ANKARA YILDIRIM BEYAZIT UNIVERSITY

LANGUAGE EDUCATION APPLICATION AND RESEARCH CENTRE DIRECTIVE ON EDUCATION, TRAINING AND EXAMINATION


CHAPTER I
Purpose, Scope, Basis, Definitions

Purpose and Scope
ARTICLE 1-(1) The purpose of this directive is to set out the method and field of activity of the language education programme to be conducted at Ankara Yıldırım Beyazıt University (AYBU) Language Education Application and Research Centre (LEARC) as well as the principles of student admission and examinations.

Basis
ARTICLE 2-(1) This directive has been prepared on the basis of the Ankara Yıldırım Beyazıt University Regulation on Language Education Application and Research Centre, published in Official Gazette dated 27/12/2013 and numbered 28864 and effective as of that date.
Definitions
ARTICLE 3-(1) The following terms, in this directive, shall have the meanings as specified below:
a) University is Ankara Yıldırım Beyazıt University
b) Rector is the rector of Ankara Yıldırım Beyazıt University
c) Senate is Ankara Yıldırım Beyazıt University senate
d) Executive Board of the University is the executive board of Ankara Yıldırım Beyazıt University
e) Directorate of Revolving Fund is the revolving fund directorate of Ankara Yıldırım Beyazıt University
f) AYBU LEARC means Ankara Yıldırım Beyazıt University Language Education Application and Research Centre 
g) Executive Board of AYBU LEARC is the executive board of Ankara Yıldırım Beyazıt University Language Education Application and Research Centre
h) Unit defines the departments and units affiliated with the rectorate as well as the faculties, colleges, institutes, research and application centers affiliated with Ankara Yıldırım Beyazıt University.
i) Training Programme defines language training programmes, seminars, conferences and alike, conducted at AYBU LEARC.
j) Certificate Programme defines the programme in which certificates are awarded to those who successfully complete the AYBU LEARC courses of whose attendance shall be compulsory.
k) Certificate defines the document, awarded to those who meet the educational and attendance requirements of the language teaching programme, conducted at AYBU LEARC.
CHAPTER II
Principles regarding Training/Certificate Programmes

The Method, Duration, Commencement and Cancellation of the Training Programme

Courses to be conducted and Course Content
ARTICLE 4-(1) The decision about the type of the courses to be conducted at AYBU LEARC is determined by the executive board of AYBU LEARC upon the demands received. Course(s) of whose application is/are 10 and/or over, shall be conducted. Course(s) of whose application(s) is/are less than 10, may be conducted upon the proposal of the faculty member and with the approval of the executive board of AYBU LEARC.
ARTICLE 5-(1) The level and content of language training courses are as per below:
a) Placement exams shall be applied for those students who have applied for language training programmes to determine and clarify their language level. Trainings are conducted for the students, based on the language level determined, in accordance with the courses they are placed in.
b) The contents of the courses, offered, are designed to upskill in accordance with the foreign language proficiency criteria within the scope of Common European Framework Language Standards.
ARTICLE 6-(1) Types and periods of language courses are as per below:
a) Courses may be offered for foreigners/international students regarding the languages and dialects, except for Türkiye Turkish, alongside the Turkish language teaching, as well as the courses such as problem solving techniques, speed reading, effective communication, diction and body language etc. for them to develop their language and communication skills.
b) The period of study, contents, hours and examinations of the courses are determined by the executive board of AYBU LEARC.
Language Levels, The Period of Study and Course Hours
ARTICLE 7-(1) The period of study of language teaching courses on the basis of language levels are as per below:
a) The period of study of language education at AYBU LEARC is 350 hours for elementary level (A), 350 hours for intermediate level (B), 260 hours for advanced level (C). Progressive mastery of the students’ language skills are graded on a five-level-scale (A1, A2, B1, B2, C1).

	LANGUAGE LEVELS
	COURSE LEVELS
	DURATION

	Elementary Level
	A1+A2
	350 Hours

	Intermediate Level
	B1+B2
	350 Hours

	Advanced Level
	C1
	260 Hours



b) Further arrangements may be made by the executive board of AYBU LEARC regarding the hours of the courses to be offered for each of the 5 language levels mentioned above.

Offering Language Training/Certificate Programmes
ARTICLE 8– (1) Language teaching programmes to be offered by AYBU LEARC are as follows:
 a) They are offered in cooperation with other institutions or with the joint participation of units to be submitted to the individuals and institutions who/which are deemed, by AYBU LEARC or by university’s relevant units, to have a demand.
b) The demand from public institutions as well as from private or international institutions are offered to the executive board of AYBU LEARC in line with the conditions determined in this directive. Rector of Ankara Yıldırım Beyazıt University or a person, assigned by him, is authorized to sign the protocols and contracts regarding the activities approved by Directorate of Revolving Fund and/or the executive board of the university and the executive board of AYBU LEARC.
Request Form for Language Courses/Certificate Programmes
ARTICLE 9-(1) Request form for language courses are announced via the AYBU LEARC official website.
Procedures for the Commencement of Training/Certificate Programmes 
ARTICLE 10– (1) Language course programme participation, demanded from AYBU LEARC, by the units, are assessed by the AYBU LEARC directorate and the programme is finally tailored in line with the required feedbacks received and it is submitted for the approval of executive board of university and/or the directorate of revolving funds upon the final decision of the executive board of AYBU LEARC.
Announcement of Training/Certificate Programmes
ARTICLE 11- (1) Announcement of the Centre’s education/certificate programmes shall be as per below:
 a) Announcement of the training/certificate programmes approved by the Senate and seminars etc. approved by the executive board of AYBU LEARC to the relevant circles is planned in cooperation with the unit(s)/institution that prepare(s) the program proposal and announced by AYBU LEARC within the framework of the promotion expenses as foreseen in the program budget. Venue and date of the training and/or certificate programme may be changed by the directorate of AYBU LEARC.
b) Training/Certificate programmes, for which the participants are registered following the announcement of AYBU LEARC, that the training/certificate programme will be commenced, may be cancelled with the decision of the executive board of AYBU LEARC in case the minimum number of participants, specified in the course programme announcement, is not reached. In case of a cancellation of the course/certificate programme, refund of the course/certificate programme fee shall be paid to the participant.
Conduct of the Training/Certificate Programme 
ARTICLE 12– (1) Ankara Yıldırım Beyazıt University Language Education Appliction and Research Centre is responsible from the conduct of the training/certificate programme to be commenced.
Trainer Selection and Assignment
ARTICLE 13-(1) The below-mentioned procedures regarding the trainers to be selected and assigned shall be applied:
a) The decision for the assignment of a trainer for language teaching programmes is concluded by the executive board of AYBU LEARC. The executive board of AYBU LEARC may demand for more trainers to be assigned in case of inadequate number of the faculty members on duty in LEARC. 
b) Assigned trainers are obliged to sign the contract specifying their duties and responsibilities and to conduct education-training activities within the framework of the rules as foreseen. 
Required Documents for Registration
ARTICLE 14 – (1) Candidates are obliged to convey the below-mentioned registration documents to AYBU LEARC registration office:
a) Additional documents to be announced and determined in advance according to the characteristics of the training/certificate programme or information and documents indicating that the prerequisites have been fulfilled.
b) Receipt indicating that the full amount, determined as the course fee, has been paid or payment by instalment has been preferred and that the first installment has been deduced.
Attendance
ARTICLE 15 - (1) Course participants shall fulfill the requirements whose principles are indicated as per below. 
a) A minimum of 80 % course attendance shall be compulsory. Course attendees who do not attend at least 80 % of the courses shall be deemed to have not met the attendance requirements and thus failed so they shall not be entitled to take course completion examinations. Course fees shall not be refundable for the course hours not attended. 
b) Attendance status of course attendees shall be followed by the relevant trainer. The trainer delivers the attendance charts together with attendance sheets in person to directorate of AYBU LEARC.
c) In case of not meeting the minimum attendance requirements due to the unforeseeable conditions like long-term illnesses, accidents, death of one of the family members etc., the executive board of AYBU LEARC decides upon the issue, taking into consideration all the official proving documents (minutes etc.) for the relevant excuse.
d) The relevant protocol or rules of the scholarship programmes shall govern the decisions regarding incoming students within the framework of the protocol signed among public institutions and organizations, associations and foundations as well as the decisions regarding the incoming students awarded with Türkiye Scholarships, international scholarships, etc.
e) Course attendees, who have not met the attendance requirements and the other rules of the education/certificate programme as per above, without prejudice to their financial liabilities, shall be dismissed from the programme and no document will be issued for them. 

CHAPTER III
Rules on Examination and Evaluation

Examinations and Evaluation
ARTICLE 16-(1) Examinations, held at AYBU LEARC shall be as follows: Placement Exam, Course Completion Examination, Certificate Examination and Proficiency Exam.
(2) Placement Exam
a) It is an exam that evaluates the language proficiency of the candidates, who want to study within the scope of language levels specified in paragraph (a) of Article 7 at AYBU LEARC.
b) The said examination shall be applied as per the stages mentioned below:
- Reading Comprehension
[bookmark: _GoBack]- Spoken Interaction and Production
- Writing
- Listening Comprehension

c) Students start studying as of the language level specified in the paragraph (a) of Article 7 in accordance with the result of the placement examination. Result of the placement exam is valid for 4 (four) months.
d) Of those Ankara Yıldırım Beyazıt University students and staff who pay a fee to attend the courses to be organized by the Centre and take the placement exam, are exempt from any fee to be charged for the placement exam.
e) Candidates, who are not AYBU staff, are charged by a fee determined by the executive board of the university upon the proposal of AYBU LEARC.
f) Placement exam shall be designed, implemented and assessed by the commission, constituted by the executive board of AYBU LEARC and whose members are going to be proposed by the director of AYBU LEARC from among the faculty members.
g) Examination results are announced for the candidates via the general network system (web page) of AYBU LEARC.
h) The relevant examination shall be designed by the approval of AYBU LEARC upon the proposal of the relevant trainer/coordinator if a placement exam is going to be applied for the language education programmes, non-covered by paragraph (a) article 7 and approved by the executive board of AYBU LEARC.
(3) Course Completion Examination:
a) It is an examination applied at the end of each course level.
b) Course completion examination, for the relevant level, shall not be applied for those students who are eligible to attend certificate examination by completing the advanced level education in AYBU LEARC.
c) Each language skill grade (each examination stage) shall be 60 out of a maximum of 100 points, while the average grade (arithmetic average) of four of the language skills (examination stages) shall be a minimum of 60 to promote to a higher language level.
d) The status of the students (course repeat, retake of examination etc.), who have failed, shall be determined by AYBU LEARC executive board decision.
(4) Certificate Examination:
a) It is an examination, applied for those students who are eligible to attend course completion exam by completing the advanced level education in AYBU LEARC.
b) Student, whose grade shall be a minimum of 60,4 out of a maximum of 100 points for each language skill/stage as well as the average grade (arithmetic average) of four area of language skills/stages (reading comprehension, spoken production, writing, listening comprehension) be 60, is deemed to be successful in the certificate exam.
c) The status of the students (course repeat, retake of examination etc.), who have failed in the certificate examination, shall be determined by AYBU LEARC executive board decision.
d) Only the result of the certificate examination is taken as the basis for the calculation of the Turkish language education diploma score (degree of completion).
e) Certificate examination shall be designed, implemented and assessed by the commission, constituted by the executive board of AYBU LEARC and whose members are going to be proposed by the director of AYBU LEARC from among the faculty members.
f) Examination results are announced for the candidates via the general network system (web page) of AYBU LEARC.
(5) Proficiency Exam
a) It is an exam to evaluate the Turkish language proficiency of the candidates who are eager to be trained in AYBU or in other universities in Turkey.
b) The said examination shall be applied as per the stages mentioned below:
- Reading Comprehension
- Spoken Production
- Writing
- Listening Comprehension

c) Evaluation of the said exam shall be conducted based on the proficiency level and scores specified as per the table below by taking the average grade of 4 skills/stages out of a maximum of 100 points, provided that the minimum 50 points from each language skill/stage has been obtained.

	Common European Framework of
Reference for Languages
	Scores

	C2
	89-100

	C1
	71-88

	B2
	60-70

	B1
	50-59

	A2
	40-49

	A1
	0-39



d) Of those Ankara Yıldırım Beyazıt University students and staff, who take the proficiency exam, are exempt from any fee to be charged for it.
e) Candidates, who are not AYBU staff, are charged by a fee determined by the executive board of the university upon the proposal of AYBU LEARC.
(6) Turkish Preparatory Programme
     (1) International students, placed to an academic programme in AYBU, should have met the below-mentioned Turkish proficiency prerequisites in order to continue with the said programme:
     a) Having a document proving that the candidate is successful and that the document be provided within the period of two years from Turkish training centers, approved by AYBU LEARC, Yunus Emre Institute or Higher Education Institution,
     b)  Being successful in the proficiency exam conducted routinely by AYBU LEARC at the beginning of the academic year.
Certificate and Certificate of Attendance
ARTICLE 17 – (1) Certificate and certificate of attendance document are issued in accordance with the procedures as per below:
a) A certificate is awarded for the students/course attendees indicating the course completed with one of the levels mentioned in paragraph (a), Article 7 of this directive provided that they fulfill the attendance and success criteria by being enrolled in the programmes of the language centre, organized in accordance with the provisions of this directive.
b) The level, purpose, duration and language of the successfully completed programme are indicated on the certificate.
c) Students who are not able to fulfill the success requirements in accordance with the provisions of this directive are awarded a document indicating just their attendance to the course.
d) The principles of awarding certificate and certificate of attendance are determined by the executive board of AYBU LEARC in accordance with the validity periods of the certificates and in line with the characteristics of the training programs.
e) Documents to be awarded within the scope of joint programs are regulated by protocol. 
f) Certification requests such as the requests for certificate of proficiency and achievement, that may be awarded by AYBU LEARC, except for the certificate and certificate of attendance documents, shall be reviewed and concluded by the executive board of AYBU LEARC.
Liabilities of Course Attendees
ARTICLE 18 – (1) Course attendees shall be deemed to have accepted all the general and special terms and conditions of the education/certificate programme that they are enrolled in.
Exmatriculation
ARTICLE 19 – (1) Course attendees shall be dismissed from the education/certificate programme, in accordance with the decision of the executive board of AYBU LEARC, for the cases stated as per below:
a) Not paying course registration fee
b) Cheat and attempt to cheat
c) Engaging in activities and acting in a manner that disrupt the functioning of the programme
d) Not meeting the compulsory attendance requirements


CHAPTER IV
Financial Principles

Certificate Programme Fees and Discounts
ARTICLE 20- (1) Certificate programme fees and the discounts to be offered shall be as per below:
a)  Estimated fees for training/certificate programme participation are submitted as a proposal to the executive board of AYBU LEARC by the unit/units that come up with the programme proposal, taking into account the ability of the participants to pay, the market conditions, the payments to be made to the trainers and the program expenses. Education/Certificate programmes, if approved by the executive board of AYBU LEARC, are transferred to the executive board of the University and/or to the Directorate of Revolving Funds by the language centre director to be discussed by the said mechanism/unit. Education/Certificate programmes shall take effect following the approval of the executive board of University and/or the unit of Revolving Fund Management.
b) Course fees shall not be refundable for the course attendee who withdraws or is dismissed from the programme following the completion of education/certificate programme enrollment procedure. Course attendee still owes a course fee payment that has been undertaken in person and it is obligatory.
c) The conditions for payment and fee of the training/certificate programme are pre-announced for the candidates. Course fees to be charged from the course attendees are determined by the executive board for each course.
d) The discount rates, that are applied over the total amount of education/certificate programme fee, to be determined and agreed upon by the executive board of AYBU LEARC, shall be as per below:

- For Ankara Yıldırım Beyazıt University students, 30 % off
- For Ankara Yıldırım Beyazıt University staff, her/his spouse and daughter(s)/son(s), 30 % off
- Headcount, to be considered, for up to 20 applicants (i.e. % 10 off  for a group of 10 applicants)
- 30 % group discount for 20 and more applicants


e) Off all the discounts mentioned above, just one of them shall be applicable.
f) Executive board of AYBU LEARC decides upon the discount rates to be applied on the course tuition fees of incoming students within the framework of the protocol concluded among public institutions and organizations, associations and foundations and the said decision is transferred to the executive board of the University and/or to the Directorate of Revolving Funds by the language centre director to be discussed by the said mechanism/unit. Discounts and quotas for the course attendees shall take effect following the approval of the executive board of University and/or the Directorate of Revolving Fund.
g) Executive board of AYBU LEARC decides upon applying discounts for the cases specified on the above-mentioned provisions and for exceptional cases other than the said provisions such as discounts for sibling and spouse, martyrs' relatives, veterans and students with disabilities, etc. and the said decision is transferred to the executive board of the University and/or to the Directorate of Revolving Funds by the language centre director to be discussed by the said mechanism/unit. Discounts and quotas for course attendees shall take effect following the approval of the executive board of University and/or the Directorate of Revolving Fund.

Revenue and Expenditure of the Centre and Pricing Principles
ARTICLE 21 – (1) Revenue items of AYBU LEARC are as per below: 
a) Revenues earned in return for courses, training, research, projects as well as consultancy, translation (written and/or oral) and expert opinion services etc.,
b) Fees charged by AYBU LEARC activities and services,
c) All kinds of aid, donations, bequest and other kind of income

ARTICLE 22– (1) Expenditure items of AYBU LEARC are as per below: 
a) Necessary expenditures to conduct activities of AYBU LEARC
b) Expenditures for analysis, education and research services
c) Publication, promotion and advertising expenses
d) Expenditures for any kind of scientific meeting, implementation and etc.
e) Trainer expenses 
f) Course coordinator expenses 
g) Other kind of expenditures to be realized upon the executive board decision.


CHAPTER V
Miscellaneous and Final Provisions


Copyright

ARTICLE 23-(1) The owner of the copyrights in the lecture notes to be distributed to the participants in the training/certificate programs are the relevant instructor(s). The relevant university shall not be liable for any disputes arising from copyright infringement due to the use of the said lecture notes and the relevant instructer(s) shall assume full liability regarding the issue. Such course materials shall not be copied, reproduced, distributed and used for any purpose except for the benefit of the participants without the permission of the relevant instructor(s) and the executive board of AYBU LEARC.

Non-Provisional Circumstances
ARTICLE 24-(1) Considerations not provided for in this directive herein shall be governed by the provisions of other relevant legislation as well as the senate decisions of Ankara Yıldırım Beyazıt University taking into consideration the Regulation on Ankara Yıldırım Beyazıt University Language Education Application and Research Centre, published in Official Gazette dated 27/12/2013 and numbered 28864.
Force
ARTICLE 25-(1) This directive enters into force with senatorial approval of Ankara Yıldırım Beyazıt University.
Execution
ARTICLE 26-(1) The provisions of this directive shall be executed by the Rector of Ankara Yıldırım Beyazıt University.

