AN

e

5 Gyl bl & L~
UNIVERSITY OF SHARJAH

(CASTO) adkl Cuyddg ga.gaj.” dux o) S
(DASS) 55l 2ass €3 slauztl Boles

et oyl ey s lalis

Career Advancement & Students Training Office (CASTO)

Deanship of Academic Support Services (DASS)

Internship/Training Policies & Procedures

Academic Year: 2021/2022

1 eadl copaall el ls liliss

Internship/Training Policies & Procedures



The Career Advancement and Students Training Office (CASTO) at the Deanship
of Academic Support Services (DASS) would like to present the Policies &
Procedures for the Internship/Training Course for all Colleges except Medical
Colleges.

The following sections highlight the training guidelines along with the eligibility,
credit hours allocated and the required training hours.

All policies listed in this document have been extracted from the UoS bylaws,
catalogue and circulars that have been approved by the Chancellor.

Internship/ Training Course Rules and Guidelines

1)  Students shall obtain the advice of their Academic Advisors/Training
Coordinators pertaining to the training opportunities to ensure that the
training is adequate and fulfills the academic requirements.

2)  On-site/Hybrid internship/ training can be conducted within UAE or
anywhere in the world.

3)  Students should secure an appropriate internship/ training opportunity
on their own and it must be approved by the Academic
Advisor/Training Coordinator.

4)  Students can obtain a “Training Request Letter” from their Department
addressed to the training site.

5)  Students should receive an official acceptance letter from the training
site, which includes student name, ID, major and training dates.

6) Internship/training can start + /- one week of the official starting date
of the summer semester; or any time after the official beginning of the
Fall/Spring Semester. However, it must be completed a week (max)
before the beginning of the final exams.

7)  Students should undergo their internship/training for a minimum of 4
weeks and shall not exceed 10 weeks.

8)  Students are not allowed to register the training with another course.

9)  Students who are expected to graduate in Summer (left with 3 or less
Crd Hrs + Training only) should:

- Obtain an exemption letter from the training site to begin training
before or after the registered course timing.

- Complete a minimum of 30 Hrs/week at the training site.

10) Students who are expected to graduate in the Fall/Spring (left with 10
or less Crd Hrs + Training) should:

- Ensure a minimum of two free days during the week.

- Obtain an exemption letter from the training site to train for a
minimum of 2 days per week.

11) Students should score a minimum of GPA 2.0 and above (not under
probation) in order to register for training course.

12) Students are expected to comply with all policies and guidelines of the
on-site/hybrid training, e.g. attendance, work hours, reporting, etc.

Important Note: All students must meet the minimum required credit hours
condition (eligibility) before they register the Internship/Training course.
Students who fail to meet this condition will be dropped automatically.

Training Stages:

First phase: Before Training
. Receive your official acceptance from the Training Site with details of
your training start/end date, information of the site supervisor (name,
job title, email and direct number).
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e  Getthe required approvals from your Academic Advisor/Training iy ail) Basiin/ a8 wi U oo Bgllall ilasloll e Juasl @

Coo.rdlnator. . N S e "Copudll Bl Jxw @
. Register for the "Internship/Training Course" on Banner.

Second phase: During the Training ! BRI FTPNY

(i 5 Lygians o elgae) sall sl 3 copuall cy) @
. Start your training on time (on-site or hybrid). . -

On Taskstream :(Taskstream) pafusSulil! maliy e

. Upload a copy of your acceptance letter.
) . Aadlgll Ul (0 A Jo @
. Upload a copy of the exemption letter from the company to begin

training before or after the course (if applicable). (azs0)) «5\*“1‘-*-’-“3?&5%“9“‘3-"‘4*-‘ A, 41 (e el ALy (g0 Ui Jo @
. Submit the "Weekly Report" by the end of each training week. pESRL &3—.“1 K4l wie "‘?QH‘}” adl” sl Sl @
. Enter the details of.yf)ur.S|t”e Super\ilsor who will be evaluating you at ﬁﬁ“&‘" & oyt Bl i 15157 sy asians gl Gilud) 8l bl dssl @
the end of your.trammg in “Week 2”. . B ot 2l e "ML 1ol 8, A e 7 39 S LA
. Prepare your "Final Report" and upload it at the end of the training. ) . L
A;.u.)._\.'i_“ 4._!‘.«_\.4.&4—‘-&-"'5 “;\L«JI ).3).5_‘2_” Y-t ]

Important Information

Students are required to abide the following: Logs wloglas
e Adhere to the official working hours of the training site. th Lo p A 2L e
. Adhere to the policies and procedures of the training site. ot ) ) Jaad) s Ly e‘}m” °
. Maintain the confidentiality of information of the training site. ot i 3 Rl lailly wilsllly coilsall Jlizedl @

. Positively represent UoS and adhere to work ethics. B . ) o
oyl A i e Lle yuall bl oty (30 cloglall &y e Aadlxll @

. Inform the Academic Advisor/Training Coordinator or Site Supervisor of
any problems encountered during the training. el SldMs L aliI¥ g lom] 9o (e 35 LA) 2anl> Juies @
e Do not be absent, and in case of any emergency, please obtain the 858 M5 193 SSldn 61 (e oyt B/ g0 81 o ilagll 8,2l ool @
permission of both Academic/Training Coordinator and Site Supervisor. ) ) i sl

. You may address a "Thank you Letter" to the Site Supervisor after

Sl cay sl (3] (FESRELI A [ 39 ol .
completion of your training. Gl 2,4l 03l de Jsiand) g 55l Al gl Sy b @9 coliddl pue

4.T‘..‘)._\.:Jl L}wu/@galg‘}'lj
. There might be a request to prepare a presentation in person or

virtually on your final report for your department. sy il 8508 3] cay ALl By del) (S0 Ay Jlaoy) iy @
e The official training platform for UoS for reporting your ol dzsd Gzg Lo LAl 2yt (e Clowd (§ (oaddl (aye izt o iy us @
internship/training is Taskstream. . i AL_’,_I 1Sl J5laog NRECIHR

olas euat) 48,Lad) daslx)  dpewydl Laill (Taskstream) @uAuSuls puai @

eall

Note: You are NOT permitted to change your training organization after

obtaining written acceptance.
Queries and questions should be directed to CASTO casto@sharjah.ac.ae

casto@sharjah.ac.ae :adlall ;a5 Gads gl duz gl oS ao Jualgdl 2y Hludiadl
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Training/Internship Eligibility Criteria Loadl coyuitd! 3luces Gleit ¥ Logy i
Students are required to fulfill the indicated Eligibility Crd Hrs shown in the table dgllall AT le Ll s o0 Do Sloatl cyill Bl § el Juead oy (SI
below to register Training/Internship Course. - Bezall Apwolyll dilas. 389 oyl 2l NI ETIY
College of Sharia' & Islamic Studies M| Sbulyudly 2as, 41 248
o o . Actual hrs to No b8l oleludl sae e P P T
Major |g(|}: ty ogste complete at | of Weeks gl il Zt_m-’\ﬁ" 1+_-:-’\55" wasasell
training site i £ pilz=ll =il
Sharia & Law 99 0 120 4-6 6-4 120 0 99 Ogilally 2,2l
College of Arts, Humanities & Social Science Ao Lozl 2gludyl polatls ola¥l ks
o ol - Actual hrs to No DRSNS aleludlsae el e P ]]
Major |g(l}: ity og:te complete at | of Weeks Lo u}ﬂal‘ l.!.o.ps}” a.iﬁgsyl gzl
training site peetllcbo Szl P
International Relations 72 3 120 4-6 6-4 120 3 72 Aelpull Ml
English Language & 92 3 120 46 6-4 120 3 92 LeloTs Bl 25101
Literature
Sociology 70 3 120 4-6 6-4 120 3 70 glez¥l ple
History & Civilization- 6-4 80 3 70 slasdly 'E)Lﬁl
Tourist 70 3 80 4-6 Ll LAl
Educat s . Full Full s dad | el Juad 6 5 Aleall 201
ucation Semester Semester das des
College of Business Administration Jles¥1 3,l) auls
Elialbllit Actual hrs to No el sue R el el »
Major gCH Y | Allocated CH | complete at | of Weeks u’"}:‘“  — ?*flsyn ‘ MMY“ canasdl
training site xSl S YT e
- Y15l
Business Administration 75 3 120 4-6 6-4 120 3 7> e W15l
- FENEA|
lAccounting 75 3 120 4-6 6-4 120 3 7> ’
Finance 75 3 120 4-6 6-4 120 3 75 el
College of Engineering il A8
Elicibility | Allocated | Actual hrsto No abdlone | cleludisne aleludl alelal
Major gCH Y cH complete at | of Weeks Lajlzs| ogllall HapnSYI HapnSYI wagasell
training site oyl 2850 3 Sueiall BESY
Architectural Eng. 90 0 240 6-8 8-6 240 0 90 A jlexall Al
Civil Engineering 90 0 240 6-8 8-6 240 0 90 RO |
Sustalnable./Ren.ewabIe %0 0 240 6-8 a6 240 0 % Lolurwd) 28U i
Energy Engineering szl
Industrial Engineering & 0 815919 A ligatl Al
. . 90 240 6'8 8-6 240 O 90 )18 %
Engineering Management i)
Elec.trlcaII/EIectromc %0 0 240 6-8 oe 210 o o0 Ll S i)
ngineering ERPPCONPY
Mechanical Engineering 90 0 240 6-8 3.6 240 0 a0 SIS Tl
Nuclear Engineering 90 0 240 6-8 8.6 240 0 90 gl sl
Chemical & Water — .
Desalination 90 0 240 6-8 8.6 240 0 90 Balniy Aleassl At
Engineering Ay
4 ‘__,Lu_ﬂ oyl el lo ciliolesw
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College of Law Ogilall 28
Eligibilit Allocated Actual hrs to No awbdlone | cleladisuce alebudl alell
Major gCH ¥ . complete at | of Weeks Lajl=s) eﬁ-llal! AapaSYI HapaSYI oasasill
training site oyl adse & Sezall XY
Law 90 1 140 6-8 8-6 140 1 90 Ogslall
College of Fine Arts & Design sl Uezd! Ogiall S
) Eligibility | Allocated Actual rs to No 2l s Slalld s il f“"“""
Major CH CH complete at of La3Loms] cogllall ALy YI EWR ] sl
training site | Weeks oyl adge 3 Sazall SESIY]

. . Y pes || )
Graphics Design & Unit 11 3 240 6-8 8-6 240 3 11 835l Sl paenad!
Multimedia ouaall lasluglly
Fine Arts Unit 11 3 240 6-8 8-6 240 3 11 3aa ) ezl Ogiall
Fash.|on Design with Unit 11 3 240 6-8 8.6 240 3 11 sasll Slrgilly sLH qrasas
Textiles
Interior Architecture . Al gyleall 3 ol

i - 8-6 240 3 11 52l
and Design Unit 11 3 240 6-8 capnilly
College of Communication Jlas¥l a8
Elicibility | Allocated | Actualhrsto[ — No mladlone | cleldisue clelul el
Major 'gC'H' ty °C‘f| ed | complete at of ajlni] copllall | Apens1 | AuensfSH sl
training site | Weeks cpall adge & Bokoall 8yl
Public Relation 84 3 120 4-6 6-4 120 3 84 Aalall Bl
Mass Communication 84 3 120 4-6 6-4 120 3 84 Grabezdl Juas¥l
Mass Communication oozl Juas¥!
- 6-4 120 3 84
(English) 84 3 120 46 (Gr=s¥L)
College of Sciences polallals
Eligibility | Allocated Actual hrs to No aldlsae Sleldl sue alelad! aleludl
Major |g<|:H| ty oéf' €% | complete at of astxs] cupllal EPA o] 2aysSY) oasasell
training site | Weeks il adge Bokoall 8yl
Biotechnology 65 3 180 6-8 8-6 180 3 65 Lgumell ilanll
Chemistry 65 3 180 6-8 8-6 180 3 65 ¢LeasS
Mathematics 70 0 180 6-8 8-6 180 0 70 Sleslll
Petroleum Geophysics Ao Adl (ol agle
- 6-8 180 1 75
and Remote Sensing 75 ! 180 6-8 day e sladduly
College of Computing & Informatics Agloglally dwgntl 48
Eligibility | Allocated Actual hrs to No anbadlone | cleladlsue lelud) Sle Ll
Major Igél_: ty occli € complete at of Lajloms) s—vs-Unl‘ AapalY1 Loy €Y sasaiill
training site | Weeks ol adse 3 Boozall ey
Computer Science 66 0 180 6-8 8-6 180 0 66 gl @le
Computer Engineering 90 0 240 6-8 8-6 240 0 90 gl duiia
Management 75 3 120 4-6 6-4 120 3 75 4la¥1 cloglall elas
Information Technology
5 oadl oyl slelya g bl
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