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T.C. YALOVA UNIVERSITY
ALTINOVA VOCATIONAL SCHOOL
VOCATIONAL EDUCATION COURSE (WORKPLACE PRACTICE COURSE)
APPLICATION GUIDE


A- PROCEDURES TO BE TAKEN AT THE START OF THE EDUCATION SEMESTER:

1- An external stakeholder business meeting is held with the participation of Workplace Application Training (IUE) commission members, the faculty member responsible for the training and assistant managers. This meeting is held at the beginning of the academic calendar of each academic year (between 3 weeks before and 2 weeks after the official start date of the semester), on a date determined jointly by the education commission and the external stakeholder enterprise. At the meetings, the work and operation carried out in the previous period are reviewed, mutually consulted and a new road map is determined. Meeting notes are recorded in accordance with quality standards and communicated on the website.
2- At the beginning of the fall semester of the academic year, the students who will enroll in the IUE course in the fall and spring semesters are determined by the advisor instructor and announced to the students.
3- STUDENTS can choose the business where they will take the IUE course.
4- STUDENTS will create a Vocational Training in Business file consisting of the following documents:
[bookmark: _GoBack]a. Business Acceptance Form (Form no: İUE-F2)
b. Applied Training Agreement form with the Business (Form no: İUE-F3)
c. Health Provision Certificate that can be obtained from e-government

5- STUDENTS fill in the relevant parts of all forms; Writes down the information of the company where he/she will receive training and the student information, signs it and submits it for the approval of the advisor. After his consultant is approved, he goes to the business where he will train. He/she has the Applied Training Agreement Form with the Business Administration and the Business Acceptance Form approved by the workplace, and after approval, delivers a copy with wet signature to the Altınova Vocational School student affairs unit by the end of working hours on the Friday of the first week of the academic semester.
6- STUDENTS must submit a medical report, etc., that the enterprise may request from them. Prepares and delivers other documents, such as documents, etc., in accordance with the schedule specified by the business and delivers them to the business.

B- ISSUES RELATED TO BUSINESS CHANGE AND WORK ACCIDENT

1. Students who want to change their business during the semester fill out and sign the "Business Change Form (Form no: IUE-F10)" and submit it to the responsible faculty member. Students, whose request for change is deemed appropriate by the instructor in charge of the IUE course, must fill out and approve the following forms in accordance with the new enterprise, in order to start education in their new enterprise, and after approval, deliver a signed copy to the Altınova Vocational School student affairs unit as soon as possible:

a. Business Acceptance Form (Form no: İUE-F2)
b. Applied Training Agreement Form with the Business (Form no: İUE-F3)

2. Students who have a work accident immediately inform the relevant unit manager in the enterprise and the instructor in charge of the course. If the minutes regarding the work accident are sent to the responsible faculty member from the relevant unit of the business, the responsible faculty member directs the relevant minutes to student affairs to be reported to SSI. Notification to SSI by student affairs is made within 3 business days at the latest from the date of the work accident. The work accident notification document is sent to the business by e-mail by student affairs or the responsible faculty member.

C- WORKS TO BE DONE DURING AND AT THE END OF THE EDUCATION-TRAINING SEMESTER AND ISSUES RELATED TO THE PREPARATION OF THE VOCATIONAL TRAINING REPORT IN BUSINESS

STUDENTS must prepare the Vocational Training in Business report during the Vocational Training in Business course by paying attention to the following rules:
1- In preparing this report, the rules of the Vocational Education in Business Report Writing Guide (Form no: IUE-F4) are taken into consideration. (This guide can be downloaded from the Professional Training Forms in Business tab under the Student tab on the college website.)
2- At least one page report must be written for each day of training. Each page of the report must be signed by authorized personnel at the workplace.
3- Students, on the midterm exam date; They submit their reports covering the academic days between the beginning of the semester and the midterm exam to the instructor in charge of the course. After the midterm exam evaluation, the file is delivered to the student by the instructor. Likewise, the student submits his/her report appropriately and completely to the responsible instructor for final exam evaluation.

In both midterm and final periods, the Vocational Education in Business report will be submitted together with the following documents:

a. Business Evaluation Form (Form no: IUE-F9): After being filled out and approved by the workplace official, it is delivered by the student to the responsible instructor together with the Vocational Education in Business report in an approved/sealed closed envelope. Or, the approved/sealed form is sent by the business official to the instructor in charge of the Vocational School IUE course by registered mail. (Our Vocational School will not accept any responsibility if the training files are lost or not delivered to the instructor in charge of the course or are delivered late.)
b. Chart Showing Vocational Training Continuation Status in Business (Form no: İUE-F6).

D- ACTIONS TO BE TAKEN AT THE END OF THE ACADEMIC SEMESTER 
1- The responsible instructor ensures that the students he/she is responsible for fill out the "Workplace Practice Course Student Questionnaire (Form No: IUE-12)" within 2 (two) weeks from the end of the semester and sends it to the IUE commission. The sent questionnaires are sent to the relevant unit for publication.
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