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1. OBIIUE MOJIOXXEHUSA

1.1. VueOnblli oTmen (maee - OTHeN) SBISIETCS CTPYKTYPHBIM
noapazaenenneM Punuana YOY BIIO BUDINI B r. Yenabuncke (manee —
dunran) KOTOPBI MOMYUHSETCS HEMOCPEICTBEHHO 3aMECTUTENIO JUPEKTOpa IO
y4eOHoit paborte.

1.2. B cBoeii JneATEeNbHOCTH OTHEN PYKOBOACTBYETCSA [EHCTBYIOIIUM
3aKoHOAaTeNbCTBOM Poccuiickoit ®Denpepaiuy, WHCTPYKTHUBHBIMU JOKYMEHTaMHU
OpraHoB ynpasieHus o6pasoBanueM, ycrabom YOV BIIO BUSBIII, ITonoxennem
o Oummnane, pemenusMu Copera @uiuana, mpukazamMu AupexkTopa Dunana,
pacIIOpsDKEHUSIMA M YKa3aHHISAMH 3aMeCTUTeNs AupeKTopa mo y4ueOHou paldore,
HactosamuM [ lonoxxeHuem.

1.3. Co3nanue, TUKBUIAIUS WM peopraHU3alusl OTAela OCYIIECTBISIOTCS
IpUKa30oM qupekTopa ¢unnana mo pemenuto Cosera Ounmarna.

1.4. Otnmen BO3rNIaBNsSeT 3aBeMyIONINi, Ha3HAUYEHHBIA HA JOJIKHOCTH
MPUKA30M JUpeKTopa (uiauana, Mo MpeAcTaBICHUIO 3aMECTUTENS JUPEeKTopa IIo
ydebHol paboTe.

2. CTPYKTYPA 1 HITATBI OTAEJIA

2.1. CrpykTypa ¥ IOTarbl OTAeNa YTBEPXKNAIOTCS AUPEKTOPOM IIO
NpeACTaBICHUIO 3aMECTUTENs] TUPEKTopa Mo yueOHOM paboTe B COOTBETCTBUU C
3aJla4yaMu, CTOSIIUMHU TEPE]] OTIEIOM.

3.3AJAYN U @YHKIIUN

3.1. OCHOBHBIMH 3aIa¥aMHU OTHENA ABJISIOTCS:

- OpraHM3alisi X KOHTpPOJIb 3a Yy4eOHO-METONWYECKMM U Hay4dHO-
METOANYECKUM ITpoiieccoM B Dunuare;

- KOOpAMHALUMS AeATeIbHOCTH Kadenp, Apyrux y4eOHBIX MOApa3eNeHunH,
obecrievyrBaOIUX NOATOTOBKY CITEIIHAINCTOB U OaKalaBpoOB;

- co3laHue y4eOHO-MEeTOANYECKOTO KOMILIEKCA CPEeICTB, 00eCTIeYMBAOIINX
peanu3alMio  TOCyAapCTBEHHOro W (QedepalbHOTO  TOCYZapCTBEHHOTO
00pa30BaTEIBbHOrO CTaH[apTa BEICIIET0 TPOGECCHOHATEHOTO 00pa30BaHuUS;

- KoopauHaIiys paboTsl o obecliedeHNI0 BBIMOJIHEHUS y4eOHOW U JAPYrHX
BUZIOB paboT npodeccopcko-IpenoaaBaTelbckuM coctaBoM dunuana.

3.2. Jlnsg oOcCymIecTBIIEHWS YKa3aHHBIX 3ajad Ha OTHEeJ BO3JararoTcs
cleayromue QyHKINN:

- IUIaHUpOBaHMEe W OpraHuzalus Yy4eOHOro mpollecca, B TOM YHCIHE
KoOpAuHanusl paboT MO MOArOTOBKE IPOEKTOB YUEOHEBIX IIAHOB M IMPOrpaMM,
pacrucaHui 3aHsATUH, 3a4€TOB, 3K3aMEHOB;

- y4eT U pachpeleieHue ayJuTOpHOTo GOHIa B IENIX OOecIedeHHs
yueOHOTO mporiecca;

- IOATOTOBKA ayAUTOPHOro (GOHMIa K HOBOMY Y4eOHOMY TOAYy U T.II.;

- KOHTPOJIb 32 pacHpeleleHHEM U BBINOJIHEHUEM Y4eOHOH Harpysku
po¢ecCOPCKO-TPEIOAaBaTEILCKOrO COCTABA;

- obecneuenre 3¢ HEeKTUBHOTO UCIIONB30BAHMS T09aCOBOT0 HOHA;

- ydacTue B IpUeMe CTYJEeHTOB I OOy4eHHI KaK Ha OIOJKETHOM, TaK W Ha
JOTOBOPHOM OCHOBe U 000011IeHNe pe3yIbTaTOB IIpHeMa;



- YYeT ¥ aHalu3 pe3y/bTaTOB IIPOMEXYTOYHOTO KOHTpPOJIA 3HAHWM H
TEKYIIEH aTTecTallui CTYACHTOB;

- opraHusauus  paboTel Kagenp 1O  NPOBEAEHHIO  y4eOHBIX,
IIPOU3BOACTBEHHBIX NIPAKTHK CTYIEHTOB;

- TIOATOTOBKA JOKYMEHTOB JUIsl IIPOLEAYpHI TULEH3UPOBAHHS, aTTECTALUN H
aKKpeJMTaluy 00pa3oBaTeNbHOM AesTeIBHOCTH (hHUIHAa;

- oprammsanus paboTel MO Y4eTy M CHCTEMATHU3al[dM HHCTPYKTHBHBIX
OOKYMEHTOB [0 BONpOCaM y4eOHO-METOOUUECKol paboThl, CBOEBPEMEHHOE
O3HAaKOMIJIEHHE C HUMH y4eOHBIX MMOpa3 ieIeHui;

- TMOATOTOBKA IIPOEKTOB JIOKAIBHBIX AKTOB IO BOIPOCAM [€SATENILHOCTH
oTJIeNa;

- y4acTHe B paboTe IO MOATOTOBKE M W3IAHHIO Y4eGHO-METONMYECKOil
TUTEPaTYPHI;

- TOATOTOBKA M IIPENCTABICHUE CTATUCTUYECKOW W MHOM OTYETHOCTH IIO
BOIIDOCaM  JIEATENIBHOCTH OTAeNa B OyXralaTepuio W WHBIE CTPYKTYPHBIE
nojpasaenenns @uimana (Ipu HEOOXOOVMOCTH), 3aMECTUTEINI0 JUPEKTOpa IIO
y4eOHOH paboTe, opraHs! ynpaBieHus: o6pasoBanueM W Haykoit 1 B UOY BIIO
BUGIII;

- OpraHu3alys COTPYAHUYECTBA C yUeOHBIMU OTAENAMH IPYTHUX BY30B.

3.3. YuebHrIi oTaen:

- COCTaBIISeT IUIaH MEPONPHATHH IO IOATOTOBKE (QHIHaia K HOBOMY
y4eOHOMY roay;

- y4YacTBYyeT B OpraHH3alld¥ [THA OTKPBITBIX ABeped I aGHTYypHEHTOB
dunana;

- KOHTPOJIUPYET MPaBUILHOCTD NPEOCTAaBICHNS aKaJeMHUYECKHX OTIIYCKOB,
OTYHCJIEHU! U BOCCTAHOBJIEHUH CTYIEHTOB,;

- KOHTPOJIUPYET BEIIOIHEHNE PACIUCAaHUM YIeOHBIX 3aHATHIHA, 5K3aMEHOB;

- opraHusyer OOOOILIEHHE MaTepHaoB II0 KOHTPONIO 33 KayeCTBOM
IIPOBEACHUS y4eOHOTO IpoIiecca;

- COCTaBJII€T IIPOEKTHl TpaHKOB Y4eOHOTO Ipollecca, Y4eOHBIX WU
IIPOU3BOACTBEHHBIX IIPAKTUK 00YJaIOIINXCs, KOHTPOJIUPYET UX BBIIOJIHEHUE;

- opraHum3yeT o0OOOIIeHHe pe3yJIbTaTOB JEATEIbHOCTH JeKaHaTa IIo
IJIAaHUPOBaHUIO €r0 CaMOCTOATENBHOM paboTHl, IPOBENEHUS KOHTPOJIS TEKyIIeH
YCIIEBA€MOCTH CTY/IEHTOB;

- IPOBEpPSAET KadeIpsl 110 BONPOCaM OpraHU3aluK y4e6HOM paboThI;

- YUUTBIBACT YHCJICHHOCTD U IBAXCHHE KOHTUHTEHTA CTYAE€HTOB;

- (QopMHpyeT mNamKy NpUK4a30B [0 AUCUMIUIMHAPHBEIM B3bICKAaHHUAM H
MIOOIIPEHNSM CTYACHTOB;

- [pOBepseT  MPABUIBHOCTD K  CBOEBPEMEHHOCTh  OQOPMIIEHHS
3K3aMEHALMOHHBIX JOKYMEHTOB (BEIOMOCTEH, 3K3aMeHAIIMOHHEIX JIKCTOB H . );

- IIpOBepsIET CBOEBPEMEHHOCTh JTUKBUAIIAU aKaJeMHUYeCKIX
3aJJ0JDKEHHOCTEH CTYACHTAMHU;

- KOHTPOJHPYET COCTOSHHE JENIONMPOU3BOJACTBA IO BOMpOCaM Yyde6GHO-
MeToJM4ecKor paboTel Ha Kadeapax ¢unuana; - KOHTPOIUPYET CBOEBPEMEHHOCTb



npefocTaBleHuss KadeapaMu 3assBOK Ha IIpuoOpeTeHHe y4eOHUKOB, y4eOHBIX
nocoOui ¥ MHBIX HHGOPMAIIMOHHO-OUOINOTEYHBIX MaTepHaJIOB,;

- ofecreumBaeT colepXaHHe B TOpSAKe [ell, IIPeXyCMOTPEHHBIX
HOMEHKJIATypoi, odopMIisieT UX Uil Ca4d B apXUB WM YHHUYTOXAET IO aKTaM
IIpY UCTEUYEHUU CPOKOB XpaHEHUS WU 3aMeHbl HOBBIMU;

- Y4aCTBYET B INIAHUPOBAHUH UCIIONB30BaHUS YUeOHBIX TTOMEIEHUH;

- TIPOBEpsET TOTOBHOCTH Kadeap K MPOBENEHHUIO BCEX BHUIOB Y4eOHOTO
npoliecca;

- cobupaeT Bce BHIBI OTYETHOM [HOKYMEHTAIM, IpeloCTaBIsIeMOi
kadenpamu pykoBoacTBy Ounnana;

- Y4aCTByeT B TIOATOTOBKE MaTepHaloB IO Y4eOHOM u ydeOHO-
OpraHu3allMOHHONW paboTe A paccMoTpeHUss Ha coBemanun win CoBeTe
dunuana;

- TOTOBUT INPOEKTHI MMPUKA30B U PACHOPSIKEHUM, IIAHOB MEPONPUSITHH ITO
¢bunuay mo Bompocam y4eOHOH U yueOHO-METOUIECKOH paboTH;

- KHQOPMUpYET JleKaHa U 3aBeqyIoIX KadeIpaMu O HOBBIX MOJIOXKEHUSX,
HHCTPYKIUSIX U JPYTUX MaTepuajax mo yueoHoi padoTe;

- TOTOBUT CIIPaBKH IO 3allpocaM TOCYIapCTBEHHBIX OPraHOB M OTBETHI Ha
[IIMCHMa II0 BollpocaM y4eOHOoM 1 yueOHO-OpraHu3allMOHHOH paboTHI,

- OCYIIECTBIAET OINEpPaTUBHBIN KOHTPOJb 3a BBINOJHEHHEM IPHUKA30B,
pacnopsHKeHUH U IUIAaHOB MEPOIPUATHI 10 yueOHO-OpraHu3aIlMOHHOM pabore;

- OCYIIECTBIISIET KOHTPOJIb INIAHUPOBAHUS YUSOHBIX 3aHSATHI;

- opraHusyer paboTy 1 06001aeT MaTepHallbl IO KOHTPOIIIO 32 KAYeCTBOM
IIpOBeJIeHHs yueOHOro mporecca,

- pa3pabaTbIBaE€T MEpONPUATHS IO COBEPIIEHCTBOBAHHIO IPOTPAMMHOIO
obecrieyeHus yueOHOTO Ipoliecca;

- OCYILECTBISECT KOHTPOJbL 3a BBHIIOMHEHHWEM YUYeOHBIX IUIAHOB IO BCEM
CIELMATIBHOCTSAM U HaIlpaBJIEHHSM TIOITOTOBKH;

- mpoBepsieT Kadeapsl 1O BOMpocaM Y4eOHOM M yuyeOHO-MeTOIUYECKOM
paboTEl; - MpoBepsieT TOTOBHOCTH KadeAp K MPOBEISHHMIO BCEX BHUIOB Yy4eGHOTrO
mporecca;

- IOATOTABINBAET CIPABKHU, CBA3aHHBIE C YUeOHO-METOIUIECKOMN paboTOlH;

- TOTOBHT MaTepuainsl Uil pa3paboTKM IITAaTHOTO  PacIHUCAHUSA
npodeccopcKo-MpernoiaBaTeIbCKOro U y1eGHO-BCIIOMOTaTeIbHOTO TePCOHAa;

- pacIpefelseT, KOHTPOJIMPYeT U BEAET Y4eT UCIOJB30BAHUS IT0YACOBOTO
donna, opopmiieHHe 3asBICHUN W MPHUKA30B HA OIJIATY PaGOTHI, BHIMOJHEHHOMN
IIperoAaBaTesIs MU ¢ II0YacOBOU OILIaTON TPYa;

- BEJIET y4ET BBIIOIHEHUS [TearorndecKoil Harpy3KH Mperno/iaBaTeei;

- BEIEeT YYeT BBINOJHEHHOW Yy4eOHOM, ydueOHO-MeToanuecKoit pabGoTHl
IpenojaBaTesiell, 3alIaHMPOBaHHOM B MHAUBUIYAIbHBIX IUIaHAX;

- IOATOTABJIMBAET JOKYMEHTHI, COIPOBOAUTENbHBIE TUChMA, 3asBIICHUS I
NIPOLENYP NULEH3UPOBAHUA U aKKPEIUTAIINM;

- OKa3bpIBaeT KOHCYJIBTAaTHBHOE COJEHCTBUE MpH odopmileHHH Kadempamu
JOKYMEHTOB I10 JIMIIEH3UPOBAHUIO;



- TpoBepsieT coOpaHHble U 0QOPMIIEHHBIE TOKYMEHTHI 110 JIMIEH3UPOBAHHIO
U FOCYyIapCTBEHHOM aKKpeAUTalluy;

- BefleT y4eT JBI)KEHHs KOHTHHTEHTA CTyIeHTOB 3a049HOH $hopMbl 00y4YeHuUs!
(ipueM, TiepeBol, BOCCTAHOBJIEHHE);

- y4acTBYeT B IOATOTOBKE IIPOEKTOB JIOKAIBHBIX aKTOB IO BOIPOCaM
OpPraHM3alli¥ ¥ MPOBEACHHUIO TEKYIIEro KOHTPOJS 3HAHMH M MPOMEXKYTOYHOH
aTTECTAIMH CTYAECHTOB 3204HOH GOpMBI 00yUYEHMS;

- KOHTpOIHMpyeT paboTy HOeKkaHaTa M JAPYIMX Y4eOHBIX MOApa3feNeHUH
unvana Mo CBOEBPEMEHHOMY W IPaBUIBHOMY O(QOPMIICHHIO [PHKa30B IO
JIMYHOMY COCTaBy M JBM)KEHHWIO KOHTHHTEGHTAa CTYJIEHTOB 3a04HON (HOpMBI
o0y4eHus;

- KOODAUHHUPYET NEATENBHOCTh CTPYKTYPHBIX MOApasfeNeHnd Guinana 1o
BOTIpOCaM ITPaKTHKHY;

- ofecneuwBaeT BCE OPraHU3AIMOHHBIE MEPOIPHATHS M IOATOTOBKY
IOKYMEHTOB IIPH OPTaHU3aIMY 1 [IPOBEICHUHN IPAKTUKH;

- KOHTPOJIUPYET IpOBe/ieHNEe TIPAaKTUKHY, aHAM3UpPYeT paboTy 6a3 IpaKTUKY
1 3G (HEXTUBHOCTE WX MCIIOIB30BaHUA B ydeOHOM IIPOLIECCE;

- OCYIIIECTBJISIET CONEWCTBUE B 3aKJIIOUEHHUHU JOTOBOPOB C IPEANPUATHSIMY,
VIpeXIeHHAMH W OpraHU3alMsIMH, 3aUHTEPCCOBAHHBIMH B IIpHeMe Ha paboTy
BBIITYCKHUKOB;

- BEJIET ITPHEM TTOCETUTENEH 110 BBIIEYKa3aHHBIM BOIIPOCaM.

4. TIPABA OTAEJIA

Otpnen uMeeT NpaBo:

4.1. KoHTpOAMpOBaTh BBIMIOMHEHKE [IPUKA30B, PACIIOPSHKEHUH, HHCTPYKIHMHA
¥ pPEeKOMEHJAlu} BBINIECTOSIIMK oOpraHusauuit, pemenunit Cosera @uimana,
JUpeKTOpa U 3aMECTHTeNsl AWUpeKTopa Mo ydeOHoM paboTe Mo BoIpocam
OpraHM3aliy U IPOBeJeHUS y1eOHOro Ipollecca.

4.2. TIpuBnekaTp HPO(ECCOPCKO-IIPEIONaBaTeNbCKUi COCTaB M y4eOHo-
BCIIOMOTaTeNbHEIN IEPCOHAT K yUACTHIO B paboTe pa3HBIX KOMHCCHH.

4.3. JlaBaTh yKa3aHHs JIeKaHy ¥ 3aBeIyIOIUM KadeapaMud IO BOIPOCaM
IOJTOTOBKH MATEPHAJIOB W CBEJCHUM [ IIPEIOCTaBIIEHHS B BBIIICCTOALINC
OpraHMU3alUN.

4.4. Tlopy4aTh BBITIOJIHEHME HEKOTOPBIX 3aJlaHUH MO yueOHOH M yd4eOHO-
OpraHU3alMOHHOM paboTe COTpYIOHHKaM JeKaHaTa, Kadelp He BXOMILUIMX 3a
pPaMKH JOJDKHOCTHBIX 00S3aHHOCTEH 3TUX COTPYIHHUKOB.

4.5. TpeGoBarh OT AeKaHa, 3aBeNyIOUIMX KadeIpaMd CBOEBPEMEHHOTO H
KaueCTBEHHOT'O BBITIOJIHEHUS ITOPYYECHHA.

4.6. BHOCHTH pYKOBOACTBY HHCTHTyTa ((unnana) NIPEeIOKEHHST TIO
YIYYIIEHUIO ¥ COBEpIICHCTBOBAHMIO OpraHM3alluM paboT, OTHOCSIIMXCS K
KOMITETEHIIMH OT/eNa.

5. OTBETCTBEHHOCTD

5.1. Bcroo MOTHOTY OTBETCTBEHHOCTH 33 KayeCTBO M CBOCBPEMEHHOCTb
BBIIIOJIHEHUS BO3JIOKEHHBIX Ha OTAeN 3aad M (QYHKUMN HECET HaydalbHUK
yueOHOro oTaena.



52. CreneHp  OTBETCTBEHHOCTH  Jpyrux  pabOTHHMKOB  OTHena

YCTaHABIMBAETCA UX JOJDKHOCTHBIMU HHCTPYKUMAMH.
6. SAK/TIOYUTEJIBHBIE NTOJOXEHUS

6.1. Hacrosmee ITonmoxenne yrBepxkgaercs peimeHueM Cosera Punuana u
BCTYNAET B CHITy CO JHS BBEJICHUS ero B JIeliCTBHE MIPHUKa30M JupeKkTopa Puiuara.

6.2. B nmaHHOe MOJIO)KEHWE MOTYT BHOCHTBHCS H3MEHEHMS M JOINOJIHEHMS,
KoTOpble yTBepkmatoTcs pemeHneM Copera Punmana M BBOAATCS B JCHCTBHE
IIPUKa30M AUPEKTOPA.

Paspa6orano: 3aMecTUTeIEM JUPEKTOpA [0 YIeOHO-METOANYECKOH paboTe
/Zg? -~ O.A. Ba"eHKO

BBEJIEHO B JIEMCTBUE co mHsi yTBepxkaeHus aupekropom Oummaina
(ocHOBaHHe: POTOKOT 3acenanus Coeta @ummana Ne £ o1 «P»__ OF 2014

T.)




