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1. Introduction 
 
The Cooperative training program is a joint venture between King Faisal University and 
employers to better prepare students for employment upon graduation. The training must 
constitute a link between theoretical and scientific academic background and the work 
environment to provide a better understanding and a clear view of the real-world 
experiences. It also provides students with complementary knowledge and training such as 
confronting real world issues and working as part of a team. 
 
Co-op Training is a 3-credit-hour course and is taken by those students who have 
completed at least 85 credit hours and the specific pre-requisite courses based on the 
student major (See Appendix K for the Registration Requirements). A Co-op student is 
required to spend 12 continuous weeks of practical work in a relevant field of industry and 
this must be during the summer holiday after the third academic year. Student must be 
oriented in a company that supports/provides IT services, and well supervised so as to 
accomplish the training objectives correctly.  
 
Students are required to submit two progress reports during their co-op training. After 
finishing the Co-op period, they are required to submit a final report and give a presentation 
about their experience and knowledge gained during their training. The oral exam (or 
presentation) will be held in front of one faculty member. 
 

1.1 Co-op Training Objectives 
 

1. Develop practical skills through real-world applications 

2. Apply acquired knowledge to different domains 

3. Relate the attitude and the manner of the work environment 

4. Relate the courses studied in the university with real world application 

5. Write a comprehensive report according to predetermined guidelines summarizing the 

training 

6. Perform oral presentation to convey in a limited time, the range of experience obtained 

and the skills learned 

 

1.2 Participants and their Responsibilities 
 
The student will have to be in contact with a number of stakeholders throughout this 
training period. It is important that he/she has a clear understanding of the roles and 
responsibilities of these stakeholders. 
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1.2.1 Employer 
 
The employer has the major role in promoting the success of the training program. To 
achieve this goal, the employer is expected to provide the following: 
 

1. The employer is responsible for providing every student with a training/task plan 
reflecting the training assignment during the 12 weeks. It needs to be related to the 
student's academic field of study. The task needs to be submitted and approved by the 
student’s Faculty Advisor. 

 
2. The Co-op student should be assigned to a professional in the field of study (site 

supervisor), who will be responsible for making the student’s training program 
meaningful and effective. 

 
3. The Co-op student should be treated like any other employee in the organization. If the 

student does not follow the company’s code of conduct, the employer should inform the 
Faculty Advisor at the University, so that corrective action can be taken. Cases such as 
absence should be reflected in the evaluation reports. 

 
4. The employer should allow and encourage visits by the Co-op student’s Faculty Advisor. 

 

1.2.2 Site Supervisor 
 
The site supervisor is a professional in the field of the student's major assigned by the 
employer. The site supervisor plays a vital role in ensuring professional development of an 
assigned Co-op student. The supervisor is responsible for setting the student’s training/task 
plan that covers the Co-op assignment period. The supervisor, apart from including all 
responsibilities of the employer, is also responsible for the following tasks: 
 

1. Ensuring that the student follows the training/task plan provided by the company and 
approved by the Faculty Advisor. 
 

2. If the Co-op student does not perform well or the overall performance does not meet the 
employer’s standard, then the employer should inform the Faculty Advisor at the 
University so that corrective action can be taken. 
 

3. The Co-op student should be encouraged and allowed to prepare technical reports and 
conduct oral presentations during the training period. 
 

4. Ensuring that the student prepares and submits the progress reports correctly and 
accurately. The supervisor needs to read and sign the report before the student submits it 
to the Faculty Advisor. 
 

5. Completing and submitting the student training final evaluation form at the end of week 
12 (Final Evaluation) of the Co-op training period. (See Form C in the Appendix for the 

Site Final Evaluation Form) 
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1.2.3 Co-op Training Committee 
 
The Training Committee at CCSIT is responsible for providing the following services to 
the Co-op student: 
 

1. Contacting companies to locate Co-op positions for the following summer. 
 

2. Assigning qualified candidates to the positions that have been agreed upon and reserved 
for the Co-op program, matching the student's qualifications to the needs of the job and 
the student preference when possible. 
 

3. Providing all necessary information required for the placement of all candidates for 
employment in the Co-op program. 
 

4. Maintaining a regular liaison with the participating employers and with the student’s site 
supervisor through the channels authorized by the employer. 
 

5. Ensuring timely start and end of the training program for each Co-op student. 
 

6. Coordinating the acceptance of evaluation forms from the Employers and the Faculty 
Advisors. 
 

7. Collecting and compiling the final grade for the Co-op course and submitting it to the 
concerned department. 

 

1.2.4 Faculty Advisor 
 
The student’s Co-op advisor is a faculty member in the student’s academic department with 
expertise in the subject of the Co-op assignment and is assigned by the Co-op Training 
Committee to guide the Co-op student during the full period of the assignment. The advisor 
should assist the student while training in the assigned organization. The advisor roles 
towards the Co-op student includes: 
 

1. Ensuring adequacy of the work assignment by reviewing the task plan and description 
provided by the student through the company (or the site supervisor) and approving it if 
it meets the requirement or communicating with the student’s site supervisor to adjust 
the tasks or plan as needed. 
 

2. Reviewing the progress reports prepared and sent by the students and responding with 
adequate feedback within a week of submission. 
 

3. Guiding the student in writing and compiling the final Co-op report in a professional 
format. 
 

4. Communicating performance grades for progress reports and the final report to the Co-op 
Training Committee. (See Form D in the Appendix for the Student Evaluation Form) 
 

5. Attending and evaluating the student's oral presentation, if needed. 
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1.2.5 Co-op Examining Committee 
 
The examining committee comprises of one faculty member from the student’s academic 
department assigned by the Co-op Training committee. The examining committee 
evaluates the student’s final report, presentation and reports the grade to the Co-op Training 
Committee. (See Forms F, G, and H in the Appendix for Report Evaluation and 

Presentation Evaluation to be used by the evaluation committee) 
 

2. Training Process 
 

2.1 Activities during the Co-op Training Program 
 
During the Co-op Training, students are required to provide several documents in a timely 
fashion. During the Co-op, it is the responsibility of the students to check their KFU emails 
and phones regularly for any announcements from the Faculty Advisor or the Co-op 
Training Committee. 
 

1. During the first week, the student is required to complete and submit the Site Contact 
Form. The form includes information about the company, working hours, and site 
supervisor contact details. (See Form A in the Appendix for the Site Contact Form) 

 
2. By the end of the fifth week, the student needs to submit the first progress report to 

the Faculty Advisor, which is prepared in coordination with the site supervisor, who 
is assigned to the co-op student by the company. The form should describe the 
student’s tasks during the last five weeks, pending tasks (if any), and task plan for 
the next seven weeks. The student is required to include as much information as 
possible. The performed tasks in the previous five weeks should particularly be 
included in detail. It is also the responsibility of the Co-op student to gather 
information about the tasks that are required to be accomplished during the next 
seven weeks. In cases when the company/site supervisor provides a complete 
training plan, it is the responsibility of the student to divide and present it to the 
Faculty Advisor through the progress reports. In a situation where 2 or more Co-op 
students are under the same site supervisor and are involved in the same project, each 
student should still prepare a unique report detailing his/her specific role in the 
project. Otherwise, both or all students having substantial similar reports may be 
reproached of plagiarism. The Co-op student needs to submit 2 progress reports, one 
every 5 weeks (by the end of weeks 5 & 10). The second progress report should 
describe the student’s tasks during the last ten weeks, pending tasks (if any), and task 
plan for the next two weeks. (See Form B in the Appendix for First/Second Co-op 

Progress Report/Co-op Final Report Template) 
 
3. By the end of the 12th week, the Co-op student should remind his/her site-supervisor 

to fill out the Site Final Evaluation Form and mail it to the Co-op Training 
Committee. The student needs to provide a blank form to his/her site supervisor. (See 

Form C in the Appendix for the Site Final Evaluation Form) 
 
4. Attendance is very important. Student is expected to be followed up by his/her 

Faculty Advisor and his/her site-supervisor through the following channels: 
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a) Face to Face Meeting 
b) Calling Office Phone Number 
c) Calling Mobile Number 
d) Signing the attendance sheets 

In case it is found out that student is not working, he/she will be given a DN (Denied) grade 
for the course. 

 
 

2.2 Activities after the Co-op Training Program 
 
After finishing the training, the Co-op student needs to do the following during the semester 
after the Co-op: 
 

1. The student needs to submit a detailed final report about his/her work in the 
company. This report needs to be submitted within one week after returning from 
the co-op training. It is recommended he/she include comprehensive information 
about their tasks in the progress reports so that the final report writing task 
essentially becomes summarizing the previous reports submitted along with some 
additional details. (See Form B in the Appendix for First/Second Co-op Progress 

Report/Co-op Final Report Template) 
 

2. The co-op student needs to prepare a presentation [According to COOP Oral 
Presentation Template available on CCSIT COOP website] describing his/her work 
at the training company throughout the Co-op training period. The Co-op training 
committee decides the date of the presentation in front of the Co-op examination 
committee. Suggested duration for the presentation is 20 minutes with 10 minutes 
for follow-up Q&A. (See Form E in the Appendix for the Guidelines for the Oral 

Presentation) 
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Co-op Training Program Schedule & Submission Guide

Week 1 Week 5 Week 6 Week 10 Week 11 Week 13Week 12

First Progress 
Report

Site Final Evaluation Form
The Co-op attendance Sheet

Final Report
Company Evaluation

Faculty Supervisor Evaluation

Second Progress 
Report

Start of 
Training

End of 
Training
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3. Co-op Grading 
 
Student’s performance is evaluated based on the following components 
 

No. Assessment Grade 

1 Faculty Supervisor Evaluation 50% 

2 Site Supervisor Evaluation 20% 

3 Final Report Evaluation 20% 

4 Final Presentation Evaluation 10% 

 

3.1 Final Report Evaluation 
 
The final Co-op report submitted by the student will be evaluated on a number of criteria. 
Each criteria is marked by each member of the Co-op examination committee on a nominal 
scale of 1 to 4. The table below provides details about the scales 
 

Scale Value Description 
1 Unsatisfactory 
2 Developing 
3 Satisfactory 
4 Exemplary 

 
The student’s score for a single criterion is the average of the scores given for that criterion 
by each member of the Co-op examination committee multiplied by the weight assigned to 
that criterion. Details on the performance criteria, classification scale description and 
weights is provided in the evaluation form included in the Appendix (Forms F and H). 
Student’s overall score for the submission is the sum of all the weighted scores of the 
performance criteria. 
 
Report evaluation will include the following criteria: 
 

1. Organization & Completeness of the Document: How well the student introduces and 
organizes the information. Does the document include all the required sections and are 
complete and sufficiently elaborated and explained? 

 
2. Technical Content of the Document: How well the student demonstrates that he really 

understood his work. Sub-criteria within this include 
 

• Technical Description: Does the document demonstrate effective use of professional 
tools and techniques with proper and correct usage? 
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• Training Quality: Does the document provide a proper description of the training 
program and is it consistent with the objectives of the Co-op training program? 
 

• Experience: Does the document include sufficient details about the experiences and 
lessons learned by the student throughout the Co-op training program? 
 

• Consistency: Does the document contain information that is consistent with the 
student’s tri-weekly report submissions to the Faculty Advisor? 
 

• Correctness: Is the information presented in the document correct and accurate? 
 

 
3. Overall Document Quality: Does the document contain any spelling and grammar errors? 

Does the student use an effective writing style that is consistent throughout the document? 
 

3.2 Oral Presentation Evaluation 
 
The oral presentation to be delivered by the student will be evaluated also on a number of 
criteria. Each criteria is marked by each member of the Co-op examination committee on 
a nominal scale of 1 to 4. The scale is similar to the one used for final report evaluation 
included in the previous section. Details on the performance criteria, classification scale 
description and weights is provided in the evaluation form included in the Appendix 
(Forms G and H). 
 
The evaluation criteria of the presentation include the following criteria: 
 

1. Organization of the Presentation: Was the presentation organized in a good and logical 
manner? 
 

2. Subject Knowledge: Did the student show that he really understood his/her work? Did 
he/she answer all questions posed by the examination committee with needed explanation 
and elaboration? 
 

3. Format and Layout of the Presentation: Did the student format the presentation 
accordingly, (use of font styles, colors, size, and so on) and information presented in an 
organized and clear fashion for enhanced comprehension (using graphics, tables, and so 
on)? 
 

4. Time Management: Does the student divide the time appropriately according to the 
significance of each section? 
 

5. Presentation Skills: Does the student use a clear voice, correctly pronounces all words 
and is heard clearly throughout the presentation? 
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Form A: Site Contact Information Form 
Section A: Student Information during Internship 
Name: 

ID: Department:        �  CIS      �  CS      �  CN  

E-Mail: Office Phone #: 

Work hours: From ____ am/pm To ____ am/pm 

(Shift 2 if applicable) _____________________ 

Mobile #: 

 

Section B: Internship Site Information 
Employer’s Name: Department (if applicable): 

Employer’s Phone #: Fax: 

Address: 

 

City: Website: 
 

Section C: Site Supervisor Information 
Supervisor’s Name:  

Title: Best Time to be contacted: 

Phone #: Mobile #: 

Email: 

Alternative Supervisor Name: 

Phone #: Mobile #: 
 

Section D: Faculty Supervisor 
Faculty Supervisor Name: 

 

Student Signature : _________________     Date : _______________________   
 
Instruction: The student must resubmit the form to his/her faculty supervisor every time he/she switches to 
another unit, division, or department. 

Send this form to your faculty supervisor

KINGDOM OF SAUDI ARABIA 

Ministry of Education 

KING FAISAL UNIVERSITY 
 

College of Computer Sciences and IT 
 

 

Cooperative Training Committee  

ةيدوعسلا ةيبرعلا ةكلملما  
  ميلعتلا ةرازو
لصَيف كلِلما ةعَمِاجَ   

تامولعلما ةينقتو بسالحا مولع ةيلك     
نيواعتلا بيردتلا ةنلج  
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Form B: First/Second Co-op Progress 
Report/Co-op Final Report Template  

 

 

 

 
 
 
 
 
 

KINGDOM OF SAUDI ARABIA 

Ministry of Education 

KING FAISAL UNIVERSITY 
 

College of Computer Sciences and IT 
 

 

Cooperative Training Committee  

ةيدوعسلا ةيبرعلا ةكلملما  
  ميلعتلا ةرازو
لصَيف كلِلما ةعَمِاجَ   

تامولعلما ةينقتو بسالحا مولع ةيلك     
نيواعتلا بيردتلا ةنلج  
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Kingdom of Saudi Arabia 
Ministry of Education 
King Faisal University 

College of Computer Sciences & Information Technology 
 

 

Title (First/Second Co-op Progress Report)/(Co-op 

Final Report) 
 

 

 

by 

Student’s Full Name (Student ID) 

 

 

 

 

 

 

 

 

 

Supervised by 

Faculty Supervisor’s Name 
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Month Year 

 
 

ABSTRACT 
 

An abstract can be either descriptive or informative. A descriptive abstract 

summarizes the motivation, scope and methods used to attain the solution or findings. An 

informative on the other hand, is almost like the table of contents written in paragraph. It 

also includes the results, conclusions and recommendations [1]. The abstract should not 

exceed 200 words and its contents are italicized. 
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Acknowledgment 
 

The acknowledgment section helps identify the contributors responsible for specific parts 

of the project. It can include authors, non-authors, funding sources, editing services, or 

even administrative staff. In academic writing, the information presented in the 

acknowledgment section should be kept brief. It should only mention people directly 

involved with the project. In other words, one should not consider thanking ones’ parents 

for moral and financial support.   
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Acronyms and Abbreviations (If any) 
 

Build-operate-transfer  ( BOT ) 

East Asia and the Pacific  ( EAP ) 
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1. Introduction  

The Introduction section is meant to set the context for your work and highlight how it 

contributes to the knowledge in your field. In this section you should states the purpose of 

the training, background information on the training. 

 

  



22 
 

2.  Company Profile 

2.1  Company Description 

 

2.2  Department Overview 
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3. Work Description  

3.1 List of Projects/Tasks 

Project Title Project Section # Project Weeks # 

Title of Project/Task1 3.2.1 1-2 

Title of Project/Task2 3.2.2 3 

Title of Project/TaskX 3.2.X 4-5 

 

3.2.1 Project/Task One (Title) [NB: Write each task on a new page] 

3.2.1.1 Background  

 

3.2.1.2 Approach /Objective 

 

3.2.1.3 Data Collection, analysis and requirements (Software, Hardware) 

 

3.2.1.4 Model & Photos 

 

3.2.1.5 Problems Faced & Solutions) (Tools and Techniques used to solve the 
problem) 

 

3.2.1.6 Procedures (Steps taken to solve the problem)  

 

3.2.1.7 Experience Gained & Techniques Learned 

 

3.2.1.8 Tasks Accomplished & Analysis and discussion of actual results versus 
the expected ones 

 

3.2.1.9 Relationship to academic background 
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3.2.X Project/Task X (Title) 

3.2.X.1 Background  

 

3.2.X.2 Approach /Objective 

 

3.2.X.3 Data Collection, analysis and requirements (Software, Hardware) 

 

3.2.X.4 Model & Photos 

 

3.2.X.5 Problems Faced & Solutions) (Tools and Techniques used to solve the 
problem) 

 

3.2.X.6 Procedures (Steps taken to solve the problem)  

 

3.2.X.7 Experience Gained & Techniques Learned 

 

3.2.X.8 Tasks Accomplished & Analysis and discussion of actual results versus 
the expected ones 

 

3.2.X.9 Relationship to academic background 

 

  



25 
 

3.2 List and describe your pending tasks from the past weeks (if any) along with their 
reasons. 

 

 

3.3 Task Plan for the next remaining weeks (if any). Also, mention the activities you will 
carry out to accomplish the task’s objectives. (Ask your site supervisor if necessary). 
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4. Conclusions and Recommendations 

 The conclusions and recommendations section is required part that closes the 

document with a brief summary of the overall experience gained, lessons learned, 

relationship to your courses and your academic background, and conclusions and 

recommendations. Most importantly, it should recommend to the readers the benefits of 

pursuing the Co-op training based on your experience. 
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 ____ /____ / 20 

 
 
 
 

Faculty Advisor Comments 
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Appendices [Letter from the company (if any): appreciation, offer, 
certificates, etc.] 
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Form C: SITE FINAL EVALUATION FORM - ي ئاھ نلا   جذومن مییقت بیردتلا ةھج
 

Period Covered by Evaluation: From:       /     / 20____ to      /     / 20____ 

Student Name:     ___________________________________   Student ID: _________________________ 
Academic Department:    CS / IS / CN     Company Name:  _____________________________________ 

Name of Supervisor:  ______________________________   Supervisor Office Num. ________________ 
Supervisor Mobile Num. _________________ Supervisor Email: ________________________________ 

The Site Supervisor must complete this form during the LAST week of the training period. Results should be 
returned to the faculty advisor. This evaluation is used to determine the overall performance and development 
of the student since the start of his/her Co-op training.  

 اذھ .ةیلكلا فرشمل لسرت نأ بجی مییقتلا اذھ ةجیتن .بیردتلا نم ریخلأا عوبسلأا للاخ جذومنلا اذھ ةئبعت بیردتلا عقوم فرشم نم ىجری
 .ينواعتلا بیردتلا ةیادب نم بلاطلا ىدل روطتلاو ماعلا ءادلأا ىوتسم دیدحتل مدختسی مییقتلا

 
 

Section 1: Student’s General Performance                                                              بلاطلل ماعلا ءادلأا :لولاا مسقلا         
 

 
Please rate the student on a scale of 1 to 10 where 
1 means strongly unsatisfied and 10 means strongly satisfied, or N/A if criteria is not applicable 

ثیحب ١٠ ىلا ١ نم ریدقتلا ةملاع عضو ىجری  
 رایعملا قیبطت نكمی لا لاح يف ةملاع دجوی لا وأً ادج يضرم ينعت ١٠ ةملاعلاوً اقلاطإ يضرم ریغ ينعت ١ ةملاعلا

CRITERIA                                                                                          رایعملا              SCORE 
Outlook: Extent to which the student meets the standards of dress and appearance 
expected at the organization 

ةكرشلا عم هرھظمو ھسابل يف ةبلاطلا /بلاطلا قفاوتی ىدم يلأ :ماعلا رھظملا  

 

Punctuality: Ability to meet the organization’s requirements for attendance at work 
and punctuality 

يمسرلا ماودلا ةیاھن ىلا ةیادب نم لمعلل مئادلا روضحلا :لمعلاب مازتللاا  

 

Interpersonal Skills: Ability to interact with co-workers, clients or volunteers 
نیعوطتملاو ءلامعلاو نیفظوملا عم لصاوتلا ىلع ةردقملا :ةیلعافتلا ةیصخشلا تاراھملا  

 

Comprehension: Ability to understand the work assigned to him/her 
اھیلا وا ھیلا لكوملا لمعلا مھف ىلع ةردقملا :ةیلومشلا  
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Teamwork: Ability to work independently and/or as part of a team  
يعامج لكشب وأ/و لقتسم لكشب لمعلا ىلع ةردقملا :يعامجلا لمعلا حور  

 

Leadership Ability: Ability to show initiative and usage of existing resources for 
varied approaches and ideas 

ةفلتخم لح قرطو راكفأ حرطل ةحاتملا دراوملا مادختساو ةردابملا مامز رھظی نأ ىلع ةردقملا :ةدایقلا  

 

Motivation: Ability to demonstrate enthusiasm and interest in the assigned work 
اھیلا وا ھیلا لكوملا لمعلل مامتھلااو سامحلا رھظی نا ىلع ةردقملا :ةیزفاحلا  

 

Judgment: Accepts to adjusts plans/actions according to the situation  
نھارلا عضولا بسح تاءارجلااو ططخلا لدعی نا ىلع ةردقلا :رارقلا ذاختا ىلع ةردقلا  

 

Management: Ability to manage their workload and foresee tasks to completion on 
time. 

بولطملا تقولا يف مھئاھنلإ ماھملا عقوتو لمعلا مجح ریدی نا ىلع ةردقملا :ةرادلإا  

 

Compliance: Ability to accept and implement feedback on delivered work 
ذفنملا لمعلا ىلع تاھیجوتلا ذیفنتو لبقت ىلع ةردقملا :لاثتملاا  

 

Communication Skills: Ability of reporting and presenting his/her work 
اھلمع وا ھلمع میدقتو قیثوت ىلع ةردقملا :لاصتلاا تاراھم  

 

Performance: Ability to produce quality work with attention to detail and standards 
رییاعملاو لیصافتلا ةاعارم عم ةیلاع هدوج وذ لمع جاتنا ىلع ةردقملا :ءادلأا  

 

Knowledge: Assessment of the student’s background knowledge and understanding 
ةیباعیتسلااو ةیفرعملا بلاطلا ةیفلخ مییقت :ةفرعملا  

 

Personal Development: Ability and willingness to seek and learn new skills required 
on the job 

لمعلا يف ةبولطم هدیدج تاراھم ملعتو ثحبلل دادعتسلااو ةردقملا :يتاذلا ریوطتلا  

 

Reliability: Ability to demonstrate dependability in achieving organization’s trust 
ةكرشلا ةقث باستكا يف ةیدامتعلاا تابثإ ىلع ةردقلا :ةیقوثوملا  

 

Overall Rating of Student’s Performance 
بلاطلا ءادلأ ماعلا ریدقتلا  

 

 

 
Section 2: Written Evaluation                                                                                   يفصولا مییقتلا :يناثلا مسقلا   
 

2.1: General comments on student’s performance ( بلاطلا ءادأ ىلع ةماع تاظحلام ): 
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2.2: Comments on assessment of the student’s skills and suggest areas for improvement (  ىلع تاظحلام
ریوطتلا تلااجم حارتقاو بلاطلا تاراھم مییقت ): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
 
                                          

Signature of the Site Supervisor   
بیردتلا عقوم فرشم عیقوت   

 

                 
  

Date:          /___/ 20____  
 
 
 
Please send this form after completion to the Faculty Supervisor in College of Computer Sciences and 
Information Technology, King Faisal University, P.O. 400, Al-Ahsa 31982, Saudi Arabia and by email 
according to the contact list. (Please see Contact List in the Appendix )Thank you. 
 

 ءاسحلأا ،لصیف كلملا ةعماج ،تامولعملا ةینقتو بساحلا مولع ةیلك يف ةیلكلا فرشم ىلإ ھلامكإو ھتئبعت دعب جذومنلا اذھ لاسرا ىجری
     ةیدوعسلا ةیبرعلا ةكلمملا ،٤٠٠ ب.ص ،٣١٨٩٢

    قحلملا يف ةحضوملا لصاوتلا ةمئاقلُ اقفو ينورتكللإا دیربلا قیرط نعو
                                                                               

 لیزجلا ركشلا عم
 

------------------- To be filled in by the faculty supervisor ---- ةیلكلا فرشم لبق نم أبعی  --------------------------- 
 

 
                                          

Name of the Faculty Supervisor                Signature of the Faculty Supervisor    
  

Date:          /___/ 20____ 

Official Seal                                  يمسرلا متخلا  
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Form D: STUDENT EVALUATION FORM 

 

The Faculty Supervisor needs to complete this form after the LAST week of the training period. Results 
should be returned to the Co-op committee for review. This evaluation is used to determine the overall 
performance of the student since the start of his/her Co-op training.  

 
Period Covered by Evaluation: From:       /     / 20____ to      /     / 20____ 

Student Name:     ___________________________________   Student ID: ______________________ 
Academic Department:    CS / IS / CN     Company Name:  __________________________________ 

Name of Faculty Supervisor:  __________________________________________________________ 

Supervisor Office Num. _______________ Supervisor Email: _________________________________ 

 
 

Section 1: Student’s General Performance  
 
 

Marks Evaluation Criteria  
5% Form A: Site Contact Information Form Submission + 

Faculty Supervisor Response Form Submission 
15% ) stProgress Report (1 First Form B: 
25% )ndProgress Report(2 SecondForm B:  
5% Faculty Supervisor Follow-up 
 Total (50%) 
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Section 2: Written Evaluation 
 

2.1: Justify student’s evaluation based on his/her performance: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

2.2: Comments on assessment of the student’s skills and suggest areas for improvement: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
 
                                          

Signature of the Faculty Supervisor   
                 
  

Date:          /___/ 20____  
 
 
 
Please submit this form after completion to: Chairman of Practical Training Committee, College of 
Computer Sciences and Information Technology, King Faisal University, by email: 
coop.ccsit@kfu.edu.sa                                                                  
 
 
Thank you. 
 
 

 
 

 
 
 
 
 
 
 



35 
 

 

 

Form E: CO-OP Final Presentation Format  
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Suggested duration for the presentation is 20 minutes with 10 minutes for follow-
up Q&A  

 
The following MUST appear in your CO-OP Oral Presentation 

 
1. Presentation Outline 
2. Introduction 
3. Company Profile 
4. Work Description 
5. Experiences & Lessons Learned 
6. Conclusion & Recommendations 

 
You must use the COOP Oral Presentation Template available on CCSIT 

COOP website 
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Form F: Report Evaluation Criteria 
 

Weight Performance 
Criteria  

Unsatisfactory  
1  

Developing  
2  

Satisfactory  
3  

Exemplary  
4  

4 
Organization 
of Contents 

Incomplete and 

missing sections 

throughout the 

report 

All sections 

included but are 

not complete 

All sections 

included, 

complete but 

lack elaboration 

The report is 

according to the 

given template, all 

sections of template 

are fully covered   

6 
Technical 
knowledge 

Report 

demonstrated no 

use of 

professional 

tools and 

techniques 

Poor selection of 

tools and 

techniques used 

to present 

information 

Appropriate tools 

and techniques 

used to present 

the information 

but includes lack 

correctness and 

proper usage 

Report 

demonstrates 

effective use of 

professional tools 

and techniques with 

proper and correct 

usage 

4 
Format, Style 
& Overall 
Layout 

Report  difficult 
to follow (styles, 
colors) 
Information not 
organized/laid 
out properly  

Acceptable 
formatting with 
little  
Information and 
organization  

Good formatting 
and organization 
& layout relate to 
report  theme  

Excellent formatting 
and labels of  
figures, tables 
and references 
are properly cited 
in the text and 
listed in proper 
format.  
 

6 Coop 
Experience 

The reports lacks 

information 

about the 

experience and 

lessons learned 

The report 

provides an 

incomplete and 

rough description 

of the experience 

and lessons 

learned 

The report 

provides 

satisfactory 

details about the 

experience and 

lessons learned 

lacking critical 

thinking and 

analysis 

The report includes 

sufficient details 

about the 

experiences and 

lessons learned by 

the student 

throughout the 

cooperative training 

program 
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5 
Writing 
Quality 

The document is 

full of spelling 

and grammatical 

mistakes with an 

unprofessional 

writing style 

The document 

contains a few 

spelling and 

grammatical 

mistakes but uses 

an ineffective 

writing style 

The document 

contains a few 

spelling and 

grammatical 

mistakes with an 

acceptable 

writing style 

The document 

contains correct 

spelling and 

grammar and an 

effective writing 

style 
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Form G: Presentation Evaluation Criteria 
 

 
Weight Performance 

Criteria 
Unsatisfactory 

1 
Developing 

2 
Satisfactory 

3 
Exemplary 

4 

4 Organization 
of content   

The presentation has 
no sequence of 
information 

Difficult to follow the 
presentation because 
the student jumps 
around  

Information 
presented in 
logical sequence  

Information presented 
in logical & interesting 
sequence 

6 Question and 
Answer   

Does not have grasp 
of information; 
cannot answer 
questions about the 
subject/domain 

Not comfortable with 
information and 
answers only basic 
questions  

At ease and 
provides 
expected 
answers to all 
questions, but 
fails to elaborate  

Demonstrates full 
knowledge by 
answering all with 
explanations & 
elaboration 

4 
Format, Style 
& Overall 
Layout 

Presentation difficult 
to follow (styles, 
colors) Information 
not organized/laid 
out properly  

Acceptable formatting 
with little  
information and 
organization for 
comprehension 

Good formatting 
and organization 
& layout relate 
to presentation 
theme  

Excellent formatting 
and information 
organized for 
enhanced 
comprehension  

6 Time 
Management 

The process of 
presenting has taken 
more time than the 
allowed time limit 
with no clear division 
for time.  

The process of 
presenting has taken 
more time than the 
allowed time limit 
with limited division 
for time. 

The time is 
divided to some 
extend with a 
little rushing.  

The time is divided 
appropriately 
according to the 
significance of each 
section.  
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5 Presentation 
Skills  

The student t used 
reading material or 
read from slides.  
Student mumbles, 
incorrectly 
pronounces terms, 
and speaks too 
quietly. Difficult to 
hear 

The student t used 
reading material or 
read from slides.  
Student's voice is low. 
Incorrectly 
pronounces terms. 
Can be heard only 
with increased level 
of concentration  

The student t 
used some script 
or reading 
material.  
Student's voice 
is clear. 
Pronounces most 
words correctly. 
Can be heard 
through most 
part 

The student did not 
use script or reading 
material. The student 
uses a clear voice and 
correct, precise 
pronunciation of terms 
and heard clearly 
throughout . 
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Name of Student:                                   ID:  
  
 

 

Form H: Final Report & Presentation Evaluation Form 
 

 
 
 
NOTE: The Score is given on a nominal scale of 1 – 4 where 4 is the maximum. 
 

Scale Value ( Score ) Description 
1 Unsatisfactory 
2 Developing 
3 Satisfactory 
4 Exemplary 

 
 

REPORT EVALUATION 
 

 
 
 
 

Report Marks Obtained = 
Report Total * 0.20 
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Performance Criteria 
Max. 

Marks Weight Score Total 

Organization of Contents (e.g., report is according to the given 
template, all sections of template are fully covered  ) 16         4    X  

Format, Style & Overall Layout (e.g., appropriate use and labels 
of  figures and tables, references are properly cited in the text and 
listed in proper format) 

16         4    X  

Coop Experience (e.g., sufficient details about the experiences and 
lessons learned by the student) 24         6     X  

Technical knowledge (e.g., appropriate and effective use of CS  
knowledge in developing a solution) 24         6     X  

Writing Quality (e.g., writing is free of errors in grammar, 
punctuation, and spelling- writing flows smoothly) 20         5    X  

 100 Report Total  
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PRESENTATION EVALUATION 
 
 

 
 
 
 

Presentation Marks Obtained = Presentation Total * 0.10 
 

 
 
 
 
 
 
 

Marks for Report & Presentation Evaluation 

Total Marks = 
Report Marks Obtained + Presentation Marks 

Obtained 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Evaluator’s Signature  

Name Signature Date 
 

 
 
 
 

 

Performance Criteria 
Max. 

Marks Weight Score Total 

Organization of Contents (e.g., topic is developed in order 
stated in introduction, appropriate no. of slides for each section  ) 

16        4     X            

Format, Style & Overall Layout (e.g., showed appropriate use 
of diagrams, tables, references, bullet points, headings) 

16        4     X           

Presentation Skills (e.g., Speaker did not use script or reading 
material, speaker did not read text in spoken style) 20        5     X            

Time Management (e.g., time is divided appropriately according 
to the significance of each section) 

24        6     X            

Question and Answers (e.g., responded confidently, correct 
response of questions ) 

24        6     X           

 100 Presentation 
Total  
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Name of the company: ___________________________________________________ 
 

Trainer(s) Name: ________________________________________________________      
 

Training location: ____________________     Training Period: _________________ 
 

Student name (Optional): _________________________________________________ 
 

Major:  �  CIS      �  CS      �  CN                   Gender: �  Male      �  Female  
 

Cell phone: _________________________       Email: __________________________ 
 

 
 

Form I: Company Evaluation Questionnaire 
   
   
 
 
 
 
   
 
 
 

 

 

 Totally 

agree 

Agree Natural Disagree Totally 

disagree 

I. Trainer Evaluation (Site Supervisor): 
1. The trainer provided me enough 

information about the kind and 
nature of the training during the 
first week. 

     

2. The trainer has a good knowledge 
of the training program topics.  

    
 

 

3. The trainer was able to train and 
teach me new skills.  

     

4. The trainer was cooperative with 
me during the training period. 

     

5. The trainer has assigned variety of 
tasks to me.  

     

6. The trainer was able to encourage 
me to complete my tasks.  

     

7. The trainer was open-minded and 
respected others’ perspective. 
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8. The trainer has assigned variety of 
tasks related to my major. 

     

9. I received regular constructive 
feedback based on my 
performance. 

     
 

II. Training Program Evaluation: 
1. The training program was 

organized. 
     

2. The training program goals were 
met at the end of the training 
period. 

     

3. The available resources were 
enough to perform the assigned 
tasks. 

     

4. The training period was enough.      
5. The training place (city, if 

relocated) was appropriate. 
     

6. The training working hours were 
appropriate. 

     

7. The training activities were 
appropriate and related to my 
major. 

     

8. I gained a lot of practical skills 
from this training. 

     

9. The training helped me to improve 
my English language proficiency.  

     

10. I was able to work within a group 
in some tasks. 

     

11. I was able to work independently in 
some tasks. 

     

12. The tasks assigned to me were 
clear and understandable.  

     

III. Overall Training Evaluation: 
1. The training helped me clarify my 

future career goals.  
     

2. The training organization belongs 
to the industry that I wanted to 
explore.  

     

3. The training helped me identify 
my strongest skills and abilities. 

     

4. The training helped me identify 
the next steps in my career 
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development process.  

5. I believe that my training will help 
me find a job in my chosen field 
upon graduation. 

     

6. The company I trained in was 
appropriate. 

     

7. Overall, I was satisfied with my 
experience at this company. 

     

8. I highly recommend future 
students to train at this company. 

     
 

IV. Feedback: 
1. What did you like the most about 

the training? 
 

 
 
 
 
 
 
 
 
 
 

2. What did you like the least about 
the training? 

 
 
 
 
 
 
 
 
 
 

3. Comments/Issues:  
 
 
 
 
 
 
 
 
 

 



45 
 

Name of Your Faculty Supervisor: _________________________________________ 
 

Training Period: ________________________   Major:  �   CIS     �   CS   �   CN           
 

Gender: �  Male   �  Female  

 
 

Form J: Faculty Supervisor Evaluation Questionnaire 
   
 
 
 
 
 
   
 
 

 Totally 

agree 

Agree Natural Disagree Totally 

disagree 

N/A 

I. Faculty Supervisor Evaluation: 
10. The faculty supervisor has a 

good knowledge of the COOP 
training program.  

    
 

  

11. The faculty supervisor was 
cooperative with me during the 
training period. 

      

12. The faculty supervisor was able 
to encourage me to complete 
my tasks.  

      

13. The faculty supervisor was 
replying to my emails and 
phone calls within a reasonable 
period of time. 

      

14. I received regular constructive 
feedback based on my 
performance (Tri-weekly 
reports). 
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15. Overall, I was satisfied with my 
experience with my faculty 
supervisor. 

      

II. Feedback: 
4. What did you like the most 

about your faculty supervisor? 
 

 
 
 
 
 
 
 
 
 
 

 

5. What did you like the least 
about your faculty supervisor? 

 
 
 
 
 
 
 
 
 
 

 

6. Comments/Issues:  
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Form K: COOP Registration Requirements 
 
The student who wish to register in COOP training for the next 

summer must check his/her eligibility to register by meeting the 

following requirements: 

1- The student must have passed at least 85 credit hours by the 

end of the academic year prior to the COOP training. 

2- The student must have passed the following courses according 

to his/her major: 

Information Systems (CIS) Computer Science (CS) Computer Network (CN) 
System Analysis & Design I      Technical Reports System Administration 

Web-Based Systems                     Object Oriented 
Programming II 

Telecommunication 
Networks 

 Software Engineering Computer System Security 

 Database Concepts & 
Design 

Mobile and Wireless 
Networks 

 Web-based Systems  

  
3- The student must not register any other course during the 

COOP training period. 

   
 

 

KINGDOM OF SAUDI ARABIA 

Ministry of Education 

KING FAISAL UNIVERSITY 
 

College of Computer Sciences and IT 
 

 

Cooperative Training Committee  

ةيدوعسلا ةيبرعلا ةكلملما  
  ميلعتلا ةرازو
لصَيف كلِلما ةعَمِاجَ   

تامولعلما ةينقتو بسالحا مولع ةيلك     
نيواعتلا بيردتلا ةنلج  



48 
 

Form L: The COOP Attendance Sheet – ينواعتلا بیردتلل ریضحتلا جذومن  

 

The COOP Attendance Sheet needs to be completed and submitted with The Final Report. 
 

Period Covered by Evaluation: From:       /     / 20____ to      /     / 20____ 

Student Name:     _________________________________   Student ID: _________________________ 
Academic Department:    CS / IS / CN     Company Name:  ___________________________________ 

Name of Site Supervisor:  ____________________________________________________________ 
Site Supervisor Office Num. _______________ Site Supervisor Email: _________________________ 

 
 

W
ee

k 
# 

1 

Day Time in Student 
Signature Time out Student 

Signature 

Site 
Supervisor 
Signature 

Sunday      
Monday      
Tuesday      

Wednesday      
Thursday      

W
ee

k 
# 

2 Sunday      
Monday      
Tuesday      

Wednesday      
Thursday      

W
ee

k 
# 

3  Sunday      
Monday      
Tuesday      

Wednesday      
Thursday      
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Signature 
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Signature of the Site Supervisor 
 
 

Date:          /___/ 20____ 
 
 
 
Please submit this form after completion to: The COOP Training Committee, College of Computer 
Sciences and Information Technology, King Faisal University, by email: coop.ccsit@kfu.edu.sa 
 
 
Thank you. 
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Contact List  
 

COOP Training Committee Office Phone Email 

Mr. Mohammed Al-Awad 0135898114 coop.ccsit@kfu.edu.sa 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 


