Kadir Has Universitesi Hazirlik Program
Derslere Devam ve Sinav Mazeret Uygulama Esaslari
Amac
Madde 1

Bu belgenin amaci, Kadir Has Universitesi Hazirlik Programi 6grencilerinin alacaklar:

raporlarda izleyecekleri usul ve esaslar1 diizenlemektir.
Kagsam

Madde 2

Kadir Has Universitesi Hazirhik Programma kayith biitiin dgrenciler uygulama kapsami

icindedir.

Derslere Devam

Madde 3 (1) Yabanci Diller Yiiksekokulu Hazirik Programi ogrencileri, derslerin ve
uygulamalarin %100’tine devam etmekle, yapilan smnavlara ve ¢aligmalara katilmakla
yukumludurler. Herhangi bir nedenle derse girmeyen veya ders bitmeden smifi terk eden
ogrenci yok yazilir. Ogretim elemanlarinin kendi inisiyatifleri ile dgrencileri olmadiklar1 halde
var yazma veya Ogrencilere izin verme yetkisi yoktur. Ogrenciler, herhangi bir nedenle ders
saat ve giiniiniin degistirilmesi ya da normal ders saatleri disinda telafi dersi yapilmasi
durumunda, yoklama siireci ayni1 sekilde uygulanacagi i¢in, ilan edilen giin ve saatlere uymakla
yikiamlidirler. Asagidaki maddelerde gegerli olarak belirlenmis olan mazeretler disinda
herhangi bir nedenle -hastalik, disiplin cezas1 ve benzeri zorunlu gerekgeler dahil- derslere, her
yariyll i¢in toplam ders saatinin %80’inden daha az katilmigs Ogrenciler DERSLERE
DEVAMSIZ olarak sisteme islenir.

(2) Cevrimigi olarak yapilan derslerde 6grencilerin derslerde kameralarini agmalari
zorunludur. Herhangi bir nedenle derse girmeyen, ders bitmeden oturumu terk eden veya
kamerasini agmayan 6grenci yok yazilir. Ogrencilerin ¢evrimici yapilan ders boyunca
gerceklesen bireysel ve grup etkinliklerine aktif katilim saglamalar1 gerekmektedir. Acil veya
istisnai bir durum sebebiyle derse aktif katilim saglayamayan dgrencilerin Idari Isler Ofisi ile
iletisime gegip (prep@khas.edu.tr) durumlarini agiklayan bir e-posta yazmalari ve gerekirse
durumlarin1 kanitlayan bir resmi belge saglamalari gerekmektedir. Idari Isler Birimi onay1

dahilinde gecerli bir mazeret olmadig siirece dersin 6gretim elemaninin kendi inisiyatifi ile
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mazereti olmayan 6grenciyi mazeretli kabul etme, kapali kamera ile derse katilima izni verme

ve/veya dgrenciyi mazeretli sayma yetkisi yoktur.

(3) Derslere devam konusunda sadece tam tesekkiillii bir devlet veya 6zel hastaneden alinan 4
giin ve tizeri saglik raporlari kabul edilir ve 6grenci mazeretli olarak sisteme islenir. Belirtilen
sartlar1 tasiyan saglik raporlari, rapor bitim tarihini izleyen ¢ is giinii igerisinde Yabanc1 Diller
Yiiksekokulu Miidiirliigiine teslim edilmelidir. Ogrenciler, istisnai sekilde 6nem arz eden

durumlar i¢in Yabanci Diller Yiiksekokulu Miidiirliigli’ne dilekge ile basvurabilirler.

(4) Ogrenciler, birinci derece akrabalarmin (anne, baba, kardes veya esin) vefatinda &liim
raporu getirmeleri halinde ii¢ giin izinli sayilirlar. Ogrencilerin, ikinci derece akrablarinin vefati

durumunda izinli say1lmalar1 Y6netim Kurulu kararina baghdir.

(5) Universite adina sosyal, kiiltiirel ve sportif etkinliklere katilan 8grencilerin katilamadiklari

dersler i¢in mazeretli say1lmas1 Yabanci Diller Yiiksekokulu Yonetim Kurulu Kararina baglidir.

(6) Belirtilen usullere uygun olmayan raporlar ile belirtilen sireler icinde ibraz edilmeyen

raporlar mazeret olarak kabul edilemez.

Program ici Sinavlar icin mazeret olarak kabul edilen belgeler

Madde 4

(1) Yariyil ici ve yartyil sonu sinavlarina mazeretlerinden dolay1 katilamayan 6grenciler,
durumu belgeleyen raporlarini, rapor bitim tarihini izleyen en geg ti¢ is glinQ icerisinde
Yabanci Diller Yiiksekokulu Midiirligiine teslim etmelidirler. Mazeret belgeleri kabul
edilen Ogrenciler, Yabanci Diller Yiiksekokulu tarafindan belirlenecek bir tarihte
yapilacak mazeret sinavina girerler. Not agirligi %25 veya altinda kalan d6lgme ve
degerlendirme caligmalar1 i¢in mazeret sinavi yapilma zorunlulugu yoktur. Mazeret
sinavi yapilmadigi takdirde, raporu kabul edilen 6grencinin donem sonu notu, bu sinav

degerlendirme dis1 birakilarak hesaplanir ve 100’e tamamlanir.

(2) Smav mazereti olarak Yabanci Diller Yiiksekokulu Miidiirliigiine sunulabilecek
belgeler asagidaki gibidir. Sunulan belgelerin kabul edilmesi Yabanci Diller
Yiiksekokulu Miudiirligii kararia baglidir.

a) Tam tesekkiillii hastaneden alinan saglik raporu,



b) Birinci derece akrabalarin (anne, baba, kardes veya es) vefati durumunda 6lim
raporu,

c) Smava gelmek iizere yola ¢ikmis bir 6grencinin sinava yetismesini engelleyecek
kazaya ugramasi durumunda kazayi1 belgeleyen saglik raporu ve/veya trafik

kazas1 durumunda kaza tutanagi,

d) Ogrencinin ikamet ettigi binada sinav giinii, sinava girmesini engelleyecek
nitelikte bir olaym/afetin vukuu bulmasi halinde miilki idare amirliginden

aliacak belge,

e) Mahkeme tarafindan taniklik i¢in c¢agirilmasi durumunda mahkeme c¢agri

tutanagi.

Raporlar Uzerinde Yapilacak islemler

Madde 5

(1) Yabanci Diller Yiiksekokulu Idari Birimine 6grenci tarafindan iletilen raporun gegerliligi

ve teslim tarihi ilgili birim tarafindan kontrol edilir.

(2) Mazeret olarak kabul edilen raporlarin gegerli oldugu tarihler bilgi i¢in e-posta olarak ilgili

ogretim gorevlisi ile paylagilir.

(3) Usuliine uygun olarak rapor alan 6grencinin raporlu oldugu siire icerisinde katilamadigi
veya tamamlayamadigi ders degerlendirmesinin (haftalik siav, ara sinav, sozlii, proje teslimi
vb.) nasil ve ne zaman telafi edilecegi Yabanci Diller Yiiksekokulu Midiirliigii tarafindan

belirlenir.

(4) Ingilizce Hazirhik Progranu tarafindan yapilan Kadir Has Universitesi Ingilizce Seviye

Tespit ve Yeterlik Siavi tarihini kapsayan saglik raporlari i¢in mazeret sinavi yapilmaz.



Kadir Has University Preparatory Program

Guidelines for Attendance and Exam Excuses

Purpose

Article 1

This document aims to lay the guidelines and procedures to be followed by students at Kadir
Has University School of Foreign Languages Preparatory Program (referred to as SFL

hereafter) on the occasion of a medical report.

Coverage

Article 2
This document binds all students registered at SFL.
Attendance

Article 3 (1) It is students’ responsibility to attend classes, examinations and required relevant
activities fully. A student who fails to attend a class or who leaves a class earlier than recess
for any reason whatsoever is marked ABSENT. Instructors can not issue a permit for any such
student or mark them PRESENT. The same principles hold for makeup classes and
rescheduled classes as well. Except for excuses as listed in Article 4(2) of this document
absences such as sickness, disciplinary action and other similar compelling excuses are not
accepted as valid excuse and students who attend less than 80% of classes within an academic
semester showing record of such excuses are still marked as DID NOT MEET

ATTENDANCE REQUIREMENTS (ABSENT).

(2) During Online lessons it is compulsory for students to keep their cameras on throughout
the lessons. A student who fails to attend a class, who leaves a class earlier than recess or does
not turn on their camera is marked ABSENT. Students are expected to actively participate in
individual and group activities throughout the lessons. If due to any emergency or an
extraordinary event a student cannot actively participate in a lesson, the student is expected to
contact the Administrative Affairs Office via e-mail (prep@khas.edu.tr) including a detailed

explanation of their situation and provide a formal document as evidence if needs be.
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Instructors do not have the authority to take the initiative and permit students to be excused
from class or from turning on their cameras unless they have an acceptable excuse approved
by the SFL Admin Affairs Office.

(3) Only medical reports covering a period of 4 or more days received from a full-fledged
public or private hospital medical board are recognized by the SFL and in such cases the
student is marked EXCUSED. Such medical reports must be submitted to the SFL within
three work days following the end date of the report. Students may file a petition to the SFL

Directorate in exceptionally critical cases.

(4) In case of death of a first degree family member (mother, father, sibling or partner)
students are granted a three-day long bereavement leave pending a death certificate which
must be submitted to the SFL.

(5) Students participating actively in social, cultural and sports activities on behalf of Kadir Has
University may be marked as EXCUSED depending on the decision of the SFL. Administrative
Board.

(6) Medical reports that do not comply with the aforementioned standards and that have not
been submitted within specified time limits are not officially recognized by the SFL.

Officially Recognized Excuses for Program Related Assessment

Article 4

(1) Students who fail to attend a midterm or a final exam must submit their medical
reports to the SFL Directorate within three work days following the end date of the report.
Students whose excuses are duly approved are allowed to take the makeup exam to be
given on a date to be specified and announced by the SFL. The SFL does not have to give
a makeup exam if the missed test has a lower than 25% weight in the overall grade. In
such a case, existing scores are calculated and converted into 100% to find the student’s

end-of-course grade.

(3) Proofs of excuse that can be submitted to the SFL include. Acceptance of the

submitted documents depends on the decision of the School of Foreign Languages.

a) Medical reports received from full-fledged hospitals,



b) Death certificate of a first degree family member (father, mother, sibling or
spouse) -The students' leave of absence in case of the death of second-degree

relatives is subject to the decision of the Board of Directors-,

c) Medical reports or accident/incident reports serving as proof to accidents that

hinder, stall or delay student’s timely arrival (or lack thereof) at the institution,

d) Proof of an incident/emergency in student’s place of residence that hinders

student’s mobility (to be received from local authorities),

e) Writ of summons in the event of student’s being summoned by a court.

Procedures upon Receipt of Reports

Article 5

(1) The SFL Adminitrative Office approves the validity and suitability of the report submitted

or forwarded by the student.

(2) Instructors concerned are notified via e-mail regarding the dates within which the report is

valid.

(3) The SFL Directorate holds the right to set the date and method of makeup for students
who fail to take or complete/submit an assessment event (weekly test, midterm, oral

assessment, a project paper etc.) due to a valid medical report.

(4) The SFL does not grant a makeup exam to students who submit a medical report covering

the date of the Level and Placement Examination (LPPE).



