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INDUSTRIAL TRAINING CALENDAR SEMESTER 2 2024/2025

- Students begin the internship at their respective companies

LI: Week 1 3 Mac 2025 ) ) : : . o .
- Students submit the internship duty report form to the Industrial Training and Career Unit (via email)
Initial observation by Visiting Lecturers
- Students are required to prepare a Gantt Chart of their activities throughout internship
LI: Week 2 - 10 Mac 2025 - L .. . . . e
- Visiting Lecturers must complete the Initial Visit Pre-Evaluation Form after the visitation
Week 4 28 Mac 2025 ) ) - i ) i i
- Any issues during the initial visit must be immediately brought to the attention of the respective
Industrial Training Department Coordinator
Final observation by Visiting Lecturers
- Students are required to prepare a detailed presentation of what have done during the entire industrial
Ll: Week 22 - Week 28 July 2025 - traini
rainin
24 15 August 2025 . 'g . . .
- Visiting Lecturers must print and submit the completed Overall Assessment Form to the respective
Industrial Training Department Coordinator
Students are required to submit the following documents to the Industrial Training and Career Unit:
* Final Report
LI: Week 25 - Week 18 August 2025 —

26

Ll: Week 27 — Week
28

31 August 2025

1 September 2025 -
14 September 2025

September 2025

October 2025

* Logbook
* Organization Evaluation Form
* Industrial Evaluation Form

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

Senate Meeting |
Internship grade will be entered to the eSMP portal (1st phase)

Senate Meeting I
Internship grade will be entered to the eSMP portal (2nd phase)




N7 UEH PUTRAY
VISITING LECTURER VISITATION \7

1. Visiting Lecturers (VL) will perform two visits:
i. Initial Observation. Between 2"d and 4" week of LI (10" March 2025 to 28" March 2025)
ii. Final Observation. Between 22" and 24" week of LI (28'" July 2025 to 15" 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.
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INITIAL VISIT

FINAL VISIT

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

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

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:

. Allinterns 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.  Tokindly 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)

UPM |ndustrial Training and Career Management Syste

# Home & Students & Student Report = Evaluation & Documents
Pre Evaluation
Dr. ALFIAN BIN ABDUL HALIN
User Role & Systern Administrator Supervisor Evaluation
Department Coordinator Lecturer Evaluation
B4 visiting Lecturer _
Evaluation Summary
Signature & Official Stamp
[nd THPS PoRTT W POT PO Oy e
List of Student for Pre Evaluation
Session v
Show| 50 # records Keyword n

1 HAN WENJIA @ (i ]

Page 1% from1page(s)

Record 1to 1 daripada 1 record(s)
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Update Student Pre Evaluation Information

Student Detail

Student Name
I/C Number
Matric No
Year

Address

Email

Department
QOrganisation
Supervisor
Visiting Lecturer

HAN WENJIA

‘ALFIAN BIN ABDUL HALIN

Recommendation(if any) -

-
Formyv’ B 7

-
e
/
/
I
\
\
\
N
~
~
~
p

-

-

I
il
1]
il
i
4

~ -

—
R .

(eg. Desk, chair, computer, networks etc)

\

\
|

=

Thifls the first time this company is offering an LI place for our student.

Allowance =
Incentive -
Evaluation
No Criteria Status Comment
Yes No
1 Student is assigned to supervisor. Student knows whom they should report O
to, during their industrial training.
2 Tasks for the industrial training has been identified and planned. (eg. O _— i S TG B s
Gantt chart is prepared with milestones identified) etliredt fayollttse HTML to:butld the.b;
3 | Tasks assigned are appropriate for degree of Computer Sciences O
4 Task given to the student by this organization is suitable to fulfill the O
industrial training outcomes
5  Students are provided with a suitable work place and appropriate tools 0

* Mandatory

Back to List
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Example: LECTURER EVALUATION

(After final visitation)

4 Y PM ndustrial Training and Career Management System PM \ndustrial Training and Career Management Systemn

_ # Home & Students @ StudentReport &= Evaluation 5 Documents

# Home &4 Students & Student Report == Evaluation & Documents

User Role & System Administrator
Department Coordinator

B3 visiting Lecturer
Pre Evaluation

Dr. ALFIAN BIN ABDUL HALIN

User Role & Systern Administrator Supervisor Evaluation Update Student Final Evaluation Information

Depcl’lmen[ Coordindtor Laecturer Evaluation

B4 visiting Lecturer Student Detail

Evaluation Summary

Student Name :HAN WENJIA
1/C Number s
Matric No

by

Signature & Official Stamp

Year
Address
Email

Department
Organisation
Supervisor :
Visiting Lecturer  :ALFIAN BIN ABDUL HALIN

List of Student for Final Evaluation .
Allowance b

Incentive S

Session -

Assessment Report
Show 50 %+ records Keyword

Brief description about the student’s tasks
n Ed" m“ : i B B I E
1 HAN WENJIA e 2. Design navig

1]

1]

(1]
i
4

=
= -
=

lil
|
4
%
E

1.Use HTML to build basic structure of a web page in pages of website)

tion bar, sidebar, and content ar

3.Ja nd corresponding frameworks for dynamic interaction implementaion - JavaScript code that handles user interactions, such as button clicks,
form submissions. and soon

Record 1to 1 daripada 1 record(s) Page 1% | from1page(s)
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Example: (Faculty) Evaluation Summary

(Print, Sign & Stamp. Then give to your department coordinator)

ﬁB UPM |ndustrial Training and Career Management System

# Home & Students & Student Report &= Evaluation B Documents

Dr. ALFIAN BIN ABDUL HALIN pre Evaluation

Supervisor Evaluation

User Role & System Administrator

Department Coordinator Lecturer Evaluation

Evaluation Summary

Signature & Official Stamp

B3 visiting Lecturer

6@ UPM ndustrial Training and Career Management System

# Home & Students & Sstudent Report & tvaluation & Documents

U/P|M|
U|PIM 3
' ’ UNIVERSITI PUTRA MALAYSIA
’ T PERTANIAN UNTUK RAKYAT
ey
N7 G
’ +
FACULTY OF COMPUTER SCIENCE AND INFORMATION TECHNOLOGY
INDUSTRIAL TRAINING OVERALL ASSESMENT (NEW CURRICULUM)
INDUSTRIAL TRAINING SESSION 2024/2025 1
Marks
Visiting Lecturer A ial Training Supervisor Assessment
10% 5% 5% 40% 20% 10% 10%
No Np:;“t;i:r Student Name Evaluation|Attendance | Log Book RF-]:::( Skills Communication | Teamwork Total Grade
(i) - (vii) 100%
AND

(i), (ii) (i) (i)
Report -
Content |

Quality of | (i), (ii) () = (i (i | (i), (id)
— bl

-~

~

Dr. ALFIAN BIN ABDUL HALIN
User Role & System Administrator
Department Coordinator

B4 visiting Lecturer

Evaluation Summary

Show 50 # records Keyword

Organisation
Industrial Training Session Summary

1 2024/20251

2 2023/2024 2

Certified true by the Visiting Lecturer,

ALFIAN ABDUL HALIN, Ph, D.
Senior Lecturer

Muttsmedia Department
Facufty of Computer Science & Information Technology
Universili Pulra Malaysia
43400 UPM, Serdang, Selangor
Tedl.. +60 12 557 9140
Emad: affian@weee.org | afan@upm.edu.my

Signature & Stamp:

Date: 20 FEBRUARY 2025

”
N Yalidated by the Department Ingdustfial Training Coordinator,
-~ — -——

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

Signature & Stamp:

Date:
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N7 UG PUTRAY
IMPORTANT! N7

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.

* Ifuncertain, 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).

@ UPM |ndustrial Training and Career Management System

# Home &% Students & Student Report = Evaluation B Documents

User Role & System Administrator
Department Coordinator Pre Evaluation

K4 visiting Lecturer Supervisor Evaluation

Lecturer Evaluation —

Evaluation Summary

Signature & Official Stamp

Example for an imaginary VL named Erzum Samsudeen > &MVW

(Cochocib Script Latin Pro typeface)
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_ N7 U202 PUTRAY
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

|.  Visiting Lecturer’s Report (10%)
lI.  Student’s Final Report (40%)
lll.  Logbook (5%) + Attendance (5%)

= == = ey

* Note: Before submitting the Final Report, thelintern'must:

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

lI. 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.

BRI upm.edu.my
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PERTANIAN UNTUK RAKYAT

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

l. 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.

ll. 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.

lIl.  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 N7 2 PUTRAY

(Industrial Supervisor - After final visitation)

UPM hdustrial Training and Career Management System

UPM |ndustrial Training and Career Management System

# Home & Student Report = Evaluation & Documents & Change Password

# Home & Student Report &= Evaluation & Documents & Change Password Mr KANG 0]
[ Back to Original Access |

User Role @ Organisation Supervisor

Final Evaluation

Mr KANG
[ Back to Original Access | Evaluation Summary

User Role 2 B Organisatio

Update Student Organisation Evaluation Information

Signature & Official Stamp
Student Detail
Student Name :HAN WENJIA
I/C Number
Matric No
Year
Address
Email
Mr KANG I0) Department
[ Back to Original Access | Organisation
User Role & n Organisation Supervisor Supervisor .
Visiting Lecturer  :ALFIAN BIN ABDUL HALIN
Allowance o
List of Student for Organisation Evaluation Incentive 2
Session s
Job Field/ Type of Assignments Given
Show| 50 % records Keyword
Please state the task givan to the student duri ng Industrial Troiming at your organization
[=] (= =T=] s b e =
1 HAN WENJIA e
HAN WENJIA's main task in our department is to be responsible for the front-end development of mental health support system:use HTML to build the basic
Record 1to 1 daripada 1 record(s) Page 1% from 1page(s) structure of the web page and JavaScript and frameworks are used for functional implementation.
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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.

* Thisis important in order to allow the
supervisor to comment on their log
entries.

GB UPM ndustrial Training and Career Management System

# Home 4 Students & Student Report &= Evaluation 5 Documents

VL’s interface

Dr. ALFIAN BIN ABDUL g L9 B0k
UserRole & Syster  Supervisor Comment
Depal  Final Report
B visitin
Attendance Sheet
Organisation Evaluation by
Student
List of Logs

Show| 50 % records Keyword
T
1 HAN WENJIA 17 February 2025 21 February 2025 i)
2 HAN WENJIA 20 Januar 'y 2025 12 February 2025 i)
3 HAN WENJIA 13 Januar 'y 2025 17 January 2025 (i)
4 HAN WENJIA 6 January 2025 10 Januan y 2025 [:]
5 HAN WENJIA 30 Decem ber 2024 3 Januan y 2026 [i]
6 HAN WENJIA 23 December 2024 26 December 2024 i}
7 HAN WENJIA 16 December 2024 19 December 2024 i)
8 HAN WENJIA 9 December 2024 13 December 2024 [:]
Decernher 20 £ Decomber 2024 n

UP M|
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UNIVERSITI PUTRA MALAYSIA
PERTANIAN UNTUK RAKYAT

Intern’s interface

% YPM |ndustrial Training and Career Management System

HAN WENJIA
[ Back to Original Access Allowance

User Role & Student

With KnOW|edge We Serve Agriculture « Innovation - Life

Supervisor
Session 2024/20251
Supervisor Titl M
Sup r Designati Department head
Phone N

BRI upm.edu.my
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DOCUMENTS SUBMISSION

1. Interns are required to submit the Final Reportin the LI System
v Final Report
v Logbook
v 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 &« ACCOMODATIONCLAIM

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/BRO0O09/BYR) form.

Il. After on-site visitation:

* Fillin 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.

With KnOW|edge We Serve Agriculture « Innovation - Life (f) @) (@) (¢) ] upm.edu.my
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THE INDUSTRIAL TRAINING AND
CAREER UNIT STAFF

AN /

DR. SALFARINA ABDULLAH MS. NURUL AYUNI MOHD NOR
Head, Industrial Training & Career Unit S f‘fmf“_is';rztgr nie
naustiria raimnin areer ni
Phone: +6012-363 2118 Phone/WhatsApp: +603-9769 6565
Email: salfarina@upm.edu.my Email: nurulayuni.mnor@upm.edu.my

&

DR. NOOR AFIZA MOHD ARIFFIN DR. ROZI NOR HAIZAN NOR MR. AHMAD ALAUDDIN ARIFFIN DR. ALFIAN ABDUL HALIN
Department of Computer Science Department of Software Engineering Department of Computer Network Department of Multimedia
Coordinator & Information System Coordinator Coordinator Coordinator
Phone: +6012-541 5738 Phone: +6014-276 2544 Phone: +6019-317 3774 Phone: +6012-557 9140
Email: noorafiza@upm.edu.my Email: rozinor@upm.edu.my Email: alauddin@upm.edu.my Email: alfian@upm.edu.my
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Agriculture « Innovation - Life

With Knowledge We Serve

Thank you
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