1T | Brpemeeires - s

Al Yamamah University

il et

Al Yamamah University

Policy on Cooperative Education Program

Policy Executive Order | N/A

Policy Owner University Council

Policy Author University Council and Career Services Center

Version V3.0

Issuing Authority University President

Document Date 05 November 2019

Last Modified/Revised | 09 January 2019

Circulation All Colleges

Effective Date Start of Spring Semester 2019/2020 (19™ January 2020)

History Career Services Center proposed minor changes to the
existing policy and the changes were reviewed and
approved by the University-Council on 7" October 2019.

DCO Form V1.1




h"“ Aolodlansls

Al Yamqmgh University

Table of content

1. Introduction

2. Objectives

3. Requirements and Eligibility
3.1 Minimum Required Hours
3.2 Duration
3.3 Pre-requisite
3.4 Scheduling Restrictions

4. Regulations
4.1 Withdrawal and Changing Company Policy
4.2 Fees and Tuitions

5. Roles and Responsibilities
5.1 Students
5.2 CSC Staff
5.3 COOP Coordinators
5.4 On-site Supervisor
5.5 Registration Office

COOP Deliverables and Deadlines

Evaluation Criteria and Grading Policy

Notes on Writing Reports and Statement on Plagiarism
. Dismissal Policy

10.Prior Work Experience

© 0 N o

l1|Page

skk



[l Seetansts

_Al Yamamah University

1.0 Introduction

Al Yamamah University Cooperative Training Program is a robust program that
aims to help students to bridge the gap between theory and practice, and to prepare
the students for the transition into the work environment.

Therefore, Al Yamamah University has established the Career Services Center to
implement the goals of that center and to provide Al Yamamah University students
with the required support to accomplish their cooperative training in optimal ways,
through an integrated network of companies and institutions that will work with the
center to help the students get the essential knowledge and the professional skills
needed in the workplace.

2.0 Objectives of Al Yamamah University Cooperative Training
Program

SKX

Initiate and acquire an actual practical work experience.

Implement the knowledge gained in classrooms and link it to job-related
practices.

Develop interpersonal and professional skills.

Enhance analytical, problem solving and decision-making skills.
Determine clear career path interests.
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3.1 Minimum required credit hours completed to enroll in the program:

College

Required Credit Hours

College’of Science in Business
Administration

All majors : 90 Cr. Hrs

College of Law

All majors : 90 Cr. Hrs

College of Computer & Information
System

All majors : 90 Cr. Hrs

Collage of Engineering & Architecture

Architecture

90 Cr. Hrs.+ Completing ARC 311

Interior 90 Cr. Hrs.+ Completing IAR 301
Architecture

Software 90 Cr. Hrs
Engineering

Network 90 Cr. Hrs

Engineering
and Security

3.2 Duration of Cooperative Training Program

To pass the Cooperative Training Program, students from all respective colleges
should finish 24 weeks i.e. 6 Months. It should be in the individual students’ major
area of specialization and will require a full-time work commitment consistent with
the weekly work- hour/work-day requirements of the organization/company wherein
the coop is taking place. The Cooperative Training Program must be taken during

two consecutive semesters: spring + summer, summer + fall or fall + spring'.

3.3 Pre-requisites

In addition to finishing the required credit hours, all students must pass Career Skills
course CSK001 and the college requirements, to be eligible to enroll in Cooperative

Training Program.

" Deans may give some exceptions to this rule, but they should be rare, limited in nature, and very well justified.
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3.4 Scheduling Restrictions

The COOP course should be taken alone. Students are not allowed to take other
courses during the COOP training period.

4. Regulations
4.1 Withdrawal and Changing Company Policy

Companies are committed to enable our students to pursue their training in the
departments that match their area of studies. Therefore, changing companies after
accepting the offer will be strictly prohibited unless it is approved by the company.
Students will be asked to sign a ratification form of accepting all the policy terms
and conditions.

Exceptions could be considered if the student justifies that with valid reasons, such
as:

* Failure to meet the required training goals and objectives.
* Failure to commit to the obligations, including behavioral and ethical laws.

* Other special cases that will require different execution and committee discussion and
approvals.

In such cases, the Career Services Center staff and the COOP coordinator will
investigate and provide the student with the required help accordingly.

4.2 Fees and tuitions

Students are required to have the Finance department approval on registration for
the Cooperative Training Program. To receive the approval students must pay 8,600
SAR.
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5. Roles and Responsibilities
5.1 Student

Student must be committed to the following:

e Submitting Three reports within the specified time frame as per the following;:

v" The first progress report is due at the end of second month from the
joining date of COOP (Deadline: Last day of Week 8 of the program);

v The second progress report is due at the end of the fourth month from
the joining date of COOP (Deadline: Last day of Week 16 of the
program)

v" The final report is due at the end of the program (Deadline: Last day of
Week 24 of the program).

e Demonstrating self-discipline in terms of daily attendance, dress code, code
of conduct, completing the required working hours, and following the
directions and the recommendations of the on-site supervisor, the COOP
coordinators and CSC staff members.

e Reporting any COOP-related issues to CSC staff member or COOP
coordinators.

5.2 Career Services Center Staff responsibilities

e Accommodate students with companies and guaranteeing the best training
opportunities to the students.

e Revise the program applications from the students and process it.

e Supervise the overall workflow of the program and ensure the quality of the
rules and procedures.

e Maintain an updated and accurate record of the students’ information and
companies contact information.

e Provide the students, COOP coordinators and on-site supervisors with the
needed support.
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5.3 COOP Coordinators

Coop coordinators from all colleges will be the link between the Career Services
Center and all academic-related matters to the COOP. Specifically, they will:

Review and evaluate the progress reports and the final reports.

Provide the students with advising and follow up on their performance and
respond with recommendations and feedback.

Communicate with on-site supervisors to follow up on students’
performance and any problems that students may have.

Review and follow up on the final student evaluation from on-site
SUpEervisors.

Submit the final grade to CSC and registration office.

Check and approve the company wherein the coop will take place.

5.4 On-site Supervisors

Provide intern students with a training plan reflecting the students’ duties
and scope of work.

Follow the university rules and criteria in evaluation. CSC staff member will
be communicating with the company supervisor to follow up and provide the
needed information.

Monitor the students’ performance, attendance and report any related issue
to CSC staff.

Read and approve students’ progress reports.

Fill and send the mid- and final evaluation forms to COOP coordinators.

5.5 Registration Office (Registrar)

View the grade that was submitted by the COOP coordinator and insert it in
students’ academic transcript.
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