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1 O01mue moaoxeHus1

1.1 Y4eOHO-MeToAnYeCKUA (3] ()1 ABJIAETCA CTPYKTYPHBIM
HOApa3esieHueM HoBoxky3Herkoro rOCyAapCTBEHHOTO WUHCTUTYTa
YCOBEPLICHCTBOBAHHUs Bpavei — Qunmana denepanbHOTO To¢CyaapCTBEHHOTO
OI0PKETHOTO o0pazoBaTeNnbHOro YUPEXKIAECHUS JOIIOJIHUTEIBHOTO
MpO(MECCHOHANBHOTO  00pa3oBanus «Poccuifckas MemHLIHHOKAS aKajgeMus
HETIPEPBIBHOTO PO(ECCHOHANBHOrO obpasonanus» (naiee - HTUYB - duuan
OI'bOY AITO PMAHIIO Munsapasa Poccun, HTUYB).

1.2 VyebHo-MeToauIeCK i 0T PYyKOBOJICTBYETCS B CBOCH [ESTENBHOCTH
3aKkoHonaTenbcTBoM  Poccmiickoit  ®@enepauun B cdepe  obpaszoBamHus  H
3apaBooxpaHenus, [lonoxernnem o HTUYB- ¢unuane ®TBOY JITO PMAHIIO
Munzznpasa Poccun, ToKanbHBIME HOPMaTHBHO-TIPABOBEIMH akTamu HIUVB,

1.3 V4eOHo-MeTonuueckHii  OTAEen  co3maercss HA  OCHOBAHHM

YTBEPKICHHOI'O PEKTOPOM AKaJeMUM IITATHOTO PACHHMCAHUS.
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1.4 OcHoBHOI 3agaueii y4eOHO-METOAMYSCKOIO OTHENa  SBISCTCS
opraHu3anus y4eOHO-MeTOu4ecKod paboThl C LEMBIO IMOBHIIICHUS KauecTBa
o0yueHus o oOpa3zoBaTeNbHBIM Iporpammam, peanusyemsiM HITIYB.

1.5 VYueGHO-METONWYECKUI OTAEN MOAYUHAETCA HEMOCPEACTBEHHO
3aMECTHTEIIO JUPEKTOpa 1Mo yuebHoH padore.

1.6 HemocpeacTBeHHOE PYKOBOJACTBO Y4€OHO-METONMHYECKMM OTAEIOM
OCYIIECTBIISIET HAaYAJILHUK OTHEIA.

1.7 Ha3HadeHue Ha IODKHOCTh HeYaJbHHWKA Y4eOHO-METOAUYECKOIO
OTAena mnpousBoauTcs IpukasoMm aupekropa HI'MMYB mno mnpencrasienuro
3aMeCTUTENs JUpeKTopa o yueOHo! padore.

CrnenyayiicTel  OTAeNla Ha3HA4aroTCsl Ha  JOJDKHOCTH  JUPEKTOPOM

WHCTUTYTA 110 IPEACTABIICHNUIO HadaJIbHUKA }/“IG6HO-M(3TOI[I/IIIGCKOFO oTAc]a.

2 OpraHu3auHoOHHAs CTPYKTYPA Y4e0HO-METOAUYECKOro 0T1eNAa

2.1 B cocraB yueOHO-METOAMYECKOTO OTJENa, COIIaCHO IITAaTHOMY
PacIUCaHHIO, BKIIOUEHBI CIeAYIOLMEe JOKHOCTH:
- HaYalbHUK OT/eNa;

- BelyIMH CHIELHATHCT IO yaeOHO-METOANYECKOH padore.

3 OcHoBHEIEe PYHKIHH YUeOHO-METONHYECKOr0o OTAeJIa

3.1 O6ecmedenne OpPraHA3alMOHHO- KOHCYJETATUBHOTO CONPOBOXKICHUS
yueOHOTO TpoLecca.

3.2 TloaroroBka, YTBEPKACHHE JIOKANBHBIX HOPMATHBHBIX aKTOB IIO
BOIIPOCAM  OpraHM3alu  o0pa3oBaTelIbHOro  Mpollecca, — METOAUYECKHM
BOIIPOCAM.

3.3. VYuacTHe B COBEpLICHCTBOBAHHH HOPMATHBHO-METOANYECKOH

JIOKYMEHTALIMH, periiaMeHTHpPYIoLIeH y4eOHEIH npoliecc.



4

3.4 PazpaboTka JIOKYMEHTAIUH 1o y4eOHO-METOAUYECKOMY
CONIPOBOXKICHUIO 06Pa30BaTEIBHBIX IIporpamMM, peanusyemsix B HI'TIYB.

3.5 OcymiecTBieHHEe KOOPAUMHALMK JI€ATEIBHOCTH kadbeap W ApPYTUX
CTPYKTYPHBIX ~ IOJpasdeleHHi WHCTUTyTa II0 OpraHu3aluud  y4eOHo-
METOIUIECKON pabOTHI.

3.6 [lpoBepka JesTeNnbHOCTH Kadenp Mo OTAENBHBIM BOIpocaM y4eOHo-
METOAUICCKON pabOTHI.

3.7 CocraBieHue OTY4EeTOB [0 yueOHO-MeTOOHUYECKOH  paborte.
[IpemocTaBieHue JaHHBIX 10 y4eOHO-METOANYECKOH padoTe.

3.8 IToAroToBKa IIPOEKTOB MIPUKA30B 110 yueGHO-METOIUYECKOM paboTe U
KOHTPOJIb 332 UX UCIIOJHEHHEM.

3.9 KoHTpoib HaJ CBOEBPEMEHHBIM IIPEICTABIEHHEM CTPYKTYPHBIMU
nonpazaenenusMu HTUYB ordetHol uHOpMANNi M0 y4eOHO-METOIUIECKOU
pabore.

3.10 OcyiiecTBieHre peJaKIIMOHHO-U3IATEIbCKON JIEATENBHOCTH  IIO
[TOJTOTOBKE W BBIIYCKY yueOHOW, METOIMYECKOM M HAy4HOH JIUTeparypbl IO
3asBKaM Kadeap U CTpyKTYpHbIX moapaszaenenuin HI'MYB.

3.11 YuacTue B esITeIBHOCTH y4eOHo-MeToandeckoit komuccnn HI'MYB.

3.12 Oka3aHue KOHCYIbTATUBHOM MOMOLIN NeJ[arorM4ecKuM paboTHHKAM
B ONpeJeIeHAN COMAEP)KaHuUs ydeOHBIX Iporpamm, (opM, METONOB W CPEACTB
oGyueHus, B pa3paboTke pabo4ux 0Opa3zoBaTeNmbHBIX MPOrpaMM (MOIYyNeH) 1o

IUCLIATIIIMHAM M Y9eOHBIM KypcaM.

4 OGSI3aHHOCTH COTPYAHHUKOB Y4e0H0-MEeTOAMYECKOro 0Tae/1a

CoTpyIHUKH y4eOHO-METOAUYECKOro OT/eNa O0I3aHb!:

4.1 Jlo6pocoBecTHO, Ha BHICOKOM IPO(ECCHOHATFHOM  YPOBHE,
UCIIOIHATE OOSI3aHHOCTH, BO3JIOXKEHHBIE HAa HHUX TPYAOBBIM JIOTOBOPOM,
MpaBWIaMHd  BHYTPEHHEro  TPyHOBOrO  pacropsika,  [ODKHOCTHBIMH

HHCTPYKOUSAMHA U MHBIMU JIOKAJIbHBIMH aKTaMH.
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42 Co6monars Ilonoxenne o HIWYB-¢wimane OI'BOY IO
PMAHIIO Munsnpasa Poccun, [Tonoxenue o nepcoHaNbHBIX TaHHBIX, IPYrUe
JOKAJILHEIE HOPMATHBHBIE AaKThl, CBS3aHHBIC C MCIOIHEHHEM TPYNOBBIX
00s13aHHOCTEH.

43 CobmojaTh IUCUMIUINHY (BOBpEMsl IIPUXOAUTH Ha palorty,
COBIIO/IATE  YCTAHOBIEHHYK  [POJOJDKUTENBHOCT, — pabodero  BPEMEHH,
MCHoNB30BaTh  BCE  pabodee  BpeMs s OCYLIECTBIEHHS — TPYROBOH
IeATeTHHOCTH).

4.4 CBOEBpPEMEHHO U TOYHO HCIIOJHATH TUCBMEHHBIE H YCTHBIC
pacCOpsKEHNS alMUHUCTPALUHL.

4.5 CobmomaTh TpeOOBaHWS OXpaHBI TPyJa, TEXHHUKU Oe30MacHOCTH,
POU3BOJICTBEHHON CaHWTapU¥ W TMITUEHBI TPyJa, IpaBuia IPOTHBOIOXaPHOH
6e30ITacHOCTH.

4.6 Bepexno oTHOocHTbes K uMymectsy HIMYB, 3¢ QEeKTHBHO
JMCTIONB30BaTh  0GOpYIOBAaHHE, AallapaTypy, HHBEHTapb, KHIKHBIM doHz,
UHCTPYMEHTEI.

4.7 Cozmep*aTh B MOPSJIKE U YACTOTe CBOE pabodee MECTO. Cobnropath
MpaBHia TWIMEHbl B MeCTaX OOLIECTBEHHOTO MOJIL30BAHMS, KOPHIOPaX,
ayIUTOPUSX, HA TEPPUTOPHA UHCTUTYTA.

4.8 TIpyHUMATh Mepbl K HEME/JICHHOMY YCTPaHEHHUIO IPUYNH U YCIIOBUH,
HApYLIAIONINX HOPMAJbHYIO PaboTy MoApa3ieeHHH MHCTUTYTA, HEMEIJICHHO
co06maTh 0 haKTax NogOGHOro poja HapyLIeHUH afMUHUCTPAlN HHCTUTYTA 1
PYKOBOJIUTEIIAM €0 CTPYKTYPHBIX ITOApa3/IeIeHHUH.

4.9 CobrofaTh YCTAHOBJCHHBIM DOPSIOK XPaHEHHS MaTepHallbHBIX
[IEHHOCTEN U JTOKYMEHTOB.

410 Becru cebs IOCTOHHO, COOMIONATH  OTHYECKUME  HOPMBIL,
BO3JIEPIKUBATECS OT AEUCTBHUIM, MEIIAIOMIUX JPYTUM pabOTHUKAM BBIIOIHATE UX

TPYAOBbIE O0A3AHHOCTH.
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S BzaumopeiictBue ¢ Apyrumu noapasaenenuavmu HTUYB

5.1 VYueOHO-NpOU3BOACTBEHHBIH OTHeN MNPHHUMAET K HCIIOTHEHHUIO
NpUKa3bl JUPEKTOpa U PAaclOpsDKEHUs PYyKOBOACTBA B YaCTH, Kacarouleics
y4eOHO-MeTOANYECKOM paboTHl.

5.2 YueOHO-NIPOU3BOJACTBEHHBIA OTJEN B3aWMOJIEHCTBYET CO BCEMH
CTPYKTYpHbIMKH  mofpaszfenenusmMu HITIYB  nmo  Bompocam — yueGHO-

METOAUYECKON paboTHl.

6 IlpaBa cOTPYAHUKOB y4e0HO-MeTO,IHYECKOI'0 OT/AeJ/IA

6.1 IIpaBa COTpyTHHUKOB y4eOHO-METOAUYECKOTO OT/ENa OMPEaeSIOTCs
3aKoHOJaTeabCcTBOM P®, mpaBmiiaMu BHYTpPEeHHEr0 TPYAOBOTO paclopsika,
HactosuM [lonoxeHueM, a Takxke JODKHOCTHBIMUA HHCTPYKIUSIMH.

6.2 CoTpyIHUKH y4yeOHO-METOANUYECKCTO OT/Aesa UMEIOT IIPaBo Ha:

- IpenocTaBieHre paboTbl, 00yCIOBIEHHON TPYIOBBIM JOTOBOPOM;

- TOJHYIO [OCTOBEpPHYIO HHpopManuto o0 YCIOBHSX TpyAa W
TpeOOBaHUSIX OXpaHbl TpyAa Ha paboueM MecTe, a Takxke pabodee MecTo,
COOTBETCTBYIOIlee TOCYNAPCTBEHHBIM HOPMATUBHBIM TpeOOBaHUSIM OXpaHbl
Tpyna;

- CBOEBPEMEHHYIO U B IIOJHOM 0oObeMe BBIIIATY 3apaOOTHOH IIIaThl B
COOTBETCTBHM CO CBOEH KBamuduKaluend, Cl0XXHOCTBIO TPyAa, KOJIHMYECTBOM U
KauecTBOM BBIIIOJIHSIEMON paboTsI;

- OT[BIX, obecrnieyrBaeMbli YCTaHOBJIEHUEM HOPMAaJIbHON
MPOAOIDKUTENLHOCTH pabodyero BpemeHH, He Ooaee 40 4acoB B HEHEINo,
[IPEIOCTABIIEHUE e)KeHeNeTbHBIX BBIXOIHBIX IHEH, HepaOouux Npa3IHUYHBIX
JHeW, OIJJaYMBAeMBIX €XKEroJHbIX OTIYCKOB, IMPaBO Ha E€XETOAHBINA

OIIAYUBAEMBIN OTIIYCK;
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- po(heCCUOHANBHYIO TIOJITOTOBKY, NEPENOATOTOBKY U IOBBIILIEHUE CBOEH
KBaTU(pUKalMd B MOpdajKe, ycTaHoBIeHHOM npaBwiaMu TK P®, wunbMu
denepabHBEIMU 3aKOHAMUY;

- oObemWHEHHE, BKIIOYas TPaBO Ha CO3jaHHE MPOo(ECCHOBAIBHEIX
COI030B M BCTYIUICHHWE B HUX JJIsl 3alIUTHl CBOMX TPYLOBBIX IpaB, CBOOOI H
3aKOHHBIX MHTEPECOB; BeNeHHE KOJUIEKTUBHBEIX IIEPErOBOPOB U 3aKIIOYCHUE
KOJUIEKTUBHBIX JOTOBOPOB M COMVIAINICHWH dYepe3 CBOUX IIpeJCTaBUTENEH, a
TaKKe Ha UHGOOPMALIUIO O BBITOJHEHHH KOJUISKTHBHOTO JI0r0BOPA, COrTIAIEHHH;

- 3AIIUTY CBOUX TPYAOBBLIX IpaB, CBOOOJ U 3aKOHHBIX MHTEPECOB BCEMU
He3alpeIleHHEIME 3aKOHOM clocobamy; — paspelleHde HHIUBUIYyalbHBIX U
KOJUIEKTUBHEIX TPYOBBIX CIOPOB B ropsiake, ycTaHoBneHHOM TK P®, uubiMu
benepanbHBEIMU 3aKOHAMM;

- IIpaBO Ha BO3MeIlleHHe ylepOa, NPUYMHEHHOTO ©My B CBS3H C
UCIIOTHEHHEM TPYAOBBIX 00S3aHHOCTEI;

- BO3MeELIEHHE BpeJia, U KOMIEHCALMI0 MOPaJbHOIO Bpela B TMOPSAKE,
ycranoBlIeHHoM jeticTBytommM TK PO, u uHEIMM (eflepanbHBIMU 3aKOHAMH,
IIpaBo Ha BHeCyAe6HYI0 (B mpodKoMe, KOMUCCHH 10 TPYAOBBIM CIIOpaM U JIp.) U
cyneOHyIO0 3alWTy CBOMX IIpaB, B T.4. IPABO Ha OOXalOBaHWE IPHKA30B U
pacropsbKeHUN aiMAHUCTPaALWHY,

- 00s13aTeNTbHOE COLMAIBHOE CTPaXOBalHue;

- IPaBO Y4acTBOBATH B OOCYXKAEHHHU M PELICHUH BOIPOCOB, OTHOCAINHXCS
k nestensHoctd HIMYB, B TOM drcie yepe3 OOLIECTBEHHBIE OpraHU3alil U
oprassl ynpasieHust THCTUTYyTA,

- TOpaBo  IMONB30BaHHs  OECIUIATHBIMH  ycjlyramu  OMONHOTEKH,
MH(QOPMAIMOHHEIX ~ (OHIOB  y4eOHBIX, YCIYyraMH  COLHAIbHO-OBITOBBIX

CTPYKTYpHBIX noxpa3aenenui HIIYB

7 OTBETCTBEHHOCTh Y4e0HO-METOAHYECKOI0 0TAe/a

CoTpyJHUKH YIeOHO-METOUYECKOTO OT/Ie/Ia HECYT OTBETCTBEHHOCTD
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7.1 3a HeHaanexaulee HUCIOJHEHUE WIM HEHCIOIHEHUE JOJDKHOCTHEIX
00s3aHHOCTeH, MpegyCMOTPEHHBIX NODKHOCTHOM MHCTpYKIMell, - B Ipeaenax,
OIIPEAEICHHBIX AeHCTBYIOIUM TPYAOBEIM 3aKOHOAATENRCTBOM PO,

7.2 3a npaBOHapylIeHMs, COBEpUIEHHBIE B MpoLiecce OCYLIECTBIICHUS
CBOEH JesATeNbHOCTH, - B [pefesiaXx, OIpeAeleHHBIX JeHCTBYIOIINM
aJIMUHUCTPATUBHBIM, YTOJIOBHBIM U IPaXKAaHCKHAM 3aKOHO1aTe/1bcTBOM PO.

7.3 3a mnpuUMHEHHE MaTepHalbHOrO yilepba - B IpeAenax,
OIIPCACIICHHBIX ,I[eﬁCTBYIOH_II/IM TPYAOBBIM H I'pa’XJAaHCKHM 3aKOHOIATEILCTBOM

PO.

COI'TACOBAHO
3aMeCTHTENb AUPEKTOPa M0 YUeOHOM
pabore )
(A CJl Kan
«SD» W’;f/ﬂf 2018 .

B e;?;w\ ¥ FOPUCKOHCY BT
7 '/
[ frecicreesesesee T ). AlIMXMUHA

«Sow_fed) pis 2018 .




