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GUZEL SANATLAR VE MiMARLIK FAKULTESI

Stajin Amaci

ANTALYA BILIiM UNIVERSITESI

LiSANS STAJ YONERGESI

MADDE 1- Staj ile amaglanan, Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik

Fakiiltesi O0grencilerinin 6grenim siireleri igerisinde edindikleri bilgi ve deneyimi pratik
uygulama ile birlestirmek, meslek uygulamasi hakkinda teknik, etik, sosyal konularda deneyim
ve bilgi kazanmak ve Ogrenim ¢iktilar1 ile mesleki uygulama arasindaki biitiinliigi

pekistirmektir.

Tanmimlar

MADDE 2 - Bu yonergede gecen;

a) Universite: Antalya Bilim Universitesi’ni,

b) Fakiilte: Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi ni,

¢) Dekanhk: Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi
Dekanligin,

d) Yonetim Kurulu: Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi
Fakiilte Yonetim Kurulu’nu,

e) Béliim: Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi I¢
Mimarlik ve Cevre Tasarimi ve Mimarlik Boliimlerini,

f) Béliim Baskam: i¢ Mimarlik ve Cevre Tasarim1 ve Mimarlik Béliim Baskanlarini,
g) Boliim Staj Komisyonu: Staj ile ilgili faaliyetlerin organizasyonu ve koordinasyonu
icin Boliim Bagkani tarafindan gorevlendirilen komisyonu,

h) Boliim Staj Koordinatorii: Staj Onay Formlarmi onaylamak ve Staj Raporunu
teslim almak amaciyla Staj Komisyonunca gorevlendirilen komisyon {iyesini,

i) Kurum/Kurulus: Staj yapilacak kamu ya da 6zel kurumu/kurulusu,

J) SGK: Sosyal Giivenlik Kurumu’nu,

Boliim Staj Komisyonu

MADDE 3- B6liim Staj Komisyonu, Boliim Bagkani tarafindan gorevlendirilen 6gretim tiyeleri
ve/veya arastirma gorevlilerinden olusur.

Boliim Staj Komisyonunun Gorevleri
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MADDE 4- Boliim Staj Komisyonu’nun goérevleri sunlardir:
a) Staj esaslar1 ve uygulamalar1 konusunda 6grencileri bilgilendirmek amaciyla gerekli
duyurulart yapmak,
b) Staj basvuru siirecini izlemek,
¢) Ogrencilere staj yerleri saglanmasma yardimci olmak amaciyla cesitli kurum ve
kuruluslarla yazismalar yapmak ve isbirligini saglamak,
d) Staj belgelerinin yonergeye uygunlugunu incelemek ve degerlendirmek,
e) Stajin amacina ve kurallara uygun yiiriitilmesini takip etmek, gerektiginde staj
yapilan kurulus ile irtibat kurarak 6grencinin stajinin kalite ve uygunlugunu izlemek ve
denetlemek,
f) Boliim staj degerlendirme olgiitlerini belirlemek,
g) Stajin basarili olup olmadigi konusunda karar vermek,
h) Stajla ilgili diger isleri yiiriitmek.

Stajla Ilgili Genel Hususlar

MADDE 5-Stajlarin yartyil veya yaz tatiline rastlayan aylarda yapilmasi esastir. Ancak asagida
belirtilen stajlarin yariyil veya yaz tatiline rastlayan aylarda yapilmadigi durumlarda staj ile
birlikte egitim ve 6gretim faaliyetleri devam eder, 6grencinin dersinin veya sinavinin oldugu
giinlerde staj yaptirilamaz:

a) Ogrenci biitiin derslerini tamamlamis ancak stajini heniiz tamamlayamamus ise stajin
herhangi bir ayda yapabilir.

b) IAED 3003 i¢ Mimarlik Staji I ve IAED 4003 I¢ Mimarlik Staj1 Il dersleri i¢in yaz
okulunda ders alan 6grencilere staj yaptirilamaz.

Staj Siiresi ve Devam Zorunlulugu

MADDE 6- Zorunlu staj, 20 is giiniinden az olmamak tizere 30 is gilinii santiye staji ve 30 is
giinii ofis staj1 olmak iizere toplam 60 is gilintidiir. Staj yapilan kamu ya da 6zel kurum/kurulus
eger Cumartesi giinleri agiksa, Cumartesi giinleri de staj siiresine dahil edilir.

Komisyonun uygun goriisii ve bu Yonetmelikteki usul ve esaslara uygun olmak kaydiyla
Ogrenci istege bagli olarak veya O6grenim gordiigli program kapsaminda belirlenen staj
stiresinden daha uzun stireli staj yapabilir. Bu fikra kapsamindaki staj siireleri kredilendirilebilir
ancak mezuniyet kredisi hesabma dahil edilmez. Ogrencilerin uzatma taleplerini staj siiresi
bitmeden 1 hafta dnce dilekge ile Staj komisyonuna bildirmesi gerekmektedir. Fazladan yapilan
staj glinleri bir sonraki donemde yapilacak staj giin sayisini etkilemez. Uzatilan giin kadar staj
sigortas1 Universite tarafindan 6denir. Ogrenciler eksik olan stajlarmi, smav ve derslerin
olmadigr donem aralarinda, her bolimi 10 is giinlinden kisa olmamak sartiyla
tamamlayabilirler.

Staja devam zorunludur. Gegerli mazeretler nedeniyle staja devam edilmeyen giinler telafi
edilir. Bu giinler zorunlu staj siiresinin %10’ unu gecemez. Ogrencinin staj gerekliliklerini
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yerine getirmemesi durumunda veya staj yapilan kurum/kurulustan kaynaklanan sebeplerle
stajin devam edemeyecegi durumlarda ‘Kurum/Kurulus yetkilisi” Staj Ayrilis Formu’nu (EK-
4) doldurarak Bolim Staj Komisyonu’na iletir. Bu durumdaki o6grenci Bolim Staj
Komisyonunun verecegi karara gore stajin1 tamamen yenilemek veya kalan staj giinlerini yeni
bir kurum/kurulusta tamamlamak zorundadir.

Stajin Tiirleri

MADDE 7-

IAED 3003 i¢ Mimarhk Staji I, ARC 3703 Staj |, (Santiye Staji)

Santiyede yapilacak olan stajdir.

Santiyenin fiziksel kurgusunu, santiyenin isleyisini; farkli disiplinlerin birbirine gore
orgiitlenme big¢imini, is boliimiinii, ¢esitli yap1 ve yapim tekniklerini ve yontemlerini aktif bir
sekilde katilarak deneyimlemek ve/ veya uzaktan izleyerek gézlemlemek amaglanmaktadir.

Santiye staji en erken 4. donem sonunda baglar. Staj uygulamasi, staj bitimini takip eden ilk
donemde ders yiikii olarak sistemden eklenmelidir.

Santiye staj1 siiresi 30 is gliniidiir.

IAED 4003 i¢ Mimarhk Staji 11, ARC 4705 Staj 11, (Ofis Staji)

Ofis ortaminda tasarimin gelisim siireclerini deneyimlemek, farkli disiplinlerin bu siirecteki
rollinii ve katkisim1 gézlemlemek, farkli 6lgeklerde ve ortamlarda tasarim iiretim siireclerine
aktif olarak katilmak, blironun isleyisini, is akisini, organizasyonunu izlemek amaglanmaktadir.
Ofis staji en erken 6. donem sonunda baslar. Staj uygulamasi, staj bitimini takip eden ilk
donemde ders yiikii olarak sistemden eklenmelidir.

Ofis staj1 siiresi 30 is giiniidiir.

Staj On Kosullar
MADDE 8-

a) Ogrencinin ARC 4705 Mimarlikta Ofis Staj1 stajina baslayabilmesi i¢in ARC 3703
Mimarlikta Santiye Staji’ni basari ile tamamlamis olmasi gerekmektedir. |IAED
3003 i¢ Mimarlik Staji1 I dersi alan 6grencilerin IAED 2002, IAED 4003 i¢ Mimarlik
Staj1 II alacak Ogrencilerin IAED 3002 tasarim derslerinden basari ile gegmeleri
gerekmektedir.

b) ARC 3703 ve ARC 4705 Staj ile IAED 3003 ve IAED 4003 Staj uygulamalar1 ayni

anda yapilamaz. Staj uygulamasi, staj bitimini takip eden ilk déonemde ders yiikii
olarak sistemden eklenmelidir. Iki staji kalan 6grenciler kalan staj dersleri icin dnce
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Staj I’in tamamlanmasi ve ardindan formlarin tekrar doldurulup bagvuru siirecinin
tekrarlanmasi ile Staj II’ye ayn1 donemde staj basvurusu yapilabilir.

Stajin Yapilabilecegi Kurum / Kuruluslar
MADDE 9- Santiye ve Ofis/Biiro staj yerleri Boliim Staj Komisyonu onayz ile belirlenir.

e Program miifredatinda IAED 3003 ve ARC 3703 kodlu ders olarak yer alan Staj, ¢
Mimari/Mimari ekibi olan yurti¢i veya yurtdis1 firmalarda; program miifredatinda
IAED 4003 ve ARC 4705 kodlu ders olarak yer alan Staj II, yurti¢i veya yurtdisinda
kayitl olan I¢ Mimari/Mimari ofislerde yapilabilir.

e Firma biinyesinde en az 5 y1l deneyimli ve ilgili meslek odalarina (Mimarlar Odasi
ve I¢ Mimarlar Odas1 ) kayitlh Mimar ya da I¢ Mimar ¢alismas1 zorunludur.

e Gerekli goriildiigii takdirde en az bir Ogretim Uyesi sorumlulugunda Universite’de
boliim igerisinde ofis ya da santiye staj1 yapilabilir.

Staj Basvuru Siireci

MADDE 10- Basvuru esnasinda izlenecek asamalar asagidaki gibidir. Bu islemler staj
baslamadan 6nce yapilmak zorundadir.
a. Ogrenciler yurt i¢i /yurt disinda staj yapmak istedikleri yerleri kendileri belirler ve
kurum/ kurulus ile dogrudan iletisime gegerler.
b. Universite web sayfasinda yer alan EK-1_Staj Onay Formu iki kopya, EK-2_ Kural
ve Diizenlemeler Formu bir kopya olarak doldurur.
c. Ogrenciler, Staj Onay Formlarinin kurum/ kurulus yetkilisi tarafindan
imzalanmasini/kagelenmesini saglar.
d. Imzali Staj Onay Formlar1 Béliim Staj Koordinatérii tarafindan onaylanir, bir niishasi
Boliim Staj Komisyonu’nca saklanir.
e. Staj Onay Formu ile Kural ve Diizenlemeler Formlar: sigorta islemlerini baglatmak
amaciyla donem sonu final smav haftasi bitiminden itibaren en ge¢ yedi giin i¢inde
Boliim Staj Komisyonu’na teslim edilir.

Stajin Uygulanmasi

MADDE 11- Staj is bu yonergede belirtilen esaslara gore gerceklestirilmelidir.

Stajin Raporlanmasi/ Kabulii
MADDE 12- Staj bitiminde hazirlanacak rapor i¢in izlenmesi gereken yol asagidaki gibidir:

a. Staj bitiminde Universite web sayfasindan temin edilen EK-3 Staj Degerlendirme
Formu sirket/kurum yetkilisine verilmeli ve sirket/kurum yetkilisi tarafindan
doldurulmus ve imzalanmig/kaselenmis haliyle kapali zarfta Boliim Staj Koordinatdrii
"ne ulastirilmalidir.
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b. Staj siiresince yapilan igler giinliik olarak EK-5 Staj Giinliik Calisma Raporu’na
islenmelidir. Bu raporun her sayfast firma yetkilisi ve 0&grenci tarafindan
imzalanmalidir.

c. Staj Raporu, yonerge esaslarina uygun sekilde, EK-6 (IAED 3003 ve ARC 3703 igin)
ve EK-7 (IAED 4003 ve ARC 4705) ‘de belirtilen formatta hazirlanmalidir.

d. ARC 4705 ve 3703 Staj dersleri staj1 takip eden ilk donemin ders se¢imlerinde ilgili
Staj dersi sistemden eklenmeli ve danismani tarafindan onaylanmalidir. 6. Yariyilini
tamamlamis 6grencilerin dilekge ile bagvurulmasi halinde gelecek ders déneminde
haftada 3 giin staj yapabilir. IAED 4003 ve 3003 staj dersini alacak olanlar stajlarini
bitirdikleri donemi takiben gliz donemi ilgili kodda staj dersini segmelidir. Giiz ve bahar
donem arasi ara tatilde 30 giin stajin1 tamamlayan 6grencilerin ders segimleri giiz ayinda
almalar1 gerekir. Ara tatil ve yaz tatilinde her iki stajin gerekli kosullarini saglayan ve
stajin1 ayni yil tamamlayan Ogrenciler igin giiz donemi agilacak her iki dersi de
secmeleri gerekir. Mezuniyet asamasina gelen 0grenciler i¢in boliim karari ile bahar
donemi ders eklenebilir.

e. Hazirlanan Staj Raporu, Staj Giinlik Calisma Raporu ve kapali zarftaki Staj
Degerlendirme Formu ile birlikte staj bitim tarihini takip eden ilk yariyilin, akademik
takvimde ilan edilen ders ekleme/¢ikarma doneminin son giiniine kadar Bolim Staj
Koordinatorii’ne teslim edilmelidir.

Staj Degerlendirmesi

MADDE 13- Boliim Staj Komisyonu iiyeleri, stajin amacina ve kurallarina uygun yiiriitiilmesi
i¢in izleme yapabilir.

Ogrenci stajla ilgili belgelerin Staj Komisyonu’na iletilmesinden sorumludur. Belgesi /
belgeleri eksik olan 6grencinin staj1 gecersiz sayilir.

Staj; EK-3 Staj Degerlendirme Formu, EK-5 Staj Giinliik Calisma Raporu, EK-6 Staj Raporu
ve stajla ilgili ek bilgi ve belgelerin komisyon tarafindan incelenmesiyle basarili/basarisiz
olarak degerlendirilir. Ogrencinin stajda basarili sayilabilmesi i¢in dncelikle kurum/kuruluslar
tarafindan doldurulacak olan EK-3 Staj Degerlendirme Formu’na gore basarili bulunmasi
zorunludur. Komisyon, degerlendirme amaciyla 6grenciden sozlii sunum/uygulama talep
edebilir.

Yaptig1 staj basarili oldugu halde raporunda eksik goriilen 6grenciye Staj Komisyonu karari
dogrultusunda iki hafta ek siire verilebilir.

Boliim Staj Komisyonu tarafindan staji basarisiz bulunan 6grenciler i¢in komisyon karari
gerekceli olarak yazilir. Ogrenciler idari islemlere itiraz siiresi icinde Dekanliga yazili olarak
itirazda bulunabilir.

Basarisizlik halinde staj, ayni kurumda olmamak kaydiyla tekrarlanir. Staj Komisyonu
tarafindan 0grencinin stajinin bir boliimi de kabul edilebilir. Stajin1 tamamlamayan 6grenci
mezun olamaz.
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Komisyon, sunuma uygun stajlarin, 6grenciler tarafindan boliim i¢inde sunulmasini isteyebilir.

Ogrenci stajmin degerlendirilmesiyle elde edilen basar1 durumu, ilgili Bélim Baskanlig
tarafindan Dekanliga bildirilir.

Staj ile Tlgili Belgeler

MADDE 14- Staj Bagvuru asamasindan stajin bitimine kadar asagidaki belgeler kullanilir.
Belgeler online ve elden teslim edilir ve IFS sisteminden 6grencilerin bilgilerinin girilmesi
saglanir.

= Staj Onay Formu (EK-1): Ogrenci tarafindan Universite web sayfasindan temin
edilip, Ogrenci ve stajin yapilacagt kurum/kurulus tarafindan doldurulup, Staj
Komisyonu ve Universite Insan Kaynaklar1 Miidiirliigii’ne stajdan en az 20 giin 6nce
teslim edilen form.

»Kural ve Diizenlemeler Formu (EK-2): Ogrenci tarafindan Universite web
sayfasindan temin edilip, imzalanarak Staj Komisyonuna oOnceden belirtilmis
tarihlerde teslim edilen form.

= Staj Degerlendirme Formu (EK-3): Staj siiresince 6grencinin ¢aligmalarini izleyen
kurum/kurulus staj yetkilisinin staj sonunda doldurarak kapali zarf icinde ‘Boliim Staj
Komisyonu’na’ teslim edilmek tizere 6grenciye verdigi form.

= Ogrenci Ayrihs Formu (EK-4): Isyerinin, staj yapan 6grencinin herhangi bir nedenle
stajin1 tamamlayamadig1 durumda diizenleyecegi formdur.

= Staj Giinliik Calisma Raporu (EK-5): Staj siiresince giinliik olarak doldurulmasi
gereken 1is takip formudur. Firma yetkilisi ve Ogrenci tarafindan her giin
imzalanmalidir.

»Staj Raporu (EK-6: IAED 3003, ARC 3703, EK-7: IAED 4003, ARC 4705):
Ogrencilerin staj siiresince yaptiklar1 calismalar1 igeren yazili ve dijital olarak
sunmakla yiikiimlii olduklari rapordur.

= Staj Rapor Kapak Sayfa Formati (EK-8): Staj raporu yazim formati igin Universite
logosu ve staj bilgilerinin bulundugu 6rnek kapak sayfasidir.

Staj Dosyalarim1 Koruma Siiresi

MADDE 15- Sonuglandirilan staj raporlarmin dijital dosyalar1 bes yil siire ile Dekanlik
tarafindan korunur ve sonrasinda imha edilir.

Staj Disiplini

MADDE 16- Ogrenciler staj esnasinda ¢alistig1 is yerinin tiiziik, yonetmelik, disiplin ve i¢
yonergelerine, ¢alisma kurallarina uymak zorundadir.
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Staj yerindeki davranislar Yiiksekdgretim Kanununun 6grenci disiplin isleri diizenlemeleri
kapsaminda degerlendirilir.

Staj Muafiyeti

MADDE 17- Fakiilte’ye yatay/dikey gecisle gelen ogrencinin geldigi yiiksekdgretim
kurumunda kayitli oldugu siirede veya cift anadal programinda yaptigi stajin, kismen ya da
tamamen kabulii, Fakiilte’nin staj kosullarina %80 oraninda uygunluk saglamasi sarti goz
Ontline alimarak “Bolim Staj Komisyonu”nun onerileri iizerine Yonetim Kurulu tarafindan
karara baglanir.

Sigorta Islemleri

MADDE 18- Staj yapan 6grenciler hakkinda 5510 sayili Kanunun 5 inci maddesinin birinci
fikrasinin (b) bendi uyarinca is kazasi ve meslek hastaligi sigortasi uygulanir. Bu 6grencilerden
bakmakla yiikiimlii olunan kisi durumunda olmayanlar hakkinda ayrica genel saglik sigortasi
hiikiimleri uygulanir. Bu fikra kapsaminda ddenecek primler 5510 sayili Kanunun 87 nci
maddesinin birinci fikrasinin (e) bendi uyarinca yiiksekdgretim kurumlari tarafindan karsilanir.

Kendi istegi ile yurt disinda staj yapacak 6grenci i¢in sosyal sigorta primi 6denmez.
Stajda Odenecek Ucretler

MADDE 19- Staj yapan 6grencilere 6denecek ticretler hakkinda 3308 sayili Kanununun 25 inci
maddesi uygulanir.

Yiiriirliik

MADDE 20- Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi Staj Ydnergesi,
Universite Senatosu tarafindan kabul edildigi tarihte yiiriirliige girer.

Yiiriitme

MADDE 21- Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi Staj
Yonergesi'ni Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi Dekan yiiriitiir.
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EK-1 STAJ ONAY FORMU

A~

TALYA BILIM

UNIVERSITESI

Form 1: Staj Onay Formu (Internship Approval Form)

Ogrenci Bilgileri (Student Information)

Ad Soyad (Name and Last Name)

T.C. Kimlik No (National Identity
Number)

Boliim / Y1l (Department / Year)

Ogrenci No (Student ID)

Adres (Address)

Telefon (Phone Number)

Email

Staj Donemi (Internship Term)

Staj 1 — 2. Simf yaz1 (Internship 1 - 2™ year
summer)
"1 Staj 2 — 3. Sinif yaz1 (Internship 2 - 3™ year
summer)
"I Staj 3 — 4. Simf - varsa (Internship 3 - 4"
year - if any)

Kurum ve Staj Bilgileri (Ins

titution and Internship Information)

Kurum Tiirii (Institution Type)

" Ozel sirket (Private company)

"I Devlet kurumu (Government agency)

" Universite (University)

"] Arastirma kurumu (Research Institution)
I Diger — liitfen belirtiniz (Other - please
specify)

----------------------------------------------------

Sektor (Sector)

(Yaln¥ca Endiistri Miihendisligi
Boliimii égrencileri icin — Only for
Industrial Engineering Department
students)

O Lojistik (Logtistics)

O Servis (Service)

O Ulagim (Transportation)
[ Uretim (Production)

[ Imalat (Manufacturing)
O Diger (Other)

Kurum Ismi (Name of the Institution)

Kurum Adres ve Telefonu (Institution
Address and Phone)

Kurum Web Sitesi (Institution Web
Site)

Kurumda kendi boliimiiniizden
mezun ¢alisan sayis1 (Number of
employees graduated from your
department/major)
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EK-1 STAJ ONAY FORMU

AANTALYA BILIM
Ny, UNIVERSITESI

Form 1: Staj Onay Formu (Internship Approval Form)

Staj Konusu (Subject of the
Internship)

Staja Baslama Tarihi (Internship Start
Date)

Stajin Bitis Tarihi (Internship End
Date)

Haftalik Calisma Giin Sayis1 (Work
Days per Week) S 16

Staj Yapacagi Giin Sayis1 (Total
Work Days)

Kurum Yetkilisi Ad1 ve Soyadi
(Authorized Person’s Name and Last
Name at the Institution)

Kurum Yetkilisi Imzas1 ve Sirket
Miihrii (Authorized Person’s
Signature and Company Stamp)

Tarih (Date)

Yukaridaki beyanimda belirttigim bilgilerin dogrulugunu, staja gitmedigim veya staj1
biraktigim takdirde ya da yanlis beyanimdan dolay: ortaya ¢ikacak maddi ve manevi,
bireysel ve kurumsal zararlar kabul edecegimi taahhiit ederim.

I attest that the information which I have provided above is accurate and that I will
accept liability for any material and non-material, personal and corporate damages
caused by my absenteeism from or abandonment of the internship, or any
misrepresentation on my part.
e o 2000

Ad1 Soyadi (Student Name and Last Name):

Imzasi (Signature):

Boliim Onay1 (Department Approval)

Danisman Ogretim Uyesi Ad1 ve Soyadi
(Advisor Name and Last Name)

Danisman imza (Advisor’s Signature)

Tarih (Date)
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EK-2 KURAL VE DUZENLEMELER FORMU

10.

11.

12.

13.

A ANTALYA BILIM
A UNIVERSITESI

Form 2: Rules and Regulations Form
STAJYER OGRENCININ SORUMLULUKLARI:

Staj egitimi Ogretim siirecinin 6nemli ve vazgec¢ilmez bir parcasidir. Bu
yiizden o6grenci diger derslerine gosterdigi ilgi ve Ozenin aynisini staj
egitimine de gostermekle yiikiimliidiir.

Stajyer olarak bulundugunuz kurum iginde gerek liniversitemizi ve gerekse
boliimiimiizii temsil etmenizden dolayr davranis ve yaklasimlarimz biyik
onem tagimaktadir. Unutmamaniz gereken husus, stajyer olarak bulundugunuz
siirede Ogrenci kimliginizi halen tagimakta oldugunuz ve 6grenci olmaktan
kaynaklanan tiim yiikiimliiliiklerinizin aynen devam ettigi gercegidir.

Staj esnasinda bulundugunuz kurum personeli i¢in gelistirilmis tiim kurallar
sizin i¢in de tamamen gecerlidir. Bu kurallar1 6grenmek ve uygulamak
zorunlulugu size aittir. S6z konusu kurallar size “Calisan Kitapgig”, “Kurum
Igin Oryantasyon Toplantis1”, “Personel {lan Tahtalan” ya da diger yollarla
duyurulacaktir.

Staj esnasinda bulundugunuz kurum personeli igin gelistirilmis kurallara ait
sorulariniz varsa bunlar1 amirlerinizden ya da Insan Kaynaklar1 Béliimii’nden
ogrenmeniz gerekmektedir (diger stajyerler ya da yetkili olmayan
calisanlardan alacaginiz bilgiler giivenilir olmayabilir).

Stajyer Ogrenciler kurum ic¢inde belirlenen is giivenligi ve is¢i saghigi
mevzuatimi 6grenmek ve ona uygun olarak hareket etmekle yiikiimliidiir.
Kurum i¢i kurallara uymayan stajyerlerin stajlarina son verilebilir. Bu
durumda 6grenci stajdan basarisiz sayilacaktir.

Stajyer olarak staj baslangi¢ ve bitis tarihlerine uyma zorunlulugunuz vardir.
Kurumdan alacaginiz izin ya da mazeret giinleri staj giinii olarak
sayilmayacagi i¢in bu durumlarda mutlaka béliim 6gretim tyeleriyle irtibat
kurulmalidir.

Stajyer olarak bulundugunuz kurumda bir nevi misafir oldugunuzu
unutmamak ve diger stajyer, calisanlar ve amirlerinizle olan iliskilerde yapici,
tutarl ve anlayish olmak zorundasimz.

Staj esnasinda kendinize verilen gorevleri en ideal sekilde ve profesyonelce
yapmak i¢in azami ¢aba gostermekle yiikiimliisliniiz.

Stajyer, staj sliresince kendisine sunulan her tirlii egitim olanaklarindan
yararlanarak yeni bilgi, beceri ve fikirler elde etmeye agik olmalidir.

Stajyer hi¢bir kosul altinda diger stajyer, ¢calisan ya da amirleriyle tartismalara
girmemeli, bu tiir durumlarin olusmasi1 durumunda 6ncelikle amirleriyle, daha
sonra da gecikmeksizin Insan Kaynaklar1 Boélimii’yle ve béliim 6gretim
tiyeleriyle irtibat kurulmalidir.

Stajyer, miisterilerle (misafirlerle) yiliz ylize hizmet vermesi gereken
kosullarda kisiler arasi iletisimine daha ¢ok 6zen géstermekle ylktmliidiir.
Staj esnasinda kuruma ait ticari Onem arz eden bilgilerin kullanilmas:
durumunda bu bilgilerin hassasiyetle korunmasi azami Onem tasimaktadir.
Stajyer 6grenci, s6z konusu bilgileri her ne sebeple olursa olsun igilincii

Form No: UY-FR-0013 Yayin Tarihi:03.05.2018 Ded.No: 0 Deg. Tarihi:



EK-2 KURAL VE DUZENLEMELER FORMU

14.

15.

16.

sahislara aktaramaz. Bu bilgilerin paylagimi stajin  sonlandirilmasi ve
O0grencinin stajdan basarisiz sayilmasina yol agabilir.

Stajyer, staj esnasinda boliim 6gretim tliyelerince yapilacak ziyaretlerde gorev
yerinde bulunmalidir. Stajyerin goérev yerinde bulunamamas: stajin gegersiz
sayilmasi ve 6grencinin stajdan basarisiz bulunmasiyla sonuglanabilir.

Stajyer, tiim staj siiresi boyunca kurum tarafindan 6n goriilen kilik kiyafet ve
kisisel hijyen kurallarina tamamen uymakla yiikiimliidiir.

Stajyer staj esnasinda staj defterinin tamamlanmasi ile ilgili bilgileri toplarken
amirlerinin ¢alisma diizenini dikkate alir ve bilgi toplama isini mesai saatleri
disinda yapmaya calisir.

RESPONSIBILITIES OF THE STUDENT INTERN:

Since internships are an important and indispensible aspect of an education,
interns are required to perform their duties with the same care and attention
that they devote to their studies.

Since interns are representatives of their universities and departments, it is
very important that you comport yourselves accordingly. Also, please
remember to carry your student ID with you while on duty during the
internship. You must continue to fulfill all the responsibilities that come with
being a student.

All rules and regulations that are applicable to the personnel at your place of
internship are also applicable to you. Additionally, you are responsible for
being aware of and following all such rules, which may be made known to you
in employee handbooks, the institution's orientation meetings, personnel
bulletin boards, and other means and methods.

If you have questions about the rules applicable to personnel, ask your
supervisors or Human Resources for clarification (the information provided by
other interns or unauthorized employees may be inaccurate).

Interns are responsible for knowing the corporate occupational health and
safety policies and procedures and abiding by them.

Interns who do not abide by the rules of the internship may have their
internships revoked. In this event, the student's internship will be considered
unsuccessful.

As interns, you are required to comply with the agreed upon start and end
dates of your internships. The days off and leave days approved by the place
of internship are not countable towards your required time as interns;
therefore, it is imperative that you inform your internship advisors of any
approved absences.

You are required to conduct yourselves in a manner which is constructive,
consistent, and agreeable when interacting with interns, employees, and
supervisors: remember, you are essentially a guest of this institution.
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9. It is your responsibility to apply your best efforts to all duties assigned to you,
and to carry them out with the utmost care and professionalism.

10.  Interns must be open to all educational opportunities offered to them during
the internship, so as to benefit from new knowledge, skills, and ideas.

11. Under no circumstances may interns argue with employees, supervisors, or
other interns; if such a situation arises, interns must first contact their
supervisors, and then contact Human Resources and their internship advisors
at the first available opportunity.

12. Interns must be particularly mindful of how they comport themselves in
circumstances where they have face-to-face interactions with or otherwise
serve customers or visitors.

13. It is particularly important for interns to protect confidential and proprietary
commercial information belonging to the corporation which they have
acquired and used during the internship. Interns should, under no
circumstances, share such information with third parties. Revealing said
information to a third party for any reason may result in the termination of the
internship and for the internship to be considered unsuccessful.

14.  Interns should be at their posts for visits made by internship advisors during
the period of their internships. Not being at one's post may result in the
internship being revoked and for it to be considered unsuccessful.

15. Interns are responsible for abiding by the institution's dress and hygiene codes
to the letter during the period of the internship.

16.  During the internship, interns should try to collect information related to the
completion of their internship notebooks at a time that is convenient to their
supervisors, and should try to take notes or collect data outside of working
hours.

Yukarida yazan Stajyer Ogrencinin Sorumluluklari yazisim1 okudum.Stajim
siiresince bu kurallara uyacagimi taahhiit ederim.

I have read and understood the responsibilities of the student intern written

above, and I affirm that I will abide by these rules during the period of my
internship.

Ogrenci Ad1 & Soyadi: Imza (Signature)
(Student Name & Last Name)

Ogrenci No:
(Student ID)
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STAJ ESNASINDA KARSILASILASILABILECEK ZORLUKLARLA BASA

CIKMAK

Staj esnasinda isyerinde bir¢ok farkli nedenle zorluklar yasayabilirsiniz. Bu

zorluklarin bir kismui sizden bagimsiz kurum i¢i dinamiklerden kaynaklanabilir, diger

bir kismi ise sizin diger stajyerler, ¢alisanlar ya da amirlerinizle ilgili iligkilerinizden

kaynaklanabilir. Sebep her ne olursa olsun izlemeniz gereken yol sudur:

10.

Karsilagtigimiz  zorlugun kaynagimi bulmaya calisin. Sorun kurumla mu,
departmanla mi1, bagka stajyer ya da ¢alisgandan m1, yoksa amirle mi ilgili?
Karsilastigimiz zorlugu aym giin aksami detaylariyla (yer, saat vs..) kagida
dokiin.

Zorlugun ¢6ziilmesinde sizin paymizin ne olabilecegini belirleyin.

Zorluk soruna dontismeye basladiysa oncelikle durumu agiklayan bir e-postay1
gecikmeksizin boliim 6gretim tiyelerine génderin.

Boliim staj danisman 6gretim iiyesine basvurmak icin gec¢ kalinmasi, sorunu
baslangic asamasinda c¢oziilmesine firsat vermeyerek daha biiyiik neticelere
yol acabilir.

Sorunun giderilmesinde esas boliim 6gretim iiyesinin gosterecegi yoldur. Bu
noktada bagka kaynaklardan sorunu ¢6zme ¢abalar1 olaylar1 daha karmasik bir
hale getirebilecegi i¢in 6grencinin bu yollara bagvurmamasi tavsiye edilir.
Bolim ogretim iiyesinin sorunun giderilmesinde kurumla yapacagi gorlisme
esas olacak ve verilen karar dogrultusunda 6grencinin hangi yolu izleyecegi
kendisine teblig edilecektir.

Boliim Ogretim tyesinin bilgisi disinda, kurum ve Ogrenci arasinda varilan
¢ozlimlerin staj siireci Uzerinde olumsuz hususlar olusturma riski
bulunmaktadir ve bu riskler stajin gegersiz sayilmasina kadar giden sonuglar
dogurabilir.

Kurum ile stajyer arasinda ¢oziilmeye c¢aligilan sorunlarda bolim 6gretim
tiyesinin mutlak surette onay1 alinmahdir.

S6z konusu siirecin isletilmesinde asil sorumluluk 6grencinin kendisine aittir.
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DEALING WITH PROBLEMS THAT MAY ARISE DURING YOUR

INTERNSHIP

You may encounter various difficulties at your place of internship. Some of these
difficulties may be rooted in issues present at the workplace that are independent of
you, while others may be the result of interactions with other interns, employees, and
supervisors. Whatever the causes, you should follow the guidelines below:

10.

Try to find the cause of the issue. Does it stem from an issue with the
organization, department, or other interns, employees, or supervisors?
Document the details of the issue on the evening of the day it occurred (place,
time, etc).

Strategize about what part you can play in the solution.

If the issue has not yet become a problem, you should send an email
explaining the issue to the internship advisor.

Failure to inform your departmental internship advisor in a timely manner may
result in not being able to nip the problem in the bud and in allowing the issue
to get worse.

It is essential to follow the path suggested by the departmental internship
advisor in order to eliminate the problem. Since seeking advice from anyone
else may create more confusion, the student must go through the advisor.

The meeting that the departmental internship advisor has with the internship
sponsor is essential, and the advisor will communicate the results to the intern.
Solutions arrived at between the organization and the student without the
knowledge of the departmental internship advisor risks unforeseen negative
outcomes that may include the internship being invalidated.

It is imperative that the departmental internship advisor approves any solutions
arrived at between the organization and the intern during the internship.

The intern is responsible for his or her own success during the period of the
internship.
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EXPECTATIONS REGARDING SKILLS AND ABILITIES DURING THE

INTERNSHIP

The most important expectation from students during the internship is the
ability to learn the norms of professional behavior and conduct themselves
according:

Atrrive on time

Arrive with proper clothing and the proper attitude

Develop interpersonal skills

Carry out the assigned tasks and responsibilities

Request additional tasks and responsibilities

Interns should strive to look for opportunities throughout the organization
where they are completing their internships and not confine themselves only to
the department to which they were assigned; and should learn how things
work throughout the organization and prepare reports based on their
observations. These may include:

How reports are used to mutually communicate information between
departments

The usability and effectiveness of these reports

How personal relationships impact the work performed between departments
How HR is used by the corporate office and by the department

The general approach of the institution and the department to internal
customers and visitors

Similar issues and matters observed

To give the maximum attention and consideration to the training and education
offered, to participate fully, and to better oneself.

To gain skills and experience by focusing on the feedback and criticism
offered by the institution or department.
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Form 3: Staj Degerlendirme Formu (Intern Evaluation Form)

Degerlendirme (Evaluation)

. Iyi Zayif :
Cok Iyi (Gg'od) _Orta (Nest Yetersiz
(Excellent) (Satisfactory) improvement) (Poor)
Devamliligi
(Attendance)
Yaptigi ise ilgisi

(Interest and enthusiasm
against given tasks)

Calisma Performansi
(Work Performance)

Genel
(Overall score)

Aciklamalar (Comments):

Kurum Yetkilisi (Authorized Personnel)

Adi ve Soyadi (Name and Last Name)

Tarih (Date)

Imza ve Sirket Miihrii
(Signature and Company Stamp)

Doldurulan formun dogrudan dekanligimiza gonderilmesini rica ederiz. Eger Form 6grenci
ile gonderilecekse, kapatilmis ve arkas1 damgalanip imzalanmais bir zarf iginde olmalidir.
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We kindly ask you to submit this form to Antalya Bilim University. If the form is to be
given to the student intern, please give the form in a sealed stamped envelope.

Form 3: Staj Degerlendirme Formu (Intern Evaluation Form)

Ogrenci Ad1 ve Soyadi
(Student Name and Last Name)

Kurum Adi
(Institution Name)

Kurum Adresi, Telefonu, Web Sitesi
(Institution Address, Phone, Web Site)

Staj Konusu
(Subject of the Intership)

Staja Baslama Tarihi
(Intership Start Date)

Stajin Bitig Tarihi
(Intership End Date)

Haftalik Calisma Giin Sayisi
(Work Days per Week)

[ s [ e

Staj Yaptig1 Giin Sayis1
(Total Work Days)

Ogrenci Performans Degerlendirmesi (Student Performance Evaluation)
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Ogrenci Staj Ayrilis Formu

ANTALYA BILIM UNIVERSITESI REKTORLUGU

..................................................... Fakiiltesi Dekanligina

Fakllteniz ..o BOIUMU oo numaral
[07ea =) 1 (0 1) SRR , STAJl e e . NNEdeNiyle tamamlamadan
isletmemizden ayrilmistir. SGK ¢ikis islemlerinin .../.../20... tarihi itibariyle yapilmas i¢in

geregini bilgilerinize sunarim.

Kurum Yetkilisi
Unvani/Adi-Soyadi

)] 20...
(Tarih/Imza/Kase)



EK-5 STAJ GUNLUK CALISMA RAPORU

Tarihinden...........ceeeueunenee Tarihine Kadar Yapilan Calisma

YAPILAN iSLER

FIRMA YETKIiLi imzA

OGRENCi iMzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar

Tarihine Kadar Yapilan Calisma

YAPILAN iSLER

FIRMA YETKiLi imzA

OGRENCi iMzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar
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Tarihine Kadar Yapilan Calisma

YAPILAN iSLER

FIRMA YETKiLi imzA

OGRENCi iMzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar

Tarihine Kadar Yapilan Calisma

YAPILAN ISLER

FIRMA YETKILi imzA

OGRENCIi iMmzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar
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Tarihine Kadar Yapilan Calisma

YAPILAN iSLER

FIRMA YETKIiLi imzA

OGRENCi iMzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar

Tarihine Kadar Yapilan Calisma

YAPILAN iSLER

FIRMA YETKiLi imzA

OGRENCi iMzA

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar
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IAED 3003, ARC 3703 PRACTICE I REPORT and DIARY EXPLANATION

[AED 3003 and ARC 3703 are the practice that you are expected to work at construction
according to your priority discipline. You are responsible to write report related to your
experience and gained knowledge of site practice and during your 30 work days on the site.
You should also fill the diary table (EK-5) for each day and make it signed by the firm
authority. Beside the firm authority signature, you also need to sign every day.

REPORTS WITHOUT SIGNED DIARIES WILL FAIL.
REPORT LANGUAGE IS ENGLISH.
DIARY LANGUAGE COULD BE TURKISH OR ENGLISH.

REPORT INDEX

1. Hard cover of the report:
Course Code
Name,Surname,Student Number
Firm Name
Dates of the practice
You can find the format page at faculty web site as EK-8

2. Report Content:
Index of the topics according to page number
Ex: Introduction Part......... 1

Production Techniques......... 2-10
Conclusion......cccceeeevierieenns 15-18

3. Report Introduction:
This section should give brief description of the company, its history, size, staff, past
projects and any other pertinent information.
This section is also the suitable part to include your more personal experiences, as
well as any graphic documentation more personal in nature: social gatherings, funny
office moments, etc.

4. Body of the Report:
Details your specific observations and your contribution to the company, with respect
to the focus of Summer Practice |, as listed in the Course Description, namely:
Body of report should be at least 5 pages.
2.1 Experience On Site, and / or
2.2 Production Techniques, and
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2.3 Project Scheduling and Coordination
Your Diary entries will help refresh your memory in detailing the degree of your
participation, many specific activities and any other special tasks performed by you. Since
your exposure to these aspects of company practice depend totally on the level of
involvement and degree of tutoring afforded to you, by the particular company in which you
performed your summer practice, great variations may be expected, and will be taken into
consideration when evaluating your report.
Your Diary entries, however, do indicate the degree of your validated involvement, and will,
therefore, be consulted while evaluating the accuracy and completeness of the Summer
Practice I Report.
5. Conclusion:
As conclusion you shall address in general terms the experience you gained in terms
of your observations, the site process. You should refer to your personal experience
during the practice, the aim of the report is measuring what you learned, and how you
get involved to the process. Conclusion should be at least 2 pages.
6. Graphic Documentation:
This part is also Mandatory that you need to take pictures related to your report’s
body part. EX, if you mention the process of floor finishing process you are expected
to show it with picture.
You are encouraged to add your own sketches and the documentations or drawings
given by firm.
Please be selective while choosing your pictures that they should really refer to
meaningful details.
7. Appendix:
Appendix should contain CD. Inside CD, you should add your Report and any
documentation that related to practice. You can also put any material and drawings
refering to your report. For example, if you have autocad drawing of the site, you can
add it here instead of printing it.

FORMAT OF PRINT AND CD DELIVERY
A. COVER
You can find as EK-8 1in University web page
[IAED 3003 INTERNSHIP REPORT
NAME SURNAME-STUDENT NUMBER
FIRM NAME
DATE OF SUMMER PRACTICE
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B. TABLE OF CONTENT

1. DIARY TABLE

2. INTRODUCTION

3. BODY OF REPORT
3.1.  On Site Activities
3.2.  Production Techniques and
3.3.  Project Scheduling and Coordination
3.4. Conclusion

4. GRAPHIC DOCUMENTATION

5. APPENDIX: CD

Pages shall be numbered consecutively, starting with Introduction, but excluding the
Appendix.

GENERAL PAGE FORMAT

Page margins should be at 2,5 cm at top, bottom, right and left,

Headers shall be 12 and Bold,

Main writing shall be typed as 11 and text lines should be double-spaced,

Body of report should be at least 5 pages,

Conclusion part should be at least 2 pages,

Times New roman should be used as text type,

The language of the report is English. Diary language could be English or Turkish,

NN

Give page number to each paper.
THE DIARY
The diary includes daily information of the works the intern does on site. The diary

should be checked and signed by the firm authority and the intern daily. Diary
language shall be Turkish or English. Reports without signed diaries will be failed.
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THE SUBMISSION FORMAT

-Take folder as seen in picture

-Print out hard cover from university web site,

-After hard cover add your work diary table format,

-Add your report according to given rules,

-At the end of written part add the graphic documentation part,
-Add your CD to folder.

GENERAL NOTE OF CAUTION

Plagiarism

You are advised and strongly warned not to enhance any aspects of your report, either with
activities not actually performed by you, or by inclusion of text from other sources.
Information gathered from various industry sources, may, of course, be quoted directly,
providing you properly acknowledge and identify its source. All observations and comments
offered in your report must be totally authored by you, even if you perform your Summer
Practice with other students of your Department, in the same company. Antalya Bilim
University considers plagiarism a serious offence, resulting in severe disciplinary action.

COPYING OF DOCUMENTS

You are reminded to ask permission, before copying or collecting any office documents
which you intend to submit in your report.

You are also strongly advised to collect any desired graphic documentation throughout your
work term, not only at the last minute.
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IAED 4003, ARC 4705 PRACTICE II REPORT and DIARY EXPLANATION

[AED 4003 and ARC 4705 are the practice that you are expected to work at offices to gain the
experience of design process, client-firm relationship, project development, business sector
involvements and the relationship with other disciplines in focus of interior architecture and
architecture professional practice. Accordingly, you are responsible to write report related
to your experience and contribution during your 30 work day. You should also fill the diary
table (EK-5) each day and make it sign by the firm authority. Beside the firm authority
signature, you also need to sign every day.

REPORTS WITHOUT SIGNED DIARIES WILL FAIL.

REPORT LANGUAGE IS ENGLISH.

DIARY LANGUAGE COULD BE TURKISH OR ENGLISH.

REPORT INDEX
8. Hard cover of the report:
Course Code
Name, Surname, Student Number
Firm Name
Dates of the practice
You can find the format page at faculty web site as EK-8
9. Report Content:
Index of the topics according to page number
Ex: Introduction Part......... 1
Production Techniques......... 2-10
Conclusion......cccceevevieniecnn. 15-18
10.Report Introduction:
This section should give brief description of the company, its history, size, staff, past
projects and any other pertinent information.
This section is also the suitable part to include your more personal experiences, as
well as any graphic documentation more personal in nature: social gatherings, funny
office moments, etc.
11.Body of the Report:
Details your specific observations and your contribution to the company, with respect
to the focus of Summer Practice II, as listed in the Course Description, namely Body
of report should be at least 5 pages.
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2.1 Program Development
2.2 Project Application
2.3 Designer/Client Relationship
2.3 Project Scheduling
Your Diary entries will help refresh your memory in detailing the degree of your
participation, many specific activities and any other special tasks performed by you. Since
your exposure to these aspects of company practice depend totally on the level of
involvement and degree of tutoring afforded to you, by the particular company in which you
performed your summer practice, great variations may be expected, and will be taken into
consideration when evaluating your report. Your Diary entries, however, do indicate the
degree of your validated involvement, and will, therefore, be consulted while evaluating the
accuracy and completeness of the Summer Practice II Report.
12.Conclusion:
As conclusion you shall address in general terms the experience you gained in terms
of your observations, experiences and your contribution to office practice. It is
important that you should refer your own experiences to analysis the relationship
between your education and business sector, to understand and gain the knowledge
of the Interior architecture practice. To learn process of the discipline both technical,
academic and related other disciplines. The aim of the report is measuring what you
learned, and how you get involved to the process.
Conclusion part should be at least 2 pages.
13.Graphic Documentation:
This part is also Mandatory that you need to take pictures related to your report’s
body part. EX, if you mention bout your involvement to one of the projects such as
sketching entrance part of a house you need to add it at graphic documentation part.
You are encouraged to add your own sketches and the documentations or drawings
given by firm.
Please be selective while choosing your materials that they should really refer to
meaningful details.
14.Appendix:
Appendix should contain CD. Inside CD, you should add your report and any
documentation that related to practice. You can also put any material and drawings
refers to your report. For example, if you have Autocad drawing of the project, you
can add it here instead of printing it.
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FORMAT OF PRINT AND CD DELIVERY

C. COVER
IAED 4003 / ARC 4705 PRACTICE Il REPORT
NAME SURNAME-STUDENT NUMBER
FIRM NAME
DATE OF SUMMER PRACTICE
You can find the format page at faculty web site as EK-8
D. TABLE OF CONTENT
6. DIARY TABLE
7. INTRODUCTION
8. BODY OF REPORT
8.1. Program Development Order
8.2.  Project Application
8.3.  Designer/Client Relationship
8.4. Project Scheduling
8.5.  Conclusion
9. GRAPHIC DOCUMENTATION
10. APPENDIX(CD)

Pages shall be numbered consecutively, starting with Introduction, but excluding the
Appendix.

GENERAL PAGE FORMAT

9. Page margins should be at 2,5 cm at top, bottom, right and left,

10. Headers shall be 12 and Bold,

11. Main writing shall be typed as 11 and text lines should be double-spaced,

12. Body of report should be at least 5 pages and A4 format, following the above
descriptions,

13. Conclusion should be at least 2 pages,

14. Times New Roman should be used as text type,

15. The language of the report and diary is English,

16. Give page number to each paper.
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THE DIARY

The diary includes daily information of the works the intern does on site. The diary should
be checked and signed by the firm authority and the intern daily. Diary language shall be
Turkish or English. Reports without signed diaries will be failed.

THE SUBMISSION FORMAT
-Take folder as seen in picture,

-Print out hard cover from university web site,

-After hard cover add your work diary table format,

-Add your report according to given rules,

-At the end of written part add the graphic documentation part,

-Also put cd to this folder. CD should include report, and any other related graphics.

GENERAL NOTE OF CAUTION

Plagiarism

You are advised and strongly warned not to enhance any aspects of your report, either with
activities not actually performed by you, or by inclusion of text from other sources.
Information gathered from various industry sources, may, of course, be quoted directly,
providing you properly acknowledge and identify its source.

All observations and comments offered in your report must be totally authored by you, even
if you perform your Summer Practice with other students of your Department, in the same
company. Antalya Bilim University considers plagiarism a serious offence, resulting in severe
disciplinary action.

COPYING OF DOCUMENTS

You are reminded to ask permission, before copying or collecting any office documents
which you intend to submit in your report. You are also strongly advised to collect any
desired graphic documentation throughout your work term, not only at the last minute.
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