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MUDURUN MESAJI

Sevgili Ogrencilerimiz,

TOGU Yabanct Diller Yiiksek Okulu’na hos geldiniz. Oncelikle yabanci dil
o0grenmenin ¢ok genis agilimli bir kazanim oldugunu belirtmek isterim. Sizler burada sadece
dil 6grenmeyecek ilerleyen zamanlarda 6grendiginiz dilin kiiltiiriine de agina olacaksiniz. Bu
nedenle su anda diinyanizin sinirlarini genisletmektesiniz. Nitekim yabanci dil 6grenerek farkl
cografyalarin, farkl kiiltiirlerin insanlari ile kolayca iletisim saglayacak ve onlar1 tanima sans1
edinerek yeniliklere kucak agacaksiniz. Bu da her giinliniiziin bir 6ncesinden farkli olmasi
demek. O yiizden egitiminiz esnasindaki kiymetli zamanlariniz, inaniyorum ki, size paha
bigilmez nitelikler ekleyecektir. Bunu 6zverili hocalarmizin rehberliginde zevk alarak ve
caligarak basaracaginiza inancim tamdir. Hazirlik egitiminizi basar1 ile tamamladiginizda
sizleri meslek edineceginiz ana bilim daliniza sevingle ugurlayacagiz. Her zaman enerjik,
caligkan ve iiretken olmaniz dilegiyle mutlu, saglkli ve verimli bir egitim 6gretim donemi

gecirmenizi diliyorum. Saygi ve sevgilerimle.
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3. GENEL BILGILER

3.1. Yiiksekokulumuzun Tarihgesi

Yabanci Diller Yiiksekokulu 2002 yilinda Taghgiftlik Yerleskesinde (kampiis)
kurularak Egitim-Ogretim faaliyetlerine baslamistir. Egitimini 04.12.2008 tarih ve 27074 sayil1
Resmi Gazetede yayimlanan Yiiksekogretim Kurumlarinda Yabanci Dil Egitim-Ogretim ve
Yabanci Diller Egitim-Ogretim Yapilmasinda Uygulanacak Esaslara Iliskin Yonetmelige
dayanilarak, Yabanci Dilde ve Istege Bagh Tiirkge Hazirlik Egitim-Ogretim ve Sinav

Y Onergesine uygun olarak;
o 7 Derslik
o 1 Kuliip etkinlik odas1
e 1 Toplant1 alam
o 14 Ogretim eleman
o 1 Yiiksekokul sekreteri
o 2 Idari hizmetler birim ¢alisan

o 1 Destek elemant ile egitim-6gretim ve idari hizmetlerini yiiriitmektedir.



3.2. Hazirhk Programi - Boliimlerimiz

Yiiksekokulumuzda Yabanci Diller Boliimii altinda hazirlik siiflar1 bulunmaktadir.
Hazirlik siniflarimizda zorunlu hazirlik sinifi olan boliimlerden ve istege baglh hazirlik sinifi

olan boliimlerden 6grenciler egitim almaktadir.
Zorunlu Hazirlik Sinift Olan Bolimler
. Ingilizce Ogretmenligi (Egitim Fakiiltesi)
o Ingiliz Dili ve Edebiyati (Fen—Edebiyat Fakiiltesi)

Istege Bagl Ingilizce Hazirlik Sinifi Olan Boliimler

o Universitemiz merkez kampiisiinde bulunan tiim béliimler




3.3. 2025-2026 Yabanc Diller Yiiksekokulu Akademik Takvimi




4. DERS KAYDI VE KAYIT YENILEME

Universitemiz programlarina yerlesen dgrencilerimiz ilk kayitlarmi e-devlet iizerinden

e-devlet sifreleri ile https://www.turkiye.gov.tr adresine giris yaparak veya Universitemiz kayit

yerlerine gelerek gerceklestirebilirler.

Ik kayitlari sonrasinda oOgrencilerimiz, yillik ders kaydmi Yabanci Diller
Yiiksekokulu tarafindan yapilan Seviye Tespit Siavinin sonuglarina bagli olarak yapmak
zorundadir. Ogrencilerin ders kayitlar, boliim baskaninin onay ile gergeklestirilmektedir. Her

seviyenin sonunda olusturulacak siniflara 6grenciler yine boliim baskani tarafindan atanacaktir.
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Miidiiriin Mesaji Akademik Takvim OgrenC| B|Ig| Sistemni Ders Bilgi Paketi Mevzuat Formlar (Kalite)

Ogrenci katk1 pay1 veya 6grenim iicreti ile Kayit yenileme ve ders kaydi ile ilgili daha detayli
bilgiyi Tokat Gaziosmanpasa Universitesi On Lisans ve Lisans Egitim Ogretim ve Simav

Yonetmeligi’nde bulabilirsiniz.


https://www.turkiye.gov.tr/
https://www.turkiye.gov.tr/

5. OGRENME ORTAMLARI VE BiLGi SISTEMi
5.1. Derslikler

Yabanci Diller Yiiksekokulu donanimli yedi derslik ve bir kuliip etkinlik odas1 ve bir

toplanti salonu ile egitim ve 6gretime her zaman hazirdir.
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5.2. Uzaktan Egitim Sistemi ve Ogretim

Yiiksekokulumuzda Rektorliik karari geregi zorunlu hallerde uzaktan egitim ve
ogretim, Uzaktan Egitim ve Uygulama Merkezi destegi ile canli dersler, ¢evrimici sinavlar,

odevler ve cesitli etkinliklerle yiiriitiillmektedir. Bunun i¢in yapmaniz gerekenler:

e https://mail.gop.edu.tr adresine girip Universitemize ait bir e-posta adresi almak,

e http://ue.gop.edu.tr adresine bu e-posta adresi ve sifreniz ile giris yapmak,

e Uzerinizde tanimli olan derslere tiklayarak hafta hafta sisteme yiiklenmis olan

dokiimanlardan yararlanmak veya videolar1 izlemektir.
5.3. Ogrenci Bilgi Sistemi

Ogrenci Bilgi Sistemi (OBS), o6grencilerimizin akademik ve idari islemlerini
yonetmelerine yardimer olan dijital bir platformdur. Bu sistem, 6grencilerin akademik ve
yonetimsel bilgilerini tutmak, yonetmek ve izlemek igin de kullanilir. Ogrenci Bilgi Sistemi;
ogrencilerin ders kaydi yapmasi, ders programlarini 6grenmesi, sinavlar ve notlarmi kontrol
etmesi, siav tarihlerini 6grenmesi, transkriptlerini goriintiilemesi, mali islemleri (harg ticreti
gibi), 6grenci danigman iletisimi gibi islemleri ¢evrim i¢i olarak gerceklestirmelerine imkan
saglar. Ayrica, dgrencilerin giincel duyurular takip etmelerini, ders programlarini gozden
gecirmelerini ve akademik takvimleri takip etmelerini saglayarak akademik siireclerini daha
etkin ve verimli bir sekilde yonetmelerine katkida bulunur. Bu sistemin kullanimi, 6grencilere
kolay erisim ve giincel bilgilere ulagim saglayarak ogrencilerin iiniversite yasamlarini

destekleyen onemli bir ara¢ olarak one ¢ikar
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Mudiiriin Mesaji Ogrenci Bilgi Sistemi Ders Bilgi Paketi Mevzuat Formlar (Kalite)
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https://mail.gop.edu.tr/
https://mail.gop.edu.tr/
http://ue.gop.edu.tr/
http://ue.gop.edu.tr/

5.4. Program Kilavuzu

Program kilavuzu, 6grencilerimizi hazirlik programi hakkinda bilgilendirmek icin her
egitim 0gretim yili baginda hazirlanir. Bu kilavuzda hazirlik programina dair genel bilgiler,
akademik takvim, akademik danigsmanlar listesi, program yeterlilikleri, drsler ve bu derslere ait

bilgiler yer almaktadir. Program kilavuzuna https://ydyo.gop.edu.tr/Default.aspx?d=tr-TR

web adresinden sag iist kosede yer alan Program Kilavuzu sekmesinden erisebilirsiniz.

7Y TOKATGAZIOSHANPASA NNERSTES
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Midirtin Mesajt Akademik Takvim Ofrenci il Sistemi Ders Bilgi Paketi Mevzuat Formlar (Kalite)
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https://ydyo.gop.edu.tr/Default.aspx?d=tr-TR

6. OGRENCILIK HIZMETLERI
6.1. Akademik Danisman ve Gorevleri

Akademik danismanlar, Yabanci Diller Yiiksekokulu Yabanci Diller Boliimii tarafindan
iiniversiteye ilk kayit sirasinda gérevlendirilen; 6grencilerimizin akademik, mesleki ve kisisel
gelisimleri konusunda onlara rehberlik saglayan Ogretim elemanlaridir. Danigmanlar,
ogrencilerinin iiniversite yasamina uyumunu (oryantasyon) saglarken basarili olmalarina
odaklanirlar. Bu amacla o6grencilerine akademik olarak rehberlik ederler ve kariyer
yonlendirmelerinde bulunurlar. Ayrica Ogrencilerinin {iiniversite hayatina uyumlarini
saglayacak kampiisteki olanaklar, etkinlikler ve cesitli hizmetler hakkinda onlar

bilgilendirirler.

Universitemize baslayan her dgrenciye ders kaydi sirasinda bir akademik danisman
atanmaktadir. Akademik danismanlar Ogrenci Bilgi Sisteminde belirtilmistir. Ayrica
Yiiksekokulumuz web sayfasinda 6grenci sekmesinin altinda yer alan 6grenci danigmanlari

kismindan da akademik danismanlarinizin bilgilerine ulasabilirsiniz.

r‘ TOKAT GAZIOSMANPASA UNIVERSITES|

A Y Yabarr Diler iksakokul Okulumuz ~ idari  Boliimler O@wenci Program Kilavuzu

Ic Kontrol

Odrenci Bigi Sistemi

Orenci Kulipler

Orenci Dangmanlan

Ocetim Elemanlan Geriisme Saater
Degisim Programlan

Uzaktan Egitim

Universite Secmeli Dersler
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Tokat Gaziosmanpasa Universitesi Ogrenci Danigmanli§i Yonergesinde belirtilen
akademik danigsmanlarinizin gorev, yetki ve sorumluluklarina ve ofis saatlerine bu baglantidan
erigebilirsiniz. Ders kayitlarinin mutlaka &grencinin  akademik danigmani tarafindan

onaylanmasi gerektigini hatirlatmak isteriz.
6.2. Ogrenci Kimligi

Universitemize kesin kayit yaptiran dgrencilere Rektorliik tarafindan 6grenci kimlik
kartt verilir. Her donem baginda kayit yenileyen 6grencilerin kimlik kartlarma ilgili egitim
Ogretim donemine ait bandrol yapistirilir. Mezun olan ya da kayit sildiren 6grenci kimlik kartini
iade eder. Ogrenci kimlik kartlar1 kampiise ve Yiiksekokula girislerde; kiitiiphane, yemekhane

ve ylizme havuzu gibi tesislerdeki islemlerde; sinav, ¢esitli etkinlik ve aktivitelere katilimlarda

ve 0grencilere yonelik ¢esitli indirimlerde kullanilmaktadir.

5’inci maddesine gore diizenlenmistir.

Ogrenci kimliklerini kaybeden dgrencilerimiz, yeni kimlik {icretini ddeyip yerel bir
gazeteye kayip ilan1 verdikten sonra formlarda belirtilen dilek¢e araciligiyla boliimlerine

basvurarak yeni kimlik kartlarini edinebilirler.
6.3. Ogrenci Belgesi ve Basar1 Durumu

Ogrenim hayatiniz boyunca ihtiya¢ duyacagimz belgeleri (88renci belgesi ve basari
durumu belgesi) Yiksekokul Miidiirliigiine dilekge vererek talep edebilirsiniz. Ayni zamanda

e-devlet tizerinden de ilgili belgeleri temin edebilirsiniz.
6.4. Ders icerikleri

Hazirlik programu ders igerikleri, her egitim-6gretim yili basinda giincellenen Program

kilavuzunda yer almaktadir.

6.5. Askerlik Tecil Islemleri

Askerlik sevk tehir islemleri 1111 sayili Askerlik Kanunu’na gore yapilir. T.C.
vatandas1 olan ve Universitemiz programlarinda tam zamanl statiide 6grenim goren veya yeni
kayit yaptiran erkek dgrencilerin sevk tehiri islemleri Ogrenci Isleri tarafindan yapilir ve takip
edilir. Lisans programlari i¢in 28 yas tizerindeki 6grencilerin askerlik sevk tehiri haklar1 yoktur.
Askerlik cagma heniiz girmemis olanlarin askerlik tecil islemleri, 6grenciler askerlik yasina

girdiklerinde Ogrenci Isleri tarafindan otomatik olarak yapilir.
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http://str.gop.edu.tr/Files/UploadFiles/ek-1-3-1-ogrenci-danisman...-13062022125044.pdf
http://str.gop.edu.tr/Files/UploadFiles/ek-1-3-1-ogrenci-danisman...-13062022125044.pdf
http://str.gop.edu.tr/Files/UploadFiles/ek-1-3-1-ogrenci-danisman...-13062022125044.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://www.turkiye.gov.tr/
https://www.turkiye.gov.tr/
https://www.turkiye.gov.tr/
https://www.turkiye.gov.tr/

6.6. Kayit Dondurma

“Tokat Gaziosmanpasa Universitesi On Lisans ve Lisans Egitim-

Osretim ve Simav Yonetmeligi” nin 32°nci maddesinde belirtilen mazeretler

gec ikinci haftas1 sonuna kadar bagvurmalar halinde ilgili yonetim kurulu karari ile iki doneme

kadar kayit dondurabilir. Ancak azami siiresi dolan 6grenci kayit donduramaz. Saglik nedeniyle

yapilacak kayit dondurma istekleri i¢in bagvuru siiresinde sinirlama yoktur. Hazirlik egitiminde

kayit dondurma igin siire uzatimi yapilmaz. Kayit dondurmak isteyen 6grenciler, boliimlerine

mazeretlerini belirten bir dilekge ile bagvurabilirler.

Kayit dondurma hakkinda daha detayl bilgiye “Tokat Gaziosmanpasa

Universitesi On Lisans ve Lisans Egitim-Ogretim ve Sinav YOnetmeligi” nin

31’inci maddesinden erisebilirsiniz.

Yonetmeligin 31 inci maddesinin birinci fikrasina “Ancak azami siiresi dolan
ogrenci kayit donduramaz.” ciimlesi ve aynt maddenin ikinci fikrasina ise “Hazirlik
egitiminde kayit dondurma i¢in siire uzatimi yapilmaz.” ciimlesi eklenmistir (Resmi Gazete-

10/11/2023-32365).

Kayit donduran 6grenciler eger 6grenim (harg) ticreti yatirdiysa bu {icretlerinin iadesi
i¢in boliimlerine Ogrenci Isleri Daire Baskanli§1 web adresinin formlar kisminda yer alan

Sehven Yatirilan Harg fade Dilekcesini doldurarak bagvurmalidir.

6.7. Yonetmelik ve Yonergeler

yonergelere tabidir. Bu nedenle, her 6grencimizin bu yonetmelikleri ve yonergeleri

bu baglantidan takip etmesi gerekmektedir.

6.8. ilisik Kesme ve Kayit Silme Islemleri

Yiiksekokulumuzdan ilisik kesme, Tokat Gaziosmanpasa Universitesi Yabanci Diller

Yiiksekokulu Egitim Ogretim ve Sinav Yonetmeligi gore yiiriitiilmektedir.
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https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
https://ogr.gop.edu.tr/depo/menuler/birim_10307/formlar_ve_belgeler_228/dosya_icerik/7e36f51f-0391-4f15-81cf-b0c51f86a8ee/formlar_ve_belgeler_20171028020802.doc
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7. EGITIM VE OGRETIM HAKLARI
7.1. Ogretim Siiresi

Yiiksekokulumuzda 6grenim siiresi bir yildir. Basarili olamayan 6grencilere bir y1l ek
siire verilir. Istege bagl hazirlik sinifinda egitim alan dgrenciler ise bir yilin sonunda basar1

durumuna bakilmaksizin kendi boliimlerine gegis yaparlar.
7.2. Derslere Devam Zorunlulugu

Yiiksekokulumuzda her kurda derslerin %85’ine devam edilmesi zorunludur. Saglik

raporu ve diger mazeretler 6grencinin devam zorunlulugunu ortadan kaldirmaz.

7.3. Zorunlu Hazirhik Sinifi Egitiminden Muaf Olma

Muafiyet

MADDE 8- (1) Zorunlu hazirlik sinifina kayit yaptiracak dgrencilerden asagidaki

sartlardan en az birini karsilayanlar, yabanci dil hazirlik sinifindan muaf sayilirlar.

a) Yabanci Diller Yiiksekokul tarafindan egitim-6gretim yilinin basinda yapilan ve tim dil
becerilerini 6lgen ¢ok asamali yeterlik smavindan Yiiksekokul kurulunun belirledigi puani

alanlar.

b) Tokat Gaziosmanpasa Universitesinde veya baska bir yiiksekdgretim kurumunda son bes
yil igerisinde yabanci dil hazirlik egitimi alip basarili olan ve bunu Yiiksekokul Kurulu

tarafindan belirlenen CEFR seviyesinde belgeleyebilen dgrenciler.

c) Son bes yil icerisinde YOK tarafindan gegerliligi kabul edilen (TOEFL, vb.) ve okudugunu
anlama, dinledigini anlama, yazili anlatim ve konusma becerilerinin 6lgiildiigii uluslararasi

sinavlardan Yiiksekokul Kurulu tarafindan belirlenen puanlari alan 6grenciler.

d) Son bes yil icerisinde yapilan YDS/YOKDIL/e-YDS (ingilizce) smavindan 70 ve iizeri

puan alan 6grenciler, hazirlik sinifi egitiminden muaf sayilirlar.
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7.4. Mazeretler ve izinler

Yiiksekokulumuz  6grencilerinin mazeret ve izin

durumlari “Tokat Gaziosmanpasa Universitesi On Lisans ve Lisans Egitim

Ogretim ve Smav Yonetmeligi” nin 32’nci ve 33’iincii maddelerine gore

diizenlenmistir.

7.5. Engelli Ogrencilere Verilen Hizmetler

Engelli ogrencilerimiz ~ Universitemiz ~ Engelli  Ogrenci  Birim
Koordinatorliigiinii  ziyaret  edebilir,  engelli  birim  koordinatériine  e-posta
(neslihan.canpolat@gop.edu.tr) mail atabilirler.
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https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf
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https://ogr.gop.edu.tr/depo/menuler/birim_10307/mevzuat_49/dosya_icerik/8696513/mevzuat_20231117104202.pdf

8. OLCME VE DEGERLENDIRME

8.1. Smavlara Girmek i¢cin Gerekli Belgeler
. Ogrenci Kimlik Kart1
. Fotografli ve Onayli Kimlik Belgesi

Sinavlara girebilmeniz i¢in Universitemiz dgrenci kimlik kartimizla birlikte fotografl
ve onayli kimlik belgenizi yaninizda bulundurmaniz gerekmektedir. Belgelerinizin kontrolleri,

gbzetmenler tarafindan yapilacak olup eksik belgesi olan 6grenciler sinava alinmayacaktir.

8.2. Siavlarda Uyulmasi Gereken Kurallar

hareketlerde bulunmayan 6grenciler igin ilgili yonetmeligin 37 nci maddesinde ifadesini bulan
disiplin kurallar1 uygulanacaktir. Yiiksekokulumuzda yapilacak sinavlarda uyulmasi gereken

kurallar su sekilde 6zetlenebilir:

. Sinavin baslama saatinden 6nce sinav salonunda hazir bulunmak,

. Sinav gorevlilerinin biitiin talimatlarina uymak,

o Sinav sirasinda cep telefonu, akilli telefon ve saat gibi arag¢ gerecleri sessiz
konuma almak.

o Smav salonunda sessiz olmak ve smav diizenini bozacak hareketlerden
kacinmak,

o Siniflar1 temiz kullanmak, sira ve duvarlara yazi yazmamak,

o Sinav siiresi i¢inde, sorularin yanitlarini dikkatli bir sekilde isaretlemek ve cevap

kagidini diizgiin bir bi¢imde kullanmak,

. Siavin seyrini etkileyebilecek her tiirlii hile veya kopya girisiminden kaginmak.
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8.3. Yabanci Diller Yiiksekokulunda Yapilan Sinavlar

Hazirlik programinda yapilan tiim sinavlar ile basar1 ve basarisiz olma durumlarinda
takip edilecek siirecler, Yabanci Diller Yiiksekokulu Yabanci Dil Hazirhk Egitim- Ogretim
Yonergesinde detayl bir sekilde belirtilmistir.

8.4. Smavlarin Degerlendirilmesi ve Basar1 Notu

Ogrenciler her kurda yapilan asagida belirtilen smavlara girerler ve bu sinavlardan
aldiklar1 notlarin belirtilen yiizdeliklerinin toplami her kur i¢in en az 70 olmalidir. Bu sinavlar

sunlardir:
. Quiz (% 15)
. Arasinav (%20)
. Yazma Becerisi i¢in Portfolio (%10)
. Sunum Yapma (%10)
. Online Odev Yapma (%5)
. Kur Tamamlama Sinavi (%40)

Bir kur déneminde basarisiz olan dgrenciler, basarisiz olduklar1 kuru tekrar etmek

zorundadirlar.
8.5. Smav Sonuclarimin Yayimlanmas: ve Itiraz Hakki

Yiiksekokul 6grencilerinin sinav sonuglarinin ilant ve sinav sonucuna itiraz ile ilgili

haklar1 “Tokat Gaziosmanpasa Universitesi On Lisans ve Lisans Egitim Ogretim ve Sinav

~ 199

Yonetmeligi” nin 27°nci maddesine gore belirlenmistir.

Bu maddeye “(2) Ilan edilen kisa siireli/donem/y1lsonu/biitiinleme sinav sonuglar1 veya
geeme notunda maddi hata tespit edilmesi durumunda, 6gretim elemaninin bdliime yapacagi
yazili bagvuru ilgili yonetim kurulunca karara baglanir. Diizeltme kararina istinaden 6gretim
elemaninin ilgili dersi i¢in ilgili idari birim tarafindan 6grenci bilgi sistemi agilir.” maddesi

eklenmistir.
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9. OGRENCI DIiSiPLiN iSLEMLERI

Ogrencilerin disiplin is ve islemleri, 2547 sayili Kanunun 54 {incii

maddesi hiikiimlerine gore yiirttiiliir.

10. SIFRE VE E-POSTA ISLEMLERI

Universitemiz ~ kampiislerinde  internet  erisimi  hizmetinden

faydalanabilmek ve uzaktan egitim sistemine giris i¢in mail.gop.edu.tr

adresinden “E-posta iglemleri” kismina giris yaparak veya bu baglantidan giris

islemlerinizi yaparak Universitemize ait e-posta adresi alabilirsiniz.
11. KAMPUS iCi INTERNET ERiSiMi

Universitemiz kampiisiinde kablosuz olarak internete erisim imkani

sunulmaktadir. Kablosuz internet erisimi i¢in gop.edu.tr uzantili e-posta

adresine sahip olmaniz ve bu baglantidaki islemleri gergeklestirmeniz

gerekmektedir.

Ogrencilerimizin kablosuz erisim saglayabilecegi diger bir erisim segenegi ise
Eduroam’dir. Eduroam, Education Roaming (Egitim Dolagim Altyapisi) kelimelerinin
kisaltmasidir. RADIUS tabanli altyapi iizerinden 802.1x giivenlik standartlarini kullanarak,
eduroam tiiyesi kurumlarin kullanicilarimin diger egitim kurumlarinda da sorunsuzca ag
kullanimin1 amaglamaktadir. Bu baglant1 aracilifiyla yurt i¢inde ve yurt diginda

Eduroam iiyesi diger tiniversitelerin kampiislerinde de iicretsiz internet erisimi

saglayabilirsiniz. Bu baglantidan daha detayl bilgiye erisebilirsiniz.

20


https://www.mevzuat.gov.tr/mevzuatmetin/1.5.2547.pdf
https://www.mevzuat.gov.tr/mevzuatmetin/1.5.2547.pdf
https://www.mevzuat.gov.tr/mevzuatmetin/1.5.2547.pdf
https://www.mevzuat.gov.tr/mevzuatmetin/1.5.2547.pdf
https://www.mevzuat.gov.tr/mevzuatmetin/1.5.2547.pdf
https://mail.gop.edu.tr/mail/
https://mail.gop.edu.tr/mail/
https://mail.gop.edu.tr/mail/
https://mailal.gop.edu.tr/
https://mailal.gop.edu.tr/
https://bidb.gop.edu.tr/duyuruDetay.aspx?d=tr-TR&m=duyuru_detay&mk=36044&id=1996
https://bidb.gop.edu.tr/duyuruDetay.aspx?d=tr-TR&m=duyuru_detay&mk=36044&id=1996
https://bidb.gop.edu.tr/Icerik.aspx?d=tr-TR&mk=36051&m=eduroam
https://bidb.gop.edu.tr/Icerik.aspx?d=tr-TR&mk=36051&m=eduroam

12. KAMPUS iCi YASAM
12.1. Kiitiiphane

Tokat Gaziosmanpasa
Universitesinin bilgi ve kiiltiir
merkezi olan kiitliphanesi 1993
yilinda kurulmus olup 2001
yilinda simdiki binasina
tasinmustir. Merkez kiitiiphane
biinyesinde Turhal, Zile, Niksar,
Erbaa ilce kiitliphaneleri ile
Islami Ilimler ve Tip Fakiiltesi
kiitiphaneleri ~ okuyuculara

hizmet vermektedir.

Zengin  kaynaklari,  sessiz

calisma alanlart ve modern

olanaklariyla merkez kiitliphanemiz hem fiziksel hem de elektronik ortamda 6grencilerimize
hizmet sunmaktadir. Kiitiphanemizde genis bir kitap, dergi, makale ve diger basili materyal
koleksiyonu bulunmaktadir. Farkli alanlardaki 6grenme ihtiyaglarinizi kargilamak iizere sizlere
zengin bir igerik sunmaktadir. Kiitiiphanemiz fiziki kaynaklari, dijital kaynaklari, ¢aligma

alanlar1, danigma hizmeti, egitimler, atdlyeler ve uzaktan erisim imkani ile tim 6grencilerimize

hizmet sunmaktadir.

Kiitiiphanemiz hakkinda

ulasabilirsiniz.

detayli
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https://kutup.gop.edu.tr/Default.aspx?d=tr-TR
https://kutup.gop.edu.tr/Default.aspx?d=tr-TR
https://kutup.gop.edu.tr/Default.aspx?d=tr-TR

12.2. Barinma ve Yemek imkanlari

Ogrencilerimizin konaklamasi i¢in kampiis i¢inde ve ¢evresinde modern yurtlar
bulunmaktadir. 11 merkezindeki yurtlar 2.535 erkek, 4.718 kiz olmak iizere
toplam 7.253 kisilik yatak kapasitesine sahiptir. Il ve ilcelerde yer alan yurtlar

hakkinda daha detayl1 bilgiye bu baglantidan ulasabilirsiniz.

Kampiisiimiizde; Saglik, Kiiltir ve Spor Daire Baskanligi tarafindan yemek hizmeti
sunulmaktadir. Kampiis igerisinde iki farkli yemekhane bulunmaktadir.

Yiiksekokulumuza yakin bir konumda yer alan yemekhanemizden tiim

ogrencilerimiz yararlanabilir. Yemekhanemiz yemek meniilerine bu baglantidan

erisebilirsiniz.

Kampiistimiiz igerisinde yer alan sosyal tesisler, restoranlar, market ve kantinlerde

Ogrencilerimize cesitli yemek ve igecek ihtiyaclarini karsilama firsati sunmaktadir.
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12.3. Aile Saghg1 Merkezi ve Aile Hekimligi

Taslh¢iftlik  Kampiisiinde egitim  alan/alacak
| Ogrencilerimizin, kampiis icerisinde bulunan Egitim
Aile Sagligt Merkezi Aile Hekimi hizmetlerinden
etkin bi¢cimde faydalanabilmeleri ig¢in; e-nabiz
sistemi lizerinden Aile Hekimini degistir ibaresini

secerek Aile Hekimligi kayitlarin1 Tokat Merkez 69

veya 70 numarali birimlere tasimasi gerekmektedir.

12.4. Ulasim, Paso Islemleri ve Kampiis i¢i Ulasim
Universitemiz Tasligiftlik Kampiisii

Tokat'a yaklagik 9 km uzaklikta ve

Ry

Tokat-Amasya kara yolu {izerindedir.
Aym giizergdh aym zamanda Ankara, Istanbul yol

giizergahidir. Kampiis ulasimi 101 hat numarali sar1

‘ , renkli 6zel toplu tasima araglari ile saglanmaktadir.
Bu tplu tslm aréglarma, tek binislik kartlar ile binilebilecegi gibi Tok-kartlar ile de
binilebilir. Ogrencilerimiz belediyenin ilgili kurumundan &grenci Tok-kart: alarak
Yiiksekokulumuza indirimli olarak ulasabilirler. Paso islemleri ile ilgili bu adresi ziyaret

edebilirsiniz. Paso islemleri i¢in 6grenci belgenizi ve fotografinizi yaninizda gotiiriiniiz.

Toplu tasima araglart Kiz Ogrenci yurtlarindan hareketle Niksar kavsagma kadar Behzat
Bulvarini izlemektedir. Niksar kavsagindan, eski rektorliik yoluna doniilerek Mevlana ve

Demirkdprii glizergahindan Amasya yolu takip edilerek Tasliciftlik Kampiisiine ulagilmaktadir.

Kampiis igerisinde Universitemiz araglariyla ring

servisi hizmeti verilmektedir. Ring servis

= saatlerine bu baglantidan erisebilirsiniz.
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12.5. Spor Tesisleri

Kampiisiimiiz i¢erisinde ¢ok amacli spor salonu, agik
spor tesisleri (basketbol, voleybol ve tenis), suni ¢im
futbol sahas1 ve 1.750 kisilik tribiin, kondisyon salonu,
hali saha, atletizm pisti, yar1 olimpik yiizme havuzu

gibi birg¢ok spor tesisi bulunmaktadir

12.6. Ogrenci Kuliipleri

Universitemizde Saglik, Kiiltir ve Spor Daire Baskanligma bagh
cesitli 6grenci kuliipleri yer almaktadir. Bu kuliipler hakkinda daha detayli

bilgiye bu baglantidan erisebilirsiniz.
12.7. Burslar, Kismi Zamanh Calisma ve Ogrenci Butigi

Universitemizde her egitim 6gretim yilinda belirlenen dgrencilere {icretsiz

yemek bursu verilmektedir. Yemek burslart hakkindaki duyurulari bu baglantidan

takip edebilirsiniz. Bagvurular hakkinda danigsmanlarinizdan bilgi alabilirsiniz.

Universitemiz gesitli birimlerinde kismi zamanl1 olarak grenciler ¢alisma imkanina

sahiptir. Kismi zamanli olarak ¢alismak isteyen O0grencilerimiz bu baglantidan duyurulari

takip edebilirler. Kismi zamanli ¢alisma bagvurulari hakkinda danismanlarinizdan bilgi

alabilirsiniz.

Universitemizde Tokat Gaziosmanpasa Universitesi Ogrenci Butigi bulunmaktadir.
Ihtiyag sahibi Ogrencilerimiz butigimizden ihtiyac duyduklar1 kiyafet ve
ayakkabilar1 alabilirler. Ogrenci butiginden yararlanmak isteyen égrencilerimiz

ogrenci butigini ziyaret edebilir ve bu baglantidan butikle ilgili detayl bilgilere

ulasabilirler.

24
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12.8. Uygulama ve Arastirma Merkezleri

Universitemizde dgrencilerimizin, dgretim elemanlarimizin ve personelimizin yardim
ve destek alabilecegi cesitli uygulama ve arastirma merkezleri bulunmaktadir. Bu merkezlere
Universitemiz web sayfasinda sag iistte yer alan arastirma sekmesinden erisebilirsiniz. Bu

merkezler agsagida listelenmektedir:

« Afet ve Acil Durum Uygulama ve Arastirma Merkezi

. Atatiirk Tlkeleri ve Inkilap Tarihi Arastirma ve Uygulama Merkezi

« Bilimsel ve Teknolojik Arastirmalar Uygulama ve Arastirma Merkezi

«  Cocuk Esgitimi Uygulama ve Arastirma Merkezi

« Danismendliler Calismalar1 Uygulama ve Arastirma Merkezi

« Dis Hekimligi Uyeulama ve Arastirma Merkezi

« Dogal Bovalar Arastirma ve Uygulama Merkezi

« Islami Ilimler Uygulama ve Arastirma Merkezi

« Kadin ve Aile Calismalar1 Uygulama ve Arastirma Merkezi

« Kariver Uygulama ve Arastirma Merkezi

«  Obezite ve Diyabet Uygulama ve Arastirma Merkezi

« Oksidentalizm Uygulama ve Arastirma Merkezi

«  Ozel Egitim Uygulama ve Arastirma Merkezi

« Palvatif Bakim Uygulama ve Arastirma Merkezi

« Rehberlik ve Psikolojik Danismanlik Uygulama ve Arastirma Merkezi

« Saglik Arastirma ve Uygulama Merkezi

«  Sirekli Egitim Arastirma ve Uygulama Merkezi

« Tarimsal Uygulama ve Arastirma Merkezi

« Tirk Diinyasi Arastirmalart Uygulama ve Arastirma Merkezi

«  Tiirkce Ogretim Uygulama ve Arastirma Merkezi

« Ugzaktan Egitim Uygulama ve Arastirma Merkezi
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http://palyatifbakim.gop.edu.tr/
http://palyatifbakim.gop.edu.tr/
http://pdrmer.gop.edu.tr/
http://pdrmer.gop.edu.tr/
http://hastane.gop.edu.tr/
http://hastane.gop.edu.tr/
http://togusem.gop.edu.tr/
http://togusem.gop.edu.tr/
http://gutam.gop.edu.tr/
http://gutam.gop.edu.tr/
http://tudam.gop.edu.tr/
http://tudam.gop.edu.tr/
http://tomer.gop.edu.tr/
http://tomer.gop.edu.tr/
http://uzem.gop.edu.tr/
http://uzem.gop.edu.tr/

13. DILEKCE ORNEKLERI VE DILEKCE YAZMA KILAVUZU

Universite hayatiniz boyunca cesitli nedenlerle dilek¢e yazmaniz gerekebilir. Bu
dilekcelerin dogru ve etkili bir sekilde yazilmasi, isteginizin ve durumunuzun anlasilmasi
bakimindan 6nemlidir. Dilek¢e yazmadan 6nce dilekge yazmak istediginiz kurumun formlar ve

dilekce 6rnekleri kismini inceleyiniz.

yaz okulu, yatay gecis, harg islemleri gibi) yazacaksaniz, bu baglantidan dilekge

orneklerine ulasabilirsiniz.

Tokat Gaziosmanpasa Universitesi Yabanci Diller Yiiksekokuluna yazacaksaniz,

asagidaki linke tiklayarak dilek¢e 6rneklerine ve formlara ulasabilirsiniz.

https://ydyo.gop.edu.tr/DinamikFormlar.aspx?d=trTR&mk=43716&m=formlar ve belgeler
v2

Dilek¢e yaziminda genel olarak su kurallara uymalisiniz:

e Dilekgenizi yazmaya baslamadan once, dilek¢enin hangi konuda oldugunu belirleyen
bir baslik segmelisiniz. Daha sonra, dilek¢enizi gondereceginiz kisi veya kurumun adini

ve adresini belirtmelisiniz.

e Dilekgelerinizi Yabanci Diller Yiiksekokulu Miidiirliigiine hitaben yazmalisiniz.

e Dilekgelerinizde kisi veya kurumlara hitap ederken “Sayin” ifadesini kullanmalisiniz.

e Qiris paragrafinda dilekgenizin amacini kisaca ag¢iklamalisiniz. Hangi konuda talepte
bulundugunuzu veya hangi durumu ilettiginizi 6z ve net bir sekilde ifade etmelisiniz.

e Ana boliimde, talebinizi veya durumunuzu daha detayli bir sekilde aciklamalisiniz.
Gerekgelerinizi ve gerektiginde kanitlar1 sunmalisiniz. Mantikli ve basit bir dil
kullanarak ifadelerinizi netlestirmeye calismalisiniz.

e Dilekgenizi bitirirken talebinizi veya durumunuzu bir kez daha 6zetlemelisiniz.

e Dilekgenizin sonuna tarihi, adimzi, soyadimizi, 6grenci numaranizi ve imzanizi

eklemelisiniz.

e [Eger dilekgenizle ilgili belgeler veya kanitlar varsa, dilek¢enin sonunda bu belgeleri ek

olarak sunabilirsiniz.
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e Dilekgenizi yazarken agik ve diizgiin bir dil kullanmaya, dilek¢enizin ¢ok uzun ve
karmasik olmamasina dikkat etmelisiniz.

e Dilekgenizi yazim hatalari, tutarsizliklar veya eksik bilgiler acisindan son kez gézden
gecirmelisiniz. Dilek¢enizi hazirladiktan sonra teslim etmeden akademik danigmaniniza

gosterebilirsiniz.

14. ETKILI E-POSTA (E-MAIL) YAZMA KILAVUZU

Universite hayatiniz boyunca cesitli nedenlerle uzaktan iletisim saglamaniz gerekebilir.
Uzaktan iletisimin en etkili yontemlerinden bir tanesi de e-posta gondermektir. Bu e-postalarin
dogru ve etkili bir sekilde yazilmasi, isteginizin ve durumunuzun anlasilmasi bakimindan

onemlidir.

Dogru ve etkili bir e-posta yazmak igin Universitemiz Rehberlik ve

Psikolojik Danigmanlik Uygulama ve Arastirma Merkezinin hazirladig etkili e-

posta gonderme duyurusunu inceleyebilirsiniz. Bu duyuruya bu baglantidan

ulasabilirsiniz.
Etkili e-posta yazmak i¢in su kurallara uyabilirsiniz:

e E-Postanizin konu bashigmni kisa ve 6z sekilde yazmalisiniz. Konu baglig1, e-postanin
icerigini 6zetlemelidir.

e E-Postanizi alicinin adiyla baglayarak kisisel ve saygili bir hitapla siirdiirmelisiniz.
"Merhaba" veya "Sayin" ifadeleri genellikle uygun bir baslangictir.

e E-Postaniz1 kisa ve 6z tutun. Ana mesajinizi net bir sekilde iletmeye c¢alisin. Uzun
paragraflardan kaginin.

e E-Postanizin ana kisminda isteginizi, sorunuzu veya mesajinizi net bir sekilde ifade
edin. Karmasik ciimlelerden ve jargonlardan kaginin. ilgili detaylari ekleyin.

e E-Posta yazarken resmi ve saygili bir dil kullanmalisiniz. Saygisiz climle ve ifadelerden
kacinin.

e E-Postamiz1 adiniz ve soyadmiz ile bitirin. iletisim bilgilerinizi ve gerekiyorsa dgrenci
numaranizi eklemeyi unutmayin.

e E-Postaniza ek belgeler veya baglantilar eklemeniz gerekiyorsa, bu eklentileri net bir

sekilde belirtin. Baglantilar1 kontrol edin ve giivenilir kaynaklardan oldugundan emin

olun. E-Postanizi1 dogru kisiye gonderdiginizden emin olun.
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e E-Postanizi gondermeden dnce anlatim, yazim ve noktalama isaretlerini kontrol edin.

e E-Postaniza cevap verilmesini bekliyorsaniz, ne zaman bir yanit alabileceginiz

konusunda makul bir beklenti siiresi ifade edebilirsiniz.

15. ILETiSIM VE SOSYAL MEDYA HESAPLARI

Tokat Gaziosmanpasa Universitesi Yabanci Diller Yiiksekokulu

QD Santral: 0 (356) 252 16 16
Sekreterlik: 1802

j=y Faks: 0(356)
ydyo@gop.edu.tr

https://www.instagram.com/togu ydyo

= [
o

<o

Taslciftlik Yerleskesi, 60150 Tash¢iftlik/Merkez/Tokat
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DIRECTOR'S MESSAGE

Dear Students,

Welcome to TOGU School of Foreign Languages. First of all, I'd like to emphasize that
learning a foreign language is a very broad-based experience. Here, you won't just learn a
language; you'll also become acquainted with its culture. Therefore, you're expanding your
world right now. Indeed, by learning a foreign language, you'll easily communicate with
people from different geographies and cultures, and you'll have the opportunity to get to know
them and embrace new things. This means that every day will be different from the one
before. Therefore, | believe that the valuable time you spend during your education will add
invaluable qualities to you. I have full confidence that you will achieve this by enjoying and
working hard under the guidance of your dedicated instructors. When you successfully
complete your preparatory program, we will happily send you off to your chosen major. |
wish you a happy, healthy, and productive academic year, always energetic, hardworking, and
productive. With love and respect.

Prof. Dr. Ayla OGUZ
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3. GENERAL INFORMATION
3.1. History of Our School

The School of Foreign Languages was established in 2002 on the Tasligiftlik Campus and
began its educational activities. It provides education and administrative services based on
the Regulation on the Principles to be Applied in Foreign Language Education and Instruction
in Higher Education Institutions, published in the Official Gazette dated December 4, 2008
and numbered 27074, and in accordance with the Directive on Foreign Language and
Optional Turkish Preparatory Education, Instruction, and Examination. It has:

e 7 classrooms

¢ 1 club activity room

¢ 1 meeting area

e 14 faculty members

¢ 1 school secretary

¢ 2 administrative services unit employees

e 1 support staff

2. Preparatory Program - Our Departments

Our school offers preparatory classes under the Department of Foreign Languages. Students
from departments with compulsory preparatory classes and from departments with optional
preparatory classes attend our preparatory classes.

Departments with Compulsory Preparatory Classes

® English Language Teaching (Faculty of Education)

e English Language and Literature (Faculty of Arts and Sciences)
Departments with Optional English Preparatory Classes

e All departments located on our university's main campus
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4. COURSE REGISTRATION AND RENEWAL

Students placed in our university programs can complete their initial registration by logging
into https://www.turkiye.gov.tr using their e-government passwords or by visiting our
university registration offices.

After initial registration, students are required to complete their annual course registration
based on the results of the Placement Exam administered by the School of Foreign
Languages. Student registration is subject to the approval of the department head. Students
will be assigned to classes at the end of each level by the department head.

More detailed information regarding student contribution or tuition fees, registration
renewal, and course registration can be found in the Tokat Gaziosmanpasa University
Associate and Undergraduate Education, Training, and Examination Regulations.

5. LEARNING ENVIRONMENTS AND INFORMATION SYSTEM
5.1. Classrooms
The School of Foreign Languages is always ready for education and training with seven well-

equipped classrooms, a club activity room, and a meeting room.

5.2. Distance Education System and Instruction

In accordance with the Rectorate's decision, our College provides distance education and
instruction in mandatory cases, with the support of the Distance Education and Application
Center, through live lessons, online exams, homework assignments, and various activities. To
do this, please:

e Visit https://mail.gop.edu.tr and obtain a university email address;
e Log in to http://ue.gop.edu.tr with this email address and password;

e Click on the courses you are assigned to and access the documents uploaded to the system
weekly or watch videos.
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5.3. Student Information System

The Student Information System (OBS) is a digital platform that helps students manage their
academic and administrative transactions. This system is also used to store, manage, and
track students' academic and administrative information. The Student Information System: It
allows students to register for courses, view course schedules, check exams and grades, find
exam dates, view transcripts, perform financial transactions (such as tuition fees), and
communicate with student advisors online. It also helps students manage their academic
processes more effectively and efficiently by allowing them to follow current
announcements, review their course schedules, and follow academic calendars. Using this
system stands out as a crucial tool that supports students' university life by providing them
with easy access to up-to-date information.

5.4 Program Guide

The program guide is prepared at the beginning of each academic year to inform our
students about the preparatory program. This guide includes general information about the
preparatory program, the academic calendar, a list of academic advisors, program
qualifications, professors, and information about these courses. You can access the program
guide at https://ydyo.gop.edu.tr/Default.aspx?d=tr-TR by clicking the Program Guide tab in
the upper right corner.
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STUDENT SERVICES
6.1. Academic Advisors and Their Duties

Academic advisors are faculty members assigned by the Foreign Languages Department of
the School of Foreign Languages upon initial registration to the university and guide our
students in their academic, professional, and personal development. Advisors focus on their
success while ensuring their orientation to university life. To this end, they provide academic
guidance and career guidance. They also inform students about campus facilities, events,
and various services to help them adapt to university life.

Every student entering our university is assigned an academic advisor during course
registration. Academic advisors are listed in the Student Information System. You can also
access information about your academic advisors in the Student Advisors section under the
Student tab on our School's website.

You can access the duties, authorities, responsibilities, and office hours of your academic
advisors, as specified in the Tokat Gaziosmanpasa University Student Advisory Directive,
through this link. We would like to remind you that course registrations must be approved
by the student's academic advisor.

6.2. Student ID

Students who register at our university are issued a student ID card by the Rectorate.
Students who renew their registration at the beginning of each semester will have a stamp
for the relevant academic term affixed to their ID cards. Students who graduate or withdraw
from their registration must return their ID card. Student ID cards are used to enter the
campus and the College; for transactions in facilities such as the library, cafeteria, and
swimming pool; for exams, participation in various events and activities; and for various
student discounts.

Procedures related to student ID cards are regulated by Article 5 of the "Tokat
Gaziosmanpasa University Associate and Undergraduate Education, Instruction, and
Examination Regulation."

Students who lose their student ID cards can obtain a new one by paying the replacement
fee, submitting a lost ID notice in a local newspaper, and then applying to their departments
using the petition provided on the forms.

6.3. Student Certificate and Academic Performance

You can request the documents you will need throughout your education (student certificate
and academic performance) by submitting a petition to the School Directorate. You can also
obtain the relevant documents through e-government.
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6.4. Course Contents

The preparatory program course content is included in the Program Guide, which is updated
at the beginning of each academic year.

6.5. Military Service Deferment Procedures

Military service deferment procedures are carried out in accordance with Military Service
Law No. 1111. Deferment procedures for male students who are Turkish citizens and are
studying full-time in our University programs or newly enrolled are handled and monitored
by the Student Affairs Office. Students over the age of 28 are not eligible for military service
deferment for undergraduate programs. Military service deferment procedures for students
who have not yet reached military service age are automatically carried out by Student
Affairs when they reach military service age.

6.6. Freezing Registration

Students who cannot continue their studies due to the excuses specified in Article 32 of the
"Tokat Gaziosmanpasa University Associate and Undergraduate Education, Instruction, and
Examination Regulations" may freeze their registration for up to two semesters by the
decision of the relevant administrative board if they apply no later than the end of the
second week of the relevant semester. However, students who have reached the maximum
period of study cannot freeze their registration. There is no limitation on the application
period for requests to freeze registration for health reasons. No extension is granted for
freezing registration in preparatory education. Students wishing to freeze their registration
may apply to their departments with a petition outlining their excuses.

You can find more detailed information about freezing registration in Article 31 of the "Tokat
Gaziosmanpasa University Associate and Undergraduate Education, Instruction, and
Examination Regulations."

The first paragraph of Article 31 of the regulation reads, "However, students who have
reached the maximum period of study cannot freeze their registration." The second
paragraph of the same article reads, "No extension is granted for freezing registration in
preparatory education." The sentence has been added (Official Gazette-10/11/2023-32365).

Students who have suspended their registration must apply to their departments for a
refund of their tuition (fee) by completing the Inadvertently Paid Fee Refund Petition, which
can be found in the forms section of the Student Affairs Department's website.

6.7. Regulations and Guidelines

All our students are subject to the regulations and guidelines published by our University.
Therefore, each student is required to follow these regulations and guidelines via this link.
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6.8. Dismissal and Registration Cancellation Procedures

Our University's dismissal and registration cancellation procedures are carried out in
accordance with "Tokat Gaziosmanpasa University School of Foreign Languages Training, and
Examination Regulation."

7. EDUCATION AND TRAINING RIGHTS
7.1. Duration of Study

The duration of study at our school is one year. Students who fail are given an additional
one-year extension. Students enrolled in the optional preparatory class transfer to their
respective departments at the end of one year, regardless of their academic standing.

7.2. Compulsory Class Attendance

Attendance at 85% of classes in each level is mandatory at our school. Medical reports and
other excuses do not waive the student's obligation to attend.

7.3. Exemption from Compulsory Preparatory Class Education
Exemption

ARTICLE 8- (1) Students who will enroll in the compulsory preparatory class and meet at least
one of the following conditions are exempt from the foreign language preparatory class.

a) Those who achieve a score determined by the School of Foreign Languages Board on the
multi-stage proficiency exam administered by the School of Foreign Languages at the
beginning of the academic year, which measures all language skills.

b) Students who have successfully completed a foreign language preparatory program at
Tokat Gaziosmanpasa University or another higher education institution within the last five
years and can document this at the CEFR level determined by the Council of Higher
Education.

c¢) Students who have achieved scores determined by the Council of Higher Education on
international exams recognized by the Council of Higher Education (TOEFL, etc.) that
measure reading comprehension, listening comprehension, written expression, and speaking
skills within the last five years.

d) Students who have scored 70 or higher on the YDS/YOKDIL/e-YDS (English) exam
administered within the last five years are exempt from preparatory class education.

7.4. Excuses and Leaves of Absence

Excuses and leave of absences for our college students are regulated by Articles 32 and 33 of
the "Tokat Gaziosmanpasa University Associate and Undergraduate Education and
Examination Regulations."
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7.5. Services Provided to Students with Disabilities

Students with disabilities can visit our University's Disabled Student Unit Coordinatorship or
email the unit coordinator at neslihan.canpolat@gop.edu.tr.

8. ASSESSMENT AND EVALUATION

8.1. Documents Required for Exam Entrance
e Student ID Card
® Photo ID Document

To take the exams, you must have your University student ID card and a photo ID document
with you. These documents will be checked by invigilators, and students with missing
documents will not be admitted to the exam.

8.2. Exam Rules

Detailed information regarding the exams held at our College is provided in Article 26 of the
"Tokat Gaziosmanpasa University Associate and Undergraduate Education, Training, and
Examination Regulations." Disciplinary rules, as outlined in Article 37 of the relevant
regulation, will be applied to students who fail to comply with the exam rules. The rules that
must be followed for exams held at our university can be summarized as follows:

e Arrive at the exam hall before the exam starts.

e Follow all instructions of the examiners.

e Turn off all devices such as cell phones, smartphones, and watches during the exam.

e Remain quiet in the exam hall and avoid any actions that could disrupt the exam order.
* Maintain a clean classroom and avoid writing on desks and walls.

e Carefully mark the answers to questions during the exam and use the answer sheet
properly.

¢ Avoid any attempts at cheating or misleading that could affect the course of the exam.
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8.3. Exams Administered at the School of Foreign Languages

All exams administered in the preparatory program, as well as the procedures to be followed
in case of success or failure, are detailed in the School of Foreign Languages Foreign
Language Preparatory Education-Teaching Directive.

8.4. Exam Evaluation and Passing Grade

Students take the following exams in each course, and the total of the specified percentages
of their grades must be at least 70 for each course. These exams are as follows:

. Quiz (15%)

. Midterm Exam (20%)

. Portfolio for Writing Skills (10%)

. Presentation (10%)

. Online Homework (5%)

. Course Completion Exam (40%)
Students who fail a course must repeat the course they failed.
8.5. Publication of Exam Results and Right to Object

The rights of college students regarding the announcement of exam results and the right to
object to them are determined in accordance with Article 27 of the "Tokat Gaziosmanpasa
University Associate and Undergraduate Education and Examination Regulation."

The following article has been added to this article: "(2) In the event that a material error is
detected in the announced short-term/term/final/sufficient exam results or the passing
grade, the relevant administrative board will decide on the written application made by the
faculty member to the department. Based on the correction decision, the relevant
administrative unit will open a student information system for the faculty member's relevant
course."
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9. STUDENT DISCIPLINARY PROCEDURES

Student disciplinary procedures are carried out in accordance with the provisions of Article
54 of Law No. 2547.

10. PASSWORD AND EMAIL PROCEDURES

To access internet access on our university campuses and access the distance education
system, you can obtain a university email address by logging into the "Email Procedures"
section at mail.gop.edu.tr or by completing your login process using this link.

11. ON-CAMPUS INTERNET ACCESS

Wireless internet access is available on our university campus. To access wireless internet,
you must have a gop.edu.tr email address and follow the steps provided on this link.

Another wireless access option for our students is Eduroam. Eduroam is short for Education
Roaming. Using 802.1x security standards over a RADIUS-based infrastructure, Eduroam
aims to enable users of member institutions to seamlessly use the network at other
educational institutions. You can also access free internet on campus at other Eduroam-
member universities, both domestically and internationally, through this link. You can find
more detailed information at this link.

12. ON-CAMPUS LIFE
12.1. Library

The library, the information and cultural center of Tokat Gaziosmanpasa University, was
established in 1993 and moved to its current building in 2001. The central library serves the
students of the Turhal, Zile, Niksar, and Erbaa district libraries, as well as the libraries of the
Faculty of Islamic Sciences and the Faculty of Medicine.

With its rich resources, quiet study areas, and modern facilities, our central library offers
both physical and electronic services to our students. Our library houses a large collection of
books, journals, articles, and other printed materials. It offers a rich content range to meet
your learning needs in various fields. Our library offers services to all our students with
physical and digital resources, study areas, consultation services, training, workshops, and
remote access.

You can find more detailed information about our library at this link.

43



12.2. Accommodation and Meal Facilities

Modern dormitories are available on and around campus for our students. The dormitories
in the city center have a total bed capacity of 7,253 people, 2,535 for boys and 4,718 for
girls. You can find more detailed information about the dormitories located in the province
and districts at this link.

Our campus provides food services through the Department of Health, Culture, and Sports.
There are two separate dining halls on campus. Located close to our college, our dining hall
is open to all students. You can access our dining hall menus at this link.

Our campus's social facilities, restaurants, markets, and canteens offer our students the
opportunity to meet a variety of food and beverage needs.

12.3. Family Health Center and Family Medicine

To effectively benefit from the Family Physician services of the Education Family Health
Center located on the campus, students enrolled in or who will enroll in the Tasligiftlik
Campus must select "Change Family Physician" on the e-Pulse system and transfer their
Family Medicine records to Units 69 or 70 in Tokat City Center.

12.4. Transportation, Pass Procedures, and On-Campus Transportation

Our university's Tasligiftlik Campus is approximately 9 km from Tokat, on the Tokat-Amasya
highway. This same route also serves Ankara and Istanbul. Campus transportation is
provided by yellow, private public transportation vehicles, line 101. These public
transportation vehicles can be used with single-ride cards or Tok-karts. Students can obtain a
student Tok-kart from the relevant municipality and receive discounted transportation to
our vocational school. You can visit this link for passport procedures. Please bring your
student ID and photo with you for passport procedures.

Public transportation departs from the Girls' Dormitories and follows Behzat Boulevard to
the Niksar intersection. From the Niksar intersection, turn onto the old Rectorate Road, then
follow the Mevlana and Demirkdpri route to Amasya Road to reach the Tasligiftlik Campus.

A shuttle service is provided within the campus using university vehicles. You can find shuttle
schedules at this link.
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12.5. Sports Facilities

Our campus features numerous sports facilities, including a multi-purpose sports hall,
outdoor sports facilities (basketball, volleyball, and tennis), an artificial turf football field
with a 1,750-seat stand, a fitness center, an artificial turf pitch, an athletics track, and a semi-
Olympic swimming pool.

12.6. Student Clubs

Our university has various student clubs affiliated with the Department of Health, Culture,
and Sports. You can find more detailed information about these clubs at this link.

12.7. Scholarships, Part-Time Work, and the Student Boutique

Our university provides free meal scholarships to selected students each academic year. You
can follow announcements about meal scholarships at this link. You can contact your
advisors for information about applications.

Our university offers part-time work opportunities for students in various departments.
Students interested in part-time work can follow announcements at this link. You can
contact your advisors for information about part-time work applications.

Our university has the Tokat Gaziosmanpasa University Student Boutique. Students in need
can purchase the clothes and shoes they need from the boutique. Students who wish to use
the student boutique can visit the boutique and access detailed information at this link.

12. 8. Application and Research Centers

Our university has several application and research centers where our students, faculty, and
staff can receive assistance and support. You can access these centers from the research tab
in the top right corner of our university website. These centers are listed below:

e Disaster and Emergency Application and Research Center

e Atatlrk's Principles and Revolution History Research and Application Center
e Scientific and Technological Research Application and Research Center

e Child Education Application and Research Center

e Danishmend Studies Application and Research Center

* Dentistry Application and Research Center

e Natural Dyes Research and Application Center

e Islamic Sciences Application and Research Center
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e Women and Family Studies Application and Research Center
e Career Application and Research Center

e Obesity and Diabetes Application and Research Center

® Occidentalism Application and Research Center

e Special Education Application and Research Center

* Palliative Care Application and Research Center

® Guidance and Psychological Counseling Application and Research Center
* Health Research and Application Center

e Continuing Education Research and Application Center

e Agricultural Application and Research Center

e Turkic World Studies Application and Research Center

e Turkish Language Teaching Application and Research Center

e Distance Education Application and Research Center

13. PETITION SAMPLES AND PETITION WRITING GUIDE

You may need to write petitions for various reasons throughout your university career.
Writing these petitions accurately and effectively is crucial for understanding your request
and situation. Before writing a petition, review the forms and petition sample sections of the
institution you wish to petition.

If you are writing a petition to the Tokat Gaziosmanpasa University Student Affairs
Department (such as diploma applications, temporary graduation, registration freeze, loss of
ID, summer school, transfer, and tuition fees), you can access petition samples through this
link.

If you are writing to the Tokat Gaziosmanpasa University School of Foreign Languages, you
can access petition samples and forms by clicking the link below.

https://ydyo.gop.edu.tr/DinamikFormlar.aspx?d=trTR&mk=43716&m=formlar_ve_belgeler_
v2

You should generally follow these rules when writing a petition:

e Before you begin writing your petition, you should choose a title that identifies the subject
of your petition. Then, you should specify the name and address of the person or institution
to whom you will send your petition.
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* You should address your petition to the Directorate of the School of Foreign Languages.

* You should use the term "Dear" when addressing individuals or institutions in your
petitions.

e In the introductory paragraph, you should briefly explain the purpose of your petition. You
should concisely and clearly state your request or situation.

¢ In the main section, you should explain your request or situation in more detail. You should
provide your reasons and, where necessary, evidence. You should try to clarify your
statements using logical and simple language.

* When concluding your petition, you should summarize your request or situation once
again.

* You must include the date, your first and last name, your student number, and your
signature at the end of your petition.

e If you have any documents or evidence related to your petition, you can submit these
documents as attachments at the end of your petition.

e When writing your petition, you should use clear and concise language and ensure it is not
too long or complex.

* You should review your petition one last time for typos, inconsistencies, or missing
information. After preparing your petition, you can show it to your academic advisor before
submitting it.

14. EFFECTIVE EMAIL WRITING GUIDE

You may need to communicate remotely for various reasons throughout your university life.
One of the most effective methods of remote communication is sending emails. Writing
these emails correctly and effectively is crucial for understanding your needs and situation.

To write a correct and effective email, you can review the announcement on sending
effective emails prepared by our University's Guidance and Psychological Counseling
Application and Research Center. You can access this announcement at this link.

To write an effective email, you can follow these rules:

* Write a concise and concise subject line for your email. The subject line should summarize
the content of the email.

* Begin your email with the recipient's name and continue with a personal and respectful
address. "Hello" or "Dear" are generally appropriate opening words.

» Keep your email short and concise. Try to convey your main message clearly. Avoid long
paragraphs.
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e Clearly express your request, question, or message in the body of your email. Avoid
complex sentences and jargon. Include relevant details.

e Use formal and respectful language when writing your email. Avoid disrespectful sentences
and expressions.

® End your email with your first and last name. Don't forget to include your contact
information and, if applicable, your student number.

e If you need to include additional documents or links in your email, clearly indicate these
attachments. Check the links and ensure they are from reliable sources. Make sure you are
sending your email to the right person.

e Check your spelling, spelling, and punctuation before sending your email.

e If you expect a response to your email, you can provide a reasonable expectation of when
you can expect a response.

15. COMMUNICATION AND SOCIAL MEDIA ACCOUNTS

Tokat Gaziosmanpasa University School of Foreign Languages

Switchboard: +90 (356) 252 16 16
Secretariat: 1802

ydyo@gop.edu.tr
https://www.instagram.com/togu_ydyo

Tasligiftlik Campus, 60150 Tasliciftlik/Tokat
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