DEPARTMENT OF PHILOSOPHY

SUMMER TRAINING GUIDELINES

Contacts:
Sandrine Berges (berges@bilkent.edu.tr)
Sandy Berkovski (sandyber@bilkent.edu.tr)

Bilkent University Department of Philosophy


mailto:berges@bilkent.edu.tr
mailto:sandyber@bilkent.edu.tr

Introduction:

Two summer training courses, PHIL 299 (Summer Training 1) and PHIL 399 (Summer Training
1), are required for all philosophy students. These courses are offered in the fall semester of the
third and fourth year of the curriculum.

You may take PHIL 299 in your second year, and PHIL399 in your third year.
(Note that you may not take PHIL399 in your fourth year.)

For each of these courses, you have to do your summer training during the summer before
taking the course. The only prerequisite for PHIL 299 is PHIL 202 (Ethics). In other words, you
have to take and pass PHIL 202 before you can do your summer training and then take PHIL
299. The only prerequisite for PHIL 399 is PHIL 299. Under normal circumstances, the stages
for your summer training courses should proceed as follows.

In the spring term preceding your summer training, you should choose a company, obtain
departmental approval and pick up your insurance letter.

The Deadline for submitting the approval form to the department is May 26 of the relevant
year.

In the Summer term you will complete your summer training. This could be any time between
the date grades are announced and the first day of registration for the next semester.

At the beginning of the Fall semester, you register for the course before the end of the Add/Drop
period!
You write a report and submit in week 3 of the fall semester.
In this document you will find:
The rules and regulations for PHIL299 and 399
The Summer Training Company Approval Form (SF-A)

Yaz Staji Sigorta Bilgi Formu (SF-1)
Staj sonug belgesi (SF— E Tiirkge)

Summer training evaluation form (SF — E English)
Summer training report writing guidelines (SF — R)
Checklist
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Rules and Regulations:

A. The duration for each of the summer trainings is 20 business days. Any summer training
less than 20 business days will not be accepted.

B. Summer trainings must be completed during the summer period of the relevant year. The
summer period is the period between the end of the spring semester of the relevant year
and the beginning of the following fall semester. Students taking summer school
must wait until the end of the summer school period to start their training.

Please see the academic calendar for semester dates.
http://www.bilkent.edu.tr/bilkent/academic/calendar/

C. Students are responsible for finding a suitable company (or organization) for his/her
summer training.

The following are examples of suitable placements:

In Turkey
° Public bodies
o NGOs
° Representations in Turkey (Embassies, branch offices of INGOS, etc)
° Corporations
° Private companies
° Media
Qutside Turkey
o Erasmus placement
° AIESEC placement
° International organizations
° Turkey’s representations abroad (TUSIAD, Embassies, etc.)

D. While choosing a company, the student should keep in mind the following two criteria:
i. A company that provides an environment in which the student can use his/her
undergraduate education in the projects that s/he will be participating.
ii. A company that provides an environment in which the student can learn about
real life (business) projects and their implementation.

E. The department must approve the chosen company. The student is wholly responsible
for obtaining this approval. After choosing a company, the student should request the
approval of the department by using SF-A form, which is provided with this document.
The student will give the form to the secretary of the department and the secretary will be
responsible for getting the required signatures and handing the form back to the student.
The approval request must be filed before the May 26 of the relevant year. Any request
filed after May 26 will not be processed, meaning no summer training for that year.

F. The university will handle the required insurance payments for summer trainees. With
regards to the insurance issue, the only responsibility of the student is to give the form
SF-I, provided with this document, to the summer training company before his/her
summer training starts (at the beginning of the first day).
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G. After completing the summer training, the student will be evaluated by the training
company official by filling out the form SF-E, which is provided with this document. The
student towards the end of the summer training period must hand the form together with
an official Bilkent University envelope to the company official. Then, the company
official will fill out the form and hand the form in the sealed and signed envelope to the
student. It is the student’s responsibility to bring the evaluation form in the sealed
envelope to the department. The departmental secretary, after receiving the envelope
from the student, will deliver the envelope to the summer training coordinator.

H. The following fall semester after the summer training, the student must take the relevant
summer training course (PHIL 299 or PHIL 399). In the third week of that fall semester,
the student must submit his/her report to the department. In terms of both content and
style, the report must be written according to the guidelines specified in the form SF-R,
which is provided with this document. Please note that if the student will be abroad with
Erasmus Exchange program in the fall semester after the summer training, then the
student will have to take the relevant summer training course in the spring semester. The
timeline specified for the fall semester applies to the spring semester as well.

I. A faculty member that will be assigned by the department chair will evaluate the summer
training report. The departmental secretary will deliver the evaluation result to the student
during the seventh week of the fall semester. If the result is satisfactory, the student will
have completed all of his responsibilities for the course. If not, the student will revise the
report according to the suggestions given by the evaluating faculty member and will
resubmit the report no later than the tenth week of the fall semester. Then, the same
faculty member will evaluate the revised version. The student will be informed about the
result of reevaluation during the thirteenth week of the fall semester. This result, whether
satisfactory or not, will be the ultimate result and the student’s grade (S or U) will be
assigned accordingly. A student who received a U grade in fall semester must add the
same course (PHIL 299 or PHIL 399) in the immediately following spring semester and
then submit a revised report by the end of that semester. If the result is not found
satisfactory, the process continues in this fashion.

J. Ise Giris Bildirgesi: For insurance purposes, before the start of summer training the
student will have to give a document called “ise Giris Bildirgesi” to the company where
s/he will doing the summer training. The student will receive this document from the
Dean’s office. The department will enter the student’s required information to the
STARS system, and then the Financial Department of Bilkent University will prepare the
document and send it to the Dean’s Office. The student shall take the document from
there.
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Summer Training Company Approval Form
(Form Code: SF-A)

Student & Training Dates Information

Student’s Full Name:

Student’s Id Number;

Course (circle applicable item): PHIL 299 PHIL 399

Start Date of the Training:

End Date of the Training:

Company Information

Company’s Name:

Contact Person in the Company:

Contact Person’s Phone Number:

The URL of the Company’s web site:

Company’s Address:

Departmental Approval

Approved: Yes No

A Brief Explanation (if not approved):

Signature (Summer Training Coordinator): Date:
Dr Sandrine Berges

Signature (Chair of the Department): _ Date:
Dr Simon Wigley
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Yaz Staji Sigorta Bilgi Formu
(Form Kodu: SF-1)

[lgili Makama
Bolimiimiiz miifredat: geregi 6grencilerimizin timiiniin 2. ve 3. sinif sonunda en az 20’ser isgiinii

yaz staji yapmasi gerekmektedir. Bu metni tarafiniza ulastiran 6grencimiz de bu kapsamda yaz
stajum kurumunuzda yapmak istemektedir.

Geregi i¢in saygilarimizla bilginize sunariz.

Yrd.Dog.Dr. Sandrine Berges Dog.Dr. Simon Wigley
Felsefe Boliimii Staj Koordinatorii Felsefe Boliim Bagkani
Ek Bilgi:

Felsefe Bolimi 6grencilerine 5510 numarali Sosyal Sigortalar ve Genel Saglik Sigortasi
Kanununun 5b maddesi uyarinca, bir aylik zorunlu staj doneminde is kazasi1 ve meslek hastaligi
sigortas: yapilmaktadir.

Bilkent University Department of Philosophy



BILKENT UNIVERSITESI .
FELSEFE BOLUMU - STAJ SONUC BELGES]
(FORM KODU: SF - E Tiirkge)

Bu formu doldurduktan sonra arkas: imzalanmis kapali zarf icinde, 6grenci ile boliimiimiize elden
gondermenizi diler, degerli yardimlariniz igin tesekkiir ederiz.

Saygilarimizla,

Yrd.Dog.Dr. Sandrine Berges Dog.Dr. Simon Wigley
Felsefe Boliimii Staj Koordinatorii Felsefe Boliim Bagkani

Ogrencinin:
Ad1SOYAAL & o

NUMAras1  .ooovcvvereveiiviiiiienns Sinfi; o,

Kurulusun:

Adi e

Staj Tarihleri:

Baslangig: ......../ .../ 20.... Bitis:......... /... / 20....
A. Ogrencinin Devam Durumuna iliskin Degerlendirme:

1. Hergiin zamaninda gelmistir.
2. Onemsenmeyecek dlciide devamsizhg: vardr.

3. Genellikle devamsizdir. Kag giin? (..cccoooveneee )

Bilkent University Department of Philosophy



B. Ogrencinin Calismasina bliskin Degerlendirme:

1. Kavrama yetenegi:

I- Cok iyi [1- lyi I1l- Orta V- Zayif V- Goris Yok

2. Verilen isi sona erdirme hizi:

I- Cok iyi [1- lyi I11- Orta IV- Zayif V- Goériis Yok

3. Takim galigmasinda gosterdigi uyum:

I- Cok iyi [1- lyi I1l- Orta V- Zayif V- Goriis Yok

4. Calismada gosterdigi titizlik ve diizenlilik dlgtisii:

I- Cok iyi [1- lyi I11- Orta IV- Zayif V- Goériis Yok

5. Sorunlarin ¢6ziimiine yaklasimda genel bilgi durumu:

I- Cok iyi [1- lyi I1l- Orta IV- Zayif V- Goriis Yok

6. Ogrenci kurumunuza yararl olabildi mi?
1. Evet 2.Biraz 3.Hayir 4. Goris yok

7. Ogrenciyi kurumunuzda istindam etmeyi diisiiniir miisiiniiz?
1. Evet 2. Belki 3.Hayir 4. Goriis yok

C. Sonug

Ogrenci staj sonunda basaril olmus mudur?
Staj Notu olarak 100 tizerinden kag almay1 hak etmistir?

D. Varsa diger agiklama, elestiri ve onerilerinizi asagida belirtiniz.

Staj Yoneticisi
Adi Soyadi .o
Tarih ... /o, /20........

Gorevi

imza - Kase
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BILKENT UNIVERSITY DEPARTMENT OF
PHILOSOPHY - SUMMER TRAINING
EVALUATION FORM (FORM CODE: SF-E
English)

After fillingout this form, please send it in a sealed and signed envelope to our department via the
student. Thank you for your valuable help.

Sincerely,

Assistant Professor Sandrine Bergés Associate Professor Simon Wigley
Summer Training Coordinator Chair of the Department
Trainee’s:

NAME-SUIMAME : ..oviviiriiiirise sttt

Number L ——— Class: ..ooo......

Organization:

Name e —————————————

Training Dates:

Beginning Date: ......./......../ 20...... Ending Date: ......../....../ 20......

A. Evaluation of the Trainee’s Attendance:
1. The trainee was always punctual.
2. The trainee had minimal absenteeism.

3. The trainee had poor attendance. How many days? (.............. )
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B. Evaluation of the Trainee’s Work:

1. Ability to understand:
I- Excellent I1- Good I11- Average IV-Poor V- No comment

2. Speed in completing tasks:
I- Excellent I1- Good I11- Average IV- Poor V-No comment

3. Harmony in team work:
I- Excellent I1- Good I1l- Average IV- Poor V-No comment

4. Attention to details and organization:
I- Excellent I1- Good I11- Average IV- Poor V- No comment

5. General knowledge in approaching solutions to problems:
I- Excellent I1- Good I1l- Average IV- Poor V-No comment

6. Was this trainee an asset to your organization?
1.Yes 2. A bit 3.No 4.No comment

7. Would you consider hiring this trainee?
1.Yes 2.Maybe  3.No 4. No comment

C. Results

Was the trainee successful at the end of the training?

What training grade does the student deserve out of 1007 .........cccocevvivevvniniienenens

D. If you have any other comments, criticisms, or suggestions please write them below:
Training Manager

Name-Surname ......ccoovveienineeineens

Date ... o, /20........

POSITION s

Signature and Company Stamp
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Summer Training Report Writing Guidelines
(Form Code: SF-R)

The report that you will write and submit to the department (no later than the end of the third
week of the semester following your summer training) must follow the following style and
content requirements.

I. Style Requirements

Students must make every effort to produce documents that are free of grammatical and spelling
mistakes and that accord exactly with the requirements specified in this style guide.

The report must

* Betyped (do not use color)

» Use a legible font (avoid fancy ones)

» Have wide (at least 1 inch) left, right, top, and bottom margins

» Be double-spaced throughout

» Benumbered (bottom of the page, center)

» Be spell-checked (reset your document and spellcheck to British or American English)

* Include a title page which has the Bilkent logo, department name, student’s name, name
of the company, name of the training supervisor at the company, academic year, and date
submitted (in that order)

* Include a separate page stating the word count (a number in the range 1250-2000)

I1. Content Requirements

The content of your report must satisfactorily answer the following questions. You may use some
of the items stated below as section headings in your report. It may be pleasing to the eyeto use a
page break after a particular question has been answered. The report must not be less than 1250
words and contain the following headings:

» What were your expectations from the summer training before you started your training?

 Provide a brief description of the company/institution where you did your training. Why
did you choose this company for your training?

» Pleaseexplain in detail the projects, tasks, responsibilities you were assigned to during
your training.

+ Did your summer training meet your expectations? Why or why not?

» Were you satisfied with the company/institution you chose for your training? Why or
why not?

» Do you think that the courses that you took in the department helped you in completing
your projects, tasks, responsibilities that you held during your training? Please explain
your answer in detail.

+ Did your summer training have any effect on your future plans after graduating from the
department? Would you like to work for the company/institution you chose for your
training? Please explain in detail.
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Checklist

o Pass PHIL202

o Choose a company and identify dates for your summer practice

o Submit 3 forms (SF-E, SF-1, SF-A) to the summer practice co-ordinator for
approval and signing.

o Submit your signed Summer Training Company Approval Form (SF-A) to the
Philosophy Department secretary before 26 May.

o Pick up your “ise Giris Bildirgesi” letter from the Dean’s office (H245) .

o Pick up the SF-I form from the departmental secretary’s office.

o Give Ise Giris Bildirgesi, SF-I and SF-E to your supervisor at the company where you
are doing your summer practice on the first day of the practice.

o Do your summer practice between the day of grades submission for your last
semester (spring or summer if you take a summer school course) and the beginning
of registration.

o Register for PHIL299 or PHIL399 during the Fall registration period.

o Give the envelop with the SF-E to the philosophy department’s secretary when you
register.

o Submit your report in week 3 of the Fall semester.
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