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FENERBAHÇE UNIVERSITY FACULTY OF COMMUNICATION MEDIA CENTER EQUIPMENT AND POST-PRODUCTION SUPPORT PROCEDURES AND PRINCIPLES

PART ONE
Purpose, Scope, and Definitions
Purpose
ARTICLE 1- (1) The purpose of these application principles is to regulate the use of studios and equipment by the academic and administrative staff, as well as students, at Fenerbahçe University.
Scope
ARTICLE 2- (1) These application principles apply to the personnel and students among the academic and administrative staff at Fenerbahçe University.
Definitions
ARTICLE 3- (1) The terms used in these procedures and principles are defined as follows:
a) Supervisor: The instructor responsible for producing visual and/or audio projects,
b) Dean: The Dean of the Fenerbahçe University Faculty of Communication,
c) Personal Projects: Projects that involve the creation of fiction and documentary films, television and radio programs, and digital media content for participation in film festivals and competitions,
d) Coordinator: The Coordinator of the Media Center,
e) Center: Fenerbahçe University Faculty of Communication Media Center,
f) Graduation Projects: Projects prepared by students as part of their graduation requirements,
g) Homework Project: Projects assigned to students as in-class activities within the scope of department courses.
h) Rector: Fenerbahçe University Rector,
i) University: Fenerbahçe University.
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PART TWO
Equipment Borrowing and Terms of Use for Providing Equipment Support
ARTICLE 4- (1) The Media Center provides equipment support for Homework Projects, Personal Projects, and Graduation Projects.
ARTICLE 5- (1) The requested date is taken as the basis for equipment delivery, and priority is given to students in higher years over those in lower years.
Equipment Request, Purchase, and Delivery
ARTICLE 6– (1) Equipment purchase and delivery from the Media Center unit must be carried out between 09:00 and 17:00 on weekdays. Equipment delivery and purchase are not carried out on weekends.
(2) During the mid-semester and end-of-semester exam periods, the Media Center does not provide services due to increased workload and organizational requirements.
ARTICLE 7– (1) Project owners requesting equipment must complete the relevant forms in the “Forms” section of the Media Center on the Faculty of Communication’s website during the application process and submit them to the Media Center at least one week in advance. Printed forms must also be prepared for “Equipment Request” applications submitted to the Media Center through the FBU Portal.
(2) Those who apply for homework or personal projects may use the equipment for up to three days.
(3) For equipment needed for more than three days for Graduation Projects, the project supervisor must sign the Equipment Request Form with the phrase "Complies".
ARTICLE 8- (1) During the device delivery process, the user must verify that the devices and their accessories listed on the form are complete and in working condition.
Responsibility
ARTICLE 9– (1) The equipment is entrusted to the project owner upon delivery.
ARTICLE 10– (1) The project owner is responsible for any loss or damage to the equipment while entrusted to them.

PART THREE
Studio Terms of Use
Studio Request:
ARTICLE 11- (1) The studios that can be requested from the Media Center for use are three units: the Radio Studio, the Design Studio, and the Filming Studio.
(2) To use the studios, a request for the relevant studio must be submitted to the Media Center via the FBU Portal at least one week in advance.
(3) Studio use requires the approval of the responsible Coordinator.
Studio Usage and Handover
ARTICLE 12- (1) The user(s) and the responsible person must ensure that the equipment, software, and fixtures in the studio are complete and in working order both before and at the time of handover.
ARTICLE 13- (1) During the use of the studios, all equipment, software, and fixtures in the unit are entrusted to/under the responsibility of the user(s).
PART FOUR
Post-Production Support Terms
ARTICLE 14– (1) The visual/audio materials transferred to the Media Center computers must be collected by the project owner within three days. In the event that the materials are deleted/damaged due to a technical failure of the Media Center computers, the Media Center unit is not responsible.
(2) Before being transferred to the Media Center computers, productions in the editing stage must be backed up by the project owner.
ARTICLE 15– (1) Image and audio materials are not to be downloaded to the Media Center computers from the internet. Project owners must prepare all materials before beginning the editing process.
ARTICLE 16– (1) In all projects receiving equipment support, the Fenerbahçe University corporate logo and the statement, “This project has been prepared in Fenerbahçe University Media Center Studios”, must be included.
ARTICLE 17– (1) Project owners receiving equipment support are required to submit a copy of the final version of the relevant production to the Media Center.





PART FIVE
Miscellaneous and Final Provisions
Equipment and Fixtures
ARTICLE 10–(1) All tools, equipment, and fixtures purchased for the Center’s activities are allocated for its use.
Legal Responsibility
ARTICLE 19- (1) Project owners are personally and directly responsible for any violations arising from the content produced using the provided equipment, as well as all visual and/or audio content created in the Media Center studios.
(2) The Media Center cannot be held responsible for any changes made or added after the delivery of the final projects.
Disciplinary Responsibility
ARTICLE 20- (1) Project owners who fail to return the materials they have received by the specified date and time, causing disruptions in workflow, are required to compensate for any damages resulting from the delay and will not be allowed to request materials again during the subsequent period.
Situations for which no applicable provisions exist
ARTICLE 21 – (1) In cases not covered by these procedures and principles, the provisions of other relevant legislation and Senate decisions shall apply.
Effective Date
ARTICLE 22 – (1) These application principles take effect on the date of approval by the Dean's Office of the Faculty of Communication.
Implementation
ARTICLE 23 – (1) The provisions of these application principles are implemented by the Dean.
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