TRANSFER TO A NON-THESIS
MASTER’'S DEGREE PROGRAMME

Students who wish to transfer to a non- - —_— - -

. Student's application for transfer to a non-thesis master’s
thesis master's degree programme shall programme will be reviewed by the Institute Over the list price of the
write a petition with her academic Administrative Board. If the student's request is applied program in the
advisor within the period allowed for approved by the Board, the time to be granted to the relevant academic year, 10%
transfer between the master's degree student to meet the programme requirements shall be discount is provided per
programmes indicated in the academic determined according to the number of courses that course, not exceeding 70% in
calendar, no later than the beginning of | | remain to be completed. Students who still have up to total for the courses
the third term, and submit the request four courses and a project course to be completed will be adapted.
form to the Head of Department. allowed "two" terms to complete these courses. ‘

———— STEPIl ———— STEPIIl (————_ STEPIV ———- STEPV ———

If deemed appropriate by the Head of Department,
student’s request will be forwarded to the Institute via
EDMS.

The Institute Administrative
Board decision will be
recorded in the EWI and the
student shall be notified of
the decision by e-mail.

Note 1: The student will be given a new student number due to the programme change.
Note 2: Transfer between Thesis-Based and Non-Thesis Programmes is allowed only once during the studies.

Note 3: In terms of compatibility with the curriculum of the new programme,

will be decided according to the course content, not the number of courses.

the transfer of credits and courses



TRANSFER OF A THESIS-BASED
MASTER'S DEGREE PROGRAMME

Students who wish to transfer to a thesis-based
programme shall meet the minimum

requirements (such as obtaining the minimum

Student’s application for transfer to a
thesis-based master’'s programme will be
reviewed by the Institute Administrative
Board. If the student's request is approved
by the Board, student will be given an
additional time, not exceeding 6 terms,
including the time she spent in the non-

required score in ALES-Academic Personnel Over the list price of the
and Postgraduate Education Entrance Exam
and a minimum GPA of 2.5 etc.). Students
meeting the requirements shall submit a petition
filled with their academic advisor within the

transfer period between programmes indicated

applied program in the
relevant academic year, 10%
discount is provided per
course, not exceeding 70% in
total for the courses

in the academic calendar, no later than the . adapted.
o ) thesis programme.
beginning of the fifth term. ‘
———— | — - STEPIl -~ ——— STEPIl -————— STEPIV ————- STEPV ———
If deemed appropriate by the Head of Department, The Institute Administrative
student's request will be forwarded to the Institute via Board decision will be
EDMS. recorded in the EWI and the
student will be notified of the

decision by e-mail.

Note 1: The student will be given a new student number due to the programme change.

Note 2: Transfer between Thesis-Based and Non-Thesis Programmes is allowed only once during the studies.
Note 3: In terms of compatibility with the curriculum the new programme, the transfer of credits and courses will
be decided according to the course content, not the number of courses.



TRANSFER TO A DIFFERENT
PROGRAMME I

.Students who have successfully
completed at least one term in a Over the list price of the
graduate programme at Altinbas applied program in the
University or in another university mayj relevant academic year, 10%
apply for a transfer to a different The form shall be sent to the discount is provided per
graduate programme within the Institute via EDMS. course, not exceeding 70% in
application period specified in the total for the courses
academic calendar. adapted.
——STEPI] ————- STEPIl ~————-— STEPIl -————— STEPIV ————- STEPV ———-

On the condition that the student submits the required Following the approval, the

application documents (ie., transcript, ALES, GPA, courses and credits

foreign language proficiency certificate etc.) within the previously taken by the

application period, the Head of Department shall decide student shall be adjusted to

which of the course requirements in the new programme the new programme after

the student will be exempted from, the period of time the the Institute Administrative

student will be granted to complete the transfer Board's decision.

requirements, determine the credit equivalence, and fill

out and approve the form.




TRANSFER TO A DIFFERENT
PROGRAMME Il

Following the approval, the courses

and credits previously taken by the

student shall be adjusted to the new
programme after the decision of the
Institute Administrative Board.

Post-bachelor’s students who are admitted to
a doctoral programmes must submit a
request letter to the Office of the
Department Head in order to be allowed to

transfer to a master's degree programme.

|

———STEPI ————- STEPIl -—————- STEPIIl -————- STEPIV ___

|

If the student's transfer request is approved by the Head e i 159 sl e L

of Department, the student's form shall be sent to the
Institute via EDMS.

applied program in the
relevant academic year, 10%
discount is provided per

course, not exceeding 70% in
total for the courses
adapted.




DSU PROCESSES

Human Resources completes the
recruitment processes of faculty
members after checking the incoming

As a result of the decision, the list
of documents required for the
continuation of the Recruitment

Procedures is sent to the faculty documents. Then, the Institute performs

DSU Proposal List is sent to the Institute members whose proposals are G cou'rse U W s A
by the Heads of Departments. accepted by DSU. el Bel 7S Gl SEs
information mail.

| |

———— STEPIl ~————-— STEPIIl (————_ STEPIV ———- STEPV ———
The Incoming Proposal List is evaluated Documents of Faculty Members who
by the Graduate School Administrative have completed the Document List are
Board and taken to a decision if forwarded to Human Resources.
appropriate.

Note 1: In order for the faculty members working at another university to be active in the systems, a cover letter must be received from the
institution they work through EBYS.



COURSE PROCESSES TO BE
OPENED IN THE NEW TERM

After the day, hour and classroom

information of all the courses to be

The Excel Table of the Courses to be An e-mail is sent to the Head of the opened are completed, they are opened

Offered 1.5 Months Before the Opening Related Department for the on the Ewi system and shared with the

Completion of the Defined Missi
of the New Term is sent to the Heads of enrf2Em e e e nee Mg,
Course Days and Hours.

students as an announcement on the e-

the Departments. mail and the Institute website.

| |

———— STEPIl ~————-— STEPIIl ————— STEPIV ————- STEPV ————
Excel Tables from Heads of Departments General Timetable is sent to Student
are Added to the General Curriculum Affairs in order to determine the
Table and Missing Course Days and classrooms after all the courses and
Hours are Determined. their hours are determined.

Note 1: The Excel Table of Courses to be Delivered Sent Within 1.5 Months, the Presidents of the USA are reminded by an e-mail every
week.



THESIS AND GRADUATION
PROCESSES

The transcript of the student who has a
The Thesis is Uploaded to the Thesis 2 Copies of the Bound Thesis, CD graduation decision is checked and
Management System by Checking the containing the most current version graduated by the Registrar's Office in
Last Upload Date in the Academic of the Thesis, Word and PDF File, the system. The graduation information
Calendar. and Thesis Form are delivered to of the student is forwarded to the
the Institute. relevant unit.

| |

———— STEPIl ~————-— STEPIIl ————— STEPIV ————- STEPV ————
The thesis uploaded to the Thesis After the thesis submission, all the
Management System becomes bound documents of the student are checked
after passing all the stages in and a graduation decision is taken by
accordance with the rules. the Registry.




POST-GRADUATION
PROCESSES

Graduates start their dismissal

process by logging into the

After the approval of all units, the
The account of the student whose el oiks o s st student's relationship with the university
graduation is entered into the system is website with the graduate is terminated and she is entitled to
closed. student's e-mail address. receive a diploma.

| |

—_—STEPI ————- STEPIl ~———- STEPIIl -————— STEPIV ———- STEPV -——.
The student whose account has been The student who fills the cancelling
closed activates the graduate e-mail enrolment form forwards the process tg
address at "reset.altinbas.edu.tr" in order other units with the approval of the
to continue the Graduation Process. institute.

Not 1: ilisik Kesme Islemlerinden Sonra Orjinal Diploma Yaklasik 2 Ay Sonra Lisans Ogrenci islerinden Alinir.



THESIS SUBMISSION
PROCESSES

On the Thesis Management System, the
status of our student is indicated as Prints the edited version of the . .
. i .\ o ) One copy of the thesis is also delivered
Thesis Stages Completed". thesis in 2 copies. :
to the library.
———— STEPIl ——M8— STEPIIl (————_ STEPIV ———- STEPV ———
The student arranges the errors The student submits 1 copy of the
indicated by the institute on the system thesis, CD (Word and PDF version of
according to the Thesis Writing Template the final thesis) and Thesis Data Entry
and Thesis Writing Guide on the website. Form to the institute.

Note 1: After the dismissal process, the original diploma is taken from the Bachelor Degree Student Affairs approximately 2 months later.



FINAL EXAMS PROCESS

In line with the request of the
faculty members, the classrooms
where the exams will be held are

In order to determine the Final Week determined and a supervisor is The final program prepared is announced
Program, an Online Final Program Excel requested from the relevant to all students on the Institute Web Site
Table is Prepared over SharePoint. faculty for the exams. and Ewi.
———— STEPIl ~————- STEPIIl (————— STEPIV ———- STEPV ————
About 1 month before the Final Week, the Final Programs from All Programs are
Online Final Program Excel Table, which Combined in a Single Excel Table.

is prepared to determine the days and
times of the exams, is shared with the
faculty members.

Note 1: The Online Final Program Excel Sheet sent is reminded to the faculty members by an e-mail every week within 1T month.




REQUEST MANAGEMENT
SYSTEM PROCESSES

Applications are forwarded to the
Institute's Registry from the Request Decision is taken and forwarded to An Information Mail is sent to the
Management System Student Affairs students whose systems are updated.
——STEPIl ————- STEPIl ~—————- STEPIIl -————— STEPIV ————- STEPV ———
Submitted Documents Are Taken To The Student Affairs Updates Students'

Board of Directors Decision Systems.




THESIS MANAGEMENT
SYSTEM PROCESSES

Students Who Have Thesis
Defense Submit Their Documents The decision is conveyed to the Student
Jury Proposal Form is Submitted to the To The Graduate School Affairs and the Graduation Procedures
Graduate School of the Students are Made.
——STEPIl ————- STEPIl ~—————- STEPIIl -————— STEPIV ————- STEPV ———
Thesis Defense Takes Place Graduation Decision is taken at EYK for
students who submit their Thesis

Defense Final Documents and Thesis.




CANDIDATE STUDENT
REGISTRATION PROCESSES

Status of the students who signed
the protocol and sent it to the

The candidate student applies for the Payment Information is Institute are activated in the
program he/she requested on the Transferred to Students whose system and directed to the course
Institute website. Accounts are Created via Mail. selection.
——STEPI] ————- STEPIl ———— STEPIl -————— STEPIV ————- STEPV ———-
Candidates who have been accepted The Financial Approval of the Paying
and whose documents have been Student is entered into the System and
completed will have their accounts a Protocol is sent to the Student for
created in the system. Signing.

Note 1: The documents that the student must complete while registering are detailed on the Institute's Website.



TERM PROJECT DELIVERY

PROCESSES

At the end of each semester, the
advisor delivers the Turnitin Report and
the CD of the project to the institute in

After the consultant provides the
necessary controls, she/he sends q
petition to the institute for

the exam envelope. :
Graduation Procedures.

|

After the decision is approved and
sent to the Registrar's Office, the
Graduation Procedures of the
student are carried out.

——STEPI ——__ STEPIl —————— STEP Il -(————— STEP IV ————- STEPV ————.

The student completes the graduation
requirements and applies to his/her

The Institute takes the decision of
the EYK.

advisor for graduation.




ETHICS COMMITTEE
PROCESSES |

If the Student Needs Ethics Committee
Approval in the Thesis Study and/or
Article, he/she starts the process by
applying to the Thesis Advisor.

Commission

Her/His advisor sends the
Application Form and Necessary
Documents for Approval from
EBYS to the Ethics Committee

Members.

Decisions taken by the Ethics
Committee are notified to the
Advisor and the Institute.

——STEPI ———__ STEPIl -—————-

|

STEP I

Fills the Ethics Committee Application
Form with his/her advisor.

|

The Ethics Committee Evaluates the
Applications from the Consultant and
Makes Decisions.




ETHICS COMMITTEE
PROCESSES II

Students wh d by th
u. entsw ? are approved by the . The Responses to the Request Sent
Ethics Committee and who are required —
L Permission is requested from the to the Graduate School by the
to get research permission from some . o , . -
T L. Required Institutions by the Rector's Office are notified to the
institutions and organizations apply to .
Rectorate. student by the Student Affairs.
the Graduate School.
———— STEPIl ~————- STEPIIl (————_ STEPIV ————- STEPV ————
The documents of the applicant student Positive or Negative Answers from
are forwarded to the Rectorate by the Rectorate Institutions are forwarded to
Registry. the Institute.




EXAM ENVELOPE
PROCESSES

Students who are approved by the
Ethics Committee and who are required The Responses to the Request Sent
to get research permission from some Permission is requested from the to the Graduate School by the
institutions and organizations apply to Required Institutions by the Rector's Office are notified to the
the Graduate School. Rectorate. student by the Student Affairs.
——STEPIl —(———- STEPIl -————— STEPIl -————— STEPIV ————- STEPV ————
The documents of the applicant student Positive or Negative Answers from
are forwarded to the Rectorate by the Rectorate Institutions are forwarded to
Registry. the Institute.




PETITION PROCESSES

The student applies to the Institute with e

a Petition. decided by the Board of Directors. The cedalen s cammiiicensd m

the student.

| |

——STEPIl ————- STEPIl ~—————- STEPIIl -————— STEPIV ————- STEPV ———
Student's request is processed. The decision taken is forwarded to the
Student Affairs. The decision is

processed into the systems by the
Student Affairs.




