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Pazpa6oTaHo yue6HO-0praHu3aLnMoHHLIM OTAENOM
WcnonHeHo HavanbHkom y4eGHO-0praHu3aLmnoHHoro otaena
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HacTosalwmnin OoKyMeHT ABNSeTCcA WHTennekTyanbHoil coBCcTBeHHOCTblo CMBMUK

W HE MOXET ObiTb MONMHOCTbIO UK YACTMYHO BOCMPON3BEAEH, TUPAXKUPOBAH U pacnpocTpa-
HEH Be3 paspelueHmns pektopa CM6ruK.
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1. HasHa4yeHune u obnacTb npumMeHeHus

1.1 Monoxexune 06 y4ebHo-opraHn3aumoHHoM oTaene (ganee — NonoxeHue) asnaeT-
CA AOKYMEHTOM cUCTeMbl meHeaxmeHTa kavectBa OIBOY BO «Cankr-MeTtepbyprckuin rocy-
AAPCTBEHHbIN MHCTUTYT KynbTypbl» (aanee — CMGIMMK), pernameHTupyeT npaBoBoii cTaTyc
CTPYKTYpHOro noApasfeneHus u yctaHaenueaeT ero 3agadu, dyHKUWM, CTPYKTypy, npasa,
OTBETCTBEHHOCTb, NMOPSAAOK OpraHu3auun AeATenbHOCTU, a TaKKe NopAaoK B3auMOAENCTBUSA
C APYrMW CTPYKTYPHbIMU NoApa3feneHnsiMim U CTOPOHHUMU OpraHu3aLmsamu.

1.2 TlonoxeHue onpeaenset nopsAok paboTbl y4yebHO-OpraHWM3aLUMOHHOro oTAena.
Hopmbl 1 npaBuna sensoTcs obasaTentHbIMU AN UCMNOMHEHUS BCEMW OOMKHOCTHBIMU Nu-
Lamu oTaena, AonylweHHbIMK K paboTe ¢ coTpyaHMKaMu 1 okymenTaumein CMNermK.

2. HopmaTuBHbIE CChINIKM U COKpaLLeHUA

lNonoxeHue pa3paboTaHo B COOTBETCTBUM C:

- Tpynosbim Kogekcom Poccuiickoit ®eaepauuu;

— ®epepanbHbiM 3akoHoM oT 29.12.2012 Ne 273-93 «O6 obpasoBaHum B POCCHIICKOIA
depepayunmny;

— Ycrasom ClGIruK;

— APYrMMUM 3aKoHOAaTENbHbIMW W NOKanbHbIMU HOPMAaTUBHbLIMW aKTaMu.

3. Obwme nonoxeHus

3.1 OTpen cospaeTca B cocTaBe y4eGHO-METOANYECKOrO yrpaBneHns 1 SBRSETCA ero
CTPYKTYPHbIM NogpasgeneHnem.

3.2 PeweHue o6 opraHnsauuv 1 nNMKBMA4AUMKM OTAENa NPUHUMAETCH Y4YeHbIM COBETOM
CMN6rvK un yreepxaaercs npukasom pexkropa.

3.3 OpraHusauyuoHHo-LITaTHast CTPyKTypa OTAeNa ONpeaensieTca UCXOAS W3 Coaep-
KaHuA 1 obbema, Bo3naraembix Ha Hero 3afad, U YTBEPXOAETCA MPUKA3oM pexkTopa no
npeacTaBneHnio npopexkTopa no yyebHoit paboTe.

3.4 HenocpepncTeeHHoe pyKOBOACTBO OTAENOM OCYLUECTBNSET ero HayanbHuk. OH, B
CBOIO o4epe/b, NOAYUHAETCH Ha4YallbHUKY y4ebHO-MEeToANYECKOrO YrpaBneHus.

3.5 [leATenbHOCTb  COTPYAHMKOB OTAENa pernaMeHTUpyeTcss COOTBETCTBYIOLUMMU
AOIMKHOCTHBIMU UHCTPYKLMAMMU.

3.6 OcHosononararwue opraHM3aLnOHHO-NPaBOBbIE AOKYMEHTbI, KOTOPLIMU PYKOBOZ-
CTBYETCH OTAEN B CBOEW AEATENbHOCTU:

- KoHctutyums Poccuitckon ®eaepauuu;

— Tpynosoi kogekc Poccuiickoin Pepepaumu:

— ®epepanbHbil 3akoH oT 29.12.2012 r. Ne273 «0O6 obpasoBaHun B Poccuitckoil
depepaunny;

— Ycras ClNoruk;

—  WHCTPYKLUMA NO AENONpon3BOACTBY;

— MNpasuna BHYTPEHHEro TPYAOBOro pacnopsiaka;

— TMpUKasbl U pacrnopsaXeHWss peKTopa 1 NPoOPEKTOPOB;

— peweHus YyeHoro coseta CM6IMMK;

— nonoxexue 06 yuebHO-MeToAMYECKOM YyripaBneHun;

— HacTosiLlee NonoXeHue;

— nokanbHble HopmaTuBHble akTel CM6IMNK 1 pelicTBylowee sakoHoaaTenscTBo Poc-
cunckoih Gefepaumu B obnact opraHusaumnm obpasosaTensHoN AesTeNbHOCTY.

4. 3apauv oTaena
K ocHOBHbIM 3aayam oTgena OTHOCSTCS:
4.1 OpraHusauvs ¥ NNaHUpoBaHWE COBMECTHO C JeKaHaTamu dakynbTeTOB, Kades-
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Pamn 1 ApyruMu CTPYKTYPHbIMU nofpasaeneHusmu, obecnevnsarommn obpaszoBaTenbHyio
aAeatenbHocTb ClOIMK, npouecca oby4eHUs no BCeM HanpasneHWsM NOAroTOBKM W cneym-
anbHocTaM, peanusyembim CM6MK.

4.2 KoopAauHauva aesTensHOCTU CTPYKTYpHbIx nogpasaenenuin CMN6IMK B coepe co-
BEPLIEHCTBOBaHMSA y4ebHOI paboTkl, ee obecneueHuns, NoBbILLEHUS 3PPEKTUBHOCTU 06pa-
30BaTENbLHOMO NpoLecca 1 Ka4ecTea NOAroTOBKA CNeynanucToR.

4.3 KoHTpornb, yueT, aHannua u oLeHka cocTosHus y4ebHomn paboTsl B CMGIMK no pe-
3ynbTatam ycnesaemocTu oby4aloLumMxcs, no NAaHUpyoWMM U OTYETHLIM JOKYMEHTaM Ka-
enp, AeKaHaToOBR U [ApYruxX CTPYKTYPHLIX nomapasAeneHuii, obecnevnBarolmx obpasoBa-
TenbHyto AeaTtensHocTb CM6IMrMK.

4.4 ObecneyeHue cbopa faHHbIX, 060OLIEHNE pPe3ynbTaToB M aHanms [OKYMEHTOB,
HEoOX0AMMbIX ANS NOArOTOBKWA OTYETHOW AOKYMEHTaLUUW O nokasaTtesnsx yyebHoW pgeaTtens-
HocTu CI6IMMK B8 ®epepanbHble opraHbl ynpasneHus obpasoBaHueM.

4.5 PaboTa no BeAeHUio OKYMEHTaLMM B COOTBETCTBUM C yTBEPXKOAEHHOW HOMEHKNa-
TYPOW, UHCTPYKUMEN NO 4ESonpon3BoacTBy.

5. ®yHKuMmM

5.1 OpraHusaunoHHas:

— paspaboTka n yTBepaeHne HOpMaTUBHbIX AOKYMEHTOB W TpebGoBaHuii No yyebHo-
OpraHu3aLnoHHOMY ofecneyeHuio y4ebHoro npouecca; NoAroToBka NpUKa3oB, pacropsiKe-
HWiA, MHCTPYKUMIA (MHCTPYKTUBHBIX MACEM), NOSIOXKEHNIA 1 NIAHOB MEPONPUATWIA MO BONpocam
opraHusauyuu, nnaHpoBaHWio U OCYLLIECTBNEHMIO NpoLecca NOATOTOBKW BbIMYCKHUKOB;

— [MnaHupoBaHue, opraHM3auus u nposeaeHne CoBeLlaHuii, CEMUHapPOB, NOCBALLEH-
HbIX COBEPLUEHCTBOBAHMIO opraHusauumn n obecneyeHuto yyebHoro npouecca:

— WHCTPYKTUPOBaHWE W KOHCYMNbTUpOBaHWE 3aMecTUTeneil OeKkaHoB (haKysnbTeTos,
y4ebHo-BCrnomMoraTensHoro nepcoHana ¢akynsTeTos u kadeap no opraHusauuu yyebHoro
npouecca;

— TnNoAroToska mMaTepuanoB ANS COCTaB/IEHUS EXEroAHOro LWTATHOrO pacnucaHus
NpogeccopcKo-nNpenoaaBaTenbCkoro COCTaBa, WHBIX NeSarormyecknx paboTHUKOB, ero Kop-
PEKTUPOBKE 1 onpefeneHusi NOTpeOHOCTM B COBMECTUTENSAX U NOYACOBOM hOHIE!

— opraHmMsaums pa3paboTku WHAWBUAYANbHbIX nnaHos npodeccopcko-
npenogasatenbckoro coctasa Cl6I'MK, koHUepTMeNCTepOB;

— yyacTue B MNOATrOTOBKE MNPOEKTa MPUKa30B O KaneHaapHbIX rpadukax yvebHoro
npouecca, rocyaapcTBeHHOM UTOrOBOW aTTecTauum;

— BedeHuWe y4eTa BbINONHEHWUA OlMKETHOW y4YeBHOW W [pyroW neaarormyeckoi
Harpysku KaxxablM LUTATHLIM NpenoaasaTeneM, COBMEcCTUTENeM, paboTHUKaMN, OKasbiBao-
MK npenofasaTtenibCkue ycrnyr no JoroBopam rpaaaHCKo-NpaBoBOrO Xxapakrepa; Co-
CTaBneHne exeroAHoro, NosyrogoBOro OTYETOB NO BbINOMHEHUIO YYeBHON HArpysKku; aHanua
COOTBETCTBUSA (HECOOTBETCTBUA) NNAHOBOW U (PAKTUYECKON Harpyaku npenogaeaTeneii

— OCYLLeCTBNEeHNEe EXEMECAYHON NPOBEPKN aKTOB KOHTPOMNSA 3a BbINOMHEHWEM MNoYa-
COBOW y4ebHOW Harpysku; ocopmneHue JOKYMEHTOB Ha onnaTty Tpyaa npenogaearterneii-
MOYACOBUKOB, WHbIX Negarornyecknx paboTHUKOB;

— NpoBepKa AOKYMEHTOB Npu ohopMIIeHnn npenogasaTeneil, KOHUEePTMENCTEPOB Mo
AOroBOpYy rpaxaHCKO-NPaBOBOro xapakTtepa ([OroBOpy OKasaHusi npenogaBaTenbCKux
ycnyr) B 4acTu, kacatoLencs BbiNnonHeHus y4ebHoil (npenoaaeaTtensckoii) paboTsl;

— BepeHue ydeta ayautopHoro coHaa CMGIrnK n ero ncnonssosarms ansa y4ebHsIx,
Hay4HbIX W Apyrux uenein; aHanu3 aMeKTUBHOCTU UCMNONb30BaHUA ayaUTOPHOro oHAa:
pacnpegenesne ayguTopHOro oHaa;

— y4YacTue B nnaHupoBaHuu paboT No BHEAPEHUID UHHOBALMOHHbLIX TEXHONOMUIA ANS
aBTomaTtusauuu ynpasneHus yyebHbim npoueccom 8 CMNEINK.
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5.2 KoHTponbHas:

— COOTBETCTBME pacnuncaHns y4ebHbIx 3aHATUI Ha dakynbTeTax yyeGHbIM padbo4yum
nnaHam u kanexsfapHeliM rpacdukam yyebHoro npouecca; KOHTPONb Hag CBOEBPEMEHHbIM U
MPaBWIbHLIM BbINMONHEHWEM pacnucaHnin y4ebHbIX 3aHATUIA;

— COBMECTHO C AeKkaHaTaMi (paKynbTETOB OCYLLUECTBIEHME KOHTPONS Hag cobnoge-
HUEM y4ebHON ANCLMNNNHBI;

— Nepnoanyecknit 1 BbIBOPOYHBI KOHTPONbL yuyeTa, XpaHeHUs W 3anonHEeHNs OOKYy-
MeHTauuu kagpeap 1 akynbLTETOB, OTHOCALLENCA K OpraHmn3aLmm y4ebHoro npouecca;

— OCYLUECTBNEHME KOHTPOMA Haf BbiNONHEHUEeM kadeapamu, dakynsTeTamu npuka-
30B peKTOpa, peleHunii npopekTopa no y4ebHow paboTe, KacalLmxcs y4ebHoro npouecca.

5.3 KoopauHauvoHHas:

— KoopauHauus paboTbl AekaHaToB dakyNbTETOB M kadeap No peanvsauum obpaso-
BATE/IbHbIX NPOrpamMm o HanpaeneHUsiM NOArOTOBKN W CNELManbHOCTAM, paboyunx yueBHbIx
N1aHoB;

— KoopauHauua paboT no pacnpocTpaHeHuw ad@EKTUBHOMO OnbITa yyebHo-
OpraHu3auUnoHHON paboThbl haKkynbTETOB, Kadeap W ApYrux CTPYKTYPHbIX nogpasgeneHui
Creruk;

— KOOpAuHaLus paboT No NOBbILLEHWIO KBAaNUMUKaLUN 1 NPOECCUOHANBHO nogro-
ToBKe y4ebHO-BCroMoraTensHoro nepcoHana akynbTeTos, LUEHTPOB 1 Kadeap.

9.4 NHhopmaLmoHHo-aHanuTu4yeckas:

— Wu3yyeHue, obobuleHne M BHeAPEHWE NepefoBOro OnbiTa Mo NOBbLILEHUIO acppek-
TUBHOCTM y4yeBHoro npouecca;

— cbop, oboblieHne, aHanna ycneBaeMocTi CTyAEHTOB; pe3ynbTaToB 3K3ameHauu-
OHHbIX CECCUM, MPOMEXYTOYHbIX aTTeCcTaUuii;

— CcocTaBneHue ortyetoB 00 y4yeOHo-opraHusauMoHHOW paboTe; npepocTaBneHue
WHPOpMaLMK, CBA3AHHOI C y4ebHO-opraHn3aumnoHHoi paboToi WHCTUTYTA;

— MoAroToBka maTepuarnoB K 0bCYXOeHWI0 Ha ynpaBneHYeckux CoBeLLlaHnsax U Ha 3a-
cenaHusax YyeHoro coseta CIM6IMMK.

6. OpraHusauus ynpaBneHus oTaenom

6.1 O6Lwas opraHn3aunsa ynpaBneHus oTAenoM BO3NaraeTcs Ha HavyanbHUKa oTaena.

6.2 HavanbHuk otaena fencTeyeT B Nnpeaenax npas U o6s3aHHOCTEN, onpeaensembix
AencTBytolMm B Poccuiickoin denepauum 3aKoHoA4aTenbCTBOM, HOPMAaTUBHLIMU akTamu dpe-
AeépanbHbIX OpraHoB ucnonHuTensHow snactn PO, Ycrasom CMNG6MMK, pelueHusamu YyeHoro
CoB€Ta, nNpukasamun 1 pacnopskeHusamu pektopa ClII6IMMK, HacToAWMM NONoXeHvem u
AOIMKHOCTHOW UHCTPYKUMEN.

6.3 lNpn HEOBXOAMMOCTM HaYamnbHUK OTAENa AOMKEH YMETb OpraH13oBaTh paboTy oT-
ACNa B ONepaTBHOM pEXUME, npeanonaralolemM CoKpalleHne NMPUBbLIYHbIX CPOKOB BbIMNOI-
HEHWUs 3apau.

7. Bzaumocsszu

7.1 C drakynsTretamm / kacheapamu CM6IMMK no sonpocam:

— opraHusauun y4yebHoro npouecca;

— peanusauum obpasoBaTesibHbIX MPOrpaMM Mo HanpasfeHUsM NOATOTOBKY, Creum-
anbHOCTAM;

— paspaboTku nHavBMAyansHbix nnaHos MIMC, KOHUePTMeHcTepos.;

— cobnogeHns y4ebHOl AMCUUNAUHbI:

— COOTBETCTBUA pacnucaHusa y4ebHbiX 3aHATUN y4eBHbIM paboynm nnaHam U KaneH-
AapHbIM rpadukam yyebHoro npouecca;

— COCTaBneHust U BEAEHMsA YCTAHOBNEHHOW OTYeTHOCTM no y4yebHon / yyebBHo-
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mMeToauyeckon pabore;

— BHE/peHUsi NepefoBoro onbiTa No NOBbILEHNIO 3hPEKTUBHOCTH y4ebHoro npouec-
ca;

— O3HAKOMNEHWSI C 3aKOHOAATENbHLIMW W NOKAMNbHLIMU HOPMATMBHBIMU aKkTamu B
chepe obpazosaHus:

— kayecTea npeaocTaBneHus obpasoBaTenbHbIX YCNyr;

— NOny4eHus matepuanos K 0BCYXAeHUI0 Ha ynpaBneHYeCcKux COBELLaHusAX U Ha 3a-
cefaHusx YueHoro coeeta CMernk.

7.2 C pMHaHCOBO-3KOHOMUYECKIM YNpaBreHnemM no Bornpocam:

~ (PMHAHCOBO-3KOHOMUYECKOW AEeSTENbHOCTM oTaena,

~ COCTaBneHus, BeAeHUs 1 NPeaoCTaBEHUS CTAaTMCTUYECKON OTYETHOCTU B npege-
nax KomneTeHuuun oTaena;

— onnatel Tpyaa npenoAasaTenien, KOHUEePTMEWCTepOB B COOTBETCTBUM C aKTamu
KOHTPONS 32 BbIMNOSTHEHNEM NO4acoBOi y4eBHO! Harpyaku;

— odhopMnenus npenogasartenei, KOHLEpPTMEeNCTepoB No A0roBopam rpaKaaHcKo-
MPaBOBOro xapakTepa (4orosopam okasaHvs npenogasaTenbeKux yenyr).

7.3 C ynpaBneHuem kagpoBoro yyeta u Aenonpous3BoAcTBa No BONpPOcam:

— BeAeHWs Oenonpov3BoACTBa;

— 3anornHeHusa Tabens yyeta paboyero BpemeHu;

— MOArOTOBKM 1 OOOPMIIEHNSI NPUKA30B Ha COTPYAHUKOB YMY:

— [OBWXEHWS KOHTUHIEeHTa CTYAEHTOB;

— NPeaocTaBneHns CTaTMCTUHECKOW M UHOW OTYETHOCTW MO HanpaBneHuo LesiTenb-
HOCTW oTAena kagpos;

— MOArOTOBKM, OPOPMIEHUS M Nepelayuu AOKYMEHTOB W [Aen Ha XpaHeHue B apxus
CIBIrVIK; cnucanus JoKyMEHTOB, He nognexaLymx XpaHeHuto, B COOTBETCTBUWN C UHCTPYKLIW-
€N Mo [enonpon3BoACTBY.

7.4 C oTgenom martepuanbHO-TEXHUYECKOro oBecnedeHnss — no BOMpocam matepu-
anbHO-TEXHUYeckoro obecneveHns 4eaTenbHOCT oTaena.

7.5 C ynpaBneHnemMm MHGOPMaLMOHHbIX TEXHOMOMMIA — No BOMpocam TEXHUYECKoro ob-
cnyxusaHus MK n cpeacTts oprrexHuku, obecneyerHms METOANYECKOW, TEXHNYECKOW 1 opra-
HW3aUMOHHON NOMOLM B dKCnnyaTaLuuu y4ebHbIX NporpamMm, CPeAcTB U CUCTEM nHopmaum-
OHHO-KOMMYHUKALNMOHHBLIX TEXHOMOMUIA.

8. lNpaBa u o6sA3aHHOCTH

8.1 Ha Bcex paboTHukoB oTAena pacnpocTpaHsioTes npasa 1 obsAsaHHOCTU, W3no-
KEHHbIE B COOTBETCTBYIOWMX pasaenax Ycrasa Cl6IMMK, npasun BHyTpeHHero TPYAOBOro
pacnopsifika, HaCTOALEro NONOXeHMs.

8.2 COTpyaHWKM OTAENa UMEeT NpaBo:

— paspabatbiBaTh No HanpaBneHW AeATENbHOCTW oTaena crnyxebHble 3anucku u
NPEACTaBNATL UX Ha PaCCMOTPEHWNE W YTBEPXAEHME HavanbHWUKYy OTAEna, a 3aTeM Havarb-
HUKY y4eDOHO-METOANYECKOro YrpaBneHus:

— 3anpawweaTtb oT noapasgeneHuin CM6IMMK nHpopmauumio B npegenax ceoeit Kom-
neTeHuun;

— 0boblaTe, aHanuampoBaTb WHOpMauUMio, BbipabaTbiBaTh Mepbl N0 COBEpLUEH-
CTBOBaHWIO paboTkl B 06nactu uHdopmaTtusaumm.

8.3 HavanbHuk oTaena umeer npaso:

— BHOCUTb NMpPeanoXeHns o0 W3MEHEHWM LUTATOB W CTPYKTypbl OTAena COrnacHo
YCT@HOBMNEHHOMY NOPSAAKY;

— npejnarate Ha AOMKHOCTW COTPYAHWKOB B COOTBETCTBUW C YTBEPXKAEHHbLIM LUTAT-
HbIM pacnucaHwem n CTPyKTypoi oTaena:
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— BHOCUTb NPeanioXeHus o NMOOLUPEHUU UMK O HANOXKEHMM ANCLUNNITMHAPHbIX B3bIC-
KaHWI Ha COTPYAHMKOB oTAeNa.

9. OTBeTCTBEHHOCTL

9.1 HauanbHUK OTOena HeceT OTBETCTBEHHOCTh 3a Haanexawiee n cBoeBpeMeHHoe
BbINONHEHWE OTAEeNoM 3aaa4y U yHKLUNA, NPEAYCMOTPEHHbIX HACTOALLMM MOMOXKEHMEM.

9.2 Ha HayanbHuKa oTaena BosnaraeTcs nepcoHanbHas OTBETCTBEHHOCTb 33 BbIMNOM-
HEHWE BO3NOXEeHHbIX Ha OTAen 3agay v yHKUWNA.

9.3 OTBETCTBEHHOCTb paboTHWMKOB OTAEena ycTaHaBMUBAETCH OOJTKHOCTHBIMWU  UH-
CTPYKLUUAMMN.

10. 3aknwuyuTenbHbIe NONOXeHUs

10.1 OcHoBaHwem [ns BHECEHUS U3MEHEHMI u AononHeHun B Hactoswee Monoxe-
HWE ABNAIOTCA BHOBb BBEAEHHbIE N3MEHEHWUS U AONOMHEHUS B HOPMaTWBHO-NPABOBLIE aKThI,
VMEIoLLNe cuny 3akoHa, M3MeHeHWe YcTasa, a Takke pelueHus YuéHoro coseTa CIMGMMK
yTBEPXAEHHbIE B yCTaHOBNEHHOM nopsiake. Paspabotka, odhopmneHue, cornacosaHue,
YTBEPXKAEHWNE 1 BHECEHME n3MeHeHUi B [NonoxeHne NpousBoasTCS B COOTBETCTBUM C Ar-01
YnpasneHue OokymeHTaumeir.

10.2 OTBeTCTBEHHOCTL 3a XpaHEeHWe opuriHana u KOHTPOMbHOro 3k3emnnsipa, Tupa-
KMPOBAHNE W pACChINKA YYTEHHbIX PAabOYMX 3K3EMMNMSPOB HACTOALLEro MOMOXKEHUS, X xpa-
HEHME ocyllecTenaeTca B cootseTcTeuu ¢ [1-01 YnpaBneHue qokymeHTauueii.



