METU DEPARTMENT OF FOOD ENGINEERING
VOLUNTARY INTERNSHIP REPORT GUIDELINES

Purpose and Scope
The purpose of the voluntary internship report is to enable the student to become familiar with the host institution and its fields of activity, to document systematically the work performed or observed during the internship, and to evaluate the contributions of the internship experience to their professional and personal development.
Voluntary internships may be completed at manufacturing companies, laboratories, research centers, public institutions, private-sector organizations, consulting firms, service units, non-governmental organizations, or other institutions and organizations related to the student’s field of study.
Technical calculations, engineering design, or detailed numerical analyses may not be possible at every institution hosting a voluntary internship. Therefore, voluntary internship reports should primarily address the student’s:
· Work performed,
· Activities participated in,
· Practices observed,
· Professional knowledge acquired,
· Problems encountered,
· Skills gained,
· Evaluations of the institution and the working environment
as applicable.
The report should not consist solely of information obtained from the institution’s website or promotional materials. The student’s own observations, experiences, and evaluations should form the basis of the report.

General Rules for Writing the Report
The voluntary internship report should be written in clear, comprehensible, and academic language. Considering the duration of the internship and the work performed, the main text of the report is recommended to be approximately 8-15 pages. Photographs, drawings, tables, and appendices may be excluded from this page count.
The following rules should be observed when preparing the report:
· The report must be written in the student’s own words.
· Information obtained from other sources must be properly cited.
· Daily activities should not merely be listed as brief bullet points; the purpose of the work and the knowledge or skills it provided to the student should also be explained.
· The same statements should not be repeated every day.
· Technical information, tables, and numerical data should be used only when relevant to the field in which the student completed the internship.
· Information considered confidential, personal, or commercially sensitive by the institution must not be included in the report.
· Permission must be obtained from the relevant institutional representative before using photographs, documents, or internal institutional information.
· The pages of the report must be numbered, and headings and subheadings must be organized consistently.

Sections of the Report
Cover Page
The cover page must include the following information:
· Name of the university and department/institute
· The title “Voluntary Internship Report”
· Student’s full name
· Student number
· Student’s program or department
· Name of the host institution
· Unit or department where the internship was completed
· Internship start and end dates
· Name and position of the institutional internship supervisor
· Report submission date

Table of Contents
The main headings and subheadings in the report must be listed together with their corresponding page numbers.

Introduction
In this section, the student should briefly explain:
· The purpose of undertaking a voluntary internship,
· The reason for selecting the relevant institution,
· Their expectations before the internship,
· The relationship between the internship and their educational and career goals.

Introduction to the Institution
This section should provide general information about the institution. The following topics may be included:
· Name, location, and field of activity of the institution
· Purpose of establishment and brief history
· Main duties, products, or services of the institution
· Organizational structure of the institution
· Position of the unit where the student completed the internship within the institution
· Main professional groups employed at the institution
· Stakeholders served by or collaborating with the institution
An organizational chart may be included if available. However, the institution’s history and general introduction should not be unnecessarily lengthy. The main emphasis of the report should be on the work performed by the student and the learning outcomes gained.

Review of the Institution’s Work and Activities
In accordance with the institution’s field of activity, the student should explain the relevant topics from the following list:
· Main business and operational processes of the institution
· Distribution of duties and responsibilities among units
· Tools, devices, machinery, software, or methods used
· Production, service, research, analysis, or management processes
· Quality control and quality assurance practices
· Record-keeping, reporting, and traceability systems
· Occupational health and safety practices
· Practices related to hygiene, order, and the working environment
· Environmental protection, waste management, and sustainability activities
· Internal communication and teamwork
· Main technical or administrative problems encountered by the institution
· Use of technology and digital systems within the institution
The student is not required to address every topic. Only matters observed at the host institution or about which the student obtained information should be discussed.

Daily Internship Activities
The work performed or observed on each day of the internship must be recorded regularly.

Daily activities may be presented under the following headings:
	Date
	Performed or Observed 
Activity
	Purpose of the Activity
	Knowledge or 
Learning Outcome

	…/…/20…
	
	
	


When describing daily activities, the following questions should be answered whenever possible:
· In which unit was the work carried out?
· Which activities did the student participate in?
· Which procedures were observed?
· Which tasks were performed directly by the student?
· Which tools, devices, methods, or software were used?
· What was the purpose of the procedure performed?
· What information was obtained from the institution’s employees?
· What was the most important topic learned that day?
· Was any problem encountered or any noteworthy practice observed?
If an activity continued for several days, the same explanations should not be repeated. Instead, the different stages of the work and the new knowledge gained each day should be described.

Detailed Examination of a Selected Task or Practice
The student should select a task, process, or practice that attracted their attention during the internship and explain it in greater detail. This may be:
· A production or service process,
· A laboratory or analytical procedure,
· The use of a device, machine, or software,
· A quality control practice,
· A project or research activity,
· An occupational health and safety practice,
· A record-keeping or reporting system,
· A method used to solve a problem encountered at the institution.

This section should explain the purpose of the selected practice, how it was carried out, the methods and tools used, important considerations, its strengths, and aspects that could be improved. Its relevance to the student’s field of study should also be evaluated.
Tables, process flowcharts, figures, drawings, or technical data may be used where necessary. However, technical calculations are not mandatory in voluntary internship reports.
Occupational Health, Safety, Ethics, and Sustainability
This section should include the student’s observations and evaluations concerning the following topics:
· Main risks in the working environment
· Occupational health and safety measures implemented
· Personal protective equipment used
· Emergency procedures
· Rules to be followed by employees and interns
· Professional ethics and confidentiality rules
· Environmental protection and waste management practices
· Efforts to use resources efficiently
The existing rules should not merely be listed; the student should also evaluate the importance and practical effectiveness of these measures.

Learning Outcomes and Benefits of the Internship
This is one of the most important sections of the voluntary internship report. The student should explain the contributions of the internship using specific examples.
The following topics may be evaluated:
· Development of professional knowledge and skills
· Observing how theoretical knowledge is applied in practice
· Learning to use new devices, tools, methods, or software
· Understanding work processes as a whole
· Development of observation and problem-identification skills
· Teamwork and communication skills
· Taking responsibility and managing time
· Work discipline and adaptation to the working environment
· Awareness of occupational health, safety, and professional ethics
· Development of career goals
· Recognizing the student’s strengths and areas requiring improvement
Instead of using general statements such as “The internship was beneficial for me,” the student should explain, with examples, which activity provided which knowledge or skill.




Evaluation, Recommendations, and Conclusion
In this section, the student should provide an overall evaluation of the host institution and the internship process. Successful practices of the institution, aspects that could be improved, and recommendations for making the internship program more beneficial for students should be stated.
The conclusion should summarize:
· The main activities completed during the internship,
· The knowledge and skills acquired,
· The extent to which pre-internship expectations were met,
· The contribution of the internship to the student’s education and career plan,
· The overall evaluation of the internship experience.

Recommendations should be constructive, justified, and based on the student’s own observations.

References and Appendices
Books, articles, websites, legislation, institutional documents, and other sources used in the report must be cited appropriately.
With the institution’s permission, the following documents may be presented in the appendices:
· Organizational charts
· Process flowcharts
· Photographs
· Technical drawings and tables
· Examples of forms used
· Work or presentations prepared by the student
· Participation or internship certificates
Each appendix must be numbered and referred to in the relevant part of the report.
Evaluation Criteria
The following criteria are considered when evaluating the voluntary internship report:
· Adequate introduction of the institution and its field of activity
· Regular and explanatory presentation of daily activities
· Clear demonstration that the student understood and accurately described the work performed and observed
· Detailed examination of a selected practice
· Explanation of professional and personal learning outcomes through specific examples
· Evaluation of occupational health, safety, ethics, and sustainability issues
· The student’s level of critical evaluation and ability to develop recommendations
· Originality, language, and organization of the report
· Appropriate use of references and appendices
· Compliance with the institution’s confidentiality rules
A voluntary internship report is not merely a list of activities showing that the student was present at the internship site. It must clearly demonstrate what the student did, observed, and learned; how the student evaluated the experience; and how the internship contributed to their professional development.


