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ANKARA YILDIRIM BEYAZIT UNIVERSITY
PROCEDURES AND PRINCIPLES ON TRAINING AND CERTIFICATE PROGRAMMES

CHAPTER I
Purpose, Scope, Basis and Definitions


Purpose

Article 1 – (1)  The purpose of these principles and procedures is to regulate and determine the the method to be followed in offering certificate training programmes, run by the university, as well as the certificate format and certificate awarding conditions for those who perform better in this programme and successfully finalize it.

Scope

Article 2 – (1) The provisions of these principles and procedures govern the certificate-focused training programmes to be conducted by the university, the attendees who enroll in these training programmes, all the documents to be awarded to the attendees and the units that run these programmes.

Basis
Article 3 – (1) These principles and procedures have been prepared on the basis of Higher Education Law numbered 2547.

Definitions
Article 4 – (1) The following terms, mentioned herein these principles and procedures, shall have the meanings as specified below:
a) Trainer: The person to meet the required conditions to provide certified training,
b) Unit: The relevant unit of each certificate training programme.
c) Attendee: The person, who attends the certificate training programme to achieve qualifications.
d) Commission: Commission, composed of 3 (three) persons and chaired by certificate programme executor of the unit.
e) Coordination Office: Certificate Programme Coordination Office of the University
f) Rector: Rector of Ankara Yıldırım Beyazıt University
g) Senate: Senate of Ankara Yıldırım Beyazıt University
h) Certificate Programme Executor: The person, responsible from executing the certificate training programme activities of the unit.
i) Certificate: The document, awarded to attendees, having met the performance requirements at the end of the certificate training programme, designed to achieve qualifications.
[bookmark: _GoBack]j) Certificate Training Programme: Programme consisting of at least 10 course hours, determined by the Senate and offered to attendees.
k) University: Ankara Yıldırım Beyazıt University (AYBU)
l) Executive Board: Ankara Yıldırım Beyazıt University Executive Board

CHAPTER II

Certificate Programme Coordination Office of The University and Commencement of Certificate Training Programmes


Certificate Programme Coordination Office

Article 5- (1) Roles, authorities and responsibilities of certificate programme coordination office of the university shall be indicated as;

a) Examining the procedures for content, chart and certification with regard to training programme.

b)  Guiding the business and operations run by the commission

c)  Ensuring the necessary coordination for pre-programme and post-programme procedures.

d) Following the examination and registration procedures considering the provisions of the contract and the protocol, if the programme will be conducted through cooperation.

e) Carrying out the follow-up of the business and operations with regard to registration process of the certificates to be awarded.

f)  Submitting its opinions to the Senate by evaluating the training programs offered by the units.

(2) Coordinatorship consists of 7 (seven) members including the chair. One of the vice-rectors chairs the coordinatorship. The chair and the members shall be appointed by the rector.


Commencement of Certificate Training Programmes

Article 6- (1) Coordination office, by examining the proposal offered by the unit regarding the name, purpose, duration, terms of application, curriculum, practices, training materials of the certificate training programme as well as the principles and procedures of the final examination to be applied after training if planned, project studies, programme supervisor, qualifications of the trainer and attendees to attend the programme, required matters to be included in the certificate at the end of the training programme, pricing procedures, validity period of the certificate when required, renewal of the certificate,  assessment and success criteria, shall submit its opinion for senatorial approval. The certificate programme, approved by the senate, shall gain certainty.

(2) Certificate training programme shall be executed within the framework of standards and certificate subject areas, determined by "Education, Curriculum and Program Evaluation Commission".

(3) When the unit proposes a change with regard to its own certificate training program, program commencement procedure shall be applied.

(4) Certificate shall not be awarded for the training programmes without senatorial approval.

(5) A certificate may be awarded, in accordance with the procedure specified in this article, to those who successfully finalize an existing training programme of the university fully or partially.


CHAPTER III
Provisions on Certificate Programme Executor, Admissions, Enrollment and Training

Certificate Programme Executor

Article 7 – (1) “Certificate Programme Executor” is assigned from among lecturers by the relevant unit chief for each certificate training programme to coordinate the execution of the certificate training programme. Certificate programme coordinator shall fulfill the tasks mentioned hereinbelow;

a) Running all kinds of operations with regard to the fuctioning of the program
b) Ensuring that the trainings provided, meet the standards and proceed in accordance with these standards.
c) Ensuring that the necessary action be taken with regard to the improper behaviours of attendees who act contrary to the rules of the training programme.
d) Ensuring the drafting of document, form, report and other papers with regard to the training activity.
e) Following up the business and operations with regard to the issuance and registration of the certificates to be awarded.

Admission Requirements

Article 8 – (1) Legal entities and/or natural persons may apply for the certificate training programme to achieve qualifications.
(2) Quotas for attendees to be admitted to the certificate training programme, terms of application, enrollment and admission procedures in addition to the business and operations with regard to examinations, when required, are announced and executed via the relevant unit.
(3) A commission, composed of 3 (three) persons, headed by certificate programme executor,  is assigned by the relevant unit chief, who executes the certificate training programme, to evaluate the applications, received and to determine if the attendees are eligible to attend the programme.
(4) Attendees, undergone an evaluation procedure by the commission and those identified to meet the requirements, are entitled for final registration, allowable with quota.

Enrollment
Article 9- (1) Attendees, who are eligible for final enrollment in the certificate training program, are announced by the relevant unit.
(2) Eligible attendees entitled to enroll in the certificate training programmes shall be registered during announced dates.
Provisions with regard to Training
Article 10 – (1) A minimum of 80 % attendance shall be compulsory for the certificate training programme. Attendees, who do not attend at least 80 % of the courses, shall not be entitled to be awarded a certificate and a certificate of attendance. Certificate programme fees shall not be refundable for the days/hours not attended. Attendance status of the attendees shall be followed by certificate programme executor.

(2) In case of not meeting the minimum attendance requirements due to the unforeseeable conditions like long-term illness, accident, death of one of the family members etc., the unit decides upon the issue, taking into consideration all the official proving documents for the relevant excuse.

(3) The relevant protocol or rules of the scholarship programmes shall be considered for the certificate programmes, commenced within the framework of the protocol signed among public or international institutions/organizations.

(4) During the training program, attendees are provided by a pre-determined number of exams, practice studies and/or projects.

(5) The final grade and its calculation method, the prerequisites to be entitled for the certificate, shall be determined by the unit, responsible from the training programme and announced to attendees.

(6) Attendees shall be deemed to have accepted all the general and special terms and conditions of the training programme that they are enrolled in.

CHAPTER IV
Certificate Issuance, Registration and Renewal, Certificate Training Programme Fees and Supervision


Certificate Issuance, Registration and Renewal
Article 11 – (1) A certificate is awarded for the attendees by the unit at the end of the programme provided that they fulfill the success criteria by being enrolled in the certificate training programme.

(2) Format of the certificates to be issued, are determined in such a way to include the Turkish identification number, foreign national identity number for foreign nationals, name-surname, title of the attendee as well as the certificate title, certificate number, start and end dates of the training programme, validity period when required, name of the relevant unit and/or institution as the stakeholder and other information to be added in line with the needs. The certificate issued are signed by the relevant unit chief.

(3) A certificate of attendance, signed by the relevant unit chief, is awarded for those attendees who attended the certificate training programme but were unable to fulfill the success requirements.
(4) Certificate validity period begins on the date signed.
(5) All the documents of the attendees with regard to training and examination shall be kept by the unit in accordance with the provisions of relevant legislation.
(6) Certificate renewal procedure, by being based on the determined standards, shall be executed under the responsibility of the unit.

Certificate Training Programme Fees
	Article 12 - (1) Application and/or programme fee, if anticipated, for the certificate training programmes, shall be determined by the executive board upon the proposal of the relevant unit. If the programme fee has been anticipated, the attendees shall enroll in the programme by paying the programme fee(s) determined.

(2) Fees are recorded as revenue to the revolving fund management and all payments with regard to training programmes shall be made in accordance with revolving fund management procedures.

(3) Training programme fee(s) shall not be refundable for the attendees who withdraw from the programme following the completion of training programme enrollment procedure.

Supervision
Article 13 – (1) The supervision of the training programmes shall be conducted within the framework of the provisions of relevant legislation and procedures anticipated in the protocols.


CHAPTER V
Miscellaneous and Final Provisions

Other Provisions
Article 14 – (1) Attendees must abide by all the university policies and regulations, but they shall not benefit from the rights granted to university students.

(2) Considerations not provided for herein these principles and procedures, shall be governed by Higher Education Law numbered 2547 and by the provisions of other legislation.
Force
Article 15-(1) These principles and procedures shall enter into force upon senatorial approval.

Execution
Article 16-(1) These principles and procedures shall be executed by the Rector.






