Industrial Training briefing

Logbook 1
Logbook 2
Industrial training visit
Final report

Company supervisor evaluation

18 May 2021
Dr. Hoo Wal Lam
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Usually cannot, but still the
company have the discretion to

let you have leave.

You should replace the leave at

the end of your internship,

unless your company mentioned
that the leave doesn’t need to

be replaced.

If is medical leave, please

Can | take leave?

Include the medical record at the
Medical leave doens’t need to end of your logbook and record
be replaced. the day taken the medical leave.

Yes you can, but you can only
accept ONE offer.

Once you accept the offer, you
are NOT allowed to switch to
another placement offer that
comes later, unless exceptional
cases.

Not recommended, but possible

Can be due to unforeseen case
e.g. department/company close
down.

write to Deputy Dean
(Undergraduate) (TDID) stating
reasons
(tdid_fsktm@um.edu.my)

cc to Principal Assistant
Registrar, Mrs. Rafiza
(rafiza_hashim@um.edu.my)

cc Dept. LI coordinator
cc head coordinator

cc support staff Mrs. Farah
(farahnadhirah@um.edu.my)

attach with termination letter,
and new offer letter.

Coordinator will support change Please write in email:
of company if all the information

is provided and the new offer is

suitable.

Office will do verification

If ok, will pass to TDID for
approval.

Then send to ClTra for approval
and to change company in
system.

Then change placement info in
career portal

Please inform your faculty
supervisor, cc department
coordinator and me.

Please inform department
coordinator and me immediately.
We will check the issues ASAP.

Delay in submission due to this
kind of technical issues will not
be penalized.

Can | apply multiple companies
for placement?

Can | change my placement?

If my company supervisor have
no time to sign the logbook for
submission?

Career portal is down when you
wish to submit you plan of task/
logbooks/final report.

UM Health scheme Insurance?

Assessments
(Fail if any of the
component is missing)

WIA3001/WIB3001/WIH3002

12 credit hours

O Full coursework =
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timeanddate.com

ome World Clock Time Zones Calendar WEEGET

Days Calculator: Days Between Two Dates

How many days, months, and years are there between two dates?

Count Days Add Days Workdays Add Workdays Weekday Week Ne

Start Date

Day: Month: Year: Date:
——

19 /7 ] 2021 =i

Today

Include end date in calculation (1 day is added)

Add time fields
Add time zone conversion

Calculate Duration

From and including: Monday, 19 July 2021
To and including: Friday, 31 December 2021

Result: 166 days

Itis 166 days from the start date to the end date, end date included.
Or 5 months, 13 days including the end date.

Earliest start date:
19 July 2021

https://www.timeanddate.com/

Physical location of the
company

Work from home

24-26 weeks (or 23 weeks 5 e
days)

date/duration.html
Sun & Moon Timers Calculators Apps & API Fri
End Date
Day: Month: Year: Date:
31 /12 / 2021 it
Today
Count only workdays
Alternative time units
166 days can be converted to one of these units:
« 14,342,400 seconds
« 239,040 minutes
« 3984 hours
. 166 days Example:
23 weeks and 5 days 19 July 2021 - 31 December 2021,
* 45.48% of 2021
23 weeks 5 days
SEMESTERIII
Kuliah 10minggu* 08.03.2021 16.05.2021
Cuti Pertengahan Semester I 1 minggu 17.05.2021 23.05.2021
Kuliah 4 minggu* 24.05.2021 20.06.2021
Minggu Ulangkaji 1 minggu* 21.06.2021 27.06.2021
Peperiksaan Akhir Semester Il 3 minggu* 28.06.2021 18.07.2021
19 minggu
CUTI TAHUNAN
Cuti 11minggu* 19.07.2021 03.10.2021
SEMESTER KHAS
Kuliah 7 minggu* 26.07.2021 12.09.2021
. L Rorsaaniny SIS {1 yminggy 13.09.2021 19.09.2021
"""""""" Cuti 2 minggu* 20.09.2021 03.10.2021
10 minggu

Latest end date: :

Latest start date: 28 January 2022
16 August 2021 (Friday)

ACADEMIC CALENDAR FOR 2021/2022 ACADEMIC SESSION
(BACHELOR DEGREE LEVEL)

SEMESTER |
Orientation Week 1 week 10.10.2021 17.10.2021
Lectures 7 weeks* 18.10.2021 05.12:2021
Mid-Semester | Break 1 week 06.12.2021 12122021
Lectures 7 weeks* 13.12:2021 30.01.2022
Revision Week 1 week* 31.01.2022 06.02.2022
Semester | Final Examination 3 weeks 07.02.2022 27.02.2022
? Semester Break 3 weeks 28.02.2022 20.03.2022
23 weeks

Frequently
asked question

Can | apply placement aboard?

Can | work from home for
internship?

| cannot find the company |
interned from the Maya portal

and career portal, what should |

do?

If my supervisor has changed
during the internship?

Local: one semester before

Usually:

abroard: two semester before

Due to Covid, local students can

only intern locally.

Overseas student can intern at
their home country with the
approval of department

coordinator

Yes, depends on company policy

If still cannot find placement,
you can apply for postponement

However, | personally not recommended, unless the “work from home”
concept is executed professionally

For Maya portal, add new

placement applicat

For career portal: .

ion/provider

wait for coordinator approval,
please alert them

(T

The end date must not be
later than week 14 of the
academic semester.

Industrial Training Coordinators

Dr Aznul, Al Dr Hoo, IS Dr Kasturi, DS Dr Ismail, CST Dr Nazean, SE Dr Nizam, MM
Coordinators
Students
Who/Whom? e 47 Faculty supervisor

Industrial Training -

overview

How? e

Company supervisor

MAYA

Career Portal

Important links

First time login

cai‘ogrportal.fsktm.um.edu.my/companymgistration [
POSTA JOB

Tl e UNWERSITY
S OF MALAYA ,Q\v_h 1M HOME ANNOUNCEMENTS DOCS JOB VACANCY COMPANY v

ANNOUNCEMENTS

Add nev&”"‘cgmpany if not found in list at
http://careerportal.fsktm.um.edu.my/

Placement info update companyregistration |

.............................................. Offe r Ietter

Logbook 2

R pea N\

Industrial visit date

Flnal report s T
https://.mefjoinchat/ N N T e
AAAAAFSth5g3Qnuqint7KA s T R
Telegram Medium to dissemate R T
information in a rapid manner, A R T
foremergencyuse 0\ NN TS
Accessible only after semester LS
Spectrum starts R e
I\?!edical re"é.§on Medical record needed ................................
If postponement needed, write ~_ Gap year Ty .
email to TDID, cc department ,
L : : : Academic reason Student exchange .
__Decide internship duration coordinator and me T
.......................................................................................................... ( \\ U
......................................................................... ST rreenE pleaé;‘g;elaborate

Before internship

Thinas to do

in detail

At least TWO

Attend preparatory workshop / Must be completed before your
/ \ internship starts

Resume writing

Optional: Referral letter

Email

MS teams
Potential placement

Career fair
Look for internship offer E Self initiati)fé

The job scop;e”frelated to your
field of study?

! A suitablﬁe”blace?

A safg.--j3lace?

cannot undergo trai'z"i:]_‘ing in family/relative companies, a
Potential conflict of intetest? company where you have worked/is currently working, etc.

Which company is suitable? /,

FCSIT students are not allowed to underg&{ndustrial Training in University of Malaya

In UI\/I’? including spin-off companies, except for certé__in cases which are approved.
‘‘‘‘‘ Placement at organizations such as Mé}!is Daerah, etc, are strongly not
“““““““““““““ Other issues? encouraged and most likely will not be approved.
Duration S v T
Department /7 T
vwimoterieter oy goserpior, e
_E‘I.G"“’t'f)freport to during the v
““““““““““ I n te rn S h I p ¢
Obtain approval from the VERY IMPORTANT' If you didn’t .................................................................................................................
respeCtive department get approval, your internShip .....................................................................................................
Coordinators might nOt Counted. .........................................................................................................
e e P
placement with the company ___..-@ptional:-Faciilty acceptance form
Update placement info in MAYA
and career portal
When is the last date to confirm internship placement? There is no last date, as long as you can make sure the internship ends before wéek 14.
Adhere to all the rules and regulations of company as long as not contradicting with the rules of the University.
Always be positive and give the best contribution in carrying out the tasks given.

Carry out Industrial Training in an ethical and professional manner and uphold the good name of the University at all tlme

\ Things to take note: Inform Dept. Industrial Training Coordinator/ Faculty Supervisor immediately if facing any problem.

The Coordinator’s email can be found on the Industrial Training website of FSKTM.

Adhere to the Industrial Training rules and regulations set by the Faculty, ClTra, and the University.

Always visit ClTra website and Career Portal (as well as telegram and email) of the Faculty to get the latest information.

Faculty supervisor will be assigned soon

If you have multiple supervisors during the internship, only
one can be assigned as company supervisor and key in
marks

If you need to change your company supervisor’s name,
please ask your NEW company supervisor to send an
/ ............................................................................................................. > email to the department coordinator and cc me to inform

Qouble check who will be the one that will evaluate your performance in
your company. Put that person as your company supervisor

about this change.

During internship

After internship

If faculty supervisor is still not assigned, please put department
Submijt confimation form within first two weeks of internship coordinator as your faculty supervisor first

Please remember to do course
registration in Maya portal as
you always do every semester

Please remember to do course

Course registration . . .
confirmation on time

RM600 (RM50 x 12 credit hours) may be fined if late registration is requested

Submit plan of tasks before week 6

Week 1-8: logbook 1 completion Submission by week9

Plan ahead for industrial visit

Week 9-16: logbook 2 completion Submission by week 17

\ for site visit (or virtual visit)

Industrial visit between week 21-24 / Must be completed before
\ \ internship ends

Week 17-24 (or 26): logbook 3, submit together with final report

Submit final report within one week after the internship complete

Remind company supervisor to evaluate your performance in career portal




