APPENDIX-2: RULES AND REGULATIONS FORM / EK-2: KURALLAR VE

10.

11.

12.

13.

DUZENLEMELER FORMU

STAJYER OGRENCININ SORUMLULUKLARI:

Staj egitimi Ogretim siirecinin 6nemli ve vazgecilmez bir parcasidir. Bu
yizden oOgrenci diger derslerine gosterdigi ilgi ve 0Ozenin aymsim staj
egitimine de gostermekle yiikiimlidiir.

Stajyer olarak bulundugunuz kurum iginde gerek Universitemizi ve gerekse
boliimiimiizii temsil etmenizden dolayr davramis ve yaklasimlarimiz biiyiik
onem tasimaktadir. Unutmamaniz gereken husus, stajyer olarak bulundugunuz
stirede 6grenci kimliginizi halen tasimakta oldugunuz ve 6grenci olmaktan
kaynaklanan tiim yiikiimliliiklerinizin aynen devam ettigi gercegidir.

Staj esnasinda bulundugunuz kurum personeli i¢in gelistirilmis tiim kurallar
sizin i¢in de tamamen gecerlidir. Bu kurallar1 6grenmek ve uygulamak
zorunlulugu size aittir. S6z konusu kurallar size “Calisan Kitapgig1”, “Kurum
Igin Oryantasyon Toplantisi”, “Personel {lan Tahtalar” ya da diger yollarla
duyurulacaktir.

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

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

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

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

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

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

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

Stajyer, miisterilerle (misafirlerle) yiliz ylize hizmet vermesi gereken
kosullarda kisiler arasi iletisimine daha ¢ok 6zen géstermekle ylktmliidiir.
Staj esnasinda kuruma ait ticari Onem arz eden bilgilerin kullanilmas:
durumunda bu bilgilerin hassasiyetle korunmasi azami Onem tasimaktadir.
Stajyer 6grenci, s6z konusu bilgileri her ne sebeple olursa olsun igilincii
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sahislara aktaramaz. Bu bilgilerin paylasimi stajin  sonlandirilmasi ve
O0grencinin stajdan basarisiz sayilmasina yol acabilir.

Stajyer, staj esnasinda boliim 6gretim {iyelerince yapilacak ziyaretlerde gorev
yerinde bulunmalidir. Stajyerin gorev yerinde bulunamamasi stajin gecgersiz
sayilmasi ve 6grencinin stajdan basarisiz bulunmasiyla sonuglanabilir.

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

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

RESPONSIBILITIES OF THE STUDENT INTERN:

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

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

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

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

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

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

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

You are required to conduct yourselves in a manner which is constructive,
consistent, and agreeable when interacting with interns, employees, and
supervisors: remember, you are essentially a guest of this institution.



9. It is your responsibility to apply your best efforts to all duties assigned to you,
and to carry them out with the utmost care and professionalism.

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

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

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

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

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

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

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

Yukarida yazan Stajyer Ogrencinin Sorumluluklari yazisim okudum.Stajim
siiresince bu kurallara uyacagim taahhiit ederim.

I have read and understood the responsibilities of the student intern written
above, and I affirm that I will abide by these rules during the period of my
internship.

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

Ogrenci No:
(Student ID)



STAJ ESNASINDA KARSILASILASILABILECEK ZORLUKLARLA BASA

CIKMAK

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

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

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

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

10.

Karstlagtiginiz  zorlugun kaynagint bulmaya calisin. Sorun kurumla mu,
departmanla mi1, baska stajyer ya da ¢alisandan mi, yoksa amirle mi ilgili?
Karsilastigimiz zorlugu aynmi giin aksami detaylariyla (yer, saat vs..) kagida
dokiin.

Zorlugun ¢oziilmesinde sizin payinizin ne olabilecegini belirleyin.

Zorluk soruna doniismeye basladiysa oncelikle durumu agiklayan bir e-postay1
gecikmeksizin bolim 6gretim tiyelerine gonderin.

Boliim staj danisman 6Zretim liyesine bagvurmak icin gec kalinmasi, sorunu
baslangic asamasinda c¢oziilmesine firsat vermeyerek daha biiyiik neticelere
yol acabilir.

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

Boliim 6gretim tiyesinin bilgisi disinda, kurum ve 6grenci arasinda varilan
cozlimlerin staj siireci {lizerinde olumsuz hususlar olusturma riski
bulunmaktadir ve bu riskler stajin gecersiz sayilmasina kadar giden sonuglar
dogurabilir.

Kurum ile stajyer arasinda ¢oziilmeye galisilan sorunlarda boliim 6gretim
tiyesinin mutlak surette onay1 alinmalidir.

Soz konusu siirecin 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. Try to find the cause of the issue. Does it stem from an issue with the
organization, department, or other interns, employees, or supervisors?

2. Document the details of the issue on the evening of the day it occurred (place,
time, etc).

3. Strategize about what part you can play in the solution.

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

5. 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.

6. 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.

7. The meeting that the departmental internship advisor has with the internship
sponsor is essential, and the advisor will communicate the results to the intern.
8. 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.

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

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

INTERNSHIP

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

Arrive on time

Arrive with proper clothing and the proper attitude

Develop interpersonal skills

Carry out the assigned tasks and responsibilities

Request additional tasks and responsibilities

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

How reports are used to mutually communicate information between
departments

The usability and effectiveness of these reports

How personal relationships impact the work performed between departments
How HR 1is used by the corporate office and by the department

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

Similar issues and matters observed

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

To gain skills and experience by focusing on the feedback and criticism
offered by the institution or department.



