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Preface

The Internship Office of IIT Madras along with the Student Placement & Internship Cell headed by the Heads,
under the guidance of Advisors and Dean (Students) strives to provide summer internship opportunities for
students in the pre-final year of their taught program at lIT Madras.

This document encloses the policies pertaining to companies wishing to recruit interns through the Institute
Internship Process. For further details regarding the Internship Process, kindly visit the Institute Internship
Portal

We might include the name and publicly available details of your firm in media releases. If this is not
desirable, kindly let the office know specifically.

Company & Profile Registration

Registration Procedure

e Company Registration will begin in June for Phase 1 of Internship Season. Interviews will commence in
August.

e Companies have to register with the Internship Office via the Institute Internship Portal and fill the
online Internship Registration Form (IRF) with every detail of all profiles to be offered including the Job
Description (JD), Compensation Details etc. The JD should contain the details about the profile and the
detailed eligibility criteria.

e Using the same account, a company can post multiple internship profiles on the Internship Portal.
Companies can choose the programs and departments they wish to open each profile to.

Profile Creation:

e After successful registration, companies can proceed to create one or more internship profiles on the
Internship Portal. Each profile represents an individual internship opportunity and must contain complete
and accurate information regarding the position being offered.

e Each profile will be verified by the Internship Office, and any error or clarification required will be
flagged to the company. Post background checks, the profile will be announced to the students.

® In case a change is needed at a later stage, the Internship Office can do the same

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Company Internship Portal Guide

1. Goto the lIT Madras Internship Portal

# HOME & STUDENTS @ RECRUITERS & ACADEMICS 2 OURTEAM @ CONTACTUS & RESEARCHSCHOLARS & INNEWS

OVERVIEW OF OUR INSTITUTE

i@

The Indian Institule of Technology Madras is one of the most reputed institutes for technological
education and research in India. Known for its strong relations with the indusiry, the Institute has always
been a favowite destination of recrultment for many firms.

The Ptacement and Inermship Office is the nodal point of contact for companies seeking to establish a
fruitful retationship with IT Madras. Az our logo $ay€) "Skeahirthavati Karmaja® - Success comes through
hard work.

Piacemen Brochure Click Here in.view brochure

2. Click on New Recruiter and Enter your email address.
New Registration |NSTRUCTIONS
Enter your email address and create the company profile. Recruiters have to pay the Placement fee of Rs. 10000 [ including 18% GST]

The Institute Placement Season is structured to be a year.long process: from July to May. Students
from different streams: B.Tech., Dual Degree (Integrated B.Tech. + M.Tech.), M.Tech., M.A_, M.Sc,

M.5. and PhD across 16 different branches participate in the twe-phase recruitment process, An

independent body - the Career Development Cell devotedly focuses on the all-around preparation of
Already Registered ? Click Here

Email Addre

students for the multi-faceted placement process. The registration process starts in August, and pre-
Click here for the Recruiter Portal Guide interview activities like Pre-Placement Talks, Aptitude and Technical tests happen in the September-
November period. Requesting us to refund Refund Request the payment received by the companies
in respect of such Disputed Transaction Refund Monies; or

The M.S. degree from IIT Madras is considered equivalent to M.E./M.Tech, degrees (please refer to
Page-22, Part-lll, Sec-4, Sl. No.-2 in AICTE gazetted notification 2016)


https://internship.iitm.ac.in/recruiters

3. Fill up the following information.

e,
w W Homs 4 Swdests | @ fscruiters | S Acagomics | & Owr Tesm | BB Comtsct Us | o Rosssrch Scholsrs G in Nows | @7 Spscs | M Venws Sooking

Company Registration

Kindly read the terms and

betfore

= The campany agrees o abide by e rules stated in the Recruiter’s Guidelines & Policies.
» The company iz not allowed 1o have a direct line of contact with individual students unil the day of imerviews. This inchsdes phone calls, e-maliz and any other means of

commumnication. In cases whaere the Q) to with ihe directly, i would need to be done with the express permission of the
Pucomant & internship Office.

. The agrees to e pe data of through the Placement & Internship Gffice or its representatives including, Hut not limited to, name,
phone e=mail gendaer, age, histary. In turn, the & Office and agrees 1o keop the recrulter data confidential and use it
anty far af all in

To our we our s kind for the

HR and Talent Acquisition teams may find this helipful while interacting for hiring

1. Use only official ITM CPC amadl 1Ds

2. Routa

sa.in f ) for al

I Tl COMMMUnICAlonS, SUCh as offars, SNortlists, and SUNer Major URGHes, trougn CPC office, avan if StUCENT MM MEMBers are assisting.

3. Alen CPC far ary or
4. with the student

eharing

for teuts, interviews, and logistics,

5. Treat student teams respectfully as part of officlal CPC operations.
6. Maintain strict confidentiality of student and recruitment aata.

7. Inform CPC i Is during any
B. Student lists and resumaes, Shortlists, Offers and related on a or to Be routed gh CPC official mails.
8. Mark CPC afficlals In ©T on all critical where ¥ for

10. Pay for and shared by the CPC office for varkous placement stages.

11. Keep student data configential and use it only for recrutment purposes.

12. Charly communicats final offer dstads (rols, tarms) CPC only.

13. Piease avold direcily for any offers, or

14. Requests from students for resume sharing, or outside CPC snould not be entertained.

15. Wilhdrawal offers without prior writien intimation and appraval from the CPC office s not acceptable.

16. nTM bonds or

1hat limit career movemaent of students,

17. Wiihout intimating CPC ITM please don't direcily connect unauthorized thisd-party agencies.
18. Menid roulé any quadlions on official dogree lerminalogy 10 the CPC office. Wa will Raksan with the Academic Courds Sectiond 10 Clarily ess quastkons.

Company Detalls (testErgmall.com)

Hama Of Company *

Typo Of Company *

Domestic

Beloct your afiillation =
o HR RPO

RECRUITER'S GUIDE & POLICIES DOCUMENT FOR THE 2025-2028 Click

Yoar Of Inception * Wetsitg -
Business Katurs (Company Sector) * GET § Tt Numbar *
- Select Nature OF Business
parsonnal

Reacruiter Cantact Information

e OF in-House HEL~

Mo -

Email Agdress *

test@gmail.com

Postal Cote *

Additional information

Doas your company have on office ol HTM esesrel Pak 7 =

Desigration *

Aivernate Mobiie

Albornats Fmal Address

Asdress

Are you a reglstered company inindin ¥ ©

Yo NG vou Ne
Are yOu Opan 10 hiFing SWE / SLO Sludens? ©
Yos No
Note: Cur are af cur |IT Madras, The wilh are always valued The information of collabaralion will not be used

for any purpose that recruiters would prefer us not

to. For the purpose of an important global survey of academicl employer opinicn, 1he penmission would nave sougnt on the

POrtal Wil contact detalls of Ine vz, Q% uni (QSIL) el We get the of the as e woulg e the Insignt

and precision of the survey's culcomes.

Are you Agree?

Yosu No

We herety deciare that we have gone through the Recrulter's Guldeline & Pollcy Document for the 2025-2026 campus placement season of IIT Madras and will fallow the gulkdelines
and policies mentioned in the document by letler and spint.

W BQres 10 routs M ComMANICations via the ITM Carsar Pathway Contrs anty.

We agree inai academic eligibiilty- COGPA of students (o be checked with &PC.

W canfiem no offer will be reveked once ins
Wae canfitm no deferment of jalning dples witho:

wi

aut griar TR appraval,
THA conaullation.,

We commii io maintaining the same salary and benefits as announced ai offer iime.

‘W agres not to angage in any discriminatary hiring practices

W Sgres 16 comply with applicable MBGUr WS and dota privacy regulsticns.

Vo acknowiedge [ITAM's right io biackilst the company in case of viciation of Mol terms.

W understand that only student communication is non-pinding; ALL critical communications should be routed Inroughn the CRPC office ac.in/ ac.in)

[Sharuise, offer, st ]

All questions regarding official degrae certlficatas/terminology will b chack wilth Academic Courses (vis CRC office)



— Companies with an existinginvitefromthePlacement & Internship office will receive login credentials
on the registered email shortly after registration.

— For companies without an invite, the team will require some extra time to process the
registration. Therefore, login credentials will be sent to the registered email address after a
period of time.

'j %} Home Students Recruiters Academics Contact Us CQur Team
My
-

Your detalls have been submitted successfully.

Thank you Tor your interast, You will receive a response from our placemant team by 4 working days, In case of any delay please reach

4. The login credentials must be used to log in to the portal.

We request you to save the auto-generated password since there is no option to change the
password as of now.

’:\w Home Students Recruiters Academics Contact Us Qur Team
?"'h-

HS

Contact Information ‘

Company Name Email Addrass

Firgis trathan Faw: Unpasid

B Company info Website Mature Of Business

B Profiles Type Of Company

Startup
¥} Palicy Document
Your Affiliation 157

® Our Location

@ Sign out Recrulter Contact Information



5. Profile details can be added from the ‘Profiles’ section of the dashboard. Please note that
profile details cannot be changed once the profile has been announced.

£ Homa Students Recruiters Atademics Contact Us Cur Team
\'h

7 Profile Information
HS

st Linpaid

Profile List A Ackd B

B Company info sl Company Profite Resume PPT Test oD Interviow
No, Name MHame Deadline Date Date Date Date Date Action

I
B Profiles N recore

*! Policy Document
® Ouwr Location

& Sign out

Add Profile Information

Profile Name *
Nature Of Profile * Type Of Offer*
Select Nature Of Business Select type of offers

Note: The Job Description should contain the following details:

* Mandatory:

About the company, About the profile, Minimum/Desired Qualifications, Details of bond (if any).
= Optional:

Detailed compensation details.

Job Location * Frobable No. of offers to be made *

Job Description *

Attach the Job Description PPT Materials

Choose File No file chosen Choose File No file chosen

Are students required to sign a bond ? *

Yes No

Are the students required to undergo any medical tests? *

Yes No



Selection Process

Group Discussion * Mode Of Interview *

Yes No Online Telephonic Offline

Test Information

Aptitute Test * Technical Test *

Yes No Yes No

Test Requirements *

6. If any problems are encountered, please exit and log in afresh.



Internship Duration and Type:

e While creating an internship profile, companies must specify the type and duration of the internship.
The Internship Portal supports the following internship categories:
o Summer Internship: Typically conducted during the summer vacation period with a duration ranging
from 8 to 12 weeks.
« Winter Internship: Conducted during the winter vacation period with a standard duration of 8 weeks.
« Semester-long Internship: Internships extending beyond the regular vacation period with a duration
of more than 12 weeks (generally 4-6 months), allowing students to undertake a full-time internship
during an academic semester.

Companies may choose to offer internships under any of the following options:
o Summer Internship only
o Winter Internship only
« Semester-long Internship only
« Either Summer/Winter or Semester-long Internship

Allocation of Student PoCs

e A confirmation mail will be sent and 2 Student PoCs (Primary & Secondary) will be assigned as well.
These Student PoCs will act as the Point of Contact for the company and recruiters are requested to
discuss the timeline for their recruitment process with the assigned Primary Student PoC.

® The Student PoCs can bring in the pitching requests from other departments and programs.
Companies are then requested to consider the possibility of opening the profile to these programs.

Profile Withdrawal

e At any later stage, if a profile is withdrawn from the Internship Portal, the corresponding Student
PoCs have to be informed about the same along with the Internship Office.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Resume Screening

Resume Submission

e A Resume Deadline can be set for each profile on the Internship Portal after which a Student is
eligible to apply for a profile.

e Companies are requested to decide upon a date keeping the Primary Student PoC and the Internship
Office in the loop.

e Once a deadline has been set, students will be able to apply for the profile via the submission of a
resume.

e The resume submitted by students is pre-checked by a research scholar set up by the Placement &
Internship Team to verify the authenticity of their Resume points.

Shortlisting

® Post the deadline, the resumes can be downloaded on the Internship Portal or can be requested from
the Primary Student PoC.

e Companies can shortlist students who they wish to consider further, and send a list back to the Primary
Student PoC and the Internship Office. The updated list will be reflected on the portal for the applicants
as well.

SWD/SLD Students

Our student fraternity has differently abled students as well [SWD/ SLD - Students with Disability & Students
with Learning Disability] . These students possess valuable skills and are equipped with employment
eligibility on par with the other students, who have a robust academic curriculum and training atthisinstitute.
Weinvitecompaniestofosterinclusivityanddiversityandappreciatethatevery individual, regardless of their
physical or mental abilities, has the potential to contribute positively to the workforce. Together we can
bridge this gap and create opportunities for differently abled students. Additional details regarding the pool
of students with disabilities can be made available from the Team.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Tests/PPTs

Timeline

e Companies have the option to conduct a Pre-Placement Talk and as part of the selection process
conduct a test. The Placement & Internship Team will assist companies in scheduling these events.

e Kindly note that in some extreme cases, conducting a PPT may not be feasible due to various institute
restrictions and otherwise in which case the Internship Team has the full right to disallow the company
from conducting one.

® Tests/PPTs can be conducted in the following timings
o Working Days: 6 PM - 10 PM IST
0 Weekends & Other Holidays: 8 AM - 1 PM IST & 3 PM - 10 PM IST

e A company will be given a maximum of 2 hours 30 minutes to conduct both a PPT and a test.

Shortlisting

e As discussed in the “Resume Screening” section, companies can choose to shortlist students who can
appear for the test. It is advisable to share the shortlist with the Student PoCs and the Internship Office
as early as possible to enable students to prepare better.

e The shortlist for further stages (GD/Interview) must be shared with the Internship Team at least 3
days prior to the scheduled time.

Attendance Policy

e Generally it is preferred for students to attend Pre-Placement Talks however there’s no enforcement
of attendance. However, a company may involve attendance during their PPT as a selection criteria
which shall be announced to the students beforehand by the respective Student Point of Contact

e The attendance policy for tests will be notified by the Primary PoC at the moment of registration.

No Direct Contact Policy

e Companies aren’t allowed to directly contact a student without prior written consent from either of
the Student PoCs. In case a company requires interested candidates to fill out a form (e.g. contact
information), the same must be informed to the Primary Student PoC.

Mode of Conduction

e The exact mode and logistics of the test/PPT will be mutually decided upon based on the guidelines
provided by the Primary PoC at the time of company registration.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Guidelines for Pre Placement Talks (PPTs)
Online

e The platform details and link for the PPT must be shared with the Primary Student PoC at least a day
in advance by companies.

e Companies are requested to share the slides or recordings for the usage of students who are unable
to attend the same.

Offline
e A venue will be booked inside the IIT Madras campus and the company will be notified of the same.

e The basic digital infrastructure necessary for conducting a PPT such as PA systems, projectors and
screens will be provided by the Internship Office.

e Companies are requested to contact the Internship Office through the Primary PoC for arranging the
venue, digital infrastructure and other needs.

Guidelines for Tests
Online

e The platform details and link for the test must be shared with the Primary Student PoC at least a day
in advance by companies.

® In case the platform requires some additional configuration from the candidates’ side, the
instructions for the same must be provided at least 2 days in advance by the companies.

e |f the test platform generates personalized links for candidates, prior consent must be taken from the
Primary Student PoC before links are distributed to the candidates directly.

e Companies are requested to arrange helpline numbers that candidates can contact in case they
require assistance with the test platform.

e Post conduction of the test, the list of students who’ve attended the test must be shared within 2
days with the Primary Student PoC and the Internship Office.

Offline
e A venue will be booked inside the IIT Madras campus and the company will be notified of the same.

e The basic digital infrastructure necessary for conducting a PPT such as PA systems, projectors and
screens will be provided by the Internship Office.

e The Internship Team will arrange invigilators to proctor the test if required. Hence, we request
companies to not have proctoring softwares whilst conducting the tests. In case if the company decides
to use some proctoring software the Primary Student PoC ought to be duly informed.

e Companies are requested to contact the Internship Office through the Primary PoC for arranging the
venue, digital infrastructure and other needs.



® Post conduction of the test, the list of students who've attended the test must be shared within 2
days with the Primary Student PoC and the Internship Office.

Group Discussions (GDs)

Timeline

e Companies have the option to conduct GDs as part of the selection process. The Internship Team will
assist companies in scheduling these events.

® The structure, duration and nature of GD rounds should be shared with the Interview PoC from the
placement team at least 2 days before the GDs.

Shortlisting

® Post resume screening or a test, the list of candidates shortlisted must be shared with the Student
PoCs and the Internship Office.

e The shortlist for further stages must be shared with the Internship Team at least 3 days prior to the
scheduled time.

Attendance Policy

e The attendance policy for GDs will be notified by the Primary PoC at the moment of registration.

Mode of Conduction

® The exact mode and logistics of the GD will be mutually decided upon based on the guidelines
provided by the Primary PoC at the time of company registration.

Guidelines for Group Discussions (GDs)
Online

e The platform details and link for the test must be shared with the Primary Student PoC at least a day
in advance by companies.

® In case the platform requires some additional configuration from the candidates’ side, the
instructions for the same must be provided at least 2 days in advance by the companies.

e |n the case that the companies are conducting interviews and GDs with their proprietary solutions,
they should give owner rights/ host rights to allocated interview PoC who will add all the shortlisted
candidates to the group and help the coordinating PoC from the company’s end in managing interviews.

@ Since candidates might be located in places with unreliable internet connectivity, companies are
requested to keep open other avenues to evaluate ones facing technical difficulties.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Offline

e A venue will be booked inside the IIT Madras campus and the company will be notified of the same.

e The basic digital infrastructure necessary for conducting a GD such as PA systems, projectors and
screens will be provided by the Internship Office.

o The Internship Team will arrange invigilators to proctor the GD if required.

e Companies are requested to contact the Internship Office through the Primary PoC for arranging the
venue, digital infrastructure and other needs.

Interviews

Timeline

e The IIT Madras Placement & Internship Cell will schedule the interviews. The mode of conduction will
be mutually decided upon closer to the interview date(s).

Interview Student PoC

e Every company will be assisted by a student team consisting of a Student Interview POC and a few
coordinators to conduct the interviews.

Interview Shortlist & Waitlist

e The shortlist for the interview process must be shared by the company with the Primary Student POC
Internship Office as early as possible.

e We urge all companies to provide us with extended shortlists from their test results in addition to the
main shortlist. It will reflect in the portal as a ‘waitlist’. In case candidates on the main shortlist are
selected by companies that visited earlier, the backup candidates from the waitlist can be interviewed as
per the discretion of the company.

General Rules

e All students who have been shortlisted for interviews should be given a fair chance to interview with
the company. Kindly make sure there are enough interview panels to accommodate the entire interview

shortlist in the allocated time slot. Contact the allocated Student Interview POC or the Internship Office

in the case of any doubts

e Any attempt by a company to hold the student with the panel will be met with strict action. Each round

is strictly capped at 1 hour. Companies should not engage in holding back candidates against their will or

in pressurizing the candidates or negotiating with them about the offer.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Candidate Verification
A company will be provided with the following information for all their applicants:
=> Passport Size Photo
> Name & Roll Number
=> CGPA, Program & Specialisation
=> Nationality

= PWD Status (if any)

Mode of Conduction

e The exact mode and logistics of the interviews will be mutually decided upon based on the guidelines
provided by the Primary PoC at the interview date scheduling.

Guidelines for Interviews

Online

® The platform details and links for interview panels must be shared with the Primary Student PoC well
in advance by companies. The Internship Team will facilitate sharing of links with the students.

® In case the platform requires some additional configuration from the candidates’ side, the
instructions for the same must be provided at least 2 days in advance by the companies.

e Since candidates might be located in places with unreliable internet connectivity, companies are
requested to keep open other avenues such as telephonic interviews to evaluate ones facing technical
difficulties.

e Companies must direct interview links to students only through the Interview Student PoC. Links
CANNOT be sent to the student directly via email, WhatsApp etc. without the prior consent of the
Interview Student PoC or the Primary Student PoC.

e |n the case that the companies are conducting interviews and GDs with their proprietary solutions,
they should give owner rights/ host rights to allocated interview PoC who will add all the shortlisted
candidates to the group and help the coordinating PoC from the company’s end in managing interviews.

e Companies CANNOT hold students in pre-interview and post-interview waiting rooms.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Offline

e A venue will be booked inside the IIT Madras campus and the company will be notified of the same.

e The basic infrastructure necessary for conducting interviews such as stationery items, internet
connectivity and refreshments will be provided by the Internship Office.

e Companies are requested to contact the Internship Office through the Primary PoC for arranging the
necessary things.

Offer Management

Offer Release

e The companies must release offers to candidates only at the end of the selection process, i.e. after
every candidate has been interviewed. Companies CANNOT make spot offers.

e The list of offered students must be sent via mail to the Interview Student PoC, Primary Student PoC
and the Internship Office (internship@iitm.ac.in). All offers (made by the companies) shall be only
through the Internship Office.

e Offers must be made in the same slot as the interview process. Offers made in the timings of the
following slot will be counted as offers made in the next slot.

e Companies are also requested to share a waitlist. In case students on the offer list decline the offer
extended, the company will be given an opportunity to extend offers to people on the waitlist at their
discretion.

e Please note that you are required to intimate us by mail on the cancellation of the waitlist i.e. no offer
/ upgradation of the waitlist to offer if any within 24 hours. If this deadline is not met, the waitlisted
students getting other offers will be removed from the waitlist.

One Student One Offer

e Each student is eligible to accept at most one internship offer through the process.

e A student is deregistered from the Internship Portal after the slot in which he or she receives the first
offer, and is considered “placed”.

e |f a student receives multiple offers in a slot, he or she can accept at most one offer, and the other
offers will be considered rejected.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Multiple Offers

e Each student is eligible for only one job offer.

e If a student receives multiple offers on the same day, the student may choose from the offers in hand
and inform the Internship Office of his/her choice, within 24 hrs of the announcement of the results of
their first confirmed offer.

® Please note that if a student receives more than one offer by companies visiting on a day and there is a
delay in the announcement of results by some companies, the student is bound to accept the company’s
job offer whose results are declared in time. Hence companies are advised to not delay the release of the
offers after all the processes have been completed.

Offer Acceptance

e The students will inform the acceptance of the office within 24 hours (on the day following the
release of the offer).

e The company shall be intimated of the offer acceptance within three days of the release of the offer.

Offer Letter

e Companies should send out offer letters to the candidates before the end of March 2025. The
Internship Office must be informed of the same.

e The Internship Office will be able to provide No Objection Certificates (NoCs) on-demand from March
2025 onwards.

e The vacation dates as per the institute calendar will be informed by the Internship Office before the
end of February 2025. Typically the vacation ranges from the third week of May to the second/third
week of July. Any updates to these dates caused by unforeseen circumstances will be conveyed via mail
to the registered email address of the company.

Pre Internship Interviews (Plls)

® Recruiters are not encouraged to conduct pre-internship interviews.

e All interviews, including the final round of competitions or engagement events, if they can potentially
result in an interview, should be conducted no earlier than internship Day 1. The team will coordinate
with the recruiter and assign a slot for the interview.

e Due to exceptional logistical reasons, if interviews have to be conducted before internship Day 1, any
offers resulting from the same will be considered closed offers. Accordingly, students can accept the
offer and they will be deregistered from the Internship process.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Note About PPOs/PPIs:

PPOs & PPIs come under the purview of the Placement & Internship Office, IIT Madras. For related
policies, companies are advised to refer to the Recruiter’s Document for Placements.

Off-Campus Policy

e No company should urge or engage in interviewing candidates after they have been deregistered
from the Internship Portal as it is against the Off-Campus Policy of IIT Madras.

® By registering on the IIT Madras Internship Portal all companies implicitly agree to adhere to this policy
and any diversion from the same would result in the company being deregistered from the Internship
Portal with immediate effect and necessary action would be taken against the company and the
students.

Internship Defection Policy

e As stated in the One Student One Offer section, students are considered “placed” and are deregistered
from the Internship Portal once they accept an offer. Post accepting an offer, they cannot appear for any
of the selection process of other profiles.

e At lIT Madras, the institute recognizes the importance of research and provides opportunities for
students to pursue their research interests. In order to ensure fair access to these opportunities,
students who have received non-day 1 internship offers will be allowed to drop their internship offer and
engage in research opportunities in engineering sciences until April 10, 2025 via a written statement to
the Internship Office and Advisor with no penalty in place. Here, non day 1 refers to any offer apart from
the ones offered during day 1.1 and 1.2.

o Research opportunities primarily refer to research internships in academic institutions. These
include fellowships such as but are not limited to:

B MITACS Globalink Research Internship
Il DAAD WISE
B Charpak Research Internship Program

o Other opportunities may be classified as of a research nature as per the discretion of a committee
constituted by the Heads and the Advisors. Written consent has to be procured prior to applying for
the said opportunity.

o Companies will be informed of dropouts due to said exceptions by the third week of April.
e For any cases other than the above where students are found dropping their internships to pursue
anything else without prior consent from the Internship Office and Advisor will be debarred from appearing
in Phase 1 of Placements.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.



Actions Against Offences

Recruiters are requested to keep a note of the measures that will be undertaken in case any of the
following happens:

e Revoking offers unconditionally

The company will be blacklisted for the next season. If the internships are offered back, they will be
demoted to a later slot the following year.

e Revoking offers stating students are not eligible as per criteria that weren't mentioned earlier in the
JD or written communications with the Internship Team (Background verification and physical tests
excluded)

The company will be demoted to a later slot the following year. There will be no consequences if the
internship is offered back.

e Companies not adhering to the JD and the terms & conditions (eg: compensation less than filled in
ERF, extending the training period and/ or paying less)

Demotion to a later slot the following year or blacklisting depending upon the significance of the
additional terms included.

o Offenses not listed here

The penalty will be decided after consulting with the Advisors and the Student Heads.

Confidentiality Notice: This document contains confidential information and/or privileged material and is not to be shared
outside of IIT Madras without prior consent from the Placement & Internship Office, IIT Madras.
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	Preface The Internship Office of IIT Madras along with the Student Placement & Internship Cell headed by the Heads, under the guidance of Advisors and Dean (Students) strives to provide summer internship opportunities for students in the pre-final year of their taught program at IIT Madras.
	This document encloses the policies pertaining to companies wishing to recruit interns through the Institute Internship Process. For further details regarding the Internship Process, kindly visit the Institute Internship Portal
	We might include the name and publicly available details of your firm in media releases. If this is not desirable, kindly let the office know specifically.


	Company & Profile Registration
	Registration Procedure
	● Company Registration will begin in June for Phase 1 of Internship Season. Interviews will commence in August. ● Companies have to register with the Internship Office via the Institute Internship Portal and fill the online Internship Registration Form (IRF) with every detail of all profiles to be offered including the Job Description (JD), Compensation Details etc. The JD should contain the details about the profile and the detailed eligibility criteria.
	● Using the same account, a company can post multiple internship profiles on the Internship Portal. Companies can choose the programs and departments they wish to open each profile to.

	Profile Creation:
	● After successful registration, companies can proceed to create one or more internship profiles on the Internship Portal. Each profile represents an individual internship opportunity and must contain complete and accurate information regarding the position being offered.
	● Each profile will be verified by the Internship Office, and any error or clarification required will be flagged to the company. Post background checks, the profile will be announced to the students.
	● In case a change is needed at a later stage, the Internship Office can do the same


	Company Internship Portal Guide
	3.
	Fill up the following information.
	invitefromthePlacement & Internship office
	5. Profile details can be added from the ‘Profiles’ section of the dashboard. Please note that profile details cannot be changed once the profile has been announced.
	6. If any problems are encountered, please exit and log in afresh.
	Internship Duration and Type:
	● While creating an internship profile, companies must specify the type and duration of the internship. The Internship Portal supports the following internship categories:
	Summer Internship: Typically conducted during the summer vacation period with a duration ranging from 8 to 12 weeks.
	Winter Internship: Conducted during the winter vacation period with a standard duration of 8 weeks.
	Semester-long Internship: Internships extending beyond the regular vacation period with a duration of more than 12 weeks (generally 4–6 months), allowing students to undertake a full-time internship during an academic semester.
	Companies may choose to offer internships under any of the following options:
	Summer Internship only
	Winter Internship only
	Semester-long Internship only
	Either Summer/Winter or Semester-long Internship

	Allocation of Student PoCs
	● A confirmation mail will be sent and 2 Student PoCs (Primary & Secondary) will be assigned as well. These Student PoCs will act as the Point of Contact for the company and recruiters are requested to discuss the timeline for their recruitment process with the assigned Primary Student PoC.
	● The Student PoCs can bring in the pitching requests from other departments and programs. Companies are then requested to consider the possibility of opening the profile to these programs.

	Profile Withdrawal
	● At any later stage, if a profile is withdrawn from the Internship Portal, the corresponding Student PoCs have to be informed about the same along with the Internship Office.

	Resume Screening
	Resume Submission
	● A Resume Deadline can be set for each profile on the Internship Portal after which a Student is eligible to apply for a profile.
	● Companies are requested to decide upon a date keeping the Primary Student PoC and the Internship Office in the loop.
	● Once a deadline has been set, students will be able to apply for the profile via the submission of a resume.
	● The resume submitted by students is pre-checked by a research scholar set up by the Placement & Internship Team to verify the authenticity of their Resume points.

	Shortlisting
	● Post the deadline, the resumes can be downloaded on the Internship Portal or can be requested from the Primary Student PoC.
	● Companies can shortlist students who they wish to consider further, and send a list back to the Primary Student PoC and the Internship Office. The updated list will be reflected on the portal for the applicants as well.
	SWD/SLD Students Our student fraternity has differently abled students as well [SWD/ SLD - Students with Disability & Students with Learning Disability] . These students possess valuable skills and are equipped with employment eligibility on par with the other students, who have a robust academic curriculum and training atthisinstitute. Weinvitecompaniestofosterinclusivityanddiversityandappreciatethatevery individual, regardless of their physical or mental abilities, has the potential to contribute positively to the workforce. Together we can bridge this gap and create opportunities for differently abled students. Additional details regarding the pool of students with disabilities can be made available from the Team.


	Tests/PPTs
	Timeline
	● Companies have the option to conduct a Pre-Placement Talk and as part of the selection process conduct a test. The Placement & Internship Team will assist companies in scheduling these events.
	● Kindly note that in some extreme cases, conducting a PPT may not be feasible due to various institute restrictions and otherwise in which case the Internship Team has the full right to disallow the company from conducting one.
	● Tests/PPTs can be conducted in the following timings
	○ Working Days: 6 PM - 10 PM IST ○ Weekends & Other Holidays: 8 AM - 1 PM IST & 3 PM - 10 PM IST
	● A company will be given a maximum of 2 hours 30 minutes to conduct both a PPT and a test.

	Shortlisting
	● As discussed in the “Resume Screening” section, companies can choose to shortlist students who can appear for the test. It is advisable to share the shortlist with the Student PoCs and the Internship Office as early as possible to enable students to prepare better.
	● The shortlist for further stages (GD/Interview) must be shared with the Internship Team at least 3 days prior to the scheduled time.

	Attendance Policy
	● Generally it is preferred for students to attend Pre-Placement Talks however there’s no enforcement of attendance. However, a company may involve attendance during their PPT as a selection criteria which shall be announced to the students beforehand by the respective Student Point of Contact
	● The attendance policy for tests will be notified by the Primary PoC at the moment of registration.

	No Direct Contact Policy
	● Companies aren’t allowed to directly contact a student without prior written consent from either of the Student PoCs. In case a company requires interested candidates to fill out a form (e.g. contact information), the same must be informed to the Primary Student PoC.

	Mode of Conduction
	● The exact mode and logistics of the test/PPT will be mutually decided upon based on the guidelines provided by the Primary PoC at the time of company registration.


	Guidelines for Pre Placement Talks (PPTs) Online
	Offline

	Guidelines for Tests Online
	Offline
	● Post conduction of the test, the list of students who’ve attended the test must be shared within 2 days with the Primary Student PoC and the Internship Office.


	Group Discussions (GDs) Timeline
	● Companies have the option to conduct GDs as part of the selection process. The Internship Team will assist companies in scheduling these events.
	● The structure, duration and nature of GD rounds should be shared with the Interview PoC from the placement team at least 2 days before the GDs.
	Shortlisting
	● Post resume screening or a test, the list of candidates shortlisted must be shared with the Student PoCs and the Internship Office.
	● The shortlist for further stages must be shared with the Internship Team at least 3 days prior to the scheduled time.

	Attendance Policy
	The attendance policy for GDs will be notified by the Primary PoC at the moment of registration.

	Mode of Conduction
	● The exact mode and logistics of the GD will be mutually decided upon based on the guidelines provided by the Primary PoC at the time of company registration.

	Guidelines for Group Discussions (GDs) Online
	● The platform details and link for the test must be shared with the Primary Student PoC at least a day in advance by companies.
	● In case the platform requires some additional configuration from the candidates’ side, the instructions for the same must be provided at least 2 days in advance by the companies.
	● In the case that the companies are conducting interviews and GDs with their proprietary solutions, they should give owner rights/ host rights to allocated interview PoC who will add all the shortlisted candidates to the group and help the coordinating PoC from the company’s end in managing interviews.
	● Since candidates might be located in places with unreliable internet connectivity, companies are requested to keep open other avenues to evaluate ones facing technical difficulties.
	Offline
	● A venue will be booked inside the IIT Madras campus and the company will be notified of the same. ● The basic digital infrastructure necessary for conducting a GD such as PA systems, projectors and screens will be provided by the Internship Office.
	● The Internship Team will arrange invigilators to proctor the GD if required. ● Companies are requested to contact the Internship Office through the Primary PoC for arranging the venue, digital infrastructure and other needs.



	Interviews
	Timeline
	● The IIT Madras Placement & Internship Cell will schedule the interviews. The mode of conduction will be mutually decided upon closer to the interview date(s).

	Interview Student PoC
	● Every company will be assisted by a student team consisting of a Student Interview POC and a few coordinators to conduct the interviews.

	Interview Shortlist & Waitlist
	● The shortlist for the interview process must be shared by the company with the Primary Student POC Internship Office as early as possible.
	● We urge all companies to provide us with extended shortlists from their test results in addition to the main shortlist. It will reflect in the portal as a ‘waitlist’. In case candidates on the main shortlist are selected by companies that visited earlier, the backup candidates from the waitlist can be interviewed as per the discretion of the company.

	General Rules
	● All students who have been shortlisted for interviews should be given a fair chance to interview with the company. Kindly make sure there are enough interview panels to accommodate the entire interview shortlist in the allocated time slot. Contact the allocated Student Interview POC or the Internship Office in the case of any doubts
	● Any attempt by a company to hold the student with the panel will be met with strict action. Each round is strictly capped at 1 hour. Companies should not engage in holding back candidates against their will or in pressurizing the candidates or negotiating with them about the offer.


	Candidate Verification
	A company will be provided with the following information for all their applicants: ➔ Passport Size Photo ➔ Name & Roll Number ➔ CGPA, Program & Specialisation ➔ Nationality ➔ PWD Status (if any)

	Mode of Conduction
	● The exact mode and logistics of the interviews will be mutually decided upon based on the guidelines provided by the Primary PoC at the interview date scheduling.

	Guidelines for Interviews Online
	● The platform details and links for interview panels must be shared with the Primary Student PoC well in advance by companies. The Internship Team will facilitate sharing of links with the students.
	● In case the platform requires some additional configuration from the candidates’ side, the instructions for the same must be provided at least 2 days in advance by the companies.
	● Since candidates might be located in places with unreliable internet connectivity, companies are requested to keep open other avenues such as telephonic interviews to evaluate ones facing technical difficulties.
	● Companies must direct interview links to students only through the Interview Student PoC. Links CANNOT be sent to the student directly via email, WhatsApp etc. without the prior consent of the Interview Student PoC or the Primary Student PoC.
	● In the case that the companies are conducting interviews and GDs with their proprietary solutions, they should give owner rights/ host rights to allocated interview PoC who will add all the shortlisted candidates to the group and help the coordinating PoC from the company’s end in managing interviews.
	● Companies CANNOT hold students in pre-interview and post-interview waiting rooms.
	Offline
	● A venue will be booked inside the IIT Madras campus and the company will be notified of the same. ● The basic infrastructure necessary for conducting interviews such as stationery items, internet connectivity and refreshments will be provided by the Internship Office.
	● Companies are requested to contact the Internship Office through the Primary PoC for arranging the necessary things.


	Offer Management
	Offer Release
	● The companies must release offers to candidates only at the end of the selection process, i.e. after every candidate has been interviewed. Companies CANNOT make spot offers.
	● The list of offered students must be sent via mail to the Interview Student PoC, Primary Student PoC and the Internship Office (internship@iitm.ac.in). All offers (made by the companies) shall be only through the Internship Office.
	● Offers must be made in the same slot as the interview process. Offers made in the timings of the following slot will be counted as offers made in the next slot.
	● Companies are also requested to share a waitlist. In case students on the offer list decline the offer extended, the company will be given an opportunity to extend offers to people on the waitlist at their discretion.
	● Please note that you are required to intimate us by mail on the cancellation of the waitlist i.e. no offer / upgradation of the waitlist to offer if any within 24 hours. If this deadline is not met, the waitlisted students getting other offers will be removed from the waitlist.

	One Student One Offer
	● Each student is eligible to accept at most one internship offer through the process. ● A student is deregistered from the Internship Portal after the slot in which he or she receives the first offer, and is considered “placed”.
	● If a student receives multiple offers in a slot, he or she can accept at most one offer, and the other offers will be considered rejected.


	Multiple Offers
	● Each student is eligible for only one job offer. ● If a student receives multiple offers on the same day, the student may choose from the offers in hand and inform the Internship Office of his/her choice, within 24 hrs of the announcement of the results of their first confirmed offer.
	● Please note that if a student receives more than one offer by companies visiting on a day and there is a delay in the announcement of results by some companies, the student is bound to accept the company’s job offer whose results are declared in time. Hence companies are advised to not delay the release of the offers after all the processes have been completed.

	Offer Acceptance
	● The students will inform the acceptance of the office within 24 hours (on the day following the release of the offer).
	● The company shall be intimated of the offer acceptance within three days of the release of the offer.

	Offer Letter
	● Companies should send out offer letters to the candidates before the end of March 2025. The Internship Office must be informed of the same.
	● The Internship Office will be able to provide No Objection Certificates (NoCs) on-demand from March 2025 onwards.
	● The vacation dates as per the institute calendar will be informed by the Internship Office before the end of February 2025. Typically the vacation ranges from the third week of May to the second/third week of July. Any updates to these dates caused by unforeseen circumstances will be conveyed via mail to the registered email address of the company.

	Pre Internship Interviews (PIIs)
	● Recruiters are not encouraged to conduct pre-internship interviews.
	● All interviews, including the final round of competitions or engagement events, if they can potentially result in an interview, should be conducted no earlier than internship Day 1. The team will coordinate with the recruiter and assign a slot for the interview.
	● Due to exceptional logistical reasons, if interviews have to be conducted before internship Day 1, any offers resulting from the same will be considered closed offers. Accordingly, students can accept the offer and they will be deregistered from the Internship process.
	Note About PPOs/PPIs: PPOs & PPIs come under the purview of the Placement & Internship Office, IIT Madras. For related policies, companies are advised to refer to the Recruiter’s Document for Placements.


	Off-Campus Policy
	● No company should urge or engage in interviewing candidates after they have been deregistered from the Internship Portal as it is against the Off-Campus Policy of IIT Madras.
	● By registering on the IIT Madras Internship Portal all companies implicitly agree to adhere to this policy and any diversion from the same would result in the company being deregistered from the Internship Portal with immediate effect and necessary action would be taken against the company and the students.
	Internship Defection Policy
	● As stated in the One Student One Offer section, students are considered “placed” and are deregistered from the Internship Portal once they accept an offer. Post accepting an offer, they cannot appear for any of the selection process of other profiles.
	● At IIT Madras, the institute recognizes the importance of research and provides opportunities for students to pursue their research interests. In order to ensure fair access to these opportunities, students who have received non-day 1 internship offers will be allowed to drop their internship offer and engage in research opportunities in engineering sciences until April 10, 2025 via a written statement to the Internship Office and Advisor with no penalty in place. Here, non day 1 refers to any offer apart from the ones offered during day 1.1 and 1.2.
	○ Research opportunities primarily refer to research internships in academic institutions. These include fellowships such as but are not limited to:
	■ MITACS Globalink Research Internship ■ DAAD WISE ■ Charpak Research Internship Program
	○ Other opportunities may be classified as of a research nature as per the discretion of a committee constituted by the Heads and the Advisors. Written consent has to be procured prior to applying for the said opportunity.
	○ Companies will be informed of dropouts due to said exceptions by the third week of April.
	● For any cases other than the above where students are found dropping their internships to pursue anything else without prior consent from the Internship Office and Advisor will be debarred from appearing in Phase 1 of Placements.


	Actions Against Offences Recruiters are requested to keep a note of the measures that will be undertaken in case any of the following happens:
	● Revoking offers unconditionally The company will be blacklisted for the next season. If the internships are offered back, they will be demoted to a later slot the following year.

	● Revoking offers stating students are not eligible as per criteria that weren't mentioned earlier in the JD or written communications with the Internship Team (Background verification and physical tests excluded)
	The company will be demoted to a later slot the following year. There will be no consequences if the internship is offered back.

	● Companies not adhering to the JD and the terms & conditions (eg: compensation less than filled in ERF, extending the training period and/ or paying less)
	Demotion to a later slot the following year or blacklisting depending upon the significance of the additional terms included.
	● Offenses not listed here The penalty will be decided after consulting with the Advisors and the Student Heads.


