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Staj Hareketliligi
Programina katilmaya
hak kazandiniz.

Hareketliliginiz icin takip
edilmesi gereken adimlar
nelerdir [

You are entitled to participate

nte ErASMUS

Mobility for Traineeships
Program.

What are the steps to follow 7

for your mobility
a
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Hareketliligin Gerceklesecegi
Kurumun Belirlenmesi

Hareketlilige hak kazanmanizin ardindan,
stajinizi yapacaginiz kurumdan imzali/
mUhrld bir kabul mektubu temin etmeniz
gerekmektedir. Erasmus Ofisi tarafindan
belirlenen tarihe kadar kabul mektubunun
iletiimemesi durumunda kazanmis oldu-
gunuz hakkiniz gecerli sayilmayacaktir.

Determining the Institution
Where the Mobility Will Take
Place

After you are found eligible for mobility, you
must obtain a signed/sealed acceptance
letter from the institution where you will
be doing your internship. If the acceptance
letter is not delivered until the date
determined by the Erasmus Office, your
right to attend the mobility will not be
considered valid.




Hareketliligin Gerceklesecegi
Kurumun Belirlenmesi

ONEMLI: Kabul mektubu, staj yapilacak
kuruma ait antetli kagitta minimum 2 ay
sureli olacak sekilde acik staj tarihlerini
icermelidir. (Ornek: 01/07/2021- 01/09/2021)

Staj hareketliligi kabul mektubu ve karsi
kurumla iletisime gececeginiz motivasyon
mektubu 6rnegi icin asagidaki linki ziyaret
edebilirsiniz;
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Determining the Institution
Where the Mobility Will Take
Place

IMPORTANT: The acceptance letter must
contain open internship dates for a
minimum of 2 months on the letterhead of
the institution where the internship will be
take place. (Example: 01/07/2021- 01/09/2021)

You can visit the link below for the sample
acceptance letter and motivation letter
that you can use while contacting the
partner institution:

O

by



https://erasmus.istinye.edu.tr/en/announcement/sample-documents-be-used-erasmus-traineeship-mobility
https://erasmus.istinye.edu.tr/en/announcement/sample-documents-be-used-erasmus-traineeship-mobility

Fakulte Erasmus Koordinatorti ile
Gorisulmesi

Bolimilnizde zorunlu stajiniz varsa ve
gerceklestireceginiz hareketlilik icerik
bakimindan zorunlu stajiniz ile uyusuyor

ise Erasmus hareketliliginizi zorunlu bolim
staji ile eslestirebilirsiniz.

Daha detayl bilgi icin Fakllte Erasmus
Koordinatérinuz ile gérusebilirsiniz:

Meeting with Erasmus Faculty
Coordinator

&
If you have a compulsory internship in
your department and the mobility you will
perform matches with your compulsory
internship in terms of content, you can

match your Erasmus mobility with the
compulsory department internship.

For detailed information, you can contact
your Faculty Erasmus Coordinator:
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Ek olarak; staj yeri arama calismalarinizda
fakiltenizin uluslararasi baglantilarindan
yararlanmak icin Fakdilte Erasmus Koordina-
toriintz ile iletisimde kalmayi unutmayiniz.

In addition; do not forget to keep in touch
with your Erasmus Faculty Coordinator in
order to benefit from the international
connections of your faculty in your search
for internship places.


https://erasmus.istinye.edu.tr/en/erasmus-coordinators
https://erasmus.istinye.edu.tr/en/erasmus-coordinators
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Ogrenim Sézlesmesinin (Learning
Agreement) Hazirlanmasi

Asagida linki bulunan Ogrenim Sozlesmesini
(Yalnizca Before Mobility kismi) doldurunuz
ve belgede yer alan imza sireclerini tamam-
layiniz:

Ogrenim Sézlesmenizi (Learning Agreement)
doldururken size yardimci olmasi adina yén-
lendirmelerin bulundugu belgeye asagidaki
link Gzerinden ulasabilirsiniz;

Preparing the Learning
Agreement

You are to fill in the Learning Agreement
(Before Mobility section only) below and
complete the signature processes in the
document:

You can access the document with directions
to help you fill in your Learning Agreement via
the link below:

RY,

(A )


https://erasmus.istinye.edu.tr/en/traineeship-mobility/document
https://erasmus.istinye.edu.tr/en/traineeship-mobility/document
https://erasmus.istinye.edu.tr/en/traineeship-mobility/document
https://erasmus.istinye.edu.tr/en/traineeship-mobility/document

Vize/Davet Mektuplarinin Temini

Karsi kurum, sizi kabul etmesinin ardindan
tarafiniza hareketlilik stirenizi kapsayacak bir
davet/kabul mektubu gonderecektir.

Bu belgeyi ofisimize teslim etmenizin ardin-
dan ofisimiz tarafindan vize islemlerinizde
kullaniimak Gzere hareketlilik tdrd, siresi ve
hibe miktari bilgilerinin yer aldigi bir vize
mektubu hazirlanacaktir:

Providing Visa/Invitation Letters

After the course selection process, the
host institution will send you an invitation
/acceptance letter that will cover your
mobility period.

After you submit this document to our
office, a visa letter including mobility type,
duration and grant amount information will
be prepared by our office to be used in your
visa procedures.




Vize icin Gerekli Hazirhklarin
Yapilmasi

Karsi kurumdan davet/kabul mektubunuzu
ve ofisimizden vize mektubunuzu temin
ettikten sonra vize icin gerekli islemlere
baslamaniz gerekmektedir.
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Vize slreci ogrencilerimizin kendi
sorumlulugunda olup vize islemleriniz
tamamlandiktan sonra pasaportunuzun
kimlik sayfasinin ve vizenizin bir kopyasinin
ofisimize teslim edilmesi gerekmektedir.

Preparation for Visa

After getting your invitation/acceptance
letter from the host institution and your
visa letter from our office, you need to
start taking necessary actions for the visa.

B
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Kindly be informed that the visa process is
under the responsibility of our students and
a copy of the ID page on your passport and
visa must be delivered to our office after
your visa procedures are completed.




Gerekli Belgelerin Ofisimize
Teslim Edilmesi

Hareketliliginiz kapsaminda tarafinizca hazirlanmasi/
temin edilmesi gereken belgelerin ofisimize eksiksiz
teslim edilmesi gerekmektedir.

Bu baglamda ilgili belgeler ve aciklamalari asagidaki
gibidir:

Genisletilmis Seyahat Saglk Sigortasi: Katilimcinin
temel masraflarini baska bir AB (ilkesinde bulundugu
slre boyunca karsilanmasini saglayan sigortadir.

Mesuliyet/Sorumluluk Sigortasi: Katilimcinin is-
verinde sebep olabilecegi zararlari zorunlu olarak ,
karsilanmasini saglayan sigortadir.

Kaza Sigortas: isyerindeki kazalardan dolayi katilim-
cinin ugrayabilecegi zararlarin karsilanmasini saglayan
sigortadir.

Submitting the Required
Documents to Our Office

The documents that need to be prepared/provided by
you within the scope of your mobility must be delivered
to our office.

In this context, relevant documents and explanations
are as follows:

Extended Travel Health Insurance: It is the insurance
that ensures that the participant’s basic expenses are
covered during their stay in another EU country.

Liability Insurance: It is the insurance that provides
compulsory compensation for the damages that may
be caused by the participant in the workplace.

Accident Insurance: It is the insurance that ensures the
compensation of the damages incurred by the participant
due to accidents in the workplace.




Gerekli Belgelerin Ofisimize
Teslim Edilmesi

Bu baglamda ilgili belgeler ve aciklamalari asagidaki
gibidir:

Konaklama Formu: Karsi kurum ile konaklama sece-
neklerini gorlistikten sonra kalacaginiz konuta, yurda,

otele vb. ait belge ofisimize teslim edilmelidir. Konak-
lama islemleri tamamen 6grencinin kendi sorumlulu-

gundadir.
| Ucus Bilgileri: Hareketlilige katim saglayacaginiz
C_ﬂ llkeye seyahatiniz icin temin etmis oldugunuz ugak
bileti/rezervasyon belgesi dosyaniza eklenmelidir.

Euro Banka Hesabi: Hibe ddemenizin yapilabilmesi
adina Denizbank Topkap! Sanayi Subesinden bir Euro
hesabi agmaniz ve hesap bilgilerinizin yer aldigi say-
fanin bir kopyasini ofisimiz ile paylasmaniz gerek-
mektedir.

Submitting the Required
Documents to Our Office

In this context, relevant documents and explanations
are as follows:

Accommodation Form: After discussing the
accommodation options with the host institution,
you need to submit the information of the house,
dormitory, hotel etc. to our office. Kindly be informed
that accommodation procedures are the students'
responsibility.

Flight Details: The flight ticket/reservation

document you have provided for your travel to the I
country where you will participate in the mobility +

must be added to your file.

Euro Bank Account: In order for us to make your grant
payment, you need to open a Euro account at Denizbank
Topkapi Sanayi Branch and submit a copy of the page
with your account information to our office.




OLS (Online Linguistic Support)
Sinavinin Yapilmasi

[

Erasmus Programi kapsaminda hareketlilik
oncesindeki ve sonrasindaki dil yetkinliginizin
olgllebilmesi adina OLS (Online Linguistic
Support) sistemi (izerinden e-posta adresinize
bir online dil sinavi atamas! yapilacaktir. ilgili
sinavi hareketliliginiz baslamadan énce
tamamlamaniz gerekmektedir.

Taking OLS (Online Linguistic
Support) Exam

o

Within the scope of the Erasmus Program,
an online language exam will be assigned
to your e-mail address via the OLS (Online
Linguistic Support) system in order to
measure your language competence before
and after the mobility. You must complete
the relevant exam before your mobility
begins.




8. ADIM

Hibe S6zlesmesinin Signing the Grant Agreement
(Grant Agreement) Yapilmasi

Ogrencilere yurtdisinda gecirdikleri faaliyet Grants are given to students to help them
sireleri boyunca yurtdisinda olmalarindan with additional expenses that may occur
kaynaklanan ilave masraflarina yardimci due to being abroad during their mobility.

olmak Uzere hibe verilmektedir.

Misafir olunan iilkelere gore hibe miktarlar Grant amounts of the host countries are as
asagidaki gibidir: follows:

- T} : : Monthly Grant Monthly Grant
Hareketlilikte Misafir Olunan Aylik Hibe Aylik Hibe . — - - :
Ulkeler Ogrenim (€) Staj (€) Country Groups Host Countries for Mobility for S(t€u)d|es for Tra(ng)eeshnp

Ulke Gruplari

Denmark, Finland,
Ireland, Sweden, Iceland, Liechtenstein,

Danimarka, Finlandiya,
Irlanda, Isveg, Izlanda, Lihtenstayn,

1. ve &, Grup Liksemburg, N Al Avust 750 1 2nd 2 Grotp Luxemburg, N G Austri 750
»» ) iiksemburg, Norveg, Almanya, Avusturya, uxemburg, Norway, Germany, Austria,
AR UL  Belcika, Fransa, Giney Kibris, Hollanda, Progran‘]me Belgium, France, Cyprus, Holland,
ispanya, italya, Malta, Portekiz, Yunanistan Countries Spain, Italy, Malta, Portugal, Greece,
Bulgaristan, Cek Cumhuriyeti, Estonya, Bulgaria, Czech Republic, Esthonia,
3. Grup Hirvatistan, Letonya, Litvanya, Macaristan, an 3. Group Croatia, Latvia, Lithuania, Hungary, 08

Programme Macedonia, Poland, Romania,
Countries Serbia, Slovakia, Slovenia

Program Ulkeleri Kuzey Makedonya, Polonya, Romanya,
Sirbistan, Slovakya, Slovenya




8. ADIM

Hibe Sdzlesmesinin
(Grant Agreement) Yapilmasi

Hibeler, 6grencilerin faaliyetle ilgili mas-
raflarinin tamamini karsilamaya yoénelik
degil, yalnizca katki niteligindedir.

Yukaridaki adimlarin tamamlanmasindan
sonra bir Hibe S6zlesmesi (Grant Agreement)
imzalanacaktir. ilgili islem icin ofisimizle
randevulasmaniz 6nem arz etmektedir.

NOT: Hareketlilik éncesinde tarafiniza hibe
miktarinizin %80'i, hareketliliginizi basari ile
tamamlamaniz durumunda ise hareketlilik
sonrasinda kalan %20'si 6denecektir.

Signing the Grant Agreement

The grants are only contributions and
they are not intended to cover the full
expenses of the students related to the
mobility.

After the steps above are completed, a Grant
Agreement will be signed. It is important that
you make an appointment with our office for
the relevant process.

NOTE: Before the mobility, 80% of your grant
amount will be paid to you, if you complete
your mobility successfully, the remaining
20% will be paid after the mobility.







Varis Formunun (Arrival Form)
Ofisimize Gonderilmesi

Misafir olunan Universiteye vardiktan sonra,
bu belge ev sahibi kurumun Erasmus Ofisi
tarafindan doldurulmali ve

erasmus@istinye.edu.tr

adresine gonderilmelidir.

ilgili belgeye asagidaki baglanti (izerinden
ulasabilirsiniz:

Submitting the Arrival Form to
Our Office

Upon arrival at the host university, this
document must be filled in by the host
institution’s Erasmus Office and sent to

erasmus@istinye.edu.tr

You can access the relevant document via
the link below:



https://erasmus.istinye.edu.tr/en/traineeship-mobility/document
https://erasmus.istinye.edu.tr/en/traineeship-mobility/document

Staj Programinda Degisiklik
Bildirimi

II

Staj programinizda hareketliliginiz sirasinda
herhangi bir degisiklik olmasi durumunda
ilgili degisiklikler Ogrenim Sézlesmenizin
(Learning Agreement) “During Mobility”
kisminda yapilmalidir ve ilgili belge imza
surecleri tamamlanarak ofisimize iletilmelidir.

NOT: Hareketliliginiz sirasinda
staj programinizda herhangi bir
degisiklik olmadiysa During Mobility
kisminin doldurulmasina gerek
bulunmamaktadir.

Revisions on the Internship
Program

&

If there is a change/revision on your internship
program, this should be recorded in the “During
Mobility” section of your Learning Agreement
and the signature processes in the document
should be completed.

NOTE: There is no need to fill in the
During Mobility section if there is no
revision.




Katihm Sertifikasinin (Certificate Providing the Certificate of
of Attendance) Temin Edilmesi Attendance

= =
Katilim sertifikasi (Certificate of Attendance) The Certificate of Attendance must be
karsi kuruma imzalatilip kaseletildikten sonra submitted to our office after it is sighed
ofisimize teslim edilmelidir. and stamped by the host institution.

cooo oooo
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ilgili belge karsi kurumdaki hareketlilik ta- The relevant document should involve the
rihinizi kapsamahdir. mobility period at the host institution.
Katilim Sertifikasina (Certificate of You can access the Certificate of
Attendance) asagidaki baglanti Gzerinden Attendance via the link below:
ulasabilirsiniz:



https://erasmus.istinye.edu.tr/en/traineeship-mobility/document
https://erasmus.istinye.edu.tr/en/traineeship-mobility/document




Ogrenim Sozlesmesinin (Learning
Agreement) Son Halinin Hazirlanmasi

Hareketliliginiz tamamlandiktan sonra staj
programinizin son hali, Ogrenim Anlasma-
sinin (Learning Agreement) “After Mobility”
kisminda belirtilmeli ve belgenin imza
surecleri tamamlanmalidir.

Preparing the Final Version of the
Learning Agreement

After your mobility is completed, the final version
of the internship program should be specified in
the "After Mobility” section of the Learning
Agreement and the signature processes of the
document should be completed.



OLS (Online Linguistic Support)
Sinavinin Yapilmasi

o

Hareketlilik sonrasindaki dil yetkinliginizin
Olctlebilmesi adina OLS (Online Linguistic
Support) sistemi Gzerinden e-posta adre-
sinize ikinci bir online dil sinavi atamasi
yapilacaktir.

iIgili sinavi hareketliliginiz sona erdikten
sonra tamamlamaniz gerekmektedir.

Taking the OLS (Online Linguistic
Support) Exam

o

In order to measure your language
competence after the mobility, a second
online language exam will be assigned to
your e-mail address via the OLS (Online
Linguistic Support) system.

You must complete the relevant exam
after your mobility ends.
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Hareketlilik Sonrasi Belgelerinin
Ofisimize Teslim Edilmesi

Hareketliliginiz tamamlandiktan sonra ders intibak islemlerinin Gni-
versitemizde tamamlanabilmesi ve kalan %20'lik hibe tutarinizin
tarafiniza yapilabilmesi adina asagidaki belgeleri ofisimize teslim
etmeniz gerekmektedir:

Pasaportunuzdaki Giris/Cikis Miihiirleri: Ulkeye girisinizi ve
Ulkeden cikisinizi gosteren sayfalarin kopyasi teslim edilmelidir.

Katilimci Raporu (Participant Report): Programdan faydalanmak
isteyen diger adaylara yol géstermesi adina yurtdisi deneyimlerinizi
eglenceli fotograflarla destekleyebileceginiz tek sayfalik bir rapor
hazirlamaniz beklenmektedir.

Nihai Form (Final Form): Hareketlilik sonrasinda Avrupa Komisyonu
tarafindan ofisimize basvuru sirasinda vermis oldugunuz e-posta
adresine otomatik olarak bir form gonderilecektir. ilgili form eksiksiz
olarak doldurulmalidir.

Submitting the After Mobility
Documents to Our Office

After your mobility is completed, you need to submit the following
documents to our office in order to complete the course transfer
procedures at our university and have the remaining 20% grant
amount:

Entry/Exit Stamps on Your Passport: Copies of the pages
showing your entry and exit from the country must be submitted.

Participant Report: In order to guide other candidates who want to
benefit from the program, you are expected to prepare a one-page
report about your experiences abroad and you can support your
report with some entertaining photographs.

Final Form: After the mobility, a form will be automatically sent by
the European Commission to the e-mail address you have given to
our office during the application. The relevant form must be filled in
completely.

&
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