Staj Kilavuzu / Internship Guide

Nigde Omer Halisdemir Universitesi
Tarim Bilimleri ve Teknolojiler Fakiiltesi
Staj Klavuzu

Degerli Stajyerler;
A. Staj Oncesi:
1. Staj Defteri ikinci sayfada bulunan Nigde Omer
Halisdemir Universitesi, Tarim Bilimleri ve
Teknolojileri Fakiiltesi Staj Yonergesi'ni okuyunuz.
Sorunuz varsa;
v' ilk adim olarak sinif danismaniniza sorunuz.
v Ikinci adim olarak sinif danismaniniza sorunuz.
v" Ugiincii adim olarak sinif danismaniniza sorunuz.
v Dordiinci adim olarak birinci adimdan tekrar baslayiniz.
2. Staj yapmak istediginiz kurumu yurt ici / yurt disi/
Erasmus programi kapsaminda belirleyip, bir kabul yazisi
aliniz.

3. Yaz donemi staj yapmak icin Mayis ay1 birinci haftasi
icerisinde staj bagvurunuzu STB Form 01 ile (STB Form 02
diger fakilte 6grencileri icindir) yapiniz.

4. Yurt icinde staj yapacaklar i¢in (Yurt disinda yapacaklar bu

adimdan muaftirlar); iki form diizenlenecektir.

» Birincisi Sosyal Giivenlik Kurumu (SGK) Form 01 Bordro,
staja baslama tarihinden en az bir is giinii 6nceden
hazirlanip SGK’ya teslim edilmesi gerekmektedir. Dolayisi
ile SGK kaydiniz yapilmadan staja baslayamazsiniz.

> Ikincisi SGK Form 02 Puantaj ise staj yapilan ay sonunda,

¢ is giini igerisinde SGK ya teslim edilmesi
gerekmektedir. Staj yaptiginiz  kurum tarafindan
hazirlanacaktir. Staj siiresinin bir aydan fazla olmasi

durumunda her ay sonunda, sonuncusu ise staj bitiminde
doldurulacaktir. Dolayis1 ile Fakilte disindaki yurt igi
kurumlarda staj yapanlar bu formun doldurulmus halini
Fakiilte Ogrenci Islerine her ay sonu ve staj bitiminde iki is
glnt icerisinde teslim etmek zorundadirlar.

5. Staj Defterini Fakiilte web sayfasindan indiriniz. Staj
Defteri, Staj Defteri Kapak Sayfasi, Staj Yonergesi, Ogrenci
Bilgi Sayfasi, yapilan stajin Giinliik Staj Cizelgesi, Giinlik Staj
Notlarini, Stajyer Kurum Degerlendirme Formu, Kurum
Stajyer Degerlendirme Raporunu icermektedir.

6. Staja baslamadan 6nce Staj Defteri Kapak sayfas1 ve Ogrenci
Bilgi Sayfasini doldurup bir resminizi ekleyiniz. Fakiilte
Sekreterligine bilginizi onaylatiniz. Stajinizdan 6nce veya
sonra staj defterini ciltlettiriniz.

7. Yurtici bir kurumda staj yapacaklar, staja baslamadan 6nce
Fakiilte Ogrenci Islerinden SGK Form 01’in doldurulup SGK
kaydiniz yapildigindan emin olunuz.

B. Staj Siiresince Yapilacaklar:

8. Yurtici bir kurumda staj yapacaklar, sigorta giris
bildirgesinin bir kopyasin1 Fakiilte Ogrenci islerinden alarak,
staj yaptiginiz kuruma teslim ediniz ve staja baslayiniz.

9. Staj stiresince yaptigimiz isleri Giinliik Staj Cizelgesi ve
Giinliik Staj Notlar1 sayfasina giinliik olarak tiikkenmez kalem
ile okunakli olarak yazip staj amirinize onaylatimz. Bu
sayfalar gerektigi kadar ¢ogaltiniz.
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Nigde Omer Halisdemir University
Faculty of Agricultural Sciences and Technologies
Internship Guide
Dear Trainees;
A. Prior to Internship:

1. Read the Nigde Omer Halisdemir University Internship
Directive for Faculty of Agricultural Sciences and
Technologies found on the second page of the Internship
Book If you have question,

v Ask to your class advisor as the first step.

v’ Ask to your class advisor as the second step.
v Ask to your class advisor as the third step.
v’ Start over at the first step as the fourth step.

2. Determine national/international / Erasmus program
institution you would like to do your internship, get an
acceptance letter.

3. To do internship in summer term, apply in the first week of
May with STB Form 01 (STB Form 02 is for students from
other faculties).

4. For those who will do internship in country (who will do
abroad are exempt from this step). Two forms will be issued.

» The first is Sosyal Giivenlik Kurumu (SGK) Form 01
Bordro, must be issued and submitted to SGK at least one
labor day before the starting date of your internship. Hence
you cannot start your internship without SGK registration.

» The second is SGK Form 02 Puantaj must be submitted
within three labor days to SGK at the end of the training
month. The form will be issued by the trainer institution. In
case internship period is more than a month, the form will
be issued at the end of each month and when internship is
completed as the last one. Hence, those who are doing off
campus internship in a domestic institution must submit
this form within two labor days to Faculty Student Affairs
at the end of each month and at the end of the internship.

5. Download Internship Book from the faculty web page.
Internship Book includes Internship Book Cover Page,
Internship Directive, Student Information Page, Daily
Internship Table, Daily Internship Notes, Trainee Institution
Evaluation Form, and Institution Trainee Evaluation Report.

6. Before starting the internship, fill out the Internship Book
Cover Page, Student Information Page, and a picture of yours.
Have Faculty Secretariat endorse your information. Either
before or after training, have your Internship Book binded.

7. Those who will do internship in a domestic institution,
confirm from the Faculty Student Affairs that SGK Form 01
has been issued and already submitted to SGK.

B. During Internship:

8. Those who will do internship in a domestic institution, take
a copy of the insurance input avowal from the Faculty Student
Affairs, submit it to trainer institution and start internship.

9. During the internship, write legibly what you did on a daily
basis with a pen on Daily Internship Table and Daily
Internship Notes, have your notes confirmed by internship
supervisor. Reproduce these pages as many as necessary.
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Staj Klavuzu devam

10. Stajini Fakiilte dis1 yurt i¢i kurumlarda yapanlar; Staja
basladiginiz ay sonunda SGK Form 02’'nin staj yaptiginiz
kurum tarafindan doldurularak Fakiilte Ogrenci islerine iki is
giinii igerisinde ulastiriniz.

11. Yurtigi bir kurumda staj yapanlar, stajinizi tamamladiginiz
giinii takip eden ¢ is glini icerisinde SGK Form 02 nin
sonuncusu SGK’ya teslim edilmelidir.

12. Stajyer Kurum Degerlendirme Formunu doldurup
imzalayiniz. Staj yaptiginiz kurumdaki Staj Amirinize Kurum
Stajyer Degerlendirme Formunu verip doldurarak imzalayip
kapali zarf icerisinde size teslim etmesini isteyiniz.

13. Staj Defterini, Stajyer Kurum Degerlendirme Formunu ve
kapali zarf icindeki Kurum Stajyer Degerlendirme Formunu
sinif danismaniniza staj bitiminden itibaren bes is giini
icerisinde teslim ediniz.

14. Stajimz kirkbes (45) is giinlinden daha az ise
tamamlayimiz. Kirkbes (45) is giinii staj sonrasi ilan edilen
giinde Staj Sinavina giriniz.

15. Staj Sinavinda basarili olanlar stajiniz tamamlanmistir.
Dérdiincii doénem altinct dénemde Kkayit yaptirdiginiz
Internship dersinin notu bu asamada 6grenci isleri tarafindan
‘S’ (basarili) olarak girilecektir. Tebrikler.

Basarisiz iseniz stajinizi tekrar yapmak icin basa déniiniiz.
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Internship Guide continued

10. Students doing their internship off campus in domestic
institutions, submit the SGK Form 02 issued by the trainer
institution to the Faculty Student Affairs at the end of the
month, within two labor days.

11. Students doing their internship off campus in a domestic
institution, the last SGK Form 02 must be submitted to SGK
within three labor days after your internship completed.

12. Fill and sign the Trainee Institution Evaluation Form. Give
the Institution Trainee Evaluation Report to your internship
supervisor in the trainer institution, and ask it to be filled,
signed, and returned to you in a sealed envelope.

13. Submit Internship Book, Trainee Institution Evaluation
Form and Institution Trainee Evaluation Report in sealed
envelope to your class advisor with in five labor days after
internship completed.

14. Complete your internship if it is less than forty-five (45)
labor days. Take your internship exam on the day announced
after forty-five (45) day internship.

15. Students who passed the exam have completed the
internship. At this stage, internship course you enrolled at the
fourth and sixth semesters will be recorded as ‘S’ (Successful)
by Faculty Student Affairs. Congratulations!

If you have failed, start from the beginning to do it again.


http://www.zargan.com/tr/q/congratulations!-ceviri-nedir

