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Foreword 

 

This is the COOP Training Program handbook of the College of Computer Sciences and 

Information Technology (CCSIT) at the Imam Abdulrahman Bin Faisal University. This 

handbook contains comprehensive guidelines on the requirements, program details, and 

assessment of students during their COOP training program. 

  

The handbook is an effort initiated to define the policy and improve the quality of COOP 

Training course. It is intended to set a uniform structure and outline for undergraduate CS 

& CIS students. It serves as an instructional manual for the expected contents, delivera-

bles, quality, and the required quantity of the COOP training for students. The handbook 

also provides evaluation rubrics for supervisors and evaluators.  
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List of Abbreviations 

 

 

List of Terms 

 

 

 

 

 

 

 

 

COOP Cooperative Program 

CIS Computer Information Systems Department 

CS Computer Science Department 

CYS Cyber Security and Digital Forensics 

CCSIT College of Computer Science and Information Technology 

  

  

  

  

  

  

ACADEMIC 

SUPERVISOR 

A CCSIT faculty member appointed by each respective department to 

coordinate the COOP tasks and assists/supervise the COOP students.  

SITE 

SUPERVISOR 

Designated manager at the training companies, assigned to and respon-

sible for the supervision of COOP student(s). 

CS/CIS 444 Practical (COOP) Training Course Code 

CYS 433 Practical (COOP) Training Course Code 
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Chapter 1                                                             
Introduction 
 
 

1.1. Overview 

The Cooperative Training Program (COOP) is one of the structured practical training 

academic programs at the College of Computer Science and Information Technology 

(CCSIT), Imam Abdulrahman Bin Faisal University. It is part of the graduation require-

ments and aims at enabling undergraduates to apply their knowledge and understanding 

of Computer Science and Computer Information Systems to practical experience in dif-

ferent fields represented by participating companies. 

 

This handbook includes information that students would require before, during and after 

the training program and all the forms required to be used during the COOP training.   

 

Vision Statement: 

To provide an effective training program in the field of Computer Science (CS), Cyber 

Security and Digital Forensics (CYS) and Computer Information Systems (CIS) for the 

CCSIT students and develop their abilities and practical skills; to prepare them for the 

competitive job market. 

 

Mission Statement: 

To develop strong cooperative ties with different organizations in the field of computer 

science, both locally and internationally, enabling our students to obtain training (before 

graduation) in actual workplace environments. 

 

Goals: 

1. Refining students' abilities by providing them practical experience in their respec-

tive fields before graduation. 

2. Giving the students an opportunity to apply theoretical knowledge, which they 

have gained in the university environment, to practical work environment. 

3. Allowing the students to experience real work environment, to take responsibili-

ties, and to develop effective communication skills. 
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4. Giving the opportunity to external bodies to identify distinctive outcomes of the 

College of Computer Science and Information Technology (CCSIT) that can add 

to business development; through hiring students after graduation. 

5. Giving the students the opportunity to prepare and write practical technical re-

ports. 

  

1.2. Program Objectives 

The COOP Training is meant for students who have completed 120 credit hours. The 

training period is 12 weeks long and must take place during summer of the third academic 

year. Students must be oriented in one of the organizations, and well supervised to ac-

complish this training correctly.  

The training must constitute a link between the theoretical and scientific academic back-

ground and the work environment. The training should provide a better understanding 

and a clear view of the real-world work environment. Additionally, it should also provide 

students with complementary knowledge and training, such as facing and handling real-

world problems, and being trained to participate in team work.  

After completing the COOP training, students must submit a report and give presentation 

that shall be judged by a committee consisting of two or more faculty members. 

 

Objectives: 

1. Develop student skills using practical applications. 

2. Acquaintance with the real-world work environment. 

3. Prepare the students to transfer from learning environment to work environment. 

4. Acquaintance the applied work systems. 

5. Understand   mechanism of different applications. 

6. Understand the attitude and the manner of the work. 

7. Compare the studying courses with real world. 

 

1.3. Requirements and Eligibility 

For students to be eligible for the COOP training program, the following requirements 

have to be met: 
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1. Completion of 93 credit-hours or more of their study. 

2. Completion of student preference survey conducted by COOP Committee. 

3. Not subject to other conditions, requirements, or restrictions, whether academic 

or otherwise, from CCSIT or from the university.  

4. Not enrolled in any other course during the summer period. 

 

1.4. Registration / Dropping COOP training 

Students are required to register online for the COOP training course (CIS 444/CS 

444/CYS433). The COOP training program is treated as a regular undergraduate course. 

Thus, it follows the same procedure for course registration and withdrawal rules as other 

courses at the college 

 

In addition, the students can drop the COOP training course, with a valid excuse approved 

by the college. The COOP training coordinator is responsible for handling the drop pro-

cedures. 

 

1.5. Selection of Training Organization 

The Cooperative Training Committee (COOP Committee) is responsible for directing 

students on cooperative training program. The training will take place at the location of 

the selected organization inside or outside Saudi Arabia.  Students shall also have the 

option of suggesting the place of training, subject to the Committee’s approval. 
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1.6. Duration of COOP Program 

The COOP Program is a 12-week program. A COOP training student is required to spend 

10 continuous weeks performing practical work in a relevant field of industry. As stated 

earlier, the COOP training has to take place during the summer of the third academic year, 

and at the end of the training duration, the students shall submit a detailed final report 

about their work in their respective companies.  

 

This report must be submitted within two weeks after returning from the COOP training. 

The students are also required to give an oral presentation (or exam) that shall be held in 

front of a committee consisting of two or more faculty members. 
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Chapter 2                                                                
Roles & Responsibilities 
 

2.1. Overview 

Throughout the COOP training period, students will be in contact with the COOP-CCSIT 

committee members in the college, as well as within their designated organization offer-

ing the COOP training. These different participants play an important role; enabling stu-

dents to get the most out of the COOP training program. It is important that the students 

have a clear understanding of the roles and responsibilities of each. This chapter describes 

the role and responsibility of each participant, including the students themselves. The 

interaction between all the participants is also addressed in brief. 

 

2.2. Training Organization (Employer) 

The Training Organization is the company, corporate organization, or enterprise where 

student(s) will be working as a COOP trainee(s) for a period of 10 weeks. 

 

The roles and responsibilities for the organization are defined as follows: 

1. Providing every student with a training/task plan outlining his/her training assign-

ment during the 10 weeks fieldwork period of the training. The task and training 

must be related to the student's academic field of study.  

2. Assigning a ‘site supervisor’ to each student; a professional from the relevant field 

of study, who will be responsible for making the student’s training program fruit-

ful and effective. 

3. Treating the COOP trainee like any other employee in the organization. For ex-

ample, if a student is not punctual, does not show up to work on time, or is absent, 

the employer should inform the COOP Coordinator, so that proper actions can be 

taken.   

4. Depending on the training policy of the organization, student accommodation, 

transportation and/or monthly payments may be arranged by the company. 
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2.3. Site Supervisor  

The training company is required to assign for each COOP student a Site Supervisor who 

is a professional in the relevant field and who will ensure the professional development 

for the student(s). The Site Supervisor will be mainly in charge of the following tasks: 

1. Providing the student(s) under his/her supervision with a work plan and ensuring 

that each student carries out the required tasks throughout the training period.   

2. Ensuring that the student prepares and submits the required COOP Progress Re-

port [PCT 104], before the end of each week] correctly, accurately, and on-time. 

The Site Supervisor, if required as part of COOP, must read and sign the report 

before the student submits it to the COOP Coordinator. 

3. Familiarizing student(s) with the work environment at the company, as well as 

their behavior and expected conduct.  

4. Completing and submitting the Starting Date Form [PCT 103], (on the 1st day of 

the training period), the Student Attendance Report [PCT 105], (at the end of the 

training period), the Training Evaluation Form [PCT 106], (at the end of the train-

ing period), and any other COOP related forms at the defined intervals. 

5. Informing the COOP Coordinator at CCSIT, if a student's performance does not 

meet the employer’s standards or expectations; so that proper action can be taken. 

Absences and other unprofessional behavior should be reflected in the evaluation 

reports.  

 

2.4. Training Committee 

The Training Committee at CCSIT is responsible for providing the following services to 

the COOP student:  

 

1. Contacting different organizations for COOP training, and filtering and nominat-

ing based on relevancy of work/tasks/projects offered. 

2. Assigning qualified candidates based on the matching criteria defined by the 

COOP Committee. The criteria may include student’s preferences about the envi-

ronment, student’s GPA, host organization requirements (if any), and any other 

measures deemed important by the committee. 
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3. Preparing students to be familiar with the regulations and planning of the COOP 

program by providing them with the COOP Training handbook, and giving the 

orientation seminar by the 10th week, or any suitable time of the sixth level. 

4. Assign COOP Coordinators for each student and/or company. 

 

2.5. Training Coordinator 

The student’s training coordinator is a faculty member in the student’s academic depart-

ment with expertise in the subject of the COOP assignments, assigned by the COOP 

Training Committee. The Training Coordinator roles towards the COOP student(s) in-

clude: 

 

1. Guiding and assisting student(s) with regards to reporting their progress and any 

issues faced during the COOP training duration.  

2. Ensuring adequacy of the work assignment, by reviewing the task plan and de-

scription provided by the student(s) through the company (or the Site Supervisor).  

3. Reviewing and responding to the progress reports prepared and sent by the stu-

dents with adequate feedback within one week of submission. In case of issues or 

concerns, the faculty advisor will communicate with the Site Supervisor to adjust 

the tasks and/or plans. 

4. Communicating performance grades for progress reports, and the final report, to 

the COOP Committee. 

5. Attending and evaluating student's oral presentation, if needed.   

 

2.6. Examining Committee 

The Examining Committee comprises of two or more faculty members from the student’s 

academic department, assigned by the Vice Dean of Academic Affairs. The Examining 

Committee evaluates the student’s final report and presentation and submits the grade to 

the Head of the Department (HoD).  
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2.7. Academic Departments 

The role of the Academic Departments is summarized as follows: 

 

1. Assigning a COOP Training Committee and the COOP Examining Committees. 

2. Determining and nominating the number of eligible students who will require 

COOP training for the academic year. 

3. Collecting, statistically analyzing, and summarizing the assessment of the COOP 

Examining Committee. 

4. Collecting, statistically analyzing and summarizing the results of COOP student 

surveys. 

5. Any other additional tasks requested by the COOP Chair. 

 

2.8. Students 

The role of the student is divided into three phases, as follows: 

 

I. Before the beginning of the training period. 

II. During the training period. 

III. After the end of the training period.   

 

2.8.1. Before the training period 

1. Accomplishing all academic and administrative procedures at the Training unit 

(which begins on the 10th week of the sixth level).  

2. Attending a preliminary meeting for the Cooperative training program and receiv-

ing the COOP Training handbook. The preliminary meeting will be held in April 

2019.  

3. Registering for access to the training material, by logging into the system (or as 

instructed) and checking for necessary terms & conditions.  

4. Upon completion of the second semester exams, student heading to the training 

unit obtain the necessary forms and instructions related to training. 

5. The student must sign a written agreement, ensuring commitment to the terms of 

the training program [PCT 102] at the college.   
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2.8.2. During the training period 

1. The students must fill in the Training Start form [PCT 103] in the first week of 

training and submit it to the COOP Training Coordinator. 

2. The students must fill in the Weekly Progress Report [PCT 104] and accredit it 

from the training provider (i.e. Company Supervisor). 

3. The students must show progress and complete the whole training period in the 

approved training provider’s workplace. 

4. The students must abide by the work terms and rules of the training provider. 

5. The students must commit to the training in the approved training provider (stu-

dents are not allowed to change the training provider without COOP Chair’s ap-

proval). 

 

2.8.3. After the training period 

After finishing the training, the COOP student must carry out the following: 

 

1. Request the company departments to clear his/her position from any obligations. 

2. Submit a detailed final report [Refer to Chapter 3] about his/her work in the com-

pany. This report must be submitted within two weeks after returning from the 

COOP training (refer to the next chapter). It is recommended that the students 

include comprehensive information about their tasks in the weekly reports; so that 

the Final Report writing task essentially becomes summarizing the previous re-

ports submitted, along with some additional details. 

3. The student needs to prepare a presentation [Refer to Chapter 3] describing the 

work done at the training company, throughout the COOP training period. The 

COOP training committee shall decide the date of the presentation to be given in 

front of the COOP examination committee. The suggested duration for the presen-

tation is 15 minutes with 5-10 minutes followed by Q&A.  
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Chapter 3                                                                 
Final Report and Presentation 
 

 

3.1. Report Writing 

The objective of writing the final report is to document the practical tasks and knowledge 

gained by the students during the training period. In general, the report includes work 

description done, techniques learned, skills acquired, added-value of training environ-

ment, and lessons learned by the students in their training experiences. Moreover, accus-

toming the students to prepare detailed final report helps improve their skills in presenting 

specified information, and assists in developing their communication skills. Students 

should consider writing their COOP report based on the below listed principles: 

1. Must prepare a well-organized report; it must be easy for the reader to read and 

understand all the sections in the report. 

2. Should take into account the coordination of topics, clarity, and syntax while writ-

ing the report, as well as focusing on the practical side of the training experience. 

3. Must write the report in English language using own words. Copying from other 

sources (without references) is NOT accepted and will be considered as plagia-

rized (see section- for more details).  

4. May support the report with tables, figures, and charts if needed, and may use 

appropriate naming and numbering. All of them will be presented in the Appen-

dixes - A.  

5. May support the information and facts about the training provider with internal 

reports and will be reflect in the Appendix - B.  

6. Must include sufficient information that shows the activities and tasks done, by 

the student, during the complete COOP training period will be presented in Chap-

ter – 02 (table provided). 

7. Must include a list of references and any other relevant sources. 

8. The template for the COOP report is accompany this document, (see the COOP-

Report Template at the end).   

 

3.2. Report Evaluation Rubrics 
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The final COOP Reports submitted by the students are evaluated by different faculty 

member(s), based on the following rubric table (subject to minor changes): 
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Department of Computer Science 

CS 444 - Practical (Co-op) Training 
Evaluation of “COOP Report” 

(to be filled by each evaluator) 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary 

R1 
[4] 

R2 
[4] 

R3 
[4] 

R4 
[4] 

R5 
[4] 

R6 
[15] 

Total 
[35] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria 
Poor 

(1 mark) 
Developing 

(2 marks) 
Developed 

(3 marks) 
Exemplary 

(4 marks) 
Marks 

R1 

Clarity 

Too vague or too de-
tailed, significant 
amount of information 
may be inaccurate 

Detailed but losing 
overall, picture/ clear at 
high level and missing 
details/Focus on length 
rather than content 

Appropriately detailed and 
focused at higher level. 
Writing is precise and con-
cise. 

Completely clear and 
precise 

_____/4 

R2 

Organization 

Not well organized 
and no logical flow 

Micro structure well de-
fined but lacking macro 
structure or vice versa 

Good and appropriate or-
ganization 

Logically organized _____/4 

R3 

Mechanics 

and Style 

Many spelling and 
grammar errors, no 
document structure 

Logical document struc-
ture but with many 
spelling and grammar 
errors or vice versa 

No spelling or grammar er-
rors and appropriate docu-
ment structure 

No spelling or grammar 
errors. Good use of lan-
guage and good logical 
flow 

_____/4 

R4 

Visual Aids 
No /Poor visual aids  

Few visual aids, some 
unclear/incomplete/not 
referred in text 

Appropriate number and 
kind of visual aids referred 
in text at proper places. 

Appropriate number of 
well – chosen visual 
aids that enhance com-
munication 

_____/4 

R5 

Skills 

Learned 

The student shows in-
ability to work on a 
new development tool  

The student is able to 
gain limited working 
mastery of a new devel-
opment tool only under 
instructor guidance 

The student is able to gain 
working mastery of a new 
development tool only un-
der instructor guidance 

The student is able to 
gain in depth mastery 
of a new development 
tool without instructor 
guidance 

_____/4 

R6 

COOP  

Experience 

Unable to analyse and 
reason about the im-
pact of advances in 
computer technology 

Able to analyse and rea-
son about the impact of 
advances in computer 
technology at basic 
level. 

Able to analyse and reason 
about the impact of ad-
vances in computer tech-
nology; However, some mi-
nor details are missing. 

Able to analyse and 
reason about the im-
pact of advances in 
computer technology in 
a professional manner. 

_____/15 
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Department of Computer Science 

CYS 433 - Practical (Co-op) Training 
Evaluation of “COOP Report” 

(to be filled by each evaluator) 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary 

R1 
[4] 

R2 
[4] 

R3 
[4] 

R4 
[4] 

R5 
[4] 

R6 
[15] 

Total 
[35] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria 
Poor 

(1 mark) 
Developing 

(2 marks) 
Developed 

(3 marks) 
Exemplary 

(4 marks) 
Marks 

R1 

Clarity 

Too vague or too de-
tailed, significant 
amount of information 
may be inaccurate 

Detailed but losing 
overall, picture/ clear at 
high level and missing 
details/Focus on length 
rather than content 

Appropriately detailed and 
focused at higher level. 
Writing is precise and con-
cise. 

Completely clear and 
precise 

_____/4 

R2 

Organization 

Not well organized 
and no logical flow 

Micro structure well de-
fined but lacking macro 
structure or vice versa 

Good and appropriate or-
ganization 

Logically organized _____/4 

R3 

Mechanics 

and Style 

Many spelling and 
grammar errors, no 
document structure 

Logical document struc-
ture but with many 
spelling and grammar 
errors or vice versa 

No spelling or grammar er-
rors and appropriate docu-
ment structure 

No spelling or grammar 
errors. Good use of lan-
guage and good logical 
flow 

_____/4 

R4 

Visual Aids 
No /Poor visual aids  

Few visual aids, some 
unclear/incomplete/not 
referred in text 

Appropriate number and 
kind of visual aids referred 
in text at proper places. 

Appropriate number of 
well – chosen visual 
aids that enhance com-
munication 

_____/4 

R5 

Skills 

Learned 

The student shows in-
ability to work on a 
new development tool  

The student is able to 
gain limited working 
mastery of a new devel-
opment tool only under 
instructor guidance 

The student is able to gain 
working mastery of a new 
development tool only un-
der instructor guidance 

The student is able to 
gain in depth mastery 
of a new development 
tool without instructor 
guidance 

_____/4 

R6 

COOP  

Experience 

Unable to analyse and 
reason about the im-
pact of advances in 
computer technology 

Able to analyse and rea-
son about the impact of 
advances in computer 
technology at basic 
level. 

Able to analyse and reason 
about the impact of ad-
vances in computer tech-
nology; However, some mi-
nor details are missing. 

Able to analyse and 
reason about the im-
pact of advances in 
computer technology in 
a professional manner. 

_____/15 
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Department of Computer Information Systems 
CIS 444 - Practical (Co-op) Training 

Evaluation of “COOP Report” 
 (to be filled by each evaluator) 

 

 

 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary 

R1 
[4] 

R2 
[4] 

R3 
[4] 

R4 
[4] 

R5 
[4] 

R6 
[15] 

Total 
[35] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria 
Poor 

(1 mark) 
Developing 

(2 marks) 
Developed 

(3 marks) 
Exemplary 

(4 marks) 
Marks 

R1 

Clarity 

Too vague or too de-
tailed, significant 
amount of infor-
mation may be inac-
curate 

Detailed but losing overall, 
picture/ clear at high level 
and missing details/Focus 
on length rather than con-
tent 

Appropriately detailed 
and focused at higher 
level. Writing is precise 
and concise. 

Completely clear 
and precise 

_____/4 

R2 

Organization 

Not well organized 
and no logical flow 

Micro structure well defined 
but lacking macro structure 
or vice versa 

Good and appropriate 
organization 

Logically organized _____/4 

R3 

Mechanics & 
Style 

Many spelling and 
grammar errors, no 
document structure 

Logical document structure 
but with many spelling and 
grammar errors or vice 
versa 

No spelling or grammar 
errors and appropriate 
document structure 

No spelling or gram-
mar errors. Good 
use of language and 
good logical flow 

_____/4 

R4 

Visual Aids 
No /Poor visual aids 

Few visual aids, some un-
clear/incomplete/not re-
ferred in text 

Appropriate number 
and kind of visual aids 
referred in text at 
proper places. 

Appropriate number 
of well – chosen vis-
ual aids that en-
hance communica-
tion 

_____/4 

R5 

Skills Learned 

Inability to work on 
a new development 
tool 

Able to gain limited working 
mastery of a new develop-
ment tool only under in-
structor guidance 

Able to gain  working 
mastery of a new devel-
opment tool only under 
instructor guidance 

Able to gain in depth 
mastery of a new de-
velopment tool 
without instructor 
guidance 

_____/4 

R6 

COOP  
Experience 

Unable to analyse 
and reason about the 
impact of advances 
in computer technol-
ogy 

Able to analyse and reason 
about the impact of ad-
vances in computer technol-
ogy at basic level. 

Able to analyse and rea-
son about the impact of 
advances in computer 
technology; However, 

Able to analyse and 
reason about the im-
pact of advances in 

_____/15 
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 some minor details are 
missing. 

computer technol-
ogy in a professional 
manner. 
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3.3. Presentation Guidelines 

As part of the COOP evaluation, students are expected to present their COOP experiences 

to a group of faculty members. These presentations are generally 20 minutes long, with 

15 minutes devoted to the presentation and 5 minutes for questions.  

 The general guidelines for preparing COOP final presentation are as follows:  

1. Students are free to choose any slide format. However, they should make sure 

having a proper number of slides; so that they are able to finish on time.  It is 

recommended to limit the number of lines in each slide to six or less.  

2. At the start of the presentation, students should introduce their COOP venues; 

describing the business of the company or organization. For bigger companies, it 

is recommended to introduce the actual division or section where the students 

worked.  

3. The presentation must state the tasks or duties given to the student during the 

COOP. If the students were provided with any training or tutorials, it is recom-

mended to mention it briefly. 

4. The presentation must showcase how well the students were able to complete the 

tasks or duties during their COOP; whether they faced any problems during their 

work, and how they dealt with those problems or challenges. 

5. The presentation must describe the students' overall COOP experience, by identi-

fying the key lessons they have learned during their COOP.  

6. The presentation must link any learning acquired during the COOP to the univer-

sity curriculum that students have studied so far.  

7. The presentation should include any suggestions to improve the curriculum; so 

that the curriculum may help students to better prepare for the COOP.   

8. The presentation should give any suggestions towards improvement of the COOP 

program. 

9. The template for the COOP presentation is accompany this document, (see the 

COOP-Presentation Template at the end).   

 

3.4. Presentation Evaluation 

The final COOP student presentations are evaluated by different faculty member(s) based 

on the following rubric table (subject to minor changes): 
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Department of Computer Science 

CS 444 - Practical (Co-op) Training 

Evaluation of “COOP Presentation” 

 (to be filled by each evaluator) 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary  

R1  

[3] 
R2  

[3] 
R3  

[3] 
R4  

[3] 
R5  

[3] 
R6  

[10] 
Total  

[25] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria Poor 
(0.5 marks) 

Developing  
(1 mark) 

Developed 
(2 marks) 

Exemplary 
(3 marks) 

Marks 

R1 

Clarity  
Not assertive/clear overall 

Assertive but occasionally in-
consistent  

Mostly clear and easy to under-
stand 

Clear and Assertive, very easy to 
understand 

_____/3 

R2 

Engaging au-

dience   

Little or no interaction with au-
dience 

Good beginning and end but 
not as engaged in between 

Keeps audience involved 
Keeps audience involved and 
occasionally adapting to audi-
ence’s feedback 

_____/3 

R3  

Delivery 

Spoke too fast/too low, Poor 
time management, did not an-
swer intended questions  

Too many pauses, Incon-
sistent pace, partially an-
swered intended questions 

Spoke at appropriate pace, com-
fortable and appropriate body 
language 

Calm, Clear pronunciation, Good 
tone and Good pacing, diction 

_____/3 

R4 

Technical 

Knowledge 

Not familiar with analysing, 
comparing, understanding new 
information and inability to 
draw reasonable generaliza-
tion on research results 

Able to analyse, compare and 
understand new information 
but not able to perform rea-
sonable generalization on re-
search results  

Familiar with analysing, compar-
ing, understanding new infor-
mation and partially able to 
draw reasonable generalization 
on research results 

Excellent skills in analysing, 
comparing, understanding new 
information and able to draw 
reasonable generalization on re-
search results 

_____/3 

R5 

Answering 

questions 

from audi-

ence 

Not all questions were an-
swered. 

Questions answered with dif-
ficulty, and little knowledge 
of the topic was demon-
strated. 

Most questions were answered. 
Answers showed good 
knowledge and understanding of 
the topic. Language was mainly 
correct. 

Questions answered with little 
difficulty. Very good knowledge 
of the topic was demonstrated. 
Language was correct and flu-
ent. 

_____/3 

R6 

COOP  

Experience 

Not familiar with analysing, 
comparing, understanding new 
information and inability to 
draw reasonable generaliza-
tion on research results 

Able to analyse, compare and 
understand new information 
but not able to perform rea-
sonable generalization on re-
search results  

Familiar with analysing, compar-
ing, understanding new infor-
mation and partially able to 
draw reasonable generalization 
on research results 

Exhibit excellent skills in ana-
lysing, comparing, understand-
ing new information and able to 
draw reasonable generalization 
on research results 

_____/10 
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Department of Computer Science 

CYS 433 - Practical (Co-op) Training 

Evaluation of “COOP Presentation” 

 (to be filled by each evaluator) 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary  

R1  

[3] 
R2  

[3] 
R3  

[3] 
R4  

[3] 
R5  

[3] 
R6  

[10] 
Total  

[25] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria Poor 
(0.5 marks) 

Developing  
(1 mark) 

Developed 
(2 marks) 

Exemplary 
(3 marks) 

Marks 

R1 

Clarity  
Not assertive/clear overall 

Assertive but occasionally in-
consistent  

Mostly clear and easy to under-
stand 

Clear and Assertive, very easy to 
understand 

_____/3 

R2 

Engaging au-

dience   

Little or no interaction with au-
dience 

Good beginning and end but 
not as engaged in between 

Keeps audience involved 
Keeps audience involved and 
occasionally adapting to audi-
ence’s feedback 

_____/3 

R3  

Delivery 

Spoke too fast/too low, Poor 
time management, did not an-
swer intended questions  

Too many pauses, Incon-
sistent pace, partially an-
swered intended questions 

Spoke at appropriate pace, com-
fortable and appropriate body 
language 

Calm, Clear pronunciation, Good 
tone and Good pacing, diction 

_____/3 

R4 

Technical 

Knowledge 

Not familiar with analysing, 
comparing, understanding new 
information and inability to 
draw reasonable generaliza-
tion on research results 

Able to analyse, compare and 
understand new information 
but not able to perform rea-
sonable generalization on re-
search results  

Familiar with analysing, compar-
ing, understanding new infor-
mation and partially able to 
draw reasonable generalization 
on research results 

Excellent skills in analysing, 
comparing, understanding new 
information and able to draw 
reasonable generalization on re-
search results 

_____/3 

R5 

Answering 

questions 

from audi-

ence 

Not all questions were an-
swered. 

Questions answered with dif-
ficulty, and little knowledge 
of the topic was demon-
strated. 

Most questions were answered. 
Answers showed good 
knowledge and understanding of 
the topic. Language was mainly 
correct. 

Questions answered with little 
difficulty. Very good knowledge 
of the topic was demonstrated. 
Language was correct and flu-
ent. 

_____/3 

R6 

COOP  

Experience 

Not familiar with analysing, 
comparing, understanding new 
information and inability to 
draw reasonable generaliza-
tion on research results 

Able to analyse, compare and 
understand new information 
but not able to perform rea-
sonable generalization on re-
search results  

Familiar with analysing, compar-
ing, understanding new infor-
mation and partially able to 
draw reasonable generalization 
on research results 

Exhibit excellent skills in ana-
lysing, comparing, understand-
ing new information and able to 
draw reasonable generalization 
on research results 

_____/10 
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Department of Computer Information Systems 
CIS 444 - Practical (Co-op) Training 

 

Evaluation of “COOP Presentation” 
(to be filled by each evaluator) 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

 

Evaluation Summary  

R1  

[3] 
R2  

[3] 
R3  

[3] 
R4  

[3] 
R5  

[3] 
R6  

[10] 
Total  

[25] 

       

 

Evaluator  Signature of evaluator  Date  
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Criteria Poor 
(0.5 marks) 

Developing  
(1 mark) 

Developed 
(2 marks) 

Exemplary 
(3 marks) 

Marks 

R1 

Clarity  

Not assertive/clear over-
all 

Assertive but occa-
sionally inconsistent  

Mostly clear and easy to 
understand 

Clear and Assertive, very easy to 
understand 

_____/3 

R2 

Engaging  
audience   

Little or no interaction 
with audience 

Good beginning and 
end but not as en-
gaged in between 

Keeps audience involved 
Keeps audience involved and occa-
sionally adapting to audience’s 
feedback 

_____/3 

R3  

Delivery 

Spoke too fast/too low, 
Poor time management, 
did not answer intended 
questions  

Too many pauses, In-
consistent pace, par-
tially answered in-
tended questions 

Spoke at appropriate 
pace, comfortable and ap-
propriate body language 

Calm, Clear pronunciation, Good 
tone and Good pacing, diction 

_____/3 

R4 

Technical 
Knowledge 

Not familiar with analys-
ing, comparing, under-
standing new information 
and inability to draw rea-
sonable generalization on 
research results 

Able to analyse, com-
pare and understand 
new information but 
not able to perform 
reasonable generali-
zation on research re-
sults  

Familiar with analysing, 
comparing, understanding 
new information and par-
tially able to draw reason-
able generalization on re-
search results 

Excellent skills in analysing, com-
paring, understanding new infor-
mation and able to draw reasona-
ble generalization on research re-
sults 

_____/3 

R5 

Answering  
questions from 

audience 

Not all questions were an-
swered. 

Questions answered 
with difficulty, and lit-
tle knowledge of the 
topic was demon-
strated. 

Most questions were an-
swered. Answers showed 
good knowledge and un-
derstanding of the topic. 
Language was mainly cor-
rect. 

Questions answered with little dif-
ficulty. Very good knowledge of the 
topic was demonstrated. Language 
was correct and fluent. 

_____/3 

R6 

COOP Experi-
ence 

Don’t understand the ap-
plication of technology in 
IS environment 

Limited understand-
ing of application of 
technology in IS envi-
ronment 

partially understand the 
application of technology 
in IS environment 

completely understand the applica-
tion of technology in IS environ-
ment 

_____/10 
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Chapter 4                                                                 
COOP Training Forms 
 

Listed in this section are all the different forms that are required to complete the re-

quirements for the COOP training. It is important that students make sure that all forms 

are complete and submitted at the required time as solicited by the previous sections in 

the handbook. 
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CT 101 

                   COOP REGISTRATION(PCT 101)                         نموذج تسجيل طلب تدريب

 

                                                                                                            Student's Information ة/بيانات الطالب

 :Name                                                                                                                                                 :االسم

                                                                                                                                               :Student IDالرقم الجامعي:

                                                                                                                                                     :GPA المعدل التراكمي:

                                                                                                                                                     :Department:القـسـم

                                                                                                                                                  :Email البريد االلكتروني:

 

 

 

                           Company's Information (filled in by the student) ة(/بيانات جهة التدريب )تعبئ من قبل الطالب

                                                                                                                                                                                      :Company Name الجهة : اسم

                                                                                                                             :Website الموقع االلكتروني :

   :Government       □Private   □Business sector                                 خاص □حكومي         □نوع القطاع :      

                                                                                                                                                                                                       :Cityالمدينة:       

                                                                                                                                            :Addressالعنوان :

                                                                                                 :Available training areaالتخصص المتاح للتدريب:

                                            :Company's representative information بيانات ممثل جهة التدريب لشؤون التدريب

                                                             :Name: االسم

                                                               :Jobالوظيفة :

Email: 

                                                           :Phone الهاتف :

                                                          :Mobileالجوال :

                                                                :Faxالفاكس:
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 من قبل ممثل جهة التدريب لشؤون التدريب( أتعب) ة خالل فترة التدريب/وصف مبسط لألعمال التي سوف تسند للطالب

Simplified description of the work that will be assigned to the student during the training period 

 (to be filled in by the Company's representative) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Company's representative name :     اسم ممثل جهة التدريب:                                                                            

                                                                                                                                          :Signatureالتوقيع: 

 

 

 

 

 

 

 

 
 

 

       Training Unit Recommendation التدريب التعاوني وحدةتوصية 

 للشؤون األكاديمية الكليةوكيل/ـة  اعتماد
Vice Dean for Academic Affairs 

Approval 

ببرنامج التدريب  بااللتحاقأوصي  □

 لجهة العمل أعاله.

□ I would recommend to at-

tend the training program in 

terms of the above work. 

برنامج التدريب ب قبااللتحاال أوصي  □

 لجهة العمل أعاله.

 □ I do not recommend to at-

tend the training program in 

terms of the above work. 

 :االسم

 التوقيع:
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STUDENT'S OBLIGATION (PCT 102) 

Student's Information 

Student Name:  Student ID: 

Department: Training Start Date: 

Assigned Company: Company Location: 

 

Student's Undertaking  

By joining the COOP program, I the undersigned, agree to strictly abide by the following obligations  

 
1. I must check after the end of this semester before leaving to my assigned company that I am not among the 

dismissed or discontinued student. 

2. I must report to my assigned company on the date assigned by the COOP committee or otherwise as indi-
cated above. 

3. I must spend a continuous ten (10) weeks in my assigned company and shall not change the place unless 

with a prior permission of both the company and the COOP committee. 
4. I must observe the laws and regulations of the training organization and shall not leave my places of training 

expect with my superior's permission. 

5. I must submit the Starting Date Form to the COOP coordinator within the first week of my training.  

6. I must submit the duly progress reports, each week of my training respectively.  
7. It is my responsibility to submit the stamped training logbook to the COOP coordinator directly after the last 

week of my training. 

8. I understand that any delay in submitting my progress reports, evaluation report and training logbook will 
affect my COOP training grade.  

9. I will immediately communicate via e-mail and mobile/telephone to the COOP coordinator whenever I am 

facing any problem in trying to abide by the aforementioned rule and regulations. 

10. Once I decided to drop the training, I will immediately fill in the Drop Form and send it to the COOP coor-
dinator. 
 

Signature: Date: 

*Student must complete this form and submit it to the STU Coordinator before leaving for his training. 
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STARTING DATE                        (PCT 103)                     مباشرة التدريب 

Information to be provided by student                                                                       بيانات تعبأ بواسطة الطالب 

Student Name 
 

 اسم الطالب/ة

Student ID  
 

 الرقم الجامعي

Major  
 التخصص

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

 

Information to be provided by Training Supervisor                                   بيانات تعبأ بواسطة المشرف على التدريب  

Company Name 
 

 اسم الشركة

Supervisor Name 
 

 اسم المشرف على التدريب

Position 
 

 مسمى الوظيفة

Training starting date 
 

 تاريخ بدء تدريب الطالب/ة

Phone 
 

 الهاتف

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

Address 

 

 

 
 

 العنوان

 

Supervisor Signature ( Company ): 

 

 

Student Signature:  

 

 

Date: 

 

Date: 
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Progress Report Information:  Brief description of activities, assignments, projects and type of training you were involved 

during each week of training, and problems faced with the resources used (Individuals, Books, and websites). 

Tasks Done Problems Faced Resources Used 

   

  

Student MUST send this report to COOP supervisor and E-mail: training.ccsit@iau.edu.sa  or  Fax: 013-333-0257 

 

 

  

PROGRESS REPORT – WEEKS #....   (PCT 104)   

Student Information 

Student Name:  ID Number:  

Company Name:  

mailto:training.ccsit@iau.edu.sa
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   ATTENDANCE REPORT (PCT 105) 

Student Information 

Student Name:   ID Number:  

Company Name:  

 
Week Date Signature Comments Week Date Signature Comments 

Week #1 

   

Week #6 

   

      

      

      

      

Week #2 

   

Week #7 

   

      

      

      

      

Week #3 

   

Week #8 

   

      

      

      

      

Week #4 

   

Week #9 

   

      

      

      

      

Week #5 

   

Week #10 

   

      

      

      

      

 

Position: 

 

Supervisor Name: 

 

Date: 

 

Signature: 

 

 



 

 
 

4-37 

 

External (Company) Supervisor Evaluation Form  

(PCT 106-A) 

Student Information 

 

Student Name:   ID Number:  

Company Name:  

 
Please evaluate the student on a scale of 0 to 5 for each of the following items.  
(circle any graded value by using scale Poor=1 or 2 mark, Developing=3 marks, Developed=4 marks and Exemplary=5 marks) 

 Item Score بند  

R 1 Enthusiasm and interest in work. 1 2 3 4 5 
 

 1 الحماس للعمل والرغبة فيه. 

R 2 
Attitude towards delivering accurate 

work. 
1 2 3 4 5 

 

 2 الدقة في تقديم العمل المطلوب. 

R 3 
Ability in understanding and dealing 

with new system. 
1 2 3 4 5 

 

القدرة على فهم والتعامل مع 

 النظام الجديد. 
3 

R 4 Initiative in taking tasks to completion. 1 2 3 4 5 
 

 4 روح المبادرة للمهمات.

R 5 Dependability and reliability. 1 2 3 4 5 
 

االعتمادية والثقة بالقدرة على 

 االنجاز.
5 

R 6 
Ability to learn and search for infor-

mation. 
1 2 3 4 5 

 

القدرة على التعلم والبحث عن 

 المعلومات. 
6 

R 7 Judgment and decision making. 1 2 3 4 5 
 

 7 الحكم على األمور واتخاذ القرار.

R 8 
Maintaining effective relations with 

his/her work colleagues. 
1 2 3 4 5 

 

مع اآلخرين في  الفعالةالعالقة 

 العمل.
8 

R 9 
Ability of reporting and presenting 
his/her work. 

1 2 3 4 5 
 

 9 وعرضها.كتابة التقارير 

R 10 Attendance and punctuality. 1 2 3 4 5 
 

 10 الحضور وااللتزام بالمواعيد.

Score out of 50: ____________ 

Additional Comment(s) if any: 
 

Supervisor's Name: Email:  

Position:  Phone / Fax: 

Signature                        

 

 

                                                        

Date            

 

           

                                

Company stamp 

 

 

 

Supervisor should fill this form at the end of training, and submit it to the student in a stamped envelope, 

or send it to COOP unit E-mail: training.ccsit@iau.edu.sa 

 

mailto:training.ccsit@iau.edu.sa
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Internal (College) Supervisor Evaluation Form  

(PCT 106-B) 

Student Information 

 

Student Name:   ID Number:  

Company Name:  

 
Please evaluate the student on a scale of 0 to 5 for each of the following items.  
(circle any graded value by using scale Poor= 2 mark, Developing=3 marks, Developed=4 marks and Exemplary=5 marks) 

 Item Score بند  

R 1 Enthusiasm and interest in work. 1 2 3 4 5 
 

 1 الحماس للعمل والرغبة فيه. 

R 2 
Attitude towards delivering accurate 

work. 
1 2 3 4 5 

 

 2 الدقة في تقديم العمل المطلوب. 

R 3 
Ability in understanding and dealing 

with new system. 
1 2 3 4 5 

 

القدرة على فهم والتعامل مع 

 النظام الجديد. 
3 

R 4 Initiative in taking tasks to completion. 1 2 3 4 5 
 

 4 روح المبادرة للمهمات.

R 5 Dependability and reliability. 1 2 3 4 5 
 

على  االعتمادية والثقة بالقدرة

 االنجاز.
5 

R 6 
Ability to learn and search for infor-

mation. 
1 2 3 4 5 

 

القدرة على التعلم والبحث عن 

 المعلومات. 
6 

R 7 Judgment and decision making. 1 2 3 4 5 
 

 7 الحكم على األمور واتخاذ القرار.

R 8 
Maintaining effective relations with 

his/her work colleagues. 
1 2 3 4 5 

 

مع اآلخرين في  الفعالةالعالقة 

 العمل.
8 

R 9 
Ability of reporting and presenting 
his/her work. 

1 2 3 4 5 
 

 9 كتابة التقارير وعرضها.

R 10 Attendance and punctuality. 1 2 3 4 5 
 

 10 الحضور وااللتزام بالمواعيد.

Score out of 50: ____________ 

Additional Comment(s) if any: 
 

Supervisor's Name: Email:  

Position:  Phone / Fax: 

Signature                        

 

 

                                                        

Date            

 

           

                                

Company stamp 

 

 

 

Supervisor should fill this form at the end of training, and submit it to the student in a stamped envelope, 

or send it to COOP unit E-mail: training.ccsit@iau.edu.sa 

 

mailto:training.ccsit@iau.edu.sa
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POSTPONEMENT REQUEST FORM (PCT 107)   

Student Information 

Student Name: 

Student ID: Department: 

 

Reason(s) for the Postponement  

 

Student's Signature                                               Date  

COOP Training Committee                                 Date                                      Signature 

Vice Dean for Academic Affairs                                □ Postponement request  approved 

□ Postponement request  disapproved 

Date                                       

Signature 
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Reason(s) for the Drop 

 

Student's Signature                                            Date 

Supervisor's Name                                             Work Tel/ Mobile                            E-mail 

Supervisor's Signature                                       Data                                                 Company Stamp 

 
 
 
 

COOP DROP FORM (PCT 108) 

Student Information 

Student Name: 
  

ID Number: 
 

Company Name : 
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 (PCT 109)  موافقة ولي أمر الطالبة   

 معلومات الطالبة:

 :االسم الجامعي: الرقم

 القسم: :المؤسسة

 

 اإلقرار

  بما يلي أعاله أقر أنا ولي أمر الطالبة المذكورة: 

 .هالأع المرشحة لهافي المؤسسة  الطالبةموافقة على تدريب ال .1

 .أدرك وأفهم أهمية إكمال فترة التدريب العملي لمتطلبات التخرج .2

 .كل التبعات الناتجة عن تدريبها، و التدريب العمليأثناء فترة للطالبة  المواصالتأوفر وسيلة  .3

 . االقراربكل ما جاء في هذا  بااللتزامأتفهم وأتعهد  .4

 :اسم  ولي األمر :صلة القرابة

 التوقيع: التاريخ:

 

 الفاكس أو (training.ccsit@uod.edu.sa) اإللكتروني لبريدعن طريق ا مع لجنة التدريب التعاوني التواصل يمكنكم

0133330258 
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Company Evaluation Form (PCT-110-A) 
(to be filled by each visitor / evaluator) 

 

 Please circle the number. Strongly 

Agree 

Somewhat 

Agree 
Neutral 

Somewhat 

Disagree 

Strongly 

Disagree 

Student is assigned meaningful tasks during the COOP. 5 4 3 2 1 

COOP assignments are relevant to academic coursework. 5 4 3 2 1 

COOP assignments are relevant to students interests. 5 4 3 2 1 

Student is under the regular supervision and guidance of a supervisor. 5 4 3 2 1 

Supervisor and/or other staff are available if students had questions. 5 4 3 2 1 

Students have the opportunity to learn new knowledge. 5 4 3 2 1 

The company’s environment is suitable for the COOP. 5 4 3 2 1 

 

Would you recommend this Company to other students? 
 

 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

Visitor Name   
Signature of 

visitor 
 Date  

 

Additional Comments (if any) 

Visitor should fill this form on every visit, and submit to COOP unit and also e-mail: training.ccsit@iau.edu.sa 

Neutral 

 

Yes No 
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Company Evaluation Form (PCT-110-B) 
(to be filled by Student) 

 

 Please circle the number. Strongly 

Agree 

Somewhat 

Agree 
Neutral 

Somewhat 

Disagree 

Strongly 

Disagree 

I was assigned meaningful tasks during my COOP. 5 4 3 2 1 

My COOP assignments were relevant to my academic course-

work. 
5 4 3 2 1 

My COOP assignments were relevant to my interests. 5 4 3 2 1 

I had regular supervision and guidance from my supervisor. 5 4 3 2 1 

My supervisor and/or other staff were available if I had questions. 5 4 3 2 1 

I learned new knowledge & Skills in my COOP. 5 4 3 2 1 

How you rate the facilities & resources available in the Company 5 4 3 2 1 

How does the company deal with new ideas? 5 4 3 2 1 

 

Would you recommend this Company to other students? 
 

 

 

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

Student Signature  Date  

 

Yes No Neutral 

 

Additional Comments (if any) 
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Student should fill this form at the end of the COOP training, and submit to COOP unit and also e-mail: training.ccsit@iau.edu.sa 
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 COOP Report and Presentation Tem-

plate 
 

Double click the file and save the report & presentation template as a separate 

file. 

 

 

COOP-Report 

Template  - 2019.docx  
Presentation 

Guidelines-2019.pptx 
 

 

 

Employer Survey 
 
Double click the file to open, take a print and fill from the employer. This task is 

important and mandatory. Your COOP report will only be accepted if accom-

pany by this form. 

 

 

 

CS - Employer 

Survey 2019.docx
  

CIS - Employer 

Survey 2019.docx
 

 

CYS - Employer 

Survey 2019.docx
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Foreword 

 

This is the COOP Training Program handbook of the College of Computer Sciences and 

Information Technology (CCSIT) at the Imam Abdulrahman Bin Faisal University. This 

handbook contains comprehensive guidelines on the requirements, program details, and 

assessment of students during their COOP training program. 

  

The handbook is an effort initiated to define the policy and improve the quality of COOP 

Training course. It is intended to set a uniform structure and outline for undergraduate 

CS, CIS and CYS students. It serves as an instructional manual for the expected contents, 

deliverables, quality, and the required quantity of the COOP training for training super-

visors. The handbook also provides evaluation rubrics for supervisors and evaluators.  
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List of Abbreviations 

 

 

List of Terms 

 

 

 

 

 

 

 

 

COOP Cooperative Program 

CIS Computer Information Systems Department 

CS Computer Science Department 

CYS Cyber Security and Digital Forensics 

CCSIT College of Computer Science and Information Technology 

  

  

  

  

  

  

ACADEMIC 

SUPERVISOR 

A CCSIT faculty member appointed by each respective department to 

coordinate the COOP tasks and assists/supervise the COOP students.  

SITE 

SUPERVISOR 

Designated manager at the training companies, assigned to and respon-

sible for the supervision of COOP student(s). 

CS/CIS 444 Practical (COOP) Training Course Code 

CYS 433 Practical (COOP) Training Course Code 



 

  

5-50 

Chapter 5                                                             
Introduction 
 
 

3.5. Overview 

The Cooperative Training Program (COOP) is one of the structured practical training 

academic programs at the College of Computer Science and Information Technology 

(CCSIT), Imam Abdulrahman Bin Faisal University. It is part of the graduation require-

ments and aims at enabling undergraduates to apply their knowledge and understanding 

of Computer Science and Computer Information Systems to practical experience in dif-

ferent fields represented by participating companies. 

 

This handbook includes information that students would require before, during and after 

the training program and all the forms required to be used during the COOP training.   

 

Vision Statement: 

To provide an effective training program in the field of Computer Science (CS), Cyber 

Security and Digital Forensics (CYS) and Computer Information Systems (CIS) for the 

CCSIT students and develop their abilities and practical skills; to prepare them for the 

competitive job market. 

 

Mission Statement: 

To develop strong cooperative ties with different organizations in the field of computer 

science, both locally and internationally, enabling our students to obtain training (before 

graduation) in actual workplace environments. 

 

Goals: 

6. Refining students' abilities by providing them practical experience in their respec-

tive fields before graduation. 

7. Giving the students an opportunity to apply theoretical knowledge, which they 

have gained in the university environment, to practical work environment. 

8. Allowing the students to experience real work environment, to take responsibili-

ties, and to develop effective communication skills. 
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9. Giving the opportunity to external bodies to identify distinctive outcomes of the 

College of Computer Science and Information Technology (CCSIT) that can add 

to business development; through hiring students after graduation. 

10. Giving the students the opportunity to prepare and write practical technical re-

ports. 

  

3.6. Program Objectives 

The COOP Training is meant for students who have completed 120 credit hours. The 

training period is 12 weeks long and must take place during summer of the third academic 

year. Students must be oriented in one of the organizations, and well supervised to ac-

complish this training correctly.  

The training must constitute a link between the theoretical and scientific academic back-

ground and the work environment. The training should provide a better understanding 

and a clear view of the real-world work environment. Additionally, it should also provide 

students with complementary knowledge and training, such as facing and handling real-

world problems, and being trained to participate in team work.  

After completing the COOP training, students must submit a report and give presentation 

that shall be judged by a committee consisting of two or more faculty members. 

 

Objectives: 

8. Develop student skills using practical applications. 

9. Acquaintance with the real-world work environment. 

10. Prepare the students to transfer from learning environment to work environment. 

11. Acquaintance the applied work systems. 

12. Understand   mechanism of different applications. 

13. Understand the attitude and the manner of the work. 

14. Compare the studying courses with real world. 

 

  



 

  

5-52 

3.7. Duration of COOP Program 

The COOP Program is a 12-week program. A COOP training student is required to spend 

10 continuous weeks performing practical work in a relevant field of industry. As stated 

earlier, the COOP training has to take place during the summer of the third academic year, 

and at the end of the training duration, the students shall submit a detailed final report 

about their work in their respective companies.  

 

This report must be submitted within two weeks after returning from the COOP training. 

The students are also required to give an oral presentation (or exam) that shall be held in 

front of a committee consisting of two or more faculty members. 
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Chapter 6                                                                
Roles & Responsibilities 
 

4.1. Overview 

Throughout the COOP training period, students will be in contact with the Academic 

Supervisor in the college, as well as within their designated organization offering the 

COOP training. These different participants play an important role; enabling students to 

get the most out of the COOP training program. It is important that the supervisors (aca-

demic/site) have a clear understanding of the roles and responsibilities. This chapter de-

scribes the role and responsibility of each them. The interaction between all the partici-

pants is also addressed in brief. 

 

4.2. Training Organization (Employer) 

The Training Organization is the company, corporate organization, or enterprise where 

student(s) will be working as a COOP trainee(s) for a period of 10 weeks. 

 

The roles and responsibilities for the organization are defined as follows: 

6. Providing every student with a training/task plan outlining his/her training assign-

ment during the 10 weeks fieldwork period of the training. The task and training 

must be related to the student's academic field of study.  

7. Assigning a ‘site supervisor’ to each student; a professional from the relevant field 

of study, who will be responsible for making the student’s training program fruit-

ful and effective. 

8. Treating the COOP trainee like any other employee in the organization. For ex-

ample, if a student is not punctual, does not show up to work on time, or is absent, 

the employer should inform the COOP Coordinator, so that proper actions can be 

taken.   

9. Depending on the training policy of the organization, student accommodation, 

transportation and/or monthly payments may be arranged by the company. 
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4.3.  Training/Site Supervisor  

The training company is required to assign for each COOP student a Site Supervisor who 

is a professional in the relevant field and who will ensure the professional development 

for the student(s). The Site Supervisor will be mainly in charge of the following tasks: 

5. Providing the student(s) under his/her supervision with a work plan and ensuring 

that each student carries out the required tasks throughout the training period.   

6. Ensuring that the student prepares and submits the required COOP Progress Re-

port [PCT 104], before the end of each week] correctly, accurately, and on-time. 

The Site Supervisor, if required as part of COOP, must read and sign the report 

before the student submits it to the COOP Coordinator. 

7. Familiarizing student(s) with the work environment at the company, as well as 

their behavior and expected conduct.  

8. Completing and submitting the  

a. Starting Date Form [PCT 103], (on the 1st day of the training period),  

b. the Student Attendance Report [PCT 105], (at the end of the training period)  

c. the Training Evaluation Form [PCT 106], (at the end of the training period),  

d. and any other COOP related forms at the defined intervals. 

10. Informing the student Academic Supervisor at CCSIT, if a student's performance 

does not meet the employer’s standards or expectations; so that proper action can 

be taken.  

11. Absences and other unprofessional behavior should be reflected in the evaluation 

reports.  
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Chapter 7                                                                 
COOP Training Forms 
 

Listed in this section are all the different forms that are required to complete the re-

quirements for the site supervisor during COOP training.  
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STARTING DATE                        (PCT 103)                     مباشرة التدريب 

Information to be provided by student                                                                       بيانات تعبأ بواسطة الطالب 

Student Name 
 

 اسم الطالب/ة

Student ID  
 

 الرقم الجامعي

Major 
 

 التخصص

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

 

Information to be provided by Training Supervisor                                   بيانات تعبأ بواسطة المشرف على التدريب  

Company Name 
 

 اسم الشركة

Supervisor Name 
 

 اسم المشرف على التدريب

Position 
 

 مسمى الوظيفة

Training starting date 
 

 تاريخ بدء تدريب الطالب/ة

Phone 
 

 الهاتف

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

Address 

 

 

 
 

 العنوان

 

Supervisor Signature (Company): 

 

 

Student Signature:  

 

 

Date: 

 

Date: 
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Progress Report Information:  Brief description of activities, assignments, projects and type of training you were involved 

during each week of training, and problems faced with the resources used (Individuals, Books, and websites). 

Tasks Done Problems Faced Resources Used 

   

  

Student MUST send this report to COOP supervisor and E-mail: training.ccsit@iau.edu.sa or  Fax: 013-333-0257 

 

 

PROGRESS REPORT – WEEKS #....   (PCT 104)   

Student Information 

Student Name:  ID Number:  

Company Name:  



 

 
 

4-58 

 

 

   ATTENDANCE REPORT (PCT 105) 

Student Information 

Student Name:   ID Number:  

Company Name:  

 
Week Date Signature Comments Week Date Signature Comments 

Week #1 

   

Week #6 

   

      

      

      

      

Week #2 

   

Week #7 

   

      

      

      

      

Week #3 

   

Week #8 

   

      

      

      

      

Week #4 

   

Week #9 

   

      

      

      

      

Week #5 

   

Week #10 

   

      

      

      

      

 

Position: 

 

Supervisor Name: 

 

Date: 

 

Signature: 
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Site Supervisor Evaluation Form  

(PCT 106-A) 

Student Information 

 

Student Name:   ID Number:  

Company Name:  

 
Please evaluate the student on a scale of 0 to 5 for each of the following items.  
(circle any graded value by using scale Poor=1 or 2 mark, Developing=3 marks, Developed=4 marks and Exemplary=5 marks) 

 Item Score بند  

R 1 Enthusiasm and interest in work. 1 2 3 4 5 
 

 1 الحماس للعمل والرغبة فيه. 

R 2 
Attitude towards delivering accurate 
work. 

1 2 3 4 5 
 

 2 الدقة في تقديم العمل المطلوب. 

R 3 
Ability in understanding and dealing 

with new system. 
1 2 3 4 5 

 

القدرة على فهم والتعامل مع 

 النظام الجديد. 
3 

R 4 Initiative in taking tasks to completion. 1 2 3 4 5 
 

 4 روح المبادرة للمهمات.

R 5 Dependability and reliability. 1 2 3 4 5 
 

االعتمادية والثقة بالقدرة على 

 االنجاز.
5 

R 6 
Ability to learn and search for infor-
mation. 

1 2 3 4 5 
 

القدرة على التعلم والبحث عن 

 المعلومات. 
6 

R 7 Judgment and decision making. 1 2 3 4 5 
 

 7 الحكم على األمور واتخاذ القرار.

R 8 
Maintaining effective relations with 

his/her work colleagues. 
1 2 3 4 5 

 

مع اآلخرين في  الفعالةالعالقة 

 العمل.
8 

R 9 
Ability of reporting and presenting 

his/her work. 
1 2 3 4 5 

 

 9 كتابة التقارير وعرضها.

R 10 Attendance and punctuality. 1 2 3 4 5 
 

 10 الحضور وااللتزام بالمواعيد.

Score out of 50: ____________ 

Additional Comment(s) if any: 
 

Supervisor's Name: Email:  

Position:  Phone / Fax: 

Signature                        

 

 

                                                        

Date            

 

           

                                

Company stamp 

 

 

 

Supervisor should fill this form at the end of training, and submit it to the student in a stamped envelope, 
or send it to COOP unit E-mail: training.ccsit@iau.edu.sa 
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Employer Survey 
 
Double click the file to open, take a print and fill from the employer. This task is 

important and mandatory. Your COOP report will only be accepted if accom-

pany by this form. 

 

 

 

CYS - Employer 

Survey 2019.docx
  

CS - Employer 

Survey 2019.docx
  

CIS - Employer 

Survey 2019.docx
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Foreword 

 

This is the COOP Training Program handbook of the College of Computer Sciences and 

Information Technology (CCSIT) at the Imam Abdulrahman Bin Faisal University. This 

handbook contains comprehensive guidelines on the requirements, program details, and 

assessment of students during their COOP training program. 

  

The handbook is an effort initiated to define the policy and improve the quality of COOP 

Training course. It is intended to set a uniform structure and outline for undergraduate 

CS, CIS and CYS students. It serves as an instructional manual for the expected contents, 

deliverables, quality, and the required quantity of the COOP training for training super-

visors. The handbook also provides evaluation rubrics for supervisors and evaluators.  
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List of Abbreviations 

 

 

List of Terms 

 

 

 

 

 

 

 

 

COOP Cooperative Program 

CIS Computer Information Systems Department 

CS Computer Science Department 

CYS Cyber Security and Digital Forensics 

CCSIT College of Computer Science and Information Technology 

  

  

  

  

  

  

ACADEMIC 

SUPERVISOR 

A CCSIT faculty member appointed by each respective department to 

coordinate the COOP tasks and assists/supervise the COOP students.  

SITE 

SUPERVISOR 

Designated manager at the training companies, assigned to and respon-

sible for the supervision of COOP student(s). 

CS/CIS 444 Practical (COOP) Training Course Code 

CYS 433 Practical (COOP) Training Course Code 



 

  

8-65 

Chapter 8                                                             
Introduction 
 
 

4.4. Overview 

The Cooperative Training Program (COOP) is one of the structured practical training 

academic programs at the College of Computer Science and Information Technology 

(CCSIT), Imam Abdulrahman Bin Faisal University. It is part of the graduation require-

ments and aims at enabling undergraduates to apply their knowledge and understanding 

of Computer Science and Computer Information Systems to practical experience in dif-

ferent fields represented by participating companies. 

 

This handbook includes information that students would require before, during and after 

the training program and all the forms required to be used during the COOP training.   

 

Vision Statement: 

To provide an effective training program in the field of Computer Science (CS), Cyber 

Security and Digital Forensics (CYS) and Computer Information Systems (CIS) for the 

CCSIT students and develop their abilities and practical skills; to prepare them for the 

competitive job market. 

 

Mission Statement: 

To develop strong cooperative ties with different organizations in the field of computer 

science, both locally and internationally, enabling our students to obtain training (before 

graduation) in actual workplace environments. 

 

Goals: 

11. Refining students' abilities by providing them practical experience in their respec-

tive fields before graduation. 

12. Giving the students an opportunity to apply theoretical knowledge, which they 

have gained in the university environment, to practical work environment. 

13. Allowing the students to experience real work environment, to take responsibili-

ties, and to develop effective communication skills. 
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14. Giving the opportunity to external bodies to identify distinctive outcomes of the 

College of Computer Science and Information Technology (CCSIT) that can add 

to business development; through hiring students after graduation. 

15. Giving the students the opportunity to prepare and write practical technical re-

ports. 

  

4.5. Program Objectives 

The COOP Training is meant for students who have completed 120 credit hours. The 

training period is 12 weeks long and must take place during summer of the third academic 

year. Students must be oriented in one of the organizations, and well supervised to ac-

complish this training correctly.  

The training must constitute a link between the theoretical and scientific academic back-

ground and the work environment. The training should provide a better understanding 

and a clear view of the real-world work environment. Additionally, it should also provide 

students with complementary knowledge and training, such as facing and handling real-

world problems, and being trained to participate in team work.  

After completing the COOP training, students must submit a report and give presentation 

that shall be judged by a committee consisting of two or more faculty members. 

 

Objectives: 

15. Develop student skills using practical applications. 

16. Acquaintance with the real-world work environment. 

17. Prepare the students to transfer from learning environment to work environment. 

18. Acquaintance the applied work systems. 

19. Understand   mechanism of different applications. 

20. Understand the attitude and the manner of the work. 

21. Compare the studying courses with real world. 
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4.6. Duration of COOP Program 

The COOP Program is a 12-week program. A COOP training student is required to spend 

10 continuous weeks performing practical work in a relevant field of industry. As stated 

earlier, the COOP training has to take place during the summer of the third academic year, 

and at the end of the training duration, the students shall submit a detailed final report 

about their work in their respective companies.  

 

This report must be submitted within two weeks after returning from the COOP training. 

The students are also required to give an oral presentation (or exam) that shall be held in 

front of a committee consisting of two or more faculty members. 
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Chapter 9                                                                
Roles & Responsibilities 
 

5.1. Overview 

Throughout the COOP training period, students will be in contact with the Academic 

Supervisor in the college, as well as within their designated organization offering the 

COOP training. These different participants play an important role; enabling students to 

get the most out of the COOP training program. It is important that the supervisors (aca-

demic/site) have a clear understanding of the roles and responsibilities. This chapter de-

scribes the role and responsibility of each them. The interaction between all the partici-

pants is also addressed in brief. 

 

 

5.2. Training Organization (Employer) 

The Training Organization is the company, corporate organization, or enterprise where 

student(s) will be working as a COOP trainee(s) for a period of 10 weeks. 

 

The roles and responsibilities for the organization are defined as follows: 

12. Providing every student with a training/task plan outlining his/her training assign-

ment during the 10 weeks fieldwork period of the training. The task and training 

must be related to the student's academic field of study.  

13. Assigning a ‘site supervisor’ to each student; a professional from the relevant field 

of study, who will be responsible for making the student’s training program fruit-

ful and effective. 

14. Treating the COOP trainee like any other employee in the organization. For ex-

ample, if a student is not punctual, does not show up to work on time, or is absent, 

the employer should inform the COOP Coordinator, so that proper actions can be 

taken.   

15. Depending on the training policy of the organization, student accommodation, 

transportation and/or monthly payments may be arranged by the company. 
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5.3.  Academic Supervisor  

The student’s training coordinator is a faculty member in the student’s academic depart-

ment with expertise in the subject of the COOP assignments, assigned by the COOP 

Training Committee. The Training Coordinator roles towards the COOP student(s) in-

clude: 

 

6. Guiding and assisting student(s) with regards to reporting their progress and any 

issues faced during the COOP training duration.  

7. Ensuring adequacy of the work assignment, by reviewing the task plan and de-

scription provided by the student(s) through the company (or the Site Supervisor).  

8. The academic supervisor is responsible for the following  

a. Starting Date Form [PCT 103], (on the 1st day of the training period),  

b. Reviewing and responding to the progress reports prepared and sent by the 

students on the form (PCT 104) with adequate feedback within one week 

of submission. In case of issues or concerns, the faculty advisor will com-

municate with the Site Supervisor to adjust the tasks and/or plans. 

c. Student Attendance Report [PCT 105], (at the end of the training period)  

d. Training Evaluation Form [PCT 106], (at the end of the training period),  

e. Company Evaluation Form (PCT-110-A) (filled on second visit of the training 

period) 

9. Communicating performance grades for progress reports, and the final report, to 

the COOP coordinator.  

10. Visit the COOP students onsite during the training period 

11. Collect Employer survey about the academic program from the training agency.  

12. Attending and evaluating student's oral presentation, if needed.   
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Chapter 10                                                                 
COOP Training Forms 
 

Listed in this section are all the different forms that are required to complete the re-

quirements for the Academic Supervisor during the COOP training.  
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STARTING DATE                        (PCT 103)                     مباشرة التدريب 

Information to be provided by student                                                                       بيانات تعبأ بواسطة الطالب 

Student Name 
 

 اسم الطالب/ة

Student ID  
 

الجامعيالرقم   

Major 
 

 التخصص

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

 

Information to be provided by Training Supervisor                                   بيانات تعبأ بواسطة المشرف على التدريب  

Company Name 
 

 اسم الشركة

Supervisor Name 
 

على التدريب اسم المشرف  

Position 
 

 مسمى الوظيفة

Training starting date 
 

 تاريخ بدء تدريب الطالب/ة

Phone 
 

 الهاتف

Mobile Phone 
 

 هاتف الجوال

E-mail 
 

 البريد اإللكتروني

Address 

 

 

 
 

 العنوان

 

Supervisor Signature (Company): 

 

 

Student Signature:  

 

 

Date: 

 

Date: 
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Progress Report Information:  Brief description of activities, assignments, projects and type of training you were involved 

during each week of training, and problems faced with the resources used (Individuals, Books, and websites). 

Tasks Done Problems Faced Resources Used 

   

  

Student MUST send this report to COOP supervisor and E-mail: training.ccsit@iau.edu.sa  or  Fax: 013-333-0257 

 

 

PROGRESS REPORT – WEEKS #....   (PCT 104)   

Student Information 

Student Name:  ID Number:  

Company Name:  
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   ATTENDANCE REPORT (PCT 105) 

Student Information 

Student Name:   ID Number:  

Company Name:  

 
Week Date Signature Comments Week Date Signature Comments 

Week #1 

   

Week #6 

   

      

      

      

      

Week #2 

   

Week #7 

   

      

      

      

      

Week #3 

   

Week #8 

   

      

      

      

      

Week #4 

   

Week #9 

   

      

      

      

      

Week #5 

   

Week #10 

   

      

      

      

      

 

Position: 

 

Supervisor Name: 

 

Date: 

 

Signature: 
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Academic Supervisor Evaluation Form  

(PCT 106-B) 

Student Information 

Student Name:   ID Number:  

Company Name:  

 
Please evaluate the student on a scale of 0 to 5 for each of the following items.  
(circle any graded value by using scale Poor=1 or 2 mark, Developing=3 marks, Developed=4 marks and Exemplary=5 marks) 

 Item Score بند  

R 1 Enthusiasm and interest in work. 1 2 3 4 5 
 

 1 الحماس للعمل والرغبة فيه. 

R 2 
Attitude towards delivering accurate 

work. 
1 2 3 4 5 

 

 2 الدقة في تقديم العمل المطلوب. 

R 3 
Ability in understanding and dealing 

with new system. 
1 2 3 4 5 

 

القدرة على فهم والتعامل مع 

 النظام الجديد. 
3 

R 4 Initiative in taking tasks to completion. 1 2 3 4 5 
 

 4 روح المبادرة للمهمات.

R 5 Dependability and reliability. 1 2 3 4 5 
 

االعتمادية والثقة بالقدرة على 

 االنجاز.
5 

R 6 
Ability to learn and search for infor-

mation. 
1 2 3 4 5 

 

القدرة على التعلم والبحث عن 

 المعلومات. 
6 

R 7 Judgment and decision making. 1 2 3 4 5 
 

 7 األمور واتخاذ القرار.الحكم على 

R 8 
Maintaining effective relations with 

his/her work colleagues. 
1 2 3 4 5 

 

مع اآلخرين في  الفعالةالعالقة 

 العمل.
8 

R 9 
Ability of reporting and presenting 
his/her work. 

1 2 3 4 5 
 

 9 كتابة التقارير وعرضها.

R 10 Attendance and punctuality. 1 2 3 4 5 
 

 10 الحضور وااللتزام بالمواعيد.

Score out of 50: ____________ 

Additional Comment(s) if any: 
 

Supervisor's Name: Email:  

Position:  Phone / Fax: 

Signature                        

 

 

                                                        

Date            

 

           

                                

Company stamp 

 

 

 

Supervisor should fill this form at the end of training, and submit it to the student in a stamped envelope, 

or send it to COOP unit E-mail: training.ccsit@iau.edu.sa 
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Company Evaluation Form (PCT-110-A) 
(to be filled by each visitor / evaluator) 

 

 Please circle the number. Strongly 

Agree 

Somewhat 

Agree Neutral 

Somewhat 

Disagree 

Strongly 

Disagree 

Student is assigned meaningful tasks during the COOP. 5 4 3 2 1 

COOP assignments are relevant to academic coursework. 5 4 3 2 1 

COOP assignments are relevant to students interests. 5 4 3 2 1 

Student is under the regular supervision and guidance of a supervisor. 5 4 3 2 1 

Supervisor and/or other staff are available if students had questions. 5 4 3 2 1 

Students have the opportunity to learn new knowledge. 5 4 3 2 1 

The company’s environment is suitable for the COOP. 5 4 3 2 1 

 

Would you recommend this Company to other students? 
 

 

  

Student Name  Student ID  
Term & 

Academic Year 

 

Company Name  

Visitor Name   
Signature of 

visitor 
 Date  

 

Additional Comments (if any) 

Visitor should fill this form on every visit, and submit to COOP unit and also e-mail: training.ccsit@iau.edu.sa 

Neutral 

 

Yes No 
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Employer Survey 
 
Double click the file to open, take a print and fill from the employer. This task is important 

and mandatory. Your COOP report will only be accepted if accompany by this form. 

 

 

 

CYS - Employer 

Survey 2019.docx
 

CS - Employer 

Survey 2019.docx
  

CIS - Employer 

Survey 2019.docx
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