Informations About Writing Out Internship Notebooks

Processes that must be done in school

· Student internship form (must be copied related with the number of company)

· Front page of internship notebook

A photograph must be pasted onto the empty field by student and documents containing photographs must be sealed by the person in the Student Register’s Office and the same documents must also be signed by Faculty Secretary, Vice Deans or one of the Internship Comittee Members.

ABOUT HOW TO FILL IN INTERNSHIP NOTEBOOKS

· All internships must be written on the separate notebooks and must be delivered being put into A3 sized envelopes.

· In notebooks, instead of writing theoretical informations, informations regarding the company must be written. Machine track written in the notebook must be the same as in the company. Any machine must not be written in the notebook if it does not exist in the company. Internship notebooks must be as parallel to the internship sheet.

· Internship notebooks must be written by hand not by computers. Any notebooks written by computer will not be accepted.

· All pages including also the documents taken from the company must be signed and sealed by the company.

· Ballpoint pen or fountain pen must be used.

· On the front page of internship notebooks, company’s signs and seals must exist, and informations regarding date and others must be filled-in.

· For each internship company, separate envelopes must be delivered.

· Samples taken form the company must be pasted onto the related field at the end of the pages.

· Saturdays can be accepted as workday only if the company gives an official document. Internship done on the August 30 th will not be accepted.

· Students who are in graduate situation can make internships in the February holiday.

· ‘Engineering workshop’ internship is not a prerequisite for other internships.

· In order to make Group 2 and Group 3 internships, related classes must be achieved.

· Students cannot make internship if they register any classes in the related term; although they are registered only Senior Design Project.

· Erasmus students can make their internships until the beginning of their contractual school since they take permission from the faculty.

IN ENVELOPES

*
Company questionnaire form 

*
Student internship form (certified by the faculty or by the company internship takes place)

*
Company form should be included.  

SUBMISSION/DELIVERY OF INTERNSHIP NOTEBOOKS 

· Documents filled by the company should be included in an envelope which has the company’s sign and seal. 

· Open envelops will not be accepted. 

· Internship notebooks and envelops including the documents should be put in larger envelops with student name and student id number and should be submitted to the registrar’s office in the first two weeks of the semester. Late submitted internship notebooks will not be accepted. 

Important Note: The students that will send their internship notebooks by post are responsible of their notebooks whether they are delivered to the faculty until the deadline.

