Mandatory Course 7: On the Job training (OJT)

Course Type: | VO: Vocational & Skill Course Credits: | 4
Enhancement Course
Course Code:| C2V0420 Course Duration: | 60 Hours

Course Objective:

To provide students with practical exposure through On-the-Job Training (OJT)
and Field Projects that bridge classroom learning with real-world professional
applications.

To develop essential employability skills such as communication, teamwork,
adaptability, and problem-solving through hands-on experience in professional
settings.

To enable students to gain first-hand industry exposure, helping them
understand organizational structures, workplace responsibilities, and
professional conduct.

To foster independence, confidence, and self-awareness through experiential
learning and real-time decision-making in authentic work environments.

To help students explore various industries and career paths, understand
industry trends, and identify their areas of professional interest.

To provide opportunities for students to apply academic knowledge and practical
skills under realistic job conditions, enhancing their overall career readiness.

Course Outcomes:

CO1: Apply concepts learned in classrooms to real-world work environments,
enhancing their understanding and skills.

CO2: show insights into the challenges, opportunities, and culture of different
workplaces, preparing them for future employment.

CO3: Use and appreciate the use of emerging technologies and their
applications, enhancing their technological literacy and adaptability.

CO4: Display problem-solving abilities in making informed decisions in complex
scenarios through practical situations.

CO5: Build ability to work in teams and collaborate to achieve common goals in
diverse work environments through collaborative projects.

Introduction:

On-the-job training course / Field Projects offer students the chance to develop

essential skills that employers highly value. These include communication skills,

problem- solving abilities, teamwork, and adaptability. By working in a professional

environment, students gain valuable experience that enhances their employability.
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They also learn to navigate professional environments, manage responsibilities,
and overcome challenges. This experiential learning fosters independence,
confidence, and self- awareness, which are essential for success in both career and
life. Furthermore, students get a first-hand look at various industries and career
paths. This exposure allows them to explore different fields, understand industry
trends, and identify areas of interest. OJT / Field Projects provide the students
opportunities to practice skills and apply their knowledge under the most realistic
conditions possible, which are the actual job conditions. The OJT work conducted
in direct connect with industry should be minimum of 60 hours spread over 15

days allotted during the Semester.

OJT Conduction:

Sr. No. Task / Activity Details / Instructions for Students
Attend OJT All students must attend the OJT orientation
1 Orientation session organized by the institute before beginning
(Mandatory) their internship.
Share Organization Students must send the official Organization
2 Outreach Letter Outreach Letter (provided by the college) to
companies/organizations where they wish to apply
for OJT.
Submit Joining Letter | After receiving confirmation from the organization,
3 submit a copy of the Joining Letter to the OJT
Coordinator.
Maintain Daily Fill in the OJT Attendance Sheet daily, get it signed
4 Attendance Sheet by the company supervisor, and submit it to the
OJT Coordinator at the end of the training.
Obtain OJT Evaluation | Collect the Evaluation Report from your company
5 Report supervisor upon completion of training and submit
it to the OJT Coordinator.
Collect OJT Obtain the official Completion Certificate from the
6 Completion Certificate | organization (on company letterhead) after
finishing your internship.
Prepare & Get OJT Prepare your OJT Report, get it reviewed and
7 Report Approved approved by your assigned faculty mentor, and
submit the final report to the college.
8 Appear for Viva-Voce | Attend the Viva-Voce evaluation conducted by the
institute as part of your final OJT assessment.
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Submit OJT Feedback | Fill and submit the OJT Feedback Form issued by
Form the college after completing all OJT requirements.

Mode of Evaluation of OJT:

If the performance of a student is to be evaluated through an On-the-Job
training, then End Term Examination (written) may not be suitable method of
evaluation. The project evaluation to be done as per the following guidelines
keeping the ratio of Internal and External Viva Examination and presentation in
ratio of 50:50

The learner will work on on-the-job project which will be supervised or guided
through regular interaction (at least once a week) with the mentor/guide.
Learner will submit a OJT project report and defend it in front of a panel of
examiners. Panel of examiners for Project evaluation will be appointed by Head
of Department/Institute.

The project report will not be accepted if learner does not complete the project
successfully and submit report on or before the deadline given for the project
submission.

The grade for Project can be awarded only after successful completion of Term
Work and Oral Presentation / viva-voce as per the schedule.

Evaluation rubric/ grid for the assessment:

External (OJT Supervisor/ |Completion Quality/ Punctuality/ Total
Industry Mentor) of Hours Performance [Regularity
20 20 10 50
Internal (Department - Weekly Written Viva-Voce/
Faculty Mentor) Reporting Report Presentation
15 20 15 50
Total 100
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APPENDIX 1: OJT Formats

Appendix 1. i. OJT Undertaking

Appendix 1. ii. Resume Template

Appendix 1. iii. Organization Outreach Letter
Appendix 1. iv. Joining Letter of student

Appendix 1. v. Student Diary (Log) Recording
Appendix 1. vi. Attendance Sheet

Appendix 1. vii. Supervisor Evaluation of OJT Student
Appendix 1. viii. Evaluation of OJT by Institute
Appendix 1. ix. OJT Completion Certificate

Appendix 1. x. Guidelines for OJT Report & Front pages
Appendix 1. xi. Student Feedback of OJT
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Ghansoli, Navi Mumbai

% Rajeev Gandhi College of Management Studies
\Sﬁ
1 Office of: APRC

1.i. OJT UNDERTAKING

1. Student Name:

2. Current Address:

3. Residence Address:

4. Email ID:

5. Mobile No.

6. Aadhar:

7. PAN:

8. CGPA (Graduation):

9. Mode of Internship: Hybrid/Online/Offline

| hereby confirm my agreement to the terms, conditions, and requirements outlined in the OJT
Policy. (Copy Attached)

Student
Signature: Date:

| confirm that the student has attended the OJT orientation, and he/she has met all paperwork
and process requirements to participate in the OJT programme and has received approval from
his/her mentor.

Name & Sign of

Mentor: Date:
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1.ii. RESUME Format

Student Name:
Contact Number:
Email ID:

QUALIFICATION:

HEI Name (Post Graduation): Rajeev Gandhi College of Management Studies, Ghansoli

Batch: Degree/ Specialization: M.M.S./ Semester:

HEI Name (Graduation):

Year of Passing: Degree/ Specialization: CGPA:

WORK EXPERIENCE:

Organization:

Duration: Designation:

Roles:

INDUSTRY BASED PROJECTS:

Project Title:

Internship Duration: Designation:

Organization:

Graduation: Year of Internship:
Languages Level of Proficiency (Basic/ Intermediate/ Advanced)
English
Hindi
Marathi
LANGUAGES KNOWN:
Computer Proficiency Additional Skills/Certifications:
e MS-Suite ® Leadership Program
e G-Suite e PowerBI
e Others: e Advanced Excel
e Other:

Student Signature & Date
135




Ghansoli, Navi Mumbai

JNT . . .
Rajeev Gandhi College of Management Studies
( \J
LN
LI, Office of: APRC

1.iii. ORGANIZATION OUTREACH LETTER

Subject: Request for 60 hours OJT of Students pursuing MMS Program.
Dear Sir/Madam,

Rajeev Gandhi College of Management Studies (RGCMS), Ghansoli, Navi Mumbai,
established in 2009, is a rapidly growing institution that embodies the vision of prominent
industrialists and educationists. The college is well-regarded for its academic excellence and
state-of-the-art infrastructure.

In view of the above, | request your good self to allow our following (no. of students) students
for practical training in your esteemed organization. Kindly accord your permission and give
at least one week for students to join training after confirmation.

Sr. No. | Name of Students Roll No. Batch | Specialization

The resumes of the above list of students are attached with this letter. If vacancies exist, kindly
plan for interviews for the students in the above specialization.
A line of confirmation will be highly appreciated. Yours sincerely,

OJT Coordinator

College Seal
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R, . . '
v Rajeev Gandhi College of Management Studies
N W

Office of: APRC

2= =
1.iv. JOINING LETTER OF STUDENT
To
Subject: Joining letter of student
Dear Sir,
Kindly refer to your letter/e-mail dated on the above-cited subject. As permitted

by your good self the following students will undergo OJT in your esteemed organization
under your sole guidance and direction

Sr No. Name of Students Roll No. Batch Specialization

This training is an essential part of the curriculum, and the following guidelines have been
prescribed in the curriculum for the training. You are, therefore, requested to please issue the
following guidelines to the concerned OJT supervisor.

e Eachstudent is required to prepare an OJT diary and report.
e Kindlycheck the OJT diary of the student in a timely manner.
e Issue instructions regarding working hours during training and maintenance of the
attendance record
You are requested to evaluate the student’s performance based on the below-mentioned
parameters (we will provide you with the evaluation sheet):

Completion of Hours Quality/Performance Punctuality/Regularity

The performance report may please be forwarded to the undersigned on completion of training
in a sealed envelope or in an email. Your efforts in this regard will positively enhance the
knowledge and practical skills of the students, your cooperation will be highly appreciated, and
we shall feel obliged. The students will abide by the rules and regulations of the organization
and will maintain proper discipline with keen interest during their OJT. The students
will report to you on___ (date) along with a copy of this letter. Yours sincerely,

Internship Coordinator
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1.v. OJT ATTENDANCE SHEET

Name & Address of Organization:

Name of the Student:

Roll Number:

Name of Program:

Date of Commencement of Training:

Date of Completion of Training:

Month and Year:

Week | Monday | Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
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10

11

12

e The attendance sheet should remain affixed to the Daily Training Diary. Do not remove or
tear it off.

e Holidays should be marked in Red Ink in the attendance column. Absent should be marked
as ‘A’ in Red Ink.

Name and Signature of OJT Supervisor (with date)

Note- (Even in the case of hybrid mode, a certificate of attendance duly signed by the OJT
Supervisor needs to be submitted.)
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Name of Student:

Batch & Specialization:

1.vi. STUDENT OJT RECORD

Roll no:

Week

Task Assigned

Activities
Performed

Key Learnings

Additional
Remarks

Signature of Industry/Organization Supervisor
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< Organization Letterhead>

Date:_

1.vii. SUPERVISOR EVALUATION OF OJT STUDENT

Student Name:

OJT Supervisor:

Title:

Organization:

OJT Address:

Dates of OJT: From

To

Sr. No.

Particular

Marks

1

Completing of Hours (out of 20)

Quality/Performance (out of 20)

Punctuality/Regularity (out of 10)

Total (out of 50)

Overall performance of student intern (circle one): (Needs improvement / Satisfactory / Good /

Excellent)

Additional comments, if any:

Signature of Industry/organization supervisor & Stamp
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gi’; Rajeev Gandhi College of Management Studies
NS Office of: APRC
o

1.viii. OJT EVALUATION SHEET BY INSTITUTE

Name of Student:

Mob. No.:

Roll No.:

Branch/Semester:

Period of Training:

Address of Training Site/organization::

N o o ~ w Dd P

Type of Work:

Date of Evaluation:

Please rate the following:

Sr No. Particular

Marks

1 Weekly Reporting (out of 15)

2 Written Report (out of 20)

3 Viva-Voce /Presentation (out of 15)

Total (out of 50)

Additional Remarks (if any):

Signature of Faculty Mentor
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< Organization Letterhead>

1.ix. CERTIFICATE

This is to certify that Ms./Mr. , has

successfully completed the On-Job training in the

from to & completed hours

under the supervision of

Authorized Signature & Stamp
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1.x. Guidelines for OJT Report & Front pages

CHAPTER SCHEMES:
INTRODUCTION:

e Introduction of the project work: Name of the company, department, branch, Job
description, role

COMPANY OVERVIEW:

e Describe the organization in brief.

e Mention content like vision, mission, objectives, organisation
structure, future plan, turnover, milestones, products and
services offered etc.

e Do aSWOT analysis of the organization should be covered.

TRAINING OBJECTIVES:

e Teamwork and Collaboration, Problem Solving,
understanding work environment [Students can
add/modify]

TRAINING EXPERIENCE:

e Write your experience in 150 words

SKILLS DEVELOPED:

e Technical Skills
e Soft/communication skills

e Analytical skills
e People Skills
e Time management

ACHIEVEMENTS & CONTRIBUTION:

e Task completed

CHALLENGES FACED:

o Till the time students understand the work culture the OJT is over.
e Articulation of thoughts
® Understanding of people

LESSONS LEARNED:

e Patience, regularity, punctuality, communication
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RECOMMENDATIONS:

e Lack of unity of command
e Expected availability beyond office hours

e Ambiguous job role
e Inadequate guidance

CONCLUSION:
e Repeat the skills learnt

e A window to work life

APPENDICES (IF ANY):

e For the OJT component, students must include relevant documents such as daily
reports, logs, photographs, feedback forms, or any other materials that were part of the
practical training.

e Each item should be clearly labeled (e.g., Appendix A: OJT Dairy, Appendix B:
Attendance Sheet) and referenced in the main report where applicable.

REFERENCES:

e Source (publisher, journal name, website, etc.
e Ensure each reference is listed alphabetically at the end of the report, including full
details author(s), publication year, title, and source (publisher, journal name, website)

DOCUMENTATION DETAILS:

1. Save front entries of the project until index save it in a word doc & the main
content has to be saved in another doc with page numbering.

2. Pagination details

Pages required — Min.12 pages; Max. - 20 pages (excluding front page & index)
Font - Times New Roman

All content text - Font size 12 pt

Titles & Chapter Heading — Bold & Font size 14 pt.

The typed text should be in black color and Graphs and Charts can be colored
Page Margins - 1.5” left & 1”remaining sides; Line spacing - 1.5”

Page numbering - Starting as page no. 1 after the index

3. Printing

e Total No. of Copies need to be submitted - 1 (SPIRAL BINDING)
e The report shall be prepared on A-4 white bond paper.

e The report shall be printed on one side of the paper only.
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RAJEEV GANDHI COLLEGE OF MANAGEMENT STUDIES
Plot No. 01, Sector-08, Ghansoli, Navi Mumbai - 400701.
(An Autonomous Institute; Degree affiliated to University Of Mumbai)

Vision:
To be an institute that nurtures business professionals to deliver social and economic impact.
Mission:
M1: To provide a platform for academic delivery in coherence with defined teaching process.
M2: To encourage our faculty and students for Industry Academia Interaction.
M3: To expose and inculcate social ethical values in students.

ON-THE-JOB TRAINING REPORT

Name of the organization:
Department/Division:
Duration of Training: 60 hours

Name of the Industry Supervisor:

Name of the Student: Roll No.:
Program: M.M.S. Semester: 11
AY.: Batch:

Name of the Faculty Mentor:

Faculty Mentor Sign & Date of Submission:
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