INTERNSHIP PROCESS FLOWCHART

Department of Computer Engineering — Alanya University
Prepared in Accordance with the Internship Directive (YNG-KGS-006, Rev.08 — 22.04.2025)

IMPORTANT: MANDATORY REQUIREMENT FOR INTERNSHIP PLACEMENT
I!\ The company/institution where the internship will be conducted must employ at least 1 (one) Computer Engineer. Internships at workplaces that do not meet this requirement will not be accepted by the
Internship Committee. Make sure to verify this condition when selecting your internship placement.

[I] SGK NOTICE: ABROAD & VOLUNTARY INTERNSHIPS

Social security (SGK) registration is NOT provided by the University in the following cases. It is the student's own responsibility:
1) Compulsory internships conducted abroad (including Erasmus+)

2) Voluntary (non-compulsory) internships, whether conducted domestically or abroad

Internships under the Erasmus+ Programme are subject to Internship Committee evaluation, followed by approval from the relevant academic unit's board of directors. (Article 8-2, Article 10-3)
\ J

a PREPARATION PHASE Follow the dates announced by the Internship Committee

1.3

Get Company Approval

Have the form signed and stamped by the
internship company.

1.4

Get Committee Approval

Submit the company-approved form to the
Internship Committee for placement approval.

1.1

Find an Internship Place

The student is responsible for finding an internship
placement. The company must have at least 1

1.2

Fill Out Application Form

Complete the Internship Application and Approval
Form. Attach a copy of your ID card.

Computer Engineer. e Article 8-b Article 8-b
Article 7 R

e ADMINISTRATIVE PROCEDURES & SOCIAL SECURITY At least 7 days before internship starts
21 2.2 2.3 2.4

Collect SGK Document

Collect the SGK entry document from the HR
Directorate in person.

Deliver Documents to Company

Deliver the SGK document + Institution Information
Form to the internship company.

Submit Form to Department

Submit a copy of the approved form to the
Internship comission. The Commission forwards it

SGK Registration

The HR Directorate processes your social security
(SGK) registration (Law No. 5510).

AR A ANNEX-3: Institution Info Form
Article 8-¢

e INTERNSHIP PERIOD 30 working days
3.1 3.2 3.3 3.4

Get Each Page Approved

Have each page of the logbook signed and
stamped by your workplace supervisor.
Article 9-1

Obtain Internship Logbook
Obtain the official Alanya University internship
logbook from your department.

Begin Internship
Work max. 8 hours/day. Min. 1 day off per week.

Follow workplace rules and discipline.
Article 9-8

Fill Logbook Daily
Record your daily activities in English using the

Appendix-3 format.

Article 9-1
Internship Logbook (ANNEX-4) 1

Article 8-d

° POST-INTERNSHIP: DOCUMENT COLLECTION Upon completion of internship

4.2

41
Submit Evaluation Form

Give the Employer Intern Evaluation Form to your workplace
supervisor to be filled out.

ANNEX-2: Evaluation Form

1 SEALED ENVELOPE RULE
The form must be completed by the supervisor and returned to you in a
sealed and signed envelope. Do not open the envelope!

e INTERNSHIP REPORT & SUBMISSION Within the first 2 weeks of the fall semester

5.1

Write Internship Report

Write an English report per the ANNEX-4 guide. Min. 20 pp (excl. daily
logs), max. 60 pp. Times New Roman 10pt, 1.5 spacing. Left: 3cm,
others: 2cm.

ANNEX-4: Internship Report Guide

5.4
Submit Full File to Committee

Submit the logbook + evaluation form (sealed envelope) + report to the Internship Committee

with a signed receipt.
Article 9-1, 9-5

e EVALUATION & RESULT

5.2

Report Sections

Cover Page — Submission Approval — Front Page — Table of
Contents -~ Summary - Introduction — Sector Analysis - Daily
Activities — Evaluation — Appendices — References (APA 7)

Finalize the Logbook
Verify that all pages are signed and stamped.

5.3

Submit the Report

Printed: Hand-deliver to advisor

Digital: Word + PDF via Microsoft Teams (institutional email)

! DEADLINE WARNING

Deadline: By the start of the course registration period of the following academic semester. Late submissions will not be

Article 9-5

accepted! Files missing signatures, stamps, seals, or dates will be rejected.

7
Internship Committee Review
All documents are reviewed; the student may be
interviewed if necessary.
Article 9-2

\

N
SUCCESSFUL REVISION REQUIRED UNSUCCESSFUL (REJECTED)
Logbook is approved; all documents are forwarded to the Department Head. Corrections must be made within 1 month. Otherwise, the internship is rejected. Internship must be repeated. Rejection reason is communicated. Right to appeal
(Art. 9-3) exists. (Art. 9-4)

. J
N

PRE-SUBMISSION CHECKLIST

O Internship Application & Approval Form (ANNEX-1) — signed, stamped O Internship Report — printed copy (hand-delivered to advisor)

OO0 Employer Evaluation Form (ANNEX-2) — in sealed envelope O Internship Report — digital copy (Word + PDF, via Teams)

O Internship Logbook (ANNEX-4) — filled daily, every page approved [ ID card photocopy (attached to the form)

[ Institution Information Form (ANNEX-3) — delivered to company [0 Submission Approval Page (Appendix-2) — signed, scanned
J

Alanya University — Faculty of Engineering and Natural Sciences — Department of Computer Engineering

Cikcilli Mah. Saraybeleni Cad. No:7, 07400 Alanya/Antalya | Tel: +90 242 513 69 69
Forms: https://icse.alanyauniversity.edu.tr/en/forms

This flowchart was prepared based on the Internship Directive (YNG-KGS-006, Rev.08) and the Internship Report Guide.
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