SIVAS UNIVERSITY OF SCIENCE AND TECHNOLOGY FACULTY OF ENGINEERING AND NATURAL SCIENCES
 INTERNSHIP DIRECTIVE

CHAPTER ONE
Purpose, Scope, Basis, and Definitions
Purpose
ARTICLE 1 – (1) The purpose of this Directive is to determine the procedures and principles regarding the mandatory internship studies that the undergraduate students of Sivas University of Science and Technology Faculty of Engineering and Natural Sciences are obliged to carry out in private or public institutions in Turkey or abroad in order to develop the knowledge and skills they have acquired during their education and to ensure that they gain experience.
Scope
ARTICLE 2 – (1) This Directive covers the principles, application, and evaluation rules of the internships that the undergraduate students of Sivas University of Science and Technology Faculty of Engineering and Natural Sciences are obliged to undertake.
Basis
ARTICLE 3 – (1) This Directive has been prepared based on the Social Insurance and General Health Insurance Law No. 5510, the Vocational Education Law No. 3308, the Personal Data Protection Law No. 6698, the Framework Regulation on Applied Education in Higher Education, and Article 14 of the Sivas University of Science and Technology Associate and Undergraduate Education and Examination Regulation, which was published in the Official Gazette dated August 22, 2022, and numbered 31931.
Definitions
ARTICLE 4 – (1) In this Directive:
a) Department: Refers to the departments affiliated with Sivas University of Science and Technology, Faculty of Engineering and Natural Sciences,
b) Department Internship Application Principles: Refers to the department-specific internship application principles determined within the scope of the Faculty Internship Directive,
c) Department Internship Commission: Refers to the commission established in each department for the planning, implementation, and evaluation of internship-related procedures,
d) Department Internship Commission Head: Refers to the Faculty Member assigned by the Head of the Department, responsible for education and internship procedures and operations,
e) Dean: Refers to the Dean of Sivas University of Science and Technology, Faculty of Engineering and Natural Sciences,
f) Dean's Office: Refers to the Dean's Office of Sivas University of Science and Technology, Faculty of Engineering and Natural Sciences,
g) Faculty: Refers to the Faculty of Engineering and Natural Sciences,
h) Faculty Executive Board: Refers to the Executive Board of Sivas University of Science and Technology, Faculty of Engineering and Natural Sciences,
i) Faculty Internship Commission: Refers to the commission responsible for the organization and coordination of internship-related activities across the faculty,
j) Faculty Internship Commission Head: Refers to the Vice Dean assigned by the Faculty Dean, responsible for education and internship procedures and operations,
k) SGK: Refers to the Social Security Institution.
l) Internship: Refers to the professional work carried out by students in workplaces with the aim of developing their professional knowledge, skills, attitudes, and behaviors envisioned to be acquired through their educational programs, getting to know the sector, adapting to business life, gaining experience, and growing in a real production and service environment, apart from the theoretical and applied courses given in higher education institutions and determined specifically to the program,
m) Internship Place: Refers to the public institutions, private organizations, or relevant academic units of higher education institutions operating in areas covering the educational program of the relevant department and whose validity is accepted by the Department Internship Commissions,
n) Internship Place Official: Refers to the internship place official or the responsible person assigned by the official.
o) Internship Application Form: Refers to the form, signed by the student and the internship place, indicating the institution where the student wants to do the internship and its details, as well as the date and duration of the internship,
p) Internship Attendance Tracking Chart: Refers to the form covering the days the student attended the internship, which also bears the signature of the internship place official,
q) Intern: Refers to the student doing the internship,
r) Internship Exam: Refers to the oral exam conducted to evaluate the sufficiency of the knowledge acquired by the intern during the internship period,
s) Internship Duration: Refers to the period consisting of a specific number of working days, the schedule and program of which are prepared by the Faculty Internship Commission,
t) Internship Report: Refers to the report prepared by the student in the manner determined by the Department Internship Commission regarding the work they have done in their internship logbook during the internship.
u) Internship Evaluation Form: Refers to the document containing the evaluation made by the workplace official about the student after the internship is completed,
v) Internship Letter of Undertaking: Refers to the document stating the penal obligations the intern will face in cases where they are not present at the internship place during the periods they have declared,
w) University: Refers to Sivas University of Science and Technology,
x) Mandatory Internship: Refers to the internships that the undergraduate students of Sivas University of Science and Technology Faculty of Engineering and Natural Sciences are obliged to complete, which are included in their curriculum.

CHAPTER TWO
Purpose of the Internship, Internship Commissions and Their Duties
Purpose of the Internship
ARTICLE 5 – (1) The purpose of the internship is to reinforce the theoretical and practical knowledge and experience that faculty students have gained during their education periods, to increase their professional experience, and to ensure that they acquire practical knowledge and skills by actively being present and participating in the works carried out in domestic or international public institutions/organizations, private sector workplaces, or relevant academic units of higher education institutions that operate in fields related to their education and are deemed appropriate by the Faculty Executive Board.
Internship Commissions
Faculty Internship Commission and Its Duties
ARTICLE 6 – (1) In the departments of the faculty where internships are conducted; commissions responsible for the planning, implementation, and coordination of internship activities are established by the dean's office and department chairs. The secretarial services of the internship commission are carried out by the faculty secretariat. The faculty internship commission is a board headed by a vice dean, formed with the participation of the internship commission head of each department. The term of office for the commission head and its members is 3 (three) years. 
(2) The duties and powers of the Faculty Internship Commission are as follows:
a) Arranging student internship guides, preparing forms and documents related to the internship, coordinating student internship affairs, and ensuring that internship activities are carried out by the departments,
b) Identifying problematic issues related to the internship and improving internship processes,
c) Tracking legislation and changes related to internships, updating quality documents,
d) Preparing protocols to be made with institutions/organizations regarding internships and ensuring their sustainability,
e) Organizing a seminar every spring semester to inform students about internships.
[bookmark: _Hlk182293615]Department Internship Commission and Its Duties
ARTICLE 7 – (1) In each department of the faculty, internship activities are carried out by the Department Internship Commission. The members to take part in the internship commission are assigned by the Head of the Department from among the department's teaching staff. The commission consists of 3 members selected from among the department's teaching staff, at least two of whom must be faculty members. The term of office for the commission head and members is 3 years. Members whose term expires may be reassigned. In place of members who leave for any reason before their term ends, a new assignment is made from the unit to which the members belong, to complete the remaining term. 
(2) The internship activities of department students are organized, executed, and supervised by the Department Internship Commission in accordance with the Department Internship Application Principles prepared in compliance with the Faculty Internship Directive. The duties and powers of the Department Internship Commission are as follows:
a) Organizing affairs related to internships, making preliminary preparations, and determining internship dates,
b) Determining the department application principles related to internships,
c) Assisting students in finding internship places,
d) Coordinating and evaluating student internship affairs.
e) Evaluating the internship application forms submitted by the students and forwarding the list of places where students will do their internships to the Faculty Internship Commission and the relevant department headship to be announced on the department website.
f) Receiving the internship letter of undertaking after the students' internship places are determined and forwarding them to the Faculty Internship Commission.
g) Receiving and evaluating the relevant documents (Internship Attendance Tracking Chart, Internship Evaluation Form, and Internship Report) of the students who have completed their internship and subjecting the students to an oral exam regarding the internship.
h) Not considering incomplete documents or documents that are not submitted on time.
i) Archiving documents related to the internship in the department archive rooms retrospectively for 5 years.
(3) duties of the Head of the Department Internship Commission are as follows:
a) Calling the department internship commission members to a meeting when deemed necessary.
b) The head of the department internship commission is also the faculty member responsible for the relevant internship courses in the department. In this capacity, after the grades obtained by the students in the internship are determined in the department internship commission, they enter the letter grades of the relevant internship course.

General Principles of Internship
ARTICLE 8 – (1) The responsibility of finding an internship place belongs to the student. The Department Internship Commission assists the student in finding an internship place. The Department Internship Commission decides whether the internship place found and proposed by the student is suitable.
(2)  If the Department Internship Commission deems it appropriate, one of the internships may be carried out in a domestic or international higher education institution.
(3)  The student applies to the Department Internship Commission with an approved internship application form obtained from the institution where they wish to intern, which must be on letterhead or stamped, dated, state the name of the internship, and indicate that the request to intern has been accepted.
(4)  He student's application is examined by the Department Internship Commission, and if necessary, detailed information about the internship place is requested to decide whether the internship can be done at that institution. The student must have the internship application form approved by the relevant units before starting the internship at the accepted institution.
(5) Internships cannot be done on days declared as official holidays.
(6) Internships are carried out on a full-time working basis; days that do not full fill a full working day are not counted toward the internship.
(7)  Students must complete 20 working days at the internship place by making up for the days they are absent during the internship period.
(8) In cases where students cannot continue their internship due to a documented force majeure or cannot comply with the letter of undertaking, they submitted before starting the internship, the final evaluation regarding the possible grievance they will experience is made by the faculty internship commission. While making this evaluation, the faculty internship commission may request all kinds of evidence documents from the students. If the letter of undertaking is not complied with without a force majeure, all kinds of responsibility belong to the student, and the provisions of the letter of undertaking are applied exactly.
(9) It is mandatory to have Occupational Accident and Occupational Disease Insurance and General Health Insurance for internships to be held domestically or abroad. The insurance procedures of the students whose internship applications for domestic internships are approved by the department internship commission are carried out by the faculty. For international internships, all responsibilities, including insurance costs, belong to the student.
(10)  Once the SGK entry is made, the internship place cannot be changed. 
(11)  Department-specific applications regarding the acceptance of the internship application, the execution of the internship process, and the evaluation of the internship are determined by the Department Internship Application Principles, which come into effect with the approval of the Faculty Board.
(12)  After each internship work, the student prepares a report about the work they performed during the internship, as specified in the Department Internship Application Principles.
Internship Semesters and Duration
ARTICLE 9 – (1) It is essential that internships are held during the months corresponding to the summer vacation. 
(2) Students who have registered for courses in at least their 4th semester of the faculty departments and have fulfilled the attendance requirement do their internships according to the program to be prepared by their departments, depending on the durations in the curriculum programs of the departments. 
(3) If a student has completed all their courses but has not yet completed their internship, they can do their internship in any month.
 (4) In the calculation of internship periods, the number of days actually worked is taken as the basis. 
(5) The mandatory internship consists of the first internship that the student must do after their 4th semester at the earliest, and the second internship that must be done after their 6th semester. The duration of both internships is 20 working days. 
(6) Students whose internships are evaluated as unsuccessful are obliged to do an internship again. 
(7) For the students doing internships, occupational accident and occupational disease insurance is applied in accordance with paragraph (b) of the first clause of Article 5 of Law No. 5510. General health insurance provisions are also applied to those students who are not in the status of a dependent person. The premiums to be paid under this clause are covered from the relevant item of the faculty budget in accordance with paragraph (e) of the first clause of Article 87 of Law No. 5510.
Voluntary Internship
ARTICLE 10 – (1) The insuring of the students doing this internship is evaluated by the Faculty Executive Board within the framework of the financial allowance in the relevant year by assessing student requests. The works performed in the workplace by students whose insurance cannot be realized are not qualified as internship activities. Voluntary internships are not accepted as a course load. Students whose voluntary internships are deemed appropriate by the Faculty Executive Board must apply all the procedures that students doing mandatory internships are responsible for. If the student does not continue the internship for the duration declared in the voluntary internship or fails to comply with the letter of undertaking submitted before starting the internship, all responsibilities belong to the student, and the provisions of the letter of undertaking shall apply exactly.
Internship Abroad
ARTICLE 11 – (1) Students may carry out their international internships through the relevant institution of the university within the scope of the Erasmus exchange program, or at foreign universities, institutions, or organizations with which the university is affiliated, as well as at institutions and organizations determined by the International Association for the Exchange of Students for Technical Experience (IAESTE) Turkey National Committee. Internships to be held abroad are implemented within the framework of IAESTE regulations and rules and the decisions of the Faculty Executive Board. Foreign national students may do their internships in their home countries or in another foreign country. A bilateral agreement may be made with the relevant units of universities abroad regarding internships. In countries with which bilateral agreements have been made, the entire internship or a part of it, according to the agreement rules, can be done abroad. A student doing a part of their internship abroad per a bilateral agreement must complete the remaining period in their own country. 
(2) Students may carry out the internship applications included in their course schedules abroad, in accordance with the approval of the Department Internship Commission, provided that it does not disrupt their educational programs.
(3)  Students who complete their internship abroad submit their documents and file regarding their internship studies to the Department Internship Commission. Measurement and evaluation procedures regarding internships in this scope are carried out in accordance with the relevant provisions of this regulation. 
(4) The premiums to be paid to domestic or foreign institutions and organizations operating in the field of insurance for the purpose of insuring students who will do internships abroad are not covered by the University.
Internship Places
ARTICLE 12 – (1) The internship is carried out in public institutions and organizations and private sector organizations related to the field where the student receives their education. 
(2) The field of activity of the workplace where the student will intern must be appropriate and complementary to the mission of the department they are studying in and the content of its curriculum.
Internship Application
ARTICLE 13 – (1) Students who want to do an internship fill out the internship application form on the dates announced in the academic calendar and submit it to the Head of the Department Internship Commission. 
(2) The Department Internship Commission examines the internship application forms and forwards the internship acceptance list accordingly to the Faculty Internship Commission. The final internship list is announced on the department website.
Internship Documents
ARTICLE 14 – (1) The documents required for the student to carry out their internship (forms are given in the annex of the directive) are:
a) Internship Application Form (Annex 1)
b) Internship Report (Annex 2)
c) Evaluation Form (Annex 3)
d) Internship Attendance Tracking Chart (Annex 4)
e) Internship Letter of Undertaking (Annex 5)
f) IntershipWorkflow Chart (Annex 6)
(2) The student submits the internship application form and the internship letter of undertaking to the head of the relevant department internship commission within the date range specified in the academic calendar. In cases where it is not deemed appropriate by the relevant internship commission for the student to intern at the internship place specified in the internship application form, an additional period of 30 days is given to the student to submit a new internship application form to intern at another internship place. 
(3) Students whose internship places are determined must submit their internship letter of undertaking to the head of the department internship commission no later than 3 weeks before starting the internship. Insurance entries are not made for students who do not submit the internship letter of undertaking on time. 
(4) The student who completes the internship takes the internship course in the following semester and submits the internship report to the head of the department internship commission by the date announced by the Department Internship Commission. The first page of the Internship Report must absolutely contain the signature and stamp of the workplace. Every other page must be signed or initialled by the internship place official at the workplace. The "Internship Evaluation Form" and "Internship Attendance Tracking Chart," filled out and signed by the internship place official at the workplace, are sent by the internship place via cargo/mail to the relevant Department Headship in a sealed envelope marked 'CONFIDENTIAL'.
Student Obligations 
ARTICLE 15 – (1) Students are obliged to comply with the working order, rules, instructions, and orders of the internship place, participate in the social and cultural activities of the workplace like permanent personnel, and perform the tasks related to vocational education given by the managers. 
(2) Interns are subject to the responsibilities of the personnel of that workplace for the damages they cause due to their faults. 
(3) For intern students, the provisions of Article 54 of the Higher Education Law No. 2547, which regulates student disciplinary provisions, are also valid during the internship. 
(4) Intern students are responsible for the provisions they have signed in the internship letter of undertaking.

CHAPTER THREE
      Evaluation and Adaptation
Evaluation
ARTICLE 16 – (1) In the evaluation of internships, the internship report, internship attendance tracking chart, internship evaluation form, and internship exam are taken as basis.
(2) The department internship commission examines the internship report and gives a score out of 100.
(3) The internship place official gives the student a score out of 100 on the internship evaluation form.
(4) The department internship commission subjects all students doing internships in the relevant semester to an internship exam evaluated out of 100 points.
(5) The department internship commission calculates and adds 40% of the score the student gets from the oral exam, 30% of the score they get from the internship report, and 30% of the score they get from the internship evaluation form. If this total score is above 60, the student is considered successful in the internship course.
(6) A student who is determined to have interned for less than 20 days on the internship tracking chart is considered unsuccessful without being subjected to scoring
(7) The student's status of being successful in the internship course is uploaded to the system as a "PASS (G)" grade, and the status of being unsuccessful is uploaded as a "FAIL (K)" grade by the responsible teaching staff member giving the internship course
Adaptation
ARTICLE 17 – (1) The past internships of students registered through horizontal and vertical transfer, which were accepted in the departments they previously studied, are evaluated by the Department Internship Commissions. If deemed appropriate by the Department Internship Commission, the internship may be accepted as valid.
ARTICLE 18 – (1) The internship accepted in the major program of a Double Major Program (ÇAP) student can also be accepted in the second major, provided that the documents related to the internship are submitted and the internship content is deemed appropriate by the Department Internship Commission.
CHAPTER FOUR
Enforcement, Execution, and Cases with No Provision
Cases with No Provision
ARTICLE 19 – (1) In cases where there is no provision in this directive; the provisions of Law No. 2547, Sivas University of Science and Technology Undergraduate Education and Examination Regulation, University Senate decisions, and relevant legislation shall apply.
Enforcement 
ARTICLE 20 – (1) This Directive enters into force on 20.02.2025, the date it was accepted by the Senate of Sivas University of Science and Technology and starts to be implemented as of the 2024-2025 academic year.
Execution 
ARTICLE 21 – (1) This Directive is executed by the Rector of Sivas University of Science and Technology and the Dean of the Faculty of Engineering and Natural Sciences.
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