
As of Spring & Summer of 2024

Informative Meeting for the 
ARCH100-200-300 Internships 

in Çankaya University 
Internship Commitee

-Selçuk Uysal, Head of the Commitee
-Şafak Sakçak, ARCH100

-Nur Özkan Öztürk, ARCH200
-Yeliz Alevsaçanlar, ARCH300



SeptemberAugustJulyJune

-----------------------------------Applicable period for the internship----------------------

-----------------------------------Applicable period for the internship----------------------

Timetable

May 31
Deadline for the 
Applications 

June 14
End of the 
Exams in 23-24 
Spring 
Semester

Start of 
24-25 Fall 
Semester
Not announced yet

Submission
of the files

Right after
Add-drop week

Follow the 
announcements
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September 14
Latest date for 
the end of the 

internships

June 24
Earliest date for
the start of the
internships



A. Before the Internship
1. Finding a suitable place for your internship
2. Online application process

a. Digital Application Form (Via Google Forms)
b. Çankaya University Compulsory Intern Student Insurance Application Form (Zorunlu Stajyer Öğrenci Sigorta Giriş Formu)
c. Letter of Acceptance
d. «SPAS Müstehaklık Belgesi» obtained from turkiye.gov.tr 
e. Confirmation mail to …

-Şafak Sakçak for ARCH100
-Nur Özkan Öztürk for ARCH200
-Yeliz Aksu for ARCH300

3. Submit the hardcopies of the documents above (2b, 2c, 2d) to the relevant Research Assistant in the 
department 

B. During the Internship
• Recording the process, key concerns

C. After the Internship
1. Preparation of «Summer Practice File»
2. Submission of files & relevant documents

a. Summer Practice File (Via Webonline)
b. Student Evaluation Form (Via shipping or dropping to the relevant person in the department)
c. Unemployment Fund Contribution to Internship Salary Form (Via shipping or dropping…)
d. Authenticity Form (Via shipping or dropping…)
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A. Before the Internship
Finding a suitable workplace for your internship

ARCH100

-Construction Sites;
-Rough construction
-Reinforced concrete
implementations

ARCH200

-Construction Sites;
-Rough&finish construction
-Reinforced concrete
implementations
-Detail implementations

ARCH300

-Architectural offices
in offices dealing with 
diverse and large scale 
projects

or…
-Archaeological sites
For further information, get 
in contact with
Başak Kalfa Ataklı
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A. Before the Internship
Finding a suitable process for your internship // important notices

• The duration of the internship is 30 work days
(exclude weekends and national holidays-Kurban Bayramı, 15 Temmuz, 30 Ağustos !)

• Students cannot arrange their internships in the firms which are owned by (or partnered by) 
themselves, their family.

• Doing internships in the same spaces with your class mates will be questioned based on the internship 
files. 
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A. Before the Internship
Finding a suitable process for your internship // important notices

• The duration of the internship is 30 work days
(exclude weekends and national holidays-Kurban Bayramı, 15 Temmuz, 30 Ağustos !)
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«15 Temmuz» 
Holiday

«30 Ağustos» 
Holiday



A. Before the Internship
Application process;

a. Digital Application --- Via Google Forms  --- Answer all of the questions
https://forms.gle/sccvYEJmUGoYxFor6

b. Çankaya University Compulsory Intern Student Insurance Application Form

c. Letter of Acceptance

d. «SPAS Müstehaklık Belgesi» obtained from turkiye.gov.tr 

e. Confirmation mail to         ssakcak@cankaya.edu.tr (for ARCH100)
nurozkan@cankaya.edu.tr (for ARCH200)
yelizaksu@cankaya.edu.tr (for ARCH300)

e. Submit the hardcopy documents above (b, c, d) to the relevant Research Assistant in the department 
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A. Before the Internship
Application process;

a. Digital Application --- Via Google Forms  

--- Answer all of the questions

https://forms.gle/sccvYEJmUGoYxFor6

----Attachments !
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A. Before the Internship
Application process;

b. Çankaya University Compulsory 
Intern Student Insurance Application Form
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A. Before the Internship
Application process;

c. Letter of Acceptance

You can use this draft form or the company can 
prepare a similar document. The necessary 
information should be provided.
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A. Before the Internship

After following digital application procedures;

Send a confirmation mail to

ssakcak@cankaya.edu.tr for ARCH100

nurozkan@cankaya.edu.tr for ARCH200

yelizaksu@cankaya.edu.tr for ARCH300
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B. During the Internship

• Follow the instructions of your supervisor. 
Main concerns for a construction site…

• For the any kind for risks that threat your security of life at the construction site
Get in contact with the Department of Architecture. 

• Keep your daily records during your practice. 
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B. During the Internship
• Examine the instruction manual for the preparation of summer practice file,

during your intership.
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B. During the Internship
• Examine the instruction manual for the preparation of summer practice file,

during your intership.
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Added on the websites;
arch100.cankaya.edu.tr
arch200.cankaya.edu.tr

Added on the websites;
arch300.cankaya.edu.tr



C. At the End of the Internship
• Preparation and Submission of Summer Practice File

• Submissions will be digital via Webonline. 

• Your pdf file should be; 

• Prepared within the rules indicated in the Manual.

• The work of only yourself !
The reports will be collected through Turnitin submissions, so please be aware of 
the authenticity of yor work.
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

• Student Evaluation Form (in a closed and stamped envelope)

• Unemployment Fund Contribution to Internship Salary Form
(Staj Ücretlerine İşsizlik Fonu Katkısı Bilgi Formu)

• Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

• Student Evaluation Form (in a closed and stamped envelope)

• Unemployment Fund Contribution to 
Internship Salary Form

• Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship

In a stamped and sealed envelope!
You shouldn’t see this document…

• You need to obtain following documents before you lost your contact with your
supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship

Add bank receipt;
-If the company paid you

and
-Demand a percentage

• You need to obtain following documents before you lost your contact with your
supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form
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C. At the End of the Internship
• You need to obtain following documents before you lost your contact with your

supervisors;

a. Student Evaluation Form 

b. Unemployment Fund Contribution to 
Internship Salary Form

c. Authenticity Form

Ship these to the Department of 
Architecture

Or

Drop it to the assigned place in the
faculty. 
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C. At the End of the Internship

• ADD ARCH100-200-300 as a course at the admissions in 
24-25 Fall Semester.
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C. At the End of the Internship

• ADD ARCH100-200-300 as a course at the admissions in 
24-25 Fall Semester.

• Submit your pdf file on Webonline

29



• Follow the announcements from
• Webpage arch100.cankaya.edu.tr

arch200.cankaya.edu.tr
arch300.cankaya.edu.tr

• Departmental Page
arch.cankaya.edu.tr

• Webonline
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The major problems that make your internship “Unsatisfactory” are; 

-Cheating / Plagiarism: If the visual or written content is same or similar, if the written 
content is “paraphrased”. 

Missing Form of Authenticity or no stamp /signature on the pdf scan of the file

-Missing “Student Evaluation Form”
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The major problems that make your internship “Unsatisfactory” are; 

-Cheating / Plagiarism: If the visual or written content is same or similar, if the written content is 
“paraphrased”. 

Missing Form of Authenticity or no stamp /signature on the pdf scan of the file

-Missing “Student Evaluation Form”

-Lack of information / explanation

-Inconsistency between written content and visual content.  Inconsistency in provided format and submitted 
work. 

-Internships less than 30 work days.

-Missing or too short conclusion part.

-Missing information (Instruction Manuel should be taken into account), or folders arranged out of format.
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You can send further questions to the following adresses:

-Şafak Sakçak for ARCH100
-Nur Özkan Öztürk for ARCH200

-Yeliz Aksu for ARCH300


