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CHAPTER 1. INTRODUCTION 

 

 

1.1. OVERVIEW 

The Cooperative Training Program establishes a connection between the academic 

world and the professional world. It connects the College of Business Administration 

to the governmental, private, and non-profit organizations in the Kingdom of Saudi 

Arabia, through the trainee students. It offers to the trainee students the opportunity 

to gain professional knowledge, skills, and values in a real work environment. 

During the training experience, students seek to link theoretical knowledge learned 

at the College to real-work situations, and then to be productive in the host 

organization. The training experience also allows students to learn practical methods 

and the use of instruments that are related to their major, as well as to develop their 

interpersonal skills. The ultimate objective of the College of Business 

Administration at the University of Ha’il is to offer a practical experience to the 

students before they graduate from the College and allow them to smoothly 

transition into the workforce. 

 

Undergraduate students at the College of Business Administration have the choice 

between registering in the Cooperative Training program (hereafter COOP program) 

or registering in the research project program. There are three major differences 



University of Hail 

College of Business Administration 

Vice Deanship of Academic Affairs 

Unit of Cooperative Training 

 

 

Page | 5  
 

between both programs. While registration in the COOP program requires a 

minimum student GPA of 2 and the entire duration of the program is almost two 

semesters during which the student is not allowed to register in any academic course, 

the research project program lasts one semester during which the student can study 

other academic courses without any GPA requirements in registration. Requirements 

and eligibility for admission in the COOP program are detailed in the next paragraph. 

 

 

1.2. REQUIREMENTS AND ELIGIBILITY  

Student must satisfy the following criteria to be eligible for admission to the COOP 

program. 

o Students’ status is “Active”. 

o Student’s GPA is equal to or exceeds 2. 

o Completion of 85 credit hours or more of the study plan for bachelor’s degree. 

o No enrollment in any academic course during the targeted training period. 

o Completion of the letter application survey provided by the College COOP 

unit. 

o Completion of the prerequisite courses. Prerequisite courses are specific to 

each academic program as shown in table 1. 
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Table 1. Prerequisite courses for the COOP program 

Academic Program   Prerequisite courses 

B.Sc. in Finance - English Language ENGL-100 

 

B.Sc. in Accounting - English Language ENGL-100 

- Accounting Information Systems, ACC-339 

 

B.Sc. in Management - English Language ENGL-100 

- Strategic Management MGT-402 

 

B.Sc. in Management & Info Systems - English Language ENGL-100 

- IT service Management MIS-338 

- Business Data Management MIS-324 

 

 

1.3. REGISTRATION / DROPPING THE COOP PROGRAM 

 

For students' registration in the COOP program, the College COOP unit sends to 

each head of academic department the list of students belonging to his 

department, who satisfy the requirements specified in the previous paragraph and 

have completed the required forms. Students will be registered in different 

sections of the COOP program of each academic program. The maximum number 

of students included in each section is 8. To each section, a faculty member is 

assigned to be the academic supervisor. 
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Table 2. Code of the “Cooperative Training” in each academic program 

Academic Program Code of “Cooperative Training”  

B.Sc. in Finance FIN-450 

B.Sc. in Accounting ACC-450 

B.Sc. in Management MGT-450 

B.Sc. in Management & Info Systems MIS-450 

 

 

Students can drop the COOP program after one semester to register in the program 

of research project by sending a request to the College COOP unit specifying the 

reason. If it is approved, the COOP unit contacts the academic advisor of the student 

for withdrawing him/her from the COOP program and register him in the research 

project program. 

 

 

1.4. DURATION AND TIMELINE OF THE COOP PROGRAM 

The trainee student is requested to spend 25 continuous weeks of training in the host 

organization (5 days per week, 750 hours overall). The cooperative training occurs 

during the second semester with the summer semester, or in the summer semester 

with the first semester. 

 

During the training period, the trainee student is requested to fulfill the following 

tasks according to this timeline. 
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▪ At the end of the four first weeks, prepare and send the first monthly progress 

report to the Academic supervisor via the UoH Blackboard system. The report 

must be signed by the Field supervisor and the trainee student. 

  

▪ At the end of the 8th week, prepare and send the (signed) second monthly 

progress report to the Academic supervisor via the UoH Blackboard system. 

 

▪ At the end of the 12th week, invite the field supervisor to send the completed 

form of the “Employer Mid-point Evaluation” directly to the academic 

supervisor. 

 

▪ At the end of 16th week, prepare and send the (signed) third monthly progress 

report to the Academic supervisor via the UoH Blackboard system. 

 

▪ At the end of 21st week, prepare and send the (signed) fourth monthly progress 

report to the Academic supervisor via the UoH Blackboard system. 

 

▪ At the end of 25th week, invite the field supervisor to send the completed form 

of the “Employer Final-point Evaluation” directly to the academic supervisor. 

 

▪ After the 25th week, finalize the final report and the presentation slides, and 

send the final report to the Academic supervisor via the UoH Blackboard 

system. 
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Table 3. Timeline of the COOP program 

       Time 

 

Task 

End of the 

4th week 

End of the 

8th week 

End of the 

12th week  

End of the 

16th week 

End of the 

21st week 

End of the 

25th week 

After the 

25th week 

Task 1 

Prepare the 

1st monthly 

progress 

report 

      

Task 2  

Prepare the 

2nd monthly 

progress 

report 

     

Task 3   

Send the 

Employer 

Mid-point 

evaluation 

    

Task 4    

Prepare the 

3rd monthly 

progress 

report 

   

Task 5     

Prepare the 

4th monthly 

progress 

report 

  

Task 6      

Send the 

Employer 

Final 

evaluation 

 

Task 7       

Finalize the 

final report 

and the 

presentation 

slides 

 

 

1.5. CHOOSING TRAINNING SITES 

Training sites (host organizations) can be a government, private or non-profit 

organization, inside or outside Hail region in the Kingdom Saudi Arabia. The student 

is charged to attain the training site while being guided by the COOP Unit as follows: 

 



University of Hail 

College of Business Administration 

Vice Deanship of Academic Affairs 

Unit of Cooperative Training 

 

 

Page | 10  
 

▪ The COOP Unit identifies the types of organizations suitable for each 

department/major and those that are not, during the students meeting at the 

start of the semester. 

 

▪ The COOP unit shares with students, on the official WhatsApp group 

(administered by the directors of the COOP unit), some training opportunities 

that are available.  

 

▪ Under the guidance of the COOP Unit, the student starts looking for training 

sites that are related to his/her major, until he/she obtains an acceptance 

(verbal or nonverbal) from an organization. 

 

▪ Based on the organization acceptance, the student fills out the survey to 

request from the COOP unit a formal application letter addressed to this 

organization. 

 

▪ The COOP unit verifies whether the chosen training site by the student is 

suitable for his/her major and then writes a formal letter to the desired 

organization. 

 

▪ The student must obtain the signed form of “Training Opportunity” from the 

chosen organization to ensure his/her place as a trainee there, and to send it to 

the COOP unit for registration in the COOP program. 
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1.6. OBJECTIVES OF THE COOP PROGRAM 

 

The COOP program of the College of Business Administration at the University of 

Ha’il aims to fulfill the following objectives: 

 

1- Lead students to use their theoretical background to understand the 

professional environment. 

 

2- Offer the opportunity to students to apply their academic knowledge and skills 

in the real work situations. 

 

3- Learn practical skills and become acquainted with instruments and tools 

related to their major.  

 

4- Enable students to self-discovery and understand their own values and beliefs 

and therefore, what career path will be the most rewarding for them. 

 

5- Improve student' communication skills in a professional work environment, 

as well as writing skills through their duties of reports writing. 

 

6- Develop students' transferable skills that are necessary in a business 

environment, such as critical thinking, creativity, time management, setting 

goals, negotiation, teamwork, collaboration, dealing with conflicts, listening, 

etc... 
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7- Allow students to acquire practical experience in business sectors, which will 

help them to register for a variety of employment opportunities after 

graduation. 

 

To achieve these objectives, roles and responsibilities of all parties involved in the 

process of Cooperative Training should be clarified.   
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CHAPTER 2. ROLES & RESPONSIBILITIES 

 

 

2.1. OVERVIEW 

 

Since the COOP program is a connection between two different environments, i.e., 

the academic and the professional, it involves various parties playing different roles. 

Role clarity ensures that everyone knows his responsibilities, what it is expected of 

him, and who needs to do what in order to complete the task at hand. This guidebook 

defines in this chapter: 

o Responsibilities of the COOP unit. 

o Responsibilities of the host organization (Employer). 

o Responsibilities of the Field supervisor. 

o Responsibilities of the Academic supervisor. 

o  Responsibilities of the student: - Before the training period 

- During the training period 

- At the end of the training period 

 

 

 

2.2. RESPONSIBILITIES OF THE COOP UNIT 

 

The COOP Unit is directly responsible for the COOP program. It is supervised by 

the Vice Deanship of Academic Affairs of the College of Business Administration. 
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The COOP Unit is composed of a director representing the male side, a director 

representing the female side, and by coordinators who represent the academic 

departments of the College of Business Administration in the unit. These 

coordinators are a male faculty member and a female faculty member in each 

department. The COOP Unit at the College of Business Administration has the 

following responsibilities: 

 

▪ Conduct, by week 5 of the semester, the first meeting with students interested 

in the COOP program to introduce them members of the COOP unit, and to 

explain them the procedures and the requirements of applying for the COOP 

training. 

 

▪ Prepare a survey that the students must fill out to request a formal letter of 

application for training and share the survey link with students (on the official 

WhatsApp students’ group which is administered by the unit directors). 

 

▪ Announce the available training opportunities, as well as the training sites that 

are not suitable to some academic departments and majors.  

 

▪ Support and assist students in their search for training sites corresponding to 

their majors and their aspirations. 

 

▪ Select the students for receiving the formal application letter, based on their 

GPA, their earned credit hours, their completion of prerequisite courses. 
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▪ Provide students the formal letters to allow them applying for the training 

opportunities. 

 

▪ Communicate with a specific training side in response to a student desire. 

 

▪ Follow-up with students' acceptance in the training sites. 

 

▪ Provide students with the form of “Training Opportunity” which should be 

completed by the organizations that accepted their applications. This is to obtain 

a formal acceptance for training from the organization. 

 

▪ Invite students to sign the form of “Pledge to fulfil the conditions of cooperative 

training”. 

 

▪ Count the students who have provided the completed forms of “Training 

Opportunity” and “Pledge of conditions fulfillment” and send lists of their 

names to the "Deanship of Admissions and Registration" for their registration 

in sections of the COOP program. 

 

▪ Assign a COOP academic supervisor for each section of students. 

 

▪ Follow-up with students' start their training. 

 

▪ Assess and identify the risks inherent in the activities of the Cooperative 

training, and then to manage these risks. 
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▪ Help students to change the training place after 2 weeks from the beginning of 

the training (as a maximum duration) if it is judged necessary (non-comfortable 

conditions or mismatching between tasks and specialization, …). 

 

▪ Send and explain to the students the templates of reports that must be completed 

and periodically sent to their academic supervisors. 

 

▪ Send to the academic and field supervisors the COOP guidebook and the COOP 

academic calendar to clarify parties’ roles as well as the deadlines of the 

students’ tasks. 

 

▪ Send, to the academic supervisors, the guidelines that help trainee students to 

prepare the final report and the oral presentation.  

 

▪ Form committees who will evaluate the students’ training and schedule the 

presentations. 

 

▪ Announce the schedule of presentations to the academic supervisors, to the 

students and to the jury members. 
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2.3. RESPONSIBILITIES OF THE HOST ORGANIZATION (THE 

EMPLOYER) 

 

The host organization is a government, private or a Non-profit organization where 

students should do their trainings for 25 weeks. In this context, it assumes the 

following responsibilities:  

 

▪ Complete the form of “Training Opportunity” to formally declare his approval of 

the student’s training application. 

 

▪ Set a maximum number of trainees according to the number of employees in the 

organization, to provide the needed attention to the trainee student and to ensure 

the training effectiveness. 

  

▪ Appoint a full-time employee of the organization, who has the technical 

knowledge and willingness to accompany the trainee student in his or her 

training, to be the Field supervisor. 

 

▪ Prepare a workstation and the necessary equipment for the trainee student. 

 

▪ Specify to the trainee student the time at which he/she should arrive at work, and 

the dates on which the organization is closed, if any. 

 

▪ Give the trainee student a tour of the site upon his/her arrival and introduce 

him/her to the entire staff. 
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▪ Identify to the trainee student his/her field supervisor. 

 

▪ Inform the trainee student about the regulations on health and safety at work and 

have the trainee student follow them, in order to ensure a safe and health 

environment. 

 

▪ Ensure that the trainee student will have enough work during the training period, 

as well as the appropriate skills’ level. 

 

▪ Periodically check whether the trainee student is on the right track. 

 

 

2.4. RESPONSIBILITIES OF THE FIELD SUPERVISOR 

The Field Supervisor plays a crucial role in the success of the student’ training 

experience. He/She is the only one who knows the daily reality of the student 

training. It is expected that the field supervisor:  

▪ Introduce the trainee student to activities in the organization. 

 

▪ Inform the trainee student about the organization’s regulations regarding work 

ethics and confidentiality. 

 

▪ Organize learning activities for the trainee student and ensure that the tasks 

proposed to the student are clear. 
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▪ Ensure availability to the trainee student to assist him/her in carrying out the 

requested tasks. 

 

▪ Answer the trainee student questions to maximize his/her learning. 

 

▪ Ensure that the trainee student is integrated as a team member in the organization. 

 

▪ Supervise and validate the work of the trainee student. 

 

▪ Provide feedback to the trainee student throughout the training. 

 

▪ Increase the responsibilities of the trainee student gradually and appropriately. 

 

▪ Provide a professional work climate by encouraging the trainee student to 

participate in seminars, workshops, and other growth opportunities. 

 

▪ Daily track and record the attendance of the trainee student on the template of 

attendance sheet. 

  

▪ Verify the monthly progress reports of the trainee student  on his/her activities and 

sign them after the approval. 
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▪ Complete the forms of “mid-point training evaluation” and “final training 

evaluation”, by focusing on the student achievements and progress, while 

highlighting aspects needing improvement. 

 

▪ Discuss the training evaluations with the student and send the completed 

evaluation forms directly to the Academic supervisor (by email, by mobile 

message, or in a sealed envelope. 

 

▪ Notify the employer as soon as a problematic situation occurs (disagreement on 

tasks, inadequate attitude of the student, personality conflicts, …). 

 

▪ Continuously communicate with the academic supervisor to solve any training 

issue related to the student. 

 

 

 

2.5. RESPONSIBILITIES OF THE ACADEMIC SUPERVISOR 

 

▪ Send the guidebook and the academic calendar of the COOP program to the 

students and explain them their responsibilities and the important dates shown in 

the calendar.  

 

▪ Have students to give the template of the attendance sheet to their field 

supervisors to lead them to daily fill out it.  
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▪ Follow up with the trainee students and make sure that they integrate into 

organizations and that their tasks are related to their majors. 

 

▪ Set deadlines on the UoH Blackboard system for receiving the monthly progress 

reports from the students. 

 

▪ Read the students’ monthly reports to follow up the trainee students’ progress and 

achievements as well as difficulties. 

 

▪ Advise the trainee student in case of problematic situations. Help the student to 

find another training place if necessary. 

 

▪ Conduct field visits in the training place and communicate with the employers 

and the field supervisors to ensure the smooth running of the training students. 

 

▪ Sign and complete all forms required by the COOP Unit (Monthly progress report 

and field supervisor reports submitted by the trainee student on the Blackboard 

system, grading forms). 

 

▪ Send the guidelines for final report writing and for oral presentation to the trainee 

student. Advise the trainee student in writing the final report. 

 

▪ Send the student final report, as well as the evaluation forms completed by the 

field supervisors to the members of examining committee, no later than three 

days before the student oral presentation. 
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▪ Announce the date and time of the oral presentation to the trainee students and to 

the members of evaluation Committee. Send them the Blackboard link through 

which the oral presentation will be delivered.  

 

▪ Chair the examining committee and guide the members of this committee during 

the assessment process of the student outcomes achievements. 

 

▪ Submit the final grades of students for the COOP program through the university 

academic system.  

 

2.6. RESPONSIBILITIES OF THE TRAINEE STUDENT 

For a period of more than 25 weeks, trainee students are responsible for several tasks. 

This guidebook clearly defines their responsibilities over 3 sub-periods:   

o Before the training period. 

o During the training period. 

o At the end of the training period. 

 

 

2.6.1. Before the training period 

 

▪ Attend the meeting that the College COOP Unit conducts at the beginning of the 

semester to clarify all requirements to register in the COOP program. 
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▪ Join the official WhatsApp group which is administered by the directors of the 

COOP Unit of the College. 

 

▪ Read the COOP Guidebook which is shared by the COOP Unit and the academic 

supervisor. 

 

▪ Search for training opportunities in organizations that are related to his/her major, 

under the guidance of the COOP Unit. 

 

▪ Fill out the survey, sent by the COOP unit, with correct information (GPA, earned 

credit hours, ...) to request the formal application letter to the desired 

organization. 

 

▪ Attend training interviews and/or provide required documents (CV, student 

transcript, …) if they are necessary for the employer to decide on the training 

opportunity. 

 

▪ Invite the employer who accepted the application for training to sign the form of 

“Training Opportunity” and send the signed form to the COOP Unit. 

 

▪ Complete the form of the pledge to fulfil the conditions of cooperative training 

and send it to the COOP Unit. 
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2.6.2. During the training period 

 

▪ Attend the training station at the scheduled times. 

 

▪ Inform in advance the field supervisor of any anticipated absence. 

 

▪ Comply with regulations and policies of the site training and of the COOP Unit 

of the College of Business Administration. 

 

▪ The trainee student is responsible for managing his/her transportation to and from 

the training site. 

 

▪ Carry out his/her tasks with care, probity and conscience at the time, place and 

under the agreed conditions. 

 

▪ Act in accordance with the instructions given by the field supervisor and the 

employer. 

 

▪ Write monthly reports showing the learning progress and the gained skills. 

Discuss the reports with the field supervisor. 

 

▪ Give the template of the mid-point training evaluation to the field supervisor, 

invite him/her to complete it. 
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▪ Notify the academic supervisor and the COOP Unit about any issues that may 

occur during the training. 

 

 

2.6.3. At the end of the training period 

 

▪ Give the template of the Final training evaluation to the field supervisor, invite 

him/her to complete it. 

 

▪ Prepare and send the final report to the academic supervisor on time. 

 

▪ Send to the academic supervisor the attendance sheet signed by the field 

supervisor. 

 

▪ Prepare slideshows for the oral presentation to the evaluation committee. 

 

▪ Deliver his/her presentation and answer to the questions of evaluation committee. 
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CHAPTER 3. GRADING PROCESS OF THE COOPERATIVE 

TRAINING 

 

 

 

3.1. OVERVIEW 

The final grade of the student training experience is determined by the Evaluation 

Committee, immediately after the oral presentation delivered by the student. The 

Evaluation Committee is composed of three faculty members including the 

Academic supervisor who chairs the committee. The grading process consists of 

measuring achievements of the learning outcomes. Learning outcomes of the COOP 

program cover three domains, i.e., the domain of “Knowledge & Understanding”, 

the domain of “Skills”, and the domain of “Values”. Members of the evaluation 

committee, guided by the Academic supervisor, discuss the achievement of each 

learning outcome by the trainee student, based on six assessment methods. The six 

assessment methods are as follows: 

 

o Monthly progress reports 

o Mid-Point Evaluation by the Field Supervisor 

o Final Evaluation by the Field Supervisor 

o Field visit by the Academic supervisor 

o Final report 

o Oral presentation 
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3.2. MEASURING ACHIEVEMENTS 

 

The six assessment methods enlighten the evaluation committee members about the 

knowledge and skills (technical and interpersonal) gained by the trainee student as 

well as the values that he/she put into practice (in solving challenges described in 

reports, meeting deadlines for submitting reports, ...). The final grade is obtained by 

the average of achieved levels of these learning outcomes, as shown in the following 

evaluation forms which are specific to each academic program in the College. 

 

Evaluation form for the academic program of “Finance” 
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Evaluation form for the academic program of “Accounting” 

 

 

Evaluation form for the academic program of “Management” 
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Evaluation form for the academic program of “Management & Information 

Systems” 

 

 

 

3.3. ASSESSMENT METHODS 

The six assessment methods form the database for measuring the achievements of 

learning outcomes by the evaluation committee. They include the external 

assessment by the field supervisor and the internal assessment by the academic 

supervisor who guides the evaluation committee. 

 

3.3.1. Monthly progress reports  

The trainee students are requested to monthly describe their main tasks and 

responsibilities, the technical and transferable skills that they gained, the 

academic courses that helps them to accomplish their tasks, the challenges that 

they can be faced, the difficulties that can found in some tasks, and then the 
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solutions than can be taken. They are also requested to talk about workshops and 

seminars that they have attended or hope to attend later, and their training plan 

for the next month. Monthly reports should be discussed with the field supervisor, 

and then submitted by the trainee student on the UoH Blackboard system, no later 

than one week after being signed by the field supervisor and by him/her. 

 

 

3.3.2. Mid-Point Evaluation by the Field Supervisor 

The Field Supervisor is invited to complete and sign the mid-point evaluation 

form where he/she should describe the student’s activities and responsibilities 

and evaluate the student’s performance according to specific criteria 

(Professional behavior, professional relations, professional performance, 

professional knowledge). The completed form must be submitted by the trainee 

student to the academic advisor no later than one week after being signed by the 

field supervisor.  

 

 

3.3.3. Final Evaluation by the Field Supervisor 

The final evaluation form has the same content as the mid-point evaluation form. 

However, it should be completed by the field supervisor at the last week of the 

training period of the student. Similar to the mid-point evaluation form, the final 

evaluation should be discussed with the student, and then signed by both of them 

and finally submitted on the UoH Blackboard system to the academic supervisor 

on time.  
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3.3.4. Field visit by the Academic supervisor 

The Academic supervisor can conduct a field visit to perform a visual assessment 

of the training site and the trainee performing tasks. The academic supervisor can 

evaluate the type of work carried out by the trainee, ensures that the trainee 

student is provided with appropriate supervision and that he/she works in a safe 

environment, hears comments from the field supervisor regarding the degree of 

trainee’ readiness for work tasks, asks the trainee student about challenges and 

their overcoming, addresses any concerns that trainee student or field supervisor 

may have. Sometimes, the academic supervisor cannot conduct the field visit 

(due to transportation issues, time issues, …).  

  

 

3.3.5. Final Report 

In the final report, the trainee student should introduce the organization host, its 

mission, and its culture to the reader. The trainee student should also describe 

his/her responsibilities and tasks during the whole training experience, as well as 

the knowledge and skills gained. the final report should also include analytical 

and reflective sections where students are requested to develop their opinions 

about what they have experienced and to make meaningful conclusions. 

Academic advisors can provide guidance and advice to their students in writing 

their final reports. 
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3.3.6. Oral Presentation 

The oral (final) presentation should be delivered by the trainee student to the 

members of the evaluation Committee at the day and time scheduled by the 

COOP unit. The presentation should reflect the content of the final report. It 

should satisfy the “Guidelines of Coop Presentation” sent by the academic 

advisor. The total duration of the final presentation is generally twenty minutes. 

Ten minutes are firstly given to the student to present his/her slideshows, and then 

ten remaining minutes are devoted to the student answer the questions of the 

committee members. 
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Appendix 1.  Survey for the formal application letter 
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Appendix 2. Formal application letter in Arabic. 
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Appendix 3. Formal application letter in English. 
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Appendix 4. Form of “Training Opportunity”. 
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Appendix 5. Form of “Pledge to fulfill requirements.”  
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Appendix 6. Student attendance form. 
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Appendix 7. Form of “Monthly progress report”. 
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Appendix 8. Form of “Employer Mid-point training evaluation”. 
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Appendix 9. Form of “Employer Final Training evaluation”. 
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Appendix 10. Field Visit Form. 
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Appendix 11. Guidelines for Final report writing. 
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Appendix 12. Guidelines for Oral presentation. 

 

 

 

  

 

 


