
Assignment  Process

Document  Number:  001  

Transaction  Name:  Department  Course

TURKISH  REPUBLIC  SULEYMAN  DEMIREL  
UNIVERSITY  CIVIL  AVIATION  SCHOOL  

DIRECTORATE

Document  Issuance  Date:  
14.05.2024

Instructors  to  teach  the  courses,  as  determined  by  the  Department  Head.

It  is  determined  and  sent  to  the  Directorate  with  the  decision  of  the  Department  Board.

Approved  Course  Assignments

YES

Student  Affairs  Department,  University  Administration
Submitted  to  the  Board

Course  assignments  are  made  by  the  College's  Board  of  Directors.

You  can  log  into  the  system.

NO

YES

It  enters  into  force.

DEPARTMENT  COURSE  ASSIGNMENT  PROCESS

Have  the  course  plans  and  

contents  been  approved  by  the  Senate?

It  will  be  discussed.

NO

Course  Assignments  with  Rectorate  Approval

Are  

the  teaching  

assignments  appropriate?

PROCESS

END
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CIVIL  AVIATION  COLLEGE  
DIRECTORATE

TC Document  Issuance  Date:  
14.05.2024SULEYMAN  DEMIREL  UNIVERSITY

Document  Number:  002

Process  Name:  Lesson  Plans  and  Content
Updated

UPDATING  LESSON  PLANS  AND  CONTENTS

Lesson  plans  and  content  are  prepared  by  the  Education  and  Training  Coordination  Office.

Approved  Lesson  Plan  and  Contents  for  Students

Lesson  Plan  and

NO

Are  there  any  missing  items?

Submitted  to  the  Senate  by  the  Department  of  Student  Affairs.

PROCESS

It  enters  into  force.

In  their  contents

Access  to  the  Information  System

YES

It  is  discussed  in  the  College  Board  and  submitted  to  the  Rector's  Office.
The  course  plans  and  content  prepared  by  the  Department  Head  are  approved  by  the  Department  Board.

END

THE  PROCESS

Checks  are  performed.

Was  it  approved  by  the  Senate?

YES

NO

Course  Plans  and  Contents  Approved  by  the  Rectorate

Lesson  Plan  and  Contents
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PREPARATION  OF  COURSE  PROGRAMS

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Process  Name:  Course  Schedules
Preparation

CIVIL  AVIATION  COLLEGE  DIRECTORATE

The  Department  Head  will  determine  the  suitable  days  and  times  for  the  classes.

THE  PROCESS

Weekly  lesson  schedule  is  prepared.

YES

Weekly  class  schedules  become  effective  after  the  principal's  approval  and  
are  entered  into  the  student  information  system  and  announced  to  the  students.

The  weekly  lesson  schedule  is  submitted  to  the  Financial  Affairs  Unit  for  
additional  lesson  payments  after  the  principal's  approval.

Document  Number:  003

TC Document  Issuance  Date:  
14.05.2024

The  prepared  curriculum  is  submitted  to  the  Directorate  via  a  cover  letter.

Is  the  prepared  

curriculum  suitable?

NO
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Is  the  program  
suitable?

Exam  schedules  become  effective  after  the  principal's  approval  and  are  entered  

into  the  student  information  system  and  announced  to  the  students.

Document  Number:  004

YES

THE  PROCESS

Midterm  Exams,  Midterm  Make-up  Exams,  Final  Exams  and  Retake  Exams  are  determined  by  the  Department  Head.

The  exam  schedule  is  prepared  by  determining  the  suitable  day,  place,  and  time  for  the  exam.

PROCESS  COMPLETION

PREPARATION  OF  EXAM  SCHEDULES

Process  Name:  Exam  Schedules

TC Document  Issuance  Date:  
14.05.2024SULEYMAN  DEMIREL  UNIVERSITY

Preparation

CIVIL  AVIATION  COLLEGE  DIRECTORATE

The  prepared  exam  schedule  is  reported  to  the  Directorate  via  a  cover  letter.

NOPrepared  Exam
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The  process  is  announced  to  students  within  the  scope  of  the  Regulations  on  Student  Councils  of  

Higher  Education  Institutions  and  the  National  Student  Council  of  Higher  Education  Institutions.

Did  he/ she  receive  the  

most  votes  among  the  candidates?

TC

The  candidate  with  the  most  votes  becomes  the  class  representative.  Class  representatives  then  elect  department  

representatives  in  the  same  way.

The  selected  department  representatives  then  elect  the  college  representative  among  themselves  

using  the  same  procedure.

PROCESS  COMPLETION

NO

The  selected  Class,  Department,  and  School  Representatives  are  notified  to  the  Rectorate  via  a  cover  letter.

STUDENT  REPRESENTATIVE  ELECTION  PROCESS

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Document  Issuance  Date:  
14.05.2024SULEYMAN  DEMIREL  UNIVERSITY

Document  Number:  005

Elections

Transaction  Name:  Student  Representative

It  is  started

A  class  representative  is  elected  from  among  the  candidates.

I  can't  be

Class

YES

Polling  station  committees  will  be  formed  on  the  dates  specified  in  the  announcement.

Representative
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SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024
TC

Document  Number:  006

Record

Record

It  cannot  be  done.

NO

YES
Are  all  the  documents  complete?

Registration  dates  for  students  to  register  will  be  announced.

Process  Name:  New  Registration  

Process  (OSYM)

STUDENT  NEW  REGISTRATION  PROCESS

CIVIL  AVIATION  COLLEGE  DIRECTORATE

PROCESS  COMPLETION

YES

Did  the  

candidate  come  in  person?
It  cannot  be  done.

NO

The  student's  registration  is  completed  and  a  student  certificate  is  issued  by  the  authorized  personnel.

It  is  transferred  from  ÖSYM  to  the  Student  Affairs  Information  System.

Registration  Announcement  is  Made

Students  placed  according  to  ÖSYS  exam  results  will  be  notified  by  the  Student  Affairs  Department.

Information  on  students  admitted  based  on  exam  results  is  handled  by  the  Student  Affairs  Department.

Other  documents  required  for  student  registration.

Students  can  come  to  the  Registration  Office  any  day  during  Registration  Week.

He  hands  it  over  to  the  clerk  in  his  office.

It  is  given.
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The  student  will  be  notified.

The  student  will  be  informed  of  the  result,  whether  positive  or  negative.

The  student's  petition  is  recorded  and  submitted  to  the  Board  of  Directors,  who  then  reviews  it.

The  result  will  be  announced  by  the  College's  Board  of  Directors.

It  is  entered  into  the  Student  Information  System.

YES

Document  Issuance  Date:  
14.05.2024

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC
SULEYMAN  DEMIREL  UNIVERSITY

Document  Number:  007

Process  Name:  Registration  Freezing  Process

REGISTRATION  FREEZING  PROCESS

NO Is  the  result  
positive?Freezing  Registration

The  request  is  rejected.

PROCESS  COMPLETION

Students  must  apply  to  our  Directorate  with  a  request  for  suspension  of  enrollment  and  their  student  
ID  within  the  first  two  weeks  of  the  start  of  the  academic  year.
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Students  select  their  courses  in  the  Student  Information  System.

If  there  is  a  student,  they  pay  their  tuition  fee  to  the  bank  within  the  period  specified  in  the  Academic  Calendar.

The  advisors  appointed  by  the  Department  Head  through  the  Student  Affairs  Office  are  entered  into  the  Student  Information  
System.

Courses  Students  Will  Take  in  the  New  Term  (Primarily  for  Those  Failing  in  the  Previous  Semester)

Students  with  valid  excuses  will  receive  a  written  decision  from  the  Board  of  Directors.

Is  the  excuse  valid?

SULEYMAN  DEMIREL  UNIVERSITY
TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Transaction  Name:  Periodic  Registration

They  will  provide  consultant  approval  within  the  specified  time.

Students  who  are  unable  to  renew  their  registration  due  to  extenuating  circumstances  must  pay  any  required  fees.

Has  the  fee  been  

paid  to  the  bank?

Registration  Renewal  

Process

By  depositing  the  amount  into  the  bank,  the  applicant  submits  the  deposit  slip  and  application  form  to  our  office.

NO

The  Registered  Petition  Management  System  is  Presented.

Students  make  course  changes  during  the  Add/ Drop  Days.

REGISTRATION  RENEWAL  PROCESS

Document  Issuance  Date:  
14.05.2024

Registration  

Renewal  Process  Fails

Renewal  and  Excuse  Process

Document  Number:  008

The  information  will  be  communicated  to  the  relevant  parties,  especially  the  students.

The  department  head  determines  the  list  of  advisors  for  the  new  term.

After  making  your  course  selections  on  the  dates  specified  in  the  Academic  Calendar,

It  won't  happen.

YES

NO
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Processed  into  the  system  by  his/ her  assistant.

Document  Number:  008

SULEYMAN  DEMIREL  UNIVERSITY

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Renewal  and  Excuse  Process

Document  Issuance  Date:  
14.05.2024

Transaction  Name:  Periodic  Registration

After  renewing  their  registration,  students  will  receive  the  information  they  need  for  the  new  term  from  the  Student  Information  System.

PROCESS  COMPLETION

They  check  the  lessons.

Students  whose  excuses  are  deemed  acceptable  will  be  able  to  attend  classes  using  the  college  password  provided  by  the  principal.
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The  student  requests  to  terminate  their  registration  both  in  writing  and  online  via  SDUnet.

REGISTRATION  DELETION  PROCESS

YES

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Document  Number:  009

The  student's  petition  is  recorded  and  submitted  to  the  Board  of  Directors,  who  then  reviews  it.

The  student  completes  the  online  withdrawal  process  through  the  system.

The  result  is  approved  by  the  College's  Board  of  Directors.

The  original  high  school  diploma  is  given  to  the  student.  A  photocopy  of  the  diploma  is  made  with  the  date,  the  phrase  "I  

received  the  original  in  person,"  and  a  signature.

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

Process  Name:  Record  Deletion  Process

Document  Issuance  Date:  
14.05.2024

NO
Is  there  a  connection?The  record  deletion  

process  will  not  occur.

The  student's  enrollment  is  terminated.

It  is  entered  into  the  Student  Information  System.
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The  department  reviews  the  applications  in  the  system  and  reports  the  result  to  the  Directorate  for  consideration  

by  the  Board  of  Directors.

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

Application  Process

Process  Name:  Single  Course  Exam

PROCESS  COMPLETION

The  results  will  be  
announced  on  the  website  to  

be  communicated  to  

the  student.

A  single-course  exam  will  be  administered  by  the  instructor  responsible  for  the  course  on  the  

announced  date,  place,  and  time.

The  Board  of  Directors  makes  a  decision  regarding  students  who  will  take  only  one  course,  and  the  decision  

is  announced  on  the  College's  website.  The  names  of  the  students  who  will  take  the  exam  are  forwarded  

to  the  relevant  instructor.

SINGLE  COURSE  EXAM  APPLICATION  PROCESS

CIVIL  AVIATION  COLLEGE  DIRECTORATE

NO

TC

Document  Number:  010

The  instructor  enters  the  results  of  the  single-course  exam,  as  defined  in  the  system  by  the  Student  Affairs  Unit.

Is  the  result  
positive?

To  graduate  (with  a  GPA  of  at  least  2.00  or  higher),  students  who  have  failed  only  one  course  must  apply  for  the  Single  Course  

Exam  online  via  sis.sdu.edu.tr  and  submit  the  Single  Course  Application  Form,  available  in  our  School's  Documents  Archive,  

to  the  Department.

The  result  is  approved  by  the  College's  Board  of  Directors.

Graduation  procedures  are  initiated  online  by  the  student.

YES
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During  the  first  week  of  the  relevant  academic  year,  students  apply  to  the  Department  Secretariat  with  the  Department  

Exemption  Form,  Transcript,  and  Course  Contents,  which  are  available  in  our  College's  Document  Archive.

TC

Document  Number:  011

Exemption  results  will  be  announced  on  our  college's  website.

A  printout  of  the  exemptions  and  equivalencies  entered  into  the  system  on  a  student-by-student  

basis  is  obtained  and  communicated  to  the  student.

CIVIL  AVIATION  COLLEGE  DIRECTORATE

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

Transaction  Name:  Exemption  and  Adaptation

Application  Process

The  Departmental  Exemption  and  Adaptation  Committee  conducts  a  review  and  notifies  the  Directorate  with  a  

cover  letter  along  with  the  Departmental  Board's  decision.

Courses  approved  by  the  Board  of  Directors  and  deemed  eligible  for  exemption  are  entered  into  

the  system  by  the  Student  Affairs  Unit.

Approved  by  the  College's  Board  of  Directors.

PROCESS  COMPLETION

EXEMPTION  AND  ADJUSTMENT  APPLICATION  PROCESS
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YES

SULEYMAN  DEMIREL  UNIVERSITY

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Transaction  Name:  Make-up  Exam  Application

The  relevant  instructor  enters  the  make-up  exam  grades  into  the  system  during  the  grade  entry  process  to  announce  them  to  
the  students.

NO Is  the  excuse  

acceptable?The  student  is  informed  of  

the  situation.

PROCESS  COMPLETION

MAKE-UP  EXAM  APPLICATION  PROCESS

Document  Issuance  Date:  
14.05.2024

The  names  of  students  who  will  be  taking  the  make-up  exam  are  reported  to  the  
relevant  instructor.

The  process

Document  Number:  012

The  department  reviews  the  student's  application  and  its  attachments  and  sends  them  to  the  directorate  for  

consideration  by  the  board  of  directors.

Approval  of  the  College  Board  of  Directors  Decision

Announcement

Students  who  are  unable  to  take  the  midterm  exam  must  submit  their  excuse  documents  along  with  the  

make-up  exam  form,  available  on  our  college's  website,  to  the  Department  Secretariat.

The  names  of  students  whose  excuses  were  deemed  acceptable/ unacceptable  will  be  listed  on  our  college's  website.

The  Student  Affairs  Unit  defines  the  make-up  exam,  and  the  faculty  member  responsible  for  exam  schedule  

entries  enters  the  make-up  exam  schedule  into  the  system.
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YES

Summer  School  Grades  are  entered  into  the  Student  Information  System  exactly  as  they  are  received  from  the  department.

Document  Number:  013

Document  Issuance  Date:  
14.05.2024

THE  PROCESS  OF  TAKING  COURSES  

FROM  DIFFERENT  UNIVERSITIES  DURING  SUMMER  SCHOOL

Is  the  application  

accepted?

NO

Students  apply  to  the  department  using  the  "Summer  School  Course  Enrollment  Form  from  Different  Universities"  available  on  

our  college's  website,  along  with  the  approved  course  syllabus  (to  be  obtained  from  the  relevant  department  of  the  university  
they  wish  to  attend  for  the  summer  school).

Summer  school  grades,  for  which  grade  conversion  has  been  completed  by  the  department,  are  sent  to  our  Directorate  with  the  decision  of  the  

Department  Board.

PROCESS  COMPLETION

Following  the  Board  of  Directors'  decision,  at  the  end  of  the  Summer  School  calendar,  the  grades  of  students  

from  other  universities  are  recorded  and  forwarded  to  the  student  affairs  office.

The  Student  Affairs  Unit  notifies  the  departments  via  cover  letter  to  process  the  grade  conversions.

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

SULEYMAN  DEMIREL  UNIVERSITY

Process  Name:  Taking  Courses  from  
Different  Universities  During  Summer  School

The  student  is  informed  of  

the  situation.

The  student  lists  and  forms  approved  by  the  department  are  sent  to  our  Directorate  to  be  submitted  to  the  Board  of  

Directors  with  the  decision  of  the  Department  Board.

Students  wishing  to  take  advanced  courses  in  the  summer  school  must  have  a  GPA  of  2.50  or  higher  and  must  not  have  any  

failed  courses.  Students  can  take  a  maximum  of  20  ECTS  credits  in  the  summer  school,  according  to  the  ECTS  credits  of  the  

courses  in  their  own  curriculum.
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DGS  STUDENTS'  APPLICATION  PROCESS

Application  Process

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

TC

Document  Number:  014

Transaction  Name:  For  DGS  Students

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Students  whose  registration  has  been  completed  by  the  Student  Affairs  Unit  must  apply  to  the  Department  Secretariat  with  their  approved  

transcript  and  course  syllabi  to  request  course  exemption.

Students  who  have  been  admitted  to  our  college  through  the  DGS  exam  should  come  for  in-person  registration  on  the  dates  

announced  on  our  college's  website,  bringing  the  required  documents.

PROCESS  COMPLETION
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NOT  SUITABLE

SUITABLE

Once  the  diplomas  are  signed,  they  will  be  announced  on  our  college's  website  and  collected  from  the  

student  affairs  office.  (The  diploma  can  be  delivered  to  the  student  in  person  or  by  proxy.)

Graduations  are  approved  by  the  College's  Board  of  Directors.

Document  Number:  015

Students  whose  enrollment  has  been  terminated  are  identified  by  the  Student  Affairs  Unit.

Students  who  are  eligible  to  graduate  are  reported  to  the  department  along  with  their  
transcripts.

Applicants  

Deemed  

Unsuitable  (with  
Reasons)  Commission  Decision  and  Section

To  terminate  their  studies,  graduating  students  complete  the  online  termination  process  and  submit  a  

photocopy  of  their  national  identity  card  and  student  ID  to  the  student  affairs  office.

The  graduation  committee's  decision  is  discussed  in  the  department  board,  and  the  

graduation  decision  is  made.  The  committee  and  department  board's  decision  is  reported  
to  the  directorate.

Students  who  are  eligible  for  graduation  at  the  end  of  the  semester  (Fall,  Spring,  and  Summer)  (after  final/make-up/single  course  

exams)  and  who  have  not  applied  for  grade  improvement  will  complete  the  personal/discontinuation  process  through  SDÜNET.

Process  Name:  Graduation  Process

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

SULEYMAN  DEMIREL  UNIVERSITY

GRADUATION  PROCESS

Document  Issuance  Date:  
14.05.2024

The  decision  is  reported  

to  the  Directorate  

by  the  Board,  

and  the  student  is  

informed.

The  department's  

graduation  committee  

convenes  to  review  the  status  
of  graduating  students.

(delivered  to  the  person  who  came  with  the  power  of  attorney  document)

PROCESS  COMPLETION
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NO

Exam  grades  for  the  relevant  semester  are  entered  into  the  system  by  the  instructor  assigned  to  the  course  and  announced.

NOTE:  OBJECTION  PROCESS

Process  Name:  Grade  Appeal  Process

Document  Issuance  Date:  
14.05.2024

Section  Material  Error

Was  there  a  factual  error  as  
a  result  of  the  commission's  

review?

Within  1  (one)  week  following  the  announcement  of  the  exam  results,  the  student  must  apply  to  the  Department  Secretariat  using  the  Grade  

Appeal  Form  located  in  the  Documents  Archive  on  our  Website.

The  grade  is  approved  by  the  College's  Board  of  Directors.

Following  a  decision  by  the  Board  of  Directors,  the  Student  Affairs  unit  enters  the  student's  grade  into  

the  system.

SULEYMAN  DEMIREL  UNIVERSITY

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE Document  Number:  016

The  result  is  

communicated  to  the  student.

The  course  instructor  fills  out  the  grade  correction  form,  the  department  head  approves  

it,  and  it  is  sent  to  the  Directorate  for  consideration  in  the  Board  of  Directors'  decision.

PROCESS  COMPLETION
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NOT  SUITABLE

HORIZONTAL  TRANSFER  APPLICATION  AND  REGISTRATION  PROCESS

Transaction  Name:  Horizontal  Transfer  Application  and

TC Document  Issuance  Date:  
14.05.2024SULEYMAN  DEMIREL  UNIVERSITY

Registration  Process

CIVIL  AVIATION  COLLEGE  DIRECTORATE

The  student's  transfer  

application  will  

not  be  accepted.  
Their  online  

application  will  also  be  
rejected.

SUITABLE

Students  whose  applications  are  accepted  confirm  their  registration  online  on  the  specified  dates.  They  submit  their  institutional  

ID,  a  document  stating  there  are  no  obstacles  to  transferring,  two  photographs,  photocopies  of  their  ID  cards,  and  the  

documents  uploaded  with  the  application  to  the  student  affairs  office.  For  exemption  applications,  they  submit  their  approved  

transcript,  exemption  form,  and  course  syllabi  to  the  Department  Secretariat.

Document  Number:  017

The  list  of  students  (main  and  reserve)  who  have  been  selected  based  on  the  evaluation  results  by  the  Directorate  and  are  

eligible  to  register  will  be  sent  to  the  Department  Head  for  announcement.

Transfer  student  quotas  and  application  evaluation  schedule  will  be  announced  on  the  university's  website  in  July  for  the  Fall  

semester  and  in  February  for  the  Spring  semester.

Applications  are  made  online  via  the  link  provided  on  the  announcement  page,  and  documents  are  uploaded  along  with  the  application.

The  Department's  Transfer  Committee  

will  check  the  applicant's  eligibility  

according  to  the  application  requirements.

Based  on  the  evaluation  results,  those  who  are  approved  for  registration  by  the  Online  Registration  Commission  

Chairman  are  ranked  (main  and  reserve)  and  the  list  is  sent  to  the  Directorate  by  the  Department  Board  Decision  

for  announcement.

PROCESS  COMPLETION
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