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1. Introduction

Summer Training (ST) Program is a joint effort between the College of Engineering, the
public, and the private sectors in the area of specialization to allow students to practice the
skills and knowledge.

ST students are required to spend two months (8 working weeks) of practical training in a
relevant field in industry at the end of the eighth semester.

The objectives and the learning outcomes of the Summer Training Program are addressed in
the hereafter. In addition, the requirements for student eligibility are discussed as well as the
planning, the responsibilities and the evaluation strategy. By the end, one may find the main
activities of the celebration day. To get the fruitful benefits of this program the students and
the advisors have to report surveys for the Summer Training. The guidelines also include how
to deal with major and sudden problems. The supplied appendix contains all the required
program forms.

2. Objectives of the Summer Training Program
The objectives of the Summer Training have been stated as follows:

1. Allow students to relate the classroom learning outcomes to the actual engineering
field experiences in either governmental or private sectors.

2. Build up the student's disciplinary, ability and personality to communicate
effectively through teams with the most updated various industries and technologies.

3. Introducing students for first time to their expecting careers.

4. Build up the relation between the college and the various industrial fields as well as
knowing the needs and expectations of these fields for the graduated students.

5. Enable the private and public organizations to identify the skills of the trainee, and
polarizing him for jobs.

3. Learning outcomes of the Summer Training Program

The Summer Training is one of the most useful areas for students to achieve the program
outcomes determined by ABET Accreditation for the different disciplinarians in the college.
The student outcomes stated in Table 1 are to be achieved through the summer training
practice.
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Table 1: Students Outcomes (SO's) aimed by the summer training practice.

Reference in the
Student Outcomes (SO's) (ABET 2007)
Criteria

1 An ability to apply knowledge of mathematics, science, and SO (a)
engineering

2 | An ability to function on teams SO (d)

3 | An ability to identify, formulate, and solve engineering problems SO (e)

4 | An understanding of professional and ethical responsibility SO (f)

5 | An ability to communicate effectively SO (g)
The broad education necessary to understand the impact of SO (h)

6 | engineering solutions in a global, economic, environmental, and
societal context

7 | A knowledge of contemporary issues SO (j)

g An ability to use the techniques, skills, and modern engineering SO (k)
tools necessary for engineering practice.

4. Requirements and Eligibility

The following criteria should be met before a student is considered eligible for the admission
of the Summer Training program:

1. Student has to complete a minimum of 100 credit hours after the preparatory year
prior to admit for the ST program.

2. Student has to satisfy the department special requirements, if any.
3. Student is not permitted to register for any other courses during the ST program.

The college is recommending students to start their summer training program as soon as they
finish its requirement (complete 100 Cr. Hr.). This will help students to graduate within 10
semesters. However, the College is not responsible by any mean if any student delayed his
summer training program, which results in graduation within more than ten semesters.

In addition the college will work hardly to find a training place for each student while giving
the priority to those newly achieving their first 100 Cr. Hrs. However, it is the student
decision and responsibility to start time of his summer training program any further.

5. Summer Training Planning and structure

This section focuses on the planning and the structure of the Summer Training Program. The
structure and sequences are shown in Figure 1 while the planning is given in Table 2

_4-
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Figure 1: The Flowchart of the ST Program Event Sequences
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Table 2: Planning of the ST Program

Week number Major activity

Orientation Meeting
Student fill a Sign-Off Form (Appendix A)

Week 1 Student send the Joining Report (Appendix A)

Before joining the training

Weeks 1- 8 Attending the Summer Training

= Submit the ST final report
=  Submit ST survey
Three weeks after returning | ® Submit certificate of attendance
back to the college =  Submit certificate of originality
= Get ready for the presentation (to be announced
by the program coordinator)

6. Roles and Responsibilities

There are three constituents in the Summer Training program; student, college/department
and the organization offering the Summer Training. Each of these constituents has an
effective role to get the most outcomes from the ST program. This section focuses on stating
the role of each constituent. In addition, the interaction between all of constituents is
addressed.

6.1 College/Department Responsibilities

The college organizes an orientation seminar for departing ST students. This offers an
opportunity to stress the importance of frequent communication between the students, their
ST field Advisor and the ST Coordinator. Moreover, the students will be given information
packages including this material, which contains copies of the progress reports to be
submitted along with their specific dates and meetings' schedule.

Within the college, the role of the following parties will be of pivotal importance to the
professional development of the student and to the successful completion of the ST program:
1. Academic Departments;
2. ST Coordinator
3. ST Exam Committee
4. ST Steering Committee

a) Academic Departments

The responsibilities and authorities of the Academic Departments may be summarized as:
1. Assign a ST-Coordinator, who has the responsibilities demonstrated below.

2. Approve the list of nominated students who are submitted and eligible for the ST
program.
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3. Assign the ST exam committees.

b) ST Coordinator

The roles of the coordinator may be summarized as:

1. Prepare a list of the eligible students who summited for the ST-program and
raise it to the departments for approval.

2. Nominate the public and private organizations offering Summer Training.

Communicate with the training organizations offering the training.

5. Assure that a username and the college web administrator has assigned password
for each ST Field Advisor.

6. Take the appropriate actions for solving any problem.

7. Receives the final reports from the training institutions and proceeds it to the
exam committees.

8. Collect, statistically analyze and summarize results of ST- surveys.

hed

¢) ST Steering Committee

The ST Steering Committee is responsible for administrating the ST Program. It has
another task to periodically review and assesses the data, surveys, reports and records of
the ST and may recommend improvement to the different program committees. The
committee is formed by the vice dean of academic affairs and reports to him.

d) ST Exam Committee

For each student (or group of students), an exam committee, consists of three faculty
members is assigned by the academic department. For each student, each committee -
member, evaluates the student’s ST report and presentation using the evaluation forms
given in Appendix A.

6.2 Responsibilities of the Training Organization

The training organization is the place where the student will spend his Summer Training
period. It is expected that the training organization will supply the students by adequate
practical information and training. It is expected also that the organization assign a ST Field
Adyvisor for each student or group of students. The ST Field Advisor is asked by the college
to keep track of the students and submit individual electronic-report for each student at end of
the training period. The report may be accessed electronically through the college website or
as a hard copy with official stamp of the training organization. A username and password will
be assigned for each ST Field Advisor by which he can access the pre-designed-report and
make the appropriate marks for each student.

The training organization, based on its training policy, may arrange for the students'
accommodation, transportation and/or monthly payments.
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The ST Field Advisor is a practicing engineer who is assigned by the training organization.

His role is of prime importance in ensuring adequate professional development of an assigned

student(s). It is expected that the advisor will set a working/training plan for the student

during the training period. ST Field Advisor is expected to perform the following duties:

1. Ensures that the students are provided with the required assignments and follow their
practice and progress.

2. Explains to the students and helps them to understand the training activities

3. Completes the Student Evaluation Report

6.3 Student Roles and Responsibilities

a)

Before joining the ST

1.

b)

Student should familiarize himself with the regulations and planning of the ST
program. These are contained in the material and the orientation seminar given to him
by the department/college.

Student has to make sure that he has obtained all the materials and he understands the
way to use it correctly.

. Student should make a note of the contact data of the ST coordinator/advisor and the

fax number of his department.

Student has to sign the Summer Training Sign-off Form.

. Student has to register for the Summer Training prior to start his training

During the ST

. Student should make sure that he is provided with the Summer Training regulations

from the training organization. If not, he should ask for this.

Student should submit a statement of joining the ST to the college during the first
week of training.

. Once student is assigned to a department or division, he must try to learn as much

about it, Know what functions are performed and how these functions are related to
the organization as a whole. Student can achieve this by reading organization
literature, observing activities and asking questions.

Student should act and behave professionally and ethically through the whole period
of the ST program.

. Student should always keep the ST program objectives and outcomes in his mind and

to do his best to achieve them at the most.

. Student should keep records of his daily activities, such as specific jobs performed,

field trips made, meetings attended, seminars attended, etc..

8-
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7. Student should make sure that during the training period, he collects enough relevant
data for his ST-progress, and final reports.

8. Student should bring a training certificate form the training company.

¢) Upon Return to the Qassim College of Engineering

1. The student has a period of three weeks from the beginning of the next semester to
complete his report and prepare himself for the presentation.

2. The student will write a detailed report of the ST showing all activities and events that
he attended and knowledge that he gained during the period of summer training. The
report should have a part showing the relation between college knowledge and the
course he had learnt. The following table may help in that issue.

Training activities have been observed and related to specific course Course

Training activities have been observed but not related to any course you have been
studied

3. Along with his report, student must submit the official training certificate obtained
from the training company, student ST survey as well as certification of originality to
the ST Department Coordinator. These are compulsory conditions to allow student to
go through the examination process.

7. Summer Training Webpage

The college has established an online webpage for the ST Program. The site contains all
materials and guidelines for the ST. Each student, academic advisor and field advisor has a
personal account through this site to send, receive or interchange reports and information. The
web-link address is: www.gec.qu.edu.sa. For any problem, one may contact the site-
administrator or ST Coordinator.
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8. Summer Training Program Evaluation Strategy

The evaluation strategy of the ST program will be based on evaluating two different
categories. Each category is divided into many dimensions. Figure 1 gives the mark
distribution over the main dimensions of the evaluation categories; while the detailed
evaluations are explained in Tables 3 and 4.

ST Evaluation

: I

(Category) External Evaluation Internal Evaluation
--------------------------- (By training organization) (By evaluation committee)
40% 60%
! ] | }
(Dimension) Field Advisor Student

-------------------- Evaluation Attendance Final Report Presentation

—

Figure 1: Marks distribution over the main dimensions of the evaluation categories

3 Evaluation Category 1

This category is performed by the organization at which the student practicing his training.
This constitutes 40% of the total evaluation and is measured by the dimensions that shown in
table 3.

Table 3: External Evaluation by the training organization.

Dimension Strategy explanation

ST Field Advisor | A short report including the evaluation of the student’s performance during
evaluation (20%) | the training period is expected from the filed advisor (Appendex A).

The student The universty attendace policy is applied on the Summer Training course;
attendance and that is the minimum attendnace percentage is 75%. If a student exceeds the
punctuality (20%) 25% abcence ratio he will fail in this course. However, due to the nature
and the importance of the tranining; 2 mark is reducted (out of the 20
marks) corresponding to each abscence day.

- 10-
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3O Evaluation Category 2

This category is performed by the Exam committees formed by the academic departments of
the college. This constitutes 60% of the total evaluation and is measured by the dimensions
that shown in table 4.

Table 4: Examination committee for evaluation.

Dimension Strategy explanation
Final report The assessment and evaluation of the final report is to be performed by
evaluation (20%) each member of the examination committee based on specific supplied

form given in Appendix A. Afterwards, the average values of the three
examiner-evaluations is calculated and recorded in the overall evaluation
form given in Appendix A.

Presentation & The assessment and evaluation of the presentation is to be performed by
discussion each member of the examination committee based on specific supplied
evaluation (40%) form given in Appendix A. Afterwards, the average values of the three

examiner-evaluations is calculated and recorded in the overall evaluation

form given in Appendix A.

9. Presentation Day:

The Final Exam for the Summer Training program is called The Celebration. The time for
the celebration is to be announced by the beginning of the semester next to the summer
training. The trainee student has to present his final presentation to the exam committee.
Student attending celebration day and performing his presentation is an obligatory condition
to complete the evaluation process and to credit the student a course grade.

10. Summer Training Survey

Upon completing the program for a specific student, feedback information is required. This
information may be obtained by completing the survey forms given in Appendix A. These
surveys are collect and statistically analyzed by the ST Coordinator. Results of analysis is
submitted to the ST Steering Committee to take appropriate actions. Electronic copies of these
forms will be also available by the end of the program through the college website.

11. Urgent Reporting of major and sudden problems

In case of major problems that may face either the student or the field advisor, the urgent
reporting form given in Appendix A can be submitted immediately to the ST department
coordinator. This form will be available through the college website and will be accessible to
both the student and the field advisor.

- 11-
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12. ST program improvement

O Responsibilities of the ST department coordinators should:
e Collect the entire set of forms and documentations from the examiners.
e Collect the ST surveys and feedbacks.
e Perform analysis for the collected documents

e Suggest any required actions and improvements to the ST steering committee.

O Responsibilities of the ST Steering Committee

The ST Steering Committee has to meet at least once per academic year. The objective
of this meeting is to review and analyze the different practices, feedbacks and
suggestions by the ST department coordinators. Upon, the committee may issue
necessary recommendations or take appropriate actions towards the improvements of
the ST. Recommendation of the committee are to be raised to the different program
committees for further discussion and consideration as an input to the applied
continuous improvement cycle.

- 12-
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APPENDIX (A)

Forms Used for Controlling and Evaluating the ST Program

- 13-
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Form: ST-01

Qdial) calual) Aol g

SUMMER TRAINING STUDENT’S SIGN-OFF

nall qupl) il agas

Student Name il acd

ID

(alad) b

Major uanaAil|

Training Starting Date

() Bpdlaa

Company /Organization

Aaipall A8 sl

Location

) adga

vie 455 yiall dpapalSY) il giall Lo yra (0 sST g5 olinl 53 ) 51 Ciladlacill g Ja g 0l o) 5L olial a8 gall Ui agal

Al oy

I, whose signature is given below, agree to receive the academic penalties that may be applied by

the University in case I break any of the following obligations:

® It is my own responsibility to know all the requirements
of the academic program, the department, the college and
the university regarding Summer Training.

il il (3l Lad dalall 5 AISI |y anil) cilllie

® T must receive all the official documents before I report
to my assigned job at the date indicated above.

ol il o 8l Adlad BhY1 AS Dy Lle aay @
e sl gyl b

® ] must spend a minimum of 8 working weeks in the
assigned job-training. No changes are to be made unless
it is approved by both the employer and the University.

Len o (oo golod LoLE A) ALK i) 58 oLl e cany @
Hadlga 20y Y) Lol S SN s 3 G Yy oDl 8y Sl gyl
sl dgas Axaladl o S

® I must adhere to all rules, instructions and regulations of
the training organization and I shall not leave my work
place without permission from my field advisor.

e 3palaa pae S 5 Lyl dga el 5 aclhs GEYL aeadl W
sl o caydiall d8ilge (2 Janl)

® T will always keep the ST program objectives and
outcomes in my mind and do my best to achieve them at
the most.

deel o 5 nall Copail maliyy clajie 5 Galaal e Gl gl
eiias e Ll

® T must send the followings to the ST coordinator: the
Joining Report through the first week of training and the
training schedule of my ST program through the first two
weeks my training.

Bla ) 5yl zser s il Gl ) J)ly 2gasl @
A o) P o Aalal sl dhs Jlls IV gl
.\_u')A:\u

® T am responsible to make sure that my field advisor sends
the Evaluation Reports to the college.

Junb ol 3 Sl ) Gy of o SE A e e o @
et Aaalal) ol 5

®  After finishing the ST program and before the indicated
deadline, I must submit the followings to the ST
coordinator: final ST Report, Training Certificate from
training company and Certificate of originality.
Then I will give ST presentation on front of exam
committee.
In addition, I understand that failing to do any of these,
may end me up with grade of F; and that requires
repetition of the entire ST program.

V) by dgatl A sasdl) B Al S 5 sl Al by W
Gl dea e i Baled ¢ il Al il Gusal
ALY sales ¢
LAY dad el Cappanll el impad) oy aga] @y aay
o pan e iy 8 Wl g G s e o Lle ey
SL iall Cappill ali sale) e ol Laa " oy " Aap

Signature

Date

- 14-
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Form: ST-02

%Jﬂ\SﬂQAGSJAJ

Gdiall callal)

Gl g

Gl dgay — dilal) Gy ail) i

B _ilsal)

il dga ) sie

5l )

ol 8y 2l g

<) 8

e ¥ g s A summer training@qec.edu.sa s SY 2 ) e Al ) g 23 el Lty Qlldall 0 gy @

ol Ay
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o Bl) (ieal) qupill el Cipdial) 8

) Al ALISIL i) piaal G i g il el G piial) Bl Ao gy 23 gadl) 130 il >

Please the field advisor is requested to fill and submit this evaluation form to the college coordinator by the end of the summer training

Form: ST-03

Item of Evaluation

(*a—831 ) Evaluation

i) aic

o ¢ Y Y \
1- Posses Enthusiasm and initiation Balall g ubaall callal) gal -9
2- Ican depend on him in finishing jobs Jard) Jlad) B Adde ddday .Y
3- Capable in understanding and dealing with new systems Baad) Bl aa Jalaill g agdll o 3 a8l 4 ¥
4- Has the ability for learning and searching Gl g aleil) o 5 adl 4l -¢
5- Has the ability to judge things and make decisions I JAT) g5 5 o asal) o 5 ul 4 e
6- Interact effectively with his colleagues Jaad) e3a) aa Ll Joliy %
7- Capable in writing and presenting reports e 9 s ) AUS o 5 a4l Y
8- Attendance and punctuality o) gally 2 il g bl ga A
9- Posses adequate scientific background Aouliall dgalel) 4410 Clliey -4
10- Has the ability to define and solve problems JSLéiall Ja g iy i e B Akl agaly
Number of working days during training period i By a) gl alyf dac
Number of absence days of the student during training period Gl B itk QL bl s
Bady (3 i 0 Gl gl: ¢ Jalaia; ¥ (bl gl s ¥ Bady 581 gf 2 ) sl
Strongly agree Agree Neutral Do not agree Strongly do not agree Evaluation

Gl olta aild

........................................................... il el Gipiall

......................................................... sl ) el s

-16-
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Evaluation Checklist for the ST Final Report

Student Name PIN number

Training Organization

Scoring system: 0= Not exist/acceptable, 1= Weak, 2 = Acceptable, and 3 =Good 4 = Excellent

No. | Item to be checked Score

1) Report Formality

1 Is the report established in the correct order (Cover page, Acknowledgement, Table of contents,
Introduction, Main Body, Conclusion, References, and Appendices)?

Is there a well-formatted cover page and table of contents?

Is the main body of the report divided into sections with appropriate titles and subtitles using
appropriate font for each?

Is text written with suitable font size (12 pt. or 14 pt.) Times New Roman?

Do all figures and tables have numbers and a caption, and are properly mentioned in the text?

Does a references section appear as the last Item of the main report? Moreover, In the text, are

AN || B W

references used referred to by numbers between two square brackets, e.g. [5].

Il) Report Technical Contents

To how extent, the introduction orients the reader to the report (i.e. gives the reader some sense of

7 what follows)
To how extent, the method of writing the report consider the followings:
= Each paragraph contains only one subject. = Punctuations are appropriately used.
8 = There are logical relations between sentences in each paragraph.
= Spell check and language are adequately followed in the report
9 How extent, the report reflects the practice and experience of the student in the ST.
10 How extent, the report reflects the ability of students to referee practice and experience to the
engineering basics and background.
11 Does the Appendix section show evidences of student’s activities; specific tasks, meeting
minutes,.....etc.
12 To how extent, the CONCLUSION is clear, insightful, and outlining all important results explained

in the report?

Total Mark

lll) Submission Time

O ontime
[J Late for ...... days (in this case 2 marks are deducted from the total mark for the first day of lateness and
Afterwards extra deduction with a rate of 1 mark/day is applied)

Final Mark for the ST Report

Evaluator Name

Final Mark ( / 48)
Evaluator Signature

-17-
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Evaluation Checklist for the ST Presentation

Student Name PIN number

Training Organization

No. Evaluation Item Score

Scoring system: 0 = Not exist/acceptable, 1 =Weak, 2 = Acceptable, and 3= Good 4 = Excellent

(I) Presentation Material

Is the presentation established in the sandwich format (Title slide, Introduction, Main Body,

1 Conclusion)?

2 | To how extent the presentation reflects what was learned and practiced?
3 | How do you rate the presentation style and readability?

4 | How do you rate the written English of the presentation?

(ID) Presenter's Approach

5 | Verbal communication (ability to effectively describe internship experience and project)

6 Non and Para verbal communication (eye contact, time management, confidence, vocal
quality, appropriate gestures, posture, etc.)

7 | How do you rate the student’s ability in handling questions and discussions in English?

(ITT) Presenter's Background

How do you rate the student’s ability to relate the training program to the engineering

course(s)
9 How do you rate the student’s background in the relevant course(s) for his training
program?
(IV) Presenter's Technical Experience
10 Realization of the training company (Management approach, scope, product, overall

production facilities, ...)

11 | Ability to analyses the process and technical aspects for the training activities

12 | Demonstration of daily tasks as per schedule and evidence of participation

13 | Any challenges and case studies discussed with solutions and lessons learnt

14 | Using appropriate terminology and demonstrate ability for professional practicing

15 | Overall quality with accurate interpretation of information

Final Mark for the ST Presentation

Evaluator Name

Final Mark 40
Evaluator Signature ( / 40)

Date: / /
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SUMMER TRAINING PROGRAM COMMITEE Form: ST-06

Summer Training Student Survey

This form is to be completed by the sfudent at the end of the Summer Training period. No grades will be
recorded to the student unless he supplied this survey statement to the college.

This survey is intended to provide an opportunity to rate your training company and work experience, thereby providing
information, which can improve this program. Please rate your feedback using the following rating scale:
5: completely agree, 4: agree to some extent, 3: neutral, 2: not agree to some extent, and 1: strongly not agree

Student's Name: Date:

Organization Name: Term:

Topic Rate

Question Regarding Education

My education was sufficient to act effectively through the Summer Training

My education being put to use

I learned more by applying my education in the Summer Training

Question Regarding Supervision

my field supervisor generally satisfactory

my field supervisor was available and ready for consultation

work directions and explanations were adequate

Question Regarding Company

I was treated very well by other organization employees

The organization posses satisfactory equipment and work areas for the training

The organization offered me very effective training program

My training work was beneficial to the organization as well for me

My training program was excellent in comparison to what I've heard about others

I recommend other students to conduct training in this organization

For each of the following questions please write a short statement expressing your opinion.

1. What do you like about this organization?
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2. What do you not like about this organization?

3. Any suggestions?

4. Do you have any positive or negative comments on the total ST program?

Please evaluate your achievement level for the following program outcomes based on your practice
in the Summer Training.

Level of
Student Outcomes (ABET 2007) achievement
(1:5) 1 low, 5 high

(a) | An ability to apply knowledge of mathematics, science, and
engineering

(d) | An ability to function on teams

(e) | An ability to identify, formulate, and solve engineering problems

(f) | An understanding of professional and ethical responsibility

(g) | An ability to communicate effectively

(h) The broad education necessary to understand the impact of
engineering solutions in a global, economic, environmental, and
societal context

) A knowledge of contemporary issues

&) An ability to use the techniques, skills, and modern engineering tools
necessary for engineering practice.

Please select one. Confidential-For Departmental Administration only.

OK for others to read.

Student's Signature:

-20-




Qassim University

p—sail) i_sala

College of Engineering (‘)n‘f s, dwaigll Aig
SUMMER TRAINING PROGRAM COMMITEE Form: ST-07

[ Summer Training Field Advisor Survey ]

This form is to be completed electronically by the field advisor at the end of the Summer
Training period.

Training
Organization

field advisor

. 5 e M
Item of Evaluation (Evaluation) i ) i
olelrlvly
In general the students of Qassim University- college of engineering: -
PA&S\AMIAML@J\MSSMEJ&G\@M\AAJ&G
1- Posse enthusiasm and initiation 3 3all g (ulaal) agual N
2- Capable in understanding and dealing Jaladll g agdll Ao 3 a8l agual .Y
with new systems auaall LaaY) aa
3- Has the ability to judge things and make S asall o 5 aal) aguat LY
decisions LAY 3LA5) gy gaY)
4-  Has the ability for learning and searching dual) g alail) o B a8l agudl -t
5- Posse adequate scientific background dlial) Apalad) 481810 o oSliay -0
6- Their feeling with responsibility and PYPINEN RrIPVLEIE UV B I
seriousness was increasing as the bl a3 e A ginally
training was progress Gyl
7-  Are rated the top between other Cuad M JdlS agad) -V
universities’ students PYRTRX.T
8- Are rated the bottom between other Cuad Db f gulS agad) -A
universities’ students pd AL
9- Next session, I would recommend having Cra Db Gu il a9 Sl -8
students from this institute paall) daals
10- How many'st_ufients did your ‘rmﬁ Zﬁ‘/zﬁ'\ .
company/division have this session? Sagal Amaba (ya plal)
11- Is this number of students was (select one) (4] gdl) fedthall cra aad) 138 Ja-) )

Less than enough
OK

More than enough

OO0

a3 e B
Cuulia
M e S
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[ Urgent Reporting Form ]

Date: / /
1) Description of the case/problem: Acial) o) Aal) ciuay ()
This is raised by 8 e ee e eeeesenesen e eee et es e eenasenaeoe st 1 Oede gh e Allad) ola
Organization oo re oo e A8 ) / dssnagal)
2) Training coordinator opinion and/or ‘e s " " .
) g coor p ¢ ACall 7 el Jall g 5l Gusda sl (¥
suggested action for problem solution:

Training coordinator: ..., Date: / /
AULhall ¢ jilal) Jad) 35 daglia (¥

3) Follow up result:

[0 Action was implemented and the case was effectively eliminated

[0 Action was implemented but the case was not eliminated and another action is needed
(extra sheet for the new action description and follow up is to be attached)

0 Action was not implemented. This case should be raised

L0 e
Training coordinator: ..., Date: / /
4) Study by the ST Improvement Committee: Aall Aual) gy pail) bt diad Al ja (¢
Responsible : ... Date: / /
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COOPERATIVE PROGRAM COMMITEE Form: ST-09

[ Certificate of Originality ]

I am the signer in the hereafter certify that all submitted documents or work
regarding my summer training program is completely related to my own
effort and I am the original creator of it. No one else “especially student in
the same or similar training program” has any contribution in the creating
or maintaining of this work, except the advices from my field advisors. In
case the vice versa has been proven, I shall accept whatever academic
punishment as stated in similar situations at the college regulations.

Date:

Name: Signature:

[ ALy 5

Ez.
| S

e ot simall ca il zali y G seads e dedial) Jleels 3 sl ol obial 1 sall Ul agas
"AT Y Gl al sl LS W el i) il sl ga e ol area
b b ol " aalil 13gd Al o Jilee Lol Glls 505 5l sl 0l DUl Ly

el Copdiall (e miliatll (amy el ¢ Jaall 138 71 A
lede (a paiall Gial) eVl olis A aall il Gadaty Jdl s dlld (el 1)

HeBK
gl sps)
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APPENDIX (B)
Expectations for the Final Report of the ST Program

Final reports submitted to the exam committee of the Summer Training Program should
follow the Sandwich Presentation Method, which is appropriate to present a technical
work. Thus the report must have the following items at least:

e Well formatted cover page

* Acknowledgement

¢ Introduction

e Main body of the report

¢ Discussions and conclusions

e References

e Appendices (if any)

I. COVER PAGE
The cover page of the technical work should at least contain:
e The university and college names and logo.
e The names of the students, PIN numbers.
¢ The name of the academic advisor.
¢ The name of the company in which the training was conducted.
® Semester and year.
e Date of submission.
All the information above must be arranged with good page format.

II. Acknowledgement
Acknowledgement section is recommended to be included. Acknowledgement means a
statement or expression of thanks for all personnel or entities who assist you to perform
the ST and getting its learning outcomes.

III. INTRODUCTION
The introduction orients the reader to the report (i.e. gives the reader some sense of what
follows). This material could include:
¢ Introductory paragraph about Summer Training program, its objective and
outcomes.
¢ Information about the company in which the training was conducted.
e The important topics presented in the report to enable the reader to follow the
report easily.

IV. MAIN BODY OF THE REPORT
1. Don’t write “Body of work™ as a title or a subtitle. Divide the main body into
sections and use appropriate titles and subtitles.
2. Body part should contain detailed information.
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Similar titles and similar subtitles must have similar format (i.e. if bold or

underline is used in one subtitle then it must be used with all similar subtitles).

Try to use tables, charts, diagram, photos, etc.., to make the subject

understandable.

All tables and figures must be numbered. Do not put any of them unless you

mention it in the text. They appear only after the paragraphs which refer to them.

Tables should have titles on the top, while figures have their titles at the bottom.

Use a level of language that the supposed reader can easily understand.

The main body may include for example:

a) The Summer Training schedule,

b) Brief observations, practices and comments regarding each applied items in
the schedule,

¢) Engineering problems that student had faced or observed and how they were
be solved.

d) An exciting features or technologies in the training company,

e) The courses studied by the student which have direct impact or relation with
the training activities.

f) Training activities have been observed but not related to any studied course,

g) Difficulties may be faced through the training program.

h) Any other useful information or material.

V. DISCUSSIONS AND CONCLUSSIONS

This part ends the report and discusses or reflects on the work done. The terms
“Discussion”, “Conclusion”, or “Summary” may be used as a title for this section.

This end material could discuss:

a) what was learned, or

b) the main conclusion and main personal outcomes from the Summer Training
¢) recommendations and final comments
d) the student view of, how this Summer Training may improve his professionalism.

VI. REFERENCES

References must be listed at the end of the report while the references themselves must
be maintained in the ST-Portfolio. In the text the references used are referred to by
numbers between two square brackets, e.g. [5].

VII. APPENDICES
Some data or information such as evidences and proofs of the training practices may be
included in an Appendix after the whole report. An Appendix must start in a new page.

VIIIL.
1.

IMPORTANT POINTS TO BE NOTICED IN REPORT WRITING

In your writing, one paragraph should contain only one subject. If the subject is
changed, use another paragraph.

There should be logical relation between sentences in the paragraph.

Use punctuation as appropriate.
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4. Write with suitable font size (12 pt. or 14 pt.) Times New Roman.
5. If you download anything from web pages do not use copy and paste. You must
edit the text to be suitable for your report.

IX. REPORT SUBMISSION TIME
All students are required to submit their individual ST Reports to their academic
supervisors in a definite date. This date will be fixed and announced by each department
head. Late submission is not permitted, however in such cases penalties will be applied
as follows:

= For the First day of lateness, 2 marks will be reduced from the total mark

obtained by the student after evaluating his ST report.
= After wards extra grade reduction with a rate of 1 degree/day will be applied.
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APPENDIX (C)
Expectations for the ST Presentation

The ST-presentation is to be presented to the exam committee during the Celebration
Day.

It is expected that your presentation:

e Be prepared using the MS power point or any equivalent software.
e [t should follow the Sandwich Presentation format which is appropriate to present
a technical work. Thus the presentation must have the following items at least:
o Well formatted cover page
o Introduction
o Main body
o Discussions and conclusions
e Reflects what was learned and practiced
e Refers what you had practiced in the ST to the relevant courses
¢ s in good style and quit readable
e Reflects good command of English
e Complies with the evaluation checklist

It is expected that you as a presenter:
¢ Have good time management (on time and duration)

e Have quite confidence

e Show your good command of English

e Make discussion and answer questions in English

e Show your understanding of engineering basics and backgrounds related to the ST
practiced activities
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