
YES

YES

NO

NO

To  be  sent  to  the  Ministry

The  assignment

To  the  Directorate

Receiving  the  Assignment  Request

Notification  to  the  

relevant  department  

stating  that  the  

assignment  request  
has  been  

deemed  unsuitable.

Taking  the  Board  of  Directors'  Decision  and  Notifying  the  Rectorate.

SULEYMAN  DEMIREL  UNIVERSITY

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Not  deemed  appropriate

PROCESS  COMPLETION

Sending  the  letter  received  from  the  Rectorate  and  other  institutions  to  the  relevant  department.

Regarding  the  Article

ARTICLE  38  OF  LAW  NO.  2547  -  ASSIGNMENT  

PROCESS

Was  the  Rectorate  Approved  for  

the  Staff's  Assignment?

The  Rectorate  Board  of  Directors  made  a  decision,  and  the  Council  of  Higher  Education  (YÖK)  and  the  Ministry  of  Foreign  Affairs  were  consulted.

Document  Issuance  Date:  
14.05.2024

Within  the  scope  of  Article  38  of  Law  No.  2547,  from  other  public  institutions  or  the  Rectorate

Was  the  staff  member's  

assignment  approved  by  the  
department?

Document  Number:  001

Sending

Transaction  Name:  Assignment  

Procedures  under  Article  38  of  Law  No.  2547
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YES

YES

NO

NO

Document  Number:  002

OVERSEAS  ASSIGNMENT  PROCESS

TC

Not  deemed  appropriate

Assignment

Sending

The  Rectorate  Board  of  Directors  made  a  decision,  and  the  Council  of  Higher  Education  (YÖK)  and  the  Ministry  of  Foreign  Affairs  were  consulted.

Review  of  the  Compliance  of  the  Overseas  Assignment  Request  with  the  Legislation  and  Submission  to  the  Board  of  Directors.

To  the  Directorate

CIVIL  AVIATION  COLLEGE  DIRECTORATE

To  the  section

SULEYMAN  DEMIREL  UNIVERSITY

Was  the  Rectorate  Approved  for  

the  Staff's  Assignment?

Sending

Regarding  the  relevant  article

Was  the  staff  assignment  

approved  by  the  Board  of  
Directors?

To  be  reported.

To  be  sent  to  the  Ministry

In  accordance  with  Article  39  of  Law  No.  2547,  the  request  for  a  short-term  (up  to  3  months)  domestic  assignment  must  be  received  by  

our  Directorate  along  with  a  letter  of  opinion  from  the  relevant  Department  Head  stating  that  it  has  been  deemed  appropriate.

The  assignment

The  request  is  valid.

PROCESS  COMPLETION

Regarding  the  Article

ARTICLE  39  OF  LAW  NO.  2547

Taking  the  Board  of  Directors'  Decision  and  Notifying  the  Rectorate.

Transaction  Name:  Article  39  of  
Law  No.  2547  -  Overseas  Assignment  

Procedures

Unseen

Document  Issuance  Date:  
14.05.2024
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To  be  reported.

Our  Directorate  will  forward  the  assignment  proposal  received  from  the  Department  Head  to  the  Board  of  Directors.

Taking  the  Board  of  Directors'  Decision  and  Notifying  the  Rectorate.

Reasoned

Transaction  Name:  Domestic  
Assignment  Procedures  under  Article  

39  of  Law  No.  2547

Was  the  Rectorate  Approved  for  

the  Staff's  Assignment?

DOMESTIC  ASSIGNMENT  PROCESS  ACCORDING  TO  
ARTICLE  39  OF  LAW  NO.  2547

The  article  is  related  to...

Document  Number:  003

In  accordance  with  Article  39  of  Law  No.  2547,  the  request  for  a  short-term  (up  to  3  months)  domestic  assignment  must  be  received  by  

our  Directorate  along  with  a  letter  of  opinion  from  the  relevant  Department  Head  stating  that  it  has  been  deemed  appropriate.

Letter  from  the  Rector's  Office  Approving

TC

Unseen

Document  Issuance  Date:  
14.05.2024

PROCESS  COMPLETION

Assignment

Was  the  staff  assignment  

approved  by  the  Board  of  
Directors?

CIVIL  AVIATION  COLLEGE  DIRECTORATE

To  be  sent  to  my  department.

SULEYMAN  DEMIREL  UNIVERSITY

To  the  Department  and  the  Relevant  Party

The  request  is  suitable.

Not  deemed  appropriate

YES

Assignment  Request

Relevant  Section  and  

Subject  of  the  Reasoned  Letter

NO

YES

To  be  reported.

NO
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NO

YES

Document  Issuance  Date:  
14.05.2024

Disclaimer

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Regarding  his/ her  waiver
PROCESS  COMPLETION

Notification  to  the  relevant  person  following  receipt  of  the  appointment  decree  for  the  personnel  assigned  to  our  Directorate.

Notification

Submission  of  the  Petition

The  Appointment  Decree  Regarding  Academic  Staff  Has  Arrived  at  Our  Directorate.

Regarding  what  he  did

To  be  taken

SULEYMAN  DEMIREL  UNIVERSITY

Appointment  Notice  and  Letter  of  Commencement  of  Duty  to  the  Rectorate

Regarding  the  Appointment  of  the  Person  Concerned

By  ensuring  that  he/ she  starts  his/ her  job.

Document  Number:  004

OPEN  APPOINTMENT  PROCESS

Appointment  by  the  relevant  party

Notification

His  petition  to  our  Rectorate

Process  Name:  Open  Recruitment  Procedures

The  appointment  was  made  following  the  announcement  by  our  Rectorate  and  the  completion  of  the  necessary  procedures.

Did  the  appointed  personnel  start  

their  duties  within  the  legally  

mandated  timeframe?
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Process  Name:  Department  Head

SULEYMAN  DEMIREL  UNIVERSITY

To  determine  the  Head  of  Department,  the  Directorate  appoints  a  representative  from  that  department  or  major.
Requesting  the  opinions  of  the  assigned  faculty  members  and  lecturers.

The  Head  of  Department  or  Division  is  elected  by  the  faculty  members  and  lecturers  of  that  department  from  
among  the  professors,  or  if  there  are  no  professors,  from  among  the  associate  professors,  or  if  there  are  no  

associate  professors,  from  among  the  assistant  professors,  or  if  there  are  no  assistant  professors,  from  among  
the  lecturers,  and  is  appointed  by  the  Director  of  the  College  within  one  week.

If  the  number  of  faculty  members  or  lecturers  who  can  be  appointed  as  Head  of  Department  or  Division  is  
limited  to  two,  the  Head  of  Department  or  Director  of  the  School  shall  be  appointed  directly.

Appointments  are  reported  to  

the  Rectorate.

PROCESS  COMPLETION

DEPARTMENT  HEAD  APPOINTMENT  PROCESS

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Appointment  Procedures

Document  Issuance  Date:  
14.05.2024

Document  Number:  005
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NO

YES

SULEYMAN  DEMIREL  UNIVERSITY

Job  Title:  Research  Assistant

Do  the  applicants  meet  the  

requirements  of  the  job  
advertisement?

The  exam  location  and  time  will  be  communicated  to  the  jury  and  the  candidate.

The  winning  candidate's  documents  are  submitted  to  the  College's  Board  of  Directors.

Document  Number:  006

Inappropriate

The  necessary  documents  for  the  appointment  of  the  winning  candidate  are  sent  to  the  Rectorate.

RESEARCH  ASSISTANT  RECRUITMENT  PROCESS

Procurement  Process

PROCESS  COMPLETION

Records  related  to  the  exam  are  prepared,  the  exam  is  conducted,  and  the  results  are  announced  on  the  university's  website.

Document  Issuance  Date:  
14.05.2024

A  preliminary  evaluation  committee  is  formed  and  the  Rectorate  and  the  committee  members  are  notified.

To  be  reported  to  the  Rectorate.

Candidate  Application

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

The  commission  evaluates  the  applications,  signs  the  preliminary  evaluation  forms  which  are  ranked  according  to  their  scores,  and  submits  them  

to  the  Directorate.  The  Directorate  sends  the  forms,  along  with  information  on  the  location,  date,  and  time  of  the  science  exam,  to  the  Rectorate.

In  line  with  requests  from  the  Department  Head,  our  college's  Research  Assistant  staffing  requests  are  as  follows:

Unacceptable

Academic  announcements  are  published  in  the  National  Gazette,  and  applications  are  accepted  on  the  specified  dates.
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RETURNING  TO  DUTY  AFTER  MILITARY  SERVICE

Document  Issuance  Date:  
14.05.2024

Approval  of  the  Military  Service  Evaluation  Decree  by  the  Rectorate  and  its  Transfer  to  our  College

Transaction  Name:  Return  from  Military  Service

An  application  to  resume  duty  after  military  service  is  submitted  to  the  Directorate  along  with  the  discharge  certificate.

SULEYMAN  DEMIREL  UNIVERSITY

PROCESS  COMPLETION

TC

For  necessary  action,  please  send  a  cover  letter  to  the  Rector's  Office  and  the  Financial  Affairs  Unit  of  our  Vocational  School.

Notification  of  Commencement  of  Duty  Letter  to  the  Rectorate

THE  PROCESS

Notification

Document  Number:  007

Onboarding  Process

Preparation  of  the  SGK  Employment  Declaration,  Processing  of  Information  into  HÿTAP

CIVIL  AVIATION  COLLEGE  DIRECTORATE
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Document  Issuance  Date:  14.05.2024

SULEYMAN  DEMIREL  UNIVERSITY

The  process

MILITARY  SERVICE  CALL-UP  PROCESS

The  process  begins  with  the  relevant  personnel  applying  to  our  Directorate  with  their  military  conscription  document  and  petition.

Preparation  of  the  SGK  (Social  Security  Institution)  Termination  Notice,  Completing  Termination  Procedures  via  the  HÿTAP  System.

Document  Number:  008CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

PROCESS  COMPLETION

Transaction  Name:  Military  Service  Deployment  Procedures

For  necessary  action,  please  send  a  cover  letter  to  the  Rector's  Office  and  the  Financial  Affairs  Unit  of  our  Vocational  School.
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Document  Number:  009

The  appointment  status  will  be  communicated  to  the  department  and  relevant  personnel.

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Process  Name:  Department  Head  Appointment  

Process

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

From  among  the  salaried  professors  of  the  department,  or  if  none  are  available,  from  among  the  associate  professors,  or  if  there  are  no  associate  professors,  from  

among  the  assistant  professors.

Appointed  by  the  Rector  upon  the  recommendation  of  the  College  Director.

Document  Issuance  Date:  14.05.2024

DEPARTMENT  HEAD  APPOINTMENT  PROCESS
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TC

The  process

Document  Number:  010

THE  PROCESS  OF  APPOINTING  AS  DIRECTOR

When  the  College  Director  is  absent  from  duty,  whether  on  leave,  on  official  duty,  etc.

SULEYMAN  DEMIREL  UNIVERSITY

PROCESS  COMPLETION

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Transaction  Name:  Acting  as  Director

The  College  Director  delegates  authority  to  the  Deputy  Director  who  will  act  as  their  substitute  during  the  leave  application  process,  and  completes  the  

delegation  of  authority  procedures  via  the  Electronic  Document  Management  System  (EBYS).
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YES

NO

Those  involved  are  assigned  as  investigators.

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

PROCESS  COMPLETION

In  investigations  opened  against  academic  or  administrative  staff,  those  in  positions  equal  to  or  higher  than  the  officer's  status

The  investigator  assigned  to  conduct  the  disciplinary  investigation  completes  the  investigation  within  2  months  and  may  request  

an  extension.  Upon  completion  of  the  investigation,  the  file  is  evaluated  by  the  supervisor  who  initiated  the  investigation,  and  the  necessary  

action  is  taken.  The  file  is  then  sent  to  the  Personnel  Department  to  be  entered  into  the  employee's  personnel  and  record  file.

SULEYMAN  DEMIREL  UNIVERSITY

The  process  

regarding  the  file  is  

completed  and  the  
Rectorate  is  informed.

Document  Number:  011

Information  about  personnel  who  receive  disciplinary  action  as  a  result  of  an  investigation  is  recorded  in  the  State  Personnel  Presidency  System,  

UBYS,  other  information  systems,  and  their  personnel  files.

Procedure  Name:  Disciplinary  Procedures

An  investigation  will  be  opened  by  the  Rectorate  or  the  relevant  unit.

Did  he  receive  a  disciplinary  penalty?

DISCIPLINARY  PROCESS

Document  Issuance  Date:  
14.05.2024
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Document  Number:  012

The  faculty  members  are  considered  to  be  on  duty  after  their  appointment  approval  letters  are  sent  to  the  Rectorate.

Assignment  Letters  of  Faculty  Members  Appointed  by  the  Rectorate  to  Associate  Professorship  Examination  Juries

Faculty  Member

PROCESS  COMPLETION

The  reasoned  

petition  he  submitted  

to  our  college

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

THE  PROCESS

To  be  sent  to  our  Directorate

In  writing  together

Whether  you  will  participate  or  not

Notification  to  our  College

SULEYMAN  DEMIREL  UNIVERSITY

Data  Entry  for  Dates

Process  Name:  Associate  Professorship  Examination  Jury

Delivery

Notification  to  the  Rectorate  
or  the  relevant  institution.

ASSOCIATE  PROFESSORSHIP  EXAMINATION  JURY  ASSIGNMENT

The  teaching  staff  assigned  to  the  Associate  Professorship  Examination  Juries  will  receive  their  assignment  letters  against  signature.

With  the  Professor's  Justification

The  faculty  member  must  submit  the  assignment  request  form  and  the  assignment  approval  

request  form,  which  they  will  obtain  from  the  Personnel  Information  System,  to  the  dean's  office.

Assignment  Procedures

Document  Issuance  Date:  
14.05.2024

PARTICIPANTS

WILL  NOT  PARTICIPATE
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THE  PROCESS

In  accordance  with  Article  12,  paragraph  (c)  of  the  Regulation  on  Academic  Organization  in  Universities,  for  the  Determination  of  Members  of  the  

Higher  Education  Council,

Document  Issuance  Date:  
14.05.2024

The  selected  personnel  and  the  Rectorate  will  be  notified.

Process  Name:  Election  of  Members  to  

the  College  Board

PROCESS  COMPLETION

It  consists  of  the  principal,  vice  principals,  and  the  heads  of  departments,  majors,  or  art  branches  at  the  school.

Document  Number:  013

SULEYMAN  DEMIREL  UNIVERSITY

ELECTION  OF  MEMBERS  TO  THE  COLLEGE  BOARD

TC

Personnel  assigned  to  the  relevant  College  Board  serve  on  the  Board  for  3  (three)  years.

CIVIL  AVIATION  COLLEGE  DIRECTORATE
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Document  Number:  014

Article  12  of  the  Academic  Organization  Regulations  of  Universities  for  the  Determination  of  Members  of  the  College  Management  Board

According  to  clause  (d)  of  the  article,

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

ELECTION  PROCESS

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Transaction  Name:  College  Administration

Personnel  assigned  to  the  relevant  College's  Board  of  Directors  serve  on  the  Board  for  3  (three)  years.

The  selected  personnel  and  the  Rectorate  will  be  notified.

The  board  consists  of  the  director,  the  vice-directors,  and  three  faculty  members  elected  by  the  college  board  for  a  three-year  term  from  

among  six  candidates  nominated  by  the  director.

MEMBER  OF  THE  COLLEGE  GOVERNING  BOARD

Election  of  Board  Members

Document  Issuance  Date:  
14.05.2024
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CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

Personnel  who  have  become  eligible  for  retirement  must  submit  their  application  to  the  Directorate,  and  the  online  termination  

process  must  be  initiated  by  the  personnel.

Submission  of  Staff  Petitions  and  Attachments  to  the  Rectorate

Document  Issuance  Date:  
14.05.2024

STAFF  RETIREMENT  PROCESS

Retirement  Approval  Letter  for  Personnel  Who  Have  Earned  Retirement  Rights,  Certificate  of  Termination  of  Employment,  Insured  Person's  Employment

Document  Number:  015

By  preparing  the  Departure  Notice  and  entering  the  necessary  data  into  the  Service  Tracking  Program,

The  file  should  be  archived  by  notifying  the  Rectorate  through  the  Financial  Affairs  Unit  of  our  college.

SULEYMAN  DEMIREL  UNIVERSITY

Transaction  Name:  Personnel  Retirement  

Procedures

Notification  of  retirement  approval  to  our  College  for  personnel  who  have  become  eligible  for  retirement.

PROCESS  COMPLETION
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STAFF  RESIGNATION  PROCESS

Submitting  the  Staff  Application  to  the  Rectorate  with  a  Cover  Letter

Registration  Procedures  Completed  and  Filed  for  Archiving

Transaction  Name:  Employee  Resignation  Procedures

The  employee  must  apply  to  the  Directorate  with  their  petition  and  the  employee  must  complete  the  online  termination  process.

Initiation

Notification  to  our  college  of  the  Rector's  approval  letter  regarding  the  acceptance  of  the  resignation  of  the  relevant  
personnel.

Notification  of  the  Rectorate's  Approval  Regarding  the  Acceptance  of  the  Relevant  Personnel's  Resignation  to  the  Financial  Affairs  Unit,  HÿTAP  and

SULEYMAN  DEMIREL  UNIVERSITY

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

PROCESS  COMPLETION

Document  Number:  016

Document  Issuance  Date:  
14.05.2024

Machine Translated by Google



Completion  of  the  process  and  notification  of  the  date  of  departure  from  duty  to  the  Rectorate.

Requests  for  Internal  or  External  Transfer  of  Personnel  Working  in  Our  College

NO

The  Directorate's  letter  confirming  that  the  consent  has  been  approved  is  sent  to  the  Rectorate.

Consent  is  not  deemed  

appropriate.

YES

Following  its  discovery,  a  letter  requesting  approval  from  the  Rectorate  is  received.

Receiving  the  Decree  from  the  Rectorate  Regarding  the  Transfer  Appointment  and  the  Personnel's  Online  Termination  of  Employment

TC

TRANSFER  APPOINTMENT  (TO  OTHER  
INSTITUTIONS)  PROCESS

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

Has  it  been  

approved  by  our  Consent  

Department?

(To  institutions)  Transactions

Transaction  Name:  Transfer  Assignment  (Other)

Following  notification  to  the  relevant  party,  completion  of  salary  transfer  procedures  and  online  termination  process,  approval  by  

the  relevant  units,  and  the  submission  of  the  insured  employee's  termination  notice  from  the  service  tracking  program  are  required.

the  text

CIVIL  AVIATION  COLLEGE  DIRECTORATE

PROCESS  COMPLETION

To  be  sent  to  our  

Rectorate

Document  Number:  017

Completing  the  registration  procedures  and  submitting  the  resignation  letter  to  the  Rectorate.

The  appointment  decree  regarding  the  personnel  who  requested  transfer  should  be  sent  to  our  college.
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The  article  is  accompanied  by  

the  jury  reports. YES

EXTENSION  PROCESS

The  relevant  staff  member  submits  a  petition  to  the  Department  Head  regarding  the  extension  of  their  strike.  The  Department  

Head  then  forwards  the  faculty  member's  petition  for  extension  of  their  term,  along  with  their  scientific  publications  [along  with  the  

opinions  of  the  Department/ Division  Head],  to  our  Directorate  with  a  Department  Board  decision.

Process  Name:  Doctor/Lecturer

Really?

PROCESS  COMPLETION

Section

Document  Issuance  Date:  
14.05.2024

NO

Performing  data  entry  tasks  for  the  Service  Tracking  Program  and  other  duties  and  procedures  following  the  extension  of  the  

assignment  period.

Term  Extension  Process

TERM  OF  OFFICE  FOR  DOCTORAL  FACULTY  MEMBERS

Sending  Scientific  Publication  Files  to  the  Preliminary  Evaluation  Jury  Members  Determined  by  the  Board  of  Directors  

of  Our  College

Document  Number:  018CIVIL  AVIATION  COLLEGE  DIRECTORATE

To  the  Presidency/Rectorate

The  College  Board  of  Directors  must  make  a  decision  to  extend  the  term  of  office  and  send  it  to  the  Rectorate.

The  Head  of  Department  of  the  Faculty  Member  whose  term  of  office  is  about  to  end  will  be  notified  by  our  Directorate  

with  an  official  letter  regarding  the  extension  of  their  term.

Sending

TC

SULEYMAN  DEMIREL  UNIVERSITY

Regarding  the  fact  that  it  will  not  be  done

Preliminary  Evaluation  Jury  

Report  Opinion:  Suitable
Reappointment
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CIVIL  AVIATION  COLLEGE  DIRECTORATE

It  came  from  our  Rectorate.

Notification  of  the  Decree  Regarding  Adaptation  Sent  by  Our  Rectorate  to  the  Relevant  Person  and  the  Financial  Affairs  Unit

TC

Document  Number:  019

Decree  Regarding  Changes  in  the  Educational  Status  of  Relevant  Personnel

The  promotion  process  is  recorded  in  HÿTAP  (Turkish  Information  and  Communication  Technologies  Authority)  and  a  copy  is  placed  in  the  personnel  file.

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

Petition  Regarding  Changes  in  the  Educational  Status  of  the  Relevant  Personnel  on  Duty  and

Sending  the  diploma  [excluding  supporting  services]  to  the  Rectorate  with  a  cover  letter.

Process  Name:  Personnel  Adaptation  

Procedures

PERSONNEL  ORIENTATION  PROCEDURES
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PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Archiving  the  File  Regarding  SGK  Registration  Procedures

A  cover  letter  stating  that  he  will  be  considered  to  have  resigned/ withdrawn  if  this  continues  should  be  prepared  and  sent  to  the  Rectorate.

The  relevant  personnel  on  duty  are  not  on  leave  or  not  on  duty  as  per  Article  94  of  the  Civil  Servants  Law  No.  657.

TC

Abandonment  of  duty  without  a  valid  excuse  accepted  by  the  institution,  and  this  abandonment  lasting  10  consecutive  days.

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Document  Issuance  Date:  
14.05.2024

Notification  of  the  Rectorate's  Approval  Regarding  the  Relevant  Personnel  Being  Deemed  to  Have  Resigned  to  the  Financial  Affairs  Unit,  Address  and...

PROCEDURES  FOR  BEING  CONSIDERED  A  RESIGNANT

Document  Number:  020

Sending

Transactions

Receiving  the  Rector's  Approval  Regarding  the  Relevant  Personnel  Being  Deemed  to  Have  Resigned

Process  Name:  Being  Deemed  to  Have  Resigned
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STAFF  LEAVE  PROCEDURES

SULEYMAN  DEMIREL  UNIVERSITY

Transaction  Name:  Employee  Leave  Procedures

The  personnel  leave  request  form,  prepared  by  the  staff  member  through  the  Personnel  Information  System,  must  be  

signed  by  the  individual  and,  if  deemed  appropriate  by  their  superior,  submitted  to  the  College  Director.

Approved  by.

The  leave  request  forms  of  personnel  received  by  our  unit  via  bank  transfer  will  be  filed  in  their  respective  files.

Document  Issuance  Date:  
14.05.2024

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

PROCESS  COMPLETION

Document  Number:  021

The  approved  employee  leave  request  form  must  be  sent  to  our  unit  via  bank  transfer  through  the  EBYS  system.

Machine Translated by Google



Document  Number:  022

Passport  application  form  prepared  according  to  the  type  of  passport  requested.

CIVIL  AVIATION  COLLEGE  DIRECTORATE

TC

The  form  must  be  sent  to  the  Rectorate  with  a  cover  letter  for  approval.

Obtaining  the  Employee's  Private/ Service  Stamped  [Institution  Employee]  Passport  Application  Form  and  Other  
Necessary  Documents  for  the  Employee  and  Their  Dependent  Family  Members

To  be  sent  to  the  Directorate

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Process  Name:  Staff  Passport  

Procedures  and  Authorized  Person  Signature  Process

Preservation,  Preparation  of  Delivery  Receipt
Passports  of  personnel  holding  service-stamped  passports  are  collected  upon  their  expiration.

To  ensure  the  physical  cancellation  of  the  expired  and  collected  passport,  the  Provincial  Population  Registry  Office  must  be  contacted.

OFFICIALS'  SIGNATURE  PROCESS

Document  Issuance  Date:  
14.05.2024

STAFF  PASSPORT  PROCEDURES  AND
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Document  Issuance  Date:  
14.05.2024

The  process  of  grade  and  rank  advancement  of  currently  serving  personnel  shall  be  carried  out  by  the  Rectorate.

TC

The  Decree  Regarding  Rank  and  Grade  Promotions  Must  Come  From  the  Rectorate

PROCESS  COMPLETION

According  to  the  decree  approval  from  the  Rectorate  regarding  the  relevant  personnel,  it  must  be  entered  into  the  register  and  HÿTAP  (Public  Personnel  Selection  System)  and...

CIVIL  AVIATION  COLLEGE  DIRECTORATE

PROMOTION  PROCEDURES

SULEYMAN  DEMIREL  UNIVERSITY

Document  Number:  023

A  copy  shall  be  placed  in  the  Financial  Affairs  Unit  and  in  the  personnel  file  of  the  person  concerned.

Transaction  Name:  Promotion  Procedures
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YES

NO

NO

CIVIL  AVIATION  COLLEGE  DIRECTORATE

SULEYMAN  DEMIREL  UNIVERSITY
Document  Issuance  Date:  

14.05.2024

FOREIGN  NATIONAL  FACULTY  MEMBER

They  will  be  notified  

that  their  application  has  

been  rejected.

Process  Name:  Term  of  

Employment  for  Foreign  Faculty  Members

Payment  of  Work  Permit  Fee  and  Residence  Permit  Fee,  along  with  receipts,  and  the  Standard  Contract.

Extension

The  relevant  department  head  reviews  the  documents  for  the  extension  of  the  term  of  office  and  notifies  the  directorate  with  a  reasoned  
decision.

Are  the  documents  suitable  for  a  term  

extension?

To  be  sent  to  the  Rectorate  for  approval.

Document  Number:  024

It  will  be  forwarded  to  the  Human  Resources  Department  for  approval.

Is  the  decision  of  the  Council  of  Higher  Education  (YÖK)  positive?

NO

The  application  documents  are  sent  to  the  
College's  Board  of  Directors.

Application  documents  and  Board  of  Directors'  decision  submitted  to  YÖK  (Council  of  Higher  Education).

EXTENSION  OF  TERM  OF  OFFICE

PROCESS  COMPLETION

Foreign  nationals  working  as  contract  teaching  staff  must  submit  their  application  and  supporting  documents  for  the  extension  of  their  

contract  to  the  Department  Head.

The  process  must  begin  at  least  2  (two)  months  in  advance.

TC
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YES

PROCESS  COMPLETION

SULEYMAN  DEMIREL  UNIVERSITY

Process  Name:  Employment  

Procedures  for  Foreign  National  Faculty  Members

The  receipts  showing  that  the  applicant  has  paid  the  work  permit  fee  and  residence  permit  fee,  along  with  the  standard  contract  signed  

by  the  applicant,  must  be  sent  to  the  Rectorate  for  approval.

Suitable  for  the  Department

If,  as  a  result  of  correspondence  between  the  Rectorate  and  the  Council  of  Higher  Education  (YÖK),  it  is  deemed  appropriate  to  

employ  the  individual,  the  work  permit  fee  and  residence  permit  fee  must  be  paid  in  order  for  a  work  permit  to  be  issued  to  the  individual.

The  process  must  begin  at  least  2  (two)  months  in  advance.

Is  it  appropriate  for  the  Board  of  

Directors  to  employ  a  foreign  national?Regarding  its  non-existence

The  approved  standard  contract,  along  with  the  work  permit  issued  in  the  name  of  the  applicant,  must  be  submitted  to  our  Directorate.

Document  Issuance  Date:  
14.05.2024

EMPLOYMENT  PROCEDURES  FOR  FOREIGN  NATIONAL  

FACULTY  MEMBERS

Informing  applicants  about  the  requirements  and  having  them  sign  the  standard  contract.

Document  Number:  025

Notification  of  the  Start  Date  of  Duty  to  the  Rectorate  Following  the  Submission  of  the  Notice

The  documents  are  reviewed  by  the  Department  Head  and  reported  to  the  Directorate  along  with  the  Department  Head's  justification  

report  and  a  letter  stating  "Approved".

Proposal  for  Employing  Foreign  National  Faculty  Members,  if  Approved  by  the  Board  of  Directors
To  be  done

TC

CIVIL  AVIATION  COLLEGE  DIRECTORATE

Foreign  nationals  wishing  to  work  at  our  college  as  contract  teaching  staff  should  apply  to  the  Department  Head  with  the  

required  documents.

Submission  of  the  results  of  the  necessary  investigations  by  our  Directorate  to  the  Board  of  Directors.

Writing

NO
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