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Part 1: Introduction  

 

1.1. Overview  

The Cooperative Training Course (BUS 491) is one of the structured mandatory courses at 

the College of Business & Administration (CBA), Princess Nourah Bint Abdulrahman 

University (PNU). It is part of the graduation requirements and aims to permit undergraduates 

to apply their knowledge and understanding of Business Administration to practical 

experience in different fields represented by participating companies.  

This handbook includes information that students would require before, during and after the 

training program and all the forms required to be used during the COOP training.  

 

Vision Statement:  

To provide students with effective training in the field of Business, and enhance and develop 

their practical skills, to prepare them for the job market.  

Mission Statement:  

To develop strong relationships with different institutions in the field of Business, granting 

our students the opportunity for real work experience.  

Goals:  

1. Refining students' abilities by providing them practical experience in their respective 

fields before graduation.  

2. Giving the students an opportunity to apply theoretical knowledge, which they have 

gained in the university environment, to practical work environment.  

3. Allowing students to experience real work environment, to take responsibilities, and 

to develop effective communication skills.  

 

1.2. Program Objectives  

The COOP Training Course is meant for students who have completed 110 credit hours. The 

training period is 15 weeks long, 6 hours a day for a total of 450 hours. Students must be 

oriented in one of the organizations, and will be supervised to accomplish this training 

correctly by a faculty member assigned by the department.  

The training must compose a link between the theoretical and academic background and the 

work environment. The training should provide a better understanding and a clear view of 
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the real-world work environment. Additionally, it should also provide students with 

complementary knowledge and training, such as solving real world problems, and being 

trained to take part in team work.  

After completing the COOP training, students must submit a report and give presentation 

that shall be judged by their assigned faculty member.  

Assessment Methods 

A. Written Report 15% 

B. Oral Presentation 5% 

C. Employer Evaluation 80% 

Objectives 

A. Develop and enhance student skills and abilities.  

B. Adaption to the real-world work environment.  

C. Prepare the students to transfer from learning environment to work environment. 

D. Compare the studying courses with real world.  

 

1.3. Requirements and Eligibility  

For students to be eligible for the COOP training program, the following requirements have 

to be met:  

A. Completion of 110 credit hours of their study.  

B. Completion of training application survey conducted by COOP Committee.  

C. Not enrolled in any other course during the semester.  

 

1.4. Registration / Dropping COOP training  

The training committee will register the students that have been accepted into a training 

position for the COOP training course (BUS 491), making sure that all students in one 

company are in the same section. The COOP training course is treated as a regular 

undergraduate course. Thus, it follows the same procedure for course registration and 

withdrawal rules as other courses at the college. 

 



 

 5 

1.5. Selection of Training Organization  

Students are responsible for attaining a placement in a company for their training (COOP). 

The Cooperative Training Committee (COOP Committee) will post many opportunities that 

come available for students, students can apply to many companies of their choice and wait 

to be called in for the interview, once the student is selected and offered an internship, the 

COOP training office must receive a letter of confirmation from the designated company.  

Students must accept the first offer they attain, and they cannot change company after that.  

 

1.6. Duration of COOP Program  

The COOP Training Course is a 450 hours program. A COOP training student is required to 

spend 450 continuous hours performing practical work in a relevant field of industry. As 

stated earlier, the COOP training has to take place during the last semester before graduation, 

and at the end of the training duration, the students shall submit a detailed final report about 

their work in their respective companies.  

 

1.7. COOP Instructions 

A. Students are responsible for applying for an internship. 

B. Students must accept the first offer they receive. 

C. Student must honor the agreement with the organization and once they accept their 

offer they cannot go back. 

D. If you complete 450 hours before the end of week 15, you must respect the agreement 

with the organization and complete the full duration that was agreed upon in the offer.  

E. Students must maintain good behavior in the organization, and if not, students will 

receive punishment from the university. 

F. The employer evaluation will be sent by the employer by email signed to the email 

of the academic supervisor. 

G. Students must submit their final report and oral presentation to successfully complete 

the course. 
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Part 2: Roles & Responsibilities  

 

2.1. Overview  

During the COOP training period, the student needs to be in touch with her academic 

supervisor at CBA in addition to her employer in the training organization.  

Each party plays a vital role, during the training period, to ensure that the students benefit 

from the COOP training program. The students must have a clear understanding of the roles 

and responsibilities of each. This part describes the role and responsibility of each party, 

including the students themselves.  

 

2.2. Employment & Internship Unit 

The CBA training program is supervised by the CBA Employment and Internship Unit, 

which is within the Vice Deanship of Academic Affairs. The Employment & Internship Unit 

contact information is:  

Phone:    011-82-35979/ 011-82-23199 

Email:    CBA-IE@pnu.edu.sa 

The role of the Employment & Internship Unit is summarized as follows: 

A. Generate a COOP room in Blackboard every semester, that contains level seven 

students. 

The Student

Academic Supervisor 

Employment & 
Internship Unit

Training 
Committee

Employer 

Training 
Organization

tel:011-82-35979/%20011-82-23147
mailto:CBA-IE@pnu.edu.sa
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B. Contact different training organizations to provide convenient places for students. 

C. Send application forms to organizations that require official letters. (such as the 

Ministry of Finance, Ministry of Interior, and Foreign Ministry) 

D. Provide the training committee with all the updated forms. 

 

2.3. Training Committee 

The Business Administration Training Committee contains 4 - 5 faculties and they can be 

reached by:  

Phone:   011-82-35835 

Email:    CBA-MANG-I@pnu.edu.sa 

The Business Administration Training Committee is responsible for the following: 

A. Prepare the training application survey that includes the training form and upload the 

link to the Blackboard Advising Unit room. 

B. Conduct the first meeting with level seven students by the 3rd/4th week of the 

semester to explain the applying procedures and requirements. 

C. Provide potential training opportunities in different organizations which relate to the 

students' major. 

D. Select the students for the provided training opportunities in 2 ways: 

1. Uploading the opportunity announcement for students in the Blackboard 

COOP room. 

2. Assigning qualified candidates by the committee based on matching students 

with the organization's requirements. The requirements could be students' 

preference, students' GPA, students’ English level, or any other requirement 

assigned by the organization. 

E. Communicate with a specific employer in response to a student desire.  

F. Follow-up with students' acceptance in different organizations. 

G. Prepare a second meeting with students before the COOP starting date, explaining 

the regulations and procedures that should be followed during the training period. 

H. Assign an academic supervisor for each student and/or company. 

mailto:CBA-MANG-I@pnu.edu.sa
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2.4. Academic Supervisor  

The academic supervisor is a faculty member in the Business Administration Department, 

assigned by the Training Committee. The academic supervisor roles towards the COOP 

students include: 

A. Follow up with the students' starting date, performance, and progress. 

Explain the requirements needed, such as Final Report, Student Evaluation, and Employer 

Evaluation. 

B. Guide and assist the students with any issue they may face during the COOP training 

period. 

C. Communicate with the student’s employer during the training period. 

D. Visit each student in her COOP organization in order to meet the student and her 

employer and fill the Field Visit Form. 

 

2.5. Training Organization 

The training organization is a company, corporate organization, or enterprise where students 

will be working as COOP trainees for 450 hours. 

The roles and responsibilities of the training organization are as follows:  

A. Assign each student to an employer to direct the student during her organization's 

training period. 

B. Define the task plan for the students during their training period (total of 450 hours). 

The tasks should be related to the student's academic field of study. 

C. Deal with the COOP trainee like any other employee in the organization, such as the 

working hours and absence policies. 

D. Depending on the organization's training policy, student accommodation, 

transportation, and/or monthly payments may be arranged by the company. 

 

2.6. Employer  

The training organization is required to assign an employer for each COOP student. The 

employer is a professional in the relevant field, and he/she will ensure the student's 

professional development. The employer will oversee the following tasks: 
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A. Introduce the student to the company's work environment, policies, behavior, and 

expected conduct. 

B. Provide the student with a work plan and ensure that each student carries out the 

required tasks throughout the training period. 

C. Sign and stamp the student's Starting Date Form (on the 1st day of the training 

period). 

D. Communicate with the student's academic supervisor for any misunderstanding that 

may arise. 

E. Sign and stamp the Student Attendance Form and students’ Final Report. Fill, sign, 

and stamp the Employer Evaluation Form and send both forms via email to the 

student’s academic supervisor. (at the end of the training period.) 

 

2.7. Students  

The role of the student is divided into three phases, as follows:  

1. Before the training period.  

2. During the training period.  

3. At the end of the training period.  

 

2.7.1. Before the training period  

A. Fill in the training application survey at the beginning of the semester with all the 

necessary information and upload the required files. 

B. Attend the first meeting for the cooperative training program in the 3rd/ 4th week of 

the semester. 

C. Download the Training Application Form from the link and fill it with the required 

information. 

D. Start searching for a training organization that meets the students' desires. 

E. Follow up with different organizations' opportunities posted on Blackboard and apply 

for the convenient announcement. 

F. Attend any interview required by the training organization and submit any needed 

files. 

G. Forward the acceptance letter after receiving one, to the training committee email. 
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H. Sign and submit the Acknowledgment Form after receiving the acceptance letter, and 

upload it to the Blackboard room for COOP. 

 

 

2.7.2. During the training period  

A. Fill the Starting Date Form on the first day of training and submit it to your academic 

supervisor via Blackboard after having it signed and stamped by the training 

organization. 

B. Fill in the Student Attendance Form daily to submit it at the end of the training period. 

C. Fill in the two Progress Report (on Week 5 and Week 9). The aim of the report is to 

give a brief overview of the activities, duties and projects in which students engage 

during each training week. These reports should be signed by the employer and then 

uploaded to the Blackboard by students. 

D. Complete the whole training period in the approved training organization workplace. 

E. Obey the work terms and rules of the training organization. 

F. Communicate with the academic supervisor about any issues that may appear in the 

training organization. 

Submit the acknowledgment form in BB

Forward the acceptance letter to the training committee email

Apply to different organizations /Apply to the opportunities given in BB 

Downlawd and fill the training application form

Fill the training application survey
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2.7.3. At the end of the training period  

After finishing the training, each student needs to submit the following to her academic 

supervisor: 

A. Submit a detailed Final Report showing your work and accomplishment in the 

Training Organization. You should submit the final report at the end of the semester 

(week 15). 

B. Prepare a presentation describing your COOP experiences.  

C. Submit the Student Evaluation Form which allows you to provide us with feedback 

about the training organization, academic supervisor, and overall experience.  

D. Remind the employer to send the Student Attendance Form and the Employer 

Evaluation Form to the academic supervisor via email. 

Complete the training period 

Fill and submit the two progress reports

Fill in your attendance in the student attendance form daily 

Fill the training start form
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Prepare your presentation 

Submit both employer evaluation and student attendance

Submit the student evaluation form 

Submit the final report
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Part3: Cooperative Training Evaluation Process 

 

3.1. Overview  

The evaluation process of the COOP Training course is based on the evaluation of two 

different evaluators. The first one is the employer evaluation, which constitutes 80% of the 

total mark. The second one is faculty evaluation by the academic supervisor. Students have to 

submit their final reports and presentations, which are worth 20% of the total mark.   

More details are provided below.  
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3.2. Internal Evaluation 

A. Final Report  

 The purpose of writing the final report is to record the practical tasks and knowledge learned 

during the training period. In general, the report contains the job description, strategies learned, 

skills gained, added benefit of the training environment, and lessons learned by the students in 

their training experiences. This assignment carries 15% of the total mark of the course.  

B. Oral Presentation 

 Students are also expected to prepare a presentation describing their COOP experiences to a 

group of students and the academic supervisor as part of the COOP evaluation. Presentations 

are generally 10 minutes long, with 5 minutes for questions. The presentation is worth 5% of 

the total mark.  

 

3.3. External Evaluation 

This evaluation is performed by the supervisor in the organization in which the student is 

taking her training. It constitutes 80% of the total evaluation and allows the employer to 

comment on the student’s work performance. The employer should fill in the Employer 

Evaluation Form at the end of the training.  
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APPENDIX 1 

Training Application Survey 
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APPENDIX 2 

Training Application Form 

 

 
 
 
 
 
 
 

 
 

 

 
 

 1 نم 1 ةحفصلا
 

 F070-0130 :جذومنلا زمر                                                        ةبردتم بیردت بلط جذومن                           
 

 ـه14378 ناضمر لولأا رادصلإا

-F54                                                     ـه14370 ناضمر لولأا رادصلإا 

 

 

 لامعلأاو ةرادلإا ةیلك يف ةبردتم بیردت بلط

                                                                                      رملأا ھمھی نم ىلإ

 الله مكظفح

 دعبو ،،،،ھتاكربو الله ةمحرو مكیلع ملاسلا

 تاجرخملا لیھأت يف ةمیظع ةیمھأ نم ينادیملا بیردتلل ام مكتداعس ىلع ىفخی لا

 دس نامضل لمعلا ةئیب يف ةیلمعلا تاراھملا ریوطت نم ھیلع بترتی امو ةعماجلل ةیمیلعتلا

 ةئیب نم مكتھج ھكلتمت املو  .ةبردملا ةینطولا تاقاطلا نم يلحملا لمعلا قوس يف تاجایتحلاا

 ةرادلإا ةـیلك نإف تاھجلا نیب نواعتلا لبس معد أدبم نم ً اقلاطناو ،انتابلاط بیردتل ةبسانم

 ةروكذملا ةبلاطلا بیردت ىلع مكتقفاومب فرشتت نمحرلا دبع تنب ةرون ةریملأا ةعماجب لامعلأاو

 .هلاعأ اھتانایب

 وأ ةیلام تامازتلا ةیأ ينادیملا بیردتلل ةرماعلا مكتھج لوبق ىلع بترتی نل ھنأب ً املع

 فارشإ تحتو ةأشنملا لمع تاقولأ ً اقفو مكیدل لمعلاب ةمزلم ةبردتملا ةبلاطلاو ،مكلبق نم ةیفیظو

 .ةفرشم وأ فرشم

 ریدقتلاو ركشلا لیزج عم

 لامعلأاو ةرادلإا ةیلكب ةیبلاطلا نوؤشلا ةریدم

 مھیردلا نانح .أ

 ةبردتملا ةبلاطلا تانایب

 ةبلاطلا مسا  يعماجلا مقرلا         

 لاوجلا مقر  يندملا لجسلا 

 ةیلكلا لامعلأاو ةرادلإا صصختلا ةرادلإا

 قفاوملا                خیرات نم

 قفاوملا                خیرات ىلإ
 بیردتلا ةرتف ً اعوبسأ رشع ةسمخ بیردتلا خیرات

 بیردتلا تاعاس ددع ةعاس 450 بیردتلا مایأ تاعاس تس/مایأ ةسمخ

Cba-mang-i@pnu.edu.sa مسقلا لیمیإ 
 نرقملا جاھتبا .أ

 بیردتلا ةسیئر

 ةبلاطلا لیمیإ  )لامعأ ةرادا مسق(
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APPENDIX 3 

Acknowledgment Form 

 

 
 
 
 
 
 
 

 
 

 

 
 

 1 نم 1 ةحفصلا
 

 ـه1441 ناضمر لولأا رادصلإا                           F051-0130 :جذومنلا زمر                                 ةبردتم ةبلاط ةعباتم  ةرامتسا جذومن                           

 ـه14378 ناضمر لولأا رادصلإا

-F54                                                     ـه14370 ناضمر لولأا رادصلإا 

 

v ةبردتملا ةبلاطلل ةيصخشلا تانايبلا: 

 

 

v يلي امب مازتللاا يلي امب هلاعا ةروكذملا ةبلاطلا انا دهعتا: 

 .رييغتلا مدعو بیردتلا ةھجب مازتللاا •

 .رذعب لاإ بيغتلا مدعو ددحملا ينمزلا لودجلا قفو يناديملا بیردتلا ةرتف روضح •

 لاــصتلاا وأ يــنورتكللاا دــیربلا ربــع وأ ةیــرودلا تاءاــقللا للاــخ نــم ةيــمیداكلأا ةفرــشملا عــم رمتسملا لصاوتلا •

 .رملاا مزل نإ ايفتاھ

 .بیردتلا ةھج اھعبتتو اھصنت يتلا ةمظنلأاو حئاوللا •

 .بیردتلا ةرتف للاخ يمسرلا يزلاو رتاسلا يعرشلا باجحلا •

 .بیردتلا ةھج ىدل ةرون ةريملأا ةعماجل افرشم لااثم نوكأ نأ •

 نــم لكــش يأــب مھيلع لواطتلا وأ مھيلإ ةءاسلإا مدعو بیردتلا ةھج يف نيلوؤسملا مارتحاو ةنھملا تايقلاخأ •

 .لاكشلأا

 

 ................................خيراتلا        ..........................................................ةبردتملا ةبلاطلا عيقوت

v ةماه ةظحلام: 

 يمسرلا ينورتكللاا ديربلا قيرط نع نوكت فوس ةبردتملا ةبلاطلا عم لصاوتلا يف ةعبتملا ةقيرطلا 

 .ةبردتملا ةبلاطلل

 يثلاثلا ةبلاطلا مسا

 ةيبرعلا ةغللاب

 

 

 ةغللاب مسلاا

 ةيزيلجنلاا

 

 ةيلكلا
 

 
 مسقلا

 

 بيردتلا ةهج
 

 

 يف فرشملا مسا

 بيردتلا ةهج

 

 

  فرشملا ليميإ
 لصاوت مقر

 فرشملا
 

 ةبلاطلا لاوج مقر  يعماجلا مقرلا
 

 

  يعماجلا ليميلإا
 لجسلا مقر

 يندملا
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APPENDIX 4 

Starting Date Form 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
 

 

 
 

 

 1 نم 1 ةحفصلا
 

 ـه1441 ناضمر لولأا رادصلإا                                                            F053-0130 :جذومنلا زمر                                                           ةبردتم ةبلاط ةرشابم  جذومن                                          

 ـھ1441 بجر لولأا رادصلإا

 
v بيردتلا ةهج ةـ /فرشم لبق نم أبعي 

 لامعلأاو ةرادلإا ةيلك ةديمع ةداعس

 مكتهج ىدل بيردتلا نرشاب يتلآا تابلاطلا نأب مكديفن هتاكربو هللا ةمحرو مكيلع ملاسلا 

 

 صصختلا يعماجلا اهمقر ةبردتملا ةبلاطلا مسا م
 ةرشابم خيرات

 بيردتلا

 فرشملا مسا

 بيردتلا ىلع
 بيردتلا ةرادإ

1       

2       

3       

4       

5       

 

      بيردتلا ةهج متخ                                                                                                                                                     

 بيردتلا ةهج ةـ/قسنم تانايب

  :ينورتكللاا ديربلا  :بيردتلا ةهج ةـ /فرشمل مسلاا

  :عيقوتلا  :لاوجلا مقر
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APPENDIX 5 

Student Attendance Form 

 

 
 
 
 
 
 
 

 
 

 

 
 

 4 نم 1 ةحفصلا
 

                                               F052-0130 :جذومنلا زمر                                                                                                                                               فارصنلااو روضحلا جذومن                      

 ـه1440 يناثلا عيبر لولأا رادصلإا 

 ـه14378 ناضمر لولأا رادصلإا

-F54                                                     ـه14370 ناضمر لولأا رادصلإا 

 

 

v بردتلا ةهج ةـ /فرشم لبق نم أبعي.. 

 خيراتلا مويلا عوبسلأا

 فارصنلاا روضحلا

 بيردتلا ةهج ةفرشم تاظحلام

 عيقوتلا تقولا عيقوتلا تقولا

 عوبسلأا

 لولأا

 

       دحلأا

       نينثلاا

       ءاثلاثلا

       ءاعبرلأا

       سيمخلا

 عوبسلأا

 يناثلا

 

       دحلأا

       نينثلاا

       ءاثلاثلا

       ءاعبرلأا

       سيمخلا

 عوبسلأا

 ثلاثلا

       دحلأا

       نينثلاا

       ءاثلاثلا

       ءاعبرلأا

       سيمخلا

 :عيقوتلا :يفيظولا ىمسملا :بيردتلا ةهج ةـ/فرشم

 بيردتلا ةهج متخ

  يعماجلا مقرلا  ةبلاطلا مسا

  هزمر  صصختلا  ةيلكلا

  بيردتلا ةرادإ  بيردتلا ةهج

 ـه14........./........./......... بيردتلا ةياهن خيرات ـه14........./........./......... بيردتلا ةيادب خيرات
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APPENDIX 6 

Progress Report 
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APPENDIX 7 

Student Evaluation Form 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

 

 
 

 

 3 نم 1 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                                   F057-0130 :جذومنلا زمر                                          بيردتلا ةهجب ةبلاط يأر علاطتسا  جذومن                                          

 ـھ1441 بجر لولأا رادصلإا

 

 

v ريوطتلاو نيسحتلا ضرغب يناديملا بيردتلا ةهج يف ةبردتملا ةبلاطلا يأر علاطتسا نايبتسلاا نم فدهلا.. 

 ) يمازلإ (*

 ةبلاطلا مسا

 

 

 مقرلا

 يعماجلا

 

 ةيلكلا *

 

 
 صصختلا*

 زمر* 

 ررقملا

 

 بيردتلا ةهج*

 

 

 ةرادإ *

 بيردتلا

 

 بيردتلا ةرتف*

 .م2016........../........./......... قفاوملا ـه14........../........./......... :نم

 .م2016........./........./......... قفاوملا ـه14........../........./.......... :ىلإ

 عيباسأ ددع*

 بيردتلا

 

 

 

 مسا*

 ةـ/فرشم

 بيردتلا ةهج
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 3 نم 2 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                                   F057-0130 :جذومنلا زمر                                          بيردتلا ةهجب ةبلاط يأر علاطتسا  جذومن                                          

 ـھ1441 بجر لولأا رادصلإا

 
 علاطتسلاا

 ةبردتملا ةبلاطلا يأر

 قفاوأ لا اردان دياحم قفاوم ةدشب قفاوم

 ةماع ةلئسا

      .يصصخت عم بسانتیو احضاو ناك بیردتلا جمانرب 1

      .يتاراھمو يتاردق عم بسانتی بیردتلا جمانرب 2

      .بیردتلا ةجيتن عم جمانربلل يتاعقوت تقباطت 3

      .ماع لكشب يدل فعضلاو ةوقلا بناوج ةفرعم يف يناديملا بیردتلا دعاس 4

      .ايلمع اھقيبطت يف اھتسرد يتلا تاررقملا نم ريبك لكشب تدفتسا 5

      .ةيباجیإب يصصختل يتیؤر يف ترثأ يناديملا بیردتلا ةبرجت 6

 ةهجلا

 ةيبيردتلا

      .بیردتلا ةئيب يف ءلامعلاو يرادلإاو ينفلا زاھجلا عم لماعتلا ةلوھس 8

      .دحاو لمع قیرفك لماعتلا حور بیردتلا ةئيب ترفو 9

      .بیردتلا تابلطتم ريفوت للاخ نم ةبردتمك لمعلل ةبسانملا ةئيبلا جمانربلاب رفوت 10

      .حضاو لكشب ھيجوتلاو داشرلإا لئاسو ترفوت 11

      .بیردتلا ةھجب لمعلا ميظنت نيناوقو حئاولل لوصولا ةلوھس 12

      .ةمدختسملا جذامنلاو ریراقتلاو تلاجسلا ىلع فرعتلا ةلوھس 13

14 
 ةيموكحلا تاسسؤملا نم اھريغب بیردتلا ةھج نيب ةقلاعلا ةعيبط ىلع فرعتلا ةلوھس

 .ةصاخلاو
     

      .تابردتملا نيب ةلادعلاو يسفنلا رارقتسلاا قيقحت يف بیردتلا ةرادإ مزتلت 15

      .ةبردتملا ةبلاطلل ةملاسلاو نملأا لئاسو بیردتلا ةھج ترفو 16
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 3 نم 3 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                                   F057-0130 :جذومنلا زمر                                          بيردتلا ةهجب ةبلاط يأر علاطتسا  جذومن                                          

 ـھ1441 بجر لولأا رادصلإا

 

 

 علاطتسلاا
  ةبردتملا ةبلاطلا يأر

 قفاوأ لا اردان دياحم قفاوم ةدشب قفاوم

 ةـ/فرشملا

 يناديملا

      .يراھملا ریوطتلا يف هرود ىدأو يناديملا فارشلإا نم تدفتسا 17

      .ةشقانملاو راوحلا يف يتاراھم ةيمنت يف دعاس يناديملا فارشلاا 18

      .ةشقانملاو راوحلا معدی 19

      .ينھملا ءادلأا نيسحتل رمتسم لكشب ةعجارلا ةیذغتلا میدقت 20

      .اھززعیو ةيباجیإب تاحرتقملاو راكفلأا لبقتی 21

 

v كتعماج ىلع هللا نذإب عفنلاب دوعي يذلاو علاطتسلاا اذه ةئبعت يف كصرح ةبلاطلا يتنبا كل ركشن .. 

 ةبردتملا ةبلاطلا يأر علاطتسلاا

 تاراسفتسا

 ؟بیردتلا تاءارجإ ميظنت يف ةنيعم تلایدعت نيحرتقت لھ 21
 

 

 ؟يناديملا بیردتلا نم اھيتبستكا يتلا تاراھملا مھأ ام كرظن ةھجو نم 22
 

 

 ؟ةيبیردتلا ةھجلا هذھ يف بیردتلل كتلايمز ھيجوت يف نيحصنت لھ 23
 

 

 ؟بیردتلا ریوطتو نيسحتل ةبسانم اھنأ نیرت ىرخأ تاظحلام 24
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APPENDIX 8 

Employer Evaluation Form 
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APPENDIX 9 

Field Visit Form 

 

 
 
 
 
 
 
 

 
 

 

 
 

 3 نم 1 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                              F043-0130 :جذومنلا زمر                                ةيناديملا تارايزلا ريرقت جذومن                              

 ـه1440 يناثلا عيبر لولأا رادصلإا 

 ـه14378 ناضمر لولأا رادصلإا

-F54                                                     ـه14370 ناضمر لولأا رادصلإا 

 

  :ينواعتلا بيردتلا تاهجل ةيناديملا تارايزلا نع ةيميداكلأا ةفرشملا ريرقت •

 

  :ةيلكلا

  :مسقلا

  :بيردتلا ةهج

  :بيردتلا ةهج ةـ /فرشم

  :بيردتلا ةهج ةـ /فرشم فتاه

  :بيردتلا ةرتف

  :ةيميداكلأا ةفرشملا مسا

  :ةيميداكلأا ةفرشملا فتاه

  :فارشلاا مايا

  :ةيناديملا تارايزلا خيرات

  :ةبردتملا نم ةبولطملا ماهملا

  :ريرقتلا ةباتك خيرات
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 3 نم 2 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                              F043-0130 :جذومنلا زمر                                ةيناديملا تارايزلا ريرقت جذومن                              

 

 

 بيردتلا نكامأ مييقت •

 يناديملا بيردتلا ىنبم

 ةجردب ققحتي

 ةضفخنم ةطسوتم ةريبك
 مل

 ققحتي

     .ةبسانم بيردت ةئيب ىنبملا رفوي

لاع ىوتسمب بيردتلا ىنبم مستي
 ٍ

 لامجلاب ساسحلاا ةيمنتو ةفاظنلا نم 

 .تابردتملا تابلاطلا ىدل

    

  تاحول ,ءافطلإا ,راذنلاا لئاسو :ةملاسلاو نملأا لئاسو ىنبملاب رفوتي

 .ةلجاع ةيبط تافاعسإ ,ةيئاقوو ةيداشرا

    

 تاذ ينابملا نيب لاصتلاا طوطخو ثاثلأاك تازيهجتلا ةفاك ىنبملاب رفوتي

 .تابردتملل ةبولطملا تامدخلا مدقتو ىنبملا مدخت يتلاو ةقلاعلا

    

 قيقحتل تابردتملا دادعا عم اهتبسانمو ,اهتءافكو ةيرشبلا تاناكملاا رفوت

 .بيردتلا ةمهم نم فادهلاا

    

     بيردتلا ىنبم ةرادإ

  ةربخلا ريفوت و بيردتلا تابلاط ةرايز لوبقب بيردتلا ىنبم ةرادإ مازتلا

 .نهتمهم ليهستو نهل ةمئلاملا
    

 لبق نم ةبردتملا ةبلاطلل اهيلع صوصنملا ماهملاب ىنبملا ةرادا مازتلا

 .بيردتلا ةدحو
    

 ةفرشملل تابردتملا تابلاطلا مدقت لوح ةعجار ةيذغت ىنبملا ةرادإ مدقت

 .ةقثوم تانايبلل اقفو يناديملا بيردتلا ةدحوو ةيميداكلاا
    

     .تابردتملا تابلاطلا عم ديج لكشب بيردتلا ىنبم ةرادإ لماعتت

     .جذومنلاو ةودقلاو ةدناسملا ززعتو يباقرلا رودلا نم ىنبملا ةرادإ للقت

 ىلا عامتسلال ٍ ايرود تابردتملا تابلاطلاب بيردتلا ىنبم ةرادإ عمتجت

 .نهئارآو نهتاظحلام
    

 ةرتف تابردتملا تابلاطلا ماود يف طابضنلاا قيقحتب ىنبملا ةرادإ مزتلت

 .بيردتلا
    

 تابلاطلا نيب يسفنلا رارقتسلااو ةلادعلا قيقحت ىنبملا ةرادإ مزتلت

 .تابردتملا
    

     .تاباصلااو ثداوحلا نم دحلل يئاقولا داشرلإل جمارب ىنبملا ةرادا ذفنت

     .يميداكلاا دامتعلال ةينطولا ريياعملا قيقحت ىنبملا ةرادإ لواحت
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 3 نم 3 ةحفصلا
 

 ـه1437 ناضمر لولأا رادصلإا                                              F043-0130 :جذومنلا زمر                                ةيناديملا تارايزلا ريرقت جذومن                              

 ـه1440 يناثلا عيبر لولأا رادصلإا 

 ـه14378 ناضمر لولأا رادصلإا

-F54                                                     ـه14370 ناضمر لولأا رادصلإا 

 

     ةيميداكلأا ةفرشملا            

 ىنبملا ىلع نيمئاقلاو ةرادلاا عم يرود لكشب عامتجلااو ،بيردتلا رقم ةرايز

 فادهأو ةطخلل ماعلا نومضملا حيضوتل كلذو تابلاطلا بيردت نولوتيس نيذلا

 .بيردتلا

    

 تابردتملا تابلاطلا ءادأ لوح ىنبملا ةرادلإ ةقثوم ةيرود ريراقت ميدقت

 .بيردتلا يف نهمدقت ىوتسمو

    

     .بيردتلا ىنبم يف تارايزلا لجس يف ةفرشملا ةرايز قيثوت

 ميوقتل ساسأك ذختي ةبردتم ةبلاط لكل ) portfolio(زاجنا فلمب ظافتحلاا

 .ةبردتملا  ةبلاطلا

    

 

 :ةيناديملا ةرايزلا ةفرشم تاظحلام

.......................................................................................................................................................................................................................................................................

.......................................................................................................................................................................................................................................................................

.......................................................................................................................................................................................................................................................................

....................................................................................................................................................................................................................................................................... 

 : مسقلا ةسيئر             ........................................... :ةيناديملا ةرايزلا ةفرشم

..........................................        

       ...................................... :عيقوتلا                            ................................................. :عيقوتلا 
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APPENDIX 10 

Final Report Description 

Any report is an innovative product, but these guidelines should spark your imagination and 

help you develop a complete and user-friendly final product. Think about your final report 

as a collection of artifacts that thoroughly document your work and the knowledge and skills 

you have acquired as an intern. It should also help you: 

o Assess your learning 

o Connect your work experiences with your knowledge 

o Reflect on your personal, academic, and career goals 

o Provide evidence of your performance 

o Document your acquisition of specific skills or knowledge 

o Record your intellectual and personal growth 

o Your portfolio can also provide potential employers with evidence of your work 

experience. 

Final Report Guidelines 

1. Include your materials in the report (Sample documents). 

2. The font should be Times New Roman and size 12. The report should be submitted 

bound and before the deadline. 

3. On the cover page, write your name, ID number, submission date, training 

organization, starting and finishing dates, and your academic advisor. 

4. The report can be either in Arabic or English based on the language used in the 

training organization.  

5. The first page should include a table of contents. 

6. The second page should be a letter from your employer, verifying the report content 

and the provided samples in addition to completing the contracted hours. 

7. Introduction 

o A brief of the report 

o Explain why you planned this particular internship. 

o Describe the training organization.  

8. Internship Activities 

o Detailed descriptions of the job/internship duties. 
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o Describe what kind of working documents, analysis, or programs you have used. 

o Include your internship contract, if applicable. 

o Comment on your internship contract, explaining any ways that your work 

diverged from your plan as outlined in the original contract. 

o Samples of internship work—each of these should be preceded by a summary 

sheet that explains the activity the item documents. Examples: Reports, 

Brochures, Agendas, Databases, Proposals, Photographs, Memos, e- mail, and 

messages. Other forms of documentation: Newsletters, Certificates Newspaper 

articles, Thank-You notes… etc.  

9. Experience Evaluation 

o Skills gained and lessons learned by the students. 

o Challenges faced and how did the students overcome them. 

o Relationship to your courses and your academic background (which courses you 

completed were the most or the least relevant to your internship). 

o Based on your training experience, what skills do you need to develop most? 

10. Conclusion 

o Summary of the report 

o Recommendations on how the internship could be improved for others. 

11. Format  

           Your report should follow the following guidelines: 

o Any sources cited must be correctly listed on a reference page using Harvard 

referencing style. 

o Font: Times New Roman. 

o The assignment will be evaluated through the Blackboard Safe Assign tool. 

o Font size: 12.  

o Double-space. 

o Must include a table of content and Appendices. 

 

Submission Date: Week 15 
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APPENDIX 11 

Presentation Guidelines 

As part of the COOP evaluation, students are supposed to present their COOP experiences.  

- The presentation is 10 minutes long, in addition to 5 minutes for questions. 

- Students are free to choose any slide format. However, they should make sure that they 

have a proper number of slides so that they are able to finish on time. 

It is important to consider the following points: 

o Presentation clarity (clear and assertive, well-structured, and easy to understand). 

o Presentation delivery (Well-rehearsed, smooth delivery in a conversational style 

and correct grammar is used). 

o  Presentation creativity. 

o You can present either Arabic or English based on the language used in the 

training organisation. 

o Be brief and to the point. 

The following MUST be addressed in your presentation: 

1. Presentation Outline 

2. Introduction: 

o Identify yourself 

o Training organization  

o Training departments 

3. Work Description 

State the tasks or duties given to the student during the COOP.  

o Monthly breakdown 

o Examples of tasks assigned to you 

4. Gained Benefits 

The presentation must highlight how well the student was able to complete the tasks or duties 

during her COOP. 

o Experience gained 

o Techniques learned 

o Problems faced 

o Solutions or attempted solutions 

5. Conclusion & Recommendations 

o Overall evaluation of the training period. 

o Evaluation of the training organization. 
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