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First: Hierarchy of the Professional Skills Development Unit for Students and Graduates (Summer

Training):
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Second: Objectives of the Summer Training Program (1): (1) rmal! coyd) moliys 3laal Lol

The summer training program (1) aims to connect students with professional experience as trainees in
consultancy offices known for practicing the profession of architecture in the stage of obtaining a building
permit from the identification of the project to the client, the design process, the preparation of all necessary
documents to obtain the building permit In preparation for the stage of construction and construction,

under the supervision of an academic in cooperation with the field supervisor of the training.
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Third: Objectives of the Summer Training Program (2): 2(2) Ghmadl oyl maliy bl ual G

The summer training program (2) aims to connect the students with professional experience as trainees in
the executive sites of consulting offices, institutions, and good contracting companies, supervising all the
stages of implementation and the architectural finishes and the preparation of the engineering assays
under the supervision of one of the professors in the department in cooperation with the field supervisor.

Prepare a report on the course's work and deliver it to the academic supervisor.
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Fourth: Distribution of training grade: to | Silrys at393 :i.a.ﬂ)

Summer Training (1):

Training Evaluation Form (For the trainee student) (40 mark)

Final Oral Discussion from Academic Supervisor From faculty (20 mark)
Final report (handout print) (20 mark)

Periodic Student Progress (2 reports on electronic template) (20 mark)

Summer Training (1):

Training Evaluation Form (For the trainee student) (40 mark)
Final Oral Discussion from Academic Supervisor From faculty (15 mark)

Adherence to occupational safety requirements (5 mark)

Final report (handout print) (20 mark)
Periodic Student Progress (2 reports on the electronic template) (20 mark)

el cpiitdl § cdladl ofal ol luals:

Fifth: Student key performance indicators in summer training:

The rubric for each of the following key performance indicators (KPIs), the student can:
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th: Student Guide to Summer Training:
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Requirements for registration in summer training courses according to the regulations

According to the new study plan for the Bachelor of Architecture program (Plan B), the student is required

to register for the summer training course (1) to complete the courses of Architectural Design Studio (3)

and Working Drawings (1) or to complete 100 study hours, according to the following schedule:

Lab. Unit Req.
Type

Pre.

Code Course Title Lec. Exr. Req.

DEG223 DEG222

Summer Training 1 0 1 0 1
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As well as the student is required to register the summer training course (2) (after completion of the summer
training course (1)) beside the completion of the courses of an Architectural Design Studio (5) and Working

Drawings (2) or the completion of 140 hours of study, according to the following schedule:

Code Course Title Lec. | Lab. | Exr. | Unit Req. Req.

Type

DEG324 Summer Training 2 0 1 0 1 ARCH307 Pre.
DEG223

(J gl e i) Jiad ol capall Jiady Lo] 2ISOL Josadl o Ul Al Blel o 2o

Considering the student's status of entering the college, either in the summer or the winter semester, as

follows:
Cases / Academic Year 1 Academic Year 2 Academic Year 3 Academic Year 4 Academic Year 5
' Summer Summer Summer Summer
Semesters Sem1 | Sem2 Sem 1 Sem 1 Sem 2 Sem1 Sem2
Studio 3 + WD
i Studio 5
Stidenca Studio ’ Studio Stud|0_4 L ] Studio Graduation
Summer Studio 1 + Working or 140 Credit :
Enrollment 0 2 Drawing 2 6 Project
Student B ] 3
Winter Studio 0 Studio | g1 udio 2 Seacudtion
1 Project
Enrollment

Before starting summer training:
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1. Registering students’ wishes with the academic supervisor (in the second semester only for those

who are entitled to training based on the hours passed at the end of the first semester of each year)

by submitting these letters after the student signs and stamps them from the training authority:

Internal training authorities:

Student letter to approve offices and companies for summer training 1, to download the letter click

here.

Student letter to approve offices and companies for summer training 2, to download the letter click

here.

International training authorities:

Summer Internship Student Training Form 1, to download the letter click here.
Summer Internship Student Training Form 2, to download the letter click here.

2. Ensure compliance with all the rules and regulations of the summer training program, and
compliance with the instructions included in the pledge during registration.

3. Students are distributed according to their desires and according to the availability of seats at the
various training bodies.

4. If the student does not have a training entity after the distribution or the student wishes to change
the entity specified for him, the student requests a letter from the Summer Training Unit for a
training entity trying to obtain a seat.

5. Afterthe student obtains approval for training, he sends the approval letter to the Summer Training
Unit and then receives the evaluation papers on the specified delivery dates.

6. Commitment to the summer training lecture at the end of the second semester (five degrees to be

deducted from the absentees without adding to those who attended).

During summer training:
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1. Know the objectives of training.

2. Each student has an academic supervisor from the college to follow-up, and he can be contacted

through the communication channels announced on the college's page at Qassim University.

3. Each student has a supervisor at the training headquarters to coordinate with him in the training

program.

4. All requirements are filled out during the training through electronic forms as follows: Receiving
the summer training program (1) or (2) from the Academic Supervisor Department and handing it

over to the Training Department in the entity.
Loyl I
® The pledge form is filled out and directed, while adhering to all the controls in the electronic form

through this link:

SUMMER TRAINING STUDENT'S SIGN-OFF: https://forms.gle/59bagmQ59dNuc4ecA

Jo8 50,210l 05K, F (e oyt 8508 o8l (i) Appgl] Amlill 7 35 IS5 (o0 oyt Alas Aal ez,
oyl 1 JMs (pa g ASTY!

® Thetraining planisfilled outthrough the periodic follow-up form (twice during the training period,
provided that the first report is after the end of a month of training, the periodic follow-up form is

filled out while adhering to all the controls in the electronic form through this link:

Periodic Student Progress Report: https://forms.gle/m17DezeBxfuaQad26

®  The summer training report (in English only) is written at the end of the training with adherence to

all the controls in the attached form and can be downloaded by clicking here.

End of Summer Training:

J 1 50 e s

1. Thefinal reportis submitted to the academic supervisor, and then the academic supervisor fills out

the evaluation form for each student through the following link:
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Final Report Evaluation: https://forms.gle/2Z4yRkRDFYG8fdjv5
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2. The academic supervisor orally discusses the student about the achievement of the objectives of
the summer training program through a presentation by the student containing all the elements of
the final report.

The academic supervisor then fills out the oral discussion evaluation form for each student through

the following link:

Oral discussion Evaluation: https://forms.gle/z)s8 Atk7bdHApf6A9
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3. Submit with the final report (printed) an electronic copy on a CD containing all the training
belongings.

4. The student's evaluation papers shall be delivered from the training authority, in addition to the
training authority's identification of mechanisms for improving summer training for students,
provided that the responsibility for filling them out falls on the student to accomplish this task

through the electronic form through the following two associations:

Training Evaluation Form (For the trainee student): https://forms.gle/XJuaQQHRHAS3cVdf7

Questionnaire of the training supervisor for the summer training: https://forms.gle/sL CNkrpnPnKwsnhG8

Seventh: Academic Supervisor Guide in the Department: sounddl § ggalsyl Ay adl Jds Ll

el Aol LIS Amin e Alall Jlad¥) Slgid e dae Juolstdls MY 2545 (s SO
Lyly I (e dileasy s S pody sl Byaldly aandl Bylatnl oo 3azilly (po8Y1 8,40l gay 2
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1. Each academic supervisor from the college has a group of students for follow-up who are
distributed after providing the appropriate training bodies for each student, students communicate
with him through the communication channels announced on the college's page at Qassim
University.
2. The academic supervisor checks the pledge form and the direct that each student fills out through
an electronic link.
3. Each academic supervisor communicates with the field supervisor at the training facility and
delivers the required forms by the end of the summer training period with sending the password
to the field supervisor to fill out these forms, namely the field supervisor's evaluation form for the

student, as well as the field supervisor's questionnaire about summer training, through these links:

Training Evaluation Form (For the trainee student): https://forms.gle/XJuaQQHRHAS3cVdf7

Questionnaire of the training supervisor for the summer training: https://forms.gle/sLCNkrpnPnKwsnhG8
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4. The academic supervisor verifies the periodic follow-up report (twice during the training period,
provided that the first reportis after the end of a month of training) and then evaluates the student
on the two reports, each student fills out the periodic follow-up form while adhering to all the
controls in the electronic form through the attached link for students.

5. Each academic supervisor receives the final report of the summer training (printed) with the need
to ensure that the student adheres to the final report form sent to the student, and then each

academic supervisor fills out the evaluation form for each student through the following link:

Final Report Evaluation: https://forms.gle/2Z4yRkRDFYG8fdjv5
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6. The academic supervisor publicly discusses the student about the summer internship through a
presentation by the student containing all the elements of the final report.
The academic supervisor then fills out the evaluation form for each student's public discussion

through the following link:

Oral discussion Evaluation: https://forms.gle/z)s8 Atk7bdHApf6A9
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7. Theacademicsupervisor receives an electronic copy on a CD containing all the training belongings.

8. The academic supervisor monitors the grades of his group students through this link:

Summer Training Grades (fill in)
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Eighth: Field Supervisor's Guide at the Training Institution:
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Each student has a field supervisor at the training headquarters to coordinate with him in the

training program.

2. Thefield supervisor undertakes the task of training the student in the summer training period while
adhering to the objectives of the training program.

3. Refertotheacademicsupervisor of the college when there is any defect in the students’ attendance
and follow up the progress of their work in a way that ensures the maximum benefit from the
summer training program.

4. The field supervisor receives the student's field supervisor's evaluation form, as well as the field

supervisor's questionnaire for the summer training, the academic supervisor at the college, so that
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https://forms.gle/zJs8Atk7bdHApf6A9
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he can fill them out by the end of the summer training period, making sure to receive the password

to fill out these forms, through these links:

Training Evaluation Form (For the trainee student): https://forms.gle/XJuaQQHRHAS3cVdf7

Questionnaire of the training supervisor for the summer training: https://forms.gle/sLCNkrpnPnKwsnhG8
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5. The need to fill out the forms and submit them to the academic supervisor immediately after the
end of the summer training program.

6. The signature of the field supervisor with the stamp of the training body is placed electronically

through the attached forms.

7. The field supervisor fills out the field supervisor evaluation form, noting that there are 40 degrees

divided as follows:
® Twenty marks on measuring student performance indicators in summer training (KPIs) each
indicator of four grades, while adhering to the indicator evaluation table attached to the form.

® Twenty marks on attendance and absence are calculated as a percentage of students’ absence

from summer training.

Ninth: Electronic Forms:

ol 3 soll 18 Lole C8,a1ll (PDF dias Ao ASINI 7 3Loill pas e MSYI 1Ko

All electronic forms can be viewed in PDF format, to familiarize themselves before you start filling them

out:

Responsible Task Electronic Link

Person

Student SUMMER TRAINING STUDENT'S SIGN-  https://forms.gle/59bagmQ59dNuc4ecA
OFF
Periodic Student Progress Report https://forms.gle/m17DezeBxfuaQad26
Final Report Template Download Here.
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https://forms.gle/XJuaQQHRHAS3cVdf7
https://forms.gle/sLCNkrpnPnKwsnhG8
https://forms.gle/59baqmQ59dNuc4ecA
https://forms.gle/m17DezeBxfuaQad26
https://quedusa-my.sharepoint.com/:w:/g/personal/ahm_ali_qu_edu_sa/EbqvUbTgrDdCt1osqswTR9ABKhejis-D3o-B49VmMOXXAg?e=07u7cK
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Academic Final Report Evaluation https://forms.gle/2Z4yRkRDFYG8fdjv5
Supervisor Oral Discussion Evaluation https://forms.gle/zJs8 Atk7bdHApf6A9
From faculty Summer Training Grades (fill in) Click Here.

The Training Training Evaluation Form (For the trainee  https://forms.gle/XJuaQQHRHAS3cVdf7

Supervisor student)

Questionnaire of the training supervisor  https://forms.gle/sLCNkrpnPnKwsnhG8

for the Summer training

t el | syl LA il sls] slaldy) o piile

L s ll IS (e dleazm (Sasy 33,01 7 350idly

hmall coputll GLA) Suyadl slae] wie Lelel o o lsll LLasll pand 75s (s Lasdg

The summer training report (in English only) is written at the end of the training with adherence to all the

controls in the attached form and can be downloaded by clicking here.

The following is an explanation of some of the points to consider when preparing the final report of the

summer training:

1. Headings
« Starting letter of headings is capital
* A, an, the, in, of, to, etc. with small letter
* 3 to 7 words *Not complete sentence
* Bold with larger fonts
* Use MS Word automatic numbering

2. Writing Hints
* Stay within the required page limit!
* Use a consistent format (same type):
« Title *Header *Spacing Font type *Size

* Put header information on all pages
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https://forms.gle/2Z4yRkRDFYG8fdjv5
https://forms.gle/zJs8Atk7bdHApf6A9
https://quedusa-my.sharepoint.com/:x:/g/personal/ahm_ali_qu_edu_sa/EeCz3bJValBOn00TPYDA9ksBqfBPC-jhq1JNFJx55XH-Qg?e=K46KbD
https://forms.gle/XJuaQQHRHAS3cVdf7
https://forms.gle/sLCNkrpnPnKwsnhG8
https://quedusa-my.sharepoint.com/personal/ahm_ali_qu_edu_sa/Documents/Summer%20Training%20Program/Summer%20Training%20Final%20Report%20ENGLISH%20Template.docx
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* MS Word makes it all automatically

* Is atable and/or figure required?

* Yes? then include them!

* Label all figures and tables.

* Tables are captioned at the top.

« Figures are captioned at the bottom.

« For figures embedded in a EXCEL sheet:

» Remove the title.

* Use title in the caption

* Refer to figures and tables in the text « “...as seen in Figure 1...")

Table 1: List of instruments for water tests

Instrument Estimated Force [Ibf]
Turbidity Meter 2
Portable Sampler 8
Velocity Flow Meter 7
Nutrient Meter 2
pH Electrode 0.5
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Figure 1: Analysis of commercial flights (domestic and international) between 1972 and 2002.
3. COMMON MISTAKES

* Introduction badly written
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* Missing story of your training

« Copy and paste from books/other places «Plagiarism is an academic crime

* Figures and tables without proper captions and numbering

* No reference of figures and tables in the text eHeadings and subheading not numbers
4. UsingStyles

* The “Styles” sub-menu

* Located on the “Home” menu

* Click the down arrow button

* All the available styles as show on the next slid

Fle  Home insert  Draw  Design  layout  References  Mailings  Review  View  Help & Share  © Comments
e q — Ping =
Calibe (Body) ~[11 = A" A | Aax Bp | § aadbecde| AaBbeede AaBbCe AagbCel AQDB assbccr aossccon aambeep aosbeco AaBbecd sembeepi Aasbcn — -y \!
Paste. ; 1 n . i 2 " 5 o 1N Dictate
U~ - - Narmal Mo Spac Heading 1 Heading 2 Title Subtitle  Subtie Em. Emphasis  In: tron; Quate ntenze (.. &
T Fromuuis | BT U x5 A 2 - ’ ° : 9 b Seleat~ | o

Clipooard 1 Fant ;1 Parageaph q e G Esting Noice | Sensitivity a

AaBbCcDc AaBbCcDe AaBbC( AaBbCcl /—\aB AaBbCcC AaBbCcD« AaBbCcD« AaBbCcDc AaBbCcD« AaBbCcDc AaBbCcDi
T Normal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em... Emphasis IntenseE.. Strong Quote Intense Q...

AABBCCDL AABBCCDL AaBbCcDt¢ AaBbCcDc §
Subtle Ref... IntenseR.. BookTitle T ListPara..

A+ Create a Style
Ao Clear Formatting
A, Apply Styles...

5. UsingaStyle (Example of Title)
* Bring the mouse pointer at the place you want a style
* click “Title” in the “Style” sub-menu
* Start typing

* Update the style as you wish

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW EndNote ACROBAT

¥ Cut e

- 4 P2 oA A - | Ap =} - EE [ Aaf - -
™ Calibrilight (- [28 -/ A" A" Aa- Ao iZ-1iZ EE MW il T | assbceoe AsBbeede AaBbC( AasbCel  AQBI| assbcer acsbeco: aasbeeor -
A -

®FormotPainter B T U - x. xR Y-A-B===- - H-8- TNormal T NoSpac.. Heading! Heading2 Title Subtitle  SubtieEm.. Emphass |3

Clipboard 0 Font = Paragraph 0 :rp;ﬁ 5

This is “Title”

Paste
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6. Updating a Style
*Select the word or paragraph
*Select the style from Styles submenu
*Right-mouse click on the selected style

*Redefine the styles in terms of font, spacing, etc.

|
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW End®
e ¥, Cut — & & — — s Al |
[y e Calibri (Body) ~[11 ~| A" A" Aa- 4 iZ-i=-BE == Mo B 0 |,
Paste e - ¥ | BN o WP . » Al
¥ ' Format Painter B I U-aex,x Q-3 =
Current List
Clipboard [ Font ]
1 Heading 1
1.1 Heading 2
o 1.1.1 Heading
List Library
1) —— 1
None a) . —
- 1) 111, —
- Article |. Hea 1 Heading 1

i > Section 1.01 HY | 1.1 Heading 2
(a) Heading 1.1.1 Heading |

HOME  INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILINGS  REVEW  VIEW  EndNote  ACROBAT

& ¥ Cut
M dbCu i B P PV Y - AlLq T

De . ColtiBody) |11 ~| A A" Aav B -2 EE M H T e assbea 1 AaBt 11 AaB 111 As
Paste Iyrixx,x Q- A-B===- = | &-B- TNormal | TNoSpac.. Heading! Heading2 Heading3

¥ Format Painter

a

Clipboard & Font i Paragraph

6 30

1 Thisis heading 1

This is normal text under heading 1

1.1 Thisis heading 2

This normal text under heading 2

1.1.1 This is heading 3
This is normal text under heading 3

7. Create Table of Contents
1. Click at the point where you would like to have Table of Contents

2. Click “References” and then “Table of Contents” as shown below
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FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW I

1) Add Text ~ ABI rr[-ﬁ‘] Insert Endnote v ,r:ﬁ,. Manage Sources [ Insert Table of Figures
] Update Table AE Next Footnote ~ CRstyle APA - | Update Table
Table of Insert B Insert _~ Insert £
Contents ~ Footnote Show Nates Citation - £ Bibliography ~ Caption 2 Cross-reference
Table of Contents Footnotes ) Citations & Bibliography Captions

8. Example of Table of Contents

+Clicking “Table of Contents” shows several options. Select the first or second option

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

19 Add Text 1 [ Insert Endnote N 5, Manage Sources "] [ Insert Table of Figures
)] Update Table AE.‘ Next Footnote ~ p— 8 Style: APA v S— | Update Table
Insert Insert Insert
Footnote Show Note Citation ~ £ (3 Bibliography ~ Caption [3._-] Cross-reference
Built-In ions & Bibliography Captions
Automatic Table 1

Contents
1 Headngl..

s "I text under heading 1

Automatic Table 2

s heading 2

Table of Contents 2
1 )wmt. il saobesicalb ol AAAibaaeo WSSSERVHROM. | eXtunderheadlngz
11 Meading2 1
111 Meading X o kB :
is heading 3
_ HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW EndNote ACROBAT
“'1 & ColibiLight (=16 ~| &' A" Aa- & iZ-JSNC- &4 M T | uancene Assbcec |1 AaBh| 11 AsB 111 4As 11114 A
v-.ue o FoomtPuitae | B T M v w A-Y-A-F 5. O . TNormal T No Spac.. | Heading 1 | Heading Heading Heading 4
Clipboard [ Font n Paragraph b tyles
Table of Contents
I 11T S R R T LU R PSSO SR SRt SO LD U S S TS SR 1
1.1 This is heading 2.... 1
1.1.1 TS I8 BERING B icsscssicisnmssssessisissmososmssiissonsoisisessoisossssississsisusmpass iisosd 1

1 This ik heading 1

This is normal text under heading 1

B 1.1 This is heading 2
This normal text under heading 2

1.1.1 This is heading 3
N This is normal text under heading 3

SRNERD:

sesese

ooe
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