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The Ministry of Education X -1 s
s o Aaals

Umm Al-Qura University Juae 1 5 14 Aulg

College of Business ‘a—_&'g .

Field Training (5402481-3)
Form F: Attendance Sheet

Student Name: 13/ilall an
Student ID: 1gralaldl a8 i
Major: ]
Starting Date of Training: sl il o 5
Training Company/Organization: te ) Aga and
Date Checked-In Check-Out No. of Hours | Supervisor Signature
E.g. 10/06/2017 8:00 am 1:00 Pm 5 Signature
Total Number of Hours
Supervisor Name: 13/l yS e 5/ piall aud
Job Title: 1B gl paccal)
Phone: syl a8

Note: This form should be used by the student and company supervisor.
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*
College of Business L

Female Branch = Rai Zakhir = Umm Al-Qura University Cirees «<B

Telephone: +966 12 572 6697 — Email: badmin_fla uqu.edu.sa e e

Internship Details

Date Intemship Organized By: For:

Datc [Company Name) [Student’s Name)

[Student ID)

Period

I'he internship begins on [( and continues through [(

Work Activities Log

Work Assignments

The student is required to fill out a work activities log for the duraton of the intemnship, based on the following
[Date the work task was carried [Describe the work task carried Duration of activity, c.g
out] ] hours/minutes|
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The Ministry of Education
Umm Al-Qura University
College of Business

T
e

?—_I-Ll-'l-'-\ 5l
@A Bl daala
Juas ¥ 5 ) A8

Field Training (5402481-3)
Form A: Evaluation by the Company Supervisor

Student Name: 1Bfallall anl
Student ID: 1 Aaladl &30
Major: soaadil)
Starting Date of Training: el Al o S

Training Company/Organization:

ey

Please, rate the student for the following
items on scale from 0 to 2 score,

pEHH]]

SCORES

ca ¥ e B al) Bl glaf s sla i)
U3 andll) pualic

1. Enthusiasm and interest in work o jladl A A iy Jaall el ]
2. Attitude towards delivering accurate work Jaall 3 V1 e e nll 2
3. Quality of work output Jeall 25 _36l¥15 5, 3
4. Initiative in taking tasks to complete el ol 33 0l 5, 4
5. Dependability and reliability SV e sl @ Tulie Y] 5
6. Ability to learn and search for information Claghddl (e Sl g abll e 53l 6
7. Judgment and decision making DAl Sy W e &S0 T
8. Maintaining effective relations with Jaall 6 el )l aedam y Al dle e Bliadl 8
supervisors
9. Maintaining effective relations with co- Jaall b el e dys s Uad ddle e Llsll 9
workers

10. Ability of writing reports

sl e s, 10

11. Ability of presenting her work

dae e i il e e e 5,4l 1]

12. Finding other ways to do the job

SigE Y Laxie Jaall ela¥ (¢ 540 35k e Sl 12
AT

13. Ability to work without supervision

O ) G0 Jaadl e 55l 13

14. Attendance during working hours

Aol Zd U Leall GG 3 ol AL YT 14

15. Punctuality

Sl el ) puaall e Akl sl )5

Maximum score is 30

by, »H.iiﬁ&wwkl

Do you recommend hiring the student?
o Yes
o No

Comments if any:

/sl 3/l il iy a i a
&~ n
Y5

iy 13 cladadl

Supervisor Name:

13/llall cu s = B/ pliall aul

Job Title: P
Phone: sl a8,
Fax: EvCHPp)
E-Mail: 3 A 3
Date: g
Signature: Py

(Please affix company stamp)

() F580 s 1 38 13,

Please complete this evaluation and return it either by email

a0 e 5 530y )l gy g sms ) Ui 51 LSl

{ (@ugqu.edu.sa) or by enclosing it in a sealed envelope.
Your assessment will have 30% weight in determining the
final grade of the trainee.
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The Ministry of Education —dasdla)ly
Umm Al-Qura University I S f‘ Laal
College of Business Vi Jlee V13,05 218

Field Training (5402481-3)
Form B: Field Training Report Marking Scheme

The report should cover at least the following:

1. Introduction 3 points
= What is the company you worked for? Describe what they do and
how they do it products/services, branches, ... etc.
= Company history, seasons, trends, events, interesting facts, figures,
ssa el
= Company hierarchal structure; don't just attach the graph without a
title. Highlight what you attached, what should I get from it, or

describe it.
2. Job Description 5 points
= What was your job? Details about what you were doing daily and
how.

Write about each specific task you preformed in details
Describe your experience and learning experience

3. Job Skills 7 point
A. What were the required skills to do the job?
B. What are the existing skills you used?
C. What are the new skills you learned during the training?
D. What other skills do you need to leam to do a better job in the
future?
< Be very descriptive, why you need this specific skill and how
learning this skill will help you preform better.
< You can also write about future plans on how you plan to
improve those skills.

4. Future Directions S points
Based on your personal observation and what you learned in the college:
=  What are your plans for the company in the future?
= Recommendations
=  Any final thoughts and conclusion
% You can be as creative as you want in this part, try to observe
every small detail in the company daily operations, make
connections between what you observed and what you leamed,
and look for areas for improvements.

5. Report Format/ Quality 5 points
= The report should be written in proper English.
= [t should have 15 page of content in average, without the
appendices, (+/-2).
= Cover page, check the cover page on eLeam (Form: D).
= Table of content

©JA & MM
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The Ministry of Education 5,05

Umm Al-Qura University \ S f‘ Lol
4 T

College of Business ‘Q,e" JlsYis s LS

Field Training (5402481-3)
Form G: The Presentation Grading Criteria

CONTENT & ORGANIZATION

1. Introduction / Company’s Background
General information about the company such as:
= Industry: food, petrochemical, pharmaceutical, logistics services, hospitality,
healthcare, ... etc.
= Type of organization: holding, corporation, private, public, ... etc.
= Size: small, medium, large based on the company revenue, clients or employee
size.
= Where it is based: local/ international/ multinational
* Don’t just stick to this list, you can talk about any other interesting information about
your company.

2. Job Description
= Summary of what you were doing daily and how
= The different tasks that you were assigned to do
=  Where did you do them? And under what department and for whom?
= How did you do them?
* Remember to be specific

3. Job Skills / Job Specification
= Needed skills to perform the job tasks
= Required skills
= Existing skills that you used
= New skills that you need to develop to perform better
4. Future Directions
= In the light of what you have leamt in the college, give specific recommendations.
= Conclusion, any further thoughts about your learning experience during this
training.
= Action plan for your recommendations

CONTENT OF POWERPOINT

1. Design, Organization, and Professionalism
How well did the student select a professional design theme?
= Did the student write a readable content? E. g, font size, font color, amount of
text (6*6)
= Grammar, spelling, formatting, ... etc.
= (Clear flow of information

2. Use of visuals

= Charts, graphs, tables, pictures, ... etc.
= How are they designed or presented?

©JA & MM
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Field Training (5402481-3)
Form C: Field Training Presentation Evaluation

Student Name: Company: Date: ! /2020
& o8 5
-
CONTENT & ORGANIZATION E § § g H g i
4 = < &
1. Introduction: Company s background 1 2 3 4 5
2. Job Description: Summary of what you were doing daily and how 1 2 3 4 5
3. Job Skills: Required skills, existing skills, new skills, and needed 1 2 3 4 5
skills
4. Future Directions: Recommendations and conclusion 1 2 3 4 5
-~ -~ o~
-
CONTENT OF POWERPOINT é § g § E g §
< < < @
1. Design, Organization, and Professionalism: Professional design 1 2 3 4 5

theme, readable content, grammar, spelling, formatting, ... etc.

2. Use of visuals: Charts, graphs, tables, pictures, ... etc. 1 2 3 4 5
@ -~ ™ «
ACADEMIC DELIVERY E § g § g g E_
- < &
3. Verbal Communication: English language, self-introduction, 1 2 3 4 5

volume, pronunciation, clarity, tone, transitions, signposting ... etc.

£y
wm

. Nonverbal Communication: Appearance, body language, eye- 1 2 3 4
contact, facial expressions, comfortable and confident, ... etc.

n

. Use of time: Did the student present within the time frame? 1 2 3 4 5

=

Handling of questions: Good answers to the questions 1 2 3 4 5

Overall
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Field Training
CONTENT SHEET

[J Field Training Report (on cLearn)

[0 PowerPoint Training Presentation (on eLearn)

O Form A: Evaluation by the Company Supervisor
(signed and sealed)

[J Form C: Field Training Presentation Evaluation

[J Form E: Work Activities Log (on eL.earn)

[JForm F: Attendance Sheet (on eL.earn)

Student Name:

Student ID:

Section No.:
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