





        AYBÜ Department of English Translation and Interpreting: Internal Service Standards


1) Orientation Process
· An informative orientation programme is organised for new students, providing information about the university and the department. This programme aims to help students adapt to university life whilst emphasising that they are now independent individuals. At the same time, adopting a supportive and inclusive approach is fundamental.
· Similarly, a detailed orientation session is conducted by a designated staff member for new academic staff members. During this session, alongside general information about departmental procedures, details are provided regarding the physical layout of classrooms and the technological equipment used in them; the process for obtaining keys for locked cupboards is also explained. Furthermore, the session specifies which unit or individual to contact in the event of any potential issues. Information on how and where photocopying can be carried out is also provided during the session.
2) Teaching and Learning Activities
· Lectures commence and conclude on time in accordance with the published timetable.
· Course materials and the syllabus are shared with students at the start of the term.
· Students’ active participation is encouraged; contemporary and student-centred teaching methods are applied.
3) Exams and Assessment
· Mid-term, assignment and final exam dates are set in accordance with the academic calendar and announced to students in advance.
· Exam results are entered into the student information system within the timeframes specified in the relevant regulations.
· Assessment is conducted in a transparent and objective manner; student feedback is taken into account.
· At the start of the term, assessment methods (exams, assignments, projects, etc.) and their weightings are clearly communicated to students via the course syllabus.
4) Academic Advising
· Academic advising duties are carried out on a regular basis.
· Advising hours are communicated to students; support is provided regarding registration renewal, course selection and career planning.
· Students wishing to attend counselling sessions book an appointment via email, briefly stating the topic they wish to discuss.
· Where the responsibility for advising a particular class is assigned to more than one person, duties and responsibilities are shared in accordance with the principle of equality.

5) Communication and Accessibility
· Emails and messages from students will be replied to within three working days at the latest.
· Academic staff undertake to be available during designated hours to facilitate communication between students and staff.
6) Meetings and Collaboration
· Regular attendance is ensured at departmental council, academic council, quality committee and similar meetings.
· Transparency and participation are fundamental to joint decision-making processes.
7) Student Affairs and Document Requests
· Document requests from students (such as internship certificates, transcripts, etc.) are processed in a timely manner through the department secretariat/student affairs office.
· The necessary guidance is provided regarding graduation, lateral transfer and credit transfer procedures.
8) Ethics and Professional Responsibilities
· Full compliance with academic ethical principles is ensured.
· A sensitive, inclusive and respectful academic environment is fostered, free from all forms of discrimination.
· We keep abreast of the latest developments and professional standards in the field of translation and share them with our students.
