[image: image1.emf]
LOG BOOK
INDUSTRIAL TRAINING

FOR STUDENTS
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Name : …………………………………………………..
I/C No :
………………………
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………………………………………………………….................................................................

………………………………………………………….................................................................

Guardian’s Name : …………………………………………..
Phone No : .............................….

Guardian’s Address :  …………………………….………………………………………………
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ORGANIZATION/INDUSTRI INFORMATION


Name : ……………………………………………




Phone No : ………………………………..
Fax No : …………………………………..

Coordinator’s Name : ……………………………………………………………………………..

Duration of Training :
Position : ………………………………….


From : ………………………….

To : …………………………….

UNIVERSITY/FACULTY DETAILS


Faculty of Mechanical Engineering

 
   
 Supervisor’s Name

Universiti Teknologi Malaysia


 

81310 UTM Johor Bahru



………………………………………….
       

Johor Darul Ta’zim

Telefon 
: 
07 – 5557057

Fax
:

07 – 5557097
E-Mail
:

tpfkm@mail.utm.my
Web-Site
:

http://www.fkm.utm.my

Person should be contacted in case of emergency :

· Dean

· Deputy Dean (Academic)

· Chairman of the Industrial Training

Preface

This log book is divided into 2 parts.  The first part (Chapter 1 to 4) contains industrial training guidelines, log book instructions and filling up guidelines and guidances of preparing the industrial training final report.  The second part (Chapter 5) contains tables of activity assessment form to be completed by relevant parties.
Section 8.1 
- 
Student Overall Industrial training activities Gantt Chart

Section 8.2
-
Table of Daily/Weekly Student Activity and Assessment Form by Company/Organization Supervisor

Section 8.3
-
Assessment Form of Overall Student Activity by Faculty Supervisor

Section 8.4
-
Table of Detailed Student Activity
This information will serve as a guidelines for the student while performing their industrial training.  Also students should know their role and responsibilities.
Finally, it is hoped that all parties namely the students, company or organization and the faculty herself will benefit accordingly from the industrial training.  It is also hoped that they will be able to accommodate themselves at the training place and be able to perform the task and responsibility given to them excellently.

To the companies/organization that have been willing to accept and train our students, the faculty would like to thank you and we hope that the good relationship will last with beneficial outcome to both parties.
Industrial Training Committee

Faculty of Mechanical Engineering
Universiti Teknologi Malaysia
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1.0
INDUSTRIAL TRAINING GUIDELINES, FACULTY OF MECHANICAL ENGINEERING (FME), UNIVERSITI TEKNOLOGI MALAYSIA (UTM)

1.1
INTRODUCTION
1.1.1 Background
All Faculty of Mechanical Engineering undergraduate students are compulsory to attend 12 weeks Industrial Training during the period of their studies.  This training is part of teaching course that provides exposure to the world of careers for students to all the theories which learnt in the lecture room with reality and are willing to be involved in the work environment.
1.1.2 Related Programs for Industrial Training
Bachelor programs that required Industrial training are as follows:

i) Bachelor of Mechanical Engineering with Honours (SEMMH) 
ii) Bachelor of Mechanical Engineering with Honours (Materials) -SEMBH
iii) Bachelor of Mechanical Engineering with Honours (Industrial) -SEMIH
iv) Bachelor of Mechanical Engineering with Honours (Manufacturing) - SEMPH

v) Bachelor of Mechanical Engineering with Honours (Aeronautics) - SEMTH 

vi) Bachelor of Mechanical Engineering with Honours (Automotive) - SEMVH
vii) Bachelor of Engineering (Naval Architecture And Offshore Engineering) with Honours - SEMOH
Students will undergo training in Year Three in the short semester of their studies.  To undertake this Industrial Training, students must pass the core courses (SEMM 2123, SEMM 2223, SEMM 2323, SEMM 2423, SEMM 2433, SEMO 2123) and obtained at least a total of 80 credits and minimum grade D- (30%).
2.0
GOALS OF INDUSTRIAL TRAINING
The goals of Industrial Training are to enhance students’ knowledge and skills to a career in their respective professions, as well as to produce graduates with professional, ethical, skilled, creative and competent.

3.0
OBJECTIVES 

Industrial Training objectives are : 

i) to expose students to the environment and working conditions in their respective fields
ii) to gain working experiences in the organization/industry related field of study

iii) to use the knowledge of the Industrial Training, which was followed at university

iv) to train students to interact and communicate effectively at all levels in the workplace

v) to train students to prepare technical reports related to the Industrial Training which conducted

vi) to inspire a spirit or working as a team

vii) to appreciate the ethical values of their profession
4.0
SCOPE AND TRAINING PROGRAM 

The scope of training to be passed by students in the company/organization includes various aspects such as :

i) to observe organization;s operations/factories/companies
ii) to perform operations by making use of machinery and equipment
iii) to work on the installation and fabrication

iv) inspection and quality control 

v) to work on process control and instrumentation

vi) to work on project design
vii) maintenance and repair of machinery and equipment
viii) installation of new equipment and testing
ix) management and administration
x) consultation


However, the scope and the actual training program depend on the type of companies/organizations involved.  The program which only requires students to carry out production work alone is not sufficient and will not be ratified by the faculty.
The companies/organizations are requested to provide appropriate training to students who will work as an engineer/industrial designer after completing their studies.

Faculty supervisor will visit the company/organization monitor and discuss about student progress.

Company/organization’s supervisor is requested to submit student’s evaluation reports at week 12 of training, which is shortly after the end of Industrial Training.
5.0 
RESPONSIBILITIES OF STUDENTS
Students who carry out Industrial Training is responsible to complete all projects and tasks given by the organization within the specified time.  Particularly, other student responsibilities are :

i) to find a place and get information about jobs in the organization/industry to ratify by the Faculty’s Industrial Training Committee
ii) to inform officially to the organization if students want to withdraw from training attachment and a copy letter is send to the faculty
iii) to attend a briefing/explanation on Industrial Training
iv) to inform the Faculty’s Industrial training committee immediately after start of training (use form BLP-01)
v) to comply with all the organization’s regulations
vi) to comply with the Universities and University Colleges Act’s
vii) to ensure full attendance in the organization.  The company/organization is encouraged not to give permission for students to leave during training except for emergencies or company’s holiday.  If students leave because of health (evidenced by medical certificate and not later than one week) the students do not need to replace the number of days off.
viii) to perform all the duties and responsibilities assigned by the organization
ix) to meet the scope of required training
x) to keep the university’s reputation
xi) to cooperate with the organization all the time
xii) to contact the Faculty’s supervisor immediately if any problem’s raised during the training
xiii) to write notes in the log book, write final Industrial Training report and perform any other tasks given during the training
xiv) to submit all training related documents to the Faculty’s Industrial Training Committee
xv) always be positive and contribute according to student ability
xvi) to make good relationship with the organization for future jobs
6.0
NOTES AND STUDENT’S REPORT

All students who undergo Industrial Training are required:


i)
to write the training program (after consultation with the supervisor of Industrial Training) and work/activities undertaken during their Industrial Training in the log book.


ii)
to prepare a comprehensive final report on training programs (not less than 50 pages) and the report must follow the UTM Thesis Writing Handbook’s format. 

7.0     
LOG BOOK INSTRUCTION
i) To log all relevant industrial training activities in log book.
ii) Log book to be handed in to company/organization supervisor upon training completion for endorsement.

iii) Log book to be handed weekly to company/organization supervisor for assessment.

iv) Log book to be shown to faculty supervisor during his/her industrial visit.

v) Any misreporting in the log book will be dealt accordingly.

vi) Log book to be handed in to the faculty not later than one (1) week upon the Industrial Training completion.
8.0
GUIDELINES FOR COMPLETING THE LOG BOOK


8.1
Students Overall Industrial Training Activities Gantt Chart



Overall training planning must be done prior to the  commencement of Industrial Training.  This chart must be completed after discussing with company/organization supervisor.  This chart must be completed not later than two (2) days after reporting to the company/organization.


8.2
Table of Daily/Weekly Student Activity and Assessment Form by Company/Organization Supervisor



These tables must be filled by student every week.

8.3
Assessment Form of Overall Student Activity by Faculty Supervisor



This is the overall students activity assessment form to be filled by faculty supervisor


8.4
Table of Detailed Student Activity



This table must be completed by students to report in details what have been summarised  

9.0     
ASSESSMENT OF TRAINING
The performance of students during their Industrial training and personality development should be evaluated by both faculty’s supervisor and industrial’s supervisor.  The assessment includes quality of work and student’s personality.  In overall Industrial’s Training assessment includes:

i) observations and reports from faculty’s supervisor
ii) observations and reports from the supervisor’s of the company/organization
9.1
Observations and Reports From Faculty’s Supervisors and Supervisor’s of the Company/Organization    

9.1.1   
Faculty’s Supervisory Report [20%]

The performance of students during their Industrial Training assessed by the faculty’s supervisor is based on face-to-face interviews with the student and feedback from industrial’s supervisor.  BLP-02 form is used for the purpose of this assessment.  Overall mark for this report is 20%.  Evaluation of supervisor reports were made through interviews that includes:

a) ability to describe clearly their training experiences.  Capability to describe their adaptability with the company/organization.

b) maturity answering questions.  Ability to discuss problems with supervisors.


9.1.2   
Industrial/Organization Supervisory Report [30%]

Industrial supervisor is also asked to assess student’s performance.  The assessment of students including job performance, work and character building.  BLP-03 is used (Appendix 3) for the purposes of this assessment.  Overll mark for this report is 30%.  Industrial’s supervisors are required to provide an assessment of student performance which includes the two scopes as below:

a) 
Performance of work

-
knowledge of work
-
the credit for completing work on time

-
the time taken to obtain job skills

-
the need for supervision

-
quality of work
b) 
Personality

-
the ability to communicate

-
initiative and motivation

-
attitude towards work

-
discipline

9.2
Log Book [10%]

Log Book is a student’s diary.  Through log book, the supervisor can understand the activities undertaken by students during their Industrial Training.  Log book contains all the job experiences, discussions with supervisors, comments, data and information from the company/organization, and library’s references.  Overall score for the log book is 10%.  The components evaluated from the log book includes:

i) tidieness of the log book (1%)

ii) confirmation by the organization’s supervisor (at least once a week) (1%)

iii) description of equipment or systems to use and simple procedure (4%)

iv) the detailed of content and student’s learning experiences (3%)

v) the learning experienced by students (1%)

The log book assessment is assessed by the faculty’s supervisor.


9.3
Final Report [40%]


Apart from the log book, students are also required to prepare the final report.  This report contains brief information about the background of the company/organization, the scope of training, the content of the training provided with detailed proposals to the company/organization and faculty and the conclusions.  A copy of the final report should be sent to the company/organization if requested.  Details of the final report’s format is as follows:

a) 
Introduction (10%)

· introduction to the Industrial Training
· objective of Industrial Training
· scope of Industrial Training
· summary of Industrial Training


b)  
Background of Industrial/Organizational (10%)
· company profile
· organizational structure
· information on the department/unit which involves for Industrial Training
· flow chart of the industry/organization

c)  
Comprehensive Training Information (10%)

· description of the training was conducted in general
· the experience gained

d)  
Project Information/Training in Specific (40%)



-
the objective of the project/training is clearly presented


-
implementation of project-related training


-
results of project-related training


-
ability to analyze, problems solving and links all the information, procedures and projects related to the field of study


e)  
Conclusion (10%)
· the conclusion of the report 

· problems and recommendations
· references



f)  
Writing Skills (10%)

· composition, sentence’s structure and style
· appropriated and clearly presented all the figures, tables, chart etc


g)  
Format of the Report (refer to UTM’s Thesis Writing Guide) (10%)
· the composition and contents of the report
· the size and format
· references formatting
10.0
MARK WEIGHTAGE   

The weighted score for the whole period of Industrial Training for 12 weeks is as follows: 

a. IT report - 40%

b. Industry’ supervisor assessment report – 30% 
c. Faculty supervisor assessment report - 20%

d. Log book - 10%

10.1   
Requirement of Pass Grade for IT
i)
Passing mark is 60% out of the total mark with conditions:


a.
the marks on industry supervisory report must be at least 15% (from 30% of total marks of industrial’s supervisory report)


b.
the total score for industrial’s supervisory and faculty’s supervisor report must be at least 25% (from both of the two supervisors)
c) Report must be submitted to faculty
10.2   
Plagiarism
Plagiarism is defined as the unauthorised use or close initation of the language and thoughts of another author and the representation of them as one’s own original work by not crediting the author.
Plagiarism are considered as follows:
i) full copy of statement/sentences as one’s own original statement.  Statement must be repharased by using own wording and make a critetion of the sourses.
ii) adopted idea directly from the original references without criting the sources.
Plagiarism is a serious academic misconduct that may be subjected to action under the Disciplinary Rules of the University. 

11.0
SUMMARY OF ACTIVITY AND ASSESSMENT FORMS
11.1     
Students activity planning
11.2
Students weekly activity and assessment forms by company/organization supervisor
11.3     
Overall activity assessment form by faculty supervisor.

11.4  
Students detailed activity

8.1 – STUDENTS OVERALL INDUSTRIAL TRAINING ACTIVITIES GANTT CHART
	Place/Department
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	Date : …………...

Upto : …………..
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	Date : …………...

Upto : …………..
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	Date : …………...

Upto : …………..
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	Date : …………...

Upto : …………..
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	Date : …………...

Upto : …………..
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	Date : …………...
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………………………………………………………………..
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Date : ………………………………………………………..
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Please refer to the student report in Table 8.4 before accessing and commenting.  Please (√) in the appropriate box.

1. Poor
2. Unsatisfactory
3. Satisfactory
4. Good
5. Excellent


	WEEKLY EVALUATION OF SUPERVISOR IN COMPANY/ORGANIZATION

	Work performance and student report:


       1        2        3        4        5

                                  
	Supervisor’s signature & date
Name
Post & stamp
Date
	:

:

:

:
	…………………………………………………….
…………………………………………………….
…………………………………………………….
…………………………………………………….


	Comments:
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….......................................................
…………………………………………………………………………………………………......................................................


	8.3 – ASSESSMENT FORM OF OVERALL STUDENT ACTIVITY BY FACULTY SUPERVISOR 
FACULTY SUPERVISOR ASSESSMENT

	Instruction to supervisor:

Please read the log book and interview the student before assessing and commenting.  Please (√) in the appropriate box.

1. Poor
2. Unsatisfactory
3. Satisfactory
4. Good
5. Excellent


	Student report :
                 1               2               3               4               5

………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………



	Supervisor’s signature
Name
Date
	:

:

:
	………………………………………………..

………………………………………………..

………………………………………………..




8.4 – TABLE OF DETAILED STUDENT ACTIVITY
	DETAILED REPORT

	Work Week : ……………………………………………                                                    Date : ………………………………. 



	Training Objectives (Activities Work at Department/Section :  
 
………………………………………………………………………………………………………………………………………




………………………………………………………………………………………………………………………………………...

………………………………………………………………………………………………………………………………………...


	


	DETAILED REPORT 

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT

	
	
	


	DETAILED REPORT
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