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INTERNSHIP LOGBOOK

Student Name: 	
Student ID:	Cohort:………… 
Host Organization: 	
Internship Period: From ……. / …. /20….…  to …. / …. /20…..…
IMPORTANT NOTES
· Students must maintain the Internship Logbook throughout the eight-week internship period in chronological order. 
· The logbook should record the tasks and responsibilities undertaken, outcomes achieved, problems or challenges encountered, and relevant professional learning or lessons gained. 
· Where appropriate, students should relate their internship experience to the knowledge, skills, and professional competencies developed in the MAE program. 
· At the end of each week, students must submit the logbook to their Workplace Supervisor for review and confirmation. 
· The logbook serves as supporting evidence for the completion of the Internship Report. 
· Each student must maintain an individual logbook, even when several students undertake their internship at the same organization. 
· Students must comply with confidentiality requirements, professional ethics, and the regulations of the host organization when recording and using information in the logbook.




WEEKLY INTERNSHIP VERIFICATION FORM

Student Name:	
Student ID : 		 Cohort: 	
Semester: 		 Academic Year: 	
Host Organization: 	
Workplace Supervisor: 	
IMPORTANT NOTE
Students must present their Internship Logbook and this form each week for review and confirmation by the Workplace Supervisor.

	Week
	Dates
	Workplace Supervisor’s Signature

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	






ASSESSMENT FORMS
1. ACADEMIC SUPERVISOR’S ASSESSMENT
A. Comments
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
B. Evaluation
	No.
	Criteria
	Mark
	Notes

	1
	Layout and structure (10%)
	____ /1.0
	

	2
	Language and Style (20%)
	____ /2.0
	

	3
	Introduction (10%)
	____ /1.0
	

	4
	Host Organization (5%)
	____ /0.5
	

	5
	Working environment (5%)
	____ /0.5
	

	6
	Position, tasks and work experience (20%)
	____ /2.0
	

	7
	Self-evaluation (15%)
	____ /1.5
	

	8
	Conclusion (10%)
	____ /1.0
	

	9
	Recommendations (5%)
	____ /0.5
	

	Total:
	____/10.0
	

	
	Supervisor
(Full name and signature)





2. REVIEWER’S ASSESSMENT
A. Comments
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
B. Evaluation
	STT
	Criteria
	Mark
	Notes

	1 
	Layout and structure (10%)
	____ /1.0
	

	2 
	Language and Style (20%)
	____ /2.0
	

	3 
	Introduction (10%)
	____ /1.0
	

	4 
	Host Organization (5%)
	____ /0.5
	

	5 
	Working environment (5%)
	____ /0.5
	

	6 
	Position, tasks and work experience (20%)
	____ /2.0
	

	7 
	Self-evaluation (15%)
	____ /1.5
	

	8 
	Conclusion (10%)
	____ /1.0
	

	9 
	Recommendations (5%)
	____ /0.5
	

	Total:
	____/10.0
	


Reviewer
(Full name and signature)
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