Dear COOP Advisor 

Kindly find attached some of the literature related to COOP advisory. As you may already know, the first COOP report is due by now. A second report is due by week 18. You are requested to sit with your COOP student, read the report and ask him relevant questions. Also you are requested to work a rotation plan so they will not only stick with one Department or Division.  In addition ask them to get involved in different projects in the same company. This will enhance their knowledge and skills. Because most of our COOP students are located in Riyadh, we are about to prepare a Time schedule to visit them at their training location. 

What is required from you as an Academic Advisor?

Students and Academic Advisors must have a working relationship in order to effectively plan and execute the student’s work plan during training period.   You should explain to them the Academic Advisor’s role as well as their role as the advisee.

As you already been informed a maximum of three (3) students were allotted to you during this COOP program. (See attached Table)

The advisor main role is to provide advice and direction to students as they proceed into and their training program. In order to examine thoroughly the work submitted, please make timely and constructive written comments for improvement, and inform the student of the approximate time for the work to be returned. Some of our students are complaining about the little advice and direction they get from their Advisor.  As result their final report lacked consistency and the absence of clear standard business English. Also your role as an Advisor is extended to:

· Resolve issues that may arise between your advisee and the organization.
· Follow the progress of the trainee and assess his commitment to the pre set work plan
· Provide them with appropriate references or advice on good sources for collecting data (including web sites) to complete their final report.
· Ensure that the trainee is aware of normal expectation concerning the volume, quality, style and standard presentation of the Final Report.
· Be aware of the standards, to which the Final Report must conform to the specification of the CBA standard and make the Advisee aware of this.
· The Academic Advisor is to collaborate with the Training Supervisor in the Organization either by phone, email or during visit to Training Organization.
· Aid in the arbitration of problems which may arise between student and examiners during Final Report Presentation.
· Evaluate the Final Report and conduct the oral defense of that report.
· The Academic Advisor should submit to the Exam Committee the Final Evaluation Report (UO2 attached) 



As far as presentation is concerned, this is due by week 27.   Please be informed of the following: 

1. COOP Final Report submission deadline is 3rd January 2009.
1. Four copies are required to be submitted ( One for Advisor, Two for Examiners and One for Library)
1. Ask your students under your supervision to fully respect the New Final Report Format. (attached)
1. The Date of Final Report Presentation will be one week from submission 
1. The Final Report should be presented in the form of slide show (Power Point).
1. The Academic Advisor should receive the Final Evaluation Report (T 05 - attached) from the Training Company soon after the training ends.
1. Invitation to the presentation should be open for anyone to attend. 
1. The evaluation Scale (See Form U02) is similar to our grading system. (A+, A, B+, B, C+, C, D+, D, C+, C, D+, D and F ).

Please do not hesitate to contact me for any clarification connected to the COOP program.

Thank you for your collaboration. 

Regards, 

Mr. M. Achouri
COOP Coordinator for CBA

