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 Introduction

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. 

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

Year (completed at least 50 credit units). The student who undergoes the COOP Training has to 

spend at least 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. 
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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 (on the 3
rd

, 5
th

 week and 7
th

 week) 

showing their progress during the training. After finishing COOP Training period, students are 

required to submit a final report on the semester following the training, 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. 

2. 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. 

1

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

summer semester. 



Kingdom of Saudi Arabia 

Ministry of Education 

College of Applied Industrial Technology  

 المملكة العربية السعودية

 وزارة التعليم 

 الصناعيةكلية التطبيقات 

 

 3 

 

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. 

3. COOP Training Outcomes   

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. 
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4. Responsibilities  

4.1. 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. 

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. 

6- Prepare and perform an oral presentation regarding the training period using Microsoft 

PowerPoint® for discussion with the formed committee of evaluators. 

Microsoft PowerPoint®
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4.2. 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 Company. 

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. 

4.3. 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. 
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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). 

JU39-04-01-01/05JU39-04-01-01/08

4.4. 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. 

3- 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. 
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6- Collecting and compiling the final grade for the COOP course and submitting it to the 

concerned department. 

4.5. 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: 

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). 
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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. 

4.6. 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. The rubrics (JU39-04-01-01/06) and (JU39-04-01-01/07) are used for evaluation. 

JU39-04-01-01/01JU39-04-01-01/06 

JU39-04-01-01/07

5. COOP Training Process  

In order to achieve COOP 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 steps are following the training period. The following subsections summarize these steps. 
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5.1. The semester preceding the COOP Training 

        

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

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

1- The student should download the Summer Training Requests form (JU39-04-01-01/02) from 

the college website or from the office of Academic Coordination, then fill and submit the 

form to the Summer Training Coordinator. This form allows the student to record the 

companies that he wants to apply (as proposed from the CAIT) for his COOP training or 

even propose other companies for the coming Summer Semester. 

JU39-04-01-01/02

2- After approving the form JU39-04-01-01/02 by the Summer Training Coordinator, the 

student should sign the Declaration for Summer Training (JU39-04-01-01/03). 

-04-01-01/02 

JU39-04-01-01/03

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

period. 
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5.2. During the COOP Training Period  

During the COOP 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 Summer Training can be summarized as follows: 

1- During the first week of COOP 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. 

JU39-04-01-01/04

2- Each student needs to submit their progress reports (most probably on Week 3, Week 5, and 

Week 7) to the Summer Training Coordinator in coordination with the Field Mentor 

assigned to the student by the company. The report should be signed by the Field Mentor. 

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 fifteen (15) pages. In cases when the 

company/Field Mentor provides a complete training plan, it is the responsibility of the 

student to divide and present it to the Summer Training Coordinator through the progress 

reports. 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. 
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3- By the end of the 7
th

 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 

rubrics (JU39-04-01-01/08) is used for evaluation process. 

JU39-04-01-01/05

JU39-04-01-01/08

4- Attendance is very important, more than 5 days absenteeism would lead to deny the student 

to complete the COOP program. The student is expected to be followed up by Summer 

Training Coordinator through: 

(a) 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. 
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5- 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. 

5.3. The semester Following the COOP Training 

        

After finishing the training, each student needs to do the following at the end of the semester 

after the COOP training period: 

1- The student needs to submit a detailed final report about his work in the company. This 

report needs to be submitted before week 10 of the following semester after returning from 

the COOP 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). 

2- The student needs to prepare a presentation describing his work at the training company 

throughout the COOP training period. The Summer Training Coordinator decides the date of 
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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 for 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 evaluating process. 

JU39-04-01-01/01

JU39-04-01-01/06 JU39-04-01-01/07

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. 

The COOP training process could be summarized as shown in the following flowchart, Figure 

(1), for which the role of each member in the COOP process is explicitly appeared and 

recognized. 
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Figure (1) – COOP Training Process Flowchart 
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6. COOP Examination Committee  

The Examination committee is composed of three members; they are: 

 :أعضاء، هم( 3)التعاوني من ثلاثة تتكون لجنة التحكيم للتدريب 

1- Member from the English Unit   عضو من وحدة اللغة الإنجليزية 

2- Two members from the relevant department عضوين من القسم الذي ينتمي إليه الطالب 

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. 

JU39-04-01-01/01

7. COOP Grading  

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

Table (1) – Items evaluated for COOP Training and its corresponding evaluator 

 

Item Evaluated  Evaluator  Mark 

Presentation Examination Committee 
15 

Comprehensive Analytical Final Report 

 

Examination Committee 

 
25 

Company Evaluation 

 

Company 

 
15 

Semester Work (Attendance, Progressive Reports) 

 

Summer Training Coordinator 

 
45 
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Each item in Table (1) is evaluated according to a number of criteria. These criteria are given as 

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

Table (2) – Description of the scale value of rubrics from 1 to 5 or from 2 to 10 

 

Scale Value Description 

Scale 1 to 5 Scale 2 to 10 

Unsatisfactory 1 2 

Developing 2 4 

Average 3 6 

Above Average 4 8 

Outstanding 5 10 

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. 

7.1. Presentation Evaluation  

The oral presentation to be delivered by the student will be evaluated according to a number of 

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; see the appendix for details on the 

performance criteria provided. The rubrics of evaluation is given in the form JU39-04-01-01/06. 

JU39-04-01-01/01

JU39-04-01-01/06
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The evaluation criteria of the presentation include the following: 

 

1- Presentation Structural flow:  

It measures the organization of the presentation, clarity and manage presentation time. 

2- Ability to answer questions: 

It measures if the student can answer the questions given to him confidently and precisely. 

The student always hits the point to the question and does not try to go around the question 

to avoid a wrong answer. 

3- Spoken English and self-confidence: 

It measures confidence indicators, such as, does the student keeps eye contact with the 

audience or depends on reading the PPT slides throughout the presentation? Also does the 

student use clear voice, and correctly pronounce the words? 
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7.2. Final Report Evaluation  

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

of evaluating the final report are: 

JU39-04-01-01/07

1- Report clarity: 

It measures how well the figures, tables, and their captions are clear. All sections have clear 

and understandable titles, and the report has clear language. Also does the report contain 

information that is consistent with the weekly report? 

2- Report flow and coverage: 

It measures how well the student understands his work through the flow of the information 

written. Figures and tables are meaningful and they are in the right place inside the 

document. 

3- Report formatting: 

It measures the quality of writing and how the student uses font and font size to discriminate 

among report sections and items. Also, it measures the existence of table of contents, 

acknowledgement, references, etc. 
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8. Appendices  

8.1. Appendix (A): Forms  

This appendix introduces all forms for the COOP Training program. The forms are available 

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

However, it is important to ask Summer Training Coordinator for more clarification. The forms 

are tabulated in Table (3). 

Table (3) – COOP Training Forms  

Form Code Form Title Duty of Timing 

JU39-04-01-01/01 
Evaluation Form for the COOP 

للتدريب الصيفيالطالب نموذج تقييم  Exam 

Committee 

Semester after 

Week 10 JU39-04-01-01/06 
Rubrics for Final Presentation 

 النهائي للتدريب التقييم للعرضقواعد 

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

 للتقرير النهائي الشامل للتدريب التقييم قواعد 

JU39-04-01-01/02 
Summer Training Application Form 

 Student نموذج طلب ورغبات التدريب الصيفي
Semester before 

Week 6 

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

 تعهد للتدريب الصيفي التعاونينموذج 

JU39-04-01-01/04 
Notification of Commencement of 

COOP  إشعار مباشرة لتدريب الصيفي 

Student 
Summer Semester 

Week 1 

 

JU39-04-01-01/05 
Evaluation Form for Company for the 

Student نموذج تقييم الشركة للطالب    Company 
Summer Semester 

Week 8 

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

  التقييم للشركةقواعد 

JU39-04-01-01/09 
Rubrics for Progressive Reports 

  التقييم للتقارير المرحليةقواعد 

Training 

Advisor 

 

Summer Semester 

Weeks 3, 5, and 7 
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8.2. Appendix (B): Weekly Report  

The Progressive Reports should be submitted to the Summer Training Coordinator, after being 

signed from the Field Mentor and stamped by the company (if possible). The template is 

available through the college website. 

8.3. Appendix (C): Final Report  

Each student is required to submit a detailed final report about his work in the company after 

finishing the COOP Training period. This report needs to be submitted before week 10 of the 

following semester after returning from the COOP training. Please use the template provided and 

published electronically in the college website. 

Start to write your report from the first week, where information and knowledge still fresh. Then 

you have a whole semester to improve your report. 

8.4. Appendix (D): Final Presentation  

The presentation should summarize student’s experience and knowledge gained. It should be 

concise and full of drawing, figures, charts, etc which describe your work during the COOP 
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Training session. The duration for the presentation about 10 minutes, do not waste time telling 

stories, go to the point and show us your experience. 

 


