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AU INTERNSHIP MANUAL

1. Introduction

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

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

2. Definitions

2.1. Masaar Career Excellence (MCE)

Masaar Career Excellence is a central unit responsible for monitoring the effectiveness of internships and
external training programs by ensuring the implementation of AU policies and procedures by colleges and
academic programs.

2.2. Intern/Student Trainee

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

2.3. Internship/External Training

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

2.4. Internship Coordinator

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

2.5. Academic Supervisor

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

2.6. Field Supervisor

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



3. Internship Credit and Contact Hours

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

College Degree Name Internship Cr. Total Contact
Course Code Hours Hours
College of Dentistry Bachelor of Dental Surgery (BDS) DDS509* 2 8

clinical internship after graduation
*Course code is as per the applicable previous
DDS Study Plan prior to AY 2021-22.

College of Medicine Doctor of Medicine (MD) clinical internship after graduation

College of Pharmacy & Bachelor of Pharmacy

Health Sci
ealth Sciences Introductory Pharmacy Practice PHA 150 2 80

Experiences |

Introductory Pharmacy Practice PHA 220 4 160
Experiences I

Introductory Pharmacy Practice PHA 380 2 80
Experiences Il

Professional Practice Experience | PHA 590 4 160
(Internal Medicine)

Professional Practice Experience Il PHA 591 3 120
(Critical care)

Professional Practice Experience Ill PHA 592 3 120
(Community pharmacy practice)

Professional Practice Experience IV PHA 593 3 120
(Hospital pharmacy and Management)

Professional Practice Experience V PHA 594 3 120
(Infectious disease)

Master of Science in Clinical Pharmacy

Internal Medicine — 1 PHM 635 2 160

Internal Medicine — 2 (Infectious PHM 636 2 160

disease)

Pediatrics PHM 637 2 160

Ambulatory Care PHM 641 2 160

Critical Care PHM 642 2 160

Elective Rotation PHM64(3-8) 2 160
College of Engineering & Bachelor of Science in Electrical ELE 497 3 480
Information Technology Engineering

(Instrumentation & Control,

Electronics & Communication, Power

& Renewable Energy)

Bachelor of Science in Biomedical BME 499 4 480

Engineering
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Bachelor of Science in Computer COE 401 3 480
Engineering
Bachelor of Science in Information INS 408 3 480
Systems
(Project Management, E-Business
Management)
Bachelor of Science in Information INT 402 3 480
Technology
(Networking and Security)
Bachelor of Science in Data Analytics DAT 407 3 480
College of Architecture, Bachelor of Architecture ARC 536 2 480
Art and Design ARC 537
Bachelor of Science in Building BCM501 4 240
Engineering & Construction BCM 502
Management
Bachelor of Interior Design BID 308 2 480
BID 404
College of Business Bachelor of Science in Management MGT 470 3 360
Administration Bachelor of Science in Marketing MGT 470 3 360
Bachelor of Science in Finance MGT 470 3 360
Bachelor of Science in Accounting MGT 470 3 360
College of Humanities & Bachelor of Arts in Sociology and T(1) SSW367 3 120
Sciences Social Work T(2) SSW473 3 120
Bachelor of Arts in Psychology PSY422 6 240
Professional Postgraduate Diplomain = PDP55* 6 120
Teaching
College of Mass Bachelor of Arts in Mass
Communication Communication
Integrated Marketing PRI412 3 120
Communications
Radio and Television Production RTV412 3 120
Graphic Design for Media GRD312 3 120
College of Law Bachelor of Law Law 493 3 110

Law 494

4. Compliance with Academic Policies and Procedures

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

| 6]



5. Internship/External Training Objectives and Benefits for Student
Trainees

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

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

e Enhance maturity and professional skills

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

e Acquire Soft skills needed in the professional work environment

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

e Establish professional networks and enhance marketability

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

e Gain professional feedback

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

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

Providing internship for students helps providers to:
e Establish partnerships with academic programs leaderships and researchers.
e Obtain fresh input, innovative ideas from talented Student Trainee/ interns.
e Gain additional workforce during critical times.
e Developing a pool of talent from which to recruit once interns graduate.

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

7. Internship/External Training Learning Outcomes

During the internship program, Student Trainees are expected to:
e Apply knowledge and correlate learned theories with professional practice.
e Acquire technical knowledge and skills in their field of specialization.

e Improve their communication skills, both oral and in writing.
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Show initiative and develop self-confidence in handling the assigned tasks in real-life.

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

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

responsibility, time management, etc.

8. Roles and Responsibilities

8.1. Masaar Career Excellence (MCE):

The roles and responsibilities of the OCS are:

Ensuring proper implementation of the training/internship policies by all academic programs.
Reviewing and updating training policies and procedures.

Establishing agreements and partnerships with internship providers.

Reviewing and updating AU Internship Manual.

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

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

8.2. Internship Coordinator

The Internship Coordinator is responsible for:

Contacting training providers to obtain their approval for accepting Student Trainees.
Ensuring that all students are attached to appropriate training sites.

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

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

Collecting feedback forms from students and submitting them to the Masaar Career Excellence
(MCE) and the Office of Institutional Planning and Effectiveness (OIPE).

Preparing the ICAR report for the Internship/Training course.

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

8.3. Academic Supervisor:

The roles and responsibilities of the Academic Supervisor are:

Ensuring that Student Trainees are attached to appropriate training sites.

Ensuring the safety of Student Trainees at training sites by conducting onsite visits and meetings
with the Field Supervisor.



Ensuring that Field Supervisors are aware of their responsibilities.

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

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

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

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

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

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

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

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

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

8.4. Field Supervisor

The roles and responsibilities of the Field Supervisor are:

Coordinate and monitor the daily assignments and tasks given to Student Trainees.

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

Approving the weekly report filled by Student Trainees.

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

8.5. Student Trainee/Intern

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

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

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

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

Evaluation of the student performance at the training site by the Field Supervisor
Evaluation of the weekly reports submitted by the intern
Evaluation of the oral presentation given by the intern at the end of the internship period.

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

10. Assessment of the Internship /External Training Effectiveness

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

11.

1.

2.

Training Instructor Course Assessment Report (ICAR)

Feedback from Student Trainees

Feedback from Academic Supervisors

Feedback from Field Supervisors

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

Any other tools recommended by the Office of Institutional Planning and Effectiveness (OIPE)

Internship Manuals of Colleges/Academic Programs

College of Architecture, Art and Design

1.1. Bachelor of Architecture

1.2. Bachelor of Science in Building Engineering & Construction Management
1.3. Bachelor of Interior Design

College of Business Administration

2.1. Bachelor of Science in Management

2.2. Bachelor of Science in Marketing

2.3. Bachelor of Science in Finance

2.4. Bachelor of Science in Accounting
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College of Dentistry

3.1. Bachelor of Dental Surgery

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

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

4.3. Bachelor of Science in Computer Engineering
4.4. Bachelor of Science in Information Systems (Project Management, E-Business Management)
4.5. Bachelor of Science in Civil Engineering

4.6. Bachelor of Science in Mechanical Engineering
College of Humanities & Sciences

5.1. Bachelor of Arts in Sociology and Social Work
5.2. Bachelor of Arts in Psychology

5.3. Professional Postgraduate Diploma in Teaching
College of Law

6.1. Bachelor of Law

College of Mass Communication

7.1. Bachelor of Arts in Mass Communication
College of Pharmacy & Health Sciences

8.1. Bachelor of Pharmacy

8.2. Master of Science in Clinical Pharmacy
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Bachelor of Architecture

Introduction

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

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

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

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

Correlate their theoretical knowledge with professional practice.

Acquire additional technical knowledge concerning the field of their training.

Improve their communication skills, both oral and in writing.

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

A e

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

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

7. Demonstrate at the training site that AU students are serious learners with positive attitude and
they are capable of contributing to the ongoing jobs at the training sites.
Internship Learning Outcomes (CLOs):

A 02 credit hours course of Architectural Training is divided into two courses of 01 credit hour each i.e.
Training-l1 and Training-Il. Each training is comprised of distinctive course learning outcomes.
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Training-1 CLOs

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

CLo1 Manage the office/Site responsibilities and comprehend the work hierarchy.
CLO2 Interpret BOQs, shop drawings and write feasibility report for a project.

CLO3 Use computer software to create 2D drawings and digital rendering for a project.
CLO4 Achieve to design a small project and offer all its elements in a team-work.

Mapping PLOs with CLOs:

Mapping PLOs with CLOs
PLO1 PLO2 PLO3 PLO4 PLO5 PLO6 PLO7 PLO8 PLO9 PLO PLO PLO

10 11 12
K1 K2 K3 K4 S1 S2 S3 c1 Cc2 c3 ca c5
cLo1 X
CLO2 X
CLo3 X
CLO4 X X

Program Related Outcomes:

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

K4 S1 S3 c3

Training-Il CLOs

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

CLo1 Prepare a master plan for a housing/ design of medium size project, or design a small/medium size
commercial/ mixed-use project.

CLO2 Draw building construction details and shop drawing for a mid-size project as per the building
Code/regulations, check a shop drawing and make 3d rendering for the same.

CLO3 Apply buildings byelaws in design development, and know the site management, health and safety
procedures, together with the project monitoring activities.

CLO4 Recognize tender documents, contracts and agreements for a proposed project.

Mapping PLOs with CLOs

Mapping PLOs with CLOs

PLO1 PLO2 PLO3 PLO4 PLO5 PLO6 PLO7 PLO8 PLOY PLO PLO PLO
10 11 12

K1 K2 K3 K4 S1 S2 S3 C1 Cc2 c3 c4 Cc5
CLo1 X



CLO2 X
CLO3 X
CLO4 X X

Program Related Outcomes:

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

K4 S1 S2

Descriptions of Program Learning Outcomes

PLO# Program Learning Outcomes Statement

4 Comprehend and apply the knowledge of science, mathematics and technology

5 Comprehend and apply the knowledge of architectural practice and management

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

environment.
7 Communicate, demonstrate and implement the architectural solutions clearly

10 Analyze the design critically and foresee its consequences at occupational stage

Internship Credit and Contact Hours

The Architectural Training courses (I & IlI) accounts for 2 credit hours and total 480 contact hours. Students’
get cumulative grade based on their performance during External Trainings | & 1.

Monitoring of Trainee Students’ Progress

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

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

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

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

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

External Training

The total number of hours that the intern is required to complete in each week of their training period is 30
hours per week. The Field Supervisor (FS) will guide and supervise students at the site of practical training.
FS will assign tasks to trainee students on a daily or weekly basis in accordance with the training plan and
evaluate their performance in accomplishing given tasks. An Academic Supervisor from the department of
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Architecture will also direct the students to achieve the desired objectives of practical training and will

monitor students' progress too. The Academic Supervisor will provide guidance to the students during the

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

Responsibilities of the Student Trainee

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

1.

10.

11.

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

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

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

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

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

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

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

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

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

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

Whenever there is some free time, students should utilize it by reading a technical manual and
observing how other engineers at the site are performing different tasks. During such times,



they may offer their services for an on-going technical task but never insist on doing it unless
the Field Supervisor allows them to do so.

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

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

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx. Successful completion of the internal training is a pre-
requisite for starting the External Training. A student is eligible for the Training-I after he/she has completed
at least 70 credit hours.

The criteria for registering Architectural Training course are as follows:

* Students’ who completed at least 70 credit hours and Design-V are eligible to apply for Architectural
Training-l. And students’ can register for Training-1l after completing minimum 100 credit hours and
the Training —I.

* Training request form is filled online using students’ online registration system.
* Head of Department/ Training Coordinator’s approval is required in all cases.
* Once the training request is approved, Architectural Training is added to the student’s registered
courses.
Training Site Selection and Evaluation

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

Orientation of Trainee Students

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

1. Introduction to Internal Training
Objectives and learning outcomes of the Training course.
Responsibilities of Trainee Students

2

3

4. Roles of Academic and Field Supervisors

5. Assessment of Practical Training Performance
6

Generic or Soft Skills for Architects
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7.
8.

Professional Ethics

Industrial Safety

9. Technical Preparedness

10.

Report Writing

11. Oral Presentation

Follow-Up and Performance Assessment of Student Trainees

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

1.

Student performance at the site as reported by Field Supervisor.

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

3.

1.1.

1.2,

1.3.

1.4.

Evaluation of the weekly activity log forms by the Academic Supervisor.
Training Site Visit by Academic Supervisor

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

Weekly Reports

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

Internship Report

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

Report Preparation Guidelines

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

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

Brief introduction of company served as trainee.

List of weekly work undertaken during the training.

Brief introduction of nature of work/project.

In case of design project conceptual brief and development is necessary.
Sample of works student has completed.

Brief explanation about learning experience in respective company

Acknowledgement
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Conclusion



Oral Assessment and Presentation

At the end of each External Training, trainee students are required to prepare and deliver a [15-
20 minute] oral brief highlighting activities/tasks completed during period of External Training.

Trainee students must follow the following guidelines for preparing their oral presentation.
1.5. Planning for Oral Presentation:
The main steps involved in the planning are as follows:
a) Define the contents of report.
b) Identify the main points that student wants to convey.
C) Organize thoughts in logical sequence.
d) Determine the key achievements of training
e) Identify key learnings for tasks taken during training.

f) Summaries overall experience of training and suggest improvements.

Questions/Answers Session:

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

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

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

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

*  Field Supervisor Evaluation Report

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

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

Course Title Architectural Training-I
Course Code ARC 536 Credit Hours: 1 1 (8 weeks training)
Pre-Requisites Year 3 (70 Cr. H.) & Arch. Design V (ARC301)

Aims

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

Program Related Outcomes:

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

K4 S1 S3 c

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

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

CcLo1 Manage the office/Site responsibilities and comprehend the work hierarchy.
CLO2 Interpret BOQs, shop drawings and write feasibility report for a project.

CLO3 Use computer software to create 2D drawings and digital rendering for a project.
CLO4 Achieve to design a small project and offer all its elements in a team-work.

Mapping PLOs with CLOs

Mapping PLOs with CLOs
PLO1 PLO2 PLO3 PLO4 PLO5 PLO6 PLO7 PLO8 PLOY PLO PLO

10 11
K1 K2 K3 K4 S1 S2 S3 c1 c2 c3 c4
CLo1 X
CLO2 X
CLO3 X
CLO4 X X

Method of Teaching
=  Work in architectural design office punctually and complete the required contact hours.
=  Field trips as required and assigned by manager

= Taking up architectural work assigned by office manager

PLO
12

PLO
12

c5



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

Monitoring of Students Progress

= During the span of training, internal supervisor (Faculty) will visit and remain in contact with
trainee student for guidance and assistance.

= External supervisor (office manager) will assign and monitor the work of student.
=  Weekly performance of student will be recoded.
Assessments

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

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

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

Syllabus

Week Lecture / Topic

1 Site development and design (small projects)

Taking up the partial design of small villa and housing projects
Taking up facades design of small size residential or commercial projects.
Taking up rendering of projects.
Taking up design of projections and overhangs
Taking up design of architectural elements.
Taking up projects of basic landscaping for residential projects.
Exposure to shop drawings.
Exposure to submission drawings
Office management and project scheduling/timeline.
Review of BOQ in office

Review of Building services drawings.

W O N N o o u b~ b~ W N R

Feasibility report writing.

Reference Books:
= Ernst Neufert, Neufert’s Architects’ Data, Wiley-Blackwell,4™ Edition, 2012
= Roy Chudley, Building construction handbook, 8" edition, taylor & francis, 2010.
= The Professional Practice of Architectural Working Drawings 5™ Edition, Wiley, 2017.

= Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007
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= Ching, Francis D.K, and Cassandra Adams, Building Construction lllustrated, John Willey & Sons,
Inc. NY. USA. 5th edition ,2014.

= Roy Chudley, Advanced Construction Technology, 5" edition, Pearson, 2015

= N. Merrienboer, Architectural Material & Detail Structure: Masonry, Design Media Publishing, 2016.

Course Title Architectural Training-Il
Course Code ARC 537 Credit Hours: 1 1 (8 weeks training)
Pre-Requisites Year 4 (100 Cr. H.) & Architectural Training-1 (ARC536)

Aims

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

Program Related Outcomes:

PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO PLO
1 2 3 4 5 6 7 8 9 10 11 12
K4 S1 S2

Course Learning Outcomes:

Students taking Training-1l need to be engaged/trained in following design process. Student and field
manager. At the end of the course, student should be able to:

CLo1 Prepare a master plan for a housing/ design of medium size project, or design a small/medium size
commercial/ mixed-use project.

CLO2 Draw building construction details and shop drawing for a mid-size project as per the building
Code/regulations, check a shop drawing and make 3d rendering for the same.

CLO3 Apply buildings byelaws in design development, and know the site management, health and safety
procedures, together with the project monitoring activities.

CLO4 Recognize tender documents, contracts and agreements for a proposed project.

Mapping PLOs with CLOs

Mapping PLOs with CLOs
PLO1 PLO2 PLO3 PLO4 PLO5 PLO6 PLO7 PLO8 PLO9 PLO PLO PLO

10 11 12
K1 K2 K3 Ka S1 S2 S3 C1 c2 c3 ca c5
CLo1 X
CLO2 X
CLO3 X

CLO4 X X



Method of Teaching
=  Work in architectural design office punctually and complete the required contact hours.
= Field trips as required and assigned by manager
= Taking up architectural work assigned by office manager
= Positive and active participation of students throughout the course is another contribution to
their learning activities.
Monitoring of Students Progress

= During the span of training, internal supervisor (Faculty) will visit and remain in contact with
trainee student for guidance and assistance.

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

=  Weekly performance of student will be recoded.

Assessments

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

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

Final grades will be awarded after oral exam based on the evaluation report from external supervisorand = 20%

technical report submitted by student to internal supervisor.

Syllabus

Week Lecture / Topic

1 Site development of housing projects (8-12 Ha)

[ERN

Master planning of housing /urban design projects
Designing of medium size residential project (vertical development)
Designing of small to medium size commercial projects.
Building conservation or remodelling projects.
Construction drawings

Architectural working drawings

3d Professional rendering and model making

Shop drawings

Preparation of submission drawings.
Building/construction byelaws in design development
Site management (clerk of works)

Architectural project management

00 00 N N oo »uou bk b w N

BOQ’s and tender documents
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Reference Books:

Ernst Neufert, Neufert’s Architects’ Data, Wiley-Blackwell,4™" Edition, 2012
Roy Chudley, Building construction handbook, 8" edition, taylor & francis, 2010.
Place Jeffrey Wayne, Architectural Structures, Hoboken, N, J. Wiley & Sons, 2007

Ching, Francis D.K, and Cassandra Adams, Building Construction lllustrated, John Willey & Sons, Inc.
NY. USA. 5th edition ,2014.

Roy Chudley, Advanced Construction Technology, 5™ edition, Pearson, 2015
N. Merrienboer, Architectural Material & Detail Structure: Masonry, Design Media Publishing, 2016.

The Professional Practice of Architectural Working Drawings 5" Edition, Wiley, 2017.



A. Training Site Selection, Evaluation and Approval Form

ARC. SEAF-1
Training Site Selection, Evaluation and Approval Form

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

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

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

Size o Small 0 Medium o Large

No. of Employees

Institution is related to the Architecture program o YES o NO
The department(s) in which the intern will be trained has/have o YES o NO
sufficient and qualified staff to implement an adequate training

plan.

The work environment in the institution is safe o YES o NO
Training Period O From: oTo:

Academic Supervisor’s Approval

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

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



AU INTERNSHIP MANUAL

B. Ajman University Internship Registration Form

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

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

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:



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

C. Internship Request Letter Template

LETTER OF INTERNSHIP INTENT

To:

[Name of the Contact Person] [Date]
[Company Name]

[Company Address]

Dear Engr/Architect [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. | would like
to request your approval [Student Name], [Student ID] who is a registered student in the Architecture
department to be accepted as trainee in Messrs. [Company’s Department] at [Company Name].

The student, as per his degree requirements must complete his Internship hours at office/ site
commencing on [Internship Start Date] and ending by [Internship End Date] with the total hours in each
internship week not exceeding 30 hours per week. The minimum duration period for both training courses
is 16 weeks, full time on site, exclusive of preparatory and reporting periods

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

Internship requirements and guidelines are given in attached Training Manual. Your cooperation and
support about this matter are highly appreciated.

Best Regards
[HOD/Academic Career Advisor/ training coordinator Name]
[Title]
[Contact phone]
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Student ID
Student Name
Company/Organization Name

Week Number

Training Tasks/ Activities

Task

Total Hours

Further Comments:

Signatures

Field SUPErvisor .........cccceecrrcenrecnnne

Student ...

Internship Weekly Report Form

ARC.IWRF-2
Student Weekly Activity Log

From: To:
Department Day Date
Days Late......cccvcevrernrericinnnns

Date: .ceeee [eveeeeief cenenne

Date: ......... Y A Y

Hours#



E. Internship Evaluation by Academic Supervisor Form

ARC. IEASF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score

External supervisor Evaluation 50%

Internal supervisor Evaluation 30%

Final grades awarded after oral exam 20%

Total 100%
L7 T4 10411 41 £

Academic Supervisor:

Signature: .......cccceveeivnneininnnes Date:...ccccceverercvnrinnnes
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F. Internship Evaluation by Field Supervisor Form

ARC.IEFSF-4

Internship Evaluation by Field Supervisor Form

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

Section A. (To be completed by the Trainee student)
Student ID
Student Name
Internship Site

Field Supervisor Name

Section B. (To be completed by the Field Supervisor)
e Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.

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

Performance Category/ Criteria 1 2 3 4 5
Intern was able to correlate his/her theoretical knowledge with professional practice.

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

Intern demonstrated effective communication skills.

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

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

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

Intern attended on time and regularly

COMMENTS SUGBEOSTION: ....oooooeee e e s s s e

Field supervisor Evaluation:  ......... out of 50%

Field Supervisor: ... Signature. ... Date: ..[...[...



G. Intern Student Feedback Form

ARC. ISFF-5
Intern Student Feedback Form

Student ID
Student Name
Academic Year
Semester

Internship Site

Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box for each item.

SNo. Item Rating
1 2 3 4 5

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

2 The training activities were relevant to my specialization field.

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

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

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

6 | achieved my training learning outcomes

Further Remarks:

Date: ....oovvvvvnvriiiieeee,
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H. Academic Supervisor Feedback Form

Form ARC. ASFF-6
Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

S Item Rating
No. 1 2 3 4 5

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

The training plan was relevant to the trainee’s specialization
Trainee had the opportunity to apply practical and soft skills during the training

Field supervision for the trainees was excellent

v A W N

Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .........cccccoveervevvnnnne. Date: ...ccccvvrrieniiinnnes



Bachelor of Interior Design

Introduction

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

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

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

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

e Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of their training.

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

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

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

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

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

Internship Learning Outcomes (CLOs):
Upon completion of the External Training Periods, students will be able to:
ClLo1 Experiment the link between theoretical knowledge and the professional practice.

CLO 2 Visit the construction site and familiarize with the various phases of
construction and the importance of construction management.
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CLO3 Examine, prepare and illustrate ideas using sketches, shop drawings and
visual supports, and communicate professionally in different contexts and
with different profiles.

CLO4 Question ethical and sustainable practice and demonstrate professional
responsibility.

PLO # CODE Program Learning Outcomes Statement

5 Cc1 Assess design fundamentals including design elements and principles, colour principles,
systems, techniques and technologies, theories of design and composition, to propose
and design solutions that support globally diverse-end users and consider inter-
disciplinary and multi-disciplinary approaches

6 c2 Communicate professionally, individually and in a team, within the local or the
international community frameworks, in presenting ideas, reasoned arguments, and
design work in a range of situations, in visual, oral, and written forms, employing
relevant IT skills where appropriate

7 Cc3 Demonstrate social responsibility, ethics and professional discipline by designing
sustainable interior environments and improve the quality of life for occupants

Mapping of Internship CLOs with BID Program Learning Outcomes

Mapping of Course Learning Outcomes to Program Learning Outcomes:

PLO 1 PLO 2 PLO 3 PLO 4 PLO 5 PLO 6 PLO 7
K K S S c1 c2 c3
CLo1 X
CLO2 X
CLO3 X
CLO4 X

Program Related Outcomes:

PLO PLO PLO PLO PLO PLO PLO
1 2 3 4 5 6 7
K K S S C1 Cc2 c3

Internship Credit and Contact Hours

The Interior Design Training courses (I & 1) accounts for 2 credit hours and total 480 contact hours. Students’
get cumulative grade based on their performance during External Trainings | & 1.

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

Monitoring of Trainee Students’ Progress

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



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

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

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

External Training Contact Hours

The total number of hours that the intern is required to complete in each week of their training period should
be 30 hours per week. The Field Supervisor will guide and supervise students at the site of practical training.
He will assign tasks to trainee students on a daily or weekly basis in accordance with the training plan and
evaluate their

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

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

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

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

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

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

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

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

7. Interns must work hard to acquire as much technical knowledge as possible about the type of
activity they are involved at the training site. For this, try all possible ways to get the needed
technical information from the Internet, manuals, reports, catalogues, etc. Student trainee should
also ask questions at the site to clarify their understanding of the subject matter.
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8. For each day of the week, student trainee must enter a summary of the tasks they have performed
in the “Weekly Activity Form” provided to them. These tasks must have been performed either by
the student trainee alone or as a member of a team. At the end of every week, the student trainee
must sign their weekly activity form for that week and get it signed by their Field Supervisor.

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

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

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

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

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

For starting the External Training. A student is eligible after he/she has completed at least the Pre-Requisite:
Interior Design IV (BID 301).

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

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

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

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

Training Site Selection and Evaluation

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

Orientation of Trainee Students

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


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

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

Assessment of Practical Training Performance

Professional Ethics

2
3
4
5
6. Generic or Soft Skills for Interior Designers
7
8. Site Safety

9

Technical Preparedness
10. Report Writing

11. Oral Presentation

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

Lecture # Topics

1 Introduction to Training
Obijectives of Practical Training
How to Achieve the Training Objective

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

Generic or Soft Skills for Interior design Assessment
Practical Training Performance

Industrial Safety Professional Ethics
Technical Report Writing
2 Oral Presentation
Searching Technical Information Concluding Remarks

Evaluation Test

Follow-Up and Performance Assessment of Student Trainees
At the end of Interior Design Training period, student trainees will be awarded a grade based on the following:
1. Student performance at the site as reported by Field Supervisor.

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

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

Training Site Visit by Academic Supervisor

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

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

Internship Report

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

Preparing the Final Version

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

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

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

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

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

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

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

Internship Presentation

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

i) Planning for oral presentation
ii)  Preparing visual aids
iii)  Preparing for Questions/Answers session
iv) Getting ready for actual presentation
a. Planning for Oral Presentation:
The main steps involved in the planning are as follows:
a) Define the contents

b) Define a suitable title of presentation



c) Collect all necessary supporting material
d) Identify the main points that student wants to convey to the audience
e) Organize their thoughts in logical sequence
f) Determine the number of slides needed for their presentation
g) Identify main points for each slide and give each slide a title
b. Presentation format and layout:
The following points should be observed while preparing presentation slides:
(a) Each slide shall contain only the key points.

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

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

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

Students may use the following sequence for slides:
The Title Slide: Contains the title of the presentation, name of presenter, name of Academic Supervisor.
Outline Slide: A listing of the major components of the presentation.
Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc. o
Conclusion Slide: Should include a summary of the main conclusions of the training experience.

¢. Questions/Answers Session:

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

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

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

(e) Follow the instructions of the session chairperson regarding the presentation time.
(f) Do not rush or talk too slowly.

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

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

(i) Maintain eye contact with the audience.
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(j) Atthe end of the presentation, thank the audience and ask if there are
any questions.

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

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

e Field Supervisor Evaluation Report



Appendices

A. Course Description of the Internship/External Training

AJMAN UNIVERSITY
COLLEGE OF ARCHITECTURE, ART, and DESIGN
Department of Interior Design
Course Title: Interior Design Practical Training | + I
Course Codes: BID 308 & BID 404

Credit Hours: 2: (1-1 Hrs. External Training) Pre-Requisite: Interior Design IV (BID 301)

Co-Requisite: None

Aims
This training aims to enable students gaining basic professional interior design knowledge, such as; interior
finishing materials, suppliers, materials specification, bill of quantity, cost estimation.
Learning Outcomes
Upon completion of this course, students should be able to:
ClLo1 Experiment the link between theoretical knowledge and the professional practice.

CLO 2 Visit the construction site and familiarize with the various phases
of construction and the importance of construction management.

CLO3 Examine, prepare and illustrate ideas using sketches, shop
drawings and visual supports, and communicate professionally in
different contexts and with different profiles.

CLO4 Question ethical and sustainable practice and demonstrate
professional responsibility.

Program Related Outcomes:

PLO PLO PLO PLO PLO PLO PLO
1 2 3 4 5 6 7
K K S S C1 C2 C3

Mapping of Course Learning Outcomes to Program Outcomes

PLO 1 PLO 2 PLO 3 PLO 4 PLO 5 PLO 6 PLO 7
K K S S C1 c2 c3
CLo1 X
CLo2 X

cLo3 X
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CLO4 X

Method of Teaching

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

. Lectures by external visitors (interior designers, interior contractors, suppliers).

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

Period 1 (8 weeks)

(1 Cr.Hrs.)

Prerequisites: Interior design IV
Period 2 (8 weeks)

(1 Cr. Hrs.)

Prerequisites: Interior design Practical Training |

Syllabus

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

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

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

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

Monitoring the students

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

Assessments

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

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



Oral Presentation done by the students. This presentation must consist of all the work and projects the 40%
students worked on during the period of training. According to his/her work they are Evaluated.

B. Training Site Selection, Evaluation and Approval Form

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

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

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium O Large
No. of Employees

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

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

The work environment in the institution is safe o YES oNO
Training Period O From: o To:

Academic Supervisor’s Approval

| hereby, approve the training site and give permission to = o YES o NO
the student to start his/her External Training/internship. Comments:
Academic Supervisor’s Name: Academic Supervisor’s Signature:

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

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

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

Training request and complete your application online.

Internship Application and Registration Form

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:



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

D. Internship Request Letter Template

[Date]
To:
[Name of the Contact Person]

[Company Name]

[Company Address]

Dear [Name],

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

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

industry and healthcare services.

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Training In charge Name]
[Title]

[Tel]

[Email]

| 45 |
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E. Internship Weekly Report Form

BID-IWR-F-2
Student Weekly Activity Form

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

......................................................................................................... Days Absent .........cccceverrveennenn.
Days Late......cccevrvueeinnnnsinnnes

Signatures

Field SUPErviSOr  ...ivevevvcverreeneeneesecenes Date: ......... Y A Y S

Student e Date: ......... Y A Y S—



F. Internship Evaluation by Academic Supervisor Form

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year

Internship Site

Training Assessment

Performance category/ criteria

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

Internship Presentation
Field Supervisor Evaluation (Interior Design IF4)

Academic Supervisor Evaluation (BID-IEASF-3)

Total
Comments
Academic Supervisor: .......ccccecereereecercennnes
Date.......... S /20

Signature

BID-IEASF-3

Semester

Student Score

%

%
%
%
%

Total Score

25%

20%
30%
25%
100%
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G. Internship Evaluation by Field Supervisor Form

BID-IEFS-F-4

Internship Evaluation by Field Supervisor Form

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

Section A.

(To be completed by the Trainee student)
Student ID
Student Name

Internship Site

Field Supervisor Name

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

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

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

Performance Category/ Criteria 1 2 3 4 5

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

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

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

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

Intern demonstrated his/ her capability of contributing to the ongoing jobs at
the training sites.
Intern attended on time and regularly



H. Intern Student Feedback Form

BID-ISFB-F-5
Intern Student Feedback Form

Student ID
Student Name
Academic Year
Semester

Internship Site

Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box for each item.

SNo. Item Rating

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

2 The training activities were relevant to my specialization field.

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

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

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

during the training

6 | achieved my training learning outcomes

Further Remarks:
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I Academic Supervisor Feedback Form

Form BIDASFB-F-6
Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

) Item Rating
No.

1 Trainee was able to interact with professionals in the various departments
in the training site.
2 The training plan was relevant to the trainee’s specialization

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

training
4 Field supervision for the trainees was excellent
5 Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .......cccoeovevvveevvevnnnns

(DI {<HR



College of Business Administration
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INTRODUCTION

Ajman University (AU) College of Business Administration (CBA) has developed the following guidelines for
the course MGT470/BUS470 (Business Internship). This internship program is open to CBA students following
the 6™ or 8™ semester of the business program study plan. The goal of the internship program is to facilitate
the application of the student’s prior classroom learning in a field setting. Business internship MGT 470/BUS
470, is a 3 credits course, which provides the student with an opportunity to experience the business
environment in preparation for the student’s entry into the workforce. CBA requires eligible students to
complete 16 weeks and a minimum of 360 hours of internship with the intention of enriching their academic
and practical educational experience, with a secondary aim of providing a valuable resource/service to the
many organizations that comprise our broader community.

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

A student who has successfully completed all the requirements for MGT470/BUS 470 earns three credits for
the experience.

Internship Learning Objectives

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

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

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

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

The student is responsible for meeting the following MGT470/BUS 470 qualifications:
e Good academic standing (i.e. GPA of 2.00 or higher).
e Completion of 96 credits

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

CBA-arranged Internships

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

o the name and location of the organization



O

O

O

O

a job description
rate of pay (if any)
number of work hours requested, and

application deadline.

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

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

Internship Learning Outcomes (CLOs)

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

2. Communicate effectively in a professional environment

3. Demonstrate professionalism and ethical behavior in the workplace

Mapping of Internship CLOs with Program Learning Outcomes.

Program Learning Outcomes:

PLO 1: Demonstrate in-depth knowledge and understanding of theories, concepts and principles
used in business and management practices.
PLO 2: Apply concepts, techniques and ethical practices in decision-making and problem-solving in
a business and management environment.
PLO 3: Acquire substantive management knowledge and apply competencies required by
employers, to practice quality management in different business types and functional areas.
PLO4: Understand the fundamental concepts in business strategies, strategic management,
innovation and global business management.
PLO5: Apply and utilize information technology in managing different business sectors and
enhancing organizational development and change.
PLO 6: Develop critical thinking and innovative skills by applying business research concepts and
processes into practice and writing research reports.
Course Learning Outcomes (CLOs) Corresponding Program Learning
Outcomes (PLOs)
Demonstrate a working knowledge of basic business concepts, problems, 6

and issues as they apply to the employer’s business

Communicate effectively in a professional environment 2

Demonstrate professionalism and ethical behavior in the workplace 5

Monitoring of Trainee Students’ Progress

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

student.

Internship Assessment

Field Supervisor’s assessment for the trainee student 30%
Responsiveness and meeting deadlines 10%
Training evaluation by student 10%
Assessment of External Training report by the Academic Supervisor 20%
Assessment of the weekly reports of the External Training by the 10%

Academic Supervisor

Assessment of trainee presentation by a departmental committee. 20%

Roles and Responsibilities

a. Student Responsibilities

In order to receive academic credit for MGT 470/BUS 470, the student must successfully accomplish
the following:

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

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

Successfully complete 360 internship work hours within 16 weeks during the semester in which
the student is registered for the internship.

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

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

b. Employer’s Responsibilities

The employer must agree to the following stipulations:

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

To provide the intern with 360 internship work hours in a designated period in return for which
the student earns three academic credits.

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

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

CBA is responsible for the dismissal of a student for academic or disciplinary reasons, but the
employer maintains the right to remove a student from an internship if the student does not



comply with the rules, policies, procedures, or standards of the employer. In the event of a
student’s removal by the employer, the CBA internship coordinator must be notified
immediately. Both CBA and the employer will determine jointly if and when a student should
be permitted to return to the employer to continue the internship.

Internship Field Supervisor’s Responsibilities

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

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

Communicate clearly any internship problems to the CBA internship coordinator.
Comment on the intern’s written report.

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

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

CBA Internship Coordinator’s Responsibilities

At a minimum, the internship coordinator will perform the following:

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

Prepare and update (if and when required) syllabus for Business Internship program.
Coordinate with Office of Career and Internship in matters regarding internship.

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

Assign job responsibilities to internship supervisors.

Regularly communicate with internship supervisors.

CBA Internship Supervisor’s Responsibilities

Instructions and Related Material Uploaded on Moodle

Determine the suitability of the internship experiences.

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

Read journals and correspond with students on a regular basis.
Read and comment on the preliminary draft of the student’s final report.
Read and evaluate the final draft of the student’s final report.

Assign a grade to the student upon completion of the internship.
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Instructor’s employer-related responsibilities

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

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

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

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

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

The CBA Internship Process

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

Stage 1: Introduction

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

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

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

Stage 2: Registration

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

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

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

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

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



Stage 3: Training Site Selection and Evaluation

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

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

Stage 4: Orientation of Internship Students

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

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

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

Assessment of Training

Industrial Safety

2

3

4

5

6. Professional Ethics
7

8. Report Writing

9

. Oral Presentation

Stage 5: Implementation

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

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

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

A minimum of two meetings take place between the student and the internship Supervisor. Whenever
possible, the internship course instructor will conduct onsite visits and maintain regular communication with
the field supervisor in a face to face or using other communication modes as appropriate.
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Stage 6: Assessment

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

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

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

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

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

Stage 7: Closing of Internship

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

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

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

e Field Supervisor Evaluation: At the completion of the internship, the internship field supervisor is
expected to fill in and return the internship Evaluation Form (Appendix F) to the internship
coordinator.

e Internship Coordinator Evaluation: Using CBA’s Instructor’s Course Assessment Review Form
(Appendix 1), the internship coordinator/supervisors are expected to evaluate the internship in
which they have been engaged.

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

Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit, online or in person, to each of the training

site (especially for new training sites) to discuss the training progress with the Field Supervisor and the
Student Trainee.

Weekly Reports

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



Internship Report

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

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

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

1.

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

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

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

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

Overall Evaluation of the Experience: What is the internee’s opinion of the internship process?
Interns should give feedback, including their opinions on the internship process at CBA, their search
for an internship, and the employer where they completed your internship. If the students have
completed their internship evaluation form, they will find it helpful to consult it as they address this
section.

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

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.

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

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

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

3. Table of Contents: The table of contents shall indicate the titles of chapters and sections and
their page numbers.
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4. Bibliography or References: At the end of the training report but before the appendix, student
shall provide a list of books, technical reports, and websites consulted for writing training report.

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

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

Internship Presentation

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

e Planning for oral presentation:
The main steps involved in the planning are as follows:
a) Define the contents
b) Define a suitable title of presentation
c) Collect all necessary supporting material
d) Identify the main points that student wants to convey to the audience
e) Organize their thoughts in logical sequence
f) Determine the number of slides needed for their presentation
g) Identify main points for each slide and give each slide a title
e Presentation format and layout:
The following points should be observed while preparing presentation slides:
a. Each slide shall contain only the key points.
b. Use large fonts so that it is easy for the audience to read the contents of the slides.

c. Use different colours to highlight the most important points. (d) Use animation effects where
appropriate but do not overdo it. (e) Add graphics, charts, figures, and video clips, as
appropriate.

Students may use the following sequence for slides:

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

Academic Supervisor.

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

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

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



e Preparing for Questions/Answers session

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

e Getting ready for actual presentation

On the day of the presentation:

a.

b.

Dress appropriately for the occasion.
Be calm and composed. Show self-confidence.
Arrive in the presentation room/hall before the start of their presentation.

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

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

Do not rush or talk too slowly.

Pause at key points to emphasize their significance.

Change your voice pitch and use appropriate gestures.

Maintain eye contact with the audience.

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

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

e Weekly Reports

e Internship /Training Report

e Internship Oral Presentation

e Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form
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Appendix A: Letter of Introduction

Letter of Introduction for [Name/ID]

Dear [Name of Employer key contact]

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

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

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

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

Sincerely,

Name:

Designation:

College of Business Administration
Ajman University

P.O. Box 346, Ajman, UAE

Tel:
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Appendix B: Internship Approval Letter

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

Commencement of Internship — [Semester/Academic Year]

Dear [Name of Employer key contact]

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

Student ID Student Name Major

The internship program will last for a total of 360 hours over a period of 16 weeks, at a rate of 25 hours per
week. Together with this letter, please find enclosed the following:

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

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

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

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

Sincerely,

Name:

Designation:

College of Business Administration
Ajman University

P.O. Box 346, Ajman, UAE

Tel:



Appendix C: Training Site Selection, Evaluation and Approval Form

Training Site Selection, Evaluation and Approval Form

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

Student’s Information

Full Name

Student ID

Phone Number

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

Size o Small O Medium o Large
No. of Employees

The Institution is related to the program o YES o NO

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

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

Academic Supervisor’s Approval

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

Comments:

Academic Supervisor’s Name: Academic Supervisor’s Signature:
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Appendix D: Internship Registration Form
The following is the internship application form that is available online at

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

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

Training request and complete your application online

Internship Application and Registration Form

Student Name:

Student Identification Number (ID):

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

Mobile no.

Email address:

Have you registered for External or Internal Training before? O Yes O No
Expected Graduation Semester:

Do you have your own training place? O Yes O No

If yes, fill out the following information:

Name of organization: Contact Person Name:

Job Title:

Contact Number: E-mail: Emirate:


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

Appendix E: Student Internship Evaluation

College of Business Administration

STUDENT EVALUATION OF INTERNSHIP EXPERIENCE

WORK PERIOD: ___FA sp sU 20

STUDENT NAME

MAJOR
EMPLOYER NAME & ADDRESS

Your immediate supervisor’s name and title:

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

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

From your perspective, was the discussion adequate?

Did you express your views about the work period candidly?

If not, why?

Other comments about your supervisor or your evaluation you wish to make:

Do you recommend this employer to other students in the College of Business Administration?

To students in other programs?

If yes, please specify which ones

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

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



AU INTERNSHIP MANUAL

If so, who should the program contact?

Name and title:
Phone number:

Address:

Email:

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

Excellent Good Adequate Poor

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

Your email address:




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

Training Assessment by Field Supervisor
Academic Year

Student’s Information

Full Name

ID number

Major

Training Institution’s Information
Institution’s Name

Department(s)

Field supervisor

Position/Job title

Tel. No.

P.O. Box

Fax

Email

Training Period From: To:

S. Training Objectives Score (1-5)

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

2 Ability to produce technical reports and work as team member

3 Ability to take initiative

4 Behavior and ethics

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

6 Ability to understand the training plan

Total Mark (out of 30)

Name & Signature ..........ccccocvvvnnene e ieineeneennens Date: .....cccccceeennene.
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Appendix G: Student’s Weekly Report

Student Weekly Report
Academic Year

College Major :
Student’s Name: Student’s ID:
Organization Name:

Week Number: From: To:

Activities performed by the student during the week

Day Activities Department Hours

Monday
Tuesday
Wednesday
Thursday
Friday

Days of absence

Comments:

| 70 |



Appendix H: Intern Student Feedback Form

Intern Student Feedback Form
Academic Year

Organization Name
Industry
Email

Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
If the question does not pertain to your area of responsibility, please tick “N/A”.
Please answer by putting v'.

S ltem

12 3 4 5
1 |am satisfied with the institution in which | conducted my training.

2 The training activities were relevant to my specialization field.

3 1 had the opportunity to apply my hard (hands-on) and soft skills during the training.

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

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

6 |achieved my training learning outcomes

Further Remarks:

DAt e e e e e s sa e are e s e e snans
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Appendix I: Business Internship Course Syllabus/Description

College: Business Administration
Department: Management

Academic Year: 2024-2025

Semester: O Fall [ Spring O Summer

Course Title: 12. Supervised Training Course Code MGT 470

Number of Credit Hours, Contact Hours, and Prerequisites:

Credit Hours: 3 Theory: Lab: ... Tutorial: ..........
Contact Hours: 360 (Field) Theory: .......... Lab: .......... Tutorial: ..........
Prerequisite(s) (if any): 96 credit hours; minimum 2.0 GPA

Co-requisite(s) (if any):

Approval Date:
Instructor’s Name and Contact Information:

Name: PECKY HUMAYUN Office No.:
E-mail: p.humayun@ajman.ac.ae  Office Tel.:067056119

Catalog Course Description:

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

Course Learning Outcomes (CLOs):

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

Course Learning Outcomes (CLOs) QFE Corresponding Program Learning
(K, S, AR, RC, SD) Outcomes (PLOs)
Demonstrate a working knowledge of basic PLO6

business concepts, problems, and issues as
they apply to the employer’s business

Communicate effectively in a professional PLO 2
environment

Demonstrate professionalism and ethical PLO 5
behavior in the workplace



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

For details check internship manual

Week Topic and Contents
1. College Internship Orientation and Preparation
2. College Internship Orientation and Preparation
3. On Field (To be determined by Host Organization)
4. On Field (To be determined by Host Organization)
5. On Field (To be determined by Host Organization)
6. On Field (To be determined by Host Organization)
7. On Field (To be determined by Host Organization)
8. On Field (To be determined by Host Organization)
9. On Field (To be determined by Host Organization)
10. On Field (To be determined by Host Organization)
11. On Field (To be determined by Host Organization)
12. On Field (To be determined by Host Organization)
13. On Field (To be determined by Host Organization)
14. On Field (To be determined by Host Organization)
15. Internship Presentation (live or video submission on
Moodle) & Internship Final Report
16. Internship Presentation (live or video submission on
Moodle) & Internship Final Report
Out-of-Class Assignment Title
Assignments:
#
1 Timely completion of registration and closing
documents
2 Weekly activity log
3 Internship report

Notes

Material Uploaded on
Moodle

Announcements & Material
Uploaded on Moodle

Submission of first internship
evaluation survey report by
intern

A project anywhere between
weeks 4 &15 a project (2500-
5000 words) about interns’
workplace on a subject
matter decided by field
supervisor to be done &
assessed (to be included in
final report)

Assessed by training
supervisor

Assessed by training
supervisor

Corresponding
CLOs

Submission Due Date

As provided in Moodle

1 per week via Moodle. Not later than the
Sunday following the working week.

After completion of internship. Typically, in
the last 2 weeks of internship, via Moodle



AU INTERNSHIP MANUAL

4 Internship presentation After completion of internship. Typically,
during last 2 weeks of internship, via Moodle

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

Course Assessment Tools:

Assessment Tool 13. Weight (%)
Field Supervisor Evaluation 30%
Internship Coordinator Evaluation: 70%

Activity log (10%)

Student’s Feedback/Evaluation (10%)

Internship report (20%)

Internship presentation (20%)

Responsiveness and meeting deadlines (10%)
Internship project*(added in Report and Presentation
marks)

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

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

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

1. Timeline: Outline the timeline of the internship from start to end date and indicate any challenges
or difficulties that arose from the timeframe in which your internship took place.

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

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

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

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

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



Teaching and learning methodologies, including any use of online instruction:

N/A. Field-based Course

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

Course Text book
Title: n/a
Author(s):
Edition:
Publisher:
Publishing Year:
ISBN:

Reference books or recommended readings
H. Frederick Sweitzer & Mary A. King (2014)
The Successful Internship: Personal, Professional and Civic Development in Experiential Learning, 4e

Belmont, Cengage Learning, ISBN — 9781285077192

Instructional materials and learning resources
i. CBA Internship Manual (2019 edition)
Ajman University College of Business Administration
Unpublished. Available on Moodle
ii. Graduateland: Internships in UAE

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

University Policies and Procedures
The students are required to fully understand and observe the following policies of the University:

Academic Progress Policy:

The students are required to attend and participate fully in the classes and other sessions scheduled for the

course. An absence of 25% of the course classes will result in a withdrawal/fail in the course. The students

must read and comprehend the “Attendance Policy” which is published in the Student Handbook.

For more details, refer to the Policy and Procedure Manual (ajman.ac.ae).

Student Disciplinary and Academic Integrity Policy:

AU is committed to enforcing a strict code of academic integrity in its academic pursuits. The academic

integrity code of the University prohibits all forms of academic dishonesty. This includes cheating and

plagiarism and applies to all courses, assignments, projects reports/dissertations or exams completed by

students. The University does not tolerate any violation of academic misconduct and imposes a strict system

of penalties. For more details, refer to the student handbook.

For more details, refer to the Policy and Procedure Manual (ajman.ac.ae).



https://graduateland.com/s/internships/united-arab-emirates
https://www.ajman.ac.ae/upload/docs/Policies_and_Procedures_Manual_2021-2022_April_2022.pdf?v=1654075002
https://www.ajman.ac.ae/upload/docs/Policies_and_Procedures_Manual_2021-2022_April_2022.pdf?v=1654075002
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Grading System:

The university uses a relative grading system, which is based on a four-point scale. The overall grade will be
assigned to the grading scale described in the Policy and Procedure Manual (ajman.ac.ae).

Instructor’s Signature:

Date: 20/08/24.

Head of Department’s Signature: Date:

Appendix J: Business Internship Assessment

MGT470 Business Internship: Assessment Record.

RECORD STUDENT SUPERVISOR Internship Supervisor
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Hospital Dentistry Training Manual

Introduction

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

Definitions

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

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

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

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

Field Supervisor: A staff member assigned by the employer (Training site) to provide orientation, guidance,
and assessment of trainee student during their training program.
Course Learning Outcomes (CLO)
At the end of the course, the student will be able to:
1. Explain and interpret laboratory results and radiographs
2. Discus dental treatment for medically compromised patients

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

Mapping of CLO with Program Learning Outcomes

Program Learning PLO Description Corresponding
Outcomes (PLO) CcLo
K3 Use the factual and theoretical knowledge in basic medical and ClLo1

dental sciences and allied sciences to gather information from
patient as part of history taking and patient examination in order



to decide appropriate investigation and decide a suitable course of
treatment within the scope of a general dental practice.

C1 Show responsibility and independent technical and clinical CLO 2

decision-making to evaluate and manage complex and
unpredictable clinical work appropriate to a primary care practice.

c4 Demonstrate responsibility and supervise the professional activity CLO 3

and mentoring of allied dental health personnel.

Course Credit and Contact Hours

Credit Hours: 2 Theory: 0 Hospital: 8

Contact Hours Theory: 0 Hospital: 8

Roles and Responsibilities

Training Coordinator / Academic Supervisor

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

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

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

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

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

Assessing the Hospital Dentistry course

Field Supervisor

Ensuring that course process meets the course objectives and outcomes.

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

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

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

Trainee Student

Attend the hospital rotations as per the schedule.

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

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

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

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

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

Training Registration Procedure

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

Training Site Selection and Evaluation

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

Orientation of Trainee Students

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

Follow-up and Performance Assessment of Trainees

Site Visit by Academic Supervisor

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

Training Report

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

Training Assessment by Field Supervisor

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



Course Assessment by Academic Supervisor

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

a. appropriateness of the course learning outcomes

b. extent to which the syllabus was covered

C. extentto which learning outcomes were met (with evidence)

d. appropriateness of textbooks and other learning resources

e. appropriateness of assessment instruments in relation to learning outcomes
f. appropriateness of the balance of assessment

g. appropriateness of prerequisites

h. general comments on any problems encountered with the course

Assessment of the effectiveness of the training

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

Appendices
1. Course Description of the Hospital Dentistry course

2. Evaluation by Field Supervisor Form
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Semester:

Course Title

Number of Credit Hours, Contact Hours, and Prerequisites:

Appendix: 1 Course Description
College: Dentistry Department: Surgical Sciences Program: DDS
Academic Year: 2019 - 2020
OFall XSpring COSummer 1.
Hospital Dentistry Cour;se Code DDS509
i

i
i

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

Co-requisite(s) (if any)

Instructor’s Name and Contact Information:

Name

E-mail

Abu baker EImahdi Office No. 128-5
a.elmahdi@ajman.ac.ae Office Tel. 067056217

Catalog Course Description:

Fifth year students are assigned for six weeks to an affiliated hospital. The hospital rotations are observership.
During this rotations, students are assigned to hospitalized patients to reinforce principles of physical

diagnosis for patients with severe medical problems, learn to request and answer consultations.

Course Learning Outcomes (CLOs):

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

Course Learning Outcomes (CLOs)

1. Explain and interpret laboratory results and radiographs K3
2. Discus dental treatment for medically compromised patients c1
3. Write observation report on procedures and activities of allied c4

health personnel in hospital facilities

Week-by-week Course Topics and Contents, including sessions for assessments (Theory Class):

Week

1

Topics and Contents rresponding CLOs (#)

Admission & Discharge Medical Records: CLO 3
Observe admission and discharge criteria.

Admission & Discharge Medical Records: CLO 3
Explain all the admission and discharge documents.

Sterilization & Infection control: CLO3
Explain and monitor the sterilization.

Sterilization & Infection control: CLo3
Explain different patient, doctor and staff protection.

Corresponding Program
Learning Outcomes (PLOs)


mailto:a.elmahdi@ajman.ac.ae

Describe the hospital infection control procedures.

5 Laboratory Department:
- Explain and Interpret laboratory results.

6 Medical Department:
- Discuss process of medical consultations

7 Medical Department:
- Discuss dental treatment for medically compromised patients

8 Surgery Department:
Describe process of surgical preparations and postoperative follow up

9 ICU & CCU:
Observe patient care
10 ICU & CCU:
Observe patient care
11 ENT Department:
Describe basic ENT examination
12 ENT Department:
Discuss ENT — dental related diseases.
13 Radiology & Dental Departments:
Discuss and Interpret radiographs
14 Radiology & Dental Departments:

Discuss dental treatment modalities for in- patients

15 Emergency Room:
-Describe and discuss treatment priority

16 Emergency Room:
-Describe iv fluids & life support

Week-by-week clinic

Hospital rotations- discussions and seminars

Clo1

CLO 2

CLO 2

CLO 2

CLO3

CLO3

CLO 3

CLo2

CLo1

Clo1

CLo3

CLO3

Relating the CLOs to the Assessment Tools to demonstrate the attainment level of CLOs:

CLO # Assessment Tool(s)

Clo1 Project (report) & final exam
CLO0 2 Project (report) & final exam
CLo 3 Project (report)

Out-of-Class Assignments:

#
1

Assignment Title

Individual project (report) about different hospital activities during hospital
rotations

Submission Due Date

End of week 14
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Course Assessment. Course Assessment Tools:

Assessment Tool Assessment Date Weight (%)
Out-of-Class Assignments End of week 14 60%
Final Exam Week 16 40%

Teaching and learning methodologies, including any use of online instruction:

Hospital rotations and seminars in the hospital.

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

a. Course Text book:

Title: A Practical Guide to Hospital Dentistry
Author(s): K George Varghese

Edition: 1 edition

Publisher: Jaypee Brothers Medical Publishers
Publishing Year: 2008

ISBN: 978-8184482430

b. Reference books or recommended readings:

Little and Falace’s Dental Management of the Medically Compromised Patient, By James W, Little, Craig
Miller and Nelson L. Rhodus, 9th edition-10/2017. Publisher: Elsevier ISBN: 9780323443555

C. Instructional material and learning resources:

www.med.nvu.edu www.dalcros.com


http://www.med.nvu.edu/
http://www.dalcros.com/

Appendix 2:
Evaluation by Field Supervisor

Student Name: Student ID:

Filed supervisor Name:

On a scale of 1-5, please rate the performance of the trainee student on the following 3 domains

during his/ her training period, where 1 is Poor, 2 is Satisfactory, 3 is Good, 4 is Very Good and 5 is
Exceptionally Outstanding.

Basic Clinical Skills

Obtaining medical history
Accurately recording patient details
Capable of reaching a final diagnosis
Formulating a treatment plan

Communication Skills

Acting professionally with patients
Maintaining a good relationship with colleagues
Accepts instruction from senior staff

Understands the social & cultural conditions of
patients regarding age, disability and confidentiality

Professional & Personal Conduct

Maintains a proper attire & personal hygiene
Accepting positive criticism
Ability to adapt in different situations

Follow the rules & regulations of hospital

Signature: Hospital Stamp Date: =/ /



College of Engineering &
Information Technology



Bachelor of Science in Biomedical Engineering

Introduction

This internship manual provides instructions and guidelines that help biomedical students to successfully
complete their External Training (also called internship). It also provides guidelines for writing the training
report and preparing an oral presentation at the end of the training period.

Engineering training is an essential component of all degree programs offered in the College of Engineering
and Information Technology (CEIT). It helps students relate the theoretical knowledge learned in classrooms
to the practical solutions of real-world problems, experience the professional work environment, and learn
how to behave responsibly and work efficiently in carrying out assigned tasks.

The External Training is conducted at various healthcare organizations. The Engineering Training course has
specific objectives and learning outcomes, which must be explained to student trainees by the Academic
Supervisor at the beginning of the External Training. The final evaluation of student trainees’ performance at
the end of the training period is based on how well they achieved these objectives and outcomes. During
their external training/internship, students are expected to:

° Correlate their theoretical knowledge with professional practice.

e  Acquire additional technical knowledge and skills.

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

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

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

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

e Demonstrate at training sites that engineering students from AU are serious learners with positive
attitude and they are capable of contributing to the ongoing jobs at the training sites.
Internship Course Learning Outcomes (CLOs):
Upon completion of the external training, students will be able to:

CLO1: Apply and correlate the acquired knowledge and principles of engineering, science and mathematics
to BME practical applications and solutions.

CLO2: Communicate effectively with professionals in the healthcare industry.
CLO3: Work effectively in multi-disciplinary teams.

CLO4: Enhance their lifelong learning skills by being able to learn on their own by utilizing various resources
in the work environment.

CLO5: Describe ethical and professional responsibilities in engineering situations.
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CLO6: Demonstrate an ability to acquire new knowledge and skills for professional development.

CLO7: Demonstrate an understanding of the impact of BME solutions in a global, economic, environmental,
and societal context.

Mapping of Internship CLOs with BME Program Learning Outcomes

Mapping of the internship learning outcomes (CLOs) to the BME program learning outcomes (PLOs):

PLO# Program Learning Outcomes Statement

8 An ability to acquire broad knowledge in the field of BME.

3 An ability to communicate effectively with a range of audiences.

5 An ability to function effectively on a team whose members together provide leadership, create a

collaborative and inclusive environment, establish goals, plan tasks, and meet objectives.
7 An ability to acquire and apply new knowledge as needed, using appropriate learning strategies.

1 An ability to identify, formulate, and solve complex engineering problems by applying principles of
engineering, science, and mathematics.

4 An ability to recognize ethical and professional responsibilities in engineering situations and make
informed judgments, which must consider the impact of engineering solutions in global, economic,
environmental, and societal contexts

CLO 1 2 3 4 5 6 7
PLO 1 3 5 7 4 8 4

Internship Credit and Contact Hours

The Internship course in each program accounts for four (4) credit hours. Each student must spend 16 weeks
of training at an organization providing appropriate internship experience. The number of contact hours is
the sector's standard expectation (between 30 - 40 working hours per week in accordance with the internship
organization working hours). The student can conduct the internship over two 8-week periods during the
summer at the same or at different organizations. The students can register for 16 weeks internship during
the fall and spring semesters. No courses are allowed to be registered during the internship with the
exception of the final year project in the fall and spring semesters.

Monitoring of Student Trainees’ Progress

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

Internship Assessment
The following table shows the weights given to the internship/training assessment tools.
Field Supervisor's assessment of the trainee student 40%

Assessment of Internship Report 40%

Written Exam 20%



External Training

The field supervisor will guide and supervise students at the site of practical training. He/she will assign tasks

to Student trainees on a daily or a weekly basis in accordance with the training plan and evaluate their

performance in accomplishing the assigned tasks. An academic supervisor from the department of BME will

also guide and mentor student trainees on how to achieve the desired objectives and learning outcomes of

the external training and will monitor students' progress too. The academic supervisor makes weekly follow-

up through telephone calls or emails with student trainees during the course of their training.

Responsibilities of the Student Trainee

The following are the responsibilities of Student trainees:

1.

10.

11.

After the student trainee gets a confirmed placement at a training site, he/she must inform his/her
academic supervisor and provide all necessary details.

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

The academic supervisor will evaluate the Student trainees’ basic knowledge in the area of their
training. In case they are lacking in basic knowledge, they will be asked to refresh their theoretical
knowledge in that area before going to the training site.

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

While at the training site, student trainees must follow all safety instructions and other guidelines
given by their field supervisor.

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

Student trainees must work hard to acquire as much technical knowledge as possible about the type
of activity they are involved in. For this, they are required to try all possible ways to get the relevant
technical information from the internet, manuals, reports, catalogues, etc. Student trainee should
also ask questions at the site to clarify their understanding of the various technical matters.

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

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

Student trainees must keenly observe how the tasks at the training site are accomplished and try to
understand the role of practicing engineers and their contribution in projects/assignments.

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

12. At the end of the training period, student trainees must thank all those who helped him/her at the
training site. They shall also confirm that their field supervisor has completed, signed and sent the
evaluation reports to the university.

13. Atthe end of training period, each student trainee is required to submit a training report, and take a
written examination, as per the guidelines given in Section 12 of this manual.
Internship/Training Registration Procedure

Students can register for internship using the online application form available on AU website at
https://ors.ajman.ac.ae/requests/newrequest.aspx. The criteria for registering engineering training course
are as follows:

e Only senior students who completed at least 90 credit hours are eligible to apply for engineering
training course.

e Training request form to be filled online using students’ online registration system.
e Trainig request must be approved by the head of department/ training Cco-ordinator.
e Once the above conditions have been met, the registration office will sign the students up for the
engineering training course.
Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of student trainees in
appropriate private or public organizations that operate in the fields of BME and healthcare services. Masaar
Career Excellence (MCE) will also assist in the placement of students for internship through their contacts
with AU partners and external organizations. Training locations proposed by students are also acceptable if
they fulfil the criteria given in the training site selection form and approved by the training coordinator or
academic supervisor. Please see Training Site Selection, Evaluation and Approval Form (BMEIF-1) in

Appendix B.

Orientation of Student Trainees

BME student trainees are given an orientation about engineering training objectives and their roles and
responsibilities, which is conducted before the external training. The topics covered before the external
training are:

e  Objectives and learning outcomes of the engineering training course.
e  Responsibilities of student trainees

e  Roles of academic and field supervisors

e  Professional ethics

e Industrial safety

3 Report writing

Follow-Up and Performance Assessment of Student Trainees

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


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

e The student trainee’s performance at the site as reported by field supervisor.
e  The training report submitted by each student at the end of training.
e  Evaluation of the weekly activity log forms by the academic supervisor.

° A written exam

Training site visits by the academic supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training sites (especially for
new training sites) to discuss the training progress with field Supervisors and student trainees. In addition,
the academic supervisor is required to make regular telephone calls and/or emails to student trainees to get
updates on the progress in implementing their training plans and resolve any problems they might face.

Weekly Report

Student trainees are required to prepare a weekly report that summarizes the training tasks and activities
assigned by the field supervisor. Weekly reports must be signed by the field supervisor and submitted to the
academic supervisor at the end of the training period.

Internship Report

Student trainees are required to prepare and submit an internship report. In the report student trainees
should describe in details the knowledge and skills acquired during their training period. The following
sections provide guidelines that help student trainees to prepare their training report.

Preparing first draft

The first important step in preparing the first draft of internship report is to gather all relevant information.
For this purpose, student will primarily rely on their training log notebook and technical manuals related to
the training work and other information gathered from the internet resources or textbooks.

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where an illustration, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.

e Introduction: This section, considered as Chapter 1 of internship report, defines the nature of
student training, its duration, and some background information about the
company/industry/organization where student was trained. Student trainee should also highlight the
internship plan and the main areas of the training in this section.

e  Main body: The main body of the report shall comprise of two to three chapters. Each chapter will
discuss a different aspect of training. For example, the first chapter of the main body (i.e., Chapter 2
of student report) may briefly present the theoretical background concerning area of training, while
the other two chapters may describe the practical aspects of student training such as equipment
testing, fault analysis, repair and maintenance procedures, and other types of student field
experience in a logical sequence.
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e  Conclusion: In this chapter, Student trainee shall summarize the conclusions of the training report.
Accordingly, conclusion should be a logical outcome of the text presented in the main body of the
report.

Polishing the first draft

Having completed the first draft in a typed form, students are now ready for the next step of polishing it.
Student should also be prepared to rewrite any major portions of the report if that is required to improve its
quality.

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

Preparing the final version

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

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

e Acknowledgment: After the title page, student may add an acknowledgment page to thank the
person(s), such as field supervisor, and academic supervisor.

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

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

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

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

*  Weekly reports

. Internship report

. Field supervisor evaluation report
. Written exam

Using the Internship Evaluation by Academic Supervisor Form (BMEIF-3).
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A. Course Description of the Internship/External Training

Course Syllabus

College: College of Engineering & Information Technology (CEIT)
Department: Engineering Training

Program: Biomedical Engineering

Academic Year: 2022 - 2023

Semester: Fall Spring Summer

Course Title Engineering Training Course Code BME 499

Number of Credit Hours, Contact Hours, and Prerequisites:

Credit Hours: 4 Theory: N/A  Lab: N/A Tutorial: N/A
Contact Hours: 480 - 640 Theory: N/A Lab: N/A Tutorial: N/A
Prerequisite(s) (if any) Completion of 90 Credit Hours

Co-requisite(s) (if any)

Instructor’s Name and Contact Information:

Name Office No.
E-mail Office Tel.

Catalog Course Description:

External Training

The Field supervisor will guide and supervise students at the site of practical training. He will assign tasks to
student trainees on a daily or weekly basis in accordance with a training plan and evaluate their performance
in accomplishing given tasks. An academic supervisor from the department of BME will also direct the
students to achieve the learning outcomes of the external training and will monitor students' progress too.
The academic supervisor will provide guidance to the students during the course of their training and instruct
them on how to make an effective presentation of their work, both orally and in writing.

Report Writing

Reports will be written following the guidelines given in the training manual. These reports will describe the
knowledge and skills acquired by the students during their external training.
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Course Learning Outcomes (CLOs):

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

Course Learning Outcomes (CLOs) Corresponding Program
Learning Outcomes (PLOs)

Apply and correlate the acquired knowledge and principles of engineering, science 1

and mathematics to BME practical applications and solutions.

Communicate effectively with professionals in the healthcare industry. 3

Work effectively in multi-disciplinary teams. 5

Enhance their lifelong learning skills by being able to learn on their own by utilizing 7

various resources in the work environment.

Describe ethical and professional responsibilities in engineering situations. 4

Demonstrate an ability to acquire new knowledge and skills for professional 8

development.

Demonstrate an understanding of the impact of BME solutions in a global, 4
economic, environmental, and societal context.

CLOs:

CLO # Assessment Tool(s)
1 Field supervisor assessment
Training report, Field supervisor assessment and assessment by academic supervisor

Field supervisor assessment

Field supervisor assessment and assessment by academic supervisor

2
3
4 Field supervisor assessment
5
6 Training report

7

Training report and Field supervisor assessment

Assessment of the Internship

Course Assessment Tools:

Assessment Tooll Assessment Date Weight (%)

Field supervisor assessment 40
Internship report 40
Written Test 20

A field supervisor will monitor the students on day-to-day basis during their external training. A member
of BME faculty assigned as academic supervisor will also visit the students at their training place at least
once during the training period.

1 Other assessment tools may be added/changed, as appropriate for the course.



Teaching and learning methodologies, including any use of online instruction:

Hands on training sessions, service manuals, user manuals and online resources

Grading System:
The University uses the relative grading system, which is based on a four-point scale. An overall grade will be

assigned on the following grading scale.

Undergraduate:
Grades A B+ B C+ C D+ D F
Points 4.0 3.5 3.0 2.5 2.0 15 1.0 0
Marks % 90-100 85-89 80-84 75-79 70-74 65-69 60-64 <60

For more details, refer to the Undergraduate Student Catalog.

Link: https://www.ajman.ac.ae/en/admissions/undergraduate/undergraduate-student-catalog

Graduate:

Grades A B+ B C+ C F
Points 4.0 35 3.0 2.5 2.0 0
Marks % 90-100 85-89 80-84 75-79 70-74 <70
For more details, refer to the Graduate Student Catalog.
Link: https://www.ajman.ac.ae/en/admissions/graduate/graduate-student-catalog
Instructor’s Signature: Date:
Date:

Head of Department’s Signature:

| 95|
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B. Training Site Selection, Evaluation and Approval Form

BMEIF-1
Training Site Selection, Evaluation and Approval Form

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

Student’s Information
Full Name

Student ID

Phone Number
Academic Year

Semester

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

Size o Small 0 Medium
O Large

No. of Employees
The Institution is related to the BME program O YES o NO

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

The work environment in the institution is safe o YES o NO
Training Period O From: oTo:
Academic Supervisor’s Approval

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

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



C. Internship Registration Form

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

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

Internship Application and Registration Form

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA:
Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External Training before?

Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:
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D. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With this
letter, | would like to request your approval for [Student Name], [Student ID] who is a registered student in
the BME department to be attached as trainee in [Company’s Department] at [Company Name]. The
student, as per his/her degree requirements must complete a total of [Number of Hours] commencing on
[Internship Start Date] and ending by [Internship End Date] with the total hours in each internship week
between 30 to 40 hours.

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]

[Title]

[Tel]

[Email]




E. Internship Weekly Report Form

BMEIF-2
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

FUrther COMMENTES: ....cciveeiiiieiereeterree e e ersae e saesesneeneesasasesanasesssasesssnsessase sanase senasasann
Days Absent .......cccceeveereveernen. Days Late......cccceeecercnneccnnnne

Signatures:

Field SUPErVisSOr .......ccvveveeverrereerennns Date: ......... Y - Y S

LY {17 =] 1| R Date: ......... Y A Y
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F. Internship Evaluation by Academic Supervisor Form

BMEIF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
Field Supervisor Evaluation 40%
Internship Report 40%
Written Exam 20%
Total 100%
Comments
Academic SUPEIVISOr: .......cceceererrereeenesnernnes Date ... Y —

Signature



G. Internship Evaluation by Field Supervisor Form

BMEIF-4
Internship Evaluation by Field Supervisor Form

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

Student ID
Student Name
Internship Site

Field supervisor name

Section A.

(To be completed by Student trainee)

Section B.
(To be completed by Field Supervisor)

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

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

Performance Statement 1 2 3 4 5

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

2 Intern applied his/her technical knowledge in BME in the field of their training.
3 Intern demonstrated effective communication skills.

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

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

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

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

BMEIF-5
Student trainee Feedback Form

Student ID
Student Name
Academic Year
Semester

Internship Site

. Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
. Place a (V) in the appropriate box for each item.

S No. Statement Rating

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

2 The training activities were relevant to my specialization field.

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

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

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

during the training.

6 | achieved my training learning outcomes.

Further Remarks:

(D | (<



I. Academic Supervisor Feedback Form

Form BMEIF-6
Academic Supervisor Feedback Form

Academic supervisor
Academic year
Semester

Internship site

Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

S No. Statement Rating

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

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

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

4 Field supervision for the trainees was excellent.

5 Trainee achieved the training learning outcomes.

Further Remarks:

Name and Signature: ......cccceccvrveerecerrenns Date: ..ccvceevrrcnnnccnniinnnenns
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Bachelor of Science in Electrical Engineering

(Instrumentation & Control, Electronics & Communication, Power & Renewable Energy)

Introduction

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

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

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

e Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of their training.

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

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

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

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

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

Internship Learning Outcomes (CLOs):
Upon completion of the External Training, students will be able to:

CLo1 Apply and correlate their basic knowledge to electrical engineering practical
applications and solutions.

CLO2 Apply and correlate their specialized knowledge to electrical engineering practical applications and
solutions.

CLOo3 Communicate effectively, orally and in writing

CLO4 Work effectively in multi-disciplinary teams.
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CLOS Enhance their lifelong learning skills by being able to learn on their own utilizing the various resources in
the work environment.

CLO6 Apply and correlate their knowledge of mathematics, science and engineering
to solve engineering problems.

CLo7 Demonstrate an understanding of professional and ethical responsibility and the
need for professional development.

CLo8 Demonstrate an understanding of the impact of electrical engineering
solutions in a global, economic, environmental and societal context.

Mapping of Internship CLOs with EE Program Learning Outcomes

Mapping of Course Learning Outcomes to Program Learning Outcomes:

PLO# Program Learning Outcomes Statement

8 An ability to acquire broad knowledge in the field of electrical engineering.

3 An ability to communicate effectively with a range of audiences.

5 An ability to function effectively on a team whose members together provide leadership, create a

collaborative and inclusive environment, establish goals, plan tasks, and meet objectives.
7 An ability to acquire and apply new knowledge as needed, using appropriate learning strategies.

1 An ability to identify, formulate, and solve complex engineering problems by applying principles of
engineering, science, and mathematics.

4 An ability to recognize ethical and professional responsibilities in engineering situations and make
informed judgments, which must consider the impact of engineering solutions in global, economic,
environmental, and societal contexts

CLo 1 2 3 4 5 6 7 8
PLO 8 8 3 5 7 1 4 4

Internship Credit and Contact Hours

The Engineering Training courses accounts for 3 credit hours and 480-640 contact hours of the Electrical
Engineering program and students receive grades based on their performance during External Training
periods.

Monitoring of Trainee Students’ Progress

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

Internship Assessment

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

Field Supervisor’s assessment for the trainee student 40%
Assessment of External Training report by the Academic Supervisor 30%
Assessment of the weekly reports of the External Training by the 10%

Academic Supervisor
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Assessment of trainee presentation by a departmental committee. 20%

External Training

The total number of hours that the intern is required to complete in each week of their training period should
not exceed 40 hours per week. The Field Supervisor will guide and supervise students at the site of practical
training. He will assign tasks to trainee students on a daily or weekly basis in accordance with the training
plan and evaluate their performance in accomplishing given tasks. An Academic Supervisor from the
department of electrical engineering will also direct the students to achieve the desired objectives of
practical training and will monitor students' progress too. The Academic Supervisor will provide guidance to

the students during the course of their training and instruct them on how to make an effective presentation

of their work, both orally and in writing.

Responsibilities of the Student Trainee

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

1.

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

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

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

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

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

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

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

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

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



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

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

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

13. Student trainee must prepare a training report as well as an oral presentation (using Power Point) at
the end of the training session according to the guidelines in section [13].
Internship/Training Registration Procedure

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

The criteria for registering Engineering Training course are as follows:

e Only senior students who completed at least 90 credit hours are eligible to apply
for Engineering Training course.

e Training request form is filled online using students’ online registration system.
e Head of Department/ Training Coordinator’s approval is required in all cases.
e Once the training request is approved, Engineering Training is added to the
student’s registered courses.
Training Site Selection and Evaluation

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

Orientation of Trainee Students

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

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

3. Roles of Academic and Field Supervisors

4. Assessment of Practical Training Performance

5. Generic or Soft Skills for Engineers
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Professional Ethics
Industrial Safety

Technical Preparedness

© © N o

Report Writing

10. Oral Presentation

Follow-Up and Performance Assessment of Student Trainees

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

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

Training Site Visit by Academic Supervisor

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

Weekly Reports

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

Internship Report

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

Preparing First Draft

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where an illustrations, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.

1. Introduction: This section, considered as Chapter 1 of internship report, defines the nature of student
training, its duration, and some background information about the company/industry/organization
where student was trained. Student Trainee should also highlight the main areas of the training in
this section.

2. Main body: The main body of the report shall comprise of two to three chapters. Each chapter will
discuss a different aspect of the training. For example, the first chapter of the main body (i.e., Chapter



2 of student report) may briefly present the theoretical background concerning area of training, while
the other two chapters may describe the practical aspects of student training such as equipment
testing, fault analysis, repair and maintenance procedures, and other types of student field
experience in a logical sequence.

3. Conclusion: In this chapter, student trainee will summarize the conclusions of the training report.
Accordingly, conclusion should be a logical outcome of the text presented in the main body of the
report.

Polishing the First Draft

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

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

Preparing the Final Version

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

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

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

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

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

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

Before binding the training report, the student should proofread it carefully from the
beginning to the end for any spelling or typographical errors before submitting it to the
Academic Supervisor for evaluation.

Internship Presentation

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

i) Planning for oral presentation
i)  Preparing visual aids

iii) Preparing for Questions/Answers session
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iv) Getting ready for actual presentation

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

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

Presentation format and layout:
The following points should be observed while preparing presentation slides:
a) Each slide shall contain only the key points.
b) Use large fonts so that it is easy for the audience to read the contents of the slides.
¢) Use different colours to highlight the most important points.
d) Use animation effects where appropriate but do not overdo it.

e) Add graphics, charts, figures, and video clips, as appropriate.

Students may use the following sequence for slides:

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

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc. o
Conclusion Slide: Should include a summary of the main conclusions of the training experience.
Questions/Answers Session:

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

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

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

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

f) Do not rush or talk too slowly.



g) Pause at key points to emphasize their significance.

h) Change your voice pitch and use appropriate gestures.

i) Maintain eye contact with the audience.

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

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

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

e  Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (EEIF-3).
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Appendices

A. Course Description of the Internship/External Training

Course Title Engineering Training
Course Code ELE 497 Credit Hours: 3
Pre-Requisites Completion of 90 Credit Hours

Course Intended Learning Outcomes (CLO):
At the conclusion of this course, students will be able to:

CLo1 Apply and correlate their basic knowledge to electrical engineering practical
applications and solutions.

CLO2 Apply and correlate their specialized knowledge to electrical engineering practical applications and
solutions.
CLo3 Communicate effectively, orally and in writing

CLO4 Work effectively in multi-disciplinary teams.

CLOS Enhance their lifelong learning skills by being able to learn on their own utilizing the various resources
in the work environment.

CLO6 Apply and correlate their knowledge of mathematics, science and engineering
to solve engineering problems.

CLo7 Demonstrate an understanding of professional and ethical responsibility and the
need for professional development.

CLo8 Demonstrate an understanding of the impact of electrical engineering
solutions in a global, economic, environmental and societal context.

Mapping of Course Learning Outcomes to Student Outcomes/Performance Indicators:

CLo 1 2 3 4 5 6 7 8
SO/PI ] 8 3 5 7 1 4 4

Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A member of
EE faculty assigned as Academic Supervisor will also visit the students at their training place at least once
during the training period.

Training Assessment

Field Supervisor Assessment 40%
External Training Report 30%
Weekly Reports 10%

Presentation and Q/As: 20%



External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks to
trainee students on a daily or weekly basis in accordance with a training plan and evaluate their performance
in accomplishing given tasks. An academic supervisor from the Department of Electrical Engineering will also
direct the students to achieve the learning outcomes of the External Training and will monitor students'
progress too. The Academic Supervisor will provide guidance to the students during the course of their
training and instruct them on how to make an effective presentation of their work, both orally and in writing.

Report Writing
Two separate reports will be written following the guidelines given in the Training Manual. These reports will
describe the knowledge and skills acquired by the students during their Internal and External Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation shall
focus on the technical knowledge and skills acquired during the training.
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B. Training Site Selection, Evaluation and Approval Form

EEIF-1
Training Site Selection, Evaluation and Approval Form

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

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium O Large
No. of Employees

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

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

The work environment in the institution is safe o YES o NO
Training Period o From: o To:
Academic Supervisor’s Approval

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

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



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

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

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

Training request and complete your application online.

Internship Application and Registration Form

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail Emirate
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D. Internship Request Letter Template

[Date]
To:
[Name of the Contact Person]

[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With
this letter, | would like to request your approval for [Student Name], [Student ID] who is a registered
student in the Electrical Engineering department to be attached as trainee in [Company’s
Department] at [Company Name]. The student, as per his/her degree requirements must complete
a total of [Number of Hours] commencing on [Internship Start Date] and ending by [Internship End
Date] with the total hours in each internship week not exceeding 40.

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

engineering industry and healthcare services.

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]
[Title]
[Tel]

[Email]

| 116 |



E. Internship Weekly Report Form

EEIF-2
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

Days Absent .......ccoeeeeveevvevinnnn, Days Late....ovvvvvvrcrcnnne,
) Signatures

Field SUPErvisor .......cccoeeeeververenne. Date: ......... YA Y-

STUAENT e Date: ......... Y- Y
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F. Internship Evaluation by Academic Supervisor Form

EEIF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score

Weekly Reports (EEIF2) 10%

External Training Report 30%

Internship Presentation 20%

Field Supervisor Evaluation (EEIF4) 40%

Total 100%
Comments
Academic SUPEIVISOr: .......cceceerereereecerseennes SR S S

Signature Date



G. Internship Evaluation by Field Supervisor Form

EEIF-4

Internship Evaluation by Field Supervisor Form

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

Section A.

(To be completed by the Trainee student)
Student ID
Student Name
Internship Site

Field Supervisor Name

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

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

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

Performance Category/ Criteria 1 2 3 4 5

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

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

Intern demonstrated effective communication skills.

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

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

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

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

EEIF-5
Intern Student Feedback Form

Student ID
Student Name
Academic Year
Semester
Internship Site

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

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

S ltem Rating
No. 1 2 3 4

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

2 The training activities were relevant to my specialization field.

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

training.
4 | am satisfied with the guidance and supervision of my Field Supervisor
5 | am satisfied with the guidance and supervision of my Academic Supervisor

during the training

6 | achieved my training learning outcomes

Further Remarks:



I. Academic Supervisor Feedback Form

Form EEIF-6
Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

Please rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

No. Item Rating

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

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

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

training
4 Field supervision for the trainees was excellent
5 Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .......cccceceevveeineicnnnnes [ 11
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Bachelor of Science in Civil Engineering

Introduction

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

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

The Engineering Training course in the CIE program consists of External Training which is conducted at
various consulting and contracting organizations. The Engineering Training course has specific objectives and
learning outcomes, which must be explained to Student Trainees by the Academic Supervisor at the
beginning of the External Training. The final evaluation of Student Trainees’ performance at the end of the
training period is based on how well they achieved these objectives and outcomes. During their External
Training/Internship, students are expected to:

e Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge and skills.

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

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

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

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

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

Benefits of Internships for Engineering students

1. Gain valuable work experience and get acquainted with current trends and industry

The hands-on work experience interns receive is invaluable and cannot be obtained in a classroom setting,
making this one of the most important benefits of internships. An internship, aids engineering
students to learn and sharpen in-demand technical skills, helps to learn professional ethics or etiquette
and helps in polishing the soft skills. Interns have the opportunity to apply acquired knowledge to real
work experiences, witnessing first-hand the day-to-day job duties they can expect to encounter in their
chosen field. Engineering students get an opportunity to work on projects, get acquainted with different
clients, and expose them to the actual work environment, contrasting with their textbook theories. Having
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the right attitude to apply those theories in practical work life is essential, and that internship provides
you the ground to test your proficiency. In addition to learning the specialized skills of a particular field,
transferable skills such as communication, teamwork, and computer proficiency are also obtained in an
internship, fully preparing interns to enter the workforce upon graduation.

2. Explore a career path

As engineering is a vast field, you can try out better options and choose the appropriate area. For example,
a civil engineer would maintain infrastructure projects, inspection, a computer engineer would get a
chance to test software, programming, or network technology. Once you are confident about the
particular field, you can narrow down your options and concentrate on putting effort into your
internships, as they will give you great clarity. There are various internships for engineering students to
strengthen their personal character, and professionalism. Exploring is an important part of the university
experience, and internships are a great way for students to acquaint themselves with the field they are
interested in.

3. Give yourself an edge in the job market

As you enter the work-life, you gain more clarity, and slowly you start earning a competitive advantage
over the other fellow members. Many students apply for the same job but what makes you different from
others is a question. Internships help you with that base by making you understand where you stand and
test your competitive strength.

We hope you have a better insight into how internships are essential. As they are compulsory for
engineering students, don’t be apprehensive regarding it and start applying for internships as they
stimulate your skills, capabilities and foster you to become more productive and enlightened. One of the
most important internship benefits is that university graduates who already have some work experience
in the form of an internship stand out to potential employers. Internship experience makes a university
grad more marketable as they usually require less training and can handle more responsibilities. You may
also receive a higher starting salary than those who do not have internship experience and are entering
the workforce or starting a new career.

4. Career Development Opportunities

You can seek out new challenging assignments, take up individual initiatives and responsibilities, which is
a great way to show enthusiasm and make the company believe that you can be a great asset to them if
hired. You can undertake hands-on training programs offered by reputed institutions and simultaneously
work on industrial projects, consignments, etc.

You can seek out new challenging assignments, take up individual initiatives and responsibilities, which is
a great way to show enthusiasm and make the company believe that you can be a great asset to them if
hired. You can undertake hands-on training programs offered by reputed institutions and simultaneously
work on industrial projects, consignments, etc.

You can learn a lot about your strengths and weaknesses during an internship. Internships allow for
feedback from supervisors and others who are established in the field, and offer a unique learning
opportunity that you may not have again as a working adult.

5. Network with professionals in the field

Internships provide grounded practical experience and meeting people who share similar interests can be
great as they can properly guide you. By meeting new people, you can widen your professional contacts
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and networks—one of the significant essential points to understand the importance of internships for
engineering students. In the working world, it’s all about who you know. As an intern, you will be
surrounded by professionals in the industry. Internships are more than just about earning credit, or
getting a grade; internships provide an opportunity to learn from the people around you, ask questions,
and impress. The professionals you encounter during an internship can be your future colleagues or the
connection to your first job.

6. Gain confidence

Internships allow you to test out specific techniques learned in the classroom before entering the working
world. It's an opportunity to apply what you have learned in a safe environment where mistakes are
expected — rather than learn the hard way in your first job out of college.

7. Transition into a job

Once you are an intern, you can work on the desired projects, gain industrial experience, and in today’s
world, getting a qualified candidate for the job seems to be difficult for the employer but given a chance
if the students as interns can prove their competence, it will help in catalysing their hiring process as a
whole-time worker or getting placements in a reputed company. Pre-placement offers are provided to
engineering students- these help to build their professional network and contacts. Doing an internship is
beneficial for the engineering students for getting a proper placement for their job. Many companies use
internships as a way to enhance their recruitment efforts. In some cases, a company may decide to hire
an intern at the end of the assignment.

8. Build a strong resume

This valuable job experience enables you to fill out your resume with honesty and specificity. Not only will
you be able to add the duties and projects from your internship to the experience section of your resume,
but you will also be able to more clearly describe your objectives for permanent position.

9. Opportunity to learn about yourself

Every industry has its pros and cons. For that, you need to expose yourself to such work environments to
understand the depth of every field and acknowledge your strengths and weakness. It is essential to come
out of your comfort zones. This is one of the significant importance of internships for engineering
students.

Internship Learning Outcomes (CLOs):

Upon completion of the External Training, students will be able to:

CLO1: Apply and correlate their basic knowledge to CIE practical applications and solutions.

CLO2: Apply and correlate their specialized knowledge to CIE practical applications and solutions.

CLO3: Communicate effectively, orally and in writing

CLO4: Work effectively in multi-disciplinary teams.

CLOS: Enhance their lifelong learning skills by being able to learn on their own utilizing the various resources in

the work environment.

CLO6: Apply and correlate their knowledge in mathematics, science and engineering to solve engineering
problems.



AU INTERNSHIP MANUAL

CLO7: Demonstrate an understanding of professional and ethical responsibility and the need for professional
development.

CLOsS: Demonstrate an understanding of the impact of CIE solutions in a global, economic, environmental and
societal context.

Mapping of Internship CLOs with CIE Program Learning Outcomes
Mapping of the internship learning outcomes (CLOs) to the CIE program learning outcomes (PLOs):

PLO1: Identify, formulate, and solve complex engineering problems by applying principles of engineering,
science, and mathematics

PLO2: Apply engineering design to produce solutions that meet specified needs with consideration of public
health, safety, and welfare, as well as global, cultural, social, environmental, and economic factors

PLO3: Communicate effectively with a range of audiences

PLOA4: Describe ethical and professional responsibilities in engineering situations and make informed
judgments, which must consider the impact of engineering solutions in global, economic,
environmental, and societal contexts

PLOS: Function effectively on a team whose members together provide leadership, create a collaborative and
inclusive environment, establish goals, plan tasks, and meet objectives

PLOG6: Apply new knowledge as needed, using appropriate learning strategies.

PLOS8: An ability to demonstrate broad knowledge in the field of Civil engineering.

CLO 1 2 3 4 5 6 7 8
PLO 8 8 3 5 7 1 4 2

Internship Credit and Contact Hours

The Internship course in each program accounts for four credit hours. Each student must spend 16 weeks of
training at an organization providing appropriate internship experience. The number of contact hours is the
sector's standard expectation (at least 30 working hours per week in accordance with the internship
organization working hours). The student can conduct the internship over two 8-week periods during the
summer at the same or at different organizations. Students can register for 16 weeks internship during the
Fall and Spring semesters. No courses are allowed to be registered during the internship with the exception
of the final year project in the Fall and Spring semesters.

Monitoring of Student Trainees’ Progress

The Field Supervisor will monitor Student Trainees on a day-to-day basis during their External Training. A
faculty member from CIE department assigned as Academic Supervisor will also visit students at their training
places at least once during the training period to discuss with the Field Supervisor the training plan and the
progress made by the Student Trainee.

Internship Assessment

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

Field Supervisor’s assessment for the Student Trainee 50%

Assessment of External Training report by the Academic Supervisor 30%



Assessment of the weekly reports of the External Training by the Academic Supervisor 10%

Assessment of trainee presentation by a departmental committee. 10%

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He/she will assign tasks
to Student Trainees on a daily or a weekly basis in accordance with the training plan and evaluate their
performance in accomplishing the assigned tasks. An Academic Supervisor from the department of CIE will
also guide and mentor Student Trainees on how to achieve the desired objectives and learning outcomes of
the External Training and will monitor students' progress too. The Academic Supervisor makes weekly follow-
up through telephone calls or emails with Student Trainees during the course of their training.

Responsibilities of the Student Trainee

The following are the responsibilities of Student Trainees:

a)

b)

d)

h)

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

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

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

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

While at the training site, Student Trainees must follow all safety instructions and other guidelines
from their Field Supervisor.

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

Student Trainees must work hard to acquire as much technical knowledge as possible about the type
of activity they are involved in. For this, they are required to try all possible ways to get the relevant
technical information from the Internet, manuals, reports, catalogues, etc. Student Trainee should
also ask questions at the site to clarify their understanding of the various technical matters.

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

Student Trainees are encouraged to have a training logbook for the daily notes about their work at
the training site. The notes shall be brief but to the point. Any problems encountered and how they
were solved must be entered in the Training log notebook, which will helpful when they start writing
their training report at the completion of the training period.
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j) Student Trainees must keenly observe how the tasks at the training site are accomplished and try to
understand the role of practicing engineers and their contribution in projects/assignments.

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

[) At the end of the training period, Student Trainees must thank all those who helped him/her at the
training site. They shall also confirm that their Field Supervisor has completed, signed and sent the
evaluation reports to the university.

m) Each Student Trainee is required to prepare and submit a training report and deliver an oral
presentation (using Power Point) at the end of each training period according to the guidelines given
in section [13] of this manual.

Internship/Training Registration Procedure

Students can register for internship using the online application form available on AU website at
https://ors.ajman.ac.ae/requests/newrequest.aspx. The criteria for registering Engineering Training course
are as follows:

a) Only senior students who completed at least 90 credit hours are eligible to apply for Engineering
Training course.

b) Training request form is filled online using students’ online registration system.
c) Trainig request must is approved by the Head of Department/ Training Co-ordinator.
d) Office of Regiteration will add Engineering Training to added to the student’s registered courses
upon the fulfilment of the above.
Training Site Selection and Evaluation

The Training Coordinator and the Academic Supervisor coordinate the placement of Student Trainees in
appropriate private or public organizations that operate in the fields of civil engineering. Office of Career
and Placement Services (OCPS) will also assist in the placement of students for internship through their
contacts with AU partners and external organizations. Training locations proposed by students are also
acceptable if they fulfil the criteria given in the training site selection form and approved by the Training
Coordinator or Academic Training Supervisor. Please see Training Site Selection, Evaluation and Approval
Form (CIEIF-1) in Appendix B.

Orientation of Student Trainees

CIE Student Trainees are given an orientation about engineering training objectives and their roles and
responsibilities. The topics covered during the are:

e Introduction to Engineering Training

e Objectives and learning outcomes of the Engineering Training course.
e Responsibilities of Student Trainees

e Roles of Academic and Field Supervisors

e Assessment of Practical Training Performance
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e Generic or Soft Skills for Engineers
e Professional Ethics

e Industrial Safety

e Technical Preparedness

e Report Writing

e Oral Presentation

Follow-Up and Performance Assessment of Student Trainees

At the end of each Training period, Student Trainees will be awarded a grade based on the following:
e The Student Trainee’s performance at the site as reported by Field Supervisor.
e The training report and oral presentation prepared at the end of student training.

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

Training Site Visit by Academic Supervisor

The Academic Supervisor should conduct at least one visit to each of the training sites to discuss the training
progress with Field Supervisors and Student Trainees. In addition, the Academic Supervisor is required to
make regular telephone calls and/or emails to Student Trainees to get updates on the progress in
implementing their training plans and resolve any problems they might face.

Weekly Report

Student Trainees are required to prepare a weekly report that summarizes the training tasks and activities
assigned by the Field Supervisor. Weekly reports must be signed by the Field Supervisor and submitted to
the Academic Supervisor at the end of the training period.

Internship Report

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

Preparing First Draft

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where an illustrations, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.
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e Introduction: This section, considered as Chapter 1 of internship report, defines the nature of student
training, its duration, and some background information about the company/industry/organization
where student was trained. Student Trainee should also highlight the internship plan and the main
areas of the training in this section.

e Main body: The main body of the report shall comprise of two to three chapters. Each chapter will
discuss a different aspect of training. For example, the first chapter of the main body (i.e., Chapter 2
of student report) may briefly present the theoretical background concerning area of training, while
the other two chapters may describe the practical aspects of student training such as equipment
testing, fault analysis, repair and maintenance procedures, and other types of student field
experience in a logical sequence.

e Conclusion: In this chapter, Student Trainee will summarize the conclusions of the training report.
Accordingly, conclusion should be a logical outcome of the text presented in the main body of the
report.

Polishing the First Draft

Having completed the first draft in a typed form, students are now ready for the next step of polishing it.
Student should also be prepared to rewrite any major portions of the report if that is required to improve its
quality.

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

Preparing the Final Version

To finalize the training report, Student Trainees need to add the following:

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

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

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

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

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

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

Internship Presentation

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



a) Planning for oral presentation
b) Preparing visual aids
c) Preparing for Questions/Answers session

d) Getting ready for actual presentation

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

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

Presentation Format and Layout:
The following points should be observed while preparing the power point presentation slides:
a) Each slide shall contain only the key points.
b) Use large fonts so that it is easy for the audience to read the contents of the slides.
c) Use different colours to highlight the most important points.
d) Use animation effects where appropriate but do not overdo it.
e) Add graphics, charts, figures, and video clips, as appropriate.
Students may use the following layout for their presentation:

e The Title Slide: Contains the title of the presentation, name of presenter, name of Academic
Supervisor.

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

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

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

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

Presentation Day: On the day of the presentation:
a) Dress appropriately for the occasion.
b) Be calm and composed. Show self-confidence.

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

e)
f)
g)
h)
i)
i)
k)

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

Follow the instructions of the session chairperson regarding the presentation time.
Do not rush or talk too slowly.

Pause at key points to emphasize their significance.

Change your voice pitch and use appropriate gestures.

Maintain eye contact with the audience.

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

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

Internship Assessment by Field Supervisor

At the end of the training period, the Field Supervisor is required to evaluate the overall performance of the
Student Trainee using Internship Evaluation by Field Supervisor Form (CIEIF-4).

Internship Assessment by Academic Supervisor

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

Weekly Reports
Internship /Training Report
Internship Oral Presentation

Field Supervisor Evaluation Report

Using the Internship Evaluation by Academic Supervisor Form (CIEIF-3).



Appendices

J.  Course Description of the Internship/External Training

Course Title Engineering Training
Course Code CIE 499 Credit Hours: 4
Pre-Requisites Completion of 90 Credit Hours

Course Intended Learning Outcomes (CLO):

At the conclusion of this course, students will be able to:

CLO1: Apply and correlate their basic knowledge to CIE practical applications and solutions.

CLO2: Apply and correlate their specialized knowledge to CIE practical applications and solutions.

CLO3: Communicate effectively, orally and in writing

CLO4: Work effectively in multi-disciplinary teams.

CLOS: Enhance their lifelong learning skills by being able to learn on their own utilizing the various resources in
the work environment.

CLOG: Apply and correlate their knowledge of mathematics, science and engineering to solve engineering
problems.

CLO7: Demonstrate an understanding of professional and ethical responsibility and the need for professional
development.

CLOsS: Demonstrate an understanding of the impact of CIE solutions in a global, economic, environmental and

societal context.

Mapping of Course Learning Outcomes to Student Outcomes/Performance Indicators:

CLO 1 2 3 4 5 6 7 8
SO/PLO ] 8 3 5 7 1 4 2

Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A member of
CIE faculty assigned as Academic Supervisor will also visit the students at their training place at least once
during the training period.

Training Assessment

Field Supervisor Assessment 50%
External Training Report 30%
Weekly Reports 10%
Presentation and Q/As: 10%

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks to
Student Trainees on a daily or weekly basis in accordance with a training plan and evaluate their performance
in accomplishing given tasks. An Academic Supervisor from the Department of CIE will also direct the students
to achieve the learning outcomes of the External Training and will monitor students' progress too. The
Academic Supervisor will provide guidance to the students during the course of their training and instruct
them on how to make an effective presentation of their work, both orally and in writing.
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Report Writing

Two separate reports will be written following the guidelines given in the Training Manual. These reports will
describe the knowledge and skills acquired by the students during their External Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation shall
focus on the technical knowledge and skills acquired during the training.



K. Training Site Selection, Evaluation and Approval Form

CIEIF-1
Training Site Selection, Evaluation and Approval Form

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

Student’s Information
Full Name

Student ID

Phone Number
Academic Year
Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium 0O Large
No. of Employees

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

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

The work environment in the institution is safe o YES o NO
Training Period o From: oTo:
Academic Supervisor’s Approval

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

Academic Supervisor’s Name: Academic Supervisor’s Signature:
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L. Internship Registration Form

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

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

Internship Application and Registration Form

Student Nam

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:
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M. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

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

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]

[Title]

[Tel]

[Email]
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N. Internship Weekly Report Form

CIEIF-2
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

FUMTNEI COMMIEBNTS: ..oceeieeireiereettettete ettt et et eseeeae v e era et besbe e neesaesaesbesbesnssnsensesnees
Days Absent .......ccccevvevevvennnnne (DF VA IF- | T

Signatures

Field SUPErvisor .......cccoeeeeververenne. Date: vees [feveeiiiS .

Student e Date: ......... A YA



0. Internship Evaluation by Academic Supervisor Form

CIEIF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score Total Score
Weekly Reports (CIEIF2) 10%
External Training Report 30%
Internship Presentation 10%
Field Supervisor Evaluation (CIEIF4) 50%
Total 100%
Comments
Academic SUPEIVISOr: .cccvevececiciice e e Y

Signature Date
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P. Internship Evaluation by Field Supervisor Form

CIEIF-4
Internship Evaluation by Field Supervisor Form

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

Student ID
Student Name
Internship Site

Field Supervisor Name

Section A.

(To be completed by Student Trainee )

Section B.
(To be completed by Field Supervisor)

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

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

Performance Statement 1 2 3 4 5

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

Intern applied his/her technical knowledge in CIE in the field of their training.
Intern demonstrated effective communication skills.

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

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

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

Intern attended on time and regularly



Q. Student Trainee Feedback Form

CIEIF-5
Student Trainee Feedback Form

Student ID
Student Name
Academic Year
Semester
Internship Site

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

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

S No. Statement Rating

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

2 The training activities were relevant to my specialization field.

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

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

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

during the training

6 | achieved my training learning outcomes

Further Remarks:

(D | (<
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R. Academic Supervisor Feedback Form

Form CIEIF-6
Academic Supervisor Feedback Form

Academic Supervisor
Academic Year
Semester

Internship Site

Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

S No. Statement Rating

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

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

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

4 Field supervision for the trainees was excellent

5 Trainee achieved the training learning outcomes

Further Remarks:

Name and Signature: .......ccccevececeeennen, (D | <



Bachelor of Science in Mechanical Engineering

Introduction

This internship manual provides instructions and guidelines that help Mechanical Engineering (ME) students
to successfully complete their External Training (also called internship). It also provides guidelines for writing
the training report and preparing an exam at the end of the training period.

Engineering training is an essential component of all degree programs offered in the College of Engineering
and Information Technology (CEIT). It helps students relate the theoretical knowledge learned in classrooms
to the practical solutions of real-world problems, experience the professional work environment, and learn
how to behave responsibly and work efficiently in carrying out assigned tasks.

The External Training is conducted at various organizations related to the field of ME. The Engineering
Training course has specific objectives and learning outcomes, which must be explained to student trainees
by the Academic Supervisor at the beginning of the External Training. The final evaluation of student trainees’
performance at the end of the training period is based on how well they achieved these objectives and
outcomes. During their external training/internship, students are expected to:

e  Correlate their theoretical knowledge with professional practice.

e  Acquire additional technical knowledge and skills.

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

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

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

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

e Demonstrate at training sites that engineering students from AU are serious learners with positive

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

Internship Course Learning Outcomes (CLOs):

Upon completion of the external training, students will be able to:
CLO1: Demonstrate basic knowledge in mechanical engineering.
CLO2: Demonstrate specialized knowledge in mechanical engineering.
CLO3: Communicate effectively.
CLO4: Work in a multi-disciplinary team.
CLO5: Learn on their own, by utilizing various resources.

CLO6: Apply knowledge of mathematics, science, and engineering to solve problems.
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CLO7: Demonstrate understanding of professional and ethical responsibility.

CLO8: Demonstrate understanding of the impact of engineering solutions in a global, economic,
environmental, and societal context.

Mapping of Internship CLOs with ME Program Learning Outcomes
ME program learning outcomes (PLOs):

PLO# Program Learning Outcomes Statement

1 An ability to identify, formulate, and solve complex engineering problems by applying principles of
Engineering, Science, and Mathematics.

2 An ability to apply engineering design to produce solutions that meet specified needs with consideration of
public health, safety, and welfare, as well as global, cultural, social, environmental, and economic factors.

3 An ability to communicate effectively with a range of audiences.

4 An ability to recognize ethical and professional responsibilities in engineering situations and make informed
judgments, which must consider the impact of engineering solutions in global, economic, environmental,
and societal contexts.

5 An ability to function effectively on a team whose members together provide leadership, create a
collaborative and inclusive environment, establish goals, plan tasks, and meet objectives

6 An ability to develop and conduct appropriate experimentation, analyze and interpret data, and use
engineering judgment to draw conclusions.

7 An ability to acquire and apply new knowledge as needed, using appropriate learning strategies.

8 Broad knowledge in the field of mechanical engineering to be prepared to work professionally in either
thermal or mechanical systems. The broad knowledge shall encompass topics in thermofluids & energy
systems, and product design & manufacturing technology.

Mapping of the internship learning outcomes (CLOs) to the ME program learning outcomes (PLOs):

CLo 1 2 3 4 5 6 7 8
PLO 1 1,8 3 5 7 1 4 2

Internship Credit and Contact Hours

The Internship course in each program accounts for four (4) credit hours. Each student must spend 16 weeks
of training at an organization providing appropriate internship experience. The number of contact hours is
the sector's standard expectation (between 30 - 40 working hours per week in accordance with the internship
organization working hours). The student can conduct the internship over two 8-week periods during the
summer at the same or at different organizations. The students can register for 16 weeks internship during
the fall and spring semesters. No courses are allowed to be registered during the internship with the
exception of the final year project in the fall and spring semesters.

Monitoring of Student Trainees’ Progress

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

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

Weekly Reports (MEIF-2) 30%
Engineering Training Report 30%
Coursera 5%
Internship Presentation/ Viva 10%
Field Supervisor Evaluation (MEIF-4) 25%
Total 100%

External Training

The field supervisor will guide and supervise students at the site of practical training. He/she will assign tasks
to Student trainees on a daily or a weekly basis in accordance with the training plan and evaluate their
performance in accomplishing the assigned tasks. An academic supervisor from the department of ME will

also guide and mentor student trainees on how to achieve the desired objectives and learning outcomes of

the external training and will monitor students' progress too. The academic supervisor makes weekly follow-

up through telephone calls or emails with student trainees during the course of their training.

Responsibilities of the Student Trainee

The following are the responsibilities of Student trainees:

1. After the student trainee gets a confirmed placement at a training site, he/she must inform his/her

academic supervisor and provide all necessary details.

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

The academic supervisor will evaluate the Student trainees’ basic knowledge in the area of their
training. In case they are lacking in basic knowledge, they will be asked to refresh their theoretical
knowledge in that area before going to the training site.

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

While at the training site, student trainees must follow all safety instructions and other guidelines
given by their field supervisor.

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

Student trainees must work hard to acquire as much technical knowledge as possible about the type
of activity they are involved in. For this, they are required to try all possible ways to get the relevant
technical information from the internet, manuals, reports, catalogues, etc. Student trainee should
also ask questions at the site to clarify their understanding of the various technical matters.

Student trainees must enter a summary of the tasks they have performed in the “Weekly Activity Log
Form” provided to them. These tasks must have been performed either by the student trainee alone



AU INTERNSHIP MANUAL

or as a member of a team. At the end of every week, the student trainee must sign their weekly
activity log form for that week and get it signed by their field supervisor.

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

10. Student trainees must keenly observe how the tasks at the training site are accomplished and try to
understand the role of practicing engineers and their contribution in projects/assignments.

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

12. At the end of the training period, student trainees must thank all those who helped him/her at the
training site. They shall also confirm that their field supervisor has completed, signed and sent the
evaluation reports to the university.

13. Atthe end of training period, each student trainee is required to submit a training report, and take a
written examination, as per the guidelines given in Section 12 of this manual.

Internship/Training Registration Procedure

Students can register for internship using the online application form available on AU website at
https://ors.ajman.ac.ae/requests/newrequest.aspx. The criteria for registering engineering training course
are as follows:

e Only senior students who completed at least 90 credit hours are eligible to apply for engineering
training course.

e Training request form to be filled online using students’ online registration system.
e Trainig request must be approved by the head of department/training co-ordinator.

e Once the above conditions have been met, the registration office will sign the students up for the
engineering training course.

Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of student trainees in
appropriate private or public organizations that operate in the fields related to ME. Masaar Career Excellence
(MCE) will also assist in the placement of students for internship through their contacts with AU partners and
external organizations. Training locations proposed by students are also acceptable if they fulfil the criteria
given in the training site selection form and approved by the training coordinator or academic supervisor.
Please see Training Site Selection, Evaluation and Approval Form (MEIF-1) in Appendix B.

Orientation of Student Trainees

ME student trainees are given an orientation about engineering training objectives and their roles and
responsibilities, which is conducted before the external training. The topics covered before the external
training are:
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e  Objectives and learning outcomes of the engineering training course.
e  Responsibilities of student trainees

e  Roles of academic and field supervisors

e  Professional ethics

e Industrial safety

. Report writing

Follow-Up and Performance Assessment of Student Trainees

At the end of the training period, student trainees will be awarded a grade based on the following:
e  The student trainee’s performance at the site as reported by field supervisor.
e  The training report submitted by each student at the end of training.
e  Evaluation of the weekly activity log forms by the academic supervisor.

° A written exam

Training site visits by the academic supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training sites (especially for
new training sites) to discuss the training progress with field Supervisors and student trainees. In addition,
the academic supervisor is required to make regular telephone calls and/or emails to student trainees to get
updates on the progress in implementing their training plans and resolve any problems they might face.

Weekly Report

Student trainees are required to prepare a weekly report that summarizes the training tasks and activities
assigned by the field supervisor. Weekly reports must be signed by the field supervisor and submitted to the
academic supervisor at the end of the training period.

Internship Report

Student trainees are required to prepare and submit an internship report. In the report student trainees
should describe in details the knowledge and skills acquired during their training period. The following
sections provide guidelines that help student trainees to prepare their training report.

Preparing first draft

The first important step in preparing the first draft of internship report is to gather all relevant information.
For this purpose, student will primarily rely on their training log notebook and technical manuals related to
the training work and other information gathered from the internet resources or textbooks.

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where an illustration, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.
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e Introduction: This section, considered as Chapter 1 of internship report, defines the nature of
student training, its duration, and some background information about the
company/industry/organization where student was trained. Student trainee should also highlight the
internship plan and the main areas of the training in this section.

e  Main body: The main body of the report shall comprise of two to three chapters. Each chapter will
discuss a different aspect of training. For example, the first chapter of the main body (i.e., Chapter 2
of student report) may briefly present the theoretical background concerning area of training, while
the other two chapters may describe the practical aspects of student training such as equipment
testing, fault analysis, repair and maintenance procedures, and other types of student field
experience in a logical sequence.

e  Conclusion: In this chapter, Student trainee shall summarize the conclusions of the training report.
Accordingly, conclusion should be a logical outcome of the text presented in the main body of the
report.

Polishing the first draft

Having completed the first draft in a typed form, students are now ready for the next step of polishing it.
Student should also be prepared to rewrite any major portions of the report if that is required to improve its
quality.

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

Preparing the final version

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

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

e Acknowledgment: After the title page, student may add an acknowledgment page to thank the
person(s), such as field supervisor, and academic supervisor.

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

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

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

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

Internship Assessment by Field Supervisor

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



Internship Assessment by Academic Supervisor

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

. Weekly reports

. Internship report

. Field supervisor evaluation report
. Written exam

Using the Internship Evaluation by Academic Supervisor Form (MEIF-3).
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Appendices

A. Course Description of the Internship/External Training

Course Syllabus

College: College of Engineering & Information Technology (CEIT)
Department: Engineering Training

Program: Mechanical Engineering

Academic Year: 20xx - 20xx

Semester: 1 Fall 1 Spring 1 Summer

Course Title Engineering Training Course Code

Number of Credit Hours, Contact Hours, and Prerequisites:

Credit Hours: 4 Theory: N/A  Lab: N/A Tutorial: N/A
Contact Hours: 480 - 640 Theory: N/A Lab: N/A Tutorial: N/A
Prerequisite(s) (if any) Completion of 90 Credit Hours

Co-requisite(s) (if any)

Instructor’s Name and Contact Information:
Name Office No.

E-mail Office Tel.

Catalog Course Description:

External Training

The Field supervisor will guide and supervise students at the site of practical training. He will assign tasks to
student trainees on a daily or weekly basis in accordance with a training plan and evaluate their performance
in accomplishing given tasks. An academic supervisor from the department of ME will also direct the students
to achieve the learning outcomes of the external training and will monitor students' progress too. The
academic supervisor will provide guidance to the students during the course of their training and instruct

MEC 499

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

Report Writing

Reports will be written following the guidelines given in the training manual. These reports will describe the

knowledge and skills acquired by the students during their external training.



Course Learning Outcomes (CLOs):

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

Course Learning Outcomes (CLOs) Corresponding Program Learning
Outcomes (PLOs)
Demonstrate basic knowledge in mechanical engineering. 1
Demonstrate specialized knowledge in mechanical engineering. 1,8
Communicate effectively. 3
Work in a multi-disciplinary team. 5
Learn on their own, by utilizing various resources. 7
Apply knowledge of mathematics, science, and engineering to solve 1
problems.
Demonstrate understanding of professional and ethical responsibility. 4
Demonstrate understanding of the impact of engineering solutions in a global, 2
economic, environmental, and societal context.
CLOs Assessment tools:
CLO # Assessment Tool(s)

1 Field supervisor assessment

2 Training report, Field supervisor assessment and assessment by academic supervisor

3 Field supervisor assessment

4 Field supervisor assessment

5 Field supervisor assessment and assessment by academic supervisor

6 Training report

7 Training report and Field supervisor assessment

Assessment of the Internship:

Assessment Tool Assessment Date Total Score (%)
Weekly Reports (MEIF-2) 'kly 30
Engineering Training Report End of training 30
Coursera During training period 5
Internship Presentation/ Viva After completing training 10
Field Supervisor Evaluation (MEIF-4) Last week of training 25

A field supervisor will monitor the students on day-to-day basis during their external training. A member of
ME faculty assigned as academic supervisor will also visit the students at their training place at least once
during the training period.

Teaching and learning methodologies, including any use of online instruction:

Hands on training sessions, service manuals, user manuals and online resources
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Grading System:

The University uses the relative grading system, which is based on a four-point scale. An overall grade will be
assigned on the following grading scale.

Undergraduate:
Grades A B+ B C+ C D+ D F
Points 4.0 3.5 3.0 2.5 2.0 1.5 1.0 0
Marks % 90-100 85-89 80-84 75-79 70-74 65-69 60-64 <60

For more details, refer to the Undergraduate Student Catalog.

Link: https://www.ajman.ac.ae/en/admissions/undergraduate/undergraduate-student-catalog

Graduate:
Grades A B+ B C+ C F
Points 4.0 3.5 3.0 2.5 2.0 0
Marks % 90-100 85-89 80-84 75-79 70-74 <70

For more details, refer to the Graduate Student Catalog.

Link: https://www.ajman.ac.ae/en/admissions/graduate/graduate-student-catalog

Instructor’s Signature: Date:

Head of Department’s Signature: Date:
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B. Training Site Selection, Evaluation and Approval Form

MEIF-1
Training Site Selection, Evaluation and Approval Form

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

Student’s Information
Full Name

Student ID

Phone Number
Academic Year
Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium O Large
No. of Employees

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

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

The work environment in the institution is safe o YES o NO
Training Period o From: oTo:
Academic Supervisor’s Approval

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

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

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

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

Internship Application and Registration Form

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA:
Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External Training before?

Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail:
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D. Internship Request Letter Template

[Date]

To:

[Name of the Contact Person]
[Company Name]

[Company Address]

Dear [Name],

Kindly accept my sincere appreciation and thanks for your cooperation with Ajman University. With this
letter, | would like to request your approval for [Student Name], [Student ID] who is a registered student in
the ME department to be attached as trainee in [Company’s Department] at [Company Name]. The student,
as per his/her degree requirements must complete a total of [Number of Hours] commencing on [Internship
Start Date] and ending by [Internship End Date] with the total hours in each internship week between 30 to
40 hours.

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]

[Title]

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

MEIF-2
Student Weekly Activity Log

Student ID
Student Name
Company/Organization Name

Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

FUPNET COMMENTS: .ottt et st es e sbe et aenresae s eeraan
Days Absent ......ccceeeeeeveienennes Days Late....occveevervenenennn

Signatures:

Field SUPErvisor ........ccccveeeeeeenenen. Date: ......... YA YA

L] (0T [=] o | SRR Date: ......... Y Y



F. Internship Evaluation by Academic Supervisor Form

MEIF-3
Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Weekly Reports (MEIF-2) 30%
Engineering Training Report 30%
Coursera 5%
Internship Presentation/ Viva 10%
Field Supervisor Evaluation (MEIF-4) 25%
Total 100%

Comments

Academic SUPEIVISOr: .....cceeveveeeeveveeecrennns Date ........ Y .

Signature
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G. Internship Evaluation by Field Supervisor Form

MEIF-4
Internship Evaluation by Field Supervisor Form

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

Student ID

Student Name

Internship Site

Field supervisor name

Section A.

(To be completed by Student trainee)

Section B.
(To be completed by Field Supervisor)

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

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

Performance Statement 1 2 3 4 5

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

2 Intern applied his/her technical knowledge in ME in the field of their training.
3 Intern demonstrated effective communication skills.

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

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

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

7 Intern attended on time and regularly



H. Student trainee Feedback Form

MEIF-5
Student trainee Feedback Form

Student ID
Student Name
Academic Year
Semester

Internship Site

. Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
.. Place a (V) in the appropriate box for each item.

S No. Statement Rating

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

2 The training activities were relevant to my specialization field.

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

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

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

during the training.

6 | achieved my training learning outcomes.

Further Remarks:

(D | (<
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I. Academic Supervisor Feedback Form

Form MEIF-6
Academic Supervisor Feedback Form

Academic supervisor
Academic year
Semester

Internship site

Please rate the following statements using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree.
Place a (V) in the appropriate box next to each item.

S No. Statement Rating

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

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

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

4 Field supervision for the trainees was excellent.

5 Trainee achieved the training learning outcomes.

Further Remarks:

Name and Signature: ........ccoceeveeeverennene. Date: .ovviveerie e,



Bachelor of Science in Computer Engineering

Introduction

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

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

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

e Correlate their theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of their training.

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

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

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

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

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

Internship Learning Outcomes (CLOs):

Upon completion of the External Training, students will be able to:

ClLOa Apply knowledge and skills to solve problem in computer engineering related area.
CLOb Prepare technical reports.

ClLOc Work collaboratively as a member of a team.

CLod Engage in effective communication.

ClOe Take initiative and work independently.

CLOf Handle appropriately ethical and professional responsibility.
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Mapping of Internship CLOs with CE Program Learning Outcomes
Mapping of Course Learning Outcomes to Program Learning Outcomes:

PLO# Program Learning Outcomes Statement

1 An ability to identify, formulate, and solve complex engineering problems by applying principles of
engineering, science, and mathematics.

2 An ability to apply engineering design to produce solutions that meet specified needs with consideration
of public health, safety, and welfare, as well as global, cultural, social, environmental, and economic
factors.

3 An ability to communicate effectively with a range of audiences.

4 An ability to recognize ethical and professional responsibilities in engineering situations and make

informed judgments, which must consider the impact of engineering solutions in global, economic,
environmental, and societal contexts.

5 An ability to function effectively on a team whose members together provide leadership, create a
collaborative and inclusive environment, establish goals, plan tasks, and meet objectives.

6 An ability to develop and conduct appropriate experimentation, analyze and interpret data, and use
engineering judgment to draw conclusions.

7 An ability to acquire and apply new knowledge as needed, using appropriate learning strategies.
8 An ability to explain and apply specialized knowledge in the field of computer engineering and related
areas.
CcLo a b c d e f
PLO 2 3 5 3 7 4

Internship Credit and Contact Hours

The Computer Engineering Internship course accounts for 3 credit hours of the Computer Engineering
program and students receive grades based on their performance during both the External Training
periods. The student registered in this course must complete an External Training of 16 weeks, where the
total number of hours that the intern is required to complete in each week of their training period should
not exceed 40 hours per week and should not be less than 30 hours per week.

Training Process and Monitoring

The Field Supervisor guides and supervise students at the site of practical training, and assigns tasks to
trainee students on a daily or weekly basis in accordance with the training plan and evaluate their
performance in accomplishing given tasks. An Academic Supervisor from the Department of Electrical and
Computer Engineering also directs the students to achieve the desired objectives of practical training and
is responsible of monitoring students' progress. The Academic Supervisor keeps in contact with the Field
Supervisor, and provides guidance to the students during the course of their training and instructs them
on how to make an effective presentation of their work, both orally and in writing. The Academic
Supervisor also visits students at their training places at least once during the training period to discuss
with the Field Supervisor the training plan and the progress made by the trainee student. In case, when
the in-person visit to the site is not possible, the Academic Supervisor checks the progress of the students
by correspondence with the Field Supervisor.



Internship Assessment

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

Field Supervisor’s assessment for the trainee student 45%
Assessment of External Training by the Academic Supervisor 20%
Assessment of the weekly reports of the External Training by the 15%

Academic Supervisor

Assessment of trainee presentation by a departmental committee 20%

Responsibilities of the Student Trainee

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

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

The student must have the approval of the Internship Coordinator of the Computer Engineering
Program before confirm his/her place for Internship. The Internship Coordinator checks whether
the training offered to the student is in line with the program objectives and outcomes.

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

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

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

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

It is expected from a student trainee to work to his/her full potential to acquire as much technical
knowledge as possible about the type of activity they are involved at the training site. For this, try
all possible ways to get the needed technical information from the Internet, manuals, reports,
catalogues, etc. Student trainee should also ask questions at the site to clarify their understanding
of the subject matter.

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

Prepare a training Logbook for the daily notes about their work at the training site. The notes shall
be brief but to the point. Any problems encountered and how they were solved must be entered
in the Training log notebook, which will be helpful when they start writing their training report at
the completion of the training period.
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e Student trainee must keenly observe how the tasks at the training site are accomplished and try
to understand the role of a practicing engineer and his contribution in successful completion of
projects/assignments.

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

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

e Student trainee must prepare a training report as well as an oral presentation (using Power Point)
at the end of the training session according to the guidelines in Section 11.

Internship/Training Registration Procedure

Students can register for internship using the online application form available at
https://ors.ajman.ac.ae/requests/newrequest.aspx. A student is eligible for the Training after he/she has
completed at least 99 credit hours. The criteria for registering Computer Engineering Internship course are
as follows:

e Only senior students who completed at least 99 credit hours are eligible to apply for Engineering
Training course.

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

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

e Once the training request is approved, Computer Engineering Internship course is added to the
student’s registered courses.

Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of Computer Engineering and its
related fields. Training locations proposed by students are also accepted if they fulfil the required training
site selection criteria and approved by the training coordinator or academic supervisor. Please refer to the
Training Site Selection, Evaluation and Approval Form in Appendix | for details.

Orientation of Trainee Students

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

e Objectives and learning outcomes of the Engineering Training course
e Responsibilities of Trainee Students

e Roles of Academic and Field Supervisors

e Assessment of Practical Training Performance

e Generic or Soft Skills for Engineers

e Professional Ethics

e Technical Preparedness

e Report Writing

e Oral Presentation


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

Follow-Up and Performance Assessment of Student Trainees
At the end of Engineering Training period, student trainees will be awarded a grade based on the following:

e Student performance at the site as reported by Field Supervisor.
e The training report and oral presentation prepared at the end of student training.
e Evaluation of the weekly activity log forms by the Academic Supervisor.

Training Site Visit by Academic Supervisor

The Academic Supervisor is required to conduct at least one visit to each of the training site (especially for
new training sites) to discuss the training progress with the Field Supervisor and the Student Trainee. In
case, when the in-person visit to the site is not possible, the Academic Supervisor checks the progress of
the students by correspondence with the Field Supervisor.

Weekly Reports

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

Internship Reports

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

Preparing First Draft

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the ideas are
classified in groups and subgroups, all arranged in a logical order. The outline can be refined later as writing
proceeds. The first draft of the report is merely an expansion of the outline. Student primary concern in
writing the first draft should be to concentrate on developing ideas. As student goes along, decide where
an illustration, block diagrams, schematics, graphs, tables or images would help to clarify the point.
Students’ first draft should contain the following three major sections.

1. Introduction: This section, considered as Chapter 1 of internship report, defines the nature of student
training, its duration, and some background information about the company/industry/organization
where student was trained. Student Trainee should also highlight the main areas of the training in
this section.

2. Main body: The main body of the report shall comprise of two to three chapters. Each chapter will
discuss a different aspect of the training. For example, the first chapter of the main body (i.e., Chapter
2 of student report) may briefly present the theoretical background concerning area of training, while
the other two chapters may describe the practical aspects of student training such as equipment
testing, fault analysis, repair and maintenance procedures, and other types of student field experience
in a logical sequence.
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3. Conclusion: In this chapter, student trainee will summarize the conclusions of the training report.
Accordingly, conclusion should be a logical outcome of the text presented in the main body of the
report.

Polishing the First Draft

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

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

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

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

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

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

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

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

Before binding the training report, the student should proofread it carefully from the beginning to the
end for any spelling or typographical errors before submitting it to the Academic Supervisor for
evaluation.

Internship Presentation

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

a) Planning for oral presentation
b) Preparing visual aids
c) Preparing for Questions/Answers session

d) Getting ready for actual presentation



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

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

Presentation format and layout:
The following points should be observed while preparing presentation slides:
a) Each slide shall contain only the key points.
b) Use large fonts so that it is easy for the audience to read the contents of the slides.
c) Use different colours to highlight the most important points.
d) Use animation effects where appropriate but do not overdo it.

e) Add graphics, charts, figures, and video clips, as appropriate.

Students may use the following sequence for slides:

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

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

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

Questions/Answers Session:

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

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

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

e) Follow the instructions of the session chairperson regarding the presentation time.
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f) Do not rush or talk too slowly.

g) Pause at key points to emphasize their significance.

h) Change your voice pitch and use appropriate gestures.

i) Maintain eye contact with the audience.

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

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

Internship Assessment by Field Supervisor

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

Internship Assessment by Academic Supervisor

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

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

e  Field Supervisor Evaluation Report



Appendices

A. Course Description of the Internship/External Training

Course Title Computer Engineering Internship
Course Code COE 401 Credit Hours: 3
Pre-Requisites Completion of 99 Credit Hours

Course Intended Learning Outcomes (CLO):
At the conclusion of this course, students will be able to:
ClLoa Apply knowledge and skills to solve problem in computer engineering related area.
CLOb Prepare technical reports.
ClOc Work collaboratively as a member of a team.
cLod Engage in effective communication.
ClOoe Take initiative and work independently.

CLof Handle appropriately ethical and professional responsibility.

Mapping of Course Learning Outcomes to Student Outcomes/Performance Indicators:

CLO a b c d e f
PLO 2 3 5 3 7 4

Monitoring of Students’ Progress

A Field Supervisor will monitor the students on day-to-day basis during their External Training. A member of
CE faculty assigned as Academic Supervisor will also visit the students at their training place at least once
during the training period.

Training Assessment

Field Supervisor Assessment 45%
Academic Supervisor Assessment 20%
Weekly Reports 15%
Presentation and Q/As: 20%

External Training

The Field Supervisor will guide and supervise students at the site of practical training. He will assign tasks to
trainee students on a daily or weekly basis in accordance with a training plan and evaluate their performance
in accomplishing given tasks. An academic supervisor from the Department of Electrical and Computer
Engineering will also direct the students to achieve the learning outcomes of the External Training and will
monitor students' progress too. The Academic Supervisor will provide guidance to the students during the
course of their training and instruct them on how to make an effective presentation of their work, both orally
and in writing.
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Report Writing

A report will be written following the guidelines given in the Training Manual. The report will describe the
knowledge and skills acquired by the students during their External Training.

Oral Presentation

A Power-Point presentation will be prepared for fifteen-minute presentation session. The presentation shall
focus on the technical knowledge and skills acquired during the training.



Internship Registration Form

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

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

Training request and complete your application online.

Internship Application and Registration Form

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA: Total Hours Registered in the Current Semester

Mobile no.

Email address:

Have you registered for External Training before? Yes No

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

E-mail Emirate
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Internship Request Letter Template

[Date]
To:
[Name of the Contact Person]

[Company Name]

[Company Address]

Dear [Name],

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

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

engineering and its related domains.

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name]
[Title]

[Tel]

[Email]

| 172 |



Internship Weekly Report Form
Student Weekly Activity Log
Student ID
Student Name
Company/Organization Name
Week Number From: To:

Training Tasks/ Activities

Task Department Day Date Hours#

Total Hours

Further Comments:

Days Absent .......cccoeevevvvvviennns

Days Late....ccccovveeeniveccennnenns

Signatures

Field SUPErViSOr .......cccoecveveveevevenenen. Date: ......... Y 2T -

1] (T (=] o | TR Date: oo foveveiii e



AU INTERNSHIP MANUAL

Internship Evaluation by Academic Supervisor Form

Internship Evaluation by Academic Supervisor Form

Student ID
Student Name
Academic Year Semester

Internship Site

Training Assessment

Performance category/ criteria Student Score
Weekly Reports

External Training Assessment by Academic Supervisor

Internship Presentation & Evaluation

Field Supervisor Evaluation

Total

Comments

Academic SUPErVISOr: ......ccccecveevvveereeseeenen.

Signature

Total Score
15%

20%

20%

45%

100%

.......... /..../
Date



Internship Evaluation by Field Supervisor Form

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

Training Assessment by Field Supervisor
Academic Year 2019-2020
Form 1

Please fill in the information required below, including
the student’s grades and the send this form to Ajman
University (Training Center) before the end of the
training period.

Student’s Information

Full Name

ID number

Major

Training Institution’s Information
Institution’s Name

Department(s)

Field supervisor

Position/Job title

Tel. No.

P.O. Box

Fax

Email

Training Period From:
S. Training Objectives
1 Application of basic work skills

(communication and development skills,
attitude towards co-workers & customers)

2 Ability to produce technical reports and work
as team member

3 Ability to take initiative
4 Behavior and ethics

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

6 Ability to understand the training plan
Total Mark (out of 30)

Gleed! G all Gyl oy (Ul s
20__-20__ (palnll plal
1 8)lesiuw
I Wloly CIUall ol @l ! gi99 0UoT blud! dixad (22,0
syl 828 el b Amolanlly opoldl 3550

Cydiell Gleglae
Jo1 el
el 03]
ezl
Ul gd Qi I Aol e Ologlan
duuawall ool
dald! pludYl
Gl G el
A RPN
duwwgoll LiSla
Sl Ggdiuall
Sl
QA I
To: Coyill dka3)l 8]

Score oyl CBlual

(1-5)

UiVl ©hlgs) Joall dpladl Bjlaall (e
(Daadly Joadl Do) (po 2B gall ¢ pglailly

G2sd (0 gwanS Jaally &S )5 slae) (e 8)aa)

okl daf e 8yuall

el bluaily gl
(lsly I yias %25 po ASY QL) dudslgall

Gyl dlas Oladuwl Le 8yaall

aslglamal  (30)
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Name & Signature .......ccevvevecverienre e e e [DF ] (-

Organization stamp

| 176 |



Field Supervisor Survey Form

SURVEY FORM FOR FIELD SUPERVISORS (External Training)

Please answer each of the following items corresponding to knowledge/skills/competencies of Computer
Engineering trainee students from AU. Thanks!

1. Poor 2. Progressing 3. Satisfactory 4. Good 5. Excellent

No. Knowledge/Skills/Competencies 1 2 3 4 5
1 Ability to identify, formulate, and solve engineering problems

2 Apply engineering design to produce solutions with consideration of the
impact of engineering solutions in public health, safety, and welfare, as
well as global, cultural, social, environmental, and economic factors.

3 Communication skills (Oral)
4 Communication skills (Written)

5 Ability to recognize ethical and professional responsibilities in
engineering situations and make informed judgments

6 Ability to work as a team member

7 Develop and conduct appropriate experimentation, analyze and
interpret data, and use engineering judgment to draw conclusions.

8 Ability to acquire and apply new knowledge as needed

9 Specialized knowledge in the field of computer engineering and related
areas.

10  The trainee student has the skills required for this training

11 | The trainee student achieved the objectives of the training successfully

Comments/Suggestions (if any):
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B. Trainee Student Feedback Form

SURVEY FORM FOR TRAINEE STUDENTS (External Training)

Please answer each of the following questions by putting « in the appropriate column for each question.
Thanks!

No. Statement Strongly Agree Neutral Disagree Strongly
Agree Disagree

1 I was able to correlate my theoretical
knowledge with professional practice during
my training period.

2 The training helped me to acquire additional
technical knowledge related to my field of
studies.

3 The training helped me to improve my

communication skills, both oral and writing.

4 The training helped me to acquire and apply
new knowledge as needed

5 The training helped me to develop self-
confidence in handling the assigned tasks in
real life.

6 The training helped me to understand the
significance of teamwork and the importance
of a responsible team member.

7 The training helped me to learn the importance
of professional responsibility and ethical
responsibility.

Please write your comments, suggestions, and feelings about the whole training program. You may continue
writing on the other side of this sheet.



Bachelor of Science in Information Systems
(Project Management, E-Business Management)

Preface

Internship is a form of experiential learning that integrates classroom knowledge with practical application
and skills development in a professional setting. Internships allow students to gain valuable applied
experience, make connections in professional fields they are considering for career paths, and enable
employers to guide and evaluate talent. Internships will also help students get an inside overview of the
functioning of companies in the real world, gain insight into the human side within the company, and better
understand operations and hierarchy. Students would be placed in an internship that is aligned with their
learning goals, provides adequate supervision, and allows them to apply their classroom learning to real-
world experiences and enhance their knowledge and skills.

Mission statement

The mission of supervised internship experience is to provide students at The Information Technology
department with an opportunity to practice what they have learned in the classroom and help bridge the gap
between theory and real work environment practice.
Internship Learning Outcomes
Upon successful completion of the internship, the student will be able to:

a. Apply core knowledge and skills to solve computing problems in a real working environment.

b. Deliver an effective presentation in subject matter to a technical audience.

€. Produce technical reports.

d. Work collaboratively as a member of a team.

e. Resolve ethical, legal, and societal issues related to computing.

Program Learning Outcomes
Graduates of the program will be able to:

1. PLO#1: Analyze a complex computing problem and to apply principles of computing and
other relevant disciplines to identify solutions.

2. PLO#2: Design, implement, and evaluate a computing-based solution to meet a given set
of computing requirements in the context of the program’s discipline.

3. PLO#3: Communicate effectively in a variety of professional contexts.

4. PLO#4: Recognize professional responsibilities and make informed judgments in
computing practice based on legal and ethical principles.

| 179 |
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5. PLO#5: Function effectively as a member or leader of a team engaged in activities
appropriate to the program’s discipline.

6. PLO#6: Support the delivery, use, and management of information systems within
an information systems environment.

7. PLO#7: Discuss innovation, entrepreneurship, and sustainability practices in computing.

Internship Credit and Contact Hours

The Internship course in each program accounts for 3 credit hours. Each student is required to spend 16
weeks at an organization providing appropriate internship experience. The number of contact hours is the
sector normal expectation that is expected to be at least 30 working hours per week. The student can
conduct the internship over two 8-week periods during the summer vacations at the same or different
organizations.

Monitoring of Student Trainee Progress

The field supervisor will monitor a student trainee on a regular basis during their internship experience. A
faculty member from the Information Technology department assigned, as an academic supervisor who will
discuss with the field supervisor the training plan at the start of the internship and monitor the progress of
the students by arranging at least one visit during the internship period.

Internship Grading and Assessment

A trainee student will be assessed at the end of a 16-week internship period. In case the student conducts
the internship over a two 8-week periods, the student will be assessed at the end of each of the two 8-week
internship periods and the final grade will be the average of the two grades awarded at the end of each 8-
weel period. The Internship assessment procedure is fully described in the respective course syllabus of the
Internship course for all the programs offered by the Information Technology department, see Information
Technology, Information Systems, and Data Analytics Internship Course Syllabi, pages 11, 143, and 17
respectively.

Internship assessment incorporates the following elements:

i. Attendance: if a trainee absence exceeds 25 percentage of the internship period,
the trainee is deemed to have failed the internship and must repeat the internship
program.

ii. Plagiarism: students submitting or presenting plagiarized material will be
referred to the appropriate University body for disciplinary action as per university
policies and procedures.

iii. The field supervisor assesses the trainee performance as per Form 2, Field
Supervisor Student Assessment

iv. The assessment of the Oral Examination Committee (40%) as per Form 3, Oral
Internship Examination Committee Assessment.

The final grade is to be approved by the Head of the Department and College’s Dean.

An original copy of the final grade is to be sent to the Admission and Registration Office to be included in the
student’s academic record at the end of the semester in which the student performed the internship.



Grades are to be submitted to the Admission and Registration Office within three weeks from the end of the
internship, otherwise the grades are entered in the student transcript the following semester.

Internship Management & Responsibilities

1. Student Internship responsibilities

Vi.

Vii.

To be available, and on time, for scheduled activities.

To notify both the field supervisor and academic supervisor, in advance, of necessary
absences.

To be formally dressed and appropriate for the respective work place.
To plan and carry out all assignments in a prompt and professional manner.

To submit to the academic supervisor a weekly e-mail report summarizing daily
activities during the previous week.

To maintain a journal of daily activities throughout the internship.

To submit a final report (which conforms to the guidelines provided) by the
deadline specified by the academic supervisor.

viii. To attend internship presentation, as scheduled, and to maintain

regular e-mail/telephone communication with the Academic Supervisor.

2. Internship Coordinator Responsibilities

The internship coordinator is a faculty member within the department who has the following

responsivity:

Vi.

Announcing the internship registration notice before or at the start of each semester.
Giving final approval for site selection, ensuring the internship:

e is appropriate for the student’s major in consultation with the institution offering the
internship,

e provide pertinent work experience, and
e has adequate academic merit.

Communicating with the internship providers and securing their approval (by telephone,
fax, or email)

. Publishing the final internship timetables, with copies to the head of the

department and the Admission and Registration Office before commencement of
the internship.

Preparing the assessment questionnaires for trainees, the academic Supervisor and
the internship provider, then collecting the completed questionnaires and sending
them to the respective head of the department.

Ensuring that prospective internship or experiential education sites:
e are safe and reputable environments for students;

e meet all national employment and other relevant laws and regulations.
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vii. Providing an orientation for students as to the skills, behaviours and knowledge
which they need to succeed in the work environment.

3. College Dean Responsibilities:
i. Oversee the internship program implementation.
ii. Approving the academic supervisors’ list nominated by heads of departments.
ili. Approving the assessment results.
4. Head of Department Responsibilities
i. Ensuring the suitability of the internship site.
ii. Nominating the academic supervisors and getting the College Dean’s approval.
5. Academic Supervisor Responsibilities

i. Following up students at their internship sites to ensure the implementation of the
internship plan.

ii. Helping students understand and appreciate the aims of the internship and the
skills and patterns of behavior necessary for ensuring its success.

iili. Guiding students to the technicalities of writing the final internship report
and the content of the presentation to be made before the oral examination
committee.

iv. Reviewing students’ weekly reports signed by the field supervisors.

V. Conducting at least one visit to the internship site to assess the internship
environment and establish contact between the student, and the field supervisor.

6. Field Supervisor Responsibilities

i. Familiarize the student with the working environment and establish a schedule of work
activities.

ii. Notify the academic supervisor immediately of any problems arising out
of association with, attendance, or supervision of, the student.

iii. Ensure the quality of the field supervision.

iv. Approving the weekly report drafted by the student in accordance with tasks specified in
the plan.

V. Submit a final written evaluation of the trainee performance.
7. Follow up of Students Internship Abroad
In the case of a student is taking his/her internship outside the UAE, follow-up
should be ensured by means of email, telephone, fax, or any other audio-visual
communication tool, in addition to the weekly report.
Student’s performance
1. The Student’s Report

The student report should contain the following information:



i. Information about the institution providing the internship.
il. Work carried out during the internship period.

iii. The relation between the work done during the internship and the student’s
major (the relation between theory and practice).

iv. The strengths and weaknesses of the work carried out during the internship from
the student’s point of view.

V. The extent to which this work can be useful to the student after graduation.
2. Preparing the first draft of the report

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order
for presentation. This can be achieved by developing a brief outline in such a way that the ideas are
classified in groups and subgroups, all arranged in a logical order. The outline can be refined later as
writing proceeds. The first draft of the report is merely an expansion of the outline. Student primary
concern in writing the first draft should be to concentrate on developing ideas. As student go along,
decide where illustrations, block diagrams, schematics, graphs, tables or images would help to clarify the
point. Students’ first draft should contain the following three major sections.

i. Introduction: This section, considered as Chapter 1 of internship report, defines the
nature of student training, its duration, and some background information about the
company/industry/organization where student was trained. Student Trainee should also
highlight the main areas of the training in this section.

ii. Main body: The main body of the report shall comprise of two to three chapters. Each
chapter will discuss a different aspect of the internship experience. For example, the first
chapter of the main body (i.e., Chapter 2 of the report) may briefly present the theoretical
background concerning area of training, while the other two chapters may describe the
practical aspects of student training such as software requirement analysis, design, and
implementation; software and hardware testing; fault analysis; repair and maintenance
procedures; and other types of student field experience in a logical sequence.

iii. Conclusion: In this chapter, student trainee will summarize the conclusions of the
internship experience. Accordingly, conclusions should be a logical outcome of the text
presented in the main body of the report.

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. The student should critically review the first draft to delete unnecessary details and add any missing
information. Student should also be prepared to rewrite any major portions of the report if that is
required to improve its quality. Having done that, it is now time for carefully reviewing the modified
report, checking the grammar, sentence structure, spellings, continuity of sentences, and smooth
transition from paragraph to paragraph.

4. Preparing the Final Version

To finalize the training report, the student trainee needs to add the following additional pages:
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i. Title Page: The title page shall include the name of the university and its logo as well as
the name of the college and department. Student shall also include the title of the
report, their name, ID number, and the training period (for example: 15-6-2002 to 30-7-
2002).

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

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

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

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

Before binding the training report, the student should proofread it carefully from the beginning to
the end for any spelling or typographical errors before submitting it to the academic supervisor for
evaluation.

Internship Presentation

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

i. Planning for oral presentation
ii. Preparing visual aids
iii. Preparing for Questions/Answers session
iv. Getting ready for actual presentation
1. Planning for Oral Presentation

The student needs to follow the following steps:

e |dentify relevant content

e Choose a suitable title for the presentation

e Collect all necessary supporting material

e |dentify the main points to be conveyed to the audience

® Present the material in logical sequence

® Determine the number of slides needed for their presentation

e |dentify main points for each slide and give each slide a title
2. Presentation format and layout

The following points should be observed while preparing presentation slides:

° Each slide shall contain only the key points.



. Use large fonts so that it is easy for the audience to read the contents of the slides.
. Use different colours to highlight the most important points.
° Use animation effects where appropriate but do not overdo it.

. Add graphics, charts, figures, and video clips,
as appropriate. Students may use the
following sequence for slides:

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

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

Body Slides: Cover all the major topics of the presentation with figures, charts, tables, pictures, etc.
0

Conclusion Slide: Should include a summary of the main conclusions of the training experience.
3. Questions/Answers Session
Students should be prepared to answer questions related to their internship experience; they
must do their homework so that they are reasonably prepared for this session.
Field Supervisor’s Report
The field supervisor’s report consists of:
i. Student’s attendance.

ii. The extent to which the student was academically prepared for the internship
experience.

iii. The student’s compliance with the organization’s guidelines and procedures.
iv. Skills learned.

V. Knowledge and skills lacking in the trainee.

vi. Trainee strengths and weaknesses

vii. The extent to which the student was useful for the organization.

Academic Supervisor’s Report
The academic supervisor’s report includes:

i. The extent of the student’s commitment to the internship and observation of the
internship program.

ii. The skills gained through the internship.
iii. The correlation between the internship and the major.
iv. Strengths and weaknesses of the internship program.

V. Suggestions for improving the internship program based on students and employers
feedback.

vi. The student’s final report.
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Internship/Training registration Procedure

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

The steps for registering in the internship program for students in the information Technology department
and Information Systems training course are as follows:

i. Training request form is filled online using students’ online registration system.
ii. Head of Department/ Training Coordinator’s approval is required in all cases.
iii. Once the training request is approved, the internship course will be added to
the student’s registered courses.
Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of Information Technology. Career
and Internship Office can also assist in the placement of students for internship through their contacts
with external organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic supervisor.

Internship Eligibility

The requirements for registering in the internship program is described in the course syllabus of the
respective programs offered by the Information Systems department.



Internship Course Syllabi and Forms

Uloacd =2ola College of Engineering and Information Technology
AJMAN UNIVERSITY Information Systems Internship — INS408

Number of Contact Hours, Credits, & Prerequisites
Credit: 3 16-week (sector normal expectation, at least 30 contact hours per week)

Prerequisites: 90 Credit Hours

Course Catalog Description

The internship familiarizes students with actual working environments. It gives students the opportunity to
integrate their knowledge and skills learned in the course by applying them to real-world problems
encountered in business and industry. The internship also gives the student a feeling of what is involved in
working on actual information technology problems and developing communication and teamwork skills as
well as addressing ethical and professional issues applicable to computing practice.

Course Learning Outcomes

Upon completion of the internship period, students will be able to:

Course Learning Outcome IT Program PLOs
Apply core knowledge and skills to solve computing problems in a real working environment. PLO #1, PLO #2
Deliver an effective presentation on the subject matter to a technical audience. PLO #3
Produce a consistent, accurate, and error-free professional document. PLO #3
Work collaboratively as a member of a team. PLO #5
Resolve ethical, legal, and societal issues related to computing. PLO #4
Demonstrate entrepreneurial and innovative initiatives in the development and use of PLO #7

computing technology.

Course Content:

The internship program can be conducted over one 16-week period or two 8-week periods. In the case of
two 8-week periods, the student can conduct the internship at the same or a different workplace.

Period  Week Content and contact hours

1 1-16 An internship program prepared by the student’s supervisor and the employer for a 16-week
period with sector normal expectation of at least 30 working hours per week.

OR
Period Week Content and contact hours
1 1-8 An internship program prepared by the student’s supervisor and the employer for an 8-week
period with sector normal expectation of at least 30 working hours per week.
2 1-8 An internship program prepared by the student’s supervisor and the employer for an 8-week

period with sector normal expectation of at least 30 working hours per week.
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Assessment:

A trainee student will be assessed at the end of the 16-week or each of the two 8-week internship periods
according to the assessment tools shown below. In case the internship is conducted over two 8-week periods,
the student must pass both internship periods and the final grade for the Internship course will be the
average of the grades of the two respective 8-week periods. An internship period, whether a 16-week or 8-

week period must be repeated if awarded a failing grade.

Assessment tool
Employer evaluation
Evaluation of presentation/practical component

Written examination on the internship subject matter.

Employer Evaluation (40%)

The employer will assess the following aspects of the student’s internship program:

Performance Item Outcome

1. Demonstrate knowledge, and skills appropriate for the assigned duties. a

2. Demonstrate effective verbal communication skills. b

3. Communicate ideas and concepts clearly in writing. C

4. Work collaboratively as a member of a team. d
Conduct himself in an ethical and professional manner. e

Demonstrate entrepreneurial and innovative initiatives in the development and f

use of computing technology.

Total

Presentation/Practical Demonstration (40%)

Grade
40%
40%
20%

Max Score
Score

0 oo o o O

The student should submit a technical report and give a presentation or practical demonstration of his

internship experience before a panel of at least two faculty members. Students will be assessed on the

following competencies:

Performance Item Outcome
Performs assigned duties using appropriate knowledge and skills. a
Demonstrates effective verbal communication skills. b
Produce a consistent, accurate, and error-free professional document. c
Demonstrate entrepreneurial and innovative initiatives in the development and f

use of computing technology.

Total

Written Assessment (20%)

Max Score

Grade

10
10
10
10

40

A student must sit for a written examination that covers the concepts, techniques, methods, and other

knowledge and skills relevant to the internship experience of the student.



Performance Item Outcome Max Score

Grade
Demonstrate knowledge, skills appropriate for the assigned internship duties. a 12
Communicate knowledge of computing clearly in writing. d 8
Total 20

Notes:

If a trainee’s absence exceeds 25 percentage of the internship period, whether a 16-week or 8-week
period, the trainee will be awarded a failing grade and must repeat the internship period failed.

Plagiarism: students submitting or presenting plagiarized material will be subject to disciplinary actions
as per AU’s policies and procedures. Refer to the Policies and Procedures Manual, Student Policies, and
Student Academic Integrity Policy.
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AJMAN UNIVERSITY

College of Engineering & Information Technology Department of Information Technology

Student Internship Feedback

Academic Year 20- 20

Form 1 - (To be filled by the student)

Kindly fill in the information below and send to your internship academic supervisor at the end of the
internship period.

Student Name:

Student ID:

Major:
College:

Internship Place:

Internship Period: From: TO:

Kindly rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree. If
the question does not pertain to your area of responsibility, please tick as “N/A”.

#
1

2
3
4
5

Item Rating 1-5
| am satisfied with the way in which my training place was selected

The internship was relevant to my major

| had the opportunity to apply my knowledge and skills

| had sufficient field supervision

The internship experience was beneficial to me

General Remarks:

Signature: Date:

| 190 |
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AJMAN UNIVERSITY

Training Site Selection, Evaluation and Approval Form
Please fill in the information required below before you apply for registration of the training course on
student registration system.
Student’s Information
Full Name
Student ID
Phone Number
Academic Year
Semester
Completed Credits Hours
Training Institution’s Profile
Institution Name
Industry/Sector
Private/Public
Size 0 Small 0 Medium | o Large

No. of Employees

The department(s) in which the intern will be trained has/have sufficient and oYES oNO
qualified staff to implement an adequate training plan.

The work environment in the institution is safe oYES  oNO
Training Period From: To:

Academic Supervisor’s Approval

I hereby, approve the training site and give permission to the student to start his/her External
Training/internship.
Comments:

oYES | oNO

Academic Supervisor’'s Name Academic Supervisor’s Signature

| 191 |
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22 AJMAN UNIVERSITY
Internship Application and Registration Form

The following is the internship application form that is available online

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

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

Training request and complete your application online.

at

Student Name

Student Identification Number (ID):

Training Course Code

Cumulative GPA:

Total Hours Registered in the Current Semester

Mobile no. Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:

Job Title:

Contact Number:

Email:

Emirate:

| 192 |
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Internship Request Letter Template

[Date] To:

[Name of the Contact
Person] [Company
Name]

[Company Address]

Dear [Name],

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

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic
Supervisor Name] [Title]

[Tel] [Email]
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7 AJMAN UNIVERSITY

College of Engineering & Information Technology Department of Information Technology

Field Supervisor Student Assessment
Academic Year 20- 20
Form 2 - (to be filled by the field supervisor)

Kindly fill in the information required below, including the student’s grades and the send this form to Ajman University,

College of Engineering and Information Technology at the end of the internship period.

Internship Details
Student Full Name
Student ID

Major

Internship Period
Institution’s Name
Department(s)
Field supervisor
Position/Job title
Tel. No.

P.O. Box

Fax

Email

From:

Performance Item Max Score
Score
Demonstrate knowledge, and skills appropriate for the assigned duties. 8
Demonstrate effective verbal communication skills. 6
Communicate ideas and concepts clearly in writing. 6
Work collaboratively as a member of a team. 6
Conduct himself in an ethical and professional manner. 6
Demonstrate entrepreneurial and innovative initiatives in the development and 8
use of computing technology.
Total 40
General Remarks:
NAME: oo Date: /

Signature and Institution’s Stamp:
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A

College of Engineering and Information Technology

Internship Assessment Form 3: Written Examination
Student Name
Student ID
Student Major
Internship Dates

Organization

Written Examination Assessment (20%)

Performance Item Outcome Max Score
Score
Demonstrate knowledge, and skills appropriate for the assigned internship a 12
duties.
Communicate knowledge of computing clearly in writing. c 8
Total 20

General Comments

Internship Examiner Name & Signature

| 195 |
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AJMAN UNIVERSITY

College of Engineering and Information Technology
Internship Assessment: Oral Presentation/Practical Demonstration
Student Name
Student ID
Student Major
Academic Supervisor
Internship Period From: To: Weeks:

Organization

Presentation/Practical Demonstration (40%)

Performance Item Outcome Max Score
Score

Performs assigned duties using appropriate knowledge and skills. a 10

Demonstrates effective verbal communication skills. b 10

Produce a consistent, accurate and error-free professional document. c 10

Demonstrate entrepreneurial and innovative initiatives in the development and f 10

use of computing technology.

Total 40

General Comments

Committee Members Members’ Signatures
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College of Engineering & Information Technology
Department of Information Technology Internship Student Weekly Report (Form 4)

Academic Year 20- 20

(To be filled by and signed by the field supervisor and the student on weekly basis)

Student’s Details

Student Full Name

Student ID

Major

Week Date From: To:
Institution’s Name

Field Supervisor

Position/Job title

Tel. No.

Email

Internship Period From: To: Weeks:

Week Day Summary of Activities Department Hours*
Monday

Tuesday

Wednesday

Thursday

Friday

Total Contact Hours

® At least 30 contact hours per week.

General Remarks:

Student Signature Field Supervisor Signature

Date: / /] Date: /
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Bachelor of Science in Information Technology
(Networking and Security)

Preface

Internship is a form of experiential learning that integrates classroom knowledge with practical application
and skills development in a professional setting. Internships allow students to gain valuable applied
experience, make connections in professional fields they are considering for career paths, and enable
employers to guide and evaluate talent. Internships will also help students get an inside overview of the
functioning of companies in the real world, gain insight into the human side within the company, and better
understand operations and hierarchy. Students would be placed in an internship that is aligned with their
learning goals, provides adequate supervision, and allows them to apply their classroom learning to real-
world experiences and enhance their knowledge and skills.

Mission statement

The mission of supervised internship experience is to provide students at The Information Technology
department with an opportunity to practice what they have learned in the classroom and help bridge the gap
between theory and real work environment practice.

Internship Learning Outcomes
Upon successful completion of the internship, the student will be able to:
a. Apply core knowledge and skills to solve computing problems in a real working environment.
b. Deliver an effective presentation in subject matter to a technical audience.
Produce technical reports.
d. Work collaboratively as a member of a team.

e. Resolve ethical, legal, and societal issues related to computing.

Program Learning Outcomes

Graduates of the program will be able to:

PLO#1: Analyze a complex computing problem and to apply principles of computing and other
relevant disciplines to identify solutions.

PLO#2: Design, implement, and evaluate a computing-based solution to meet a given set of
computing requirements in the context of the program’s discipline.

PLO#3: Communicate effectively in a variety of professional contexts.

PLO#4: Recognize professional responsibilities and make informed judgments in computing practice
based on legal and ethical principles.

PLO#5: Function effectively as a member or leader of a team engaged in activities appropriate to the
program’s discipline.
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PLO#6: Use systemic approaches to select, develop, apply, integrate, and administer secure
computing technologies to accomplish user goals.

PLO#7: Discuss innovation, entrepreneurship, and sustainability practices in computing.

PLO#8: Apply security principles and practices to maintain operations in the presence of risks and
threats.

Internship Credit and Contact Hours

The Internship course in each program accounts for 3 credit hours. Each student is required to spend 16
weeks at an organization providing appropriate internship experience. The number of contact hours is the
sector normal expectation that is expected to be at least 30 working hours per week. The student can
conduct the internship over two 8-week periods during the summer vacations at the same or different
organizations.

Monitoring of Student Trainee Progress

The field supervisor will monitor a student trainee on a regular basis during their internship experience. A
faculty member from the Information Technology department assigned, as an academic supervisor who will
discuss with the field supervisor the training plan at the start of the internship and monitor the progress of
the students by arranging at least one visit during the internship period.

Internship Grading and Assessment

A trainee student will be assessed at the end of a 16-week internship period. In case the student conducts
the internship over a two 8-week periods, the student will be assessed at the end of each of the two 8-week
internship periods and the final grade will be the average of the two grades awarded at the end of each 8-
weel period. The Internship assessment procedure is fully described in the respective course syllabus of the
Internship course for all the programs offered by the Information Technology department, see Information
Technology, Information Systems, and Data Analytics Internship Course Syllabi, pages 11, 143, and 17
respectively.

Internship assessment incorporates the following elements:

i. Attendance: if a trainee absence exceeds 25 percentage of the internship period,
the trainee is deemed to have failed the internship and must repeat the internship
program.

ii. Plagiarism: students submitting or presenting plagiarized material will be
referred to the appropriate University body for disciplinary action as per university
policies and procedures.

iii. The field supervisor assesses the trainee performance as per Form 2, Field
Supervisor Student Assessment

iv. The assessment of the Oral Examination Committee (40%) as per Form 3, Oral
Internship Examination Committee Assessment.

The final grade is to be approved by the Head of the Department and College’s Dean.

An original copy of the final grade is to be sent to the Admission and Registration Office to be included in the
student’s academic record at the end of the semester in which the student performed the internship.

Grades are to be submitted to the Admission and Registration Office within three weeks from the end of the
internship, otherwise the grades are entered in the student transcript the following semester.
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Internship Management & Responsibilities
1. Student Internship responsibilities
i. To be available, and on time, for scheduled activities.
ii. To notify both the field supervisor and academic supervisor, in advance, of necessary absences.
iii. To be formally dressed and appropriate for the respective work place.
iv. To plan and carry out all assighments in a prompt and professional manner.

V. To submit to the academic supervisor a weekly e-mail report summarizing daily activities
during the previous week.

vi. To maintain a journal of daily activities throughout the internship.

vii. To submit a final report (which conforms to the guidelines provided) by the deadline
specified by the academic supervisor.

viii. To attend internship presentation, as scheduled, and to maintain regular e-
mail/telephone communication with the Academic Supervisor.

2. Internship Coordinator Responsibilities

The internship coordinator is a faculty member within the department who has the following
responsivity:

viil. Announcing the internship registration notice before or at the start of each semester.
iX. Giving final approval for site selection, ensuring the internship:

e is appropriate for the student’s major in consultation with the institution offering the
internship,

e provide pertinent work experience, and
e has adequate academic merit.

X.  Communicating with the internship providers and securing their approval (by telephone, fax, or
email)

Xi.  Publishing the final internship timetables, with copies to the head of the department and
the Admission and Registration Office before commencement of the internship.

Xii. Preparing the assessment questionnaires for trainees, the academic Supervisor and the
internship provider, then collecting the completed questionnaires and sending them to
the respective head of the department.

Xiii. Ensuring that prospective internship or experiential education sites:
° are safe and reputable environments for students;
° meet all national employment and other relevant laws and regulations.

Xiv. Providing an orientation for students as to the skills, behaviours and knowledge
which they need to succeed in the work environment.

3. College Dean Responsibilities:

iv. Oversee the internship program implementation.



V. Approving the academic supervisors’ list nominated by heads of departments.
vi. Approving the assessment results.
4. Head of Department Responsibilities
iili. Ensuring the suitability of the internship site.
iv. Nominating the academic supervisors and getting the College Dean’s approval.
5. Academic Supervisor Responsibilities

vi. Following up students at their internship sites to ensure the implementation of the internship
plan.

Vii. Helping students understand and appreciate the aims of the internship and the skills
and patterns of behavior necessary for ensuring its success.

viii. Guiding students to the technicalities of writing the final internship report
and the content of the presentation to be made before the oral examination committee.

iX. Reviewing students’ weekly reports signed by the field supervisors.

X. Conducting at least one visit to the internship site to assess the internship environment
and establish contact between the student, and the field supervisor.

6. Field Supervisor Responsibilities
vi. Familiarize the student with the working environment and establish a schedule of work activities.

vii. Notify the academic supervisor immediately of any problems arising out of
association with, attendance, or supervision of, the student.

viii. Ensure the quality of the field supervision.

iX. Approving the weekly report drafted by the student in accordance with tasks specified in the
plan.

X. Submit a final written evaluation of the trainee performance.
7. Follow up of Students Internship Abroad
In the case of a student is taking his/her internship outside the UAE, follow-up should be ensured by
means of email, telephone, fax, or any other audio-visual communication tool, in addition to the weekly
report.
Student’s performance
¢ The Student’s Report
The student report should contain the following information:
i. Information about the institution providing the internship.
ii. Work carried out during the internship period.

iili. The relation between the work done during the internship and the student’s
major (the relation between theory and practice).

iv. The strengths and weaknesses of the work carried out during the internship from
the student’s point of view.
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V. The extent to which this work can be useful to the student after graduation.

Preparing the first draft of the report

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where illustrations, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.

i. Introduction: This section, considered as Chapter 1 of internship report, defines the nature
of student training, its duration, and some background information about the
company/industry/organization where student was trained. Student Trainee should also
highlight the main areas of the training in this section.

ii. Main body: The main body of the report shall comprise of two to three chapters. Each chapter
will discuss a different aspect of the internship experience. For example, the first chapter of
the main body (i.e., Chapter 2 of the report) may briefly present the theoretical background
concerning area of training, while the other two chapters may describe the practical aspects
of student training such as software requirement analysis, design, and implementation;
software and hardware testing; fault analysis; repair and maintenance procedures; and other
types of student field experience in a logical sequence.

iii. Conclusion: In this chapter, student trainee will summarize the conclusions of the internship
experience. Accordingly, conclusions should be a logical outcome of the text presented in the
main body of the report.

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.
The student should critically review the first draft to delete unnecessary details and add any missing
information. Student should also be prepared to rewrite any major portions of the report if that is required
to improve its quality. Having done that, it is now time for carefully reviewing the modified report, checking
the grammar, sentence structure, spellings, continuity of sentences, and smooth transition from paragraph
to paragraph.

Preparing the Final Version

To finalize the training report, the student trainee needs to add the following additional pages:

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

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



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

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

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

Before binding the training report, the student should proofread it carefully from the beginning to the end
for any spelling or typographical errors before submitting it to the academic supervisor for evaluation.
Internship Presentation

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

i. Planning for oral presentation
ii. Preparing visual aids
iii. Preparing for Questions/Answers session

iv. Getting ready for actual presentation

Planning for Oral Presentation
The student needs to follow the following steps:
i. Identify relevant content
ii. Choose a suitable title for the presentation
iii. Collect all necessary supporting material
iv. Identify the main points to be conveyed to the audience
V. Present the material in logical sequence
vi. Determine the number of slides needed for their presentation

vii. Identify main points for each slide and give each slide a title

Presentation format and layout
The following points should be observed while preparing presentation slides:
i. Each slide shall contain only the key points.
ii. Use large fonts so that it is easy for the audience to read the contents of the slides.
iili. Use different colours to highlight the most important points.
iv. Use animation effects where appropriate but do not overdo it.

V. Add graphics, charts, figures, and video clips, as appropriate. Students may use the
following sequence for slides:
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The Title Slide: Contains the title of the presentation, name of presenter, name of Academic
Supervisor.

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

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

Conclusion Slide: Should include a summary of the main conclusions of the training
experience.
Questions/Answers Session
Students should be prepared to answer questions related to their internship experience; they must do
their homework so that they are reasonably prepared for this session.
Field Supervisor’s Report
The field supervisor’s report consists of:
i. Student’s attendance.
ii. The extent to which the student was academically prepared for the internship experience.
ili. The student’s compliance with the organization’s guidelines and procedures.
iv. Skills learned.
V. Knowledge and skills lacking in the trainee.
vi. Trainee strengths and weaknesses

vii. The extent to which the student was useful for the organization.

Academic Supervisor’s Report
The academic supervisor’s report includes:

i. The extent of the student’s commitment to the internship and observation of the internship
program.

ii. The skills gained through the internship.

iii. The correlation between the internship and the major.

iv. Strengths and weaknesses of the internship program.

V. Suggestions for improving the internship program based on students and employers feedback.

Vi. The student’s final report.

Internship/Training registration Procedure

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

The steps for registering in the internship program for students in the information Technology department
and Information Systems training course are as follows:

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



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

iii. Once the training request is approved, the internship course will be added to the
student’s registered courses.

Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of Information Technology. Career
and Internship Office can also assist in the placement of students for internship through their contacts
with external organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic supervisor.

Internship Eligibility

The requirements for registering in the internship program is described in the course syllabus of the
respective programs offered by the Information Systems department.
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Internship Course Syllabi and Forms

Ul oacl =ola
AJMAN UNIVERSITY

College of Engineering and Information Technology

Information Technology Internship — INT402

Number of Contact Hours, Credits, & Prerequisites
Credit: 3 16-week (sector normal expectation, at least 30 contact hours per week)

Prerequisites: 90 Credit Hours

Course Catalog Description

The internship familiarizes students with actual working environments. It gives students the opportunity to integrate
their knowledge and skills learned in the course by applying them to real-world problems encountered in business
and industry. The internship also gives the student a feeling of what is involved in working on actual information
technology problems and developing communication and teamwork skills as well as addressing ethical and
professional issues applicable to computing practice.

Course Learning Outcomes
Upon completion of the internship period, students will be able to:

Course Learning Outcome IT Program PLOs

Apply core knowledge and skills to solve computing problems in a real working environment. =~ PLO #1, PLO #2

Deliver an effective presentation on the subject matter to a technical audience. PLO #3
Produce a consistent, accurate and error-free professional document. PLO #3
Work collaboratively as a member of a team. PLO #5
Resolve ethical, legal, and societal issues related to computing. PLO #4

Demonstrate entrepreneurial and innovative initiatives in the development and use of PLO #7
computing technology.

Course Content:

The internship program can be conducted over one 16-week period or two 8-week periods. In the case of
two 8-week periods, the student can conduct the internship at the same or a different workplace.

Period Week Content and contact hours

1 1-16 An internship program prepared by the student’s supervisor and the employer for a 16-week
period with sector normal expectation of at least 30 working hours per week.



OR

Period Week Content and contact hours

1 1-8 | An internship program prepared by the student’s supervisor and the employer for an 8-week
period with sector normal expectation of at least 30 working hours per week.

2 1-8 | An internship program prepared by the student’s supervisor and the employer for an 8-week
period with sector normal expectation of at least 30 working hours per week.

Assessment:

A trainee student will be assessed at the end of the 16-week or each of the two 8-week internship periods
according to the assessment tools shown below. In case the internship is conducted over a two 8-week
periods, the student must pass both internship periods and the final grade for the Internship course will be
the average of the grades of the two respective 8-week periods. An internship period, whether 16-week or
8-week period must be repeated if awarded a failing grade.

Assessment tool Grade
Employer evaluation 40%
Evaluation of presentation/practical component 40%
Written examination on the internship subject matter. 20%

Employer Evaluation (40%)

The employer will assess the following aspects of the student’s internship program:

Performance Item Outcome Max Score
Score

Demonstrate knowledge, skills appropriate for the assigned duties. a 8

Demonstrate an effective verbal communication skills. b 6

Communicate ideas and concepts clearly in writing. c 6

Work collaboratively as a member of a team. d 6

Conduct himself in an ethical and professional manner. e 6

Demonstrate an entrepreneurial and innovative initiatives in the development and f 8

use of computing technology.

Total 40

Presentation/Practical Demonstration (40%)

The student should submit a technical report and give a presentation or practical demonstration of his
internship experience before a panel of at least two faculty members. Students will be assessed on the
following competencies:

Performance Item Outcome Max Score
Grade

Performs assigned duties using appropriate knowledge and skills. a 10

Demonstrates effective verbal communication skills. b 10

Produce a consistent, accurate and error-free professional document. c 10
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Demonstrate an entrepreneurial and innovative initiatives in the development and f 10
use of computing technology.

Total 40

Written Assessment (20%)

A student must sit for a written examination that covers the concepts, techniques, methods, and other
knowledge and skills relevant to the internship experience of the student.

Performance Item Outcome Max Score
Grade
Demonstrate knowledge, skills appropriate for the assigned internship duties. a 12
Communicate knowledge of computing clearly in writing. c 8
Total 20
Notes:

= |fatrainee’s absence exceeds 25 percentage of the internship period, whether a 16-week or 8-week
period, the trainee will be awarded a failing grade and must repeat the internship period failed.

= Plagiarism: students submitting or presenting plagiarized material will be subject to disciplinary actions
as per AU’s policies and procedures. Refer to the Policies and Procedures Manual, Student Policies,
Student Academic Integrity Policy.



AJMAN UNIVERSITY

College of Engineering & Information Technology
Department of Information Technology

Student Internship Feedback

Academic Year 20- 20

Form 1 - (To be filled by the student)

Kindly fill in the information below and send to your internship academic supervisor at the end of the
internship period.

Student Name:

Student ID:

Major:

College:

Internship Place:

Internship Period: From: TO:

Kindly rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree. If
the question does not pertain to your area of responsibility, please tick as “N/A”.

Item Rating 1-5
| am satisfied with the way in which my training place was selected

The internship was relevant to my major

| had the opportunity to apply my knowledge and skills

| had sufficient field supervision

A~ W N R

The internship experience was beneficial to me

General Remarks:

Signature: Date:

| 209 |
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AJMAN UNIVERSITY

Training Site Selection, Evaluation and Approval Form

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

Student’s Information

Full Name

Student ID

Phone Number

Academic Year

Semester

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

Size o Small 0 Medium = o Large
No. of Employees

The department(s) in which the intern will be trained has/have sufficient and oYES oNO
qualified staff to implement an adequate training plan.

The work environment in the institution is safe oYES oNO
Training Period From: To:
Academic Supervisor’s Approval

| hereby, approve the training site and give permission to the student to start his/her External
Training/internship.
Comments:

oYES oNO

Academic Supervisor’'s Name Academic Supervisor’s Signature

| 210 |
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Internship Application and Registration Form
The following is the internship application form that is available online

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

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

Training request and complete your application online.

Student Name

at

Student Identification Number (ID): Training Course Code
Cumulative GPA: Total Hours Registered in the Current Semester
Mobile no. Email address:

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

Expected Graduation Semester

Do you have your own training place? Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name: Job Title:

Contact Number: Email: Emirate:
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/' AJMAN UNIVERSITY

Internship Request Letter Template
[Date] To:

[Name of the Contact Person] [Company Name]

[Company Address]

Dear [Name],

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

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name] [Title]
[Tel] [Email]
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AJMAN UNIVERSITY

College of Engineering & Information Technology

Department of Information Technology

Field Supervisor Student Assessment

Academic Year 20- 20

Form 2 - (to be filled by the field supervisor)

Kindly fill in the information required below, including the student’s grades and the send this form to Ajman University,
College of Engineering and Information Technology at the end of the internship period.

Internship Details

Student Full Name

Student ID

Major

Internship Period From: To:
Institution’s Name

Department(s)

Field supervisor

Position/Job title

Tel. No.

P.O. Box

Fax

Email

Performance Item Outcome Max Score
Score

Demonstrate knowledge, and skills appropriate for the assigned duties. a 8

Demonstrate effective verbal communication skills. b 6

Communicate ideas and concepts clearly in writing. c 6

Work collaboratively as a member of a team. d 6

Conduct himself in an ethical and professional manner. e 6

Demonstrate entrepreneurial and innovative initiatives in the development and f 8

use of computing technology.

Total 40
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General Remarks:

NAME: i
Date: / /

Signature and Institution’s Stamp:

| 214 |
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A

College of Engineering and Information Technology

Internship Assessment Form 3: Written Examination

Student Name
Student ID
Student Major
Internship Dates

Organization

Written Examination Assessment (20%)

Performance Item

Demonstrate knowledge, and skills appropriate for the assigned internship
duties.

Communicate knowledge of computing clearly in writing.

Total

General Comments

Outcome Max Score
Score
a 12
C 8
20

Internship Examiner Name & Signature

| 215 |
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AJMAN UNIVERSITY

College of Engineering and Information Technology

Internship Assessment: Oral Presentation/Practical Demonstration

Student Name

Student ID

Student Major

Academic Supervisor

Internship Period From: To:

Organization

Presentation/Practical Demonstration (40%)

Performance Item

Performs assigned duties using appropriate knowledge and skills.
Demonstrates effective verbal communication skills.
Produce a consistent, accurate and error-free professional document.

Demonstrate entrepreneurial and innovative initiatives in the development and
use of computing technology.

Total

General Comments

Outcome

Weeks:

Max Score
Score

10
10
10
10

40

Committee Members

Members’ Signatures

| 216 |
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Department of Information Technology

Internship Student Weekly Report (Form 4)

Academic Year 20- 20

(To be filled by and signed by the field supervisor and the student on weekly basis)

Student’s Details
Student Full Name
Student ID

Major

Week Date
Institution’s Name
Field Supervisor
Position/Job title
Tel. No.

Email

Internship Period

Week Day
Monday
Tuesday
Wednesday
Thursday
Friday

From:

From:

To:

Summary of Activities

At least 30 contact hours per week.

General Remarks:

To:

Weeks:

Department

Total Contact Hours

Hours*

Student Signature

Date:

| 217 |

Field Supervisor Signature

Date: / /
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Bachelor of Science in Data Analytics

Preface

Internship is a form of experiential learning that integrates classroom knowledge with practical application
and skills development in a professional setting. Internships allow students to gain valuable applied
experience, make connections in professional fields they are considering for career paths, and enable
employers to guide and evaluate talent. Internships will also help students get an inside overview of the
functioning of companies in the real world, gain insight into the human side within the company, and better
understand operations and hierarchy. Students would be placed in an internship that is aligned with their
learning goals, provides adequate supervision, and allows them to apply their classroom learning to real-
world experiences and enhance their knowledge and skills.

Mission statement

The mission of supervised internship experience is to provide students at The Information Technology
department with an opportunity to practice what they have learned in the classroom and help bridge the gap
between theory and real work environment practice.

Internship Learning Outcomes
Upon successful completion of the internship, the student will be able to:
a) Apply core knowledge and skills to solve computing problems in a real working environment.
b) Deliver an effective presentation in subject matter to a technical audience.
¢) Produce technical reports.
d) Work collaboratively as a member of a team.

e) Resolve ethical, legal, and societal issues related to computing.

Program Learning Outcomes

Graduates of the program will be able to:

PLO#1: Analyze complex data analytics problems and apply principles of data analytics and other relevant
disciplines to identify solutions.

PLO#2: Design, implement and evaluate a solution to meet a given set of requirements for a data analytics
problem.

PLO#3: Communicate effectively in a variety of professional contexts.

PLO#4: Recognize professional responsibilities and make informed judgments in computing practice based
on legal and ethical principles.

PLO#5: Function effectively as a member or leader of a team engaged in activities appropriate to the
program’s discipline.
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PLO#6: Identify and analyze user needs and to take them into account in the selection, creation, integration,
and evaluation of data analytics solutions.

Internship Credit and Contact Hours

The Internship course in each program accounts for 3 credit hours. Each student is required to spend 16
weeks at an organization providing appropriate internship experience. The number of contact hours is the
sector normal expectation that is expected to be at least 30 working hours per week. The student can
conduct the internship over two 8-week periods during the summer vacations at the same or different
organizations.

Monitoring of Student Trainee Progress

The field supervisor will monitor a student trainee on a regular basis during their internship experience. A
faculty member from the Information Technology department assigned, as an academic supervisor who will
discuss with the field supervisor the training plan at the start of the internship and monitor the progress of
the students by arranging at least one visit during the internship period.

Internship Grading and Assessment

A trainee student will be assessed at the end of a 16-week internship period. In case the student conducts
the internship over a two 8-week periods, the student will be assessed at the end of each of the two 8-week
internship periods and the final grade will be the average of the two grades awarded at the end of each 8-
weel period. The Internship assessment procedure is fully described in the respective course syllabus of the
Internship course for all the programs offered by the Information Technology department, see Information
Technology, Information Systems, and Data Analytics Internship Course Syllabi, pages 11, 143, and 17
respectively.

Internship assessment incorporates the following elements:

a. Attendance: if a trainee absence exceeds 25 percentage of the internship period, the
trainee is deemed to have failed the internship and must repeat the internship program.

b. Plagiarism: students submitting or presenting plagiarized material will be referred
to the appropriate University body for disciplinary action as per university policies and
procedures.

C. The field supervisor assesses the trainee performance as per Form 2, Field Supervisor
Student Assessment

d. The assessment of the Oral Examination Committee (40%) as per Form 3, Oral
Internship Examination Committee Assessment.

The final grade is to be approved by the Head of the Department and College’s Dean.

An original copy of the final grade is to be sent to the Admission and Registration Office to be included in the
student’s academic record at the end of the semester in which the student performed the internship.

Grades are to be submitted to the Admission and Registration Office within three weeks from the end of the
internship, otherwise the grades are entered in the student transcript the following semester.
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Internship Management & Responsibilities

Student Internship responsibilities
e To be available, and on time, for scheduled activities.

e To notify both the field supervisor and academic supervisor, in advance, of necessary
absences.

e To be formally dressed and appropriate for the respective work place.
e To plan and carry out all assignments in a prompt and professional manner.

e To submit to the academic supervisor a weekly e-mail report summarizing daily
activities during the previous week.

e To maintain a journal of daily activities throughout the internship.

e To submit a final report (which conforms to the guidelines provided) by the deadline
specified by the academic supervisor.

e To attend internship presentation, as scheduled, and to maintain regular e-
mail/telephone communication with the Academic Supervisor.

Internship Coordinator Responsibilities

The internship coordinator is a faculty member within the department who has the following responsivity:
a. Announcing the internship registration notice before or at the start of each semester.
b. Giving final approval for site selection, ensuring the internship:

e is appropriate for the student’s major in consultation with the institution offering the
internship,

e provide pertinent work experience, and
e has adequate academic merit.

c. Communicating with the internship providers and securing their approval (by telephone, fax, or
email)

d. Publishing the final internship timetables, with copies to the head of the department and the
Admission and Registration Office before commencement of the internship.

e. Preparing the assessment questionnaires for trainees, the academic Supervisor and the
internship provider, then collecting the completed questionnaires and sending them to the
respective head of the department.

f. Ensuring that prospective internship or experiential education sites:
e are safe and reputable environments for students;
e meet all national employment and other relevant laws and regulations.

g. Providing an orientation for students as to the skills, behaviours and knowledge which
they need to succeed in the work environment.



College Dean Responsibilities:

Oversee the internship program implementation.
Approving the academic supervisors’ list nominated by heads of departments.
Approving the assessment results.

Head of Department Responsibilities

Ensuring the suitability of the internship site.

Nominating the academic supervisors and getting the College Dean’s approval.

Academic Supervisor Responsibilities

Following up students at their internship sites to ensure the implementation of the internship
plan.

Helping students understand and appreciate the aims of the internship and the skills
and patterns of behavior necessary for ensuring its success.

Guiding students to the technicalities of writing the final internship report and the
content of the presentation to be made before the oral examination committee.

Reviewing students’ weekly reports signed by the field supervisors.

Conducting at least one visit to the internship site to assess the internship environment
and establish contact between the student, and the field supervisor.

Field Supervisor Responsibilities

Familiarize the student with the working environment and establish a schedule of work activities.

Notify the academic supervisor immediately of any problems arising out of
association with, attendance, or supervision of, the student.

Ensure the quality of the field supervision.
Approving the weekly report drafted by the student in accordance with tasks specified in the plan.

Submit a final written evaluation of the trainee performance.

Follow up of Students Internship Abroad

In the case of a student is taking his/her internship outside the UAE, follow-up should be ensured by means
of email, telephone, fax, or any other audio-visual communication tool, in addition to the weekly report.

Student’s performance

The Student’s Report

The student report should contain the following information:

e Information about the institution providing the internship.
e Work carried out during the internship period.

e The relation between the work done during the internship and the student’s major
(the relation between theory and practice).
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e The strengths and weaknesses of the work carried out during the internship from the
student’s point of view.

e The extent to which this work can be useful to the student after graduation.

Preparing the first draft of the report

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

The next step is to start preparing the first draft of the report. For this, student will define a logical order for
presentation. This can be achieved by developing a brief outline in such a way that the ideas are classified in
groups and subgroups, all arranged in a logical order. The outline can be refined later as writing proceeds.
The first draft of the report is merely an expansion of the outline. Student primary concern in writing the first
draft should be to concentrate on developing ideas. As student go along, decide where illustrations, block
diagrams, schematics, graphs, tables or images would help to clarify the point. Students’ first draft should
contain the following three major sections.

1. Introduction: This section, considered as Chapter 1 of internship report, defines the nature of
student training, its duration, and some background information about the
company/industry/organization where student was trained. Student Trainee should also
highlight the main areas of the training in this section.

2. Main body: The main body of the report shall comprise of two to three chapters. Each chapter
will discuss a different aspect of the internship experience. For example, the first chapter of the
main body (i.e., Chapter 2 of the report) may briefly present the theoretical background
concerning area of training, while the other two chapters may describe the practical aspects of
student training such as software requirement analysis, design, and implementation; software
and hardware testing; fault analysis; repair and maintenance procedures; and other types of
student field experience in a logical sequence.

3. Conclusion: In this chapter, student trainee will summarize the conclusions of the internship
experience. Accordingly, conclusions should be a logical outcome of the text presented in the
main body of the report.

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.
The student should critically review the first draft to delete unnecessary details and add any missing
information. Student should also be prepared to rewrite any major portions of the report if that is required
to improve its quality. Having done that, it is now time for carefully reviewing the modified report, checking
the grammar, sentence structure, spellings, continuity of sentences, and smooth transition from paragraph
to paragraph.

Preparing the Final Version

To finalize the training report, the student trainee needs to add the following additional pages:

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

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



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

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

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

Before binding the training report, the student should proofread it carefully from the beginning to the end
for any spelling or typographical errors before submitting it to the academic supervisor for evaluation.

Internship Presentation

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

Planning for oral presentation
Preparing visual aids
Preparing for Questions/Answers session

Getting ready for actual presentation

Planning for Oral Presentation

The student needs to follow the following steps:

Identify relevant content

Choose a suitable title for the presentation

Collect all necessary supporting material

Identify the main points to be conveyed to the audience
Present the material in logical sequence

Determine the number of slides needed for their presentation

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

Presentation format and layout

The following points should be observed while preparing presentation slides:

Each slide shall contain only the key points.

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

Use different colours to highlight the most important points.

Use animation effects where appropriate but do not overdo it.

Add graphics, charts, figures, and video clips, as appropriate. Students may use the following
sequence for slides:

1. The Title Slide: Contains the title of the presentation, name of presenter, name of Academic
Supervisor.



AU INTERNSHIP MANUAL

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

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

4. Conclusion Slide: Should include a summary of the main conclusions of the training
experience.
Questions/Answers Session
Students should be prepared to answer questions related to their internship experience; they must do

their homework so that they are reasonably prepared for this session.

Field Supervisor’s Report

The field supervisor’s report consists of:
e Student’s attendance.
e The extent to which the student was academically prepared for the internship experience.
e The student’s compliance with the organization’s guidelines and procedures.
e Skills learned.
e Knowledge and skills lacking in the trainee.
e Trainee strengths and weaknesses

e The extent to which the student was useful for the organization.
Academic Supervisor’s Report

The academic supervisor’s report includes:

e The extent of the student’s commitment to the internship and observation of the internship
program.

e The skills gained through the internship.
e The correlation between the internship and the major.
e Strengths and weaknesses of the internship program.

e Suggestions for improving the internship program based on students and employers
feedback.

e The student’s final report.

Internship/Training registration Procedure

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

The steps for registering in the internship program for students in the information Technology department
and Information Systems training course are as follows:

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

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



e Once the training request is approved, the internship course will be added to the
student’s registered courses.

Training Site Selection and Evaluation

The training coordinator and the academic supervisor coordinate the placement of trainee students in
appropriate private or public organizations that operate in the field of Information Technology. Career
and Internship Office can also assist in the placement of students for internship through their contacts
with external organizations. Training locations proposed by students are also accepted if they fulfil the
required training site selection criteria and approved by the training coordinator or academic supervisor.

Internship Eligibility

The requirements for registering in the internship program is described in the course syllabus of the
respective programs offered by the Information Systems department.

Internship Course Syllabi and Forms

AJMAN UNIVERSITY

College of Engineering and Information Technology

Data Analytics Technology Internship — DAT407

Number of Contact Hours, Credits, & Prerequisites
Credit: 3 16-week (sector normal expectation, at least 30 contact hours per week)

Prerequisites: 90 Credit Hours

Course Catalog Description

Internship familiarizes students with actual working environments. It gives students the opportunity to integrate their
knowledge and skills learned in the course by applying it to real world problems encountered in business and industry.
Internship also gives the student a feeling of what is involved in working on actual data analytics problems and develop
communication and team-work skills as well as address ethical and professional issues applicable to computing practice.

Course Learning Outcomes

Upon completion of the internship period, students will be able to:

Course Learning Outcome Data Analytics
Program PLOs
a. Apply core knowledge and skills to solve computing problems in a real PLO#1, PLO#2, PLO#6
working environment.
b. Deliver an effective presentation in subject matter to a technical audience. PLO#3
c. Produce technical reports. PLO#3
d. Work collaboratively as a member of a team. PLO#5

e. Resolve ethical, legal, and societal issues related to computing. PLO#4
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Course Content:

The internship program can be conducted over a one 16-week period or two 8-week periods. In the case of two 8-week
periods, the student can conduct the internship at the same or a different workplace.

Period Week Content and contact hours

1 1-16 | Aninternship program prepared by student’s supervisor and the employer for a 16-week
period with sector normal expectation of at least 30 working hours per week.

OR
Period Week Content and contact hours
1 1-8 | Aninternship program prepared by student’s supervisor and the employer for an 8-week
period with sector normal expectation of at least 30 working hours per week.
2 1-8 | Aninternship program prepared by student’s supervisor and the employer for an 8-week
period with sector normal expectation of at least 30 working hours per week.
Assessment:

Atrainee student will be assessed at the end of the 16-week or each of the two 8-week internship periods according to the
assessment tools shown below. In case the internship is conducted over a two 8-week periods, the student must pass
both internship periods and the final grade for the Internship course will be the average of the grades of the two
respective 8-week periods. An internship period, whether 16-week or 8-week period must be repeated if awarded a
failing grade.

Assessment tool Grade
Employer evaluation 40%
Evaluation of presentation/practical component 40%
Written examination on the internship subject matter. 20%

Employer Evaluation (40%)

The employer will assess the following aspects of the student’s internship program:

Performance ltem Outcome Max Score
Score
1. Demonstrate knowledge, skills appropriate for the assigned duties. a 10
2.  Demonstrate an effective verbal communication skills. b 8
3.  Communicate ideas and concepts clearly in writing. c 8
4.  Work collaboratively as a member of a team. d 6
5.  Conduct himself in an ethical and professional manner. e 8
Total 40

Presentation/Practical Demonstration (30%)

The student should submit a technical report and give a presentation or practical demonstration of his internship
experience before a panel of at least two faculty members. Students will be assessed on the following competencies:



Performance Iltem Outcome Max Score

Grade
1. Perform assigned duties using appropriate knowledge and skills. a 15
2. Demonstrate effective verbal communication skills. b 10
3. Produce technical reports. c 15
Total 40

Written Assessment (20%)

A student must sit for a written examination that covers the concepts, techniques, methods, and other knowledge and
skills relevant to the internship experience of the student.

Performance ltem Outcome Max Score
Grade
1. Demonstrate knowledge, skills appropriate for the assigned duties. a 10
2. Communicate ideas and concepts clearly in writing. d 10
Total 20
Notes:

® [fatrainee’s absence exceeds 25 percentage of the internship period, whether a 16-week or
8-week period, the trainee will be awarded a failing grade and must repeat the internship
period failed.

® Plagiarism: students submitting or presenting plagiarized material will be subject to
disciplinary actions as per AU’s policies and procedures. Refer to the Policies and Procedures
Manual, Student Policies, Student Academic Integrity Policy.
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AJMAN UNIVERSITY

College of Engineering & Information Technology

Department of Information Technology

Student Internship Feedback

Academic Year 20 - 20

Form 1 - (To be filled by the student)

Kindly fill in the information below and send to your internship academic supervisor at the end of the
internship period.

Student Name:

Student ID:

Major:

College:

Internship Place:

Internship Period: From: TO:

Kindly rate the following areas using a scale of 1 to 5, with 5 being strongly agree and 1 strongly disagree. If
the question does not pertain to your area of responsibility, please tick as “N/A”.

# ltem lating 1-5
1 | am satisfied with the way in which my training place was selected
2 The internship was relevant to my major
3 | had the opportunity to apply my knowledge and skills
4 | had sufficient field supervision
5 The internship experience was beneficial to me

General Remarks:

Signature: Date:

| 228 |



Uloacd 2ol
AJMAN UNIVERSITY

Training Site Selection, Evaluation and Approval Form

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

Student’s Information
Full Name

Student ID

Phone Number
Academic Year
Semester

Completed Credits Hours

Training Institution’s Profile

Institution Name

Industry/Sector

Private/Public

Size o Small 0 Medium = o Large

No. of Employees

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

The work environment in the institution is safe o YES o NO
Training Period From: To:

Academic Supervisor’s Approval

I hereby, approve the training site and give permission to the student to start his/her External
Training/internship.
Comments:

oYES oNO

Academic Supervisor’'s Name Academic Supervisor’s Signature

| 229 |
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Internship Application and Registration Form

The following is the internship application form that is available online

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

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

Training request and complete your application online.

Student Name

at

Student Identification Number (ID): Training Course Code
Cumulative GPA: Total Hours Registered in the Current Semester
Mobile no. Email address:

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

Expected Graduation Semester

Do you have your own training place?
Yes No

If yes, fill out the following information:

Name of organization:

Contact Person Name:
Job Title:

Contact Number:

Email: Emirate:
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Internship Request Letter Template

[Date] To:
[Name of the Contact Person] [Company Name]

[Company Address]

Dear [Name],

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

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

| highly appreciate your cooperation and support.

Best Regards

[HOD/Academic Supervisor Name] [Title]
[Tel] [Email]
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/' AJMAN UNIVERSITY

College of Engineering & Information Technology
Department of Information Technology
Field Supervisor Student Assessment
Academic Year 20- 20

Form 2 - (to be filled by the field supervisor)

Kindly fill in the information required below, including the student’s grades and the send this form to Ajman University,
College of Engineering and Information Technology at the end of the internship period.

Internship Details

Student Full Name

Student ID

Major

Internship Period From: To:
Institution’s Name

Department(s)

Field supervisor

Position/Job title

Tel. No.

P.O. Box

Fax

Email

Performance Item Outcome Max Score
Score

Demonstrate knowledge, and skills appropriate for the assigned duties. a 8

Demonstrate effective verbal communication skills. b 6

Communicate ideas and concepts clearly in writing. c 6

Work collaboratively as a member of a team. d 6

Conduct himself in an ethical and professional manner. e 6

Demonstrate entrepreneurial and innovative initiatives in the development and f 8

use of computing technology.

Total 40



A ‘ Uloacd =ola

AJMAN UNIVERSITY

General Remarks:

NAME: i
Date: / /

Signature and Institution’s Stamp:
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%Y AJMAN UNIVERSITY

College of Engineering and Information Technology

Internship Assessment Form 3: Written Examination
Student Name
Student ID
Student Major
Internship Dates

Organization

Written Examination Assessment (20%)

Performance Item Outcome Max Score
Score
Demonstrate knowledge, and skills appropriate for the assigned internship a 12
duties.
Communicate knowledge of computing clearly in writing. c 8
Total 20

General Comments

Internship Examiner Name & Signature
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College of Engineering and Information Technology

Internship Assessment: Oral Presentation/Practical Demonstration

Student Name

Student ID

Student Major

Academic Supervisor

Internship Period From: To: Weeks:

Organization

Presentation/Practical Demonstration (40%)

Performance Item Outcome Max Score
Score

Performs assigned duties using appropriate knowledge and skills. a 10

Demonstrates effective verbal communication skills. b 10

Produce a consistent, accurate and error-free professional document. c 10

Demonstrate entrepreneurial and innovative initiatives in the development and f 10

use of computing technology.

Total 40

General Comments

Committee Members Members’ Signatures
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College of Engineering & Information Technology

Department of Information Technology Internship

Student Weekly Report (Form 4)

Academic Year 20

-20

(To be filled by and signed by the field supervisor and the student on weekly basis)

Student’s Details
Student Full Name
Student ID

Major

Week Date
Institution’s Name
Field Supervisor
Position/Job title
Tel. No.

Email

Internship Period

Week Day
Monday
Tuesday
Wednesday
Thursday
Friday

From:

From:

To:

Summary of Activities

At least 30 contact hours per week.

General Remarks:

To:

Weeks:

Department

Total Contact Hours

Hours*

Student Signature

Date:

| 236 |

Date: / /

Field Supervisor Signature
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College of Humanities & Science
Dept. of Sociology
Internship Institution Appropriateness& approval Checklist

oyl Lo e 481 gall cdaiMlo_plan 20318

Institution Details duo§oll ULy
Name of Institution
Sector
Type of Institution
Location
Telephone:
Email:

Date:

Appropriateness Criteria Checklist daidedl pulao

Criteria 1: (mandatory )
Institution is officially recognized (governmental-private, non-profit sector )
0ol pllad— 255> b ) Liaww) Loy Brine dugoll ~{ 5 pllad

Criteria 2: (mandatory)
The institution is related to the academic program (sociology and social work)
sl Jlray A8e O3 duwwdall ( duclaizdl dodsdl g gl ple ) (0236Y)

Criteria 3: (mandatory)
A social worker, social care, or community service unit is available in the institution
dpraizme dods 9 duslaiz] Glods Bug 9l (£laiz! Jhas! duwiall § o9

Criteria 4. (mandatory)
There is a qualified staff for training and supervision in the institution or a unit for training
il ol B9 9 Byl 9 caydall o ge Ho8 ducwgoll 3 dxlgns

Criteria 5.: (optional)

The institution is in a geographical area close to university campus or available to students
4l C&Aji&mlqd‘&o%_)é e Blks Q3 dww ol

Criteria 6.:(mandatory)

The institution is equipped with public safety and security facilities such as :alarm devices

Jfirefighting devices, indicative and protective boards ,first aid kit
(A9l S blacwl — a8 B g9 dusliy] Ol>gl-slabYi— 15V 83g=T: ko doladl dadledl § I JSlw g B340 duenr ol

Criteria 7. (optional)
The environment of the institution is sensitive to students with handicaps (disability)
pag)l Ol dullall daslpe dunsgall &y
Total grade (out of 7 )
Training Coordinator Name:

Signature: Date:

YES
NO

YES
NO

YES
NO

YES
NO

YES
NO

YES

YES
NO

I I I I I I A O

Grade
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College of Humanities and science pelalls wLiluyl 4k
Department of Sociology il ele oud
Student Weekly Report Al £ gmdl 4,831
Academic Year o) plall
College Major :

Student’s Name: Student’s ID:

Organization Name:

Week Number: From: To:

Activities performed by the student during the week .&wiﬂ I CIU) Lalal & Aa iVl

Day Activities Department Hours
Friday

Monday

Tuesday

Wednesday

Thursday

Days of absence

Comments: oMo

Name & Signature ......c.cevvevieiecinvenvenne e Date: covvvvvieieiene

Organization stamp

:@ﬁi@\ LAl gyl e 910097167056754 : Sl &b oe 9l Lo L] oyl Fude ] Lloylg B)lasiwwdl 00 ¢ o (223
training.sociology@ajman.ac.ae

or by Email * Please fill this form &send it to the training center, either manually or by fax: 067056754
training.sociology@ajman.ac.ae
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College of Humanities and Science

pslally wlsludyl 4k

Department of Sociology gl ole oud
Training Assessment by Academic Supervisor wbs‘yn Gl Gyl e LUl sl (3
Academic Year ol plall
Student’s Information Qyiell Gloglaa

Full Name JoJ1 el
ID number 2ol @31
Major vasasall

Training Institution’s Information

Ul g sy 31 sl o loglns

Institution’s Name dngall sl
Department(s) Al pludYl
Field supervisor Al OB kel
Position/Job title Y PN
Tel. No. dw§all a5
P.O. Box Sl Ggall
Fax oSl
Email RET QIR
Training Period From: oyl 4oyl 8 Aa!
To:
S. Training Objectives Score oyl Glual

1 The degree of ideas and initiatives presented to the
academic supervisor.

2  The degree of response and communication with the

academic supervisor.

3  The degree of adherence to the directives of the academic

(1-5)
Biall J) g pais ) lyoleally HEEYI Az

29691 LBl e Juolgilly ol Ay

plally ‘#aSSJI el ilgazr g eljd)” d>yo

supervisor and carrying out the duties assigned to him g el il gl

4 | Professional conduct and discipline and application of OB gubaly (agedl bloaidly gl
professional ethics Aol

5 | Attendance (Absence of more than 25%the student is Il i %25 oo ASY Obe) ddblgell
considered a failure (Tl

6 The commitment of the student to attend the meetings el olladl jaax bl el
. dslosdly

Total Mark (out of 30) (30)  dslgdl dmylt

(DF) {H Name & Signature .......ccoevvvecce e e,
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College of Humanities and Science
Department of Sociology

Training Assessment by Field Supervisor
Academic Year

pslally wlsludyl 4k

gl ole oud

el G all Gyl (o CIUall oped
ol (’l’-”

Please fill in the information required below, including = ! l/luls (Ul Lol bl aubgg ol bl dipss (om0

the student’s grades and the send this form to Ajman
University (Training Coordinator before the end of the
training period.

Gydiedl leglas
Full Name
ID number
Major

Training Institution’s Information

Institution’s Name
Department(s)
Field supervisor
Position/Job title
Tel. No.
P.O. Box
Fax
Email

Training Period From:

S. Training Objectives

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

2 Ability to produce technical reports and work as
team member

3 Ability to take initiative
4  Behavior and ethics

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

6 Ability to understand the training plan
Total Mark (out of 30)

To:

Score
(1-5)

g./::‘)..kﬂ‘ 58 elgil Jud g.,\i)d.ﬂl (Sado

Student’s Information
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College of Humanities and Science
Department of Sociology

Training Assessment by students
Academic Year

Please fill in the information below and send this form to the
academic supervisor at the dep. before the end of the
training period.

College
O JJ-Male student

O _a,3JIFall

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

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

Please answer by putting v'.

O 4JUbFemale student

O (20 JISpring

S. Item

e o

(s 8 yladiwl )

polall g WLl 4K
gloazdl ple paud

Il dawl gy oyl ot
2ol plall

G 8V A&l ) glluaylg oLl cobilad! dias (2mp
Gyl 848 sl J& eund]

EW]

01 _awall Summerl 02 _auall Summer2
ddl J) s 5 0L lade 5 41 1 oo eandts @los Jlamion! (22
AV sl e At 1 e Ly AeY
NIA” Bl G Adls auog ccliddgane 5 Jlged! OS13]
sl | O8I L? v dadle o9 Eub;ll T3

Rating

1 2 3 4 5 N/A

1 | am satisfied with the way in which my training institution was selected

2 This training is relevant to my major

3 | applied basic work knowledge and communication skills during the

training period
il 848 I JLaVl wilylgeg Aol O9)laad) cndseiu

4 | had sufficient field supervisors
oyl dg= S palduadl (8 el daslie (o ol

5 My academic supervision during the training was excellent

oyl 878 IS 8)lias drapaBT dnlin (po odiiu!

6 | lachieved my training objectives

oyl (yo Bgzpall CluaYl Cab>

4dlp| wlas>MeFurther Remarks:
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College of Humanities and science polally wLilusyl 4
Department of Sociology izl ele oud
Training Assessment by Academic Supervisor @3;633! O el daiwl gy oyl oS
Academic Year ol plall
Academic supervisor 28V QB el
College EW
Major uasasll
Email Qe Y Wl
Please rate the following areas using a scale of 1 to 5, with 5 dsdl Jl4s3 5 0b lde 5 JI 1 o0 e pleo Jloaian! 22y
being strongly agree and 1 strongly disagree. AV sl e s 1 e b0 Ay
If the question does not pertain to your area of responsibility, “NIA” &l § Adle pupg cclidggume g5 Jlgudl OE'13]
-please tick “N/A” el O8I (3 v ddle g0 DYl (2

Please answer by putting v'.

S. Item Rating
1 2 3 4 5 N/A

1 Trainee moved and interacted freely within the institution’s
departments
G §oll pludl 3lises an Dy Jelang 2y O yiall
2 This training is relevant to the trainee’s specialization
Oyl asasd Jlre) Cawlin gf”))JJJ|

3 Trainee applied basic work knowledge and communication skills during
the training period
;'A“J).A.ZJ\ Bj@ d}l;> d@)j\ C)bt@ﬁﬁ 4;5—%“—“"3” J)Lu;ﬂ H))Jlo.” f.)éﬁ.w\

4 Field supervision for the trainees was excellent
Db OF cyydiell ddball e BISWY Byl

5 Assessment mechanism for trainees
O:_\g)dloﬂ 4]l pﬁ.ﬁj %{JT

6 The trainee achieved his/her training objectives
oyl Glaal Gyl 35>
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College of Mass Communication eyl &k

Form for Selecting the Internship Providers oyl Wilg s
Academic Year (2019 — 2020) (2020 - 2019) (soldl pladl
Form (1) (1) 8ylodies!
SJlall @bty
Student Name Al ol
Student ID Alall (aeleell 03,1
Major bl pasasadl
Male student- <Jb [ Female student -4l [
Fall - =)0 Spring - a0 O Summerl- 1 aualil] Summer2 -2 aualil]
Gyt dgz Sl
Internship Institution Name oyl dg ol
Internship Institution Sector oyl dg Jlxe

'.The internship provider collects one point for each item. = _olall (o _ais &1 3195 Al G 4kt o oyl dgz Jraxs
The selection will be made if the institution takes at least 4 = J8YI e &z 4 e clias 13] duwgall jliis )1,8] @ivg cadlll

marks out of 7 marks.

Availability
il 43195 Sue

NO- Y

2020 /

Yes - pa

/

2020 /  /

Ol 7 O
Item_aial! - No.
The institution environment is safe and reputable environments for students. 1

g dno 159 CJUall Aol Lol Jon)l i

DAtEIFEDW! e : Student Signature/cJUa)l 2845

The internship institution meets all national employment and other relevant laws 2
and regulations
Al gl Janll o58l539 gols) 480 (adg oyl g Jos
The internship provider is relevant to the student major. 3
The internship provider has great field experience in the student major. 4
Il o I Lg B sl L] g..,:g)..\.'iﬂ dg>
The internship institution provides an internship student with sufficient and 5
beneficial field supervision.
cdUal) Tuaae Tolae Bl coyud! dgze 43193
.The internship institution location is suitable for the student residence place 6
There should not be any relationship between the internship provider (owner or 7
field supervisor), and the internship student.
il I (09 ¢ dliaedl B dcall o dgarl Gl elgus il dgar oy Jasys Ao (5T Sl 1S5 Vi
Result - 4! L)l
-d
Total
Date:FE Wl : Training coordinator Signature /cw)sil Gudio a8 g3
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Student Weekly Report Al £ 9rdl 5,831
Academic Year (----/----) (- 1) golxdl plal
Form (2) (2) 8)lodiwsl
SJlall @bty
Student Name Jlall gl
Student ID lall aeloxell @31
Major PRI /&lo8iie dxisgud Y las] @l pasasl
RTV / Q95859 (£13] 0]
GRD /ﬁ)k—;“ &Aﬁb?' VY]

Internship institution oyl dg
Week Number( ......) From: / / To: / / [ ) g9l 0d)
Activities performed by the student during the week / sl U3 CJUall Lalal & dassyl

Daypssl/ ActivitiesaaasVl/ Departmentpe«ud) / Hourswlelul /
NS
Sunday
R
Monday
BN
Tuesday
;la::j)j\
Wednesday
ouradl
Thursday

Days of absencelua! abi /

Comments lasMe
[ ] DateiEnWl e : Field Supervisor Signature /3wl O3 Zuall 2893

D.elkhattat@ajman.ac.ae : 39 AV Ll Gyb e &b Copud! Gawind Wby of was‘y\ 8 el Lpadud g §)lasiwdl 0d £ o (2

Please fill this form and hand it to your academic supervisor, or send it to the college training coordinator by Email:
D.elkhattat@ajman.ac.ae
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College of Mass Communication el al
Student Weekly Report oyl Il oS
Academic Year (----/----) (- /=) ol pll
Form (3) §)ladu! (3)
By the end of the training period, please fill in the = w3BYIC3 el lgastids obsl ULl dxead 2oy ot 843 olgiil dny
information below and hand it to your academic advisor, or AL Gyl Baasio gf
the training coordinator in the college.
Major PRI /380 duiygund YLl ‘éwbdﬂ oasasil|
RTV / Q5254l9 £13) i)
Female student b [ Male studentcJlb [
Fall gyl - O Spring- ' O Summerl - Summer2 - 2 il
1 2ualild

. Kindly answer by putting v'in a suitable place, the rating s dainy eesid! OU loks cuslinll O8I @ vV Adle o9 Bl 222
system is using a scale from (1 to 5), with 5 being strongly = = 1 iw ol AeYl sl J] 5 il Gaow ¢)e5 J) 1( oo ooledie

agreed and 1 strongly disagrees. AN Al e
l.If the question does not pertain to your area of "N/A § &l aus ccliddggune Bl 7yl Jl gl o813
responsibility, please tick “N/A”.
No. ltem_rasd! / Ratingexéd! /
1 2 3 4 5 N/A
1 | am satisfied with the way in which my internship institution

was selected.
duwlio ;.A::‘)Jsﬂl Ao §o L 3.5:)J.19 oS8

2 This training is relevant to my major.
3 I had sufficient field supervisor in the internship institution.

o] gz (3 Quedl G ol dnslie (o okt

4 I had sufficient academic supervisor during the training
period.
il 858 IS (08I (B ad) Al (y0 kil

5 | applied the basic specialized knowledge and skills during the
training period
Capddl 848 UM gasass § dwladl Olylgally Lylandl i,

6 My communication skills were improved during the training

period
] 86 I35 AUl Jhylge gl

7 The training enhances my practical practices in line with the
ethical and professional standards

ABMY ulaall o (Bl Loy (S Aol Sluylaall ya oyl j3¢

digally.

8 By the end of the training period, | can practice the profession

in my major effectively.
BelaSh MYl Jlone (3 Jandl (28w oyl 875 elgil A,

9 | achieved my training objectives
oyl e Bgzpell ol cii>

4dLs| wlta>da : Further Remarks



College of Mass Communication IR

Student Assessment by Field Supervisor Ahaedl Bl (o Clall oS
Academic Year (----/----) (-=-/-=-) @l ol
Form (4) (4) 8)losu!

By the end of the training period, kindly fill the information = lgaduds obaT bl dsaas G sl B8 slgil day
below, and hand it to the academic supervisor, or send it to = e WWhaly ,co)ddl Guie zo Juolgdl o ‘,_?ogas‘)” B el

the college coordinator by e-mail: D.elkhattat@ajman.ac.ae D.elkhattat@ajman.ac.ae :39AIY! Ll

Student’s Information Oydiell ©loghao
Full Name Jo8J1 el
ID number ERIESPEN]
Major PRI /dofSie &usguns Y] ol

RTV / Qg25ali9 ‘;ISL !

GRD /pMe S8y opasas
Training Period From: / / To: / / oyl diay)l 8 a1
Training Institution’s Information CIlall lgd Oy I dww§all e Olaglaa
Internship institution oyl dg>
Department Gyl ud
Field supervisor Aledl (B el sl
Position/Job title PV PN
Tel. No. JUaidl ed)
Email B9 ASIY Al
P.O. Box Sl Gguall
Fax oSl
Score 4>yl / Training Outcomes / cuydd| Ol ysee -No

5 duigell algully ABMSYI laslly Sobor 3 Jall ot ((4) e 1
CLO (4): the student behavior adheres to ethical standards and professional regulations.
5 8 al) ol 1] s (%625 05 Il Gl i V) ol g s Ul CBlsy () e 2

CLO (4): the student attends regularly (absence should not exceed 25%), with a reasonable
clarification to the supervisor.

5 il dgz @5 (I daadly whsbedl § QI s 1(3) zye 3
CLO (3): The student participates in the initiatives and activities that took place in the
internship institution.

5 ddelly paasill plee Il Gyl (1) Zye 4
CLO (1): The student practices specialized duties effectively.

10 digall duwylan]! Lg LgxusS| «5‘-” Ohlgadly Cylaall Gadas CIUall s :(2) T 5
CLO (2): The student is fluent in applying the knowledge and skills acquired in professional
practice.

30 Total Mark / adlgdl d>yull

[ DAEIFEDWI s : Field Supervisor Signature /3l 8 Sl 2395
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College of Mass Communication IR
Training Assessment by Field Supervisor cpdil) laedl B el s
Academic Year (----/----) (- /=) geladl pladl
Form (5) (5) 8yloas!

By the end of the training period, kindly fill the information = lgaduds obaT bl dsaas G sl B8 slgil day
below, and hand it to the academic supervisor, or send it to = e WWhaly ,co)ddl Guie zo Juolgdl o ‘,_?ogas‘)” B el

the college coordinator by E-mail: D.elkhattat@ajman.ac.ae D.elkhattat@ajman.ac.ae :39AIY! Ll
Organization Name A §oll ool
Email Q9ASIYI wo i
0. Kindly answer by putting vin a suitable place, the = et b bl cmliadl O8I § v &adle o9 Yl (22
rating system is using a scale from (1 to 5), with 5 being = Je¥ usdl JI 5 443 Guso )5 JI 1( oo polide e dwin
strongly agreed and 1 strongly disagrees. AN Al e pasd 1 s byl
1. If the question does not pertain to your area of "N/A § da)l o ctlidggue Glad 75 Jlgudl 08 '13)

responsibility, please tick “N/A”.

Ratingpxdd! / Item_qaiall / No.
N/A 5 4 3 2 1

This training is relevant to the trainee’s specialization 1
il parss Jlrad Cawlie Coyaidl

Academic supervision for the trainee was excellent 2
8jliae duansBT dmlie e Lyl Jua>

The trainee applied basic specialized knowledge and skills during the training period 3
Ganss § Al Ohlgally B)lasdl Gaddad (o ] 848 UM Coydiall oSl

The trainee improved the communication skills during the training period 4
gy B U ALYl wilgo ¢po piall ysbo

The training helped in merging the trainee in the professional work environment 5
Jlralb Jaall & § pdiall os (3 oyl el

The training enhances the trainee practical practices in line with the ethical and 6

professional standards
dogally 4BYI julaall po (shlady Loy oydiall ddaadl lugylaall cpo oyl 33

By the end of the training period, the trainee can practice the profession in his 7

major effectively
B MYl Ulma (§ Jaadl il gl O (5o clmnealls oyl 76 gl hay

The trainee was capable of producing excellent materials during the training. 8
g.,:))..\.‘iJ\ ‘J)&> BJU.AA .)b.o C"bl ol;)a@ k_.J)J:qu‘,

The trainee achieved his/her training objectives. 9
oyl Glaal Gyl 32>,

The assessment mechanism for trainees is suitable. 10
Lswlia cnyiell dlall ouedis 44T,

: 4dLp) wlas>de Further Remarks:

/| :Date Hea3Ll
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Student Assessment by Academic Supervisor wslﬁ)l Bl o Il @il
Academic Year (----/---) (== /== —) geladl pladl
Form (6) (6) &)\l

By the end of the training period, kindly fill the information

below, and hand it to the college coordinator, or send it by e- :39AY WAl Je Wl o eyl

mail: D.elkhattat@ajman.ac.ae

lgadkudy 0Bl Sl &nd 2y ooyl 80 elgil da

o)

D.elkhattat@ajman.ac.ae

Student Name
Student ID

Major

Training Period

Internship institution

Score d>yl /

5

10

30

Student’s Information - Gyiell Sloglao

lal gl
Jlal L}“’l’-"” ‘Qé_).”
RTV / Ga3elig (£13] z )
GRD /‘a}l_c}U &5‘)-‘> (ol
From: / / To: / / oyl doedl 8 Aall
oyl dg
Training Outcomes / coyddl Olyses .No
ool 8518 I Auland) dugyloall (§ LgaadST (31 &bl Bylaall LI 3k 1(1) e 1
CLO (1): the student applies the gained theoretical knowledge in the practical practices
during the internship period.
&M)|L3WOL«>WJM|&PUAJM\ Sl 1(5) T 2
CLO (5): The student gained practical practices in the major.
dugall Laslgally LMY polaall aSghon § LIl @ik 1(4) Zpe 3
CLO (4): the student behavior adheres to ethical standards and professional regulations.
#2691 Gl e dmlially oyl Hgua> e Il oy 1(4) e 4
CLO (4): the student attend the training regularly and follow-up with the academic
supervisor
el dgam @5 () daadly whsbedl § Adeliy Il an :(3) m3e 5

CLO (3): The student participates in the initiatives and activities that took place in the
internship institution.

Total Mark / 4slgdl =yl

Date:Fytdl L : Academic Supervisor Signature / goga\sill Bl 2B g
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College of Mass Communication eyl &k
Training Assessment by Academic Supervisor il w&ss" LY N Y i
Academic Year (----/---) (---/-=-) @l ol

Form (7) (7) 8\
Academic supervisor Name PRI SRR PN PO
Email Q9ASIYI !
2. Kindly answer by putting viin a suitable place, the ob Ll ccaslial O8I 3V e pog LY (2p
rating system is using a scale from (1 to 5), with 5 being strongly = =l JI5 443 Guow (<5 J] 1) oo ool (e diiay o]
agreed and 1 strongly disagrees. AV usdl e s 1 e Ly AeY
3. If the question does not pertain to your area of = “N/A” § dda)l ad ccliddggune Blas )l Jlgal o813

responsibility, please tick “N/A”.

Rating / el Item /_naiall No.
N 5 4 3 2 1
/
A
This training is relevant to the trainee’s specialization. 1

el asass Jlre) awlie oyl

Field supervision for the trainees was excellent. 2
Dlias OF cyyiadl ddlall e Gldaedl 31

The trainee applied basic specialized knowledge and skills during the training period. 3
s L; Etml.will CJ!)L@A.Hj ;é)b.aﬂ ‘5,:.;.]9.3 oo g.,::).)&” BJ@ I Q)J.’LAJ‘ Q§A3

The trainee improved communication skills during the training period. 4
.a.@)xx 558 UM dAdLasyl &lylgo o0 H))m‘)}b

Field supervision enhances the trainee practical practices in line with ethical and 5
professional standards.
Apigally LMY sulandl ae (shlaiy Loy Coyial] Aol dusylandl G5 el GBLEYI

The training helped in merging the trainee in the professional work environment. 6
el Jondl By § piall od § oyl el

The trainee could practice the profession in his major effectively. 7
BelaSsy ﬁ)k—}” Jlxe (3 Jeadl dupylon e 8)da)l Ll oyl

The trainee was capable of producing excellent materials during the training period. 8
.;'A:U.A.iﬂ Eﬁé I BJU.A.A .)lﬁ,a CLZJl OLC lj.)@ H))Ml US

The trainee achieved his/her training objectives. 9
.g',:\‘).JJJ‘ Ll L.J)\-UUQJ‘ RRES

4dLp) wla>Me Further Remarks:

!/ / :.Date:igW!



College of Mass Communication e &k

Student Assessment by the Judgement Committee oSl &) oo Ul oS
Academic Year (---/---) (-=-/---) gold] !
Form (8) (8) &yladasl

By the end of the student final presentation, kindly fill the = <oUsl GULl &ad 2y e JUal Sledl oyl slgil
information below, and hand it to the college training :JoASUY wal Je lgloy) 9 el Gude) Lgaduds
coordinator, or send it by e-mail: D.elkhattat@ajman.ac.ae D.elkhattat@ajman.ac.ae

Student’s Information - ©yiell Sloglae

Full Name Jo&JI ol
Student ID el aoldl 03,1
Major PRI /dkeie 4 gud YLl wasasill
RTV / Qg5aby £13] 7o)
GRD /pMe ($:dly> prasad
Internship institution oyl dg>
Score d>yl / Training Outcomes / coyddl Oleyses .No
5 Ohlexwdly 3L BE @ain CJUall plAl 1(4) Zy5e 1
CLO (4): The student's commitment to submit all documents and forms.
5 2yl suzell cB gl IR Al 1(1) ysee 2
.CLO (1): The student's commitment to the presentation timing
5 K o 30 Tnoio Lo s a5 LI 1(5) e 3
.CLO (5): The student presents excellent presentation in format
5 Ogasanll Cu o0 lnain 1ye Loye a8 I 1(2) e 4
.CLO (2): The student presents excellent presentation in content
10 Soaidl oyl § L)l whlge 1(3) e 5

.CLO (3): The student's present his presentation skills

10 oyl Jg> i)l clacl Aol Dol :(6) gyie 6
.CLO (6): The student's commitment to answer the juries’ questions

40 Total Mark / 4slgdl dx)ul

/ /| :Date:gWl : Committee Signatures /e Sl L adg5

(D970 T 2 SigNAtures /@@ gl ... :Name / el (1
(L9 2 SigNAtures /@@ gl ... :Name / el (2
(L9 2 SigNAtures /@@ gl ... :Name / ol (3
Final Results — &dlgdl eyl .No
30 - Field Supervisor Mark (3lusell 3 el 43 1
30 - Academic Supervisor Mark (25691 (3 iuall 42y 2
40 - Judgement Committee Marks @Sl dis) Wlrys 3

100 451g damy)|
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:0lezxs daolxs JLaSW
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06 748 2222 :hleYl U J513 o Ui o
+9716 748 2222 :ohlaY) Ugs s o JUSW @

MY 40 ol gl Ly
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h.salama@ajman.ac.ae o

067056531 14801 z)l oo JLaM o
6531 14l U515 oo JUasW o

@)l Jladl lgze - J2 e - @21 sl ©
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067056680 :4! E)L& oo dlaid o
6680 a8l U315 e JLaSW o
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Health Sciences
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Bachelor of Pharmacy

Introduction

The training manual provides an overall information on training courses provided by the College of Pharmacy
and Health Sciences to B.Pharm students during their undergraduate study. The manual provides the details
on various aspects of the training including the training activities performed by students, the role of
preceptors and the assessment process. As a part of the training requirements, the B.Pharm students need
to undertake eight training courses; five in hospitals, two in community pharmacies and one shared between
both hospital and community pharmacies. In addition, there is a college elective training on Pharmaceutical
Technology.

During the training in Hospitals, students gain an appreciation for the profession of pharmacy as practiced in
the hospital setting and develop professional attitudes, judgment and skills needed to function in a hospital
setting. The goal of the training is to integrate the student knowledge on pharmacotherapy, disease states,
dosage formulations and pharmacokinetics in developing and accessing therapeutic plans and in evaluating
drug selection for patients. Moreover, provide the student with practice skills and knowledge sufficient to
begin practice in the inpatient institutional setting as an independent, competent practitioner.

During the training in Community pharmacies, the students get familiarized with the wide range of practice
experience in community pharmacy across and to provide the foundation that enables students to better
assume his/her role as a professional pharmacist student. The goal of the Community Pharmacy Practice
Experience is to provide the student with practice skills and knowledge sufficient to begin practice in the
community pharmacy setting as an independent, competent, practitioner.

During the training in Pharmaceutical Companies, students are introduced to the pharmacist’s role in the
industrial setting. Students are provided with essential training in large-scale manufacturing of sterile and
non-sterile pharmaceutical products. The training also covers quality control tests, quality assurance aspects,
current Good Manufacturing Practice guidelines, as well as validation of the manufacturing processes
followed during large-scale drug manufacturing. Rotations take place at the different production lines, as
well as at other departments such as raw material handling, packaging, quality control, quality assurance,
marketing, as well as research and development.

Internship learning outcomes (CLOs)
Introductory Pharmacy Practice Experiences | (PHA 150)
a. Describe the place that pharmacy profession plays within the healthcare system
b. Describe the roles and responsibilities of a pharmacist in hospital and community pharmacies

c. Familiarize with onsite operation activities relating to medication acquisition, purchasing, inventory
control and the available pharmacy related software

d. Acquaint law and ethical standards practiced in hospital and community pharmacy settings


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Pharm.%20&%20Health%20Sci.%20(CPHS)/College%20of%20Pharmacy%20training%20manual%20edited%20on%2012th%20April%202020.docx

Introductory Pharmacy Practice Experiences llI-Hospital Pharmacy (PHA 220)
a. Describe the organization and functioning of inpatient and outpatient hospital pharmacies
b. Perform inventory control process within the hospital pharmacy
c. Record drug distribution process within the hospital
d. Describe medication dispensing to inpatients and outpatients

e. Communicate with other health professionals

Introductory Pharmacy Practice Experiences Il Community pharmacy (PHA 380)
a. Describe the anatomy of prescription and the significance of its components

b. Demonstrate the skills of handling various medical devices available in the community pharmacy
Develop the skills of dispensing herbal and nutritional supplements

c. Acquire skills of dispensing baby care and nonprescription skin care products

Professional Practice Experience - | (Internal Medicine) (PHA 590)
a. Develop a pharmaceutical care plan for specific related diseases
b. Identify actual and potential drug therapy related problems
c. Present a case to preceptors and other healthcare professionals

d. Express self-directed continuous learning skills

Professional Practice Experience — Il (Critical care) (PHA 591)
a. Develop a pharmaceutical care plan for critically ill patients
b. Identify actual and potential drug therapy related problems
c. Present a case to preceptors and other healthcare professionals
d. Express self-directed continuous learning skills

e. Perform dosage adjustment and child dose calculation for neonates and children

Professional Practice Experience — lll (Community Pharmacy Practice ) (PHA 592)
a. Implement ‘SIT DOWN SIR’ protocol among patients with common ailments
b. Perform prescription analysis and dispensing under preceptor’s supervision
c. Develop pharmaceutical care plan to ensure the best therapeutic outcomes
d. Provide extended community pharmacy services for general public

e. Develop innovative ideas to enhance community pharmacy practice

Professional Practice Experience — IV (Hospital Pharmacy and Management) (PHA 593)
a. Manage medicine storage and expiry checks in the pharmacy
b. Appraise the formulary management system in the hospital

c. Appreciate unit dose system in the pharmacy



AU INTERNSHIP MANUAL

d. Participate in the handling of crash cart
e. Describe handling of narcotic medications within the hospital
f.  Provide drug information to health professionals and patients

g. Investigate the future aspects of pharmacy services in hospitals

Professional Practice Experience — V (Infectious disease) (PHA 594)
a. Develop a pharmaceutical care plan for specific related diseases
b. Identify actual and potential drug therapy related problems
c. Present a case to preceptors and other healthcare professionals
d. Express self-directed continuous learning skills
e. Choose antibiotic for a patient based on culture sensitivity report and other patient and drug
related factors
Pharmaceutical Technology Training (PHA433):

a. Describe the functions of the different company departments with detailed description of
production, quality control, cGMP, and quality assurance

b. Apply skills related to quality assurance aspects, cGMP guidelines, as well as validation of the
manufacturing processes for both sterile and non-sterile products

c. Practice the role of the pharmacist in the different production lines (sterile and non-sterile products),
raw material handling and storage, quality control, labeling and packaging

d. Apply skills in technical writing through lab reports, assignments, and projects centered on cGMP

Monitoring of Trainee Students’ Progress

Community Pharmacy Trainings: The College preceptors regularly visit the Community pharmacies where
students are posted and assess their training progress and communicate with students on their daily
activities. In addition, the onsite preceptors available in the pharmacies monitor the student progress.

Hospital Trainings: The College preceptors regularly visit the Hospitals where students are posted and assess
their training progress and communicate with students on their daily activities.

Pharmaceutical Technology Training: Students undergo their training under the supervision of the course
instructor, academic preceptor, and the on-site preceptors. The academic preceptor accompanies the
students to the training site throughout the training duration to evaluate the students’ performance. Also,
the academic preceptor monitors the students’ performance and provides the course instructor with
feedback about the training progress.

Internship Assessment

The assessment of the training varies across the courses and depends upon the course learning outcomes of
the training. The assessment is performed by both onsite preceptors and College preceptors who regularly
visits the training sites and monito the student performance. The marks distribution of each of the training
courses is mentioned below:



Introductory Pharmacy Practice Experiences | (PHA 150)

Assessment Tool
Daily Log

Preceptor evaluation (Hospital)

Preceptor evaluation (Community Pharmacy)

Total

Assessment Date
Daily

At the middle of the rotation period and at the end
of the rotation

At the middle of the rotation period and at the end
of the rotation

Introductory Pharmacy Practice Experiences llI-Hospital Pharmacy (PHA 220)

Assessment Tool

Submission of prescription Analysis form (5
prescriptions forms)

History taking
Case presentation/Care plan (one case)

Daily log (submitted by the students through
Moodle).

Preceptor evaluation

Total

Assessment Date

As instructed by the onsite preceptor

As instructed by the onsite preceptor
As instructed by the onsite preceptor

As instructed by the onsite preceptor

Daily

Introductory Pharmacy Practice Experiences Ill- Community pharmacy (PHA 380)

Assessment Tool
Submission of five prescription Analysis forms

Daily log (submitted by the students through
Moodle).

Demonstration of Medical devices
OSCE: Herbal and nutritional supplements

OSCE: Baby care and nonprescription skin care
products

Preceptor evaluation

Total

Assessment Date
As instructed by the onsite preceptor

Daily

As instructed by the onsite preceptor
At the end of the rotation

At the end of the rotation

At the middle of the rotation period and at the end
of the rotation

Professional Practice Experience - | (Internal Medicine) (PHA 590)

Assessment Tool
Case presentation
OSCE
Journal article presentation
Daily log

Onsite preceptor assessment

Assessment Date
As instructed by the onsite preceptor
At the end of the rotation
As instructed by the onsite preceptor
Daily

At the middle of the rotation period and at the
end of the rotation

Weight (%)
50
25

25

100

Weight (%)
20

10
10
20

40
100

Weight (%)
20
20

10
10
10

30

100

Weight (%)
10
20
10
20
40
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Total

Professional Practice Experience — Il (Critical care and Pediatrics) (PHA 591)

Assessment Tool

Case presentation

OSCE

Journal article presentation
Daily log

Onsite preceptor assessment

Total

Assessment Date

As instructed by the onsite preceptor
At the end of the rotation

As assigned by the onsite preceptor
Daily

At the middle of the rotation period and at the
end of the rotation

Professional Practice Experience — lll (Community Pharmacy Practice ) (PHA 592)

Assessment Tool
Prescription analysis and presentation
OSCE

Submission of report on extended community
pharmacy services

Daily log

Onsite preceptor assessment

Total

Assessment Date
As instructed by the onsite preceptor
At the end of the rotation

As instructed by the onsite preceptor

Daily

At the middle of the rotation period and at the end
of the rotation

Professional Practice Experience — IV (Hospital Pharmacy and Management) (PHA 593)

Assessment Tool

ABC/VED analysis

Drug information answering
TBL

Daily log,

Onsite preceptor assessment

Assessment Date

As instructed by the onsite preceptor
As instructed by the onsite preceptor
At the end of the rotation

Daily

At the middle of the rotation period and at the end
of the rotation

Professional Practice Experience — V (Infectious disease) (PHA 594)

Assessment Tool
Case presentation
OSCE
Antibiogram preparation
Daily log

Onsite preceptor assessment

Assessment Date
As instructed by the onsite preceptor
At the end of the rotation
As instructed by the onsite preceptor
Daily

At the middle of the rotation period and at the
end of the rotation

100

Weight (%)
10
20
10
20
40

100

Weight (%)
10
20
10

20
40

100

Weight (%)
10
10
20
20
40

Weight (%)
10
20
10
20
40



Total

Pharmaceutical Technology Training (PHA433):

Assessment Tool Supervisor
Attendance and Participation Industrial
On-site Preceptor Evaluation Preceptor
On-site Quiz
On-site Presentation
Training Logbook
Academic Preceptor Evaluation Course
cGMP Report Instructor
Final Exam

Grand Total

External Training

Assessment Date

Throughout the training period
Last day of the on-site training
Last day of the on-site training
Second week of the training

Last day of the on-site training
Throughout the training period
Last day of the on-site training

The day following the end of training

100

Weight
(%)

10
10
10
10
10
10
10
30
100

The training is provided at the training sites as per the stipulated hours mentioned in the course syllabus.

For the Community Pharmacy trainings, the onsite preceptors guide and supervise students at the
pharmacies as per the training activities developed by the training department. In addition, the College

preceptors visit the sites on a regular basis.

For the Hospital Pharmacy trainings, since the hospitals do not have expertise in providing training to fulfill
the CLO achievements, the College preceptors visit the training sites and spend 4-hour time with the students

on a daily basis.

For the Pharmaceutical Technology training, the onsite preceptors monitor and direct students at the training
site according to the training activities established by the. In addition, the academic preceptor accompanies
the students throughout their training at the training facility on a daily basis.

Responsibilities of the Student Trainee

=  Consistent and punctual attendance

= Expressed willingness/enthusiasm for learning

= Courteous, respectful and non-judgmental communication with onsite preceptors, physician,

patients, students, and other medical staff
= Confidentiality
= Collegiality and cooperation

=  Flexibility

=  Personal accountability and responsibility for actions

= Dependability and reliability

= Effective use of time and resources
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Students are expected to behave with mutual respect and courtesy toward all pharmacy staff (including the
onsite preceptor, other pharmacists, and technicians) and patients.

Students should observe and respect the practice at their practice site and learn from it as they compare it
to previous experiences.

Students should never publicly question the advice or directions of their onsite preceptor, but discuss any
concerns or disagreements in private. It is particularly important not to question the onsite preceptor’s
actions in the presence of patients or other health care providers. The student should use discretion in timing
discussions with the onsite preceptor about his or her practice.

Students must respect any and all confidence revealed during the practice experience including patient
health conditions, social information, pharmacy records, fee systems and professional policies. No mention
may be made of confidential or proprietary information to any individual not directly involved in care of the
patient or business in question. Failure to do so can result in dismissal from the site and no credit for the
rotation.

Students should take the initiative in communicating with physicians, patients and other health professionals,
but should not step beyond the realm of professional courtesy and common sense. Students need to
recognize and respect the fact that many onsite preceptors will need time and exposure to the student before
enough trust can be built to allow the student to make unmonitored comments to other health practitioners,
and that this process will occur in each new learning environment. Students should expect to gain experience
in making professional decisions with the onsite preceptor encouraging greater autonomy as the student
learns and demonstrates his/her problem-solving skills.

Students are responsible for adhering to the rotation schedule agreed upon between the student and the
onsite preceptor at the beginning of the rotation. Students should be punctual in arriving at the practice site
and should not leave before the agreed-upon time, without first checking for permission from the onsite
preceptor. The student is responsible for complying with the Attendance Policy.

Students must exhibit a professional appearance both in manner and dress and must follow the professional
standards of behavior specified in the pharmacy to which they are assigned. The student is responsible for
complying with the Dress Code.

Internship/Training Registration Procedure
The students are eligible to register the trainings using University’s online student registration portal based
on their fulfillments of the prerequisites.

Training Site Selection and Evaluation

1. The pharmacist must be licensed and in good standing with the licensing authority in his/her place of
employment (Ministry of Health "MOH", Department of Health and Medical Services "DOHMS" &
Health Authority of Abu Dhabi "HAAD").

2. The site must be licensed and in good standing with the licensing authority in the emirate where it
exists (Ministry of Health "MOH", Department of Health and Medical Services "DOHMS" & Health
Authority of Abu Dhabi "HAAD").

3. The pharmacist must provide a high-quality community pharmacy practice.

4. The pharmacist must take sufficient time to organize the student’s community pharmacy practice
experience, spending one-on-one time with the student and assessing progress.



5. The pharmacist must engage in professional growth and life-long learning through participation in
professional organizations and continuing education programs.

6. The pharmacist must provide learning experiences that stress the responsible provision of
pharmaceutical care and the optimization of patient drug therapy outcomes.

7. In selecting onsite preceptors, preference will be given to pharmacists who:
a. Have developed an innovative practice site
b. Have one or more of the following available:
e Frequent patient contact
e Opportunities to interview patients
e Evaluation and monitoring of patient drug therapies
e Interaction with other health professionals
e Access to complete medical record
e Access to internet for literature and health-related information searches
e Disease-state counseling
e Pharmacotherapy/pharmaceutical care research
C. Participate in College activities and events.

8. For the pharmaceutical Technology Training, the training shall be conducted in well-established
pharmaceutical companies based in UAE or other countries that comply with the following requirements:

e Have licenses from MOH in UAE or equivalent bodies in other countries

e Should be functional and operative

e Adoption of quality assurance and cGMP guidelines

e Possess manufacturing capacities of a wide range of sterile and non-sterile drug products

Well established quality control unit and storage facilities

Orientation of Trainee Students

Prior to starting the training, the trainee students are given an orientation by the College Preceptors and
Training coordinator. The objective of the orientation is to familiarize the students on the entire training
process. The typical orientation for a training course includes below details:

e Course learning outcomes

e Weekly objectives

e Activities to be performed by the students (daily/weekly)
e Templates for filling daily logs

e Attendance policy

e Feedback to students

e Marks distribution with detailed breakdown

e Transportation details
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e Dress code
e Contact details of preceptors
e Do’s and Don’ts during the training process

e Maedical tests and vaccination needed to be performed prior to start of the training (as it is needed
in few cases)

e MOH permission (as and when needed in few of the cases)

Before the commencement of the Pharmaceutical Technology training, students are given an orientation
lecture, as well as a number of studio sessions, to make them ready for their training clerkship. The studio
corresponds to 1 Credit Hour, which is equivalent to 30 Contact Hours. Students shall complete 80 Contact
Hours of on-site industrial training over a period of 2 weeks. Each week is equivalent to 40 Contact Hours.
The training shall be conducted in a well-established pharmaceutical company, under the supervision of the
course instructor, academic preceptor, and an on-site preceptor. The training orientation includes the
followings:

e Course Overview

e Learning Outcomes

e Training Program Outline and Schedule
e Assessment Tools and Mark Distribution

e Training Instructions and Guidelines

Training Site Visit by Academic Preceptor

For the Community Pharmacy related trainings, the College Preceptors visits on a weekly basis and for the
Hospital and Clinical Pharmacy trainings, the College preceptors are physically present for 4 hours at the site
during the training days. For the Pharmaceutical Technology training, the academic preceptor daily
accompanies the students during their industrial training throughout the two-week training period.

Daily logs

As a part of the daily activities, trainee students are required to fill the daily log templates which are provided
to them and available in the Moodle. For the Community pharmacy related trainings, the filled templates are
to be uploaded in the Moodle which are evaluated by the College preceptors. For the Hospital and Clinical
Pharmacy trainings the reports are submitted the students on a daily basis while the College Preceptors are
present with them. For the Pharmaceutical Technology Training, the training facility provides students with
the training logbook at the beginning of the training period, and will be then submitted back to them for
marking.

Internship Assessment by Field Supervisor

As mentioned in the Section 6, the Field Supervisor (onsite preceptor) observe the students on a regular basis
and at the end perform the final student assessment using the ‘Preceptor evaluation forms. [Appendices A,B,
and M]

Internship Assessment by Academic Supervisor

At the end of the training period, the College Preceptors will evaluate the student trainee’s performance
based on the marks distribution as mentioned in Section 6.
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EVALUATION OF STUDENT PERFORMANCE

Introductory practice experience (Hospital Pharmacy part)

Onsite preceptor evaluation form (25% of total assessment scores)

Name of the student:

Name of the Hospital:

Competencies
(Each
competency has
maximum score
of 4; Total
maximum
score=20)

The student can
describe the place
that pharmacy
plays within the
healthcare
system.

The student
recognizes
professional roles
and
professionalism,
and develop
professional skills

Criteria

Accurately
describes the
place that
hospital
pharmacy plays
within the
healthcare
system

Clearly
recognizes

the professional
roles of the
pharmacists in a
hospital and
strives

to develop
professional
skills

Exceeding
(4) The
student

consistently
performs the
competency
above
expectations
and requires
minimal
guidance and
supervision
from the
preceptor.
Exceeds
expectations.

Meeting (3)
The student
frequently
performs
the
competency
within
expectations
and requires
minimal
guidance
and
supervision
from the
preceptor.
Progressing
well.

Student ID:

Training dates:

Developing
(2)

The student
sometimes
performs the
competency
within
expectations
and requires
regular
guidance and
supervision.
Needs

improvement.

Not Meeting
(1) The
student rarely
performs the
competency
and requires
constant
guidance and
supervision.
Needs
significant

improvement.

Comment
For scores of 4,
describe what

merits this

assessment. For
scoresof 1 or 2,
provide
instructive
feedback and
recommendations
to improve
performance.
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The student is
familiar with
onsite operation
activities relating
to medication
acquisition,
purchasing,
inventory control
and patient
information
systems.

The student can
communicate

with other health
care professionals

Clearly describes
the process
involved in
acquisition,
purchasing,
inventory control
and patient
information
systems in the
hospital

Clearly
communicates
with patients and
healthcare

and patients = professionals

effectively

The student Able to recognize

recognizes the role and

Hospital position of

pharmacy hospital

position and role pharmacy in

in healthcare healthcare

setting and the system

regulatory

requirements to

practice Hospital

pharmacy

Total marks (out

of 20)
Name and Signature of the student Date:
Name and Signature of the Onsite Preceptor Date:

Student Strengths:
Suggestions for improvements:

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]



Introductory practice experience (Community Pharmacy part)

Onsite preceptor evaluation form (25% of total assessment scores)

Name of the student:

Name of the Community Pharmacy:

Assessment in
the preceptor
Evaluation
(Each
competency has
maximum score
of 4; Total
maximum
score=20)

The student can
describe the place
that pharmacy
plays within the
healthcare
system.

The student
recognizes
professional roles
and
professionalism,
and develop
professional skills

The student is
familiar with
onsite operation
activities relating
to medication
acquisition,
purchasing,
inventory control
and patient
information
systems.

The student can
communicate
with other health
care professionals
and patients
effectively

Criteria

Accurately
describes the
place that
community
pharmacy plays
within the
healthcare
system.

Clearly
recognizes

the professional
roles of the
pharmacists in a
community
pharmacy and
strives

to develop
professional
skills

Clearly describes
the process
involved in
acquisition,
purchasing,
inventory control
and patient
information
systems in the
community
pharmacy

Clearly
communicates
with patients and
healthcare
professionals

Exceeding
(4) The
student

consistently
performs the
competency
above
expectations
and requires
minimal
guidance and
supervision
from the
preceptor.
Exceeds
expectations.

Meeting (3)
The student
frequently
performs
the
competency
within
expectations
and requires
minimal
guidance
and
supervision
from the
preceptor.
Progressing
well.

Student ID:

Training dates:

Developing
(2)

The student
sometimes
performs the
competency
within
expectations
and requires
regular
guidance and
supervision.
Needs

improvement.

Not Meeting
(1) The
student rarely
performs the
competency
and requires
constant
guidance and
supervision.
Needs
significant
improvement.

Comment
For scores of 4,
describe what

merits this

assessment. For
scoresof 1 or 2,
provide
instructive
feedback and
recommendations
to improve
performance
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The student Able to recognize
recognizes the role and
community position of
pharmacy community
position and role pharmacy in
in healthcare healthcare
setting and the system
regulatory

requirements to

practice

community

pharmacy

Total marks (out

of 20)
Name and Signature of the student Date:
Name and Signature of the Onsite Preceptor Date:

Student Strengths:

Suggestions for improvements:

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]
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Professional Practice Experience - | (Internal Medicine)
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e  Onsite preceptor assessment tool

Professional Practice Experience - | (Internal Medicine)

Onsite preceptor evaluation form (40% of total assessment scores)

Name of the student:

Training site:

Part I: Professional competencies

Professional
Competencies
demonstrated by the
student on following
aspects

(Each competency has
maximum score of 4;
Total maximum score=28)

Collect patient specific
information from patient
medical records, patient
medication chart, lab
reports, and through
communications with
patient/ patient
attendants or other health
professionals.

Assess current medication
therapy of patientin
relation to patient,
disease, drug and
treatment specific aspects

Performs medication
reconciliation on patient
admission or transfer to
another unit

Criteria Exceeding (4) Meeting (3)

The student The student
consistently frequently
performs the performs the
competency competency
above within
expectations expectations
and requires and requires
minimal minimal
guidance and guidance and
supervision supervision
from the fromthe
preceptor. preceptor.
Exceeds Progressing
expectation well.

Accurately

performs history

taking to

understand the
patient’s relevant
medical/medication
history and clinical
status

Competently
customize rational
pharmacotherapy
for patients

Accurately
performs
medication
reconciliation

Student id:

Training period:

Developing Not Meeting
@ (1)
The student The student
sometimes rarely
performsthe  performs the
competency competency
within and requires
expectations constant
and requires guidance and
regular supervision.
guidance and Needs
supervision. significant
improvement
Needs
improvement

Did not
meet
(Unable to
do)
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Interpret and apply
standard treatment
guidelines

Recommend
pharmacotherapy to
patients considering
patient specific scenarios
such as allergies, potential
drug interactions; dosage
adjustments etc

Monitor patients, as
assigned by preceptor

Performs discharge
counseling

Able to discuss
accurately the
treatment
guidelines and
apply it in patient
care

Identifies suitable
drug therapy for
individual patients

Designs and
evaluates
treatment regimens
for optimal
outcomes using
disease states

and previous or
current drug
therapy as well as
including psycho-
social, ethical-legal,
and financial data.

Accurately
performs discharge
counselling
following all steps
involved and
utilizes suitable
verbal and non-
verbal
communication
skills

| 392 |



Part Il: Professional behavior

Professional behavior
demonstrated by the
student on following
aspects

(Each professional
behavior has maximum
score of 3; Total
maximum score=15)

Attendance and
punctuality (attend all the
days of rotation
punctually and report on
time)

Fulfillment of tasks and
willingness to learn
(complete all the tasks
assigned without any
delay)

Updating with latest
scientific developments
(regularly reads articles
published in journals and
shows deep interest in
acquiring new knowledge
on drug therapy related
developments)

Concern towards patients
(treats patients with
respect, maintains
confidentiality, shows
compassion towards
patients)

Interprofessional
collaboration and team
work

Max marks: 43

Criteria Meeting (3)
Student
exhibited
acceptable
professional

behavior

Attends all the days
of rotation
punctually and
report on time

Completes all the
tasks assigned
without any delay

Regularly reads
articles published in
journals and shows
deep interest in
acquiring new
knowledge on drug
therapy related
developments

Treats patients with
respect, maintains
confidentiality,
shows compassion
towards patients

Whenever possible
collaborates with
other
healthprofesisonals
on patient related
issues

Name and Signature of the student

Name and Signature of Preceptor

Name and Signature of the Lecturer

Student Strengths:

Suggestions for improvements:

Comments
Developing(2) = NotMeeting  For scores of 1 or
Student’s (1) 2, provide
professional Student’s instructive
behaviorneeds  professional feedback and
improvement. behavioris  recommendations
unacceptable to improve
performance.
Date:
Date:
Date:

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]
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Appendix C [Student feedback on orientation]

Dear student,
Kindly fill in your feedback on the Orientation provided to you on the below aspects of your training:
Yes No
Training site and its location
Dress code
Training timing, attendance and duration
Daily activities
Process of filling daily log
Details of the person (s) evaluating my performance
Grading of my performance and the marks distribution
| have been provided with a copy of the Course syllabus
| have been provided with a copy of the Training manual

I have been informed on the MOH requirements (while undergoing in Sharjah)

Name of the student with signature:

Name of the Lecturer:

Date:



Appendix D [Onsite student attendance sheet]
Name of Rotation: Site:
Name of the Student: Roll. No:

Week Date Time in Time out Time spent in Studentsign Preceptor Lecturer
hours sign sign

O 00 N o U B W N | P

R e =
M W N L O

Total number of posting hours completed:

Date of Submission:

Signature of Onsite receptor: Signature of College preceptor:
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Appendix E [Prescription analysis form]

Read the given prescription carefully and fill the following Form

Prescriber information

Prescriber Name
Prescriber Specialty
Prescription Type
Appropriate Y/N
Address

Telephone Number
Clinic/hospital Logo
Physician stamp
Physician signature

Patient Information

Patient age
Patient Gender

If patient is female, pregnant/ lactating?

C. Maedication Information (Medication available in the Prescription)

No Trade Name Generic Name Dosage Form Physician’s Instructions

FOR THIS CASE, PLEASE DEVELOP A COUNCILLING PLAN MENTIONING THE MAIN ISSUES THAT MUST BE
DISCUSSED DURING COUNCELLING SESSION AS FOLLOWS:

e What would be most probable indication for each of the drugs?



Are there any clinically significant drug- drug interactions between drugs in the prescription? Give
your justification?

Upon reviewing drug information profile what are the ADRs that you would council patient about?

For the above prescription, do you think that it contains the right drugs for right patient in right dose,
right dosage form, right duration? Provide Rationale?

According to this prescription, please list down the missing data (if any)?

Using the prescription information and your information resources, How would you council the patient
(e.g., side effects, precautions, with/without meal, best time of drug administration, drug food
interaction such as Ca, Fe, etc......)
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Appendix F [Prescription analysis evaluation form]

Student........cccceiviiiriinenicneenneena. Y 0 LSS Rp R TopicC:.ccceecnnnne

Case Presentation evaluation criteria:

Student for exceeds expectation Extraordinary Performance
Student exceeds expectations Very Good Performance

Student is at the level expected this point in the rotation Competent Performance

Student demonstrates skills, but not at the level of Needs Performance
competence/expectations Improvement

Student demonstrate skills significantly below competence/expectations = Unacceptable Performance

Not able to assess Not Assessable

Case Management
2 1 NA Evaluate validity & clarity of the prescription
2 1 NA Medication Indications are covered
2 1 NA Dosage of each medication prescribed is covered
2 1 NA Possible diagnoses for the patient
2 1 NA Possible medication errors discussed

NA Possible drug/drug interactions covered

wn
EE R~ R T R R~ R L
W W W W W w W W W w w
N
S

5 2 1 NA Possible drug/food interactions covered

5 2 1 NA Appropriate counseling including:

5 2 1 NA Instruction of how to take medications/devices

5 2 1 NA Side effects of what to do with them

5 2 1 NA Precautions e.g. separating medications or separating food with
medications

5 4 3 2 1 NA Written information (e.g. brochure) are suggested to be given to the
patient

Organization

5 4 3 2 1 NA Logical information sequence

5 4 3 2 1 NA Appropriate continuity of presentation

5 4 3 2 1 NA Appropriate balance of emphasis

5 4 3 2 1 NA Appropriate utilization of time allotted

5 4 3 2 1 NA References in correct format and complete
5 4 3 2 1 NA

Verbal Presentation/Delivery

5 4 3 2 1 NA Clear, audible speech (rate was easy to understand)

N W bR U
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5 3 2 1 NA

Distracting mannerisms
Eye contact with audience

Ability to handle questions

Comments and Suggestions for Improvement

Total Score/Grade

Evaluator

Signature of Evaluator

Date

| 399 |
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Appendix G [Student evaluation of training site]

Student Name:

Onsite preceptor name:

Site:

Date:

Part One: Site Assessment:

Please complete the following evaluation of your pharmacy practice experience in accordance with the
following scale:

5=Strongly Agree, 4=Agree, 3=Neutral, 2=Disagree, 1=Strongly Disagree, N/A=Not Applicable

Score Assessment Categories

1 2 3 4 5 N/A | was oriented to the facilities and introduced to other personal and
provided directions early.

This site provided an opportunity to collaborate with other
1 2 3 4 5 N/A professionals and | was introduced to the other health care
professionals with whom | would work

1 2 3 4 5 N/A Resource was adequate and readily to complete the rotation
objectives

1 2 3 4 5 N/A Pertinent policies and procedures were explained.

1 2 3 4 5 N/A Active student participation was encouraged.

1 2 3 4 5 N/A Assignments (readings, papers, projects) were pertinent to the
subject and helpful in learningit. (only applicable if assignments were
made)

1 2 3 4 5 N/A | received constructive feedback on my efforts.

1 2 3 4 5 N/A My confidence level has increased as a result of this experience

1 2 3 4 5 N/A My onsite preceptor was easily approachable when | had questions
or concerns and | was treated with respect

1 2 3 4 5 N/A Overall, this pharmacy practice experience was worthwhile.

The onsite preceptor was able to spend hours / week with me.

Additional comments:



Part Two: Self-Assessment:

1. What do you see as your strengths and weaknesses in this rotation?
Strengths:

Weaknesses:

2. Discuss whether or not this rotation is what you expected and why?

3. Please describe the most important things you have learned during this rotation about:

a) yourself
b) the pharmacy profession

c) the health care profession

4. The most difficult aspect of this rotation was:
5. What recommendations would you make to improve the placement? :

6. How will this clerkship experience impact your future practice? Advice for other students
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Appendix H [ Case presentation evaluation form]

Student:......ccccerienneiieinecnnnnnnna I 0 TopiC:.ccuceecneene

Case Presentation evaluation criteria:

Student for exceeds expectation Extraordinary Performance 5

Student exceeds expectations Very Good Performance 4

Student is at the level expected this point in the rotation Competent Performance 3

Student demonstrates skills, but not at the level of Needs Performance 2

competence/expectations Improvement

Student demonstrate skills significantly below competence/expectations = Unacceptable Performance 1

Not able to assess Not Assessable NA
Case Management

5 4 3 2 1 NA Patient details and demographics of disease

5 4 3 2 1 NA Medication history covered ( conditions, medications with dose &
regimens)

5 4 3 2 1 NA Relevant signs and symptoms covered

5 4 3 2 1 NA Relevant tests and diagnostic procedures covered

5 4 3 2 1 NA Drug Therapy ( drug product, appropriate dosage form, duration)
covered

5 4 3 2 1 NA Appropriateness of drug choice/ dose/ duration

5 4 3 2 1 NA A complete drug therapy problem list developed

5 4 3 2 1 NA Rational interventions for therapeutic intervention were recommended

5 4 3 2 1 NA Outcome or monitoring plan covered

5 4 3 2 1 NA Counseling points covered

5 4 3 2 1 NA Appropriate clinical practice guidelines were used

5 4 3 2 1 NA

Organization

Logical information sequence

5 4 3 2 1 NA Appropriate continuity of presentation

5 4 3 2 1 NA Appropriate balance of emphasis

5 4 3 2 1 NA Appropriate utilization of time allotted

5 4 3 2 1 NA References in correct format and complete
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5 4 3 2 1 NA
5 4 3 2 1 NA
5 3 2 1 NA
5 4 3 2 1 NA

Verbal Presentation/Delivery

Clear, audible speech (rate was easy to understand)
Distracting mannerisms

Eye contact with audience

Ability to handle questions

Comments and Suggestions for Improvement

Total Score/Grade

Evaluator

Signature of Evaluator

Date

| 403 |
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Appendix | [Student attendance sheet]

(\\\' :/a
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College of Pharmacy of Pharmacy and Health Sciences

Attendance Record Completed by the Student and the Preceptor

Preceptor Details

Preceptor Name: .....ccccevvevivnennen

Preceptor Qualification: .......cccceooeveececennnne E-mail Address: .....ccecevevercecnennans

Preceptor POSItioN: ...

Establishment Name and Address: .......cccveeeeeveevveecnceieenene

Student’s Details:

StUAENt’'S NAME: ettt et e

StUAENtS 1.D.: e

Date Day AM

Su

-

Th

Su

—

Th

Su

PM

Out

| 404 |

reeerene.PhONE/Mobile NO. feeveeeieeeeee,

Total
Hrs

Comments and Signature
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Th
Total Hrs

This form should be completed by the student and signed by the preceptor at the training site every day.

| 405 |
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Appendix J [Training course exit survey]

Course Exit Survey

Dear student,

The purpose of this survey is to assess the degree to which you feel you have academically benefited from
having taken this course. The information that you provide in this survey will be very helpful in the continuous
improvement process of our undergraduate programs. Thank you for your cooperation

Course: Course Instructor Name:
Pharmaceutical Technology Training

Program: Academic Year:
Bachelor of Pharmacy (B. Pharm.) Semester:

Please evaluate the level to which you believe each outcome was met by this course during your training,
using the following scale:

CLo CLO Statement (By completing this course, | am able to) 1= Poor, 2= Fair, 3=
Number Good, 4= Very Good, 5=
Excellent

1 2 3 4 5

1 Describe the functions of the different company departments with detailed
description of production, quality control, cGMP, and quality assurance

2 Apply skills related to quality assurance aspects, cGMP guidelines, as well as
validation of the manufacturing processes for both sterile and non-sterile
products

3 Practice the role of the pharmacist in the different production lines (sterile

and non-sterile products), raw material handling and storage, quality control,
labeling and packaging

4 Present professional reports related to different pharmaceutical productions
lines, quality control, quality assurance, and cGMP

Additional comments: Please use the space provided below to provide more detailed comments on this
course. Please comment on outcomes, recommendations for changes, adequacy of prerequisite courses, etc.



Course:

Appendix K [ Student's evaluation of preceptors and training site]

College of Pharmacy and Health Sciences

Onsite preceptor & Site Evaluation by Students

Company Name and Address:

Pharmaceutical Technology Training

Program:

Academic Year:

Bachelor of Pharmacy (BPharm) Semester:

Please provide feedback by circling your level of agreement with the following statements:

On-site Preceptor:

Item
Number

D

00 N o un

Statement

Preceptors demonstrated high and up-to-date knowledge during their
professional practice

Preceptor provided a role model of essential attitudes and skills during their
professional practice

A preceptor was allocated to me in each of the company’s department

Preceptors showed enthusiasm and high level of responsibility for teaching and
training pharmacy students

Preceptors gave students opportunity to ask, discuss and exchange opinions
Preceptors were accessible when help is needed
Preceptors demonstrated sensitivity and supportiveness to students

Preceptors provided feedback and evaluation to the student’s performance in
an educational manner

1= Strongly Disagree,
2= Disagree, 3=

Neutral, 4= Agree, 5=
Strongly Agree

1 2 3 4 5
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Training Site:

Item Statement 1= Strongly Disagree,
Number 2= Disagree, 3=
Neutral, 4= Agree, 5=
Strongly Agree

1 2 3 4 5

1 The site had adequate facilities (e.g. different production lines, quality control
unit, R&D unit, storage and quarantine areas etc.)

2 The site has adequate space for the trainee to interact effectively with the
preceptor and staff in each unit

3 The site had adequate number of specialized staff members to provide variety
of experiences

4 The site allocated an appropriate workload for the trainee to get a feel of real-
life experience

5 The site applies cGMP

6 In general, the practice site was suitable for training purposes

Please, describe any issues, comments, suggestions or recommendations that may help in improving
preceptor supervision and the practice site.



Appendix L [Student self- assessment form]

1. What do you see as your strengths and weaknesses in different company departments?

Strengths:

why?
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3. Please describe the most important things you have learned during the company rotation in different
department about:

I. Yourself:



IV. The most difficult aspect of the pharmaceutical technology training was:
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[Appendix M: From 2 — Onsite Preceptor Evaluation Form of Student Performance]

Preceptor Details

NAME: et QUATIFICATION: oot e e e
[0 Ty 14 o] o F T Establishment Name and Address: .......ccccovueeieeveeeeieeseceneene
Contact NUMDET: ....oovveeeciiie e E-Mail ADATESS: ettt st e

Student’s Details:

NAME: i e Students ID NUMDBEI: ...t

Description Assessment Rubric:
1= Poor, 2= Fair, 3= Good, 4= Very
Good, 5= Excellent

Adherence to the predetermined training program timetable
Confidentiality

Professional awareness

Accuracy

Attention to details

Welcoming responsibilities

Working in a team and interaction at work

Evaluation of cGMP Practice within the industry

Preparation and operation of clean room and all validation and monitoring
tests conducted to confirm that the room meets the required design
specifications

Enumerate the various types of packaging materials and test done to
ensure their safety

Explain procedures adopted for new product registration

Formulation and manufacturing of sterile and non-sterile products

Ways of conducting stability testing and their importance.

Enumerate the different types of stores and quarantine areas in the
manufacturer sites

Show the skills to use sophisticated equipment within the quality control
department such as HPLC, GC, mass spectrophotometer

Explain marketing policies and strategies adopted for proper drug
promotion

Total mark is out of 80, but will contribute to 10% of the student’s final marks



Master of Science in Clinical Pharmacy

Introduction

The training manual of the MSc in Clinical Pharmacy College program at the Pharmacy, Ajman University is
designed to train the students to practice clinical pharmacy in institutional settings. It also covers an elective
course on community pharmacy rotation. It provides students with advanced skills in optimizing medication
therapy, detection and prevention of medication errors and solving drug therapy-related problems. The
training is designed to be implemented in hospitals/clinics with clinical pharmacy services and community
pharmacies with facilities to offer advanced training. Cooperation between the experiential learning
coordinator at the college and the onsite preceptor is the basis of successful training. The students will be
expected to participate in and successfully complete all activities and projects required by this training
program.

Office of experiential learning

The Office of experiential learning coordinates the training activities in the university and provides a formal
channel for communication between the University and the trainers. The main task of the office is to provide
quality training opportunities for students with premier organizations in order to get hands-on experience in
their fields of study so that when they graduate they will be more marketable in the workplace. It also
represents the university in local, national, and international meetings and events related to student training
and development.

The office provides its services exclusively to students enrolled in the University, prepares a list of training
candidates in the respective college, and starts contacting organizations to raise training positions for these
candidates. The candidates will then be assigned to these training facilities based on factors like geographical
location, and field of work, etc.

Student's regular responsibilities

Each student will be assigned an academic preceptor and onsite preceptor and require accomplishing the
following:

1. Follow training protocols set by the university and the training sites (Hospital and community
pharmacies)

2. Attend rounds and morning medical meetings if available

3. Get exposed to outpatient clinics

4. Monitor and follow up patients assigned by the preceptor

5. Follow preceptor's recommendations and orientations

6. Participate in oral presentations and medical lectures

7. Update onsite preceptor and academic preceptor on daily activities

8. Read guidelines and clinical material provided by the preceptor and coordinator


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Pharm.%20&%20Health%20Sci.%20(CPHS)/College%20of%20Pharmacy%20training%20manual%20edited%20on%2012th%20April%202020.docx
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6. Attend Grand-Hospital Meetings (depends on the hospital)

7. Report certain number of cases required by the preceptor and coordinator

8. Adhere to code of ethics and confidentiality of the training sites and patients information

Professional expectations of the student

Upon joining the Training program, each student (male / female) is expected to:

Accomplish the workshop training program step by step.

Adhere to the scheduled training period.

Adhere to, and stick to the work ethics, and professional rules.

Be committed to perform all the tasks assigned to the student by his/ her direct supervisor.
Comply with the regulations and rules applied in the work site.

Respect and maintain confidentiality with all sensitive organization information

Inform the college supervisor and the field supervisor in case of any illness as promptly as
possible, any days missed during the Training will need to be made up toward the end of their
Training

In case there is any violation or breach of the above-stated regulation, committed by the student, then both
the college and the training organization are authorized to cancel the training program.

Professional expectation of the organization

Ensure the availability of suitable projects and tasks for the trainee to engage in for the period
of Training.

Provide facilities and resources for the interns to enable them to accomplish their assigned tasks
and learning outcomes

Monitor the progress of the interns and communicate frequently with them to offer constructive
feedback.

Provide safe and clean work environment to enable the interns to conduct their work safely.

Will not engage the interns in any significant or sensitive additional assignments without formal
approval by the university college supervisor.

Provide academic preceptor with all intern documents upon the completion of the Training.

Both the onsite preceptor and the university intern hereby confirm that the above terms and conditions have
been reviewed, understood and accepted as professional guidelines to ensure a successful Training for both
the intern and the organization

Preceptor duties and responsibilities

Duties and responsibilities of onsite preceptor

1. Follow training guidelines provided by the university and the hospital

2. Beresponsible for all of clinical activities carried out by the student

3. Responsible for student follow-up on daily basis



4. Communicate with the student and introduce him/her to other healthcare professionals
5. Follow training manual, if any suggestion is made it should be through the university coordinator

6. Student evaluation based on learning outcomes in coordination with the academic preceptor

Duties and responsibilities of academic preceptor
1. Conduct orientation to the onsite preceptors
2. Conduct orientation to the students

3. Assess the students in coordination with the onsite preceptors
Orientation

Orientation of students by academic preceptor

The academic preceptor should conduct orientation for all trainee students prior to start of each rotation.
During the orientation, the academic preceptor provides information on following things:

e Start date of the rotation

e Overview of the rotation

e Course learning outcomes

e Daily logs submission process

e Case study form templates

e Assessment tools with rubrics

e Expectations form the students

e Role and responsibilities of the onsite preceptor
e Reference textbooks, treatment guidelines, etc

e Use of Ajman University eLibrary and login requirements (https://library.ajman.ac.ae/)

e Attendance and punctuality
e Evaluation process (Mid rotation and end rotation)

e Any other matters pertaining to student training

Orientation of students by onsite preceptor

Students have to attend orientation program before they pursue their training. During this orientation they
will be introduced to hospital departments and their scopes and functions, they will make hospital rounds
and meet key hospital staff, and they will review hospital policies and procedures. Fire safety, disaster
awareness, customer service, quality and, infection control matters are all reviewed in the general hospital
orientation.

During orientation, students need to be familiar with the following:

1. Meeting with the head and assistant head of the department

a. Hospital Mission, Vision and Values


https://library.ajman.ac.ae/
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b. Department Mission, Vision and Values

c. Department Scope of Service

d. Hospital organizational chart

e. Department Organizational Chart

f. Chain of command / preceptors / supervisor / Ql coordinator

g. Training hours

2. Directed to the whereabouts of following manuals and reviewing the necessary ones:
a. Administration Policies and Procedures
b. Hospital Quality Management plan
¢. Pharmacy Infection Control Program
d. Handling of hazardous material IPP
e. Hospital Safety Plan
f. Incident reporting and Medication error reporting
g. Medical Emergency ‘CODE’
h. Department internal policies and procedures
i. Hospital formulary
j. Aseptic techniques and IV admixture

k. Pharmacy clinical services

3. Meeting with the departmental secretaries for the following issues:
a. Location of office supplies
b. Operation of copy machines
c. Personal information matters:
i. Dress Code
ii. Smoking
iii. Absenteeism
d. Requisition of following items:
i. Inter/ intranet access
ii. Security access to doors (if applicable)
iii. Student badge
iv. Computer access (coordinated with supervisor)
v. (In-patient / out-patient / inventory / MedTech)
vi. Phone directories

vii. Locker



e. Introduction to all department sections and staff

f. Tour in the different department areas

g. Scope of continuing education

h. Medication management Use and JCI standards

i. Occurrence / Variance (incident) report policy

j. Evaluation after training course

k. Patient rights and confidentiality issues

I. Pharmacy safety and disaster plan.

m. Pharmacy hours (weekdays, weekend, holiday, breaks) and after-hours services.

n. Students must be also told about the rubrics of assessment.

Orientation for onsite preceptors

Preceptor orientation are to be conducted prior to start of each rotation. This orientation is expected to
orient the onsite preceptors towards the rotations in terms of contents, expectations, assessment process
etc. The orientation must incorporate following aspects of student training:

e Start date of the rotation

e Overview of the rotation

e Overview of course syllabus with emphasis on course learning outcomes
e Assessment tools with rubrics

e Expectations form the students

e Role and responsibilities of the onsite preceptor

e Evaluation process (Mid rotation and end rotation)

e Minimum number of cases to be followed and presented by each student

e Any other matters pertaining to student training

Training duration

Trainings will be distributed over the two academic semesters of the study. Each training has to finish with
in the particular semester. Each one of the rotations require 160 contact hours.

Course Code Course Name Credit hours Contact hours
PHM635 Internal Medicine - 1 2 160
PHM636 Internal Medicine — 2 (Infectious disease) 2 160
PHM637 Pediatrics 2 160
PHM641 Ambulatory Care 2 160
PHM642 Critical Care 2 160
Any one elective rotation from the basket below* 2 160
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*Elective rotations:

PHM®643 - Nephrology (Elective)

PHMG644 - Surgery (Elective)

PHMG645 - Pain Management (Elective)
PHMG646 - Drug Information (Elective)
PHM®647 - Community Pharmacy (Elective)

PHMG648 - Pharmacy Administration (Elective)

Supervisor/student ratio

The supervisor-student ratio should not exceed 3:1.

Clinical training description

Students are expected to become involved in the provision of primary care, medication maintenance
activities and improvement of rational drug therapy in the practice environment. Strong emphasis is placed
on patient counseling and interviewing skills. Develop student's skills to provide pharmaceutical care to a
variety of patients. While interacting with health care professionals to optimize drug therapy outcomes,
students will develop an advanced inter-professional relationship with all medical teams. For the detail
course description, refer to the course syllabus.

Assessment of the rotations

The trainee students are assessed by the onsite preceptor and academic preceptor using well defined
assessment process as mentioned below:

Assessment Assessment date Weight (%)

Onsite preceptor assessment At the end of the rotation 30
Daily logs Every day 10
Pharmaceutical care plan development Week 2 and Week 4 20
Journal club Week 3 10
Projects/ presentations Week 4 15
Case presentation Every week 15
Total 100

Note: There can be a slight change in the assessment weightage for the Community Pharmacy rotation and
the Pharmacy Administration rotation.

The onsite preceptor assessment accounts for total 30% of the entire rotation. The Onsite preceptor
evaluation form has to be used for each rotation independently. Students have to pass all of the eight
competency-based evaluations in order to pass the rotation. If a student fails any competency for a specific
rotation, he/she has to repeat that particular competency for 3 days in the hospital and undergo a
reassessment. If a student fails more than twice in a particular competency then the entire rotation has to
be repeated. For the detail assessment process, refer to the Course syllabus.

Quality Assurance

For the purpose of continuous improvement, the following points should be considered:



e All students have to evaluate their preceptors and practice sites using the preceptor “preceptor and
practice site evaluation form”, see appendix 6.

e All preceptors are required to evaluate the course using “course evaluation by preceptors” form, see
appendix 7.

Training sites

Training sites are places in which MSc in Clinical Pharmacy students undergo their rotations. Following are
standard requirements for the training sites:

e They should be safe and reputable environments for intern students
e They should provide pertinent experiences for interns

e They should provide facilities and resources for the interns to enable them to accomplish their
assigned tasks and learning outcomes

e They should monitor the progress of the interns and communicate frequently with them to offer
constructive feedback.

Official agreements

The Office of Experiential Learning at College of Pharmacy coordinates with the AU Chancellor Office and
arranges agreement with the training sites (Hospital and community pharmacies). The agreements define
the responsibilities of both parties and are updated to suit the university and the placement sites.
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Appendices

Appendix 1: Onsite preceptor evaluation form for Clinical Pharmacy rotations

(30% of total assessment scores)

[This form should be used by onsite preceptors to assess the following Clinical Pharmacy rotations; PHM
635, PHM 636, PHM 637, PHM 641, PHM 642, PHM 643, PHM 644, PHM 645]

SEUENT NAME et ettt st e et st e et st et e st senbebene

Student ID L ettt et e eheehe et ettt eh et e a ettt ek eheeue ettt e eseesben e et et shesheeueeeeseens

Preceptor name L et eetteseteeeeete e eethre et ae st eeaesea e eebe et e e beaeaaeeeebae saeaeereeesreeenne eraen sreean
NAME OF FOATION: cviiiece e e st st s e e bbb e ans

TrAINING SITE: woiitiiiieie et e e et st et e s s te st eeb e saesaeess e s sbessneesses seesnnessnnes

Date Of fiNal @SSESSMENT ...ccviviiciie et st s s s s

1. The Onsite preceptor evaluation form has to be used for each rotation independently

2. The student has to pass all of the nine competency-based evaluations to pass the rotation

3. If the student fails any competency for a specific rotation, he/she has to repeat that particular competency
for 3 days in the hospital and undergo a reassessment

4. If student fails more than twice in a particular competency then the entire rotation has to be repeated

5. The expectations to fulfill ‘consistently’, ‘frequently’, ‘sometimes’ and ‘rarely’ will be defined by the onsite
preceptor at the beginning of the rotation

Rubric:

Exceeding/Commendable (4): The student consistently performs above expectations and requires minimal
guidance and supervision.

Meeting/Acceptable (3): The student frequently performs within expectations and requires minimal
guidance and supervision.

Developing/Needs Improvement (2): The student sometimes performs within expectations and requires
regular guidance and supervision.

Not Meeting/Unacceptable (1): The student rarely performs within expectations and requires constant
guidance and supervision.

Disclaimer: This form is developed by referring to the JCCP Pharmacists’ Patient care Process and customizing
to the course learning outcomes of the rotation(s).



Part I. Professional competencies

Competencies

(Each competency
has maximum score
of 4; Total maximum
score=32)

Criteria

Exceeding
(4) The
student

consistently
performs the
competency
above
expectations
and requires

Meeting (3)
The student
frequently
performs
the
competency
within
expectations
and requires

Developing
(2)

The student
sometimes
performs the
competency
within
expectations
and requires

minimal minimal regular
guidance and guidance guidance and
supervision and supervision.
from the supervision Needs
preceptor. from the improvement.
Exceeds preceptor.
expectations.  Progressing
well.
1. Discuss the current = Accurately discuss
treatment guidelines = the treatment
(both local and guidelines and
international) on apply them in 4 3 2
selected diseases patient care
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
2. Collect subjective Accurately
and objective performs  history
information about taking to
the patient in order understand the
to understand the patient’s relevant 4 3 2

patient’s relevant
medical/medication
history and clinical
status

medical/medication
history and clinical
status

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

Not Meeting
(1) The
student rarely
performs the
competency
and requires
constant
guidance and
supervision.
Needs
significant
improvement.

Comment
For scores of 4,
describe what

merits this

assessment. For
scores of 1 or 2,
provide
instructive
feedback and
recommendations
to improve
performance.
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3. Assess the

pharmacotherapeutic

options in the
context of
appropriateness,
effectiveness, safety,
and patient
adherence

Identifies suitable
drug therapy for
individual patients

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

4. Develop an
individualized
patient-centered
care plan in
collaboration with
other health care
professionals and the
patient or caregiver
that is evidence-
based and cost
effective.

Designs and
evaluates
treatment regimens
for optimal
outcomes using
disease states

and previous or
current drug
therapy

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

5. Implement the
care planin
collaboration with
other health care
professionals and the
patient or caregiver

Identifies and
suggests
appropriate
therapeutic
endpoints for the
patient (cure,
maintenance, or
prophylaxis).



Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

6. Monitor and
evaluate the
effectiveness of the
care plan and modify
the planin
collaboration with
other health care
professionals and the
patient or caregiver
as needed

Designs and
evaluates
treatment regimens
for optimal
outcomes using
disease states

and previous or
current drug
therapy as well as
including psycho-
social, ethical-legal,
and financial data.

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

7. Demonstrate
effective
communication skills

Communicates
clearly using proper
pronunciation, and
volume, and
adequately uses
nonverbal skills

Specific comments during mid rotation assessment:

Specific comments during final evaluation:
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8. Assess safe Assess the
medication use medication use
system in the system in the
hospitals hospital and
identify processes 4 3 2
for preventing,
identifying and
managing
medication-related
misadventures
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
Part ll: Professional behavior
Professional behavior demonstrated Meeting (3) Developing (2) Not Meeting
by the student on following aspects Student Student’s (1)
(Each professional behavior has exhibited professional Student’s
maximum score of 3; Total maximum acceptable behavior needs professional
score=21) professional improvement. behavior is
behavior unacceptable
1. Attendance and punctuality 3 2 1
(attends all the days of rotation
punctually and report on time)
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../3
2. Fulfillment of tasks and 3 2 1

willingness to learn (completes all
the tasks assigned without any
delay)

Comments
For scores of 1 or 2, provide
instructive feedback and
recommendations to improve
performance.



Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

3. Accountability and Initiative 3
(accepts personal responsibility;
demonstrates reliability and follow

through with commitments in a

timely manner; accountable for

his/her performance; recognizes
limitations and seeks help when
necessary; addresses individuals who
demonstrate unacceptable
behaviors)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

4. Concern towards patients (treats 3
patients with respect, maintains
confidentiality, shows compassion

towards patients)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

5. Compassion and respect for 3
others (displays empathy;

considerate; cooperative; sensitive;

respectful of different

socioeconomic backgrounds and

cultural traditions; avoids promoting

gossip and rumor; respects

authority)
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

6. Self-directed learning skills
(possess self-directed learning skills
and applies information from 3
evidence-based resources.
Participates in peer presentations )

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

7. Ethical practices in patient care 3
(respects patients and their health

care decisions and maintains patient

privacy and confidentiality)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

Student strengths:

Student weakness:

Final grade:

Total grade out of 53.......ccceceveirriereene.

Final grade out of 30......ccccceveeeceeiecenenes



Uloacld =ola

AJMAN UNIVERSITY

Signature of the preceptor: ...

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]
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Appendix 2: Onsite preceptor evaluation form for Community Pharmacy rotation PHM 647

(30% of total assessment scores)

[od C=Tol=T o1 o] gl 4 F=1 3 U= T RO

Name of rotation: Community Pharmacy

TraiNING SITe: uiiveiiiiiiniiintinninrr e s esr e s esssesssesssessasssnssssassssanssnssenasssasssnasssnsssnnsssns sennses

Date of final aSS@SSMENT ........coiiviiiiiiiirieir i s s sasssasnass s sassassss s asnassassses

1. The Onsite preceptor evaluation form has to be used for each rotation independently

2. The student has to pass all of the nine competency-based evaluations to pass the rotation

3. If the student fails any competency for a specific rotation, he/she has to repeat that particular competency
for 3 days in the hospital and undergo a reassessment

4. If student fails more than twice in a particular competency then the entire rotation has to be repeated

5. The expectations to fulfill ‘consistently’, ‘frequently’, ‘sometimes’ and ‘rarely’ will be defined by the onsite
preceptor at the beginning of the rotation

Rubric:

Exceeding/Commendable (4): The student consistently performs above expectations and requires minimal
guidance and supervision.

Meeting/Acceptable (3): The student frequently performs within expectations and requires minimal
guidance and supervision.

Developing/Needs Improvement (2): The student sometimes performs within expectations and requires
regular guidance and supervision.

Not Meeting/Unacceptable (1): The student rarely performs within expectations and requires constant
guidance and supervision.

Disclaimer: This form is developed by referring to the JCCP Pharmacists’ Patient care Process and customizing
to the course learning outcomes of the rotation(s).



Part I. Professional competencies

Competenci  Criteria Exceeding (4) Meeting (3) Developing (2) Not Meeting (1)
es The student The student The student The student
(Each consistently frequently sometimes rarely performs
competency performs the performs the performs the the competency
has competency competency competency within and requires
maximum above within expectations and constant
score of 4; expectations  expectations and requires regular guidance and
Total and requires requires minimal guidance and supervision.
maximum minimal guidance and supervision. Needs Needs
score=32) guidance and  supervision from improvement. significant

supervision the preceptor. improvement.

from the Progressing well.
preceptor.
Exceeds
expectations.

1. Collect Accurately
subjective performs
and history
objective taking to
information understand 4 3 2 1
about the the patient’s
patient in relevant
order to medical/med
understand ication
the patient’s = history and
relevant clinical status
medical/me
dication
history and
clinical
status
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
2. Assess the  Identifies
pharmacoth = suitable drug
erapeutic therapy for
options in individual 4 3 2 1
the context patients

of
appropriate
ness,
effectivenes
s, safety,
and patient
adherence

Comment
For scores of
4, describe
what merits
this
assessment.
For scores of 1
or 2, provide
instructive
feedback and
recommendat
ions to
improve
performance.
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

3.
Recommend
over-the-
counter
medications
for common
ailments

Specific comments during mid rotation assessment:

Identifies
and suggests
appropriate
therapeutic
endpoints
for the
patient
(cure,
maintenance
,or
prophylaxis).

Specific comments during final evaluation:

4. Inventory
control and
marketing of
products
and services

Specific comments during mid rotation assessment:

Able to
perform
inventory
control
measures
and design
strategies to
market the
products and
community
pharmacy
services

Specific comments during final evaluation:

Grade: ...../4
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5.
Collaborate
with
coworkers,
other health
care
professional
s and the
patient or
caregiver as
needed.

6. Insurance
billing,
prescription
handling and
dispensing

Effectively
collaborates
with
coworkers,
other health 4
care
professionals
and the
patient or
caregiver as
needed.

Handle and

dispense 4
prescription

medicines in

a proper

manner.

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

7.
Demonstrat
e effective
communicati
on skills with

Communicat

es clearly

using proper
pronunciatio 4
n, and

volume, and
adequately

uses

nonverbal

skills

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4
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8. Assess Assess the
safe medication
medication use system
use system in the
in the community 4 3 2 1
community pharmacy
pharmacies and identify
processes for
preventing,
identifying
and
managing
medication-
related
misadventur
es
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
Part Il: Professional behavior
Professional behavior demonstrated by the Meeting (3)
student on following aspects Student Developing (2) Not Meeting (1)
(Each professional behavior has maximum score exhibited Student’s Student’s
of 3; Total maximum score=21) acceptable professional professional
professional behavior needs behavior is
behavior improvement. unacceptable
1. Attendance and punctuality (attends all the 3 2 1
days of rotation punctually and report on time)
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../3
2. Fulfillment of tasks and willingness to learn 3 2 1

(completes all the tasks assigned without any
delay)

Comments
Forscoresof 1or2,
provide instructive

feedback and
recommendations
to improve
performance.



Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

3. Accountability and Initiative (accepts
personal responsibility; demonstrates reliability
and follow through with commitments in a
timely manner; accountable for his/her
performance; recognizes limitations and seeks
help when necessary; addresses individuals
who demonstrate unacceptable behaviors)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

4. Concern towards patients (treats patients
with respect, maintains confidentiality, shows
compassion towards patients)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

5. Compassion and respect for others (displays
empathy; considerate; cooperative; sensitive;
respectful of different socioeconomic
backgrounds and cultural traditions; avoids
promoting gossip and rumor; respects
authority)
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

6. Self-directed learning skills  (possess self-
directed learning skills and applies information
from evidence-based resources. Participates in
peer presentations )

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

7. Ethical practices in patient care (respects
patients and their health care decisions and
maintains patient privacy and confidentiality)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

Student strengths:

Student weakness:




Final grade:

Total grade out of 53......ccoccvirvveiviiries

Final grade out of 30......cccceeeevveievenennnns

Signature of the preceptor: ...

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]
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Appendix 3: Onsite preceptor evaluation form for Pharmacy Administration rotation PHM 648

(30% of total assessment scores)

STUAENT NAME et ss s s ssesssssssassassassassassns sassnsssassassasans
Student ID ST
Preceptor name L reeereeeseseseseesesssntetesssntetetesansatetes ntatt et esnrntatesensntateaes rnent et esasntanesassssareseane
Name of rotation : Pharmacy Administration

TraiNING SITE: uiiveiiiiiiiiitirennnr e s ess s s essses s esssessasssnssssassssanssnssenasssnsssnasssnsssnnsssns sonnses

Date of final asSESSMENT ......ccuivieiiiiiniininr s sns s s sessssssssresnssesssssennssssnsssesasons

1. The Onsite preceptor evaluation form has to be used for each rotation independently
2. The student has to pass all of the nine competency-based evaluations to pass the rotation

3. If the student fails any competency for a specific rotation, he/she has to repeat that particular competency
for 3 days in the hospital and undergo a reassessment

4. If student fails more than twice in a particular competency then the entire rotation has to be repeated

5. The expectations to fulfill ‘consistently’, ‘frequently’, ‘sometimes’ and ‘rarely’ will be defined by the onsite
preceptor at the beginning of the rotation

Rubric:

Exceeding/Commendable (4): The student consistently performs above expectations and requires minimal
guidance and supervision.

Meeting/Acceptable (3): The student frequently performs within expectations and requires minimal
guidance and supervision.

Developing/Needs Improvement (2): The student sometimes performs within expectations and requires
regular guidance and supervision.

Not Meeting/Unacceptable (1): The student rarely performs within expectations and requires constant
guidance and supervision.

Disclaimer: This form is developed by referring to the JCCP Pharmacists’ Patient care Process and customizing
to the course learning outcomes of the rotation(s).



Part I. Professional competencies

Competencies  Criteria Exceeding Meeting (3) Developing (2) Not Meeting (1)
(Each (4) The The student The student The student
competency student frequently sometimes rarely performs
has maximum consistentl performs the performs the the competency
score of 4; y performs competency competency and requires
Total the within within constant
maximum competenc  expectations and expectations guidance and
score=32) y above requires minimal and requires supervision.
expectatio guidance and regular Needs significant
ns and supervision from guidance and improvement.
requires the preceptor. supervision.
minimal Progressing well. Needs
guidance improvement.
and
supervision
from the
preceptor.
Exceeds
expectatio
ns.
1. Evaluate Accurately
organizational | evaluates
chart for an
hospital organizatio 4 3 2 1
pharmacy nal chart
operations for hospital
pharmacy
operations
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
2. Assess Effectively
personnel evaluates
policies and policies and
institution procedures
procedures in 4 3 2 1
that assure promoting
productivity productivity
and and
accountability = accountabil

ity

Comment
For scores of 4,
describe what

merits this

assessment. For

scores of 1 or 2,

provide
instructive

feedback and

recommendation
s to improve
performance.
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

3. Participate Adequately
in therapeutic = participates

review in
process, and therapeutic 4 3
drug review and
utilization drug
review utilization
evaluation
and
formulary
manageme
nt

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4
4. Perform Accurately
inventory performs
control inventory
measures control
including measures 4 3
expiry including
handling expiry
handling,
prepares
and reviews
both
routine and
emergency
purchase
orders.

| 438 |



Specific comments during mid rotation assessment:

AJMAN UNIVERSITY

Uloacld =ola

Specific comments during final evaluation:

Grade: ...../4

5. Schedule
work hours
and staff
evaluation of
pharmacy
personnel

Specific comments during mid rotation assessment:

Prepares
work hour
schedule
for 4
pharmacy
personnel
and
assesses
personnel
performanc
e
evaluation
procedures

Specific comments during final evaluation:

Grade: ...../4

6. Monitor,
detect and
report adverse
drug reactions

Effectively
engages in
monitoring,
detecting
and 4
reporting
adverse
drug
reactions
within the
institution,
nationally
and globally

| 439 |
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

7.
Demonstrate
effective
communicatio
n skills

Specific comments during mid rotation assessment:

Communica
tes clearly
using
proper
pronunciati 4
on, and
volume,
and
adequately
uses
nonverbal
skills

Specific comments during final evaluation:

8. Assess safe
medication
use systemin
the hospitals

Assesses
the
medication
use system
in the 4
hospital
and identify
processes
for
preventing,
identifying
and
managing
medication-
related
misadventu
res

| 440 |



Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

Part Il: Professional behavior

Professional behavior demonstrated by the Meeting (3)
student on following aspects Student
(Each professional behavior has maximum exhibited
score of 3; Total maximum score=21) acceptable
professional
behavior

1. Attendance and punctuality (attends all the 3
days of rotation punctually and report on
time)

Specific comments during mid rotation assessment:

Developing (2)
Student’s
professional
behavior needs
improvement.

Not Meeting (1)
Student’s
professional
behavior is
unacceptable

Specific comments during final evaluation:

Grade: ...../3

2. Fulfillment of tasks and willingness to learn 3
(completes all the tasks assigned without any
delay)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

3. Accountability and Initiative (accepts 3
personal responsibility; demonstrates

reliability and follow through with

commitments in a timely manner; accountable

for his/her performance; recognizes

limitations and seeks help when necessary;

addresses individuals who demonstrate

unacceptable behaviors)

Comments
Forscoresof 1or2,
provide instructive

feedback and
recommendations to
improve
performance.
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

4. Concern towards patients (treats patients
with respect, maintains confidentiality, shows
compassion towards patients)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

5. Compassion and respect for others (displays
empathy; considerate; cooperative; sensitive;
respectful of different socioeconomic
backgrounds and cultural traditions; avoids
promoting gossip and rumor; respects
authority)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

6. Self-directed learning skills  (possess self-
directed learning skills and applies information
from evidence-based resources. Participates in
peer presentations )

Specific comments during mid rotation assessment:

Specific comments during final evaluation:




7. Ethical practices in patient care (respects
patients and their health care decisions and
maintains patient privacy and confidentiality) 3 2 1

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

Student strengths:

Student weakness:

Final grade:

Total grade out of 53.......ccccoeerevrriereene.

Final grade out of 30.......cccceeeeveievecenenns

Signature of the preceptor: ... e

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]

| 443 |
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Appendix 4: Onsite preceptor evaluation form for Drug Information rotation PHM 646

(30% of total assessment scores)
STUAENT NAME it s sss s e sessasssassasssss sassasssssnassasssessnssassresassasssnssns
Student ID T
Preceptor name P
Name of rotation: Drug Information
TraINING SITE: ettt s sre s s sn sas s sss sas sssssssas senasssnsssassssssnsasssnes
Date Of fiNal aSSESSMENL .....ccccvviiiiciiiiniinissn s s st sesses e sesssssessssssssssssssssssssasanse
1. The Onsite preceptor evaluation form has to be used for each rotation independently
2. The student has to pass all of the nine competency-based evaluations to pass the rotation

3. If the student fails any competency for a specific rotation, he/she has to repeat that particular competency
for 3 days in the hospital and undergo a reassessment

4. If student fails more than twice in a particular competency then the entire rotation has to be repeated

5. The expectations to fulfill ‘consistently’, ‘frequently’, ‘sometimes’ and ‘rarely’ will be defined by the onsite
preceptor at the beginning of the rotation

Rubric:

Exceeding/Commendable (4): The student consistently performs above expectations and requires minimal
guidance and supervision.

Meeting/Acceptable (3): The student frequently performs within expectations and requires minimal
guidance and supervision.

Developing/Needs Improvement (2): The student sometimes performs within expectations and requires
regular guidance and supervision.

Not Meeting/Unacceptable (1): The student rarely performs within expectations and requires constant
guidance and supervision.

Disclaimer: This form is developed by referring to the JCCP Pharmacists’ Patient care Process and customizing
to the course learning outcomes of the rotation(s).



Part I. Professional competencies

Competencies Criteria Exceeding (4) Meeting (3) Developing (2)
(Each The student The student The student
competency consistently frequently sometimes
has maximum performs the performs the performs the
score of 4; competency competency competency
Total above within within
maximum expectations expectations expectations and
score=32) and requires and requires requires regular
minimal minimal guidance and
guidance and guidance and supervision.
supervision supervision Needs
from the from the improvement.
preceptor. preceptor.
Exceeds Progressing
expectations. well.
1. Discuss the Accurately
current discuss the
treatment treatment
guidelines guidelines 4 3 2
(bothlocaland and apply
international) them in
on selected patient care
diseases
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
2. Gather Gathers
evidence- evidence-
based drug based drug
information information 4 3 2
from standard for
resources individual
tailored to patients
specific patient
conditions
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
3. Respond to Adequately
drug responds to
information drug
queries from information
healthcare queries 4 3 2
professionals from
healthcare

professional
s

Not Meeting
(1) The student
rarely
performs the
competency
and requires
constant
guidance and
supervision.
Needs
significant
improvement.

Comment
For scores of 4,
describe what

merits this

assessment.
For scores of 1
or 2, provide
instructive
feedback and
recommendati
ons to improve
performance.
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Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4
4. Synthesize Adequately
drug synthesize
information drug
from primary, information 4 3
secondaryand | from
tertiary drug primary,
information secondary
sources and tertiary
drug
information
sources
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
5. Formulation = Able to
of the answer formulate
to drug the answer
information to drug 4 3
queries information
queries
from health
professional
sand
patients by
referring to
standard
resources
6. Problem Able to
solving and critically
decision evaluate
making medical
literature
and product
information
in choosing
the best
possible
drug
therapy for
the patient

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../4

| 446 |



6. Collaborate Effectively
with other collaborates
health care with other
professionals health care
and the patient = professional 4 3 2 1
or caregiveras s and the
needed. patient or
caregiver as
needed.
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Grade: ...../4
7. Communica
Demonstrate tes clearly
effective using
communicatio proper
n skills pronunciati 4 3 2 1
on, and
volume, and
adequately
uses
nonverbal
skills
Specific comments during mid rotation assessment:
Specific comments during final evaluation:
Part Il: Professional behavior
Professional behavior demonstrated by the student  Meeting(3)
on following aspects Student Developing (2) Not Meeting (1)
(Each professional behavior has maximum score of exhibited Student’s Student’s professional
3; Total maximum score=21) acceptable professional behavior is
professional behavior unacceptable
behavior needs
improvement.
1. Attendance and punctuality (attends all the 3 2 1

days of rotation punctually and report on time)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

Comments
Forscoresof 1or2,
provide instructive

feedback and
recommendations to
improve performance.
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2. Fulfillment of tasks and willingness to learn
(completes all the tasks assigned without any
delay)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

3. Accountability and Initiative (accepts personal
responsibility; demonstrates reliability and follow
through with commitments in a timely manner;
accountable for his/her performance; recognizes
limitations and seeks help when necessary;
addresses individuals who demonstrate
unacceptable behaviors)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

4. Concern towards patients (treats patients with
respect, maintains confidentiality, shows
compassion towards patients)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

5. Compassion and respect for others (displays
empathy; considerate; cooperative; sensitive;
respectful of different socioeconomic backgrounds
and cultural traditions; avoids promoting gossip
and rumor; respects authority)

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

6. Self-directed learning skills (possess self-
directed learning skills and applies information
from evidence-based resources. Participates in
peer presentations )

Specific comments during mid rotation assessment:

Specific comments during final evaluation:




7. Ethical practices in patient care (respects patients
and their health care decisions and maintains
patient privacy and confidentiality) 3 2 1

Specific comments during mid rotation assessment:

Specific comments during final evaluation:

Grade: ...../3

Student strengths:

Student weakness:

Final grade:

Total grade out of 53.......ccccoeerevrriereene.

Final grade out of 30.......ccceccveveeverviiennnns

Signature of the preceptor: ...

[Note: The form has to be filled by the onsite preceptor and submitted to the Coordinator of the Office of
Experiential learning, College of Pharmacy and Health Sciences, Ajman University]
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Appendix 5: Case Presentation Evaluation Form

Student Name Teeeeerereesseerersensessereseesseees te et een et sas senan ns eenane ne senase n senasese seeaesses sasaenansnsann
Student ID D rerereseesresseeseesseesaseeesae st et eenae e e saeeae e s eenaneReR e sasSreenaenane e anesaneeennnessneses
Preceptor Name R
Name of Training D rerereseesresseeseesseesaseeesnesas et eenae e e sReeaeeeneenane eR e saeereeenaenane e anesaneeesanessneses
Evaluation Criteria Unsatisfactory  Satisfactory Very Exceptional
(0) (1) good (3)
(2)

1. The presentation included an appropriate discussion
of the disease state(s).

2. The presentation included an appropriate discussion
of the drug therapy.

3. The presentation included an appropriate critique of
the therapy and a discussion of alternative
treatments specific to the patient.

4. The presentation was well researched and
appropriately referenced.

5. The presentation was delivered in the allotted time.

6. The presenter demonstrated professional
presentation skills (eye contact, vocal inflection,
posture, gesturing).

7. The presenter answered all questions appropriately.
8. The presentation was clear.

Total

Remarks: The students have to pass all of the components of the presentation. In case of failure, student has
to repeat the presentation.

Final Mark:
Preceptor Name Lt e et e e e st enabe s st aessaeaeaaee

Signature L ettt ettt ste et e e e e er et sbeeraes



Appendix 6: Preceptor and site evaluation by Students

Course: Section: NA

Program: MSc in Clinical pharmacy Semester/Year:

Please provide feedback by circling your level of agreement with the following statements:

1: strongly disagree 2: disagree 3: neutral

4: agree 5: strongly agree

Preceptor 1 2 3 4 5
1 The preceptor demonstrated high and up-to-date knowledge during their

professional practice

The preceptor provided a role model of essential attitudes and skills during their
professional practice

The preceptor demonstrated sensitivity towards patient’s needs and was highly
motivated to meet those needs

The preceptor showed enthusiasm and high level of responsibility for teaching
and training pharmacy students

The preceptor gave students opportunity to ask, discuss and exchange opinions
The preceptor was accessible when help is needed

The preceptor demonstrated sensitivity and supportiveness to students

ogo o o g g
Ooogo o o g g
ogo o o g g
Ooogo o o g g
ogo o o g g

The preceptor provided feedback and evaluation to the student’s performance
in an educational manner

=
N
w
S
w

Practice Site

The site had adequate facilities (e.g. dispensing software, prescription only
area, counseling area,....... etc.)

had adequate space for the trainee to interact effectively with patients and
pharmacy staff

had adequate number of patients/customers to provide a variety of
experiences

had an appropriate work load for the trainee to get a feel of real-life experience

oo o o o
Ood o o o
oo o o o
Ood o o o
oo o o o

In general, the practice site was suitable for training purposes

Please, describe any issues, comments, suggestions or recommendations that may help in improving
preceptor supervision and the practice site.
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Appendix 7: Preceptor Evaluation of Clinical Training Course

Preceptor (name/title):

Agency:

Course Name:

Semester:

Year

Thank you so much for providing your opinion about our training course. We deeply appreciate your

contributions to our program.

1. The students’ responsibilities were well
defined

2. The responsibilities of the preceptor were
well defined

3. The objectives of the course were well
defined

4. The training course helped to advance the
student’s knowledge in pharmacy practice and
therapeutics

5. The training course helped the students to
communicate effectively with patients and
health care providers

6. The training course allowed students to
advance their counseling and drug information
skills

7. The training course increased the students’
skills in the process of evaluating different
therapeutic options

8. The training course gave the students the
opportunity to advance their skills in identifying
and resolving therapeutic interventions

9. The training course helped in advancing
students knowledge in understanding clinical
pharmacy operations inside the hospital

10. The training course encouraged students to
be self-learners

Strongly Agree Neutral Disagree Strongly
agree disagree
5 4 3 2 1



Additional comments: Please use the space provided below to provide more detailed comments on this
course.

| 453 |
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Appendix 7: Rubrics for assessment of Drug Information query answering

Part I: Drug information answering process
Steps followed while answering the query
Step I: Secure Demographics of Requestor
Step II: Obtain Background Information
Step Ill: Determine and Categorize the Ultimate Question
Step IV: Develop Strategy and Conduct Search
Step V: Perform Evaluation, Analysis, and Synthesis
Step VI: Formulate and Provide Response

Step VII: Conduct Follow-Up and Documentation

Part ll: Documentation of drug information query answered
Documentation components
Name of the requestor
Requester department
Purpose of the query
References consulted
Reference source for the information provided
Time taken to answer the query (in mins)

Name of the Pharmacist

Comments:

Marks (1-5)

Yes/No



Appendix 8: Journal club evaluation rubrics

Article title/citation

1. What is the professional background of the investigators? Do they have the appropriate qualifications
to conduct the study?

2. Who funded the investigation? Could this lead to bias?

3.  What role (if any) did the drug manufacturer have in the study (such as authorship, investigator,
collection/analysis of study data)? Could this lead to bias?

Introduction

1. Arethe objectives clear, unbiased, specific, and achievable?

2. Does the author provide an adequate literature review?

3. Are hypotheses or specific research questions identified?

Methodology

1. Are participants described, including the method of sample selection if appropriate?

2. Aretheinclusion and exclusion criteria specific enough and is there a logical rationale for these criteria?
Are additional criteria needed?

3. Isthe study intervention (and control group) feasible and relevant in today’s practice?

4. Do any evident biases or ethical considerations arise in relation to the methodology?

5. Did the authors explain how they determined the number of patients to study?
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6. Was the level to determine significance stated?

Results

1. Were treatment and control patient groups similar at the beginning of the study?

2. Arethe results of the study statistically significant? How is statistical significance determined/reported?
(e.g., p value)

3. How clinically important are the reported differences between the experimental and control groups?

Author’s discussion/conclusions

1. Were the study results interpreted appropriately?

2. Did the investigators explain study limitations?

3. Do the conclusions follow logically from the data?

| 456 |



Appendix 9: OSCE Student assessment tool (sample checklist)

Topic: Herbal and nutritional supplements

Case Name: Patient with insomnia asking for an herbal medicine

Part I: Case history YES/NO

1. Greets the patient and introduces her/himself (no specific phrasing).

2. Asks about the onset of the insomnia (triggers e.g. any changes in recent activities that might
contribute:).

3. Asks about the duration of Insomnia

4. Asks about severity of Insomnia

5. Asks if there is any disturbance in routine sleep schedule (E.g., duty shift etc.)
6. Asks about associated symptoms:

7. Asks the patient if he/she travelled recently.

8. Asks about any other medical condition.

9. Asks if is using any medications.

10. Asks is he/she used anything for insomnia

11. Asks if has an allergy to any medications

Part Il: Option/Management Strategies (including patient education)

12. Prescribes suitable herbal medications

13. Advices about food, diet and any other lifestyle changes such as sleep schedule

Monitoring/Follow-up

14. Refers the patient to the doctor for overall management

15. The student closed interaction and asked if any questions
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Bachelor of Science in Nursing

Introduction

Clinical training is an integral part of the nursing student’s teaching and learning in the undergraduate nursing
program. In order to assist the student and faculty during the clinical experience, Ajman University (AU)
College of Pharmacy and Health Sciences (COPHS)— Nursing Department has developed this training manual
to provide student, and clinical faculty and instructors with clearly defined roles and expectations of each
party during clinical experiences. This manual also provides the details of the various clinical courses, various
aspects of the training including the training activities performed by student and the role of preceptors. As
an experiential learning process, evaluation of outcomes is a huge part of the clinical experience. This manual
has been developed to equip student and faculty with practical guidance and tools for a successful learning
experience and its appropriate and holistic assessment and evaluation.

The guidelines outlined in this manual serve to assist in promoting positive student outcomes, enhancing
socialization skills, refining critical thinking ability, and developing interpersonal communication skills.
Additionally, it is hoped the instructions set forth will outline expectations, improve skills and knowledge
development, increase self-confidence, and reduce anxiety and stress during clinical experiences.

About Ajman University

Mission

Ajman University is a multicultural academic institution that offers a broad range of high quality and relevant
undergraduate and graduate academic programs. The University strives to fulfill the needs of student,
alumni, employers, and society through a learner-centric development journey, quality education, hands-on
experience, research as well as community engagement. AU develops well- rounded, career-ready graduates
who are professionally competent, socially responsible, innovative and active contributors to the sustainable
development of the UAE and beyond.

Vision

Ajman University aims to be studentationally recognized as one of the leading universities in the Arab world

for its cutting-edge learning environment, innovative career support, impactful research, responsible
outreach and community engagement.

Core Values

EXCELLENCE

All AU activities are conducted with strong emphasis on outstanding quality standards.

INTEGRITY

AU adheres to the principles of honesty, trustworthiness, reliability, transparency and accountability.


file:///L:/2020/AU/Sept%202020/internshipmanual/College%20of%20Pharm.%20&%20Health%20Sci.%20(CPHS)/College%20of%20Pharmacy%20training%20manual%20edited%20on%2012th%20April%202020.docx

INCLUSIVENESS
AU embraces shared governance, inspires tolerance, and is committed to diversity, equity, and
inclusion.
SOCIAL RESPONSIBILITY
AU promotes community engagement, environmental sustainability and global citizenship. It also
promotes awareness and support for the needs and challenges of the local and global communities.
INNOVATION
AU supports creative activities that approach challenges and issues from multiple perspectives in
order to find solutions and advance knowledge
BSN Program:

Bachelor of Science in Nursing (BSN) Program is a four-year degree program. BSN Program at Ajman
University is designed with the aim of preparing competent nurses to meet the health care demands of UAE
and the global population. The program prepares highly skilled nurses for generalist nursing practice including
nursing research and management. Student enrolled in BSN program will be trained to practice nursing in
different health care settings with the competencies prescribed by “UAE National Competency and
Professional Practice Framework for BSN Graduates”.

Goals

The Goals of the BSN Program are:

1. Goal 1: Execute and sustain a dynamic academic program adaptive to local and studentational
market requirements.

2. Goal 2: Supply healthcare industry with competent and qualified nurses with the capacity for
lifelong professional development.

3. Goal 3: Become a hub attracting high caliber studentational nursing academics with high profile in
research and leadership.

4. Goal 4: Seek and maintain meaningful bonds with local, regional and studentational parties, to
advance academic and career paths to our graduates.

5. Goal 5: Adopt plans aimed at attracting and graduating diversified student equipped with the
professional and personal credentials that enable them to have positive impact on the nursing
profession.

Program Learning Outcomes

The Program Learning Outcomes (PLOs) are also referred to as Student Learning Outcomes (SLOs). To
combine both terminologies, these outcomes may also be referred to as Student/Program Learning
Outcomes. The BSN Program has seven PLOs as stated below.

On the successful completion of the BSN Program, graduates will be able to:

1. Develop a core set of required professional, studentational-standard competencies for person-
centered and community-based nursing practice (PLO1).

2. Utilize latest health informatics and tele-health care in the provision of nursing care (PLO2).
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3. Apply ethical and holistic care in a framework of professional accountability to promote the
wellbeing of individuals and the public (PLO3).

4. Demonstrate responsibility for building foundation necessary to establish a lifelong capacity for
professional development, creative management, knowledge integration, and promoting positive
work environment (PLO4).

5. Integrate innovations and entrepreneurship and advanced technology for optimum safe and
quality nursing practice (PLO5).

6. Enhance leadership qualities, professional communication and effective collaboration within an
interdisciplinary learning environment that enables smooth care transition (PLO6).

7. Acquire evidence-based and research skills and competencies in the provision of nursing holistic
care (PLO7).

Program Competency

Competency represents the acquisition and integration of knowledge, skills, values and attitude required for
safe and quality nursing care. BSN Program at AU adopts the “UAE National Competency and Professional
Practice Framework for BSN Graduates”to prepare their student for entry to practice. The framework has 7
competency domains and 38 competency standards. The competency domains are;

1. Person-Centered Care

2. Ethical and Legal Practice
Communication and Collaboration
Research and Evidence Based Practice
Community and Public Health

Leadership and Management

N o v b~ W

Informatics and Technology

Patient-Centered Practice

The BSN graduate provides therapeutic, holistic care that recognizes an individual's preferences, values, and
needs. It also respects the person and provides treatment as a full partner in providing compassionate,
coordinated, culturally appropriate, safe, and effective care.

Ethical and Legal Practice
The BSN graduate incorporates knowledge about ethical, legal, and professional implications of the code of
conduct and scope of practice when providing nursing care.

Communication and Collaboration

The BSN graduate functions professionally within the nursing and the inter-disciplinary healthcare teams using
interandintra-professional communication and collaborative skills to foster mutual respect, civility and deliver
evidence-based care to achieve quality outcomes.



Research and Evidence Based Practice

The BSN graduate integrates best current evidence with clinical expertise and patient/family preferences and
values for delivery of optimal health care

Community and Public Health

The BSN graduate provides public and community-based care through the practice of promotive, preventive,
curative, and restorative health services to individuals, families, and communities.

Leadership and Management

The BSN graduate promotes autonomous nursing practice through change management that influences the
healthcare system, resources, environment, and policies with the aim of improved patient outcomes and
evidence-based practice in a collegial and respectable environment.

Informatics and Technology

The BSN graduate integrates nursing, information, computer, and cognitive sciences to manage and
communicate data, information, knowledge, and wisdom in nursing practice.
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Clinical Training Program:
Learning Outcomes of the Clinical Training Program:

Person-Centered Care

o Apply the knowledge and practice of nursing sciences in provision of holistic care, therapeutic
interventions and safe and quality care to patients.

e Demonstrates effective utilization of strategies to reduce risk of harm to self and others and the
effective utilization of standardized practice and technology that support safety and quality of
care.

e Provides priority nursing care to optimize person’s physical, psychological, emotional, and spiritual
healthcare needs.

e Employ the best use of clinical reasoning and judgment in provision of patient care.
e Caries out effective therapeutic nursing interventions to alleviate illness related symptoms that
would help the person cope or illness management.
Ethical, Legal and Professionalism
e Apply legal and ethical principles within all aspects of nursing.
e Demonstrate professional standards in every aspects of nursing care.
e Demonstrate accountability and provide culturally congruent care
e Engages in self-reflection and other activities that foster lifelong learning and professional
growth.
Communication and Collaboration

e Communicate effectively in a respectful manner with patient, patient’s family, and health care
professionals.

e Demonstrate collaboration and respect for the perspective and experiences of other team
members to optimize healthcare and strengthen patient outcomes.
Research and Evidence-Based Practice
e Engage in supervisory nursing and inter-disciplinary research.

e Integrate best evidences, clinical expertise and patient values to enhance healthcare
outcomes.
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Shows the ability and skills to propose articulated innovative ideas related to patient, family, and community
care and satisfaction.
Community and Public Health

e Demonstrates the ability to practice health education and health promotion activities in a
variety of community-based settings.

e Provides priority-based care to individuals, families, and groups through independent and
collaborative interdisciplinary care.

e Demonstrates the ability to implement the disaster preparedness and management skills with
available resources.
Leadership and Management
o Reflects effective decision making skills on daily patient care

e Demonstrates group dynamics and team building for advancing and continual quality
improvement within the context of potential constraints.

e Practices tasks delegation to enable effective teamwork following the scope of practice and the
institutional policies and procedures while maintaining the overall responsibility of the plan of
care and patient outcome.

e Manages effectively available resources and advocates for sufficient resources to conduct
professional bedside care, research and continual professional development.
Informatics and Technology

e Demonstrates the effective and appropriate use of health informatics in a variety of healthcare
settings.

e Applies the information technology in advancing nursing knowledge and improving nursing
care.

e Displays confidence in the integration of the use of electronic documentation and evaluation of
information systems in practice settings according to the institutional policies for ongoing
patient care.

e Engages in relevant professional networking to enhance innovative patient care and outcomes
and promote entrepreneurship.



Table of practical courses:

Placement Course
Code

Sem-5 BSN302
Sem-5 BSN304
Sem-6 BSN306
Sem-6 BSN308
Sem-7 BSN402
Sem-7 BSN404
Sem-8 BSN406
Sem-8 BSN 407
Sem-8 BSN 408
Sem-8 BSN 409
Sem-8 BSN 410

Total

Course Name

Adult Health Nursing
(Clinical)

Maternity and Newborn
Health Nursing(Clinical)

Advanced Adult Health
Nursing (Clinical)

Pediatric Health Nursing
(Clinical)

Community Health
Nursing (Clinical)

Psychiatric and Mental
Health Nursing (Clinical)

Adult Health Nursing
Rotation

Critical Care Nursing
Rotation

Maternity and Newborn
Nursing
Rotation

Pediatric Health Nursing
Rotation

Community and Mental
Health Nursing Rotation

1 Clinical Credit = 40 Contact Hours

Clinical Contact
Credit Hr./Week
4 40
4 40
4 40
4 40
4 40
4 40
4 40
3 40
3 40
3 40
3 40
40

Contact
Hr./Sem

160

160

160

160

160

160

160

120

120

120

120

1600

Pre-req

BSN301 (Pre-req. or co-
req.); Valid BLS
Certificate (AHA)

BSN303 (Pre-reg. or co-
req.); Valid BLS
Certificate (AHA)

BSN305 (Pre-req. or co-
req.); Valid BLS
Certificate (AHA)

BSN307 (Pre-req. or co-
req.); Valid BLS
Certificate (AHA)

BSN401 (Pre-req. or co-
req.); Valid BLS
Certificate (AHA)

BSN403 (Pre-req. or co-
req.); Valid BLS
Certificate (AHA)

BSN302; BSN405; Valid
BLS Certificate (AHA)

BSN306; BSN405; Valid
BLS Certificate (AHA)

BSN304; BSN405; Valid
BLS Certificate (AHA)

BSN308; BSN405; Valid
BLS Certificate (AHA)

BSN403, BSN407,
BSN409

Valid BLS Certificate
(AHA)

Each Semester is scheduled for 16 weeks of clinical practice (Total No. of weeks of clinical practice in last 2
years are 40 weeks)
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Mapping Clinical Courses with UAE’s Competency Framework and PLOs of the BSN Program:

Program Learning Outcomes UAE National Competency
Framework for Nursing Education
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06 Nursing (Clinical) v v v v o v v v v Vv v
BSN3  Pediatric Health Nursing v v v v v v v v Vv v
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02 (Clinical)
BSN4  Psychiatric and Mental v v v v v v Vv v \' v
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BSN4 = Adult Health Nursing ' ' v v vV ' ' v Vv v
06 Rotation
BSN4 | Critical Care Nursing v v v v v v Vv v v v
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CLOs of each course with its short description and clinical requirements:

BSN302 | Adult Health Nursing (Clinical)
4 CH (1 CH =40 contact hours)

This course is a hands-on course where student have the opportunity to apply their theoretical knowledge
and develop practical skills in providing nursing care to adult patients. Under the guidance of experienced
clinical instructors, student will gain valuable clinical experience in various healthcare settings. The course
focuses on assessing the health needs of adult patients, implementing nursing interventions, and evaluating
patient outcomes. Student will develop critical thinking, communication, and clinical decision-making skills as
they provide direct patient care, administer medications, and collaborate with the healthcare team.

Pre-requisite or co-req: BSN301; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:

1. Perform general health assessment of adult and older adult patients to identify
common medical/surgical health alterations. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for adult and older adult patients with common
medical/surgical health alterations. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that
culturally appropriate to adult and older adult patients with common
medical/surgical health alterations. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for adult and older adult
patients with common medical/surgical health alterations. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for adult and older
adult patients with diverse healthcare needs. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in
an effective and secure manner when assessing and monitoring patients. (CLO6)
List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN 303-
Adult Health Nursing (Clinical)

Sl. No Name of the procedural skill

Administration of Medication

1. Oral

2. Intramuscular
3. Subcutaneous
4. Intradermal
5.

Rectal Suppositories
Intravenous therapy

6. IV cannulation
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7. Administration of IV medication and infusions
8. Maintaining Intake and output chart

9. Making intravenous infusion plan

10. Blood transfusion

11. Care of patient with Central Line

Preparation, assisting, and after-care of patients undergoing diagnostic procedures

12. Radiological procedure X- ray

Computed Tomography

Magnetic Resonance Imaging Special Radiological procedure
13. Thoracentesis
14. Abdominal paracentesis
15. Biopsy
16. Specimen collection (Blood/Urine/ Sputum/ Feces)
17. Blood sugar assessment with glucometer

Respiratory System

18. Assessment of the Respiratory system

19. Oxygen therapy
20. Nebulization
21. Chest Physiotherapy / Deep breathing and coughing exercises / Incentive spirometry
22. Oropharyngeal suctioning
23. ABG sampling and interpretation
24, Care of patients with chest tubes
Cardiovascular System
25. Assessment of CVS
26. ECG recording and Basic interpretation of the ECG
27. Administration of cardiac drugs
28. Preparation and after care of patient undergoing cardiac catheterization
29. Performing BCLS

Gastrointestinal System

30. Preparation, assisting and aftercare of patient with barium studies
31. Preparation, assisting and aftercare of patient with OGD scopy

32. Preparation, assisting and aftercare of patient with colonoscopy
33. Preparation, assisting and aftercare of patient with Liver biopsy

34, Preparation, assisting and aftercare of patient with ERCP
35. Nasogastric tube feeding

36. Jejunostomy feeding

37. Care of patient with colostomy

38. Care patient with ileostomy



39.
40.
41.
42.
43.
44,
45,
46.

47.

48.
49.
50.
51.
52.
53.

54.
55.
56.
57.
58.

59.
60.
61.
62.
63.
64.
65.
66.
67.

76
77

Nephrology& Urology

Renal assessment
Assisting with Intravenous pyelogram
Assisting with Intravenous cystoscopy
Urinary catheterization and catheter care
Preparation, assisting and aftercare of patient with renal biopsy
Care of patient with urinary diversions
Care of patient undergoing hemodialysis and peritoneal dialysis
Assisting with lithotripsy procedures

Neurology
History taking, neurological Examination — Use of Glasgow Coma Scale (GCS)

EYE /ENT
Eye irrigation
Application of eye bandage
Instillation of eye drops/medication
Examination of ear, nose& throat
Application of bandages to Ear & Nose
Tracheostomy care

Integumentary System & Burns
Medicated bath/sitz bath
First aid of burns
Fluid & electrolyte replacement therapy in burns
Care of Burn wounds
Caring of skin graft and post- cosmetic surgery
Surgical procedure

Pre-operative care
Immediate Post-operative care
Post-operative management and exercises
Pain assessment and management
Wound dressing
Scrubbing procedures
Assisting in major and minor surgical procedures
Assisting with sterilization and disinfection of surgical instruments
Assisting with setting up of a trolley for surgical procedure

Geriatrics
Assessment of Geriatric patient

Geriatric counseling
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List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before

week-14 of the semester:

Assessment Tooll

Continuous Assessment Components:

Professionalism+

Daily Logs (to be filled each day)

Mini-CEX (Nursing Care Plans) total of 4 (2 medical and 2 surgical cases)
DOPS/DOCS: total of 4 (2 medical and 2 surgical cases)

Summative Assessment Components:

Final Presentation of Clinical Case Analysis*

Final Mini-CEX+DOPS/DOCS of a selected case**

Assessment
Date

Ongoing
Ongoing
Ongoing
Ongoing

Week 13
Week 14

Weight
(%)

5%
5%
20%
20%

20%
30%

+Professional Conduct and Responsibility of the student; for more details, please check the Clinical Manual, section 8.

*Final presentation of Clinical Case Analysis will include one Drug Presentation.

**Final Mini-CEX+DOPS will include Patient Health Education.

1 Other assessment tools may be added/changed, as appropriate for the course.



BSN304 | Maternity and Newborn Health Nursing (Clinical)

4 CH (1 CH = 40 contact hours)

On this course, student have the opportunity to apply their theoretical knowledge and develop practical skills
in providing nursing care to women during pregnancy, childbirth, and the postpartum period, as well as care
for newborns. Under the guidance of experienced clinical instructors, student will gain valuable clinical
experience in various healthcare settings, such as maternity wards, labor and delivery units, and neonatal
intensive care units.

Pre-requisite or co-req: BSN303; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:

1. Perform general health assessment for maternal and newborn cases with health care
needs and problems. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for maternal and her newborn with health problems.
(CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that culturally
appropriate for maternal and her newborn with health problems. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for maternal and her newborn
with health problems. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for maternal and her
newborn with health problems. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in an
effective and secure manner when assessing and monitoring patients. (CLO6)

List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN308-
Maternity and Newborn Health Nursing (Clinical):

SI.No Name of the procedural skill
I. Antenatal Care
Health Assessment of Antenatal Woman
1 History Taking including Obstetrical score, Calculation of EDD, Gestational age

2 Physical Examination (Head to Foot)

3 Obstetrical Examination
Diagnostic tests
4 Urine Pregnancy test
5 Urine testing for Albumin and Sugar
6 Glucose Challenge Test/Glucose Tolerance Test
7 Preparation of mother for USG
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8 DFMC (Daily Fetal and Maternal Chart)
9 Preparation and recording of CTG/NST
Antenatal Counseling

10 Antenatal counseling for each trimester
11 Birth Preparedness and Complication readiness counseling

Il. Intranatal Care
12 Assessment of woman in Labor
13 Vaginal Examination during Labor
14 Plotting and interpretation of partograph
15 Preparation for delivery— physical and psychological
16 Setting up of delivery unit and Newborn Care area
17 Supporting normal birth/conduct normal childbirth
18 Management of third stage of labor
19 Examination of placenta
20 Initiation of breast feeding and lactation management

lll. Postnatal Care
21 Postnatal Assessment
22 Perineal/episiotomy care
23 Breast Care
24 Postnatal counseling-diet, exercise & breast feeding

IV. Newborn Care
25 Assessment of Newborn
26 Anthropometric measurement of Newborn
27 Neonatal resuscitation
28 Kangaroo Care
29 Assisting in neonatal diagnostic procedures
30 Administration of Vitamin K
31 Neonatal Immunization
32 Neonatal Drug Calculation
33 Administration of medication — Oral/Parenteral
34 Feeding of High-risk Newborn — EBM
35 Care of Neonate under radiant warmer
36 Care of Neonate on phototherapy

V. Care of Women with Perinatal Complications

37 High risk assessment — identification of antenatal complications
38 Identification and Management of fetal distress
39 Administration of MgSo4

40 Assisting with Medical induction of labor



41 Assisting with Surgical induction — stripping and artificial rupture of membranes
42 Assisting with episiotomy and repair

43 Preparation for caesarean section

44 Assisting in caesarean section

45 Preparation of mother and assist in vacuum delivery

46 Assisting in Manual removal of the placenta

47 Identification and first aid management of PPH

48 Assisting in management of obstetric shock

49 Identification and assisting in management of puerperal sepsis

50 Management of breast engorgement and infections

51 Management of thrombophlebitis

List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before
week-14 of the semester:

Assessment Tool2 Assessment Date Weight (%)

Continuous Assessment Components:

Professionalism+ Ongoing 5%
Daily Logs (to be filled each day) Ongoing 5%
Mini-CEX (Nursing Care Plans) total of 3: antenatal, postnatal, and Ongoing 20%

newborn cases

DOPS/DOCS: total of 3: antenatal, postnatal, and newborn cases Ongoing 20%
Summative Assessment Components:

Final Presentation of Clinical Case Analysis* Week 13 20%

Final Mini-CEX+DOPS/DOCS of a selected case** Week 14 30%

+Professional Conduct and Responsibility of the student; for more details please check the Clinical Manual, section 8.

*Final presentation of Clinical Case Analysis will include one Drug Presentation. For more details please check the Clinical
Manual.

**Final Mini-CEX+DOPS will include Patient/Family Health Education. For more details please check the Clinical Manual.

2 Other assessment tools may be added/changed, as appropriate for the course.
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BSN306 | Advanced Adult Health Nursing (Clinical)

4 CH (1 CH = 40 contact hours)

This course is a hands-on course that provides student with the opportunity to apply and further develop
their nursing skills in the care of adult patients with complex health conditions. Under the guidance of
experienced clinical instructors, student will engage in direct patient care in a variety of healthcare settings.
By the end of the course, student will have enhanced their clinical competence and be better prepared to
provide advanced, patient-centered care to adult patients in a variety of complex healthcare situations.

Pre-requisite or co-req: BSN305; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:
1. Perform general health assessment of adult patients with comprehensive care. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for adult patients with comprehensive care. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that
culturally appropriate for adult patients with comprehensive care. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for adult patients
with comprehensive care. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for adult patients
with comprehensive care. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in
an effective and secure manner when assessing and monitoring patients. (CLO6)

List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN306-
Advanced Adult Health Nursing (Clinical):

SI.No Name of the procedural skill
Emergency Care

Practicing ‘triage’

Primary and secondary survey in emergency

Examination, investigations & their interpretations, in emergency & disaster situations

H w e

Emergency care of medical and traumatic injury patients
General Critical Care

Assessment of critically ill patients

ABG analysis and interpretation —Acid Base Imbalances

Arterial Puncture

Setting up of infusion pump

L ® N o u

Application/maintenance of sequential compression device

10. Management of the dying patient in the ICU



11.
12.
13.
14.
15.
16.

17.
18.
19.
20.
21.
22.

23.

24,

25.

26.

27.
28.

29.
30.

31

32.

ICU care bundle
Administration of drugs via infusion, intra thecal, epidural in CCU
Assessment of pressure points and pressure ulcer
Care of pressure points
Back care
Positioning and change of positions
Respiratory Critical Care
Airway management: Assisting with ET intubation and tracheostomy
Bag and mask ventilation
Tracheostomy care
ET suctioning
Care of patient in mechanical ventilator
Care of patient with NIV
Cardiac Critical Care
ACLS
Assisting with starting and maintenance of central and peripheral lines
Use of defibrillator /cardioverter
Monitoring and maintenance of pacemaker
Neuro Critical Care
Continuous monitoring the patients with neuro emergencies
Care of patient with head injury
Oncology
Assisting with chemotherapy
Assisting with radiation therapy
Endocrine Emergency
Care of patient with diabetes ketoacidosis
Critical Care Nutrition

Assisting with TPN
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List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before
week-14 of the semester:

Assessment Tool3 Assessment Date Weight (%)

Continuous Assessment Components:

Professionalism+ Ongoing 5%
Daily Logs (to be filled each day) Ongoing 5%
Mini-CEX (Nursing Care Plans) total of 3. Ongoing 20%
DOPS/DOCS: total of 3. Ongoing 20%

Summative Assessment Components:
Final Presentation of Clinical Case Analysis* Week 13 20%

Final Mini-CEX+DOPS/DOCS of a selected case** Week 14 30%

+Professional Conduct and Responsibility of the student; for more details please check the Clinical Manual,
section 8.

*Final presentation of Clinical Case Analysis will include one Drug Presentation. For more details
please check the Clinical Manual.

**Final Mini-CEX+DOPS will include Patient/Family Health Education. For more details please
check the Clinical Manual.

3 Other assessment tools may be added/changed, as appropriate for the course.



BSN308 | Pediatric Health Nursing (Clinical)

4 CH (1 CH = 40 contact hours)

The course will provide the opportunity for student to apply their theoretical knowledge and develop
essential skills in providing nursing care to infants, children, and adolescents. Under the guidance of
experienced clinical instructors, student gain hands-on experience in assessing the unique healthcare needs
of pediatric patients, implementing age-appropriate nursing interventions, and promoting their well-being.
Student will have the opportunity to participate in pediatric assessments, medication administration, health
promotion activities, and collaboration with the healthcare team and families.

Pre-requisite or co-req: BSN307; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:

1. Perform general health assessment for pediatric patients to identify common alterations
in health. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for pediatric cases. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that
culturally appropriate for pediatric patients with health problems. (CLO3)

4. Apply an evidence-based nursing plan of care interventions pediatric patients with
health problems. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for pediatric patients
with health problems. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in
an effective and secure manner when assessing and monitoring patients. (CLO6)

List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN308-
Pediatric Health Nursing (Clinical):

SI.No Name of the procedural skill
Health Assessment — Taking History, Physical & Nutritional Assessment of
Infant
Toddler
Preschooler

Schooler

v A W N

Adolescent

Administration of medication/fluids — Calculation, preparation and administration of medication
Oral
7 Intramuscular

8 Intravenous
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9 Intradermal
10 Subcutaneous
11 Suppositories

Administration of Oxygen by different methods
12 Nasal Catheter/Nasal Prongs
13 Mask
14 Oxygen Hood

Hygiene & Safety measures

15 Baby bath/Sponge bath
16 Application of restraints

Collection of specimens for common investigations

17 Urine
18 Stool
19 Blood

Feeding Children
20 Naso-gastric
21 Gastrostomy
22 Jejunostomy
Meeting elimination needs
23 Urinary catheterization &drainage
24 Administration of enema
Care of wounds
25 Wound dressing
26 Suture removal
Growth and Developmental assessment of children (Pediatric OPD/Immunization Room)
27 Infant
28 Toddler
29 Preschooler
30 Schooler
31 Adolescent
32 Administration of vaccination
Pediatric Intensive Care
33 Insertion of Naso/Oro-gastric tube
34 Removal of Naso/Oro-gastric tube
35 Assisting in exchange transfusion
36 Care of a child on ventilator/CPAP
37 Endotracheal Suction

38 Chest Physiotherapy



39 Administration of fluids with infusion pumps
40 Total Parenteral Nutrition

41 Cardiopulmonary Resuscitation —PLS

List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before

week-14 of the semester:

Assessment Tool* Assessment
Date

Continuous Assessment Components:

Professionalism+ Ongoing
Daily Logs (to be filled each day) Ongoing
Mini-CEX (Nursing Care Plans) total of 3. Ongoing
DOPS/DOCS: total of 3. Ongoing

Summative Assessment Components:
Final Presentation of Clinical Case Analysis* Week 13

Final Mini-CEX+DOPS/DOCS of a selected case** Week 14

Weight (%)

5%
5%
20%
20%

20%
30%

+Professional Conduct and Responsibility of the student; for more details please check the Clinical

Manual, section 8.

*Final presentation of Clinical Case Analysis will include one Drug Presentation. For more details please check

the Clinical Manual.

**Final Mini-CEX+DOPS will include Patient/Family Health Education. For more details please check the

Clinical Manual.

4 Other assessment tools may be added/changed, as appropriate for the course.
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BSN402 | Community Health Nursing (Clinical)

4 CH (1 CH = 40 contact hours)

This course is a practical course where student apply their theoretical knowledge and develop essential skills
in providing nursing care to individuals, families, and communities in various community settings. Under the
guidance of experienced instructors, student gain hands-on experience in assessing community health needs,
planning and implementing health promotion activities, and providing comprehensive care to diverse
populations.

Pre-requisite or co-req: BSN401; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:
1. Conduct needs assessment to variable community settings. (CLO1)

2. Educate individuals, families, groups and communities from a variety of cultural
backgrounds about health promotion, health protection and disease prevention. (CLO2)

3. Apply principles of disaster management in their nursing care plan (NCP) to a selected
community. (CLO3)

4. Apply ethical, legal and professional guidelines when dealing with community settings.
(CLO4)

5. Apply an evidence-based nursing plan of care that guide culturally appropriate
interventions for a selected group of community in need. (CLO5)

List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN403-
Community Health Nursing (Clinical):

SI.No Name of the procedural skill
1 Identify the health needs of the individual/ family/community
2 Home visiting
3 Plan comprehensive care and implement it using the nursing process.

Nutritional Assessment

4 Anthropometric measurement
5 Biochemical measurement (Hb)
6 Clinical examination
7 Dietary assessment
8 Recording and interpretation of growth chart
Health assessment in Primary/Community Health Center
9 Antenatal mother
10 Infant
11 Preschooler

12 Schooler
13 Adult



14

15
16
17
18
19

20
21
22

23
24
25
26
27

28
29

Elderly

Organizing and Participation in Community Health Clinics
Antenatal Clinic
Immunization Clinic
School Health Clinic
Non-Communicable Disease Clinic
Communicable Disease Clinic

Organizing and Participation in Community Health Camps
School Health Camp
Industrial Health Camp
National Health Program Camp

Field Visits
Water purification plant
Milk pasteurization plant
Sewage treatment plant
Slaughter house
Geriatric Home
Organizing and conducting Health Education

Health Education to individuals

Health Education to Groups

List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before
week-14 of the semester:

Assessment Tool® Assessment Date Weight (%)

Continuous Assessment Components:

Professionalism+ Ongoing 5%
Daily Logs (to be filled each day) Ongoing 5%
Field Visits (assessments and reports) Ongoing 20%
Organizing and Participation in a Community Health Camp Week 12 20%
(one)

Summative Assessment Components:

Final Presentation of Community Case Analysis* Week 13 20%

Final Mini-CEX (NCP) of a selected case** Week 14 30%

+Professional Conduct and Responsibility of the student; for more details please check the Clinical
Manual, section 8.

*Final presentation of Clinical Case Analysis will include elements of Disaster Management for a selected
community.
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**Final Mini-CEX+DOPS will include Patient/Family Health Education. For more details please check the
Clinical Manual.

5 Other assessment tools may be added/changed, as appropriate for the course.
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BSN404 | Psychiatric and Mental Health Nursing (Clinical)

4 CH (1 CH = 40 contact hours)

This course is a practical course where student apply their theoretical knowledge and develop essential skills
in providing nursing care to individuals with psychiatric and mental health disorders. Under the guidance of
experienced clinical instructors, student gain hands-on experience in various psychiatric and mental health
settings, such as inpatient units, outpatient clinics, and community mental health centers. The course focuses
on assessment, therapeutic communication, medication administration, and the implementation of
evidence-based interventions for individuals with mental health challenges.

Pre-requisite or co-req: BSN403; Student must have a valid BLS provider certificate upon starting this course.

Course Learning Outcomes:
1. Utilize DSM-5-TR in the clinical assessment of psychiatry and mental patients. (CLO1)

2. Apply ethical, legal and professional guidelines in the delivery of care to psychiatry and
mental health clients. (CLO2)

3. Demonstrate clinical reasoning, teamwork, therapeutic communication in the provision of
care to patients experiencing psychiatric and mental health conditions. (CLO3)

4. Apply an evidence-based nursing plan of care that guide culturally appropriate
interventions for patients experiencing psychiatric and mental health conditions. (CLO4)
List of Procedural Skills:

The following procedural skills are expected to be attained by the student on completion of the BSN407-
Psychiatric and Mental Health Nursing (Clinical):

SI.No Name of the procedural skill

I. Psychiatry OPD

1 History taking
2 Mental Status Examination (MSE)
3 Psychometric assessment
4 Neurological Examination
5 Assisting in therapies
6 Family Psychoeducation
Il. Child Guidance Clinic
7 History taking and Mental Status Examination
8 Psychometric assessment
9 Assisting in various therapies

10 Parental teaching for child with mental deficiency

Il In-Patient Psychiatric Unit
11 History taking
12 Mental Status Examination (MSE)

13 Assisting in Psychometric assessment
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14
15
16
17
18
19
20

Neurological Examination

Assisting and participating in therapies

Recording therapeutic communication

Administration of medications

Preparation of patients for Activities of Daily Living (ADL)
Conducting admission and discharge counseling

Counseling and teaching patients and families

List of Clinical Assignments (To be collected in student’s clinical portfolio):

The following Clinical Assignments are the course requirements which needs to be completed on or before
week-14 of the semester:

Assessment Tool® Assessment Date

Continuous Assessment Components:

Professionalism+ Ongoing
Daily Logs (to be filled each day) Ongoing
Mini-CEX (Nursing Care Plans) total of 3 Ongoing
DOPS/DOCS: total of 3. Ongoing

Summative Assessment Components:

Final Presentation of Psychiatric Clinical Case Analysis* Week 13
Final Mini-CEX+DOPS/DOCS of a selected psychiatric Week 14
case**

Weight (%)

5%
5%
20%
20%

20%
30%

+Professional Conduct and Responsibility of the student; for more details please check the Clinical
Manual, section 8.

*Final presentation of Psychiatric Clinical Case Analysis will include one Psychiatric Drug Presentation. For
more details please check the Clinical Manual.

**Final Mini-CEX+DOPS will include Patient/Family Psychiatric/ Mental Health Education. For more details
please check the Clinical Manual.

6 Other assessment tools may be added/changed, as appropriate for the course.



Clinical Training Monitoring and Preceptorship:

Direct supervision, immediate constructive feedback and 1:1 preceptorship and guidance; all are important
aspects of experiential learning and formative evaluation process. During the clinical training the trainee
student will be supervised officially in the clinical settings by a designated clinical preceptor. Each clinical
preceptor will be committed to supervise and monitor around 10 to 15 student during each rotation, and will
be selected according to the following criteria:

1. Registered nurse with a minimum of Bachelor's degree in nursing science
2. Minimum of three years of work experience in clinical nursing practice

The standards outlined in the Clinical Training Manual (CTM) and the clinical course syllabus will be followed
by all clinical training sites to ensure uniformity of clinical training. The preceptor will accompany and guide
the student to learn and observe/practice nursing care skills within the hospital unit/bedside. The preceptor
ensures that the student are punctual to attend the clinical nursing practice and maintains daily activity logs
which are duly approved by the preceptor. The preceptor will jointly appraise the clinical performance of the
student along with the clinical instructor, twice in a semester (one in middle of the semester and the other
one on completion of 16" week), or as per directed by the course syllabus. Any violation of the
rules/misconduct by the student will be reported to the clinical instructor.

Prior to starting the training for the first time and henceforth onwards, the BSN Program will organize the
“Onsite Preceptor Training” to prepare the clinical preceptor with the clinical training program. In this
meeting, the preceptor will receive explanation about the course learning outcomes, assessment process
and feedback system. In this activity, there will be a further discussion between the BSN Program and the
clinical preceptor with their expertise and provide feedback for the program and the session as well.

Responsibilities of clinical instructor:
e Plan and prepare clinical practice schedule of the concerned course as per the CLOs.

e Discuss with the student about the procedural skills to be learned, completion of
clinical requirements and maintenance of clinical portfolio.

e Organize an orientation to the student about the clinical placement site, policies, rules
and regulations of the organization.

Collaborate with the preceptors and discuss with them about the CLOs and clinical course
requirements.

e Orient the preceptors about the daily activity log, procedure log and clinical portfolio.

e Evaluate the clinical requirements as listed under each course and record the
student’ performance.

e Documents and maintains record of student’ attendance and absence.

e Appraise student’ clinical performance jointly with the preceptor twice in a semester (one in
middle of the semester and the other one on completion of 16" week).

e Provide feedback on the student’ performance towards meeting CLOs and clinical requirements.
® Prepare and conduct OSCE, OSPE, DOPSE and Mini-CEX

e Report any deviations and student misconduct to the Program chair.
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Clinical Placement Requirement:

The following criteria are required to be fulfilled before student start their clinical training program:
1. Pass the pre-requisite courses.
2. Register for the co-requisite courses.

3. Complete the Orientation program of the Hospital which includes Infection Control,
Fire safety program and National Patient Safety Goals; etc.

4. Submit the vaccination/screening record.

5. Submit a valid AHA- Basic Life Support (BLS) certification.

Professional Conduct and Responsibility of the student (Professionalism):

To be assessed by the Clinical Preceptor under “Professionalism” for each clinical course. The overall mark is
5%, and to earn these 5 grades, student must adhere to the below conducts and responsibilities detailed
under this section.

Responsibilities of student:

e Read the clinical manual and be oriented with the regulations of the program, college
and clinical area.

e Attend all clinical rotations as scheduled by the college.
e Enter the clinical area on time.

e Report the preceptor, unit manager and clinical instructor while entering and leaving
the clinical site.

e Inform the clinical requirement and its deadline to the preceptor.

e Complete assignments and perform all duties assigned by preceptor and clinical instructor
in a diligent, thorough, and responsible manner.

e Maintain daily activity log and get it approved by the preceptor.

e Submit the daily activity log at the end of every week to the clinical instructor.

e Complete Clinical Site Evaluation and submit to studentship coordinator.

e Maintain the record of attendance and absence duly signed by the preceptor.

e Observe and learn the clinical procedure performed by the nurses, preceptor and doctors.

e Perform the clinical procedure and documentation only when directly supervised by
the preceptor and/or clinical instructor.

e Perform the clinical procedure which are practiced well in lab/simulation and for which
the student is confident to perform on a patient.

e Maintain the clinical procedure log duly signed by the preceptor.

e Prepare, maintain and submit clinical portfolio as per the submission cut-off specified in
the course syllabus.



e Add and file the following documents which are duly approved by the preceptor and/or
clinical instructor in the clinical portfolio.

v Clinical performance appraisal

v Daily activity log

v" Clinical procedure log

v" Clinical assignments as listed under each clinical practice course.

v All the evaluation and feedback provided by preceptor and clinical instructor.

Student posted in the hospitals for clinical training is required to comply with the following: “Do’s” and avoid
the following “Don’ts”:

DO’S:
e Obtain and carry their own Student Clinical Training Manual
e Wear the student ID badge and hospital access card at all times in the hospital.

e Follow the appropriate dress code as stated in the student handbook.

e Maintain punctuality, professional and ethical behavior at all times when posted in
the hospital.

e Attend the Orientation program of the hospital and comply with the Infection control &
Fire safety guidelines.

e Complete the vaccination / screening record for Hepatitis B & C Virus and other
infectious diseases.

e Complete BLS Certification requirement

e Complete Arabic Language Certification requirement (for non-Arab student preferable)

e Attend all the CME/CPD programs conducted at the hospital.

e Follow all the hospital rules and regulations to safeguard patient safety and patient care.

e Beresponsible for one’s personal belongings and be committed when posted in the
clinics and wards.

e Report to the Office of Academic Affairs for any clarifications towards one’s learning when faced
with a problem.

DON'TS:
e DO NOT involve in activities that endanger patient care and safety.
e DO NOT use mobile phones in the clinics and wards.

e DO NOT access the patient information without prior approval. No entries are to be made in the
patient’s file.

e DO NOT take history or examine a patient without taking prior consent and approval of
the patient and the directions from the supervising faculty.
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DO NOT prescribe medications.
e DO NOT show bias or favors to any patient against the rules of the hospital.
e DO NOT discuss the patient information in public places or outside the classroom.

e DO NOT try to complete on your own any clinical rotation that was missed without
approval of the Academic Affairs Office

e DO NOT loiter in the hospital during the nights and other timings after scheduled
training hours.

e DO NOT violate any rules of the hospital.

Violation Warnings:
e First violation of the code of conduct will lead to a verbal warning.
e Second violation will lead to a written warning.

e Third violation will be discussed in the Student Disciplinary Committee and may lead to
suspension / discontinuation of the clinical training.

GENERAL RULES AND REGULATIONS:
National Patient Safety Goals have to be followed at all times while interacting with patients. It is very
important that student should take special care to follow the rules and regulations mentioned below.
Dress Code:
e Student should wear their scrubs at all times when in the outpatient and inpatient settings.
e Student should wear their ID cards at all times when in the hospital premises.
e Student should be well turned out and dressed in a manner appropriate for the profession.
e Sports attire and canvas shoes or slippers are not permitted in the hospital.

e Women student should dress modestly. Clothes should not be tight or revealing and should
cover down to the ankle level. They should take care to keep their hair arranged and tied
properly at the neck and should not leave it loose.

e The hospital authorities and faculty reserve the right to deny permission to any student who
does not satisfy the required dress code.

In the Hospital:
e Maintain decorum and dignity in the hospital premises in a manner worthy of the profession.

e Treat patients with respect, concern, and empathy irrespective of their nationality, gender,
religion or socio-economic status.

e Be ethically and culturally aware in all patients and interprofessional interactions.
e Do not argue with or challenge patients or their relative.

e Respect and treat professionally all the members of the healthcare team.



e Interpersonal relations among student, student and patients, student and staff must
not violate the moral and cultural standards of the hospital and country.

e Men and women student should not be seen together in the hospital corridors, cafeteria or
in the hospital complex.

e Do not sit on the steps of the hospital entrance or on the sides of the building. You
are requested to spend leisure hours in the library or common room.

e Since hospital premises has been declared as "No Smoking Zone’, smoking is not permitted
anywhere inside the hospital.
ATTENDANCE POLICIES:

Student are expected to attend all clinical rotations as per the schedule notified by the college. Student shall
be regular and punctual at lectures, demonstrations, seminars, grand clinics, clinical rotations, practical,
fieldwork and other academic exercises. They shall be required to attend all the allotted working periods in
each of the prescribed courses / clinical rotations.

All leave applications must be approved by Dean/HoD of the BSN Program for attendance consideration.
The dean’s office reserves the right to accept or reject medical certificates after scrutiny of its authenticity.

Health and Safety Policies and Procedures

Specific policies and procedures in relation to health and safety are essential in order to safeguard the
patients, clients, student/students, staff and faculty. The student/students must ensure that they do not
harm and breach the safety of all stakeholders while they are practicing in the clinical site. The student should
abide the policies and procedures of the college and the respective clinical sites to uphold the health and
safety of all stakeholders.

Aims:
The aims of this policy are stated to enable student/students to:
e Establish and maintain safe environment for patients and others.
e Carry out safe nursing procedure and care.
e Prevent the transmission of cross infections and Health Care Associated Infections
e Safeguard the patient from the physical and chemical hazards.

e Provide emergency care during the life-threatening conditions/situations.

All student/student are expected to:

e Submit the immunization certificate/card with complete vaccination taken including Hepatitis
B and COVID-19 vaccines as per the vaccination schedule of United Arab Emirates

e Be free from communicable disease during the clinical practice/studentship.

e Not to enter the clinical practice/studentship sites if they have any communicable disease and
to produce a fitness certificate stating the student is non-infectious/non-communicable to
enter the site after the treatment for communicable disease.

e Submit a valid BLS certificate.
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e Not to smoke anywhere in the clinical site/hospital premises

e Follow standard precaution for the prevention and control of infections
(https://www.who.int/publications/i/item/WHO-UHL-IHS-IPC-2022.1) from patient to student
and vice versa. The standard precaution to be followed are:

v" Hand hygiene

Gloves

Mask, Goggles and Face shield

Gown

Respiratory hygiene and Cough etiquette
Environment and Environmental cleaning

Injection safety

DN N N N Y N N

Discard needles and other sharps in appropriate puncture-resistant containers

v' Waste management

e Safeguard the patient safety by following National Patient Safety Goals
(https://www.jointcommissionstudentational.org/standards/studentational-patient-safety-

goals/) such as;

v" Goal 1: Identify patients correctly.

v" Goal 2: Improve effective communication.
v" Goal 3: Improve the safety of high-alert medications.
v’ Goal 4: Ensure correct site, correct procedure, correct patient surgery.
v Goal 5: Reduce risk of Health Care Associated Infections
v Goal 6: Reduce the risk of patient harm resulting from fall.
e Obtain patient consent before any procedure.
e Carry out the patient care procedure only under the supervision of preceptor.
e Refrain from doing any procedure unless he/she is confident in the procedure.

e Practice the procedures well in simulation lab up to the satisfaction of the faculty before doing
it on patients in the clinical site.

e Follow all the principles and all the rights of medication administration with supervision of
preceptor.

e Report any needle prick injury and body fluid exposure and take the Post Exposure Prophylaxis
as per the institutional protocol.

o Not to ambulate immobile patients without the knowledge of preceptor and without any
assistance.

e Assess the fall risk before ambulating the immobile patient.

e Use side rails and restrains appropriately as indicated for the patient.
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e Handle the machines and equipment only after the training and with the supervision of
competent staff.

e Report any emergency to the preceptor/unit manager without delay.

e Observe all the safety rules of the hospital.

Clinical Courses Rotation

The Clinical Courses Rotation of the 4-year BSN Program exists within the academic program during
Semester-8. It consists of 7 clinical rotation sites with different credit hours (CH) and clinical contact hours.
Credit hours varies between 3-4 CH with 1 CH = 40 contact clinical hours. In total, student will meet the 640
contact hours during the semester 8 in 16 weeks. It facilitates student to apply knowledge and skills acquired
in the last 3 % years of the program to the clinical settings.

Table 9.1 below shows the details.

Course Nursing specialty area Clinical Duration Contact Contact
Code Credit (week) Hr./Week Hr./Sem
BSN406 Adult Health Nursing Rotation 4 4 40 160
BSN 407 Critical Care Nursing Rotation 3 3 40 120
BSN 408 Maternity and Newborn Nursing Rotation 3 3 40 120
BSN 409 Pediatric Health Nursing Rotation 3 3 40 120
BSN 410 Community and Mental Health Nursing 3

Rotation

Psychiatric Nursing Rotation 1 40 40

Mental Health Nursing Rotation 1 40 40

Community Health Nursing Rotation 1 40 40
Total Contact Hours 16 weeks 640

Specific features of Clinical Course Rotation:

e Unlike the training received as a BSN student, the knowledge and skill acquired during this
period are essentially experiential as they demand and involve direct contact of the learner
with the patient.

e Acquisition of skill and knowledge is facilitated in a milieu in which the student is engaged in
providing care to the patient while learning the art and science of nursing.

e The students get opportunities to assess and provide comprehensive care under the
supervision and guidance of clinical preceptor. This allows them to be fully involved in patient
care without the need to shoulder the burden of responsibility for his/her clinical decisions.

The clinical rotation is to be considered as the final part of undergraduate nursing training. During this period,
the student is subjected to a series of formative assessments throughout the studentship program and
summative assessment at the end of semester.
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Objectives of Clinical Course Rotation:

Prepare student to enter the healthcare industry.

Prepare nursing undergraduates to the Qualifying Exit Exam (QEE) at the end of the
course, which in turn prepares them to MOHAP certification exam.

Provide student with an opportunity to intensively strengthen their clinical and
leadership nursing skills, while fostering professionalism and communication skills.

Provide student with an opportunity to apply their knowledge in various clinical
settings, and demonstrate competency in practical skills and procedures while
under supervision.

Provide a “buffer” and effective transition between undergraduate studies and
work settings as Registered Nurses.

Familiarize student with day-to-day activities of various clinical settings.

Entitle student to get engaged in the professional market with networking opportunities.



Clinical Courses Rotation and Intended Learning Outcomes (CLOs)

BSN406 | Adult Health Nursing Rotation

4 CH (1 CH = 40 contact hours)

This course will help student gain more hands-on experience in Adult Health Nursing Clinical Practice in
providing nursing care to adult patients with medical-surgical conditions. During the rotation, student learn
to assess adult patients, implement nursing interventions, administer medications, and provide
comprehensive care to individuals with acute and chronic health conditions. They develop skills in critical
thinking, clinical decision-making, and effective communication while collaborating with the healthcare
team. The course emphasizes the importance of patient-centred care, cultural sensitivity, and evidence-
based practice. Student also have the opportunity to enhance their clinical reasoning abilities and develop
proficiency in documentation and patient education.

Pre-requisite or co-req: BSN302; BSN409; Valid BLS certificate (AHA).

Course Learning Outcomes (CLOs)

1. Perform general health assessment of adult and older adult patients to identify common
medical/surgical health alterations. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for adult and older adult patients with common
medical/surgical health alterations. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that culturally
appropriate to adult and older adult patients with common medical/surgical health
alterations. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for adult and older adult
patients with common medical/surgical health alterations. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for adult and older adult
patients with diverse healthcare needs. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in an
effective and secure manner when assessing and monitoring patients.

BSN407| Critical Care Nursing Rotation

3 CH (1 CH =40 contact hours)

This course provides student with a comprehensive understanding of caring for critically ill patients in various
critical care settings such as intensive care units (ICUs) and cardiac care units (CCUs). They will gain proficiency
in advanced nursing interventions, such as ventilator management, hemodynamic monitoring, and
administration of specialized medications. The course emphasizes the development of critical thinking skills
to make rapid and effective decisions in emergency situations by learning to work closely with a
multidisciplinary team, including physicians, respiratory therapists, and other healthcare professionals, to
provide comprehensive and collaborative care.

Pre-requisite or co-req: BSN306; BSN409; Valid BLS certificate (AHA).
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Course Learning Outcomes (CLOs)
1. Perform general health assessment of adult patients with comprehensive care. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for adult patients with comprehensive care. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that culturally
appropriate for adult patients with comprehensive care. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for adult patients with
comprehensive care. (CLOA4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for adult patients with
comprehensive care. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in an
effective and secure manner when assessing and monitoring patients. (CLO6)

BSN408| Maternity and Newborn Health Nursing Rotation

3 CH (1 CH =40 contact hours)

This course will help student learn to assess the health of expectant mothers, monitor fetal well- being, and
support women during labor and delivery. They also gain skillsin newborn assessment, breastfeeding support,
and postpartum care for mothers. The course emphasizes the importance of providing holistic and family-
centred care, promoting maternal-infant bonding, and addressing the psychosocial needs of the family.
Student also learn about common complications and medical interventions associated with pregnancy,
childbirth, and newborn care. They will be equipped to provide safe, compassionate, and evidence-based
care to individuals in various maternity settings.

Pre-requisite or co-req: BSN306; BSN409; Valid BLS certificate (AHA).

Course Learning Outcomes (CLOs)

1. Perform general health assessment for maternal and newborn cases with health care
needs and problems. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for maternal and her newborn with health problems.
(CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that culturally
appropriate for maternal and her newborn with health problems. (CLO3)

4. Apply an evidence-based nursing plan of care interventions for maternal and her newborn
with health problems. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for maternal and her
newborn with health problems. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in an
effective and secure manner when assessing and monitoring patients. (CLO6)



BSN409| Pediatric Health Nursing Rotation

3 CH (1 CH = 40 contact hours)

The course provides student with hands-on experience in caring for infants, children, and adolescents. During
the rotation, student learn to assess the unique developmental and health needs of paediatric patients,
administer age-appropriate medications, and provide comprehensive care to children with acute and chronic
conditions. They develop skills in paediatric nursing interventions, such as paediatric medication calculation,
paediatric assessment techniques, and paediatric therapeutic communication that will prepare student to
provide safe and compassionate care to paediatric patients in various healthcare settings.

Pre-requisite or co-req: BSN308; BSN409; Valid BLS certificate (AHA).

Course Learning Outcomes (CLOs)

1. Perform general health assessment for pediatric patients to identify common alterations in
health. (CLO1)

2. Integrate knowledge of pathophysiology, pharmacology, nutrition and behavioral sciences
to establish safe provision of care for pediatric cases. (CLO2)

3. Apply ethical, legal and professional guidelines in the delivery of care that culturally
appropriate for pediatric patients with health problems. (CLO3)

4. Apply an evidence-based nursing plan of care interventions pediatric patients with health
problems. (CLO4)

5. Demonstrate clinical judgment and critical thinking skills teamwork, therapeutic
communication, to provide appropriate nursing interventions for pediatric patients with
health problems. (CLO5)

6. Use health information systems/electronic charting and patient care technologies in an
effective and secure manner when assessing and monitoring patients. (CLO6)

BSN410| Community and Mental Health Nursing Rotation

3 CH (1 CH =40 contact hours)

This practical course provides student to gain hands-on experience in providing nursing care to individuals,
families, and communities in community and mental health settings. During the rotation, student learn to
assess the health needs of individuals and families in the community, develop care plans, and provide health
promotion and disease prevention interventions. They also gain skills in mental health assessment, crisis
intervention, and therapeutic communication with clients experiencing mental health challenges. The course
emphasizes the importance of holistic care, cultural competence, and collaboration with interdisciplinary
teams in community and mental health nursing. They will be equipped to promote health and well-being,
advocate for clients, and contribute effectively to the healthcare team in community and mental health
nursing practice.

Pre-requisite or co-req: BSN402; BSN404; BSN409; Valid BLS certificate (AHA).

Course Learning Outcomes (CLOs)

1. Conduct needs assessment in variable community settings. (CLO1)
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Educate individuals, families, groups, and communities from a variety of cultural
backgrounds about health promotion, health protection, and disease prevention. (CLO2)

Apply ethical, legal, and professional guidelines in the delivery of care to psychiatry and
mental health clients and when dealing with community settings. (CLO3)

Demonstrate clinical reasoning, teamwork, and therapeutic communication in the
provision of care to a selected group of community in need. (CLOA4)

Apply an evidence-based nursing plan of care that guide culturally appropriate
interventions for patients experiencing psychiatric and mental health conditions in the
community setting. (CLO5)

Expectation from Students:

The Student should follow the policies, procedures, rules, regulations and standards of the
training facility.

The Student must recognize his/her sphere of responsibility and function only in the role of
an student.

The Student will function under supervision of the designated preceptor during the
Studentship Program, especially invasive procedures.

The Student must respect the rights of the patient.
The Nurse Student will not function outside the scope of her practice.
The Student may NOT at any time:

a. Administer any medication without utilizing the rights of medication administration
and without the supervision of the preceptor.

b. Take verbal or telephone orders.

Nursing department and the Nurse Student are all sharing a joint accountability to provide
safe quality patient and family care.

The Nurse Student will accept personal responsibility for being able to provide safe quality
nursing care, and for knowledge and skill necessary to provide this care.

The Nurse Student will follow patterns of behavior, which follow the standards for nursing
practice.

The Nurse Student is expected to meet performance criteria to achieve clinical placement
objectives and competencies by the end of each clinical rotation.

The Nurse Student will progress to take on larger caseload and work with decreasing levels of
supervision as the Studentship progresses.

Relationships between the students, patients and the hospital staff must always be
maintained at a professional level and within the therapeutic and professional boundaries.

The student must be honest and well behaved in the practical training area.

Students must consider safety precautions during the practical training in order to protect
himself/herself and the patient.



The Nurse Student is expected to participate actively in unit-based hospital quality
improvements activities.

Nursing Practice Studentship Prerequisite:

Successful completion of all undergraduate courses up to semester 7

A valid BLS certificate from the AHA

General Rules for Students:

The student must follow the scheduled rotation in the assigned hospital as approved by the
studentship coordinator.

Any changes in the student’s hospital placement must be coordinated and approved through
the studentship coordinator. Changes in the hospital without official permission will not be
accepted.

The student must follow the rules, regulations and the policies of the training hospital, also
considering the rules and regulations of the College and the University.

The student must keep the studentship coordinator in the college informed about any
problem that may arise during the training.

Students Responsibilities:

Attends orientation program.
Submits clinical training requirements on a regular basis based on the rotation to the
college’s studentship coordinator.

Students are responsible for reporting any absenteeism and leave to the Nurse Preceptor
and studentship coordinator.

Maintains weekly activity log duly signed by the preceptor and submits to the studentship
coordinator at the end of every month.

Writes Reflective journals on clinical experience and submits at the end of every week to the
studentship coordinator.

Maintains record of attendance and record of absence duly signed by the preceptor and
submit to the studentship coordinator at the end of every month.

Provides each Nurse Preceptor with all required assessment/evaluation tools forms

Reports to the unit manager/preceptor and asks for permission before leaving the assigned
area for breaks, lunch, pray, or a meeting.

Accepts patient assignments, which complement the nursing studentship clinical objectives.
Reports any unusual incidents/occurrence in the duty, according to hospital policy.
Adheres to the studentship regulations of the hospital.

Completes the studentship site evaluation and submits it to the Studentship Coordinator
after conclusion of each rotation.
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Studentship Coordinator Responsibilities:

Arranges clinical placements for the student, communicates with the nursing training
department at each facility, coordinates placements and receives monthly follow up
reports from the clinical coordinator.

Schedules the students, clinical rotations

Provides orientation to preceptors about their roles and responsibilities in meeting the studentship
learning outcomes and evaluation of students.

Visits the student and nurse preceptor monthly in the clinical setting.
Receives and review each student’s clinical assessments.

Approves the clinical evaluation of the nursing students submitted by the hospital training
department on completion of each rotation.

Reports any variance in student schedule or unusual behaviors to the college’s studentship
coordinator.

Monitors the implementation of the policies and guidelines of the nursing studentship
program.

Maintains accurately all nurse student’s personal data and files.
Documents and maintains record of students’ attendance and absence.
Coordinates counseling of nurse students if needed.

Act as a resource person for all nursing students.

Collaborates and coordinates the implementation and appraisal of the studentship
program with the hospital nursing coordinator.

Clinical Preceptors Responsibilities:

A preceptor is a Registered Nurse assigned from the hospital to train student with demonstrated competence
in a specific area who serves as a teacher, leader, facilitator, evaluator, and role model to improve and
corroborate the competencies of another person.

e Nurse Preceptors will orient, supervise, mentor, and assess student’ daily work, advice
and support Student, report Student absenteeism or unusual behaviors to the Nursing
Training Department.

e Uses good communication skills in the interactions with the student.

e Makes himself/herself available to the Nurse Student for assistance with
assigned activities.

e Monitors and assesses the Nurse Student, in completing of the competency skill as
listed in Student Clinical Evaluation form.

e Maintains daily records about the nurse student’ performance.
e Considers the safety and well-being of the patient in planning the learning experience.

e Assesses and monitors the Nurse Student’ performance in specific unit and in
certain duration relating to knowledge, skills and attitude.



Performs clinical evaluation and approves daily activities of student.

Reports the clinical evaluation of student to the studenthip coordinator.

Clinical Rotation Regulations:

Student’ working hour.

The clinical rotation period extends for 16 weeks.

Student shall be scheduled to work 24 hours/week (five 8 hours days).

Students are authorized to have break as per the nursing department policy of the hospital
where they are doing studentship.

Student shall report duty on time and leaves the area when "hand-over" is completed.

Student shall complete their "attendance logbook" on a daily basis.

Leave/Absence

100% attendance is required collectively at the end of 16 weeks and individually in each
segment of the Studentship.

Students, with prior notice may be permitted for short periods of absence for reasonable
reasons like sickness as follows:

o

o

A total of 5 days in a period of 16 weeks.
Not more than 2 days of continuous leave in a month.

Students should inform about their absence in advance to studentship coordinator and their
preceptor.

The period of absence to be compensated at the end of studentship period in order to
make up 100% attendance in studentship.

Clinical Dress Code

Dress according to the College Uniform policy and demonstrate good personal hygiene.

Uniforms should be clean and neat.

Students must wear their identifications card at all times while at college and hospital.

Wear a watch with second hand; bring stethoscope and pen torch.

Fingernails must be short and clean. Nail polish and artificial nails should not be worn.

Use of mobile phones

e Mobile phones are not allowed in clinical areas of the hospital.

e Aviolation report will be issued to any student who uses mobile phone during duty hours.
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Clinical misconduct

Clinical misconducts include, but not limited to the following:

e Jeopardizing patient safety will not be tolerated and may result in immediate dismissal

from the program.

e Threatening the physical and/or psychological well-being of a patient.

e Inappropriate verbal or non-verbal behavior in the presence of the patient or the patient’s

family.

e Inadequate preparation for the clinical procedure/assignment.

e Administration of wrong medication or wrong dosage.

e Inability to properly administer medications.

Breach of confidentiality.

Disciplinary proceedings for clinical misconduct

Acts of professional misconduct may result in an investigation by the College, followed by disciplinary

proceedings.

e Clinical misconduct can warrant termination from the nursing practice studentship if that
behavior is such that it poses a serious threat to the physical and/or psychological well-

being of patients, faculty, or students.

e Three (3) clinical misconducts are grounds for the student’s immediate termination from
the Nursing program. Readmission to the program will be on an individual basis, with
consideration of the seriousness of the clinical misconduct. The disciplinary sanction for
clinical misconduct is given by the Dean of the college/ HoD of the BSN Program.

Assessment and Grading Policies:

Assessment and Grading of Nursing Practice Studentship:

Assessment Tool*

Continuous Assessment Components:

Clinical Performance Appraisal (Person-Centered Care,
Ethical and Legal Practice, Professionalism, Communication
and Collaboration, Research and Evidence-Based Practice,
Community and Public Health, Leadership and Management,
Informatics and Technology)

Reflective Journal (Weekly)
Summative Assessment Components:
Qualifying Exit Exam (QEE)(Written)

Readiness to practice assessment (OSCE/OSPE)

Assessment Date

Ongoing

Ongoing

Week 14
Week 16

Weight (%)

30%

20%

20%
30%
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Rubrics for evaluation of health education

. Project, Presentation, and Group Work Rubric

Field visit assessment rubrics

Reflective journal template

Rubrics for assessment of reflective journal

Rubrics for Mini-Clinical Evaluation Exercise (Mini-CEX)
DOPS evaluation rubrics

Daily activity log format

Clinical procedure log format

Student clinical site evaluation form

Student exit survey



AU INTERNSHIP MANUAL

Appendix A: Student/Student agreement form

Name: Reg.No.:
Course: Hospital/PHC Name:
Date of agreement: Period of training:

Name of the clinical instructor:

| Reg.No:

___ Registered for the Course during the
semester of the Academic Year

. | have read the clinical training manual and the course syllabi
and understood its content. | hereby assure and agree to abide the rules and regulations mentioned in the
clinical training manual and curriculum regulations. | also agree for the following:

e Perform to the best of my ability of those tasks assigned based on the learning outcomes

e Follow all rules, regulations, and other standard requirements of the college and
training institute

e Fulfill the Learning Contract under the direction of the Faculty Supervisor and the
hospital Supervisor and consult with them as needed for guidance and evaluation

e Notify my Faculty Supervisor of any incidence, attendance and clinical requirements

e Responsible to achieve the intended learning outcomes for different nursing
specialties as mentioned in this manual

Signature of the Student/Student Signature of the faculty in-charge



Appendix B:
Name:
Course:
Month & Year:

Date Unit/Ward

Total Working Hours:

Student/Student Record of attendance
Reg.No.:

Hospital/PHC Name:

Time in Time out Total Signature of the
Hours/Day preceptor

Name & Signature of the clinical instructor
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Appendix C: Student/Student Record of absence

Name: Reg.No.:
Course: Hospital/PHC Name:
Unit: Month & Year:
Date No. of days Reason Signature of the Clinical
From To absent Sick Excused Unexcused Instructor

Total Hours Absent:

Name & Signature of the clinical instructor



Appendix D: Rubrics for Clinical Performance Appraisal

Name: Reg.No:
Year/Semester: Course:
Clinical Area: Duration:
SI.No Clinical Performance Criterion
I. Person-Centered Care
1 Builds up the ability to practice various nursing roles to promote holistic
and specialized nursing care to clients
2 Demonstrates effective assessment and analysis of patient’s findings
3 Plans comprehensive nursing care based on the nursing process approach
4 Involves patient and family in care planning process
5 Provides priority nursing care to  optimize person’s
physical,
psychological, emotional, and spiritual healthcare needs.
6 Performs nursing interventions by following scientific principles
7 Identifies appropriate therapeutic interventions to enhance the
healthcare outcomes of a patient
8 Caries out effective therapeutic nursing interventions to alleviate illness
9 Compares knowledge-base from healthcare and other disciplines that can be utilized
in carrying out quality nursing care
10 Modifies patient nursing care as indicated by the evaluation outcomes
11 Uses critical thinking strategies in decision-making, planning, and
provision of care
12 Ensures safety of the patient and practices safety techniques while
rendering care
13 Uses universal/standard precautions while rendering care
14 Provides safe environment to the patients and their family
15 Performs appropriate assessments prior to, during, and after Medication
administration & any nursing procedure
16 Collaborates with the person, family, caregiver, and the interdisciplinary team to
develop an effective transition plan in accordance with the institutional policies and
procedures
17 Follows the standardized transition of care procedure for clear and
timely transfer to maintain effective continuity of care
Il. Ethical and Legal Practice
18 Respects patient’s rights for confidentiality
19 Demonstrates ethical decision-making skills in clinical practice
20 Practices professional judgment taking into consideration of legal
obligations when caring for patients to avoid professional misconduct, potential
malpractice, or negligent acts
21 Promotes patient, public, and society rights and safety when providing

care

1 2 3 4 5
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22

23

24

24

25

26

27

28

29

30
31

32

33

34

35
36

37

38

39

Accepts accountability for one’s own professional judgment, actions, outcomes of
care while caring for patients, caregivers, family members and the community

Demonstrates the principles of cultural diversity and inclusion and social
awareness in meeting the diverse patient and family beliefs and needs

Applies positive attitude and integrity regarding equity, empathy, and
communication toward cultural, spiritual, and social differences when providing
ongoing nursing care for patient and family

Serves as the person’s advocate to assist in dealing with healthcare related challenges
and negotiate to ensure optimal well-being and access to the required resources

Ill. Communication and Collaboration

Communicates and collaborates relevant and current knowledge
effectively with diverse patients and healthcare professionals to provide high quality
nursing care

Applies the principles of therapeutic relationship with the patient and
family through accepting, rapport, warmth, genuineness, giving recognition and active
listening when providing daily care

Applies effective hierarchical relationship with nurses and
multidisciplinary healthcare professionals

Collaborates with the interdisciplinary healthcare team to provide
comprehensive nursing care

Conveys mutual respect, trust, support, and appreciation for other team members
IV. Research and Evidence-Based Practice
Execute a supervised mini nursing or interdisciplinary research project

Integrates the best evidence-based practice, clinical expertise, and
patient values to enhance healthcare outcomes

Engages in interdisciplinary knowledge exchange to improve nursing
practice and overall healthcare outcomes

Shows the ability and skills to propose articulated innovative ideas
related to patient, family and community care

V. Community and Public Health

Demonstrates the ability to practice health education activities to individuals, families
and groups

Carries out activities to promote the wellbeing of individual and family

Implements the appropriate strategies to reduce the burden of illness
among patients and their families

Demonstrates skills in coordinating care, prioritizing needs, preventing
risks for individuals, caregivers, families

Demonstrates the ability to implement the disaster preparedness and
management skills with available resources

VI. Leadership and Management

Follows the prescribed standards of nursing care in every aspect of
patient care and documentation

Demonstrates group dynamics and team building for advancing and
continual quality improvement



40 Demonstrates the self-governed practice toward self-directed authority to perform
and manage the daily tasks that aligned with legal, ethical,
and clinical standards
41 Utilizes mutual teamwork responsibilities toward effective patient care
and quality improvement
42 Manages effectively available resources and advocates for sufficient
resources to conduct professional bedside care
VII. Informatics and Technology
43 Demonstrates the effective and appropriate use of health informatics in a variety of
healthcare settings
44 Demonstrates effective use of the nursing informatics skills in planning and managing
the health information toward safe and quality nursing
practice
45 Applies effective handling of electronic health information to preserve
issues of privacy, confidentiality and security
46 Engages in relevant professional networking to enhance innovative patient care and
outcomes
47 Demonstrates effective utilization of telecommunications technology with patient
and the healthcare team for delivery, management, and
coordination of nursing care services
VIII. Professionalism
48 Adheres to professional dress code prescribed by the institution
49 Attend beginning & end of shift endorsement
50 Addresses all individuals with dignity and respect without discrimination
51 Apply code of ethics during clinical practice and while providing care to
patients
52 Accepts and reacts appropriately to constructive feedback
53 Carries out all delegated responsibilities
54 Actively seeks opportunities for learning
1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent
Feedback by the preceptor Feedback by the clinical instructor

Signature of the preceptor Signature of the clinical instructor
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Appendix E: Case Study Format/ Template

[ Facing sheet]

NURSING CASE STUDY ON

A Patient

(write the patient’s diagnosis here)

| 508 |



Introduction

Health History
a) Identification data
b) Chief complaint on admission
c) Present health history
d) Past health history
e) Family history

f) Socio economic status

Physical Examination
g) Head- Foot assessment

h) System wise assessment

Medications & Drug file

SI Trade Pharmacolo Dose Route Frequency Action Side Contra Nurses
no Name gical Name effects indication Responsibilities
s

Investigations

Date Investigations Patient’s value Normal value Inference

Special investigations with date and findings: (if available)

DISEASE CONDITION/DIAGNOSIS
Name of the Diagnosis
a) Definition
b) Etiology/Risk factor
Instruction: compare the literature about Etiology/Risk factor with your patient

Book Picture Patient picture

Pathophysiology:

Instruction: Please describe the exact pathophysiology behind the disease condition

Clinical Manifestations:

Instruction: compare the literature about clinical manifestations with your patient
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Book Picture Patient picture

Diagnostic Studies:
Instruction: compare the literature about diagnostic studies with the diagnostic studies conducted
for your particularly for the diagnosis of the given disease condition.

Book Picture Patient picture

Management:
1. Medical

Instruction: compare the literature about management protocols for the given disease condition with the
treatment protocols planned or received by your patient

Pharmacological Management

Book Picture Patient picture

Non-pharmacological Management

Book Picture Patient picture

Dietary Management (if available)

Book Picture Patient picture

Nursing management

Book Picture Patient picture (write the nursing interventions planned for
your patient’s here)

Problems of your patient: 1.
Nursing diagnosis (as per priority) Nursing care plan

Assessment Nursing Goal/Expected Planning Rationale Implementation Evaluation
Diagnosis outcome



Diet plan / sample menu for your patient:

Time Menu/food Serving / Ingredients Total Total protein and fat
item Quantity calories

Progress Report (Write the day to day progress of your patient from dayl) Day 1: date

Day 2: date

Health Education

Prepare the health education plan for your patient
Conclusion

Bibliography
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Appendix F: Case Study Rubrics

Name of the student: Reg. No.:
Clinical Area: Title:

SI.No  Assessment criteria 1 2 3

Assessment

2 Comparison of literature & Patient’s data

3 Nursing care plan

4 Identification of nursing problems as per priority

5 Implements care based on scientific principles

6 Evaluation of nursing care provided

7 Diet plan

8 Organization, Neatness, Punctuality

9 Progress notes

=
o

Health education

11 Conclusion & References

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Comments by the evaluator:

Signature of the evaluator:
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Appendix G: Clinical Presentation Format/Template

[Facing sheet]

Clinical presentation on

(Write disease condition here)
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Health History

a)  Identification data

b)  Chief complaint on admission

c) Present health history

d)  Past health history

e)  Family history

f) Socio economic status
Physical Examination

g) Head- Foot assessment

h) System wise assessment (describe only affected system)

Medications

S| Trade Pharmacological Dose Route Frequency
no Name Name

Investigations

Date Investigations Patient’s value

Special investigations with date and findings: (if available)
DISEASE CONDITION/DIAGNOSIS
Name of the Diagnosis

e Definition

e Etiology/Risk factor

Nurses Responsibilities

Normal value Inference

Instruction: compare the literature about Etiology/Risk factor with your patient

Book Picture Patient picture

Pathophysiology:

Instruction: Please describe the exact pathophysiology behind the disease condition

Clinical Manifestations:

Instruction: compare the literature about clinical manifestations with your patient

Book Picture Patient picture



Diagnostic Studies:

Instruction: compare the literature about diagnostic studies specific to this condition with the diagnostic
studies conducted for the patient.

Book Picture Patient picture

Management:

Medical Instruction: compare the literature about management protocols for the given disease condition with
the treatment protocols planned or received by your patient

Pharmacological Management

Book Picture Patient picture

Surgical Management

Book Picture Patient picture

Add surgical notes here:

Dietary Management (if available)

Book Picture Patient picture

Nursing management

Book Picture Patient picture (write the nursing interventions planned for
your patient’s here)

Problems of your patient:

Nursing diagnosis (as per priority wise) Nursing care plan

Assessment Nursing Goal/Expected Planning Rationale Implementation Evaluation
Diagnosis outcome



AU INTERNSHIP MANUAL

Progress Report (Write the day to day progress of your patient from day1) Day 1: date

Day 2: date

Health Education /discharge advices

Prepare the health education plan for your patient
Conclusion

Bibliography

| 516 |



Appendix H: Clinical Presentation Rubrics

Name of the student: Reg. No.:
Clinical Area: Title:
SI.No ASSESSMENT CRITERIA 1 2 3
1 Introduction
2 Presentation of patient’s profile
3 Presentation of the disease condition and
comparison with the patient condition
4 Discussion of nursing management based on nursing
process approach
5 Incorporating recent literatures or evidences in the
presentation
6 Audio Visual Aids used for the presentation
7 Conclusion
8 Presentation skills
8 Organization, Neatness, &Punctuality
10 Bibliography

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Comments by the evaluator:

Signature of the evaluator:
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Appendix I: Drug Presentation Format

[Facing sheet]

DRUG PRESENTION ON

............................................................................................ (Name of the drug)

| 518 |



CONTENTS
1. Generic/ Pharmacological Name of the drug
Trade names — available
Drug Classification
Action

Indications

2

3

4

5

6. Dosage/strength available
7. Available forms

8. Side effects

9. Contraindications

10. Nurse’s responsibilities

11. Conclusion

12. Bibliography
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Appendix J: Drug Presentation Rubrics

Name of the student:

Clinical Area:

Name of the Drug:

SI.No
1

© 00 N o U B~ W N

[
o

ASSESSMENT CRITERIA 1

Details of the drug: Generic / Pharmacological
and Trade Name of the drug

Drug Classification

Action

Indications

Dosage/strength

Available forms

Side effects & Contraindications
Nurse’s responsibilities

Quality of Presentation

Brining new evidences related to the medication
for improving nursing practice and patient care

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Comments by the evaluator:

Signature of the evaluator:

Reg. No.:

Date:



Appendix K: Template for Preparation of Health Education Plan

Name of the Hospital/PHC:

Topic of Health education:

Number of participants:

A.V aids:

Central objective:

Specific objective:

Specific objective Content A.V aids

Conclusion

References
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Appendix L: Rubrics for Evaluation of Health Education

Name of the student:

Date:
Topic:
A.V aids used:
SI. No  Assessment Criterion
1. Identifies health need and plans for health
education of patient and family
2. Clearly defines objectives of health education
3. Introduces the topic in an interesting manner
and engages the audience
4, Organizes the content based on principles of
health education
5. Demonstrates in-depth knowledge of the
topic
6. Voice is audible and clear
7. Maintains eye contact with the audience and
uses appropriate body language
8. Uses appropriate, informative and interesting
Audio-visual aids
9. Interacts with the audience during the health talk.
Asks questions at the end of the
session/talk
10. Manages time appropriately

Total

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Remarks on overall performance:

Name and Signature of the Faculty

Register No.:

Name of the Hospital:

No. of Participants:



Appendix M: Project, Presentation, and Group Work Rubric

CoUrse NAME: ittt e s e et e s e e Course SeCtioN: ..cccocceevveicr e e
SEUENt’s NAME: ..ooiciieeeceere et r et e StudentID: ...
Points Excellent 5 Very Good 4 Good 3 Average 2 Poor 1 Weight Score
component of
grade
Structure/ Excellent Very good Availability of One or more No clear %
Methodolog structure of structure of structure basic structure structure of
y paper/answer paper/answer introduction, components is the
with clear, well- = with appropriate body, and missing with no = paper/answe
formed and transition conclusion, but differentiation rnoran
excellent between transition is not of different acceptable
transition introduction, sufficient nor parts of the transition
between body and convincing paper/answer between
introduction, conclusion arguments
body, and
conclusion
Content — Precise, efficient Precise, Inorganized Questionable Information %
Appropriate | information that organized information, that Information, that does not
, Accurate, is appropriately | information that may not be relating to the relate to the
and related to the is related to the associated topic, scarce topic.
sufficient. topic. exceeded topic. sufficient directly to the information Minimal
amount of amount of topic. information.
information information Relatively
needed sufficient amount
of information
Quality of Outstanding Very good less than average Undeveloped Poor analysis %
Analysis analysis of the analysis of the analysis of the analysis with no that show
issue at hand issue. Student is issue. Absence of link between lack of skills
with excellent able to critical thinking. thoughts or or
use of critical demonstrate Present few ideas depth of understandin
thinking in good with acceptable understanding g of theories
discussing construction of linking theories
theories argument with
minor use of
critical thinking
Grammar Excellent Good structured Acceptable Poorly Sentences %
and spelling structured sentences with structured structured are
sentences with appropriate sentences with sentences with grammatical
correct grammatical use. lack of many incorrect
grammatical Minor spelling grammatical grammatical with many
use. mistakes understanding, errors, spelling
Absence of Some spelling apparent mistakes
spelling mistakes spelling
mistakes. mistakes
Resources Properly lists | Acceptably lists Imprecise listing | Incorrectly lists = No list of %
references in all referencesin of references referencesin references
cases most cases most or all
cases
Total Grade | Positive %100
& comments
Comments .
Points of

improvement
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Appendix N: Field Visit Assessment Rubrics

Name of Student: Register No.:
Place of Visit: Date:
S.No Criterion 1 2 3

1. Identify the objectives of the visit

2. Participates actively in discussions during the visit

3. Participates actively in post visit discussions

4, Maintains good rapport with the field official

5. Prepares the visit report as per the objectives

6. Presents the report accurately

7. The report is well organized

8. The report is legible

9. The conclusion summarizes the visit and its

relevance

10. The student is punctual in attending the visit and
submitting the report

Total

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Remarks:

Name & Signature of the faculty



Appendix O: Reflective Journal template

(Using the following format, write your weekly reflective journal in 1000 words)

Name of the student: Reg.No.:

Name of the Hospital:

Ward/Unit: Date:

From To

No.of Patients Cared:

List the medical diagnoses of all patients (If undergone surgery, mention the surgery name and patient
indication for the surgery)

Introduction

Mention the regular activities carried out

Narrate on the new/interesting experience gained

Brief something you did differently

Explain your strengths and weakness

Summarize the learning outcome met out of the experience gained during the weekand write the action plan
for the forthcoming week
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Appendix P: Rubrics for Assessment of Reflective Journal

Name of the student: Reg.No.:
Period of reflection From To

SLNo  Assessment Criterion 1 2 3

1 Describes specific setting, the ward, the patient

and the precise procedure

2 Uses narrative past simple/past continuous
circumstantial information

3 Uses impeccable grammar and spelling with
carefully chosen vocabulary

4 Presents the material in a compelling,
persuasive and well-organized fashion

5 Describes the event(s) that triggers the
reflection
6 Demonstrates initiative to actively reflect on

own actions without need for prompting

7 Demonstrates curiosity for further learning and
additional inquiry

8 Demonstrates evidence of adjustment in own
attitude and believes while working within diverse
communities and cultures

9 Explains how the experience will inform future
nursing practice

1: Poor, 2: Average, 3: Good, 4: Very Good, 5: Excellent

Feedback by clinical instructor

Signature of Clinical Instructor



Appendix Q: Rubrics for Mini-Clinical Evaluation Exercise (Mini-CEX)

Evaluator:

Student:
Patient’s diagnosis:

Not
Grading Criteria Applicable

History Taking
Physical Examination

Intervention/
Therapeutic Skills

Counseling Skills

Nursing
Professionalism

Organization/
Efficiency

Overall

Duration: Observation time:

Date:
Reg.No.:
Grading
Unsatisfactory Satisfactory Excellent
1 2 3 4 5 6 7 8 9
min Feedback time: min

Other comments:

Evaluator Signature

Unsatisfactory ratings are defined as “extremely poor” (1 point), “poor” (2 points), and “nearly passing” (3
points). Satisfactory ratings are defined as “meets minimum expectations” (4 points), “average” (5 points),
and “slightly above average” (6 points). Excellent ratings are defined as “meets most expectations and
exceeds all others” (7 points), “exceeds most expectations and meets all others” (8 points), and “exceed:s all

expectations” (9 points).
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Appendix R: DOPS Evaluation Rubrics

Name of the student:

Clinical Area:

Name of the Procedural Skill:

S.No
1

2
3
4
5
6

10

ASSESSMENT CRITERIA 1
Assess of the patient

Obtains informed consent from patient

Prepares the patient and environment

Prepares of the necessary articles

Follows universal precaution and IPSG

Carries out the procedure skillfully without
omission of any steps

Follows scientific principles while doing the
procedure

Performs aftercare of the patient and equipment

Documents and reports the procedure, patient
condition and patient response

Maintains good IPR & Professionalism

Feedback by the evaluator:

Signature of the evaluator

Reg.No.:

Date:



Appendix S: Daily Activity Log Format

Name: Reg.No.:
Date Time Clinical Activities of the day Signature of
From  To area/unit the preceptor

Appendix T: Clinical Procedure Log Format

Student are advised to follow the clinical procedure log as per the format given below. For the name of
procedural skills, please refer the list of procedural skills given under each clinical course.

S.No Procedural Skills Performs Assists/ Date Signature of the
Observes . - preceptor/Faculty
Skill Clinical
(A/0)

Lab/Simulation  Area
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Appendix U: Student Clinical Site Evaluation Form

PURPOSE

After each student's clinical experience in each clinical site, the BSN Program at AU evaluates the affiliation
and considers suggestions for improvement. Student' opinions are an important part of this evaluation
process. Your positive, as well as negative, comments will be helpful to improve the student clinical

experience.

INSTRUCTIONS

Please complete this evaluation at the end of your clinical education experience at this center. Place a tick
mark (&) on the most appropriate answer. Some questions may not apply to your clinical education experience
because of the type of center or the length of time you spent at the center. In these instances, please use the
not applicable (NA) response. Please share the completed evaluation with your Clinical Coordinator.

NAME OF STUDENT : FACILITY

DATES OF ASSIGNMENT (DD/MM/YYYY) to

NAME OF CLINICAL CO-ORDINATOR

ORIENTATION

Are these items covered during orientation? Yes
Organization and administration of the Nursing department

Nature and extent of Nursing services

Student responsibilities and privileges

Objectives of student clinical education program

Physical facilities at center

Orientation to other departments

Comments:

STUDENT PROGRAM

Are these items covered during orientation? Yes

Did you have any input into the types of experiences provided for
you?

Were you conscious of a planned program for the clinical practice?
Were there other Nursing student at the same time?

If yes, how many?

How did this affect your studentship?

No

No

NA

NA



CLINICAL EXPERIENCES

How much exposure did you have in the following activities?
History Collection and Physical Examination of the patients
Planning Nursing care and writing nursing care plans
Implementing the planned nursing care

Going for rounds with nurses, doctors and supervisors
Assisting in various diagnostic and therapeutic procedures
Application of critical thinking skills

Application of nursing process and nursing theories

Providing Health Education and Counseling the clients

List briefly the nursing procedures that you have performed:

SUPERVISION

How was your Clinical Instructors supervision? Excess
Supervision in general

If not sufficient, please describe:

In terms of personal and professional growth

If not sufficient, please describe:

Clinical Instructors feedback

If not sufficient, please describe:

Given appropriate responsibilities

If not sufficient, please describe:

Pace of the facility

STRENGTHS AND AREAS OF IMPROVEMENT NEEDED

Strengths of this site

Sufficient Some

Sufficient

None NA

Deficient
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Areas for further improvement need at this site

CURRICULUM

Was your academic preparation adequate for this assignment? Yes No

If not, what areas did you feel deficient?

ADDITIONAL COMMENTS

| 532 |



Sl.

No.

10

11

12

13

14

15

Appendix V: Student Exit Survey

Please rate your satisfaction with your achievement

I am able to assess the health status and identify problems of patients,
families and communities

| am able to prioritize nursing diagnosis based on the assessment
data

I am able to plan and implement appropriate nursing
interventions based on the client ‘s need

I am able to evaluate the outcomes of nursing care provided
I am able to perform various nursing procedures appropriately and safely

I am able to participate as an effective member of health team in the
promotive, preventive, curative and restorative health
care delivery system of the country

| am able to communicate effectively with health care team, patients,
family, and community

| am able to maintain good interpersonal relationship with health
care team, patients and family

I am able to practice as a professional nurse in different roles

| am able to take prompt and appropriate decisions in various clinical
situations

I am able to provide health teaching to individuals and groups in various
settings

| am able to exhibit managerial skills in hospital and community health
care settings

I am able to undertake research activities and utilize research findings to
improve client care and needs

I am able to exercise ethical values in my personal and
professional life

| am able to recognize the need for continuous professional learning
to update myself for personal and professional growth

Strongly Disagree

Disagree

Neutral

Agree

Strongly Agree
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Appendix W: Evaluation Weight (Academic Clinical Instructor vs. Preceptor)

Academic Clinical Instructor Weight

All BSN Courses

DOPS/DOCS: total of 3 (20%)

Mini-CEX (Nursing Care Plans) total of 3. (20%)

Final Presentation of Clinical Case Analysis (20%)
Final Mini-CEX+DOPS/DOCS of a selected case (30%)
Community Health Nursing (BSN403)

All assessments (90%- 100%)

Nursing Practice Studentship (BSN 404)
Reflective Journal (20%)

Readiness to practice assessment (OSCE/OSPE) (30%)

Preceptor Weight
Professionalism (5%)

Daily activity log (5%)

Student’ attendance and absence (no grades)

Professionalism (5%) (depending on the setting)

Daily activity log (5%) (depending on the setting)

Clinical Performance Appraisal (30%)



