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1. O01ue moJ10KeHu s

1.1. YueGubrit oTaen mo ouHoit (opme oOydenms (mamee — OTaen) SBIASETCS CTPYKTYPHBIM
noapazaeneaneM bY BO «Cypryrckuit rocynmapcTBeHHBIM yHUBepcuter» (manee — Cypl'V,
YHuBepcurer).

1.2. Y4eOHsbIii oTHen mo o4Hoi hopme 0OydeHHsI PEOPTaHU30BaH U3 YIEOHOTO OT/eNIa TPUKA30M
pekropa Cypl'Y Ne4290/k ot 18.12.2018 r.

1.3. Otaen peopranusyercs U JUKBUAUPYETCS B YCTAHOBJICHHOM 3aKOHOATEIILCTBOM MOPSIKE
npukazoM pektopa Cypl'VY Ha OCHOBaHUM pelIEHUs1 YUEHOTO COBETa Y HUBEPCUTETA.

1.4. PykoBoactBo OTHENOM OCYHIECTBIsIETCS HadyanbHUKOM OT/ena, KOTOPbId HEMOCPEACTBEHHO
MOIYUHSETCS HAYAJIbHUKY Y4eOHO-METOMYECKOT0 yIpaBieHus. HauanbHUK OT/eNa Ha3HaYyaeTCs
Ha JOJHKHOCTh U OCBOOOKIAETCS OT JOJKHOCTH B YCTAHOBJIEHHOM 3aKOHOAATEIBHOM MOPSIKE Ha
OCHOBaHUU IIPHUKa3a PEKTOpa MO pe3yibTaTaM coOece10BaHus.

1.5.B cBoeli gestenpbHOcTH OTHOENn PYKOBOJACTBYETCS — CIEAYIOIIMMU  HOPMATUBHBIMU
JTOKYMEHTaMH

— Koncrurynueit Poccniickoit @eaepanuu;

— TpynoBeim konekcom Poccuiickoit denepanmy;

— @enepanbHbiM 3akoHOM Poccuiickoir ®@enepauuu ot 29.12.2012. 1. Ne273-®3 «06
obpasoBanuu B Poccuiickoit deaepanumy;

— IIpukazom MunucrepctBoM oOpa3zoBanus u Hayku Poccuiickoit @enepanuu ot 22.12.2014 r.
Nel601 «O npoaomKkuTenbHOCTH pabodyero BpeMeHu (HOpMax 4acoB MeJaroruyeckoil paboTsl 3a
CTaBKY 3apaOOTHOMW TUIATHI) MEJAroru4ecKuX pabOTHUKOB M O TOPSIKE ONpeiesieHus yueOHOMH
Harpy3KH IeJarorndyeckux paboTHUKOB, OTOBAPUBAEMON B TPYI0BOM JJOTOBOPEY;

— Ilocranosnenuem IlpaButensctBa Poccuiickoir ®epepaumn ot 08.08.2013 Ne678 «O6
YTBEP)KJIEHUU HOMEHKJIATyphl JOJKHOCTEW — MeJIarornyeckux - pabOTHUKOB OpraHu3alui,
OCYIIECTBIISIIOIIMX ~ 00pa3oBaTENbHYIO  JICATENBHOCTb,  JOJDKHOCTEH  PYKOBOAUTENEH
00pa30BaTeIbHBIX OPraHU3AINI»; \

— YcraBoM bY BO «Cypryrckuii rocyaJapCTBEHHbI YHUBEPCUTETY;

— IlpaBunamu BHYTpEHHEIr0 TPYJOBOT'O pacropsiiKa;

— KomnexruBasiM gorosopom Cypl'VY; "

— pokymentanueit CMK Cypl'V;

— pemenusimu YuéHoro cosera Cypl'V;

— TpUKa3aMU U pacropsKEHUSIMU PEKTOPa;

—  pacnopsbKEeHUsIMU MPOPEKTOpa Mo y4eOHO-METOINYEeCKOM paboTe;

—  HACTOSIIIMM TIOJIOKEHUEM.

1.6 Pabora Otnena opraHusyeTcs B COOTBETCTBHM ¢ HactosmuM [lonokeHuem c ydérom
CTpAaTeTMYECKUX W - ©XKETOAHBIX IUIAHOB  YHUBEpcUTeTa B  o0sactd  0Opa3oBaHMA.
OpraHu3anMoOHHO-MPaBOBOI _OCHOBOI aAesTenbHOCTH OTAena sBiseTCS TOJOBOM MiaH paboThl,
YTBEPKIAEMBII MPOPEKTOPOM IO Y4EOHO-METOINYECKOI paboTe B Havasie KaXkJ10ro roja.

1.7. B mepuoxa orcyTcTBUs (KOMaHIMPOBKA, OTHYCK, 00J€3Hb) HadaidbHuKa OTAena ero QyHKIUI
UCIIOJIHAET OAWH U3 COTpYAHUKOB OTnena, Ha3HaYaeMblii B YCTAHOBJIEHHOM 3aKOHOM IOPSIJIKE.
Jluno, 3amemaromee HavyanbHuka OTaena, MpUOOpETaeT COOTBETCTBYIOUIME IpaBa M HECET
OTBETCTBEHHOCTH 32 HaJUIEKaIee UCIIOHEHUE TOJKHOCTHBIX 00SI3aHHOCTEM.

1.8. TpeboBanus nacrosimero [lomoxenus pacnpocTpaHsieTcs Ha BceX COTpyaHuKoB Otaena.
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2. lletn m 3agaun

2.1. OcHoBHOI 1enbi0 AedarensHOCTH OTAena SBISETCS OpraHu3alus U KOHTPOJIb y4eOHOro
mpolecca MO BCEM JIMIIEH3UPOBAHHBIM B YHUBEPCUTETE OCHOBHBIM MPO(ecCHOHAIBHBIM
o0Opa3oBaTelbHBIM MporpaMmam Beiciiero oopaszoBanus (manee — OIIOII BO) B cooTBeTcTBUM C
(denepanbHBIMH TOCYJApPCTBEHHBIMU O0Opa30BaTEIbHBIMU CTAaHAAPTAMU BBICIIETO OOpa30BaHUS
(manee — ®I'OC BO).

2.2. ]Ins noctmkenus noctaBieHHoU nenu OTaen pemaeT cleayolne 3a1a4uu:

— pa3paboTKa HOPMATUBHOM W pacHoOpsIWUTEIbHOM JOKYMEHTAllUH, PpPErIaMEHTHPYIOIIEH
yueOHBIi MpolIecc;

—  OpraHu3anusi ¥ KOHTPOJIb TEKYIIETO0 Y4eOHOTO mpoliecca B Y HUBEPCUTETE;

—  KOHTPOJIb (hakTHYECKOTO BBITIOJTHEHUS yueOHOM Harpy3Kku pogeccopcKo-
MPEenoJaBaTeIbCKUM COCTABOM;

— (QopmupoBaHHe OTUETHOCTH O pealu3aluu 00pa3oBaTeIbHBIX MPOrpaMM U Y4eOHOTO
rpoiiecca B Y HUBEPCHUTETE.

3. OyHKIWH U TOJTHOMOYHS

3.1. Otmen yuyactByeT B peanuzanuu nporeccoB CMK YHuBepcurera:

— 2.1. dlIpoextupoBanue u pazpadborka OIIOIT BOy;

—  2.6. «Peamuzanus OITOIT BOy;

—  2.12. «Ouenka xauectBa ocsoeuus OITOIT BOy;

— 5.7. «YnpaBneHue ayJuTOPHBIM QOHIOMY;

— 5.13. «YmpaBneHue 10KyMEHTOOOOPOTOMY.

3.2. B pamkax peunieHus MOCTaBICHHBIX 3aJa4 M YKa3aHHBIX IpoueccoB OTAen BBIMOIHSIET
cienyronye QyHKIIm:

— opraHuzamusi paboThl MO pa3pabOTKe M BHEAPCHHUIO TOJOBBIX yUEOHBIX IUIAHOB JIJISI BCEX
HAIIPaBJICHUH U CIIEMATBLHOCTEMH, 0 KOTOPBIM BeJIeTcsl 00yd9eHHE B Y HUBEPCHTETE;

— TMOATOTOBKAa KaJIEHAAPHOIro y4eOHOTO Tpadka COBMECTHO C BBITYCKAIOUIUMHU Kadenpamu u
MHCTUTYTaMH, OCYIIECTBIEHUE KOHTPOJIS €r0 BBIIOJIHEHHS;

— IUTAaHMPOBAHUE M, COCTABJIEHUE PACIHCAHUs Y4EOHBIX 3aHATUHN, dK3aMEHAIIMOHHBIX CECCHUM,
pacnucaHus TOCYJapCTBEHHOW UTOTOBOM aTTECTALINH;

—  OCYLIECTBJEHHNE KOHTPOJS TPOBEACHUS BCEX BHIOB YUEOHBIX 3aHATHH, IPETYCMOTPEHHBIX
y4eOHBIMHU IIJIAHAMH JJIi COOTBETCTBYIOIIMX  CIEIHATBHOCTEH M HANpaBiICHUN TOATOTOBKH B
COOTBETCTBUU C PAaCHHCAHNEM YIeOHBIX 3aHATHH;

— pacmpeneneHue ayJUTOpHOTO PoH/a;

— MOATOTOBKA MPOEKTOB MPUKA30B U PACIOPSHKEHUN MO YHUBEPCUTETY MO BOMpocaM yueOHOM
paboTHI;

— OpraHM3anus BCEX BHJOB MPAKTUK OO0ydaromuxcs, paboTa COBMECTHO C Kadeapamu IO
3aKJIFOYCHHIO IOTOBOPOB HA MPOXOXKIEHUE MPAKTUK, KOHTPOJIb PACIIpeieleHNs 00ydalomuxcs mno
0a3aM NpaKTHK, KOHTPOJIb MPOXOXKJICHUS TPAKTUK U OTYETOB KadeIp Mo MpOBEICHUIO MPAKTHUK;

— y4YeT BBINOJIHEHUS y4eOHON Harpy3KH NpernojaBaTesiell YHHMBEPCUTETA: €KEMECSUHBIN, MO
UTOTaM CEMECTpa M y4eOHOro rofa;

— TIPOBEACHHME NOJArOTOBUTENBHOW pabOThl MO OpraHu3aluu paboThl TOCYIApPCTBEHHBIX
9K3aMEHAI[MOHHBIX KOMHCCUH 110 BCEM HANPAaBJICHUSAM U CIIELUAIBHOCTSIM;

— KOHTpOJIb PabOThl T'OCYJApPCTBEHHBIX 3K3aMEHAIIMOHHBIX KOMHUCCUH M CBOEBPEMEHHOI'O
IIPE/ICTABIECHUS UMU OTYETOB.
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3.3. Pacnpenenenue oOsi3aHHOCTEH Mexny coTpynHukamu OTnaena OCYIIECTBISIETCS Ha OCHOBE
JOJDKHOCTHBIX ~MHCTPYKIMM C y4eToM BHYTPEHHEH cCHenMaau3alud paOOTHUKOB IO
HaIpaBJICHUAM JiesTenbHocTr OTaena.

3.4. Havanpauk u corpymauku OTnaena, 1o pacrpeacsieHut0 OO0sS3aHHOCTEH B JIOJDKHOCTHBIX
MHCTPYKLMSX JUIS BBIIIOJIHEHUS CBOMX 00SI3aHHOCTEN UMEIOT MPaBo:

— 3ampamuBaTh W3 MHCTUTYTOB, Kadenp, OtnenoB u ciayx0 YHHBepcuTeTa HH(YOPMALHIO
HEOO0XOAUMYIO JJIsl OpraHu3aluy y4eOHOro Mmpolecca;

— [PUHUMATh yyacTue B pa3pabOoTKe HOPMAaTUBHO-IPAaBOBOM 0a3bl yueOHOTO MpOLECCa;

—  KOHTPOJIMPOBAThb BBIIIOJIHEHUE IIPUKA30B, PACHOPSDIKCHHUM, WHCTPYKIMM W YKa3aHWUU
BBINIECTOSIIIINX ~OPraHM3alliid, pEUICHWM YUYEHOro COBETa YHHMBEPCUTETa II0 BOIIPOCAM
opraHu3aluu y4eOHOro rnporecca;

— TpeboBaTh OT MpernoaaBaTesiei BHIIOIHEHUS PACTIMCAHUS YUEOHBIX 3aHITHIA;

— TpebOoBaTh CBOEBPEMEHHOI'O MpEAOCTaBleHUs KadeApaMu M HHCTUTYTaMU HEOOXOJMMBIX
CBEICHUI 1O y4eOHBIM BOIIPOCAM;

— moceuiatb ydeOHBIE 3aHATUS C IEJIbI0 KOHTPOJSL HX MpPOBEICHHUS B COOTBETCTBUU C
pacnucaHHueM.

4, OTBeTCTBEHHOCTD

4.1. Otnen ¥ ero Ha4YaJIbHUK HECYT OTBETCTBEHHOCTHh 3a HEHAJJIEXkKallee M HECBOCBPEMEHHOE
BeITTOTHEHUE OTAEn0M QYHKIIUN, TPEAyCMOTPEHHBIX HAcTOsIHM [lostoxeHnnem.
4.2. Ha nauansuuka OT/ena Bo3naraercsi nepcoHaibHasi OTBETCTBEHHOCTb 3a:

— opraHuzaiuio aeareabHocTd OTena Mo BRIMOJHEHUIO BO3JIOKEHHBIX Ha HETO 3a/1a4;

— cobmonenne padotHukamu OTraena TPYJAOBOW JUCHUILIMHBI, MPABUJI BHYTPEHHETO TPYI0BOTO

pacropsika;

— obecredyeHne COXPaAaHHOCTH MMYIIECTBA, HAXOIALISTOCS B TI0JIb30BaHUM paOoTHHKOB OT/Iena.
4.3. OTBETCTBEHHOCTh  pa0oTHUKOB  OTHaela  yCTaHaBIMBACTCA  MX  JOJDKHOCTHBIMHU
UHCTpYKUUsMH,  [IpaBuiamMu  BHYTPEHHETO « TPYAOBOIO  pacropsjka,  JICHCTBYIOIIUM
aJMUHUCTPATUBHBIM, YTOJIOBHBIM, TPAYKIAHCKUM 3aKOHOAATCIILCTBOM.

5. B3anMogeiicTBUe U CBSI3U € NOAPa3/ieleHuIMH

5.1. JIna noCTHKEHUsI IIOCTABIAEHHOW 1€ M perieHus 3anad OTaen B3auMOJICUCTBYET C
PYKOBOJICTBOM, HHCTUTYTaMH, KadeApaMu U IPYTUMH IMOIPA3ACICHUSIMHA Y HUBEPCUTETA:

HaumeHoBaHue
noapasaejeHus U/ wim IHony4enue IIpenocraBienne
AOJKHOCTHOTI'O JIMIIA
PexTop — TMPUKA3BI -
— pacHopsKeHUs
[Ipopekrop no yueoHo- —  pacHoOpsKEHMUS; — otuéThl 0 padote OTnena;
METOJIMIECKON paboTe — TIpenJIOKEHUs 110 IUIaHy PadoThI — mnassl padotel OTxena,
Otnena — TPEUIOKEHHA O YIIyUIIEHHUIO
nestenpHocT OTriena
Bce nozpasuenenus — CIyKeOHBIC 3aIICKH — CIyXKeOHBIC 3aIMCKH
YHUBepcUTeTa
Otnen xanpos — (OpMBI JOKYMEHTOB — rpaduKu oYepeIHBIX OTITYCKOB
pabOTHHUKOB;
— Ttabenp yuéra pabouero BpeMeHH;
— chyXeOHbIe 3aMMCKU O TPUMEHEHUHU K
pabotHukam OTJiena TOOIPEHMIA, O
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HaumeHoBanue
noapasaeJeHust u/uin Hony4yenue IIpenocraBienue

JOJIZKHOCTHOT'O JIMIIA

npuBieYeHny paboTHukoB OTnena K
JUCLHUIUIMHAPHON OTBETCTBEHHOCTH

CryneH4ecKuii oTnen
KaJpoB

— wnH(pOpMAaIUH Kacaromencs
W3MEHEHUH CTYAEHUYECKOTO
KOHTHUHTEHTA;

— (OpMBI JOKYMEHTOB AJIS
3aI10JHEHUS

— KaJeHIapHbBIN y4eOHBIH TpaduK;
— wuHOpMAIHS 10 3aIpOCcy

Y4eOHBIH OTAET IO
3204HOH Qopme
o0yueHus

— wuHpOpMAINH Kacarolecs
y4e0OHOTro TIpoIiecca;

— wuH(pOopMaNHKs IO BOIIPOcaM
rOCyIapCTBEHHOW UTOTOBOM
aTTeCTaluu

— wuHpOpMaNuUs 0 3aHATOCTH AyAUTOPHOTO
¢donna;

— wunpopmanms o 3ausiroctu II1C;

— ciy’keOHbIe 3aIIHCKU 110 BOIIPOCcaM
opraHu3aiuu o0pa3oBaTeIbHOrO Ipolecca

OT1esn MoArOTOBKU
HAYYHO-TIETATOTMYCCKUX
KaJIpOB

— wuH(OpMAIMU 0 KOHTHHI'CHTY
00yJaronuxcs;

— uH(OpPMAIIUH [0 PEIIEH3UPOBAHUIO
HKP;

— CITy’KeOHbBIC 3aIMCKH 110 BOIIPOCaM
NPEIOCTABICHUS Ay IUTOPHI

— wuHbOpMaNHA 0 3aHATOCTH ayAUTOPHOTO
¢donna;
— wuHbpopmarwst o 3aHsToctH [1I1C

AJIMUHHACTPATUBHBIN
OTJIEN

— KOIIMM HOPMATHBHBIX U
OpraHU3alMOHHO-PACTIOPS IUTEIBHBIX
JOKYMEHTOB B COOTBETCTBHH CO
CIIMCKOM PacChIIKHY;

— 3ampockl O MPEJOCTABICHUN
UHQOPMAITUH [0 TOPYICHUSIM
PYKOBOJCTBA;

— TIOYTOBAasg KOPPECTIOHACHINS

— TOJATrOTOBKA MPOEKTOB IIPHUKA30B U
pacopsKEHUH 110 OpraHu3aun
00pa3oBaTeIbHOTO MpoLecca

— TI0YTOBasA KOPPECHOHACHIINS AJIs
OTTIPaBKU

ApXUBHBIN oTAEN

— nepeaava JIOKYMCHTOB Ha XpaHCHUC

Kadenper u uHCTUTYTHI

— Tony4yeHne nHHOpMaIuu
Kacarolieiicsi yaeOHOU JesITeIbHOCTH

— JOKyMeHTamus, o0ecrieynBaromas
y4eOHBIN TIpoIIece

Otnen TUIEeH3UPOBAHUS,
AKKPEIUTALUU U
METOIUYECKOTO
COTIPOBOXICHUS

— wuHpopmalys 1o GopMHPOBaAHHUIO
pabo4MX ¥ rOJIOBBIX YUCOHBIX IIJIAHOB
BCEX HaIlpaBJIEHUH (CIEIaTFHOCTEH)
B cootBercTBuM ¢ ®I'OC BO

— wuH(pOpMAaITUs IO BOIIpocaMm
roCyIapCTBEHHOW UTOTOBOM
aTTeCcTalluu

— BOIIPOCHI 10 paboTre yueOHo-
METOJIUYECKOT0 COBETa Y HUBEPCHUTETA

— wuHpopMaIysl 1o BoIpocam
roCyJIapCTBEHHON UTOrOBOM aTTecTalluu
— ' MepedcHb peaTn3yeMbIX HalPaBICHUHA
(cermabHOCTEH )

OTxen mo CBA3SIM C
00I1IECTBEHHOCTRIO

— CchyxcOHBIE 3aMUCKU ¢ HHPOPMAITUEH 1S
pasMeleHUs Ha caiTe;

— 110 BOIIPOCY pacrlpeIesieH st Ay JUNTOPHOTO
(doHIa 17151 IPOBEACHUS Pa3TUUHBIX
MEpONpUATHI

OTtnen MeHeIKMEHTa
KadecTBa

— TMPOCKTHI JOKYMCHTOB

— IPOCKTHI JOKYMCHTOB;,
— CXKCMCCAYHBIC U TOAOBBIC OTYCTHI I10
JCATCIIBHOCTHU OT,Z[CJ'Ia.

Ynpasnenue
uHGOpPMaTH3AIUH

- CJ'Iy>Ke6HI>I€ 3aIllMCKU;
— 3a4BKH 4YC€PC3 aBTOMATU3UPOBAHHYIO

CUCTCMY IMpUCMaA 3aABOK
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HaunmeHoBaHue
noapasaeJeHust u/uin Hony4yenue IIpenocraBienue
AOJKHOCTHOTO JIMIIA
VYnpasneHnue o Hayke ¥ | — CIIy)KeOHbIE 3aMCKU 10 BOIPOCAM

HWHHOBaIIUAM

Ortnei cHaOKeHus

MIPEIOCTABICHUS ayAUTOPUI IS
MIPOBEICHHSI PA3TMIHBIX MEPOIIPHUSITHN

— chyxeOHbIe 3aUCKU 110 BOIPOCcaM
MIPEIOCTABICHUS ayAUTOPUI IS

— KaHIEISPHS,;
— wMeOenb

MIPOBEJICHSI PA3TMIHBIX MEPOIIPHUSTHI

— CcIy)XeOHBIE 3aITUCKU
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JIMCT perucTpanuu U3MeHeHH
Ne Coaepsxkanue U3MeHEeHHUS U ero Homep Cpok BBeeHHA

Jlarta IMopgnucek
H3M. KOOPAMHATHI npuKasa H3MEeHEeHHUs
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n/m.




