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CHEMA400 Internship Guidelines/ Staj Rehberi

1. Required academic criteria for obtaining internship rights

Staj hakki elde etmek icin gerekli akademik kriterler

a)

b)

Being enrolled in the Chemistry BS program for a minimum of 6 academic semesters (Students who are
pursuing a double-major program in Chemistry or who are transfer students must complete 3 academic
terms).

En az 6 akademik dénem kayith bélim égrencisi olmak (transfer veya Kimya’da ¢ift-anadal égrencileri
igin Kimya programinda en az 3 dénem)

Having completed all analytical chemistry courses, the first two physical chemistry and organic
chemistry courses and the first Inorganic chemistry courses with a grade of at least D.

Analitik derslerinin tamamini, fiziko ve organik kimya derslerinin ilk ikisini, ve inorganik kimya derslerinin
birincisini en az D notu ile gegmis olmak.

2. Duration of internship
Staj sdresi

a)

b)

d)

The internship will last 30 working days (6 working weeks).
Staj siiresi 30 is gliniidiir (6 is haftasi).

Internships are permitted between the final day of final exams period and the last day of course
registration in the following semester (registration with advisor). In unforeseen circumstances, this can
be tolerated for a maximum of five (5) days with the permission of the Department Chair and the
Internship Coordinator.

Staj Bahar Dénemi final sinaviarinin akademik takvimde gdsterilen son giinii ile takip eden Giiz
déneminin danisman esliginde kayit déneminin son giinii arasindaki giinlerde yapilir. Cok zorunlu
hallerde staj koordinatériiniin oluru ve Béliim baskaninin onayi ile en fazla 5 giine kadar bu takvim disina
cikilabilir.

The 30-day requirement can be completed entirely in the summer (preferred), or the remaining days
can be scheduled to be finished during the semester break or the following summer. Thus, the
internship can be completed by splitting it into a maximum of two portions/periods as indicated.

30 is glinii tamami yaz déneminde (tercihen), ya da bir kismi Subat tatilinde veya bir sonraki yaz
tamamlanacak sekilde planlanabilir. Staj bu sekilde en fazla ikiye béliinerek yapilabilir.

The required 30 workdays cannot include legal holidays, weekend days (Saturday and Sunday, or
Thursday and Friday in some countries), or days the internship institution is closed. If it can be proven,
institutions that are open all day on Saturdays (or Thursday in other countries) are exempt from this
rule.

isyerinin kapali oldugu resmi tatiller ile hafta sonlari (Cumartesi ve Pazar — bazi iilkelerde Persembe ve
Cumal) staj sliresi icinde gésterilemez. Ancak is yerinin “tam giin” a¢ik olmasi, ve bunun belgelenebilir
olmasi kosulu ile Cumartesi giinleri (bazi lilkelerde Persembe) staj amach kullanilabilir.

3. Types of internship and workplaces where it can be done
Stajin tiirleri ve yapilabilecedi is yerleri

a)

b)

The 30-day internship can be completed entirely as "lab internship" or it can be split into two halves as
"lab internship" for 20 days and "office internship" for 10 days.

Stajin tamami (30 giin) “Lab staji” veya istenirse “20 giin lab staji + 10 giin ofis staji” olacak sekilde
yapilabilir.

A "lab internship" can be completed in a facility with a chemistry lab where at least one chemist is
employed. The institutions that are acceptable for internships are as follows:

Lab staji kimya laboratuvari olan ve en az bir “kimyaci” ¢alistiran her isletmede yapilabilir. Ogrencilerin
staj yapmasina izin verilen bazi isletme érnekleri séyledir:



c)

d)
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- Research and development (R&D) or quality control (QC) units of industrial establishments.
Sanayi kuruluslarinin arastirma-gelistirme veya kalite kontrol laboratuvarlari,

- Official analysis and quality control laboratories for: Soil, agriculture and food products / veterinary
medicine / pharmacy / forensic medicine / environmental control units (waste water, water
treatment, waterworks etc.,), public health laboratories, custom control labs in harbours, etc.,

Resmi analiz ve kalite kontrol laboratuvarlari: toprak/tarim ve gida diriinleri / veterinerlik / eczacilik
/ adli tip / gevre kontrol birimleri (atik su, su aritma, su dagitim tesisleri), halk saghgi lablari /
limanlar vb her tiirlii laboratuvar,

- Biochemistry laboratories of hospitals,
Hastanelerin biyokimya laboratuvarlari,

- Chemistry-oriented technopark companies
Kimya ile ilgili teknopark sirketleri,

- Academic departments of universities in which there are on-going MS and PhD research projects
or other R&D activities in chemistry.

Universitelerin kimya béliimlerinin yiiksek lisans/doktora veya arastirma/gelistirme projesi
yliriitiilen laboratuvarlari (projelerin adlari staj raporu ve staj defterinde belirtilir).

Office internship can be practiced preferably in the establishment's general administration unit,
purchasing and sales, marketing, human resources management, information technologies, and
instrument maintenance and repair units as white-collar staff.

Ofis staji lab stajinin yapildidi isletmenin tercihen ham madde temini, alim-satim, pazarlama, insan
kaynaklari, bilgi-islem, cihaz bakim-onarim gibi yénetsel birimlerinde veya genel yénetim ofislerinde ofis
calisani olarak yapilir.

With the approval of the Internship Coordinator, internships can be completed at a maximum of two
different institutions. In a facility, the internship period cannot be shorter than 10 days.

Staj koordinatériiniin onayi ile staj en fazla iki degisik isletmede yapilabilir. Bir isletmede staj 10 glinden
az olamaz.

As long as the requirements indicated above are met, internships can be completed in any country.

Staj yukardaki kriterleri saglamak kosulu ile herhangi bir iilkede yapilabilir.

Finding an institution for internship and approval procedures.
Staj yerinin bulunmasi ve onaylanmasi islemleri:

a)

b)

Itis the student's responsibility to find an institution for an internship. The EMU Chemistry Department
only recommends the organizations with which there is an internship protocol and offers the pertinent
details.

Staj yerinin bulunmasindan tamamen é§renci sorumludur. Ancak DAU Kimya Béliimii daha 6nceden staj
protokolii imzaladidi isletmeleri 6Grencilerine 6nerir ve gerekli bilgileri verir.

The "Doc-1_Internship Application and Eligibility Approval Form" must be filled out by the student who
has chosen the internship institution and submits to the Internship Coordinator via the department
secretary's office in order to receive approval and start the subsequent steps in the process. The
Internship Coordinator assesses the application in accordance with the standards indicated in this
document that were established by the Department's Board, or (if necessary) in tandem with the
insights of other academic staff. Afterwards, the Department Chair will then review the decision and
approve it, or vice versa.

Stajini ayarlayan 6grenci uygunluk onayi almak ve diger islemleri baslatmak igin Béliimiin internet
sitesinden indirecegi “Staj Basvuru ve Onay Formu” (Doc-1) doldurur ve Kimya Béliim sekreterligi
araciligi ile Staj Koordinatériine basvurur. Staj Koordinatérii dederlendirmesinde Bélim Kurulu



d)

e)

f)
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tarafindan belirlenen ve bu Rehberde agik¢a gdsterilen élgiitler ile gerektiginde Béliimiin diger égretim
elemanlarinin da gériislerini alarak degerlendirmesini yapar ve ayni forma kanaatini yazarak onay igin
B6liim Baskanina sunar.

The "Internship eligibility letter," which has the double signatures of the Internship Coordinator and
the Department Chair, is prepared by the Internship Coordinator and sent to the student for submission
to the institution. This is essential for voluntary internships as well.

Staj koordinatérii staji uygun bulunan 6grenci icin “Staj ve isyeri uygunluk yazisi”ni (Doc 2a (Tiirkge), 2b
(ingilizce) veya 2¢ ( Géniillii staj - Tiirkge)) hazirlar, Béliim Baskaninin da imzasini alarak ¢ift imzali olarak
ddrenciye teslim eder.

The student is entirely responsible for initiating the processes that are dictated by the institution's own
rules and regulations or the legal requirements of the country of internship.

Isyerinin kendi kural ve diizenlemelerinden veya Ulkesinin yasal zorunluluklarindan kaynaklanan zorunlu
islemlerin baslatilmasindan ve takibinden tamamen 6grenci sorumludur.

Compulsory insurance procedures:

EMU students who will do their compulsory internship in Turkey and the TRNC must be insured in
accordance with the relevant social security laws. Insurance procedures are carried out by the
Registrar's Office. The most up-to-date version of the application procedures to be followed by the
student in this regard is available at the following website of the Registrar's Office. The application
process must be completed at least 2 weeks in advance, as the student cannot do his/her internship if
the insurance process is not completed.

https://registrar.emu.edu.tr/en/students/undergraduate/internship

Zorunlu sigorta islemleri:

Zorunlu stajini Tiirkiye’de ve KKTC'de yapacak DAU Odrencilerinin ilgili sosyal giivenlik yasalari
geregince sigortalanmalari gerekmektedir. Sigortalama islemleri Odrenci isleri Miidiirliigii tarafindan
yapilmaktadir. Bu konuda é§rencinin takip etmesi gereken basvuru islemlerinin en giincel hali Ogrenci
Isleri MiidiirliiGii'niin su internet adresinde bulunmaktadir. Sigurtalama islemi tamamlanmayan égrenci
stajini yapamayacagdi icin en az 2 hafta énceden basvuru isleminin tamamlanmis olmasi gerekir.

https://registrar.emu.edu.tr/tr/ogrenci/lisansonlisans/zorunlu-staj

Exceptional cases:
Application processes may vary depending on where the internship will take place. The internship
coordinator and the Department Chair decide on what to do in cases not specified in this guide.

istisnai durumlar:
Basvuru siiregleri stajin yapilacagi yere gére degdisebilir. Bu rehberde belirtilmeyen durumlarda ne
yapilacagina Staj koordinatérii B6liim Baskani ve Béliim Baskani karar verir.

5. Things to do during the internship
Staj sirasinda yapilmasi gerekenler

a)

b)

Every day attendance at the job, concentration on the assigned tasks, and professional conduct are
expected of the students.

Ogrencilerin staj sirasinda diizenli ise gitmeleri, yaptiklari ise yodunlasmalari ve profesyonel
davranmalari beklenmektedir.

Students are expected to do only the the jobs assigned by their supervisors, and they shall never force
the limits of their job description.

Ogrencilerin kendileri icin gérevlendirilen supervisor (nezaretgi) veya amirlerin bilgisi ve onayi ile verilen
isleri yapmalari, kendilerine anlatilan sinirlarin disina kesinlikle ctkmamalari gerekmektedir.
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f)
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Daily notes about what they do and learn are required of the students in order to be used in the
preparation of the internship logbook and internship report. With the supervisor's approval, they may
make copies of the guidelines/procedures, the instrument user manuals, or photographs of the setups.

Ogrencilerin daha sonra staj defteri ve staj raporunda kullanmak (izere staj sirasinda yaptiklari ve
ogrendikleri ile ilgili olarak giinliik not tutmalari, yetkililerin izni dahilinde kullanilan yéntem veya
cihazlarla ilgili belgelerin ilgili sayfalarinin kopyalarini almalari beklenir.

As ambassadors for the Eastern Mediterranean University, students are required to act ethically and
conscientiously.

Ogrencilerin DAUyii temsil ettidi bilinci ile hareket etmeleri beklenir.
Students are expected to fill in the necessary fields in the logbook daily.
Staj defterinin giinliik doldurulmasi gereken kisimlari her giiniin sonunda doldurulur.

On the Department's website (chemistry.emu.edu.tr), the most recent version of the internship
logbook can be downloaded and filled out, preferably in English. If the institution has a rule requiring
the use of another language for control purposes, the student must obtain the Internship Coordinator's
permission before using the language.

Staj defteri Word dosyasi olarak Béliimiin internet sayfasindan indirilir ve tercihen ingilizce olarak
doldurulur. isletmenin baska bir dilde doldurulmasini istedigi durumlarda 6drenci konuyu Staj
Koordinatérii ile konusarak karara baglar.

The logbook must be completely original and not have any copied text from other sources. The
Internship Coordinator will afterwards use the TURNITIN software to check the originality (a maximum
of 30% similarity will be accepted).

Staj defterlerinin ézgiin olmasi ve baska higbir kaynaktan kopyalanmadan hazirlanmasi gerekir. Bunun
icin daha sonra TURNITIN testi yapilir (maksimum %30 benzerlik toleransi).

Things to do by the student right after the internship

Odrenci tarafindan staj sonrasinda yapilmasi gerekenler

a)

b)

d)

Before the last day of the internship, the student carefully and correctly fills up the internship logbook.
It is given to the supervisor for the requisite signed and stamped institutional approvals.

Staj defteri dikkatlice ve usuliine uygun sekilde stajin son giiniinden énce doldurulur. Stajin son giinii
Kurum yetkililerince 1slak imzali ve miihiirlii bir sekilde onaylatiimak lizere siipervizére (nezaretgi) teslim
edilir.

A stamped and signed envelope containing the approved logbook is delivered to the student to submit
to the department.

Kurum yetkililerinin imzalayip miihiirledikleri staj raporunu kapali ve miihiirlii bir zarf iginde dgrenci ile
gbndermeleri saglanir.

The student submits the logbook in the signed and stamped envelope to the Internship Coordinator via
the Department Secretary latest within two weeks after the commence of the classes. The Secretary
stamps the envelope with “Recieved” stamp and records the date and time of delivery.

Ogrenci kapali zarf icindeki islak imzali kopyayr Béliim Sekreteri araciligi ile Staj Koordinatériine
derslerin baslamasindan en geg iki hafta sonra teslim eder. Sekreter her zarfin lzerine resmi “alindr”
miihriinii basar, tarihi kaydeder ve imzalar,

The student also uploads the electronic version (in MS Word format) of the logbook via the LMS page
of CHEMA400 latest within two weeks after the commence of the classes.

Ogrenci basili kopyasini Kuruma imzalatti§i staj defterinin elektronik kopyasini derslerin baslamasindan
en geg iki hafta sonra CHEM400 dersinin LMS sayfasindan ayrica sisteme yiikler.
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The student prepares an “internship report” and submits it via the LMS page of CHEM400 before the
last day of withdrawal on the academic calandar.

Ogrenci staj defterine ilaveten bir “staj raporu” hazirlar ve en geg dersten ¢ekilmenin son giiniine kadar
CHEMA400 dersinin LMS sayfasindan sisteme yiikler.

The internhip Coordinator may ask for a short presentation when needed.

Staj Koordinatérii gerekli gériirse 6grenciden kiigiik bir sunum yapmasini isteyebilir.

Evaluation of the internship

Stajin degerlendirilmesi

a)

b)

d)

e)

The student’s internship is evaluated by using the criteria outlined below (also shown on the last page
of the logbook) and a letter grade of “P=Pass” or “U=Fail” or “I=incomplete” is assigned as his/her
CHEMA400 grade.

Ogrencinin staji staj defterinin en son sayfasinda da gésterilen asagidaki kriterlere gére degerlendirilir
ve CHEMA400 notu “Pass”/”Gegti” veya “Fail”/”Kaldi” veya “Incomplete”/”Eksik” olarak verilir.

A student who received an "F=Fail" grade must retake the entire internship before graduating.
Staji “Kaldi” olarak degerlendirilen 6grenci stajini mezuniyetinden énce bastan yapmasi gerekir.

If a student receives an "I-Incomplete," it signifies that they have missed internship work days. Before
the "Last day for submission of "I-Incomplete grades"" shown on the academic calendar, the student is
required to make up the days that are missing. If there are more than five days absent, the intern must
update their report and logbook for their internship, as well as renew the institution's approval that
has been signed and stamped.

CHEMA400 notu “I-Incomplete/Eksik” olarak degerlendirilen 6grencinin tamamlamasi gereken eksik
giinleri var demektir. Eksik giinlerini Akademik takvimde belirtilen “Eksik Notlarin (I-Incomplete)
Girilmesinin Son Giinii”ne kadar tamamlamalari gerekir. 5 giinden fazla eksik giinii olanlarin staj
defterini ve staj raporunu bastan yazmalari, staj defterini isletmeye tekrar onaylatmalar
gerekmektedir.

If a student's internship does not meet any of the following requirements, they will receive an "F-Fail"
grade:

Bir égrenci su kriterlerden herhangi birini saglamamasi halinde “Fail”/”Kaldi” notu alir:
i. Not having completed 30 work-days in the Institution.
is yerinde 30 is giiniinii tamamlamamis olmak;
ii. Having an “unsuccessful” report from the Institution.
Performansin Kurum yetkilileri tarafindan “yetersiz” olarak degerlendirilmesi;
iii. Late submission of the internship logbook, or in violation of Article 6 above.
Staj defterini Madde-6’da tarif edildigi sekilde ve tarihte sunmamak;
iv. Submitting a logbook with unrelated/irrelevant content and inappopriate format.
Staj defteri ve staj raporunu kabul edilebilir icerik ve formatta sunmamak;
v. Having an unacceptable TURNITIN report for any of the internship logbook or internship report.
Staj defteri ile staj raporundan herhangi birinin Turnitin raporunun olumsuz olmasi;
vi. An “inappropriate/unsuccessful/insufficient” evaluation by the Internship Coordinator.
Staj koordinatériiniin “olumsuz/basarisiz/yetersiz” dederlendirmesi.

Before making a final decision about the controversial subjects/issues, the Internship Coordinator
consults with the department administration and/or the academic staff.
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Staj Koordinatérii sikintili durumlarda kanaatini olustururken Béliim idaresi ve dgretim (yeleri ile
miizakere eder.

The Internship Coordinator enters the letter grades into the Portal at the end of the semester.

Dénem sonunda CHEMA400 notlari staj koordinatérii tarafindan portala girilir ve Béliim Baskani’nin
onayina sunulur.

Things to do by the Department

Béliimiin yapmasi gerekenler

a)

b)

d)

e)

After the midterm exam period of each spring semester, the Department hosts an "internship
orientation" meeting.

Béliim her yil Bahar Déneminin arasinav haftasinin hemen ertesinde stajyer adaylari ile “Staj
Oryantasyon” toplantisi diizenler.

The original copies of the logbooks of students which also include the final page's evaluation results are
stored in the Archive of the Department.

Staj yapan égrencilerin son sayfasinda dederlendirme sonuglarini da iceren basili staj defterleri Béliimiin
arsivinde diger ders materyalleri icin gegerli siire kadar saklanir.

The Department Secretary communicates with the Internship Coordinator for secretarial matters. For
the same task, the department assigns an assistant.

Béliim Sekreteri Staj Koordinatériiniin sekreterya islerinde yardimci olur. Gerekli gériildiigii durumlarda
Béliim bir asistani ayrica ayni amagla gérevlendirebilir.

The most recent versions of all the forms and documents that can be downloaded from the
Department's website, including this guideline, are available there.

Béliim bu staj kurallari ve rehberi belgesi ve diger belgelerin indirilebilir kopyalari ile gerekli kalici
duyurularin yapildidi bir “Staj” internet sayfasi hazirlar ve giincel tutar.

When necessary, the CHEM400 course is opened during both the Fall and Spring semesters. The
designated course instructor is the coordinator for internships. The Internship Coordinator makes the
necessary alterations/modifications for submission and automatic Turnitin testing of the logbooks and
reports via the LMS page of CHEM400.

Gliz ve gerekirse Bahar dénemlerinde CHEM400 dersi agilir. Staj koordinatérii bu dersin égretim elemani
olarak tanimlanir. Staj koordinatérii staj defterlerinin ve staj raporlarinin LMS (izerinden (izerinden
elektronik kopyalarinin égrenciler tarafindan yiiklenebilecedi ve Turnitin raporlarinin otomatik olarak
alinabilecedi ayarlamalari yapar.

Voluntary internship

Goénlilli staj

f)

The Department helps students with the formal procedures who choose to complete
additional/extra/voluntary internships or who are enrolled in double major programs with chemistry
but are exempt from having to complete a mandated internship.

Béliim staj zorunlulugu bulunmayip kendi istekleri ile staj yapmak isteyen “cift anadal” programi (CAP)
6drencileri ile ilave staj yapmak isteyen égrencilere resmi islemlerin tamamlanmasinda yardimci olur.

With minor exceptions, the policies and guidelines in this document also apply to the students carrying
out voluntary internships. They must approach their internship with the same commitment and
complete it. They must create and submit an internship logbook as well. Those who do not have the
right to enroll in CHEM400 are added to the course as additional students.
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Bu &drenciler igin bu belgede yer alan kriter ve siireglerde esneklik saglanir; ancak onlarin da ayni
ciddiyet icinde stajlarini tamamlamalari beklenir. Bu sebeple onlarin da staj defteri hazirlamalari ve
sunmalari istenir. CHEM400 kaydi bulunmayan CAP Ggrenciler icin bu derse géniillii olarak ilave kayit
olmalari saglanir.

10. Forms and ready correspondance files:
Formlar ve hazir yazisma dosyalari:

Doc-0 Internship rules and guidelines — Bilingual (This document)

Doc-1 Internship application and eligibility approval form (Bilingual)

Doc-2a Internship eligibility letter-Turkish (To the Turkish institutions)
Doc-2b Internship eligibility letter-English (To the international institutions)
Doc-2c Voluntary internship eligibility letter — Turkish

Doc-2d TC_Zorunlu staj formu -Turkish (for the institutions in Turkey)
Doc-3 CHEM400_Internship Logbook

Doc-4 CHEM400 Internship report template and guidelines



