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PREFACE

This Industrial Training Guideline booklet will explain about Industrial Training for School of Education (S.Ed) students. Students who have fulfilled all courses requirement are qualified to undergo this training.

This booklet will help students to understand the importance of this Industrial Training.  Besides that, hopefully this booklet can also help to overcome any doubts related to the training. 

On behalf of Industrial Training Unit, we would like to take this opportunity to express our gratitude towards every individual involved in our industrial training and towards the betterment of future education.
Committee of Industrial Training Unit 

School of Education

International Islamic College
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INTRODUCTION
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Definition of Industrial Training

Industrial Training is a type of apprenticeship training related to student’s field of study. As a graduation requirement, all students of Diploma in Islamic Early Childhood Education (DICE) need to undergo this Industrial Training after they have completed all the core courses. This Industrial Training carries 3 credit hours, which will be included in the Cumulative Grading Percentage Average (CGPA).

Objectives

The objectives of this Industrial Training are to expose students to the real working environment at childcare centers and kindergartens. Besides, it allows them to apply the knowledge gained in all courses learned. This program is also to train our students to set up their own childcare center or kindergarten which serves as one of the main objectives  studying at this college.

Duration

The duration of the Industrial Training is about 8 weeks starting from the first day of the training.

Payment

Neither the child care center or kindergarten nor the college will guarantee to pay any salary or allowance to the student during the Industrial Training. 

Placement for Industrial Training

As what has been agreed by the Industrial Training Unit Committee, each student may propose a location of a childcare center or a kindergarten at a desirable location. The student needs to approach the childcare center or kindergarten and submit the name of the childcare center or kindergarten on certain date, as been clarified by the committee.

Project Scope

At the end of the Industrial Training, the student should be able to produce a full report on his/her project of the respective childcare center or kindergarten. The project scope can be categorized as:

1) Case study
2) Log book
3) Business plan
4) Presentation







Supervisor

During the Industrial Training, the student will be assigned to two supervisors; the Industrial Supervisor (person in charged at respective practical site) and ACAD Supervisor (a lecturer from School of Education). Please take note that the grading evaluation will come from both supervisors. Therefore, student is advised to give full commitment to both supervisors.

Site Visit by ACAD Supervisor 

During the Industrial Training, the ACAD Supervisor is allowed to visit the student at least once in order to keep track of the student’s performance. The student is required to fill in the provided logbook and need to be verified by the Industrial Supervisor. This log book will be checked by the ACAD Supervisor during the visit to the respective child care center or kindergarten. This also serves to maintain good relationship between the college and the childcare center or kindergarten.

Project Presentation

After completing 8 weeks of industrial training, the student is required to present his/her  Business plan to the respective ACAD Supervisor on the date that will be informed later. Failure to present will render the student a zero for his/her grade.

PLACEMENT PROCEDURES
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PLACEMENT PROCEDURES

· Registration 

The student should register for Industrial Training (ITD 3236) during pre-registration of the final semester. However, the student must complete ALL CORE COURSES offered by School of Education (S.Ed). 
· 1st Briefing

· First briefing will be conducted for all eligible students.

· This briefing will explain the purpose of Industrial Training, the guidelines and steps how to apply for placement in a childcare center or kindergarten. 

· The Committee of Industrial Training Unit of S.Ed will provide each student with: 
· Verification Letter (IIC/SED/IT-1)

· Supporting Letter (IIC/SED/IT-2)

· Acceptance Letter (IIC/SED/IT-3) and 

· Biodata Form (IIC/SED/IT-5) 

· The students have to search a child care center or kindergarten to undergo the  Industrial Training.

· Application for placement of Industrial Training
· Students will be given specific time to find and approach a child care center or kindergarten to conduct his/her project there.

· Confirmation

· Students will confirm the name of the childcare center or kindergarten by submitting the Acceptance Letter (IIC/SED/IT-3) to the Committee of Industrial Training Unit, S.Ed.

· Each student will be assigned to an ACAD Supervisor upon submission of the Acceptance Letter (IT-3).

· Postponement

· Students who wish to postpone the Industrial Training need to write a postponement letter to the Committee of Industrial Training Unit, S.Ed and cancel his/her placement with the child care center or kindergarten.
· 2nd Briefing

· The Committee of Industrial Training Unit, S.Ed will conduct a briefing session right before the students undergo the Industrial Training. This session will brief on work ethics, project, presentation and reports. Attendance for this second session is COMPULSORY.
· The ACAD Supervisor will provide each student with:  

· Report for Duty Letter (IIC/SED/IT-4) 

· Appraisal Report Form-company supervisor (IIC/SED/IT-10)

· Log Book (IIC/SED/IT-6) and 

· A standardized Cover Report provided by the Committees of Industrial Training Unit (to be purchased).
· Industrial Training

· The Industrial Training will start for 8 weeks commencing in end of November.
· Supervision

· During the Industrial Training, the students will be supervised by Industrial Supervisors and ACAD Supervisor from S.Ed
· ACAD Supervisor will visit the child care center or kindergarten during the Industrial Training for supervision purposes. 

· Once the students join the childcare center or kindergarten, they are required to do the all the tasks assigned to them. 
· Evaluation 

· The evaluation on Industrial Training is based on: 

· Industrial Supervisor's Appraisal
· ACAD Supervisor Assessment Form

i)          Lesson plan         5%

ii) 
Implementation   5%

iii)
Ethics         5%
· Log Book

· Business plan
· Case Study

· Presentation

· Grade 

· Grade will be based on the evaluation marks.

GRADING SCHEME
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GRADING SCHEME:

· Industrial Supervisor's Appraisal



20 marks
· ACAD Supervisor
 Assessment



15 marks

1- Lesson Plan

(5 marks)


2- Implementation of lesson plan  (5 marks)


3- Ethics

(5 marks)
· Logbook






20 marks
· Case study report





15 marks

· Business plan





20 marks

· Presentation





10 marks



___________________________________________________________
TOTAL


                                              100 marks

EXPLANATION ON CASE STUDY REPORT

1- Students are required to choose one baby or child to be closely observed  

    during the eight weeks of training period.

2- Based on Children Development Checklist provided, students are required to   

                choose one type of development (either motor skill, cognitive, or social skills 

                developmental) to be reported.


3- For each week, students have to evaluate the development level and write 

                 a report on it.

WORK ETHICS
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Rules and Regulations

1. The student has to report to the respective child care center or kindergarten the date specified and work according to the hours and days observed by the company.

2. The student shall perform his or her duties with full commitment.

3. The student shall report to and obey to the respective supervisor as well as the rules and childcare center’s or kindergarten’s regulations throughout the Industrial Training.

4. Any reports of student’s negligence and / or tardiness by the company will cause the student to be reprimanded by the ACAD Supervisor. Further action will be taken by the Dean of School of Education.

5. The student shall submit a Medical Certificate (MC) to the Industrial Supervisor and a copy to the ACAD supervisor in case of any absenteeism that is caused due to sickness.

6. The student should behave and wear proper attire during the training period, in line with the requirements of Islam. Non-Muslim students are to respect the Islamic code of conduct and behavior.

7. The student is not allowed to divulge any classified information pertaining to the child care center or kindergarten without written permission.

8. The student shall, as well, avoid damaging, misappropriating or misusing any property of the child care center or kindergarten.

9. The student shall submit the proposal paper, Log Book and Case study to the ACAD supervisor on the day of presentation. 

10. Failure of meeting the requirements of the Industrial Training program will make the student ineligible for graduation with a diploma on time.
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