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Introduction
The Internship and industrial attachment training is yet to be mandatory even though it is supposed to be required for GSQ/GNQF students. The purpose of internship and industrial attachment is to supplement classroom training and instil in the students the right work attitudes and professionalism so that they can become effective and productive in organizations. Internship and Industrial attachment allow the learner to interact and learn from the industry, business and the community. This can be done in any organization of a student's choice accepted by their institutions, in the area of the student's course specialization.
It is expected that students will gain first-hand experience in diverse sectors as they undergo the attachment experience. These include schools, colleges, societies, hospitals, NGOs, volunteer organizations, government departments, private sector organizations, and religious Institutions among others.
Monitoring and Evaluation is completed by the Internship & Industrial unit by visiting the students at their place of attachment/internship together with the workplace supervisor, supervising the learners at the place of attachment. Learners are expected to keep a daily log of all the activities and lessons learnt during the internship. The logbook should be taken to the Internship & Industrial Attachment unit for signing, grading and stamping. They should also submit a written report of their experience to their lecturers.
This policy document is intended to help the unit in managing internship and industrial attachment training. All activities shall be coordinated by the internship and industrial attachment manager.
OBJECTIVES 
Strategic objectives of Internship and industrial attachment training policy
1. To establish standards for attachment training.
2. To facilitate effective internship and industrial attachment training
3. To guide the students on the available internship and attachment training options.
4. To develop a procedure for internship and industrial attachment.
5. To prepare a mechanism for monitoring and evaluating the internship and industrial attachment process.
Objectives of Internship and Industrial Attachment Training 
The objectives of the industrial attachment training are to:
1. Translate classroom knowledge to practical work assignments
2. Create positive work attitudes and professionalism through interaction with people in the Organizations.
3. Provide the trainees with the opportunities to market their professions and occupational skills.


EXPECTED OUTCOMES 

1. By the end of the attachment period interns should be able to:
 
i) Develop skills in human relations, work attitudes, and teamwork. 
ii) Demonstrate an understanding of the dynamics of the workplace and the functional relationships within and among organizations. 
iii) Acquire orientation to work processes. 
iv) Apply theoretical concepts and acquired skills to practice. 
v) Obtain knowledge of potential careers.

b)        The Internship and Industrial attachment unit will: 
1. Establish links with the industry. 
2. Identify skill gaps and improve the quality of training. 
1. The Attaching Organization will: 
i) Appreciate skills catchment. 
ii) Validate the industrial relevance of the university programmes.

INTERNSHIP AND INDUSTRIAL ATTACHMENT PROCESSES

	SN
	INTERNSHIP & INDUSTRIAL ATTACHMENT PROCESS
	REQUIREMENTS

	1.
	a) new students should pick a letter from your institution and take it to the internship & industrial attachment unit.
b) students who completed their training should come with their certificate to prove that they have learned a trade
	a) Recommendation Letter, Attestation

 b) Certificate and Transcripts.

	2.
	Internship & Attachment assessment will verify the letters and certificates received from the students 
	a) Verified before given letters.

	3.
	The Internship & Attachment unit will issue a letter to the student to take it to their place of choice.
	Letter issued.

	4.
	Students who have been accepted should buy a logbook and go with it logbook bought
	logbook bought

	5.
	Student should be visited at least once during their attachment Visit conducted
	Visit conducted

	6.
	Students should bring their logbooks for grading, stamping & signature 
	Logbooks graded, signed and stamped

	7
	Unit supervisors should generate a report after the monitoring 
	Monitoring report generated

	8. 
	The report should be submitted to the management
	Monitoring report submitted









CONDUCT DURING INDUSTRIAL ATTACHMENT TRAINING

Discipline and Regulations 

The interns shall 
1. Show constant self-discipline and conduct that represents the disposition of a university student. 
2. Obey and respect the organization’s training supervisor. 
3. Abide by the rules and regulations set forth by the attaching organisation and department. 
4. Avoid damage to property or misappropriating any property belonging to the attaching organisation.
5. Wear proper attire during the industrial training period, in line with the requirements, rules and regulations of the attaching organisation.
If the attaching organisation terminates the industrial training for a “just cause”, for example, absenteeism or failure to follow safety, security and other policies and procedures, the intern will score a failed grade.

Absence 

Interns should seek permission from their Organization’s Supervisors if they need to be absent from duty. 

Logbook

This book must be filled in logbooks for the works and activities, completed each day, in neat and legible handwriting. The logbook must be signed and verified by the organization’s supervisor at the end of every week of attachment.

Confidentiality 

The interns are prohibited from revealing any classified information pertaining to the attached organization.

SUPERVISION OF INDUSTRIAL ATTACHMENT

General expectations: 
i. An appointed university faculty member shall be assigned to supervise the interns 
ii. The interns must be visited at least once over the attachment period 
iii. The Attaching organisation shall appoint a suitable immediate Supervisor to supervise the intern(s) during their internship.
iv. The internship and industrial attachment unit should from time to time visit different attaching organizations to monitor and assess the attachment process.

RESPONSIBILITIES OF ATTACHING ORGANISATION
1. Assign a supervisor to the interns.
2. Ensure adequate safety and security at the workplace. 
3. Guide the interns to acquire meaningful and relevant learning experiences in their areas of specialization. 
4. Permit training providers' representatives’ access to the interns to discuss any attachment matters. 
5. Provide an assessment report on the interns to the unit at the end of the attachment period.

ASSESSMENT PROCEDURE 

The pass mark and grading shall be as defined by the training providers in consultation with the internship and industrial attachment unit as per their respective curricula. The intern’s written report shall follow the format provided by their respective institutions. The logbook should be submitted to the unit for grading, stamping and signature. 

CONCLUSION 

This SOP shall be reviewed from time to time as the need arises.
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