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1.1. Faculty Board (FK) Member Selection Process
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1. The relevant faculty members are
informed in writing.
The relevant faculty members are invited to a meeting by 2. . For the election to be held by secret ballot, oid P————— _—
10 more than half of e total number O
[} the Dean to make the selection. h as many sealed votes as there are members
@) members participate in the election?
g ballot and envelope are prepared.
3. The ballot box and the empty counting
sheet are kept ready.
The election will be
repeated on the day, place and -4 NO
time determined by the Dean. YES ==
()
In the selection round 1/2/3/4
it
AN Is there a candidate who gets the majority?
YES NO
h 4 Y
Election results
Q
o The decision of the FK is written. Relevant recorded 5. Majority in the last round
8 e -~ YES
N distributed to units. To the Dean Is there a candidate that provides it?
is reported.
F
The Dean appoints one of the candidates o NO
receiving equal votes to the FK. s
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THE PROCESS IS TERMINATED.
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1.2. Faculty Board (FK) Meeting and Decision Making Process

$tage

Stage

Stage

8tage

Deanery

The agenda, date, time and place of the
Faculty Board meeting are determined.

Faculty Secretary (Reporter)

Personnel Unit

>

The Faculty Board meeting agenda,

Faculty Board Members

date, time and place are notified to the
Faculty Board members in writing.

NO

IS IT SUITABLE?

YES

SIGNATURE

= NO

IS IT SUITABLE?

Faculty Board

YES

INITIAL

The CEC meets

and decides on the
agenda.

The decision is written.

v

The members of the FK sign the decisions that

Faculty Board Decisions, which are reported
as e-signed, are written to be applied to the necessary
units according to their relevance.
Documents related to the process are classified
and filed.
THE PROCESS IS TERMINATED.

are compiled into a report.
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. Faculty Board of Directors (FYK) Member Election Process

Deanery Personnel Unit Board Members and Election Process

1. The relevant faculty members are
informed in writing.

In order to make an election, the Faculty Board 2. For elections to be held by secret ballot, as
members are invited to a meeting } many sealed ballot papers and envelopes as the
by the Dean. number of members are prepared.

3. Ballot box and blank count

The table is kept ready.

Did more than half of the

total number of Faculty Board
members attend?

The election will be

repeated at the place, date and time <
determined by the Dean.

YES
]

Is there a candidate who gets the majority

YES

in the vote?

v

If there is a candidate who gains the majority in the voting, the candidate who gains

the majority is appointed as a FYK Member with the decision of the Faculty

Board and the Dean's Approval.

NO / EQUALITY

In case of a tie (in case of equal votes), the appointment is made in

accordance with the preference of the Dean, who is the President of the

Faculty Board, with the decision of the Faculty Board and the Dean's Approval.

The election result is reported to the relevant unit. Ballot papers, minutes

and a copy of the correspondence are kept. "

4

The appointed member is informed in

writing.
THE PROCESS IS TERMINATED.
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1.4. Faculty Board of Directors (FYK) Meeting and Decision Making Process
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: The Faculty Board of Directors meeting I
The agenda, date and place of the Faculty Board : . |
X . . : P agenda, date and place are notified to the Faculty !
It of Directors meeting are determined. ! ) R !
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The decisions taken at the Faculty Board meeting :
are edited by the Rapporteur and sent to the L About the FYK agenda
Personnel Unit for writing. I meets and makes decisions.
@ ;
:
&Q The decisions made by
the rapporteur are
—NO - NO ;
: written in a report and
: submitted for signature.
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S SIGNATURE : 1
(o) ! !
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: :
| FYK members sign the decisions
i that are compiled into a report.
; i
; i
5 |
i it
: i
E i
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! |
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i
Faculty Management, which is prepared as a report with e-signature i
|
Decisions of the Board are written to be applied to the necessary i
units according to their relevance. !
c I
@ The documents related to the process are classified and filed and the i
PROCESS IS FINISHED. i
i
i
|
i
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1.5. Department Head Selection Process

$tage

Stage

Stage

Deanery

For the appointment process of the Department Head

Head of Personnel Department
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Faculty Secretary

whose term of office has ended, a letter is

written to the relevant Department Head.

=

Section

Head of the relevant department
Department under its responsibility

Department Heads

Requests written opinions from
the Branch Presidencies within

the specified period.

1

Relevant US Presidencies,
okay?

YES

P

The Dean determines the faculty member to be
appointed as the relevant Department Head and

notifies the relevant units.

»

He does what is necessary.

Sends it to the Dean's Office in a <

sealed envelope.

h 4

Appointed Department Head

Department

Containing the

opinions of the presidencies
by preparing reports

Sends it to the Dean's Office.

He/she starts his/her duty. PROCESS

- .
¥ He does what is necessary.

| I S R B L L e L s e e s Bl sl i s L e

TERMINATED.
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ment Head Selection Process

THE PROCESS IS TERMINATED.

Deanery E Faculty Secretary : Personnel Unit Department Head Selection Process
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Instructions are given to the personnel
unit for the Department Head
appointment process.
Y
[ NO
O
©
i
A
The Dean appoints the faculty member or
lecturer he/she recommends for the relevant
Department Headship in writing.
The only faculty member in the department -
Y facdly P YES »-
There are / There are two faculty members with the same title -
It is written to the faculty member or
teaching assistant and the relevant units.
Department faculty members are invited to For an election to be held by secret ballot, as
NO Y e the election upon the instruction of % iy many sealed ballot papers and envelopes
the Dean. as the number of members are prepared.
Did more than half of the total number of members
participate in the election?
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Office in a report.
H
1
'
i
L 4
o) YES
At the end of the 5th and final round
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1.7. Assistant Professor First Appointment Process

Faculty Board of Directors / : P | Unit 5 : Rectorat
ersonnel Uni i eaner : ectorate
Jury Members Trial Course Jury i v

Applicant Section

A position announcement is

made for the faculty

member of the relevant departg

The applicant submits the : : 3

requested paperwork, documents

and information in a file to the T E ; +
a Rectorate personnel unit. : : 2 5

Scientific publication files
Jury members evaluated

the academic aspects of the file : The scientific publication : coming from the ' Application
o ; file is notified to the relevantjury ~ fl—————— Rectorate . files
prepares its opinion as a report. ) H ) ) z
members with a cover letter. A Jury is formed to examine : Itis forwarded to the Dean's Office.
the case. E

It is reported to the

Does it meet the required criteria?

N Rectorate for evaluation. :
(] H
S .
o] H
= :
o] :
YES e £ :
E Appointment by
In the trial lesson the Rectorate
successful? Appointment offer : decree
——YES —J» )
Reports to the Rectorate. i by arranging
[} Itis sent to the
o :
g YEIS E Dean's Office.
The Faculty Board of Directors makes :
a proposal for appointment.
* YES
The decree sent to the
Dean's Office is sent to the
relevant department head and the
date of commencement of duty is
requested The applicant and the
department head
who are informed about
© E : T » the appointment,
i
=
& ! ) )
notifies the Dean's Office following
the commencement of the course.
- It is distributed to the relevant units. %
The person concerned is written to
the relevant units to start working and
the PROCESS IS FINISHED by
Q
opening a Personnel Personnel
=
I} file about him/her.
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1.8. Assistant Professor Reappointment Process

. : : ; i ; : i Related in Different Universit
Assistant Professor © Related Department and Major Science Faculty Board of Directors : Personnel Unit : Deanery ! Rectorate US Lect Y
: i : : ecturer

The Assistant Professor shall
; : be verbally informed at least 1 month

before the end of the Assistant

Professor's term of office.

Dr. Faculty Member shall submit the : ; After the application is made

appointment application form, CV and 1 { ; : o the Dean evaluates the file

$tage

scientific publication file to the Dean's Office - ] . : = and announces the result.
within 1 month before the end of his/her term of

office.
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Faculty Administration

Itis put ; —

on the agenda of the Board

Stage

- The reasoned
Necessary criteria

v

NO

conclusion report is o DECISION

does it provide? ’
p reported to the Rectodte. 4

A proposal is
YES . " made for appointment —'—h

to the Rectorate

prepared by the

The appointment decree is

Rectorate and sent to the Dean's

Office.

Stage

Reappointment documents

&tage

By adding it to the personnel file

HE PROCESS IS ENDED




1.9. Academic and Administrative Staff Leave Process (Annual, Excuse, Marriage, Paternity and Death)
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3tage

Stage
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Related Personnel

Firat University Rectorate
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Faculty Secretary

Personnel Unit

Head of Department

Dean

*. NO :
Personnel requesting leave
Prepares a leave form from the EBYS i
portal and sends it to the Personnel Officer. !
4 ;
'
Officer in charge of the personnel department
The permission request is initialed after the
permission rights are reviewed by the relevant authorities. -
. E Is it suitable?
*** Relevant Personnel do not have leave entitlement
the document is returned.
NO YES
INITIAL

wble?

SIGNATURE

Is it suitable?

YES

APPROVAL

The leave request approved by
the Dean is sent to the staff via

EBYS.
THE PROCESS IS ENDED

The leave request approved by the Dean is

recorded in personnel leave control software such
as PBS.

THE PROCESS IS ENDED

NO




1.10. Academic Staff Assignment Permission Process

o

S
e
A

Stage

Stage

8tage

Related Personnel

For academic duty leave, the

from EBYS and sends it to the

personnel officer.

personnel prepares the Duty Permit form

Firat University Rectorate
Dean of the Faculty of Health Sciences

Head of Department

is submitted for approval.

The approved leave request is sent

to the personnel via the EBYS system.

The approved leave request comes
from the EBYS system.
The documents are placed in the
employee's personnel file.
THE PROCESS IS ENDED

Personnel Unit § Personnel Unit : Faculty Board of Directors : Deanery Rectorate :
NO < : : NO il
Is it suitable? :
; ] :
YES ] Is it suitable?
5 E 1 NO
] . i
! i YES
: Personnel Officer :
: : i : Department Head
NO ] 4 ; travel allowance and daily wage or YES : >
Does it exceed 7 days?
' After the Dean's approval, the
- : Faculty Administration relevant document will be sent to the Faculty. s
: : The decision of the Board is taken. Referral to the Board of Directors
is done.
Decision taken in FYK :
Rector's Office : :
- : APPROVAL
It is submitted for approval. '
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1.11. Disciplinary Board Meeting and Decision Making Process

Deanery ) Faculty Secretary : Personnel Unit : Disciplinary Board Members
...... A (T PR, »
. : The agenda, date, time and i
The agenda, date, time and place : o :
) o . ; > place of the Disciplinary Board :
S of the Disciplinary Board meeting % . - o v
® . meeting are notified to the Disciplinary :
&a are determined. : i
: Board members in writing. ;

The decisions taken are edited The Disciplinary

Board meets,

by the Rapporteur and sent to the *
About the Agenda

takes decisions.

Personnel Unit for writing.

Stage

4

The decisions made by the rapporteur are

Y

NO written in a report and submitted for e-

signature.

INITIAL

Is It Suitable?

YES

Stage

SIGNATURE

Disciplinary members report

signs the decisions made.

[ :
O .
e :
& The Disciplinary Board Decisions, which are .
prepared as a report with e-signature, are written

to be applied to the necessary units according to their releance.

THE PROCESS IS ENDED
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1.12. Academic / Administrative Staff Unpaid Leave Process

Deanery Faculty Secretary Personnel Unit Rectorate

Academic / Administrative Staff Department Heads

The relevant personnel submits the unpaid
The Dean forwards the

Head of Department

leave petition to the Department Head (if the
incoming letter to the

Writes to the Dean's Office

administrative staff
personnel department for necessary action.

(0]
@) (Presented to the Dean's Office)
&
A -
- Academic staff request unpaid leave and
& -Administrative staff unpaid leave
4 writes his request to the Rectorate
SIGNATURE INITIAL
()
o)
[
-
[<7]
B If it is not suitable, the relevant
The incoming letter is IS IT SUITABLE?
4 person and 4 NO
e forwarded to the relevant personnel.
0 department head will be notified.
] : : ) - ) ) ] YES
The incoming letter is forwarded to - The relevant article is 2 Written to relevant units and q . |
§ the relevant person. ad forwarded to the relevant units. Y persons .

The signed document is printed and kept in the

personal file.

THE PROCESS IS ENDED

Stage
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1.13. Academic / Administrative Staff Breastfeeding Leave Usage Process

Academic / Administrative Staff Head of Department Deanery Faculty Secretary Personnel Unit Rectorate
Relevant Personnel Milk leave
The Dean forwards the
application form to the Department The Department Head
() _'_+ incoming letter to the personnel
It presents to the Presidency writes to the Dean's Office.
P department for necessary actign.
A (administrative staff presents to the Dean)
- Academic staff request for
.. breastfeeding leave and
-Administrative staff writes their
requests for breastfeeding leave to the Rectordte.
SIGNATURE INITIAL
()
O
]
pd
[<)]
4 5
Approved by the
=
(7]
Rectorate
SIGNATURE INITIAL To the relevant units ‘
and written to the person \
] 3
= :
o] H

The signed document is printed and kept in

the personal file.

THE PROCESS IS ENDED

Stage
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1.14.1. Assignment Process According to Article 35 of Law No. 2547-1

In accordance with the relevant articles of

law, the petition and its annexes are

attached to the academic duty document and

submitted to the department head.

Department Head Dean's Office

submits it for approval.

The appointment is discussed in the

The assignment s referred to the faculty faculty board of directors and submitted

board for discussion . i ! .
to the university board of directors for

approval.

It is decided by the University Board of

Directors and submitted to YOK.

The relevant units are informed in line with
the decision from YOK.
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1.14.2. Assignment Process According to Article 35 of Law No. 2547-2

sends.

Incoming information and documents are sent to the

relevant person, department and relevant units.

The salary unit prepares
notification.

the personnel transfer

information is given.

To the relevant units upon his/her departure from duty
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Relevant Personnel or Department Head of Department Deanery Faculty Board of Directors University Board of Directors
R § : - ] U |
Petition in accordance with the relevant articles of la
and its supplements academic
by adding it to the task document
presents it to the presidency.
Head of Department Long-term and assignment-based daily wage

faculty management
discussed by the university board of
directors

Dean's Office

submits it for approval.

are submitted for discussion and approval.

Short-term assignment and
If the daily wage is without travel allowance, the section On the university board of directors

approval of the presidency and faculty are discussed and decided upon.
to the relevant units with the approval of the dean

information is given.

Short-term assignment and

section if daily wage earner

approval of the faculty head

i board of directors decision and

With the approval of the Rectorate, relevant

units are informed.

Travel allowance and daily wages on return

prepares it and sends it to the Strategy

Development Department.
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1.16. Faculty Secretary Workflow Process

Evraklar elektronik ortamda Dekana gelir,

Dekan tarafindan sevk edilen evraklar
fakiilte sckreter tarafindan incelenerek ilgili
yazigmalar ve iglemler yaplmak Gizere
birimlere sevk edilir.

After review by the Dean, Faculty

Sckretenine sevk edilir.

ilgili yazigmalar ve gerekli islemler yaplarak
fakiilte sekreterine sevk edilir.

Atfter signing by the Dean, the relevant After review by the faculty secretary
is distributed to the units. Itis then initialed and presented to the dean for signature.
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1.17. Dean Workflow Process

Documents are sent to the dean electronically.

Dekan tarafindan sevk edilen evraklar
Drekan tarafindan incelendikten sonra Fakiilte fakilte sekreten tarafindan incelenerek ilgili

Sekreterine sevk edilir. yazsmalar ve islemler vapilmak fizere
birimlere sevk edilir.

lgili yamsmalar ve gerekli islemler yapilarak
fakiilte sekreterine sevk edilir,

Dickan tarafindan imzalandiktan sonra ilgili Fukiilte sekreteri tarafindan incelendikten
birimlere dagitim gergeklesir. sonra paraflamr ve dekamn imzasina sunar.
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1.18. Research Assistant Military Service Deferment Cancellation Process

Personnel Unit Faculty Secretary Dean General Directorate of Recruitment
Research Assistant
Leaving our faculty
In case of cancellation of postponement .
A letter is written to the General Directorate of .
Recruitment 2 -

()
o
©
=
A
INITIAL APPROVAL
() - -
o x ;
o] i
= I
o] - p
A printout of the approved document : ASAL General
is taken and sent to ASAL General * A letter of cancellation of postponement is
Directorate with the attached documents. written to the relevant person from the Directorate.
o) :
o)
o]
=
0N
Notification is made to the relevant person.
()
o)
o]
=
0]

Deferment cancellation letter and notification
The document is placed in the personnel file
of the Research Assistant.

THE PROCESS IS ENDED

Stage




