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Introduction 

Engineering Training is recommended by the College of Engineering as a 

graduation requirement to all students in the College of Engineering. This 

means that a student cannot graduate without fulfilling this requirement in the 

due course of his study. The course is a non-credit course and is graded as 

Pass/Fail. 

The main objective of this course is to prepare the students in applying the 

theory learned in their course work to real-life applications, to gain hands-on 

experience and necessary engineering skills for a successful professional career.  

 

This Engineering Training Guide includes: 

- Objectives of Engineering Training  

- Regulations of Engineering Training 

- Mechanism of Placement and Evaluation of Engineering Training 

- Appendices 

 Appendix A: Contains all necessary Forms to be filled by the student 

and the External Supervisor. 

 Appendix B: Includes Sample format of the Engineering Training 

Report, which is to be used as a guide by the student to write his 

report at the end of his training.  

The students are required to thoroughly read this Guide and consult their 

assigned Coordinators to arrange the start of their training. It is the 

responsibility of the students to abide by the instructions in this Guide, to attend 

the introductory seminars regarding engineering training in their respective 

departments at the announced time and date, to fill out and submit the necessary 

Forms, and to abide by the regulations of the College and the Training 

Organization.   
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PART 1: Objectives of Engineering Training  

The main objectives of engineering training include: 

- To equip students with hands-on practical work experience. 

- To acquaint students with real work of engineers and their profession. 

- To train students to apply what they have learned in the class room to 

solve real engineering problems. This will train them how to apply 

theoretical knowledge to real-life situations. 

- To build up student's professional ability and personality to practically 

acquire teamwork habits and communication skills (oral and written) 

through interaction with practicing engineers. 

- To prepare the students for involvement in their future career with 

confidence by providing exposure to real professional environment. 

Hopefully, this exposure will help in clarifying their career goals and 

objectives. 

- To acquaint students with government and industry by-laws, regulations, 

standards, codes and specifications, and to provide an understanding of 

engineering documentation and terminology. 

- To expose the students to the importance of independent life-long 

learning by asking them to search for the needed information related to 

their training duties. 

- To train the students to be responsible, to guide them evaluate/judge 

different situations or scenarios and to help them make correct decisions. 

- To train the students to listen to others and to accept opinions and 

recommendations from knowledgeable persons.  

- To acquaint students with real industrial scale engineering equipment, 

facilities and production capacities. This exposure will help in 

transforming the experience of students from lab-scale level to actual 

scale level. 

- To strengthen the relationship between the College of Engineering and 

the industrial and service sectors. This will help in introducing our 

students to the national and regional labor market. 
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- To train the students to develop sense of safety and to apply preventive 

measures against occupational hazards.  



Engineering Training Guide 
 
 
 
 

8 
 

 

PART 2: Regulations for Engineering Training 

Article 2.1: The following words have the specific meanings in these guidelines 

as follows: 

University: Al-Imam Mohammad Ibn Saud Islamic University, Riyadh. 

College: The College of Engineering at Al-Imam Mohammad Ibn Saud 

Islamic University, Riyadh. 

Committee: The Engineering Training Committee in the College. 

Engineering Training Coordinator / Coordinator: The representative of an 

academic Department of the College in the Committee. 

Engineering Training Report/ Report: The final comprehensive report 

submitted by a student to his Coordinator according to the specified format. 

Examination Committee: The Faculty members of the Department who will 

evaluate the student Engineering Training performance. 

External Supervisor: The person in the Training Organization under whose 

guidance the student will undergo Engineering Training. 

Guide: The Engineering Training Guide 

Regulations: Engineering Training Regulations of the College. 

Training Organization: An approved public organization or private 

company where a student will complete his Engineering Training. 

Student Trainee / Trainee: A student of the College undergoing 

Engineering Training at a Training Organization. 

 

Article 2.2: These regulations are called Regulations for Engineering Training 

and are intended for the students and faculty members in the College of 

Engineering at Al-Imam Mohammad Ibn Saud Islamic University, Riyadh and 
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the Training Organizations. The regulations are organized in three sections – 

one each for the concerned entity. 

Article 2.3: Regulations for the Students 

Article 2.3.1: Engineering Training is treated as a general engineering course 

with a college code GE and the number 399 i.e. GE 399. This course is 

mandatory for all students of the College of Engineering and carries only a 

Pass/Fail grade with zero credits.  

Article 2.3.2: Student’s eligibility for Engineering Training 

Students need to fulfill the following requirements to be eligible for registering 

for Engineering Training: 

a- Successful completion of a minimum of 90 credit hours  

b- Successful completion / registration of any pre-requisite course(s) as 

prescribed by each Engineering Department of the College. 

Exceptions to the above rules will be examined on a case by case basis by the 

Committee and a decision is to be made within fifteen (15) days of petition by 

the student. 

Article 2.3.3: Every engineering student has to spend eight (8) continuous 

weeks in a Training Organization according to its regulations. The student has 

to be registered as a full time student in the College for undertaking Engineering 

Training. The students are not allowed to register for any other course, in Al-

Imam University or any other Institution, while undergoing Engineering 

Training.  

Article 2.3.4: 100% attendance is required by the student during the Training. 

Any absences shall be approved by the External Supervisor in writing with 

proper documentation. However, such absences cannot exceed 3 days. The 

student has to make up for absences which are more than 3 days by personally 

making arrangements with the External Supervisor. 

Article 2.3.5: Engineering Training is to be completed at one designated 

Training Organization in one continuous session of eight (8) weeks. Exceptions 

will be examined by the Training Committee on a case by case basis. 
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Article 2.3.6: If a student does not want to continue his Training at the assigned 

Training Organization, then he has to officially withdraw from the course 

according to the University regulations. Failure to do so will result in the award 

of a Fail grade in the Engineering Training course. 

Article 2.3.7: Evaluation of Student Performance 

Student performance in Engineering Training will be assessed from the 

following items: 

a- Submission of all training forms and reports (Refer to Part 3 of the 

Engineering Training Guide for list and format of required forms & 

reports and the associated timelines for each item). 

b- Confidential evaluation forms from the Training Organization / External 

Supervisor. It is the student's responsibility to get these reports and forms 

in a signed and sealed official envelope from the External Supervisor and 

hand them over to the Coordinator. 

c- Evaluation of the student’s Report and oral evaluation by the 

Examination Committee in his academic department.  

All University regulations related to the use of unfair means are applicable to 

the Engineering Training course as well. 

Article 2.3.8: Incomplete / Fail Grade 

All students will be awarded an Incomplete grade for Engineering Training at 

the end of the Summer semester. Students are required to fulfill the remaining 

requirements for completion of the course during the 7
th
 semester, otherwise a 

Fail grade will be awarded and the student will have to repeat the Engineering 

Training.  

A student who fails to submit the Engineering Training Report within the 

allocated time period in the 7
th
 semester due to unavoidable circumstances 

should submit documented proof and a written request to complete the course in 

the 8
th

 semester. Such cases will be dealt with on a case by case basis. If such a 

case is approved, then the student will remain with an incomplete grade in the 

Engineering Training course during the 7
th

 semester as well. Such a student 

needs to fulfill the missing requirements in the next semester (i.e. 8
th

 semester), 

otherwise a Fail grade will be awarded and he will have to undergo Engineering 

Training again. 
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Article 2.3.9: The College will not be responsible for any stipend, travel & 

lodging, provision of personal vehicle, required supplies and equipment etc. to 

the student during the Engineering Training.  

Article 2.3.10: It is the student’s responsibility to inquire about and to adhere to 

the rules and regulations of the Training Organization. The College will not be 

responsible for any unethical and unlawful act of the student while undergoing 

Engineering Training at a particular Organization. However, the College 

reserves the right of taking necessary disciplinary action against the student who 

is involved in such an act that brings bad name to the College and the 

University. 

Article 2.3.11: A student is to immediately report any mistreatment / 

harassment or coercion by the Training Organization for involvement in illegal / 

immoral act to the Coordinator. 

Article 2.3.12: Exemption / Postponement of Engineering Training 

Request for exemption / postponement of Engineering Training will be 

reviewed by the Committee on an individual basis.  

 

Article 2.4: Regulations for the Training Committee, 

Coordinators and   Examination Committees. 

Article 2.4.1: The Training Committee consists of one faculty member; called 

Engineering Training Coordinator, from each Engineering Department of the 

College.  

Article 2.4.2: A new Training Committee will be appointed every year in the 

first semester of the academic year. 

Article 2.4.3: The Training Committee will be functional for three semesters 

(5
th

, 6
th

 and 7
th
 of each batch of students). 

Article 2.4.4: The duties of the Training Committee includes the following: 

a- Maintain an updated list of Training Organizations with the number of 

trainee positions available in each organization. 
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b- Solicit expressions of interest from the Training Organizations for 

Engineering Training. 

c- Approve Training Organizations for Engineering Training. 

d- Periodically review performance and suitability of the Training 

Organizations. 

e- Periodically review the Regulations and / or the training mechanism and 

revise them as needed. Any revision/addition to the Regulations and / or 

the training mechanism will be done with the consensus of all Committee 

members. 

Article 2.4.5: The duties of the Coordinator include the following: 

a- Solicit and process applications for Engineering Training from students 

and arrange for their placement in Training Organizations. 

b- Explain the Engineering Training program to the students. 

c- Act as a liaison between the student and the Training Organization. 

d- Be available to resolve any conflict between the student and the Training 

Organization. 

e- Report student's Pass/Fail/Incomplete grades to the Engineering Training 

Committee Head. 

Article 2.4.6: The duties of the Examination Committee includes the following: 

a- Assess student performance according to the Regulations and report the 

Pass/Fail grade of each student to the Coordinator. 

b- Provide feedback to the Coordinator on the quality of training received by 

the students at the Training Organization. 

Article 2.4.7: Reporting unprofessional conduct of a Training Organization 

 

The Coordinator is to report to the Dean; the conduct of a Training Organization 

which is found to discriminate / harass a student or coerces him into unlawful 

acts and/or moral/professional misconduct. 
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Article 2.5: Regulations for the Training Organizations 

Article 2.5.1: Training Organization 

The Training Organization shall be approved by the Training Committee and 

listed in the general list of Training Organizations.  

Article 2.5.2: Engineering Training agreement 

The Training Organization shall express written interest for involvement in 

Engineering Training of students belonging to the College of Engineering of Al-

Imam Mohammad Ibn Saud University, Riyadh. 

Article 2.5.3: Responsibilities of the Training Organization  

a- Nomination of a person who shall be in charge of the Training. This 

person, termed as the External Supervisor, shall be available for 

consultations by the Coordinator during the Training, if needed. 

b- Provision of conducive professional environment for the student to 

undertake the Training. 

c- Outlining and explaining the rules and regulations of the Organization 

under which the student has to work. Such rules include, but are not 

limited to: (i) work location, (ii) timings of work, (iii) work 

responsibilities, (iv) confidentiality, (v) use of computer / equipment, (vi) 

absence policy, (vii) stipend or any other benefits, etc. 

d- Clearly identifying the tasks to be accomplished during the Training. 

e- The External Supervisor shall evaluate the performance of the student in 

a fair, impartial and professional manner and shall report it in Form A2, 

which is included in Appendix A of the Engineering Training Guide. It is 

suggested that the External Supervisor keep a copy of the completed and 

signed Form A2 for his record and future reference. 

f- It is expected from the External Supervisor to keep the contents of the 

student evaluation form (Form A2) secret and confidential from the 

student. The completed and signed form shall be handed over to the 

student in a signed and sealed official envelope. 

g- The Training Organization shall report any misconduct of the student to 

the Coordinator before taking any unilateral action. 

h- The Training Organization shall not ask / persuade / coerce the student to 

indulge in unlawful / unethical / immoral / unprofessional acts.  
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Article 2.5.4: Training Organization not included in the Approved List 

A student is allowed to undertake the Engineering Training on self-placement 

basis at an organization not listed in the approved list of the Training 

Organizations. For such organizations, the student must submit to the 

Coordinator, a Letter of Acceptance, any other company documents as deemed 

necessary by the Coordinator for approval. Such organizations are expected to 

meet the following minimum requirements: 

a- officially registered with the Chamber of Commerce. This requirement is 

applicable to not well-known private sector organizations only. 

b- has official documentations (booklet, catalogs, brochure, stationary, etc.) 

c- has a published known address (Street Address, P.O. Box, e-mail, 

website) 

d- is engaged in providing engineering services like design, consultancy, 

construction, manufacturing, R&D, project management and 

maintenance. 

 

The Coordinator will decide on the suitability of the proposed Organization 

within 4 weeks from the date of issuance of the Training Request Letter issued 

by the College of Engineering. 
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Part 3: Mechanism of Engineering Training 

The mechanism of Engineering Training is divided into four sections namely: 

(i) General Outline (ii) Placement Procedure (iii) Training Completion 

Requirements and (iv) Assessment Method. 

3.1: General Outline  

3.1.1:  The Dean of the Engineering College will constitute an ‘Engineering 

Training Committee’ comprising of ‘Engineering Training Coordinators’ 

who will represent each Department in the College. The Committee Head will 

be appointed by the Dean by rotation among Department Coordinators. These 

Coordinators will be nominated by the respective Departments at the beginning 

of the 5
th
 semester and their appointment term will expire at the end of the 7

th
 

semester of the academic year.  

 

All timelines related to the activities of a student, the training coordinator and 

external supervisors are mentioned in the subsequent sections 3.1 to 3.4 and are 

summarized in Table 1. 

 

3.1.2: The appointed Engineering Training Coordinators in every Department 

will arrange an 'Introductory Seminar' in the middle of the 5
th
 semester for all 

prospective students who will be undertaking Engineering Training in the 

summer semester between the 6
th
 and the 7

th
 semesters. (Note: Students seeking 

engineering training through self placement or overseas placement should start 

the process immediately after this seminar and follow the procedure described 

in Section 3.2.2). 

 

3.1.3:  The students will be required to register for the course GE 399 during the 

registration period. Direct online registration will not be permitted. Instead the 

registration will be done through the Office of the Student Affairs. After 

evaluation of all summer training applications, the Coordinator in each 

Department will prepare a final list of eligible candidates. These lists will be 

forwarded to the Dean’s office for approval. All approved names will then be 

forwarded to the Student Affairs for registration. 
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3.1.4:  In the Introductory Seminar, the students will be briefed about the step-

by-step procedure of the Engineering Training from the initial Application till 

the Final Presentation. They will be shown the links of all Engineering Training 

related material and forms on the College website. All prospective applicants 

will be required to complete the Engineering Training Application Form online 

by the specified deadline. (i.e. the second week of 6
th
 semester) 

 

3.1.5:  Each Trainee will be assigned an External Supervisor from the 

Organization. 

 

3.1.6:  Before the start of the training, each Trainee must download the 

Engineering Training Guide along with the Performance Evaluation and bi-

weekly Log Forms (Forms A2 & A3). Trainees must take with them hard copy 

printouts of these two forms to the place of training. Form A2 is confidential 

and must be signed and stamped by the External Supervisor on the completion 

of the training and handed over to the Trainee in a sealed envelope. External 

Supervisors are suggested to keep a copy of Form A2 for their personal record 

and future reference. Form A3 is the Trainee’s bi-weekly Log Book which must 

also be signed and stamped by the External Supervisor for the entire period of 

training on a bi-weekly basis. 

 

3.1.7:  At the end of the training, the student has to write a Training Report in 

the English language as per the format provided in Appendix B of the 

Engineering Training Guide. The Report must be submitted to the Department’s 

Training Coordinator latest by the end of the second week of the 7
th

 semester. 

 

3.1.8: The student will have to appear for an oral examination in front of a two- 

member Examination Committee in the fourth week of the 7
th
 semester. 

 

3.2: Placement Procedure 

The placement of the Trainee can be done in one of the two ways: 

3.2.1: Placement through the University 
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3.2.1(a): The student must fill out the Application Form (Form A1) online by 

the deadline provided by the Coordinators (usually the end of the second week 

of the 6
th

 semester). The Form can be accessed through the College of 

Engineering website. On the application form, the applicant must indicate his 

placement preference i.e. (i) Through University & Self-Placement, or (ii) Self- 

placement only. 

3.2.1(b): A Priority List will be prepared based on student’s academic merit 

(GPA) and the number of credit hours completed. The list will be displayed on 

the Department notice boards by the Department Coordinators and will be used 

for placement through the University. Due to the limited number of available 

positions, placement of every student through the University is not guaranteed 

and students are highly encouraged to find a position for themselves through 

Self-placement. 

3.2.1(c): As trainee positions become available in different organizations, 

placement will be done according to the Priority List with the exception of 

Training positions available in foreign countries. Placement for  trainee 

positions in foreign countries will be made strictly in accordance with student’s 

academic merit (GPA).   

3.2.1(d): If a student is offered a trainee position through the University 

placement procedure and he refuses to accept the position. His name will be 

taken off the Priority list and he will be required to find a position for himself. 

3.2.1(e): If a student is offered a trainee position through the University 

placement and he accepts the position, he would not be allowed to change the 

organization if his name has already been forwarded to the Training 

organization. 

 

3.2.2: Self-Placement 

3.2.2(a): Students who intend to seek training opportunities by themselves and 

do not want their names to be included in the Priority List of the University 

Placement should check the box for ‘Self-Placement Only’ on the Application 

Form A1. If the ‘Self-Placement Only’ box is checked, the student will be 

responsible to find a place for himself and his name will not be included in the 

Placement through the University list. 
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3.2.2(b): Students seeking placement through the Self-Placement may ask for a 

‘Training Request Letter’ for the Organization they are applying to. As 

mentioned earlier in 3.2.1(b), students are encouraged to find a position for 

themselves as the University cannot guarantee a position for every student. 

Since there is no limit to self-placement applications, students can request 

multiple ‘Training Request Letters’ addressed to different Organizations. 

3.2.2(c): The Organization to which the student is applying through Self-

Placement may or may not be in the Department’s approved list of 

Organizations. If it is not included in the Approved List, the Coordinator may 

ask for additional information (company brochures, product catalogs, website 

address etc.) about the Organization from the student in order to determine the 

suitability of receiving Engineering Training at that particular Organization. 

3.2.2(d): If an Organization is willing to accept the applicant as a trainee, the 

student must bring a Letter of Acceptance from it.  

3.2.2(e): All Self-Placement Acceptance letters should be handed over to the 

Department Coordinator no later than the 12
th

 week of the sixth semester. 

3.2.2(f): Regional & International Placement 

Under the Self-Placement scheme, the student can also explore Engineering 

Training opportunities at the regional & international organizations. All 

placement applications to these locations will be dealt with on a case by case 

basis. Obtaining visas, making travel and housing arrangements and timely 

completion of the Engineering Training for the specified duration of eight (8) 

weeks will be the sole responsibility of the student. The University will, 

however, provide the necessary documentation to obtain visa and travel 

permission for such applicants. 

  

 

3.3: Training Completion Requirements 

 

3.3.1: At the completion of training, the External Supervisor will sign the forms 

[Forms A2 & A3] and hand them over to the trainee as described in Section 

3.1.6 of this Training Guide. It is the responsibility of the student to submit 
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these forms to the Department Training Coordinator within the first two weeks 

of the start of the 7
th

 semester. 

 

3.3.2: The student must submit a written Training Report in English as 

mentioned in Section 3.1.7 of the Engineering Training Guide. 

 

3.3.3: All Training Completion Requirements described in Sections 3.3.1 and 

3.3.2 must be submitted to the Department Coordinator no later than the second 

week of the 7
th
 semester. 

 

3.3.4: Each Trainee will be required to appear in a short oral examination in 

front of a two member Examination Committee constituted by the Coordinator. 

 

3.4: Assessment Method  

 

3.4.1: The Coordinator will receive the Training Reports from the students in 

the second week of the 7
th
 semester. Each student is required to submit two 

copies of the Training Report. 

 

3.4.2: In the second week of the 7
th
 semester, the Coordinator will constitute a 

two member Examination Committee and prepare an oral examination schedule 

for every student who has completed all the requirements of the Engineering 

Training as outlined in Sections 3.3.1 and 3.3.2 of this Guide. 

 

3.4.3: The Examination Committee will examine the students as per the given 

schedule and will report the student grades to the Coordinator in the fourth 

week of the 7
th
 semester as Pass/Fail or Incomplete (L). 

 

3.4.4: The Coordinator will compile the results and hand them over to the Chair 

of the Engineering Training Committee. The Committee Chair will get them 

signed by the Dean of the College of Engineering and report them to the 

Registrar of the University. 
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3.4.5: Only Pass/Fail and Incomplete (L) grades can be awarded for the 

Engineering Training course. Incomplete grades will be dealt with according to 

Article 2.3.6 of the Regulations. 

 

3.4.6: Student grades will be assessed according to the following break-up: 

(a) Confidential Report of External Supervisor: 20% 

(b) Written Training Report submitted by the student: 40%  

(to be assessed by the Examination  Committee) 

(c) Oral examination and discussion: 40%  

(to be assessed by the Examination Committee) 

 

Total  100% 

 

 

3.4.7: Requirements for passing 

Undergoing Engineering Training for the specified duration at the assigned 

Training Organization, submission of the confidential report of the External 

Supervisor and Engineering Training Report (in English) by the Trainee, oral 

examination and discussion with the Examination Committee and a minimum 

overall score of 60% are required to PASS the Engineering Training Course.  
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Table 1: Engineering Training Timelines 

Milestone / 

Time Line 

Action by 

Student Coordinator 
Examination 

Committee 

External 

Supervisor 

5
th

 Semester 
(2

nd
 week) 

 

Coordinator is nominated 

by each Department and 

officially notified by the 

Dean 

  

5
th

 Semester 
(7

th
/8

th
 week) 

Attend the 

introductory 

seminar on 

Engineering 

Training 

Arrange introductory 

seminar on 

Engineering Training 

 

  

6
th

 Semester 
(End of 2

nd
 

Week) 

Fill out Form 

A1 (Application 

for Engineering 

Training) online. 

 

Collection of online 

applications and 

determine eligibility 

  

6
th

 Semester 
(End of 4th 

Week) 
 

Post names of eligible 

students with their 

priority of placement 

  

6
th

 Semester 
(End of 12

th
 

Week) 

Submit all Self-

Placement 

Acceptance 

Letters to 

Coordinator. 

Receive Self-Placement 

Acceptance Letters from 

students 

  

6
th

 Semester 
(End of 14

th
 

Week) 

 

 Notify students of their 

placement in a training 

organization 

 Notify the External 

Supervisor of student 

placement 

  

6
th

 Semester 
(End of 15

th
 

Week) 
 

Final list of students to 

be forwarded to Dean’s 

Office for approval and 

registration. 

  

Summer 
(8 weeks) 

Undergo 

training at the 

designated 

organization 

Coordinate between 

student(s) and the 

External Supervisor(s) as 

required 

 

Supervise the 

student during 

training 
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Milestone / 

Time Line 

Action by 

Student Coordinator 
Examination 

Committee 

External 

Supervisor 

Summer 
(Last week of 

training) 

Get all 

logbooks, 

reports etc. 

completed and 

signed by the 

External 

Supervisor 

  

Fill out 

confidential 

student 

Evaluation form 

(Form A2) and 

give it to the 

student in a 

sealed envelope 

7
th

 Semester 
(End of 1

st
 

Week) 

 Constitute an 

Examination Committee 

comprising of 2 faculty 

members from the 

Department 

 

 

7
th

 Semester 
(End of 2

nd
 

Week) 

Training report, 

bi-weekly log 

and any other 

related material 

to be submitted 

to the 

Coordinator 

 Receive student reports 

and External Supervisor 

evaluation report. 

 Distribute the received 

material to the 

Examination Committee 

. 

Receive student 

reports from the 

Coordinator 

 

7
th

 Semester 
(End of 3

rd
 

Week) 
 

Post the oral 

examination schedule. 
 

 

7
th

 Semester 
(End of 4

th
 

Week) 

  

 Evaluate Reports 

and conduct oral 

examination.  

 Prepare results 

of training and 

hand over the 

results to the 

Coordinator 

 

7
th

 Semester 
(End of 6

th
 

Week) 

 

Report 

Pass/Fail/Incomplete 

grades to the Committee 

Chair. 
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Appendix A – Forms 

 

Form A1: Application for the Engineering Training (online submission) 

Form A2: Trainee’s Confidential Performance Evaluation Report from the 

Training Organization (hard copy submission; form 

downloadable from the College website) 

Form A3: Engineering Training Bi-Weekly Log sheet (hard copy  

        submission; form downloadable from the College website) 
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Al-Imam Mohammed Ibn Saud Islamic University 

College of Engineering   

Form A1: Application for Engineering Training  

(To be completed by the Applicant on COE website) 

1. Student’s Name (Arabic):  

2. Student’s Name (English):    

3. Student’s University ID Number:  

4. Student’s National ID Number:  

5. Academic Department: 

6. Mobile: 

7. Email: 

8. Current GPA (0.00): 

9. Completed Credit. Hours: 

10. Credit Hours registered in the current semester: 

11. Seeking training placement through: 

a. University placement & Self placement. 

b.  Self-placement only. 

12. Name and Contact of another person for emergency: 

______________________________________________________________________ 

Form A1 (online) 
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Form A2: Trainee’s Confidential Performance Evaluation Report from the Training Organization  

Note to the External Supervisor: This is a confidential student evaluation form. It is your professional responsibility to keep the contents of 

this form secret from the student. Please transmit this form to the student in a signed and sealed official envelope to protect is confidentiality. 

a) Student Information 

Student’s Name Student Number Academic Department Duration of Training 

From                                 To 

    

 

b) Training Organization 

 

Name of Training Organization Telephone                 

Fax    

Mailing Address Name & email of Training Supervisor 

    

 

c) Attendance 

 

Total Days of Training Total days of absence  

without a valid excuse  

Type of Excuse Daily Working Hours 

    

 

d) Suggestions for improvement of the Training Program at Al-Imam University (Attach extra sheet if required) 

……………………………………………………………………………………………………………………………………………….. 

……………………………………………………………………………………………………………………………………………….. 

Form A2 (1/2) 

CONFIDENTIAL 

Al-Imam Mohammad Ibn Saud Islamic University 

College of Engineering 
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e) Trainee’s Performance Evaluation by the External Training Supervisor 

Please rate the Trainee’s Performance on a scale of 1-5 in the following table. Use ‘1’ for ‘Poor’ and ‘5’ for ‘Excellent’. 

 Excellent  

5 

Very Good 

4 

Good 

 3 

Fair 

  2 

Poor  

 1 

Comments 

Attendance and Punctuality       

Cooperation and Teamwork       

Taking initiative and accepting 

responsibility 
      

Awareness & Observance of Safety 

Rules and Regulations 
      

Ability to apply theoretical concepts to 

real life problems. 
      

Communication Skills  

(Oral & Written) 
      

Ability to learn new things       

Ability and willingness to carry out 

hands-on type jobs 
      

Leadership qualities and judgment       

Maintenance of the bi-weekly log book        

 

Overall Evaluation / Comments: ______________________________________________________ 

External Training Supervisor’s Name …………………………Signature………………………Date…………….Seal of Training Organization 
  

Form A2 (2/2) CONFIDENTIAL 
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Al-Imam Mohammad Ibn Saud Islamic University 

College of Engineering 

Form A3: Engineering Training Bi-Weekly Log Sheet 

Week # ________                  Dates: From _________________ to ____________________ 

Dates Tasks assigned Tasks accomplished Observations/Remarks 

    

    

    

    

    

    

    

 

Name of Student …………………………………………Academic Department……………………Signature………………………Date………………. 

Name of External Training Supervisor………………………………………………………………Signature…………………………….Date……………….. 

 

                                                                                                                                            Seal of Training Organization

Form A3 (1/1) 
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Appendix B 

 

 

Sample Format of Engineering Training Report 
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Al-Imam Mohammad Ibn Saud Islamic University 

 

College of Engineering 

 

GE 399 Engineering Training 

 

 

ENGINEERING TRAINING REPORT 

 

 

Student's Name:………………………………………………………… 

Student ID:……………………………………………………………….. 

Department:………………………………………………………………. 

 

Type of Training:    □ Design/Consultancy   

□ Construction/Manufacturing  

□ Operation/Maintenance  

□ Production 

□ Project Management 

□ Research & Development 

□ Other_________________ 

                  (Please specify) 

 

External Supervisor's Name:…………………………………………… 

 

Training Organization:………………………………………………….. 

 

Training Duration: From ………………….. …To………………….. 

 

 

Date of submission:______________ 
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Riyadh 

Kingdom of Saudi Arabia 

 

 

Table of Contents: 

 

Subject Page 

Table of Contents ………………………………………………….  

List of Figures…………………………………………………….  

List of Tables……………………………………………………..  

Declaration ……………………………………………………….  

Abstract (Training Summary):…………………………………….  

Chapter 1: Introduction of the Training Organization  ……………  

Chapter 2: Training Assignments and Responsibilities……………  

Chapter 3: Learned Engineering Skills …………………………..  

Chapter 4: Training Benefits and Outcomes…………………….  

Chapter 5: Recommendations for Improvement of Engineering 

Training…………………………………………………………… 

 

References: ………………………………………………………..  

Appendix (figures, charts, brochures, maps, drawings, handouts, 

Annual Reports, etc.)……………………………………………… 
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Student Declaration 

 

This Training Report is submitted to the College of Engineering at the Al-Imam 

Mohammad Ibn Saud Islamic University, Riyadh, in partial fulfillment of the 

requirements of a Bachelor's degree in ___________Engineering. 

 

I declare that this Training Report is prepared by me and the views expressed 

herein are solely mine. They do not necessarily reflect the policies of the 

Training Organization where I worked as a Trainee.  

 

 

Student's Name: ………………………Student No:……………………  

 

 

 

 

 

Student's Signatures: …………………………..................................... 

Date of Declaration: ……………………........……........…................... 
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Abstract (Training Summary): 

 

The Abstract should summarize the whole training in one page. It should 

include the purpose, the methodology and the outcomes (results) of the received 

training.   
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Pages 1 through the last page include:  

 

<Note: Refer to the General Guidelines for Report Writing at the end of the 

SAMPLE Report> 

 

Chapter 1: Introduction of the Training Organization  

 

This Chapter should introduce the Organization. It may include 

information such as:  

  

(i) The Organization’s Name, Location, Nature of Business etc.  

(ii) The Organization’s Administrative Structure  

(iii) Job description of  various employees within the Organization  

(iv) Approximate number of employees 

(v) Approximate number of employed engineers and their ratio to total 

work force, etc. 

 

Chapter 2: Training Responsibilities and Assignments. 

 This Chapter should list the objectives of the Engineering Training 

 and describe in detail what responsibilities and assignments were 

 given to the Trainee to meet the desired objectives.  

 

Chapter 3: Learned Engineering Skills. 

In this Chapter the student Trainee can highlight all the things he learned 

as part of this training. Apart from technical things, the students can also 

include things such as teamwork, inter-personnel skills, business 

relationships etc.  

With reference to their particular assignments, the students can include a 

section on how to relate real life engineering problems to the theoretical 

concepts introduced to them in class rooms. They can also discuss 

problems and difficulties faced in carrying out the assignments.  
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Chapter 4: Training Benefits and Outcomes 

 

This chapter should summarize the main Engineering skills learned 

during the training. The Chapter should also highlight the benefits of the 

received training and how it would help the trainee student in the 

development of his professional career. 

 

Chapter 5: Recommendations for Improvement of Engineering Training 

 

This Chapter will include general recommendations for both the 

University and the Training Organization about improving the quality of 

the Training.  

 

It can also include recommendations for future trainees regarding the 

suitability of the Organization to spend time as a Trainee.  

 

References:  

Document any citation to any learned or used computer program, referred 

books/articles in preparation of this report by consecutive Arabic numerals. List 

all these references at the end of the report as follows: 

1- For books 

Harrow, R. (2005), No Place to Hide, Simon & Schuster, New York. 

 

2- For Journal papers 

Capizzi, M.T. and Ferguson, R. (2005), "Loyalty trends for the twenty-first 

century", Journal of Consumer Marketing, Vol. 22 No. 2, pp. 72-80. 

 

3- For websites 

Castle, B. (2005), "Introduction to web services for remote portlets", 

available at: http://www-128.ibm.com/developerworks/library/ws-wsrp/ 

(accessed 12 November 2007). 

 

4- For computer programs 

Computers and Structures Inc. (2009), ETABS v 9.5.0 – Integrated analysis, 

design and drafting of building systems, CA.  

http://www-128.ibm.com/developerworks/library/ws-wsrp/
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General Guidelines for Report Writing: 

 

 Students should type their reports with font of Time New Roman, size 14 

point on A4 sheets on one side, and with spacing of 1.5 for the main text,  

 Students should use size of 16 points for the main headings, 

 If the student uses other font types he should be consistent with the selected 

font type throughout his report, 

 Students should use their own language as much as possible, 

 Students should report the references they refer to in the text of their report 

with consecutive numerical numbering. Copying from manuals or books is 

not acceptable. 

 Spell check before submitting the report. 

 Avoid repetition. 

 The student may include tables, figures, pictures and technical drawings as 

needed at the end of his report as appendices. 

 Figures, Tables and Appendices should be numbered with captions, and 

they should be referred to in the text. 

 The pages should be consecutively numbered with Arabic numerals. 

 

 

<Students are encouraged to consult any text book on Engineering Report 

Writing for more information.> 

 


