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Industrial Training

• a 6-credit course, requirements for graduation

• Pre-requisites:

➢ Earned at least 44 credit hours,

➢ CGPA of 2.00 or above, and

➢ GPA of 2.00 or above  

The above pre-requisites shall apply to the 

students upon the pre-registration of internship 

(one trimester before internship trimester).

Pre-registration: May Trimester
Eligibility: based on April Examination results
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Period of Training (12 weeks)
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Industrial Training (12 weeks)

Action Plan
No. Action Required Deadline/Date/Duration

1. 1st IT briefings Online (Microsoft Teams)

2.
Online submission of personal 

particulars for verification letter
4 May 2020 (deadline)

3. Sending out of verification letter by FGO 18 May 2020 onwards

4.

Final briefing on IT

• Pre-registration using ITMP

• Indemnity letters

• Assessments

• Company appraisal form

• IT visitation

Week 7/8 (May 2020 

trimester)

5.

Confirmation of IT placement

• Submission of indemnity letters and 

company offer/acceptance letter 

(Google Form)

3 October 2020
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No. Action Required Deadline/Date/Duration

6.
Release of IT university supervisor 

list

9 October 2020 

(tentative) 

7. IT period
12 October 2020 – 2 

January 2021

8. Release of IT visitation list
Week 3/4 (October 2020 

trimester)

9.
IT visitation by visiting academic 

staff

20 November – 19 

December 2020

10. Oral presentation 12, 13 & 14 January 2021

11.

Submission of final report, company 

appraisal form & survey on student 

interns form to university supervisor

14 January 2021

Industrial Training (12 weeks)

Action Plan
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Safety Precaution

➢ Students are extremely required to observe “SAFETY 

FIRST” in all compliance of the assignments at the 

company. 

➢ Female students are highly encouraged to take extra 

precaution and extra reasonable care for themselves to 

make sure for safer environment.

➢ Seek assistance if you encounter any problem relating 

to your training (e.g. conduct of staff in the company, 

sickness or accident occurs during the industrial 

training period that requires intensive medical care) & 

communicate directly as soon as possible with 

company supervisor and university supervisor.
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UTAR Industrial Training 

Management Portal 
 pre-registration – COMPULSORY for every student 

going for IT

 at http://indtrng.utar.edu.my

 login using:

username: 0912345 (student’s ID without alphabets) 

password: 880324-14-3668 / Passport number                                          

(IC number with dashes for Malaysian students; 

Passport number with capital letters for international 

students)

 for FSc students, open for pre-registration from              

8 August 2020 and close on 3 October 2020

http://indtrng.utar.edu.my/
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http://indtrng.utar.edu.my

http://indtrng.utar.edu.my/
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Look for 

October

2020

3 sections 

for 

browsing
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at Main 

section
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Tick

Click
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Next, go to 

Edit Account

Use appropriate 

email address
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Fill in 

the first 

four 

pages, 

others 

are 

optional.
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Q: If I got an offer from a company for 

industrial training, what should I do?

✓ inform the company if you accept the 

offer

✓ submit a copy of the offer letter to the 

faculty (online)  

IT Placement



Faculty of Science, UTAR

18

Q: If I got more than one offer for 

industrial training, what should I do?

✓ decide & inform the company that you 

accept the offer

✓ reject the other offers in a proper manner

✓ submit a copy of the offer letter to the 

faculty (online) 

IT Placement
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Q: I have sent my application for industrial 

training to a company few weeks ago. 

Until now, I have not received any reply 

from the company. What should I do?

✓ Follow up with the company

✓ Call or email the company to check 

for the status of your application

IT Placement
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Indemnity Letters

Appendix 1 Downloadable from              

faculty IT webpage

 fill in after confirmation of placement

 one set (two copies: one for student & one for 

parents/guardian)

 sign in two sets:

⚫ one set → submit to the faculty (online) latest 

by 3 Oct 2020

⚫ another set → pass to the company on the 

first day of IT

Appendix 2

IT_Group Personal Accident_2011.pdf
FSc IT 2011 Indemnity Letter (student).doc
IT_Group Personal Accident_2011.pdf
FSc IT 2011 Indemnity Letter (parents  guardian).doc
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http://fsc.utar.edu.my/
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https://fsc.utar.edu.my/Industrial-Training.php

https://fsc.utar.edu.my/Industrial-Training.php
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https://fsc.utar.edu.my/Industrial-Training.php

https://fsc.utar.edu.my/Industrial-Training.php
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Indemnity Letter 

(1) Sample Letter of Indemnity & Undertaking for the Company Given By Student 

 
Date 
 
Name & Designation 
Name of the Company 
Address 
 
Attention: (to state name and designation of Contact Person of the Company) 
 
Dear Sir 
 
LETTER OF INDEMNITY FOR INDUSTRIAL TRAINING 
 
I,  ......................................  NRIC No. ................................ Student ID No. ...................................... 
  (to state student’s name)   
Course of Study: ......................................Year & Semester: ...................................... 
Period of Industrial Training: From <date> to<date> 
 <hereinafter referred to as “I”> refer to the above industrial training given to me by your 
Company.  
 
In consideration of your Company affording the above industrial training, I shall be liable for 
and indemnify your Company against any liability, demand, claim, loss or lawsuit in respect of 
personal injuries to me and/or to anybody and/or property damage arising out of or caused by 
my negligent act or omission during the course of industrial training. 
 
I shall undertake full responsibility of my action and behaviour at all times during the course of 
industrial training. The University shall not be liable for my misconduct or wrong doing. 
 

I confirm that I am currently a UTAR registered student, who is covered by Group Personal 

Accident (for students) Insurance, as stipulated in the insurance policy.  

 

Upon notification by the Company, I shall obtain and keep valid the necessary additional 

insurance policies (please specify insurance policies and limits of coverage) as stipulated by 

the Company throughout the period of industrial training. (optional paragraph) 

 

I further undertake not to breach the terms and conditions of the Company’s contract for 

industrial training. 

 

Yours sincerely 

 

Student’s Signature 

Name: 

Contact Address: 

Contact Phone Nos: 

 

Enclosure: (    ) 

                    
cc:   Deputy Dean, Student Development and Industrial Training 
        Faculty of Science, 
        Universiti Tunku Abdul Rahman, 
        Jalan Universiti, Bandar Barat, 31900 Kampar, Perak. 
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Appendix 1

IT_Group Personal Accident_2011.pdf
FSc IT 2011 Indemnity Letter (student).doc
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Indemnity Letter 

(2) Sample Letter of Indemnity & Undertaking for the Company Given By Parents/Guardian 

 
Date 
 
Name & Designation 
Name of the Company 
Address 
 
Attention: (to state name and designation of Contact Person of the Company) 
 
Dear Sir 
 
LETTER OF INDEMNITY FOR INDUSTRIAL TRAINING 
 
We, 
………………………………………….………………………………………………………………… 

(to state parents/guardian names and NRIC Nos.) 
the parents/guardian of (to state student’s name, NRIC No, Student ID No. Course of Study, 
Year & Semester) 
<hereinafter referred to as “the undersigned parents/guardian”> refer to the industrial training 
from <date> to <date> given to our son/daughter by the Company (to state the company 
name, company number and address) <hereinafter referred to as “the Company”> 
 
In consideration of your Company affording the above industrial training, we, the undersigned 
parents/guardian shall be liable for and indemnify your Company against any liability, 
demand, claim, loss or lawsuit in respect of personal injuries to our son/daughter and/or to 
anybody and/or property damage arising out of or caused by our son/daughter’s negligent act 
or omission during the course of industrial training. 
 
We shall undertake full responsibility of our son/daughter’s action and behaviour at all times 
during the course of industrial training. The University shall not be liable for our 
son/daughter’s misconduct or wrong doing. 
 
We confirm that our son/daughter, being a registered student, is currently covered by Group 
Personal Accident (for students) Insurance, as stipulated in the insurance policy.  

 

Upon notification by the Company, we, the undersigned parents/guardian shall obtain and 

keep valid the necessary additional insurance policies (please specify insurance policies and 

limits of coverage) as stipulated by the Company throughout the period of industrial training. 

(optional paragraph) 

 

Yours sincerely 

Parents’/Guardian’s Signatures 

Name of Father: 

Name of Mother:      

Name of Guardian:     

Contact/House Address:   

Contact Phone Nos: 

Enclosure: (        ) 

 
cc:   Deputy Dean, Student Development and Industrial Training 
        Faculty of Science, 
        Universiti Tunku Abdul Rahman, 
        Jalan Universiti, Bandar Barat, 31900 Kampar, Perak. 
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Appendix 2

IT_Group Personal Accident_2011.pdf
FSc IT 2011 Indemnity Letter (parents  guardian).doc
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Submission of Company 

Letter and Indemnity Letters

 Google Form (https://forms.gle/DdCUa2qsfvz9XFin8) 

for industrial training placement info and company 

offer/acceptance letter 

 Google Form (https://forms.gle/YApXbcBDhRiq68si9) 

for indemnity letters 

 Name your file according to the following format:

letter type(CL for company letter; IL for indemnity 

letter)_Programme code_Student’s name (e.g. 

CL_AG_XXXXXX; IL_BT_XXXXXX01; IL_LI_XXXXXX)

 Upload the files latest by 3 Oct 2020

https://forms.gle/DdCUa2qsfvz9XFin8
https://forms.gle/YApXbcBDhRiq68si9
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Insurance Coverage

Downloadable from              

faculty IT webpage
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WEEK STUDENT’S DUTY (SHORT TRIMESTER)

1 Add / drop week

Request to repeat / offer a course
2

3 Student bill week

4 Meeting with 

Academic 

Advisor5 Late payment 

week

Course verification 

(UTAR Portal)

6 Reinstatement

week

Bar list out Student’s online 

survey

7 Examination 

authorisation slip

Course 

registration period

October TrimesterCourse Fee
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Important Contact Particulars Form

 Fill in the form (softcopy) when IT starts

 Email to your university supervisor within first 

week of IT (latest by 19 October 2020)

 Submit a copy to your company supervisor 

 Students must update the Faculty and the 

company upon any changes of the contact 

particulars as soon as possible.

Appendix 3 Also downloadable from 

faculty IT webpage

IT_Group Personal Accident_2011.pdf
Important Contact Particulars Form.doc
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B1.  : Important contact particulars 

 
Universiti Tunku Abdul Rahman (Perak campus) 
Faculty of Science 
Industrial Training:   Important Contact Particulars 

 
 

Name of Trainee: _________________________________________ Gender:_____________ 

Student ID:________________ 

Course:__________________ 

Year of Study:__________Trimester:___________        
 
Period of Industrial Training: from ______________ to ______________ 
 

Correspondence Address (during industrial training): 

__________________________________________________________________________ 

__________________________________________________________________________ 

Telephone/Hand phone no. : _______________________Email Address: _________________ 

 

Name of emergency contact person: 

___________________________________________________________ 

Hand phone No. : ________________________  Relationship : _______________________  

 

Name of UTAR supervisor: ____________________________________________________________ 

Hand phone No. : _______________ Fax No. : _05-4661676___ Email Address: ___________________ 

 

Name of Company assigned: _______________________________________________________ 

Address (where the training is carried out): 

_______________________________________________________________________ 

Name of Company Supervisor: 

________________________________________________________________  

Telephone No. : _____________ Fax No. :______________ Email Address: __________________ 

 

Name of Company Manager (or contact person): 

___________________________________________________________ 

Telephone No. : _____________ Fax No. :______________ Email Address:___________________ 

 

Student must update the Faculty and the company upon any changes of the contact particulars above as soon 

as possible. 
 

 

Appendix 3

IT_Group Personal Accident_2011.pdf
Important Contact Particulars Form.doc
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Industrial Training Visit

❖An academic staff will be assigned by the 

faculty to perform a visit (site visit or video-

conference/ phone call) to your company and 

to get feedback from the company supervisor 

on your performance.

❖For government hospitals under the 

memorandum of agreement (MoA) between 

UTAR and Ministry of Health Malaysia, the visit 

will be carried out 3 times.
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Industrial Training Visit

❖The visiting academic staff will make 

neccessary arrangements (date & time) with 

you and your company supervisor, and fill in 

the visitation reports during the visit.

❖Please feedback to your respective industrial 

training coordinators if there are any problems 

or issues with the IT visit.
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Assessment

Work Performance Appraisal (Graded by 

placement site supervisor)
30%

Presentation and Attachment Report (Graded 

by the university course supervisor)
50%

Oral Presentation (Graded by the university 

course supervisor and a moderator) 
20%

Total 100%

Final grading → pass or fail
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Biweekly Report

❖Submit a biweekly report (every two weeks) to 

your university supervisor and company 

supervisor via email.

❖Describe the tasks assigned/works that have 

been done for the past two weeks – – free 

format

❖Compile all the six biweekly reports and put 

into your final report.
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Final Report

❖Constitutes 50% of the overall assessment

❖Contains the following sections:

1. Introduction 

• introduction to industrial training experience 

and company background

2. Work-based Learning Experience 

• overall description of tasks completed & 

experience gained during industrial training
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Final Report

3. Knowledge & Skills Applied & Gained 

• biweekly reports 1, 2, 3, 4, 5 & 6

4. Conclusion 

• description of how learning experience at 

work relates to personal interest/ambition 

and preparation for career

• personal shortcomings and mitigation, i.e. 

personal development
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Final Report

❖ Assessment on the final report also includes:

• Correct use of English language 

• References are cited in content or body of 

report using Harvard Referencing System

• Report is clearly structured with sections 

and headings.

• Report is submitted on time.
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Final Report

❖ Must submit to your university supervisor in 

CD form.

❖ Prepare your report in Words or pdf document.

❖ Put into a single file or multiple files with clear 

labeling.

❖ Label clearly on the CD with your name, 

student’s ID, programme of study & a heading 

“Industrial Training October 2020 Trimester”.

Submit the final report to your university supervisor 

for examination latest by 14 January 2021.
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Company Appraisal Form

▪ To be assessed by your company supervisor

▪ Four components of assessment: 

(i)   Interpersonal & soft skills       

(ii)  Attitude

(iii) General knowledge

(iv) Contribution to the company

▪ Constitutes 30% of the overall assessment, 

students without company appraisal form →

0%
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Company Appraisal Form

▪ Print out from the faculty IT webpage 

(Appendix 4) and pass the form to your 

company supervisor for evaluation.

▪ Bring it back in a sealed envelope and pass to 

your university supervisor latest by 14 January 

2021.

http://www.utar.edu.my/fs/file/Appendix%204%20Company%20Appraisal%20Form%20(UTAR-FSc)%20Rev.pdf
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INDUSTRIAL TRAINING STUDENT APPRAISAL BY COMPANY 

 
Name of Student:     Programme:   
 

Company: 
 
 

Please assess the performance of our student trainee with your company. 

 
 Very 

Poor 

Poor Fair Good Very 

Good 

 

A.  Interpersonal & Soft skill 

Communicates with others at all levels      

Written communication skills      

Teamwork/Collaboration skills      

Interpersonal relations      

General appearance      

 

B.  Attitude 

Timeliness/ Punctuality      

Initiative/ Self-motivation      

Work ethic/ Independence      

Resourcefulness      

Interest in work      

 

C.  General knowledge 

Organizational/Business understanding      

Use of technology      

Problem-solving skill      

Learning and discovery      

 

D.  Contribution to the company 

Completion of assigned tasks      

Quality of work      

Contribution/Work performed      

      

  
       E. General comments 

  

 

 

 
 

Please return this appraisal form in a sealed envelope and thank you for your kind cooperation. 

 

 

Company’s Supervisor Name and Signature: 

 

Company Stamp: 

 

Date: 

 

Universiti Tunku Abdul Rahman 

Form Title: Company Appraisal on Student – Faculty of Science 

Form Number: FM-FSc-009 Rev No:  3 Effective Date:  6/8/2019 Page No: 1 of 1 
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Appendix 4

http://www.utar.edu.my/fs/file/Appendix%204%20Company%20Appraisal%20Form%20(UTAR-FSc)%20Rev.pdf
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Survey on Student Interns

 A survey on programme learning outcomes

 Print out from the faculty IT webpage 

(Appendix 5) according to your programme.

 Pass the survey form to your company 

supervisor to fill in.

 Bring it back to your university supervisor 

latest by 14 January 2021.

http://www.utar.edu.my/fs/file/Appendix%204%20Company%20Appraisal%20Form%20(UTAR-FSc)%20Rev.pdf
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Oral Presentation

 Constitutes 20% of the overall assessment

 Scheduled on 12 – 14 January 2021 (Tue – Thu)

 10 minutes presentation + 5 minutes Q&A

 Assessment on:

(a) Power-point presentation

(b) Effectiveness in delivering presentation 

content

(c) Presentation question and answer session
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➢ Maximum: 6 days, including sick leave, 

hospitalisation leave, compassionate leave, 

emergency leave and etc. (Subject to the 

company policies)

➢ Annual leave is NOT an entitlement during 

industrial training.

➢ All students are required to obtain approval 

from company supervisor first before on leave. 

➢ Students must also inform their university 

supervisor via e-mail.

Leave Application
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Feedback from Industries

Essential characteristics of an intern:

✓ Good, positive attitude

✓ Punctual

✓ Hardworking

✓ Responsible

✓ Complete tasks given, meeting timeline

✓ Dedicated & committed

✓ Independent, minimal supervision

✓ Initiative & eager to learn new things

✓ Cooperative, good team player
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Improvements needed for interns:

➢ Communication skills, including expressing 

opinions

➢ Critical thinking skill

➢ Problem-solving skill

➢ English languange

➢ Self-confidence

Feedback from Industries



Faculty of Science, UTAR

47

Checklist – Before IT

 Submit company offer/acceptance letter & signed 

indemnity letters to the faculty (online)

 Bring the following documents on the 1st day of IT:

▪ offer/acceptance letter

▪ original verification letter

▪ signed indemnity letter (one set)

▪ other documents as required by the company (e.g.   

student ID card, photo, etc.)

▪ clean lab coat, personal protective equipment etc.

 Take note on the dress code of the company
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Checklist – During IT

 1st week of IT → send ”Important Contact 

Particulars Form” to your university 

supervisor & company supervisor

 3rd week of the trimester → pay fees for IT 

course

 Every 2 weeks – send a biweekly report to 

your university supervisor and company 

supervisor
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Checklist – After IT

 Prepare for oral presentation

 Submit the following documents to your 

university supervisor

▪ CD containing final report

▪ Company appraisal form (in a sealed 

envelope)

▪ Survey on student interns form 
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Questions ?


