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Phase 2

Phase 3

Phase 4

Phase 5

Student

As a result of the exam organised
by OSYM, the student who wins
our Faculty makes the registration

process via e-government.

Rectorate of Firat University

Faculty of Pharmacy Dean's

Office

3.1. Registration Process for Students Placed as a Result of OSYM Examination

Student Affairs
Directorate

Faculty Secretary Dean i Student Affairs Department

.............................................................................................................................................................................................................................................................................................

If the student who has won our Faculty
as a result of the exam organised by
OSYM has not / has not been able to
register via e-government, he / she
comes with the relevant documents

during the registration period and
registers.

Are the documents
andinformation appropriafe
and complete?

YES
A 4

The documents of the students who have
completed the registration process are

notified to the Student Affairs Department

via EBYS with a cover letter.

INITIAL APPROVAL

Approved documents are
archived

PROCESS IS
FINALISED

PRO NA D




Firat University Rectorate

Faculty of Pharmacy Dean's
Office

3.2. Student Course Registration Process

5 Coordinator Facult .
Student Affairs Y Related Bank ! Student Affairs Department
Student . Member (Related i
Directorate ! !
Counsellor)
ourse registration dates are announc
on the WEB site according to the
Academic Calendar determined by the
University Senate.
Makes the necessary automation
— software available.
Q
72}
<
<=
e s e
4
Depending on the student's educational
status and nationality;
1. If he/she is a Turkish citizen and the
6-year period has not expired, he/she
does not pay the fee.
After the 6th year, the tuition fee is paid tg
the relevant bank.
. |2. Special student status |
> 1
students pay the tuition fee to the relevant :
bank. !
3. Foreign students who receive i
scholarships from the Turkish i
Republic or their home countries do i
not pay. i
=~ Other students tuition payments to the i
Q relevant bank. !
< i
= i
GO | [ ettt ettt et
1 Pay a Fee? ,%\ e Payment is made to tha VES
i f relevant account. J i
o H ! |
Q i
72} 1
< 1
= i
A~ i
..................................................................... PRI PR PPN TS PSP S POTPTS PRSI POLE SHSPIPSPIIS P PLIPIIN] (IR PIP RIS POL
I NO The student selects the courses in the
PROBLEM ! ! ) ot
A | P curriculum with his/her own
i NO ! ! username and password on the system
! ! and registers by checking and
i finalising.
< i
Q i
72} 1
< 1
'_C“ 1
O | SO SO SO AU SO O O UOOT U ROSTUORTST
NO H:\ Is it appropriate?
w0 i
o i
2] 1
= : YES
= E
i the course
T registration done?
YES
C PROCESS IS FINALISED )
Nel
Q
)
<
=i
~




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.3. Student Course Exemption Process

Faculty Secretariat : . 5 . :
Student Student Affairs Directorate / Education Commission Faculty Board of Directors Student Affairs Department
Document Registration (SRR ———————

The transcript document of the courses that the
student of our faculty has previously taken and
succeeded in a Higher Education Institution is
submitted to the Document Registration Unit with
a petition.

Phase 1
<

Documents received in full are
checked by the Document

Registration Unit and recorded
It is referred to the Education l

Commission with the approval of the
Faculty Secretary.

The Education Commission
makes the necessary

* examination, forms an
- opinion and sends it to the
The Student Affairs Department Student Affairs Chief.

includes the relevant document in
the agenda of the Faculty
Administrative Board.

o\
Q
72}
<
L e e e O P
Ay
\ FYK review result
The student is informed. f EXEMPTION
NO PPROPRIATE?
on
Q
72}
< U O S SRR
<=
A~ !
¢, - [ YES
A course exemption form is ;
issued for the student '

<F
Q
B e
<
=i
(=9

The Exemption Form for the

Exempt Student is sent to the

Registrar's Office via EBYS and a The Department is

P COPY of the documents is archived. informe dp to make the

Documents of the student v AIrAlecments

whoseexemption is not accepted o &

are archived
"
Q
72}
<
<=
== P P d )




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.4. Student Registration Freeze Process

Faculty Secretariat . )
Student Student Affairs Chief / Document : Faculty Board of Directors Student Affairs Department
Registration R

Within the period specified in the
Academic Calendar, the student
submits the petition stating the
excuse for suspension of
registration and other documents
to the Document Registration

Unit

Phase 1

Documents received in full are checked by
the Document Registration Unit and the
documents received in full are recorded,
controlled by the Student Affairs
Supervisor and It is included in the agenda
of the Faculty Executive Board with the
approval of the Faculty Secretary.

Phase 2

A letter is written to the student

that his/her petition is not

C The student is informed. ){—'7 jspidhe docume.nts O.f
the student whose registration

freeze is not accepted are

archived

Is the result of the FYK
review OK?

Phase 3

4

Phase

For the student who freezes registration,
a letter is written to the Registrar's : ]
Office via EBYS and a copy of the 5 ] to make the necessary
documents is archived. | arrangements

The Department is informed




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.5. Outgoing Special Student Process

Faculty Secretariat
Student Student Affairs Chief / Document
Registration L T———— i

Faculty Board of Directors University Senate Counter University

The special student who wants to
leave our faculty submits the petition
and transcript and other necessary
documents to the Document

Registration Unit.

Phase 1

inY 1. H -l heeclked
POCHMCHtS FeCCveainttare€r

by the Document Registration Unit and
the documents received in full are
recorded, controlled by the Student
Affairs Supervisor and It is included in
the agenda of the Faculty Executive
Board with the approval of the Faculty
Secretary.

Phase 2

s the Special Stude
grade eligible for
transfer?

- A letter is written to the
The student is informed. student that the petition is [

not accepted NO :

Phase 3

Sends the report, which forms
a positive / negative opinion
about the student, to the
University Senate.

A letter is written to the ) NO
student that the petition is :
not accepted

¢ 5 YES If the decision of the
University to be attended is

A letter is written to the appropriate, the student

relevant units of the counter : : P registers Otherwise, the

university to be visited : ] student

: He continues his education at

our faculty.

For the outgoing student, is written to
the Registrar's Office via EBYS and a
copy of the documents is archived.
The documents of the student whose
departure is not accepted are archived,




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.6. Incoming Special Student Process

Faculty Secretariat i -
Student Student Affairs Chief / Document Faculty Board of Directors i University Senate Student Affairs Department
Registration s
The petition of the special student who
wants to come to our faculty, the decision of th
opposite university FYK and the senate :
decision of the opposite university that it is
deemed appropriate by hand or by mail to the :
ocument Registration It delivers it to the uni
completely :
— :
Q 3
7] 3
< 3
AR A 0 S S T T B R T L R A e [ SR S § 1 0 S R T SRR R § 1S D LW S R S R R SR T N U R N S R R 18 25
(=9 s
v
Documents received in full are
checked by the Document :
Registration Unit and recorded.
Student Affairs Department control
and It is included in the agenda of the :
Faculty Executive Board with the :
approval of the Faculty Secretary.
5 :
Q :
A :
O S P s E R T TP T P TP P PP PE PR
= : ]
A : ]
g A |
. YES ¢ NO
" | The applications approved and rejected
© | as aresult of the examination made by !
. | the PFK, with their justifications
;| It is sent to the University Senate for
| examination. ]
n : :
(D) b ]
7] 2 ]
< b ]
_q H i
Rl T s e e [
The student, the University where the
student continues his/her education
and our Faculty are informed in NO ?
writing about the rejection. :
: YES
<t ;
Q :
@ :
B b
= 5
: \ 4
The Office of the Registrar and the
Dean of the Faculty of the opposite
university are informed in writing.
YES
" :
O .
n .
< :
= ;
: A 4
e student whose applicati
: is accepted comes to the
Registrar's Office of our
: University with the necessary
documents and performs the
: registration process.
© :
() .
n .
< .




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.7.1. Taking Courses with Special Status Student Status-1

Student Head of Department Faculty Faculty Board of Directors
Firat University Associate and Undergradua)
Special/Special Status Student Directive
4. With the request to take courses with special
status student status according to section 2
together with Head of Department.
—
Q
wn
<
=]
~
Tal({ng courses. “Ii’eppr‘ial status
student status according to the 4th
Section, Article 2 of Firat University
Associate and Undergraduate Special /
Special Status Student Directive by
the Head of the Department The
request and its attachments are
examined together and referred the
Department Board.
o\
Q
wn
<
<=
(=9
y
The Department Board examines the
application documents in with the
regulations and decides whether they
comply with the regulations. It refers
to the Faculty Administrative Board.
on
Q
2]
<
<=
(0. A L
A 4
Faculty Registry Faculty
Board of Directors it to the agenda,
writes its decision and the Faculty
It submits it to the approval of the
members of the Board of Directors.
<
Q
wn N
< :
=] :
A ;
Faculty Administrative Board :
Decision from the Department
Board examines and in accordance
with the regulations. the approved
decision, the student's status is
approved by the University Senate.
It is sent to the Rectorate for
discussion.
v
Q
2]
<
<=
=] p a




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.7.2. Taking Courses with Special Status Student Status-2

University Senate Student Affairs Department

It is discussed and decided by the
University Senate. The decision is
notified to the relevant unit and the
Student Affairs Department.

Phase 6

The Student Affairs Department
»| processes it in the student
automation in line with the decision.

Phase 7




Firat University Rectorate
Faculty of Pharmacy Dean's

Office

3.8. Student Document Request Workflow Process

Student

Department Secretary

Will the student request a document
in the student automation system or
will apply to the department
secretariat for a document request?

By making an
application.

Phase 1

The Department Secretariat initials
the printout of the student certificate,

Faculty Secretary

transcript, etc. received.

By requesting electronically.

The documents received by the
student are signed with a wet
signature in case of application, and

Phase 2

Phase 3

Phase 4

Phase 5

Phase 6

the documents of those who make
an electronic request are signed with
an electronic signature.




3.9. Student Temporary Leave of Absence Request Workflow Process

Phase 1

Phase 2

Phase 3

Phase 4

Phase 5

Phase 6

Student

Firat University Associate and
Undergraduate Education According
to Article 47 of the Regulation, he/

Firat University Rectorate

Faculty of Pharmacy Dean's

Office

Head of Department

Faculty

Faculty Board of
Directors

Student Affairs Department

The request for permission is
examined by the Department Head

she submits his/her documents to the
Head of Department.

> according to Article 47 of Firat
University Associate and
Undergraduate Education Regulations.
It is referred to the Department Board.

The Department Board examines the
application documents in with the
regulations and decides whether they
comply with the regulations and refers
them to the Faculty Administrative
Board.

The decision is placed on the agenda
of the Faculty Administrative Board
by the Faculty Registrar's
Officedecision is written and the
Faculty Administrative Board
members approval.

Faculty Administrative Board's
decision from the department board
examines and in accordance with
the regulations.

If the student has justified and
valid reason, he/she can be
allowed for a maximum of two
semesters and cannot continue
his/her education. With the
approved decision, the student's
status is notified to the Student
Affairs Department.

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




3.10. Excuse Examination Request Workflow Process

Student

determined by the Senate.

On the dates covering the midterm
exam days, the student cannot attend
the midterm exams due to the
reasons assigned by the Rectorate or

Firat University Rectorate

Faculty of Pharmacy Dean's

Office

Department Secretary

The faculty student affairs officer
submits the petitions and excuse

—
Q
wn
<
‘: .......................................................
(=9
The student who cannot take the
midterm exam must submit the
document stating the excuse
determined by the Senate in the
attachment of a petition to the
Department
(Q\]
Q
w2
<
-
~
en
Q
wn
<
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<
Q
wn
<
=i
A~
©n
Q
wn
<
<=
(=9

Phase 6

> documents to the relevant dean.
the deputy. |1

Head of Department

Faculty Board of
Directors

Course Supervisor

»

Students whose excuse certificates are
accepted by the Dean's Office are
determined.

The list of students whose excuse
certificates are accepted is forwarded
to the Faculty Administrative Board.

A 4

Faculty Administrative Board by
Faculty Registrar's Office

agenda, a decision is written and the
Faculty Administrative Board

is presented to its members.

The Faculty Administrative Board
examines the request receivedshall
decide in accordance with the by-laws.
Students whose excuse is accepted are
taken to the exam by the

course instructor.

Processes the excuse exam grades
into the automation system.




Firat University Rectorate

Faculty of Pharmacy Dean's
Office

3.11. Student Disciplinary Affairs Workflow Process

Student Head of Department Deanery Faculty Disciplinary Student Affairs Department
Board
According to the Higher Education
Institutions Student Discipline
Regulation, in higher education
institutions, associate,
undergraduate, graduate, master's,
doctorate, medical
misconduct related to being a
student persons studying for
- specialisation or qualification in art.
Q
wn
2 1SS |t | .
=i
A~
\ 4
The Head of the Department notifies
the Dean's Office of the request for
an investigation against students who
violate the provisions of the Student
Discipline Regulations, together with
the evidence of the offence.
(@]
Q
2]
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The Dean's Office examines the
documents and appoints an
investigator to conduct the —
investigation.
o
Q
wn
<
=i
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The penalties of warning, reprimand and
suspension from higher education
institutions from one week to one month .
are given by the dean of the relevant The rapporteur SmeltS_ h1-s/her repgrt
faculty, institute, conservatory, college or to th.e dee.m's office V‘flthm the period
vocational school director. For other g specified in the regulation.
penalties, a rapporteur is assigned by the
Ldean's office
<+
Q
wn
<
=i
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A
The Dean convenes the disciplinary
board and on the report of the
rapporteur.
(70
Q
wn
<
=i
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A
The decision taken is notified to the Student Affairs Department .
department, the Student Affairs The penalty received by the student in
P> Department and the relevant person. P{the student's record and notified to the
relevant units.
el
Q
wn
<
=i
A~




3.12. Military Service Postponement Process

Phase 1

Phase 2

Phase 3

Phase 4

Phase 5

Phase 6

Office

Student

Firat University Rectorate

Faculty of Pharmacy Dean's

Student Affairs Department

They apply to the Student Affairs

Department.

For the postponement until the legal
age limit of those who continue their
studies, it notifies the Military
Recruitment Branch of those who
exceed the legal age limit while
continuing their studies. Necessary
makes notifications and
correspondence.




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.13. Transfer Application Process

Faculty Secretariat . . :
Student y i Relevant Education Faculty Board of Directors Student Affairs Department
Student Affairs Directorate / I Ssion Presid
Document Registration residency
6 quotas determined bh
Council of Higher Education are
announced by the Registrar's
Office on the web page
—
(0}
wn
<
| R 1 R . NS |
~
A 4
The student who wants to Documents received in full are checked
apply for transfer submits the by the Document Registration Unit and
petition and the required the documents received in full are
documents (approved / » recorded, controlled by the Student
original) to the Document Affairs Supervisor and
Registration Unit. It is sent to the relevant Education
Commission with the approval of the
Faculty Secretary.
(@]
(0}
wn
<
=i
~
A
YES ¢ NO
Approved and rejected as a result of the
examination made by the Commission
The applications are sent to be examined by the
o Faculty Administrative Board with their
% justifications.
<=
. S Sy S SRS RN PP PP
NO : ?
YES.
<
Q
72}
<
=
a-‘ ............................................................................................................................................................................................................................................................................................
_ Students who are approved
The decision of the Faculty and rejected with the
Administrative Board is sent decision of the Faculty
—Pto tl.le Office of t.he Rf:glstrar Executive Board are
for implementation via announced by the
EBYS Registrar's Office.
v
0}
72}
<
<=
=9
The actual and substitut
. The actual candidates who are entitled to transfer are .e > 1 ;
. gy candidates who are entitled to
inalised on the dates specified in the announcement of the . g
Registrar's Office.performs the registration process. > register are publ{shed on the web
2. The student whose application is not accepted page anfl the reglstratlon process
continues his/her education at the university to which he/ is carried out in the date range
¢ is affiliated. determined accordance with th
ranking principle.
O
)
72}
- e




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.14. Student Course Adjustment Process

Faculty Secretariat
Student Student Affairs Directorate / _ |
Document Registration SN

Adjustment Commission Faculty Board of Directors Student Affairs Department

or the student whose transfer application'y
accepted and registered in the Student
Affairs Automation programme, Farabi,
Erasmus, Mevlana, Amnesty Law, etc.
course adjustment procedures are initiated
rom the semester he / she has completed
the next semester.

Phase 1

The application is examined
and notified to the Student
Affairs Chief with a positive /
negative opinion letter.

It is included in the agenda
to be discussed at the Faculty
Administrative Board.

............................................................................................................................................................................................................................................................................................

Phase 2

NO

POSITIVE Student is informed

A

Phase 3

YES.

v

1. The student whose
application is accepted is
enrolled to the next higher class
by making the adjustment
process.

2. The decision of the Faculty
Administrative Board and the
Adjustment Form are sent to the
Registrar's Office.

Carries out the
procedure according to

the new status of the
student

ase 5

Y

The signed document printouts
are sorted and archived.




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.15. Student Counsellor Appointment Process

Faculty Secretariat

Student Affairs Directorate / Document Registration

The appointment of the
counsellor is placed on the
agenda of the FEC.

Phase 1

Dean Faculty Board of Directors

................................................................................................................................................................................................

For Education and Training Period: An
appointment decision is taken by
determining the counsellor.

Phase 2

\ 4

the FYK and the approval of the Dean
1. To themselves To
the relevant units
is notified in writing.

Counsellors are appointed with the decision of

The process is finalised
by putting it into practice.

Phase 3




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.16. Exam Question Appeal Process

Related Student Coordinator Related Department

he student submits th titi f objection t . .
. 1or'1 Pt The Registrar's Office sends the petition to
i erac io the Dean's Office via the relevant coordinator, and the 5 he rel f h :
Document Registration within maximum 5 > . > ! | The relevant examines the subject
coordinator forwards the objection to the

working days from the announcement of the PN iEresidency.
exam grade

Phase 1

there a mistake?

HAYIR ¢ EVET

The Department takes a Board
Decision within 5 working days
(including the exam day)

Phase 2

-If there is no error, the

; question is considered correct

The result is notified to the relevan -If there is an error, the question is
student PROCESS FINISHED ¥ removed from the exam, it is accepted as
correct for all students and the exam is
read by making the necessary
corrections.

Phase 3




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.17. Farabi / Mevlana (Student Exchange Programme) Process

Phase 1

Phase 2

Phase 3

Faculty Secretariat

Student Affairs Chief / Document
Registration

Student application documents
are sent to the Student Exchange

Student

Prepares the necessary
documents for the

Faculty Board of Directors

Student Exchange Programme

(Farabi / Mevlana) Coordinatorship

Counter University

Coordination Office

Student applications and evaluation
calendar are announced on the web page

Programme Coordinator of the
institution with a cover letter.

application and submits <t
them to the Dean's Office.

of our university by the relevant
coordinatorship of our university.

The Coordination Office receives
the applications submitted to it
examines and sends it to the
opposite university
coordinatorship.

E— university coordinatorship are

The applications that are examined
and accepted by the counter

announced on the web pages.

Notifies the university
coordinator with a cover
letter.

«—

Students who are accepted by the relevant
university coordinatorship prepare the required
documents (protocol, etc.) and submit them to
the Student Affairs Chief to be forwarded to the
relevant university coordinatorship by having
them signed by the coordinator in their faculties
and the university.

Sends the documents received fo
the Department and Institutional
Coordinators of the opposite
university for signature

| the opposite university, the

After signature approval at

documents are sent back.

Sent to related units

It is placed on the agenda of the <
FYK for Eligibility Assessment.

The Institution Coordinator
and the student are informed
in writing.

NO

Those deemed appropriate are notified

.....................................................................................

to the Institution Coordinator in writing
with the decision of the FYK.

YES

It is announced and notified

to the Institution
Coordinatorship in writin

PROCESS IS FINALISED\




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.18. Examination Result Appeal Process

Faculty Secretariat Student : ! t
Student Affairs Chief / Document Coordinator Faculty Secretary Dean
Registration ]
The student submits the petition o
objection to the exam grade to the Student Affairs Chief Office
Dean's Office via Document sends the petition to the
Registration within maximum 5 relevant Coordinator
working days from the announcement
the exam grade
Q
2]
<
= soond8ancanonoanononsaciooEaE e SN . - oo oaoon oo s aooodHE G OE S SO SO SR . . - .o onoooaoonaaoocaao O aEEOHOTSY OSSN . /5 oo oooacooaoocasdaE e eSO AR - - <5 coasooanoasano ot e SaE S S
(a9
Y
The course supervisor examines the exam
documents, answer key together with the
exam paper and the objection is finalised
within 15 days.
o\
e T [ [SURRNRRIRI IR IR
wn
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there any mistakes?
N
Q
/) 6oo0000000m000000500000090000D0000000000A000G0000TTTIDIIIONEN oo 000000000000008B00000000000D0a000a00000CHIIIL 5000000000 000600000000 000008000000 HDOGO00T000000D 000 SOOI 0 0000600050000 005000dE000T0ND0N0D000000000000 oI 005 0000n00000000 0 HT00000N00T000000005 0000 o UUNTY
<
é NO ¢ YES
-If there is an error, the exam is
re-evaluated and announced
-Information letter is written to the
Dean's Office
<
Q
U S S T S SRR
=i
~
A 4
Writes the reply letter from : : f
the course supervisor to — 5 INITIAL } SIGNATURE
the student ! f
" :
O :
wn N
< :
<= :
(=B :
Student is informed
PROCESS IS FINALISED




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.19. Student Representative Election Process

Directorate of Health, :
Culture and Health, Culture Students i Student Affairs Unit Faculty Secretary Dean Election Commission
and Sports : R

A selection commission
» is determined among
the faculty members

Faculty Student
Representative

Election calendar is
notified in writin

Comm%ssmn. merr}?ers : INITIAL APPROVAL
are notified in writing : |

h 2

The election calendar is
| announced to students

—
Q
72}
S ;
~ A 2 g
B dent w o S Whether the candidates
to be a candidate for . :
. are eligible through the :
Student Representative > | svstem determined and :
applies to the Dean's E, ai/mounce q
Office through : :
Document Registration :
N i
OB e
2 b : 1
< i
<= i
(=9 b E
-The propaganda process . | Ballot paper and ballot
starts by the candidate . | box on the specified :
student tools are .| date shall be present at :
removed at the end of the [ the place where the ;
propaganda process .| election is to be held
g ~ Did 60 per cent participate
: in the election?
: 2. Did 50 per cent participate
: in the-¢
i iections?
i Any objections? O
m .......................................................................................................................... ‘E ................................................................................................................................................................
O : ¢
wn
= A 4
A NO 3. No
The results of the election T\ —————""\— e patton.
\ YES requirement in
are reported to the Dean's R
Office the election
YES YES

Evaluates
objections

Y

Election results are
notified to the Rectorate
and the student

INITIAL ! APPROVAL

The signed
document is finalised

PROCESS
FINALISED




Firat University Rectorate
Faculty of Pharmacy Dean's
Office

3.20. Training Guide Preparation Process

. . 1 . 5 Faculty Board of
Department Heads Student Affairs Unit i Faculty Secretary Dean | Deputy Dean ; Coordinators 5 Dii/ectors
Departments are requested to
notify the changes made in the
syllabus of the previous INITIAL APPROVAL
academic year between the
specified dates (February-
March).
)
72}
<
=
A~
1
A 4
Notifies tliDean‘s -Prepares the new academic
Office about the Course programme changes year syllabus by takir.lg into
changes in the e veilfiom the account the changes in the
syllabus > Departments are notified to the ,r syllabus from the departments
Coordinators |
NO
¢ M
Assistant Dean responsible for
pre-graduation education and NO
N Student Affairs Chief
2 the syllabus of all classes is
<
é checked by

N
Q ; § |
Z Is it appropriate? —A
S |
A~
It is placed on the agenda of the
Faculty page
-Notified to faculty members
NO
<
Q
)
<
= . .
=W 1t appropriate?
YES
It is placed on the agenda of the YES

Faculty Administrative Board

Is it appropriate?

The decision of the Faculty
Board of Directors is
written to the Rectorate

INITIAL APPROVAL

!

The signed document is finalised

PROCESS FINALISED




Firat University Rectorate
Faculty of Pharmacy Dean's

Office

3.21. Student Scholarships Process

Rectorate Students Student Affairs Unit
\ Documents required
Scholarship announcemen »| for scholarships are
ts letter arrives posted on the boards

Faculty Secretary

...............................................................................................

A scholarship
commission
consisting of at least
three faculty members
is formed by the Dean

Scholarship Committee

The applications received are
evaluated and the eligible
students are determined and
notified to the Dean's Office
with a report

Q
2]
<
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(=9
Students apply with
the required P
documents
(Q\]
Q
wn
B
=]
=P
The report is sent to
the Rectorate with
a letter Notified to
the Authority
en
Q) ......................................................................................................................................................................................
wn
S
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(a9
)( INITIAL > H APPROVAL )
<F
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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It is sent to the relevant
institutions granting scholarship,
by the Rectorate
PROCESS IS FINALISED

be 5
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3.22. Consultant Workflow Process

Faculty Board of Directors Students Counsellor
For each student, an advisor is
assigned by the Faculty
Administrative Board according to
the years of enrolment.
—
Q
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The counsellor checks
the course registrations
of the students who
apply in the first week of
the semester and
approves them online,
and warns those who do
not have them approved.
N !
Q g
7] b
(a1 i
=i 1
A :
Students whocourses :
over the internet must
register no later than the
first day of the
semester.
must have their course
registration approved
online during the week.
The course registration
of the student who does
not have his/her course
registration approved by
N his/her counsellor is not
2 lised
Z realised.
=]
~
Counsellors students on
issues related to
education and training.
<
()
wn
=
"
Q
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Rectorate of Firat University

Faculty of Pharmacy Dean's
Office

3.23.1. ERASMUS Outgoing Student Exchange Programme

Do
E ] External Relations { Destination Country { Student Affairs
E : 3 olily | : . . i Department Directorate
Student ; Section ; Deanery ! Faculty Board of Directors |  Coordination Office (ERASMUS) | University Coordlnatorsh1p§
@ent applications and evaluation calendar
— i '
@ : are announced on the web page of our :
3 § university by the ERASMUS coordinatorship :
= of our university.
A foreign language exam is held for the
The Faculty Erasmus : gn language ex . :
H . : students who apply on the date and time :
»,| Coordinator evaluates the : . i
Students a pre- : - . : announced by the School of Foreign ;
application applications and submits them to| : Languages :
. - the Dean's Office. BUAEES. ;
M
y i é ents who get 50 and abov
Smdent is POSITIVE Detision ; A result of the exam or who get
informed i T equivalent scores from the exams
? i specified in the regulation are
2 succe nced.
= POSITIVE
the original wet signed
forms to the External
Relations Coordination
Office with a cover letter]
within the specified date
range.
-------------------------------------------- . --------------------------------------------- Succcsstul‘ ---------------------------------------------------------- T RRREES , -------------------------------
L Invitation Letter
The student applies to the
Faculty Erarmus i
n ty i Faculty Erasmus ; 1
Coordinator to receive an : ; H
Q - .| Coordinator does the i "
28 | Invitation Letter from the g — ] ]
~50 | University to be attended. Y i f the invitation letter cannot be receivety ~ POSITIVE
A from the contracted universities, the ;
; process is terminated negatively and the
3 : dent is informed.
POSITIVE R
The student applies to the | :
Dean's Office for the i | The Faculty Erasmus ;
Learning Agreement with | : | Coordinator creates the NO ;
the Invitation Letter and . Learning Agreement -«
other documents received . document together with
S0 | from the University tobe | : the student. 5
% attended.
= i : ;
(= i l :
: | Learning Agreement
i | document Faculty is :
;| forwarded to the board of ;
i | directors. :
Q ;
Z InFYK 5
= ' . H
~ : P is placed on the agenda :
for consideration. "
The External Relations Unit ; Th; Extfrnal Relatl(;)ns Untl
|and the Registrar's Office : P archives the necessary documents
Ne) ] . ‘ in the student file and follows the
| are informed.
e i process. PROCESS IS
<
.Eu: FINALISED.

Iies what it
P> takes




3.23.2. ERASMUS Student Return Process

Student

ERASMUS students
submit their return
documents to the External

Department Adjustment

 Commission

Rectorate of Firat University

Faculty of Pharmacy Dean's

Section

............................................ K A RIIIRIRIR. ~ . o i et e I,

Faculty Management
Board

Rectorate

External Relations

Coordination Office

Relations Unit within 1
month after their return.

Phase 1

Phase 2

Submits the subject and
documents to the Faculty

Evaluates the
necessary application

Adjustment Commission.

A

and sends it to the
relevant Department
Head.

Department
i Directorate

Phase 3

Phase 4

The Faculty Adjustment
Commission evaluates the
situation, makes a decision
and submits it to the
relevant Associate Dean.

A

The Dean's Office writes
to the External Relations
Unit via EBYS with the

necessary forms and
document attachments.

Dispatch |«¢

The External Relations

N Unit sends the list and
attachments to the
relevant Faculties.

M\ M\
\ 4
InFYK is placet.:l on tl}e SUITABLE?
agenda for consideration.
YHS

Yjs

Necessary arrangements are
made on the student's
transcript. THE PROCESS
IS FINALISED.

The department, the
External Relations Unit
and the Registrar's
Office are informed.

> Archived.

>

Does what 1t
takess




Phase 1

Phase 2

Phase 3

Phase 4

Phase 5

Phase 6

Firat University Rectorate
Faculty of Pharmacy Dean's
Office

Student Affairs
i Department

Approval

e student obtains the
internship book from the
Dean's Office and goes to

v

The External Relations

the institution /
ganisation where he /

| Unitstudent and the Registrar'
| Office are informed.s

The External Relations Unit archiyes
»| the necessary documents in the studgnt

file and
ROCESS

follows the procgss.
IS FINALISED.

5 i ] External Relations
Student : Section : Deane i Faculty Board of Directors | 2
: : Yy ! y g Coordination Office
e eeeeeeeeeeeerneeeens L . RIS IR (ERASMUS)...................i..
Student applications and evaluation calendar
: are announced on the web page of our
: \ university by the ERASMUS coordinatorship
: : of our university.
¢ : For the students who apply, a foreign
The Faculty Erasmus : . |language exam is held on the date and
Students a pre- .| Coordinator evaluates the : time announced by the School of Foreign
application. applications and submits : Languages.
them to the vice dean. :
M
A : : Students who get 50 and above-as a
_Stlfldent és POSITI:VE Decision ‘Failed result of the exam or who get
o e . 4 equivalent scores from the exams
: specified in the regulation are
POSITIVE succ ced.
Y
he original wet
signedforms to the
External Relations ;
oordination Office with
a cover letter within the
specified date range.
_Successﬁ]l
The student f*’ a Training
Agreement to the Erasmus
coordinator. : Faculty Erasmus
———1p Coordinator does the
4 necessary
Training Agreement .
document to the i
organisation for approval.  :
The student applies
to the Faculty with . | The relevant documents
the approved : |are submitted to : NO
Training P the faculty board :
Agreement. i | of directors.
§ InFYK
g i p| is placed on the agenda SUITABLE?
i for consideration.
The Rectorate is
also informed.
YES f ;
P
Il

' | Dpbes what it

> takes
‘5 d




Firat University Rectorate
Faculty of Pharmacy Dean's

Office

Xternal Kelations

: : Faculty Managemen Coordination Office
Student Section Deanery Boardt Rectorate (ERASMUS)

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

Strategy Development

! Department
! Directorate

Department Presidency

Students who benefit
from internship mobility
with ERASMUS submit
their return documents to
the External Relations
Unit within 1 after their
return.

Evaluates the necessary
application and sends it
to the relevant Dean's
Office.

The Head of Department
writes to the External
Relations Unit via EBY'S
with the necessary forms
and document attachments.

The External Relations
Unit sends the list and
attachments to the
relevant Faculties.

............................................................................................................................................................................................................................................................................................................

A 4

InFYK
is placed on the agenda
for consideration.

SUITABLE? SUITABLE?

Z,

o
Y
J

YES

A 4
Faculty, External
Relations Unit, Strategy

The Development
Department and the l

Office of the Registrar
are informed. y

A

nitiates the internship P hived Does . oes what it
evaluation process with the ) what it kes
approved internship takes
notebook. :
PROCESS IS
FINALISED.




Rectorate of Firat University
Faculty of Pharmacy Dean's

3.23.5. ERASMUS Staff Mobility Departure Process

: : ‘ Facu]ty External Relations Coordination Strategy Development
Staff Section Deanery Management Board Rectorate Office (ERASMUS) Department Directorate
Personnel Observe :
the universities The ERASMUS di bi
28 | with which their . _— inatorship
P 1its have bilateral of our university announces the
g e Tonts < : staff mobility applications and | :
a'i start the application ] evaluation calendar on the web | !
process by taking page of our university.
into account
The following documents
are prepared and applied
to the External Relations
Unit.
. Course taking / giving form
Q| . Personnel Information Form
o8 | Teaching/learning grant
S agreement
5: . Bank Account information
. Course
t;aking/transfer/—\
\ 4
Applications are
evaluated by the
o commission
) ranking is made and
E announced in an approved
~ < manner.
.................................................................................................................................................. NG e r i
\ 4 i
Mobility ADMINISTRATIVE
Personnel entitled to :
go within the scope of A 4
Unit He/she applies for ' —Department Head-and——
. ! Department Head
leave to his/her ] Department Head
. ] Approval
SUpervisor. Approval
: | | :
! L :
ACADEMIC :
~ . g o 5
@ Academic staff? : Is it suitable i NO
Z Administrative Staff? NO
<=
(=9
YES
necessary, the
Refertal to Dean's Office
InFYK
is placed on the agenda
for consideration.
v ‘YES
Referral to the Rectorate s it suitabl
¢ i YES
. | v
a?:rlge‘r(r}lf;?tis < E < ]S)t gand f Staff grant
b ispaich | epartment are :
prepared. : P informed 5 agreement
: : signed and Strategy
A letter is written to :
: the Directorate of E .
: pollady =0mIE O | Does what it takes
: Development :
Department for :
necessity. :
The External Relations
: Unit archives the necessary
documents in the personnel
file and follows the :
: process. :
: PROCESS IS FINALISED
) b g




Rectorate of Firat University Faculty

of Pharmacy Dean's Office

3.23.6. ERASMUS Staff Mobility Return Process

External Relations
taff : -
S : Coordination Office (ERASMUS) Strategy Development Department Bank
The staff benefiting from staff mobility with
— ERASMUS must submit their return documents '
% (Certificate, Final report, flight cards, Teaching
é programme, Step Training, prog.) within 1 month
after their return. Submits to the external relations :
unit
Th 11 t ~f 4] é
The-remaining-grant payment-of-the :
staff who have submitted all the
documents (20% + Travel :
Expense), a letter is written to the
~ Strategy Development Department
2 s
S ]
= b
A~ E
Strategy Development
Department Payment to
: the relevant Bank
3 sends instructions
en ;
Q !
7] !
< !
= :
A~ g
v
Alrchiving is dong.
E \ 4
< :
) :
wn v
< !
= ; . .
= ' Payment is realised
ke PROCESS IS 5
Q < :
Z FINALISED. '
= !
A ;






