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1. Introduction

1.1. Overview

The Cooperative Training (ME 590) is a mandatory course within the Bachelor of Science
in Mechanical Engineering program at Taibah University. It is designed to integrate
academic learning with real-world industrial experience, providing students with the

opportunity to apply engineering theories and principles to practical problems.

The training allows students to gain insight into professional engineering practice,
industrial safety, project management, and teamwork, thereby preparing them for
future careers in the mechanical and manufacturing sectors. The cooperative training

is considered an essential bridge between university studies and professional life.

This handbook is aligned with the Procedural Guide for Cooperative Training of
University Students issued by the Ministry of Human Resources and Social Development
(Ministerial Decision No. 84806 dated 6/6/1445H), and with the Executive Rules for
Cooperative Training Policies approved by the Council of Universities (Decision No.
1/20/45)."

1.2. Program Objectives

The Cooperative Training Program aims to:

1. Provide students with practical experience in mechanical engineering and
related fields.

2. Develop students’ ability to apply academic knowledge to solve real industrial
problems.

3. Enhance communication, teamwork, and leadership skills within professional
environments.

4. Strengthen ethical awareness, discipline, and responsibility in the workplace.

5. Build connections between the University and industrial sectors to promote
collaboration and employment opportunities.
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1.3. Eligibility and Registration
To be eligible for the cooperative training, students must:

Complete all core courses up to the ninth level.
Maintain a minimum cumulative GPA as determined by the department.

Obtain official approval from the Department of Mechanical Engineering before
joining a training organization.

Submit the Training Registration Form (ME590-101) and Company Approval Form
(ME590-103) prior to the start of training.

Reqistration for ME 590 typically occurs in the semester preceding the training period.

Students must not register for any other course concurrently with ME 590.

1.4. Duration and Credit Hours

The MES90 Training Program carries 6 credit hours and must be completed over a
continuous full-time period of at least 16 weeks, equivalent to one full academic
semester. The training period shall coincide with an official academic semester

approved by the College of Engineering.

In accordance with Article (3) of the Executive Rules for Cooperative Training Policies,
the six (6) credit hours assigned to ME590 represent approximately 10% of the total
graduation requirements. According to Article (4) of the Executive Rules, the
cooperative training is normally conducted on-site (in person). However, blended or
remote training modes may be approved by the College Council in exceptional cases,

provided that the training objectives and learning outcomes are fully achieved.

During the training period, students are required to adhere to the reqular working hours

of the organization and comply with its internal requlations.

1.5. Selection of Training Organization

The selection of a training organization shall follow the guidelines set by the Department

of Mechanical Engineering and the College Training Unit:

1. Students are encouraged to search for training opportunities in nationally
recognized companies or industrial institutions related to mechanical,

:



manufacturing, or industrial systems. The Training Unit will provide official letters
and forms to help students request training opportunities.

2. For students who are unable to secure their own training, the Training Unit will
coordinate and provide a list of available training opportunities offered by
partner organizations. Selection from these opportunities will be based on the
student's GPA and the relevance of the training field.

3. International training opportunities may also be arranged through the College
Training Unit; however, students are encouraged to directly contactinternational
companies when possible.

4. All training organizations must be approved by the Department of Mechanical
Engineering to ensure that they:

Provide relevant technical experience in the field of mechanical engineering.
Are equipped with qualified supervisors and a safe, structured work environment.
Offer adequate facilities and meaningful engineering exposure.

Students must obtain final approval through the Company Approval Form (MES90-
103) before the start date of the training. The training organization must be:

Recognized by the Department of Mechanical Engineering.

Able to provide relevant technical experience in the field of mechanical,
manufacturing, or industrial systems.

Equipped with qualified supervisors and a safe, structured work environment.
The student must secure a suitable organization and obtain approval from the
department through the Company Approval Form (ME590-103) before the start date.

Approved and Suggested Training Organizations

To facilitate the training placement process, the Department of Mechanical
Engineering maintains an updated list of approved and recommended organizations
that provide relevant technical experience, suitable facilities, and a safe work

environment.
Examples of key industrial partners include:

Madinah Development Authority
Saline Water Conversion Corporation (SWCC)

Saudi Aramco Mobil Refinery Company Ltd. (SAMREF)
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Saudi Basic Industries Corporation (SABIC)

Saudi Aramco

Yanbu Aramco Sinopec Refining Company Ltd. (YASREF)
National Petrochemical Company (NATPET)

Yanbu Cement Company

Saudi Electricity Company (SEC)

Yanbu Water Directorate

Madinah Water Directorate

Yanbu Commercial Port Authority

Marafig - Power & Water Utility Company for Jubail and Yanbu
Royal Commission for Yanbu (RCY)

This listisreviewed annually by the Department Training Committee to ensure alignment
with national standards and industrial developments.

Proposing a New Training Organization

Students may propose a new training organization that is not listed among the

approved partners, provided that the organization:
Operates in a relevant engineering field,
Meets safety and supervision standards, and

Is formally evaluated and approved by the Department Training Committee
before the training begins.

Final approval must be obtained through the official Company Approval Form (MESS0-
103) prior to the start of training.

1.6. Vision and Mission

Vision:
To prepare mechanical engineering students with the technical, professional, and
ethical skills necessary to excel in the industrial and research sectors through

experiential learning and industry collaboration.
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Mission:

To provide a structured, supervised, and goal-oriented training experience that bridges
academic knowledge with industrial practice, aligning with national objectives and
Vision 2030.

1.7. Expected Learning Outcomes

Upon successful completion of ME 590, students will be able to:

- Apply engineering fundamentals to real-world problems.
- Analyze, plan, and execute engineering tasks independently.
- Communicate technical information effectively in written and oral forms.

- Demonstrate professional conduct, teamwork, and adherence to ethical
standards.

- Reflect critically on industrial experience to identify areas for professional
growth.

1.8. Detailed Course Learning Outcomes (Aligned with NCAAA Framework)

Aligned Assessment

Responsibility

Assessment
Methods

Training
Activities

Learning Outcome PLO
Code

Describe the roles and

NN Supervisor
responsibilities assumed as a surve
mechanical engineering trainee Feld Ve Faculty and field

11 A Kl T written 5

within the context of the training supervisors
N—" report, oral

organizational structure of the resentation

training institution. P

Adhere to professional Supervisor

engineering standards, . survey,

1.2 institutional code of conduct;, K1 Eceuliﬂin written ESC;:FV\](S%?S flzle
safety, and ethical 9 report, oral P
responsibilities. presentation
Perform assigned engineering Supervisor

21 tasks professionally and K1.S1 Feld evaluation, Faculty and field

' according to company policies : training report, oral supervisors
and procedures. presentation
: : Ty Supervisor
Apply engineering principles .
: Feld survey, report, Faculty and field
22 and techniques to solve K1, S1 training oral SUpervisors

assigned practical problems.
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2.3

24

3.1

3.2

&&

Demonstrate critical thinking
and problem-solving in

performing engineering duties.

Communicate effectivelyin
written and oral technical
forms with diverse technical
audiences.

Work effectively in teams,
respecting diverse
contributions and following
organizational ethics.
Demonstrate eagerness to
learn and adopt new
engineering techniques and
methods.

Follow appropriate strategies
to apply new skills and
techniques to assigned tasks.

S2

S4

V1

V2

V2

Field
training

Field
training

Field
training

Field
training

Field
training

Supervisor
survey, report,
oral
presentation

Report,
presentation

Supervisor
evaluation,
presentation

Supervisor
evaluation,
report

Supervisor
survey, report

Faculty and field
supervisors

Faculty and field
supervisors

Faculty and field
supervisors

Faculty and field
supervisors

Faculty and field
supervisors



2. Roles and Responsibilities

2.1. Overview

Successful cooperative training depends on a clear understanding of the roles and
responsibilities of all involved parties — the student, training organization, field
supervisor, academic supervisor, and the Department of Mechanical Engineering. Each
participant contributes to ensuring that the training experience is professional, safe,

and educationally valuable.

2.2. Student Responsibilities

The studentis the primary beneficiary of the training experience and must demonstrate
initiative,  professionalism, and responsibility = throughout the  period.
Before the training:

1. Submit all required forms (ME5%0-101 to ME590-103) for approval.

2. Attend the departmental orientation session on cooperative training.

3. Secure an approved training placement that matches the mechanical-
engineering field.

4. Understand and comply with all university and company regulations.
During the training:

1. Work full-time during regular working hours of the organization.

2. Follow all safety procedures and ethical standards.

3. Maintain weekly records of tasks and skills learned in the Weekly Progress Report
(ME590-105).

4, Communicate regularly with both field and academic supervisors.
5. Seek guidance whenever difficulties arise.

After the training:

1. Submit a comprehensive Final Report according to the guidelines in Chapter 4.

2. Deliver an Oral Presentation summarizing the experience and key learning
outcomes.
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3.

Return all signed forms and evaluations (ME590-106 to MES590-108) to the
department.

2.3. Training Organization Responsibilities

The hosting organization provides the industrial environment necessary for the

student's professional development.

1.

2.

Assign a Field Supervisor to oversee the student's activities.

Define suitable training assignments that match the mechanical-engineering
discipline.

Provide the necessary facilities, tools, and safety instructions.

Evaluate the student's performance using the Field Supervisor Evaluation Form
(ME590-106).

Communicate with the academic supervisor when needed regarding the
student's progress.

2.4. Field Supervisor Responsibilities

The field supervisor acts as the mentor and direct supervisor during the training.

1.

Provide orientation to the company's policies and safety requlations.

. Plan and monitor weekly tasks and objectives.
. Ensure the student gains exposure to practical engineering operations.

2
3
4,
5

Give constructive feedback and encourage problem-solving.

. Complete the Field Supervisor Evaluation Form (ME590-106) objectively at the end

of the training.

2.5. Academic Supervisor Responsibilities

As stated in Article (12) of the Executive Rules, one teaching hour per registered training

section is officially counted in the academic supervisor's teaching load.

The academic supervisor is a faculty member assigned by the Department to monitor

the student's progress. The supervisor shall:

1.

2.

Approve the training plan and verify its relevance to mechanical engineering.

Maintain periodic contact with the student and the field supervisor.
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3. Review and assess the student’s Weekly Reports and Final Report.
4. Attend or coordinate the student's Oral Presentation.

5. Submit the Academic Supervisor Evaluation Form (ME590-107) to the Department
Committee.

2.6. Academic Supervision Load and Student Allocation

In accordance with Article (15) of the Executive Rules for Cooperative Training Policies
approved by the Council of Universities, one credit hour shall be counted in the

academic load for each training section supervised by a faculty member.

To ensure effective guidance and evidence-based evaluation, the number of students
assigned to each academic supervisor shall be limited to a manageable group, as
determined by the Department Council and approved by the Vice Presidency for

Academic Affairs.
Recommended allocation:

Each academic supervisor shall oversee no more than 5-7 students per semester,
depending on the nature of the training, location of the organizations, and the
intensity of required follow-up.

This distribution aims to balance academic quality with faculty workload and to
ensure proper monitoring and evaluation of each trainee’s progress.

Note: The College Council may revise the student allocation per supervisor based on

annual enrollment and availability of faculty.

2.7. Department and Training Committee Responsibilities

As stipulated in Article (9) of the Executive Rules, the Department Training Committee
shall coordinate with the College Council to propose and approve official training
organizations, evaluate their suitability annually, and maintain a list of approved

partners.

The Department of Mechanical Engineering oversees the entire cooperative training

process through its training committee:

- Publish guidelines, deadlines, and approved training organizations.

- Review and approve student placements before training begins.
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- Maintain communication with participating companies and institutions.
- Evaluate the quality of training programs annually.

- Ensure fairness and consistency in assessment according to the official rubrics.
2.8. Employer (Company) Responsibilities
Beyond the training itself, the employer should:

- Encourage a culture of mentorship and continuous learning.

- Provide feedback on the overall cooperative-training process using Employer
Feedback Form (ME590-109).

- - Support University-Industry collaboration and future opportunities for
graduates.

2.9. University Oversight

In accordance with Article (8) of the Executive Rules, the Cooperative Training Program
operates under the supervision of the Vice Presidency for Academic Affairs at Taibah
University. The Vice Presidency oversees compliance with the University's quality
standards and ensures the alignment of training procedures with national cooperative

training policies.

2.10.Summary of Interactions

Student Submits reports, maintains attendance, and demonstrates satisfactory
performance throughout the training period.

Provides direct supervision, guidance, and evaluation of the student’s
performance at the training organization.

Ensures that training activities align with academic objectives and learning
outcomes, and monitors student progress.

Coordinates the overall training process, reviews reports and evaluations, and
finalizes student grades.

Facilitates the training environment, supports student engagement, and ensures
that organizational regulations are followed.

Field Supervisor
Academic Supervisor
Department Committee
Employer

2.11. Distribution of Responsibilities for Field Experience Activities

The table below defines the responsibilities of the student, academic staff, department,

and training organization throughout the cooperative training period.
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Training
Organization /
Field Supervisor

Department / | Teaching

Selection of a field experience site

Selection of supervisory staff v

Provision of required equipment and
resources

Ensuring safety of the site
Commuting to and from the field

experience site o
Providing guidance and support v v
Implementation of training duties, v
reports, and projects

Monitoring attendance and v v

reporting

Assessing learning outcomes v v

Evaluating training quality v
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3. Training Procedures

3.1

Overview

The cooperative training (ME 590) follows a structured sequence of steps that ensure

consistency, fairness, and quality of learning. This chapter defines the official

procedures and documentation required before, during, and after the training period.

3.2. Pre-Training Procedures

In accordance with Article (9) of the Executive Rules, the Department shall conduct a

structured pre-training orientation program that includes safety awareness, ethics,

learning outcomes, and documentation procedures to ensure that students are

adequately prepared for their field experience.

Before starting the training, students must complete several administrative and

preparatory steps to ensure their placement is approved and beneficial.

1.

Attend the Orientation Session:

An orientation session is held by the Department of Mechanical Engineering at the
beqginning of each semester to explain objectives, requirements, and
documentation procedures for ME 590.

Secure an Approved Training Placement:

Students mustindependently contact potential companies and apply for training
opportunities.

The company should provide relevant mechanical or industrial engineering
exposure.

Once accepted, the student must fill and submit the Company Approval Form
(ME590-103) for departmental endorsement.

Submit Required Documents:
MIESQ0-101: Training Reqgistration Form
MES90-102: Student Obligation Form
MES90-103: Company Approval Form
Obtain Final Approvail:

O -



The Department Committee will review and approve placements to ensure
alignment with course objectives.

Only students with official approval are allowed to begin the training.
Insurance and Safety:

Students must comply with safety requlations at the organization and confirm
their insurance coverage as required by University policy.

3.3. During-Training Procedures

As per Article (5) of the Executive Rules, students are not permitted to change their

training organization or assignment track without prior written approval from the

Department Training Committee and the College Training Unit. As required by Articles

(10) and (11) of the Executive Rules, the academic supervisor or assigned committee shall

conduct atleast one field visit or virtual monitoring session during the training period to

evaluate the student's progress and ensure compliance with safety and quality

standards.

The training period is intended to develop technical, managerial, and professional

competencies. Students must adhere to the following during-training rules:

1.

Attendance and Working Hours:

Full-time attendance is mandatory according to the company's schedule.

Any absence must be justified and approved by both supervisors.

The Attendance Sheet (ME590-104) must be signed weekly by the field supervisor.
Weekly Progress Reporting:

Students must record weekly activities using the Weekly Progress Report (ME590-
105).

Reports should summarize technical tasks, learning outcomes, and challenges.
The field supervisor must review and sign each report.

Communication and Supervision:

Reqgular contact must be maintained with the academic supervisor.

Site visits or virtual follow-ups may be conducted to ensure progress and safety.

Any issue encountered must be promptly reported to the department.
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Conduct and Ethics:
Students must represent Taibah University with professionalism.
Confidential company information must not be disclosed.

Students should follow all workplace regulations and safety measures.

3.4. Post-Training Procedures

After completing the training period, students must finalize all required deliverables for

assessment.

1.

Final Report Submission:

A detailed technical report must be prepared following the structure provided in
Chapter 4.

Thereport must be reviewed and signed by the field supervisor before submission.
The final submission deadline will be announced by the department.

Oral Presentation:

Students must deliver a presentation summarizing their training experience.

Presentations are assessed by the evaluation committee using the official rubric
(see Chapter 4).

The presentation should last between 10 and 15 minutes.
Evaluation Forms:

Field Supervisor Evaluation Form (ME5%0-106)
Academic Supervisor Evaluation Form (ME590-107)
Student Feedback Form (ME590-108)

Employer Feedback Form (ME590-109)

Completion and Grading:

Grades will be based on the combined evaluation components described in the
Assessment Summary Table (see Chapter 5).

All forms must be received by the department before final grades can be issued.
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3.5. Important Notes and Deadlines

Activity Responsible Party Typical Deadline

Orientation Session Department
Training Start Student / Company
Mid-Term Evaluation Academic Supervisor
Final Report Submission Student

Oral Presentation Department Committee

3.6. Common Violations

Failing to submit required forms or reports on time.

Poor attendance or unprofessional behavior.
Submitting copied or fabricated reports.

Leaving the training without official approval.

Any of these violations may resultin an Fail (F) grade.

Week 1
Week 2
Week 8
Week 16
After Week 16



4. Report and Presentation Guidelines

4.1,

Overview

This chapter provides general guidance on how students should prepare their final

report and oral presentation for the ME 590 Cooperative Training course.

The purpose is to ensure all submissions maintain professional quality, academic

integrity, and consistency across the department.

4.2. Report Guidelines

The final report represents a professional and academic summary of the student's

cooperative training experience. It should reflect the student's ability to apply

theoretical knowledge to real engineering problems and demonstrate analytical,

technical, and communication skills.

General Instructions:

Use Calibri font, size 11, with 115 line spacing.

Maintain a professional and objective tone.

Ensure proper grammar, spelling, and formatting throughout.
Include relevant figures, tables, and charts when necessary.
Do not copy company materials or confidential data.

Avoid plagiarism; all content must be original and referenced properly.

4.3. Report Structure

The final report should follow a clear and logical structure that allows readers to
understand the student's work easily. The recommended structure includes:

1.

Title Page - including student name, university, department, company name, and
training period.

Acknowledgment - brief appreciation for those who supported the training.

Abstract - a concise summary (about 150-250 words) highlighting key objectives,
methods, and outcomes.

Table of Contents - listing chapters, figures, and tables with page numbers.
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5. Introduction - describing objectives, motivation, and scope of training.

6. Description of the Organization - outlining company background, structure, and
main activities.

7. Training Tasks and Activities - explaining the duties performed and skills
developed.

8. Technical Details / Engineering Applications - discussing relevant engineering
principles and methods applied.

9. Discussion and Analysis -interpreting results, challenges, and lessons learned.

10. Conclusions and Recommendations - summarizing findings and providing
improvement suggestions.

1. References - listing sources in proper citation format (APA or IEEE preferred).

12. Appendices - supplementary materials such as figures, data, or codes (if
applicable).

4.4. Presentation Guidelines
The oral presentation provides students an opportunity to demonstrate their technical
knowledge, communication ability, and professional skills. It should effectively
summarize the key aspects of the training experience.
Presentation Instructions:

- Duration: 10-15 minutes.

- Slides must be clear, concise, and visually professional.

- Avoid excessive text; use diagrams, photos, and key points.

- Ensure textis readable (minimum font size 20pt).

- Practice in advance to ensure clarity and time control.

- Be prepared to answer questions from the evaluation committee.

Recommended Structure:

—_

Title Slide (Student name, ID, company, and supervisor names).
Overview / Objectives.

Description of the organization.

A WD

Training tasks and main projects.
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. Key technical achievements or case studies.

5
6.
7
8

Discussion and reflections.

. Conclusions and recommendations.

. Acknowledgment and Q&A.

4.5. Academic Integrity

All submitted reports and presentations must fully comply with Taibah University's
policies on academic honesty.

Plagiarism, data falsification, or unauthorized use of company materials are
considered serious violations.

Any case of academic dishonesty will resultin disciplinary action and may lead to
course failure.

Students must sign the Student Obligation Form (ME590-102) acknowledging
adherence to academic integrity principles.

4.6. Submission and Scheduling Process

1.

The final report must be submitted in both printed and electronic formats before
the official deadline announced by the department each semester.

Students will receive a presentation schedule specifying the date, time, and
venue for their evaluation session.

The evaluation committee will assess both the report and the presentation
according to the official rubrics (refer to Chapter 5).

Students will receive feedback forms summarizing their strengths and areas for
improvement after evaluation.

Late submissions without valid justification may result in grade penalties or an
Incomplete (IC) grade.



5. Assessment Summary and Forms *

5.1. Overview

This chapter presents the final assessment structure, grading criteria, and required
forms for the ME590 Cooperative Training course. The overall grade is determined
through a combination of evaluations conducted by the field supervisor, academic
supervisor, and the department committee. All evaluations aim to ensure fairness,

transparency, and alignment with the intended course learning outcomes (CLOs).

5.2. Assessment Components

The total assessment is out of 100 marks, distributed as follows:

T N

Field Supervisor Evaluation Field Supervisor 30
Academic Supervisor Evaluation Academic Supervisor 25
Final Report Evaluation Department Committee 25
Presentation Evaluation Department Committee 20
Total 100

All components must be completed and submitted before a final grade can be issued.
The detailed evaluation rubrics for the Final Report (25 marks) and the Oral Presentation

(20 marks) are provided in Chapter 6 - Official Forms and Templates.

5.3. Academic Supervisor Evaluation (Evidence-Based System)

The academic supervisor's evaluation (25 marks) follows an evidence-based
assessment system, ensuring that the student's performance is measured objectively

through documented evidence rather than subjective observation.

Each student must maintain a Training Evidence Portfolio verified by the academic

supervisor, which includes:

1. Weekly Progress Reports (signed by company supervisor)
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2. Mid-Term Problem Analysis Report

3. Attendance and Communication Record

4. Employer Feedback Form (ME590-109)

5. Final Reflection Report

Each evidence carries 5 marks, resulting in a total of 25 marks for the academic
supervisor's evaluation. Failure to submit any required evidence will resultin a deduction
of the corresponding marks. This system ensures fairness, enhances alignment with

course learning outcomes (CLOs), and provides verifiable documentation for quality

assurance and accreditation purposes.

5.4. Required Forms

MES590-101
MES590-102
MES90-103
MES590-104
MES590-105
MES590-106
MES90-107A
MES590-107B
MES90-107C
MES590-108
MES590-109

MES590-110

O -

Training Registration Form
Student Obligation Form
Company Approval Form
Attendance Sheet

Weekly Progress Report

Field Supervisor Evaluation Form
Academic Supervisor Evaluation Form
Final Report Evaluation Form

Oral Presentation Evaluation Form
Student Feedback Form

Employer Feedback Form

Postponement / Withdrawal Form



5.5. Grading System (Pass/Fail)

The evaluation of the Cooperative Training (ME590) course follows a Pass/Fail grading

system, in accordance with Article (7) of the Executive Rules for Cooperative Training

Policies approved by the Council of Universities (Decision No. 1/20/45).

Percentage
Grade Description
Range (%)
2 60% NP (No Grade - Pass) Satisfactory completion of training
<60% NF (No Grade - Fail) Unsatisfactory performance

Missing reports or pendin
— IC (Incomplete) ITep . P J
evaluations

The NP/NF grades do not affect the student's GPA but are recorded in the official
transcript. An Incomplete (IC) grade will be temporarily assigned until all missing

reports or forms are submitted.

5.6. Repetition Policy

In accordance with Article (7) of the Executive Rules for Cooperative Training Policies, a
student who receives an NF (No Grade - Fail) must repeat the training in a subsequent

semester and fulfill all related requirements.
Repetition may also be required if:

The student withdraws from training with an approved excuse.

The training organization reports unsatisfactory performance or ethical
misconduct.

The student fails to maintain attendance or communication.

All repeated training will be evaluated under the same criteria and grading policy.
Evaluation Guidelines

All evaluations must be objective, transparent, and supported by documentary

evidence. Supervisors are encouraged to provide constructive feedback to enhance
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the student'’s professional development and strengthen the quality of future training

experiences.

5.7. Training Quality Evaluation

Field training Field Supervisor Supervisor surve
effectiveness P P Y
Student performance Academic Supervisor / Evaluation of reports and
and learning outcomes Department Committee presentations
Qucthtv oflearning Deportmenlt Iraining Site visits and feedback reports
environment and safety Committee
Student satisfaction Student Feedback Form (ME590-
. . Students

with training 108)
Employer satisfaction
with student Training Organization - PIOYeT Feed%qq‘;k el
performance

Recommendations:

Employer Feedback Collection:

It is recommended that the Employer Feedback Form (ME590-109) be distributed
electronically via a link (e.g., Google Forms or Microsoft Forms) to employers at the end
of the training period. This method allows for easier collection and submission of
feedback. The feedback will be used to assess the student's performance, the quality of
supervision, and the overall effectiveness of the training. Employers will receive the link
after the training period is completed, enabling them to provide detailed feedback on

areas such as technical ability, professional conduct, attendance, and communication.

Student Feedback Collection:
It is recommended that the Student Feedback Form (ME590-108) be distributed

electronically via a link (e.g., Microsoft Forms) to students at the end of their training
period. The link will be sent to the students after they complete their training, allowing

them to provide valuable insights on supervision quality, learning opportunities,
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communication, and overall satisfaction with the training program. This feedback wiill

be analyzed to improve the quality of future training experiences.
Continuous Program Evaluation:

To ensure continuous improvement of the cooperative training program, the
Department of Mechanical Engineering reqularly evaluates the quality and
effectiveness of training activities, learning resources, and outcomes. The evaluation
process includes feedback from students, supervisors, and industry partners, and helps

in identifying areas for improvement.



6. Official Forms and Templates ’ *

Each of the following forms must be filled, signed, and submitted as required.

All forms are official documents.
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Department of
MES90-101: Training Reqgistration Form
1e]L-JU FSUTANY] R VONTIVD Shlelel)

Information to be provided by Student Wbl dhwlg Wiy ol bl
Student Name i)l auul
Student ID SO faleJi]
GPA SO Ll Jasoll
Mobile Phone JloxJl ag
E-mail SIJICIIR]IY

Information to be provided by Training Superviso
a1 e Opiro)l dihuwlgy laiisy aiy wlly

—

Company Name dopidl ol
Supervisor Name e Opnll 'D"T.Ul
EJRvY]
Position SOyl ool
Training Starting Date WUJANT FEVp )i}
Approval Date Aloic Al x U
Mobile Phone Jloxdl aila
Remarks > Uoll
Supervisor Signature (Company) Student Signature
Date Date
[OR4]0] taibahu.edu.sa X\ (3) @taibahu ' :'Qﬁ}”
oy (8 info@taibahu.edu.sa @taibahu_uni :é,ulﬂ|

cwoss (D POBox9lmadinah 4141l (- oi4gei8BE8 'wwle gl
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(039)

Department of
VIES90-102: Student Obligation Form
9Ll L)L Ll pljill -390

Student Information bl bl
Student Name )l ouwl
Student ID 20l poyl
Major sl
Mobile Phone Jlg>Jl ag)
E-mail I JICIRIRNTY
Obligations and Acknowledgment Wl wljldlg wioljul
1.1 agree to abide by all rules 210>y Pl sawii ]
and regulations of the training oI Agree da> éj@g daokKrii
organization. RSJRNT]
2. T will maintain punctual e dRdlnll aawif .2
attendance and professional oI Agree wianll Yaludlg blrill
behavior. ) gy Sl e L
. . 20> adiuiy sasil .3
3.IW11! corrcﬁlete ollret_lgu1red 0 1Agree & | > 3loilg pylail
reports and forms on time. S 5 | saclondl L6
4. Twillrepresent Taibah dseol> Juiols xasif .4
University in a respectful and oI Agree QUL déid 6)9m) dub
ethical manner. duao
. e dhdl=all saxii .5
5; wil kh?ep al %?jmps.n:/ o IAgree dobJl eloglsall dyjw
information confidential. Cupaill dese
Supervisor Signature (Company) Student Signature
Date Date ‘

] :dia>-Llo
(SALB3 Oninllg bl yo 28g]g caysUl dilsy SO 9ol 3a Use)
RSN Keyite) cI.UT,,LcD.OJ' | doljillg L)l Joluw (ouw) xast dulioy pisy

[E54E (@) taibahu.edu.sa (3 @taibahu . 1091
oy (®) info@taibahu.edu.sa @taibahu_uni &yl

oo (D P.OBoxOlmadinah4i4it (0148618888 'wleguinoll
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Mechanical Engineering

MES90-103: Company Approval Form

a N4TIR

)il dav>- aloicl >3g0)

Company Information

AUl da> wlbily

Company Name

dasJl / dbpill auwl

Department &)Ia3l oi puudll
Address Ulaisdl
Supervisor Name o)Al e opinnll auwl
Position / Title byl ool
Email SIJICARNTY
Phone WilaJl pg)
Mobile Phone JloxJl a9y
Training Information ) aUl bl

Training Period (From -To)

(- o) il 68

Working Hours

duoal Josdl wlclw axc

Nature of Training / Tasks

dhuivdl gf planll dsub
CISANT]

Approval Statement

The company agrees to provide
appropriate training and supervision
according to the program requirements.

LN 109 e G91g) Ll dal 14
20Ul wllhio §og (uwlio WBlublg

Authorized Signature (Company)

Date |

[=1544m] taibahu.edu.sa

& @ info@taibahu.edu.sa
o () P.0.Box 91 madinah 41411

@ @taibahu
@taibahu_uni
(20148618888

e YJi]|
&yl
............................ 'wlcgaiinall




dagsudl dwpsdl & 4alooll - b dsol>
dub d—sol> | =il §)ljg :

(039)

Department of
MIES90-104/105: Weekly Attendance and Progress Report
o0l Pjoig Scguudl o>l »>3g0J

Student Name bl oul
StudentID o>l oyl
Company Name )l das ol
Supervisor Name Ul e LOpiall aul
Training Period (From - To) (= o) Lyl 69
Weekly Attendance Record couwil bliwlg ,cguudl jgasJl Jouw
wNe:k (g:tZ) (D:lote) L‘:::sl Summary of Weekly Tasks / Activities g;’gp:;::;?—:r
1
2
3
4
5
6
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
Supervisor Signature (Company) Student Signature
Date ‘ Date ‘
wibs>-lo
Ouinllg bl Jud 4o e quui Sl 13 T.:izf
wall ol o wyysUl dyla (9 bogJLbZI Opinll JI oduud
0B 3 plrall L6 dlsaunll duarw gl Cuyyaili 609 2o xujlgill déilho iy
[E54E (@) taibahu.edu.sa (3 @taibahu . 1091
oy (8 info@taibahu.edu.sa @taibahu_uni :é,ulﬂ|

cwoss (D POBox9lmadinah 4141l (- oi4gei8BE8 'wwle gl
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a N4TIR

Department of
Mechanical Engineering %‘1
MES90-106: Field Supervisor Evaluation Form
WAVt LOuinll audi >3g0j

Student Name Il oul

Student ID ol pdyl

Company Name )l das ol

Department / Section 61231/ puudll

Supervisor Name ol Opinll auul

Position / Title bl Jouunll

Email SISyl

Phone ojlall ag)

Evaluation Criteria ol pylseo

Criterion Description Evaluation Rubric Marks Juszall
Evaluates the
student's - Excellent (5): Always punctual; no unfaxgused absences.

Attendance punctuality and - éerydegq%(@: MlostIy”erntctuol; T'SW]L;StIﬁed absences. /5 Jg.é>dl

. ttendance - op (3): Occasionally late or absent. bl
and Punctuality | a - - Fair (2): Frequently absent or late. Lillg
grur.m.g the - Poor (1): Unacceptable attendance and punctuality.
aining.
Evaluates the - Excellent (5): Highly competent; performs tasks accurately
; student's with minimal supervision. . ..

Technical . . -Very Good (4): Performs tasks well; minor errors. oclasa)

Competence technical abl ht,Y -Good (3): Requires supervision to complete tasks. /5 i)l
and accuracyin - Fair (2): Lacks technical ability or accuracy. -
performing tasks. | -Poor (1): Significant technical errors.

Evaluates th - Excellent (5): Proactively identifies and solves problems
valuatesthe effectively.

Problem student's ability | -very Good (4): Responds well to challenges and shows >
Solving & to solve problems | initiative. /5 | wlauivnll
iHab and take -Good (3): Solves problems with guidance. 6jalua)
Initiative initiative. - Fair (2): Avoids responsibility or lacks initiative. )3k I9

- Poor (1): Does not take initiative or avoid challenges.
Evaluates the - Excellent (5): Communicates ideas clearly in oral and
I student's written form. . .

Communication communication -Very Good (4): Generallly clear; minor lapses. /5 wljlao

Skills deas -Good (3): Understandable but limited clarity. Jolgll
abilities, bolth - Fair (2): Poor or ineffective communication. 9’0
oral and written. - Poor (I): Unable to communicate effectively.

Evaluates the - Excellent (5): Works excellently within teams; encourages
tudent's ability | Sollaboration. Josdl

Teamwork & N oY -Very Good (4): Cooperative and helpful.

Cooperation to work within -Good (3): Participates but occasionally uncooperative. /5 \?‘Lo?‘"
teams and - Faiir (2): Has difficulty working with others. golzllg
collaborate. - Poor (I): Unable to collaborate effectively.

EVOIUOt?S the - Excellent (5): Exemplary professional ethics and positive
Professional students attitude. Jolul
Attitude & professionalism -Very Good (4): Generally professional with minor lapses. /5 s |
- and adherence - Good (3): Sometimes careless or unprofessional. M v

Ethics to ethical -Fair (2): Unethical or negative attitude. OU>3lg

standards. - Poor (1): Unprofessional and unethical behavior. -
ool
Total Marks | /30 | E€39%27
Supervisor Signature (Company) Student Signature
Date ‘ Date
E%4E (@) taibahu.edu.sa X\ (3) @taibahu 10y
oy (®) info@taibahu.edu.sa @taibahu_uni &yl

comoso (@) P.0.Box 91 madinah 41411 (%) 0148618888

............................ 'wlcgaiinall
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(039)

ANMUZIN ..o RN XN
Mechanical Engineering

2uy A5y dwsial dgls

[=1549 ] taibahu.edu.sa (3 @taibahu . 1091

= info@taibahu.edu.sa @taibahu_uni &yl
ket

Code: 039 P.0.Box 91 madinah 41411 0148618888 L —— wlcgaiinall



dyagsul dwpsdl e alaoll
dub d__wol> | o=l §)ljg

(039)

a N4TIR

Department of
Mechanical Engineering

MIES90-107A: Academic Supervisor Evaluation Form
SO LOpuinll audi >3g0j

a N4TIR

Student Name W)l ouwl
StudentID N -7a] NS WateJi]
Academic Supervisor Name SILBH Ol puul
Evaluation Criteria  pumail pulso
Linked Description &
Evidence Type Evaluation Rubric Marks
CLOs Expected Content
Student submits - Excellent (5): Clear, detailed, technically accurate
Weekly cLol weekly summaries weekly logs.
Progress ' signed by company -Very Good (4): Mostly clear, few technical gaps. /5
CLOS supervisor showing - Satisfactory (3): Generic summaries, limited technical
Reports applied tasks and detail.
learning outcomes. - Poor (1-2): Incomplete or missing weekly reports.
Shortreport (2-3 - Excellent (5)‘: Deep analysis with justified solution and
Mid-Term pages) analyzing a clearreasoning.
inalyz - Very Good (4): Solid problem identification with
Problem CLO2 real engineering adequate analysis /5
problem encountered ; L , ,
Analysis Report during training and - Satisfactory (3): Limited technical reasoning or
how igwos od%ressed incomplete solution.
" | -Poor (I-2): Weak or missing analysis.
Attendance & Record of meetings, Excellent (5): Regular communication, punctual
L CLOS, communication logs, updates, proactive behavior.
Communication and punctuality in -Very Good (4): Generally consistent, minor delays. /5
CLO4
Record updatesto academic | -Satisfactory (3): Occasional lapses in communication.
supervisor. - Poor (1-2): Irreqular or missing contact.
Evaluates - Excellent (5): Highly professional, ethical, cooperative
Employer professionalism, Verv Good (4): B Iole with minor fss '
ethics. teamwork. and | - V€Y €00 (4): Responsible wi minor issues. p
Feedback CLO4 ' ' - Satisfactory (3): Acceptable behavior with some
conduct as reported
(ME590-109) by company weaknesses.
supervisor, - Poor (1-2): Unprofessional or irresponsible conduct.
Areflective summary
(2-3 pages) - Excellent (5): Deep reflection showing critical thinking
. . describing the and self-awareness.
Final Reflection | CLO], learning outcomes, - Very Good (4): Good reflection with clear learning /5
Report CLOS skills developed, and insights.
adaptationto - Satisfactory (3): Superficial discussion of learning.
workplace - Poor (1-2): Weak or missing reflection.
environment.
Total Marks /25
Supervisor Signature
Date
[E54E (@) taibahu.edu.sa (3 @taibahu 1091
(®) info@taibahu.edu.sa @taibahu_uni &yl

O] ™

Code: 039

(®) P.0.Box 91 madinah 41411 (20148618888

............................ 'wlcgaiinall
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a N4TIR

MESQ0-107/B: Final Report Evaluation Form

Department of
Mechanical Engineering

Sl il pudi >3g0j

a N4TIR

Student Name W)l puul
StudentID Lol 0oyl
Academic Supervisor Name AS3R WOpinll pul
ear QL
Evaluation Criteria  oumail plzo
. Linked Description & . .
Evidence Type CLOs | Expected Content Evaluation Rubric Marks
Logical flow, clear
sectons - Exhc:ellerjtt (5():; Excfe_ptipnollorgonizotion, fully
introduction, coherent and professional.
Report CLO] fn ethodolo -Very Good (4): Mostly clear with minor layout
Organization & CLOC)I’ It gY' ion) issues. /5
Structure results, conc uspn ' | -Satisfactory (3): Acceptable flow but lacks
correctformatting, | strycture.
and professional - Poor (1-2): Disorganized or incomplete sections.
layout.
Accuracy, - Excellent (5): Strong technical accuracy with
relevance, and comprehensive detail.
Technical tont Lo depth of -Very Qood (4): Solid content with minor
&eg nical Conten CLO2, engineering _techlmccll errors.' - ‘ ‘ /5
epth CLO3 di ; ith Satisfactory (3): Limited detail or minor
1scussion wi inaccuracies.
adequate dataand | . poor (1-2): Weak technical understanding or
references. missing analysis.
Application of - Excellent (5): Insightful, data-supported
. engineering reasoning and justified results.
Qnalytlcal o Lo principles to -Very Good (4): Clear reasoning with partial .
easoning : . analysis.
Problem Solving identify, analyze, -Satisfactory (3): Limited or generic
andsolve a interpretation.
problem. - Poor (1-2): Weak or irrelevant analysis.
) . - Excellent (5): Clear, professional English with
Clarity ofwntlpg, flawless formatting.
Presentation & language quality, -Very Good (4): Minor language or formatting
L Quali CLO4 and presentation of | errors. /5
anguage Quality figures, tables, and - Satisfactory (3): Understandable but
references. inconsistent formatting. o
- Poor (1-2): Poor readability or formatting issues.
Summarizes - Excellent (5): Insightful, well-connected
findings conclusions with realistic recommendations.
Conclusions & CLOJ, Contr'ibLlltionS and -Very Good (4): Logical conclusions, minor gaps. /5
Recommendations | CLO5 . ' - Satisfactory (3): General summary without
provides prcuc’lacol strong insights.
recommendations. | .poor (1-2): Weak or unsupported conclusions.
Total Marks /25
Supervisor Signature
Date
[E54E (@) taibahu.edu.sa (3 @taibahu 1091
(®) info@taibahu.edu.sa @taibahu_uni &yl

O] ™

Code: 039

(®) P.0.Box 91 madinah 41411 (20148618888

............................ 'wlcgaiinall
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Department of
Mechanical Engineering

ME590-107C: Oral Presentation Evaluation Form
oAUl oyl audi >~3g0)

a N4TIR

Student Name

VY]

Student ID

2ol poyl

Academic Supervisor Name

VRIS | PPtV | atll]

Evaluation Criteria

puaill plso

O] ™

Code: 039

(®) P.0.Box 91 madinah 41411

(20148618888

. Linked Description & . .
Evidence Type CLOs | Expected Content Evaluation Rubric Marks
- Excellent (4): Excellent pacing with smooth
Logical structureand | transitions and clear flow.
P flow of the -Very Good (3): Generally well-organized with
%:?:I?I:Z::o::en t CLO4 presentation, with minor lapses. /4
9 respecttothe -Satisfactory (2): Acceptable but with noticeable
allotted time. issues in time or structure.
- Poor (1): Disorganized or exceeds time limits.
- Excellent (4): Excellent understanding and
Depth opd accuracy presentation of complex technical de%cails.
oftechnical content -Very Good (3): Good understanding, with minor
Technical Content CcLO2 presented, Y. lanati 9 /4
& Understandin demonstrating a gaps in explanation. .
9 , -Satisfactory (2): Basic understanding, lacks
strong understanding depth in technical vsi
of the topic. epthin technical analysis. .
- Poor (1): Weak or inaccurate technical content.
Confidence, clarity, -Excellent (4): Clear, confident delivery with
and professionalism excellent audience engagement.
Delivery & in communication, -Very Good (3): Clear delivery with minorissues in
Communication CLO4 including body tone or pacing. /4
Skills language and -Satisfactory (2): Understandable, but lacks
engagement withthe | confidence or engagement.
audience. -Poor (1): Unclear or overly nervous delivery.
- Excellent (4): Professional, clear, and visually
appealing slides.
Quality, clarity, and -Very Good (3): Clear slides with minor
Use of Visual Aids CLO4 relevance of visual inconsistencies. /4
(Slides) aids used during the -Satisfactory (2): Basic slides with some clarity
presentation. issues.
-Poor (1): Slides are cluttered, unclear, or
irrelevant.
- Excellent (4): Confident, well-structured answers
Ability to respond to that demonstrate deep understanding.
Response to questions, justify -Very Good (3): Clear answers with minor gaps.
Questions & CLO5 findings, and engage | -Satisfactory (2): Partial understanding of /4
Interaction in a professional answers.
discussion. -Poor (1): Unable to answer or give unclear
responses.
Total Marks /20
Supervisor Signature
Date
[E54E (@) taibahu.edu.sa (3 @taibahu 1091
(®) info@taibahu.edu.sa @taibahu_uni &yl

............................ 'wlcgaiinall
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(039)

Department of
MES90-108: Student Feedback Form
)l o dses-IJI dy Sseill @jgoj

Student Name W)l ouwl
StudentID 2ol 08yl
Company Name sl davs- ol
Supervisor Name )l e Wil puwl
Evaluation Criteria pwumaill pulo
Description &
Evidence Type Expected Evaluation Rubric Score
Content

Evaluation ofthe - Excellent (5): Supervision was consistent, informative,

overall quality of | and provided great opportunities for learning.
Quality of supervision, -Very Good (4): Supervision was good with minor gaps
Supervision at including in support. /5
the Company quidance, - Satisfactory (3): Supervision was adequate but

feedback, and lacked engagement.

accessibility. - Poor (1-2): Supervision was minimal or ineffective.

How relevant the - Excellent (5): Tasks were highly relevant and aligned

assigned tasks with academic and professional development.
Relevance of were toyour field | - Very Good (4): Tasks were relevant with some minor
Tasks to Your of studv and deviations. /5
Major future gqreer - Satisfactory (3): Tasks were partially related but

oals lacked depth.

9 ' - Poor (1-2): Tasks were not relevant to the major.

The opportunities | - Excellent (5): Provided comprehensive learning

provided by the opportunities with hands-on experience.
Learning company for - \/Iery Good (4): Provided good learning opportunities
Opportunities learning and skill "‘é‘th.some hands-on experience. . /5
Provided development - ohsfoc“tolry (©)} PToy1ded bas1lc learning

during the training opportunities but limited practical exposure.

period - Poor (1-2): Limited or no learning opportunities

' provided.

General

ir?;i:gﬁ]?:n with - Excellent (5): Exceeded expectationsin all aspects.
Overall experiencg -Very Good (4): Met expectations with few issues.
Satisfaction including ' - Satisfactory (3): Met basic expectations but with /5

environment some challenges.

relotionshipsl,, and | Poor (1-2): Did not meet expectations.

outcomes.

Student Signature
Date
[E54E (@) taibahu.edu.sa N\ (2 @taibahu ) -0yl
= (®) info@taibahu.edu.sa @taibahu_uni &yl
|

oo (D P.OBoxOlmadinah4i4it (0148618888 'wleguinoll
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MIES90-109: Employer Feedback Form
)il das o dse>-Il dudsadl »3ga)

Department of
Mechanical Engineering

Student Name W)l puul

StudentID

w20l poyl

Company Name

)l das ol

Supervisor Name

Lyl e Lopioll auwl

feedback, and
accessibility.

Evaluation Criteria  ounaill pulso
Description &
Evidence Type Expected Evaluation Rubric Score
Content

Evaluation ofthe - Excellent (5): Supervision was consistent, informative,

overall quality of | and provided great opportunities for learning.
Quality of supervision, -Very Good (4): Supervision was good with minor gaps
Supervision at including in support. /5
the Company quidance, - Satisfactory (3): Supervision was adequate but

lacked engagement.
- Poor (1-2): Supervision was minimal or ineffective.

Relevance of

How relevant the
assigned tasks
were to your field

- Excellent (5): Tasks were highly relevant and aligned
with academic and professional development.
-Very Good (4): Tasks were relevant with some minor

Tasks to Your of studv and deviations. /5
Major Y -Satisfactory (3): Tasks were partially related but

future career lacked depth

goals. - Poor (1-2): Tasks were not relevant to the major.

The opportunities | - Excellent (5): Provided comprehensive learning

rovigg d by the opportunities with hands-on experience.
Learnin gom an fgr -Very Good (4): Provided good learning opportunities
g pany . with some hands-on experience.

Opportunities learning and skill Satisfact 3): Provided basic | . /5
Provided development ->atis OC. (?TY &% .To.w € OS].C earning

durina the trainin opportunities but limited practical exposure.

en'o%l 9| -Poor (1-2): Limited or no learning opportunities

P ' provided.

General

:ﬁ:gg%?non with - Excellent (5): Exceeded expectationsin all aspects.
overall ex eriencg -Very Good (4): Met expectations with few issues.

. . expert : -Satisfactory (3): Met basic expectations but with /5

Satisfaction including

environment some challenges.

) ! - Poor (1-2): Did not meet expectations.
relationships, and
outcomes.

Supervisor Signature (Company)

Date
[E54E (@) taibahu.edu.sa (3 @taibahu 1091
(®) info@taibahu.edu.sa @taibahu_uni &yl

O] ™

Code: 039

(®) P.0.Box 91 madinah 41411

(20148618888

............................ 'wlcgaiinall
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Department of
Mechanical Engineering

a N4TIR

MESQ0-110: Postponement / Withdrawal Form
Ll gf Ju>- Tl wilbo =3g0j

Student Name

VY]

StudentID

20l poyl

Company Name

)l das ol

Supervisor Name

Lyl e Lopioll auwl

Reason for Postponement/Withdrawal

Ybwwill i YW1 wuaw

o0 Medical Reason

o wuw o

O Personal Reason

S L O

o Company Unavailability

dbpidlpgj',o;_c O

o Other (Please Specify)

(x>l o> )>To

Requested Action wolkholl clp>-2l

o Postpone Training to Next Slogsll o> o
Semester Sl Jnall
o Withdraw from ME590 ME590 0 ulbxwil O
Student Signature
Date

, , . . . . O uinll dddlgo
Academic Supervisor Approval Q9lgo pc o Q9lgon O onls3|
Department Committee Approval déolgoll pac O dédlgoll o ouudl dixd dsdlgo
Academic Supervisor
Signature
Date

(=154 =] taibahu.edu.sa

] @& info@taibahu.edu.sa
Serroa

Cose0s0 (3 P.0.Box 91 madinah 41411

@ @taibahu
@taibahu_uni
(20148618888

e YJi]|
&yl

............................ 'wlcgaiinall
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