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Frequent Questions:

If a problem occurs with the training facility, what should I do?
The student must deal with the situation with high professionalism, while adhering to calm, and
communicating with the academic supervisor as well as the cooperative training unit at the faculty through

the previously agreed upon means of communication.

If there is a leave for male and female students only during the cooperative training period, is the trainee
entitled to enjoy this leave?

The trainee student must adhere to the official holidays approved by the training facility.

What are the rules of absence?

The student must fully adhere to attendance and regularity during the training hours specified by the
facility, and the trainee is not entitled to be absent except with an excuse submitted to the facility's
supervisor. For more information, the student should review the cooperative training policy and its

executive rules at Princess Nourah bint Abdulrahman University.
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Frequent Questions:

When can I submit an official letter to the training facility requesting training with them?
An official and sealed training request is sent from the faculty. The student does not need to submit any

letter to the training facility except upon the faculty's direction.

How do lincrease the chance of approval for my training in specific facilities and sectors?
By supporting the trainee's CV with professional certificates and training courses, as well as preparing a
comprehensive and brief CV that contains all the skills that the student is proficient in, and creating a page

on (LinkedIn) may support the student in this.

What is the last date to look for a training facility in government or private entities?
Itis appropriate for this to be before the start of the semester in which the training will take place ahead of

time — in case the student desires a training facility of her own choice.

Does the Cooperative Training Unit at the faculty provide training facility?

Yes, as there is a database that is updated every semester.

What should I do if | am not allowed to register for cooperative training?
The student should go to the academic advisor in the academic department to inquire about the reasons

thereof during the specified registration period.

What is the preparatory program for cooperative training, and when will it be held?

Itis a program in which the most important topics and basic instructions that must be taken into account
before heading to training at the external facility are presented. You can inquire about the date of the
preparatory program before the start of cooperative training by a semester or a sufficient period of time by

going to the cooperative training unit at the faculty.

Does the university provide transportation to training entities?

The student is responsible for transportation to the training facility.

How many reports are submitted to the academic supervisor during the cooperative training period?

It depends on the nature of the program and the academic supervisor, so we recommend that you

communicate with him/her continuously and inquire about this.

Is a reward paid by the training facility?

Most likely there is no reward, but it depends on the training facility.

14




Responsibilities Of The Cooperative Training Unitin PNU'’s

Agency For Academic Affairs:

Followings are the responsibilities assigned to the cooperative training unit in PNU's agency for

academic affairs:

1.

Communication with the supporting bodies of the cooperative training program such as the
Ministry of Human Resources and Social Development to obtain the necessary support and

motivate the relevant sectors to make the training process a success,

. Following up and supervising the cooperative training programs, and ensuring their quality

through the cooperative training units in the faculties.

. Providing support to the cooperative training units in the faculties to achieve the objectives of the

cooperative training.

. Following up and supervising the registration procedures and orientation meetings for female

students, which should include, but are not limited to, the following:

® Training objectives, stages, and reviewing its models.

® Reviewing the responsibilities of the student, units, and training bodies.

® Professional ethics.

*  Work policies and procedures.

Focusing on the most important skills required such as: communication skills in the scientific
environment, dealing with colleagues and clients, setting priorities, organization and time

management, problem solving, flexibility and adaptation, etc.

5. Following up on the implementation of cooperative visits to training bodies from the faculties.

6. Following up on the annual reports of the training units in the faculties and benefiting from the

9.

recommendations in the improvement and development processes.

. Holding an annual meeting with the supervisors of the cooperative training units in the faculties to

study the recommendations and challenges and formulate improvement and development plans.

. Preparing the annual report on cooperative training at Princess Nourah bint Abdulrahman

University.

Preparing development studies for cooperative training in the university's faculties.

10.Receiving and directing training students from educational institutions such as universities and

institutes to train their students at the university.

13




Academic Supervisor’s Responsibilities

Post-training Course:

Post-training course, the training facility shall have the following responsibilities:

1. Have the trainee submitting a comprehensive report on her training course to the academic
supervisor within only one week subsequent to end of the training course.

2. Getafinal report from the training facility on evaluation of the trainee within only one week
subsequent to end of the training course

3. Prepare the final file for cooperative training for each trainee, including: all requirements from reports
received from the student, follow-up reports, evaluation submitted by the training facility, and the
final report from the supervisor at the training facility.

4. Monitor the student's result in the BANNER student information system during the specified period.

5. Deliver to the students' the Cooperative Training Unit at the faculty the training files of the students

who are supervised, including the training final report.

12




Academic Supervisor’s Responsibilities

Pre-Training Course:

Pre-training course, the academic supervisor shall:

1

. Attend the kick-off meeting held by the Cooperative Training Unit.
2.
3.

Prepare a list of the names of female students nominated for training.
Hold an orientation meeting for female trainees to get to know their academic supervisor, during
which the following aspects are reviewed:
® The training plan, explaining: (the course plan, the timetable for the required reports and files, and
field visits according to each academic major and its requirements).
* Clarification of the mechanism of supervision and coordination with the female trainee during her

training period and the required model reports.

. Identify the importance of female students attending periodic meetings held with the academic

supervisor.

. Obtain all information related to the female student's training, including the person responsible for

the female trainee at the training facility.

During Training Course:

During the training course, the academic supervisor shall have the following responsibilities:

1.
2.

Holding an orientation meeting with the female trainees and the training facility.
Providing the training facility supervisor with the forms and applications in connection with the
training objectives, evaluation of the female trainee, attendance, departure, etc.
Continuous follow up on the trainee students to keep up with developments and identification of the
difficulties and challenges - if any -.
Communication with the training supervisor to discuss the trainee student's development in field
training.
Periodic field visits to the training facility and follow up on the training from the beginning to ensure
the smooth running of its operations.
Receiving the following reports from the trainee:

* Areporton the work plan before the end of the first week of training.

* Weekly documentation of everything that is done, and this is sent to the academic supervisor via

email.

® Periodic reports.
Receiving following reports from the training facility:

* An initial work plan with the tasks and responsibilities assigned to each trainee.

* Bi-weekly attendance sheet for each trainee.

* Monthly report on evaluation of the trainee. 11




Training Facility Responsibilities:

The responsibilities of the training facility falls into three stages, that is, pre-training course, during the
training course and post-training course. Herein below are details of these responsibilities for each
stage:

Pre-Training Course:

Pre-training course, the training facility is responsible for:
1. Providing Princees Nourah Universiyt with the available training opportunities that are appropriate
for the students' majors.
2. Setting clear goals for the training program, along with developing a plan including the expected
tasks and responsibilities for each trainee.

During The Training Course;

During the training course, the training facility shall be deemed responsible for:

1. Introducing the trainees to the training facility, its facilities and various activities.

2. Assigning an employee of the training facility to be a supervisor for each trainee, whose function shall
be provision of guidance to, carrying out evaluation of and offering assistance to the trainee when
difficulties or challenges encounter said trainee.

3. Providing the trainee with tasks appropriate to her academic major according to the work plan
agreed upon with the academic supervisor and in line with the training objectives and capabilities of
the training facility.

4. Continuous communication and coordination with the academic supervisor and the person
responsible for the trainees.

5. Attending the meeting between the trainees and the academic supervisor if requested.

6. Enhancing communication between the training facility and the training management in the
department by notifying in the event of any shortcomings in the performance of the trainees, and
allowing those responsible for cooperative training at the university to make field visits to the trainee
students at their work sites periodically and when necessary.

7. Providing the academic supervisor (or training unit) with the required reports, which are:

* Areportof attendance for the trainees every two weeks.

* A monthly report to evaluate the trainees.
Post-Training Course:

Post-training course, the training facility shall have the following responsibilities:
1. Providing the university, upon end of the training program but not to exceed one week thereafter,
with a final report to evaluate the trainees,
2. Providing the trainee with a training certificate that includes: (the name of the trainee - the name of
the job - the tasks assigned to the trainee during the training course - any achievements of the trainee
during the training course - the beginning and end of the training course - authenticating the

certificate with the seal of the facility).

10




Responsibilities Of The Cooperative Training Unit in The Faculties:

Pre-Training Course:

Pre-training course, the cooperative training unitin the faculties shall,

1. Follow up on the implementation of regulations, rules and procedures related to field training.

2. Provide the students, academic supervisors and training entities with guidebooks and forms that are
pertinent to the cooperative training.

3. undertake supervision over the training plans which are prepared by academic departments.

4. Follow up on the criteria for selecting appropriate training entities that must be available in the
training facility.

5. Communicate with the selected training entities to identify the most important points they see as
focusing on in the preparatory meetings for the cooperative training program, and on the training
opportunities appropriate for the students' specializations.

6. Receive the lists of the female students nominated for training from each academic department on
the named dates.

7. Provide assistance to the training units in academic departments in the event of a shortage of
available training opportunities; and coordinate with training entities to select appropriate
opportunities to train female students in a manner consistent with academic majors according to the
approved standards.

8. Prepare and implement the orientation meeting program for the cooperative training with

coordinators (administrators and supervisors of cooperative training in academic departments).
During The Training Course:

During the course, the cooperative training unit in the faculties shall,

1. Undertake continuous supervision over and follow-up with the coordinators (administrators) of the
cooperative training in the faculty's academic departments.

2. Undertake supervision over the cooperative training operations; and provide the necessary support to
students, academic supervisors and training entities.

3. Enhance communication with students, academic supervisors and training entities to monitor the
progress of training operations.

4. Providing consultations to address challenges or problems that may occur during the cooperative
training period.

5. Submit periodic reports to the Cooperative Training Unit in the University Agency for Academic

Affairs.
Post-Training Course:

Post-training course, the cooperative training unit in the faculties shall:
® Review the annual reports submitted by academic departments on the cooperative training journey; study
and analyze the data of the feedback submitted by from training entities on trainees and academic
programs; and submit recommendations that contribute to improving cooperative training programs.
® Submit a comprehensive report to the University Agency for Academic Affairs in the approved form based
on periodic reports and analysis of questionnaires that clarify the results of the training and achievements

made; analyze the performance of trainees and training entities and the encountered challenges; ,and

9
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Responsibilities Of The Academic Department:

Pre-Training Course:

The academic departmentshall:

1. Approve the lists of the candidate students, who meet the conditions for starting the training, to
undergo a training course in compliance with the program's study plan within the specified time
period, for maximally the sixth week.

2. Study and determine needs for the department's various programs.

3. Provide the training units in the faculty with the training entities required to cooperate with
and the number of training opportunities required by each facility for each specialization during
the specified period.

4. Provide cooperative training units with lists of students expected to be trained and lists of
academic supervisors.

5. Determine the number of students and departments intended to be opened for cooperative
training according to the applicable mechanisms and rules.

6. Guide and direct the students to choose the training appropriate to them.

7. Approve for cooperative training milestone which includes the beginning and end of training;
and provide the field training units and academic supervisors with such milestone.

8. Determine the criteria for selecting training entities.

9. Determine the times for the training final evaluation.

During The Training Course:

During the training course, the academic department shall:

1. Follow up on academic advisor's communication processes with the students and training
entities.

2. Provide supportto students and academic supervisors during the training course.

3. Follow up on cooperative training procedures in all its stages and ensure the completion of all

reports and forms.

Post-Training Course:

Post-training course, the academic department shall:

1. Study and analyze feedback from training agencies about trainees and academic programs, and
submit recommendations that contribute to improving cooperative training programs.

2. Prepare the annual report on cooperative training for the cooperative training unit at the faculty
after studying all reports and questionnaire results, explaining the most important achievements,

obstacles and challenges, recommendations, improvement plans, and development.




Guidelines For Writing The Cooperative Training Final Report:

Upon end of the cooperative training course, the trainee is required to submit a comprehensive report
including the activities carried out during the training course and explanation for the experiences, skills
and knowledge gained during the cooperative training.

Herein below are some guidelines that help the trainee prepare the final version of the report:

1.The Cover Page: It Contains: the trainee's name, university number, faculty, academic department,
training facility, name of the academic supervisor for the cooperative training, and the start and end dates
of the training.

2.Table Of Contents: It contains all the main and sub-headings included in the report with page
numbers written.

3.Acknowledgments: Thankfulness to all the persons who provided assistance to the trainee during the
cooperative training course.

4.Introduction: It contains an appropriate approach to the report, a description of the nature and type of
the training, as well as a brief review of the realized goals and the trainee's achievements during the
training course.

5.Training Details, Including:

* Definition Of The Training Facility: It includes a definition of the training facility, a
description of the department or administration which the training takes place in, and the
role and tasks assigned to the department or administration.

® A Statement Of The Tasks Assigned To The Trainee: including the objectives to be
achieved, the tasks assigned to the trainee in brief, clarifying the relationship between the
tasks and the curricula, the training plan with the timetable for completing the tasks, and
the most prominent problems that the trainee faced during the training period.

® Training Results: It contains an explanation of the acquired experiences and skills, and the
achieved results, all arranged according to the agreed upon training plan.

6.Conclusion: the conclusion shall deal with clarification of the objectives achieved by the trainee and
the acquired skills such as: cognitive, administrative, social, technical, artistic skills, etc.

7.References: It mentions the references used during the training course or in writing the final report, all
arranged in alphabetical order according to the APA method.

8.Appendices: The student can add them when needed to support the report with the information

contained in the report.




Responsibilities Of The Female Trainee Student:

8. Inform the academic supervisor of any problems that the trainee may face during the training.
9. Document the tasks performed and the experiences acquired during the training course; carry out a
periodic self-assessment to identify strengths and weaknesses; and improve performance.

10. Submit the required periodic and final reports in the agreed-upon format to the academic supervisor.

[Post-Training:

Upon completion of the training course, the student shall:

1. Write and submit the final training report, including explanation of the activities performed and
knowledge acquired by the same student during the training course; and develop the presentation.

2. Fill out the cooperative training experience evaluation form.
Communicate with the academic supervisor upon end of the training course to set a dates and times for
submitting and discussing the final reporrt.

4. Submitany other forms or reports requested by the university or training institution.
Update the CV and add details of the training experience and acquired skills.
Request feedback from supervisors and managers at work; review and evaluate personal performance;

and take advantage of the comments to improve future skills.

Change The Training Facility:

® The trainee may not change the training facility after registering in it.

® Inthe eventthat the trainee finds out that the training facility is not in such a passion as achieve the
required goals, she should contact the academic advisor and coordinate with the training unit in the
department to resolve the issue; or obtain approval to change the training institution if this is not
possible.

® The trainee must — in case of obtaining an approval to change the training facility - submit a written

excuse for not continuing with the current training facility; and obtain its approval before the

Cooperative Training Unit in the department redirects her to another training facility.




Responsibilities Of The Female Trainee Student:

The student's responsibilities are divided into categories, pre-training, during training, and after post

training, as follows:

Pre-Training:

1.

8.

Pursue her study plan to ensure that she meets the requirements for registration in the cooperative
training course.

Learn about the registration dates and the actual start of the cooperative training program and the
training plan.

Attend the orientation meeting provided by the faulty prior the training semester to learn about the
objectives and importance of the cooperative training program.

Receive, upon end of the semester, the training schedule stating: the student's name, the training
facility, the name of the academic supervisor, the facility supervisor's name, the training plan, and the
tasks assigned to the same student.

Get to know the academic supervisor responsible for her during the field training course and how to
communicate with her.

Search for information about the training facility and learn about its mission, objectives, and the
projectsitis working on.

Write an updated CV that explains the trainee’s skills, professional goals, and professional certificates
she has admitted to - if any.

Complete any documents or forms required by the department or training facility.

During Training:

Register for the cooperative training course prior commencing the training.

Spend the entire training course at the training facility that is assigned to each trainee or approved by
the department.

Comply with the regulations, rules and policies of the training facility and maintain confidentiality of
information.

Observe the work hours and discipline in attendance and departure according to the regulations and
rules applicable in the training facility.

Perform the instructions and tasks assigned to her by the supervisor at the training facility in
accordance with the agreement previously entered into with the faculty.

Observe the proper behavior and work rules as required and applicable in the training facility; act
professionally during the training course; pursue the highest level for representing the university.

Ensure that the tasks that will be assigned to the trainee are largely related to the student's major field.

S,




Requirements And Steps For Registering For Cooperative

1. The trainee completes the required number of credit hours as specified in the study plan of the
academic program to which the trainee belongs.
The student electronically registers for the course within the specified period.

The student obtains the approval from the academic department and the training body.

Grades Allocation:

Evaluation of the trainee is processed as follow:

Academic Supervisor: 20% Training Facility: 80%

Training Facility Determination Mechanism:

The Cooperative Training Department in the faculty/department determines the training entities for
female students either inside or outside the Kingdom. The female student also shall have the
opportunity to suggest a suitable training facility provided that the department approves it before

commencing the training.

Rules And Duration Of Cooperative Training:

For more information, the female student should review the Cooperative Training Policy and its

Executive Rules at Princess Nourah bint Abdulrahman University.




Importance of Cooperative Training:

The Cooperative Training is of a great importance in various aspects, whether regarding the trainee

student, the training institution, or Princess Nourah bint Abdulrahman University.

Trainee Student:

For the trainee student, the cooperative training:

- Makes the student mastering the ability for application and practice of the theoretical essentials,
principles and concepts in a real work environment.

- Enhances her competitivenessin the labor market, and increases her employment opportunities after
graduation.

- Discovers her abilities, potential, strengths and weaknesses, through a real work environment, which
such matter helps her choose the appropriate career path.

- Refines her skills in problem solving, teamwork, time management, effective communication, and
enhancing the ability to make decisions, bear responsibility and self-confidence.

- Explores different areas of specialization, which helps her determine her professional interests and

the path she desires.

The Training Facility:

For the training facility, the cooperative training
- Discovers outstanding talents and evaluating their performance before making a decision to employ
them full-time.

- Closely strengthens the relationship between educational institutions and the labor market.

Princess Nourah Bint Abdulrahman University:

For Princess Nourah bint Abdulrahman University, the cooperative training:

- Closely strengthens the relationship between learning outcomes and the specifications of university
graduates with labor market requirements through feedback obtained after cooperative training.

- Introduces the labor market to the capabilities, potentials and skills of Princess Nourah bint
Abdulrahman University's students with the labor market requirements, which enhances its academic
and professional reputation in the labor market.

- Causes establishment of long-term partnerships between universities and employers, which provides

opportunities for joint research projects, consultations, and academic program development.
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The terms and expressions, wherever referred to herein below, Shall have

the meant stated next to, unless the context requires otherwise.

Cooperative Training: It is an activity linked with a course in the study plan, in which the trainee
applies the information, skills and knowledge she acquired during her study in Princess Nourah bint
Abdulrahman University within a real work environment in the training facility. Such cooperative
training includes the cooperative training programs in scientific, applied and humanities faculties;
however the internship year for health faculties is excluded.

Study Plan: it is a set of compulsory, elective and free courses, the sum of whose units constitute the
graduation requirements, which the student must successfully pass to be admitted to a scientific degree
in the specific major.

Training Facility: It is the facility that provides and organizes the training opportunity, including
government agencies, public bodies, public institutions, companies, private institutions and other
entities accepted by educational institutions.

Trainee: It is a female university student enrolled in a diploma or bachelor's program who obtains a
training opportunity from an acceptable training facility.

Academic Supervisor: He/she is faculty member or someone of similar standing who is assigned to
supervise the training course so as to carry out an evaluation of the trainee and ensure that the specific
objectives of the training are achieved.

Field Supervisor: He/she is the person assigned by the training body to follow up on the trainee's
performance and to submit periodic reports on connection thereto throughout the training course.
Academic Department: The department to which the trainee student belongs.

Cooperative Training Unit at the University Agency for Academic Affairs: It is an facility that is
organizationally linked to the University Agency for Academic Affairs; and is responsible for supervising
cooperative training at Princess Nourah bint Abdulrahman University.

Cooperative Training Unit At The Faculty: Itis an facility that is organizationally linked to the Faculty,
and technical. It is, and is responsible for general supervision of cooperative training programs at the
Faculty and coordination with training officials in the academic departments and training bodies.
Registration Semester: It is the semester that precedes the training semester, during which the student
is registered early in the cooperative training program.

Registration Period: Means the period specified for registering female students in the cooperative
training program, and the student is not entitled to register for the course after that period.

Training Semester: Means the semester during which the student is trained in the training bodies, and

at the end of which the trainee is evaluated by the evaluation bodies.




Introduction

Princess Norah bint Abdurrahman University is endeavoring to offer an academic
educational environment in such a manner as to be in compatibility with the labor market,
the University's strategic plan directions and the aspirations of its students. Thereby, the
University is seeking get achievement of the goals of the human capabilities development
program. The most important of such goals is the alignment between education outcomes
and labor market needs.

The cooperative training is considered, inter alia, a main pillars in developing students'
practical skills, since it provides students with the opportunity to gain real field experience in
selected and distinguished work environments; whereby, they them acquire a deeper
understanding of theoretical aspects, and develop their administrative, social, technical and
technological skills. As a result, they will be able to build strong professional networks
through their interaction with colleagues and professionals in their fields. Such matter makes
it a gateway to increasing employment opportunities and deepening their early awareness,
which helps them make informed career decisions; and avoids unnecessary career transitions
in the future. The University agency for academic affairs has prepared this guide to be a
comprehensive roadmap for achieving the objectives of cooperative training, by clearly and
accurately defining all powers and responsibilities. This guide also aims to guide all
stakeholders in the cooperative training program to ensure achieving the maximum possible
benefit from the training experience, which contributes to enhancing professional

competence and developing the skills required for the labor market.
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