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Degerli 6grenciler,

“ARCH100-Yaz Staji: Santiye Staji I” kapsaminda, stajin baslangici, staj esnasi ve sonunda
yapilmasi gereken islemler asagida belirtilmistir.

A. Staj baslangicinda yapilmasi beklenenler;

1. ilk is olarak staj yapmak i¢cin ARCH100 staji kapsamina uygun, kaba insaat islerinin
oldugu bir staj yeri bulunmasi gerekir. Bu baglamda 6nemli noktalar su sekildedir;

- ARCH200 Staji kaba insaat imalatlarinin uygulandigi santiyelerde yapilir. Kaba
imalat kalemlerinin gézlemlenemedigi stajlar ARCH100 staji kapsaminda kabul
edilmemektedir. Staj siiresi 30 is glintddr.

- Ogrenciler, kendilerine veya ailelerine ait olan veya ortakliklari bulunan
sirketlerde, yapi denetim firmalarinda staj yapamazlar.

- Ogrencilerimizin ARCH 100 santiye stajlarini farkli kalemlerde imalatlarin yapildig
santiyelerde (hastane, kiltir merkezi, alisveris merkezi, konut bloklari vb.)
yapmalari 6nerilir.

- Ogrencilerimizin, ayni santiyede staj yapmalari tavsiye edilmez. Ayni santiyede
staj yapmak durumunda olan 6grencilerin staj raporlari kopya ihtimalinden 6tira
kiyaslamali olarak degerlendirilecektir.

-Ogrencilerimiz ayni dénem icerisinde birden fazla staj yapamaz. Mezun
durumundaki 6grenciler bu kapsamin disindadir.

2. Staj icin gerekli santiyenin bulunmasindan sonra gerekli belgeleri santiyedeki
yetkili kisiye onaylatin. Size verdigimiz adresteki dijital formu doldurup, asagida
belirtilen belgelerin taratilmis hallerini de bu forma ekleyerek formu gonderin. Bu
siirecte, hazirlanacak belgeler sunlardir:

a) ARCH100 - Dijital Bagvuru Formu
ilgili web adresinde ilgili tim bilgilerin eksiksiz bir sekilde girisinin yapilmasi
gerekmektedir. ilgili link’e asagidaki baglantidan ulasilabilir;

https://forms.gle/4zvyH2ZnXpXccCSS9

Form doldurulduktan sonra Cankaya Universitesi Zorunlu Stajyer Ogrenci Sigorta
Giris Formu ve Kabul Yazisi taranip bu forma eklenmelidir.


https://forms.gle/4zvyH2ZnXpXccCSS9

Cankaya Universitesi Mimarlik Bliim{i // ARCH100 Staj Siireci Hakkinda // Tiirkce Aciklama

b) Cankaya Universitesi Zorunlu Stajyer Ogrenci Sigorta Giris Formu

Sigorta yapilmadan stajiniza baslayamazsiniz. Sigorta yapilmasi icin de bu formun
doldurulmasi gerekir. Staj glin sayisinin dogru olarak hesaplanip, baslangic ve bitis
tarihlerinin dogru yazilmasi cok 6nemlidir.

c) Kabul Yazisi

Bu yazida 6grencinin basvurulan firmada staj yapabilecegi, firmanin stajyer kabul
etmek icin musait oldugu ve cumartesi glinleri is yapilip yapiimadigi yazili olmalidir.
Firma sorumlusundan imzali ve kaseli olarak alinmali, firma cumartesi ginleri
mesai yaplyorsa ve bu 6grencinin staj sliresine dahilse bu durum, yazida mutlaka
belirtilmelidir.

Basvurunuzu tamamlandiktan sonra ssakcak@cankaya.edu.tr mail adresine, staj
basvurunuzun iletildigine dair bir dogrulama e-postasi atiniz.

B. Staj esnasinda yapilmasi gerekenler;

C.

1. Santiye staji esnasinda kendilerini tozdan ve gilinesten koruyacak ve is glivenligini
saglayacak uygun kiyafetlerle santiyede dolasin. Bulasici hastalik riskine karsi maske,
mesafe ve temizlik kurallarina uyun.

2. Staj yeriniz ile ilgili olarak, staj slirecini kesintiye ugratacak veya can glvenliginizi riske
atacak herhangi bir halin ortaya ¢ikmasi durumunda ivedilikle staj komisyonumuzu veya
dogrudan Mimarlk Bolim Baskanhgi’ni haberdar edin.

3. ARCH 100 santiye stajlarinda, santiyede her gin yazili ve gorsel (fotograf ve eskizler)
kayit tutun. Staj dosyasinda bu kayitlarin dikkate alinacagini, yapilan isler hakkinda gilinliik
bazda, teknik bilgiler verilmesi gerektigini unutmayin.

Staj sonunda yapilmasi gerekenler;

1. Staj Dosyasinin Hazirlanmasi ve Teslim Edilmesi
Staj dosyasi: Stajin igerigini, staj yapilan firma hakkinda bilgileri, stajin
ogrenciye sagladigl kazanimlari ve ekler kisminda da gin glin dizenlenmis
aciklamalari iceren dosyadir.


mailto:ssakcak@cankaya.edu.tr
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- Webonline lzerinden djital teslimde dosya pdf olarak teslim edilir. Bu
teslimde yazili kisminin segilebiliyor sekilde (Word’den pdf kaydedilmesi
yeterlidir) olmasi gerekir.

-Staj dosyasinin hazirlanmasi konusunda ARCH100 ve ARCH200 STAJLARI STAJ
DOSYASI HAZIRLAMA KILAVUZU'na (Instruction Manual) bagli kalinmasi
sarttir.

-Staj dosyasi Ogrencinin kendisi tarafindan hazirlanir. Dosyadaki rapor ve
glinliik kayitlarin metni ve gorselleri hazirlayan 6grenciye ait olmalidir. Staj
dosyasinin  6zgilnllGgl, staj raporunun degerlendirilmesi asamasinda goz
oninde tutulacaktir.

2. Stajyer Ogrenci Degerlendirme Formu’nun Teslim Edilmesi
Form igeriginin 6grencinin staj yaptigi firmada yetkili amiri tarafindan doldurulmus,
imzalanmis ve kaselenmis olmasi gerekmektedir. Agzi kapah ve kaseli zarf icinde
teslim edilmesi sarttir. Kapali zarf Mimarlik B6limu{’nde staj komisyonu adina veya
komisyondaki ilgili_kisi adina postalanir.

3. Staj Ucretlerine issizlik Fonu Katkisi Bilgi Formu’nun Teslim Edilmesi
Staj suresince lcret almis ve firmanin bu Ucret icin katki talep ettigi durumdaki
ogrencilerin aldigi Ucrete dair dekontu da ibraz etmesi sarttir. Mimarlik
Bollimi’nde staj komisyonu adina veya komisyondaki ilgili kisi adina postalanir.

4. Staj Ozgiinliik Belgesi’nin Teslim Edilmesi
Bu belge staj dosyalarinin islak imzal teslim edilememesi durumunda hazirlanir.
imza yerine gegecek olan bu belge, staj yerindeki is yeri yetkilisi veya staj yeri amiri
tarafindan doldurulur. Mimarhk Bo6limi’'nde staj komisyonu adina veya
komisyondaki ilgili_kisi adina postalanir. Ogrenciler tarafindan doldurulmus
belgeler degerlendirmeye alinmayacaktir.

Staj dosyalari 1slak imzali taranarak teslim edilebiliyorsa 6grenci hem islak imzali
dosyanin taranmis halini, hem de staj dosyasinin yazili kisminin secilebildigi halini
ilgili dersin Webonline sayfasina teslim eder.
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Uyarilar;
Su kosullar altinda stajiniz gegersiz sayilir:

-Kopya staj dosyasi hazirlamak: Staj dosyasinin gorsel ve yazili igeriginin ayni ya da
cok benzer olmasi, "paraphrase" yapilmis olmasi,

-Staj raporunun ve glinlik kayitlar sayfalarinin kaseli ve imzali olmamasi (stajin
gecerli olmadigini gosterir, kesin ret gerekcesidir),

-Staj sonunda 6grenci degerlendirme formunun teslim edilmemis olmasi,

-Staj dosyasinda izlenen sirecgler hakkinda vyeterli bilgi verilmemesi, sirecin
anlatilmamasi, stirecin gunlik olarak kayit edilmemesi,

-Dosyada yer alan gorseller ile yazih bilgilerin uyumlu olmamasi,

-30 glinden daha az staj yapilmasi

-Staj raporunun kilavuza uygun olarak yazilmamasi ya da ¢ok kisa olmasi,

-Staj kilavuzunda istenen bilgilerin verilmemesi, istenen formata uyulmamasi.
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Dear students,

Within the scope of “ARCH100-SUMMER PRACTICE: BUILDING SITE I” internship, the process that
should be followed before, during, and after the intrnship is indicated below.

A. Before the internship;

1. Find a suitable company/site for ARCH100 internship. The important points on this issue
are;

-ARCH100 internship should be done in the construction sites which have rough
construction practices. Internships that not include rough construction practices are not
accepted within the scope of ARCH100 course. The duration of the internship is 30 work
days.

- Students cannot arrange their internships in the construction or construction inspection
companies which are owned by (or partnered by) themselves, their family.

- For following a variety of implementations, it is advised to the students that they should
choose more complex sites for the ARCH100 internship, such as hospitals, culture centers,
trade centers, mixed use blocks, residences, etc.

- Doing internship at the same site with other Cankaya University Architecture students is
not advised. In such a case, the internship reports will be evaluated in a cross-comparative
way for the plagiarism possibility.

- Students cannot do more than one internship at the same summer term. Students who
are in the graduation position is not included.

2. After finding a suitable site for internship, the supervisor at the related site should

approve your application documents prepared by yourself. At this stage, necessary
documents are the following;

a) ARCH100 - Digital Application Form
It is obligatory to fill out mentioned Google forms link in full. You can use following link;

https://forms.qgle/4zvyH2ZnXpXccCSS9

After filling out this form, “Cankaya Universitesi Zorunlu Stajyer Ogrenci Sigorta Giris
Formu” and Letter of Acceptance should be scanned and attached.

b) Cankaya University Compulsory Intern Student Insurance Application Form


https://forms.gle/4zvyH2ZnXpXccCSS9
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c)

Without insurance, you cannot start your internship. To provide insurance, this form
should be filled completely. It is critical to calculate workdays exactly, and indicate the
right start and end dates.

Letter of Acceptance

At this document, following items should be mentioned; it is suitable for student to
make his/her internship in mentioned period of time, and whether company has
working hours on Saturdays or not. Company representative should sign and stamp
this form.

After completing your application, send a confirmation mail to
ssakcak@cankaya.edu.tr.

B. During the internship;

1. Itisimportant for our students to protect theirself from possible sun and dust, and wear
suitable clothes considering the occupational safety precautions.

2. For the case of any kind of risks that threat your security of life at the construction site, get in
contact with Department of Architecture or your Internship Commitee.

3. While preparing your ARCH100 Summer Practice File, you will use a daily record that explains
the process of work being done during internship. This daily record should include the daily
explanation, the technical information about the work, and necessary visuals. (photographs,
sketches, etc.)

C. At the end of the internship;

1. Preparation and Submission of Summer Practice File

Summer Practice File: Explains the content of internship, the subjected company,
the learning outcomes of the student, and the daily record provided at the
appendix.

- Digital submissions on Webonline file is collected in pdf format. In this submission,
written parts in the file can be selected (Word recognized-If you export pdf files
from your original Word file, you obtain this result).

- For the preparation of the preparation process ARCH100 and ARCH200
Instruction Manual should be examined in detail.



mailto:ssakcak@cankaya.edu.tr
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- All the content of internship file should be arranged only by student
herself/himself. The authenticity of written and visual content of the file is
evaluated thoroughly.

2. Submission of “Student Evaluation Form
The content of this form should be filled out by the company supervisor of yours,
signed, and stamped. Hardcopy file should be placed in a sealed envelope which
also stamped and signed. Will be sent to the Department of Architecture via
shipment to relevant member of the Internship Committee.

3. Submission of “Unemployment Fund Contribution to Internship Salary Form”

If the student has been provided salary, and company demands a contribution, the
invoice of the bank record should be added. Will be sent to the Department of
Architecture via shipment to relevant member of the Internship Committee.

4. Submission of “Authenticity Form”
This document is prepared in case of the submission without signatures and
stamps. The document fulfills the signature and stamp requirement. It is filled and
signed by the supervisor at the internship and will be sent to the Department of
Architecture via shipment to relevant member of the Internship Committee. The
documents which are filled by students is not regarded as valid documents.

If the internship files can be submitted with signatures, students should submit
both scanned version of the file with signatures and pdf file exported from Word
(written part should be word recognized) to the Webonline page of relevant course.

Warnings;
The major problems that make your internship “Unsatisfactory” are;

-Cheating / Plagiarism: If the visual or written content is same or similar, if the written
content is “paraphrased”.

-If the all of the sheets of internship file is not stamped and signed. (This is a valid reason
for the rejection of the internship)

-Missing “Student Evaluation Form” at the end of the internship.

-Lack of information about following process at the site, lack of explanation about the
process, lack of daily recording.

-Inconsistency between written content and visual content provided especially in daily
basis.

-Internships less than 30 work days.

-Missing or too short conclusion part.
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-Missing information (Instruction Manuel should be taken into account), or folders
arranged out of format.




