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	Meeting  Type
	General Meeting

	Date 
	May 6, 2026

	Venue
	Süleyman Demirel University School of Foreign Languages Room A201 
	Time
	13:30 p.m.         

	
Attendees
	All Prep School Instructors 
	Missing  Attendees
	None 

	
Moderator
	Director Z…….Y…….               & 
Vice Director K……… K…………..
	Next Meeting
	

	Agenda

	· End of the Spring Term tasks:  Submission of the Attendance sheets, Entrance of the Opinion and Homework Assignment grades in the OBS (Student Information System)   
· Some reminders for the Prep School system

	Decisions/ action
steps
	Meeting Minutes was held with wishes and requests. The decisions taken at the meeting are as follows:
1. Opinion Grades and Homework Assignment Grades sheets will be submitted and sent within an Excel file via e-mail to the Supervisors on May 18-19, 2026.                
2. Supervisors will enter the Opinion Grades and Homework Assignment Grades into the OBS (Student Information System) on May 20, 2026. The supervisors will inform the Vice Director about the entrance of the grades into the system.          
3. The deadline for taking attendance in Prep Classes is May 15, 2026. The total number of attendance will be sent within an Excel file via e-mail to the Supervisor soon after this due date and attendance sheets will be submitted to the supervisors. Supervisors will enter the total Attendance for their classes into the OBS (Student Information System) on May 20, 2026. The absent students will submit their petitions on May 21, 2026.   
· Attendance hours for C Classes are 150 and for A and B Classes are 160. 
4. It is reminded that the instructors should be cautious about the entrance of grades into the OBS (Student Information System) and the deadlines.  
5. [bookmark: _GoBack]The Opinion grades should be given objectively.                     

	Questions 

	· 

	AOB (Any other business)
	· 

	Minute Taker
	
Instructor E……A…….K…….. 
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