Firat University Rectorate
Dean of the Faculty of Health Sciences

7.1. Appointment Scheduling and Interview Process
Dean

Private Secretary Unit

Will the meeting be
held face to face?

The name, surname, title, where they are calling from and the subject of the
persons who come to the Dean's Office or request an appointment by phone.

$tage

Asking about the contact information of the Dean
is noted to be forwarded.

HAYIR

Phone with Dean's instructions

connection is performed.

EVET:
w ¢
& The Dean's request for a face-to-
face meeting was accepted.
appointment date for the owner
and the hour is reported.
The Dean and the appointment holder whose
face-to-face meeting request has been accepted
meets.
Q
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After a telephone conversation or a face-to-face meeting,

information about the appointment owner, the date and time of

the meeting are recorded in a book.
THE PROCESS IS TERMINATED.
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7.2. Meeting Organizing Process
: : : Dean

Vice Dean

Board Members Faculty Secretary

Private Secretary Unit

Meetings with the Dean's Approval, the date and time

()
(@)
g of which are determined (Faculty Council, Faculty
Executive Board, Academic General Assembly, etc.)
programme is prepared.
h 4
3 The place, date and time of
. ) The relevant board members : N . s
The meeting room is prepared 1 d the meeting and the board 1 About the place, date : About the place, date
for the meeting by checking its e (oo 2bolt ho place, —)- about the participation of —+ and time of the meeting ———h and time of the meeting
5 - date and time of the meeting. 2 . ;
suitability. : ) : its members : is informed is informed
: are informed. : .
: : is informed
<
[e7]

APPROVAL

Information

The decisions taken after
SIGNATURE

the meeting are presented SIGNATURE
for signature.
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<
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THE PROCESS IS TERMINATED.
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7.3. Protocol and Invitation Process
Dean

Private Secretary Unit Faculty Secretary

Q
Follows up all protocol procedures with documents
i)
] such as invitations, faxes, e-mails, etc. sent to the Dean's
Office and submits them to the Faculty Secretary.
1. Invitations are presented to the Dean.
2. Fax, e-mail etc. Faculty Secretary : Breeeried to him
and subordinate units within its authority —'—'——‘“" .
i examines the documents.
The relevant documents are reported to the relevant authorities. :
*Those who exceed their authority are presented to the Dean.
() Refers it to the relevant unit.
(@)
g Invitation? HAYIR SUREC
ENDED
EVET

The invitation is removed to the file\‘_ ] HAYIR : Participation
and the PROCESS IS TERMlNATEy‘ ' : il it be provided?

)
(@)
8
N ]
J, : EVET:
The institution issuing the invitation is informed
about the participation, the date, place and time are
o recorded and the Dean is informed in due time.
&) THE PROCESS IS TERMINATED.
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7.4. Approval (Wet Signature) Process
: Vice Dean Dean

Related Unit Private Secretary Unit

e officer who prepares and controls
documents requiring Wet Signature
for the services carried out by the units.

It is prepared completely, initialed by and
submitted for approval.

Relevant signature and

initials okay?

o NO
(@)
ol
]
A
YES
Itis presented to
ice Dean signature : e evant
YES v g =
r is initialling required? : person for
signature or initials.
o ;
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® .
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N NO : :
NO

Deficiencies

has it been fixed?

SIT

YES
SUITABLE?

APPROVAL

Stage

Y

Documents that have completed the Wet Signature
Process are sent to the relevant units.

THE PROCESS IS TERMINATED.

8tage




