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	INFORMATION ON THE EMPLOYEE RECEIVING ORIENTATION

	T.R. Identification No.
	   
	Name of Assigned Unit
	       

	Full Name
	   
	Title
	   

	Mobile Phone No.
	   
	Employment Start Date
	    

	E-mail Address
	   
	Education Level
	    



Introduction to the Orientation Program
	INTRODUCTION


	Action
	Completed

	The newly appointed employee was welcomed in the unit.
	☐

	The employee was informed about available services (communications, health services, transportation, meals, working hours, etc.).
	☐

	The employee's name and job description were introduced to colleagues; the names and duties of colleagues were then introduced individually to the new employee.
	☐

	An application for an institutional e-mail address was submitted. (Not applicable to newly appointed personnel*)
	☐

	A user registration application for the Electronic Document Management System (EDMS) was submitted.*
	☐

	A Campus Card application was submitted.*
	☐

	Information was provided about other units with which the unit interacts.
	☐



	ORGANIZATIONAL STRUCTURE AND HIERARCHY


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Organizational Chart of the Institution
	Rectorate-Faculty-Department structure, duties and authorities
	Dean / Head of Department (HoD)
	dd.mm.yyyy
	☐

	Academic / Administrative Hierarchy
	Supervisor-subordinate relationships and reporting lines
	Dean / HoD
	dd.mm.yyyy
	☐

	Faculty Governance Structure
	Dean, Vice Deans, Committees
	Dean / HoD
	dd.mm.yyyy

	☐



	INTRODUCTION TO THE QMS (QUALITY MANAGEMENT SYSTEM)


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	QMS Overview
	ISO 9001:2015 framework, process management and documented information hierarchy
	Quality Management Representative
	dd.mm.yyyy

	☐

	Process Ownership and Responsibilities
	Employee's role in the processes
	Quality Management Representative
	dd.mm.yyyy

	☐

	Feedback Mechanisms
	Internal audit and suggestion/complaint channels
	Quality Management Representative
	dd.mm.yyyy
	☐



	FACILITIES AND OPERATIONS


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance


	Office / Laboratory / Common Areas
	Room allocation and rules of use
	Faculty Secretary / HoD
	dd.mm.yyyy
	☐

	Security, Cleaning and Technical Support
	Points of contact and procedures
	Faculty Secretary / HoD
	dd.mm.yyyy
	☐

	Library and Shared Resources
	Access and conditions of use
	Faculty Secretary / HoD
	dd.mm.yyyy
	☐



	JOB-SPECIFIC PRACTICES


	Training Topic
	Academic Staff
	Admin.
Staff
	Support Staff
	Date
	Attendance

	Teaching Load and Schedules
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy
	☐

	Student and Administrative Information Systems (ÖBS, EBYS, BYS, UBYS)
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy
	☐

	Document Workflow and Correspondence
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy
	☐

	Excused Absence, Leave and Official Assignment Processes
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy
	☐

	Web Applications to Be Used
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy
	☐

	Briefing and training on the files/equipment/materials/machinery/chemicals to be used
	  ☐
	  ☐
	  ☐
	dd.mm.yyyy

	☐



	DUTIES, AUTHORITY AND RESPONSIBILITIES


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Job Descriptions
	Explanation of duties, authority and responsibilities based on position
	Dean / HoD
	dd.mm.yyyy
	☐

	Ethical Principles
	Ethical rules to be followed in the performance of duties
	Dean / HoD
	dd.mm.yyyy

	☐



	WORK PLANNING AND MONITORING


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Preparing an Individual Work Plan
	Setting periodic targets based on assigned duties
	Dean / HoD
	dd.mm.yyyy

	☐

	Performance Monitoring
	Monthly / periodic feedback mechanisms
	Dean / HoD
	dd.mm.yyyy

	☐



	CONTROL AND EVALUATION MECHANISMS


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Internal Audit Process
	Audits conducted within the scope of the QMS
	Quality Management Representative
	dd.mm.yyyy
	☐

	Feedback Collection and Analysis
	Surveys, Contact Us, annual evaluation surveys, EDMS, etc.
	Quality Management Representative
	dd.mm.yyyy

	☐



	LEAVE PROCEDURES (Full-Day, Hourly)


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Full-Day / Hourly Leave Procedures
	Leave request via EDMS and approval mechanism
	Faculty / Department Secretariat
	dd.mm.yyyy

	☐

	Emergency and Medical Report Procedures
	Medical reports, caregiver leave and annual leave
	Faculty / Department Secretariat
	dd.mm.yyyy

	☐


	ACADEMIC CAREER PATH (Research Assistants Only)


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Academic Promotion Process
	Introduction to the career path: Research Assistant → Research Assistant (PhD) → Assistant Professor
	Dean's Office / HoD
	dd.mm.yyyy

	☐

	Graduate Education Follow-up
	Graduate school processes, thesis supervision and examination committee procedures
	Departmental Graduate School Representative
	dd.mm.yyyy

	☐

	Participation in Publications, Projects and Events
	National/international publications, projects and academic events
	Dean's Office / HoD
	dd.mm.yyyy

	☐

	Academic Ethics and Academic Integrity
	Publication ethics, plagiarism and the supervisor-student relationship
	Dean's Office / HoD
	dd.mm.yyyy

	☐



	LAB COAT CEREMONY (Research Assistants Only)


	Event Name
	Purpose and Scope
	Responsible Unit / Person
	Date
	Attendance

	Lab Coat Ceremony for Research Assistants
	An event to strengthen academic belonging, institutional commitment and motivation
	Faculty Administration / HoD
	dd.mm.yyyy

	☐


☐ Note: The lab coat ceremony is held at the end of the orientation program and photographed.

	KTU CIVIL SERVANT ACADEMY (For monitoring purposes only.)


	Training Topic
	Content Description
	Responsible Person / Unit
	Date
	Attendance

	Introduction to the KTU Civil Servant Academy
	Introduction to the online and face-to-face training content prepared by the KTU Rectorate for all newly appointed civil servants
	Department of Personnel Affairs
	dd.mm.yyyy

	☐

	Training Scope and Mandatory Attendance
	Ethics, communication, EDMS, personnel affairs, protocol, public service awareness, etc.
	Department of Personnel Affairs / Academy Coordinator
	dd.mm.yyyy

	☐

	Registration and Monitoring Process
	Attendance confirmation, certification and evaluation
	HR Representative / Personnel Academy System
	dd.mm.yyyy

	☐










	QMS JOB DESCRIPTION


The employee's duties are defined in the Job Description available in the Faculty QMS and on the Faculty's institutional website.

	EMPLOYEE FEEDBACK AND SIGNATURE


I confirm that I received information on the above topics during this orientation process.

Full Name:     

Date: dd.mm.yyyy

Signature:    











































ETHICS UNDERTAKING (Mandatory for All Personnel)

Pursuant to Law No. 5176 on the Council of Ethics for Public Officials, as a staff member commencing employment at the Faculty of Engineering, Karadeniz Technical University, I undertake to act in accordance with the following ethical principles and values:
· I will act with the understanding that public service takes precedence over all private interests and that public officials serve the public;
· I will perform my duties, as defined in the Job Description available in the Faculty QMS and on the Faculty's institutional website, in accordance with the principles of respect for human rights, transparency, participation, integrity, accountability, public interest and the rule of law;
· I will perform my duties impartially and without discrimination on the grounds of language, religion, denomination, belief, political opinion, sex, age, disability or similar grounds;
· I will perform my duties without requesting or accepting gifts, benefits or privileges from any natural or legal person with whom I have dealings;
· I will use public property and resources solely for public purposes and avoid waste;
· I will treat service users and colleagues with care, courtesy, moderation and respect;
· I will respect individuals' rights to petition, obtain information and lodge complaints;
· I will adhere to the ethical values and principles set out in Article 5.1 of the Ethical Conduct Principles for Higher Education Institutions;
· I will not disclose confidential information obtained in the course of my duties outside the institution or use it for personal gain;
· I will avoid conflicts of interest and report unethical requests to the competent authorities;
· I will use public resources, time and authority solely in the public interest;
· I will act in accordance with the social responsibility arising from being a member of KTU;

[bookmark: _heading=h.1jvs0aqk4j64]I hereby declare and undertake.

Full Name:     

Title:     

Unit:     

Date: dd.mm.yyyy 

Signature:    
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