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1 HaznauyeHue 1 00/1aCTh IPUMEHEHHSA

1.1 O6mue noJio:keHust

Hacrosimmii JOKyMEHT OIHCBIBAET CTPYKTYpPY M COCTaB JIOJKHOCTHOM
UHCTPYKIIMHU, TpaBUjia COCTaBICHUS, OPOPMIICHHUSA, YTBEPKACHUA U TOPAIOK
BHECCHUS U3MECHEHU.

1.2 Haznauenue

[enpto pa3pabOTKH JAHHOTO CTaHAApTa SBJSETCS perjiaMeHTarust padboT
o pa3paboTke, OPOPMIICHUIO W YTBEPXKICHHUIO JOHKHOCTHBIX HHCTPYKIIAN
COTPYOHUKOB yHuBepcutTeTa. Ha pucyHke 1 mpencrtaBieH psa LeEneil, KOTOpbIe
JOCTUTaIOTCs IyTeM pa3padotku JIM.

Llenu
( OBLUVE ) [ CMNELMANBHBIE ]
PauvoransHoe CO3aHue OpraHn3aLMoHHO -
Paspenenve Tpyna NPaBoBOW OCHOBbI CMyKeBHOMN
[eaTensHOCTH
COTPYAHWKOB
MpaeunbHLIA NOAGOP KaapoB.
x PacCTaHOBKE W MCNONE3CBAHWE
MoBbIWEHWE OTBETCTBEHHOCTH
COTPYZHWKE 33 pe3ynbTaThl
Ykpennenve cnyxebHon €ro AeATENbHOCTH,
LOUCLMNMMHEI B OPraHu3aumm OCYLIECTBNAEMONM Ha
OCHOBaHWM TPYLOBOro KOHTPaKTa
MNoebiweHne agheKTMBHOCTH
[eATENbHOCTH OpraHN3aLMM Obecnevernne 0D bEKTUBHOCTH

npyw arrecrauMy CoTRYOHWKR, ero
NOOLLPEHAK W NPW HANOKEHWW Ha
HEero QUCUMNNUHapHOro B3kICKAHWA

PaspeweHwe TpygoBbIX CNOpoB

Pucynox 1 - llenu pazpabotku AU
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1.3 ObsacTh NpUMeHEHHS

TpeboBanust HACTOSIIETO CTaHAapTa MpeIHa3HAuYeHbl JUISI  BCeX
COTPYJHUKOB M CTPYKTypHbIX mnoapazaenenuii OI'BOY BO «KHAT'Y»
HE3aBUCHMO OT XapakTepa BBIIOIHIEMbIX pa0oT. (M3m. Ne 3, 5)

2 HopMaTuBHBIE CCHLIKH

I'OCT P 7.0.97-2016 HanmonaneHbiii cranaapt Poccuiickoit deneparuu.
Cucrema ctangapToB 1o uH(GopMaIu, OUOIMOTEYHOMY U M3AATEILCKOMY JCIy.
Opranu3allioOHHO-pacIIoOpsIUTENbHAS JOKyMeHTalus. TpeboBanust k odopmiie-
HUIO ToKkyMeHTOB (M3m. Ne 6)

I'OCT P UCO 9001-2015 CucreMsl MEHEHKMEHTa KauecTBa. TpeOoBaHUS
(U3m. Ne 6)

11 4.2.3/4.2.4 YpasiieHHE TOKYMEHTAUEN U 3alHCSIMU.

CTII 6.2-1 Ilonoxenue o mpodeccopcKo-IMPenoaaBaTeIbCKOM COCTaBE.

PU 6.5-1 Ilonoxenue 06 o0paboTKe nepcoHanbHbIX JaHHBIX. (U3m. Ne 4)

3 TepmuHbl, onpeieIeHUsI U COKPAIIIeHHS

3.1 TepmuHBI ¥ onipeaeIeHUs

Jonxcnocmuaa uncmpykyusa — HOPMATUBHBIN JOKYMEHT, PErJIaMEHTH-
PYIOIIUN JEATeIbBHOCTh KOHKPETHOI'O JIODKHOCTHOTO JIMIIA, 00ECTICUUBAIOIINIMA
ycioBUs s ero 3(QQEeKTUBHOM paboThl W YCTaHABIMBAIOIIUNA MOPSAOK
MPUMEHECHUSI YKa3aHHBIM JIMIIOM TIOJIO)KEHHM 3aKOHOJATEIbHBIX W HWHBIX
HOPMAaTUBHBIX aKTOB.

@yuKkyua - MOCTOSIHHO BO30OHOBIISIEMAsl U OCYIIECTBIIIEMAs JESITEIbHOCTh
no peammzaiuu 3ama4. OnHu U Te ke (YHKIMU MOTYT OBITh HWCIIOJHEHBI JIIS
JIOCTU>KEHUS pa3HbIX 3a7ay.

Pykosooumens — nuiio, Ha KOTOpoe OMUIIMATIEHO BO3JIOXKEHBI (HYHKIIUH
YIOpPaBJIEHUS KOJUIEKTUBOM CTPYKTYpPHOTO MOAPA3ACICHUS U OpPraHU3alluu €ro
JeATEeIbHOCTH. PyKOBOJAUTEIh HECET OTBETCTBEHHOCTh 3a (DYHKIIMOHHUPOBAHUE
CTPYKTYPHOT'O MOJIPa3/ICJICHUs U pacrojaraeT CTporo onpeaeeHHbIMU MpaBaMu
U 00SI3aHHOCTSIMU.

OmeemcmeeHHocmb — OOSI3AaHHOCTH U TOTOBHOCTb PYKOBOJUTENISI CTPYKTYP-
HOTO NIOZIPA3JENIEHUs] OTBEYATh 33 COBEPILIEHHBIE JCHCTBUS, TOCTYIKU U UX TTOCIIEACTBHS.

3.2 CoxpameHnus

B HacTosiieM craHapTe UCMOIb30BaHbI CJICIYIOIINE COKPAIICHUS

JAN  — noymKHOCTHASI MHCTPYKIUSA

CTII — cranmapt npeanpusTus

JAII  — noxyMeHTHpOBaHHAs NPOLEAYpA

P — nomxHOCTHAs HHCTPYKLUS

CMK — cucrema MEHEKMEHTa KauyecTBa

ITIC — mpodeccopcko-nipenoaBaTeIbCKUN COCTAB.
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4 OTBeTCTBEHHOCTH

OTBETCTBEHHOCTh 32 Ppa3pabdOTKy JODKHOCTHBIX HWHCTPYKIUH U
BoinonHenne  Hacrosimero CTII  HeceT  pYKOBOAMTENb  CTPYKTYPHOTO
HOJpa3/IeeHusl.

S Pa3pa0oTka, npuMeHeHUe U XpaHeHHe

5.1 O61mme mo10KeHUS

5.1.1 JlomxHOCTHAasE WHCTPYKLIHS YCTaHABIMBAaeT (YHKIUMHU, TIpaBa,
00s13aHHOCTH U OTBETCTBEHHOCTh PAOOTHUKA OpraHu3aIiu.

5.1.2 I pa3zpabaThiBalOTCs BHOBb (WJIM IE€pECMATPUBAIOTCS) MpU
W3MEHEHUM CTPYKTYPBI MPEANPUSITHS, TPU 00pa30BaHUU HOBBIX CTPYKTYPHBIX
NOAPA3JECICHUN, TPU BBEICHUM HOBOW JIOJDKHOCTM B OpraHU3alMd WIH
MOSIBIICHUM HOBBIX BHUAOB AestenpbHOocTH. JIM mepecmarpuBaercs Ha
aKTyaJIbHOCTh HE PeKe 00H020 pa3a é mpu 2o00a. (MU3m. Ne 6)

5.1.3 OcHoBHbIM TpeOoBaHueM Kk Tekcty JIW saBisercs mnoiaHOTa
OmpejiesieHusT 3ajlady, deTkas QopMylupoBka GYHKIMA ©W 00S3aHHOCTEM
COTpYIHHKA.

5.1.4 Ilpu pazpabotke [N cremyer onuparbcsi Ha TMOJOKEHHE O
CTPYKTYpHOM mnojapazfeneHuu. llonoxxkeHne W NOMKHOCTHbIE WHCTPYKLHMH -
B3aMMOCBSI3aHHBIE M B3aMMOJIONOJIHAEMbIE JOKYMEHTBI, T.K. OOS3aHHOCTH
KOXJI0ro pabOTHUKA BBITEKAIOT W3 3aad U (QYHKIUNA CTPYKTYpHOTO
noapasnenenus. JW pernameHTUpYOT 3amadyd U (QyHKIMM paOOTHUKOB,
YCTaHABJIMBAIOT WX PACHpElIeICHUE MEXIy WICHAMH TPYJIOBOTO KOJIJIEKTHBA,
ONPEIENSIOT COACPKAHUE, XapAKTEP U MOPAJIOK IEATEIbHOCTH KaKJ0T0 U3 HUX,
UCXOJI W3 00mero oObemMa pabOThl, 3aKPEIUICHHOTO B  TOJIOKEHUHU.
Pacnipenenenne noTHOMOYNH OCYIIECTBIACTCS TaKUM 00pa3oM, 4TOOBI HE OBLIO
nyOonmupoBaHus paboT, W COXpaHsUIACh IOCJIEIOBATEIBLHOCTh BBITOJTHEHUS
orepaluii, TpUIEeM CIIOKHBIC ONEpaIliy 3aKpeIUIIIOTCs 32 paboTHUKaMu Ooliee
BBICOKOU KBanupukauu. Kpome Toro, Kaxplii paOOTHUK HAJCNSIETCS MpaBaMH,
HEOOXOJIMMBIMUA M JIOCTATOYHBIMU JUIS YCIICITHOTO BBITIOJIHEHUSI BO3JI0’KEHHBIX
Ha Hero 00s13aHHOCTEH.

5.1.5 Kaxnapiii paOOTHUK JOJDKEH OBITh O3HAKOMIIEH C JOJKHOCTHOM
WHCTPYKIIUEHN MO/ POCIUCH B JIUCTE O3HAKOMIICHHUSI.

5.2 Pazpa0oTka 10/KHOCTHON MHCTPYKIMHU

5.2.1 Topsinok pazpabotku JIU:

a) peABapUTENbHBIN POEKT;

0) corjlacoBaHue MPeaBAPUTEIHLHOTO MTPOEKTA;

B) pelieHne o 10paboTKe MPOEKTa;

I') OKOHYATEJIbHBIN MTPOEKT;

1) COTJIaCOBAaHUE OKOHYATEIBHOTO MPOEKTA;
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€) pelieHue o JopaboTKe OKOHYATEIHLHOTO POEKTa;

) YTBEpXKIEHUE JOHKHOCTHON MHCTPYKIIMH.

[1yHKTHI B, T, 1, € IPY HEOOXOAUMOCTH MOT'YT OTCYTCTBOBATb.

5.2.2 JIM pa3pabarbiBaeT PyKOBOJAWUTENIb ToApazfeicHus (s
PYKOBOJAMTEIS MOJAPA3JACICHUS — JIMIO, B TTOJYUHEHUE KOTOPOrO0 HaXOIAUTHCS
nojapaszaeneHue). JOoJKHOCTHbIE MHCTPYKUHMHM —pa3padaThIBalOTCA Ha  BCE
BKJIIOUEHHBIC B IITATHOE pacnucanue qonkHocTH. (U3m. Ne 6)

5.2.3 B «xkauectBe OCHOBBI s pa3pabotku JW wucnons3yrorcs
KBATM(UKAIMOHHBIE  XapaKTePUCTUKH  (TpeOOBaHMsI) 1O  JOHKHOCTIM
CIIyXKalllX, YTBEPKJICHHBbIC WJIM COTJIaCOBaHHbIE ¢ MHHHUCTEPCTBOM Tpyla U
COIMAJIBLHOTO  pa3BuUTUs. HoOpMaTUBHBIM  JOKYMEHTOM,  COJEpKalluM
KBATM(PUKAIMOHHBIE XapaKTEPUCTUKU MACCOBBIX JOJIKHOCTEH, OOIIMX /JIsi BCEX
oTpacieil  dKOHOMHKH,  siBisieTcs  «KBalM(UKAMOHHBIM  CHPaBOYHUK
JOJKHOCTEN - PyKOBOJUTENEH, CIIELIMAIIMCTOB U IPYTUX CITYKAITUX).

5.2.4 JloipKHOCTHAsT MHCTPYKIMS TOMJICKHUT COIVIACOBAHUIO C JIMIIOM,
KOTOPOMY HENOCPEACTBEHHO IMOJUYUHAETCS CTPYKTYpPHOE MOJIpa3/eliCHHE,
HAYaJIbHUKOM YIIPaBJICHUS KaJ[paMu U JieJlaMu, IpeceaaTesieM npogdcor3HOro
KOMUTETa M MNPOPUIbHBIM HTPOPEKTOPOM, B (PYHKIMOHAIBHYIO CIYXOY
KOTOPOTO0 BKJIFOUEHO mojpasaeicHue. (M3m. Ne 6)

5.2.5 YTBepKaaeT JOIHKHOCTHYIO HHCTPYKLMIO PEKTOP YHUBEPCUTETA.

5.2.6 CymecTtBeHHbIE U3MEHEHUS BHOCATCS B JIM TOJIBKO HA OCHOBaHHMH
IpUKas3a peKTopa.

5.2.7 Cotpynnuka 3HakomsAT ¢ JIM mox pocnuce NpH 3aKIIFOYEHUU
TPYJOBOTO JIOTOBOpA, a TaKXXe IMOCJe BHECEHHS M3MEHEHHH B JOJDKHOCTHYIO
uHCTpyKuMto. Iloanuce W fmary O3HAKOMJIEHUS MPOCTABISAIOT B JIUCTE
03HAKOMJIEHUSI.

5.2.8 Usmenenue B I opopmisiercs nmpukazom «O BBEACHUN H3MEHECHUS
Ne B JIOJDKHOCTHYIO MHCTPYKIHUIO...». [1[abmoH nmpuka3a o BBEJACHUU U3-
MeHeHus B /I npeacrasien B npuiaoxeHuu b.

[IpoexkT npukasza o BBeACHUU U3MEHEHUS B I momyieuT COriacoBaHuO
C JIUIIaMH, YKa3aHHBIMU B 11. 5.2.4 HacTosmiero ctanaapta. (M3m. Ne 6)

5.3 IIpuMeHeHMe TOKHOCTHON HHCTPYKIMHU

Ha ocnoBanuu /I pa3zpabarbiBaeTcsi TpyAOBOM JOTOBOP ¢ paOOTHUKOM.
TpynoBoli KOHTpPAaKT | JOJDKHOCTHAsE HWHCTPYKLMS HCIOJB3YIOTCS TPU
pa3pelieHu KOH(IMKTHBIX CUTyalluid MEXIy padorojaTeiaeM U pabOTHHKOM.
(AU3m. Ne 6)

5.4 XpaHeHue 10/KHOCTHOM HHCTPYKIUH

5.4.1 Xpanstcs JIW B ynpaBieHun KajpaMu U JejlaMu, a Takke Ha pabo-
YeM MECTE COTPYAHHUKA B CTPYKTYPHOM MOJIpa3/ICJICHUH, B MANKe 110 HOMEHKJIa-
type aen. (U3m. Ne 6)

5.4.2 DnektponHas Bepcust [ XxpaHUTCS B COOTBETCTBYIOIIEM HOMEH-
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KJIaTypHOM (aiiie KOpropaTUBHON HH(POPMAITMOHHON CHCTEMBI.

5.4.3 JIOJOKHOCTHBIE HHCTPYKIINH, aKTyaTHM3MPOBAHHBIC B COOTBETCTBUH C
TpeOOBaHUAMHU TMPO(ECCHOHATBHBIX CTAaHAAPTOB, PAa3MEIIAIOTCS B CHCTEME
9JIEKTPOHHOT'O JOKyMeHT0000poTa Ha miatdopme Alfresco. (M3m. Ne 6)

6 CTpykTypa n coCTaB J0/KHOCTHOM MHCTPYKIIUHN

6.1 CTpykTypa J0/1)KHOCTHOH MHCTPYKIMH

JIU Bkitouaet B ce0sl CieayIolIre pa3aebl:

a) oOIIre IMOJ0KCHUS;

0) pynkunu paboTHHKA;

B) JOJKHOCTHBIEC 00SI3aHHOCTH paOOTHHUKA,;

') IpaBa pabOTHHKA;

1) OTBETCTBEHHOCTh PAaOOTHUKA,

€) B3aUMOOTHOIIICHUS (CBS3U IO JOJKHOCTH) paOOTHHKA;

) TIOKa3aTeNd U KPUTEPUH OIEHKH paOOTHHKA;

1) perjiaMeHT padoT, BBITIOJHIEMBIX Ha PETYJISIPHOI OCHOBE.

6.2 Paznen «O0mme moJ1oxeHns»

6.2.1 Jlanasiii pa3zen cOAEep UT HAMMEHOBAHHUE JTOJDKHOCTH B COOTBET-
CTBHUHM CO IITATHBIM PACIIMCAHUEM U OCHOBHBIE CBEICHUS O HEM:

a) Ha3BaHUE CTPYKTYPHOTO MOJPa3/ICIICHHUS;

0) MOAYMHEHHOCTh JAHHOTO paOOTHHUKA;

B) MOPSAOK 3aMEIICHHs JOJKHOCTH, T.€. KEM Ha3HAYaeTcsl U 0OCBOOOXK1a-
€TCsl OT JOJDKHOCTH JIAHHBIN pabOTHHK;

I') MOPSAOK 3aMEIICHHs] 3TOM JOJKHOCTH B MEPHOJ BPEMEHHOIO OTCYT-
CTBUS paOOTHUKA;

1) npodeccuoHaNbHble U KBAIU(PUKALXOHHBIE TPEOOBAHUS K PAaOOTHUKY.

€) perJaMeHT pabouyero BpeMeHU (COOTBETCTBME HOpMaM (peaepabHOTO
3aKOHOAATENbCTBA O TPYAE C YKAa3aHUEM JOKYMEHTAa, PErIaMEHTHUPYIOILIETO
BpeMs TpyJla U OTJIbIXa B T€UEHUE paboYero JaHs).

6.2.2 KpamudukanuoHHble TpeOOBaHUS JCIATCS Ha JiIBA OCHOBHBIX
HaIpaBJICHUsS: YPOBEHb 00pa30BaHUS U MPAKTUYECKUN OTIBIT, T.€. CTAXK PaOOTHI
Ha aHAJOTUYHOW JOJIKHOCTU. MICTOUHMKOM JJIi UX YCTAHOBJIEHHUSI MOTYT CIy-
KuTh pazaensl «Jlomken 3HaTh» U «Jlomken ymerb» KaamuduxarmoHHOTO
CIIpaBOYHUKA.

6.2.3 OTaenbHBIM MYHKTOM MEPEUUCISIOTCS 3aKOHOAATEIbHbIC, HOpMa-
TUBHBIE U HOPMATHBHO-METOJMYECKUE JTOKYMEHTBI, KOTOPBIMHU JOJKEH PYKO-
BOJICTBOBAThCS PabOOTHUK B CBOEH MpodeccuoHanbHOU AesiTenbHoCTH. [TomMmumo
aKTOB OOIIEro ACHCTBUS CIOAA BKIIIOYAIOT MEpPEeUYeHb BHYTPEHHHUX OpraHu3allu-
OHHBIX W PACHOPSAUTEIBHBIX TOKYMEHTOB, KOTOPbIE JOJIKHBI ObITh M3BECTHBI
pabOTHUKY.
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6.3 Pazaen «@yHKIUM PA0OOTHUKA»

6.3.1 B nanHOM paznene ompenenstorcs GyHKIIUU, BO3JIOKCHHBIC HA pa-
OOTHHKA, a TAKXKE:

a) IpeaMeT BeICHUS WM YYacTOK paboT, 3aKpEIICHHBIHN 3a paOOTHUKOM;

0) mepeueHb KOHKPETHBIX BUJIOB pabOT, U3 KOTOPHIX CKJIAJBIBACTCS BbI-
TIOJTHCHUE BO3JIOKEHHBIX (DYHKITHIA.

B cootBerctBum ¢ AII 4.2.3/4.2.4 «YnpaBieHue JOKyMEHTaUUEN U 3aIld-
CSIMU» OCHOBHBIMHU (DYHKIIUSIMU OTBETCTBEHHBIX 32 Be/leHUe JOKYMEHTALMH B
NO/IPa3/ICTICHUN SIBIIAETCA:

—IIOJIy4YE€HHE, PETUCTPALUs, paclpeIeIeHUE TOKYMEHTALNN;

—o0ecrnieueHne U O3HAaKOMJICHHE COTPYJHHUKOB C JIOKyMEHTAllUeH Ha pa-
00YHMX MECTax;

—U3BATHE YTPATUBIIUX CUITY JOKYMEHTOB;

— y4eT, XpaHEHUE U apXUBUPOBAHUE JOKYMEHTAIIMHU U IaHHBIX;

— BEJICHUE HOMEHKJIATYpBhI 1€ U 3aIIUCcel 10 Ka4eCTBY;

— BHECEHHE U3MEHEHUI B YUTEHHYIO JOKYMEHTALUIO.

6.3.2 ®yHkIMM pabOTHUKA MO BOMPOCAM OXPaHbI TPyAa pa3MElICHbl Ha
caiite yHuBepcurera B pazjene «loxkymentarus CMK»

6.4 Paznea «/lo/zkHOCTHBIE 00132aHHOCTH PA0OTHUKA)

6.4.1 OrmeuaroTCsi OCOOEHHOCTH MOJArOTOBKH, OOpaOOTKH M Tepenadu
JIOKYMEHTOB, METO/Ibl M CPOKH BBIIIOJIHEHUS T€X WJIM UHBIX (PYHKIHM, TOPSIOK
VCIIOJIHEHHSI OTJEJBHBIX MOPYYEHHH C Y4YETOM IPHUHATOM B MOIPA3IECICHHUH
TEXHOJOTHH pabOThl C JOKYMEHTAMU U OCOOCHHOCTSIMHU MPUMEHSIEMBbIX TEXHHU-
YECKUX CPEICTB.

6.4.2 Takke yKka3bIBatOTCS OCOOCHHOCTH:

a) CBSI3aHHBIE C MOJTOTOBKOM JTOKYMEHTOB, MOJIydeHHEM, 00paboTKOM U
BbIJIaueii nHpopMaIuu;

0) mpeamnosararone 00sS3aTEIbHOE HCIMOJIL30BaHUE  OINpPEEICHHBIX
dbopM 1 MeTOZ10B PabOTHI;

B) TpeOyrolue coOIt0IeHNs CPOKOB BHITIOJTHEHUSI KOHKPETHBIX JEHCTBUM;

I') MOPSIIOK UCTIOTHEHUS TOPYUECHHI;

1) ATUYECKUE HOPMBbI, KOTOPbIE HEOOXOIUMO COONIOAATh B KOJJIEKTUBE.

6.4.3 Jo/KHOCTHBIE OOSI3aHHOCTH MO BONPOCAM OXPaHbl TPylda
pa3MelleHbl Ha caiiTe yHuBepcurera B paszene «Jlokymenramuss CMK».

HomwknoctHbie 00s13anHOCTH IIIIC 10JKHBI OBITH IPUBEICHBI B COOTBET-
crBuu ¢ CTII 6.2-1 . 6.2, 7.2, 8.2, 9.2, 10.2.
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B coorBerctBun ¢ JAII 4.2.3/4.2.4 0053aHHOCTH OTBETCTBEHHBLIX 3a
Be/JeHNEe JOKYMEHTAUMH B TIOAPA3ACICHUU:

— OTCIIeKUBATh MOCTYIJICHUE HOBOM (WJIM M3MEHEHHOM) JTOKYMEHTAalUH,
CUCTEMATHUYECKH MPENICTABIATh CBEACHUS O COCTOSHUU JIEUCTBYIOLIECH B MOM-
pa3aeiieHuu JOKYMEHTAIINH;

—BECTH YYET, PETUCTPALMIO JOKYMEHTAIMH, MOJJIEPKUBATh IEPECUCHb
JNEUCTBYIONIEH TOKYMEHTAIIMU B pab04Ye€M COCTOSIHUY;

— KOHTPOJIMPOBAaTh COOp M BECTHU 3alUCH MO KauyeCTBY;,; CBOEBPEMEHHO
MH()OPMUPOBATH PYKOBOJIUTEINS MOAPA3/IETICHUS U OTBETCTBEHHBIX HUCIIOTHUTE-
Jeld O BBEICHHUM, U3MEHEHUU, KOPPEKUUU, U3BATHUH JOKYMEHTAIlMH, O HOBBIX
MOCTYIICHUSAX (MHPOPMAITMOHHBIX MTEPEUHEN );

—II0 YKa3aHUIO PYKOBOAUTENS MOAPA3AECICHUS OCYLIECTBIATh O3HAKOM-
JIEHUE COTPYTHUKOB C MOCTYMUBIIEH IOKYMEHTAIMEN MO POCIIHCH;

—o0ecreynBaTh HaIM4Me HEOOXOIMMOM TOKYMEHTAlUH Ha BCEX pabodmx
MecCTax B MOJIpa3/IeNICHUH;

—IPOU3BOJIUTh W3BITHE YTPATUBIIMX CUIY JOKYMEHTOB M3 OOpalleHus,
MOJTOTOBKY JIOKYMEHTOB K YHHUYTOXKEHUIO M, B ClIydae HEOOXOJIUMOCTH, pas-
JIETIbHOE XPAHEHUE aHHYJIMPOBAHHBIX TOKYMEHTOB;

— OCYUIIECTBIIATh CBOEBPEMEHHOE BHECEHUE U3MEHEHUN B YUYTEHHBIE KO-
UM JTOKYMEHTalu, ohOPMIISITh BBIMUCKU U3 TEXHUUYECKOW TOKYMEHTAlMU
JIJIs TI0JIb30BAHUSI HA Pa00YUX MECTaX B YCTAHOBJICHHOM MOPSJIKE;

—BECTH HOMEHKJIATYpy JeJ, OCYIIECTBIATh XPaHEHHE JOKYMEHTAIlMU B
COOTBETCTBHH C YCTAHOBJIECHHBIMH TPEOOBAHUSIMHU, OCYIIECTBISATH MOIATOTOBKY
JIeN 1Sl XpaHEHHUs UX B apXUBE MOJAPA3ACICHHS B YCTAHOBIEHHOM TOPSJIKE.

B coorBerctBun ¢ PHU 6.5-1 npu 00padoTke nepcoOHAJbHBIX JAHHBIX
COTPYIHUK JOJDKEH:

- OTBEYaTh 3a 3aIUTy HMHGOPMAIMH, COJEpKallel MepCOHANIbHbIC JaH-
HbIE, HA CBOEM KOMIIBIOTEPE;

- Ipu paboOTe C MEPCOHANTBHBIMUA JAHHBIMHU HE JIOMYCKaTh MPUCYTCTBUS B
MOMEIICHHH, TJI€ PACIIOJIOKEHbBI CPEJCTBA BBIUMCIUTEIHPHON TEXHUKH, JIUII, HE
JOMYIIEHHBIX K 00pabaTeiBacMoil nHpopmaru. Pacronarate Bo Bpemsi paboThI
9KpaH BUICOMOHHUTOpA TaK, YTOOBI HMCKIIOYAIach BO3MOXXHOCTH IMPOCMOTPA,
oToOpakaeMoi Ha HeM WH(GOPMaIIMK TTOCTOPOHHUMH JIUIIAMHU;

- cOOTI0/1aTh MpaBuiia paboThI CO CPEICTBAMU 3aIUTHI MHPOpMAIUK;

- TIOCTIE OKOHYaHUsI 00paObOTKH MEPCOHABHBIX TaHHBIX B PAMKaX BBITOJI-
HEHHUS OJTHOTO 3a/laHusl, a TakKe MO0 OKOHYAHWU pabdouyero JHS, MPOU3BOIUTH
CTUpaHHE OCTATOYHOM MH(pOpMaIIH C )KecTKoro nucka [I19BM;

- OTIOBENIATh PYKOBOJUTENS MOpa3ieieHusi 000 BceX (PaKTax WM MOIBIT-
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KaxX HECAHKIIMOHUPOBAHHOTO JI0CTyTa K HH(popMaru, oopadaTeiBacMoii B IIDBM;

- HE JI0IyCKaTh YCTaHOBKU HEJMIIEH3UOHHOTO IPOIPaMMHOI0 00€CTICUEHNS;

- UCIOJIb30BaTh B paboTe CIOCOOBI BBIABICHUS HEIITATHOIO MOBEACHUS
ONEPALMOHHBIX CHCTEM U IIOJIb30BATEIBCKUX ITPUIIOKECHUM;

- cOOJIIOIAaTh MPABUJIA TIOBEACHUS B SKCTPEHHBIX CUTYalMsIX, OCIEN0BA-
TEJILHOCTh ICUCTBUM ITPY JTUKBUJALIAN ITOCIEACTBUM aBapu;

- KOHTPOJIMPOBATh HCIIOJb30BAHUE JIMYHBIX I1APOJEH, NEPCOHAIBHBIX
UACHTU(DUKATOPOB M 00ECTIeUNBATh UX XPAaHEHHUE B 3aIUPAIOIIEMCS SIIUKE CTO-
na i ceride;

- MPU NPUMEHEHUU BHEIIHMX HOCHUTENCH HH(pOpMaIUH mepes] HadajaoM
paboThl MPOBOJUThH UX MPOBEPKY HA MPEAMET HATMYMS KOMIBIOTEPHBIX BUPY-
COB, U B Cllyuyae OOHapy>KEHUS 3apa)KCHHbIX KOMIIbIOTEPHBIMHU BUpycamu (aii-
JIOB, OCYIIECTBIISATh JICUEHUE WM YHUUTOXKEHHUE 3apaKCHHbIX (DAiIIoB.

CoTpyHUKY 3ampelaeTcs:

- 3alMCBIBaTh U XPAHUTh [EPCOHAIBHBIC JAaHHBIE HA HEYYTECHHBIX YCTa-
HOBJIEHHBIM TOPSIJIKOM MAIIMHHBIX HOCUTENSIX HH(OpMaLIUK.

- yaJsaTh ¢ 00pabaThIBa€MbIX WIN PAacleyaThIBAEMbIX JOKYMEHTOB IPU-
(bl KOHPUAECHIUATBHOCTH;

- CaMOCTOATEJIbHO YCTaHABJIMBAaTh W/WJIM 3allyCKaTh (BBIMNOJHSITE) HA
[I9BM mto0ble CHUCTEMHBIE WK MPUKIIAHbIE TPOTrPAMMBI, 3arpyKaeMble 10 Ce-
TH HTEpHET WK ¢ BHEIIHUX HOCUTETIEH;

- OTKJII04YaTh (OJIOKUPOBATh) CPEJCTBA 3AIIUTH HHPOPMALIHH;

- TIPOU3BONTH Kakue-TMOO0 M3MEHEHHUs B MOJKIIOUEHUH U pa3MElIeHUU
TEXHUYECKUX CPEJICTB;

- IIPOW3BOJIUTH MHBIEC JIEWCTBHS, OTPAHUYECHUS HA HCIIOJHEHUE KOTOPBIX,
IIPELYCMOTPEHBI YTBEP/KAECHHBIMU PETJIaMEHTaMU U UHCTPYKLMSIMU;

- ocTaBlsATh OeckoHTpoJbHO [IDBM c 3arpyx)eHHBIMH TEpCOHATHLHBIMU
JAHHBIMH, C YCTAaHOBJICHHBIMH MAapKHUPOBAHHBIMUA HOCUTEJISIMH, 3JIEKTPOHHBIMU
KJII0YaMH, a TakKe pacreyaTblBA€MbIMH OyMa)KHBIMH JTIOKYMEHTaMH C IEPCO-
HaJIbHBIMM JIaHHBIMU.

6.5 Paznea «IIpaBa padoTHMKA)

6.5.1 B paznene «IlpaBa pabGoTHHKa» OMpeACISIIOTCS TMpaBa pabOTHUKA
JUTSL peaju3aluy MOPYICHHBIX eMy (DYHKIIMI M BBITTOJIHCHHS OOS3aHHOCTEH, a
TaK)Ke MOPSIOK OCYIIECTBIICHHS 3TUX TIPaB.

6.5.2 CoxaepxaHue ITaHHOTO pa3jejia HaNpsAMYK B3aWMOCBS3aHO C
HabopoM ¢yHKmi. OH yCTaHABJIMBAET KOMIIETEHIIUIO KOHKPETHOTO paboT-
HUKa W TIpaBa, MPEAOCTABISEMbIE €My ISl BBITIOJHEHUS BO3JIOKEHHBIX Ha
HEro 00s3aHHOCTEH.

6.5.3 IlpaBa paGoTHHKa MO BONMPOCAM OXPaHbI TPyAa pa3MeIIieHbl Ha
caiite yHuBepcurera B pasnene «Joxkymentanus CMK»
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B cootBetrcTBun ¢ CTII 6.2-1 IIIIC umeer npaso:

— ONpEACNSATh COAEPKAHUE MPENOJABAEMBIX UM YYEOHBIX TUCLHUILUINH,
KypCOB, MOJyJIel ¢ yueToM TpeOoBaHMil (heepaabHbIX TOCYAapCTBEHHBIX 00-
pa3oBaTENIbHBIX CTAHJAPTOB U YUEOHBIX IJIAHOB pealiu3yeMbIX MPOTPaMM, pa-
ooronareneii, kadeapbl, OTBETCTBEHHOW 3a MOATOTOBKY BBIITYCKHUKOB IO
porpamMmme;

— CaMOCTOSITEIBHO OMPEAEIATh MeJarorndecky ONpaBJAaHHbIE METO/Abl U
cpeacTBa oOy4yeHus, HauOoJiee MOJTHO OTBEUAIOIIUE €r0 UHIUBUAYAIbHBIM OCO-
OCHHOCTSM M 00ECTICUNBAIONTNE BEICOKOE KAYeCTBO YIEOHOTO MpoIiecca;

— y4acTBOBaTh B OOCYXX/IEHUU U PEIICHHH BOMPOCOB JAEATEIHLHOCTH Ka-
benpsl, (akynpTeTa/ MHCTUTYTAa U YHUBEpcUTETa, ObITh M30paHHBIM B CoBeT
dakynabTeTa (YHUBEPCUTETA);

— 3aHMMAaTh BBIOOPHBIE TOJDKHOCTU 3aBENYIOIIEro Kadeapoi, pykoBoau-
Tenst paKyapTeTa, a TakKe JOJKHOCTH 3aMECTUTENS JIEKaHa, 3aBEIyIOIIEro ac-
NUPAHTYPOIl, yaueOHOro OTAeNa U JIp.;

— 3amnpanmBaTh y PyKOBOAUTEICH CTPYKTYPHBIX MOAPA3ICICHUN U HHBIX
CTHEIMATUCTOB WH(POPMAIIMI0O U JTIOKYMEHTHI, HEOOXOIUMBIC IJIsi BBITIOJIHEHUS
CBOMX JIOJDKHOCTHBIX 00SI3aHHOCTEH;

— ONpENeNsITh CTPYKTYPY M Yy4acTBOBaTh B ()OPMHUPOBAHUU OpTaHHU3AIIH-
OHHOT'0, METOJJUYECKOI0 U MaTepUaIbHO-TEXHUYECKOT0 00eCIieueHusl CBOeH Jie-
ATEIbHOCTH;

— 00’Kaj0BaTh MPUKA3bl U PACHOPSKEHUS] aIMUHUCTPALIMU YHUBEPCUTETA
B YCTaHOBJICHHOM 3aKOHOJIaTEIHCTBOM MOPSIIKE.

B coorBerctBum ¢ Il 4.2.3/4.2.4 oTBeTCTBEHHBIH 3a BeJeHHUE
AOKYMEHTALMH B MOJpa3€ICHUN UMEET MPaBO:

—3aIpanimBaTh B IPYruX MOAPA3ACICHASIX MaTepUalbl U JOKYMEHTALMIO
O 3as1BKE€ WJIM JTIOKJIAJHOW 3aIUCKE;

—0JIy4aTh METOJMYECKYIO TOMOIIb M0 BOMPOCaM, KacaroIIMMCs BeICHUS
JOKYMEHTALMU B NIOJIPA3/IECICHUY;

—B3aMMOJICHICTBOBATh C COTPYJHHMKaMHU IOAPA3ACICHHUsS MO BOIpPOCaM
IPOBEPKU HAJIMYUA JOKYMEHTOB Ha pabounX MecTaX, U3bSTHs KOMHUI JOKYMEH-
TOB JUIsl BHECEHUS M3MEHEHUW U WU3BSATUS YCTAPEBIIMX JOKYMEHTOB C LIEJIBIO
NpeI0TBPAIEHUS] UX HETIPEIHAMEPEHHOTO UCTIOIb30BaHUS;

—ObITh 00€CIEYEHHBIM HEOOXOJUMBIMU pECypcaMH W TEXHHUUYECKUMU
CpelICTBaMHM JIJIsl OPraHU3allMK BEJEHUS JOKYMEHTAIMH B MOAPA3/eJIEHUU B CO-
OTBETCTBUU C YCTAaHOBJIEHHBIMHU TPEOOBAHUSIMHU.
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B cootBercTtBUM ¢ PU 6.5-1 npu o6padoTke mMepcOHATBLHBIX JaAHHBIX
COTPYIHHK UMEET IPABO:

- oOpabaTeiBaTh (CO37aBaTh, PENAaKTUPOBATH, YHUUYTOXKATb, KOMHUPO-
BaTh, BHIBOJIUTH HA TMe4YaTh) HHOOPMAILMIO B Mpeaeiax YCTaHOBICHHBIX €My
IMOJTHOMOYMI;

- oOpammaThCsi K pPyKOBOJUTEIIO C MPOCKOOH 00 OKa3aHWW TEXHUYECKOU U
METOJUYECKOW MOMOIIM MpH paboTe ¢ OOLIECHCTEMHBIM U MPUKIATHBIM MPO-
IrpaMMHBIM OO€CIIeYeHHEM, YCTaHOBIEHHBIM B [I9BM, a taxxe co cpencrBamu
3aIUTHl HTHPOPMAIIHH.

6.6 Paznesn «OTBeTCTBEHHOCTh PA0OTHUKA)

6.6.1 JlanHblil pa3aen pacKpbIBaeT cojiep>kaHue U (pOpMbI OTBETCTBEHHO-
CTH JOJDKHOCTHOTO JIMIIA 33 PE3YyJbTaThl U MOCIEACTBUS CBOEH JESITENBHOCTH, a
Takke 3a (aKThl HEMIPUHSITUS CBOEBPEMEHHBIX MEp WM JACHCTBUM, OTHOCSIIUX-
Csl K €ro 00s13aHHOCTSIM. B MHCTpYyKIIMHM MOKET OBbITh YCTaHOBJIEHA A IMUHUCTpa-
TUBHAsl, TUCUUIUIMHAPHAS U MaTepUAJIbHAs OTBETCTBEHHOCTb.

6.6.2 Mepbl OTBETCTBEHHOCTH YCTAHABIMBAIOTCSI B COOTBETCTBHU C JICH-
CTBYIOILIMM 3aKOHOAATEIbCTBOM U C YUETOM CHEU(PUKHA PadOThl MOIPA3ACTCHUSI.

6.6.3 Ilpu moATrOTOBKE 3TOr0 pasjelsia 3a OCHOBY clielyeT Oparhb pasnen
«/lomxkHOCTHBIE 00S13aHHOCTH PAOOTHHKAY, B COOTBETCTBUH C KOTOPHIM M JIE€Ta-
JM3HUPYETCS] OTBETCTBEHHOCTh JIOJPKHOCTHOTO JIULIA.

6.6.4 OTBETCTBEHHOCTh pPaOOTHHWKA MO BOMPOCAM OXPaHbl TPyaAa
pa3MelIeHa Ha caiite yHuBepcuTeTa B pasnene «Jlokymentanus CMK»

B cootBerctBun ¢ CTII 6.2-1 IIIIC HeceT nepcoHanbHYIO OTBETCTBEH-
HOCTb 3a:

— Ka4yeCcTBO pealM3aluu U pe3yibTaTbl 00pa30BaTeIbHOTO MpoIEcca Mo
IIPENOAABAEMbIM UM JUCLHUIUIMHAM, KypCcaM, MOIYJISM MIPOTPaMM;

— MOJHOTY M KauyeCTBO OPraHU3allMOHHO- M y4eOHO-METOJUYECKOIo
oOecreuyeHusi y4yeOHOro mpoiecca, B TOM YHCIE CaMOCTOSTEIbHOM paboThI
CTYZCHTOB;

— CPBIB 3aHATHH 10 BUHE MPENOIABATEIS;

— NIPABOHAPYIICHUS, COBEPIICHHBIE B MPOLIECCE OCYIIECTBIEHUS CBOEH
JEATEIbHOCTH, B MPEAEIIAx, ONMPEACIICHHBIX IECHCTBYIOIINM aIMUHUCTPATUBHBIM,
YTOJIOBHBIM U IPaXJaHCKUM 3aKOHOJATebCTBOM Poccuiickoit denepannu;

— MPUYUHEHUE MaTepualbHOrO yiiepba, B Tpeaenax, OMpeeIeHHBIX
JEUCTBYIOIIUM TPYAOBBIM W TPa)XJAHCKMM 3aKOHOAATEIbCTBOM Poccuiickon
Oenepanum.
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B cootBercTtBUM ¢ PU 6.5-1 npu 06padoTke NMepcoOHAIBLHBIX JTAHHBIX
COTPYIHHUK HECET OTBETCTBEHHOCTH 3a:

- coOmrofieHne TpeOOBaHUN HOPMATHBHBIX JIOKYMEHTOB M WHCTPYKIIHA,
OTIPEAETSIONNX MOPSAJOK OpraHu3aluu paboT Mo 3amuTe UHPOpMAIU U HUC-
M0JIb30BaHUsI HH(OPMALIMOHHBIX PECYPCOB;

- COXPAHHOCTh U pabOTOCIIOCOOHOE COCTOSIHUE CPEJICTB BHIUMCIUTEILHON
texauku [19BM;

- COXPaHHOCTh MEPCOHANBHBIX JTaHHBIX.

6.7 Paznen «B3anMooTHOIIEHNSI (CBSI3H MO OJKHOCTH) PA0OTHHUKA)

6.7.1 B pasnene «B3aMMOOTHOLIEHHUS» PETYIUPYIOTCS MPOU3BOJCTBEH-
HbI€ KOHTAKThl MEXAY JAOJKHOCTHBIMU JIMIIAMH JAHHOTO M MHBIX CTPYKTYPHBIX
NO/Ipa3/IeICHUl YHUBEPCUTETA, YCTAHABIMBAETCS KPYr CIYKEOHBIX cBs3ell. B
ITOM K€ pa3/iesie MOr'yT MEPEUHCIIATHCS CBSA3H CO CTOPOHHUMU OpTraHU3ALMSIMU.

6.7.2 3aech yKa3blBaloTCs MOJpa3esieHuss U paOOTHUKHU, OT KOTOPBIX HC-
HOJIHUTEIb MOJIy4YaeT U KOTOPBIM IepeaeT HHPOpMaIUIO, €€ CTPYKTYPY U CpoO-
KM Iepefadd, KTO MPUBJIEKACTCS] K UCIOIHEHUIO TEX WIM MHBIX JIOKYMEHTOB, C
KEM OHU COIJIACOBBIBAIOTCS U T.JI.

B3aumooTtHomenust IIIIC nomkHBl OBITH IPUBENEHBI B COOTBETCTBUU C
CTI 6.2-1 nm. 6.3, 7.3, 8.3,9.3, 10.3.

6.8 Paznea «Iloka3aresid 1 KpUTEPUH OLEHKH PA0OTHUKA)

6.8.1 B paznene «IlokazaTenu u KpUTepuu OIEHKH PaOOTHUKA» MEepEeUnC-
JISIFOTCSL TIOKA3aTeNN U KPUTEPUH, TTO3BOJISIONINE OLIEHUTh CTETIEHb BBHIMOJHEHUS
PabOTHUKOM CBOMX (DYHKITUM M 00sS3aHHOCTEM, UCIIOIB30BaHUS IIPaB M T.]I.

6.8.2 OCHOBHBIMHU KPHUTEPHUSMH SIBJISIOTCS KA4ECTBO PaOOTHI U CBOEBpE-
MEHHOCTH €€ BbInosiHeHus. KauecTBo paboThl onpesiensieTcsi BHIMOTHEHUEM 0051~
3aHHOCTEU, OIPEIEIICHHbIX TOJKHOCTHOW MHCTPYKLUHMEN W MUHBIMU JTOKYMEHTAa-
MU, PETJIAMEHTUPYIOUIUMH JIESITEIHHOCTh CTPYKTYPHOTO MOJIpa3IeJICHHUS.

Paznen opopmiisieTcst B Bujae Tadbiuiip 1.

Tab6muma 1 - [Tpumep opopmuenus paznena «I[lokazarenn U KpUTEPUH OIEHKH
pabOTHHKAY
IHoka3zarteib Kpurepui

KauectBo B opranuzanuu 1 mpoBEICHUM | Y MEHBIIIEHUE KOJIMYECTBA
MEPOTIPUATHI 10 CEPTUPHUKAIIUN U IPYTUM | HECOOTBETCTBUN U 3aMEUaHUN

MHCTICKIIMOHHBIM ITPOBEPKaM 0 ITPOBEPKAM
CBOEBpEMEHHOCTh IOJTOTOBKH, cOOpa OtcyTcTBHE HapyLIEHUI TIO
1 00pabOTKHM aHKET COIMOJIOTUYECKOTO cpokam, 00paboTKa aHKET —

UCCJIENOBAHUS 100 %
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Ioka3aTesb Kpurepuii
CBOEBPEMEHHOE U KAYECTBECHHOE MCON- | OTCYTCTBHE HAPYILEHHMIA,
HCHNC NOKYMCHTOB: ITPHUKA30B, PACIIOPsI- 3aMEUYaHnun

X(CHHﬁ, AKTOB U APYTUX OPraHU3allOHHO-
pacnopAauTCIbHBIX JOKYMCHTOB

CBOEBPEMEHHOCTD MOATOTOBKY CTaTHCTHYE- | OTCYTCTBUE HAPYIIEHUI
CKMX Y AHAJIMTUYECKUX OTYETOB M0 PE3yJIb- | IO CPOKAM MOATOTOBKHU OTYETOB
TaTaM COLIMOJIOTUYECKUX UCCIIEI0BAHUN

[Toxazarenu u kputepun oreHKH padotsl IIIC nomkHBI OBITH MpHUBeE-
nenbl B coorBeTcTBHU ¢ CTII 6.2-1 1. 6.4, 7.4, 8.4,9.4, 10.4.

OCHOBHBIMU KPUTEPUSIMHU OLUEHKHU JI€ITEIbHOCTH MPENOAaBaATENs 5B-
JSAFOTCA:

— YpPOBEHb KBATH(UKALMUH U CTAXK padOTHI;

— Ppe3yNbTaTUBHOCTh IPENOJABATENbCKON, Y4eOHO-METOAMUYECKON U
HAy4YHO-UCCIIEIOBATENBCKON U IPYTUX BUIOB IEATEIBHOCTH;

— OOILIECTBEHHOE PU3HAHUE TOCTUKEHUH;

— HAy4YHO-TIEarOorMYeCcKuil MOTEHINA;

— TOBBIIICHNUE KBAIM(UKALIHUH.

6.9 Paznen «PersiaMeHT padoT, BHINOJIHAEMbIX HA PEryJsipHOI OCHOBE»
B nanHOM paznene nepeducisroTcss paboThl, BBIMOIHSIEMbIE HA PEryJsip-
HOW OCHOBE U CPOKHU UX BbIToHEHU. OpopmitsieTcs B BUE TaOIHUIIBI 2.

Tabnuma 2 - [Tpumep odopmienus paznena «PerimameHT paboT, BBIMOITHIEMBIX
Ha PETYJIIPHOM OCHOBE»

Bupa padotsi CpoK BbINOJIHEHUSA
IIpoBenenne nopmokontpons All, JIP, BKP, (deBpanb-mapT
MaruCTepCKUX AUCCEPTALINU
[IpoBeneHEe HOPMOKOHTPOJISI TEKCTOBBIX MapT-anpesb
CTYJICHYECKHX paboT
[IpoBenieHriE HOPMOKOHTPOJISI OPTaHU3ALIMOHHO- OKTSOPH-HOAOPH
pactopsINTeILHON TOKYMEHTAIIUN
[IpoBeneHre HOPMOKOHTPOJISI, PEAAKTHPOBAHUE B TCUCHHUE TOfa
nokymenTaruu CMK
Brecenne n3MeHeHni B HOPMaTUBHBIC JIOKYMEHTHI B TEUCHUE TOJa
Brinaua nokymenraiuu CMK, HT/] B TE€UECHHUE IojJia
OdopmiieHre MOANMUCKA HA TIEPUOTUUECKUE U3TaHUS OKTSAOPH-HOAOPH
Brinmonnenue pabot no yuety pabodero BpeMeHu 1o 20 yucna
COTPYTHUKOB KaKJI0TO MecsIia
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PernamenT pabot, BeIonHseMbIX Ha peryisipHod ocHoBe IITIC nomxen
obITh npuBeieH B cooTBeTcTBUU ¢ CTII 6.2-1 (nmpunoxxeHue A), HO MOXKET ObITh
CKOPPEKTHPOBAH MTPU HEOOXOJIUMOCTH

BeinosnsieMblie padoTnbl Cpoknu
BBINIOJTHEHUS
1 | 3anonHeHue MHIMBUAYAIBHOIO IJIaHA MPEnoaBaTelis CenTs16pn
2 | YTouHeHue yueOHON HArpy3Ku Ha T'ojl Bropas nenens
CEHTSI0ps
3 | CornacoBaHue paclyucaHusl HA CEMECTP IlepBas Henens
cemMecTpa
4 | KoppekTrpoBKka pabouux mporpamm 1o npemnojgaBaeMeiM | Jlo Hauana
JUCLUILUIMHAM cemMecTpa
5 | AHanu3 00ecreyeHHOCTH MPenoAaBaeMbIX JUCIUITINH o Havana
y4eOHO-METOUYECKON JTUTEPATYPOIt ceMecTpa
6 | Pa3paboTka u nepepaboTKa METOIMYECKHX MaTepUaAIOB B teuenue rona
7 | Pa3paboTka u KOppEKTHUPOBKA JIEKIIMOHHOT'O MaTeprasa B teuenue rona
8 | Pa3paboTka u KOppeKTHUPOBKA 3aJaHUI JJIs1 CAMOCTOS- Jlo Hauana
TEJNBHOTO BhINIONHEHMS cTyneHTamu (PI'3, KoHTpoIbHbIE ceMecTpa
paboTBhl, 3a/1aHUsI HA CEMUHAPBHI)
9 | Pa3paboTka u KOppeKTHUPOBKA 3aJaHUH K 1abopaTopHbiM | [lo Hauana
pabotam cemMecTpa
10 | [loaroroBKka CTYAEHYECKUX HAYIHBIX pabOT Mapt
11 | IlogroroBka u myOIMKalys HAYYHBIX CTATEH B Teuenue roga
12 | Pabota co cTyaeHTaMu, UMEIOIIMMHU aKaJIeMHUYECKYIO B cpoku, ycraHos-
3a0JKEHHOCTD JICHHBIC TPaHKOM
NPOBEJCHUS
KOHCYJIbTaLMH
13 | Yuactue B 3acenanusx kadeapbl B teuenue rona
14 | IlpoBeneHue JEKIMOHHBIX U MPAKTUYECKUX 3aHATUI B COOTBETCTBUH
C YTBEP’KAEHHBIM
pacrucaHueM
15 | IloaroroBka u nepepaboTKa SK3aMEHAIMOHHBIX OUIETOB CeHTs0pb
16 | Ilpuém 3auéron
17 | Ilpuém sK3aMeHOB B cootBercTBUM
18 | PykoBOJICTBO NpeANIIIOMHOM MPAKTUKON ¢ rpaduKkoM
19 | IloaroroBka oTuéra Mo NPEAJAUNIOMHON MPAKTUKE y4eOHOTO
20 | PykoBOJICTBO TUIIOMHBIM MPOEKTHPOBAHUEM mporuecca
21 | PykoBOJICTBO NPAKTUKAMHU CTYJIEHTOB
22 | IlogrotoBka oT4éTa M0 MHAMBUAYAIBHOMY IUIaHY WroHb
23 | Yyactue B pabote no npodecCHOHAIbHON OpUEHTAINN B teuenue rona
24 | IloBbiienne kBamudukauuu B (opme oOyuenuss Ha | OnuH pa3
@IIKII 1160 B popme CTaKHUPOBKU B IISITh JIET
25 | IloaroroBka u mojaya 3asiBICHUS HA OTUIATY MTOYaCOBOMN o 15-ro uncna
Harpy3Kku Ka)XJIOTO Mecsla
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7 OdopmiteHne TOJIKHOCTHONH HHCTPYKIMHA

7.1 JloibKHOCTHASI MHCTPYKITUS BKIIFOYAET B CEOSI:

a) TUTYJBHBIN JIUCT;

0) TEKCT;

B) moAmnuch pazpadoruuka JU;

I') BU3bI COIVIACOBAHUS,

1) TUCT O3HAKOMJICHHS] COTPYIHUKOB,

€) JINCT PEeTUCTpalui U3MEHEHUH.

7.2 TUTYJIBHBIN JINCT COAEPKUT CIEAYIOIINE PEKBU3HTHI:

— HaMMEHOBAaHHWEM MHUHUCTEPCTBA;

— HaMMEHOBAHUE OpPTaHU3AINY;

— HaWMEHOBAHHUE BUJA JTOKYMEHTA;

— HaMMEHOBAHHUE JIOJDKHOCTH,

— Tpud yTBEpKICHHUS.

7.2.1 Turynsnsiil muct A odopmiisercs Ha oOmieM Oi1aHKe, HA KOTOPOM
YKa3bIBAIOTCSA  pPEKBU3UTHI  yHHBepcutera. OOpazenr odopmnenus U
(TUTYABHBIM JUCT W JIMCT C COIVIACYIOIIMMU TIOJAMUCAMH) TIPUBEICH B
NPUJIOKEHNH A.

7.2.2 HaumMeHOBaHME JOJDKHOCTH JIA€TCSI B COOTBETCTBUU C €€
HanMeHoBanueM B Oomiepoccuiickom knaccudukarope mpodeccuit  pabouux,
JOJDKHOCTEH U Tapu(HBIX pa3psaaoB. HanMeHoBaHME JODKHOCTA MPUBOAUTCS 10
tekcta AWM. B cimyyae OTCyTCTBHSI JODKHOCTH B yKa3aHHOM Kiaccudukarope
CIIEAYyeT UCTIONB30BaTh CIEIMATLHBIE HOPMATHUBHBIC JOKYMEHTHI.

7.2.3 I'pud yrBepx)aeHus: cocrout u3 ciona «Y TBEPXIIAIO», koTtopoe
naercst 03 KaBbIUCK, HAMMEHOBAHUS JIOJDKHOCTH JIMIIA, YTBEPKIAIOIIETO JOKY-
MEHT, €T0 MOJNKUCH U pacIU(PPOBKU MOMUCH, TAThl YTBEPKIACHUSI.

7.3 3aroyioBOK K TEKCTYy JOJDKEH ObITh COTJIACOBAH B MaJIeKe ¢ HAMMEHOBAHU-
€M JIOKyMeHTa (KaK ¥ B IPYTUX YIPaBICHYECKUX JOKYMEHTax). Tak ke popMyaupy-
IOT 3aroJIOBOK M B TOM CJTy4ae, €CJIM UHCTPYKIMS pa3padaThIBaeTCs KaK THITOBAsS IS
PaOOTHUKOB PA3HBIX MOPA3/IEIICHUM, BBITOIHSIONIMX OJTHH U TE K€ 00S3aHHOCTH.

7.4 Texkcr IV uznaraercst OT TPETHETO JMIA €IUHCTBEHHOTO WM MHOXE-
CTBEHHOT'O uHciia. [ 71aromsl ciaeayeT yrnoTpeosTh B U3bIBUTEILHOM HAKJIOHCHUH.

7.5 TexcT MHCTPYKUMM AEIUTCS Ha pas3Aeiibl, IyHKTHl U MTOANYHKTHI. Pa3-
Jebl JOJDKHBI UMETh COOTBETCTBYIOIIME JAaHHOMY CTaHIApTy Ha3BaHUS U HY-
MepytoTcst apadckumu nudpamu. Hymepaius nyHKTOB U MOJAMYHKTOB MTPOU3BO-
JTUTCS apaOCKUMU UG paMHu.

7.6 Ha nucre o3HaKOMJICHUSI COTPYAHUKH YKa3bIBAIOT CBOM (DaMUIIHIO,
MM, OTYECTBO, CTABAT MOJANMUCH U 1aTty o3HakomiieHus ¢ JIU. Jluct o3nakomie-
HUS 0opopMIIIEeTCS B BUJI€ TAOIHUIIBI 3.
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Tabmuma 3
[Toanuck ara
®. 1. O. A A [Ipumeuanus
COTPYIHUKA O3HAKOMJICHUS
1
2

7.7 Ha nucre permcrparnvi m3MeHEHUN (UKCHPYeTCs HOMEp TpuKaza U

JlaTa YTBEPXKJICHUS HW3MCHEHUS,

KOJMYCCTBO CTpPaHHIL HSMCHGHHﬁ, JaTta

IMMOJY4YCHUA N3MCHCHUA, ITOAIINUCH YIIOJTHOMOYCHHOTO. I/IH(i)OpMaHH}I O BHCCCHHBIX
HU3MCHCHMAX HJOBOIUTCA HO CBCACHHUA BCCX COTPYIHHKOB ITOAPA3ACICHUA. JIuct
PETUCTpALU N3MCHCHUA O(bopMHHGTCH B BHJIC Ta6HI/II_[BI 4.

Tabnuna 4
Howmep npukaza, | KomnuectBo Hara [Tonnuce
JaTa yTBEPKIACHUS CTpaHuIl MOJYYEHHUsI | YIOJIHOMOYEHHOTO
W3MEHEHHUS VW3MEHEHUS | W3MEHEHMS 110 KaueCTBY

8 PaspaboTrunku

Pa3zpaboTurikaMu JaHHOTO CTaHAApTa SBIISIOTCS:

Havanpauk OMK
Benymuii naxxenep OMK

M.T". HekpacoBa
M.B. KopoTtkoBa
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MPUJIOKEHHUE A
(cipaBOYHOE)
(U3m. Ne 6)
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Oo6pa3sen opopmiieHNsI JIUCTOB J0JKHOCTHOH MHCTPYKINH

MUHOBPHAYKH POCCHH VTBEPXKIAIO
®enepaibHOE FOCY1aPCTBEHHOE
010/keTHOE 00pa3oBaTe/bHOE yUpekKIeHne Pekrop ynusepcurera

BBICILIEr0 00pPa30BaHUs 3A
«KoMcOMOIBCKHIF-HA-AMYpe IOCYAapCTBCHHbBIN A. IMuTpHeB

YHUBEPCUTET»
(PI'’BOY BO «KHAT'Y») «_» 20 T

JOJIZKHOCTHASA UHCTPYKIIUA

r. Komcomoiibck-Ha-Amype

| Accuctenta KadempBI................ 1

1 O0mue noJioKeHus

1.1 AccucteHT kadeapbl ... OTHOCHTCS K KaTeropuu IPoQeccopcKo-
MPENoIaBaTeNIbCKOro COCTaBA.

1.2 AccucteHT Kadeapsl ... NOAUMHSIETCS 3aBeaytomeMy kadeapoi . ...

1.3 AccucteHT kadenpsl ... U30UpaeTCcs MO0 KOHKYPCY Ha JOJKHOCTH B
coorBerctBuM ¢ PU I1.001-2017 «TpymnoyCTpoiCTBO M NPOIJIEHHE TPYAOBOTO
JIOTOBOpPA C MEJArorM4ecKuMy pabOTHHKaMHU, OTHOCSIIMMHCS K Tpodeccop-
CKO-TIpernoaaBaresibckomy cocrtary, B @PI'bOY BO «KHAI'Y».

1.4 TpeboBanus K KBaIM(PUKALMKU ACCUCTEHTA - BhICIIEeE Mpodeccuo-
HaJIbHOE O0pa3oBaHWE U CTaX PabOTHI B 00pa30BATEIHHOM YUPEKICHUU HE
MEHEe OJHOI0 T0/a, MPU HAJIMYUH MOCIEBY30BCKOTO MPOPECCHOHATBHOIO 00-
pa3zoBaHus (aclUpaHTypa, OpJAUHATYpa, aABIOHKTYpa) WU Y4YEHOH CTEeleHU
KaH/IUJlaTa HayK - 0e3 MpebsBICHUS TPEOOBAHUI K CTaXKy paOOTHI.

1.5 B mepuon BpeMEHHOTO OTCYTCTBUS (OOJ€3HU, KOMAHIUPOBKU M T.II.)
3aMeIeHNe aCCUCTEHTa MPOU3BOANUTCS B COOTBETCTBUU C TPpa)UKOM 3aMEHBI 3aHS-
TUW WK 10 TOPYYECHUIO 3aBemyromiero kademnpoit. Ha BpeMs oTcyTcTBUS accu-
cteHTa (00J1e3Hb, KOMaHUPOBKA U T.I1.) €r0 00S3aHHOCTH MOT'YT OBITh BO3JIOKEHBI
Ha JPYIHX MpernojaBarenei Kadeapsl ¢ COOTBETCTBYIOIIMM MEpepacpeeieHIEM
Harpy3Ku.
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8 PersiameHT padoT, BHINOJIHSIEMbIX HA PeryJIsipHO OCHOBE

Pernament pa60T, BBIITIOJIHACMBIX Ha pGFYHHpHOﬁ OCHOBC, IIPCACTABJICH B

Tabmnuite 2.

Tabmmia 2 — Pernmament pabot

Buna padotsi

CpOKI/I BBIINTOJIHCHUA

CocraBneHue u yTBepKIACHHUE T1aHa pado-
Thl Ha Y4€OHBIN IO

CEHTSOpb

KOHTpOJIb U KOPPEKTUPOBKA MJIaHa PaOOTHI

B TCUCHHC I'0JJa

CocraBneHue u yTBEpKIAEHUE OTYETA UIOHb
110 BBITIOJIHEHHOU padoTe
CocraBieHUE U yTBEPKICHUE TIIIaHA BHYT- CEHTAOpb

PEHHUX MPOBEPOK

OpI‘aHI/I3aI_[I/Iﬂ U IIPOBCACHUC O6y‘laIOHII/IX
CCMHUHApPOB I10 BOIIPpOCaM

B T€YEHHE Tofia (B COOTBETCTBHUHU C
TUIAHOM PA0OTHI MOAPA3ACTICHNSA)

[IpoBenenue camoorieHk: HyHKIIMOHUPOBA-
HUS TofipasfiesieHus], GOpMUPOBAHUE OTUETA

arpesb-Man

NudopmupoBanue Yuenoro CoBera yHU-
Bepcurera no BonpocaM CMK KHAT'Y

10 IJIaHy paboThl Y YEHOTro
CoBeTa yHUBEpCHTETA

AkTyanu3zanus u pazpadoTka JOKyMeHTa-
mnu CMK KHAT'Y

B TCUCHHUC T0Ja

PA3PABOTAIJI

COI'JTACOBAHO

[IpopekTop no

Havaneauk YK/|

JIutio, KOTOPOMY MOTUUHSETCS
CTPYKTYPHOE MOJpa3/ieJICHUE
IIpencenarens

poCOI03HOTO KOMHUTETA

N.0. Gamumnus

N.0. Gamumnus
M.A. Kopsikuna

N.0. Gamumnus

A.M. Banees
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IIIa0Ji0H MpUKa3a 0 BHECEHNH U3MEHEHHH B TOJIKHOCTHYI0 HHCTPYKITHIO
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MHWHOBPHAYKH POCCHUHN

@eepaibHOe rocy1apcTBEHHOE
010/12KeTHOE 00pa3oBaTe/IbHOE yUpe:KIeHHne
BBICHIEr0 00pa30BaHMs
«KomcomonbeKmii-Ha-AMype rocyAapcTBeHHbI
YHUBEPCHUTET»

(®I'BOY BO «KHATL'Y»)

IIPUKA3
No

r. Komcomosibck-Ha-Amype

| O BBenmeHun M3mMeneHu__ 1
B JIOJDKHOCTH__ MHCTPYKIH__
pabOTHHK

(Hazeanue noopaszoeneHus)

B cooTBeTcTBHMU C
[MTPUKA3BIBAIO:

1 YTBepauTh WU3MEHEHW _ B JOMKHOCTH_ __ MHCTPYKIU __ PaOOTHUK

(rassanue noopazdenenus)

— n3MeHeHrne No B IOJDKHOCTHYIO UHCTPYKIIHIO ;
(Hazeanue OONHCHOCIL)

2 YCTaHOBUTH CPOK BBEIICHUS U3MEHEHU __ C .20

3

(Oon21cHOCmb, hamunust, UHUYUAITILL 8 OAMElbHOM naoedice)
- B CPOK 10 . .20 .03HAKOMUTH paOOTHUKOB

(naszeanue noopasoenenus)
C M3MCHEHH IO/l POCIIHCH B JIMCTE PETUCTPALNN U3MECHEHUH;

- B CpPOK JI0 .20 pa3MECTUTh U3MEHEHU B JODKHOCTH _ WH-
CTPYKLIM __ B CHCTEME DJICKTPOHHOT0 JIOKyMeHT000opoTa Ha ruiardopme Alfresco.

Pextop yHuBepcurera D.A. Imutpuen

[IpoekT nprkas3a BHOCUT
N.0O. ®amunus




Cucrema MEHeIKMEHTA Ka4yecTBa
CTH 4.%.3'1 C. 23 u3 22

VYmpasnenue nokymentanuen. [IpaBuia cocraBiieHus,
o opMIIeHHSI, YTBEPKJICHUSI TOHKHOCTHOW MHCTPYKIIUH

(Obopomnaa cmopona npuxasza)

COI'JTACOBAHO

[IpopekTop no N.0. ®amunus
Havanpauk YKJI M.A. Kopsikuna
JIuio, KOTOpOMY TOAUHUHSIETCS

CTPYKTYPHOE MOAPA3ACIICHUE N.0. ®amunus
[Ipencenarens

po¢COI03HOTO0 KOMUTETA A.M. Banees

N.0. damunus_HOMep TenedoHa
OU KOIMYECTBO IK3EMIUIIPOB_ 1aTa UCIIOIHEHUS
HaumeHnoBanue ¢aiina Ha MalIMHHOM HOCHUTEJIE
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HN3menenue Ne J10/12KHOCTHAS MHCTPYKIUS

(Hazeanue OONHCHOCHILL)

(Haszeanue noopasoeneHiis)

YTBEPXJIEHO U BBEJIEHO B JIEMICTBME nprka3oM pekTopa YHHBEp-
cuteta No oT .20

JlaTa BBeICHUSA . .20
1 IlyHkT . ckmrounTs cIoBa: « ».
2 IlyHkT . I3MEeHHTH 1 U3110KUTH B HOBOM PEIAKIINU:
«
».
3 IIyHkT . 3aMEHUTBH CJIOBA « » Ha CJIOBA « ».

4 ITyHkT . JlonoaHUTh ab3a1ieM CIIeAYIOIIETro CoAepyKaHus:
«

».
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JIucT perucrpanuu u3MeHeHU I

Howmep npukasa, KonuuecTtBo Hara [Moanuce
JaTa yTBEPKACHUS CTpaHHII MOJIYYCHUS | YIOJHOMOUYEHHOTO
U3MEHEHUS U3MEHEHHS] | M3MEHEHUs 10 KaYECTBY

1 | Ne323-O0116.09.2014 - 17.09.2014 | Koportkoa M.B.
2 | Nel-Oot13.01.2015 1 15.01.2015 | Koporkoa M.B.
3 | Ne 100-O ot 15.03.2016 - 15.03.2016 | KopotkoBa M.B.
4 | Noe420-O o1 01.11.2016 1 01.11.2016 | KopotkoBa M.B.
5 | Ne166-O ot 10.04.2018 - 10.04.2018 VYcosa T.1.
6 | Noe236-O ot 21.06.2018 6 21.06.2019 Ycosa T.U.




