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A. Field Experience Identification

1. Credit hours: 6

2. Level/year at which this course is offered: Student must complete 116 Credit-hour before
start he/she can proceed with the cooperative training.

3. Dates and times allocation of field experience activities.
e Number of weeks: (16) week
e Number of days: (80) day
e Number of hours: (560) hour

4. Pre-requisites to join field experience (if any):

The following criteria should be met before a student is considered eligible for admission to
the coop work programs:

= Completion of 116 credit-hours or more of his study.

= Earned Cumulative and Major GPA of 1.0 or above.

= Completion of any special departmental requirements.Not subject to dismissal for
academic causes.

B. Learning Outcomes, and Training and Assessment Methods
1. Field Experience Learning Outcomes

Aligned

CLOs PLOs

1 | Knowledge

1.1 | Enable students to expand practical understanding in the field of finance & banking K1

1.2 | Demonstrate ability to work with various systems in an organization setting before | K2

graduation
1.3 | To ascertain what are the possible job opportunities after graduation K3
2 Skills:
2.1 | Apply skills taught in the program in realistic situations in the field of financial | S1
management

2.2 | Ability to identify financial problems and recommend solutions based on their | S2 S3
theoretical and practical exposure

2.3 | Demonstrate written and oral communication skills appropriate for | S4
conveying finance-related issues.

2.4 | Use of computer and software for analyzing and data processing. S5
3 Values:
3.1 | Show respect for the workplace rules and conditions. V1

3.2 | Self-evaluation of the level of learning and performance through continuous personal | \/2
and professional development independent decision-making skills and adopting ethical
practices in completing the assigned tasks

3.3 | Work independently and as part of a team by communicating results of work to team | \/3
members

2.Alignment of Learning Outcomes with Training Activities and Assessment
Methods

Teaching Strategies Assessment

Code Learning Outcomes Methods

1.0 | Knowledge
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Code Learning Outcomes Teaching Strategies Assessment
Methods
Enable students to expand practical | Direct/ Indirect (Coop Monthly report,
understanding in the field of finance & | advising Final report
11 banking Field visit writing Oral exam.
Field visit report
Demonstrate ability to work with various | Direct/ Indirect (Coop Monthly report,
systems in an organization setting before | advising Final report
1.2 graduation Field visit writing Oral exam.
Field visit report
To ascertain what are the possible job | Direct/ Indirect (Coop Monthly report,
opportunities after graduation advising Final report
1.3 Field visit writing Oral exam.
Field visit report
20 | Skills
Apply skills taught in the program in realistic | Direct/ Indirect | Presentations  (formal
situations in the field of financial management | (Encourage coop training | discussion individual)
2.1 students to make initiatives | Final report writing Field
and suggest solutions. mentor evaluation
Ability to identify financial problems and | . Interactive Presentations  (formal
recommend solutions based on their discussion individual)
2.2 theoretical and practical exposure Final report writing Field
mentor evaluation
Direct/ Indirect (Writing | .
Demonstrate ~ written and  oral | "% zirsess:;f‘;:]ons indi(\‘;?gl';‘;?)'
2.3 communication skills appropriate for Final report writing Field
conveying finance-related issues. mentor evaluation
Direct/ Indirect (Writing | Presentations  (formal
. reports discussion individual)
2.4 Use of computer and software for analyzing Final report writing Field
and data processing mentor evaluation
3.0 [ Values:
Show respect for the workplace rules and | . Interactive Presentations  (formal
conditions. discussion individual)
Final report writing Field
3.1 mentor evaluation, Field
visit report
Self-evaluation of the level of learning and | . Interactive Presentations  (formal
performance through continuous personal and discussion individual)
professional ~ development  independent Final report writing Field
3.2 decision-making skills and adopting ethical mentor evaluation, Field
practices in completing the assigned tasks visit report
Work independently and as part of a team by | . Interactive Presentations  (formal
communicating results of work to team discussion  individual)
members Final report writing Field
3.3 mentor evaluation, Field
visit report
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Code Learning Outcomes Teaching Strategies Assessment
Methods
3. Field Experience Learning Outcomes Assessment
a. Students Assessment Timetable
Assessment 5 "
# Assessment task* timing o e
(Week)
1 Student's Performance evaluation (electronic | At the end of the | 30
form - D4) training
) Evaluation for Reports (E-1) At the end of the | 15
training
3 Evaluation of Presentation (E-2) At the end of the | 20
training
4 Overall acquired knowledge and skills (KSTest) | At the end of the | 10
training
Monthly attendance reports -Form D-3 e 6th week 5
5 e 12th week
e 18th week
e 24th week
Coop advisor visit report (s) - Form C-1 At least twice | 20
6 during the COOP
training
7
8

*Assessment task (i.e., Practical test, oral test, presentation, group project, essay, etc.)
b. Assessment Responsibilities

a Category Assessment Responsibility

1 | Teaching Staff The coop advisor is a faculty member in the student’s academic
program with expertise in the subject of the coop assignment. The
advisor guides the coop student during the full period of the coop
assignment. The advisor should provide assistance to the student
while in training in the coop program. In particular, his role is to:
+Visit the student at the coop location at least twice during the
COOP period and fill out Student’s Coop Advisor Visit Report
(Form C-1) (Electronic hyperlink will be sent by the COOP
coordinator).

*Ensure a timely start and end of the training program for each coop
student

*Ensure the implementation of the work assignment by reviewing
the training plan (Form D-2).

*Communicate with the student field supervisor to adjust the
training plan if needed.

*Review the progress reports (Form A-5) prepared by the students
and send feedback to them within a week of submission.

*Guide the student in writing and compiling the final coop report in
a professional format. It is required that the advisor will have
frequent meetings with his/her COOP student during the period of
writing the report (the semester that follows the coop).
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*Ask the department for a coop Examining Committee panel to
evaluate the Student COOP final report (Form E-1) and
presentation (Form E-2).

Attend and evaluate the student's presentation.

*Submit grades for progress reports and the final report to the Head
of the department for approval.

*Fill out the student’s Final Evaluation Form (Form C-2) during the
final week of the training and then send it to the coop advisor.

2 | Field Supervisor

The field supervisor is a professional in the field of the student's
major assigned by the employer. The role of the field supervisor is
to ensure adequate professional development of an assigned COOP
student. It is expected that the field supervisor will facilitate the
implementation of the student COOP plan. The field supervisor will
be mainly in charge of the following tasks:

*Fill out the Student’s Commencement Form (Form D-1) and send
it to the coop coordinator within the first week.

*Set a training plan (Form D-2) with coordination with the student
COORP advisor no later than the second week and ensure that the
student follows the plan provided.

*Fill out the Student Attendance Form (Form D-3) by the end of the
month and send it to the coop advisor.

*Fill out the student’s Performance Evaluation Form (Form D-4)
and send it to the coop advisor by the end of a specified period (An
electronic hyperlink will be sent by the COOP coordinator).
*Ensure that the progress reports (Form A-5) provided by the
student are prepared accurately. The field supervisor needs to read
and sign the report before the student submits it to his COOP
advisor.

3 | Field Experience
location (Employer)

The employer has a major role in promoting the success of the
training program. To achieve this goal, the employer is expected to
provide the following:

*The employer should coordinate with the student COOP advisor to
develop a training plan reflecting the field experience learning
outcomes during the COOP period. It needs to be related to the
student's academic field of study.

*The coop student should be assigned to a professional in his field
of study (field supervisor), who will be responsible for making the
student’s training program meaningful and effective.

*The coop student should be treated like any other employee in the
organization.

*[f the COOP student does not show up to work either on time or at
all, the field supervisor should inform the University, so that
corrective action can be taken. Absence should be reflected in the
evaluation reports.

*[f the coop student does not perform well or his performance does
not meet the employer’s standard then the field supervisor should
contact the COOP student advisor so that corrective action is taken.
Students should be encouraged and allowed to prepare technical
reports and conduct oral presentations during the training period.
*The employer should allow and encourage visits by the coop
advisor.
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4 | Coop Examining The examining committee will comprise the coop advisor as the
Committee chairman and two faculty members from the student’s academic
department. The examining committee evaluates the student’s coop
report and presentation and will report the grade to the Head of the
department for approval.

C. Field Experience Administration

1. Field Experience Locations
a. Field Experience Locations Requirements

. . . General Special
Suggested Field Experience Locations Requirements* Requirements**
Suitable Office Same standards
e applied in the Financial activities
Adequate facilities in needed. workplace.

*Ex: provides information technology ,equipment ,laboratories ,halls ,housing ,learning sources ,clinics etc.
**Ex: Criteria of the training institution or related to the specialization, such as: safety standards, dealing with patients
in medical specialties, etc.

b. Decision-making procedures for identifying appropriate locations for field experience
The Coop can be done in public or private sector and national or international companies.
The chairman of the finance and banking department of the COB through a Department

Council approval set a list of criteria for the selection of field experience location, that
include:

1- Offering financial and banking opportunity internship.
2- Financial compensation (preferable).

3- Good reputation in the internship.

4- Easy to communicate.

5- Training program offered to students

2. Supervisory Staff
a. Selection of Supervisory Staff

Selection Items F'elq Teaching Staff
Supervisor
e Ability to communicate in e Ability to communicate in
both English and Arabic English language
e .. language
Qualifications e Minimum of First Degree e Minimum of master’s
in Finance and Banking degree in Finance and
or related field Banking or related field
Willingness to make the Qualification
Selection Criteria student’s training program Knowledge
meaningful and effective Interest and passion

b. Qualification and Training of Supervisory Staff

(Including the procedures and activities used to qualify and train the supervisory staff on supervising operations,
implementing training activities, the follow-up and evaluation of students, etc.)
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The teaching staff (Coop advisors) are faculty members who are experienced in teaching
and learning processes. Once faculty members are assigned the role of supervising student-
teachers they receive the information about the company, the location, the students, and
the schedules from the Coop Coordinator. They guide the coop student during the full
period of the coop assignment. They should provide assistance to the student while in
training in the coop program.

The coop coordinator is an administrator in DAU in charge of:

*Contacting the companies to solicit coop positions for the following semester.
*Providing all necessary information required for the placement of all employment
candidates in the coop Program.

*Maintaining a regular liaison with the participating employer and with the student mentor
through the channels authorized by the employer.

*Guiding, problem-solving, and providing the supervisors with the help they need.

The Field Supervisor is assigned by the employer as a professional in the student’s field of
study. The field Supervisor should facilitate the implementation of the student COOP plan

3. Responsibilities

a. Field Experience Flowchart for Responsibility
including units, departments, and committees responsible for field experience, as evidenced by the relations between
them.

Receipt of acceptance from the
department head to the training
place.

Start Summer Training

Contact with
Department
Head

If there are
any Problem

Completion of the trainina period

b. Distribution of Responsibilities for Field Experience Activities

Department Teaching Student Training Field
or College Staff Organization Supervisor

Activity

Selection of a field

. . v v
experience site
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. Department Teaching Training Field
ACtIVIty or College Staff SHERE Organization Supervisor
Selection of supervisory v v
staff
Provision of the required v
equipment
Provision of learning v v v
resources
Ensuring the safety of the v v
site
Commuting to and from the v v
field experience site
Provision of support and v v v v
guidance
Implementation of training
activities (duties, reports, v v v
projects, .....)
Follow up on student v v v v
training activities
Adjusting attendance and v
leave
Assessment of learning v v
outcomes
Evaluating the quality of v v v
field experience
Others (specify)
4. Field Experience Implementation
a. Supervision and Follow-up Mechanism
The semester preceding the coop:
All students who plan to take the coop should complete the following steps during the semester
just before their coop:
*Register online for the coop during pre-registration.
*Attend the coop orientation lecture to know about the coop training and required forms to be
filled and requirements to pass the coop successfully.
*Ensure that s/he has the coop package which contains the coop guide and required forms.
*Fill out the Coop Applicants Information Form (A-1).
*Prepare his/ her CV (Form A-2)
*If coop students are planning to do the coop in a company of your choice, then fill out the
(Finding Coop Opportunity form (A-3)
*If coop students want the coop coordinator to find you an opportunity a company for training,
fill the student’s commitment in the Chosen Companies by the DAU COOP form (A-4)
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During the coop:

All students during the coop should complete the following tasks:

*The student should ask the field supervisor to sign and submit Student’s Commencement
Notice form (D-1)

*The student should follow the training plan (Form D-2).

*Coop students will a progress report (Form A-5): 3 reports must be sent: by the end of the 3rd
week, 7th week, and last week in the COOP training. All COOP students will submit their
progress reports by email to their respective coop advisor. The hardcopy of the report should
be signed by the field supervisor.

*By the med and last week, the coop student should remind his field supervisor to fill out the
evaluation form (D-4) (Electronic hyperlink will be sent by the COOP coordinator).

«If for any reason coop student will be absent from the training company for more than 3 days
you should inform your COOP advisor.

oIf for any reason a coop student decides not to continue the coop, he/she will need to contact
your academic advisor to drop the course.

*The student will need to submit a detailed final report about his work in the company. Thus, it
is recommended the student starts writing it from the first week of the coop training program
while the details are still fresh.

After the coop:

After finishing the coop, the coop students need to do the following during the semester after
coop:

*Fill out the survey form (A-6) about their coop experience.

*Prepare a draft copy of the coop final report then contact their coop advisor and discuss it with
him/her. (Suggested time during the first 2 weeks of the semester)

*Submit the final report incorporating the advisor’s comments.

*Prepare a presentation describing your coop and submit the PPT file. Suggested presentation
duration 30 minutes plus 10 minutes for questions and answers.

Student Performance Evaluation:

The coop student’s performance will be evaluated through the following:

«Company evaluation: Every student will be evaluated during coop period by the field mentor.
«Coop advisor visit reports: Every student should expect at least two visits from his/her COOP
advisor.

Progress reports: Each student must submit the required progress reports on time. The report
should be submitted through email to her/his coop advisor. Hard copies of all reports should be
signed by the student field mentor and stamped with the employer’s official stamp. These hard
copies can be submitted to the coop advisor after the student finishes her/his coop and returns
to DAU.

*Knowledge and Skills Test (KST): COOP student must perform the knowledge and skills test
(KST) electronically with his/her COOP advisor. Coop student can apply for the test before
finishing his/her coop training. It is mandatory before setting the appointment of the final report
presentation. The aim of this test, to measure the overall student acquired specialized
knowledge and skills during his/her learning journey. Student should achieve at least 6.5 out of
10 otherwise s/he will retake it after two weeks.

«Final report: Each student must submit a final report describing the coop work. Students should
consult their coop advisors regarding the content of the report. The final report must be
submitted as early as possible in the semester immediately following the coop training period.
The advisor will evaluate the coop final report and may make corrections and request
adjustments to the report. Three hard copies of the revised final report should be submitted to
the coop advisor for the examination committee.
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Presentation: Every student must give a presentation on coop training to the examining
committee. To set the appointment of the presentation, student should submit the following:

v COOP orientation certificate.

v' The KSTest report.
The presentation will be judged by the examining committee. The date and time of the oral
presentation will be decided by the Head of the department after coordination with the
examining committee members

Note: All forms are documented in co-op booklet

b. Student Support and Guidance Activities

The College heavily supports coop training activities, particularly the following two -

a. Student Support: The coop training unity at COB provides students with opportunities to do
the coop training in a public or private organization.

b. Student Guidance: The coop training unity at COB regularly conduct workshops on career
counseling and guidance for coop students to make coop training procedures easy for coop
students and to answer all questions about any matter that they might face during the coop.

c. Cooperative Program Booklet: from the start of the coop training, the student receives a
cooperative program booklet containing all information about the roles of all stakeholders
concerned by the coop training (employer, university, field supervisor, teaching staff, coop
coordinator, coop examining committee, and student) and all forms used before, during and
after the training coop.

5. Safety and Risk Management

Potential Risks Safety Actions Risk Management Procedures

NA

G. Training Quality Evaluation

Evaluation .
Areas/1SSUes Evaluators Evaluation Methods
- Coop student’s opinion about - LMS survey.

Training Organization, Field
Supervisor, and Coop
Advisor Coop Students
- Effectiveness of field
experience programs in
developing students’ skills.

- Analyze the survey.

- Report the results to the Head of the
department and list of
recommendations.

- Fill in a questionnaire to assess the
coop Training.

- Analyze the survey.

- Report the results to the Head of the
department and list of
recommendations.

Evaluation of coop students’

skills and values Field Supervisor
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Evaluation

Evaluators Evaluation Methods
Areas/Issues

- Fill in a questionnaire to assess the

- Coop student’s performance coop Training.
- Coop student’s personal Training - Analyze the survey.
characteristics Organization - Report the results to the Head of the
department and list of

recommendations.

- Percentage of FIN learning
outcomes achieved in cooperative
learning reflects the success of the
coop work by acquisition of
practical skills (KPI)

- Analyze the KPI

- Report the results to the Head of the
department and list of
recommendations.

Evaluation of coop students’

knowledge, skills, and values The Department

Evaluation areas (e.g., Effectiveness of Training and assessment, Extent of achievement of course learning
outcomes, Quality of learning resources, etc.)

Evaluators (Students, Supervisory Staff, Program Leaders, Peer Reviewer, Others (specify)

Assessment Methods (Direct, Indirect)

E. Specification Approval Data

Council / Committee | Finance Department

Reference No. Meeting No.3 Second Semester 2021/2022

Date 17" March, 2022
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