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denepanpHOE rocyapcTBeHHOE OI0KETHOE
obpazoBarenbHOe YYpeXIeHHe BhicIero obpa3oBaHus

«HoBropojckHii rocylapCTBEHHBIH YHHBEPCHTET 2950 06PA Ry
uMeHH Spocnasa Mynporo» BEHKHH
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JOJDKHOCTHAS HHCTPYKIIUS

Havanenak oTaeJsia obecneyeHH s ACATEJNbLHOCTH HHCTHTYTA
Bemuxuit Hosropon

1. Obmmue nonoxeHNst

1.1. HacTosmas IOJOKHOCTHAas MHCTPYKLHs pa3paboTaHa W YTBEp)KI€Ha B COOTBETCTBHH C
TpynoseiM konekcom P® ¥ HHBEIMH HOPMATHBHBIMH AaKTaMH, PpEryJIHPYIOIIHMH TpYIOBHIE
npasooTHomeHHs B Poccutickoit ®enepanun.

1.2. HavaneHuk otaena obecrneyeHus AEATENHHOCTH HHCTHTYTa (Jajee — Ha4YaIbHHK OTHena)
Ha3HA4YaeTcss Ha JIODKHOCTP M OCBOOOXJaeTcss OT JO/DKHOCTH mpHKasoMm pektopa Hoe[Y mo
IPEICTaBJICHHIO NHPEKTOPA HHCTHTYTA.

1.3. HayanpHHK OTAENa NOMIHHIETCS HeTOCPEACTBEHHO QHPEKTOPY HHCTHTYTA.

1.4. Ha nepuox oTCyTCTBHS HayaabHHKA OTAENa (KOMaHIUPOBKA, OTIYCK, OOJEHHYHBIN | 1Ip.)
ero Oo0f3aHHOCTH BBHINOJHAET PaOOTHHK, HA3HAYCHHBIH B YCTAHOBJIEHHOM IIOPSAKE, KOTOpBIA
npuoOpeTaeT COOTBETCTBYIOIMHE IIpaBa M HECeT OTBETCTBEHHOCTh 334 HEHMCIOJHEHHE HIIH
HEeHaJyIeXalee HCIOoHEeHne 00s3aHHOCTeH, BO3JIOXKEHHBIX HA HErO B CBA3H C 3aMEICHHEM.

1.5. Ha fomkHOCTE HaYanbHHKA OTAeNa NpPHHUMAeTCs JIHIO, HMEIOmee BBICIIee
npodeccuonansHoe o0pa3oBaHHE 10 CHEMHATHHOCTH «['OCYJapCTBEHHOE M MYHHIMIIANBHOE
ynpasiieHHe», «MeHemKMeHT», «YTpaBieHHe MepCOHATOM» H CTaX paboTel HE MeHee 3 JieT WM
BhICIIEe MpodeccHoHarpHOEe 00pa3oBaHHe M NONOJHHTENbHOE NpodeccHOHaNbHOe 00pa3oBaHHe B
001acT¥ rocyJ1apCTBEHHOrO M MYHHIMIANBLHOIO YIPABJICHHSA, MEHEKMEHTA M SKOHOMHKH M CTax
paboTsl HE MeHee 3 Jier.

Jluna, He HMEIOIHME CIeNHANTBLHOR IOATOTOBKH HIH CTaXa paboThl, yCTaHOBIEHHbIE B ab3ane 1
HACTOAIIETr0 MyHKTa, HO oOnajgaiomme MAOCTATOYHBIM IPAKTHYECKHM OIBITOM H BBIIONHSIOIIHE
Ka4eCTBEHHO H B MOJHOM 00BEME BO3NOXEHHbIE HA HHUX JOJDKHOCTHBIE OOS3aHHOCTH, 10
PEKOMEHTAIIHH ATTECTAIHOHHOM KOMHCCHH Ha3HA4alOTCS HAa COOTBETCTBYIONIME JO/DKHOCTH Tak e,
KaK H JIHIA HMEIOIIEro CrelranbHyiO MOATOTOBKY H CTaX paboTEL

1.6. HaganeHuK OTAEIA JO/DKEH 3HATE:

— 3aKOHBl H HHBEIC HOpPMATHBHBEIE NpaBoBele akTel Poccuiickoit Penepauuu, Kacaroumecs
chepsrl Beicero o6pasoBaHus, periaMeHTHpYIoIIHe 00pa3oBaTeNbHyIO, HAyYHYIO, IIPOU3BOACTBEHHO-
XO3SMCTBEHHYIO H (HHAHCOBO-3KOHOMHYECKYIO JeATeIbHOCTE 00pa3oBaTeNEHOIO YIpekKIeHH S

— NPHOPHTETHBIC HampaBjIeHHs pa3BHUTHA oOpasoBaTenbHOM cHcTeMbl Poccmiickoi
denepanuu;

— JIOKaJbHble HOpMaTHBHBIE akThl HoBl'Y;

— OCHOBHBIE CBEJICHHs O Pa3sBUTHH 00OpazoBaHus B 3apy0ekHBIX CTpaHaxX;

— TEOPHIO H METOJIBI yIIpaBJIeHHs: 00pa3oBaTelbHEIMH CHCTEMAMH,

— OCHOBEI HAJIOTOBOI'0, IKOHOMHYECKOI0 H 3KOJIOTHYECKOr0 3aKOHO/1aTelILCTBA;

— OCHOBBI IPaXXIAHCKOro, aIMHHHCTPAaTHBHOIO, TPYHNOBOro, OIO/UKETHOro, XO3SHCTBEHHOIO
3aKOHO/IaTENIbCTBA;

~ (uHAHCOBO-XO03AHCTBEHHYIO ACATEEHOCTH 00Pa30BATENBHOTO YUPEIKICHH;
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— OCHOBEI NEJArOTHKH, MEeJaroru4ecKoi CHXO0IOIHH;

— OCHOBBI MEHE/DKMEHTa, YIIPaBJIeHHs [IEPCOHATIOM, IIPOEKTaMH;

— TpeboBaHHA AENONPOM3BOACTBA H IIPABH/IA BEACHUSA JAETOBOMH IEPENHUCKH;

— MpaBuiIa 10 OXpaHe TPyAa U MOXKapHO# 6e30MacHOCTH;

— TpebGoBanus Kk paboTe Ha MEPCOHAIBHBIX KOMIIBIOTEPAX M WHBIX 3JIEKTPOHHO-IH(PPOBBIX
yCTpOHCTBaX;

— MOpANOK H Ipoueaypbl 00paboTKM IepCOHANBHBIX JaHHBIX CYOBEKTOB NEPCOHAIBHBIX
JNaHHbIX B pamkax PenepanbHoro 3akona ot 27.07.2006 r. Ne 152-03 «O nepcoHaIBHBIX JaHHBIX .

1.7. HauansHHK oT/ieNa B CBOeH JeATEIbHOCTH PYKOBOJCTBYETCS:

— 3akoHomarenscTBOM PO;

— JIOKanbHBIMH HOpMaTHBHBIMH akTamMu HosI'Y, B Tom gmcne Vcrasom Hosl'Y, npasunamu
BHYTPEHHEI0 TPYAOBOrO paclopsiika, TPYAOBBIM JOrOBOPOM M HACTOSINEH JOJDKHOCTHOM
HHCTPYKIIHEH.

2. No/KHOCTHBIE 003aHHOCTH
HavansHHK oTaena:

— B IIpeJieNiaX Npe0CTaBICHHBIX TOMTHOMOYHH PYKOBOJHT JAEATEILHOCTEIO OTAENa;

— OpraHu3yeT TeKyllee H INEePCIHEKTHBHOE IUIAHHPOBaHHE NEATENLHOCTH OTAeNa C Y4YeTOM
uened, 3anad M HaNpaBieHHH, [UIA peald3allid KOTOPHIX OHO CO3JaHO, H3JaeT HeoOXo/uMBIE
pacropsDKeHHs, KOHTPOJIHPYET BBINONHEHHE IUIAHOBBIX 3a/1aHHI;

— TMPOBOJMT aHAIIH3 CYIIECTBYIOMMX (OPM H METOJIOB OPraHH3aKH IPOIECcCoB obecrneyeHus
JeATeIbHOCTH B HHCTHTYTE, pa3pabaThiBaeT IIPeUIOKEHHS 10 UX COBEPIIEHCTBOBAHHIO,

— opraiu3yer paboTy 10O BBIIOJHEHHIO 3afa4 B O00JACTH JOKYMEHTAIIHOHHOIO
CONPOBOXKICHHUS pabOThI CTPYKTYPHOI'O MOApa3/ieIeH S,

— opraHH3yeT paboTy HW B3aHMOJCHCTBHE OTAENa C JPYIHMH  CTPYKTYPHBIMH
noxpasaeneHuaMd Hosl'Y H 3aMHTEpecOBaHHBIMH OPraHH3aUMsIMH B TpENeiax MpeloCTaBIeHHBIX
ITOJTHOMOYHIA;

— OCYWIECTBJIAET OTYeT O paboTe no BompocaM y4eOHO-BOCTIHTATENBHOM, Hay4HO-
HCCJIEIOBATENBCKOH, HAYYHO-METOAMYECKON H HHOM NEesSTeLHOCTH, OCYIIECTBIIIEMOM B COOTBETCTBHH
c nmonoxeHueM ob otxene;

— obecrmeynBaeT CBOEBPEMEHHOE COCTAB/IEHHE YCTAHOBJIEHHOMN OTYETHOH MOKYMEHTAIIHH;

— aHamu3upyer WHGOPMANMIO 0 pYOEXHOH, MPOMEKYTOYHOM YCIIEBAEMOCTH 00YJarONMXCS
HHCTHTYTa, O pe3y/bTarax HTOMOBOH aTTecTaluH, pa3pabaThiBaeT PeKOMEHJALMH [0 MOBBILECHHIO
TEKyIleH yCneBaeMOCTH 00yJaroImuXcs;

— ydacTByeT B paboTe KOMHCCHH 110 BOCCTAaHOBJICHHIO, OTYHCIICHHIO M II€PEBOJAaM
ofyuyarommxcs;

— 1[0 BBIOOPY NPHCYTCTBYET Ha Yy4eOHBIX 3aHATHSAX, & TAKKE MPH IPOBEJCHHH KOMHCCHH IO
cjlaye 3K3aMEHOB H 3a4eTOB;

— KOHTPOJIHpYeT HATHYHEe HeoOX0JHMOro y4eGHO-METOANYECKOr0 MaTepHana (CoriacoBaHHe
pabo4Hx mporpamMm JIMCUHMIUIMH Kadeap u mp.);

— NpPHHAMAET ydacTHe B paboTe KOMHCCHH, KOHTPOJHPYIOUIeH TOTOBHOCTH MOMELIEHHH
HHCTUTYTA K y4eOHBIM 3aHATHAM,

— NPUHHMAeT ydyacTHe B pa3pabOTKe W BHEJPEHHH CHCTEMBI MEHE/DKMEHTa KadecTBa B
HHCTHTYTE, B MOCTOSHHOM Y/IYYIIEHHH €€ Pe3yJIbTaTHBHOCTH BO B3aHMOJCHCTBHH C PYKOBOJICTBOM
HHCTHTYT&, OTBETCTBEHHBIM COTPYAHHKOM 33 CHCTEMY MEHEDKMEHTA Ka4eCTBa B HHCTHTYTE;

— OCYINECTBJIACT KOOPJHHALMIO JAEATENHHOCTH pabOTHHKOB OT/ENA, CO3JAET YCIOBHSA JUIS HX
paboTsr;
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— INPHHHAMAET MEphl MO CO3JAHHI0 HEOOXOOHMBIX COLHAIBLHO-OBITOBBIX YCJIOBHH IS
obyqaromuxcst ¥ pabOTHHKOB, BHOCHT HEOOXOAMMBIE MPEUIOKEHHS 110 HX YIIyUIIEHHIO;

— ydacTByeT B noabGOpe H pacCTAHOBKE KaJipOB, B pEIICHHH BOIPOCOB ITOBBIIIEHHS
KBaIM(UKAIMH U TPOPECCHOHANBHOTO MacTepcTBa pabOTHHKOB, HOPMHPOBAHMS CTPYKTYPHI H IUTATa
otaena;

— TNPHHHMAET YJaCTHE B Pa3BHUTHH M YKPEIUICHHH y4eOHO-MaTepHaIbHO# 6a3bl CTPYKTYPHOTO
MOJpa3/ie/ieHus], OCHAICHHH COBPEMEHHBIM 000pyJIoBaHHEM, y4eOHOMH JHTEpaTypoil, NocobHIMH H

TEXHHYECKMMH cpeJcTBaMH 00y4eHHus, obecneynBaeT HX COXpaHHOCTh, MONOMHEeHHE H Y dexTuBHOE
HCI0JIb30BaHHE; '

— cobmonaaer npasuia BHyTpeHHero pacnopsaka Hosl'Y u apyrue jokansHble HOPMaTHBHBIE
akTel HoBI'Y, 106pocoBECTHO OTHOCHTCA K BEINIOJIHEHHIO CBOMX JIOJDKHOCTHBIX 00s3aHHOCTENH;

— obecneynBaeT MepHl IO CO3JAHHIO ONArONpPHATHBIX M 0E30MacHBIX YCIOBHH Tpyxa,
co0moIeHHIO TpeGOBaHHI IPABHJI [0 OXPAHE TPY/Ia U M0XKapHOH 6€30MacHOCTH.

ITo pacnopspKeHHIO JHPEKTOPa HHCTHTYTA HA4yalbHHK OTIeNa:

— KOOpIMHHDPYET TOATOTOBKY, pEIEeH3HpOBaHHE H H3JaHHe Y4eOHO-METONHYECKHX
JOKYMEHTOB, BHINOJIHEHHE HAYYHO-HCCIIE0BATENIbCKOM, HAYIHO-METOJHYeCKOi paboTsl;

— OpraiM3yeT H MpOBOAMT y4deOHO-MeToaH4eckHe (HaydHble, HAYIHO-METOIHYECKHE)
ceMHHapsl (CoBeNaHus, KOHQEPEHIMH) U HHBIE MEPOITPHSATHS.

3. Ilpasa

HavaneHuk oTAea HMEET MpaBo:

3.1. YyacTBoBarh B OOCYX/ICHHH H PEIIEHHH BOMPOCOB AestesnbHocTH HoBI'Y, cBsA3aHHBIX
HCIIOJIHEHHEM CBOHX JIOJDKHOCTHBIX 00s3aHHOCTEH.

3.2. 3anpammBaTth y pyKOBOJMTeNeH CTPYKTYpHBIX moapasjeieHuii u pabotaukos Hosl'Y
HH(QOpPMAIHIO B IOKYMEHThI, HeOOXOAMMBIE VIS BHITOJHEHHS CBOMX JO/DKHOCTHBIX 00S3aHHOCTE}H.

3.3. 3HaKOMHTECA C JIOKYMEHTaMH, OINpEJe/SIOIMMH €ro npaBa H o0OS3aHHOCTH IO
3aHUMaeMOM JO/DKHOCTH, KPHTEPHH OIIEHKH Ka4eCTBa HCIOJHEHHS JOJDKHOCTHBIX 00S3aHHOCTEH.

3.4. BHOCHTE  DOpeIOKEHHs  PYKOBOACTBY IO  BONPOCAM  COBEPIIEHCTBOBAHHA
OpraHH3allMOHHOTO 0OecTeueH s CBOCH JCATENHHOCTH, 4 TAKXKE OKA3aHHsA CONEHCTBHS B HCIIONHEHHH
CBOMX JO/DKHOCTHBIX 00s3aHHOCTEH H Npas.

3.5. 3HaKOMHTECSA C IPOEKTAMH PEIICHHH PYKOBOJCTBA, KACAIOIIMMHECS €ro JAeSTeIbHOCTH.

3.6. TpeboBate OT AMPEKTOpa HMHCTHTYTa OKa3aHHS COACHCTBHsA, B TOM 9HCIE obecneyeHus
OpPraHH3aIHOHHO-TEXHHYECKHX YCJIOBHH B 0QOpPMIICHHS YCTaHOBJIEHHBIX NOKYMEHTOB, HEOOXOMHMMBIX
JUTA MCIIOTHEHHUS IOJDKHOCTHBIX 00sS3aHHOCTEHH.

3.7. Uuple npaBa Ha4aJdbHHKA OTJENa ONpPENENSIOTCS 3aKOHOAATENbCTBOM PoccHifcKoi

Qefepand, akTaMHd YIOJHOMOYEHHBIX OPraHOB BJIACTH M JIOKAJIGHBIMH HOPMATHBHBIMH aKTaMH
Hosl'Y.

4. OTBeTCTBEHHOCTH

HavaneHHK OT/I€]1a HECET OTBETCTBEHHOCTE:

4.1. 3a HeHajuIeKaIee MCIOMHEHUE WJIH HEeHCIIOJHEHHE CBOHMX JIO/DKHOCTHBIX 00f3aHHOCTEH,
MPEyCMOTPEHHBIX HACTOAWEH MODKHOCTHOH MHCTpYKUMeH, B I@pezienax, ONpeIeNeHHBIX
JIEHCTBYIOIEM TPYAOBEIM 3akoHOIaTeNnbecTBOM Poccuiickoit @enepamnum.

4.2. 3a npaBOHapYIICHHS, COBEPIIEHHEIE B IPOLECCe OCYIIECTBICHHS CBOEH NeATeNIbHOCTH, B
npenenax, ONpENeNeHHBIX MeHCTBYIOIMM aJMHHHCTPATHBHBIM, YTOJOBHBIM M TIPaXIaHCKHM
3aKoHOAaTenbcTBOM Poccuiickoit Meneparuu.

4.3. 3a mpHYHHEHHE MaTepHaIbHOr0 ymepba B mpeaenax, ONpENENeHHBIX ACHCTBYIOIHM
TPYJAOBBIM U IPOXJIAHCKHM 3aKoHOAAaTeNbCTBOM Poccuiickoit ®enepanmu.
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