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MOJOXKEHUE 

OB OTJEJIE BbICWIETO OBPASOBAHHA 

1 OGune NoJOKeHHA 

1.1 Orgen Bpictuero o6pa30BaHua (Masee - OTe) ABIAeTCA CTPpyKTYPHbIM 

nompasyenenuem Hopoxy3Helkoro rocyapcTBeHHOrO HHCTUTYTa yCOBepLIeHCTBO- 

BaHa Bpaveli — PusIMasia rocyqapCTBeHHOrO 6roMKeTHOrO OOpaz0BaTeIbHOrO yupe- 

KICHUA JOMOMHUTEIbHOrO MpodeccvoHasbHoro Obpaz0BaHHA «PoccHlicKoH MeyM- 

UMHCKOM akalleMu HerpepbIBHOrO NpodeccvoHnasibHOro oOpa30BaHim) Munuctep- 

cTBa 3paBooxpaHeHua Poccuu (qanee - HTMYB — dbunuan BT BOY TIO PMAH- 

TIO Mun3ypapa Poccuu, MHCTUTYT), oOecneuMBaloOlMM polecc MOATOTOBKU 

o6y4arolluxca 10 WporpaMMaM Op/IMHaTyPpbl M aciiMpaHTyPpbl.



1.2 PyKOBOACTBO OTJeIOM OCYIIeCTBIACT HauasIbHUK OTWea, HasHadaeMblli 

Ha JOMDKHOCTb JMpeKTOpOM WHCTHTYTa MO NpeAcTaBeHHto 3aMeCTHTeIA DJMpeKTO- 

pa 110 HayKe MW pa3BUTHIO B COOTBETCTBHH C TPYMOBbIM 3AKOHOMaTEJIbCTBOM PO. 

1.3 HenocpeacTseHHo OTe NOAYMHAeTCA 3AMeCTHTEEO yiMpektopa Mo 110 

Hayke HM pa3sBUTHIO. 

1.4 Oren uMeet Kpyrulylo MeyaTb C HaMMeHOBAaHHeM OTHE H MHCTUTYTA, 

HaXO/ALyIOCs B pacnopwKeHHM HavasIbHUKa OTACMA. 

1.5 OcHoBHO 3aqauel OTHesa ABIIAeTCA IIAaHMpPOBAaHHe, opraHu3alua u 

KOHTpoub yueOHOrO Mpoecca MO MOATOTOBKEe o6yuarolluxca 10 OOpaz0BaTeb- 

HBIM [IporpaMMaM BBICIIero OOpas0Baba - MporpaMMaM opaMHatypbl H 10 obpa- 

30BaTeNbHbIM MporpaMMaM BBICIIero OOpas0BaHua - TporpaMMam IIOMPOTOBKH Ha- 

yUHO-learorHdecKUx KapoB B aciiMpaHTyPpe. 

1.6 Pabora oTAesIa OCyIeCTBIIAeTCA B COOTBETCTBHH C- 

- MeyepasIbHbIM 3aKOHOM OT 29.12.2012 Ne273-©3 «OO oOpa30BaHHH B 

Poccuiickon DezepaluM»; 

- TIpuxa3om MunoOpuayku Poccuu OT 19.11.2013 Nel259 «OO yrBep»xqe- 

Hun Tlopsyka opraHusal{MH M OCyI{ecTBICHHA oOpaz0BaTeIbHOK eaTeIbHOCTH M0 

o6pa30BaTesIbHbIM MporpaMMaM BBICLICrO o6pa30BaHHa - MIporpaMMaM MOAToTOB- 

KM Hay4HO-Mefaroruyeckux Kay{poB B acliMpanType (abIOHKType)»; 

- TIpuxa3om MunoOpuayku Poccuu oT 19.11.2013 Nel258 «O6 yrBepxze- 

Huu [lopsyKka opraHu3alluu HW OCyIecTBIICHHA o6pa30BaTesIbBHOW HeATebHOCTH 10 

o6pa30BaTesIbHbIM MIporpaMMaM BBICIICTO o6pa30BaHHa - NporpaMMam Op/{MHaTy- 

pb»; 

- JIpyrMMM HOpMaTMBHO-lpaBOBbIMM akTaMu Munuctepctsa 3qpaBpooxpaHe- 

Hua P® u Munuctepctsa oOpa30BaHHA WM HayKu P® no Bompocam oOpa30BaHHa Ui 

MOMTOTOBKH Hay4HO-MearornyeckUx MW HayHHbIX KaNpoB, 

- Tlonoxenuem o HI'VUYB — humane PIBOY AHO PMAHIIO Muus3ypa- 

pa Poccun, [IpapusamMu BHYTpeHHero TpyoBoro paciopaiKa, TlonoxeHHeM O 

3alllTe TepCOHA@JIbHBIX JJAaHHBIX, HaCTOALIAM Tlonoxenuem, [lommTukoli HM Wes1Mu



B OOaCTH KauecTBAa, IIpHKa3aMH H pacilopwKeHHAMU aMMHHCTpallMu MHCTUTYTA, 

JPYTMMH JIOKaJIbHBIMM aKTAaMH. 

2 OpraHH3alHoHHad CTpyKTypa oTfe1a 

2.1 Irarnoe paciiucaHue oTea COAeEp KUT CIeTYIOWIMe JOIMKHOCTH: 

HayalIbHUK OTIeNa, BeLYMM celtManuctT oTMeNa (2) 

2.2 UlrarHoe pacriucaHve oTJea yTBepxKaeTcA PeEKTOPOM @FbOY JIIO 

PMAHIIO Mun3apasa Poccun. 

3 OcHOBHbIe PyHKWMH OTAea 

3.1 Opranusauua paSoTEl 10 dopMupoBaHHio TpoeKTa MlaHoB NpHeMa 

o6y4aroluxcs oO TporpaMMaM aclIMpaHTypbl W OpfMHaTypbl B COOTBETCTBHM C 

KOHTPOJIBHBIMH WudpaMu MpHema HW Ha BHEOIO[PKETHOM OCHOBE. 

3.2 Yuactue B IpoBeeHH IpHeMHOK KaMMaHHl. 

3.3 OpranHv3allut HM MOHHTOPHHT COBMECTHO C 3aMECTHTEEM AUpeKTopa M0 

lo HayKe HW pa3BUTHIO, JeKaHaMH HM IIpodeccopcKo-lpenoaBaTeIbCKHM COCTABOM 

Kabemp yueOuoro Tpoljecca B COOTBETCTBHK C TpeOopanvamu DesepasbHBIX 06- 

pa30BaTeIbHBIX CTaHLapTOB BbICIMero OOpas0BaHHs, oOpa30BaTeJIbBHBIX MporpaMM 

10 ClelMayIbHOCTAM. 

3.4 Koutpomb 3a mpoeccom oOyyeHHA OpAMHATOpOB M aciiMpaHTOB, KaXe- 

CTBOM OTUCTHOM JOKyMeHTalHu OOy4arolMxcas. 

3.5 Opranv3alua H poBeseHue rocyapcTBeHHOM UTOTOBOM aTTecTauMH 10 

3aBepIleHHIo OOy4eHHA acliMpaHTOB HU OpAMHAaTOpoOB. 

3.6 OdopmuleHve BBIIyCKHBIX JOKYMeHTOB OOy4arollMMca. 

3.7 OcyulecTBIeHMe MeTOZMYECKOM NOMOLIM HM KOHTPOIA 3a IWIaHHpOBaHH- 

eM H XOJIOM BBINOJHEHUA Hay4HO-HCciefOBaTeNbCKOK paooTsl acupaHTaMu. 

3.8 Opranu3allua M KOHTPOJIb Hay MpOBeeHHeM KaHMaTCKUX IK3AMCHOB. 

[Ipuxperienve IML JIA MOATOTOBKH M Cad KaHMMAaTCKMX 9K3AMCHOB. 

3.9 Bemenue nu4HBIX Jeu acliMpaHTOB HW OpsqMHaTOpoB, OcbopMseHHe Heob- 

XONZMMOM JOKYMeHTAalHH. 

3.10 Co3anve 6a3bl JaHHBIX M MpoBeseHve KajpoBoro yyetTa obyyaromux- 

CA.



3.11 Tlogroropka MaTepvasIoB 10 pa3HbIM BUaM OTYCTHOCTH NO BONpOcaM 

OpqMHaTypbl HW acliMpaHTypbl WIA ®IBOY TIO PMAHIIO Muusypasa Poccun, 

o6sacTHBIX, rOposwcKHX HU CTATHCTH4eCKUX OpraHHsallH. 

3.12 OcymectBieHve cBOeBpeMeHHOrO ObecneyeHuA HHopMallvel CTpyK- 

TYPHBIX MoppasjleseHuii MHCTHTYTAa HV AOJDKHOCTHBIX JIML MO BOMpocaM OPAMHATy- 

pbI H acliMpaHTyPpbl. 

3.13 PaspaSoTKa JIOKaJIbHBIX HOPMATHBHBIX aKTOB MO HalipaBleHHto AeA- 

TeJIbHOCTH OTENA. 

3.14 OcymectBleHve JOKyMeHTOOOOpoOTa B COOTBETCTBHH C yTBep»KJeHHOH 

HOMeHKIaTypOH ell. 

4 O6s3aHHOCcTH padoTHHKOB OTAe1a 

CotpyHUKH oTZela 0083aHBI: 

4.1 Jlo6pocosecTHo, Ha BBICOKOM MpodeccHOHAJIbBHOM YPOBHE, HCIOJHATE 

CBOH OOs3aHHOCTH, BO3IOXKeCHHbIe Ha HHUX TPYAOBbIM JOrOBOpOM, MpaBslaMu 

BHYTPpeHHero TpyAOBOrO pacmopsKa, OIMKHOCTHBIMM MHCTpyKIMAMM WM HHbIMM 

NOKAIbHbIMM aKTaMU. CBOEBPEMEHHO OCYIeCTBIATh MOATOTOBKY HOKYMCHTOB TO 

BOIIPOCaM, OTHECCHHBIM K KOMIe€TeHIIMM OTAeJa. 

4.2 Co6moyats Tpe6opanua Tonoxenua o HTUYB — dbunuane ODE bOY 

JIIO PMAHIIO Muusgpasa Poccuu. 

4.3 CoomonaTs qucuMMHy (BOBpeMaA IIpuxo_UTE Ha padoty, coOmoaTb 

YCTAHOBJICHHYHO MpOAOJMKHTebHOCTS paOouero BPeMeHH, HCIONb30BaTb BCE pa- 

Gouee BpeMA JIA OCYINeCTBIEHUA TpyHOBOH JI@ATEJIbHOCTH). 

4.4 CBoeBpeMeHHO VM TOUHO MCIOJIHATh NMCbMeHHBIe M YCTHBIC PactlopswKe- 

HUA AMMHMCTpallui MHCTHTYTA. 

4.5 TlocrosHHo MOBBIMMAT CBO MpotbeccHOHaJIbHBIN yPOBEeHb. 

4.6 CoOmoyatb ycTaHoBJIeHHbIM Nops0K xpaHeHuA MaTepHasIbHbIX LeHHO- 

cTeH, JOKYMCHTOB. 

4.7 Co6mofats TpeOoBaHus OxpaHbI Tpyia, TeXHUKM OesomacHOcTH, Ipous- 

BOJCTBCHHOM CaHuTapHu WU TMIrWeHbI Tpya, MNpaBllia TIPOTHBOTIOxKAapHOK 6e30- 

MacHOCTH.



4.8 BepexKHO OTHOCHTBCA K HMyIeCTBy HHCTHTYTA, 3(beKTHBHO MCIIOJIb30- 

BaTb OOopyOBaHHe, allmapatTypy, HHBCHTap, KHWKHBIM POH. 

4.9 CoOmonaTb npaBHia PHrveHbI B MecTax OOLeCTBEHHOTO NOJIbSOBaHHA, 

KOpHopax, ayMTOpuAx, Ha TeppHTOPHM HHCTHTYTA. 

4.10 Coyepxkats B Mopsyke u uucToTe cBoé pabouee MeCTO. 

4.11 Becru ce6s RocToHO, coOmouaTb STHYeCKHe HOPMBI, BO3ep2KMBaTb- 

ca OT JelcTBHii, MeLIarOulMx ApyruM paOOTHHKaM BbINOJHATb UX TPyOBBIC 068- 

3aHHOCTH. 

4.12 [IpuHumatp Mepbl K HeMeAJIeHHOMy YCTpaHeHHio NpH4vH Hi yCIOBUH, 

Hapyllarollux y4eOHO-BOCIIMTAaTeIbHBIM MIpolecc HW HOPMaJIbHYtO padoty HHCTH- 

TYTa, HEMeMJIeHHO CooOmaTb O (aKTax TogOOHOrO powa HapylWieHHi aMMHHCT- 

pallu MHCTHTyTa H pyKOBOAMTeIAM CTO CTpyKTYPHBIX movpa3jeueHun. 

5 B3aumoselicrsne Cc APyrHMH CTpyKTyPHbIMH Nospa3sjeeHhsaAMH 

5.1 Ormem ocymecTBiaeT B3aMMOjelicTBHe C MOJDKHOCTHBIMHM JIMIaMM Mi 

CTpyKTYPHBIMH Noppa3jjesIeHHAMM MHCTHTYTAa B COOTBETCTBUM C HallpaBJleHHAMU 

cBoel JCATCJIbHOCTH. 

5.2 Orsen IpHHMMaeT K HCMONHeHMIO BCe IIpHKa3bl MO MHCTHTYTY, KacakO- 

WMecd ero JesTebHOCTH, pelieHua YueHoro copeTa HU Hay4HO-MeTOM4ecKOli 

KOMMCCHM MHCTHTYTA. 

6 [papa paOoTHHKoB oTsea 

6.1 [Ipapa paSoTHHKOB OTJesa ONpeLeMAIOTCA 3AKOHOATEJIBCTBOM PQ, Ilo- 

noxenuem o HT'MYB — bunuane OTBOY AIO PMAHIIO Munszpasa Poccun, 

mpaBwlaMu BHYTpeHHero TpyAoBoro paciopaAyKa, HacTOAIHM IlomoxeHveM, 

JOJDKHOCTHBIMM MHCTPYKUMAMU COTPyAHMKOB. 

6.2 PaSoTHHKH OTe/1a HMeIOT IIpaBo Ha: 

- IpegoctapyeHve paOoTsl, OOyCOBICHHOM TpyHOBbIM HOFOBOPOM; 

- TIOHY!0 JOCTOBepHy!o HHopMauMio 06 ycuOBMAX TpyAa u TpeOoBaHHAx 

OxpaHbI Tpyaa Ha padoueM MecTe, a TakWKe paOouee MECTO, COOTBETCTBYIOLICE To- 

cyjapCTBeHHBIM HOpMaTHBHEIM TpeOOBaHHAM OXpaHbl Tpy a,



- CBOEBPEMEHHY!0 VM B HOHOM OObeMe BBIIINIATYy 3apaOoTHOH aTbl B COOT- 

BeTCTBHM CO CBOei KBaIMpuKallvei, CO%KHOCTbIO TpyHa, KOJIM4eCTBOM HW KadecT= 

BOM BBIIOJIHAeMOM padorTsl, 

- OTABIX, OOecMedMBAeMBIM yCTAHOBJICHHEM HOPMAaJIbHOM MpOLOIMKUTeIbHO- 

ctu padouero BpemMeHH, He Oonee 40 4acoB B HesesIO, lipeocTaBleHHe e%kKeHe- 

JICJIbHBIX BEIXOJHBIX Hel, HepadouMx Tpa3qHM4HBIX Heli, WpaBo Ha exKeroqHEI 

OMIa4YHBaeMBIM OTIYCK; 

- mpotbeccHoHasIbHyIO MOMTOTOBKY, HepenoTOTOBKy M MOBBILIeHHe cBoe 

KBaIMUKalMu B MOpsAKe, yCTAHOBJICHHOM TK PO, uusimu deepasIbHbIMH 3aKO- 

HaMu; 

- OOBeMHEHHE, BKOYAT TIpaBo Ha CO3aHe MpoecCHOHAJIbHBIX COIO30B 

BCTYIWIeHHe B HUX JIA 3aL[MTbI CBOMX TpyAOBBIX Ipas, CBOOO, HW 3aKOHHBIX HHTe- 

pecos. BeeHHe KOJWIeKTHBHBIX eperOBOpOB H 3aksIOMCHHe KOJWIEKTHBHBIX JOFo- 

BOPOB M COrlalleHHi Yepe3 CBOUX lpescTaBuTesel, a TaKKe Ha MHPOpMaL{MIO O 

BHINOMHeHUM KOJWIEKTHBHOTO JoroBopa, cormalleHHn; 

- 3all[MTy CBOMX TpyJOBBbIX pas, cBoGO] HU 3AKOHHBIX MHTepecOB BCEMH He- 

galIpeW@HHBIMU 3aKOHOM cllocodaMy. Pa3pellleHve HHIMBUYaIbHbIX WM KOJUICK- 

TMBHBIX TPYOBbIX CIOPOB B MOpAyKe, yCTAHOBJICHHOM TK PO, unpimu dezepasb- 

HbIMM 3aKOHAMH; 

- 11paBo Ha BOSMeIeHHe yuepOa, IIpHYMHEHHOrO B CBASH C MCHOJIHCHHeEM 

TpyHOBbIx oOa3aHHOcTel. Bo3melleHve Bpewa, U KOMIICHCaLHIO MOpaJIbHOTO Bpe- 

lla B MopayKe, ycraHoBieHHoM TK P®, wHpIMu (be epasIbHBIMM 3aKOHaMH, 

- OON3ATEIIbHOE COMMAJIbHOe CTpaxOBaHHe, 

- 1paBo Ha BHecyZeOnyt0 (B TIpoKOMe, KOMHCCHM 110 TpyJOBBIM clopaM UM 

mp.) HW cyqeOuyto 3allluTy CBOMX NpaB, B T.4. MpaBo Ha o6xKalloBaHve IIpMKa30B U 

pacnopskKeHH aqMMHMCTpallMn; 

- 1paBo “30upaTb, ObITS H30paHHbIM B OpraHbl yipaBienus HIVUYB — ou- 

nuana DI BOY JITIO PMAHIIO Muxsapasa Poccuu;



- MpaBoO yuacTBOBaTb B OOCy2K CHM HW peLleHHH BOIpOCoB, OTHOCAIIMXCA K 

ACATCNBHOCTH MHCTHTYTA, B TOM 4MClle Yepe3 OOMECTBEHHbIe OpraHu3alluu U op- 

raHbl yupaBlleHug; 

- MpaBo NOb30BaHHA OecriaTHBIMH ycnyramu 6u6mMoTeKH, HHopMalH- 

OHHEIX QOHOB y4eOHEIX, HAYYHBIX Mospa3yenenuli, ycmyramu cowMansHo- 

OBITOBBIX CTPYKTYPHBIX Nospasyenenult MHCTUTYTA. 

- Nomydenve HeOOXOJMMBIX MaTepHasIOB H JOKYMeHTOB, OTHOCHIIIMXCH K 

BOIpocaM CBOeH JICATeNBHOCTH; 

- B3aMMOJeHCTBHe C ApyrMMH OpraHH3allMAMu MW yupexKeHHAMH 10 BOIpO- 

CaM, BXOJAINIMM B Cihepy JexTebHOCTH oTIeNa; 

- O3HAKOMJICHHE C NpOeCKTAaMH pellleHH PyKOBOACTBa MHCTUTYTA, Kacalo- 

INMMHCA JeATeMbHOCTH OTTENA. 

7 OrBeTcTBeHHOCTh paGOTHHKOB OTAe1a 

PaOOTHHKH OTJes1a HECYT OTBETCTBEHHOCTS: 

7.1 3a HeHayexaljee HcCNOJHeHMe WIM HEMCHOHEHHe TOJDKHOCTHEIX 068- 

3aHHOCTeH, IPeAYCMOTPeHHEIX JOJDKHOCTHOH HHCTpyKUel, - B lipeyeax, ompe- 

AeNCHHBIX JEHCTBYIOUIMM TPyYNOBBIM 3aKOHOaTeIbCTBOM PO, 

7.2 3a TIpaBoHapylleHus, COBepLIeHHBIe B Mpomecce ocymjecrBreHusA cBoelt 

ACATCIBHOCTH, ~ B Iipefesax, OMpeeNeHHBIX WeliCTBYIOWHM aMMHUCTpaTHBHEIM, 

yIOJIOBHBIM HW rpaxkKaHCKHM 3aKOHOaTeIbCTBOM PQ, 

7.3 3a IpWuwHenMe MatepvalbHoro yujep6a - B npesesax, olpeeJICHHBIX 

eUCTBYIOLMIMM TPYOBbIM HW TparxkKTaHCKMM 3aKOHOaTeJIBCTBOM PO, 

OTBeTCTBeHHBIi 3a paspaOoTKy MOOKeHHA, 

HayajlbHUK OTIeNa | A.K. Tap6y30Ba 
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