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Internship at USTF

University of Science and Technology of Fujairah (USTF) has well-developed internship
programs for all Interns. The internships are conducted to fulfill academic requirements of
the Interns’ study plans, and therefore the learning outcomes of internship are articulated by
the respective colleges and aligned with the overall outcomes of the degree program and with
the requirements of the national Qualifications Framework (QFEmirates). Depending on the
program, Interns are required to successfully complete either internal training, external
internship, or both.

The Internship is an important part of the Intern’s education. It helps the Intern to relate the
theoretical knowledge learned in classrooms to solutions of real-world problems, experience
the working environment before graduation, and learn how to act responsibly and efficiently
in carrying out assigned tasks

The Training and Continuing Education Center (TCEC) at USTF, in coordination with the
corresponding colleges, makes the logistic arrangements for Interns’ external internship at
appropriate sites. The external internship is supervised by a field supervisor at the internship
site in coordination with an academic supervisor from the respective college. The role and
responsibilities of TCEC, Field Supervisor, and Academic Supervisors are defined and
explained to Interns. Guidelines that define the internship objectives and duties of interns are
included in this Internship Manual. The Manual also includes guidelines for writing internship
reports and how to prepare an oral presentation. A list of current internship sites where USTF
Interns are trained, copies of Internship Forms, and Internship Agreements are provided in
Appendices of this manual.

Training and Continuing Education Center

The internship mission of Training and Continuing Education Center (TCEC) is to support the
vision and strategic plan of USTF by bridging the gap between the academic realm,
community, and employment market. The TCEC achieves this mission through supporting the
field internship in close coordination with field and academic internship supervisors in
community institutions. In doing so, the TCEC applies scientific criteria in the performance
assessment of all internship stakeholders and makes appropriate decisions that ensure the
quality of the internship course learning outcomes.

Therefore, the TCEC defined the internship operational objectives as following:
e Obijective 1: Support Intern internship in university colleges. This will be done by:
o Coordinating with different colleges for distributing the internship course
syllabi on interns before the start of the internship activities.
o Cooperating with concerned colleges to following-up the interns
o Bridging the gap between UAE public and private institutions and USTF by
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increasing Intern involvement in the work environment to prepare them for the
future work.

e Objective 2: Provide an effective internship environment for intern Interns, and
appropriate work experiences that are suitable to their specializations. This will be
done by:

o Choosing an appropriate internship institution, UAE public and private
institutions, that meet the internship objectives.

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

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

o Ensuring that the prospective internship sites represent safe and reputable
environments where the university Interns can be trained without prejudice to
their physical safety or their sense of security.

Following up interns through personal visits or interviews, or by official mail.
Overcoming the difficulties and problems that might face interns.

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

o Signing agreements with reputable internship institutions.

e Objective 3: Prepare intern Interns capable of demonstrating excellence and
achieving distinction in their chosen fields. This will be done by:

o Providing sufficient and pertinent orientation for the Interns about their
prospective internship sites and the skills and knowledge they need to possess
and the patterns of behavior they need to adopt to be able to cope with and
succeed in the external work environment.

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

o Choosing an appropriate internship institution that meet the internship
objectives.

o Preparing supported internal training programs in cooperation with concerned
colleges to enhance Interns’ skills and competencies.

o Allowing intern Interns to recognize the latest technologies and methodologies
and how to apply them.

o Involving the colleges in the internship processes to implement test- internship
plans and benefit from the outside internship institutions related to the Interns’
specialization.
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e Objective 4: Develop procedures that will ensure the achievement of internship
goals. This will be done by:

o Selecting internship sites that are highly reputable and generally recognized as
leading institutions in their line of work based on their known reputation or
their record of achievement so that internship here can be a valuable and
pertinent work experience.

o Applying scientific criteria in the performance assessment and making suitable
decisions that ensure the quality of internship output.

Internal Training

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

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

External Internship

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

At USTF, the external internship is centrally controlled by TCEC. This includes Registration,
external communications, administrative obstacle resolutions, and none-academic
assessments and evaluations. The academic supervision and evaluation of external internship
is the responsibility of the respective college.

Tasks related to External Internship Implementation

Training and Continuing Education Center Tasks:

e Approach the colleges 21 days prior each semester's first day of classes to identify their
internship needs.

e Announcing for Internship Registration’s opening 7 days prior course registration open
in each semester.

e Registering Interns using the announcing registration e-forms during the registration
specified period (until the end of Add and Drop period).
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e Check eMada portal to ensure internship course registration/related financial issues.

e Communicating with the internship sites and secure acceptance for the interns.

e Notify the interns with their application status (approved, pending, rejected) within 5
days of the application receival on the e-form.

e Once the internship seat is secured, recheck eMada portal to ensure that the
internship course is still registered, then notify the Intern as well as the academic
advisor so they can take the needed action to proceed further in the internship
program.

e Call for Internship Orientation Sessions for each program separately during the week
following the Add and Drop Week "Internship Orientation Week". Sessions must be
before the actual internship launching. Sessions will be instructed by the academic
supervisor of each program and documented by the TCEC. After the session, the
interns must fill Pre-facility Orientation session evaluation form.

e On the first day of internship, field supervisor must conduct In-facility Orientation
session in coordination and presence of academic supervisor followed by filling In-
facility Orientation session evaluation form.

e Following-up the intern by calling their corresponding field supervisors on weekly
bases to ensure the implementation of the internship plan and provide detailed
weekly report.

e Before the end of internship period by one week, provide the stakeholder with the
following evaluation e-forms:

o Interns:
= |nternship Outcomes Evaluation Form (by each trainee)
= Field Supervision evaluation form (by each trainee)
= Academic Supervision evaluation form (by each trainee)
= TCEC services evaluation form (by each trainee)
o Field Supervisor:
= Internship Outcomes Evaluation Form (by Supervisor for each trainee)
= TCEC services evaluation form (by each supervisor)
o Academic Supervisor:
= TCEC services evaluation form (by each supervisor)

e Interpret the data obtained from each internship form to generate "Internship
Program Evaluation Report" to be shared with the corresponding deans and OIPE for
documentation and further improvement. The interpretation will help to:

o Determine the labour market needs and ensure the fulfilment of these needs
in the curriculum.

o Count the activities carried out at the University (such as participation in
seminars) as part of the Intern’s internship period in accordance with specific
regulations.
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o Determine the internship institutions of the highest reputation and whose
work matches with the specialization of the Interns enrolled in their internship
programs
Prepare a database for companies to be used by the TCEC whenever needed.
Follow up the Intern’s internship plan during the internship period as designed
by the college to fulfil the aims of the internship based on the university
mission and send this duly to the internship institution to adapt to its own
situation.

Tasks of the College Dean

Supervision of overall Interns’ internship.

Approval of the college interns’ list issued by the Department Head.

Approval of the academic evaluation results.

Review the Internship Program Evaluation Report and take the needed action for
improvement in coordination with TCEC.

Tasks of the Head of Department

Issuing the list of Interns who will register in the internship before the start of the
internship.

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

Dividing the Interns into groups considering the location of the internship institutions
at which the Interns will do their internship.

Ensuring the suitability of the internship sites.

Assessing the quality of the supervision and the appropriateness of the internship
institutions based on the achievement of the internship outcomes.

Scheduling of interns' oral presentations

Tasks of the Academic Supervisor

Ensure that the interns understand and appreciate the aims of the internship, the
skills, and patterns of behaviour necessary for the achievement of the internship
outcomes.

Arrange regular meetings with the interns, at least every other week, for guidance to
improve their performance and to discuss difficulties they encountered.

Guide interns to the technicalities of writing the final internship report and the
contents of the presentation to be made before the evaluation committee.
Follow-up the interns' weekly reports duly signed by the field supervisor.

Submit the final report and presentation to the evaluation committee and coordinate
with the internship site to establish proper contact between the Intern, the field
supervisor, and the TCEC
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e Follow up interns using email telephone, fax, or audio-visual communication, in
addition to the weekly report.

Tasks of the Field Supervisor

e Ensuring the high quality of the field supervision.

e Approving the weekly report filled by the intern in accordance with tasks specified in
the internship plan

e Submitting the final grade of the intern.

Internship Reports

Intern’s Report: The Intern’s report consists of the following:

e The internship institution.

e Work done during the internship period.

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

e Benefits of the internship.

e The extent of academic supervisory follow-up during the internship period.
Field Supervisor Report: The field supervisor report includes:

e The extent of the Intern’s awareness of the quality of the internship facilities used.
e The appropriateness of the internship institution to the specialization of the Intern.
e The extent of academic supervisory follow-up during the internship period.

e Skills and abilities acquired during the internship period.

e The extent to which the Intern has achieved the internship outcomes.

Academic Supervisor Report: The academic supervisor report includes:

e The extent of the Intern’s awareness of the quality of the internship facilities used.
e The appropriateness of the internship site to the specialization of the Intern.

e The extent of achievement of the topics of Internship.

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

e The extent of satisfaction with the evaluation mechanism.

e The extent to which the Intern has achieved the internship objectives.

Internship Grading

The grade for the interns' internship will be assigned jointly but independently by the field
supervisor and the academic supervisor according to the grading mechanism below and not
on a pass/fail basis:

o Weight of 40% is assigned to the field supervisor’s evaluation (distributed in
accordance with the TCEC’s Intern performance report)
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o Weight of 60% is distributed as follows:
o Academic supervisor: 20 Marks
o Jury: 40 marks:
= 20 marks for the report
= 20 marks for the oral presentation

Grad reporting and processing is as following:

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

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

e Official copy of the final grade is to be sent to the Office of Admissions and Registration
to be included in the Intern’s record at the end of the semester in which the Intern
performed the internship, with a copy kept at the TCEC.

e Marks are to be submitted to the Office of Admissions and Registration within a
maximum of one week of the end of the internship period (if internship starts and
ends in two different semesters), or at the end of the semester (if the internship starts
and ends during the same semester).

Internship Transfer

Upon the approval of the college dean, it is possible to transfer part of the external internship
provided that the duration of the transferred internship does not exceed half the entire period
of the internship.

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

Guidelines for Interns

This section provides guidelines to help the Intern to realize the objectives of internship; learn
about his/her responsibilities and what is expected of him/her during internship. By
understanding and following guidelines, the Intern will be able to achieve the objectives of
Internship in the best possible manner.

Internship Objectives

Like any other course, there are specific outcomes for internship and the Intern must
understand and appreciate these outcomes to get the maximum benefit from the internship
sessions. Also, evaluation of the Intern's internship will be based on how well s/he has
achieved these outcomes. During the internship it is required from the Intern to:
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e Correlate the theoretical knowledge with professional practice.

e Acquire additional technical knowledge concerning the field of internship.

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

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

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

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

e Demonstrate, at the internship site, that USTF Interns are serious learners with
positive attitudes and can make contribution to the ongoing jobs at the internship
sites.

Duties of Intern

A Field Supervisor will guide and supervise the intern's work at the site of internship. S/he will
assign tasks to the intern on a daily or weekly basis in accordance with the internship plan and
evaluate the intern's performance in accomplishing those tasks. An Academic Supervisor from
the college will direct the Intern to achieve the desired objectives of internship and will also
monitor the intern's progress. The field supervisor will also provide guidance during the
internship and instruct the Intern on how to make an effective presentation of his/her work,
both orally and in writing. The Intern will play the most important role in his/her internship
program. As an intern, the student must fulfil number of duties, which must be taken very
seriously to get the maximum benefit out of the Internship.

It is the Intern’s responsibility to perform the following tasks in addition to any other tasks
specified by the Intern Academic Supervisor, Field Supervisor, or the Internship Coordinator:

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

e Before the Intern starts the Internship, s/he must attend the “Internship Orientation
Session” with the Intern Academic Supervisor. The purpose of this session is to ensure
that the Intern fully understands the requirements of the internship in general and the
internship outcomes in particular.

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

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

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

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

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

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

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

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

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

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

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

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

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

e The Intern should prepare an internship report as well as an oral presentation at the
end of the internship period. Guidelines for preparing the Intern reports are provided
in this Manual.

Grading
At the end of his/her internship period, the Intern will be given a grade based on the following:

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

e The Intern weekly meetings with the Academic Supervisor who will evaluate the
Intern’s efforts towards achieving the specified internship outcomes. The focus will
be on the practical skills and competencies the Intern gained and how s/he would
relate the theoretical classroom studies with practical applications in the field.

e Technical report writing and oral presentation about the Intern’s internship.

e Question/Answer session after the Intern’s presentation.

Guidelines for Internship Report Writing

This section aims to provide guidelines for USTF Interns on writing reports about their
Internship. Accordingly, it addresses the Interns directly.

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

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

Preparing the First Draft of the Report

The first important step in preparing the first draft of the report is to gather all relevant
information. For this purpose, the Intern will primarily rely upon his/her Internship Notebook
that the Intern was asked to prepare during the internship period. In addition, the Intern will
need some technical manuals related to the Intern’s internship work and other information
gathered from the Internet or the Intern’s textbooks or reference books. The main objective
is for the Intern to have sufficient background material for final selection.
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The next step is to start preparing the first draft of the report. For this, the Intern will define a
logical order for the report. This can be achieved by developing a brief outline in such a way
that the ideas are classified in groups and subgroups, all arranged in logical order. The outline
can be refined later as writing proceeds. The first draft of the report is merely an expansion of
the outline, whose items serve as basic building blocks. While writing the first draft, the Intern
may write at a fast pace without paying too much attention to grammar, punctuation, and
spelling. The Intern’s primary concern in writing the first draft should concentrate on
developing ideas. As the Intern progresses, s/he decides where an illustration, block diagram,
schematic, graph, table or a photograph would help to clarify the point s/he is mentioning.
The Intern’s first draft should contain the following three major sections:

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

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

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

Polishing the First Draft

Having completed the first draft in a typed form, the Intern is now ready for the next step of
polishing the internship report, which must include a critical review of the first draft, deleting
unnecessary details and adding any missing information. The Intern should also be prepared
to rewrite any major portions of the report if that is required to improve its quality.
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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 another.

The Intern may, once again, need to delete or add certain information. This process may be
repeated a few times to ensure that the report is properly organized and well written.

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

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

2. Acknowledgement: After the title page, the Intern may like to add an acknowledgment

page to thank the person(s), such as the Intern’s field supervisor(s), who helped the
Intern during the Internship.
3. Table of Contents: It shall indicate the page number for chapters and major sections.

Bibliography or References: At the end of the report, but before the appendix, the
Intern must provide a list of books, technical reports, and websites that s/he has
consulted for writing the internship report.

5. Appendix: Any information that is necessary for the sake of completeness, but not
directly related to the main body of the report may be presented in the Appendix.
However, Interns are advised to avoid addition of unnecessary material which may
increase the size of this section. Whatever material the Intern includes in the Appendix
should also be well organized.

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

Guidelines for Oral Presentation

It is very important that the student realizes the significance of effective oral presentation of
his/her professional work.

Even if the student has strong technical background and has made a major contribution in
some developmental work, s/he may not be able to properly communicate the information
to his/her audience if s/he cannot prepare and deliver an effective oral presentation.

To prepare a successful oral presentation, the student needs to work on all the following
phases of oral presentation:

e Planning for oral presentation
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Preparing visual aids

Practicing (rehearsal) for delivery
Self-evaluation/feedback and Improvement
Preparing for a Question/Answer session
Getting ready for the actual presentation

Planning for Oral Presentation:

The main steps involved in the planning are as follows:

Define the interns' objectives: While defining the objectives of the presentation, the
student must keep in mind the target audience of the presentation, their technical as
well as general background, and the reason for delivering the oral presentation.

Define a suitable title of the presentation: The title of the presentation should be short
and to the point. It should reflect the main theme of the presentation.

Collect all necessary supporting material: The supporting material includes
information from appropriate websites, reference books, and technical reports. If the
student gives a presentation about his/her external internship, the report is the main

source of information. However, the student should remember that an oral
presentation is quite different from report writing, and so the presentation cannot be
done by a cut and paste from the report.

Identify the main points the report covers: The student should keep in mind the
objectives of the presentation and the supporting material available to him/her,

identify the major components of the presentation and for each component define
the main points to be conveyed to the audience. For example, for a project
presentation, the major components shall include project objectives, block diagram
representation, design, implementation, results, and conclusions. For each of these
major components, the student shall determine the main points to be included in the
corresponding slides. For instance, for “Test Results” as a major component, s/he may
like to mention the test setup, test results obtained, error analysis, and reasons for
errors.

Organize thoughts in logical sequence: This is one of the most important aspects in

presentation planning. The student should spend sufficient time to organize thoughts
so that there is a logical sequence when s/he progresses from one slide to the next. It
is important that the student does not confuse or frustrate the audience by following
an arbitrary sequence of thoughts. The student must keep the audience focused and
interested in the presentation.

Determine the number of slides needed for the presentation: The number of slides

basically depends upon the time available for the presentation. As a general guide, the
student needs one slide per minute. This is in case the student has sufficient expertise
in talking about the points mentioned on a slide. If this is not the case, then the student
can add a few additional slides to the number calculated using the above rule. For
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example, for a 15-minute presentation the student may prepare 20 slides. It is also
important to start every new idea on a different slide. That is why the number of slides
determined by these considerations is only an approximate number to start with. The
final number can be different from this value, but it should not differ much.

Identify main points for each slide and give each slide a title: Having defined the major

components of the presentation as well as the main points for each major component,
and after having determined the approximate number of slides, divide the points for
each slide (in logical order) and select a suitable title for every slide. The title of the
slide should be brief, and it must reflect the points included on that slide.

Preparing Visual Aids: For visual aids, the student will use a data-show with Power-

Point presentations. It is required from the student to prepare all the presentations
using Power-Point. The student may also like to occasionally use a flip chart, if
available. The main points that the student must keep in mind while preparing Power-
Point slides are presented as follows:
o The slides shall contain only the key points. Detailed text on a slide will lead to
a loss of focus. So, the first rule is to keep the slides simple by using minimum
words to emphasize the key points.
o Large fonts are used to make it easy for the audience to read the slides. Even a
person in the last row should be able to easily read it.
Colours are used to highlight most important points.
Special/animation effects may be used without exaggeration.
Graphics, charts, figures, and video clips are added as appropriate.

The following sequence for the slides is recommended to be used:

Slide #1: This is called the Title Slide, and it shall contain the title of the presentation,
name(s) of contributor(s), names of supervisors, and the name of the University.
Slide #2: The title of this slide is usually “Presentation Outline”, “Outline”, or
“Contents”. It lists the major components of the presentation. As an example, the
major components may include Objectives, Design, Implementation, Results, and
Conclusions.

Slide #3 to Slide # (N-1): These are called body slides, containing the main points,

figures, charts, tables, and pictures, and covering all the major components of the
presentation, except the Conclusions slide. For the above example, the student slide
#3 shall be titled “Objectives” and it shall contain a list of the main objectives of the
presentation. Slide #4 to Slide #6, for example, shall be about the Design. Similarly, add
one or more slides for each of the remaining major components of the presentation.
Slide #N: This is the “Conclusions” slide. It is a very important slide and should
effectively summarize the main conclusions of the student work. Sometimes this slide
is titled “Conclusions and Recommendations” or “Conclusions and Future Work”. For
this purpose, if one slide is not enough, only one extra slide may be used.
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Rehearsal and Improvement

This is a very important step that is often ignored. Delivering the presentation in a practice
session is @ must for making an effective presentation. This can be done by preparing an audio
or video recording of the presentation rehearsals and then listening to the audio presentation
recording or watching the video presentation. The logical sequence of the presentation should
be carefully observed, and deficiencies should be noted. There must be a gradual transition
from slide to slide. It may be realized that certain important points are not included in the
slides or there is some redundant information that needs to be removed. Also, the timing of
the presentation should be carefully checked, and it may be needed to add or remove slides
for the allotted time of presentation. Another important point to note is the volume of the
student sound. It should be of sufficient volume. Too low or too high volumes are both
considered inappropriate. In addition, if it is observed that the speech is in a monotone
manner, the pitch or level of the voice throughout the presentation can be varied without
overdoing it.

After modifying the slides and presentation style, based on the above-mentioned self-
evaluation, it is recommended to make the presentation to a group to get their feedback. The
comments of the group should be specific and clearly indicate the strengths and weaknesses
of the presentation, and the appropriateness of the student body language, and “eye contact”
with the audience during the presentation. Utilization of the group’s feedback will further
improve the quality of the presentation.

Rehearsal for self-evaluation and for obtaining feedback from groups will not only improve
the presentation but also help increase the student self-confidence. More practice will lead to
a more effective presenter.

Question/Answer Session
To be prepared for that session, it is required from the student to:

e Think about possible questions the audience may ask and be prepared to answer.
e Have a solid background about the presentation topics.
e Be confident while giving answers.

Presentation Day Tasks
On the day of the presentation, it is required from the student to:

e Dress appropriately for the occasion.

e Be calm and composed. Show self-confidence.

e Arrive in the presentation room/hall before the start of the presentation.

e Make sure the presentation is properly loaded on the presentation room’s PC or
notebook and check if it runs smoothly without any problem.

e Follow the instructions of the session chairperson regarding the presentation time.
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e Not to rush or talk too slowly.

e Pause at key points to emphasize their significance.

e During presentation, change the pitch of voice and use appropriate gestures.

e Maintain eye contact with the audience and not to talk to the display screen.

e Thank the audience and ask if there are any questions at the end of the presentation.
e Carefully listen to the questions and give concise, to the point, answers.

e Not to panic if the answers to some questions are not known.
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Appendix l. Internship Forms
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Appendix I. Internship Forms -

>F

Internship Registration Form

(

Gp1n ollnaa 1idillg gl elld eols
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Internship Registration Form

J—M‘ ‘m_‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

Glonadl Gy il Jozmadll 8yladas!

Intern Name: A/ ydiedl el
USTF ID: (el 03,
College / Major: tpasasill [ A
Mobile: 18]yl Caslyll
E-mail: HEXT OIS
First Internship Site Choice Gyl a8gal JoI HLasYI
Site name dnan gl ool
Address Olgiadl
In-Charge oyl J9ane
Phone sl
E-mail S9AIYT ol
Second Internship Site Choice Gyl aBgal LI HLSI
Site name dan gl ool
Address Olgiadl
In-Charge oyl J9anne
Phone sl
E-mail S9ASIY Al

Note: If | am unable to suggest a site, the unit will
register me in one of the pre-specified sites and |
won't object to the location after the registration
process is completed.

Lunyd] @Blgall uxl (§ Arzadty ! oyl By Jgiind
dadas slgil way O e (olAeY! 32w (9 e Badscall
) el

Note: Kindly attach the following:
e Transcript include current registered courses
e Resume and Copy of Passport and Emirates ID

:L”;f [ @ls)l [ :ddasHle
-t e Aol Ol yaedl bisaio Ol Caas
a5l disgl of ol jlgz (yo dudy dSI Baull @

wasiﬂ Sl 248459 sl

Academic Advisor Name and Signature

g.))..\.'i.oﬂ @.333

Intern Signature

ALpYly Bisl Eaunl Lilgs Jrd WAl ] Busg ] B)leiwdl 0dd @abd Coyiall e gy :@a>Mlo
Note: Intern must submit this form to Internship Unit before the end of Add/Drop week.
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Appendix . Internship Forms - Pre-Facility Orientation Evaluation by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Pre-Facility Orientation Evaluation Form by Intern

)__Ml ‘m_..zg.la.ﬁl_g — :J..U.N} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

QIngJl Jd b oLy oyl s 8)lodiwl

Student Name: 4/ Al el
Student USTF ID: HEVIE SN
College / Major: tpasasill [ A
Supervisor: WP
Session's Date: tdal 2oy

After the orientation session, please rate the
session on a scale from (1) to (5), with (5)
representing the best evaluation.

e dudll s afoydiall ope 2y colin Yl dud d

231 (5) patil] Jro oz (5) I (1) o0 oleia

Evaluation Points

1-5

ML"J‘ blas

Provided a full explanation of the internship
objectives and its link to the Program Outcomes

adally 3lsell Canyadd! Glual gyl sLayY! sl
el Olarye (g

Showed a clear relationship between the
trainee’s specialization and the specialization of
the internship institution

ovg Al jamsd o dallal L_S:.‘JJ‘;J‘ slayl G,ogi
g.,‘::)..\.'zﬂ dvwbo ‘BL@@ paass

Explained the duration of the internship in
terms of the nature of the daily schedule and
the overall number of hours and weeks

ol Jouz> Jaolaiy oyl Be L_S!.‘J‘J‘ﬂ‘ slayl G‘oﬁi
ol 8),801 aoludly wleldl sucy (294l

Indicated the tasks and duties of the trainee at
all stages of the internship including daily and
weekly reports in addition to the final report

Al drmall lzlglly plaall (il sLapYl gl
@M‘X)L&mxﬁ [OIR) L_g LAJ ;'A”J)JJ.]‘ 5}3 d)l>
gl.l;'d\_):\_).ﬁ.‘ijb Elf_cw‘)’b

Clarified the role of the Academic Supervisor
and the Field Supervisor during the internship.

L?ogbsg)’\ dfimJ\ OR L,Saé)l.cg 090 @3).).1]\ .)Lio)}” Gpji
QU.&AJ\ ol I el LI L_;“J'd““-” O éually

Informed the trainee of the grading and
assessment mechanism of the internship course

including the oral presentation

Bluwe 1,3 Oyl slof (ol a7 @3_).&!\ sl G”oﬁi
Graad) jlasyl elld 3 Lo Gl Copudl

Notes:

C)Ua:-)h

Intern name, Signature, and date of evaluation — exddl Foyby Cydiall 248459 ol

! (po Jg9! Eradll b dnalandl (3 @)l ] B9 ] et b Coyaiall e gty 82Dl
Note: The intern must submit this evaluation to Internship Unit before the first week of internship period
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Appendix I. Internship Forms - In-Facility Orientation Evaluation by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

In-Facility Orientation Evaluation Form by Intern

)__Ml ‘m_..zg.la.ﬁl_g — :J..U.N} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

‘3|J*AJ| LW Qyitedl @i §yleteo!

Student Name: 4/ Al el
Student USTF ID: ZL;.ol:,:J\ 3,1
College / Major: tpasasill [ A
Field Supervisor: i3l A/ 3 el
Academic Supervisor: (o6YI A/ Bl
Session's Date: tdad) 7o)B

After the orientation session, please rate the
session on a scale from (1) to (5), with (5)

e dudanll @i A/ diell o (g oLl Ak dny
a3l (5) eadtd! Jioy Eoow (5) JI (1) o0 owbede

representing the best evaluation. S
Evaluation Points 1-5 et ol

Demonstrated that the internship institution is o il O awslis duangall 0T sLi)Y! gl

suitable and beneficial place for the internship. OHliall pasass

Demonstrated that the internship site would
provide a safe and secure internship
environment with the required facilities

Oligll igos el A canydid] 08 Of sl sl
ol oyt Ao oit) dygllaell

Provided clear information about the duties and
tasks to be assigned to the trainee

pleadl pogase 488 laglas e sty sgi
Gyl 848 IS Coyanadl ) Agall lxlglly

Clearly explained the role of the Field
Supervisor and the working relationship with
the trainee during the internship

09 W Jeadl Alleg el sl 95 sLiyYl il
g‘,e).)&.l\ 58 M Lyl

Informed the trainee about the facilities and
resources of the internship institution that
would value of the experience.

dnw§aly Aol Ooligilly 3yl gall SLiy Yl gl
&yl Zlond Aol Olylgadl pghay O LT Coyiel)
EWRRY]

Explained the criteria of the Field Supervisor’s

assessment of trainee at end of the internship

OB inadl Jud opo ydiell s 4Ty yulae sl G,ogi
ol 858 dlgs § 3l

Notes:

QLb}LQ

Intern name, Signature, and date of evaluation — el Foyby Cydiall 28459 ol

g',:.g)..\ij\ %) dj‘)” &9_;..;:3” Ll J8 daoldl L? ‘})Ua.” L.,:J)JJJ‘ dd=>9 dl m.ﬁ.ﬂ\ W ENLN]] ULC’ g :dasHe
Note: The intern must submit this evaluation to Internship Unit before the first week of internship period
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Appendix . Internship Forms - Weekly Tasks Report

J._A.'LMJ‘ H&'Ub — :J.\'m} S.n

Training and Continuing Education Centre

C
b Sty gl alliomaly IR eyl Bz
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH Student Internship Unit
Weekly Tasks Report e gl plgall o5
Intern Name: A/ ydiedl el
USTF ID: HEVIESIFCN]
College / Major: tpasasill [ A
Internship Site: tyid! aBge
Internship Period: / / / / teayill 88
Week number: 03) Egxudl
Day One: :J9Vl pgdll
Day Two: :&;L‘Jl poul
Day Three: IEJWI p gl
Day Four: iyl pgdd!
Day Five: el a gl
A gl @359 oyl a3l B el 2865 Qydiell 248 45
Field Supervisor Signature, Date, and Institution Stamp Intern Signature

ol S plis (§ (o361 Gl ] py83l 1 @S oyl e gy Ao
Note: Intern must submit this report to the academic supervisor at the end of each internship week
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Appendix l. Internship Forms - Field Supervision Evaluation Form by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

)—M‘ ‘m__‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

Qleadl QLA Cayiadl @l 8)lociasl

Field Supervision Evaluation Form by Intern

Student Name: 4/ Al el
Student USTF ID: 2@.0[:,:.” 3,1
College / Major: tpasasill [ A
Internship Site: tyid! aBge
Field Supervisor: HE1EWN/RE-JL ]
Internship Period: / / | / / eyl 88

During the last internship week, please rate
the Field Supervision on a scale from (1) to (5),

vt &/l o g eyt o 3 gl 8
Jiay Cuzu (5) dI (1) oo onlae Je Glaall S8

with (5) representing the best evaluation. o3 Ja8l (5) x|
Evaluation Points 1-5 et ol
Th¢.a internship pro.cess within.the institution's el dealite 35 Ll oo 15 oyl &
units was appropriate to my field of study at the LT
daalmll (sl

university

| used my major's knowledge and
communication skills during internship period

JLail Whlgey (gasmsi Aol B)laall Cuodsiul
Gyl 848 -

Field supervision was present throughout my
time at the institution

dnngall 3 S 193 878 Jlgh llgie Sl BLEYI OF

Field supervision contributed to developing my
skills

3Dlge okl (§ Sliaedl LY gl

The Field Supervisor delt with me professionally

dxigoy Glwedl B uall ge Jola

| advise my colleagues to train in this institution

Lucwgall 042 (3 il (3D il

Notes:

CJLb:-)Lo

Intern name, Signature, and date of evaluation — el Foylig Cyiell 28459 eusl

ol (o a3V Egundl (3 daalanl (§ @) Gyl B9 ) sedit)) oS oyl e g dlasMle
Note: The intern must submit this evaluation to Internship Unit during the last week of internship period
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Appendix . Internship Forms - Academic Supervisor Evaluation Form by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

)—M‘ ‘m__‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

Academic Supervisor Evaluation Form by Intern

gog.)ls‘ﬁl Ol Qyiall @l 8yl

Student Name: 4/ Al el
Student USTF ID: 2@.0[:,:.” 3,1
College / Major: tpasasill [ A
Internship Site: tyid! aBge
Academic Supervisor: :L_,gasiu O el
Internship Period: / / | / / eyl 88

During the last internship week, please rate the
Academic Supervision on a scale from (1) to (5),

vt &/l o g eyt o 3 gl 8
Jrer Euzn (5) I (1) 00 eliiie e 23831 oL

with (5) representing the best evaluation. P i Ja8l (5) el
Evaluation Points 1-5 et ol

The academic supervisor was able to supervise
my internship in person within the institution
during the first week of starting the internship

lf)y,'a> L?:))AS L>Lc' d!,&;}” o0 L?ogbss)" df‘h.o“ Qﬂ
g.,:{).u.]\ s (0 &wi dji s M}oﬂ &L}

The academic supervisor followed up the
progress of the internship on a weekly basis

ol S ] dllas puds o381 B el w5

Academic supervisor was present at least twice
a month during my internship period at the
institution

I U3V e Lygds cnipe Izl gio (23891 Q3 el OF
Luwsgoll (3 ()5 850

Academic supervision contributed to
developing my skills

ADlge skl (§ (23891 LY gl

The Academic Supervisor delt professionally

duigar (229691 O el Jalas

Notes:

C)Uap-yﬁ

Intern name, Signature, and date of evaluation — exddl Foylig ©ydiell 28459 el

g_,\:o)..\.ﬁl U,aﬂ:-‘)” "ij‘)“ @ danlad! ‘3 ‘:;)Uaﬂ gf‘f)d.ﬁ| Bu>9 ) P_«.:.E.‘Z.H ﬁ.LwS Gydiall e g :dasHe
Note: The intern must submit this evaluation to Internship Unit during the last week of internship period
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Appendix . Internship Forms - Internship Outcomes Evaluation Form by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Internship Outcomes Evaluation Form by Intern

)——M‘ P—.'f'b'ﬁb — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

NNV RUIIE JC TN FURUIN{[POSY-LR TPV oo

Intern Name: EWASTRVINI N
USTF ID: 1 gl 3,1
College / Major: tpasasill [ A
Internship Site: tyid! aBge
Internship Period: / / | / / iyl 8,0

During the last internship week, please rate
the internship outcomes on a scale from (1) to
(5), with (5) representing the best evaluation.

o3 &/opiall g (g il o Y Esindl
(5) dl (1) o0 prlde Je AW oyl Golamyro
oS 81 (5) et St pon

Evaluation Points

1-5

ML"J‘ blas

Correlate the theoretical knowledge with
professional practice.

Aigall dgyloall &, 1a30l 5ymall Lay)

Acquire additional technical knowledge
concerning the field of internship.

il Jloray 3lay lasd ddLo) dud ddyre LS

Improve oral and writing communication skills

Lypymilly Dgaid) Juas) Whlge s

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

plaall o Jolatll § il 3301 sy yslealllgh)
Aol Jand) iy (§ Bkl

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

Jsgemo 94228 B nailly (£lazd! Joadl dpeal (e 3yl
A Jony G Joadl (30,8 (B

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

duelgalb plYls uaidl oo IS (10 duasidl pghl
390l Bylalg duigall dggually plgally

Being a serious learner with positive attitudes
and make contribution to the ongoing jobs

e 03By dula] aBlge du) @l iz H5glall
Gl gBgas doylandl plgoll 3 danluval]

Intern name, Signature, and date of evaluation — el Foylig ©ydiell 28459 eusl

g_,\:g)..\.i.” U""ﬂ’s‘ tj.a.w‘)“ L? danlxd! é ‘:;)Uaﬂ g.,::)liﬂ dd>9 L;! (m_«.:i'i.n N.ij g.)).xi.oﬂ J.c gl :dasHe
Note: The intern must submit this evaluation to Internship Unit during the last week of internship period
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Appendix I. Internship Forms - Intern Evaluation Form by FS

)——M‘ P—.'f'b'ﬁb — :J.\'m} S.n

Training and Continuing Education Centre

C
&p1nallgnd &y idillg gl ol sala ‘éul e ] ”)J.ﬂl 5.)_‘{9
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH Student Internship Unit
Intern Evaluation Form by Field Supervisor el Gl B il oyl Bylasas!

Supervisor Name: 14/ el sl
Student Name: A/ Al el
Student USTF ID: HEVIESICN
College / Major: tpasasill [ A
Internship Site: foyid! xBge
Internship Period: / / | / / eyl 88
During the last internship week, please Sleall 478 8adl o 2y eyl (o 3V gl 3
evaluate the intern in each outcome out of (5) Sl (5) el oo o 83 il o5 4 /

Evaluation Points 0-5 it ol

Correlate the theoretical knowledge with kgl Lol &yl B3 ymall Loy

professional practice.

Acquire additional technical k led
cquwe.a ||on.a ec Fuca nt?we ge il o (3los o Abn] i Ay ]
concerning the field of internship.

Improve oral and writing communication skills Ay yilly dgaadl JuasVl Wlylge (s
Show initiative and develop self-confidence in plaadl o Jaladl (§ (il Azl pglaty 8)slall gl
handling the assigned tasks in real-life. duigiod| Jondl di (3 Biaasd|
Learn the significance of teamwork and act as a J9geme gaaaS Bpailly ($lozdl Joall duoal e Byl
responsible member of the team working with. o Joany I Jasdl 30,8 OB

Develop personality by learning about self-

. . - selgally ol i) Jans IS (y0 Al ol
control, punctuality, professional responsibility,

c3g)l Bylaly duigall ddgsunally plgally

and time management.

Being a serious learner with positive attitudes e 5oy dolm] (adlge dal) @haiS Lidze Hglall
and make contribution to the ongoing jobs ol gdgar dyyldl pleall § donlinal!
Regular attendance (absence > 25% means %25 e W35 dudy Q! piay) jgardl e didblgall
failure in the internship course) (! Blawadl § Il Jad Llie
Total marks (out of 40) ‘ ‘ (4233 40 ) ilamyl Jla] ‘

Field Supervisor name, Signature, and date of evaluation — pauddl 7o)y Gldaedl B duall a8459 @usl

Gl £lgiil ¢y ol UM 2381 8ol ] oueritll oudhany sl Gl B all 3o (220 1 8a>lo
Note: The field supervisor is kindly requested to submit this evaluation to Academic Supervisor by
maximum one week after the internship period
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Appendix l. Internship Forms - TCEC Evaluation Form by IN

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Internship Unit Evaluation Form by Intern

)—M‘ ‘m__‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

‘é)UGJI Coyddd! Bugd yuiel! il 8)ladus!

Student Name: 4/ Al el
Student USTF ID: 2@.0[:,:.” 3,1
College / Major: tpasasill [ A
Internship Period: / / | / / iyl 8,0

During the last internship week, please rate the
Internship Unit on a scale from (1) to (5), with
(5) representing the best evaluation.

o3 &/oiall g (g il o Yl Esindl
Euw (5) JI (1) oo oelaiie e @)l oyl Busg
o J281 (5) o] S

Evaluation Points

1-5

ML"J‘ blas

Communication with the unit was efficient

Ylad u>g)l o Juolstll O

The internship registration process via e-forms
is simplified and accessible

439 4SOV hlaiwed) pe oyl L_g Juzeud| ddos
el Jgo gl Zlieg dasse

The unit provided more that one internship
options suitable with my specialization

sl gyl @8 9adl HLISY Sl g0 ST B9l 0,89
e

There was constant communication from the
internship unit to follow up on the progress of
the internship application

‘:;.)Ua.n H,:J)JJ.]‘ du>9 Jd (o ‘oib d.ga\ﬁ."» Jla of
oyl b puds daslied

| received the evaluation forms on time from
the unit

Bu>gll (o dumall Lade g0 (§ padid] Sl letius] ool

The unit officials delt professionally

dpige Ba>oll (J95eue Julal

Notes:

o lasdo

Intern name, Signature, and date of evaluation — exddl Foylig ©ydiall xd459 eusl

ol (o a3V Egundl (3 daalandl (§ @M Gyl B9 ) sedit)) oS iyl e g dlasMle
Note: The intern must submit this evaluation to Internship Unit during the last week of internship period
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Appendix . Internship Forms - TCEC Evaluation Form by FS

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Internship Unit Evaluation Form by Field Supervisor

)—M‘ ‘m__‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

ERUT FUSRUIE-RETS IR (KWN[FR PLANIF - JOS

Supervisor Name: 14/ el sl
Internship Site: fayudl aBge
College / Major: tpasasill [ A
Internship Period: / / | / / iyl 8,0

During the last internship week, please rate the
Internship Unit on a scale from (1) to (5), with
(5) representing the best evaluation.

Blaell 373 8uall 0 (20 eyl o 3 Eoeadl G
(1) e oelaiie e (@Rl oyl By @i 4 /
oS adl (5) )] Jay s (5)

Evaluation Points

1-5

ML"J‘ blas

Communication with the unit was efficient

Ylad u>g)l o Juolstll O

The center met the needs of the internship site
immediately

40T 8) gy gyl @B gell Ol Ll Ay 3S30)1 o8

The center followed the progress of the
internship on a weekly basis via
telephone/electronic follow-up

ne @cw? 8)gu L}M‘ oyl puasd lobie 3550l O
& FSOY / 285 ngsal

| received the evaluation forms on time from
the unit

Bu>gll (o dumall Lade g0 (§ padidd] Sl letius] ol

The unit officials delt professionally

dpige 8a>oll (J95eue Jalal

Notes:

&)

Lasdo

Field Supervisor name, Signature, and date of evaluation — el )b9 ‘t;u%ll el 8939 el

ol oo 31 Eorndl 3 daaladl (§ gl oyl a9 ] eadid] ety Juadsdl el Q3 all oy (220 1A
Note: The field supervisor is kindly requested to submit this evaluation to Internship Unit during the last
week of internship period
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Appendix . Internship Forms - TCEC Evaluation Form by AS

(

8pn ollnad 4 isillg @glelld sals
UNIVERSITY OF SCIENCE & TECHNOLOGY OF FUJAIRAH

Internship Unit Evaluation Form by Academic Supervisor

)—M‘ ‘m__‘.g.la.'m_g — :J.\'m} S.n

Training and Continuing Education Centre

IR oyl Bz
Student Internship Unit

Q_M‘ oyl Buol anls‘:)l B il ot Byladissl

Supervisor Name: 14/ el sl
Internship Site: laydl a8 ge
College / Major: tpasasill [ A
Internship Period: / / | / / iyl 8,0

During the last internship week, please rate the
Internship Unit on a scale from (1) to (5), with
(5) representing the best evaluation.

Blaell /3 8uall o (20 eyl o 3 Eoeadl G
(1) e oelaiie e (@Rl oyl By @i 4 /
oS bl (5) )] Joy s (5)

Evaluation Points

1-5 el bl

Communication with the unit was efficient

Ylad u>g)l g Juolstll O

The unit provided suitable alternatives for
internship sites that meet internship
requirements

Olllaie 39155 Cuyil] alga deslio Sl Bogll 3,99
Gl Copt

The unit was keen to follow up on the
internship and solve any problems that
hindered the internship.

W io g:ST J>9 %).\Jﬂ dalio L 3443):- N 1Y
oyl ddac (3uad

| received the evaluation forms on time from
the unit

Bugll ¢y duzall Lade g0 (§ et Oollatius] Caaliesl

The unit officials delt professionally

duiger B9l J 95 Jolu3

Notes:

ZC)LE::-)M

Academic Supervisor name, Signature, and date of evaluation — ew&d! Z)by waﬁi’l D el 28939 @l

SRRV o 3 &9—‘-“"‘3” ‘3 danldl ‘3 g)”a.” oyl Bug | el ey Juasll Lfgbs‘)“ Bl o (omp rlamDe
Note: The Academic supervisor is kindly requested to submit this evaluation to Internship Unit during the
last week of internship period
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Appendix ll: Actual and Credit Hours for Internship Courses
Actual Internship .
Number of Credit
College Undergraduate Program Hours
Weeks Hours

Internal ‘ External ‘

Electrical Engineering 14 Ext.+ 2 Int. 30 290 3
Engineering Information Systems 14 Ext. + 2 Int. 40 280 3
1 | and
Technology Information Technology 14 Ext. + 2 Int. 40 280 3
Interior Design 16 Ext. - 330 4
Business
2 . . Management 16 Ext. - 320 3
Administration
Psychology 10 Ext. + 3 int 12 240 6
5 Humanities Sociology and Social Work / training 1 8 Ext. - 60 3
and Sciences Sociology and Social Work / training 2 8 Ext. - 80 3
Public Relations and Advertising 6 Ext. - 120 3
Dental Surgery-Internal Clinical training \ Forth Year | 2 Int. 80 - 2
4 | Dentistry Dental Surgery-Internal Clinical training \ Fifth Year | 2 Int. 80 - 2
Hospital dentistry 4 Ext - 32 2
5 Law Law 8 Ext. + 8 Int. 64 64 3
Introductory pharmacy Practice Experience
(IIPE): Pharmaceutical Technology training 16 Ext. - 99 2
(PHC597)
Introductory pharmacy Practice Experience
. . 16 Ext. - 99 3
(IPPE): Community Pharmacy Training-I (PHC475)
Introductory pharmacy Practice Experience
. . 16 Ext. - 99 3
(IPPE): Community Pharmacy Training-Il (PHC486)
Pharmacy and Advanced Pharmacy Practice Experience 16 Ext. i 151 3
6 | Health (APPE): Critical Care (PHC5101)
Sciences
Advanced Pharmacy Practice Experience
) ] 16 Ext. - 151 3
(APPE): Infectious Disease (PHC5102)
Advanced Pharmacy Practice Experience
: o 16 Ext. - 151 3
(APPE): Hospital Pharmacy Training (PHC5103)
Advanced Pharmacy Practice Experience
16 Ext. - 151 3
(APPE): Oncology & Surgery (PHC5104)
Advanced Pharmacy Practice Experience
. 16 Ext. - 151 4
(APPE): Internal Medicine (PHC5105)
USTF | TCEC | Internship Manual — 2024-2025
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Appendix llI: Internship Sites

Training Site

Training Site

1 | Government of Fujairah / Emiri Court 39 | Fujairah Natural Resources Corporation

2 | Fujairah Customs Department 40 | Fujairah Police Headquarters

3 | Fujairah Free Zone 41 | Fujairah Security Zone

4 | Abu Dhabi Islamic Bank (ADIB) 42 | Fujairah Tourism & Antiquities Authority

5 | Al AhliGeneral Trading LLC 43 | Fujairah Charity Association

6 | Social Services Department, Government of 44 | General Directorate of Residency and
Sharjah Foreigners Affairs / Fujairah

7 | Fujairah Rehabilitation Center for Disabled 45 | Al Buhaira National Insurance Company

8 Department of Economic Development, 46 | Department of Seaports & Customs,
Government of Sharjah Government of Sharjah

9 | Al-Saa'gah Company of Electrical Works 47 | Fujairah National Insurance Co.

10 | Al Sharq Hospital 48 | Health First® Pharmacies

11 | AL-FUTTAIM MOTORS 49 | Human Resources - Fujairah Government

12 | Decortec Company 50 | JULPHAR® Pharmaceutical Industries

13 | Deloitte and Touche Company 51 | Dibba Al Hisn Federal Court

14 | Dibba Municipality 52 | Kalba Federal Court

15 | Dubailslamic Bank-Fujairah 53 | Khorfakkan Federal Court

16 | Du-Emirates Integrated Telecomm. Company 54 | Kalba Municipality

17 | East Coast Contracting & Trading L.L.C 55 | Khorfakkan Municipality

18 | Ministry of Interior / E- Services & Telecom 56 | Ministry of Culture and Knowledge
Section/ Fujairah Development — Fujairah

19 | Emirates Identity Authority 57 | Ebad El Rahman For Building Contracting Co

20 | Emirates Dubai National Bank 58 | Ministry of Public Works / Eastern Region

21 | Emirates Red Crescent/ Fujairah 59 | Ministry of Education (MOE) — UAE

22 | Fujairah Airport 60 | Ministry of Health (MOH) - Fujairah Hospital

23 | Etisalat/ Fujairah 61 | First Abu Dhabi Bank (FAB)

24 | Falcon Contracting Company 62 | National Bank of Fujairah (nbf)

25 | Federal Electricity and water Authority 63 | Oryx International

26 | First Gulf Bank 64 | Retaj Company for Advertising

27 | Fujairah National Group 65 | SEMBCORP

28 | Fujairah Municipality 66 | Sharjah Electricity, Water and Gas Authority

29 | Environment & Protected Areas Authority / 67 | Shaikha Maitha Bint Rashid Al Maktoum
Khorfakkan Center for Disabled — Hatta

30 | Fujairah Asia Power Company 68 | Sharjah City Municipality

31 | Fujairah Civil Defense 69 | SHARJAH CONTACT CENTRE/ Khorfakkan

32 | Fujairah Culture & Media Authority 70 | Sharjah Media Corporation

33 | Fujairah Customs 71 | Sharjah Welfare Association

34 | Fujairah Educational Zone 72 | Sheikh Zayed Housing Program / Fujairah

Branch

35 | Fujairah Fresh Water 73 | Solon International LL FZE

36 | Fujairah Chamber of Commerce and Industry 74 | Thumby®© Hospitals

37 | Fujairah Court House 75 | Topaz Energy and Marine

38 | Fujairah Media Authority 76
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Appendix IV. Internship Agreements

No. Training Partners

1 Health First Pharmacy

2 Fujairah Police Headquarters

3 Fujairah Security Zone

4 Fujairah Chamber of Commerce & Industry

5 Al Sharqg Hospital

6 Fujairah Municipality

7 Thumbay Hospital - Fujairah

8 Fujairah Culture & Media Authority

9 Government of Fujairah / Department of Human Resources

10 Ministry of Health and Prevention

11 Gulf Pharmaceutical Industries JULPHAR

12 Ministry of Justice

13 Fujairah Science Club

14 Fujairah Research Center

15 Human Restart - European Board of Science and Development
16 Federal Authority For Identity, Citizenship, Customs & Port Security.
17 Emirati Entrepreneurs Association

18 Fujairah Government Finance Department

Appendix V. Internship Policy

Policy Name Internship Policy
Policy Owner Vice Chancellor for Academic Affairs Reviewed Annually
Approved By Council for Academic Affairs Approval Date

Policy Statement

This document sets out the university’s policy related to field training in public and private
institutions. The Training and Continuing Education Center (TCEC) seeks to support the
strategic vision of the University by bridging the gap between the academic realm, community,
and employment market. The TCEC strives to achieve this aim through student training and
suggests training courses to some of the outside community institutions. In doing so the TCEC
applies scientific criteria in the performance assessment and makes suitable decisions that
ensure the quality of training output.

Policy Purpose

Among many others, students’ internship aims to teaching students how apply their
analytical, integrative, team skills in the workplace, networking opportunities with people
from industry and organizations, calibrating post-degree career plans based on real-life work
exposure, and offering students the opportunity for Pre-placement offers where feasible or
appropriate.

USTF | TCEC | Internship Manual — 2024-2025

Page 36 of 40
UAE, Fujairah, PO Box 2202 | DX tcec@ustf.ac.ae | @ +97192023446 g


mailto:tcec@ustf.ac.ae

Internship Manual y

Definitions

For purposes of this policy, unless otherwise stated, the following definitions and

abbreviations shall apply:

Internship: Field training

Intern student: who will register in the Internship course.

Academic supervisor: who will supervise a group of students receiving internships.
Field supervisor: who will supervise and guide a group of intern students within a
training institution.

Training institution: any external community institution (private company, bank, public
organization or Authority, or local government entity) that promotes an effective
training environment for intern students, and appropriate work experiences that are
suitable to their specialization and gives job description in addition to relevant
assignments that meet the training objectives.

Training and Continuing Education Center (TCEC): The Center of Training and
Continuing Education (CTCE) seeks to support USTF's strategic vision by bridging the
gap between the academic realm, the community, and the employment market. It
strives to achieve this aim through student training and suggests training courses to
some of the outside community institutions. In doing so the center applies scientific
criteria in the performance assessment and makes suitable decisions that ensure the
quality of training output.

Policy Content and Guidelines

A. Training and Continuing Education Center: Through the TCEC, USTF ensures that:

Institutions/potential employers are screened for their suitability for external training

of USTF students.

The screening is based on the appropriateness of the institutions for students, and

good work experience.

Agreements will be signed between the TCEC and institutions. The agreement must

cover the following:

o The institution offering training will give a job description and suitable
assignments to the student to meet the learning objectives.

o The USTF Center of Training and Continuing Education (TCEC) will inform the
institutions of the name of the college advisor, and the assessment methods of
the internship.

o The TCEC gives the internship manual to the site supervisor who is assigned by the
institutions to supervise the student.

o The TCEC ensures that the site supervisor is aware of his/her responsibilities,
which are defined in the internship manual of the college in which the student is
enrolled.
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e The Dean of the college is responsible for the appropriateness of the training sites.

e The Head of the department is responsible for the quality of the supervision, schedule

of oral presentations and appropriateness of the placement sites as far as the learning

e The Head of the department prepares the list of students which will register in the

internship well before the start of the internship.

e The Head of the department divides the students into specified groups considering the

location of the companies at which the students will do their internship.

e The Head of the department assigns an internal supervisor to each group of students.

e The internal supervisor, who will supervise a group of students, will:

Give an orientation session of 2 hours to the students before the start of the

Receive the weekly reports of the students signed and commented on by the

Arrange meetings with the students on a regular basis, at least once every 2
weeks for guidance to improve students’ performance, and to discuss
difficulties encountered by students.

Raise difficulties encountered by students to the Head of the department and

Guide students on who to write the final report, and the content of their oral
Ensure that each student will submit his/her final report on time.

Ensure that each of his/her students are informed on the schedule of the oral
presentation to be defended in front of a Jury.

Incentive for Faculty who secure placement sites in new reputable institutions: The Dean

of the college and the Manager of the TCEC could recommend a bonus of up to 3000 AED

to the Faculty member who arranges for five internships in reputable placement sites.

Schedule of oral presentations: The Departments will schedule the oral presentations on

Thursdays so that interested 2nd and 3rd year students can attend the oral presentations.

20 marks are devoted for the report
20 marks for the oral presentation

B. Duties of the College
outcomes are concerned.
o
internship.
o
site supervisor.
o
o
the Manager of the TCEC.
o
presentation.
C.
D.
E. Grading of the internship
e Field supervisor: 40 marks
e Academic supervisor: 20 Marks
e Jury: 40 marks:
o
o]
F. Submission of the Grades

e The student, without or with the help of his academic advisor, registers for the training

course on the eMADA system.
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e At the end of the semester, the USTF internal training supervisor collects the course
grades from the site supervisor, himself, and the jury. Then, he enters the student’s
grade, and sends a copy of the TCEC for records.

e The training grade sheet must be signed by the internal supervisor, the Head of
department, the Dean of the college, and the Manager of the TCEC.

. Assessment of the effectiveness of the Internship

e The members of the Jury will fill up a questionnaire that focuses on the learning
outcomes, quality of the training site, and that of the site supervision.

e The Head of department will analyse the feedback expressed in the questionnaire.

Duties of the students (student job description): During the practical training it is required

from the student to:

Understand and appreciate the objectives of the internship to get the maximum
benefit from the training sessions.

Correlate the theoretical knowledge with professional practice.

Acquire additional technical knowledge concerning the field of training.

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

Show initiative and develop self-confidence in handling the assigned tasks in real-life.
Learn the significance of teamwork and act as a responsible member of the team
working with you.

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

Demonstrate at the training site that USTF students are serious learners with positive
attitudes and can make contributions to the ongoing jobs at the training sites.

The evaluation of the student’s training will be based on how well s/he achieved these duties.

Related Policies

Completion of Courses of Practical Nature Policy
New Academic Program Policy

Undergraduate Completion Requirements Policy
Graduate Completion Requirements Policy

Document History
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V10 27/03/2019 | Approval as a New Policy VCAA CFAA BOT
V20 08/02/2021 | Approval of the Updated Policy VCAA CFAA BOT
V3.0 02/02/2023 | Approval of the Updated Policy VCAA CFAA BOT
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