GUIDELINES FOR INTERNSHIP REPORTS

From 2021-2022 onwards, ALL INTERNSHIP DOCUMENTS WILL BE COLLECTED ONLINE. Students are not to submit any hardcopy to the faculty.

· The student will be added to the pertaining internship class in NINOVA once he/she gets Document EK1 signed. The following documents must be separately uploaded in pdf format to the fields opened as homework before the due date
1) Student contract
2) Internship application form (Ek-1)

3) Internship work schedule
4) Internship initiation form (Ek-2)

5) Internship completion form (Ek-3)

6) Company evaluation form
7) Student evaluation form

8) Document proving that the company works on Saturdays as well (In the case of weekend internship)
· Each type of internship is to be written in different reports.
· In their inernship reports, students are expected to include what they learnt from the company during their stay there, rather than general information or statistics that can be obtained online or from company profile. Information in the reports regarding machinery used in the compay must be accurate. If a certain process that takes place in the internship programme does not actually exist the company, it must not be included in the internship report. Contents of the internship report need to be inline with  the internship requirements, as much as possible,
· Samples taken from the internship site are to be fixed at the allocated spaces in the internship report and uploaded to NINOVA with the report. 

· Handwriting or wordprocessors can be used in writing internship reports. 
· If the report is written in Turkish then a SUMMARY IN ENGLISH, AT LEAST 5 PAGES in length, needs to be added. Information regarding the company needs to be excluded in the English summary.

· Every page of the report, including the documents taken from the company, must be approved and signed by the company. 
· All signatures and seals of the company must be present in the front page of the internship reports and dates and other information must be filled in.

· Late submissions will DEFINTELY not be accepted.
· In addition, students are also to upload the relevant documents to PORTAL. 
