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Dean's Foreword
Welcome to the Co-op program which we hope you will find productive and enjoyable before you embark on your career after KFUPM.

The Guide outlines the reasons for the Co-op and what is expected from you during your training.  Please remember that you represent KFUPM, your Department as well as yourselves during your assignments.  How you perform, both professionally and morally, will reflect on you and the University and could affect the placement of future students.

We are confident that you will come out of the Co-op experience professionally rewarded and enriched with new experiences, and make the Department proud.

We wish you all the success.

Dean, CIM
	College of Industrial Management
Co-op Guide



1.
Introduction

Welcome to the Co-op program.  In reaching this stage, you are about to enter the final phase of your KFUPM academic career.  By now, you will have been equipped with certain analytical tools and processes to be able to tackle "real world" situations and apply some of your academic training.


The Co-op can be viewed either as a "necessary task" to be achieved, or an exciting challenge by students.  We hope that our students see it as an exciting challenge that launches them onto the next phase of their lives following graduation.


The key to a successful Co-op are simple:

(
Choosing the right company for placement

(
Choosing the right Co-op project or research topic for your report
(
Choosing the most appropriate Faculty to guide and supervise your during your Co-op, and
(
Meeting your deadline reporting requirements on time.
2.
Co-op Period

The Co-op period will normally last for 28 weeks and is usually taken before your graduation.

Total credit hours are 9 Credit Hours.

As such, given the length of time and credit hours assigned to the program, the Co-op has to be taken seriously by all students and is not to be viewed as an extended leave from the University.
3.
Choosing Your Training Sponsor Company

The correct identification and choice of your final sponsoring training company is VERY IMPORTANT.  Are you considering them as merely a training company or your future employer?  Have you considered different placement alternatives, based on your major?  Is the location of training important to you (in Saudi Arabia or abroad)?  Have you prepared an updated CV about yourself?  Appendix (F) sets out some general guidelines on what is to be included in your CV.  

Over the past few years, new fields have opened up besides the traditional ones resulting into increased opportunities for Co-op employment. 
The University will do its best to place you with the right organization after matching your preferred topics, academic profile and preferences. At the same time, some of you will come up with organization names independently of the University, and the Co-op Coordinator will be pleased to discuss these with you to ensure that both parties benefit from the placement.

4.
Choosing the most "appropriate" work assignment

This could be the hardest part of your Co-op assignment.  Some of you will have a good idea of what you would like to concentrate on, while others do not have much of an idea.  How do you overcome this?  A few simple hints:

· What is it you liked doing best from the courses that you took?

· What is it you feel most comfortable with in pursuing further, and which preferably can be combined or incorporated with the company's activities you will be engaged in?


Have different project/research topics in mind.  Expand on them.  Discuss them with your designated Co-op Advisor.  Be prepared.  This will help your Advisor guide you better than just walking in with absolutely no idea what you want to do.  There is definitely something you can do well.

5.
Choosing Your Co-op Advisor

This is just as important as choosing the right project/research topic.  Some of you will feel comfortable with certain Faculty more than others.  Do not let personal feelings get in the way of choosing the right supervisor.  Each Faculty has his own strengths and weaknesses.  Above all concentrate, on the Faculty's areas of expertise.  Talk to several to find out if they are interested in taking you as their Co-op student before you make your final preference listing.  Also know that Faculty are busy and so come prepared for the discussion.  This increases your chances of being accepted by your preferred Co-op Advisor.  Appendix (A) sets out the Department contact details.
6.
Communication

Students sometimes forget that it is essential that they leave correct contact details with the University Administration (Student Affairs), the Department Secretary and their Co-op Supervisor and Coordinator.  No student will be allowed to proceed with his Co-op program until such contact details are provided.

7.
Training Schedule

Once you have identified and been accepted by your preferred or nominated Co-op Training Sponsor Company, it is important that you agree upon a formal training program and schedule.  This will avoid any uncertainty and doubts about what you are expected to achieve during your training period.  If the Sponsor Company does NOT have a formal training schedule, then please see the Co-op Coordinator as soon as possible to enable contact with the Company.  Appendix (G) sets out your introductory letter to the Training Sponsoring Company. Kindly ensure that this is handed to your Co-op Supervisor in the Company as soon as possible.

Be flexible during your training.  As long as there are no major deviations from your overall training schedule, then this is acceptable as companies often face personal emergencies and movement of staff.  If there are major changes envisaged to your training program then again contact your Co-op Coordinator.


Take notes while training.  Ask questions and don't be shy to make observations and constructive suggestions.  Remember, the Co-op training is your chance to impress the company about your employment chances and that you will make a good employee.  Appendix (B) sets out some general "TIPS" for effective Co-op training.
8.
Technical Report Format

The Department has no hard rules about the format and style of the final Technical Report.  However, it is important that the following is observed:

a)
Quality is more important than Quantity.  A precise 20-page Report that captures the major points well is more impressive than a recycled 60-page report that does not clearly show the student's contribution.
b)
Be precise.  The Report should include the main reasons WHY the topic was chosen, what is hoped to be achieved, and the conclusions drawn from the research.

c)
Incorporation of your Sponsoring Company Training into the Report.  Very often the final submitted Report seems to be composed of two totally unrelated parts – one dealing with what happened at the company, and the next being a Technical Report.


Try to "tie" the two together, by identifying what have been the major issues you observed during your formal training that supported the relevant theories that you took at KFUPM, or disproved them.  This would make your training analysis more realistic and showed that you are aware of broader issues. 

d)
Please quote references where appropriate and try to widen your bibliography to beyond a few casual internet searches.  Our library is rich in books and journals.  Appendix (C) contains useful hints on Co-op Report format and contents outline.
9.
Reporting Timeframe

Each Co-op Supervisor has his own preferred reporting timeframe and reporting format.  Please agree beforehand on what is required to avoid frustration and disappointment.  If you do miss a deadline please advise your Supervisor and explain WHY you missed the deadline and, more important, when you WILL COMPLETE. 
The following reporting schedule has been generally followed, but again, please agree with your Supervisor on what is preferred.  
	Activity/Type of Report
	Deadline
	Submit to
	Copy to

	(  Submission of Co-op

    Training Program

(  First Progress Report

(  Second Progress Report

(  Third Progress Report

(  Final Report Submission

   (three copies)
	  3 weeks

  8 weeks

16 weeks

24 weeks

On return from Co-op
	Co-op Coordinator

Co-op Advisor

Co-op Advisor

Co-op Advisor

Co-op Advisor
	Co-op Advisor

Co-op Coordinator

Co-op Coordinator

Co-op Coordinator

Co-op Coordinator




10.
Co-op Examination
a.
The earlier you submit your Final Report to your Co-op advisor, the sooner will a Final Examination Committee be organized and your advisor will have plenty of time to review your Final Report.  If you have been in constant communication with your advisor, there WILL BE NO SURPRISES, as too often students just turn in their FINAL REPORTS at the last moment and this is the FIRST TIME the two sides have met!

b.
The Co-op Coordinator will be able to advise which Faculty member is available and willing to participate as a member of the Co-op Examination Committee only if the students have submitted their Final Reports on time to their Supervisors.

c.
Come prepared.  Nothing is worse than a student turning up for his examination totally unprepared, has not reviewed his project, not carried out a "rehearsal run" beforehand and seems uncertain about his subject.  Your Supervisor is there to guide you.  If agreeable, carry out a "mini" rehearsal presentation with him. 
11.
Formalities

There are certain procedural formalities to be completed.  Some of these are:
a)
Student Co-op Profile Preference Form.  A sample is attached in Appendix (E).  This should be completed by each student and handed to the Co-op Program Coordinator as soon as possible.

b)
Registration with Student Affairs.  Please complete formalities as soon as possible.

c)
Co-op Student Undertaking Form.  Please complete a copy of this undertaking form (Appendix D) and pass to the Co-op Coordinator before you start your co-op training..

d)
Final Evaluation Co-op Grading Assessments (Appendix H).  The first part should be completed by the student and be made ready for the Co-op Supervisor along with two bound copies of the Final Report.

11.
Summary

Co-op can be an enjoyable experience if you approach it with an independent and eager mind to explore the real world and, for some, to apply academic principles and theories into practice.  It is the last stages of your academic career at KFUPM and both the Department and the University will assist you in every way to ensure you are successful.
We wish you all a happy Co-op experience.

Dean, CIM
LIST OF APPENDICES
Appendix

A

:
Departmental Faculty/Staff Contact List




Dept. of Accounting & MIS




Dept. of Finance & Economics




Dept. of Mgt. & Mkt.

B

:
General Tips for Effective Co-op Training

C

:
Guidelines for Training Plan and Reporting
D

:
Co-op Student Undertaking

E

:
Student Co-op Profile Preference

F

:
Student CV Preparation Hints

G

:
Sponsoring Company Letter of Introduction and




Required Information/Data Sheet

H

:
Co-op Grading Form

Appendix (A)

	DEPARTMENT OF ACCOUNTING & MIS

List of Co-Op Advisors



	Faculty
	Telephone
	Office
	Email


	ACCOUNTING:
	
	
	

	Dr. Al-Rumaihi, Jassim S.
	860-1290
	24-225
	jrumaihi@kfupm.edu.sa

	Dr. Abu-Musa, Ahmad A.
	860-1420
	24-223
	abumusa@kfupm.edu.sa

	Dr. Ahmed, Mirghani N.
	860-2472
	24-282
	mnahmed@kfupm.edu.sa 

	Dr. Al-Hazmi, Mohammed H.
	860-4741
	24-272
	mhazmi@kfupm.edu.sa

	Dr. Madani, Haider H.
	860-2508
	24-294
	madani@kfupm.edu.sa

	Dr. Al-Harbi, Abdullah
	860-1604
	24-216
	alharbi@kfupm.edu.sa

	MIS:
	
	
	

	Dr. Al-Jabri, Ibrahim
	860-3000
	24/291
	imjabri@kfupm.edu.sa

	Dr. Eid, Mustafa
	860-1459
	24/287
	meid@kfupm.edu.sa

	Dr. Fraihat, Haidar M.
	860-4217
	24/290
	haidarfr@kfupm.edu.sa

	Dr. Khan, Israr S.
	860-3964
	24/253
	iskhan@kfupm.edu.sa

	Dr. Nehari-Talet, Amine
	860-3450
	24/235
	nehari@kfupm.edu.sa

	Mr. Islam, Muhammad S.
	860-2736
	24/245
	amiscoop@kfupm.edu.sa

	Mr. Ahmed, Mustafa F.
	860-1091
	22/124
	mfahmed@kfupm.edu.sa

	Mr. Ilyas, Irfan A.
	860-4041
	24/214
	irfan@fkupm.edu.sa

	Mr. Raza, Syed A.
	860-3427
	22/124
	saraza@kfupm.edu.sa


	DEPARTMENT OF ACCOUNTING & MIS

List of Staff



	Mr. Wilfred Santos
	860-1144
	24/294
	raborar@kfupm.edu.sa 

	Mr. Ali
	860-2656
	24/294
	aalsadah@kfupm.edu.sa 

	Mr. Mahdi
	860- 
	24/289
	-


	DEPARTMENT OF FINANCE & ECONOMICS

List of Co-Op Advisors



	Faculty
	Telephone
	Office
	Email


	Dr. Ibrahim Algahtani
	860-2077
860-2129
	24/240
	igahtani@kfupm.edu.sa 

	Dr. Mohamed Ramady
	860-1605
	24/233
	ramadyma@kfupm.edu.sa 

	Dr. Bassam Hamdan
	860-4476
	24/285
	bahamdan@kfupm.edu.sa  

	Dr. Abraham Abraham
	860-2228
	24/231
	abra@kfupm.edu.sa 

	Dr. Ali Al-Elg
	860-4163
	24/247
	ahalelg@kfupm.edu.sa 

	Dr. Yakubu Umar
	860-2519
	24/241
	drumar@kfupmedu.sa 

	Dr. Fazal Seyyed
	860-2305
	24/232
	seyyed@kfupm.edu.sa 

	Dr. Musa Essayyad
	860-1495
	24/238
	essayyad@kfupm.edu.sa 

	Dr. Muhammad Musa
	
	24/227
	mamusa@kfupm.edu.sa 

	Dr. Mansur Masih
	860-2135
	24/245
	masih@kfupm.edu.sa 

	Dr. Usamah Uthman
	860-2778
	24/296
	osama@kfupm.edu.sa

	Dr. Zohair Yamani
	860-4563
	24/242
	zayamani@kfupm.edu.sa

	Dr. Mohsen Al-Hajji
	860-2771
	24/212
	mahejji@kfupm.edu.sa 


	DEPARTMENT OF FINANCE & ECONOMICS

List of Staff



	Mr. Totty Raborar
	860-1602
	24/240
	raborar@kfupm.edu.sa 

	Mr. Jess Micua
	860-2129
	24/240
	jmicua@kfupm.edu.sa 

	Mr. Abdulsalam Al-Quttub
	860-2734 
	24/239
	alquttub@kfupm..edu.sa 

	Mr. Mahmoud Shakour
	860-4620
	24/240
	shakoor@kfupm.edu.sa 

	Mr. Faleh Al-Dossary
	860-3809
	24/239
	faleh2020@hotmail.com 

	Mr. Refaat Al-Nasser
	860-1460
	24/238
	rnasser@kfupm.edu.sa 


	DEPARTMENT OF MANAGEMENT & MARKETING

List of Co-Op Advisors

	Faculty
	Telephone
	Office
	Email

	MANAGEMENT:
	
	
	

	Dr. Eid S. Al-Shammari
	860-2130
	24/268
	shammari@kfupm.edu.sa  

	Dr. Salem M. Al-Ghamdi 
	860-4794
	24/204
	sghamdi@kfupm.edu.sa 

	Dr. Abdul-Rahim Ali Al-Meer
	860-2583
	24/254
	almeera@kfupm.edu.sa 

	Dr. Muhammad Al-Buraey
	860-4769
	24/206
	maburaey@kfupm.edu.sa

	Dr. Bu-Bushait Khalid
	860-4449
	24/202
	bubshait@kfupm.edu.sa

	Dr. Taqi Al-Faraj
	860-2724
	24/211
	tagi@kfupm.edu.sa

	Dr. Aymen Kayal
	860-2059
	24/234
	akayal@kfupm.edu.sa

	Mr. Abdulrahman Al-Mulhem
	860-2739
	24/253
	amulhem@kfupm.edu.sa 

	Dr. Mustafa Achoui
	860-4780
	24/252
	mustafai@kfupm.edu.sa

	Dr. Refaat Walaa 
	860-2737
	24/230
	warefaat@kfupm.edu.sa 

	Dr. Obaid Saad Al-Abdali
	860-2673
	24/272-1
	alabdali@kfupm.edu.sa

	Dr. Jamal Al-Zayer
	860-2117
	24/228
	jamalaz@kfupm.edu.sa 

	Dr. Abdulwahab S. Al-Gahtani
	860-1651
	24/274
	gahtania@kfupm.edu.sa

	Dr. Mohand Said Oukil 
	860-4258
	24/286
	oukil@kfupm.edu.sa 

	Dr. Mourad Mansour
	860-1961
	24/246
	mmansour@kfupm.edu.sa

	Dr. Eltayeb A. Elgaily
	860-2127
	24/217
	elgaily@kfupm.edu.sa

	Dr. Mohamed A. Youssef
	860-6787
	24/202
	mayousef@kfupm.edu.sa

	Dr. Aimen Maghrabi
	860-4677
	24/274
	aimen@kfupm.edu.sa 

	Mr. Khaled M. Al-Zamel
	860-1028
	24/279
	alzamel@kfupm.edu.sa 

	MARKETING:
	
	
	

	Dr. Aref Alashban [CIM Dean]
	860-2700
	24/261
	alashban@kfupm.edu.sa

	Dr. Alhassan G. Abdul-Muhmin
	860-4265
	24/221
	alhassan@kfupm.edu.sa

	Dr. James Cooper
	860-2451
	24/229
	cooper@kfupm.edu.sa 

	Mr. Mohammed S. Al-Ghamdi
	860-2211
	24/259
	ghamdi@kfupm.edu.sa 

	Mr. Sammer Hamaad
	860-3348
	22/124-5
	hammads@kfupm.edu.sa

	Dr. Obaid Al-Shuridah 
	860-4035
	24/274
	shuridah@kfupm.edu.sa

	Dr. Stephen E. Calcich
	860-4489
	24/222
	calcich@kfupm.edu.sa 

	Dr. Muhammed Asad Sadi
	860-3053
	24/218
	amasadi@kfupm.edu.sa

	Dr. M. Sadiq Sohail 
	860-1746
	24/251
	ssohail@kfupm.edu.sa


	DEPARTMENT OF MANAGEMENT & MARKETING

List of Staff



	Mohammed Hanif Mughal
	860-2130/2676
	24/269
	hanif@kfupm.edu.sa

	Bashrawi M. Abdul Jalil
	860-2813
	24/267
	jshrawi@kfupm.edu.sa

	Gerry Deleon
	860-1741
	24/267
	deleon@kfupm.edu.sa


Appendix (B)

	GENERAL TIPS FOR EFFECTIVE CO-OP TRAINING




  1.
Make sure that your Co-op sponsor provides you with a Co-op training plan.

  2.
Make sure that your training program is not composed mainly of clerical jobs.

  3.
Make sure that your training plan does place a rather heavy emphasis (at least 80%) on your major.
  4.
Be alert and observe how the department(s) to which you have been assigned actually work(s).  In other words, do not restrict yourself to reading departmental manuals to learn about the department(s) to which you have been assigned
5. Ask questions as to why things are done the way they are in the department(s) to which you have been assigned.  People might not like to be asked such questions.
  6.
Try to find out if the department(s) to which you have been assigned has (have) any problem(s) that you can take as a special assignment during your Co-op training program.

  7.
Do not sit and wait for work to be assigned to you, but ask and look for work.

  8.
Make sure, at the end of your Co-op program, that you have collected enough data that would enable you to write an analytical Co-op Report.

  9.
To enrich your Co-op training experience, try to participate in the training courses available at the sponsoring organization.
10.
Take the initiative to gain a useful experience during your Co-op training program.  Do not be passive.
Communicate regularly with your Co-op advisor.

Appendix (C)

	Guidelines for Training PLAN AND ReportING




Coop Training Plan

It is the student’s responsibility to submit his Coop training plan to the Department within three weeks of the start of his Cooperative work. The training plan is expected to be developed and signed by the Coop employer (i.e., Coop supervisor) and should work as a contract between the student and his Coop employer with regard to the Coop assignment. 

In addition, there must be at least 10 weeks devoted to a single task that is directly related to the student's major, where he can focus on a project for his Coop report. It is highly recommended that the training plan includes a couple of formal training courses that are related to the student’s major.

It is required to see the assignments/activities of the Coop training plan presented in a time framework over the 28-week period (e.g., using Gantt chart). 

 

The Coop advisor will evaluate the training plan of his Coop advisee and communicate his approval or comments to the student. In case the training plan is not acceptable, the student and the Coop advisor should communicate to the Coop supervisor the suggested revisions. The revised training plan has to be sent to the Coop advisor for approval.

 

Progress Reports

Your progress reports to your Coop advisor (by the end of the 8th, 16th, and 24th week of the training period) will help to open the channels of communication between you and your Coop advisor. Proper guidance and monitoring of your work can be achieved through progress reports. 

In the progress reports, you need to describe the work assignments you carried out during the reporting period.  Make sure to write the progress report in a format that will make it an integral part of your final report. Keep a diary of your daily activities in order to use it in your progress reports.  It is of importance to refer to your training plan in your progress reports. If there are deviations from the plan, indicate these deviations and the reasons behind them. In addition to the accomplished activities, you need to describe the planned activities. Emphasize in your progress report the activities that may lead to the subject of your Coop report. 

Each progress report must carry the name and signature of your Coop-training supervisor. Your Coop advisor will provide you with his feedback on these progress reports. However, whenever possible it is highly recommended to arrange for a visit to your Coop advisor to discuss each progress report.

	Helpful Tips for Writing A Good Coop Report




1. Make sure to follow the coop report format and contents outlines (attached).

2. Make sure that you write your report to be understood by a layman and not your advisor.

3. Proofread your report before submission. Make sure it is free of spelling and grammatical errors.

4. Whenever possible try to avoid the use of the first pronoun (i.e., “I” and “We”) throughout your report.

5. Any paragraph should have at least two sentences.

6. Avoid having orphan lines at the end of pages. You cannot have a title at the very end of the page. In addition, you need to have at least two lines of a paragraph at the end of every page.

7. Be systematic and consistent in your writing style: in using font type, font size, heading numbering, spacing, showing hierarchy of titles, citing reference, justification, indentation, page numbering, footnoting, etc.

8. Be sure to number your tables and figures. Tables and figures should have titles too.

9. If you are using photocopied tables or figures, make sure they are clean and readable.

10. Avoid having two or more headings after each other without a text in between. Similarly, avoid having tables or figures without any narrative description to explain them.

11. Make sure that every figure or table is referenced at least once in the body of the report.

12. There is no maximum or minimum number of pages for the coop report. Be sure to address your topic adequately. Your grade is not directly linked to the size of the report.

13. Make sure to cite every source of information used in the body of the report. Be sure to identify information that is extracted as is from another source. Indicate whether the secondary information used is a direct quote or you paraphrased it in your own words. Use of references is not limited to the Conceptual Framework part.

14. Your list of references should include your organization’s manuals and/or annual reports, relevant and recent textbooks, relevant and recent journal articles, and Internet sources.

15. Submit the graded copy of your draft report along with the final copy of your coop report to your coop advisor for final verification.

16. Whenever possible leave detailed descriptions which might hinder the readability of the report to the appendix and direct the reader to go to it if he desires.

17. Try your best in highlighting the limitations of your project/report. Provide some information on how to improve it.

18. If you have done more than one project, try to focus on the major one and make it your main project after getting approval from your coop advisor. The other project(s) can be briefly included in the report. If your projects are relatively small and of the same size, you may need to describe them all. Be sure to consult your advisor on the matter.

19. Make sure, at all times, to have at least one backup copy of your electronic file of the report.

20. If you are developing a computerized system, make sure to include a copy of it (on a CD) in the report.

	COOP REPORT FORMAT AND CONTENTS OUTLINE




 1.
Cover Page should include the following:

a.
Name of University, College, and Department


b.
Title:  It should be indicative of Co-op training experience


c.
Employer name


d.
Name of Co-op Advisor


e.
Name and ID number of student


f.
Submission date

  2.
Executive Summary (in one page)

  3.
Acknowledgment

  4.
Detailed table of contents (You may need a separate table of figures and tables).

  5.
Introduction

  6.
Company background (three to four pages only):  Should describe the nature of the company's activities, size, and organization chart focusing on the unit which you have been working at.

  7.
Job History:  A table showing major assignments and the timeframe for each and narrative description.

  8.
Conceptual framework (i.e., current literature review) that provides a basis for the technical part.

  9.
Technical part reflecting actual projects undertaken or problems handled and methodologies used, limitations, finding, and suggested solutions.

10.
Evaluation of co-op training experience.

11.
Summary of findings and recommendations. 

12.
Conclusions

13.
List of references (actually used).

14.
Appendices: (at least should include the three progress reports
	THE PROGRESS REPORTS MUST HIGHLY CORRELATE WITH THE TECHNICAL  PART OF YOUR REPORT
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King Fahd University of Petroleum & Minerals

College of Industrial Management

Department of Xxxxx & Xxxxxx

XXX 351

XXX Co-operative Work

Report Title

Orgainzation

Prepared By:

                                     Student Name

Student ID#

Submitted To:

Co-op Advisor Name

Month, Year

Appendix (D)

	


	Kind Fahd University of Petroleum & Minerals

Dhahran, Saudi Arabia

College of Industrial Management 




UNDERTAKING

Co-op Training Program
I, __________________, ID No. _______ hereby agree and understand that:

a)
I must have at least one semester of course work left for me after returning from the Co-op training program.

b)
I will communicate regularly with my Co-op advisor during and after the Co-op training period.
c)
I will submit the progress reports on time and according to the prescribed form and content.
d)
I will complete and submit the final drafts of my Co-op report, in the prescribed form and content, by the deadlines specified on the Co-op training policies.
e)
I will deposit two thermally bound copies of my final Co-op report with the Co-op coordinator subsequent to my return from Co-op training.
f)
I will present my Co-op report no later than the 12th week of the semester subsequent to my return from Co-op training.
g)
Failing to submit and/or present my Co-op report within the specified deadlines will subject me to penalties, including deductions from my final grading.
h)
I have read and understood the helpful tips for effective Co-op training.
	Signature: 
	

	Date:
	


Appendix (E)

	College of Industrial Management
STUDENT CO-OP Preference Profile



CO-OP Proposed Start Term

_________________________________

Student Name:



_________________________________

Student ID:




_________________________________

Contac Email/Mobile:


_________________________________

	PART (A) to be filled up by students




1)
Please list at least TWO CO-OP Research Topic Areas of Interest:


  i)
______________________________________________________


 ii)
______________________________________________________


iii)
______________________________________________________

2)
Please list, in order of preference, those CO-OP Institutions you prefer for training by NAME and LOCATION:

First Preference


_________________________________


Second Preference


_________________________________

Third Preference


_________________________________
3)
Please list any potential Institution that you ALREADY HAVE CONTACTS WITH AND ARE prepared to accept you:


1.
______________________________________________________


2.
______________________________________________________
4)
Please list in order of preference, your preferred CO-OP Advisor:

1.
______________________________________________________

2.
______________________________________________________

3.
______________________________________________________
Student Signature and Date:
_____________________________________
_______________________
	PART (B)  FOR DEPARTMENT USE ONLY




1)
Academic Performance to date:

  i.
Major GPA:


_________________________________

 ii.
Accumulative GPA:

_________________________________

iii.
Observations:

_________________________________


________________________________________________________


________________________________________________________


________________________________________________________
2)
Proposed Areas of Co-OP Research:


 i.
Acceptable:


ii.
Not Acceptable:

3)
Assigned Co-Op Supervisor:

CO-OP Coordinator:

Signature
____________________________

Date  _____________

Appendix (F)

CV Preparation Hints

A CV should be concise, factual, and informative about you, your achievements and your expectations.  The layout and contents should be appealing with no spelling mistakes please, as this will put employers off.  Contents should include the following at a minimum:
A.
Name, full contact address and contact numbers/email.

B.
Your Objective:  What are you seeking to achieve by carrying out this training, and what is it you can contribute?  Be positive but realistic.

C.
Personal Data Section:  Date of birth, nationality, marital status.

D.
Education.  Start with current education (KFUPM), Department, Major, courses taken and GPA score.  Then add your secondary school.

E.
Work Experience.  Don't be shy, put down any meaningful part time jobs/temporary summer assignments by date, company name, and your main responsibilities and duties.  Above all what did you achieve?

 F.
Extra-Curricular Activities.  What is it that you like doing outside academic work?  Swimming?  Football?  Say so and be specific.

G.
Positions of Responsibility.  Employers like this.  Were you ever in a position of responsibility and what did you achieve?  (e.g., Project Team Leader, etc.)

H.
Languages:  Show how proficient/good you are in languages (reading/writing/speaking).

 I.
Computer Literacy.  Specify any working familiarity with any computer programs.  Don't just say "I like the Internet . . . .".

 J.
Hobbies/Interest:  This can be combined with (F) if you like but some keep it separately.

Appendix (G)
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	Kind Fahd University of Petroleum & Minerals

Dhahran, Saudi Arabia

College of Industrial Management


Dear Co-op Training Supervisor:

Thank you very much for your interest in the co-op training program.  This department highly appreciates your valuable help in making it a fruitful experience for the co-op trainee assigned to your esteemed organization.

The basic objective of the co-op training program is to enable a student to relate what he learned in the core courses of his major to what he finds in practice and be able to identify problems and recommend practical solutions.  To achieve his objective, your role is instrumental in the design of an effective co-op training plan for the trainee under your supervision within the first three weeks of his training period.  Each Co-op trainee is required to submit a co-op training plan designed by his co-op sponsor, which is subject to review and approval by this department.  In order to ensure the effectiveness of the training plan, it is highly recommended that a student is allowed to have a focus in his training program by allocating at least 10 weeks of the training period (i.e. 28 weeks) to a single task.

Furthermore, the co-op training plan provides a window of opportunity for your organization as well as for the co-op trainee to assess each other for possible future employment after graduation.  With your effective supervision and continuous interest, the co-cop training program will provide mutual benefits for all parties.

If you are the immediate supervisor of the trainee, you are kindly requested to fill out the attached contact information sheet and fax it to me at your earliest convenience.  However, if you are not the immediate supervisor, you are kindly requested to forward this letter to the concerned supervisor.

Thank you again for your help and valuable cooperation.

Sincerely,

Department Co-op Coordinator

CO-OP OBJECTIVES
Cooperative education is a structured educational strategy, integrating the theoretical knowledge learned in the classrooms and laboratories with real work experiences.  It is one of the graduation requirements for students studying at the College of Industrial Management.  Co-op students are required to spend 28 weeks of practical work in a relevant field in industry/business, and submit a comprehensive report about their work experience to the respective academic department

EXPECTED ROLE OF THE CO-OP STUDENT

(
The co-op student must spend the whole 28-week attachment with assigned department(s).

(
The Co-op student should respect the Co-op employer's property and maintain the order of the department and do nothing to harm the reputation of his Co-op employer in any way.

(
Co-op students should not discuss confidential issues with any one who is not directly involved with the Co-op employer, because businesses are founded on mutual trust, integrity, and public confidence.

(
The Co-op trainee needs to add value to the work and increase the quality of his performance.

(
Co-op students should follow the Co-op employer's policies and procedures and work as employees.

(
The Co-op trainee is responsible to make sure that the employer sends Evaluation Report (No. 1) to Co-op Department Student Affairs, Bldg. 17 before the end of the second month of training and similarly, Evaluation Report (No. 2) at the end of his training.

Co-op Objectives, con't.

EXPECTED ROLE OF THE CO-OP SUPERVISOR
(
The supervisor is responsible for making the student's training program meaningful and effective.

(
The supervisor should notify the University so that actions can be taken if the Co-op student does not perform well or h is performance does not meet the employer's standards.

(
Appropriate delegation of work with accountability should be given to the Co-op trainee.

(
The supervisor should design a detailed training plan, which covers the whole training period.  A copy of the training plan should be sent to the student's academic department.

(
The supervisor should sign the progress reports prepared by the student before submission to the Co-op advisor at KFUPM.

(
The supervisor should complete and sign two (2) evaluation reports and send them directly to the University Co-op Office, Student Affairs, with a copy of the academic department.

	CO-OP TRAINING SUPERVISOR INFORMATIOIN SHEET

	Supervisor's Name

Company

Postal Address

Department/Division

Telephone No.

Fax No.

Mobile No.

E-mail

Student Name

KFUPM ID No.


	:

:

:

:

:

:

:

:

:

:


	________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________

________________________________________




	Please fax or e-mail this information sheet to

(03) 860-1605 (In-Kingdom)

(00966) 3-860-1605 (Out of Kingdom)
E-mail:  ramadyma@kfupm.edu.sa
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King Fahd University of Petroleum & Minerals


	College of Industrial Management

	Department of ………………………………………………….

	COOP GRADING FORM



	(Grade Form - Coop Coordinator)

	(Please fill in this form and attach it to change of grade form)

	Student Name:
	
	ID No.:
	
	Major:
	
	 

	
	Course:
	
	
	
	

	Date of Presentation:
	
	
	
	Time of Presentation:
	

	 
	
	
	
	
	
	Coop Period:
	2nd Term:
	
	2ND Term
	
	
	Rm. No. 
	
	 

	Assigned Company/Organization:
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	EVALUATION

	A.
	WRITTEN CO-OP REPORT: (40 Points)
	
	
	
	Coop Advisor
	 
	 
	 
	 
	Point 

	 
	
	Format and Organization
	
	
	
	
	
	
	2nd Member
	 
	 
	
	
	
	
	
	 

	 
	
	Contents:
	
	
	
	
	
	
	
	
	
	
	3rd
	Member
	
	
	
	
	
	
	
	
	 

	 
	
	
	Coverage of literature
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	Application of theory to actual experience and job problems
	
	
	
	
	
	
	
	 

	 
	
	
	Analytical ability
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	Description of Co-op work experience
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	Findings, Recommendations, and Conclusions
	
	
	
	
	
	
	
	
	
	
	 

	B.
	PRESENTATION (20 Points)
	
	
	
	
	
	Coop Advisor
	
	 
	 
	Point 

	 
	
	Preparedness and Readiness
	
	
	
	
	
	2nd Member
	
	
	
	
	
	
	 

	 
	
	Verbal and Non-Verbal Communication
	
	
	
	3rd
	Member
	
	
	
	
	
	
	
	
	 

	 
	
	Organization of Presentation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	Use of visual aids: Transparencies/Power Point slides
	
	
	
	
	
	
	
	
	
	 

	 
	
	Demonstration of knowledge in the technical part.
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	Ability to respond effectively to questions from coop experience and major area.
	
	
	
	 

	 
	
	Efficient and Effective use of time.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	C.
	COMMUNICATION WITH  ADVISOR: (20% Points) to be assigned by the advisor
	
	
	 
	 
	Point Average

	 
	
	Compliance with specified deadlines
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	Compliance with specified format and content
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	Reflection of actual work experience
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	D.
	COOP SPONSOR EVALUATION (15%)
	
	
	
	
	 
	 
	Points

	 
	Excellent (14-15),    Very Good (12-13),    Good (10-11)
	
	
	
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	TOTAL POINTS (out of 100) > >
	 
	 
	 
	 


	 
	Semester of Presentation:
	 
	
	
	
	
	Student ID No.
	
	
	
	
	
	 

	 
	Presentation Panel
	
	
	
	
	
	
	
	
	Signature
	
	Date

	 
	Chairman:
	
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 

	 
	Member

Member:
	
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 

	 
	Coop Report Title

:
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Final Letter Grade (Circle One Letter Grade) *Grade Key:  A+     A     B+     B     C+     C     D+     D     F

	Do you recommend this report to be nominated for Prince Muhammad Annual Award?
	
	
	
	
	 

	 
	
	
	
	
	
	
	
	
	

	Yes
	
	

	No
	
	
	
	
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Dept. Coop Coordinator Name:
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	
	
	
	
	
	
	Signature:
	 
	 
	 
	 
	 
	 
	 
	 
	Date:
	 
	 
	 
	 
	 
	 

	 
	
	*Grade Key:
	 
	 
	 
	 
	 
	 
	 
	 
	C+
	=
	Above Average (75 - 79)
	 
	
	 

	 
	
	 
	A+
	=
	Exceptional (95 -100)
	
	
	
	C
	=
	Good (70 - 74)
	
	
	
	 
	
	 

	 
	
	 
	A 
	=
	Excellent (90 - 94)
	
	
	
	
	D+
	=
	High Pass (65 - 69)
	
	
	 
	
	 

	 
	
	 
	B+
	=
	Superior (85 - 89)
	
	
	
	
	D 
	=
	Pass (60 - 64)
	
	
	
	 
	
	 

	 
	
	 
	B 
	=
	Very Good (80 - 84)
	 
	 
	 
	 
	F
	=
	Fail (Below 60)
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