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1 Introduction 

Universities deliver fundamentals and theoretical foundations required for students to become 

technically adept and prepared for assuming their first employment. However, the practicalities 

and nuances of day-to-day employment can only be acquired in the midst of a functioning 

enterprise. When students join the workforce upon graduation they are faced with the 

daunting task of learning how to integrate into the organization. To better prepare the students 

for the first day on the job, the internship program has been established at AURAK. 
 
The aim of the internship program is to allow the student to experience firsthand what it 

means to be employed, while still being in the relative safety of an academic environment. 

The student will be placed within a partner training organization that is aware that the 

student is in-training. So, reasonable errors and lack of experience are tolerated. Such errors 

would probably constitute grounds for termination for a typical employee. But, because of the 

training nature of the internship program, such situations will be used as educational 

opportunities. 
 
The main aim of the internship program is for the students to acquire personal experience of 

the work environment. Any technical knowledge acquired is a much welcomed additional 

benefit. 

 

Internship should be taken very seriously. Most training organizations participate in the 

internship program with the hope of identifying promising employment candidates. The 

internship period should be treated as an extended interview. It is quite common for trainees to 

induce employment offers from the training organization upon the completion of the 

internship. 

 

Internship is a three-way cooperative agreement. The three parties to this agreement are: the 

training organization, the university, and the student. Each of these parties has rights and 

obligations. These will be outlined in this manual. 
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1.1 Definitions 

 

The following terms are used throughout this report: 

Employer or Internship Site: The participating organization or institution (company, 

government entity, agency, or business) in which the intern is employed in a paid or voluntary 

basis during their internship. Sites may include any businesses, companies, governmental 

agencies, or non-governmental organizations located in the Emirate of Ras al Khaimah or in 

approved locations elsewhere. 

Faculty Advisor or Academic Advisor: is a faculty member that oversees   student progress 

throughout their course of study by helping them understand options, determine resources, 

identify alternatives and advise then about the prospective employment opportunities suitable 

for them.  

Faculty Supervisor: is a member of the AURAK Engineering faculty who offers advice and 

supervision related to internship arrangements and activities, approves the internship forms, 

evaluates students assignments associated with the internship, and assigns student final 

grades. 

Internship Coordinator: is the School of Engineering member in AURAK’s Internship committee 

that works with the Office of Carrier Services to identify future internship sites for the 

engineering students and updates the Engineering Internship Manual.  

Internship Site Supervisor or Site Supervisor: A staff member designated by the employer to 

provide orientation, guidance, and assessment of interns’ work during their placement. 

Internship Program: is a structured learning experience that aims to provide the Engineering 

student with supervised field experience of professional-level duties at an approved internship 

site under the guidance of a designated Internship Site Supervisor in coordination with a 

Faculty Supervisor.  

Program: Refers to any AURAK Engineering program with internship requirement. 
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2 The Internship in Engineering Programs 

Students enrolled in any of the Engineering programs are required to complete an internship 

training period. The internship extends for eight weeks and should be scheduled in the 

summer between the Junior and Senior years. It will become clear a little bit later in this 

manual that this internship requires some planning beforehand. Therefore, students should 

start the process within the Spring semester of their Junior year so that they are ready to start 

the internship as soon as summer starts. 
 

The internship program offers students an introduction to the job market during their 

academic studies and allows students the opportunity to gain important practical skills in their 

areas of specialization. It also instills in students a commitment to work, creative thinking, 

special job skills and teamwork. These skills give students early exposure to work experience 

and make it easier for both the student and the employer when a student enters the job 

market. 
 
The internship program requires the organized cooperation of three parties: the university 

(through the academic advisor and the Office of Student Retention and Success), the training 

organization, and the student. 
 

3 The Internship Course 

The Engineering internship program is built to fulfill the requirements of the internship course. 

The following is the official description for this course. 

ENGR 390         Internship                                                                                                            (3:0:3) 

Prerequisite: Completion of 90 credits and a CGPA higher than 2.0 

Supervised field experience of professional-level duties for a duration of 8 weeks of full-time 

training at an approved internship site under the guidance of a designated Site Supervisor in 

coordination with a faculty supervisor. In addition to the regular reports during the internship, 

the student prepares a written report and a presentation at the end discussing their internship 

activities and learning experiences. An AURAK faculty member oversees the internship and 

assigns the final student grade. 
 

3.1 Objectives and Outcomes 

Internship represents a basic component of the educational process, which aims to connect 

the university students with the community and the job market under the supervision of 

specialists. This leads to an organized internship process and places it within a serious context, 

while developing the student's academic and practical skills.  

 

Course Objectives: 

The Internship course ENGR 390 was developed and organized in order to expand technical 

knowledge of the student within the workplace context and ensure the student acquire the 

following workplace related skills: 

a. Professional awareness 

b. Ability to work under direction 

c. Ability to work independently 
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d. Efficient completion of tasks 

e. Punctuality 

f. Organizational skills 

g. Communication skills 

h. Innovation and originality 

i. Relationship to managers and colleagues 

j. Contribution to the company 

 

The specific course learning outcomes of the internship course ENGR 390 include:                 

1- Understanding work ethics through: (i) adhering to appointments, (ii) attendance of 

meetings, (iii) timely completion of assignments, (iv) timely preparation of periodic reports 

and (v) adhering to regulations and policies of the training organization. 2- Acquiring good 

communication skills through: (i) direct communication with the personal of the training 

organization, (ii) regular progress presentations in which students need to use appropriate 

communication skills for conveying informative and convincing messages. Acquiring  good 

team and organizational skills through: (i) task assignments and scheduling; (ii) team load 

distribution, and (iii) personal responsibility for the overall team performance and                 

4-  Acquiring real-life experience through: (i) practical industrial experience based on the 

understanding and application of theoretical knowledge, (ii) observing the resolution of 

problems arising in professional work settings, (iii) interaction with colleagues in a 

professional work environment. 

 

Learning Outcomes: 

On successful completion of this course, students will be able to: 

 

SLO A: Apply knowledge of mathematics, science, and engineering 

SLO B: Design and conduct experiments, to analyze and interpret data  

SLO C: Design a system, component, or process to meet desired needs  

SLO D: Function effectively as multi-disciplinary team members 

SLO E: Identify, formulate, and solve engineering problems 

SLO F: Have an understanding of professional and ethical responsibility  

SLO G: Communicate effectively 

SLO H: Acquire the broad education necessary to understand the impact of engineering 

solutions in a global and societal context 

SLO I:   Recognize the need for, and to engage in life-long learning  

SLO j:   Acquire knowledge of contemporary issues 
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SLO k:  Use the techniques, skills, and modern engineering tools necessary for engineering 

SLO J: An understanding of civil engineering professional practice issues such as: 

procurement of work, bidding versus quality-based selection processes, addressing 

public safety concerns in project design, how design professionals interact with the 

construction profession to construct a project, the importance of professional 

licensing and continuing education, and/or other professional practice issues. 

(Only for Civil Eng.) 

4 Internship Program Participants 

The internship experience involves the cooperation of four participants - the Office of 

Student Retention and Success, Faculty Supervisors, Students, and Site Supervisors - as 

described below. 
 

4.1 The Office of Student Retention and Success 

The Office of Student Retention and Success offers oversight and assistance to all 

participants in the internship program. The Office of Student Retention and Success acts as 

the repository for all documentation and forms related to a student’s internship program. 

 

4.2 Faculty Supervisor 

The Faculty Supervisor is a member of the AURAK faculty who offers advice and 

supervision related to internship arrangements and activities, approves the internship 

forms, evaluates students assignments associated with the internship, and assigns student 

final grades. 
 

4.3 Students 

Students have the freedom and responsibility to create the internship experience that best 

meets their interests and career goals. Students initiate the process by identifying an 

internship site of interest to them, contacting staff at the site to identify a potential Site 

Supervisor, and meeting with the Site Supervisor to discuss the parameters of the 

internship. Students also identify and meet with an AURAK Faculty Supervisor to secure 

faculty approval for the internship plan. 

In order to allow sufficient time to make internship arrangements, students should begin 

the process in the Spring semester prior to the summer in which they wish to schedule the 

internship. 
 

4.4 Internship Site Supervisors 

The Internship Site Supervisor is a professional working at the organization where the 

student wishes to conduct the internship. The student and Site Supervisor negotiate an 

internship plan defining the activities to be undertaken during the internship. The Site 

Supervisor oversees the intern's day-to-day activities at the site and produces the final 

evaluation of the intern’s performance. 
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5 General Policies and Procedures 

 

5.1 Student Eligibility 

To be eligible to enroll in the Internship course ENGR 390, students must have completed 

approximately ninety credits of coursework, be in good standing (CGPA higher than 2.0), 

and have the written approval of their academic advisor. 

ENGR 390 should be planned for the Summer between the Junior and Senior years. Getting 

all the agreements, forms and approvals requires time. Therefore, students must start the 

preparation for their internship in the early part of the Spring semester prior to the 

commencement of the internship. 

Students should fill out the Internship Application Form (From EIF-1), which is then signed 

by the Academic Advisor, and then deliver it to Career Services. This form requires the 

student to provide: 
 

a. The current background information  

b. An up-to-date resume and a transcript  

c. A list of 2 to 3 potential internship sites with complete contact information  

d. Disclosure of a disability that may limit the student’s ability to participate in certain 

types of work. This information is confidential and serves only to enable appropriate 

placements. 
 

Although the students identify potential internship sites, Career Services in coordination 

with the Faculty Supervisor are ultimately responsible for approving them. When a 

placement is made, Career Services notifies the Registrar to register the student for ENGR 

390. 

 

5.2 Enrollment and Scheduling 

An internship usually takes place during the summer. Interns are expected to conform to 

the work and holiday schedule of the internship site. 
 

5.3 Grading 

The Faculty Supervisor assigns the grade based on the student fulfilling all of the 

requirements of internship program and submitting all of the required reports and 

evaluations. The grade will be either S (satisfactory) or a U (unsatisfactory, equivalent to a 

failure). Any student receiving a U is required to complete another internship, including re-

enrolling and repaying for 3 credit hours. An ‘Incomplete’ (I) grade may be assigned until 

all course requirements are completed and submitted to the Faculty Supervisor. Credits for 

this course count toward graduation requirements, but are not included in calculating the 

student’s G.P.A. 
 



 

Internship Manual for the Engineering Programs— (v 2.0, April 30, 2016)    Page 11 of 36 
 

5.4 Appeal of Grade 

Should the student disagree with their grade, they must follow AURAK’s process for 

appealing a grade. 
 

5.5 Course Requirements 

Students enrolled in the internship course must complete a specific set of requirements to 

be considered as having completed the course satisfactorily. These requirements are: 

a. Completion of 8 weeks of full-time training at an approved internship site. 

b. Submission of all weekly reports (Form EIF-3) in a timely manner. 

c. Submission of the meeting minutes (Form EIF-4) of the site visit conducted by the 

Faculty Supervisor. 

d. Receipt of the Site Supervisor Evaluation (Form EIF-5) giving the Site Supervisor’s 

evaluation of the student’s performance. 

e. Submission of a completed Internship Site Evaluation (Form EIF-6) giving the 

student’s evaluation of the internship site. 

f. Submission of a comprehensive Internship Report at the end of the internship 

period. 

g. Completion of an Internship Presentation after the completion of the internship 

period. 
 

In the following, each of these requirements will be discussed in detail. 

 

5.5.1 Required hours 
 

The internship course requires students to complete 8 weeks of full-time training in a 

professional setting. Ideally, the internship should be scheduled as 8 contiguous weeks of 

full time internship during the summer months between the Junior and Senior years.  

 

5.5.2 Weekly reports 

 

The student must file weekly reports detailing their internship assignments and the 

number of completed hours in that week. These reports must be signed by the Site 

Supervisor at the completion of the work week and then faxed or scanned and emailed  to 

the Faculty Supervisor. 

These reports serve several purposes: they accustom the student with the practice of 

maintaining a time sheet, they maintain a continuous relationship between the Faculty 

Supervisor and the student, they allow the Faculty Supervisor to continuously gauge the 

progress of the student during the internship period, and they allow the Faculty Supervisor 

(and possibly the Office of Student Retention and Success) to intervene at the first 

indication of trouble between the student and the training organization.  
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The Faculty Supervisor must review the weekly reports, file them in the student’s 

internship file, and ensure that the student is consistently filing the reports, and be on the 

look-out for signs of conflict or tardiness on behalf of the student or the training 

organization. 

 

5.5.3 Site visit meeting minutes 

 

The Faculty Supervisor will conduct a visit to the student at the internship site. During this 

visit, the Faculty Supervisor will meet with the student and the Site Supervisor. 

The student is required to submit a set of meeting minutes that report a summary of the 

meetings and discussions that took place during the visit. This practice will start the 

student on developing skills of documenting proceedings of meetings which is an integral 

part of any professional meeting. The meeting minutes need to be presented to the Site 

Supervisor and (by fax or email) to the Faculty Supervisor for approval.  

The Faculty Supervisor reviews the minutes and makes appropriate corrections and 

communicates the modifications back to the student. Once the minutes are approved, the 

Faculty Supervisor is requested to file them in the student’s internship file. 

 

5.5.4 Site Supervisor evaluation 

 

At the completion of the internship period, the Site Supervisor fills in an evaluation form 

(Form EIF-5) assessing the student’s performance relative to the internship’s expected 

outcomes. 

The student must obtain Form EIF-5 from the Engineering Internship Manual at the 

beginning of the internship and present it to the Site Supervisor. This should indicate to 

the Site Supervisor the expected learning outcomes for the student. The Site supervisor 

should also be informed by the student and the Faculty Supervisor that the weight of        

his / her assessment for the student performance is 50% of the final course mark.  

Site Supervisors are engaged in the organization’s operations and may forget to complete 

the form. Therefore, the student should ensure that the Site Supervisor completes and 

faxes the evaluation form back to the Faculty Supervisor two or three days before the 

completion of the internship period. 

The Faculty Supervisor should review the form upon receiving it from the Site Supervisor 

and file it in the student’s internship file. This form should be a major contributor (50%) to 

the overall grade assigned to the student. 

 

5.5.5 Internship site evaluation 

 

At the completion of the internship period, the student must fill the an internship site 

evaluation form (Form EIF-6)  to assess their experience at the site. The form assesses the 

site’s preparedness for training students in Engineering, for hosting  students from AURAK, 
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and the site’s training organization. 

The student must submit this form to the Faculty Supervisor as soon as possible after the 

completion of the internship period. The Faculty Supervisor reviews the form and files it in 

the student’s internship file. These forms should be a major factor in deciding whether to 

use the site to train Engineering students in the future. 

 

5.5.6 Internship report 

 

Upon completion of the internship program, the student must develop a comprehensive 

internship report and submit it to the Faculty Supervisor. This report is quite different from 

the weekly reports as it discusses the internship experience in general. The weekly reports 

are focused on the week-by- week activities. 

The internship report is not a chronological list of activities. Rather it discusses the 

internship in terms of projects worked on, contributions to the projects, achievements, 

learning experiences, issues and resolutions. This report should enforce the student’s 

written communication skills and the student’s ability to produce technical 

documentation. 

The Faculty Supervisor reviews the internship report and files it in the student’s internship 

file. The report should be evaluated from the points of view of communication skills, 

technical presentation, thoroughness, and the use of the English language. 

 

5.5.7 Internship presentation 

 

After the completion of the internship period, each student is required to present a 

seminar related to his/her experience in the internship. The seminar should be addressed 

to the Engineering department student body at AURAK.  

The seminar assists the student in developing their oral communication and presentation 

skills. It also serves to enlighten the general body of engineering students about the 

opportunities available and motivate them towards their chosen career paths. 

The Faculty Supervisor (and possibly staff from the Office of Student Retention and 

Success) should attend the seminar to assess the student’s oral communication and 

presentation skills. The seminar should be assessed for clarity, presentation, technical 

content, and thoroughness. 

The students are advised to adequately prepare for the presentation and rehearse to 

obtain good marks.      

 

5.5.8 Internship site selection 

A student planning to undergo internship should start by identifying possible internship 

sites as early as possible. The student should provide a list of 2 to 3 candidate internship 

sites to the Office of Student Retention and Success. The internship sites should meet the 
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following criteria: 
 

a. The organization (or a major department within the organization) must have a focus 

related to the specialty. 

b. The candidate organization must express a willingness and commitment to provide 

the student with a high quality learning experiences. The candidate organization 

should provide an agreement letter expressing the organization’s: 

 Agreement to train the student on a full time manner for a period spanning 
a minimum of 8 weeks.  

 Agreement to provide a training schedule that demonstrates the 
organization’s ability to provide a challenging internship experience to the 
student. 

 Agreement to provide the intern with appropriate office space and 
resources to carry out assigned duties. 

 Agreement to integrate the student as a full participant in various levels of 
operations including meetings, programs, projects and training sessions. 

 Agreement to assign a qualified staff member to supervise the student 
during their internship period. 

 Agreement to provide an evaluation of the intern’s performance by 
completing the Site Supervisor Report (Form EIF-5) at the end of the 
internship period. 

 Agreement to facilitate the Faculty Supervisor to visit the internship site 
and meet with the Site Supervisor and the student during the internship 
period. 

 

5.6 Remuneration 

Typically, engineering internships are unpaid. However, some organizations may allocate a 

stipend to the intern to cover costs associated with the internship. The decision on 

remuneration rests solely with the training organization. Students should have a clear 

understanding with the training organization regarding remuneration prior to the 

commencement of the internship. 
 

5.7 Student Interview and Placement Process 

Upon starting the Second semester of the Junior year, a student must review with the 

academic advisor their expected eligibility to enroll in the internship course in the 

Summer. If the student is deemed to become eligible by the end of the semester, the 

student must start the preparation process. The student must follow the following 

sequence of steps: 
 

a. Fill an Internship Application (Form EIF-1) and provide with it a recent transcript 

from the office of the registrar and an up-to-date resume. 

b. Identify a set of candidate internship sites complete with contact details. 

c. Meet with the staff at the Office of Student Retention and Success to review the list 
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of candidate sites and the resume, and to receive introduction letters addressed to 

the internship sites. 

d. Contact the internship sites and schedule meetings with potential Site Supervisors to 

discuss the internship and their possible internship schedule.  

e. Obtain a verbal agreement and return with a draft training plan and the complete 

contact details for the Site Supervisor personally. 

f. Meet with the Faculty Supervisor and obtain their approval of the internship site 

and the training plan. 

g. Deliver the agreed upon and approved training plan to the Office of Student 

Retention and Success in a timely manner. 

h. Register and pay the tuition fees for the Internship course once the Office of Student 

Retention and Success has approved the forms and the plan. 

i. Meet with the Faculty Supervisor before the commencement of the internship to 

ensure that all preparations are complete. 
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6 Roles and Responsibilities 

 

6.1 Primary Responsibilities of the Office of Student Retention and Success 

a. Maintaining a list of potential local and international internship sites that includes 

the names and addresses of contact personnel and updating them regularly. 

b. Assisting students in preparing appropriately to apply for an internship by 

understanding what is necessary for effective cover letters, resumes, and interview 

techniques. 

c. In consultation with the Faculty Supervisor, determining the appropriateness of 

internship sites identified by students. 

d. Marketing the internship program to prospective internship site and to students. 

This entails overseeing the design and production of a brochure that profiles the 

university’s internship programs. 

e. Responding to inquiries about AURAK’s internship program from the media, current  

and prospective internship sites, and students. 

f. Providing each Site Supervisor with a copy of the Internship Manual that outlines 

their responsibilities as a willing participant in the internship program when 

requested. 

g. Creating an Internship File for each student upon receiving the Internship 

Application from the student; providing the Internship Files for the Faculty 

Supervisors at the start of the internship period; and collecting and maintaining 

these files upon the completion of the internship. 

h. Maintaining statistics and assessments related to the Internship program at AURAK. 

 

6.2 Primary Responsibilities of the Faculty Supervisor 

a. Serving on an Engineering Internship Program Committee which sets direction and 

policy, acts as a forum to address any issues raised by faculty concerning the 

program, and reviews the framework and procedural requirements for the 

administration of the internship program in consultation with the faculty. 

b. Maintaining the overall effectiveness of the internship program. 

c. Determining the eligibility of students for their respective internship programs. 

d. Granting approval for an internship site in consultation with the Office of Student 

Retention and Success, the student, and the Site Supervisor. 

e. Ensuring program requirements are met, assessing student performance, and 

assigning a final grade for the internship. 

f. Checking that each student is properly enrolled for the internship course. 

g. Helping to identify potential internship sites. 

h. Assuring that students understand the internship requirements. 
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i. Providing students with all the necessary documents (e.g., Internship Manual, 

forms) and completed signatory forms for their records. 

j. Monitoring and maintaining regular communication with the student for the 

duration of their internship. Modes of monitoring include, phone or email 

communication, and group seminars held at AURAK. 

k. Visiting the internship site at a mutually arranged time, to observe and confer with 

the student and the Site Supervisor during the student’s internship period . 

l. Reviewing comments made by the student about the internship program, internship 

site, site supervision and overall experience, to determine their perception of the 

total program.   

m. Consulting with others as appropriate, dealing with potential problems and issues 

that may arise from conflicts between the student and the internship site. 

n. Preparing a detailed report at the end of the internship cycle identifying the names 

and numbers of students that underwent internship, the internship sites, and an 

overall assessment of the internship sites and the execution of the internship 

program. 
 

6.3 Primary Responsibilities of the Site Supervisor 

The Site Supervisor plays a pivotal role to interns by offering advice, instruction and 

supervision that furthers professional competence. By experiencing a challenging and 

stimulating work experience, interns discover their own strengths and weaknesses in their 

chosen career area. Thus, the Site Supervisor is expected to assume responsibilities to the 

student and the Faculty Supervisor that are in line with the objectives of the internship 

program. These are summarized below. 

 

6.3.1 Responsibilities to the Student 

 

a. Interpreting and communicating the aims and outcomes of the internship program 

to other personnel at the internship site which allows the intern to be presented to 

staff in such a manner to ensure their professional status. 

b. Developing an internship position description that offers mutual benefits for both 

the intern and the internship site. 

c. Preparing staff at the internship site for the arrival of the student, and orienting the 

student to the organization’s history (including organizational chart), philosophy, 

policies and regulations, administration, programs and facilities.  

d. Allowing the student, within reason, to observe and participate in site activities, 

such as meetings, programs, projects and training opportunities so as to obtain a 

broad and relevant pre-professional work experience; 

e. Providing an opportunity for the student to assume an active leadership role by 

assigning projects or tasks to improve their organizational and supervisory 
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responsibilities. 

f. Assigning routine administration and management tasks to the student in order for 

them to gain a greater understanding of the organization’s operation. 

g. Conferring with the student to select mutually beneficial tasks to complete as part of 

their internship. The tasks should facilitates the intern’s learning experience and 

make a meaningful contribution to the organization. 

h. Assessing the student’s performance by completing the Site Supervisor Evaluation  

(Form EIF-5) at the end of the internship. It must be then faxed or emailed 

confidentially to the Faculty Supervisor. 

 

6.3.2 Responsibilities to the Faculty Supervisor 

 

a. Providing printed material (e.g., brochures, reports) or other media (e.g., videos, 

CDs) to the Faculty Supervisor to better inform future students about internship 

opportunities. 

b. Submitting a signed Site Supervisor Evaluation (Form EIF-5) to the Faculty Supervisor 

at the end of the internship period to meet course evaluation requirements. 

c. Communicating with the Faculty Supervisor, as warranted, regarding any 

suggestions or concerns about the internship program or about the intern. 

d. Cooperating with the Faculty Supervisor in evaluating the internship program and 

providing input into the curriculum development process. 

e. Apprising the Faculty Supervisor of the pending dismissal of an intern. The 

internship site is under no obligation to continue training of an intern at any point 

during the internship should the intern be involved in any ground for dismissal 

(Refer to section 8). However, prior to termination of the internship agreement, the 

Faculty Supervisor must be notified and supplied with supporting documentation. 
 

6.4 Primary Responsibilities of the Student 

During the internship, the student must meet certain responsibilities and obligations to 

the internship site and the Site Supervisor, as well as AURAK. The following are the primary 

responsibilities of the intern towards each of the participants in the internship program: 

 

6.4.1 Responsibilities to the Internship Site and the Site Supervisor 

 

a. Notifying the Site Supervisor, if they have not already done so, of their current 

contact information. 

b. Reporting directly to the Site Supervisor for instructions. The intern is responsible 

for fulfilling their duties as stipulated by their supervisor, and for meeting their 

scheduled training commitments and arrangements. 
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c. Familiarizing themselves with and abiding by all the rules, regulations, policies and 

procedures of the internship site applicable to their conduct during the internship. 

d. Becoming an integral and participating member of the internship site’s staff. 

e. Acting in a professional manner both as a staff member and when dealing with 

clientele. The student represents AURAK and their academic program and is 

expected to act accordingly. 

f. Visiting, observing and participating, as appropriate, in all levels of the internship 

site’s operations, including meetings, programs, projects and training sessions. 

g. Setting mutually satisfactory and feasible goals and objectives in consultation with 

the Site Supervisor. These constitute a baseline against which the intern’s 

performance is assessed by the supervisor. 

h. Carrying out and assuming full responsibility for the mutually agreed-upon tasks in 

consultation with the Site Supervisor. 

i. Seeking further clarification from the Site Supervisor with tasks or problems that 

cannot be solved independently. 

j. Meeting with the Site Supervisor and the Faculty Supervisor during a routine on-site 

visit of the latter to the internship site and recording the minutes of such meeting. 

k. Notifying the Site Supervisor and the Faculty Supervisor in advance should it be 

necessary to be absent from work. The intern should also inform the Site Supervisor 

as soon as possible if they are unable to complete the internship program due to 

illness, accident, or other unforeseen circumstances. 

l. Completing the Internship Site Evaluation (Form EIF-6) at the end of their internship 

period and submitting it to the Faculty Supervisor as soon as feasible. 

 

6.4.2 Responsibilities to the University 

 

a. Reading and adhering to all policies, regulations, procedures and assignments as 

outlined in this Internship Manual. 

b. Completing 8 weeks of full-time internship work with the appointed internship site. 

c. Meeting with their Faculty Supervisor and Site Supervisor during the on-site visit to 

discuss their: internship experiences; tasks; and progress towards meeting personal 

objectives. 

d. Presenting an overview of their internship experience to their respective 

Engineering department student body attended by all working interns, Faculty 

Supervisor, relevant Faculty Supervisors and other staff members, as warranted, 

after the completion of the internship period. 

e. Notifying the Faculty Supervisor as soon as possible, if they are unable to complete 

the internship program due to illness, accident or other unforeseen circumstances. 

Should this situation arise, then the AURAK rules concerning withdrawals will apply.   
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7 Post-Internship Procedures 

Following the completion of the internship, the student is required to: 
 

a. Confirm that the Faculty Supervisor has received the Site Supervisor Evaluation 

(Form EIF-5), Internship Site Evaluation (Form EIF-6), and the Internship Report 

within one week after the completion of their internship. 

b. Make a presentation about their internship experience at the scheduled seminar 

time. 
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8 Exceptional Termination of an Internship 

Every effort is made by both the Faculty Supervisor and the Site Supervisor to support the 

internship as a learning experience, but sometimes it is necessary either to terminate a 

student intern or remove an intern from an internship site for reassignment elsewhere. 

Possible grounds for dismissal of an intern by a training organization or the university may 

include, but are not restricted to, the following: 
 

 Lack of student responsibility (e.g., being constantly late for work, failing to report 

absences in advance, misuse of equipment, failure to undertake or complete 

assigned tasks). 

 Engagement by the intern in illegal or unethical behavior. 

 Violation of training organization’s policies (e.g., confidentiality, safety, sexual 

harassment). 

 Personal problems or emotional problems that hamper an intern’s ability to function 

in a work place environment. 

 Failure to follow the policies and procedures stated in the American University of 

Ras Al Khaimah Catalog and Student Handbook. 

 Failure to adhere to the policies and procedures stated in this Internship Manual. 
 

8.1 Termination of an Intern by an Internship Site 

Termination of an intern by the internship site is a serious matter and internship sites are 

therefore expected to follow these guidelines: 
 

 The Site Supervisor must immediately make a preliminary phone call to the Faculty 

Supervisor if circumstances arise that could lead to the dismissal of an intern. The 

reasons for the termination must be fully discussed and made clear to the Faculty 

Supervisor. 

 The Faculty Supervisor is to continue to maintain direct and open communication 

with both the intern and Site Supervisor. 

 The training organization is expected to review, in writing, the concerns with the 

intern and give the student the opportunity to correct the problem whenever 

possible. 

 Termination of the intern ideally should be mutually agreed to by both the Site 

Supervisor and the Faculty Supervisor. 

 The Site Supervisor must provide a one-week termination notice to the intern. 

 A written statement outlining the reasons for termination and all appropriate 

documentation arising from the internal review must be provided by the training 

organization to the Faculty Supervisor. A copy of the written statement must be sent 

to the student. 
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 Once all appropriate documentation arising from the training organization’s 

termination process has been forwarded to the Faculty Supervisor, an internal 

academic review process is initiated according to AURAK policies and procedures, 

and a final recommendation on the student’s academic status is made and 

communicated to the student. 

8.2 Removal of an Intern from an Internship Site 

Circumstances may arise where it is necessary or prudent for the Faculty Supervisor to 

remove an intern from a particular internship site, and relocate them to another site 

without academic penalty. These circumstances include, but are not restricted to the 

following: 
 

 Excessive work of a trivial nature (e.g., office clerical work, equipment delivery). 

 Other significant violations of terms of engagement on the part of the internship site 

(e.g., internship duration) 

 Evidence of conflict either between the Site Supervisor and the intern or the intern 

and other colleagues. 

 Unsafe working environment. 

 Sexual or other harassment of the intern in the training organization. 

 

In more serious situations, as for example where an intern may be a target of sexual 

harassment, immediate intervention by the Faculty Supervisor is appropriate. It may be 

advisable to remove the intern and terminate the internship immediately if the problem is 

not quickly and decisively resolved. 
 

8.3 Internship Termination by the Student 

Students are not allowed to initiate a change in the location of their internship without 

prior written approval from their Faculty Supervisor. An intern’s terminating an internship 

before the end of the agreed-upon period is a serious matter and is to follow these steps: 
 

 The student must make a preliminary phone call to their Faculty Supervisor to 

initiate formal proceedings for removal from an internship site. The student must 

meet with their Faculty Supervisor to discuss the reasons for requesting removal. 

These reasons must be clearly understood by all parties involved. 

 Termination of the internship must be agreed to by the Faculty Supervisor. 

 The student must provide a written statement outlining the reason for requesting 

removal from the internship site. 

 Normally, a two-week termination notice should be given to the internship site by 

the student, unless circumstances dictate otherwise. 
 

Upon termination of the internship, the full-time days accumulated will be counted 

towards the internship requirement of 8 weeks full-time training. The student will be 
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relocated to another internship site where they need to complete the remaining hours. 

The termination (and restart) of the internship should be documented in the Internship 

Report and the Internship Presentation. Including them in the presentation serves to 

educate the other students about the procedures and regulations. The presentation must 

not be used to defame the internship site, but rather to educate the student body about 

their rights and obligations. 

 

8.4 Checklist 
 

 

1.   Read & Ask About the Internship Program 

Read the Internship Manual carefully. Contact the Faculty Supervisor to explore 

your areas of career interest, internship site possibilities, and to ask questions 

about the process. 

 

2.   Resume 

Prepare your resume using the internship resume template or a format of your 

own. 

 
3.   Obtain a List of Candidate Sites 

Identify potential internship sites. Refer to the list maintained by the Office of 

Student Retention and Success for ideas. Contact the potential internship site(s) to 

request an exploratory meeting. Meet the potential Site Supervisors to introduce 

yourself and the internship you have in mind. Offer the potential Site Supervisor(s) 

your resume and refer them to the Internship Manual for additional information. 

Your Site Supervisor must have professional-level qualifications. 

 
4.   Faculty Supervisor Approval 

After you have found a Site Supervisor who agrees to work with you, contact your 

Faculty Supervisor to discuss your plans for the internship and obtain their verbal 

approval. 

 
5.   Prepare the Training Plan 

Meet with your Site Supervisor to negotiate a training plan. Both your Site 

Supervisor and your Faculty Supervisor must approve the training plan. 

 
6.   Submit the Internship Application Form 

Submit the Internship Application form (Form EIF-1) to the Office of Student 

Retention and Success. 

 
7.   Submit Weekly Reports 

At the end of every week, complete the weekly report form (Form EIF-3), present it 

to your Site Supervisor for approval and signature and fax it or email it back to your 
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Faculty Supervisor. 

 
8.   Ensure the Submission of the Site Supervisor Review 

Near the end of the internship period, remind your Site Supervisor about 

completing the Site Supervisor Form (Form EIF-5) which must be submitted 

confidentially to the Faculty Supervisor. 

 

9.   Thanks 

Prepare a letter of thanks to your Site Supervisor. Deliver the letter to the Site 

Supervisor and (with their agreement) send a copy of the letter to the Site 

Supervisor’s manager. 

 
10. Prepare Internship Report 

Prepare a comprehensive report about your internship experience. The report 

should encompass the projects you worked on, your achievements, your learning 

experience, and any issues that arose and how they were resolved. It is a good idea 

to maintain a scrap book during the internship period to collect the bits and pieces 

of information needed for this report. Keep in mind that in addition to technical 

content, this report will also be graded on communication skills and presentation 

style. 

11. Internship Presentation 

Prepare a seminar about your internship experience. This seminar should be about 

20 minutes long (20 – 22 slides) and should be addressed to your Engineering 

department student body. The seminar should give an overview of your internship 

experience. Communicate to your student colleagues your experiences during the 

internship period. The internship report is a great source of information for this 

presentation. Remember to prepare well for the presentation as it would   serve as  

a  measure for  your oral communication and  presentation skills and you will be 

marked for  your presentation according to the internship course ENGR 390 

syllabus.
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The American University of Ras Al Khaimah 

                                        Office of Student Retention and Success 
 
 

 

(Form EIF-1)  

Internship Application Form 

 

 
 

Section A: Student Details 
 

 

Student ID  
 
 
 

Student Name  
 

First Name                                 Middle Name                 Last Name 
 

 
 

Gender          Male         Female                     Nationality 
 
 
 

Academic Program  
 

Program                                                         Concentration 
 

 
 

Credit Hours Earned                                                Current GPA 
 
 
 

Current Local Address 
 
 
 
 
 

 

Telephone Numbers          Home 
 

 

Mobile 
 

 

AURAK email 
 
 
 

Section B: Candidate Internship Sites 
 
 

Site 1       Company Name                  
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Branch 
 

Group 
 

Emirate 

Site Supervisor 

Name 

Contact Details             Office Phone             

Mobile Phone            

email 
 

 

Site 2       Company Name                  

Branch 

Group 
 

Emirate 

Site Supervisor 

Name 

Contact Details             Office Phone             

Mobile Phone            

email 
 

 

Site 3       Company Name                  

Branch 

Group 
 

Emirate 

Site Supervisor 

Name 
 

Contact Details             Office Phone             

Mobile Phone            

email 
 

 
 

Section C: Resume 
 

Attach an up-to-date resume to this form 
 
 
 

Section D: Transcript 
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Attach a recent transcript to this form 
 
 
 
 

Section E: Disclosure 
 

Do you have any disability that may limit your ability to participate in certain types of work, 

or exposure you to risk of harm (e.g., if you are allergic to dust, you should not be assigned to 

a high-dust environment) or create risk of harm to others (e.g., you may be subject to seizures 

and therefore should not be assigned to drive a motor vehicle)? If, yes please explain your 

learning restrictions below.  This information is confidential and will not be shared with any 

employer. 
 

Disabilities 
 
 
 
 
 

Section F: Signatures 
 
 
 
 
 
 

 

Student                                                                                         Date Submitted 
 

 
 
 
 

Academic Advisor                                                                            Date Approved 
 

 
 
 
 

Internship Coordinator                                                                  Date Approved 

 

 

 

Director, Career Services                                                             Date Approved 
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       The American University of Ras Al Khaimah 
                                 Office of Student Retention and Success 

(Form EIF-2) 

Internship Tracking Form 

 

Student ID    

 

Student Name 
 

   

 

Internship Site 
 

   

 

Weekly Reports 
 

Week Number Hours Accumulated Date Submitted 

1  /     / 

2  /     / 

3  /     / 

4  /     / 

5  /     / 

6  /     / 

7   

8   
 

 

Days absent                                    Days Late      
 

 

Requirements Checklist 
 

Requirement Fulfilled? 

Number of accumulated full time Weeks                   Weeks 

Weekly Reports (EIF-3)  

Site Visit Meeting Minutes (EIF-4)  

Internship Report  

Internship Presentation  

Site Supervisor Evaluation (EIF-5)  

Internship Site Evaluation (EIF-6)  
 
 
 

Faculty Supervisor                                                                                            /    / 
 

Signature                                                                Date 
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The American University of Ras Al Khaimah 

Office of Student Retention and Success 
 

(Form EIF-3) 

Internship Weekly Report 

 

Week No.                              /     /                             /     / 

From                           To 

 

Student ID    

 

Student Name 
 

   

 

Internship Site 
 

   

 

Tasks Performed 
 

Task Department Day No. of Hours 

    

    

    

    

    

    

 

Comments 
 
 
 
 
 
 
 
 
 

Days absent                                                                Days Late                                                                  

Signatures 

Site Supervisor                                                                                             /     /   

Signature                                                                Date 

Faculty Supervisor                                                                                           /     /   

Signature                                                                Date 

Student                                                                                                         /     /   

Signature                                                                Date 
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The American University of Ras Al Khaimah 

  Office of Student Retention and Success 
 

(Form EIF-4) 

Site Visit Meeting Minutes 

 
Student ID                 

 

Student Name             

Internship Site            

Site Visit Date                /     /            Meeting Location      

Attendees                 Student Name           

Site Supervisor 

Name 

Faculty Supervisor 

Name 
 

 

Discussion Items       
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Action Item Due Date Owner Deliver to 

 /   /   

 /   /   

 /   /   
 

 

Signatures 

Site Supervisor                                                                                             /     /   

Signature                                                                Date 

Faculty Supervisor                                                                                        /     /   

Signature                                                                Date 

Student                                                                                                         /     /   

Signature                                                                Date 
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The American University of Ras Al Khaimah 

                                       Office of Student Retention and Success 
 

 

(Form EIF-5) 

Site Supervisor Evaluation Form 

 

CONFIDENTIAL 
 

 

This form must be completed by the onsite supervisor during the student’s last week in the internship. 
The results are confidential and should not be shared with the student. The completed form should be 

returned to the Faculty Supervisor by fax. This evaluation is used to determine the overall 

performance and development of the intern since the start of their internship. 

 
Section A. To be completed by the student before delivering the form to the Site Supervisor for 

completion 
 

Student ID    

Student Name    

Internship Site    

Site Supervisor    

 

Section B. To be completed by the Site Supervisor 

 
Part 1. Student’s General Performance 

Place a check mark (√) in the appropriate box next to each item. 
 

 

 

 

 

 

Performance Category/Criteria 
  

U
n

sa
ti

sf
ac

to
ry

 
 

B
el

o
w

 A
v

er
ag

e 
 

A
v

er
ag

e 
 

A
b

o
v

e 
A

v
er

ag
e 

 
E

x
ce

ll
en

t 
 

N
o

t 
A

p
p

li
ca

b
le

 

Apply knowledge of mathematics, science, and engineering 

 

      

Design and conduct experiments, to analyze and interpret data 

 

      

Design a system, component, or process to meet desired needs  

 

      

Function effectively as multi-disciplinary team members 

 

      

Identify, formulate, and solve engineering problems 

 

      

Have an understanding of professional and ethical responsibility 

 

      

Communicate effectively 

 

      

Acquire the broad education necessary to understand the impact of engineering solutions in a       
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global and societal context 

 

Recognize the need for, and to engage in life-long learning 

 

      

Acquire knowledge of contemporary issues 

 

      

Use the techniques, skills, and modern engineering tools necessary for engineering 

 

      

An understanding of civil engineering professional practice issues such as: procurement of 

work, bidding versus quality-based selection processes, addressing public safety concerns 

 in project design, how design professionals interact with the construction profession to 

construct a project, the importance of professional licensing and continuing education, 

 and/or other professional practice issues. (Only for Civil Eng.) 

      

 

 

Part 2. Comments, Strengths and Weaknesses 
For each of the criteria below, briefly comment on the intern’s abilities, strengths and weaknesses in 
the space provided. 

 
1. Knowledge (e.g., requisite, current knowledge and skill of profession) 

 

 
 
 
 
 
 
 

2. Leadership (e.g., instills confidence in others, organization, group spirit and cooperation, maintains 

an attitude of objectivity and fairness, communication) 
 
 
 
 
 

 
3. Public Relations (e.g., with supervisors, co-workers and public: courtesy, insight, respect, tact) 

 

 

 

 

 

 

Please sign and date the evaluation form and fax it directly to the faculty advisor. 

 
Signatures 

Site Supervisor                                                                                             /     /   

                                Signature                                                                Date 
 

 

Faculty Supervisor                                                                                         /     /   
                                 Signature                                                                Date 
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Poor 

 
Fair 

 
Good 

Very 

Good 
 
Excellent 

     

     

     

     

     

     

     

     

     

     

     

 

 

The American University of Ras Al Khaimah 

  Office of Student Retention and Success 
 

 

(Form EIF-6)  

Internship Site Evaluation Form 

 

 

This form must be completed by the student upon the completion of the internship period. This form 

evaluates the Engineering internship program in general and evaluates the performance of the site 

supervisor as well as the internship site. Results from this form will be used to improve the internship 

program and determine whether the internship site and/or site supervisor should be used for internship 

of future Engineering students. 

 
The report is confidential and will not be shared with your internship site. 

 

Student ID    

Student Name    

Internship Site    

Site Supervisor    

 

 

Section A. Evaluation of the ECE Internship Program 
 

Place a check mark (√) in the appropriate box next to each item. 
 
 
 

 

1.    Overall rating of internship policies and procedures 
 

2.    Clarity of internship policies and procedures 
 

3.    Relevance of Engineering course in preparing students for the 

internship 

4.    Availability of staff at the Office of Student Retention and 

Success during the internship 

5.    Overall effectiveness of the Office of Student Retention and 

Success during the internship 
 

6.    Availability of Faculty Supervisor during the internship 
 

7.    Overall effectiveness of Faculty Supervisor during the internship 
 

8.    Responsiveness of Faculty Supervisor to your enquiries within 

a reasonable turnaround time 

9.    Cooperation between the Faculty Supervisor and the Site 

Supervisor 
 

10.  Faculty Supervisor monitoring during the internship period 
 

11.  I feel that I am better prepared to enter the world of work after 

this experience. 
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Poor 

 
Fair 

 
Good 

Very 

Good 
 
Excellent 

     

     

     

     

     

     

     

     

     

     

 

 
1.  Did the academic Supervisor or the university act on any special problems/concerns that 

you brought to their attention? Please comment if applicable. 
 
 
 
 
 

 
2.  Did you apply theories or concepts learned in the classroom to your experiences? 

 
 
 
 
 

 
3.  What recommendations do you have to improve the internship program? 

 

 
 
 
 
 
 
 

Section B. Evaluation of the Internship Site 

Place a check mark (√) in the appropriate box next to each item. 
 

 
 
 

1.    Willingness to integrate the intern into all appropriate levels of 
activities, programs and operations. 

2.    Cooperation of staff to provide professional growth 

experiences by assigning progressively challenging tasks. 

3.    Provision of training programs, seminars or other meaningful 

activities. 

4.    Access to resources essential to support the completion of your 

assignments. 
 

5.    Allowance for relating classroom theory to practical situations. 
 

6.    Willingness to listen to and discuss any suggestions or 

recommendations that the student might offer. 
 

7.    Seriousness of the training program 
 

8.    Provision of ample opportunities for learning. 

 

9.    Treatment on the same level as the other employees. 

 
10.  Provision of a work load to keep the intern busy. 
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Poor 

 
Fair 

 
Good 

Very 

Good 
 
Excellent 

     

     

     

     

     

     

     

     

 

1.  What suggestions would you make to the internship site to improve the quality of the 

internship program? 
 
 
 
 
 

 
2.  Would you recommend this training site to other Engineering students? Explain reasons. 

 
 
 
 
 

 
Section C. Evaluation of the Site Supervisor 

Place a check mark (√) in the appropriate box next to each item. 
 

 
 
 

1.    Site Supervisor’s willingness to involve the intern in projects, 

meetings and operations. 
 

2.    Site Supervisor’s experience. 
 

3.    Site Supervisor’s seriousness in offering training to the intern. 
 

4.    Site supervisor’s professional behavior towards the intern. 

5.    The Site Supervisor accessibility and interest in intern’s 

progress 
 

6.    Reasonable assignment of workload demand. 

7.    Provision of constructive, on-going feedback from the Site 

Supervisor. 

8.    Overall, how would you evaluate the supervision received 

from the Site Supervisor? 
 

 
 

1.  What suggestions would you make to the Site Supervisor to improve the internship 

experience? 
 
 
 
 
 

2.  Would you recommend this Site Supervisor to other Engineering students? Explain 

reasons. 
 

 
 
 

Signatures                                                                                                                          /     /   

Student                                                                                      Date 
 

        /     /   
Faculty Supervisor                                                                   Date Received 
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DATE: 

TO: 

Internship Letter 

 

 

FROM: 
 

SUBJECT:   Internship Opportunity for Mr./Ms. XXXXXX 
 
 
 
 

Dear Mr. XXXXXXXX, 
 
 

 
I am writing to solicit your help in arranging an internship opportunity for our student 

XXXXXXXXXX at your organization. Mr./Ms. XXXXXX is currently enrolled in the XXXXXXXX 

Engineering program at the American University of Ras Al Khaimah. 

 

As part of the XXXXXXX Engineering program, our students are required to undergo an 

internship for a minimum period of 8 weeks (accumulating between 180 and 240 actual hours). 

The goal of this internship is to expose the student to a practical and industrial environment 

where they can gain practical experience and learn how to apply their knowledge and skills. 

Students have to submit weekly progress reports (signed by their direct supervisor in the 

training organization) and a formal final report upon the completion of their internship period. 

In addition, the training organization is requested to fill a simple evaluation form about the 

student at the end and fax it back to us. Mr./Ms. XXXXXX will be able to provide you with that 

evaluation form for your convenience. 

 

Thank you for your assistance and I look forward to receive your approval for training Mr./Ms. 

XXXXXX at your organization. If you have any questions or need further information, please do 

not hesitate to contact me. 
 
 

Yours sincerely, 
 

Office of Student Retention and Success, AURAK. 


