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1. Introduction

This Internship Manual provides AU students with information and guidelines needed for the successful
completion of their internship/external training.

Internship is a supervised, practical training course for which AU students earn academic credits. It is
intended to provide students with opportunities to augment their academic studies with hands-on
experience and to put into practice their knowledge and skills. It is also an opportunity for employers to
observe students in the work environment to evaluate their knowledge and skills for possible future
employment.

2. Definitions

2.1. Office of Career and Placement Services (OCPS)

The Office of Career and Placement Services is a central office responsible for monitoring the
effectiveness of internships and external training programs by ensuring the implementation of AU
policies and procedures by colleges and academic programs.

2.2. Intern/Student Trainee

An Intern/Student Trainee is a senior level undergraduate student enrolled in a credited
internship/training program.

2.3. Internship/External Training

Internship/External Training is a supervised work experience in an approved site for a specified duration
that depends on each academic program requirements.

2.4. Internship Coordinator

The Internship Coordinator is a faculty member assigned to manage the internship program in the
college and/or academic departments and provide guidance and support to Academic Supervisors,
Student Trainees and Field Supervisors.

2.5. Academic Supervisor

Internship Supervisor or (Academic Supervisor) is a faculty member assigned by the College/Department
to supervise a group or groups of Student Trainees and ensure the effective implementation of the
internship program.

2.6. Field Supervisor

A staff member at the internship site assigned by the internship provider to supervise Student
Trainees/Interns by coordinating the assignment of tasks, providing orientation and guidance,
monitoring and assessing interns performance during their internship program.
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3. Internship Credit and Contact Hours

Ajman University requires students of all Colleges to complete an internship period as a graduation
requirement. The total credit and contact hours of the internship course vary among academic
programs as shown in the following table:

College Degree Name Internship Cr. Total
Course Code Hours  Contact
Hours
College of Doctor of Dental Surgery DDS509 2 8
Dentistry

clinical internship after graduation

College of Bachelor of Medicine and Bachelor of clinical internship after graduation
Medicine Surgery (M.B.B.S)
College of Bachelor of Pharmacy
Pharmacy & Community Pharmacy Training | PHA 221 3 120
Health Sciences ) o
Community Pharmacy Training Il PHA 221 3 120
Hospital Pharmacy Training PHA 471 3 120
Clinical Pharmacy Training PHA 472 3 120
Pharmaceutical Technology Training PHA 414 3 80
College of Bachelor of Science in Electrical Engineering  ELE 499 4 240
Engineering & (Instrumentation & Control, Electronics &
Information Communication, Power & Renewable
Technology Energy)
Bachelor of Science in Biomedical BME 499 4 240
Engineering
Bachelor of Science in Computer COE401 4 240
Engineering
Bachelor of Science in Information Systems ~ INS408 3 240
and Bachelor of Science in Information
Technology
Bachelor of Science in Information INT402 3 240
Technology
(Networking and Security & Databases and
Web Systems)
College of Bachelor of Architecture ARC 533 4 240
Architecture, Art ARC 532
Desi
and Design Bachelor of Science in Building Engineering  BCM 501 4 240
& Construction Management BCM 502

Bachelor of Interior Design BID 410 4 320
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College Degree Name Internship Cr. Total
Course Code Hours  Contact
Hours
College of Bachelor of Science in Management MGT 40 3 240
Business Bachelor of Science in Marketing MGT 470 3 240
Administration ) o
Bachelor of Science in Finance MGT 470 3 240
Bachelor of Science in Accounting MGT 470 3 240
College of Bachelor of Education in Teacher Training TAL452 6 192
Humanities & Program in Arabic Language and Islamic
Sciences Studies
Bachelor of Education in Teacher Training TMS452 6 192
Program in Mathematics and Science
Bachelor of Education - Teaching Englishas  TEL454 9 216
a Foreign Language
Bachelor of Arts in Sociology and Social T(1) SSW367 3 60
Work T (2) 3 80
SSW473
Bachelor of Arts in Psychology PSY422 6 240
College of Mass  Bachelor of Arts in Mass Communication
Communication  ppjic Relations and Advertising 664462 3 120
PRA462
Radio & TV 663445 3 120
RTV445
Graphic Design 665476 3 120
GRD476
Printed and Electronic Journalism 662429 3 120
PEJA29

College of Law Bachelor of Law Law 492 3 65
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4. Compliance with Academic Policies and Procedures

Internship/External Training, like all other credited courses offered in the various academic programs,
is conducted in accordance with the academic policies and procedures published in AU Policies and
Procedures Manual. These policies and procedures cover the various teaching and learning aspects
including attendance, credit transfer, registration, assessment, grading and quality assurance.

5.

Internship/External Training Objectives and Benefits for Student

Trainees

6.

Apply academic knowledge and theories and gain experience in a real-life work environment

Internship provides students with the opportunity to put theory into practice and understand
learning strategies to cope with the requirements of the real-life work environment.

Enhance maturity and professional skills

Interaction with professionals during internship will enhance students’ self- confidence,
maturity, and professionalism.

Acquire Soft skills needed in the professional work environment

Internship will help students gain soft skills such as effective communication, critical thinking,
leadership, problem solving, and teamwork.

Establish professional networks and enhance marketability

Internship provides a perfect environment for students to meet with and learn from
professionals in their career fields, as well as other interns who have similar interests, which can
greatly enhance students’ chances for future employment.

Gain professional feedback

Internship provides opportunities for Student Trainees to get feedback from professionals who
work in the field on a daily basis, which will help students to reflect and enhance their learning
strategies.

Internship/External Training Objectives and Benefits for Internship
Providers (Companies and Organizations)

Providing internship for students helps providers to:

e Establish partnerships with academic programs leaderships and researchers.

e QObtain fresh input, innovative ideas from talented Student Trainee/ interns.

e Gain additional work force during critical times.

e Developing a pool of talent from which to recruit once interns graduate.

e Give feedback to the university about the knowledge and skills required by their industries
and organizations.


https://www.hercampus.com/career/how-ask-feedback-your-internship-or-job
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7. Internship/External Training Learning Outcomes

During the internship program, Student Trainees are expected to:

o Apply knowledge and correlate learned theories with professional practice.

e Acquire technical knowledge and skills in their field of specialization.

e Improve their communication skills, both oral and in writing.

e Show initiative and develop self-confidence in handling the assigned tasks in real-life.

e learn and appreciate the significance of teamwork and act as a responsible member of
professional teams.

e Develop their personality by learning about self-control, punctuality, professional

responsibility, time management, etc.

8. Roles and Responsibilities

8.1. Office of Career and Placement Services (OCPS):
The roles and responsibilities of the OCPS are:

e Ensuring proper implementation of the training/internship policies by all academic
programs.

e Reviewing and updating training policies and procedures.

e Establishing agreements and partnerships with internship providers.

e Reviewing and updating AU Training Manual.

e Liaise with colleges/departments for continuous quality enhancement of internship
programs.

e Assessing the effectiveness of internship programs in all academic programs and
coordinating the development and implementation of remedial and improvement actions.

8.2. Internship Coordinator
The Internship Coordinator is responsible for:

e Contacting training providers to obtain their approval for accepting Student Trainees.

e Ensuring that all students are attached to appropriate training sites.

e Coordinating with the Head of Department in assigning Academic Supervisors to Student
Trainees.

e Monitoring and overseeing the quality of supervision during the internship period and
scheduling oral presentations by Student Trainees at the end of their internship.

e Collecting feedback forms from students and submitting them to the Office of Career and
Placement Services (OCPS) and the Office of Institutional Planning and Effectiveness (OIPE).

e Preparing the ICAR report for the Internship/Training course.

e Collecting feedback from the Academic Supervisors and submitting recommendations to
the HoD for continuous quality enhancement of the internship program.

8.3. Academic Supervisor:
The roles and responsibilities of the Academic Supervisor are:

e Ensuring that Student Trainees are attached to appropriate training sites.
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Ensuring the safety of Student Trainees at training sites by conducting onsite visits and
meetings with the Field Supervisor.

Ensuring that Field Supervisors are aware of their responsibilities.

Giving an orientation lecture to Student Trainee before the start of their internship/external
training.

Receiving and reviewing Student Trainees weekly reports and providing them appropriate
feedback.

Contacting Students Trainees regularly to get feedback on the progress of their internship
program and resolve any problem or difficulty they might encounter.

Report to the Internship Coordinator/ Head of Department/Dean any observations or
concerns related to the internship program.

Ensuring that the Field Supervisors are committed to support Student Trainees to achieve
their internship learning outcomes.

Guiding Student Trainees on how to write their internship reports and prepare their oral
presentations.

Ensuring that each Student Trainee submits his/her final report on time as well as
scheduling the oral presentations.

Assessing the performance of Student Trainees and submitting their grades to the HoD /
Internship Coordinator.

Any other responsibilities given in the college/program training manual.

8.4. Field Supervisor

The roles and responsibilities of the Field Supervisor are:

Coordinate and monitor the daily assignments and tasks given to Student Trainees.
Ensuring that the internship assignments and tasks given to Student Trainees are in
alignment with the internship objectives and outcomes.

Approving the weekly report filled by Student Trainees.

Submitting an assessment report of each Student Trainee at the end of their internship
program.

8.5. Student Trainee/Intern

Student Trainee must read and comply with the points stated in the Responsibilities of Student Trainees
section in the training manual of their college /academic program. They should also follow the directions
and guidelines provided by their Academic and Field Supervisors.
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9. Performance Assessment of Student Trainees

Upon completion of their internship period, Student Trainees/interns are awarded a grade based on
various assessment tools. The tools used for assessing the performance of Student Trainees may include
but not limited to the following:

e Evaluation of the internship report submitted by the intern at the end of the internship period.

e Evaluation of the internal training conducted at the university to prepare students for their
external training.

e Evaluation of the student performance at the training site by the Field Supervisor

e Evaluation of the weekly reports submitted by the intern

e Evaluation of the oral presentation given by the intern at the end of the internship period.

e Any other required assessments recommended in the Internship Manual of the
college/program Training Manual.

10. Assessment of the Internship /External Training Effectiveness

An annual effectiveness report on the Internship/External Training course is prepared based on the
following assessment tools:

e Training Instructor Course Assessment Report (ICAR)

e Feedback from Student Trainees

e Feedback from Academic Supervisors

e Feedback from Field Supervisors

e Any other tools recommended in the Internship Manual of the college/program.

e Any other tools recommended by the Office of Institutional Planning and Effectiveness (OIPE)
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11. Internship Manuals of Colleges/Academic Programs

1. College of Architecture, Art and Design
1.1. Bachelor of Architecture
1.2. Bachelor of Science in Building Engineering & Construction Management

1.3. Bachelor of Interior Design

2. College of Business Administration
2.1. Bachelor of Science in Management
2.2. Bachelor of Science in Marketing
2.3. Bachelor of Science in Finance

2.4. Bachelor of Science in Accounting

3. College of Dentistry
3.1. Doctor of Dental Surgery

4. College of Engineering & Information Technology
4.1. Bachelor of Science in Biomedical Engineering

4.2. Bachelor of Science in Electrical Engineering (Instrumentation & Control, Electronics &
Communication, Power & Renewable Energy)

4.3. Bachelor of Science in Computer Engineering

4.4, Bachelor of Science in Information Systems and Bachelor of Science in Information
Technology

4.5. Bachelor of Science in Civil Engineering

4.6. Bachelor of Science in Mechanical Engineering

5. College of Humanities & Sciences
5.1. Bachelor of Arts in Sociology and Social Work
5.2. Bachelor of Arts in Psychology

5.3. Bachelor of Education

6. College of Law

6.1. Bachelor of Law

7. College of Mass Communication

7.1. Bachelor of Arts in Mass Communication

8. College of Pharmacy & Health Sciences

8.1. Bachelor of Pharmacy
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1. College of Architecture,
Art and Design
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1.1 Bachelor of Architecture

1. Introduction

This internship manual provides instructions and guidelines that help Architecture students to
successfully complete their internship/external training period. It also provides guidelines for writing
the internship/training report and preparing an oral presentation at the end of their training period.

Field training/internship is an essential component of all degree programs offered in the College of
Architecture, Art & Design (CAAD). It helps students’ to relate the theoretical knowledge learned in
classrooms with the practical solutions of real world problems, experience the professional work
environment, to learn how to behave responsibly and work efficiently in carrying out assigned tasks.

For Architecture students’ the Training course is divided into Training-l and Training Il Prior to
registering Training | or Il course an initial information session is offered by training coordinator at
the CAAD while the External Training is conducted at various architectural and allied professional
consultancies and organizations. The purpose of the initial information session is to inform students
about objectives & outcomes of training and to provide them with the essential technical information
that enable them to gain maximum benefit from their External Training.

The final evaluation of trainee students’ performance at the end of the training period is based on
how well they achieved these objectives and outcomes. During their External Training/Internship,
students are expected to:

Correlate their theoretical knowledge with professional practice.
Acquire additional technical knowledge concerning the field of their training.
Improve their communication skills, both oral and in writing.

Show initiative and develop self-confidence in handling the assigned tasks in real life.

oA wN e

Learn and appreciate the significance of teamwork and act as a responsible member of
the team they work with.

6. Develop their personality by learning about self-control, punctuality, professional
responsibility, time management, etc.

7. Demonstrate at the training site that AU students are serious learners with positive
attitude and they are capable of contributing to the ongoing jobs at the training sites.


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Arch.%20Art%20&%20Desig.%20(CAAD)/Arch-Internship%20Manual-updated-April%202020doc.docx
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2. Internship Learning Outcomes (CLOs):

A 04 credit hours course of Architectural Training is divided into two courses of 02 credit hours
each i.e. Training-l and Training-ll. Each training is comprises of distinctive course learning
outcomes.

2.1. Training-l CLOs

Students’ registering Training-1 need to be engaged/trained in following design process. Upon
completion of the External Training-I, students” will be able to:

CLO1 Understand shop, submission drawings and to do office management.

CLO2 Review of BOQ, services drawings and write feasibility report in office.

CLO3 Design facade, propose landscaping and site development.

CLO4 Team up with design of small villa and follow digital rendering of project.

Mapping PLOs with CLOs

X CLo1

X CLO2

X CLO3

X X CLO4

Program Related Outcomes:

2.2. Training-ll CLOs

Students’ registering Training-ll need to be engaged/trained in following design process. Upon
completion of the External Training-ll, students’ will be able to:

14
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Propose site development and master plan of mass housing or design of medium size

vertical housing or Design small to medium size commercial projects or Remodelling
projects.

CLO2 | Draw construction drawings and architectural working drawings, draw 3d rendering
and model or prepare & correct/draw shop drawings and submission drawings.
CLO3 | Apply building/construction byelaws in design development and site management
(clerk of works)
CLO4 | Prepare specification writings and architectural contract and agreement
Mapping PLOs with CLOs
Mapping PLOs with CLOs
PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO
1 2 3 4 5 6 7 8 9 10 11 12
K1 K2 K3 K4 S1 S2 S3 C1 Cc2 Cc3 Cc4 C5
CLO1 X
CLO2 X
CLO3 X
CLO4 X X

Program Related Outcomes:

11.1.Descriptions of Program Learning Outcomes

PLO#

Program Learning Outcomes Statement

4

Comprehend and apply the knowledge of science, mathematics and technology

Comprehend and apply the knowledge of architectural practice and management

Conceptualize, conceive and coordinated design in realm of contemporary issues and
challenges of built environment.

Communicate, demonstrate and implement the architectural solutions clearly
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10 Analyze the design critically and foresee its consequences at occupational stage

3. Internship Credit and Contact Hours

The Architectural Training courses (I & Il) accounts for 4 credit hours and total 240 contact hours.
Students’ get cumulative grade based on their performance during External Trainings | & II.

4. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their External
Training. A faculty member from the Architecture department assigned, as Academic
Supervisor (AS) will also visit and monitor students’ at their training places. (AS) will visit at
least once during the training period to discuss with the Field Supervisor student’s progress in
addition to training plan & objectives.

5. Internship Assessment

The following table shows the weights given to the internship/training assessment tool.

External supervisor will evaluate the student’s performance through prescribed | 50%
evaluation forms by Training Center —AU.

Internal supervisor will evaluate the performance of student through written | 30%
report submitted by student along with duly completed evaluation forms and
weekly attendance report from external supervisor in the office.

Final grades will awarded after oral exam based on the evaluation report from 20%
external supervisor and technical report submitted by student to internal
supervisor.

6. External Training

The total number of hours that the intern is required to complete in each week of their training
period should not exceed 20 hours per week. The Field Supervisor (FS) will guide and supervise
students at the site of practical training. FS will assign tasks to trainee students on a daily or
weekly basis in accordance with the training plan and evaluate their performance in
accomplishing given tasks. An Academic Supervisor from the department of Architecture will
also direct the students to achieve the desired objectives of practical training and will monitor
students' progress too. The Academic Supervisor will provide guidance to the students during
the course of their training and instruct them on how to make an effective presentation of their
work, both orally and in writing.

7. Responsibilities of the Student Trainee
The following are the responsibilities of the student trainee during the internship period:

1. After a student gets a confirmed placement at a training site, he/she must inform
his/her Academic Supervisor and provide all necessary details.
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2. Before the student trainee starts the practical training, he/she must attend the initial
“Training Preparation Meeting (TPM)” with his/her Academic Supervisor. The purpose
of this meeting is to ensure that the student fully understands the requirements of the
training in general and the training objectives and learning outcomes in particular.

3. The Academic Supervisor will evaluate the student trainees’ basic knowledge in the
area of their training. In case student is lacking in basic knowledge, they will be asked
to refresh their theoretical knowledge in that area before going to the training site.

4. Once student trainee starts his/her training program, he/she should be regular and
punctual and carry out all assigned tasks in the best possible manner. If it is not
possible for him/her to attend the training for a day or part of it, he/she must get the
approval of their Field Supervisor in advance.

5. While at the training site, student trainee must follow all safety instructions and other
guidelines from their Field Supervisor.

6. Student trainee must pay special attention to improving their communication skills
(oral and writing) during the training period.

7. Interns must work hard to acquire as much technical knowledge as possible about the
type of activity they are involved at the training site. For this, try all possible ways to
get the needed technical information from the Internet, manuals, reports, catalogues,
etc. Student trainee should also ask questions at the site to clarify their understanding
of the subject matter.

8. For each day of the week, student trainee must enter a summary of the tasks they
have performed in the “Weekly Activity Log Form” provided to them. These tasks must
have been performed either by the student trainee alone or as a member of a team.
At the end of every week, the student trainee must sign their weekly activity log form
for that week and get it signed by their Field Supervisor.

9. Prepare a training Logbook for the daily notes about their work at the training site.
The notes shall be brief but to the point. Any problems encountered and how they
were solved must be entered in the Training log notebook, which will helpful when
they start writing their training report at the completion of the training period.

10. Student trainee must keenly observe how the tasks at the training site are
accomplished and try to understand the role of a practicing Architect and its
contribution in successful completion of projects/assignments.

11. Whenever there is some free time, students should utilize it by reading a technical
manual and observing how other engineers at the site are performing different tasks.
During such times, they may offer their services for an on-going technical task but
never insist on doing it unless the Field Supervisor allows them to do so.

12. At the end of the training period, student trainee must thank all those who helped
him/her at the training site. They shall also confirm that their Field Supervisor has
signed and sent to the university.

13. Student trainee must prepare a training report as well as an oral presentation at the
end of the each training session according to the guidelines in sections [11 &12].
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8. Internship/Training Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of the internal
training is a pre-requisite for starting the External Training. A student is eligible for the
Training-| after he/she has completed at least 75 credit hours. The criteria for registering
Architectural Training course are as follows:

* Students’ who completed at least 75 credit hours and Design V are eligible to apply for
Architectural Training-I. And students’ can register for Training-ll after completing
minimum 105 credit hours, Training —I and finishing Urban Design

* Training request form is filled online using students’ online registration system.
* Head of Department/ Training Coordinator’s approval is required in all cases.

* Once the training request is approved, Architectural Training is added to the student’s
registered courses.

9. Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee
students in appropriate private or public organizations that operate in the fields of
Architectural Design, Civil Engineering, and Construction. AU Career and Internship office can
also assists in the placement of students for internship through their contacts with external
organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic
supervisor. Please see Training Site Selection, Evaluation and Approval Form (Arc.SEAF-1) in
Appendix B.

10.0rientation of Trainee Students

Trainee students are given an orientation about architectural training objectives and their
roles and responsibilities by academic supervisor, which is conducted before the External
Training. The topics covered during the Internal Training are:

1. Introduction to Internal Training

Objectives and learning outcomes of the Training course.
Responsibilities of Trainee Students

Roles of Academic and Field Supervisors

Assessment of Practical Training Performance

Generic or Soft Skills forArchitects

Professional Ethics

Industrial Safety

© 0 N o g A N

Technical Preparedness
10. Report Writing

11. Oral Presentation


https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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11.Follow-Up and Performance Assessment of Student Trainees
At the end of Training period, student trainees will be awarded a grade based on the following:
1. Student performance at the site as reported by Field Supervisor.
2. The training report and oral presentation prepared at the end of student training.

3. Evaluation of the weekly activity log forms by the Academic Supervisor.

11.1. Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training site
(especially for new training sites) to discuss the training progress with the Field Supervisor and
the Student Trainee.

11.2. Weekly Reports

Student trainees are required to prepare a weekly report that summarizes the training tasks and
activities assigned by the Field Supervisor.

11.3. Internship Report

At end of each training student trainees is required to prepare and submit training report.
These reports should describe in details the knowledge and skills acquired during their
External Training. The following sections provide guidelines that help trainee students write
their training report.

11.4. Report Preparation Guidelines

The first important step in preparing the internship report is to gather all relevant information.
For this purpose, student will primarily rely on their Training log notebook and technical
manuals related to the training work and other information/work completed or gathered
during training.

The next step is proper composing of report, for this, student need to define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the
ideas are classified in groups and subgroups, all arranged in a logical order. The report should
be comprises of following content.

1. Brief introduction of company served as trainee.
List of weekly work undertaken during the training.
Brief introduction of nature of work/project.

In case of design project conceptual brief and development is necessary.

Brief explanation about learning experience in respective company

2
3
4
5. Sample of works student has completed.
6
7. Acknowledgement

8

Conclusion
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12.0ral Assessment and Presentation

At the end of the each External Training, trainee students are required to prepare and deliver a
fifteen-minute oral brief that highlights activities/ tasks completed during period of External
Training. Trainee students must follow the following guidelines for preparing their oral
presentation.

12.1. Planning for Oral Presentation:
The main steps involved in the planning are as follows:
a) Define the contents of report.
b) Identify the main points that student wants to convey.
€) Organize thoughts in logical sequence.
d) Determine the key achievements of training
e) Identify key learnings for tasks taken during training.

f) Summaries overall experience of training and suggest improvements.

12.2 Questions/Answers Session:

Although students have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this
session.

12.3 General Consideration of Oral Exam
(@) Dress appropriately for the occasion.
(b) Stay calm and composed and express self-confidence.
(c) Make sure that report is properly printed and contents are clear to you.
(d) Do not rush or talk too slowly.
(e) Pause at key points to emphasize their significance.
(f)  Change your voice pitch and use appropriate gestures.
() Maintain eye contact with the examiner.

(h)  Carefully listen to the questions and give concise, to the point answers.

13. Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall
performance of the student trainee using Internship Evaluation by Field Supervisor Form
(Arc.IAFS-4).

14.Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student trainee’s
performance based on the following:

*  Weekly Reports
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* Internship /Training Report
* Internship Oral Presentation
* Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (Arc. IEASF-3).
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A. Course Descriptions of the Internship/External Training | & Il

Course Title Architectural Training-|
Course Code ARC 533 Credit Hours: 2
Pre-Requisites Completion of 75 Credit Hours and Design V

Aims

This course aims to introduce students with architectural practice in professional office and construction
site.

Program Related Outcomes:
PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO
1 2 3 4 5 6 7 8 9 10 11 12

K4 S1 S3 c3

Course Learning Outcomes:
Students taking Training-I need to be engaged/trained in following design process,

at the end of the course student should be able to:

CLO1 Understand shop, submission drawings and to do office management.

CLO2 Review of BOQ, services drawings and write feasibility report in office.

CLO3 Design facade, propose landscaping and site development.

CLO4 | Team up with design of small villa and follow digital rendering of project.

Mapping PLOs with CLOs

Mapping PLOs with CLOs

PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO PLO PLO PLO
1 2 3 4 5 6 7 8 9 10 11 12

K1 K2 K3 K4 S1 S2 S3 C1 Cc2 C3 C4 c5

CLo1 X
CLO2 X
CLO3 X

CLO4 X X
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Method of Teaching
=  Work in architectural design office punctually and complete the required contact hours.

=  Field trips as required and assigned by manager
= Taking up architectural work assigned by office manager

= Positive and active participation of students throughout the course is another

contribution to their learning activities.

Monitoring of Students Progress

During the span of training, internal supervisor (Faculty) will visit and remain in contact with

trainee student for guidance and assistance.
External supervisor (office manager) will assign and monitor the work of student.
Weekly performance of student will be recoded.

Assessments
External supervisor will evaluate the student’s performance through prescribed evaluation | 50%
forms by Training Center —AU.
Internal supervisor will evaluate the performance of student through written report | 30%
submitted by student along with duly completed evaluation forms and weekly attendance
report from external supervisor in the office.
Final grades will awarded after oral exam based on the evaluation report from external 20%

supervisor and technical report submitted by student to internal supervisor.

Syllabus

1.

L 0 N o Uk w N

N e
w N P O

Site development and design (small projects)

Taking up the partial design of small villa and housing projects

Taking up facades design of small size residential or commercial projects.
Taking up rendering of projects.

Taking up design of projections and overhangs

Taking up design of architectural elements.

Taking up projects of basic landscaping for residential projects.

Exposure to shop drawings.

Exposure to submission drawings

. Office management and project scheduling/timeline.
. Review of BOQ in office
. Review of Building services drawings.

. Feasibility report writing.




Uboocl =0l
1N AJMAN UNIVERSITY

Reference Books:
= Neufert’s Architectural Design Data, Jhon Wiley & Sons 4™ Edition
= De Chiara Joseph, Timesaver standards for building types, McGraw-Hill Professional
Publishing; 4th edition, 2001

= Hall F Fred, Building construction handbook, Amsterdam Elsevier, 2008.
= Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007

= Punmia B C, Building construction an elementary as well as advanced course for engineering
students, New Delhi : Laxmi Publications ,2008.

= Ching, Francis D.K, and Cassandra Adams, Building Construction lllustrated,
John Willey & Sons, Inc. NY. USA. 2001

Course Title Architectural Training-I|
Course Code ARC 533 Credit Hours: 2
Pre-Requisites Completion of 105 Credit Hours and Urban Design

Aims

This course aims to provide advanced knowledge of architectural professional practice, architectural
office work and construction site.

Program Related Outcomes:
PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO
1 2 3 4 5 6 7 8 9 10 11 12

K4 S1 S2

Course Learning Outcomes:

Students taking Training-Il need to be engaged/trained in following design process. Student and field
manager. At the end of the course student should be able to:

Mapping PLOs with CLOs

CLO1 | Propose site development and master plan of mass housing or design of medium size vertical
housing or Design small to medium size commercial projects.

or Remodelling projects.

CLO2 | Draw construction drawings and architectural working drawings, draw 3d rendering and mode
or prepare & correct/draw shop drawings and submission drawings.

CLO3 | Apply building/construction byelaws in design development and site management (clerk of
works)

CLO4 | Prepare specification writings and architectural contract and agreement




AU INTERNSHIP MANUAL

Mapping PLOs with CLOs

PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO PLO PLO PLO
1 2 3 4 5 6 7 8 9 10 11 12

K1 K2 K3 K4 S1 S2 S3 c1 Cc2 c3 Cc4 G5

CLO1 X

CLO2 X

CLO3 X

CLO4 X X
Method of Teaching

= Workin architectural design office punctually and complete the required contact hours.

= Field trips as required and assigned by manager

= Taking up architectural work assigned by office manager

=  Positive and active participation of students throughout the course is another contribution
to their learning activities.

Monitoring of Students Progress
= During the span of training, internal supervisor (Faculty) will visit and remain in contact
with trainee student for guidance and assistance.
=  External supervisor (office manager) will assign and monitor the work of student.
=  Weekly performance of student will be recoded.

Assessments

External supervisor will evaluate the student’s performance through prescribed evaluation | 50%
forms by Training Center —AU.

Internal supervisor will evaluate the performance of student through written report | 30%
submitted by student along with duly completed evaluation forms and weekly attendance
report from external supervisor in company.

Final grades will awarded after oral exam based on the evaluation report from external 20%
supervisor and technical report submitted by student to internal supervisor.

Syllabus

Site development of housing projects (8-12 Ha)

Master planning of housing /urban design projects

Designing of medium size residential project (vertical development)
Designing of small to medium size commercial projects.

Building conservation or remodeling projects.

Construction drawings

N o ok w N e

Architectural working drawings
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8. 3d Professional rendering and model making

9. Shop drawings

10. Preparation of submission drawings.

11. Building/construction byelaws in design development
12. Site management (clerk of works)

13. Architectural project management

14. BOQ’s and tender documents

Reference Books:
= Neufert’s Architectural Design Data, Jhon Wiley & Sons 4™ Edition
. De Chiara Joseph, Timesaver standards for building types, McGraw-Hill
Professional Publishing; 4th edition, 2001

= Hall F Fred, Building construction handbook, Amsterdam Elsevier, 2008.
= Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007

. Punmia B C, Building construction an elementary as well as advanced course for
engineering students, New Delhi : Laxmi Publications ,2008.

] Ching, Francis D.K, and Cassandra Adams, Building Construction Illustrated,
John Willey & Sons, Inc. NY. USA. 2001
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B. Training Site Selection, Evaluation and Approval Form

Arc. SEAF-1

Training Site Selection, Evaluation and Approval Form

Please fill in the information required below before you apply for registration of the training course on
student registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size 0 Small O Medium O Large

No. of Employees

The Institution is related to the Architecture program o YES o NO

The department(s) in which the intern will be trained o YES o NO
has/have sufficient and qualified staff to implement an
adequate training plan.

The work environment in the institution is safe o YES o NO

Training Period o From: oTo:

Academic Supervisor’s Approval

| hereby, approve the training site and give permission to O YES o NO
the student to start his/her External Training/internship. | comments:

Academic Supervisor’s Name: Academic Supervisor’s Signature:
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C. Ajman University Internship Registration Form

The following is the internship application form that is available online at
https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category: Training
request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:



https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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D. Internship Request Letter Template

[Date]
To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University.
With this letter, | would like to request your approval for [Student Name], [Student ID] who is
a registered student in the Architecture department to be attached as trainee in [Company’s
Department] at [Company Name]. The student, as per his/her degree requirements must
complete a total of [Number of Hours] commencing on [Internship Start Date] and ending by
[Internship End Date] with the total hours in each internship week not exceeding 20.

External Training/internship is a core component in the Architecture program, intended to
enhance students’ practical skills, enable them to be acquainted with the professional practice
environment, and equip them with soft skills needed to pursue future careers in the
architecture and built environment industry.

| highly appreciate your cooperation and support.
Best Regards

[HOD/Academic Supervisor Name]

[Title]

[Tel]
[Email]
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E. Internship Weekly Report Form

Arc.IWRF-2
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

Days Absent .......ccccoeevrrernnne Days Late.....coecervececrrernene
Signatures
Field SUpPervisor ..........ccoveereneenne Date: ......... YA YA

Student e Date: ......... A YA
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F. Internship Evaluation by Academic Supervisor Form

Arc. IEASF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

G. Training Assessment

Performance category/ criteria Student Score Total Score
External supervisor Evaluation 50%
Internal supervisor Evaluation 30%

Final grades will awarded after oral exam 20%

Total 100%
COMMENES ..ottt sttt see e e sesssss s se s se s sessnan s
Academic SUPEIVISOr: ....cevveevrirreeeees eeeeenas YA

Signature Date
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H. Internship Evaluation by Field Supervisor Form

Arc.IEFSF-4

Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship. The
completed form should be sent to the Architecture Training Coordinator or the Academic

Supervisor.

Section A.

(To be completed by the Trainee student)
Student ID

Student Name
Internship Site

Field Supervisor Name

Section B.

(To be completed by the Field Supervisor)

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

- Place a (V) in the appropriate box for each item.

Performance Category/ Criteria 1/2/3/4/|5

Intern was able to correlate his/her theoretical knowledge with professional
practice.

Intern applied his/her technical knowledge in architectureengineering in the field
of their training.

Intern demonstrated effective communication skills.

Intern worked effectively in multi-disciplinary teams and acted as a responsible
member of the team they are working with.

Intern developed his/her personality by learning about selfcontrol, punctuality,
professional responsibility, time management, etc.

Intern demonstrated his/ her capability of contributing to the ongoing jobs at the
training sites.

Intern attended on time and regularly
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I. Intern Student Feedback Form

Arc. SFIF-5
Intern Student Feedback Form

Student ID

Student Name

Academic Year

Semester

Internship Site

- Place a (V) in the appropriate box for each item.

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

No.

Item

Rating

| am satisfied with the institution in which | conducted my training.

The training activities were relevant to my specialization field.

| had the opportunity to apply my hard (hands-on) and soft skills during
the training.

| am satisfied with the guidance and supervision of my Field Supervisor

| am satisfied with the guidance and supervision of my Academic
Supervisor during the training

| achieved my training learning outcomes

Further Remarks:
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J. Academic Supervisor Feedback Form

Form Arc. ASFF-6
Academic Supervisor Feedback Form

Academic Supervisor

Academic Year

Semester

Internship Site

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly
disagree.

- Place a (V) in the appropriate box next to each item.

S Item Rating

No. 12345

1 Trainee was able to interact with professionals in the various departments
in the training site.

2 The training plan was relevant to the trainee’s specialization

3 Trainee had the opportunity to apply practical and soft skills during the
training

4 Field supervision for the trainees was excellent

Trainee achieved the training learning outcomes

Further Remarks:
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1.2 Bachelor of Science in Building Engineering &
Construction Management

1. Introduction

This internship manual provides instructions and guidelines that help building engineering students
to successfully complete their internship/external training period. It also provides guidelines for
writing the internship/training report and preparing an oral presentation at the end of their training

period.

Field training/internship is an essential component of all degree programs offered in the College of
Architecture, Art & Design (CAAD). It helps students’ to relate the theoretical knowledge learned in
classrooms with the practical solutions of real world problems, experience the professional work
environment, to learn how to behave responsibly and work efficiently in carrying out assigned tasks.
Training course for Building Engineering students’ is divided into Training-l and Training Il. Prior to
registering Training | or Il course an initial information session is offered by training coordinator at
the CAAD while the External Training is conducted at various Building Engineering and allied
professional consultancies and organizations. The purpose of the initial information session is to
inform students about objectives & outcomes of training and to provide them with the essential

technical information that enable them to gain maximum benefit from their External Training.

The final evaluation of trainee students’ performance at the end of the training period is based on
how well they achieved these objectives and outcomes. During their External Training/Internship,

students are expected to:

1. Correlate their theoretical knowledge with professional practice.
Acquire additional technical knowledge concerning the field of their training.
Improve their communication skills, both oral and in writing.

Show initiative and develop self-confidence in handling the assigned tasks in real life.

A

Learn and appreciate the significance of teamwork and act as a responsible member of

the team they work with.

6. Develop their personality by learning about self-control, punctuality, professional

responsibility, time management, etc.

7. Demonstrate at the training site that AU students are serious learners with positive

attitude and they are capable of contributing to the ongoing jobs at the training sites.


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Arch.%20Art%20&%20Desig.%20(CAAD)/BCM-Internship%20Manual-updated-April%202020doc.docx
file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Arch.%20Art%20&%20Desig.%20(CAAD)/BCM-Internship%20Manual-updated-April%202020doc.docx
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2. Internship Learning Outcomes (CLOs):
A 04 credit hours course of Building Engineering Training is divided into two courses of 02 credit

hours each i.e. Training-I and Training-Il. Each training is comprises of distinctive course learning

outcomes.

2.1.Training-1 CLOs

Students taking Training-l need to be engaged/trained in following building engineering &

management process. At the end of the course student should be able to:

CLO1 | Understand and workout shop & submission drawings and to do office

management.

CLO2 | Review of BOQ, construction drawings and building byelaws.

CLO3 | Involved in adaptive designing, facade analyses & design and digital drafting.

CLO4 | Conduct building pre and post occupational survey and understand facility

management.
Mapping PLOs with CLOs
PL|PL | PL|PL|PL|PL|PL|PL|PL|PL|PL PL|PL PL PL| PL
o/o/ o/ o o oj]O0O O O/ 0/ 0 O|O0 O 0 O
112 3 4 5 67 8 9 10 11 12 13 14 15 16

Kl | K2 K3 | K4 | K5|S1|S2|S3 S4 S5 /|C1 | C2|C3 C4 C5/|C¢C6

CLo1 X

CLO2 X

CLO3 X X X

CLO4 X X
Mapping PLOs with CLOs

Program Related Outcomes:

PL | PL | PL PL PL PL|PL|PL|PL PL|PL|PL PLI PL PL| PL
0] o o 0] 0] 0] 0] 0] 0] 0] 0] 0] 0] 0] ) )

1 2 3 4 5 6 7 8 9 10 | 11 | 12 13| 14| 15 16
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K3 | K4 | K5 S2 S3 C2 c5

2.2 Training-1l CLOs

Students taking Training-ll needed to be engaged/trained in following building engineering &

management process. At the end of the course student should be able to:

CLo1 Use management tools to workout project site management schedules.

CLO2 Prepare BOQ and construction drawings according to building byelaws.

CLO3 Adaptive designing, facade engineering and digital drafting.

CLO4 Apply maintenance and facility management techniques in real scenario.

Mapping PLOs with CLOs

Mapping PLOs with CLOs

PL PL PL PL PL PL PL PL PL PL PL PL
O o o 0O 0O 0O O O O o0 o
5 6 7 8 9 10 11 12 13 14 15 16

o
o
(@)
MO 2=
O

Kl | K2 K3 | K4 | K5|S1|S2|S3 S4 S5 /|C1 | C2|C3 C4 C5/|C6

CLo1 X

CLO2 X X

CLO3 X X

CLO4 X X

Program Related Outcomes:

PL | PLO | PLO A PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO
2 3 4 5 6 7 8 9 10 11 | 12 13| 14 15| 16

K3 | K4 | K5 S2 S3 C2 c5

Descriptions of Program Learning Outcomes

PLO# Program Learning Outcomes Statement

3 Able to comprehend the fundamental knowledge and concepts of retrofit/adaptive designing
4 Able to comprehend the knowledge of professional practice and ethics

5 Able to comprehend the knowledge of construction laws and legal issues

37
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7 An ability to prepare schematic proposals for regenerative and retrofit designing

8 An ability to explicate design solution through illustrative, physical modes, writing and orally.
12 Team with multidisciplinary professions engaged in building design and construction process.
15 An ability to conduct building evaluation and suggest the viable solutions for its reuse.

3. Internship Credit and Contact Hours
The Building Engineering Training courses (I & 1) accounts for 4 credit hours and total 240 contact

hours. Students’ get cumulative grade based on their performance during External Trainings | & II.

4. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their External Training.
A faculty member from the Building Engineering department assigned, as Academic Supervisor (AS)
will also visit and monitor students’ at their training places. (AS) will visit at least once during the
training period to discuss with the Field Supervisor student’s progress in addition to training plan &

objectives.

5. Internship Assessment

The following table shows the weights given to the internship/training assessment tool.

External supervisor will evaluate the student’s performance through prescribed evaluation | 50%
forms given BCM training manual.

Internal supervisor will evaluate the performance of student through written report | 30%
submitted by student along with duly completed evaluation forms and weekly attendance
report from external supervisor in the office.

Final grades will awarded after oral exam based on the evaluation report from external 20%
supervisor and technical report submitted by student to internal supervisor.

6. External Training

The total number of hours that the intern is required to complete in each week of their training period
should not exceed 20 hours per week. The Field Supervisor (FS) will guide and supervise students at the
site of practical training. FS will assign tasks to trainee students on a daily or weekly basis in accordance
with the training plan and evaluate their performance in accomplishing given tasks. An Academic
Supervisor from the department of Building Engineering will also direct the students to achieve the
desired objectives of practical training and will monitor students' progress too. The Academic
Supervisor will provide guidance to the students during the course of their training and instruct them

on how to make an effective presentation of their work, both orally and in writing.

7. Responsibilities of the Student Trainee

The following are the responsibilities of the student trainee during the internship period:
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10.

11.

After a student gets a confirmed placement at a training site, he/she must inform

his/her Academic Supervisor and provide all necessary details.

Before the student trainee starts the practical training, he/she must attend the initial
“Training Preparation Meeting (TPM)” with his/her Academic Supervisor. The purpose
of this meeting is to ensure that the student fully understands the requirements of the

training in general and the training objectives and learning outcomes in particular.

The Academic Supervisor will evaluate the student trainees’ basic knowledge in the
area of their training. In case student is lacking in basic knowledge, they will be asked

to refresh their theoretical knowledge in that area before going to the training site.

Once student trainee starts his/her training program, he/she should be regular and
punctual and carry out all assigned tasks in the best possible manner. If it is not
possible for him/her to attend the training for a day or part of it, he/she must get the

approval of their Field Supervisor in advance.

While at the training site, student trainee must follow all safety instructions and other

guidelines from their Field Supervisor.

Student trainee must pay special attention to improving their communication skills

(oral and writing) during the training period.

Interns must work hard to acquire as much technical knowledge as possible about the
type of activity they are involved at the training site. For this, try all possible ways to
get the needed technical information from the Internet, manuals, reports, catalogues,
etc. Student trainee should also ask questions at the site to clarify their understanding

of the subject matter.

For each day of the week, student trainee must enter a summary of the tasks they
have performed in the “Weekly Activity Log Form” provided to them. These tasks must
have been performed either by the student trainee alone or as a member of a team.
At the end of every week, the student trainee must sign their weekly activity log form

for that week and get it signed by their Field Supervisor.

Prepare a training Logbook for the daily notes about their work at the training site.
The notes shall be brief but to the point. Any problems encountered and how they
were solved must be entered in the Training log notebook, which will helpful when

they start writing their training report at the completion of the training period.

Student trainee must keenly observe how the tasks at the training site are
accomplished and try to understand the role of a practicing Architect and its

contribution in successful completion of projects/assignments.

Whenever there is some free time, students should utilize it by reading a technical

manual and observing how other engineers at the site are performing different tasks.
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During such times, they may offer their services for an on-going technical task but

never insist on doing it unless the Field Supervisor allows them to do so.

12. At the end of the training period, student trainee must thank all those who helped

him/her at the training site. They shall also confirm that their Field Supervisor has

signed and sent to the university.

13. Student trainee must prepare a training report as well as an oral presentation at the

end of the each training session according to the guidelines in sections [11 &12].

8. Internship/Training Registration Procedure

Students can

register for internship using the online application form available at

https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of the internal training is

a pre-requisite for starting the External Training. A student is eligible for the Training-| after he/she

has completed at least 75 credit hours. The criteria for registering Building Engineering Training

course are as follows:

Students’ who completed at least 47 credit hours and passed courses BCM 220 & BCM
241 will be eligible to apply for Building Engineering Training-l. And students’ can
register for Training-Il after completing minimum 85 credit hours, Training —| and BCM
322 & BCM 300.

Training request form is filled online using students’ online registration system.

Head of Department/ Training Coordinator’s approval is required in all cases.

Once the training request is approved, Building Engineering Training is added to the

student’s registered courses.

9. Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in

appropriate private or public organizations that operate in the fields of Building Engineering Design,

Civil Engineering, Facility Management and Construction. AU Career and Internship office can also

assists in the placement of students for internship through their contacts with external organizations.

Training locations proposed by students are also accepted if they fulfil the required training site

selection criteria and approved by the training coordinator or academic supervisor. Please see Training
Site Selection, Evaluation and Approval Form (BCM.SEAF-1) in Appendix B.

10.0Orientation of Trainee Students

Trainee students are given an orientation about Building Engineering training objectives and their roles

and responsibilities by academic supervisor, which is conducted before the External Training. The topics

covered during the Internal Training are:

1. Introduction to Internal Training

2. Objectives and learning outcomes of the Training course.


https://ors.ajman.ac.ae/Requests/NewRequest.aspx
https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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Responsibilities of Trainee Students

Roles of Academic and Field Supervisors
Assessment of Practical Training Performance
Generic or Soft Skills for Building Engineers
Professional Ethics

Site Safety

© o N o g ~ W

Technical Preparedness
10. Report Writing

11. Oral Presentation

11.Follow-Up and Performance Assessment of Student Trainees

At the end of Training period, student trainees will be awarded a grade based on the following:
1. Student performance at the site as reported by Field Supervisor.
2. The training report and oral presentation prepared at the end of student training.

3. Evaluation of the weekly activity log forms by the Academic Supervisor.

11.1. Training Site Visit by Academic Supervisor
The Academic Supervisor is required to conduct at least one visit to each of the training site
(especially for new training sites) to discuss the training progress with the Field Supervisor and

the Student Trainee.

11.2. Weekly Reports
Student trainees are required to prepare a weekly report that summarizes the training tasks and

activities assigned by the Field Supervisor.

11.3. Internship Report
At end of each training student trainees is required to prepare and submit training report.
These reports should describe in details the knowledge and skills acquired during their
External Training. The following sections provide guidelines that help trainee students write

their training report.

11.4. Report Preparation Guidelines
The first important step in preparing the internship report is to gather all relevant information.
For this purpose, student will primarily rely on their Training log notebook and technical
manuals related to the training work and other information/work completed or gathered

during training.
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The next step is proper composing of report, for this, student need to define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the
ideas are classified in groups and subgroups, all arranged in a logical order. The report should

be comprises of following content.
1. Brief introduction of company served as trainee.
List of weekly work undertaken during the training.
Brief introduction of nature of work/project.
In case of design project conceptual brief and development is necessary.
Sample of works student has completed.
Brief explanation about learning experience in respective company

Acknowledgement
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Conclusion

12.0ral Assessment and Presentation
At the end of the each External Training, trainee students are required to prepare and deliver a
fifteen-minute oral brief that highlights activities/ tasks completed during period of External
Training. Trainee students must follow the following guidelines for preparing their oral

presentation.

12.1.  Planning for Oral Presentation:

The main steps involved in the planning are as follows:
a) Define the contents of report.
b) Identify the main points that student wants to convey.
€) Organize thoughts in logical sequence.
d) Determine the key achievements of training
e) Identify key learnings for tasks taken during training.

f)  Summaries overall experience of training and suggest improvements.

12.2. Questions/Answers Session:
Although students may have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this

session.

12.3. General Consideration of Oral Exam

(a) Dress appropriately for the occasion.
(b)  Stay calm and composed and express self-confidence.

(c) Make sure that report is properly printed and contents are clear to you.
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(d)
(€)
(f)
(@)
(h)

Do not rush or talk too slowly.

Pause at key points to emphasize their significance.
Change your voice pitch and use appropriate gestures.
Maintain eye contact with the examiner.

Carefully listen to the questions and give concise, to the point answers.

13.Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance

of the student trainee using Internship Evaluation by Field Supervisor Form (BCM.IAFS-4).

14.Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student trainee’s

performance based on the following:

*  Weekly Reports

* Internship /Training Report

* Internship Oral Presentation

* Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (BCM. IEASF-3).
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15.Appendices

A. Course Descriptions of the Internship/External Training | & Il

Course Title Building Engineering Training-I
Course Code BCM 501 Credit Hours: 2
Pre-Requisites Completion of 47 Credit Hours and BCM 220 & BCM 241

Aims

There are two aims of this course first, to introduce students with building engineering/ remodelling

practice and second, to introduce professional office management.

Program Related Outcomes:

PL| PL PL | PL| PL|PL|PL|PL|PL PL|PL PL| PL| PLI PL| PL
0 6 0 o000 O OO 0 O O 0

1 2 3 4 5 6 7 8 9 |10 | 11 | 12 13 14 15| 16

K4 | K5 S2 | S3 C2 C5

Course Learning Outcomes:

Students taking Training-l need to be engaged/trained in following building engineering & management

process. At the end of the course student should be able to:

CLO1 | Understand and workout shop & submission drawings and to do office management.

CLO2 | Review of BOQ, construction drawings and building byelaws.

CLO3 | Involved in adaptive designing, facade analyses & design and digital drafting.

CLO4 | Conduct building pre and post occupational survey and understand facility management.

Mapping PLOs with CLOs

Mapping PLOs with CLOs

PL PL PL PL PL PL PL PL PL PL PL PL
0O 00O OO 0O OO0 0 0 O
5 6 7 8 9 10 11 12 13 14 15 16

o
o
(@)
>0 2
@)

K1 K2 K3 K4 K5 |S1 S2|S3 S4 S5 C1|C2/C3 /C4 C5/¢C6
CLO1 X
CLO2 X
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CLO3 X X
CLO4 X X

Method of Teaching
= Positive and active participation of student in office and field throughout the course
= Work in Civil Eng., Building Construction/Management, Facility Management & Building
Surveying professional business offices, punctually and complete the required contact hours.
= Taking up adaptive design and drawing work assigned by office manager.

= Field surveys/trips as required and assigned by office manager.

Monitoring of Students Progress
= During the span of training, internal supervisor (Faculty) will visit and remain in contact with
trainee student for guidance and assistance.
= External supervisor (office manager) will assign and monitor the student’s work.

= Weekly performance of student will be recoded.

Assessments

External supervisor will evaluate the student’s performance through | 50%
prescribed evaluation forms by Training Center —AU.

Internal supervisor will evaluate the performance of student through | 30%
written report submitted by student along with duly completed
evaluation forms and weekly attendance report from external supervisor
in the office.

Final grades will awarded after oral exam based on the evaluation 20%
report from external supervisor and technical report submitted by
student to internal supervisor.

Syllabus

1. Taking up the small scale remodeling projects (residential or commercial projects).
Taking up construction & working drawings.
Taking up facade design/remodeling of small scale projects.
Conducting building surveying and exploring building facility management.
Exposure to shop drawings.
Exposure to submission drawings.

Office management and project scheduling/timeline.

©® N o oA~ W N

Review of BOQ in office
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Reference Books:

Neufert’s Architectural Design Data, Jhon Wiley & Sons 4™ Edition
De Chiara Joseph, Timesaver standards for building types, McGraw-Hill Professional
Publishing; 4th edition, 2001

Hall F Fred, Building construction handbook, Amsterdam Elsevier, 2008.
Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007

Punmia B C, Building construction an elementary as well as advanced course for

engineering students, New Delhi : Laxmi Publications ,2008.
Ching, Francis D.K, and Cassandra Adams, Building Construction Illustrated,

John Willey & Sons, Inc. NY. USA. 2001

Course Title

Building Engineering Training-II

Course Code

BCM 502 Credit Hours: 2

Pre-Requisites

Completion of 85 Credit Hours and BCM 322 & BCM 300

Aims

There are multiple aims of this course first, to introduce students with building engineering/ remodelling

practice, second to introduce site & building management and third to engage them project estimation

process.

Program Related Outcomes:

PL | PL

PL | PL PL|  PL|PL|PL|PL PL PL | PL| PL| PL| PL| PL
0 0 0 0 0 O O o o o o 0 0

3 4 5 6 7 8 9 |10 11 12 | 13| 14| 15 16

K4 | K5 S2 | S3 C2 C5

Course Learning Outcomes:

Students taking Training-Il needed to be engaged/trained in following building engineering &

management process. At the end of the course student should be able to:

CLo1 Use management tools to workout project site management schedules.

CLO2 Prepare BOQ and construction drawings according to building byelaws.

CLO3 Adaptive designing, facade engineering and digital drafting.

CLo4 Apply maintenance and facility management techniques in real scenario.
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Mapping PLOs with CLOs
Mapping PLOs with CLOs
PL | PL  PL PL PL|PL|PL|PL|PL|PL PL|PL|PL PL | PL| PL
o/o/o ojo o 0/0O0 O OO0 0|0 |O 0| O
1|2 314 5 6 7 8 9 10 11 12 13 14 45 16
K1 K2 | K3 K4 | K5|S1 S2 S3|S4 S5/C1 C2 C3|C4|C5)¢C6
CLO1 X
CLO2 X
CLO3 X X
CLO4 X X

Method of Teaching

= Positive and active participation of student in office and field throughout the course

= Work in Civil Eng., Building Construction/Management, Facility Management & Building

Surveying professional business offices, punctually and complete the required contact hours.
= Taking up adaptive design and drawing work assigned by office manager.

= Field surveys/trips as required and assigned by office manager.

Monitoring of Students Progress
= During the span of training, internal supervisor (Faculty) will visit and remain in contact with

trainee student for guidance and assistance.

= External supervisor (office manager) will assign and monitor the student’s work.

= Weekly performance of student will be recoded.

Assessments

supervisor.

external supervisor and technical report submitted by student to internal

External supervisor will evaluate the student’s performance through prescribed | 50%
evaluation forms in BCM training manual.

Internal supervisor will evaluate the performance of student through written report | 30%
submitted by student along with duly completed evaluation forms and weekly
attendance report from external supervisor in the office.

Final grades will awarded after oral exam based on the evaluation report from 20%

Syllabus

1. Taking up the medium scale adaptive projects (residential or commercial projects).

2. Taking up construction & working drawings.
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Taking up facade design/remodeling of small scale projects.
Working with building facility management companies.
Site Management and preparing to shop drawings.

Project scheduling/timeline.

N o v bk~ w

Preparing estimation, BOQs and exposure to tender documents.

Reference Books:
= Neufert’s Architectural Design Data, Jhon Wiley & Sons 4™ Edition
= De Chiara Joseph, Timesaver standards for building types, McGraw-Hill Professional
Publishing; 4th edition, 2001

= Hall F Fred, Building construction handbook, Amsterdam Elsevier, 2008.
= Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007

=  Punmia B C, Building construction an elementary as well as advanced course for
engineering students, New Delhi : Laxmi Publications ,2008.

] Ching, Francis D.K, and Cassandra Adams, Building Construction Illustrated,

John Willey & Sons, Inc. NY. USA. 2001
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B. Training Site Selection, Evaluation and Approval Form

BCM SEAF-1

Training Site Selection, Evaluation and Approval Form

student registration system.

Please fill in the information required below before you apply for registration of the training course on

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size

o Small o
Medium 0O Large

No. of Employees

The Institution is related to the Building Engineering program O YES o NO
The department(s) in which the intern will be trained has/have sufficient O YES o NO
and qualified staff to implement an adequate training plan.
The work environment in the institution is safe o YES ]
NO
Training Period o From: O
To:
Academic Supervisor’s Approval
I hereby, approve the training site and give permission to the student to O YES ]
start his/her External Training/internship. NO
Comments:

Academic Supervisor’s Name:

Academic Supervisor’s
Signature:
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C. Ajman University Internship Registration Form
The following is the internship application form that is available online at

https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category: Training

request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:



https://ors.ajman.ac.ae/Requests/NewRequest.aspx
https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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D. Internship Request Letter Template

[Date]
To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University.
With this letter, | would like to request your approval for [Student Name], [Student ID] who is
a registered student in the Building Engineering to be attached as trainee in [Company’s
Department] at [Company Name]. The student, as per his/her degree requirements must
complete a total of [Number of Hours] commencing on [Internship Start Date] and ending by

[Internship End Date] with the total hours in each internship week not exceeding 20.

External Training/internship is a core component in the Building Engineering program,
intended to enhance students’ practical skills, enable them to be acquainted with the
professional practice environment, and equip them with soft skills needed to pursue future

careers in the building engineering and built environment industry.

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]

[Title]
[Tel]

[Email]
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E. Internship Weekly Report Form

BCMIWREF-2
Student Weekly Activity Log

Student ID

Student Name

Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

Days Absent ........ccccccveverennee. Days Late......cccceveeerecennnnas
Signatures

Field Supervisor ..........cccoeveeeerecnen. Date: ......... YA YA
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F. Internship Evaluation by Academic Supervisor Form

BCM IEASF-3
Internship Evaluation by Academic Supervisor Form

Student ID

Student Name

Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
External supervisor Evaluation 50%
Internal supervisor Evaluation 30%

Final grades will awarded after oral exam 20%

Total 100%

Academic SUPEIVISOr: ....cevveevrirreeeees eeeeenas YA

Signature Date
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G. Internship Evaluation by Field Supervisor Form

BCMIEFSF-4

Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship. The
completed form should be sent to the Building Engineering Training Coordinator or the

Academic
Supervisor.

Section A.

To be completed by the Trainee student)

Student ID

Student Name

Internship Site

Field Supervisor Name

Section B.

(To be completed by the Field Supervisor)

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1

strongly disagree.

- Place a (V) in the appropriate box for each item.

Performance Category/ Criteria 112 3 45

Intern was able to correlate his/her theoretical knowledge with professional
practice.

Intern applied his/her technical knowledge of building engineering in the field of
their training.

Intern demonstrated effective communication skills.

Intern worked effectively in multi-disciplinary teams and acted as a responsible
member of the team they are working with.

Intern developed his/her personality by learning about self-control, punctuality,
professional responsibility, time management, etc.

Intern demonstrated his/ her capability of contributing to the ongoing jobs at the
training sites.

Intern attended on time and regularly
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H. Intern Student Feedback Form

BCM SFIF-5
Intern Student Feedback Form

Student ID

Student Name

Academic Year

Semester

Internship Site

- Place a (V) in the appropriate box for each item.

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

No.

Item

Rating

| am satisfied with the institution in which | conducted my training.

The training activities were relevant to my specialization field.

| had the opportunity to apply my hard (hands-on) and soft skills during
the training.

| am satisfied with the guidance and supervision of my Field Supervisor

| am satisfied with the guidance and supervision of my Academic
Supervisor during the training

| achieved my training learning outcomes

Further Remarks:
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I.  Academic Supervisor Feedback Form

Form BCM ASFF-6
Academic Supervisor Feedback Form

Academic Supervisor

Academic Year

Semester

Internship Site

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly
disagree.

- Place a (V) in the appropriate box next to each item.

S Item Rating

No. 12345

1 Trainee was able to interact with professionals in the various departments
in the training site.

2 The training plan was relevant to the trainee’s specialization

3 Trainee had the opportunity to apply practical and soft skills during the
training

4 Field supervision for the trainees was excellent

Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .......ccoceeeeveeevernnnene Date: .,
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1.3 Bachelor of Interior Design

1. Introduction

This internship manual provides instructions and guidelines that help Interior Design students to
successfully complete their internship-external training. It also provides guidelines for writing the
internship/training report and preparing an oral presentation at the end of their training period/s.

Interior Design training/internship is an essential component of all degree programs offered in the
College of Architecture Art & Design (CAAD). It helps students relate the theoretical knowledge
learned in classrooms to the practical solutions of real-world problems, experience the professional
work environment, and learn how to behave responsibly and work efficiently in carrying out assigned
tasks.

For interior design students, the Interior Design Training course is divided into two external Training
Periods. Both Trainings are conducted at various Interior Design Semesters.

Interior Design Training course has specific objectives and learning outcomes, which must be explained
to trainee students by the Academic Supervisor/s at the beginning of the External Training. The final
evaluation of trainee students’ performance at the end of each training period is based on how well
they achieved these objectives and outcomes. During their External Training/Internship, students are
expected to:

e Correlate their theoretical knowledge with professional practice.
e Acquire additional technical knowledge concerning the field of their training.
e Improve their communication skills, both oral and in writing.

e Show initiative and develop self-confidence in handling the assigned tasks in
real- life.

e |earn and appreciate the significance of teamwork and act as a responsible
member of the team they work with.

e Develop their personality by learning about self-control, punctuality,
professional responsibility, time management, etc.

e Demonstrate at the training site that Interior Design students from AU are
serious learners with positive attitude and they are capable of contributing
to the ongoing jobs at the training sites.
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2. Internship Learning Outcomes (CLOs):
Upon completion of the External Training Periods, students will be able to:
CLo1 Link theoretical knowledge with the professional practice

CLo2 Experience & implement shop drawings, visiting construction site
and familiarization with the various phases of construction and the
importance of construction management.

PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO

KL | K2 | K3 | K4 | K5 | S1 | S2 | S3 | S4 | S5 | C1 | C2 |  C3|C4 | G5

CLo1 X X
CLO2 X X
CLO3 X X X

CLO 3 Supervise facilities under construction, specifications and quantity
surveying, cost analysis and estimation, contract documents and
legal issues in construction and interior design management in
consulting offices, firms and government agencies.

PLO# CODE Program Learning Outcomes Statement

PO1 K1 Apply the principles and integrate the design concept to interior
design project through drawings and techniques

PO4 K4 Communicate effectively in multidisciplinary teams and work
effectively with other

professionals in the work market

PO6 S1 Employ and adjust communication professionally, in design and
conduct development stages, analyze and interpret a satisfactory
result

PO14 C4 Extract from credible resources as well as from experiences earned
in various practices to enhance knowledge and professional skills
career

PO15 C5 Apply ethical factors and analyze methods in professional practice

3. Mapping of Internship CLOs with BID Program Learning Outcomes

Mapping of Course Learning Outcomes to Program Learning Outcomes:
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Program Related Outcomes:

PLO | PLO PLO PLO | PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO @ PLO
1 2 3 4 5 6 7 8 9 10 11 12 13 | 14 15

K1 K4 S1 c4 C5

4. Internship Credit and Contact Hours

The Interior Design Training courses accounts for 4 credit hours and 320 contact hours of the Interior
design program and students receive grades based on their performance during both their External
Training periods.

The student training consists of two periods, aimed for professional field training.

Period 1:
(8 weeks), in a total contact hour of 160 each period.
(Maximum 4 Hrs./day,5 days/week), (2 Cr. Hrs.).

Prerequisites: Interior design V

Period 2:
(8 weeks), in a total contact hour of 160 each period.
(Maximum 4 Hrs./day,5 days/week), (2 Cr. Hrs.).

Prerequisites: Interior design V.

5. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their External Training
Period. A faculty member from the Interior design department assigned, the Academic Supervisor will
also visit students at their training places at least once during the training period to discuss with the
Field Supervisor the training plan and the progress made by the trainee student.

6. Internship Assessment
The following table shows the weights given to the internship/training assessment tool.
The Academic Supervisor will submit the final grades.

The assessment of final grades will be based on the evaluation report from external supervisor and
technical report submitted to internal supervisor as below.:

Academic Supervisor’s assessment for the trainee student 30%
Assessment of External Supervisor Training report. 30%
Oral Presentation done by the students, based on the reports done by 40%

the Field Supervisor
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7. External Training Contact Hours

The total number of hours that the intern is required to complete in each week of their training period
should not exceed 20 hours per week. The Field Supervisor will guide and supervise students at the site
of practical training. He will assign tasks to trainee students on a daily or weekly basis in accordance
with the training plan and evaluate their

performance in accomplishing given tasks. An Academic Supervisor from the department of Interior
Design will also direct the students to achieve the desired objectives of practical training and will
monitor students' progress too. The Academic Supervisor will provide guidance to the students during
the course of their training and instruct them on how to make an effective presentation of their work,
both orally and in writing.

8. Responsibilities of the Student Trainee
The following are the responsibilities of the student trainee during the internship period:

1. After a student gets a confirmed placement at a training site, he/she must inform
his/her Academic Supervisor and provide all necessary details.

2. Before the student trainee starts the practical training, he/she must attend the
“Training Preparation Meeting (TPM)” with his/her Academic Supervisor. The
purpose of this meeting is to ensure that the student fully understands the
requirements of the training in general and the training objectives and learning
outcomes in particular.

3. The Academic Supervisor will support the student trainees’ basic knowledge in the
area of their training. In case they are lacking in basic knowledge, they will be asked
to refresh their theoretical knowledge in that area before going to the training
site.

4. Once student trainee starts his/her training program, he/she should be regular
and punctual and carry out all assigned tasks in the best possible manner. If it is
not possible for him/her to attend the training for a day or part of it, he/she must
get the approval of their Field Supervisor in advance.

5. While at the training site, student trainee must follow all safety instructions and
other guidelines from their Field Supervisor.

6. Student trainee must pay special attention to improving their communication
skills (oral and writing) during the training period.

7. Interns must work hard to acquire as much technical knowledge as possible about
the type of activity they are involved at the training site. For this, try all possible
ways to get the needed technical information from the Internet, manuals, reports,
catalogues, etc. Student trainee should also ask questions at the site to clarify their
understanding of the subject matter.

8. For each day of the week, student trainee must enter a summary of the tasks
they have performed in the “Weekly Activity Form” provided to them. These
tasks must have been performed either by the student trainee alone or as a
member of a team. At the end of every week, the student trainee must sign their
weekly activity form for that week and get it signed by their Field Supervisor.

9. Prepare a training Notebook for the daily notes about their work at the
training site. The notes shall be brief but to the point. Any problems
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encountered and how they were solved must be entered in the training
notebook, which will helpful when they start writing their training report at the
completion of the training period.

10. Student trainee must keenly observe how the tasks at the training site are

accomplished and try to understand the role of a practicing interior
designer and his contribution in  successful completion of
projects/assignments.

11. At the end of the training period, student trainee must thank all those
who helped him/her at the training site. They shall also confirm that their Field
Supervisor Form has signed and sent to the University.

12. Student trainee must prepare a training report as well as an oral presentation
(using Power Point) at the end of the training session according to the guidelines
in this manual.

9. Internship/Training Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx.

For starting the External Training. A student is eligible after he/she has completed at least the Pre-
Requisite: Interior Design V (BID 364).

The criteria for registering Interior Design Training course are as follows:

e Only senior students who completed Interior Design-V (90 credit
hours and above) are eligible to apply for Interior Design Training
course (Period-I).

e Training request form is filled online using students’ online registration system.
e Head of Department/or Training Co-Ordinator’s approval is required in all cases.

e Once the training request is approved, Interior Design Training is
added to the student’s registered courses.

10.Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the fields of interior design. Career and
Internship Office can also assist in the placement of students for internship through their contacts with
external organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic supervisor.
Please see Training Site Selection, Evaluation and Approval Form (BID-EAF-1) in Appendix B.

11.0rientation of Trainee Students

Trainee students are given an orientation about Interior Design Training objectives and their roles and
responsibilities in the Interior Design Department before conducting their External Training, the topics
covered during the Orientation are:

1. Introduction to External Training
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Objectives and learning outcomes of the Interior Design Training course.
Responsibilities of Trainee Students

Roles of Academic and Field Supervisors

Assessment of Practical Training Performance

Generic or Soft Skills for Interior Designers

Professional Ethics

Site Safety

© o N o gk wDd

Technical Preparedness
10. Report Writing
11. Oral Presentation

Table 1: Schedule of Orientation lectures for Training Program (in the ID- Department)

Lecture # Topics

1 Introduction to Training
Objectives of Practical Training

How to Achieve the Training Objective

Responsibilities of Trainee Students
Role of Academic Supervisor
Role of Field Supervisor

Generic or Soft Skills for Interior design Assessment

Practical Training Performance

Industrial Safety Professional Ethics

Technical Report Writing

2 Oral Presentation

Searching Technical Information Concluding Remarks

Evaluation Test

12.Follow-Up and Performance Assessment of Student Trainees

At the end of Interior Design Training period, student trainees will be awarded a grade based on the
following:

1. Student performance at the site as reported by Field Supervisor.

2. The training report and oral presentation prepared at the end of
student training.

3. Evaluation of the weekly activity log forms by the AcademicSupervisor.

12.1. Training Site Visit by Academic Supervisor

The Interior Design Academic Supervisor is required to conduct at least one visit to each of the
training site (especially for new training sites) to discuss the training progress with the Field
Supervisor and the Student Trainee.



AU INTERNSHIP MANUAL

12.2. Weekly Reports

Student trainees are required to prepare a weekly report that summarizes the
training tasks and activities assigned by the Field Supervisor.

12.3. Internship Report

Student Trainees are required to prepare and submit two separate reports.
These reports should describe in details the knowledge and skills acquired during
each External Training period. The following sections provide guidelines that
help trainee students write their training report.

12.4. Preparing the Final Version

To finalize the training report, student trainees need to add the following
additional pages:

a. Title Page: The title page shall include the name of the University and
its logo as well as the name of the college and department. Student
shall also include the title of the report, their name, ID number, and the
training period (for example: 15-6-2020 to 30-7-2020).

b. Acknowledgment: After the title page, student may add an
acknowledgment page to thank the person(s), such as Field Supervisor,
and Academic Supervisor.

c. Table of Contents: The table of contents shall indicate the titles of
chapters and sections and their page numbers.

d. Bibliography or References: At the end of the training report but before
the appendix, student shall provide a list of books, technical reports,
and websites consulted for writing training report.

e. Appendix: Any information or data that is necessary for the sake of
completeness, but not directly related to the main body of the report
may be presented in the Appendix.

Before binding the training report, student should proofread it carefully from the
beginning to the end for any spelling or typographical errors. At last, student is
ready for the final step that is, submitting it to the Academic Supervisor for
evaluation.

12.5. Internship Presentation

At the end of the External Training, trainee students are required to prepare and deliver a
fifteen-minute presentation that highlights their activities/ tasks during their External
Training period. Trainee students must follow the following guidelines for preparing their
oral presentation:

)] Planning for oral presentation
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i) Preparing visual aids
iii) Preparing for Questions/Answers session
iv) Getting ready for actual presentation

a. Planning for Oral Presentation:
The main steps involved in the planning are as follows:
a) Define the contents
b) Define a suitable title of presentation
C) Collect all necessary supporting material
d) Identify the main points that student wants to convey to the audience
e) Organize their thoughts in logical sequence
f) Determine the number of slides needed for their presentation

g) Identify main points for each slide and give each slide a title

b. Presentation format and layout:
The following points should be observed while preparing presentation slides:
(a) Each slide shall contain only the key points.

(b) Use large fonts so that it is easy for the audience to read the
contents of the slides.

(c) Use different colors to highlight the most important points.
(d) Use animation effects where appropriate but do not overdo it.

(e) Add graphics, Images, Drawings, and video clips, as appropriate.

Students may use the following sequence for slides:

The Title Slide: Contains the title of the presentation, name of presenter, name of Academic Supervisor.
Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc. o

Conclusion Slide: Should include a summary of the main conclusions of the training experience.

c. Questions/Answers Session:

Although students have no idea about the type of questions asked at the end of
their presentation, they must do their homework so that they are reasonably
prepared for this session.

Presentation Day: On the day of the presentation:
() Dress appropriately for the occasion.
(b) Be calm and composed. Show self-confidence.
(c) Arrive in the presentation room/hall before the start of their presentation.

(d) Make sure their presentation is properly saved on the presentation
room PC and it runs smoothly without any problem.
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(e) Follow the instructions of the session chairperson regarding the presentation time.
(f) Do not rush or talk too slowly.

(9) Pause at key points to emphasize their significance.

(h) Change your voice pitch and use appropriate gestures.

(i) Maintain eye contact with the audience.

(]) Atthe end of the presentation, thank the audience and ask if
there are any questions.

(k) Carefully listen to the questions and give concise, to the point answers.

13.Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance
of the student trainee using Internship Evaluation by Field Supervisor Form (BID-IEFS-F).

14.Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student trainee’s
performance based on the following:

e Weekly Reports
e Internship /Training Report
e Internship Oral Presentation

e Field Supervisor Evaluation Report
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A. Course Description of the Internship/External Training

AJMAN UNIVERSITY
COLLEGE OF ARCHITECTURE, ART, and DESIGN

Department of Interior Design
Course Title: Interior Design Practical Training
Course Code: BID 411& BID 412
Credit Hours: 4: (2-2 Hrs. External Training) Pre-Requisite: Interior Design V (BID 364)

Co-Requisite: None

Aims
The aim of this training is to enable students gaining basic professional interior design knowledge, such
as; interior finishing materials, suppliers, materials specification, bill of quantity, cost estimation.

Learning Outcomes

Upon completion of this course, students should be able to:

ClLo1 Link theoretical knowledge with the professional practice

CLO 2 Experience & implement shop drawings, Vvisiting
construction site and familiarization with the various phases
of construction and the importance of construction
management.

CLO 3 Supervise facilities under construction, specifications and
guantity surveying, cost analysis and estimation, contract
documents and legal issues in construction and interior
design management in consulting offices, firms and
government agencies.

Program Related Outcomes:

PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO|PLO| PLO PLO PLO
1 2 3 4 5 6 7/ 8 9 10 11 12 13 14 15

K1 K4 S1 C4 c5
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Mapping of Course Learning Outcomes to Program Outcomes

Mapping PLOs with CLOs

PLO | PLO | PLO  PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO | PLO
1 2 3 4 5 6 7 8 9 10 11 | 12 | 13 14 | 15

K1 | K2 K3 | K4 | K5 | S1 | S2 | S3  S4 S5 |C1 | C2 | C3 C4 G5

CLo1 X X
CLO2 X X
CLO3 X X X

Method of Teaching

This part of training will include:
= Visiting interior design bureau.
= Sjte supervision.

®  |ectures by external visitors (interior designers, interior contractors, suppliers).

The student training consists of two periods, aimed for professional field training.

Period 1 (8 weeks
(5 Hrs./day -5 days/week) (2 Cr.Hrs.)

Prerequisites: Interior design V

Period 2 (8 weeks)
(5 Hrs./day -5 days/week) (2 Cr. Hrs.)

Prerequisites: Interior design V

Syllabus

Training on the means of applications for interior design knowledge gained through the curriculum and
thus linking theoretical knowledge with the professional practice. Emphasis on the interaction of interior
design practice to the rest of other professions dealing with the society and the built environment

This training provides exposure to professionalism, code of ethics, teamwork, interior design field
studies and opportunity for learning methods and techniques commonly used in practice. Experience in
developing execution and shop drawings, visiting construction site and familiarization with the various
phases of construction and the importance of construction management

The training is a means for exposure to sites investigations, the supervision of facilities under
construction, specifications and quantity surveying, cost analysis and estimation, contract documents
and legal issues in construction and interior design management in consulting offices, firms and
government agencies.

This period can help trainee develop his/her abilities toward future employment.
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Monitoring the students

Through visits to the site, final report and final presentation (jury)

Assessments

Academic Supervisor’'s assessment for the trainee student. The supervisor is 30%
requested to evaluate the students based on a Criteria which is reflected based
on the Work and Projects the students have accomplished during his Training
Period.

Assessment of External Supervisor. Fills Training report that the Academic 30%
Supervisors provides, this report consists of different measures that the students
is evaluated by the External Supervisor according to these measures.

Oral Presentation done by the students. This presentation must consist 40%
of all the work and projects the students worked on during the period of
training. According to his/her work they are Evaluated.
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B. Training Site Selection, Evaluation and Approval Form

BID-TSS-F-1
Training Site Selection, Evaluation and Approval Form

Please fill in the information required below before you apply for registration of the training course on student
registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium O Large

No. of Employees

The Institution is related to the IDE program o YES o NO

The department(s) in which the intern will be o YES o NO

trained has/have sufficient and qualified staff to
implement an adequate training plan.

The work environment in the institution is safe o YES o NO

Training Period o From: o To:

Academic Supervisor's Approval

| hereby, approve the training site and give permission o YES o NO
to the student to start his/her External | Comments:
Training/internship.

Academic Supervisor’s Name: Academic Supervisor’s Signature:

Date: / /20
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C. Internship Registration Form
The following is the internship application form that is available online at

https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category:

Training request and complete your application online.

Internship Application and Registration Form

Student Nam
Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:
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C. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman
University. With this letter, | would like to request your approval for [Student Name],
[Student ID] who is a registered student in the Interior design department to be attached
as trainee in [Company’s Department] at [Company Name]. The student, as per his/her
degree requirements must complete a total of [Number of Hours] commencing on
[Internship Start Date] and ending by [Internship End Date] with the total hours in each
internship week not exceeding 20.

External Training/internship is a core component in the interior design program, intended to
enhance students’ practical skills, enable them to be acquainted with the professional practice
environment, and equip them with soft skills needed to pursue future careers in the interior design

industry and healthcare services.

| highly appreciate your cooperation and support.

Best Regards
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D. Internship Weekly Report Form

BID-IWR-F-2
Student Weekly Activity Form

Student ID
Student Name

Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

......................................................................................................... Days Absent
............................ Days

I | (T

Signatures

Field SUPEIVISON ......coeeerereerrrreererennen. Date: ......... YA A Student
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E. Internship Evaluation by Academic Supervisor Form

BID-IEASF-3

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score

External Training Report % 25%
Including Weekly Reports (BID-IWR-F-2)

Internship Presentation % 20%
Field Supervisor Evaluation (Interior Design IF4) % 30%
Academic Supervisor Evaluation (BID-IEASF-3) % 25%
Total % 100%
Comments

Academic SUPEIVISOr: .......coceevveeeeeerreeennes Date.......... Y /20

Signature
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F. Internship Evaluation by Field Supervisor Form

BID-IEFS-F-4

Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship.
The completed form should be sent to the Interior Design Training Co-Ordinator or
the Academic Supervisor.

Section A.

(To be completed by the Trainee student)
Student 1D

Student Name

Internship Site

Field Supervisor Name

Section B.
(To be completed by the Field Supervisor)

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly
agree and 1 strongly disagree.

- Place a (V) in the appropriate box for each item.

Performance Category/ Criteria 1 2 3 4 5

Intern was able to correlate his/her theoretical knowledge with
professional practice.

Intern applied his/her technical knowledge in interior design in the field
of their training.

Intern demonstrated effective communication skills.

Intern worked effectively in multi-disciplinary teams and acted as a
responsible member of the team they are working with.

Intern developed his/her personality by learning about self- control,
punctuality, professional responsibility, time management, etc.

Intern demonstrated his/ her capability of contributing to the
ongoing jobs at the training sites.

Intern attended on time and regularly
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G. Intern Student Feedback Form

BID-ISFB-F-5
Intern Student Feedback Form

Student ID

Student Name

Academic Year

Semester

Internship Site

- Place a (V) in the appropriate box for each item.

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

S

No.

Item

Ratin

| am satisfied with the institution in which | conducted my
training.

The training activities were relevant to my specialization
field.

| had the opportunity to apply my hard (hands-on) and soft
skills during the training.

| am satisfied with the guidance and supervision of my Field
Supervisor

| am satisfied with the guidance and supervision of my
Academic Supervisor during the training

| achieved my training learning outcomes

Further Remarks:

Date:
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l. Academic Supervisor Feedback Form

Form BIDASFB-F-6
Academic Supervisor Feedback Form

Academic Supervisor

Academic Year

Semester

Internship Site

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

- Place a (V) in the appropriate box next to each item.

S Item Rating
No. 1 2 3 4 5
1 Trainee was able to interact with professionals in the various

departments in the training site.

2 The training plan was relevant to the trainee’s
specialization

3 Trainee had the opportunity to apply practical and soft
skills during the training

4 Field supervision for the trainees was excellent

Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .......c.cccceeveeeeeevenennee. Date: oo




2. College of Business Administration
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1. INTRODUCTION

Ajman University (AU) College of Business Administration (CBA) has developed the following guidelines
for the course MT470 (Business Internship). This internship program is open to CBA students following
the 6™ or 8" semester of the business program study plan. The goal of the internship program is to
facilitate the application of the student’s prior classroom learning in a field setting. Business internship
MGT 470, is a 3 credit course, which provides the student with an opportunity to experience the
business environment in preparation for the student’s entry into the workforce. CBA requires eligible
students to complete 240 hours of internship with the intention of enriching their academic and
practical educational experience, with a secondary aim of providing a valuable resource/service to the
many organizations that comprise our broader community.

All parties involved in the internship program should benefit from the experience. The successful
completion of a business internship should provide the student with the practical, “hands-on”
experience in the business world that contemporary employers require. The employer should benefit
from having the opportunity to bring into its place of business a highly motivated intern who can
contribute to the success of the business. The internship experience should also provide the employer
with the opportunity to screen a potential permanent employee. The benefit to CBA will come from
the ensuing contacts and goodwill generated from placing our students with appropriate local, regional,
national, and, when the opportunities arise, international organizations.

A student who has successfully completed all the requirements for MGT470 earns three credits for the
experience.

Internship Learning Objectives

e The student demonstrates a practical application of the business knowledge, skills and
competencies learned in previous courses.

e The instructor learns about his/her students through a first-hand look at their work.

e The student completes a written report of value, both to his/her employer and to his/her
course work at CBA.

e (CBA benefits from the good relations developed through this interaction with the business
community.

The student is responsible for meeting the following MGT470 qualifications:
e Good academic standing (i.e. GPA of 2.00 or higher).
e Completion of 96 credits

If the student receives an internship offer from an employer without having met all the qualifications
for an internship, CBA reserves the right to deny academic credit for the internship.

CBA-arranged Internships

e (CBA posts an internship opportunity to students through its email mailing list when a position
becomes available specifying the following:

o the name and location of the organization
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o ajob description

o rate of pay (if any)

o number of work hours requested, and
o application deadline.

e The student applies for the internship. Students should exercise due care while preparing
materials to submit to employers and provide employers with documents that appear to have
been prepared professionally.

e The student gains official approval from the internship coordinator or designated supervisor
based on information provided by the employer.

2. Internship Learning Outcomes (CLOs)

1. Demonstrate a working knowledge of basic business concepts, problems, and issues as they
apply to the employer’s business

2. Communicate effectively in a professional environment

3. Demonstrate professionalism and ethical behavior in the workplace

3. Mapping of Internship CLOs with Program Learning Outcomes.
Program Learning Outcomes:

PLO 1: Explain the core functional areas of business and their interrelatedness.
PLO 2: Present effective business correspondence in written and oral form.

PLO 3: Work effectively in team and independently take responsibility for own learning and professional
development.

PLO 4: Think critically and analytically to solve business problems.

PLO 5: Apply ethical and corporate social responsibility principles in organizations and in business
decision making.

PLO 6: Synthesize cultural sensitivity with global citizenship in addressing business problem:s.

PLO 7: Demonstrate in-depth knowledge and understanding of theories, concepts and principles used
in business and management practices

PLO 8: Apply management techniques, principles and practices to a variety of decision-making and
problems-solving contexts

Corresponding Program

Course Learning Outcomes (CLOs) Learning Outcomes (PLOS)

a. Demonstrate a working knowledge of basic business concepts,
problems, and issues as they apply to the employer’s business

b. Communicate effectively in a professional environment 2

c. Demonstrate professionalism and ethical behavior in the workplace | 5




-

Uboocl =0l
AJMAN UNIVERSITY

4. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their External
Training. Academic Supervisor will also visit students at their training places at least once during the
training period to discuss with the Field Supervisor the training plan and the progress made by the

traine

e student.

5. Internship Assessment

Field Supervisor’'s assessment for the trainee | 30%

student
Responsiveness and meeting deadlines 10%
Training evaluation by student 10%

Assessment of External Training report by the | 20%
Academic Supervisor

Assessment of the weekly reports of the | 10%
External Training by the

Academic Supervisor

Assessment of trainee presentation by a | 20%
departmental committee.

6. Roles and Responsibilities

a.

Student Responsibilities

In order to receive academic credit for MGT470, the student must successfully accomplish the
following:

Be certain that s/he meets all the qualifications for an internship before applying

Provide a current CV.
Secure an offer from an approved employer.
Read and sign the “Student Agreement” form.

Successfully complete 240 internship work hours during the semester in which the student is
registered for the internship.

Maintain a journal of his/her experiences (via a weekly report submitted to the internship
coordinator via Moodle. The internship coordinator will provide further directions.

Receive an overall satisfactory evaluation from both the employer and CBA internship
coordinator. The employer’s evaluation will be sent directly to the internship coordinator
when completed by the student’s field supervisor.

Employer’s Responsibilities



AU INTERNSHIP MANUAL

The employer must agree to the following stipulations:

e To engage the student in a position suitable for a major in the student’s discipline that will
allow the student to gain practical and academic business experience.

To provide the intern with 240 internship work hours in a designated period in return for
which the student earns three academic credits.

e Toassign the intern with a field supervisor with appropriate training and experience who will
work with CBA’s internship coordinator to supervise the intern

To provide the intern with the organization’s materials appropriate to the internship, such as a
pre-arranged schedule of assignments

CBA is responsible for the dismissal of a student for academic or disciplinary reasons, but the
employer maintains the right to remove a student from an internship if the student does not
comply with the rules, policies, procedures, or standards of the employer. In the event of a
student’s removal by the employer, the CBA internship coordinator must be notified
immediately. Both CBA and the employer will determine jointly if and when a student should
be permitted to return to the employer to continue the internship.

o

Internship Field Supervisor’s Responsibilities

At a minimum, the internship field supervisor will perform the following:

Supervise the intern. The field supervisor has sole responsibility for supervising the student
while s/he is in an intern position.

e Communicate clearly any internship problems to the CBA internship coordinator.

e Comment on the intern’s written report.

Provide the internship course instructor with a completed copy of the “Employee Evaluation
Form” at the completion of the internship.

The supervisor will also be invited to attend and comment on the student’s in-class
presentation.

d. CBA Internship Coordinator’s Responsibilities
At a minimum, the internship coordinator will perform the following:

e Develop and update (if and when required) College of Business Administration’s internship
manual, in accordance with Ajman University policies and in liaison with the Office of Career
and Internship.

e Prepare and update (if and when required) syllabus for Business Internship program.

Coordinate with Office of Career and Internship in matters regarding internship.

e Represent College of Business Administration at all events and meetings regarding student
internship.

Assign job responsibilities to internship supervisors.

Regularly communicate with internship supervisors.
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e. CBA Internship Supervisor’s Responsibilities

Classroom instruction responsibilities

e Determine the suitability of the internship experiences.

e Provide each intern with directions about how to prepare the journal, written report, and final
presentation.

e Read journals and correspond with students on a weekly basis.

e Read and comment on the preliminary draft of the student’s final report.
e Read and evaluate the final draft of the student’s final report.

e Assign a grade to the student upon completion of the internship.

Instructor’s employer-related responsibilities

e Assist employer, where necessary, in creating a job description appropriate to the role in
which the intern will work.

e Assist employer by participating in the interview process, if appropriate.

e Participate in an early internship review, typically at the completion of about 40 hours of the
internship.

e Communicate periodically with the student’s supervisor to determine how well the student is
performing in the internship.

e Perform a final evaluation of the suitability of the internship experience and provide feedback
to the employer.

7. The CBA Internship Process

The CBA internship experience is a five-stage process involving various stakeholders. The stages are
summarized as follows:

Stage 1: Introduction

Students who are eligible for enrolling in the internship program (or will become eligible at the end of
the current semester) that is students in their 6" semester of the CBA study plan shall initiate contact
with their academic advisors to indicate their interest in taking the internship. If the advisor finds the
student is eligible for the internship s/he will advise the student to register for the internship course.

Upon request, the internship course coordinator will issue the student with a “letter of introduction”
(Appendix A) to potential employers.

Upon approval of the employer and the field supervisor, the internship coordinator will issue an
“Internship Approval Letter” (Appendix B) to the student, which is to be returned to the employer. In
cases where the student is unable to identify an internship placement site, the student should contact
the internship coordinator to obtain assistance with finding an internship placement site. The student
will need to prepare an updated CV and other relevant documents. Similarly to what has been earlier
described, the Internship coordinator will issue an “Internship Approval Letter” to the student.

Stage 2: Registration

Formal registration in the internship program occurs during the registration period stipulated in the
Ajman University academic calendar. Overall, the basic requirements to enroll in the internship program
at the undergraduate level are:



AU INTERNSHIP MANUAL

e The student must have successfully completed at least 96 credit hours and at least six
semesters in the spring semester immediately preceding the internship

e The student must have at least a 2.0 Cumulative Grade Point Average (CGPA).

e The student must be active, which means s/he has been enrolled in courses in the previous
semester.

e The student must be willing and able to devote the required time and energy to meet the
internship program requirements

Stage 3: Training Site Selection and Evaluation

Internship coordinator and academic supervisor coordinate the placement of trainee student in
appropriate private or public organizations. Career and Internship Office can also assists in the
placement of students for internship through their contacts with external organizations. Training
locations proposed by students are also accepted if they fulfil the required training site selection
criteria and approved by the training coordinator or academic supervisor. Site Selection Form needs
to be duly filled and internship site approved only if all the requirements are fulfilled by the employing
organization.

Please see Training Site Selection, Evaluation and Approval Form Appendix C

Stage 4: Orientation of Internship Students

Orientation process begins with a mandatory two-hour orientation, which could be divided into two
sessions, based on supervisors’ discretion, where students would be given detailed background of
internship program, requirements and expectations from all stakeholders.

Trainee students are given an orientation about internship objectives and their roles and responsibilities
during the training process. The topics covered during the Training are:

1. Introduction to Training
Objectives and learning outcomes of the Business Internship course.
Responsibilities of Trainee Students
Roles of Academic and Field Supervisors

. Assessment of Training

Industrial Safety

2

3

4

5

6. Professional Ethics
7

8. Report Writing

9

. Oral Presentation

Stage 5: Implementation
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Once the student is registered in the internship program, a course syllabus, which details the internship
program goals and learning outcomes as well as the assessment strategies, will be sent by the CBA
internship coordinator to both the student and the field supervisor.

Students are required to complete the stated contract hours and provide feedback on their progress
and experience as indicated in Stage 4.

If the student is absent from the internship, this needs to be brought to the attention of the internship
coordinator through the field supervisor. The university attendance policy will apply to the internship
program as with any regular courses.

A minimum of two meetings take place between the student and the internship coordinator. Whenever
possible, the internship course instructor will conduct onsite visits and maintain regular communication
with the field supervisor in a face to face or using other communication modes as appropriate.

Stage 6: Assessment

The Internship program is assessed by the internship coordinator based on input from the field
supervisor at the host organization and the work submitted by the student. Standard AU grading
framework applies.

The Internship Learning Experience is typically assessed on the bases of the following:
e Timely completion and dissemination of relevant internship documents

e Weekly Activity Report: Each week, students prepare a summary of their work and overall
experience for the recent period. They will use Moodle to file these reports

e Internship Report and Presentation: At the end of the internship period, students are required
to submit a final report summarizing their experience and lessons learned and how they have
progressed towards the achievement of their objectives. This will be accompanied by a formal
presentation.

e Field Supervisor Assessment: Each field supervisor is sent an evaluation form near the end of
the internship period. The feedback of the field supervisor is integrated as part of the
assessment for the program.

Stage 7: Closing of Internship

As part of the process of continuous improvement, an evaluation of the internship experience is
conducted including feedback from the various stakeholders involved. The feedback collected from all
parties is analyzed by the internship coordinator who in accordance to AU quality assurance policies will
conduct necessary changes to the program. Three types of evaluation are usually conducted towards
the end of the internship:

e Student Evaluation of the Internship: All interns are expected during the last week of the
internship to complete and submit their Internship Evaluation Form (Appendix E)

e Intern Student Feedback Form: Another form that interns ought to fill and submit in the last
week of internship is Intern Student Feedback Form (Appendix H)

e Field Supervisor Evaluation: At the completion of the internship, the internship field
supervisor is expected to fill in and return the internship Evaluation Form (Appendix F) to the
internship coordinator.
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e Internship Coordinator Evaluation: Using CBA’s Instructor’s Course Assessment Review Form
(Appendix 1), the internship coordinator/supervisors are expected to evaluate the internship in
which they have been engaged.

The internship will be closed after assessment results are given and the various evaluations are
conducted. The internship coordinator and the intern will formally close the process by sending a Thank
You Letter to the host organization at the end of the internship.

8. Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training site (especially
for new training sites) to discuss the training progress with the Field Supervisor and the Student
Trainee

Weekly Reports

Student trainees are required to prepare a weekly report that summarizes the training tasks and
activities assigned by the Field Supervisor.

Internship Report

Student Trainees are required to prepare and submit a detailed report about their training experience.
This report should describe in detail the knowledge and skills acquired during their training. The
following sections provide guidelines that help trainee students write their training report.

Each student must complete a 7-10 page written report at the completion of the internship. The paper
generally should outline several aspects of the internship as noted below. The paper must be typed
using 12 point Times New Roman font, double-spaced, with one-inch margins, and a separate title page
(not included in the eight-to-ten detail pages).

The report will account for 20% of course grade. It is expected to be written in five sections as outlined
below:

1. Timeline: The timeline of the internship should be outlined from start to end date and
any challenges or difficulties that may arise from the timeframe in which the internship
took place, indicated.

2. Duties and Responsibilities: This section should be used to answer the question “What
duties, activities, and responsibilities did the internship entail”? Specifics of the
internship with respect to the tasks completed on a regular basis should be described
in detail.

3. Company Description: An overview of the organization in which the internship is
completed should be given. The organization name, location, category of product or
service provided by the company, approximate size of the company overall, and of the
specific work location should be included.

4. Job Preparation: — How did the internship prepare student for the workforce? At least
three experiences the students had or skills that they obtained that they feel will directly
prepare them for their career after AU, should be discussed.

5. Overall Evaluation of the Experience: What is the internee’s opinion of the internship
process? Interns should give feedback, including their opinions on the internship
process at CBA, their search for an internship, and the employer where they completed
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your internship. If the students have completed their internship evaluation form, they

will find it helpful to consult it as they address this section.

6. Polishing the First Draft: Having completed the first draft in a typed form, student are
now ready for the next step of polishing it. They ought to critically review the first draft
to delete unnecessary details and add missing information. Student should also be
prepared to rewrite any major portions of the report if that is required to improve its
quality.

7. Having done that, it is now time for carefully reviewing the modified report, checking
the grammar, sentence structure, spellings, continuity of sentences, and smooth
transition from paragraph to paragraph.

8. Preparing the Final Version: To finalize the training report, student trainees need to
add the following additional pages:

1. Title Page: The title page shall include the name of the university and its logo as well
as the name of the college and department. Student shall also include the title of
the report, their name, ID number, and the training period (for example: 15-6-2002
to 30-7-2002).

2. Acknowledgment: After the title page, student may add an acknowledgment page
to thank the person(s), such as Field Supervisor, and Academic Supervisor.

3. Table of Contents: The table of contents shall indicate the titles of chapters and
sections and their page numbers.

4. Bibliography or References: At the end of the training report but before the
appendix, student shall provide a list of books, technical reports, and websites
consulted for writing training report.

5. 5. Appendix: Any information or data that is necessary for the sake of
completeness, but not directly related to the main body of the report may be
presented in the Appendix.

6. Before binding the training report, student should proofread it carefully from
the beginning to the end for any spelling or typographical errors. At last, student
are ready for the final step that is, submitting it to the Academic Supervisor for
evaluation.

9. Internship Presentation

At the end of the Training, trainee students are required to prepare and deliver a 10 to 15 minutes’
presentation that highlights their activities/tasks during their training period. Presentation will account
for 20% of total grade. Trainee students must follow the following guidelines for preparing their oral
presentation:

¢ Planning for oral presentation:
The main steps involved in the planning are as follows:

a) Define the contents

b) Define a suitable title of presentation

c) Collect all necessary supporting material

d) ldentify the main points that student wants to convey to the audience
e) Organize their thoughts in logical sequence

f) Determine the number of slides needed for their presentation

g) lIdentify main points for each slide and give each slide a title
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e Presentation format and layout:

The following points should be observed while preparing presentation slides:

a. Each slide shall contain only the key points.
Use large fonts so that it is easy for the audience to read the contents of the slides.
Use different colours to highlight the most important points. (d) Use animation effects where
appropriate but do not overdo it. (e) Add graphics, charts, figures, and video clips, as
appropriate.

Students may use the following sequence for slides:

The Title Slide: Contains the title of the presentation, name of presenter, name of

Academic Supervisor.

Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc. o

Conclusion Slide: Should include a summary of the main conclusions of the training experience.

e Preparing for Questions/Answers session

Although students have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this session.

e Getting ready for actual presentation

On the day of the presentation:

o 0 T W

@ o

Dress appropriately for the occasion.

Be calm and composed. Show self-confidence.

Arrive in the presentation room/hall before the start of their presentation.

Make sure their presentation is properly saved on the presentation room PC and it runs
smoothly without any problem.

Follow the instructions of the session chairperson regarding the presentation time.

Do not rush or talk too slowly.

Pause at key points to emphasize their significance.

Change your voice pitch and use appropriate gestures.

Maintain eye contact with the audience.

At the end of the presentation, thank the audience and ask if there are any
qguestions.

Carefully listen to the questions and give concise, to the point answers.
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Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance
of the student trainee using Internship Evaluation by Field Supervisor Form

10.Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student trainee’s
performance based on the following:

o Weekly Reports
e Internship /Training Report
e Internship Oral Presentation

e Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form
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11.APPENDICES

Appendix A: Letter of Introduction

Appendix B: Internship Approval Letter

Appendix C: Training Site Selection, Evaluation and Approval Form
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Appendix E: Student Internship Evaluation

Appendix F: Intern Assessment by Field Supervisor

Appendix G: Intern Weekly Report

Appendix H: Intern Student Feedback Form

Appendix H: Business Internship Course Syllabus/Description

Appendix |: Internship Evaluation by Internship Supervisor
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Appendix A: Letter of Introduction

Letter of Introduction for [Name/ID]

Dear [Name of Employer key contact]

This letter serves to introduce . It confirms that [ ] is a student in Ajman
University (AU) College of Business Administration (CBA). S/he is in the latter stages of obtaining a BSc
in

As part of their studies, eligible AU CBA students are required to participate in an internship program
which is intended to facilitate the application of the student’s prior classroom learning in a field setting.

is eligible to participate in the internship program. S/he seeks your assistance with securing
an internship in your esteemed organization. The College of Business Administration will appreciate any
assistance you can offer him/her to obtain the internship.

Please do not hesitate to contact me if you have any questions related to this matter.
Sincerely,

Name:

Designation:

College of Business Administration
Ajman University

P.O. Box 346, Ajman, UAE

Tel:
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Appendix B: Internship Approval Letter

[Field Supervisor/Key Contact Name]
Host Organization [Name & Address]

Commencement of Internship — [Semester/Academic Year]

Dear [Name of Employer key contact]

Thank you for your support for the CBA Business Internship Program through the provision of work
placement opportunities for our students. We are writing to confirm your offer of an internship from
[Start Date] to [End Date], to the following student

Student ID Student Name Major

The internship program will last for a total of 240 hours over a period of 8 weeks, at a rate of 30 hours
per week. Together with this letter, please find enclosed the following:

e Form 1: A weekly report on tasks performed by the student. The student will prepare the form
and you will sign it when satisfied with its contents.

e Form 2: An evaluation of the student’s performance over the duration of the internship
program. This will account for 30% of the overall marks scored by the student during the
internship program.

Please return both forms during the final week of the internship program to the name and address
provided at the bottom of this letter. We greatly appreciate the vital role that your organization plays
in promoting quality student internships and your personal cooperation to ensure the success of this
particular internship.

We will keep in touch with you as the training process progresses. Please do not hesitate to contact me
if you have any questions related to this matter.

Sincerely,

Name:

Designation:

College of Business Administration
Ajman University

P.O. Box 346, Ajman, UAE

Tel:
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Appendix C: Training Site Selection, Evaluation and Approval Form

Training Site Selection, Evaluation and Approval Form

Please fill in the information required below before you apply for registration of the training course on
student registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year Semester
Completed Credits Hours
Training Institution’s Profile
Institution Name
Industry/Sector
Private/Public

Size o Small 0 Medium O Large
No. of Employees

The Institution is related to the program o YES o NO

The department(s) in which the intern will be trained has/have sufficient and qualified staff to

implement an adequate training plan. o YES o No
The work environment in the institution is safe O YES o NO
Training Period o From: o To:

Academic Supervisor’s Approval

I hereby, approve the training site and give permission to the student to start his/her External
Training/internship. o YES o NO

Comments:

Academic Supervisor's Name: Academic Supervisor’s Signature:
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Appendix D: Internship Registration Form

The following is the internship application form that is available online at

https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category:

Training request and complete your application online

Internship Application and Registration Form

Student Name:

Student Identification Number (ID):

Training Course Code:
Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes N 1
Expected Graduation Semester:

Do you have your own training place? Yes Ca —

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:

Emirate:
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Appendix E: Student Internship Evaluation

College of Business Administration
STUDENT EVALUATION OF INTERNSHIP EXPERIENCE
WORK PERIOD: ___FA SP SU 20

STUDENT
NAME

MAJOR

EMPLOYER NAME & ADDRES

Your immediate supervisor’s name and title:

Did your supervisor discuss your supervisor’s evaluation form with you?

If not your supervisor, who did discuss it with you (name and title)?

From your perspective, was the discussion adequate?

Did you express your views about the work period candidly?

If not, why?

Other comments about your supervisor or your evaluation you wish to make:
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Do you recommend this employer to other students in the College of Business Administration?

To students in other programs?

If yes, please specify which ones

Did you receive your internship through the CBA Business Internship program?

If you found your internship on your own, would you suggest that CBA the Internship program office
personnel contact your employer regarding future intern placements?

If so, who should the program contact?
Name and title:

Phone number:

Address:

Email:
How do you rate your overall effort in this internship position?

Excellent Good Adequate Poor
If you feel you did not work up to your potential, what changes, either personal or situational, would
enable you to do better?

Your email address:
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Appendix F: Intern Assessment by Field Supervisor

The Field Supervisor is required to complete this form in the last week of internship. The completed form
should be sent to the CBA Training Co-coordinator or the Academic Supervisor

Training Assessment by Field Supervisor
Academic Year

Student’s Information

Full Name

ID number

Major

Training Institution’s Information

Institution’s Name

Department(s)

Field supervisor

Position/Job title
Tel. No.
P.O. Box

Fax

Email

Training Period From: To:
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S. | Training Objectives

Score (1-5)

[EE

Application of basic work skills (communication and development skills,
attitude towards co-workers & customers)

Ability to produce technical reports and work as team member

Ability to take initiative

Behavior and ethics

v A W N

Attendance (If absent for more than 25% of the training period, the trainee is
deemed to have failed)

6 | Ability to understand the training plan

Total Mark (out of 30)

Name & Signature ........ccccccovvviviie e Date: ....ccovevvennne.

Organization stamp
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Appendix G: Student’s Weekly Report

Student Weekly Report

Academic Year
College Major :
Student’s Name: Student’s ID:

Organization Name:

Week Number: From: To:

Activities performed by the student during the week

Day Activities Department Hours

Sunday

Monday

Tuesday

Wednesday

Thursday

Days of absence

Comments:

Name & Signature ..........cccccevvereiie s, D | (-H

Organization stamp
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Appendix H: Intern Student Feedback Form

Intern Student Feedback Form
Academic Year

Organization Name

Industry

Email

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.

- If the question does not pertain to your area of responsibility, please tick “N/A”.

- Please answer by putting v'.

S | Item

1 | | am satisfied with the institution in which | conducted my training.

2 | The training activities were relevant to my specialization field.

3 | | had the opportunity to apply my hard (hands-on) and soft skills during the
training.

4 | | am satisfied with the guidance and supervision of my Field

Supervisor

5 | I am satisfied with the guidance and supervision Academic Supervisor during
the training

6 | | achieved my training learning outcomes

Further Remarks:
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Appendix |: Business Internship Course Syllabus/Description

Course Syllabus

College: Business Administration

Department:
Academic Year:
Semester: O Fall [ Spring [J Summer
1.
Course Title: Business Internship Course Code MGT 470

Number of Credit Hours, Contact Hours, and Prerequisites:

Credit Hours: ...... 3. Theory: ....3... lab: ... Tutorial: ..........
Contact Hours: 240 (Field) Theory: .......... Lab: ......... Tutorial: ..........
Prerequisite(s) (if any): 96 credit hours

Co-requisite(s) (if any):

2. Instructor’s Name and Contact Information:

Name: Office No.:

E-mail: Office Tel.:

3. Catalog Course Description:

The aim of supervised training is to enable students to practice the learnt theories and concepts in
a business organization. Students from any business discipline undergo a training period that is
closely monitored by an instructor and the manager/supervisor of the organization to ensure that
the student cultivates sound professional attitudes and ethics needed in work places.

4. Course Learning Outcomes (CLOs):

Upon successful completion of the course, students will be able to:

Corresponding Program

Course Learning Outcomes (CLOs) Learning Outcomes
(PLOs)
d. Demonstrate a working knowledge of basic business concepts, ;
problems, and issues as they apply to the employer’s business
e. Communicate effectively in a professional environment 2
f.  Demonstrate professionalism and ethical behavior in the c

workplace
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5. Week-by-week Course Topics and Contents (Theory Class):

Week Topics and Contents Corresponding CLOs (#)

(Determined by Host organization)
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6. Week-by-week Experiment® Topics and Contents:

Week Experiment | Experiment Title
#
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LYou may change Experiment to Simulation, Studio, Lab, or Clinic, etc., as appropriate for your course.
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15.

Out-of-Class Assignment Title Submission Due Date

Assignments:#

1 Timely completion of registration | As provided in Moodle

and closing documents

2 Weekly activity log 1 per week via Moodle. Not later than the
Sunday following the working week.

3 Internship report After completion of internship. Actual date
communicated during last week of internship
via Moodle

4 Internship presentation After completion of internship. Actual date
communicated during last week of internship
via Moodle

7. Course Assessment:
The internship is assessed through a combination of tools outlined below:

Course Assessment Tools:

Assessment Tool? Weight (%)
Field Supervisor Evaluation 30%
Internship Coordinator Evaluation: 70%

e Activity log

e Internship report
e Internship presentation
e Responsiveness and meeting deadlines

e Internship project*

*may be required as a specific component of the internship report

As outlined in section 7 above and in the Internship Manual, each student must complete a 7-10 page
written report at the completion of the internship. The paper generally should outline several aspects
of the internship as noted below. The paper must be typed using 12 point Times New Roman font,
double-spaced, with one-inch margins, and a separate title page (not included in the eight-to-ten detail
pages).

Your report will account for 20% of your course grade. It is expected to be written in five sections as
outlined below:

2 You may add other assessment tools, as appropriate for your course.
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1. Timeline: Outline the timeline of the internship from start to end date and indicate any challenges or
difficulties that arose from the timeframe in which your internship took place.

2. Duties and Responsibilities: Use this section to answer the question “ What duties, activities, and
responsibilities did the internship entail”? Describe in some detail the specifics of the internship with
respect to the tasks you had to complete on a regular basis.

3. Company Description: Give an overview of the organization in which you completed your internship.
Include the organization name, location, category of product or service provided by the company,
approximate size of the company overall, and of the specific location where you worked.

4. Job Preparation: — How did your internship prepare you for the workforce? Aim to discuss at least
three experiences you had or skills that you obtained that you feel will directly prepare you for your
career after AU.

5. Overall Evaluation of the Experience: What is your opinion of the internship process? Feel free to give
any feedback, including your opinions on the internship process at CBA, your search for an internship,
and the employer where you completed your internship. This is your chance to give feedback on the
overall process. If you have completed your internship evaluation form, you will find it helpful to consult
it as you address this section.

Your internship report will be followed up by a 10 to 15 minutes presentation (date specified by
internship supervisor), which will be assessed by a three member panel comprising of internship
supervisor and two other faculty/staff members. Presentation will account for 20% of total grade.

8. Teaching and learning methodologies, including any use of online instruction:
N/A. Field-based Course

9. Course texts, recommended readings, instructional material and learning resources.

a. Course Text book
Title: n/a
Author(s):
Edition:
Publisher:

Publishing Year:
ISBN:

b. Reference books or recommended readings
H. Frederick Sweitzer & Mary A. King (2014)

The Successful Internship: Personal, Professional and Civic Development in Experiential Learning, 4e
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Belmont, Cengage Learning, ISBN — 9781285077192
c. Instructional materials and learning resources
i. CBA Internship Manual (2019 edition)
Ajman University College of Business Administration

Unpublished. Available on Moodle

ii. Graduateland: Internships in UAE

https://graduateland.com/s/internships/united-arab-emirates

Instructor’s Signature: Date:

Head of Department’s Signature: Date:

Appendix J: Business Internship Assessment

MGT470 Business Internship: Assessment Record.
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3.1 Hospital Dentistry Training Manual

1. Introduction

The purpose of the Hospital Dentistry rotations is to provide the sth year dental students with a general
understanding of the dental management of medically compromised patientsin both the outpatient and
inpatient settings, as well as provide experience to the administrative and management philosophies
pertaining to such patients in a hospital setting. During the training, the student will attend seminars on
advanced medical or surgical techniques and management of the medically compromised patient
population in hospital. Clinically, the student will devote a significant amount of time observing the
hospital staff in the general clinic, lab and in the operating room, as appropriate.

2. Definitions
Student: A senior level undergraduate who is eligible to enroll in the Hospital Dentistry course.

Hospital Dentistry: A mandatory College requirement course, which is a supervised hospital observership
in an approved local hospital.

Course Coordinator: A faculty member assigned to manage the Hospital Dentistry course and provide
guidance and support to participating training sites and students. The course coordinator may serve as
the Training Supervisor.

Training Supervisor or (Academic supervisor): A faculty member assigned to oversee one or more
students enrolled in the training program. The training supervisor will have routine contact with the
student and field supervisor; receive, review and grade student reports and evaluations; and is
responsible for assigning the final grade for the course.

Field Supervisor: A staff member assigned by the employer (Training site) to provide orientation,
guidance, and assessment of trainee student during their training program.

3. Course Learning Outcomes (CLO)
At the end of the course, the student will be able to:
1. Explain and interpret laboratory results and radiographs
2. Discus dental treatment for medically compromised patients

3. Write observation report on activities of allied health personnel in hospital facilities




AU INTERNSHIP MANUAL

4. Mapping of CLO with Program Learning Outcomes

Program Learning PLO Description Corresponding
Outcomes (PLO) CLO
Use the factual and theoretical knowledge in basic
medical and dental sciences and allied sciences to gather
K information from patient as part of history taking and cLo 1
3 patient examination in order to decide appropriate
investigation and decide a suitable course of treatment
within the scope of a general
dental practice.
Show responsibility and independent technical and
C clinical decision-making to evaluate and manage CLO 2
1 complex and unpredictable clinical work appropriate
to a primary care practice.
Demonstrate  responsibility — and  supervise
C the CLO 3
4 professional activity and mentoring of allied dental health
personnel.

5. Course Credit and Contact Hours

Credit Hours: Theory: 0 Hospital: | 8
2

Contact Hours Theory: 0 Hospital: | 8

6. Roles and Responsibilities
Training Coordinator / Academic Supervisor

e Ensuring the safety of the training sites by visiting the site and meeting the Field
Supervisor prior to the training program.

e Giving an orientation session to the trainees before the start of the hospital rotation.
® Receiving the signed reports & comments by the Field Supervisor;

e Arranging meetings with the students on a regular basis for guidance to improve
trainees’ performance and to discuss difficulties encountered by them.

e Ensuring that Field Supervisors commit to enabling students to meet their learning
outcomes.

e Guiding trainees on how to write the final report.
e Ensuring that Field Supervisor are aware of his/her responsibilities.
e Ensuring that each trainee submits his/her final report on time.

e Assessing the Hospital Dentistry course
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Field Supervisor
e Ensuring that course process meets the course objectives and outcomes.

e Coordinate with other hospital staff for providing an effective training experience to
the student trainees.

e Submitting an assessment report for each trainee at the end of the course.

e liaising with the course coordinator regarding the conduct of the training program or
any difficulties encountered.

Trainee Student
e Attend the hospital rotations as per the schedule.
e Meeting their course coordinator regularly

e Observe all relevant instructions, laws and rules issued by the hospital in terms of
punctuality, performance, confidentiality, wearing white-coat and keeping to their
post during the training and attendance.

e Submit individual project (report) about different hospital activities during hospital
rotations.

e Follow all the instructions and rules related to the safe use of space, such as labs,
operating rooms, etc.

e Avoid any improper action or behavior that could be hazardous.

e Reportany accident, a near accident experience or any significant hazard you discover
on site.

7. Training Registration Procedure

College encourage non-warned students to use the early registration period to select the course in
consultation with their academic advisors. The early registration period is specified in the academic
calendar. Warned students and students who did not benefit from the early registration can register
during the registration week. The course can be registered on the Banner System by the students.

8. Training Site Selection and Evaluation

The College Dean with the Hospital Dentistry Coordinator evaluate potential training sites based on set
requirements that would meet the training objectives. Once the training site is identified and confirmed,
a memorandum of understanding or agreement is prepared. The training site will be evaluated upon the
completion of every training period. In addition to this, the course coordinator will visit the site regularly
and discuss with the field supervisor the approaches to training, ways to develop and improve them and
to what extent the trainee students benefit from them.
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9. Orientation of Trainee Students

Before the start of hospital visit, the course coordinator will brief the students about the purpose of the
training and their schedules. These are intended to familiarize students with the program, curricula,
facilities, department activities, professional ethics and code of conduct. Students are properly oriented
as to their role and responsibility at the training site and the possible sources of risks involved.

10.Follow-up and Performance Assessment of Trainees

Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to the training hospital and discuss
with the Field Supervisor the approaches to training, ways to develop and improve them and to what
extent the trainee students benefit from them.

Training Report
At the end of their training, students are expected to submit individual project (report) about different
hospital activities during hospital rotations.

Training Assessment by Field Supervisor

At the end of the training, the field supervisor fills out an assessment form for every student.

11.Course Assessment by Academic Supervisor

At the end of the course, the course coordinator submits the Instructor Course Assessment Report that
contains a comprehensive instructor review of the presentation of the course, covering:

appropriateness of the course learning outcomes

o

extent to which the syllabus was covered

extent to which learning outcomes were met (with evidence)
appropriateness of textbooks and other learning resources

appropriateness of assessment instruments in relation to learning outcomes
appropriateness of the balance of assessment

appropriateness of prerequisites

> m -~ o a9 O

general comments on any problems encountered with the course

12.Assessment of the effectiveness of the training

At the end of the course, the course coordinator evaluates data about the percentage of students who
have achieved the learning outcome of an objective for each course assessment tool used for the
Outcome. A weighted average for each course Outcome is computed and used to determine whethera
given course Outcome has been achieved or not. Depending on the number of course Outcomes, which
has been achieved, a decision is made on whether the whole course outcomes were achieved or not.
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Following this, the course is mapped against a predetermined Program Learning Outcome. Depending
on the number of courses that has been achieved, a decision is made on whether the particular Program

Outcomes were achieved or not.

13.Appendices
1. Course Description of the Hospital Dentistry course

2. Evaluation by Field Supervisor Form
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Appendix: 1 Course Description

College: Dentistry Department: Surgical Sciences Program: DDS
Academic Year: 2019 - 2020
Semester: OFall XSpring OSummer 1.

Course Title Hospital Dentistry Course Code DDS509

:
;
;
i

Number of Credit Hours, Contact Hours, and Prerequféites:

Credit Hours: 2 Theory: 0 Lab: 8 Tutorial: 0
Contact Hours: Theory: 0 Lab: 8 Tutorial: 0
Prerequisite(s) (if any) DDS505

Co-requisite(s) (if any)

2. Instructor’s Name and Contact Information:

Name Abu baker Elmahdi Office No. 128-5

E-mail a.elmahdi@ajman.ac.ae Office Tel. 067056217

3. Catalog Course Description:

Fifth year students are assigned for six weeks to an affiliated hospital. The hospital rotations are
observership. During this rotations, students are assigned to hospitalized patients to reinforce
principles of physical diagnosis for patients with severe medical problems, learn to request and
answer consultations.

4. Course Learning Outcomes (CLOs):

Upon successful completion of the course, students shall be able to:

Corresponding

Course Learning Outcomes (CLOs) Program Learning

Outcomes (PLOs)
1. Explain and interpret laboratory results and radiographs K
3
2. Discus dental treatment for medically compromised patients C
1
3. Write observation report on procedures and activities of allied C
health personnel in hospital facilities 4

5. Week-by-week Course Topics and Contents, including sessions for assessments (Theory Class):

Week Topics and Corresponding
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Contents CLOs (#)
1 Admission & Discharge Medical Records: CLO3

— Observe admission and discharge criteria.
2 Admission & Discharge Medical Records: CLO 3

— Explain all the admission and discharge documents.

3 Sterilization & Infection control: CLO3

— Explain and monitor the sterilization.

Sterilization & Infection control: CLO 3
4 — Explain different patient, doctor and staff protection.

— Describe the hospital infection control procedures.

5 Laboratory Department: Clo1
- Explain and Interpret laboratory results.
6 Medical Department: CLO2
- Discuss process of medical consultations
7 Medical Department: CLO 2
- Discuss dental treatment for medically compromised
patients
Surgery Department: CLO 2
8 — Describe process of surgical preparations and postoperative
follow up
9 ICU & CCU: CLO3

— Observe patient care
10 ICU & CCU: CLO 3

— Observe patient care
11 ENT Department: CLO 3

— Describe basic ENT examination
12 ENT Department: CLO 2

— Discuss ENT — dental related diseases.

13 Radiology & Dental Departments: CLO1

— Discuss and Interpret radiographs

14 Radiology & Dental Departments: CLO1

— Discuss dental treatment modalities for in- patients

15 Emergency Room: CLo 3
- Describe and discuss treatment priority

16 Emergency Room: CLO 3

- Describe iv fluids & life support
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4. Week-by-week clinic

Hospital rotations- discussions and seminars

5. Relating the CLOs to the Assessment Tools to demonstrate the attainment level of CLOs:

CLOo# Assessment Tool(s)

Clo1 Project (report) & final exam
CLO 2 Project (report) & final exam
ClLo3 Project (report)

6. Out-of-Class Assighments:

Assignment Title

Submission Due Date

during hospital rotations

=

Individual project (report) about different hospital activities

End of week 14

7. Course Assessment. Course Assessment Tools:

Assessment Tool Assessment Date Weight
(%)
Out-of-Class Assignments End of week 14 60%
Final Exam Week 16 40%

8. Teaching and learning methodologies, including any use of online instruction:

Hospital rotations

and seminars in the hospital.

9. Course texts, recommended readings, instructional material, and learning resources.

a. Course Text book:

Title: A Practical Guide to Hospital Dentistry
Author(s): K George Varghese

Edition: 1 edition

Publisher: Jaypee Brothers Medical Publishers
Publishing Year: 2008

ISBN: 978-8184482430
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b. Reference books or recommended readings:

Little and Falace’s Dental Management of the Medically Compromised Patient, By James W, Little,

Craig Miller and Nelson L. Rhodus, 9th edition-10/2017. Publisher: Elsevier ISBN: 9780323443555

¢. Instructional material and learning resources:

www.med.nvu.edu www.dalcros.com
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Appendix 2: Evaluation by Field Supervisor

Student Name: Student ID:

Filed supervisor Name:

On a scale of 1-5, please rate the performance of the trainee student on the following 3 domains

during his/ her training period, where 1 is Poor, 2 is Satisfactory, 3 is Good, 4 is Very Good and 5 is
Exceptionally Outstanding.

Basic Clinical Skills

Obtaining medical history

Accurately recording patient details

Capable of reaching a final diagnosis

Formulating a treatment plan

Communication Skills

Acting professionally with patients

Maintaining a good relationship with colleagues

Accepts instruction from senior staff

Understands the social & cultural conditions of

patients regarding age, disability and confidentiality

Professional & Personal Conduct

Maintains a proper attire & personal hygiene

Accepting positive criticism

Ability to adapt in different situations

Follow the rules & regulations of hospital

Signature: Hospital Stamp Date: '/ /
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4.1 Bachelor of Science in Biomedical Engineering

1. Introduction

This internship manual provides instructions and guidelines that help biomedical students to
successfully complete their internship/External Training period. It also provides guidelines for writing
the internship/training report and preparing an oral presentation at the end of the training period.

Engineering training/internship is an essential component of all degree programs offered in the College
of Engineering and Information Technology (CEIT). It helps students relate the theoretical knowledge
learned in classrooms to the practical solutions of real-world problems, experience the professional
work environment, and learn how to behave responsibly and work efficiently in carrying out assigned
tasks.

The Engineering Training course in the BME program is divided into Internal Training and External
Training. The Internal Training is conducted at the CEIT while the External Training is conducted at
various healthcare organizations. The purpose of the Internal Training is to equip students with basic
practical skills needed at engineering sites and to provide them with the essential technical information
and skills that enable them to gain maximum benefit from their External Training.

The Engineering Training course has specific objectives and learning outcomes, which must be
explained to Student Trainees by the Academic Supervisor at the beginning of the External Training. The
final evaluation of Student Trainees’ performance at the end of the training period is based on how well
they achieved these objectives and outcomes. During their External Training/Internship, students are
expected to:

e (Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge and skills.

e Improve their communication skills, both oral and in writing.

e Show initiative and develop self-confidence in handling the assigned tasks in real-life.

e Learn and appreciate the significance of teamwork and act as a responsible member of the team
they work with.

e Develop their personality by learning about self-control, punctuality, professional responsibility,
time management, etc.

e Demonstrate at training sites that engineering students from AU are serious learners with positive
attitude and they are capable of contributing to the ongoing jobs at the training sites.
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2. Internship Learning Outcomes (CLOs):

Upon completion of the External Training, students will be able to:

CLO1:
CLOZ2:

CLO3:
CLOA4:
CLOS:

CLOG6:

CLO7:

CLOS:

Apply and correlate their basic knowledge to BME practical applications and solutions.

Apply and correlate their specialized knowledge to BME practical applications and
solutions.

Communicate effectively, orally and in writing
Work effectively in multi-disciplinary teams.

Enhance their lifelong learning skills by being able to learn on their own utilizing the
various resources in the work environment.

Apply and correlate their knowledge in mathematics, science and engineering to solve
engineering problems.

Demonstrate an understanding of professional and ethical responsibility and the need
for professional development.

Demonstrate an understanding of the impact of BME solutions in a global, economic,
environmental and societal context.

3. Mapping of Internship CLOs with BME Program Learning Outcomes

Mapping of the internship learning outcomes (CLOs) to the BME program learning outcomes (PLOs):

PLOS: An ability to acquire broad knowledge in the field of BME.

PLO3: An ability to communicate effectively with a range of audiences.

An ability to function effectively on a team whose members together provide

PLOS: leadership, create a collaborative and inclusive environment, establish goals, plan
tasks, and meet objectives.

An ability to acquire and apply new knowledge as needed, using appropriate learning

PLOY: strategies.

An ability to identify, formulate, and solve complex engineering problems by applying

PLO1: principles of engineering, science, and mathematics.

PLOA4: An ability to recognize ethical and professional responsibilities in engineering
situations and make informed judgments, which must consider the impact of
engineering solutions in global, economic, environmental, and societal contexts

CLO 1 2 3 4 5 6 7 8

PLO 8 8 3 5 7 1 4 4

4. Internship Credit and Contact Hours

The Engineering Training courses accounts for 4 credit hours and 240 contact hours of the BME program
and students receive grades based on their performance during both the Internal and External Training
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periods. In some instances, internship providers may require Student Trainees to commit to a greater
number of hours than is generally required. By accepting the training site, Student Trainees are obliged
to accept the training provider’s work-hours requirement.

5. Monitoring of Student Trainees’ Progress

The Field Supervisor will monitor Student Trainees on a day-to-day basis during their External Training.
A faculty member from BME department assigned as Academic Supervisor will also visit students at their
training places at least once during the training period to discuss with the Field Supervisor the training
plan and the progress made by the Student Trainee.

6. Internship Assessment

The following table shows the weights given to the internship/training assessment tool.

Internal Training evaluation 20%
Field Supervisor’s assessment for the Student Trainee 40%
Assessment of External Training report by the Academic Supervisor 20%

Assessment of the weekly reports of the External Training by the Academic | 10%
Supervisor

Assessment of trainee presentation by a departmental committee. 10%

7. Internal Training

The objective of the inetrnal training is to prepare students for their External Training. The Internal
Trainingprogram consists of 10 hours of lectures and 20 hours of labs. The topics covered in lectures
are.

* Introduction to Internship

* Industrial Safety

e Review of Electrical Systems

e  Review of Communication Systems

e Practical Electronic Circuits and Systems
*  Ethics

The practical component covers basic skills in trouble shooting, soldering, designing and building basic
electronic circuits and, using measurement devices and techniques.

8. External Training

The Field Supervisor will guide and supervise students at the site of practical training. He/she will assign
tasks to Student Trainees on a daily or a weekly basis in accordance with the training plan and evaluate
their performance in accomplishing the assigned tasks. An Academic Supervisor from the department
of BME will also guide and mentor Student Trainees on how to achieve the desired objectives and
learning outcomes of the External Training and will monitor students' progress too. The Academic
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Supervisor makes weekly follow-up through telephone calls or emails with Student Trainees during the
course of their training.

9. Responsibilities of the Student Trainee
The following are the responsibilities of Student Trainees:

a) After a Student Trainee gets a confirmed placement at a training site, he/she must inform
his/her Academic Supervisor and provide all necessary details.

b) Before the Student Trainee starts the internship program, he/she must attend the “Training
Preparation Meeting (TPM)” with his/her Academic Supervisor. The purpose of this meeting is
to ensure that the student fully understands the requirements of the training in general and the
training objectives and learning outcomes in particular.

¢) The Academic Supervisor will evaluate the Student Trainees’ basic knowledge in the area of their
training. In case they are lacking in basic knowledge, they will be asked to refresh their
theoretical knowledge in that area before going to the training site.

d) Once a Student Trainee starts his/her training program, he/she should be regular and punctual
and carry out all assigned tasks in the best possible manner. If it is not possible for him/her to
attend the training for a day or part of it, he/she must get the approval of their Field Supervisor
in advance.

e) While at the training site, Student Trainees must follow all safety instructions and other
guidelines from their Field Supervisor.

f) Student Trainees must pay special attention to improving their communication skills (oral and
writing) during the training period.

g) Student Trainees must work hard to acquire as much technical knowledge as possible about the
type of activity they are involved in. For this, they are required to try all possible ways to get the
relevant technical information from the Internet, manuals, reports, catalogues, etc. Student
Trainee should also ask questions at the site to clarify their understanding of the various
technical matters.

h) Student Trainees must enter a summary of the tasks they have performed in the “Weekly
Activity Log Form” provided to them. These tasks must have been performed either by the
Student Trainee alone or as a member of a team. At the end of every week, the Student Trainee
must sign their weekly activity log form for that week and get it signed by their Field Supervisor.

i) Student Trainees are encouraged to have a training logbook for the daily notes about their work
at the training site. The notes shall be brief but to the point. Any problems encountered and
how they were solved must be entered in the Training log notebook, which will helpful when
they start writing their training report at the completion of the training period.

j) Student Trainees must keenly observe how the tasks at the training site are accomplished and
try to understand the role of practicing engineers and their contribution in
projects/assignments.

k) Whenever there is some free time, Student Trainees should utilize it by reading a technical
manual and observing how other engineers at the site are performing different tasks. During
such times, they may offer their services for an on-going technical task but never insist on doing
it unless the Field Supervisor allows them to do so.
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[) At the end of the training period, Student Trainees must thank all those who helped him/her at
the training site. They shall also confirm that their Field Supervisor has completed, signed and
sent the evaluation reports to the university.

m) Each Student Trainee is required to prepare and submit a training report and deliver an oral
presentation (using Power Point) at the end of the training period according to the guidelines
given in section [13] of this manual.

10. Internship/Training Registration Procedure

Students can register for internship using the online application form available on AU website at
https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of a two weeks Internal
Training is a pre-requisite for starting the External Training. The criteria for registering Engineering
Training course are as follows:

a) Onlysenior students who completed at least 75 credit hours are eligible to apply for Engineering
Training course.

b) Training request form is filled online using students’ online registration system.
c) Trainig request must is approved by the Head of Department/ Training Co-ordinator.

d) Office of Regiteration will add Engineering Training to added to the student’s registered courses
upon the fulfilment of the above.

11. Training Site Selection and Evaluation

The Training Coordinator and the Academic Supervisor coordinate the placement of Student Trainees
in appropriate private or public organizations that operate in the fields of BME and healthcare services.
Office of Career and Placement Services (OCPS) will also assist in the placement of students for
internship through their contacts with AU partners and external organizations. Training locations
proposed by students are also acceptable if they fulfil the criteria given in the training site selection form
and approved by the Training Coordinator or Academic Training Supervisor. Please see Training Site
Selection, Evaluation and Approval Form (BMEIF-1) in Appendix B.

12. Orientation of Student Trainees

BME Student Trainees are given an orientation about engineering training objectives and their roles and
responsibilities during the Internal Training, which is conducted before the External Training. The topics
covered during the Internal Training are:

e Introduction to Internal Training

e Objectives and learning outcomes of the Engineering Training course.
e Responsibilities of Student Trainees

e Roles of Academic and Field Supervisors

e Assessment of Practical Training Performance

e Generic or Soft Skills for Engineers

e Professional Ethics
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Industrial Safety
Technical Preparedness
Report Writing

Oral Presentation

The Internal Training covers both theoretical lectures and laboratory work. In addition to AU faculty and

staff, external professionals and practicing engineers may also be invited to cover some of the
theoretical lectures. The daily schedule of lectures is given in Table 1. Each lecture will have duration of
one hour, while every day there will be a laboratory session of 4 hours. In the first laboratory hour, a

theoretical lecture dealing with technical topics will be given, followed by three hours of hands-on
experience in the laboratory. A list of the technical topics covered is given in Table 2.

Table 1: Daily Schedule of Classroom Lectures For Internal Training Program

Lecture # Topics

1 Introduction to Internal Training
Objectives of Practical Training
How to Achieve the Training Objectives

2 Responsibilities of Student Trainees
Role of Academic Supervisor
Role of Field Supervisor

3 Generic or Soft Skills for Engineers
Assessment of Practical Training Performance

4 Industrial Safety
Professional Ethics

5-6 Technical Report Writing

7-8 Oral Presentation

9 Searching Technical Information
Concluding Remarks

10 Evaluation Test

Table 2: Technical lectures for Internal Training Program

Lecture # Technical Topics/Practical work

1-3 Measuring Instruments/Practice
4-6 Troubleshooting Techniques/Practice
7 Soldering Practice
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8-9 Computer Skills and AutoCAD

10 Laboratory Test

13. Follow-Up and Performance Assessment of Student Trainees

At the end of the Engineering Training period, Student Trainees will be awarded a grade based on the
following:

e The Student Trainee’s performance at the site as reported by Field Supervisor.
e The training report and oral presentation prepared at the end of student training.

e Evaluation of the weekly activity log forms by the Academic Supervisor.

13.1 Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training sites (especially
for new training sites) to discuss the training progress with Field Supervisors and Student Trainees. In
addition, the Academic Supervisor is required to make regular telephone calls and/or emails to Student
Trainees to get updates on the progress in implementing their training plans and resolve any problems
they might face.

13.2 Weekly Report

Student Trainees are required to prepare a weekly report that summarizes the training tasks and
activities assigned by the Field Supervisor. Weekly reports must be signed by the Field Supervisor and
submitted to the Academic Supervisor at the end of the training period.

13.3 Internship Report

Student Trainees are required to prepare and submit two separate training reports. In these reports
Student Trainees should describe in details the knowledge and skills acquired during their Internal and
External Training. The following sections provide guidelines that help Student Trainees write their
training report.

13.3.1 Preparing First Draft

The first important step in preparing the first draft of internship report is to gather all relevant
information. For this purpose, student will primarily rely on their Training log notebook and technical
manuals related to the training work and other information gathered from the Internet or textbooks.

The next step is to start preparing the first draft of the report. For this, student will define a logical
order for presentation. This can be achieved by developing a brief outline in such a way that the ideas
are classified in groups and subgroups, all arranged in a logical order. The outline can be refined later as
writing proceeds. The first draft of the report is merely an expansion of the outline. Student primary
concern in writing the first draft should be to concentrate on developing ideas. As student go along,
decide where an illustrations, block diagrams, schematics, graphs, tables or images would help to clarify
the point. Students’ first draft should contain the following three major sections.
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e Introduction: This section, considered as Chapter 1 of internship report, defines the nature of
student training, its duration, and some background information about the
company/industry/organization where student was trained. Student Trainee should also
highlight the internship plan and the main areas of the training in this section.

e Main body: The main body of the report shall comprise of two to three chapters. Each chapter
will discuss a different aspect of training. For example, the first chapter of the main body (i.e.,
Chapter 2 of student report) may briefly present the theoretical background concerning area of
training, while the other two chapters may describe the practical aspects of student training
such as equipment testing, fault analysis, repair and maintenance procedures, and other types
of student field experience in a logical sequence.

e Conclusion: In this chapter, Student Trainee will summarize the conclusions of the training
report. Accordingly, conclusion should be a logical outcome of the text presented in the main
body of the report.

13.3.2 Polishing the First Draft

Having completed the first draft in a typed form, students are now ready for the next step of polishing
it. Student should also be prepared to rewrite any major portions of the report if that is required to
improve its quality.

Having done that, it is now time for carefully reviewing the modified report, checking the grammar,
sentence structure, spellings, continuity of sentences, and smooth transition from paragraph to
paragraph.

13.3.3 Preparing the Final Version
To finalize the training report, Student Trainees need to add the following:
e Title Page: The title page shall include the name of the university and its logo as  well as the

name of the college and department. Student shall also include the title of the report, their
name, ID number, and the training period (for example: 15-6-2002 to 30-7-2002).

e Acknowledgment: After the title page, student may add an acknowledgment page to thank the
person(s), such as Field Supervisor, and Academic Supervisor.

e Table of Contents: The table of contents shall indicate the titles of chapters and sections and
their page numbers.

e Bibliography or References: At the end of the training report but before the appendix, student
shall provide a list of books, technical reports, and websites consulted for writing training report.

e Appendix: Any information or data that is necessary for the sake of completeness, but not
directly related to the main body of the report may be presented in the Appendix.

Before binding the training report, student should proofread it carefully from the beginning to the end
for any spelling or typographical errors. At last, student are ready for the final step that is, submitting it
to the Academic Supervisor for evaluation.

13.4 Internship Presentation

At the end of the External Training, Student Trainees are required to prepare and deliver a fifteen-
minute presentation that highlights their activities/ tasks during their External Training period. Student
Trainees must follow the following guidelines for preparing their oral presentation:
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Planning for oral presentation

Preparing visual aids

Preparing for Questions/Answers session
Getting ready for actual presentation

Planning for Oral Presentation:

The main steps involved in the planning are as follows:

O T o

® O

)
)
)
)
)

™

Define the contents

Define a suitable title of presentation

Collect all necessary supporting material

Identify the main points that student wants to convey to the audience
Organize their thoughts in logical sequence

Determine the number of slides needed for their presentation
Identify main points for each slide and give each slide a title

Presentation Format and Layout:

The following points should be observed while preparing the power point presentation slides:

Each slide shall contain only the key points.

Use large fonts so that it is easy for the audience to read the contents of the slides.
Use different colours to highlight the most important points.

Use animation effects where appropriate but do not overdo it.

Add graphics, charts, figures, and video clips, as appropriate.

Students may use the following layout for their presentation:

The Title Slide: Contains the title of the presentation, name of presenter, name of Academic
Supervisor.

Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables,
pictures, etc. o

Conclusion Slide: Should include a summary of the main conclusions of the training
experience.

Questions/Answers Session: Although students have no idea about the type of questions asked at the
end of their presentation, they must do their homework so that they are reasonably prepared for this

session.

Presentation Day: On the day of the presentation:

Dress appropriately for the occasion.

Be calm and composed. Show self-confidence.

Arrive in the presentation room/hall before the start of their presentation.

Make sure their presentation is properly saved on the presentation room PC and it runs
smoothly without any problem.

Follow the instructions of the session chairperson regarding the presentation time.
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f) Do not rush or talk too slowly.

g) Pause at key points to emphasize their significance.

h) Change your voice pitch and use appropriate gestures.

i) Maintain eye contact with the audience.

j) At the end of the presentation, thank the audience and ask if there are any questions.
k) Carefully listen to the questions and give concise, to the point answers.

14. Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance
of the Student Trainee using Internship Evaluation by Field Supervisor Form (BMEIF-4).

15. Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the Student Trainee’s
performance based on the following:

. Weekly Reports

. Internship /Training Report
. Internship Oral Presentation
. Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (BMEIF-3).
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16. Appendices

A. Course Description of the Internship/External Training

Course Title Engineering Training
Course Code BME 499 Credit Hours: 4
Pre-Requisites Completion of 75 Credit Hours

Course Intended Learning Outcomes (CLO):
At the conclusion of this course, students will be able to:
CLO1: Apply and correlate their basic knowledge to BME practical applications and solutions.

CLO2: Apply and correlate their specialized knowledge to BME practical applications and
solutions.

CLO3: Communicate effectively, orally and in writing
CLO4: Work effectively in multi-disciplinary teams.

CLO5: Enhance their lifelong learning skills by being able to learn on their own utilizing the
various resources in the work environment.

CLO6:  Apply and correlate their knowledge of mathematics, science and engineering to solve
engineering problems.

CLO7: Demonstrate an understanding of professional and ethical responsibility and the need
for professional development.

CLO8: Demonstrate an understanding of the impact of BME solutions in a global, economic,
environmental and societal context.

Mapping of Course Learning Outcomes to Student Outcomes/Performance Indicators:

CLO 1 2 3 4 5 6 7 8

SO/PI 8 8 3 5 7 1 4 4

Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A
member of BME faculty assigned as Academic Supervisor will also visit the students at their training
place at least once during the training period.
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Training Assessment

Internal Training Report 20%
Field Supervisor Assessment 40%
External Training Report 20%
Weekly Reports 10%
Presentation and Q/As: 10%

Internal Training
The Internal Training program consists of 10 hours of theoretical lectures and 20 hours of labs. The
following theoretical topics are covered during Internal Training program.

* Introduction to Internship

* Industrial Safety

* Review of Electrical Systems

*  Review of Communication Systems

e Practical Electronic Circuits and Systems

e Ethics

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks
to Student Trainees on a daily or weekly basis in accordance with a training plan and evaluate their
performance in accomplishing given tasks. An Academic Supervisor from the Department of BME will
also direct the students to achieve the learning outcomes of the External Training and will monitor
students' progress too. The Academic Supervisor will provide guidance to the students during the course
of their training and instruct them on how to make an effective presentation of their work, both orally
and in writing.

Report Writing

Two separate reports will be written following the guidelines given in the Training Manual. These reports
will describe the knowledge and skills acquired by the students during their Internal and External
Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation
shall focus on the technical knowledge and skills acquired during the training.
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B. Training Site Selection, Evaluation and Approval Form

BMEIF-1

Training Site Selection, Evaluation and Approval Form

Please fill in the information required below before you apply for registration of the training course on
student registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size 0 Small O Medium O Large

No. of Employees

The Institution is related to the BME program o YES o NO

The department(s) in which the intern will be trained O YES o NO
has/have sufficient and qualified staff to implement an
adequate training plan.

The work environment in the institution is safe o YES o NO

Training Period o From: oTo:

Academic Supervisor's Approval

| hereby, approve the training site and give permission o YES o NO
to the student to start his/her  External | comments:
Training/internship.

Academic Supervisor's Name: Academic Supervisor’s Signature:
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C. Internship Registration Form

The following is the internship application form that is available online at
https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category: Training request and
complete your application online.

Internship Application and Registration Form

Student Nam
Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:
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D. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With this
letter, | would like to request your approval for [Student Name], [Student ID] who is a registered student
in the BME department to be attached as trainee in [Company’s Department] at [Company Name]. The
student, as per his/her degree requirements must complete a total of [Number of Hours] commencing
on [Internship Start Date] and ending by [Internship End Date] with the total hours in each internship
week not exceeding 20.

External Training/internship is a core component in the BME program, intended to enhance students’
practical skills, enable them to be acquainted with the professional practice environment, and equip
them with soft skills needed to pursue future careers in the BME industry and healthcare services.

| highly appreciate your cooperation and support.
Best Regards

[HOD/Academic Supervisor Name]

[Title]

[Tel]
[Email]
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E. Internship Weekly Report Form

BMEIF-2
Student Weekly Activity Log

Student ID
Student Name

Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

FUMRE COMMEBNES: ...ttt ettt et st se et sn s s e as b sens
Days Absent ........ccccccveeerennee. Days Late......cccevvvceveeeennnen

Signatures

Field SUpervisor ..........coeeeeveennnns Date: ......... R Y

Student e Date: ......... A A
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F. Internship Evaluation by Academic Supervisor Form

BMEIF-3

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
Weekly Reports (BMEIF2) 10%
Internal Training Report 20%
External Training Report 20%
Internship Presentation 10%
Field Supervisor Evaluation (BMEIF4) 40%
Total 100%
Comments
Academic SUPEIVISOI: ....cveveeerreeeees e Y

Signature Date
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BMEIF-4

Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship. The completed form
should be sent to the BME Training Co-ordinator or the Academic Supervisor.

Section A.

Student 1D

Student Name
Internship Site

Field Supervisor Name

(To be completed by Student Trainee )

Section B.
(To be completed by Field Supervisor)

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly
disagree.
- Place a (V) in the appropriate box for each item.

Performance Statement 1 2 3 4 5

Intern was able to correlate his/her theoretical knowledge with
professional practice.

Intern applied his/her technical knowledge in BME in the field of their
training.

Intern demonstrated effective communication skills.

Intern worked effectively in multi-disciplinary teams and acted as a
responsible member of the team they are working with.

Intern developed his/her personality by learning about self-control,
punctuality, professional responsibility, time management, etc.

Intern demonstrated his/ her capability of contributing to the ongoing
jobs at the training sites.

Intern attended on time and regularly



AU INTERNSHIP MANUAL

H. Student Trainee Feedback Form

BMEIF-5

Student Trainee Feedback Form

Student ID
Student Name
Academic Year
Semester

Internship Site

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly

disagree.
- Place a (V) in the appropriate box for each item.

S No. Statement

1 | am satisfied with the institution in which | conducted my training.

2 The training activities were relevant to my specialization field.

3 | had the opportunity to apply my hard (hands-on) and soft skills
during the training.

4 | am satisfied with the guidance and supervision of my Field
Supervisor

5 | am satisfied with the guidance and supervision of my Academic

Supervisor during the training

6 | achieved my training learning outcomes

Further Remarks:

Date: oo,
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l. Academic Supervisor Feedback Form

Form BMEIF-6

Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1
strongly disagree.
- Place a (V) in the appropriate box next to each item.

S No. Statement

1 Trainee was able to interact with professionals in the various
departments in the training site.

2 The training plan was relevant to the trainee’s specialization

3 Trainee had the opportunity to apply practical and soft skills during
the training

4 Field supervision for the trainees was excellent

5 Trainee achieved the training learning outcomes

Further Remarks:
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4.2 Bachelor of Science in Electrical Engineering
(Instrumentation & Control, Electronics & Communication,
Power & Renewable Energy)

1. Introduction

This internship manual provides instructions and guidelines that help electrical students to successfully
complete their internship/external training period. It also provides guidelines for writing the
internship/training report and preparing an oral presentation at the end of their training period.

Engineering training/internship is an essential component of all degree programs offered in the College
of Engineering and Information Technology (CEIT). It helps students relate the theoretical knowledge
learned in classrooms to the practical solutions of real- world problems, experience the professional
work environment, and learn how to behave responsibly and work efficiently in carrying out assigned
tasks.

For electrical engineering students, the Engineering Training course is divided into Internal Training and
External Training. The Internal Training is conducted at the CEIT while the External Training is conducted
at various electrical engineering industries. The purpose of the Internal Training is to equip students
with basic practical skills needed at engineering sites and to provide them with the essential technical
information that enable them to gain maximum benefit from their External Training.

Engineering Training course has specific objectives and learning outcomes, which must be explained to
trainee students by the Academic Supervisor at the beginning of the External Training. The final
evaluation of trainee students’ performance at the end of the training period is based on how well they
achieved these objectives and outcomes. During their External Training/Internship, students are
expected to:

e Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of their training.

e Improve their communication skills, both oral and in writing.

e Show initiative and develop self-confidence in handling the assigned tasks in real- life.

e |earn and appreciate the significance of teamwork and act as a responsible member of
the team they work with.

e Develop their personality by learning about self-control, punctuality, professional
responsibility, time management, etc.

e Demonstrate at the training site that engineering students from AU are serious learners
with positive attitude and they are capable of contributing to the ongoing jobs at the
training sites.


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Eng.%20&%20IT%20%20(CEIT)/Electrical%20Engineering%20Internship%20Manual-updated-doc.docx
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2. Internship Learning Outcomes (CLOs):
Upon completion of the External Training, students will be able to:
CLO1 Apply and correlate their basic knowledge to electrical engineering practical
applications and solutions.

CLO2 Apply and correlate their specialized knowledge to electrical engineering practical
applications and solutions.

CLO3 Communicate effectively, orally and in writing
CLO4 Work effectively in multi-disciplinary teams.

CLO5 Enhance their lifelong learning skills by being able to learn on their own utilizing the
various resources in the work environment.

CLO6 Apply and correlate their knowledge of mathematics, science and engineering
to solve engineering problems.

CLO7 Demonstrate an understanding of professional and ethical responsibility and the
need for professional development.

CLO8 Demonstrate an understanding of the impact of electrical engineering

solutions in a global, economic, environmental and societal context.

2. Mapping of Internship CLOs with EE Program Learning Outcomes

Mapping of Course Learning Outcomes to Program Learning Outcomes:

PLO# Program Learning Outcomes Statement
8 An ability to acquire broad knowledge in the field of electrical engineering.
3 An ability to communicate effectively with a range of audiences.

An ability to function effectively on a team whose members together provide leadership,

5 create a collaborative and inclusive environment, establish goals, plan tasks, and meet
objectives.

7 An ability to acquire and apply new knowledge as needed, using appropriate learning
strategies.

1 An ability to identify, formulate, and solve complex engineering problems by applying

principles of engineering, science, and mathematics.

4 An ability to recognize ethical and professional responsibilities in engineering situations and
make informed judgments, which must consider the impact of engineering solutions in
global, economic, environmental, and societal contexts
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CLO 1 2 3 4 5 6 7 8

PLO 8 8 3 5 7 1 4 4

3. Internship Credit and Contact Hours

The Engineering Training courses accounts for 4 credit hours and 240 contact hours of the Electrical
Engineering program and students receive grades based on their performance during both the Internal
and External Training periods.

4. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their External Training.
A faculty member from the Electrical Engineering department assigned, as Academic Supervisor will
also visit students at their training places at least once during the training period to discuss with the
Field Supervisor the training plan and the progress made by the trainee student.

5. Internship Assessment

The following table shows the weights given to the internship/training assessment tool.

Internal Training evaluation 20%
Field Supervisor’s assessment for the trainee student 30%
Assessment of External Training report by the Academic Supervisor 30%
Assessment of the weekly reports of the External Training by the 10%

Academic Supervisor

Assessment of trainee presentation by a departmental committee. 10%

6. Internal Training

The objective of the internal training is to prepare students for their External Training. The Internal
Training program consists of 10 hours of lectures and 20 hours of labs. The topics covered in lectures
are.

* Introduction to Internship

* Industrial Safety

* Review of Electrical Systems

*  Review of Communication Systems

*  Practical Electronic Circuits and Systems
* Ethics

The practical component covers basic skills in troubleshooting, soldering, designing, building basic
electronic circuits using computer aided design.
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7. External Training

The total number of hours that the intern is required to complete in each week of their training period
should not exceed 20 hours per week. The Field Supervisor will guide and supervise students at the site
of practical training. He will assign tasks to trainee students on a daily or weekly basis in accordance
with the training plan and evaluate their performance in accomplishing given tasks. An Academic
Supervisor from the department of electrical engineering will also direct the students to achieve the
desired objectives of practical training and will monitor students' progress too. The Academic Supervisor
will provide guidance to the students during the course of their training and instruct them on how to
make an effective presentation of their work, both orally and in writing.

8. Responsibilities of the Student Trainee
The following are the responsibilities of the student trainee during the internship period:

1. After a student gets a confirmed placement at a training site, he/she must inform his/her
Academic Supervisor and provide all necessary details.

2. Before the student trainee starts the practical training, he/she must attend the “Training
Preparation Meeting (TPM)” with his/her Academic Supervisor. The purpose of this meeting
is to ensure that the student fully understands the requirements of the training in general
and the training objectives and learning outcomes in particular.

3. The Academic Supervisor will evaluate the student trainees’ basic knowledge in the area of
their training. In case they are lacking in basic knowledge, they will be asked to refresh their
theoretical knowledge in that area before going to the training site.

4. Once student trainee starts his/her training program, he/she should be regular and punctual
and carry out all assigned tasks in the best possible manner. If it is not possible for him/her
to attend the training for a day or part of it, he/she must get the approval of their Field
Supervisor in advance.

5. While at the training site, student trainee must follow all safety instructions and other
guidelines from their Field Supervisor.

6. Student trainee must pay special attention to improve their communication skills (oral and
writing) during the training period.

7. Interns must work hard to acquire as much technical knowledge as possible about the type
of activity they are involved at the training site. For this, try all possible ways to get the
needed technical information from the Internet, manuals, reports, catalogues, etc. Student
trainee should also ask questions at the site to clarify their understanding of the subject
matter.

8. For each day of the week, student trainee must enter a summary of the tasks they have
performed in the “Weekly Activity Log Form” provided to them. These tasks must have been
performed either by the student trainee alone or as a member of a team. At the end of
every week, the student trainee must sign their weekly activity log form for that week and
get it signed by their Field Supervisor.

9. Prepare a training Logbook for the daily notes about their work at the training site. The
notes shall be brief but to the point. Any problems encountered and how they were solved
must be entered in the Training log notebook, which will be helpful when they start writing
their training report at the completion of the training period.
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10. Student trainee must keenly observe how the tasks at the training site are accomplished
and try to understand the role of a practicing engineer and his contribution in successful
completion of projects/assignments.

11. Whenever there is some free time, students should utilize it by reading a technical manual
and observing how other engineers at the site are performing different tasks. During such
times, they may offer their services for an on-going technical task but never insist on doing
it unless the Field Supervisor allows them to do so.

12. At the end of the training period, student trainee must thank all those who helped him/her
at the training site. They shall also confirm that their Field Supervisor has signed and sent
the assessment form to the university.

13. Student trainee must prepare a training report as well as an oral presentation (using Power
Point) at the end of the training session according to the guidelines in section [13].

9. Internship/Training Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of the internal training is a
pre-requisite for starting the External Training. A student is eligible for the Internal Training after he/she
has completed at least 75 credit hours. The Internal Training is for a period of two weeks.

The criteria for registering Engineering Training course are as follows:

e Only senior students who completed at least 75 credit hours are eligible to
apply for Engineering Training course.

e Training request form is filled online using students’ online registration system.
e Head of Department/ Training Co-ordinator’s approval is required in all cases.

e Oncethe training request is approved, Engineering Training is added to the
student’s registered courses.

10. Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of electrical engineering. Career and
Internship Office can also assists in the placement of students for internship through their contacts with
external organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic supervisor.
Please see Training Site Selection, Evaluation and Approval Form (EEIF-1) in Appendix B.

11. Orientation of Trainee Students

Trainee students are given an orientation about engineering training objectives and their roles and
responsibilities during the Internal Training, which is conducted before the External Training. The topics
covered during the Internal Training are:

1. Introduction to Internal Training
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Objectives and learning outcomes of the Engineering Training course.
Responsibilities of Trainee Students

Roles of Academic and Field Supervisors

Assessment of Practical Training Performance

Generic or Soft Skills for Engineers

Professional Ethics

Industrial Safety

© © N o g~ DN

Technical Preparedness
10. Report Writing

11. Oral Presentation

The Internal Training covers both theoretical lectures and laboratory work. In addition to AU faculty and
staff, external professionals and practicing engineers may also be invited to cover some of the
theoretical lectures. The daily schedule of lectures is given in Table 1. Each lecture will have duration of
one hour, while every day there will be a laboratory session of 4 hours. In the first laboratory hour, a
theoretical lecture dealing with technical topics will be given followed by three hours of hands-on
experience in the laboratory. A list of technical topics is given in Table 2.

Table 1: Daily schedule of classroom lectures for Internal Training Program

Lecture # Topics

1 Introduction to Internal Training
Objectives of Practical Training

How to Achieve the Training Objectives

2 Responsibilities of Trainee Students
Role of Academic Supervisor

Role of Field Supervisor

3 Generic or Soft Skills for Engineers Assessment of
Practical Training Performance

4 Industrial Safety
Professional Ethics
5-6 Technical Report Writing
7-8 Oral Presentation
9 Searching Technical Information

Concluding Remarks

10 Evaluation Test

Table 2: Technical lectures for Internal Training Program

Lecture # Technical Topics/Practical work

1-3 Measuring Instruments/Practice
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4-6 Troubleshooting Techniques/Practice
7 Soldering Practice

8-9 Computer Skills and AutoCAD

10 Laboratory Test

12. Follow-Up and Performance Assessment of Student Trainees

At the end of Engineering Training period, student trainees will be awarded a grade based on the
following:

1. Student performance at the site as reported by Field Supervisor.
2. The training report and oral presentation prepared at the end of student training.

3. Evaluation of the weekly activity log forms by the Academic Supervisor.

13.1  Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training site (especially
for new training sites) to discuss the training progress with the Field Supervisor and the Student Trainee.

13.2  Weekly Reports

Student trainees are required to prepare a weekly report that summarizes the training tasks and
activities assigned by the Field Supervisor.

13.3  Internship Report

Student Trainees are required to prepare and submit two separate reports. These reports should
describe in details the knowledge and skills acquired during their Internal and External Training. The
following sections provide guidelines that help trainee students write their training report.

13.3.1 Preparing First Draft

The first important step in preparing the first draft of internship report is to gather all relevant
information. For this purpose, student will primarily rely on their Training log notebook and technical
manuals related to the training work and other information gathered from the Internet or textbooks.

The next step is to start preparing the first draft of the report. For this, student will define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the ideas are
classified in groups and subgroups, all arranged in a logical order. The outline can be refined later as
writing proceeds. The first draft of the report is merely an expansion of the outline. Student primary
concern in writing the first draft should be to concentrate on developing ideas. As student go along,
decide where an illustrations, block diagrams, schematics, graphs, tables or images would help to clarify
the point. Students’ first draft should contain the following three major sections.
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1. Introduction: This section, considered as Chapter 1 of internship report, defines the
nature of student training, its duration, and some background information about the
company/industry/organization where student was trained. Student Trainee should also
highlight the main areas of the training in this section.

2. Main body: The main body of the report shall comprise of two to three chapters. Each
chapter will discuss a different aspects of the training. For example, the first chapter of
the main body (i.e., Chapter 2 of student report) may briefly present the theoretical
background concerning area of training, while the other two chapters may describe the
practical aspects of student training such as equipment testing, fault analysis, repair and
maintenance procedures, and other types of student field experience in a logical
seguence.

3. Conclusion: In this chapter, student trainee will summarize the conclusions of the training
report. Accordingly, conclusion should be a logical outcome of the text presented in the
main body of the report.

13.3.2 Polishing the First Draft

Having completed the first draft in a typed form, student are now ready for the next step of polishing it.
Critically review the first draft to delete unnecessary details and add any missing information. Student
should also be prepared to rewrite any major portions of the report if that is required to improve its
quality.

Having done that, it is now time for carefully reviewing the modified report, checking the grammar,
sentence structure, spellings, continuity of sentences, and smooth transition from paragraph to
paragraph.

13.3.3 Preparing the Final Version

To finalize the training report, student trainees need to add the following additional pages:

1. Title Page: The title page shall include the name of the university and its logo as well
as the name of the college and department. Student shall also include the title of
the report, their name, ID number, and the training period (for example: 15-6-2002
to 30-7-2002).

2. Acknowledgment: After the title page, student may add an acknowledgment page
to thank the person(s), such as Field Supervisor, and Academic Supervisor.

3. Table of Contents: The table of contents shall indicate the titles of chapters and
sections and their page numbers.

4. Bibliography or References: At the end of the training report but before the
appendix, student shall provide a list of books, technical reports, and websites
consulted for writing training report.

5. Appendix: Any information or data that is necessary for the sake of completeness,
but not directly related to the main body of the report may be presented in the
Appendix.



AU INTERNSHIP MANUAL

Before binding the training report, the student should proofread it carefully from
the beginning to the end for any spelling or typographical errors before submitting
it to the Academic Supervisor for evaluation.

134 Internship Presentation

At the end of the External Training, trainee students are required to prepare and deliver a fifteen-minute
presentation that highlights their activities/ tasks during their External Training period. Trainee students
must follow the following guidelines for preparing their oral presentation:

)) Planning for oral presentation

i) Preparing visual aids

iii) Preparing for Questions/Answers session
Iv) Getting ready for actual presentation

Planning for Oral Presentation:
The main steps involved in the planning are as follows:

a) Define the contents

O

Define a suitable title of presentation

o O

)

)

) Collect all necessary supporting material

) Identify the main points that student wants to convey to the audience
)

e) Organize their thoughts in logical sequence
f) Determine the number of slides needed for their presentation

g) Identify main points for each slide and give each slide a title

Presentation format and layout:
The following points should be observed while preparing presentation slides:
a

b

(a) Each slide shall contain only the key points.

(b)

(c) Use different colours to highlight the most important points.
(d)

(e)

Use large fonts so that it is easy for the audience to read the contents of the slides.

d

e) Add graphics, charts, figures, and video clips, as appropriate.

Use animation effects where appropriate but do not overdo it.

Students may use the following sequence for slides:

The Title Slide: Contains the title of the presentation, name of presenter, name of Academic Supervisor.
Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc. o

Conclusion Slide: Should include a summary of the main conclusions of the training experience.

Questions/Answers Session:
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Although students have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this
session.

Presentation Day: On the day of the presentation:
a) Dress appropriately for the occasion.

b)

c) Arrive in the presentation room/hall before the start of their presentation.
d)

(
(b) Be calm and composed. Show self-confidence.

(

(d) Make sure their presentation is properly saved on the presentation room PC and it
runs smoothly without any problem.

e) Follow the instructions of the session chairperson regarding the presentation time.
f) Do not rush or talk too slowly.

g) Pause at key points to emphasize their significance.

Maintain eye contact with the audience.

(

(

(

(h) Change your voice pitch and use appropriate gestures.

(i)

(j) Atthe end of the presentation, thank the audience and ask if there are any questions.
(

k) Carefully listen to the questions and give concise, to the point answers.

13. Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance
of the student trainee using Internship Evaluation by Field Supervisor Form (EEIF-4).

14. Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student trainee’s
performance based on the following:

e Weekly Reports
e Internship /Training Report
e Internship Oral Presentation

e Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (EEIF-3).
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15. Appendices

A. Course Description of the Internship/External Training

Course Title

Engineering Training

Course Code

ELE 499 Credit Hours: 4

Pre-Requisites

Completion of 75 Credit Hours

Course Intended Learning Outcomes (CLO):

At the conclusion of this course, students will be able to:

CLO1

CLO2

CLO3
CLO4
CLOS

CLO6

CLO7

CLO8

Apply and correlate their basic knowledge to electrical engineering practical
applications and solutions.

Apply and correlate their specialized knowledge to electrical engineering practical
applications and solutions.

Communicate effectively, orally and in writing
Work effectively in multi-disciplinary teams.

Enhance their lifelong learning skills by being able to learn on their own utilizing the
various resources in the work environment.

Apply and correlate their knowledge of mathematics, science and engineering
to solve engineering problems.

Demonstrate an understanding of professional and ethical responsibility and the
need for professional development.

Demonstrate an understanding of the impact of electrical engineering

solutions in a global, economic, environmental and societal context.

Mapping of Course Learning Outcomes to Student Outcomes/Performance

Indicators:
CLO 1 2 3 4 5 6 7 8
SO/PI 8 8 3 5 7 1 4 4
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Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A
member of EE faculty assigned as Academic Supervisor will also visit the students at their training place
at least once during the training period.

Training Assessment

Internal Training Report 20%
Field Supervisor Assessment 30%
External Training Report 30%
Weekly Reports 10%
Presentation and Q/As: 10%

Internal Training
The Internal Training program consists of 10 hours of theoretical lectures and 20 hours of labs. The
following theoretical topics are covered during Internal Training program.

e Introduction to Internship

e Industrial Safety

e Review of Electrical Systems

e Review of Communication Systems

e Practical Electronic Circuits and Systems

e FEthics

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks
to trainee students on a daily or weekly basis in accordance with a training plan and evaluate their
performance in accomplishing given tasks. An academic supervisor from the Department of Electrical
Engineering will also direct the students to achieve the learning outcomes of the External Training and
will monitor students' progress too. The Academic Supervisor will provide guidance to the students
during the course of their training and instruct them on how to make an effective presentation of their
work, both orally and in writing.

Report Writing

Two separate reports will be written following the guidelines given in the Training Manual. These reports
will describe the knowledge and skills acquired by the students during their Internal and External
Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation
shall focus on the technical knowledge and skills acquired during the training.
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B. Training Site Selection, Evaluation and Approval Form

EEIF-1

Training Site Selection, Evaluation and Approval

Form

Please fill in the information required below before you apply for registration of the training course on

student registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium O Large
No. of Employees

The Institution is related to the EE program o YES o NO

The department(s) in which the intern will be o YES o NO

trained has/have sufficient and qualified staff to

implement an adequate training plan.

The work environment in the institution is safe o YES o NO

Training Period o From: oTo:

Academic Supervisor’s Approval

| hereby, approve the training site and give o YES o NO

permission to the student to start his/her External | comments:

Training/internship.
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Academic Supervisor’s Name: Academic Supervisor’s Signature:
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C. Internship Registration Form

The following is the internship application form that is available online at

https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category:

Training request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:
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D. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With
this letter, | would like to request your approval for [Student Name], [Student ID] who is a registered
student in the Electrical Engineering department to be attached as trainee in [Company’s
Department] at [Company Name]. The student, as per his/her degree requirements must complete
a total of [Number of Hours] commencing on [Internship Start Date] and ending by [Internship End
Date] with the total hours in each internship week not exceeding 20.

External Training/internship is a core component in the electrical engineering program,
intended to enhance students’ practical skills, enable them to be acquainted with the professional
practice environment, and equip them with soft skills needed to pursue future careers in the
electrical engineering industry and healthcare services.

| highly appreciate your cooperation and support.

Best Regards
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E. Internship Weekly Report Form

EEIF-2

Student Weekly Activity Log

Student ID
Student Name

Company/Organization Name

Week Number From: To:
Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

FUITNET COMIMENTS: .ottt ettt et ettt ettt e et ete st st st st eae e e aenteeset et eesea
Days Absent .......c.cccceeeeevenenne, Days Late......coeuveveeernnn,
Signatures

Field SUPEIVISOT .o, Date: ......... Y Y
SEUACNT e e, Date: ......... Y Y
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F. Internship Evaluation by Academic Supervisor Form

EEIF-3

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
Weekly Reports (EEIF2) 10%
Internal Training Report 20%
External Training Report 30%
Internship Presentation 10%
Field Supervisor Evaluation (EEIF4) 30%
Total 100%
Comments
Academic SUPEIVISOr: ...eeeeeevveveseeee e, YA

Signature Date
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G. Internship Evaluation by Field Supervisor Form

EEIF-4

Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship. The completed form
should be sent to the EE Training Co-ordinator or the Academic Supervisor.

Section A.
(To be completed by the Trainee student)
Student ID
Student Name
Internship Site
Field Supervisor Name
Section B.

(To be completed by the Field Supervisor)

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree
and 1 strongly disagree.

- Place a (V) in the appropriate box for each item.

Performance Category/ Criteria 1 2 3 4 5

Intern was able to correlate his/her theoretical knowledge with
professional practice.

Intern applied his/her technical knowledge in electrical engineering in
the field of their training.

Intern demonstrated effective communication skills.

Intern worked effectively in multi-disciplinary teams and acted as a
responsible member of the team they are working with.

Intern developed his/her personality by learning about self- control,
punctuality, professional responsibility, time management, etc.

Intern demonstrated his/ her capability of contributing to the ongoing
jobs at the training sites.

Intern attended on time and regularly
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H. Intern Student Feedback Form

EEIF-5

Intern Student Feedback Form

Student 1D
Student Name
Academic Year
Semester
Internship Site

- Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly
disagree.

- Place a (V) in the appropriate box for each item.

S Item Rating
No. 1 2 3 4 5
1 | am satisfied with the institution in which | conducted my
training.

2 The training activities were relevant to my specialization field.

3 | had the opportunity to apply my hard (hands-on) and soft skills
during the training.

4 | am satisfied with the guidance and supervision of my Field
Supervisor
5 | am satisfied with the guidance and supervision of my

Academic Supervisor during the training

6 | achieved my training learning outcomes

Further Remarks:

................................................................................................... Date: oo,
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. Academic Supervisor Feedback Form

Form EEIF-6

Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

- Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly
disagree.

- Place a (V) in the appropriate box next to each item.

S Item Rating
No. 1 2 3 4 5

1 Trainee was able to interact with professionals in the various
departments in the training site.

2 The training plan was relevant to the trainee’s specialization

3 Trainee had the opportunity to apply practical and soft skills
during the training

4 Field supervision for the trainees was excellent

5 Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: ......cccccocevevveveerenene. Date: v,



-

Uboocl =0l
AJMAN UNIVERSITY

4.3 Bachelor of Science in Computer Engineering

1. Introduction

This internship manual provides instructions and guidelines that help Computer Engineering students
to successfully complete their internship/external training period. It also provides guidelines for writing
the internship/training report and preparing an oral presentation at the end of their training period.

Engineering training/internship is an essential component of all degree programs offered in the College
of Engineering and Information Technology (CEIT). It helps students relate the theoretical knowledge
learned in classrooms to the practical solutions of real- world problems, experience the professional
work environment, and learn how to behave responsibly and work efficiently in carrying out assigned

tasks.

For Computer Engineering students, the Engineering Training course is divided into Internal Training
and External Training. The Internal Training is conducted at the CEIT while the External Training is
conducted at various Computer Engineering and its related enterprises. The purpose of the Internal
Training is to equip students with basic practical skills needed at engineering sites and to provide them
with the essential technical information that enable them to gain maximum benefit from their External

Training.

The Computer Engineering Internship course has specific objectives and learning outcomes, which must

be explained to trainee students by the Academic Supervisor at the beginning of the External Training.

The final evaluation of trainee students’ performance at the end of the training period is based on how

well they achieved these objectives and outcomes. During their External Training/Internship, students
are expected to:

Correlate their theoretical knowledge with professional practice.

Acquire additional technical knowledge concerning the field of their training.

Improve their communication skills, both oral and in writing.

Show initiative and develop self-confidence in handling the assigned tasks in real- life.

Learn and appreciate the significance of teamwork and act as a responsible member of
the team they work with.

Develop their personality by learning about self-control, punctuality, professional
responsibility, time management, etc.

Demonstrate at the training site that engineering students from AU are serious learners
with positive attitude and they are capable of contributing to the ongoing jobs at the
training sites.

2. Internship Learning Outcomes (CLOs):

Upon completion of the External Training, students will be able to:
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CLO a Apply knowledge and skills to solve problem in computer engineering related area.
CLO b Prepare technical reports.

CLO ¢ Work collaboratively as a member of a team.

CLOd Engage in effective communication.

CLO e Take initiative and work independently.

CLO f Handle appropriately ethical and professional responsibility.

3. Mapping of Internship CLOs with CE Program Learning Outcomes

Mapping of Course Learning Outcomes to Program Learning Outcomes:

PLO# Program Learning Outcomes Statement

1 An ability to identify, formulate, and solve complex engineering problems by applying
principles of engineering, science, and mathematics.

2 An ability to apply engineering design to produce solutions that meet specified needs with
consideration of public health, safety, and welfare, as well as global, cultural, social,
environmental, and economic factors.

3 An ability to communicate effectively with a range of audiences.

4 An ability to recognize ethical and professional responsibilities in engineering situations
and make informed judgments, which must consider the impact of engineering solutions
in global, economic, environmental, and societal contexts.

5 An ability to function effectively on a team whose members together provide leadership,
create a collaborative and inclusive environment, establish goals, plan tasks, and meet|
objectives.

6 An ability to develop and conduct appropriate experimentation, analyze and interpret

data, and use engineering judgment to draw conclusions.

7 An ability to acquire and apply new knowledge as needed, using appropriate learning
strategies.
8 An ability to explain and apply specialized knowledge in the field of computer engineering

and related areas.

CLO a b c d e f
PLO 2 3 5 3 7 4
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2. Internship Credit and Contact Hours

The Computer Engineering Internship course accounts for 4 credit hours and 240 contact
hours of the Computer Engineering program and students receive grades based on their
performance during both the Internal and External Training periods.

4. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their
External Training. A faculty member from the Department of Electrical and Computer
Engineering assigned, as Academic Supervisor will also visit students at their training places at
least once during the training period to discuss with the Field Supervisor the training plan and
the progress made by the trainee student.

5. Internship Assessment

The following table shows the weights given to the internship/training assessment tool.

Internal Training evaluation 30%
Field Supervisor’s assessment for the trainee student 30%
Assessment of External Training report by the Academic Supervisor 20%
Assessment of the weekly reports of the External Training by the 10%

Academic Supervisor

Assessment of trainee presentation by a departmental committee. 10%

6. Internal Training

The objective of the internal training is to prepare students for their External Training. The Internal
Training program consists of 10 hours of lectures and 20 hours of labs. The topics covered in lectures
are.

* Introduction to Internship

* Review of Digital Design

* Network and System Programming

* Review of Communication Systems

*  Practical Electronic Circuits and Systems

e  Ethics

The practical component covers basic skills in troubleshooting, soldering, designing, building basic
electronic circuits using computer aided design.

7. External Training

The total number of hours that the intern is required to complete in each week of their training period
should not exceed 20 hours per week. The Field Supervisor will guide and supervise students at the site
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of practical training. The Field Supervisor will assign tasks to trainee students on a daily or weekly basis
in accordance with the training plan and evaluate their performance in accomplishing given tasks. An
Academic Supervisor from the Department of Electrical and Computer Engineering will also direct the
students to achieve the desired objectives of practical training and will monitor students' progress too.
The Academic Supervisor will provide guidance to the students during the course of their training and
instruct them on how to make an effective presentation of their work, both orally and in writing.

8.

Responsibilities of the Student Trainee

The following are the responsibilities of the student trainee during the internship period:

10.

After a student gets a confirmed placement at a training site, he/she must inform his/her
Academic Supervisor and provide all necessary details.

Before the student trainee starts the practical training, he/she must attend the “Training
Preparation Meeting (TPM)” with his/her Academic Supervisor. The purpose of this meeting is
to ensure that the student fully understands the requirements of the training in general and the
training objectives and learning outcomes in particular.

The Academic Supervisor will evaluate the student trainees’ basic knowledge in the area of their
training. In case they are lacking in basic knowledge, they will be asked to refresh their
theoretical knowledge in that area before going to the training site.

Once student trainee starts his/her training program, he/she should be regular and punctual
and carry out all assigned tasks in the best possible manner. If it is not possible for him/her to
attend the training for a day or part of it, he/she must get the approval of their Field Supervisor
in advance.

While at the training site, student trainee must follow all safety instructions and other guidelines
from their Field Supervisor.

Student trainee must pay special attention to improve their communication skills (oral and
writing) during the training period.

Interns must work hard to acquire as much technical knowledge as possible about the type of
activity they are involved at the training site. For this, try all possible ways to get the needed
technical information from the Internet, manuals, reports, catalogues, etc. Student trainee
should also ask questions at the site to clarify their understanding of the subject matter.

For each day of the week, student trainee must enter a summary of the tasks they have
performed in the “Weekly Activity Log Form” provided to them. These tasks must have been
performed either by the student trainee alone or as a member of a team. At the end of every
week, the student trainee must sign their weekly activity log form for that week and get it signed
by their Field Supervisor.

Prepare a training Logbook for the daily notes about their work at the training site. The notes
shall be brief but to the point. Any problems encountered and how they were solved must be
entered in the Training log notebook, which will be helpful when they start writing their training
report at the completion of the training period.

Student trainee must keenly observe how the tasks at the training site are accomplished and try
to understand the role of a practicing engineer and his contribution in successful completion of
projects/assignments.
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11. Whenever there is some free time, students should utilize it by reading a technical manual and
observing how other engineers at the site are performing different tasks. During such times,
they may offer their services for an on-going technical task but never insist on doing it unless
the Field Supervisor allows them to do so.

12. At the end of the training period, student trainee must thank all those who helped him/her at
the training site. They shall also confirm that their Field Supervisor has signed and sent the
assessment form to the university.

13. Student trainee must prepare a training report as well as an oral presentation (using Power
Point) at the end of the training session according to the guidelines in section [13].

9. Internship/Training Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of the internal training is a
pre-requisite for starting the External Training. A student is eligible for the Internal Training after he/she
has completed at least 90 credit hours. The Internal Training is for a period of two weeks.

The criteria for registering Computer Engineering Internship course are as follows:

e Only senior students who completed at least 90 credit hours are eligible to apply for
Engineering Training course.

e Training request form is filled online using students’ online registration system.
e Head of Department/ Training Coordinator’s approval is required in all cases.

e Once the training request is approved, Computer Engineering Internship course is
added to the student’s registered courses.

10. Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of Computer Engineering and its
related fields. Training locations proposed by students are also accepted if they fulfil the required
training site selection criteria and approved by the training coordinator or academic supervisor. Please
see Training Site Selection, Evaluation and Approval Form (EEIF-1) in Appendix B.

11. Orientation of Trainee Students

Trainee students are given an orientation about the training objectives and their roles and
responsibilities during the Internal Training, which is conducted before the External Training. The topics
covered during the Internal Training are:

1. Introduction to Internal Training

Objectives and learning outcomes of the Engineering Training course
Responsibilities of Trainee Students

Roles of Academic and Field Supervisors

Assessment of Practical Training Performance

Generic or Soft Skills for Engineers

N o g s~ Db

Professional Ethics
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8. Technical Preparedness

9. Report Writing

10. Oral Presentation

The Internal Training covers both theoretical lectures and laboratory work. In addition to AU faculty and
staff, external professionals and practicing engineers may also be invited to cover some of the
theoretical lectures. The daily schedule of lectures is given in Table 1. Each lecture will have duration of
one hour, while every day there will be a laboratory session of 4 hours. In the first laboratory hour, a
theoretical lecture dealing with technical topics will be given followed by three hours of hands-on

experience in the laboratory. A list of technical topics is given in Table 2.

Table 1: Daily schedule of classroom lectures for Internal Training Program

Lecture #

Topics

1

Introduction to Internal Training Objectives of Practical Training

How to Achieve the Training Objectives

Responsibilities of Trainee Students Role of Academic Supervisor

Role of Field Supervisor

Generic or Soft Skills for Engineers Assessment of Practical Training
Performance

Professional Ethics

5-6

Technical Report Writing

7-8

Oral Presentation

Searching Technical Information Concluding Remarks

10

Evaluation Test

Table 2: Technical lectures for Internal Training Program

Lecture #

Technical Topics/Practical work

1-2

Measuring Instruments/Practice

3-4

Advanced Operating Systems

5-6

Troubleshooting Techniques/Practice

7-8

Network and Systems Programming
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9 Advanced Digital Design

10 Laboratory Test

12. Follow-Up and Performance Assessment of Student Trainees

At the end of Engineering Training period, student trainees will be awarded a grade based on the
following:

1. Student performance at the site as reported by Field Supervisor.
2. The training report and oral presentation prepared at the end of student training.

3. Evaluation of the weekly activity log forms by the Academic Supervisor.

12.1. Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training site (especially
for new training sites) to discuss the training progress with the Field Supervisor and the Student Trainee.

12.2. Weekly Reports

Student trainees are required to prepare a weekly report that summarizes the training tasks and
activities assigned by the Field Supervisor.

12.3. Internship Report

Student Trainees are required to prepare and submit two separate reports. These reports should
describe in detail the knowledge and skills acquired during their Internal and External Training. The
following sections provide guidelines that help trainee students write their training report.

12.3.1. Preparing First Draft

The first important step in preparing the first draft of internship report is to gather all relevant
information. For this purpose, student will primarily rely on their Training log notebook and technical
manuals related to the training work and other information gathered from the Internet or textbooks.

The next step is to start preparing the first draft of the report. For this, student will define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the ideas are
classified in groups and subgroups, all arranged in a logical order. The outline can be refined later as
writing proceeds. The first draft of the report is merely an expansion of the outline. Student primary
concern in writing the first draft should be to concentrate on developing ideas. As student go along,
decide where an illustrations, block diagrams, schematics, graphs, tables or images would help to clarify
the point. Students’ first draft should contain the following three major sections.

1. Introduction: This section, considered as Chapter 1 of internship report, defines the nature
of student training, its duration, and some background information about the
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company/industry/organization where student was trained. Student Trainee should also
highlight the main areas of the training in this section.

2. Main body: The main body of the report shall comprise of two to three chapters. Each
chapter will discuss a different aspects of the training. For example, the first chapter of the
main body (i.e., Chapter 2 of student report) may briefly present the theoretical background
concerning area of training, while the other two chapters may describe the practical aspects
of student training such as equipment testing, fault analysis, repair and maintenance
procedures, and other types of student field experience in a logical sequence.

3. Conclusion: In this chapter, student trainee will summarize the conclusions of the training
report. Accordingly, conclusion should be a logical outcome of the text presented in the
main body of the report.

12.3.2. Polishing the First Draft

Having completed the first draft in a typed form, student are now ready for the next step of polishing it.
Critically review the first draft to delete unnecessary details and add any missing information. Student
should also be prepared to rewrite any major portions of the report if that is required to improve its
quality.

Having done that, it is now time for carefully reviewing the modified report, checking the grammar,

sentence structure, spellings, continuity of sentences, and smooth transition from paragraph to
paragraph.

12.3.3. Preparing the Final Version
To finalize the training report, student trainees need to add the following additional pages:

1. Title Page: The title page shall include the name of the university and its logo as well as
the name of the college and department. Student shall also include the title of the
report, their name, ID number, and the training period (for example: 15-6-2002 to 30-
7-2002).

2. Acknowledgment: After the title page, student may add an acknowledgment page to
thank the person(s), such as Field Supervisor, and Academic Supervisor.

3. Table of Contents: The table of contents shall indicate the titles of chapters and sections
and their page numbers.

4. Bibliography or References: At the end of the training report but before the appendix,
student shall provide a list of books, technical reports, and websites consulted for
writing training report.

5. Appendix: Any information or data that is necessary for the sake of completeness, but
not directly related to the main body of the report may be presented in the Appendix.

Before binding the training report, the student should proofread it carefully from the beginning to the
end for any spelling or typographical errors before submitting it to the Academic Supervisor for
evaluation.
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12.4. Internship Presentation

At the end of the External Training, trainee students are required to prepare and deliver a
fifteen-minute presentation that highlights their activities/ tasks during their External Training
period. Trainee students must follow the following guidelines for preparing their oral
presentation:

)) Planning for oral presentation

i) Preparing visual aids

i) Preparing for Questions/Answers session
iv) Getting ready for actual presentation

Planning for Oral Presentation:
The main steps involved in the planning are as follows:

a) Define the contents

O

Define a suitable title of presentation

o O

)

)

) Collect all necessary supporting material

) Ildentify the main points that student wants to convey to the audience
)

e) Organize their thoughts in logical sequence
f) Determine the number of slides needed for their presentation

g) Identify main points for each slide and give each slide a title

Presentation format and layout:
The following points should be observed while preparing presentation slides:
(a) Each slide shall contain only the key points.

(b) Use large fonts so that it is easy for the audience to read the contents of the
slides.

(c) Use different colours to highlight the most important points.
(d) Use animation effects where appropriate but do not overdo it.

(e) Add graphics, charts, figures, and video clips, as appropriate.

Students may use the following sequence for slides:

The Title Slide: Contains the title of the presentation, name of presenter, name of Academic
Supervisor.

Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures,
etc. o

Conclusion Slide: Should include a summary of the main conclusions of the training experience.

Questions/Answers Session:
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13.

14.

Although students have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this
session.

Presentation Day: On the day of the presentation:
(a) Dress appropriately for the occasion.

(b) Be calm and composed. Show self-confidence.

(c) Arrive in the presentation room/hall before the start of their presentation.

(d)

Make sure their presentation is properly saved on the presentation room PC and it
runs smoothly without any problem.

e) Follow the instructions of the session chairperson regarding the presentation time.
f) Do not rush or talk too slowly.

g) Pause at key points to emphasize their significance.

(
(
(
(h) Change your voice pitch and use appropriate gestures.
(i) Maintain eye contact with the audience.

(

j) Atthe end of the presentation, thank the audience and ask if there are any
questions.

(k) Carefully listen to the questions and give concise, to the point answers.

Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall
performance of the student trainee using Internship Evaluation by Field Supervisor Form.

Internship Assessment by Academic Supervisor

At the end of the internship period, the Academic Supervisor will evaluate the student
trainee’s performance based on the following:

e Weekly Reports
e Internship /Training Report
e Internship Oral Presentation

e Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form.
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15. Appendices

A. Course Description of the Internship/External Training

Course Title Computer Engineering Internship
Course Code COE 400 Credit Hours: 4
Pre-Requisites Completion of 90 Credit Hours

Course Intended Learning Outcomes (CLO):

At the conclusion of this course, students will be able to:

CLO a Apply knowledge and skills to solve problem in computer engineering related area.
CLO b Prepare technical reports.

CLO ¢ Work collaboratively as a member of a team.

CLOd Engage in effective communication.

CLO e Take initiative and work independently.

CLO f Handle appropriately ethical and professional responsibility.

Mapping of Course Learning Outcomes to Student Outcomes/Performance Indicators:

CLO a b c d e f
PLO 2 3 5 3 7 4

Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A
member of CE faculty assigned as Academic Supervisor will also visit the students at their training place
at least once during the training period.

Training Assessment

Internal Training Assessment 30%
Field Supervisor Assessment 30%
Academic Supervisor Assessment 20%
Weekly Reports 10%
Presentation and Q/As: 10%

Internal Training

The Internal Training program consists of 10 hours of theoretical lectures and 20 hours of labs. The
following theoretical topics are covered during Internal Training program.
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® Introduction to Internship

e Review of Digital Design

e Network and System Programming

e Review of Communication Systems

e Practical Electronic Circuits and Systems

e Ethics

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks
to trainee students on a daily or weekly basis in accordance with a training plan and evaluate their
performance in accomplishing given tasks. An academic supervisor from the Department of Electrical
and Computer Engineering will also direct the students to achieve the learning outcomes of the External
Training and will monitor students' progress too. The Academic Supervisor will provide guidance to the
students during the course of their training and instruct them on how to make an effective presentation
of their work, both orally and in writing.

Report Writing
A report will be written following the guidelines given in the Training Manual. The report will describe
the knowledge and skills acquired by the students during their External Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation
shall focus on the technical knowledge and skills acquired during the training.
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B. Internship Registration Form

The following is the internship application form that is available online at

https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category:

Training request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:
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C. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With
this letter, | would like to request your approval for [Student Name], [Student ID] who is a registered
student in the Computer Engineering program to be attached as trainee in [Company’s Department]
at [Company Name]. The student, as per his/her degree requirements must complete a total of
[Number of Hours] commencing on [Internship Start Date] and ending by [Internship End Date] with
the total hours in each internship week not exceeding 20.

External Training/internship is a core component of the Computer Engineering program,
intended to enhance students’ practical skills, enable them to be acquainted with the professional
practice environment, and equip them with soft skills needed to pursue future careers in the

Computer engineering and its related domains.

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name] [Title]
[Tel] [Email]
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D. Internship Weekly Report Form
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

Days Absent .......c.ccccveeeeeveneane.
Days Late....ocvveveecercinnn,

Signatures

Field SUPervisor .....cccccoceeeeeeuenne. Date: ......... [ Y

STUAENT e, Date: ......... [ Y
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E. Internship Evaluation by Academic Supervisor Form

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
Weekly Reports 10%
Internal Training Report 30%
External Training Report 20%
Internship Presentation 10%
Field Supervisor Evaluation 30%
Total 100%
Comments
Academic SUPerViSOr: w.veveeceieeeeieeeee e, Y

Signature Date
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F. Internship Evaluation by Field Supervisor Form

The Field Supervisor is required to complete this form in the last week of internship. The
completed form should be sent to the CE Training Coordinator or the Academic Supervisor.

Training Assessment by Field Supervisor
Academic Year 2019-2020

Form 1

Ml B2l Gyl y0 LUl uaels
2019-2020 sl plall

1 3)lazw!

Please fill in the information required below, including the student’s
grades and the send this form to Ajman University (Training Center)
before the end of the training period.

Aty Al dplil sl g ool bl B
g_.,:J)_,U.H 549 ;L@jd\ d;é &mb:)b g_.,\“J_)JJ\J\)‘S)A

Student’s Information ydiall Oleglas
Full Name Jotdl el
ID number tﬁ""l"‘” psjj\
Major uasasill
Training Institution’s Information Il lgd iy () Aol e Slaglao
Institution’s Name dwwn gl ool
Department(s) das Wl (aL“éSH
Field supervisor Al O el
Position/Job title byl (pall
Tel. No. duwgoll a5l
P.O. Box Sl Gaaiuall
Fax oSl
Email QA Al
Training Period From: To: oyl Aoyl 8 Aol
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Training Objectives Score oyl EIRTY]
(1-5)

Application of basic work skills (communication and Jeal Al Gylaadl e
1 development skills, attitude towards co-workers & o dgall (palailly JLasl willgae)
customers) (sDeasdly Jodl Do)
5 Ability to produce technical reports and work as team Jerdly duas las slae] Ao 8yuall
member G0 (oo guanS
3 | Ability to take initiative bl dz T de 8yaall
4 | Behavior and ethics @eedl bloaidly Jeldl
. Attendance (If absent for more than 25% of the training i %25 e ASY Gle) dudblgall
period, the trainee is deemed to have failed) (T.Mb Jall
6 Ability to understand the training plan oyl das Oladuwl e 8)03l
Total Mark (out of 30) aslgdl d=dl (30)

Name & Signature ............ccooovereiie e, Date: ...ccoovvviennnes
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G. Field Supervisor Survey Form

SURVEY FORM FOR FIELD SUPERVISORS (External Training)

Please answer each of the following items corresponding to knowledge/skills/competencies of
Computer Engineering trainee students from AU. Thanks!

1. Poor 2. Progressing 3. Satisfactory 4. Good 5. Excellent

N
° Knowledge/Skills/Competencies 1 2 3 4 5

1 | Ability to identify, formulate, and solve engineering problems

Apply engineering design to produce solutions with
consideration of the impact of engineering solutions in public
health, safety, and welfare, as well as global, cultural, social,
environmental, and economic factors.

3 | Communication skills (Oral)

4 | Communication skills (Written)

Ability to recognize ethical and professional responsibilities in
engineering situations and make informed judgments

6 Ability to work as a team member

Develop and conduct appropriate experimentation, analyze and
7 interpret data, and use engineering judgment to draw
conclusions.

8 Ability to acquire and apply new knowledge as needed

Specialized knowledge in the field of computer engineering and

related areas.

Comments/Suggestions (if any):
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H. Trainee Student Feedback Form (External)

SURVEY FORM FOR TRAINEE STUDENTS (External Training)

Please answer each of the following questions by putting « in the appropriate column for each
guestion. Thanks!

No. Statement Strongly Agree | Neutral | Disagree | Strongly
Agree Disagree

1 | was able to correlate my theoretical
knowledge with professional practice
during my training period.

2 The training helped me to acquire
additional technical knowledge related to
my field of studies.

3 The training helped me to improve my
communication skills, both oral and
writing.

4 The training helped me to acquire and
apply new knowledge as needed

5 The training helped me to develop self-
confidence in handling the assigned tasks
in real life.

6 The training helped me to understand the
significance of teamwork and the
importance of a responsible team
member.

7 The training helped me to learn the
importance of professional responsibility
and ethical responsibility.

Please write your comments, suggestions, and feelings about the whole training program. You may
continue writing on the other side of this sheet. THANKS!
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SURVEY FORM FOR TRAINEE STUDENTS (Internal Training)

Please answer each of the following questions by putting « in the appropriate column for each
guestion. Thanks!

Extremel Not Not
4 ery Useful | Useful

# uestion
Q ° Useful Useful | Sure

How useful was your internal training in informing
1 | you about the objectives of your external training?

How useful was your internal training in informing
2 | you about your role and responsibilities at the
external training site?

3 | How useful was your internal training in making
you aware of industrial safety considerations?

How useful was your internal training in developing
4 | your practical concepts in the field of you study and
related areas

Overall, how useful was your internal training in
5 | preparing you for the external training?

Please write your comments, suggestions, and feelings about the whole training program. THANKS!
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4.4 Bachelor of Science in Information Systems and
Bachelor of Science in Information Technology

1. Preface

Internship is a form of experiential learning that integrates classroom knowledge with
practical application and skills development in a professional setting. Internships give
students the opportunity to gain valuable applied experience and make connection
in professional fields they are considering for career paths; and give employers the
opportunity to guide and evaluate talent. Internship will also help students get an
inside overview on the functioning of companies and gain insight on the human side
within the company and better understand operations and hierarchy. Students
should be placed in an internship that is aligned with their learning goals, provides
adequate supervision, and give students the opportunities to apply their classroom
learning to real world experiences and enhance their knowledge and skills.

2. Mission statement

Supervised internship is an important segment of undergraduate studies at Ajman
University. It gives the students an opportunity to practice what they have learnt in
the classroom. It also helps to bridge the gap between theory and practice.
Accordingly, the students who take this course spend three months (12 weeks) in a
public or a private institution of their choosing exercising what they have learnt
through their academic learning experience.

3. Program Learning Outcomes

Information Technology Program Learning Outcomes (PLOs)

Graduates of the program will be able to:

PLO#1: Analyze a complex computing problem and to apply principles of computing
and other relevant disciplines to identify solutions.

PLO#2: Design, implement, and evaluate a computing-based solution to meet a given
set of computing requirements in the context of the program’s discipline.

PLO#3: Communicate effectively in a variety of professional contexts.

PLO#4: Recognize professional responsibilities and make informed judgments in
computing practice based on legal and ethical principles.


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Eng.%20&%20IT%20%20(CEIT)/Internship%20%20Manual-IT-dept-updated%2011-4-2020.docx
file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Eng.%20&%20IT%20%20(CEIT)/Internship%20%20Manual-IT-dept-updated%2011-4-2020.docx
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PLO#5: Function effectively as a member or leader of a team engaged in activities
appropriate to the program’s discipline.

PLO#6: Identify and analyze user needs and to take them into account in the
selection, creation, integration, evaluation, and administration of computing-based
systems.

PLO#7: Apply security principles and practices to maintain operations in the presence
of risks and threats (Only for Networking & Security Program concentration).

Information Systems Program Learning Outcomes
Graduates of the program will be able to:

PLO#1: Analyze a complex computing problem and to apply principles of computing
and other relevant disciplines to identify solutions.

PLO#2: Design, implement, and evaluate a computing-based solution to meet a given
set of computing requirements in the context of the program’s discipline.

PLO#3: Communicate effectively in a variety of professional contexts.

PLO#4: Recognize professional responsibilities and make informed judgments in
computing practice based on legal and ethical principles.

PLO#5: Function effectively as a member or leader of a team engaged in activities
appropriate to the program’s discipline.

PLO#6: Support the delivery, use, and management of information systems within an
information systems environment.

4. Internship Learning Outcomes

Upon successful completion of the internship, student will be able to:

Course Learning Outcome ISand IT
Program

PLOs

a. Apply core knowledge and skills to solve an IT problem. PLO#6

b. Deliver an effective presentation in subject matter to a PLO#3
technical audience.

c. Produce technical reports. PLO#3

d. Work collaboratively as a member of a team. PLO#5

Take initiative and work independently. PLO#5

f.  Resolve ethical, legal, and societal issues related to computing. PLO#4

5. Internship Credit and Contact Hours

Internship accounts for 3 credit hours. The completion of a minimum of 240 actual
work hours over a 12-week period, with a minimum of four actual work hours per
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day (Sunday to Thursday). This requirement is for all programs offered by the
department.

6. Monitoring of Trainee Students’ Progress

The Field Supervisor will monitor trainee students on a day-to-day basis during their
internship. A faculty member from the Information Technology department assigned, as
Academic Supervisor will also visit students at their internship places at least once during
the internship period to discuss with the Field Supervisor the internship plan and the

progress made by the trainee student.

7. Internship Grading and Assessment

= The internship assessment incorporates the following elements:

iv.

Attendance; at least 4 hours per day from Sunday to Thursday. If a trainee
absence exceeds 25 percentage of the internship period, the trainee is
deemed to have failed the internship and must repeat the internship
program.

Plagiarism: students submitting or presenting plagiarized material will be
referred to the Student Disciplinary Committee. For details of penalties, refer
to the Student Handbook, Student Disciplinary Policy and the Policies and
Procedures Manual, Student Policies, Student Academic Integrity Policy.

The assessment of the field supervisor (40%) as per Form 2, Field Supervisor
Student Assessment

The assessment of the Oral Examination Committee (60%) as per Form 3, Oral
Internship Examination Committee Assessment.

The grade is to be approved by the Head of the Department and College’s Dean.
An original copy of the final grade is to be sent to the Admission and Registration
Office to be included in the student’s academic record at the end of the semester
in which the student performed the internship.

Grades are to be submitted to the Admission and Registration Office within three
weeks from the end of the internship, otherwise the grades are entered in the

student transcript the following semester. Separate lists for male and female
students should be provided.

8. Internship Management & Responsibilities

8.1. Student Internship responsibilities

To be available, and on time, for scheduled activities.

To notify both the field supervisor and academic supervisor, in advance, of

necessary absences.

To be appropriately dressed at all times.
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iv. To plan and carry out all assighments in a prompt and professional manner.

v. To submit to the Academic Supervisor a weekly e-mail report summarizing daily
activities during the previous week.

vi. To maintain a journal of daily activities throughout the internship.

vii. To submit a final report (which conforms to the guidelines provided) by the
deadline specified by the Academic Supervisor.

viii. To attend internship presentation, as scheduled, and to maintain regular e-
mail/telephone communication with the Academic Supervisor.

8.2. Internship Coordinator Responsibilities
i. Publishing the registration notice each separate semester

ii. Give final approval for site selection, ensuring the internship is appropriate for the
student’s major and has adequate scientific merit.

iii. Communicating with the internship providers and securing their approval (by
telephone, fax, or email)

iv. Publishing the final internship timetables, with copies to the head of the
department and the Admission and Registration Office before commencement of
the internship.

v. Preparing the assessment questionnaires for trainees, the academic Supervisor
and the internship provider, then collecting the completed questionnaires and
sending them to the head of the departments.

8.3. College Dean Responsibilities:

i.  Oversee the internship program implementation.

ii. Approving the academic supervisors’ list nominated by the heads of
departments.

iii. Approving the assessment results.

8.4. Head of Department Responsibilities

i. Ensuring the suitability of the internship site.
ii. Nominating the academic supervisors and getting the College Dean’s approval.

8.5. Academic Supervisor Responsibilities

i. Following up students at their internship sites to ensure the implementation of
the internship plan.

ii. Helping students understand and appreciate the aims of the internship and the
skills and patterns of behavior necessary for ensuring its success.

iii. Guiding students to the technicalities of writing the final internship report and the
content of the presentation to be made before the oral examination committee.

iv. Reviewing students’ weekly reports to be signed by the field supervisors.
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v. Conducting at least one visit to the internship site to assess the internship
environment and establish contact between the student, and the field supervisor.

8.6. Field Supervisor Responsibilities

I. Orient the student to the working environment and establish a schedule of work
activities.

ii. Notify the academic supervisor immediately of any problems arising out of
association with, attendance, or supervision of, the student.

iii. Ensure the quality of the field supervision.

iv. Approving the weekly report drafted by the student in accordance with tasks
specified in the plan.

V. Submit a final written evaluation of trainee performance.

8.7. Follow up of Students Internship Abroad

In the case a student is taking his/her internship outside the UAE, follow-up should
be ensured by means of email, telephone, fax, or any other audio-visual
communication tool, in addition to the weekly report.

9. Student’s performance

9.1. The Student’s Report

The student report should contain the following information:
I. Information about the institution providing the internship.

Ii. Work carried out during the internship period.

iii. The relation between the work done during the internship and the student’s
major (the relation between theory and practice).

iv. The strengths and weaknesses of the work carried out during the internship from
the student’s point of view.

V. The extent to which this work can be useful to the student after graduation.

9.2. Preparing the first draft of the report

The first important step in preparing the first draft of internship report is to gather all
relevant information. For this purpose, student will primarily rely on their Internship log
notebook and technical manuals related to the internship work and other information
gathered from the Internet or textbooks.

The next step is to start preparing the first draft of the report. For this, student
will define a logical order for presentation. This can be achieved by developing a
brief outline in such a way that the ideas are classified in groups and subgroups,
all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary
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concern in writing the first draft should be to concentrate on developing ideas. As
student go along, decide where an illustration, block diagrams, schematics,
graphs, tables or images would help to clarify the point. Students’ first draft
should contain the following three major sections.

1. Introduction: This section, considered as Chapter 1 of internship report, defines
the nature of student internship, its duration, and some background information
about the company/industry/organization where student was trained. Student
Trainee should also highlight the main areas of the internship in this section.

2. Main body: The main body of the report shall comprise of two to three chapters.
Each chapter will discuss a different aspect of the internship. For example, the
first chapter of the main body (i.e.,, Chapter 2 of student report) may briefly
present the theoretical background concerning area of internship, while the other
two chapters may describe the practical aspects of student internship such as
equipment testing, fault analysis, repair and maintenance procedures, and other
types of student field experience in a logical sequence.

3. Conclusion: In this chapter, student trainee will summarize the conclusions of the
internship report. Accordingly, conclusion should be a logical outcome of the text
presented in the main body of the report.

9.3. Polishing the First Draft

Having completed the first draft in a typed form, student are ready for the next step of
polishing it. Critically review the first draft to delete unnecessary details and add any
missing information. Student should also be prepared to rewrite any major portions of
the report if that is required to improve its quality.

Having done that, it is now time for carefully reviewing the modified report, checking
the grammar, sentence structure, spellings, continuity of sentences, and smooth
transition from paragraph to paragraph.

9.4. Preparing the Final Version

To finalize the internship report, student trainees need to add the following additional
pages:

1. Title Page: The title page shall include the name of the university and its logo
as well as the name of the college and department. Student shall also include
the title of the report, their name, ID number, and the internship period (for
example: 15-6-2020 to 30-7-2020).

2. Acknowledgment: After the title page, student may add an acknowledgment
page to thank the person(s), such as Field Supervisor, and Academic
Supervisor.

3. Table of Contents: The table of contents shall indicate the titles of chapters
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Before b
the begi
to the A

and sections and their page numbers.

Bibliography or References: At the end of the internship report but before
the appendix, student shall provide a list of books, technical reports, and
websites consulted for writing internship report.

Appendix: Any information or data that is necessary for the sake of
completeness, but not directly related to the main body of the report may be
presented in the Appendix.

inding the internship report, the student should proofread it carefully from
nning to the end for any spelling or typographical errors before submitting it
cademic Supervisor for evaluation.

10.Internship Presentation

At the end

of the internship, trainee students are required to prepare and deliver a fifteen-
minute presentation that highlights their activities/ tasks during their internship period. Trainee

students must follow the following guidelines for preparing their oral presentation:

i. P
i. P
iii. P
iv. G

10.1.

lanning for oral presentation
reparing visual aids
reparing for Questions/Answers session

etting ready for actual presentation

Planning for Oral Presentation

The main steps involved in the planning are as follows:

vi.

Vii.

10.2.

Define the contents

Define a suitable title of presentation

Collect all necessary supporting material

Identify the main points that student wants to convey to the audience
Organize their thoughts in logical sequence

Determine the number of slides needed for their presentation

Identify main points for each slide and give each slide a title

10.2. Presentation format and layout

The following points should be observed while preparing presentation slides:

Each slide shall contain only the key points.

Use large fonts so that it is easy for the audience to read the contents
of the slides.

Use different colours to highlight the most important points.

iv.  Use animation effects where appropriate but do not overdo it.
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v.  Add graphics, charts, figures, and video clips, as appropriate.
Students may use the following sequence for slides:

The Title Slide: Contains the title of the presentation, name of presenter, name of
Academic Supervisor.

Outline Slide: A listing of the major components of the presentation.

Body Slides: Cover all the major topics of the presentation with figures, charts, tables,
pictures, etc.

Conclusion Slide: Should include a summary of the main conclusions of the internship
experience.

10.3. Questions/Answers Session

Although students have no idea about the type of questions asked at the end of their
presentation, they must do their homework so that they are reasonably prepared for this
session.

10.4. Presentation Day

On the day of the presentation:

i. Dress appropriately for the occasion.

ii. Be calm and composed. Show self-confidence.

iii. Arrive in the presentation room/hall before the start of their presentation.

iIv. Make sure their presentation is properly saved on the presentation room PC
and it runs smoothly without any problem.

V. Follow the instructions of the session chairperson regarding the presentation
time.

vi. Do not rush or talk too slowly.

vii. Pause at key points to emphasize their significance.

viii.  Change your voice pitch and use appropriate gestures.

iIX. Maintain eye contact with the audience.

X. At the end of the presentation, thank the audience and ask if there are any
guestions.

xi. Carefully listen to the questions and give concise, to the point answers.

11. Field Supervisor’s Report

The field supervisor’s report consists of:

I. The student’s attendance.

ii. The extent of the student’s awareness of the quality of the internship
facilities used.

Iii. The student’s observation of the guidelines of the internship institution.
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Iv. The skills learned.

V. The total number of internship hours and days.

Vi. The possibility of making use of the student’s skills during and after the
internship.

12. Academic Supervisor’s Report

The academic supervisor’s report includes:

i. The extent of the student’s commitment to the internship and observation
of the internship program.

ii. The skills obtained through the internship.

lii. The extent of making use of the topics of the internship.

IV. The correlation between the internship and the major.

V. Strengths and weaknesses of the internship program.

vi. Suggestions for improving the internship program.

vii. The student’s final report.

13. Internship Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx.

The criteria for registering Information Technology and Information Systems
internship course are as follows:

e Internship request form is filled online using students’ online registration
system.

e Head of Department/ Internship Coordinator’s approval is required in all cases.

e Once the internship request is approved, the internship course will be added to
the student’s registered courses.

14. Internship Site Selection and Evaluation

The internship coordinator and the academic supervisor coordinate the
placement of trainee students in appropriate private or public organizations that
operate in the field of Information Technology. Career and Internship Office can also
assist in the placement of students for internship through their contacts with
external organizations. Internship locations proposed by students are also accepted
if they fulfil the required internship site selection criteria and approved by the
internship coordinator or academic supervisor.


https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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15. Internship Prerequisites

The prerequisites for all programs is the completion of 90 credit hours.
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16.Appendices

A. Information Systems Internship Course Description

College of Engineering and Information Technology

Information Systems Internship — INS 408

1. Number of Contact Hours, Credits, & Prerequisites
Credit: 3 Theory: - Lab: - Tut: -
Prerequisites: 90 Credit Hours

2. Course Catalog Description

Internship familiarizes students with actual working environments. It gives students the opportunity to
integrate their knowledge and skills learned in the course by applying it to real world problems
encountered in business and industry. Internship also gives the student a feeling of what is involved in
working on actual information technology problems and develop communication and team-work skills
as well as ethical issues relation to IT.

3. Course Learning Outcomes

Upon completion of the internship period, students will be able to:

Course Learning Outcome IS
Program
PLOs
a. Apply core knowledge and skills to solve an IT problem. PLO#6
b. Deliver an effective presentation in subject matter to a technical PLO#3
audience.
c. Produce technical reports. PLO#3
d. Work collaboratively as a member of a team. PLO#5
Take initiative and work independently. PLO#5
f.  Resolve ethical, legal, and societal issues related to computing. PLO#4

4. Course Content:

Unit # Wee Study Unit Title and Contents
k
1 1-10 An internship program prepared by the internship party for the
student to complete in 10 Weeks, 20 working hours per week.
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5. Assessment:

Assessment tool Grade
Oral Examination Committee 60%
Field Supervisor 40%

Oral Examination Committee (60%)

Performance Item Outcome Score
(1-10)

1. Apply core knowledge and skills to solve an IT problem. a

N
o

Deliver an effective presentation in subject matter to a
technical audience.

Produce technical reports.

O

(o

Work collaboratively as a member of a team.

Take initiative and work independently.

o Vv iAW

Resolve appropriately ethical, legal, and societal issues related f
to computing.

Total

Field Supervisor (40%)

Performance Item Outcome Max Score
Grade

1. Apply core knowledge and skills to solve an a 15
IT problem.

2. Deliver an effective presentation in subject b 10
matter to a technical audience.

3. Produce technical reports. C 10

4. Resolve appropriately ethical, legal, and f 5
societal issues related to computing.

Total 40

Notes:

= |fatrainee absence exceeds 25 percentage of the internship period, the trainee is
deemed to have failed the internship and must repeat the internship program.

= Plagiarism: students submitting or presenting plagiarized material will be referred
to the Student Disciplinary Committee. For details of penalties, refer to the Student
Handbook, Student Disciplinary Policy and the Policies and Procedures Manual,
Student Policies, Student Academic Integrity Policy.
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B. Information Technology Internship Course Description

College of Engineering and Information Technology
Information Technology Internship — INT402
2. Number of Contact Hours, Credits, & Prerequisites
Credit: 3 Theory: - Lab: - Tut: -
Prerequisites: 90 Credit Hours
2. Course Catalog Description

Internship familiarizes students with actual working environments. It gives students the opportunity to
integrate their knowledge and skills learned in the course by applying it to real world problems
encountered in business and industry. Internship also gives the student a feeling of what is involved in
working on actual information technology problems and develop communication and team-work skills
as well as ethical issues relation to IT.

3. Course Learning Outcomes

Upon completion of the internship period, students will be able to:

Course Learning Outcome IT
Program
PLOs
a. Apply core knowledge and skills to solve an IT problem. PLO#6
b. Deliver an effective presentation in subject matter to a technical PLO#3
audience.
c. Produce technical reports. PLO#3
d. Work collaboratively as a member of a team. PLO#5
e. Take initiative and work independently. PLO#5
f. Resolve ethical, legal, and societal issues related to computing. PLO#4

4. Course Content:

Unit # Week | Study Unit Title and Contents

1 1-10 | A training program prepared by the training party for the student to
complete in 10 Weeks, 20 working hours per week.

5. Assessment:

Assessment tool Grade

Oral Examination Committee 60%

Field Supervisor 40%
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Oral Examination Committee (60%)

Performance Item QOutcome Score
(1-10)
1. Apply core knowledge and skills to solve an IT problem. a
2. Deliver an effective presentation in subject matter to a b
technical audience.
3. Produce technical reports. C
4. Work collaboratively as a member of a team. d
5. Take initiative and work independently. e
6. Resolve appropriately ethical, legal, and societal issues related f
to computing.
Total
Field Supervisor (40%)
Performance Item Outcome Max Score
Grade
1. Apply core knowledge and skills to solve a 15
an IT problem.
2. Deliver an effective presentation in subject b 10
matter to a technical audience.
3. Produce technical reports. C 10
4. Resolve appropriately ethical, legal, and f 5
societal issues related to computing.
Total 40
Notes:

= |fa trainee absence exceeds 25 percentage of the internship period, the trainee is
deemed to have failed the internship and must repeat the internship program.

= Plagiarism: students submitting or presenting plagiarized material will be referred
to the Student Disciplinary Committee. For details of penalties, refer to the Student
Handbook, Student Disciplinary Policy and the Policies and Procedures Manual,
Student Policies, Student Academic Integrity Policy.
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C. Student Internship Assessment Form

College of Engineering & Information Technology
Department of Information Technology
Student Internship Assessment
Academic Year
Form 1 - (To be filled by the student)

Kindly fill in the information below and send to your internship academic supervisor at the end
of the internship period.

Student Name:

Student ID:

Major:

College:

Internship Place:

Internship Date: From: TO:

Kindly rate the following areas using a scale of 1 to 5, with 5 being strongly agree and
1 strongly disagree. If the question does not pertain to your area of responsibility,
please tick as “N/A”.

# Item Rating
1-5
1 | I am satisfied with the way in which my training place was selected
2 | The internship was relevant to my major
3 | I had the opportunity to apply my knowledge and skills
4 | | had sufficient field supervision
5 | The internship experience was beneficial to me

General Remarks:

Signature:

Date:
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D. Training Site Selection, Evaluation and Approval Form

Training Site Selection, Evaluation and Approval Form

Please fill in the information required below before you apply for registration of the training course
on student registration system.

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector
Private/Public

Size o0 Small 0 Medium O Large

No. of Employees

The department(s) in which the intern will be o YES ]
trained has/have sufficient and qualified staff to NO
implement an adequate training plan.
The work environment in the institution is safe O YES m]

N

0
Training Period o From: oTo:

Academic Supervisor’s Approval

I hereby, approve the training site and give m] o NO
permission to the student to start his/her YES

Academic Supervisor’s Name: Academic Supervisor’s Signature:
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E. Internship Registration Form

The following is the internship application form that is available online at
https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category: Training
request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail:



https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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F. Internship Request Letter Template

[Date]
To:
[Name of the Contact Person]

[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman
University. With this letter, | would like to request your approval for [Student Name],
[Student ID] who is a registered student in the Information Technology department to be
assigned as trainee in [Company’s Department] at [Company Name]. The student, as per
his/her degree requirements must complete a total of [Number of Hours] commencing on
[Internship Start Date] and ending by [Internship End Date] with the total hours in each
internship week not exceeding 40.

Internship is a core component in the information technology/information systems
programs, intended to enhance students’ knowledge and practical skills, enable them to
be acquainted with the professional practice environment, and equip them with soft skills

needed to pursue future careers in the computing field.

| highly appreciate your cooperation and support.

Best Regards

[HoD/Academic Supervisor Name] [Title]
[Tel]

[Email]
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Field Supervisor Student Assessment Form

College of Engineering & Information Technology
Department of Information Technology
Field Supervisor Student’s Assessment

Academic Year
Form 2 - (to be filled by the field supervisor)

Kindly fill in the information required below, including the student’s grades and the send this
form to Ajman University, College of Engineering and Information Technology at the end of the
internship period.

Internship Details

Student Full Name

Student ID

Major

Internship Period From: To:

Institution’s Name

Department(s)

Field supervisor

Position/Job title

Tel. No.

P.O. Box

Fax

Email

# Internship Learning Outcomes Outcome Max Grade | Score

1 Apply core knowledge and skills to a A 20
computing problem.

2 Work collaboratively as a member of D 10
a team.

3 Take initiative and work E 10
independently.

Total Mark 40
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General Remarks:

NamMe: .o
Date: / /
Signature and Institution Stamp:
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G. Oral Internship Examination Committee Assessment Form

College of Engineering & Information Technology
Department of Information Technology
Oral Internship Examination Committee Assessment
Academic Year
Form 3
(to be filled by the Oral Examination Committee)

Student’s Details

Student Full Name

Student ID

Major

Internship Period From: To:

Kindly evaluate the student on each of the learning outcomes below.
# Internship Learning Outcomes Outcome Max Score
Grade

1 Apply core knowledge and skills to A 20
solve a computing problem.

2 Deliver an effective presentation in B 10
subject matter to a technical
audience.
Produce technical reports. C 20

4 Resolve appropriately ethical, F 10
legal, and societal issues related to
computing.

Total Mark (Max 60) 60

General Remarks:

Date: / /
Signatures of Committee Members
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H. Internship Student Weekly Report Form

College of Engineering & Information Technology
Department of Information Technology
Internship Student Weekly Report
Academic Year
Form 4
(to be filled by and signed by the field supervisor and the student on weekly basis)

Student’s Details

Student Full Name
Student ID

Major
Week Date From: To:

Institution’s Name

Field Supervisor
Position/Job title
Tel. No.

Email

Week Day Summary of Activities Department Hours

Sunday

Monday

Tuesday

Wednesday

Thursday

General Remarks:

Student Signature Field Supervisor
Signature

Date: [/ / Date: / /
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ol gdge (de dadlgally Hlisly et B)latwl 10

College of Humanities & Science
Dept. of Sociology
Internship Institution Appropriateness& approval Checklist
| Lo e Aalgall cdaidle_sulas 40315

Institution Details
s §all ULy

Name of Institution

Sector

Type of Institution

Location

Telephone:

Email:

Date:

Appropriateness Criteria Checklist

A5l julas Grade

Criteria 1: (mandatory ) YES | []
Institution is officially recognized (governmental-private, non-profit sector ) NO | []
(g glas —ols- llad— (295> plad ) Loy L2 jine dusansal

Criteria 2: (mandatory) YES | []
The iinstitution is related to the academic program (sociology and social work) | NO | []

( Asloxzdl daasdl g flaizdl ple ) B pansidl Jlrey e OIS ducgall
Criteria 3: (mandatory) YES | []
A social worker, social care, or community service unit is available in the | NO | [ ]
institution
Lnaizen Ao 9f uelaizr] lods- By of (flair! Jlas Lusall 3 390

Criteria 4. (mandatory) YES | [ ]
There is a qualified staff for training and supervision in the institution ora unit | NO | [_]
for training

Gl Liols- Bumg of L1 9 Capal] Unge )38 Luswgall (3 drlgns

Criteria 5.: (optional) YES | [ ]
The institution is in a geographical area close to university campus or available NO | [ ]
to students

adlall s of daslndl (3o )3 (Blyir Blas (3 Lol

Criteria 6.:(mandatory) YES | [ ]
The institution is equipped with public safety and security facilities such as NO |:|
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:alarm devices ,firefighting devices, indicative and protective boards ,first aid

kit

Bolty] Ologl-clabYi HY 85821 (ke deladl oDl 9 oyl Jiliwgy Braace duuwwwgoll
(Adsl olalasl—a8lE 99

Criteria 7. (optional) YES

N

The environment of the institution is sensitive to students with handicaps | NO
(disability)

oogll ol Adlall diele duwioll A2

Total grade (out of 7 )

Training Coordinator
Name:
Signature: Date:

Al Gyl Jaomad 8yladiasl 1
plas e 8y99%0 49 i8I )lasunl SIS JashJl e

http://ors.ajman.ac.ae/Requests/NewRequest.aspx
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Jlall @wﬁlx)a:dl T
College of Humanities and science pslalls Wil &8
Department of Sociology il ale oud
Student Weekly Report Al £ 9pdl 4,501
Academic Year ww et
College Major :
Student’s Name: Student’s ID:
Organization Name:
Week Number: From: To:
Activities performed by the student during the week Gowed I (Il oot 2 ddaaddl
Day Activities Department Hours
Sunday
Monday
Tuesday
Wednesday
Thursday
Days of absence

Comments: ol
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Name & Signature ..........ccccceevvvevie e Date: .....cccoeevenne

T 5all 238

Organization stamp

:Q5ﬂ§| Ll @yl e ol 0097167056754 1 (Sl 5,b ¢ye o1 bgdy Lol Coydd)l Gudo I Wbyl Blawdl 0de ¢ Jo (22
trainin.sociology@ajman.ac.ae

* Please fill this form &send it to the training center, either manually or by fax: 067056754 or by Email
training.sociology@ajman.ac.ae
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381 G ol Aasalgy Il ell ol 8yl 1

College of Humanities and Science

pokally olslusyl akls

Department of Sociology gzl ele aud
Training Assessment by Academic Supervisor w;siﬂ Gl B, e Il sl (O3
Academic Year el plal
Student’s Information Ologlas
)il
Full Name Jo8JI o)l
ID number el 03]
Major uasasill
Training Institution’s Information all Lgd Gy (I duwall e Sloglas
Institution’s Name L §oll sl
Department(s) Al pludYl
Field supervisor JEISVAN R JLN|
Position/Job title Gyl o)
Tel. No. L §oll Ca3la
P.O. Box Sl Ggdall
Fax oSlall
Email S9SN Al
Training Period From: oyl Aoyl 8,4l
To:
S. Training Objectives Score oyl Colual
(1-5)
1 | The degree of ideas and initiatives dl g pass ) Slyolally K1 Ay
presented to the academic supervisor. AN
2 | The degree of reponse and communication Gl 2o Jaolgilly Ll 4o
with the academic supervisor. @3353\
3 | The degree of adherence to the directives of Gl Olgegn aUN doys
the academic supervisor and carrying out e Gl olalgll plaally w;SSH
the duties assigned to him
4 | Professional conduct and discipline and Gadaly (gl bluasdly gl
application of professional ethics Ligell oldds
5 | Attendance (Absence of more than 25%the 0 %25 e ASY Ole) sl gall
student is considered a failure (Tewly LI
6 | The commitment of the student to attend the lebadl Hgam Ll
meetings duclazly Ao, 2l
Total Mark (out of 30) (30)  aslgdlasl
Name & Signature ..........ccoeveneerencneecneenn, Date: oo
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el G5 teall Alaanlgy I elol oagds Bylaol 23

Academic Year

College of Humanities and Science
Department of Sociology

Training Assessment by Field Supervisor

eolalls OlsLudYl i

glazl ple o

Gladl G all Gyl o Il

wlgd\ ﬁL«J\

Please fill in the information required below,
including the student’s grades and the send this
form to Ajman University (Training Coordinator
before the end of the training period.

b Lol Gl g9 0Bl SbLl &sd (s

ol 8,8 gl b o)l 3ante ) Wbyl

Student’s Information Ologlas
el

Full Name JoJI @l
ID number L}AL;,J\ @3l
Major uasasill
Training Institution’s Information Aall lgd Gy (I duwwall e Sloglas
Institution’s Name L gl ol
Department(s) anll pludd)
Field supervisor Gl O el
Position/Job title b gl ol
Tel. No. L §all Ca3la
P.O. Box Sl Ggduall
Fax oeSlall
Email S9SN Al
Training Period From: To: oyl Aoyl 84a))
S. Training Objectives Score oyl Colual

(1-5)

1 | Application of basic work skills (communication
and development skills, attitude towards co-

©hlgs) Jand ol Gylnall (gerkes

workers & Cleints) (Daadly Jondl
2 | Ability to produce technical reports and work as Joslly duds )la5 slae] e 80l
team member B8 (o guasS

Ability to take initiative

8yaleadl AT e 8yuall

4 | Behavior and ethics

el blualy ol
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5 | Attendance (If absent for more than 25% of the i %25 e SSY Ole) ddslgall
training period, the trainee is deemed to have failed) (Lewly LI
6 | Ability to understand the training plan oyl dlaz Ol e 8)04))
Total Mark (out of 30) (30)  4slgdl dsyll
Name & Signature ........c.cocovovivvir e Date: ....ccccevvvenne.
A gall i

Organization stamp

Fax: 00971 6 7056754 E Mail training.sociology@ajman.ac.ae
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College of Humanities and Science polall g wlilusyl &8
Department of Sociology gzl ele oud
Training Assessment by students Ul daaol gy Capydl o3

Academic Year goldl pladl

Please fill in the information below and send this form | 3 L_,c_us‘)ll Gl Ul Wlols obisl Ll diua3 2oy
to the academic supervisor at the dep. before the end | il 843 lgiil Jud @uudl)
of the training period.

College 4Kl
Female student adlb Male student b [
Fall =i Spring 0 Summerll il Summer2 guall
20
- Please rate the following areas using a scale of 1 a3 50blde 5 U111 o0 o3 olaw Jloaitasl (20 -
to 5, with 5 being strongly agree and 1 strongly O sl e e 1 o Lo LeN ol )
disagree. Bl § Ao poy celidgiuns pls Jigdl O 13 -
- If the question does not pertain to your area of “N/A”
responsibility, please tick “N/A”. sl O8I (3 V e g LY ooy -

- Please answer by putting v".

S. ltem Rating

1 | | am satisfied with the way in which my training institution was
selected
EL.ML}.A g.,\f)u\.ﬂ\ ElM}A‘)L“d}\ 4.5::).19 ER1\Y

2 | This training is relevant to my major

3 | l applied basic work knowledge and communication skills during
the training period

oyl 858 UM Sl lylgag dpsludl Cylanll ol
4 | | had sufficient field supervisors

il g S (loanll (8l dmglie (0 okt
5 | My academic supervision during the training was excellent
oyl 858 IS 83liee duad BT dmslia (o Cokiial

6 | | achieved my training objectives

oyl (o Bgzpall CBlaaYl caaa>

Further Remarks: 4l wlhasde
Date: ...
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gogaSS’\ B uall Aol gy ooyl a3 8)lanl 1)

College of Humanities and science polalls il 48
Department of Sociology gloizdl ol s
Training Assessment by Academic Supervisor goeas‘yl O o)l dalgy oyl s
Academic Year el plal

Academic supervisor P S PR PN
College a1
Major uasasill
Email Qo ASIYN )
- Please rate the following areas usinga scaleof 1t0 5, | 5 ob lle 5 JI 1 e s ple Jloasl (2 -

with 5 being strongly agree and 1 strongly disagree. ol e s 1 baw Lol el asdl ) pis
- If the question does not pertain to your area of AV

responsibility, please tick “N/A”. LBl 3 ddle oy cclid9gune s JIgdl 0513 -
- Please answer by putting v'. “N/A”

S. ltem Rating
1123 45| N/

1 | Trainee moved and interacted freely within the institution’s
departments

o §oll pLudl Blises ro &ym0 Jeling ymats OF Gyl
2 | This training is relevant to the trainee’s specialization
;_J_)..Uqu\ oSS Jlad wb’w g_.,\”)_)JJ.”

3 | Trainee applied basic work knowledge and communication skills
during the training period

oyl 828 UM Jlasyl hlgey Al Goylaall yiall puseies!

4 | Field supervision for the trainees was excellent
Blias OF (pyaiall il e Jlogall 1Y)

5 Assessment mechanism for trainees
Ooiell ddlall - aJi

6 | The trainee achieved his/her training objectives

oyl Glaal Cydsall 3a>
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Further Remarks: Ldls] wllasdle
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%40 §g0zeal! % 20 (Raddl oyl Ao %20 Coyiedl G 4,85 @ueds Ay

53| ol &

Aoyl 2 #
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......... (5)zyald sumall gl 0N | 2

......... (5)abgizee JWS! 9 oyl cuiys | 3
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5.2 Bachelor of Arts in Psychology

Mdedia)l 1

Balas yins LS ¢ pmmasall (3 i ond (@)1 Aoyl lalucall isalasdl 55l il phe (3 3sell oyl S
St Ll o)l Lusplang @l duyd 4 ey o o)l JUasHl Drgllaall dugall Sllgol deasd (3 doga
3 Jond @1 Abisal) Slugall 3 and) copail) 0 s bos ol 3 pmmmiie e (540 Bl o ibia
o leoles (30 Sihlaally lashaally il sudsss s ol e Jganl) Ul oyl it gl Jlnal
SAels § ogelad Lo 5LasY Aoyl wg) el — Gilall Gl — &1 s Mk (dabisall Ayl by all S5l
iad) Zyloal] Olulaze B39 Aakaiall aulially Ologlaall (iads edas e Jandl @ (509 closlan o dusbyll
e s ¢ dabiseall OY! pe Jadll Jolad] bl sL3YN QL) 8 agun Ghall ) OF G3 (ans
Loy 31,391 ghao LSa3 (e 88 8o 135 Lo cgloml Kt oad 8l 428y 5391 o Joladl bl LS|
ol Jlme (3 digal) Lujlool) aill g3lo)l o 33150

deliy o (il Glas agall slael J>yo ol (30 @il Jlrall (3 Jond (@) Olucgall (§ Ghivedl Coyadll dn WS
Remllass Cimall g Uy 0l eyl 60,25 s (3 AUl 5k Ln s 355k Janll gen o o 35 3

Internship Learning Objectives oyl duadatdl Glaadl 2
4 dmlinly 2022 /2017 Olaze dxoler il dalal g5kl (po Guidl el gy losall oyt Glaal gl
Slaedl S o299 Wb Lolzdlg t_;jizﬂ Fladll Ol o o duraizeall sl sl S Jaeis L;J\j cegbally Ll
i L ledl Copad! ol o] (5w 03 (109 dnslanlls yailly Cado gill oS WIS (o Jomy (1 Sl
Aign Ll aSond A Jos i (§ dplall GBylaall s
ol Jardl Ol lgos daatll doasd] Jloma (3 dogo ddos Oilylge LLuiSl @
) Aiad) 2] Jlome 3 Jorld Bgllanll Ligall Slgall ogs @
1 el 5T sl daid! Gledsd! pas (@l Olun§all (quaidl Jlmodl § Jonll 920 ol Olalsl QLS =
Agesll
) (389 eV s ool el g5 s a1 ol cdniit] digally Jianl) daditall 453 lally oYl dpas
Ao ganzdly
cSlussall (3 Joadl s (3 (5919 Dol o (32,8 Janlly O9lail) Dlgo deais
O3] (e 0443 5323 (gl ddoall Whlgall e degarme dati o LS Guat)) @le oy Copadl] Blaal pasas LS =
1 L Ohlgall sda Jlaz] (Sasg cdandid] Slodsd] Jloa (& Jonl!
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1. Introduction
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2. Internship Learning Outcomes (CLOs)

1o MMl Sazies cBluall o -l slgidl s

el @8 gall (§ ohaall daacdad] LS pisvi 1

LY o Oglaiall ehaadl By Bdaiell dxardad)] Cablgall oy .2

Aasass e (§ ke (epdd dwhl bl gl 3

Apdoll (3 sgodl opslas WIS iy .4

5

6

7

Agall Aglie b3l @) (@ OMaally blasll sasy
LMl oyl sU3) gl 0B (a1 digally dusloizdlg 4,Sal lriiall @2Y jlsl Cale lalase
Gkt dugydo (§ L Jsanall lellly laddadlly Laslgunalls o5y



file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Humanities%20&%20Sciences%20(CHS)/دليل%20التربية%20العملية%20%20-قسم%20التربية%20-%20معدل%202020.docx

AU INTERNSHIP MANUAL

3. (PLOs) Mapping of Internship CLOs with BME Program Learning Outcomes
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8. External Training
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10.Internship/ Training Registration Procedure
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12.0rientation of Trainee Students
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13.Follow-Up and Performance Assessment of Student Trainees
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13.1. Training Site Visit by Academic Supervisor
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13.2. Weekly Reports 13.2
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13.3. Internship/training Report 13.3
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2 . Main body:
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13.3.2 Polishing the First Draft :
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13.3.3 Preparing Final Version
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13.4. Internship Presentation

IS ogolga / egrlaadl j d383 15 dide s poye @iy sle] puiall Ol e Al ¢ ol el &g (3
Gl il (ya)l slaey AL Slalin Yl el opydiell O e oy - plad! oyl 8

Ssaadl (oAl ladazall - 1

& ped) Blugll slas] — 2

LY/ Al dudad juasdl -3

Q—*—U‘ ool slaaiwl - 4

Planning for Oral Presentation:

Db S ladasall Lgdle (S skaiy (31 Aty )l Sl glasl
Sbgiall s (i
ranliall (2520l Olgis dpass (@



\ Uboocd 2ol
A AJMAN UNIVERSITY

2! eIl 3lgall gaor gox (z
o3gal) W] Clall o (@l dead ) bladl s (>
e Juddad (3,881 0 a5 (o

L) Aoy 8Ll sue dpa=s (9

Blgie dow i S slacly dow i S das ) Blasdl apas

Presentation format and layout:

D] (2l Sl sl s AWl bladl slele G

Lo da))) LI e dop b S G O o (1

Ll Slhgime 8513 sgenll e dguun oo 848 Bghas pasaal (@

blail @l 31, dabizes olgll plasad (z

leed U5 Y U9 sLamdYl s aSymiall p gl gl pasad (5

Lol G ¢ gl abolang JEaIg a0kl pgunly ALl p gl A3LS) (2

L Ll QU1 Jadiadd! plasuid oMall oSy

28I Gl qualy pudall eusly (audaill (oyall Olgie e (Sgimd 10l giall dou
etadl] poyall s I U sSall As36 1 uaiil] alascal) dom i

W3 L g gty Uslaadly Lol pgunlly JEAIL o) oyal) )l Oole gao gall guaz Jais f gyl s3] do
oyl 83 A ) Sl bt Lasile (et OF o izl dow &

Questions/Answers Session:

Sl pgale oz AT ¢ aaddll agys g § dmgskaall Undl £55 (5 8,58 @l ) DI 0T o 021 e

Presentation Day:

F b gy O Adlall e o @oiadll pg2 (3

dcliall 2dg) onslia ol 1

o)l dasll gl g Bola oS (o

w2l s Jid papall e 7 45,8 I Jge sl (7

Uias (ST 095 Aoy Jomy Ty )l (oyall 88,2 S9uaeS e e Sy & (o) il (2,001 Jai> g0 9ST (5
02l C89 o grate dudadl ) Cledad &l (&

Ll sl G of Joaxs Y (g

lotsonl (e LST &) bolas e Cadodll (5

dusliadl Olslan)l puseinly igue dys s @3 (7

2560l 2o G padl deolgtll e Blaxdl (b

Al (ST s 3813 L Jlalg jgeanll ;S ¢ ooyl Blg 3 (&




AU INTERNSHIP MANUAL

Lo d> ] 85250 DLl) dacly diwdl ] Dl patiosl (2

14.Internship Assessment by Field Supervisor
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15.Internship Assessment by Academic Supervisor
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16.Appendices lamlall

A.  Course Description of the Internship/External Training
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B . Training Site Selection and Evaluation Form
College of Humanities & Science
Dept. Education

Training school suitability checklist

School Details

School name

School type /government / private

Location
Telephone:
Email:
Date:

Appropriateness Criteria Checklist

grade

Criteria 1: (mandatory ) YES | []
The school is accredited by the Ministry of Education NO | []

ubadlly ) )li9 oy a3 BY slazedl e Aol dugyoll
Criteria 2. (mandatory) YES | [ ]
There is a qualified staff for training in the school and covers all disciplines NO | []

Bgllaall Slasasll graz Jaisg capil] (850 )36 Lupdall (§ iz

Criteria 3: (optional) YES | [ ]
The school is in a geographical area close to university campus or available to NO | [ ]
students

lall e of dnalol 0 )3 Glir Blhai (§ duayoall

Criteria 4:(mandatory) YES

The school is equipped with public safety and security facilities such as: alarm | NO
devices ,firefighting devices, indicative and protective boards, first aid kit

351899 LoLiy] Olgf -slaboh- HLiY1 85021 ke deladl Ladudl g eIl J5lings Brgme dusytal)

L0

(gl ololasl —
Criteria 5:(mandatory) YES | [ ]
The school is equipped with educational NO | []
technology
pladl L g5 JSlaosy Bigame Luaya)
Criteria 6 : (optional) YES | [ ]
The school a caring environment for students with special needs NO | []

gl Glouol ddlall dielye dugyiell day
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Total grade (out of 6 )
Training Coordinator Name
Signature:

Date:

C. Internship Registration Form

The following is the internship application form that is available online at
https://ors.ajman.ac.ae/Requests/NewRequest.aspx

Please go to the link, click on Request type: Training Center and Request category: Training
request and complete your application online.

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External or Internal Training before? Yes No
Expected Graduation Semester Do
you have your own training place? Yes No If yes, fill

out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

E-mail Emirate



https://ors.ajman.ac.ae/Requests/NewRequest.aspx
https://ors.ajman.ac.ae/Requests/NewRequest.aspx
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D. Internship Request Letter
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E. Internship Weekly Report Form

Student Weekly Activity Log

Student ID

Student Name

School Name

Week Number From: To:
Training Tasks/ Activities
Task Department Day Date Hours#
Total Hours
Further Comments:
Days absent .....cccceveireeeeinnns Days Late.....ccoovevieriecinne,
Signatures
Field SUPervisor ......cccccoveveeeeeeennn Date: ......... Y Y
STUDENT e Date: ......... [, Y
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F. Internship Evaluation by Academic Supervisor Form

Internship Evaluation by Academic Supervisor Form

Student ID

Student Name

Academic Year Semester

Internship Site

Training Assessment
Performance category/ criteria Student Score Total Score
Weekly Reports (BMEIF2) 10%
Academic Supervisor Evaluation 40%
School Manager 10%
Internship Presentation Evaluation 10%
Field Supervisor Evaluation (BMEIF4) 30%
Total 100%
COMIMENTS .o e e et e e e
Academic SUPerVISOr: .ovvececceceeeeeieee e Y

Signature Date
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G. Internship Evaluation by Field Supervisor Form

(O9laiell plaodl) Bladl (3 inodl Jid g0 @laadl U shoT 00085 8ol

foasasil| (gl @3]l edaadl CIUR)) ol
fewdd| o) RN ! dslaiall
* sl A1 gl
obl_julaall cgu5 (3 Ul £lol a2
__________ Azl dyaall a1
__________ Al Guoydl) Ohlge s 2
__________ il Al elol s .3
__________ Al ae Jeladlly canall yls] 4
__________ ol L ol giSHl a5
__________ olia)l dofio dawlys labas qsad .6
__________ o) decll duadadll Slgoll ygkas .7
__________ Aasd) G @ladlly oudasdll Ol il Gudas .8
__________ ooV ek (§ dazl))) dadll lesiwl .9
__________ ol bty caall &b (aSbasy syl 10
100/-------- 3lgd! pad)

C)l.?)._\ 10)1:‘” ‘_‘SJJ.”)J.EJJ\*

M‘ I N S giun dole 8y gums
(70 093) pskss A gl || (90-70)8small oo [ (100-90) ssmze ||




Ubloocd 2ola
AJMAN UNIVERSITY

H. Intern Student Feedback Form
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College of Mass Communication PleYl 48
Form for Selecting the Internship Providers ol wlgz Hlas
Academic Year (2019 - 2020) (2020 —2019) (gol=dl plall
Form (1) (1) 8)Lozes!
Alalt bl
Student Name Al qwl
Student ID Aol solnll 03,1
Major bl pasasall
Male student Jb - O Female student 4JUL -0
Fall oyt - O Spring wy! - O Summerll guwall -00 | Summer2 2 wall - O
ol dgz Sbly
Internship Institution Name Gl g el
Internship Institution Sector ) dg Jle

- The internship provider collects one point for
each item. The selection will be made if the
institution takes at least 4 marks out of 7 marks.

3o eis 158153 Al (§ dhass e oyl dgz Juaxs -
e cdias 13] duall HLasl 13w AW o liall
Ol 7 5o I e ©lpn 4

Availability
el 3lg3 (Sda
NO - Yes -

Yo e

[tem - _aiall N

students.

The institution environment is safe and reputable environments for | 1

s o 139 Il BoT A §dly Sl g

laws and regulations

L gl Jandl (1539 zlg) 2880 Tadg Copasll dgz Jans

The internship institution meets all national employment and other relevant | 2

The internship provider is relevant to the student major. 3

The internship provider has great field experience in the student major. 4

Jlall uaz,apédbw@ Sl g oyl 4

beneficial field supervision.

The internship institution provides an internship student with sufficientand | 5

Ul o Lolas Bl oyl dgms 8153
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The internship institution location is suitable for the student residence 6
place.

There should not be any relationship between the internship provider | 7
(owner or field supervisor), and the internship student.

A o9 Ml G il gl gl o slgen il dgr o Jas5 Ao (ST Sl 5SS Y

Result - sl Total - dLo-}"
2020 /' / DateFyWl e, : Training coordinator Signature /cwdi! (3 2843

2020 /7 DAterEmWl s : Student Signature/cJUall x84
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ol 875 2ol 3,1

Ll

p—w)“

AL Gyl (3l (39 ASIPN ) e lld uady Loy gl Ay e 3Jb 0,81 (50 A, SUE SGadlge JU> 39
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Student Weekly Report Alall (£9uudl a3l
Academic Year (2019 — 2020) (2020 —2019) (gsll plall
Form (2) (2) 8ylosiwnl
At oble
Student Name Al gl
Student ID Al goll 03,1
Major PO RTV / Og3abs del3)  PRA /odlels dale wladle bl pasasal
GRD /bl
Internship oyl dg>
institution
Week Number( ...... From: / / To: / / Esausd! )
) (P )
Activities performed by the student during the week / goaudl U5 cJUall als] 31 daasY)
Hours / wlelull Department / el Activities /aaadd) Day /psd!
A=Yl
Sunday
oYl
Monday
<BMI
Tuesday
b)Y
Wednesday
geeves]
Thursday
Days of absence/ oLl b
OUasMor : COMMENTS: e onvereeeieieeeeiieeeeiiiee e
2020 /' / iDaterfeyldl L : Field Supervisor Signature /Mol 3 duall 24865

ENVE N PRER
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ZL}jjSJ}J\ LAl @b e AL copudl Gudal Ll 9l L?«gsliill G al) gadudy BHloawdl oda cfo (zp
D.elkhattat@ajman.ac.ae

Please fill this form and hand it to your academic supervisor, or send it to the college training coordinator
by Email: D.elkhattat@ajman.ac.ae

College of Mass Communication ey &8
Student Weekly Report copdil) (Il s
Academic Year (2019 —2020) 2018-2019 L_;uols.e-‘! et
Form (3)
(3) 8)loduw!
By the end of the training period, please fill in the | lgaxdeuds sbsl OULIN &3 2y eyl 878 lgil A
information below and hand it to your academic AL oyl Guie T o38N B iel)
advisor, or the training coordinator in the college.
Major / Og03al3g deld] PRA /0els dale ©8Me ‘__swb.ﬂ\ paasall
GRD /sl puasedd RTV
Female student 4JW[] Male student <Jlb [
FaII—‘_;:_J):'JIEI Spring - )00 Summerl -1 M\D SummerZ—ZMD

- Kindly answer by putting v'in a suitable place, the | ©% Lole cnliall O8WI 3 v ddle pog LY (2 -
rating system is using a scale from (1 to 5), with | 543 Seow (5 dl 1) oo elde e datny o]

5 being strongly agreed and 1 strongly disagrees. .'L}ﬁ” o) e s 1 ety oyl e Ql
- If the question does not pertain to your area of G Al p celidgsns Bl s JIsudl OB 13 -
responsibility, please tick “N/A”. N/A
Rating/ easasdl [tem / aiadl N
N/ 54 321 0.
A
| am satisfied with the way in which my internship institution was | 1
selected.
ELMLA L.A“)JV\JJ‘ ElM}A)L}b\ 4.5::).19 EAY
This training is relevant to my major. 2
| had sufficient field supervisor in the internship institution. 3
ol Ag (& (hsed) B i) dmlie ¢y ki
| had sufficient academic supervisor during the training period. 4

eyl 858 UM (2081 LBl Anylite cye kil

| applied the basic specialized knowledge and skills during the training | 5
period

ol 88 I ganass Gl Ohlgalls CBylaall caido

My communication skills were improved during the training period 6

el 858 UM ALYl (3lge ks

The training enhances my practical practices in line with the ethical and | 7
professional standards

Auigally LMY Sulaadl g (stlany Ly (S Adan)l Slegylaall oo oyl 330
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S\

By the end of the training period, | can practice the profession in my | 8
major effectively.

B8:Ss el Jlro (3 Jodl (2880 )l 848 clgiil da

| achieved my training objectives 9

ooyl (ye By ypall CBluaYl i

43Ls) wlkasMe : Further Remarks

2020/ / :Date: Wl
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College of Mass Communication eyl &8
Student Assessment by Field Supervisor Ghaall Gl oo LIl s
Academic Year (2019 — 2020) (2020 —2019) (sl plai
Form (4) (4) 8)lociwsl
By the end of the training period, kindly fill the & «Usl WUl das 2y coopdl 348 lgil dw
information below, and hand it to the academic | Bwis ao Juolsill o1 ¢ mo6Y Bl lgaduds
supervisor, or send it to the college coordinator by e- | :39AJY Ll s Wl RN
mail: D.elkhattat@ajman.ac.ae D.elkhattat@ajman.ac.ae
Student’s Information Ologlas
Oyl
Full Name JoSJI @l
ID number el 03]
Major ool RTV / 0g3al59 dc13]  PRA /odlely dole o8l oasasl|
GRD /&>
Training Period From: / / To: / / duiey)l 8 A4l
il
Training Institution’s Information Il lgd Oy () dngall e Sloglaa
Internship institution oyl dg=>
Department ol eud
Field supervisor PN O
Alaad]
Position/Job title byl o)
Tel. No. JLasVl @3,
Email S9ASIY Al
P.O. Box Sul Gouall
Fax oeSlall
Score Training Outcomes / oyl ol e No.
/ 4y
5 Arigall ulslly LI olaalls a5l 3 I ok ((3) e 1
Outcome (3): the student behavior adheres to ethical standards and professional
regulations.
5 codl el g0 (%25 e Al Obe wip V) copadll jpas de Ll Cbly ((3) me | 2
RGNV
Outcome (3): the student attends regularly (absence should not exceed 25%),
with a reasonable clarification to the supervisor.
5 ] dgzm 058 (I AaadIly whsball 3 Il s :(5) e | 3
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Outcome (5): The student participates in the initiatives and activities that took
place in the internship institution.

ey pamsall plgo Il poyley 1(5) Toxe | 4
Outcome (5): The student practices specialized duties effectively.

10

Lgall Lusylandl (3 graaS (81 Shlgally Blaall ks )l sy 2(1) e | 5
The student is fluent in applying the knowledge and skills acquired in professional
practice.

30

Total Mark /  aslgd! a1

2020 /

/

Datergpldl L : Field Supervisor Signature / 3Muxell (3l ad45

Organization stamp
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College of Mass Communication
Training Assessment by Field Supervisor
Academic Year (2019 —2020)
Form (5)

REIENY
(2020-2019) (selsall plul
(5) 8ol

By the end of the training period, kindly fill the
information below, and hand it to the academic

cDU.)T C)l)w‘ M &R cgﬁ).).ﬂ‘ Bjté ;L@,‘u‘ BES)
Guie o Juolgdl cqc,oSB“ N U VPR T

supervisor, or send it to the college coordinator by E- | : 354y Ll s Wlyls eyl
mail: D.elkhattat@ajman.ac.ae D.elkhattat@ajman.ac.ae
Organization Name DO TN O
Email QAP

lole cnliall 081 (3 v Adle aiogy YN oy -
Gz (5 dL 1) oo pebide e dainy il OU
ol o b 1 ey byl S adl )5 pas
3

@ Al s celidgiaus Blas s Jlgedl OS'13] -
“NJA”

- Kindly answer by putting v'in a suitable place, the
rating system is using a scale from (1 to 5), with 5
being strongly agreed and 1 strongly disagrees.

- If the question does not pertain to your area of
responsibility, please tick “N/A”.

Rating / exa! ltem / el No.

N/ 5 43 21

This training is relevant to the trainee’s specialization 1
g_‘))m‘ oS Jedd wbm g.,\:UJJ“

Academic supervision for the trainee was excellent 2
BJ'LZAA a;m_;AST EUULLQ Ol.c k_?)m‘ d.,a_‘>~

The trainee applied basic specialized knowledge and skills during | 3
the training period
& Awldl Sllgally Cylaal s (o oyl 878 D Oyl (S

The trainee improved the communication skills during the | 4
training period

405 8,748 I ALas)l dihylge (po iyl gho

The training helped in merging the trainee in the professional | 5
work environment

The training enhances the trainee practical practices in line with | 6

the ethical and professional standards
43I juleall g (slasy by Coyaiall) ddanl Slegylaall (yo oyl 330
duigally

By the end of the training period, the trainee can practice the | 7
profession in his major effectively
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=

e & danll Copazall Guyloy Of oSay s 3ally (i)l 878 el day
B;L&'lgg f')h‘—}”

The trainee was capable of producing excellent materials during | 8
the training.

.k_.,:J)J:«J‘ s 8jliee .)\3./: Clbl ulr_)alé L_.)‘)JJ.A.H

The trainee achieved his/her training objectives. 9
.k_',\“J‘)J.IJ‘ Lﬁ‘.&.ﬁj k_.))J.IAJ‘ éj)

The assessment mechanism for trainees is suitable. 10

48Ls) wla>de Further Remarks:
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College of Mass Communication ISR
Student Assessment by Academic Supervisor L;gas‘)ii Gl o Il o
Academic Year (2019 — 2020) (2020 — 2019) (sl plal
Form (6) (6) 8)lodenl

By the end of the training period, kindly fill the & wbsl GBIl &xs (zp ooyl 5 slgsl aa
information below, and hand it to the college | 39 YLl e Wl ol el Gacio) lgarandy
coordinator, or send it by e-mail: D.elkhattat@ajman.ac.ae
D.elkhattat@ajman.ac.ae

Student’s Information - wydiall Gloglas

Student Name Al el
Student ID el @31
Il
Major /58,2 ouasas RTV / Og3alig dcld]  PRA /0Melg dole lde ol
GRD
Training Period From: / / To: / / Ayl § ol
)
Internship oyl dg>
institution
Score / 4=yl Training Outcomes / Gl Wl No.
5 I Gkl dploadl (3 L] (3 2yl Cylaadl I ek 2(1) e 1
gﬁ).&ﬂ‘ 349

Outcome (1): the student applies the gained theoretical
knowledge in the practical practices during the internship period.

Outcome (5): The student gained practical practices in the major.
5 agall Lol gulls ABMSYI plaally aS3lee (3 Il o5 1(3) g0 3

Outcome (3): the student behavior adheres to ethical standards

and professional regulations.

5 L?QQASS’\ O el ae dmobially oyl Hgua> (de LUl yoyou 1(3) 75 4

Outcome (3): the student attend the training regularly and follow-
up with the academic supervisor

10 ] 4gz0 035 (1 Aaaddly whsbell 3 Adeley LIl i (5) Zr5e 5

Outcome (5): The student participates in the initiatives and
activities that took place in the internship institution.

30 Total Mark /  dslgdl 4yl

2020 /' /  Datefyll L, : Academic Supervisor Signature / L?m_uSSH Bl 2B g3
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College of Mass Communication ISR
Training Assessment by Academic Supervisor oyl L“,WSSH B o)) @3
Academic Year (2019 — 2020) (2020 —2019) (sl plai
Form (7) (7) 8)lodenl
Academic supervisor Name L_,a_»SSJI Bl @uel
Email QAP
- Kindly answer by putting v'in a suitable place, the lale cnubiall O8I 3 V7 dadle g DY) Co
rating system is using a scale from (1 to 5), with 5 | <> «(¢5 J.l 1) o0 oelite vl‘ okay @) OL
being strongly agreed and 1 strongly disagrees. Al e a8 1 Loan byl dedlasdl 1S M
- If the question does not pertain to your area of = ) 1333.”
responsibility, please tick “N/A”. @ Al o celidggane Blai s JIgel 0813 -
IIN/A’I
Rating / exd! [tem / qaisd) N
N/A | 5 4 3 2 1 0.
This training is relevant to the trainee’s specialization. 1

.;_))M‘ oSS Jlad wLuo g.,:)_)JJJ\

Field supervision for the trainees was excellent. 2
Dlias O pyiedl ddlall e Glaeall 1LY

The trainee applied basic specialized knowledge and skills | 3
during the training period.
3 Al Shlgally CBlaall adad (o il 876 D Coydiell (S

The trainee improved communication skills during the | 4
training period.
A5 878 I AL e (0 piall 5
Field supervision enhances the trainee practical practices in | 5
line with ethical and professional standards.
bl g iz Lo el dddasd! duplasdl 3o (lagall CBLaY)
Auigally 43MY)
The training helped in merging the trainee in the professional | 6
work environment.
b Jeadl dso it il zmes é ol ealu
The trainee could practice the profession in his major | 7
effectively.
.5;[.659 ﬁ)&ﬁ}” Il=xa L? d"""” &.wjhw ul.c 5}).5.” 2\3JJ L_.)J;LLAJ‘

The trainee was capable of producing excellent materials | 8
during the training period.

.&_.,:'JJJ.L” 13 HIES 8jliew .)‘9.0 qul L:LC 5ald g.))J.iA_H of

The trainee achieved his/her training objectives. 9
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4,8Ls) wla>de Further Remarks:
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College of Mass Communication
Student Assessment by the Judgement Committee DISIENY
Academic Year (2019 — 2020) oSl dizd (g LIl oS
Form (8) (2020 - 2019) gkl Ll
(8) ylociws!
By the end of the student final presentation, kindly fill | @Bl &xs (20 cJUall Glgdl (o,all slgisl aa
the information below, and hand it to the college | Ll de Whoyl o1 ,co)adl i) lgadudy colisl
training coordinator, or send it by e-mail: D.elkhattat@ajman.ac.ae Iggjjﬁ}“
D.elkhattat@ajman.ac.ae
Student’s Information - el Gleglas
Full Name JoBJI ol
Student ID ERIESR]
Il
Major PO RTV / Og5al5g dcld] PRA /0Mels dole wlMe Lasasil|
GRD /Sl
Internship oyl dg=
institution
Score / 4yl Training Outcomes / coyaidl Ol No.
5 hlanadly 364 B8 waan CJall ol 1(3) g2 | 1
CLO (3): The student's commitment to submit all documents and forms.
5 o2l samall gl I B H(1) e | 2
CLO (1): The student's commitment to the presentation timing.
5 Sl o o0 ato Lo Loye pud LI 1(6) e | 3
CLO (6): The student presents excellent presentation in format.
5 Ogasaall s 30 oo 50 Loy o8 LIWII(6) e | 4
CLO (6): The student presents excellent presentation in content.
10 Ssaadl oyl § )l whlge ((2) e | 5
CLO (2): The student's present his presentation skills.
10 ol Jg> o)l sbacl Al L) (4) 50 | 6
CLO (4): The student's commitment to answer the juries’” questions.
40 Total Mark/  &slgd! &)

2020 / /  :DateigyW! : Committee Signatures /pSoull dind 2895

2 SIGNALUIES /&adgall oo : Name / M)H (1
(Lltsh) vt

: SIGNALUIES /& gall ovoiveiiiiii : Name / M)H (2
(19428 ) o

: SIGNALUIES /& gall ovovieiiiiii : Name / (“""3“ (3

(19428 ) o
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Final Results — aslgdl el No.
30 Field Supervisor - |l 8 dwll d)s 1
30 Academic Supervisor - (s8Il 8 all dy 2
40 Judgement Committee - @Sl dize) dr o 3
100 5\l oyl
0baze dolze JUasHU

Olaze 346 10 .o - Olame dasls — Lol dalais - Olaze 8yle] - uxiall duyall SHLYI Ags @
06 748 2222 :hleYl Dgs Js1s e JLad @
+9716 748 2222 :hlad! U s e JLaid @

e 4K Juas

www.ajman.ac.ae/ar/masscom.html :eMeYl &8 39 ASIY! 23901
{adhs plus 3) 201 duas g ool

h.salama@ajman.ac.ae ©

067056531 :&l s (e S 0

6531 a8l J=1s e JLa o

el Jlanadl Hlgzo - 2 e - o291 9l ©

2()AL Ogv\.]‘ Slac ..)) fy&?‘ an_)) o ro d.,aljllj
e.omar@ajman.ac.ae o

067056680 4k @B oo dlaW o
6680 14l 515 e JbaW o
Block A —J2 gwe = Jsl sl ©

H(blasdl bs .3) AL o ld] Bk o Juolgtl @
d.elkhattat@ajman.ac.ae o

+9715-43270832 o
Block A —J2 gwe —ds¥l psll 0

(ee doo T) L;o;:AS‘)H (.u:.xﬂ & Jwolgll e
m.omar@ajman.ac.ae o

067056535 481 z)ls (e JLas o
6535 148l =1y o JbaiW o
el Jlanadl Hlgze - 12 e - o291 9l ©
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8.1 Bachelor of Pharmacy

1. Introduction

The training manual provides an overall information on training courses provided by the College of
Pharmacy and Health Sciences to B.Pharm students during their undergraduate study. The manual
provides the details on various aspects of the training including the training activities performed by
students, the role of preceptors and the assessment process. As a part of the training requirements, the
B.Pharm students need to undertake five training courses; two courses in Hospitals, two in Community
Pharmacies and one in Pharmaceutical manufacturing industry.

During the training in Hospitals, students gain an appreciation for the profession of pharmacy as
practiced in the hospital setting and develop professional attitudes, judgment and skills needed to
function in a hospital setting. The goal of the training is to integrate the student knowledge on
pharmacotherapy, disease states, dosage formulations and pharmacokinetics in developing and
accessing therapeutic plans and in evaluating drug selection for patients. Moreover, provide the student
with practice skills and knowledge sufficient to begin practice in the inpatient institutional setting as an
independent, competent practitioner.

During the training in Community pharmacies, the students get familiarized with the wide range of
practice experience in community pharmacy across and to provide the foundation that enables students
to better assume his/her role as a professional pharmacist student. The goal of the Community Pharmacy
Practice Experience is to provide the student with practice skills and knowledge sufficient to begin
practice in the community pharmacy setting as an independent, competent, practitioner.

During the training in Pharmaceutical Industry (Pharmaceutical technology), the students
practice the role of the pharmacist in the different production lines (sterile & non-sterile products),
packaging, quality control, raw material handling and storage as well as marketing department.

2. Training learning outcomes (CLOs)
Community Pharmacy | (PHA221)

1. Practice triage, patient assessment, monitoring knowledge and skills, and assisting patients in
selection and use of medications and health-related products.

2. Utilize resources to gather drug information in providing pharmaceutical care.

3. Assume professional and administrative activities, such as, personnel management, basic
pharmacy design, pharmaceutical care market niches, marketing services, and product
selection.

4. Demonstrate mature and professional attitudes, habits, values and behaviors.
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Community Pharmacy Il (PHA472)

1. Devise a pharmacist management plan for common acute and chronic disease states encountered
in the community pharmacy

2. Interact verbally and in writing with health care providers and patients by gathering, organizing,
and appropriately recording information and by consulting and counseling competently.

3. Practice triage, patient assessment, and monitoring knowledge and skills, assisting patients in
selection and use of medications and health-related products.

4. Demonstrate mature and professional attitudes, habits, values and behaviors.
Hospital Pharmacy training (PHA471)

1. Prepare, dispense and recommend use of medications following existing standards of practice in
optimizing patient centered care.

2. Demonstrate the ability to interact verbally and in writing with healthcare providers and patients
by gathering, organizing, and appropriately recording information and by counseling
competently.

3. Appraise drug information and disease management guidelines while providing pharmaceutical
care.

4, Describe the design and structure of the institutional departments, their association with the
pharmacy department, and their compliance with regulatory and safety requirements.

Clinical Pharmacy training (PHA422)
1. Apply principles of safe and cost-effective pharmacotherapy in managing disease

2. Communicate verbally and in writing with healthcare providers and patients by gathering,
organizing, and appropriately recording information and counseling appropriately.

3. Evaluate drug information and the literature, and summarize findings in providing pharmaceutical
care

4. Practice ethically, display confidentiality and preserve professional behavior

20. Pharmaceutical Technology Training (PHA414)

1. Apply skills related to quality assurance aspects, good manufacturing practice guidelines as well
as validation of the manufacturing processes for both sterile and non-sterile products

2. Practice the role of the pharmacist in the different production lines (sterile & non-sterile products),
raw material handling and storage, quality control, labeling & packaging.
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3. Mapping the training CLOs with program learning outcomes
Community Pharmacy | (PHA221)

Course Learning Outcomes Program learning outcomes
K1 | K2 | K3 S1 S2|S3 | S4|Cl C2|C3 C4) C5
1 v
2 v
3 v
4 v

Community Pharmacy Il (PHA472)

Course Program learning outcomes
Learning | x1 | k2 | k3 | s1 | s2 | s3 | s4 | €1 | c2 | c3 | c4 |C5
Outcomes
1 \4
2 v
3 v
4 \4
Hospital Pharmacy training (PHA471)
Course Program learning outcomes
Learning | 1 | k2 | k3 | s1 | s2 | s3 | s4 | €1 | c2 | 3| ca |C5
Outcomes
1 \4 \4
2
3 v
4 \4
Clinical Pharmacy training (PHA422)
Course Program learning outcomes
Learning | xq | k2 | k3 | s1 | s2 | S3 | s4 | c1 | c2 | 3| ca |cC5
Outcomes
1 Vv
2 \4
3 v
4 Vv
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Pharmaceutical Technology Training (PHA414)

Course Program learning outcomes

Learning | w1 | k2 | k3 | s1 | s2 | s3 | s4 | c1 | c2 | &3 | ¢4 |cs
Outcomes

1 v

2 v

4. Internship Credit and Contact Hours

Training name Course code Credit Contact hours
Community Pharmacy Training | PHA 221 3 120
Community Pharmacy Training Il PHA 422 3 120
Hospital Pharmacy Training PHA 471 3 120
Clinical Pharmacy Training PHA 472 3 120
Pharmaceutical Technology Training PHA 414 3 80

5. Monitoring of Trainee Students’ Progress

Community Pharmacy Training | and Il training: The College preceptors regularly visit the Community
pharmacies where students are posted and assess their training progress and communicate with
students on their daily activities. In addition, the onsite preceptors available in the pharmacies monitor
the student progress.

Hospital Pharmacy Training and Clinical Pharmacy Training: The College preceptors regularly visit the
Hospitals where students are posted and assess their training progress and communicate with students
on their daily activities.

Pharmaceutical Technology Training: The preceptors of the college frequently visit the pharmaceutical
technology manufactures where students have their train in order to evaluate their progress in training,
review their success and interact with the students about their everyday activities. Moreover, on-site
preceptors are available at pharmaceutical technology training sites to supervise student performance.
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6. Internship Assessment

The assessment of the training varies across the courses and depends upon the course learning
outcomes of the training. The assessment is performed by both onsite preceptors and College
preceptors who regularly visits the training sites and monito the student performance. The marks
distribution of each of the training courses is mentioned below:

Community Pharmacy | (PHA221)

Assessment Mark%
Top 100 drugs 20
Analysis of prescriptions/ cases submit best 6 throughout training 30
Adherence in various disease states/Article review 10
Adherence lecture X 2 - Introduction- 10
MyDispense 10
Attendance/behavior + Daily Log Activity 10
Evaluation of onsite preceptor 10
Total 100

Community Pharmacy Il (PHA472)

Assessment Mark (%)
Prescription Analysis form (5 prescriptions forms) 15
Daily log (Moodle) 20
Extended community pharmacy service Presentation 15
Preceptor evaluation 50
Total 100

Hospital Pharmacy training (PHA471)

Asessment Mark (%)
Presentation for one case at the end of training 20
TBL 20
Assessment for pharmacy calculations 20
OSCE. Two stations 20
Daily log Activity 10
Evaluation of onsite preceptor 10

Clinical Pharmacy training (PHA422)

Assessment Marks (%)
Preceptor evaluation 40
OSCE 10

Case Analysis/ Prescription analysis 20
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Case presentation 10

Daily log submission 20

Pharmaceutical Technology Training (PHA414)

Assessment Marks (%)
Onsite preceptor evaluation report 50%
Student Activity report 20%
Written Examination 30%
Total 100%

7. Internal training

The College of Pharmacy has no internal training, all of our internships are done in the hospitals
pharmaceutical industries and community pharmacies. Although, while students are performing their
onsite training they attend studio hours on a regular basis which covers the following topics.

Community Pharmacy
Week Topic
1 Orientation on training activities
2 Medicine arrangement in pharmacies
3 Choice of OTC medications for common iliness (linking with topics learned in OTC course)
4 Medicine storage (protection from light and temperature)
5 Identification of DTRPs in community pharmacies
6 Inventory control methods
7 Patient counseling
8 History taking
9 Patient counseling aids (medication calendar, other counseling aids)
10 | Extended Community Pharmacy services
11 | Student experience sharing |
12 | Student experience sharing Il
13 | Student experience sharing IlI
14 Submission of all requirements/Evaluation
15 Submission of all requirements/Evaluation
Hospital and Clinical Pharmacy training
Week Topic

1 Orientation on training activities




Uboocl =0l
<, AJMAN UNIVERSITY

2 Case assessment format

3 Prescription analysis

4 Identification of potential drug-drug interactions

5 Guidelines son Surgical prophylaxis of antimicrobials

6 Causality assessment of adverse drug reactions using Naranjo algorithm
7 Interpretation of culture sensitivity reports/ antibiogram

8 Modified systematic approach towards drug information queries
9 OSCE

10 OSCE

11 OSCE

12 OSCE

13 Interprofessional education seminar

14 Submission of all requirements/Evaluation

15 Submission of all requirements/Evaluation

8. External Training
The training is provided at the training sites as per the stipulated hours mentioned in the course syllabus.

For the Community Pharmacy trainings, the onsite preceptors guide and supervise students at the
pharmacies as per the training activities developed by the training department. In addition, the College
preceptors visit the sites on a regular basis.

For the Hospital Pharmacy trainings, since the hospitals do not have expertise in providing training to
fulfill the CLO achievements, the College preceptors visit the training sites and spend 4-hour time with
the students on a daily basis.

For the Pharmaceutical Technology training, the onsite preceptors monitor and direct students at the
pharmaceutical technology manufactures according to the training activities established by the
Pharmaceutical Sciences Department. In addition, the College preceptors visit the sites on a regular
basis.

9. Responsibilities of the Student Trainee
= Consistent and punctual attendance
= Expressed willingness/enthusiasm for learning

= Courteous, respectful and non-judgmental communication with onsite preceptors, physician,
patients, students, and other medical staff

= Confidentiality

= Collegiality and cooperation

= Flexibility

= Personal accountability and responsibility for actions
= Dependability and reliability

= Effective use of time and resources
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Students are expected to behave with mutual respect and courtesy toward all pharmacy staff (including
the onsite preceptor, other pharmacists, and technicians) and patients.

Students should observe and respect the practice at their practice site and learn from it as they compare
it to previous experiences.

Students should never publicly question the advice or directions of their onsite preceptor, but discuss
any concerns or disagreements in private. It is particularly important not to question the onsite
preceptor’s actions in the presence of patients or other health care providers. The student should use
discretion in timing discussions with the onsite preceptor about his or her practice.

Students must respect any and all confidence revealed during the practice experience including patient
health conditions, social information, pharmacy records, fee systems and professional policies. No
mention may be made of confidential or proprietary information to any individual not directly involved
in care of the patient or business in question. Failure to do so can result in dismissal from the site and no
credit for the rotation.

Students should take the initiative in communicating with physicians, patients and other health
professionals, but should not step beyond the realm of professional courtesy and common sense.
Students need to recognize and respect the fact that many onsite preceptors will need time and exposure
to the student before enough trust can be built to allow the student to make unmonitored comments to
other health practitioners, and that this process will occur in each new learning environment. Students
should expect to gain experience in making professional decisions with the onsite preceptor encouraging
greater autonomy as the student learns and demonstrates his/her problem-solving skills.

Students are responsible for adhering to the rotation schedule agreed upon between the student and
the onsite preceptor at the beginning of the rotation. Students should be punctual in arriving at the
practice site and should not leave before the agreed-upon time, without first checking for permission
from the onsite preceptor. The student is responsible for complying with the Attendance Policy.

Students must exhibit a professional appearance both in manner and dress and must follow the
professional standards of behavior specified in the pharmacy to which they are assigned. The student is
responsible for complying with the Dress Code.

10.Internship/Training Registration Procedure

The students are eligible to register the trainings using University’s online student registration portal
based on their fulfillments of the prerequisites. The prerequisites for the trainings are as below:
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Prerequisites

Training name Course code Prerequisites

Community Pharmacy Training | PHA 221 Successful completion of the first year (i.e. 30
Cr. Hr.)

Community Pharmacy Training II PHA 422 PHA 221 and PHA 462

Hospital Pharmacy Training PHA 471 PHA 221 and registration in PHA 462

Community Pharmacy Training | (PHA 221),

Clinical Pharmacy Training PHA 472 Hospital Pharmacy Training (PHA 471), PHA 463

Pharmaceutical Technology (PHA313) and
successful completion of the level six (i.e. 100
Cr. Hr.).

Pharmaceutical Technology Training PHA 414

11.Training Site Selection and Evaluation

11.1. Selection of the Hospitals and Community pharmacies

1. The pharmacist must be licensed and in good standing with the licensing authority in his/her place
of employment (Ministry of Health "MQOH", Department of Health and Medical Services "DOHMS" &
Health Authority of Abu Dhabi "HAAD").

2. The site must be licensed and in good standing with the licensing authority in the emirate where it
exists (Ministry of Health "MOH", Department of Health and Medical Services "DOHMS" & Health
Authority of Abu Dhabi "HAAD").

The pharmacist must provide a high-quality community pharmacy practice.

The pharmacist must take sufficient time to organize the student’s community pharmacy practice
experience, spending one-on-one time with the student and assessing progress.

5. The pharmacist must engage in professional growth and life-long learning through participation in
professional organizations and continuing education programs.

6. The pharmacist must provide learning experiences that stress the responsible provision of
pharmaceutical care and the optimization of patient drug therapy outcomes.

7. In selecting onsite preceptors, preference will be given to pharmacists who:
a. Have developed an innovative practice site
b. Have one or more of the following available:

1. Frequent patient contact
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11.2.

Opportunities to interview patients

Evaluation and monitoring of patient drug therapies
Interaction with other health professionals

Access to complete medical record

Access to internet for literature and health-related information searches

N o v ok~ W

Disease-state counseling
8.  Pharmacotherapy/pharmaceutical care research

C. Participate in College activities and events.

Selection of the Pharmaceutical industries

The training shall be conducted in well-established pharmaceutical companies based in UAE or other

countries that comply with the following requirements:

1.

2
3
4.
5

Have licenses from MOH in UAE or equivalent bodies in other countries.

Should be functional and operative.

Adoption of quality assurance and cGMP guidelines.

Possess manufacturing capacities of a wide range of sterile and non-sterile drug products

Well established quality control unit and storage facilities.

12.0rientation of Trainee Students

Prior to starting the training, the trainee students are given an orientation by the College Preceptors

and Training coordinator. The objective of the orientation is to familiarize the students on the entire

training process. The typical orientation for a training course includes below details:

Course learning outcomes

Weekly objectives

Activities to be performed by the students (daily/weekly)
Templates for filling daily logs

Attendance policy

Feedback to students

Marks distribution with detailed breakdown
Transportation details

Dress code

Contact details of preceptors

Do’s and Don’ts during the training process

Medical tests and vaccination needed to be performed prior to start of the training (as it is
needed in few cases)

MOH permission (as and when needed in few of the cases)
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13.Follow-Up and Performance Assessment of Student Trainee

During the training, the College Preceptors visits the training sites and assess the student performance.

13.1. Training Site Visit by Academic Supervisor

For the Community Pharmacy related trainings, the College Preceptors visits on a weekly basis and for
the Hospital and Clinical Pharmacy trainings, the College preceptors are physically present for 4 hours
at the site during the training days. For the Pharmaceutical Technology training, the college preceptors
regularly visiting students in their pharmaceutical technology clerkships with minimum of three times
during their two weeks clerkship period.

13.2. Weekly Reports

As a part of the daily activities, trainee students are required to fill the daily log templates which are
provided to them and available in the Moodle. For the Community pharmacy related trainings, the filled
templates are to be uploaded in the Moodle which are evaluated by the College preceptors. For the
Hospital and Clinical Pharmacy trainings the reports are submitted the students on a daily basis while
the College Preceptors are present with them. For the Pharmaceutical Technology training, trainee
students are required to complete the daily log report activities provided to them by onsite preceptors
in cooperation with college preceptors.

13.3. Internship Report

For the courses on Hospital, Clinical and Community pharmacies, the daily activity report is submitted
by the students directly to the preceptors and for the Community pharmacy courses, the daily activity
reports are submitted directly in the Moodle.

For the Pharmaceutical technology course, the student will submit a comprehensive report on the
entire training activities he/she performed. The report shall include organizational chart and
manufacturing premises design of the company, list of sterile and non-sterile products and their method
of manufacturing, quality control tests (physical, chemical and microbiological testing), quality
assurance, cGMP guidelines including personnel, documentation, self-inspection & product recall.
Marketing policies and strategies adopted for proper drug promotion as well as procedures adopted for
new product registration.

14.Internship Assessment by Field Supervisor

As mentioned in the Section 6, the Field Supervisor (onsite preceptor) observe the students on a regular
basis and at the end perform the final student assessment using the ‘Preceptor evaluation forms’.
[Appendices 1 and 2]

15.Internship Assessment by Academic Supervisor

At the end of the training period, the College Preceptors will evaluate the student trainee’s performance
based on the marks distribution as mentioned in Section 6.
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Appendix A [Preceptor evaluation form for Community Pharmacy trainings]

Training site: Training period:
Assessment in the Preceptor Evaluation Onsite Lecturer
preceptor (Score
(Score 0/5) 0/5)

Understand the organization of the community pharmacy and list its
various functions

Describe and critically comment on the location and layout of the
community pharmacy

Describe inventory control techniques and procurement processes
followed in the community pharmacy

Familiar with the billing procedure, insurance billing and billing software | Ranges from
used in the Community Pharmacy 1-5

Competent in obtaining medical and medication history for common
ilinesses from patients

Identify drug therapy related problems and offer solutions

Can choose OTC medications for common ailments following standard | Ranges from
procedures 1-5

Can advise patients on alternative medications and multivitamins used
in the pharmacy

Possess adequate skills on storing medications within the community
pharmacy

Can design and implement an extended community pharmacy service
for a common condition

Total out of 100

Name and Signature of Preceptor Date:

Name and Signature of the Lecturer Date:
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Appendix B [Preceptor evaluation form for Clinical Pharmacy training]

Name of the student: Roll No:
Training site: Training period:
Assessment in the Preceptor Evaluation (Max 5 marks each) (Max 5 marks
Onsite preceptor each) Lecturer

Explain the organization of the hospital pharmacy and
medicine distribution system within the hospital

Discuss the functioning of Hospital Drug and
therapeutics committee

Understand and interpret Hospital formulary system

Explain the process of handling of narcotic and
controlled medications

Familiarize in health insurance policy enrollments, billing
and approval processes

Explain the procedures followed during outpatient
parenteral antibiotic therapy (OPAT)

Recommend prophylactic use of antibiotics

Perform causality assessment of adverse drug reactions

Summarize the contents in the crash cart

Identify potential drug-drug interactions

Perform drug information from standard literature

Perform medication reconciliation process

Interpret culture sensitivity report for common
pathogens

Participate in collaborative patient care practice

Evaluate drug promotion materials offered by
pharmaceutical companies

Total out of 150

Name and Signature of the student Date:
Name and Signature of Preceptor Date:
Name and Signature of the Lecturer Date:
Student Strengths:

Suggestions for improvements:
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Appendix C [Student feedback on orientation]

Dear student,

Kindly fill in your feedback on the Orientation provided to you on the below aspects of your training:

Yes

No

Training site and its location

Dress code

Training timing, attendance and duration

Daily activities

Process of filling daily log

Details of the person (s) evaluating my performance

Grading of my performance and the marks distribution

| have been provided with a copy of the Course syllabus

| have been provided with a copy of the Training manual

| have been informed on the MOH requirements (while undergoing in Sharjah)

Name of the student with signature:

Name of the Lecturer:

Date:
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Appendix D [Onsite student attendance sheet]

Name of Rotation: Site:
Name of the Student: Roll. No:

Week | Date | Timein | Time Time spent in | Student Preceptor Lecturer
out hours sign sign sign

O |0 N |~ w N

[E
o

=
[EEN

=
N

[EEN
w

=
S

=
U1

Total number of posting hours completed:
Date of Submission:

Signature of Onsite receptor: Signature of College preceptor:
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Appendix E [Prescription analysis form]

Read the given prescription carefully and fill the following Form

A. Prescriber information

e Prescriber Name

e Prescriber Specialty

e Prescription Type

e Appropriate Y/N

e Address

e Telephone Number

e Clinic/hospital Logo

e Physician stamp

e Physician signature

B. Patient Information

e Patient age

e Patient Gender

e If patient is female, pregnant/ lactating?

C. Medication Information (Medication available in the Prescription )

No Trade Name Generic Name Dosage Form Physician’s
Instructions
a.
b.
C.
d.
e.

FOR THIS CASE, PLEASE DEVELOP A COUNCILLING PLAN MENTIONING THE MAIN ISSUES THAT MUST BE
DISCUSSED DURING COUNCELLING SESSION AS FOLLOWS:

What would be most probable indication for each of the drugs?

Are there any clinically significant drug- drug interactions between drugs in the prescription? Give
your justification?
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e Upon reviewing drug information profile what are the ADRs that you would council patient
about?

e For the above prescription, do you think that it contains the right drugs for right patient in right
dose, right dosage form, right duration? Provide Rationale?

e According to this prescription, please list down the missing data (if any)?

e Using the prescription information and your information resources, How would you council the
patient (e.g., side effects, precautions, with/without meal, best time of drug administration, drug
food interaction such as Ca, Fe, etc.....)
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Appendix F [Prescription analysis evaluation form]

Student:......cocvvvrrerereeeecenen LDz g Fo]o ][}

Case Presentation evaluation criteria:

5 Extraordinary Performance | Student for exceeds expectation

4 | Very Good Performance Student exceeds expectations

3 | Competent Performance Student is at the level expected this point in the rotation

2 | Needs Performance Student demonstrates skills, but not at the level of
Improvement competence/expectations

1 | Unacceptable Performance | Student demonstrate skills significantly below
competence/expectations

NA | Not Assessable Not able to assess

Case Management

e Evaluate validity & clarity of the prescription NA 1 2 3 4 5
e Medication Indications are covered NA 1 2 3 4 5
e Dosage of each medication prescribed is covered NA 1 2 3 4 5
e Possible diagnoses for the patient NA 1 2 3 4 5
e Possible medication errors discussed NA 1 2 3 4 5
e Possible drug/drug interactions covered NA 1 2 3 4 5
e Possible drug/food interactions covered NA 1 2 3 4 5
e Appropriate counseling including: NA 1 2 3 4 5

a. Instruction of how to take medications/devices NA 1 2 3 4 5

b. Side effects of what to do with them NA 1 2 3 4 5

c. Precautions e.g. separating medications or NA 1 2 3 4 5

separating food with medications

N}
w
o
Ul

d. Written information (e.g. brochure) are suggested | NA 1
to be given to the patient

NA 1 2 3 4 5

Organization NA 1 2 3 4 5
e |ogical information sequence NA 1 2 3 4 5

e Appropriate continuity of presentation NA 1 2 3 4 5

e Appropriate balance of emphasis NA 1 2 3 4 5

e Appropriate utilization of time allotted NA 1 2 3 4 5

e References in correct format and complete NA 1 2 3 4 5

NA 1 2 3 41 5

Verbal Presentation/Delivery NA 1 2 3 4| 5
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o Clear, audible speech (rate was easy to understand) NA 1 2 3 4 5
e Distracting mannerisms NA 1 2 3 4 5
e Eye contact with audience NA 1 2 3 5
e Ability to handle questions NA 1 2 3] 4 5

Comments and Suggestions for Improvement

Total Score/Grade Evaluator

Signature of Evaluator Date
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Appendix G [Student evaluation of training site]

Student Name:

Onsite preceptor name:

Site:

Date:

Part One: Site Assessment:

Please complete the following evaluation of your pharmacy practice experience in accordance with the

following scale:

5=Strongly Agree, 4=Agree, 3=Neutral, 2=Disagree, 1=Strongly Disagree, N/A=Not Applicable

Score Assessment Categories

1 2 3 4 5 N/A | was oriented to the facilities and introduced to
other personal and provided directions early.

1 2 3 4 5 N/A This site provided an opportunity to collaborate with
other professionals and | was introduced to the
other health care professionals with whom | would
work

1 2 3 4 5 N/A Resource was adequate and readily to complete the
rotation objectives

1 2 3 5 N/A Pertinent policies and procedures were explained.

1 2 3 5 N/A Active student participation was encouraged.

1 2 3 5 N/A Assignments (readings, papers, projects) were
pertinent to the subject and helpful in learning it.
(only applicable if assignments were made)

1 2 3 4 5 N/A
| received constructive feedback on my efforts.

1 2 3 4 5 N/A My confidence level has increased as a result of this
experience

1 2 3 4 5 N/A My onsite preceptor was easily approachable when |
had questions or concerns and | was treated with
respect

1 2 3 4 5 N/A Overall, this pharmacy practice experience was
worthwhile.

The onsite preceptor was able to spend

hours / week with me.
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Additional comments:
Part Two: Self-Assessment:
1. What do you see as your strengths and weaknesses in this rotation?
Strengths:
Weaknesses:
2. Discuss whether or not this rotation is what you expected and why?
3. Please describe the most important things you have learned during this rotation about:
a) vyourself
b) the pharmacy profession
¢) the health care profession
4. The most difficult aspect of this rotation was:

5. What recommendations would you make to improve the placement? :

6. How will this clerkship experience impact your future practice? Advice for other students




AU INTERNSHIP MANUAL

Appendix H [ Case presentation evaluation form]
Student:.....coceeeeneeccerereee s {11 D R TOPIC: .veeereeanne

Case Presentation evaluation criteria:

5 | Extraordinary Performance Student for exceeds expectation
4 | Very Good Performance Student exceeds expectations
3 | Competent Performance Student is at the level expected this point in the rotation
2 | Needs Performance Student demonstrates skills, but not at the level of
Improvement competence/expectations
1 | Unacceptable Performance Student demonstrate skills significantly below
competence/expectations
NA | Not Assessable Not able to assess

Case Management

e Patient details and demographics of disease NA 1 2 3 4

e Medication history covered ( conditions, medications NA 1 2 3 4
with dose & regimens)

e Relevant signs and symptoms covered NA 1 2 3 4
e Relevant tests and diagnostic procedures covered NA 1 2 3 4
e Drug Therapy ( drug product, appropriate dosage NA 1 2 3 4

form, duration) covered

e Appropriateness of drug choice/ dose/ duration NA 1 2 3 4

e A complete drug therapy problem list developed NA 1 2 3 4
e Rational interventions for therapeutic intervention NA 1 2 3 4 5

were recommended

e Qutcome or monitoring plan covered NA 1 2 3 4 5
e Counseling points covered NA 1 2 3 4 5
e Appropriate clinical practice guidelines were used NA 1 2 3 4 5
NA 1 2 3 41 5
Organization NA 1 2 3 4 5
e |ogical information sequence NA 1 2 3 4 5
e Appropriate continuity of presentation NA 1 2 3 4 5
e Appropriate balance of emphasis NA 1 2 3 4 5
e Appropriate utilization of time allotted NA 1 2 3 4 5
e References in correct format and complete NA 1 2 3 4 5
NA 1 2 3 41 5
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Verbal Presentation/Delivery NA 1 2 3 4 5
e (lear, audible speech (rate was easy to understand) NA 1 2 3 4 5
e Distracting mannerisms NA 1 2 3 4 5
e Eye contact with audience NA 1 2 3 5
e Ability to handle questions NA 1 2 3] 4 5

Comments and Suggestions for Improvement

Total Score/Grade Evaluator

Signature of Evaluator Date
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Appendix | [Onsite preceptor evaluation form of student performance]

College of Pharmacy and Health Sciences
Pharmaceutical Technological Training (700415)

Preceptor’s Details

NAME: i e Company Name:.....ccoeeveeeevvveenennns
Preceptor Qualification: .......c..ccccevevirennee, Phone/Mobile Number:.......c.coo.....
Preceptor position in the Company: ............... E-mail oo
Date: .o

Student’s Details:

Student’s Name: ...cccovvenne v, Students I.D.: e

Evaluation Rubrics (total marks is out of 80, but will contribute to 50% of the student’s final marks).

Criteria Description Assessment
1 = Poor, 2 = Fair, 3 = Good, 4 = Very
Good, 5 = Excellent

1 3

Attendance = The student adherence to the predetermined | [ ]
training program timetable.

Confidentiality
Professional awareness

Accuracy

attitudes

Attention to details

Adherence to
professional

Welcoming responsibilities

Ooododn
N A A AL
N o O A O
ooodod o -
N A B

Working in a team and interaction at work

Criteria Description Assessment
1 = Poor, 2 = Fair, 3 = Good, 4 = Very
Good, 5 = Excellent

1 3

2
Evaluation of cGMP Practice within the @ [ ] [] []
industry.

Preparation and operation of clean room and | [_] [] [] [] []
all validation and monitoring tests conducted

to confirm that the room meets the required
design specifications.

Enumerate the various types of packaging =[] [] [] [] []
materials and test done to insure their safety.

(] »
[] w

[]
[]
[]
[]
[]

Explain procedures adopted for new product
registration.

Formulation and manufacturing of sterile and | [_] [] [] [] []
non-sterile products.

Skills acquired during training
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Ways of conducting stability testing and their
importance.

Enumerate the different types of stores and
guarantine areas in the manufacturer sites.

Show the skills to use sophisticated equipment
within the quality control department such as
HPLC, GC, mass spectrophotometer etc.

Explain marketing policies and strategies
adopted for proper drug promotion

Total (out of 80)
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Appendix J [Student attendance sheet]

Ajman University

College of Pharmacy of Pharmacy and Health Sciences

Pharmaceutical Technology Training

Preceptor Details

Preceptor Name: ....cccvevevecececcieereeiee, Phone/Mobile NO. :....c.covvvevenne.

Preceptor Qualification: Address:

Attendance Record Completed by the Student and the Preceptor

.............................. E-mail

Establishment Name and Address: ....cccoovveeeeeeveeeeeeeeeeee,

Student’s Details:

STUAENT'S NAM@: o

STUAENTS L.D.% e

.............. Preceptor Position:

Date

Day

AM

PM

Out

Out

Total
Hrs

Comments and Signature

Su

_|

Th

Su

_|

Th

Su

_{

Th

Total Hrs

This form should be completed by the student and signed by the preceptor at the training site every day.
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Appendix K [Training course exit survey]

Course Exit Survey

Dear student,

The purpose of this survey is to assess the degree to which you feel you have academically
benefited from having taken this course. The information that you provide in this survey will be very
helpful in the continuous improvement process of our undergraduate programs. Thank you for your

cooperation.

Course: Pharmaceutical Technology Course instructor Name: .......cocccveeeveeveeeeeee e

Training e
Program: B.Pharm. Academic Year: e , Semester:

Please evaluate the level to which you believe each outcome was met by this course during your training,
using the following scale:

Course Outcomes (By completing this course, | am able to) S e >

[] w

1| Practice the role of the pharacist in the different production lines | [_] [[]| [ []
(sterile & non-sterile products), packaging, quality control, raw
material handling and storage as well as marketing department.

2| Decribe the functions of different company departments with ' [ ][] [ [] []
detailed description of production and quality control aspects that
are very essential in achieving high quality products.

3 Apply skills related to quality assurance aspects, good [ ][] [ [] []
manufacturing practice guidelines as well as validation of the

manufacturing processes for both sterile and non-sterile products
to insure high quality products.

4| Demonstrate acquaintance with variuos procedures of new product | [ ][] [ [ []
registration as well as product recall.

Additional comments: Please use the space provided below to provide more detailed comments on this
course. Please comment on outcomes, recommendations for changes, adequacy of prerequisite courses,
etc.
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Course:
Training

Appendix L [ Student's evaluation of preceptors and training site]

College of Pharmacy and Health Sciences

Onsite preceptor & Site Evaluation by Students

Pharmaceutical Technology Company

Name

Address:

Program: B.Pharm.

Please provide feedback by circling your level of agreement with the following statements:

YiYor= 1o (=] 4 ({0l A=Y | S,

NY=] 0 (15 (=] o

1: strongly disagree 2: disagree 3: neutral Assessment
4: agree 5: strongly agree
Preceptor 1 2 31415
1 Preceptors demonstrated high and up-to-date HiEEEEEE
knowledge during their professional practice
2 Preceptor provided a role model of essential HEEREEEEE
attitudes and skills during their professional practice
3 A preceptor was allocated to me in each of the HEERENEEE
company’s department
4 Preceptors showed enthusiasm and high level of HiEEEEEE
responsibility for teaching and training pharmacy
students
5 Preceptors gave students opportunity to ask, discuss HEERENEEE
and exchange opinions
6 Preceptors were accessible when help is needed HEERENEEE
7 Preceptors demonstrated sensitivity and HiEEEEEE
supportiveness to students
8 Preceptors provided feedback and evaluation to the HEERENEEE
student’s performance in an educational manner
Practice Site 1 2 | 3415
1 The site had adequate facilities (e.g. different HEEREEEEE
production lines, quality control unit, R&D unit,
storage and quarantine areas ....... etc)
2 The site has adequate space for the trainee to HEERENEEE
interact effectively with the preceptor and staff in
each unit
3 The site had adequate number of specialized staff to HEERENEEE

provide variety of experiences
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4|  The site allocated an appropriate work load for the HEERENEEE
trainee to get a feel of real-life experience

5 The site applies cGMP

6 In general, the practice site was suitable for training HEEREEEEE
purposes

Please, describe any issues, comments, suggestions or recommendations that may help in improving
preceptor supervision and the practice site.
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Appendix M [Student self- assessment form]
1) What do you see as your strengths and weaknesses in different company departments?
Strengths:
Weaknesses:

2) Discuss whether or not the rotation in the different company departments is what you
expected and why?

3) Please describe the most important things you have learned during the company rotation in
different department about:

a) yourself
b) the pharmacy profession
¢) the pharmaceutical industry profession
4) The most difficult aspect of pharmaceutical Technology training was:
5) What recommendations would you make to improve the placement at the training site? :

6) How will this clerkship experience impact your future practice? Advice for other students



