[Tpunoxenune Ne 7

YTBEPXJIEHO
npukazom [AOY TO IO « TOTUPPO»
or 14.07.2023 Ne 109-O

INOJIOKEHHE
00 Otaene y4e6H0-0pranH3auMOHHOI padoTs

1. Obmue nonoxkenus

1.1. Otaen yueGHO-OpraHu3alnoOHHON paboThl (ganee Mo TeKCTy - Otraen) geisercs
CTPYKTYPHBIM  NOZpa3fe/eHHeM ['0cynapcTBEHHOro aBTOHOMHOIO 0Opa30BATEIBLHOTO
yupexIeHus TIOMEHCKOH 00/1acTH JOMOMHUTENBHOrO MPOdECCHOHATBHOTO o0pa3oBaHus
«TromeHcKkuil  OONACTHOM  rOCYJAapCTBEHHBIH MHCTUTYT — Da3BUTHS PErMOHAIBHOIO
oOpasoBaHus» (najnee — MHcTHTYT).

1.2. Hacrosmee [lonoskeHue onpeienseT NOpSAOK AesTelbHOCTH OTaeqa B TOM
4UCIC: CTPYKTYpY, LeJb, 3a1a4H, (QYHKLUMUH, NpaBa U O0A3aHHOCTH, B3aHUMOICHCTBHE C
HHBIMH CTPYKTYPHBIMH NOIpa3aeneHuamMu MucTuTyTa.

1.3. OTaen HenocpencTBEHHO MOTYMHAETCSA IPOPEKTOPY Wucruryra.

1.4, Jlna  ocymecTBieHust CBOMX nosHOMouMit  OTaen B3aUMOJIEHCTBYET ¢
esepaibHBIMUH  OpraHaMi  rOCYJAApCTBEHHON  BJIACTH,  perHOHATBHBIMH opraHaMu
rOCYyNapCTBCHHOI BinacTH TromeHckoil obnacti u  apyrux cy6bekToB Poccuiickoii
Gejepaunu, OpraHaMu MECTHOTO CaAMOYIIPAB/IEHUS, OPraHU3ALUAMU 1 rpax<aHamu.

1.5. B cBoeil mesrensHoctnn OtTaen pyKoOBOACTBYeTCS Koncrutynueii Poccuiickoit
Qezepauun, 3aKOHOAATENLCTBOM B cepe o0pazoBaHus, APYTHMH HOPMaTUBHBIMU
MPaBOBBIMK  aKTaMH, YcTaBoM WMHCTHUTYTa, JTOKaJIbHBIMH HOPMATHUBHBIMH aKTaMH U
HacTosamuM [ losoxenueM.

2. OpraHM3auHoOHHAs CTPYKTYpa

2.1. Ctpyktypy m wratHoe pacnucanue OTaena yTBEPKIAET pektop HMucruryTa.
Crpykrypa Otzmena MOXKET M3MEHATHCA, B TOM UHCIE B npejejax yCTaHOBJIEHHOM
YHCIICHHOCTH M (POHMA oI1aThl Tpyaa MHceTuTyTa.

2.2. B cocraB oT€1a BXOJISAT CIEAYIOIIHE T0IKHOCTH:

- HaYaJIbHUK,

- CICLHAIHCT (5 WTATHBIX €IMHMUIL).

2.3. Bosrnasnser Ot/ien HavaabHUK, HAa3HAYAEMbIil 1 0CBOOOIK/Ia€MBIH OT J0/KHOCTH
NpUKa3oM pekropa MHcTuryTa.

2.4. Ha pomxHOCTh HauanpHuka OTjena Ha3HAYaeTcs JIMIO, MMEIONIEe BbICIIee
npogeccuoHanbHoe 00pa3oBaHue U cTak paboThl M0 CHEUUATLHOCTH He MeHee 3 JieT.

2.5. Hasnauenue navansunka OT/en1a Ha 10KHOCTD IIPOM3BOANTCSA [0 COMTACOBAHMIO
¢ yupeaurenem Mucturtyra

2.6. B nepnoa BpeMeHHOro oTcyTeTBUs HauanbHuka Ot/ela (OTIycKa, GoesHy, mp.)



€ro O0fM3aHHOCTH HCMONHAET PaGOTHHUK, HA3HAYCHHLIH B YCTaHOBJIEHHOM IOPSJIKE,
KOTOpBIA  MPHOOPETAaET  COOTBETCTBYIOMIME MpaBa M HECET OTBETCTBEHHOCTH 3a
HEHCTIOHEHNE WIIH HEHA/UTeXKALUEE HCIIONHEHHE 00A3aHHOCTEH, BO3NOKEHHBIX HA HEFO B
CBSA3H C COBMEILIEHHEM.

2.7. ConepxaHne N€SATENBHOCTH HAYATBHUKA U paboraukoB Otnena ompenensercs
AOIDKHOCTHRIMM  HHCTPYKUMAMH, COINIACOBAHHBIMU C TIPOPEKTOPOM H YTBEP:KACHHBIMH
lpuKasoM pekropa Mucruryra.

2.8. Otaen opraHM3yeT CBOIO JEATEIBHOCTH B COOTBETCTBHH C roCy1apCTBEHHBIM
3aJJaHueM ¥ TO10BBIM ILTaHOM pabotsl UHcTHTYTA.

3. Heawn, 3agauu, pyHKUIHH

3.1.0cHoBHas wenp gesArensHOCTH OTaena — obecrieyeHHe OpraHU3aIMOHHO-
METOZIHYECKOrO COMpPOBOXKACHHUS Y4eGHOr0 INpolecca, B TOM YHCIIe JUCTAHLIUOHHOTO
o0pa3oBaHus.

3.2. Jlnst peanusanuu uenu oTaen pewaer C/IEAYIOLIHE OCHOBHBIE 3a/1a4H:
- IITaHUpoBaHue y4eGHoi paboTel MHcTHTYTA;
- OCYIIECTBICHUE KOHTPOJIA 3 NpOBe/ieHHeM yueGHOM paGoToil Kadeap, HeHTpoB;
- obecrieuenne GyHKIMOHUPOBAHUS caiiTa 1 noprana Muctutyra;
-pasBUTHE H YKpeIIeHHe MaTCpHajIbHO-TEXHUYECKOH 0a3pl MHCTHTYTa COBpeMeHHBIMH
CpCICTBAMH U UX BHEAPECHHE B y4eOHBIiT Mpolecc;

- BCACHHUC NIOTOBOPHBIX OTHOLICHHH C IOPHIAMYECKHMU M (GU3HYECKAMHU JHIEMH MO
BCEM BUJIaM 00pa3oBaTe/IbHbIX YCIyT Muctutyra.

3.3. ®yukuuu OTaena:
- OINPENCICHHE TOTPeOHOCTH M paclpeae/eHHe ayMTOPHOrO (DOHIA B COOTBETCTBHUH C
IUTAHOM — TPa(MKOM KyPCOBBIX MEPOIPHATHIA;
- OKa3aHWCe  KOHCYJIBTATHBHOH  IOMOIIM  PYKOBOIUTEISM KYPCOB  TOBBILIEHUS
KBUTMDHUKALIMU U IIPO(ECCHOHAIBHOM [ICpENOArOTOBKH, paboTHHKaM Kadeip U HEHTPOB 10
BEACHUIO y4eOHOH JOKYMEHTALIUHU;
- CO3/IaHHE TIpMKAa30B O 3a4MCICHMH M BBIIYCKE CllyliaTeiei KYPCOB IOBBILIEHHS
KBATHHKALMH U TIPHKA30B 110 NPOheCcCHOHATBHOI IIEPETNIOATOTOBKE;
- oOecreyeHHe HalIM4YMd B OTHele [aKeTa KOHTPOJIBHBIX 3K3EMIUIIPOB 00S3aTeNILHOI]
AOKyMeHTalMu (yueGHoro riaHa (natee - YII), y4eOHO-TeMaTHYeCKoro IaHa (xajee -
YTII), pacnucanus 3ansaTHii (ganee - P3Y;
- opMUpOBaHKE rOA0BOrO TIaHa-rpapuka KypcoBbIX MEPOTPHATHIL;
- BCICHHE Y4€Ta M KOHTPOJb 3a BBINOJHEHHEM 00BEMa YacOB IIO Pa3IHYHBIM BHIaM
3aHATHIA  yyeOHOH paboTh IPOhecCcOpCKO-MPenoaBaTebekoro (nanee - [IIIC) (mo
KypHaJlaM y4eOHbBIX 3aHATHIA), BLITTOTHEHHEM ayaAMTopHOM Harpy3ku I1I1C;
- OCYIICCTBJICHUE KOHTPOIIA 3a BBINIOJIHEHMEM IIPHKA30B, PACIOPSIKEHMH I10 BOIIpOCaM
y4eOHOH, y4e6HO-MeTOIMYeCKOl paGoThL;
- BCICHME y4eTa M aHalM3 COCTaBa KOHTHHICHTA ciyluaresei Wucturyra B paspese
TEPPUTOPUH M KaTeropuii ciymareneii [OKBapTaJbHO;
- MOArOTOBKA OTYETOB 00 MTOrax BBINOIHEHUS I1aHA KYPCOBBIX MEpPOIpPUATHH;



- TOArOTOBKA CTaTHCTHUYECKUX CBeAeHHI WHCTHTYTa 0 MOBBIIEHHM KBATM(QUKAIMU U
NpOECCHOHANBHOI NePenoaroToBKe.

- GOpMHpOBaHHKE MIaHOB M OTYETOB O pabore Otnena;

- 3aKJIIOYCHHE JOTOBOPOB C IOPHUAMYECKHMH H (usnyecknMu nunaMu mo Beem BUJIaM
00pa3oBaTeNbHEIX yCmyr Wucturyra;

- 0bHOBIIEHME caiita MHCcTUTYT];

- BHCCCHMC M JIONOJHEHHE MAaTEPHAlOB  MCTAHLIMOHHBIX MOAYJIECH KypcoB Ha
00pasoBaTeIbHOM HopTae;

- HHOPMAIIHOHHO-TEXHHYECKOE COTpPOBOMKICHHE HA Kypcax MOBBILEHUs KBATH(PUKALUH U
NpodecCHOHANBLHOI HEPEIIOArOTOBKH, CEMUHAPAX, MEPOIIPUATHUSX, BeOuHapax, BKC;

- KOHCY/IbTAMOHHAA MOAAep)KKa paboTHHKOB UHCTHTYTa, CTyLIaTeNIel MO MpaKTHIECKOMY
HCII0/Ib30BAHHIO IIPOIPAMMHBIX CPE/ICTB;

- TEXHUHCCKAs MIOJIEPIKKA CEPBEPHOTO, CETEBOro 000y I0BaHUS U KOMIIBIOTEPOB;

- TpOBEACHHE paboT MO PasBUTHIO U YKPCIVICHHIO MaTepHa/IbHO-TEXHUYECKOH 6a3bl
Wncturyra coBpeMeHHBIMU CPCACTBAMH TCXHHKHU M HX BHEJPEeHHUE B y4eOHbIit npowecc;

- BEICHUC yueTa U XpaHeHHe y4eOHOI JOKyMeHTaLHH,

4. IlpaBa u o0s3aHHOCTH

4.1. Oraen B npesenax cBoeit KOMIETEHIHI HMeeT npaso:

4.1.1. Ha o6ecnevyenue cBoeii ACATCIbHOCTH HEOOXOAUMBIMH [IOMELLEHUSIMH,
TPaHCTIOPTOM, KOMIIBIOTEPHON U MHOKHMTEIIBHOM TeXHHKOIA, 000py/I0BaHNEM, HHBEHTApEM,
CPCACTBAMH CBf3M, KaHLE/IAPCKUMH TOBapaMH, a TaKkKe HOPMaTHUBHO — IIpaBOBBIMU
AOKYMEHTaMH H NIEPHOAMYECKOMN NEUATHIO 110 HANPABICHUSAM JeATeIbHOCTH Orpaena.

4.1.2. BHocuth Ha paccMoOTpeHue pyKkoBozacTBa MHCTUTYTA mpemioxkenus mo Bcem
BolpocaM aesrtensHocTH OTaena.

4.1.3. Ilonywars HeoGXxomumyio METOLHMYECKYI0 W KOHCYJBTATUBHYIO IIOMOLLE;
TIOBBILIATH KBATU(DUKALIHIO.

4.1.4. 3anpamuBath u noay4ath B YCTaHOBJICHHOM IOPSJIKE OT OPraHOB YIIpaBJICHHS
o0pasoBaHMeM, OpraHoB FOCYMapCTBCHHOH — BJIACTH, MECTHOTO  CaMOyIpaBieHHs,
00pa3oBaTeNbHbIX YUpekKICHHUIL, OpraHM3alMi U NpeanpUATHl BceX GOpM cOGCTBEHHOCTH
CBE/ICHUA, MaTepHasibl U IOKYMEHTbL, HEOOXOAMMBIE JUTA OCYLIECTBICHHUS BO3JIOJKEHHBIX Ha
Otaen pynxumii.

4.1.5. Ilpunumats yyactue B paGore COBCIIAHUH, CEMHHAPOB U APYTMX MEPOIPHUSTHIA,
CBA3AHHBIX € KomueTeHuuei Ot/ena, M0 NopyyeHuIo peKtopa u/uin IIPOPEKTOpa.

4.1.6. BBIXOOMTH ¢ NpPEeLIOKEHUSIMH K PYKOBOACTBY MHCTHTYTa 0 mnoowpeHuu
paborunkos OT/iena, a TakKe 0 MPHMEHEHUH K HUM JAUCUHUIUTHHAPHBIX B3bICKAHUIA,

4.2. Otaen oGs3an:

4.2.1. CBOEBPEMEHHO M Ka4eCTBEHHO BBIMIOJHATE ColepxaHue 1.3.2. HACTOSILLEro
[Tonoxenus.

4.2.2. CBOEBpeMEHHO NPeICTaBIIATE Ha YTBEpKACHUE PYKOBOJACTBY MHCTHTYTA Nitan u
OTYeT 0 pabore Otzena, paspaGaTbiBaTh MPOSKTHI JOKATbHBIX JOKYMEHTOB 110 BOIIpOCaM,
BXOZMIIIMM B KOMIICTEHUHMIO OTA€Na, PE/ICTABIIATh 3alPallHBAEMbIE CBEICHHUS.



4.2.3. CoxpaHaTh KOHQUIEHIMATBHOCTD CBEIEHMUIA, COJICPIKAIIMUXCS B IOKyMEHTAaX.
4.24. Cobmonmare VYcras Hucturyra wu NpaBuUila BHYTPEHHErO pacropsjka,
JIOKaJIbHbI€ HOPMATUBHEIE aKThl MHCTHTYTA.

S. BzaumopeiicTBue
5.1. Otnen B3aumoneicTByer:
- CO BCCMH  CTPYKTYpHbIMM mozpasigencHusmd  MHeTuTyra no Bompocam
obecneuenus aeareabnoctn Otaena;
- ¢ lenapramenTom obpa3oBaHus U Hayku TIOMEHCKOI 06/1acTy, MYHHUHNAILHBIMA
OpraHamMH yNpaBjieHHs 0OpasOBaHHWEM, METOJMYECKHMH CIyxGamu, oOpa3oBaTebHBIMH
opranusanusaMH r. Tromenu u TromeHcKol 06acT.

6. OTBeTCTBEHHOCTH

6.1. Ha HauanbHuka OT/1ea Bo3naraeTcs nepcoHalbHasi OTBETCTBEHHOCTD 3a:

6.1.1. OpraHu3anuio AesTeNbHOCTH 110 BLIMOJIHEHMIO 33134 U (bYHKUMI, BO3JI0KEHHLIX
Ha OTIes, JOCTHKEHHs LIETICH.

6.1.2. OpranHu3aumio OMepaTUBHOI CBOEBPEMEHHOI, KAYECTBEHHOH MOITOTOBKH U
HCTIOTHEHUA TOKYMCHTOB, BEICHHE JICIONPOM3BO/CTBA B COOTBETCTBUM C JEHCTBYIOINMHE
NPaBUJIAMH U UHCTPYKLIMAMH.

6.1.3. CoGmonenne paGorunkamu OTaena TPYAOBOH MMCLMIIHHBL 1 MpaBu
BHYTPEHHETO pacropsaKa.

6.1.4. OOGecneueHne COXPaHHOCTH HMYIIECTBA, Haxoisumerocs B OTiere u
Co0JII0IEHNE IPABUIT MOKAPHOI 0€30M1aCHOCTH.

6.1.5. OtsercTBeHHOCTH paboTHHKOB OT/HENa YCTAHABIMBACTCS UX JOMKHOCTHBIME
UHCTPYKLHAMHU.

7. 3aKII0YHTENbHbIC MOJTOKEHHS
7.1. I3MeHeHHus, DOIOJIHEHUS U YTOYHEHHS B Hacrtosguiee [lo10KeHue BHOCATCS NIpUKa3oM
pexkropa MucTuTyTa.
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