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APPENDIX

EVLAUATION FORM 1:TRAINING ORGNAIZATION EVALUATION FORM

Evaluation Elements
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Strongly | Disagree | Neutral

Disagree

Financial Aspects

Aol calgt!

The training organization is equipped
with the latest equipment and
appropriate technologies needed to

train students.

Sl copudl 4z ud o,
cyat) bl laadlly atyuxdl
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The training organization provides an
adequate working environment such as
suitable air ventilation,
lighting,comfortable chairs, and

designated group workspaces.
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The overall appearance of the field
instructors at the training organization

is appropriate.

Lyol) Bdeall 4L aladl sl
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Trust and Reliability

Lalazc¥ly aall

The training organization is committed
in providing the training that is
compatible with the students’ training

plan.
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The training organization fulfils its
promises and obligations that relate to

training students at the specified times.
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Boazll Sl § Adhll coyazy

The training organization shows great
interest in solving problems related to

training the students.

ety Lolazal oyl &> (g
coydty dalaall eMSCEL ey
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The training organization completes the
students’ performance evaluation

forms in a timely manner.
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Response

The training organization provides the
academic department/ college with the
training opportunities available to them
at the appropriate times.

The training organization cooperates
and responds to students’ inquiries in a
timely manner.

The training organization cooperates
with the students and provides them
with the required information and
advice needed to complete the work.
The training organization responds and
cooperates with the academic
department with high flexibility with
regards to the department needs,
requirements and special
circumstances.

Safety and Security

The training organization provides the
work safety foundations such as fire
extinguishers, emergency exits, alarms,
security corridors, protective and safety
equipment, etc.

The training organization is equipped
with first aid tools at the training site to
deal with minor injuries of students in a
timely manner.

The training organization handles
students’ information with complete
confidentiality.

The behavior of the field instructors at
the training organization promoted a
sense of safety and confidence among

students and the academic department.
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EVLAUATION FORM 2: STUDENT EVALUATION FORM

ééb“ Y ..\,ﬂ:r.n

Evaluation Elements
Buda
Strongly | Disagree | Neutral

Disagree

33l
B
Strongly

Agree

Skills and Knowledge

4,alls ol

1 The training | received is related to my e Sy copud) 3lay 1
academic specialty. byl (gaiasiy

2 | I have practiced what | have learned. Aloall 48 yall Cowslag cadas | 2

3 | The training closed the gap between olgzmall due coyaddl oof wazel 3
the knowledge I learned and practical (eadl 3edatlly 28 ,all cny

application of it.

4 | |learned many skills that will be useful SN abldl e e cwlai | 4
in my career. & Bsaa 058 Lpl waicl
Al Gl

5 | The level of difficulty of the training lid Lgasall Goiun il 5
course was acceptable. Jgsan o8 iyl

6 | I'wasinformed about the evaluation 2l eugadl Aaplay WDlel @3 | 6
mechanism for the training course. REPNEL]

7 | The time duration of the training Lozl dasll 34400 daai | 7
course is acceptable. A oyl

8 | Theinternship allowed me to practice 9 Gubai oo oyl @S 8
and apply tools and skills I have S abdls il Auaylan
learned during my studies in the Jlme § Guelys WS Lelas
domain of business administration. Jles¥ 5,1

9 I applied communication skills to deal Jha¥l ol Gubn cwd 9
with different levels of professional o Aalisee Slbgtus ae Joladd)
relationships (i.e. with clients, peers, el 20 éi) Al slEMall
and/or superiors) (sl of / 5 (31,8%19

10 | This field experience helped me to alad) 2 pdll s giuel | 10

develop a better understanding of the
different business functions (e.g.

management, marketing, HR, etc...)

casllygd Ladl @b yolat
5ylaY o) dalizsll Jlac¥
dl Loy 2,801 351l 3a9udlly
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Faculty Member

The faculty member ensured my
understanding of the skills that | need
to acquire.

The University provided me with
qualified faculty members that have
experience in field training.

The faculty member supervised me
while coordinating with the field
instructor.

The faculty member followed the
announced rules and regulations
when evaluating the students.
Choose from 0-4, to indicate the
number of times the faculty member
visited you onsite.

Choose from 0-4, to indicate the
number of times that you were
contacted by the faculty member.
Overall, the supervision process by the

faculty member was satisfactory.

Field Instructor

The field instructor discussed the
major points that | needed to be aware
of at the beginning of the training
course.

The field instructor showed interest in

training the students.

The field instructor provided me
advice and guidance with regards to
the tasks assigned to me.

The field instructor provided me with
the help and support needed when

facing any difficulties.
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The field instructor played a major role
in the success of the training course.
The field instructor provided me with
constructive feedback.

Overall, the supervision process by the

field instructor was satisfactory.

Training Organization

The training organization suited my
capabilities and aspirations.

The training organization was flexible
with regards to assigning tasks and
responsibilities.

The training organization supports
students and cares about benefiting
them.

The training organization depends
significantly on the student for

accomplishing its daily tasks.

The training organization provided
students with a designated area to
meet with the field instructor to
receive advice and guidance.

Do you recommend sending future

students to train at this organization?

I felt consolidated with the employees
at the training organization.

The working atmosphere was positive
and encouraging.

Overall, how satisfied are you with the

field experience training?
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Criteria

Orientation Session

Overall Communication

and Engagement

Evaluation of the Field

Visit

The student attended the

5

session on time and has

good understanding of

The student has excellent

levels of communication

the course material.

and always meets

deadlines.
The student:
® Attended the

scheduled field visit
on time.

Showed excellent
ability to verbally
describe tasks

assigned.

EVALUATION FORM 3:FACULTY MEMBER EVALUATION FORM

4 3 2

The student attended
The student attended The student attended
the session on time and
the session on time and the session late but
reviewed the course
highly engaged. engaged.

material.

The student has low
The student has high The student has good
levels of
levels of levels of
communication and has
communication and communication and
difficultyin meeting

meets deadlines. tries tomeet deadlines.

deadlines.
The student: The student:
The student:
® Attended the ® Attended the
® Attended the
scheduled field scheduled field
scheduled field
Visit. Vvisit.
visit late.
® Showed high ® Showed good

® Showed low ability

ability to verbally ability to verbally
to verbally describe
describe tasks describe tasks
tasks assigned.

assigned. assigned.

The student attended the
session lateand did not

engage.

The student has poor
levels of communication
and delays meeting

deadlines.

The student:

®  Attended the
scheduled field visit
verylate.

®  Poorly described

tasks assigned.

The student did not

attend the session.

The student has poor
levels of
communication and
does not meet

deadlines.

The student did not
attend the scheduled

field visit.

Mark

Outof 5

Outof 5

Out of 10
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EVALUATION FORM 4: FIELD INSTRUCTOR EVALUATION FORM

Evaluation Elements Golgl Y | 38l ¥ dolzo

Budid

Strongly | Disagree Neutral

Disagree

Professional Behavior Gek! ol
1 Professional appearance pldl ydall 1
2 Seeks responsibility adosudl Jos | 2
3 Punctuality Dyl cldgly a3
YN P
4 Motivation (e.g., enthusiasm, oyl & elesdly Luxdl | 4
attitude towards duties)

Professional Relations Al | olEdall

5 Rapport with staff and co- lajll ae @Ml 5
workers

6 Interaction with the public (i.e., 91 £dheallSis 51 e WMall 6
clients, participants, patients) ASsLEL of (o, L

7 | Adaptability (e.g., adjusts e Sl e Byl |7
plans/actions according to
situation)
Professional Performance G AN

8 Task accomplishment pldisl=) 8

9 | Ability to verbally describe Seaddl oyl e Byuall |9
tasks assigned Jeadl ol L

10 | Ability to work individually 890y Joadl e §yuall | 10

11 | Ability to work in a team Boyd o Jeadl e 5puall | 11

Jos

12 | Follow regulations of training Az dalaily cledaiglsl | 12

organization __ua).u.ll

13 | Accepts and follows Slasde wladuwly Jas | 13
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instructions of the field
instructor

Professional Knowledge

Gihtall ca,atl

HRTEFIRY

14

15

14 | Understanding of work Jeall diyy dadog Cilual o
environment's goals and
operations

15 | Keento learn and perform a ples dsi9 pladdl § el
variety of tasks degiie
Student Name Stamp

Student ID

Name of Organization

Name of Supervisor

Email Phone

Signature Date

Field Instructor use for Evaluation form
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APPENDIX

APPENDIX 1

Practical Training Registration

Student Name

Student ID

Major

Training Organization Name:

Address:

Training Supervisor Contact Details
Name:
Designation:
Department:
Email:

Telephone #:
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Trainee Responsibilities 1.

Work Hours

Per Week:

Total Work Hours:

Joining date
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By the Training Organization Representative:

By signing this registration form, | understand that:

®  The studentis required to undergo rigorous formal training in the responsibilities mentioned
above for the agreedhours.
®  Any update about student, his performance, behaviour would be promptly communicated to

college via assigned email address and will be kept confidential from thestudent.

®  The organization understands that student responsibilities in the organization are purely voluntary
and no monetary exchange is mandated by thecollege.

® In case of any information furnished by the student proving wrong, both parties have right to

terminate the training program afterintimation.

Trainee Supervisor Name:

Trainee Supervisor Designation:

Trainee Supervisor Signature:

By the Student:

| hereby state that all information provided above is correct and the responsibility
of its authenticity solely lies on me. In case of any fallacious information, college
hold the right to cancel the training registration.

Student Name

Student ID

Student Signature

Comments:
Job Vacant Trainee Availability?Stamp

[@Yes, we can accept trainees

?No
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Submission Instruction:

The student-training supervisor, after getting the details filled in, is required to sign and stamp the
document and get it signed from the student as well. After completing, the training supervisor is
requested to send the scanned form on following email address and the course

supervisor:caf.coop@seu.edu.saField Experience Training Guide (from the

qualitydepartment).pdf

Note: Without receiving of filled registration form, the college will assume the training not to

have initiated.
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Form No 2 - Evaluation of the Field Visit

APPENDIX 2

Student’s Name:

Student’s ID Number:

Training Organization:

Trainee department:

Trainee Supervisor Name:

Faculty Member:

Course: CRN:
Visit Date: Visit Time:
Semester: Academic Year:

Criteria

The student:
The student:
® Attended
® Attended
Evaluation the
the
of the scheduled
scheduled
Field Visit field visit
field visit.
on time.

The student:

® Attended
the
scheduled
field visit.

The student:

The student: °

Attended
the
scheduled
field visit

late.

For Instructor’s Use only

Attended
the
scheduled
field visit

verylate.

The
student
did not Out
attend the  of 5
scheduled

field visit.
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o[5S S T

Thestudent: The student: The student: The student: The student:
® Showed ® Showed ® Showed ® Showed ® Poorly The
excellent high good low described student
Evaluation
o ability to ability to ability to ability to tasks did not Out
of the
verbally verbally verbally verbally assigned. attend the  of 5
Field Visit
describe describe describe describe scheduled
tasks tasks tasks tasks field visit.
assigned. assigned. assigned. assigned.

Comments:
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APPENDIX 3

Form Number (3) PREDICT REPORT

Internship Student Report | Month # ?

StartDate: /| [ EndDate: /[
Student’s Name: Student’s ID Number:
Training Organization: Trainee Department:
Trainee Supervisor Name: Faculty Member:
Course: CRN:
Academic Year/Semester:

(Instructions)

» This report must be submitted on Blackboard (WORD format only) via the
allocated folder.
» Email submission will not be accepted.

» Your work should be clearly and completely presented; marks may be reduced for
poor presentation. This includes filling your information on the cover page.

» Assignment will be evaluated through BB Safe Assign tool.

» Late submission will result in ZERO marks being awarded.

» This work should be your own, copying from students or other resources will
result in ZERO marks.

» Use Times New Roman font 12 for all your answers.
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(Report Components)

What are the activities and tasks given to you
during this month?
Task(s)
What skills did you learn through the month?
New skill(s)
How many meetings did you attend?
Meeting(s)
What are the difficulties you had this month?
Difficulty/
Challenge(s) How did you overcome these difficulties?
What did you learn from completing the tasks
Learning What did you want to learn more?
*Note:

1. This report is a summary of the training activities performed.
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2. You may attach additional pages if needed. And student can attach any extra note
to this form.

APPENDIX 4

Internship Report Cover Page

Student’s name :

Student’s ID # :

Training Organization: Trainee Department:
Field Instructor Name: Field Instructor Signature:
Course Title: CRN:

Internship Start Date: Internship End Date:
Academic Year/Semester:

Instructor’s Name:
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Students’ Grade: Marks Obtained/30 Level of Marks: High/Middle/Low

For Instructor’s Use only

APPENDIX 5

Final Presentation/Interview Cover Page

Course Name:

Student’s Name:

Course Code:

Student’s ID Number:

Semester:

CRN:

Academic Year: 144 /144 H

For Instructor’s Use only

Instructor’s Name:

Students’ Grade:

| Level of Marks:

)
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20111432
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APPENDIX 6

STUDENT’S PRESENTATION\EVALUATION FORM FOR INTERNSHIP PRACTICAL
TRAINING COURSE

INSTRUCTOR NAME:
DATE:

COURSE:
CRN:

Required: List all of the duties you completed for the Final presentation\interview.

Y i b Z
> [ [3+] o L o
25 3| S S |8 s S |8 el
= b = = 2 % @©
S ZFegsEa >5%% 4
Scwlo¥| S0 =X =
oEQ S B|lcos T 3O% 2 >
IS B2 2 53 €= o
35 o = O ¢5§ o
=N S VT Sw Lo S o
SO 82« o =228 =
c o 9nl.& c 3 2 O o @
S 153 5} 4 = w »
o§h|_ b} — -
S. No. Students name Students ID o < |a
1
2
3
4
5
6
7

(*25 marks should be converted into 10 marks. Example: 22/25 x 10 = 8.88 Round off to 9)

Comments/Recommendations for students’ improvement and performance (if any) else write None.






