ALANYAUNIVERSITY
FACULTY OF ECONOMIC, ADMINISTRATIVE AND SOCIAL SCIENCES
DEPARTMENT OF TOURISM MANAGEMENT



There are two internship course in Department of Tourism Management. They are TRM 200 Summer
Practice and TRM 300 Summer Practice 2 courses. You must intern for 30 work days for each

course.

Your internship must be done after make-up exams end in spring semester 2024- 2025 and
before registration begins for 2025-2026 fall semester. You choose your dates. But after it has been

approved you cannot change your dates. For this year the dates are: 16.06.25-14.09.25
All steps must be covered, no late submissions of anything.

This is a very formal process, please be careful.



GENERAL PROCESS

Intern Preference Form

Announcement of Approved Companies and Informative Letter for Companies

- Intern Approval Form

- Start Your Internship
Intern Evaluation Form

Intern Report and Notebook

Evaluation




GRADING

EVALUATION FORM INTERNSHIP REPORT




IMPORTANT DATES

Internship Information Meeting: : 17.03.2025

Submission of Student Preference Forms: c 18.04.2025

Announcement of Internship Placement Approval and Delivery of Company
Information Letter:

25.04.2025
Submission of New Preferences for Students Without Internship Placement Approval : 02.05.2025

Announcement of Internship Placement Approval and Delivery of Company

Information Letter: 09.05.2025

Submission of Internship Approval Form: : 16.05.2025

Internship Period: : 16.06.25-14.09.25

WILL BE ANNOUCED AFTER ALL INTERNSHIP

Submission of Internship Report and Intern Evaluation Form DATES ARE FINALIZED.

REMINDER
LATE SUBMISSIONS WILL NOT BE ACCEPTED.




STEP 1 - INTERSHIP PREFERENCE FORM

ALANYA UNiVERSITESI
iKTiSADi VE iDARI BILIMLER FAKULTESI
TURIZM ISLETMECILIGI BOLUMU
STAJYER OGRENCI TERCiH FORMU

ALANYA UNIVERSITY
CULTY OF ECONOMICS AND ADMINISTRATIVE SCIENCES
DEPARTMENT OF TOURISM MANAGEMENT
INTERN PREFERENCE FORM

Ogirencinin Adr-Soyad
(Student Name-Surname):

T.C. Kimlik Numaras
dentity Number):

| e e—
Student Number):

TERCIH LISTESI/PREFERENCE LIST
Stajimt yurt iginde gereklegtirmek jstivorum./1 want to do my internship in Turkey. [

Stajim yurt diginda Erasmus+ kapsaminda gergeklestirmek istiyorum.1 want to do my
internship abroad via Erasmus+. [

Stajum yurt diginda kendi mkxnlarunlﬂ gergeklestirmek istiyorum./T want to do my internship
abroad by my own means.

Tercihi Hizmet Alam
(Preference: (Namnfﬂrpnluﬂn (Service Area) ['anP ubr“

Ofrencinin Imzasi/Student Signature

EN GEC . ARIHINDE TURIZM ISLETMECILIGH BOLOM BASKANLIGINA ILETILMELIDIR. ONAY VERILEN STAT
YERLERI .., CARIHINDE OGRENCILERE DUYURULARAK STAT ONAY FORMU DOLDURMALARI TALEP EDILECER.
STAJ ONAY FORMLARIL . TARIHINDE TAMAMLANMIS OLARAK TESLIM EDILMELIME. TARIHINDE TESLIM
EDILMEYEN (GRENCILERIN STAILARD ISLEME ALINMAYACAKTIR.

THIS FORM MUST BE HANDED IN TO HEAD OF THE DEPARTMENT OF
APPROVED INTERNSHIP ORGANISATONS WILL BE ANNOUNCED ON




STEP 2 - ANNOUNCEMENT OF APPROVED COMPANIES AND INFORMATION
LETTER FOR COMPANIES

TC i [z
N
STAJ YAPILACAK KURUM -
e | 0|

Syfa

BILGILENDIRME FORMU
INTERNSHIP INSTITUITON INFORMATION FORM

SAYIN YETKILI,

weilimi Programy Ggrencilerinin lisans/gnlisans efitimlerini tamamlamak icin stag
yapma zorunlulugu vardir.

Mesleki Egitim Kanunn hikimlerine uygun olasek v Staj Basyurn ve Onay Formu’nda (Ek-1) vermig
oldugumuz beyan dogrultusunda stajimi tamamlamakla yikimlidar. Ogrencimiz 30 1§ gind staj yapmak
zorundadur. Stajyer Ggrenct staj siiresince, haftada en az 1 (bir) giin 1zin kullanarak ginde en fazla § saat
caligmakla vikimlidir. Zorunlu stay yapacak olan 6grencilermmizin; sigortaliligmun baglangicy, sona ermes ve
konuyla ilgtls bildirim yokimliligs 5310 saydlt Sosyal Sigortalar ve Genel Saghk Sigortast Kanunu geregy
Universitemiz tarafindan yapilacaktir

Stajin tamamlanmasnn ardindan, stajyer Girenci tarafindan tarafinza teslim edilen “Isveren Stajyer
Degerlendirme Formu™min (Ek-2) tarafimzea doldurulmass ve Gfrencimizin basart durumunun
degerlendinilmesi gerekmektedir. Degerlendirme formunun kapal ve imzah zarf icenisinde stajyer drenciye
teslim edilmest rica olunur. Sizlerin objektif degerlendirmeler, Ggrencimizin staj bagar: notunun belilenmesinde
dikkate almacaktir.

Calismalarmizda bagandar diler, tegekkiirlerimizle sayglarimiz: sunariz.

Staj Komisyonu




STEP 3— INTERNSHIP APPLICATION AND S| s
APPROVAL FORM

STAJYER VE 5TAJ YERI BILGisi
INTERN AND INTERNSHIF PLACE INFORMATION

ETUDENT INFORMATION
T.C. Kmmlik Mumaras1
T.C Jdentipy JumfBer,
Ady Sovads
Full Nawme

STAJ YAPILACAK KURUMUN BEYANI
DECLARATION OF THE INSTITUTION WHERE THE INTERNSHIFP WILL EE CONDUCTED




= Start your internship ©

= |f anything changes in you internship you must notify us immediately.



STEP 5 -INTERSHIP EVALUATION FORM

T.C.

ALANYA UNIVERSITEST
ISVEREN STAJYER DEGERLENDIRME
FORMU/EMFLOFER INTERNEHIP
EVALUATION FORM

Enmmm, ekaiksiz daldvrdultzn sonm.
dfter completing this fo i I o
OGRENCI

r rm i
ADI S0VADIL:

STUDENT NAME SURNAME:
OGRENCI NO:

STUDENT NUMBER:

STAJTA BASLADIGI TARIH
INTERNSHIFP START DATE.

STAII BITIFDIGI TAFIH
INTERNSHIP END DATE:

CALISTIGI HAFTA/GUN SAYISL:
TOTAL WEEESDAYS WOREKED:

CALIZMADIGI GUN BAYISL:
NUMBER OF DAYE NOT WOREELD:

CALISIL AN FIRMAEURUM ADI
COMPANEINSTITUTION MAME

YAPILAN CALISMANIN DEGERLENDIRMESI
EVALUATION CRITERIA

DEVAM DURUMUATTENDANCE

I3 VAETINDE VE TAM YAPMAK/TIMELINESS
AND COMPLETENESE OF TASKES

I3E VE AREADASLARINA KAFRSI
TAVELATTITUDE TOWARDE WORK AND
COLLEAGUES

ADI 50T ADUNAME STRNAME:
UM VANLTITLE:
TARIH'DATE:

IMZASLSIGNATURE

easg sewnd it fo our Dniversiy

Imzal ve kageli olarak zarf iginde Universitemize 1

in a sealed exvelsy

PEE IVI
EXCELLENT

Egitim Alt Komisyonu Kalite KoordinatGringi “

Acirai: Ciloch| B bA el Sara vl beni Cad. b
SRR P T TR T g 2

kyaTOREIE hig
B 3500 [sastral | F




As part of your summer practice, you are required to submit a summer practice report.

All reports must be written in English!

At the end of your summer practice, you will submit the printed version and pdf version of your
report to your instructors. All students must hand in their own reports and sign the proper documents

necessary to complete their internship.

If a student has not followed the given guidelines, the department holds the right to ask for a re-write

specifying an second submission date.



The success of the internship depends mostly on the following conditions:

The reports that are not prepared in accordance with the “Internship Report Writing Plan and Rules”
stated in the booklet will not be evaluated. Internship Commission may want the required parts to be

rewritten.

“Intern Evaluation Form™ is given to the student whose internship place is approved in order to be
submitted to the Institution to be filled in at the end of the internship. The student is responsible from

the distribution of the said form and it should be submitted with Internship Report.

The students who receive Unsuccessful (U) grade must repeat the internship. Graduation procedure

of the student who does not complete his/her internship will not be made



Firstly “Cover page” includes the information that will be printed on the front cover of the internship
report. Cover page of the report will not be paged. Cover page must be written in accordance with the

example in our website.

Reports that are not signed will not be accepted!



Contents in Internship Report must be prepared in accordance with the example in our website.

Your summary should be descriptive of your work during your internship with not more than 150
words. The aim, scope of the internship work, the method(s) used and the conclusion(s) will be stated

clearly and shortly in a way that includes the summary of the report text without exceeding one page.



This part should cover the following:

Type of the summer practice,

Purpose of the summer practice,

Location of the company (company address),

Condition and purpose of the company (a brief description of the company, its history, size, staff, its
client profile, the branch it serves, past projects, the definition of its products and related information)
The period of the summer practice,

General information of the process of summer practice,

Other office personal,

General atmosphere of the office.



This part should cover the following:
Name and address of the institution
Its field of activity

Sort history of the institution that introduces
the development of the institution

Upper institution it is affiliated to (if any) and
existing facilities

Number of employees in the institution and
their classification according to their qualities
(worker, technician, engineer, administrative
personnel, etc.)

Services presented, service capacity, basic
Inputs and target markets.

»= Organizational chart of the company;

department that the student; attended
definition of the department. By drawing the
organizational chart of the institution; please
state which units fulfill production/service and
general business administration functions,
relations, authority and responsibilities
between the departments.

= The working process of the department

contribution/function of the department the
number and the responsibilities of the
employees the place of the architect within the
company and the department.

*If you use the information on the website of your internship place make sure to
cite your references. (In-text citation is also required!)



This part should cover the following:

Definition of the work that the student was
involved

The schedule of the work process for the given
and applied work

Daily explanation of the progress of the work (
supported  with  visual and  graphic
documentation)

Explain all of your work during the internship.
Associate your work with at least 2 of the
courses you took during your undergraduate
degree by considering the following facts:

1)  How similar the work that you actually performed
in your internship was to what you covered in the
courses you took.

2) How different the work that you actually
performed in your internship was from what you
covered in the courses you took.

= Discuss the current challenges existing in one

of the activity areas of company and possible
solution proposals.

Did you have a chance to use your foreign
language during your internship? What was
this foreign language?

Please list the duties you performed throughout
your internship and explain what you did about
these duties. Please attach the visual
documents if any to the Internship Report.

What kind of applications you saw about the
theoretical knowledge you gained? Specify
openly. Give examples.



This part should include the comments on:

In this section, the skills, experiences and
observations  acquired during  your
Internship should be summarized.

Performance evaluation of business should
evaluated and recommendations should be
made If necessary.

The contribution of such summer practice
to the student (Materials,techniques and
applications, etc.)

Criticism of the work being done

Criticism of the working system of the
company

What were your contributions to the
company? What were the contributions of
Internship to you?

What have you learned in general?

Performance evaluation of yourself should be
done. Do you believe that you have been an
examplatory intern student or would you have
done anything differently?

State your ideas and suggestions that could
Increase efficiency in the processes of
production and service at the institution you
do the internship.

In conclusion, the experience gained through the training and
observations has to be addressed.



* Activities performed document is prepared for all working days by
the student. It must be written in accordance with the example given
in APPENDIX-B. These documents must be signed by the student and
supervisor.



= Here, you can put anything you prepared during your internship and want to show. All other data, tables
and figures not included in the main sections of the report will be added. You may add examples of the

work you have done, pictures, graphics ect.

= An appropriate “title” must be selected for each “Appendix”, and must be numbered as Appendix-1,
Appendix-2, Appendix-3 in accordance with the presentation order. (Ex:Appendix-1. Organizational

Chart of the Institution).

= References should follow APA style. For iInformation on citation please check;



= Include an in-text citation when you refer to, summarize, paraphrase, or quote from another source. For

every in-text citation in your paper, there must be a corresponding entry in your reference list.
= APA In-text citation style uses the author's last name and the year of publication,
For example: (Field, 2005).
= For direct quotations, include the page number as well.

For example: (Field, 2005, p. 14).



A few researchers in the linguistics field have developed training programs designed to improve native
speakers' ability to understand accented speech (Derwing, Rossiter, & Munro, 2002; Thomas, 2004).
Their training techniques are based on the research described above indicating that comprehension
Improves with exposure to non-native speech. Derwing et al. (2002) conducted their training with students
preparing to be social workers, but note that other professionals who work with non-native speakers could

benefit from a similar program.

= Derwing, T. M., Rossiter, M. J., & Munro, M. J. (2002). Teaching native speakers to listen to foreign-
accented speech. Journal of Multilingual and Multicultural Development, 23(4), 245-259.

= Thomas, H. K. (2004). Training strategies for improving listeners' comprehension of foreign-accented

speech (Doctoral dissertation). University of Colorado, Boulder.



= Plagiarism is a serious offence in Alanya Hamdullah Emin Pasa University, resulting in severe
disciplinary action.

= Using i1deas and research findings of others, and yet pretending that they are your own is plagiarism,
which is not only unethical and immoral but also crime.

= Therefore, you are advised and strongly warned not to borrow others’ material directly without citation
(otherwise, it Is plagiarism) and not to use unnecessary “filler” material compiled from internet or other
SOUrces.

= Thus, including any activities that was not actually performed by you or, any observations and comments
that was not authored by you as part of your report will not be tolerated.

= Therefore, great care must be given to using a proper style in writing your Summer Practice Report, so
that your activity during your summer practice and your findings could be clearly distinguishable without
any ambiguity from other submissions, even if you perform your summer practice with other students of
your department, in same company.



Internship Report must be written according to the report writing rules stated below and submitted on

time.

The report should be written in English using MS Word with Times New Roman font and 1.5 line

spacing. Page margins should be 3 cm from left and 2 cm elsewhere (from right, top and bottom).
Must be written in digital format and printed on a white sheet in A4 size.
All pages of the Internship Report except for the cover page must be paged.

The students must give importance to the language used in the Internship Report; titles, sections,
subsections, margins must be standard and in integrity, and the students must pay attention to spelling

and punctuation



WILL BE ANNOUCED AFTER ALL INTERNSHIP DATES ARE FINALIZED.

ORIGINAL DOCUMENT WITH SIGNATURES MUST BE HANDED
IN.

*SUBMISSION AFTER THE DEADLINE WILL NOT BE ACCEPTED.



= |f you miss days due to sickness, the days of internship are compensated due to valid excuses. These days

cannot exceed 10% of the total compulsory internship period.



= Always check our TEAMS GROUP
= Always check our department official website.

= Make sure the emails you have given us of your responsible person are correct.



