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FENERBAHÇE UNIVERSITY
DOMESTIC AND INTERNATIONAL ASSIGNMENT DIRECTIVE


PART ONE
Purpose, Scope and Definitions

Purpose
[bookmark: _Hlk204074376]ARTICLE 1- (1) The purpose of this directive is to establish the procedures and principles for domestic and international assignments of Fenerbahçe University’s academic and administrative staff, as well as students, and to support their participation in academic activities. 

Scope
ARTICLE 2- (1) This directive sets out the procedures and principles governing the participation of Fenerbahçe University’s academic and administrative staff, as well as students, in domestic and international assignments and academic activities. 

Basis
ARTICLE 3- (1) This directive has been prepared pursuant to Article 15 of the Regulation on Academic Evaluation and Quality Improvement in Higher Education Institutions.

Definitions 
ARTICLE 4- (1) The terms used in this directive are defined as follows:
a) Academic Staff: Permanent faculty members of Fenerbahçe University. 
b) Academic Activity: Scientific, artistic, and sports activities as defined in this article. 
c) Applicant: Academic and administrative staff members and students who apply for University support to participate in academic activities.
d) Scientific Activity: Academic activities organized in accordance with the following definitions:
i. National Scientific Meeting: An academic meeting at the national level where researchers or scientists from at least five different universities and/or institutions share their original opinions or findings. The meeting must accept abstracts following scientific peer review, have a scientific/advisory board composed of faculty members from at least five different universities, maintain a website/page, and have been held at least three times previously. 
ii. International Scientific Meeting: An academic meeting at which at least five speakers are researchers or scientists from outside the country in which the meeting is held, whose papers or abstracts are accepted following scientific peer review, which has a scientific/advisory committee at least one-quarter of whose members are faculty members affiliated with foreign universities recognized by the Council of Higher Education (YÖK) as equivalent institutions, which has a website/webpage, and which has been held at least three times previously.
iii. Competitions organized for the advancement of science and technology and having a peer-review or selection committee operating in accordance with academic principles, as well as scientifically oriented workshops, panels, science, technology, and promotion fairs.
e) Unit: A faculty, graduate school, or vocational school within Fenerbahçe University.
f) Unit Administrative Board: The administrative board of a faculty, graduate school, or vocational school within Fenerbahçe University.
g) Administrative Staff: Full-time administrative staff employed by Fenerbahçe University.
h) Participant: Academic staff members, administrative staff members, and students whose participation in the academic activities defined in this Directive has been approved for University support.
i) Department of Financial Affairs: The Department of Financial Affairs of Fenerbahçe University.
j) Chair of the Board of Trustees: The Chair of the Board of Trustees of Fenerbahçe University.
k) Student: A student enrolled at Fenerbahçe University.
l) Poster Presentation: The presentation of a paper in poster format at a national or international scientific meeting by displaying it on walls, notice boards, screens, or similar media at the venue of the scientific event and/or distributing it to participants.
m) Rector: The Rector of Fenerbahçe University.
n) Rectorate: The Rectorate of Fenerbahçe University.
o) Artistic Activity: Art or design activities such as biennials, exhibitions, screenings, fairs, competitions, workshops, and similar events organized in accordance with artistic principles, as well as the following academic activities:
i) National Art/Design Meeting: An art/design event organized at the national level, to which artists/designers are invited by a selection committee or which is organized by institutions, and in which participants produce works within the framework of a specified concept and exhibit their works at the end of the event, or present the texts/papers they have prepared within the context of the specified concept, which has a website/webpage, and which has been organized at least three times previously.
ii) International Art/Design Meeting: An art/design event organized at the international level, to which artists/designers are invited by a selection committee or which is organized by institutions, and in which participants produce works within the framework of a specified concept and exhibit their works at the end of the event, or present the texts/papers they have prepared within the context of the specified concept, which has a website/webpage, and which has been organized at least three times previously.
p) Senate: The Senate of Fenerbahçe University.
q) Oral Presentation: The oral presentation of a paper at a national or international scientific meeting.
r) Sporting Activity: A competition or sporting event organized at the national or international level, having referees or a selection committee, having a website/webpage, and having been organized at least three times previously, or an academic activity in the field of sport sciences organized in accordance with the definition of a national/international "scientific activity".
s) University: Fenerbahçe University.
t) University Administrative Board: The Administrative Board of Fenerbahçe University.

PART TWO
General Provisions

General financial provisions 
ARTICLE 5- (1) Units submit their requests for funding required to support the participation of academic and administrative staff and students in academic activities to the Rectorate in writing during the budget preparation process. If the funds allocated to units for academic activities are exhausted, the Rectorate may authorize additional expenditure, subject to the availability of budgetary resources.
(2) The maximum total amount payable to each academic staff member during an academic year for documented travel, conference registration, and accommodation expenses incurred in connection with short-term assignments to attend international events held domestically or abroad is determined by the Chair of the Board of Trustees upon the recommendation of the University Administrative Board.
(3) When allocating funds to units for financial support for participants in academic activities, the number of academic staff, administrative staff, and students in each unit is taken into consideration. (4) Conference registration fees, accommodation expenses, and travel expenses are taken into account when determining the amount of financial support provided to a participant.
(5) If the academic work to be presented at an event has been prepared by more than one author, financial support is provided to only one author, provided that all authors, including the applicant, give their written consent for the support to be granted to the designated recipient.
(6) The applicant must identify themselves as an academic staff member, administrative staff member, or student of Fenerbahçe University in the application submitted for participation in the relevant event, the invitation letter, or visual materials such as posters, brochures, catalogs, and the event website, as well as in any books, journals, or other publications issued in connection with the event, and must provide documentation verifying this affiliation. Participants who do not meet this requirement are not eligible for financial support.
(7) If more than one academic work is submitted to the same academic event, or if applications are submitted to a competition in more than one discipline, financial support may be requested for only one submission.
(8) Financial support covers the participant's official assignment period. 
(9) A staff member may receive financial support from the University to attend domestic events no more than twice during an academic year.
(10) A staff member may receive financial support from the University to attend international events no more than twice during an academic year. The total financial support provided for these assignments may not exceed the maximum amount established for an academic year under paragraph 2 of this article.
(11) To be eligible for financial support from the University for a short-term international assignment, a research assistant must have been employed by the University on a full-time, continuous basis for at least one year and must have successfully completed the doctoral qualifying examination. A research assistant may receive financial support from the University for a short-term international assignment abroad no more than once during an academic year.
(12) When determining the amount of financial support for short-term assignments, consideration is given to whether the academic staff member has received financial support or reimbursement from another institution or organization. If the costs of participating in a scientific event are covered, in whole or in part, by another institution or organization or through national or international projects administered by or outside the University, no additional payment is made from the University's budget.
(13) To be eligible for financial support to attend international events, a faculty member must, during the preceding calendar year, have either published a research or review article in an indexed journal (i.e., a journal indexed in the Primary Indexes, ESCI, or Scopus with a CiteScore of 2.0 or higher) or have an approved externally funded research project.
(14) To be eligible for financial support to attend domestic events, a faculty member must, during the preceding calendar year, have either published a research or review article in an indexed journal (i.e., a journal indexed in the Primary Indexes, ESCI, Scopus with a CiteScore of 2.0 or higher, or TR Dizin) or have an approved externally funded research project.
(15) Academic activities for which financial support is requested must meet the definitions of scientific activity, artistic activity, and athletic activity set forth in Article 4 of this Directive.

Application and evaluation process
ARTICLE 6- (1) The applicant must be a full-time academic staff member, administrative staff member, or an enrolled student of the University on the date the academic activity takes place.
(2) If the applicant is a student, they must be enrolled in at least the seventh semester of their program and have a grade point average (GPA) of at least 3.50.
(3) An applicant who is both an academic or administrative staff member and an enrolled student at the University may apply only in the capacity under which they will participate in the academic activity.
(4) An academic staff member employed by another university who is also enrolled as a student at the University may apply only in the capacity of a “student”.
(5) An academic or administrative staff member of the University who is enrolled as a student at another university may apply only in the capacity of an “academic staff member” or “administrative staff member”. 
(6) Applications must be submitted to the secretariat of the academic unit in which the academic or administrative staff member is appointed or the student is enrolled at least one month before the start date of the academic activity. Applications submitted after this deadline are not processed except in cases of force majeure.
(7) The application file must include the following documents:
a) Application form, 
b) Letter of invitation, 
c) Letter of acceptance (the letter of acceptance must specify the type and language of the event and indicate that the participant is attending on behalf of Fenerbahçe University), 
d) Information describing the event (such as materials prepared by the organizing committee or printouts from the event website, including the event's purpose, subject, content, venue, and dates, the list of members of the scientific/artistic committee, the organizing committee, the draft or final program schedule, etc.)
e) Documentation or a printout from the event website demonstrating that the event is peer-reviewed or subject to evaluation by a selection committee,
f) The abstract of the paper, the abstract of the text related to the artistic work or activity, or the abstract of the catalog entry,
g) Student document, if the participant is a student. 
(8) The unit secretariat reviews the application to verify that the required documentation is complete. If all required documents have been submitted, the application is accepted for processing.
(9) Applications accepted for processing are reviewed and decided by the relevant unit's administrative board within two weeks of the application date. The administrative board evaluates whether the proposed activity satisfies the criteria for scientific, artistic, or athletic activities set forth in Article 4, the requirements specified in Article 5, and the conditions established in this Article. If the administrative board approves the application, the application file is forwarded to the Office of the Rector for review by the University Administrative Board.
(10) The application file is reviewed and decided by the University Administrative Board within one month of the application date. If approved, it is submitted to the Chair of the Board of Trustees for budget approval and, upon approval, forwarded to the Department of Financial Affairs for further processing.
 
Documents required for disbursement of financial support
ARTICLE 7- (1) Following the academic activity, the following documents must be submitted for the participant to receive financial support:
a) A certificate of participation approved by the academic activity's organizing committee (the certificate must indicate that participation was on behalf of Fenerbahçe University),
b) The relevant portion of the passenger ticket issued in the participant's name,
c) For international travel, a copy of the passport pages bearing the immigration entry and exit stamps, or a copy of an equivalent travel document, 
      d) Invoices or equivalent supporting documents for eligible expenses (including conference registration fees, accommodation, and travel expenses), 
e) The full text of the paper, the full text relating to the artistic work or activity, or the complete catalog entry (if this requirement is not fulfilled within two months after the conclusion of the academic activity, the participant is not eligible to receive financial support).
 



Long-Term International Assignments on Unpaid Academic Leave
ARTICLE 8- (1) A faculty member assigned abroad on unpaid academic leave for a long-term period of more than three months and up to one year is considered to be on unpaid leave and is not entitled to a salary or any financial support.
(2) Lecturers may apply for long-term international assignments on unpaid academic leave under national and/or international projects (e.g., TÜBİTAK, SAN-TEZ, EU projects) and/or scholarship programs. In such cases, a lecturer may be assigned abroad on unpaid academic leave for a period of up to one year in accordance with the provisions of this Directive. During such assignments, the lecturer is considered to be on unpaid leave and is not entitled to a salary or any financial support.
(3) Academic staff applying for a long-term assignment on unpaid academic leave must submit the following documents:
a) A report and work plan describing the scope, purpose, academic value, and expected contribution of the proposed assignment to the University,
b) An invitation or letter of acceptance from the host institution,
c) Information about the host institution and the scholar(s) with whom the applicant will conduct academic work,
d) A letter from the relevant Dean's Office, Department Chair, or Directorate confirming that the proposed assignment will not disrupt the applicant's academic responsibilities.
(4) Academic staff must submit their assignment requests to the Dean's Office, Department Chair, or Directorate of the unit to which they are assigned at least one month before the proposed start date. Applications submitted after this deadline are not processed except in cases of force majeure.
(5) Long-term international assignments on unpaid academic leave are made upon the recommendation of the Faculty Board or Vocational School Board, the approval of the University Executive Board, and the final approval of the Chair of the Board of Trustees.
(6) Upon returning from the assignment, the academic staff member must submit to the relevant Dean's Office, Department Chair, or Directorate all academic work, activities, publications, and similar outputs completed during the assignment period.
(7) In approving long-term assignments, the relevant administrative boards ensure that the University's educational activities are not disrupted.
(8) An academic staff member who has been assigned or granted leave may not leave their position at the University before formally acknowledging receipt of the final written approval of the assignment or leave. Otherwise, they will be deemed absent without authorization, and the necessary administrative action will be taken.

Long-Term International Assignments for Research Assistants
ARTICLE 9- (1) Research assistants employed by the University may apply for unpaid leave to conduct scientific research abroad in an area related to their doctoral dissertation. The maximum duration of an assignment under this provision is one year. This period may not be extended.
(2) The eligibility requirements for long-term international assignments on unpaid academic leave are as follows:
a) The applicant must have received an invitation from the institution where the research will be conducted.
b) The applicant must have been employed by the University on a full-time, continuous basis for at least one year.
c) The proposed research must be related to the applicant's doctoral dissertation.
d) The applicant must be enrolled in a doctoral program, have successfully passed the doctoral qualifying examination, and have had their dissertation proposal approved by the relevant Graduate School.
e) No more than three years may have elapsed between the applicant's enrollment in the doctoral program and the beginning of the requested leave.
f) Applicants enrolled in a doctoral program at another higher education institution must provide documentation confirming that they have been granted leave by their institution for the period during which the research will be conducted.
(3) A research assistant applying for a long-term international assignment must submit the following documents:
a) A statement and work plan describing the scope, purpose, academic value of the proposed assignment, and its expected contribution to the applicant's doctoral dissertation research,
b) An invitation or letter of acceptance from the host institution,
c) Information about the host institution and the scholar(s) with whom the applicant will conduct academic work,
d) For applicants enrolled in a doctoral program at another higher education institution, a letter issued by the relevant Graduate School confirming that the applicant has been granted leave for the assignment period (the letter must also specify the date of enrollment in the doctoral program and confirm that the applicant has successfully passed the doctoral qualifying examination),
e) A letter issued by the relevant Graduate School confirming approval of the applicant's dissertation proposal,
f) A letter from the relevant Dean's Office, Department Chair, or Directorate confirming that the proposed assignment will not disrupt the applicant's academic responsibilities,
(4) Research assistants must submit their assignment requests to the Dean's Office, Department Chair, or Directorate of the unit to which they are assigned at least one month before the proposed start date. Applications submitted after this deadline are not processed except in cases of force majeure.
(5)  Long-term international assignments on unpaid academic leave are made upon the recommendation of the Faculty Board or School Board, the approval of the University Administrative Board, and the final approval of the Chair of the Board of Trustees.
(6) A research assistant may be granted a long-term international assignment on unpaid leave only once during their doctoral studies.
(7) The maximum leave period is one year. A research assistant who was initially granted leave for a shorter period may apply for an extension, provided that the total leave period does not exceed one year. Any extension requires the recommendation of the Faculty Board or Vocational School Board, the approval of the University Administrative Board, and the final approval of the Chair of the Board of Trustees.
(8) Upon returning from the assignment, the research assistant must submit a report to the relevant Dean's Office, Department Chair, or Directorate covering all academic work, activities, publications, and similar outputs completed during the assignment period.




PART THREE
Final Provisions

Transitional Provision
PROVISIONAL ARTICLE 1- (1) Paragraphs (13) and (14) of Article 5 of this Directive take effect at the beginning of the 2026-2027 academic year.
 
Effective Date
ARTICLE 10- (1) This directive takes effect on the date it is approval by the Board of Trustees.

Implementation
ARTICLE 11- (1) The provisions of this directive are implemented by the Rector.
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