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TURKCE

TURIZM FAKULTESI

Ogretim Uyeleri ve DSU Ogretim Elemanlari icin Ders ve Sinav Arsivi
Hazirlama Rehberi

Her akademik donem sonunda, Turizm Fakultesi blnyesinde yirtttlen derslere iliskin ders ve 6lgme-
degerlendirme belgeleri Arsiv Komisyonuna teslim edilerek arsivienmektedir. Bu uygulamanin amaci;
derslerin yuritilme, 6lgme ve degerlendirme slreglerinin diizenli bicimde kayit altina alinmasi ve
gerektiginde izlenebilirliginin saglanmasidir.

Arsiv dosyalarinin hazirlanmasinda Sinav Arsivi Kontrol Listesi (ektedir) esas alinmalidir. Kontrol listesi;
arsiv zarfinin Gzerinde bulunmasi gereken bilgileri ve zarf icerisinde yer almasi gereken temel belgeleri
gOstermektedir. Yiiz ylize gerceklestirilen sinavlarda ayrica Sinav Tutanagi (ektedir) kullaniimahdir.

Temel ilke: Dosyaya daha sonra bakan bir kisi, dersin nasil yurattldigind, égrencilerin hangi
yontemlerle degerlendirildigini ve verilen notlarin hangi kanitlara dayandigini dosya tizerinden acgikca
anlayabilmelidir.

1. Her Ders icin Ayri Arsiv Dosyasi Hazirlanmasi

Donem sonunda verilen her ders igin ayri bir arsiv dosyasi hazirlanmalidir. Ders kapsaminda
gerceklestirilen ara sinav, final, quiz, 6dev, proje, sunum, mazeret sinavi veya benzeri 6lgcme-
degerlendirme uygulamalarina iliskin belgeler ilgili ders dosyasinda eksiksiz olarak yer almalidir.

2. Arsiv Zarfinin Uzerinde Bulunmasi Gereken Bilgiler

Sinav Arsivi Kontrol Listesine (ektedir) gore arsiv zarfinin Gizerinde asagidaki bilgiler bulunmalidir:

* Fakilte

* BolUm

» Ogretim yili

* D6nem / yariyil

* Dersin kodu ve adi

« Dersin 6gretim elemani

« Sinavin veya degerlendirme faaliyetinin adi (vize, final, quiz, 6dev, proje, mazeret vb.)
* Sinav / degerlendirme tarihi

* Sinav salonu

« Sinava katilan 6grenci sayisi

« Ogrenci bazinda sinav kagidi sayisi
* Sinav gdzetmeni ve imzasi

« Dersin 6gretim elemani ve imzasi

Gozetmen bulunmayan sinavlarda gézetmene ayrilan bélim de dersin 6gretim elemani tarafindan
imzalanmalidir.

3. Arsiv Dosyasinin icinde Bulunmasi Gereken Temel Belgeler

Kullanilan 6lgme-degerlendirme yontemine gore ilgili kanitlar dosyaya eklenmelidir. Sinav Arsivi Kontrol
Listesi (ektedir) kapsaminda temel olarak asagidaki belgeler beklenmektedir:

* Sinav soru kagidi ve cevap anahtari

 Sinav yoklama listesi

« Ogrencilerin cevap kagitlari
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« Ders icerigi / syllabus

» Ogrencilerin harf notlarini gosteren liste

» D6nem boyunca haftalik alinan yoklama listeleri
Ders icerigi / syllabus ara sinav ve final zarflarina ayri ayri eklenebilir veya yalnizca final zarfina
konulabilir. Harf notu listesi final zarfina eklenmeli, sistemden alinmali ve dersin 6gretim elemani
tarafindan imzalanmalidir. D6nem boyunca alinan haftalik yoklamalar ise seffaf dosya icinde final
zarfina eklenmelidir.

4. Yiz Yiize Gercgeklestirilen Sinavlar

Yiz yuze gerceklestirilen sinavlarda Sinav Tutanagi (ektedir) eksiksiz olarak doldurulmaldir. Formda
sinav turd, fakulte/ylksekokul, bélim/program, dersin kodu ve adi, egitim-6gretim yili ve yariyil, sinav
salonu, sinav tarihi, kayith 6grenci sayisi, sinava giren ve girmeyen 6grenci sayllari ile gézetmen raporu
yer almaktadir.

Sinava katilim, 6grenci imzalariyla belge altina alinmali ve ilgili gézetmenler tarafindan paraflanmalidir.
Sinav sonunda 6gretim elemaninin teslim aldi§i sinav k&gidi sayisi da tutanak izerinde belirtiimelidir.
Gerekli tim imzalar tamamlanmadan dosya teslim edilmemelidir.

5. Ders veya Olgcme-Degerlendirme Siireci Cevrim ici Yiiriitaldiyse

Dersin tamaminin veya bir bélimintn ¢evrim ici yuritiilmesi ya da sinav/quiz gibi 6lcme-degerlendirme
faaliyetlerinin ¢gevrim ici gergeklestiriimesi durumunda, fiziksel belgelerin yaninda veya bunlarin yerine
sureci kanitlayan dijital kayitlar arsive sunulmaldir.

» Cevrim ici ders velveya sinav kayitlar

« Ogrenci katihmini gosteren kayitlar veya sistem ciktilari

* LMS, Teams, Zoom veya kullanilan diger sistemlere ait ilgili kayitlar / ¢iktilar

 Ders kapsaminda kullanilan dijital materyaller

 Cevrim ici sinav, quiz veya benzeri degerlendirmelere iliskin soru, cevap ve sonug kayitlari

Dijital materyaller Gniversitemizin 6gretim elemanlari tarafindan erisilebilir L klasoériine ytklenerek (L:
\College of Tourism\Turizm Fakdiltesi Sinav Arsivi\2026-2027) teslim edilmelidir. Kadrolu ya da DSU'lu
hocalarimizdan Universitenin L klasdriine erisim sikintisi yasanmasi durumunda ise dersin hocasi
tarafindan olusturulan bir Drive klasori Arsiv Komisyonuna sunulmalidir. Drive Gzerinden paylasim
yapiimasi halinde baglantinin erisilebilir oldugundan ve dosyalarin arsivieme suiresi boyunca erisilebilir
kalacagindan emin olunmahdir.

6. Sinav Yerine Odev, Proje, Sunum veya Benzeri Bir
Degerlendirme Yapildiysa

Klasik yazili sinav yerine 6dev, proje, rapor, sunum, vaka analizi veya benzeri bir 6lgme-degerlendirme
yontemi kullaniimissa yalnizca égrencilerin aldigi notlarin sunulmasi yeterli degildir. Degerlendirme
surecinin nasil ydratuldugini gosterecek kanitlar da dosyada bulunmalidir.

+ Ogrencilere verilen 6dev / proje / sunum yénergesi veya degerlendirme sorusu / brief

 Degerlendirme kriterleri, puanlama anahtari veya rubric

« Ogrenciler tarafindan teslim edilen galismalarin basili veya dijital kopyalari

« Ogrencilerin aldiklari puanlari / notlari gésteren kayitlar

Ozellikle: Ogrenciye ne verildigi, 6grencinin ne teslim ettigi ve calismanin hangi olciitlere gore
degerlendirildigi arsiv kayitlarindan acik bicimde anlasiimalidir.

7. Birden Fazla Olgme-Degerlendirme Yoéntemi Kullanildiysa
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Ders igerisinde sinav, quiz, 6dev, proje, sunum, uygulama, performans degerlendirmesi veya ¢evrim ici
etkinlikler birlikte kullanilmissa her bir degerlendirme tiriine iliskin kanitlar ayni ders arsivinde duizenli
bicimde bulunmalidir.

Mumkun oldugunca her degerlendirme faaliyeti icin su U¢ unsur birlikte arsivienmelidir:

«» Ogrenciye verilen gorev / soru / yonerge
« Ogrencinin yapti§i calisma / verdigi cevap
» Degerlendirme olcitl ve verilen puan / not

8. Teslim Oncesi Son Kontrol

Arsiv dosyanizi teslim etmeden 6nce asagidaki kontroll yapiniz:

d

Her ders icin ayri arsiv dosyas! hazirlandi mi?

Ders ve 6gretim elemani bilgileri eksiksiz mi?

Ara sinav / vize belgeleri mevcut mu?

Final sinavi belgeleri mevcut mu?

Varsa quiz, 6dev, proje, sunum veya diger degerlendirmelere iliskin belgeler eklendi mi?
Soru kagitlar / yénergeler ve cevap anahtarlari / degerlendirme kriterleri mevcut mu?
Ogrenci cevap kagitlar veya 6grenci calismalari eksiksiz mi?

Sinav yoklama listeleri ve gerekli sinav tutanaklari mevcut mu?

Ders syllabusi dosyada mevcut mu?

Final harf notu listesi sistemden alinmis ve imzalanmis mi?

DOnem boyunca alinan haftalik yoklamalar eklenmis mi?

Cevrim ici faaliyetler varsa dijital kayitlar eklenmis mi?

Dijital dosyalar i¢in flash bellek veya erigilebilir Drive klaséri hazir mi?

Gerekli tim 6gretim elemani / gézetmen imzalari tamamlanmis mi?

TF-FR-0011 Sinav Arsivi Kontrol Listesi kontrol edilip imzalandi mi1?

Oo0Oooooooooooaoad

Arsiv Komisyonu

Baskan: Dr. Ogr. Uyesi Reyhan Oziyci
Uye: Ars. Gor. Batuhan Giirs
Uye: Ars. Gor. Cansu Ece Oner Aybek

Hatirlatma: Arsivde amac yalnizca belge toplamak degil; dersin yiritilme ve dlcme-degerlendirme
surecinin gerektiginde dosya lzerinden izlenebilmesini saglamaktir.
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ENGLISH

SCHOOL OF TOURISM

Course and Examination Archive Preparation Guide for Faculty
Members and Part-Time Instructors (DSU)

At the end of each academic term, course delivery and assessment documents for courses offered
within the School of Tourism are submitted to the Archive Committee and archived. The purpose of this
process is to ensure that course delivery, assessment, and grading processes are documented
systematically and can be traced when necessary.

The Examination Archive Checklist (attached) should be used as the primary reference when preparing
archive files. The checklist specifies the information that must appear on the archive envelope and the
core documents that must be included inside. For face-to-face examinations, the Examination Report
Form (attached) should also be completed.

Core principle: A person reviewing the file at a later date should be able to understand clearly how
the course was delivered, how students were assessed, and what evidence supports the grades
awarded.

1. Prepare a Separate Archive File for Each Course

A separate archive file must be prepared for each course at the end of the term. Documentation relating
to all assessment activities used in the course - including midterm examinations, final examinations,
quizzes, assignments, projects, presentations, make-up examinations, or similar assessment activities -
should be included in the relevant course archive file.

2. Information Required on the Archive Envelope

According to the Examination Archive Checklist (attached), the following information should appear on
the archive envelope:

 School / Faculty

* Department

» Academic year

» Term / semester

* Course code and course title

* Course instructor

* Name/type of the examination or assessment activity (midterm, final, quiz, assignment, project, make-up,
etc.)

« Date of the examination / assessment

» Examination room

* Number of students who attended the examination
« Number of examination papers on a student basis
« Examination supervisor and signature

 Course instructor and signature

If there is no separate examination supervisor, the section reserved for the supervisor should also be
signed by the course instructor.

3. Core Documents to Be Included in the Archive File

The file should contain evidence appropriate to the assessment methods used. Under the Examination

Archive Checklist (attached), the following core documents are expected:
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« Examination question paper and answer key

» Examination attendance list

* Students’ answer papers

» Course content / syllabus

* List showing students’ final letter grades

» Weekly attendance records collected throughout the term
The course content / syllabus may be placed separately in both the midterm and final envelopes, or it
may be included only in the final envelope. The final letter-grade list should be included in the final

envelope, obtained from the system, and signed by the course instructor. Weekly attendance records
collected throughout the term should be placed in a transparent file and included in the final envelope.

4. Face-to-Face Examinations

For face-to-face examinations, the Examination Report Form (attached) must be completed in full. The
form includes the examination type, faculty/school, department/program, course code and title,
academic year and semester, examination room, examination date, number of registered students,
numbers of students who attended and did not attend, and the examination supervisor’s report.

Student participation should be documented with student signatures and initialled by the relevant
examination supervisors. At the end of the examination, the number of examination papers received by
the course instructor should also be stated on the form. The archive file should not be submitted until all
required signatures have been completed.

5. If the Course or Assessment Process Was Conducted Online

If all or part of the course was delivered online, or if an examination, quiz, or other assessment activity
was conducted online, digital records that demonstrate the process should be submitted in addition to,
or where appropriate instead of, physical records.

 Online course and/or examination recordings

» Records or system outputs showing student participation

 Relevant records / exports from the LMS, Teams, Zoom, or any other platform used

« Digital teaching materials used in the course

* Question, response, and result records relating to online examinations, quizzes, or similar assessments

Digital materials must be submitted by uploading them to the University's L folder accessible to teaching
staff (L:\College of Tourism\Turizm Fakultesi Sinav Arsivi\2026-2027). If our full-time faculty members
or part-time instructors (DSU) experience difficulty accessing the University's L folder, a Drive folder
created by the course instructor should be shared with the Archive Committee. If a Drive folder is used,
please ensure that the link is accessible and that the files remain accessible throughout the archive
period.

6. If an Assignment, Project, Presentation, or Similar Activity
Replaced an Examination

If a traditional written examination was replaced by an assignment, project, report, presentation, case
analysis, or similar assessment method, providing only the grades awarded to students is not sufficient.
The archive file must also contain evidence showing how the assessment process was conducted.

» Assignment / project / presentation instructions, assessment question, or assessment brief given to
students

» Assessment criteria, scoring guide, or rubric

* Printed or digital copies of the work submitted by students

» Records showing the scores / grades awarded to students

In particular: The archive record should make it clear what students were asked to do, what they
submitted, and the criteria used to evaluate their work.
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7. If Multiple Assessment Methods Were Used

If examinations, quizzes, assignments, projects, presentations, practical activities, performance
assessments, or online activities were used together in the same course, evidence for each
assessment method should be organised systematically within the same course archive.

As far as possible, the following three elements should be archived together for each assessment
activity:

* The task / question / instructions given to the student

» The work submitted or answer provided by the student

» The assessment criteria and the score / grade awarded

8. Final Check Before Submission

Before submitting your archive file, please complete the following check:

O Has a separate archive file been prepared for each course?
O Are the course and instructor details complete?

O Are the midterm examination documents included?

O Are the final examination documents included?

O If applicable, are documents relating to quizzes, assignments, projects, presentations, or other
assessment activities included?

Are question papers / instructions and answer keys / assessment criteria included?
Are students’ answer papers or submitted works complete?

Are examination attendance lists and required examination report forms included?
Is the course syllabus included in the file?

Has the final letter-grade list been obtained from the system and signed?

Are weekly attendance records for the term included?

If online activities were used, have the relevant digital records been included?

For digital files, is a USB flash drive or accessible Drive folder ready?

Have all required instructor / examination supervisor signatures been completed?
Has the TF-FR-0011 Examination Archive Checklist been checked and signed?

Oo0o0o0oooogoaogao

Archive Committee

Chair: Asst. Prof. Reyhan Oziyci
Member: Ress. Asst.Batuhan Girs Member:
Ress. Asst. Cansu Ece Oner Aybek

Reminder: The purpose of archiving is not merely to collect documents; it is to ensure that the
course delivery and assessment process can be traced and understood from the archive file
whenever necessary.
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ANTALYA BILIiM UNIVERSITESI
TURIZM FAKULTESI
SINAV ARSIVi KONTROL LiSTESI

a) Zarf iizerinde belirtilmesi gereken bilgiler:
Fakiiltesi
Bolimii
Ogretim Y1l
Doénemi — Yariyilt
Dersin Kodu ve Adi
Dersin Ogretim Eleman:
Sinavin Ad1 (vize — final- quiz — 6dev — proje- mazeret)
Sinavin Tarihi
Sinavin Salonu
Sinava Katilan Ogrenci Sayisi
Ogrenci Bazinda Sinav Kagid1 Sayisi
Sinav Gozetmeni ve imzasi

Gozetmen yoksa bu boliimii de 6gretim elemani imzalamalidir

Dersin Ogretim Elemani ve Imzasi

b) Zarfin icinde olmasi gerekenler
Sinav soru ve cevap kagidi
Sinav Yoklama listesi
Ogrencilerin cevap kagitlari
Ders igerigi — syllabus /

Vize-final zarflarina ayr1 ayr1 da eklenebilir veya sadece final zarfina eklenmeli

Ogrencinin harf notlarinin listesi
Final Zarfina eklenmeli, sistemden ¢ekilmeli, dersin 6gretim elemani tarafindan imzali olmali

Donem boyunca haftalik aldiginiz yoklamalarin listesi
Seffaf dosya i¢inde Final zarfina eklenmelidir

Yukarida listelenen maddeler tarafimca kontrol edilmis ve sinav zarfi eksiksiz olarak Arsiv
Komisyonu’na teslim edilmistir.

Dersin Ogretim Elemant:
Imzast:

Form No: TF-FR-0011 Yayin Tarihi:01.03.2022 Deg.No:1 Deg. Tarihi03.01.2025
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SINAV TUTANAGI
0 Ara Sinav [0 Final [0 Mazeret (Ara Sinav)
Smav Tiirii
[0 Mazeret (Final) [0 Tek Ders 00 2547/44-(c) Ek Smav
Fakiilte/Yiiksekokul
Boliim/Program
Dersin Kodu ve Ad1

Egitim — Ogretim Yili / Yariyih

Sinav Salonu

Sinav Tarihi

Siav Ogrenci Sayist

Sinava Giren Ogrenci Sayist

Smava Girmeyen Ogrenci Sayist

Gozetmen Raporu
[0 Sinavda herhangi bir sorun yaganmamustir.

[0 Sinavda, 2547 sayili Yiiksekogretim Kanununun 54. maddesi uyarinca, Ogrencilerin olasi disiplin siireglerine konu
olabilecek asagida belirtilen sorunlar ile karsilasilmistir.

UBS iizerinden alinan “Ders Ogrenci Listesi” ile dgrenci sinav katilimlar1 dgrenci imzalartyla belge altina alinmis, smav

gbozetmenlerince paraflanmistir. ...... /.. /.. tarihinde tarafimizca yaptlan ...
dersi sinavina ......... adet 6grenci katilmustir.
Sinav Gozetmeni Sinav Go6zetmeni
...... / ....../ ...... tarihinde tarafimdan yapilan ..................................oeeveeeenne... ... dersi siavina ......... adet sinav

kagid1 tarafimea teslim alinmuistir.

Form No: UY-FR-1117 Yaywn Tarihi:11.12.2025 Deg. No:0 Deg. Tarihi:



