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ISTANBUL GELISIM UNIVERSITY
FACULTY OF FINE ARTS
INTERNSHIP WORK FLOW CHART

Read the internship directive and determine the company where you will do the internship.

e

Submit the internship location suitability to the approval of your department's internship
coordinator.

)

Scan your internship start form (via a mobile application or a browser) and send an e-mail to
gsfstaj@gelisim.edu.tr using your student e-mail address (at least

15 days before the start of the internship).

.

The insurance procedures of the students whose application form is approved are initiated by
Istanbul Geligim University (except for the students who are accepted for internship from
abroad and benefit from Erasmus internship mobility). A start e-mail is sent by the Dean of the
Faculty of Fine Arts via e-mail.

>

Report your internship activities to the internship book daily and have each page of this book
approved by the workplace supervisor at the end of the internship.

. <

Submit your internship notebook to your
department's research assistant or internship
coordinator.

ONLINE ONLY FOR THOSE WHO

DON'T DO IN ISTANBUL




Summer Internships I and 11

Architectural OfﬁCC Internship

« Firms, establishments or organizations that are
active in architectural design, construction,
management and production.

e It can be done in architectural services-based
units of Relevant Public Institutions and
Organizations.
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Construction Internship

« Public or private construction sites

e It can be located in construction sites that
provide architecture or interior architecture
services.



Choosing an internship place

« THE ARCHITECT OR INTERIOR ARCHITECT TO
SUPERVISE THE INTERNSHIP MUST HAVE 5 YEARS
OF EXPERIENCE

v Y O
IS THERE AN Civil Engineer g (_B g
ARCHITECT OR g > = « You can access the
INTERIOR ARCHITECT Electrical Engineer r(—DI- 9.. o internship application forms
/,g WHO CAN SUPERVISE o o https://gsf.gelisim.edu.tr/,
@ YOU AT THE Mechanical engineer — select your department, and
QD |:| 2 obtain the relevant
O INTERNSHIP PLACE D
Others 2 documents from the
YOU CHOOSE? D

"Internship" tab.

Signing the
Compulsory
” Internship Form to the
internship place

« You have to fill in the
information about the student
and the internship place, have
the employer or authorized
person in the institution sign it
with a wet signature and print
the seal-stamp.

Summer internship
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Internship Books and Forms

INTERNSHIP FLOWCHART
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INTERNSHIP BOOKS
Compulsory Internship Book
rofessional Practice Book

APPLICATION FORMS

Moluntary Summer Intership Form

rofessional Practice Form

Compulsory Summer Intership Form

AN
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ISTANBUL GELISIM UNIVERSITY Attach a photo

COMPTLSORY SUMMER INTERNSHIP FORM .
(optional]

No: 47476978.773.02......

Que students are oblized to, do igfernship / professional practice in ingtitntions and orsanizations nntil the end of their
sducation periad. Qur studsnt wishes to engage his'her igfernship at your institefion, and stedsnt’s insurance Premium ghligation
duging the internship / Professional practice is the responsibility of gur instifption.

Director / Yice-Director.

(Name, Surname. Signature )

STUDENT INFORMATION

Name-Jumame

Department
Stodent No — Course

Phone Number / E-mail

axddress

* Within the scope of PDPL (Personal Data Protection Law) your data is under the protection of Istanbul Gelisim University.
I have given consent to the university to save my personal data; during my internship whatever data in the Internship Contract
and Internship Form to be passed to the institution where my internship is to be undertaken.

Signature:
Date:

INSTITUTION INFORMATION WHERE INTERENSHIP IS TO BE UNDERETAKEN

Name

axddress

Produstion/Service Eigld Phone No

E-mail Eax No.

*Internship End
Date

Weekly work days Total work days,

Is there any other insurance from another instiition”  Yes [ Ne ]

* Determine your internship dates without including official holidays and religious holidays. If there is a miztake in the dates.
even if the signatures are completed. vou still need to refill ong and sign the form again.

* Where necessary, student mpst possess an APRON card. If so, they must apply fort his card 15 working days hefore the
spmmencement of the internship.

EMPLOYER INFORMATION OR THE AUTHORISED PERSON'S INFORMATION

Name-gurname Do you work on Saturdax? \ Yes |_| No
Dty and Title
E-mail Signature
Date and
. APPROVAL BY THE HEAD OF APPROVAL BY STUDENT
STUDENT’S SIGNATURE DEPARTMENT AFFAIRS DEPARTMENT
L bereby. declare that the information on | Title Name gnd Snoname Ihe students social secunify i
this degument is comrect. activated.
Date: Date: Date:

NOTE: THIS FOEM MUST BE FILLED ONLINE: AND 3 PRINTOUTS WILL BEE REQUIRED TO BE SIGNED AS
ORIGINAL DOCUMENTATIONS. THEREAFTER THESE DOCUMENTS MUST BE APPROVED BY THE STUDENT
AFFAIRS NO LATER THAN 15 DAYS BEFORE THE COMMENCEMENT DAY OF THE INTERNSHIP. OTHEREWISE,
INTERNSHIF ENTRIES CAN NOT BE MADE.

Mandatoryw Filling the Internship

e o Form and Internship
Period

computer
Internship should be planned for 30 working days.

environment

Internship dates should be planned by obtaining
information about whether you work for 5 or 6 days from
the internship place.

Public holidays and Sundays should be
excluded from the internship period.

Responsibility belongs to the student.

« Summer internships are only accepted during
the summer term. It is arranged to do an
uninterrupted internship at least 5 days a week.

« After the internship application form s
approved by the workplace, it is approved by
the department and student affairs within a
maximum of 15 days from the start of the
internship.

|AE | ISTANBUL GELISIM UNIVERSITY



ISTANBUL GELISIM UNIVERSITY Attach a photo
COMPULSORY SUMMER INTEENSHIP FORM

No: 47476978.773.012......

Qur students are oblizged to do infernship / professional practice in instittions and orsanizations until the end of their
sducation perid. Cur student wishes to engage his'her internship at your instifution. and student’s insurance Premium gbligation
during the internship / Professional practice is the responsibility. of gur instinstion.

Di / Yice-Di

(Name. urname. Jignature )
STUDENT INFORMATION

Name-Jumame

Dspartment
Stodent No — Course

Phone Numnber / E-mail

Sddrsss

* Within the scope of PDPL (Personal Data Protection Law) your data is under the protection af Istanbul Gelisim University.
I have given consent to the university to save my personal data; during my internship whatever data in the Internship Contract
and Internship Form to be passed to the institution where my internship is to be undertaken.

Signature:
Date:

INSTITUTION INFORMATION WHERE INTERNSHIP IS TO BE UNDERTAKEN

Name

Sddress
Production/Service Field Phone No
E-mail Eax No.

*Internship Start Dats, pemnshin kad

Weekly work days Total work days.

Is thers any other insurance from another instinstion?  Yes [ Ne[T]

* Determing your internship dates witheut including official holidays and religious holidays. If there is a mistake in the dates.
gxen if the signatures ars completed. you still need to refill ong and sign, the form again,

* Where necessary, student must possess an APRON card. If 50, they must apply, fort his card 15 working days hefore the
sommencement of the internship.

EMPLOYER INFORMATION OR THE AUTHORISED PERSON’S INFORMATION

Name-sumame Do you werk on Saturday? | ¥es / No [ |
Duty and Title
Dats. and

APPROVAL BY THE HEAD OF APPROVAL BY STUDENT

STUDENT’S SIGNATURE

DEPARTMENT AFFAIRS DEPARTMENT
L. bereby. declare that the information on | Title. Name and Sumame Ihe student's social is
thiz document is gorrect. agtivated.

NOTE: THIS FOEM MUST BE FILLED ONLINE; AND 3 PRINTOUTS WILL BE REQUIRED TO BE SIGNED AS
ORIGINAL DOCUMENTATIONS. THEREAFTER THESE DOCUMENTS MUST BE APPROVED BY THE STUDENT
AFFAIRS NO LATER THAN 15 DAYS BEFORE THE COMMENCEMENT DAY OF THE INTEENSHIP. OTHERWISE.
INTERNSHIP ENTRIES CAN NOT BE MADE.

STUDENTS
DOING

o NN |GU approval of the

Internship For
Internship Form

must be filled in
computer
environment

APPLICATION
FORMS TO BRING TO
GSF DEAN'S
SECRETARY.

3 application forms approved by the student and the
workplace are brought to IGU by hand.

3 forms are approved by the DEPARTMENT HEAD and the
DEAN's Office.

ONLINE
APPLICATIONS ARE
NOT ACCEPTED.

3 forms are submitted to STUDENT AFFAIRS at
the latest 15 days before the start of the

3 PIECES MUST BE internship.

WET SIGNED AND
SEALED AT EACH
STAGE.

One of the approved forms remains in STUDENT WORKS.
The second is delivered to the DEPARTMENT HEAD.
The third is delivered to the WORKPLACE.

IF THE BUSINESS
OWNER IS NOT AN
ARCHITECT OR
INTERIOR

« Three days before the start of the internship,
insurance control can be done via E-
Government. This document is delivered to the
workplace at the beginning of the internship.

ARCHITECT, PROVE
THAT THE
WORKPLACE IS AN
ARCHITECT/INTERIO
R ARCHITECT.

o If it does not appear on the e-Government, an e-
mail can be sent to the IGU Accounting Unit.

IAE | ISTANBUL GELISIM UNIVERSITY
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Summer Internships I and 11 o

Architectural Office Internship Construction Internship

« Firms, establishments or organizations that are
active in architectural design, construction,
management and production.

e It can be done in architectural services-based
units of Relevant Public Institutions and
Organizations.
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Downloading the Summer Internship Boo
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Internship Books and Forms

INTERNSHIP FLOWCHART
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INTERNSHIP BOOKS
Compulsory Internship Book
rofessional Practice Book

APPLICATION FORMS

Moluntary Summer Intership Form

rofessional Practice Form

Compulsory Summer Intership Form
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ICM VE IMI | ISTANBUL GELISIM UNIVERSITESI

While filling out the
internship book

« Internship notebooks must be filled in on the
computer, and the texts and images in the
internship notebooks must belong_to the day
they were made in connection with each other.
It was decided that all images and texts should
be in the letterhead of the specified internship
day.

« It was decided that the texts describing an
internship day in the internship book should be
at least 60 words.

« All pages representing the internship days must
be signed and stamped by the supervising
architect/interior designer. No additions can be
made to the internship book after it has been
signed and stamped.

 Internship visuals cannot be given separately.



Fill out the internship notebook at the
end of the day or keep a notebook so

that you don't forget what you learned
during your internship!

Digital

NO stapling-
gluing

Oftice Internship: Summer

Internship I Example

YAPILAN iSiN

YAPILAN

ISIN

YAPILAN iSIiN

TARIHI KAPSAMI

TARIHI

KAPSAMI TARIHI KAPSAMI

10.08.2015 IS TANIMI

18.08.2015

ISLAK HACIM CIZIMLERI

22.08.2015 CEPHE DUZENLEMELERI

Iskenderun’da yapilmakta olan projenin kapsami tammlanmustir. Proje AVM, rezidans ve otelden olus-
maktadir. Rezidans ve otel oval bigimli kuleler halinde yiikselmektedir.

Konsept olarak lale metaforu kullanilan projenin ilk agamasi Benoy tarafindan olusturulmustur. Denizle
iletisimin kurulmasi agisindan i¢ mekanda oval bigimleri kapsayan lale metaforu diger iki alternatif
arasindan secilmistir.

Deniz kenarinda konumlanan yapinin mimari projesinde gerceklesmesi gereken iglemler belirlenmistir.

Y d

Personel Soyunma odalari ve WC’leri 1/20 plan c¢izilerek diger mekénlarla iliskisi diizenlenmistir.
Uygun tefrig elemanlan cins, renk ve boyutlari vitradan segilerek iiriin kodlariyla beraber plana
islenmistir. Ayrica teknik dékiimanlar toplantida anlatim ve ispat kolaylig1 agisindan arsivlenmistir
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TACA Iskenderun projesinde bildirilen degisiklikler yapildi, 6zellikle de Rezidans kisminda cephenin
opak kisimlarinin saydam hale getirilmesi talebi yerine getirildi ve modelleme yapildi. Ayrica sunul-
mak tizere bir de model tizerinden bir video hazirlandi. Bu video da binanin goriildiigi en iyi vistalar ve
binanmn goriisiine giren vistalar secildi.

at least

= 60

words

i ) : e X : Wit |
Staj Yeri Yetkilisinin Staj Yapanin Imzasi

Staj Yeri Yetkilisinin

Adi Soyadi, Imzasi Adi Soyadi, Imzasi

Staj Yapanin Imzasi

Staj Yeri Yetkilisinin Staj Yapanin Imzasi
Adi Soyadi, Imzasi

Must be
stamped and
signed

Indicate which
part of the text

belongs to you

IAE | ISTANBUL GELISIM UNIVERSITY
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Fill out the internship notebook at the
end of the day or keep a notebook so

that you don't forget what you learned
during your internship!

YAPILAN iSiN

TARIHI KAPSAMI

Digital

Construction Internship:
Summer Internship 11

Example

NO stapling-
gluing

YAPILAN ISiIN

YAPILAN ISiN

04.06.2014 Tirkerler Ciftgi Tower Saha Ofisi Santiye Staja

TARIHI KAPSAMI

TARIHI KAPSAMI

Sabah saat 07.30°da Tirkerler Cift¢i Tower Saha Ofisi saha ofisinde
sartnameler incelendi. Ofleden sonra saha gikildi. B7* de taseron
firmanin yaptigi delikli tugla duvarlarin ilk sirasinin taksimat: alindi.
Taksimat alirken; duvarin yerinin dogruluguna, yardimci akslar referans
alinarak duvar aksina, ayakli lazer ile digeyde duwarain diizgiin olup
olmadigina ve dbosemeye esit yikseklikte oturup oturmadigina, hatil we
kapi bogluklarinin dogru bairakilip birakilmadigina bakildi. Taksimata
kabul edilen duvarlarin &riilme asamasina gecilmesine izin werilirken.
Yeri, aksi, yikseklidi wa da hatil, kapi bosluklari yanlis giden
duvarlar icin yikip wve yeniden yapma karari alinda.

10.06.2014 Tiarkerler Ciftci Tower Saha Ofisi Santiye Staja

25.08.2014 Tiarkerler Ciftgi Tower Saha Ofisi Santiye Staja

Sabah 08:00'de sahaya inildi. B7 katinin duvar &rilme islemleri takip
edildi.ffleden sonra alinacak olan B7 katinin duvar teslimati igin &n
hazirlik yapildi.Hangi duvarlar teslimat kontroluna hazir. Hangilerine
heniiz baslanmamis bakildi. Inece isler ofisine rapor edildi. Ofleden sonra
teslimati: olmak fizere yeniden sahaya inildi. Duvar teslimatini alirken
nce su terazisi ile duvarin yatay aksi kontrol edildi. Ardindan lazer
ile diigeyds seyim yapip yapmadidina bakildi. Derz araliklarina bakilds,
sasirtmalarin diizgiin bir sekilde yapilip yapilmadina bakildi. Duvarda 3
sirada bir kullanilmasi gereken lamalara kontrol edildi. Tawvan ile
duvarin birlegimde olmasi gereken lama ve tas yini detayinin uygunlugu
kontrol edildi. Bu kriterlere uyan duvarlarin teslimi alindi. Kriterlere
uymayan duvalarin yeniden elden gecmesi ya da yikimi karar: werildi.
Sonuglar ince islere rapor edildi.

Sabah 08:00'da sahaya inildi. B7'de baslayan siva yapimi gézlemlendi.
Sivanin daha kolay hazirlanmasi wve uygulanmasi igin sadece suyle
karistirilan hazir siva hargalari ve siva makinesi kullanildi. Bu makine
hazir malzemeyi alip gerektigi kadar su ile karistirarak sivanacak yizeye
hava komprasériiyle piiskiirtiyor. Anolar arasina pliskiirtiilen siva, bigak
mastarla anclar yardimiyla dizeltilir. Fazla siva mastarla duvardan
atilir. Siva duvarda birar bekledikten sonra anolar cikartilir we bos kals
yerler tekrar siva harciyla doldurup master gekilir. Saiva prizlendikten
sonra yizeye fircayla su serpilerek tirfilleme yapilir. Tirfilleme siva
yiizeyinde olusan dalgalanmayl en aza indirmek icin uygulanar. Tirfilleme-
den sonra yizey i1slak siingerle tek bir ydnde tekrar diazeltilir. Boylelikls

siva yapilan yiizeyin piiriizleri en aza indirgenir.

Staj Yeri Yetkilisinin

. Staj Yapanmin Imzas:
Adi Soyadi, Imzas

Staj Yeri Yetkilisinin

. Staj Yapamn Imzas:
Adh Soyadi, Imzas:

Staj Yeri Yetkilisinin

. Staj Yapanin Imzas:
Adi Soyadi, Imzas:

Must be
stamped and
signed

belongs to you

at least 60 words

Indicate which
part of the text

ISTANBUL GELISIM UNIVERSITY
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Internship book dellvery

« It has been decided that the interns®p registration slip should be brought

in a sealed envelope, sealed, sealed and initialed by the employer. [ oTARAUL GRS UNIVERSTIY STUDERT INTERRSHIF DATA SHEET
Wame - Sumame TR. ID No.
= Faculty HS/VS Deparment Program
o The delivery of the internship book must be done within 1 month at the 7 [ D e[ ek D
15t Group Intemship [ | [2nd Group Internship |:

latest after the end of the internship.

2. The part to be filled by the internship institution (*)

Start Drate of Internship | EVALUATION A |B C (D |E
. . . . Date of Completion of .| Attendance at Work
o Submission is made to the Department Head and the research assistants B s rarR N Teya—
within it. When the notebook is delivered, the delivery form is filled. R D et K pion
Overall Success Status
A-Very Good; B-Good; C-Moderate; D-Pass; E- Fail

o After the internship books are collected, they go through the INTERNSHIP o

Address
COMMISSION. Name - Sumame
 Accepted notebooks are delivered to student affairs. e Y Ao Smp
o At the end of the semester, Summer Internship | or Il is considered as E— NNENE
Institution Executive's Evaluation Overall Success Status in Internship
passed. Pr————r—
Internship Committes Evaluation e
Conclusion
The notebooks that do not pass the INTERNSHIP COMMISSION are returned. A-Very Good: B-Good; C-Aloderae; D-Pass, - Fai
Committee Members Signature INTERNSHIP COMMITTEE
Name . DECISION
Sumname ..........1\.-nrk1'f15&§~shaveheen




