
REGISTER 

of records on social work and the development of the state language 

of Jalal-Abad International University (JAIU) 

1. General Provisions 

1.1. This Register of Records on Social Work and the Development of the State Language at 

Jalal-Abad International University defines the composition, accounting, identification, 

storage locations, responsible persons, and retention periods for records generated within 

the framework of social work, educational and social support, and activities related to the 

development of the state language at JAIU. 

1.2. This register applies to records generated by: 

1. the Vice Rector for the State Language and the relevant supervised department; 

2. dean’s offices; 

3. departments; 

4. advisors; 

5. units responsible for social, educational, and cultural-enlightenment work; 

6. other structural units involved in social work and activities related to the 

development of the state language. 

1.3. The registry is a documented record of the JAIU quality management system and is 

used for: 

1. recording entries related to social work and the development of the state language; 

2. verifying the planning, implementation, and analysis of activities; 

3. ensuring the traceability of activities; 

4. internal control; 

5. preparing reports; 

6. accreditation, self-assessment, and external audits. 

1.4. This Register is maintained in conjunction with JAIU’s local regulations on educational 

and social work, mentoring, language and sociocultural adaptation of international 

students, information policy, record keeping, archives, and the quality management system. 

2. Purpose of the Register 

2.1. The Register is intended for the systematic recording of entries generated during: 

1. social work; 

2. social support for students; 

3. advisory work; 

4. adaptation activities; 

5. cultural and educational activities; 

6. activities aimed at developing and promoting the official language; 



7. other activities related to this area. 

2.2. The registry ensures: 

1. identification of records; 

2. identification of the holding unit; 

3. identification of the responsible person; 

4. specification of the media format; 

5. indication of the storage location; 

6. specifying the retention period; 

7. specification of the basis for storage; 

8. indication of notes regarding the use, archiving, or closure of the record. 
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1 GY-
01 

Action 
Plan for 
the 
Developme
nt of the 
State 
Language 

Planning 
of Work on 
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Language 
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Head of 
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Paper 
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archive 

By file 
classifica
tion 

JAIU file 
classifica
tion 
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Report on 
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By file 
classifica
tion 

JAIU File 
Classifica
tion 

 



Plan 
3 GYA

-03 
Program 
for the " " 
event on 
the state 
language 

Event 
Content 

Organizi
ng 
Depart
ment 

Person 
in 
Charge 

Paper 
/ 
Electr
onic 

Depart
ment 

By file 
classifica
tion 

JAIU file 
classifica
tion 

 

4 GYA
-04 

Event 
script / 
instruction
al 
materials 

Methodolo
gical 
support 

Organizi
ng 
Depart
ment 

Person 
in 
Charge 

Paper 
/ 
Electr
onic 

Depart
ment 

By file 
classifica
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s 

Participati
on of 
students 
and staff 

Organizi
ng 
Depart
ment 

Person 
in 
charge 

Paper 
/ 
Electr
onic 

Depart
ment 
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tion 
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-06 

Minutes of 
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meeting / 
discussion 

Decisions 
adopted 
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Person 
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Depart
ment / 
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JAIU file 
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tion 

 

7 GYA
-07 

Photo and 
video 
report of 
the event 

Confirmati
on of event 

Organizi
ng 
depart
ment 

Person 
in 
charge 

Electr
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Electro
nic 
folder / 
e-
archive 

By file 
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tion 

JAIU file 
classifica
tion 

 

8 GYA
-08 

Analytical 
report on 
the 
developme
nt of the 
state 
language 

Analysis of 
the 
effectivene
ss of 
measures 
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Depart
ment 

Head of 
Depart
ment 

Paper 
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onic 

Depart
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Archive 
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JAIU file 
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e-
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6. Procedure for maintaining the register 

6.1. The register is maintained in electronic form. If necessary, a paper copy may be kept 

for reference. 



6.2. It is recommended that the department responsible for social work and the 

development of the state language, or another authorized department of JAIU, be 

designated as the registry administrator. 

6.3. The grounds for making an entry in the registry are: 

1. the creation of an entry as part of social work; 

2. the creation of an entry as part of activities to promote the state language; 

3. approval of a document; 

4. completion of an event; 

5. preparation of a report, statement, analysis, or other supporting documentation. 

6.4. For each entry in the register, the following must be specified: 

1. entry code; 

2. name; 

3. the department holding the document; 

4. responsible person; 

5. media format; 

6. storage location; 

7. retention period; 

8. reason for storage. 

6.5. The retention periods for records are determined by the JAIU file classification system 

and the applicable archival retention rules. 

6.6. The register is updated: 

1. as new records are created; 

2. when the responsible department changes; 

3. when a record is transferred to the archive; 

4. when retention periods and rules change; 

5. when local regulations of JAIU are updated. 

7. Responsibility 

7.1. Heads of departments that create records on social work and the development of the 

state language are responsible for: 

1. the completeness of the records; 

2. the accuracy of the information; 

3. the timely submission of information for entry into the registry; 

4. compliance with retention periods. 

7.2. The registry administrator is responsible for: 



1. the timeliness of the registry; 

2. consistency of coding; 

3. recording of storage locations; 

4. the readiness of the registry for internal control, audit, accreditation, and reporting. 

8. Final Provisions 

8.1. This Registry is used as documented information for the JAIU quality management 

system. 

8.2. Changes to the structure of the registry, the code classifier, and the composition of 

recorded entries shall be made in accordance with established procedures. 
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Appendix 3 

Approval Sheet 

APPROVAL SHEET 

Document Title: Register of Records on Social Work and Development of the State 

Language at JAIU 

Document code: SMK-90-05 

Prepared by: 

________________________________ /Full Name/ 

Position __________________________________ 

“_” __________ 20 

Approved by: 

Head of the Quality Department / QMS 

________________________________ /Full Name/ 

“_” __________ 20 

Head of the Department Responsible for Social Work 

________________________________ /Full Name/ 

“_” __________ 20 



Vice Rector for the State Language 

________________________________ /Full Name/ 

“_” __________ 20 

Head of the Training and Information Department 

________________________________ /Full Name/ 

“_” __________ 20 

Lawyer / Legal Support Specialist 

________________________________ /Full Name/ 

“_” __________ 20 

Approved by: 

Rector of JAIU 

________________________________ /Full Name/ 

“_” __________ 20 
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