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MMOJIOKEHHA
PO BLAAILJI IO POBOTI 3 IHOBEMHHUMMU CTYJAEHTAMH
YMAHCBKOT' O JEPAKABHOT'O
NMEJATOT'TYHOI'O YHIBEPCHUTETY
IMEHI MTABJIA TUMHUHH

I. 3aranbHi non0XxKeHHsA

1.1. Bignin no po6oti 3 iHO3eMHMMH CcTyneHTamH (nani — Bimamin) e
CTPYKTypPHHM  [ipO3QiioM  YMaHCBKOTO  JIEP)KaBHOrO  IEJarorivHoro
yHiBepcutety imeni IlaBna Tuuunm (mani — YHiBepcuteT), sikuil GesnocepeHbO
MiIMOPSAKOBY€TECS TIEPLIOMY MPOPEKTOpY, MiA3BITHUH Ta IiAKOHTPONBHHH
pekTopy YHIBEPCHUTETY.

1.2. Bigain 3aiiicHIOE CBOIO Ais/IbHICTH BiAMOBIHO 10 3aKOHIB YKpaiHH
«IIpo ocgity», «[Ipo Buuty ocBiTy», «IIpo npaBoBuii cTaTyc iHO3eMLUIB Ta 0Ci0
6e3 rpomansHcTBa», moctaHoB KaGinety MinicTpis VYkpaiHH, [10CTaHOB,
posnopsmkenb, Hakazis MOH, MBC ta M3C Vxpaiuu, IHLUIHX HOPMaTHBHO-
IPAaBOBMX aKTiB YKpaiHH, IO PEeryjroloTh HaByaHHs i mepeOyBaHHS 1HO3EMHHX
rpomanss B Ykpaini, Cratyty VYIIIY iMmeni IlaBna TwuuuMHM, HaKa3iB,

pO3MOpAIKEHb PEKTOpa YHIBEPCHUTETY 3 OCHOBHOI AisIBHOCTI Bigminy,



PO3MOPsAKEHD MEPILOTo MPOPEKTOpa Ta Lboro [lonoxeHHs.

3 nuTaHe oprasizauii Ta ocobnuBocTel poOOTH 3 IHO3EMHMMH CTYAEHTaMH
Binnin KepyCTbCHu pekoMeHIalisiMH MiHICTEpCTBa OCBITH | HayKuh YKpaiHH Ta
nepxasHoro mignpuemcrea MOH Ykpainn «YKpaiHChKUH JAepKaBHUH LEHTP
MIDKHAPOAHOI ~ OCBITHY, JAEP>KABHOI'O nmianpuemctea MOH  VYkpainu
«IHdhopMauiHHO-IMI[UKEBHH LIEHTPY.

1.3. 3asimyBau Binminy npusHadaeTbCcs 1 3BUIBHAETHCA HAKa30M pPEKTOpa
VHiBEpCHTETY 3 NOTOKEHHS MEPIIOro POPEKTOPA.

1.4. Bigmin 341MCHIOE CBOK JiSUIBHICTH BIAMOBIIHO A0 PIYHOrO ILIAHY
pOBOTH, KM 3aTBEPKYETHCA TIEPIIMM NPOPEKTOPOM Y HIBEPCHTETY.

1.5. Bignin npu BUMKOHaHHI MOKJIAJEHHX HAa HLOrO 3aBJaHb 1 QYHKIIA Yy

BCTAHOBJICHOMY TOPAAKY B3a€MOJi€ 3 IHIIHMH CTPYKTYPHHMH IIiIpO3JiIaMu

VYHiBEpCUTETY.
II. OcHoBHa MeTa, 3aBAaHHA i pyHKuii Binxiay

2.1. Bigmin cTBOpeHMit 3 METOK MOMyJsIpH3aLii OCBiTHIX IOCHYT, SKi
HAJAlOThCA B YHIBEPCUTETI A iHO3eMHHX rpoMajisiH, Ta oprasizanii po6oTy,
[OB’A3aHOI 3 HABYAHHSM i nepebyBaHHAM iHO3EMHHX IPOMaiAH B YHIiBEPCHTETI i
Ha TepUTOpii Y KpaiHH.

2.2. PoboTa Binainy cnpsMoBaHa Ha BUPIIIEHHS HACTYIIHHX 3aBJaHb!

- Peanmizamito B YHiBepcuTeTi JepaBHOI IONITHKH, CHOPAMOBAHOI Ha
NiABHILEHHS PiBHA AKOCTi MPoQeciitHOi MAroTOBKM iHO3EMHHX CTY/CHTIB;

- BCTaHOBNEHHA TICHHX 3B’A3KiB 3 TIOCOIBLCTBAMHM 1 KOHCYJIBCTBAMH
iHO3eMHHX Jep>KaB B YKpaiHi;

- Tlomyk KOMNaHii-areHTiB 3 METOK 3aJyYEeHHA IHO3€MHUX IPOMaJUiH Ha
HaB4aHHs B YHIBEpCUTETI,

- IliaroroBka iH¢opMallii Mpo HajlaHHA OCBITHIX IMOC/IYT 3 METOIO

3POCTAHHA KOHTMHTEHTY {HO3€MHHX CTYIEHTIB B Y HIBEpPCHTETI;



- Hapanus iHpopMauiifHOi MIATPUMKH IHO3EMHHMM TpOMajsiHaM 3 IUTaHb
OTPUMAHHA HUMH 3aMpPOWICHE HA HABYAHHS B VYHiBepcuTeTi Ta 0QOPMIICHHSA Bi3,
YMOB MPHHOMY Ta 3apaxyBaHHs, BH3HAHHA H anoOCTHIIOBAHHA NOKYMEHTIB PO
OCBITY, a TaK0X nepe0yBaHHA Ha TEPUTOPIT Y KpaiHH;

- KoopauHauis pasom 3 MNpuUAManbHOIO KOMICIEI0 Ta iHpoOpMariitHo-
00YMCTIOBAJILBHUM LIEHTPOM [HTaHb, MOB’A3aHHMX 31 BCTYIIOM 1 3apaxyBaHHAM
IHO3€MHHMX TpOMaJiiH Ha HaBYaHHA B YHIBEPCUTETY 3a aKpeOUTOBAaHHUMH
CHELIAIBHOCTSIMM,

- [IpuitoM HOKYMEHTIB, 3[iMICHEHHS MPOLEIYPH 3apaXxyBaHHsA i OpraHizauis
HABYAHHS 1HO3EMHHMX TPOMAAsH Ha MIArOTOBYOMY BUUIUICHHI IS 1HO3EMHHX
rPOMANSH 1 JUCTAHLIHHUX KOPOTKOCTPOKOBHX Kypcax;

- KoopnuHuallig nuTadb, NOB’A3aHUX 3 HABYAHHAM 1HO3EMHHUX CTYIEHTIB Ha
dakynbTeTax;

- CrmiBmpans 3 opranamu YMBC ta YIMC VYkpainu B Uepkacbkiii 061acTi;

- CniBnpaug 3 a/m MOH Vkpainn «YKpalHCBKMH JepXaBHHUH LEHTP
MDKHApOAHOI OCBiTHY, «[H(pOpMaLIiHO-IMIIKEBUI LIEHTPY.

2.3. BianmoBigHO 10 MOKJIAJAEHMX HA HBOrO 3aBaaHb Bimain 3abesneuye
peastizalliro HaCTYNMHHUX (QyHKLIIH:

2.3.1. [lporokonkHi # opraHizauidHi QyHKLUII:

- BejleHHA 3 IOpHAMYHHUMHM 1 GI3MYHMMH 0co0aMu TMeperoBopiB IIOAO
3aJTyYeHHS Ha HaBYaHHs IHO3EMHHX IPOMaJsH;

- JluctyBaHHSA 3 IMOCONBCTBAMH 1 KOHCYJIBCTBAMH, a TaKoxX (ipmamu-
areHTaMH 3apyOiKHHX KpaiH 3 METOI MOLIMpeHHs iHdopMauii Mpo OCBITHI
HOC/TYTH, sIKI HaJla€ Y HIBEpPCHUTET;

- IlizTpuMKa MOCTIHHMX KOHTAKTIB 3 yCiMa NMapTHEPaMH 3 MIKHapOAHOI
CMIBIIpaLli;

- 3abe3nmedyeHHs MIATOTOBKH, O(GOPMIECHHA Ta MIANMCAHHA YroA IIpo
CHIBIpali0 YHIBEPCUTETY 3 KOMIAHIAMM MO HabOpy I1HO3EMHHX TIpOMAJIH Ha

HaBYaHHS B YKpaiHi;




- CnpusAHHS JOBrOCTPOKOBOMY IUTIIHOMY CIIBPOOITHHUTBY YHIBEPCHUTETY 3
KOMIIaHiIMU M0 HaQOpy iHO3EMHUX TPOMAJIH Ha HABYAHHA B YKpaiHi BIANOBIJAHO
10 YKJIaJleHUX YTO[I;

- [lizroroBKa MpOEKTIB 1 MiJANKCAaHHA JOTOBOPIB MPO CHiBpaiio 3 GipMaMu-
areHTaMu 3 METOIO 3aJTy4YEHHs 1HO3EMLIB Ha HABYAHHA B Y HIBEPCHUTETI;

- [TinroToBKa i HaJaHHs BIAMOBIAEH HA 3aIMTH COLIAJILHO-ITPaBOBOIO
XapakTepy Bill ITOCOJNBCTB, 3aKOPJOHHHMX OpraHisaliii Ta yCTaHOB, IHO3EMHUX
rpoMajisiH, a caMe, apXiBHMX [JOBilIOK, AOBIOK-TIATBEPIKEHb PO HABYAHHSA
1HO3EMHHX TPOMAJITH B Y HIBEPCUTETI; AOBIJOK UId OaHKY;

- OdopMiteHHs | BUIa4a 3ampoIllieHb Ha HABYaHHA JUIA 1HO3EMHHUX TPOMA/IfH,

- 3ycTpiu iHO3eMHHX TPOMaIsiH B MMyHKTaX IEPETHHY KOPJOHY Ta IMOCEICHHS
iX Y TYPTOXHTOK,

- Pobota B cuctemi «KypHan 00/iKy 3ampolieHs HA HaBYaHHA B YKpaiHi,
110 BUa0Thea ykpaiHcbkumu 3BO inozemiusam» a/m MOH Vkpainu «Y JLIMO»;

- O¢opMiieHHs [JOKYMEHTIB, fKi CYNpPOBOUKYIOTh HABYAHHS iHO3EMHHX
rpoMajisiH;

- OdopmiieHHs i MiAMHCAHHA - AOTOBOPIB NPO HAJaHHA OCBITHIX MOCIYT
1HO3eMHUM CTYACHTAM,

- Hajiauus ZOMOMOTH iHO3EMHHM CTy/IEHTaM HpH OGOpMIIEHHI CTPaxOBHX
noJiiciB (MEIMYHA CTPaXxOBKa Ta CTPAXOBKa Ha JECMOPTALIIO);

- ®opmyBaHHi O0COOOBMX CIpaB 1 BelAeHHA OOJiKy 3adB I1HO3EMHHX
crynenTiB B cucteMi «1C Oyxranrepis»;

- BHeceHHs JaHMX iHO3eMHHX cTyaeHTIB 10 €IEBO;

- Benenns oco60BHX CrpaB iHO3EMHUX CTY/ICHTIB;

- GopMyBaHHA Haka3iB NpO 3apaxyBaHHs, BIJpaxyBaHHs, IMOHOBJICHHs
IHO3eMHHX CTYIEHTIB;

- Oprani3zailisi KyJIbTypHO-BHXOBHOI Ta ajlanTaniiHoi po6oTta 3 iIHO3€MHUMH

CTYACHTAMH,;



- OpraxizauifiHa miATPUMKA iHO3eMIIiB, fKi BCTYMWIH Ha 0akanaBpChKi Ta
MaricTepchKi Mporpamu, y 3JifiCHEHH] MPOICAYPH BU3HAHHS JIOKyMEHTIB TIpO
OCBITY;

- HapmauHs nomoMmord Tpu opopMIeHHI HEeoOXiZHHX JIOKYMEHTIB JUIf
pOBE/ICHHS OPIBHAIBHOTO aHATI3Y OCBITHIX JOKYMEHTIB IHO3EMHHX CTY/ICHTIB;

- OdopMIICHHS IHO3EMHHUM IPOMajiiHaM BUITYCKHHX KYpCiB JOKYMEHTIB PO
OCBITY;

- HajauHs 10TIOMOTH Y TATOTOBLL MAKETiB JIOKYMEHTIB 1A MOH VYkpainu
A/l TIPOCTABJICHHS ANOCTHIK Ha OCBITHIX JOKYMEHTaX I1HO3EMHHX rpOMajsdH,
BHMIAHKX YHIBEPCHUTETOM, 3 METOIO X BU3HAHHS 3aKOPAOHOM;

- Opranizailis HaBYaJBHOTO IPOLECY HA MiATOTOBYOMY BiJIiIEHH] sl
iHO3eMHHX TpoOMajsfH Ta KOPOTKOCTPOKOBHX QUCTAaHUIMHMX Kypcax, a caMe,
yKIaJaHHs HavyaJlbHHX [UIaHIB i pospobka mporpam; YKiaJaHHA pO3KIany;
KOHTPOJIb 3@ BiJIBIlyBaHHAM 3aHATH Ta YCIILIHICTIO;

- Benenns nokymenTanii Biqainy,

- Tlepeknan nOTOYHOL JOKYMEHTaLli1 iIH03€MHHMH MOBaMH.

2.4.2. Inpopmaiiina QyHKLIsAX:

- Hapauns indopmauii cTaTUCTHHOIO 1 HOPMAaTHBHO-NIPaBOBOTO XapaKTepy,

- CrBopeHHs 0a3 JaHMX, MATOTOBKA PEKIAMHHX TIPOCTIEKTIB, MPE3EHTALIH,
pejieHHs iH(opMauiiiHoro caity Biwainy;

- YuacTh y KoH(epeHIisX, BUCTaBKax, CEMIHApax, NPUCBAICHHX MUTaHHAM
[iArOTOBKK Ta HAOOPY IHO3EMHHUX IPOMa/iAH HA HAaBYaHHA B YHIBEPCHUTETI;

- TIpoBeseHHs O3’ ACHIOBANBLHOI POOOTH Cepen iHO3EMHHUX CTYIEHTIB L1010
ix mnpas, cB060] Ta 060B’A3KIB, nepenbaueHHX YAHHAM 3aKOHOJaBCTBOM Ykpainy;

- Hapmamus iHGOpMAIliHO-KOHCY/ILTATUBHOI JOMOMOTH Y BHpIiLIECHHI
[IMTaHb, MOB’S3aHUX 3 yMOBaMM HaBYaHHT, nepebysanns, B’i3my Ta BHI3AY 3
YkpaiHu.

2.4.3. Konrpomoroua (yHkiis y cdepi Habopy Ta MiArOTOBKH 1HO3EMHHX

rpomajisH B YHiBEepCUTETI B MEXax KoMmIeTeHIi Biaaury:




- TlpwuiioM i nepeBipka JOKYMEHTIB, AKi MMOJaTh iHO3€MHI TPOMaIAHH [IPH
BCTYI | 3apaxyBa}3Hi 10 YHIBEpCUTETY 3TiJHO YHHHOIO 3aKOHOJIaBCTBa,

- 3nifCHEHHs KOHTPOJIIO 38 CBOEYACHOK PEECTPALIIEI0 IHO3EMHHX TPOMAJISH
B YJIMC B M. YManb Yepkacbkiii 007acTi Ta HaJaHHA JOMOMOTH B OTPUMAaHHI
MOCBIZKM Ha TUMYACOBE MPOXKUBaHHA B YKpaiHi 3r1IHO YWHHOIO 3aKOHO/1aBCTBA,

- KoHTpoJ1b 32 BAKOHAHHSM CTYJCHTaMH NPABUJI BHYTPILlIHBOTO PO3MOPSIAKY
Ta 3a OE3MEKOI0 CTY/IEHTIB;

- KoHTpons 3a BUrOTOBJIEHHSAM CTYAEHTCHKHMX Ta YMTAlbKHUX KBUTKIB JUIS

CTYIEHTiB-IHO3EMLIB;

- Kourpons 3a BYaCHHM 31iHCHEHHAM CTYJSHTaMHM HEOOXIJIHMX OIUIAT 32

HABYAHHS Ta IPOXKHBAHHS B T'YPTOKHUTKY;

- BeneHHs o6miKy yCHIIHOCTI HaBYaHHS iHO3EMHHX CTYIEHTIB, KOHTPOJb
3a BUKOHAHHSM HHMH HABYAJBHUX TUIaHIB, JIKBIJAWi  aKageMidHHX
3a60proBaHoOCTEl, IPOBeeHHs POOOTH 3 IIOHOB/ICHHSA HA HABYAHHS 1 [IEpEBEICHHS
1HO3EMHHX IPOMAJIsH.

I11. IIpaBa

3.1 Ilpasa Bimuiny peanisyrOTbcs 3aBiayBaueM Ta iHIIMMH NPALiBHUKAMH
Bi/IMOBIIHO IO BCTAHOBJIEHMX MOCA0BUX IHCTPYKLIH Ta po3noiny 060B’ A3KiB.

3.2. CniBpobiTHukH Binainy maioTh npaso:

3.2.1. OnepxyBaTd B  YCTAaHOBIEHOMY TMOPSAKY Bil  MiAPO3/iTiB
YHiBepcuTeTy JOKYMEHTH Ta iHhopMalliiiHi MaTepianyn, HeoOX1aH] Ul BAKOHAHHA
NoKJIaJeHMuX Ha Biajin 3aBaaHb.

3.2.2. 3a 1OpY4YEeHHAM KEepiBHUUTBA YHIBEPCUTETY B MEXaxX IOBHOBAXKCHB,
BU3HAUEHUX MM [10710KEHHAM, BECTH MEPETOBOPH 1 JTUCTYBAHHS 3 MOCOJILCTBAMU
i KOHCYJILCTBaMH, (PipMaMH-ITOCEPEAHUKAMHU Ta IHO3EMHUMH IPOMaZITHAMH.

3.2.3. Buocurd mpomo3uuii  KepiBHUUTBY  YHIBEPCHTETY  LIOMO
BJIOCKOHANEeHHA poboTn Biminy.

3.2.4. 3a MOro[KEHHAM 3 KEPIBHHUITBOM YHIBEPCHTETY 3ajly4yaTH
NPALiBHUKIB IHUIUX CTPYKTYPHHX MiApO3MIiliB VYHIBEPCHTETY A0 BHKOHAHH:A

3aBJaHb, MoB’A3aHMUX 3 HABYAHHAM 1HO3EMHHUX rpoMajisit.



5.5. Tlpunusenus pisnsHOCTI Binniny moxe Gyt nposemeHo wmsxom
Horo peopramisamii uM mikBimauii Ha migcrasi pimeHHss Buenoi Paau
YHIBEpCHTETY 32 HAKA30M PEKTOPA.

5.6. Buecenns 3MmiH i fonoBHeHs 10 AaHOro IoNoXKeHHs 31IACHIOETBCS 3a
pimeHHsM Buenoi Pamu YHiBepCHTeTY i BBOAMTECS B Jil0 HaKa3oM pexTopa

YHiBepcurery.

3aBimyBau Bimainy %717}/" H.M. PemesoBchka

10 poOOTi 3 IHO3EMHUMH CTYAEHTAMH

IToromxeno:

[lepiuuii mpopekrop . AM. I'ensuk

FOpuckouncynst OLV O.M. lynuux
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REGULATION OF THE FOREIGN STUDENTS DEPARTMENT OF
PAVLO TYCHYNA UMAN STATE PEDAGOGICAL UNIVERSITY
[. GENERAL PROVISIONS
1.1. The Foreign Students’ Depaftment (further referred to as - the

Department) is a structural unit of the Pavlo Tychyna Uman State Pedagogical
University (further referred to as - the University), which reports directly to the
First Vice Rector, accountable to and under the control of the Rector of the
University.

1.2. The Department carries out its activity in accordance with the Laws of
Ukraine "On Education", "On Higher Education", "On the Legal Status of
Foreigners and Stateless Persons", resolutions of the Cabinet of Ministers of
Ukraine, resolutions, orders of the Ministry of Education, Ministry of Interior of
Ukraine and the Ministry of Foreign Affairs of Ukraine, legal acts of Ukraine
governing the education and stay of foreign citizens in Ukraine, Statute of the
Pavlo Tychyna Uman State Pedagogical University, orders of the Rector of the
University on the main activity of the Department, the instructions of the First Vice
Rector and this Regulation.

The Department is guided by the recommendations of the Ministry of
Education and Science of Ukraine and the State Enterprise of the Ministry of
Education and Science of Ukraine “Ukrainian State Center for International
Education” and the State Enterprise of the Ministry of Education and Science of

Ukraine “Information and Image Center”.




1.3. The Head of the Department is appointed and dismissed by the order of
the Rector of the University by agreement with the First Vice-Rector.

1.4. The department operates in accordance with the annual work plan
approved by the First Vice-Rector of the University.

1.5. Carrying out its tasks and functions the Department interacts with other
structural units of the University in due course.

II. THE MAIN PURPOSE, TASKS AND FUNCTIONS OF THE
DEPARTMENT

2.1. The department is created to promote educational services provided by
the University for foreigners and to organize work related to the education and stay
of foreigners at the University and in Ukraine.

2.2. The Department's work is aimed at solving the following tasks:

- Implementation at the University of Public Policy aimed at improving the
quality of vocational training of foreign students;

- Establishing close relations with embassies and consulates of foreign
countries in Ukraine;

- Search for companies with the purpose of attracting foreign citizens to
study at the University;

- Preparation of information on the provision of educational services for the
purpose of increasing the number of foreign students at the University;

- Provision of information support to foreign citizens on the issue of
receiving their invitations for studying at the University and registration of visas,
conditions of admission and enrollment, recognition and apostille of documents on
education, as well as stay in the territory of Ukraine;

- Coordination with the Admissions Committee and Information and
Computing Center of the issues related to the admission and enrollment of foreign
citizens to study at the University in accredited specialties;

- Acceptance of documents, implementation of enrollment procedure and
organization of training of foreign citizens at the preparatory department for

foreign citizens and distance short-term courses;



- Coordination of issues related to the study of foreign students in the
faculties;

- Cooperation with the Ministry of Interior of Ukraine and the State
Migration Service of Ukraine in Cherkasy region;

- Cooperation with the State Enterprise of the Ministry of Education and
Science of Ukraine “Ukrainian State Center for International Education” and the
State Enterprise of the Ministry of Education and Science of Ukraine “Information
and Image Center”.

2.3. In accordance with its tasks, the Department provides the following
functions:

2.3.1. Protocol and organizational functions:

- Conducting negotiations with legal and individuals on attracting foreign
citizens to study;

- Correspondence with embassies and consulates, as well as agents of
foreign countries in order to disseminate information about educational services
provided by the University;

- Maintaining ongoing contacts with all international cooperation partners;

- Provision of preparation, registration and signing of agreements on
cooperation of the University with companies for recruitment of foreign citizens
for study in Ukraine;

- Promoting long-term productive cooperation of the University with
companies for recruitment of foreign citizens to study in Ukraine in accordance
with the concluded agreements;

- Preparation of projects and signing of agreements on cooperation with
agent companies with the purpose of attracting foreigners to study at the
University;

- Prepare and respond to social and legal inquiries of embassies, foreign
organizations and institutions, foreign citizens, namely, archival notes, references
and certificates of studying of foreign citizens at the University; bank inquiries;

- Registration and issuance invitations for studying for foreign citizens;



- Meeting foreigners at border crossing points and settling them in a hostel;

- Work in the system "Journal of accounting invitations for studying in
Ukraine, issued by Ukrainian Higher Educational Institutions for foreign citizens"
of the State Enterprise of the Ministry of Education and Science of Ukraine
“Ukrainian State Center for International Education™;

- Registration of documents accompanying the studying of foreign citizens;

- Registration and signing of agreements on providing educational services
for foreign students;

- Assistance to foreign students in registration of insurance policies (health
insurance and deportation insurance);

- Formation of personal cases and accounting of applications of foreign
students in the system "1C accounting";

- Entry of foreign students™ data into “The State Electronic Database on
Education™;

- Keeping personal affairs of foreign students;

- Formation of orders for enrollment, expulsion, renewal of foreign students;

- Organization of cultural, educational and adaptation work with foreign
students;

- Organizational support for foreigners who have entered the bachelor's and
master's programs in the process of recognition of educational documents;

- Assistance in the preparation of the necessary documents for comparative
analysis of educational documents of foreign students;

- Registration of bachelor's and master's degree diplomas on the basis of
documents provided by the deans of the faculties at which they study;

- Assistance in preparation of documents for the Ministry of Education and
Science of Ukraine to affix an apostille on educational documents of foreign
citizens issued by the University for the purpose of their recognition abroad;

- Organization of the educational process at the preparatory department for

foreign citizens and short-term distance courses, namely, the preparation of initial



plans and the development of programs; scheduling; monitoring attendance and
performance;

- Maintenance of documentation of the Department;

- Translation of current documentation in foreign languages.

2.4.2. Information features:

- Provision of information of statistical and regulatory nature;

- Creation of databases, preparation of advertising leaflets, presentations,
maintenance of the information site of the Department;

- Participation in conferences, exhibitions, seminars dedicated to the issues
of preparation and recruitment of foreign citizens to study at the University;

- Conducting outreach work with foreign students regarding their rights,
freedoms and responsibilities as provided for by current Ukrainian law;

- Provide information and advice on issues related to the conditions of study,
stay, entry and departure from Ukraine.

2.4.3. Supervisory function in the field of recruitment and training of foreign
citizens at the University within the competence of the Department:

- Receiving and checking documents submitted by foreign citizens at
admission and enrollment to the University in accordance with current legislation;

- Control over the timely registration of foreign citizens in the State
Migration Service of Ukraine in Cherkasy region in Uman and providing
assistance in obtaining a temporary residence permit in Ukraine according to the
current legislation;

- Control over the students' compliance with internal rules and student
safety;

- Control over the production of students™ and readers™ tickets for foreign
students;

- Control over the timely implementation by students of the necessary fees

for study and accommodation in the hostel;



- Control the success of studying of foreign students, control over the
implementation of their curricula, elimination of academic arrears, work on
renewal of study and transfer of foreign citizens.

1. RIGHT

3.1 The rights of the Department shall be implemented by the Head and
other employees in accordance with established job descriptions and
responsibilities.

3.2. Employees of the Department have the right to:

3.2.1. To receive, in due course, from the departments of the University the
documents and information materials necessary for the fulfillment of the tasks
assigned to the Department.

3.2.2. On behalf of the administration of the University, to negotiate and
correspond with embassies and consulates, intermediary offices and foreign
citizens within the powers specified in this Regulation.

3.2.3. To make propositions to the administration of the University on
improving the work of the Department.

3.2.4. In agreement with the administration of the University, involve
employees of other structural units of the University in the fulfillment of tasks
related to the training of foreign citizens.

IV. DUTIES

4.1. According to the Code of Labor Laws of Ukraine, other legislative acts,
employees of the Department are obliged to:

4.1.1. Perform the duties required by the job descriptions promptly and
properly.

4.1.2. Comply with the Internal Labor Regulations of the University.

4.1.3. Observe work and executive discipline.

4.1.4. Comply with occupational health and safety requirements.

4.2. According to job descriptions, employees of the Department should
know:

- the basics of labor law;



- the legal framework of Ukraine, which regulates the order of study and stay
of foreign citizens in Institutions of Higher Education of Ukraine;

- legal issues of the Department's activity;

- fundamentals of records management.

V. OTHER

5.1. The activities of the Department are financed by the special fund of the
University.

5.2. The Department's employees and job descriptions of the Department's
staff are determined and approved by the Rector of the University.

5.3. Material logistics support for the work of the Department is provided by
the relevant services of the University.

5.4. The deans of departments, the director of the institute, heads of
departments and heads of structural divisions of the University are obliged to
execute orders of the head of the Department in matters concerning the
organization of educational process and stay of foreign students in Ukraine and
within the University.

5.5. The termination of the Department's activities may be carried out by its
reorganization or liquidation on the basis of a decision of the Academic Council of
the University by the order of the Rector.

5.6. Amendments to these Regulations will be made by decision of the
Academic Council of the University and enforced by the order of the Rector of the

University.

The Head of the Foreign N.M. Remezovska

Students Department

Agreed by
the First Vice Rector A. M. Gedzyk

Jurisconsult O.M. Dudnyk



