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1. Introduction

University of Science and Technology of Fujairah (USTF) has well-developed training programs
for all students. The training programs exist to fulfill academic requirements of the students’
study plans, and therefore the learning outcomes of internship are articulated by the
respective colleges and aligned with the overall outcomes of the degree program and with
the requirements of the national Qualifications Framework (QFEmirates). Depending on the
program, students are required to successfully complete either internal training, external
training, or both. The Training and Continuing Education Center (TCEC) in USTF, in
consultation with the colleges, makes arrangement for students’ external training at
appropriate sites. The external training is supervised by a field supervisor at the training site
in coordination with an academic supervisor from the college. The role and responsibilities of
field and academic supervisors are defined and explained to students. Guidelines that define
the training objectives and duties of trainee students, are included in the present Training
Manual. The Manual also includes guidelines for writing practical training reports and how to
prepare an oral presentation. A list of some training sites where USTF students are trained,
copies of Training forms, and Training Agreements are provided in Appendices.

2. Internal Training Program

The purpose of the Internal Training is to equip the students with basic practical skills and to
provide them with the theoretical information needed to help them gain maximum benefit
from their external practical training.

The Internal Training period is determined by the college and usually takes place prior to the
External Training. The successful completion of Internal Training is a prerequisite for starting
the External Training. A student is eligible for the Internal Training after s/he has successfully
completed the minimum number of credit hours defined by the college.

3. Training and Continuing Education Center

3.1 Training and Continuing Education Center Mission

The Training and Continuing Education Center (TCEC) supports the vision and strategic plan
of USTF by bridging the gap between the academic realm, community and employment
market. The TCEC achieves this aim through the supervision of on-campus training courses
and field training in close cooperation with site training supervisor in community institutions.
In doing so, the TCEC applies scientific criteria in the performance assessment and makes
appropriate decisions that ensure the quality of training course learning outcomes.

3.2 Training and Continuing Education Center Objectives

Objective 1: Support student training in the university colleges. This will be done by:

e Coordinating with different colleges for distributing the training course syllabi on trainee
students before the start of the training activities.

e Cooperating with concerned colleges to following-up the trainees

e Bridging the gap between UAE public and private institutions and USTF by increasing
student involvement in the work environment to prepare them for the future work.
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Objective 2: Provide an effective training environment for intern students, and appropriate
work experiences that are suitable to their specializations. This will be done by:
e Choosing an appropriate training institution, UAE public and private institutions, that meet

the training objectives.

e Ensuring that the prospective training sites are highly repuatable and generally recognized
as leading institutions in their line of work or practice on the basis of their known
reputation or their record of achievement so that training here can be for the interns a
valuable work experience.

e Verifying that the intended training sites endorse, practice, and uphold all the known
federal employment laws and any other relevant regulations.

e Ensuring that the prospective internship sites represent safe and reputable environments
where the university students can train without prejudice to their physical safety or their
sense of security.

e Following up trainee students through personal visits or interviews, or by official mail.

e Overcoming the difficulties and problems that might face trainee students.

e Helping the concerned colleges in their search for new prospects for training institutions
and corporations.

e Signing agreements with reputable training institutions.

Objective 3: Prepare intern students capable of demonstrating excellence and achieving

distinction in their chosen fields. This will be done by:

e Providing sufficient and pertinent orientation for the students about their prospective
training sites and the skills and knowledge they need to possess and the patterns of
behavior they need to adoptin order to be able to cope with and succeed in the external
work environment.

e Choosing an appropriate field supervisor such that s/he is aware of his/her responsibilities,
which are defined in the internship manual of the college in which the student is enrolled.

e Choosing an appropriate training institution that meet the training objectives.

e Preparing supported internal training programs in cooperation with concerned colleges to
enhance students’ skills and knowledge.

e Allowing intern students to recognize the latest technologies and methodologies and how
to apply them.

e Involving the colleges in the training processes to implement test-training plans and
benefit from the outside training institutions related to the students’ specialization.

Objective 4: Develop procedures that will ensure the achievement of training goals. This will
be done by:

e Selecting training sites that are highly reputable and generally recognized as leading
institutions intheir line of work on the basis of their known reputation or their record
of achievement so that training here can be a valuable and pertinent work experience.

e Applying scientific criteria in the performance assessment and making suitable
decisions that ensure the quality of training output.
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4. External Training

External training is an important part of students’ education. It helps students to apply the
theoretical knowledge they learn in classrooms to the solutions of real-world problems,
experience the working environment before graduation, and learn how to act responsibly and
efficiently in carrying out assigned tasks.

At USTF, the external training is centrally controlled by the Training and Continuing Education
Center. Registration, financing and official work is performed by the Training and Continuing
Education Center. Academic supervision and evaluation of external training is the
responsibility of the College.

4.1 External Training Implementation
4.1.1 Training and Continuing Education Center Tasks:
e Publishing the registration notice in each semester.
e Registering students through the center’s registration forms during the registration
specified period.
e Communicating with the training sites and securing their acceptance of the students.
e Announcing the final training schedules, with copies to the concerned college and the
Office of Admissions and Registration before the commencement of training.
e Following-up the students at their training sites to ensure the implementation of the
training plan.
e Preparing the questionnaires, in coordination with the concerned college, to evaluate the
performance of the center and the trainee students, collecting the filled-in questionnaires
and sending them to the Office of Institutional Planning and Effectiveness (OIPE).
e Carrying out research study, in coordination with the concerned college, to ensure the
quality of the training process at the training sites. The studies will help to:
= Determine the labor market needs and ensure the fulfillment of these needs in the
curriculum.

= Count the activities carried out at the University (such as participation in seminars) as
part of the student’s training period in accordance with specific regulations.

= Determine the training institutions of the highest reputation and whose work matches
with the specialization of the students enrolled in their training programs

= Prepare a database for companies to be used by the TCEC whenever needed.

= Follow the student’s training plan during the training period as designed by the college
to fulfill the aims of the training based on the University vision, and send this duly to the
training institution to adapt to its own situation.

4.1.2 Tasks of the College Dean

e Supervision of overall students’ training.

e Approval of the college trainees’ list issued by the Head of Department.
e Approval of the evaluation results
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4.1.3 Tasks of the Head of Department

e Ensuring the suitability of the training site

e Ensuring the quality of the supervision and the appropriateness of the training institutions
upon achievement of the training outcomes.

e Issuing the list of students who will register in the internship well before the start of the
internship.

e Dividing the intern students into groups taking into account the location of the training
institutions at which the students will do their internship.

e Assigning an academic supervisor, on a rotation basis as far as possible, to each group of
intern students

e Scheduling of students’ oral presentations

4.1.4 Tasks of the Academic Supervisor

e Ensure that the students understand and appreciate the aims of the training, the skills, and
patterns of behavior necessary for the achievement of the training outcomes.

e Arrange regular meetings with the students, at least once every 2-weeks, for guidance to
improve their performance and to discuss difficulties they encountered.

e Guide students to the technicalities of the writing the final training report and the contents
of the presentation to be made before the evaluation committee.

¢ Follow-up the students’ weekly reports duly signed by the field supervisor.

e Submit the final report and presentation to the evaluation committee and coordinate with
the training site to establish proper contact between the student, the field supervisor, and
the TCEC

e Use of email telephone, fax, or audio-visual communication, in addition to the weekly
report, in the case of following up students training outside the country.

4.1.5 Tasks of the Field Supervisor

e Ensuring the high quality of the field supervision.

e Approving the weekly report filled by the student in accordance with tasks specified in the
plan.

e Submitting the final grade of the trainee student.

4.2 External Training Reports
4.2.1 Student’s Report

The student’s report consists of the following:
e The training institution.

e Work done during the training period.

e The relation between the work done during the training and the student’s specialization
(the relation between theory and practice).

e The benefits of training.

e The extent of academic supervisory follow-up during the training period.
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4.2.2. Field Supervisor Report
The field supervisor report includes:
e The extent of the student’s awareness of the quality of the training facilities used.

e The appropriateness of the training institution to the specialization of the student.
e The extent of academic supervisory follow-up during the training period.

e Skills and abilities acquired during the training period.

e The extent to which the student has achieved the training outcomes.

4.2.3 Academic Supervisor Report
The academic supervisor report includes:
e The extent of the student’s awareness of the quality of the training facilities used.

e The appropriateness of the training site to the specialization of the student.
e The extent of achievement of the topics of training.

e The extent of benefiting from the follow-up during the training period.

e The extent of satisfaction with the evaluation mechanism.

e The extent to which the student has achieved the training objectives.

4.3 External Training Grading:

e The grade for the student’s training will be assigned jointly but independently by the field
supervisor and the academic supervisor according to the grading mechanism below and
not on a pass/fail basis.

e 40% assigned to the field supervisor’s evaluation (distributed in accordance with the
TCEC's student performance report)

e 60% awarded by the academic supervisor’s evaluation (distributed as follows: 20% for the
academic supervisor, 20% for the final report, and 20% for the oral presentation).

e The academic supervisor records the mark and the number of training hours in the form
prepared for this purpose.

e The mark will be approved by the College Dean, Head of Department, and Academic
Supervisor.

e An original copy of the final grade is to be sent to the Office of Admissions and Registration
to be included in the student’s record at the end of the semester in which the student
performed the training, with a copy for keeping at the Training and Continuing Education
Center.

e Marks are to be submitted to the Office of Admissions and Registration within two or three
weeks of the end of training, or the end of the semester so that they can be entered
together with marks for other courses, provided that separate lists for male and female
students are provided.
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4.4 Special Cases

e Depending on the approval of the College, it is possible to transfer part of the external
training provided that the duration of the transferred training does not exceed half the
entire period of the training.

¢ Inthe case of the students’ transfer from other colleges where they had done the training,
the dean of the new college will, on the basis of the student’s academic record, decide the
equivalent number of hours and deduct this from the total of the college’s training hours.
The student will be required to complete the number of academic hours remaining (if such
is the case) and pay the stipulated fees.

5. Guidelines for Trainee Students

5.1 Introduction

Practical training is an important part of a student’s education. It helps the student to relate
the theoretical knowledge learned in classrooms to solutions of real-world problems,
experience the working environment before graduation, and learn how to act responsibly and
efficiently in carrying out assigned tasks. This section provides some guidelines to help the
student to realize the objectives of practical training; learn about his/her responsibilities and
what is expected of him/her during external training. By understanding and following
guidelines, the student will be able to achieve the objectives of practical training in the best
possible manner.

5.2 Training Objectives

Like any other course, there are specific objectives for practical training and the student must

understand and appreciate these objectives to get the maximum benefit from the training

sessions. Also, evaluation of the student’s training will be based on how well s/he achieved

these objectives. During the practical training it is required from the student to:

e Correlate the theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of training.

e Improve his/her communication skills, both oral and in writing.

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

e Learn the significance of teamwork and act as a responsible member of the team working
with.

e Develop his/her personality by learning about self-control, punctuality, professional
responsibility, and time management.

e Demonstrate at the training site that USTF students are serious learners with positive
attitudes and are capable of making contribution to the ongoing jobs at the training sites.

5.3 Duties of Trainee Students

A Field Supervisor will guide and supervise the student’s work at the site of practical training.
S/he will assign tasks to the student on a daily or weekly basis in accordance with a training
plan and evaluate the student performance in accomplishing those tasks. An Academic
Supervisor from the college will direct the student to achieve the desired objectives of
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practical training and will also monitor the student’s progress. The field supervisor will also

provide guidance during the course of the training and instruct the student on how to make

an effective presentation of his/her work, both orally and in writing. The student will play the

most important role in his/her training program. As a trainee student, s/he must fulfill a

number of duties in the most effective manner. These duties must be taken very seriously to

get the maximum benefit out of the practical training. It is the student’s responsibility to
perform the following tasks in addition to any other tasks specified by the student Academic

Supervisor, Field Supervisor, or the Training Coordinator.

e After the student gets a confirmed placement at a training site, s/he must inform the
Academic Supervisor and provide him/her with all necessary details.

e Before the student starts the practical training, s/he must attend the “Training Preparation
Meeting (TPM)” with the student 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 in particular.

e The student will be tested by the academic supervisor to determine the student proficiency
and in case the student is found to be weak in practical aspects, s/he must attend some
orientation sessions before s/he attends the training site.

e The student’s Academic Advisor will evaluate the student basic knowledge in the area of
the student’s training. In case the student is lacking in basic knowledge, the academic
advisor will be asked to refresh the student theoretical knowledge in that area before going
to the training site. The student will not be assigned to the training site unprepared.

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

e While at the training site, the student must follow all safety instructions and other
guidelines from the student’s Field Supervisor.

e The student will elaborate and possibly show his/her work to the Academic Supervisor
during his visits to the training site.

e The student should pay special attention to improving his/her communication skills during
the training period. The more s/he practices, the more confidence s/he will develop.

e The student should acquire as much technical knowledge as possible about the type of
work in which s/he is involved at the training site. For this, the student should try all
possible ways to get the needed technical information from the Internet, manuals, reports,
and catalogs. The student should also ask questions at the site to clarify his/her
understanding of the subject matter. However, the student should not unnecessarily
overburden his/her Field Supervisor by asking for information that s/he can get with little
effort on his/her own.

e For each day of the week, the student should enter a summary of the tasks s/he has
performed in the Weekly Tasks Report (WTR) provided to him/her. These tasks must have
been performed either by the student alone or as a member of a team. At the end of every
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week, the student will sign the WTR for that week and also get it signed by his/her Field
Supervisor.

e The student will prepare a Training Notebook containing the daily notes about the student
work at the training site. The notes shall be brief but to the point. Any problems
encountered and how they were solved must also be entered in the Training Notebook. It
will prove quite useful when the student starts writing his/her training report at the end of
the training period. Information contained in the Training Notebook shall be transferred
to the report in a professional manner.

e The student must attend the weekly meetings with his/her Academic Supervisor at the
University. The purpose of such meetings is to evaluate the student accomplishments on
a weekly basis. In these meetings the student will bring his/her Training Notebook for
review by the Academic Supervisor.

e The student should keenly observe how the tasks at the training site to be accomplished
and try to understand the role of a practitioner and his contribution in successful
completion of projects/assignments.

e The student should not waste his/her time at the training site. Whenever there is some
free time, the student should utilize it by reading and observing how others at the site are
performing different tasks. During such times, the student may offer the services for an
on-going technical task but never insist on doing it unless his/her Field Supervisor allows
him/her to do so.

e At the end of the training, the student must thank all those who helped him/her at the
training site. The student shall also confirm that his/her Training Supervisor has signed the
forms sent by the University. It is very important that the Field Supervisor has filled and
signed these forms. No such forms will be accepted by the University without the seal
(stamp) of the company and the signatures of the student’s Field Supervisor.

e The student should prepare a training report as well as an oral presentation at the end of
the training session. Guidelines for preparing the student reports are provided in this
Manual.

5.4 Grading

At the end of his/her practical training period, the student will be given a grade based on the

following:

e The student performance at the site as reported by the student’s Field Supervisor.

e The student weekly meetings with the Academic Supervisor who will evaluate the
student’s efforts towards achieving the specified objectives. The main focus will be on the
practical knowledge the student gained and how s/he would relate the theoretical
classroom studies with practical applications in the field.

e Technical report writing and oral presentation about the student’s training.

e Question/Answer session after the student’s presentation.
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6. Guidelines for Practical Training Report Writing

6.1 Introduction

This section has the objective of providing guidelines for USTF students on writing reports
about their practical training. Accordingly, it addresses the students directly.

Communicating the practical information that the student gained during the student practical
training in a clear, concise, and effective manner will contribute to the student’s own
intellectual development and improve the student’s communication skills. No doubt, writing
a good report is hard work. But if the student wishes to develop this skill, s/he must accept
the challenge even if it is hard at the beginning.

Since this may be the student’s first experience in writing a training report, s/he may be
wondering how to prepare for writing such a report. Where does s/he start? What factors
s/he must keep in mind for writing an effective report? On what basis will the academic
supervisor evaluate the report? It is the intent of this section to answer these and other
related questions and to suggest methods for preparation of a professional report.

6.2 Preparing the First Draft of the Report

The first important step in preparing the first draft of the report is to gather all relevant
information. For this purpose, the student will primarily rely upon his/her Training Notebook
that the student was asked to prepare during the training period. In addition, the student will
need some technical manuals related to the student training work and other information
gathered from the Internet or the student’s textbooks or reference books. The main objective
is for the student to have sufficient background material for final selection.

The next step is to start preparing the first draft of the report. For this, the student will define
a logical order for the report. 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 logical order. The outline
can be refined later as writing proceeds. The first draft of the report is merely an expansion
of the outline, whose items serve as basic building blocks. While writing the first draft, the
student may write at a fast pace without paying too much attention to grammar, punctuation,
and spelling. The student’s primary concern in writing the first draft should concentrate on
developing ideas. As the student progresses, s/he decides where an illustration, block
diagram, schematic, graph, table or a photograph would help to clarify the point. The
student’s first draft should contain the following three major sections:

1. Introduction: This section, considered as Chapter 1 of the report, defines the nature of the
training, its duration, and some background information about the
company/industry/organization where the student was trained. The student should also
highlight the main themes of the training and the topics s/he will discuss in the report.

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 student training. For example, the first chapter
of the main body (i.e., Chapter 2 of the report) may briefly present the theoretical
background concerning the student area of training, while the other two chapters may
describe the practical aspects of the student training. While writing these chapters, the
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student must make sure that the development of technical concepts follows a logical
sequence, and should not hesitate to add an illustration if that helps to elaborate his/her
thoughts and field experiences. The student must remember that a picture is worth a
thousand words. S/He must carefully choose the caption for each illustration unless it is
self-explanatory. Each chapter should contain only the important information related to
the theme of that chapter, free of unnecessary details, and precise and to the point. The
student’s focus should primarily be on what s/he has actually performed and learned from
the practical training.

3. Conclusion: In this section, the student will summarize the conclusions of the report.
Accordingly, there should be a logical outcome of the text presented in the main body of
the report. Once again, the student should try to present the conclusions as clearly and
precisely as possible. One page of conclusions should be sufficient for the student’s
practical training report.

6.3 Polishing the First Draft

Having completed the first draft in a typed form, the student is now ready for the next step
of polishing it, which includes a critical review of the first draft to delete unnecessary details
and add any missing information. The 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. The student may, once again, need to delete or add certain
information. This process may be repeated a few times to ensure that the report is properly
organized and well written.

6.4 Preparing the Final Version
To finalize the report, the student needs to add a few other pages as explained below.

1. Title Page: The title page shall include the name of the University and its logo as well as
the name of the student’s college and department. The student shall also include his/her
name, ID number, and the period of training (for example: 15-6-2020 to 30-7-2020).

2. Acknowledgement: After the title page, the student may like to add an acknowledgment
page to thank the person(s), such as the student’s field supervisor(s), who helped the
student during the practical training.

3. Table of Contents: It shall indicate the page number for chapters and major sections.

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

5. Appendix: Any information 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. However,
students are advised to avoid addition of unnecessary material which may increase the size
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of this section. Whatever material the student includes in the Appendix should also be well
organized.

Before binding the report, the student should proofread his/her training report carefully
from the beginning to the end for any spelling or typographical errors. At last, the student
is ready for the final step of submitting the report to the his Academic Supervisor in the
college for the purpose of evaluation.

7. Guidelines for Oral Presentation

7.1 Introduction

It is very important that the student realizes the significance of effective oral presentation-of
his/her professional work. Even if the student has strong technical background and has made
a major contribution in some developmental work, s/he may not be able to properly
communicate the information to his/her audience if s/he cannot prepare and deliver an
effective oral presentation. To be a successful oral presenter, the student needs to work on
all the following phases of oral presentation:

¢ Planning for oral presentation

e Preparing visual aids

e Practicing (rehearsal) for delivery

e Self-evaluation/feedback and Improvement

e Preparing for a Question/Answer session

e Getting ready for the actual presentation

7.2 Plan