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Faculty of Medicine Dean's Office

1.1. Faculty Board (FK) Member Selection Process

Dean Personnel Unit Faculty Members and Selection Process

1. The relevant faculty members are
informed in writing.

2.. For the election to be held by
secret ballot, as many sealed ballot
papers and envelopes as the number
of members are prepared.

3. The Ballot Box and the empty
Count Sheet are kept ready.

In order to make a selection, the
relevant faculty members are invited P
to a meeting by the Dean.

Secime iiye tam sayisinin
yaridan bir fazlas1 katildi m1?

The election will be
repeated on the day, place

. . < NO
and time determined by
— YES
) the Dean.
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s there a candidate who will have a majority in the
1st/ 2nd / 3rd / 4th rounds of the election?
N
D
(@)
T
n
YES
NO
The election result is reported to the Rectorate, the
Revolving Fund Management Directorate, the relevant
person and the Head of the Department to which he/she is A 4

affiliated. A copy of the ballot papers, minutes and

- Is there a candidate who will gain a
correspondence is kept.

The election
result is reported

A YES majority in the 5th round?
to the Dean in a <
report.
™
[(<B)
(@)
&
B
he Dean appoints one of the
candidates receiving equal NO

votes to the FK.

The elected Board Member
attends the meetings.




1.2. Faculty Board (FK) Meeting and Decision Making Process

Dean
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Faculty of Medicine

Faculty Secretary (Reporter)

ace of
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The agenda, date, time and pl

Rectorate
Dean's Office

Personnel Unit

Faculty Board Members

The Faculty Board meeting agenda,
date, time and place are notified to

i3 ey Boar.d meeting are the Faculty Board members in
determined. i
writing.
—
£
<
U
< S T T A
The decisions taken at the
Faculty Board meeting are
edited by the Rapporteur and | < The FK meets and makes decisions
sent to the Personnel Unit for regarding the agenda.
writing.
4
The decisions made
by the rapporteur are
NO > NO b written in a report
and submitted for
‘c\; signature.
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U
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ISIT
ITABLE? SIGNATURE
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SIGNATURE
) 4
The members of the FK sign the
decisions that are compiled into a
K report.
o
s
5
U
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A 4
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The Faculty Board Decisions, which are prepared as a

¥ report with wet signatures, are written to be applied to the

necessary units according to their relevance.

The documents related to the process are classified and filed
and

THE PROCESS IS FINISHED
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1.3. Faculty Board of Directors (FYK) Member Selection Process

Dean Personnel Unit Board Members and Election Process
1. The relevant faculty members are
informed in writing.
. 2.. For the election to be held by
Akl ele_ctlc_m, 2 Faculty Boar secret ballot, as many sealed ballot Did more than half of the total number
members are invited to a meeting by
papers and envelopes as the number of Faculty Board members attend?
the Dean..
of members are prepared.
3. The Ballot Box and the empty
Count Sheet are kept ready.
The election will be
repeated at the place, date < NG
- and time determined by
g the Dean. VES
<
7o)
< S e T
Is there a candidate who has a
- majority in the voting?
- (The candidate can be from
the Faculty Board or outside)
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
N
|
5
7o)
<
A
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.
A 4
The election result is reported to the Rectorate,
Revolving Fund Operations Directorate, the <
relevant person and the relevant unit. A copy of the
ballot papers, minutes and correspondence is kept.
™
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The appointed member is informed in
writing and the PROCESS 1S ENDED
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1.4. Faculty Board of Directors (FYK) Meeting and Decision Making Process

Dean
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Faculty Secretary (Reporter)

he agenda, date and place of the Faculty

Firat University Rectorate

Faculty of Medicine Dean's Office

Personnel Unit

The Faculty Board of Directors meeting
agenda, date and place are notified to

Faculty Board Members

B D|recto_rs meeting are > the Faculty Board of Directors members
determined. . o
in writing.
—
<
=
<
U
<G X O [
The decisions taken at the Faculty
Board meeting are edited by the < The FYK meets and makes decisions
Rapporteur and sent to the regarding the agenda.
Personnel Unit for writing.
4
The decisions made by
the rapporteur are
—NO: > NO P written in a report and
submitted for
signature.
N
g ISIT SUITABLE?
3
U
<
YES
IS IT SUITABLE? SIGNATURE
YES
SIGNATURE
FYK members sign the
decisions that are compiled
into a report.
™
<
£
<
U
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The Faculty Board of Directors Decisions, which are
prepared as a report with wet signatures, are written to be
applied to the necessary units according to their relevance.
The documents related to the process are classified and filed
and THE PROCESS IS FINISHED




1.5. Department Head Selection Process

Dean

Instructions are given to the
personnel unit for the appointment
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Firat University Rectorate

Faculty of Medicine Dean's Office

Rector

Faculty Secretary

Personnel Unit

Written opinions are requested
from the Department Heads under

process of the Department Head
whose term of office has ended.

Asama 1

P the responsibility of the relevant

Department Heads

Department Head within the
specified period.

Are the relevant AD

Department Heads prepare
reports containing their

presidencies complete?

YES

v

The Dean determines the Faculty
Member to be appointed as the
relevant Department Head.

Asama 2

opinions and send them to the
Dean's Office.

oes the faculty member to
appointed have a second
administrative duty?

ves—»(_ APPROVAL )

Asama 3

The faculty member to be

It is written to the appointed

appointed will be notified to
the staff. /

( APPROVAL |«

Asama 4

P Faculty Member and

affiliated units.

— INITIAL 1<

The documents related to the process

Asama 5

are classified and filed and the
PROCESS IS FINISHED




1.6. Department Head Selection Process

Dean

Instructions are given to the
personnel unit for the Department
Head appointment process.

7'y

Firat University Rectorate
Faculty of Medicine Dean's Office

Department Head Selection Process

There is only one faculty member in the
department / there are two faculty members with
the same title

Faculty Secretary Personnel Unit
NO
The Dean's appointment of the faculty
member or lecturer recommended for
VES q the relevant Department Head position

is notified in writing to the faculty
member or lecturer and the relevant

— units.
<
g
<
/o))
< S Y P T T e
1. Department faculty members are
invited to the election by the Dean's ;
. . y Did more than half of the total number of
instructions. _|_ b Hicinate in the election?
NO #{2.. For the election to be held by secret MEMDETS participate 1n the election:
ballot, as many sealed ballot papers and
envelopes as the number of members are
prepared. Stage YES
s there a candidate who will gain the
majority in the 1st / 2nd / 3rd / 4th round of
the election?
Y
(V]
g NO
<
Un
<
h 4
The election
result is
reported to the
Dean's Office
in a report.
YES Is there a candidate who will gain a final
majority in the 5th and final round?
™
S
5
/0]
<G S T o I
he Dean appoints one of the
candidates receiving equal votes NO
as the Department Head.
The Faculty Member is > . \{vrlt;er’lto tllua Memb
determined and notified to appomt_e_ acu ty ember
the Staff. and affiliated units.
( APPROVAL |« { INITIAL <€
<
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=
<
w2
<

The documents related to the

Asama 5

process are classified and filed and
the PROCESS IS FINISHED
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1.7. Department Head Selection Process
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Firat University Rectorate

Faculty of Medicine Dean's Office

Dean Faculty Secretary Personnel Unit Selection Process for the Department Headship
Instructions are given to the
personnel unit for the appointment
process of the Department Head.
T o
The appointment of the faculty member
ere is only one faculty member in the Scien recommended by the Dean for the
Department / There are two faculty members with YES - relevant Department Head position is
the same title notified in writing to the faculty
- member and the relevant units.
(3]
=
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7o)
< S T T T T A
1. With the instruction of the Dean, the
academic staff of the Department are
invited to the election. Did more than half of the total number
NO (2. For the election to be held by secret ! of members participate in the election?
ballot, as many sealed ballot papers and
envelopes as the number of members are
prepared.
YES
Is there a candidate who will gain the majority
in the 1st/ 2nd / 3rd / 4th round of the election?
YES
o~
(3]
=
<
WU
<
v NO
The election result
is reported to the
Dean's Office in a
report.
VE Is there a candidate who will gain a
majority in the 5th and final round?
™
<
=
<
U
<C 5 T O
The Dean appoints one of the
candidates receiving equal votes NO
as the Head of the Department
The faculty
member is Itis written to the
determined and P»{appointed Faculty Member
notified to the and affiliated units.
staff.
APPROVAL INITIAL
<
<
=
<
U
<

The documents related to the

Asama 5

process are classified and filed and
the PROCESS IS FINISHED
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1.8. Assistant Professor First Appoi

Applicant
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ntment Process

Jury Members
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Faculty of Medicine Dean's

Faculty Board of Directors /
Trial Course Jury

Firat University Rectorate

Office

Personnel Unit

Dean

Rectorate

The applicant submits the
requested paperwork,
documents and

A position announcement is
made for the faculty member of
the relevant department.

information in a file to the
Rectorate personnel unit.

Asama 1

The jury members
prepare their

The scientific publication file
is notified to the relevant

A Jury is formed to examine
the scientific publication

!

Application files are

academic opinions | [« . — . . <€ forwarded to the Dean's
T TS i]utrty members with a cover gLe;(:S;;te:elved from the Office.
report. etter. g
Does it meet the - It is reported to the
: L NS > Rectorate for
required criteria? .
evaluation.
NO
YES
as he/ she successfu
in the trial lesson?
YES
The Faculty Board of Informs the Rectorate ;’he appomtmentd b
Directors makesan ~ — ¥ of the appointment YES—H—)p| J6CTEE IS prepared by
appointment proposal. ronosal the Rectorate and sent
proposal. to the Dean's Office.
YES
\ 2
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 the
appointment, notify the
Dean's Office after the
person starts working.
A 2

The person concerned is written to the
units where he/she needs to start working
and the PROCESS IS FINISHED by
opening a Personnel Personnel file about
him/her.




1.9. Assistant Professor Reappointment Process

Asama 1

Asama 2

Asama 3

Asama 4

Assistant Professor

Commission Members

Firat University Rectorate
Faculty of Medicine Dean's Office

Faculty Board of Directors

Personnel Unit

he Dean's Office shall verball
inform the Assistant Professor at
least 2 months before the end of

At least 2 months before the end
of the term of office, the Assistant
Professor submits the appointment
application form along with 1
scientific publication file to the
Department Head to be forwarded
to the Dean's Office.

After the application is made, the
Department Head, Department
Head, Vice Dean responsible for
Postgraduate Education and the

Dean are evaluated by the
commission and the result is
reported to the Dean's Office.
Form: 1

the Assistant Professor's term of
office.

Itis included in the
Faculty Board
Agenda.

Does it meet the

Dean

Rectorate

The reasoned conclusion

rNO DECISION

required criteria? NO report is reported to the
g 2 Rectorate.
e
YES i
> Logcigfai:ammem [ORE > the Rectorate and sent
to the Dean's Office.
Y

The reappointment documents
are added to the Personnel
Personnel file and the PROCESS
IS COMPLETED
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1.10. Medical Specialization Student Appointment Process

Medical Specialization Student

Personnel Unit

Faculty Secretary

Dean

Faculty Board of Directors

Rectorate

The list of candidates who have

The candidate who is
accepted to the relevant
department of our Faculty
as a result of the Medical
Specialization Exam
(TUS) completes the
registration process to the
university.

Asama 1

Asama 2

The candidate sends the
application to the

Appointments are included
in the agenda of the

Personnel Affairs unit for |«

completed the registration process
is reported to the Dean's Office.

the appointment decision
of the specialist student.

Faculty Board of
Directors.

l

The appointment
decisions taken
regarding the

relevant persons are
notified to the
personnel as a FYK
decision.

Asama 3

\ 4

A letter is written to the
Rectorate to prepare an
Appointment Decree for the

relevant person for whom the
appointment decision was
made in the FYK.

INITIAL

APPROVAL

An Appointment Decree is
prepared for the candidate

specialist student and sent
to the Dean's Office.

Has the candidate

arrived?

The candidate for whom the
Appointment Decree has been
issued:

Completes the procedures in the
Personnel Affairs and Salary
Accrual units with the necessary

YES

Asama 4

paperwork and documents to start
the job, starts his/her job in the
Department to which he/she is
assigned, and requests the letter of
commencement to be sent to the
Dean's Office.

NOA

The decree of the candidate who
does not appear will be cancelled by
the Rectorate.

The person concerned is written to the
units where he/she needs to start working
and the PROCESS IS FINISHED by
opening a Personnel Personnel file about
him/her.

Asama 5




—
<
=
<
U
< S e R A M T
A letter is written to the ASAL
General Directorate to postpone
P the military service of the INITIAL APPROVAL
Specialist Student until the end of
the specialization.
N
s
5
U
<
\ 2
':OES:::“L{( ig‘;;ﬁﬁ%o:::t - A letter of deferment is written to
ASAL General Directorate with P the person concer_ned WeliL i
the attached documents. ASAL General Directorate.
o
<
=
2]
U
< S A A T N D
A 4
Notification is made to the
relevant person.
<
£
<
1753
<

Asama 5

Medical Specialization Student

edical Specialization Studen
submits the Military Service
Status Document to the Dean's
Office Personnel Unit.

Firat University Rectorate

Faculty of Medicine Dean's Office

1.11. Medical Specialization Student Military Service Deferment Process

Personnel Unit

Faculty Secretary

Dean

General Directorate of Recruitment

The deferment letter and the
Notification Document are placed in
the specialization student's Personnel
file and the PROCESS IS ENDED




Firat University Rectorate

Faculty of Medicine Dean's Office

1.12. Extension Process of Term of Duty for Medical Specialization Students

Department Head Personnel Unit Faculty Secretary Faculty Board of Directors Dean Rectorate

The form, bearing the request
signature of the Medical
Specialization Student and the
approval signatures of the
Department Head and Department
Head, is forwarded to the Dean's
Office via the Department Head.

The situation of the Medical
> Specialization Student is put

ISIT SUITABLE?

on the agenda to be discussed
in the FYK.
i
<
=
<
Un
< 5 O O [ S I
NO
YES
N
<
£
S
<
A 4
A reappointment letter is
written to the Rector's Office. INTTIAL APPROVAL APPROVAL
o
<
=
<
U
< {5 (N R S R I
A 4
A new appointment
decree is issued by the
Rectorate.
<
<
=
S
<
A 4
At the end of the term of

office, the relationship is

terminated without being
xtended and the Rectorate i
notified.

The Appointment Decree is placed in the
specialist student's Personnel File and the
PROCESS ISENDED

Asama 5




Medical Specialization Student Thesis Topic
Process

1.13. Medical Specialization Student Thesis Topic Process

Personnel Unit

Firat University Rectorate

Faculty of Medicine Dean's Office

Faculty Board of Directors

Faculty Secretary

Dean

The thesis topic of the Medical
Specialization Student is sent to the Dean's

Office by the Department and Head of NO
Department, together with the Ethics
Committee Approval.
—
<
=
3}
U
< S T T T I I D
The thesis topic and annexes of the
Medical Specialization Student are
?
put on the agenda to be discussed in U5 UL &l AL
the FYK.
N
(2]
g YES
S
<
4
The approved thesis topic is notified to
the relevant Department Head in INITIAL —>< APPROVAL >—
writing.
™
(4]
=
3
U
<

Asama 4

The approved written text is printed and

placed in the personnel file.
THE PROCESS IS FINISHED
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1.14. Medical Specialization Student Follow-up Form Process

Department Heads Personnel Unit Faculty Secretary Dean

In order to prepare the Medical
Specialization Student Follow-up Forms,
a letter is written to the Department Head
upon the instruction of the Dean.

> INITIAL | > APPROVAL )

—i
s
5
7o)
< S A R T N
A 2
Follow-up Forms prepared and
signed by the Department Heads Dean reviews and aporoves
are sent to the Dean's Office in a » trackin V;o\ers pprov
sealed envelope marked ing
‘CONFIDENTIAL".
N
<
=
<
U
<
Are any of the follow-up issues evaluated
under five headings negative?
A warning letter is written to the
research assistant regarding the |« YES 1. Negativity?
Dean's instructions.
With the instruction of the Dean,
the process for transferring the
< NO
person concerned to another
og university is initiated.
S Y
<
U
<

)‘ INITIAL ; )‘ SIGNATURE ’

NO

The process is
monitored by the
Personnel Unit.

he Follow-up Forms Approved by th

Dean are placed in the Specialization
Student's Personnel File.

THE PROCESS IS COMPLETED.

Asama 4
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1.15. Medical Specialization Student End of Education Exam Process

Commission under the
Medical Specialization Student Personnel Unit Faculty Board of Directors chairmanship of the Vice Dean Jury Members
Dean

edical Specialization Students submi ] ]
their thesis to the Dean's Office at least 3 ' Checks the thesis and its
months before the end of their annexes and forwards it to the

specialization. / relevant Vice Dean.

t YES

Is correction

necessary?
NO
—
a1
g
a3
U
< S T e e
A 4
FYK determines the
exam date with the
specialization thesis
evaluation and exam
jury.
The thesis is sent to Is the thesis
the jury members sufficient?
An adlelonaI period of six < NO
months is granted.
(9\}
s
= YES
s
<
A 4
An additional period of »| Science Exam is held
six months is granted. '
A
Is it successful?
YES First right?
. 2. Is it right and
NO
successful?
A YES
™ he procedures for termination o
s the Specialization Studentship are YES
(]
é carried out. ‘—)
< TS N L ST SRS N

Specialization Exam
minutes and exam
documents are sent to the
Dean's Office.

Two files are organized, one for the Ministry of
Health and one for the archive.

The Ministry of Health file is sent to the Rectorate
to reach the relevant unit within 15 days. The other
file is kept in the archive.
THE PROCESS IS COMPLETED

Asama 4
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Related Personnel

Firat University Rectorate

Faculty of Medicine Dean's Office

Head of Department / Major Branch

1.16. Academic and Administrative Staff Leave Process (Annual, Current, Excuse, Marriage, Paternity and Death)

Personnel Unit

Faculty Secretary

NO

Dean

y

he employee requesting leave
prepares a leave form from the

Personnel Unit.

EBYS portal and sends itw

The leave entitlements are reviewed
by the Responsible Officer in the
Personnel Unit and the request for
leave is initialed. *** If the relevant
Personnel does not have leave
entitlements, their documents are
returned.

Is it suitable?

(If the personnel requesting leave is
academic, it is submitted to the
Department Head, if the

A

Department Head, to the relevant
Department Head, and if the
personnel is administrative, to the
Faculty Secretary)

Is it suitable?

INITIAL

INITIAL

Is it suitable?

Yes

APPROVAL

The permission request
approved by the Dean is sent to
the staff via EBYS.

THE PROCESS IS
COMPLETED

The permission request approved by the
Dean is recorded in personnel permission
control software such as ENLIL and PBS.
THE PROCESS IS COMPLETED
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1.17. Academic Staff Assignment Permission Process

Related Personnel Personnel Unit Head of Department / Division Faculty Board of Directors Dean Rector
NO « NO
A
or academic duty leave, the
staff prepares the Duty Leave
form from EBYS and sends it Is it suitable?
to the AD Head/Department
Head.
—
g 4
S
< T T T e A T e . T
NO
YES Is it suitable?
YES
NO Is it suitable?
YES
ravel allowance and daily wage
or does it exceed 7 days?
NO
(APPROVAL)
EVET
o~
s
5
U
<
4
The decision taken in the
FYK is submitted to the ™ »{ APPROVAL)
Rectorate for approval.
™
(3]
=
&
< I o
.4
\ 4
\ 4
The appropriate leave The approved leave request
request is sent to the comes from the EBY'S system
personnel via the Documents are put in the
EBYS system personnel file of the employee.
' PROCESS ISCOMPLETED,
<
<
=
&
<C. |5 S




Dean

he agenda, date, time an
place of the Disciplinary
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1.18. Disciplinary Board Meeting and Decision Making Process

1975

Faculty Secretary

Personnel Unit

The agenda, date, time and
place of the Disciplinary Board

Board meeting are
determined.

P meeting are notified to the

Disciplinary Board Members

Disciplinary Board members in
writing.

he Disciplinary Boar

The decisions made by the

—i
(a5
=
[a+]
U
< S
The decisions taken are edited
by the Rapporteur and sent to the| |«
Personnel Unit for writing.
o NO
< NO
(o
5
U
<

P rapporteur are written in a report
and submitted for signature.

meets and makes decisions
about the agenda.

Is It Suitable?

YES

SIGNATURE

Is It Suitable?

Asama 3
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z
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Disciplinary members sign

The Disciplinary Board Decisions, which are
prepared as a report with wet signatures, are
written to be applied to the necessary units

according to their relevance.

THE PROCESS IS COMPLETED

the decisions that are turned
\\ into a report.




Personnel Unit

f a Medical Specialization Student leaves

our Faculty before completing his/her
specialization (transfer/resignation), a letter
is written to the General Directorate of
Military Recruitment to cancel the

1.19. Medical Specialization Student Military Service Deferment Cancellation Process

Firat University Rectorate

Faculty of Medicine Dean's Office

Faculty Secretary

Dean

General Directorate of Recruitment

— deferment.
<
g
[a}
wn
< S R Y T
INITIAL »{ APPROVAL )
(V|
<
g
[a}
wn
<
A 4
A printout of the approved A letter of cancellation of
document is taken and sent to > postponement is written to the person
ASAL General Directorate concerned from the ASAL General
with the attached documents. Directorate.
™
<
g
[a}
(7o)
B
4
Notification is made to the
relevant person.
< ]
<
g
a3
wn
<
Y

The Procedure is terminated by placing the
deferment cancellation letter and the
Notification Document in the Medical
Specialization Student's personnel file.

Asama 5




he relevant personnel submits the
unpaid leave petition to the
Department Head (and the

administrative staff submits it to the

Dean) Rectorate

Academic / Administrative Staff

i | The Department Head

: |writes the letter from the
i | Department Heads to the
i |Dean's Office.

1.20. Academic / Administrative Staff Unpaid Leave Process

Department / Department
3 Heads

.......................................................
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The Dean forwards the
incoming letter to the

Firat University Rectorate

Faculty of Medicine Dean's Office

Faculty Secretary

Personnel Unit

Rectorate

personnel department
for necessary action.

-Academic staff requests
unpaid leave and

» -Administrative staff
requests unpaid leave to the

- Rectorate

<

=

[a+]

U

< e F R SO S A SN R SRR

1 SIGNATURE K — INITIAL )<

N

<

=

[a+]

U

<

NO IS IT SUITABLE?

™

s

5

U

<G | I S [

YES
Written to
SIGNATURE INITIAL ———{relevant units <€
and persons

<

s

5

U

<

The signed document is
printed and kept in the
personal file
THE PROCESS IS
COMPLETED




Academic / Administrative Staff

he relevant personnel submits th
breastfeeding leave petition to the
Department Head (and the
administrative personnel submits it
to the Dean's Office).

1.21. Academic / Administrative Staff Breastfeeding Leave Usage Process

Department / Department

Heads

{ | The Department Head

i |writes the letter from the
: |Department Heads to the
i |Dean's Office.

Firat University Rectorate

Faculty of Medicine Dean's Office

The Dean forwards the
incoming letter to the

Faculty Secretary

Personnel Unit

Rectorate

personnel department
for necessary action.

-Academic staff requests
for breastfeeding leave
and -Administrative staff

- > requests for breastfeeding
< leave are written to the
= Rectorate
7o)
< I T T T T T T
( SIGNATURE |« INITIAL
N
<
=
[a+]
7o)
<
Approved by the
Rectorate
™
s
S
<
U
<G | S N
Written to
SIGNATURE INITIAL ———{relevant units <€
and persons
<
s
5
U
<

Asama 5

he signed document is print
and kept in the personal file
THE PROCESS IS
COMPLETED
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1.22. Medical Specialization Student Representative Selection Process

Firat University Rectorate

Faculty of Medicine Dean's Office

Medical Specialization Students Dean Faculty Secretary Personnel Unit
According to the F.U. Faculty of Medicine
Specialist Student Representative Directive,
the Department Representative determines
the date, time and place of the Faculty
Representative election.
4
A letter is written to the
departments to notify the
Medical Specialization
Students about the date, time
and place of the Department
Representative and Faculty
Representative selection.
-Medical Specialization Students of each
Department elect the Department
Representative among themselves by secret
ballot against signature
-Medical Specialization Students in all
Departments elect the Faculty Representative by SIGNATURE INITIAL
secret ballot against signature
-Results are recorded in minutes and reported to
the Dean's Office
Election results are notified to
SIGNATURE the representatively elected

{ INITIAL |«

persons in writing.

The election results are notified to the
representatively elected persons in
writing. The signed document printouts
and minutes are kept in the relevant file.
THE PROCESS IS FINISHED.
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1.23. Dean Workflow Process

Faculty Secretary

Documents are sent to the dean electronically.
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: Documents sent by the Dean are reviewed by
After being reviewed by the Dean, it is : the faculty secretary and forwarded to the
forwarded to the Faculty Secretary. : units for relevant correspondence and
: procedures.
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The relevant correspondence and necessary
procedures are carried out and forwarded to
the faculty secretary.
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<
=
<
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After it is signed by the Dean, it is distributed After bemg. r'ev.le.vs{ed by the facule
: secretary, it is initialed and submitted to the
to the relevant units. :
dean for signature.
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Asama 5
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1.24. Faculty Secretary Workflow Process

Faculty Secretary

Documents are sent to the Dean electronically.
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; Documents sent by the Dean are reviewed by
After being reviewed by the Dean, it is i the faculty secretary and forwarded to the
forwarded to the Faculty Secretary. i units for relevant correspondence and
: procedures.
o\
<
=
<
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<
The relevant correspondence and necessary
procedures are carried out and forwarded to
the faculty secretary.
(9p]
<
=
<
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After it is signed by the Dean, it is distributed After bemg. r'ev.le.vs{ed by the facule
: secretary, it is initialed and submitted to the
to the relevant units. :
dean for signature.
<
<
=
<
7o)
<

Asama 5




Firat University Rectorate

Faculty of Medicine Dean's Office

Department Head Faculty Board of Directors University Board of Directors

n accordance with the relevant
articles of law, the petition and its
annexes are attached to the
academic duty document and
ubmitted to the department head

The Department Head submits it
to the Dean's Office for approval.

The appointment is discussed in
The assignment is referred to the the faculty board of directors and
faculty board for discussion. submitted to the university board
of directors for approval.

It is decided by the University
Board of Directors and a proposal
is made to the Council of Higher
Education.

The relevant units are informed in line
with the decision from YOK.
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Faculty Board of Directors

University Board of Directors

Officer

The University Board of Directors
sends the incoming information and
documents to the relevant person,
department and relevant units.

The salary unit prepares the
personnel transfer notification.

The salary unit prepares a personnel
transfer notification. The relevant
units are informed about the
departure from duty.
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Department Head

Firat University Rectorate

Faculty of Medicine Dean's Office

Deanery

Faculty Board of Directors

University Board of Directors

n accordance with the relevant
articles of law, the petition and its

annexes are attached to the
academic duty document and
ubmitted to the departmenthead

The Department Head submits it
to the Dean's Office for approval.

Long-term and assignment-based
daily wages are discussed in the

faculty board of directors and
submitted to the university board
of directors for approval.

Ifitisa short-term assignment or
a daily wage without travel
allowance, the relevant units are
informed with the approval of the
departmenthead and the approval
of the faculty dean.

For short-term assignments and
those on a daily basis with travel
allowance, the relevant units are

informed with the approval of the
departmenthead, the decision of

the faculty board of directors and
the approval of the rector's office.

It is discussed and decided by
the university board of directors.

On return, she prepares a travel
allowance and daily wage payroll

and sends it to the Strategy
Development Department.
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