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In alignment with the strategic objectives of King Abdulaziz University—particularly those aimed at 

enhancing teaching, learning, and educational services to improve the efficiency of educational 

outcomes, while fostering an environment that supports creativity and innovation—the Vice Deanship of 
the Faculty of Environmental Design and Planning, represented by the Training Unit, has prepared this 

guide to organize the training process for the college’s students.
This guide outlines the details of the training system, its procedures, and the associated timeline. It has 

been developed with the understanding that the summer semester serves as the primary period during 

which students in the various academic departments undertake their training, in accordance with their 
study plans. At the same time, recognizing that some students facing academic difficulties may 

occasionally be required to complete their training during the fall or spring semesters, this guide also 
addresses such cases.

Introduction
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Accordingly, student training procedures in the college are categorized into three types 

as follows:

1.Training procedures during the summer semester.

2.Training procedures during the first semester.

3.Training procedures during the second semester.

The need to develop this guide became evident following the implementation of the current curriculum 

plan, introduced at the beginning of the academic year 2015 for undergraduate students. This plan 

included the addition of two newly established courses, Field Training (1) and Field Training (2), across 

all academic departments.



The new training system is distinguished by the following features:

1. Clear definition of student training stages, along with fixed and publicly announced timelines for all 

stakeholders (students, academic supervisors, and college administration).

2. Clear allocation of responsibilities among the different stakeholders.

3. Direct linkage of the training process with the two academic courses (Field Training 1 and Field 
Training 2), in accordance with each department’s curriculum plan.

4. Replacement of most paper-based forms with electronic forms, as a step toward fully digitizing all 

forms in the near future (100%).

5. Electronic archiving of all files, records, and data.

6. Increased speed, efficiency, and facilitation in carrying out assigned responsibilities across 

stakeholders.

7. Reduced the likelihood of errors, overlaps, and conflicts in tasks and responsibilities.

8. Organized scheduling of field visits conducted by academic supervisors to evaluate student 

performance during training.

College of Architecture and Planning
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Given the variations in the academic plans of the college’s departments regarding the timing of 

registering the two courses (before field training or following it), it became necessary for the Training 

Unit to adjust the training procedures so as to align with the study plans of all departments. In 
addition, the two academic courses (Field Training 1 and Field Training 2), which are administered by 

the departments, were linked with the outcomes of the field training program organized and 
supervised by the Training Unit, thereby providing essential support to the academic departments in 

the implementation of their assigned study plans.



Note 

The responsibilities and tasks of the Training Unit are focused solely on 

supervising the management of the practical field component. The unit monitors 

and evaluates the student’s performance on the assigned tasks and activities 

throughout the training period. Subsequently, the evaluation results are recorded 

and sent to the academic departments for documentation in accordance with the 

course description of the field training program specific to each department.
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Training Unit Definition

Field training for students offers an opportunity to apply the academic knowledge they've gained in 

their specialized area to real-world professional environments. This practical experience, carried out at a 

department-approved institution, helps students develop hands-on skills, technical abilities, and field 
expertise relevant to their discipline. Through this process, students improve their professional conduct 

and gain new insights by connecting theoretical knowledge with practical application.
The Training Unit within the Faculty of Environmental Design and Planning acts as a supportive body for 

the academic departments regarding student training. It organizes field training, facilitates communication 

between training sites, students, academic departments, and supervisors, and ensures that the objectives 
of field training are met to maximize the expected benefits.

Therefore, students should carefully select their training sites, adhere to professional and behavioral 
standards during their training, and follow the observations and guidance provided by academic 

supervisors—faculty members of the department—while respecting the instructions of the Training Unit.

This guide serves as a comprehensive resource for students participating in training and for all 
stakeholders involved in the field training process. It reflects the results of a continuous development cycle 

conducted by the Training Unit supervisors over four years, involving careful planning and ongoing review. 
The guide aims to support the Training Unit's institutional efforts and to provide students and stakeholders 

with a clear understanding of the training stages, thus enabling smoother and more effective field training 

procedures and tasks.
We pray to Allah Almighty that this guide helps fulfill the university’s mission, vision, and long-term goals 

for the future of the nation, and that it assists our students in achieving their growth and contributing to the 
development of this generous country.

Head of the Training Unit

Eng. Jamal bin Hussein Qudah
College of Architecture and Planning
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Requirements for Summer Semester Training:

1. For the first training period, the student must have successfully completed Level 1 (200) courses.

2. For the second training period, the student must have successfully completed the first training period.

3. The first and second training periods must be conducted at two different training sites.

4. During the summer semester, students must not combine field training with their coursework. An exception 
is allowed for registering a course specifically designated for field training (if available), in addition to one 

academic course only (which may begin after 4:00 PM), with prior approval from the training site.

5. Attendance at the guidance meeting provided by the Training Unit is mandatory for the first training period.

6. The training site must be approved and endorsed by the student’s academic department.

7. Students may not conduct training at a site where there is a family relationship up to the fourth degree.

Requirements for First and Second Semester Training:

1. For the first training period, the student must have successfully completed Level 1 (200) courses.

2. For the second training period, the student must have successfully completed the first training period.
3. The first and second training periods must be conducted at two different training sites.

4. During the semester, students must not combine field training with their coursework. An exception is 

allowed for registering a course specifically designated for field training (if available), in addition to one 

academic course only (which may begin after 4:00 PM), with prior approval from the training site.

5. A written approval plan must be obtained from the head of the academic department, endorsed by the 
training unit, and one faculty member must be assigned as an academic supervisor to monitor and visit the 

student during the training period.

6. Students may not conduct training at a site where there is a family relationship up to the fourth degree.

Field Training Requirements
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The Training Unit, in coordination with the academic departments, updates the list of training sites 

on an annual basis. This list is issued in the form of official tables, enabling students to select their 

preferred training site. Once a student has made a selection, they must obtain a guidance plan issued 

by the Training Unit in the faculty.

Students may also submit proposals to their academic department for training sites not listed in the 

official table. Such proposals require the department’s approval and coordination with the Training 

Unit.

After finalizing and approving the training sites, the Training Unit announces them on the faculty ’s 

notice boards and the Training Unit’s display screens, informing students of the available options for 

field training.

Training Sites
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Training Stages During the Summer Semester

Stage One: Approval of Training Sites

Duration: Begins in Week (4) and extends until its end during the second semester, lasting one (1) week.
The Vice Dean’s Office requests that all academic departments provide updated lists of approved training sites for 

their students. The Training Unit then announces these approved sites through its official announcement boards.

Stage Two: Orientation Meeting for Training Students
Duration: Begins in Week (5) and extends until its end during the second semester, lasting one (1) week.

The Training Unit organizes a two-hour orientation session for students planning to undergo training in the summer 
semester. The session is held twice: once on Sunday at the beginning of Week (5), and again on Thursday at the end 

of Week (5).

Each student is required to attend only one of the two sessions.

Topics covered in the orientation session include:

.1. Importance of training.

2. The registration process and obtaining acceptance from the training site.

3. Official training forms are available on the Training Unit ’s webpage.

4. Academic and practical requirements during the training period.

5. Roles of the academic supervisor from the college and the direct supervisor from the training site.

6.Guidelines for writing the training report.

7. Mechanisms of training evaluation.

8. Professional ethics, conduct, and workplace behavior.

9. Risk prevention and adherence to safety procedures during field training

Note: Attendance at this session is mandatory for students enrolled in the first training and optional for those 

enrolled in the second training.



Third stage: Registration of students for field training

Duration: Starts from week (5) and extends until the end of week (11) of the second

semester, for a total of (7) weeks.

The Training Unit announces the start of registration for the summer training during the fifth 
week of the second semester, in conjunction with the previous stage (the student training orientation 

meeting). The announcement includes a link for electronic registration via a page containing the 
basic information required to issue the guidance letter, such as student name, university number, 

training institution, training level, specialization.

Note: The student is fully responsible for the accuracy of the information he/she has recorded at 

this stage. If it is found to be inaccurate, the student's  training is subject to cancellation.

Stage Four: Issuing Guidance Letters

Duration: Begins from week (10) and extends until the end of week (14) of the second

semester, a total of (5) weeks.

The guidance letter is considered an official document introducing the training institution to the 

student and his/her desire to train with it. This letter is in accordance with Form No. 1901-012910 
and based on the information the student entered v ia the online registration link. The student must 

visi t the training uni t in person to obtain a printed copy of the letter of guidance. The student is  
entitled to obtain more than one letter of guidance from different enti ties to seek acceptance.

Note: The letter of guidance is considered approved only after i t is signed, stamped,

and official ly issued by the college. 1 Furthermore, no other letter of guidance will be 

issued. Guidance error after week (11) according to what was mentioned in the previous

stage (the third stage: registering students for field training 1).

College of Architecture and Planning
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Fifth stage: Submitting training acceptance letters to Training Unit 1.

Duration: Starting from week (10) and extending until the end of week (15) of the second 

semester, for a period of (6) weeks.

At this stage, the student must submit a letter of approval from the training institution for his 

training, specifying the initial training program by completing (Form No. 1910-012910) and 

having it signed and stamped by the training institution.

Note: The training unit will not receive any acceptance letters after week 1 (15).

Sixth stage: Settling students and institutions with academic supervisors.

Duration: Begins from week (16) and extends Until the end of the (18)th week of the second 

semester, for a period of (3) weeks.

After determining the final number of students wishing to train, the college agency 

coordinates with the academic departments regarding the required number of faculty 

members to academically supervise the students during their training. The training unit at the 

college agency then sends detailed information about the trainee students to the academic 

supervisors via university email.
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Stage Seven: Commencement of Training at the Training Site

Duration: Begins at the start of Week (1) and continues for only (3) days within the same 

week of the summer semester.

In this stage, the student officially commences training from the first day at the assigned 

training site. Upon reporting, the student must complete the Commencement Form (Form 

No. 1902 – 012910) and immediately send it—signed and stamped by the training site—to 

the Training Unit’s email: AP-TRAINING@KAU.EDU.SA

. The Training Unit will then forward the commencement confirmation to the student’s 

designated academic supervisor to begin the processes of supervision, follow-up, and 

field visits.

Note: Unjustified delays in sending the Commencement Form to the Training Unit within 

the first two days of training may result in the cancellation of the student’s training.

Stage Eight: Academic Supervision, Follow-up, and Field Visit Reports

Duration: From the beginning of the summer semester until its end, over a period of (8) 

weeks.

To facilitate and accelerate data collection and entry by the academic supervisors, an 

electronic form has been developed to replace the paper-based Form No. 1907 – 012910

designated for field visits. This electronic form is sent to the academic supervisor by the 

Training Unit.

The Field Visit Report Form includes evaluations of the students’ performance during the 

training period. These reports are submitted according to the following schedule:

•First Report: Submitted at the end of Week 3 of the summer semester.

•Second Report: Submitted at the end of Week 5 of the summer semester.

•Third Report: Submitted at the end of Week 7 of the summer semester.

Note: If required, academic supervisors may be requested to attend a meeting with the 

Vice Dean of the faculty, represented by the Head of the Training Unit.

mailto:AP-TRAINING@KAU.EDU.SA
mailto:AP-TRAINING@KAU.EDU.SA
mailto:AP-TRAINING@KAU.EDU.SA
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Stage Nine: Submission of the Training Report and Attachments to the Training Unit

Duration: From Week (1) until the end of Week (2) of the first semester, covering a total of (2) weeks.

The student must submit the training report and its attachments to the Training Unit after ensuring that it 

has been prepared according to the required specifications (see Section 8 in this guide). The submission 

process is as follows:

1.Manual Submission to the Training Unit:

1. The evaluation form completed and signed by the training organization’s supervisor, enclosed 

in a sealed and stamped confidential envelope.

2.Electronic Submission via a designated link (to be announced in due time):

1. The training report in PDF format (file size not exceeding 10 MB).

2. The student’s logbook in PDF format (file size not exceeding 5 MB).

For academic departments that have adopted course registration for training after the completion of 

students’ field training, the Training Unit will forward the field training evaluations directly to these 

departments after the completion of the training, to enable them to finalize the remaining assessments.

Stage Ten: Uploading Training Reports and Attachments to Academic Departments for 

Evaluation

Period: Starting from Week (3) of the first semester, lasting (1) week.

The Training Unit will create a shared electronic folder for academic supervisors to store 

students’ training reports and attachments, organized according to 

department/supervisor/student. Academic supervisors will be notified by email of this stage. The    

shared folder will contain:

1. The student’s training report.

2. The student’s logbook.

3. The evaluation form completed by the training organization’s supervisor.



Stage Eleven: Receiving the Results of Report Evaluation from the Academic Supervisors

Duration: Starts from week (3) and extends until the end of week (5) of the first semester, with 

a duration of (3) weeks, concurrently with Stage Ten.

After notifying the academic supervisor of the creation of participation files via e-mail, the 

academic supervisor accesses the participation file, reviews the reports and their 

attachments, and evaluates them using Form No. (1908–012910). To accelerate obtaining the 

data and facilitate its entry by the academic supervisor, an electronic form has been 

developed as an alternative to the paper form No. (1908–012910), designated for evaluating 

the reports and their attachments (the link to the form will be sent in due course).

Note: In case there are remarks from the academic supervisor on the student ’s report, it is 

possible to communicate with the student to make the required modification within three days 

at most.

Stage Twelve: Sending the Final Results to the Scientific Departments

Duration: During week (6) of the first semester, with a duration of (1) week.

College of Architecture and Planning
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Timeline of the Training Process 

Stages for Students During the 

Summer Semester
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Training Phases During the First or Second Semester 

(Exception)

All study plans in the college's academic departments aim to train students 

during the summer semester and allow them to devote their full time to the 

training. However, some students may encounter difficulties in following the 

study plan for various reasons. Therefore, they are permitted to train during the 

first or second semester, as the training phases do not differ significantly from 

those followed during the summer semester.

The following table outlines the training phases during the first or second 

semester. Students and those involved are required to follow the specified 

phases and dates in the table to activate the student's training.
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Student Training Evaluation Items in the Training Unit

The Training Unit monitors the evaluation of student field training according to 

the following items:

1. Field visit reports

2. Training supervisor report

3. Training report

The evaluation results for these items are submitted to the academic 

departments as percentages to facilitate their calculation, in accordance with the 

approved method for distributing the grades for Training Courses 1 and 2 in 

each department. Scientific.D.

Means of communication between the training unit and those concerned with 

training

The primary means of communication between the training unit and those 

concerned (student, academic supervisor, training institution) is the official email 

address of all parties. We note here the importance of activating and using the 

student's official university email address, noting that the training unit's email 

address is:

AP-TRAINING@KAU.EDU.SA

College of Architecture and Planning

23



How to Prepare a Tra ini ng Report

Th e pu rp os e  o f w ri ti n g a tr ain ing  r ep or t is  to  h igh l igh t an d do c um en t wha t th e 
s tu de n t ha s lea rn ed  d ur ing  t he i r  tr ain in g  p er io d . The  c o ll e ge  d e pa rt me nt s w i l l 

e va lua te  t h e t ra inin g re po rt s  a cc o rd ing  t o th e sp e cia l iz a tio n.  T he  s tu d en t sh ou ld 

t ak e c ar e in  w r i ti n g his  re p or t,  w ri t i ng  i t  i n  c or re ct  l a ng ua g e an d an  e xp re s siv e  

s ty le,  a n d av oid ing  p ro l i xi t y  an d  t he  in clu sio n of  m at er ial  ta ke n  f ro m r ef er en c es  

a nd  re p or ts  u s ed  d ur in g  t he  t ra inin g.  Th e s tu de nt  s h ou ld fi l l  o ut  t he  “Tr ain ee  D ia ry  
Fo rm  - N o.  1 90 5 - 0 12 91 0 ”  d ai l y  d ur in g  t he  t ra inin g a n d ha ve  i t  a pp ro v ed  a t th e 

e nd  o f th e w ee k by  th e di re c t su p er vi s or  a t th e tr ain ing  in st i tu t i on . (A  s u ff i c ie n t 

n um be r o f  c op ies  o f  th i s  f or m m us t  b e ph ot oc o pie d – 8  c op ies . )  T he  s tu d en t mu st  

a ls o  p re se n t t h e dia ry  f or m t o  t he  a ca de mic  s u pe rv is or  (a  f ac u l ty  m em be r fr om  t he  

c ol le ge ) du rin g his /h er  s up e rv iso ry  v i s i ts  t o  th e  s tu de n t at  h i s/ he r tr ain ing  
loc a tio n.

Th e tr ain ing  r ep or t i nc lud es  a d e ta i l ed  e xp lan at io n o f  t he  s tu de n t ’s  n ot es  an d 
o bs er v at ion s re c ord e d in  t h e tra inin g  dia ry  f o rms .  Th e s tu de nt  m ay  c o ns u lt  h i s /h er  

a ca de mic  a d vis or  i f  h e/ s he  e nc ou n te rs  d i ff i cu l ty  i n w r i ti n g th e re po rt . 1  Th e 

s tu de n t sh ou ld re ad  a nd  f ol l o w  t he  in st ru c tio ns  p ro v ide d he re  c ar ef ul l y .

College of Architecture and Planning
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Report Writing

• Each student must write a report on the 

training they have completed in their own 

language and style. It is not appropriate to 

rely on anyone else for this.

• The student must submit the original copy 

of the report, written in clear handwriting, 

preferably using a word processing 

program.

• The report must be submitted in a digital 

copy (PDF) format, and uploaded, along 

with its attachments, to the link announced 

by the training unit.

• The report can be written The report must 

be written in either Arabic or English on A4 

white paper.

• The main body of the report (excluding 

appendices and diaries) must not be less 

than 3,000 words.

• . Line spacing must be set to 1.15 in Arabic 

and 2 in English.

• If a term is written in a language other than 

the main language of the report, it must be 

enclosed in brackets or quotation marks.

Font type and size:

• Font type for the report written in Arabic:

(Arabic Typesetting)

• Font size: (14) for the text and subtopics

(16) for the main topics

• Font type for the report written in English:

(Times New Roman)

• Font size: (12) for the text and subtopics

(14) for the main topics

• Margins on the report pages should be 

observed as follows: 1 x 1 (25) mm from the 

top and bottom of the page

• (40) mm from the right Page 25 (mm) if the 

report is written in Arabic, and vice versa if 

the report is written in English.

Drawings and Images :

The report should be enriched with illustrations, 

graphs, engineering drawings, and images as 

much as possible, taking into account numbering 

and writing comments below them. The text of 

the report should also be linked to these 

drawings and images, and the type of student's 

contribution to the work included in them should 

be specified (any drawing or image not related to 

the text can be omitted).
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Note: Dear student... The training report is an individual piece of work that represents the extent to 

which you have benefited from the training. Make sure to write it and pay attention to it. If you have 

more than one colleague with you in the same training institution, you should ensure that each 
colleague drafts their report, creates their drawings, and takes their photos completely independently.

Report Contents:

- Cover Page: This includes the following information: 

Student name, number, specialization, level of training (first 
or second), training period (from date to date), and training 

institution.
- Table of Contents: This is a list of the main and 

subheadings as they appear in the body of the report. The 

page number is written next to each heading.
- Table of Contents (Figures and/or Tables): This is a list of 

the figures and/or tables presented in The report should be 
arranged in the proper order in the body of the report, 

according to the sequence of pages. The list of figures and 

the list of tables should be separate.
- Introduction: This contains a brief description of the 

institution where the student is training and the nature and 
type of training he/she underwent. It also includes a brief 

overview of the report's contents.

- General Presentation: This contains the most important 
part of the report, as it includes details of the actual training 

that the student witnessed or practiced. The student 
explains These details are divided into several sections, 

depending on the nature of the training program that he 

conducted. He also chooses appropriate main and sub-
headings for each section.

- Conclusion: This contains a summary of the skills, 
experiences, and knowledge gained during the training 

period. It may include the participant's observations and 

opinions about the training.

- Summary: This contains a summary of the report's content 

and the most important benefits gained. It also clarifies the 
personal opinion of the trainee and his evaluation of the 

training body.

- Appendices: This part of the report includes all the 

information supporting the body of the report, illustrative 

maps, and additional data that the reader of the report can 
refer to when needed. It is usually found at the end of the 

report, and includes detailed and necessary information 

about some of the report's contents.

- References: It is necessary to take into account academic 

integrity in transmission and to avoid plagiarism by following 
Academic documentation methods for references for all non-

student work. It is recommended to use specialized 

programs for formatting and storing references (e.g., 

Refworks, Zotero, MS-Word Reference Management).

Report Submission and Evaluation:
- The student submits the report to the training unit according 

to the timetable for the ninth stage, as stated in this 

document.



Academic Supervision During the Training Period :

Academic departments assign a number of faculty members to 

undertake academic supervision of trainee students during the 

training period, commensurate with the number of trainees. The 

role of the supervising faculty member is to support, monitor, 

and evaluate the training process, including the following:

Periodic monitoring of the trainee student at his training location 

to ensure the availability of the necessary requirements and 

environment. Suitable for the region for successful training.

Communicate with the training supervisor and monitor the 

trainee's progress and seriousness.

Support the trainee during the training period to ensure they 

benefit from the training program , and provide guidance and 

assistance when necessary.

Submit the "Periodic Electronic Report of Supervision and Field 

Follow-up of the Trainee" after each of the three visits to each 

student during the training period and send it to the unit. 

Training according to the timetable shown in items 3 and 4.
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Academic supervision and field follow-up of student training and evaluation of reports and their attachments

Correcting training reports and their 

attachments

The training unit transfers students' training 

reports and their attachments to academic 
supervisors for correction and evaluation. The 

academic supervisors then upload the 
evaluation and marking results to the training 

unit via an electronic link (sent in a timely 

manner) according to the timetable specified in 
clauses 3 and 1.4.

If there are any comments on the report, the 

academic supervisor can contact the student to 

amend the report according to the comments. 
The academic supervisor then provides the 

training unit with the amended final training 
report. 1



The training institution's supervision of the student and its implementation of the student's training program 

are two important factors in obtaining the desired field experience. The training program is expected to 

include tasks performed by the student according to their academic specialization. The College Agency, 

represented by the Training Unit, hopes that training bodies will focus on the following aspects during 

training:

1. Developing students' personal skills through practical application. 2. Training students to work within 

groups and practice regular attendance and discipline. 3. Linking theoretical studies and sciences with 

practical reality. 4. Introducing students to some engineering, technical, and professional skills. 5. It is 

preferable to focus on office work and design in the first field training. Site supervision work may be 

postponed to the second training session, in accordance with the nature of the specialization, the training 

plan of the training entity, and the areas of expertise of its staff. 6. Training the student to prepare and write 

reports

At the end of the training period, the direct supervisor of the student's training at the training entity evaluates 

the student's performance out of (100) points, with (20) points for each of the following criteria: 1.

- The student's interest in the training and the extent of Enthusiasm for work - 1- Student cooperation with 

others in the workplace

- Productivity and quality of assigned work

- Punctuality in attendance and departure

- Overall grade of student performance during training

The student's training supervisor evaluates the student's performance by completing the "Direct Supervisor 

Evaluation at the Training Entity" form, No. D1906 - (012910D), which can be obtained from the college's 

training unit page. After evaluating the student's performance, the student's report is sent to the Email form 

to Training Unit 1:

AP-TRAINING@KAU.EDU.SA

Supervision and Evaluation of the Student by the Training Institution
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Responsib i li t ies  of the Student Tra inee Dur ing the 

Training Period

College of Architecture and Planning

29

Field training provides the student with the opportunity to experience professional life under 

the supervision of specialists at the training entity and the follow-up of their academic 

supervisor. To maximize the benefit from the training, the student trainee must be aware of the 

responsibilities and tasks assigned to them during the training, including:

Adherence to the training system, procedures, and forms set by the college's agency, 

represented by the training unit.

Adherence to the rules and regulations of the training entity.

Regular attendance at official working hours. In the event of any emergency or necessity 

requiring lateness or absence, the direct supervisor at the training entity must be notified, and 

the academic supervisor assigned by the college must then be notified. Absence should not 

exceed five days during the entire training period.

Adhere to professional ethics and morals in general appearance, workplace attire, and good 

behavior.

Follow safety instructions for on-site supervision.

Implement the daily schedule and all assigned tasks and activities, applying and developing 

the knowledge and skills learned at the college.

Build a good working relationship with the training organization, leaving a positive impression 

and reputation among the students of the College of Architecture and Planning and King 

Abdulaziz University.

Maintain the reputation and confidentiality of the training organization's projects, which has 

kindly given him the opportunity to benefit from its expertise



Frequently Asked Questions
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1- C an  a st ude nt  c han ge  th ei r  tra in ing  pr ov id er af ter  s tar ti ng ? H o w is  t hi s do ne?

Yes , bu t o nl y if  n ec es sa ry , f or a r eas on  re late d to a p ro blem wi t h t he  tr aining  p rov ider  i ts el f,  

no t due  t o t he  st ud en t's  n egl i ge nc e.

Th is  i s  do ne in c oo rdin ati o n w i th  th e st ude nt 's  ac ad emic  ad vi s or  an d t he  co l le ge 's  tr aining  

un i t.

2 - Wha t a re th e c on se qu enc es  i f  a s t ude nt  fa i ls  t o s ub mi t t he  re po rt and  i ts  a tta ch me nts  o n 
time ?

Th ey  ar e g iv en  o nly fi ve  w or king  da ys ,  af ter  w hic h t he y a re  cr ed it ed  w it h t he  ap pr opr ia te  
gr ad e.

3- Wha t i s  th e p ro ce du re i f  a st ude nt  fa i ls  t o s ub mi t the i r  t rain in g p ro vide r 's  re po rt on time ?

Th ey  ar e g iv en  o nly fi ve  w or king  da ys .  If  th ey  fa i l to  su bm it  th ei r  rep ort , the y wi l l  be  d enie d t he  
tr ainin g. If th ey  do  s tar t,  th ey  mu st  ma ke  up  t he miss ed  da ys  a t t he  en d of th e t rain in g.

4- Fa ilur e t o att en d t he  or ie nt at io n m ee ting .

Th e s tu de nt be ars  a ny  co ns eq ue nc es  an d i s  no t ex cu se d.

5- Wha t a re th e c on se qu enc es  i f  a s t ude nt  fa i ls  t o r egis te r f or the  t rainin g o n t ime?

If  t he tra ining  re gist rat i on  pe riod  en ds , n o st ude nt  w il l  b e r eg is te red  a fte rw ar d.

6- Wha t h ap pen s i f a  s tud en t f ai l s to su bmi t  th ei r  a c ce pta nc e le tt er fro m t he tra ining  pr ov id er ?

If  t he de adl i ne  fo r s ub mi tt i ng th e a cc ep ta nc e let te r t o t he  tr aining  p rov ide r ha s  pa ss ed , t he  

s tud en t w i l l no t b e a ss ign ed  a su per vi s or,  an d the re for e t he  tr aining  i s ca nc eled .

7- Wha t h ap pen s i f a  di s cr epa nc y or err or oc cu rs  when  t he st ud ent  e nte rs  th e d at a d ur in g t he  

re gist ra ti on  pe riod ?

Th e s tu de nt be ars  t he co ns eq uen ce s ba se d o n t he  di s cr epa nc y  or err or.

8 - Wha t a re th e a pp rov ed  c omm unic at io n m et hod s be twee n t he  tr aining  u ni t a nd  th e st ude nt ?

U niv ers i ty  em ai l  as  me nt io ne d in  th is  g uide .
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9. I f the  s tudent does not submit  the  mod ifi ed tra ining repo rt  as  

requested by  the academic superviso r du ring the eva luat ion and 

co rrec t ion phase, the student wil l  be treated as  if  he /she was  absen t 

f rom a  course exam. T hey  mus t ei ther  p rovide an  excuse or  be rejected.

College of Architecture and Planning

32

10. Can the tra ining be  cons idered a useful and  advanced course in the f ield  o f  

specia lizat ion?

Thi s is not preferred, but the matter  shoul d be lef t  to  the decis ion of  the departmen t 

counci l o r i ts de legate.

11. Some students do not dif feren t iate between  summer f ield  traini ng and the  training 

course, and  how they relate to each other.

Academic departments must clar ify  this  to s tuden ts.

12. How can local,  externa l (outs ide Jeddah),  and  in ternat iona l (ou tside Saudi 

Arabia ) t raining  be acc redited?

Thi s is done i n accordance with  the  approva l of  the  department councils  or  the ir 

del egates .

13. What is  the procedure fo l lowed when a student  is  not present a t the t rain ing site during 

the academic super visor 's  v is i t?  

The fo llowing steps are taken here:

1. Inquire w ith the t rain ing supervisor at  the tra ining faci li ty.

2. If step (1) is d if ficul t or insuf ficient , the student wi l l be contacted ( via  the mobi le number  

they provided to the t rain ing uni t when registering for the t ra in ing) dur ing the vis it .

3. If contact  wi th  the student is not  possib le,  the field  vis i t form wi l l  be f il led out  wi th  the 

student 's  absence noted in  the notes box, and the student  wi ll  be war ned.

4. If the student is  repeatedly absent (without an acceptable excuse) during the academic 

super visor 's  second vis i t to the t rain ing facil i ty , the student wi l l be denied the tra ining, and 

the tra ining uni t  wi ll  be noti fied ( via  the emai l  address they provided to the t ra in ing un i t 

when registering for the t rain ing).



14 - At the start of the training period, the Training Unit is surprised by the presence of 

students who did not register through the designated link, and their request to begin 

training at any institution. How should they be dealt with?

They are not allowed to train according to this system and work within the institutional 

working hours upon which it is based.

15 - Is there a minimum training duration, as is commonly believed, of six weeks?

Incorrect.

16 - Should a student register for the training course even in scientific departments that do 

not accept any training course hours?

Yes, every student in the college must register for the training course, whether the first or 

second.

17 - Does a student have the right to cancel their field training?

Cancelling field training is available only to students in departments that offer the training 

course after field training.

A student who wishes to cancel the training must contact the Training Unit to do so. For 

departments that offer training during the summer, a student who wishes to cancel their 

training must drop/withdraw from the course through the ODS Plus system.
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Appendices
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