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ISBASINDA MESLEKI UYGULAMALAR IiLE iLGILi BILINMESI GEREKENLER/
THINGS TO KNOW ABOUT PROFESSIONAL PRACTICES ON THE JOB

KIMLER iMU YAPABILIR?

IMU bahar déneminde alinan bir ders olup staj kapsaminda degerlendirilmektedir. Bu dersi alabilmek icin
ilgili doneme gelene kadar olan biitiin derslerin tamamlanmis olmasi1 gerekmektedir. Baz istisnai
durumlarda staj ile ders aym anda alinabilir. Bu durumlar; bahar doneminde 15 AKTS'ye kadar daha énce
ahmarak FF ile kalinan dersler ile IMU aym anda segilebilir. Ancak burada en énemli konu; derslerden
devamsizliktan kalinmamis olmasi ve hi¢ alinmamis olmamasidir yani derslere devam zorunlulugu
bulunmamahdir. Ciinkii staj devam zorunlulugu olan bir siire¢ ve stajdayken derslere katilim
saglanamamaktadir.

INCOMPLETE STAJ SURECi NEDiR?

Bu staj tiirii bahar doneminde IMU dersini almaya kredisi yeten ancak staj ile alacagi derslere devam
zorunlulugu olan 6grencilere uygulanmaktadir. Bu siirecte IMU secilerek incomplete hale getirilir ve staj
pasif hale gelir. Bu sayede ogrenciler donem uzattigy icin IMU dersine kredi basi 6deme yapmaktan
kurtulur. Yalmz bu durum belirtildigi gibi kredileri toplamn IMU dersini segmek icin yeterli olan
ogrencilerimize uygulanabilmektedir. ilgili donemde kredileri toplanu fazla olan ve IMU se¢meye yetmeyen
ogrencilerin donemi uzadig: icin kredi bas1 6deme yaparak ders kaydi yapmalar1 ve staja baslamalari
gerekmektedir.

Biitiin dersler basar1 ile tamamlandiktan sonra IMU ders kayd: yapilarak aktif hale getirilmelidir. IMU
kayd1 yapilmadan ilgili belgelerin teslimini yapmayimiz. Transkriptinizde IMU secildikten sonra yaminda
'I' yazmamal. Eger dersi sectiginiz halde goriiniiyorsa detayh transkriptiniz iizerinden kontrolii saglayarak
danmismaninizin onayim ve imzasini alarak Kariyer Merkezi'ne teslim ediniz.

WHO CAN MAKE IMU?

It is a course taken in the spring semester of IMU and is evaluated within the scope of the internship. In order to
take this course, all courses until the relevant semester must be completed. In some exceptional cases, the
internship and the course can be taken at the same time. These situations are: in the spring semester, up to 15
ECTS courses can be selected at the same time as IMU. However, the most important issue here is the absence of
absenteeism from the courses and the fact that they have never been taken, that is, there should be no obligation
to attend the courses. Because the internship is a process that necessitates attendance, you will be unable to attend
the courses while completing the internship.

WHAT IS THE INCOMPLETE INTERNSHIP PROCESS?

This type of internship is applied to students who have enough credits to take the IMU course in the spring
semester, but who have to attend the courses they will take with the internship. In this process, IMU is selected
and made incomplete, and the internship becomes passive. In this way, students are saved from paying per credit
for an IMU course as the semester is extended. However, this situation can only be applied to students whose total
credits are sufficient to choose the IMU course. Students whose total credits in the relevant semester are high but
insufficient to choose IMU must enroll in courses and begin their internship by paying per credit as their semester
is extended. After all the courses are successfully completed, IMU should be activated by registering the course.
Do not deliver the relevant documents without the IMU registration. After IMU is selected in your transcript, 'I'
should not be written next to it. If it appears that you have chosen the course, check your detailed transcript and
submit it to the Career Center by obtaining your advisor's approval and signature.

1. Gerek uygulamanin yapilacagi kurum, gerekse Boliim (iiniversitede kayitli oldugunuz boliim) yonetimi
Ogrencinin isbasi uygulamalarini; devamsizlik, disiplinsizlik, verilen gorevi aksatma, igyeri giivenlik
kurallarina uymama ve benzeri nedenlerden dolayr gegersiz sayma hakkina sahiptir./ Both the institution
where the application will be made and the department (the department where you are registered at the
university) administration; have the right to be deemed invalid due to absenteeism, indiscipline, disruption of
the assigned task, non-compliance with workplace safety rules, and similar reasons.
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Calisma stiresi bir akademik yaril olup __ haftadr ( __ is giinii). Bu siire tek bir donemde, tamamlanir.
Haftalik uygulama hafta i¢i bes giinden olusur. Bunun disinda verilen/alinan izinler uygulama siiresine eklenir.
Isbasinda mesleki uygulamalar akademik takvimde belirtilen bahar yariyilinda tamamlanir. Gegerli mazeret
olmast halinde is baginda uygulamalar - aylar1 arasinda da yapilabilir./ The duration of
study is one academic semester and is __ weeks ( __ working days). This period is completed in a single
period. The weekly practice consists of five days on weekdays. Other than that, the permissions
granted/received are added to the application time. On-the-job professional practices are completed in the
spring semester specified in the academic calendar. If there is a valid excuse, on-the-job applications can also
be made between - months.

Ogrenciler, Béliim tarafindan uygulama siiresince yerinde kontrol edilecektir. Onceden haber vermeksizin
yapilacak olan kontroller i¢in daima hazirlikli olmaniz gerekmektedir. Isyerinden izin giinii disinda herhangi
bir nedenle ayrilacak olan 6grenci, 6nceden akademik danismanina /Boliim bagkanina haber vermelidir. Aksi
takdirde o anda yapilabilecek kontrolde, devamsizlik karari alinip gerekli islem yapilir./ Students will be
checked on-site by the department during the application. You should always be prepared for the changes that
will be made without prior notice. Students who will leave the workplace for any reason other than the day
off should inform their academic advisor or head of the department in advance. Otherwise, in the control that
is available at the time, the absence decision is made and the necessary action is taken.

Ogrenci, isbaginda mesleki uygulamalar ile ilgili olarak Béliim baskanligina 2 ayr1 “degerlendirme dosyas1”
sunmak zorundadir. Bunlardan birincisi akademik takvimde belirtilen ara sinav tarihleri arasinda; ikincisi ise
final smavlari tarihleri arasinda sunulacaktir. Birinci dosya dgrencinin ara sinav basarisi, ikinci dosya ise final
siavi basarist i¢in degerlendirilecektir. Zamaninda teslim edilmeyen dosyalar igin 6grenciye sinava girmemis
islemi uygulanacaktir./ The student has to submit 2 separate "evaluation files" to the Head of the Department
regarding professional practices on the job. The first of these is between the midterm exam dates specified in
the academic calendar; the second will be presented between the dates of the final exams. The first file will
be evaluated for the student's midterm exam success, and the second file will be evaluated for the student’s
final exam success. For files that are not delivered on time, the student will not be admitted to the exam.
Degerlendirme dosyasi, isbasinda yapilan uygulamalar ile ilgili olarak 6grenci tarafindan her hafta igin ayr
ayr1 hazirlanacak “haftalik 6zet rapor” (EK:1), “Ogrencinin is yerini (kurumu) degerlendirme formu”

(EK:2); “Ogrencinin isbasinda uygulama deneyimleri (EK:3) ve “isyeri amirinin dgrenciyi
degerlendirme formu ” (EK:4) olmak iizere dort ayri rapordan olusur./ Evaluation file, "weekly summary
report” (Annex: 1), "Student's workplace (institution) evaluation form" (Annex: 2) to be prepared separately
by the student for each week regarding on-the-job practices; It consists of four separate reports: “the student's
on-the-job experience"” (Appendix 3), and "the workplace supervisor's student evaluation form." (Appendix:
4).

Ogrenci tarafindan hazirlanacak haftalik 6zet raporlar okunakli kitap harfleri ve tiikenmez kalemle
doldurulmali ve galistig1 boliimiin ilgili yoneticisi (amiri) tarafindan onaylanmalidir. Onaylanmamms haftahk
raporlar, uygulamanin basarisiz sayilmasina sebep olabilir. Sayfalar iizerinde karalamalar olmamalidir./
The weekly summary reports to be prepared by the student should be filled in with legible book letters and a
ballpoint pen and approved by the relevant manager (supervisor) of the department. Unapproved weekly
reports may cause the application to be considered unsuccessful. There should be no scribbles on the pages.
Isyeri damigmani (amir) tarafindan doldurulacak olan, “isyeri amirinin 6grenciyi degerlendirme formu ”
(EK:3) basarimizin belirlenmesi igin 6nemlidir. Bu formun amir tarafindan doldurulup kapali zarf i¢inde
bolim baskanligina ulastirilmasindan 6grenci sorumludur./ The “"Workplace Supervisor Student Evaluation
Form™ (Annex: 3) to be filled out by the workplace advisor (advisor) is important in terms of determining your
success. The student is responsible for having this form completed by his or her advisor and sending it to the head
of the department in a sealed envelope.

Uygulama siiresince ulasabileceginiz/ During the application you can access the following:

Telefon No/ Phone number

E-Posta/ E-Mail : @
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HAFTALIK OZET RAPOR

(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta icin ayr1 ayri olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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HAFTALIK OZET RAPOR

(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta icin ayr1 ayr1 olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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HAFTALIK OZET RAPOR

(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta icin ayr1 ayr1 olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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HAFTALIK OZET RAPOR

(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta icin ayr1 ayr1 olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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HAFTALIK OZET RAPOR

(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta i¢cin ayr1 ayr1 olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi
(Name, Position and Signature of Supervisor)

EK-1: Bu form, her bir hafta icin ayr1 ayr1 olmak iizere 6grenci tarafindan doldurulacaktir/
APPENDIX-1: This form will be filled by the student for each week separately.
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(WEEKLY SUMMARY REPORT)

Bo6lum (Department)

Hafta (Week No)

Tarih (Date:from-to)
den / /

’e kadar

Yapilan is (Work Done)

Ogrencinin Imzas
(Signature of trainee)

Isyeri Damismaninin (amirin) Ismi, Unvam ve imzasi

(Name, Position and Signature of Supervisor)
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OGRENCININ iS YERINI (KURUMU) DEGERLENDIRME FORMU
(EK-2)/ APPENDIX: 2 (This form will be filled by the student)
STUDENT'S WORKPLACE (INSTITUTION) EVALUATION FORM

ISTANBUL

NE\V NISANTASI

UNIVERSITY

: 28 3| 3 3
o 5 > 5 & ED = @ =
. . L o X 2Da 25 S 5 <5
Kurumu Degerlendirme Kriterleri/ Institution Evaluation Criteria E g § % g < % g E @ E E @
D = Hh T = - 2 n = P
W82 | WES |w2E |85 LYEE
Yoneticilerin 6grencilere / stajyerlere yaklasimi/ Managers' 0 0 0 0 0
approach to students / trainees
Calisanlarin 6grencilere/stajyerlere yaklasimi/ Employees’ 0 0 0 0 0
approach to students / trainees
Calisma ortaminin yeterliligi (nem, giiriiltii, havasizhk, 0 0 0 0 0
hijyenik kosullar vh.)/ The quality of the working environment
(humidity, noise, lack of air, hygienic conditions, etc.)
Cahsma kosullarimin uygunlugu (siirekli ayakta, oturarak, 0 0 0 0 0
dar, genis, kapahh acik mekan, diizensiz calisma saatleri,
molalar vb.)/ Suitability of working conditions (standing,
sitting, narrow, wide, closed, open space, irregular working
hours, breaks, etc.)
Calisanlara sunulan sosyal imkanlarin yeterliligi/ Adequacy O 0 0O 0O 0
of social opportunities offered to employees
Calisirken kullanilan arag-gere¢ ve sistemlerin yeterliligi/ 0 0O 0O 0O 0O
The adequacy of the tools and systems used while working
Ustlerin, astlarmnin gelisiminde verdikleri destek/ The O 0 0O 0O 0
support given to subortinates by their seniors
Calisanlar arasi iletisim/ Communication between employees 0 0 0 0 O

Diger konular ve genel degerlendirmeyi liitfen agsagiya yaziniz./ Please write the other issues and general

evaluation below.

KURUM HAKKINDA GENEL DEGERLENDIRME/ GENERAL EVALUATION ABOUT THE INSTITUTION

Tarih/ Date: [/

/

Ogrenci Ad1 ve Soyady/ Student Name and Surname / imzasy/ Signature
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OGRENCININ IS BASINDA UYGULAMA DENEYIMLERI (EK-3)
Bu form ogrenci tarafindan doldurulacaktir.l APPENDIX: 3 (This form will be filled by the
student) STUDENT'S PROFESSIONAL PRACTICE EXPERIENCES AT WORK

1. Cahstigimz kurumda hangi birimde gorev aldimz? Bu birimin kurum icindeki islevi ve
gorevleri nelerdir?/ In which unit did you work in your institution? What are the functions and duties
of this unit within the institution?

2. Uygulama yapilan birim ya da birimlerde gerceklestirilen ¢aliymalar yeterli ve uygun
prosedirlerle yaratuliyor mu?/ Are the operations in the unit or units carried out in accordance with
adequate and appropriate procedures?

3. Uygulama siiresince ilgili yonetici ya da yoneticilerden ve calisanlardan gerekli destegi aldimiz
mi? Acgiklayimz./ During the implementation, did you get the necessary support from the relevant
manager or managers and employees? Please explain.

4. isbasinda uygulamayi bu kurumda yapms olmanin size sagladigi katkilarim yazimiz. Eger katk
saglamadigim diisiiniiyorsamz gerekgelerini yazimz./ Make a list of the benefits of having done on-
the-job training in this institution. If you believe it does not contribute, explain why.

5. Uygulama siiresince kurumun size sagladig1 imkanlar1 belirtiniz./ Indicate the opportunities
provided to you by the institution during the application period.

o Ucret/ Wage o Sigorta/ Insurance o Konaklama/ Accommodation
o Yemek/ Food o Ulasim/ Transportation

6. Uygulama siiresince teorik bilgilerinize yonelik yeterli uygulama firsati bulabildiniz mi?
Aciklayimz./ Would you recommend this institution to other students who will practice?
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7. Bu kurumu uygulama yapacak diger égrencilere de 6nerir misiniz?/ Would you recommend this
institution to other students who will practice?

8. Sizce bu kurumda bo6liim hedeflerine uygun uygulama yapilabilir mi? Ac¢iklayimz./ Do you think
that this institution can be implemented in accordance with the objectives of the department?

9. Is deneyiminiz cercevesinde, Boliimde aldigimz egitimin is yasamina aktarilabilir oldugunu
diisiiniiyor musunuz? Within the framework of your work experience, do you think that the education
you receive in the Department is transferable to business life.

10. isbasimzda mesleki uygulama deneyiminiz cercevesinde, is yasamimzda daha basaril olmamz
icin okudugunuz béliimde olmasi gerektigini diisiindiigiiniiz dersler ve uygulamalar var mm?/
Within the framework of your on-the-job professional practice experience, are there any courses and
practices that you think should be in the department you are studying in order to be more successful in
your business life?
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OGRENCIiYi DEGERLENDIRME FORMU/ STUDENT EVALUATION FORM

(EVALUATION FORM) — EK-4
Bu form isletme yetkilileri tarafindan doldurulacaktir (This form needs to be filled by the supervisor)

Is yeri (Kurum) adi/ Name of the workplace (Institution) (Tarining Establishment)

Ogrencini ad1 soyadi/ Name and surname of the student (trainee's name) (Name of Tarinee)

8§ 2 8

SE| 83| ¢

OGRENCININ OZELLIKLERIi/ CHARACTERISTICS OF THE STUDENT é % é E E: é g

¥ & | O + | w0.H
ise ilgi /63renme istegi/ Interest in work/willingness to learn 0 0 0 0 0
isi 6grenme /is iiretme yetenegi/ Ability to learn/produce work ololololo
Ekipman/program kullanma yeterliligi/ Competence to use equipment/programs 0 0 0O 0O 0O
Isi zamaninda ve tam yapma/ Get the job done on time and in full ololololo
Kendini ifade edebilme yetenegi/ Ability to express oneself ololololo
Gozlem yetenegi/ Observation ability ololololo
Sorumluluk duygusu/ Sense of responsibility 0 0 0 0 0
Takim ¢alismasina yatkinhk/ Aptitude for teamwork 0 0 0 0 0
Problem ¢ozebilme yetenegi/ Ability to solve problems 0 0 O O O
Calisanlarla olan iliskileri/ Relationships with employees 0 0 O O O
Kurallara uyma/ Follow the rules 0 0 O O O
Devam durumu/ Attendance status ol o Ol o O
Diger (liitfen belirtiniz) / Other (please specify) 0 0 0O 0O 0O

ISYERiI AMIRININ OGRENCI iLE iLGILIi GENEL GORUS VE DEGERLENDIRMESI/
GENERAL OPINION AND EVALUATION OF THE WORKPLACE SUPERVISOR ABOUT THE
STUDENT

KARAR/ DECISION
o Basarili1 / Successful
0 Basarisiz ise Nedeni/ Reason If Failed

Degerlendirmeyi Yapan Kisi (Evaluating Person):
Gorevi (Position) X

. Tarih (Date) : __/_/
Imza/ Miihiir (Signature, Official Approval)
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OGRETIM UYESININ (DERS DANISMANI)

OGRENCININ CALISMALARINI DEGERLENDIRME FORMU/ ACADEMIC
MEMBER (COURSE ADVISOR) EVALUATION FORM OF THE STUDENT'S WORK

Ogrencinin/ Student’s
Ad1 Soyadi / Name Surname

Boliimii / Programi/ Department / Program:

Sinifi / Class
Numarasi / Number
Uygulama Yapilan Béliim /Applied Sectlo

Is Baslangic/Bitis Tarihleri/ Job Start/End Dates : [/ / -

OGRENCININ OZELLIKLERI/ CHARACTERISTICS OF THE STUDENT

1 Cok Koti/
Very bad

2 Kéti/ Bad
3 Orta/
4 iyi/ Good

Middle

5 Cok iyi/
Very good

Dosya ve raporlarin kurallara uygun hazirlanmasi/ Preparation of files and reports in
accordance with the rules

O

O
O
O

O

Haftalik Raporlarin Etkinligi/ Effectiveness of Weekly Reports

O

O
O
O

O

Ogrencinin is ve is yerine yonelik yapti1 degerlendirmeler/ Student's assessments of
work and workplace

O

O
O
O

O

ISBASI UYGULAMASININ DEGERLENDIRILMESiI (NOTLANDIRILMASI)/

EVALUATION (GRADING) OF ON-THE-JOB APPLICATION
o Basarih ise/ If successful

0 Basansiz ise/ If it fails Notu / Note :
Nedenini agiklayiniz./ Explain why.
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