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Dean of the Faculty of

3.1. Registration Process of Students Placed Based on OSYM Exam Results

Student Student Affairs Directorate Faculty Secretary Dean Department of Student Affairs

Students who are accepted to our Faculty

as a result of the exam organized by

OSYM e-government
erforms the registration process vig#

Stage

If the student who is accepted to our Faculty

as a result of the exam organized by OSYM

» has not/could not register via e- i

government , he /she can register i

by coming during the registration period with i
the relevant documents .

&

Stage

Are the documents and information

appropriate and complete?

Stage

A

The documents of the students who

have completed the registration process are | INITIAL P OVAL '
reported to the Student Affairs

Department via EBYS with a cover letter i

8tage

PERIOD

CApproved documents are archived>< ENDED
HE PROCESS IS ENDED |

Stage




3.2.Student Course Registration Process

Student

Q
@
©
+—
A

Firat University Rectorate
Dean of the Faculty of

o Coordinating Faculty
Department Student Affairs Directorate

Member (Relevant Advisor)E

Related Bank

Department of Student Affairs

Course registration dates are announced
on the WEB site according to the Academic

h 4

Depending on the student's educational
status and nationality;

1. If he/she is a Turkish citizen and the 4-year

Calendar determined by the University Senate.

Makes the necessary automation software
available for use.

period has not expired, he/she does not pay any fegs.
After the 4th year, the relevant bank pays the
fee.
() 2. Those studying as special students
S — pay tuition fees to the relevant bank. o ‘|
& I
I
3. Foreign students who are granted :
scholarships by the Republic of Turkey or their :
own countries will be required to pay the scholarship. ]
]
doesn't. :
Other students pay tuition fees to the relevant :
bank. :
]
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]
I
I
I
]
I
I
1
Should | Pay a T YES Payment is made to the \\ YES
ot Tuition Fee ? ! _,/
(77 : relevant account .
I
]
I
I
]
T L e e T S e e e o e e L B e D R L B s D e
]
]
NO
PROBLEM The student selects the courses in the
\ curriculum using his/her own
I
I NO P! username and password through the system ,
]
I checks and finalizes the registration process.
© ]
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I
]
]
I
]
I
e e O e P N D e e
]
I
]
I
]
A
NO i Is it suitable?
I
I
I ]
a2 I
0 ]
]
]
I
I
I YES
I
I
I
]
I
]
{ - Have you
registered for a course?
YES
()
o)
=
(75]

2

GHE PROCESS IS ENDED




3.3.Student Course Exemption Process

$tage

Stage

Stage

8tage

Stage

Firat University Rectorate

Dean of the Faculty of

Student Section

NO

Our faculty submits the transcript of the courses
that the student has previously taken and successfully
completed at a higher education institution,

complete and approved by the Department Head, with a
petition.

application eligible?

YES

v

The Departmental Adaptation

Committee conducts the necessary

review, prepares the adaptation

Deanery Faculty Board of Directors i Department of Student Affairs

NO

form and sends it to the Dean's Qffice.

In accordance with the decision, the

The student registers for

to register for the course.
bt courses through Student Affairs — g

automation and finalizes the registration.

transcript.

Department takes the following actions:
1. The student is informed and asked

2. The consultant appointment process is carried out.
Section 3: Student Affairs processes the courses

from which the student is exempted on his/her

which is then forwarded to the Department —¢YES
and Student Affairs Department together with
the course form specified in the orientation .
4
Relevant lessons are
- Dean's approval . P+ | processed on the
| student's page via automation|.

Course records are
reviewed by the Advisor.

.

NO Is it suitable?

The Student Affairs Directorate
includes it in the Faculty Board agenda

along with the necessary documents .

As a result of the FYK review,
THE EXEMPTION APPROPRIATE?

The Board of Directors submits the decision

to the Dean for approval with a cover letter,

The Department is informe

YES ¥ to make the necessary
\ arrangements.
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3.4.Student Registration Freezing Process

Student Section Deanery Faculty Board of Directors Department of Student Affairs

he student must submit a petition
stating the reason for the
suspension of registration and other =il {
o Is it suitable? YES i
documents to the Department Head H i
A within the period specified in the
Academic Calendar. i
(The application is cancelled and the )' NO < f :
...................... Al B B B e s A e i il
Documents received complete after being checked
by the Document Registration Unit. * '
by being recorded, Student Affairs Directorate i
includes it on H
the agenda of the Faculty Board of Directors i :
) with the control and approval of the Faculty Secretary . *
g !
« i
A letter is written to the department stating
that the student's petition is not '
& accepted. < NO : Is the FYK review result i
@) "
< Documents of students whose H APPROPRIATE?
& registration freeze is not accepted are :' H
archived:
For students who suspend their registration , a
letter is written to the Department Head and the OyDB 1" YES i
via EBYS . i
@
8 i i
[ i
H H > The Student Affairs Directorate informs the student.

OyDB.

The student is informed by the )- i |

A

Stage




3.5.0utgoing Special Student Process

Student Section Deanery . Faculty Board of Directors University Senate
Special students who wish to
eave our faculty must submit a petition!
transcript, and other required
Is it suitable? 1
8 documents to the Department YES
A Head .
The application is cancelled NO
o F
Y i
Checked and received completely by the :
Document Registration Unit |
o The documents are recorded and included
in the agenda of the Faculty Board
& of Directors with the control of the
Student Affairs Directorate and the
approval of the Faculty Secretary .
|
A letter is written to the !
N inG that ! Is the Special
o epartment stating that <
o A : Student transcript grade 74
e the student's petition is not i
7] | or above?
accepted. i
.................................................................................................................... fosissrrninaliunyES SRinn s s TS
: Prepares a report that includes a
positive/negative opinion about the
student and sends it to the
University Senate .
A letter is written to the student
stating that his/her petition has s NO IS IT SUITABLE?
not been accepted.
8
o)
The student is
informed to register at
the hOSt UniVerSity. Enthusiasm '* Enthusiasm ‘ Enthusiasm
The process is completed.
@ |
© |
8 {
wn
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Opposite University

YES

For the outgoing student, a letter is

written to the OYDB via EBYS and a copy
of the documents is archived.

- arture process is not accepted al

Documents of students whose
rchi




3.6.Incoming Special Student Process

Firat University Rectorate
Dean of the Faculty of

3 i . ol Student Affairs Office
Student Section Deanery i Faculty Board of Directors i Rectorate/University Senate _
; i Presidency
'[“. L e i e Sty
ecial students who want to come to our fact
(o) The student submits the i X
petition, the decision of the host Rectorate Document Registration
a university FYK and the decision of is sent to the relevant department
the host university senate regarding through the relevant Dean’s Office.
its approval, in full, to the Rectorate does.
Document Registration Unit by
hand or by post.
Department Board
. o
Takes the decision
The process is concluded
(0]
by writing a negative response
na IS IT SUITABLE? NO ' to the other university.
T NO
&
YES
e e ...i.... e e e e e s e e P et e e e
Checked by the Document Registration Unit
and received completely
The documents are recorded. The Student
Affairs Directorate checks and
includes them in the Faculty Board of
Directors' agenda with the approval
S IT SUITABLE?
of the Faculty Secretary.
()
e
]
A NO
li YES
The FYK sends its decision with its annexes
to the University Senate.
IS IT SUITABLE?
()
(@)
8
o)
YES
The OyDB and the Dean
of the Faculty of the host
YES
university are informed in
[}
< writing.
S g
wn
The student whose application is
accepted completes the
registration process by coming to our
University's Student Affairs Office
g with the necessary docum




3.7.Lateral Transfer Application

Student

Process

Section

$tage

Firat University Rectorate
Dean of the Faculty of

Deanery

Faculty Board of Directors

Student Affairs Office
Presidency

Students who wish to apply for
horizontal transfer must submit their

petition and the required documents

Checked and received completely by the
Document Registration Unit

The documents are recorded and sent to the

(certified / original)
Deliver the document to the
Document Registration Unit in full.

Stage

Stage

8tage

()
O
g8
w0

. REAL candidates who are eligible for

Horizontal Transfer complete the

Department with the control
of the Student Affairs Directorate and a cover

letter from the Dean's Office .

The departmental adaptation committee evaluates

the application documents regarding Horizontal

¥ Itis put on the FYK agenda

Transfer in light of the relevant

Regulation . It ranks them within the quota. It

forwards them to the Dean's Office.

final registration process on the dates
specified by the OyDB in the
announcement .
2. A student whose application is not
accepted continues his/her

ducation at the university to which he/she is
affiliated .

IS IT SUITABLE?

YES

The Faculty Board of Directors'

decision is sent to the OYDB via
EBYS to be implemented .

NO

Quotas determined by YOK, horizontal
transfer dates, application conditions and
required documents are announced by OyDB

on the website.

Students who are found suitable or

rejected by the decision of the

P

Faculty Board of Directors are
announced by the OyDB.

Main and reserve candidates who are
eligible to register

The registration process is carried out within

the specified date range in accordance with
the ranking principle by publishing it

on the web page.
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3.8.Student Course Adaptation Process

, g i . Foreign Relations and Student Affairs
Student Department Adjustment Committee Section i Deanery i Faculty Board of Directors Farabi Off
. arapi Ottice Head of Department
] |
v NO i
or the adaptation
Students who have previously been placed
procedures of students
hrough OSYM and completed partial or full .
who go or come with
) education and then won a place -
e . Application documents Erasmus, Mevlana and
© in one of the departments of our Faculty = R
br are reviewed. i Farabi , course transfer
through OSYM and students who were H
| forms and other documen
placed through DGS complete their
are sent to the relevant
registration procedures; Students who come
Department Head
through Horizontal Transfer apply to the
Department Head for the adaptation process .
IS IT SUITABLE?
Places the students who apply to the
appropriate curriculum program.
Determines the courses that the student
() .
will be exempt from or must take Iny NO
A according to the curriculum. |
Adapts the student to the relevant i
term according to the latest status.
|
2 o i i s e B 1 o i s i o e S s o s ok Mo 6 s el e B o e S i s o s o i & A i e e S i o e e B e oo b e B e i i B i i e . s s i S il 5 e . | s L s i s f e e e e o s S e e
A 4
The Adaptation Form is prepared and
approved by the members of the
Department Adaptation Committee.
When necessary, it is sent to the EYK
Dean's Office, together with the e i fie- _ ‘
& . puts it on its agendal
(<7} decision of the Department Board, to be
discussed in the FYK .
rYES — IS IT SUITABLE?
. ! The adaptation forms of the students
The student registers i
i1 who are accepted for adaptation are sent
for the course according { I
] to the relevant units along with the
() to the adaptation form.
S
9 The process is completed # necessary documents and
il the FYK decision.
Relevant ! %
documents are afchived i
i Relevant documents
are archived
He/she is informed.
o What is necessary is done,
(@) "
IS H
0 !
He/she is informed.
hat is necessary is don
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3.9. Student Advisor Appointment Process

1 Student Affairs Offi
Advisory Faculty Member Student S a_'rs e
Presidency

Department Student Affairs Directorate Head of Department

Newly registered students, students

who are new to a program, or students who

[0}
have a change of advisor are identified
A nd reported to the Department Head .
Y
The Head of Department determines and appoints
advisors according to the situation of the faculty
members and forwards them to the
g relevant persons and units for notification.

In order to take necessary action

or to inform, a document is
He/she does what is necessary and

prepared via EBYS and
) L i
submitted for approval by gbproval'and dispatch completes the process.

the Department Head.

Stage

The student OyDB is

P :
is informed. informed.
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3.10.Farabi / Mevlana (Student Exchange Program) Process

. ! Student Exchange Program
Faculty Secretariat i 9 g

Student | Faculty Board of Directors (Farabi / Rumi) ) ]
Student Affairs Directorate / Document Registration : i . X Coordlnatorshlp
Coordinatorship

Opposite University

Student application documents are i . ]

e—— : The student applications and evaluation calendar
sent to the institution's Student Prepares the necessary & i is announced on our University website
Exchange '{ documents for the application ] ' i . .

) ) i by the relevant coordinator of our University .
Program Coordinator with a cover and submits them to the Dean's Office. 1
letter. ;

h 4
The coordinatorship examines the goplcatensliizrare
: licati ived and d reviewed and accepted by the other
BRRLCaIonS [Ecelvediand sencs > university coordinator are
: them to the coordinatorship of the
i - announced on the web pages.
i host university.
Students accepted by the relevant University coordinator
prepare the requested documents (protocol, etc.), have :
Notifies the i i i : The documents received by him/her shall
them signed by the coordinator at their faculty : After signature approval at the
university coordinator with a 1— and university, and submit them to the i be sent to the Department and the university. _+ A ity the d ;
H g : ost university, the documents
cover letter. Student Affairs Directorate to be forwarded to the ; To Institutional Coordinators
i . ) are sent back.
relevant University coordinator. : sends it to be signed
............................................................................................................ A i R B RS R R A R R B B R A e R S e A A e S R R R R R R e B e R 5

Itis put on the FYK agenda for Conformity >

Assessment. Sent to relevant units

BN | rER—

Written information is given to the
NO IS IT SUITABLE?

Institutional Coordinator and the student.

Those deemed appropriate are notified in
writing to the Institution Coordinator along =it H YES

with the FYK decision i

Stage

The announcement is made

[ and notified to the Institution THE PROCESS IS ENDED
H Coordinator in writing.

Btage




3.11.1. ERASMUS Outgoing Student Exchange Program Process

$tage

Stage

Student

Firat University Rectorate

Dean of the Faculty of

Foreign Relations

y Destination

Students apply in

advance.

The
student is informed

Stage

8tage

Stage

B6tage

Student Affairs
Head of Department

The student applies to
the Departmental Erasmus

Coordinator to receive an
Invitation Letter from

the Host University .

The student applies to

the Department Head for
the Learning Agreement
with the Invitation Letter and
other documents received
from the Host

University .

Section . Deanery Faculty Board of Directors | Country University
i i ! Coordination Office (ERASMUS) | ) ) i
i eSO et : = ST S L S < e R SR e - po o el (|11 (A K
/ The student applications and \
evaluation calendar is announced on our University's
(ebsite by our University's ERASMUS coordinay
l A foreign language exam is held for the
The Department students who apply, on the date and
Erasmus Coordinator evaluates time announced by the School of Foreign
the applications and submits Languages .
them to the Department Head.
nts who receive 50 or
NEGATIVE Es points from the exams specified
Unsuccessfuf in the regulations will be successful. All
Its will be announced.
POSITIVE
It sends the original
signed forms to the
Foreign Relations
Coordinatorship with a
cover letter within the
specified date range.
Successful
Y
Invitation Letter
.
»
Department Erasmus
Coordinator required
d an invitation letter cannot be received
0es from the partner universities, the
NEGATIVE
rocess is terminated negatively and
the_student is informed.
POSITIVE
The Department
Erasmus Coordinator creates
the Learning Agreement
-+ S N
document together with the
student and submits it to
the Department Head.
A
The Department Head sends
the relevant term lists
to the Dean's Office along
with the Department
' !n FKK th d =
IS put on the agenda
p . 9 SUITABL
for evaluation.
YES

:

are informed.

The Foreign Relations Unit and OyDB

The External Relations Unit archives
the necessary documents in the

student file and follows up the process.
THE PROCESS IS TERMINATED.

. What is necessary

does
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3.11.2. ERASMUS Student Return Process

Foreign Relations Student Affairs E

Faculty Administration
Apartment i

Deanery ; Rectorate Coordinatorship

i Board of Directors

o {\ERASMUS) ... Presidency .

Student Department Adjustment Committee Section

Students who go with
ERASMUS must submit
their return documents to

the Foreign Affairs Unit
within 1 month of their return.

The Department Head forwards Evaluates the necessary

the issue and documents to the o application and sends it to the

Department Adjustment relevant Department Head.
H Committee .

Department Adaptation The Department Head

The Commission evaluates writes a letter to the External

the situation and makes a > Relations Unit via EBYS, along

decision. with the necessary forms and

Presents to the Presidency document attachments .

A

H - N The External Relations Unit
1 NS

Enthusiasm

{ sends the list and attachments

to the relevant Faculties.

{ In FYK
H . UITABLE IS IT
| is put on the agenda YES

- MU? SUITABL
for evaluation . v

Stage

YES

The Department, the External

Relations Unit and the

OyDB are informed.

He does what is

Y

Necessary adjustments are made to It is archived.
. necessary
the student's transcript .

PROCESS
TERMINATED.

Btage




3.11.3. ERASMUS Outgoing Student Internship Mobility Process

Firat University Rectorate

Dean of the Faculty of

i ) . Foreign Relations .
Student | Section . Deanery Faculty Board of Directors i . | Organization to Intern
; i Coordination Office (ERASMUS) {
) / The student applications and \
S
g evaluation calendar is announced on our University's
(ebsite by our University's ERASMUS coordinator /
l A foreign language exam is held for the students
The Department who apply, on the date and time
Students apply in Erasmus Coordinator evaluates the announced by the School of Foreign Languages .
advance. applications and submits them to
the Department Head.
nts who receive 50 or
The NEGATIVE Es points from the exams specified
student is informed Unsuccessfut in the regulations will be successful. All
o Its will be announced.
(@)
e
&Q POSITIVE
It sends the original
signed forms to the
Foreign Relations
Coordinatorship with a
cover letter within the
specified date range.
Successful
Y
The student applies for Depariment Erasmus
a Training Agreement
¥ coordinator required
to the Erasmus coordinator .
does
[
S
]
S
(2]
The student sends the
Training Agreement document
.‘ Approval
to the institution where the internship
will take place for approval .
helacplicatioris It is forwarded to the Dean's
'] | submitted to the Department
) o P office together with the < NO
with the approved Training -
Department Board's decision.
Agreement .
. In FYK . d s
IS put on the agenda
p . 9 SUITABL
for evaluation.
©
S
wn
The Rectorate
is also
informed.
¢ YES J
e student obtains the internship The External Relations Unit archives
book from the Dean's Office The External Relations Unit, the student and the necessary documents in the
and goes to the institution/ the OYDB are informed. student file and follows up the process.
ganization where he/she will do the internship. THE PROCESS IS TERMINATED.
[
o
(]
)
(/o]

Student Affairs
Head of Department

. What is necessary

does
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3.11.4. ERASMUS Internship Mobility Student Return Process

i Faculty Administration Foreign Relations | Student Affairs

Student Section i Deanery Rectorate Coordinatorship Apartment
Board of Directors PreSIdenCy
(ERASMUS) Presidency

Strategy Development Department

Students who benefit from
the internship mobility
with ERASMUS must

submit their return documents to

the Foreign Relations

$tage

Unit within 1 month of their returi

Evaluates the necessary

application and sends it to the

relevant Department Head.

Stage

The Department Head
: | writes a letter to the External

i | Relations Unit via EBYS, along
with the necessary forms and

document attachments .

Stage

&

.............................. L B B e S T e S B L CE PP PP T EPPETTPEES

The External Relations
Unit sends the list and

i attachments to the relevant Faculti

&tage
2]

e e e e o e i e e i i S e e e - e e e s b as i i e

4
In FYK

i . UITABLE ISIT
is put on the agenda YES

. ? SUITABL
for evaluation . pU:

Stage

i YES

The Department, External

Relations Unit,

Strategy Development
Department and OyDB
are informed.

Initiates the internship j . He does what is He does what is
Itis archived.

evaluation process with the necessary necessary

approved internship notebook.
THE
PROCESS IS TERMINATED
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3.11.5.ERASMUS Personnel Mobility Departure Process

: 5 S Foreign Relati !
i ) I ¢ Faculty Administration R ons i Strategy Development
Employee | Section i Deanery i Rectorate Coordinatorship :
i | H Board of Directors 1 Head Of Department
R e : deniiii RSN (L o i izt {ERASMUS) o i o s
- h | mobility licati
e personnel mobility applications
They start the
(0] I and evaluation calendar are
application process . .
P . announced on our University's website
Z] | by considering the i o =
universities with which their y our University's ERASMUS
. . coordinator .
units have bilateral
agreements.
The following documents
are prepared and
applied to the Foreign
Relations Unit.
« Course taking/giving form
N |° Personnel Information Form
« Course taking/giving grant
«Q agreement
« Bank Account information
« Taking/giving lessons
program
Applications are evaluated
by the
o) commission, ranked
(@)
g and announced in an
approved manner.
< NO 3
v  ADMINISTRATIVE
Personnel who
are entitled to go within
the scope of v
mobility apply for Head of Department and
— . Head of Department
permission to the Unit Head of Department
X Approval
Head Office . Approval
NCADEMIC
| .
- Is it suitable?
A J necessary, the
X process can be negatively
Referral to the Dean's Office _
concluded
In FYK
! PPLY
#|is put on the agenda
. HAT?
for evaluation.
* YES
PPLY
Referral to the Rectorate HAT?
¢ YES
Personnel Grant v
] Staff and
agreement is -
b ek The
prepared. The personnel
department is informed grant

agreement is

signed
.' ) ) P He does what is necessary
and a letter is written

to the Strategy

Development

Department as required.

The External Relations

Unit archives the

necessary documents in the

Personnel file and follows up thg process.
PERIOD

TERMINATED.




3.11.6. ERASMUS Staff Mobility Return Process

$tage

Stage

Stage

8tage

Stage

Employee

Personnel benefiting from personnel mobility with
ERASMUS shall submit their return documents
(Certificate, Final report, flight cards, Teaching

Firat University Rectorate

Dean of the Faculty of

S —

Foreign Relations

Coordination Office (ERASMUS)

program, Step Training, prog.) to the Foreign Relations
Unit within 1 month of their return.

PERIOD

TP

The remaining grant payment

for the staff who submitted all the
documents (20% part + Travel
Strategy Development for Expenses

A letter is written to the Department Head Office

Strategy Development Department

Strategy Development
Department Head Office

Bank

h

Sends payment
instruction to the bank

Archiving is
done.

Payment is made

TERMINATED.
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3.12. Course Program and Responsible Persons Determination Process

: . tudent Affairs Office i
Course Coordinator i Section Deanery Dean's Office Financial Affairs gede .a ¢ { Rectorate
i Presidency :
r e B ek G e i ]
The Rectorate Senate annually
publishes the academic calendar
It determines and announces the start and
nd dates of education and training/
b 4

The Department Head determines the

course program and responsible academic staff
t remains defined in the

on a semester basis, announces it and sends it

e does what is necessary.

PERIOD
TERMINATED.

system throughout the relevant
to the Dean's Office. Course supervisors are

period and is archived at the end
identified in the system via OBS. This

of the period. THE
RROCESS IS TERMINATED.

situation is recorded by the OyDB.

Sends the course
schedule and course

coordinators to the financial

affairs department to check the course fees.

THE PROCESS IS TERMINATE

.
L




3.13.Exam Programs Process

$tage

Stage

Stage

echon i Course Coordinator Student Affairs Office
Presidency i
N St e R ety 2k e ey ST
h 4
Organizes and announces
examination programs
according to the Academic
Calendar and writes to the
Lrelevantcourse-instructors-as-necessary.
It conducts the exam on
the relevant date , announces
the exam result via OBS ,
finalizes it and sends it to OyDB.
h J
The relevant grades are pro@
in the student transcripts through the
system . PROCESS
TERMINATED.

8tage

Firat University

Rectorate

Dean of the Faculty of

the academic calendar annually.

Rectorate

The Rectorate Senate determines

and announces the exam dates in




3.14.

$tage

Stage

Stage

8tage

Stage

Exam Score Objection Process

Student

The student submits his/her petition of

objection to the exam grade to the Department Head

within a maximum of 5 working days from the

announcement of the exam grade.

authority. Otherwise, the process ends.

f the student persists in his/her objection, he/she can apply

to the Regional Administrative Court, which is a higher

Firat University Rectorate
Dean of the Faculty of

Section

The Student Advanced Studies

Directorate sends the petition to the

Course Coordinator

course instructor with the approval of the

Department Head.

The course instructor examines
the exam paper of the relevant student
and finalizes the objection within 15

days .

Deanery

Faculty Board of Directors

h &
The error is confirmed

and the grade change form
is prepared and

reported to the Dean's Office.

YES Is There an Error?

The decision is notified to |

NO =

the Student.

The student is informed
THE PROCESS IS ENDED

The grade is corrected and the

o .
"1 Itis referred to FYK.

The decision is accompanied
by a grade change form.

| rorrova

Sends to the department and

6yDB

Decision

Student Affairs Office ;
Presidency :

The necessary is done

Y

and the process is over.

'

student is informed.

Erer




3.15. Student Representative Election Process

Firat University Rectorate
Dean of the Faculty of

Health Culture and Sports
Students

Department

Faculty Student

Representative Election

Student Affairs Unit

Faculty Secretary

Dean

The selection committee

calendar will be

notified in writing/

$tage

is determined among
the faculty members.
]

h 4

It is notified to the commission

members in writing.

INITIAL

APPROVAL

h 2

Election calendar is

announced to students

Student Representative

The student who wishes to be a
candidate should submit his/her petition
The application is

made to the Dean's Office through

the Document Registration.

The suitability of the

candidates is determined

and
announced through

i | the system.

Stage

-The propaganda

process begins with the candidate
student

-At the end of the

propaganda process,

propaganda tools are removed.

The ballot paper and
ballot box are kept

: ready at the place where

H the election will be held on

the specified
date.

Election Commission

Stage

&tage

Stage

Btage

YES

1. Did 60% participate in the election?

Did 50% participate in the election?.

Is there any objection?

h 4

Election results

It is reported to the

Rectorate and the student.

INITIAL

APPROVAL

The signed document is
finalized

PERIOD
NDED

NO

A

The election results are

reported to the Dean's Office
with a report.

3. Condition of

participation in the elect|

not wanted

F

Evaluates

NO objections

Objection

it suitable?
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3.16.Student Scholarships Process

Student Section , Deanery Rectorate Dean Related Scholarship Committee
) Documents required for / \
(@)
1] scholarships are sent to the Scholarship announcements text
A ‘
Departments to be arrives
announced . \ /
v 1
Departments make
announcements to students
h 4
q') . .
Interested students Sends the application
)
K apply with the required —'_} documents and the list to
documents. the Dean's Office.
h 4
The Dean's Office The applications received
sends all applications to the are evaluated and the students
scholarship committee } who meet the requirements are
;,*E established for the determined and a report is recorded.
relevant scholarship. Reported to the Dean's Office
v
With a written record
Rectorate APPROVAL
) It is reported to the authority
O
o]
)
(-]
t is sent to the relevant institutions'
that provide scholarships by
()
the Rectorate.
7y PERIOD
ENDED




Firat University Rectorate
Dean of the Faculty of

3.17.Student Common Course Process

Related Other Dean's Office/ .
{ Department of Student Affairs

Coordinating Faculty
Member (Relevant Advisor) Directorate

Deanery

Student

Course registration dates are announced on

the WEB site according to the Academic

Related Faculty/
Calendar determined by the University Senate.

A letter is written to the directorates

.The Dean's Office makes the necessary automation

to assign coordinators
software available for use.

and faculty members for joint

courses .

$tage

Coordinators and

teaching staff are determined
for joint courses and reported

to the Faculty.

The Dean of the Faculty

defines the common course
branches and the teaching staff

The student selects the COMMON
courses in the curriculum with

who will conduct the courses

F ¥

3tage

()
o
©
=
o
The number of common course
sections is increased/decreased g Course
depending on the number of Registration is confirmed.
students enrolled in the courses .

()

o)

o

bt New faculty members are

S there a branch increase appointed or cancelled.
YES p P
decrease ?
It is reported to the Dean's Office

his/her own username and password through
the system , completes the checking

and finalization process and
finalizes his/her registration.

under the name of

Rectorate Service Courses

via automation and makes
them available for student use.

Stage

Is it suitable?

4

Branch/Dean's

website

A

The list of teaching
staff is
announced .

y

GHE PROCESS IS ENDED )
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3.18. Consultant Workflow Process

Faculty Board of Directors Students Advisor

An advisor is assigned to

each student by the Faculty Board of
Directors according to the year in

which they are registered.

a
v
The advisor checks the
course
registrations of the
students who applied
during the first week of
the semester and
approves them online,
and warns those who
do not approve .
&
v

Students who register

for courses online must

have their course

registration

approved online by

the first week of the

semester at

the latest .

Students who do not

have their course

registration

approved by their advisor

will not be able to register for the course.

g

Counselors

provide advice to
students on matters
related to

education and training.

8tage
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3.19. Exam Question Objection Process

Related Student Coordinator : Related Department

Students must submit their objection petition to the exam
The Student Affairs Directorate sends the petition to

grade via Document Registration within a maximum of 5 workin
} the relevant Coordinator, who forwards the objection } The relevant Department examines the subject

days from the date of the exam grade announcement.

to the AD Presidency.
Gives to the Dean's Office

()
o
(o]
=
A

Is There an Error?

NO ¢ YES

4 The Department will make the Board Decision

' within 5 working days (including the exam day).

-If there is no error, the question options are

considered correct.

The result is notified to the relevant student. -If there is an error, the question is removed

THE PROCESS IS ENDED

from the test, accepted as correct for all

students, and the exam is read after the
necessary corrections are made.
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3.20. Training Guide Preparation Process

Faculty Administration

Department Faculty . D | coi '
N Student Affairs Unit i : ean i ice Dean : oordinators i
Presidencies I Secretary i | i | Board of irectors i
letter is written to the
departments to notify them
of the changes made to the course
programs of the previous INITIAL @
academic year between the
ecified dates (February-March).
i
S i
A
‘L -Prepares the new academic year
curriculum by taking into account the
The lesson learned : .
Curriculum changes from curriculum changes from the
rogram
ph 9 | departments TP departments.
changes Notified to coordinators -Term 1, 2, 3 coordinators meet among
Reports to the Dean's Office .
themselves and work on horizontal
and vertical integration.
NO
¢ T
The course schedule of all classes
is checked by the Vice Dean
responsible for
undergraduate education and the NO
Student Affairs Director.
8
(o]
YES Is it suitable? h
8
(2]
-Published on the Faculty
Web page
-Notified to faculty members
Is it suitable? NO
o]
b YES
It is put on the agenda of the
Is it suitable?
Faculty Board of Directors.
YES
e
n !
Faculty Board of Directors
v INITIAL APPROVAL
The decision is written to the Rectorate.
The signed document is finalized ;
THE PROCESS IS ENDED
e
(75) {




3.21. Student Disciplinary Affairs Workflow Process

Student

$tage

Stage

Stage

8tage

Acc€ording to the Student Disciplinary
egulation of Higher Education
nstitutions , individuals studying for
an associate degree, bachelor's
degree, master's degree, doctorate degree,
edical specialization or artistic proficiency
higher education institutions
engage in student-related misconduct.

Head of Department

Firat University Rectorate

Dean of the Faculty of

Deanery

Faculty Disciplinary Board

Department of Student Affairs

The Department Head notifies

the Dean's Office of the request to open
an investigation against students

who act contrary to the articles
specified in the student discipline
regulations, along with evidence of

the crime .

Stage

6tage

The Dean's Office examines the
documents and appoints an
investigator to conduct the investigation.

Penalties of warning, reprimand and suspension
from higher education institutions for one week
to one month are given by the relevant

faculty dean, institute, | A
conservatory, college or vocational school
director. For other penalties, a rapporteur

is assigned by the dean's office.

The rapporteur submits his/her report to the
dean's office within the period specified in

the regulation .

The dean convenes the disciplinary
board and decides on the rapporteur's report.

The decision is notified to the department,

——{#| Student Affairs Department and the
relevant party.

The Student Affairs Department records
—{—#*{ the student's punishment in his/her record and

notifies the relevant units.
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3.22. Military Service Deferment Procedure Process

Student Department of Student Affairs

Applies to the Student Affairs Department.

$tage

In order to postpone the enlistment of those who
continue their studies until the legal age limit is
reached, it reports to the Military Recruitment
Branch those who exceed the legal age limit
while continuing their studies. It makes the

necessary notifications and correspondence.

Stage

Stage

8tage

Stage

6tage
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3.23. Registration and Exemption Request Process of Students Registering with Course Substitution DGS-Placement Score

Student Advisor Head of Department Faculty Department of Student Affairs
. . . The exemption form, which is attached
tudents who gain the right to register . B
. . . to the registered student's petition, along
with DGS are registered in the department . .
) ) ) . —# with the transcript and course
student affairs office with their X .
o contents are signed by the advisor.
ersonal applications.
()
o
A
The advisor submits the signed form
and its attachments to the
Department Head.
()
&
[o7]
|
The advisor submits the signed form
and its attachments to the
Department Head.
()
(@)
&
N

The Department Head refers it to
the exemption commission.

[4)
=
L)
h 4
The exemption committee prepares the
exemption forms in accordance with The Faculty Secretary puts the
the regulations and forwards Faculty Executive Board on the
them to the department board. The > agenda, writes the Faculty Executive
appropriate forms received from the Board decision and submits it to
exemption committee are decided upon the Faculty Executive Board
and submitted to the Faculty Board of members for approval.
Directors.
()
&
n
Approved decisions are sent to the The Student Affairs Department enters
Student Affairs Department together ¥ the decision into the Automation
with the forms . System .
(0]
.o
(¢5)
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3.24. Student Document Request Process
Student Department Secretary Faculty Secretary
Will the student request the .
document through the student The Department Secretary initials the
automation system or will he/she apply By applying ¥ printout of the student certificate,
to the department secretary for the transcript, etc.
document request?
[0)
(@)
8
A
h 4
The documents received by the
student are signed with a wet signature
By requesting electronically. # in case of application, and the documents
of those who request electronically
are signed with an electronic signature.
[0)
8
(<]
[0)
8
(7]
()
S
o]
()
(@)
S
w0
[0)
(@)
8
({o}
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3.25. Student Temporary Leave Request Process

Student Head of Department Faculty Faculty Board of Directors Department of Student Affairs

The Department Head examines the

accordance with the 47th article of the = )
request for permission in accordance with

Fyrat University Associate and
Article 47 of the Fyrat University Associate and

Undergraduate Education Regulation, the ——
Undergraduate Education Regulation.

tudent submits his/her documents to the Itis forwarded to the Department Board .
partment Head.

(]
o
©
S
A
The Department Board examines
the application documents in accordance with
the regulations, decides whether they comply
with the regulations, and forwards them to
the Faculty Board of Directors.
(]
o
©
=
K
The decision is put on the agenda of the
Faculty Board of Directors by the Faculty
Secretary, the decision is written and submitted
to the Faculty Board of Directors
for approval.
(]
o
]
=
N

The Faculty Board of Directors reviews the
decision from the department
board and makes a decision in

accordance with the regulations.

@
e
ot
Cil
If the student has a valid and legitimate
reason, he/she may be granted a leave of
absence for a maximum of two
semesters and cannot continue his/her education.
With the approved decision, the
student's situation is reported to the
Student Affairs Department .
@
e
]
]
wn
The Student Affairs Department processes
the student automation in accordance
with the decision.
(0]
e
]
S8
(7o)




3.26. Process for Requesting to Take Make-Up Exams

Student

If the student cannot attend the midterm
xams due to reasons assigned by the

Rectorate or determined by the Senate
during the dates that include the midterm

Department Secretary

Firat University Rectorate
Dean of the Faculty of

Head of Department

Faculty Board of Directors

Course Coordinator

@
S
o]
o]
A
Students who cannot take the midterm
exam must submit a document stating
their excuse, as determined by the The Department Secretary The situation of students whose excuses
Senate, to the Department I_.' delivers the petitions and excuse documents 1 > are accepted by the Department Head is
Secretary as an attachment to their petition. received to the Department Head. decided by the Department Council.
()
(@)
8
e8]
The list of students whose excuses are
accepted and whose decisions
are made by the department board is sent
to the Faculty Board of Directors.
@
S
(o]
S
(2]
It is put on the agenda of the Faculty
Board of Directors by the Faculty
P Secretary , the decision is written and
presented to the members of the
Faculty Board of Directors.
@
S
o]
i)
i)
The Faculty Board of Directors reviews the
decision from the department
board and makes a decision in
accordance with the regulations.
Students whose excuses are accepted are
taken to the exam by the course instructor.
@
S
(o]
S
wn
k4
It processes the make-up exam grades
into automation.
@
S
(o]
S
(/5]
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3.27.1. Taking Co s as a Special Situation Student-1

Student Head of Department Faculty Faculty Board of Directors
‘According to Fyrat University Associate and
Undergraduate Special/Special Situation Student
Directive, Section 4, Article 2, the student submits the
relevant documents to the Department Head along
with the request to take courses with
the special situation student status.
()
(@)
S
A
h 4
According to Fyrat University Associate
and Undergraduate Special/Special
Situation Student Directive, Section
4, Article 2, the request to take courses
with special status student and its
attachments are examined together
by the Department Head and forwarded to
the Department Board.
()
=
3]
h 4
The Department Board examines
the application documents in accordance
with the regulations and decides
whether they comply with the
regulations . It forwards them to
the Faculty Board of Directors.
()
g
(7]
p. |
The Faculty Secretary puts the
Faculty Executive Board on the agenda,
writes its decision and submits it
to the Faculty Executive Board
members for approval.
()
&
w l
The Faculty Board of Directors reviews the
decision from the Department
Board and makes a decision in
accordance with the regulations.
With the approved decision, the
student's situation is sent
to the Rector's Office to be discussed
in the University Senate .
Q
=
n
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3.27.2. Taking Courses as a Special Situation Student-2

University Senate Department of Student Affairs

It is discussed and decided in our
University Senate.
The decision is notified to the relevant '

unit and the Student Affairs
Department .

6tage

The Student Affairs Department

Y

processes the student automation
in accordance with the decision.

8tage
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3.28. Graduation Procedures Process
Department of Student Affairs Advisor Head of Department Dean Rector
Students who will graduate are thrown
into the graduate pool.
A J
Advisors complete the necessary procedures at the
end of the semester , approve the graduated
students from the automation, and submit the graduated
student information to the Department Head.
)
(@)
S
[eN}
APPROVAL
()
e
(7]
After the approval process, the Student Affairs
Department issues the diplomas and transcripts and presents
them for signature.
()
(@)
S
&
SIGNATURE SIGNATURE
()
&
wn
h J
After the signature procedures are completed, the diplomas
received by the Department are given to the student.

6tage
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3.29. Summer School Procedures Process
Senate Department of Student Affairs Student Advisor
The courses to be opened are
determined with the approval of the
Senate by the second week of May at the |atest.
()
(@)
S
A
A J
A registration announcement is published for students
who will take courses in summer school .
()
(@)
S
[e7]
()
e
(7]
] Pre-registration is done through the
system.
()
(@)
S
&
h 4
Summer school tuition fee is paid and
registration is finalized.
()
&
wn
Course
registration is confirmed,
()
S
(¢5)




