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1. O0mue moJIoKeHH

Vyebno-mMetomuueckuii otaen (manee Otaen) sSBIsSETCS  CaMOCTOSTEIBHBIM

aJIMHHHMCTPATHBHO-YIIPABIEHYSCKHM [OApa3elIeHHeM ABTOHOMHOM HEKOMMEPYECKOH

oOpasoBare/bHOM  opranm3anmu  «OOpas3oBaTelbHas  OpraHu3allUsl  BBICIICTO

o6pasoBanus «HCTHTYT TeaTPAIBHOTO HCKyccTBay (nanee MHCTHTYT)

Otaen co3maeTcs U THKBHAMPYETCS IPUKa3oM pekropa MHcTHTyTA.

Otnen NOMYMHAETCS HEMOCPEACTBEHHO MNPOPEKTOpY MO  y4eOHO-METOAMYECKOM

pabore.

B cBoeii nestenpHocTd OTAET PYKOBOACTBYETCH:

- ZIeHCTBYIONIMM 3aKoHOAaTeIbcTBOM Poccuiickoi Deneparuu;

- YcraBom AHO OOBO UTH:

- [OPHKAa3aMH W pAaCIOpsUKEHHsMH pekTopa MHCTHTYTa W JpPYTHMH JOKaIbHBIMH
aktamu AHO OOBO UTH;

- HactosimuM [lonoxxennem.

2. Crpykrtypa

Crpykrypa u mraTHas diciaeHHocTs OTaena yTBepikaaercs pekropoM HMucratyra mo
IPEICTABJICHHIO IIPOPEKTOPA [0 yIeGHO-MeToaHYecKoH paboTe.

Otzen Bo3rIaB/IsieT HaYaIbHUK, Ha3HA4aeMblid Ha JODKHOCTh IIPHKA30M peKTOpa
Cotpynnuku Otena Ha3HAYAIOTCS Ha JODKHOCTH M OCBOOOXIAKTCS OT JOIDKHOCTEM
[PHKA30M pekTopa MHCTHTYTa 1O [pelICTaBlIeHHIO IPOpPEKTOpa Mo y4ebHo-
MeToIHu4ecKoit pabore.

Pacnpenenenue oOs3aHHOCTEH MEXIy COTPYAHHKAMH IPOM3BOAHTCA HAYATIBHHKOM
Otnena.

3. 3amaum

OcHoBHas 1enp AedarensHocTH OTaena — Oopranusainsa }”—ICﬁHOl‘O mponoecca 1o

06p&30BaTeHBHBIM nporpaMMamM BBICIIEIO oGpasoxaanml B HHCTHTYTC. 3amayamu Otnena

SIRJSTIOTCS:

3.1. Obecrederre KOHTPOJIS H KOOPIHHAIIMY AEATEIbHOCTH CTPYKTYPHBIX MOApa3AeIeHHH
By3a B 00J1aCTH peaM3aniy 00pa30BaTeIbHBIX IPOrPaMM BBICIIEr0 00pa3oBaHus.

3.2, [I1aHHpOBaHME M OpraHM3allks NEPCICKTHBHOTO M TEKyIIero y4eGHOro mpouecca B
HUHCTHTYTE.

33, AHamu3 cocrosHus ydeOHOo-meTonudeckoi pabotsl B MHcTHTYTE M paspaboTka

IpeIJI0KEHH 110 MOBBIMIEHHUIO €€ 3()(PeKTHBHOCTH.



3.4. Koopnunauus pabotel dakynsreroB, kxapenp HWMHeruTyTa no opraHuzalMM M
METOIHUYECKOMY obecnieueHHIO y4eGHOro npoiecca.

s 8 Opranu3anus coBMecTHO ¢ (axyrpretamMu H Kadeapamu HMuctutyTra pazpaboTku

y4eOHBIX IUIAHOB JUIsi OCHOBHBIX NMPO(ecCHOHAILHBIX 00pa3oBaTeNbHBIX IPOrpaMM H

YCKOPEHHBIX TPOrpaMM MOJATOTOBKH 0 CIIELHAILHOCTSM M HAIlIPaBICHHSIM BBICILETO

obpa3oBaHus, pean3yeMbiM B MHCTHTYTE.

PazpaboTka HOpPMATHBHOr0O M Meroauueckoro obecneuenus (Ilomoxenuit,

MHCTPYKIHH, METOAMK, PEKOMEHIaIHii) obpazoBarenbHOM nesrenbHoCTH MHCTHTYTA

1o o0pa3oBaTeNnbHLIM IporpaMMam BhICIIETO 00pa30BaHUS.

= WA Oprasu3anis 1 KOOpAHHALMS pa3padOTKH NEePCIEeKTHBHBIX [IJIAHOB U3/1aHUsl y4eOHO-
METOAMYECKOH JHuTeparyphl ¥ OIaHOYHOM MNPOAYKIHH B paMKaxX JIeSTeIbLHOCTH
HHcTHTYTA.

3.8 ObGecnieuenre  CTPYKTYPHBIX  mojpasaencHuii  MHCTHTYTa  METOOMYECKHMH
MaTepHaaMi o y4eOHBIM BOIIpocaMm.

3.8, OxazaHue KOHCYJIbTAaTHBHOM, IPAKTHYECKOH W METOJUYECKOH MOMOLIH CTPYKTYPHBIM
U nojpasaeneHusM MHcTHTyTa 10 HampaBieHHsSM Y4eOHOM M METOJHYecKOH
JESITEIbHOCTH, 110 BOIIPOCaM JIMIIEH3UPOBAHHS M aKKpeIuTalMH 00pa30BaTe/IbHBIX
MPOrpaMM BBICHIErO 0Opa30BaHHs.

3.10. Ampamu3, o0OoOmeHHE H pacHpOCTPaHEHHE pe3yJbTaTHBHOTO OmbiTa Yy4eOHO-
METOIWYeCKOH paboThl CTOPOHHHX BY30B M Yy4eOHOro OTJela MHCTHTYTa II0
HallpaBIECHUAM €ro IESTeJbHOCTH CPEeJH MeNarorH4ecKuX padOTHHKOB Kadep.
¢axyibreroB MHCTHTYTA. '

3.11.  OGecneyeHue BBICOKOTO Ka4eCTBa H CBOCBPEMEHHOCTH JOKyMeHTooOopoTa B OTaere.

(%]
2

4. O0s3aHHOCTH

B nensix BIMOJIHEHHS BO3JIOKEHHBIX Ha Hero 3agad OTaen OCYIIECTBIIACT:

4.1. KadecTBeHHYIO H CBOEBPEMEHHYIO MOJATOTOBKY TEKYINEH H OTYETHOM TOKYMEHTAIIHH.

4.2. [lepcrieKTHBHOE INJIAHMPOBAHHME CBOCH [CATEABHOCTH H MOATOTOBKY OTHYETOB O
pesysbTaTax AesteinpHocTH OTaena.

4.3. IToaroToBky 1 npoBeneHue 3aceqanuil YyebHO-MeTOAHYecKkoro coBera MucTHTyTA.

4.4. CoBMmecTHO ¢ (hakyabTeTaMH, BBHITYCKAIONIMMH KadeapamH pa3paboTKy OCHOBHBIX
npodecCHOHANBHBIX 00pa30BaATEIbHBIX IPOrPAMM, pealn3yeMbIX B MHCTHTYTE.

4.5. Paspabotky y4eOHBIX IUIaHOB TOATOTOBKH II0 OCHOBHBIM H  YCKOPEHHBIM
00pa3zoBare/IbHBIM IPOrpaMMaM.

4.6. Cocranenne pabovymx y4eOHBIX IUIAHOB BCEeX CHENUATBLHOCTEH (HampaBieHHH

HOATOTOBKH) B opM 00ydeHHs, BHECeHHE HEOOXOAMMBIX H3MEHEHHH H JIONOIHEHHIH B
COOTBETCTBYIOIIME y4yeOHBIE IIaHBI Ha OCHOBAaHMHM pEUICHHI Y4YeHOro cosera,
VYuebHo-MeTouueckoro copera MucTUTyTA.

4.7. KoHTposb 3a BblIOIHEHHEM Y4eOHBIX IJIaHOB U rpadHKoB y4eOHOTO Ipolecca.

4.8. KoHTpons 3a BeneHueM a0KyMeHTO0OOpoTa Ha Kadenpax u (akyiasretax MHCTHTYTA
(14uHBIE €A, IPUKa3bl, CIPABKH, aHKEThI, IPOTOKOJIBLI U JIP. ).

4.9. KonTtpons 3a pa3paboTkoif JeKaHATaMHU CIPABOK O BBIIOJHEHHH Y4eOHOIO NjaHa s

I'ocynapcTBeHHOM YK3aMEHAIIMOHHOM KOMHCCHH.

4.10. Texymee M mepcHeKTHBHOE IUIAHHPOBaHHE Yy4eOHO-METOIHYECKOH paboThl B IIE/I0M
1o Uucturyty. CoctaBnenue rpahukoB yu4eOHOTo mporecca o 09HOH, 09HO-3a049HOM
H 3204HOH (opMam 00ydeHH .

4.11.  PaspaboTka METOAHYECKHX MHCEM, YKa3aHHH, IIPOEKTOB MPHKA30B M PacNoOpsUKeHHH
10 yueOHO-METOIMYEeCKHMH BOIIPOCaM.

4.12.  BrimonHeHHE pacdyeToB 00beMOB yueOHOM Harpy3kH no kadeapam MaCTHTYTA.

4.13. Paspabotky  QopM JOKYMEHTAallMd [0 OpraHM3amué yd4eOHOro  Iporecca
(MHAMBHIyaNIbHBIE II1AHBL, [UTaHBI paboTel Kadeap, O1aHKu | ap.)
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433. TloaroToBKYy [OKYMEHTalMH K IIPOXOKICHHIO TPOLEIyphl TOCYAapCTBEHHOH
aKKpeIuTaldy 00pa30BaTelbHBIX IPOrPaMM BBICIIEro 00pa3soBaHHs, Pealn3yeMbBIX B
Hacturyrte

434, @opMHpOBaHHE 3JIEKTPOHHBIX OAHKOB JAHHBIX y4eOHO-METOAMYECKHX MaTepHaJIOB H
opraHu3anus ux pazMmeineHue Ha nopraie Mucruryra.

5. BsaumozaeiicTBHE ¢ APYTMMH NoApa3AeIeHHIMH

B mpomnecce cBoeit nestenprocTH OTAET B3aUMOIEHCTBYET C:
5.2.  OcHOBHBIM HOpa3e/eHAeM 10 y4eOHO-METOAHIECKHM, KaJIPOBEIM, IOPHTHYSCKHM H
HOPMaTHBHO- IIPABOBBIM BOIIPOCAM.

2 3 @axynpretamu H Kadenpamu HWHCTHTYTa O BOIpOCaM OpraHH3alMH y4eOHOTO
mporecca.

52 Byxraitepueit mo Bormpocam IIaHMPOBAHMS U paclipe/ie/icHHs yIeOHOH Harpy3KH.

33 OTze10M pa3BUTHSA 1O BOMIPOCAM aBTOMATH3AHH JeATenbHOCTH OTnena U BHEAPEeHHs

HH()OPMAIMOHHBIX TEXHOJIOTHH B yueOHBIH Iponecc.

54 X035HCTBEHHBIM OTJIEJIOM IO BOMPOCAM OXPaHbl TPYZAa, 00CIIYKHUBAHUS MMOMEIIEHHN H
TEPPHTOPHUH.

5.5 BubmuoTeKkoll 10 BOMpOCaM KOMILIEKTOBAHHS YueOHO-METOMHYECKoro obecredyeHus
OCHOBHBIX TPodecCHOHATBHBIX 00pa3oBaTensHbIX MporpaMM MucTuTyTa.

56 AIMHHHCTPATHBHBIM OTEIOM IO BOIPOCAM paclpejieliecHHe ayaMTopHoro Qonna B
COOTBETCTBHH C PACIHCAHHEM, BejieHHe 0a3bl JaHHBIX 3aHSITOCTH ayIHTOPHOTO (OHA.
OcyllecTBIIEHHE KOHTPOJIS 3aHATOCTH ayauTopHoro Qonma. OdopmieHne CTeHI0B
pacnicanuii. Peractpaiiiny JOKyMEHTOB.

8.7 [IpuemHo#t xomuccwedl mo Bompocam odoOpMIeHHS U [Epelavd JIMYHBIX [IeJl
NOCTYMHMBIIKX T 00ydenus B UHCTHTYT.

6. IlpaBa

VuyeOHO-MeTOIMIECKHH OTAe]T UMEET [1PaBo:

6.1 3ampamuBaTh B YCTAHOBICHHOM IMOpSZIKE OT CTPYKTYPHBIX mozpasiencHud MHcTrTyTa
“H(OPMAILHIO [0 BOIIPOCAM, BXOIAIIAM B KOMIIETEHLHIO OT/eNa.

6.2 OcymlIecTBIATh KOHTPOJIb 3@ X0J0M Y4eOHOro Npolnecca, BeleHHeM y4eOHO-METOIHISCKOH
JIOKYMEHTAI[MK Ha Kadespax, B Aekanatax Muctutyra.

6.3 TlpoBojuTh, B Mpeienax cBOeH KOMIIETEHILHH, B YCTAHOBICHHOM IIOPS/IKE MMEPEroBOPHI H
KOHCYJIBTAIIHH CO CTOPOHHHUMH OpraHH3alHsIMH.

6.4 Cos3naBaTh OKCHEpTHble ¥ paboume rpymmbl 1o mnpobiemMaM y4eOHO-METOIHYECKOro
obecredenns 00pa3oBaTeIbHOTO MIpOIECCa.

6.5 BHocuTh mpeIoxeHus (B BHIE IPOEKTOB) MO BOMPOCAM, OTHOCAIIMMCS K KOMICTCHIHH
Otpena.

6.6 3anpammBath y pykoBo/JcTBa MHcTHTYTa OOecnedenne HeoOX0QMMBIX YCIOBHH U CPE/ICTB

Tpya.
7. OTBETCTBEHHOCTH

2.l OTBETCTBEHHOCTh 3a KAueCTBO M CBOEBPEMEHHOCTH BhIMONHeHHs GyHkimi Otzena
HeceT HavanbHUK OTHemna.
8. Haganpauk Ot/lesia epcOHAIBbHO OTBETCTBEHEH 34.
7.2.1. cobmonenue AEHCTBYIOIIETO 3aKOHOJATENILCTBA B IpolEcce pPYKOBOJACTBA
Otxnenom;
T2 COCTaBJIEHMEM,  YTBEPIKIECHHEM W  MPEACTABIEHHEM  JOCTOBEPHOMH
uH(popmaiuu o pabore Otaena;
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KoHTpoas 3a cBoeBpeMeHHBIM cocTaBieHHEM HHIMBHIYIBHBIX IIJIaHOB pabGoThI
IpernoJaBareied W BHINOJIHEHHEM MNPENOAABATENSIMH IUIAHOBOMN y4eOHO#l Harpysku
(cemectp, y4eGHBIH rox).

Kontpois 3a Benenmem radenpanbabix KYPHAJIOB y4eTa Harpyskd Hpogeccopcko-
penoaasarenbekoro cocrasa Mucruryra.

Opranuzamaio u [IPOBEICHHE TOCYNapCTBEHHOH HMTOrOBOM aTTeCTAIMH/HTOTrOBOI
aTTecTalyy.

[loaroToBky mo cornacoBaumio ¢ Kaeapamu, (akyIbTeTaMHM NPHKA3a O COCTABE
l'ocynapcTBeHHBIX 3K3aMEHAHOHHBIX KOMHCCHH/9K3aMEHAMOHHBIX KOMHCCHH Ha
yTBepikaeHue pekropy Hucruryra. IToAroTtoBKy mo cornacoBaHmio ¢ kadeapamu,
(akyabTeTaMM TOKYMEHTOB 10 Kanaunarypam npexacenarenei 9K u opranusarmio
HX coracosanus B MunuCTepcTBe 00pazoBanus i Hayku PO,

Odopmnenne kHAr  TPOTOKOIIOB OPOBEICHHUS  IOCYAapCTBEHHOH  HTOTOBOM
aTTeCTAllMA/UTOrOBOM  aTTECTALHH. IIpoBepka mHpaBUIBHOCTH 3aMOIHEHHS KHUT
npotokonos I'SK/OK, ux xpanenne u nepenaua r apXHB.

Kontpous 3a moxroroskoii kadeapamu sk3aMeHANMOHHEIX OHIeTOB 1 MpOBENEHHS
KYPCOBBIX 5K3aMeHOB B MHCTHTYTE.

Exeronnoe cocrasnenwe, mo cormacopaHmio ¢ KadeapaMH H TOIpa3IeIeHHIAMH,
[IaHOB M3MaHMA M THpaxeH OnaHOYHOH, y4ueGHON u V4e0HO-MeTOIHYeCKOi
JIHTEePATYPHI.

Benenne 6a3w1 obecneuennocTu Y4e0HO-METOIHYECKHMH MaTePHAIAMH M0 Kadepam
YHHBepCHTeTa B O OCHOBHBIM 00pa3oBaTebHBIM IpOrpaMManT.

Okcrepthsa  opOpMIIEHHS M Y4eT IOATOTORIEHHEBIX Y4€OHO-METOAUYECKHX
MaTEpHANIOB K H31aHHIO.

Cbop, anamms i 10paboTKa JAHHBIX AI5 CTATHCTHYECKHX OTYETOB H JIPYI'HX OTYETOB
IO BBICIIEMY 0Opa30BaHUIO.

COop MaHHBIX O IBHXEHHH KOHTHHICHTA CTYZICHTOB, 00Y4YarOIIHXCS [0 MPOrpaMMam
BBICIIEr0 00pa3oBaHMA, HUX 06paboTKa M COCTABICHHE €KEMECAYHBIX OTYETOB O
ABIIKCHHH  KOHTHHICHTa CTYACHTOB IO BCeM (hopmam o0yueHHs B paspese
CICHHAIBHOCTEH (HalpaB/ieHui), Kypcos, hopm u YCIIOBHH 00y4eHHS.

[Tocranosky 3amau PYKOBOZACTBY MHCTUTYTA JUIs aBTOMATH3a1HK pabotsl O1zena.
Odopmitenne 3akmodenns 0 HATHYAR y4eOHOH Harpy3ku npu odopmiIeHHH TPYAOBBIX
AOT0BOPOB ¢ npenoxasareasvMu MHCTHTYTA.

Benenne 6a3b nanHbIX TIPeNOAaBaTEIeH-II04aCOBUKOR, Y4eT H KOHTPO/Ib BHITOIHEHHS
[09aCOBOH Harpy3kH M odopwieHHs Tabenedl Ha OIUIaTy ImpenojaaBareieii-
0YaCOBHKOB.

Coop m amamms 3akperuienmii MPO(ECCOPCKO-TIPENIOIaBaTENbCKOT0 COCTABA 110
AUCHHIIMHAM KaQenp, COCTABJICHHE DACIMCAHMH 3aHSTHH u 9K3aMEHAITHOHHBIX
CECCHM [UIs BCeX KypCOB, CIENHATBHOCTEH. HampasieHH#t ¥ ¢QopMm o06yueHHs,
0QOpMIIeHHE BBITHCOK H3 paclucanus Ha mOpenojgaBateiedl Mo Kaxgoi Kadenpe
HucrutyTa.

Benenue Gasnr nanneix PO(eCccOpPCKo-IIPenoaaBaTebCKOro COCTaBa 110 HX 3aHATOCTH
B y4eOHOM Ipollecce Ha OCHOBAHHH YTBEPKJACHHBIX paclUCaHHi,

OcymiecTBIeHHE KOHTPOIS 3aHATOCTH ayaHTopHOTO (oHAa. OdopMieHHe CTEHIOB
pacnucaHmii.

Kontpons 3a cobmonenuem pacnucaHus TNPOBENCHHA Y4YeOHBIX 3aHATHH K
3K3aMEHAIlHOHHBIX CECCHIA,

Opranms3anuio MOATOTOBKH makera AOKYMEHTOB K JIHLEH3HPOBAHHIO HOBBIX
00pa3sOBaTeNbHBIX IPOrpaMM H K AKKpPEMTAMKH 00pa3oBaTebHEIX IIPOrpamm,
peanusyemsix B MHCTHTYTE.
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22.3. CBOEBPEMEHHBIM M Ka4eCTBEHHBIM BHINONHEHHUEM MOPYYEHHH pPYKOBOACTBA

UucTHTYTA.
7.3 OTBeTCTBEHHOCTh ~ pabOTHHKOB  OTHENA yCTaHaBIMBAETCAd  JIOJDKHOCTHBIMH

HHCTPYKLHSAMH.

>
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