263N TZO@IN LILEIZEIIEN | 2| NEW HIGHER EDUCATION INSTITUTE

6MdeN

REGULATIONS OF THE ACADEMIC PROCESS
MANAGEMENT DEPARTMENT

5boe0o 1Bsmglio LsbFozwadgwo - 6029960




Contents:

Article 1. General Provisions

LILGs3mM 3MEaLOL Fsbn30L LEFLSBYMOL YO NMHdS



Article 1. General Provisions

1.1 The Academic Process Management Department of New Higher Education Institute —
NewUni (hereinafter referred to as “the Institution”) is a structural unit of the
institution’s administration. In its activities, the Department (hereinafter referred to as
“the Department”) operates in accordance with the legislation of Georgia, the legal acts of
the institution, and this regulation.

1.2 Within the scope of its competence, the Department is accountable to the Rector and
the Academic Council of the institution and fulfills the responsibilities assigned by them
on the basis of the law.

1.3 This regulation defines the structure, main areas of activity, and functions of the
Academic Process Management Department.

Article 2. Structure of the Department

2.1 The Department is headed by the Head of the Department, who is appointed and
dismissed by the Rector of the institution.

2.2 The Head of the Department has a Deputy, who is appointed and dismissed by the
Rector upon the recommendation of the Head of the Department.

2.3 In case of the temporary absence of the Head of the Department (e.g., leave, illness,
business trip, etc.), or upon the assignment of the Head, the Deputy Head shall assume
and fulfill the duties of the Head of the Department.

Article 3. Rights and Responsibilities of the Department Head
3.1 The Head of the Department shall:

a) Lead and manage the activities of the Department;

b) Sign documents prepared within the Department and, if necessary, review and endorse
draft legal acts developed by other structural units of the institution;

c) Present an annual report on the Department's activities, as well as interim reports upon
the request of the Rector;

d) Organize the fulfillment of the functions and responsibilities assigned to the
Department by this regulation and submit proposals to the Rector for addressing and
resolving specific issues;

e) Within the scope of competence, issue individual conclusions on behalf of the
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Department;

f) Represent the Department in relations with third parties;

g) Exercise other powers and responsibilities defined by the legislation of Georgia, this
regulation, and the internal regulations of the institution.

3.2 The Deputy Head of the Department shall:

a) Assist the Head in the proper and effective planning and execution of duties;

b) Ensure the implementation of the functions assigned to the Department within the
institution’s activities;

c¢) Provide consultation to individual administrative units on matters related to
departmental issues;

d) Distribute incoming materials and correspondence within the Department;

e) Fulfill instructions and assignments related to departmental activities as directed by the
Rector and the Head of the Department.

Article 4. Functions of the Department

The functions of the Academic Process Management Department are as follows:

4.1 Ensuring the proper implementation of the academic process and its organizational
support;

4.2 Drafting legal acts of the institution in accordance with the legislation; participating in the
development and analysis of legal documents;

4.3 Systematization and improvement of information regarding individuals enrolled in specific
educational programs, as well as academic staff;

4.4 Providing accurate guidance for students regarding academic processes and educational
programs;

4.5 Planning and participating in activities necessary for the full integration of students with
disabilities into the academic process;

4.6 Supporting the institution’s involvement and effective integration into the international
educational system;

4.7 Monitoring the activities of tutors;

4.8 Drafting and preparing contracts to be signed with students;

4.9 Collecting and processing information related to the academic process;

4.10 Analyzing the academic activities of the institution;

4.11 Supporting the training of highly qualified specialists and contributing to this process;
4.12 Supervising students’ personal files;

4.13 Preparing and issuing certificates and references (including Form 26) for students and
graduates;

4.14 In coordination with the relevant authorities, developing the format of the diploma
certifying higher education; as well as verifying, issuing, and registering diploma supplements;
4.15 Continuous monitoring and evaluation of the ongoing academic process within the
institution;
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4.16 Conducting training sessions related to the educational process for students within one
week from the beginning of the academic semester.

Article 5. Final Provisions

5.1 The annulment of the department regulations, as well as the introduction of
amendments and additions thereto, shall be carried out in accordance with the statute of
the institution and the procedures established by the legislation of Georgia.

5.2 The reorganization or liquidation of the department shall be carried out in accordance
with the applicable legislation of Georgia.
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