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PRAKATA 

 

 

Segala puji dan kesyukuran hanya untuk Tuhan kerana dengan izinNya kami dapat 

menyiapkan hasil kerja ini. Kami ingin merakamkan setinggi-tinggi penghargaan dan 

terima kasih kepada semua pihak yang telah memberikan sumbangan serta dorongan 

dalam menyiapkan modul panduan ini. 

Penyediaan modul panduan ini juga selari dengan kehendak dan keperluan pelajar dalam 

melaksanakan proses dari peringkat pendaftaran kursus latihan industri sehingga proses 

tamatnya sesi latihan industri di samping meningkatkan tahap pemahaman pelajar dalam 

menggunakan sistem SPMP i-UPLI. 

Diharapkan dengan terbitnya modul panduan ini dapat dijadikan rujukan dan dapat 

memudahkan serta melancarkan urusan pelaksanaan latihan industri untuk pelajar 

Politeknik Kuching Sarawak. 

 

 

 

 

 



ABSTRAK 

 

Fokus utama penghasilan Modul Panduan ini bertujuan menyediakan rujukan dan panduan 

kepada pelajar untuk mendaftar kursus Latihan Industri yang secara keseluruhannya melibatkan 

proses sebelum, semasa dan selepas berlangsungnya pelaksanaan Latihan Industri. Modul 

Panduan ini juga turut melibatkan pengenalan kursus latihan industri 1, carta alir proses sebelum, 

semasa dan selepas pelaksanaan latihan industri, panduan pendaftaran kursus latihan industri, 

panduan mencetak surat permohonan penempatan latihan industri, panduan bagi pelajar mencari 

senarai syarikat di sistem SPMP i-UPLI, panduan lapor diri di firma dan panduan lengkap 

pengenalan kursus latihan industri 2 dan format penulisan laporan akhir latihan industri pelajar. 

Penyediaan modul panduan ini juga selari dengan kehendak dan keperluan pelajar dalam 

melaksanakan proses dari peringkat pendaftaran kursus latihan industri sehingga proses 

tamatnya sesi latihan industri di samping meningkatkan tahap pemahaman pelajar dalam 

menggunakan sistem SPMP i-UPLI yang telah dibangunkan oleh Politeknik Kota Bharu (PKB) ini 

serta. Tambahan pula, dengan kewujudan modul panduan ini, ternyata pihak Unit Perhubungan 

dan Latihan Industri, Politeknik Kuching Sarawak (UPLI PKS) terus berusaha untuk mengatur 

langkah dan inisiatif bagi memudahkan urusan pelajar serta melancarkan pelaksanaan latihan 

industri bagi satu-satu semester. Modul panduan ini juga dihasilkan dalam dwi bahasa iaitu 

Bahasa Malaysia dan Bahasa Inggeris bertujuan meningkatkan lagi tahap pemahaman mengikut 

kesesuaian bahasa yang mudah difahami oleh pelajar di samping menggalakkan penggunaan 

kemudahan teknologi maklumat yang semakin pesat membangun dan berkembang dalam aspek 

pembelajaran dan pengajaran serta gerbang pendidikan. 

 



 

PENGENALAN 

 
 

 
Modul panduan ini telah dihasilkan sebagai dokumen rujukan bagi persediaan pelajar 

yang mendaftar kursus latihan industri yang merangkumi proses sebelum, semasa dan 

selepas menjalani latihan industri. Modul ini mengandungi tatacara yang dipadatkan dengan 

maklumat yang akan dirujuk oleh pelajar bagi memudahkan mereka sewaktu menggunakan 

sistem SPMP i-UPLI. Selain itu, turut disertakan juga info grafik tatacara panduan berdasarkan 

laman portal sistem SPMP i-UPLI yang telah disusun dan diatur supaya lebih mudah difahami 

dengan jelas oleh pelajar. Maklumat yang terkandung dalam modul panduan ini antaranya 

ialah pengenalan kursus latihan industri 1, carta alir sebelum, semasa dan selepas 

pelaksanaan latihan industri, panduan pendaftaran kursus latihan industri, panduan mencetak 

surat permohonan penempatan latihan industri, panduan bagi pelajar mencari senarai syarikat 

di sistem SPMP i-UPLI, panduan lapor diri di firma dan panduan lengkap pengenalan kursus 

latihan industri 2, dan format penulisan laporan akhir latihan industri pelajar. 

 
 

Diharapkan modul panduan ini dapat dijadikan rujukan yang mampu memberikan 

impak positif dan berguna kepada pelajar dalam merancang dan mempersiapkan diri sebelum 

mengharungi fasa pelaksanaan latihan industri yang ternyata berbeza dengan situasi sewaktu 

sesi perkuliahan di Politeknik. Semoga pelajar dapat memanfaatkan ilmu dan kemahiran yang 

dipelajari semasa proses pembelajaran dan pengajaran di Politeknik agar dapat diaplikasikan 

sebaik mungkin sewaktu menjalani sesi latihan industri di firma dan organisasi yang berkaitan 

dengan bidang pelajar tersebut. 
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TRAINING DATE: 

(SET BY SEMESTER) 

2



INDUSTRIAL TRAINING & 
LIAISON UNIT 

(UPLI) 
UPLI OFFICE 

Ext 583/587/586/144 

INDUSTRIAL TRAINING & 
LIAISON OFFICER 

1. EN NIK SYAHRUL FAIZAL BIN NIK MAT 
2. EN. MUHAMMAD SHAHRIL BIN GHAZALI 

3. MOHD FAIZUL BIN ABU BAKAR 
 

ASSISTED BY 
3. PN. RAJIMAH BINTI MAT UMAR (CLERK) 

3



 

4



PENYELARAS LATIHAN INDUSTRI JABATAN (PLIJ) 
 

Electrical Engineering Department (JKE) 

( ext : 410/411 ) 

Civil Engineering Department (JKA) 

( ext. 400, 401 ) 

1. Mdm. Deffany Kong Suk Lan(Head) 

2. Mr. Hasri Bin Hamdan 

3. Mdm Dyg Khayrunsalihaty Bariyyah Binti Abg 

Othman 

4. Mdm Wan Siti Aishah Binti Wan Ibrahim 

5. Mr. Mohd Nor Fadli Bin Abu Kassim 

1. Mr. Lee Kong Fah (Head) 

2. Mr. Victor Teng Kok Leong 

3. Mr. Azhan Nor Bin Ahmad 

4. Mdm. Flora Anak Albert Daud 

5. Mr. Tang Hing Kwong 

6. Mr. Reminjus Anak Anding 

Mechanical Engineering Department (JKM) 

( ext. 408, 409 ) 

Commerce Department (JP) 

( ext. 418, 419 ) 

1. Ms Jane Daniela Mugan (Head) 

2. Mr. Chew Yueh Seng 

3. Mr Polycarp Jeffery Jok 

4. Mr. Yap Ai Tie 

5. Mr. Ahmad Airfan Bin Khalid 

1. Mdm. Suhana Binti Matlin (Head) 

2. Mdm Baizura Binti Tiai 

3. Mdm Emy Marina Hassan 

4. Mdm. Shanty Anak Emerson Gerijih 

5. Mdm. Magdelyne Egan 

6. Mdm. Nur Azreen Binti Zaidel 

7. Ms. Noor Dasreena Shukria Binti Abdul Shukur 

Information Technology & Communication 

Department (JTMK) ( ext . 536, 540 ) 

1. Mdm. Siti Fatia Binti Mohamad Ali (Head) 

2. Mdm. Anita Ajang 

3. Ms. Wahidah Binti Anuar 

4. Mdm. Farrah Waheda Binti Abdullah 

Petrochemical Engineering Department 

(JKPK)( ext. 314,522.529 ) 

1. Mdm Daisy Anak Augustine Pedang (Head) 

2. Mr. Hatta Azuwar Bin Dahlan 

3. Mr. Muhammad Azri Izani Bin Mohamad Halim 5



OBJECTIVE INDUSTRIAL TRAINING 
(LI) EXCEPT JKE STUDENTS 

The objectives of Industrial Training (LI) exposes 
students to related workplace competencies demanded 
by industries. Upon completion of this course, students 
should be able to: 

 
⚫ apply related knowledge and skills at the workplace 

(CLO1) 

⚫ communicate effectively with others (CLO2) 

⚫ practice teamwork (CLO3) 

⚫ professionally and ethically comply with 
policies,procedures and rules of the organisation 
(CLO4) 

⚫ explain the tasks assigned (during the industrial 
training) according to the prescribed format (CLO5) 

6



OBJECTIVE INDUSTRIAL TRAINING (LI) 
FOR JKE STUDENTS 

⚫ ENGINEERING INDUSTRIAL TRAINING course will provide student 
with first-hand experience in an engineering-practice environment 
outside the polytechnic. Student will practice their knowledge and skill 
based on knowledge learned in polytechnic through industry 
supervision to acquire the craft skill and essential. Student also need 
to demonstrate their responsibilities and professional ethic, 
communication, teamwork and inter-personal and life-long learning 
skills at the workplace. Students should be able to: 

⚫ perform the assigned task accordingly based on job scopace (CLO1) 

⚫  demonstrate responsibilities as an engineering technician 
while dealing with people of various background(CLO2) 

⚫ practice good working ethics while undergoing industrial training(CLO3) 

⚫ display ability to work in a team or independently base on the 
given task(CLO4) 

⚫ demonstrate oral communication skill in performing job 

requirement(CLO5) 
⚫ write a report based on given task accordingly to technical 

practice(CLO6) 

 display life long learning skill in completing the given task (CLO7) 
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DURATION OF TRAINING 
( 20 WEEKS) 
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WHO IS ELIGIBLE??? 

A) REGISTRATION FOR LI COURSE: 

 
⚫ ALL FINAL SEMESTER & HAVE REGISTERED 

ALL COURSES (SUBJECTS ) – MUST BE 
register this semester thru SPMP 

 
B) UNDERGO LI NEXT SEMESTER 
⚫ MUST PASS ALL COURSES 
⚫ MUST ACHIEVED MINIMUM CGPA : 2.00 
⚫ IF PENILAIAN KHAS (PK), MUST COMPLETE 

ASSESSMENT FOR PK-RESULT- PASS - 
ELIGIBLE 
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INDUSTRIAL TRAINING 
PLACEMENT 

 
A. UPLI APPLIES FOR TRAINING PLACEMENT 

FROM INDUSTRY 

 
B. UPLI RECEIVES DIRECT OFFERS FROM 

THE INDUSTRY 

 
C. STUDENTS APPLY PERSONALLY TO THE 

INDUSTRY 
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STUDENTS APPLY PERSONALLY 
1. Find/Googles company (thru SPMP/Internet/seniors/ 

lecturers or UPLI etc ). Check the company 

background. 

2. If nearby ( Kuching/Samarahan/Bau/Serian ),go 

personally or Call to enquire (make sure note down 

the officer/staff name) 

3. Bring/send all the necessary documents :- 

a) Application For Industrial Training 

b) Reply Form 

c) Resume 

d) Job prospect ( poliku.edu.my website) 

e) Letter of Indemnity (if asked by company) 

4. If no reply after 2 weeks, follow-up (BY CALL) 

11



REPLY FORM ?? 

1. Company send directly to UPLI thru FAX 
or EMAIL or POSTAGE 

 
2. If Company reply directly to student 

(Student must send a copy to UPLI for 
record & updating) 
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REMINDER!!! 
1. Only 1 APPLICATION at a time. 

2. If more than 1 placement , 

a. student must write official letter to 
company for cancellation. 

b. Must get approval by the company for 
cancellation (verified by company stamp 
or sign by any company officer). 

c. Submit cancellation letter with approval 
from company to UPLI. 

d.  UPLI will update industrial placement in 
SPMP.

13



THE FLOW CHART OF PROCEDURE BEFORE UNDERGO 

INDUSTRIAL TRAINING 
 

Briefing on the usage of SPMP i-UPLI System & Industrial 

Training First Briefing 
 

 1st Industrial Training Briefing : 

Guideline / Procedure to apply an internship placement 
 

 

Course Registration 

DUT40110 (INDUSTRIAL TRAINING) or DUT7019 (INTERNSHIP) 
 
 

 Students register online by using SPMP i-UPLI (New Version) and fill 

up the student’s pledge form 

 Academic Advisor verified the student’s registration 

 Industrial Training Officer of Department (PLIJ) check for verified 
 

Application Form for Internship Placement: 

Send to Firm / Organization by E-mail / Post / Facsimile 
 
 
 

1) Application    

Form 

2) Resume 

Form 

3) Reply 

Form 

4) Job Prospect 

Form 

 

5) Indemnity 
Letter 

 

  6) Last Semester 
Result 

 

IF The Application Approved by Firm / Organization: 
 

 

   
    Industrial Training & Liaison Officer (PPLI) key-in   

      the detail of reply form from firm / organization  

in SPMP i-UPLI system 

    Student can print the    

   ‘Placement Letter‘ and  bring   

    together during reporting to  

    firm / organization 

14



FLOW CHART OF PROCEDURE AFTER UNDERGO 

INDUSTRIAL TRAINING 

 

DURING END OF INDUSTRIAL TRAINING REGISTRATION 
 
 

 

 Students gain information from SPMP i-UPLI System in regards to 

the end of industrial training registration date
 
 

LIST OF DOCUMENT FOR REGISTRATION 
 
 

 

i) Completed Industrial Training Form 

ii) Reflective Journal Logbook 

iii) Final Report 

iv) Appendix 1 (Practical Task Form) 

v) Appendix 2 (Reflective Journal Form) 
 
 

EVALUATION FROM LECTURER 
 
 

 

i) Appendix 4 (Industrial Training Final Report) 

ii) Appendix 5 (Presentation) 
 
 
 

INDUSTRIAL TRAINING OFFICIAL RESULT 
 
 

 

Students can check their official result by login to 

SPMP i-UPLI once the result is released 
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FLOW CHART OF PROCEDURE DURING UNDERGO 

INDUSTRIAL TRAINING 

 

STUDENTS REPORTING TO THE FIRM / ORGANIZATION 
 
 
 

 Students print the ‘Placement Letter’ and bring together during reporting 

to the firm / organization

 Students must complete the form of CONFIRMATION REPORTING TO THE 

INDUSTRY (Pink Color Form) & STUDENT PERSONAL INFORMATIONS’ form 

(Yellow Color Form) & send to UPLI office by post / email
 

 

DURING UNDERGO INDUSTRIAL TRAINING ACTIVITIES 
 
 

 

 Students are required to complete the technical notes in a 

Reflective Journal Logbook & complete the Industrial Training 

Final Report by 20 weeks
 

 

OBSERVATION VISIT 
 
 

 

 Observing Lecturer will inform the firm / organization at least 1 

week before the observation using a formal letter.
 
 

REGISTRATION FOR COMPLETING INDUSTRIAL TRAINING 
 
 

i) Appendix 1 ii) Appendix 2 
 
 
 

iii) Completed Industrial 

Training Form 

16



 
 
 

 

PANDUAN PENDAFTARAN KURSUS LATIHAN INDUSTRI 

1) LOG MASUK KE SISTEM SPMP 

2) PILIH MENU “i-UPLI” (LATIHAN INDUSTRI) 
 

 
3) PILIH “i-UPLI VERSI BAHARU” 
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4) MENU “i-UPLI VERSI BAHARU” HANYA DAPAT DI LOG MASUK SEKIRANYA 

STATUS SERVER BERWARNA HIJAU 
 

 

 
5) KLIK “DAFTAR UNTUK MENJALANI LI” 

 

 

6) STATUS PELAJAR “BELUM MEMOHON” 
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7) KLIK “DAFTAR / STATUS UNTUK MENJALANI LATIHAN INDUSTRI” 
 

 
8) PILIH “SESI LATIHAN INDUSTRI & KLIK BUTANG DAFTAR LATIHAN INDUSTRI” 

 
9) SESI PERMOHONAN MENJALANI LATIHAN INDUSTRI “SESI HADAPAN” 

19



10) SETELAH STATUS PELAJAR BERTUKAR KEPADA “TELAH MEMOHON”, PELAJAR 

PERLU MEMAKLUMKAN KEPADA PENASIHAT AKADEMIK (PA) UNTUK 

DISAHKAN OLEH PA PELAJAR DAN SETERUSNYA AKAN DISAHKAN OLEH 

PENYELARAS LATIHAN INDUSTRI JABATAN (PLIJ) 

 
11)  STATUS DI BAHAGIAN PA & PLIJ YANG TELAH DISAHKAN AKAN BERUBAH 

WARNA KEPADA HIJAU SERTA STATUS JUGA “TELAH DILULUSKAN” 

 

 

 

~TAMAT~ 
 
 

 

*SEBARANG PERTANYAAN BOLEH BERHUBUNG DENGAN PENYELARAS LATIHAN 

INDUSTRI JABATAN (PLIJ) / UNIT PERHUBUNGAN & LATIHAN INDUSTRI (UPLI) 

20



 
 
 

 

PANDUAN BAGI PELAJAR MENCARI SENARAI PENEMPATAN LATIHAN 

INDUSTRI MENGGUNAKAN SISTEM SPMP i-UPLI 

1) LOG MASUK KE SISTEM SPMP 

2) PILIH MENU “i-UPLI” (LATIHAN INDUSTRI) 

 

 

3) PILIH “i-UPLI VERSI BAHARU” 
 

21



4) MENU “i-UPLI VERSI BAHARU” HANYA DAPAT DI LOG MASUK SEKIRANYA 

STATUS SERVER BERWARNA HIJAU 
 

 

5) KLIK “DAFTAR UNTUK MENJALANI LI” 

22



6) KLIK ‘DAFTAR BAHARU/TUKAR/KEMASKINI PENEMPATAN FIRMA’ 
 

 

7) KLIK ‘SILA PILIH NEGERI BERDASARKAN LOKASI PILIHAN PELAJAR’ 

23



8) KLIK ‘JURUSAN/BIDANG BERDASARKAN PROGRAM KURSUS PELAJAR’ 
 

 
9) PELAJAR BOLEH MENDAPATKAN NO. TELEFON PIHAK SYARIKAT UNTUK 

PERTANYAAN BERKAITAN KEKOSONGAN PENEMPATAN LI DI SYARIKAT 

24



10) PELAJAR JUGA BOLEH MENGGUNAKAN ‘CARIAN KAEDAH KEDUA’ DENGAN 

MEMASUKKAN NAMA SYARIKAT MELALUI ‘CARIAN IKUT PERKATAAN’ 

11) PELAJAR JUGA DIINGATKAN UNTUK TIDAK MENEKAN SEBARANG BUTANG DI 

BAHAGIAN ‘SILA PILIH’ & ‘DAFTAR SYARIKAT’ SEPERTI GAMBAR DI BAWAH 

12) PELAJAR BOLEH MENGHUBUNGI PIHAK SYARIKAT BERPANDUKAN NOMBOR 

TELEFON SEPERTI DALAM SENARAI DI BAWAH. 
 

 

~TAMAT~ 
 

*SEBARANG PERTANYAAN BOLEH BERHUBUNG DENGAN PENYELARAS LATIHAN 

INDUSTRI JABATAN (PLIJ) / UNIT PERHUBUNGAN & LATIHAN INDUSTRI (UPLI) 
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PANDUAN MENCETAK SURAT PERMOHONAN PENEMPATAN & 

KEPERLUAN DOKUMEN PERMOHONAN PENEMPATAN LATIHAN INDUSTRI 

1) LOG MASUK KE SISTEM SPMP 

2) PILIH MENU “i-UPLI” (LATIHAN INDUSTRI) 
 

 

3) PILIH “i-UPLI VERSI BAHARU” 
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4) MENU “i-UPLI VERSI BAHARU” HANYA DAPAT DI LOG MASUK SEKIRANYA 

STATUS SERVER BERWARNA HIJAU 
 

 

5) KLIK “DAFTAR UNTUK MENJALANI LI” 

 
6) KLIK PADA ‘SURAT MEMOHON TEMPAT BAGI PROGRAM LATIHAN INDUSTRI’ 

27



 

 
 

 

a) Surat 

Permohonan 

Penempatan 

Latihan 

Industri 

(Cover Letter) 

 
b) Borang 

Maklumbalas 

Penerimaan 

Penempatan 

Latihan 

Industri 

 
(Reply Form) 
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7) KLIK PADA ‘INDEMNITY LETTER (SURAT LEPAS TANGGUNG)’ 
 

 

 

c) Surat 

Lepas 
Tanggung 

 
(Indemnity Letter) 
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8) KLIK PADA ‘JOB PROSPECT MENGIKUT JABATAN PELAJAR MASING-MASING’ 

 

 

 

 

 

 

 

 

 

 
 

d) Surat 
Prospek 
Tugas 

 

(Job Prospect Letter) 
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9) KLIK PADA ‘RESUME FORM LI’. 

 

 

 

 

 

 

 

 

 

 

 

 

e) Borang 
Resume 

 
(Resume Form) 
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10) LOG MASUK KE ‘i-EXAM’ 

11) KLIK ‘KEPUTUSAN PEPERIKSAAN’ 

12) CETAK ‘SLIP KEPUTUSAN SEMESTER LEPAS’ 

 

 

 

 

 

 

 

 

 
f) Slip 

Keputusan 
Peperiksaan 

 
(Examination Result 

Slip) 
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PANDUAN SELEPAS PENGHANTARAN DOKUMEN PERMOHONAN 

KE PIHAK SYARIKAT / ORGANISASI 
 

 HANYA (SATU) PERMOHONAN SYARIKAT / ORGANISASI SAHAJA 

DILAKUKAN DALAM SATU-SATU MASA PERMOHONAN. 

 
 PELAJAR DIKEHENDAKI UNTUK MELAKUKAN ‘FOLLOW-

UP’ PIHAK SYARIKAT / ORGANISASI DALAM TEMPOH 2 

MINGGU SELEPAS MENGHANTAR DOKUMEN 

PERMOHONAN. 

 
 SEKIRANYA PELAJAR DITAWARKAN PENEMPATAN LI 

LEBIH DARI (SATU) TEMPAT MAKA PELAJAR PERLU :- 

- MEMBUAT SURAT RASMI BERTULIS BAGI 

MEMBATALKAN PERMOHONAN SYARIKAT YANG 

DITOLAK TERSEBUT. 

 
- SURAT RASMI TERSEBUT PERLU DISAHKAN / DICOP 

OLEH PIHAK SYARIKAT YANG DITOLAK TERSEBUT 

SEBAGAI BUKTI PIHAK SYARIKAT TERSEBUT TELAH 

AMBIL MAKLUM & SALINAN SURAT RASMI TERSEBUT 

WAJIB DIMAJUKAN KEPADA PIHAK UPLI. 

 
- PIHAK UPLI AKAN MENGEMASKINIKAN PENEMPATAN 

YANG BAHARU SETELAH SURAT PEMBATALAN 

SYARIKAT TELAH SELESAI DISERAHKAN KEPADA 

PIHAK UPLI. 

 
 
 

 
~TAMAT~ 

 
 
 
 
 

*SEBARANG PERTANYAAN BOLEH BERHUBUNG DENGAN PENYELARAS LATIHAN 

INDUSTRI JABATAN (PLIJ) / UNIT PERHUBUNGAN & LATIHAN INDUSTRI (UPLI) 
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PANDUAN LAPOR DIRI DI FIRMA / INDUSTRI BAGI PELAJAR YANG 

MENJALANI LATIHAN INDUSTRI 
 

1) Login SPMP i-UPLI 

- (Panduan mencetak surat lapor diri pelajar di firma / industri) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 Klik pada bulatan merah tersebut yang bertulis ‘Latihan Industri’ untuk daftar masuk 

ke dalam sistem i-UPLI. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Klik pada bulatan merah tersebut dan pilih (i-UPLI Versi Baharu) 
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 Klik bulatan merah tersebut ‘Daftar Untuk Menjalani LI’ di bawah tajuk Pelaksanaan 

Sebelum LI 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Klik bulatan merah tersebut yang bertulis ‘Sila Klik Untuk Cetak Surat Penempatan’ 
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 Contoh Surat Lapor Diri Pelajar yang perlu dicetak & dibawa bersama pada hari 

pertama melapor diri di firma / industri 

 
 Pelajar juga perlu membawa bersama Kad Matrik serta Buku Jurnal Refleksi yang telah 

lengkap dicetak dari sistem SPMP i-UPLI. 

 
 Pelajar juga perlu diingatkan untuk menghantar kad lapor diri yang berwarna Kuning 

& Pink (Sila rujuk slaid taklimat LI 2) dalam tempoh seminggu selepas melapor diri di 

firma / industri. 

 
 Kaedah penghantaran dokumen tersebut boleh melalui : 

 Faks : 082-845587 

 Emel : uplipks@gmail.com 

 Pos   : Alamat PKS (Rujuk di muka belakang Buku Jurnal Refleksi Pelajar) 
 

 

 

 
 

SELAMAT MENJALANI LATIHAN INDUSTRI & SELAMAT MAJU JAYA 
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INDUSTRIAL 

TRAINING 

 
PREPARATION BEFORE 

UNDERGO INDUSTRIAL 

TRAINING & REPORT 

WRITING BRIEFING 2 

 

 

 
INDUSTRIAL TRAINING & LIAISON UNIT (UPLI) 
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TRAINING DURATION : 

 
SET BY SEMESTER 

 
(PK-LI) SESSION 

Will Be Announced By Time To Time 
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IMPORTANT REMINDER 

• EXTEND STUDENTS 

PLEASE CHECK YOUR 
INSURANCE COVERAGE 
WITH STUDENT AFFAIR 
DEPARTMENT (HEP) TO 
ENSURE THAT YOU ARE 
COVERED BY INSURANCE 
DURING YOUR 
INDUSTRIAL TRAINING 
SESSION 
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DRESS CODE DURING REPORTING FOR 
INDUSTRIAL TRAINING 
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60 % MARKS 

INTERNSHIP ASSESSMENT 
FOR ALL DEPARTMENT EXCEPT JKE 

 

 

 

 

 

 

 

 

 

 
 

APPENDIX 1 FORM 

(40 % MARKS) 

& 

APPENDIX 2 FORM 

(20 % MARKS) 

APPENDIX 3 FORM (10 % MARKS) 

APPENDIX 4 FORM (20 % MARKS) 

APPENDIX 5 FORM (10 % MARKS) 

 

 

 

 

 

 

 

 

  

FILL BY 

INDUSTRY/ 

ORGANISATIONS 

FILL BY 

POLYTECHNIC’S 

LECTURER 

40 % MARKS 
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70 % MARKS 

INTERNSHIP ASSESSMENT 
ELECTRIC ENGINEERING DEPARTMENT (JKE) 

 

 

 

 

 

 

 

 

 

 

 

APPENDIX 1 FORM 

(50 % MARKS) 

& 

APPENDIX 2 FORM 

(20 % MARKS) 

 

APPENDIX 3 FORM (10 % MARKS) 

APPENDIX 4 FORM (10 % MARKS) 

APPENDIX 5 FORM (10 % MARKS) 

 

 

 

 

 

 

 

 

  

FILL BY 

INDUSTRY/ 

ORGANISATIONS 

FILL BY 

POLYTECHNIC’S 

LECTURER 

30 % MARKS 
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APPENDIX FORM 
 
 
 
 

APPENDIX 1 

PRACTICAL TASK 

FORM 

APPENDIX 3 

REFLECTIVE 

JOURNAL FORM 

APPENDIX 5 

PRESENTATION 

FORM 

 

  

TO PASS LI, 

MUST SUBMIT 

ALL THE 

APPENDIXES 
 
 
 
 
 

 
 

SUPERVISOR 

 
 
 
 

LECTURER 

 
APPENDIX 2 

REFLECTIVE 

JOURNAL FORM 

APPENDIX 4 

INDUSTRIAL 

TRAINING FINAL 

REPORT FORM 
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ACCIDENTS & INSURANCE CLAIM 
UPLI is not handling insurance claim but will be available to assist students 

 

IF ANY ACCIDENT HAPPEN, PLEASE DO CONTACT : 082-845596 
 

 MS. JENNIECIA IRDRINNIE ANAK 
ALLAY 

 NIK SYAHRUL FAIZAL BIN NIK 
MAT 

 MUHAMMAD SHAHRIL BIN 
GHAZALI 

 MOHD FAIZUL BIN ABU BAKAR 

JHEP 

 

 
UPLI 

EXT. 232 

 
EXT. 583 

EXT. 587 

EXT. 586 

 

 

 
ACCIDENT AT 

INTERNSHIP 

PLACEMENT 

o PLIJ 

 

 
• ACADEMIC ADVISOR (PA) 

(DEPEND ON STUDENT’S    
 DEPARTMENT) 

 

 
 
(DEPEND ON STUDENT’S  
 DEPARTMENT) 
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LOGBOOK / REFLECTIVE JOURNAL 
 
 
 

 

WEEKLY 

REFLECTION 

MUST BE 

VERIFIED BY 

SUPERVISOR 

MUST BE 

WRITTEN 

IN ENGLISH 

 
 
 
 

 
 

 
20 % OF 

TOTAL 

MARKS 

REFLECTIVE 

JOURNAL 

 
 
 

 
DAILY & WEEKLY 

REFLECTION 
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SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for 
Engineering) 

46



SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for 

Engineering) 
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SAMPLE 
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WRITING 
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Engineering) 
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SAMPLE 
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WRITING 
(for 

Engineering) 
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WRITING 
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Engineering) 
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JOURNAL 
REFLECTIVE 
DAILY 
WRITING (for 
Engineering) 
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SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for Non- 
Engineering) 
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SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for Non- 
Engineering) 
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SAMPLE 
JOURNAL 
REFLECTIVE 
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WRITING 
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Engineering) 

54



SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for Non- 
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WRITING 
(for Non- 
Engineering) 
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SAMPLE 
JOURNAL 
REFLECTIVE 
DAILY 
WRITING 
(for Non- 
Engineering) 
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SAMPLE 
JOURNAL 
REFLECTIVE 
WEEKLY 
WRITING 
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SAMPLE 
JOURNAL 
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WEEKLY 
WRITING 
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SAMPLE 
JOURNAL 
REFLECTIVE 
WEEKLY 
WRITING 
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DO NOT 

WRITE LIKE 

THIS 

(UNCOMPLETED 

WRITING) 
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Chapter 1: Introduction (Not more than 5 pages) 

Chapter 2: Company Background & Organization Structure (Not more than 5 pages) 

Chapter 3: Weekly Job Summary (Not more than 5 pages) 

Chapter 4: Technical Content (Must be more than 30 pages) 

Chapter 5: Finding and Recommendation (Not more than 5 pages) 

Chapter 6: Conclusion (Not more than 2 pages) 
 

*( Refer Reflective Journal / Logbook ) 

Student MUST be to adhere with the above requirements. 

http://www.poliku.edu.my/wp-content/uploads/2019/09/Format-Contoh- 

Laporan-Akhir-LI.pdf 
 
 

FINAL REPORT WRITING FORMAT 
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CONFIRMATION REPORTING CARD 
 
 
 
 
 
 
 
 
 

 

 
 
 

PLEASE PRINT THIS 

FORM BY USING THIS 

COLOUR CODE BY 

STUDENT’S DEPARMENT 

AS BELOW: 

 
JKA – YELLOW 

JKE – RED 

JKM  – BLUE 

JP  – GREEN 

JKPK – PINK 

JTMK – ORANGE 

MUST BE FILLED AND VERIFIED BY 
THE INDUSTRY, POST TO 

POLITEKNIK KUCHING SARAWAK 

AND EMAIL TO 
 

uplipks@gmail.com 

WITHIN ONE WEEK (1 WEEK ) 
UPON REPORTING TO THE 

ORGANIZATION. 

 
 
 
 
 
 
 
 

UPLI PKS 

 
 
 

PLEASE PRINT THIS 

FORM BY USING THIS 

COLOUR CODE BY 

STUDENT’S DEPARMENT 

AS BELOW: 

 
JKA – YELLOW 

JKE – RED 

JKM  – BLUE 

JP  – GREEN 

JKPK – PINK 

JTMK – ORANGE 

 

 
CONFIRMATION OF 

REPORTING TO THE 

INDUSTRY 

 
 

STUDENT 

PERSONAL 

INFORMATION 
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DAILY REPORT 
PRINT (60 PAGES) 

DOUBLE SIDED 

(A4 SIZE) 
 

WEEKLY REPORT 
PRINT (12 PAGES) 

DOUBLE SIDED 

(A4 SIZE) 

 

DAILY REPORT & 

WEEKLY REPORT 

PRINT BY USING 

(A4 SIZE) 

GLOSSY PAPER 

OR PAPER WITH 

THICKNESS 

ABOUT 

120 – 140 GSM 

COVERPAGE 

(FRONT & 

BACK) 

LOGBOOK / REFLECTIVE JOURNAL 
STUDENT HAVE TO PRINT & SPIRAL 

BINDING TOGETHER ALL THE 
DOCUMENTS AS STATED FROM SPMP 

i- UPLI FOR THE COMPLETE CONTENT 

OF LOGBOOK / JOURNAL REFLECTIVE 1 2 
Please click this link : 

http://spmp.poliku.edu.my/ 
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  UPLI     PKS 

 
 

 
MAKLUMAT INI JUGA 

DIKONGSIKAN DALAM MEDIUM 
 
1) PORTAL WEBSITE PKS 

(RUANGAN MAKLUMAN 
LATIHAN INDUSTRI) 

2) SPMP i-UPLI (BERITA 
/MAKLUMAN) 

3) GROUP TELEGRAM PELAJAR 
MENGIKUT SEMESTER LI 
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FINAL REPORTS FORMATS 

 

The Completed Industrial Training Final Report must be in ring binding and must be 

submitted upon registration 

Student opted for reports in Interactive CD can refer to Garis Panduan Penulisan Kreatif 
(behind reflective journal) 

 
Chapter 1: Introductions ( not more than 5 pages ) 

Chapter 2: Company Background & Structure (not more than 5 pages ) 

Chapter 3: Weekly Jobs Summary ( not more than 5 pages ) 

Chapter 4: Technical Contents (must be more than 30 pages) 

Chapter 5: Findings And recommendations ( not more than 5 pages ) 
Chapter 6: Conclusion ( not more than 2 pages ) 

 

Chapter 1 :   Introduction 

This chapter consist a brief explanation to Industrial Training Course that 

includes introduction, Industrial Training Objectives, etc. 

Chapter 2 :   Company’s Profiles/Background 

This chapter introduces the company’s profiles such as introduction to the 

Company’s Background, Organization Charts, Company’s History, 

company’s business activities, mission, vision, etc. 

Students are advised to seek advice from the company’s representative 

before writing this page in order to prevent conflicts or leaking of 

company’s information. 

Chapter 3 :   Weekly Jobs Summary 

Weekly Jobs Summary is based on the weekly summarize of 

activities/tasks/jobs/projects handled by students. It is always put in a 

tabulate ways. 

Chapter 4 :   Technical Contents/Reports 

This chapter focuses on jobs/tasks or work performed during training. 

Only one chapter is allocated for this report. If there are many tasks or 

parts that need to be stated in the report, it can be broken down into sub- 

related topics. 

All reports in the sub-topic must be explained in details and aided with 

related diagrams, tables and pictures. 

 
Chapter 5 : Findings & Suggestions 

In this chapter, students are encouraged to write constructive and 

positive suggestions for improvement in the future. 

Chapter 6 : Conclusion 

This chapter summarizes the whole contents of the report and matters 

pertain to Industrial Training. 
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Student will not be eligible to register for report’s assessment and presentation if fail 

to adhere to the above requirements. 

 

Final Report’s Writing Format For Politeknik Kuching Sarawak 
 

1. Reports must be written in English only 
 

2. The length of the report is 50 – 80 pages and these limits are for reporting text only 

and it’s exclude the front page, preface, references and appendices. Minimum 

allowable pages is 50 pages and maximum is 80 pages ( pages only for chapter 1 

to chapter 6). 

3. Refer to Garis Panduan LI Edisi 2013 for more details (behind Reflective Journal) 

 

4. Font used is Arial size 11 or Time New Roman size 12 and using double paragraph 

spacing. 

5. The verses in the sentences must be accurate, concise, and easy to understand and 

must be in passive sentences 

Examples of passive sentences (correct   writing   style) Equipment 

is sent and inspected in the workshop and any malfunctions are 

immediately repaired. 

Examples     of     active     verbs     (wrong     style     of     writing) 

I checked the equipment delivered to the workshop and immediately 

repair it. 

6. Report must be spiral binding . The front Cover should be printed in black ink using 

blue colour A4 paper and thickness more than 200 grammes. 

References 
 

1. Ahmad Zaki Abu Bakar (1999). “Pemprosesan Teks Bahasa Melayu Untuk 

Pemahaman Komputer” , Universiti Teknologi Malaysia:Tesis Ph.D 

 

2. Turner, A.J. (1990), “Tendering and Estimating”, 7th ed. Prentice : Hall (m.s 66- 
80) 

 
3. Chong, Ah Meng, (1991), Treating Victims of therapist, Psychotheraphy, 28, 

174-187. 
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CHAPTER 1 : INTRODUCTION 

 

1.1 Introduction 
 

 

 

 

 

4 CM 

 

As a partial fulfillment of the requirement for the award Diploma in Automotive 

Diesel, this student must at least take one session of Industrial Training or practical at an 

organization that have been by Polytechnic for the student. Industrial Training will be 

progress for five month at the organization where the student taking their training. 

Starting from June 2001, all of the polytechnic students at Malaysia Education Ministry 

have executed the system which giving the entire Polytechnic student ten times credit 

who doing the Industrial Training. 
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CHAPTER 2 : COMPANY BACKGROUND & ORGANIZATION STRUCTURE 

 

2.1 Ismaco Organization Background 

 

The company specializes in the supply of motor vehicles. In addition, the 

company also provides after sales service/maintenance and repairs as well as the supply 

4 CM 
of spare parts to further complement and support the selling of its vehicles. At present, 

the company is authorized dealers for Inokom Lorimas, Isuzu vehicles, HICOM National 

Truck, Kia & Mitsubushi vehicles. 

The company is registered with the Unit Pendaftaran Kontraktor (UPK) and 

Pembendaharaan Malaysia Sarawak (FFO) as a supplier of motor vehicles service / 

maintenance and repairs and supply of spare parts to all government departments, local 

council in Sarawak State and Federal level respectively. 
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Since its inception, the company has been operating from its present location at 

Lot 1789-1791, Batu 3, Jalan Penrissen, 93250 Kuching, Sarawak. The workshop and 

spare parts office is located at Sub Lot 5 & 6, Batu Kawa Light Industrial Park, MJC Jalan 

Batu Kawa, 93250 Kuching, Sarawak. 

 

 

Figure 1.1 Map showing Ismaco Sdn Bhd 
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Figure 1.2 Ismaco and Kia entrance 
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2.2 Organization Chart 
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Manager Sales 
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 Jason 

General Manager 

Service & Parts 
 

 Liew 

Chung 

Haw 

Finance & 

Admin 

Manager 
 

 Sofian 

Osma 
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Chart 1.0 Organization Chart 
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CHAPTER 3 : WEEKLY JOBS SUMMARY 

 

As a student of Polytechnic that under His or Her Industrial Training as the 

requirement for award Diploma, a student must wrote down the information and data 

about the knowledge or work that have the students learnt, watch or even hear during 

 
4 CM 

the Industrial Training. To make sure the marking work or the evaluation more easily, 

the activity has been made weekly and in a table form. 

2.5 CM 

 

Date Activities 

 

4/7/2011-9/7/2011 
 

(week 1) 

 Report to the officer 

 Introduced by the officer to all of the staff 

 Demonstration of disconnecting the gearbox and 
lorry clutch 

 Service the brake piston 

 Change oil, oil filter of naza ria 

 Change the piston ring and piston liner of naza ria. 

 Clean and scrap the gasket 

 Install piston liner into engine block 

 Reassamble engine block, cylinder head and cap. 
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CHAPTER 4 : TECHNICAL CONTENTS 

 

4.1 Safety 

 

Too many people are injured while working in automotive workshops or 
 

 

 

 

4 CM 

carrying out off-site service calls. Manual handling injuries are the most common type 

of injuries occurring in automotive workshops. The injuries occur from handling heavy 

or awkward objects, heavy lifting and prolonged or sustained work in awkward postures. 

This injury trend occurs across all types of vehicle repair, maintenance or installation 

work and on all types of vehicles. The nature of work there is always the risk of severe 

injury or fatality. Some risks are obvious such as vehicles falling from hoists or jacks. 

Other risk are less obvious, such as the long-term effects of breathing asbestos fibers or 

fumes. Employers have a duty to minimize the risk of injury at their workplace. 
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4.1.1 Overview of Automotive Workshop Injuries 

 

Manual handling injuries are the most common type of injury occurring in 

motor vehicle workshops. The injuries occur from handling heavy or awkward 

objects, heavy lifting and prolonged or sustained work in awkward postures. This 

injury trend occurs across all types of vehicle repair, maintenance or installation 

work and on all types of vehicles. The next most common category of injury is 

slips, trips and falls, usually from floors in substandard condition. Fatal accidents 

are devastating and while the young and inexperienced are most at risk, 

experienced workers and In some cases employers have been the victim. In almost 

every instance a chain of event is put into place that ultimately leads to tragic 

consequences. 

4.2     Engine Overhaul 

 

In car service industries, engine overhaul is one type of engine service which 

include the procedure such as replacement of piston ring, gaskets, valve, rocker arm, 

 

4 CM 

hydraulic lash adjustor, oil seal and others part which needed to be replace or service. 

Usually, the problem of engine which is needed to be overhaul is when the engine 

4.2.1 General Overhaul 

 

General overhaul is meant by the general cleaning of the engine, 

replacement of parts inside the engine, lapping of valves and all of the necessary 

repairs of the parts which is needed to be repaired.   General overhaul usually 

must be done when the water mixed with the lubricant / engine oil. When the 
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81



 
 

2.5 CM 
 
 

water mixed with the engine oil, this cause the engine to overheated and may 

cause damage to the engine and the engine power drop and produce less power. 

The parts which commonly needed to be replaced during overhaul are piston liner, 

piston ring and gasket. 

4.2.2 Tools and parts needed 

 

1. Vehicle Hoist 

 

Vehicle is used to lift up the vehicle and etc 
 

 

 

Figure 5.1 Vehicle hoist 
 

 

4 CM 

 

2. Crane 
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Figure 5.2 Engine Crane 
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Chapter 6 Findings And Recommendation 

 

6.1 Findings 

 

Throughout the 20th weeks of attachment in the industry, it has exposed the real 
 

 

 
4 CM 

working environment compared to the theorectical that we learned in Polytechnic. 

Student is able to try their hands on based on the theory being taught in the campus. 

Some of the student apply at the wrong organization which is not suitable for their 

course just because of the income that they will get or so call allownace. Therefore , 

student also will not get very much knowledge and the chance to expand their skill. 

Besides that, student also do not get a chance to learnt the effective way to communicate 

with their supervisor and their work is limited. The worker also look down at the student 

when student do not know how to do the work because they did not ask their supervisor. 
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6.2 Recommendations 

 

Some of the works that is done in the industry is not the same as being taught 

theorectically. The machine in the industry is far more advanced compared to those 

used in Polytechnic. It is recommended that………………………………… 

It is good if student can undergo their training in the final semester….etc……….. 

 

A good preparation must be made by student their self who will undergo 

industrial training before they step out from campus. The preparation is not only on the 

equipment or stationary but mentally and physically is also very important so that student 

are ready to enter the working zone, the changing of enviroment around them. This is a 

must for student so that this situation will not affect student mentally making them easily 

to give up and moan during the training. 
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Chapter 7 CONCLUSION 

 

Industrial Training is program that expose student to the real working 

enviroment and experience. Through Industrial training , i can conclude that industrial 

training is very important and it can give many advantage for student who will graduate 

their Diploma or Certificate to gain experience before they get to the real situation in 

 
4 CM 

the future where the student being expose to many kinds of job or work with the time 

given. 

Through industrial training, student also can learnt to communicate better 

and polite when facing the worker and staff. Student will also learn to be more 

dicipline when doing the work given and comitted in doing those work and job in work 

place. 
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