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Registration Requirements and procedures:

Registration Procedure:

Eligible students must apply for enrollment in Summer Training by completing the appropriate form obtained from the Vocational Training Coordinator (VTC).

Eligible students must register for the course through online registration or with 
the Registrar. Course No. Acct 199 – CA 199 – Mktg 199
Enrollment Requirements:

1) Student is currently enrolled in the college

2) Student has completed 28 credit hours or more (including current semester)

3) Student Major GPA is 2.00 or above (out of 4.00)

4) Student has completed all the pre-requisites set forth by his department.

Procedural Guidelines

1. Student

· A Student will be assigned to a company based on his database record, which has his major and preferred location by the Vocational Training Coordinator.  

· A Student can arrange a company from his own contact; however, the company must be approved by the VTC.

· A Student is responsible for contacting the VTC for details of his summer training.

· A Student will meet with the VTC before he leaves for summer training. 

· A Student will be given the procedures, guidelines and due dates for his reports before he leaves. 

· A Student must attend a presentation on summer internship.

STUDENT Assignments

Contact Guide & Company Profile

Brief information one week after reporting for work: this information should identify the company, history, activities, division or department to which he is assigned as well as a work hour schedule. A Contact Guide Form should be filled out as well.

Training Plan & Schedule

After two weeks, a training plan & schedule should be submitted describing the assignment and or activities he will undergo at the company in his own words. 

Progress Report

Student must submit a progress report at the beginning of the fifth week.  This report should reflect any changes to the training plan & schedule.

Attendance Report

Students are required to submit an attendance report, which must be signed by the employer. An attendance report form is available from the VTC if required. Most companies however will provide an attendance report for the students.

(Attendance Report Attached.)

Draft of Final Report (Optional)
End of seventh week students should submit a draft of the final report to the VTC to review with the students.

Final Report

Second week of the following semester students must complete a Final Report and submit to the VTC. VTC will guide and give recommendations to the student in preparing his report. 

Presentation

One to two weeks after submitting his final report the student will give an oral presentation of his summer training.  Student will present what knowledge and or experience he gained during the 8 weeks of training at the organization. A presentation of approximately 15 minutes will be expected from each student.

2. Vocational Training Coordinator (VTC)

· VTC will devote enough time to advise the student and guide him through the training. 

· VTC will grade a progress report of student.

· VTC will advise student in writing his Final Report. In addition, faculty of each department will grade the Final Report.

· VTC will give students the exact due dates for each report or form to be submitted.

· VTC will monitor the quality of the students’ activities and training from the company.

· VTC will discuss students training plan, activities and report with the students.

· VTC will arrange a seminar/presentation or meeting with the students on their summer internship.

· Confer with the supervisors on the progress of the students work performance.

· Receive evaluation reports from the employer.

3. Administration
· Administration will work with coordinator in assigning companies to students

· Administration will prepare training packages for students

· Administration will enter grades for processing.

· Administration will post final grades and record credit hours earned.

COMMUNICATION GUIDELINES

1. Each student leaving for summer training should be given an information package consisting of but not limited to: Summer Internship Guidelines, Departmental Regulations and any other pertinent information approved by the College. Furthermore, Schedule forms which show due dates for students and employer's reports will be included. This will ensure that the student is clear about his responsibilities in communicating with the coordinator. 
2. Every semester the department should organize at least one seminar for departing students to summer training. This will offer an opportunity to stress the importance of frequent communication with the VTC. 
3.    Students should be required to submit their Reports on time. Table 1 (attached) presents a schedule for the submission of these reports, along with the contents.  Students should be penalized for (a) not submitting any of the reports, or (b) submitting a report after the due date.
training Department Requirements

1.     The student may approach the VTC for help with the completion of forms and for any advice he may require concerning his placement.

2.     Before the student goes for training, the VTC will provide him with the schedule for his placement/training, indicating the dates for the return of information to the VTC within the College. 

3.     The VTC will provide the student with several forms, which will be completed and returned, by the student or his work supervisor during the training. The training department will provide electronic copies of the forms by email, if required.

4.     On the student’s arrival at the placement, he will give a copy of the schedule to his work supervisor along with copies of the forms and the contact information for the VTC.

5.    The work supervisor should be encouraged to contact the VTC at any time to discuss any aspect of the placement which is related to the student’s work.

6.     The student should contact the VTC soon after he has arrived at his work placement. Any problems with the placement will be resolved by the VTC or Assistant VTC.

7.     To enable the VTC to give the best advice and be of the greatest assistance to the student, it is important that the student remain in close contact with the Training Department during the entire training.

8.
 As soon as it is available, but not later than the deadline, the student should send his plan of work for the placement to the VTC at the College.  This should be at the end of the second week after starting his placement (Table 1). Any questions the VTC might have regarding the plan of work will be addressed to the work supervisor through the student.

9.   The student is asked to make weekly contact with the VTC to make a brief written report of the work done during that week. This should be by email, but fax is also acceptable. This will be in addition to the students personal work log which will help the student to complete the Final Report.

10. The student will be visited by the VTC. During the visit the VTC will review the training program with the student’s work supervisor. 

11. All the reports and forms should be completed and returned to the VTC according to the schedule provided at the beginning of the placement.

12. The student himself must complete the reports but it must be agreed and endorsed by the work supervisor.

13. The Evaluation Report is confidential and must be completed by the work supervisor and faxed or returned under sealed cover to the VTC.

14. The student should do his utmost to ensure that all forms are returned at the correct time before completing his training program.

Summer Training Report Objective
The main objective of the Report is to prepare the student to write a professional and detailed report. This should demonstrate his ability to present specific information and to develop his overall communication skills. The essence of the Report is to describe the work a student has undertaken during his training, the techniques he has learned, the skills he has acquired, the contributions he has made to his work environment and the conclusions he has drawn from his experience.

Report Quality

1.    The organization of the Final Report should be logical and it should help the reader to obtain a clear understanding of the detailed points presented in the report. 

2.    Topics within the report should be coherent, clear and concise. Discussions should be focused on work-oriented.

3.    The report should be illustrated with appropriate tables, diagrams and graphs where necessary.  Tables and graphs should be properly labeled. 

4.   Any facts and figures about the company where the training was completed should be supported by references, internal company reports, etc. 

5.    The report should be a minimum of 700 words and no more than 1500 words.
6.    The report should have a bibliography and references, where appropriate. 

A first draft of the report could be submitted and reviewed with the VTC before the Final Report is submitted to the department for grading. The schedule for the report, with the appropriate date will be made available by the department before the student returns from his job placement, as detailed in Table 1.

Report Writing Format and Contents
It is recommended that the report should follow the following format:

1.     Title Page: The title of the Report, and the author’s name, must be in capital letters. The name and address of DCC must also be included on this page and be in same case as the title. The type of degree must be written in capital letters. The year and major should be included. The VTC’s name must be provided, and a space for his signature must be reserved. The title page must not be numbered.

2.     Acknowledgements (Optional): This is an optional section which acknowledges the help, assistance and advice given to the student during his training and the preparation of his report.

3.     Table of Contents: The report must have a table of contents, which shows the principal divisions of the work and the page numbers on which they are found. All the pages except the Title Page and Table of Contents pages must be listed. The Table of Contents pages must be numbered in lower case Roman numerals at the bottom center of each page, starting with “ii” or with “iii” if an Acknowledgements page has been included.

4.     Table of Abbreviations: This section should list each abbreviation within the report and its meaning.

5.     Abstract: This section will comprise a brief summary of the entire report. No illustrations, graphs, tables or charts should be included in this section.

6.      Introduction: The purpose of this section is to provide a brief introduction of the work. It should not exceed two pages (2) but should have minimum of 300 words and should comprise the following topics:

a.     Company Background: A brief and clear presentation of the nature of the company and the functions of the department(s) in which the student conducted his training.

b.     Student’s Work Assignment: A general, non-technical presentation of the student’s function within the company and his work assignments.

c.     Training Objective: Description of the student’s training objective and work accomplishments.

7.     Technical Part: This section constitutes the core (substance) of the report. It describes the work that a student has accomplished during his training, the techniques he has learned, the skills he has acquired, the contributions he has made, the responsibilities he has assumed, the equipment he has used (if any), the safety procedures he has followed and all other pertinent information. It contains all the crucial technical details including illustrations, equations, programs, software versions, graphs, tables, charts, diagrams, etc. These should be clearly numbered and/or titled for easy reference. Units, scales, labeling of the axes must be provided for easy understanding. The technical part may be presented in the form of chapters, sections or any other arrangement suitable to the nature of the technical report.

8.     Conclusion and Recommendations: The conclusions of the report are summarized in this section. Any pertinent conclusion concerning the training, the work accomplished, the techniques learned, the importance and merits of the training program, its benefits and drawbacks, recommendations on how to improve it and other constructive comments and suggestions should be included in this section. A student’s feedback and comments regarding his academic training, his background, his technical preparation for launching his career and any related recommendations should also be included here.

9.  References: A list of the references must be provided. Each reference must be adequately cited where appropriate.

10. Page Numbering: Numbers should begin with “1” on the first page of the text and continue throughout the report including the references page. The page numbers should be on the bottom middle or bottom right of each page throughout the text. The text must be double-spaced.

Oral Presentation

1. Presentations must be conducted in English and are scheduled to last for approximately 15 minutes, including questions and comments. 
2. If special equipment is needed, the student must notify the VTC a week ahead of his presentation. 

3.   The student may use a presentation package such as PowerPoint. It is also recommended that the student rehearse his presentation before his actual presentation.

4.   There will be two or more faculty present who will assess the quality of the presentation.

5.   Presentation content should be specific and refer to the work done during the training. The student should present only his own work and his own experiences and learning rather than his understanding of the organization and management of the company.

Summer Internship Grading Policy
Successful completion of the Training Period and the comprehensive Final Report will carry 3 semester hours of academic credit for the Associate Degree program. The grade obtained will be applied with full weight to the student's cumulative grade point average (GPA). Table 2 (attached) indicates maximum percentage points earned for each report and form that will be graded. The earned grade will be based on the following factors:

Grading Procedure
The Final Report will be graded by the student’s Academic Department. 
The Final Report will be Graded as Follows: 
PART I (Job History):
a.    Does the student understand and clearly present in the report the nature of the company he worked for?
b.    Does the student understand the function of the department he worked in, and how it contributes to the successful function of the whole organization?
c.    Does the student understand his job function and its relation to other functions in the company?
d.    Does the student understand the main objective of his Training? 
e.   In addition, constructive comments regarding the value of the Program will be considered.
PART II (Job Training):
a. Is the organization of the report logical and does it help the reader obtain a clear understanding of the technical points being presented? 

b. Completeness, e.g., are specific technical points pursued and discussed to logical ends? 

c. Are tables well organized and relevant; are units properly specified; are     column headings and footnotes presented in such a way that the reader can understand the table without lengthy reference to the discussion; are adequate citations of a reference made where this is appropriate? 

d. Are figures and graphs properly drawn; are axes labeled clearly; are appropriate titles used and can figures be understood without referring back to the discussion? Are appropriate reference citations presented, and are industrial terms and jargon, when used, adequately explained? Do conclusions and recommendations necessarily follow from the discussion presented?
e. Has the student made any worthwhile suggestions for improvements to the program or to the host organization? 

f. Is the report of an acceptable length considering the subject matter presented? (Reports are expected to be at least 10 pages of the student’s own text (700 words minimum and 1500 words maximum), excluding company information, appendices, graphs, illustrations and other acknowledged inclusions).

	Documents
	Due Date
	Report Content

	Company Profile

Contact Guide Form


	End of 

Week 1           July 09
	Details of Company history, activities, objectives, etc…

In student’s own words.

	Training Plan & 

Schedule


	End of 

Week 2           July 016
	Description & Schedule of the training assignments and activities.



	Progress Report
	End of 

Week 5           August 06

	Progress report of job assignments and activities as per Training plan & Schedule



	Draft Report

(Optional)
	End of 
Week 7          August 20
	Consolidation of notes, memos, previous reports, collected data on training assignment into one preliminary document.



	Evaluation Report
	Last Week of Training

         August 23-27 
	Evaluation by employer on 

Student performance 

	Final Report
	End of Week 2 in the following semester                       

October 22

	Submit Final report incorporating all the necessary changes and corrections.



	Presentation
	1-2 months after submitting Final Report
	Present knowledge and experience acquired. 


TABLE 1

STUDENTS REPORT SCHEDULE 

TABLE 2
	 
	Maximum Grading Points Earned for each Report/Form
	max %

	 1.
	Contact Guide Form & Company Profile 
	 5%

	 2.
	Student's Training Plan & Schedule 
	   10%

	 3.
	Progress Report
	5%

	 4.
	 The Employer's Evaluation of the student's work performance.
The VTC will base this grade on the Employer's 

Final Evaluation.

	  20%

	 5.
	 Final Report
	  35%

	 6.
	Oral Presentation
	  25%   
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