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1 Procedure Title: COOP Training  التدريب التعاوني 

2 Scope: 

The Cooperative (COOP) Training is a joint venture between Jazan University 

and employers to enable students to gain practical work experience in the real 

world. COOP Training is a 2-credit unit course and is taken by students who 

have completed their First Year and choose their major, and they are running 

through their second year (completed at least 50 credit units. 

(COOP) 

(COOP Training)

 

3 Purpose: 

COOP Training is structured to integrate the theoretical knowledge learned by 

students in the classrooms and laboratories with real world experiences; it is one 

of the graduation requirements for CAIT. 

(COOP Training)

(CAIT) 

4 Responsibilities: 

1. Dean 

2. Vice- Dean of cademic Affairs 

3. College Manager 

4. CAIT COOP Coordinator 

5. COOP Committee 

6. COOP Instructor 

7. Student 

5 Definitions: 

COOP Coordinator 

Faculty member who charged with overall 

responsibility for the Fieldwork Experience 

(COOP Training) 

Field Mentor Assigned to the student by the company 

Fieldwork Evalution 

Committee 

Ad Hoc Committee formed to evaluate the final 

report an dpresentation submitted by the 

students 
 

6 Date of Next Review: 2
nd

 Quarter, 2022 
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7 Work Instruction Activities: 

 Activity Responsibility Form 

7.1 Semester preceding COOP Training 

7.1.1 

During the first 2 weeks, students will be provided with 

all necessary information required for his placement in 

the COOP program, as well as informed about the 

following objectives via an orientation session: 

1. Relate the courses studied in the college to real 

world application. 

2. Interpret engineering processes and their 

performances. 

3. Write a report according to predetermined 

guidelines. 

4. Perform an oral presentation to convey, in a 

limited time, the range of experiences obtained 

and the skills learned. 

5. Establish priorities with managing deadlines for 

self and others. 

6. Capture essential information from multiple 

sources of information. 

COOP 

Coordinator 
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 Activity Responsibility Form 

7.1.2 

Student download the Summer Training Request form 

from the college website or from the office of College 

Management, then fill and submit the form to the CAIT 

COOP Coordinator. 

 

COOP 

Coordinator, 

College 

Manager, 

Student 

JU39-04-01-01/02 

7.1.3 

Approval of Form JU39-04-01-01/02, and the total 

number of COOP trainees are recognized. 

 

COOP 

Coordinator 

7.1.4 

During the first 4 weeks, companies will be contacted to 

know the available vacancies and place students for the 

COOP Training for the following Summer Semester. 

 

COOP 

Coordinator, 
College 

Manager 

7.1.5 

Qualified students will be assigned to the positions that 

have been agreed upon (when possible) according to the 

Summer Training Request form, matching the student's 

specialization. 

(JU39-04-01-01/02) 

COOP 

Coordinator 

7.1.6 

On the approval of Form JU39-04-01-01/02, the student 

should sign the Applcation and Declaration for COOP 

Training. 

 

Student JU39-04-01-01/03 

7.1.7 

Keep the forms JU39-04-01-01/02, JU39-04-01-01/03 in 

the file of the COOP Training. 

 

COOP 

Coordinator 
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 Activity Responsibility Form 

7.1.8 

Faculty involved must fill in a request form to teach 

during the summer semester. Keep the form in file of the 

COOP Training. 

 

COOP Advisor JU39-04-03-02/01 

7.2 During the COOP Training 

7.2.1 

During the first week of CO-OP Training, the form of 

Commencement of COOP training is required. 

COOP 
Student JU39-04-01-01/04 

7.2.2 

Attendance is very important, more than 5 days 

absenteeism, this would lead to failure to complete the 

COOP and the student will be given a DN (Denied) grade 

for the COOP. 

 

Field Mentor, 

COOP 

Instructor 
 

7.2.3 

It is the responsibility of the student to divide and present 

his training to the COOP by means of progressive reports 

with the aid of Field Mentor.  

 

Field Mentor, 

Student 

Progressive 

Report template 

7.2.4 

The progressive reports should be submitted and 

evaluated by the COOP coordinator or the advisor. 

 

COOP 

Instructor, 

COOP 

Coordinator 

Progressive 

Report 

 

Rubrics 

JU39-04-01-01/09 

7.2.5 

By the end of the COOP (7
th

 week), the student should 

remind his Field Mentor to fill out the Final COOP 

Assessment “Company Evaluation”. The Field Mentor 

MUST submit it to the COOP Instructor by mail or fax. 

This is a confidential form. 

 

Field Mentor, 

Student 

JU39-04-01-01/05 

 

Filled by means of 

rubrics 

JU39-04-01-01/08 
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 Activity Responsibility Form 

7.2.6 

Keep the forms JU39-04-01-01/04, JU39-04-01-01/05, 

JU39-04-01-01/08, JU39-04-01-01/09, and progressive 

reports in the file of the COOP Training. 

 

COOP 

Instructor, 

COOP 

Coordinator 

 

7.3 Finalizing the COOP Training 

7.3.1 

Prepare a comprehensive report using Microsoft Word® 

to be submitted at the end of the COOP Training period 

(following semester, Week 10). 

 

Student 
Comprehensive 

Report template 

7.3.2 

Prepare and perform an oral presentation regarding the 

COOP training period using Microsoft PowerPoint® for 

discussion with the formed COOP Committee of 

evaluators (following semester). 

 

Student Power Point 

7.3.3 

Form a COOP committee, formed of faculty members 

(one from each department and one from English unit). 

The committee evaluates the final report submitted by the 

student and the presentation. The appropriate rubrics 

should be used. 

Invited industry representatives may take part in the 

evaluation process as appropriate. 
COOP 

Committee 

JU39-04-01-01/01 

 

Filled by means of 

rubrics 

JU39-04-01-01/06 

JU39-04-01-01/07 

8 References 1. Guidelines for COOP in CAIT 
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9 Related Forms: 

JU39-04-01-01/01 Field Work Evaluation Form 

JU39-04-01-01/02 COOP Training Request Form 

JU39-04-01-01/03 Declaration for COOP 

JU39-04-01-01/04 Commencement for COOP 

JU39-04-01-01/05 Company Assessment for COOP 

JU39-04-01-01/06 Rubrics for Presentation Evaluation 

JU39-04-01-01/07 Rubrics for Final Report Evaluation 

JU39-04-01-01/08 Rubrics for Company Evaluation 

JU39-04-01-01/09 Rubrics for Progressive Report Evaluation 

JU39-04-03-02/01 Faculty Availability for Summer Semester 

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: 

 


