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INTERNSHIP PROGRAM GUIDE
This guide has been prepared to provide information about the "Internship Program" (IE 197, IE 297 and IE 397) that Abdullah Gul University Industrial Engineering Department students are required to complete and to direct the activities to be carried out within this scope.

1. PURPOSE
The purpose of the Internship Program is to enable Industrial Engineering Department undergraduate program students to:
· Learn the work environment, relationships in the work environment, work culture, and work processes through first-hand experience,
· Analyze a production/service organization and identify problem areas that they can work on in subsequent years' courses, project work, and internship programs,
· Create a University-Industry Cooperation environment to help solve the problems of a production/service organization and/or contribute to strengthening the R&D infrastructure,
· Help them discover their areas of interest and talent so that they are prepared for professional life upon graduation.
Additionally, it aims to enable workplaces to identify their problems and areas that need development in collaboration with the academic world and to benefit from the academic world continuously and in the long term.

2. PROGRAM CONTENT
All students enrolled in the Abdullah Gul University Industrial Engineering Department are required to work in a production/service organization for at least 16 weeks within the scope of the internship program during their 4-year education. The total workload of these internships is 10 ECTS.
The Internship Program is conducted in 3 different stages at the end of the 1st, 2nd and 3rd years, the details of which are presented below and in the relevant appendices. The Industrial Engineering Department Internship Program Committee is responsible for the execution of the program.
For students to be successful in the program, they must successfully complete all three stages. Although the program is generally planned to be conducted during the summer period, students who meet sufficient conditions can participate in the program during the academic year if deemed appropriate by the Internship Program Committee. The Committee decides on the suitability of the production/service organization where the program will be conducted.
Stages of the Internship Program:
Internship Program I (IE 197): A program of at least 4 weeks (20 working days) for students in the Industrial Engineering Department undergraduate program who are transitioning from the 1st year to the 2nd year. It has a workload of 2 ECTS.
Internship Program II (IE 297): A program of at least 6 weeks (30 working days) for students in the Industrial Engineering Department undergraduate program who are transitioning from the 2nd year to the 3rd year. It has a workload of 3 ECTS.
Internship Program III (IE 397): A program of at least 6 weeks (30 working days) for students in the Industrial Engineering Department undergraduate program who are transitioning from the 3rd year to the 4th year. It has a workload of 5 ECTS.

3. DURATION AND TIMING OF THE PROGRAM
· Students are employed in a production/service organization for at least 20 or 30 working days, depending on the program they follow, up to 6 days per week.
· The exact start and end dates of the program are determined in coordination with the relevant production/service organization.
· Internships are conducted during semester breaks or summer vacation. However, internships can be done concurrently with education in the following situations:
· When the program or business conditions are not suitable,
· When the student has completed all courses but has not yet finished the internship,
· During education-training, summer school and exam periods for the same duration and not less than three days per week.
· Internships can be postponed with departmental approval due to production stoppage, disputes, bankruptcy, natural disasters, etc. In this case, the remaining part of the internship is completed later.
· If the student cannot continue the internship due to illness/injury, the number of days with a medical report is added to the internship period. The medical report period cannot exceed 30% of the internship period. In case of a longer medical report, the internship can be canceled or the missing period can be completed later by decision of the Internship Program Committee.
· Subject to the favorable opinion of the Internship Program Committee, students may undertake internships for longer than the specified internship period.

4. PREREQUISITES FOR PARTICIPATION IN THE PROGRAM
· For students to participate in the internship program, they must have completed at least 1 semester in the Industrial Engineering undergraduate program for IE 197, at least 3 semesters for IE 297, and at least 5 semesters for IE 397.
· The workplace where the program will be conducted and the time when the program will be conducted must be approved by the relevant workplace and the Internship Program Committee.
· The student is responsible for finding the workplace where the internship will be conducted. The Internship Program Committee decides on the suitability of the workplace proposed by the student.
· Insurance for the time the student will spend at the workplace is provided by AGU. It is the student's responsibility to fill out the necessary forms for this.

5. REQUIREMENTS FOR SUCCESSFUL COMPLETION OF THE PROGRAM
· During the program, students are employed in an organization in the production or service sector for at least 20 working days for the IE 197 course, and at least 30 working days for the IE 297 and IE 397 courses.
· During the program, the student is assigned to a unit to be determined together with the workplace where the program is conducted.
· Official holidays between the start and end times of the program, excluding weekend holidays, are substituted by extending the program period sufficiently if necessary, and this is documented with workplace approval.
· Each student is assigned a workplace advisor by the workplace and an academic advisor by the Internship Program Committee.
· If the student needs to take leave during the execution of the program, the relevant leave is obtained in writing from the workplace advisor.
· At the end of the program, the student prepares a report in accordance with the format determined by the Internship Program Committee.

6. ROLES AND RESPONSIBILITIES
6.1. Roles and Responsibilities of the Internship Program Committee
· Ensures that each student is assigned a workplace advisor from the relevant workplace and an academic advisor from the AGU Industrial Engineering Department.
· Decides whether the workplace where the student will work during the program and the time when the program will be conducted are appropriate.
· Manages the evaluation process of students participating in the program.
· Conducts the necessary coordination and work for the insurance of students during the program period.
6.2. Roles and Responsibilities of the Workplace Advisor
· Determines the internship program to be applied to students.
· Creates opportunities for students to meet with employees at all levels in various settings (tea time, meetings, social activities, etc.).
· May have students temporarily perform the duties of employees at different levels (including blue-collar workers) in the units where they are assigned, in order to learn work processes, employees' mindset, and work culture.
· Provides opportunities for students to participate in projects within the units where they are assigned.
· Tracks students' attendance and performance and communicates the evaluation to the Internship Program Committee through feedback.
· Determines the workplace rules that students are obliged to comply with during the internship.
6.3. Roles and Responsibilities of the Academic Advisor
· Reviews student reports and evaluates students at the end of the internship.
6.4. Roles and Responsibilities of the Student
· Determine and approve the internship location and time, carry out application and registration procedures.
· The student tries to know, understand, learn and analyze the units where they are assigned in the best way in all aspects.
· Attend the internship regularly, comply with the workplace's working rules and the Higher Education Institutions Student Discipline Regulation No. 2547.
· Fulfill the duties assigned to them during the internship completely.
· The student prepares a report in accordance with the format determined by the Committee within 2 weeks following the completion of the program and submits the report to the AGU Industrial Engineering Department and the workplace where the program was conducted.
· The student should see themselves as a professional employee at the workplace where they work during the program and act accordingly.

7. INTERNSHIP PROCESS AND PROCEDURES
· It is mandatory for each student to be insured for the period they will work at a workplace within the scope of the internship. The official procedures required for insurance will be carried out by Abdullah Gul University.
· For the procedures to be carried out, each student must fill out the "Internship Acceptance Form" together with a copy of their ID card and submit it to the Industrial Engineering Department Secretariat within the announced date range. The relevant form can be accessed from the department's website (ie.agu.edu.tr).
· Insurance cannot be made for students who do not submit their forms within the specified time period, and therefore the student cannot be included in the program. (By law, a student without insurance cannot work at a workplace.)
· The report, all work prepared by students during the program, and the evaluation form in a sealed envelope are submitted to the Internship Program Committee by the date announced by the committee.
· Work submitted after this date will not be accepted and the student's internship will be considered Unsuccessful.
· The evaluation form can also be sent to the Industrial Engineering Department by the workplace via mail, e-mail, cargo or fax.
· The evaluation form must be signed and stamped by an authorized person at the workplace. Otherwise, the document will be considered invalid.

8. EVALUATION
a) All documents submitted to the Internship Program Committee must be stamped by the workplace and signed by authorized persons. Otherwise, internship work will not be evaluated.
b) The submitted forms and reports are reviewed by department faculty members assigned by the Internship Program Committee. At the end of the evaluation, the student's internship is graded.
c) A student deemed unsuccessful must repeat the same program at a different workplace.
d) A work found to be very successful by the Internship Program Committee may be requested to be presented in the department by the relevant student to benefit other students.
e) The evaluation method of the internship program is as follows:
· Final report: 40%
· Final presentation: 40%
· Workplace advisor's evaluation survey: 20%
8.1. Evaluation of the Internship Report
The following scoring key is used in the evaluation of the internship report:
· Language Use: 20 Points
· Introduction: 10 Points
· Problem Definition: 15 Points
· Literature Review: 10 Points
· Methodology: 35 Points
· Discussion: 10 Points
	Category
	Excellent (90-100)
	Satisfactory (70-90)
	Weak (50-70)
	Unacceptable (0)

	Language Use (20%)
	Appropriate academic language, no spelling/grammar errors, excellent organization
	Appropriate academic language, rare spelling/grammar errors, minor table/figure errors
	Inappropriate English, frequent spelling/grammar errors
	Inappropriate English, frequent spelling/grammar errors, lack of organization

	Introduction (10%)
	Clear overview (company/institution and system), excellent organization
	Clear overview (company/institution and system)
	Inadequate system presentation
	Inadequate overview

	Problem Definition (15%)
	Problem thoroughly well defined
	Problem definition adequately good
	Symptoms expressed without framing
	Failed to provide overview of the problem

	Literature Review (10%)
	Adequate search, excellent organization
	Adequate search
	Irrelevant literature review
	No literature review or irrelevant

	Methodology (35%)
	In-depth explanations of design constraints, alternatives and assumptions, legal consequences, health, environment and safety considered
	Adequate design criteria and sample calculations, appropriate for the problem
	Appropriate methodology lacking, model works despite limitations
	Appropriate methodology lacking, model does not work

	Discussion (10%)
	End-to-end discussion in the context of study results and future work, impact analysis on stakeholders
	Report discussed from beginning to end, impact analysis on stakeholders
	Discussion only in the form of a brief summary
	Discussion missing or in summary form


Important: Every report submitted must comply with the AGU Industrial Engineering Internship Report Template standards (available on the department's website). Reports that do not comply with template standards or are evaluated as "Unacceptable" in any category will not be accepted. You will be informed to resubmit your report with a 20% penalty.
8.2. Evaluation of the Internship Presentation
The following scoring key is used in the evaluation of the internship presentation:
· Delivery: 20 Points
· Organization and Timing: 20 Points
· Visuals: 20 Points
· Content: 40 Points
	Category
	Excellent (90-100)
	Satisfactory (70-90)
	Weak (50-70)
	Unacceptable (0)

	Delivery (20%)
	The presenter speaks clearly and distinctly, is easily understood, maintains an appropriate speaking pace, is confident about the presentation content
	The presenter speaks clearly and distinctly, is easily understood, maintains an appropriate speaking pace. However, needs more practice to gain more confidence about the content
	The presenter speaks clearly and distinctly, is easily understood but reads from a text or slides
	The presenter fails to deliver the presentation in terms of speech quality and content

	Organization and Timing (20%)
	The presentation follows a well-developed path to enhance listeners' understanding. Sufficient information has been provided, content is free of irrelevant or unnecessary information. The presentation fits the allotted time
	The presentation follows a well-developed path to enhance listeners' understanding. Sufficient information is provided and is free of irrelevant or unnecessary information. Timing needs improvement
	The flow of the presentation does not enhance the presentation. Content includes irrelevant information and unnecessary materials
	The presentation is disorganized or exceeds the time limit significantly

	Visuals (20%)
	Visuals are effective in enhancing message delivery, easily readable and free of formatting errors
	Visuals are effective in enhancing message delivery and easily readable. There is room for improvement
	Visuals do not enhance content delivery or are irrelevant to the topic
	The presentation contains only text

	Content (40%)
	The presentation includes a well-developed problem definition and a solution approach to it. The results and impacts of the project have been thoroughly discussed
	The presentation includes a well-developed problem definition and a solution approach to it. Discussion of the project's impacts needs development
	Problem definition needs improvement. The solution approach has limitations
	The problem is not well defined or not present. The solution method is irrelevant to the problem


f) Objections to report and evaluation results are made in writing to the Internship Program Committee and resolved.

9. OPTIONAL INTERNSHIPS AND COURSE APPLICATIONS
· Internships conducted to gain experience, other than the mandatory internships that the student is obliged to complete, are classified as optional internships.
· Students who wish to do an optional internship submit the documents to be submitted for mandatory internships to the department secretariat and can do internships upon completion of insurance procedures.
· In the Industrial Engineering program, projects requiring cooperation with workplaces must be carried out. Students who need to regularly go to workplaces to carry out course projects are included in the course internship scope. The insurance of students who will do course internships is provided within the scope of the relevant course and within the budget, provided that it is on days when they do not have classes.

10. INSURANCE AND LEGAL PROVISIONS
Occupational accident and occupational disease insurance is applied to students doing internships in accordance with subparagraph (b) of the first paragraph of Article 5 of Law No. 5510. General health insurance provisions are also applied to those students who are not in the status of dependent persons. Premiums to be paid within this scope are covered by higher education institutions in accordance with subparagraph (e) of the first paragraph of Article 87 of Law No. 5510.

11. MATTERS NOT PROVIDED FOR
For provisions not specified in the guide, the Framework Regulation on Applied Education in Higher Education will be the basis.
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