ISTANBUL GELISIM UNIVERSITY
DEPARTMENT OF ARCHITECTURE
INTERNSHIP

This document contains the internship instructions, form links and the steps to be followed
during the internship. It has been prepared by the Department of Architecture of Istanbul
Gelisim University, based on the ISTANBUL GELISIM UNIVERSITY INTERNSHIP DIRECTIVE
(Directive Adoption: Senate Decision dated 17.07.2024 and numbered 2024-12-08 ).



HOW CAN | ACCESS THE INSTRUCTIONS AND FORMS ABOUT THE

INTERNSHIP?

e The links of the general regulations and forms regarding the internship are given below:

1. Click For Sample Internship Application Form

2. Internship Directive:
https://resim.gelisim.edu.tr/YONETMELIK_YONERGE/stajyonergesi 05 04 2023.pdf

3. Compulsory Internship Application Form: https://oidb.gelisim.edu.tr/en/page/form-and-
documents

4. Internship Book: https://oidb.gelisim.edu.tr/en/page/intern

*Please print out the internship book without removing any pages.


https://panel.gelisim.edu.tr/assets/2021/dokumanlar/mimarlik_(ingilizce)/Mimarl%C4%B1k (%C4%B0ng) B%C3%B6l%C3%BCm%C3%BC Staj Ba%C5%9Fvuru Belgesi (%C3%96RNEK)_de0e26bc67dc4fa087327690242939be.pdf
https://resim.gelisim.edu.tr/YONETMELIK_YONERGE/stajyonergesi_05_04_2023.pdf
https://oidb.gelisim.edu.tr/en/page/form-and-documents
https://oidb.gelisim.edu.tr/en/page/intern

STEP 1. WHEN CAN | DO MY INTERNSHIP?

* At the earliest, students who are at the end of the 4th semester can apply and
do their internship.

* Internships are held in the summer months following the 4th semester and the
6th semester.

* Students who will graduate (have completed all their courses except Internship
| and Internship Il) can do internship in the fall, spring and summer terms.



STEP 2. HOW DO | APPLY FOR INTERNSHIP?

The student must have arranged the office / construction site where he/she will do
his/her internship.

Conditions and requirements for internship abroad: Students can do their summer
internship abroad. However; the student will not be able to benefit from our
university's insurance related to internships. For this reason, he/she must have private
health insurance. During the internship application, the internship application form and
the notarized private health insurance must be submitted to the faculty secretariat on
the 19th floor. The relevant directive article is copied below.

"ISTANBUL GELISIM UNIVERSITESI STAJ YONERGESI(17.07.2024 tarih ve 2024-12-08 sayili Senato
Karari) Staj Basvurusu MADDE 10 —(2) Zorunlu ve istege bagh stajlar icin yurt disindan staj kabuli
alan ve staj suresince ozel saglik sigortasi yaptirdigini belgeleyen 6grenciler ile Erasmus Staj
Hareketliliginden yararlanarak staj yapmalarina ilgili yonetim kurullarca izin verilen 6grenciler igin
Universite tarafindan bir sigorta islemi yapilmamaktadir." geregince vyurt disinda yaz staji
yapacak 6grenciler 6zel saglik sigortasini yaptirarak sigorta evragini ve fakiilte dekaninin, boliim
baskaninin ve kuruma imzalatmis oldugu zorunlu yaz staj formunu fakiilte sekreterligine teslim
ederek fakiilte yonetim karari ile tarafimiza ulastigi takdirde zorunlu yaz staj yapabilecektir.



STEP 2. HOW DO | APPLY FOR INTERNSHIP?

* All identity information of the employer, where the student will do the
internship at the office or construction site, and the chamber registration
number of the responsible architect or civil engineer, if any, should be
written. In countries where there is no chamber organization, a copy of the
diploma of the responsible person will be included in the internship file
during the application. The diploma will be notarized. All documents will be
typed on the computer in English.

* The internship application form is filled and delivered to the Secretariat of the
Faculty of Engineering and Architecture by hand or sent to
mmf@gelisim.edu.tr at least 15 days before the start date of the internship.

* You can access the internship application form by clicking this link.



mailto:mmf@gelisim.edu.tr
https://oidb.gelisim.edu.tr/en/page/form-and-documents

STEP 3. HOW DO | FILL IN THE INTERNSHIP APPLICATION FORM?

* One of the two internships must be done at the construction site and the other at the office.

The order is not important.

* Internship I: 30 workdays, Internship Il: 30 workdays, a total of 60 workdays, the number of
days for an internship application should be 30 workdays. It must be 30 workdays
uninterrupted.

 When calculating the number of internship days, public holidays and weekend days (if the
institution works on saturdays, saturdays can be included) are not taken into account.

 If summer school will be held together with the internship, the course day cannot be
counted towards the number of internship days.

* The title of the authorized person from the internship must be architect or civil engineer.
The chamber registration number of the authorized person must be clearly indicated.

* More than two students cannot do internship at the same institution on the same dates.

* You can access the sample internship application form by clicking here.



https://panel.gelisim.edu.tr/assets/2021/dokumanlar/mimarlik_(ingilizce)/Mimarl%C4%B1k (%C4%B0ng) B%C3%B6l%C3%BCm%C3%BC Staj Ba%C5%9Fvuru Belgesi (%C3%96RNEK)_de0e26bc67dc4fa087327690242939be.pdf

| filled out the internship application
form and submitted it to the Faculty
Secretariat at least 15 days in advance
by hand.

CONFIRMATION

If the student provides the previous items,
the application is approved and forwarded to
the faculty secretariat.

The student can learn from the faculty
secretariat whether his application has been
approved or not. Continue from STEP 5.

CORRECTION/REJECTION

If any of the previous items are not provided, the
internship application is rejected or a return is
provided with the deficiencies to be corrected.
Return to STEP 2 for the second application.



STEP 5. WHAT SHOULD | DO AFTER DOING MY INTERNSHIP?

The internship book is filled. You can reach the internship book that needs to be filled by
clicking here.

Things to consider when filling out the internship book:

The notebook can be filled manually or digitally.

Images should be sufficient and placed following the relevant day.

Formal expressions and sentences should be used in the articles.

The bottom part of each day and attendance table of internship student should be filled
by the approval of the authorized person.

The internship book should be printed and made into a notebook in several ways as
spiral, bound or backed. Other methods such as transparent file, stapling are not
accepted.

There should not be any documents stuck between the book, overflowing from the book
or that may fall, and the book should be delivered in proper manner.

The internship book is delivered to the Department of Architecture (K Block 15. Floor)
within 1 month from the end of the internship.



https://oidb.gelisim.edu.tr/en/page/intern

STEP 6. HOW CAN | DELIVERY MY INTERNSHIP BOOK?

The internship book is delivered to the Department of Architecture (K Block 15.
Floor) within 1 month from the end of the internship.

The internship book can be delivered in 3 ways: in person, with relative and by
cargo.

Students who will send the internship book to the department with their
relatives should send the name and surname of the person who will deliver it to
the research assistants of the department via e-mail.

Students who do not take face-to-face lessons can send their notebooks by
cargo.

Address information for cargo delivery: Receiver Department of Architecture /
Cihangir Mah. Petrol Ofisi Cad. GELISIM TOWER K Blok, Kat: 15, No: 9,
Avcilar/istanbul.

In case of sending by cargo, all responsibility will belong to the student.



| submitted my internship notebook
to the Department of Architecture.

CORRECTION/REJECTION

If any of the previous items is not provided or if it is
found incomplete by the internship commission, the
internship book will not be accepted. Deficiencies are
notified to the student within 1 month at the latest. The
student can get his notebook back. The deficiencies are
completed by the student within a maximum of 10 days
and return to STEP 5.

CONFIRMATION

If the student provides the previous items and the
internship commission deems it appropriate, the
internship is approved. The internship books
approved by the internship commission are
submitted to the Registrar's Office by the end of
the semester following the internship at the latest.
Go to STEP 8.



The grades of the approved internship books submitted to
the Registrar's Office are entered into the system by the
Registrar's Office. At this stage, the student can contact the
Student Affairs Office
(https://oidb.gelisim.edu.tr/en/page/contact-us) and follow
the grade entry status.



https://oidb.gelisim.edu.tr/en/page/contact-us
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ISTANBUL GELISIM UNIVERSITY Amackaphat
VOLUNTARY SUMMER INTEENSHIF FORM

TH I N G S TO B E No: 4747697577302

Owr smdents are oblized to do internship / professionsl practice in institutons and organizations undl the end of their

education perigd. Our smdent wizshes to engage hisher intemnship at your instimdon, and smdent’s insurance Premium oblizadon
during the internship / Professionzl practice is the responsibility of our institwfion.
Director / Vice-Director.
THE INTERNSHIP S—
STUDENT INFORMATION
Hame-Surname
Deparmment
APPLICATION Sodt o o
Phone Mumber / E-mail
FORM T
(] * Within the scope of PDPL (Personal Dara Protecrion Law) yorr data &5 under the proteedon of Fsranbul Gelisim Universiy.

I have givem consent to the university fo save my personal dofa; during my infernship whatever data i the Infernship Comirace
and Internship Form to be passed to the instimuidon where my infernship is fo be underiaken.

Signature:

Date:
INSTITUTION INFOEMATION WHERE INTEENSHIP IS TO BE UNDERTAKEN
Hame
Address
Production/Service Field Phone Mo
E-mail Fax No.
Web address

| *Internship Start Date I

While calculating the number of
internship working days
public holidays should not be included
in the internship working days.

ras nid

Weekly work days Total work days
Is there amy other insurance from another institmtion? Yes O NDD

* Determine your internship dates withouwt including official heliday: and relizions holidays. If there is a mistake in the dates,
even if the signatures are completed, you still need to refill out and sign the form again.
* Where necessary student must possess an APRON card. If so, they muost apply fort his card 15 working days before the

commencement of the internship.

EMPLOYER INFORMATION OR THE AUTHORISED PERSON'S INFORMATION

The authorized person r— Do you work on Satarday? |7 | | W In addition to the signature
from tk]e mterns'hl'p mu_st be Dy sad Tile and stamp, the chamber
an Architect or Civil Engineer. E;n:;_] f::;;::fl' — registration number of the

authorized person from the

internship must be added.

TUD . NATURE APPROVAL EY THE HEAD OF APFROVAL BY STUDENT

5 ENT'S SIENA DEFARTMENT AFFAIRS DEFARTMENT

I, hereby, declare that the informarion on | Title, Name and Sumame The smdent’s secial security is
this dooament iz commect actrvated.

Diate: Drate: Diate:

NOTE: THIS FORM MUST BE FILLED ONLINE; AND 3 PRINTOUTS WILL BE REQUIRED TO BE SIGNED AS
ORIGINAL DOCUMENTATIONS. THEREAFTER THESE DOCUMENTS MUST BE APFROVED BY THE STUDENT
AFFAIRS NO LATER THAN 10 DAYS BEFORE THE COMMENCEMENT DAY OF THE INTERNSHIP. OTHEREWIEE,
INTEENSHIF ENTRIES CAN NOT BE MADE.



According to the internship
directive, official and religious
holidays are not considered as

internship working days. Please
apply for your internship by
taking these dates into
consideration.

Tarih Bayram adi
1 Ocak Yilbasi
23 Nisan Ulusal Egemenlik ve Cocuk Bayrami
1 Mayis Emek ve Dayanigsma Gunu
19 Mayis Ataturk'at Anma, Genglik ve Spor Bayrami
15 Temmuz Demokrasi ve Milli Birlik Gunu
30 Agustos Zafer Bayrami
29 EKim Cumbhuriyet Bayrami
degisken-

Ramazan ayindan sonra

Ramazan Bayrami

degisken-

Ramazan ayindan sonra

Kurban Bayrami



https://tr.wikipedia.org/wiki/Y%C4%B1lba%C5%9F%C4%B1
https://tr.wikipedia.org/wiki/23_Nisan_Ulusal_Egemenlik_ve_%C3%87ocuk_Bayram%C4%B1
https://tr.wikipedia.org/wiki/1_May%C4%B1s_%C4%B0%C5%9F%C3%A7i_Bayram%C4%B1
https://tr.wikipedia.org/wiki/19_May%C4%B1s_Atat%C3%BCrk'%C3%BC_Anma,_Gen%C3%A7lik_ve_Spor_Bayram%C4%B1
https://tr.wikipedia.org/wiki/Demokrasi_ve_Mill%C3%AE_Birlik_G%C3%BCn%C3%BC
https://tr.wikipedia.org/wiki/30_A%C4%9Fustos_Zafer_Bayram%C4%B1
https://tr.wikipedia.org/wiki/29_Ekim_Cumhuriyet_Bayram%C4%B1
https://tr.wikipedia.org/wiki/Ramazan
https://tr.wikipedia.org/wiki/Ramazan_Bayram%C4%B1
https://tr.wikipedia.org/wiki/Ramazan
https://tr.wikipedia.org/wiki/Kurban_Bayram%C4%B1

YOUR INTERNSHIP DATES
IN OBIS MUST BE THE
SAME AS THE DATES IN

YOUR INTERNSHIP BOOK.
OTHERWISE, YOUR
INTERNSHIP MAY BE
REJECTED.
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YOU CAN CHECK YOUR
INTERNSHIP DATES BY

LOGGING INTO OBIS AND
THEN FOLLOWING THE
STEPS IN THE IMAGE.
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Registered  Registerfornew  Grades  CourseProgram  Exam Dates
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n

Absence

Financial
Information

ON MONDAY, OCTOBER 28, THERE WILL BE NO LESSONS.

STUDENT AFFAIRS DEPARTMENT
October 25, 2024

Home
Personal
Documents
Sharings
Academic

Courses

ABOUT CANCELLATION OF OPTIONAL PREPARATORY CLASS

CANCELLATION OF MIM221-BUILDING MATERIALS | COURSE

STUDENT AFFAIRS DEPARTMENT
October 07, 2024

DEAN'S OFFICE OF FACULTY OF ENGINEERING AND ARCHITECTURE
October 30, 2024

Contact

Online Transactions

COURSE CANCELLATION AND MAKE-UP ANNOUNCEMENT

DEAN'S OFFICE OF FACULTY OF ENGINEERING AND ARCHITECTURE
October 23, 2024

COURSE CANCELLATION AND MAKE-UP ANNOUNCEMENT

DEAN'S OFFICE OF FACULTY OF ENGINEERING AND ARCHITECTURE
October 23, 2024

ABOUT 2024-2025 FALL SEMESTER EXAMS

STUDENT AFFAIRS EDUCATION AND TRAINING DIRECTORATE
October 22, 2024

COURSE CANCELLATION AND MAKE-UP ANNOUNCEMENT

DEAN'S OFFICE OF FACULTY OF ENGINEERING AND ARCHITECTURE
October 15, 2024
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