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1) Training types and durations

eThere are 2 different training types in our department:
eManagement Training (20 working days) (IE5802)
eProduction Training (20 working days) (IE7803)

e|n total, you have to compete at least 40 working days of
training.

eManagement training should be at least 10 working days.

e|t’s required that, production training should be at least 20
working days.




IMPORTANT NOTES

* |If the company is working on Saturdays;

» You have to request an approval petition from the company
that explain you will be working on Saturdays and send it to
your advisor after completing your application. You may
send the Pandemic Approval Petition and petition for the
Saturdays in the same e-mail.

 When are you going to select the internship course(s)?

» First you will complete your internship, then you have to
register the course (s) in the next first course semester and
upload your internship documents within the first 2 weeks of
the term.




PLEASE FOLLOW
THE FLOWCHART THAT
IS PROVIDED IN THE WEBSITE.,




BEFORE THE INTERNSHIP

FO: Zorunlu Staj Formu
(Mandatory Internship Form),

Student is accepted by the

company 1]

s company asking for a
certification about mandatory
internship or insurance?

F1: Isyeri Kabul Yazist
(Company Acceptance
Letter)

The student submits the FO

form to the firm after having
it signed by Intemship
Coordinator.

1MS: IKO-Staj Yonetim
Sistemi (IKU Internship

Management System)

Student finds another
company.

Student gets F1 filed by the
ny.

Students who want to do an
intermship under the
pandemic conditions must
follow 2 steps:

1) Log in 1o IMS, upioads
FL fils the other required
fields, and submits it to her
academic advisor, at jeast 10
days before the internship

2) Fill in the Pandemic
Conditions Approval
Petition and send it to
Payroll and Personal Affairs
ik.@iku.edu.tr
nennis acagemic aavisor by
e-mail.

Approved by the advisor?

No A

omp:

Student starts hiser
intemship(2]

AFTER THE INTERNSHIP

: Intern Evaluation
A
Form

At the end of the internship,
student gets F2 filled, signed
and stamped by the
company. Attach it 10 the end
of hisiher internship report in
order to upload to the CATS.

Student completes the
appropriate report
(IE5802/1E7803) by following
the instructions in the report
template

—

Depariment contacts with the

company regarding the

After the student has vritien
the internship report, he /
she must forward the report
0 the official responsible for

him Mer in the company and

ill out the CONFIRMATION

FORM that the report has
been checked and approved.
For this reason, it is not
necessary 10 have every
page of the report signed

Student submits followd nd
documents within the specified days
that vall be announced via CATS for
each semester (3]
1- 1E5802 / 67803 Internship report
2- Submission form
ern evaluaton form
Confirmation form (Instead of having a
o on each page, twil
ALt have this form sign
ped by the responsible at the
company)

Copy-Paste control

dane via Turitin(4].

| vill be Student registers in IE5802

Intemship | or IE7803

Format and Content will also Internship If (or both), when
be controlled the semester starts.
1

P

Student receives a grade of
(pending).
Student must complete his /
her corections within the
announced period.

< No.

Corrections, the report 5
checked by the committee again. IS
the report suitable? [5]

!

require comections or is
there any missing
documents? (5]

Student passes
(with grade Y)




BEFORE THE INTERNSHIP

;@dent is accepted by the
o \ company [1]

Is company asking for a
certification about mandatory
internship or insurance?

F1: isyeri Kabul Yazisi

FO: Zorunlu Staj Formu (Company Acceptance

(Mandatory Internship Form)

Letter)

; Yes No. }
The student submits the FO !
form to the firm after having | Student gets F1 filled by the
it signed by Internship =i company.
Coordinator.

v

Students who want to do an
internship under the
IMS: IKU-Staj Yénetim pandemic conditions must

Sistemi (IKU Internship 1) LO;OiILO:; IZMS;e’LSF;Ioa dis

F1, fills the other required
fields, and submits it to her
academic advisor, at least 10
days before the internship
starts.

2) Fill in the Pandemic
Conditions Approval
Petition and send it to

ik@iku.edu.tr

her/his academic advisor by
e-mail.

Management System)

;

Approved by the advisor?

Student finds another I
company. 5

Student starts his/her
internship[2] .

Yes—>‘




AFTER THE INTERNSHIP

F2: Intern Evaluation

Form

Y

Department contacts with the
company regarding the
Intern

{

At the end of the internship,
student gets F2 filled, signed
and stamped by the
company. Attach it to the end
of his/her internship report in
order to upload to the CATS.

\

Student completes the
appropriate report
(IE5802/IE7803) by following

After the student has written
the internship report, he /
she must forward the report
to the official responsible for
him /her in the company and

»| fill out the CONFIRMATION >

the instructions in the report
template.

FORM that the report has
been checked and approved.

For this reason, it is not
necessary to have every
page of the report signed.

Student submits followi,nd
documents within the specified days
that will be announced via CATS for

each semester [3] .
1- 1E5802 / IE7803 Internship report
2- Submission form
3- Intern evaluation form
4-Confirmation form (Instead of having a
signature and stamp on each page, it will
be sufficient to have this form signed
and stamped by the responsible at the
company.)

\

Copy-Paste control will be
done via Turnitin[4].
Format and Content will also
be controlled.

Student registers in IE5802
Internship | or IE7803

Internship Il (or both), when
the semester starts.

Y

Does
the report
require corrections or is
there any missing
documents? [5]

Student receives a grade of
P (pending).
Student must complete his /
her corrections within the
announced period.

I

corrections, the report is
checked by the committee again. Is
the report suitable? [5]

-No.

Student passes
(with grade Y)




2) Things that you should be careful about
In training

eTraining processes are done via Internship Management System (IMS) of IKU.

eYou have to upload all documents here.

eThere is a manual to how to use the system in Industrial Engineering Department website,
under training section.

ehttps://www.iku.edu.tr/sites/default/files/inline-
files/STAJ%20BASVURU%20KULLAN 1ICI%20DOKUMANTASYONU%20%2828 03 2016%29%28S

G%29%281%29 0.pdf



https://www.iku.edu.tr/sites/default/files/inline-files/STAJ%20BAŞVURU%20KULLANICI%20DÖKÜMANTASYONU%20%2828_03_2016%29%28SG%29%281%29_0.pdf
https://www.iku.edu.tr/sites/default/files/inline-files/STAJ%20BAŞVURU%20KULLANICI%20DÖKÜMANTASYONU%20%2828_03_2016%29%28SG%29%281%29_0.pdf
https://www.iku.edu.tr/sites/default/files/inline-files/STAJ%20BAŞVURU%20KULLANICI%20DÖKÜMANTASYONU%20%2828_03_2016%29%28SG%29%281%29_0.pdf

2) Things that you should be careful about in
training

eMost importantly, applications must be made via Internship Management
System (IMS) at least 10 days before the starting date of the internship. The
system does not accept the applications if there are less than 10 days (!).

The internship period can’t include the course term. Students who will
attend summer school cannot perform their internship during summer school.
e|nternships can be performed in semester breaks.

o|f there is a public holiday in your internship period, those days should be
added to the end of the internship.

|f you want to be insured by university and do volunteer internship, you have
to follow similar path with mandatory internship.

ln an academic year, maximum 40 working days can be insured for
compulsory internship and maximum 40 working days for the volunteer

internship.




3) Howto apply anintemship? =

olarak @stu.iku.edu.tr’ yi
—T > | yazarakbir alt satira

https://wwwiku.edutr/tr/staj |

\ Ogrenci unipass sifresini
tiklar. llgili 6grencimizin
agagida gorillecegi Uzere

r_r_ L e .
«' S g belli bilgilerini getirir.
Omiversitesl  * BST

_9 Qgrenci basvurusu

Personel girigi

Baswvuru kullanict kilavuzu

Zorunlu staj formu

‘ Ogrencimizin resmi
Staj Bagvuru Formu ver almaktadr.

Bu alanlar mutlaka doldurulmalidir,

Kurum/firmadan alinacak yazi érnedi

isveren Bilgi Formu “Yeni Bagvuru

eksik kalmasi durumunda sistem

Yap” 1 seceriz kabul etmeyecektir.

Staj Yonergesi

(- - - - I

W gi.sTAY
W YONETIM

W sistemi

Kullanici/User (e.g. user@stu.iku.edu.tr)

Parola / Password

Burada Y~ -
durumlanniz fosases s ‘h’Staj y?iaiajw yerdeln/ alacag
antetli kagida onayli yazis
hakkinda bilgj et Kagica onayltyazsin
alabilirsiniz ekler. Eklenmezse sistem kabul
Hesabima erisemiyorum. . s | etmeyecektir. Yazinin drnegi
I can't access my account. =
14, Sayfada mevcuttur.

You can find information on how to use the INTERNSHIP MANAGEMENT
SYSTEM from above pictures.



https://www.iku.edu.tr/tr/staj

PROF. DR. MURAT ERMIS ASSIST. PROFESSOR OKAY ISIK

E-posta: m.ermis@iku.edu.tr E-posta: o.isik@iku.edw.tr
Phone: 498 41 41 / 4906 Phone: 498 41 41/ 4762
4\ H ' ToLy
) OW to a pply a n I nte rnSh I p o RESEARCH ASSISTANT AKIF CAN KILIG RESEARCH ASSISTANT DILEK AKBURAK
E-posta: a kilic@iku.edu.tr E-mail: d.akburak@iku.edu.tr
Phone: 498 41 41 / 4162 Phone: 498 41 41 /4174

Related Files/Links

v https://muhf.iku.edu.tr/tr/zorunlu-staj

Intemnship Process Flowchart .;a

Internship HI Information [

v'Look at the Flow Chart 8
EN-Petition > a

vFind out whether the company is -
asking for a certification about "
Intern Evaluation Form 53

mandatory internship or insurance. If
it is, get FO (Mandatory Internship ™" =

FO r‘ m )’ W h iC h m u St b e Sig n e d by [FO] Mandatory Internship Form .;a
Internship Coordinator (assist.Prof. Okay Isik) ~ Ficemnacence et >3
and your academic advisor, from  commere sg

i nte r n S h i p We b p a ge . Pandemic Internship Acceptance Letter .;a


https://muhf.iku.edu.tr/tr/zorunlu-staj

3) How to apply an internship?

FO Petition Sample

v If a document for compulsory internship is
asked from the company, the petition is need
to be signed by the Internship Coordinator and
academic advisor then given to the company.

v' If it is not, get F1 (Company Acceptance
Letter) from internship web page. This form will
be filled by the company and submit to the
IMS.

T.C. ISTANBUL KULTUR UNIVERSITESI
ZORUNLU STAJ FORMU
flgili Makama,

.......................................................................... Bolimii/Programi
dgrencilerinin, 6grenim siiresi sonuna kadar, kurulus ve isletmelerde staj yapma zorunlulugu
vardir. Asagida bilgileri yer alan 6grencimizin stajiny, ...... isgiinii siireyle kurulusunuzda
yapmasinda gostereceginiz ilgiye tesekkiir ederiz.

Ogrencilerimizin stajim Isletmenizde yapmasimn  tarafinizdan kabul edilmesi
durumunda, staj baglangi¢ ve bitig tarihlerinin, staja baglama tarihinden en az 20 giin énce staj
yapacak ogrenciye bildirilmesi halinde, zorunlu olarak staja tabi tutulan 6grencimiz igin, 5510
Sayili “Sosyal Sigortalar ve Genel Saglik Sigortas: Kanunu” geregi Sosyal Sigortalar Kurumu

Sigortah Ise Giris Bildirgesi diizenlenerek, “Is Kazas1 ve Meslek Hastaliklar Sigorta Primi”
Universitemiz tarafindan yatirilacaktir.
Akademik Damgman Adi-Soyadi Imza
Bilgilerinizi ve geregini arz ve rica ederim.

Not:Tiim alanlarin doldurulmasi zorunludur.

Ogrenci Adi-Soyadi Ofrenci No
Fakiilte/M.Y iiksekokul Adi | Telefon No
Biliim Ady Ofretim Yih E-posta
ikametgah Adresi Mabhalle
Cadde Dig Kapi No
Sokak ¢ Kapi No
Semt-llge il
STAJ YAPILAN YERIN
Adi/Unvam
Adresi
Uretim/Hizmet Alam
Telefon No Faks No
E-Posta Adresi Web Adresi
Staja Baglama Tarihi Staj Bitig Tarihi Siiresi (is Giinii)
iISVEREN VEYA YETKILININ
Adi-Soyadi
Giirev ve Unvam Imza/Kase

E-Posta Adresi

Tarih
OGRENCININ NUFUS KAYIT BILGILERI (Staj bagvurusu kabul edildigi taktirde dgrenci tarafindan doldurulur.)
Soyads N.Ciizdan Seri No | Cilt No
Adi Niifusa Kayith Oldugu il |
Baba Adi Tige Aile Sira No
Ana Adi Mahalle-Koy Sira No
Dofum Yeri Verildigi Niifus Dairesi
Dogum Tarihi [ Verilig Nedeni Verilig Tarihi
T.C. Kimlik No SSK No

OGRENCI IMZASI BOLUM/PROGRAM STAJ DANISMANI ONAYIT

Belge fizerindeki bilgilerin dogru oldugunu bildirir, staj yapacafinu
taahhiit ettifim adi gegen firma ile ilgili staj evraklannin
hazirlanmasim saygilanmla arz ederim.

Tarih: Tarih:
ONEMLI NOT: Universitenin Staj Yénetim Sistemi staj ta en az 10 giin énce staj bagvurusu yapilmasi §nem
arzet ir (Bu belgenin bir nish staj teslim edilmesi zorunludur.)




3) How to apply an internship?

F1 Petition Sample

v'The petition is need to be signed by the company
and uploaded to the IMS while applying for
internship.

T.C. ISTANBUL KULTUR UNIVERSITESI
s FAKOLTE/MYO (TEKNIK BILIMLER VEYA ISLETMECILIK)

s BOLUM/PROGRAM BASKANLIGI’NA

Universitenizde OKUYaN ...u.memssssmiein numarall G8renciniz . vy
v S e 118 oo oerif . tarihleri arasinda toplam ...... giin, Firmamizda/Kurumumuz da staj
yapmasi uygun bulunmustur.

Bilgilerinize arz ederiz.

Saygilarimizla,
Kase / Mihir Gzerine imza
Firma/Kurum Yetkilisi
Adi Soyad

Unvani



3) How to apply an internship?

Internship during COVID Petition Sample

v’ The petition needs to be fulfilled by yourself and send to your advisor, Human
Resources Department (ik@iku.edu.tr ). If you do not send this petition, your
internship application cannot be approved!

v'An example petition is uploaded to the website in Turkish or in English formats.

Pandemi Staj Kabul Dilekgesi .)@



mailto:ik@iku.edu.tr

4) How to write the Internship Report?

e At first, download the Internship template (IE5802 OR IE7803).

e Then, follow the instructions given basically.

+|

T.C.
ISTANBUL KULTUR UNIVERSITY

FACULTY OF ENGINEERING

DEPARTMENT OF INDUSTRIAL ENGINEERING

IES802 INDUSTRIAL TRAINING I

INTERNSHIP REPORT

A Project Report Presented to
Department of Industrial Engineering
istanbul Kjiltii, University
In Partial Fulfillment of the Requirements
For Internship Course

Internship Period:
DD/MM/YYYY - DD/MM/YYYY

By
< Student Name >
< Email Address>

Employer Information
< Company Name >

< Name of Manager >
< Contact Info for Manager >

T.C.
ISTANBUL KULTUR UNIVERSITY

FACULTY OF ENGINEERING

DEPARTMENT OF INDUSTRIAL ENGINEERING

IE7803 INDUSTRIAL TRAINING II

INTERNSHIP REPORT

A Project Report Presented to
Department of Industrial Engineering
Istanbul Kjiltiic, University
In Partial Fulfillment of the Requirements

For Internship Course

Internship Period:
DD/MM/YYYY - DD/MM/YYYY

By
< Student Name >
< Email Address>

Employer Information
< Company Name >

< Name of Manager >
< Contact Info for Manager >




4) How to write the Internship Report?

e You should fill the templates correctly. Please note that you should write the
report paragraphwise not bullet by bullet.

e You should follow the warnings for minimum number of pages in the reports (!).

e Please, make sure that the approval form (Onay Formu), the Intern Evaluation
form (Stajyer degerlendirme formu) and Submission Form (teslim formu) are
attached to the end of your report and you upload your files in a single PDF
format.

e You will submit your report through Assignment section in IE5802 or IE7803 CATS
course pages.




4) How to write the Internship Report?

I
P
A p p r0va l FO rm T.C.iISTANBUL K%UR UNIVERSITESI

MUHENDISLIK FAKULTESI
ENDUSTRi MUHENDISLIGI BOLUMU

v'This form should be filled by the ONAY FORMU
company after checking and controlling
the student’s internship report.

BAIUMUNGZ ..o NOMU v esrcccs e, ST

ogrenci, ........ccceeecfcvvenneee.... tarihlerinde sirketimizde stajini tamamlamigtir.

/T h i S fo r m S h O u I d a | S O b e S i g n e d a n d Yazmig oldugu rapor tarihinde tarafindan incelenmis
datEd by the Compa ny. ve onaylanmis.

vThis report MUST BE
attached to the end of vour ...
report. -

Bilgilerinize arz ederim.




4) How to write the Internship Report?

Intern Evaluation Form

v'This form should be filled by the company
to assess the student during her/his
internship.

v'This form should also be signed and
stamped by the company.

v'This _report MUST BE attached to
the end of your report.

T.C. ISTANBUL KULTUR UNIVERSITESI
e FAETILTES!
[ — BOLUMUPROGRAMI
KURUM 5TAT DEGERLENDIRME FORMU
OERENCININ
Audh ve Sova wmaTa
STAJIN TURD
STAJ YAPILAN KURULUS. AlT
Ad
Addres
Tetizim bilzileri
. . CALIZMA SURESE
EEEEEEEEEEEE [ EUEE P e o —

DEGERLENDIRME
('I'_JIL'. llllll perlendirme
ok dir).

4

|||||||||||||||||||||

urallam uyma




4) How to write the Internship Report?

Submission Form

v'This form should be filled by the
students in order to accept that they
have submitted that documents
expressed.

v'Do not forget to tick the circle.

v'This report MUST BE attached
to the end of your report.

Q

T.C.iSTANBUL KULTUR UNIVERSITESI
FACULTY OF ENGINEERING

DEPARTMENT OF INDUSTRIAL ENGINEERING
INTERNSHIP CHECKLIST AND SUBMISSION FORM

For the completeness of your internship report submission, you are held responsible to
check the submission of the following items. The marked final checklist should be
included to your submitted internship report as the last page.

O Internship Report (spiral bound)

O Intern Evaluation Form enclosed/sealed (F2)

O Hereby, I accept liability for the accuracy and integrity of the submitted
contents.

Student Name:
Signature:

Date:



5) Evaluation of Training

e\When you are done with your training, you submit your report to CATS system (to the
assignment announced under the course of IE5802 or IE7803) Then, your reports will be
evaluated by Research Assistants.

e|f there is no problem with your report, your training courses will be graded as «Y».

o|f there are missing days, documents, or days that cannot be accepted, our Research
Assistants will communicate with you in order to fullfil the missing things.

eYou have at most 2 review right. After the 15t review the evaluations are announced from
the CATS. If your report is rejected at the end of the 2" review then you have to repeat your

internship.

eTraining grades do not contribute to your GPAs.



FREQUENTLY ASKED QUESTIONS

You can find answers to some of your questions in the frequently asked questions part
in the internship web site. The link is given below.

https://muhf.iku.edu.tr/en/internship



https://muhf.iku.edu.tr/en/internship

INTERNSHIP COMMITTEE

PROF. DR. MURAT ERMIS ASSIST. PROFESSOR OKAY ISIK
E-posta: m.ermis@iku.edu.tr E-posta: o.isik@iku.edu.tr
Phone: 498 41 41 / 4906 Phone: 498 41 41 / 4762

RESEARCH ASSISTANT AKIF CAN KILIG RESEARCH ASSISTANT DILEK AKBURAK

E-posta: a kilic@iku.edu.tr E-mail: d.akburak@iku.edu.tr
Phone: 498 41 41 / 4162 Phone: 498 41 41 / 4174




QUESTIONS?
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