Firat University Rectorate
Faculty of Medicine Dean's Office

3.1. Registration Process for 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,

register via e-government.

Asama 1

If the student who is accepted to our
Faculty as a result of the exam
organized by OSYM has not/could
P not register via e-government, he/she [€—
can register by coming during the
registration period with the relevant
documents.

Asama 2
P
o

Are the documents ano
information appropriate
and complete?

Asama 3

YES

The documents of the students who have

completed the registration process are
reported to the Student Affairs INITIAL —»{ APPROVAL )
Department via EBY'S with a cover

letter.

Asama 4

THE PROCESS IS
ENDED

Approved documents are
archived
THE PROCESSIS
FINISHED

Asama 5
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3.2. Student Course Registration Process

Coordinator Faculty
Student Student Affairs Directorate Member (Relevant Related Bank Department of Student Affairs
Advisor)
ourse registration dates are announced
the WEB site according to the Academic
Calendar determined by the University
Senate.
S It opens the necessary automation softwar
s for use.
i
B e e
A 4
Depending on the student's
education status and nationality;
1. If he/she is a Turkish citizen and
the 6-year period has not expired,
he/she does not pay tuition fees.
After the 6th year, he/she pays
tuition fees to the relevant bank
2. Those studying as special L
students pay tuition fees to the < :
relevant bank. !
3. Foreign students who are granted :
scholarships by the Turkish :
Republic or their own countries do !
o not pay. !
e Other students pay tuition fees to !
& the relevant bank. |
< :
|
|
|
|
i
hould I Pay Tuition ~ VES ’Cayment is made to the\
Fee? ' -
™ | relevant account. /
S :
s |
fav] |
U |
< N S T NSt SR
|
NO :
PROBLEM The stuc_ient seleci_;s the_courses in
i the curriculum using his/her own
M, NO p{username and password through
| the system, checks and finalizes
| the registration process.
< l
< !
= :
17,3 |
< :
|
|
|
i
NO o Is it suitable?
|
:
|
Lo !
< |
g :
& l YES
i
| qas the course
== registration been
made?
CI‘HE PROCESS IS ENDED)
O
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=
<
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3.3. Student Course Exemption Process

Faculty Secretary
Student Student Affairs Directorate / Education Commission Faculty Board of Directors Department of Student Affairs
Document Registration

ur faculty submits the transcript of th
courses that the student has previously taken

and successfully completed at a higher
education institution, with a petition, to the
Document Registration Unit, in a fully
approved form.

|
<
=
<
é}w
........................................................................ v e I R — |
Documents that are checked by the
Document Registration Unit and
received in full are recorded and
forwarded to the Education ¢
Commission with the approval of
the Faculty Secretary. The Education Commission
conducts the necessary
review, forms an opinion
* and sends it to the Student
The Student Affairs Directorate Affairs Directorate.
includes the relevant document
on the Faculty Board agenda.
N
S
S
<
U
<
FYK review result
( The student is informed. )4 NO IS THE EXEMPTION
™ APPROPRIATE?
<
=
<
U
<G S O
¢ YES
A course exemption form
is prepared for the student.
<
s
S
<
U
<
4
For an exempt student, the
Exemption Form is sent to the
OIDB via EBYS and a copy The Department is
P of the documents is archived. informed to make the
The documents of the student necessary arrangements,

whose exemption is not
accepted are archived.

Asama 5
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3.4. Student Registration Freezing Process

Faculty Secretary
Student Student Affairs Directorate / Document Faculty Board of Directors Department of Student Affairs
Registration
The student must submit his/her
petition stating the reason for freezing
his/her registration and other
documents to the Document
Registration Unit within the period
— ecified in the Academic Calendar
<
=
<
o]
< [ e N O S
A 4
Documents that are checked and received
in full by the Document Registration Unit
are recorded and included in the Faculty
Board of Directors' agenda with the
control of the Student Affairs Directorate
and the approval of the Faculty Secretary.
N
S
S
<
0]
<
Aletteris written to the student
stating that their petition has
- not been accepted. N FYK review result
( The student is informed. )} The documents of the student | IS IT APPROPRIATE?
"g whose registration freeze has
a not been accepted.-are archived
% L
<G {5 O
<
s
S
<
U
<
¢ YES
For students who have suspended their
registration, a letter is sent to the OIDB The Department is informed to make
via EBYS and a copy of the documents is the necessary arrangements.
archived.
o}
<
=
<
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3.5. Outgoing Special Student Process

Asama 1

Asama 2

Student

Special students who wish to
leave our faculty must submit

Faculty Secretary
Student Affairs Directorate /
Document Registration

their petition, transcript and other
required documents to the
Document Registration Unit.

Firat University Rectorate

Faculty of Medicine Dean's Office

Faculty Board of Directors

Documents that are checked and
received in full by the Document
Registration Unit are recorded and
included in the Faculty Board of
Directors' agenda with the control of
the Student Affairs Directorate and the
approval of the Faculty Secretary.

University Senate

Opposite University

Asama 3

C The student is informed. H_ﬁstudent.s:tatmg i —N
her petition has not

A letter is written to the

been accepted.

A letter is written to the
student stating that his/

Is the Special Student
transcript grade 74 or
above?

Prepares a report that includes
a positive/negative opinion

about the student and sends it
to the University Senate.

her petition has not
been accepted.

NO

ISIT SUITABLE?

Asamab  JAsmas _ |Asamad

v

A letter is written to the

YES

relevant units of the
host university.

P

If the Destination
University FYK and
Senate Decision is
appropriate, the student
registers. Otherwise, he/
she continues his/her
education at our Faculty.

For the outgoing student, a letter is
written to the OIDB via EBYS and a
copy of the documents is archived.
The documents of the student whose
outgoing process is not accepted are
archived.
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3.6. Incoming Special Student Process

i L ecretary Department of Student
Student Student Affairs Directorate / Faculty Board of Directors University Senate P Affairs
Document Registration
special student who wants to come to ou
faculty must submit his/her petition, the
decision of the host university's FYK and the
decision of the host university's senate
regarding his/her approval, in full, to the
=5 Document Registration Unit, either by hand g
o) by post.
g yp
&
< [ T N T ST N
A 4
Documents received in full are
recorded by the Document
Registration Unit. The Student
Affairs Directorate checks and
the Faculty Secretary approves
and adds them to the Faculty
N Board of Directors' agenda.
<
=
S
<
ISIT SUITABLE? —
YES ¢ NO
Applications that are found
acceptable or rejected as a result of
the examination carried out by the
FYK are sent to the University
™ Senate for examination with the
g justifications.
<
W
< T S N DU R M
The student and the University where he/she NO IS IT SUITABLE?
continues his/her education and our Faculty
are informed in writing about the rejection.
< YES
<
g
<
W
<
h 4
The OIDB and the Dean of the
Faculty of the host university are
informed in writing.
YES
o}
<
=
5}
U
<
The student whose
application is accepted
completes the registration
process by coming to our
University's Student
Affairs Office with the
“g necessary documents,
g
S
<C. S SO
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3.7.1. Taking Courses as a Special Situation Student-1

Student Head of Department Faculty Faculty Board of Directors

‘According to Firat University Associate
and Undergraduate Special/Special
Situation Student Directive, Section 4,
Avrticle 2, the student submits the request to
the Department Head to take courses with
the special situation student status.

Asama 1

According to Firat University
Associate and Undergraduate
Special/Special Situation Student
Directive, Section 4, Article 2,
the special situation student
status and the course taking
request and attachments are
examined together by the
Department Head and forwarded
to the Department Board.

Asama 2

A

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.

Asama 3

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.

Asama 4

|
v

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.

Asama 5
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3.7.2. Taking Courses as a Special Situation Student-2

University Senate Department of Student Affairs

It is discussed and decided upon
in our University Senate. The
decision is reported to the
relevant unit and the Student
Affairs Department.

Asama 6

The Student Affairs Department
> processes the student automation
in accordance with the decision.

Asama 7
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3.8. Student Document Request Workflow Process

Student Department Secretary Faculty Secretary
ill the student request the document The Departm_ent Secretary
through the student automation system or By applying: P initials the printout of the student
willhe/sheapply to the department certificate, transcript, etc.
secretary for the document request?
|
<
=
<
o]
<G | o ) O K
A 4
The documents received by the
student are signed with a wet
. ) signature in case of application,
B ting elect lly.
yyeauesting electronicaly > and the documents of those who
request electronically are signed
with an electronic signature.
N
<
=
<
7o)
<
™
<
=
<
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<
<
=
<
W
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<
=
<
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=
S
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3.9. Student Temporary Leave Request Workflow Process

Asama 1

Asama 2

Asama 3

Asama 4

Asama 5

Asama 6

Firat University Rectorate

Faculty of Medicine Dean's Office

Student Head of Department Faculty Faculty Board of Directors Department of Student Affairs
In accordance with the 47th The Department Head examines
article of the Firat University the request for permission in
Associate and Undergraduate accordance with Article 47 of the
Education Regulation, the p{Firat University Associate and
student submits his/her Undergraduate Education
documents to the Department Regulation. It is forwarded to the
Head. Department Board.
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.
A 4

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.

The Faculty Board of Directors
reviews the decision from the
department board and makes a
decision in accordance with the
regulations.

If the student has a valid and
legitimate reason, he/she can
be given a leave of absence
for amaximum of two
semesters and cannot continue
his/her education. With the
approved decision, the
student's situation is reported
to the Student Affairs
Department.

The Student Affairs Department
processes the student automation
in accordance with the decision.




3.10.Make-up Exam Request Workflow Process

Asama 1

Asama 2

Asama 3

Asama 4

Asama 5

Asama 6

Student

If the student cannot attend the
midterm exams due to reasons
assigned by the Rectorate or
determined by the Senate during
the dates that include the
midterm exams.

Students who cannot take the
midterm exam must submit a
document stating their excuse, as
determined by the Senate, to the

Firat Universit

Department Secretary

y Rectorate

Faculty of Medicine Dean's Office

Head of Department

Faculty Board of Directors

Course Coordinator

The Department Secretary
.| delivers the petitions and excuse

Department Secretary as an
attachment to their petition.

The situation of students whose
excuses are accepted by the

documents received to the
Department Head.

Department Head is decided by
the Department Council.

h 4

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.

It is put on the agenda of the
Faculty Board of Directors by
the Faculty Secretary, the
decision is written and presented
to the members of the Faculty
Board of Directors.

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.

It processes the make-up exam
grades into automation.
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Firat University Rectorate

Faculty of Medicine Dean's Office

3.11. Student Disciplinary Affairs Workflow Process
Student Head of Department Deanery Faculty Disciplinary Board Department of Student Affairs

According to the Student

Disciplinary Regulation of Higher

Education Institutions, individuals

studying for an associate degree,

bachelor's degree, master's degree,

doctorate degree, medical

specialization or artistic proficiency

in higher education institutions

engage in student-related

misconduct.

A
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.
A 4

Asama 3

Asama 4

Asama 5

Asama 6

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

faculty dean, institute, conservatory,
college or vocational school director.
For other penalties, a rapporteur is
assigned by the dean's office.

month are given by the relevant | A

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.




3.12. Military Service Deferment Procedure Process

Student

Firat University Rectorate

Faculty of Medicine Dean's Office

Department of Student Affairs

Applies to the Student Affairs

Department.

Asama 1

Asama 2

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.

Asama 3

Asama 4

Asama 5

Asama 6
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3.13. Horizontal Transfer Application Process

Faculty Secretary
Student Student Affairs Directorate / Related Education Commission Faculty Board of Directors
Document Registration

Department of Student
Affairs

Quotas determined by YOK,
horizontal transfer dates,
application conditions and

required documents are
announced by OIDB on the
website.
— N
<
=
<
7o)
< [ R N S
BT e h0 Wish [0 Documents that are checked by
apply for horizontal the Document Registration Unit
ISt SUbmiit their and received in full are recorded
A and sent to the relevant Education
etition and the requested ————p i .
Eocuments (certifigd/ Commission with the control of
original) to the Document the Student Affairs Directorate
Registration Unit and the approval of the Faculty
~ : Secretary.
<
=
<
U
<
ISITSUITABLE?
YES ¢ N
Applications that are found acceptable or
rejected as a result of the examination
™ carried out by the commission are sent to
g the Faculty Board of Directors for
@ review with the reasons given.
<

NO ISITSUITABLE?
YES
The Facul ; dof Students who are found
j° Al - suitable or rejected by the
Directors' decision is sent

P decision of the Faculty
Board of Directors are
announced by the OIDB.

to the OIDB via EBYS to
be implemented.

he main and reserve candidat
who are eligible to register are
published on the website and the
registration process is carried out
within the specified date range in
accordance with the ranking
principle.

1. REAL candidates who are eligible for
Horizontal Transfer complete the final
registration process on the dates specified by the
OIDB in the announcement.
\ 2. Students whose applications are not accepted
ontinue their education at the university they,
are affiliated with.
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3.14. Student Course Adaptation Process

Faculty Secretary
Student Student Affairs Directorate / Adaptation Committee Faculty Board of Directors
Document Registration

Department of Student
Affairs

or students whose Horizontal TransfeN |
application is accepted and registered in th
Student Affairs Automation program, course
adaptation procedures are initiated from the
semester they completed with Farabi,
rasmus, Mevlana, Amnesty Law, etc. to th
next semester.

|
<
=
&
< T S N e S
The application is reviewed
and reported to the Student
Affairs Directorate with a
l positive/negative opinion
letter.
It is included in the agenda
to be discussed in the
Faculty Board of
S Directors.
<
=
S
<
NEGATIVE The student is informed [« NO ISIT SUITABLE?
™
<
=
<
w2
< T S N DU S M

¢ YES

1. The student whose
application is accepted is
registered to the next class by
completing the Adaptation
Process.

2. The Faculty Board of
Directors decision and the
Adaptation Form are sent to
the OIDB.

—

It carries out the process
according to the student's new

situation. /

Y

Printouts of signed documents are
classified and archived.

Asama 6
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3.15. Coordinator (Student Advisor) Appointment Process

Faculty Secretary

Student Affairs Directorate / Document Registration >

he appointment of the Chie
Coordinator, Term Coordinators

Faculty Board of Directors

For the Education - Training Period:

and Assistant Coordinators is put
on the agenda of the FYK.
—
<
=
(]
o]
< I A
1. Head Coordinator,
> 2. Term Coordinators,
3. A sufficient number of Term
Coordinator Assistants
A decision is made to appoint.
(Q\]
<
=
<
w2
<

\ 4
The appointment of the Chief
Coordinator, Term Coordinators and Term
Coordinator Assistants with the decision
of the FYK and the Dean's Approval is
notified in writing to
1. The Revolving Fund Operations
Directorate,
2. Themselves,
3. The relevant units.

The process is finalized
by putting it into practice,

Asama 3
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3.16. Exam Question Objection Process

Firat University Rectorate

Faculty of Medicine Dean's Office

Related Student

he student submits his/her objection petition t
the Dean's Office via Document Registration
within a maximum of 5 working days from the
date of the exam grade announcement.

Coordinator

The Student Affairs Directorate sends
the petition to the relevant

Related Department

The relevant Department examines

Coordinator, who forwards the
objection to the AD Presidency.

the subject.

—
<
g
S
< I T A
Is There an Error?
NG ¢ YES—
The Department will make the
Board Decision within 5 working
days (including the exam day).
(9\}
<
£
S
<

Asama 3

The result is reported to the relevant
student

4
-If there is no error, the question
options are considered correct
-If there is an error, the question is

THE PROCESS IS FINISHED

removed from the test and
considered correct for all students,
and the exam is read after the
necessary corrections are made
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3.17. Farabi / Mevlana (Student Exchange Program) Process
Faculty Secretary

i 4 . Student Exchange Program Opposite Universi
Student Affairs Directorate / Document Student Faculty Board of Directors . g gram il ot _ty
; . (Farabi / Mevlana) Coordination Coordination Office
Registration
SEex hon ePrs ru OCS rdL:net ; <t oclui ?[i f] od ebmits <t 1 evaluation calendar is announced on
Wit(;] a gi r?gtt:rrn oordinato ;?pmia t?] aDn ?]u oOffi our University website by the relevant
Eaeoyer IetEr. Egntoine Dean's ce. coordinator of our University.
|
<
g
<
U
<G (e S N
The coordinatorship examines Applications that are reviewed
the applications received and and accepted by the other
sends them to the M university coordinator are
coordinatorship of the host announced on the web pages.
o~ university.
<
=
[a+]
U
< [
Students accepted by the relevant
University coordinator prepare the
P > requested documents (protocol, etc.), have He/she sends the documents he/
Notifies the university them signed by the coordinator at their N she receives to the Department After signature approval at
coordinator with a < faculty and university, and submit them to and Institution Coordinators of the| 3| the host university, the
cover letter. the Student Affairs Directorate to be host university to be signed. documents are sent back.
‘g forwarded to the relevant University
g coordinator.
<
/o))
< e T T e
It is put on the FYK agenda for )
Conformity Assessment. < Sent to relevant units

Written information is given to
the Institutional Coordinator and
the student.

NOH

IS IT SUITABLE?

Those deemed appropriate are
notified in writing to the
Institution Coordinator along with
the FYK decision.

<€ YES

he announcement is

made and notified to the
Institution Coordinator in THE PROCESS IS ENDED
writing. /

Agamat  JAsma5  lAsum1
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3.18. Exam Result Objection Process

Faculty Secretary
Student Student Affairs Directorate / Coordinator Faculty Secretary Dean
Document Registration

The student submits his/her
objection petition to the Dean's
Office via Document Registration
within a maximum of 5 working
days from the date of the exam
grade announcement.

The Student Advancement
Office sends the petition to
the relevant Coordinator.

Asama 1

The coordinator examines the exam
documents, answer key, optical
reader (exam paper) form together
with the exam center and the
objection is finalized within 15

days.

Asama 2

Is There an Error?

Agsama 3

- If there is an error, the exam
is re-evaluated and announced
- An information letter is
written to the Dean's Office

\ 4

Writes the response from the
coordinator to the student. INITIAL SIGNATURE

S

The student is informed
THE PROCESS IS
COMPLETED

Asamab  lAsmab  JAsamad
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3.19. Student Representative Election Process

Department of Health ! . . e
P ’ Students Student Affairs Unit Faculty Secretary Dean Election Commission
Culture and Sports
The selection
Faculty Student committee is
Representative Election > determined among
calendar |_s.not|f|ed in the faculty members.
writing. ]
It is notified to the INITIAL APPROVAL
commission members
in writing.
¥
— Election calendar is
g announced to students
S
< I e T T e T
\ 2
A student who wants to The suitability of the
be a Student candidates is
Representative Candidate| —J determined and
applies to the Dean's announced through
Office through the system.
o~ Document Registration.
<
g
S
<
A 4
-The propaganda The ballot paper and
process begins with the ballot box are kept
candidate student > ready at the place
-At the end of the ~ | where the election
propaganda process, will be held on the . Did 60% participate in the election?
the propaganda tools specified date. | . Did 50% participate in the election?
are removed YES
Is there any NO
c:, objection?
=
Z
B e ] N+ O L

) 3. Thereis no
The election results are

requirement for
reported to the Dean's (-)-EéYEs-'— q

X h participation in
Office with a report. the election.
A
YES
A 4
Evaluates
objections
v NO
The election results are
reported to the
Rectorate and the Is the objection

student.

appropriate?

INITIAL APPROVAL

The signed document is
finalized

THE PROCESSIS
\ FINALIZED /

Asama 6 JAsama5 _ Asamad




3.20. Training Guide Preparation Process

Firat University Rectorate
Faculty of Medicine Dean's Office

] . Facul . . Faculty Board of
Department Heads Student Affairs Unit v Dean Vice Dean Coordinators Y
Secretary Directors
A letter is written to the
departments to notify them of
the changes made to the course i < )
programs of the previous IITIAL g ROVAL
academic year between the
specified dates (February-
— March).
<
=
<
U
< S T T R Y e R
v
¢ -Prepares the new academic year
Notifies the Dean' curriculum by taking into account
O?filc:eecsyf a(ri > Changes to the curriculum the curriculum changes from the
s [0 t?l/e —» from the departments are 7P departments
9 reported to the Coordinators. -Term 1,2,3 coordinators meet
course program. among themselves and work on
horizontal and vertical integration
AN |
The course schedule of all
classes is checked by the
Vice Dean responsible for
undergraduate education and NO
‘c\; the Student Affairs Director.
=
3
Un
<
YES m 4
™
<
=
<
U
<

-Published on the Faculty
Web Page

-Notified to Academic
Members

Is it suitable? NO
YIIES
Itis put on the agenda of the -,
-
Faculty Board of Directors. Is it suitable?
YES

The Faculty Board of

Directors' Decision is written
to the Rectorate.

»( INITIAL »{ APPROVAL

!

The signed document is finalized
THE PROCESS IS FINALIZED

Asama 6
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3.21. Student Scholarship Process

Rectorate Students Student Affairs Unit Faculty Secretary Dean Scholarship Committee
Scholarship \ Documents required
announcements text P for scholarships are
arrives J posted on the Boards.
—
<
g
S
<C S T O S
¢ A scholarship The applications received
] committee consisting are evaluated and the
Studgnts apply with the » of at least three _|_ students who meet the
required documents faculty members is —|requirements are
formed by the Dean. determined and reported
to the Dean's Office with
areport.
N
<
=
<
U
<
\ 4
The minutes are
reported to the
Rector's Office in a
c:; written form.
g
&
<G {5 N S
»{ INITIAL } »( APPROVAL )
<
<
=
<
U
<
It is sent to the relevant
institutions that provide
scholarships by the Rectorate
THE PROCESS IS
FINISHED
Lo
<
=
&
<
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3.22. 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.
|
<
=
<
o))
< I e e T
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.
N
<
=
<
Un
< |
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.
(90
S
5
Un
< T F T T
A
Counselors provide advice to
students on matters related to
education and training.
<
<
=
<
900
<
Lo
<
=
<
Un
<C s S
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3.23.1. ERASMUS Outgoing Student Exchange Program Process

. . . Destination Country
Student Section Deaner Faculty Board of Directors BRI <lalions Coordination Universit i1t of
y Office (ERASMUS) ersity Student Affairs
Coordination
H - - -
< he student applications and evaluatio
= calendar is announced on our
2 University's website by our University's
ERASMUS coordinator. /
¢ The Department Erasmus A foreign language exam is held for
) Coordinator evaluates the the students who apply, on the date
Studentsapply in | 3 applications and submits and time announced by the School of
advance. them to the Department Foreign Languages.
Head.
M\
i~ NEGATIVE Decision udents who receive 50 or more points fro
< Unsuccessful M the exams specified in the regulations will be >
= uccessful. All results will be announce
S POSITIVE
< A 4
Itsends the original
signed forms to the
Foreign Relations
Coordinatorship
with a cover letter
within the specified
date range.
l Successful
Invitation Letter
The student applies to
he D men
o tEr?asrr(:lFJ):i1 r(;ogr;?;ator to RNt Erasmus /
g receive an Invitation b Coordinator will do fan invitation letter cannot be received
what is necessary. from the partner universities, the process is
% | Letter from the Host y terminated negatively and the student is NEGATIVE Decision
o8 | University. ‘@d-
POSITIVE
The student applies to The Department Erasmus
the Department Head Coordinator creates the
for the Learning Learning Agreement
i ; NO—
Agreement with the J* document together with <
Invitation Letter and the student and submits it
> |other documents to the Department Head.
g received from the Host
=% |University. l
< The Department Head
sends the relevant term
lists to the Dean's Office
along with the Department
Board Decision and
attachments.
0 »|Itisput on the agendato | ISIT
g be evaluated in the FYK. SUITABLE?
S
s
<
¢ YES
The External Relations Unit
The Foreign Relations Unit archives the necessary
and OIDB are informed. ¢ documents in the student file and
o follows up the process. THE
E PROCESS IS COMPLETED
5
< He/She
br| | does what is
necessary.
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3.23.2. ERASMUS Student Return Process

i Foreign Relations Department o
Student Depart(r:nsr?]tnﬁgjetéstment Section Deanery Faag%/ei% ?;d of Rectorate Coordination Office Student
(ERASMUS) Affairs
Students who go with
% / ERASMUS must submit \
g their return documents to
1 | the Foreign Affairs Unit
=& \ within 1 month of their /
return.
\ 4
The Departm_ent Head Evaluates the
~ forwards the issue and necessary application
I documents to the < and sends it to the
§ Department relevant Department
2 Adjustment Head.
Committee.
Y The Department Head
Th? e et . writes a letter to the
LNt Co_mm_lttee External Relations Unit
evaluates the S|tL!a_t|on _—»via EBYS, along with
=5 Zzg n:?at;tz (ijtetf)lsiclr?en the necessary forms
< P and document
g DepartmentAHead. attachments.
U
<
A 4
The External Relations
: Enthusiasm [« NS Unit sends the list and
= attachments to the
3 relevant Faculties.
<
M M\
LO A 4
g Itis put on the agenda ISIT Ve 1S N>
= to be evaluated in the )
g{ A UITABLE? UITAy
The Department,
the External
Relations Unit and
the OIDB are
informed.
\ 4
— . He/ She
= i P s does what is
g Necessary adjustments are archived.
s made to the student's necessary
< transcript. THE PROCESS
&S COMPLETED.
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3.23.3. ERASMUS Outgoing Student Internship Mobility Process

. . Foreign Relations Coordination . Department of
Student Section Deaner Faculty Board of Directors . Organization to Intern .
y vy Office (ERASMUS) 9 Student Affairs
|
g
S he student applications and evaluation
< calendar is announced on our
University's website by our University's
k ERASMUS coordinator. /
]
l '(I;he I(Dj.epatrtmentIEr?snlEs A foreign language exam is held for
) °‘if :;.a ol evg uabes it ¢ the students who apply, on the date
Students apply in | [~|applications and submits and time announced by the School of
advance. them to the Department Foreign Languages.
Head.
M\
o~ Th_e ?tudené is NEGATIVE Decision tudents who receive 50 or more points fro
- pTORTiE Unsuccessful the exams specified in the regulations will be >
= successful. All results will be announced.
:CS. POSITIVE
A 4
Itsends the original
signed forms to the
Foreign Relations
Coordinatorship
with a cover letter
within the specified
date range.
l Successful
iz s_tu_dent BhpAiesHior Department Erasmus
a Training Agreement b Coordinator will do
) |to the Erasmus what is necessary.
g coordinator.
3
2’ The student sends the
Training Agreement
document to the I » Approval
institution where the
internship will take
place for approval.
< g
= JiLelicaton is It is forwarded to the
=§ |[Submitied to the Dean's Office together
#¢ |Department withthe  -» . 9 < NO
< L with the Department
approved Training Board's decision
Agreement. '
ISIT
Itis put on the agenda SUITABLE?
Lg P> to be evaluated in the J_
=) FYK.
&
< The
Rectorate is
also
informed.
¢ YES = A
] ] The External Relations Unit
he student obtains the The External Relations Unit, archives the necessary
internship book from the the student and the OIDB are : documents in the student file and
%o} |Dean's Office and goes to the informed. follows up the process. THE
g institution/organization where PROCESS IS COMPLETED
=1 he/she will do the internship.
) He/ She
br| | does what is
necessary
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3.23.4. ERASMUS Internship Mobility Student Return Process

Faculty Board of i uRElations i dincit of Strategy Development
Student Section Deanery Di¥ectors Rectorate Coordination Office Student gz artmenl'?
(ERASMUS) Affairs P
tudents who benefit from th
‘; internship mobility with
=l | ERASMUS must submit their
S return documents to the
< Foreign Relations Unit within
1 month of their return.
_
___________________________________________________________________________________________________________________________________________________________________ R B B
Evaluates the
N necessary application
< and sends it to the
5 relevant Department
U
< Head.
A 4
The Department Head
writes a letter to the
External Relations Unit
via EBYS, along with
™
< the necessary forms
= and document
& attachments.
< A
__________________________________________________________________________________________________________________________________________________________________ e B
The External Relations
< Unit sends the list and
g attachments to the
G relevant Faculties.
<
NS M
o A
S Itis put on the agenda \
5 to be evaluated in the Ly ISIT YE IS 1T S
3 FYK. UITABL UITW
i YES
The Department,
External Relations
Unit, Strategy
Development
Department and |
OIDB are informed. e e
. e/ She e/ She
f, - . . N\ It.ls does what is does what is
= he internship evaluation proces archived.
= . necessary necessary
o starts with the approved
< internship notebook. THE
WCESS ISCOMPLETED.
_
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3.23.5.ERASMUS Personnel Mobility Departure Process

Foreign Relations
: Faculty Board of o i Strategy Development
Employee Section Deanery Directors Rectorate Coordination Office Department
(ERASMUS) P
T'q Personnel start their The personnel mobility
=% |application process by applications and evaluation
=8 |considering the calendar are announced on our
» | universities with which University's website by our
their Units have University's ERASMUS
bilateral agreements. coordinator.
The following documents are
prepared and applied to the
Foreign Relations Unit.
* Course taking/giving form
o |* Personnel Information Form
= |* Course taking/giving grant
% agreement
f{ * Bank Account information
* Course taking/giving
program
BN
]
v
o Applications are
< evaluated by the
g commission, ranked and
é‘ announced in an
approved manner.
NO
ADMINISTRATIVE
Personnel who are
entitled to go within l
the scope of
mobility apply for Approval of Department
permission to the Department Head and Head Approval
Unit Head Office. Department Head
I
< ACADEMIC
g NO
§. Academic staff? N
< Administrative sta
A\ 4
Referral to the If necessary, the process
Dean's Office is concluded negatively.
Itis put on the agenda
P to be evaluated in the
FYK.
hYEs
Referral to the ISIT
1
Rectorate P UITABLE?
¢ YES
Personnel Grant
agreement is P ) Staff and
prepared. - —— Enthusiasm [« !I)epartment are The personnel
informed grant agreement
issigned and a
letter is written to He/ She does
the Strategy what is necessary
Development
Department as
required.
The External Relations
nit archives the necessar
documents in the
Personnel file and follows
up the process. THE
PROCESS IS
COMPLETED.
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3.23.6. ERASMUS Staff Mobility Return Process

Foreign Relations Coordination Office
Employee oreign e a(ER ASMUS) Strategy Development Department Bank
i Personnel benefiting from personnel mobility
g with ERASMUS shall submit their return
% documents (Certificate, Final report, boarding
< passes, Teaching program, Step Training, prog.)
to the Foreign Relations Unit within 1 month of
their return.
A 4
A letter is written to the Strategy
Development Department for the
remaining grant payment (20%
A part + Travel Expense) of the
g personnel who submit all
= documents.
U
<
Strategy Development
Department sends
g f .
payment instructions to
the relevant Bank.
(90
<
=
<
Un
< l
Archiving is
done.
A 4
<
§ Payment is made
S
<
THE PROCESS IA‘
0 TERMINATED/‘
<
=
<
Un
<
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