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Introduction

Coop objective

Co-operative Education, or Co-op, is an integrated approach to higher education that enables students to alternate academic terms with relevant work experience in their chosen field.

The main objective of the Co-op Program is to produce high-caliber graduates  who are better prepared to pursue productive careers. PSU graduates complete a standard academic degree program, as well as a Co-op work term of 28 weeks in jobs related to their degree program. The practical experience gained on the training period is an integral part of the student's education. 
This manual attempt to answer the frequent asked questions by Co-op students. In its first part the manual provides students with a road map making them, they understand all of the requirements of the training program in terms of guidelines, rules and procedures. 
The second part provides the student with some knowledge such as writing a good CV and conducting a good interview for being accepted in the selection process in the training program and also when they consider looking for a work placement in one of the local companies.
The university will be responsible for supervising the students during the training period and obtain regular feedback from the training institution. We expect the students to establish self discipline and confidence among themselves and practice proper work ethics. 
From our past experience an important number of our students were offered a position in the same institution soon after they have completed their training program.  

1. Enrollment Criteria:
Students from different departments are to approach the Department CO-OP Coordinator with applications for enrollment if they meet the following criteria:
1- A minimum of 105 credit hours must have completed.

2- GPA should not be less than 2.00.
3- Obtain permission from the Department in which the student is studying.
2. Cooperative Education Courses:
In order to link cooperative education courses to the educational system at Prince Sultan University, the courses have been grouped as follows: - CS 492, IS 492, FIN 492, MKT492,  ENG 492, ENG 495, ENG 498 & Law 492.
3. Selection of Training Organizations:

The Cooperative Education Administration is responsible for directing students for cooperative education. The training will take place at the location of the selected organization inside or outside Saudi Arabia.  Students shall have the option of suggesting the place of training, subject to the Department’s approval. 
4. Duration of the Coop Program:
The Cooperative Education Program is a 28-week program, which is equivalent to 10 accredited academic hours. It is scheduled to be held in 
-
The summer and first semester from June to December or January
-
The second semester and summer from Feb to July or September
5. Rules and Conditions for Joining Co-op Education: 
· Students are not allowed to take other courses during the Co-op semesters; even the student requires only one more credit to graduate. Similarly even if the student has only a repeat course, or course that does not conflict with the Co-op (such as taking an evening course), he will not be allowed to register for that course during the Co-op semester.
· Both the regular and the summer semesters involved in a student’s Co-op education should be compulsory registered well within the time- limit fixed for registration.

· The College encourages students to begin the Co-op only after completing all the courses required for the degree program. This is because, according to the experience of several of our graduates, the chance of training contract being converted into long term employment with a Co-op institution is very high.

6. Forms of Commitments required by the student prior and during training period:
6.1 Prior Training Period 
· When you become eligible for Co-op education, you will find an announcement on various notice boards requesting you to register your name with the Co-op coordinator or the Co-op office. You are requested to fill a form (S01) which contains personal details such as name phone numbers and asking you a question whether you let the University seek a training opportunity for you or you seek one for yourself (see sample form). You will need to bring your CV and recent photographs (see section how to write a good CV) 
· Following this, the Co-op office will identify requested Coop opportunities, and the College will make sure that the opportunities are as much possible appropriate for its students, particularly by looking into Co-op plans obtained from Co-op institutions.

· Once the opportunities are finalized, the Co-op coordinator of the College will allocate you a Co-op opportunity. This allocation is based on a first – come, first served basis and the GPA level of the student.  Hence, meet the Co-op Coordinator as soon as you are asked to, to increase your likelihood of obtaining your preferred Co-op options.

· If you would like to pursue Co-op education in another organization than the one you are allocated to, you can make a request to the Co-op coordinator for that effect. The request should be accompanied by a willingness letter from the proposed institution. In this regard you can even select institutions outside the country. In all such case, the responsibility for obtaining the willingness letter lies with the student.

· Before the start of the Coop training, the Co-op Office arranges a Co-op meeting for your benefit. During this meeting, you will be handed a folder that contains an introduction letter and the documents to be handed over to the Co-op institutions (see appendix).
· During time of registration, you are requested to register on the Co-op course with the Department of Registration.

· You are requested to join your Co-op institution on the prescribed date and obtain a certificate of joining from the institution, the format which can be found in the folder provided. It is your responsibility to return the certificate of joining to your Co-op Coordinator within one week of the joining date.  You may get rejected from the program if you do not attend your coop institution on the prescribed date.
· It is beneficial for the student to Learn about the organization and specifies fields such as: the names of training supervisor(s) under whose supervision he/ shall be working during training; the tasks assigned to the trainee by the organization based on the work plan, and the benefits that the trainee expects to gain during the training period.
6.2 During Training Period
· You must attend the entire training program (28 weeks) at the selected organization. Holidays such as Ramadan and Hadj are counted not part of the training program.
· To be punctual and follow the rules and regulations observed at the training venue. The student should always remember that he / she is representing the University at the training institution

· To work according to the schedule so that the tasks assigned to the student are accomplished in a timely manner.

· To be involved in different projects, so that the student can gain maximum benefit from the training program.

· You must contact your Co-op Advisor on a regular basis. Day and time can be arranged with your Advisor. Fault for not contacting your Advisor can affect your progress and may lead to the failure of the student.
· Students should report any problems they encounter at the organization to the Academic advisor in writing.

· You should submit bi- monthly reports to your Co-op Advisor (see your advisor for report format). Using email communication for submitting reports is not permitted only with exception to students who are training abroad. Otherwise you are requested to meet with your Advisor and discuss report details. 

· You are responsible for making sure that your Co-op institution submits the three required reports on your performance (T02, & S03. See appendix).  Submit the following forms to the Academic Advisor.  The trainee alone is responsible for confirming that the institution sends the required reports
· Register for the second semester of your Co-op (either a regular semester or a summer semester) on the date scheduled.
· When your training reaches half way, collect from your Co-op Advisor a Final Report Format (see appendix) and start preparing your Final Report.  A full respect of the format is required.   Students should collect the information and necessary items to compile the Final Report. Examples of necessary materials are:
a- Names of resources, books, articles or web sites.

b- Analytical, design or visitation reports.

c- Records of meetings…etc.

· On the date informed by your Advisor, usually two week before ending training program, submit your final report.

· Present your Final Report on the dates scheduled and announced by your Co-op Advisor.

· You will be informed on the date of Final Report Presentation. The time for presentation is 30 minutes minimum. During this time, students are requested to pinpoint the main issues relating to his / her Co-op and to answer relevant questions.  
· A good presentation is an indication of improved oral and communication skills.  Answering questions in good manner it is also an indication that the training objective of acquiring knowledge and skills was achieved. 
7. Guidelines for the Final Training Report: 
· The final co-op report should be written clearly in standard business English. 

· You should proofread the report carefully and correct all spelling or grammatical errors before submission. 

· The report should be typed in double spaced with at least 1 inch margin at the left, right, top and bottom of each page. 

· The cover page should be as shown in the first page of this document. 

· Each new chapter should start on a fresh page.

· Number each section of the report to correspond with the sections listed in the “Table of Contents” section.

· Use “Times New Roman” font through out the report

· Use font size 14 for all headings except where stated otherwise and font size12 for the body of the report.

7.1 The Final Report should include:

1. A title page which include: student name, ID, department, major, college, company name, advisor name and date of submission.
2. Acknowledgment to thank the company which gave an opportunity to do the Co-op and also thank all individuals who helped and supervised you during the Co-op program.

3. Executive Summary summarizes the whole report in one, concise paragraph of about 200 words

4. Table of contents, showing sections/ subsections and their corresponding numbers.
5. List of tables: all tables must be consecutively and must be quoted in the body of the text. Each table must come at appropriate place in the report. 

6. List of figures: all figures and paragraphs in the body of the report must be numbered consecutively and must be quoted in the body of the text. Each figure must come at appropriate places in the report.

7. List of Appendices: all appendices must be lettered consecutively and must be quoted in the text and to be kept at the end of the report in order.

8.   An introduction starts with a paragraph about the company where you did the COOP and clearly describe the purpose and objectives of the final Co-op program
9.   The Co-op Plan: discuss about the general Co-op plan assigned to you by your academic Co-op/ company advisors.  A summary of the schedule of various activities/ tasks carried out can be also presented here.
10. The Co-op work description and achievement which encompasses the f following:

· Problem definition in detail

· Methodology adopted for solving the problem

· Theoretical knowledge/ courses used in problem solving

· Details of instruments questionnaire used 

· Data collection and analysis

11. Conclusion and Recommendations:

· Summarize the work that you described in the previous sections.

· Highlight the outcome from the results and conclude them. 

· Mention whether the Co-op objectives have been fulfilled and if not,   explain about to which degree the same were completed.

· Identify the strengths and weaknesses of your co-op.
· Suggest changes that you would recommend that would have improved your learning experience.

· List some recommendations that you think helpful for improving the Co-op program.

· Would you recommend a similar co-op with this organization to another student? Why or why not? Explain and justify

12. References used during the training and while preparing the final report such as: books, papers, journals and electronic sources.
13.  Appendices can be added, if needed to support information provided in the report.
· Put other materials (training material, source codes, forms printout, generated reports, Database structure), each in a separate appendix with a separate title page for each appendix.

· Don’t allocate chapter number for appendices

Note: Practicing plagiarism is not acceptable i.e. student should not copy any material from books and organization’s manual etc without mentioning reference. If doing this, disciplinary actions will be taken against the student according to the University rules and regulations
8. Trainee Assignment Schedule:

	Week


	Assignment

	2

	Complete the detailed work plan, acquire the Academic Advisor’s signature and forward it to the Department Coordinator 

	4


	Present the monthly report and discuss it with the Academic Advisor

	8


	Present the monthly report and discuss it with the Academic Advisor

	12


	Present the monthly report and discuss it with the Academic Advisor

	16


	Present the monthly report and discuss it with the Academic Advisor

	20


	Present the monthly report and discuss it with the Academic Advisor

	24


	Present the monthly report and discuss it with the Academic Advisor

	26
	Present a copy of the final report to the Academic Advisor and set a time for discussion.

	27

	Present a four copies of the final report to the Academic Advisor and prepare yourself  for Final Presentation


9. The Role of the Coop Coordinator
A Coop coordinator is a faculty member from the department who is obligated to become an informative agent between the cooperative education program and the department. His role is to:

· Organize a meeting with the CO-OP students and Academic Advisors, explaining the purpose of the Cooperative Education Programs and the relevant rules and regulations. 

· Prepare a Report for the Head of the Department containing: 

· A list of the students qualified for the Cooperative Education Program in addition to their assignments. 

· Identify with the collaboration of the Coop Office the training organization according to the student profile.

· Arrange student’s placement according to their field of study.

· Identify the academic advisors for each student who will supervise and evaluate the students during the training period.

· Collect feedback about the training from the academic advisors.

· Schedule the Final  Report Presentation

· Collect three (3) copies of the Final Report from Advisors

· Submit Final Reports to selected Examiners with a schedule of time and location of examination.

· Overcome any difficulties or problems countering students and advisors during Coop education. 

· Sets an appointment for the student to present the final report in the form of a slide show (Power Point).  

· Input grades into an Excel Sheet, work out the final grade, verify it and sign it from the Head of Department and submit it to the Registration Department.
.

10. Commitments Required by the Training Organization:

· Advise PSU about available training positions. (T01)
· Prepare a contract.
· Prepare a work plan for the trainee. (T02)
· Provide each selected trainee with the preset tasks, fulfilling all the clauses agreed upon in the original contract.

· Assign suitable tasks to the trainee and refrain from asking him/her to perform routine tasks that have nothing to do with his/her major.
· Provide the Administration of the Cooperative Education Program at the University with the following required forms: (T02), (T03). (T04). & (T05).

· Strengthen the cooperative relations between the training organization and the administration of the cooperative education program by notifying the administration of any negligence in the trainee's performance. Maintain relations between the University and the students by allowing Cooperative Education Program supervisors to perform periodical and, when-necessary, field inspections to check on the students.
· Provide trainees, who complete the practical part of the program successfully, a Training Certificate of Approval carrying the official stamp of the organization or corporation specifying the following: The trainee’s position or job title, tasks assigned to the trainee during the training period and any original or distinguishable traits the trainee may have during the training education.
11. What is required from the Academic Advisor?
· Each academic advisor will be allotted a maximum of 3 students during the CO-OP Program.  

· The Advisor main role is to resolve issues that may arise between the student and the organization and to follow the progress of training and assess the commitment of the trainee to the pre set work plan. The Academic Advisor is to discuss all these matters with the Training Supervisor either by phone, email or during his/her visit to training institution. 
· The Academic Advisor should submit the Final Evaluation Report (U02).

12. The Evaluation Scale:
The examining committee determines the trainee's final grade and hands it to the Department Co-op Coordinator.  The  scale of grades are as follows: A+ (95-100), A (90-95), B+ ( 85-90), B (80-85), C+ (75-80), C (70-75), D+(65-70), D(60-65), F(<60).
13. Writing a Good CV

CV stands for curriculum Vitae – an account of your life so far. The following tips should help when preparing your CV:
· Keep it neat: if you write your CV, make sure it is legible. Get it typed. You may be able to use the University facilities for this.

· Keep it brief: anyone who is just going for Coop or leaving the University and has a CV of more than two sheets of paper is either misinforming or rambling. However make sure you mention all of your qualifications, part time, holiday and voluntary work, sporting achievements and genuine interests and hobbies. 

· Keep it ordered: use logically ordered sections, give them headings and underline the headings. Try to convey and underline the headings. Try to convey the reader all the important points about you in one quick read.
· Make a draft: ask someone who knows you well to read your rough draft and make comments. 

· Spelling: again get someone to check for spelling once you have it typed, check the spelling in the final copy.

· Presentation: use a good quality paper, preferably size A4. Make sure there are wide spaces between each section. Don’t use clever graphics which distract from information.

· Make copies: keep the original and take good quality copy to send out. If a copy of your CV is returned to you. Don’t send it out again- a twice folded or crumpled copy gives a very bad impression.

· Mailing: do not squeeze your CV into a small envelope. It should be folded width ways, no more than twice.

13.1 What to Include on a CV? 
Personal details
Full name 

Home address and University Address

Telephone number
Email address
Age now

Date of birth

Nationality
EDUCATION

Give places of education where you have studied - most recent education first. Include subject options taken in each year of your course. Include any special project, thesis, or dissertation work. 

Pre-college courses (high school, etc.) should then be included, including grades. Subjects taken and passed just before college will be of most interest. Earlier courses, taken at say age 15-16, may not need much detail. 

WORK EXPERIENCE 

Details of part- time jobs, holiday jobs, voluntary work and others. They will be particularly interested in activities where you have leadership or responsibility, or which involve you in relating to others in a team. If you have been involved in any type of volunteer work, do give details. If you have published any articles, jointly or by yourself, give details.
SKILLS

Ability in other languages, computing experience, analytical skills, interpersonal abilities, leadership and management skills, planning and organizing , problem solving and creativity…etc.
(Every employer is looking for a specific set of skills that match the skills necessary to perform a particular job. But beyond these job-specific technical skills, certain skills are nearly universally sought by employers. Weaknesses in these areas can make you improve your skills through training, professional development, or obtaining coaching/mentoring from someone who understands these skills.)
   
INTERESTS AND ACTIVITIES

Such as sport, clubs and hobbies

REFEREES

Usually give two names - one from your place of study, and one from any work situation you have had, or if this does not apply, then an older family friend who has known you for some time. Make sure that referees are willing to give you a reference. Give their day and evening phone numbers if possible. Make sure you ask their permission.
14. Covering Letter

Do not send your CV without a Covering Letter
· When sending in a CV or job application form, you must include a covering letter. The purpose of the letter is: 
· To make sure that the CV arrives on the desk of the correct person. Take the trouble to telephone, and find the name of the person who will be dealing with applications or CVs, and address your letter, and envelope, to that person by name. (In a small company, it may be the Managing Director. In a medium size company, it may be the Head of Section/Department. Only in a large company will there be a Personnel or Human Resource Department.) 

· To say why you want training in that particular job with that particular employer. 

· Start your letter with an underline heading giving the departments or jobs that you are interested in. 
· Try to find sample business letters so that you can follow style and layout. 

· The letter should only be on one side of A4 paper. It must be polite and easy to read. 

· Also mention when you are available for an interview. 
· Ending your letter with a request for specific extra information may give a positive response. 
15. Being Invited For an Interview
Interviews can be nerve wracking, but they are the same for everyone and the interviewer should make allowances for nerves. The following hints are to help you with the process:

If you are going for coop education or a job application? Do some research into both the company and the department for which you are going for?

Frequently  asked questions in interview for a job placement or training:

· Tell me about yourself 
· Did you bring your CV? 
· What do you know about our organization?
· How would you describe your personality?
· What are your strong points?
· What are your weak points?
· Describe what would be an ideal working environment?
· What kinds of people do you find difficult to work with?
· Why do you want to train or work for us?
· Prepare some intelligent questions, such as, ‘do you offer me a job on completion of my training?’  ‘Are there any promotion prospects?’ 

· Make sure you remember what you put on your CV. It is often useful to take a copy with you.

· Take your time to answer questions

· Dress neatly and smartly

· Arrive in plenty of time.

· Take a smart folder with you containing relevant documents.

· Sit in appropriate way

· Do not smoke or chew gum.

· Be honest; it is better to say. ‘I don’t know’ than being caught out in a lie.

· Prepare for certain questions, such as, ‘why do you thing you are suitable to have your coop education or a job with us?’ It is not good enough to say ‘I don’t have the choice to go somewhere else’ ‘you could always say because of the reputation of the company’- ‘because I will be privileged and honored to have my coop education in your company’ or ‘ I think your company offers a good career prospects’.
· Give appropriate and full answers to hypothetical questions.
· Don’t be too modest. If you are good at something, say so.
Appendices
FORMS
First  – 
Forms for the student
1. Coop Application Form ( S01)

2. Monthly Progress Report ( S03)

Second  –
Forms for the Training Organization
3. Inquiry Form ( T01)

4  
Work Plan ( T02)

5.
Attendance Report ( T03)

6.        Monthly Evaluation Report ( T04)

Third  – 
Forms for the Academic Advisor

1. Academic Advisor Visit Report (U01)

2. Final Evaluation Report ( Organization ) (U01)

3. Final Evaluation Report ( University ) (U02)

Contact Information

CO-OP Program for Men

P.O. Box 66833 - Riyadh 11586 KSA

Tel.: 4548011 - 4548489   Fax: 4548317

Co-Op@psu.edu.sa   
www.psu.edu.sa
CO-OP Program for Women

P.O. Box 53073 - Riyadh 11586 KSA

Tel.: 4535189 - 2251462     Fax: 2251466

Co-Op@pscw.psc.edu.sa   
www.psu.edu.sa/pscw
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