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Introdiiction

The Student Internship Program is designed to provide students with the opportunity to use the
learning and educational outcomes they have achieved in the classroom to develop their overall
attributes, and skills, by working in a real professional, or industrial ,environment on various
projects. The Program also offers the University a chance to establish and develop strong
relationships with companies and industries in the region for any future collaboration.

Internship Program Objectives

The main objective of the Student Internship Program is to provide undergraduate, and indeed
postgraduate, students with hands-on experience relevant to their specialization. In doing so, it
is fundamental to ensure that all internships meet and achieve educational learning outcomes in
a professional, supervised, healthy and safe environment.
The main objectives of internship are;
e To help students understand and learn how the basic science and theories of their
discipline work in practice in a real working environment.
e To allow students to understand the value and importance of time management and
adherence to rules and regulations.
e To enable students to improve and develop their communication and presentation skills.
e To help students develop their CV and eventually find permanent employment.
e To enable Sohar University to accomplish its goal of actively engaging with the local,
national and international community and providing students with every opportunity to
become the best in their field.

Voluntary Internship Student Requirements

As the Student Internship Program at SU is not a prerequisite for all academic programs (with
the exception of Educational Programs in the Faculty of Education & Arts), all students
are encouraged to apply for placement at least once during their academic studies.

However, for a student to be eligible to take part, he/she:

. must have completed at least two semesters of their program

must be currently enrolled in an SU undergraduate or postgraduate program

Time of internship

Students are normally encouraged to take up internship opportunities during their summer break
and are expected to work for a minimum of one month (4 working weeks).

The internship period, or practicum for all Educational Program students, however, normally
takes place during the academic year as and when specified below.
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Faculty of Education & Arts Educational Program Matrix

Level N. Semesters | Cont. Hr/Week Venue
courses

Practicum 4 2 7+8 10 per week Schools

With the exception of the Educational Program, where student internship is mandatory and
represents 10 credit hours, the student internship program for all other faculties at SU does not
offer any credit.

Internship Learning Outcomes

On successful completion of the internship program, the student’s performance is evaluated on
the basis of the following outcomes:

e the student is given the opportunity to apply knowledge gained in the classroom and to
use it in addressing and solving real life problems

e the student is given the opportunity to evaluate and analyze real complex problems

¢ the student is given the ability to work as part of a multi-disciplinary team

e the student is given an understanding of what is meant by professional and ethical
responsibility

e the student is given the ability to communicate effectively using written, oral and visual
means

¢ the student is given the ability to develop leadership skills

e the student is given the opportunity to recognise the need for and ability to engage in
life-long learning

¢ the student is given the ability to develop self-reliance and confidence

e the student is given the opportunity to develop a career path

e the student is given the opportunity to develop employment competency through work
experience

e the student is given a chance to deal with ethical and confidential issues relating to work

General Role and Responsibility of SU Placement Staff

The SU Alumni and Career Guidance Centre is responsible for organising and running the
internship program. During the year, it establishes ties with local businesses and industries
which may be interested in offering internship opportunities to SU students.

Once positions become available, internship supervisors are appointed and provided with
appropriate preparation.
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Prior to the commencement of any student internship, all staff members responsible for
coordinating and/or supervising internships must organise and provide the following:

e explain the purpose of the internship to both prospective employers and students and
identify how it fits in with student learning outcomes
e outline the University’s expectations regarding employer and student conduct during the
internship period
o clarify the position regarding insurance cover for students during the placement
e meet or make contact with both students and employers before the internship to discuss
expectations and details of the placement including experience to be provided, working
hours required, days of work, etc.
e provide any additional guidance on how the internship is to be conducted
e organise, where possible, training for students prior to commencing their internship
e provide information on the methods of supervision and what the expectations are for
employers and students
¢ where feasible, arrange regular meetings and/or other appropriate mechanisms for all
supervising staff concerned, to provide an opportunity for the sharing of information and
discussion of problems
All documentation related to the program will be clearly set out and may be found in the
Alumni & Career Guidance Services department.

General Rules & Responsibilities of Students

¢ In general, students can only take part in an SU led internship program once.

e All students have medical Insurance.

e Students are allowed, and even encouraged, to find and arrange their own internship
employer.

e Students willing to do an internship must not miss any of their teaching and learning
activities and assessments. It is for this reason that, with the exception of Educational
Program students, all student internships are to be organized during the summer holiday
period.

e Interns are expected to work a minimum of 20 hours a week in meaningful work activities
as agreed at the time of placement.

e Students must disclose any disabilities or medical conditions prior to initiating their
internship.

¢ During the internship, students must keep a record of their activities and experiences.

e Students must always behave in a manner which complies with the SU code of conduct.

e Students must always provide any necessary documentation required by the employer
such as a doctor’s certificate for absences from work etc.

e Students need to arrange their own transportation and/or accommodation where
necessary and/or applicable.

o At the end of the internship, students are advised to complete a Student Evaluation
Feedback Form (See Appendix ii)
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Before commencing an SU led internship program, students need to have complied with the
following:

For Faculty of Education & Arts Educational Program internships:

Completed all their course requirements up to Level 4, including one course of micro
teaching at Level 3.

Checked with academic advisors to ensure that all program requirements, course
requisites or compulsory course components have been completed prior to undertaking
their practicum at Level 4.

During the practicum, provide a weekly report of all activities. Midway through the
internship, the department's Internship Coordinator will meet personally with the host
and the intern to make certain the program is proving to be mutually satisfactory.
Supervisor has to visit each student-trainee at least three times per semester and attend
classes at the assigned school.

Supervisor has to fill in two follow-up forms Form#1 (See Appendix iii) and Form#2
(See Appendix iv) prepared by the faculty which contain teaching objectives, events of
instructions, skills and learning outcomes.

School head and subject teacher should also attend some classes with the student-
trainee. School head fills in Form#4 (See Appendix vi) and the subject teacher fills in
Form#5 (See Appendix vii).

At the end of each visit, the supervisor and subject teacher have to write a visit-report
using Form#3 (See Appendix v) and it should be signed by the student-trainee for
acknowledgement.

For voluntary internships:

Completed a minimum of two semesters of their program of study.

Applied to the Alumni and Careers Guidance Office to participate in the internship
program by filling out an internship application form.

Where possible, identify any potential internship sites of interest to the relevant staff at
the Alumni and Careers Guidance Department.

Completed an acceptable CV to be presented to the employer.

During the Internship Period

Student Responsibilities:

Fill out the specific weekly report form detailing their activities. which is provided by the
Alumni and Careers Guidance Service. and return it to the Internship
coordinator/supervisor (see below).

Ensure that each report is signed by the student themselves and by the work place
supervisor assigned by the employer.

Coordinate with the responsible on-site staff.
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e Consult with their SU supervisor if they have any questions or queries.
¢ Identify objective and learning outcomes that could/need to be developed.

e Contact the program coordinator (or Alumni and Career’s Guidance office) to signal any
problems or issues that may arise.

Student Record Book and Assessment Record SAMPLE TEMPLATE

Week 1 Department Name: Human Resources From: 6/7/14 To: 11/7/14

| worked with.....

| had experience of........
In my opinion, this department.......
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Employer Responsibilities:

Provide the student with orientation to familiarize the intern with company policies and
procedures.

Meet with the student periodically to discuss his/her performance.

Establish and specify whether the organization will pay the intern, where the intern will
work, what the training program is and how it is related to specific learning outcomes, as
well as who will be responsible for the intern.

At the end of the internship period, complete the Employer Evaluation of Student Form.
(See Appendix i)

Work Place Supervisor Responsibilities:

The role of the supervisor is:

to ensure that an intern is provided with good leadership, motivation, communication and
advice as well as an explanation of how he/she will be evaluated at the end of the program.
to provide the student with opportunities to bridge the teaching and learning process to
work experience. This could happen by regular meetings, telephone calls, on-site visits,
emails and written reports to which students report to their mentor on the status of their
training program, ask any pertinent questions, discuss what extra work is required to
achieve learning outcomes etc.

to encourage students to develop a training portfolio that includes their program outline, job
descriptions, day to day duties, any correspondences inside and outside the work place,
and any other information about the company such as its annual report, safety procedures,
performance appraisals, risk management, press releases, and any other relevant
information.
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APPENDIX |

Employer Evaluation of Student

Student Name Company name:
Training Date From: | To:
Overall Evaluation: Please tick the appropriate level
e 1 | Unsatisfactory Does not meet expectations
e 2 | Satisfactory Rarely meets expectations
e 3 | Fair Meet expectations
e 4 | Good Sometimes exceeds expectations
e 5 | Excellent Consistently exceed expectations
Specific Evaluation: 1 2 3 |4 |5
Asks relevant questions O |O |O |0 |0
Ability to Learn| Tries to find out and use resources O |0 |O |0 |0
Accepts responsibility for mistakes O (O (OO0 |0
Communicates ideas in writing O (O (OO0 |0
Communication | Listens to others in an active manner O (O |O|0O|O
skills Participates in meetings O o |ololo
Demonstrates effective verbal communication skills O O OO | O
Breaks down complex tasks/problems into manageable pieces O (O (OO0 |0
Recognizes problems and recommends solutions/ O O OO | O
Problem Solving| appropriate action
and Thinking Skil Develops options and ideas O |lo |ololo
Demonstrates an analytical capacity O (O (OO |0
Supports and contributes to a team atmosphere O (O (OO |0
Interpersonal & [ peals with conflicts and differences appropriately O |0 (O |0 |0
IRt Sl Cooperates with others to create the best results O (O (OO |0
Reports to work as scheduled and on time O (O (OO |0
Work Habits Exhibits a positive and constructive attitude O |0 |O |0 |0
Dress and appearance are appropriate for this organization O (O (O ogo O
Behaves in ethical manner O O OO |lO
Attributes Respects diversity (religious/cultural/ethnic) of co-workers O (O (OO0 |Od
Brings sense of value and integrity to job O O OO | O

General Questions:

a. Did any problems arise between you and the student during the internship? If so, how were they
resolved?

b. If you had a suitable job opening, would you consider the student for this position?

C. What do you think the student learned during the internship?
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d. | Any additional comments.

http://iwww.albright.edu/elcdc/cd/internship_forms/Student%20Forms/EMPLOYER%20EVALUATION%200F
%20STUDENT%20INTERN.pdf

APPENDIX II
Student’s Evaluation of Internship
Student Name Company name:
Training Date From:\ To:
Academic Year Semester
Company Supervisor Academic Supervisor
Overall Evaluation: Please tick the appropriate level
1 Unsatisfactory Does not meet expectations
2 Satisfactory Rarely meets expectations
3 Fair Meet expectations
4 Good Sometimes exceeds expectations
5 Excellent Consistently exceed expectations
Specific Evaluation: 1 |2 |3 |4 |5
Work place is safe O (OO0 |0O|O
Orientation is provided by the work place O (OO0 |0O|O
Work Place Resources are available to accomplish you program O lolololod
Co-workers were helpful O lolololod
| would recommend this internship to another student |0 |O |O |0 | O
Supervisor provided a clear job description O lolololod
Regular feedback was provided on my progressand |0 |O |0 |O | O
abilities
An effort was made to make it a learning experience |0 |0 |0 |0 | O
for me
Supervisor provided levels of responsibility consistent | O |O |0 | O | O
Supervisor with my abilities

Supervisor was supportive of the agreed-upon work |0 |O |0 |O | O
days and hours
My academic supervisor provided me with |O |O |0 |0 | O
constructive feedback
My academic supervisor was available when | |O |O |0 |0 | O
needed support.
Work experience related to my academic discipline |0 |O |0 |0 | O
and/or career goal.
Opportunities were provided to develop my |O |O |0 | 0O | O
Learning communication skills
Experience Opportunities were provided to develop my creativity O |o(Oo|o|jd

Opportunities were provided to develop my problem- | O |O |0 | O | O
solving abilities
This experience has helped prepare me for the |O |O | O |0 |O
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workplace

General Questions:

a. Would you work for this supervisor again? Yes: O N
O

b. Would you work for this organization again? Yes: O N
O

C. Would you recommend this organization to other students? Yes:
No: O

http://www.albright.edu/elcdc/cd/internship_forms/Student%20Forms/EMPLOYER%20EVALUATI
0OF%20STUDENT%20INTERN.pdf
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APPENDIX Ill Student performance evaluation form in the practical education course
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APPENDIX IV Student performance evaluation report in the practical education course
(Lesson Theoretical form)
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APPENDIX V Visit report by the supervisor of the practical education / Course instructor
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APPENDIX VI Student (teacher) evaluation form (by School Headmaster)
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APPENDIX VII Student performance evaluation report in the practical education course
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