Higher National Diploma in Business Administration

Overview

The aim of this module is to develop students to apply their knowledge gamed in classroom
based learnmg into real life contexts and to improve the ability for seli-reflection on what they

experienced through internship and learning,

The students are required to have practical experience and exposure in real life working
situations through systematic training and development in the field of business

administration.

Appropriate places or organizations can be selected in both public sector institutions and
private sector institutions which are suitable to obtain such training. - Institution can be

selected either by students or by the institute.

The preferred entities for training are as follows,

. Manufacturing / Proéessmg

o Banking/Finance/Insurance/ Leasing

& Travel
v Agriculture
. Services

. Local Trading

. Hotels

e International Trading

. NPO/NGO

. State Corporation & Statutory Boards
. Others

Training institute can be selected either by students or by the SLIATE through NAITA.
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Objectives

The objectives of the internship in Business Administration program of SLIATE are;

Provide a competent graduate to the labour force

To reduce unemployment and under employment

Enable students to apply the theoretical knowledge in practical situations with a

view of facing local and glabal_. challenges with in organizations.

 To prepare students to- _engage in full time employment in their area of

specialization upon: graduétion.

Responsibility of Students

Every student must find a place by herself/himself or through the help of the
institution (SLIATE} and regié."tei'" for the internship course unit by handing over the

specified data sheet prescribed by the institute (SLIATE).

When approaching training organizations, the letter of introduction issued by the

institute (SLIATE) should be carried by the students.

Every registered student must keep a Practical Training Record in such a manner as
prescribed by the institute (SLTATE) and the Training Record must be updated at the

end of each working day.

Training Record Book - The below mentioned areas should be covered in the Training

Record Book.
i) Cover page indicating the name of the institute, logo, name of the book,
ii) Inner cover page - the sample is given below
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Trainee

Full Name

Date of Birth "
| Address
| Regish.‘ation_ Number

Index Number

: . Date of-passing previous examinations ! Semester\-ll- ”
| ' ' ' Semester 2
: _ Semester 3
! Semester 4

Contact Telephone Number
i Email Address
Tz"aﬁ ning u;ﬂamzah@ﬂ & Bu wewnswn

Name of the Organization

Name of Supervising Member

| P ~Qualifications of the Supervising
Member
Contact Telephone Number

Date of Commencement of training

| Academic Supervisor of SLIATE
Name '

Qualifications of Academic Supervisor -

Contact Telephone Number
Email Address

Signature of Supervising Member
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iti) List of training areas to be covered

Areas to be covered during the training are given below.

o General Management Practices

" Logistics and Procurement Activities

. Application of Information Technology
. Financial and Management Accounting
. HR Activities

. Mai‘keting Activities ._

Rules & regulation

These rules and regulations are developed by SLIATE so as to ensure the smooth

functioning of the internship. The following are some of the general points.

Upon the requests made by the students, training placements are generally
organized by SLIATE. However, the students are allowéd to find their own
placements that should satisfy the requirements of SLIATE. In case of such

arrangements prior approval has to be obtained from SLIATE.

The students are required to submit their placement applications on or before

dates stipulated by SLIATE.

The students are not permitted to commence their training until they sit for the

Semester Four (IV) Examinations.

The students are not allowed to leave the training organization except in case

where prior approval has been obtained.

Submission of fraudulent training records will lead to an extension of the training
period. Re-commencement of training or/and any other disciplinary action that

arc necessary for the students and the institution will be decided by SLIATE.

The training period should be extended on a case by case basis in the following

Circumstances.
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L A student leaves the training organization without obtaining the prior

approval of SLIATE.

I A student applies for a placement through SLIATE but fails to accept the
training organization allocated for him/her by SLIATE.

1L A student fails to provide SLIATE with full particulars of his/her Training

where the training placement has been secured by himself/herself,

- The results of this module will not be released unless monthly summaries of

training records are submitted.

vy Instructions for registratiorn

R B
-l
=

! .
> ' This shouid cover the allowed time frame for the commencements of training, the
need for carrving a letter of introduction issued by the academic supervisor of the

respective section of SLAITE.

vi) - Recording of work done

{You may use the followin g format and change as required).
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This week . . From

Training Record

DD MM YYYY

DD MM YYYY

TO

Monday

Tuesday

......

Wednesday

Thursday

Friday

Numbers of Days Worked :

6. Student's level of involvement

1. Date

2. Organization category A - Assisting
3. Experience category P - Performing
4. Details of work done S - Supervising
5. Times pent {in days) 7. Remarks
Signature of the Student
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vii)  Submission of monthly training summary

Students are required to submit a monthly summary of the work done by specifying
relevant areas of work and number of hours worked. The following specimen can be

used for this purpose.

Name of the Trainee

Name of the Training Organization

I The Student’s Registration Number

The Student’s Index Number

Month & Year of Training

Experience Categories Hours Worked

1. Basic office procedures

Maintenance of working papers for worked performed

Indexing, retrieval working papers

N2

. General Management Practices
Control of Non-current Assets and prepare managerial reports
using modern technology

Internal control procedures including banking & cash
management

Lk

. Logistics and Procurement Activities
Procurements, Document handling & Logistics Management and
production operations management

4. Application of Information Technology

3. Financial and management Accounting Aspects

- Recording transactions - Preparing trail balance

- Payroll procedures - Preparation of Financial statements
and ratios

- Inventory management - Preparation of budgets

- Project evaluations - Investment appraisal

6. HR Activities *
7. Marketing Activities *

Total

* Depending on type of the placement a student should cover
a minimum at of 3Zhrs from accounting, marketing and
human resource activities but he or she should cover the
balance hours from the other areas to cover a total 540 hours.
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Viii) Minimum training requirement in specified experience category

The minimum training requirement of consecutive 15 weeks/ 540 hoyrs ()
= 1 credit) should pe acquired in accordance with the specified oxpy

categories as given above in working days.

Experience Cate gories

Hogn_; Woyi
1. Basic office pProcedures

)

Maintenance of workin & Papers for worked performed
Indexing, retrieval working papers
2. General Management Practices
Control of Non-current Assets and prepare managerial reports
using modern technolo gy
Internal control Procedures including banking & cash 48
management
3. Logistics and Procurement Activities 04
Procurements, Document handling & Lo gistics Management and
production operations management
4. Application of Information Technology 72
5. Financial and management Accounting Aspects I 42

~ Recording transactions . Preparing trail balance

- Payroll procedures - Preparation of Financial statements
and ratios ' '

- Inventory management - Preparation of bud gets

- Project evaluations - Investment appraisal 3 : -
6. HR Activities * . : .

- e

7. Marketing Activities * .72
Total _ o : R

* Depending on type of the placement a student shoylg cover - 7 B4

& minimura at of 32hrs from accounting, marketing and e
human resodree activities but he or she should cover the ’

balance hours from the other areas to cover a total 540 hours. |
"> Tom the other are E——— L B

e. The training record should be certified by the ‘immediate-supewising member 1y
her/his authorized representative of the training institution.

£, Name of the immediate Supervisor most be provided to the institute by the student (o,
corresponding purpose and offier administrative matters,

4 Uvon commencement of raining, stedenis shouid make sure fhat they will have an
adequate training o cover the minimum niumber of training hours requirement (540
birs.) and specified areas of treining in the Fouse within 2 period of § onths,

h. The trainee may discuss and agree on the tasks/activities vwith e empioyer,

_a
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The students are required to be punctual and they should respect and obey the
culture, values and procedures of the training organization.

The students are required to be well disciplined and behave in such a manner that
would maintain the dignity of the student and the institute.

The students are not allowed to change the training organization from time to time

unless the prior approval of thé institution (SLIATE) has been obtained.

P 3.  Responsibility of the Institute (SLIATE}

a

- A separate coordinating office should be established and suitable officers should be

| appointed under the guidance of a practical training coordinator.
j\ b :COOIdiIlaﬁl'lg office is mainly responsible for monitoring the internship program and
5 assisting students to find out suitable places for training. |
‘f B :
! c. As per the set guidelines student evaluation should be done. Marks should be
_-allocated as follows.
[ Evaluation Category %
Registration and other compliance requirement 10
Maintenance of Training Diary 10
Training Report (written & prepared by student) ¢ 20
Continuous progress Review .
Progress Review 01 15 marks -
Progress Review 02 15 marks 30
Certification given by the supervisor of the 10
| organization '
| Final VIVA test (Progress Report 11) _ 20
Total marks 100
i Method of training report evaluation
Criteria : ' Marks allocated
Completion of the 540 hours in relevant. frainirag areas 15
pertaining to the training entify _
Cverall presentation of the report {neatness, clarity, a5
adhering to guidcline]
Method of viva evaluation
Cudeines for ey T BRI




4.

d.

=10

Power Point Presentation
Communication & Presentation Skills _
Questions & Answers (Issues/

Observations/ Recommendation}
Compliance with Guidelines

Marks Aliocated

A detailed guideline for monitoring and the evaluation of students should be

developed based on the above given evaluation criteria.

Responsibility of the Training Organization

Trainin g Procedures & Process, _

Training organizations are expected to provide the following to the students during

their placement at the organization.

L

ii.

iii.

iv.

Provision of appropriate training facilities, equipment, workstations supplies
and materials and instructions/ guidance by competent personnel and
imparting work experience for students fo acquire the skill, knowledge and
attitudes required for successtul employment.

Where possibie, rotation of students in accordance with a pre-planned
schedule to ensure they obtain exposure and experience on all the modular
units applicable to their roles as an employee in an organization.

Supervision of each student and evaluation of their progress during placement;
monitoring, proper maintenance of progress records by each student; ensuring
that such records are submitted for inspection by authorized personnel of
SLIATE.

Release students during normat working hours for activities as may be

authorized by SLIATE.,

Measuring the Learning Outcomes

The aim of this module is to make the students apply their knowledge gained in

classroom based learning into real life contexts and improve their ability on self-

reflection, they experienced through internship and learning. The following

assessment criteria should be uéed to assess whether students have reached the aim of

the module.




5. Assessmeni Details

This course unit will be assessed by a combination of various methods including

a. Registration and other compliance requirements (10%)
These 10 marks can be allocated by referring to whether student has registered for
training within the stipulated time period by handing over the specified data sheet.
The specimen of the data sheet should be prepared by the institute by including bio
data, index no, address, telephone and email address, details about the training
organization, both academic and professional qualifications acquired and any other
type of information necessary.

b. Maintenance of Training Diary (10%)
Students are required to comply with guidelines provided by the training authority in
ovder to complete the training diary and the duly completed training diary should be
presented to the Viva asscssment.

(;‘L:i;defj‘;]-e_;for ;;];ér;qgh;._g_- e A ST T T T T R _iﬁ.;.

i. The assessment and other compliance requirements should be fulfilled by the
students. '

. A review of work carried is based on training hours and areas covered by the
student by referring to training record book.

iii. A review of the certificate® should be given by the supervisor of the
organization with regard to the student’s performances.

iv. The evaluation is based on a VIVA test.

Duration of Work

It should be covered within a period of 6 months from the beginning of semester 6.
However the training requirement is measured in terms of number of training hours

obtained. i.e. 540hrs.




< Training Report (20%)

Training report should be developed based on the training diary and it should bé in

printed form and in accordance with the guidelines provided by training authority.

Continuous progress review{30%)

In plant training progress would be assessed by SLIATE continuously throughout
the training program within two phases; |

Phase 1 - Assessment will be done after the completion of 08 weeks of training {Based
on Report}
Phase 2 - Assessment will be done after the completion of 15 weeks of training

{15 tharks per each phase)

Certification given by the supervisor of the organization (10%)

The following evaluation form which covers mainily the professional expertise
gathered contribution to the training organization and personal development in skills

and atiitudes is used 1o evaluate interns.

Instruction: One of the digits between 10 and 1 (inclusive of both) is to be épplied to
evaluate the performance of a student. Supervising Member is requested to use the
following table ir order to evaluate the student by marking ‘X’ in relevant cells under
the main column of ‘Supervisor’s Marks ‘ and against each of the ‘Performance

Evaluatiory’.




S.
No. | Performance Evaluation Supervisor's Marks Office
Use
1 Professional Expertise
1.1 | Ability to demonstrate theoretical knowledge 11213(4|5(6/7/8[9]|10
1.2 | Ability to demonstrate technical skills 1]23/4]5/6/7/8|9(10
1.3 | Knowledge of the firm’s methodologies and 112]3[4|5/6/7[8]9]10
procedures |
1.4 | Work efficiency and accuracy 1[2(3[4l5[6[7[8]9]10
2 | Contribution to the Firm
2.1 | Ability to enhance client/customer relationship | 1 |2 {3 |4|5]6/ 7| 8[9] 10
22 | Active participation in organizational activities |1 |2 [3[4]5[6/ 7|8 9] 10
3 | Development of Skills
3.1 | Leadership skills & decision making ability 11213(4]516/7|8|9|10}
3.2 | Oral and written communication ability 1]2(3[a5[67|8[9]10]
3.3 | Timeliness 112|3/4|5/67(87(9]|10
3.4 | Ability to work as a team member 11213(4{5[6/7|8|9]|10
Total
Any Other COmmMENTS: ....uuuiieiiieiiieiii e e,
Signature of the Supervising Member/ Senior Officer Official Seal

Date: oo

Final VIVA Test (20%) - Base on Progress Review 11

This VIVA test should be carried out by the lecturers of the Institute after completion

of training with a view to assess whether the students have acquired the intended

objectives of internship. The students can be given a chance of presenting what they

have learned and giving approvriate arswers to the questions asked by the assessing

team. Marks should be allocated based on the quality of presentation at the VIVA.
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Viva Board comprises of following members,

HOD

- Senior Lecturer attached to the relevant Department

- Lecturer from different Department

Duration of Viva Presentation
15 "mjnutes for each student
- 10 minutes for the presentation

- 05 minutes for the question and answer
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