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1. O6mue nojiokenus

1.1. Otaen ynpasieHus U OpraHu3aliy yueOHOH JeATeNbHOCTH SBISIETCS aIMUHHCTPATHBHEIM
nojpasjieneHneM bajlakoBCKOTo HHKEHEPHO-TEXHOIOTHYECKOT0 HHCTHTYTa — (rHana (eaepaibHoro
rOCYZIapCTBEHHOTO ~ aBTOHOMHOTO  00pa30BaTeNbHOTO — YUPEXKJICHHs  BbICIIEro  00Opa3oBaHMs
«HauuonanbHelli MccnenoBaTeNbCKUi sAaepHblii yHUBepcuter «MUDU» (nanee — MHCTHTYT WM
BUTHU HUAY MUODH), 00beAMHAIONMM OT/EIEHHE BhICIIEro 00pa3oBaHus, OTACICHHE CPEIHEr0
npodecCHOHATBHOTO 00Pa30BaHNS, TPHEMHYIO KOMHCCHIO.

Coxpamennoe HauMeHoBanue — OV /1.

1.2. Otaen B cBoeil AeSTENBHOCTH PYKOBOJICTBYETCS 3aKOHONATENbHBIMH H HOPMATHBHBEIMH
aktaMu Poccuiickoii ®enepauuu, Tpynosemm kojiekcom Poccuiickoii ®@enepanuu, HOpMATHBHBIMH
aKkTaM# (peilepasibHBIX OPraHoB YHpaBleHHs o0Opa3zoBaHHeM, MHHHCTEPCTBA HAYKH H BEBICIIETO
obpazoBanust Poccuiickoil @ezpepanyu, YcraBoM yHHBEPCHUTETa, NIPHKA3aMH PEKTOPa W PEIICHHAMH
YyeHoro coBeTa yHuBEpcHTeTa, [lonoxennemM 00 HHCTUTYTe, TPUKA3aMH PYKOBOAMTEINS HHCTHTYTA H
pELIeHUsIMH Y UEeHOr0 COBETa MHCTUTYTA.

1.3. OOmee pyKOBOJACTBO JEATENBHOCTBIO  OTJENia  OCYIIECTBIISIETCS  3aMECTHTEIEM
PYKOBOJAMTEIIEM HHCTUTYTA, KYPUPYIOIIUM YUeOHYIO JIEATENIEHOCTD.

HemnocpeacTeenHoe yrnpasiieHHe OT/ENOM OCYIIECTBISET HAaYaIbHUK OTAETa, Ha3HAYaeMBIi Ha
JOJIKHOCTD M OCBOOOKAAEMBIH OT JOKHOCTH MPUKA30M PYKOBOJIMTENS HHCTHTYTA.

CoctaB M CTpykTypa oTnena (pOpMUpYyeTcst COTJACHO MITATHOMY DPACHHMCAHHIO, HCXOIS HX
noTpebHOCTell M 3a1a4 yueOHOro mporecca W nporpamMM pasBHTHS 00pa30oBaTeNIbHOM AeATEIbHOCTH
UHCTHUTYTA.

2. OcHOBHBIE EJH H 321a9H 0T/Hes]a

2.1. Ilenpto AeATENBHOCTH OTZENA SBJISETCS pellicHHe OpraHu3allMOHHBIX BOIPOCOB CBSI3aHHBIX
¢ peanuzainueil yuebHoro mponecca, BKIIIOYas KOHTPOJBHBIE, MOHUTOPHHIOBBIE M HHBIE BHJIBI paboT
II0 YINpaBICHHIO Y4eOHOH MHeATENbHOCTBIO, IPOBEICHHE NPO(YOPHEHTAIMOHHBIX MEPOIPHUSITHIA,
JIOKyMEHTAIlHOHHOE  CONPOBOKJEHHE TIOATOTOBKH K MpPOLELypaM JIHIEH3WPOBaHUS M W/HIH
aKKPEJIMTAllMKM OT/IENBHBIX BHIOB JAESITENBHOCTH, TPYII CHEIHANBLHOCTEH/ HanpaBieHUH OATOTOBKH
OTJIEJIHBIX 00pa30BaTeIbHbIX IPOTPAMM.

2.2. OCHOBHBIMH 3aJjauaMi OTAENa SABJIIIOTCA:

— MOATOTOBKA JOKYMEHTOB M JAaHHBIX M IPOLENYPHI JIMIEH3UPOBAaHUS, TOCyIapcTBEHHOM
aKKpeIHUTalMK U caMooOCIieIOBaH|sl HHCTHTYTa,

— IIOJITOTOBKA pa3NuYHbIX (OPM CTATHCTHYECKHX M HHBIX OTYCTOB, HAXOJMIIHXCA B
KOMITETEHIIMH OTJIeNa;

— BHYTpEHHHH ayIuT KadecTBa Y4YeOHOM JeATENbHOCTH B CTPYKTYPHBIX TOJIpa3JIeeHHUsIX
HHCTHUTYTA;

—cbop ¥ ananuTuyeckas oOpaboTka XapakTepHCTHK YueOHOH AeATENPHOCTH HHCTHTYTA B
paMKax 00pa30oBaTeIbHBIX IPOrPAMM, PEATU3YEMBIX B HHCTUTYTE;

— KOHTPOJIb pacipe/IeNieHUs: U BHITIOJIHEHHs YUeOHOH Harpys3Ku;

— KOOpAMHAIMSA PO OpHEHTAITHOHHOH paboTHI;

—IIOArOTOBKA CBENEHHH 00 yueTe NOBM)KEHUS KOHTHHIEHTA, BEACHHE CHEHHATH3HPOBAHHOIO
ydeTa [10 CTyAEHTaM, B TOM YHCIIe II0 HHBaIuaaM, aunaM ¢ OB3, cupoTaM, HHOCTPaHHBIM I'paXKIaHaM
H CTyIEHTaM, HaXOAAIIMMCs B aKaJeMHUECKOM OTIIYCKE;

— KOHCYJNbTAlMOHHO-HH(POPMAIHOHHAS ITIOMOIIIb aKaIeMHYECKUM TOAPa3ACICHISIM;

— HakoIuieHHe uHGopMalmy, oTpaxaoiiel dhheKTHBHOCT, IHHAMIKY U TCHICHIUH Pa3BHTHS
yueOHOM IesITeTFHOCTH HHCTHTYTA;

— pa3paboTka HOPMATHBHOH M paclopsIUTENbHOM JOKyMEHTAlluH, perjaMeHTHPYoLei
opraHM3zanuio H obecrieuenne y4eOHOTO TIporiecca, HaNpaBlICHHOH Ha IOBBIIIEHHE HX
3 HeKTHBHOCTH;

— KOHTPOJIb 3a BBIIOJHEHHEM JHIICH3HOHHBIX M aKKPEIUTALMOHHEIX TpeOoBaHUil K peann3anuu

3



o0pazoBaTenbHBIX NPOrpaMM, KOHTPOJIb KauecTBa 00pa30BaTENbHON MNEITETBHOCTH B YUYCOHBIX
MOIpa3ICICHUSIX HHCTUTYTA,;

— KOHTPOITb 33 OpraHu3ainueil Bcex BHIOB NPAaKTHK CTYIACHTOB;

— opraHuzanus paboTel IPUEMHON KOMUCCHU MHCTUTYTA.

3. OyHKIHH 0TAEIA

3.1. Otaen BBITOJHSET ClenyrOmue QyHKIHH:

- OTIEPATUBHOE PETYIMPOBAHUE X012 YIeOHOTO TIpoIiecca B HHCTHTYTE,

- (hopmMupoBaHye W KOPPEKTHPOBKA PACTIHCAHUH yUeOHBIX 3aHATHII M 9K3aMCHAIIMOHHBIX CECCHIMA
IUIA BeeX HANpPaBJICHHH ITOJITOTOBKH M CHICIIHANBHOCTEH HHCTHTYTA;

- pazpaboTKa HOPMATHBHBIX JOKYMEHTOB 110 BOIIPOCAM YIpaBJICHUS W OpraHu3alui y4eOHOM
JIeITEIbHOCTH B MHCTHUTYTE, CBOEBPEMEHHOE BHECEHHE B HUX HEOOXOMMMBIX H3MEHEHHIi, B TOM YHCIIC
C LIEJBIO IIPUBE/ICHUS MX B COOTBETCTBHE C JIEHCTBYIOIIM 3aKOHOAATEIBCTBOM;

- popmupoBanue obveMa yueOHOI Harpy3KH IJIS pacdeTa CTaBOK HeJarorHdecKux pabOTHHKOB,
OTHOCSIIIINXCS K TIPO(heccopcKO-IIPenoaaBaTeIbcKOMy COCTaBy, Ha OCHOBE YTBEPIMK/ICHHBIX KPHTEPHER
1 HOPM;

- KOHTPOJIb TUITAHHPOBAHHUS ¥ (PAKTHIECKOTO BBIIOJHEHNS Y4eOHOH HArPY3KH €/1arorn4ecKuMHI
pabOTHHKAMHU MHCTUTYTA, OTHOCSAIIIMMHUCS K MPOheCcCOpCKO-TPEnoaaBaTeIhCKOMY COCTABY;

- coctaBieHue rpaduka yaeOHOro mporecca o 00pa3oBaTeIbHBIM IPOrpaMMaM, pean3yeMbiM
B MHCTHUTYTE, Ha OCHOBAHHH YTBEPKACHHBIX YYECOHBIX IUIAHOB M KOHTPOJb €ro COOIO/IEHHs B YacTH
HOPMaTHBHBIX CPOKOB 00y4EHHS;

- IUTAHWpOBaHWe, (OPMHUPOBAHHE, AHAINZ M KOHTPOJb BHIOJHEHHS PACIHCAHMsI Y4eOHBIX
3aHSATHN, TPOBEJIEHHMs] IPOMEXYTOUHBIX  aTrectanuil  ofyyarommxcs, rpaguKoB  pabOTHI
rOCY/IapCTBEHHBIX 9K3aMEHAIIMOHHBIX KOMHUCCHI;

- co0MoIeHHEe 3aKOHOJATENBHBIX aKTOB M HOPMATHUBHBIX JOKYMEHTOB TI0 (OPMHPOBAHHIO
KOHTHHTEHTa CTYACHTOB;

- KOHTpOJIb O0ecmeueHHOCTH YdeOHOTO mporecca yueOHO-METOMUUECKHM KOMILIEKCOM IO
THUCITUILTHHAM 00pa30BaTeNbHEIX IIPOrpaMM, PealTH3yeMEIX B HHCTUTYTE;

- TOJTrOTOBKA BCEX BHAOB OTYETHOCTHM IO Bolpocam o00pa3oBaTeNbHOW AEATEIHHOCTH
WHCTHUTYTA;

- OKa3aHWE KOHCYJIbTAllMOHHOH IIOMOIIM aKaAeMHYECKHM IOJpa3/ieiCHus M II0 BOIIpOCaM,
HAXOSAIIHMCS B KOMIIETEHIIHH OT/IETIA;

- IIOATOTOBKA TIPOCKTOB IIPUKA30B M PACIIOPSDKCHHI 10 WHCTHTYTY, HH()OPMAIIMOHHBIX,
AHATUTHYCCKUX H APYTHX MaTepHalioB 10 BOMIPOCAM, BXOASIIMX B KOMIIETCHIIHIO OT/IeNa,;

- OpraHW3ais, TPOBEJCHWE W YYacTHE BO BHYTPEHHHX ayauTax o0Opa3oBaTeabHOM
JIeSITeIbHOCTH HHCTHTYTA, C IIEJIbIO0 COBEPIIIEHCTBOBAHMS KauyecTBa 00pa3oBaTeIbHOMN JIESTETBHOCTH.

4. YupagJjeHue oTaeoM

4,1. Otaen BO3TNaBIgeT HAYaILHUK, Ha3HAYaeMBIH Ha JIODKHOCTE M OCBODOMKIAEMBIH OT
3aHMMaeMOH JOJKHOCTH [IPUKA30M PYKOBOJMTENSI HHCTUTYTA.

4.2. HayansHuk otnena:

- HENOCPE/JCTBEHHO IIOJYMHSAETCS 3aMECTUTENI0 PYKOBOJMTENS, KypHpYIOUIEMY YyueOHYIO
JIeSITEIIBHOCTD;

- PYKOBOJIUT BCEH EATENBHOCTBIO OT/ENA;

- OCYHIECTBJISIET CBOIO AEATEIBHOCTh B COOTBETCTBHH C MOJOKEHHEM 00 OTAENe yIpaBlICHHS U
opraHuzanui y4ueOHOH AEATENbHOCTH W YTBEP)KIECHHOW B YCTAHOBICHHOM IOPSAIKE MODKHOCTHOM
HHCTPYKITNCH;

- ompejenseT OKHOCTHBIC 00S3aHHOCTH M TEPCOHATBHYIO OTBETCTBEHHOCTH PabOTHUKOB
oTjiena, pacupejaenssi (PyHKIMOHATbHBIE 00S3aHHOCTH MEXy pabOTHUKaMH OTZela, B TOM YHCIE
nyreM pa3paboTkm M obOeclieyeHHsl YTBEPXK/IECHUS B YCTAHOBJIEHHOM TIOPSIKE JOIKHOCTHBIX
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MHCTPYKIHMH yKa3aHHBIX pabOTHUKOB;

- OCYLIECTBJIAET KOHTPOJIb BBINOJIHEHUS T0JDKHOCTHBIX 00s3aHHOCTEH paboTHHKAMH OT/IeNa;

- IIOATOTABJIMBAET IIPOEKTHl MPHUKA30B, pacMOpsHKEHUH, pazpabaThiBaeT HHBIC JOKAIBHBIE
HOPMAaTHBHBIE aKThl HMHCTUTYTa MO BONpOCaM, BXOJAAIIMM B KOMIIETEGHIIMIO OT/eNa, a TaKKe
CBOEBPEMEHHO BHOCHT B HHX HEOOXOAMMBIC M3MEHEHHs, B TOM YHCIE B IEJISAX IIPHUBEJICHHS HX B
COOTBETCTBHE C JACHCTBYIOIUM 3akoHOAaTeNbecTBOM Poccuiickoit @enepaiiy;

- paspabarbiBaeT ¥ o0ecneurBaeT YTBEPXKIECHHE B YCTAHOBJIIEHHOM IIOPSKE IMOJIOKEHHS 00
OTJIeJIE, a TAKKE CBOEBPEMEHHO BHOCHT B HEro HeOOXOAHMMBIE M3MEHEHHS, B TOM YHCJIC B IENAX
IIPUBE/ICHHS B COOTBETCTBHE C JICHCTBYIOIIMM 3aKoHo1aTesibeTBOM Poccuiickoit ®enepanuu;

- BHOCHT B YCTAHOBJIEHHOM IOPSJIKE PYKOBOZCTBY HHCTUTYTA MPEIJIOKEHUS O TIOOMIPEHHH JTHO0
HAIO0XKEHHH JIMCIIUINIMHAPHBIX B3bICKAHUI B OTHOIIEHUH PabOTHUKOB OT/ENA;

- U371aeT paclopsDKEeHus, 00s3aTebHEIe Il HCIIOMHEHUS paOOTHUKAMH OTea;

- HECET IIEPCOHAIBHYIO OTBETCTBEHHOCThH 3a HEHA/AJIEIKAIllee BBINOJIHEHHE BO3JIOKEHHBIX Ha
OTzen 33134 ¥ QYHKIMH.

4.3. B nepro/i HaXox/ICHUs HAaYaIbHHKA OT/IENa B KOMAaHMPOBKE, OTIYCKe, Ha OONBHUYHOM H
T.II. UCIIOJIHEHHE ero 00sA3aHHOCTEH B YCTAHOBJIEHHOM IOPSJIKE IIPHKA30M PYKOBOAHTENS HHCTHTYTa
BO3JIaraeTcst Ha JIMI0, HA3HAYEHHOE B YCTAHOBJIEHHOM IIOPSIKE NPHKA30M PYKOBOAUTENS HHCTUTYTA.

4.4. Otnen ynpaBlieHUs] M OpraHM3AlUK YueOHOH /esTeTPHOCTH SBIACTCS aMHHUCTPATHBHBIM
1oJpa3ieIeHHeM HHCTHTYTA, BO3IJIABISIEMBIM HAYaIbHUKOM OTIENIa M BKJIIOYAIOIIHMM B CBOH COCTaB
CIIELIMAIMCTOB 110 y4eOHO-MeToJuuecKol paboTe, cTapiiix JUCIIETYEPOB U CIICITHATHCTOB.

S. CTpykrypa otaena

5.1. Crpykrypa oTaena yreepxkaaeTcs npukazom pexropa HUAY MUDU.
5.2. B cTpyKTypy OTIeNa BXOIIT:

OTJIeJIeHHE BLICILIETO 00pa30BaHus;

oTHeseHue cpenHero npodeccHoHaNILHOTO 00pa3oBaHus;

IpHeMHast KOMHCCHS.

6. IlpaBa u o6s13aHHOCTH PAOOTHHKOB 0T/€]IA

6.1. IlpaBa u oOs3aHHOCTH paOOTHMKOB OT/JENa ONPENESNAITCA 3aKOHOJATEILCTBOM
Poccuiickoit ®epepanuu, Yerapom HUAY MUOU, TlonoxerreM 00 MHCTHTYTE W JTOKHOCTHBIMH
HHCTPYKIHAMU.

7. B3aumopeiicTBHe 0TJe/1a ¢ APYTHMH CTPYKTYPHBIMH NOApa3AeJleHUAMH HHCTHTYTA

7.1. Jlna opraHmsanud  paboOTBI 1O OCHOBHBIM HAIPaBIICHUAM JIEATENBHOCTH  OT/AEN
B3aUMOJICICTBYET CO CTPYKTYPHBIMH HOJPa3/Ie/IeHHSIMH HHCTHTYTA.

Ilopsinox B3auMoneHCTBHSL oOIpenenseTcs OTACNLHLIMH MpPHKa3aMH M PACTIOPSHKEHHSIMH
PYKOBOJMTEJISI MHCTHTYTA.

8. les10npoM3BOACTBO 0OT/IE]1a

8.1. Oraen BenmeT AENONPOU3BOJICTBO B COOTBETCTBHM ¢ MHeTpykimel 1o j1enonpou3BoJICTBY
YHUBEpPCHTETa M HOMEHKIATYpoH el HWHCTHUTYTa, YTBEPKACHHON NPHKA30M PYKOBOMTEIS
HHCTHUTYTA.

Havanpuuk oTnena onpenensT UL, OTBETCTBEHHEIX 32 BEJCHHE JIeJIONPOH3BOICTRA B OT/IEE.

O0s3aHHOCTH ~ PabOTHHMKOB,  OTBETCTBEHHBIX  3a  JEJIOIPOM3BOJCTBO,  ONPEACIISAIOTCS
JIOJZKHOCTHBIMH MHCTPYKIIUSIMH.



9. Koutposb 1 npoBepka AesiTeJLHOCTH 0T/ieJa

9.1. KouTpons W TmpoBepka JeATEILHOCTH OTAENa YOpaBICHHS M OpraHu3aliy ydeOHOH
JIeATENbHOCTH OCYILECTBIISAETCS Ha OCHOBE PAaCHOPSAUTENBHBIX JOKYMEHTOB PYKOBOJIUTEN HHCTUTYTA
TIO YTBEPKAECHHBIM IIPOrpaMMaM U IIyTEM IIPOBEIEHHS BHYTPEHHUX AYIHTOB.

10. Mopsiaok yrBep:KkIeHHs H3MeHeHHil B M0J10KeHHH 00 oTae/e

10.1. HM3meHeHusT BHOCITCS B YCTAaHOBJIEHHOM I[IOPSIKE M YTBEPXKIAIOTCI IPHKA30M
PYKOBOJMTEIIA HHCTUTYTA.

11. O3HakoMiIeHHE ¢ OJI0KeHHEeM 00 oTaese

11.1. PaboTHHKM OTHENa 3HAKOMATCSA B YCTAHOBJIEHHOM IOpPSJIKE € I0JIOKEeHHeM 00 oTene
yOpaBlIeHHs W OpraHu3alliyd Y4eOHOH JeATeNhbHOCTH B OT/esie KaJpoB W IIOJIKCHIBAIOT JIUCT
03HAKOMJICHHS.

12. XpaneHnne H pacchblUIKa YK3eMILISIPOB Mo/10KeHNs 006 oTaene
12.1. KoHTposbHbIe 3K3eMIUISIPBI MOJIOXKEHUS 00 OT/IeNe XpaHsTcsl B OT/eNe KaApoB U B OTAeNe

YIIPaBJIeHHsI H OPraHu3aiuy y4eOHOH JIesTeIbHOCTH.
DIIeKTPOHHAS KOTHS TOJIOMKEHHs 00 OT/Ie)ie XpaHUTCs Ha caliTe HHCTUTYTA.



