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1.4. lenaprameHT

1. O0mue nojaoxxeHus

1.1.IIonoxxenue 0
oOpazoBaHus CKOJKOBCKOTO
HHCTUTYTa HAyKd H  TEXHOJOTrHUi

(manee — Ilomoxewnue, JlemapraMesr,
MucTuTyT) ompenenser ero GyHKIUH
U  OpraHH3allMOHHYIO CTPYKTYPY,
npaBa U OO0S3aHHOCTH pPaGOTHUKOB,
B3aMMOJEHCTBUE CO CTPYKTYPHBIMHU
nonpasieneHusMu MucturyTa.

1.2. JlemapTamMeHT ABNAETCS CTPYKTYPHBLIM

roapasieneHueM WucturyTa.
JesiTenbHOCTD JenapramenTa
HalleJleHa  Ha  OpraHu3aluio U
obecrieuyeHue KagecTBa
00pa3oBaTeNbHOr0  Ipolecca 0
OCHOBHBIM 00pa3oBaTeIbHEIM

IIPOrPaMMaM BBICIIEr0 OOpa30BaHUS
(mayee — mporpammei).

1.3. lemapTamMeHT BO3IJIABISET MPOPEKTOD

no yudebHOM pabore (mamee —
pykoBojuTens Jenapramenra).

KypHpPYeT  IIepBBIA
[IPOPEKTOP B COOTBETCTBUU
C pacnpeneneHueM  oOs3aHHOCTEM

(monHOMOuwmit) (manee — Kypatop).

1.5.B cBoent mearensHoctd [emapramenr 1.5.In

PYKOBOJCTBYETCSI 3aKOHOAATEIHECTBOM
Poccuiickoit ®epepanwu, VYcrasowm,
ITonoxenuewm, JIOKAJTEHBIMHA
HOPMATHUBHBIMH aKTaMHU, JOKYMEHTAMU
CTPATErH4eckoro ¥ OIepalHOHHOI0
ITAHAPOBAHUS, IPUKA3aMH PEKTOpa.

1.3.The

1.4.The

1. General Provisions

Hemapramente 1.1.The Regulations on the Education

Department of the Skolkovo Institute

of Science and  Technology
(hereinafter - Regulations,
Department, Institute) define its

functions and organizational structure,
rights and obligations of its
employees, liaison with the Institute’s
structural units.

1.2.The Department is a structural unit of

the Institute. The activities of the
Department aim at organizing and
ensuring the highest quality of
teaching and learning process on the

higher education programs
(hereinafter — programs).

Department s chaired
by the Associate Provost, Dean

of Education (hereinafter — Head of
the Department).

Department is  overseen
by the Provost in accordance with

delineation of  responsibilities
(authorities) (hereinafter —
Supervisor).

activities  the  Department
is governed by the legislation

of the Russian Federation, Charter,
Regulations, institutional policies
and procedures, documents
of strategic and operational planning,
President’s orders.



2.1.JlesTenbsHOCTE
OpraHu30BaHa o

2. OyHkuuH

CICAYIOIINM

Q)YHKHHOHEUIBHBIM HallpaBJICHUSIM

1) pazpabotka "

obecrieueHue
KayecTBa IporpamM  (y4eOHBI

[eHTp),

2) peanuzanus y1eGHOTO Iporecca,
3) HHIYCTpHAIBHOE MOrPYKEHHE,
4) obydeHHe B aCIHPaHTYPE,

5) 6ubmmoTeka.

3. Opranu3anHoOHHAs CTPYKTypa

3.1.PykoBogurens JlenapramenTa:

D

2)

3)

4)

S)

oprauusyer paboty Jlemapramenta

U PYKOBOJMT HM. Hecer
IIEPCOHANILHYIO OTBETCTBEHHOCTH
38 KayeCcTBO U  CBOEBPEMEHHOE
BBIIIOJIHEHHE  BO3JIOKEHHBIX  Ha
JenapTaMeHT GyHKUMHA, TPYIOBYIO U
HCTIOJTHUTENIBCKYIO JTUCLIUIIITUHY
pPaOOTHHKOB.

COIJIACOBBIBACT KaJIpOBBIC
JOKYMEHTEI Io OpraHu3aluu
e TeNIbHOCTH HenapramenTa,
BKJIFOYasl JOIDKHOCTHBIE HWHCTPYKIIHH
pabOTHHKOB.

COTJIACOBBIBAET paboTHUKAM

HenapramenTta ciyxeOHBIE 3aMaHus
0 KOMaHIMPOBAaHMH, OTYETHl 00 HuX
BBITIOJTHEHUH, 3asIBICHHUS
0 IIPEJOCTaBICHUH OTIIYCKOB.

BHOCHT IIPEIIOKEHS o
IIOOLIPEHHUIO pabOTHHUKOB
HemnapramenTa, UHULUUPYET
IIpUMEHEHHe K HUM
OUCLUILTUHAPHEIX B3BICKAaHUI

B YCTQHOBJIICHHOM IIOPSIJIKE.

IIaHupyetT OroxeT [lenapraMenTa u
KOHTPOJIUPYET €ro  HCIOJHEHHE,
Hecer IIEPCOHATBHYIO

HenapramenTa 2.1.The

2. Functions
activities
following

Department
are organized in
functions:

the

1) development and ensuring the
quality of programs (center for
teaching and learning excellence),

2) program delivery,

3) industrial studies,

4) doctoral studies,

5) library.

3. Organizational structure

3.1.The Head of the Department:

1) organizes work of the Department
and leads its activities. Bears
personal responsibility for quality
and on time performance of
functions  assigned to the
Department, labor and executive
discipline of employees.

2) approves HR documents on
organization of activities of the
Department, including job
descriptions of employees.

3) approves business travel requests,
reports on their implementation,
vacation requests to employees of
the Department.

4) submits proposals on incentives of
employees of the Department,
initiates disciplinary sanctions to
them in due order.

5) plans and controls execution of the
budget of the Department, bears



3.2.B

OTBETCTBECHHOCTD 3a OEICBOC
PacXoJOBaHNE BbIJIEICHHBIX CPEACTB.

6) BHOcUT KypaTopy IpeiioKeHHs IIo
COBEPIICHCTBOBAHUIO JESTEIIBHOCTH
HemapTtamMeHTa, B  TOM  YHCIE
U3MEHEHUIO €ro OpraHu3aIllHOHHON
CTPYKTYPBI U IUTATHOTO PACITUCAHMSL.

paMKax ($yHKIIMOHATBHBIX
HalpapleHUd J[lemapTaMeHT pelraeT
CIeNyIOIIHE 3a/IauH:

3.2.1. PaspaboTka u obGecrnieuenue

Ka4yecTBAa OCHOBHBIX
00pa3oBaTeJbLHBIX HPOrpaMm
(IlenTp pasBHTHS

o0pa3zoBaHus):

1) paspabotka cOOCTBEHHBIX
00pa3oBaTeNbHBIX  CTAHAAPTOB
Cxonrexa,

2) METOIUYEeCKOe COIPOBOXKIECHHE
paspaboTku M peanu3aluu
00pazoBaTeNbHbIX Iporpamm

(BKIIFOYAs IIPOTPAMMBI B CETEBOM
dopMe, OTHOENBHBIE IPOrPAMMEL
o0y4eHus), y4eOHBIX JJIEMEHTOB,
yUEOHBIX IUIAHOB,

3) ompeneneHne METOJHKH pacyera
W ydeT yueOHOH  HarpysKu
npodeccopcko-
IIPEIoIaBaTENbCKOT0 COCTABA,

4) BHeApEHHE CHUCTEMBI  OLIEHKH
KayecTsa IIporpamy, y4eOHOro
Ipolecca, IpoLeayphl 3alluT,

5) obecnieueHue  NTUIEH3UPOBAHUA
00pa3oBaTeIbHON NIeSTeIBbHOCTH,
IIoNIy4eHus paspemiennit Poxpma
«CKOIIKOBO» ¥ aKKpeIuTaIliH
IpOrpaMM B COOTBETCTBHHU C
deneparbHbIMU 17§
MEXIyHapOIHBIMY CTAHAAPTAMH,

3.2.1. Development  and

personal responsibility for targeted
spending of allocated funds.

6) submits to the  Supervisor
proposals for improving activities
of the Department, including
changes in the organizational
structure and a personnel list.

3.2.Within the functions, the Department

performs the following tasks:

ensuring
quality of educational programs
(Center for teaching and
learning excellence):
1) development of Skoltech
educational standards,

2) methodological support on
development and delivery of
educational programs (including
network programs and targeted
training  programs),  courses,
curricula,

3) defining the methodology for
calculating a teaching load,
accounting faculty teaching load,

4) implementing the quality
assurance system for programs,
teaching and learning process,
thesis defenses,

5) ensuring  licensing of  the
educational activities, obtaining
permissions from the Skolkovo
Foundation, and programs
accreditation in accordance with
the federal and international
standards,



6) ydacTue B pa3paboTKe JIOKANLHbIX

7)

8)

HOPMAaTUBHEIX aKTOB B oOnactu
00pazoBaTeIbHON AeATENBHOCTH,
pazpaboTka yaeOHO-
METOAMYECKON TOKYMEHTAITHH,

OpraHu3aIysl porpaMm
TIOBBIIIEH U TearoruyecKkoi
kBanudukaiuu [1T1C, B Tom urncie
10 oHNaiH-popMaTam o0yueHus.
PaspaboTka u peanuzamust KypcoB

aHTJIUICKOTO S3BIKA
(axageMuuecKoe MHCHMO,  JIJIs
CIELMaNbHBIX IIeNel),

OpraHu3alys eKETONHON
[IpoLeaypbl BhIOOpa  JIYUINETO
npocdeccopa (ompenenenue
KpUTepueB BeIOOpA o
HOMMHAIUSIM, IIPOBEICHHE

oIpoca 00yJarouIuxcs).

3.2.2. Peanu3anus yueOHOro nmpouecca:

D
2)

BCACHUE KaTajiora KypCoBs,

Y4ueT YCIICBAEMOCTH Hu
ITOCEIacEMOCTHU o6yr{afomnxos{,

3) BBIJaya JUIIOMOB, NIPUIIOKEHMH K
ITUILIOMAaM,

4) yuer  OBWKeHHA  KOHTHHIEHTA
oOydarompxcs (odopmenue
IIEPEBOJIOB, aKaJeMHYECKUX
OTIIyCKOB, 3a4eTy KpPEIUTOB B
pamKax aKaJeMHYeCcKOM
MOOHMIIBHOCTH, OTYUCIICHH ),
IIOJITOTOBKA COOTBETCTBYIOMIEH
JOKYMEHTAIIHH,

5) opranmzanus IIPOMEXYTOTHOHN
aTTeCTallMd MAarucCTpOB,  3alWT
JIHCcCepTalui,

6) dopmupoBaHue y4ebHOTro

pacnucanud, I“p&(i)I/IKa [IPOBELACHMA

IIPOMEXYTOYHOU U
aTTeCTalluy,

UTOTOBOI
yIIpaBJieHHUE

ayIUATOPHBIM GOHIOM,

6) participation in development of

7)

8)

educational policies, development

of methodological support
documents,
organization of teaching

excellence programs for faculty,
also in online teaching. Delivery of
English courses (academic writing,
special purposes),

conducting  annual  Teaching
Excellent  Awards  procedure
(setting criteria for nomination
categories, conducting students’
survey).

3.2.2.Program delivery:

7)

D

2)

3)

3)

management of the course
catalogue,
academic records management,

including degree audit and

attendance oversight,

issuance of diplomas, diploma
supplements and transcripts;

managing student status updates
(program transfers, academic
mobility credits, academic leaves,
expulsions) and related
documentation,

organization of MSc thesis interim
assessments and final defences,

development of learning schedule,
schedule for interim and final
attestation, learning space
management,

ensuring the document flow of the
Disciplinary Board,



7) obecmeueHne  ITOKYMeHT00GOpOTa
JUCIMIUTMHAPHOTO COBETA,

8) ¢bopMHpOBaHWE WHIUBHIYaTbLHBIX
yueOHBIX IIIaHOB,
9) oprarmzanus nepuosa

(aKyJIbTaTUBHBIX 3aHATHH, BKIIOYAs
GopMmupoBaHKE IIPOrpaMMBI, OLIEHKY
OOpaTHOM  CBsA3W  OOywaroImXcH,
OTYETHOCT,

10) ympaBnenue CHUCTEMaMH
aBTOMaTH3allK y4ebHOro mpoiecca
(Canvas, Sonis, MoveOn).

3.2.3. MHayCcTpHANBHOE NOTPYIKEHHeE:

1) ycraHOBNeHHE W TOALEpKAHUE
[TaPTHEPCKUX OTHOIIICHUH c
HHAYCTPUANBbHBIMUA KOMITAHUSMU B
LeJsIX peanuzanun
IIPOU3BOJICTBEHHOHN IPaKTHKH,
WHBIX  (QOpMaToB B  paMKax
00pazoBaTeNBHOIO Mpollecca,

2) xoopmuHAIU ITPOrPaMMbI
IIPOU3BOJICTBEHHOM NIPaKTUKH
(«MHOYCTpHATIBHOE TOIPYXKEHHEN),
BKJIFOYast IUTaHAPOBAHKE
MEPOIIPUSITUH, OOpaTHYIO CBA3b
KOMITaHUH U obydJaronuxcs,
OTYETHOCTD,

3) opranmzanys XEeTOTHOH

KOH(epeHIMH «J{eHb HHIYCTPUI.

3.2.4. O0y4enne B acIupaHType:

1) anmuHECTpHpOBaHHE U
yIpaBieHue IIPOLECCOM O0ydeH s
110 nporpammam PhD,

2) opraHU3alus €XKEeroTHOM
aTTeCTallY, y4YeT YCIeBaeMOCTH,
IIpoBEpKa BBITTOTHEHHUS
TpeboBanuit nporpamm PhD,

3) aOMUHHCTPHpPOBAHUE 51
yIpaBleHue IIporpamMMamMu

8) coordinating individual

plans,

study

9) organization of Independent Study
Period, including planning the
overall program, assessment of
students’ feedback, and reporting,

10) management of program
delivery  automation  systems
(Canvas, Sonis, MoveOn).

3.2.3.Industrial studies:

1) setting and maintaining
partnerships ~ with  industrial
companies in order to implement
the industry immersion program,
other formats within the program

delivery,
2) coordination of the industry
immersion program, including

planning, assessment of company
and student feedback, reporting,

3) organization of the annual

Industry Day conference.

3.2.4.Doctoral studies:

1) administration and management of
the doctoral education at the

Institute,
2) organization of students’ annual
progress review, control over

academic performance, PhD degree
audit,

3) management and coordination of
PhD double degree programs,
including cotutelle agreements



JIBOMHBIX JUILTIOMOB PhD,

BKJIXO4as coryaimenus cotutelles,
4) opraHuzaiys 3aI0UT PhD,

Opra"u3aIus paboThI

JUCCEePTaIMOHHBIX coBeTOB PhD,

5) MOArOTOBKA M BhHIJA4Ya IHILIOMOB
PhD.

3.2.5. bubdauoreka:

1) opranuzanus u pa3BUTHE
OMOIMOTEUHBIX  pPECYpcoB U
CEPBHCOB,

2) opraHm3anys JOCTyTIa K

MEXIYHapOAHBIM 0azam JaHHBIX
1 3JICKTPOHHBIM IIOJITHCKAaM.

4. IlpaBa n 00s13aHHOCTH

4.1. Pabortnukmu /lemapramenrta Brpase
¥ 00s13aHEbL:

1) cBOEBpEeMEHHO W  KA4eCTBEHHO
BELITIONHATE (QYHKUMM W 33744,

YKa3aHHEIE B HaCTOSIIEM
[Tonoxenun,
2) BBINONHSATH JIOJKHOCTHEIE

OOSI33aHHOCTH B COOTBETCTBHH C
HAOJKHOCTHBIMY WHCTPYKIMAMY,

3) 3ampamuBaTth U IIOITy4aTh
“HOOPMAITHIO y IPYTUX
paboOTHUKOB WHctuTyTa,
HEOOXOIUMYIO IS BBITONHEHHUS
byHKIHH, YCTAaHOBJIEHHEIX
ITonoxenuem,

4) BBIIIONHATH YKA3aHWS U HOPYYEHMS
pykoBoguTens JlenaprameHTa.

3. B3aumogeiicTBHE cO CTPYKTYPHBIMH
noapasaeeHusIMH

dynxnui,
HaCTOSLIUM
HenaprameHnt

5.1.B 1uensx BBITOIHEHHS
YCTaHOBJIEHHBIX
ITonoxenuem,

4) organization of PhD thesis defenses,
organizational support to PhD
Defense Juries,

5) issuance of PhD diplomas.

3.2.5.Library:

1) organizing and management of
library services.

2) organizing access to international
databases and electronic
subscriptions.

4. Rights and Obligations

4.1.With a purpose to perform its
functions employees of  the
Department have the rights and

obligations to:

1) duly and on time perform functions
and tasks specified in the present
Regulations,

2) perform employment duties in
accordance  with  the  job
descriptions,

3) request and receive information
required to perform functions set
by the Regulations,

4) perform tasks and instructions of
the Head of the Department.

5. Liaison with the structural units

5.1.With a goal to perform functions
specified in  the  present
Regulations, the Department



B3aUMOJIEHCTBYET C
CTPYKTYPHBIMHU

WHBIMH
oApasgCIICHUAMHA

I/IHCTI/ITYTa, BKIIro4as:

D

2)

3)

4)

IHNWO - B yactu pa3paboTky,

peallMzallud ¥ aKTyalu3alyy
00pa3oBaTeIHHBIX IIporpamM,
OpraHM3aIuu UTOTOBOMH

aTTeCTallH 00YJarOIIXCs.
HenapramerTr 1o pabore co
CTYICHTaMH — B YaCTH HAITOJHEHUS
6a3pl  HaHHBIX  0OYYAKOIMXCS
JaHHBIMHA 00 o0yJeHMH,
B3aUMOJEHCTBHA N0 0a3ze NaHHBIX
HH]TY CTPHATBHBIX KOMITaHUH-
NapTHEPOB UncturyTa,
aKaJIeMUYeCKOA MOOUIBLHOCTH.

IT npemapraMeHT — B 4YacTd
TexHudeckoi noagepxka DUOC.

Henaprament CTpaTeruuecKux
KOMMYHHKallMK — B  9YacTH
pasMelleHHss W OOHOBJIEHHS
H“HGbOpManuu 1o obpasoBaTenbHON

JeATeIbHOCTH  Ha  BeOcaiite
WncturyTa, OpraHM3aLuU
MEPOIIPUITHH.
5) JHemaprameHT
HHCTUTYLIHOHAJIBHOTO Pa3BUTHA —
B JaCTH cbopa JAHHBIX
CTaTUCTUYECKOU 51 UHOH
oryeTHOCTH MHCTHTYTA.
5.2.Paboruxu [lermapramenTta BIpase
OPOBOAUTE  pabouyre BCTpedd C
y4acTHeM pabOTHHUKOB HHBIX
CTPYKTYPHBIX oA pa3ieNeHui

I/IHCTI/ITyTa, a4 TAKKC IIPUBJIIEKATh TAKHUX
pa6OTHI/IKOB K pealim3alilii OTOCIBHBIX

MEpOIPUITUN c
PYKOBOOUTENCHU

corimacus
COOTBETCTBYIOIIIHUX

CTPYKTYPHBIX HOJIpa3/ieIeHuii.

liaisons with other Institute’s
structural units including:

1) CREIs — on design,
implementation and update of the
educational  programs,  final

attestation procedure.

2) Student Department — on filling
the student database, liason on the
database of the Institute’s partner
companies, academic mobility.

3) IT Department — on technical
support of Information System.

4) Strategic Communication
Department — on uploading and
updating  education  related

information to Skoltech website,

organization  of  educational
events.
5) Institutional Development

Department — on statistical and
other types of the institutional
reporting.

5.2.The employees of the Department are

entitled to hold working meetings with
participation of employees of other
Institute’s structural units as well as
involve  such  employees in
implementation of select activities
upon approval of the heads of
corresponding structural units.



6. 3akiayuTebHbIE MOJOMKEHHS 5. Final Provisions

6.1. JlenaprameHT cosmaercd, 5.1.The Department is established,
peoprasusyercs, JUKBUIUPYETCS reorganized, dissolved by the
IIPUKAa30M PEKTOpa B YCTAHOBJIEHHOM President’s order in due order.

IIOpsIIKE.



