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AGENDA BRIEF

Intro

Industrial Training Procedure

Objectives, CLOs, Roles &
Responsibilities by
organization from faculty,
universities and industries.

Eligible status, Programs
Requirements, Listing
Companies, Placement

Hunting, Placement
Application, Placement
Confirmation, Changing
Placement or Withdraw.

Timeline

Important Dates & Action to
be taken.

Do & Don't

Conduct, Attitude, Ethics.



Industrial
Training

e To give experience for the student to apply their
knowledge and skills that they have learned.

e Student must write and record all activities given by
industrial supervisor using log book.

e Student should be able to demonstrate effectively
interpersonal skills and act professionally in working
environment.

e Student must provide final report by the end of the
internship.



CLO1 @

Summarize the industrial training knowledge, experience
and skills into appropriate report. (First Report, Log Book,
Work Performance (WP))

CLO2

Construct solution by applying appropriate techniques, skill
and tools to solve tasks given by industry. (Log Book & WP)

CLO3

Demonstrate effective interpersonal skills throughout
industrial training. (Work Performance (WP))

CLO4

Demonstrate student ethics and professional values through
out the industrial training duration. (Work Performance (WP))

CLO5

Communicate effectively to convey ideas in written form using
appropriate context and language (WP & Final Report)

CLOG6

Communicate effectively to convey ideas in oral using
appropriate context and language (WP & Final Report)

Course
Learning

Outcome
(CLO)




Industrial Training Related Department in UMPSA, Faculty & Industries

UMPSA Career Centre
(UMPSACC) / Pusat
Kerjaya UMPSA

Bursary Office (Pejabat Bendahari)

Students Affairs & Alumni Department (SAFFAD) /
Jabatan Hal Ehwal Pelajar Akademik JHEPA

Centre for Academic Management /
Pusat Pengurusan Akademik

Center for International
Relations, UMP
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Human Resource /
Internship Talent
Acquisition
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Industry’s Supervisor



Potential Intern
Students

e BCC4012 INDUSTRIAL TRAINING (6 MONTHS = 24 WEEKS)
e DCC3112 INDUSTRIAL TRAINING (6 MONTHS = 24 WEEKS)
e DRC2910 INDUSTRIAL TRAINING (6 MONTHS = 24 WEEKS)

e Taken all courses except Industrial Training
e Verified by Academic Advisor




Confirmed
Interns Students

O Passed all courses taken from previous semester.

Get offered from company for industrial training
attachment. Received Offer Letter.

Reviewed & Approved by Committee for suitable
company with the right job scope based on the
program.

O Reviewed & Approved by Coordinator for correct &

updated information.

Received Student Confirmation Letter.










UNIT FK LI

Faculty’s Industrial Training Unit who responsible to advice and assist
students for internship application, placement and evaluation.

Mr. Wan Muhammad Syahrir Ts Dr Syafiq Fauzi
Wan Hussin Kamarulzaman
Committee Diploma Committee Network
(DRC/DCC) Ts SitiNormaziah lhsan Ts Dr RozlinaMohamed Engineering (SN)
Committee Graphic Ts AZlina Zainuddin Committee Software
& Multimedia (GMM) Engineering (SE)

Coordinator



INDUSTRIES

Knowing the company by organization chart



PROCEDURES



PROCEDURES

Industries

Before Industrial Training Starts

Manual process (GDrive & GForm)

e Eligible Internship (Course List Verification)

e Duration Internship

e Prepare Resume

e Download Student Application Letter (SAL)

e Placement Hunting (any sources)

e Attend Interviews Sessions

e Review and Approval

e Download Student Confirmation Letter (SCL) & eCoverage
Register OR

After Industrial Training Starts

KALAM
e Submit Form A1 Report Duty

e Submit Log Book & Final Report

Manual process
Interviews Sessions
e Reply Form
e Offer Letter
e Insurance
e Indemnity Letter
e Security Letter

myGading
e Key-in the confirmed placement
e Generate SAL & SCL




e Internship

Course List Verification

Provide List Taken/Untaken, Course Result and Course List
Verification Form show to your Academic Advisor & Get Verification
signed. Zip the files then submit in GForm.

List Taken/Untaken from Course Result from Student Course List Verification Form
Academic Advisor ecComm o AT

Unit LI

Fakulli Komputeran

aaaaa

MNama Penasihat Akademik
Tarikh



Course List Verification

yellow - fill in by students

https://tinyurl.com/5n6zfth6 Rena.me File CA14:530_CCLISt.ZIp /.pdf
Please fill up all details before 30 April 2024

https://forms.gle/oKTms5xt3ZXhx8kM8




UPDATE BRIEFING ATTENDANCE
List Student LI Sem 12425
https://tinyurl.com/mrx5xmc;j

Login Gading
https://gading.ump.edu.my/ump/f?p=116:99999:9172929701144

=» Academic Management=»Industrial Training & WBL=»Dashboard=>Scroll Down=>Print SAL



Student Application Letter

Duration &
Date Start and End
Industrial Training



Placement Types

Local Private, Multinational , Statutory Body, Government Agency
(Central @ State), Government Link Companies(GLC), & Non-Profit
Organization (NGO). Accreditation by MBOT/MQA.

Placement in Malaysia Placement Abroad Placement by Industries
e Work from office/site e Local Students Grant / Student Start-up
e Work from home o 3 months before apply Companies
e Hybrid o Require paperwork e To be announced after
e International Students approved guidelines
o Online meetings with
company

representatives



e Scope of work in the field of computer science and information
technology.
e The scope of work is compatible with the program at the Faculty of
Computing.
o Work related to software development and software maintenance.
o All phases of software development at LI company are according to
the scope of work of the student program.

e Work related to IT development and maintenance. myn eXt, my

List of Companies
https://tinyurl.com/3wnanest
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y

Latest Offer Internship
https://tinyurl.com/3tjzcnrc







. Placement Decision G
' Consideration ‘

https://tinyurl.com/2ch73jzn




Placement Decision
' Consideration




Attend Interviews
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Placement Approval

Before accept the offer,
please ask committee to review
and approve.

Committee will checked based
on company background
(legit/scam), and suitable job

But if you firm with the
company and job scope,

then the approval process

Template RL, Company Checklist & Cancellation Letter :
https://tinyurl.com/2ch73jzn Wi l'l' be easy'



Placement Approval

LIST OF POSSIBLE STUDENT_INTERNSH]
Submit RF & OL SEM | 2024/2025 AUG2024-JAN2025, SEM | 2024/2025
https://forms.gle/HWDyk3HLXxNrolE3C9 httpS//tlnyurlCOm/4th9th

Fillin here if you are eligible
for intern next semester



1. Fill in here after get offer letter and reply form

2. Committee will check your submitted reply form and offer
letter with list in the excel. If ok, then the checkbox for
approval will be ticked by the committee.



3. Then fill in the first approval
information in SLI and click SUBMIT.
4. The coordinator will cross check
your data in SLI with the list in excel.
If ok, then the checkbox for approval
will be ticked by the coordinator for
second approval.



5. The coordinator approval will be
done Weekend start Week10.

6. After the approval, student able
to download Student Confirmation
Letter (SCL).



Student Confirmation

Letter

Duration &
Date Start and End
Industrial Training

Company name &
Company address
& Attention name (SV Industry/ HR)



Placement Change

(After Approval)

If you insist to change the
approved company, please email
to

to: fkli@umpsa.edu.my

cc: coordinator, committee,
academic advisor

This will take time for
investigation. Reason must be
acceptable.

To change, student should aware
with the company policies for
penalties. All risks are under
student consequences.



Template RL, Company Checklist & Cancellation Letter
https://tinyurl.com/2ch73jzn



Insurance / Indemnity
/ Security Letter

If you required to get signature for any
letter from the company, please email to
to: li@umpsa.edu.my
cc : fkli@umpsa.edu.my, coordinator, &
committee

Please do early before due date.



TIMELINE BEFORE INTERN STARTS O



IMPORTANT DATES

Course List Verification
Briefing FK LI
Generate SAL

Placement Hunting

o Approval by Committee
o Approval by Coordinator
o Generate SCL

Extension Placement Hunting
Result Released

Arrange accommodation
Report Duty

29/3/24 - 30/4/2024

29/3/24 (v}

1/4/24 - 5/4/24
1/4/24 - 30/6/24

1/7/24 - 31/7/24
2/8/24

2/8/24 - 11/8/24
12/8/24

O




TIMELINE AFTERINTERN STARTS O



IMPORTANT DATES O

e Assigned SV Faculty 3 weeks after LI Starts
o> Received Appointment Letter

e First Evaluation Week 7-8

e LI Visit (Peninsular Malaysiaonly) Week 9-16

e Second Evaluation Week 17-18

e GET-IT Week 18

 Final Report & Log Book Submission Week 24-25



DO & DOnts @ Ethics & Manners

e When writing an emails @ asking help.
e Please do not text message after office hour or
during holiday.

Attitudes

e Level of urgency

e Be patients

e Manage leaves properly
e Alert and proactive

. Changes of placement

e Email to coordinator with valid reasons and cc
to Academic Advisor, Committee Program and
SV Faculty.

e Valid reasons related to job scope or
misconduct in the approved placement.

e Draft a formal reason letter for change request.







Contact Information

Names & Roles

Phone Contact & Email

> fkli@umpsa.edu.my

@)

)

Coordinator
Ts Azlina Zainuddin

+6016 4465396
azlinaz@umpsa.edu.my

BCN Committee
Ts Dr Syafiq Fauzi
Kamarulzaman

+60 19-266 9605
syafig2z9@umpsa.edu.my

BCS Committee
Ts Dr Rozlina Mohamed

+60 19-942 2871
rozlina@umpsa.edu.my

Department Phone Contact & Email
UMPCC 09 -431 5023 li@umpsa.edu.my /
cpdc@umpsa.edu.my
JHEPA +60 14-931 3382 094316041

Unit Kebajikan JHEPA

azle@umpsa.edu.my (En Azle)

BCG Committee
Ts Siti Normaziah lhsan

+60 12-521 5995
normaziah@umpsa.edu.my

PPA (Partial Transcript
Request)

094315993 uppk@umpsa.edu.my

DRC/DCC Committee
Mr. Wan Muhammad Syahrir
Wan Hussin

+60 19-208 3063
wmsyahrir@umpsa.edu.my

Center for International
Relations, UMP

//
~ -

09-549 2721 / 09-431 5032
cir@umpsa.edu.my.
+60 16-317 2854

lieza@ump.edu.my (Puan Nur Zaliza)

P Y


https://www.google.com/search?q=cir+ump&sca_esv=5385cad5c918d0b9&rlz=1C1GCEU_enMY1012MY1012&ei=RSIKZtuZJe2d4-EPh6ChqAQ&ved=0ahUKEwib0MqLgqCFAxXtzjgGHQdQCEUQ4dUDCBA&uact=5&oq=cir+ump&gs_lp=Egxnd3Mtd2l6LXNlcnAiB2NpciB1bXAyBRAAGIAEMgQQABgeMgIQJjILEAAYgAQYigUYhgMyCxAAGIAEGIoFGIYDSIQEUABYhQJwAHgAkAEAmAFgoAGdAaoBATK4AQPIAQD4AQGYAgKgAqMBmAMAkgcBMqAHugY&sclient=gws-wiz-serp#

OR Link Information 4

FK WEBSITE
https://fk.umpsa.edu.my/index.php/en/academic/undergraduate/industrial-training

UMPCC WEBSITE
https://cpdc.umpsa.edu.my/index.php/en/

Join the group:

Briefing group  Network BCN Software BCS Graphics BCG Diploma DCC/DRC

https://tinyurl.com/3sdzpwxw https://tinyurl.com/bxt5r7av https://tinyurl.com/ae5tnxat https://tinyurl.com/73btajyz https://tinyurl.com/36v8eh5j




THANK YOU
FOR ATTENDING

If you have any further questions, please don't
hesitate to reach out to Unit LI FK.

Email to us

(@, fkli@umpsa.edu.my




