Industrial Training Placement Programme Flow Chart
For Industrial Training Coordinator

v

PRE- INDUSTRIAL TRAINING
(One Semester Before Industrial Training Commences)

y

Contact ClTra at the start of the semester for Pre-Industrial Training workshop dates.
(Week 1)

A 4

Organize Industrial Training (IT) Briefing for students
* Disseminate info fo students on the Pre- Industrial Training Workshop organized by ClTra
(Week 1-2)

v

Verify and approve organizations details submitted by students
(Week 1-3)

Create the “Industrial Training Application” letter/form on behalf of the students, and
inform the students to collect the letter/form (students will post to the organisation)
(Week 3-10)

v

e Follow-up with students regarding the Industrial placement application status
e Approve students' industrial placement at UMPORTAL (e-Industrial Training)
(Week 8- 14)

DURING INDUSTRIAL TRAINING

|

Follow-up with students on submitting the *Confirmation Form (UM-PTO1-PKO1-BR074-S00)
(Week 1-2)

'

Communicate with students from fime to time during Industrial Training Programme
(recommended three (3) fimes during the programme)

Assign Visiting Lecturer for Industrial Training visit
e week 10-18 (Industrial Training for Semester 1or 2)

e week 5-8 (Industrial Training for Semester 3)
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POST INDUSTRIAL TRAINING

\ 4

To remind students to complete and submit Log Book and Industrial Training Report
(Week 1-3)

\ 4

To remind appointed Visiting Lecturers to complete and sulbmit Industrial Training Evaluation form
(Week 1-3)

l

To prepare Industrial Training program summary report and submit to ClTra
(Week 3-7)

A 4

Enter/key-in marks at Exam Section
(Week 8)

END

Note:
CITra - Centre for the Initiation of Talent & Industrial Training
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