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1 Policy Title: COOP Training  التدريب التعاوني 

2 Scope: 

The student who undergoes the CO-OP Training has to spend 8 (eight) 

continuous weeks of practical work in a relevant field of industry during the 

summer semester. Students may be oriented in one of the companies in 

agreement with the college, and well supervised to ensure that students 

accomplish the training objectives suitably. Students may ask to take their 

training in particular companies after college approval. It is recommended for the 

students to start their CO-OP Training in the summer following their Second 

(Freshman) Year and not to leave it until the last semester. Otherwise, the 

students then have one more semester to finish and complete their graduation 

requirements. 

 

3 Purpose: 

The purpose of this policy is to provide a framework that will strengthen and 

consolidate appropriate behavior in student’s academic environment during 

COOP Training. 

 

4 Contact Persons: 
1- Vice Dean of Academic Affairs  وكيل الكلية للشئون الأكاديمية 

2- Coordinator of COOP Training   الأكاديميالارشاد منسق  

5 Definitions: 

University: Jazan University. 

College: College of Applied Industrial Technology (CAIT). 

Students: Students enrolled at the College. 

6 Date of Next Review: 2
nd

 Quarter, 2022 
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7 Policy: 

  

COOP Training is a 2-credit unit course and is taken by students who have completed their First 

Year (completed at least 60 credit units). The student who undergoes the COOP Training has to 

spend 8 (eight) continuous weeks of practical work in a relevant field of industry during the 

summer semester. Students may be oriented in one of the companies in agreement with the college, 

and well supervised to ensure that students accomplish the training objectives suitably. Students 

may ask to take their training in particular companies after college approval. It is recommended for 

the students to start their COOP Training in the summer following their Second (Freshman) Year 

and not to leave it until the last semester. Otherwise, the students then have one more semester to 

finish and complete their COOP Training requirements. 

Once registered for the summer training, a student cannot withdraw unless written approval is 

obtained from the Summer Training Coordinator. Also he is not allowed to register for any other 

courses during the COOP Training. 

Students are required to submit at least 3 progressive reports (eg. 3
rd

, 5
th

, and 7
th

 week) showing 

their progress during the training. After finishing COOP Training period, they are required to 

submit a final report and give a presentation about their experience and knowledge gained. The 

presentation is equivalent to oral exam and is held on front of a committee consisting of three 

evaluators. 

 



 

CAIT Management Policy 

College of Applied Industry (CAIT) Code JU39-04-01-01-POL 

Department Academic Affairs Issue No. 02 

Section COOP Training Issue Date 18/05/2021 
 

Page 3/7 
 

 

1. Requirements and Eligibility  

The following criteria should be met before a student is considered eligible for admission to COOP 

Training: 

1- The student should accomplish the First Year and determine his major, and have at least 50 credit units. 

2- The student who undergoes summer training cannot register for any other courses during summer 

semester. 

 

3- The student should fill and submit the form of the commencement of the COOP training, form (JU39-

04-01-01/04), by hand or by fax, to the Summer Training Unit during the first week of the training 

period. 

(JU39-04-01-01/04)

 

4- The students cannot cancel COOP Training unless approval is obtained from the Summer Training 

Coordinator. 

2. Responsibilities  

2.1. Student’s Responsibility  

The student is expecting to fulfill the following criteria:  

1- No more than five (5) days absenteeism during student’s training period. The Company will terminate 

the internship and send the student back to the college. 

 
2- The student should communicate with the Summer Training Coordinator regularly and update him 

regarding the progress of the training program and provide him with the difficulties they face during the 

training period through progressive reports. 

 
3- Listen carefully to the Field Mentor and write everything in the progressive reports. 
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4- Follow the rules and regulations, and adhere to the occupational safety rules applied to the company. 

 

5- Prepare a comprehensive report using Microsoft Word® to be submitted at the end of the COOP 

Training period. 

Microsoft Word®
6- Prepare and perform an oral presentation regarding the training period using Microsoft PowerPoint® for 

discussion with the formed committee of evaluators. 

Microsoft PowerPoint®

 

2.2. Employer’s Responsibility  

The employer has a great role in promoting the success of COOP Training and achieving 

objectives. The employer is expected to: 

 

1- Provide a training plan reflecting student’s assignments during the training period. The plan and the 

assignments should be related to the student’s field of study. This should be approved by the Summer 

Training Coordinator of CAIT. 

 

2- Assign a Field Mentor (Direct Supervisor) who has the same profession for the student; he will be 

responsible for making the training program meaningful and effective. 

 

3- Treat the student like any other employee in the company while under training. If the student does not 

show up to work either on time or at all, the Field Mentor should inform the Summer Training 

Coordinator to ensure that corrective action is taken immediately. Absenteeism should be reflected in the 

evaluation of the “Progressive Report”. 

 

4- Monitor the students’ behavior regarding their work performance. Field Mentor should inform Summer 

Training Coordinator for any shortage from the students so a corrective action can be taken by CAIT. 
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5- Encourage the students and give them advice when writing their progressive reports. 

 

6- The employer should allow and encourage visits by the Summer Training Coordinator to monitor 

students. 

 

2.3. Field Mentor (Direct Supervisor) Responsibility  

The Field Mentor has professional training in the field of the student's major; he is assigned by his 

organization to supervise the student/s. The supervisor plays a vital role in ensuring professional 

development of the student. He is responsible for setting the student’s training/task plan that covers 

the COOP Training period. He is responsible for the following tasks: 

 

1- Ensure the student follows the training/task plan provided by the company and approved by the college. 

 
2- Inform Summer Training Coordinator about the students’ performance on a regular basis, via 

progressive reports or any other means, so corrective action can be taken. 

 

3- Encourage the student to prepare and write their progressive reports. The Supervisor should read and 

sign the report before the student submits it to the Summer Training Coordinator. 

4- Completing and submitting the confidential evaluation form by the company at the end of the training 

period (Week 8), Form JU39-04-01-01/05. The form should be filled with the aid of rubrics (JU39-04-

01-01/08). 

(JU39-04-01-01/05)JU39-04-01-01/08 

 

 

 

 

 



 

CAIT Management Policy 

College of Applied Industry (CAIT) Code JU39-04-01-01-POL 

Department Academic Affairs Issue No. 02 

Section COOP Training Issue Date 18/05/2021 
 

Page 6/7 
 

2.4. Summer Training Coordinator Responsibility  

The Summer Training Coordinator (STC) at CAIT is responsible for providing the following to 

students who undergo COOP Training: 

 

1- Contacting companies to place students for COOP training for the following summer. 

 

2- Assigning qualified students to the positions that have been agreed upon and reserved for the COOP 

program, matching the student's qualifications to the needs of the job and the student preference when 

possible. 

 

 Providing all necessary information required for the placement of all candidates for employment in the 

COOP program

4- Maintaining a regular liaison with the participating employers and with the student’s Field Mentor 

through the channels authorized by the employer. 

 

5- Coordinating the evaluation forms from the Employers and the Faculty Evaluators. 

 

6- Collecting and compiling the final grade for the COOP course and submitting it to the concerned 

department. 

 

2.5. COOP Training Advisor responsibility  

The student’s COOP advisor is a faculty member in the student’s academic department with 

expertise in the subject of the COOP assignment and is assigned by the COOP Training 

Coordinator to guide the COOP student during the full period of the assignment. The advisor 

should assist the student while training in the assigned organization, his roles towards the COOP 

student includes: 
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1- Ensuring adequacy (Approving) of the work assignment by reviewing the weekly task plan and the two 

progressive reports provided by the student and approved by the company (or the Field Mentor). 

 

2- Communicating with the Field Mentor to adjust the task plan as needed if it does not meet the 

requirements or objectives of the COOP Training. 

 

3- Guiding the student in writing the final report in a professional format. The advisor should have frequent 

meetings with his COOP student during the period of writing the report (the semester that follows the 

COOP Training period). 

 

4- Communicating performance grades for progressive reports and the final report to the COOP Training 

Coordinator.   

5- Attending and evaluating the student's oral presentation, if needed. 

 

2.6. COOP Examining Committee Responsibility  

The examining committee is comprised of three faculty members from the student’s academic 

department assigned by the Summer Training Coordinator. The examining committee evaluates the 

student’s final report, presentation and reports the grade to the Summer Training Coordinator. The 

evaluation committee should use the form JU39-04-01-01/01 for evaluating the students. 

 

8 References Guidelines of COOP Training 

9 Related Procedure: JU39-04-01-01 

10 Revision History: 

Revision No Revision Date Revision Description 

02 18
th

 of May 2021 Revised by QAU – No update 

Issued by: CAIT Qulaity Assurance Unit Date: 18
th

 of May 2021 

Approved by: CAIT Dean Date: 

 


