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1. O6mme moI0KeHUus

1.1. Y4yeOHO-METOOUYECKHII OTHOeN SABISAETCA CTPYKTYPHBIM IIOApa3JelICHHEM
burana denepaTbHOr0 roCy1apCTBEHHOr0 OIOIKETHOIO 00pa30BATENBHOIO YUPEXKICHHS
BEICIIIEr0 oOpasoBanus «KyOaHCKH rocyapCTBEHHBIM YHUBEpCUTET» B I'. CllaBsHCKe-Ha-
Ky6anu (manee — @umuaan).

1.2. VYuebGHo-MeToaumueckuii otaen Puimaia OCYILIECTBISIET CBOIO NEATEIBHOCTH
Ha ocHoBaHMH KoHcTtHuTymu Poccuiickoit @enepannu, 3akoHoB Poccuiickoit @enepanum,
IMOCTaHOBIIeHH U pacnopspkeHnil [IpaButensctBa Poccuiickoil ®@enepanyy, MpUKa3oB U
yKkazaHuii ~ MunHoOpHayku  Poccmiickoit ~ ®Demeparmm, YcraBa — (enepaabHOro
rOCyIapCTBEHHOIO OIOPKETHOTO O0pa30BaTENIbHOTO YUPEXAEHUS BBICIIEr0 OOpa3OBaHMs
«KyGaHckuii roCyqapCTBeHHBI yHHBepcHTET» (majiee — YHuBepcuter), IlomoxeHus o
Ounuane, pelIeHHHd YUYEHOTro coBeTa YHHUBepcuTeTa, Puimaia, IPHUKa30oB peEKTOpa
YHHBEPCHUTETA, IIPAKA30B U PaCIOpsHKEHUAN nupeKkTopa Ouinasna ¥ UHBIX JOKaJIbHBIX aKTax
¢dbunuana, HactosmuM [lonoxernuem.

1.3. Hacrosimee Ilonoxenuwe ompenenser CIPyKTypy, LEJIH, OCHOBHEIE 3aJayH,
GbyHKIMH, TTpaBa U OTBETCTBEHHOCTh yueOHO-METOANYECKOro oTaena Ouinana.

2. YnpaBjenue y4eOHO-MeTOAUYECKUM OTAEJI0OM

2.1. VY4eOHO-METOOWYECKHII  OTHEN  BO3IJIABISIET  HAYaJbHUK,  KOTODPBIX
Ha3HAyaeTcss H OCBOOOXKTAaeTcs OT 3aHMMAaeMOl [OJDKHOCTH IIPUKAa3OM pEKTopa
yHHfEpcrhTera. Ha JOJDKHOCTH HadaJlPHUKa y4eOHO-METOAMYECKOrO OTAE]Ia Ha3Ha4aeTcs
nunp u3 gL OW nogpBaTensckoro cocrapa (manee — IMTIC), umeromee

SHEKTP iy
y4eHyIO CTEIIeHb U CTax paboThI B pyKoBOSIIEH JODKHOCTH HE MeHee 3 JIeT, MO0 JIUIo

2, 2 qu6Ho MGTO):[I/I‘IGCKI/II/I OJIeNl  OCYWIECTBIIIET CBOIO  JEATEJIBHOCTH  BO
B3aHu : : paboTe ¢ ¢unuaniamMu YHHUBEPCHUTETa, a TAaKXKE C
KadeapaMu U ApyTUMH noapasaencHussMu Oununana.

2.3. YueOHO-MeTOOUYECKHd OTHed B CcBoeit  paboTe  pyKOBOACTBYETCS
3aKoHOAaTensCTBOM Poccuiickoit ®epepanuu, nocraHoBileHHAMH IIpaBuTenscrBa



Poccuiickoit ®Deneparii B obimacté 00pa3oBaHUsS, HOPMATUBHBIMU M HHCTPYKTHBHO-
METOIMYECKUMHU JOKyMEHTaMHd MuHHCTepCTBA HAayKd M BBICIIEr0 OOpa3oBaHUSA
Poccuiickoit ®enepammn, Pocobpran3opa, YcraBom VYHuBepcutera, llonoxxeHuneM o
Owmarne, pemeHusMu YueHoro CoBera, NpHUKa3aMHM W PACIOPSDKEHUSMH PEKTOpa
VHuBepcuTeTa, NpHUKa3aMd U DPACHOPSHKEHUSIMH JOupekropa Ouivania U HWHBIMU
JIOKaJIbHBIMU akTamMu Duinana, HactosAmuMm Ilonoxxenuem.

2.4. HauvampHuk  Y4eOHO-METOAMYECKOTO  OTAENa  OCYIIECTBISAET  CBOIO
NeATeIbHOCTh 0] HEMOCPEACTBEHHBIM pPYKOBOACTBOM 3aMECTUTENsl IUPEKTOpa II0
yueOHoit pabote u nupekropa Ounnana.

2.5. JIomKHOCTHBIE WHCTPYKLIHHA COTPYIHHKOB Yy4eOHO-METOAMYECKOrO OTAema
YTBEP)KIIAIOTCS B YCTAHOBJICHHOM IOPSKE.

3. ean u 3a5a4u y4eOHO-METOAUYECKOI0 OTAE]IAa

3.1, OcHoBHOM LEJIBIO y4eOHO-METOIUIECKOTO oTAena SIBJISIETCSI
COBEPIIICHCTBOBAaHHE M ONTHUMH3AIMs Y4YeOHOTrO IpoLecca, METOOUYECKO paboTel B
Odunmalie, NOBBIIIEHHE KauyecTBa 00pa3oBaHHUs.

3.2.OCHOBHBIMH 3a7a4yaMH y4eOHO-METOIMYECKOTO OTAEIIa ABIISIOTCS:

- OpraHuW3aIysi, MeToaudeckoe obecredeHHe y4eOHOro Ipouecca U IPakTHK B
dunuaie;

- moBblIIeHHe 3(P(PEKTHUBHOCTH, KadyecTBa IPOBENEHHS BCEX BHUIOB Yy4YeOHBIX
3aHSATHM,

- TOBBIIEHHE TPOPECCHOHAIBHOIO YPOBHSI M II€arorH4ecKOro MacTepcTBa
IpodeccopCKo-TpenoaaBaTelIbCKOro cOCTaBa U y4eOHO-BCIIOMOTraTeIbHOIO IIEPCOHAA;

- pa3paboTka HPOEKTOB HOPMAaTHBHO-IIPABOBBIX JOKYMEHTOB M HHCTPYKTHBHO-
METOIMYECKUX MaTEPHAJIOB, PErJIaMeHTUPYIOINX OPraHU3alMI0 y4eOHOr0 IIpolLecca;

- OpraHMsalMs W KOHTPOJb HeATEeNbHOCTH Kadenp B o00nacTH ydeOHO-
METOIUYIECKOM paboTHI;

- KOOpAMHAIMS JEeATeTbHOCTH Kadenp U APYTHMX CTPYKTYPHBIX IIOApa3leIeHUi
dunraa 1Mo BompocaM yu4eOHO-MEeTOINIECKON paboTEHI.

4. CrpykTypa yueOHO-MeTOAN4YeCKOro oTae/1a

4.1. OpraHu3alMOHHYI0 CTPYKTYpPY U IITaTHOE PaclUCaHHE Y4eOHO-METOAMYIECKOTO
OTIENla YTBEPXKIAET PeKTop YHHMBepcuTeTa. PabOTHHKM y4eOHO-METOJMYECKOrO OTAENa
Ha3HAYAIOTCS HA COOTBETCTBYIOIIHE AOJDKHOCTH IIPHKA30M PEKTOpa YHHBEPCHUTETA IIO
MIPEACTABICHHUIO TUpeKTopa (unuana.

4.2. OG3aHHOCTH, IIpaBa ¥ OTBETCTBEHHOCTH, KBaIH(HUKaNUsi paOOTHUKOB y4eOHO-
METOOUYECKOTO  OTAela  ONMPEHNEeNsIOTCA  COOTBETCTBYIOIUMMH  JOJDKHOCTHBIMH
HHCTPYKIIUSIMH, YTBEPXKIAEMBIMU IIPUKA30M PEKTOpa Y HUBEPCUTETA.

4.3. PykoBogut paboToif y4eOHO-METOAMYECKOro oTieNa HadalbHUK. HauambHUK
y4eOHO-METOIMYECKOrO OTHAeNa OTHOCHTCS K KaTeropud pyKOBOmMTeNed ¢uinana
Vuusepcurera B r. CnaBsHcke-Ha-Ky6anu.

4.4. B mepwon OTCYTCTBHMS HadallbHUKa Y4eOHO-METOAMYECKOIO OTHENa, €ro
(bYHKIUH BBIIOJHSET JIMIO, Ha3HAUeHHOE IPUKa30M pekropa. /laHHoe nuio nmprobdperaer
COOTBETCTBYIOIIHE IpaBa W HECET OTBETCTBEHHOCTh 3a KAaUE€CTBEHHOE M CBOEBPEMCHHOE
UCITOJTHEHHE BO3JIOKEHHBIX Ha HEr0 00SI3aHHOCTEN. ‘



5. OcHoBHBIE (PYHKIMH U OPraHU3aNUs AeSITeIbHOCTH
Y4e0HO-MeTOAUYECKOro 0TeJ1a

5.1. OCHOBHBIMH (QYHKIHSIMHU y4eOHO-METOANIECKOTO OT/EINA ABIIAIOTCS

5.1.1. IlnanupoBaHue, OpraHu3alys, KOOpPAWHAIUSA H OIIEPaTHBHOE YIIPaBJICHHE
y4eOHBIM IIPOLIECCOM.

5.1.2. AHayu3 y4eOHOro mpoiecca W pe3ysibTaTOB IPOMEXYTOYHOM M HMTOTOBOM
aTTeCTalllH CTyJACHTOB.

5.1.3. Uzyuenue, o0oOlIeHHEe W BHEIpPEHUE IIEPEAOBOrO OIbITA II0 ITOBBIIICHHIO
3¢ PEeKTUBHOCTH Y4eOHOro Ipolecca.

5.1.4. KonTpois y4eGHOro mpolecca, MeTOIMIECKOro 00ecedeHrs AUCLIUILINH.

5.2. OpraHu3zamms JesiTeTbHOCTH y4eOHO-METOANYIECKOI0 OT/ENA:

5.2.1. Pa3pabarbiBaeT  NpPOEKTBl ~ HOPMATUBHBIX  IIPABOBBIX  JOKYMEHTOB,
peraaMeHTHPYIOMUX y4eOHyto paboTy, U HMHCTPYKTHMBHO-METOAMYECKHE MaTEpHabl IO
obecrieueHunI0 y4eOHOro mporuecca.

5.2.2. 3akperuiseT yueOHbIe TUCIUIUIMHEI 3a Kadenpamu Ouinrana B COOTBETCTBUH C
YTBEP)KIC€HHBIMU y4€OHBIMHU IIJITAHAMHU.

5.2.3. PazpaGaTbiBaeT COBMECTHO C JeKaHaTaMd M Kadenpamu Punmana ydeOHbIE
IUTaHBl 10 CIEIUAIBHOCTAM M HaAIpaBJIEHWSM IOATOTOBKH, Y4YEOHBIE IIPOrpaMMBI
ITUCLIMILUIMH M POTrpaMMBbl Y4eOHON ¥ IPOU3BOACTBEHHOM IIPAKTHK.

5.2.4. CocraBisier ydeOHble KaJeHAapHble TIpauKd ydeOHOro Ipolecca Ha
y4eGHBIA TOA JUIi KaXAOro Kypca pealM3yeMbIX CIENHaIbHOCTEM M HalpaBJIeHUH
ITOATOTOBKHU BceX GopM 0OydeHHsI.

5.2.5. IIpoBOgMT pacueT 4YacoB M IITaTOB IPO(eCCOPCKO-NPENOaAaBaTEIbCKOrO
COCTaBa M UX pacrpeelieHne MeXIy Kadeapamu.

5.2.6. Pacnpenenser Mexay kademxpaMu 1oyacoBoi GoHmI.

5.2.7. OcylecTBIs€T ydYeT IBWKEHWsS KOHTHHTEHTa CTYHEHTOB Bcex (opm
o0yuenus B Ounnaine.

5.2.8. CocTaBlIieT COBMECTHO C JeKaHaMH (aKyJIbTeTOB paclUCaHHe Y4YeOHBIX
3aHATHHA, MPOMEXYTOYHON ¥ UTONOBOM aTTeCTAllMK CTYACHTOB.

5.2.9. Oprammsyer paboTy mnpueMHOH Komuccun uipaia COBMECTHO C
yIpaBjieHreM 1o pabote ¢ @unnanamMu Y HUBEPCHUTETA.

5.2.10. BHOCHT mpemIoKeH!s 0 KaHAUIaTypaM IIpeAcenaresieil rocy1apCTBeHHbIX
sK3aMeHanoHHbIX KoMuccuit ('9K).

5.2.11. ®opmupyer coctaBel Komuccuid I[OK 1o mnpueMy TrocynapCTBEHHBIX
3K3aMEHOB U 3aIUTHI BHITYCKHBIX KBAIH(HKALMOHHBIX PaboOT.

5.2.12. OcylecTBISE€T OpraHW3alii0 ¥ KOHTPONb IPOBEJEHUS  HTOTOBOU
roCyIapCTBEHHOW aTTECTAI[H BBIITy CKHUKOB.

5.2.13. IIpou3BOOUT KOHTPOJIb 3AIOJIHEHHUs, PETHCTPALMUd W BBIOAYH TOKYMEHTOB
TOCYapCTBEHHOro 06pasia (IUIUIOM, IPUIOKEHHE K JUIUIOMY, CIIpaBKa 06 00y4YeHHH Wid
0 mepuoze OOyUYeHMs).

5.2.14. Bener y4eT  BLIIOJHEHWs  y4eOHOH  Harpyskd  Ipodeccopcko-
IPEIoAaBaTeIbCKIM COCTaBOM, pabOTAIOIIMM Ha YCIIOBUAX I10YaCOBOIA OILIATHI TPY/a.

5.2.15. OpraHu3yeT 1 IPOBOIHT yueOy B 00J1acTH yueOHO-METONMIECKON paboThI C
3aBeIyIOIMMH KadeapamH.

5.2.16. KoHcynpTupyeT HpodecCOpCKO-TpenoaaBaTelbcKiil cocTaB H  y4eOHO-
BCIIOMOTATeNbHEIH Nepconan @uinaia mo BonpocaM y4e0HO-MeTOAUIECKOH paboTsl.



5.2.17. OcymecTBisieT NOATOTOBKY M IpEACTaBIseT B yIpaBlieHHE MO paboTe ¢
buwmmanamu otdetsl mo ¢dopmam BIIO-1, BIIO-2 u npyroit ycTaHOBICHHOW OTYETHOM
IOKyMEHTAI|H.

5.2.18. Opranusyer pabOTy MIKOJIbI IEAaroru4ecKoro MacTepcTBa UIi MOJOIBIX
npernojasaresieil 1 yueOHO-BCIIOMOTaTeIbHOro nepconana dunnana.

5.2.19. Opranu3yeT ¥ NMPOBOOUT CEMHUHApPHI M COBEIIAHUSA II0 BOIpPOCaM ydeOHO-
METOAUYECKON pabOTHI.

5.2.20.T'otoBUT BOMpOCH MO y4eOHO-MeTOAMYecKod paboTe K OOCYyXIEHHIO Ha
coBelaHny, Y4ueHoM coBeTe Ounmana 1 3acefaHusIX ¢ 3aBeIYIOIINMH KadeapaMHu.

5.2.21. OcymecTBisieT MOATOTOBKY OTYETOB O paboTe y4eOHO-METOAMYECKOro
oTAena.

5. 3. OcymecTBiIsIET KOHTPOJIb 3a:

- YCIIEBaEMOCTHIO, ITOCEIIAEMOCThIO M Ka4€CTBOM IOJATOTOBKH CTYACHTOB;

- opraHu3anuen yaeOHOro npoiecca;

- pa3paboTKOH MPOrpaMMHO-METOANYECKOro obecrieyeHuss Y4YeOHBIX ILTaHOB,
paboumx y4eOHBIX IporpamMM, (OHIOB OIIEHOYHBIX CPEACTB, Y4e€OHO-METOIUYECKUX
paspabotok I[IIIC u T. 11.;

- BEITIOJTHEHHEM TPOodeccopcKo-IpenogaBaTeIbcKUM COCTaBOM y4eOHOM Harpy3ky U
IUIaHOB y4eOHO-MEeTOaNUecKOi paboThl;

- COCTaBJICHHEM M BBHIMIOJITHEHHEM pabourX yueOHBIX IUIaHOB, paclMCcaHUi y4eOHBIX
3aHATUMN U 9K3aMEHAllMOHHEIX CECCHI;

- COCTOSSHHEM Y4YeOHON MOKyMEHTAallMd W JeJIONpOM3BOJACTBA Ha Kadenpax U B
IeKaHaTax.

6. IlpaBa u 00513aHHOCTH Y4e0OHO-MeTOANYECKOI0 OTAe I

6.1. YueOHO-METOOUYECKHI OTIETT UMEET IIPaBo:

YyacTBOBaTh B 00CYKIEHUH U PELIEHUU BOIPOCOB AesTenpHocTH Oununana.

3ampammuBaTh Y PYKOBOJIUTENEH CTPYKTYpPHBIX NoAapasieneHuil Ouinaia U HUHBIX
CIIEIMATACTOB HH(POPMAIIMI0O U ITOKYMEHTBI, HEOOXOOWUMBIE [UIsl BBIIOJHEHHS CBOUX
IOJDKHOCTHBIX O0S3aHHOCTEH.

TpeboBare OT aaMuHHCTpanuu Ounnana OpraHU3allMOHHOIO M MaTepHalIbHO-
TEXHUYECKOTO OOeCIeYeHrss CBOEW NeATEeIbHOCTH, a TaKKe OKa3aHWs COIEHCTBUA B
WCIIOJTHEHUH CBOUX JOJDKHOCTHBIX 00s13aHHOCTEN U MpaB.

O6xanoBaTh MpHKa3bl HM  paclopsDKeHWs  agMUHUCTparuu @uiuana B
YCTaHOBJICHHOM 3aKOHOJATENIbCTBOM MOPSIIKE.

3HaKOMHTHCS C POEKTaMU pelIieHui agMuHucTpanuyu Ouimnana, KacarolUMHUCS €r0
NEeATEbHOCTH.

6.2. YueOHO-MeTOAMYECKHI OTAeN 00s3aH:

- BBIITOJIHATH B IIOJTHOM 00beMe (DYHKIIMH M OCHOBHBIE HAIIPaBJI€HUS NEATEIbHOCTH

B COOTBETCTBHUH ¢ HacTosmuMm [lomoxxeHnem;
- obecrieuuBaTh 3P PEKTUBHOCTH y4eOHOTO MpOLIEcca;

- BBINOJHATH PACIOPSDKEHHsT ¥ TPHUKa3bl aJMUHUCTpAallUd YHUBEPCHUTETa U
Ourana B 00J1acTH yueOHO-METOANUECKO 1eITeTbHOCTH;
- coomronate [IpaBuiia BHyTpeHHero pacnopsiaka Ounuana.



7. OTBeTCTBEHHOCTh Y4€0HO-METOAHYECKOr0 0TAe/1a

7.1. PaboTHUKH  y4yeOHO-METOAMYECKOrO  OTAENa HECYyT  IHUCHUILIMHAPHYIO
OTBETCTBEHHOCTh B COOTBETCTBHH C 3aKOHOAATeNbCcTBOM Poccuiickoi denepanuy 3a:

- HEBBLINIOJIHEHHE ¥ HECBOEBPEMEHHOE BBIMOJHEHHE BO3JIOXKEHHBIX Ha Yy4eOHO-
METOIUYECKUH OTAeN 3a1a4, QyHKIHUNA U 00A3aHHOCTEN;

- HECBOEBPEMEHHOE W HEKBAIM(UIIMPOBAHHOE PEIICHUE BOIPOCOB, OTHOCAIIMXCS K
KOMIIETEHIIMH y4eOHO-METOAMYECKOTO OTAENa, HEIOCTOBEPHOCTh IIPENOCTABIIAEMOM
“HpOopMaIuy;

- 32 COXPAaHHOCTh W (GYHKIIMOHHPOBaHHWE IEPEJAHHOIO Y4eOHO-METOAMYECKOMY
OT/eJly Ha IIpaBaX OIIEPAaTHBHOIO MCIIOJIb30BaHUSA OOOPYNOBaHHSA U KOMIIBIOTEPHOM
TEXHHKH UIsI 00eCIIeYeHNs NeATEIbHOCTH.

7.2. HauampHUK y4eOHO-METOAMYECKOTO OTAEIa HECEeT OTBETCTBEHHOCTh 3a
HEKAYeCTBEHHOE W  HECBOEBPEMEHHOE  BBINIOJIHEHME  BO3JIOKEHHBIX  HACTOSIIUM
IMonoxeHneM Ha y4eOHO-METONMYECKUH OTAEN 3amad U (YHKIMH, I1aHa pabOThI 10 BCEM
HaIlpaBJICHUSAM JEATEILHOCTH.

8. BzanmoaeilicTBHe Y4eOHO-METOAUYECKOr0 OTAEIa

8.1. Y4e6HO-METONMYECKH OTHE] B3aMMOMAEHUCTBYeT C JeKaHaMu (DaKyJIbTETOB
dunuana, 3aBeAyloIIuMH  Kadempamu, — KoOJUleraMH,  y4eOHO-BCIIOMOIaTeNIbHBIM
IIEpCOHAIOM, anMuHHCcTpauuel dunrana 1 YHUBEPCUTETA., HCXOMs M3 BO3JIOXKEHHBIX Ha
Hero 3aaa4, GQyHKIUI U TOTHOMOYHH.

8.2. OcymecTBisier COTPYZIHHUYECTBO g YUPEXKICHUIMHA CpEeIHEro
npodeccHOHaIBHOrO H BhIciiero obpa3zoBaHus KpacHomapckoro kpas, Poccuiickoi
Denepanmu 1Mo y4eOHO-METOIUIECKON AEATEIILHOCTH.
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