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Definition of terms 

The following terms will be used in this handbook to mean the following: 

Intern: a student enrolled in the English-Arabic Specialized Translation Master's program 

(project track), who has successfully completed all the courses of the first 3 levels of the 

program and is registered in the 4th level, which includes an internship course. 

Internship: the workplace training the intern has to complete at an external institution as a 

requirement for graduation. 

Workplace/worksite/internship provider: the external institution where the intern spends 

the internship period. 

Worksite supervisor: the supervisor assigned by the external institution to provide support 

and guidance for the intern. 

Academic supervisor: the PNU supervisor assigned by the academic program to provide 

support and guidance for the intern. 
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Introduction  

This handbook is intended as a guide and resource for students, staff, and worksite 

supervisors, outlining internship requirements, regulations and all the information needed by 

the parties involved. One of PNU's educational policies is to incorporate internship placement 

within all its curricula in undergraduate as well as postgraduate programs. The aim is to 

enrich students' practical experience, providing them with the opportunity to gain a hands-on 

understanding of workplace requirements and expectations. They get the chance to have a 

real-world experience while using and applying the knowledge and skills they have acquired 

in their academic programs. 

Our English-Arabic Specialized Translation Master's program offers the internship course in 

its final semester to help students gain real world experience and develop the professional 

skills they need to succeed in their future career. This course is for the non-thesis track 

students after completing all the taught courses in the program. During the internship period, 

students are expected to practice translation in real professional contexts, Every student will be under 

the supervision of a member from the workplace and a faculty member from the program. 

Course basic information: 

Course 

name 

Course 

code 

Credit 

hours 

Contact 

hours  

Duration  Prerequisites  

Internship  TRAN 

841 

3 150 15 weeks 

75 days 

All the courses of 

previous levels 

  

Learning outcomes and related training activities 

 Learning outcome Training activities Assessment method 

1. Knowledge and understanding 

1.1 Discuss prominent 

professional aspects 

involved in the 

translation profession 

-Discussing various 

professional aspects 

with both the academic 

and worksite 

supervisors.  

-Discussing theoretical 

aspects of trainees' 

translations. 

-An evaluation sheet is 

given to the supervisor. 

-Weekly and final 

reports 

-Supervisor’s feedback 

-Questionnaires 

 

1.2 Identify the actual 

demands and problems 

translators, supervisors 

and translation service 

providers face in real 

work settings 

2. Skills 

2.1 Produce coherent and 

cohesive translation and 

supervisory tasks 

competently 

-Samples of their work. 

-Weekly and final 

reports 

-An evaluation sheet is 

given to the supervisor 

 

2.2 Display critical and 

analytical skills in 
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Performing their tasks 

3. Values, autonomy, and responsibility 

3.1 Comply with 

professional standards 

such as punctuality, 

meeting deadlines, and 

commitment 

-Individual and group 

work 

-Group discussions 

-An evaluation sheet 

given to the supervisor. 

-A copy of attendance 

sheet  

-Thanking letters on 

outstanding performance 3.2 Maintain good 

relationships with 

coworkers, co-trainees, 

and supervisors in the 

institution of training. 

 

What is an internship? 

An internship is career-related /based work experience that is part of the MA program 

completion requirements. Its primary aim is to enhance students' academic training and 

provide a real-world introduction to their future career, linking classroom learning with real-

life applications. Thus, it is part of students' personal and professional development. 

Internship placement is undertaken as a curriculum requirement for graduation. It is not a 

paid position, but it could lead to a job opportunity; an intern may end up getting hired in the 

training worksite when there is an opening and the intern meets the expectations of an 

employer. 

Internships are good for all the parties involved, students, employers at workplaces, and the 

academic program. The student is given the opportunity for career exploration and 

professional development, and to demonstrate her competence, which could potentially help 

her get a job. The employers are given the opportunity to bring new ideas and energy into the 

workplace, discover new talents, and serve the community by training and preparing future 

full-time employees. The academic program benefits from the feedback provided by the 

students and employers in developing its curriculum and keeping it updated and in line with 

the job market demands and needs. 

General guidelines for the internship processes: 

1. The intern should have two supervisors: an academic supervisor assigned by the 

academic program and a worksite supervisor assigned by the employer. 

2. The internship period should not be less than 150 hours, over 15 weeks, with an 

average of 3 workdays per week and 6 hours per day. During the summer semester, 

the training period is reduced to only 8 weeks, 4 days a week.  

3. An intern leave includes all the official or public holidays approved by the Ministry of 

Human Resources. 

4. The passing grade in this course is 70 out of 100. 

5. If any kind of conflict arises at the workplace, she should try to resolve the issue with 

her worksite supervisor. If the issue could not be resolved, the intern should consult 
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with her academic supervisor. If the conflict persists, a report should be sent to the 

program director. 

6. If the intern intentionally commits a serious mistake, displays blatant negligence in 

her duties, or violates the workplace policies, she should be warned in writing.  

7. The intern is liable for any damage caused or incurred by her in the workplace. The 

internship provider has the right to be compensated for the damage from the intern's 

monthly allowance, after contacting the academic supervisor and writing a report on 

the incident.  

 

The intern's rights and responsibilities 

An intern is expected to: 

1. Comply with all PNU and the internship provider's regulations and policies during the 

training period. She is also expected to follow the instructions of her academic and 

worksite supervisors.  

2. Attend the orientation program prepared by the internship coordinator in the 

department/college/program. 

3. Meet her academic supervisor once a week. 

4. Adhere to the working hours as per the policies of both PNU and the internship 

provider. Supervisors must be notified of any absence beforehand, and provided with 

timely medical reports. Please have a look at "Absence Policy in Internships", on Page 

8 of this handbook. 

5. Primarily, undertake translation tasks. She may additionally be assigned to do some 

administrative or clerical work. 

6. Provide the internship provider with all her and her academic supervisor's contact 

information during the first week of training. The academic supervisor should be 

provided with similar information. 

7. Undertake the responsibility of following up all the training procedures, completing 

all the required forms, and provide her supervisors with copies of these forms.  

8. Create a file where she uploads all her forms and reports and any relevant materials 

and to which her academic supervisor can have easy access. 

9. Give a presentation in the academic department at the end of the internship period 

about her experience. The presentation should be attended by the program staff and 

students planning to start their internships. 

The intern has the right to: 

1. Have access to her evaluation by the internship provider and worksite supervisor after 

evaluation submission. 

2. Be provided with a safe, decent and comfortable workspace and to be treated 

respectfully by the worksite supervisor and employees.  
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The worksite supervisor's responsibilities: 

The worksite supervisor is expected to: 

1. Specify the translation or interpreting tasks that need to be completed by the intern. 

2. Preferably accommodate at least 3 interns. 

3. Provide the academic supervisor with an outline of the tasks to be assigned to the 

intern, which must be related to the specialization of the intern. 

4. Provide the intern with texts (of no less than 200 and no more than 1000 words) to be 

translated per day. Administrative tasks should not outweigh or take precedence over 

translation tasks. 

5. Provide training and professional guidance and preferably with a certificate of 

training completion. 

6. Allow the intern to record her interpreting tasks to facilitate later evaluation.  

7. Monitor the intern's performance and progress over the training period. 

8. Allow the intern to include samples of her translations in the reports submitted to the 

academic supervisor. If the intern is required to maintain the confidentiality of work 

documents, the worksite supervisor must complete Form 10.  

 

The academic supervisor's responsibilities: 

The academic supervisor is expected to: 

1. Monitor the internship process from the beginning to the end, making sure the intern 

is undertaking and completing all the tasks required from her by the internship 

provider. 

2. Make sure the program requirements are met in terms of the amount of translation that 

should be completed per day: no less than 200 and no more than 1000 words. 

3. Make sure the intern is provided with a convenient work place to enable her to 

complete her tasks and that she gets appropriate supervision at the workplace. 

4. Visit the worksite at least once during the semester.  

5. Contact the worksite supervisor at least twice during the semester to make sure the 

intern is performing well, completing all her tasks, and that there are no challenges or 

issues to be addressed. 

6. Help the intern resolve any issues or conflicts that may arise in the workplace. 

7. Give the intern full access to her evaluation and grades assigned by the worksite 

supervisor. 

8. Meet the intern once a week. 
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Assessment plan: 

Assessor Assessed items Marks 

Worksite supervisor 

Professional competence (attendance, 

responsibility, achievements, attitude) 

25 marks 

Translation competence (comprehension, 

accuracy, spelling, grammar, style, problem 

solving) 

55 marks 

Academic supervisor 
Weekly reports  10 marks 

Final report  10 marks 

 

Absence policy: 

1. Interns are expected to be committed to working days. Supervisors should be notified by 

any leave of absence beforehand and medical reports should be sent immediately. 

2. If the intern is absent without an acceptable excuse, the worksite supervisor has the right 

to deduct marks for absence. 

3. The worksite should warn the intern if she reaches the 15% absence limit. When she 

exceeds the 25% limit, the intern will be denied course credit. In this case, the worksite 

supervisor has to send a report to the academic program. 

4. The intern is entitled to have up to 5 days of medical leave from public or private 

hospitals/clinics during the internship period. 

5. If the intern is absent for social or any other reasons, the workplace has the right to accept 

or refuse to accept the excuse. 

6. Absence due to childbirth is permitted for up to two weeks for a normal delivery and 

three weeks for a caesarean section.  

7. Absence due to bereavement:  

a. If the deceased is first-degree relative (parents, grandparents, siblings, or child), 

the intern is entitled to 3 days of bereavement leave. 

b. If the deceased is second-degree relative (uncles, aunts, nieces or nephews), the 

intern is entitled to 2 days of bereavement leave. 

c. If the deceased is the intern's husband, the internship is postponed to the 

following semester. 

The intern is required to submit a certificate of death to the worksite supervisor. 

 

 

 

 

 

 

 



 

8 
 

Summary of the internship activities and procedures: 
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Potential internship providers: 

Following is a list of different workplaces where our interns in previous years have received 

training. However, more workplaces could be added to the list. 

1. Ministry of Interior. 

2. Ministry of Environment Water & Agriculture. 

3. Saudi Industrial Development Fund (SIDF). 

4. KACST Academy. 

5. King Salman Humanitarian Aid & Relief Center 

6. Technical and Vocational Training Corporation- General Directorate for International 

Cooperation. 

7. Shearman and Sterling LLP Company 

8. Global Center for Combating Extremist Ideology (ETIDAL). 

9. Bureau of Experts at the Council of Ministers. 
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Internship forms: 

The following table includes all the internship forms, specifying who should complete them 

and the completion time.  

Completion 

time 
To be complete by Purpose Title 

Form 

number 

First week Intern  

Providing contact information of 

the intern, academic and worksite 

supervisors. 

General Information 

Form 
1 

First week Worksite supervisor 

Making sure the intern has started 

her training period at the 

workplace. 

Internship 

Commencement 

Form 

2 

Weekly  Worksite supervisor 
Monitoring intern's commitment to 

working hours 
Attendance Form 3 

Weekly  Intern  

Reporting on the tasks performed 

by the intern and any challenges 

encountered. 

Weekly Report Form 4 

Last week Intern  
Reporting on the whole internship 

experience. 
Final Report Form 5 

Last week  Worksite supervisor 

Evaluating the performance of the 

intern based on the criteria 

outlined in the form. 

Worksite Supervisor 

Evaluation 

6(A) 

In-person 

training 

Last week  Worksite supervisor 

Evaluating the performance of the 

intern based on the criteria 

outlined in the form. 

Worksite Supervisor 

Evaluation 

6(B) 

Online 

training 

Last week 
Academic 

supervisor  

Evaluating the reports submitted 

by the intern based on the criteria 

outlined in the form. 

Academic 

Supervisor 

Evaluation 

7 

Last week Intern  Giving feedback on the workplace Intern's Survey 8 

Last week Worksite supervisor 
Giving feedback on the internship 

process 

Worksite Supervisor 

Survey 
9 

First week Worksite supervisor 

Interns are required to include 

samples of their translations in 

their reports. This form is 

completed if intern is required to 

maintain the confidentiality of 

work documents. 

Confidentiality 

Pledge 
10 

All the forms can be accessed at: 

https://drive.google.com/drive/folders/1ABdfQasibxo8gJtn8QYVkjMQWlgMijB0?usp=shari

ng 

 

https://drive.google.com/drive/folders/1ABdfQasibxo8gJtn8QYVkjMQWlgMijB0?usp=sharing
https://drive.google.com/drive/folders/1ABdfQasibxo8gJtn8QYVkjMQWlgMijB0?usp=sharing
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FORM 1:  TRAINEE INFORMATION  
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FORM 2: INTERNSHIP COMMENCEMENT  
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FORM 3: ATTENDANCE  
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FORM 4: WEEKLY REPORT  
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FORM 5: FINAL REPORT  
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FORM 6(A): TRAINEE EVALUATION FORM 
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FORM 6(B): TRAINEE EVALUATION FORM 
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FORM 7: TRAINEE EVALUATION BY ACADEMIC SUPERVISOR 
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FORM 8: INTERN'S SURVEY 
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FORM 9: WORKSITE SUPERVISOR'S SURVEY 
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FORM 10: CONFIDENTIALITY PLEDGE 

 

 

 


