PAMUKKALE UNIVERSITY
LEGAL COUNCEL WORKFLOW PROCESSES
1. Preparation of Legal Opinions
· Correspondence and annexes containing requests for legal opinions are examined; the subject matter is audited for any missing information or documentation. 
· If deficiencies are identified, the relevant unit is requested to submit the required information and documents. 
· Upon determining that no deficiencies exist or after they are rectified, the relevant legislation is scanned, taking into account the hierarchy of norms. 
· Research is conducted to identify potential judicial precedents, as well as prior opinions issued by the Legal Councel or other authorized external authorities on the same subject. 
· A reasoned legal opinion is formulated by evaluating the relevant legislative provisions, judicial precedents, and prior opinions collectively. 
· After the signature and control stages are completed, the document is recorded and dispatched to the relevant unit. 
2. Participation in Meetings Requiring a Legal Representative
· Following notification regarding the meeting’s subject/agenda and date, current information and the legal aspects of the matter are researched. 
· Relevant provisions of current legislation, similar regulations from other universities, and potential judicial precedents are examined. 
· Attendance at the meeting is ensured. 
3. Responding to Lawsuits/Execution Proceedings Filed Against the University and Case Tracking
· For Lawsuits: After the referral and registry of lawsuit documents, the relevant unit is requested to send information and documents forming the basis for defense and response, considering legal deadlines. 
· A file is created for the new lawsuit, including the defense documents; legislation and judicial precedents are researched. 
· A response and defense are formulated by evaluating the legislative provisions, precedents, and documents from the relevant unit, and submitted to the court after final controls. 
· Hearings are followed by relevant attorneys, and necessary responses or objections are filed against the counterparty's responses or expert reports. 
· Upon a court decision, the relevant units are notified in writing; if necessary, objections are filed and appealed to higher courts within legal timeframes. 
· For Execution Proceedings: It is audited whether the proceeding was initiated in accordance with procedural rules. 
· Documents are forwarded to the relevant unit to determine the existence of the actual debt. 
· Legal action is taken against proceedings found to be unlawful; if no discrepancy exists, the spending unit is instructed to make the payment within the legal period. 
4. Initiation of Lawsuits and Proceedings by the University and Case Tracking
· Requests from relevant units or the Rector for initiating lawsuits or execution proceedings are examined; missing documents are requested. 
· Case files are created, and legislation/precedents are scanned to determine the appropriate legal path. 
· Necessary documents are prepared, controlled, and submitted to the relevant authority. 
· Attorneys follow the hearings and file necessary objections to counter-responses or expert reports. 
· Relevant units are informed of the decision and subsequent appellate stages; execution processes and seizure (attachment) requests are managed. 
5. Preparation/Review of Legal Texts (Contracts, Notifications, etc.)
· Requests for preparing or reviewing legal texts are examined, and the underlying event is evaluated in terms of its emergence and consequences. 
· Current legislation and judicial precedents are researched. 
· After determining the primary objectives and evaluating similar prior texts, a suitable legal text or opinion is prepared and sent to the relevant unit. 
6. Providing Legal Assistance for "Code White" Notifications
· A file is created for healthcare personnel at the University Health Research and Application Center who request legal aid following violence experienced during duty. 
· The file is assigned to an attorney, who requests to join the Prosecutor’s office/Criminal Court proceedings as the victim’s representative. 
· Judicial processes, such as attending hearings and making statements, are conducted in coordination with the victim. 
· Following the decision, the Chief Physician's Office is notified for service to the personnel, and the victim's preference regarding an appeal is consulted and acted upon. 
7. Mediation Meetings
· Upon notification of a mediation application via phone, email, or post, a file is created. 
· The relevant Mediation Commission members are formally notified of the meeting date. 
· Necessary documents, calculation tables, and the unit’s stance on settlement are requested from the relevant department. 
· Commission members participate in the meetings, and minutes are signed (wet or e-signature) and filed. 
· Further necessary actions are carried out based on the outcome of the mediation.

