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INTERNSHIPPROCEDURE

The purpose of this policy is to determine the intent and procedure for engaging interns in the Company.
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i.	The  maximum  internship  tenure  is  6  weeks.  Depending  upon  the  department’s needs it can be extended. The extension of the internship needs to be approved by the concerned HOD and HR Department.
ii.     The internship carries a fixed monthly stipend of Rs. 8000/month for Masters and
Rs.5000/month for Bachelors and below candidates.
iii.    Unpaid/Voluntary internships will not be entertained. However, exceptions in such
cases only can be processed based on concerned HOD’s recommendation.
iv.    Interns will be provided rotation within and outside the concerned Department, if requested at the time of selection and agreed upon by all the concerned parties.
v.	An  intern  can  be  employed  permanently  as  Junior  Officer  by  the  approval  of concerned HOD, Head HR, COO and President and CEO.
vi.    An intern request form has to be completed and approved by the concerned SEVP
/Head  of  Department  (HOD)  and  sent  to  the  HR  department  for  approval  and processing.
vii. In case the department has already short-listed the candidates, the short listed profiles should be attached to the intern request form
viii.  An Internship letter will be issued on the first day of joining.
ix.    A Certificate of Completion will be given to the interns upon successful completion of their internship. For internship extension, the department needs to inform the HR Department at least one week before the internship end date.
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