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NHOJMJOXEHMHUE
00 yueOHO-MeTOoaHUecKOM oTaese (BO)
Ap3amacckoro ¢puanana HHI'Y

1. OBIIME ITOJIOKEHUSA

1.1. YyeOHO-MeTOAMYECKUNA OTIEN SBISETCS CAMOCTOSATENBHBIM CTPYKTYPHBIM IOJpa3/ie/ieHHEM
Ap3amacckoro ¢uwmana ®denepadbHOr0  rocyAapCTBEHHOTO aBTOHOMHOTO  00pa30BaTebHOIO
ydpexaeHus Beicmiero oOpasoBanms «Hwokeropoiackwit rocymapcTBeHHBIM yHuBepcuteT uM. H.U.

- Jlo6aueBckoroy (manee — Ap3amacckuii puwmman HHI'Y).

1.2. Hacrosmee IlonoxeHnue perynmpyer nesTenbHOCTH ydeOHO-MeToamdeckoro otaena (BO)

- Apzamacckoro ¢ummana HHI'Y (manee — Ortnena), ompenpenser ero 3amadd, (QyHKUIUH, IpaBa H

00s3aHHOCTH.

1.3. B cBoe#t pearenmpHOCcTH OTHaEn pPYKOBOJACTBYETCS 3aKOHOJATENLCTBOM Poccuiickoit
Qenepanyy, WHBIMH HOPMATHBHBIMH IIPAaBOBBIMH aKTaMH, YCTaBOM M JIOKAJbHBIMH HOPMAaTHBHBIMH
aktamu HHI'Y, Tlonoxxennem 06 Ap3amacckoM pumuane HHI'Y, a taxoke HacTosmuM [TonoxxeHuem.

1.4. Koopmunanuio nesrensHocTd OTAena OCyIEeCTBISIET 3aMECTUTENh JUPEKTOpa 10 y4eOHOM u
Hay4HO# pabore Ap3amacckoro ¢pummana HHI'Y.

1.5. CtpykTypy, YHMCICHHOCTh M INTaTHOE PACIHCAHWE, U3MEHEHHS B CTPYKType H ILITATHOM

pacnucanuu Otzena yreepxaaet pekrop HHI'Y no npencraBnenuto nupekropa Apszamacckoro ¢puinmana
HHI'Y.

1.6. VYcnoBus Tpyna paborHukoB Ortnena ONpenensioTcs TPYAOBBIMH  JOTOBOPaMH,
3aKJII0YaeMBIMH ¢ KaXIbIM pabOTHHKOM, a Takxe [IpaBunamu BHyTpeHHero pacnopsaka HHI'Y.

1.7. HNomxHocTHBIE 00s3aHHOCTH paboTHHKOB OTaena, BKIoYas HavanbHuka OThaena M ero
3aMECTUTENs, ONpeNeNsAIoTCs NOMKHOCTHBIMH  HMHCTPYKUHUSMH, YTBEPKAAEMBIMH  JUPEKTOPOM

- Apzamacckoro pumana HHI'Y, no npencrasnenuro Havansauka Otaena.

1.8. Tlomoxenume 06 Otaene, BHOCHMbIE B HEro MIOIOJHEHHS ¥ H3MEHEHHWS YTBEPXKIAIOTCH
npHuKa3oM qupekropa Apzamacckoro ¢ummana HHI'Y.




2. OCHOBHBIE 3AJTAYH OTAEJIA

2.1. OcHoBHbMH 3amadamu OThena SBJSIOTCS IMOBBIIIEHHE KadecTBa OpraHM3alMé y4eOHO-
MeToaudeckoit pabotbl B Ap3amacckoM ¢ummane HHI'Y, koopauHamus OesSTeNbHOCTH CTPYKTYpPHBIX
HI0J(pa3/ieJIeHuH, 3aHUMaroIuxcsl B pumane o6pa3oBaTelbHOM AESATEeNbHOCTHIO 10 Iporpammam BO, u
CTPYKTYPHBIX BCIIOMOTaTeIbHBIX IOJpa3/eieHui, obecredynBaloUX Yy4YeOHBIH Ipolecc, a Takxke
KOHTPOJIb BHITIOJIHEHHS JMIIEH3UOHHBIX 1 HOPMATUBHBIX TpeOoBaHMiA.

3. ®YHKIIMU OTAEJIA

3.1. B cOOTBETCTBHH ¢ BO3JIO)KEHHBIMH 3a/1a4aMu OT/Ie)T BBIIOIHSET Cleayomue GyHKIHN:

3.1.1. KoHTponb pa3pabOTKH, COIJacoBaHHMS M YTBEPXKACHHS YYEOHBIX IUIaHOB, paboumx
porpaMM y4eOHBIX IUCIUTUIHH.

3.1.2. Benenue >nexkTpoHHO# 6a3bl JaHHBIX N0 HAIMYUIO ¥ OOHOBJICHHIO pabOYMX IIPOrPaMM.

3.1.3. IloaroToBka K IUIAaHUPOBAaHMIO M KOHTPOJbL paclpeleleHus y4yeOHOM Harpy3Ku MexIy
KagenpaMu 1 Ipodeccopcko-npenoaaBaTeIbCKIM COCTaBOM Kadep.

3.1.4. Pa3paboTka mpuKa3oB, pacHoOpsDKCHHHM IO BOIpOcaM IUIaHHUPOBaHMS, OpraHMU3alld H
KOHTpOJIs yyeOHOro npouecca.

3.1.5. Koopaunanus 1 KOHTPOJIb IPOBEACHUS MPAKTUK Ha (aKyinbTeTax.
3.1.6. AHanu3 UTOTOB NPAKTUKHU CTYACHTOB.

3.1.7. PaccMoTpeHMe NUYHBIX 3asBIICHUN CTYJEHTOB U NOKYMEHTOB, SBISIOIUXCS OCHOBAHHEM
JUIS TIEPEBOJIa, BOCCTAHOBIICHHS, OTYUCIICHHS CTYICHTa, IIPEOCTABICHHS aKaJIEeMUYECKOTO OTITyCKa.

3.1.8. IloaroroBka mpuKa3oB IO JBHKEHUIO KOHTHHIEHTA CTYAECHTOB.

3.1.9. VYyer KOHTHHIre€HTa CTYJEHTOB, pacyeT KOJHMYeCTBa CTaBOK mpodeccopcko-
IpernoIaBaTeIbCKOro COCTaBa Ha y4eOHBIH rof.

3.1.10.AHaimu3 pe3ynbTaTOB TEKYIIETO U UTOTOBOTO KOHTPOJIS 3HAHUM CTYICHTOB.
3.1.11. KoopauHanus 1 KOHTPOJIb IPOBEIEHUS UTOTOBOM rOCy1apCTBEHHOM aTTECTAIHH.

3.1.12. Pa3zpaboTka DpeIOKEHUH U pEeKOMEHJAUMH 110 COBEPIICHCTBOBAHHIO Y4eOHO-
METOANYECKO# paboThl B pumaie.

3.1.13. Kontpois cobmonenus rpaduka yae6HOro mnporecca U pacinycanus y4eOHbIX 3aHATHIA.
3.1.14. Beneuue 6a3pl JaHHBIX BBIIAHHEBIX JUIIJIOMOB.

3.1.15. Opranuzanus IUIAHOBHIX M BHEIJIAHOBHIX IIPOBEPOK paboThl yueOHBIX MOApa3eNIeHUi
¢unmana.

3.1.16. Pa3paboTtka u mpeacrapjieHHe OTYETOB 0 00pa3oBaTeIbHON ACATENFHOCTH (pusmana.

3.1.17. COop maHHBIX U IPOBEJECHHE pacdyéra KOJMYECTBA MTOTOKOB, YUEOHBIX T'PYII ¥ MOATPYII
Ha y4eOHBIi roa.

3.1.18. KoHTpOIb HCIOIB30BaHKS I0YAcOBOTO (OHIA.
3.1.19. VyacTiie B OATOTOBKE NMPEAIOKEHUN IO Ha3HAUCHUIO UMEHHBIX CTUIICH .

3.1.20. Pa3paboTka ¢opM AOKyMEHTAIlMH Ui BHYTPEHHEIO II0JIb30BAaHUS B IENSX MOBBIIIECHHUS
s dexTuBHOCTH yueOHOrO Mpouecca.



3.1.21. C6op u aHaU3 CITy’>kK€OHBIX 3alIUCOK [0 BHECEHHIO H3MEHEHHUH B paboune yueOHbIE IUTaHbl
U paclMCaHus 3aHATHH.

3.1.22. C6op, ananu3 u 06001eHHE FTOTOBBIX 0TYETOB Kadeap U (HakyIbTETOB.

3.1.23. KoopmuHamuss M KOHTPOIb Yy4eOHO-METOAMYECKOH JEATEIBHOCTH CTPYKTYPHBIX
nojpasJieneHuit gpuimana.

3.1.24. [ToaroToBka crpaBoOK, aHATUTHYECKUX 3aMMUCOK M HEOOXOMUMBIX JaHHBIX 110 COCTOSIHUIO M
3aJja4yaM COBEPIICHCTBOBAHUS Y4eOHOIM pabOTHI.

3.1.25. [ToaroroBka MaTepuayioB mo y4eOHO# paboTe i AUpEeKTOpaTa, Y 4eHOro COBETa.

3.1.26. Konrtpoms ¢opmupoBanus u OOHOBIECHHS Y4eOHO-METOIUYECKMX KOMIUIEKCOB IIO
y4eOHBIM JUCIMILIAHAM.

3.1.27. IInanupoBanue, OpraHu3anys U IPOBENCHHE METOAMYECKHX COBEINAHWH, CEMUHApPOB H
IPYruX MepOoNpuATHii o yue6HO-MeToruecKoi pabore.

3.1.28. CO6op u aHaM3 AJAHHBIX [0 YCIEBAEMOCTH CTYIACHTOB.

3.1.29. Opranmszamus B3aumopeiicteuss ¢ HHI'Y, opramamu HCIOMHUTENHHOH BIIACTH IO
BOIIPOCAM, BXOZSIIMM B KomreTeHuio Otaena;

3.1.30. Opranu3anus aucneTuepckoi ciyxOb1 ayuTopHOro GoHza.

3.1.31. Opranm3amus oOecrneyeHns (aKyJIbTETOB MOKYMEHTAMH TI'OCYAAapCTBEHHOTo o00pasia,
3a4eTHHIMH KHI)KKaMH M CTYA€HUYECKUMH OHJIeTaMH.

3.1.32. KoHTpoJb npaBWIIbHOCTH 0opMIteHHs: OJTAaHKOB IOKYMEHTOB I'OCYAapCTBEHHOTO 00pasia.

3.1.34. [loaroroBka akTOB Ha cricaHUE OJJAHKOB TOKYMEHTOB rOCyAapCTBEHHOro oOpasia.

4. IIPABA 1 OBA3AHHOCTHU OTAEJIA

4.1. Otaen umeer npaso:

4.1.1. 3anpammBarh B JPYTHX CTPYKTYPHBIX HoApasneneHusx Apsamacckoro ¢mmara HHI'Y
JIOKYMEHTHI 1 HHPOpMaIHIOo, HE0OXOAUMBIE AJI BBIIOJHEHUS BO3JI0OKEHHBIX Ha OTIen QyHKImif;

4.1.2. BHOCHTH pPYKOBOACTBY (miHaia MPeAIOKeHHS O COBEPIIEHCTBOBAHMH MAEATEIHHOCTH
Otnenaun Qunmana;

4.1.3. KoHTponupoBaTh BBIIOJHEHHE IPUKA30B, PACIOPSDKEHHH OUpPEKTOpa IO BOIpocaM
OpraHU3alluy U MPOBEACHUS Y4eOHOro mporecca;

4.14. TpeboBatb oT Kadenp ® Jp. CTPYKTYpHBIX IOApa3ZeleHHH CBOEBPEMEHHOIO H
KayeCTBEHHOIO BBIIIOJHEHHUS BCEX PaCIOPsDKEHH 1o puinaty;

4.1.5. ITonb30BaThCs KOMIBIOTEPHON, MHOXKUTEIHHOW M HHON OPITEXHHUKOM, CpPEeCTBAMH CBS3H, a

TaK)K€ MHBIMH MaTepHAILHBIMU pecypcaMi, UMEIOIIUMIUCS B rumraine, HeoOX0UMBIMHU IS 00ecreYeHus
nesrenbHOCTH OTHENa;

4.1.6. HanpaBnath paOOTHHKOB Ha CEMHHAphl, HHbIE y4eOHBIE MEPONIPHUATUS IO BOIPOCAM
nesrenbHoCTH OTAENa C UEeNbIO MOBBIIIEHUS KBATH(UKAIIUH paOOTHUKOB.

4.2. Otnen o6s3aH:
4.2.1. CoxpaHsTh KOH(PUISHIHATLHOCTS CBeICHH, coaepxKalnuxcs B fokyMeHTax Otaerna;

4.2.2. CoBepmieHCTBOBaTh M pa3BUBaTh JeATeNbHOCTh Ap3amacckoro ¢wmana HHI'Y,
obecneunBaemyro Otxaenom;



4.2.3. Ka4ecTBEHHO U B IOJIHOM 00bEME BBINOIHATH BO3JIOKEHHBIE HA HETO 3a/1a4¥ ¥ QyHKIUY;

4.2.4. BeIOJHATH B YCTAHOBIIEHHBIE CPOKH pElIeHHs] Y YEHOT'O COBETA, IIPUKA3bl U pacOpsHKEHUS
mupextopa Ap3amacckoro ¢minana HHI'Y, pexkropa HHI'Y, nopydyenus nupexropa.

4.3. Hauansauk OTxena uMeeT IpaBo:

4.3.1. Tpe6GoBath oT pabGoTHHKOB OTHena BBHIIOJIHEHHS B IMOJHOM OOBEME M HA BBHICOKOM
Ka4eCTBEHHOM YpPOBHE 00S3aHHOCTEH, ONIPEECTICHHBIX JO/DKHOCTHOH HHCTPYKIMEH;

4.3.2. TpeboBars cobmonenus pabornukamu Ycrasa HHI'Y, IlpaBun BHyTpeHHero pacnopsaxa
HHI'Y, oxpaHnl TpyJa U TeXHHUKH O€30MacHOCTH, MOXApHON 0e30MacHOCTH, BBIOJIHEHHUS NMPUKA30B H
pacnopspkeHui mupekTopa Ap3amacckoro ¢unuana HHI'Y, pexropa HHI'Y;

4.3.3. 3anpammBarh y PpYKOBOIMTENEH JPYyrUX CTPYKTypHBIX NOApasfeneHuil ¢uimana
MaTepuaibl U HH(OpPMAIUIO, HEOOXOAUMBIE Ui BBIIOJTHEHHWS 3a1a4 ¥ (QYHKIMiA, BO3JIOKEHHBIX Ha
Orpen.

4.4. Hauanpuauk Otnena o0sA3ad:

4.4.1. PyxoBomauTh JesTenbHOCTBIO OTnaena, oOecmeunmBaTh OpraHu3alMio ero paboTsl,
BBIIIOJIHEHHE 3ajad H (YHKOHI, ompedeneHHBIX HactosmmuM IlonoxeHueMm, a TakKe INIPHKA30B,
pacnopsDKeHHH U MopydeHuit pyKoBoACTBa (punnaia, pemeHnit Y4eHoro coBera;

4.4.2. BHOCHTD MpEIUIOKEHHUS IUPEKTOpPY, 3aMECTHTEIIO AMPEKTOpa o y4eOHOH M HaydyHOH
paboTe 10 COBEPIICHCTBOBAHHIO AesATeIbHOCTH OT/eNna, HOBIIEHHIO 3Q(eKTHBHOCTH ero paboTH;

4.4.3. OcymecTBNATh HENOCPEICTBEHHOE PYKOBOJACTBO M KOHTPOJIb JEATEIIBHOCTH PabOTHHKOB,
Otznena 1o BHITOJTHEHUIO BO3JIOKECHHBIX HA HUX (YHKIMMT;

444, Pa3pa6&TBIBaTI> IIPOCKTBI HOPMATHBHO-METOAUWYCCKHUX OJOKYMCHTOB, CBsA3aHHBIX C
oprannsauneii JCATCIIPHOCTH OTZ[CJIa;

4.4.5. CopeiicTBOBaTH MOBBIECHUIO KBanuuKanuu paboTHukoB OTaena;

4.4.6. OOGecmeuyuBaTh CO3JaHHE Ha paboyMx MecTaX ONTHUMAIBHBIX YCIOBHM A
BBICOKOIIPOM3BOAUTEIHHOI0, KAUECTBEHHOT'O TPY/1a;

4.4.7. KontpomupoBats cobmopaeHue paborHukamu [IpaBuil BHYTpEHHEro pacnopsika, OXpaHbl
TPy/a ¥ TeXHUKH 6€30MacHOCTH, IOXKapHO# 6e30acHOCTH;

4.4.8. PaspabaTbiBaTh NpPOEKTHI ODKHOCTHBIX HMHCTPYKIMH paOOTHHKOB M BHOCHUTh HX Ha
YTBEpXKIEHUE TUPEKTOPY.

S. OTBETCTBEHHOCTbD

Havanenuk u COTPYAHHUKH OTAECJIa HECYT OTBETCTBEHHOCTD.

5.1. 3a HeHajyTEKAIIEe UCIIOJHEHUE WM HEUCIIOIHEHUE CBOUX 0053aHHOCTEH, IpeayCMOTPEHHBIX
HaCTOSIIIMM IIOJIOXKEHHEM M JOJDKHOCTHOM MHCTPYKIMEH, B IIpefeNiax, ONPEACICHHBIX JIeHCTBYIOIIHUM
TPYIOBBIM 3aKoHOaTenbcTBOM Poccuiickoit ®enepanuu.

5.2. 3a mpaBOHapyIIeHHs, COBEPIICHHBIE B IPOIIECCE OCYIIECTBICHHS CBOEH NESTENbHOCTH, B
mpezienax, ONpeleieHHbIX JEHCTBYIOIIMM aJMHHHUCTPAaTHBHBIM, YTOJOBHBIM M  TI'PaXIAHCKHM
3akoHoJaTenbcTBOM Poccuiickoit denepanuu.

5.3. 3a npuunMHEHHE MaTepHalbHOro ymepba, B IpeAenax M B IOPSAKE, ONpENENCHHBIX
JEeUCTBYIOIIMM TPYAOBBIM U IpaXKIaHCKUM 3aKOHOJaTenbcTBOM Poccuiickoi ®eneparum.

5.4. 3a nHapymenue IIpaBun BHYTpeHHEro TpyAOBOIO paclopsKa, IMpaBHJ IIPOTHBOIIOXKAPHOH
6e30MmacHOCTH ¥ TeXHUKH Oe3omacHOCTH, yctaHoBiIeHHBIX B HHI'Y, B cooTBeTrcTBHHU C AeHCTBYIOIMM
3akoHojarenbcTBoM Poccuiickoit denepanuu.
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6. OPIAHM3AIIMS B3AUMOJAENACTBUE CJAPYTUMHU CTPYKTYPHBIMH
NNOAPA3JAEJIEHUAMU YHUBEPCUTETA U ®UJINAJIA

6.1. B3aumopeiictBue Otnena ¢ IpyTMMH CTPYKTYPHBIMH HOJpa3JeleHHSIMH Ap3aMacCKOro
¢wmana HHI'Y onpenmensercs 3amadaMu ¥ (QYHKIHSMH, BO3JIOKCHHHIMH Ha HEro HACTOSIIMM
[Tonoxxennem. B cBoeit pesrenpHOCcTH yueOHbIM OTaen B3auMoeicTByeT ¢ kadenpamu, Oyxrairepuei,
OTHENOM KaJpoB, JeKaHaTaMH (akyJIbTeTOB W MAPYTMMH IOApa3JeleHusMH (unmana, ydeGHO-
MeroaudeckuM ynpasinenueM HHI'Y, cropoHHMME opraHm3anusMu U ydpexacHusMu. YdeOnsni Otaen
BBINOJIHAET BO3JIOXKEHHBIE Ha HEro (YHKIUH B TECHOM COTPYAHHYECTBE C IUPEKTOPATOM, YUEHBIM
coBeToM ¢unnana u yaeOHo-MeToquuecKuM ynpasienuneM HHI'Y.

7. 3AK/IIOYUTEJIBHBIE ITOJIOKEHUS.

[Tonoxenne 00 y4eOHO-METOIUYECKOM OTHEIE YTBEPXKIAETCS IUPEKTOPOM Ap3aMacCKOro
¢wmana HHI'Y.
IIo mepe HeoO6xoauMocTH B nanHoe IlomoxeHne MOTyT OBITh BHECEHBI U3MEHEHHUS M JIOIOJIHEHHS.

HOHOHHCHI/DI H HU3MCHCHHA, BHOCHMBIC B JaHHOC HOJIO)KGHI/IG, pacCMaTpuBaOTCA MU YTBECPXIAIOTCA
AUPEKTOPOM B YCTAaHOBJICHHOM ITOPSAOKE.

HavanpHUK CTpYKTYypHOTO IOJpa3ieieH s O.B. bykuna
COI'JTACOBAHO:

3aMecTUTeNb TUpeKTopa Mo yueOHoi U Hay4Hol paboTe

Apsamacckoro pumana HHI'Y /// P C.H. Iarkun
HavanpHuK 1opuanyeckoro otaena 4 T.A. Apunorenona

« 23 » dt/d?,/d( 2014 1.




