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1.1. Incoming Document Workflow Process

Document Sender / Delivery :
) : Document Registration Unit Faculty Secretary f Deanery :
Unit / Person : .: i

Related Unit

Petitions from individuals

and documents
Relevant documents are received

such as faxes, letters, is examined

etc. from units.

Is it relevant?

The documents are scanned

and included in the EBYS system.

Documents are archived +
HAYIR Is it relevant?

the process is terminated

Dean's review

result required g
To the Faculty Secretary : ]

sends

The Dean initiates

necessary action in < ' : H

accordance with the instructions.

Takes action as

necessary.
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1.2. Outgoing Document Workflow Process

Editorial Department Faculty Secretary Deanery : Related Unit

The Secretary's Office carries * YES The process is initiated with the instructions

About the subject Faculty
out the necessary correspondence

Submits to APPROVAL

of the Dean regarding the relevant

will be answer

subject and work.

: The is fothe
INITIAL i APPROVAL

relevant unit.

Q. o S N

Instructs that letters be written to

A response is requested

internal or external units and

from the relevant unit
individuals as deemed necessary.
or person.

. The requested information and
INITIAL " APPROVAL

documents are submitted in writing to the Dean's Office.

A letter is written to.

the units and individuals :
INITIAL 7 APPROVAL
requesting information :

and documents.

After approval, if it is external to the institution, it is

printed and mailed, if it is internal to the institution,
itis archived.

THE PROCESS IS TERMINATED.
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1.3. Incapacity Process
Department Head / Personnel : Personnel Unit : Deanery : Faculty Secretary : Related Unit
Academic staff sends physician :
reports received from health institutions to the : The relevant documents are examined and
: 4 1 Relevant documents to personnel unit
o personnel unit via the EBYS system by the Department - | referral to faculty secretary | ——— - dp
< : : IS shipped.
g Head/administrative staff directly. 2 F is done. 1 PP
The name and surname of the personnel who receives the Certificate
) of Incapacity for Work, the report date and duration are examined and the
report is scanned and transferred to the upper part of the EBYS system. SIGNATURE
ex A double-signed APPROVAL/
COMPLIANCE text is written in writing.
SIGNATURE
Q
(@)
E 1
(7] b 4 :
i ; 1. Personnel
After SIGNATURE, the 1
- : . ’_ Department
document is distributed to the 2. Staff
relevant unit. .
salary unit

()
The signed document was printed in the EBYS system
& is taken and placed in the personnel file and the PROCESS IS

TERMINATED.




1.4. Academic Incentive Grant Application and Commission Process

Rectorate

y the Rectorate

Academic Incentive
1 Allowance Calendar is
ublished on the website.

Gtage

Personnel Unit

To announce the

Academic Incentive

o Allowance Calendar to
faculty members, please contact the Department

It is written to their presidency

Faculty Secretary

INITIAL

Firat University Rectorate
Dean of the Faculty of Health Sciences

Deanery

SIGNATURE

Department Heads /
Department Heads

Department Heads/Main Science
By Branch Presidencies

Academic Incentive Allowance

Calendar for Faculty Members

Announced

Y

Files prepared by faculty members

It is submitted to the Academic Incentive
Committee.

Unit Academic Incentive Committee

The Unit Academic Incentive Committee reviews the files
and reports them to the Dean's Office with a report.

Unit Academic Incentive Committee:

A Unit Academic Incentive Commission Member is

appointed by the Faculty Board of Directors,

consisting of at least three members from among the

Y

Minutes from the Unit
Academic Incentive Committee
with a cover letter,
After the files are classified, a report is kept
Itis delivered to the Rectorate.

INITIAL

SIGNATURE

Document resulting from signature
finalized with a report

by being put in a file together
THE PROCESS IS TERMINATED.

faculty members with high incentive scores within the

Department Head's office.
The Faculty Board of Directors' decision is written to

the Rector's Office and the Commission Members and

submitted for approval.
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1.5. Monthly Scientific Activities (C Schedule) Process
Faculty Secretary Dean

Faculty Members Related Commission Editorial Department ;

Teaching at the end of each month

Monthly Scientific Activities Table
(C Point Table) is filled out by the members
nd sent to the Dean's Office.
&
(]
o)
©
=
(]
The accuracy and suitability assessment
is made by the Commission
NO Members. |
(]
=]
[
S
()]

Y

SIGNATURE

The table created by the

Commission Members is
checked and signed with wet signature.

Cover letter to the relevant authority INITIAL

Itis written with .

is-sighed
Y

Stage

Document resulting from signature

is terminated.

gtage
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HAYIR

h 4

Komisyon Uyeleri tarafindan
dogruluk ve uygunluk
degerlendirmesi yam br.

Uyggun moui?

Y

Komis yon Uyeleri tarafindan

Firat University Rectorate

Yt Iglent Birimi

Dean of the Faculty of Health Sciences

akiilte Sekreteri

tabks kontrol ilgili fist yi I — b
edilerek 15k imeza ile Al ile yazbr. L I}
imeakar,

sonbandin

Imzadan gikan evrak




