
YES

1.1. Faculty Board (FK) Member Selection Process

Dean Personal Unit Faculty Members and Selection Process

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

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.

Did more than half of the total 
number of members participate in 

the election?

Is there a candidate who will gain the 
majority in the 1st / 2nd / 3rd / 4th rounds 

of the election?

NO

The election result is reported to the Rectorate, the person 
concerned and the Head of the Department to which he/she is 

affiliated. A copy of the ballot papers, minutes and 
correspondence is kept.

The election result is 
eported to the dean in a 
report.

YES
Is there a candidate who will 

gain a majority in the 5th 
round?

The Dean appoints one of the 
candidates receiving equal votes to the 

FC.

attends the meetings The elected 
Board Member 

Fırat University Rectorate, Faculty 
of Pharmacy Dean's Office

The election will be repeated on 
the day, place and time 
determined by the Dean.

NO

YES

NO
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YES

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

Dean Faculty Secretary (Rapporteur) Personnel Unit Faculty Board Members

The agenda, date, time and place of the 
Faculty Board meeting are determined. 

The agenda, date, time and place of 
the Faculty Board meeting are 
notified to the members of the Faculty 
Board in writing.

The decisions taken at the Faculty 
Board meeting are prepared by 
the Rapporteur and sent to the 

Personnel Unit for writing.

The FC convenes 
and decides on the 

agenda.

NO NO

The decisions issued 
by the rapporteur are 
written as a report and 
submitted for 
signature.

?

? SIGNATURE

YES

SIGNATURE

The members of the FC sign the 
decisions in the form of a report. 

The decisions of the Faculty Board, which are 
turned into a report with a wet signature, are 

written to the necessary units for implementation.
Documents related to the process are sorted 

and filed and
PROCESS IS FINALISED

Fırat University Rectorate Faculty of 
Pharmacy Dean's Office
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1.3. Faculty Executive Committee (FEC) Member Election Process

Dean Personnel Unit Board Members and Election Process

The members of the Faculty Board are 
invited to a meeting by the Dean to make 
an election. 

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 shall be prepared as the 
number of members.
3. The ballot box and the empty
tally sheet shall be made available.

Did one more than half 
of the total number of 
members of the Faculty 
Board attend?

NO

YES

YES

The majority in the voting
(Candidate can be from the Faculty Board or 

from outside)

If there is a candidate who provides the majority in the voting, the 
candidate who provides the majority with the decision of the Faculty 
Board and the approval of the Dean is appointed as a member of the 
FEC.

NO / EQUALITY

In case of equality (in case of equal votes), the appointment 
is made with the decision of the Faculty Board and 
the approval of the Dean in line with the preference of 
the Dean, who is the Chairman of the FC. 

The result of the election is notified to the Rectorate, the 
relevant person and the relevant unit. Ballot papers, minutes, 
the results of the
A copy of the correspondence is kept.

The appointed member is informed in writing
PROCESS IS FINALISED

Rectorate of Firat University
Faculty of Pharmacy Dean's Office

Election Dean
at the place, date and time to 
be determined
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1.4. Faculty Executive Committee (FEC) Meeting and Decision Making Process

Dean Faculty Secretary (Rapporteur) Personnel Unit Members of the Faculty Board of Directors

The agenda, date and place of the meeting 
of the Faculty Executive Board are 
determined. 

Faculty Board of Directors meeting
The agenda, date and place are notified to the 
members of the Faculty Executive Board in 
writing.

The decisions taken at the Faculty 
Executive Board meeting are 

prepared by the Rapporteur and sent 
to the Personnel Unit for writing.

The FEC convenes and 
takes decisions on the 

agenda.

NO NO

The decisions issued by 
the rapporteur are written 
as a report and submitted 
for signature.

?

YES

 IT SUITABLE? SIGNATURE

YES

SIGNATURE

PEC members sign the 
decisions that are turned into 

a report.

Decisions of the Faculty Board of Directors, which are turned 
into a report with wet signature, are written to the necessary 

units for implementation.
Documents related to the process are sorted and filed the 

PROCESS is FINISHED

Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office
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1.5. Department Head Election Process

Dean Rector Faculty Secretary Personnel Unit Department Heads

Instructions are given to the personnel 
unit for the appointment process of the 
Department Head whose term of office 

has expired

Department under the 
relevant Head of Department
Written opinions are requested from 
the Presidencies  the prescribed period.

NO

Are the relevant 
departments on board? 

Department Heads prepare 
reports containing their 

opinions and send them to the 
Dean's Office.

YES

The Dean determines the faculty member to be 
appointed for the relevant Department Head.

Does the faculty member to be 
appointed have a second 
administrative position? 

YES APPROVAL

NO

The appointed lecturer is  
notified to the staff

It is written to the appointed 
faculty member and 
affiliated units.

APPROVAL INITIAL

Documents related to the process are sorted 
and filed and

PROCESS IS FINALISED

Fırat University Rectorate Faculty of 
Pharmacy Dean's Office
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1.6. Department Head Election Process

Dean Faculty Secretary Personnel Unit Department Head Election Process

Department Head instructs the 
personnel unit for the appointment 

process

NO

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

YES

The appointment of the faculty 
member or lecturer recommended 
by the Dean for the relevant 
Department is written to the 
faculty member or lecturer and the 
relevant units.

NO

1. Department with the instruction of the 
Dean Branch faculty members are invited 
to the election.
2. For the election to be held by secret 
ballot, as many sealed ballot papers and 
envelopes shall be prepared as the number 
of members.

Did one more than half of 
the total number of 
members participate in 
the election?

YES

In the 1st / 2nd / 3rd / 4th round of the 
election, is there a candidate who secured 
the majority in the election?

YES

NO

The result of the 
election is reported 
to the Dean's Office.

YES
In the 5th and final round,  

there a candidate who has the final 
majority?

The Dean appoints one of the 
candidates receiving equal 

votes as the Head of the 
Department.

NO

The lecturer is 
determined and 

notified to the staff.

It is written to the appointed 
faculty member and 
affiliated units.

APPROVAL INITIAL

Documents related to the process are sorted 
and filed and

PROCESS IS FINALISED

Fırat University Rectorate Faculty 
of Pharmacy Dean's Office
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1.7. Head of Science Department Selection Process

Dean Faculty Secretary Personnel Unit Department Head Election Process

The personnel unit is instructed for the 
appointment process of the Head of the 

Department of Science

NO

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

The appointment of the faculty 
member recommended by the Dean 
for the relevant Department of 
Science is written to the faculty 
member and the relevant units.

NO

1. With the instruction of the Dean,
the faculty members of the Science
Department are invited to the election.
2. . For the election to be held by
secret ballot, as many sealed ballot
papers and envelopes shall be
prepared as the number of members.

Did one more than half of the total  number 
of members participate in the election?

YES

In the 1st / 2nd / 3rd / 4th round of the 
election, is there a candidate who secured 

the majority in the election?

YES

NO

The result of the 
election is reported 
to the Dean's Office.

YES
In the 5th and final round,  
there a candidate who has 

the majority?

The Dean appoints one of 
the candidates with equal 
votes as the Head of the 

Department.

NO

The lecturer is 
determined and 

notified to the staff

It is written to the appointed 
faculty member and 
affiliated units.

APPROVAL INITİAL

Documents related to the process are sorted 
and filed and

PROCESS IS FINALISED

Fırat University Rectorate Faculty 
of Pharmacy Dean's Office
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The decree received by the Dean's 
Office is sent to the relevant 
department head and the date of 
commencement of duty is requested.

1.8. Doctoral Faculty Member Initial Appointment Process 

Applicant Jury Members Faculty Executive Board / 
Trial Course Jury

Personnel Unit Dean Rectorate

The applicant submits 
the requested 

documents, documents 
and information in a 
file to the personnel 
unit of the Rectorate. Jury members prepare 

their   academic 
opinion on the file as 
a  report

Relevant Jury members
scientific publication file is 
notified with a cover letter

A jury is formed to 
examine the scientific 
publication files received 
from the Rectorate.

A vacancy announcement is 
made for the faculty 
member of the relevant 
department

Application files are 
forwarded to the Dean's 
Office.

it fulfil the 
necessary criteria?  

NO

NO

Notified to the 
Rectorate for 
evaluation

YES

Is he doing well in the 
mock lesson?

YES

Faculty Board of 
Directors makes an 
appointment proposal

YES
The appointment 
decree is issued by the 
Rectorate and sent to 
the Dean's Office.

YES

The applicant and the head of the 
department informed 

about the appointment
notifies the Dean's Office after 

the start of the programme.

The relevant person is written to the 
necessary units and the Personnel 
Personnel file is opened and the 

PROCESS is FINISHED

Rectorate of Firat University
Faculty of Pharmacy Dean's Office

Notifies the Rectorate of 
the appointment   
proposal
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Prof. Dr. Faculty Member Personnel Unit Dean Rectorate

At least 2 months before the end of 
the term of office of the academic 
staff member, 1 scientific publication 
file together with the appointment 
application form to be submitted to 
the Dean's Office
Submits to the Head of the 
Department.

After the application is made, by the 
commission consisting of the Head 
of the Department, the Head of the 
Department, the Vice Dean 
responsible for Post-Graduation 
Education and the Dean
evaluated and the result is notified to 
the Dean's Office. Form:1

Included in the 
agenda of the Faculty 
Board of Directors 

1.9. Doctoral Faculty Member Reappointment Process

At least 2 months  the end of the term 
of office of the academic staff 

member, the Dean's Office informs the 
academic staff member verbally.

it fulfil the necessary 
criteria? NO

The justified final report is 
submitted to the Rectorate. NO DECISION

YES

Reappointment documents 
are added to the personnel 

file
PROCESS IS FINALISED

Fırat University Rectorate Faculty 
of Pharmacy Dean's Office

Faculty Board of DirectorsCommission Members

Appointment proposal is 
made to the Rectorate 

The appointment decree 
is issued by the 
Rectorate and sent to 
the Dean's Office.
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.10.Academic and Administrative Staff Leave Process (Annual, Sabbatical, Compassionate Leave, Marriage, Paternity and Death)

Related Personnel Head of Department / Division Personnel Unit Faculty Secretary Dean

NO

The personnel requesting leave 
organises a leave form from the 
EBYS portal and sends it to the 

Personnel Unit.

The leave request is initialed by the 
Responsible Officer in the personnel unit 
by examining the leave rights.
*** If the relevant personnel does 
notleave, the document is returned.
(If the personnel requesting leave is 
academic, it is submitted to the Head 
of the Department, if it is the Head of 
the Department, it is submitted to the 
Head of the relevant Department, if it 
is administrative personnel, it is 
submitted to the Faculty Secretary)

Is it appropriate?

YES

NO

NO

INITALE

Is it appropriate?

YES

INITİAL Is it appropriate?

YES

APPROVAL

The leave request approved by the 
Dean goes to the staff via EBYS.

PROCESS IS FINALISED

The leave request approved by the Dean 
is recorded in personnel leave control 
software such as ENLIL and PBS.

PROCESS IS FINALISED

Ph
as

e 
4

Ph
as

e 
3

Ph
as

e 
2

Ph
as

e 
1



Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.11. Academic Staff Assignment Permission Process

Related 
Personnel

Personnel Unit Department / Department 
Head.

Faculty Board of Directors Dean Rector

NO NO

For academic duty leave, staff 
can use the Duty Permission 

form from EBYS.
arranges and sends it to the 

AD Head / Department Head.

Is it appropriate?

YES Is it appropriate?
NO

YES

NO Is it appropriate? YES
Does it exceed 7 days with 
travel and subsistence or 7 
days? 

NO

APPROVAL

YES

The decision taken at 
the FEC is submitted 
to the approval of the 
Rectorate

APPROVAL

Permission request 
deemed 
appropriate EBYS 
income to staff 
from the system 

 

The appropriate leave request 
comes from the EBYS 

system The documents are 
removed to the personnel file 

of the personnel.
PROCESS IS FINALISED
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.12. Disciplinary Board Meeting and Decision Making Process

Dean Faculty Secretary Personnel Unit Disciplinary Board Members

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

Board shall be determined.

The agenda, date, time and place 
of the Disciplinary Board 
meeting shall be notified to the 
members of the Disciplinary 
Board in writing.

The decisions taken are edited by 
the Rapporteur and sent to the 

Personnel Unit for writing.

The Disciplinary Board 
convenes,
takes decisions on the 
agenda.

 

NO
NO

The decisions issued by the 
rapporteur are written as a report 

and submitted for signature

?

YES

SIGNATURE

?

YES

SIGNATURE

The disciplinary members sign 
the reported decisions. 

Disciplinary Board Decisions, which are turned 
into a report with a wet signature, are written to 
be applied to the necessary units according to 

their relevance.
PROCESS IS FINALISED
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.13. Academic / Administrative Staff Unpaid Leave Process

Academic / Administrative 
Staff

Department / Department 
Heads

Dean Faculty Secretary Personnel Unit Rectorate

The relevant staff member 
submits his/her unpaid leave 
petition to the Head of the 
Department (if he/she is an 

administrative staff member, 
he/she submits it to the Dean's 

Office)

The Head of Department 
writes the letter from the 
Department Heads to the 
Dean's Office

The Dean forwards the 
incoming letter to the 
personnel unit for 
necessity

-Academic staff unpaid leave
request and

-Administrative staff write their
unpaid leave request to the Rectorate

SIGNATURE INITİAL

NO ?

SIGNATURE INITİAL

Written to the 
relevant units and 
the person 

YES

The signed document is printed out 
and kept in the person's file The 

PROCESS IS FINISHED
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.14. Academic / Administrative Staff Milk Leave Process

Academic / Administrative 
Staff

Department / Department 
Heads Dean Faculty Secretary Personnel Unit Rectorate

The relevant staff member 
submits the milk leave petition 
to the Head of the Department 
(if administrative staff, submits 

it to the Dean's Office)

The Head of Department 
writes the letter from the 
Department Heads to the 
Dean's Office

The Dean forwards the 
incoming letter to the 
personnel unit for 
necessity

-Academic staff milk leave
request and
-Administrative staff write their
request for milk leave to the
Rectorate

SIGNATURE INITİAL

Approved by the 
Rectorate 

SIGNATURE INITİAL
Written to the 
relevant units and 
the person 

The signed document is printed out 
and kept in the person's file and the 

PROCESS is FINISHED.
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

Documents come to the dean electronically.

is referred to the faculty secretary.

OfficerFaculty SecretaryDean

1.15. Dean Workflow Process
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

Documents come to the Dean electronically.

After being examined by the faculty secretary, 
it is initialed and submitted for the dean's 
signature.

After being signed by the Dean, it is distributed to 
the relevant units.

Related correspondence and necessary procedures 
are made
is referred to the faculty secretary.

After being examined by the Dean, it is forwarded 
to the Faculty Secretary.

The documents referred by the Dean are 
examined by the faculty secretary and sent to the 
units for correspondence and procedures.

OfficerFaculty SecretaryDean

1.16. Faculty Secretary Workflow Process
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.17. Process of Assignment According to Article 35 of Law No. 2547-1

Relevant Personnel or 
Department

Head of Department Deanery Faculty Board of Directors University Administrative Board

According to the relevant 
articles of law, the petition and 
its annexes to the academic
submits it to the head of the 
department by attaching it to the 
duty document.

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

The assignment is referred to the 
faculty board of directors for 
discussion.

Assignment to be discussed in the 
faculty board of directors and to 
be discussed in the university 
board of directors
for approval.

It is decided by the University 
Administrative Board and proposed 
to the Council of Higher Education.

The relevant units are informed in 
line with the decision from YÖK.
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.18. Process of Assignment According to Article 35 of Law No. 2547-2

Deanery Faculty Board of Directors University Administrative 
Board

Officer

Sends the incoming information and 
documents to the relevant person, 
department and related units.

Salary unit prepares personnel transfer 
notification.

The relevant units  informed about 
his/her departure from duty.
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Fırat University Rectorate 
Faculty of Pharmacy Dean's 
Office

1.19. Process of Assignment According to Article 39 of Law No. 2547

Relevant Personnel or 
Department

Head of 
Department

Deanery Faculty Board of Directors University Administrative Board

According to the relevant 
articles of law, the petition and 
its annexes to the academic
submits it to the head of the 
department by attaching it to the 
duty document.

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

If the assignment is long-term and 
the assignment is with travelling 
allowance, it is discussed in the 
faculty board of directors and 
approved by the university board of 
directors is submitted for approval 
for discussion.

If it is a short-term assignment and 
travelling allowance, the relevant 
units are informed with the 
approval of the head of the 
department and the approval of the 
dean of the faculty. 

It is discussed and resolved in the 
university board of directors.

If it is a short-term assignment and 
travelling allowance, the relevant 
units are informed with the 
approval of the department head, 
the decision of the faculty board 
of directors and the approval of 
the rector's office. 

On return, prepares the travelling and per 
diem payroll and sends it to the Strategy 
Development Department.
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