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1) Training types and durations

•There are 2 different training types in our department:
•Management Training (20 working days) (IE5802)
•Production Training (20 working days) (IE7803)

•In total, you have to compete at least 40 working days of 
training.

•Management training should be at least 10 working days.

•It’s required that, production training should be at least 20 
working days. 
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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. 4
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ik.@iku.edu.tr
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ik@iku.edu.tr
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2) Things that you should be careful about 
in training

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

•You have to upload all documents here.

•There is a manual to how to use the system in Industrial Engineering Department website,

under training section.

•https://www.iku.edu.tr/sites/default/files/inline-

files/STAJ%20BAŞVURU%20KULLANICI%20DÖKÜMANTASYONU%20%2828_03_2016%29%28S

G%29%281%29_0.pdf
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2) Things that you should be careful about in 
training
•Most 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.
•Internships can be performed in semester breaks.
•If there is a public holiday in your internship period, those days should be
added to the end of the internship.
•If you want to be insured by university and do volunteer internship, you have
to follow similar path with mandatory internship.
•In an academic year, maximum 40 working days can be insured for
compulsory internship and maximum 40 working days for the volunteer
internship.
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3) How toapplyan internship?

You can find information on how to use the INTERNSHIP MANAGEMENT 

SYSTEM from above pictures.

https://www.iku.edu.tr/tr/staj
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4) How to apply an internship?

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

✓Look at the Flow Chart

✓Find out whether the company is
asking for a certification about
mandatory internship or insurance. If
it is, get F0 (Mandatory Internship
Form), which must be signed by
Internship Coordinator (Assist.Prof. Okay Işık)

and your academic advisor, from
internship web page. 12

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


3) How to apply an internship?

F0 Petition Sample

✓ 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.

✓ 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.
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3) How to apply an internship?

F1 Petition Sample

✓The petition is need to be signed by the company 
and uploaded to the IMS while applying for 
internship.
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3) How to apply an internship?
Internship during COVID Petition Sample

✓ 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!

✓An example petition is uploaded to the website in Turkish or in English formats.
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4) How to write the Internship Report?

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

• Then, follow the instructions given basically.
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4) How to write the Internship Report?

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

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

• 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.

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

✓This form should be filled by the
company after checking and controlling
the student’s internship report.

✓This form should also be signed and
dated by the company.

✓This report MUST BE

attached to the end of your

report.

4) How to write the Internship Report?
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Intern Evaluation Form

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

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

✓This report MUST BE attached to

the end of your report.

4) How to write the Internship Report?
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Submission Form

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

✓Do not forget to tick the circle.

✓This report MUST BE attached

to the end of your report.

4) How to write the Internship Report?
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5) Evaluation of Training

•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.

•If there is no problem with your report, your training courses will be graded as «Y».

•If 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.

•You have at most 2 review right. After the 1st review the evaluations are announced from
the CATS. If your report is rejected at the end of the 2nd review then you have to repeat your
internship.

•Training grades do not contribute to your GPAs.
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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

22

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


INTERNSHIP COMMITTEE
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QUESTIONS?
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