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ABSTRACT

The Department of Business Administration at Al-Baha University is pleased to
present this guide for field training students, as field training is a mechanism for
introducing students to the labor market and its requirements and refining their
skills in analysis, thinking, problem-solving, and decision-making in the face of
all situations.

The guide also includes the business administration department's mission,
objectives, and field training objectives.

In addition, this guide includes the attributes of graduates of the Department of
Business Administration and the intended learning outcomes of field training, in
addition to field training procedures, location determination, and criteria for
selecting training agencies.

The guide refers to the tasks of the field supervisor, the academic supervisor, field
visits, and the job of the trainee student. Also, the rights and duties of student
trainees.

The guide also explains the mechanism for changing the training organization
and the elements of writing a field report. Finally, the specification of the format
of the paper when writing the report.

In conclusion, we hope that the report will provide an answer to all the students'’
questions, who are the foundation of the future.
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introduction:

Field training is a mechanism for introducing students to real-life
situations, which cannot be simulated during the classroom. Students are
encouraged to take on specific tasks and perform them within a specified,
goal-oriented period of time that involves teamwork.

Field training helps students hone their skills in analysis, thinking,
problem-solving and decision-making in the face of all situations.

The success of field training depends mainly on the extent to which all
parties are committed to performing their roles in a disciplined manner
commensurate with the standards of the university and the mission and
goals of the college.

Field training is a compulsory course within the study plan of the Business
Administration program. It is a three-credit hour course. Through it, the
student receives training in public institutions and the private sector on
scientific aspects in the field of specialization.

Business Administration Department Message

Providing qualitative education, developing basic research skKills,
providing students with the skills required in the labor market, preparing
managers and professionals, and sustainable participation in community
development.

Objectives of the Department of Business Administration

¢ Provide students with basic knowledge and research skills.
¢ Research and professional development of faculty members
e Active and sustainable contribution to community development.

Attributes of graduates of the Department of Business
Administration:

1- Knowledge of business management concepts and principles and
how other business fields relate to it.

2- Analytical Thinking - Demonstrate the ability to identify and analyze
problems and make a justified managerial decision through the
application of sound reasoning and the use of independent
judgment.
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3- Teamwork and independence—Demonstrate competence to
effectively interact and collaborate with others in teamwork and
perform tasks independently by demonstrating flexibility and
adaptability.

4- Effective Communication - Demonstrate verbal and non-verbal
communication skills.

5- Information management and information technology—The ability to
collect, organize, analyze and interpret information and ideas using
information and communication technology tools and apply them
effectively as input to managerial decisions.

6- Social Responsibility - Demonstrate an assessment of social
responsibility and accepted ethical standards in business practices.

GoalsField Training:

There are many objectives that field training pursues bto divideBusiness
management is summarized in the following:

1- Linking theoretical management concepts with the applied side.

2- The ability to perform all administrative tasks available during the
training period.

3- Develop creative, analytical, problem-solving and decision-
making skills in various situations.

4- Instilling a sense of individual responsibility in students.

5- Learn about the labor market and job opportunities available after
graduation.

6- Developing capabilities to integrate into the labor market after
graduation without facing difficulties.

7- Developing students' abilities to integrate into the work team and
training them to bear workloads in order to prepare students to
bear the burdens of jobs in the future.

8- Gain the skill of good use of modern technology.

9- Training the student on job discipline.

10- Develop oral and written communication skills with others.

The intended learning outcomes of the field training:

First: knowledge and understanding skills:
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By the end of the field training period, the trainee is expected to acquire
the following skills:

1- Remembers practical skills and experience gained in the business
environment.

Second: Cognitive skills:

By the end of the field training period, the trainee is expected to have the
ability to:

1- Applies knowledge and skills related to business management in the
work environment

2- Uses technological resources and methods to solve business
problems

Third: values

1- Demonstrates professional communication skills and leadership

traits.

2- Teamwork and time management is shown in the duration of their
training.

3- Displays continuous self-development and learning in the
workplace.

Training activitiesfield based on learning outcomes

1- Knowledge and understanding skill - Provide guidance, advice and
direction to students on work systems and procedures.

2- Cognitive skills - the student is given tasks to perform in the training
facility, also tasks related to the use of technological resources.

3- Values - Giving individual assignments, engaging in teamwork
within an effective team, training in effective communication, and
assigning a variety of tasks.

evaluation methodsDirect Learning Qutcomes in Field Training:

1- Knowledge and Understanding - Training Evaluation Report,
Review Debriefing.

2- Cognitive skills- evaluating performance in a given task and the
ability to use technological resources.
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3-Values - Involve students in individual assignments and group
workteam leadership, etc., engaging students in correspondence, direct
communication, written presentations and report writing.

evaluation methodslindirect Learning OQutcomes in Field Training:

The learning outcomes are measured by sending a questionnaire link
to the training agencies specifically to the field supervisor to measure
the learning outcomes and attributes of graduates of the business
administration program via the following link

indirect evaluation

Field training period:

Field training is one of the compulsory courses included in the study plan
of the A-level business administration programninth, ieThe fourth year of
the academic program after completionAll courses (112 credit hours). The
duration of this field experience is 36 days, 12 weeks in which the student
Is required to complete 96 hours.

Field training and positioning procedures:

First: Procedures related to the intended learning outcomes of the
field training.

1- Determine the intended learning outcomes of the internship as listed
in the internship course specification in Business Administration

2- Clarification and explanation of the intended learning outcomes for
the trainee students in the first meeting of the academic supervisor
with the students

3- The academic advisor was keen to encourage students to evaluate
the course through the questionnaire available on the Jouda
platform

4- A survey of supervisors' assessment of the value and quality of field
activities

Second: The procedures for determining locations and
conducting the training process include:

1- Preparing lists of graduate students and determining their needs for
courses and field training
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2- Selection of training supervisors by the department

3- Determine the training destination by the student according to the
standards of the business administration program

4- Providing the student with a letter of approval for field training from
the training authority.

5- Activate the means of communication between students, field
supervisors, and academic supervisors.

6- Continuous communication between the academic supervisor and
the student by informing the internal supervisor of the progress of the
training every week.

7- Writing the training report at the end of the training and submitting it
to the supervisor.

8- The training authority evaluates the student and sends grades to the
academic supervisor in complete confidentiality.

9- The academic supervisor decides the final grade for the student

Criteria for selecting training organizations:

1- The suitability of the training institution with the student’s
specialization.

2- The training body should be of high efficiency.

3- That the training organization has an excellent reputation

4- Diversity of specializations in the training institution, so that the
student can acquire various administrative skills.

5- Adaptation of the training body with the tendencies and
aspirations of the students.

6- The training site is close to the male and female students’
residence.

7- The training entity should have a clear training plan for training
students.

8- That the training body has the ability to appoint a supervisor for
each student, who is entrusted with the task of guiding and
guiding the student during the training period.
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9- The training institution that will train the students should contain
a suitable environment for the students.

The duties of the field supervisor in the training agencies

The field supervisor is the responsible person in the training entity,
so he must have experience and the ability to train and evaluate
students, and the ability to deal with problems facing training
students. The field supervisor's duties can be defined as follows:

1- Coordinating with the academic supervisor at the college to
determine the training plan in accordance with the objectives of
the training and the capabilities of the training entity.

2- Training students on administrative tasks.

3- Providing the appropriate environment for the trainees and
addressing the problems that the trainee may face.

4- Providing the trainees with all the information that will benefit
them in the training program and in the future.

5- Directing students to do some additional activities within the
training entity to provide them with more skills.

6- Allowing students to go to the university if necessary.

7- Fill out the direct form and send it to the academic supervisor.

8- Fill out the trainee's attendance and departure form.

9- Fill out the student trainee evaluation form.

10- Seal and deliver all forms to the academic supervisor in a
sealed envelope.

11- Fill out opinion questionnaires about field training, the value
and quality of field activities, and their knowledge of the
relationship of field experience activities to the program.

Duties of the Academic Supervisor

Academic supervisors undertake the following tasks:

1- Explain the goals and importance of field training to students.

2- Clarify the intended learning outcomes of the training as described
in the course specification.

3- Clarifying the time period for starting and ending training, writing the
report, and the deadline for delivery.
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4- Recommend the trainee students to integrate into the work team
and show good behavior.

5- Explain the steps for writing the final report.

6- Explanation of all training forms, whether the evaluation form or the
forms of employers.

7- Communicate with the training body to find out the progress of the
trainee, as well as urge the training body to fill out the questionnaire
for the training body.

8- Continuous communication and holding periodic meetings with
students to identify their problems or respond to inquiries related to
training.

9- Implementation of field visits as possible in terms of training.

10- Encourage the students to fill out the questionnaire for the course
and learning outcomes.

11- Follow up on reports sent by students or the training agency.

12- Evaluation of the final scientific report through evaluation
mechanisms and monitoring the grade the student deserves.

Field visits:

Field visits for field training students are carried out according to a specific
schedule for field visits to strengthen communication, supervision,
guidance and continuous follow-up. Usually visitthe firstZAfter a month
has passed since the start of the training, to see the conditions of the
trainees and to identify the difficulties and address them with the field
supervisor and the training destination. The visit form is filled out by the
field supervisor and handed over to the academic supervisor at the end of
the training period.

Also, the purpose of the field visits is to provide the trainee with moral
support, guidance and guidance, to clarify the administrative tasks that
must be carried out in the training entity, and to urge him to respect the
supervisors, job discipline, integration with the work team, show all his
functional capabilities, and learn about the development in the
administrative work.
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Duties of the student trainee:

1- Attending the introductory meeting held by the academic supervisors
to clarify the importance and objectives of the training.

2- Submit all training forms (training letter - evaluation form - attendance
and leave form) to the training authority or the direct supervisor of the
training program.

3- Commitment to working according to the training schedule.

4- Adhere to the rules of conduct and respect the laws of the employer.

5- Cooperate with the field supervisor at the training agency.

6- Exploiting the training period to develop his skills and experiences
through practical application in all its stages.

7- Continuous communication with the academic supervisor to provide
him with progress in the training, or to inquire or have a problem with
the training program.

8- Preparing the final report according to the specified form and
communicating with the supervisor to consult and review the report
before printing and discussing it.

9- Fill out the training program evaluation questionnaire (field training
course)

Rights and duties of trainee students:

The field training process, as previously mentioned, aims to develop the
student's skills in a way that gives him sufficient awareness of work
requirements and qualifies him to practice his specialization on sound
methodological bases and in a way that allows him to find a job opportunity
at the training site if he proves his competence and his performance gains
the satisfaction of the field supervisor and those in charge at the work site.
The student has rights and duties, including:

First: The rights of the trainee student:

1- Choose the field training course with the courses that are
commensurate with the student's study plan.

2- apologiesor deleteField training course at the time announced in the
university calendar.

3- Determine the appropriate training institution for the specialization.

4- Assign him to various administrative tasks within the training entity.
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5- Providing advice and guidance from supervisors to perform tasks in
the right ways.
6- Providing a computer desk for the trainee.

Second: Duties of the trainee student

1-

O-

Commitment to the regulations and smells of the university and
the scientific department, including what is mentioned in this
guide, as well as the laws.

Dealing flexibly and respectfully with field supervisors and all staff
at the training agency.

Not to be absent from academic lectures or semester exams at
the college on the specified dates.

Not to be absent from the training program and to notify the field
supervisor when absent, with an excuse to justify the absence.
Maintain confidentiality of information at the training site.

Paying attention to the implementation of all the tasks assigned
to him in the departments in which the training takes place.
Inform the academic supervisor of any difficulties encountered
during the training through the available means of
communication.

Preparing a final scientific report in accordance with the rules for
writing reports.

Thanking the training authority and the field supervisor upon
completion of the training period.

Changing the training destination:

The trainee student is not allowed to change the training organization
except after referring to the academic supervisor within a maximum period
of three weeks from the beginning of the semester, after which

coordination is made with another organization for training.

Steps and stages of field training:

Table No. (1):Steps and stages of field training:

Steps and stages of training the week

serial
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Choose the training entity that suits the
specialization and go to it to obtain approval
from the entity to train the student

the first

- Referto the field training unit in the college
to provide the student with a letter from the
college to the specified party. Attached is
the attendance and departure form and
the student evaluation form.

- Sign the student's acknowledgment of
commitment

the second

Submit a progress report to the academic
supervisor

the fourth

Submit the final report to the academic
supervisor

The tenth

Course Evaluation (Questionnaire)

eleventh
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How to evaluate the trainee student:

The student is evaluated at the end of the training period according to the

following:

Table No. (2) Evaluation Procedures

responsible party

required forms

evaluation phase
procedures

Training entity

Trainee evaluation
form from the training
unit

Attendance form

1- The student 5
evaluated during the
training period by the
training authority by
filling out the relevant
form and handing it
over to the academic
supervisor in a sealed
envelope at the end of
the training period

Academic supervisor

Field visit form

2- The academic
supervisor follows up
the students through
field visits to ensure
that the  training
objectives are
achieved.

requester

Final report form

3The student submits the
training report to the
academic supervisor
according to the report
preparation form

discussion
committee

Final
evaluation form

report

4The student 5
discussed according to
the report submitted by
the student, and a
discussion committee
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can be formed whose
members are nominated
by the department

requester

Student evaluation
guestionnaire for the
training program

5The training program
evaluation questionnaire
is filled out

Academic supervisor

Course file and

course report

6Preparing the course file
for field training from the
field supervisors and
handing it over to the
Faculty of Development
and Quality Unit

Academic supervisor
and field training unit

Student field training
file

7Maintaining the field
training file for each
student, including
evaluation forms and

other relevant forms, as
well as periodic and final
reports

Mechanism for distributing field training grades

Field training scores are distributed as follows

Table No. (3) Mechanism for distributing grades

Class clause
70 degrees Evaluation of the academic supervisor of the
training program
30 degrees Evaluation of the field supervisor on the training

program

Elements of writing a field report:
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The student must take into account the following when writing the
field report:

1- Do not use colored papers or pictures (not related to the subject of
the report) when printing the report.

2- Thanks and appreciation to the training body and the field
supervisor. Also, thanks are extended to the academic supervisor
who supervised the field training program.

3- Place the name of the training organization on the cover page.

4- Introduction to the report - a general idea of the training
organization, its establishment, nature of activity, objectives and
organizational structure.

5- The start and end date of the training period and the actual number
of hoursMentioning the reasons that prompted the student to
choose the training institution.

6- The departments and departments in which the student was trained,
explaining the nature of the work performed in each department and
a description of each task that the trainee accomplished.

7- Comparison between practical training and theoretical study.

8- Monitor all practical experiences gained during the training period

9- The devices and programs used by the trainee during the training
period and clarifying their functions in administrative work and their
contribution tosTell his experiences.

10-The summary of the report includes the extent to which the student
has benefited from the training program and the addition of any
suggestions he wishes to add. (findings and recommendations)

11-Report Appendices - Attach photos or models at the end of the
report

12-After completing the review, the report was submittedTwo copies
(electronic - tributary)-And a hard copyTo the academic supervisor
in preparation for the discussion.

13-Preparing a presentation prepared from the content of the report and
submitting it for discussion.

Specifications of the format of the paper when writing the report

1- Print on paperA4 vertical
2- font sizel4to text—16 for addresses
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3- Font typeArabic Transportent

4- Space between lines1.5 cm

5- Page numbering (appendices are alphabetically numbered)
6- Margins2.5poison

7- Font size in the margins10 cm

8- Minimum reportl5page and top20page.

Display specifications:

1- Font size and title- 32
2- The presentation consists of 15 slideslt should include the contents
of the report in brief.
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Appendix(1) Cover of the report

College of Business Administration
Business Administration Department
The final report of field training in business administration
student preparation/..............ccccceeieiieeeeiiinnnnnn.
University ID ......coooeeiiiie

Supplementary program for obtaining a Bachelor's degree in Business
Administration

training place..........ooooiiiiii
Field supervisor............ccccooevvviinne.n.
supervisor anoacademicC............cceeeeeveeivvnieeeenennnn,

AcademiC year ........ccooeevvieiiiiiieeeeeceee e
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Appendix (2): Evaluation form for the trainee

Confidential and sent in a sealed envelope sealed in the name of the academic
supervisor
Name of the trainee: University number:
Semester: Academic year:
Training Authority: Department:
Academic supervisor:

Degree due Distribution | Statement/behavior during the training period
of grades
5 Commitment to working hours during the training
period.
5 AltzaMRules of conduct during training such as | 2
commitment to etiquette, respect others. b=
5 Cooperate with those in charge of the training process. | @
5 Desire to enjoy, collect and teach. g’
25 Total scores =
o
grades due Distribution | Statement / performance during the training period ;
of grades =
5 Seeking to benefit from the expertise available in the 3
training entity. —
5 Accuracy in carrying out job tasks during training. 8
5 Seeking advice and the ability to discuss. -
5 The ability to perform the tasks assigned to it. 2
5 The speed of adaptation to an environment (working | {1
with the team - respecting organizational
relationships).
25 Total scores
50 total summation
Training Supervisor / Name Signature: Seal
Degree due Distribution of | Student report statement/calendar s_
grades 23
10 Report preparation methodology 2 'g
10 Obijective integration of| & S
partsandand contents of the report | © '¢
10 The relation of the report to the 33
nature and work environment of the | (T §
training entity.

(1988)u.gn dalul disgeuddl duell dlaall
966-17-125777T:guslé 966-17-7257700.4ila
KINGDOM OF SAUDI ARABIA, Al-Baha PO Box(1988)

Tel:966-17-7257700 Fax:966-17-7257777
&= contact@bu.edu.sa W @BahaUniversity

{# bu.edu.sa



10 The link  between  scientific
application and theoretical study.

10 Student discussion style in the
content of the report.

20 Total scores

Academic Supervisor/NameThe signature

Appendix (3) (Proposal) Assessment of the trainee student according to the field
training report

Evaluation of the
academic supervisor
(25 marks)

Field

supervisor

evaluation (25 marks)

Course
outcomes

learning

program
learning
outcomes (code)

(1.1) Recalls practical
skills and experience
gained in the business
environment.

P1

(1.2)Applies
knowledge
skills  related
business
management in the
work environment

and
to

M2

(3.2)Uses
technological
resources and
methods to solve
business problems

M3

(1.3)Demonstrates
professional
communication
skills and leadership
traits.

Q1
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- - (2.3)Teamwork and Q2
time management is
shown in the
duration of their
training.

e — /15 (3.3)Displays Q3
continuous self-
development  and
learning in  the
workplace.

- Total marks

Appendix (4): Approval form of the training entity / student training dates

STUAENT NAMIE & oo eeeeees

The approval of the training authority

The name of the person in
charge of the training

telephone

fax

E-mail
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Student training dates
Thursday | Wednesday Tuesday Monday Sunday
Signature of the official of the training body, the seal of the body
(‘:'l_lpg_O_u_l | d .‘.!J-'Q—“H <n|ﬁr’n|| -
KINGDOM OF SAUDI ARABIA B

MINISTRY OF EDUCATION puleill &)ljg
AL-BAHA UNIVERSITY dalyll deola

Appendix (5): Student declaration form

e
Jlocll gjlol a5 )
Faculty of Business Administration
Al-Baha University 6olJlacols

Please fill in the ""Basic Data'" and sign the Declaration of Undertaking

Personal data
phone number the name
Mobile number University 1D
E-mail Civil Registry
Important note: Attach a copy of the ID card and the study schedule
region and marital status
housing location City
The student’s District
academic status
educational level

BU



school year Educational level
Specialization the college
scientific Quialification
department

Training entity

Acknowledgment of commitment
I acknowledge that | am the StUdent ...........c.cooveiiii it e My
data above is indicated that all written data are correct and | bear the responsibility for
the incorrectness of the statementTmine.
+»» Please read the rules requlating behavior and perseverance for the student
during the training period shown below and sign the pledge declaration:

Rules regulating the behavior and perseverance of the student during the

training period

1. The student’'s commitment to the work instructions and regulations of the
training entity.

2. Spend the specified training period during working hours so that you are
not killedtoabout 96 hours.

3. Do whatever yuk dotoTo him / her in terms of work and cooperation with
those in charge of the training process, and the ability to perform the
tasks assigned to it and respond to those responsible for training and
implement instructions accurately.

4. Demonstrate good conduct and behavior with those in charge of the
training process.

5. Adhere to modest clothing. for female students

Not misusing the public property of the training entity.

7. The student collects information for the purpose of scientific research
only to determine the problem of the research project, selects appropriate
data for its subject, and uses it in analysis and drawing conclusions to
write the final report of the training project report.

o

Acknowledgment of commitment

I declare that I am the StUAENT ..o e to be
keen to abide by all of the above-mentioned rules of behavior and perseverance
during the training period and to take responsibility for what is taken against me
in the event of non-compliance with the rules of the training entity

Student’s SigNALUIe .c.evvvvineiieiineiieiieeiieiieeineieenann

Appendix (6):Linedadtraining

We thank and appreciate your Excellency for accepting to give our
students the opportunity to trainjPractical B as a requirement for the
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bachelor's degree course (training) for a period of (96) hours, with the aim
of linking the theoretical aspect with the practical and applied reality. We
would also like your Excellency to limit the field of the student to the
following topics:
1- Training the student to adapt and adhere to the duties, etiquette and
behaviors of dealing with the work environment and practical reality.
2- Assigning the student to various administrative tasks such as (data
entry, preparation of reports, education on the methods and
methods of the training entity with how to sequence the
procedures...etc.)
3- Assisting the trainee on how to perform the work entrusted to her.
4- Putting the trainee in her field of specialization to benefit and enable
her to practice most of the various administrative works that are
consistent with the nature of the department in which she is trained
and to hold her as part of the responsibility.
5- Inform the academic supervisor of any observations and actions of
the trainee, and record this in evaluation form No. (5).

Accordingly, we hope that your Excellency will kindly at the end of the
training period approve those who are required to fill out the attached
form by the training supervisor (only), which focuses on evaluating the
student’s performance at the practical training site, Form No. (5) and
placing the appropriate grade in a closed and sealed secret envelope
with The student and directed on behalf of the student’s academic
supervisor.

Thank you for your cooperation ,,,

And accept abundant greetings and appreciation

[2927P age
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Appendix 7: (Proposed) Form for field visits for academic
supervisors to training institutions

Semester: ..o, Academic year: ......cccccccceiieeeeeennnnnnn.

First: The field visit form is filled out by the field supervisor at the
training agency:

Notes the Dismissal | the Attendance | the today M
signature | time signature | time date

1

2

3

Second: Training entity data:

The name of the
training
organization

Training
headquarters

Field supervisor
name

functional

the date

the signhature

Third: General data for academic supervisors

The name of the
academic
supervisor

functional

contact number

(1988)ur.p-daldl diagewll dyjell élaall
966-17-7257177yusla 966-17-7257700. aila
KINGDOM DF SAUDI ARABIA, Al-Baha PO.Box(1988)
Tel966-17-7257100  Fax:966-17-7257777

&= contact@bu.edusa W @Bahalniversity
&t buedusa




E-mail

the date

the signature

Please, after filling out the form, it will be stamped by the training authority and
delivered to the academic supervisor in the college

[2929P age
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ABSTRACT

The Department of Business Administration at Al-Baha University is pleased to
present this guide for field training students, as field training is a mechanism for
introducing students to the labor market and its requirements and refining their
skills in analysis, thinking, problem-solving, and decision-making in the face of
all situations.

The guide also includes the business administration department's mission,
objectives, and field training objectives.

In addition, this guide includes the attributes of graduates of the Department of
Business Administration and the intended learning outcomes of field training, in
addition to field training procedures, location determination, and criteria for
selecting training agencies.

The guide refers to the tasks of the field supervisor, the academic supervisor, field
visits, and the job of the trainee student. Also, the rights and duties of student
trainees.

The guide also explains the mechanism for changing the training organization
and the elements of writing a field report. Finally, the specification of the format
of the paper when writing the report.

In conclusion, we hope that the report will provide an answer to all the students'
questions, who are the foundation of the future.
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Program Goals:
I: Provide students with the knowledge and basic
research skills

Il: Promote scientific research and professional

development for the faculty

lll: Build a sustainable community development.

Graduate Attributes

Disciplinary Knowledge
Analytical reasoning
Teamwork & Independence
Effective Communication
Information Management & ICT
Social Responsibility.

Program learning Outcomes

Knowledge and Understanding

K1: Define concepts and theories of business administration.
K2: State the roles, functions, and processes of business administration.
K3: Describe the contemporary environmental factors that influence business performance.

Skills
S1: Apply tools and techniques for practices in business organizations.

S2: Analyze the process of strategic decision making in a changing environment.
S3: Utilize the appropriate information, communication technologies, and numerical
techniques in solving business problems.

Values

V1: Implement effective leadership, and communication skills.
V2: Integrate time management and teamwork.

V3: Demonstrate the capabilities of continuous self-improve
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