GAZİOSMANPAŞA UNIVERSITY
DEPARTMENT OF CONSTRUCTION AND TECHNICAL AFFAIRS
WORKSHOP DIRECTIVE
CHAPTER ONE
Purpose, Scope, Legal Basis, Definitions

PURPOSE

The purpose of this Directive is to determine the operation of the workshops affiliated with the Department of Construction and Technical Affairs.


SCOPE

This Directive covers the furniture and metal works workshops affiliated with the Department of Construction and Technical Affairs.

LEGAL BASIS
This Directive has been prepared pursuant to the provisions of the Decree-Law No. 124 on the Administrative Organization of Higher Education Institutions and Higher Education Bodies, which regulates the principles concerning the establishment and duties of administrative organizations established under Article 51 of Higher Education Law No. 2547, and on the basis of the provisions of this Decree-Law.

DEFINITIONS

University: A higher education institution with scientific autonomy and public legal personality that provides higher education, scientific research, publication and consultancy services and consists of faculties, institutes, schools, conservatories, vocational schools, research and application centers and similar units.

Directive: An official document consisting of orders, instructions and directives issued by higher authorities to lower authorities on the basis of certain principles for the conduct of a matter, prepared to clarify issues not addressed in regulations.

Movable Property Registration and Control Officer: Officials who receive movable property on behalf of the expenditure officer, protect it, deliver it to places of use, keep records in accordance with the principles and procedures specified in the Movable Property Regulation, prepare the related documents and schedules, and are accountable to the expenditure officer within the scope of their responsibility for these matters.

Tender Officer: In the implementation of Law No. 4734, the tender officer refers to the person or bodies of the administration having the authority and responsibility to conduct tenders and make expenditures, as well as officials to whom authority has been duly delegated.

Department of Construction and Technical Affairs: The administrative organization responsible for carrying out technical services related to all kinds of construction undertaken by universities, monitoring the status of construction works and evaluating physical progress.


The printed version of this document is considered an uncontrolled document. Please access the latest version from the website.
	Doküman No
	TOGÜ.YÖN.070
	İlk Yayın Tarihi
	09.02.2016
	Revizyon Tarihi
	
	Revizyon No
	



Head of Department: The highest-ranking manager and representative responsible for the direction and administration of the Department of Construction and Technical Affairs, and the expenditure and tender officer.

Branch Directorate: Units established within the Department of Construction and Technical Affairs for different work groups in terms of the work, procedures and duties they perform.

Branch Director: The manager responsible for the administration of branch directorates, appointed in writing within the Department of Construction and Technical Affairs, without requiring a staffing position, to provide services in accordance with this Directive.

Workshop: A production environment equipped with the necessary facilities for manufacturing, maintaining and repairing furniture such as work desks, computer desks, bookcases, drawer units, coffee tables, etc., for use by various units of our University.

Chief: A person appointed in writing from the relevant field within the Department of Construction and Technical Affairs, without requiring a staffing position, to carry out the duties specified in the relevant legislation of the chief offices established within the Department, in accordance with this Directive.

Technician (Associate Degree): An intermediate-level professional who has received education at two-year vocational schools affiliated with universities and provides coordination between engineers and technicians.

Technician: A person who has graduated from vocational and technical secondary education programs, has been appointed in accordance with the relevant legislation, and works actively in the training, production and service environments of the institution's workshops and laboratories.

CHAPTER TWO

Duties
A- Workshop Units
1- 1- Furniture Workshop
a- a- Production Unit
b- b- Maintenance and Repair Unit
2- Metal Works Workshop
B- Operations and Repair Unit

1- 1- Mechanical Group
2- 2- Electrical Group

A- WORKSHOP UNITS
Each workshop provided with standard workshop equipment constitutes one (1) workshop unit.
Furniture and decoration is a field of application that combines art and technique, making spaces functional and useful and, through its aesthetic value, turning the spaces in which we live or work into warm, pleasant and colorful environments.
A furniture manufacturer is a professional who designs, draws and dimensions working drawings either from ready-made designs or orders, organizes the work, takes occupational safety measures, selects materials, prepares templates, molds and samples, processes wood and wood products on machines to produce fixed and movable furniture, and inspects the furniture.
In the furniture workshop, materials such as paint, varnish, glass, plastic, steel and metal are also used together with wood and wood products.

For furniture production, the workshops employ:


1- 1- Technical personnel who know and can apply manufacturing processes for furniture production and who can establish the manufacturing process,

2- 2- Technical personnel who can use the machines, equipment and hand tools required for manufacturing,

3- 3- Technical personnel who can read and follow technical drawings and use measuring and inspection instruments,

4- 4- Technical personnel who have knowledge of machine components and materials, are familiar with compressed-air systems, and can use computer-aided drawing, design, manufacturing and software systems,

5- 5- Technical personnel who can operate CNC machines,

6- 6- Technical personnel who apply occupational health and safety rules in working life and can conduct risk analyses in the workplace for occupational safety,

7- 7- Technical personnel who know and apply professional ethical rules, follow and research innovations related to their profession, and
adapt these innovations to working life and possess the necessary knowledge and skills are employed.

DUTIES OF THE WORKSHOP UNITS

1- 1- Evaluates furniture requests received from the Rectorate and affiliated units of our University and determines the type and quantity of furniture and wood products to be produced in the workshop,
2- Prepares and dimensions the manufacturing drawings of the furniture and wood products to be produced,
2- 3- Prepares a work plan for the manufacturing activities to be carried out in the workshop,
3- 4- Prepares the list of materials required for manufacturing the furniture and wood products to be produced
4- and ensures their procurement,
çıkarır ve temin edilmesini sağlar,
5- 5- Cooperates with the Administrative and Financial Affairs Department and the Department of Construction and Technical Affairs to provide the tools, equipment, workbenches and machines needed in the workshops, carries out or arranges their maintenance and repairs, and keeps them ready for service,
6- 6- Carries out storage and delivery operations,
7- 7- Takes measures concerning occupational safety and worker health,

8- 8- Keeps prohibitory and warning signs and notices in the workshop for occupational safety and ensures compliance with them,
uyulmasını sağlar,
9- 9- Ensures that the operating sequence and instructions for use are followed when using tools and equipment,
10- 10- Trains personnel in the maintenance, repair and use of machinery and equipment,
11- 11- Ensures the effective and efficient use of tools, equipment and outfitting materials required by developing technologies,
12- 12- Ensures that production in the workshop and wood-related repair processes in the units of our University are carried out as an integrated whole without disrupting production,
13- 13- Ensures that the workshops are kept orderly, organized and clean,
14- 14- Records the inputs and outputs of the materials procured for production in the workshop, the manufacturing completed and the manufacturing remaining in the Manufacturing Log. (Annex-1)
15- 15- Performs other duties assigned by the Head of Department and the unit manager.

1- 1- FURNITURE WORKSHOP
Duties;
Production Unit
1- 1- Manufactures wood-based furniture such as office desks, cabinets, drawer units, bookcases, etc., needed by our University
and carries out production,
2- 2- Prepares templates, molds and samples according to the manufacturing drawings of the furniture and wood products to be produced and informs the requesting unit of the material list required for the relevant manufacturing work.
3- 3- Cuts particleboard, MDF, backing boards and similar materials to be used in production,
4- 4- Prepares and presses the veneer,
5- 5- Processes workpieces and carries out their assembly,
6- 6- Performs quality control of manufactured wood products,
7- 7- Carries out storage and delivery operations,
8- 8- Carries out or arranges the maintenance and repair of the tools, workbenches and machines available in the workshops and keeps them ready for production,
9- 9- Records the inputs and outputs of the materials procured for production in the workshop, the manufacturing completed and the manufacturing remaining in the Manufacturing Log. (Annex-1)

Maintenance and Repair Unit

1- 1- Carries out repair work related to carpentry for units affiliated with the Rectorate,
3- 3- Carries out or arranges the maintenance and repair of wooden materials such as tables, desks, cabinets and shelves,
4- 4- Carries out or arranges the installation of glass in doors, windows and cabinets,
5- 5- Provides support services, in coordination with other departments and units affiliated with the Rectorate, for setting up platforms and stands and for preparations for spring festivals and graduation ceremonies,

2- 2- METAL WORKS WORKSHOP
Duties;

1- 1- Carries out or arranges manufacturing of metal components for furniture such as office desks, drawer units, bookcases, etc. needed by our University,
2- 2- Carries out or arranges repair work related to metal works for units affiliated with the University,
3- 3- Prepares the list of materials needed by the workshop,
4- 4- Records the inputs and outputs of the materials procured for production in the workshop, the manufacturing completed and the manufacturing remaining in the Manufacturing Log. (Annex-1)
5- 5- Manufactures or arranges the manufacture of iron doors, windows, railings, wrought ironwork and similar items, and, where necessary,
ensures their maintenance and repair,
6- 6- Manufactures or arranges the manufacture of all kinds of iron and iron-based products and carries out or arranges their maintenance and repair,
7- 7- Provides support services, in coordination with other departments and units affiliated with the Rectorate, for setting up platforms and stands
and for preparations for spring festivals,
8- 8- Carries out or arranges the repair and maintenance of doors, windows and railings with aluminum or metal components,
9- 9- Maintains and cleans the workshop,
10- 10- Ensures that personnel comply with the provisions of Law No. 6331, the “Occupational Health and Safety Law,” while performing their work,
uygular/uygulatır,
11- 11- Performs duties assigned by the Head of Department and the unit manager.







CHAPTER THREE

Principles and Procedures to Be Followed

A- PRINCIPLES AND PROCEDURES TO BE FOLLOWED IN MATERIAL PROCUREMENT

1- 1- The type and quantities of finished, semi-finished and raw materials and supplies to be used in production or in maintenance and repair work in the Workshop Units are determined by taking into account request letters received from the Rectorate and affiliated units, the quantities produced in the workshop in previous years, and stocks of materials not yet put into production,
2- 2- If the finished, semi-finished and raw materials and supplies to be used in production or maintenance and repair work are available in stock, they are prepared for manufacturing.
3- 3- To enable the purchase of materials that are not available in stock, technical specifications containing the technical characteristics of the materials are prepared, and the required quantities are determined and listed,
4- 4- The prepared material list and technical specifications are sent to the relevant unit requesting the materials so that the procurement can be carried out. The relevant unit purchases the materials from the market through tender or direct procurement in accordance with the provisions of Public Procurement Law No. 4734,
5- 5- Following the inspection and acceptance procedures for purchased goods and materials, movable property registration procedures are carried out and the materials are delivered to the workshop unit.

B- PRINCIPLES AND PROCEDURES TO BE FOLLOWED IN THE DISTRIBUTION OF MANUFACTURED FINISHED GOODS AND MATERIALS

1- 1- Goods and materials processed and converted into finished products in the workshops are stacked in a suitable place in the workshop or in the material warehouse for distribution,
2- 2- Movable property registration and control
procedures for goods and materials processed and converted into finished products in the workshops are carried out by the relevant unit,
3- 3- In accordance with the requests previously submitted to the Department of Construction and Technical Affairs, a distribution list of finished goods and materials is prepared, and the relevant units are contacted and requested to collect the finished goods and materials,
4- 4- The Movable Property Registration and Control Officer of the relevant unit that will receive the finished goods and materials prepares and signs the necessary documents together with the Movable Property Registration and Control Officer of the Department of Construction and Technical Affairs and receives the finished products,
5- 5- The delivered materials are removed from the material stock records of the Department of Construction and Technical Affairs,
6- 6- The finished materials are loaded onto the transport vehicle to be provided by the relevant unit and transported
accordingly.

C- PRINCIPLES AND PROCEDURES TO BE FOLLOWED IN STOCK MONITORING

1- 1- Finished, semi-finished and raw materials and supplies to be used in production or maintenance and repair work, as well as finished materials produced in the workshops, are stacked on appropriate shelves in the material warehouse according to type, in a manner that prevents damage and allows easy access when needed,
2- 2- Remaining materials and materials currently in stock are recorded in the Manufacturing Log. (Annex-1)
3- 3- Materials available in stock are periodically counted at the end of the year, and, when requested by the Head of Department and inspection units, the counts are compared with the records,
4- 4- The daily or weekly quantities needed of finished, semi-finished and raw materials and supplies to be used in workshop production or maintenance and repair work are withdrawn from the warehouse using a material request form and stored in the workshop,
5- 5- Stocks are reviewed at regular intervals, a list of items approaching depletion is prepared, and the required items are requested in an official letter from the Department of Construction and Technical Affairs and the Administrative and Financial Affairs Department so that procurement can be made and production can continue without interruption.

ENTRY INTO FORCE

This Directive shall enter into force following its adoption by the Senate of Gaziosmanpaşa University.


IMPLEMENTATION

This Directive shall be implemented by the Head of Department on behalf of the Senior Manager.


	Senate Decision Approving the Directive

	Date
	Session No.

	09.02.2016
	02




