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Ogrencinin Adi Soyadi

Student's Name Surname

Okul Numarasi
Student Number

Programi
Program

Staj Yapilan Kurum
Internship Organization

Staj Donemi
Internship Period

Bu dosya, staj bitiminden itibaren 7 (yedi) glin igcinde Béliim Sekreterligine teslim edilir.
This file is submitted to the Department Secretariat within 7 (seven) days after the internship ends.
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OGRENCI STAJ DOSYASI

Student Internship File

On lisans zorunlu staj uygulamasi / Compulsory associate degree internship

OGRENCININ / STUDENT'S

Adi Soyadi

Name Surname

Okul Numarasi
Student Number

Programi
Program o
Fotograf
Kurum Adi _ Phoo
Organization Ogrencinin fotograf yapistirmasi
zorunludur.

Staj Yapilan Birim
Unit / Department

Students must attach a photograph here.

Staj Baslangi¢ Tarihi
Start Date

Staj Bitis Tarihi
End Date

STAJ ONAY
INTERNSHIP APPROVAL

Bu bolim Staj Komisyonu tarafindan doldurulur. / This section is completed by the Internship Committee.

STAJ KOMiISYON BASKANI

Committee Chair

KOMISYON UYESI

Committee Member

KOMISYON UYESI

Committee Member

Adi Soyadi: / Name Surname:

Adi Soyadi: / Name Surname:

Adi Soyadi: / Name Surname:

Staj Durumu: / Internship Status:

Staj Durumu: / Internship Status:

Staj Durumu: / Internship Status:

imza / Signature

imza / Signature

imza / Signature

ISYERI YETKILISINE NOT

olarak 6grenciye veriniz.

e Sorulariniz i¢in: 0248 213 81 00, bucakmyo@mehmetakif.edu.tr

« Ogrencinin yapti§i isi giinliik sayfaya yazmasini ve her giin sizin onayinizdan gegirmesini isteyiniz.
« Yalnizca doldurulmus sayfalari imzalayip kaseleyiniz. Bos sayfalari imzalamayiniz.
« Gizli Degerlendirme Formunu doldurduktan sonra zarfa koyunuz, zarfi kapatip kase ve imza ile onaylayiniz ve kapal
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10.

11.
12.

13.

14.

15.

STAJ UYGULAMA ESASLARI

Internship Rules and Procedures

Stajlar, Staj Komisyonu Baskanhginin denetiminde yuratalar.

Staj bilgileri ve baslama tarihi, staja baslamadan en az (¢ (3) giin 6nce 6grenci tarafindan Bolim Sekreterligine
bildirilir. Bildirim yapilmayan staj gecerli sayilmaz.

Stajlar Yiksekokulumuzun belirledigi surelerde yapilir. Bu sirelerin disinda yapilan staj kabul edilmez.

Staj siresi en az 20 is gunidir. Bu sureden fazla staj, Bolim Baskanli§i ve Staj Komisyonunun dnerisiyle
yapilabilir. Her is glini icin ayri bir giinlik 6zet sayfasi doldurulur ve sayfalar sirayla numaralandirilir.
Kullaniimayan bos sayfalar dosyadan cikarilir.

GUnluk sayfaya o gun yapilan is agik bigcimde yazilir: hangi is yapildi, hangi arac ve yontem kullanildi, ne dgrenildi.
"Bugun bir sey yapilmadi", "genel isler" gibi ifadeler kullaniimaz. Doldurulacak is yoksa durum isyeri yetkilisiyle
gorusulerek 6grenciye uygun bir ¢alisma verilmesi saglanir.

Her giinlilk sayfada tarih ile isyeri yetkilisinin adi soyadi, unvani, imzasi ve kasesi bulunur. isyeri yetkilisi, Staj

Komisyonunca belirlenen nitelikte olmalidir.
Yetkili yalnizca doldurulmus sayfayi imzalar. imzali bos sayfa bulunan dosya kabul edilmez.

Gunluk sayfaya, yapilan isi agiklayan gorsel (fotograf, ekran gorintiisti, sema) eklenebilir. Gorselde kisisel veri (ad,
kimlik, telefon, plaka, yuz vb.), musteri bilgisi, ticari fiyat ve isletmeye ait gizli bilgi bulunmaz. Gorselde bu tur
bilgiler varsa kirmizi kalemle okunamayacak sekilde tGzeri gizilir veya drnek gorsel kullanilir. Gorsel yetkilinin uygun
gormesiyle eklenir, sayfanin yarisindan biyuk yer tutan materyaller ek olarak verilir ve sayfada eke atif yapilir.
Dosya yalnizca elle doldurulur. Bilgisayarda doldurulup yazdirilmis dosya kabul edilmez. Bos ¢ikti tek yizli alinir,
koyu mavi veya siyah tikenmez kalemle okunakli yazilir; silinti ve kazinti yapilmaz, hata varsa yetkili dizeltmeyi
parasla onaylar.

Gizli Degerlendirme Formu (staj sicil notu), 6grencinin stajindan sorumlu yetkili tarafindan doldurulur ve onaylanir.
Form zarfa konur, zarf kapatilir, kase ve imzayla onaylanir ve kapall bicimde 6grenciye teslim edilir. Ogrenci zarfi
acmaz.

Zarf acik ya da onaysiz olursa Staj Komisyonu staji kabul etmez. Zarf, staj dosyasiyla birlikte okula teslim edilir.
Tamamlanan dosya, seffaf dosya iginde mavi kapakli dosyaya takilarak teslim edilir. Dosya yirtik veya burusuk
olmamali, fotograflar ilgili alanlara yapistirilmis olmalidir. Eksik dosya teslim alinmaz.

Staj dosyasi sunlardan olusur: staj dosyasi (kapak, giinlik sayfalar), 6grencinin staj yeri degerlendirme anketi, staj
sicil notu (isyerince onayh kapall zarf icinde) ve varsa diger ek belgeler (fotograf, katalog, plan, brosir vb.).

Dosya, staj bitiminden itibaren 7 (yedi) glin icinde 6grenci tarafindan imza karsihgi Bélim Sekreterligine teslim
edilir. Kargo veya posta ile gonderilen dosyalarda fatura 6grenci tarafindan saklanir. Postada ya da kargoda
kaybolan dosyadan Yiksekokulumuz sorumlu degildir.

Staj Komisyonu Baskanligi, dosyanin tesliminden sonraki ilk hafta icinde degerlendirme yapar. Daha 6nce
Yuksekokul web sitesinde ilan edilen tarihte 6grenciler s6zli sinava alinir.

S6zli sinavdan sonra komisyonca degerlendirilen dosyalar, sinav tarihinden itibaren 7 (yedi) giin icinde dilekgeyle
Ogrenci islerine bildirilir. Staji kabul edilmeyen dgrenciler web sitemizde ilan edilir.

OGRENCI TESLIM ONCESI KONTROL LISTESI / Pre-submission checklist

Staj suresince yapilan her giiniin sayfasi (en az 20 is guinll) doldurulmus ve numaralanmistir;
kullaniilmayan bos sayfalar ¢ikariimigtir.

Her sayfada tarih, yetkilinin adi soyadi, unvani, imzasi ve kasesi vardir; imzali bos sayfa yoktur.

Fotograf 6grenci bilgileri sayfasina yapistiriimistir.

Gizli degerlendirme formu zarfta, zarf kapali, kaseli ve imzaldir. Zarfi agmadim.

O
O
0
O
O

Dosya seffaf dosya icinde mavi kapakli dosyaya takilmistir, burusuk ve yirtik degildir; ek belgeler (varsa)
eklenmistir.
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11.
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14.

15.

16.

STAJ UYGULAMA ESASLARI (INGILiZCE)

Internship Rules and Procedures (English)

Internships are carried out under the supervision of the Internship Committee Chair.

Internship details and the start date must be reported by the student to the Department Secretariat at least three (3) days before
the internship begins. An internship that has not been reported is not valid.

Internships are carried out in the periods determined by the School. Internships carried out outside these periods are not
accepted.

The internship lasts at least 20 working days. A longer internship may be carried out upon the recommendation of the Head of
Department and the Internship Committee. A separate daily summary page is completed for each working day and the pages are
numbered in order. Unused blank pages are removed from the file.

Each daily page must state clearly what was done that day: which task was performed, which tools and methods were used, and
what was learned. Statements such as "nothing was done today" or "general tasks" are not used. If there is no work to record, the
situation is discussed with the workplace supervisor so that the student is given a suitable assignment.

Each daily page contains the date and the name, title, signature and seal of the workplace supervisor. The supervisor must have
the qualifications set by the Internship Committee.

The supervisor signs only completed pages. A file containing a signed blank page is not accepted.

Visuals (photographs, screenshots, diagrams) that explain the work done may be added to the daily page. Visuals must not
contain personal data (names, ID numbers, phone numbers, license plates, faces, etc.), customer information, commercial prices
or confidential company information. If such information appears, it is crossed out with a red pen so that it cannot be read, or a
sample visual is used. Visuals are added with the supervisor's approval; materials taking up more than half a page are submitted
as attachments and referenced on the page.

The file is completed by hand only. A file filled in on a computer and printed is not accepted. The blank printout is single-sided
and is filled in legibly with a dark blue or black ballpoint pen; no erasing or scratching out is allowed, and any correction is initialed
by the supervisor.

The Confidential Evaluation Form (internship record) is completed and approved by the supervisor responsible for the student's
internship. The form is placed in an envelope, the envelope is sealed, signed and stamped, and handed to the student closed.
The student does not open the envelope.

If the envelope is open or unapproved, the Internship Committee does not accept the internship. The envelope is submitted to the
school together with the internship file.

The completed file is submitted in a clear sleeve inside a blue-covered folder. The file must not be torn or crumpled, and
photographs must be attached to the relevant fields. Incomplete files are not accepted.

The internship file consists of: the internship file (cover and daily pages), the student workplace evaluation survey, the internship
record (in a sealed envelope approved by the workplace) and, if any, other attachments (photographs, catalogs, plans,
brochures, etc.).

The file is submitted to the Department Secretariat by the student against a signature within 7 (seven) days after the internship
ends. For files sent by mail or cargo, the student keeps the receipt. The School is not responsible for files lost in the post or
cargo.

The Internship Committee Chair evaluates the file within the first week after submission. Students are given an oral examination
on a date announced beforehand on the School website.

After the oral examination, the files evaluated by the committee are reported to the Student Affairs Office by petition within 7
(seven) days of the examination date. Students whose internship is not accepted are announced on our website.

PRE-SUBMISSION CHECKLIST FOR STUDENTS

[ | Pages for every day worked (at least 20 working days) are completed and numbered; unused blank pages are removed.
[] | Every page has the date and the supervisor's name, title, signature and seal; there is no signed blank page.

[J | The photograph is attached to the student information page.

[J | The confidential evaluation form is in an envelope that is sealed, stamped and signed. | did not open the envelope.

[0 | Thefileis in a clear sleeve inside a blue-covered folder, not crumpled or torn; attachments (if any) are included.

NOTE TO THE WORKPLACE SUPERVISOR

« Ask the student to write the work done on the daily page and have it approved by you every day.

« Sign and stamp completed pages only. Do not sign blank pages.

« After completing the Confidential Evaluation Form, put it in an envelope, seal it, stamp and sign it, and hand it to the student closed.
« For questions: +90 248 213 81 00, bucakmyo@mehmetakif.edu.tr
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PRATIK CALISMANIN GUNLERE GORE DAGILIM CETVELI
Schedule of Practical Work by Day

Gin Tarih Ogrencinin Calistigi Konularin Ozeti Sayfa No
Day Date Summary of Work Done by the Student Page No

1 1

2 2

3 3

4 4

5 5

6 6

7 7

8 8

9 9
10 10
11 11
12 12
13 13
14 14
15 15
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Cetvel (devam) / Schedule (continued): 16 - 30

Giin Tarih Ogrencinin Calistigi Konularin Ozeti Sayfa No
Day Date Summary of Work Done by the Student Page No
16 16
17 17
18 18
19 19
20 20
21 21
22 22
23 23
24 24
25 25
26 26
27 27
28 28
29 29
30 30

Toplam is Giinii / Total Working Days
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Confidential Evaluation Form

DIKKAT: Bu form staj veren kurum veya isyeri tarafindan doldurulur. Doldurulduktan sonra zarfa konur, zarf
kapatilip kase ve imza ile onaylanir ve kapali olarak 6grenciye verilir. Ogrenci zarfi agmaz.

ATTENTION: To be completed by the host organization, placed in an envelope, sealed, stamped, signed and handed to the student closed. The student
does not open the envelope.

OGRENCININ / STUDENT'S ISYERININ / WORKPLACE'S
Adi Soyadi / Name Surname: Adi/ Name:
Staj Dali / Field: Adres / Address:
Staj Siiresi / Duration: Telefon / Phone:
Staj Baslama Tarihi / Start Date: Faks / Fax:
Staj Bitis Tarihi / End Date: E-posta / E-mail:

Sayin isyeri Yetkilisi / Dear Workplace Supervisor

isyerinizde staj kapsaminda siiresini tamamlayan 6grencinin bilgi, beceri ve stajdan yararlanma derecesi ile iligkileri ve
davranislarinin niteliklerini belirleyebilmek i¢in asagidaki tabloyu 6zenle doldurunuz.

Please complete the table below carefully to determine the student's knowledge, skills, benefit from the internship, and the quality of relations
and behavior.

DEGERLENDIRME TABLOSU / Evaluation Table

Ozellikler Degerlendirme
Criteria Grade

ise ilgi / Interest in the Job

isin Tanimlanmasi / Understanding of the Job

Alet ve Techizat Kullanma Yetenegi / Ability to Use Tools and Equipment

Algilama Gucti / Perception

Sorumluluk Duygusu / Sense of Responsibility

Calisma Hizi / Working Speed

Uygun ve Yeteri Kadar Malzeme Kullanma Becerisi / Ability to Use Materials
Properly and Adequately

Zamani Verimli Kullanma / Efficient Use of Time

Problem Cozebilme Yetenegi / Problem-Solving Ability

iletisim Kurma / Communication

Kurallara Uyma / Compliance with Rules

Grup Calismalarina Yakinhgi / Aptitude for Teamwork

Kendisini Gelistirme istegi / Willingness to Improve Oneself

Genel Degerlendirme / Overall Evaluation

Kodlar: Cok lyi (A), lyi (B), Orta (C), Zayif (D), Olumsuz (E). / Codes: Excellent (A), Good (B), Fair (C), Poor (D), Unsatisfactory (E).

Staj bitiminden sonra 6grencimizle ¢calismayi diistiniir miisiiniiz? / Would you consider working with our student after the
internship?

Ogrencinin stajda sorumlu oldugu ¢alismalar / Tasks the student was responsible for during the internship

YETKILiI AMIRIN / SUPERVISOR'S

imza | Kase / Signature / Seal
Adi Soyadi / Name Surname Unvani / Title Tarih / Date

STJ-105 | Staj Dosyasi | htmyo.mehmetakif.edu.tr
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OGRENCININ STAJ YERINi DEGERLENDIRME ANKETI

Student Evaluation Survey of the Internship Workplace

Bu anket isyerine gosterilmez; yalnizca Yiiksekokulun staj yerlerini iyilestirmesi i¢in kullanilir. Liitfen ictenlikle doldurunuz.
This survey is not shared with the workplace; it is used only to improve internship placements. Please answer honestly.

Staj yapilan kurum / Internship organization

Staj donemi / Internship period

Her ifade igin size uygun kutucugu isaretleyiniz (v). / Tick the box that suits you for each statement.

1

Overall, | was satisfied with the internship workplace.

ifade Kesinlikle 2 3 4 Kes?likle
Statement katilmiyorum Katilmiyorum Kararsizim Katiliyorum Katil
Strongly Disagree Neutral Agree EUI Il
disagree Strongly agree
1. Staj yeri, programimla ilgili isler yapmama imkan verdi. 0 0 0 0 0
The workplace allowed me to do work related to my program.
2. Staj sliresince bana uygun ve anlamli gérevler verildi.
| was given suitable and meaningful tasks during the internship. D D D D D
3. isyeri yetkilisi ve egitici personel bana yeterince zaman
ayirdi, yol gosterdi. ] ] ] O O
The supervisor and trainers spent enough time and guided me.
4. isyerindeki calisanlar bana saygili ve destekleyici
davrandi. L] L] L] L] L]
The employees treated me respectfully and supportively.
5. Alet, ekipman ve ¢alisma ortami yeterliydi.
The tools, equipment and working environment were adequate. D D D D D
6. is saghg ve giivenligi konusunda bilgilendirildim,
gerekli dnlemler alindi.
| was informed about occupational health and safety and the D D D D D
necessary measures were taken.
7. Calisma saatleri ve staj siiresi planlandigi gibi
uygulandi. O O O O O
Working hours and the internship period were applied as planned.
8. Gunlik sayfalari doldurmam ve imzalatmam
konusunda yetkili bana destek oldu. O O ] ] ]
The supervisor supported me in completing and signing the daily
pages.
9. Staj, mesleki bilgi ve becerilerimi gelistirdi.
The internship improved my professional knowledge and skills. D D D D D
10. Genel olarak staj yerinden memnun kaldim. 0 0 0 0 0

Bu staj yerini diger 6grencilere dénerir misiniz? / Would you recommend this workplace to other students?
O Hayir / No

[ Evet/ Yes [ Kararsizim / Not sure

Staj yerinin olumlu yénleri / Positive aspects of the workplace

Gelistirilmesi gereken yonler ve dnerileriniz / Aspects to improve and your suggestions

Ogrencinin adi soyadi ve imzasi (istege bagh) / Student name and signature (optional)

STJ-105 | Staj Dosyasi | htmyo.mehmetakif.edu.tr




YAPILAN CALISMANIN GUNLUK DOKUMU

Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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YAPILAN CALISMANIN GUNLUK DOKUMU

Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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YAPILAN CALISMANIN GUNLUK DOKUMU

Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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YAPILAN CALISMANIN GUNLUK DOKUMU

Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.

STJ-105 | Staj Dosyasi | htmyo.mehmetakif.edu.tr




YAPILAN CALISMANIN GUNLUK DOKUMU

Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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Daily Work Record

Sayfa No / Page No: .............. Tarih | Date: ......... [ /20.......
Kisim Yapilan is
Section Work Done
Egitici personelin unvani, adi soyadi Gorevi Kase | imza
Title, name and surname of trainer Position Seal / Signature

Yetkili yalnizca doldurulmus sayfayr imzalar. Bos sayfa imzalanmaz. / The supervisor signs only completed pages. Blank pages are not signed.
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