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I. TED ISTANBUL COLLEGE BOARDING SCHOOL REGULATION

AIM

This regulation hereby is intended to organize the daily lives of the boarding students at 
TED Istanbul College Foundation.

SCOPE

This regulation hereby includes the provisions concerning the organization of the disciplinary, 
administrative, study hall, weekly boarder permit, etc. procedures indicated in the rules and regulation 
manual for TED Istanbul College Foundation boarding students.

BASIS

This regulation hereby was created based on the Turkish Ministry of Education Secondary Schools 
Discipline and Awards Regulation and the Regulation on the School Boarding Houses Affiliated to the 
Turkish Ministry of Education.
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II.  BOARDING SCHOOL PROGRAM

7-day boarding school program
The students included in the seven-day boarding school program stay in the school for seven days.

5-day boarding school program
The students included in the five-day boarding school program stay in the school for five days. They 
leave from the school on Fridays after the classes are over. They come back to the school on Sundays 
until 21.00 p.m. or on Mondays before the school starts (07.45 a.m. at the latest). The students are not 
allowed to enter or leave from the boarding school after the stated hours. 

IMPORTANT: 
	 • The parents of the 5-day boarders to stay at an address different from their home at 
	 the weekend are to inform the school thereof via fax or e-mail. 

STAYING ON THE CAMPUS AT THE WEEKEND AND ON HOLIDAYS:   

The 5-day boarders may stay at the school at the weekends based on the following conditions:
	 • The parent of the student sends a letter of request (ANNEX 1) with signature in which 
	 s/he explains the reason why the student needs to stay at the school at the weekend to 
	 the Boarding School Supervisor via e-mail, fax or s/he delivers it by hand before Thursday, 
	 11.00 a.m. Then, the student may stay at the school at the weekend upon the written approval 
	 of the related Boarding School Supervisor and the Boarding School Vice-Principal.   
	 • If there is an event to take place on Friday, Saturday and on holidays and if a 5-day 
	 boarder would like to stay at the school, his/her parent must send a letter of permission 
	 with signature (via e-mail, fax or by hand) until Thursday prior to the event and the letter 
	 of permission must be approved by the Boarding School Vice-Principal. If it is approved, 
	 the student is allowed to stay at the boarding school for one night. In the event that the 
	 student attends more than one event, the Boarding School Supervisor and the 
	 Boarding School Vice-Principal may allow the student to accommodate at the boarding 
	 school throughout the weekend.  
	 • The 5-day boarders may accommodate at the boarding school for maximum 10 weekends 		
	 during a school year. The 5-day boarders who wish to stay at the boarding school at the weekends 	
	 to attend academic activities (like AP classes, etc.) may stay at the boarding school during the 		
	 weekends covering the academic activities upon the written notification by their parent 
	 (ANNEX 1) via fax, letter, e-mail or by hand.
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III.  BOARDING SCHOOL ADMINISTRATION
The Boarding School Administration reports to the High School Principal.

Duties and Responsibilities of the Boarding School Vice-Principal
1- The vice-principal is in charge of the general management and practices of the boarding school.  
2- The vice-principal ensures that the rules regulating the lives of the boarders in the dormitory are 		
     identified and followed.  
3- The vice-principal takes precautions to improve the academic performance of the boarders in         		
    cooperation with the boarding school supervisors.  
4- The vice-principal organizes all the boarding school events in cooperation with the boarding 
     school supervisor.  
5- The vice-principal works in cooperation with the High School Principal and exchanges opinions 
    with the principal about the issues concerning the boarding school life. 
6- The vice-principal seeks solutions to the problems of the boarders and identifies the requests 
    and suggestions at the Boarding School Student Union meetings held every 2 weeks. The minutes 
    of the meeting are kept in writing by the vice-principal. 
7- The vice-principal responds to and files the correspondence referred to him/her in a timely manner. 
8- The vice-principal informs the parents of the boarders about the issues concerning the boarding 
    school life. 
9- The vice-principal creates the duty schedules of the supervisors and tutors and s/he supervises 
    their work. 
10- The vice-principal fulfills the other duties concerning the boarders. 
11- The vice-principal is included in the process of staff recruitment for the boarding school. 
12- The vice-principal fulfills the other duties assigned by the High School Principal.

Duties and Responsibilities of the Boarding School Supervisors  
Two Boarding School Supervisors work in the boarding school; a female supervisor in charge of the 
girls and a male in charge of the boys. The supervisors report to the Boarding School Vice-Principal.  

The duties and responsibilities of the supervisors are as follows: 
1- The supervisors create the lists related to the placement of the boarders in their rooms and they 
    arrange the students’ placement.  
2- The supervisors make sure that the students write their names on the doors and cupboards. 
3- The supervisors submit their daily reports about the Boarding School in writing when they are on duty. 
4- The supervisors check the physical needs of the dormitory and informs the Boarding School Vice-		
    Principal about the needs.  
5- The supervisors follows up with the procedure concerning the leave of absence and their return to 
     the boarding school.
6- The supervisors closely follow up with the students to see if they are complying with the dress-code,      	
     absence rules, their health condition, academic performance and general school lives and they 
     inform the Boarding School Vice-Principal. 
7- The supervisors inform the students about the boarding school rules. 
8- The supervisors fulfill the duties assigned to them in accordance with the civil defense, natural disaster       	
    and fire regulations. They plan the emergency exit order in the building and provide training to 
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    the students. 
9- The supervisors ensure that the boarders are involved in cultural, social and sports activities. 
10- The supervisors review the previous week and inform the Boarding School Vice-Principal about 
      the next week’s plan and suggestions at the weekly meetings. 
11- The supervisors create the yearly work plan for the boarders in cooperation with the Boarding School 	
      Vice-Principal and they carry out the activities according to the yearly plan. 
12- The supervisors supervise the security, medical, technical services, transportation, food and 
      cleaning staff in charge of the boarding school; they take due precautions and inform the 
      Boarding School Vice-Principal thereof. 
13- The supervisors check if the tutors are at their places of duty. 
14- The shift of the supervisors begins on their duty day and ends at 08.00 a.m. the following day. 
15- The supervisors are to be present in the school at 08.00 a.m. after the holidays when the 
      whole boarding school is on holiday.  
16- The supervisors make sure that the school buses leave on time at the weekends and they control if 
      the students who left from the school have returned. 
17- The supervisors fulfill the other duties assigned by the Boarding School Vice-Principal. 
18- The supervisors are on extra duty in case of emergencies on weekdays. 
19- According to the duty schedule, the supervisors are on duty in the girls’ and boys’ dormitories at 
      the weekends (Friday, Saturday and Sunday). 

Daily Works of the Boarding School Supervisors  
1- The supervisors open the dormitories once the classes are over. 
2- The supervisors control the students and rooms during free time.  
3- The supervisors make sure that the study halls are opened before the study time. 
4- The supervisors make sure that the students go to bed on time. 
5- The supervisors wake the students up at 07.00 a.m. and ensure that the dormitory is evacuated 
    at 07.45 a.m. Then, they lock the dormitory. 
6- The supervisors ensure that the boarders attend the classes on time after breakfast and that they attend 	
    the study halls on time before dinner.  
7- The supervisors take the attendance on the attendance book. 
8- The supervisors report the breakdowns and problems to the Boarding School Vice-Principal.  
9- The supervisors refer the sick students to the infirmary and inform the Boarding School Vice-Principal.           	
    When a student is to be taken to the hospital, the supervisors escort the student.  
10- The supervisors control the dormitory after the students leave. 

Duties and Responsibilities of the Boarding School Tutors 
1- The tutors take care of the education of the boarders outside the class. 
2- The tutors make sure that the students quietly study during the study hours, in their study areas and in 		
    study halls. When necessary, the tutors help the students with their lessons.
3- The tutors ensure that the students follow their daily schedule.
4- The tutors are in communication with the students between the study halls.
5- The tutors give the study hall and dormitory attendance slips to the related supervisor.
6- The tutors inform the related boarding school supervisor and medical staff when a student gets sick. 
7- The tutors inform the related boarding school supervisor of critical disciplinary cases in a 
     timely manner. 
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8- The tutors write information about their duty in the boarding school duty book.
9- The tutors follow up with the students’ leave of absence and inform the boarding school supervisor. 
10- The tutors closely follow up with the dresses, health condition, academic performance and 
       boarding school lives of the students. 
11- The tutors talk to the students who cannot adapt to the boarding school or do not follow the rules. 		
      They inform the boarding school supervisor of this conference orally and in writing. 
12- The tutors ensure that the boarders keep their cupboards well-organized. They make sure that 
       the students do not keep their belongings on and behind the cupboards, next to and under the 
       beds and that the students make their beds neatly. 
13- The tutors work in cooperation and exchange information with the related vice-principal, counselor, 	                 	
      classroom and branch teachers in order to follow up with the academic and personal development 
      of the students. 
14- 14-	On weekdays, both tutors work in the evening. They begin to work at 16.00.  
15- The tutors are on duty in the girls’ and boys’ dormitory at the weekends (Friday, Saturday
       and Sunday) according to the duty schedule. 
16- The tutors fulfill the other duties assigned by the Boarding School Supervisor and Vice-Principal.

Infirmary
The boarding school has an infirmary where the first medical control examination and the needed 
treatment is provided for a sick student by two nurses.  
The Boarding School Nurses report to the school doctor and the Boarding School Vice-Principal. They 
provide medical service in the boarding school building starting from the after-school until 8.00 a.m. the 
next morning on weekdays and daylong (day and might) at the weekends. 

Duties and Responsibilities of the Boarding School Nurses 
1- The nurses take care of the health problems of the boarders and boarding school staff members. 
     In case of illness, they offer treatment and care. 
2- In the event that the case is to be referred to the hospital, the nurses consult the doctor. If the 
    doctor is not in the school, they decide on their own and solve the problem immediately and 
    they inform the boarding school supervisor.
3- The students who have been provided treatment but still need to be controlled by the doctor 
    are referred to the doctor in writing the following day. 
4- In case of an epidemic suspect, the nurses take due action and inform the doctor. 
5- The nurses report the medication and medical supply needs of the infirmary to the doctor in advance. 
6- The nurses escort the patients to be taken to the hospital regardless of time. 
7- The nurses write down the medical action taken into the infirmary book and report them to the 
    school doctor and the boarding school vice-principal. 
8- The nurses write down the treatments provided into the protocol book. 
9- The nurses do the infirmary-related tasks (patient care, giving medication, giving food to the 
     patients in the infirmary, arranging the students health slips) in accordance with the instructions of 
     the doctor and the boarding school vice-principal.
10- The nurses ensure that the infirmary is well-organized and clean. 
11- The nurses make sure that the goods and medications delivered to them are kept and used properly. 
12- The nurses complete the medical duties to be assigned by the school administration and doctor.
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wDuties and Responsibilities of the Other Staff Members at the Boarding School 
The cleaning, security and cafeteria staff working in the boarding school help the functioning of the 
boarding school as well. 

Duties and Responsibilities of the Cleaning Staff 
1- The cleaning staff complete the tasks assigned by the boarding school vice-principal and the 
     boarding school supervisor. 
2- The cleaning staff oversees all the cleaning, maintenance and organization work in the 
     boarding school. 
3- The cleaning staff cleans the rooms every day. 
4- The cleaning staff reports the students who do not follow the boarding school rules to the 
     boarding school supervisor. 

Duties and Responsibilities of the Cafeteria Supervisor 
The cafeteria supervisor ensures that the cafeteria is clean and the meals are served on time. 

Duties and Responsibilities of the Security Staff 
1- The security staff ensures the security of the students in case of any danger. 
2- The security staff controls the boarders’ exit from the campus and collects the permission slip of 
     the students who leave from the campus during the non-allowed hours. 

IV. BOARDING SCHOOL STUDENT UNION

Definition
The Boarding School Student Union established to promote the life in the boarding school is elected 
from each grade level in the beginning of each school year. The union consists of the students who did 
not get a disciplinary punishment the previous year and whose grade point average is 70 and above. 

The union holds regular meetings with the boarding school vice-principal and works to improve the 
boarding school life. The Student Union holds a meeting on a day and time to be identified in the 
beginning of the year every 15 days. A girl and a boy student attend the meetings with the boarding 
school vice-principal alternately.  

Duties
1- The union suggests opinion about the order and functioning of the boarding school. 
2- The union considers the requests of the students whom they are representing and conveys them to 
     the boarding school vice-principal and provides feedback. 
3- The union organizes activities and events to make the boarding school life better. 
4- The students who do not fulfill their responsibilities despite being a member of the 
    Boarding School Student Union or those who received disciplinary sanction are excluded from 
    the union; a new representative is elected instead.
5- The situation of the students whose grade point average drops below the mentioned grade after 
     the elections is discussed by the boarding school vice-principal, boarding school supervisor and 
     the boarding school student union.
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Code
TED ISTANBUL COLLEGE FOUNDATION PRIVATE HIGH SCHOOL 
BOARDING SCHOOL STUDENT UNION CODE 

ARTICLE 1: THE OVERALL OBJECTIVE OF TED ISTANBUL COLLEGE 
FOUNDATION PRIVATE HIGH SCHOOL BOARDING SCHOOL STUDENT UNION IS 
AS FOLLOWS: 

To give the students the opportunity to reflect on their boarding school life, have a share on the decisions 
to be made by the boarding school administrators and school administration by suggesting their opinions 
and share the responsibility of enacting these decisions with the administrators. 

ARTICLE 2: THE SPECIFIC OBJECTIVES OF TED ISTANBUL COLLEGE 
FOUDNATION PRIVATE HIGH SCHOOL BOARDING SCHOOL STUDENT UNION 
ARE AS FOLLOWS: 

	 • To improve the rules regulating the social life in the boarding school, 
	 • To instill the spirit of democracy in the students and maintain a democratic rule, 
	 • To make sure that the students gain administration experience by assuming responsibilities 
	 and participating, 
	 • To encourage the students to work as a team with the spirit of creativity and cooperation.
	 • Each boarder of TED Istanbul College Foundation Private Schools Boarding School is a 
	 natural member of the Boarding School Student Union and they are represented by their 
	 class representatives at the Union.  

ARTICLE 3: MEMBERS OF THE GENERAL ASSEMBLY OF TED ISTANBUL 
COLLEGE FOUNDATION PRIVATE SCHOOLS BOARDING SCHOOL STUDENT 
UNION: 

GENERAL ASSEMBLY MEMBERS
	 • President and Vice-President elected from among the high school 11th graders, 
	 • Secretary General, Social Activity Coordinator, Sports Coordinator and Grade Leaders 
	 elected from among the high school prep classes and the 9-10-11th graders. 

GENERAL ASSEMBYL MEETINGS AND TASKS 

ARTICLE 4: ADDITIONAL ARTICLES 

Meetings 
	 • A day is identified for the Boarding School Student Union General Assembly meetings 
	 in the beginning of the year. The meetings are held every 15 days. 
	 • First of all, the attendance is taken at the meetings. Then, the decisions made at the 
	 previous meeting are reviewed and the completed projects and the to-do works are discussed 
	 and announced.  
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	 • The Boarding School Student Union and Boarding School Vice-Principal may do changes 
	 on the code when they deem it necessary with the approval of the principal. 
	 • The General Assembly holds a meeting every 2 weeks. 
	 • The General Assembly holds a meeting in the beginning of the school year in order to 			 
	 program the year-long activities of the Boarding School Student Union and to discuss the 
	 duties and responsibilities of the members. 
	 • At the meeting held at the end of the first semester, the activities and works carried out so far 
	 are reviewed and the activities for the 2nd semester, if any, are programmed. 
	 • The Boarding School Student Union works in cooperation with the other work groups 
	 and committees (like ceremony and food committees) in the school. 
	 • An activity report is created at the meeting held at the end of the year. The report including 		
	 suggestions for the next year is conveyed to the next year’s Boarding School Student Union.  

ARTICLE 5: TED ISTANBUL COLLEGE FOUNDATION PRIVATE SCHOOLS 
STUDENT UNION FINANCE 

	 • The Boarding School Student Union creates fund when necessary by organizing 
	 several activities. 
	 • The Boarding School Student Union receives the approval of the school administration 
	 before organizing any fund-raising activity and it cooperates with the principal. 
	 • The money to be generated is registered. Where and how it will be used and the amount of 
	 the money is reported to the Principal in writing. 
	 • The budget is conveyed to the next year’s student union with the signatures of the current 
	 and new members of the Boarding School Student Union.   

ARTICLE 6: DUTIES OF THE MEMBERS OF THE GENERAL ASSEMBLY 

PRESIDENT:
	 • The president is the representative of the Boarding School Student Union students. 
	 • The president manages the meetings of the Boarding School Student Union and ensures that 
	 the meetings are held on a regular basis. 
	 • The president supervises the work and activities of the Boarding School Student Union and 
	 s/he is responsible towards the boarding school administration and students. 
	 • The president is the cement between the Boarding School Student Union and the 
	 boarding school administration. 
	 • The president has one extra vote right to break the tie in case of the equality of votes. 
	 • The president identifies the Boarding School Student Union committees. The president 			 
	 determines the working program of the committees with them. When necessary, the 
	 president chairs the activities and supervises the work. 
	 • The president is authorized to make sure that the decisions are implemented. 
	 • The president makes all the announcements concerning the students upon receiving the 
	 approval of the boarding school vice-principal.  
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VICE-PRESIDENT: 
	 • The vice-president helps the president with everything. 
	 • The vice-president represents the president when the president cannot attend the meetings. 
	 • The vice-president reports to the president. 
	 • The vice-president takes over the duties of the president in the event that the president resigns. 
	 • The vice-president fulfills the tasks assigned by the president. 
	 • The vice-president ensures the communication between the president and the members 
	 of the Boarding School Student Union.

SECRETARY/TREASURER:  
	 • The secretary/treasurer announces the meetings to the members and takes attendance.
	 • The secretary/treasurer takes the minutes of the meetings and announces the decisions 
	 to the students in writing. 
	 • The secretary/treasurer is in charge of all the correspondence of the Boarding School 
	 Student Union. 
	 • The secretary/treasurer is in charge of the financial issues. 
	 • The secretary/treasurer prepares an activity report to be submitted to the next year’s 
	 student union administration. 
	 • The secretary/treasurer exchanges correspondence with the schools which have a 
	 boarding school student union by informing the boarding school vice-principal. 
	 • The secretary/treasurer reports to the president.

SOCIAL AND ARTS ACTIVITIES COORDINATOR:  
	 • The Social and Arts Activities Coordinator is in charge of preparing and making the 
	 Boarding School Student Union presentations and written announcements. 
	 • The Social and Arts Activities Coordinator attends the school events like party, panel 
	 and excursion to represent the boarders and announces them to the boarders.
	 • The Social and Arts Activities Coordinator reports to the president. 

SPORTS COORDINATOR:   
	 • The Sports Coordinator listens to the sports and exercise related problems of the boarders 
	 and works in cooperation with the Physical Education Department to seek solutions. The Sports 		
	 Coordinator reports to the Physical Education Group Head and the Boarding School 
	 Student Union President. 
	 • The Sports Coordinator provides due support to the organization of sports activities in and 
	 out of the school and s/he is responsible to the school team and the teacher in charge. 
	 • The Sports Coordinator fulfills the tasks assigned during the inter-boarding schools tournaments

BOARDING SCHOOL VICE-PRINCIPAL/ADVISOR: 
	 • The Boarding School Vice-Principal/Advisor plays an important role in ensuring the 			 
	 communication between the Boarding School Student Union and the school administration. 
	 • The Boarding School Vice-Principal/Advisor assists the activities of the Boarding 
	 School Student Union and attends each meeting as an advisor. His/her opinion is consulted 
	 before each activity to be carried out by the Boarding School Student Union. 
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ARTICLE 7: DECISION MAKING

	 • At the Boarding School Student Union, the decisions are made by absolute majority. 
	 • Only in case of the equality of votes, the vote of the President counts as two votes.

ARTICLE 8: ELECTION AND TASKS TO DO

	 • The elections take place in the beginning of the following school year. 
	 • A girl and a boy from the 11th graders are elected as the President and Vice-President for 
	 the Boarding School Student Union.  
	 • Each group makes its own propaganda and they are elected as a group. 
	 • The prep classes, 9th, 10th and 12th graders elect a boy and a girl as their grade level 			 
	 representatives. 
	 • The 11th grade candidates are voted by the 9-10-11-12th graders and the candidates from 
	 other grade levels are voted by their own grade level only.  
	 • To vote in the presidential election, they must be a boarding student for at least one year.		
	 • Ballot boxes, ballots and student lists are prepared for the vote. 
	 • The ballots are counted by the president and the vice-president of the previous year’s 
	 boarding school student union, the boarding school vice-principal and the boarding school tutor. 
	 • After the votes are counted, a detailed report is written. (While the votes received by the 11th 		
	 graders are counted, the number of votes received from each grade level is written separately.)

ARTICLE 9: EXPECTATIONS FROM THE CANDIDATES 

	 • The students who wish to become a candidate for the Boarding School Student Union are 		
	 expected to have the following qualities: 
	 • The behavioral grade of the candidates must be 100,
	 • The candidates must set an example to their friends by their behaviors, 
	 • The candidates must be hardworking, honest, and reliable.

ARTICLE 10: ELECTION CRITERIA   

The 11th graders who become a candidate for the position of President and Vice-President must 
meet the following criterion: 
	 • Their previous year grade point average must be 70.00 or more. 
	 (Otherwise, a letter of recommendation will be requested from the 
	 Boarding School Vice-Principal.) 

Candidates for the Secretary position: 
	 • Their previous year grade point average must be 60.00 and more. 
	 (Otherwise, a letter of recommendation will be requested from the 
	 Boarding School Vice-Principal.) 
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Candidates for the Social Activities Coordinator position: 
	 • Their previous year grade point average must be 60.00 and more. 
	 • They must have been involved in the organization of at least two school events. 
	 • A letter of recommendation from the teacher in charge of the social activities. 

Candidates for the Sports coordinator position:  
	 • Their previous year grade point average must be 60.00 and more. 
	 (Otherwise, a letter of recommendation will be requested from the 
	 Boarding School Vice-Principal.) 

Candidates for the Prep, 9th and 10th Grade Representative position: 
	 • Their previous year grade point average must be 60.00 and more 
	 • A letter of recommendation from the vice-principal 

ARTICLE 11: TERMINATION OF THE BOARDING SCHOOL STUDENT UNION 
MEMBERSHIP 

	 • The membership of the students who fail to attend three meetings without a valid excuse 
	 and who are given a disciplinary punishment other than reprimand after being 
	 elected is terminated. 
	 • The membership of the students whose grades drop below the above-mentioned grades 
	 after being elected is evaluated by the Boarding School Vice-Principal and the 
	 Boarding School Student Union. 

ARTICLE 12: CHANGES ON THE REGULATION 

	 • The article to be changed is submitted to the Boarding School Student Union to be discussed. 
	 • The demand for change is included in the agenda with 1/3 written suggestion of the members. 
	 • The article is changed with 2-3 votes by the members. 
	 • The change is approved by the School Administration and enacted after being 
	 reported in writing.

V.  BOARDING SCHOOL DISCIPLINARY COMMITTEE 

The Boarding School Disciplinary Committee consists of five members including the Boarding School 
Vice-Principal, Boarding School Student Union President, the 12th Grade Representative, the 11th Grade 
Representative and the 10th Grade Representative.

The Committee decides that due action is taken by the related authorities when a student is referred to the 
school disciplinary committee. 
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VI.  LIFE IN THE BOARDING SCHOOL

Definition
The boarding school has been established to promote the academic activities of the school. Therefore, it 
is open to use during the time when the academic activities continue in the school. 

The general approach in the dormitory is to avoid disturbing others and to respect others’ right to use 
the dormitory. Within this framework, the students are expected to respect the boarding school rules 
in addition to meeting the expectations included in the Ministry of Education Award and Disciplinary 
Regulation. 
 
Boarding School Rules 
The boarders; 
1- Leave from the boarding school at 07.45 on weekdays dressed up in their school uniforms properly. 
    (It is obligatory for the student staying at the boarding school to attend the classes.) 
2- Take their course books, notebooks, and homework with them since the boarding school building 
    will not be open until the end of the classes.  
3- Pay attention to keep the environment clean. They ventilate and keep their rooms clean. 
4- Are in charge of the cleanliness and neatness of their room. 
5- Do not take food and beverages to their room. 
6- Keep their cupboards neat and clean. 
7- Do not use other people’s room and bed.  
8- Leave their extra luggage and bags in the luggage room. 
   (There is a luggage room in the boarding building where students can leave their belongings; 
   valuable and damaged items should not be left in this room. The school cannot be held responsible 
   for the -possible- loss or damage of the belongings left there on the dates and holidays when the school 	
   is closed.)
9- Empty their room on the last day of the school since the dormitory will be under maintenance during 		
    summer. (or until the last working day of June)
10- Go to bed on time and do not disturb their friends.
11- Do not display behaviors that cause annoyance to those who are resting in the dormitory or that 
      cause health problems. 
12- Get up immediately on time, make their beds and eat breakfast on time. 
13- Communicate their problems about the boarding school to the tutors, supervisors and the boarding      	
      school vice-principal. 
14- Communicate their mental, emotional, and social problems about academic or psychological     		
      performance to the counselors and receive needed guidance and counseling from them. 
15- Do not leave from the boarding school and school without permission. 
16- Pay attention to the warnings of the security staff. 
17- Do not bring prohibited and inconvenient publication to the boarding school.
18- The mails, documents and packages sent to them are received and delivered by the supervisors. 
19- Should not have money or things of value on them or in their cupboards. Their money or things 
      of value must be delivered to the supervisor to be put into the boarding school safe box. 
20- Follow the school’s dress code. 
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21- The foods and beverages ordered form outside are accepted under the supervision of the 
      supervisors when the boarders wish to order food. 
22- Do not take or use someone else’s belongings. 
23- Treat the staff members and teaches in the boarding school respectfully.
24- They cannot have pets and/or other animals in the boarding school. 
25- They cannot have any electronic devices in their rooms except for mobile phone/computer/tablet and 
battery charger, and personal care devices such as hair dryer, electric shaver, etc. 

IMPORTANT:  
1- On weekdays, the dormitory is closed between 07.45 and 15.55. During this time, 
    no one is allowed to enter the dormitory. 
2- Any damage to be caused on the property in the boarding school is immediately 		                 	
    reported. The person who causes damage pays the cost of repair and those who 
    cause damage on purpose are expelled from the boarding school. 
3- Based on the MEB Secondary Education Institutions Regulation/Protection of   			 
 Students Article; If there is a random or suspected situation, room checks can be made.        
Rooms  and student lockers are periodically checked by school/boarding department 
administrators -announced/unannounced-.
4- Students' bags are checked at the entrance of the boarding building upon their return 
from the permit.

MEASURES TO BE TAKEN IN CASE OF PANDEMICS

In addition to the routines mentioned in this manual, due precautions and actions will be taken 
based on the possible updates to be made on the Ministry of Education and School Pensions 
Regulation.  

	
Boarding School Leave of Absence Rules 
	 •  The 5-day boarders may use the dormitory on weekdays only and they leave from the school 
	 on Friday after class.  They come back to the school on Sunday until 21.00 p.m. or on 
	 Monday at 07.45 a.m. at the latest. The boarders will not be allowed to enter the boarding 
	 school after the stated hours. 
	 • The 7-day boarders must submit the parent permission letter (ANNEX 1) concerning their 		
	 weekend leave to the boarding school supervisor in the beginning of the school year. The 
	 letter must include the address, name and contact information of the person where the 
	 student will be residing at the weekend. The boarders who did not submit a permission letter 
	 are not allowed to leave from the school. 
	 • The students can be picked up from the school only by their parents or a person to be 		
 	 assigned by the parents. Please see Annex-2 for the weekday-weekend one-day leave of 			
	 absence procedures that apply for each grade level. For special needs (barber-hairdresser 			
	 appointments, etc.) that cannot be planned on the individual leave day due to factors independent 	
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	 of the student, the student can leave individually outside of the leave day by obtaining parental 		
	 approval / with a parental permission letter.	
	 • In the event that a parent does not allow a student to be absent from the boarding school at 
	 the weekend despite having submitted the letter of permission, the boarding school must be 		
	 informed in writing by Thursday evening at the latest. 
	 • If there is a school event to take place on Friday, Saturday and Sunday and if a five-day boarder 	
	 wishes to stay at the school, his/her parent must submit a letter of permission 
	 (via post, e-mail or fax) until Wednesday before the event and the approval of the boarding school 	
	 vice-principal must be received. If deemed appropriate, the student is allowed to stay at the 		
	 boarding school for one night. In the event that the student is to attend more than one event, 
	 the Boarding School Vice-Principal and the Vice-Principal in charge of the student affairs 
	 may approve the whole weekend permission. The 5-day boarders may stay at the boarding 
	 school at the weekends for maximum 10 times during a school year. 
	 • The 5-day boarders who wish to stay at the school during the weekend to attend 
	 year-long academic activities (such as the AP classes, etc.) may stay at the boarding school 
	 during the weekends covering the academic activity upon submitting a written notification 	 	
	 (ANNEX-1) from their parents (via letter, e-mail, fax or by hand). 
	 • The 5-day boarders to stay at the boarding school at the weekend agrees to accept the rules of 	
	 absence that apply for the 7-day boarders. 

IMPORTANT: 
1- The parents of the 5-day boarders who will spend the weekend at an address 
    different from their home are to inform the school via letter, e-mail or fax. 
2- Each boarder must have one or two guardians in Istanbul. The guardian in Istanbul  		
    must know the student very well and be able to host the student at home when necessary.     	
    The guardian in Istanbul will be called when necessary, like when the student has to 
    be taken to the hospital.  

Visitors
	 • The boarders may be visited by their mother, father, siblings, and guardian in Istanbul only. 		
	 Other visitors are also accepted and allowed to see the students upon the written permission 
	 of the parents. 	
	 • The visitors to come to the campus by getting permission from the Boarding School 
	 Vice-Principal in advance are allowed to be on the campus between 16.00 and 18.00 on weekdays 	
	 and between 10.00 and 20.00 at the weekends. The guest book is filled; visits are carried out 		
	 outside the boarding building	
	 • The visitors to be reported by the parent without written permission will not be allowed to 
	 see the student. 
	 • Non-boarding students and visitors are not allowed to go upstairs in the boarding school 		
	 building due to security reasons. 
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The Behaviors to be Punished by the Boarding School Administrator: 

The students are reported to the Boarding School Vice-Principal in the event that the following rules 
are violated, not corrected and repeated. In that case, depending on the decision to be made by the 
disciplinary committee, the student may be suspended or expelled from the boarding school. 

The Behaviors to be Punished by the Boarding School Administrator:  

The students are reported to the Boarding School Vice-Principal in the event that the following rules 
are violated, not corrected and repeated. In that case, depending on the decision to be made by the 
disciplinary committee, the student may be suspended or expelled from the boarding school.
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The Behaviors Requiring Disciplinary Action or Suspension from the Boarding School
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DETENTION:

Detention is a sanction imposed by the boarding school supervisors or tutors in case of the violation of 
the boarding school rules. The type of *detention is determined by the Boarding School Vice-Principal 
by focusing on the student and the negative behavior displayed. If the negative behavior continues during 
the detention as well, the student is reported to the High School Principal and referred to the disciplinary 
committee/council of honor.
* Types of Detention: 
Cancellation of the free time tour on weekday 
Cancellation of the weekend permit (For 7-day boarders) 
Being deprived of using the music areas 
Being deprived of using the sports areas 
Being deprived of joining weekend the activity 

Cancellation of the Weekend Exit Permit 
Cancellation of the Weekend Exit Permit for the 7-Day Boarders 
1- Coming back late from the weekend permit without an excuse and without permission,
2- Not paying attention to the warnings of the security staff while leaving and coming back at the 		
    weekends and preventing their duty,
3- Taking foods and beverages to the dormitory without permission.

Cancellation of the Weekend Exit Permit for the 5-day and 7-Day Boarders 
1- Not leaving from the dormitory on time in the morning,
2- Not following the dormitory timetable and rules.

Use of the Gyms  
• The gym is opened by the tutors at 20.00 and it is closed at 22.00.  
• The sports areas are controlled by the supervisors. After use, the situation is reported to the boarding 		
  school vice-principal. 
• The students must wear sneakers in the gym. They must change their daily shoes before entering the 		
   gym and put on clean sneakers. 
• The students must wear sports outfit in the gym. 
• Playing football is not allowed in the gym.  
• After playing with the balls, the students must collect and leave the balls in the basket in the gym. 

Use of Boarding School Cafe, Laundry and Music Room 

	 • The Boarding School Cafe is open from the end of the classes until 22.30 p.m. on weekdays. 		
	 It is closed during the meal and study hall times. The cafeteria is open between 10.00 and 23.30 at 	
	 the weekends. 
	 • The laundry can be used during the hours when the Boarding School Cafe is open. 
	 (In the	boarding building, there are washing machines, dryers, irons and ironing boards for 		
	 students to know who washes and irons their own laundry.) 	
	 • The music room allotted by the music department is opened by the supervisors at 20.00 and it 
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is closed at 22.00. the use of the room is controlled by the supervisors. The situation is reported to the 
boarding school vice-principal after use. 

Use of the Library 

According to the course of the pandemic risk/when it is appropriate; 
	 • The students can use the library between 17.50 and 19.10. 
	 • The students who do not study seriously and who are distracted are warned. The students 
	 who do not pay attention to the warnings are taken out of the library and reported to the 
	 boarding school supervisor.  
	 • The computers are used for studying purposes only.  
	 • The students cannot check-out books from the library during the evening study halls. 
	 • The students put the books they used back onto the shelves if they know their places. If they 
	 do not know where to put the books, they leave them on the table. 
	 • At the end of the study hall, the tutors control the windows, switch off the lights and lock 
	 the door. 
	 • At the end of both study halls the attendance is taken and the attendance slip is delivered to 
	 the tutor.  

Use of the Cafeteria  

A cafeteria is available in the school kitchen which is managed and controlled by the related specialists. 
All the students and teachers use this cafeteria during mealtimes.
The boarders go to the cafeteria at mealtimes, wait for their turns and eat with their friends.

CAFETERIA IS OPEN DURING THE FOLLOWING HOURS: 
Weekdays:							       Weekends:
Breakfast	 : 07.15-08.00 					     Breakfast	 : 08.30-11.00
Dinner		 : 19.15-20.00 					     Lunch		 : 14.00-15.00
								        Dinner		 : 19.15-20.00 	

Ordering Food from Outside the School  
The students can order food from outside only at the weekends and on official holidays (and alternatively, 
on some weekdays which are deemed appropriate by the school/boarding school administrators). The 
boarding school supervisor must be informed before ordering food. The food packages are received by 
the school security and delivered to the duty teacher. The packages to be opened by the duty teacher are 
delivered to the student who ordered the food. 

Use of the Infirmary 

	 • The students who get sick/injured during the dormitory hours (excluding the class hours) 
	 are taken/sent to the infirmary by the boarding school supervisors. 
	 • When it is deemed obligatory by the nurse on duty, the parent of the student is called and 
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	 the students is sent to the nearest private or public hospital to be identified by the parent with 
	 a school car or ambulance depending on the seriousness of the case with the accompaniment of 
	 a teacher or nurse. The parent is informed and if necessary, s/he is invited to the hospital. 
	 • The students who get sick spend the night in the infirmary under the supervision of the 
	 night nurse if it is deemed necessary by the nurse following the medical examination at 
	 the infirmary. They are not allowed to join the school or outside the school activities to 
	 take place that day. The students who do not want to stay at the infirmary are picked up by 
	 their guardians in Istanbul. 

IMPORTANT: 
1- The students cannot have medication with them in the dormitory for any reason. The 
    students who need to take medication deliver their medication to the infirmary and take it 
    under the supervision of the medical staff.  
2- Each boarder must have one or two guardians in Istanbul. The guardian in Istanbul must 
    know the student very well and be able to host the student at home when necessary. The 
    guardian in Istanbul will be called when necessary, like when the student has to be taken to 
    the hospital. 
3- Any cost to be paid by the school will be compensated by the parents later. 

Study Halls
Each boarder must attend the study hall program as a requirement of the school program. No study halls 
are provided at the weekends. The study halls begin within the first week of the school in both semesters 
and continue until the end of the semester. The study halls take place in the library in the high school 
building and in the boarding school study hall between 17.50 and 19.10. The study halls are supervised 
by a tutor. The students must attend the study halls. When necessary, the students are offered individual or 
group tutoring during the study halls. The following rules apply during the study halls.
	 • The students attend the study halls on time; they get prepared and begin to study. 
	 • A follow up form is completed by the tutors and an individualized academic program is 
	 created for the students who are struggling academically. Their academic performance is followed 	
	 up with.   
	 • The students make best use of their time during the study halls. 
	 • The students communicate their study hall related problems to the tutors and to the boarding 		
	 school supervisor and boarding school vice-principal when necessary.
	 • The students ask their questions to or share the difficulties they are experiencing with the tutors.		
	 • The students cannot read newspapers or magazines or listen to the music during the study halls. 	
	 They can read books if the tutor allows. 
	 • The students must study quietly in the study hall and avoid disturbing others.  
	 • During the study halls, the students must be quiet enough to avoid preventing others 
	 from studying.  
	 • The boarding school supervisors are responsible from the students who complete their study 
	 hall activities in their rooms.  
	 • The students can leave from the study hall only due to emergent health problems with the 		
	 permission of the boarding school supervisor.  
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	 • In case of the violation of the rules, the boarding school supervisors and tutors report the issue 
	 to the Boarding School Vice-Principal in writing. 
	 • The computers of those who use them during the study hall time for non-academic purposes 
	 will be confiscated for one week following the first warning. If they repeat it, they will not 
	 be allowed to use their computers during the study hall time until the end of the semester. 

IMPORTANT: The students who wish to have late study hall after the time for bed 
due to obligatory reasons can do so if the boarding school supervisor allows.

Activities
Several trips and social and sports activities are organized under the supervision of the teachers in order 
to help the social and cultural development of the students, contribute to the boarding school spirit, 
introduce Istanbul and to motivate the students. 
According to the course of the pandemic/in the event that the pandemic risk disappears;
	 • The activities are announced and the list of the students to join the activities is identified 2 days 		
	 before the activity. 
	 • The students who fail to join an activity despite having their names written for it in advance 		
	 cannot join the following activity. 
	 • The activity service buses can only be used by the students to join the activity. 
	 • The boarding school is closed when a general boarding school activity covering all the boarding 	
	 school is organized. 
	 • The fee of the activity, if any, is paid by the students.
	 • Due sanction will be imposed in the event that any negative behaviors are displayed during the 		
	 activities.
	 • Weekday Free-time Trip:  The students can organize short trips to the cafes, restaurants in the 		
           school neighborhood or walk around under the guidance of the boarding school tutors/supervisor 		
        	 on Mondays and Wednesday (and on Tuesdays and Thursdays as student groups are formed)		
	 between 16.15-17.30. 
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Timetable 

IMPORTANT: The students can go to Macro Market between 16.30 and 17.30 under the 
supervision of the tutors. Bags / bags are checked at the entrance of the building, after the market 

return.

VII.   FINANCIAL RULES

The boarding school semester fees of the students who are enrolled as a boarder but then leave from the 
boarding school are not refunded.  
	 • The students who are enrolled as a boarder for the 1st semester can leave from the 
	 boarding school at the end of the 1st semester by submitting a letter. In that case, the student 
	 does not pay the boarding school fee for the 2nd semester. 
	 • No boarding school fee is returned to the students who are suspended from the boarding 
	 school for a short period of time. 
	 • The students who are expelled from the boarding school based on the decision of the 
	 school administration pay the boarding school fee for the related semester. However, they do 
	 not have to pay the boarding school fee for the coming semester. 
	 • The students who damage the property of the boarding school or that of another student 
	 are obliged to compensate for it. If the student who caused the damage cannot be identified, 
	 the damage is compensated by dividing the cost of the damage by the number of the students 
	 in the related room or on the related floor. 
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 VIII.  LIST OF NEEDS FOR THE BOARDING STUDENTS

School Clothes 
(To be worn after the classes) 
	 • Trousers /Skirt 
	 • Jacket or coat  
	 • Jumper  
	 • Shirt/blouse  
	 • Socks and shoes  
 
Dormitory Materials 
	 • Nightwear or pajamas 
	 • Underwear (in adequate number) 
	 • Slippers
	 • Bed linen (at least 2 sets) (Bed Size: 90*190 cm)
	 • Blanket, quilt, pillow, mattress/mattress protective cover
	 • Laundry basket
	 • Water bottle
 

Self-Care Materials 
	 • Bathrobe  
	 • Face towel/feet towel  
	 • Bath sponge or bath washcloth 
	 • Soap /Shampoo  
	 • Toothbrush/Toothpaste  
	 • Comb/Hairbrush  
	 • Hair dryer  
	 • Shaving set (if necessary)  
	 • Shower slippers
 	 • Coat hanger (in adequate number)
 	 (Please write/handle the students’ names on their belongings.) 
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IX. CONTACT DETAILS 

School Phone Number: 0216 485 03 33 
School Fax Number: 0216 485 03 12 
School Address: Acarlar Mah. 9. Cadde No: 7 34800 Beykoz/İstanbul
Boarding School e-mail address: yurt@tedistanbul.k12.tr

							            Phone	
  Boarding School Vice-Principal 		       0216 485 03 33
  G. Gülin ÜSTÜNDAĞ				        Ext. 711
							            e-mail: gulin.ustundag@tedistanbul.k12.tr

	
							     
							           Phone: 0216 485 03 33
  Boarding School Supervisors	 	     Ext. 829 - 831

X. IDENTIFYING THE STUDENTS TO ATTEND THE 
     BOARDING SCHOOL PROGRAM

The students to be admitted to the boarding school program are identified according to the priority order 
below: 
	 • Children of the families that live abroad  
	 • Children of the families that live in the hardship areas  
	 • Children of the families that live out of Istanbul  
	 • Children of the families that live in the outskirts of Kocaeli and Istanbul  
	 • Children of the families that live in the European side of Istanbul  
	   Children of the families that live in the Asian side of Istanbul

IMPORTANT:  
Each boarder must have one or two guardians in Istanbul. The guardian in Istanbul 
must know the student very well and be able to host the student at home when 
necessary. The guardian in Istanbul will be called when necessary, like when the 
student has to be taken to the hospital. 
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XI. BOARDING SCHOOL 2023 - 2024 CALENDAR 

(The boarding school calendar might be influenced by the changes to be made on the official holidays 
by the Ministry of Education.)
The dates when the boarding school will be closed are listed below. Please pay attention to these dates 
since the travel tickets of the students must be booked in advance. The boarders may leave from the 
boarding school the previous night before the half-day official holidays. However, they have to stay in the 
school if an official ceremony will take place. 

IMPORTANT: No students will be regarded excused from the classes due to 
traveling.
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ANNEX 1

TO TED ISTANBUL COLLEGE FOUNDATION PRIVATE HIGH SCHOOL/
MIDDLE SCHOOL PRINCIPAL 
                                                                                                                                                                          
I request my child ……………………….. to spend his/her weekend in the boarding school between … 
/ … / 20.. and … / … / 20…. .  I accept the leave of absence rules that apply for the 7-day boarders for 
the time my student will spend at the boarding school. (See: TED ISTANBUL COLLEGE BOARDING 
SCHOOL REGULATION- Boarding School Leave of Absence Rules) 

REASON    		  :..................................................................................................................
......................................................................................................................................................
......................................................................................................................................................

PARENT’S

Name Surname		  : ..................................................................
Phone Number		  : ...................................................................

Signature 			   : ...................................................................

Date				    : ...................................................................

APPROVED BY

Name and Surname
Title

NOTE: No permission will be given upon phone call. 
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ANNEX 2
 

BOARDING SCHOOL

WEEKDAY LEAVE OF ABSENCE RULES

	 • The 11th and 12th grader boarders may leave from the school on Tuesdays, Thursdays and            	
	 Fridays during non-school hours. They have to return to the boarding school at 18.00 at the 		
	 latest. 
	 • The 12th graders may also leave from the school on Mondays and Wednesdays as alternative to 	
	 their other weekday leaves due to their university preparation/cram school programs based on the 	
	 rules of weekdays leaves. 
	 • The prep students, 9th and 10th graders may leave from the dormitory beginning from the school 	
	 hour end time on Fridays until 18.00 at the latest. They will be allowed to go somewhere within 		
	 the school neighborhood only and with their parent’s letter of permission. 
	 • The boarders who wish to leave from the school must do the followings before they leave the 		
	 campus. 

They must register their name, date, leaving time, signature, information about where they are going in the 
leave book. 
The permission for weekday leave is given by the Boarding School Vice-Principal/Supervisors upon the 
written application* of the parent. The parents are expected to apply for the leave of absence on the day of 
leave until 13.00 at the latest. (*See: Sample Leave of Absence Request) 

The students without a leave of absence request are not allowed to leave form the 
campus.

The request for leave of absence must be sent to the boarding school as an e-mail, fax or by hand. 
The students will not be allowed to enter the boarding school after the mentioned hour. 
Upon submitting a written request for leave of absence, the student’s parent is deemed to have accepted 
that the student is not under the responsibility of the school from the time s/he left from the campus 
until s/he returns. 
The students leave from the campus on their own. The transportation to leave from and to return to the 
campus is under the responsibility of the student/parent. 
The students who go out of the campus on a weekday leave must sign the leave book and write the exact 
hour they returned after they return to the campus. 
The students who return to the campus late or at a different hour will be subject to detention for a definite/
indefinite period of time for their weekday leaves. 
The students who display negative behaviors that might create a negative impression about the school 
when they are out of the school will be subject to disciplinary sanction. 
The students who return to the campus/boarding school drunk will be subject to administrative action and 
they will be dropped out of the boarding school program.  

The boarders have to keep their Boarder Card with them. 
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BOARDING SCHOOL 

WEEKEND LEAVE OF ABSENCE RULES 

	 • The 9th, 10th graders may leave from the campus on Saturdays or Sundays while the 11th 		
    	 and 12th grade boarders may leave from the campus on Saturdays and Sundays. They 		
	 must return to the boarding school until 20.00 at the latest. 
	 • The boarders who wish to be on leave of absence must do the followings. 
	 They must register their name, date, leaving time, signature, information about where they are 		
	 going in the leave book.

The permission for weekend leave is given by the Boarding School Vice-Principal/Supervisors upon the 
written application* of the parent. The parents are expected to apply for the leave of absence at least one 
day before the day of absence. (*See: Sample Leave of Absence Request)  

The students without a leave of absence request are not allowed to leave form the campus.

The request for leave of absence must be sent to the boarding school as an e-mail, fax or by hand. 

The students will not be allowed to enter the boarding school after the mentioned hour. 

Upon submitting a written request for leave of absence, the student’s parent is deemed to have accepted 
that the student is not under the responsibility of the school from the time s/he left from the campus 
until s/he returns. 

The students leave from the campus on their own. The transportation to leave from and to return to the 
campus is under the responsibility of the student/parent. 

The students who go out of the campus on a weekend leave must sign the leave book and write the exact 
hour they returned after they return to the campus. 

The students who return to the campus late or at a different hour will be subject to detention for a definite/
indefinite period of time for their weekday leaves. 

The students who display negative behaviors that might create a negative impression about the school 
when they are out of the school will be subject to disciplinary sanction. 

The students who return to the campus/boarding school drunk will be subject to administrative action and 
they will be dropped out of the boarding school program.

The boarders have to keep their Boarder Card with them. 
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SAMPLE WEEKDAY/WEEKEND LEAVE 
OF ABSENCE REQUEST FOR BOARDERS 

(This request form cannot be used for school and lesson absences.) 

TO THE PRINCIPAL OF TED ISTANBUL COLLEGE FOUNDATION PRIVATE HIGH SCHOOL                     

I kindly request a leave of absence for my student …………………….. for the dates I stated so s/he 
can leave the boarding school. I hereby accept the rules for the weekday/weekend leave of absences. 
(See: TED Istanbul College Foundation Boarding School Weekday/Weekend Leave of Absence 
Rules) 
I also accept that I am responsible for informing the school where my student will be and that the 
student will not be under the responsibility of the school from the time s/he leaves from the campus 
until the time s/he returns to the campus. 

STUDENT’S
Name Surname:
Date and time the student will leave from the boarding school:
The place where the student will be:

PARENT’S
Name Surname:
Phone:
Date:   	
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