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APPENDIX 

EVLAUATION FORM 1: TRAINING ORGNAIZATION EVALUATION FORM 

 

No Evaluation Elements  لا أوافق 

 بشدة 

Strongly 

Disagree 

 لا أوافق

 

Disagree  

 محايد

 

Neutral  

 أوافق

 

Agree 

أوافق 

 بشدة

Strongly 

Agree 

 م عناصر التقييم

  0 1 2 3 4   

       Financial Aspects   الجوانب الماديت  

1 The training organization is equipped 

with the latest equipment and 

appropriate technologies needed to 

train students. 

ًخىفس لدي حهت الخدزيب الخجهيزاث      

الحدًثت والخلىياث االإىاطبت لخدزيب 

 .الطلبت

1 

2 The training organization provides an 

adequate working environment such as 

suitable air ventilation, 

lighting,comfortable chairs, and 

designated group workspaces.  

ًخىفس في الجهت الخدزيبيت بيئت عمل      

واالإلاعد التهىيت والؤضاءة ملاةمت ن

االإسيدت وأماهً العمل االإىاطبت لعمل 

 .االإجمىعاث وغيرها

2 

3 The overall appearance of the field 

instructors at the training organization 

is appropriate. 

االإظهس العام الإشسفي العمليت الخدزيبيت      

. في الجهت الخدزيبيت مىاطب

3 

 Trust and Reliability    الثقت والاعتماديت  

4 The training organization is committed 

in providing the training that is 

compatible with the students’ training 

plan. 

لدي الجهت الخدزيبيت حدًت في جلدًم      

الخدزيب االإخىافم مع الخطت الخدزيبيت 

. للطلبت االإخدزبين

4 

5 The training organization fulfils its 

promises and obligations that relate to 

training students at the specified times.  

جلىم حهت الخدزيب بالىفاء بالتزاماتها      

ووعىدها االإخخلفت ذاث العلاكت 

. بخدزيب الطلبت في الأوكاث االإدددة

5 

6 The training organization shows great 

interest in solving problems related to 

training the students.  

      
ً
 واضحا

ً
جبدي حهت الخدزيب اهخماما

بدل االإشىلاث االإخعللت بخدزيب 

. الطلبت

6 

7 The training organization completes the 

students’ performance evaluation 

forms in a timely manner. 

حعمل حهت الخدزيب على حعبئت      

الىماذج الخاضت بخلييم أداء الطلبت 

 .االإخدزبين في الأوكاث االإدددة
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 Response   الاستجابت  

8 The training organization provides the 

academic department/ college with the 

training opportunities available to them 

at the appropriate times. 

جلىم الجهت الخدزيبيت بتزويد      

اليليت بفسص / اللظمالأوادًمي

الخدزيب االإخاخت لديهم في الأوكاث 

. االإىاطبت

8 

9 The training organization cooperates 

and responds to students’ inquiries in a 

timely manner. 

جخعاون وحظخجيب حهت الخدزيب      

 
ً
لاطخفظازاث الطلبت االإخدزبين داةما

. وفي الىكذ االإىاطب

9 

10 The training organization cooperates 

with the students and provides them 

with the required information and 

advice needed to complete the work. 

جخعاون حهت الخدزيب باعطاء الطلبت      

االإخدزبين االإعلىماث والخىحيهاث 

. الخاضت باهجاش العمل

10 

11 The training organization responds and 

cooperates with the academic 

department with high flexibility with 

regards to the department needs, 

requirements and special 

circumstances. 

حظخجيب حهت الخدزيب وجخعاون مع      

اللظم الأوادًمي بمسوهت عاليت في 

ضىء اخخياج اللظم ومخطلباجه 

. وظسوفه الخاضت

11 

 Safety and Security    الأمن والسلامت  

12 The training organization provides the 

work safety foundations such as fire 

extinguishers, emergency exits, alarms, 

security corridors, protective and safety 

equipment, etc. 

ًخىفس لدي الجهت الخدزيبيت أطع      

الظلامت االإهىيت وىطاةل ئطفاء 

الحسيم ومخازج الطىازب وأحهصة 

الؤهراز واالإمساث الأمىيت واالإعداث 

. الىكاةيت والظلامت الشخطيت وغيرها

12 

13 The training organization is equipped 

with first aid tools at the training site to 

deal with minor injuries of students in a 

timely manner.  

لدي حهت الخدزيب ضىدوق ئطعافاث      

أوليت في مىاكع العمل مً أحل 

الخعامل مع الؤضاباث البظيطت 

. للطلبت االإخدزبين وبطىزة طسيعت

13 

14 The training organization handles 

students’ information with complete 

confidentiality.  

جخعامل حهت الخدزيب مع االإعلىماث      

الخاضت بالطلبت االإخدزبين بظسيت 

. جامت

14 

15 The behavior of the field instructors at 

the training organization promoted a 

sense of safety and confidence among 

students and the academic department.  

طلىن ملدمي الخدماث الخدزيبيت في      

الجهت الخدزيبيت عصش الشعىز بالأمان 

والثلت لدي الطلبت ولدي اللظم 

. الأوادًمي

15 
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EVLAUATION FORM 2: STUDENT EVALUATION F ORM 

 

No   Evaluation Elements  لا أوافق 

 بشدة 

Strongly 

Disagree 

 لا أوافق

 

Disagree 

 محايد

 

Neutral  

 أوافق

 

Agree 

أوافق 

 بشدة

Strongly 

Agree 

 م عناصر التقييم

  0 1 2 3 4   

 Skills and Knowledge  المهاراث والمعرفت  

1 The training I received is related to my 

academic specialty.  

ًخعلم الخدزيب بشيل مباشس      

 .بخخطص ي الدزاس ي

1 

2 I have practiced what I have learned.       2 .حعلمذ ومازطذ االإعسفت العمليت 

3 The training closed the gap between 

the knowledge I learned and practical 

application of it. 

أعخلد أن الخدزيب طد الفجىاث      

 .بين االإعسفت والخطبيم العملي

3 

4 I learned many skills that will be useful 

in my career. 

حعلمذ عدد مً االإهازاث التي      

أعخلد أنها طخيىن مفيدة في 

 .خياحي االإهىيت

4 

5 The level of difficulty of the training 

course was acceptable. 

أعخبر مظخىي الطعىبت لهرا      

 
ً
 .الخدزيب وان ملبىلا

5 

6 I was informed about the evaluation 

mechanism for the training course. 

جم اعلامي بطسيلت الخلىيم الإلسز      

 .الخدزيب

6 

7 The time duration of the training 

course is acceptable.  

عد الفترة الصمىيت االإخططت      
ُ
ح

 .للخدزيب وافيت

7 

8 The internship allowed me to practice 

and apply tools and skills I have 

learned during my studies in the 

domain of business administration. 

مً جطبيم و  الخدزيب مىىني      

ممازطت الأدواث واالإهازاث التي 

حعلمتها خلاٌ دزاطتي في مجاٌ 

 ئدازة الأعماٌ

. 

8 

9 I applied communication skills to deal 

with different levels of professional 

relationships (i.e. with clients, peers, 

and/or  superiors) 

كمذ بخطبيم مهازاث الاجطاٌ      

للخعامل مع مظخىياث مخخلفت مً 

أي مع العملاء )العلاكاث االإهىيت 

 (أو السؤطاء/ والأكسان و 

9 

10 This field experience helped me to 

develop a better understanding of the 

different business functions (e.g. 

management, marketing, HR, etc…) 

طاعدجني هره الخجسبت االإيداهيت      

في جطىيس فهم أفضل لىظاةف 

مثل الؤدازة )الأعماٌ االإخخلفت 

والدظىيم واالإىازد البشسيت وما ئلى 

10 
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 (...ذلً 

 Faculty Member  المشرف الأكاديمي  

11 The faculty member ensured my 

understanding of the skills that I need 

to acquire. 

 مً  الأوادًميجدلم االإشسف     

معسفتي للمهازاث اللاشم اهدظابها 

 .كبل بدء الخدزيب

11 

12 The University provided me with 

qualified faculty members that have 

experience in field training.  

 جىفس لىا الجامعت مشسفين     

 مخخططين وذوي نأوادًميي

 .خبراث ميداهيت حيدة

12 

13 The faculty member supervised me 

while coordinating with the field 

instructor. 

 بالإشساف  االإشسف الأوادًميًلىم     

على عمليت جدزيب االإخدزبين 

 .الشسف االإيداويبالخيظيم مع 

13 

14 The faculty member followed the 

announced rules and regulations 

when evaluating the students. 

بالخعليماث االإشسف الأوادًميًلتزم      

الجامعيت االإعلىت واالإخعللت بعمليت 

 .جلىيم االإخدزبين

14 

15 Choose from 0-4, to indicate the 

number of times the faculty member 

visited you onsite. 

لخددًد عدد االإساث  4-0اختر مً     

التي كام االإشسف الأوادًمي 

 .بصيازجً في حهت جدزيبً

15 

16 Choose from 0-4, to indicate the 

number of times that you were 

contacted by the faculty member. 

لخددًد عدد االإساث 4-0اختر مً     

التي كام االإشسف الأوادًمي 

 .ن خلاٌ فترة الخدزيبلخىاضلمعبا

16 

17 Overall, the supervision process by the 

faculty member was satisfactory. 

 مً بشيل عام عمليت الاشساف     

 واهذ كبل االإشسف الأوادًمي

 .مسضيت

17 

 Field Instructor  المشرف الميداني  

18 The field instructor discussed the 

major points that I needed to be aware 

of at the beginning of the training 

course. 

 االإيداوي الأمىز ًىاكش االإشسف     

 بداًت الخدزيب االإخعللت االإهمت

 . ببرهامج الخدزيب

18 

19 The field instructor showed interest in 

training the students. 

 

ظهس الم       زغبت في شسف االإيداويًُ

 .الخعامل مع الطلبت االإخدزبين

19 

20 The field instructor provided me 

advice and guidance with regards to 

the tasks assigned to me. 

الازشاد االإيداوي ًلدم لي االإشسف      

والخىحيه االإخعللان في االإهام 

 .االإىولت ئلي

20 

21 The field instructor provided me with 

the help and support needed when 

facing any difficulties. 

بخىفير االإيداوي ًلىم االإشسف      

االإظاعدة للطالب في مىاحهت أي 

معضلت ًىحهها مً كبل أي طسف 

 .خلاٌ الفترة

21 
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22 The field instructor played a major role 

in the success of the training course. 

للمشسف االإيداوي دوز هبير في      

 .عمليت هجاح بسهامج الخدزيب

22 

23 The field instructor provided me with 

constructive feedback. 

شودوي االإشسف االإيداوي بسدود فعل      

 .بىاءة

23 

24 Overall, the supervision process by the 

field instructor was satisfactory. 

 مً بشيل عام عمليت الاشساف     

 واهذ كبل االإشسف االإيداوي

. مسضيت

 

24 

 Training Organization  جهت التدريب  

25 The training organization suited my 

capabilities and aspirations. 

جىاطب حهت الخدزيب التي عملذ      

 . بها كدزاحي وجطلعاحي

25 

26 The training organization was flexible 

with regards to assigning tasks and 

responsibilities.  

جدظم حهت الخدزيب باالإسوهت مً      

خيث اخخياز االإهام وجيليف 

 .الىاحباث

26 

27 The training organization supports 

students and cares about benefiting 

them. 

تهخم حهت العمل بشيل هبير      

بالطالب ومدي اطخفادجه خلاٌ 

 .فترة الخدزيب

27 

28 The training organization depends 

significantly on the student for 

accomplishing its daily tasks. 

حعخمد حهت الخدزيب على الطالب      

بشيل هبير في حظيير أعمالها 

 .اليىميت

 

28 

29 The training organization provided 

students with a designated area to 

meet with the field instructor to 

receive advice and guidance. 

جىفس حهت الخدزيب ميان خاص      

داخل االإىظمت ًلخلي فيه االإشسف 

 .مع الطلبت لخىحيههم وئزشادهم

29 

30 Do you recommend sending future 

students to train at this organization? 

جىصح بالاطخمساز مع هره الجهت      

لخىفير فسص جدزيبيت مظخلبليت 

 .للطلاب

30 

31 I felt consolidated with the employees 

at the training organization. 

شعسث بالاهدماج مع العاملين في      

 .ميان الخدزيب

31 

32 The working atmosphere was positive 

and encouraging.  

      
ً
 ومشجعا

ً
 32 .وان مىاا العمل ئًجابيا

33 Overall, how satisfied are you with the 

field experience training? 

بشيل عام، هيف جليم زضان      

 عً ججسبت الخدزيب االإيداوي؟

33 
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EVALUATION FORM 3:FACULTY MEMBER EVALUATION FORM 

 

Criteria 5 4 3 2 1 0 Mark 

Orientation Session 

The student attended the 

session on time and has 

good understanding of 

the course material. 

The student attended 

the session on time and 

reviewed the course 

material. 

The student attended 

the session on time and 

highly engaged. 

The student attended 

the session late but 

engaged. 

The student attended the 

session lateand did not 

engage. 

The student did not 

attend the session. 
Out of 5 

Overall Communication 

and Engagement 

The student has excellent 

levels of communication 

and always meets 

deadlines. 

The student has high 

levels of 

communication and 

meets deadlines. 

The student has good 

levels of 

communication and 

tries tomeet deadlines. 

The student has low 

levels of 

communication and has 

difficultyin meeting 

deadlines. 

The student has poor 

levels of communication 

and delays meeting 

deadlines. 

The student has poor 

levels of 

communication and 

does not meet 

deadlines. 

Out of 5 

 

Evaluation of the Field 

Visit 

The student: 

 Attended the 

scheduled field visit 

on time. 

 Showed excellent 

ability to verbally 

describe tasks 

assigned. 

The student: 

 Attended the 

scheduled field 

visit. 

 Showed high 

ability to verbally 

describe tasks 

assigned. 

The student: 

 Attended the 

scheduled field 

visit. 

 Showed good 

ability to verbally 

describe tasks 

assigned. 

The student: 

 Attended the 

scheduled field 

visit late. 

 Showed low ability 

to verbally describe 

tasks assigned. 

The student: 

 Attended the 

scheduled field visit 

verylate. 

 Poorly described 

tasks assigned. 

 

 

 

The student did not 

attend the scheduled 

field visit. 

Out of 10 
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EVALUATION FORM 4: FIELD INSTRUCTOR EVALUATION FORM  

 

No Evaluation Elements لا أوافق 

 بشدة

Strongly 

Disagree 

 لا أوافق

 

Disagree 

 محايد

 

Neutral 

 أوافق

 

Agree 

أوافق 

 بشدة

Strongly 

Agree 

م  عناصر التقييم

  0 1 2 3 4   

 Professional Behavior  السلوك المهني  

1 Professional appearance        1 االإظهس العام 

2 Seeks responsibility      2 جدمل االإظإوليت 

3 Punctuality       الالتزام بأوكاث الحضىز

 والاهطساف

3 

4 Motivation (e.g., enthusiasm, 

attitude towards duties) 

 4 الجدًت والحماض في الخدزيب     

 Professional Relations  العلاقاث المهنيت  

5 Rapport with staff and co-

workers 

 5 العلاكت مع الصملاء     

6 Interaction with the public (i.e., 

clients, participants, patients) 

العلاكت مع الآخسيىيالعملاء أو      

 االإسض ى أو االإشازهين

6 

7 Adaptability (e.g., adjusts 

plans/actions according to 

situation) 

 7 اللدزة على الخىيف     

 Professional Performance  الأداء المهني  

8 Task accomplishment       8 ئهجاش االإهام 

9 Ability to verbally describe 

tasks assigned 

اللدزة على العسض الشفىي      

 الإهام العمل

9 

10 Ability to work individually       اللدزة على العمل بطىزة

 مظخللت

10 

11 Ability to work in a team       اللدزة على العمل ضمً فسيم

 عمل

11 

12 Follow regulations of training 

organization 

اجباع حعليماث وأهظمت حهت      

 الخدزيب

12 

13 Accepts and follows       جلبل واطديعاب ملاخظاث 13 
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Field Instructor use for Evaluation form  

 

 

 

 

 

 

 

instructions of the field 

instructor 

 االإشسف االإيداوي

 Professional Knowledge   المعرفت المهنيت  

14 Understanding of work 

environment's goals and 

operations  

 14 فهم أهداف وطبيعت بيئت العمل     

15 Keen to learn and perform a 

variety of tasks 

السغبت في الخعلم وجىلي مهام      

 مخىىعت

15 

Student Name   

 

Stamp 

Student ID   

  

Name of Organization   

  Name of Supervisor   

  Email   Phone   

  Signature   Date   
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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 #: 

 



 
College of Administration and Finance Sciences 

 

5 

 

Trainee Responsibilities 1. 

2. 

3. 

4. 

5. 

Work Hours  

Per Week: 

Total Work Hours: 

 

Joining date  
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By the Training Organization Representative: 

 

By signing this registration form, I understand that: 

 The student is 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: 

 

I 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:caf.coop@seu.edu.sa
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APPENDIX 2 

Form No 2 - Evaluation of the Field Visit  

 

 

For Instructor’s Use only 

 

 

 

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 5 4 3 2 1 0 Mark 

Evaluation 

of the 

Field Visit 

The student: 

 Attended 

the 

scheduled 

field visit 

on time. 

 

The student: 

 Attended 

the 

scheduled 

field visit. 

 

The student: 

 Attended 

the 

scheduled 

field visit. 

 

The student: 

 Attended 

the 

scheduled 

field visit 

late. 

 

The student: 

 Attended 

the 

scheduled 

field visit 

verylate. 

 

 

 

The 

student 

did not 

attend the 

scheduled 

field visit. 

Out 

of 5 
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Comments: 

_____________________________________________________________________

_____________________________________________________________________

____________________________

_____________________________________________________________________

_________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

Criteria 5 4 3 2 1 0 Mark 

Evaluation 

of the 

Field Visit 

Thestudent: 

 Showed 

excellent 

ability to 

verbally 

describe 

tasks 

assigned. 

The student: 

 Showed 

high 

ability to 

verbally 

describe 

tasks 

assigned. 

The student: 

 Showed 

good 

ability to 

verbally 

describe 

tasks 

assigned. 

The student: 

 Showed 

low 

ability to 

verbally 

describe 

tasks 

assigned. 

The student: 

 Poorly 

described 

tasks 

assigned. 

 

 

 

The 

student 

did not 

attend the 

scheduled 

field visit. 

Out 

of 5 
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       APPENDIX 3 

Form Number (3) PREDICT REPORT 

Internship Student Report | Month # ? 

Start Date: ___/___/___                                         End Date: ___/___/___ 

 

 

(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. 

Student’s Name: Student’s ID Number: 

Training Organization: Trainee Department: 

Trainee Supervisor Name: Faculty Member: 

Course: CRN: 

Academic Year/Semester: 

 



 
College of Administration and Finance Sciences 

 

5 

 

 

 

 

 

(Report Components) 

 

Task(s) 

What are the activities and tasks given to you 

during this month? 

 

New skill(s) 

What skills did you learn through the month? 

 

Meeting(s) 

How many meetings did you attend? 

 

Difficulty/  
Challenge(s) 

What are the difficulties you had this month? 

 

How did you overcome these difficulties? 

 

 

Learning 

What did you learn from completing the tasks 

 

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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For Instructor’s Use only 

 

 

 

APPENDIX 5 

Final Presentation/Interview Cover Page  

 

 

 

 

Students’ Grade:  Marks Obtained/30 Level of Marks: High/Middle/Low 
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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. 
 

 

(*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. 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 
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