INDUSTRIAL TRAINING
BRIEFING




Introduction

Centre for Internship Training and Academic enrichment
(CITrA) isresponsible for the co-ordination of processes and
procedures related to Industrial Training programmes. These

include:
To gather information on organisations offering Industrial Training
placements to students.
To inform the faculty and students about processes and procedures relating to
Industrial Training programme.
To provide Industrial Training Preparatory Workshops and briefing for
students.

To co-ordinate all required documents for Industrial Training Programme
purposes.

To monitor all matters related to Industrial Training placement registration
and verification of student placements.
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BEFORE
INDUSTRIAL TRAINING



Before Industrial Training
begins

Students to confirm & register Industrial Training
placement by logging- in to

Maya Portal then click to
“Placement’ icon



Student Placement Dashboard

https://maya.um.edu.my
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Log in to MAYA

Username

Enter Username
and Password. Password

Click ‘Log in’.
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Student Placement Dashboard
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Student Placement Application
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Placement applications comcs

Click on ‘Submit New Click on Submit ‘New
Placement Application’ Placement Provider’

Exit to
Placement

Main Page

Important Note:
For the 15t step, please click the “New Placement
Provider”



Student Placement Application: Self-Identified

Organisation Name

Insert name of
organisation or choose the
existing if related

P ] “lacement Opportunity Details




Student Placement Application

Submission of Confirmation Letter

Uphond s Comfimtion Latter® m

Important Note:
Please fill in information required



Student Placement Application: Approval Flow

Provider Coordinator




Student Placement Application: Approval

My Placement Detalls

Placement Provider Placement Name Site Visit Lecturer Provider Contact Start Date End Date

32 taliano Pizza 01/0ct/2019 24/Dec/2019

Status

Waiting for Provider Approva

My Placement Details

Placement Provider Placement Name Site Visit Lecturer Provider Contact Start Date End Date 2 Status

Y. taliano Pizza 01/0ct/2019 24/Dec/2019




Student Placement Application: Approval

Placement Application Approval |

Student

Academic year
Period slot
Placement provider

Placement provider contact

Start date
End date 24/Decf2019

Placement subject area

Confirmation letter DRA_DCTC DRR=SRSJDAR_ENTC DRR=SPAJDRR_PKF1 DRR=18001037JDRR_PXF2 DRR=01JDRR_PKF3 DRR=0001JWARNZERC=

Application

status




Student Placement Assessment

Placement Document Template
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Industrial Training Abroad

Follow the same procedure

REMINDER :

i) Students are required to obtained
approval from Dean/Deputy Dean at
Academy/Faculty/Centre

ii) Fill in and Submit the “Permission
to Travel Overseas for UM Students - Rev. 4/]Jan2021):

https://myum.um.edu.my/permission-to-travel-overseas-for-um-
students



IMPORTANT (1)...

STUDENTS ARE REQUIRED TO APPLY &
CONFIRM FOR PLACEMENT ONE SEMESTER
BEFORE THE COMMENCEMENT OF YOUR
INDUSTRIAL TRAINING PROGRAMME



IMPORTANT (2)...

ONCE ACCEPT(CONFIRMED) PLACEMENT,
STUDENTS ARE REQUIRED TO PROCEED TO
THE COURSE REGISTRATION MODULE TO

REGISTER THE INDUSTRIAL TRAINING

COURSE AND CONFIRMED REGISTARTION
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Course
REGISTRATION




During Industrial Training

To report duty at the organisation within the specified time

To send the Confirmation of Industrial Training
Placement form (UM-PT01-PK01-BR074-S00) to the
Industrial Training co-ordinator within two (2) weeks of the
date of report for duty

To fill in the Log Book/Attendance

To maintain discipline and abide by all rules and regulations
enforced by the organisation.



During Industrial
Training

To ensure FULL attendance during the Industrial Training
duration.

To be present during the supervisor visit by the Industrial
Training supervisor/lecturer appointed by the university
and to complete the relevant documents required.

To report immediately to the Industrial Training co-
ordinator in case of any problems pertaining to the
Industrial Training Programme such as sexual harassment,
bullying, inappropriate scope of work and others



IMPORTANT

To Inform Industrial Training
Co-ordinator/CITrA if you have any



During Industrial
Training

To carry out the Industrial Training in an ethical and
professional manner.
To uphold the reputation of University of Malaya at all times.

To maintain confidentiality and to not disseminate/share
any information related to the organisation to third parties.

To be responsible for maintaining the security of properties
belonging to the organisation.



AFTER
INDUSTRIAL TRAINING



After Industrial Training

To submit the Industrial Training report and
log booKk to the faculty within the specified time.

To ensure that all forms of assessments required
by the faculty have been carried out.



Thank You

CITrA@CITrA Building
University of Malaya

03-7967 5408 / 5488 @ ; !g

03- 7967 5427




