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INDUSTRIAL TRAINING CALENDAR SEMESTER 2 2024/2025

LI:  Week 1 3 Mac 2025
- Students begin the internship at their respective companies
- Students submit the internship duty report form to the Industrial Training and Career Unit (via email)

LI:  Week 2 –
Week 4

10 Mac 2025 – 
28 Mac 2025

Initial observation by Visiting Lecturers 
- Students are required to prepare a Gantt Chart of their activities throughout internship
- Visiting Lecturers must complete the Initial Visit Pre-Evaluation Form after the visitation
- Any issues during the initial visit must be immediately brought to the attention of the respective 
Industrial Training Department Coordinator 

LI: Week 22 – Week 
24

28 July 2025 – 
15 August 2025

Final observation by Visiting Lecturers 
- Students are required to prepare a detailed presentation of what have done during the entire industrial 
training
- Visiting Lecturers must print and submit the completed Overall Assessment Form to the respective 
Industrial Training Department Coordinator 

LI: Week 25 – Week 
26

18 August 2025 – 
31 August 2025

Students are required to submit the following documents to the Industrial Training and Career Unit:
• Final Report
• Logbook
• Organization Evaluation Form
• Industrial Evaluation Form

LI: Week 27 – Week 
28

1 September 2025 – 
14 September 2025

Visiting Lecturers submit the marks and grades to the respective Industrial Training Department 
Coordinator

- September 2025
Senate Meeting I
Internship grade will be entered to the eSMP portal (1st phase)

- October 2025
Senate Meeting II
Internship grade will be entered to the eSMP portal (2nd phase)



VISITING LECTURER VISITATION

1. Visiting Lecturers (VL) will perform two visits:
i. Initial Observation. Between 2nd and 4th week of LI (10th March 2025 to 28th March 2025) 

ii. Final Observation. Between 22nd and 24th week of LI (28th July 2025 to 15th August 2025)

2. Some interns might begin earlier/later than the official start date. VLs are advised to offset 
their visitation dates accordingly.

3. VLs are encouraged to take any necessary action if no communication is initiated by the 
student, especially when the deadlines are approaching.

4. The intern will be responsible to make any necessary arrangements for both visitations 
(online or on-site). 
i. The Industrial Supervisor’s (or representative’s) presence is a must.

ii. Any invitation, either for online or on-site visitation, must be officially done through email and not 
through instant messaging.



INITIAL VISIT FINAL VISIT

i. To verify the company’s suitability for industrial training 
(i.e. conducive environment, proper workplace/desk, 
etc.).

ii. To ensure that assigned tasks are within the job scope 
specified by the LI-Unit.

iii. To identify any potential issues that may hinder interns 
from completing their industrial training smoothly. If 
issues are detected, please contact the respective 
department coordinator. 

i. To assess the intern’s overall performance:
• All interns are expected to deliver a presentation (PPT, PDF etc.). 
• System/Work demonstration should be provided unless 

restricted by an NDA***.
• The industrial supervisor should be present during the final 

presentation.
ii. To kindly remind…

• The Intern to:
i. Complete the Attendance Sheet at the end of the 

internship.
ii. Generate a softcopy PDF of the Logbook and upload it into 

the designated cloud storage (link will be provided by the 
respective department coordinator).

iii. Complete the Organization Evaluation by Student form in 
the LI System.

iv. Upload the completed Final Report into the LI system 
within 2-weeks after internship ends. 

• The Industrial Supervisor to:
i. Complete the Final Evaluation form in the LI System.
ii. Ensure each intern’s Attendance Sheet and Logbook have 

been endorsed.

• IMPORTANT: VLs must complete the Pre-Evaluation Form in the LI 
System after the visitation (hardcopy printout is not necessary).

• IMPORTANT: (i) VLs must complete the Lecturer Evaluation in the LI 
System, and (ii) Print (hardcopy) and Submit the signed and stamped 
Evaluation Summary to the department coordinator once the IS has also 
completed his/her evaluation.

OTHER IMPORTANT POINTS
• On-site visitation must be done AT LEAST ONCE (either the initial or final visit).

• International visitations can be conducted online.  



Example: PRE-EVALUATION
(After initial visitation)



Example: LECTURER EVALUATION 
(After final visitation)



Example: (Faculty) Evaluation Summary
(Print, Sign & Stamp. Then give to your department coordinator)

Please also ensure that
the industrial SV has keyed
in his/her marks.



IMPORTANT!
1. Reminder: VLs will immediately report (to the department coordinator) any concerns, such as (i) 

inappropriate tasks assignment, (ii) changes in internship location, supervisor or company, (iii) 
unsuitable working conditions, etc. 

• If uncertain, please immediately refer to the department coordinator (email, instant messaging or telephone).

2. To facilitate reporting, VLs must upload their digital signature and official stamp into the system. If 
the VL is not comfortable uploading his/her actual signature, upload a jpg or png image instead, of 
the VL’s name (such as in a cursive typeface).

Example for an imaginary VL named Erzum Samsudeen  Erzum Samsudeen
                                                       (Cochocib Script Latin Pro typeface)



EVALUATION (Visiting Lecturer)
The intern’s marks’ breakdown are as follows. For the VL part, please ensure that all 
marks have been completed:

• VL Evaluation (TOTAL = 60%) – keyed into the LI system

I. Visiting Lecturer’s Report (10%)

II. Student’s Final Report (40%)

III. Logbook (5%) + Attendance (5%)

• Note: Before submitting the Final Report, the intern must:

I. Firstly, complete the Attendance Sheet, and get endorsement from the industrial 
supervisor.

II. Print the PDF logbook, which will include the Attendance Sheet as one of the pages. 
Extract the attendance sheet and insert it into the Final Report PDF file.



EVALUATION (Industrial Supervisor)
The VL must also ensure that the industrial supervisor (IS) also completes the Final 
Evaluation form in the system for each intern. 

• Industrial Supervisor (IS) Evaluation (TOTAL = 40%) – keyed into the LI system

I. The IS can start filling in marks any time after the final visitation. However, everything 
must be completed before the student finishes his/her internship at the company.

II. The IS can (not compulsory) upload his/her digital signature and stamp into the LI 
system, similar to how VLs do it. Advise the IS accordingly if they are uncomfortable 
uploading their actual signature.

III. The IS should already know their login details into the LI System.

• If somehow they are unaware or have forgotten, the VL can ask them to contact Ms. Nurul 
Ayuni Mohd Nor at nurulayuni.mnor@upm.edu.my.
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Example: FINAL EVALUATION 
(Industrial Supervisor - After final visitation)



LOGBOOK MONITORING (5%)
• VLs can and should must monitor 

the intern’s logbook from time to 
time. 

• The logbook is supposed to be 
updated on a weekly basis to log 
their activities during the internship. 

• Please also remind the students 
to complete their Industrial 
Supervisor’s details in the LI 
System. 

• This is important in order to allow the 
supervisor to comment on their log 
entries.

Intern’s interface

VL’s interface



DOCUMENTS SUBMISSION

1. Interns are required to submit the Final Report in the LI System

Final Report 

Logbook

Organization Evaluation Form

2. VLs need to submit the hardcopy of the Industrial Training Overall Assessment 
(Evaluation Summary), with signature and stamp to the respective department 
coordinator.

3. ISs need to submit the completed  Industrial Supervisor Evaluation Form through email 
to Mrs. Nurul Ayuni at nurulayuni.mnor@upm.edu.my.
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TRAVEL & ACCOMODATION CLAIM

VL responsibilities for on-site visitation claims purposes:
I. Before on-site visitation: Please ensure to obtain the Dean’s approval by completing 

the BORANG KELULUSAN BERTUGAS RASMI/LAWATAN/KURSUS
(SOK/KEW/BR009/BYR) form.

II. After on-site visitation: 

• Fill in the online claims form at https://eclaims.upm.edu.my/upm/eclaim/lobnmgin/. 

• Send one copy of your claims to Ms. Nurul Ayuni at (nurulayuni.mnor@upm.edu.my) 
for records keeping purposes.
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THE INDUSTRIAL TRAINING AND 
CAREER UNIT STAFF



Thank you
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