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                                                      General Information Form About The Internship


Internship information text:
Internships at İstinye University, designed to support the professional development of students, are offered in two forms: mandatory and voluntary. All internship applications are submitted digitally through the OIS (Student Information System), and students are required to upload all required documents to the system in a timely and complete manner.

Compulsory internship:
Students applying for a mandatory internship must log in to the OIS system and then navigate to the "My Internships" tab under the "Course Procedures> Internship" menu to begin the application process. The application will not be completed until the "I have read and approved the Internship Directive" box is checked on the application form.
When selecting "Compulsory" as the internship type, the student must specify the course in which the internship will be conducted.

The following documents must be uploaded to the system to begin the application approval process:
- Internship Application Form with a wet signature (obtained from the institution where the internship will be held)
- SPAS Eligibility Certificate (obtained through e-Government)
The approval process automatically begins once all documents are uploaded. The application is considered complete when the internship status is updated to "Career Center Approved." At the end of the process, the student will receive a "Signed Internship Approval Document" via email.

Optional Internship:
(1) Students are responsible for applying for an optional internship by coming to the Career Center office and regularly monitoring the application process for approval.
(2) The student's optional internship request must be approved by the department/program head and the dean/director through the Student Automation System.
(3) Students who do not have a mandatory internship can also participate in an optional internship. The University will cover the optional internship insurance for a minimum of 20 working days and a maximum of 30 working days each academic semester.
(4) Students who complete an optional internship are not required to complete and submit an internship report or internship evaluation form.
(5) Requirements for an optional internship:
a) The internship duration is limited to a minimum of 20 working days and a maximum of 30 working days.
b) Students who do not have a mandatory internship in the program may also participate in an optional internship a maximum of two (2) times during their academic term.
c) Students applying for internships must not have received any disciplinary action.
d) Students enrolled in a double major, minor, or major-only program must have a minimum GPA of 2.50.
e) The institution or unit where the internship will take place must be directly aligned with the department/program in which the student is enrolled.
a) Completion of the first year is mandatory for associate degree students and the second year is mandatory for undergraduate students.

Order of filling out the Internship Application Form:
The Internship Application Form must first be stamped by the institution where the internship will take place and approved with a wet signature by an authorized person. Once the necessary approvals are complete, the form must be uploaded to the system via the "Upload Internship Application Form" tab in the OIS student automation system.

Internship Application Form upload time to the system:
The internship form submission deadline is a maximum of 30 days and a minimum of 5 days prior to the internship start date. Documents must be uploaded in PDF format.

Internship notebooks:
Internship notebooks can be obtained from ISU-Copy locations within our university. Completed notebooks should be submitted to the faculty secretariat. Delivery dates may vary by department. For more information, it is recommended to contact the relevant internship advisors.

Insurance (SGK) statement:
You can access your insurance declaration through the "4A Employment Entry and Exit Declaration" tab on e-Government.

What to do with the Approved Form once it is created:
You can send your approved form to the instructors of the institution or department where you will do your internship, if they request it.

Workplace internship contract:
This contract was created at the request of the companies. It requires the signatures of the intern, employer, and faculty dean/vocational school director. You can submit it to the companies that request it. You can access the relevant form on the İstinye University Career Center website.



Paid Internship form - State Contribution:
In cases where the company pays an intern a salary, the government reimburses a portion of the student's salary to the company as a subsidy. You should use this form if the company requests it.

The paid internship form, along with the attendance/absence schedule and payment receipt, must be submitted to the Career Center Office at Vadi Main Campus, number Z04, by the 5th of the relevant month.

Internship classification according to course credits:
Classification based on the credit load of the internship course is as follows:
- 5 ECTS and below: Internship Course
- 5–15 ECTS: Applied Course
- 15 ECTS and above: Vocational Training

This classification ensures that the student's internship process is planned in accordance with the academic program and course load.



IMPORTANT REMINDERS

- Complete and accurate documentation uploads are mandatory for the approval process.
- Internships should not begin until the approval process is complete.
- All announcements and notifications are sent to students' university email addresses.
- It is recommended that you stay in touch with the Career Center throughout the internship.




You can access frequently asked questions about the internship from the link; https://kariyermerkezi.istinye.edu.tr/tr/sikca-sorulan-sorular

Site: https://kariyermerkezi.istinye.edu.tr 
E-mail: kariyermerkezi@istinye.edu.tr                                            
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