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1. OBIIME ITOJOXEHUA

1.1. YueOHbIH OTHENn sBISETCS CTPYKTYPHBIM IOJpa3zeleHueM Quiaraia
OI'bOY BO «PTQY (PUHX)» B r. MumnepoBo PocroBckoit obnactu (nanee —
®Dunuana), obecrnedrBarOLIMi OpraHU3aliio 1 KOOpIMHALMIO y4eOHOro npolecca.

1.2. Y4yeOHBIE oOTAEN B CBOEHM  JEATENBHOCTH  PYKOBOJCTBYETCS
HOpMaTHBHBIMM TNpaBOBBIMM  akTamu Poccuiickoit ~ ®enepauuu, axTamu
(benepanbHOro opraHa UCIOJHUTENBHOMN BIACTH, OCYIIECTBISIOMEro GYHKIHH IO
BBIpabOTKE rocyaapCTBeHHON HOJUTUKH u HOPMAaTHUBHO-IIPaBOBOMY
peryiupoBaHuio B cdepe oOpazoBaHMs, YCTaBOM YHUBEPCHUTETa, pELICHUSIMH
Y4yeHoro coBera, MNpUKa3aMH U paACIOPSIKEHUSIMH peKTopa YHUBEPCUTETA,
JIOKaJIbHBIMM IIPaBOBBIMHM aKTaMH, MpPUKa3aMU M PacClOpsDKEHUSIMU JUPEKTopa |
HacTosiuM IlonoxeHuem.

1.3. YueOHbli OT/I€N HEMOCPEACTBEHHO NNOAYMHSETCS TUPEKTOPY dhuiuaa.

1.4. Crpykrypa yuebHOro oTAena onpejaessieTcsl IITaTHBIM pPacHUCaHUEM.
JlestenbHOCTh y4eOHOro OTAeNa BO3IJIABIsSET HaudaJbHUK y4deOHOro OoTAena,
KOTOPBIM Ha3HAa4yaeTCs PEKTOPOM YHHUBEpCUTeTa. YUeOHBIA OTIeN KOMIUIEKTYeTCs
pabOTHUKaMH, KOTOpble JOJDKHBI  COOTBETCTBOBATh  KBaIU(UKALIMOHHBIM
TpeOOBaHUSAM IO 3aHUMAEMbIM UMM JOJDKHOCTSIM, XapaKTepy BBIIOIHIEMBIX
00s13aHHOCTEH U OTBeuYaTh 3a BBINOJIHEHUE BO3JIOKEHHBIX Ha HUX 00s[3aHHOCTEH B
COOTBETCTBHUH C JOJDKHOCTHBIMHU MHCTPYKLHUSMHU.

1.5. YueGHBIii oOTHen B pelleHMM BO3JOKEHHBIX Ha Hero 3ajau

B3aMMOJICMCTBYET CO CTPYKTYpPHBIMU MOApa3AeIeHUsIMU Y HUBEpCUTeTa, huuana.

2. OCHOBHBIE 3AJIAYH
2.1. IInaHupoBaHue, OpraHu3alUsi M KOHTPOJb Yy4eOHOro mpolecca B
bunuane B COOTBETCTBUU c OenepaabHbIM roCy/1apCTBEHHBIMU
oOpa3zoBaTeIbHBIMU CTaHOApPTaMM, y4eOHBIMU M pabO4YMMU IIaHaMH, rpaduKom

yqeGHoro Imponecca.
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2.2. Koopaunauus pabotel kadeapsl U Apyrux noapaszieneHuit ¢unuana u
YHuBepcuTeTa 1o odecneyeHuro yuedHoro npouecca.

2.3. KoHTtponb nmpoBeneHus: BCeX BUIOB IIPAKTHUK.

2.4. KOHTpOb IIIaHUPOBAHUS M BBIIIOJHEHUS yueOHOU Harpy3ku kadeapoi
bunnana.

2.5. ObecneueHue [eATENBHOCTH TOCYJApPCTBEHHBIX AaTTECTALMOHHBIX
xomuccuii (I'AK) no npoBeneHuIo0 UTOrOBOM rocy1apCTBEHHON aTTECTaL|H.

2.6. TloaroroBka MarepuasioB 110 y4eOHBIM BOIPOCAM ISl paCCMOTPEHUS Ha

Cogete ¢unuaina.

3. DYHKIIMHU
3.1. @opmupoBaHKe U COracoBaHUe CO Ciyxbamu YHHBepcuTeTa rpapuka

ydebHOro mnporecca ¢guinana, paclHCaHUN y4eOHBIX 3aHATUH, MEXCECCUOHHBIX
3aHSATUM, KOHCYJIbTAUUM IpenojaBaTeied, 3a4yeTHO-dK3aMEeHALMOHHBIX CECCUM,
UTOTrOBBIX I'OCYAapCTBEHHBIX aTTECTAIMH.

3.2. CocraBneHue CBOJHBIX 3asBOK Ha H3TOTOBJIEHHE OJIaHKOB CTPOroH
OTYETHOCTH, HarpyJHbIX 3HAKOB, OJJAHKOB ISl OpraHU3alMM y4eOHOro mporecca
(3a4eTHBIX KHWXKEK, CTYIEHYECKUX OHIeTOB, y4eOHBIX KapTOyeK, >XypHaJoB
MOCELAEMOCTH U JIp.), UHAUBHAyaIbHBIX IJIAHOB.

3.3. Kontpons BeImojsHeHHs rpaduka ydyeOHOro mnpoiecca, paclucCaHus
yuyeOHBIX  3aHsATUH, Trpaduka KOHCYJIbTALMi, TIpapuKOB  TeKylehd u
IPOMEXYTOYHBIX aTTeCTallUi, MPOBEJEHUSI UTOroBOM arrectauuu. OnepaTuBHOE
U3MeHeHue IrpaduKoB TEKyLIeHd M MPOMEXYTOYHOW aTTecTallii, eXeHeAeIbHbIX
KOHCYJIbTAllMH, paclucaHus y4deOHBIX 3aHATHHM, pacupeneieHus y4deOHOU
Harpy3KHu.

3.4. Yder u pacrnpezeneHue ay IuTOpHOro ¢GoHmaa.

3.5. ®opmupoBaHue CBOAHOM y4eOHON Harpy3ku (uiuana, B TOM YHUCIE,
y4eT KOHTPOJIb [109acoBOro ¢oHaa no xkapeape puiuana.

3.6. [TonroroBka u npejicTaBlieHUe CBEICHUN O NEATENBHOCTH (Qunuana s

peUTUHrOBOM cucteMbl MuHOOpHayku PO.
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3.7. IloarotoBka CTaTHCTUYECKMX OTYETOB II0 YCTAHOBIEHHOH (opme,
cBefieHUH 1o ¢popme «Mojaynas cOopa JaHHBIX 3a KaJeHJapHBIA roji», OTYETOB O
pabote ['AK, o BemonHeHuun y4yeOHOM Harpy3ku no kadenpam, otderon BIIO-1,
BIIO - 2.

3.8. CocraBneHue cnpaBOK M OTBETOB Ha MKChbMa IO BOIpOcaM y4deOHOM
NEeSITETbHOCTH.

3.9. ExemecsyHoe (OpPMUpPOBAHHE OTYETOB O MABWKEHMM KOHTHUHICHTA
CTy[€HTOB (uinuana, HHOCTPaHHBIX TpaXkaaHaX, oOydalomuxcs B ¢uiuae,
HAJINYUU CBOOOIHBIX OFO/IKETHBIX MECT.

3.10. Opranusanus 0KyMeHTO000pOTa y4eOHOro OTAesa B COOTBETCTBUU C

UHCTPYKLUEH 10 eTONPOU3BOJICTRY.

4. TIPABA U OBSI3AHHOCTH
4.1. Jlns ocyIecTBIEHHUS] CBOUX ITOJHOMOYUM yueOHBIN OTAe UMEEeT MpaBo:

4.1.1. 3anpamuBaTth ¥ MOJy4YaTh OT CilyX0O YHHUBEpcUTETa U CTPYKTYPHBIX
noapaszeneHuit Gpunuana MaTepuanbl U CBeIeHUs, Kacaromuecs y4eOHoi paboThl,
U JIpyrye CBEIEHMs, HeOOXOquMBbIe ISl peLIeHHs] IIOCTaBICHHBIX Nepe]l yueOHbIM
OTJIeJIOM 3ajady.

4.1.2. Obpaiuatscs B CliykObl YHUBEPCUTETA U CTPYKTYPHBIE MOApa3AeIeHHs
bunvana ¢ NOpeNIOKEHUSMH 110 OpraHH3allMOHHOMY, HH(OPMAIIMOHHOMY H
MaTepUaIbHO-TEXHUYECKOMY OOECIeYeHHI0 MEpONpPUSITHH, NPOBOAUMBIX B
¢bunuane.

4.1.3. OOpawmatbcsi K pyKOBOJACTBY (uiMajia 3a COJEMCTBUEM B PELICHUU
BOIIPOCOB  MaTepHallbHO-TEXHUYECKOr0 M IPaBOBOrO oOOecredeHus: CBOeH
NeSITeIbHOCTH.

4.1.4. ITocemats (B aule HayalbHUKA Y4eOHOIro OTIeNa M0 COracOBaHUIO C
IUpeKTopoM (¢unuana) ydyeOHble 3aHATHS BceX GopM O0O0ydeHMs, 3aceqaHus
Kadenp, paccMaTpUBaIOLUX BOIPOCH yueOHOH! 1eATeIbHOCTH.

4.2. O6s3aHHOCTH y4eOHOrO OT/AENA:



4.2.1. KoHTposnupoBaTh COOTBETCTBHE Y4eOHOro mnpouecca TpeOOBaHUAM
oOpa3oBaTe/lbHBIM CTaHAapTaM M OPraHU3allMOHHO-IIPABOBBIM JOKYMEHTaM
YHusepcurera.

4.2.2. KoHTpOoIMpOBaTh BBIIIOJIHEHUE NPUKA30B, PACTIOPSIKEHUN, HHCTPYKIMH
M YKa3aHUH pyKOBOJCTBA YHHUBEpPCHUTETa IIO BOIpocaM 00pa3oBaTeNbHOM
NeSTEIbHOCTH.

4.2.3. TlpencraBnarh CHpaBOYHYIO HHGOOPMAIMIO IO Y4eOHOMY Ipoleccy,
KOHTMHI'€HTY CTYyJEHTOB B COOTBETCTBMM C 3allpocaMM ciy’k0 YHuBepcurera u
aIMUHUCTpALK (uIraia.

4.2.4. ToTOBUTH CIYXeOHYIO JOKYMEHTAallMI0 B COOTBETCTBHUH C

YTBEPXKAEHHON HOMEHKIIATypOU e OTena.

5. OTBETCTBEHHOCTb
PaboTHuKu y4eOHOro oT/iena ¢punnana HecyT OTBETCTBEHHOCTb:
5.1. 3a yeTKy1o opraHu3aLuIo y4eOHO-MEeTOAUYECKOM paboThl B puinae.
5.2. 3a Ka4yecTBO U JIOCTOBEPHOCTh WH(MOPMALMU MO aHAIU3y Y4eOHOro
npoliecca NpeaoCTaBIsieMON pyKOBOJACTBRY (dunuana
53.3a  oOs3aTenbHOE  BBINOJHEHHWE  JOJDKHOCTHBIX  HHCTPYKLMMA
COTpYAHHMKaMH y4eOHOro oTaena.

5.4. 3a XpaHeHUe U y4eT JOKYMEHTOB CTPOrOi OTYETHOCTH.

6. BBAUMOOTHOIWEHMUS C APYTUMHU CTPYKTYPHBIMU
IHHOAPA3AEJEHUAMMN

6.1. Y4yeOHBIN oOTHEN OCYLIECTBISET KOHTPOJIh yd4eOHOro Impoiecca B
¢bunuane, B3aUMOACHCTBYSI C OCTAIbHBIMU CTPYKTYPHBIMH IIOJpa3JeeHUsIMU B
npezaesax CBOUX (GyHKIMOHAIBHBIX 00513aHHOCTEH.

6.2. YueOHBIN oTAen mpeacraBisieT kadeape UHCTPYKTUBHO-METOAUYECKYIO
JNOKYMEHTAIMIO U OJIaHKU JOKYMEHTOB JUIsl OpraHu3aliy y4eOHOro mpolecca.

6.3. Kadenpa momxHa mpencTaBisTh B y4yeOHBIM OTHEN IUIAHUPYIOLIYIO U

OTYETHYIO JOKYMEHTAIIUIO I10 y‘-Ie6HOMy NpouecCy B YCTAHOBJIEHHBIE CPOKH.



6.4. YueOHBINM OTHE] B3aUMOJEHUCTBYET C OTIEJIOM KaJpoB U Kadeapoil mno
BBINIOJIHEHMIO  (OPMHMpOBaHUS  IUTaTa  IPOQecCcOpCKO-NPenoaaBaTebCKoro

COoCTaBa.

HpOCKT ITOJIOKEHH S BHOCHT!

JHupexrop dpunuana T.A.Beicoukas

CoryiacoBaHo:

[TepBbIii IPOPEKTOp — IPOPEKTOP
1o yyebHo# pabote

I[IpopexTop 1o y4e6HO-METOMIECKON Zﬂ
/

H.I'. Ky3HewnoB

pabore B.M. Jlxyxa

['naBHbBIN Oyxrantep O.B. KoBanesa

HaganbHHUK IpaBOBOIO yIpaBIIeHUS E.A. Ilapmuna



