I e JUBLI EMAS\ i

UNIVERSITI PUTRA MALAYSIA

AGIRIEC UL T URE © INNOVATION o LIFE

Latihan Industr{Industrial Trainingf & , 2 €
KOM4903BBI14903BBL4903BBC4903BD4903

G ¢ f Brivfing
Sem 1, 2023/2024

Peringkatakulti/ FacultyLevel

DR.THAMJENSERN

PenyelaragatihanindustriFakulti/ FacultyindustrialTrainingCoordinator

© J. S. THAM (2023)
ERILMU BERBAKT www.upm.edu.my

WITH KNOWLEDGE WE SERVE



Objectives

A Internship is a learning process that helps students build and strenathen intellectual
personal. and professional abilities by exposing them (you) to real-world working milieu
as part of an academic programme. Because of the variety of training environments and
backgrounds of organisation supervisors, a large portion of the internship programme is

focusedons t u d egelt-dirécted learning.
A Organisations participating in our internship programmes are required to provide a structured

Internship programme with an emphasis on applications, management and hands-on
experience for the students to:

V apply knowledge learned,;
V acquire practical skills;
V strengthen work values; and

V gain interpersonal skills.

\f’%} UNIVERSITI PUTRA MALAYSIA ' © J.S. THAM2023) 2
t‘ ‘) AGRICULTURE e INNOVATION e LIFE




Persondgnvolveac Familiarisgourselfwith thesepeople

De p ar t nmdusttiabTsaining Coordinator

Supporting Staff T Miss Nor Fatin Farhana Binti Mohamed Shukri
In-house supervisor=De p ar t neeturdr 0 s

On-site supervisor=C 0 mp a rsypénsgsor
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MissNor FatinFarhanainttMohamedShukri
Pegawakksekuti{Executivé®fficer)3

Internshipfomk@upm.edu.my
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Dr. ThamJenSern
PenyelarasatihanindustriFakulti/ C | O dzhdisdri@iBrainingCoordinator

DR. THAM JEN SERN

Ph.D (Health Communication) (UM)
B.A. (Hons) (Media Studies) (UM)
Life Member of Institute of Public Relations Malaysia (MIPR)

Bidang Penyelidikan: Health & Risk Communication;
Cybercoping in Health, & Health Information Seeking and
Management

No. Bilik: B113

Emel: jstham@upm.edu.my
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JabatarBahasaVielayu/ Dept.of Malay JabatarkKomunikasiDept.of
Language Communication

DR. DIYANA NAWAR KASIMON

PROF. MADYA DR. SALMAH JAN NOOR MUHAMMAD
Ph.D (Kesusasteraan Melayu) (UPM)

M.A. (Kesusasteraan Melayu) (UPM)

B.A. (Bahasa dan Linguistik Melayu) (UPM)

Bidang Penyelidikan: Kesusasteraan Melayu,

Sastera dan Budaya, Karya Agung Melayu,

Filologi dan Kajian Manuskrip Melayu

No. Bilik: AO17

Emel: salmahjan@upm.edu.my

Ph.D (Media and Communication) (University of Leicester)
M.A. Corporate Communication (UPM)
B.A. Mass Communication (Curtin University of Technology)

Bidang Penyelidikan: Strategic Communication; Government
Communication; Divided-Society; Nation-Building, & National
Development

No. Bilik: A156

Emel: diyana.nawar@upm.edu.my

DR. SHARON SHARMINI VICTOR DANARAJAN

Ph.D (Higher Education) (Otago University)

M.A. (English Language) (UPM)

B.A. (English Language) (UPM)

Bidang Penyelidikan: English Language Studies,
Sociolinguistics, Feedback and Doctoral Assessment
No. Bilik: A226

Emel: s_sharmani@upm.edu.my

DR. FLORENCE TOH HAW CHING

Ph.D (English Literature) (USM)

M.A. (English Literature) (UPM)

B.A. (English Language) (UPM)

Bidang Penyelidikan: Literature in English, Children's Literature,
Interdisciplinary Studies in Literature

No. Bilik: A206

Emel: florence@upm.edu.my
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JabatarBahasaAsing/ Dept.of ForeignLanguages

ArablLanguage

DR. SYED NURULAKLA SYED ABDULLAH

Ph.D (UM)

M.A. (Modern Languages) (UM)

B.H.Sc. (Arabic Language and Literature) (First Class Honours)
(HUM)

Bidang Penyelidikan: Translation; Modern and Classical Texts
(Arabic-English-Malay); Literary Translation

No. Bilik: B110

Emel: syedakla@upm.edu.my

GermanLanguage

ENCIK CHIN EE WEN

M.A. (Discourse Studies) (UPM)
B.A. (German Language Studies) (UPM)

Bidang Penyelidikan: Discourse Analysis; Intercultural
Representation

No. Bilik: A029

Emel: chin.ee@upm.edu.my

Chinesd_anguage
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DR. CHIN MOOI SAN

Ph.D (Peking University, China)
M.A. (Nanhua University, Taiwan)
B.A. (Hons) (UM)

Bidang Penyelidikan: Classical Chinese Literature; Pre-Modern
Chinese Literature; Mythology and Folklore

No. Bilik: B102

Emel: mooisan@upm.edu.my

FranceLanguage

DR. WAN IKHLAS WAN MOHTAR

Ph.D (Language Science) (Université de Nantes, France)
Master (Frangais langue étrangére) (Université de Nantes)
B.A. (Foreign Language - French) (UPM)

Bidang Penyelidikan: Semantics and Linguistics Analysis of
Discourse; Sociolinguistics and General Phonetics; Analysis and
Didactics of Communication

No. Bilik: C005

Emel: wanikhlas@upm.edu.my



Durationand Timetable

Date

To Do

Week 12717 Week 14

Register Latihan Industri / Industrial Training i YW on SMP

20 June 2023

Start filling in BROO-LI and sending it to your respective AA, LI Coordinator, and Miss Fatin

1 Aug. 2023

Last day securing Industrial Training Placement

1 Sept. 2023 15 Feb. 2024

Undergoing the Industrial Training (24 weeks)

17 10 Sept. 2023

Send the Report for Duty Form (PU/PS/BRO0O1/LI) to Miss Fatin on internship.fomk@upm.edu.my
and CC to your respective LI Coordinator

25 Sept. 1 1 Oct. 2023

Visitation Arrangement List will be sent out to in-house supervisors.

18 Dec. 202371 21 Jan. 2024

In-house supervisor visits you at the company or virtually.

15 Feb. 2024

End of industrial training

16 Feb. 202417 23 Feb. 2024

Last date to submit all the
reports and documents

Submit the following to your In-house supervisor:
1. Industrial Training Student Performance Report (Assessment by Employer) - FBMK3/Q/LI-B

2. Log Books and Final Report together with Industrial Training Report Submission Form - FBMKS3/
Q/LI-D
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Durationand Timetabled / 2 YV 1 QX 0

ARefer to your respectived e par t ment drainingndust r |
coordinator for more information.

AYou can begin the internship earlier. HOWEVER, you must inform
your respective department 0s 1 n
CANNOT begin the internship later than the start date stated.

AYou can continue to work with the organization after the duration
of your internship, buty ou have toé

I.  Inform (verbal or written) to your in-house supervisor and the
d epar t ooerdinatorsand

Il.  submit the logbook and final report within the stated deadline.
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Letters/Forms/Log book/Report

Surat Permohonan Menempatkan Pelajar /Application Letter for Industrial Training Placement

. Borang 1/Form 1: Borang Permohonan Tempat LI/Industrial Training Placement Application Form

(BROO-LI)
Borang 2/Form 2: Borang Jawapan Persetujuan Penempatan/Industrial Training Placement Reply Letter

Borang 3/Form 3: Borang Pengesahan Lapor Diri/Industrial Training Report Duty Confirmation Form
(PU/PS/BRO1/LI)

Borang 4/Form 4: Borang Laporan Prestasi LI oleh Majikan/Industrial Training Performance Report
(Assessment by Employer) (FBMK3/Q/LI-B)

Borang 5/Form 5: Borang Pemantauan Ll/Industrial Training Monitoring Form (FBMK3/Q/LI-C)
Borang 6/Form 6: Borang Akuan Penghantaran Laporan LI/Report Submission Form (FBMK3/Q/LI-D)
Borang 7/Form 7. Borang Pemarkahan Latihan Industri/Industrial Training Score Sheet (FBMK3/Q/LI)
Senarai Semak/Checklist i Dwibahasa/Bilingual

10.Buku Log/Log Book
11.Laporan akhir/Final report



PROCEDURES

Onlineregistrationg SMP
Dosomeresearchon the companiesg/ouwishto undergothe Training
Fillin BROGLI

Getofficial placementetters from the Faculty/Department

a M 0D e

Sendthe lettersto appliedcompanies
*If rejected find othercompaniesandrepeatsteps2 - 4
6. Onceacceptedemailoffer letter/ReplyForm(FBMK3/Q/L-A)to Ms Fatinandgetthe industrialtrainingKkit.

7. Firstweekof the internshipprogrammebegins submitBorangPengesahahaporDiri/Industrial TrainingReportDuty Confirmation
Form(PU/PS/BRO1/Ltp Ms Fatin.

Liaisewith the in-housesupervisorfor industrialtrainingvisit

Oncecompletedinternshiptrainingprogramme submitthe followingto yourin-housesupervisomwithin aweek:
(a) Logbook;

(b) Borang 4: FBMK3/QAB Laporan Prestasi Latihan Industri (Penilaian Majik&o)rh 4: FBMK3/Q/AB Industrial
TrainingPerformancedreport(Assessment bymployer);

(c)Borang6: FBMK3/Q/L-D BorangAkuanPenghantarar.aporan’ Form6: FBMK3/Q/L-D ReportSubmissiofrorm;and
(d) Finalreport.

10. Waitpatientlyfor the Universityto releasethe resultso 5 2 ghid@éafter industrialtrainingcoordinator)

Graduate(if accumulateccredit hoursare met)
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# IMPORTANNOTE!

ONLINREGISTERATION!
4 2NOTE 9 [ ¢

AYouMUSTollow your StudySchemdSkemaPengaijian, which
means you must have completed all required courses (Core +
Elective + LPE .+ CEL + LAX + SkEo} laafore registering the
coursell 29 S@OSNE X

AStudentwho failsto registerfor_ the courseonline by the deadline,
you mustwrite to the Academidepartmentfor justification.
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Seltsourcedinternship

1. Choose a desired company (high profile, lst@nding brand and strong reputation) based on your
major+electivesDONOTLIMITYOURSEOPOCERTAIRORPORATIONBasedn your capability(CGPA
& other soft skills)

2. Do some research on the compangthrough the corporate website. Study the organizational
structure,the departments/unitsetc.,beforeapplying.Donot listentoo muchto the rumoursabout

the companyfrom your seniors.a a geniora | & ff’?@

3. Youcanchoosefrom a MasterListprovidedby yourrespectiveDepartment.

4. Prepare:
I, BROGLIform ¢ BorangPermohonanrempatLatihanindustri/ InternshipPlacemen®pplicationForm;
. CV(not resume);
iii.  asimplecoverletter or a professionallywritten emailrequestingfor internshipto the respectivecompany;and

Iv.  requiredforms.

@{%‘%} UNIVERSITI PUTRA MALAYSIA L © J.S. THAM2023) 13
\‘ ‘) AGRICULTURE e INNOVATION e LIFE .




UNIVERSITI PUTRA MALAYSIA

AGRICULTURE e INNOVATION e LIFE

© J.S. THAM2023)

14



