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MNMpuka3s / Order Ne //)/

Harta / Date
7 lieones ALY
Z{é’/ 77, AOLY

MockBa / Moscow

O [enaptameHTe no pa6oTte co cTyneHtamm /

On Student Department

B uenax wcnonHeHus [naHa-rpaduka
BHeApeHUs PacnpegeneHus
obssaHHocTelt pykoBoactea (lMpukas oT
31.05.2024 r. Ne 547),

MNMPUKA3bLIBAIO:

1. YTBEepgutb [NMonoxeHue o]
HdenaptameHte no pabote co
CTydeHTamu cornacHo [lpunoxeHuto
Ne 1 k HacToswemy lNpukasy (ganee —
Mpukas).

2. [pusHaTb yTpaTUBLUUM CUIY NOANYHKT
1 nynkta 1 Mpukasa Ne 319 ot 11 mas
2021 r.

3. Pykosogutenio [lenaptameHTa no
paboTe ¢ nepcoHanom Kocauesoit E.B.
MO COrnacoBaHWO C NPOPEKTOPOM MO
paboTe co CTyAeHTamu
CronapoBbiM O.B. npoeecTu
OpraHuM3auuoHHO-LUTaTHbIE
MEeponpUATAA B CPOK A0 2 Hepdenb C
aatol [Mpukasa.

4. [losectn [lpukas p[o paboTHUKOB
CkonTtexa.

5. KoHTponb 3a ucnonHeHuem [lpukasa
BO3MOXMUTb Ha cTapLuero
BULe-npe3ngeHTa rno pasBuTUIO
CadoHoBa AA.

In order to comply with the Schedule Plan for
the implementation of the Delineation of
Responsibilities of Executive Management
(Order dated 31.05.2024 Ne 547),

| HEREBY ORDER:

1. To approve Regulations on Student
Department in accordance with Appendix
Ne 1 to the present Order (hereinafter —
Order).

2. To terminate force of the subclause 1 of
the clause 1 of the Order Ne 319 dated
May 11, 2021.

3. To assign Head of the Human Resources
Department Kosacheva E.V. upon
consultations with Dean of Students
Stolyarov D.V. to implement
organizational and staff measures within 2
weeks from the Order.

4. To inform the Skoltech employees on the
Order.

5. The execution of the Order is followed up
by Senior Vice President for Development
Safonov A A.

o —

PekTop / A.T. Kynewos /
President A.P. Kuleshov

Ucn./Prep. by lNorapesa A.B. /Gogareva A.V.
KoHT.Ten./Tel.: 3241
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I LT YTBEP>XOEHO / APPROVED
Kynewos AnekcaHap Metpoeuy / Kuleshov Alexander Petrovich
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Order of the President of the Skolkovo Institute
of Science and Technology
dated July 31 | 2024 No 801

MonoxeHue

o [lenapTameHTe no paboTe co CTyAeHTaMu

Regulations

on Student Department



1.1.

1.2

1.3.

1.4.

2.1

1. O6wwme nonoxxeHms

MonoxeHune o [lenaptameHTe no pabore
co CTyAeHTamu CkornkoBckoro
WHCTUTYTa Hayku 1 TexHororum (ganee —
HenaptameHT, WHCTUTYT, [lonoxeHue)
onpegenset dyHKLUM "
OpraHn3aunoHHY0 CTPYKTYpY
HenaptameHTta, npaBa n o643aHHOCTU
pabOTHMKOB, B3aMMogencTteme  Cco
CTPYKTYPHbIMY NOAPa3aeneHnsMun.

.[enapTaMeHT sBnsieTCS CTPYKTYPHbIM

nogpasgeneHvem WHctutyTa.
[denapTameHT KypupyeT CTapLuuin BuLe-
npe3naeHT no pas3BUTUIO B
cooTBeTcTBMUM ¢  PacnpeneneHnem
obsi3aHHOCTEN pyKoBOACTBa (Oanee —

Kypatop).

[enapTameHT peanuayeTt OesTENbHOCTb
No pas3BuUTMIO GraronpuaTHOM cpeabl U
CTYAEHYECKOro  onbiTa, a Takke
pa3BuTMIO coobLiecTBa oby4datoLwmxcs u
BbIMYCKHWUKOB.

B cBoen pearenbHocTM [enapTameHT
PYKOBOACTBYETCHA 3aKOHOL4ATENbCTBOM
Poccuinckon  ®epepaumn, YctaBow,
MonoxeHnem, nokanbHbIMU
HOPMATUBHBIMWU aKTaMun, LOKYMEHTaMu
cTpaTermyeckoro u  onepauyMoHHOro
NnaHMpOBaHMUs, NpMUKasaMmn pekTopa.

2. OyHKUUK

.[enapTaMeHT BbINOMHSAET creayowue

YHKUMN:

1) nporpammbl  NPOdECCUOHANBHOIO
pas3BUTUS CTYOEHTOB,

2) MHOrogyHKUNOHarbHbIN cepBuc
«eOQNHOro  OKHa»  (CTyaeHYeckue
CepBuCbl), pasBuUTME LNPPOBOro
naHgwadra,

1.1

1.2

1.3.

1.4.

2.1

1. General Provisions

. The Regulations on Student Department
of the Skolkovo Institute of Science and
Technology (hereinafter — Department,
Institute, Regulations) define its
functions and organizational structure,
rights and obligations of its employees,
liaison with the structural units.

. The Department is the structural unit of
the |Institute. The Department is
supervised by Senior Vice President for
Development in accordance with
Delineation of responsibilities
of Executive Management (hereinafter —
Supervisor).

The Department implement activities for
developing favorable students’ study
environment and experiences, students,
and alumni community building.

In its 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. Functions

.The Department performs the following
functions:

1) student
programs,

career development

2) multifunctional service of the single
window (student services), digital
landscape advancement,



3) pasBuTMEe coobuiecTBa CTyOEHTOB,

paboTa C BbINyCKHUKaMW.

3. OpraHusauuoHHasa CTpyKTypa

3)

student community building, liaison
with alumni.

3. Organizational structure

3.1. denaptameHT Bo3rnaenset npopektop 3.1.The Department is chaired by the Dean of
Students (further — Head of Department).

no pabote co cTydeHTamu (ganee —
Pykosoautens [JenaptameHTa).

3.2. PykoBoantene [lenaptameHTa:

1)

opraHusyeT paboTy [lenaptameHTa u
pykoBoAUT UM. HeceT nepcoHanbHyto
OTBETCTBEHHOCTb 3a KayecTBO MU

CBOEBpPEMEHHOEe BbIMOSIHEHNE
BO3MOXEHHbIX Ha  [enaptameHT
YHKUUN, TPYyL4OBYHO n
NCNOJSTHUTESbCKYHO ANCLUMNITUHY
paboTHMKOB.

cornacosbiBaeT KagpoBYyto
AOKYMEHTauui Mo opraHusauuu
AeaTeribHoCTU [enapTameHTa,

BKITHOYAsi OOSMKHOCTHbIE MHCTPYKLMK
pabOTHUKOB.

cornacoBbiBaeT paboTHMKam
HenaptameHTa cnyxebHble 3agaHus
O KOMaHOMpOBaHWW, OTYeTbl 006 unx
BbIMNOJSTHEHUM, 3aaBneHns o}
npeaocTaBneHnn OTNYCKOB.

B YyCTaHOBJIEHHOM nopsAanke BHOCUT

npeanoxeHus no NOOLLPEHNIO
pabOTHMKOB, NHUUMMpyeT
npuMeHeHune AVNCUMNINHAPHbIX
B3bICKaHUN.

OCyWEeCTBMNAET  MfaHUpOBaHME WU
KOHTPOSb  MCMNoSiHeHus  BrogxeTta
[enaptameHTa, HeceT
nepcoHanbHyl0 OTBETCTBEHHOCTb 3a
Luenesoe pacxogoBaHue

BblOelTeHHbIX CPeacCTB.

BHocUT KypaTopy npeanioxeHust no
COBEPLUEHCTBOBAHWIO [ESATENBHOCTU

3.2.Head of Department:

1)

organizes work of the Department

and leads its activities. Bears
personal responsibility for quality
and on time performance of
functions of the Department, labor
and executive  discipline  of
employees.

approves HR documentation on
organization of activities of the
Department, including job
descriptions of employees.

approves business travel requests,
reports on their implementation,
vacation requests to employees.

in due order submits proposals for
incentives to employees, initiates
disciplinary sanctions to them.

plans and controls execution of the
budget of the Department, bears
personal responsibility for targeted
use of allocated funds.

submits to the Supervisor proposals
for improving activities of the



7)

[lenaptameHta, B TOM  Jucne
N3MEHEHMIO opraHmsaumoHHON
CTPYKTYpPbl M LUTATHOrO pacnucaHus.

NPUHMMAaET y4yacTue B MeponpusaTUsix
no npoaswxeHnto 6peHaa MHcTuTyTa.

3.3.B pamkax QyHKUMI, YCTaHOBMEHHbIX
lNonoxeHnem, [enapTameHT pellaet
cnegywooune 3agadu:

3.3.1.

1)

2)

3.3.2.

[Mporpammbl  NpogeccrnoHanbHOro
pa3BUTUSA CTYOEHTOB:

paspaboTka n peanu3auus
nporpamm cogencTeus B
TPYyL4OYCTPOMUCTBE, BKNIOYas
KOHCYNbTaLNOHHbIE n
obpasoBaTenbHble  MeponpuUATUS,

OHW Kapbepbl, roOCTeBble NeKUnn u
WHblE MeponpuaTUS C  y4acTuem
KOMMaHuN. NHpopmaumoHHas
nogaepxka KoMnaHun, opraHm3aums
y4yacTusi CTYAEHTOB B KapbepHbIX
MEpPONPUATUAX KOMMNAHWN,

MOHUTOPWHT TPYAOYCTPONCTBaA
BbIMYCKHWKOB,

opraHusaums y4actusi CTygeHTOB BO
BHELLIHMX CTUNEHANAaNbHbIX
nporpaMmmarx, B TOM yucne
rocyaapCTBEHHbIX.
OpraHunsaumMoHHOE COMNPOBOXAEHME
CUCTEMbI cTUNeHananbHOro
obecneyeHus, BKNKOYas
conpoBoXaeHune paboTbl
CtuneHauanbHoro coBeTa,
AOKYMeHTauuoHHoe obecneveHue

cTuneHgunarnbHbIX BbiNNaT,

MHoOroyHKLUMOHaNbHbIN cepBuc
«eONHOro  OKHay»  (CTyaeH4yeckue
CEPBUCHI), pa3BUTME LMNPPOBOro
naHgwadra:

opraHv3auus 1 pasBuTME CcepBuca
«e[NHOTO OKHa»:

7)

Department, including changes in
organizational structure and a
personnel list.

participates in activities for the
Institute’s brand promotion.

3.3.Within functions defined by the

Regulations, the Department
performs the following tasks:

3.3.1.Student career development programs:

1)

development and implementation of
employment support programs,
including consulting and educational

activities, career days, guest
lectures and other events with
participation of companies.

Information support of companies,
organization of students’

participation in career events of
companies,
monitoring of graduates’
employment,
organization of students'

participation in external scholarship
programs, including governmental
ones. Organizational support of the
scholarship framework, including
support to the Scholarship Council,
document support for scholarship
payments,

3.3.2. Multifunctional service of the single

window (student services), and digital
landscape advancement:

1) organization

and development of

‘single-window’ service:



3.3.3.

MUrpaunoHHas nogaepxka
MHOCTPAaHHbIX CTYOEHTOB,
cogenucTene B pernokauumu U
NPOXOXAEHUN obs13aTenbHbIX
npoueayp (@akTunockonuyeckas
perncTpauus, MeauLUMHCKoe
oCBMOETENbCTBOBAHME),

y4yeT M paccMOTpPEHME 3anpocoB
CTYOEHTOB B pasmMeLLeHnn
(cpenctea pasmeLleHns,
apeHaoBaHHble MHCTUTYTOM),

cepBuc MeaAULMHCKOro
CTpaxoBaHusl, CTpaxoBaHUs OT
HecYyacTHbIX cnyyaes,

ncunxomnorn4yeckasa nogaepikka,

BOWHCKUM Yy4yeT, B TOM 4uUcne
crneynarnbHbI BOUHCKUN y4eT,

Bblga4a cCnpaBoK, CTyAeH4YeCKUX
OMnNeToB ©n WHbIX OOKYMEHTOB,
npo4une ctyaeH4eckmne cepBuUCHhl,

cogeuncTeme B peLeHum
Ype3BblYanHbIX BOMPOCOB.

NpoeKkTnpoBaHune undpoBoro
naHgwadTa, pasBuMTUE CUCTEMbI
yyeTa MacTep-AaHHbIX
obyyvaromnxcsa n NOAMNUCHbIX
NHOPMAaLMOHHbBIX CUCTEM,

yyeT n AOKYMEHTaLUNOHHOEe
obecneyeHune OBXEHUs
KOHTUHreHTa, BeeHNe NNYHbIX Aen,
cTaTMCTUYecKas OTYETHOCTD,

nporpamma agantaumm (OH60PAMNHT)
NepBOKYPCHUKOB,

MHOpPMaLUNOHHaSA nogoaepxka
CTyOEHTOB  (pacCbifikn,  aHOHCHI,
DanmkecT W MHble  popmaThl

BHYTPEHHEN KOMMYHUKaLNK).

2)

— migration support for international
students, assistance in relocation
and competing procedures required
by law (fingerprint registration,
medical examination),

— registering and review of students’
requests for accommodation
(premises leased by the Institute),

— service of medical insurance,
accident insurance, psychological
support,

— military records, including special
military records,

— issuance of certificates, student ID
cards and other documents,
provision of other student services,

— assistance in emergency issues.

design of digital landscape,
development of student master data
system and subscription information
systems,

student registrar and document
processing of student cohort flow,
maintaining personal records,
statistical reporting,

onboarding and orientation program for
first year students,

information  support for students
(newsletters, announcements, digest
and other internal communications
channels).

Passutne coobuectsa crtygeHTtoB, 3.3.3. Student community building, liaison

pa60Ta C BbINMYCKHUKaMMW:

with alumni:



1) opraHusauus BHEYy4YeOHbIX
MEeponpuATUA, y4eT W nogaepxkka
CTyAEeH4YeCKMX knybos, B TOM 4ucne
CMOPTUBHBIX,

2) yyacTve B pa3BUTUWN CTYOEHYECKOrO
camoynpasneHus (B3ammMopencTene
co CTygeH4YeCckMM COBETOM),

3) koopauHauus pa3BUTUSA
CTYAEHYECKMX NPOCTPaHCTB B
Kamnyce, a Takke B cpefcrTeax
pasmeLleHus, apeHOo0BaHHbIX
NHCcTUTYTOM,

4) opraHusauus MEepPOMNpUATUI C
yyacTueMm  BbIMYyCKHUKOB,  OMpOCHI
BbIMYCKHUKOB,

5) MOHUTOPUHT YPOBHS

YAOBIETBOPEHHOCTN 00YyYatoLLIMXCS.

4. TlNpaBa n 06s13aHHOCTH

PaboTHukn [lenaptameHTa Bnpase 1
00s13aHbI:

1) cBOEeBpeMEeHHO M Ka4yeCTBEHHO
BbINOSTHATL  (PYHKUMM W 3aJauu,
ykasaHHble B [TonoxeHuu,

2) BbIMOMHATL AOJDKHOCTHbIE
0683aHHOCTM B COOTBETCTBUN C
AOMKHOCTHLIMU UHCTPYKLMAMM,

3) sanpawwmBaTtb 7 nonyyaTb
nHopmauyuo y Opyrux
paboTHMKOB, Heobxogumyio Ans
BbINOSHEHMS AOIMKHOCTHbIX
obs13aHHOCTEWN,

4) BbINOMNHATL yKasaHus U MOpyYeHus

PykoBogutensa [lenaptameHTa.

1)

coordination of student life events,
accounting and support for students’
clubs, including sports clubs,

organization of student self-governance
(interaction with the Student Council),

coordination of development of student
spaces on campus, student
accommodation facilities rented by the
Institute,

organization of activities with
participation of alumni, alumni surveys,

monitoring of students CSI| index

(satisfaction).

4. Rights and Obligations

4.1.Employees of the Department have
the rights and obligations to:

1) timely and qualitatively perform

functions and tasks set in the
Regulations,
2) perform employment duties in

accordance with job descriptions,

request and receive information
required to perform employment
duties from other employees of the
Institute,

perform tasks and instructions of
the Head of Department.



5.1.B uensx

5. Baanmopencrtsue co CTPYKTYPHbIMU

noapasaeneHsMm

BbIMOMHEHUA  (PYHKUUA,
YCTaHOBIEHHbIX MonoxeHnem,
[denapTamMeHT B3anmMoOencTByeT C
NHbLIMW CTPYKTYPHbIMU

nogpasgeneHnAamMmm, BKIo4aa:

1) OenaptameHT o6pasoBaHus — B
4yacTu pas3BUTUSA uMdppoBoro
naHgwadprta “  MHPOPMALNOHHBLIX
cuctem, (POPMUPOBAHMUA  JIUYHbIX
aern, nornyyYeHns OCHOBaHUM Mo
OBWXEHUIO KOHTMHIEHTa,
NOArOTOBKU MaTepuanos K
CTtunengmansHomy COBETY,
KOMMYHMKaumMm ¢ obyyarowmmmncs,

MOHUTOPWUHra YPOBHS nx
yOOBIETBOPEHHOCTY,

2) [denapTtaMeHT  MH(OPMALMOHHbIX
TEXHOMNOMMM — B YacTu pasBUTUSA
undpoBoro nangwadgrTa,
NOAMUCHbIX NHGOPMaLMOHHBIX
cucteMm un  0a3 paHHbix, WT-
COMpPOBOXAEHNSA CTyEHYECKNX
CEpBUCOB,

3) HdenapTaMeHT cCTpouTenbCcTBa MU
aKcnnyaTtauuMmM Kamnyca — B 4acTu

pasmelleHns  obyyawowwmxcd B
cpeacreax pasMeLLeHns,
apeHaoBaHHbIX NHCTUTYTOM,
nnaHMpoBaHMs M opraHusauuu

CTyAeH4YeCKMX NpoCTPaHCTB,

4) ®uHaHCOBbIN OenapTamMeHT — B
yacTM  HavyuCneHUs  CTUNEHAUN,
NoaroToBKM OTYETHbIX [AaHHbIX MO
pacxogoBaHuIo cpencrts

cTuneHananbHoro goHaa,

5) LleHTpbl — B 4YacTu npegocTaBneHus
CTyOQEeHYEeCKMX CEepBUCOB B pamKax
«eONHOr0 OKHay», TPYAOYCTpPOWCTBa
BbIMYCKHMKOB.

5.1.With a goal
specified in
Department

5. Liaison with structural units

to perform functions
the Regulations, the
liaisons with the other

Institute’s structural units including:

1)

Education Department — in terms of
development of the digital landscape
(target  subscription information
systems), forming personal records,
obtaining grounds on student cohort
flow, materials for Scholarship
Council, communicating with
students, monitoring their satisfaction
level (CSI),

IT Department - in terms of
development of digital landscape,
subscription information systems and

databases, IT support for student
services,
Campus Construction and

Management Department — regarding
accommodation of students in
facilities rented by the Institute,
planning and organization of student
spaces,

Finance Department — with regards to
accrual of scholarships, preparing
accounting data on expenditure of
scholarship fund,

Centers — in terms of providing
student services within the framework
of a "single window", employment of
graduates.



5.2.PabotHnkn [enaptameHta BnpaeBe 5.2.Employees of the Department are

nposoauTb paboune BCTpeun C entitled to hold working meetings with
yyacTnem paboTHMKOB NHbIX participation of employees of other
CTPYKTYPHbIX noapasaeneHun, structural units as well as involve such
npyBnekaTb Taknx paboTHMKOB K employees in implementation of tasks
peanu3auun 3agad  Cc  corracus upon approval of the heads.
pykoBoguTenen.
6. 3aKknuuTernbHbIE MONOXEHUS 6. Final Provisions
6.1.JenaptameHT cospaetcqa, 6.1.The Department is  established,
peopraHn3yeTcs, JMKBUOUPYETCA Ha reorganized, liquidated by the
OCHOBE MpuKasa pekTopa. President’s order.
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