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1. O0mue moJ10KeHus

1.1. Otnen sBnsieTcsi CTPYKTYpHBIM mojapaszfeineHueM LbkeBckoro drmmana
Poccuiickoro yHuBepcureTa koomnepanuu (naiee — (QUIHAa), OCYIIECTBISET CBOIO
NEeATEeNbHOCTh BO B3aMMOJIEUCTBUM C y4eOHO-METOAUYECKUM yIIPaBIIEHUEM T'OJIOBHOI'O
BYy3a.

1.2. Otpen noguuHsieTcs: IUpeKTOpy drutnaia.

1.3. PyKoBOACTBO OTZEJIOM OCYILIECTBIISECTCS HAaYaJIbHUKOM OTHEa.

1.4. HayasibHUK oOTHena Ha3Ha4yaeTcs MW OCBOOOXKIAeTCs OT 3aHHMaeMOi
JOJDKHOCTH IPUKA30M AUpPEKTOpa duamania.

1.5. B cBoeil nesATenpHOCTH YyuyeOHO-MeTonuueckwit otnmen (mamee - Otmen)
PYKOBOJACTBYETCsl ~ 3aKOHOZaTenbCcTBOM Poccuiickoit  ®@eneparun B 001acTH
00pa3zoBaHus, rOCyJapCTBEHHBIMHI 00pa30oBaTeNbHBIMK CTaHIAapTaMH, (eaepaibHEIMU
roCyJapCTBEHHBIMH  OOpa30BaTEeNbHEIMH  CTaHIApPTaMH, 1pPYyJOBEIM  KOJEKCOM
Poccuiickoit ®enepanyy, HOpMaTUBHBIMU aKTaMH (pe/iepallbHBIX OPraHOB yIpaBJIeHHUS
oOpa3oBaHHEM, YCTaBOM YHHBEPCHTETA, PELIEHHSIMH YYEHOrO COBETA, IPMKA3aAMH,
paclopsDKEHMSIMUA M yKa3aHUSAMU pEeKTopa YHHUBEpCUTETa, AUpeKTopa Guinaia,
IIEpBOr0 IPOPEKTOPA, IIpOpeKTopa Mo ydebHON pabote, [IpaBunamu BHYTpEHHErO
pacropsiika, a Taxxe HacrtosumM [lonoxeHnuem.

1.6. CrpykTypa W IOTaTHOE pacHHCaHHUE OTHeNia YTBEPXKIAeTCS PEKTOPOM
YHuBepcuTeTa 110 IpeACTaBIEHUIO AUpeKTopa (rraa.

2. OcHOBHEIE 3aavdM oTaeJia

2.1. OcHoBHBIMY 3amadaMu OTena sBISIOTCS:

OpraHusaiys M yIpaBlIeHHE y4eOHO-METOIMYECKOM NesTeIbHOCThIO (uiuaia
1o peanu3anuu OCHOBHBIX 00pa3oBaTeIbHBIX IporpamMm BBICIIIETO
npodeccHoHaIbHOTO 00pa3oBaHus;

IUIAaHUPOBaHUE, OpraHU3alUs, KOOPAWHAIUS M KOHTPOIb 3a OCYIIECTBIEHUEM
yueOHoOro nporuecca B humuaie;

aHalM3 pe3ylbTaToB Y4eOHOW M y4yeOHO-METOIUYEeCKOH JesTeIbHOCTH
¢unuana;

KOHTPOJIb BBIIIOJHEHUs IUIaHAa OOpa30oBaTENbHBIX YCIYT, y4eT M KOHTPOJIb
IUTaHUPOBAHMS U BBINOJIHEHUs yueOHoi Harpy3ku [1I1C;

IOJTrOTOBKA CTAaTUCTUYECKOW OTYETHOCTH IO y4eOHOW pabore ¢uimana 3a
OTYETHBIN Nepruo (KBapTal, MoJyroaue, roj).




3. ®yHKIHH OTAEIA

Y4yeOHO-METOAUYECKU OTHAEN B COOTBETCTBHH C BO3JIOKCHHBIMH Ha HEro
3a/la4aMH BBITIOJIHAET ClIeIyIone (yHKIUN:

3.1. IInaHupoBaHWe U OpraHU3anusa yaeOHOro mpoiecca:

3.1.1. KoopauHaus BceX acmnekToB Y4YeOHOH JesATeNbHOCTH ¢uinaia u
KOHTPOJIb 32 XOA0M y4eOHOro mpouecca:

COCTaBJICHHE, KOHTPOIIb 3a peanu3alueii ceTok u rpadukoB yuyeGHOro mpoiecca
IUI BCeX HampaBlIeHHWi#l (CllelIMaIbHOCTEH), SKCIEPTH3a CETOK M I'paHKOB y4eOHOro
Ipoliecca, pealnu3yeMbIX B GuUiIHae,;

3.1.2. KoHTponp 3a ABM)KEHHEM KOHTUHI€HTa OOYYarOIIUXCSA M BBITYCKHHKOB:
ydeT )%} aHaJIN3 JIBUOKEHUS KOHTHHI€HTa CTyIEHTOB ¢unuana;
IIOArOTOBKA M COIJIaCOBAaHME IIPUKA30B 10 ABM)KCHHUIO KOHTUHIE€HTA CTYIEHTOB;

IIPEACTAaBIICHUE BBILIECTOSIMM U CTOPOHHUM OpraHM3alldsM CTATHCTHYECKOMH
OTYETHOCTH 110 YCTaHOBJIEHHBIM (hopMam;

KOHTPOJIb 3a BbIJadei u odopMieHHeM OJIaHKOB JOKYMEHTOB rOCyAapCTBEH-
HOro ofpasla ¢ y4eTOM rocyAapCTBEHHBIX TPEOOBAHUIA;

3.1.3. KoHTpons 3a KayecTBOM IIOATOTOBKH CHELMAIKUCTOB, 0akaaaBpoB,
OpraHM3alMel ¥ IMPOBEACHHMEM HUTOTOBOH TOCYHAapCTBEHHOH arrecTallM¥ B
¢bunuane:

cbop, o60OIEeHre M aHaJM3 HTOrOB TEKYILIErO0 KOHTPOJS YCIEBAEMOCTH H
IIPOMEXYTOYHOM aTTECTALMU CTyIeHTOB Quinana;

OpraHu3alys MPOBEJEHUS BCEX BUAOB IPAKTHK, IOATOTOBKA NMPHKA30B IO MX
IIPOBEICHUIO;

IOArOTOBKA ITPMKA30B O JOIyCKE K UTOTOBOW IOCYyHapCTBEHHOMH ATTECTAIHMH,
YTBEPX/IEHUH TEM BBITYyCKHBIX KBAJIMPHUKALIMOHHBIX paboT B puiHaile;

IIOArOTOBKA IPHUKAa30B O COCTaBe IOCyJapCTBEHHBIX ATTECTALIMOHHEIX KOMHC-
CHH;

odopMiIeHHE MOKYMEHTAallMd II0 NPOBEJEHHI0 HTOTOBOM TIOCYIapCTBEEHOM
aTTecTalyu B punuaie;

cbop, o6obmmieHre W aHANM3 pe3yNbTaTOB HTOTOBOM I'OCYJAapCTBEHHOMN aTTe-
CTalld¥ BBITYCKHMKOB (3aIlIUTH! BBITYCKHBIX KBaIU(HKAIHOHHEIX paboT ¥ CHaYH ro-
CyIapCTBEHHBIX 3K3aMEHOB I10 HAIIPaBJICHUSM IOATOTOBKH U CIIEHHUAIBHOCTAM);

aHaJIM3 pe3yJIbTaTOB U IIOAINOTOBKA MpeIoXKeHUH 1o uroram pabotel ['AK.

3.1.4. Koopaunanus KanpoBoro obecreueHuss 00Opa3oBaTelBHOrO Ipolecca
YHuBepcurera:

OArOTOBKA MaTepHasioB K pacuery LITAaTOB npodeccopcko-
IPENOAaBaTeIbCKOro COCTaBa OOLIEYHUBEPCUTETCKUX Kadeap YHHUBEpCHTETa Ha OC-
HOBE JICHCTBYIOIIINX KPUTEPHUEB B HOPM;

IITAHUPOBaHUeE BBIIIOJIHEHUS  3aIUIaHUPOBAHHOTO obreMa  paboOThI
IpenoAaBaTensaMu prnana;

pacnpenenenue u ydet noyacosoro ¢ponna ITTIC punuana;

IUIAHKPOBaHME,  pacOpelelicHHe  BBIOJNHEHMs ~ y4eOHOH  Harpysku
[IpenojaBaTe/ M Qrinaa;

KOHTPOJIb 33 CBOEBPEMEHHOCTBIO 3allOIHEHUS WHAMBHAYAJIbHBIX ILIAHOB
paboTh! npenoaasaTeneit;




BEIMTOJTHEHUE TMEPCIIEKTUBHBIX U TEKYIIUX 3aJaHUN pPEeKTOopa, NEepBOro IMpOpeEK-
TOpa, MpopeKTopa 1o y4ebHol pabote, pemenuit YueHoro u Hayuyno-meroaugeckoro
COBETOB YHHUBEpPCHUTETA, AUpeKTOopa ¢rrana.

3.2. Metogudeckoe obecriedeHre yueOHOro npolecca:

aHau3 y4eOHO-MeTOANYECKOro obecreyeHus yueGHOro mnpoiecca, oAroToBKa
ONEpaTHUBHBIX M CTAaTUCTUYECKHX OTYETOB IO OOECHEeYeHHOCTH 00pa3oBaTElIbHOTO
npoiiecca yueOHO-MEeTOAMYECKOH JOKYMEHTaIUeH;

KOOpIWHAIUA NeATEIbHOCTH NHO pa3paboTke MaTepualoB OCHOBHBEIX 00pa3zo-
BaTeJIbHBIX [IPOrpaMM, OpraHu3anus pa3paboTku yueOHO-MEeTOIUYECKHX KOMILIEKCOB
JUCHMIUINH, (OHIOB OIEHOYHBIX CPEACTB, MarepHaloOB, 00ECIEYMBAIOIIMX IPO-
BEJICHUE UTOTOBOM IOCYIapCTBEHHOM aTTeCTallii B Y HUBEPCUTETE U JIp.;

CHUCTEMaTH3alMsl pacHoOpAAUTENbHBIX NOKYMEHTOB IO y4eOHO-METOAHYECKOM
paboTe, opraHu3anysa KX CBOEBPEMEHHOT'O U3yYCHHS,

ydacTde B paboTe IO NMOATOTOBKE JOKYMEHTOB IUIS NPOBEIEHHS IOCyAapCT-
BEHHOTO JIMIICH3UPOBAaHMs, aTTECTAllUH U aKKpeIUTaluu o6pa3oBaTeNbHBIX IPOrpaMM
B punuarne;

OCYIIECTBJIEHHE KOHTPOJS 33 BHEAPEHHEM M HCIOIB30BaHHEM B Yy4eOHOM
Ipolecce aKTUBHBIX M MHTEPAaKTUBHBIX (popM 0OydyeHHS, COBPEMEHHBIX O0YYaIOLIMX
TEXHOJIOTHH;

aHamu3 oOOecIeYeHHOCTH Y4eOHOro mporecca HEOOXOAMMBIMH —Y4eOHO-
METOANYECKUMH MaTepuajlaMu;

opraHu3alMs yd4acTHs CTyAeHToB ¢winana B HHTepHeT-3K3aMeHe, B Tec-
THPOBaHUH 10 cucTeMe «HHTepHET-TpeHaxkepsl B chepe 00pa3oBaHUgY,

B3aumojiciicteue ¢ Haydynoit 6uGnuorekoit VYHHBepcuTeTa, ¢uaxaza 0
TIOTIOJIHEHHIO KHIXKHOTO (hoHMIa y4eOHO-METOAUIECKO! JINTEpaTyPOi;

obecrieueHre ¢unuana OGIaHOYHOM JOKyMeHTanueil (3adyeTHblE KHIDKKH,
CTyJeHYECKUE OMIIeThl, MHAWBUAYaJbHEIE IUIaHBI paGoThI MpenoaBaTeieii u T.11.).

4. IlpaBa

Otnen uMeeT npaso B JIKIE Ha4abHHUKA!

4.1. 3anpammBaTh OT CTPYKTYPHBIX IIOJpa3fielieHnii Y HuBepcuTeTa HHGOPMAIIUIO,
HeoOXoqMMYO 1UIsl paboTHI OTAeNa (B Ipeenax CBOeil KOMIIETEHIINHN ).

4.2. 3ampammMBaTh y 3aBeldyromedl OMOMMOTEKOM cBeAeHHS O (PaKTHYECKOM
HaJIMYUH y4eOHO-METOANYECKOM JIUTepaTyphl.

5. O6s3anHOCTH

Ortnen o0sA3aH:

5.1. IIpenocTaBisaTe peKkTopy, MEpBOMY IPOPEKTOPY, HPOPEKTOPY MO y4eOHOU
pabore, raBHOMY OyXrajiTepy BCIO HeoOX0quMyr0 HHPOpMALHIO 10 yuebHoM paboTe
bunuana.

5.2. KonTtponupoBaTe y4eOHBIH mNpomecc: pexuM y4eOHBIX 3aHATUH, YCIOBHA
opraHusaly y4yeOHOro mpouecca, BeeHHe y4eOHOW HOKYMEHTAIMd U OTYETHOCTH
10 KypCOBOM MOJArOTOBKE, BECTH Y4eT 00yJaronuxcs B Quinaie.

5.3. Bectu yueT BhINONHEHUs y4eOHOM Harpy3Kku NpenoaBaTeIaMu puanania.




6.0TBEeTCTBEHHOCTDH

Otzen HeceT OTBETCTBEHHOCTH B JIUIlE HaYaJIbHUKA 3a: _

6.1.HeucronHeHre WA HEHaJIeXalllee WCIIONHEHHE BO3JOXXEHHBIX HA OTIElN
00s3aHHOCTEH, He HCIOJIb30BaHUE MPEJOCTAaBIECHHBIX IIPaB.

6.2. CoGroieHre MpaBuJl BHYTPEHHETO TPYAOBOIO paclopsaka.

6.3. HauaibHHK OT/IEIa HECET NMEPCOHANBHYIO OTBETCTBEHHOCTH 3a paboTy oTaena u
BCEX €ro COTPYAHHKOB.

6.4. OTBETCTBEHHOCTh COTPYJHUKOB OTJIela YCTAHABIMBAETCA MX JOJDKHOCTHBIMH
UHCTPYKITUSIMHU.




