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YEDITEPE UNIVERSITY

SCHOOL OF APPLIED SCIENCES
SUMMER PRACTICE & INTERNSHIP REPORT

(STAJ DEFTERİ)
EXCELLENCE IN EDUCATION IS OUR PRIME MOTIVE

SUMMER PRACTICE & INTERNSHIP REPORT

(STAJ DEFTERİ)

	LAST NAME OF THE STUDENT

(ÖĞRENCİNİN SOYADI):
	

	NAME OF THE STUDENT

(ÖĞRENCİNİN ADI):
	

	DEPARTMENT (BÖLÜMÜ):
	

	BEGINNING DATE

(STAJIN BAŞLANGIÇ TARİHİ) :
	

	ENDING DATE

(STAJIN BİTİŞ TARİHİ)
	

	SIGNATURE OF THE STUDENT 

(ÖĞRENCİNİN İMZASI) :
	

	NAME & ADDRESS OF THE INSTITUTION

(İŞYERİNİN ÜNVANI VE ADRESİ) :
	

	SIGNATURE & STAMP OF THE INSTITUTION

(İŞYERİNİN İMZASI VE MÜHÜRÜ):
	


STAJ İLE İLGİLİ ÖĞRENCİLERİN İZLEMELERİ GEREKEN KURALLAR 

	AŞAMA
	*
	NE YAPILMALI ?

	XXX
	
	STAJ DÖNEMİNE GELMİŞ OLAN ÖĞRENCİLERİN DİKKATİNE:

Ders kayıtları sırasında, diğer dersler ile birlikte “staj” dersinin de alınması ve kaydının yaptırılması gerekmektedir

Staj, bölüm programlarında öngörülen zamanda (dönem) ve bölüm tarafından onaylanan iş yerinde yapılır

Staj dersine kayıt yaptıran öğrenciler bu “staj” ve “staj oryantasyon derslerine ilişkin olarak tasarlanan faaliyetlerden sorumludurlar

Staj oryantasyon dersine katılmayan öğrenciler staja başlayamaz. 

STAJA GİTMENİZ UYGUN BULUNMUŞ İSE, Aşağıdaki Aşamaları Takip Edin 

	01
	
	Uygulamalı Bilimler Yüksekokulu Web sayfasından, staj defteri ve diğer ilgili dökümanları kendi bilgisayarınıza indirin. 

	02
	
	Lütfen Defter’deki Bilgileri ve Yapılması Gereken Hususları Çok Dikkatlice İnceleyin. Nerede Staj yapmanız gerektiği hususunu etraflıca araştırın. 

	03
	
	Lütfen Danışmanınıza Gidiniz, ve yukarıdaki konuları kendisine danışın.

	04
	
	DANIŞMANINIZIN HAZIRLAYACAĞI AŞAĞIDAKİ BELGELERİ ALIN.

(1) Staj Yapacağınız İşyeri İçin Bölüm Başkanı Tarafından İmzalı Yazı, 

(2) İşyeri Değerlendirme Formu (Zarf İçinde) 

	05
	
	4. Madde’de Belirtilen 1 ve 2 Nolu Belgeler İle İşyerine Müracaat Edilecektir. Bu Belgeleri İşyerine Teslim Edin. 

	06
	
	Stajınızın İlk Günü. 

	07
	
	Günlük Raporlarınızı Düzenli Biçimde İmzalatın. Buna Paralel Olarak Staja İlişkin GENEL RAPORU  da Staj Defterinizdeki Sayfaları Kullanmaksızın Ayrı Taslak Olarak Yazmaya Devam Edin. Staj Devam Ettiği Müddetçe Lütfen Gelişmelerden Danışmanınızı Haberdar Edin. Staj Dersinizin Harf Notunun Belirlenmesinde Danışmanınızın Önemli Bir Ağırlığı Vardır. 

	08
	
	Staj’a Başlamadan Önce Veya Stajınız Devam Ederken, Lütfen Staj Dersinizin Gerektirdiği Dönem-İçi Faaliyetlerini Aksatmayın. 

	09
	
	STAJINIZIN SON GÜNÜ.


	10
	
	DAHA SONRA, 

(a) Lütfen, Günlük Raporlarınızı Kontrol Ediniz, ve Eksiklerinizi Tamamlayın.

(b) Taslak Olarak Hazırladığınız GENEL RAPORU Gözden Geçirin. Bu Raporun Son Şeklinin En İyi Düzey’e Çıkması İçin İşyerinizin Yardımını Talep Edin. Ortaya Çıkan Son Şeklini Staj Defterinizdeki İlgili Sayfalara Aktarın.

(c) (c ) Staj Defterinizi Tamamlayın. (Staj Defterinizin Her Sayfasının İstenilen Şekilde İmzalı ve Mühürlü Olması Esastır). 

	11
	
	ORİJİNAL İMZA VE MÜHÜRLERİN BULUNDUĞU STAJ DEFTERİNİZDEN (2) KOPYA FOTOKOPİ ÇEKTİRİN. DAHA SONRA AŞAĞIDAKİ AŞAMALARI TAKİP EDİN:

(a) Fotokopisi Çekilmiş ve Uygun Bir Şekilde Ciltlettirilmiş kopyalardan Birini  İşyerine Teslim Edin,

(b) İşyerinizin “İşyeri Değerlendirme Formunu” Hazırlamasını Bekleyin. (Staj Defterinizin Bir kopyasını İşyerine Vermeden Bu Form Hazırlanmayacaktır). Zarfın kapalı, imzalı, ve mühürlü olmasına dikkat edin. 

(c) İşyerinizle İlgili İşlemleri Tamamlayın.

	12
	
	“ÖĞRENCİ DEĞERLENDİRME FORMU” Olarak Size Verilen (Şahsınıza Ait Yorumlar İçin) Formu Okul Tarafından İstenilen Şekilde Doldurun. Lütfen Zarfı Kapatın, ve Arka Dış Cephesini İmzalayın. Yorumlarınızı İşyerine Göstermeyin. 

	13
	
	Stajınızla İlgili İşlemler Tamamlanmıştır.

	14
	
	“İşyeri Değerlendirme Raporu”, Öğrenci Değerlendirme Raporu”, Orijinal Staj Defteri, ve Orijinal Staj Defterinin Bir Fotokopisini DANIŞMANINIZA Teslim Edin. “İşyeri Değerlendirme Raporu” Arka Dış Cephesi İmzalı ve Mühürlü Olan Kapalı Bir Zarf İçinde Olmak Zorundadır. Öğrenci Değerlendirme Formu da Arka Dış Cephesi İmzalı olan Kapalı Bir Zarf İçinde Teslim Edilmelidir. Orijinal Staj Defteri ise, Orijinal İmza ve Mühürü İçermelidir. Okul Tarafından Yapılacak Değerlendirmeleri Bekleyin. 


INSTRUCTIONS FOR STUDENTS REGARDING SUMMER PRACTICE / INTERNSHIP 

	STEP
	*
	WHAT TO DO ?

	XXX
	
	NOTE FOR STUDENTS WHO SHOULD COMPLETE THEIR SUMMER PRACTICE / INTERNSHIP:

Please Get Yourself Registered For (as appropriate) While You Register For Other Required Courses.

All students who take Orientation Courses Must Comply With the Requirements Imposed Upon By the Relevant Departments As Well As the Instructors or Coordinators of These Courses.

THEN, Please Ask Your Adviser Whether You Would Be Allowed to Proceed For Your Summer Practice / Internship. The Management of the Faculty of Commerce Has a Summer Practice/Internship Policy, Which Should Be Definitely Followed By Every Student of the School. Please Do Not Proceed Until It Is Fully Clear That You Are Allowed to Do So. 

IF YOU ARE ALLOWED TO PROCEED, THEN PLEASE FOLLOW THE FOLLOWING STEPS: 

	01
	
	Please Go to the Stationary of the School & buy your Summer Practice / Internship Booklet. 

	02
	
	Please read the contents carefully, and examine the major requirements. Please finalize the selection of work place for your summer practice/internship. 

	03
	
	Please Go To Your Adviser, and discuss the above matters. 

	04
	
	YOUR ADVISER WILL PREPARE THE FOLLOWING DOCUMENTS FOR YOU. PLEASE GET THESE DOCUMENTS WHEN PREPARED. 

(a) An official letter signed by the Chairman of the Department for the Work Place of your Internship. 

(b) An official copy of institutional evaluation form (in an envelope). 

(c) An official copy of student evaluation form (in an envelope). Do not give this form to the work place. Keep it with you until the end of summer Practice/Internship. 

	05
	
	Please go to the work place and hand over your documents no. 1 & 2 of step 4 above. 

	06
	
	Please begin your summer practice / internship. 

	07
	
	Your daily reports must be signed (as instructed in your booklet) by the responsible authority of your work place without any delays. In the mean time (without writing anything on your booklet) please keep on writing drafts of your general report. You should also keep your adviser informed periodically about the developments regarding your work. Please do not forget that your adviser will have a significant weight in your overall grade for this course. 


	08
	
	Before beginning your summer practice/internship, or during the period of your summer practice/internship, please obey the requirements prescribed for internship courses (during the semester or during the summer) without any interruptions. 

	09
	
	LAST DAY OF YOUR SUMMER PRACTICE/INTERNSHIP: 

	10
	
	(a) Please check your daily reports & complete any missing items. If necessary, please make your revisions.

(b) Please review your “general report” drafts. In order to improve the quality of your “general report”, please seek help from the work place. Now you are ready to write your general report on your booklet. 

(c) Please complete your summer practice/ınternship booklet as required by the Faculty. 

Please be informed that each page of your summer practice/internship report booklet (i) Must be signed & stamped by the responsible authority, (b) Must conform to the rules pre-determined by the School. : OTHERWISE it would not be accepted by your adviser.

	11
	
	Now when you have the original copy ready in all respects: Please get 2 photocopies of this original report:

Hand over one binded photocopy to the work place.

Please wait for your work place to prepare Institutional Evaluation Form for you. Your work place would not prepare this evaluation report, if you do not submit a copy of your summer practice/internship report. This report must be in the envelope (as given to you) which is closed, signed by the responsible person, and stamped.

Please complete all required formalities regarding your work place. 

	12
	
	In order to convey your views about the work place, we have designed a “student evaluation form”. This was given to you right at the beginning. Please fill this form (without conveying any information regarding the contents of this report to the work place). Please close the envelope, and sign it on the backside. 

	13
	
	Please complete all necessay formalities regarding your summer practice/internship report. 

	14
	
	Please go to your adviser with 

a) Institutional Evaluation Report,

b) Student’s evaluation report, 

c) Original summer practice/Internship report, 

d) A photocopy of Original summer practice/internship report.

Item (a) MUST be closed envelope (duly signed & stamped). Item (b) Must also be closed & signed envelope.

NOW please wait for your final grade.


INFORMATION ABOUT THE CONTENTS OF THE SUMMER PRACTICE/INTERNSHIP REPORT

	No.
	TOPIC OF THE REPORT
	EXPLANATION

	01
	REPORT SUBMISSION
	This page specifies, how and in what ways a student should submit his/her report.

	02
	ACKNOWLEDGEMENTS
	A student can write acknowledgements to any person, work place, Vocational School, etc.(Two Pages). 

	03
	CONTENTS
	Student should write the contents of the report in a systematic fashion.

	04
	INTRODUCTION
	Student should introduce the essence of overall summer practice/internship indicating systematically how individual chapters of the report were handled by the student. (Two Pages) 

	05
	DAILY/WEEKLY REPORT
	There are 100 pages for you to write your daily progress. Please use as many pages as required. Please write page numbers in serial order in the empty space provided for this purpose. Your daily report may be written in Turkish or English depending upon the nature of your work place.

	06
	GENERAL REPORT
	There are 25 pages for you to write an overall summer practice/internship report. Normally a general report comprising of 20 pages would be accepted.

	07
	REFERENCES
	Student should write any references e.g., names of the books, journal articles, lecture notes, or any other relevant material which has been used to write the general report. (Two Pages). 

	08
	APPENDIX
	Students can add any other material e.g., graphs, statistical outputs, maps, pictures etc. If you have appendix to add, please take out the spiral of your booklet, properly add these pages, and get your booklet re-adjusted. 


GRADING CHART
	EVALUATION OF SUMMER PRACTICE/INTERNSHIP REPORT (100 Points)

	
	(i) Work place Evaluation
	 / 30 Points
	

	
	(ii) Quality of Daily Reports
	 / 30 Points
	

	
	(iii) Quality of General Report
	 / 30 Points
	

	
	(iv) Report Presentation
	 / 10 Points
	

	
	TOTAL
	= / 100 Points
	

	
	 OVERALL LETTER GRADE:
	


ÇALIŞILAN DEPARTMANLARLA İLGİLİ BİLGİLER / INFORMATION ABOUT THE DEPARTMENTS IN WHICH STUDENT HAS WORKED. 

	BERABER ÇALIŞILAN YETKİLİ KİŞİ (KİŞİLERİN) SOYADI, ADI 

(LAST NAME, NAME (s) OF THE RESPONSIBLE PERSON(s)). 
	DEPARTMAN

(DEPARTMENT)
	ÇALIŞILAN DÖNEM (INTERNSHIP PERIOD)
	ÇALIŞILAN TOPLAM GÜN SAYISI (TOTAL NUMBER OF WORK DAYS) 

	
	
	
	

	
	
	
	

	
	
	
	


KISIM 1: ÖNSÖZ (PART 1: ACKNOWLEDGEMENTS)

KISIM 2: İÇİNDEKİLER (PART 2: CONTENTS)






	KISIM
	KONU BAŞLIĞI (NAME OF THE TOPIC COVERED)
	SAYFA / PAGE NO

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


KISIM 3: GİRİŞ (PART 3: INTRODUCTION)

KISIM 4: GÜNLÜK/HAFTALIK RAPOR (PART 4: DAILY/WEEKLY REPORT) 

KISIM 5: GENEL RAPOR (PART 5: GENERAL REPORT) 

1. History of the Institution 

1.1. Date of Foundation
1.2. Vision & Mission of the Organization

1.3. Ownership Status and Key Partners

1.4. Management Style (Management Contract, Franchise ...)

2. Organizational Structure of the Institution

2.1. Organizational Chart of the Institution

2.2. Departmental Responsibilities & Key Functions

2.3. Key Executives of the Organization

3. Departmental Organizational Structure & Functions

3.1. Authority and Responsibility Relationships Within the Department

3.2. Departmental Job Descriptions & Job Specifications

3.3. Relations with Other Departments

3.4. Key Challenges faced by the Department

3.5. Possible solutions to Key Challenges

4. SWOT Analysis
5. Contributions

5.1. Skills Developed During the Internship

5.2. Responsibilities Taken

5.3. Future Plans

KISIM 7: EKLER (PART 7: APPENDIX: REFERENCES)

� EMBED PBrush  ���
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