2

APPROVED
by Order No. R-314 of 17 July 2017
of the Rector of Vilnius University
(wording of Order No. R-567 of 22 October 2019
of the Rector of Vilnius University)

MODEL REGULATIONS OF A CORE NON-ACADEMIC UNIT[footnoteRef:1] OF VILNIUS UNIVERSITY[footnoteRef:2] [1: Indicate the name of the core non-academic unit. The regulations of the University Library, an internal organisational sui generis structure (unit) of the University, shall also be drafted following there model regulations. ]  [2:  The model regulations shall also be followed when drafting the regulations of branch units (departments, divisions, subdivisions, etc.) of a core non-academic unit, if any. In such cases, the model regulations shall be applied mutatis mutandis, taking into account the specifics of the branch unit and the approved regulations of the core non-academic unit. ] 


CHAPTER I
GENERAL PROVISIONS

1. The Regulations of the __________[footnoteRef:3] of Vilnius University (hereinafter the ‘regulations’) regulate the legal status of _______ [footnoteRef:4] (hereinafter the ‘Unit[footnoteRef:5]’) of Vilnius University (hereinafter the ‘University’), the objectives of its activities, tasks, functions, responsibilities, rights, procedure for the organisation of activities, and structure[footnoteRef:6]. [3: Indicate the name of the core non-academic unit.]  [4: Indicate the name of the core non-academic unit.]  [5: Indicate a shortening for the name of the core non-academic unit to be used further in the text of the regulations (e.g. ‘(hereinafter the ‘Centre’)’, etc.). When indicating the shortening, abbreviations should be avoided, e.g. when shortening the name of the Property Management and Service Centre, it should be indicated as ‘the Property Management and Service Centre (hereinafter the ‘Centre’)’ rather than ‘the Property Management and Service Centre (hereinafter the ‘TVPC’).]  [6:  In case the core non-academic unit has no branch units, the part ‘and structure’ should be removed.] 

2. The Unit is a core non-academic unit of the University, directly subordinate to the Chancellor of the University (hereinafter the ‘Chancellor’)/directly subordinate to the Pro-Rector for _______ of the University (hereinafter the ‘Pro-Rector’) and administratively subordinate to the Chancellor of the University (hereinafter the ‘Chancellor’)[footnoteRef:7]. The Unit is established to provide services ensuring the activity of core academic units of the University and to perform other non-academic functions of the University. [7:  In case other legal acts of the University provide for direct subordination of the core non-academic unit to a Pro-Rector coordinating a specific area of activities of the University, indicate the specific Pro-Rector and remove the ‘directly subordinate to the Chancellor of the University (hereinafter the ‘Chancellor’)’ part. If the subordination of the unit to a Pro-Rector is not established, remove the ‘directly subordinate to the Pro-Rector for _______ of the University (hereinafter the ‘Pro-Rector’) and administratively subordinate to the Chancellor of the University (hereinafter the ‘Chancellor’)’ part.] 

3. In its activities, the Unit shall be guided by the Constitution of the Republic of Lithuania, the Republic of Lithuania Law on Higher Education and Research, the Statute, other laws regulating the areas of activity administered by the Unit[footnoteRef:8] and their implementing legislation, the resolutions of the University Senate (hereinafter the ‘Senate’) and the University Council (hereinafter the ‘Council’), the orders and decrees of the Rector of the University (hereinafter the ‘Rector’) and the Chancellor, other legal acts, and these regulations. [8:  Other main laws related to the areas administered by the core non-academic unit may be indicated, e.g. the Republic of Lithuania Law on Libraries, the Republic of Lithuania Law on Management, Use and Disposal of the State-Owned and Municipal Property, etc.] 

4. The activities of the Unit shall be based on the principles of legality and public accountability, effectiveness, transparency, cordial communication and constructive cooperation, responsibility for the decisions taken, innovation and willingness to change, the competency of the Unit’s staff, efficiency, timeliness, discipline, and other best professional practices.

CHAPTER II
OBJECTIVES OF THE ACTIVITIES, TASKS, FUNCTIONS, AND RESPONSIBILITIES OF THE UNIT

5. Objectives of the Unit’s activities[footnoteRef:9]: [9: The provided list of objectives is illustrative. The sub-items of Item 5 of the regulations must indicate specific objectives of the activities of the core non-academic unit (intended outcomes characterised by continuity, related to one or more areas of activity of the University laid down in the Statute of the University and a specific direction of the University’s Strategic Plan).] 

5.1. to shape and participate in the implementation of the University’s policy in the areas of _____________[footnoteRef:10];  [10:  Indicate specific areas administered by the core non-academic unit.] 

5.2. to organise proper provision of the Unit’s services related to the areas administered by the Unit to the University community and the public;
5.3. _________________________ ;
_________________________ .
6. Tasks[footnoteRef:11] of the Unit: [11:  At least one task (type of the desired outcome, a specific aim aiding to achieve an objective of the core non-academic unit) must be indicated for the implementation of each objective of the core non-academic unit indicated in Item 5.] 

6.1. to ensure that the Unit’s services[footnoteRef:12] for the University community and the public are provided in a high-quality, proper, and effective manner; [12:  Can be supplemented with ‘<...> the Unit’s services, related to the implementation of the functions laid down in these regulations,<...>’ or generalised service names or service groups (e.g. accommodation services) may be indicated. In accordance with Article 28(6) of the Statute, ‘University core non-academic units shall be established to provide services and to perform other non-academic functions of the University.’] 

6.2. _________________________ ;
_________________________ .
7. The Unit shall be responsible for the proper performance of the following functions in order to achieve the objectives of its activities and to implement the tasks assigned to it:
7.1. _________________________ [footnoteRef:13]; [13:  Indicate specific functions performed by the core non-academic unit. ] 

_________________________ .
7.2. drafting legal acts of the University related to the areas administered by the Unit, monitoring changes in legal regulation and drafting corresponding draft amendments to the University’s legal acts according to the Unit’s competency, ensuring compliance of draft legal acts prepared by the Unit with the laws of the Republic of Lithuania and their implementing legislation;
7.3. consulting, providing assistance to the core units of the University and branch units of the Central Administration on issues related to the areas administered by the Unit;
7.4. examining enquiries, reports, and complaints of natural and legal persons related to the areas administered by the Unit, providing responses to them and, if necessary, addressing the specified or found irregularities and deficiencies according to the Unit’s competency;
7.5. performing other functions set out in the University’s legal acts for the Unit and related orders of the Chancellor and the Pro-Rector[footnoteRef:14]. [14:  If no subordination of the core non-academic unit to a Pro-Rector is established, remove the ‘and the Pro-Rector’ part.] 


CHAPTER III
RIGHTS OF THE UNIT

8. The Unit shall have the following rights in order to achieve the objectives of its activities and to implement the tasks and functions assigned to it:
8.1. to receive information from the Rector, Pro-Rector[footnoteRef:15], Chancellor, other core units of the University and branch units of the Central Administration, and State government and local self-governance institutions[footnoteRef:16] necessary for the implementation of the objectives, tasks, and functions of the Unit; [15:  If no subordination of the core non-academic unit to a Pro-Rector is established, remove the ‘Pro-Rector’ part.]  [16: The provided list of subjects is illustrative. Taking into account the specificities of the core non-academic unit, the range of subjects may be increased or decreased.] 

8.2. to submit proposals within the Unit’s competency to the Rector, Pro-Rectors, Chancellor, core units of the University, and branch units of Central Administration;
8.3. to control, within the Unit's competency, how the core units of the University implement the laws of the Republic of Lithuania, the implementing legislation of the laws, the resolutions of the Senate and the Council, the orders and decrees of the Rector and the Chancellor, and other legal acts related to the areas administered by the Unit;
8.4. to engage specialists and experts necessary for the Unit’s activities, including staff members of other internal organisational structures of the University, in agreement with their superiors;
8.5. to continuously improve the qualifications of the Unit’s staff, participate in conferences and other events related to the areas administered by the Unit;
8.6. to use tangible and intangible assets assigned to the Unit in accordance with the procedure established by the University, have suitable working conditions for the performance of its functions (suitable premises, workstation, lighting, heating, security, provision of IT inventory, equipment), and use transportation, communication, and other means and services following the procedure established by the University.
9. The Unit may also have other rights granted to it by the legal acts of the University. 

CHAPTER IV
ORGANISATION AND STRUCTURE OF THE UNIT’S ACTIVITIES[footnoteRef:17] [17:  In case the core non-academic unit has no branch units, the part ‘and structure’ should be removed.] 


10. Staff members occupying positions provided in the list of the Unit’s job positions approved by the Chancellor shall work at the Unit. Consultants may be used to implement the Unit’s functions.
11. The Unit shall be led by the head of the Unit, appointed and dismissed by the Chancellor following the procedure laid down in the legal acts.
12. The head of the Unit shall be accountable and directly subordinate to the Chancellor/accountable and directly subordinate to the Pro-Rector and administratively subordinate to the Chancellor[footnoteRef:18]. When the head of the Unit is unable to perform their duties (due to illness, leave, secondment, etc.), they shall be substituted by one of the staff members of the Unit. The procedure for substituting the head of the Unit shall be established by the Chancellor upon proposal from the head of the Unit, in agreement with the Pro-Rector[footnoteRef:19]. [18:  If no subordination of the unit to a Pro-Rector is established, remove the ‘accountable and directly subordinate to the Pro-Rector and administratively subordinate to the Chancellor’ part.]  [19:  If no subordination of the unit to a Pro-Rector is established, remove the ‘in agreement with the Pro-Rector’ part.] 

13. The head of the Unit shall be responsible for: 
13.1. planning, organisation, coordination, and control of the Unit’s activities in the context of completing the tasks and performing the functions assigned to the Unit, as well as solving issues within its competency and ensuring that functions and tasks assigned to the Unit are performed in a timely and appropriate manner; 
13.2. coordination and control of the activities of the branch units[footnoteRef:20] of the Unit, distribution of tasks between the branch units of the Unit and control of their execution; [20:  If there are no branch units in the core non-academic unit, the phrase ‘of the branch units’ should be replaced by ‘of the staff’.] 

13.3. giving instructions to the Unit’s staff in the implementation of the functions and tasks assigned to the head of the Unit;
13.4. submitting, within the Unit’s competency, proposals to the Rector, Pro-Rectors, and the Chancellor;
13.5. informing the Chancellor and the Pro-Rector[footnoteRef:21] on the results of the work of the Unit, submitting proposals for improving the Unit’s activities;  [21:  If no subordination of the unit to a Pro-Rector is established, remove the ‘and the Pro-Rector’ part.] 

13.6. organising and ensuring lawful and economical use of the Unit’s funds and assigned assets;
13.7. ensuring internal order in the Unit;
13.8. implementing other functions set out by the job description of the head of the Unit and other legal acts of the University, as well as the executing other assignments of the Chancellor and the Pro-Rector[footnoteRef:22] relating to the functions of the Unit. [22:  If no subordination of the unit to a Pro-Rector is established, remove the ‘and the Pro-Rector’ part.] 

14. The head of the Unit, within their competency and following the procedure laid down in the legal acts of the University, shall issue orders and decrees, and sign other documents under the Unit’s competency.
15. The Unit’s structure shall consist of branch units[footnoteRef:23] of the Unit: ____________ (departments, divisions, etc.) /the Unit’s structure shall consist of branch units of the Unit, provided for in the organisational structure of the Unit (Annex).  [23:  Items 15–16 of the regulations should be removed if no branch units or structures without the rights of an administrative unit are provided for in the organisational structure of the core non-academic unit. ] 

16. [footnoteRef:24] For the implementation of functions set out in Items ___[footnoteRef:25], structures without the rights of an administrative unit, _________ [footnoteRef:26], shall be established in the Unit. The structure’s activities shall be coordinated and the proper performance of the functions set out in these regulations shall fall under the responsibility of the staff member of the Unit to whom these functions are assigned in their job description[footnoteRef:27]. In accordance with the list of job positions and posts of the Unit, the staff members appointed to the structures shall be functionally subordinate to the staff member heading the structure and administratively subordinate to the head of the Unit. Staff members heading the structures and staff members not appointed to the structures shall be functionally and administratively subordinate to the head of the Unit. [24:  This Item should be included in the Regulations if no branch units are established in the core non-academic unit but, taking into account the large number of the job positions and posts in such a unit, structures without the rights of an administrative unit are established in order to ensure proper work organisation at the unit as well as the implementation of functions. ]  [25:  Specific sub-items of the regulations should be indicated or functions should be generalised.]  [26:  In this part of the item, a specific (e.g. Wage Group) or a generalised (e.g. art group, etc.) name of the structure should be indicated. If there are a lot of structures and it is more convenient to present them as a separate list, the item may be supplemented with a reference to an annex of the regulations.]  [27:  If necessary, this part may be supplemented with a title of the job position of the person coordinating the structure’s activities (e.g. head of group, artistic director, etc.).] 

17. Structures for advising the head of the Unit may be established at the Unit[footnoteRef:28]. [28:  This item should be removed if such advisory structures are not established in the core non-academic unit.] 

18. The objectives, tasks, functions, procedure for the organisation of activities, and structure of the branch units of the Unit shall be set out in the regulations of the aforementioned units, which shall be approved by the Chancellor upon proposal from the head of the Unit, in agreement with the Pro-Rector[footnoteRef:29]. [29:  If no subordination of the unit to a Pro-Rector is established, remove the ‘in agreement with the Pro-Rector’ part.] 

19. The rights, duties, and responsibilities of the Unit’s staff, except for the head of the Unit, shall be determined by their job descriptions approved by an order of the head of the Unit, prepared in accordance with these regulations and the regulations of the relevant branch units of the Unit[footnoteRef:30]. The job description of the head of the Unit, prepared in accordance with this Item, shall be approved by an order of the Chancellor. The job descriptions of all the Unit’s staff shall be agreed upon with the Pro-Rector[footnoteRef:31] prior to their approval. [30:  If there are no branch units in the core non-academic unit, remove the ‘and the regulations of the relevant branch units of the Unit’ part.]  [31:  If no subordination of the unit to a Pro-Rector is established, the last sentence of this item should be removed.] 


CHAPTER V
FINAL PROVISIONS

20. The organisation of the Unit’s activities shall be changed or the Unit shall be liquidated in accordance with the procedure established by the legal acts of the University.
21. All the Unit’s staff shall be familiarised with these regulations in the document management system or in another manner that provides evidence of familiarisation.
_________________________
