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Part 1: Introduction

1.1 Overview

The Cooperative Training Course (ECON 491) is one of the structured mandatory courses at
the Economics program in the College of Business and Administration (CBA), Princess
Nourah bint Abdulrahman University (PNU).

It is part of the graduation requirements and aims to assist students in applying their
knowledge and skills of Economics to real life situations. In addition, it aims to build strong
partnerships between the department and the local government and business community in

order to increase the employability of the Economics program graduates.

This handbook consists of all information that students may need before, during and after the
cooperative training program, in addition to all the required forms that should be used during
the COOP training.

1.2 Program Objectives

The COOP training course is intended for students who have completed 110 credit hours of

their study plan. The training period is 15 weeks long, 6 hours a day for a total of 450 hours.

Students must be oriented in one of the organizations, and supervised by a faculty member
assigned by the department in order to accomplish this training program efficiently and

successfully.

The COOP training program should provide the students with a better understanding and a
clear view of the real work environment. Additionally, it should also provide students with
complementary knowledge and training, such as solving real problems, developing analytical

skills, communicating professionally and participating in teamwork.
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After completing the COOP training, students must submit a final report and give a
presentation that shall be judged by their COOP academic supervisors.

Assessment Methods

The assessment methods of the COOP training course are as follows:
A. Employer Evaluation 80%

B. Final report 10%
B. Oral Presentation 5%

C. Commitment 5%

Employer Evaluation Final reports

80% 10%

Assessment
Methods

Oral Presentation Commitment
5% 5%

The Objectives

1. Develop the student skills and competencies and broaden their exposure.

2. Prepare the students to transfer from a learning environment to a work environment
by providing them practical experience in their respective fields before graduation.
Incorporate the academic courses with practice in a real work environment.

4. Encourage students to experience real work environment, to take job responsibilities,

and to develop effective verbal and written communication skills.
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1.3 Requirements and Eligibility

For students to be eligible for the COOP training course, the following requirements have to
be satisfied:

1. Completion of 110 credit hours of the study plan.
2. Completion of training application survey conducted by COOP Committee.

3. Not enrolled in any other course during the semester.

1.4 Registration / Dropping COOP training

The COOP training committee is responsible to register the students, who have been accepted
into a training site, for the COOP training course (ECON 491). The committee ensures that
students who are accepted in one training site are in the same course section in order to

provide more effective COOP academic supervision.

Nevertheless, the COOP training course is similar to other courses in the department in terms

of course registration, withdrawal, absence and deprivation.

1.5 Selection of Training Sites

Students are responsible for attaining a training placement. The COOP training committee
post many training opportunities that are available for students. Students can apply for many
institutions of their choice and wait to be contacted and invited to an interview.

Once the student is accepted and offered an internship in the institutions, the COOP training
committee must receive a letter of confirmation from the designated training site. Students
must accept the first training offer they have obtained, and they are not allowed to change

training site afterwards.
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1.6 Duration of COOP Program

The COORP training course is 15 weeks, 6 hours a day for a total of 450 hours. A COOP

training student is required to spend the 450 hours performing practical work in the training

site.

At the end of the training duration, the students shall submit a detailed final report about their

experience and tasks in their respective companies.

1.7 COORP Instructions

1.

10.

11.

Students from level seven have to register their names in the training application survey
prepared by the COOP committee where then they will be added to the Blackboard
academic online system in order to receive the updated announcements and information
about the available training opportunities.

Students are fully responsible for applying for the internship.

Students must attend the orientation meeting with the COOP committee at the beginning
of the semester.

Students must accept the first training offer they receive.

Once the student gets an acceptance letter from the training site, the student must ensure
that the COOP training committee receives a copy of that letter.

Students must respect the agreement with the training site of offering the training
opportunity and refrain from changing opinions.

Students must maintain excellent relationship and show good behaviour in the training
site, and if not, students will be subjected to punishment from the university.

Students must attend the entire training program of 450 hours.

Students are responsible to follow the rules, the requirements and the sequence of the
program assignments delivery. The students can always ask for advice and support from
the assigned COOP academic supervisor.

The employer evaluation form will be sent by the employer directly to the assigned

COOP academic supervisor by email.
At the end of the training period, students must submit the final report and make a

presentation in order to successfully complete the course.
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Part 2: Roles and Responsibilities

2.1 Overview

During the COOP training program, the students need to be in touch with their COOP

academic supervisor in the department and with the employer in the training site.

Each party plays a vital role in order to ensure that the students obtain the maximum benefit
and advantage from this opportunity. Whereas students are required to meet the expectations
and adhere to the roles and guidelines to get a fruitful experience which support their

academic and professional success.

Student

coop
Academic Employer
Supervisor

Employment
and Internship
Unit

COOP Training
Committee

Training Site

This part describes the role and the responsibilities of all parties involved in the COOP

training, including the students themselves.
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2.2 Employment and Internship Unit

The COOP training program is supervised by the CBA Employment and Internship Unit,

which is under the supervision of the Vice Deanship of Academic Affairs.

The CBA Employment and Internship Unit contact information is as follows:

011-82-35979
Phone ‘
011-82-23199

Email E CBA-IE@pnu.edu.sa

The role of the Employment and Internship Unit is summarized such that:

1. To create a COOP room in Blackboard each semester for level seven students.

2. To request various training sites to provide convenient and suitable training
opportunities for students based on their specialisation.

3. To send application forms to training sites in organizations that requires official
letters (such as the Ministry of Finance, Ministry of Interior, and Ministry of Foreign
Affairs).

4. To provide the COOP training committee with the updated forms.

2.3 COOP Training Committee

The Economics COOP training committee contains 3-4 faculty members and they can be

contacted as follows:

Phone k 011-82-23085

Email E CBA-ECO-lI@pnu.edu.sa
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The Economics COOP training committee is responsible for the following:

1.

© N o O

Prepare the training application survey and upload the link into the Blackboard

Advising Unit room.
Conduct the first meeting with level seven students by week 4 of the semester in order
to explain the procedures and the requirements of applying for the COOP training.
Announce the available training opportunities along with the conditions and the
requirements of the training sites if any.
Select the students for the available training opportunities in two alternative ways:

I.  Announcing the opportunity in the Blackboard COOP room.

Il.  The COOP training committee assign qualified candidates based on the
training site requirements which could be GPA, English language level, or
any other requirement.

Communicate with a specific employer in response to a student desire.

Provide students a formal letter from CBA in order to apply for training opportunities.
Follow-up with students' acceptance in different training sites.

Prepare a second meeting with students before the COOP starting date, explaining the
regulations and procedures that should be followed during the training period.

Assign a COOP academic supervisor for each student and/or company.

2.4 COOP Academic Supervisor

The COOP academic supervisor is a faculty member in the department of Economic,

assigned by the COOP training committee. The COOP academic supervisor roles towards the

students include:

1.

Share and explain the required forms and templates with the students such as Final

Report, Student Evaluation, and Employer Evaluation.

Follow up with the students' starting date, performance, and progress.

Guide and assist the students with any issue they may face during the COOP training
Communicate with the student’s employer during the training period by call or visit
and fill the Field Visit Form.
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5. Receive the following from the students:
I.  Starting date form

1. Final reports
I1l.  Student Evaluation form

V. Employer Evaluation form

2.5 Training Site

The training site is a government, private or a non-profit organization where students will be
working as COOP trainees for 450 hours.

The roles and the responsibilities of the training sites are as follows:

1. Assign each student to an employer to direct and guide the student during the training
period.

2. Define the task plan for the trainees during the training period (total of 450 hours)
while the tasks should be related to the student's specialisation.

3. Deal with the COOP trainee like any other employee in the organization, such as the
working hours and absence policies.

4. Depending on the organization's training policy, trainees’ accommodation,
transportation, and/or monthly payments may be arranged by the company.

5. Provide trainees who successfully complete the training program training certificate if
possible.

2.6 Employer

The training site is required to assign an employer for each COOP student. The employer is a
professional in the relevant field, and will ensure the student's professional development. The
employer will supervise the following tasks:

1. Introduce the trainees to the institution work environment, policies, behaviour, and

expected conduct.
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Provide the trainees with a work plan and ensure that each student carries out the
required tasks throughout the training period.
Sign and stamp the trainees Starting Date Form (on the 1st day of the training period).

Notify the COOP academic supervisors of any negligence in the student performance.

Sign and stamp the Student Attendance Form and students’ Final Report. Fill, sign,

and stamp the Employer Evaluation Form and send both forms via email to the

student’s COOP academic supervisor at the end of the training period.

2.7 Students

The role of the student is divided into three phases:

1. Before the training period.
2. During the training period.
3. At the end of the training period.

2.7.1 Before the training period

1.

a &~ N

Fill in the training application survey at the beginning of the semester with all the

necessary information and upload the required files.
Attend the first meeting for the COOP training program by week 4 of the semester.

Fill in the Training Application Form with the required information.

Start searching for training sites that meet the students’ expectations and needs.
Follow up with the available training opportunities posted on Blackboard and apply
for the suitable opportunity.

Attend any interview required by the training site and submit any needed documents.
When receiving the acceptance letter from the training site, the student should update
the COOP training committee accordingly.

Submit a signed Acknowledgment Form after receiving the acceptance letter, and

upload it into the COOP Blackboard room.
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Fill in the training application survey

Fill in the training application form

Apply to different opportunities of
COOP training

Send the acceptance letter to the
COOP training committee

Submit the acknoledgment form into
Blackboard

2.7.2 During the training period

1. Submit a signed Starting Date Form, on the first day of training and stamped by the

training site.

2. Fill in the Student Attendance Form on a daily bases and submit it at the end of the

training period.
3. Complete the whole training period of 450 hours in the assigned training site.
4. Obey the work terms and rules of the training site.
5. Communicate with the COOP academic supervisor about any issues that may appear

in the training site.

Submit the Starting Date Form

Submit the Student Attendance Form

Complete the training period
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2.7.3 At the end of the training period

After finishing the training, each student needs to submit the following to the assigned COOP
academic supervisor:
1. Submit a detailed Final Report in week 15, showing the tasks and the accomplishment
in the training site.
2. Prepare a presentation describing your whole COOP experiences.

3. Submit the Student Evaluation Form which allows students to provide feedback about

the training site, COOP academic supervisor and overall experience.

4. Remind the employer to send the Student Attendance Form and the Employer

Evaluation Form to the COOP academic supervisor via email.

Submit Final Report

Submit Student Evaluation Form

Submit Employer Evaluation Form and
Student Attendence Forms

Prepare the Presentation
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Part 3: Cooperative Training Evaluation Process

3.1 Overview

The evaluation process of the COOP training course is based on the evaluation of two
different bodies; External and Internal.

The external evaluator is the employer, to evaluate the overall performance of the student
which constitutes 80% of the student total mark.

The internal evaluator is the COOP academic supervisor who evaluates the student’s

commitment, final reports and presentations, which worth 20% of the student total mark.

External Evaluation

by: the student Employer

Weight= 80%

COQOP
Training

Evaluation
100%

Internal Evaluation

by: the student COOP
Academic Supervisor

Weight= 20%
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3.2 External Evaluation

This evaluation is performed by the employer in the training site in which the student is
taking the training. It constitutes 80% of the total evaluation and allows the employer to
comment on the student’s overall work performance.

The employer should fill in the Employer Evaluation Form at the end of the training period.

3.3 Internal Evaluation

This evaluation is performed by the COOP academic supervisor. It constitutes 20% of the
total evaluation and it considers the evaluation of the student’ final report, oral presentation

and commitment.

A. Final report

The purpose of writing the final report is to record the practical tasks and knowledge learned
during the training period. In general, the report contains the job description, strategies
learned, skills gained, added benefit of the training environment, and lessons learned by the
students in their training experience.

This assignment carries 10% towards the total mark of the course.

B. Oral Presentation

Students are also expected to prepare a presentation describing their COOP experiences to a
group of students and the COOP academic supervisor as part of the COOP evaluation.
Presentations are generally 10 minutes long, with 5 minutes for questions and discussion.

This presentation carries 5% towards the total mark of the course.

C. Commitment

The student must adhere to submit all requirements on their specified dates and fill out all the
required forms and questionnaires.

This task carries 5% towards the total mark of the course.
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Appendix

APPNDIX 1: Training Application Survey
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APPNDIX 2: Training Application Form
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APPNDIX 3: Acknowledgment Form
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APPNDIX 4: Starting Date form
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APPNDIX 5: Student Attendance Form
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APPNDIX 6: Student Evaluation Form
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APPNDIX 7: Employer Evaluation Form

Employer Evaluation Form

+* Student's Information

Form Code: 0130-F54

Student’s
Student’s |D
Mame
College Business and Administration Department Ecomomics
Employers Companys
Mame Mame
Imternship From__'\ 2020 Imternshi p Internship Day=
Date o 2020 Perigd | |mtermshipWesks
Imternship Howrs
+# Rubric of Emplayer Evaluations
Rubrics for Evaluations Grade Excellent Gaad Unaatisfied
W8 74 10
Work Ethics (Respect, learning from mistakes, self-development.
following instructions and regulations, Dress Code) b
2. | Time Management (Performing muktiple tasks with prioritizing work) 10
i Written and Verbal Communication 10
4. | Leadarship and responsibiliny 10
5. | Technical Ability 10
& | Interpersonal Skills and Teamwork 10
7. Academic Knowledze 10
B Ability to Sohee Problemes 10
5. Imitiative', Cre ativity 10
100 Parform prefessionally azzigned tasks 10
Total Grade 0D 100

% ListofStudents Strong Points and Feedback of how stude nts can improve their Workplace Performance

Strong Points

Suggestion to

Improvement

Supervisor Mame Company Mames

Signatures
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APPNDIX 8: Field Visit Form
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APPNDIX 9: Final Report Description

These guidelines should spark your imagination and help you develop a complete and user-
friendly final report. Your final report should document your work and the knowledge and
skills you have acquired as an intern. It should also help you to:

v

ANENENENEN

Assess your learning (incorporate your knowledge with the work experiences)
Reflect on your personal, academic, and career goals

Provide evidence of your performance

Document your acquisition of specific skills or knowledge

Record your intellectual and personal growth

Your report can also provide potential employers with evidence of your work
experience.

Final Report Guidelines

On the cover page, write your name, Student ID, submission date, training
organization, starting and finishing dates, and name of your COOP academic
supervisor.

The report can be either in Arabic or English based on the language used in the
training organization.

The first pages should include a table of contents.

The second page should be a letter from your employer, verifying the report content
and the provided samples in addition to completing the contracted hours.

Introduction (A brief of the report, Explain why you planned this particular
internship Describe the training organization)

Internship Activities:

1.

w

o

Detailed descriptions of the job/internship duties.

Describe what kind of working documents, analysis, or programs you have
used

Include your internship contract, if applicable

Comment on your internship contract, explaining any ways that your work
diverged from your plan as outlined in the original contract.

Samples of internship work—each of these should be preceded by a summary
sheet that explains the activity. Examples: Reports, Brochures, Agendas,
Databases, Proposals, Photographs, Memos, e- mail, and messages.

7. Experience Evaluation:

e Skills gained and lessons learned by the students.

e Challenges faced and how did the students overcome them.

¢ Relationship to your courses and your academic background (which courses you
completed were the most or the least relevant to your internship).

e Based on your training experience, what skills do you need to develop most?

8. Conclusion
e Summary of the report
e Recommendations on how the internship could be improved for others.
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9. Format
Your report should follow the following guidelines:

Any sources cited must be correctly listed on a reference page using Harvard
referencing style.

Font: Times New Roman.

The assignment will be evaluated through the Blackboard Safe Assign tool.

Font size: 12.

Double-space.

Must include a table of content and Appendices.

Submission Date: Week 15

The evaluation of the final report is based on the following rubrics:
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APPNDIX 10: Presentation Guidelines

As part of the COOP evaluation, students are expected to present their COOP experiences for
10minutes, in addition to 5 minutes for questions and discussion.
It is important to consider the following points:
e Presentation clarity (clear and assertive, well-structured, and easy to understand and
brief).
e Presentation delivery (Well-rehearsed, smooth delivery in a conversational style
and correct grammar is used).
e Presentation creativity.
e You can present either Arabic or English based on the language used in the training
organisation.
The following MUST be addressed in your presentation:
1. Presentation Outline
2. Introduction:
e Identify yourself
e Training site
3. Work Description
State the tasks or duties given to the student during the COOP.
e Monthly breakdown
e Examples of tasks assigned to you
4. Gained Benefits
The presentation must highlight how the student was able to well complete the tasks or duties
during her COOP.
e Experience gained
e Techniques learned
e Problems faced
e Solutions or attempted solutions
5. Conclusion & Recommendations
e Overall evaluation of the training period.

e Evaluation of the training organization.
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