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Regulations
on the Education Department



1.1.

1.2.

1.3.

1.4.

2.1.leatenbHOCTb

1. OOWwwme nonoxxeHms

[MonoxeHue o]

obpasoBaHna CKOMKOBCKOrO MHCTUTYTA
Haykm W1 TexHonormn  (ganee —
lMNonoxeHwe, OenaptameHT, VIHCTUTYT)
onpepensaet dyHKLMN
N OpraHM3aunOHHYIO CTPYKTYpY

[enaptameHTa, npaBa M 00653aHHOCTH
paboTHMKOB, B3anMogencTeme co
CTPYKTYPHbIMW NOAPa3aeneHnsMun.

[denapTaMeHT ABNSAETCHA CTPYKTYPHbIM
nogpasgeneHmem WHcTntyTa.
[enapTtameHT KypupyeT cTapLinin sule-
npesnaeHT no pasBUTUIO B
COOTBETCTBUMU C PacnpepeneHnem
o6a3aHHocTen (aanee — Kypatop).

[leaTtenbHoCTb [enaptameHTa
HaueneHa Ha opraHu3auuio n
obecneveHune KadecTBa
obpasoBaTtefnibHOro npouecca no
OCHOBHbIM obpasoBaTtesfibHbIM

nporpammamMm Bbiclwero obpasoBaHus
(banee — nporpamMmmsil).

B cBoen peatrenbHoctu [enaptameHT 1.4.In

PYKOBOACTBYETCA 3aKOHOAATENbCTBOM
Poccuinckon  depepauun, YcrtaBowm,
MonoxeHnewm, nokanbHbIMK
HOPMaTUBHLIMW aKkTamMu, LOKYMEHTaMu
cTpaTermyeckoro M  onepalmoHHOro
NnaHMpOBaHMUs, NpMUKasamMmn pekTopa.

2. OyHKUUK

[enaptameHTa
opraHu3oBaHa no cnegylowmm
PYHKUNOHANbHBIM HanpaBreHUsIM:

1) paspaboTka M COBepLIEHCTBOBaHME
nporpamm,

1.2.

1.3.

1. General Provisions

HenaptameHnte 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
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
(hereinafter — Supervisor).

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).

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

2.1.The Department activities are organized

in the following functional directions:

1) program development and

continuous improvement,



npueneyeHne n otbop abnTypmeHTos,
peanusaums y4ebHoro npouecca,
NHAYCTpUanbHOE NOrpy>xeHue,

obecrneyeHne KayecTBa
obpasoBaTenbHOro npotecca,

oubnuoTeka.

3. OpraHusauunoHHas CTpyKTypa

3.1.denaptameHT BO3rnaensieT npopekrtop 3.1.

no

obpasoBaHuto (nanee

PykoBogutens [lenaptameHTa).

3.2. PykoBoantene [lenaptameHTa:

1)

2)

3)

5)

opraHusyet paboty [enapTameHTa

n  pykoBOAUT NUM. Hecert
nepcoHarnbHyo OTBETCTBEHHOCTb
32 KayeCcTBO W  CBOEBPEMEHHOE
BbIMOSIHEHNWE  BO3MOXEHHbIX  Ha
[enaptaMeHT QyHKUUIA, TPYOOBYO U
NCNOJSTHUTESbCKYHO ANCUMUNITUHY
paboTHMKOB.

cornacosbiBaeT KagpoBYyto
AOKYMEHTauuio  no  opraHusauumu
AEeATenbHOCTU [enaptameHTa,

BKITHOYAst OOJPKHOCTHbLIE WMHCTPYKLUK
pabOTHUKOB.

cornacoBbiBaeT paboTHMKam
HenaptameHTa cnyxebHble 3agaHns
O KOMaHOMPOBaHUN, OTYeTbl 006 ux
BbIMNOJSTHEHUM, 3asBneHns
O NPegoCcTaBfEHUN OTMYCKOB.

BHOCUT npeanoXxeHus no
NooLLPEHUIO paboTHNKOB
[enapTameHTa, NHULUMMpyeT

NPUMEHEHNE K HAM ANCLMNITMHAPHbIX
B3bICKaHWUM B YCTaHOBINEHHOM
rnopsiake.

nnaHvpyeT GogkeT [lenapTameHTa u
KOHTPONMMPYET €ero  WUCMOSHeHMe,

of

student outreach and admission,
education process management,
industrial studies,

ensuring quality of teaching and
learning,

library.

3. Organizational structure

The Department is chaired by the Dean

Education (further — Head of the

Department).

3.2,
1)

2)

3)

5)

Head of the Department:

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.
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 from employees of
the Department.

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

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



3.3.B

HeceT NepcoHarnbHyo
OTBETCTBEHHOCTb 33  Lienesoe
pacxonoBaHue BblAEMNeHHbIX
cpencTs.

BHOocuT KypaTtopy npennoxeHus no
COBEpPLLEHCTBOBAHNIO AEATENbHOCTYU
[lenaptameHta, B TOM  4ucne
N3MEHEHNIO €ro opraHM3aunoHHON
CTPYKTYpPbl M LUTATHOrO pacnucaHus.

pamkax hYHKLUMOHANbHbIX

HanpasneHnn [enapTamMeHT pellaet
cnegyowmne 3agayu:

3.3.1.

1)

2)

Pa3paboTka 1 coBepLLUEHCTBOBaHNE
nporpamm:

paspaboTka COBCTBEHHbIX
obGpasoBaTenbHbIX cTaHgapToB
CkonTtexa, cobCcTBEHHbIX TpeboBaHMM
ANS acnupaHTypbl,

paspaboTka
OCHOBHbIX

(akTyanusaums)
obpasoBaTesibHbIX

nporpamMm, KOHTposib cobntogeHus
npasun 1 npoueayp NHULMMPOBAHUSA
pa3paboTku (akTyanusaumm)
nporpamm,

MeToAMYecKoe conpoBoOXaeHne
peanusauun nporpamm (BKMYas
nporpammbl B CceTeBOM doopme,
AONOMNHUTENbHbIE
npodeccruoHarnbHble  MporpamMmsl),
y4ebHbIX  3NemMeHToB,  y4ebHbIX
nnaHoB.,

obecneyeHune NMLEH3MPOBaHNA
obpasoBaTenbHON  OEATENbHOCTMU,
nonyyeHuss paspeweHun ot doHaa
«CKonkoBo» U1  rocygapCTBEHHON
akkpeauTaumm nporpamm,
akkpeauTaumm nporpaMmm B
COOTBETCTBUN C MeXAyHapoOHbIMU
cTaHgapTamu, NpOoXoXaeHus

3.3.Within the functional

personal responsibility for targeted
spending of allocated funds.

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

directions, the

Department performs the following
tasks:
3.3.1. Program development and

1)

continuous improvement:

development of Skoltech educational
standards, own requirements for PhD
programs,

organization of development,
monitoring compliance with rules and
procedures, including those for
initiation of development (revision) of
programs,

methodological support for
development and delivery of
educational programs (including
network programs and professional
training programs), educational

elements, curricula,

ensuring licensing of the educational
activities, obtaining the Skolkovo
Foundation permits, state
accreditation of programs, programs
accreditation in accordance with the
international standards, accreditation
monitoring, professional  public
accreditation,



6)

3.3.2.
1)

2)

3.3.3

1)

3)

4)

aKKpeanTauMoOHHbIM MOHUTOPUHIOM,
npodeccnoHanbHO-06LWEeCTBEHHOMN
akkpeauMTaumm,

opraHu3auusi KypCOB aHrMMINCKOro
A3blKa,

onpeaeneHve MeToaMKM pacyeTa U
y4yeT y4ebHon Harpy3km HIP.

MpuBneyeHne n ot6op abnTypneHTOB:

koopauHauuMst  pa3paboTkM  nnaHa
nprema,

pa3paboTka 1 peanusaums KamnaHum
MO MpPUBMEYEHUIO abUTYPUEHTOB, B
TOM  uYuCfe opraHusaumsi  OHem
OTKPbITbIX ABepen, NeKTopueB,
onuMnMag, KOHKYpPCOB, NMETHMX LUKON,
nporpaMm npurfaLlleHHbIX CTYAEHTOB,

opraHusauus n nposeaeHne
MPUEMHON  KamnaHuu, KOHTPOIb
nogaun 3asiBNeHUin abUTYpPUEHTOB,
KoopAnHaLUus OTOOPOYHbIX

MEpPONPUATUA N 3a4nCrIeHne,

MHOpPMaLUNOHHaSA nogoaepxka
abuTypueHToB.

. Peanusaumsa yyebHoro npouecca:

opraHusauus y4ebHoro npouecca u
yrnpaBneHne yy4ebHbIM Npoueccom Mo
nporpammam bGakanaspuara,
MarmcTpaTypbl U acnupaHTypsbl,

yrnpasneHue KaTtarnorom KypCoOB,
aKTyanusaums NHdopMauum 0
KaTtarore Ha caunTe,

cocTaBneHune y4yebHoro pacnmcaHus um
KaneHgapHoro y4yebHoro rpadwvka,

NOAroTOBKA NHAMBUAOYAnNbHbIX
y4eOHbIX NfaHoB,

5) organization of English language
courses,

6) defining the methodology for
calculating teaching load, accounting
teaching load of academic staff.

3.3.2. Student outreach and recruitment:

1) coordination of development of
admission plan,

2) development and implementation
of outreach and recruitment campaign,
organization of Open Doors, lectures,
olympiads, contests, summer schools,
visiting student programs,

3) organization and implementation of
admission campaign, control over
the application process, coordination of
selection events and enroliment,

4) information support to prospective
students.

3.3.3. Education process management:

1) organization of BSc, MSc, and PhD
programs delivery,

2) management of the course catalogue,
update of relevant information on the
website,

3) management of the course schedule
and academic calendar schedule,

4) development of individual study plans,



o)

6)

7)

8)

opraHmnsauus n nposeneHne
npomemyTquon artrTectauunmn
CTYAEHTOB, eXxerogHon aTtTectauumm,
KaHOMOaTCKUX OK3aM€EHOB,
KBaJ'IVICbVIKaLI,VIOHHbIX OK3aMeHOB U

NMTOroBOW aTTecTaumnm aCnnMpaHToB,

opraHusaums 3awmT (3a UCKNoYeHneM
CaMOCTOATENbHOIO NPUCYXAEHWNS
YYEHbIX CTeneHen kKaHauaaTta Hayk,
AOKTOpa Hayk), BKNOYas COBMECTHbIE
PhD-3awmuThbl c 3apyb6exHbIMn

yHUBepcuTeTamu, opraHusaums
paboThbl rocy4apCTBEHHbIX
9K3aMeHaUMOHHbIX KOMWUCCUW,
OTYETHOCTb NO 3aluTam,

OpraHu3auuoHHOe  COMpPOBOXAEHWEe
nporpamMmmel aKageMn4eckon
MOGBMNBHOCTK (B TOM yucne
opraHusauus KOHKypca 3asBOK,
3aKnioyeHue cornatieHun, yJyet

pe3ynbTaToB BbINOSIHEHHOW Hay4HO-
nccnegoBartenbckon paboTbl),

yrnpaBneHue COBMECTHbIMU
nporpammamn  (ceteBad  popma,
ABOVHbIE  OMNIIOMbl,  COrnalleHus

«cotutelley),

y4YyeT ycneBaeMoCTU U noceLiaemMocTu
obyyaromnxcs, NpoBepKa BbINONHEHNS
TpeboBaHun nporpamm, nepesadeT
ANCLMMNINH,

10) nogroToBka un Bblgavya 4OKYMEHTOB 00

obpa3oBaHnM 1 0 KBanudukauuu,

11) ynpasneHue ayantopHbIM (OOHAOM.

3.3.4. WHpycTpuranbHoe norpyxeHue:

1) ycTtaHoBneHue "

yrnpasneHve
MapTHEPCKMMM  COrNalleHusiMM ¢
MHOYCTpUanbHbIMW - KOMNaHUSIMU B

10)

11)

organizing the interim assessment for
students, annual progress review,
candidate exams, qualifying exams,
and Thesis Final Review for PhD
students,

organizing thesis defenses (excluding
the autonomous award of Doctor of
Philosophy and Doctor of Science
academic degrees), including PhD
defenses with international universities,
organizational support of state
examination commissions, reporting on
defenses,

organization support for the academic
mobility program (including
organization of the call for the program
applications, concluding agreements,
transfer of credits for research),

management of the partnership
programs (network, double degrees,
cotutelle agreements),

attendance oversight and control over
academic performance, control over
compliance with program
requirements, courses credit
transfers,

and

of
and

issuance
education

and
for

preparation
documents
qualification,

learning space management.

3.3.4. Industrial studies:

1) setting

and management of
partnerships with industrial companies
in order to implement the industry

6



3.3.5.

1)

3.3.6.

1)

2)

Lensx peanusaunm
NPON3BOACTBEHHOW MPAaKTUKK, WHbIX
dopmaTtos B pamkax
obpasoBaTenbHOro npouecca,

opraHmsauus nporpamMmbil
NPOV3BOACTBEHHOM NPaKTUKN,

nnaHMpoBaHMEe MeponpusaTuin, cbop
obpaTHOM CBA3M OT KOMMNAHUA WU
oby4aromxcs, 0THETHOCTD,

opraHmsauums eXerogHowu
KOH(pepeHumn «[deHb NHOyCTpumn».

ObecneyeHune kavyecTBa
obpasoBaTenbHOro npoLecca:

BHeOpeHMe cuctemMmbl obecnevyeHus
KayecTBa nporpamm,
obpasoBaTenbHOro npouecca, 3awuThl
auccepTaumn,

opraHuMsauusi nporpamm MOBbILLEHUS
negarornyeckoun keanudukaumm, B TOM
yncne no dopmatam  0bydeHus
OHNauH. OpraHunsauus
CBOEBPEMEHHOIO NPOXoXxaeHus
nporpamMm MnoBbILLEHUS KBanndukaumm
paboTHMKaMun npodeccopcko-
npenogaBaTenbCKOro CoOCTaBa,
aHanuTuka n OTYETHOCTb
nporpammam,

opraHuMsauus exerogHon npoueaypsbl
HarpaxaeHus 3a pesynbTathbl
obpasoBaTenibHOM AEeATENbHOCTH.

Bubnuoteka:

no

opraHusauus n pasBuTue
OMbNMOTEYHbIX CepBnCcoB n
NpPoOCTpaHCcTBa GnbnmnoTeku,

opraHusauus aocTyna K
nyéonukaumsamM 1 MHCTPYMEHTaMm
paboTbl C Hay4YHbIM KOHTEHTOM,
BKNtoyasi 6a3sbl OaHHbIX n

ONEeKTPOHHbIE NOAMUCKN.

1)

immersion program, other formats
within the program delivery process,

organization of  the Industrial
Immersion, including planning
activities, assessment of company and
student feedback, reporting,

organization of the annual Industry Day
conference.

3.3.5. Ensuring quality of teaching and

learning:

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

organization and delivery of teaching
and mentoring excellence programs,
also in online and hybrid teaching.
Organization of on time competing
professional programs by faculty,

learning analytics and reporting,

conducting the annual award for
Education Excellence.

3.3.6. Library:

1) organization and management of
library services and the library
space,

2) organizing access to publications
and tools, including databases and
electronic subscriptions.



41.

5.1.B

4. lMpaBa n 06a3aHHOCTH

1 0bs3aHbI:

1) cBoeBpEMEHHO n
BbINOSMHATL  (PYHKLUMM
ykasaHHble B [TonoxeHuu,

Ka4yeCTBEHHO
N  3apauu,

BbINOJHATb JOIMKHOCTHbIE
00dA3aHHOCTM B COOTBETCTBUU C
AOIMKHOCTHBIMU UHCTPYKLUMSIMM,

3) s3anpawwwmBaTtb n nonyyatb
UHpopmauuio y apyrmx paboTHMKOB
NHcTuTyTa, Heobxognmyto ans
BbINOJIHEHUSA dyHKUMN,

yCTaHOBﬂeHHHXITOHOXGHMGM,

BbINOMHSATb YyKasaHust M MOpyYeHus
pykoBoauTens [lenapTameHTa.

5. Bsanmopgencrtsue co CTPYKTYpPHbIMU
nogpasgeneHmsamm

uensix  BbIMOMHEHUA
YCTaHOBIEHHbIX
HenaptameHT B3aUMOOENCTBYET  C
NHBIMN CTPYKTYPHbIMU
nogpasgeneHnamm, Bkyas:

dyHKUMIA,
[NonoxeHnem,

1) UeHTpbl — B 4actu paspaboTku,
peanusaumm n aKkTyanusaumm
nporpaMmmMm, OpraHu3auuMm UTOroBoOM

aTTecTtaumm oby4yaromxcs.

2) OenaptameHT no  pabote co
cTyaeHTamu B 4acTu pasBuUTUS
umMdpoBoro naHgwadgTa n
MHOPMALNOHHbIX cucTem,
dopMmnpoBaHunsa NNYHBIX aen,
nony4YeHns OCHOBaHWUIN MO LOBUXKEHWUIO
KOHTMHIEHTa, noaroToBKM

mMaTtepunanoB CTmneHnmaanomy

K

5.1.

4. Rights and Obligations

PabotHunkn [enaptameHTta Bnpase 4.1.The employees of the Department have

the rights and obligations to:

1) duly and on time perform functions

and tasks specified in the
Regulations,
2) perform employment duties in

accordance with the job descriptions,

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

perform tasks and instructions of the
Head of the Department.

5. Liaison with the structural units

In order to perform functions specified in
the Regulations, the Department liaisons
with other Institute’s structural units
including:

1) Centers — with regards to design,

implementation and update of
programs, final attestation
procedure.

2) Student Department — in terms of

development of the digital landscape
and target subscription information
systems, formation of personal
records, obtaining grounds on
student cohort flow, preparation of
materials for Scholarship Council,
communication with students,
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6.1. JenaptameHT

COBeTY, KOMMYHMKaLMK c
obyyvaroLmnmmcs, MOHUTOPUHra
YPOBHS UX YAOBNETBOPEHHOCTMW.

3) T penaptameHT — B 4actu
TexHnyeckoun nogaepxkm ANOC.

4) lNpaBoBov AenapTamMeHT — B 4acTu

npaBoOBOro COMNpPOBOXOEHNS
obpasoBaTenbLHOro npouecca
(nMueHsmpoBaHue, akkpeaguTaums,
aKKpeANUTaLUNOHHbIN MOHUTOPWHT),
B3aMMogencTBus c opraHammu

rocyapCcTBEHHOM BNacTu.

5.2.PaboTtHnkn  [denaptameHTa  BnpaBe
npoBoanTb paboyme BCTpeun ¢ y4actmem
paboTHUKOB NHbIX CTPYKTYPHbIX

nogpasgenexHmn WHctutyta, a TaKke
npuBnekatb  Takux  pabOTHMKOB K
peanuaauumn oTaerbHbIX MEPONPUATUIA C
cornacusa pykoBoguTenen CTPYKTYPHbIX
nogpasaeneHun.

6. 3akn4yuTenbHble NonoXeHus

cosgaeTcs,
peopraHumayeTcs, nUKBMAONpyeTCs
B YCTAQHOBIIEHHOM MOpSAOKEe MNPUKa30M
pekTopa.

6.1.The

monitoring their satisfaction level
(CSI).

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

4) Legal Department — on legal support
of educational activity (licensing,
accreditation, accreditation
monitoring) and  liaison  with
governmental authorities.

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 structural units.

6. Final Provisions

Department is  established,
reorganized, dissolved by the President’s
order in due order.
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