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The COOP Training involves placement of CAIT students in industries relevant to
their academic and technical interests. The students spend 8 weeks during
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1. Introduction 4euis

The Cooperative Training component is a joint venture between Jazan University and employers
to enable students to gain practical work experience in the real world. Cooperative 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.

é s aaad) dladl 5l OLasT e OO S Laall Oy Ol deals o S Earie s Gglad) (gl
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There are two courses in Cooperative Training (COOP). The first course is placed at the end of
the first year (Third Semester) as a completion for the Associate of Science diploma, it is called
COOP-1. Whereas the second Cooperative Training is placed at the end of the second year
(Summer Semester) as a completion for the Intermediate Diploma, it is called COOP-II. It is

worth noting that both COOP-I and COOP-I1I have 2-credit unit.

(G fadll) ds¥ oSV aladl 28 (3 3gmse gl il JpV1 530 (COOP) gladl pytall 01 2e sllan
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COOP-I Training is a compulsory course which is taken by students in their 3 level (First Year)
but conducted in Summer semester, here students should have completed at least 20 credit units.
The student who undergoes the COOP-I has to spend at least 8 hours/week of practical work in
the relevant field of their study inside and outside the college. They are practicing report writing,
and general safety issues, as well as several visits to industry in agreement with the college for

which students are supervised to ensure that they accomplish the training objectives suitably.
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In COOP-I, students are required to submit a weekly report to show their achievement during the
training week/visit. After finishing COOP-I Training period, students are required to submit a
final comprehensive report at the end of the semester, plus 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 at least three evaluators.
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In the other side, COOP-II Training is a compulsory course which is taken by students in their 6"
level (Second Year), here students should have completed at least 50 credit units. The student
who undergoes the COOP-I11 has to spend at least 6 (six) continuous weeks of practical work in a
relevant field of industry during the summer semester. Here, students are placed 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 worth noting that it is not allowed for the students who undergo
COOP-I1 to register for any other courses.
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In COOP-II, students are required to submit at least 2 progressive reports (on the 3, and 5%
week) showing their progress during the training. After finishing COOP-II training period,
students are required to submit a final comprehensive report on the semester following the
training, plus a presentation about their experience and knowledge gained. The presentation is
equivalent to an oral exam and is held on front of a committee consisting of at least three
evaluators.
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2. Requirements and Eligibility — «uad
2.1.COOP-I 1 Ggudl ped!

The following criteria should be met before a student is considered eligible for admission to
COOP-I Training:
1 asleadl i (3 Jgnil) Sage LI 008 ST I ulald 334 2
1- The student should accomplish the first and second semesters or at least complete 20
credit units.
20T sy 20 Sl 8 BY e o Gy 3oV cpbadll (I et 01 -1

2- COOP-I is conducted during the summer semester. ol fadl 3 oflrl oo 1 deall )y
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3- The students cannot cancel COOP-I Training unless approval is obtained from the
Summer Training Coordinator.

Ll ) ete et VI T i) ) ) ae o) LI Se Y -4

2.2.COOP-II 2 W) gyl

The following criteria should be met before a student is considered eligible for admission to
COOP-II Training:
12 sl a3 gl Sage LI 00 ST AU olal) 334 (2
1- The student should accomplish the First Year, and have at least 40 credit units.
Bdezns 2631 8y 40 e 2 Yl 3ags LoV 2l (3 I ey 01 -1
2- The student who undergoes COOP-II training cannot register for any other courses during
summer semester.
el hadd I 2T A o (3 el a8 Y (2 eall ol de (3 e s I -2
3- The student should fill and submit the form of the commencement of the COOP-II
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) ivall Jadll 3 2 glad o) 3,50 Jladl £35é Sl Il Lo g =3
RUNRE S N P I WP IS T ES U0 USSR Y | L 4 P W P B
4- The students cannot cancel COOP-II Training unless approval is obtained from the
Summer Training Coordinator.
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3. COOP Training Outcomes gbad) oyl il
3.1.COOP-I 1 gt Gy

1. Develop the student's academic relationship with industry and technology.
Lor )5Sl Aoliall aa CJUall 265l B s 1
2. Acquire the basic knowledge of industrial safety and the nature of technical work.
A ol da by delial) 2L olwlel ol 2
3. Interpret the performance of some simple engineering operations.
i) B kid) Slken)) any olsf s 3
4. Write a report according to predetermined guidelines.
s 302 2550 Wy 85 2054
5. Perform an oral presentation to convey, in a limited time, the range of experiences obtained.
Lol g Sl Sl By st 342 23y & sk 2o s3] LD
6. Capture essential information from multiple sources of information.

sdaze jslas o Slegall Lo Jsad) L6

3.2.COOP-II 2 9l gyl

1. Relate the courses studied in the college to real world application.
3 (3 835l 3 LU Aleall Slinhadl 1A (3 I Lewys ) 2 ladh ol Ly 1
2. Interpret engineering processes and their performances.
sy dpwtid) Slhaa)) oo .2
3. Write a report according to predetermined guidelines.
s 302 2300 Wby 85 2573
4. Perform an oral presentation to convey, in a limited time, the range of experiences obtained, and

the skills learned.

Leoles géj\ <hlell m‘ ol Ji"j C-:«ﬁf-s ERE RO TG NESY g g st 4
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5. Establish priorities with managing deadlines for self and others.
N (P S PRI ATPRCI N R N PRCATAP [JVEEING
6. Capture essential information from multiple sources of information.

sdaze jslas o Sleglall Lo Jsad) L6

4. Responsibilities S ggml)

4.1.Student’s Responsibility sl &Jgsums

The student is expecting to fulfill the following criteria: g 344 (Il Sl gsus oy

1- In case of COOP-I, no more than 20% absenteeism. However, in COOP-11, 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.

Ty 2 el o) Al 3wl WOl Y020 e T med Y D gt g Al (3 -1
A A Jlly Il gy 5 8L 3 psny LIl gy 88 I Db bl (D) i e ST
L2

2- In case of COOP-II, 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.
sshn gl L widy deall Coudl gete me plbsl ol I e (2 el ol Wl -2

Al B 550 3 M3y oyl 58 PV LIl gl 3 bl e asdbly gyl el 4l

3- In case of COOP-II, student should listen carefully to the Field Mentor and write
everything in the progressive reports.

Al 3 s SRS (il el ] el I s 2 ggledl o) Wl 3 -3

4- In case of COOP-II, student should follow the rules and regulations, and adhere to the
occupational safety rules applied to the company.

S0 @ Akl aagl) ALl delshs a1y 2alaiWg delydll elsh Il Je (2 gsladl gyl A 3 -4
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5- Prepare a comprehensive report using Microsoft Word® to be submitted at the end of the
COOP Training period.
sl ) 355 18 3 asid Microsoft Word® g, plascal fols 5 slas| =5
6- Prepare and perform an oral presentation regarding the training period using Microsoft
PowerPoint® for discussion with the formed committee of evaluators.
it w223kl Microsoft POWerPoint® sl pliscal coldl 356 oo ghs 2,e adiiy slis| =6
c ) i e R et

4.2. Employer’s Responsibility (COOP-II) (2 2o\ ppld) Jusl) Lo B gjume

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

objectives. The employer is expected to:

1YL a5 oo OF Bl pad Sl ane B M L) 3325 2 gl ) U (3 S 9 3570y
Provide a training plan reflecting students’ assignments and field of study during the training
period. This should be approved by the Summer Training Coordinator of CAIT.
Al avasen Ao b alglly 2kl 05T of (g Ll 3 N LIl ales o Sw g dles i -1

Aelal) Sliphd) S deal) gpldl Geste Lede @3l OF sty . o))

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.

by ola (gl ey a8 Ygges 050 Dgn say I ol ks o s By e —2
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 company.
BWLY! o of st w3l 3 el (3 I a1 13 ASSEN (3 5T Gioge ol e (gl I alales =3
Cle San Of gy s el LY SEY AL deal) gl e f OF Gl G2l e C
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4- Monitor the students’ behavior regarding their work performance. Field Mentor should
inform the Summer Training Coordinator of any shortage from the students so corrective
action can be taken by CAIT.

o o3 1 e el o) G 3] G il e g peles cbl gl L aullal) Ssl w31, -4
IS B e ) Y 3 S g o)

5- Encourage the students and give them advice when writing their progressive reports.

e ) RS e gy V) a5 D

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

monitor students. <l 234 L5 slad) oyt etk e OF 352200 e

4.3. Field Mentor (Direct Supervisor) Responsibility (COOP-II)

2 Qj\xJ\ %)A:ﬂ C}\.\.&l\ JJ..':'.U ;\njj}nd

The qualifications of the field mentor are:
1. Has at least Associate of Science. astall & &l jlia a sl da 50 JBY) o 4y
2. Has two years of experience in the field of discipline
oasadill Aglal) 3 pall b olise J8Y) e 4

3. Good experience in training sessions. (&sall cu il & sua s A 4l

Please revise figure (1) for the process for selecting the field mentor for COOP Training.

Trainer
(Field Mentor)

v v v

Has Associate of Science Two years experience Good experience in training

I |

The three

<—NO criteria are YES—>

met?

Figure (1) — The process for selecting the field mentor for COOP Training
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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:
e CLEW AT B e e 0y () jewd Je @ s cudl 2l e gladl Gal 0 of (g

U LU (3 S g5y anlen asils (S 3glad) )l 878 o gl I plea/ oyt
Ensure the student follows the training/task plan provided by the company and approved by
the college.
IS Lede 3315 gy all S5 ALl gl o I gLl e asT -1
Inform the Summer Training Coordinator about the students’ performance on a regular basis,
via progressive reports or any other means, so corrective action can be taken.
Slelpr) S S sl b 6F ol g e pllasl O elsl e daall il Gete 3] -2
wlis Guass
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.
Al s O 13 2 wdasg T2 OF ol Cpslh e Gty o M1 sl s shae] Jo (Il womzs =3
Lt ) s )
Completing and submitting the confidential evaluation form by the company at the end of
the training period (Week 7), Form JU39-04-01-01/05. The form should be filled in with the
aid of rubrics (JU39-04-01-01/08).
1l (gl ki) 35 (7 @w‘y\) ol 38 BlE (3 Il (gl R (il 2308 gy LSl -4
{(JU39-04-01-01/08) vkl solas 358 plisnial 3sadl s bo ot .(JU3Y-04-01-01/05) el
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4.4.Summer Training Coordinator Responsibility gl Gt A games

CAIT and COOP coordinator are responsible for choosing field experience locations, which will
assist in meeting the intended LOs of both the course and consequently the program. The
availability of workshops and labs in CAIT, maintenance department in Jazan University, as well
as considerable number of companies in Jazan Industrial Sector in Jazan region, all of them serve
for the COOP-I training.

agendl LOS 2 & deban dly sl 5 wdlse Jlas) e 0¥g5e COOP ey acliall oligkd) a)s”
o S e SS) Ol daalss Bloall oy ST 3 alally ) 555 e el JUby Gpaledl ] ) AL SIS

et (5phe (3 Aol gy Bl Ol dlaie (3 IS;2)

The Summer Training Coordinator (STC) at CAIT is responsible for providing the following to
students who undergo COOP-1 and COOP-I1 training:
25 1 golad) i) Ognaz ol OVl L Lo jé e Jggedd 98 2ebiall Slidl 1S deall Coyitd) e
In the case of COOP-I, communicate with companies to coordinate for the field visits.
A Sl Geidl) SN e Lolsdl (T galadl gyl B 3 -1

2- Conducting lectures to the students about industrial safety and preparing the students to write

[N
1

technical reports.
ad) ) BT OOl slasly dsluall asluldl e ol ol clas) —2
3- In the case of COOP-II, contacting companies to place students for training for the following
summer semester.
W heall fad) 3 Al 3 (3 OVl oy SUaIL Sl (2 ggladl ol A (3 -3
4- Placing the students (qualified for COOP-II) in the companies that have been agreed and
matching the student's qualifications to the needs of the training.
Slaad wils o S 2 golad) (o) by dodid LY F ) SASad 3 Ceagll OB ay -4
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COOP Training
Coordinator

' '

Auvailability of safety and Availability of student
protection on work site disciplines

I |

L

contacting
companies

he two criteria
are satisfied?

YES

' '

Auvailability of on-site nearby
housing, or near students’
accommodation

I , |

Availability of transportation
to and from the work site

t least on€
criterion is
satisfied?

vesm-Accept)

Figure (2) — The process for selecting the worksites for COOP-II Training

Providing all necessary information required for the placement of all candidates for training
in the COOP-II program.
2 gl ) by (3 il e N OOl 20 Slaglall IS 1ég5 =5
Maintaining a regular liaison with the participating employers and with the student’s Field
Mentor through the channels authorized by the employer.
A ol e Lede gane JLasl Blog b e gl sy SUSTa)l Ol me plazis JLail 399 =6
Coordinating the evaluation forms from the Employers and the Faculty Evaluators.

oS e S iy DS e I o 23U gy Gt =7
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8- Collecting and compiling the final grades for both COOP-I and COOP-II, as well as
submitting them to the concerned department.
A beges ¢ 25 1 golead) oyl (o)Al OOl iy adled) Byl mpgy OO leds g 2Dzl =8
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4.5.COOP Training Advisor responsibility NVIRE IRV AP

The qualifications of the COOP training advisor are: : -4 <l 2% e SO a
1. PhD holder. o5l s )l Jala
2. Has at least two years’ experience in internship.isiamll 5 5l (e i J8Y) e )
3. Solid background about safety and risk management procedures.
ALl Glel ja) (A Bua 3 i Al
The COOP advisor of the student 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 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:
oy (paasdl 3 Bk (6sd o sy (Il ol e 3 e s e ga Ul ppledl il e
s Il aslos wa M e ot agledl il 4SS 58 IV LIl amsd (gl (ool Gnie B e 4t
3T A ol gl sy S0 G
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).
oo Al Al N Ll de g1 Laal) dlas Al IV e gyl sl LIl ASL ALl 2l e aST -1
() 2,2l ) Al 15 e sezally L))
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.

Ll ol Glal o Slllaze s 113 2l o pleht 2l foad il G2l s Lol =2
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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).

o oS S gl Cod) e et OF gLl S el Sl ATl ) aemy -3
(5l aalad) gyl 378 s Ul ol fadll) Sl i) 2S5 T aled) (gl I

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

Training Coordinator.
aslad) el s ) el g 2l b ) Y s L) —4
5- Attending and evaluating the student's oral presentation, if needed.

W e 3] Il (g5htl (ol iy jpua =5

4.6.COOP Examining Committee Responsibility aphil) @Sl B3 B g5ons

The examination committee is comprised of three faculty members from the student’s academic
department assigned by the Summer Training Coordinator. The examination 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. The rubrics (JU39-04-01-01/06) and (JU39-04-01-01/07) are used for evaluation.
258 . )l ) ke agion (Il bl oS Bl ) At e cliael B e (Sl 2k il
w2 Jo L el ) gl B auEy ( ghdl (o ally (Il Sl ik WS ad
(JU39-04-01-01/06) vl swlas 345Ls dsadl s o 1z oSl k) JUBO-04-01-01/01 35md s
.(JU39-04-01-01/07) ,

5. COOP Training Process <yl ivkes

In the case of COOP-I training, eligibility is essential, please refer to Section 2.1. However, in
the case of COOP-I1I Training, there are several steps which should be followed. Some of these

steps are preceding the training period, others are during the period itself, and the rest of the

13
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steps are following the training period. The processes for both COOP training could be
summarized as shown in the following flowcharts, Figures (3 and 4), for which the role of each
member in the COOP process is explicitly appeared and recognized.

oda jan el iy Slshas sue Sla 2 gl Gl Wl @ TV el g ol (1 galedl gyl 15V
p2ds (Sey Ll 38 J5 sl 3 olibdl SUs (e 3 I 2V aadly (g dl 38 13 Slshd
IS 50 ooy i S s dl) sVl (4 3) SV (3 o gn LS Gglad il Al SIS il lsladd

el s 3 s

Commencement of COOP-I COOP-I Training
(Students” Weekly Attendance) Coordinator

!

Visit Companies |«&

'

Progressive Reports
(60 Marks)

Student
abseteeism

<= 20%1

Presentation & Examination
Final Report  |«& Committee
(40 Marks)

> 5 days

>(END

Figure (3) — COOP-I Training Process Flowchart
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Forms filled?
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COORP Training
Coordinator

contacting
companies

Companies Advertise Companies

atisfy criteria?,

to the students
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5.1. The semester preceding the COOP-II Training

2 gl o) 353 oy 1 oyl fnadll

All students who plan to take COOP-II training (in Summer Semester) should complete the

following steps during the semester just before their COOP-II training program begins:

N I olladl JaSan) (mad) fradll 3) 2 galadl )l i & Jemed) Ogg o)l OB o e 4

1-

tagd o) il 4 Ty O s llly ol oadll §50a Gy g ) ol il

The student should submit a Summer Training Requests via Student JU gate to the Summer

Training Coordinator. This allows the student to record the companies that he wants to apply

(as proposed from the CAIT) for his COOP-II training or even propose other companies for
the coming Summer Semester.

ot Geia L Aloly Ol ek Ll Bl I e edd) il (Wb g ) e (s -1

S e dmall oS L gl 3 JI ey S ol e Il (k) s Tt - sl

2 gl gl 2T 1S A1 o (Reslial) i)

After approving the student request from the Summer Training Coordinator and his

registration for the COOP-II, the student should sign the Declaration form for COOP-II
Training (JU39-04-01-01/03).

ot pRell LI ey el el Gete [ e Il 2 gl gyl o e BB iy 2

(JU39-04-01-01/03)  ésal) oyl gudl 358 s sdsd) I

It is the responsibility of the student to download and read the guidelines for his training

period.

s B Rl Sl Y Bel 3y ey Jpad) 3 LI ple e adggd) w5 -3
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5.2.During the COOP-I11 Training Period 2 gl el 375 o

During the COOP-II Training period, students are required to provide several documents in a

timely manner. It is also the responsibility of the student to check his provided emails and

phones regularly for any announcements from the Summer Training Coordinator. The steps

during the COOP-II Training can be summarized as follows:

Bdggen Al Lamny LS asae sl (3 bl e el @i OMll) e Gl (2 galedl (gl B DI

oK el ) Geie o] ol Jlial & g ST sl Lstbl pBly 39 iSIY) ey yamdy ASTH

1-

AU ) e 2 aladl gyl 378 6T lshed) e sls
During the first week of COOP-I1I Training program, the student is required to complete and
submit the form: Commencement of Summer Training (JU39-04-01-01/04). This form
includes information about the company, working hours, field mentor information.
Sl ) Bale 2398 iy JLSan) I e (ot 2 sled) ol iy e J9Y1 gt 5
LM Bl e Sleslaeg ¢ eall Slelig ASLAN e Sleghs m3sad) s eian L (JU39-04-01-01/04)
Each student needs to submit their progress reports (most probably on Week 3, and Week 5)
to the coordinator. The report should describe the tasks given to the student during the
preceding weeks, pending tasks (if any), and task plan for the next weeks. The student is
required to include as much information as possible in no more than ten (10) pages. Students
are committed to the template of the progressive report which can be downloaded from
college web site or even obtained from Summer Training Unit. The contents of the
progressive reports are explained as an appendix at the end of this guide.
O el ol Gain ) (ol U g5 3 LN ) Bl i s I JS7 s g2
01) Sttes Lo clgsW1 o oo gl plell pial) ABL wloW) s Il el ) plell s s
(10) 520 o a ¥V L Slaglall o St )5 5T Zhsl QI e Alall B plet alasy ((ootng
By o dede Jgad) of 2SI mBgn e oot S ol S el b ) 23sen pIV) it L Olmie

e B (3 a3l GO (3 3gmss  pee Yl Sl | deal) ()
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3-

By the end of the 6" week, the student should remind his Field Mentor to fill out the Final
Evaluation Form (JU39-04-01-01/05) and the Field Mentor MUST submit it by hand to the
Summer Training Coordinator or mail/fax it to the College. This is a confidential form. The
rubric (JU39-04-01-01/08) is used for the evaluation process.
i) gay (Il Al ks 3s8 e e ) Gl ST I e g eld) g R (3 -3
el o e ) ST ST b o b sl gl Gl e <% «(JU39-04-01-01/05)
(JU39-04-01-01/08) wesid) sulan 358 5081t o5 il Bebas .5 358 o lal) oty ISIL
Attendance is very important; more than 5 days absenteeism would lead to deny the student
to complete the COOP-I1I program. The student is expected to be followed up by Summer
Training Coordinator through:
(@) Face to Face meeting
(b) Phone calls
In case it is found out that student is not working, he will be given a DN (Denied) grade for
the course.
39l ) aly JaSanl o I Ol ) (350 Ll LT D o T i g blaiVly jp2d) -4
tM I i il gy ddl) s s gy 2
ez @l ()
Al ol (&)
oA o (292) 2 B ik B lariane pd LI OF (s -
However, the final report is required at the end of the following semester, it is recommended
for the student to start writing his final report about his work in the company from the first
week while the details may be fresh. Then he has a whole semester to improve the report in
both the context and the appearance.
28 Il Ty OF Juad) b ¢ ) ggladl oyl QU oyl foadll BE (3 sklan Sl 3 OF e =5
e JalST s hab I ) ST (3 Y AaS Jeolidl 055 G gl Ul p Sl o
By s e ST A
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5.3. The semester Following the COOP-II Training

2 gt oyt 858 by It cwlyllt fuadll

After finishing the COOP-II training, each student needs to do the following at the end of the

semester following the COOP training period:

sl ) 375 b ) bl ol B8 3 b e pldl ) pet I 872 aladl o) e eles Yl

The student needs to submit a final comprehensive report about his training in the company.
This report needs to be submitted before week 10 of the following semester of the COOP-II
training. The report should include comprehensive information about their tasks in the
progressive reports so that the final report writing task essentially becomes summarizing the
previous progressive reports submitted along with some additional details. (The template of
the Final Report is shown in the appendix at the end of this guide).
o AW gl S I s el gy SR G a5 e e S s I s OF g -1
G &g Aree Y1 pLll e Blls Slaglas 3 aan OF iy 2 gl gyl 858 b gl ) Lad)
oar il ) s il ol i el el i 056 et ol M a3 eSS Of el
o ke Jpad) of RIS wBss e alad S el AU dall Sl Zhgen SV g BLOY1 Lwolid
NERSURRER TR R EN IS URE I FYES Vg PR 2l) Qg WE NSUNER-NE)
The student needs to prepare a presentation describing his training at the company
throughout the COOP-II training period. The Summer Training Coordinator decides the date
of the presentation in front of the Examination Committee. Suggested duration for the
presentation is 20 minutes with 10 minutes for follow-up questions. (The guidelines for the
Oral Presentation are shown in the appendix at the end of this guide). The committee is
required to give marks to each student according to evaluation form: (JU39-04-01-01/01),
Part A and Part B only. Rubrics of Evaluation JU39-04-01-01/06 and JU39-04-01-01/07 are
used for the evaluating process.
) Gin 3029 IS (3 2 gladl Cgpd) 858 I 4y b e BB 2, slie] ) I g -2

Wb 2z el bolad)) alenSU 3565 10 00 3235 20 » 2 al) 2jil) 5l oSl 2k bl o)) degs iall

19



Ministry of Education i) 339

Kingdom of Saudi Arabia Q! L gl Ay o) ASLaal)
College of Applied Industrial Technology N delial) cilayail) 448

tild i) 30 oy LI IS s sllas inlll e rany (U M B (3 O (3 il 2 a))

bl e sasles g3sad) ol oSl i LB o sdly Tgdl (JU39-04-01-01/01) ieal

.(JU39-04-01-01/07) s (JU39-04-01-01/06)

3- The Head of English Unit will assign three English teachers to oversee students while

writing their final reports (they are the COOP training advisors) and creating their Power
Point presentations.

AN RN N (WERTCW LRI b SN PN AR IR o JUWERE SHES I NI YEPRUNCRIIE

Power Point zub, plisunl veoge slisly a5ld) pay) i 2l

6. COOP Examination Committee gsiad! cuyusll o Soudt L3

The Examination committee is composed of three members; they are:
ra eliact (3) A (o (o slacil) Gy yaill aaill Al ) S5
1- Member from the English Unit 4 otaoY) Aadll as g (e saac

2- Two members from the relevant department  <lUall 4} aiiy (o3 anidll (0 (g3 guiac

The Committee is responsible to grade each student according to his presentation (Part A) and
his report (Part B), form JU39-04-01-01/01 is attached as an appendix at the end of this guide.
i) i) 2358 3 el (2 s Sl opds (o) o Wy LI (S i) clls) e dlstns il

s BlE 3 ka8 345 (JUB9-04-01-01/01) ivus
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7. COOP Grading

The grade of the student is evaluated according to Table (1) below.

U Jgall by o OOl 2l i

Table (1) — Items evaluated for COOP-1 and COOP-II Training and its corresponding evaluator.

Item Evaluated ) O i) Evaluator (.Qﬂ Mark
Semester Work (Attendance, Progressive Reports) Summer Training Coordinator
1 stedl oyt 578 2o i IS n Ll ol el gyl e [ OO
d_ | Presentation Examination Committee
3 i 2 kel
© Comprehensive Analytical Final Report Examination Committee
Jlad Sl e Sl ak 25
Semester Work (Attendance, Progressive Reports) Summer Training Coordinator
2 gl gyl 35 Bl N L) NS e il fasl) ) gy Gin 45
Company Evaluation Company
1 S ey | 19
8 Presentation Examination Committee
© i o Sk | B
Comprehensive Analytical Final Report Examination Committee
Jlad sl e Sl ak 25

Each item in Table (1) is evaluated according to a few criteria. These criteria are given as rubrics

for each item. Table (2) below provides an example of the rubrics.

AleeV) il oda e Lol obsl (2) Jadbl pady . jelalt e saad Wy (1) ol 3 o JS s o2

Table (2) — Description of the scale value of rubrics in percentage s 4wl dlze¥l ylaad) Cavy

Description

Unsatisfactory Developing

Average

Above Average

Outstanding

Scale in % 20 40 60

80 100
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Each Examination Committee member gives grades which are then averaged for each criterion.
The student’s overall score for submission is the sum of all the weighted scores of the
performance criteria.

Lekonos o2 @l Il 25! ) 06Ty loms ST Loz 33T o o> o) 2k sl n giae IS0

3 elan el IS B LU byl o psag & Galad) (ol R (3 Al pls e

7.1.Presentation Evaluation  gisdl 2 euls

The oral presentation to be delivered by the student will be evaluated according to several items
of evaluation. Each item is marked by each member of the Examination Committee on a nominal
scale given in the form JU39-04-01-01/01 in case of COOP-I or form JU39-04-01-01/02 in case
of COOP-II; see the appendix for details on the performance criteria provided. The rubric of
evaluation is given in form JU39-04-01-01/06.

S et ik sl e s IS5 e slae STy el e sl Wby ded o Il andiy (sl gi2)) o)
(JU39-04-01-01/02) 35l o 1 slad) gy 8l 3 (JUBY-04-01-01/01) ismd) 2 3550 syl ks
@ 83rye el pulas OF JLae¥l 3 351 e elsY) jolae Jom Jeolid) o il el it ¢ 2 glad) gyl W 3

.JU39-04-01-01/06 7351

The evaluation criteria of the presentation include the following:
tke st il ol Y ulas
1- Presentation Structural flow: o0 JSKA1 a4l

It measures the organization of the presentation, as well as spoken language and Self-

confidence. -4l 2adly 234V 4l bl 245 ¢ 2 ,a)l (das s

2- Ability to answer questions: ALl e LY e il
Demonstrate understanding of technical details and answer questions concisely showing
good understanding of the question.

el b ) bl e Sl e e anlrly 1)) Lo lid) (I 4gb s
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3- References: &l
It shows if the students give enough references or not. ¥ af 238" CJUall e 2ol e M s s
4-  Timing in presentation: oaadl e g

It shows how the students manage the time during presentation.

A e ol 2y i) kS

7.2.Final Report Evaluation  sgd\ » &l euds

Report will also be evaluated by means of rubrics of evaluation JU39-04-01-01/07. The criteria

of evaluating the final report are:

1-

ta Y oS i splaey JU39-04-01-01/07 (i) 7398 2lacslsy ansl o Laf Sl
Report flow: A (58
It measures how the report is divided into sections and supported with enough figures and
tables with captions. Also, how the students manage fonts, font size to distinguish between
titles, and subtitles. Moreover, evaluate the table of contents, acknowledgement, and front
page.
g5 M L) BaS (Ual pang Gl cpglis o 23S Jglmy ST sgmgy pLadl ) 22 s 3T S
Aadil) Amdog Silly Sgl Joor edd BLOYL a4 i)l glially Aot ) pgliall O et oy Losladd
Report coverage: AL ddais
This conveys student understanding of the discipline.
sl Il g e ey
Ability to capture information that strengthen report discipline:
It measures the good selection of appropriate references and picking up useful information.
ol Dlaglall Lladly morloll Al jLas ) s
Submission time: paledl) < g
It measures the on-time submission of the report.

) 3l (3 R A
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8. Appendices

8.1. Appendix (A): Forms

G

z3ledl o (f) gl

This appendix introduces all forms for both COOP Training programs. The forms are available

on the college website. All forms are self-explanatory with instructions for use as needed.

However, it is important to ask the Summer Training Coordinator for more clarification.
3L ST oSOV BST wBse IS g e 3Ll L gglad) gl el 3Ll e s e g2 3l
) omte Lodls JUs OF Lad o T Y] L2l i Lo g leza¥) ¢ b Olerdad g mn 3 UV 2 ed Y

(3) dstH) (3 mose sr LS dgut 3Ll sl e Ak i)

Table (3) — COOP Training Forms  sbedl oyl 73

Form Code Form Title Duty of Timing
ES}»J\ 368 E.Sj»-:-“ ! dogs Cad gl
Evaluation Form for the COOP-I
JU39-04-01-01/01 1 sl il LAl i 3 500
Evaluation Form for the COOP-II Exam Semester after
JU39-04-01-01/02 e . e
2 sl il Ul S 23008 | Committee Week 10
Rubrics for Final Presentation ettt s & . )
JU39-04-01-01/06 eyl gl ol il s sl ad | 10 g — candl Ladl
Rubrics for Final Report
Declaration Form for COOP Training Student
JU39-04-01-01/03 g . .
2 (o sbaill il gt 3 s .l Semester before
Students’ attendance list for induction | Training Week 6
lecture for COOP-II. Advisor 6 5Nl — L&) Ladl
JU38-04-01-01/20 | Z T TG s s GV = L Jad)
2 il oy yaill S
Notification of Commencement of |  Student Summer Semester
JU39-04-01-01/04 | COOP-II i Week 1
hnall il s pilue e ; 1o — inall fuadl
Evaluation Form for Company for the
JU39-04-01-01/05 | Student performing COOP-II Company Summer Semester
Rubrics for Company Evaluation Eom V) — el fuadll
JU39-04-01-01/08 A4Sl il 2e 1 3 -
Rubrics for Progressive Reports for | 1raining Summer Semester
JU39-04-01-01/09 | COOP-I Advisor Weeks 3, and 5
2 (sl ol Ads el Lyl il e 8 | oyt e | 553 g — il Ladl
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8.2. Appendix (B): Progressive Reports for COOP-I|I
2 galadl Cyyuall - M ) 1 (0) ol

The Progressive Reports should be submitted to the Summer Training Coordinator. The template

is available through the college website.

S wBae P e e S M 230 hal) gl et L B ) s 4

8.3. Appendix (C): Final Comprehensive Report Joldl ldl @ o(z) gl

Each student is required to submit a final report about his work in the company after finishing
the COOP-I1I Training period. This comprehensive report needs to be submitted before week 10
of the following semester. Please use the template provided on the college website.

2AY U @l gy 2 ) ) 558 e sVl dm 3520 (3 Al e fade U el OF ade I IS

S mige e LS sy pull m3gedl plisial oy 8,80 QU bl fadl) e sl g 81 LS

Start to write your report from the first week, while the information and knowledge is still fresh.
Then you have a whole semester to improve your report.
Jg.'z e JA{L}“‘)J Jad ol (: 2lad 3 5pee Y legleld 0SS G ch‘Y\ @MY‘ o S LSS T

(S B m

8.4. Appendix (D): Final Presentation ) el 1 (3) Gl

The presentation should summarize the student’s experience and knowledge gained. It should be
concise and full of drawings, figures, charts, etc. which describe the whole work during the
COOP Training session. The duration of the presentation is about 10 minutes, do not waste time
telling stories, go to the point and show us your experience.

ey (Vg (gl Libey rge 00 OF ity Al wprny I B2 dtd) o)l el OF s
AL a8l el s (3 B aeas Y aids 20 Ll o)l e L gl Gl 378 I lles Lt gy 1 il

pesS) ) ity a2 W o s delbl boLad)
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