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ANTALYA BILIiM UNIVERSITESI
GUZEL SANATLAR VE MiMARLIK FAKULTESI
LiSANS STAJ YONERGESI

BIRINCI BOLUM
Amag, Kapsam, Dayanak ve Tanimlar

Amagc

MADDE 1-1) Bu yénerge, Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik
Fakiiltesi’ne bagli boliimlerde, dgrencilerin 68renim siireleri igerisinde edindikleri bilgi ve
deneyimi pratik uygulama ile birlestirmek, meslek uygulamasi hakkinda teknik, etik, sosyal
konularda deneyim ve bilgi kazanmak ve 6grenim ¢iktilart ile mesleki uygulama arasindaki
biitiinliigli pekistirmek amaciyla gergeklestirmesi zorunlu olan staj egimine iliskin staj basvuru
kosullari, staj tiirleri, staj calisma icerikleri, staj calisma yerleri, staj kabul sartlar1 ve staj
degerlendirme bigimleri ile ilgili usul ve esaslar1 diizenlemektedir.

Kapsam

MADDE 2-(1) Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi’ne bagl
boliimlerin staj stireclerinin usul ve esaslarini kapsar.

Dayanak

MADDE 3-(1) Bu Yonerge, 06.11.1981 tarih, 17506 sayili Resmi Gazetede yayimlanan
2547 sayilh Yiksekogretim Kanunu Ek Madde 23 hiikmii, 17.06.2021 tarihli ve 31514 sayili
Resmi Gazetede yayimlanan Yiiksekogretimde Uygulamali Egitimler Cergeve Yonetmeligi ve
03.12.2017 tarihli ve 30259 sayili Resmi Gazete’de yayimlanan Antalya Bilim Universitesi On
Lisans ve Lisans Egitim-Ogretim Y&netmeligi hiikiimlerine dayanilarak hazirlanmustir.

Tanimlar

MADDE 4-(1) Yo6nergede gecen;

a) Bolim: Antalya Bilim Universitesi, Giizel Sanatlar ve Mimarlik Fakiiltesi, “I¢
Mimarlik ve Cevre Tasarimi1” ve “Mimarlik” Boliimlerini,

b) Béliim Baskani: “I¢ Mimarlik ve Cevre Tasarim1” ve “Mimarlik” Béliim Baskanlarin,

¢) Bolim Staj Komisyonu: Staj ile ilgili faaliyetlerin organizasyonu ve koordinasyonu
icin Bolim Baskani tarafindan gorevlendirilen komisyonu,

¢) Boliim Staj Koordinatorii: Staj Onay Formlarini onaylamak ve Staj Raporunu teslim
almak amaciyla Boliim Staj Komisyonu tarafindan gorevlendirilen komisyon iiyesini,

d) Dekanlik: Antalya Bilim Universitesi, Giizel Sanatlar ve Mimarlik Fakiiltesi
Dekanligi’ni,

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

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

g) SGK: Sosyal Giivenlik Kurumu’nu,

g) Universite: Antalya Bilim Universitesi'ni,

h) Yénetim Kurulu: Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi
Fakiilte Yonetim Kurulu’nu ifade eder.

Bolum Staj Komisyonu

MADDE 5-(1) Diploma programlarina kurum i¢i ve kurumlar arasi yatay gegcisler
onceden ilan edilen kontenjan ve sartlar ¢cercevesinde yapilir.

Bolum Staj Koordinatoru
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MADDE 6-(1) Bolim Staj Koordinatorii, her bir boliim icin ilgili Bolim Baskani
tarafindan Bolim Staj Komisyonu iiyeleri arasindan atanir. Program veya boliimlerde
uygulamali egitim faaliyetlerini izlemesi, Universite ile Firma arasinda koordinasyonu
saglamasi, Ogrencilere uygulamali egitim siireclerinde rehber olmasi ve Olgme ve
degerlendirme islemlerinde yer almasi amaciyla staj yapacak her bir uygulamali egitim grubu
icin egitimler siiresince sorumlu kisi olarak gorev yapar.

Boélum Staj Komisyonunun Goérevleri

MADDE 7-(1) Boliim Staj Komisyonu’nun gorevleri sunlardir:

a) Staj esaslar1 ve uygulamalar1 konusunda 6grencileri bilgilendirmek amaciyla gerekli
duyurular1 yapmak,

b) Staj basvuru siirecini izlemek,

c) Ogrencilere staj yerleri saglanmasina yardimci olmak amaciyla gesitli kurum ve
kuruluslarla yazismalar yapmak ve is birligini saglamak,

d) Staj belgelerinin yonergeye uygunlugunu incelemek ve degerlendirmek,

e) Stajin amacina ve kurallara uygun yiiriitiilmesini takip etmek, gerektiginde staj yapilan
kurulus ile irtibat kurarak 6grencinin stajinin kalite ve uygunlugunu izlemek ve denetlemek,

) Bolim staj degerlendirme 6lgiitlerini belirlemek,

g) Stajin basarili olup olmadigi konusunda karar vermek,

h) Stajla ilgili diger isleri yiiriitmek.

Staj Tarleri

MADDE 8-(1) Iki tiir staj bulunmaktadur:

a) Santiye Staji: Mimari ingaat faaliyetinin gergeklestigi santiyede yapilacak olan stajdir.
Santiyenin fiziksel kurgusunu, santiyenin isleyisini; farkli disiplinlerin birbirine gore
orgiitlenme big¢imini, is boliimiini, gesitli yap1 ve yapim tekniklerini ve yontemlerini aktif bir
sekilde katilarak deneyimlemek ve/veya uzaktan izleyerek gozlemlemek amaglanmaktadir.
Santiye staji en erken 4. donem sonunda baslar. Staj uygulamasi, staj bitimini takip eden ilk
donemde ders yiikii olarak sistemden eklenmelidir. Ogrenci bu amagla Mimarlik Boliimii i¢in
ARC 3703 Summer Practice in Architectural Construction (Mimarlikta Santiye Staj1) dersine,
I¢ Mimarlik ve Cevre Tasarimi Boliimii i¢in IAED 3003 Interior Architecture Practice I (i¢
Mimarlik Staji1 I) dersine kayit yaptirir.

a) Biiro Staji: Bir mimarlik veya i¢ mimarlik firmasina ait biiro ortaminda tasarimin
gelisim siireglerini deneyimlemek, farkli disiplinlerin bu siirecteki roliinii ve katkisini
gozlemlemek, farkl 6l¢eklerde ve ortamlarda tasarim iiretim siireclerine aktif olarak katilmak,
ofisin isleyisini, is akigini, organizasyonunu izlemek amaglanmaktadir. Biiro staji en erken 6.
donem sonunda baglar. Staj uygulamasi, staj bitimini takip eden ilk donemde ders yiikii olarak
sistemden eklenmelidir. Ogrenci bu amagla Mimarlik B&liimii i¢in ARC 4705 Summer Practice
in an Architectural Office (Mimarlikta Biiro Staj1) dersine, I¢c Mimarlik ve Cevre Tasarimi
Béliimii icin IAED 4003 Interior Architecture Practice 11 (I¢ Mimarlik Staj1 II), dersine kayit
yaptirir.

Staj Siiresi ve Devam Zorunlulugu
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MADDE 9-(1)

Staj siiresi en az 45 is giinii Santiye Staji ve en az 45 is gilinli Biiro Staj1 olmak iizere
toplam en az 90 is giiniidiir. Stajlarin siiresi hem santiye hem biiro staji1 i¢in en fazla 15’er is
giin daha uzatilabilir. Bu siire resmf tatilleri ve santiye veya ofisin herhangi bir sebeple kapali
oldugu siireleri kapsamamaktadir. Staj yapilan kamu ya da 6zel kurum/kurulus eger cumartesi
giinleri agiksa, Cumartesi giinleri de staj siiresine dahil edilir.

a) Staja devam zorunludur; 6grenci her is glinii en az 8§ saat staj yapilan yerde bulunmak
zorundadir. Bolim Staj Komisyonu fiziksel devamin saglanmadigini tespit ettigi stajlar
gegersiz sayma hakkina sahiptir

b) Staj siiresi kesintisiz ve tek parga halinde tamamlanmalidir. Stajin bir kismini belirli
bir tarihte, kalan kismin1 baska bir tarihte yapmak uygun degildir. Ancak, zorunlu durumlarda
Ogrenci, staj yapilan kurum/kurulusa resmi bir rapor sunarak en fazla {i¢ is giinii ara izni alabilir.
Bu izinle ilgili saglik raporu veya izin belgesi, staj dosyasinin ekler boliimiine ilave edilmelidir.
Gecerli mazeretlerle staja devam edilmeyen ginler mutlaka telafi edilmelidir. Mazeretli
devamsizlik siiresi staj siiresinin %20’sini asamaz. Aksi takdirde Ogrenci stajini yeniden
yapmak zorunda kalir.

¢) Boliim Staj Komisyonu’nun uygun goriisii ve bu Yonergedeki usul ve esaslara uygun
olmak kaydiyla 6grenci istege bagh olarak, 6grenim gordiigii program kapsaminda belirlenen
staj siiresinden daha uzun siireli staj yapabilir. Ogrencinin uzatma talebini staj siiresi bitmeden
1 hafta 6nce dilekce ile Bolim Staj Komisyonu'na bildirmesi gerekmektedir. Fazladan yapilan
staj glinleri bir sonraki donemde yapilacak staj giin sayisini etkilemez. Uzatilan giin kadar staj
sigortasi Uiniversite tarafindan 6denir.

d) Ogrencinin staj gerekliliklerini yerine getirmemesi durumunda veya staj yapilan
kurum/kurulustan  kaynaklanan sebeplerle stajin  devam edemeyecegi durumlarda
‘Kurum/Kurulus yetkilisi” EK-4 Staj Ayrilis Formu’nu doldurarak Boliim Staj Komisyonu’na
iletir. Bu durumdaki 6grenci Boliim Staj Komisyonu'nun verecegi karara gore stajini tamamen
yenilemek veya kalan staj giinlerini yeni bir kurum/kurulusta tamamlamak zorundadir.

Staj On Kosullar

MADDE 10-(1)

a) Mimarlik Boliimii 6grencilerinin Biiro Staji’na (ARC 4705: Summer Practice in an
Architectural Office) baslayabilmesi i¢in Santiye Staji’m1 (ARC 3703: Summer Practice in
Architectural Construction) bagariyla tamamlamis olmasi gerekmektedir. Santiye Staj1 ve Biiro
Staj1 aynm1 anda yapilamaz. Staj ¢alismalarinin degerlendirilece§i ARC 3703 ve ARC 4705
kodlu stajla iliskili dersler ayn1 anda alinamaz.

b) I¢ Mimarlik ve Cevre Tasarimi1 Boliimii 6grencilerinin Santiye Staji’na (IAED 3003
Interior Architecture Practice I) baslayabilmeleri icin IAED 2002 (Interior Design Studio IV /
Mekan Tasarim Stiidyosu IV) dersini; Biiro Staji’na (IAED 4003 Interior Architecture Practice
IT) baslayabilmeleri i¢in de IAED 3002 (Interior Design Studio VI / Mekan Tasarim Stiidyosu
VI) dersini basariyla tamamlamalar1 gerekmektedir. Santiye Staji ve Biiro Staji ayni anda
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yapilamaz. Bu staj ¢aligsmalarinin degerlendirilecegi IAED 3003 ve IAED 4003 kodlu stajla
iliskili dersler ayn1 anda alinamaz.

Stajla lgili Genel Hususlar
MADDE 11-(1) Stajlarin yaz tatili aylarinda yapilmasi esas olup, egitim-6gretim

faaliyetleri ile staj ayni anda yiiriitiilemez. Ancak, asagida belirtilen durumlarda, belirli sartlar
saglandiginda buna izin verilebilir. Bu tiir durumlarda, 6grencinin dersi veya sinavi oldugu
giinlerde staj yapmasina izin verilmez:

a) Tim derslerini basariyla tamamlamis veya mezuniyet asamasinda olup, kalan
derslerini tek bir glinde alabilecek durumda olan bir 6grenci, stajin1 heniiz tamamlamamissa,
yilin herhangi bir ayinda stajin1 gergeklestirebilir.

b) Isbu Yonerge Madde 10 (1)-a bendi kapsamina giren ve iki staji eksik olan dgrenciler,
oncelikle Santiye Stajin1 tamamlamalidir. Daha sonra, ilgili formlar1 doldurarak ayn1 donemde
Biiro Staj1 i¢in bagvuruda bulunabilirler.

C) Santiye ve Biiro stajlari i¢in, yaz okulunda ders alan 6grenciler genel olarak staj
yapamazlar. Yaz okulunda ders alan 6grenciler, aldiklar1 derslerin haftalik toplam ders saatinin
8 saati agmamasi ve derslerin bir giinden fazla stirmemesi kosuluyla staj yapma hakkina sahip
olabilirler.

Stajin Yapilabilecegi Kurum / Kuruluslar

MADDE 12-(1) Santiye ve Biiro staj yerleri Boliim Staj Komisyonu onay1 ile kesinlesir.

a) Ilgili program miifredatinda IAED 3003 Interior Architecture Practice I ve ARC 3703
Summer Practice in an Architectural Construction isimli dersler olarak yer alan Santiye Staji,
I¢ Mimari/Mimari ekibi olan yurt i¢i veya yurt dis1 firmalarda yapilabilir. Ilgili program
mufredatinda IAED 4003 Interior Architecture Practice Il ve ARC 4705 Summer Practice in an
Architectural Office isimli dersler olarak yer alan Biiro Staji, yurt i¢i veya yurt disinda kayith
olan I¢ Mimari/Mimari ofislerde gerceklestirilebilir.

b) Staj yapilacak firma segilirken, firma biinyesinde en az 5 yil deneyimli ve ilgili meslek
odalarma (Mimarlar Odas1 ve/veya I¢ Mimarlar Odas1) kayitli mimar ya da ic mimar ¢alismasi
zorunludur.

c) Uygun sartlar saglandiginda en az bir dgretim iiyesinin sorumlulugunda tiniversitede
ilgili boliim igerisinde Biiro ya da Santiye staj1 yapilabilir.

Staj Basvuru Siireci

MADDE 13-(1) Basvuru esnasinda izlenecek asamalar asagidaki gibidir. Bu islemler staj
baslamadan 6nce yapilmak zorundadr.

a) Ogrenciler yurt ici/yurt disinda staj yapmak istedikleri yerleri kendileri belirler ve
kumm/kqmlus ile dogrudan iletisime gecerler.

b) Universite Web sayfasinda yer alan EK-1 Staj Onay Formu’ndan iki kopya, EK-2
Kural ve Diizenlemeler Formu’ndan bir kopya olarak doldurur.

c) Ogrenciler, Staj Onay Formu’nun kurum/kurulus yetkilisi  tarafindan
imzalanmasini/kagelenmesini saglar.

d) Imzali Staj Onay Formu niishalar1 Boliim Staj Koordinatérii tarafindan onaylanir, bir
niishas1 Boliim Staj Komisyonu tarafindan saklanir.
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e) Staj Onay Formu ile Kural ve Dizenlemeler Formu sigorta islemlerini baslatmak
amaciyla Boliim Staj Komisyonu’na stajdan en az iki hafta 6nce teslim edilir.

Stajin Uygulanmasi

MADDE 14-(1) Staj isbu Yonergede belirtilen esaslara gore gerceklestirilmelidir.

Stajin Raporlanmasy/ Kabulii

MADDE 15-(1) Staj bitiminde hazirlanacak rapor i¢in izlenmesi gereken yol asagidaki
gibidir:

a) Staj bitiminde Boliim 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 Koordinatorii’ne ulastirilmalidir.

b) Staj siiresince yapilan igler giinliik olarak Staj Giinliigii'ne islenmelidir. Bu raporun her
sayfas1 giinliik olarak firma yetkilisi ve 6grenci tarafindan imzalanmalidir. Staj Giinltigii formati
ve hazirlama esaslari ilgili Staj Rehberi’nde ayrintili olarak agiklanmaistir.

c) Staj Raporu, Staj Giinliigii'nde giinliik olarak rapor edilen iglerle uyumlu olacak sekilde
ilgili Staj Rehberi’nde belirtilen esas ve diizenlemelere gore hazirlanip teslim edilir.

d) Ic Mimarlik ve Cevre Tasarim Béliimii dgrencileri, yapilan staj tiiriine gére, IAED
3003 Interior Architecture Practice | veya IAED 4003 Interior Architecture Practice Il
derslerinden birini staji takip eden ilk donemin ders secimlerinde sistemden eklemeli ve
danismanina onaylatmalidir. Mimarlik Boliimii 6grencileri, yapilan staj tiiriine gore, ARC 3703
Summer Practice in Architectural Construction veya ARC 4705 Summer Practice in an
Architectural Office derslerinden birini staji takip eden ilk donemin ders segimlerinde
sistemden eklemeli ve danigsmanina onaylatmalidir.

e) Hazirlanan EK-3 Staj Degerlendirme Formu, ilgili Staj Rehberi’nde bulunan Staj
Giinltigii, Staj Raporu ve/veya hazirlanmasi tariflenen diger teslimlerle birlikte, staj bitis tarihini
takip eden ilk yariyilin akademik takviminde ilan edilen ders ekleme/¢ikarma doneminin son
giiniine kadar Boliim Staj Koordinatorii’ne teslim edilmelidir.

Stajin Degerlendirmesi

MADDE 16-(1) Boliim Staj Komisyonu iiyeleri, stajin amacina ve kurallarina uygun
yurattlmesi igin izleme yapabilir.

a) Ogrenci stajla ilgili belgelerin Boliim Staj Komisyonu’na iletilmesinden sorumludur.
Staj ile iligkili belgesi veya belgeleri eksik olan 6grencinin staji gecersiz sayilir.

b) Staj; Staj Degerlendirme Formu (EK-3), ilgili Staj Rehberi’nde bulunan Staj Giinligii,
Staj Raporu ve stajla ilgili ek bilgi ve belgelerin Boliim Staj Komisyonu tarafindan
incelenmesiyle basarili/basarisiz olarak degerlendirilir. Ogrencinin stajda basarili sayilabilmesi
icin Oncelikle kurum/kuruluslar tarafindan doldurulacak olan EK-3 Staj Degerlendirme
Formu’na gore basarili bulunmasi zorunludur. Béliim Staj Komisyonu, degerlendirme amaciyla
ogrenciden sozlii sunum/uygulama talep edebilir. Stajlar1 basarisiz olarak degerlendirilen
ogrenciler, yeniden staj yapmak zorundadir.

) Yaptig1 staj basarili oldugu halde raporunda eksiklik goriilen d6grenciye Bolim Staj
Komisyonu karar1 dogrultusunda iki hafta ek siire verilebilir.

d) B6lim Staj Komisyonu tarafindan staji basarisiz bulunan 6grenciler i¢in komisyon
karar1 gerekgeli olarak yazilir. Ogrenciler idari islemlere itiraz siiresi i¢inde Dekanliga yazili
olarak itirazda bulunabilir.

e) Basarisizlik halinde staj, ayn1 kurumda olmamak kaydiyla tekrarlanir. Boliim Staj
Komisyonu tarafindan 6grencinin stajinin bir boliimii de kabul edilebilir. Stajin1 tamamlamayan
Ogrenci mezun olamaz.
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f) Bolim Staj Komisyonu, sunuma uygun stajlarin, 6grenciler tarafindan boliim i¢inde
sunulmasini isteyebilir. Ogrenci stajinin degerlendirilmesiyle elde edilen basar1 durumu, ilgili
Boliim Bagkanligi tarafindan Dekanliga bildirilir.

Staj ile Ilgili Belgeler

MADDE 17-(1) Staj basvuru asamasindan stajin bitimine kadar asagidaki belgeler
kullanilir. Belgeler cevrimi¢i ve/veya elden teslim edilir ve IFS sisteminden 6grencilerin
bilgilerinin girilmesi saglanir.

a) Staj Onay Formu (EK-1): Ogrenci tarafindan Universite Web sayfasindan temin edilip,
Ogrenci ve stajin yapilacagi kurum/kurulus tarafindan doldurulup, B6lim Staj Komisyonu ve
Universite Insan Kaynaklar1 Miidiirliigii'ne stajdan en az iki hafta énce teslim edilen form.

b) Kural ve Diizenlemeler Formu (EK-2): Ogrenci tarafindan Universite Web sayfasindan
temin edilip, imzalanarak Boliim Staj Komisyonu'na 6nceden belirtilmis tarihlerde teslim edilen
form.

c) Staj Degerlendirme Formu (EK-3): Staj siiresince grencinin ¢alismalarini izleyen
kurum/kurulus staj yetkilisinin staj sonunda doldurarak kapali zarf iginde Bolim Staj
Komisyonu’na teslim edilmek iizere 6grenciye verdigi form.

d) Staj Ayrilis Formu (EK-4): Isyerinin, staj yapan 6grencinin herhangi bir nedenle stajini
tamamlayamadig1 durumda diizenleyecegi formdur.

e) Staj Rehberi: Staj rehberi, santiye ve biiro stajlart igin ayri1 ayr1 olmak {izere staj
giinliigli, staj raporu, staj sunumu ve belgelenmesi ile ilgili dosyalarin hazirlama ve teslim
esaslarmi tarifler. Mimarlik ve I¢ Mimarlik Boliimii Staj Rehberleri ayr1 dosyalardir.
Ogrencilerin rehberde tarif edilen teslim formatlarina uymalari zorunludur.

f) Mimarlik Bolimii Santiye Staj Rehberi (EK-5A): Mimarlik boliimii 6grencilerinin
santiye staj1 ile ilgili Staj Giinligii, Staj Raporu ve Staj Sunumu dosyalarinin hazirlama
esaslarin1 ayrintili olarak tarif eder.

g) Mimarlik Boliimii Biiro Staj Rehberi (EK-5B): Mimarlik boliimii 6grencilerinin biiro
staj1 ile ilgili Staj Giinliigii, Staj Raporu ve Staj Sunumu dosyalarinin hazirlama esaslarini
ayrintili olarak tarif eder.

h) Ic Mimarlik ve Cevre Tasarmm Santiye Staj Rehberi (EK-6A): I¢c Mimarlik ve Cevre
Tasarimi 6grencilerinin santiye staji ile ilgili Staj Giinliigli ve Staj Raporu hazirlama ve teslim
etme esaslarini ayrintili olarak tarif eder.

i) Ic Mimarlik ve Cevre Tasarimi Biiro Staj Rehberi (EK-6B): I¢ Mimarlik ve Cevre
Tasarim1 6grencilerinin biiro staji ile ilgili Staj Giinliigii ve Staj Raporu hazirlama ve teslim
etme esaslarini ayrintili olarak tarif eder.

Staj Dosyalarim1 Koruma Siiresi

MADDE 18-(1) Sonuglandirilan staj raporlarinin dijital dosyalart Antalya Bilim
Universitesi Arsiv Yonergesi hiikiimlerine uygun olarak, bes yil siireyle Dekanlik tarafindan
korunur ve sonrasinda imha edilir.

Staj Disiplini

MADDE 19-(1) Ogrenciler staj esnasinda calistiklar isyerinin tiiziik, yonetmelik,
disiplin ve i¢ yonergelerine, ¢alisma kurallarina uymak zorundadir.

(2) Ogrenciler 2547 sayili Yiiksekogretim Kanunu’nun &grencilerin disiplin islerini
dizenleyen 54. maddesine tabidir.

Staj Muafiyeti

MADDE 20-(1) Fakiilte’ye yatay/dikey gecisle gelen 6grencinin geldigi yiiksekogretim
kurumunda kayitl oldugu siirede yaptig1 stajin veya ¢ift anadal yapan 6grencilerinin ¢ift anadal
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programinda yaptig1 stajin, kismen ya da tamamen kabulii, Fakiilte’nin staj kosullarina %80
oraninda uygunluk saglamasi sart1 géz Oniine alinarak, Boliim Staj Komisyonu’nun Onerisi
iizerine YoOnetim Kurulu tarafindan karara baglanir.

Sigorta Islemleri

MADDE 21-(1) Staj yapan 6grenciler hakkinda 5510 sayili Kanunun 5 inci maddesinin
birinci fikrasinin (b) bendi uyarinca is kazasi ve meslek hastaligi sigortasi uygulanir. Bu
ogrencilerden bakmakla yiikiimlii olunan kisi durumunda olmayanlar hakkinda ayrica genel
saglik sigortas1 hiikiimleri uygulanir. Bu fikra kapsaminda 6denecek primler 5510 sayili
Kanunun 87’nci maddesinin birinci fikrasmin (e¢) bendi uyarinca Universite tarafindan
karsilanir. Kendi istegi ile yurt disinda staj yapacak 6grenci i¢in sosyal sigorta primi 6denmez.

Stajda Odenecek Ucretler

MADDE 22-(1) Staj yapan Ogrencilere O6denecek Tlicretler hakkinda 3308 sayili
Kanununun 25 inci maddesi uygulanir.

Yurarluk

MADDE 23-(1) Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi Staj
Yonergesi, Universite Senatosu tarafindan kabul edildigi tarihte yiiriirliige girer.

Yurutme

MADDE 24-(1) Antalya Bilim Universitesi Giizel Sanatlar ve Mimarlik Fakiiltesi Staj
Yonergesi’ni Antalya Bilim Universitesi Rektorii yiiriitiir.
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EK-1: STAJ ONAY FORMU / APPENDIX 1: INTERNSHIP APPROVAL FORM

INTERNSHIP APPROVAL FORM /STAJ ONAY FORMU
Department of Interior Architecture and Environmental Design /
I¢ Mimarhk ve Cevre Tasarimi Boliimii

STUDENT INFORMATION / OGRENCI BILGILERI

Name and Surname / Ad1 ve Soyadi

National Identity Number/ T.C. Kimlik No

Department / Boliim — Year / Yil

Student Id Number / Ogrenci No

Address / Adres

Phone Number / Telefon

E-Mail / E-Posta

Internship Type / Staj Tiirii

Construction Internship/Santiye Staji
Office Internship/Biiro Staji

INSTITUTION AND INTERNSHIP INFORMATION / KURUM VE STAJ BILGILERI

Institution Type / Kurum Tiirii

Private Company/Ozel Sirket
Governmental Institution/Devlet Kurumu
University/Universite

Others/Digeri:

Sektor / Sector

Architecture/Mimarlik

Interior Architecture/i¢ Mimarlik
Engineering/Miihendislik
Construction/Insaat-Yapim

Material Production/Malzeme Uretim
Subcontractor/Alt Yiiklenici
Supervision/Yap1 Denetim
Furniture/Mobilya

Yacht/Yat

Name of the Institution / Kurum Adi

Institution Phone Number, Address and Email

Kurum Telefonu, Adresi ve Eposta

Institution Web Site / Kurum Web Sitesi

Internship Start Date / Staj Baslangic Tarihi

Internship Finish Date / Staj Bitis Tarihi

Weekly Working Days / Haftalik Calisma Giin Sayisi

1-2-3-4-5-6

Total Internship Days / Staj Yapacagi Giin Sayis1

45 Giin/Days

Name and Surname of the Authorized Person

Kurum Staj Yetkilisinin Ad1 ve Soyadi

Authorized Person Email/ Staj Yetkilisi Eposta

Sign and Stamp of the Authorized Person

Kurum Yetkilisi imza ve Kase

Date / Tarih
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STUDENT DECLARATION / OGRENCi TAAHUDU

| attest that the information | have provided above is accurate and that | 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.

Yukarida beyan ettigim bilgilerin dogrulugunu, staja gitmedigim veya staji biraktigim takdirde ya da yanlis
beyanimdan dolayi ortaya ¢ikacak maddi ve manevi, bireysel ve kurumsal zararlari kabul edecegimi kabul ve
taahhiit ederim.

Student Name and Surname / Ogrenci Adi ve Soyada:

Signature / imza: Date/Tarih:

DEPARTMENT APPROVAL / BOLUM ONAYI
Advisor Name, Surname, and Signature

Damisman Adi, Soyadi ve imzas

Internship Coordinator Name, Surname, and Signature
Staj Koordinatorii Adi, Soyadi ve imzasi

Date / Tarih |

INTERNSHIP APPROVAL FORM / STAJ ONAY FORMU
Department of Architecture / Mimarhk Bolimu

STUDENT INFORMATION / OGRENCI BIiLGILERI

Name and Surname / Ad1 ve Soyadi

National Identity Number/ T.C. Kimlik No

Department / Boliim — Year / Y1l

Student Id Number / Ogrenci No

Address / Adres

Phone Number / Telefon

E-Mail / E-Posta

Internship Type / Staj Tiirii e Construction Internship/Santiye Staj1
e Office Internship/Biiro Staj1

INSTITUTION AND INTERNSHIP INFORMATION / KURUM VE STAJ BiLGILERI

Institution Type / Kurum Tiirii e Private Company/Ozel Sirket

e  Governmental Institution/Devlet Kurumu
e University/Universite

e Others/Digeri:

Sektor / Sector e  Architecture/Mimarlik

e  Engineering/Miihendislik

e  Construction/Insaat-Yapim

e  Material Production/Malzeme Uretim
e  Subcontractor/Alt Yiiklenici

e  Supervision/Yap1 Denetim
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e  Furniture/Mobilya
e  Yacht/Yat

Name of the Institution / Kurum Adi

Institution Phone Number, Address and Email
Kurum Telefonu, Adresi ve Eposta

Institution Web Site / Kurum Web Sitesi

Internship Start Date / Staj Baslangic Tarihi

Internship Finish Date / Staj Bitis Tarihi

Weekly Working Days / Haftalik Cahisma Giin Sayisi 1-2-3-4-5-6-7

Total Internship Days / Staj Yapacagi Giin Sayisi 45 Giin/Days

Name and Surname of the Authorized Person
Kurum Staj Yetkilisinin Ad1 ve Soyadi

Authorized Person Email/ Staj Yetkilisi Eposta

Sign and Stamp of the Authorized Person
Kurum Yetkilisi imza ve Kase

Date / Tarih

STUDENT DECLARATION / OGRENCI TAAHUDU

| attest that the information | have provided above is accurate and that | 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.

Yukarida beyan ettigim bilgilerin dogrulugunu, staja gitmedigim veya staji biraktigim takdirde ya da yanlis
beyanimdan dolayi ortaya ¢cikacak maddi ve manevi, bireysel ve kurumsal zararlari kabul edecegimi kabul ve
taahhiit ederim.

Student Name & Surname / Ogrenci Ad1 ve Soyadi:

Signature / imza: Date/Tarih:

DEPARTMENT APPROVAL / BOLUM ONAYI
Advisor Name, Surname, and Signature

Damisman Adi, Soyadi ve imzasi

Internship Coordinator Name, Surname, and Signature
Staj Koordinatérii Adi, Soyadi ve imzasi

Date / Tarih
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EK-2: KURAL VE DUZENLEMELER FORMU /
APPENDIX 2: RULES AND REGULATIONS FORM

STAJYER OGRENCININ SORUMLULUKLARI

1. Staj egitimi 6gretim siirecinin 6nemli ve vazgecilmez bir pargasidir. Bu yiizden 6grenci diger
derslerine gosterdigi ilgi ve 6zenin aynisini staj egitimine de gostermekle yiikiimliidiir.

2. Stajyer olarak bulundugunuz kurum i¢inde gerek liniversitemizi ve gerekse boliimiimiizii temsil
etmenizden dolayr davranig ve yaklagimlarimiz biiyiikk 6nem tasimaktadir. Unutmamaniz
gereken husus, stajyer olarak bulundugunuz siirede Ogrenci kimliginizi halen tasimakta
oldugunuz ve Ogrenci olmaktan kaynaklanan tiim yiikiimliiliiklerinizin aynen devam ettigi
gercegidir.

3. Staj esnasinda bulundugunuz kurum personeli i¢in gelistirilmis tiim kurallar sizin i¢in de
tamamen gegerlidir. Bu kurallar1 6grenmek ve uygulamak zorunlulugu size aittir. S6z konusu
kurallar size “Calisan Kitapcig1”, “Kurum Igin Oryantasyon Toplantisi”, “Personel ilan
Tahtalar1” ya da diger yollarla duyurulacaktir.

4. Staj esnasinda bulundugunuz kurum personeli i¢in gelistirilmis kurallara ait sorularimiz varsa
bunlar1 amirlerinizden ya da insan Kaynaklar1 Béliimii’nden 6grenmeniz gerekmektedir (diger
stajyerler ya da yetkili olmayan ¢alisanlardan alacaginiz bilgiler giivenilir olmayabilir).

5. Stajyer 6grenciler kurum iginde belirlenen is giivenligi ve is¢i sagligt mevzuatin1 6grenmek ve
ona uygun olarak hareket etmekle yikimlidur.

6. Kurum i¢i kurallara uymayan stajyerlerin stajlarina son verilebilir. Bu durumda 6grenci stajdan
basarisiz sayilacaktir.

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

8. Stajyer olarak bulundugunuz kurumda bir nevi misafir oldugunuzu unutmamak ve diger stajyer,
calisanlar ve amirlerinizle olan iligkilerde yapici, tutarli ve anlayish olmak zorundasiniz.

9. Staj esnasinda kendinize verilen gorevleri en ideal sekilde ve profesyonelce yapmak i¢in azami
caba gostermekle yikimlisuniz.

10. Stajyer, staj siiresince kendisine sunulan her tiirlii egitim olanaklarindan yararlanarak yeni bilgi,
beceri ve fikirler elde etmeye ag¢ik olmalidir.

11. Stajyer higbir kosul altinda diger stajyer, calisan ya da amirleriyle tartismalara girmemeli, bu
tiir durumlarm olusmast durumunda oncelikle amirleriyle, daha sonra da gecikmeksizin Insan
Kaynaklar1 Bolimii’yle ve boliim 6gretim iiyeleriyle irtibat kurulmalidir.

12. Stajyer, miisterilerle (misafirlerle) yiiz yiize hizmet vermesi gereken kosullarda kisiler arasi
iletisimine daha ¢ok 6zen gostermekle yiikiimliidiir.

13. Staj esnasinda kuruma ait ticari 6nem arz eden bilgilerin kullanilmas1 durumunda bu bilgilerin
hassasiyetle korunmasi azami 6nem tasimaktadir. Stajyer 6grenci, s6z konusu bilgileri her ne
sebeple olursa olsun iigiincli sahislara aktaramaz. Bu bilgilerin paylagimi stajin sonlandirilmasi
ve 6grencinin stajdan basarisiz sayilmasina yol agabilir.
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RESPONSIBILITIES OF THE STUDENT INTERN

1. 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.

2. 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.

3. 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.

4. 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).

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

6. 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.

7. 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.

8. 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.

9. Itisyour 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.
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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 yazisim okudum. Stajim siiresince bu
kurallara uyacagim taahhiit ederim.

I have read and understood the responsibilities of the student intern written above, and | 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)

STAJ ESNASINDA KARSILASILABILECEK ZORLUKLARLA BASA CIKMAK

Staj esnasinda isyerinde bir¢ok farkli nedenle zorluklar yasayabilirsiniz. Bu zorluklarin bir kism
sizden bagimsiz kurum i¢i dinamiklerden kaynaklanabilir, diger bir kismui ise sizin diger stajyerler,
calisanlar ya da amirlerinizle ilgili iliskilerinizden kaynaklanabilir. Sebep her ne olursa olsun
izlemeniz gereken yol sudur:

1. Karsilagtiginiz zorlugun kaynagini bulmaya ¢alisin. Sorun kurumla mi1, departmanla mi, baska
stajyer ya da ¢alisandan mi, yoksa amirle mi ilgili?

2. Karsilastigimiz zorlugu ayn1 giin aksamu detaylariyla (yer, saat vs.) kagida dokiin.
3. Zorlugun ¢6ziilmesinde sizin paymizin ne olabilecegini belirleyin.

4. Zorluk soruna doniismeye basladiysa 6ncelikle durumu agiklayan bir e-postay1 gecikmeksizin
boliim 6gretim liyelerine gonderin.

5. Boliim staj danisman 6gretim iiyesine bagvurmak i¢in ge¢ kalinmasi, sorunun baslangic
asamasinda ¢oziilmesine firsat vermeyerek daha biiyiik neticelere yol agabilir.

6. Sorunun giderilmesinde esas boliim dgretim tiyesinin gosterecegi yoldur. Bu noktada bagka
kaynaklardan sorunu ¢6zme cabalari olaylar1 daha karmasik bir hale getirebilecegi i¢in
Ogrencinin bu yollara bagvurmamasi tavsiye edilir.

7. Bolim 6gretim tiyesinin sorunun giderilmesinde kurumla yapacagi gériisme esas olacak ve
verilen karar dogrultusunda 6grencinin hangi yolu izleyecegi kendisine teblig edilecektir.

8. BOoliim 6gretim tiyesinin bilgisi disinda, kurum ve 6grenci arasinda varilan ¢oziimlerin staj
sireci Uzerinde olumsuz hususlar olusturma riski bulunmaktadir ve bu riskler stajin gegersiz
sayllmasina kadar giden sonuglar dogurabilir.
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9.

10.

Kurum ile stajyer arasinda ¢oziilmeye ¢alisilan sorunlarda boliim 6gretim {liyesinin mutlak
surette onay1 alinmalidir.

S6z konusu surecin isletilmesinde asil sorumluluk 6grencinin kendisine aittir.

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:

1.

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.

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 accordingly:

a. Arrive on time
b. Arrive with proper clothing and the proper attitude
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c. Develop interpersonal skills
d. Carry out the assigned tasks and responsibilities
e. 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:

a. How reports are used to mutually communicate information between departments

b. The usability and effectiveness of these reports

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

e. The general approach of the institution and the department to internal customers and visitors
f. Similar issues and matters observed

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

4. Togain skills and experience by focusing on the feedback and criticism offered by the institution

or department.

EK-3: STAJ DEGERLENDIRME FORMU /
APPENDIX 3: INTERN EVALUATION FORM

INTERSHIP EVALUATION BY THE ACADEMIC DEPARTMENT
(AKADEMIK BOLUM STAJ DEGERLENDIRMESI)

Degerlendirme (Evalua3tion)

Cok lyi
(Excellent)

Iyi
(Good)

Orta
(Satisfactory)

Zayif
(Needs improvement)

Yetersiz
(Poor)

Devamliligi
(Attendance)

Yaptigi ise ilgisi (Interest
and enthusiasm against
given tasks)

Calisma Performansi
(Work Performance)

Genel
(Overall score)
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Ag¢iklamalar (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 goénderilmesini rica ederiz. Eger Form 6grenci ile
gonderilecekse, kapatilmis ve arkast damgalanip imzalanmis bir zarf i¢inde olmalidir.

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.
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INTERSHIP EVALUATION BY THE EMPLOYER
(iISVEREN STAJ DEGERLENDiIRMESI)

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 Bitis Tarihi
(Intership End Date)

Haftalik Calisma GUn Sayis1 |:| 5
(Work Days per Week)

[ s

Staj Yaptig1 Giin Sayisi
(Total Work Days)

Ogrenci Performans Degerlendirmesi (Student Performance Evaluation)
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ANTALYA BILIM UNIVERSITEST REKTORLUGU
R TRTUPR TR Fakultesi Dekanligina,
Fakulteniz
Bolumai
......................................................................................................................................... numar
alt OZrencisSi  ......ccooiviiiiiiiiiiiiiiiean, , staji
nedeniyle tamamlamadan isletmemizden ayrilmistir. SGK ¢ikis 1$Iemler1n1n . ./ . ./20 tar1h1

itibariyle yapilmasi i¢in geregini bilgilerinize sunarim.

Kurum Yetkilisi
Unvani/Adi—Soyad1

.20,
(Tarih/imza/Kase)
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EK-5A / APPENDIX-5A (TR/EN):
MIMARLIK BOLUMU SANTIYE STAJI REHBERI

GIRIS

Mimarlikta Santiye Staji — ARC 3703, 6grencilerin yaz doneminde mimari insaatin yapildigi bir
santiyede yapmalar1 zorunlu olan bir uygulamadir. Uygulamanin amaci santiye sahasi etkinlik ve
uygulamalarinin 6grenciler tarafindan gozlemlenip deneyimlenmesi ile beraber resmi formatta
raporlanmasidir. Bunun igin asagida listelenen etkinliklerin yapilmig olmasi ve tamamlanmasi
gerekmektedir:

Ogrenciler staj yapabilmek i¢in mimari bir insaatin yapildig1 santiye alani/sahas1 bulmalidirlar.

Staj dersinin yiiriitiictisii her bahar doneminde santiye staj baslangi¢ ve bitis tarihleri ile staj icin
gerekli belgelerin teslim tarihlerini Learning Management System (LMS) arayiiziinde agilan sanal
ders ortaminda ogrencilere duyurur. Bu nedenle &grenciler ilgili duyurulari takip etmeleri
gerekmektedir.

Ogrenciler staj yapacaklar santiyenin yonetici/yetkili kisileri ile irtibata gecip staja baslangic
belgelerini 1slak imzali bir sekilde onaylatmalidir. Staja baslangic belgeleri ilerleyen kisimlarda
aciklanmugtir.

Staja baslangi¢ belgeleri, 6grencilerin santiyede staja baslamadan staj yoneticisinin duyurdugu
tarihlerde teslim edilmeli ve tiniversitenin staj bilgi sistemine kaydi yapilmalidir. Staj baslangi¢
belgeleri onaylatilmadan ve iiniversite staj bilgi sistemine kaydi yapilmadan yapilan stajlar gecerli
degildir. Bu durumda tiim sorumluluk ve ortaya ¢ikabilecek magduriyetten 6grenci mesuldiir.
Zorunlu staj siiresi 45 is gliniidiir. Bu siire resmi tatilleri ve santiyenin herhangi bir sebeple kapali
oldugu siireleri kapsamamaktadir.

Staj donemi tek parga halinde ara vermeden tamamlanmalidir. Ornegin stajin bir kismini bir tarihte,
kalan kismini bagka bir tarihte tamamlamak gibi parca parga yapilmasi uygun degildir. Zorunlu
hallerde 6grencinin staj yiiriitiiclisiine resmi bir rapor sunmasi ile birlikte izin verilebilecek ara siiresi
en fazla dort is glintidiir. Aksi durumda 6grencinin stajini yenilemesi gerekir.

Staj siiresince Ogrenciler ilgili ayrintilart staj giinliigli ve etkinlik raporunda agiklandigi sekilde
sadece bakanlik poz numarasi olarak karsiligi bulunan santiye etkinliklerini gozlemleyip
raporlamalidir. Bakanlik poz numarasi olarak karsiligi bulunmayan etkinlikler staj giinliigii ve
raporunda yer almamalidir

Staj stiresince Ogrenciler iiniversite tarafindan sigortalanmaktadir. Ancak sigortalilik durumu
Tiirkiye’de staj yapan O6grencileri kapsamaktadir. Yurt disinda bir santiyede staj yapacak olan
Ogrencilerin sigorta islemleri iiniversite tarafindan yapilmamaktadir. Bu durumda sigortalilik
durumu 6grencinin sorumlulugundadir.

Ogrenci staj yaptig1 santiyede her is giinii ve en az 8 saat bulunmalidir. Santiye sahasinda bulundugu
ve gozlem yaptig1 etkinlikler i¢in her giin doldurulmak iizere staj giinliigii (internship diary) ve staj
etkinlik raporunu (summer practice activity report) hazirlamalidir. Bu belgeler ile ilgili ayrintil bilgi
ilerleyen kisimlarda agiklanmigtir.
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e Santiye sefi/yoneticisi/yetkili kisisi staj glinliiglinii her giin imzalamalidir. Staj gilinliigli hazirlama
siireci ilerleyen kisimlarda agiklanmistir.

e Staj siliresince 0grenci is sagligl ve glivenligi kurallarma uygun olarak santiye etkinliklerini takip
edip izlemelidir.

e Santiyedeki tiim saha etkinlikleri gdzlemlenmeli ve raporlanmalidir. Ogrenciler tamamlanan
etkinlikleri belirlemek adina ¢esitli dlgme islemleri yapabilirler. Saha etkinliklerinin tespiti ve
raporlanmast ile ilgili ayrintili bilgi ilerleyen kisimlarda agiklanmustir.

STAJ SURECI

ARC 3703 — Mimarlikta Santiye Stajinin 4. Yariyildan sonraki yaz doneminde yapilmasi zorunludur.
Mimarlik boliimiinde santiye ve biiro olmak tizere iki tiir staj vardir. Santiye staj1, biiro stajinin 6n kosulu
oldugundan santiye staji tamamlanmadan biiro staji yapilamaz. Staja baslamadan once 6grenciler

birtakim belgeler hazirlamali ve teslim etmelidirler. Bu belgeler sunlardir:

Sekil — 1’de ifade edildigi iizere santiye stajinin 4. yartyildan sonraki yaz doneminde yapilmasi

zorunludur. Staja bagvurmak ve baglamak icin gerekli belgeler ise 4. Yariyilda (bahar doneminde)

hazirlanip, onay alinip teslim edilir.

Staja baglangi¢ belgeleri ise sunlardir: STAJ ONAY FORMU (EK-1), KURALLAR VE

DUZENLEMELER FORMU (EK-2) ve IFS — SBS BILGI FORMU. Bu formlar ile ilgili gerekli

bilgiler ilerleyen kisimlarda agiklanmisgtir.

Ayrica dgrenciler i¢in hazirlanan baska belgeler de vardir. “STAJ YONERGESI” staj siirecini

tarifleyen resmi yonergedir. “SSS” belgesi staj ile ilgili 6grenciler icin birtakim soru ve cevaplarin

yer aldig1 belgedir.

“STAJ GUNLUGU”, STAJ ETKINLIK RAPORU” ve “STAJ SUNUMU?” staj siiresince Ingilizce

olarak hazirlanmasi ve staj tamamlandiktan sonraki giiz doneminde teslim edilmesi gereken
belgelerdir. Bu belgelerin hazirlanig siireci ilerleyen kisimlarda agiklanmustir.

1st Year 2nd Year 3rd Year 4th Year
A I\ A A
[ |l \f Y |
Fall | Spring I Summer I Fal Spring | Summer I Fall I Spring I Summer I Fall I Spring | Summer
Begin of the | | | | I I I I I | Graduation
Architectural
Education
Documents to be Ideal ARC 3703 Summer Internship Diary
prepared prior to Practice in a Construction and Practice Report
the internship Site Internship Period Submission
1st Year 2nd Year 3rd Year 4th Year
A \ \ \
[ i \ Y )

. Fall | Spring |Summer| Fall | Spring |Summer|

Fal | Spring |Summer| Fall | Spring | Summer

Begin of the | | | I
Architectural
Education

| ‘I/_Ib_) Il I(_Q‘Graduaricn

Ideal ARC4703 Summer
Practice in an Architectural
Design Office Internship Period

Documents to be
prepared prior to
the internship

Internship Diary
and Practice Report
Submission

Sekil 1. “ARC 3703: Summer Practice in a Construction Site” ve “ARC 4705: Summer Practice in an

Architectural Office” derslerinin isleyisi.
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STAJA BASLANGIC BELGELERI

e STAJONAY FORMU (EK-1)
Belge i¢inde staj yapilacak firmanin, santiye sahasinin bilgileri yer alir. Belgedeki doldurulmasi gereken
kisimlar eksiksiz ve dogru bir sekilde yapilmali, ¢ikti alinmali ve yetkili personelin 1slak imzas1 ile
imzalanmalidir. Bu islemler tamamlandiktan sonra Staj yiiriitiiciisiiniin LMS’de agmis oldugu dersin
baglant1 linkine 1slak imzal1 belgeler taratilarak dijital olarak teslim edilmelidir.

e KURALLAR VE DUZENLEMELER FORMU (EK-2)
Belge staja baglarken ve staj siiresince dikkat edilmesi ve uyulmasi gereken kural ve yonergeleri belirtip
aciklar. Bu belgedeki maddeler dikkatlice okunmali, staj siiresince belirtilen maddelere uyulmalidir.
Belge c¢ikt1 alinip, 6grenci tarafindan imzalandiktan sonra taratilip staj yiiriitiiciisiiniin LMS’de agmis
oldugu dersin baglanti1 linkine dijital olarak teslim edilmelidir.

e IFS-SBS BILGI FORMU

Bu belge Universitenin Staj Bilgi Sisteminde (SBS) doldurulan bilgileri icerir. Bu nedenle eksiksiz bir
sekilde doldurulmahdir. Ogrenciler SBS’ye dersin yiiriitiiciisii tarafindan girisleri yapildiktan sonra
stajlarin1 yapabilirler ve iiniversite tarafindan sigortali olabilirler. Yurt disinda staj yapacak dgrenciler
tiniversite tarafindan sigortalanmasalar bile SBS’ye girislerinin yapilmasi gerektiginden bu belge
eksiksiz bir sekilde doldurulmalidir. Eksik veya yanlis doldurulan belgeler staj kayitlarimizin
yapilamamasina ve staj yerinizde sigortali olamama gibi ¢esitli problemlere sebebiyet verebilir. Ayrica
santiye sahasinda sigortasiz bulunmak is sagligi ve giivenligi kurallarina aykiridir.

Ogrenciler yukarida agiklanan ii¢ belgeyi de gerektigi gibi doldurmalidir. Staj Onay Formu (Ek-1) ve
Kurallar ve Diizenlemeler Formu (Ek-2) 6nce ¢ikt1 alinip sonra taratilip teslim edilirken, IFS-SBS Bilgi
Formu Word formatinda doldurulup, Word formatinda dijital olarak teslim edilir. Tarama islemi igin
Microsoft Office Lens gibi tarama yapmak i¢in gelistirilen uygulamalar1 tercih ediniz. Tarama siirecinde
belgeler dogrusal bir sekilde tarama c¢ercevesine oturtulmali, yazilar net bir sekilde okunur olmalidir.
Taratilan belge egri, ters veya birtakim kismi eksik olmamalidir.

Bu ti¢ form, staj yiiriitliciistiniin duyurdugu tarih araliginda hazirlanip teslim edilmelidir. Geg teslimler
isleme alinmamaktadir.

STAJ GUNLUGU

Staj giinliigii, 6grencinin santiye sahasinda gézlemledigi ve deneyimledigi etkinlikleri listeler. Ornek bir
staj giinliigii tablosu Sekil-2’de ifade edilmistir. Tablodaki diizen ve format birebir ayni olmalidir.
Giinliik etkinlikler Sekil-3’te ifade edildigi iizere etkinligin giiniinii ve numarasini betimleyecek sekilde
kodlanmalidir. Tiim giinliik etkinlikler Cevre, Sehircilik ve Iklim Degisikligi Bakanliginin poz
numaralari ile eslestirilmis olmalidir. Bu poz numaralari ile birlikte, etkinligin giinliik siiresi, isin birimi
ve miktar1 da belirtilmelidir. Etkinliklerin giinliik miktar bilgisini belirleyebilmek i¢in 6grenci sahada

Form No: UY-FR-0013 Yayn Tarihi: 03.05.2018 Deg.No: Deg. Tarihi:
21



Dokiiman
No:

Yay.m.

iC YONERGELER S

No:

Degisiklik
Tarihi:

Uy-Y0-0126

03.06.2026

cesitli Olclimler yapabilir, saha hakedis tablo/raporlarindan bilgi edinebilir veya proje ¢izimleri
Uzerinden hesaplamalar yapabilir. Staj siiresince gézlemlenen etkinlikler ile ilgili birden fazla fotograf
sahibi olunulmasi tavsiye edilir. Cevre, Sehircilik ve Iklim Degisikligi Bakanlig1 her yil insaat
islerindeki birim maliyetleri ile ilgili kitap¢ik yayimnlamaktadir.

Staj gunlugiindeki tiim saha etkinlikleri bakanligin yaymladigi kitapgiktaki poz numaralari ile ayni
olmalidir. Insaat Birim Fiyatlarina Bakanhigin web sitesinde hem Tiirkge hem de Ingilizce olarak su
linkten erisilebilir: https://yfk.csb.gov.tr/birim-fiyatlar-i-100468. Kitapgigin Ingilizce siiriimii giincel
olmayabilir ancak Tiirk¢e stiriimii her zaman giinceldir. Poz numarasi ve birim fiyat kontrolii yaparken
Tiirkge siiriimii, poz numaras1 ve aciklamalar1 kontrol ederken Ingilizce siiriimiinden faydalanilmasi
tavsiye edilir.

ANTALYA BiLIM UNIVERSITY - DEPARTMENT OF ARCHITECTURE

ARC 3703 — SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION
DAILY ACTIVITY MINISTRY CODE & EXPLANATION STUDENT NAME:
[~ [pAY:01 - DATE: DD.MM.YYY ITEM NO:  |DAILY ACTIVITY DURATION | UNIT |AMOUNT OF THE COMPLETED ACTIVITY
D01.01: Daily construction activity (Key Words) 12.340.1071 |X HOURS BY Y WORKERS kg Explain how the amountis detected, such as
- - — through measurement, calculation by students or
D01.02: Daily construction activity (Key Words) 14.555.1270 |X HOURS BY Y WORKERS m2 other

D01.03: Daily construction activity (Key Words)
D01.04: Daily construction activity (Key Words)

DAY:02- DATE: DD.MM.YYY

D02.01: Daily construction activity (Key Words)

D02.02: Daily construction activity (Key Words)

D02.03: Daily construction activity (Key Words)

D02.04: Daily construction activity (Key Words)

DAY:03- DATE: DD.MM.YYY

D03.01: Daily construction activity (Key Words)
D03.02: Daily construction activity (Key Words)

D03.03: Daily construction activity (Key Words)

Name and Signature of the Construction Supervisor
A4 sized /
sheet \ - )\ .\ J
I f Y
| Daily activities must be listed | The corresponding ministry The amount of each Daily activity The unit of construction The name and signature of
code of the related activity must be measured/calculated and must be stated by referring the construction supervisor
must be stated indicated in this column to the ministry code must be stated

Sekil 2. Ornek staj giinliigii sablonu. Liitfen belirtilen diizene uyunuz.

DAY ACTIVITY NO
A
DAY NO

Sekil 3. Giin ve etkinlik numaras1 kodlama yontemi.

Ayrica tim giinliik etkinlik tablolar1 santiye yoneticisi/yetkili personeli tarafindan imzalanmalidir.
Giinliik etkinlik tablolarmin Microsoft Excel programinda yapilmasi kolay ve hizlidir. Imzal giinliik
etkinlik tablolar1 diizgiin bir sekilde renkli olarak taratilip, staj yiiriitiictisiiniin duyurdugu tarihte teslim
edilmelidir. Teslim edilen dosya pdf uzantili olmalidir. Excel ya da diger dosya formatlar1 gegerli
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degildir. Saha etkinliklerine ait resimlerde fotograf makinasinin kendi 6zelliginden gelen zaman ve
tarih damgasi bulunmalidir. Bu saha etkinliklerine ait resimler staj etkinlik raporunda kullanilacaktir.

Staj giinliiglinde sadece bakanlik poz numarasi olarak karsilig1 olan etkinlikler listelenmelidir. Bakanlik
poz numarasi olarak karsiligi olmayan santiye etkinlikleri kesinlikle staj giinliigiinde ve staj etkinlik
raporunda yer almamalidir.

STAJ ETKINLiK RAPORU

Staj yapan 6grencilerden staj sonunda, stajda deneyimlenen ve gdzlemlenen ve staj giinliigiinde yer alan
etkinliklerin agiklandig1 bir staj ekinlik raporu hazirlamalar1 beklenir. Raporda staj giinliigiinde yer
verilen etkinliklerin daha ayrintili agiklamalar1 yer alir. Bu sekilde diizenlenen teslim yontemi ile staj
yapan dgrencinin santiye saha etkinliklerini daha dikkatli izlemesi ve yapim siirecini 6grenmesi saglanir.

Sekil 4,5 ve 6 ornek etkinlik raporu sayfa sablonlarimi sunmaktadir. Sayfa boyutu yatay olarak
hizalanmis A3 kagit biiyiiklugiidiir. Sayfa igerisinde yer verilen giinliik etkinliklere gore birgok bolim
ve resim yer alabilir. Her ne kadar bu kisimlarda farkli sayfa yerlesim segenekleri bulunsa da tiim
sayfalarda rapor adi, 6grenci adi, tarih, {iniversite, boliim ve dersin adinin yer aldig1 antet (title block)
kism1 ayn1 olmalidir. Sekil 7°de 6rnek bir etkinlik raporu gosterilmistir.

Etkinlik raporu staj gilinliigiinde listelenen tiim giinliik etkinlikleri icermelidir. Etkinlik raporunda
guinliik etkinlikler ilk giinden son giine dogru, kodlamadaki rakam sirasina gére listelenmelidir. Ornegin
D01.01, D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01, D30.02, gibi. Etkinlik raporu on
ve arka kapak sayfalarimi da icermelidir. Kapak sayfalarmin 6rnek sablonlar1 Sekil 8 ve 9’da
gosterilmistir. Arka kapak sayfasi 6grencinin staj ile ilgili kisisel goriis ve deneyimlerine yer verdigi
500 kelime sayisin1 gegmeyen bir paragraf ve staj yaptigi santiyedeki ani fotograflarini igermelidir.
Ornek bir arka kapak sayfas1 Sekil 10°da gosterilmistir.

¥ 420mm )
’ i
= N —
I, SUMMER PRACTICE ACTIVITY REPORT R .
Title block B ANTALYABILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE
NAMEOF THESTUDENT | DATE:DDIMMIYY / ARC 3703-SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION
" | D01.01: Daily construction activity ‘ "k
Duration: Duration of the activity in the day ! ‘
Amount & Unit: Amount of the activity in the | |
day & Unit | |
Ministry Code: 15.340.1071 N/ ‘
One, two, | | Ministry Explanation: IMAGE | IMAGE | IMAGE
or more /
L \ | |
divisions ||
| Unit Cost: Unit Cost of the Activity | |
\ according to the Ministry Book
| Cost: Cost of the Activity ) I | 297mm
D01.01 | D01.01 | DO1.01
o i—-,'_l':_('}j_.'g'g':_:oany construction activity | |
Duration of the activity in the day | |
Each Daily ‘ Amount & Unit: Amount of the activity in the | |
activity | day & Unit
\
must be — Ministry Code: 15.540.1030 I N,/ I \
supported Ministry Explanation: IMAGE | IMAGE | IMAGE
by at least ’
one | |
. Unit Cost: Unit Cost of the Activity
Image. according to the Ministry Book | |
Cost: Cost of the Activity | |
| Total Daily Cost: £XXYY.ZZ DXX.YY ) DXX.YY ‘ DXX.YY |
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Sekil 4. iki béliim ve alt1 resim bulunan etkinlik raporu sayfa sablonu.

420mm

SUMMERPRACTICE ACTIVITY REPORT

NAME OF THE STUDENT DATE: DD/MM/YY

ANTALYA BiLiM UNIVERSITY DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

D01.01: Daily construction activity

Duration: Duration of the activity in the
day

Amount & Unit: Amount of the activity
in the day & Unit

Ministry Code: 15.340.1071
Ministry Explanation:

Unit Cost: Unit Cost of the Activity
according to the Ministry Book

Cost: Cost of the Activity

~| | 297mm

#Daily construction activity

Duration: Duration of the activity in the
day

Amount & Unit: Amount of the activity
in the day & Unit

Ministry Code: 15.340.1071
Ministry Explanation:

Unit Cost: Unit Cost of the Activity
according to the Ministry Book

Cost: Cost of the Activity

Total Daily Cost: £XXYY.ZZ

DXX.YY

N el “
\\ ,/ I \ /
IM;\QE/\ I IMA 4
/ \\ | /
s S~
v S i \
D01.01 | DO1.01
TN PSS
. e
\\ // TN / /
. P e
. / : \\\ P
IMA IM
N I AN
/ g . ' e .
yd \\ | e -~ \

| DXX.YY

Sekil 5. iki béliim ve dort resim bulunan etkinlik raporu sayfa sablonu.
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420mm

SUMMER PRACTICE ACTIVITY Rl

NAME OF THE STUDENT

DATE: DD/MM/YY

ANTALYA BiLiM UNIVERSITY DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

day & Unit

One, two,
or more
divisions

D01.01: Daily construction activity
Duration: Duration of the activity in the day
Amount & Unit: Amount of the activity in the

Ministry Code: 15.340.1071
Ministry Explanation:

Unit Cost: Unit Cost of the Activity
according to the Ministry Book
Cost: Cost of the Activity

day & Unit

one

Each Daily
activity
must be
supported
by at least

image.

[—4 Do_tDZ:_bain construction activity
uration: Duration of the activity in the day
Amount & Unit: Amount of the activity in the

Ministry Code: 15.340.1071
Ministry Explanation:

Unit Cost: Unit Cost of the Activity
according to the Ministry Book
Cost: Cost of the Activity

/ | \

T

(RN

N | 297mm

day & Unit

D01.03: Daily construction activity
Duration: Duration of the activity in the day
Amount & Unit: Amount of the activity in the

Ministry Code: 15.340.1071
Ministry Explanation:

Unit Cost: Unit Cost of the Activity
according to the Ministry Book
Cost: Cost of the Activity

Total Daily Cost: £XXYY.ZZ

DXX.YY

. DXX.YY

. DXX.YY

Sekil 6. Ug béliim ve alt1 resim bulunan etkinlik raporu sayfa sablonu.

SUMMER PRACTICE ACTIVITY REPORT

NAME OF THE STUDENT

DATE: DD/MM/YY

ANTALYA BiLiM UNIVERSITY DEPARTMENT OF ARCHITECTURE
. ARC 3703 -SUMMER PRACTICEIN ARCHITECTURAL CONSTRUCTION

D01.01: Excavation of the Housing Block C

Duration: 4 hours
Amount& Unit: 10m3
Ministry Code: 15.120.1001
Code Expl Machine

of soft

and hard soil (free excavation)
Unit Cost: £38,25
Daily Total Cost: £382,5

D01.02: Leveling of the Site
Duration:2 hours

Amount& Unit: 20m3
Ministry Code: 15.560.2001

Code Explanation: Manuallaying of the
excavated soilwith approximately 30 cm height

(forgardening and landscaping)
Unit Cost: £93
Daily Total Cost: £1860

D01.03: Exterior Wall Construction

Duration: 8 hours
Amount& Unit: 40m2
Ministry Code: 15.230.1006

Code Explanation: Buildingwalls with 19-cm-
thick, non-load-carrying pumice concrete slabs

Unit Cost: £466,11
Daily Total Cost: £18,644.4

Total Daily Cost:£20,886.9

D1.01

.‘ | .‘uxim

V"l."
ﬁ
T

20.07.23-10.22

20.07.23-10.22

D1.03

Sekil 7. Giinliik yapilan isleri ve islerle ilgili resimleri gosteren ornek bir etkinlik raporu sayfasi. Her
resimde ilgili isin yapildigi tarih ve saati gdsteren zaman damgasi yer almalidir.
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ANTALYA BILIM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

INTERNSHIP DATES:

NAME OF THE CONSTRUCTION SITE:
LOCATION OF THE CONSTRUCTION:
CONTRACTOR:
ARCHITECT:
CONSTRUCTION SITE MANAGER:

YEAR AND SEMESTER:

PREPARED BY NAME OF THE STUDENT

Sekil 8. Etkinlik raporunun 6n kapak sayfasi sablonu.

ANTALYA BiLiM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

INTERNSHIP DATES: 27.06.23-12.08.23

NAME OF THE CONSTRUCTION SITE:
LOCATION OF THE CONSTRUCTION:
CONTRACTOR:
ARCHITECT:
CONSTRUCTION SITE MANAGER: NAME OF THE CONTRACTOR

YEAR AND SEMESTER: 2023-24 SUMMER

PREPAREDBY NAME OF THE STUDENT

Sekil 9. Ornek 6n kapak sayfasi.
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Horizontal
A3 size sheet

ANTALYA BiLiM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
ARC 3703-SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

PERSONAL COMMENTS ABOUTTHE INTERNSHIP
PLEASE SHARE YOUR PERSONAL THOUGHTS AND EXPERIENCES PARTICULAR TO THE CONSTRUCTION SITE.
MAXIMUM 500 WORDS.

|-
A . GiK|
Short Explanation for image Short Expl. forimage Short Explanation for image
PREPAREDBY NAME OF THE STUDENT YEARAND SEMESTER:2023-24 SUMMER

Sekil 10. Ornek arka kapak sayfasi.

STAJ SUNUMU _azp,
Staj etkinlik raporu lanmasmdan sonra staj sunumu hazirlanir. Staj sunumu i¢in 6rnek sablon
Sekil 11°de gésterilr\i\s_ % /{ma gore, her slaytta sadece tek bir bakanlik pozu anlatimi yapilacaktir. Bu
bakanlik pozunun etkinlik giin ve siiresi “DURATION OF THE ACTIVITY” kisminda belirtilmelidir.
Ornegin 15.200.7055 poz numarali is, DO1, D02 ve D06’da 3’er saat ve D04, ve D09’da da 6’sar saat
olmak tizere calisildi ise bu kisimda bu kodlama ve ¢alisma siireleri belirtilmelidir. Bunun haricinde
sunum sirasinda fotograflarda belirtilmek istenen konu bagliklar1 ve anahtar kelimeler de “PERSONAL
COMMENTS ABOUT THE ACTIVITY” kisminda anahtar kelime ve kisa ciimleler halinde ifade
edilmelidir. “DAILY COST” kisminda, “DURATION OF THE ACTIVITY” kisminda listelenen giin
veya siirelere deginilecek sekilde yapilan isin giinliik ve toplam iicretleri “STAJ ETKINLIK RAPORU”
ile uyumlu olacak sekilde belirtilmelidir. Bu ifade edilen sunum formatina gore staj sunumu staj
siiresince gozlemlenip deneyimlenen bakanlik poz numarasi olarak ifade edilebilen etkinlikleri
igermektedir ve toplam slayt sayis1 gozlemlenen etkinlik sayisi kadar olmalidir. Slaytta gosterilecek olan
resimler “STAJ ETKINLiIK RAPORUNDA” da yer almalidir. Staj etkinlik raporunda yer almayan
resimler sunum dosyasinda yer almamalidir.

Sunum dili Ingilizce’dir. Tiirkge sunumlar kabul edilmemektedir. Dolayisiyla sunum sirasinda ifade
edilen tiim terim ve aciklamalar Ingilizce olmak zorundadir. Her slayt i¢in en fazla bir dakika olmak
lizere sunum siiresi toplamda 15 dakikay1 gegmemelidir. Dersin yiiriitiiclisii sunum sirasinda veya
sonrasinda dgrenciye stajla ilgili sorular sorup aciklama isteyebilir.
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NAME OF THE STUDENT: .
[ ANTALYA BILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE

=, ARC 3703-SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

Title block

YEAR/SEMESTER:

N ACTIVITY NAME: AS KEYWORD
Activity name for

single ministry code 7

MINISTRY CODE: XX.YY.ZZZZ

MINISTRY CODE EXPLANATON:
asvdfbdfbdfbgfgf

List the images here taken on the construction site and
used in the activity report. The images out of this rule must
not be used. The images must include the timestamps.

DURATION OF THE ACTIVITY:
Such as «D01, D02, DO7 and D10

PERSONAL COMMENTS ABOUTTHE ACTIVITY:
asémfnafnavkmfkufkv

You will talk about your
personal observations
in this section

Illustrate the Daily
Costs of the Activity

D10..........., D20.........., etc

Calculate the Total Cost
of the Activity

B Daily Costs:
DO1:. Do2: ,D03:
|

TOTAL ACTIVITY COST:

Sekil 11. Ornek Staj Sunum Sayfasi

STAJIN TESLIMLERI

Stajin yapildig1 yaz doneminden sonraki Giiz doneminde stajimi tamamlayan dgrenciler “ARC 3703 —
. . . .’ 3 Q . .

Summer Practice in Architectural Constructj§ &ersine kayith olmalidirlar. Stajim tamamlayan

ogrenciler derse kayitli olunan Giiz donemi igeriix="¢ staj yiiritiiciisiiniin LMS’de agtig1 ders ortamina
belirtilen tarih araliginda staj glinliigii ve etkinlik raporunu dijital olarak teslim etmelidirler.

ARC 3703 — Summer Practice in Architectural Construction dersi i¢in yaz doneminde stajini yapan
ogrenciler Giiz doneminde ii¢ adet dosya teslim ederler. Bunlar “Staj Giinliigii”, “Staj Etkinlik
Raporu” ve “Staj Sunumu” dosyalaridir. Santiye yetkilisi tarafindan imzalanmis staj giinliikleri
diizgiin bir sekilde taratilip tek bir pdf dosyasi haline getirilmelidir. Tarama islemi i¢in ¢esitli mobil
uygulamalar veya tarayict 6zelligi olan fotokopi makinalar1 kullanilabilir. Tarama islemi sirasinda
giinliikteki yazilar ve imzalar renkli ve okunur olmalidir. Staj etkinlik raporu da 6nceki kisimlarda
aciklandig1 sekilde hazirlanip tek bir pdf dosyasina doniistiiriiliip dijital olarak teslim edilmelidir. Ancak
staj giinligiinde oldugu gibi staj etkinlik raporunun ¢ikti alinip, santiye yetkilisine imzalattirilmasina
gerek olmadigina dikkat edilmelidir. Dolayisiyla 6grenciler ii¢ adet pdf dosyasi teslim ederler. Burada
belirtilen format ve duzenler haricinde yapilan teslimler kabul edilmez. Staj yiiriitiiciisii formata uygun
olmayan teslimlerle ilgili diizeltme isteyebilir. Tekrar teslim edilen dosyalarda da formata aykirilik tespit
edilmesi durumunda staj yiiriitiiciisii teslime basarisiz notu verebilir.

Staj giinliigi Excel programinda hazirlaniyorsa, sayfa diizeni kagida tam oturmalidir. Herhangi yarim
climle veya ifade kagitlarda yer almamalidir. Staj giinliigli A4 boyutunda, etkinlik raporu ise dnceki
kisimlarda agiklandigi lizere yatay hizalanmig A3 boyutundaki kagit dlciilerine gore diizenlenmelidir.

TESLIMLERIN DEGERLENDIRILMESI

“ARC 3703 — Summer Practice in Architectural Construction” dersi kapsaminda teslimi yapilan staj
glinliigii, staj etkinlik raporu ve staj sunumu dosyalarinda degerlendirme yontemi iki asamalidir.
Donemin agilmasi ve kayitlarin tamamlanmasina miiteakip staj giinliigii ve staj etkinlik raporu igin
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ilk teslimler yapilir. ilk teslimlerde diizenleme ve formata uygunluk kontrol edilir. Bakanlik kodlar,
aciklamalar, dl¢iimler, giinliik yapilan iglerin miktar1 ve bedelleri gibi raporu hazirlarken c¢alisilan tiim
kisimlar degerlendirmeye tabidir. Dersin yiiriitiiciisii ilk teslim i¢in kontrolleri yapip ilk teslim notlarini
verdikten sonra degerlendirme kriterlerinde bagarisiz bulunan kisimlarin diizeltilmesi igin 6grenciye geri
doniis yapar. Sonrasinda vize haftasinda staj giinliigii ve staj etkinlik raporu i¢in ikinci ve son teslimler
yapilir. Ayrica vize haftasinda staj sunumu da teslim edilir. Bunun haricinde gliz dénemi igerisinde
teslim yapan 6grencilerden donem igerisinde derse kayitli oldugu zaman diliminde staj yiiriitiiciistiniin
duyurdugu tarihlerde teslim ettigi staj sunum dosyas1 iizerinden sunum yaptirilir. Dersin yiiriitiiciisii
sunum sirasinda 0grenciye stajla ilgili sorular sorup, agiklama isteyebilir. Dolayisiyla belgelerde yer
alan ve sunumda 6grencinin aktardig bilgilerin dogrulugu, diizgiinliigii, icerigi, icerik ile iliskilendirilen
resimlerin tutarliligi, 6l¢lim ve hesaplamalarda kullanilan yontemlerin giivenirligi degerlendirilir.

Tablo 1. Staj Teslimi ve Notlandirma Tablosu

ViZE TESLiMi ViZE TESLiMi ViZE TESLiMi FiNAL
STAJ GUNLUGU STAJ RAPORU SUNUM DOSYASI SUNUM
(%620) (%630) (%30+20)

EK-5A / APPENDIX-5A (TR/EN):
GUIDE FOR THE CONSTRUCTION SITE INTERNSHIP
IN THE DEPARTMENT OF ARCHITECTURE

INTRODUCTION

Summer Practice in Architectural Construction Site — ARC 3703 is a course students must practice in
construction sites. The practice aims to report observed and experienced construction site activities
officially. To achieve this purpose, the following activities are required to be completed:

e The student must find a construction site and deal with the internship.

e The internship coordinator announces the starting date for the construction site internship via the
virtual course created in the Learning Management System (LMS) at the beginning of each semester.
Thus, each student must follow the referred notifications on LMS.

e The construction site supervisor or administrator must sign formal documents presented by the
university. These documents are explained in the following sections.

e It is obligatory to initially have the internship application documents delivered to the course
coordinator in the announced time interval upon LMS so that prior to the start of the internship, the
course coordinator registers the student internship to the university internship follow-up system.
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The internships without obtaining approval from the course coordinator and being registered to the
university internship follow-up system are invalid. All the responsibilities in this topic belong to the
student.

The obligatory internship duration is 45 working days. The working days do not include official
holidays.

The internship duration must be continuous and completed without giving any break. In case of
necessity, the student may provide a break in the internship by presenting an official report to the
internship coordinator. Allowable break days cannot be more than four working days. Otherwise,
it is required for the students to renew their internship.

The construction site activities matching with the ministry codes must be reported in daily and
summer practice reports. Other activities that do not match any ministry code must not be included
in daily practice and summer practice.

The university insures the students during the internship duration. On the other hand, the scope of
the insurance is valid for only the students doing their internship in Tirkiye. The construction
locations out of Tirkiye are out of the scope of the university insurance. In this case, the student is
responsible for providing his/her insurance.

The student must exist on the construction site for at least eight working hours on all internship
days. The observed and experienced activities in the construction site must be reported and
documented as an internship diary and summer practice activity report. The preparation procedure
for these documents is explained in the following sections.

The construction supervisor must fulfill and sign the internship diary daily. The internship diary
fulfillment procedure is explained in the referred title.

During the internship, the student must observe the construction activities by obeying the
construction site safety rules and regulations.

All the daily construction activities must be inspected and reported. The students may require
measurements of the completed activities to be used during the summer practice activity document.
The inspection and reporting procedure are explained in the referred title.

THE PROCESS OF THE INTERNSHIP

The internship is obligatory to be conducted in the summer for second-year students. There are two
internship types in the Department of Architecture as construction site and office. Since the construction
site internship is the pre-requisite for the office internship, the construction site internship must initially
be conducted. Before starting the internship, the students must do a couple of activities to deliver the
official documents necessary for the internship. The initial activities are listed and explained as follows:

As stated in Figure 1, the normal internship period is expected to be in the summer of the second
year. The internship application documents must be prepared in the spring semester of the second
year.

The documents to be filled in by the students are INTERNSHIP APPROVAL FORM (APPENDIX-
1), RULES AND REGULATIONS (APPENDIX-2), and IFS — SBS INFORMATION FORM. The
necessary information about these documents is explained in the following section.

There are also documents prepared for the students. The “internship regulation” is the official
document explaining the process and deliveries of the internship. The “SSS” document presents a
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couple of questions and answers for students to interpret the internship process through questions
and answers.

e The Internship Diary, Practice Report, and Presentation must be prepared in English during the
internship and submitted in the following semester of the summer period. The preparation of these
documents is explained in the subsequent chapters.

1st Year 2nd Year 3rd Year 4th Year

A A A A
[ 1 \f I |

Fall I Spring Isummerl Fall Spring |Summer| Fal I Spring Isummerl Fal I Spring | Summer

Begin of the | I I | I I I I | | Graduation
Architectural
Education

Documents to be Ideal ARC 3703 Summer Internship Diary
prepared prior to Practice in a Construction and Practice Report
the internship Site Internship Period Submission
1st Year 2nd Year 3rd Year 4th Year
[ l i : \ : Y : |
Fall I Spring | Summer | Fall | Spring | Summer | Fall | Spring | Summer | Fal I Spring | Summer
Begin of the | I I I | I Il. ] Il jIl, Jl | Graduation
Architectural
Education
Documents to be Ideal ARC 4703 Summer Internship Diary
prepared prior to Practice in an Architectural and Practice Report
the internship Design Office Internship Period Submission

Figure 12. The process of the “ARC 3703 Summer Practice in a Construction Site” and “ARC 4705:
Summer Practice in an Architectural Office” courses

THE DOCUMENTS TO BE FULFILLED AND PREPARED PRIOR TO THE INTERNSHIP
e INTERNSHIP APPROVAL FORM (APPENDIX-1)

The form is associated with determining the company/firm for the internship. The form must be filled

in properly, printed, and signed by the authorized person/people. Print out the form, sign and scan the

fulfilled and signed form for submission. The document is submitted to the link provided by the course

coordinator in LMS.

¢ RULES AND REGULATIONS FORM (APPENDIX-2)
The form explains and informs the general rules and regulations to be considered before and during the
internship. Please read carefully and obey all the rules and regulations during the internship period. Print
out the form, sign and scan the fulfilled and signed form for submission. The document is submitted to
the link provided by the course coordinator in LMS.

e |FS-SBSINFORMATION FORM
This form is required for registering the student to the Internship Follow-up System (IFS). Following
the student's registration, the university provides student insurance. The insurance is available for the
students doing their internship in Turkey. Foreign countries are out of the scope of insurance. These
students somehow must provide insurance for their selves to make an internship out of Turkey. The
form must be filled in properly. The deficit or wrong statements in the form cause problems for providing
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insurance to the students and the students' internship shall not be available and acceptable. Insurance is
a health and safety issue mandated by associated ministries and other authorized institutions.

The students must properly fill in and prepare the above three forms. Only the IFS-SBS Information
Form shall be submitted digitally in Word format, while the Internship Approval Form (Appendix-1)
and Rules and Regulations Form (Appendix-2) shall be submitted as scanned to the LMS link. Please
use professional applications such as Microsoft Office Lens to scan the printouts. The scanned document
must be orthogonally set and oriented. All the texts must be readable. The scanned paper shall not be
crooked, reversed, or incomplete.

The three forms must be submitted within the announced submission period. Late submissions are not
accepted.

THE INTERNSHIP DIARY

The Internship Diary illustrates the daily construction activities observed and experienced on the
construction site. The sample diary table is presented in Figure 2. The order and format of the table must
be protected. Each daily activity must be coded to describe the day and activity number specified in
Figure 3. Each daily activity must be represented with the corresponding ministry item number, daily
activity duration, unit, and amount of the construction. The Ministry of Environment, Urbanization, and
Climate Change released the ministry item numbers. Each year, the ministry revises the construction
codes and publishes them in book format.

All the item numbers and descriptions must be the same as the original ones published by the ministry.
It is possible to access the Turkish and English versions of the Construction and Installation Codes
Books at the following link: https://yfk.csb.gov.tr/birim-fiyatlar-i-100468. The English version may not
be current; however, the Turkish version is always current. Thus, for checking the unit prices, always
look at the Turkish version while checking the English version for the explanation of the items.

The student could calculate the construction amount regarding the daily accomplished works on the site
via measuring the worked amount, inspecting the application drawings, or checking the bill of quantity
tables. For example, assume that a worker constructs a part of the partition wall in a room on a floor.
The student could measure the constructed wall's length and height; the total amount could be noted on
that activity day. Do not forget to take photos of the daily activities used in the practice report.
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S '~ ARC 3703 — SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION
DAILY ACTIVITY MINISTRY CODE & EXPLANATION STUDENT NAME:
[ DAY:01 - DATE: DD.MM.YYY ITEM NO: DAILY ACTIVITY DURATION UNIT [AMOUNT OF THE COMPLETED ACTIVITY
DO01.01: Daily construction activity (Key Words) 12.340.1071 |X HOURS BY Y WORKERS kg Explain how the amountis detected, such as

through measurement, calculation by students or

D01.02: Daily construction activity (Key Words) 14.555.1270 |X HOURS BY Y WORKERS m2 other.

D01.03: Daily construction activity (Key Words)

D01.04: Daily construction activity (Key Words)

DAY:02 - DATE: DD.MM.YYY

D02.01: Daily construction activity (Key Words)

Activities |_< D02.02: Daily construction activity (Key Words)

D02.03: Daily construction activity (Key Words)

D02.04: Daily construction activity (Key Words)

DAY:03 - DATE: DD.MM.YYY

D03.01: Daily construction activity (Key Words)

D03.02: Daily construction activity (Key Words)

D03.03: Daily construction activity (Key Words)

Name and Signature of the Construction Supervisor
sheet \ - I / \ /
( Y Y
Daily activities must be listed The corresponding ministry The amount of each Daily activity The unit of construction The name and signature of
code of the related activity must be measured/calculated and must be stated by referring the construction supervisor
must be stated indicated in this column to the ministry code must be stated

Figure 13. Sample internship diary table. Please obey the order and format.

D01.01

DAY ACTIVITY NO
DAY NO

Figure 14. Day and activity number coding

Furthermore, each daily activity must be signed by the construction site supervisor. It is advised for the
students to prepare the diary table in Microsoft Excel to make the process short and easy. After the
construction supervisor signs the printout copies of the daily activity tables, the students are expected to
scan the printout in color using proper scanning tools and deliver them to the course advisor on the
announced date and time. The submission document must be delivered as a single PDF file. The Excel
or other file formats are not accepted. For each daily activity, the students must take at least one photo.
The timestamp must be attached to each image by setting the camera. These images will be later used
in the internship practice report explained in the following section.

The diary table must only include the construction site activities match with ministry codes. The other
activities that do not match with ministry codes shall not be included in the internship diary and practice
report.

THE INTERNSHIP PRACTICE REPORT

The students are expected to prepare a summer practice report at the end of the summer practice. This
report is a detailed explanation of your daily activities on the construction site. On the other hand, the
images and full explanation of the ministry codes and cost of the activities are also illustrated in the
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tables. This delivery method ensures that the student carefully inspects the construction site and starts
to learn the construction process.

Figures 4, 5, and 6 present the sample practice report sheet options. The sheet is A3-sized and
horizontally oriented. The sheets may include various divisions and images regarding the daily activities
and taken images. On the other hand, the design of the sheet must represent the same title block
indicating the name of the report, name of the student, date, and title of the university department and
course. Furthermore, a sample practice report is demonstrated in Figure 7.

The practice report must detail each daily activity in the internship diary. The daily activities must be
sorted and listed in proper numerical order, such as D01.01, D01.02, ... D13.01, D13.02, ... D23.01,
D23.02, ... D30.01, D30.02. The practice report must also include a cover page and an ending page.
The format of the cover page is presented in Figures 8 and 9. The ending page must illustrate the student's
personal comments and photos of the student with the construction people, as illustrated in Figure 10.
The comments must not exceed 500 words.

¥ 420mm B
1 1
—_—
SUMMER PRACTICE ACTIVITY REPORT
Title block
NAME OF THE STUDENT DATE: DD/MM/YY
— T T
D01.01: Daily construction activity
Duration: Duration of the activity in the day l ‘
Amount & Unit: Amount of the activity in the I |
day & Unit | |
Ministry Code: 15.340.1071 N d '
One, two, _= Ministry Explanation: IMAGE | IMAGE | IMAGE
or more )
. \ | |
divisions
Unit Cost: Unit Cost of the Activity | |
according to the Ministry Book
‘ Cost: Cost of the Activity | | 297mm
D01.01 | DO1.01 | D01.01
T — — — — — — = — — — = — = — — — — - -
——1 D01.02:iDaily construction activity | |
Duration: Duration of the activity in the day | |
Each Daily | Amount & Unit: Amount of the activity in the | |
activity \\ day & Unit
must be — Ministry Code: 15.540.1030 \, 4 I y | /
supported Ministry Explanation: IMAGE | IMAGE | IMAGE
by at least 4
one | |
. Unit Cost: Unit Cost of the Activity
image. according to the Ministry Book | |
Cost: Cost of the Activity | |
| Total Daily Cost: £XXYY.ZZ DXX.YY . DXX.YY ) DXX.YY
—

Figure 15. Sample format for practice report having two divisions and six images.
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SUMMERPRACTICEACTIVITY REPORT L.
Title block ANTALYA BILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE
NAMEOFTHE STUDENT DATE: DD/MMAYY ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION
[ D01.01: Daily construction activity ! ~
Duration: Duration of the activity in the g P N
day N yd I
Amount & Unit: Amount of the activity RN . yd ™ pd
in the day & Unit I
One, two, Ministry Code: 15.340.1071 IMAGE | IMAGE
or more Ministry Explanation: . N A N
divisions ) I
/ g . I / N
Unit Cost: Unit Cost of the Activity e ‘ rd ‘
according to the Ministry Book pd . | e N 297mm
Cost: Cost of the Activity DO01.01 | D01.01
Daily construction activity ~ - |
Duration: Duration of the activity in the ™~ - ~ | 7,
Each Daily dy ~ ) |
activity Amount & Unit: Amount of the activity . P .
in the day & Unit . -
must be N | S~
supported Ministry Code: 15.340.1071 IMf\GE & | |Mf\GE\
b‘f at least Ministry Explanation: P . . 4 A . ‘
one Unit Cost: Unit Cost of the Activity |
image. according to the Ministry Book 7 S | e )
Cost: Cost of the Activity ) ' ) ‘ "
~— | Total Daily Cost: bXXYY.ZZ DXX.YY DXX.YY
1 —L
Figure 16. Sample format for practice report having two divisions and four images.
. 420mm .
1 1 .
SUMMER PRACTICE ACTIVITY REPORT ..
Title block ANTALYA BILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE
NAME OF THESTUDENT DATE: DD/MMAYY ARC 3703-SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION
[ | D01.01: Daily construction activity ) 7 I [~ . ' [ 7]
Duration: Duration of the activity in the day N\ / | N\ / | \ /'
Amount & Unit: Amount of the activity in the \. / N g N\ /
day & Unit . / | N\ / | \,
Ministry Code: 15.340.1071 N\, 4 y, N\ /
Ministry Explanation: // | \ / | \ /
Unit Cost: Unit Cost of the Activity N\ N\ /
One, two according to the Ministry Book |M,AGE | IMAGE | IMAGE
’ ! Cost: Cost of the Activity /N 2N
or more p | p | \
divisions y p \ ) \,
:Daily construction activity / | / \. | AN
‘Yiiratioh: Duration of the activity in the day S \ N /
Amount & Unit: Amount of the activity in the / AN N /
day & Unit / N\ l / \ | K N 297mm
Ministry Code: 15.340.1071 D01.01 | D01.01 | D01.01
= Ministry Explanation: - e
Unit Cost: Unit Cost of the Activity N ZEER A1~
according to the Ministry Book / 4 N N
Cost: Cost of the Activity | / | \ )
Each Daily N ’ | | /
HCtiViw D01.03: Daily construction activity " / | N\ p I ’/'
must be Duration: Duration of the activity in the day \, / \, / \ /
d Amount & Unit: Amount of the activity in the IMAGE IMAGE IMAGE
supporte day & Unit | 7\ | VAN
by at least Ministry Code: 15.340.1071 / \
one Ministry Explanation: ) S \\\ | | ‘/’/ \ \
image. Unit Cost: Unit Cost of the Activity \, | / | /
according to the Ministry Book / \ / \ /
Cost: Cost of the Activity N J |k | /
L_ | Total Daily Cost: £XXYY.ZZ DXX.YY | DXX.YY . DXX.YY
—l

Figure 17. Sample format for practice report having three divisions and six images.
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SUMMER PRACTICE ACTIVITY REPORT

NAME OF THE STUDENT

DATE: DD/MM/YY

ANTALYA BiLiM UNIVERSITY DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICEIN ARCHITECTURAL CONSTRUCTION

Duration: 4 hours
Amount& Unit: 10m3
Ministry Code: 15.120.1001

and hard soil (free excavation)
Unit Cost: £38,25
Daily Total Cost: £382,5

D01.01: Excavation of the Housing Block C

Code Explanation: Machine excavation of soft

D01.02: Leveling of the Site
Duration:2 hours

Amount& Unit: 20m3
Ministry Code: 15.560.2001

(forgardeningand landscaping)
UnitCost:£93
Daily Total Cost: £1860

Code Explanation: Manual laying of the
excavated soilwith approximately 30 cm height

D1.01

Duration: 8 hours
Amount& Unit: 40m2
Ministry Code: 15.230.1006

Unit Cost: £466,11
Daily Total Cost: £18,644.4

D01.03: Exterior Wall Construction

Code Explanation: Buildingwalls with 19-cm-
thick, non-load-carrying pumice concrete slabs

Total Daily Cost: $20,886.9

D1.03

Figure 18. A sample summer practice report sheet illustrating some of the daily activities and
corresponding images. The images must include a time stamp illustrating the date and exact time of

the photo.

Horizontal
A3 size sheet

ANTALYA BILIM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

INTERNSHIP DATES:

NAME OF THE CONSTRUCTION SITE:
LOCATION OF THE CONSTRUCTION:
CONTRACTOR:
ARCHITECT:
CONSTRUCTION SITE MANAGER:

YEAR AND SEMESTER:

PREPARED BY NAME OF THE STUDENT

Figure 19. The cover page layout of the practice report.
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ANTALYA BiLiM UNIVERSITY
DEPARTMENT OF ARCHITECTURE

ARC 3703 -SUMMER PRACTICEIN ARCHITECTURAL CONSTRUCTION

INTERNSHIP DATES: 27.06.23-12.08.23

NAME OF THE CONSTRUCTION SITE: MEGAMIND RESIDENCE CONSTRUCTION
LOCATION OF THE CONSTRUCTION:

CONTRACTOR:
ARCHITECT:"
CONSTRUCTION SITE MANAGER:.

YEAR AND SEMESTER:

PREPAREDBY NAME OF THE
STUDENT

Figure 20. A sample cover page.

ANTALYA BiLiM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

Horizontal
A3 size sheet

MAXIMUM 500 WORDS.

PERSONAL COMMENTS ABOUTTHE INTERNSHIP

PLEASE SHARE YOUR PERSONAL THOUGHTS AND EXPERIENCES PARTICULAR TO THE CONSTRUCTION SITE.

Short Explanation forimage

PREPARED BY iSMAIL TOKLU

Short Expl. forimage Short Explanation forimage

YEARAND SEMESTER: 2023-24 SUMMER

NAME OF THE

2 21. A sample ending page.
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THE INTERNSHIP PRESENTATION

Following the internship activity report, the internship presentation document must be prepared. The
sample presentation layout is presented in Figure 11. Each slide must only illustrate a single ministry
code. The duration of the activity must indicate the days and hours of the activity such as D01, D02, and
D03 by 3 hours, D04 and D09 by six hours for a specific ministry code. In the personal comments about
the activity division, only keywords and short explanations must be depicted and associated with the
images. The “DAILY COST” division must list the daily cost giving reference to the “DURATION OF
THE ACTIVITY” division and “INTERNSHIP ACTIVITY REPORT”. Thus, the total slide number is
the sum of observed and reported activities matching with ministry codes. The images illustrated in the
presentation must be used in the “INTERNSHIP ACTIVITY REPORT”. Otherwise, the images shall
not be included in the presentation.

The presentation language is English. Therefore, all the terms and terminologies must be in English.
The maximum presentation duration for each slide is one minute and the total presentation duration shall
not exceed 15 minutes. The course instructor may ask questions to the students about the internship
during or after the presentation.

NAME OF THE STUDENT:
Title block
YEAR/SEMESTER:

L ACTIVITY NAME: AS KEYWORD
Activity name for
single ministry code

MINISTRY CODE: XX.YY.Z22Z

w ANTALYA BiLiM UNIVERSITY DEPARTMENT OF ARCHITECTURE
# ARC 3703 -SUMMER PRACTICE IN ARCHITECTURAL CONSTRUCTION

MINISTRY CODE EXPLANATON:
asvdfbdfbdfbgfgf

List the images here taken on the construction site and
used in the activity report. The images out of this rule must
not be used. The images must include the timestamps.

DURATION OF THE ACTIVITY:
Such as «D01, D02, D07 and D10
(| PERSONALCOMMENTS ABOUT THE ACTIVITY:

asmfnafnavkmfkvfkv
You will talk about your
personal observations <L
in this section

Daily Costs:

R DOl.......... DO2:.........., DO3:...ccrnnasy

lllustrate the Daily D10:.crmen, D20:........, etc

Costs of the Activity

Calculate the Total Cost

- l[«— TOTAL ACTIVITY COST:
of the Activity

Figure 22. The sample presentation layout

DELIVERIES OF THE SUMMER PRACTICE
In the following fall semester of the summer, the "ARC 3703 — Summer Practice in Architectural
Construction” course must be registered by the student. Within the fall semester, the student who

Form No: UY-FR-0013 Yayn Tarihi: 03.05.2018 Deg.No: Deg. Tarihi:
38



Dokiiman
No:

Yay.m.

iC YONERGELER S

No:

Degisiklik
Tarihi:

Uy-Y0-0126

03.06.2026

0

completed his/her summer practice shall submit the internship deliveries to the course's LMS link on
the announced date.

There are three deliveries of the internship. The "diary table", "summer practice activity report” and
“Internship Presentation.” The signed diary table must be scanned and transformed into a pdf file.
There are many mobile applications for making proper scanning. The texts and images in the scanned
files must be clearly readable. The internship activity report must also be submitted as a single PDF file.
However, unlike the diary table, activity reports must not be printed out and scanned. Instead, the activity
report must be prepared and submitted as a digital file. Both of the documents must be submitted
separately as combined pdf file format. In other words, the documents must be in digital booklet
format. Other formats are not acceptable. The course coordinator may request a delivery revision out
of the required format. In case of maintaining the out of the required format in the second submission,
the course coordinator may grade the submission as failed.

The diary table must properly fit into pages when prepared in Excel. However, do not submit the diary
table as an Excel file. There must not be any half sentences or statements. Thus, set the pages properly.
The diary table could be in A4 paper size, while the summer practice activity report must be set as a
horizontally oriented A3 sheet, as indicated in the initial chapter.

EVALUATION OF THE DELIVERIES

The submission of the summer practice documents is done in the following Fall semester of the summer
period. The delivery of the diary table and activity report is in two phases. The first submission of the
diary table and activity report is done at the beginning of the fall semester. Since the delivery format,
design, and content are explained in detail in the initial chapters, the evaluation of the first deliveries
includes the correctness, accuracy, originality, and quality of the content, statements, taken photos, and
methods used to inspect the daily activities. Following the evaluation of the first deliveries, the instructor
gives feedback for the improper criteria to the students. Then, the second and last submission of the
diary table and activity report is done in the midterm week. Furthermore, the internship presentation file
is also submitted in the midterm week. Furthermore, each student registered for the course in the fall
semester shall make a presentation within the announced date by the course coordinator regarding
his/her submitted presentation folder. The instructor may ask questions about the internship during or
after the presentation. Therefore, the evaluation criteria are the accuracy and correctness of the
information in the delivered documents and presentation, the consistency of the information in the
content and presented images, reliability of the measurements, inspections, and calculations for the
provided information.

Table 1. Internship Submission and Grading Table

MIDTERM MIDTERM MIDTERM SUBMISSION FINAL
SUBMISSION SUBMISSION
DIARY TABLE ACTIVITY REPORT PRESENTATION FILE PRESENTATION
(20%) (30%) (30+20%)
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GIRIS

EK-5B / APPENDIX-5B (TR/EN):
MIMARLIK BOLUMU BURO STAJI REHBERI

Mimarlikta Biiro Staji (ARC 4705), 6grencilerin yaz doneminde mimarlik ofislerinde mimari isler
yapmalarint gerektiren zorunlu bir uygulamadir. Uygulamanin amaci mimarlik egitimi kapsaminda
Ogrencinin derslerde edindigi bilgi ve becerileri pratikte gorebilecekleri profesyonel ofis ortaminda
bulunarak, kendilerine verilecek gdrevleri uygulamalarla deneyimlenmesi ve ofis uretim, yonetim ve
tasarim siireglerini gozlemleyebilmesidir. Bunun icin asagida listelenen etkinliklerin yapilmasi
gerekmektedir:

Ogrenciler staj yapabilmek igin mimari bir ofis bulmalidirlar.

Staj dersinin yiiriitiictisii her bahar déneminde biiro staj baslangi¢ ve bitis tarihleri ile staj igin
gerekli belgelerin teslim tarihlerini LMS’de agilan sanal ders ortaminda 6grencilere duyurur.
Ogrencilerin bu duyurulari takip etmeleri gerekmektedir.

Mimarlik ofisleri, mimari tasarim, yapim, yonetim, iiretim gibi konularda etkinlik gdsteren
firma, kurum ve kuruluslar, biiro staji yapilabilecek yerleri tanimlamaktadir. Biinyesinde bu
konularin da yer aldigi farkli firma, kurum ve kuruluslar da biiro staji yapilabilecek diger
yerlerdir.

Akademik staj kapsaminda O6grenci danigsman Ggretim liyesinin doner sermaye projesinde
caligarak da biiro stajin1 tamamlayabilir.

Ogrenciler staj yapacaklar mimarlik ofisinin ydnetici/yetkili kisileri ile irtibata gegip staja
baslangi¢ belgelerini 1slak imzali bir sekilde onaylatmalidir. Staja baslangic belgeleri bu
kilavuzun ilerleyen kisimlarinda agiklanmugtir.

Zorunlu staj siiresi 45 ig giiniidiir. Bu siire resmi tatilleri ve ofisin herhangi bir sebeple kapali
oldugu siireleri kapsamamaktadir.

Staj donemi tek parca halinde, ara vermeden tamamlanmalidir. Stajin bir kismini bir tarihte,
kalan kismini bagka bir tarihte tamamlamak seklinde parca parca yapilmasi uygun degildir.
Zorunlu hallerde Ogrencinin staj yuritiiclisiine resmi bir rapor sunmasi ile birlikte izin
verilebilecek ara siiresi en fazla dort is giiniidiir. Aksi durumda 6grencinin stajini yenilemesi
gerekir.

Staj siiresince 0grenciler liniversite tarafindan sigortalanmaktadir. Ancak sigortalilik durumu
Tiirkiye’de staj yapan Ogrencileri kapsamaktadir. Yurt disinda bir ofiste staj yapacak olan
Ogrencilerin sigorta islemleri iniversite tarafindan yapilmamaktadir. Bu gibi durumlarda
sigortalilik durumu 6grencinin sorumlulugundadir.

Form No: UY-FR-0013 Yayn Tarihi: 03.05.2018 Deg.No: Deg. Tarihi:

40



Dokiiman
No:

Yay.m.

iC YONERGELER S

No:

Degisiklik
Tarihi:

Uy-Y0-0126

03.06.2026

0

Staj siiresince dgrenci is saghigl ve giivenligi kurallarina uygun olarak ofis etkinliklerini takip
edip izlemelidir.

Ogrenci staj yaptig1 ofiste her is giinii ve en az 8 saat bulunmalidir. Ofiste bulundugu, gézlem
ve uygulama yaptigi ¢alismalar i¢in her giin doldurulmak tizere Staj Giinliigii (Internship
Diary) ve Staj Etkinlik Raporu (Summer Practice Activity Report) belgelerini hazirlamalidir.
Bu belgeler ile ilgili ayrintil1 bilgi ilerleyen kisimlarda a¢iklanmustir.

Ofiste yapilan isler gozlemlenmeli, katki saglanmali, verilen isler gergeklestirilmeli ve
raporlanmalidir. Ofis ¢aligmalarinin raporlanmasi ile ilgili ayrintili bilgi bu kilavuzun ilerleyen
kisimlarinda agiklanmustir.

Ofis sefi/yoneticisi/yetkili kisisi staj giinliigiinii her giin imzalamalidir. Staj giinliigii hazirlama
siireci bu kilavuzun ilerleyen kisimlarinda agiklanmustir.

STAJ SURECI

Mimarlikta Biiro Stajimin 6. Yariyildan sonraki yaz doneminde yapilmasi zorunludur. Mimarlik
bolimiinde santiye ve biiro olmak iizere iki tiir staj vardir. Santiye staji, biiro stajinin 6n kosulu
oldugundan santiye staji tamamlanmadan biiro staji yapilamaz. Staja baslamadan 6nce Ogrenciler
birtakim belgeler hazirlamali ve teslim etmelidirler. Bu belgeler sunlardir:

Sekil 1°de ifade edildigi iizere biiro stajinin 6. yartyildan sonraki yaz déneminde yapilmasi
zorunludur. Staja bagvurmak ve baslamak i¢in gerekli belgeler 6. Yariyilda (bahar doneminde)
hazirlanip, onay alinip teslim edilir.
Staja baslangi¢ belgeleri ise sunlardir: STAJ ONAY FORMU (EK-1), KURALLAR VE
DUZENLEMELER FORMU (EK-2) ve IFS — SBS BILGi FORMU. Bu formlar ile ilgili gerekli
bilgiler bu kilavuzun ilerleyen kisimlarinda agiklanmustir.
Ayrica dgrenciler i¢in hazirlanan bagka belgeler de vardir:
o “Staj YOnergesi” staj siirecini tarifleyen resmi yonergedir.
o “SSS” belgesi staj ile ilgili 6grenciler i¢in siklikla sorulan soru ve cevaplarin yer aldig
belgedir.
o “Staj Giinliigii” ve “Staj Etkinlik Raporu” staj siiresince hazirlanmasi ve staj
tamamlandiktan sonraki Giiz doneminde teslim edilmesi gereken belgelerdir. Bu
belgelerin hazirlanis siireci bu kilavuzun ilerleyen kisimlarinda agiklanmustir.
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1st Year 2nd Year 3rd Year 4th Year

A \ A A
[ Y \f Y |

Fall I Spring Isummerl Fall Spring Isummerl Fall I Spring Isummerl Fall I Spring | Summer

Begin ofthe | I I | I I I I I | Graduation
Architectural
Education

Documents to be Ideal ARC 3703 Summer Internship Diary
prepared prior to Practice in a Construction and Practice Report
the internship Site Internship Period Submission
1st Year 2nd Year 3rd Year 4th Year
A \ A A

[ i \( | )
Fall I Spring ISummerI Fall I Spring ISummerI Fall I Spring ISummerI Fall I Spring | Summer‘

Begin of the | I I I | I I I I I | Graduation
Architectural
Education

Documents to be Ideal ARC 4703 Summer Internship Diary
prepared prior to Practice in an Architectural and Practice Report
the internship Design Office Internship Period Submission

Sekil 1. “ARC 3703: Summer Practice in a Construction Site” ve “ARC 4705: Summer Practice in an
Architectural Office” derslerinin isleyisi

STAJA BASLANGIC BELGELERI

e STAJONAY FORMU (EK-1)
Belge i¢inde staj yapilacak firmanin/ofisin bilgileri yer alir. Belgedeki doldurulmasi gereken kisimlar
eksiksiz ve dogru bir sekilde yapilmali, ¢iktt alinmali ve yetkili personelin 1slak imzas1 yer almalidir.
Bu islemler tamamlandiktan sonra staj yiiriitliclisiiniin LMS’de agmis oldugu dersin baglanti linkine
1slak imzal1 belgeler taratilarak dijital olarak teslim edilmelidir.

e KURALLAR VE DUZENLEMELER FORMU (EK-2)
Belge staja baslarken ve staj siiresince dikkat edilmesi ve uyulmasi gereken kural ve yonergeleri belirtip
aciklar. Bu belgedeki maddeler dikkatlice okunmali, staj siiresince belirtilen maddelere uyulmalidir.
Belgeden ¢ikt1 alinip, 6grenci tarafindan imzalandiktan sonra taratilip staj yiiriitiiciistiniin LMS’de agmis
oldugu dersin baglanti linkine dijital olarak teslim edilmelidir.

e IFS-SBSBILGI FORMU
Bu belge Universitenin Staj Bilgi Sisteminde (SBS) doldurulan bilgileri icerir. Bu nedenle eksiksiz bir
sekilde doldurulmalidir. Ogrenciler SBS’ye dersin yiiriitiiciisii tarafindan girigleri yapildiktan sonra
stajlarini yapabilirler ve {iniversite tarafindan sigortali olabilirler. Yurt disinda staj yapacak 6grenciler
iiniversite tarafindan sigortalanmasalar bile SBS’ye girislerinin yapilmas1 gerektiginden bu belge onlar
tarafindan eksiksiz bir sekilde doldurulmalidir. Eksik veya yanlis doldurulan belgeler staj kayitlarinin
yapilamamasina ve staj yerinde sigortali olamama gibi ¢esitli problemlere sebebiyet verebilir.
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Ogrenciler yukarida agiklanan ii¢ belgeyi de gerektigi gibi doldurmalidir. Staj Onay Formu (Ek-1) ve
Kurallar ve Duzenlemeler Formu (EK-2) belgelerinden 6nce ¢ikt1 alinip sonra taratilip teslim edilirken,
IFS-SBS Bilgi Formu Microsoft Word ortaminda doldurulup, Word formatinda dijital olarak teslim
edilir. Tarama islemi i¢in Microsoft Office Lens gibi tarama yapmak i¢in gelistirilen uygulamalar tercih
edilmelidir. Tarama siirecinde belgeler diiz bir sekilde tarama ¢ergevesine oturtulmali, yazilar net bir
sekilde okunur olmalidir. Taratilan belge egri, ters veya kismi eksik olmamalidir.

Bu (¢ form (Form-1, Form2, Form3), staj yiriitiiciisiiniin duyurdugu tarih araliginda hazirlanip teslim
edilmelidir. Geg teslimler isleme alinmamaktadir.

STAJ GUNLUGU

Staj Giinliigii, 6grencinin mimarlik ofisinde gozlemledigi ve deneyimledigi etkinlikleri listeleyen
belgedir. Staj Giinligii’nde her giine ait caligmalar ayrintili olarak yazilmali, belgelenmeli, staj yapan
ogrencinin bu calismalardaki rolii agiklanmalidir. Ornek bir Staj Giinliigii tablosu Sekil 2’de
gosterilmistir. Tablodaki diizen ve format birebir ayni olmalidir. Giinliik calismalar Sekil 3’te goriilecegi
gibi etkinligin giiniinii ve numarasin1 betimleyecek sekilde kodlanmalidir. Ogrencinin staj giinliigiine
ekleyip staj komisyonuna teslim edecegi belgelerdeki igerikte, 6grencinin bilgi ve beceri diizeyiyle
iligkili olmasi, isin kendisi tarafindan yapilmis oldugunu ifade edecek nitelik ve inandiricilikta, agik ve
net olmasi gereklilikleri aranir.

Biiro stajinda staj sirasinda yapilan/katkida bulunulan ¢izim, maket, vb. dokiimanlar istenmektedir.
Ofisten alinacak izinlerle, staj yapan 6grencinin gerceklestirdigi ¢aligmalarin bir kopyasi kronolojik giin
sirasiyla Staj Giinligii’ne eklenmelidir. Staj Giinligi’ne eklenebilecek baglica ¢aligmalar, iki veya iig
boyutlu cizimler, dijital veya fiziksel modeller, eskiz ¢caligmalari, mimari proje paftalar1 ve icerdigi etiit,
proje, uygulama ¢izimleri olarak siralanabilir. Yapilan ¢alismanin genel tanimi, amaci1 ve igerigi ayrintilt
olarak agiklanmali ve Staj Glinliigii’ne eklenmelidir. Staj siiresince gozlemlenen etkinlikler ile ilgili
birden fazla fotograf eklenmesi tavsiye edilir.

Ogrenci, biiro staji sirasindaki galigmalarini, gérsel materyal (eskiz gizimleri, el ile veya bilgisayar
ortaminda yapilan uygulama ¢izimleri, modelleme gibi) ile destekleyerek Staj Giinliigii’'nde
anlatmalhidir. Cizim paftalarinda ve her tiirli diger ¢alismalarda, 6grenci, katkisinin bulundugu boliimii
acik olarak anlatmali, bagka kisilere ait olan calisma bdoliimlerini ifade etmelidir. Cizimler Staj
Ginligi’ne 1/100 ya da 1/50 6lgekli uygulama projesinin uygun boyutlarda kiiciiltiilmesi ile okunakli
ve JPEG formatinda eklenmelidir. Ancak; giinlik formatinda anlasilmasi miimkiin olmayan
dokiimanlar ayr bir dosya igerisinde, kagida basili olarak teslim edilebilir. Biirodaki diger Kisiler
tarafindan hazirlanan cizim/maket/foto/calisma rapora konulmamaldir. Yalmzca égrencinin
cizim/maket/foto/calismalari rapora eklenmelidir.
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Sekil 2. Ornek Staj Giinliigii Sayfa Sablonu. Liitfen belirtilen diizene uyunuz.

DO1.

DAY ACTIVITY NO

i

4

DAY NO

Sekil 3. Giin ve etkinlik numaras1 kodlama yontemi.

Ayrica tiim gilnliik etkinlik tablolari/calismalar ofis yoneticisi/yetkili personeli tarafindan
imzalanmalidir. Glinliik etkinlik tablolar1 kolay ve hizli bir sekilde Microsoft Excel programinda
yapilabilmektedir. imzali giinliik etkinlik tablolar1 diizgiin bir sekilde renkli olarak taratilip, iiniversite
staj yiiritiiciisiiniin duyurdugu tarihte teslim edilmelidir. Teslim edilen dosya PDF uzantili olmalidir.
Excel ya da diger dosya formatlar1 gegerli degildir. Ofis etkinliklerine ait resimlerde fotograf
makinesinin zaman ve tarih damgasi 6zelligi etkinlestirilmelidir. Ofis etkinliklerine ait resimler Staj
Etkinlik Raporu’nda kullanilacaktir.

STAJ RAPORU

Staj yapan Ogrencilerden staj sonunda, stajda deneyimlenen ve gézlemlenen ve Staj Giinliigii’nde yer
alan etkinliklerin agiklandig1 bir Staj Raporu hazirlamalar1 beklenir. Raporda Staj Giinliigii’nde yer
verilen etkinliklerin daha ayrintili agiklamalar1 bulunur. Bu teslim yontemi ile staj yapan 6grencinin ofis
etkinliklerini daha dikkatli izlemesi ve uygulama siirecini 6grenmesi saglanir.

Ornek Rapor Sayfa Sablonu Sekil 4’de goriildiigii gibi sunulmalidir. Sayfa boyutu dikey olarak
hizalanmis A4 kagit biyikliigidiir. Sayfa icerisinde yer verilen glinluk etkinliklere gore birgok bolum
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ve resim yer alabilir. Her ne kadar bu kisimlarda farkli sayfa yerlesim secenekleri bulunsa da tiim
sayfalarda rapor adi, 6grenci adi, tarih, tiniversite, boliim ve dersin adinin yer aldig: antet (title block)

kism1 ayni1 olmalidir.

Staj Raporu, Staj Giinliigii’nde listelenen tiim giinliik etkinlikleri icermelidir. Raporda giinliik etkinlikler
ilk giinden son giine dogru, kodlamadaki rakam sirasina gore listelenmelidir. Ornegin D01.01, D01.02,
...DI13.01,D13.02, ... D23.01, D23.02, ... D30.01, D30.02, gibi. Staj raporu, 6n ve arka kapak sayfalar
da icermelidir. Ornek Kapak Sayfasi Sablonu Sekil 5°te gosterilmistir. Arka Kapak Sayfasi ise
Ogrencinin staj ile ilgili kisisel goriis ve deneyimlerine yer verdigi 500 kelime sayisin1 gegmeyen bir
paragraf ve staj yaptig1 santiyedeki am fotograflarini igermelidir. Ornek bir arka kapak sayfas1 Sekil

6’da gosterilmistir.
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D01.01

DO01.02

Di02.01

ANTALYA BILIM UNIVERSITY
DEPARTMENT OF ARCHITECTURE

ARCATOS5 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE
YEARSSEMESTER :

Information and Explanation of The Day's Activitiy

Sekil 4. Staj Raporu Sayfa Sablonu.
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DEPARTMENT OF ARCHITECTURE
ARCA705 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE
INTERNSHIP DATES
NAME OF COMPANY

YEAR & SEMESTER

PREFARED BY NAME of THE STUDENT

Sekil 5. Staj Raporu On Kapak Sayfas1 Sablonu
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NTALYA BilLim ANTALYA BILIM UNIVERSITY
UMNIVERSITESI DEPARTMENT OF ARCHITECTURE

ARCATOS5 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE
YEARBSEMESTER :
PREPARED BY :

CONCLUSION

MAXIMUM 500 WORDS.

PHOTOGRAPHS OF THE OFFICE INCLUDING YOURSELVES

PLEASE SHARE YOUR PERSONAL THOUGHTS AND EXPERIENCES PARTICULAR TO THE OFFICE.

Sekil 6. Ornek Staj Raporu Arka Kapak Sayfas.
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STAJ SUNUMU

Staj Raporu’nun hazirlanmasindan sonra staj sunumu hazirlamir. Ornek sunum diizeni Sekil 7'de
sunulmustur. Her slayt en fazla iki giinliik calismay1 gdstermelidir. Faaliyet boliimiiyle ilgili boliimde,
calisma gorsellerle iligkilendirilerek agiklanmalidir. Sunumda gosterilen gorseller Staj Raporu’nda da
kullanilmalidir. Staj Raporu’nda yer almayan resimler sunum dosyasinda yer almamalidir.

Sunum dili Ingilizce'dir. Tiirkce sunumlar kabul edilmemektedir. Dolayistyla sunum sirasinda ifade
edilen tiim terim ve agiklamalar Ingilizce olmak zorundadir. Her slayt i¢in en fazla bir dakika olmak
lzere sunum siresi toplamda 15 dakikayr gegmemelidir. Dersin yiiriitiictisii sunum sirasinda veya
sonrasinda dgrenciye stajla ilgili sorular sorup agiklama isteyebilir.

YEAR&SEMESTER :

ANTALYA BILIM ANTALYABILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE
UNIVERSITESI ARC4705— SUMMER PRACTICE IN ARCHITECTURAL OFFICE PREPARED BY :

D.01.01 : ACTIVITY NAME KEYWORD D.01.01 : ACTIVITY NAME KEYWORD

INFORMATION AND EXPLANATION OF THE WORK INFORMATION AND EXPLANATION OF THE WORK

IMAGES ABOUT THE WORK IMAGES ABOUT THE WORK

Sekil 7. Ornek Staj Sunum Sayfasi

STAJIN TESLIMLERI

Stajin yapildig1 yaz doneminden sonraki Giliz déneminde stajini tamamlayan &grenciler “ARC 4705:
Summer Practice in Architectural Office” dersine kayitli olmalidirlar. Stajin1 tamamlayan 6grenciler
derse kayithh olunan Giiz donemi igerisinde staj/ders yiriitiiciisiiniin LMS’de agtigi ders ortamina
belirtilen tarih araliginda Staj Guinliigii ve Staj Raporu’nu dijital olarak teslim etmelidirler.

“ARC 4705 — Summer Practice in Architectural Office” dersi i¢in yaz doneminde stajini yapan
ogrenciler Giiz doneminde iki adet dosya teslim ederler. Bu belgeler Staj Giinliigii, Staj Raporu ve Staj
Sunumu’dur. Biiro yetkilisi tarafindan imzalanmis staj giinliikleri diizgiin bir sekilde taratilip tek bir
PDF dosyasi haline getirilmelidir. Tarama islemi i¢in ¢esitli mobil uygulamalar veya tarayict 6zelligi
olan fotokopi makinalar1 kullanilabilir. Tarama islemi sirasinda giinliikteki yazilar ve imzalar renkli ve
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okunur olmalidir. Staj Raporu da 6nceki kisimlarda agiklandigi sekilde hazirlanip tek bir PDF dosyasina
doniistiiriiliip dijital olarak teslim edilmelidir. Staj Sunumu da aktarilmis olan formata uygun
hazirlanarak pdf olarak doniistiiriiliip dijital teslim dosyasina eklenmelidir. Dolayisiyla dgrenciler ii¢
adet PDF dosyasi teslim ederler. Burada belirtilen format ve diizenler haricinde yapilan teslimler kabul
edilmez. Staj ydritucust formata uygun olmayan teslimlerle ilgili diizeltme isteyebilir. Tekrar teslim
edilen dosyalarda da formata aykirilik tespit edilmesi durumunda staj yiiriitliciisii teslime basarisiz notu
verebilir.

STAJ CALISMALARININ DEGERLENDIRILMESI

“ARC 4705: Summer Practice in Architectural Office” dersi kapsaminda teslimi yapilan staj giinligii,
staj raporu ve staj sunumu dosyalarinda degerlendirme yontemi iki agamalidir. Dénemin agilmasi ve
kayitlarin tamamlanmasina miiteakip Staj Giinliigii ve Staj Raporu igin ilk teslimler yapilir. ilk
teslimlerde diizenleme ve formata uygunluk kontrol edilir. Bakanlik kodlari, agiklamalar, ol¢iimler,
giinlik yapilan islerin miktar1 ve bedelleri gibi raporu hazirlarken caligilan tim kisimlar
degerlendirmeye tabidir. Dersin yiiriitiiciisii ilk teslim i¢in kontrolleri yapip ilk teslim notlarini verdikten
sonra degerlendirme kriterlerinde basarisiz bulunan kisimlarin diizeltilmesi i¢in 6grenciye geri doniis
yapar. Sonrasinda vize haftasinda staj giinliigii ve staj etkinlik raporu igin ikinci ve son teslimler yapilir.
Ayrica vize haftasinda staj sunumu da teslim edilir. Bunun haricinde giiz dénemi icerisinde teslim
yapan ogrencilerden donem igerisinde derse kayitli oldugu zaman diliminde staj yiiriitiiciisiiniin
duyurdugu tarihlerde teslim ettigi staj sunum dosyasi iizerinden sunum yaptirilir. Dersin yiiriitiiciisii
sunum sirasinda 0grenciye stajla ilgili sorular sorup, agiklama isteyebilir. Dolayisiyla belgelerde yer
alan ve sunumda 6grencinin aktardig bilgilerin dogrulugu, diizgiinliigii, icerigi, icerik ile iliskilendirilen
resimlerin tutarlilii, 6l¢iim ve hesaplamalarda kullanilan yontemlerin giivenirligi degerlendirilir.

Tablo 2. Staj Teslimi ve Notlandirma Tablosu

iLK TESLIM iLK TESLIiM VIiZE TESLiMi ViZE ViZE TESLiMi FINAL
TESLiMi
STAJ STAJ STAJ STAJ SUNUM SUNUM
GUNLUGU RAPORU GUNLUGU RAPORU DOSYASI
(%10) (%20) (%610) (%620) (%20+20)

STAJ CALISMALARININ iS YERINDE DENETLENMESI

Boliim Staj Komisyonu iiyeleri ve/veya ilgili Bolim Bagkanlar tarafindan gorevlendirilecek 6gretim
elemanlar1 staj yapan 6grenciyi is yerinde denetleyebilir. Denetleme raporlarinda inceleme sonucu
yetersiz goriilen d6grenci stajlar1 Staj Komisyonu karariyla tamamen gegersiz sayilabilir.
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EK-5B / APPENDIX-5B (TR/EN):
GUIDE FOR THE OFFICE INTERNSHIP
IN THE DEPARTMENT OF ARCHITECTURE

INTRODUCTION

Office Internship in Architecture (ARC 4705) is a mandatory application that requires students to do
architectural work in architectural offices during the summer term. The purpose of the application is to
be in a professional office environment where students can see the knowledge and skills they have
acquired in classes within the scope of architectural education in practice, to experience the tasks
assigned to them through applications and to observe office production, management and design
processes. For this, the activities listed below must be carried out:

Students must find an architectural office to do their internship.

The internship course instructor announces the office internship start and end dates and the
delivery dates of the documents required for the internship to students in the virtual course
environment opened on the LMS every spring term. Students must follow these announcements.
Architecture offices, companies, institutions and organizations active in areas such as
architectural design, construction, management and production define the places where office
internships can be done. Different companies, institutions and organizations that also cover
these subjects are other places where office internships can be done.

Within the scope of academic internship, students can also complete their office internship by
working on the advisor faculty member's revolving fund project.

Students must contact the administrator/authorized persons of the architecture office where they
will do their internship and have their internship start documents approved with wet signatures.
The internship start documents are explained in the following sections of this guide.

The mandatory internship period is 45 working days. This period does not include official
holidays or periods when the office is closed for any reason.

The internship period must be completed in one piece without a break. It is not appropriate to
do the internship in parts by completing a part of it on one date and the rest on another date. In
cases of necessity, the student must submit an official report to the internship coordinator, and
the break that can be allowed is a maximum of four working days. Otherwise, the student must
renew their internship.

Students are insured by the university during the internship. However, the insurance status
covers students who do their internship in Turkey. The university does not carry out the
insurance procedures for students who will do their internship in an office abroad. In such cases,
the insurance status is the responsibility of the student.

During the internship, the student must follow and monitor office activities in accordance with
occupational health and safety rules.

The student must be present in the office where he/she does his/her internship for at least 8 hours
every working day. He/she must prepare an internship diary and an internship activity report
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(Summer Practice Activity Report) to be filled out every day for the work he/she is in the office,
observes and practices. Detailed information about these documents is explained in the
following sections.

The work done in the office must be observed, contributed to, the work given to the intern
student must be carried out and reported. Detailed information about reporting office work is
explained in the following sections of this guide.

The office manager/manager/authorized person must sign the internship diary every day. The
internship diary preparation process is explained in the following sections of this guide.

THE PROCESS OF THE INTERNSHIP

The internship is obligatory to be conducted in the summer for third-year students. There are two
internship types in the Department of Architecture as construction site and office. Since the construction
site internship is the pre-requisite for the office internship, the construction site internship must initially
be conducted. Before starting the internship, the students must do a couple of activities to deliver the
official documents necessary for the internship. The initial activities are listed and explained as follows:

As stated in Figure 1, the office internship must be done in the summer term after the 6th
semester. The documents required to apply for and start the internship are prepared, approved
and submitted in the 6th semester (spring semester).

The documents required to start the internship are as follows: INTERNSHIP APPROVAL
FORM (APPENDIX-1), RULES AND REGULATIONS FORM (APPENDIX-2) and IFS —
SBS INFORMATION FORM. Necessary information regarding these forms is explained in the
following sections of this guide.

There are also other documents prepared for students:

- The “Internship Guideline” is the official guideline describing the internship process.

- The “FAQ” document is a document containing frequently asked questions and answers for
students regarding the internship.

- The “Internship Diary” and “Internship Activity Report” are documents that must be prepared
during the internship and submitted in the Fall semester after the internship is completed. The
preparation process for these documents is explained in the following sections of this guide.
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Figure 23. The process of the “ARC 3703 Summer Practice in a Construction Site” and “ARC 4705:
Summer Practice in an Architectural Office” courses

THE DOCUMENTS TO BE FULFILLED AND PREPARED PRIOR TO THE INTERNSHIP
e INTERNSHIP APPROVAL FORM (APPENDIX-1)

The form is associated with determining the company/firm for the internship. The form must be filled

in properly, printed, and signed by the authorized person/people. Print out the form, sign and scan the

fulfilled and signed form for submission. The document is submitted to the link provided by the course

coordinator in LMS.

¢ RULES AND REGULATIONS FORM (APPENDIX-2)
The form explains and informs the general rules and regulations to be considered before and during the
internship. Please read carefully and obey all the rules and regulations during the internship period. Print
out the form, sign and scan the fulfilled and signed form for submission. The document is submitted to
the link provided by the course coordinator in LMS.

e IFS-SBS INFORMATION FORM

This form is required for registering the student to the Internship Follow-up System (IFS). Following
the student's registration, the university provides student insurance. The insurance is available for the
students doing their internship in Turkey. Foreign countries are out of the scope of insurance. These
students somehow must provide insurance for their selves to make an internship out of Turkey. The
form must be filled in properly. The deficit or wrong statements in the form cause problems for providing
insurance to the students and the students' internship shall not be available and acceptable. Insurance is
a health and safety issue mandated by associated ministries and other authorized institutions.

The students must properly fill in and prepare the above three forms. Only the IFS-SBS Information
Form shall be submitted digitally in Word format, while the Internship Approval Form (Appendix-1),
Rules And Regulations Form (Appendix-2) shall be submitted as scanned to the LMS link. Please use
professional applications such as Microsoft Office Lens to scan the printouts. The scanned document
must be orthogonally set and oriented. All the texts must be readable. The scanned paper shall not be
crooked, reversed, or incomplete.

The three forms must be submitted within the announced submission period. Late submissions are not
accepted.

THE INTERNSHIP DAIRY

The internship diary is a document that lists the activities that the student observes and experiences in
the architectural office. The work for each day should be written and documented in detail in the
internship diary, and the role of the intern student in these works should be explained. A sample
internship diary table is shown in Figure 2. The order and format in the table should be exactly the same.
Daily work should be coded to describe the day and number of the activity, as seen in Figure 3. The
content of the documents that the student will add to the internship diary and submit to the internship
committee must be related to the student's knowledge and skill level, have the quality and credibility to
state that the work was done by him/herself, and be clear and concise.
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In office internships, documents such as drawings, models, etc. made/contributed to during the
internship are requested. With permission from the office, a copy of the work carried out by the intern
student should be added to the internship diary in chronological order of days. The main works that can
be added to the internship diary can be listed as two or three-dimensional drawings, digital or physical
models, sketch works, architectural project sheets and the studies, projects and application drawings it
contains. The general description, purpose and content of the work done should be explained in detail
and added to the internship diary. It is recommended to add more than one photo related to the activities
observed during the internship. The student should describe the work during the office internship in the
internship diary by supporting it with visual material (such as sketch drawings, hand or computer
application drawings, modeling). In drawing sheets and all other works, the student should clearly
explain the part he/she contributed to and should express the parts of the work belonging to other people.
The drawings should be added to the internship diary by reducing the 1/100 or 1/50 scale project to
appropriate sizes and in .JPEG format. However; documents that cannot be understood in the diary
format can be submitted in a separate file, printed on paper. Drawings/models/photos/work prepared by
other people in the office should not be included in the report. Only the student's
drawings/models/photographs/work should be included in the report.

5TAI GUNLUK CALISMA RAPORU

wenmresssssnnns 1 AFRIAAEN . TaRThine Kadar Yapilan Calisma

OGRENCI

GUN YAPILAN iSLER FIRMA YETKILi imzA
imza

Pazartesi

Sali

Carsamba

Persembe

Cuma

Cumartesi

Pazar

Figure 24. Sample internship diary table. Please obey the order and format.

D01.01

DAY ACTIVITY NO

v

DAY NO

Figure 25. Day and activity number coding
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In addition, all daily activity tables/work must be signed by the office manager/authorized personnel.
Daily activity tables can be easily and quickly created in Microsoft Excel. Signed daily activity tables
must be scanned in color and submitted on the date announced by the university internship manager.
The camera's time and date stamp feature must be activated for pictures of office activities. Pictures of
office activities will be used in the Internship Activity Report.

THE INTERNSHIP REPORT

Internship students are expected to prepare an Internship Report at the end of the internship, which
describes the activities experienced and observed during the internship and included in the internship
diary. The report includes more detailed explanations of the activities included in the internship diary.
With this delivery method, the internship student is allowed to follow office activities more carefully
and learn the application process.

The Sample Report Page Template should be presented as seen in Figure 4. The page size is the size of
A4 paper aligned vertically. There can be many sections and pictures on the page according to the daily
activities included. Although there are different page layout options in these sections, the title block
section, which includes the report name, student name, date, university, department and course name,
should be the same on all pages.

The Report should include all daily activities listed in the internship diary. Daily activities in the activity
report should be listed from the first day to the last day, in the numerical order in the coding. For
example, D01.01, D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01, D30.02, etc. The report
should also include front and back cover pages. A sample cover page template is shown in Figure 5. The
back cover page should include a paragraph of no more than 500 words that includes the student’s
personal opinions and experiences regarding the internship, as well as souvenir photographs from the
office where they did their internship. A sample back cover page is shown in Figure 6.
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PREPARED BY :

D01.01

D01.02

D02.01

2 ANTALYA BILIM UNIVERSITY
DEPARTMEMNT OF ARCHITECTURE

ARCATOS5 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE
YEARESEMESTER :

Information and Explanation of The Day's Activitiy

Figure 4. Sample format for internship report.
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DEPARTMENT OF ARCHITECTURE

ARC4705 - 5UMMER PRACTICE IN ARCHITECTURAL OFFICE

INTERNSHIP DATES

NAME OF COMPANY

YEAR & SEMESTER

PREPARED BY NAME of THE STUDENT

Figure 5. The cover page layout of the internship report
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ANTALYA BILIM UNIVERSITY

ARCATO5 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE
YEARGSEMESTER :
PREPARED BY :

CONCLUSION

MAXIMUM 500 WORDS.

PHOTOGRAPHS OF THE OFFICE INCLUDING YOURSELVES

DEPARTMENT OF ARCHITECTURE

PLEASE SHARE ¥OUR PERSONAL THOUGHTS AND EXPERIENCES PARTICULAR TO THE OFFICE.

Figure 6. A sample ending page.
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THE INTERNSHIP PRESENTATIONS

Following the internship report, the internship presentation document must be prepared. The sample
presentation layout is presented in Figure 7. Each slide must illustrate maimum two days of work. In the
section about the activity division, the work should be explained associated with the images. The images
illustrated in the presentation must be used in the “INTERNSHIP REPORT”. Otherwise, the images
shall not be included in the presentation.

The presentation language is English. Therefore, all the terms and terminologies must be in English.
The maximum presentation duration for each slide is one minute and the total presentation duration shall
not exceed 15 minutes. The course instructor may ask questions to the students about the internship
during or after the presentation.

YEAR&SEMESTER :
ANTALYA BILIM UNIVERSITY DEPARTMENT OF ARCHITECTURE
ARC4705 — SUMMER PRACTICE IN ARCHITECTURAL OFFICE PREPARED BY :
D.01.01 : ACTIVITY NAME KEYWORD D.01.01 : ACTIVITY NAME KEYWORD
INFORMATION AND EXPLANATION OF THE WORK INFORMATION AND EXPLANATION OF THE WORK
IMAGES ABOUT THE WORK IMAGES ABOUT THE WORK

Figure 7. The sample presentation layout

SUBMISSIONS OF THE SUMMER PRACTICE

Students who complete their internships in the Fall semester following the summer semester in which
the internship was conducted must be registered for the “ARC 4705 — Summer Practice in Architectural
Office” course. Students who complete their internships must submit their internship diary and
internship report digitally to the course environment opened by the internship/course leader in the LMS
within the specified date range during the Fall semester in which they are registered for the course.

Students who do their internships in the summer term for the course “ARC 4705 — Summer Practice in
Architectural Office” submit two files in the fall term. These documents are the Internship Diary,
Internship Report and Internship Presentation. The internship diaries signed by the office representative
should be scanned properly and converted into a single PDF file. Various mobile applications or
photocopiers with scanning features can be used for scanning. During the scanning process, the writings
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and signatures in the diary should be colored and legible. The Internship Report should also be prepared
as explained in the previous sections, converted into a single PDF file and submitted digitally. The
Internship Presentation should also be prepared in accordance with the transferred format, converted
into PDF and added to the digital submission file. Therefore, students submit three PDF files.
Submissions made outside the format and layouts specified here will not be accepted. The internship
coordinator may request corrections for submissions that do not comply with the format. If any
irregularities are detected in the re-submitted files, the internship coordinator may give the submission
a failing grade.

EVALUATION OF THE DELIVERIES

The submission of the summer practice documents is done in the following Fall semester of the summer
period. The delivery of the diary table and internship report is in two phases. The first submission of the
diary table and internship report is done at the beginning of the fall semester. Since the delivery format,
design, and content are explained in detail in the initial chapters, the evaluation of the first deliveries
includes the correctness, accuracy, originality, and quality of the content, statements, taken photos, and
methods used to inspect the daily activities. Following the evaluation of the first deliveries, the instructor
gives feedback for the improper criteria to the students. Then, the second and last submission of the
diary table and activity report is done in the midterm week. Furthermore, the internship presentation file
is also submitted in the midterm week. Furthermore, each student registered for the course in the fall
semester shall make a presentation within the announced date by the course coordinator regarding
his/her submitted presentation folder. The instructor may ask questions about the internship during or
after the presentation. Therefore, the evaluation criteria are the accuracy and correctness of the
information in the delivered documents and presentation, the consistency of the information in the
content and presented images, reliability of the measurements, inspections, and calculations for the
provided information.

Table 1. Internship Submission and Grading Table

FIRST FIRST MIDTERM MIDTERM MIDTERM FINAL
SUBMISSIO ~ SUBMISSION  SUBMISSION  SUBMISSION SUBMISSION
N
DIARY ACTIVITY DIARY ACTIVITY PRESENTATION  PRESENTATI
TABLE REPORT TABLE REPORT FILE ON
(10%) (20%) (10%) (20%) (20+20%)

SUPERVISION OF INTERNSHIP WORK IN THE WORKPLACE

The Department Internship Committee members and/or faculty members assigned by the relevant
Department Heads may supervise the student doing the internship at the workplace. Student internships
that are deemed inadequate as a result of the inspection reports may be deemed completely invalid by
the decision of the Internship Committee.
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GIRIS

EK-6A / APPENDIX-6A (TR/EN):
IC MIMARLIK VE CEVRE TASARIMI BOLUMU
SANTIYE STAJI REHBERI

I¢ Mimarlik Staji I (IAED 3003), 6grencilerin yaz déneminde mimari ingaatin yapildig1 bir santiyede i¢
mimari isler yapmalarin1 gerektiren zorunlu olan bir uygulamadir. Uygulamanin amaci santiye sahasi
etkinlik ve uygulamalarinin 6grenciler tarafindan gozlemlenip deneyimlenmesi ile beraber resmi
formatta raporlanmasidir. Bunun igin agagida listelenen etkinliklerin yapilmis olmasi ve tamamlanmasi
gerekmektedir:

Ogrenciler staj yapabilmek igin i¢ mimari uygulamalarin devam ettigi bir ingaatin yapildig
santiye alani/sahas1 bulmalidirlar. Ayrica, Mobilya Uretim Firmalar1 veya Yat Firmalarmin
sahalarinda da staj yapabilmektedirler. Staj yapilacak kurumda, en az 5 yil mesleki deneyime
sahip bir mimar veya i¢ mimarin gérev yapiyor olmasi zorunludur. Staj danigmani olarak gorev
alacak mimarin Mimarlar Odasi'na, i¢ mimarin ise I¢ Mimarlar Odasi'na kayitli olmasi
gerekmektedir.

Staj dersinin yiiriitiiclisii her bahar doneminde santiye staj baslangic ve bitis tarihleri ile staj igin
gerekli belgelerin teslim tarihlerini Learning Management System (LMS) arayiiziinde agilan
sanal ders ortaminda 6grencilere duyurur. Bu nedenle 6grenciler ilgili duyurular takip etmeleri
gerekmektedir.

Ogrenciler staj yapacaklari santiyenin yonetici/yetkili kisileri ile irtibata gecip staja baslangig
belgelerini 1slak imzali bir sekilde onaylatmalidir. Staja baslangic belgeleri bu kilavuzun
ilerleyen kisimlarinda agiklanmstir.

Staja baslangi¢ belgeleri, 6grencilerin santiyede staja baslamadan staj yoneticisinin duyurdugu
tarihlerde teslim edilmeli ve iliniversitenin staj bilgi sistemine kaydi1 yapilmalidir. Staj baslangic
belgeleri onaylatilmadan ve iiniversite staj bilgi sistemine kaydi yapilmadan yapilan stajlar
gecerli degildir. Bu durumda tiim sorumluluk ve ortaya ¢ikabilecek magduriyetten 6grenci
mesulddr.

Zorunlu staj siiresi 45 is giinlidiir. Bu siire resmi tatilleri ve santiyenin herhangi bir sebeple
kapal1 oldugu siireleri kapsamamaktadir.

¢ Mimarlik ve Cevre Tasarimi Béliimii 6grencilerinin Santiye Staji’na (IAED 3003 Interior
Architecture Practice I) baglayabilmeleri i¢in IAED 2002 (Interior Design Studio IV / Mekan
Tasarim Stiidyosu V) dersini basariyla tamamlamalar1 gerekmektedir. Santiye Staji ve Biiro
Staj1 ayn1 yaz doneminde yapilamaz. Bu staj ¢alismalarinin degerlendirilecegi IAED 3003 ve
IAED 4003 kodlu stajla iliskili dersler ayn1 anda alinabilir.

Staj donemi tek parga halinde, ara vermeden tamamlanmalidir. Stajin bir kismini bir tarihte,
kalan kismini1 bagka bir tarihte tamamlamak seklinde parga parga yapilmasi uygun degildir.
Zorunlu hallerde 6grencinin staj yiiriitiiciisiine resmi bir rapor sunmasi ile birlikte izin
verilebilecek ara siiresi en fazla dort is giiniidiir. Aksi durumda 6grencinin stajini yenilemesi
gerekir.
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Staj siiresince Ogrenciler ilgili ayrintilar1 Staj Giinliigli ve Staj Raporu’nda terminolojik dil
kullanilarak raporlamalidir. Kural karsiligi bulunmayan etkinlikler staj giinliigii ve raporunda
yer almamalidir.

Staj siiresince 6grenciler iiniversite tarafindan sigortalanmaktadir. Ancak sigortalilik durumu
Tiirkiye’de staj yapan 6grencileri kapsamaktadir. Yurt disinda bir santiyede staj yapacak olan
Ogrencilerin sigorta islemleri iiniversite tarafindan yapilmamaktadir. Bu gibi durumlarda
sigortalilik durumu 6grencinin sorumlulugundadir.

Ogrenci staj yaptig1 santiyede her is giinii ve en az 8 saat bulunmalidir. Santiye sahasinda
bulundugu ve gozlem yaptigi etkinlikler i¢in her giin doldurulmak {izere Staj Giinliigi
(Internship Diary) ve Staj Raporu (Internship Report) belgelerini hazirlamalidir. Bu belgeler ile
ilgili ayrintili bilgi ilerleyen kisimlarda agiklanmigtir.

Santiyedeki staj sorumlusu staj giinlilk ¢alisma raporunun her giiniinii imzalamali ve her
sayfasina kage basilmalidir. Staj giinliigii hazirlama siireci ilerleyen kisimlarda agiklanmustir.
Staj siiresince 0grenci is sagligl ve giivenligi kurallarina uygun olarak santiye etkinliklerini takip
edip izlemelidir.

Santiyedeki tiim saha etkinlikleri gdzlemlenmeli ve raporlanmalidir. Ogrenciler tamamlanan
etkinlikleri belirlemek adina ¢esitli 6l¢me islemleri yapabilirler. Saha etkinliklerinin tespiti ve
raporlanmasi ile ilgili ayrintil bilgi ilerleyen kisimlarda agiklanmustir.

Staj Giinliigii dili Tiirkce olabilir.

STAJ SURECI

¢ Mimarlik Staji I'in (IAED 3003) 4. Yariyildan sonraki yaz déneminde yapilmasi zorunludur. I¢
Mimarlik ve Cevre Tasarimi boliimiinde santiye ve biiro olmak tizere iki tiir staj vardir. Staja baglamadan
once 6grenciler birtakim belgeler hazirlamali ve teslim etmelidirler. Bu belgeler sunlardir:

Sekil 1’de ifade edildigi iizere santiye staji 4. yartyildan sonraki yaz déneminde yapilmalidir.
Staja bagvurmak ve baglamak icin gerekli belgeler ise 4. Yariyilda (bahar doneminde)
hazirlanip, onay alinip teslim edilir.

Staja baslangi¢ belgeleri ise sunlardir: Staj Onay Formu (EK-1), Kural ve Diizenlemeler Formu
(EK-2) ve SBS (IFS) Staj Bilgi Sistemi Excel Belgesinin de doldurulup dijital olarak teslim
edilmesi gerekmektedir. Bu formlar ile ilgili gerekli bilgiler bu kilavuzun ilerleyen kisimlarinda
aciklanmustir.

Staj siresince gunlik olarak Staj Gunligi’niin doldurulmasi gerekmektedir. Ayrica Staj
Raporunun giinliik doldurulmasi veya IFS {izerinden giinliik giriglerin yapilmasi gerekmektedir.
Bu belge ve sistem ile ilgili gerekli bilgiler bu kilavuzun ilerleyen kisimlarinda agiklanmustir.
Staj bitiminde ise Staj Degerlendirme Formunun (EK-3) staj sorumlusu tarafindan doldurulmasi
gerekmektedir. Doldurulan form, staj sorumlusu tarafindan dogrudan fakiilte dekanligina
gonderilmelidir. Eger Form 6grenci aracilifiyla gonderilecekse, form kapatilmis, arka kismi
kaselenmis ve imzalanmis bir zarf iginde teslim edilmelidir. Imza ve kase, zarfin kapatildig
alan {izerinde yer almalidir (Sekil 1). Form, bu kosullara uygun olarak Staj Danigsmani’na
iletilmelidir.
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Sekil 1. Kapali Zarf Uzerinde imza ve Kase Ornegi
Ayrica 6grenciler i¢in hazirlanan bagka belgeler de vardir:

o “Staj Yonergesi” staj siirecini tarif eden resmi yonergedir.

o “Staj Ginlugi”, “Staj Raporu” ve “Staj Sunumu” belgelerinin staj siiresince
hazirlanmasi ve staj tamamlandiktan sonraki Gliz doneminde teslim edilmesi gereken
belgelerdir. Bu belgelerin hazirlanig siireci bu kilavuzun ilerleyen kisimlarinda

aciklanmugtir.
1. Sinif 2. Sinif 3. Sinif 4. Sinif
A A A A

[ |} \( Y |
Glz | Bahar | Yaz | Guz | Bahar| Yaz | Guz | Bahar| Yaz | Giiz | Bahar | Yaz

Mimarlik I ' !/_j_l I\_I_II\_L'A | I | Mezuniyet
Egitiminin

Baglangici — n - - - -
Staj Oncesinde Ideal IAED 3003 Santiye Staj Defteri ve
Hazirlanacak Staj Dénemi Yaz Uygulama Raporu
Belgeler Uygulamasi Teslimi
1. Sinif 2. Sinif 3. Sinif 4. Sinif
A | A A
[ | \[ | !

_ Giiz |Bahar| Yaz | Giiz |Bahar| Yaz | Giiz |Bahar| Yaz | Giiz |Bahar| Yaz

Mir:larllk I I | I l ‘I/—_Ib_l I\_I_Ill_QMezur:iyet
Egitiminin

Baslangici = . n — - >
Staj Oncesinde Ideal IAED 4003 Mimari Staj Defterive
Hazirlanacak Tasarim Ofisi Staj Donemi Uygulama Raporu
Belgeler Yaz Uygulamasi Teslimi

Sekil 2. “IAED 3003: i¢ Mimarlik Staj1 I ve “IAED 4003: i¢ Mimarlik Staj1 II” derslerinin isleyisi.
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STAJA BASLANGIC BELGELERI

e STAJONAY FORMU (EK-1)
Belge i¢inde staj yapilacak firmanin, santiye sahasinin bilgileri yer alir. Belgedeki doldurulmasi gereken
kisimlar eksiksiz ve dogru bir sekilde yapilmali, ¢ikti alinmali ve yetkili personelin 1slak imzasi,
danisman 6gretim elemani ve staj danigsmani 1slak imzasi yer almalidir. Bu islemler tamamlandiktan
sonra Staj yliriitiiclisliniin LMS’de agmis oldugu dersin baglanti linkine 1slak imzal1 belgeler taratilarak
dijital olarak teslim edilmelidir.

e KURAL VE DUZENLEMELER FORMU (EK-2)
Belge staja baslarken ve staj siiresince dikkat edilmesi ve uyulmasi gereken kural ve yonergeleri belirtip
aciklar. Bu belgedeki maddeler dikkatlice okunmali, staj siiresince belirtilen maddelere uyulmalidir.
Belgeden cikt1 alinip, 6grenci tarafindan imzalandiktan sonra taratilip staj yiiriitiiciisiiniin LMS’de agmis
oldugu dersin baglant1 linkine dijital olarak teslim edilmelidir.

e SBS (IFS) STAJ BILGI SiISTEMi EXCEL

Bu belge Universitenin Staj Bilgi Sisteminde (SBS) doldurulan bilgileri icerir. Bu nedenle eksiksiz bir
sekilde doldurulmalidir. Ogrenciler formu eksiksiz bir sekilde doldurup staj yapacaklar1 giinden en az
15 giin 6nce LMS’e yiikleyip staj danisman hocalarina formu yiiklediklerine dair mail aracilig ile bilgi
vermelidirler. Ogrenciler SBS’ye dersin yiiriitiiciisii tarafindan girisleri yapildiktan sonra ve iiniversite
tarafindan sigorta giriglerinin tamamlandigini E-devlet sistemi {lizerinden dogruladiklari taktirde
stajlarini yapabilirler. Yurt disinda staj yapacak 6grenciler {iniversite tarafindan sigortalanmasalar bile
SBS’ye giriglerinin yapilmasi gerektiginden bu belge onlar tarafindan eksiksiz bir gsekilde
doldurulmalidir. Eksik veya yanlis doldurulan belgeler staj kayitlarinizin yapilamamasina ve staj
yerinizde sigortali olamama gibi ¢esitli problemlere sebebiyet verebilir. Ayrica santiye sahasinda
sigortasiz bulunmak is sagligi ve giivenligi kurallarina aykiridir.

Ogrenciler yukarida aciklanan ii¢ belgeyi de gerektigi gibi doldurmalidir. Staj Onay Formu (EK-1) ve
Kural Ve Duzenlemeler Formu (EK-2) belgelerinden once ¢iktt alinip sonra taratilip teslim edilirken,
SBS (IFS) Staj Bilgi Sistemi belgesini Microsoft Excel ortaminda doldurulup, Excel formatinda dijital
olarak teslim edilir. Tarama islemi i¢in Microsoft Office Lens gibi tarama yapmak i¢in gelistirilen
uygulamalar: tercih edilmelidir. Tarama siirecinde belgeler dogrusal bir sekilde tarama cergevesine
oturtulmali, yazilar net bir sekilde okunur olmalidir. Taratilan belge egri, ters veya birtakim kismi eksik
olmamalidir. Bu {i¢ belge staj yiiriitiictisiiniin duyurdugu tarih araliginda hazirlanip teslim edilmelidir.
Geg teslimler isleme alinmamaktadir.

STAJ GUNLUGU

Staj giinliigli, 6grencinin santiye sahasinda gozlemledigi ve deneyimledigi etkinlikleri listeleyen bir
belgedir. Staj Giinliigii’'nde her giine ait ¢aligmalar ayrintili olarak yazilmali, belgelenmeli, staj yapan
ogrencinin bu calismalardaki rolii aciklanmalidir. Ornek bir Staj Giinliigii tablosu Sekil 3’te
gosterilmistir. Tablodaki diizen ve format birebir ayni olmalidir. Ogrencinin staj giinliigiine ekleyip staj
komisyonuna teslim edecegi belgelerdeki icerikte, 6grencinin bilgi ve beceri diizeyiyle iliskili olmasi,
isin kendisi tarafindan yapilmis oldugunu ifade edecek nitelik ve inandiricilikta, acik ve net olmasi
gereklilikleri aranir.
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Santiyede/sahada yapilan calismanin genel tanimi, amaci ve igerigi aciklanmali ve Staj Giinliigii’ne
eklenmelidir. Staj suresince gozlemlenen etkinlikler ile ilgili birden fazla fotograf olusturulmasi tavsiye

edilir.
STAJ GUNLOGO
Tarihine Kadar Yapilan Calisma
o X : OGRENCI

GUN YAPILAN iSLER FIRMA YETKiLi imzA :

IMZA

Pazartesi Lorem ipsum dolor sit amet, staj sorumlusu &5 _

S tur adipis it, renci
consectetur adipiscing elit, tarafindan atilacak ; g
sed do eiusmod tempor incidi- | ; Izmasi
dunt ut labore et dolore Imza

Sali magna aliqua. Quis ipsum staj sorumlusu " _
suspendisse ultrices gravida. Ogrenci

) tarafindan atilacak 2
Risus commodo viverra mae- | . izmasi
cenas accumsan lacus vel fac- | IM2a
Lorem ipsum dolor sit amet, . . _

Carsamba consectetur adipiscing elit, staj sorumlusu Ogrenci
sed do eiusmod tempor incid- | tarafindan atilacak Ilzmasi
idunt ut labore et dolore imza
magna aliqua. Quis ipsum "

Persembe suspendisse ultrices gravida. staj sorumlusu C)grenci
Risus commodo viverra mae- | tarafindan atilacak izmasi
cenas accumsan lacus vel fac- | imza
lisis.

Cuma adipiscing elit, staj sorumlusu .

Ogrenci
sed do eiusmod tempor incid- t
arafindan atilacak i
idunt ut labore et dolore i Izmasi
magna aliqua. Quis ipsum mza
R "| magna aliqua. Quis ipsum .

Cumartesi suspendisse ultrices gravida. | Staj sorumlusu Sgrenci
Risus commodo viverra mae- | tarafindan atilacak izmasi
cenas accumsan lacus vel fac- | imza
ilisis.

Pazar

Bu alana Kase + imza atiimasi
gerekmektedir.

&)

Sekil 3. Ornek Staj Giinliigii Sablonu. Liitfen belirtilen diizene uyunuz.

Ayrica tiim giinliik etkinlik tablolar1 staj sorumlusu ve dgrenci tarafindan imzalanmalidir. imzal giinliik
etkinlik tablolar1 diizgiin bir sekilde renkli olarak taratilip, staj yiiriitiiciisiiniin duyurdugu tarihte teslim
edilmelidir. Teslim edilen dosya PDF uzantili olmahdir. Excel ya da diger dosya formatlar1 gecerli
degildir. Saha etkinliklerine ait resimlerde fotograf makinasinin zaman ve tarih damgas1 6zelligi
etkinlestirilmelidir. Bu saha etkinliklerine ait resimler Staj Raporu’nda kullanilacaktir.

IOS bazli telefonlarda zaman, tarih ve konum 6zelliginin goriiniirliiglinii agmak i¢in agagidaki adimlar
izleyebilirsiniz (Sekil 4):

o Ayarlar > Gizlilik ve Giivenlik > Konum Servisleri’ni agmak
o Staj sirasinda fotograf/video ¢ekerken, konum servislerinin agik olduguna emin olunmalidir.
e (Cekilen fotograf veya video’yu secip fotografi yukar1 yonde kaydirilmasi gerekmektedir.

Bu asamada fotograf/video’nun altinda tarih, saat ve konum bilgileri goriintiilenecektir. Bir diger
alternatif olarak, fotografa bir kez tiklayarak, ekranin iist kisminda konum, hemen altinda tarih ve saat
bilgilerini gorebilirsiniz. Bir hafta icerisinde ¢ekilmis fotograflarda tarih yerine giin ismi yer alir. Bu
nedenle, bir haftanin gegmis olmasi gerekmekte ve o sekilde bir ekran goOriintiisii almaniz
beklenmektedir.
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@ reced e parola

808 Acil SOS

@ Gizilik ve Givenlik

Apple iPhone 14 Pro

4 Konum Servisleri

. Takip Antalya Bilim Universitesi

[ Lve v

Konum Servisleri

Sekil 4. 10S Zaman-Tarih Damgas1 A¢gma Adimlari

Android bazli telefonlarda zaman ve tarih 6zelliginin goriinlirliigiinii agmak i¢in asagidaki adimlar

izleyebilirsiniz (Sekil 5):

o Kameray aktif edip ayarlar tusuna basmak,
e Kamera ayarlarinda Filigran 6zelligini aktif etmek,

o Filigran 6zelligini aktif ettikten sonra Tarih ve Saat 6zelligini aktif etmek.

Bu agamalar takip ederek fotograf/video’nun altinda tarih ve saat bilgilerini goriintiileyebilirsiniz.
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Kamera ayarlan Filigran

ayarlara tiklayimz

..............................

Sekil 5. Android Zaman-Tarih Damgas1 A¢ma Adimlari

STAJ RAPORU

Staj yapan Ogrencilerden staj sonunda, stajda deneyimlenen ve gozlemlenen ve Staj Giinliigii’nde yer
alan etkinliklerin agiklandigi bir Staj Raporu hazirlamalar1 beklenir. Raporda Staj Giinliigii’nde yer
verilen etkinliklerin daha ayrintili agiklamalari bulunur. Bu teslim yontemi ile staj yapan dgrencinin
santiye saha etkinliklerini daha dikkatli izlemesi ve yapim siirecini 6grenmesi saglanir.

Ornek Staj Raporu Sayfa Sablonlar1 Sekil 6’da goriildiigii gibi sunulmaktadir. Sayfa boyutu Dikey
olarak hizalanmig A4 kagit biiyiikligiidiir. Sayfa igerisinde yer verilen giinliik etkinliklere gore birgok
bolim ve resim yer alabilir. Her ne kadar bu kisimlarda farkli sayfa yerlesim secenekleri bulunsa da tim
sayfalarda rapor adi, 6grenci adi, tarih, {iniversite, boliim ve dersin adinin yer aldig1 antet (title block)
kism1 ayni olmalidir.
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Information and Explanation of The Day's Activity .

IMAGES ABOUT THE WORK

| 1AED 3003 - INTERIOR ARCHITECTURE SUMMER PRACTICE |

DEPARTMENT OF
INTERIOR ARCHITECTURE AND
ENVIRONMENTAL DESIGN

D01.01 THIS LAYOUT MUST BE USED
ON EVERY PAGE.

Do1.02

D02.01

Sekil 6. Staj Raporu Sayfa Sablonu. Her resimde ilgili isin yapildigi tarih ve saati gdsteren zaman

damgasi yer almalidir.

Staj Raporu, Staj Giinliigii’'nde listelenen tiim giinliik etkinlikleri icermelidir. Raporda gunliik etkinlikler
ilk giinden son giine dogru, kodlamadaki rakam sirasina gore listelenmelidir (Sekil 7). Ornegin D01.01,

D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01, D30.02, gibi.

[Do1.01]

o

|G|‘.in Saynsnl

Sekil 7. Giin ve etkinlik numarasi kodlama yontemi.

Staj Raporu, On ve Arka Kapak sayfalarim da igermelidir. Ornek Kapak Sayfasi Sablonu Sekil 8’de
gosterilmistir. Arka Kapak Sayfasi ise 6grencinin staj ile ilgili kisisel goriis ve deneyimlerine yer verdigi
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500 kelime sayisim gegmeyen bir paragraf ve staj yaptig1 santiyedeki fotograflari icermelidir. Ornek bir
Arka Kapak sayfas1 Sekil 9°da gosterilmistir.

ANTALYA BIiLim
UNIVERSITY

ANTALYA BILIM UNIVERSITY
DEPARTMENT OF INTERIOR ARCHITECTURE AND ENVIRONMENTAL DE SIGN
IAED 2002 - INTERIOR ARCHITECTURE SUMMER PRACTICE

INTERNSHIF START-END DATES
NAME OF THE CONSTRUCTION SITE:
LOCATION OF THE CON STRUCTION:

YEAR AND SEMESTER:

PREPARED BY: NAME SURNAME OF THE STUDENT
SCHOOL NUMBER

Sekil 8. Staj Raporu On Kapak Sayfasi Sablonu
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IAED 3003 - INTERIOR ARCHITECTURE SUMMER PRACTICE |
YEAR & SEMESTER:

PREPARED BY:

CONCLUSION
Please share your personal thoughts and experiences particular to the construction site.
Maximum 500 words.

PHOTOGRAPHS OF THE CONSTRUCTION SITE INCLUDING TIME AND| DATE.

Sekil 9. Ornek Staj Raporu Arka Kapak Sayfasi.

STAJ SUNUMU

Staj Raporu’nun hazirlanmasindan sonra staj sunumu hazirlanir. Sunum, dijital formatta olmali ve
Ogrenciler tarafindan 6zgiin bir sekilde tasarlanabilir. Ancak belirli kurallar mutlaka takip edilmelidir:

Kapak sayfasi, Sekil 9'daki formata uygun olarak hazirlanmalidir. Kapak sayfasi yatay formata
cevrilebilir. Sunumda kullanilan dosya formati .pdf olmalidir.

Kapak sayfasindan sonra gelen her bir sunum sayfasinin iist kisminda su unsurlari igermelidir:
o Prepared by: Ogrencinin ad1 ve soyadi yer almalidir.
o Ders Kodu: "IAED 3003 - Interior Architecture Practice I" belirtilmelidir.
e Activity Name / Keyword: Calismanin ad1 ya da anahtar kelimesi bulunmalidir.

o Kodlama: Her sayfa i¢in yapilan ¢alismaya uygun olarak Sekil 6’da belirtildigi tizere D01.01,
D02.02 kodlamas1 kullanilmalidir.

o Gorseller: Yapilan caligmalar1 destekleyen gorseller yer almali ve bunlar agiklamalarla
iligkilendirilmelidir.

Slaytta gosterilecek olan resimler Staj Raporunda da yer almalidir. Staj Raporu’nda yer almayan
resimler sunum dosyasinda yer almamalidir.

Santiyeye ait fotograflarda, fotograf makinesinin zaman ve tarih damgas1 6zelligi etkinlestirilmis
olmalidir. Sunum dili ingilizce’dir. Tiirkge sunumlar kabul edilmemektedir. Dolayistyla sunum
sirasinda ifade edilen tiim terim ve agiklamalar Ingilizce olmak zorundadir. Her slayt icin en fazla bir
dakika olmak Uzere sunum siresi toplamda 15 dakikayr gegmemelidir. Dersin yiriticusi sunum
sirasinda veya sonrasinda dgrenciye stajla ilgili sorular sorup agiklama isteyebilir.
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STAJIN TESLIMLERI

Stajin yapildig1 yaz doneminden sonraki Giiz doneminde stajini tamamlayan 6grenciler “IAED 3003:
Interior Architecture Practice I”” dersine kayitli olmalidirlar. Stajin1 tamamlayan 6grenciler derse kayith
olunan Giiz dénemi icerisinde staj yiiriitiiclisiiniin LMS’de actig1 ders ortamina belirtilen tarih araliginda
Staj Giinltigii ve Staj Raporu’nu dijital olarak teslim etmelidirler.

IAED 3003: Interior Architecture Practice I dersi i¢in yaz doneminde stajin1 yapan Ogrenciler Giiz
doéneminde iki, duruma gore (g adet dosya teslim ederler. Bu belgeler Staj Giinliigii, Staj Degerlendirme
Formu ve Staj Raporu’dur (IFS sistemine giris saglayan 6grencilerin Staj Raporu hazirlamasina gerek
yoktur). Santiye yetkilisi tarafindan imzalanmig staj giinliikleri diizgiin bir sekilde taratilip tek bir PDF
dosyasi haline getirilmelidir. Tarama iglemi i¢in ¢esitli mobil uygulamalar veya tarayici 6zelligi olan
fotokopi makinalar1 kullamlabilir. Tarama islemi sirasinda giinliikteki yazilar ve imzalar renkli ve
okunur olmalidir. Staj Raporu da dnceki kisimlarda agiklandigi sekilde hazirlanip tek bir PDF dosyasina
doniistiiriiliip dijital olarak teslim edilmelidir. Giinliiklerin girisini SBS sistemi iizerinden saglayan
Ogrencilerin ayr1 bir staj raporu hazirlamasina gerek yoktur. Staj Giinliigii’nde oldugu gibi Staj
Raporu’ndan ¢ikt1 alinip, santiye yetkilisine imzalattirilmasina gerek olmadigina dikkat edilmelidir.
Dolayisiyla dgrenciler iki - tic adet PDF dosyasi teslim ederler. Burada belirtilen format ve diizenler
haricinde yapilan teslimler kabul edilmez. Staj yiiriitiiciisii formata uygun olmayan teslimlerle ilgili
diizeltme isteyebilir. Tekrar teslim edilen dosyalarda da formata aykirilik tespit edilmesi durumunda staj
yiiriitiiciisli teslime basarisiz notu verebilir.

Staj Gunliigli Excel programinda hazirlaniyorsa, sayfa diizeni kdgida tam oturmalidir. Herhangi yarim
climle veya ifade kagitlarda yer almamalidir. Staj Giinliigii ve Staj Raporu dikey A4 boyutundaki kagit
olgiilerine gore diizenlenmeli ve ¢ikt1 olarak Sekil 9. 6rnek gorselindeki mavi telli dosya icerisine teslim
yapilmalidir. EK-3 zarf icerisinde seffaf dosya ile mavi telli dosyaya dahil edilmelidir. Fakat teslim
edilecek diger belgeler ise delgec kullanilarak seffaf dosya kullanilmadan mavi telli dosya i¢inde teslim

edilmelidir.

Sekil 9. Ornek Mavi Telli Dosya Gorseli

STAJ CALISMALARININ DEGERLENDIRILMESI

“IAED 3003: Interior Architecture Practice I” dersi kapsaminda teslimi yapilan staj glinliigii, staj
degerlendirme formu, staj raporu ve staj sunumu dosyalarinda degerlendirme yontemi iki agamalidir.
Doénemin agilmas1 ve kayitlarin tamamlanmasina miiteakip Staj Giinliigii ve Staj Raporu icin ilk
teslimler yapilir. Ik teslimlerde diizenleme ve formata uygunluk kontrol edilir. Antet, agiklamalar, ilgili
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gorseller ve i¢c mimariye uygunlugu gibi raporu hazirlarken calisilan tiim kisimlar degerlendirmeye
tabidir. Dersin yiiriitiiciisii ilk teslim i¢in kontrolleri yapip ilk teslim notlarim1 verdikten sonra
degerlendirme kriterlerinde basarisiz bulunan kisimlarin diizeltilmesi icin 6grenciye geri doniis yapar.
Sonrasinda vize haftasinda staj giinliigii ve staj raporu i¢in ikinci ve son teslimler yapilir. Ayrica vize
haftasinda staj sunumu da teslim edilir. Bunun haricinde Guz doénemi igerisinde teslim yapan
Ogrencilerden donem igerisinde derse kayitli oldugu zaman diliminde staj yiiriitiiciisiiniin duyurdugu
tarihlerde teslim ettigi staj sunum dosyasi iizerinden sunum yaptirilir. Dersin yiiriitiiclisii sunum
sirasinda 6grenciye stajla ilgili sorular sorup, aciklama isteyebilir. Dolayistyla belgelerde yer alan ve
sunumda 6grencinin aktardigi bilgilerin dogrulugu, diizginliigi, icerigi, igerik ile iliskilendirilen
resimlerin tutarlilii, 6l¢iim ve hesaplamalarda kullanilan yontemlerin giivenirligi degerlendirilir.

Tablo 3. Staj Teslimi ve Notlandirma Tablosu

. . . . . o . VIZE . .. .
ILK TESLIM ILK TESLIM VIZE TESLIMI TESLiMi VIZE TESLIMI FINAL
STAJ STAJ STAJ STAJ SUNUM SN
GUNLUGU RAPORU GUNLUGU RAPORU DOSYASI
(%10) (%10) (%10) (%10) (%10) (%650)

STAJ CALISMALARININ IS YERINDE DENETLENMESI

Bolum Staj Komisyonu iiyeleri ve/veya ilgili Bolim Bagkanlar tarafindan gorevlendirilecek dgretim
elemanlar1 staj yapan 6grenciyi is yerinde denetleyebilir. Denetleme raporlarinda inceleme sonucu
yetersiz goriilen 0grenci stajlar1 Staj Komisyonu karariyla tamamen gegersiz sayilabilir.

EK-6A / APPENDIX-6A (TR/EN):
GUIDE FOR THE CONSTRUCTION SITE INTERNSHIP
IN THE DEPARTMENT OF INTERIOR ARCHITECTURE AND
ENVIRONMENTAL DESIGN

INTRODUCTION

Interior Architecture Internship I (IAED 3003) is a mandatory application that requires students to do
interior architectural work on a construction site where architectural construction is taking place during
the summer term. The purpose of the application is for students to observe and experience construction
site activities and applications, as well as to report them in an official format. For this, the activities
listed below must be carried out and completed:

e In order to do their internship, students must find a construction site/area where an interior
architectural application is ongoing. In addition, they can do their internship on the sites of
Furniture Production Companies or Yacht Companies. The institution where the internship is
conducted must employ an architect or interior architect with at least five years of professional
experience. If the internship supervisor is an architect, they must be registered with the Chamber
of Architects; if the supervisor is an interior architect, they must be registered with the Chamber
of Interior Architects
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e The internship course instructor announces the construction site internship start and end dates
and the delivery dates of the documents required for the internship to students in the virtual
course environment opened on the Learning Management System (LMS) interface every spring
term. Therefore, students must follow the relevant announcements.

e Students must contact the administrator/authorized persons of the construction site where they
will do their internship and have their internship start documents approved with wet signatures.
The internship start documents are explained in the following sections of this guide.

e The internship start documents must be submitted on the dates announced by the internship
manager before the students start their internship at the construction site, and they must be
registered in the university's internship information system. Internships conducted without the
approval of the start documents and registration in the university internship information system
are invalid. In such cases, the student is entirely responsible for any liabilities and grievances
that may arise.

e The mandatory internship period is 45 working days. This period does not include official
holidays or periods when the construction site is closed for any reason.

e In order to begin the Site Internship (IAED 3003 — Interior Architecture Practice I), students of
the Department of Interior Architecture and Environmental Design must have successfully
completed IAED 2002 (Interior Design Studio 1V). The Site Internship and Office Internship
cannot be completed during the same summer term. However, the internship-related courses
IAED 3003 and IAED 4003, through which these internship studies are evaluated, may be taken
simultaneously.

e The internship period must be completed in one piece without a break. It is not appropriate to
do the internship in parts by completing a part of it on one date and the rest on another date. In
cases of necessity, the student must submit an official report to the internship coordinator, and
the break that can be allowed is a maximum of four working days. Otherwise, the student must
renew their internship.

e During the internship, students must report the relevant details in the Internship Diary and the
Internship Activity Report using terminological language. Activities that do not correspond to
a rule should not be included in the internship diary and report.

e Students are insured by the university during the internship. However, the insurance status
covers students who do their internship in Turkey. The university does not carry out the
insurance procedures for students who will do their internship on a construction site abroad. In
such cases, the insurance status is the responsibility of the student.

e The student must be present on the construction site where he/she does his/her internship for at
least 8 hours every working day. He/she must prepare an Internship Diary and an Internship
Activity Report to be filled out every day for the activities he/she is present for and observes on
the construction site. Detailed information about these documents is explained in the following
sections.

e The internship supervisor on the construction site must sign every day of the internship daily
work report and stamp every page. The internship diary preparation process is explained in the
following sections.

e During the internship, the student must follow and monitor construction site activities in
accordance with occupational health and safety rules.
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o All field activities on the construction site must be observed and reported. Students may perform
various measurement procedures to determine completed activities. Detailed information about
the determination and reporting of field activities is explained in the following sections.

e The language of the Internship Diary can be Turkish.

THE PROCESS OF THE INTERNSHIP

Interior Architecture Internship I (IAED 3003) is mandatory to be conducted in the summer term after
the 4th semester. There are two internship types in the Department of Interior Architecture and
Environmental Design as construction site and office. Before starting the internship, students must
prepare and submit several documents. These documents are as follows:

e Asstated in Figure 1, the construction site internship must be done in the summer term after the
4th semester. The documents required to apply for and start the internship are prepared,
approved, and submitted in the 4th semester (spring semester).

e The documents required before starting the internship are as follows: Internship Approval Form
(Appendix-1) and Rules and Regulations Form (Appendix-2). In addition, the SBS (IFS)
Internship Information System Excel Form must be completed and submitted digitally. Detailed
information regarding these forms and their completion procedures is provided in the following
sections of this guide.

o During the internship, Internship Diary must be filled out Daily. Additionally, the Internship
Report must be filled out daily, or daily entries must be made via IFS. Necessary information
regarding this document and system is explained in the following sections of this guide.

o Atthe end of the internship, Internship Evaluation Form (Appendix-3) must be filled out by the
internship supervisor. The completed form must be sent directly to the faculty dean's office by
the internship supervisor. If the form is to be sent via the student, it must be delivered in a sealed
envelope that is stamped and signed on the back. The signature and stamp must be located across
the sealed area of the envelope (Figure 1). The form must be forwarded to the Internship Advisor
in accordance with these conditions.

Figure 1. Sample Signature and Stamp on a Sealed Envelope
There are also other documents prepared for students:

o The “Internship Guide” is the official guideline describing the internship process.
o The “Internship Diary”, “Internship Report” and “Internship Presentation” are
documents that must be prepared during the internship and submitted in the Fall
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semester after the internship is completed. The preparation process for these documents
is explained in the following sections of this guide.

1st Year 2nd Year 3rd Year 4th Year

A J. I\ A
[ Y \f I |

Fall I Spl’ll’lg I Summgfl Fall I Spnng I Summer I Fall | Spl’ll"lg I Summer | Fall I Sprlng I Summer R

Begin of the I I l I I I I | I l Graduation
Architectural
Education

Documents to be Ideal [AED 3003 Summer Internship Diary
prepared prior to Practice in a Construction and Practice Report
the internship Site Internship Period Submission
1st Year 2nd Year 3rd Year 4th Year
| J ) \
[ ¥ \f 1 |

Fall I Spring ISummerI Fall I Spring ISummerI Fall | Spring ISummerl Fall I Spring I Summer

Begin of the I I I I I I | I | I I Graduation
Architectural
Education

Documents to be Ideal TAED 4003 Summer Internship Diary
prepared prior to Practice in an Architectural and Practice Report
the internship Design Office Internship Period Submission

Figure 2. The process of the “IAED 3003: Interior Architecture Internship I’ and “IAED 4003:
Interior Architecture Internship II” courses.

INTERNSHIP START DOCUMENTS

e INTERNSHIP APPROVAL FORM (APPENDIX-1)
The document contains information about the company and the construction site where the internship
will be conducted. The sections to be filled in the document must be completed fully and accurately,
printed out, and must include the wet signatures of the authorized personnel, the advisor faculty member,
and the internship advisor. Following the completion of these procedures, the wet-signed documents
must be scanned and submitted digitally to the course link opened by the course coordinator on the LMS.

e RULES AND REGULATIONS FORM (APPENDIX-2)
The document specifies and explains the rules and regulations to be considered before and during the
internship. The items in this document must be read carefully, and the specified items must be obeyed
during the internship period. The form must be printed out, signed by the student, scanned, and submitted
digitally to the course link opened by the course instructor on the LMS.

e |IFS(SBS) INTERNSHIP FOLLOW-UP SYSTEM EXCEL FORM
This document contains the information filled into the university's Internship Follow-up System (SBS).
Therefore, it must be filled out completely. Students must fill out the form completely, upload it to the
LMS at least 15 days before their internship start date, and inform their internship advisors via email
regarding the submission. Students can conduct their internships after their entries are made into the
SBS by the course instructor and once they verify via the E-government (E-devlet) system that their
insurance entries have been completed by the university. Even though students who will do their
internship abroad are not insured by the university, this document must be filled out completely by them
as their entries into the SBS are still required. Deficient or wrong statements in the forms may cause
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various problems, such as the inability to register your internship and the inability to be insured at your
internship workplace. Furthermore, being present on the construction site without insurance is against
occupational health and safety rules.

Students must properly fill out and prepare all three documents explained above. While Internship
Approval Form (Appendix-1) and Rules And Regulations Form (Appendix-2) documents must be
printed out first and then scanned for submission, IFS (SBS) Internship Follow-up System Excel Form
must be filled out in a Microsoft Excel environment and submitted digitally in Excel format. For the
scanning process, applications developed for scanning, such as Microsoft Office Lens, should be
preferred. During the scanning process, documents must be orthogonally set and oriented within the
scanning frame, and the texts must be clearly readable. The scanned document must not be crooked,
reversed, or incomplete.

These three forms must be prepared and submitted within the date range announced by the course
instructor. Late submissions are not accepted.

THE INTERNSHIP DIARY

The internship diary is a document that lists the activities that the student observes and experiences on
the construction site. The work for each day should be written and documented in detail in the Internship
Diary, and the role of the intern student in these works should be explained. A sample Internship Diary
table is shown in Figure 3. The order and format in the table should be exactly the same. The content of
the documents that the student will add to the internship diary and submit to the internship committee
must be related to the student's knowledge and skill level, have the quality and credibility to state that
the work was done by him/herself, and be clear and concise.

The general description, purpose, and content of the work done on the construction site/field should be
explained and added to the Internship Diary. It is recommended to create more than one photograph
related to the activities observed during the internship.
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AUTHORIZED COMPANY [STUDENT
R D ORR Do SIGNATURE SIGNATURE
Monday Lorem ipsum I?O!Olisit amet, | Signature to be ShienE
consectetur adipiscing e.ln,A signed by Internship | > uden
sed do elusmod tempor incidl- ¢ Signature
dunt ut labore et dolore Supervisor
magna aliqua. Quis ipsum Signature to be
Tuesday suspendisse ultrices gravida. e .| Student
i 3 signed by Internship | ..
Risus commodo viverra mae- 2 Signature
cenas accumsan lacus vel fac- | SUpervisor
Lorem ipsum dolor sit amet, ’
¢ dipiscing clit, Signature to be Student
sed do elusmod tempor incid- | signed by Internship |Signature
idunt ut labore et dolore imza
magna aliqua. Quis Ipsum .
Thursday isse ultrices gravida. | Signature to be Student
Risus commodo viverra mae- | signed by Internship | signature
cenas accumsan lacus vel fac- | g, pervisor
Tlisis.
Friday adipiscing elit, Signature to be
sed do elusmod tempor incid- | 1o orindan atilacak S'tUdent
idunt ut labore et dolore h Signature
magna aliqua. Quis ipsum Imza
magna aliqua. Quis ipsum R
Saturday suspendisse ultrices gravida, | Sta] §orumlus'u Student
Risus commodo viverra mae- | tarafindan atilacak Signature
cenas accumsan lacus vel fac- | jmza
Nlisis.
Sunday
A Stamp + Signature is required
in this area.
SIGNATUR|
+
STAMP

Figure 3. Sample Internship Diary Template. Please obey the specified layout.

In addition, all daily activity tables must be signed by the internship supervisor and the student. Signed
daily activity tables must be scanned properly in color and submitted on the date announced by the
internship course instructor. The submitted file must be in PDF format. Excel or other file formats are
not valid. The time and date stamp feature of the camera must be activated for pictures of field activities.
These pictures of field activities will be used in the Internship Report.

To turn on the visibility of the time, date, and location feature on iOS-based phones, you can follow the
steps below (Figure 4):

e Open Settings > Privacy & Security > Location Services.

o When taking photos/videos during the internship, make sure that location services are turned
on.

e Select the taken photo or video and swipe the photo upwards.

At this stage, date, time, and location information will be displayed below the photo/video. As another
alternative, by clicking on the photo once, you can see the location at the top of the screen, and the date
and time information right below it. Photos taken within a week display the name of the day instead of
the date. Therefore, a week must have passed, and you are expected to take a screenshot in that manner.
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88 Emergency SOS

@ Privacy & Security

Privacy & Security

Y © ©

Location Camera  Microphone

Location Services

—

@ rockino

Location Services

Location Services

Location Alerts

Figure 4. i0S Time-Date Stamp Activation Steps

To turn on the visibility of the time and date feature on Android-based phones, you can follow the steps
below (Figure 5):

e Activate the camera and press the settings button.
e Activate the Watermark feature in the camera settings.
e  After activating the Watermark feature, activate the Date and Time feature.

By following these steps, you can view the date and time information below the photo/video.
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Intelligent features on «©

Visual intelligence

Shot suggestions "

Get on-screen guides to help you line up :

great shots. i |
Scan QR codes H ‘«

Click on settings

Photos

When shutter button is swiped: o)
Take continuous shots .

Watermark «
............................. © Model name Edit
High efficiency pictures gececcsssscscsccsssssssscscccsd
Save space by taking pictures in the High .
o Efficiency Image Format (HEIF) in Photo + @ Dateand time
mode. Some apps and websites don't Secesecssersesecscsrsesecscecd
support HEIF pictures.
Style
SINGLETAKE | { PHOTO )| vibEo  MORE
Selfies Font
Roboto
‘q —~ Save selfies as previewed
O Saves selfies and selfie videos just asthey @)
appear in the preview, without lipping - Alignment = = =

them.

Figure 5. Android Time-Date Stamp Activation Steps

THE INTERNSHIP REPORT

Intern students are expected to prepare an Internship Report at the end of the internship, which describes
the activities experienced and observed during the internship and included in the Internship Diary. The
report includes more detailed explanations of the activities included in the Internship Diary. With this
delivery method, the intern student is allowed to follow construction site field activities more carefully
and learn the construction process.

Sample Internship Report Page Templates are presented as seen in Figure 6. The page size is the size of
A4 paper aligned vertically. There can be many sections and pictures on the page according to the daily
activities included. Although there are different page layout options in these sections, the title block
section, which includes the report name, student name, date, university, department and course name,
should be the same on all pages.
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Figure 7. Day and activity number coding method.

Day
Count
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Figure 6. Internship Report Page Template. Each picture must include a time stamp showing the date

The Activity Report must include all daily activities listed in the Internship Diary. Daily activities in
the report should be listed from the first day to the last day, in numerical order according to the coding
(Figure 7). For example, D01.01, D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01,

D30.02, etc.

The Internship Report should also include Front and Back Cover pages. A sample Cover Page
Template is shown in Figure 8. The Back Cover Page should include a paragraph of no more than 500
words that includes the student’s personal opinions and experiences regarding the internship, as well as
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photographs from the construction site where they did their internship. A sample Back Cover page is
shown in Figure 9.

ANTALYA BILIM
| UNIVERSITY

ANTALYA BILIM UNIVERSITY
DEPARTMENT OF INTERIOR ARCHITECTURE AND ENVIRONMENTAL DESIGN
IAED 3002 - INTERIOR ARCHITECTURE SUMMER PRACTICE |

INTERNSHIP START-END DATES
NAME OF THE CONSTRUCTION SITE:
LOCATION OF THE CONSTRUCTION:

YEAR AND SEMESTER:

PREPARED BY: NAME SURNAME OF THE STUDENT
SCHOOL HUMBER

Figure 8. Internship Report Front Cover Page Template
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. o DEPARTMENT OF
(\ NTALYA BILIM \NErioR ARCHITECTURE AND
UNIVERSITY  ENvIRONMENTAL DESIGN

¥ - L
ME T

IAED 3003 - INTERIOR ARCHITECTURE SUMMER PRACTICE |
YEAR & SEMESTER:
PREPARED BY:

CONCLUSION
Please share your personal thoughts and experiences particular to the construction site.
Maximum 500 words.

PHOTOGRAPHS OF THE CONSTRUCTION SITE INCLUDING TIME AND| DATE.

Figure 9. Sample Internship Report Back Cover Page

THE INTERNSHIP PRESENTATION

Following the preparation of the Internship Report, the internship presentation is prepared. The
presentation must be in digital format and can be uniquely designed by the students. However, certain
rules must strictly be followed:

The cover page must be prepared in accordance with the format in Figure 9. The cover page can be
converted to landscape format. The file format used in the presentation must be .pdf.

Each presentation page following the cover page must include the following elements at the top:
e Prepared by: The student's name and surname must be included.
e Course Code: "IAED 3003 - Interior Architecture Practice 1" must be specified.
e Activity Name / Keyword: The name of the work or a keyword must be found.

e Coding: The D01.01, D02.02 coding must be used for each page in accordance with the work
done, as specified in Figure 6.

e Visuals: Visuals supporting the work done must be included and they must be associated with
the explanations.

The pictures to be shown on the slides must also be included in the Internship Report. Pictures that are
not included in the Internship Report must not be included in the presentation file.

For photographs belonging to the construction site, the time and date stamp feature of the camera must
be activated. The presentation language is English. Turkish presentations are not accepted. Therefore,
all terms and explanations expressed during the presentation must be in English. The presentation
duration must not exceed 15 minutes in total, with a maximum of one minute for each slide. The course
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instructor may ask questions about the internship and request explanations from the student during or
after the presentation.

SUBMISSIONS OF THE INTERNSHIP

Students who complete their internships must be registered for the “IAED 3003: Interior Architecture
Practice I”” course in the Fall semester following the summer term in which the internship was conducted.
Students who complete their internships must submit their Internship Diary and Internship Activity
Report digitally to the course environment opened by the internship instructor on the LMS within the
specified date range during the Fall semester in which they are registered for the course.

Students who do their internships in the summer term for the "IAED 3003: Interior Architecture Practice
I'" course submit two, or depending on the situation, three files in the Fall term. These documents are
the Internship Diary, Internship Evaluation Form, and Internship Report (Students who provide entries
into the IFS system do not need to prepare an Internship Report). The internship diaries signed by the
construction site representative should be scanned properly and converted into a single PDF file. Various
mobile applications or photocopiers with scanning features can be used for scanning. During the
scanning process, the writings and signatures in the diary should be colored and legible. The Internship
Activity Report should also be prepared as explained in the previous sections, converted into a single
PDF file, and submitted digitally. Students who provide diary entries through the SBS system do not
need to prepare a separate internship report. It should be noted that, unlike the Internship Diary, there is
no need to print out the Internship Activity Report and have it signed by the construction site
representative. Therefore, students submit two or three PDF files. Submissions made outside the format
and layouts specified here will not be accepted. The internship instructor may request corrections for
submissions that do not comply with the format. If any irregularities are detected in the re-submitted
files, the internship instructor may give the submission a failing grade.

If the Internship Diary is prepared in the Excel program, the page layout must fit the paper perfectly.
There should not be any half sentences or expressions on the papers. The Internship Diary and Internship
Activity Report must be arranged according to vertically aligned A4 paper dimensions and submitted as
printouts in a blue prong folder as shown in the example image in Figure 9. APPENDIX -3 must be
included in the blue prong folder within a transparent sleeve inside its envelope. However, the other
documents to be submitted must be placed inside the blue prong folder using a hole puncher, without
using transparent sleeves.

Figure 9. Example Blue Prong Folder Visual
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EVALUATION OF INTERNSHIP WORK

The evaluation method for the internship diary, internship evaluation form, internship report, and
internship presentation files submitted within the scope of the “IAED 3003: Interior Architecture
Practice I course is a two-stage process. Following the opening of the semester and the completion of
registrations, the first submissions for the Internship Diary and Internship Report are made.

In the first submissions, the layout and compliance with the format are checked. All parts worked on
while preparing the report, such as the title block, explanations, relevant visuals, and conformity to
interior architecture, are subject to evaluation. After the course instructor performs the checks for the
first submission and gives the first submission grades, they provide feedback to the student to correct
the parts found unsuccessful according to the evaluation criteria. Subsequently, the second and final
submissions for the internship diary and internship report are made during the midterm week._In
addition, the internship presentation is also submitted during the midterm week. Furthermore,
students who submit during the Fall semester are required to make a presentation based on their
submitted internship presentation file on the dates announced by the internship instructor during the
period they are registered for the course. The course instructor may ask the student questions about the
internship and request explanations during the presentation. Therefore, the accuracy, correctness, and
content of the information included in the documents and conveyed by the student in the presentation,
the consistency of the pictures associated with the content, and the reliability of the methods used in
measurements and calculations are evaluated.

Table 1. Internship Submission and Grading Table

FIRST

FIRST MIDTERM MIDTERM MIDTERM :
SUBMISSION SUB'VI'\:SS'O SUBMISSION  SUBMISSION  SUBMISSION ~ FINAL
INTERNSHIP  INTERNSHIP  INTERNSHIP  INTERNSHIP  PRESENTATION  PRESEN
DIARY REPORT DIARY REPORT FILE TATION
(%10) (%10) (%610) (%610) (9610) (%650)

SUPERVISION OF INTERNSHIP WORK AT THE WORKPLACE

Department Internship Committee members and/or faculty members assigned by the relevant
Department Heads may supervise the student doing the internship at the workplace. Student internships
that are deemed inadequate as a result of the inspection reports may be deemed completely invalid by
the decision of the Internship Committee.
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GIRIiS

EK-6B / APPENDIX-6B (TR/EN):
IC MIMARLIK VE CEVRE TASARIMI BOLUMU
BURO STAJI REHBERI

I¢ Mimarlik Staji II (IAED 4003), dgrencilerin yaz déneminde i¢c mimari isler yapmalarini gerektiren
zorunlu olan bir uygulamadir. Uygulamanin amaci i¢ mimarlik egitimi kapsaminda 6grencinin derslerde
edindigi bilgi ve becerileri pratikte gorebilecekleri profesyonel biiro ortaminda bulunarak, kendilerine
verilecek gorevleri uygulamalarla deneyimlenmesi ve biiro iiretim, ydnetim ve tasarim siireclerini
gozlemleyebilmesidir. Bunun i¢in agagida listelenen lerin yapilmasi gerekmektedir:

Ogrenciler i¢ Mimarlik Biirolar, insaat Firmalari, Yat Firmalari, Mobilya Uretim Firmalarm
tasarim ofislerinde, Kamu Kurumlari, Belediyeler gibi staj yerlerinde staj yapmalidir. Staj
yapilacak kurumda, en az 5 yil mesleki deneyime sahip ve i¢ Mimarlar Odasi'na kayitli bir i¢
mimarin gérev yapiyor olmasi zorunludur.

Staj dersinin yiiriitliclisii her bahar doneminde santiye staj baslangi¢ ve bitis tarihleri ile staj i¢in
gerekli belgelerin teslim tarihlerini Learning Management System (LMS) arayiiziinde agilan
sanal ders ortaminda 6grencilere duyurur. Bu nedenle dgrenciler ilgili duyurular takip etmeleri
gerekmektedir.

I¢ mimarlik biirolar, i¢ mimari tasarim, yapim, ydnetim, iiretim gibi konularda etkinlik gosteren
firma, kurum ve kuruluslar, biiro staji yapilabilecek yerleri tanimlamaktadir. Biinyesinde bu
konularin da yer aldig: farkli firma, kurum ve kuruluslar da i¢ mimarlik biiro staji i¢in uygun
yerler arasinda degerlendirilebilir.

Staja baglangic belgeleri, 6grencilerin biiro stajina baglamadan staj yoneticisinin duyurdugu
tarihlerde teslim edilmeli ve tiniversitenin staj bilgi sistemine kayd1 yapilmalidir. Staj baglangig
belgeleri onaylatilmadan ve tiniversite staj bilgi sistemine kaydi yapilmadan yapilan stajlar
gegerli degildir. Bu durumda tiim sorumluluk ve ortaya g¢ikabilecek magduriyetten 6grenci
mesuldr.

Akademik staj kapsaminda O6grenci danisman G6gretim liyesinin doner sermaye projesinde
caligarak da biiro stajin1 tamamlayabilir.

Ogrenciler staj yapacaklar1 mimarlik biirosunun yénetici/yetkili kisileri ile irtibata gecip staja
baslangi¢ belgelerini 1slak imzali bir sekilde onaylatmalidir. Staja baglangi¢c belgeleri bu
kilavuzun ilerleyen kisimlarinda agiklanmugtir.

Zorunlu staj siiresi 45 is glinlidiir. Bu siire resmi tatilleri ve biironun herhangi bir sebeple kapali
oldugu siireleri kapsamamaktadir.

I¢ Mimarlik ve Cevre Tasarimi Boliimii dgrencilerinin Biiro Staji’na (IAED 4003 Interior
Architecture Practice II) baslayabilmeleri igin de IAED 3002 (Interior Design Studio VI /
Mekan Tasarim Stiidyosu VI) dersini basariyla tamamlamalari gerekmektedir. Santiye Staji ve
Biiro Staj1 ayn1 yaz doneminde yapilamaz. Bu staj ¢alismalarinin degerlendirilecegi [AED 3003
ve IAED 4003 kodlu stajla iligkili dersler ayn1 anda aliabilir.
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Staj donemi tek parca halinde, ara vermeden tamamlanmalidir. Stajin bir kismini bir tarihte,
kalan kismini bagka bir tarihte tamamlamak seklinde parca parca yapilmasi uygun degildir.
Zorunlu hallerde o6grencinin staj yiiriitliciisiine resmi bir rapor sunmasi ile birlikte izin
verilebilecek ara siiresi en fazla dort is giiniidiir. Aksi durumda 6grencinin stajini yenilemesi
gerekir.

Staj siiresince 0grenciler {iniversite tarafindan sigortalanmaktadir. Ancak sigortalilik durumu
Tirkiye’de staj yapan 6grencileri kapsamaktadir. Yurt disinda bir biiroda staj yapacak olan
Ogrencilerin sigorta islemleri iiniversite tarafindan yapilmamaktadir. Bu gibi durumlarda
sigortalilik durumu dgrencinin sorumlulugundadir.

Staj siiresince 6grenci is sagligi ve giivenligi kurallarina uygun olarak biiro etkinliklerini takip
edip izlemelidir.

Ogrenci staj yaptig1 biiroda her is giinii ve en az 8 saat bulunmalidir. Biiroda bulundugu, gézlem
ve uygulama yaptigi calismalar i¢in her giin doldurulmak iizere Staj Giinliigii (Internship Diary)
ve Staj Raporu (Internship Report) belgelerini hazirlamalidir. Bu belgeler ile ilgili ayrintili bilgi
ilerleyen kisimlarda agiklanmustir.

Biiroda yapilan isler gozlemlenmeli, katki saglanmali, verilen isler gergeklestirilmeli ve
raporlanmalidir. Biiro ¢aligmalarinin raporlanmasi ile ilgili ayrintili bilgi bu kilavuzun ilerleyen
kisimlarinda agiklanmigtir.

Biirodaki staj sorumlusu staj giinliik ¢aligma raporunun her giiniinii imzalamali ve her sayfasina
kase basilmalidir. Staj glinliigli hazirlama siireci ilerleyen kisimlarda agiklanmustir.

Staj siiresince dgrenciler ilgili ayrintilart Staj Giinliigii ve Staj Raporu’nda terminolojik dil
kullanilarak raporlamalidir. Kural karsiligi bulunmayan etkinlikler staj gilinliigli ve raporunda
yer almamalidir.

Staj Guinlugi dili Tirkce olabilir.

STAJ SURECI

I¢ Mimarlik Staji II'nin (IAED 4003) 6. Yariyildan sonraki yaz déneminde yapilmasi zorunludur. i¢
Mimarlik ve Cevre Tasarimi boliimiinde santiye ve biiro olmak tizere iki tiir staj vardir. Staja baglamadan
once 6grenciler birtakim belgeler hazirlamali ve teslim etmelidirler. Bu belgeler sunlardir:

Sekil 1’de ifade edildigi {izere biiro stajinin 6. yartyildan sonraki yaz déoneminde yapilmalidir.
Staja basvurmak ve baslamak i¢in gerekli belgeler 6. Yartyilda (bahar doneminde) hazirlanip,
onay almip teslim edilir.

Staja baslangi¢ belgeleri sunlardir: Staj Onay Formu (Ek-1), Kural ve Duzenlemeler Formu (Ek-
2) ve SBS (IFS) Staj Bilgi Sistemi Excel Belgesi’nin de doldurulup dijital olarak teslim edilmesi
gerekmektedir. Bu formlar ile ilgili gerekli bilgiler bu kilavuzun ilerleyen kisimlarinda
aciklanmugtir.

Staj siresince gunlik olarak Staj Ginligi’niin doldurulmasi gerekmektedir. Ayrica Staj
Raporunun giinliik doldurulmasi veya IFS iizerinden giinliik girislerin yapilmasi gerekmektedir.
Bu belge ve sistem ile ilgili gerekli bilgiler bu kilavuzun ilerleyen kisimlarinda agiklanmustir.
Staj bitiminde ise EK-3: Staj Degerlendirme Formunun staj sorumlusu tarafindan doldurulmasi
gerekmektedir. Doldurulan form, staj sorumlusu tarafindan dogrudan fakiilte dekanligina
gonderilmelidir. Eger Form 6grenci araciligiyla gonderilecekse, form kapatilmis, arka kismi
damgalanip imzalanmig bir zarf i¢inde teslim edilmelidir. Damga, zarfin kapatildigi alan
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iizerinde yer almalidir (Sekil 1).

Form, bu kosullara uygun olarak Staj Danismani’na

iletilmelidir.

Sekil 1. Kapali Zarf Uzerinde imza ve Kase Ornegi

Ayrica 6grenciler igin hazirlanan bagka belgeler de bulunmaktadir. Bunlar:

O
O

“Staj Yonergesi” staj siirecini tarif eden resmi yonergedir.

“Staj Giinliigii Ornegi”, “Staj Raporu” ve “Staj Sunumu” belgelerinin staj siresince
hazirlanmasi ve staj tamamlandiktan sonraki Giliz doneminde teslim edilmesi gereken
belgelerdir. Bu belgelerin hazirlanig siireci bu kilavuzun ilerleyen kisimlarinda
aciklanmugtir.

1. Sinif 2. Sinif 3. Sinif 4. Sinif
A A A A
[ Y \[ Y )
_ Giiz | Bahar | Yaz | Gliz | Bahar | Yaz | Giiz | Bahar | Yaz | Giiz | Bahar | Yaz
Mimarlik I | I | I I | | I I Mezuniyet
Egitiminin
Baslangici — - - - = -
Staj Oncesinde Ideal IAED 3003 Santiye Staj Defteri ve
Hazirlanacak Staj Donemi Yaz Uygulama Raporu
Belgeler Uygulamasi Teslimi
1. Sinif 2. Sinif 3. Sinif 4. Sinif
A | A A
[ | \[ I |

Gz | Bahar| Yaz

| Gliz |Bahar| Yaz | Giiz |Bahar| Yaz | Glz |Bahar| Yaz

Staj Oncesinde
Hazirlanacak
Belgeler

Mimarlik | | I | I l’_—lb_f I\_I_lll_Q‘Mezurziyet
Egitiminin
Baslangici

ideal IAED 4003 Mimari
Tasarim Ofisi Staj Donemi
Yaz Uygulamasi

Staj Defterive
Uygulama Raporu
Teslimi

Sekil 2. “IAED 3003: I¢ Mimarlik Staj1 I ve “IAED 4003: I¢ Mimarlik Staji II” derslerinin isleyisi.
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STAJA BASLANGIC BELGELERI

e STAJONAY FORMU (EK-1)
Belge icinde staj yapilacak firmanin/biironun bilgileri yer alir. Belgedeki doldurulmasi gereken kisimlar
eksiksiz ve dogru bir sekilde yapilmali, ¢ikt1 alinmals, staj yeri yetkili personelin 1slak imzasi, danigman
Ogretim eleman1 ve staj danismani 1slak imzas1 yer almalidir. Bu iglemler tamamlandiktan sonra staj
yliriitiiciistiniin LMS’de agmis oldugu dersin baglanti linkine 1slak imzali belgeler taratilarak dijital
olarak teslim edilmelidir.

e KURAL VE DUZENLEMELER FORMU (EK-2)
Belge staja baslarken ve staj siiresince dikkat edilmesi ve uyulmasi gereken kural ve yonergeleri belirtip
aciklar. Bu belgedeki maddeler dikkatlice okunmali, staj siiresince belirtilen maddelere uyulmalidir.
Belgeden cikti alinip, 6grenci adi soyadi kismi doldurulduktan ve imzalandiktan sonra taratilip staj
yiiriitiicisiiniin LMS’de agmis oldugu dersin baglanti linkine dijital olarak teslim edilmelidir.

e SBS (IFS) STAJ BIiLGI SiSTEMi EXCEL FORMU

Bu belge Universitenin Staj Bilgi Sisteminde (SBS) doldurulan bilgileri icerir. Bu nedenle eksiksiz bir
sekilde doldurulmalidir. Ogrenciler formu eksiksiz bir sekilde doldurup staj yapacaklar1 giinden en az
15 gilin dnce LMS’e yiikleyip staj danigman hocalarina formu yiiklediklerine dair mail araciligi ile bilgi
vermelidirler. Ogrenciler SBS’ye dersin yiiriitiiciisii tarafindan girisleri yapildiktan sonra ve iiniversite
tarafindan sigorta girislerinin tamamlandigin1 E-devlet sistemi {izerinden dogruladiklari taktirde
stajlarin1 yapabilirler. Yurt disinda staj yapacak 6grenciler {iniversite tarafindan sigortalanmasalar bile
SBS’ye giriglerinin yapilmas1 gerektiginden bu belge onlar tarafindan eksiksiz bir sekilde
doldurulmalidir. Eksik veya yanlis doldurulan belgeler staj kayitlarinin yapilamamasina ve staj yerinde
sigortali olamama gibi ¢esitli problemlere sebebiyet verebilir.

Ogrenciler yukarida aciklanan ii¢ belgeyi de gerektigi gibi doldurmaldir. Staj Onay Formu (Ek-1) ve
Kural Ve Diuzenlemeler Formu (Ek-2) belgelerinden 6nce ¢ikti alinip sonra taratilip teslim edilirken,
SBS (IFS) Staj Bilgi Sistemi Formunu Microsoft Excel ortaminda doldurulup, Excel formatinda dijital
olarak teslim edilir. Tarama islemleri i¢cin Microsoft Office Lens gibi tarama yapmak icin gelistirilen
uygulamalar1 tercih edilmelidir. Tarama siirecinde belgeler dogrusal bir sekilde tarama ¢ergevesine
oturtulmali, yazilar net bir sekilde okunur olmalidir. Taratilan belge egri, ters veya birtakim kismi eksik
olmamalidir.

Bu ii¢ belge, staj yiiriitiiciistiniin duyurdugu tarih araliginda hazirlanip teslim edilmelidir. Geg teslimler
isleme alinmamaktadir.

STAJ GUNLUGU

Staj Giinliigii, 6grencinin i¢ mimarlik biirosunda gozlemledigi ve deneyimledigi etkinlikleri listeleyen
belgedir. Staj Giinliigii’nde her giine ait ¢alismalar ayrintili olarak yazilmali, belgelenmeli, staj yapan
ogrencinin bu calismalardaki rolii agiklanmalidir. Ornek bir Staj Giinliigii tablosu Sekil 3’te
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gosterilmistir. Tablodaki diizen ve format birebir ayn1 olmalidir. Ogrencinin staj giinliigiine ekleyip staj
komisyonuna teslim edecegi belgelerdeki icerikte, 6grencinin bilgi ve beceri diizeyiyle iliskili olmasi,
isin kendisi tarafindan yapilmis oldugunu ifade edecek nitelik ve inandiricilikta, agik ve net olmasi

gereklilikleri aranir.

STAJ GONLOGO
Tarihi Tarihine Kadar Yapilan Galisma
. OGRENCI
GUN YAPILAN iSLER FIRMA YETKiLi imzA z
IMZA
Pazartesi Lorem ipsum dolor sit amet, staj sorumlusu e .
tet dipisci lit, renci
consectetur adipiscing elit, |y, 6n4an atilacak | 0
sed do eiusmod tempor incidi- | ; Izmasi
dunt ut labore et dolore Imza

sal magna aliqua. Quis ipsum staj sorumlusu o .
suspendisse ultrices gravida. Ogrenci

; tarafindan atilacak >
Risus commodo viverra mae- | . izmasi
cenas accumsan lacus vel fac- | IMza
Lorem ipsum dolor sit amet, i 5 X

Carsamba consectetur adipiscing elit, staj sorumlusu Ogrenci
sed do eiusmod tempor incid- | tarafindan atilacak izmasi
idunt ut labore et dolore imza
magna aliqua. Quis ipsum i

Persembe suspendisse ultrices gravida. | Staj sorumlusu Ogrenci
Risus commodo viverra mae- | tarafindan atilacak izmasi
cenas accumsan lacus vel fac- | imza
ilisis.

Cuma adipiscing elit, staj sorumlusu A 2 :
sed do eiusmod tempor incid- t Ogrenci

arafindan atilacak i
idunt ut labore et dolore i Izmasi
magna aliqua. Quis ipsum mza
< magna aliqua. Quis ipsum "

Cumartesi suspendisse ultrices gravida. staj sorumlusu ('jgrenci
Risus commodo viverra mae- | tarafindan atilacak izmasi
cenas accumsan lacus vel fac- | imza
ilisis.

Pazar

Bu alana Kase + Imza atiimasi
gerekmektedir.

&)

Sekil 3. Ornek Staj Giinliigii Sablonu. Liitfen belirtilen diizene uyunuz.

Ayrica tiim giinliik etkinlik tablolari staj sorumlusu ve dgrenci tarafindan imzalanmalidir. imzali giinliik
etkinlik tablolar1 diizgiin bir sekilde renkli olarak taratilip, tiniversite staj yiiriitiictisiiniin duyurdugu
tarihte teslim edilmelidir. Teslim edilen dosya PDF uzantili olmalidir. Excel ya da diger dosya formatlari
gegcerli degildir. Biiro etkinliklerine ait resimlerde fotograf makinesinin zaman ve tarih damgasi 6zelligi
etkinlestirilmelidir. Biiro etkinliklerine ait resimler Staj Raporu’nda kullanilacaktir.

IOS bazli telefonlarda zaman, tarih ve konum 6zelliginin goriiniirliigiinii agmak i¢in asagidaki adimlari
izleyebilirsiniz (Sekil 4):

o Ayarlar > Gizlilik ve Giivenlik > Konum Servisleri’'ni agmak
e Staj sirasinda fotograf/video ¢ekerken, konum servislerinin agik olduguna emin olunmalidir.
e (ekilen fotograf veya video’yu se¢ip fotografi yukar1 yonde kaydirilmasi gerekmektedir.

Bu asamada fotograf/video’nun altinda tarih, saat ve konum bilgileri goriintiilenecektir. Bir diger
alternatif olarak, fotografa bir kez tiklayarak, ekranin {ist kisminda konum, hemen altinda tarih ve
saat bilgilerini gorebilirsiniz. Bir hafta icerisinde ¢ekilmis fotograflarda tarih yerine gilin ismi yer
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alir. Bu nedenle, bir haftanin ge¢mis olmasi gerekmekte ve o sekilde bir ekran goriintiisii almaniz
beklenmektedir.

@) race D veParola

808 Acil SOS

@ Gizlilik ve Givenlik

Gizlilik ve Giivenlik
ygul ril

&) Konum Servisleri

. Takip Antalya Bilim Universitesi

) LIVE v

Konum Servisleri

Konum Servisleri

Konum Uyarilari

Sekil 4. I0S Zaman-Tarih Damgas1 Agma Adimlari

Android bazli telefonlarda zaman ve tarih 6zelliginin goriiniirliigiinii agmak i¢in asagidaki adimlari
izleyebilirsiniz (Sekil 5):

e Kameray: aktif edip ayarlar tusuna basmak,
e Kamera ayarlarinda Filigran 6zelligini aktif etmek,
o Filigran 6zelligini aktif ettikten sonra Tarih ve Saat 6zelligini aktif etmek.

Bu agamalan takip ederek fotograf/video’nun altinda tarih ve saat bilgilerini goriintiileyebilirsiniz.
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...............................

Sekil 5. Android Zaman-Tarih Damgas1 A¢ma Adimlari

STAJ RAPORU

Staj yapan 6grencilerden staj sonunda, stajda deneyimlenen ve gozlemlenen ve Staj Giinliigii’nde yer
alan etkinliklerin aciklandig1 bir Staj Raporu hazirlamalar1 beklenir. Raporda Staj Giinliigii'nde yer
verilen etkinliklerin daha ayrintili agiklamalart bulunur. Bu teslim yontemi ile staj yapan 6grencinin

biiro etkinliklerini daha dikkatli izlemesi ve uygulama siirecini 6grenmesi saglanir.

Ornek Staj Raporu Sayfa Sablonu Sekil 6’da goriildiigii gibi sunulmahidir. Sayfa boyutu Dikey olarak
hizalanmig A4 kagit bitytikligudur. Sayfa icerisinde yer verilen giinliik etkinliklere gore birgok bolim
ve resim yer alabilir. Her ne kadar bu kisimlarda farkli sayfa yerlesim segenekleri bulunsa da tlim
sayfalarda rapor adi, 6grenci ad, tarih, {iniversite, boliim ve dersin adinin yer aldigr antet (title block)

kismi1 ayni olmalidir.
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Sekil 6. Staj Raporu Sayfa Sablonu. Her resimde ilgili isin yapildig: tarih ve saati gosteren zaman
damgasi yer almalidir.

Staj Raporu, Staj Giinligii’nde listelenen tiim giinliik etkinlikleri igermelidir. Raporda gunlik etkinlikler
ilk giinden son giine dogru, kodlamadaki rakam sirasina gore listelenmelidir (Sekil 7). Ornegin D01.01,
D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01, D30.02, gibi.

I DOl.Q1|
Etkinlik
Sayisi

|Giin Say|S||

Sekil 7. Giin ve etkinlik numaras1 kodlama yontemi.

Staj raporu, On ve Arka Kapak sayfalari da igermelidir. Ornek Kapak Sayfasi Sablonu Sekil 8’de
gosterilmistir. Arka Kapak Sayfasi ise 6grencinin staj ile ilgili kisisel goriis ve deneyimlerine yer verdigi
500 kelime sayisini gegmeyen bir paragraf ve staj siiresince yapilan ise dair fotograflar1 icermelidir.
Ornek bir arka kapak sayfas1 Sekil 9°da gosterilmistir.
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IAED 4003 - INTERICOR ARCHITECTURE SUMMER FRACTICE Il

INTERN SHIP START-END DATES

NAME OF THE COMPANY

YEAR AND SEMESTER:

PREFARED BY: NAME SURNAME OF THE STUDENT
SCHOOL NUMBER

Sekil 8. Staj Raporu On Kapak Sayfasi Sablonu

\ . . DEPARTMENT OF

g\ N TALYA BILIM NreriOR ARCHITECTURE AND
# UNIVERSITY  envIRONMENTAL DESIGN
IAED 4003 - INTERIOR ARCHITECTURE SUMMER PRACTICE I

YEAR & SEMESTER:

PREPARED BY:

CONCLUSION

Please share your personal thoughts and experiences particular to the construction site.
Maximum 500 words.

PHOTOGRAPHS OF THE CONSTRUCTION SITE INCLUDING TIME AND DATE.
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Sekil 9. Ornek Staj Raporu Arka Kapak Sayfasi.

STAJ SUNUMU

Staj Raporu’nun hazirlanmasindan sonra staj sunumu hazirlanir. Sunum, dijital formatta olmali ve
ogrenciler tarafindan 6zgiin bir sekilde tasarlanabilir. Ancak belirli kurallar mutlaka takip edilmelidir:

Kapak sayfasi, Sekil 9'deki formata uygun olarak hazirlanmalidir. Kapak sayfasi yatay formata
cevrilebilir. Sunumda kullanilan dosya formati .pdf olmalidir.

Kapak sayfasindan sonra gelen her bir sunum sayfasinin iist kisminda su unsurlari igermelidir:
o Prepared by: Ogrencinin ad1 ve soyad1 yer almalidir.
o Ders Kodu: "IAED 4003 - Interior Architecture Practice 11" belirtilmelidir.
e Activity Name / Keyword: Calismanin ad1 ya da anahtar kelimesi bulunmalidir.

o Kodlama: Her sayfa i¢in yapilan ¢alismaya uygun olarak Sekil 6’da belirtildigi tizere D01.01,
D02.02 kodlamasi kullanilmalidir.

e Gorseller: Yapilan calismalar1 destekleyen gorseller yer almali ve bunlar agiklamalarla
iligkilendirilmelidir.

Slaytta gosterilecek olan resimler Staj Raporunda da yer almalidir. Staj Raporu’nda yer almayan
resimler sunum dosyasinda yer almamalidir.

Biiro etkinliklerine ait fotograflarda, fotograf makinesinin zaman ve tarih damgas1 o6zelligi
etkinlestirilmis olmalidir. Sunum dili ingilizce olmalidir; Tiirkce sunumlar kabul edilmemektedir. Bu
nedenle, sunum sirasinda kullanilan tiim terimler ve agiklamalar Ingilizce olmak zorundadir. Sunum
stresi toplamda 15 dakikayr gecmemelidir. Dersin yuriitiiciisii, sunum sirasinda veya sonrasinda
Ogrencilere stajla ilgili sorular yoneltebilir ve agiklama talep edebilir.

STAJIN TESLIMLERI

Stajin yapildig1 yaz doneminden sonraki Giiz doneminde stajini tamamlayan 6grenciler “IAED 4003:
Interior Architecture Practice II”” dersine kayitli olmalidirlar. Stajini tamamlayan 6grenciler derse kayitli
olunan Giiz doénemi igerisinde staj/ders yiiriitiiciisiiniin LMS’de actigi ders ortamina belirtilen tarih
araliginda Staj Glinliigii ve Staj Raporu’nu dijjital olarak teslim etmelidirler.

“IAED 4003 — Interior Architecture Practice II”” dersi i¢in yaz doneminde stajini yapan 6grenciler Giiz
doneminde iki, duruma gore ¢ adet dosya teslim ederler. Bu belgeler Staj Giinliigii, Staj Degerlendirme
Formu ve Staj Raporu’dur (IFS sistemine giris saglayan 6grencilerin Staj Raporu hazirlamasina gerek
yoktur). Biiro yetkilisi tarafindan imzalanmis staj giinliikleri diizgiin bir sekilde taratilip tek bir PDF
dosyasi haline getirilmelidir. Tarama islemi i¢in ¢esitli mobil uygulamalar veya tarayict 6zelligi olan
fotokopi makinalar1 kullanilabilir. Tarama islemi sirasinda giinliikteki yazilar ve imzalar renkli ve
okunur olmalidir. Staj Degerlendirme Formu 6nceki sayfalarda belirtildigi gibi kaseli ve imzali bir zarf
igerisinde teslim edilmelidir. Yine ayni sekilde Staj Raporu da 6nceki kisimlarda agiklandigi sekilde
hazirlanip tek bir PDF dosyasina doniistiiriiliip dijital olarak teslim edilmelidir. Giinliiklerin girisini SBS
sistemi tizerinden saglayan Ogrencilerin ayri bir staj raporu hazirlamasina gerek yoktur. Staj
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Glnliigii'nde oldugu gibi Staj Raporu’ndan ikt alinip, santiye yetkilisine imzalattirilmasina gerek
olmadigina dikkat edilmelidir. Dolayisiyla 6grenciler iki - ii¢c adet PDF dosyasi teslim ederler. Burada
belirtilen format ve diizenler haricinde yapilan teslimler kabul edilmez. Staj yiiriitiiciisii formata uygun
olmayan teslimlerle ilgili diizeltme isteyebilir. Tekrar teslim edilen dosyalarda da formata aykirilik tespit
edilmesi durumunda staj yiiriitiiciisii teslime basarisiz notu verebilir.

Staj Glinliigli Excel programinda hazirlaniyorsa, sayfa diizeni kagida tam oturmalidir. Herhangi yarim
climle veya ifade kagitlarda yer almamalidir. Staj Giinliigii ve Staj Raporu dikey A4 boyutundaki kagit
olgiilerine gore diizenlenmeli ve ¢ikt1 olarak Sekil 9. 6rnek gorselindeki mavi telli dosya icerisine teslim
yapilmalidir. EK-3 zarf igerisinde seffaf dosya ile mavi telli dosyaya dahil edilmelidir. Fakat teslim
edilecek diger belgeler ise delgec kullanilarak seffaf dosya kullanilmadan mavi telli dosya i¢inde teslim

edilmelidir.

Sekil 9. Ornek Mavi Telli Dosya Gorseli

STAJ CALISMALARININ DEGERLENDIRILMESI

“IAED 4003: Interior Architecture Practice II” dersi kapsaminda teslimi yapilan staj giinliigii, staj
degerlendirme formu, staj raporu ve staj sunumu dosyalarinda degerlendirme yontemi iki asamalidir.
Donemin agilmasi ve kayitlarin tamamlanmasina miiteakip Staj Giinliigi, Staj Degerlendirme Formu ve
Staj Raporu icin ilk teslimler yapilir. Ilk teslimlerde diizenleme ve formata uygunluk kontrol edilir.
Antet, agiklamalar, ilgili gorseller ve i¢ mimariye uygunlugu gibi raporu hazirlarken g¢aligilan tim
kisimlar degerlendirmeye tabidir. Dersin yiiriitiiciisii ilk teslim igin kontrolleri yapip ilk teslim notlarini
verdikten sonra degerlendirme kriterlerinde bagarisiz bulunan kisimlarin diizeltilmesi igin 6grenciye geri
doniis yapar. Sonrasinda vize haftasinda staj giinliigii ve staj raporu i¢in ikinci ve son teslimler yapilir.
Ayrica vize haftasinda staj sunumu da teslim edilir. Bunun haricinde Guiz dénemi igerisinde teslim yapan
ogrencilerden donem igerisinde derse kayith oldugu zaman diliminde staj yiiriitlictisiiniin duyurdugu
tarihlerde teslim ettigi staj sunum dosyasi lizerinden sunum yaptirilir. Dersin yiiriitliclisii sunum
sirasinda 6grenciye stajla ilgili sorular sorup, agiklama isteyebilir. Dolayisiyla belgelerde yer alan ve
sunumda Ggrencinin aktardigi bilgilerin dogrulugu, diizginligi, icerigi, igerik ile iliskilendirilen
resimlerin tutarliligi, 6l¢iim ve hesaplamalarda kullanilan yontemlerin giivenirligi degerlendirilir.

Tablo 4. Staj Teslimi ve Notlandirma Tablosu
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STAJ CALISMALARININ iS YERINDE DENETLENMESI

Boliim Staj Komisyonu iiyeleri ve/veya ilgili Boliim Baskanlari tarafindan gorevlendirilecek 6gretim
elemanlar1 staj yapan 6grenciyi is yerinde denetleyebilir. Denetleme raporlarinda inceleme sonucu
yetersiz goriilen 6grenci stajlart Staj Komisyonu karariyla tamamen gegersiz sayilabilir.

EK-6B / APPENDIX-6B (TR/EN):
GUIDE FOR THE OFFICE INTERNSHIP
IN THE DEPARTMENT OF INTERIOR ARCHITECTURE AND
ENVIRONMENTAL DESIGN

INTRODUCTION

Interior Architecture Internship Il (IAED 4003) is a mandatory practice requiring students to perform
interior architectural tasks during the summer term. The objective of this practice is to enable students
to experience assigned tasks through practical applications and to observe office production,
management, and design processes within a professional office environment, where they can practically
apply the knowledge and skills acquired during their courses within the scope of interior architecture
education. To achieve this, the activities listed below must be performed:

Students must complete their internship at venues such as Interior Architecture Offices,
Construction Companies, Yacht Companies, design offices of Furniture Production Companies,
Public Institutions, or Municipalities. The institution where the internship is conducted must
employ an interior architect who has at least five years of professional experience and is
registered with the Chamber of Interior Architects.

The instructor of the internship course announces the office internship start and end dates, as
well as the submission deadlines for necessary documents, within the virtual course
environment created on the Learning Management System (LMS) every spring semester.
Therefore, students are required to follow the relevant announcements.

Interior architecture offices, companies, institutions, and organizations operating in areas such
as interior architectural design, construction, management, and production define the venues
where office internships can be conducted. Other companies, institutions, and organizations that
include these fields within their structure may also be considered suitable for interior
architecture office internships.

Internship start documents must be submitted on the dates announced by the internship
coordinator before the students commence their office internship, and registration must be
completed in the university's internship information system. Internships conducted without
approved start documents and without registration in the university's internship information
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system are invalid. In such cases, the student bears full responsibility for any resulting liabilities
and grievances.

Within the scope of an academic internship, students may also complete their office internship
by working on a revolving fund project under their advisor faculty member.

Students must contact the managers/authorized individuals of the architecture office where they
will complete their internship to obtain wet-ink signature approval for the internship start
documents. The internship start documents are explained in the following sections of this guide.
The mandatory internship duration is 45 working days. This duration does not include public
holidays or periods when the office is closed for any reason.

In order to begin the Office Internship (IAED 4003 — Interior Architecture Practice Il), students
must have successfully completed IAED 3002 (Interior Design Studio VI1).The Site Internship
and Office Internship cannot be completed during the same summer term. However, the
internship-related courses IAED 3003 and IAED 4003, through which these internship studies
are evaluated, may be taken simultaneously.

The internship period must be completed in a single block, without interruption. Completing the
internship in parts, by finishing one section on one date and the remainder on another date, is
unacceptable. In compelling circumstances, upon presentation of an official report by the
student to the internship instructor, a maximum break of four working days may be permitted.
Otherwise, the student must repeat the internship.

Students are insured by the university for the duration of the internship. However, this insurance
coverage applies only to students conducting their internship within Turkiye. The university
does not handle insurance procedures for students completing their internship in an office
abroad. In such cases, insurance status is the responsibility of the student.

During the internship, students must monitor and observe office activities in compliance with
occupational health and safety regulations.

The student must be present at the office where they are interning on every working day for at
least 8 hours. They must prepare the Internship Diary and Internship Activity Report documents,
which must be filled out daily to detail their presence, observations, and practical applications
within the office. Detailed information regarding these documents is explained in the following
sections.

Office tasks must be observed, contributed to, and executed, with the results duly reported.
Detailed information regarding the reporting of office work is explained in the following
sections of this guide.

The internship supervisor in the office must sign every entry in the daily work report, and every
page must be stamped. The process of preparing the internship diary is explained in the
following sections.

Throughout the internship, students must report relevant details in the Internship Diary and
Internship Activity Report using terminological language. Activities that do not correspond to
an established rule or standard should not be included in the internship diary or report.

The language of the Internship Diary can be Turkish.

THE PROCESS OF THE INTERNSHIP
Interior Architecture Internship 11 (IAED 4003) is mandatory to be conducted in the summer term after
the 6th semester. There are two internship types in the Department of Interior Architecture and
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Environmental Design as construction site and office. Before starting the internship, students must
prepare and submit several documents. These documents are as follows:

e As stated in Figure 1, the office internship must be done in the summer term after the 6th
semester. The documents required to apply for and start the internship are prepared, approved,
and submitted in the 6th semester (spring semester).

e The documents required before starting the internship are as follows: Internship Approval Form
(Appendix-1) and Rules and Regulations Form (Appendix-2). In addition, the SBS (IFS)
Internship Information System Excel Form must be completed and submitted digitally. Detailed
information regarding these forms and their completion procedures is provided in the following
sections of this guide.

o During the internship, Internship Diary must be filled out Daily. Additionally, the Internship
Report must be filled out daily, or daily entries must be made via IFS. Necessary information
regarding this document and system is explained in the following sections of this guide.

e Atthe end of the internship, Internship Evaluation Form (Appendix-3) must be filled out by the
internship supervisor. The completed form must be sent directly to the faculty dean's office by
the internship supervisor. If the form is to be sent via the student, it must be sent in a sealed
envelope that is stamped and signed on the back. The signature and stamp must be located across
the sealed area of the envelope (Figurel). The form must be forwarded to the Internship
Advisor in accordance with these conditions.

Figure 1. Sample Signature and Stamp on a Sealed Envelope
There are also other documents prepared for students:

o The “Internship Guideline” is the official guideline describing the internship process.

o The “Internship Diary”, “Internship Report” and “Internship Presentation” are
documents that must be prepared during the internship and submitted in the Fall
semester after the internship is completed. The preparation process for these documents
is explained in the following sections of this guide.
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1st Year 2nd Year 3rd Year 4th Year

A A ) A
[ Y \( Y )

Fall | Spring |Summer| Fall | Spring |Summer| Fall | Spring |Summer| Fall | Spring |Summer

Begin of the I l I I | I I | I I Graduation
Architectural
Education

Documents to be Ideal IAED 3003 Summer Internship Diary
prepared prior to Practice in a Construction and Practice Report
the internship Site Internship Period Submission
1st Year 2nd Year 3rd Year 4th Year
A A A A
[ Y \[ Y )
Fall I Spring I Summer I Fall I Spring I Summer I Fall I Spring I Summer I Fall I Spring I Summer
Begin of the I I | I | I I I I I I Graduation
Architectural
Education
Documents to be |deal IAED 4003 Summer Internship Diary
prepared prior to Practice in an Architectural and Practice Report
the internship Design Office Internship Period Submission

Figure 2. The process of "IAED 3003: Interior Architecture Internship I" and "IAED 4003: Interior
Architecture Internship 11" courses.

INTERNSHIP START DOCUMENTS
e INTERNSHIP APPROVAL FORM (APPENDIX-1)

The document contains the information of the company/office where the internship will be conducted.
The sections that need to be filled in the document must be completed fully and accurately, a printout
must be taken, and it must include the wet-ink signature of the authorized personnel of the internship
placement, the wet-ink signature of the advisor faculty member, and the internship advisor. After these
processes are completed, the wet-ink sighed documents must be scanned and submitted digitally to the
relevant link of the course opened by the internship instructor on the LMS.

e RULES AND REGULATIONS FORM (APPENDIX-2)
The document specifies and explains the rules and guidelines that must be taken into consideration and
complied with when starting and during the internship. The items in this document must be read
carefully, and the specified items must be followed throughout the internship. After taking a printout
from the document, filling in the student name and surname section, and signing it, it must be scanned
and submitted digitally to the relevant link of the course opened by the internship instructor on the LMS.

o IFS(SBS) INTERNSHIP INFORMATION SYSTEM FORM
This document contains the information filled in the university's Internship Information System (SBS).
Therefore, it must be filled completely. Students must fill out the form completely, upload it to the LMS
at least 15 days before the day they start their internship, and inform their internship advisor faculty
member via email that they have uploaded the form. Students can do their internship after they have
been entered into the SBS by the course instructor and after they have verified through the E-devlet
system that their insurance entries have been completed by the university. Even if students who will do
an internship abroad are not insured by the university, this document must be filled out by them
completely as they need to be entered into the SBS. Documents filled incompletely or incorrectly can
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cause various problems such as the inability to make internship registrations and the inability to be
insured at the internship placement.

Students must fill out all three documents explained above as required. While printouts must first be
taken from the Internship Approval Form (Appendix-1) and Rules and Regulations Form (Appendix-2)
documents, then scanned and submitted, IFS (SBS) Internship Information System Excel Form is filled
out in Microsoft Excel environment and submitted digitally in Excel format. Scanning applications
developed for scanning, such as Microsoft Office Lens, should be preferred for scanning processes.
During the scanning process, the documents must be placed linearly in the scanning frame, and the texts
must be clearly legible. The scanned document must not be skewed, upside down, or have some parts
missing.

These three forms must be prepared and submitted within the date range announced by the internship
instructor. Late submissions are not accepted.

THE INTERNSHIP DIARY

The Internship Diary is the document that lists the activities observed and experienced by the student in
the interior architecture office. In the Internship Diary, the work belonging to each day must be written
in detail, documented, and the role of the interning student in these works must be explained. A sample
Internship Diary table is shown in Figure 3. The layout and format in the table must be exactly the same.
Regarding the content of the documents that the student will add to the internship diary and submit to
the internship committee, requirements are sought for the content to be related to the student's level of
knowledge and skills, to be of a quality and credibility that expresses that the work was performed by
the student, and to be clear and concise.

INTERNSHIP LOG

Work Performed Between and
AUTHORIZED COMPANY [STUDENT
DAY WORKDONE SIGNATURE SIGNATURE
Monday Lorem ipsum dolor sit amet, Signature to be stud
consectetur adipiscing e.ln,. signed by Internship 'tu ent
sed do elusmod tempor incidl- : Signature
dunt ut labore et dolore Supervisor

magna aliqua. Quis ipsum Signature to be
suspendisse ultrices gravida. iened by Int hi
Risus commodo viverra mae- 3166 : iy nieras e
cenas accumsan lacus vel fac- | SUPervisor
Lorem ipsum dolor sit amet,
ipiscing clit, | Signature to be Student
sed do elusmod tempor incid- | signed by Internship | Signature
idunt ut labore et dolore imza

Tuesday Student

Signature

magna aliqua. Quis Ipsum )
suspendisse ultrices gravida. Signature to be Student

Risus commodo viverra mae- | signed by Internship | signature
cenas accumsan lacus vel fac- | g, pervisor
Tlisis.

Thursday

Friday adipiscing elit, Signature to be
sed do elusmod tempor incid- ta%afindan atilacak S_tUdent
idunt ut labore et dolore i Signature
magna aliqua. Quis ipsum mza
‘magna aliqua. Quis ipsum .
pendisse ultrices gravida, | Sta] s.orumluSAu Student
Risus commodo viverra mae- | tarafindan atilacak Signature

cenas accumsan lacus vel fac- | jmza
Llisis.

Sunday

A Stamp + Signature is required
in this area.

SIGNATURI
+
STAMP

Figure 3. Sample Internship Diary Template. Please obey the specified layout.
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Furthermore, all daily activity tables must be signed by the internship supervisor and the student. Signed
daily activity tables must be properly scanned in color and submitted on the date announced by the
university internship instructor. The submitted file must have a PDF extension. Excel or other file
formats are not valid. For pictures belonging to office activities, the time and date stamp feature of the
camera must be activated. Pictures belonging to office activities will be used in the Internship Report.

You can follow the steps below to turn on the visibility of the time, date, and location feature on iOS-
based phones (Figure 4):

e Open Settings > Privacy & Security > Location Services.

e When taking photos/videos during the internship, make sure that location services are turned
on.

e Select the taken photo or video and swipe the photo upwards.

At this stage, date, time, and location information will be displayed below the photo/video. As another
alternative, by clicking on the photo once, you can see the location at the top of the screen, and the date
and time information right below it. Photos taken within a week display the name of the day instead of
the date. Therefore, a week must have passed, and you are expected to take a screenshot in that manner.

7 © @®

Location Camera Microphone

Location Services

4

@ recking

Location Services

Location Services

Location Alerts

Figure 4. i0S Time-Date Stamp Activation Steps

To turn on the visibility of the time and date feature on Android-based phones, you can follow the
steps below (Figure 5):

e Activate the camera and press the settings button.
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e Activate the Watermark feature in the camera settings.
e  After activating the Watermark feature, activate the Date and Time feature.

By following these steps, you can view the date and time information below the photo/video.

< Camera settings < Watermark

Intelligent features on «©

Visual intelligence

Shot suggestions "

Get on-screen guides to help you line up : +
great shots. it |

Scan QR codes i 1

Click on settings

Photos No 4

When shutter button is swiped: re)
Take continuous shots -

Choose the information to dd to the watemark.

Watermark «

............................. @ Model name Edit
High efficiency pictures gececccssccscsscssssssssccccced
Save space by taking pictures in the High H
Efficiency Image Format (HEIF) in Photo : @ Date and time
mode. Some apps and websitesdon't  {,,,,e00000000000000000000000d
support HEIF pictures.

Style
Selfies Font
F Robotc
Save selfies as previewed
Saves selfies and selfie videos justasthey @)
appear in the preview, without flipping = Alignment = = =

them.

Figure 5. Android Time-Date Stamp Activation Steps

THE INTERNSHIP REPORT

At the end of the internship, interning students are expected to prepare an Internship Report detailing
the activities experienced, observed, and recorded in the Internship Diary. The report contains more
detailed explanations of the activities included in the Internship Diary. This submission method ensures
that the interning student monitors office activities more carefully and learns the application process.

Sample Internship Report Page Templates are presented as seen in Figure 6. The page size is the size of
A4 paper aligned vertically. There can be many sections and pictures on the page according to the daily
activities included. Although there are different page layout options in these sections, the title block
section, which includes the report name, student name, date, university, department and course name,
should be the same on all pages.
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Information and Explanation of The Day's Activity. .. ON EVERY PAGE.

IMAGES ABOUT THE WORK

D01.02

D02.01

Figure 6. Internship Report Page Template. Each picture must include a time stamp showing the date

and time the relevant work was done.

The Activity Report must include all daily activities listed in the Internship Diary. Daily activities in the
report should be listed from the first day to the last day, in numerical order according to the coding
(Figure 7). For example, D01.01, D01.02, ... D13.01, D13.02, ... D23.01, D23.02, ... D30.01, D30.02,

| D01.01 I
|_ Day
Count
|Activity Countl

Figure 7. Day and activity number coding method.

The Internship Report should also include Front and Back Cover pages. A sample Cover Page Template
is shown in Figure 8. The Back Cover Page should include a paragraph of ho more than 500 words that
includes the student’s personal opinions and experiences regarding the internship, as well as photographs

of the work performed during the internship. A sample Back Cover page is shown in Figure 9.
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IAED 4003 - INTERIOR ARCHITECTURE SUMMER PRACTICE Il

INTERNSHIP START-END DATES

NAME OF THE COMPANY

YEAR AND SEMESTER:

PREPARED EY: NAME SURNAME OF THE STUDENT
SCHOOL NUMBER

Figure 8. Internship Report Front Cover Page Template

. DEPARTMENT OF
ANTALYA BILIM NERIORARCHITECTURE AND
UNIVERSITY  pnviRONMENTAL DESIGN

IAED ii 003 _:INTERIOR ARCHITECTURE SUMMER PRACTICE Il
YEAR & SEMESTER:
PREPARED BY:

CONCLUSION
Please share your personal thoughts and experiences particular to the construction site.
Maximum 500 words.

PHOTOGRAPHS OF THE CONSTRUCTION SITE INCLUDING TIME AND DATE.
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Figure 9. Sample Internship Report Back Cover Page

THE INTERNSHIP PRESENTATION

Following the preparation of the Internship Report, the internship presentation is prepared. The
presentation must be in digital format and can be uniquely designed by the students. However, certain
rules must strictly be followed:

The cover page must be prepared in accordance with the format in Figure 9. The cover page can be
converted to landscape format. The file format used in the presentation must be .pdf.

Each presentation page following the cover page must include the following elements at the top:
e Prepared by: The student's name and surname must be included.
e Ders Kodu: "IAED 4003 - Interior Architecture Practice 1" must be specified.
o Activity Name / Keyword: The name of the work or a keyword must be found.

e Coding: The D01.01, D02.02 coding must be used for each page in accordance with the work
done, as specified in Figure 6.

o Visuals: Visuals supporting the work done must be included and they must be associated with
the explanations.

The pictures to be shown on the slides must also be included in the Internship Report. Pictures that are
not included in the Internship Report must not be included in the presentation file.

For photographs belonging to the Office activities, the time and date stamp feature of the camera must
be activated. The presentation language is English. Turkish presentations are not accepted. Therefore,
all terms and explanations expressed during the presentation must be in English. The presentation
duration must not exceed 15 minutes in total, with a maximum of one minute for each slide. The course
instructor may ask questions about the internship and request explanations from the student during or
after the presentation.

SUBMISSIONS OF THE INTERNSHIP

Students who complete their internship must be registered for the course “IAED 4003: Interior
Architecture Practice II” in the Fall semester following the summer period in which the internship was
conducted. Students who complete their internship must digitally submit their Internship Diary and
Internship Activity Report within the specified date range to the course environment opened by the
internship/course instructor on the LMS during the registered Fall semester.

Students who conduct their internship in the summer period for the “IAED 4003 — Interior Architecture
Practice II” course submit two or, depending on the situation, three files in the Fall semester. These
documents are the Internship Diary, Internship Evaluation Form, and Internship Report (Students who
provide entries to the IFS system do not need to prepare an Internship Report). Internship diaries signed
by the office official must be properly scanned and merged into a single PDF file. Various mobile
applications or photocopy machines with scanning features can be used for the scanning process. During
the scanning process, the writings and signatures in the diary must be in color and legible. The Internship
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Evaluation Form must be submitted in a stamped and signed envelope as specified on the previous pages.
Likewise, the Internship Report must be prepared as explained in the previous sections, converted into
a single PDF file, and submitted digitally. Students who provide the entry of diaries via the SBS system
do not need to prepare a separate internship report. It should be noted that, unlike the Internship Diary,
there is no need to take a printout of the Internship Report and have it signed by the construction site
official. Therefore, students submit two to three PDF files. Submissions made outside of the format and
layouts specified here will not be accepted. The internship instructor may request corrections regarding
submissions that do not comply with the format. If non-compliance with the format is detected in the
re-submitted files as well, the internship instructor may give a failing grade to the submission.

If the Internship Diary is prepared in the Excel program, the page layout must fit the paper completely.
Any half sentences or expressions should not be included on the papers. The Internship Diary and
Internship Activity Report must be arranged according to vertical A4 size paper dimensions and
submitted as a hard copy inside the blue prong folder shown in the example visual in Figure 9.
APPENDIX-3 should be included in the blue prong folder within a transparent sleeve inside an envelope.
However, the other documents to be submitted must be submitted inside the blue prong folder using a
hole punch, without using transparent sleeves.

Figure 9. Example Blue Prong Folder Visual

EVALUATION OF INTERNSHIP WORK

The evaluation method for the internship diary, internship evaluation form, internship report, and
internship presentation files submitted within the scope of the “IAED 4003: Interior Architecture
Practice II” course is a two-stage process. Following the opening of the semester and the completion of
registrations, the first submissions for the Internship Diary and Internship Report are made.

In the first submissions, the layout and compliance with the format are checked. All parts worked on
while preparing the report, such as the title block, explanations, relevant visuals, and conformity to
interior architecture, are subject to evaluation. After the course instructor performs the checks for the
first submission and gives the first submission grades, they provide feedback to the student to correct
the parts found unsuccessful according to the evaluation criteria. Subsequently, the second and final
submissions for the internship diary and internship report are made during the midterm week. In
addition, the internship presentation is also submitted during the midterm week. Furthermore,
students who submit during the Fall semester are required to make a presentation based on their
submitted internship presentation file on the dates announced by the internship instructor during the
period they are registered for the course. The course instructor may ask the student questions about the
internship and request explanations during the presentation. Therefore, the accuracy, correctness, and
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content of the information included in the documents and conveyed by the student in the presentation,
the consistency of the pictures associated with the content, and the reliability of the methods used in
measurements and calculations are evaluated.

Table 1. Internship Submission and Grading Table

FIRST SUEII\I/TISSEIO MIDTERM MIDTERM MIDTERM FINAL
SUBMISSION N SUBMISSION SUBMISSION SUBMISSION
INTERNSHIP INTERNSHIP INTERNSHIP INTERNSHIP PRESENTATION PRESEN

DIARY REPORT DIARY REPORT FILE TATION

(%10) (%10) (%10) (%10) (%10) (%50)

SUPERVISION OF INTERNSHIP WORK AT THE WORKPLACE

Department Internship Committee members and/or faculty members assigned by the relevant
Department Heads may supervise the student doing the internship at the workplace. Student internships
that are deemed inadequate as a result of the inspection reports may be deemed completely invalid by
the decision of the Internship Committee.
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