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HASAN KALYONCU UNIVERSITY, DEPARTMENT OF AERONAUTICS    AND AEROSPACE ENGINEERING INTERNSHIP PROCEDURES

Step 1: Enrollment in the Internship Course: For the student’s internship course grade to be entered, the course must first be selected during the spring semester course registration period. The grading process for completed internships will be carried out during the summer term in which the internship is performed. Students should be aware that failure to successfully complete the internship course may result in the loss of a semester. Therefore, students are strongly advised to pay particular attention to this matter.
Step 2: Approval of the Internship Course by the Academic Advisor: The internship course will be approved by the student’s academic advisor within the period designated in the relevant semester's Academic Calendar.
Step 3: Notification of Internship Student Numbers to the Relevant Department: The number of students who will undertake the University Internship (Summer Internship) shall be reported to the relevant unit in order to ensure the provision of the required materials. The materials to be obtained by the students will be announced to them accordingly.
Step 4: Completion of Insurance Procedures: The list of students undertaking the internship, along with their required personal information (full name, identification number, address, etc.) and the Social Security Institution (SSI) undertaking forms, shall be submitted to the department secretariat.
Step 5: Execution of the Internship: The internship beginning and end dates must be uniform for all students within the faculty. Conducting an internship outside of these designated dates is not permitted. The commencement date for summer internship course is the Monday following the final announcement of the make-up examination results, and the duration is 20 working days. These dates are subject to change annually in accordance with the Academic Calendar. Throughout the internship period, students should maintain their internship reports and have them certified by the authorized supervisor.
Step 6: Completion of Internship Reports: The format of the reports is standardized and provided in Microsoft Word format. All sections within the document, including the Daily Work Sheets where tasks performed during the internship are recorded on a daily basis, must be completed digitally. By the end of the internship period, all pages should be printed, filed in a non-detachable manner, and duly signed by the authorized personnel at the internship workplace.
Step 7: Submission of the Internship Report and Evaluation Form (in a sealed and closed envelope), and Sending of the Electronic Files: The Internship Report and the Internship Evaluation Form (in a sealed envelope) are submitted to the Head of the Department within the first week following the completion of the internship. At the same time, all internship pages are all internship pages, after being submitted for signature, are converted into PDF format and sent to sgul.gunduz@hku.edu.tr within the same week. Students who submit their internship files will be announced on Classroom. The PDF files are stored in the department’s electronic archive. Submission is required for the internship to be accepted. The electronic files must be the final copies submitted for signature. 
The evaluation of internship reports is based on the amount of information gathered during the internship and how clearly and professionally this information is expressed. Sentences should be written in the passive voice, using expressions such as “was done,” “was studied,” and “was tested.” All texts, figures, and graphs must be prepared in electronic format. The Work Sheet page should be duplicated according to the amount of information obtained during the internship. At the end of the internship, a printed copy of the electronic report should be signed by the workplace. The Internship Evaluation Form is provided to the internship workplace to be filled out by the supervisor; it is then returned to the student in a sealed envelope, which the student submits to the department along with the internship report. The student submits this envelope together with the internship report to the department.
Step 8: Evaluation of Internship and Grading: Since internships conducted at our university are treated as academic courses, the final grades for these courses are processed in coordination with the Student Affairs Office following the completion of the internship. Grade entries are performed in the system by the faculty member assigned to the internship course. 
                             Timeline (The dates provided herein are approximate; the weekly start dates may vary from year to year.)
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	  June – July
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	Execution of the Internship
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	Submission of Internship Report and Evaluation Form
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INTERNSHIP WORKPLACE

	Contact          Information
	Company Name:
              Address:
  Phone and Fax:
                 E-mail:

	      Authorized Person's Assessment of the Student
	

Student's Attendance:

Timely and Complete Execution of Assigned Tasks:

Attitude and Conduct Towards Authorized Persons:

Student's Theoretical Knowledge:

Student's Practical Skills:

Student's Teamwork Ability:

Would you consider working with the student after graduation:
Additional Information:
	   Score (%)
	Comment

	
	
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	



Name and Surname of Authorized Person:
Title/Position:
 Date:
Signature & Stamp:

Name And Surname of Authorized Person:
Title/Position:
 Date:
Signature & Stamp:
Signature of Authorized Person


Note: This Internship Evaluation Form reflects the internship workplace's assessment of the student. The form must be submitted to the University by the student in a sealed and signed/stamped envelope, along with the internship reports.
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