English Preparatory

Program
Instructor’s Handbook

Only Success, Nothing Less.

ENGLISH PREPARATORY PROGRAM

ISTANBUL COMMERCE UNIVERSITY




ISTANBUL COMMERCE UNIVERSITY

CONTACT

Call Centre: 444 0 413

Kiiciikyal1 Campus

Address : Kiiciikyali E5 Kavsagi inonii Cad. No: 4, Kiiciikyal 34840, Istanbul
Telephone : 444 0413

Fax : 490 (216) 489 02 69
Map : Google (please click)

Siitliice Campus

Address : Siitliice Mahallesi, Imrahor Caddesi, No: 90, Beyoglu 34445, Istanbul
Telephone : 444 0 413
Map : Google (please click)

English Preparatory Program
Istanbul Commerce University

III
ISTANBUL COMMERCE
UNIVERSITY

Prepared by ICU EPP Coordinatorship in 2018


https://www.google.com.tr/maps/search/%C4%B0stanbul%2BTicaret%2B%C3%9Cniversitesi%2C%2BS%C3%BCtl%C3%BCce%2BMahallesi%2C%2B%C4%B0mrahor%2BCaddesi%2C%2BBeyo%C4%9Flu%2F%C4%B0stanbul/%4041.0581676%2C28.9489432%2C17z?hl=tr

TABLE OF CONTENTS

1
2
3
4
5.
6
7
8
9

. HISTORY AND FOUNDATION

. ICU EPP ACADEMIC CALENDAR
. OUR VISION

. OUR MISSION

OUR CORE VALUES

. ICU EPP ORGANIZATIONAL STRUCTURE

. ICU EPP ORGANIZATION

. THE EDUCATIONAL PHILOSOPHIES AND APPROACHES OF ICU EPP
. ICU EPP ACADEMIC FRAMEWORK

10.
11.
12.
13.
14.
15.
16.

ICU EPP LEVEL-BASED EXIT ROUTES

ICU EPP MATERIALS

IN-CLASS ROLES OF THE ICU EPP INSTRUCTORS

ICU EPP LEVEL CONTENTS

SOME IMPORTANT DETAILS ABOUT ICU EPP

THE MUST-HAVE QUALITIES OF ICU EPP INSTRUCTORS
ICU EPP INSTRUCTOR RECRUITMENT PROCEDURE

17. LEGAL REGULATION REGARDING INSTRUCTOR RECRUITMENT
18. LEGAL REGULATION REGARDING DISCIPLINE AND MALPRACTICE

19.
20.
21.

ICU EPP PERFORMANCE APPRAISAL (PA) SYSTEM
INSTRUCTOR IN-CLASS PERFORMANCE EVALUATION FRAMEWORK
INSTRUCTOR IN-CLASS PERFORMANCE EVALUATION METHOD

2
English Preparatory Program
Istanbul Commerce University

III
ISTANBUL COMMERCE
UNIVERSITY

R N N N O Ww

20
27
28
29
30
32
33
41
42
43
48
60
63
65

Prepared by ICU EPP Coordinatorship in 2018



ISTANBUL COMMERCE
UNIVERSITY
1. HISTORY & FOUNDATION
. s |
-4

Founded by Istanbul Chamber of Commerce, Educational and Social Services Foundation,
Istanbul Commerce University accepted students for the first time in year 2001. It is one of the
first non-profit private universities of Turkey. The highest decision making body of Istanbul
Commerce University is the Board of Trustees. The Board of Trustees is appointed by Istanbul
Chamber of Commerce, Educational and Social Services Foundation. The idea of Istanbul
Commerce University was conceived for the first time by Prof. Dr. ismail Ozarslan, the first
Chairman of the Board of Trustees of the University, and the General Secretary of Istanbul
Chamber of Commerce. ICU began its teaching journey with 73 students enrolled through

additional placement in the 2001-2002 academic year.

Istanbul Commerce University, located in the heart of Istanbul; one of the leading cultural
capitals of the world, continues to its educational journey with the awareness of the
responsibility of bringing the scientific, historical and cultural inheritance of millennia to the
future.
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Thanks to the quality of its teaching programs and instructors, as well as technical equipment
and the future vision offered to its students, thirteen years later our student count reached 7
thousand, taught by a faculty of over 300, in contrast to just 73 students in the beginning. The
reputation ICU achieved within a short time is only reinforced with hundreds of international
and national publications each year. Various awards accorded and events organized only lead to

further heights.

A most crucial characteristic that helps ICU stand out with excellent qualities is its location in the
central and select parts of Istanbul, one of the cultural capitals of the world. The location of
Istanbul Commerce University at the heart of Istanbul allows it to keep the pulse of the
contemporary world, to keep its vision open for the world and the future, to bring national as
well as global culture, science, arts and economics together, providing the university with an

active, innovative and pioneering perspective.

Siitliice campus of Istanbul Commerce University is located on the shores of the historical
peninsula of Istanbul, in the midst of historical sites, and right beside centers of commerce.
Kiiglikyali campus is located in a select neighborhood of Istanbul offers a healthy feeling of city

life to the students.

Istanbul Commerce University reaches forward to provide a universal education, encouraging
integration without severing the theory and practice from the facts of life, providing sufficient
professional qualifications, instilling an awareness of scientific and technological developments.
ICU not only offers its students the chance to receive part of their education abroad through
exchange programs, but also accepts exchange students from abroad, in order to provide its
students an international environment at home. Istanbul Commerce University represents a
perspective of responsibility towards new horizons illuminated, grasping the age on the basis of

its own geography and values of civilization with an inquisitive mind.

[stanbul Commerce University considers its students as individuals who are capable of
shouldering the responsibility of the society and age one lives in. Students at ICU are equipped
with practical skills at global standards, to complement principles and values to be instilled
throughout the term of education. Istanbul Commerce University raises not only academically
capable graduates, but only prospective employees for public and private organizations and
entities, thanks to educational programs enabling students to establish connections with the

business world as well. Istanbul Commerce University furthers its scientific contributions
4
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through national and international research, projects, and publications, while raising and
developing the prototypes of qualified human resources required by the country, making full use

of the information technologies.

ICU continuously revises and updates its academic programs and innovates itself, in order to
monitor, interpret and try science and technology at an international scale, and to contribute to

the whole society.

Istanbul Commerce University cooperates with numerous universities in Germany, United
Kingdom, Sweden, France, Spain, Italy, Poland and Greece and participates in Erasmus, Mevlana
and Farabi Exchange Programs. In addition to the monthly magazine, "Italic", the university
publishes two scientific journals with peer review. Istanbul Commerce University also
incorporates more than 50 student clubs enabling the students to develop themselves. Social
clubs of Theater, Music, and Dance in addition to sports clubs of Football, Basketball, Volleyball
and Tennis are active. The university's clubs achieve success in competitions and events held in
Istanbul and Turkey. Frequent scientific meetings, panels, forums, talks and exhibitions held in
Istanbul Commerce University directs the attention of the students and the public towards the

problems faced by the country and the world.

Istanbul Commerce University English Preparatory Program has been providing quality
language services to the university students and community since the establishment of Istanbul
Commerce University. We teach a full range of English language courses to preparatory,
undergraduate and postgraduate students, as well as offering some exclusive English courses in
cooperation with Life-long Learning Center. We also offer all our students the opportunity to

learn second foreign languages such as Russian, German, French, Spanish, Japanese, etc.

English Preparatory Program
Istanbul Commerce University
Prepared by ICU EPP Coordinatorship in 2018



III
ISTANBUL COMMERCE
UNIVERSITY

WHO
WE ARE

2. OUR VISION

Our vision is to assist all our students in their language learning efforts by using the most
contemporary language teaching methods and the highest quality instructional designs that
emphasize innovation and learner autonomy. We are firmly committed to providing a
completely learner-centred, stimulating and nurturing environment conducive to teaching and

learning at internationally agreed-upon standards.

3. OUR MISSION

Our mission is to maximize our students’ learning potential and communicative competence
both in written and spoken English for their future academic studies and social lives in a
supportive, encouraging and collaborative learning environment by establishing and

maintaining the highest possible standards of excellence.

4. OUR CORE VALUES

* Pursuing Excellence

=  Welcoming Change and Innovation
= Accountability

= (Collaboration

= Respect

= Transparency

= Responsibility

=  Professionalism

6
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WHAT

“Only Success, Nothing Less.’

Y

Created by the EPP Instructor Ozge ALGUL

5. ICU EPP ORGANIZATIONAL STRUCTURE

EPP organizational structure is based on a system that outlines how certain EPP-related
activities are organized, performed and directed in order to achieve the short, medium and long
term goals of the EPP. All the rules, roles and responsibilities are clearly defined for all the EPP
centres, units and instructors to be able to perform more efficiently and effectively. EPP aims to
be a ‘Smart Organization’ utilizing collective intelligence and promoting collobaration,

cooperation, and communication.
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Highly qualified and experienced part-time instructors are
also hired to support ICU EPP academic staff according to the
changing needs of the EPP.

6. ICU EPP ORGANIZATION

CURRICULUM

DEVELOPMENT CENTRE

Robert Feehly

Curriculum
Develeopment
Coordinator
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TESTING AND ASSESSMENT CENTRE
. Nilgiin Ozkol " . ;
Serli Baran ) Beldan Ozant Fatih Tanriverdi
Coordinator
MATERIALS DEVELOPMENT CENTRE
Ahu D. Mehmet Jacob Senay
Dursun Celikbas Kanelos Kaplan
CONTINUOUS PROFESSIONAL DEVELOPMENT
TEACHER TRAINING PROGRAMS INDUCTION PROGRAMS
Ozlem Perks (Coordinator) Miige Tokman
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QUALITY ASSURANCE & STRATEGIC PLANNING COMMITTEE

EPP Robert Nilgiin Ahu = Tugsan
Coordinator Feehly Ozkol Dursun Qaciiiens Calin

ONLINE LEARNING PLATFORMS & INFORMATION AND
COMMUNICATION TECHNOLOGIES

Tugsan Calin

Mehmet Celikba Seckin Girgin
(Coordinator) ¢ 2 4 )
| |
. LIA ATANAT , ,
GOKCE ALTINTAS INTERIOR FATIH TANRIVERDI
PSYCHOLOGY SENAY KAPLAN DESIGN ENGINEERING

BUSINESS

+» Teamwork and collaboration are always at the very core of ICU EPP.

IF

there is a problem, we look for a solution
there is a better way, we find it

a teammate needs help, we are always ready

TOGETHER...
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7. EDUCATIONAL PHILOSOPHIES AND APPROACHES OF ICU EPP

'doAThose that
GIEE'&:D.II‘J teachf— Aristotle

Istanbul Commerce University English Preparatory Program is mainly based on “Principled and
Integrative Eclecticism”, which places a great emphasis on pragmatic, coherent, and pluralistic
approach to language teaching and learning (Brown, 1994; Gilliland, James & Bowman, 1994;
Larsen-Freeman, 2000). As known, excessive reliance upon a single approach in a language
program may lead to some serious complications such as static syllabuses, monotonous lesson
designs and mechanical in-class procedures and practices. Therefore, the main philosophy of
ICU English Preparatory Program is to be able to fit all its methods, as much as possible, to its
students’ needs and wants rather than expect the students to fit themselves to the program. The
approaches Istanbul Commerce University English Preparatory Program makes use of are

basically as follows:

4+ PROGRESSIVISM

= Learners learn by active experimentation; that is to say, by doing.

= Learners should be active in the process of learning instead of being a passive recipient of
the targeted knowledge and skills.

» Curriculum content is mostly derived from the learners’ own interests, preferences,
needs and abilities.

» Learning environment should be designed in a systematic way by emphasizing the
related learning experiences in every phase of the content design.

= Textbooks used are just the tools rather than the authority.

= Cooperation and interaction between the learners are of crucial importance for the
effectiveness of learning.

* Problem solving and critical thinking result in long-lasting learning.

11
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+ CONSTRUCTIVISM

» Learning should be internally controlled and mediated by the learner.

= Teaching should be focused on knowledge construction, not reproduction.

= Learners should be encouraged for self-awareness in the knowledge construction
process.

= (Contextualizing rather than abstracting instruction is of immense importance in creating
a more effective learning environment.

= Learning is more effective when a learner is actively engaged in the learning process
rather than attempting to receive knowledge passively.

= Learners are mainly responsible for their own learning.

= Learners should experience language and communication as empowering instances to
voice their own mental models.

» Learning environment should support collaborative construction of knowledge through
social negotiation and interaction.

= Cooperation, not competition, should be seen as an integral part of learning. Learning is a
social, collaborative activity.

= (Collaborative and cooperative learning are favoured in order to expose the learner to
alternative viewpoints.

= Scaffolding should be utilized to help learners perform just beyond the limits of their
ability.

= Problem-solving, higher-order thinking skills and deep understanding are emphasized.

= Errors should be exploited as mechanisms to get feedback on learners' understanding

and previous knowledge constructions.

+ HUMANISTIC APPROACH

= Topics of instruction should be directly relevant to the students' own lives.

» Language learners’ needs and expectations are of primary importance.

= Learners should learn to rely on each other and themselves in the learning process.
= Learners should be given opportunities to express their feelings about the learning

process.

12
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= Learning is facilitated in a cheerful environment. Learners learn non-defensively when
they feel secure.

= Errors are corrected gently, not in a direct, confrontational manner.

= Building a relationship with and among learners is very important.

= Language is basically for real communication.

= Learners should be made to feel success during the learning process.

= Learners are considered to be whole persons. The language learner is a worthy, valuable
individual.

= Learners need quiet reflection time in order to learn.

= Learners should take the responsibility of their own learning.

» The focus is on learning rather than teaching.

+ COGNITIVE CODE LEARNING

* Learning should be relevant and meaningful for learners.

= Learning requires cognitive processes and a great mental effort.

= Knowledge is acquired through active mental participation. Learners are aware of what
they are learning meaningfully.

= Learners should learn the meaningful functions of the language they try to learn.

= All the skills should be presented in an integrated fashion. This integrated approach helps
reflect the total picture of communication that is the ultimate goal of language
instruction.

= Language instruction should provide learners with opportunities for innovative and
creative language formation.

= Structural competence should be given in an inductive way.

= Acquiring the language is the learners’ own responsibility.

= Learning involves transferring the newly acquired knowledge to new contexts.

= Errors are important and necessary to learning.

= Learners should gain autonomy in the language by exploring it and by making choices.

13
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+ NATURAL APPROACH

= Learners should be provided with a language instruction that is conducive to acquisition
rather than mechanical learning.

= Meaning is the essence of language and learning language naturally.

= Learners’ affective state can act as a filter that impedes or blocks input necessary to
acquisition. Therefore, the affective state of the learners should always be taken into
consideration in all the phases of language instruction.

= Learners acquire language best by understanding input that is slightly beyond their
current level of competence.

= Learners’ delayed production should be respected. The level of the learners’ readiness for
production determines the quality and quantity of the production.

= Errors should be tolerated if they are not consistent and do not hinder meaning tried to

be conveyed.

+ COMPREHENSION APPROACH

= [t is very natural that at the earlier stages of learning comprehension precedes
production.

» Learning a language is building a map of meaning in the mind. Having the learners use
some prefabricated patterns and chunks does not lead to creative use of the language
learned.

» Language learning should be realized in contexts the learners can infer the meaning from.

= Learners should not be pushed too much so that they use the language creatively at the
very beginning of language instruction.

= The motivation for early production may cause a great stress and anxiety which increase
the level of affective filter of the learners.

= Learners should be able to infer the message although the message contains some
language items they are not familiar with.

= Learners should be exposed to abundant comprehensible input before they use this input

in their own spoken and written production.

14
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+ LEXICAL APPROACH

» Grammatical mastery is not sufficient on its own for effective communication.

= Comprehending fixed or formulaic lexical phrases as unanalysed wholes or chunks
facilitate communication.

» The language activities consistent with the lexical approach should include naturally
occurring language and raise learners' awareness of its lexical depth.

= Lexical phrases aid fluency in the acquisition of the language.

* The most productive learning is the one based on the real atmosphere of language
learning.

* Intensive and extensive reading improves vocabulary retention because words are
meaningful in their natural contexts.

= Learners should be taught dictionary use at the onset of language instruction.

= Errors of learners should be used as tools for improvement of the learners.

+ COMMUNICATIVE APPROACH

= Being able to communicate requires more than mastering linguistic structures. The
learners may know the rules of linguistic usage, but be unable to use the language.

» The Learner him/herself is in the centre of language instruction.

= Learners' motivation to learn comes from their desire to communicate in meaningful
ways about meaningful topics.

= Language instruction has to look at the use (function) of language in context, both its
linguistic context (what is uttered before and after a given piece of discourse) and its
social, or situational context (who is speaking, what their social roles are, why they have
come together to speak).

= Learners need to know that a function can be realized by different forms or that a form
can serve different functions. What is important, learners must draw on this knowledge
to choose the most appropriate form to fulfil the function intended.

= The classroom should provide opportunities for rehearsal of real-life situations and
provide opportunity for real communication.

» Inductive learning atmosphere facilitates the acquisition of target language structures.

15
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Active modes of learning are made use of including pair and group work.

The ability to develop strategies that can ensure effective communication is an
indispensable part of communicative competence.

Learners’ personal experiences and situations are of crucial importance and they are
considered as an invaluable contribution to the content of the lessons.

Analysis of language is done in specific contexts. Decontextualized language is not used as
a basis for skill instruction.

Authentic language should be made use of as much as possible.

Target language is not only the object of study, but also a means of classroom
communication.

Learners should work with language at the discourse or suprasentential level. Cohesion
and coherence, which bind the sentences together, should not be overlooked.

Errors are tolerated and seen as a natural outcome of the development of communication
skills.

The social context of the communicative event is essential in giving meaning to the
utterances.

Topical items with which language learners are already familiar in their own language
motivate them, arouse their interest and lead to more active participation.

Learners should work on all four skills from the beginning.

BLENDED LEARNING

Technology-enhanced language teaching brings about high retention level.

Learners should be made as autonomous as possible in taking the responsibility for their
own learning.

Presenting materials in a variety of formats helps maximize learner engagement.
Learners’ communication capacities could be enhanced using ICT opportunities.

Giving learners the chance to practice language without being embarrassed of making
their own mistakes could lower their language learning anxieties.

Learners should be able to have a multitude of opportunities for revising at their own
pace to consolidate their learning.

Blended instruction allows the learners to build social relationships between the teacher

and learners beyond the traditional classroom setting.

16
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[CANNOT TEACH
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8. ICU EPP FRAMEWORK
L1 L2 L3
. Al+ A2 A2 L4
Seviyeler Bl
Elementary+Pre- Pre- Intermediate B2
intermediate Intermediate Upper-Intermediate
Hafta 16 8 8 8
Saat/Hafta
20 20 20 20
(Pzt. — Cuma)
Toplam Saat 320 160 160 160
Unlock1+Unlock 2 Weekly Extra study extra study sheets
Genel R&W (Cambridge) Assignments& sheets
. Grammar Beyond Projects
Ingilizce Essentials
Materyalleri
Unlock 2 Pathways 2 ESP Materials
Akademik Extra Reading/Writing Extra (National
Ingilizce Booklets Reading/Writi  Geography) Achive 3000 Online
Okuma & Weekly ng Booklets Achive 3000 Platform
Yazma Assignments&projects Online
Platform
Extra
Akademik Extra Listening/Spea Weekly Weekly
Ingilizce N . king Booklets  Assignments  Assignments&projects
. Listening/Speaking
Dinleme & &
Booklets i
Konusma projects

9. Students are going to use the same textbooks when they fail and have to repeat the same level

again. Extra booklets will be different providing variety of articles and writing topics.
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10. ICU EPP MATERIALS

» General & Academic English Program Materials

UNIVERSITY PRESS

CAMBRIDGE

NATIONAL
GEOGRAPHIC

+ Extra Booklets (prepared by EPP) for
Reading/Writing/Grammar/ Listening/ESP
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11. ICU EPP LEVEL CONTENTS

ICU EPP has a modular system that consists of 4 language levels based mainly on CEFR.

Our students are basically taught EGP (English for General English Purposes) at Level 1, and
then at Level 2, 3, and 4 they are taught EGAP (English for General Academic Purposes). All the

targeted knowledge and skills to be taught are provided to the students in an integrated

v
y

structure.

’ 4

gi
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12. ICU EPP EXIT ROUTES

The students must follow the below routes to be able to complete the EPP successfully.

> (LEVEL! LEVEL +) A1 - B2

N O N

» LEVEL 2 - LEVEL 4 (A2 - B2)

m

> LEVEL 3 - LEVEL 4 (B1 - B2)

| B1 ] u
I

13. IN-CLASS ROLES OF THE ICU EPP INSTRUCTORS

* Guiding students in their learning process through appropriate in-class activities
= Helping students with their language-learning related problems

= Encouraging students to communicate with each other

21
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Providing authentic opportunities for students to use language in a non-threatening, safe
environment

Acting as an adviser, answering students’ questions sufficiently and monitoring their
performance regularly and carefully

Participating in some activities as a partner and co-communicator

Giving detailed feedback about the performance of students

Activating students' participation by arousing their interest

Establishing situations likely to promote meaningful and natural communication
Creating and sustaining a learning environment conducive to effective and productive
learning

Giving a clear focus for the lesson conducted

Fostering learner autonomy through the use of group-work and pair-work by acting as
more of a resource than a transmitter of knowledge

Showing flexibility and creativity in presenting class materials

Providing leadership and direction in the classroom

Giving students adequate opportunities for practice and application

Setting achievable and realistic learning goals and using effective evaluation strategies to
see if the goals are being reached

Making the atmosphere in the classroom pleasant and establishing and maintaining
friendly relationships with students

Teaching text and sentence-level grammar in contexts to help students understand the
structure and style of the English language

Being motivationally and behaviourally active in achieving the instructional goals
Enabling students to take risks when expressing their ideas or attempting new learning
experiences

Controlling students, monitoring their interactions, disciplining them

Hypothesizing the effects of teaching on students' learning and analysing to improve
teaching and learning quality

Being even-handed towards all students, irrespective of who they are

Teaching students how to learn, training them in strategy use, and promoting
independence

Evaluating errors systematically and correcting appropriately

Being tolerant of slips or mistakes of students

22
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Using instructional time as effectively and productively as possible

Increasing student talk by minimizing teacher talk in the lesson

Creating a learning environment that can cater to different learning styles

Choosing and adapting materials for students to better achieve the level outcomes
Guiding students through the syllabus, rather than just through the textbooks

Judging your teaching and finding creative solutions in student guidance when "by the
book" learning is not effective

Utilizing technology in the classroom to enrich teaching and learning

TOUCHES A HEART

23
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14. SOME IMPORTANT DETAILS ABOUT ICU EPP

L&Jf’S TGIL A\)oujr

» A student told me, “I have got a strange feeling that I know English, I

really feel it in all my cells...”

® If an incoming student presents a passing score from any of the following senate-
approved exams, he or she earns the right of enrolling in their freshman programs

at their faculties and departments.

EXAM MINIMUM SCORE VALIDITY PERIOD
TOEFL IBT 72 2 Years
YDS 60 5 Years
PTE ACADEMIC 55 2 Years
FCE C Limitless

® [fa student does not provide a passing score from an exam stated in the list above,
she/he must enter the ICU English Preparatory Program Proficiency Exam (ICU
EPE).

= [f a student gets a score below 65% on the proficiency exam, she/he must sit
through the English Preparatory Program and take the Placement test.

= [f a student gets 65% out of 100 or above on the EPP proficiency exam (ICU EPE),
she/he earns the right to proceed to the Freshman Program.

® [CU EPE is conducted three times throughout an academic year: at the start, in the
middle and at the end of the related academic year.

= Please click on the link below to see the sample EPE updated in 2018. The 140
minute test comprises 80 multiple choice questions (80pts.) and 1 essay task
(20pts.).

https: //www.ticaret.edu.tr/tr/Sayfa/Akademik/HazirlikOkulu/Yeterlilik%20ve%20Yerle%C5%9Ftirme%20
S%C4%B1navlar%C4%B1

24
English Preparatory Program
Istanbul Commerce University
Prepared by ICU EPP Coordinatorship in 2018


https://www.ticaret.edu.tr/tr/Sayfa/Akademik/HazirlikOkulu/Yeterlilik%20ve%20Yerle%C5%9Ftirme%20S%C4%B1navlar%C4%B1
https://www.ticaret.edu.tr/tr/Sayfa/Akademik/HazirlikOkulu/Yeterlilik%20ve%20Yerle%C5%9Ftirme%20S%C4%B1navlar%C4%B1

III
ISTANBUL COMMERCE
UNIVERSITY

> A student asked me, “Let’s say, I failed in the ICU EPE, what will happen

next? Is it the end of the world? What will I say to my father?”

ICU English Preparatory Program Placement Exam (EPT) is given after the ICU EPE.
This test directly aims to determine the students' level of English knowledge in order to
place them in the class appropriate to their English levels. The test is 120 minutes long
and assesses grammar and vocabulary knowledge; as well as reading and writing skills.

> A student told me, “I don’t need to be in the classroom to learn English,

especially in your classroom”

Above all, all the EPP instructors should stress in their classrooms that students
who attend their classes regularly show better linguistic performance than those
who do not. Regular attendance to classes is mandatory at the ICU EPP. All the
EPP students are required to attend minimum 90% of the total number of their
classes. Absenteeism is kept track and recorded by the EPP instructors very
carefully, and the student signatures taken for every class attended are submitted
to the EPP Coordinator’s Office every day.

All the EPP students, themselves, are mainly responsible for the subjects taught
and covered during their absence. They cannot demand their instructors to repeat
the content of the lesson they have missed. Furthermore, it is the students’
responsibility to learn the homework assignments given by the instructors in the
classes from which they are absent and complete them meeting the deadlines.
Students are supposed to be in the classroom before the lessons start and their
instructors arrive.

Reliable health reports might be accepted by the ICU EPP, but the students with
reports (No matter what the report or situation is) cannot exceed 20%
absenteeism ratio out of the related level total hours (160hrs.). If the students
exceed their absenteeism limits, they will not be allowed to sit for the Final exams
held at the end of the related sessions; and will fail automatically in the related

level and have to repeat the same level program once again.
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Students should submit their health reports within 3 working days of the ending
of the health report at the latest to the related-class EPP instructor and the EPP
instructor himself or herself submits the reports to the Coordinator’s Office before
the end of the related working day. Health reports are accepted only for the
‘Midterm’ and ‘Final’ exams in the testing and assessment system of EPP. When a
student misses a quiz, presentation, etc., they cannot demand a make up for their
excuses.

Students might be let in the classes when they are max. 10 min. late for the first
lessons in the mornings (without being marked absent); in the other lessons the
students might be late max. 5 min. (without being marked absent). In the event of
exceeding the 5 min. limit, the decision whether to let the student in or not belongs
to the related EPP instructor according to the excuse provided; and no matter
what the excuse is, the late comer student is marked late in the attendance sheet
(Instructors might use reasonable initiative in terms of marking the student late
after evaluating the reason of being late). Three times of such tardiness will equal

one class-hour absence.

» A student told me, “Reading is dreaming with open eyes, so please don’t

try to make me sleep in the lessons with your textbooks”

All the EPP students are required to bring their related program textbooks and the
necessary stationery to the classes regularly. Photocopied or pirated program
materials are not allowed in any way. Neither Istanbul Commerce University nor
English Preparatory Program is legally responsible for the pirated books tried to
be used by the students when legally detected. The students who want to abuse or
violate the related laws could face serious legal problems and big fines and they
must be given serious warnings in the lessons about it. The students who do not
bring their program materials to their classes continuously are first warned by
their instructors verbally. If repeated, the instructors are entitled to invite the
related students to the outside of the classroom; and they could be marked absent

for that lesson.
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» A student told me, “I believe that real communication is face-to-face

and one-on-one”

ICU EPP assigns its instructors scheduled office hours. As known, office hours are
great opportunities for not only helping students with their questions they may
have in respect to the related program contents, but also for getting to better
acquaint yourself with your students. Developing a good rapport with your
students will help to enrich and enhance both your teaching as well as your
students’ learning.

All the EPP instructors are expected to hold two scheduled office hours a week and
promote the importance of these hours in their classes emphasizing the
opportunities the students can obtain such as finding pratical solutions for their
learning difficulties and deficiencies.

You should ask your students to specify why they need to see you. Knowing the
purpose will make it more focused and cut down on going-nowhere explorations,

and of course time.

> A student asked me, “Is it possible to live without mobile phones?”

All the ICU EPP students must keep their mobile phones off during the lessons. If a
student uses his/her mobile phone during the lesson without prior permission
given by the instructor, he/she is first warned verbally by the instructor; if it is
repeated, he/she is warned outside the class for the last time. If nothing changes,
the related student’s situation is notified to the EPP Coordinator’s Office in the
shortest time.

When the student does not heed the warnings of the instructor, EPP instructors
always have the right to invite the related student out of the classroom and mark
as absent.

There must be ‘zero tolerance’ for mobile phone use for the duration of the lesson.
The tolerance shown by an instructor might cause some problems for the other

EPP classrooms whose instructors strictly try to adhere to the institutional policy.
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» An EPP instructor told me, “Time has a wonderful way of showing us

what really matters”

® QOur morning lessons start at 08.30 and finish at 12.20 from Monday to Friday. The
EPP instructors working in the morning session might leave at 15.30p.m.
provided that there are no EPP-related responsibilities, duties or
organizations such as meetings, trainings, etc. for the related working day.

®  Qur afternoon lessons start at 12.45p.m. and finishes at 16.35p.m. from Monday to
Thursday. On Fridays, our afternoon session starts at 13.45p.m. and finishes at
17.35. The EPP instructors working in the afternoon session must be at ICU at
09.30a.m. and might leave at 16.50p.m. (Except Fridays) if there is no EPP-
related organizations such as meetings.

® Assigning morning or afternoon classes to the instructors (both full-time and part-
time) might be subject to change from session to session. EPP Coordinator has
always the right to organize the classes of the instructors, whether morning or
afternoon, according to the needs arising and personal, managerial, and
institutional preferences.

® [tis vital that all the EPP instructors start and finish their lessons on time. ICU EPP

strongly wants to implement ‘punctuality’ into its organizational culture.

» An EPP instructor asked me, “What do these level coordinators do?

Really I don’t understand.”

= Level coordinators are of crucial importance at ICU EPP. They are responsible for
the following;
1. Enabling that the syllabus is followed by the related-level instructors in
harmony with the predetermined goals and objectives.
2. Monitoring all the curriculum-related operations both in and outside the
class for the purpose of ensuring compliance and collecting structured

and unstructured feedback to maximize program effectiveness.
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3. Providing support to the related-level instructors in terms of level
orientation when necessary, helping them further settle into their roles
and responsibilities quickly.

4. 1dentifying level-related needs (e.g. supplementary materials, equipment,
etc.) for the purpose of providing timely feedback to the EPP Coordinator
that could improve the quality of teaching and learning.

5. Working with the EPP Coordinator and the related-level instructors in
close cooperation to ensure the efficiency and effectiveness of the day-to-
day teaching operations of the EPP by maintaining predetermined quality
standards.

6. Being available to both the related-level instructors and the students for
much-needed consultation and advice.

7. Establishing and maintaining effective communication with and among
the related-level instructors; and playing an intermediary role between
the EPP committees and units and the related-level EPP Instructors.

8. Arranging weekly level meetings and reporting the results to the EPP
Coordinator (Level coordinators cannot make decisions on their own
or with the related level instructors for any program-related issues
arising or raised at the program levels they are responsible for).

9. Informing the OLP & ICT of the units to be covered and assigned as online
homework for the related weeks.

10. Attending some meetings to be organized by the EPP Coordinator

throughout the related programs.

» An EPP instructor told me, “I want to keep on working, actually nobody

can stop me, butI can’t. ] am very ill.”

= All the EPP instructors are expected to carry out substitution duties in the absence
of the related class instructor, which is planned, organized and assigned by the
EPP Coordinator’s office (Admin. Assistant). It is not expected of the substitute
instructors to do a very engaging or creative lesson, they can just teach the
related program content in the syllabus within the content offered by the

related level textbooks.
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Apart from illness, it is very important to notify the EPP Coordinator as soon as
possible if an instructor plans to be absent for some reason. Immediately after
getting the EPP coordinator’s permission in person, the instructor is requested to
fill up the related EPP form for his/her absence.

In case of an illness exceeding 1 day a medical report must be submitted to the

admin assistant.

> An EPP instructor told me, “A meeting is an event at which the minutes

are kept and the hours are lost.”

All the EPP instructors are required to participate in the meetings held for various
purposes; and the instructors are expected to be present at these meetings on
time. Non-attendance at a meeting organized is only possible for an emergency or
urgent, unexpected matter. In such cases, the related instructor must notify his or
her situation to the organizer of the meetings and the EPP Coordinator in writing

by filling up an official form.

GLASBERGEN

“The last thing I remember, I was sitting in a
staff meeting. Apparently, I died from boredom.”

» An EPP instructor told me, “Normally I'm very untidy, but I'm trying to

change. I need a second chance.”

After the lessons end in the morning sessions, the related instructors will be
responsible for leaving the teacher’s desk and tech equipment clean and tidy. It is

of crucial importance, since afternoon sessions will start shortly after the morning
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sessions. You should help the afternoon session instructor start his or her lesson

immediately, without losing any time.

> An EPP instructor asked me, “Is it possible to be positive all the time?”

= [CU EPP Administration is totally committed to providing a supportive,
encouraging, fair and positive professional working environment for the
instructors. The instructors are also expected to contribute to such a working
environment in which cooperation, collaboration, and communication are
nurtured. The instructors are also requested to be as respectful as possible in their
attitudes towards each other and demonstrate high level of professionalism. A
positive working environment involves acceptance and tolerance of differences in
perspectives, approaches, working habits or styles between the instructors; but
these individual differences must not be replaced with the organizational values,

institutional work standards, policies and expectations in any circumstance.
> A student told me, “I learn better when I eat or drink something.”

®" No food or drinks (except water) are allowed in the classrooms. You should not
forget that you will leave the classroom to the afternoon session instructors clean

and tidy.

» 1told a student, “If you want to stop smoking, just learn to love

yourself.”

®" You should inform your students that smoking is strictly forbidden and not

allowed anywhere inside the building.

> An EPP instructor asked me, “I can’t decide what to wear today, will

you help me?”

= All the EPP instructors are expected to dress in a presentable, clean, neat and

professionally appropriate manner at all times. The golden rule is below:
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“Style is a way to say who you are without having to speak.”

Rachel Zoe

15. THE MUST-HAVE QUALITIES OF ICU EPP INSTRUCTORS

Good and qualified teachers are the most important part for efficient functioning of any language
program and for enhancing the quality of student learning. Classroom-level research also
endorses that a good teacher and actions to be taken on his/her part in the classroom play a
pivotal role in promoting efficient and effective learning on the part of the students (Markley,

2004).

Bearing the above in mind, ICU EPP instructors should have the below qualities;

= Excellent interpersonal communication skills

= Well-organized, dependable, and able to effectively manage the classroom
= Flexible and open to change when things go differently than planned

= Innovative mind that can go off the track in order to be on the track

= Holding positive attitudes towards students, colleagues and work

= Tolerance and respect for different perspectives or views

= Showing commitment to personal and professional development

= (Collaborative and team player

» Engaging personality and teaching style
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= Accessible, enthusiastic and caring
» Educational leadership

= Asharp sense of humour

A GOOD TEACHER

IS LIKE A CANDLE

IT CONSUMES ITSELF
T0 LIGHT THE WAY
FOR OTHERS

ChC

16. ICU EPP INSTRUCTOR RECRUITMENT PROCEDURE

The rect ICU EPP
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Candidates chosen
«ICU EPP are announced on
_ Short-listed +ICU EPP - SHSWERSEE
Canl({il(éate_s arﬁLES candidates are Candidates
ranked using ’ given a written «ICU EPP
an , or conducted.
KPDS scores.
«ICU EPP -
Candidates \_/

17. LEGAL REGULATION REGARDING INSTRUCTOR RECRUITMENT

Resmi Gazete Tarihi: 31.07.2008 Resmi Gazete Sayis1: 26953

OGRETIM UYESI DISINDAKiI OGRETiM ELEMANI KADROLARINA YAPILACAK
ATAMALARDA UYGULANACAK MERKEZI SINAV iLE GiRi$ SINAVLARINA iLiSKIN USUL VE
ESASLAR HAKKINDA YONETMELIK(®

BIRINCI BOLUM
Amag, Kapsam, Dayanak ve Tanimlar

Amag

MADDE 1 - (1) Bu Yoénetmeligin amaci, 6gretim iiyesi disindaki 6gretim elemani kadrolarina
yapilacak atamalarda uygulanacak merkezi sinav ve giris sinavlarina iliskin usul ve esaslarla bu sinavlara
girecek adaylarda aranacak sartlar1 belirlemektir.

Kapsam

MADDE 2 -(Degisik:RG-14/3/2016-29653)

(1) Bu Yonetmelik, Devlet ve vakif yiiksekogretim kurumlarinin 6gretim gorevlisi, okutman,
arastirma gorevlisi, uzman, cevirici ve egitim-6gretim planlamacisi kadrolarina yapilacak atamalari
kapsar.

(2) 8/4/1929 tarihli ve 1416 sayili Ecnebi Memleketlere Gonderilecek Talebe Hakkinda Kanun
kapsaminda ilk defa bu Yonetmelik kapsamindaki kadrolara yapilacak atamalarda, 26/4/2014 tarihli ve
28983 sayili Resmi Gazete’de yayimlanan Tipta ve Dis Hekimliginde Uzmanlik Egitimi Yonetmeligi
hiikiimlerine gore uzmanlk egitimi almaya hak kazananlarin arastirma gorevlisi kadrolarina
atanmalarinda, 4/11/1981 tarihli ve 2547 sayili Yiksekogretim Kanunun 50 nci maddesinin birinci
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fikrasinin (d) bendi kapsaminda bir devlet yiiksekdgretim kurumunda gérev yapmakta olan arastirma
gorevlilerinin ayni yliksekogretim kurumunda 2547 sayili Kanunun 33 iincii maddesinin (a) fikrasi
kapsamindaki arastirma gorevlisi kadrolarina atanmalarinda, devlet hizmeti ytkiimliligi kurasi
sonuglarina gore uzman kadrolarina atanmalarda, bu Yonetmelik kapsamindaki kadrolarda istihdam
edilenlerin gorev siiresi uzatimi mahiyetindeki yeniden atanmalarinda ve yabanci uyruklu 6gretim
elemanlarinin sdzlesmeli olarak ¢alistirilmalarinda bu Yonetmelik hiikiimleri uygulanmaz.

Dayanak

MADDE 3 - (1) Bu Yénetmelik, 2/9/1983 tarihli ve 78 sayih Yiiksekdgretim Kurumlar1 Ogretim
Elemanlarinin Kadrolar1 Hakkinda Kanun Hiikmiinde Kararnamenin ek 8 inci maddesi ile 4/11/1981
tarihli ve 2547 sayili Yiiksek6gretim Kanununun 65 inci maddesine dayanilarak hazirlanmistir.

Tanimlar

MADDE 4 - (Degisik:RG-4/3/2014-28931)

(1) Bu Yonetmelikte gecen;

a)(Degisik:RG-14/3/2016-29653) Giris Sinavi: Bu Yonetmelikte belirtilen jiiri tarafindan,
yabanci dil okutmani ve ¢evirici kadrolari i¢in yapilacak s6zlii sinavy; diger kadrolar icin yapilacak yazil
sinavl; yabanci dille egitim-6gretim yapilan programlardaki 6gretim gorevlisi kadrolar: icin yapilacak
s0zlu siav ve s6zll sinav sonucu basarili olanlar i¢in senato karari olmasi halinde yapilacak yazili sinavi,

b) Merkezi Sinav: Olgme, Secme ve Yerlestirme Merkezi tarafindan yapilan Akademik Personel ve
Lisanststii Egitim Sinavini (ALES),

ifade eder.

iKINCI BOLUM
Merkezi Sinav ve Giris Sinavlarina ilan ve Basvurma Sartlan

Merkezi sinav
MADDE 5 - (1) (Degisik birinci ciimle:RG.19/9/2009-27354) Akademik Personel ve Lisansiistii
Egitim Sinavina, bir lisans programindan mezun olabilecek durumda olanlar, lisans mezunu olanlar ile
denklik belgesi almis olmak kaydiyla yurtdisinda lisans 6grenimini tamamlamis olanlar miiracaat
edebilirler. Alanlarindaki puan tiirinden yiiz Uzerinden yetmis puan alanlar sinavda basaril
sayilirlar. (Degisik ciimle:RG-4/3/2014-28931) Bu sinavin sonuglari agiklandig tarihten itibaren ti¢ y1l
stireyle gecerlidir.

Genel sartlar

MADDE 6 - (Degisik:RG-14/3/2016-29653)

(1) Bu Yonetmelik kapsamindaki 6gretim elemani kadrolarina yapilacak atamalarda;

a) 657 sayili Kanunun 48 inci maddesinde belirtilen sartlari tasimak,

b) Ogretim tiyesi disindaki 6gretim eleman1 kadrolarina yapilacak atamalarda ALES’ten en az 70,
Yiiksekogretim Kurulu tarafindan kabul edilen merkezi yabanci dil sinavindan en az 50 puan veya
esdegerligi kabul edilen bir sinavdan bu puan muadili bir puan almis olmak,

gerekir. Merkezi sinav muafiyetinden yararlananlarin 6n degerlendirme ve degerlendirme
asamalarinda ALES puani 70 olarak kabul edilir.

(2) Universite ve yiiksek teknoloji enstitiileri senato karariyla, bu Yonetmelikte belirlenen ALES ve
yabanci dil puan barajlarinin iizerinde bir puani asgari puan olarak belirleyebilirler.

(3) On degerlendirme ve degerlendirme asamalarinda lisans mezuniyeti notunun hesaplanmasinda
kullanilacak, not sistemlerinin 100’liik not sistemine esdegerligi Yiiksekogretim Kurulu karariyla
belirlenir.

(4) Yabanc dille egitim-6gretim yapilan programlardaki 6gretim goérevlisi kadrolarina yapilacak
atamalarda, Yiiksek6gretim Kurulu tarafindan kabul edilen merkezi yabanci dil sinavindan atama
yapilacak programin egitim dilinde en az 80 puan veya esdegerligi kabul edilen bir sinavdan bu puan
muadili bir puana sahip olmak sart1 aranir.
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(5) Yuksekogretim kurumlari, bu Yonetmelige tabi 6gretim elemani kadro ilanlarinda lisans veya
lisansiistii mezuniyet alanlari ile ilan edilen alana ait bilimsel, nesnel ve denetlenebilir kosullar disinda
aday1 tanimlayan o6zel sartlar koyamazlar.

(6) Alaninda tecriibe sahibi olmak sartinin, hangi 6grenim diizeyinden sonrasina ait oldugu
ilanlarda belirtilir.

Ozel sartlar

MADDE 7 - (Degisik:RG-14/3/2016-29653)

(1) Arastirma gorevlisi kadrosuna basvurabilmek i¢cin en az lisans mezunu olmak ve ilana ilk
basvuru tarihi itibariyla otuz bes yasini doldurmamis olmak gerekir.

(2) Yiiksekogretim kurumlarinda tipta uzmanlik ve tipta yan dal uzmanlik egitimi yapmakta olan
tabip veya uzman tabip arastirma gorevlileri, uzmanlk egitimlerini tamamladiklarinda Saghk
Bakanligina, uzman olduklarinin bildirildigi tarihten sonraki ilk Devlet Hizmeti Yiikiimlaligii Kurasi
sonuglarinin, kurumlarina teblig edildigi tarihe kadar kurumlar ile iliskileri kesilmeksizin arastirma
gorevlisi olarak gorev yapmaya devam ederler.

(3) Ogretim gorevlisi kadrosuna basvuru icin aranacak 6zel sartlar sunlardir:

a) Lisans diizeyinde egitim yapilan birimlere (rektorliige bagh boliimler dahil) basvuracak 6gretim
gorevlisi adaylarinda en az tezli yliksek lisans mezunu olmak veya lisans mezunu olmak ve
belgelendirmek kaydiyla alaninda en az bes y1l tecriibeli olmak,

b) Gilizel Sanatlar Fakilteleri, Egitim Fakiiltelerinin Glizel Sanatlar Egitimi Boliimleri,
Konservatuarlar ile 6n lisans dilizeyinde egitim yapilan birimlere bagsvuracak o0gretim gorevlisi
adaylarinda en az tezli yiiksek lisans mezunu olmak veya lisans mezunu olmak ve belgelendirmek
kaydiyla alaninda en az iki y1l tecriibeli olmak.

(4) Okutman kadrosuna basvuru i¢in aranacak 6zel sartlar sunlardir:

a) Yabanc dil okutmanlari hari¢ olmak iizere lisans diizeyinde egitim yapilan birimlerde
(rektorliige bagh boliimler dahil) atanacak okutman adaylarinda en az tezli yiiksek lisans mezunu olmak,

b) Yabanc dil okutmani bagvurularinda, ilan edilen yabanci dilde Yiiksekogretim Kurulu tarafindan
kabul edilen merkezi yabanci dil sinavindan en az 80 puan veya esdegerligi kabul edilen bir sinavdan bu
puan muadili bir puana sahip olmak.

(5) Uzman ve egitim-6gretim planlamacisi kadrosuna basvurabilmek icin en az tezli yiiksek lisans
mezunu olmak veya lisans mezunu olmak ve belgelendirmek kaydiyla alaninda en az iki yil tecrtibeli
olmak gerekir.

(6) Cevirici kadrosuna basvuru icin aranacak 6zel sartlar sunlardir:

a) En az tezli yiiksek lisans mezunu olmak veya lisans mezunu olmak ve belgelendirmek kaydiyla
alaninda en az iki yil tecriibeli olmak,

b) Yiiksekogretim Kurulu tarafindan kabul edilen merkezi yabanci dil sinavindan en az bir dilde 80
puan veya esdegerligi kabul edilen bir sinavdan bu puan muadili bir puan almis olmak.

Ilan

MADDE 8 - (1) Yiiksekodgretim kurumlarinda ihtiya¢ duyulan 6gretim ftiyesi disindaki 6gretim
elemani kadrolari, varsa ilgili birimin béliim baskaninca, boliim kurulunun gériisti alinarak fakiiltelerde
dekanliga, konservatuar ve yiliksekokullarda miidiirliiklere, rektorliige bagh boliimlerde rektorliige,
enstitlilerde ise enstitli yonetim kurulunun goriisii alinarak, midiir tarafindan, ilan edilmek {tizere
rektorliige iletilir. Rektorliikler kendilerine ulasan kadro taleplerini en geg bir ay icinde Yiiksekdgretim
Kurulu Baskanligina bildirirler. 78 sayili Kanun Hiikmiinde Kararnamenin 5 inci maddesine gore
kullanma izni verilen kadrolar Yiiksekogretim Kurulunun internet adresinde yayinlanmak iizere
rektorliikce Yiiksekogretim Kurulu Bagkanligina gonderilir. llan metninde adaylarda bu Yonetmelik
kapsaminda belirlenen sartlar, son basvuru tarihi, 6n degerlendirme sonuglarinin ilan tarihi, giris sinavi
tarihi (Ek ibare:RG-14/3/2016-29653) , yabancl dille egitim-6gretim yapilan programlardaki gretim

gorevlisi kadrolarinda senato karariyla s6zli sinav sonucu 60 ve lizeri puan alanlar icin yazili sinav
yapilacaksa yazili sinav tarihi ve sonugclarinin agiklanacag (Degisik ibare:RG-4/3/2014-28931) giinler

ile internet adreslerini iceren sinav takvimi de belirtilir. Son basvuru tarihi ilan tarihinden itibaren onbes
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glinden az olarak belirlenemez. (Degisik ciimle:RG-4/3/2014-28931) Adaylarin basvurulari, sahsen
veya posta yoluyla ilanda belirtilen adrese ya da ilanda belirtildigi takdirde internet erisimi lizerinden
yapilir. (Ek ciimle:RG-4/3/2014-28931) Postadaki gecikmeler ve ilanda belirtilen siireler icinde
yapilmayan basvurular dikkate alinmaz.

Giris sinavi jiirisinin belirlenmesi

MADDE 9 - (1) Yiiksekogretim kurumlarinda giris sinavi jurisi; fakiltelerde dekanin;
konservatuar, enstiti, yiiksekokul ve meslek yiiksekokullarinda mudiiriin 6nerecegi en az sekiz 6gretim
liyesi arasindan (biri ilgili anabilim dal baskani, anabilim dali baskani yoksa boliim bagkani olmak tizere)
ilgili yonetim kurulunca secilecek ii¢ asil bir yedek iiyeden olusur. Onerilen iiyelerin, atama yapilacak
O0gretim eleman1 kadro unvaninin gerektirdigi gorev alani ile ilgili olmasi esastir.

(2) Juri, iyeleri arasindan birini raportdér olarak belirler.

On degerlendirme

MADDE 10 - (Degisik:RG-14/3/2016-29653)

(1) Sinav jlirisi; miiracaatlarda, miiracaat eden adaylar arasindan ilan edilen kadro sayisinin on
katina kadar adayi, yabanci dil okutmani, ¢evirici ve yabanci dille egitim-6gretim yapilan programlardaki
o0gretim gorevlisi kadrolarinda (meslek yiiksekokullarinda bu kadrolarda istihdam edilecekler de dahil
olmak tizere) ALES puaninin %401 ve yabanci dil puaninin %60’1n1, diger kadrolarda ALES puaninin
%60’1n1 ve yabanci dil puaninin %40’1n1; meslek yiiksekokullarina miiracaatlarda ise ALES puaninin
%70’'ini ve lisans mezuniyet notunun %30'unu dikkate alarak belirler ve kadro ilaninda belirtilen
internet adresinde ilan eder. Bu siralamaya gore son sirada ayni puana sahip birden fazla adayin olmasi
halinde, bu kisilerin tamami sinava cagrilir. Bagvuru sayisinin ilan edilen kadronun on katindan az olmasi
halinde, adaylarin tamamu giris sinavina alinir. Adaylarin 6n degerlendirmede dikkate alinan puanlari ile
lisans mezuniyet notlar1 kadro ilaninda belirtilen internet adresinde ilan edilir.

Giris sinavlari

MADDE 11 - (Degisik:RG-14/3/2016-29653)

(1) Giris sinavi, sinav jlrisi tarafindan; yabanci dil okutmani, ¢evirici kadrolarinda adaylarin
mesleki ifade ve bilgi becerisi ile anlatim yetenegini Olcecek sekilde sadece sozlii, bu Yonetmelik
kapsamindaki diger kadrolar i¢in ise ilan edilen alanla ilgili bilgi diizeyini 6lgecek sekilde sadece yazil
olarak yapilir. Yabanci dille egitim-6gretim yapilan programlardaki 6gretim gorevlisi kadrolarinda sozlii
sinav yapilir. Ancak senato karar1 olmasi halinde s6zlii sinav sonucu 60 ve iizeri puan alanlar icin yazil
sinav da yapilir. Bu durumda olanlarin giris sinavi puani, s6zli ile yazili sinavin aritmetik ortalamasi
alinarak hesaplanir.

(2) Sinav jiirisi yazili ve sozli sinavin nesnel, 6lgiilebilir ve denetlenebilir olmasini saglar. Raportor
olarak belirlenen tiye, sinavlarin soru ve cevaplarini tutanak altina alir.

(3) Sozli sinav sonuglar: kadro ilaninda belirtilen internet adresinde ilan edilir. S6zli sinav sonucu
60 puanin altinda olanlar basarisiz sayilirlar ve degerlendirme asamasina gecemezler.

Degerlendirme

MADDE 12 - (Degisik:RG-14/3/2016-29653)

(1) Sinav jiirisi degerlendirmesinde; yabanci dil okutmani, ¢evirici ve yabanci dille egitim-6gretim
yapilan programlardaki 6gretim gorevlisi kadrolarinda (meslek yiiksekokullarinda bu kadrolarda
istihdam edilecekler de dahil olmak tizere) ALES puaninin %30’unu, lisans mezuniyet notunun %10’unu,
yabanci dil puaninin %30’unu ve giris sinavi notunun %30’unu; diger kadrolarda ALES puaninin
%30’unu, lisans mezuniyet notunun %30’unu, yabanci dil puaninin %10’unu ve giris sinavi notunun
%30’unu; meslek ytliksekokullarinda ise ALES notunun %35’ini lisans mezuniyet notunun %30’unu ve
giris sinavi notunun %35’ini hesaplayarak ilan edilen kadro sayis1 kadar aday1 basar1 sirasina gore
belirler. Degerlendirme puani 65 puanin altinda olanlar sinavlarda basarisiz sayilir. Adaylarin
degerlendirmede dikkate alinan puanlari ile lisans mezuniyet notlar1 kadro ilaninda belirtilen internet
adresinde ilan edilir.

Sinavlarda basarili olanlarin atanmasi

MADDE 13 - (1) Sinavlarda basarili olan adaylar, basar1 puanlari esas alinarak ilan edilir. (Degisik
ciimle:RG-14/3/2016-29653)ilan edilen kadro sayis1 kadar yedek aday da ilan edilir. Atamalar
yluriirliikkteki mevzuata gore yapilir.
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UCUNCU BOLUM
Cesitli ve Son Hiikiimler

Muafiyet

MADDE 14 - (Degisik:RG-14/3/2016-29653)

(1) Doktora veya sanatta yeterlik egitimini tamamlamis olanlarin, tipta veya dis hekimliginde
uzmanlik egitimini tamamlayanlarin, meslek yiiksekokullarinin Yiiksekogretim Kurulu tarafindan
belirlenen uzmanlik alanlarina atanacak 6gretim gorevlilerinin ve yiiksekdgretim kurumlarinda 6gretim
tyesi disindaki Ogretim elemani kadrolarinda c¢alismis veya calismakta olanlarin bu Yonetmelik
kapsamindaki 6gretim elemani kadrolarina basvurularinda merkezi sinav sarti aranmaz.

(2) Meslek ytiksekokullarinin, yabanci dil okutmani, gevirici ve yabanci dille egitim-6gretim yapilan
programlarindaki 6gretim gorevlisi kadrolari haricindeki 6gretim elemani kadrolarina basvurularda
yabanci dil sart1 aranmaz.

Yiiriirliikkten kaldirilan yonetmelik

MADDE 15 - (1) 5/9/2006 tarihli ve 26280 sayil1 Resmi Gazetede yayimlanan "Baz1 Akademik
Kadrolara Ogretim Elemam Disindaki Kadrolardan Naklen Yapilacak Atamalarda ya da Aciktan
Atamalarda Uygulanacak Merkezi Sinav ile Giris Sinavlarina iliskin Usul ve Esaslar Hakkinda Yonetmelik"
yurirlikten kaldirilmistir.

GECICI MADDE 1 - (1) Bu Yénetmelik yayimlanmadan énce Ogretim Uyesi Yetistirme Programi
cercevesinde yapilan sinavlarda basarili olarak bir yiliksekdgretim kurumunda arastirma gorevlisi
kadrosuna atanmaya hak kazananlar hakkinda bu yonetmelik hiikiimleri uygulanmaz.

GECiCi MADDE 2 - (Ek:RG-9/3/2010-27516) (Miilga:RG-4/3/2014-28931) (Miilga:RG-
26/12/2014-29217)

GECICI MADDE 3 - (Miilga:RG-14/3/2016-29653)

GECICI MADDE 4 - (Ek:RG-24/1/2015-29246)

(1) Bu maddenin yayim tarihinden once ilan edilip 6n degerlendirme ve giris sinavi agamalari
tamamlanan 6gretim tyesi disindaki 6gretim elemani kadrolarina atamalarda 12 nci maddenin son
climlesi uygulanmaz.

GECICi MADDE 5 - (Ek:RG-14/3/2016-29653)

(1) Bu maddenin yayim tarihinden 6nce ilan eden 6gretim iiyesi disindaki 6gretim elemani
kadrolarina atamalarda 6nceki Yonetmelik hiikiimleri uygulanir.

Yiiriirlik

MADDE 16 - (1) Bu Yonetmelik yayimi tarihinde yiirtirliige girer.

Yiriitme

MADDE 17 - (1) Bu Yonetmelik hiikiimlerini Yiiksekogretim Kurulu ytriitiir.

(M Bu yénetmeligin adi “Ogretim Uyesi Disindaki Ogretim Elemani Kadrolarina Naklen veya Aciktan
Yapilacak Atamalarda Uygulanacak Merkezi Sinav ile Giris Sinavlarina iligkin Usul ve Esaslar Hakkinda
Yoénetmeligi” iken 14/3/2016 tarihli ve 29653 sayili Resmi Gazete’de yayimlanan “Ogretim Uyesi Disindaki
Ogretim Elemam Kadrolarina Yapilacak Atamalarda Uygulanacak Merkezi Sinav ile Giris Sinavlarina
Iliskin Usul Ve Esaslar Hakkinda Yoénetmelik” ile metne islendigi bicimde degistirilmigtir.
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18. LEGAL REGULATION REGARDING DISCIPLINE AND MALPRACTICE

Resmi Gazete Tarihi: 21.08.1982 Resmi Gazete Sayis1: 17789
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Atamaya Yetkili Amir: Yiiksekdgretim Kurulu Baskanini, Universitelerarasi Kurul Bagkanini,
Rektor, Dekan, Yiiksekokul ve Enstitii Miiduriini,

Universite Yoneticisi: Rektér, Dekan, Enstitii Miidiirii, Yiikksekokul Miidiirii ile B6liim, Anabilim Dal
ve Anasanat Dali Bagkanini,

Disiplin Amiri: Yiiksekogretim Kurulu Baskanini, Rektor, Dekan, Enstitii Miidiird, Yiiksekokul
Miidiirt, iist Kuruluslar ile Universiteler Genel Sekreterleri ve birim sekreterlerini,

Ogretim Elemani: Yiiksekégretim kurumlarinda gérevli 6gretim tiyeleri ile 6gretim yardimcilarin,

Memur: Yiiksekogretim iist kuruluslarinda ve yiiksekdgretim kurumlarinda 657 sayili Devlet
Memurlar1 Kanununa tabi olarak calistirilan personeli,

Diger Personel: Yiksekogretim iist kuruluslar ile yliksekogretim kurumlarinda sézlesmeli veya
gecici olarak calistirilan gorevlileri,

Yiiksekégretim Ust Kuruluslari: Yiiksekogretim Kurulu ile Universitelerarasi Kurulu,

Yiiksekogretim Kurumlari: Universiteler, fakiilteler, enstitiiler ve ylksek okullari,

(Degisik:RG-29/1/2014-28897) Yiiksek Disiplin Kurulu: Yiiksekogretim Genel Kurulunu,

Disiplin Kurullari :

a - (Degisik:RG-29/1/2014-28897) Yiiksekogretim Kurulunda: Genel Sekreterin baskanlhiginda 1.
Hukuk Miisaviri, Personel, Strateji Gelistirme ile idari ve Mali Isler Dairesi Baskanlarindan tesekkiil eden
kurulu,

b - Universiteleraras1 Kurulda: Genel Sekreterin baskanlifinda Hukuk Miisaviri ile Personel
Miidiiri ve iki uzmandan tesekkiil eden kurulu,

¢ - Yiksekodgretim Kurumlarinda: Bu kurumlarin yonetim kurullarini,

ifade eder.

BOLUM I
Disiplin Suclari ve Cezalari

Disiplin Cezalart :

Madde 4 - Disiplin cezalari sunlardir

a - Uyarma: Gorevde ve davranista daha dikkatli olunmasi gerektiginin yazi ile bildirilmesidir,

b - Kinama: Gorevde ve davranista kusurlu oldugunun yazi ile bildirilmesidir,

¢ - (Miilga:RG-29/1/2014-28897)

d - Ayliktan kesme: Brit ayliklar1 1/30-1/8 arasinda kesinti yapilmasidir,

e - Kademe ilerlemesinin durdurulmasi: Bulunulan kademedeki ilerlemenin fiilin agirlik derecesine
gore 1-3 y1l durdurulmasidir,

f- (Miilga:RG-29/1/2014-28897)

g - (Degisik:RG-07/11/1998-23516) (Miilga:RG-29/1/2014-28897) (...)

Kamu gorevinden ¢ikarma: Genel ve katma biitceli idareler, il 6zel idareleri, belediyeler, il 6zel
idareleri ile belediyelerin kurduklar: birlikler, doner sermayeli kuruluslar, fonlar, kefalet sandiklar: gibi
kamu kurum ve kuruluslarina memur olarak bir daha alinmamak iizere gérevden ¢ikarmadir.

(Miilga paragraf:RG-21/08/1999-23793)

Uyarma Cezasi :

Madde 5 - Uyarma cezasini gerektiren fiil ve haller sunlardir:

a - Verilen emir ve gorevlerin tam ve zamaninda yapilmasinda, gérev mahallinde kurumlarca
belirlenen usul ve esaslarin yerine getirilmesinde, gorevle ilgili resmi belge, arac¢ ve gereclerin korunmasi,
kullanilmasi ve bakiminda kayitsizlik gostermek veya diizensiz davranmak,

b - Oziirsiiz veya izinsiz olarak goreve gec gelmek, erken ayrilmak, gorev mahallini terketmek,
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¢ - Kurumca belirlenen tasarruf tedbirlerine riayet etmemek,

d - Usulsiiz miracaat veya sikayette bulunmak,

e - Tasidig sifatin gerektirdigi vakara yakismayan tutum ve davranista bulunmak,

f - Gorevine ve is sahiplerine karsi kayitsizlik gostermek veya ilgisiz kalmak,

g - Belirlenen kilik ve kiyafet hiikiimlerine aykir1 davranmak

h - Gorevin isbirligi icinde yapilmasi ilkesine aykir1 davranislarda bulunmak,

1 - Ogrencilerle olan iliskilerinde, Devlet memurlugu ve 6gretim eleman1 sayginhigina aykir
davranislarda bulunmak,

j - Universite organlarinda yapilan konusmalari, alinan kararlari, 6zel bir maksada dayal
olmaksizin, yetkili olmadig1 halde organ disina sizdirmak veya yaymak ( Kanuni nedenlerle resmi
mercilere yapilacak basvurular bu hiitkmiin disindadir.)

k - Kanun, tliziik ve yonetmeliklere gore yetkili olan organlarca sorulacak hususlar1 hakl bir sebep
olmaksizin zamaninda cevaplandirmamak.

1 - Calisma saatleri icinde gorevi disinda baska islerle mesgul olmak,

m - Maiyetindeki elemanlarin yetistirilmelerine 6zen gostermemek,

Kinama Cezasi:

Madde 6 - Kinama cezasi gerektiren fiil ve haller sunlardir:

a - Verilen emir ve gorevlerin tam ve zamaninda yapilmasinda, gérev mahallinde kurumlarca
belirlenen usul ve esaslarin yerine getirilmesinde, gorevle ilgili resmi belge, arac¢ ve gere¢lerin korunmasi,
kullanilmasi ve bakiminda kusurlu davranmak,

b - Eslerinin, resit olmayan veya mahcur olan ¢ocuklarinin kazang¢ getiren stirekli faaliyetlerini
belirlenen siirede kurumuna bildirmemek,

c - Gorev sirasinda amire hal ve hareketi ile saygisiz davranmak,

d - Hizmet disinda, resmi sifatin gerektirdigi itibar ve giiven duygusunu sarsacak nitelikte
davranislarda bulunmak,

e - Devlete veya doner sermayeye ait resmi arag, gere¢ ve benzeri esyay1 6zel islerinde kullanmak,

f - Kuruma ait resmi belge, arag gerec ve benzeri esya ile yerine konmasi miimkiin olmayan bilimsel
dokiiman veya kitab1 kaybetmek,

g - Is arkadaslarina, maiyetindeki personele, is sahiplerine veya égrencilere kotii muamelede
bulunmak,

h - Is arkadaslarina ve is sahiplerine s6z veya hareketle satasmak,

i - Gorev mahallinde genel ahlak ve edep dis1 davranislarda bulunmak ve bu tiir yazi1 yazmak, isaret
resim ve benzeri sekiller ¢cizmek veya yapmak,

j - Yiiksekogretim kurumlarinda hizmetlerin kurallara uygun olarak yiiriitilmesi bakimindan,
yetkili makamlarca alinan kararlara, verilen emir ve talimatlara, 657 sayili Kanunun 2670 sayili Kanunla
degisik 11. maddesinde gosterilen haller hari¢ olmak tizere itiraz etmek,

k - Bor¢larini kasden 6demeyerek hakkinda yasal yollara basvurulmasina neden olmak,

| - Kurumlarin huzur, stikun veya ¢alisma diizenini bozmak,

m - Universiteye veya bagh birimlerine bildirilmesi gereken hal ve durumlar1 eksik veya yanhs
bildirmek veya hic¢ bildirmemek,

n - Bagh veya gorevli oldugu fakiilte, enstitl veya yiiksekokul 68rencilerine tlicret karsilig1 6zel ders
vermek,

o - Yetkili bulunmadig: halde, liniversite organlarinda yapilan konusmalari, alinan kararlari, 6zel
bir maksada dayali olmaksizin, resmi merciler harig, organ disina yayarak veya sizdirarak organ veya
tiyelerin leh veya aleyhinde davranislara yol agmak,
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0- (Ek:RG-29/1/2014-28897) Bilimsel tartisma ve aciklamalar disinda, yetkili olmadigi halde
basina, haber ajanslarina veya radyo ve televizyon kurumlarina resmi konularda bilgi veya demeg
vermek,

p- (Ek:RG-29/1/2014-28897) Yazili uyariya ragmen kurullari toplamamak.

Yonetim Gorevinden Ayirma:

Madde 7 - (Miilga:RG-29/1/2014-28897)

Ayliktan Kesme:

Madde 8 - Ayliktan kesme cezasini gerektiren fiil ve haller sunlardir:

a - Kasith olarak; verilen emir ve gorevleri tam ve zamaninda yapmamak, gorev mahallinde
kurumlarca belirlenen usul ve esaslar1 yerine getirmemek, gorevle ilgili resmi belge, ara¢ ve gerecleri
korumamak, bakimin1 yapmamak veya hor kullanmak,

b - Oziirsiiz olarak encok iki giin goreve gelmemek, kismi statiide bulunan 6gretim fiiyesi icin
kesintisiz encok sekiz saat devamsizlik gostermek,

c - Devlete veya doner sermayeye ait resmi belge, arag, gerec ve benzerlerini 6zel menfaat saglamak
icin kullanmak,

d - Gorevle ilgili konularda yiikiimlii oldugu kisilere yalan ve yanlis beyanda bulunmak,

e - GOrev sirasinda amirine sozle saygisizlik etmek,

f - Gorev yeri sinirlar icerisinde herhangi bir yerin toplanti, tdren ve benzeri amagclarla izinsiz
olarak kullanilmasina yardimci olmak,

g - (Miilga:RG-29/1/2014-28897)

h - (Miilga:RG-29/1/2014-28897)

i - Hizmet icinde tasidig1 resmi sifatin gerektirdigi itibar ve gliven duygusunu sarsacak nitelikte
davranislarda bulunmak,

j - (Miilga:RG-29/1/2014-28897)

k - Yetkili bulunmadig halde, iiniversite organlarinda yapilan konusmalari, alinan kararlari, organ
veya lyeler lehinde veya aleyhinde davranislara yol agmak maksadiyla, resmi makamlar hari¢ organ
disina sizdirmak veya yaymalk,

|1 - Gorevi sebebiyle bagh oldugu herhangi bir tesebbiisten veya gorev sebebiyle denetim altinda
bulunan herhangi bir kurulustan dogrudan dogruya veya dolayli olarak mevzuat disi herhangi bir
menfaat saglamaya tesebbiis etmek,

m - Universite yoneticisinin emri veya izni ile asilmis duyurulari, program ve benzerlerini
koparmak, yirtmak, degistirmek, karalamak veya kirletmek,

n - Gorevi geregi verilen belgelerde tahrifat yapmak, tahrif edilmis belgeleri kullanmak veya
baskalarina kullandirmak,

o - Universite ve bagh birimlerin sinirlari icinde herhangi bir yeri yetkili merciin izni olmadan
hizmetin amaglar1 disinda kullanmak veya kullanilmasina yardimci olmalk,

p - Devlete veya doner sermayeye ait motorlu tasit araglarini 6zel islerde kullanmak,

r - Cagrildig1 veya gorevlendirildigi toplantilara kabul edilir bir 6ziiri olmaksizin katilmamak,

Kademe ilerlemesinin Durdurulmast:

Madde 9 - Kademe ilerlemesinin durdurulmasi cezasini gerektiren fiil ve haller sunlardir:

a - Goreve sarhos gelmek, gorev yerinde alkollii icki icmek,

b - izinsiz veya kurumlarca kabul edilen 6ziirii olmaksizin kesintisiz 3-9 giin veya kismi statiide
bulunan 6gretim tyeleri i¢cin 12-36 saat devamsizlik gostermek,

c - Gorevi ile ilgili olarak her ne sekilde olursa olsun ¢ikar saglamak,

d - Amirine ve maiyetindekilere karsi kii¢lik diisiiriicii veya asagilayici fiil ve hareketler yapmak,

e - Gorev yeri sinirlar icinde herhangi bir yeri toplanti, toren ve benzeri amaglarla izinsiz

"kullanmak veya kullandirmak,
42
English Preparatory Program

Istanbul Commerce University
Prepared by ICU EPP Coordinatorship in 2018



III
ISTANBUL COMMERCE
UNIVERSITY

f - Gergege aykir1 rapor veya belge diizenlemek,

g - (Miilga:RG-29/1/2014-28897)

h - Ticaret yapmak veya kismi statiide bulunanlara 2547 sayil Yiiksekogretim Kanununun tanidigi
imkanlar disinda Devlet Memurlarina yasaklanan diger kazang getirici faaliyetlerde bulunmak,

i - GOrevin yerine getirilmesinde dil, irk, cinsiyet, siyasi diisiince, felsefi inang, din ve mezhep
ayirimi yapmabk, Kisilerin yarar veya zararini hedef tutan davranislarda bulunmak,

j - Belirlenen durum ve stirelerde mal bildiriminde bulunmamak,

k - Agiklanmasi yasaklanan bilgileri aciklamalk,

|1 - Amirine, maiyetindekilere, is arkadaslar1 veya is sahiplerine hakarette bulunmak veya bunlari
tehdit etmek,

m - Verilen gorev ve emirleri kasten yapmamalk,

n - Herhangi bir siyasi parti yararina veya zararina fiilen faaliyette bulunmak,

o - Gorevle ilgili resmi belge arag ve gerecleri, laboratuvar malzemesini gérevin sona ermesine ve
kurumca yazi ile istenmesine ragmen geri vermemek veya devir teslim islemini zamaninda yapmamalk,

p - Dogrudan dogruya veya araci eliyle hediye istemek ve gorev sirasinda olmasa dahi menfaat
saglamak amaciyla hediye kabul etmek veya is sahiplerinden veya 6grenciden borg istemek veya almak,

r - Yiksekogretim torenlerinin programlarini ihlal edecek hareketlerde bulunmak veya bu
hareketlere baskalarini tesvik veya tahrik etmek,

s - Universite icinde yetkililerden izin almadan gorevle ilgili olmayan ilan yapistirmak veya tesvikte
bulunmak,

t - Siyasal ve ideolojik amaclar disinda olan boykot, isgal, isi yavaslatma gibi eylemlere tesebbiis
etmek veya kamu hizmetlerini aksatacak davranislarda bulunmak,

u - Universite yoneticilerinden izin almadan yerinde toplanti yapmak, nutuk sdylemek veya
konferans, konser, temsil, toren, acik oturum ve benzeri faaliyetler diizenlemek,

v - (Degisik:RG-29/1/2014-28897) Ders, seminer, konferans, laboratuvar, grafik ¢calisma, sinav
gibi 6gretim ¢alismalarinin yapilmasina engel olmak, gorevlileri, 6grencileri egitim-6gretim alani disina
cikartmak, gorev yapilmasina engel olmak, 6grencileri bu tiir davranislara tesvik etmek veya zorlamak ya
da bu maksatla yapilacak hareketlere her ne suretle olursa olsun istirak etmek,

Gorevinden Cekilmis Sayma:

Madde 10 - (Miilga:RG-29/1/2014-28897)

Kamu Gorevinden Cikarma

Madde 11 - (Bashg ile birlikte degisik:RG-29/1/2014-28897)

Asagidaki disiplin suclarini isleyenlere kamu gorevinden ¢ikarma cezasi verilir. Kamu goérevinden
cikarma cezasi alanlar ytiksekogretim kurumlarinda 6gretim meslegini icra edemezler.

Kamu gorevinden ¢ikarma cezasini gerektiren fiil ve haller sunlardir:

a- Ideolojik, siyasi, yikici, béliicii amaglarla eylemlerde bulunmak veya bu eylemleri desteklemek
suretiyle kurumlarin huzur, siikun ve calisma diizenini bozmak; boykot, isgal, engelleme, isi yavaslatma
ve grev gibi eylemlere katilmak ya da bu amaglarla toplu olarak goreve gelmemek, bunlar tahrik ve
tesvik etmek, yardimda bulunmalk,

b- Yasaklanmis her tiirlii yayin1 veya siyasi veya ideolojik amagh bildiri, afis, pankart, bant ve
benzerlerini basmak, cogaltmak, dagitmak veya bunlari is yerine veya is yerindeki esya iizerine yazmak,
resmetmek ve asmak, teshir etmek veya sozlii ideolojik propaganda yapmak,

c- Izinsiz veya kurumlarinca kabul edilebilir 6zrii olmaksizin bir yil icinde toplam olarak devamli
statiide olanlar i¢cin 20 giin goreve gelmemek, kismi statiide olanlar i¢cin 80 saat devamsizlik gostermek,

¢- Savas, olagantstii hal veya genel afetlere iliskin konularda amirlerinin verdigi goérev veya
emirleri yerine getirmemek,

d- Amirine, maiyetindekilere, is arkadaslarina veya 6grencilere fiili tecaviizde bulunmak,
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e- Kamu hizmeti veya 6gretim elemani sifati ile bagdasmayacak nitelik ve derecede yiiz kizartici ve
utanc verici hareketlerde bulunmak,

f- Yetki almadan gizli belgeleri agiklamak,

g- Siyasi ve ideolojik eylemlerden arananlari géorev mahallinde gizlemek,

g- Yurt disinda Devletin itibarin1 diisiirecek veya gorev haysiyetini zedeleyecek tutum ve
davranislarda bulunmak,

h- 5816 sayih Atatiirk Aleyhine islenen Suclar Hakkinda Kanuna aykiri fiilleri islemek,

1- Kanun dis1 kuruluslara tiye olmak, bu kuruluslarda faaliyet yapmak veya yardimda bulunmak,

i- Yuksekogretim kurumlarinin calismalarini sekteye ugratacak nitelikte bir disiplin suguna
liniversite 6grencilerini veya mensuplarini tesvik veya tahrik etmek,

j- Uyusturucu madde kullanmak,

k- Is yerinde veya bagh yerlerde, arama, herhangi bir kimsenin esyasina el koyma, bilerek
postalarini agma ve benzeri eylemleri diizenlemek, baskalarini bu yolda kiskirtmak veya bu gibi
eylemlerde gorev almak,

- Tehditle bir kimseyi veya grubu suc¢ sayilan bir eylemi diizenlemeye veya boyle bir eyleme
katilmaya yahut yalan beyanda bulunmaya veya yalan delil géstermeye veya sucu yliiklenmeye zorlamak
veya zorlamaya kiskirtmak,

m- Haksiz edindigi mal varligini gizlemek ve kurumu yaniltmak amaciyla mal beyaninda
bulunmamak ya da ayni amagla gergege aykirt mal beyaninda bulunmak, haksiz mal edinmek, mal varligi
ile geliri arasinda uygunsuzluk olmasi halinde mal varliginin kaynagini aciklayamamak,

n- Bir baskasinin bilimsel eserinin veya calismasinin tiimiinii veya bir kismini kaynak belirtmeden
kendi eseri gibi gostermek.

Ongoriilmemis Disiplin Suglar:
Madde 12 - Yukarida sayilan ve disiplin cezasi verilmesini gerektiren fiil ve hallere nitelik ve
agirliklari itibariyle benzer eylemlerde bulunanlara da ayni tiirden disiplin cezalari verilir.

Siire Durdurma Cezasinin Uygulanamamasi:

Madde 13 - Yonetici, 6gretim elemani, memur veya diger personelin bulundugu maas derece ve
kademesi itibariyle hakkinda kademe ilerlemesinin durdurulmasi cezasinin uygulanmasinin miimkiin
olmadig1 hallerde, fiilin agirlik derecesine gore briit ayliklarinin %4t - %’si kesilir ve tekerriiriinde
gorevlerine son verilir.

Siire Durdurma Cezasinin Sonugclari:

Madde 14 - Kademe ilerlemesinin durdurulmasi cezasini alan 6gretim elemani, yonetici, memur ve
diger personelin bulundugu derece ve kademedeki ilerlemesi ceza siiresi kadar durdurulmakla bereber,
O0gretim elemaninin akademik ytlikselme ve atanmasi ile ilgili islemler de ceza siiresince durdurulur ve
mecburi bekleme siiresinden diisiirtiliir. Memurlar bu siire icerisinde yarisma sinav ve secmelerine
giremezler.

Disiplin Su¢unun Tekerriirii:

Madde 15 - (Degisik birinci ciimle:RG-29/1/2014-28897) Disiplin cezasi verilmesine sebep
olmus bir fiil veya halin cezalarin 6zliik dosyasindan c¢ikarilmasina iliskin stire i¢inde tekerriirtinde bir
derece agir ceza uygulanir. Ayni derecede cezay: gerektiren fakat ayr fiil veya haller ceza nedeniyle
verilen disiplin cezalarinin tigiincti uygulanmasinda bir derece agir verilir.

Iyi Halin Degerlendirilmesi:

Madde 16 - (Degisik:RG-29/1/2014-28897)
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Gecmis hizmetleri sirasinda ¢alismalari olumlu olan veya ddiil veya basari belgesi alan yonetici ve
O0gretim elemanlar1 ile memurlar ve diger personel icin verilecek cezalarda bir derece hafif olani
uygulanabilir.

BOLUM III
Disiplin Sorusturmasi

Sorusturmaya Yetkili Amir:

Madde 17 - Disiplin sugunu sorusturmaya yetkili amir, sirali disiplin amirleridir. Disiplin Amiri,
disiplin sucu hakkinda bizzat veya bilvasita bilgi sahibi oldugunda sorusturmayi kendisi yapabilecegi gibi
sorusturmaci tayini sureti ile de yaptirabilir. Yiiksekogretim Kurulu Baskani, iist kuruluslar ile biitiin
ylksekogretim kurumlarinin; Rektdr, biitiin iiniversitenin, Dekan, biitiin fakiiltenin; Enstitii veya
ylksekokul mudiirt, biitiin enstitii veya yiiksekokulun her kademesindeki gorevlilerin disiplin amiri olup
bunlar hakkinda resen disiplin sorusturmasi agabilir veya agtirabilir. B6liim Bagkani; anabilim, anasanat,
bilim veya sanat dallar1 baskanlar1 gérev alanlari ile ilgili disiplin sorusturma taleplerini en yakin disiplin
amirine yaparlar. Bu talep gecikilmeden uygulanmaya konulur.

Ogretim elemanlarindan sorusturmaci tayin edilmesi halinde, bunlarin sanigin akademik unvanina
veya daha tist akademik unvana sahip olmalar: sarttir. Yoneticiler hakkindaki sorusturmalarda tinvan
esitligi veya tistligii aranir.

Ust disiplin amirinin sorusturma actifi veya actirdig disiplin olayinda alt disiplin amiri ayrica
sorusturma yapamaz veya yaptiramaz. Daha 6nce acilmis sorusturma varsa bunlar {ist amirin actig1 veya
actirdigl sorusturma dosyasi ile birlestirilir.

Rektorler Hakkinda Sorusturma

Madde 18 - (Degisik:RG-31/12/1987-19681)

Rektorler hakkinda sorusturma agilmasi Yiiksekogretim Kurulu Baskaninin karar ile olur. Bu
sorusturma Yiksekogretim Denetleme Kurulu iiyeleri tarafindan yapilir. Rektorler hakkinda uyarma,
kinama ve ayliktan kesme cezalar1 Yiksekogretim Kurulu Baskani tarafindan verilir. (Degisik son
cumle: 18/9/1996-22761) Diger cezalar icin Yiiksek Disiplin Kurulunun karari sarttir.

Zamanasimi :

Madde 19 - Bu yonetmelikte sayilan disiplin sugu niteligindeKi fiil ve halleri isleyenler hakkinda bu
fiil ve hallerin islenildiginin sorusturmaya yetkili amirlerce 6grenildigi tarihten itibaren;

a - Uyarma, kinama, ayliktan kesme ve kademe ilerlemesinin durdurulmasi cezalarinda bir ay
icinde disiplin sorusturmasina,

b - (Degisik:RG-29/1/2014-28897) Kamu gorevinden ¢ikarma cezasinda alt1 ay i¢inde disiplin
kovusturmasina,

Baslanmadigi takdirde disiplin cezasi verme yetkisi zamanasimina ugrar.

(Degisik fikra:RG-04/11/1989-20332) Disiplin cezasim1 gerektiren fiil ve hallerin islendigi
tarihten itibaren nihayet iki yil icinde disiplin cezasi verilmedigi takdirde ceza verme yetkisi zaman
asimina ugrar.

Ceza Kovusturmasi ile Disiplin Kovusturmasinin Bir Arada Yiiriitiilmesi

Madde 20 - Ayni olaydan dolay1 yonetici, 6gretim elemani, memur veya diger gorevliler hakkinda
ceza muhakemesinde kovusturmaya baslanmis olmasi, disiplin kovusturmasini geciktirmez.
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Sanigin Ceza Kanunu’'na gore mahkum olmasi veya olmamasi halleri, ayrica disiplin cezasinin
uygulanmasina engel olmaz.

Disiplin sorusturmasi veya sonuglari, ceza sorusturmasini etkilemez.

Yer Degistirme EtKisi :

Madde 21 - Sanigin disiplin sucundan sonra gorev yaptigi tist kurulusu, Yiiksekogretim Kurumu’'nu
veya statlisiinli degistirmis veya kurumundan ayrilmis olmasi, su¢ sirasinda bagh oldugu yiiksekogretim
kurumu veya st kurulus tarafindan disiplin sorusturmasinin baslatilmasina, baslamissa
tamamlatilmasina ve gerektiginde disiplin cezasinin verilmesine engel olmaz.

Sorusturma Siiresi :

Madde 22 - Sorusturmanin sorusturmaci tayini suretiyle yapilmasi halinde, sorusturma karari
gecikilmeksizin sorusturmaciya bildirilir. Sorusturmaci, sorusturmay1 kararin kendisine tebliginden
itibaren iki ay icerisinde bitirir. Bu siire icerisinde sorusturma bitirilmiyor ise sorusturmaci, gerekceli
olarak ek siire talebinde bulunur. Disiplin amiri, ek siire vermesi halinde, durumu bir iist disiplin amirine
bilgi olarak sunar.

Sorusturma Yapilis Sekli :

Madde 23 - Sorusturmaci tanik dinler, kesif yapabilir ve bilirkisiye basvurabilecegi gibi bunlari
gerektiginde istinabe sureti ile de yaptirabilir. Her sorusturma islemi bir tutanakla tesbit olunur.
Tutanakta, islemin nerede ve ne zaman yapildig, islemin mahiyeti, kimlerin katildigi, ifade alinmis ise,
sorular1 ve cevaplarl belirtecek sekilde diizenlenir ve sorusturmaci, katip ile ifade sahibi veya kesif
sirasinda hazir bulundurulanlar veya belge sorumlularinca imzalanir. istinabe talimatinda, sahidin
hiiviyeti, adresi ve benzeri aciklayic1 bilgiler iyice belirtilir. Sorulacak sorular dikkatle tesbit olunur.
Sahide yemin ettirilmesi hususu belirtilir ve yaptirilacak yeminin sekli de yazilir.

Yiiksekogretim Kurumlarinin biitiin personeli veya diger kamu veya 6zel kurulus yetkilileri disiplin
sorusturmacilarinin istedikleri her tirli bilgi, dosya ve baska belgeleri hicbir gecikmeye mahal
birakmaksizin vermeye ve istenecek yardimlari yerine getirmeye mecburdurlar.

Bu maddenin 2. fikrasina aykir1 hareket edenler veya disiplin sorusturmasini geciktirenler veya
buna sebebiyet verenler hakkinda disiplin sorusturmasi agilir.

Savunma Hakki :

Madde 24 - Savunma alinmadan disiplin cezasi verilemez. Sorusturmayi yapanin veya disiplin
kurulunun yedi giinden az olmamak iizere verdigi siire icerisinde veya belirtilen bir tarihte savunmasini
yapmayanlar savunma hakkindan vazge¢mis sayilirlar. Saniga goénderilen yazida, hakkinda disiplin
sorusturmasi acilan fiilin neden ibaret bulundugu, savunmasini belirtilen siirede yapmadigi takdirde
savunmasindan vazge¢cmis sayilacagi bildirilir.

Sorusturma Raporu :

Madde 25 - Sorusturma sona erince bir rapor diizenlenir. Raporda sorusturma onaysi,
sorusturmaya baslama tarihi, sorusturulanin kimligi, resmi sifati, su¢ konulari, sorusturmanin safhalari,
deliller, alinan savunma 6zetlenir. Her su¢ maddesi ayr1 ayr1 tahlil edilerek delillere gore sugun sabit olup
olmadig1 tartisilir, uygulanacak ceza teklif edilir. Varsa belge asil veya suretleri bir dizi pusulasina
baglanarak rapora eklenir. Rapor gecikilmeden onay merciine tevdi edilir.

BOLUM IV
Gorevden Uzaklastirma:
Tanim:
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Madde 26 - Gorevden uzaklastirma, Devlet kamu hizmetinin gerektirdigi hallerde, gérevi basinda
kalmasinda sakinca goriilecek tist kuruluslar ile yiiksekdgretim kurumu yoneticileri, 6gretim elemanlari,
memurlar ve diger personel hakkinda alinan ihtiyati bir tedbirdir. Gérevden uzaklastirma tedbiri
sorusturmanin herhangi bir sathasinda alinabilir.

Yetkililer:

Madde 27 - Gorevden uzaklastirmaya yetkililer sunlardir:

a - Atamaya yetkili amirler,

b - (Miilga :RG-29/11/1995-22478)

(Degisik fikra:RG-29/1/2014-28897) Rektorlerin  gorevden uzaklastirilabilmesi icin
Yiiksekogretim Genel Kurulunun karari sarttir. Biitiin gérevden uzaklastirma kararlar1 atamaya yetkili
amirlere ve Yiiksekogretim Kuruluna bildirilir.

Gorevden Uzaklastiran Yetkilinin Sorumlulugu:

Madde 28 - Gorevinden uzaklastirilanlar hakkinda goérevden uzaklastirmay izleyen 10 is giinii
icinde sorusturmaya baslanmasi sarttir.

Gorevden uzaklastirma isleminden sonra siiresi icinde sorusturmaya baslamayan; bu islemi keyfi
olarak veya garaz ya da kini dolayisi ile yaptigl, yaptirilan sorusturma sonunda anlasilan yetkililer,
hukuki, mali ve cezai sorumluluga tabidirler.

Gorevden Uzaklastirilanlarin Hak ve Yikiimliilugii:

Madde 29 - Gorevden uzaklastirilanlara bu siire icinde ayliklarinin ticte ikisi ddenir. Bu gibiler
kanunlarin 6ngordiigii sosyal hak ve yardimlardan faydalanmaya devam ederler.

Bu yonetmeligin 31. maddesinde sayilan durumlarin gerceklesmesi halinde, bunlarin ayliklarinin
kesilmis olan iicte biri kendilerine 6denir ve gorevden uzakta gecirdikleri stire, derecelerindeki kademe
ilerlemesinde ve bu siirenin dereceye ylkselmesi icin gerekli en az bekleme siiresini asan kismi, tst
dereceye ylikselmeleri halinde, bu derecede kademe ilerlemesi yapilmak ve akademik yilikselme icin
gerekli bekleme stiresinden sayllmak suretiyle degerlendirilir.

Tedbirin Kaldirilmast:

Madde 30 - Sorusturma sonunda, (Miilga ibare:RG-29/1/2014-28897) (...) kamu goérevinden
cikarma cezasi Onerilme disinda gorevden uzaklastirma tedbiri 27. maddedeki yetkililerce;
Yiiksekogretim Denetleme Kurulu tiyelerince uzaklastirilanlar Yiiksekogretim Kurulu Baskanliginca
derhal kaldirilir.

Gorevden uzaklastirma tedbirini kaldirmayan gorevli hakkinda 28. madde hiikmii uygulanir.

Goreve Tekrar Baslatilmanin Zorunlu Oldugu Haller:

Madde 31 - Gorevden uzaklastirma tedbiri alinmakla beraber, sorusturma sonunda yetkili makam
veya mercilerce hakkinda(Miilga ibare:RG-29/1/2014-28897) (...) kamu gorevinden cikarilmadan
baska bir disiplin cezas1 verilenlerle, ceza kararindan evvel haklarindaki disiplin kovusturmasi af ile
kaldirilanlar, bu kararlarin kesinlesmesi tizerine veya tedbirin ti¢ ay siirmesi halinde derhal goreve iade
edilirler.

Amirin Takdiri:

Madde 32 - Gorevden uzaklastirma tedbiri, sorusturmaya konu olan fiiller, hizmetin devamina
engel olmadigi hallerde 30. maddede belirtildigi sekilde her zaman kaldirilabilir.

BOLUM V
Disiplin Cezasi
Disiplin Cezas1 Vermeye Yetkili Amir ve Kurullar
Madde 33 - (Degisik:RG-29/11/1995-22478)
Disiplin cezas1 vermeye yetkili Amir ve Kurullar sunlardir:
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a - Uyarma, kinama ve ayliktan kesme cezalari disiplin amirleri tarafindan verilir.

b - Kademe ilerlemesinin durdurulmasi cezasi, gorevlinin bagh oldugu kurumdaki disiplin
kurulunun karari alindiktan sonra atamaya yetkili amirler tarafindan, dekanlar icin ise, bu ceza disiplin
amirinin teklifi izerine Yiiksek Disiplin Kurulu karart ile verilir.

c - (Miilga:RG-29/1/2014-28897)

d - (Degisik:RG-29/1/2014-28897) Kamu gorevinden c¢ikarma cezasi disiplin amirlerinin bu
yoldaki istegi tizerine, Yiiksek Disiplin Kurulu karari ile verilir.

Disiplin Kurullar::

Madde 34 - Disiplin kurullarinda profesorlerle ilgili hususlarin goriisiilmesinde dogent ve yardimci
dogentler, docentlerle ilgili hususlarin goriisilmesinde yardimci dogentler ve kendileri ile ilgili
hususlarin gorisiilmesinde ilgili liyeler gorlismelere katilamazlar. Bu sebeple Kurulun tesekkiil
edememesi halinde bir iist kurul gorevlidir. Degisik dereceli kimselerin bir arada sug islemeleri halinde
sorusturma usulii ve gorevli disiplin kurulu tist dereceli saniga gore tayin edilir.

Kurullarin Toplanmasi :

Madde 35 - Kurullar, baskaninin ¢agrisi iizerine belirlenecek yer, giin ve saatte toplanirlar.

Kurul Calismalarinin Diizenlenmesi :

Madde 36 - Toplanti giindeminin yapilmasi, ilgililere duyurulmasi, kurul calismalarinin diizenli
yuriitilmesi baskan tarafindan saglanir.

Toplant1 Nisabi

Madde 37 - (Degisik ciimle:RG-29/1/2014-28897) Yiiksek Disiplin Kurulu olarak
Yiiksekogretim Genel Kurulunun toplanti nisabi on dort kisidir. Diger disiplin kurullarinin toplanti nisabi
kurul liye tam sayisinin yaridan fazlasidir.

Raportorliik :

Madde 38 - Kurullarda raportorliik gorevi, baskanin gorevlendirecegi iiye tarafindan yiratilir.
Raportor liye havale edilecek dosyanin incelenmesini en ge¢ 5 giin icinde tamamlar.

Goriisme Usulii :

Madde 39 - Kurulda, raportoriin aciklamalar1 dinlendikten sonra isin gortisiilmesine gegilir. Kurul
gerek goriirse sorusturmacilari da dinleyebilir. Konunun aydinlandigi ve goriismelerin yeterligi sonucuna
varildiginda oylama yapilir ve karar baskan tarafindan agiklanir.

Oylama

Madde 40 - Disiplin Kurullarinda her tiye oyunu kabul veya red yoluyla vermekle gorevlidir.
Cekimser oy kullanilmaz. Kararlar toplantiya katilanlarin salt gogunlugu ile alinir.

Oylamada Baskan oyunu en son kullanir. Oylarin esitligi halinde baskanin bulundugu taraf
cogunluk sayilir. Karar 6zeti liyeler tarafindan imzalanan bir tutanakla saptanir.

Karar

Madde 41 - Disiplin Kurulu ve Yiiksek Disiplin Kurulunun ayr1 bir ceza tayinine yetkisi yoktur,
cezayl kabul veya reddeder. Red halinde atamaya yetkili amirler baska bir disiplin cezasi vermekte
serbesttirler.

Karar Siiresi :

Madde 42 - Disiplin amirleri uyarma, kinama ve ayliktan kesme cezalarini sorusturmanin
tamamlandigl glinden itibaren 15 giin icinde vermek zorundadirlar.

Kademe ilerlemesinin durdurulmasi cezasimi gerektiren hallerde sorusturma dosyasi, kararini
bildirmek tizere yetkili disiplin kuruluna 15 giin icinde tevdi edilir. Disiplin kurulu, dosyay: aldig1 tarihten
itibaren 30 giin icinde sorusturma evrakina gore kararini bildirir.
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(Degisik fikra:RG-29/1/2014-28897) Kamu gorevinden ¢ikarma cezasi i¢in disiplin amirleri
tarafindan yaptirilan sorusturmaya ait dosya, Yiiksek Disiplin Kuruluna tevdiinden itibaren azami alt1 ay
icinde bu kurulca, karara baglanir.

Yiiksek Disiplin Kurulunun Karar Usulii :

Madde 43 - (Degisik:RG-29/1/2014-28897)

Yiiksek Disiplin Kurulu kendisine intikal eden dosyalarin incelenmesinde, gerekli gordigi
takdirde, ilgilinin 6zliik dosyasini ve her nevi evraki incelemeye, ilgili kurumlardan bilgi almaya, yeminli
tanik ve bilirkisi dinlemeye veya niyabeten dinletmeye, mahallen kesif yapmaya veya yaptirmaya
yetkilidir.

Hakkinda kamu goérevinden ¢ikarma cezasi istenenler, sorusturma evrakini inceleme, tanik
dinletme, disiplin kurulunda sozlii veya yazili olarak kendisi veya vekili vasitasiyla savunma yapma
hakkina sahiptirler.

Kararlarin Yazilmasi

Madde 44 - Kararlar, verdikleri tarihten itibaren en ge¢ 15 giin icinde raportorler tarafindan
gerekceli olarak ve oybirligi veya cogunlukla verildigi belirtilerek yazilir. Bagskan ve tliyeler tarafindan
imzalanir. Kars1 goriiste olanlar, nedenlerini yazar ve imzalarlar.

Kararlarn ilgiliye Tebligi

Madde 45 - Ceza vermeye yetkili amirler tarafindan verilen disiplin cezalar1 bu amirlerce; disiplin
kurullarinca verilen cezalar bu kurullarin Baskanliklarinca kararlarin imzalarinin tamamlanmasini
izleyen en ¢ok on giin i¢inde ilgililere teblig olunur

Ceza vermeye yetkili amirlerce disiplin kurulu kararlarina dayanilarak verilmis olan cezalarda bu
kararlar da eklenir. Disiplin cezasinin tebligi sirasinda itiraz usul ve siiresi yazili olarak hatirlatilir.

BOLUM VI
Uygulama ve itiraz

Uygulama

Madde 46 - Disiplin cezalari verildigi tarihten itibaren hiikiim ifade eder ve derhal uygulanir.

(Degisik fikra:RG-29/1/2014-28897) Ayliktan kesme cezasi, cezanin verilis tarihini takip eden
aybasinda uygulanir. Verilen disiplin cezalari tist disiplin amirine, kamu gérevinden ¢ikarma cezasi biitiin
niversite rektorliklerine ve ayrica Devlet Personel Bagskanligina bildirilir.

Itiraz

Madde 47 - (Degisik:RG-29/1/2014-28897)

Disiplin amirleri tarafindan verilen uyarma, kinama ve ayliktan kesme cezalarina karsi itiraz,
kisinin bagh oldugu kurumdaki disiplin kuruluna yapilabilir. Kisinin itirazinin goriisiilecegi toplantiya
cezayl veren disiplin amiri katilamaz. Bu sekilde kurulun olusturulamamasi halinde bir iist disiplin
kurulu yetkilidir.

Kademe ilerlemesinin durdurulmasi cezasina, kisinin baglh oldugu ytliksekégretim kurumu
araciligiyla Yiiksek Disiplin Kuruluna itiraz yapilabilir. [lgili yliksekogretim kurumu itiraza iliskin dilekce
ve sorusturma dosyasini 7 giin icerisinde Yiiksekogretim Kuruluna iletmekle yiikiimltidtr.

Bu Yonetmelikte yer alan disiplin cezalarina karsi idari yargi yoluna basvurulabilir.

itiraz Siiresi ve Yapilacak islem

Madde 48 - Disiplin amirleri ve disiplin kurullari1 tarafindan verilen disiplin cezalarina karsi
yapilacak itirazlarda siire kararin ilgiliye tebligi tarihinden itibaren 7 giindiir. Bu siire icinde itiraz
edilmeyen disiplin cezalar1 kesinlesir.

Itiraz halinde, itiraz mercileri karar1 gozden gecirerek verilen cezay1 aynen kabul edebilecekleri
gibi cezay1 hafifletebilir veya tamamen kaldirabilirler.
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Itiraz mercileri, itiraz dilekcesi ile karar ve eklerinin, kendilerine intikalinden itibaren 30 giin
icinde kararlarini vermek zorundadirlar.

(Degisik fikra:RG-29/1/2014-28897) Kaldirilan cezalar 6zliik dosyasindan ¢ikarilir.

Disiplin Cezalarinin Bir Siire Sonra Ozliik Dosyasindan Cikarilmasi

Madde 49 - (Bashgi ile birlikte degisik:RG-29/1/2014-28897)

Disiplin cezalar1 6zliik dosyasina islenir. Kamu gorevinden c¢cikarma cezasindan baska bir disiplin
cezasina ¢arptirilmis olanlar uyarma ve kinama cezalarinin uygulanmasindan 5 sene, diger cezalarin
uygulanmasindan 10 sene sonra atamaya yetkili amire basvurarak, verilmis olan cezalarinin 6zliik
dosyasindan silinmesini isteyebilir.

Ceza alan kisinin, yukarida yazilan siireler icerisindeki davranislari, bu istegi hakli kilacak nitelikte
gortiliirse, isteginin yerine getirilmesine karar verilerek bu karar 6zliik dosyasina islenir.

Kademe ilerlemesinin durdurulmasi cezasinin 06zlik dosyasindan ¢ikarilmasinda disiplin
kurulunun miitalaasi alindiktan sonra yukaridaki fikra hiikmii uygulanir.

BOLUM vII
Cesitli Hiikiimler

Kayitlarin Tutulmasi

Madde 50 - Agilan disiplin sorusturmasi sahife numaralar1 6nceden konmus ve sonuna sahife
sayis1 kaydedilmis bir defterin ayri sahifelerine yazilir. Bu deftere sorusturmanin biitiin safahati islenir.
Defterin tutulmasindan genel sekreterler veya sekreterler sorumludur.

Dosya Teslimi

Madde 51 - Disiplin sorusturma dosyalari, dizi pusulasiyla birlikte teslim edilir ve alinir. Dizi
pusulasinin altinda teslim eden ve alanin imzalar1 bulunur.

Yazisma Sekli

Madde 52 - Kisilerle olan yazismalar iadeli taahhtitlii olarak yapilir. Evrakin elden verilmesi
halinde alinacak imzali belge dosyada muhafaza edilir. Diger hususlarda 7201 sayili Tebligat Kanunu
hiiktimleri uygulanir.

Yiirurluk

Madde 53 - Bu Yonetmelik Resmi Gazete’de yayim tarihinde yiirtrliige girer.

Yiriitme

Madde 54 - Bu Yonetmeligi Yiiksekogretim Kurulu Baskani yiiritiir.

Gecici Madde 1-MBu Yonetmeligin yiirtrlige girdigi tarihten 6nce islenmis bulunan ve disiplin
cezasini gerektiren fiil ve haller hakkinda bu konulari diizenleyen ve daha 6nce mer’i olan ceza hiikiimleri
uygulanir.

Bu yonetmeligin 19. maddesinde disiplin kovusturmasina baslama ile ilgili zaman asimi siirelerine
iliskin hiikiimler, bu yonetmeligin yiirtrliige girmesinden once islenen fiil ve hallere uygulanmaz.

Ancak, bu yonetmeligin yayimindan 6nce islenmis fiil ve hallere iliskin islemler yayim tarihinden
itibaren iki yil icinde sonuclandirilir.

Gecici Madde 1-(MBu Yonetmelik degisikliginin ytrirlige girdigi tarihten 6nce agilmis ve karara
baglanmamis sorusturmalar hakkinda bu Yonetmelik hiikiimleri uygulanir.

Gegici Madde 1-(U Bu Yonetmeligin yiirtrliige girdigi tarihten dnce islenen bir fiil nedeniyle acilip
heniiz karara baglanmamis sorusturmalarda degisiklikten onceki hiikiimler uygulanir. Ancak bu
Yonetmeligin personel lehine olan hiikiimleri, daha once a¢ilip da heniliz karara baglanmamis
sorusturmalarda uygulanir.
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(1) Bu Yénetmelige degisiklik yapan yonetmeliklerin gecici maddeleridir.
(2) 29/11/1995 tarihli ve 22478 sayili Resmi Gazete’de yayimlanan Yénetmelik degisikligi ile 27 nci maddenin birinci
fikrasinin (b) bendi yiiriirliikten kaldirilmis, mevcut (c) bendi (b) bendi olarak degistirilmistir.

19. ICU EPP PERFORMANCE APPRAISAL (PA) SYSTEM

ICU EPP PA System is a continuous process for identifying, evaluating and developing the
teaching and work performance of all its instructors, so that the goals and objectives of the ICU
EPP are more effectively achieved. ICU EPP PA System also benefits the instructors in terms of
recognition of performance, professional development and career-specific (expertise) guidance.
Monitoring performance and providing constructive feedback to promote the development of
sustainable high quality teaching and student learning are at the centre of the ICU EPP PA

System. This system, furthermore, offers a very reliable mechanism to help identify and resolve
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cases of underperformance. EPP makes use of all the PA data gained in designing its continuous

professional development activities such as trainings. ICU EPP PA System includes the following:

* QOutsourced staff training sessions (Non-voluntary / min. 4 per year)

* In-house workshops (Voluntary)

=  Webinar attendance (Non-voluntary / 1 per year)

= Conference attendance (Non-voluntary / 1 per year)

= Membership to online learning communities (SIGs) (Voluntary)

= Peer observations (Voluntary)

= Reading and sharing (Voluntary)

» Trying out different methods/approaches in class (sort of like action research) and
sharing the related-results with the teaching staff in a formal or informal way (Voluntary)

= Reflection groups or professional learning communities, where the program instructors
meet to share experiences of teaching and to examine evidence from their lessons (such
as video recordings of teaching or examples of student work) (Voluntary)

= Collaborative materials writing, where the program instructors work together to design
teaching materials for particular groups of students (Voluntary)

» Earning various teaching certification such as CELTA, DELTA, TESOL, TEFL, etc.
(Voluntary)

» Personal professional development goals - Setting two to three specific and realizable
professional development goals at the start of each academic year. (see Appendix 2 in
CPD Handbook for the personal professional goals template) (Non-voluntary)

= ICU English Preparatory Program ELT organizations with the help of publishing houses

* Unannounced/Unscheduled observations (drop-ins) by the ICU EPP Coordinator
throughout the academic year so as to evaluate the standards of teaching and learning,
and ensure that proper standards of professional performance are established and
maintained

= Micro-teaching observations at the end of the related academic year - These observations
are carried out with the academics from different universities and the evaluations done
are used in the planning of training contents (see Appendix 3 in CPD Handbook for the
lesson plan template to be used by our program instructors) (might not be in 2017 -

2018 depending on the decision of the university’s upper-management)
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= Regularly buying ELT books with the help of ICU Library in the fields of linguistics,
materials development, curriculum, ELT approaches and methods and the like (see
Appendix 4&5 in CPD Handbook for the complete list of the ELT books having been
bought by ICU Library so far upon the request of English Preparatory Program)

All the teaching portfolios of the EPP instructors, which are kept by the EPP CPD, are to be examined
and evaluated at the end of the related academic year by the EPP Coordinator, and then the instructors
are to be given feedback by the EPP Coordinator about their performance for the related academic
year. If need be, the areas of improvement are to be identified and improvement plans are to be made

accordingly.

ISTANBUL COMMERCE
UNIVERSITY

53
English Preparatory Program
Istanbul Commerce University
Prepared by ICU EPP Coordinatorship in 2018



III
ISTANBUL COMMERCE
UNIVERSITY

ENGLISH PREPARATORY PROGRAM

INSTRUCTOR IN-CLASS
PERFORMANCE FRAMEWORK

“Charlotte Danielson Model”

20. INSTRUCTOR IN-CLASS PERFORMANCE EVALUATION FRAMEWORK

ICU EPP CPD, as known by the whole EPP Instructors, organizes the foundation of all its teacher
training plans and programs according to Charlotte Danielson’s Framework for Teaching. The
Framework for Teaching is a research-based set of components of instruction and professional
behaviour identifying the teachers’ responsibilities that have been documented through sound
empirical studies. It is a proven fact that the contents of the framework promote student
learning, which is the ultimate goal of all the teaching practices at ICU EPP. This framework,
given its proven capacity, provides us with a highly reliable roadmap for improvement of
teaching and learning at ICU EPP. While the Framework is not the only possible description of

practice, these responsibilities and practices seek also to define what teachers actually should
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know and be able to do in the exercise of their profession. The below is Danielson’s Framework

for Teaching (Danielson, 2011).

Danielson’s Four Domains

Planning and The Classroom
Preparation Environment

Professional
Responsibilities

¢ Some basic descriptors of the four domains of Danielson Model are presented in the table

below.
DOMAINS DESCRIPTORS
Planning & Effective teachers plan and prepare for lessons using their extensive knowledge of
Preparation the content area, the relationships among different strands within the content and

between the subject and other disciplines, and their students’ prior understanding
of the subject. Instructional outcomes are clear, represent important learning in the
subject, and are aligned to the curriculum. The instructional design includes
learning activities that are well sequenced and require all students to think,
problem solve, inquire, and defend conjectures and opinions. Effective teachers

design formative in-class assessment techniques and tools to monitor learning, and

they provide the information needed to differentiate and improve instruction.
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Measures of student learning align with the curriculum, enabling students to
demonstrate their understanding in more than one way.

Effective teachers organize their classrooms so that all students can learn. They
maximize instructional time and foster respectful interactions with and among
students, ensuring that students find the classroom a safe place to take intellectual
risks. Students themselves make a substantive contribution to the effective
functioning of the class by assisting with classroom procedures, ensuring effective
use of physical space, and supporting the learning of classmates. Students and
teachers work in ways that demonstrate their belief that hard work will result in
higher levels of learning. Student behaviour is consistently appropriate, and the
teacher’s handling of infractions is subtle, preventive, and respectful of students’
dignity.

In the classrooms of accomplished teachers, all students are highly engaged in
learning. They make significant contributions to the success of the class through
participation in high-level discussions and active involvement in their learning and
the learning of others. Teacher explanations are clear and invite student
intellectual engagement. The teacher’s feedback is specific to learning goals and
rubrics and offers concrete suggestions for improvement. As a result, students
understand their progress in learning the content and can explain the learning
goals and what they need to do in order to improve. Effective teachers recognize
their responsibility for student learning and make adjustments, as needed, to
ensure student success.

Accomplished teachers have high ethical standards and a deep sense of
professionalism, focused on improving their own teaching and supporting the
ongoing learning of colleagues. Their record-keeping systems are efficient,
effective and accountable. Accomplished teachers assume active participant roles
in all the school-wide projects, and they engage in a wide range of professional
development activities to strengthen their practice. Reflection on their own
teaching results in ideas for improvement that are shared across the school and

contribute to improving the practice of all.

21. INSTRUCTOR IN-CLASS PERFORMANCE EVALUATION METHOD
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In order to observe, monitor, analyse and evaluate in-class performance of all the ICU EPP
Instructors, we regularly organize some questionnaires using a pool of questions to be answered
by the related instructors’ students. All the questions to be used in these questionnaires refer to
the aforementioned domains and they do not repeat themselves to be able to change the vantage
point into the teaching approaches and practices of the related EPP Instructor. All the questions
are piloted with a large group of ICU EPP students before putting them into actual use. The
questionnaires having been prepared by the EPP Coordinator are sent to the EPP students as an
email link and they answer the questions individually by clicking on the related link whenever
and wherever they want through their smart phones (I0S or Android), tablets, PCs or laptops.
All the students’ answers are automatically calculated in real time and the related statistical
results are obtained immediately. It is completely impossible to make changes on the results by
any one. So as to get the first impressions and thoughts regarding the questionnaire items, the
students can give their answers only once and cannot change them. In doing so, we also keep the

student away from changing their minds over and over again.

The results of the questionnaires are one of the components of ICU EPP Performance Appraisal
System and all the EPP Instructors, whether full or part-time, are entitled to get feedback about
their in-class performance from the eyes of their students. All the statistical data having been
obtained from the questionnaires are shared with the related EPP Instructors. All the EPP
Instructors’ in-class performances are evaluated by their students in every session with
different group of students throughout the related academic year in order to increase the

validity of the data collected with regard to the related EPP Instructor’s performance.

Please click on the links below to get information about the legal regulations of ICU.

= 1CU Foundation/Organization Regulation
= |CU EPP Requlation

= |CU Ethics Committee Circular
= The Law of Higher Education (YOK — The Council of Higher Education)
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http://www.mevzuat.gov.tr/Metin.Aspx?MevzuatKod=8.5.7253&MevzuatIliski=0&sourceXmlSearch=%C4%B0stanbul%20Ticaret%20%C3%9Cniversitesi
http://www.mevzuat.gov.tr/Metin.Aspx?MevzuatKod=8.5.21418&MevzuatIliski=0&sourceXmlSearch=yabanc%C4%B1%20dil%20haz%C4%B1rl%C4%B1k
http://www.ticaret.edu.tr/uploads/dosyalar/770/etik_kurul.pdf
http://www.yok.gov.tr/documents/10279/30217/the_law_on_higher_education_mart_2000.pdf/bb86b67f-2aea-4773-8c21-43c10384f883
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“IT'S AMAZING
WHAT WE CAN

WHEN WERE IN IT
TOGETHER.”
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