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1. O0mue noJiokeHust
1.1. Hacrosmee IlonoxeHue sBaseTcsS JIOKaJIbHBIM HOPMATUBHBIM aKTOM
YactHOro npodeccHoHanbHOro 00pa3oBaTeNbHOrO yupexaeHus «CTaBpONOIbCKHii

KOOMEpPaTUBHBI TEXHUKYM» (Hajee — TEeXHHKYM) M OINpejeseT CoAepKaHWe, M
MOPSANOK  JAEATEJBbHOCTH  Yy4eOHOM  4acTH  OYHOro  OTAeleHHs  YacTHOro
Nnpo¢eCCHOHATBHOTO o0pa3oBaTeIbHOro yUpexAeHUs «CTaBponosibcKuit

KOOTEepaTUBHBIH TEXHHUKYMY.

1.2. Tlonoxenue paspaboraHo B cooTBeTcTBUH ¢ MDenepanbHbIM 3akoHOM «O6
oOpasoBanuk B Poccuiickoit ®emepauun» ot 29.12.2012 Ne 273-®3, npukazom
MunoGpHayku P® ot 14.06.2013 N464 «O6 yrBepxaenun Ilopsaka opraHusamuu u
OCYILUECTBIIEHUSI 00pa30BaTeNbHON JIEeATENbHOCTH 10 00pa30BaTeNbHBIM TPOrpaMMaM
CpeaHero npogeccHoHaabHOrO 00pa30BaHUs», WHBIMH 3aKOHAMH M MOIA3aKOHHBIMH
aKTaM{ OpraHOB UCIIOJIHUTELHOM BIACTH.

2. CtpykTypa y4eOHOI 4aCTH 04HOIO0 OTAe/JeHHsl H yNpaBJieHHe

2.1 Y4eOHas 4acTb OYHOrO OTIENEHHUS SBISIETCS. CTPYKTYPHBIM T0Jpa3ieieHHeM
TEXHUKYMA, OCYLIECTBISIOIINM OPraHM3allMio, y4eT M KOHTpPOJb 338 XOAOM Yy4eOHOro
nporecca.

2.2 VYuebHas 4acThb OYHOrO OTJAENEeHHS pabOTaeT MOA HENOCPeACTBEHHBIM
PYKOBOJICTBOM 3aMECTHUTEJISl IMPEKTOPA 110 yueOHO-BOCTIUTATEIbHOM paborTe.

2.3. Crpykrypy M cocTaB y4eOHOH 4YacTH OYHOrO OT/JENEHHs YTBEPKIaeT
JAUPEKTOP B COOTBETCTBUH CO IUTATHBIM PAaCIIHCAHHEM.

2.4. B cBoedl NeATEeNbHOCTH MO BONPOCAM OPraHM3alliH, y4eTa M KOHTPOJIS
y4eOHOro mpouecca ydveOHas 4YacTh OYHOIO OTHEJIEHHS B3aMMOJEHCTBYeT ¢
OTZEJIEHUAMH, METOUYECKUM LIEHTPOM, OTJEJIOM BOCHMTATEIbHOW paboThl, LEHTPOM
HH(POPMALMOHHBIX TEXHONOTHH, OTIENOM KaapoB, Oyxraiatepueit, OUOGIHOTEKOIl,
X035 MCTBEHHOU 4acTblo, (pUiIHaIaMu.




3. HanpaBJieHus1 ¥ OpraHu3anus 1esiTeJJbHOCTH Y4eOHOH YaCTH 04YHOT0
oT/1eJIeHusl
3.1. OcHoBHOHN 3amaueld y4eOHOW YAaCTHU OYHOTO OT/ACNEHHUS SBISETCA
COBEPILICHCTBOBaHHE Y4YeOHOW pabOThl M BCEro ydeOHOTro Ipolecca B IENAX
oOecrieueHrs BHICOKOTO KayeCTBa MOJTOTOBKH BBIMTYCKHHKOB, 00JIa/IalOIIUX BBICOKUM
ypOBHEM TMpodeccuoHanM3Ma U KOMIIETEHTHOCTH IO HM30paHHOM CHEIUaJIbHOCTH B
cootBercTBuM ¢ ®I'OC CIIO.
3.2. 3amaun y4yeOHOW 4YACTH OYHOTO OTACNCHHUS pealn3yloTca B Tpex
HAIPaBICHUSX:
— OpraHu3alus ¥ KOHTPOJIb y4eOHOTO IpoIiecca;
— IUIAaHUPOBaHUE y4eOHOU JIeATeNbHOCTH;
— JIOKyYMEHTallMOHHOE o0ecrieueHre y4eOHOro npoiiecca.
3.3. YyeOHasi 4acTh OYHOTO OTHEICHHUS TEXHHKyMa peaju3yeT MOCTaBICHHBIC
3aJ1a4M Yyepe3 BBHIMOJHEHNE CIETYIOMNX (PYHKIIHIA:
3.3.1. Opraau3anus 1 KOHTPOJIb y4eOHOTO TIpoliecca.

— opraHuzanus y4eOHOro Tpolecca B COOTBETCTBHM C  YTBEP)KIEHHBIM
pacnucaHueM, KaJeHIapHbIM yu4eOHbIM I'pauKoM, U yUeOHBIMHU IIJIaHAMH;

— OpraHu3alus U COCTAaBJICHUE KAJICHJAPHBIX y4eOHBIX rpauKoB 0 OYHOU Gopme
o0yueHus,

— COCTaBJICHHE M OTpa0OTKa pacnucaHus y4eOHBIX 3aHSATUHA IO CEeMecTpam JUIs
TPyNI OYHOTO OTIEICHHS, OpraHW3alusl BBHIMOJIHEHHUS pPACHHUCAHHUS € €ro
KOPPEKTUPOBKA, B TOM YHCJE MO BCEM BHUAAM MPAKTUKH M JOMOJHUTEIHHOMY
MpoECCHOHATIBHOMY 00pa30BaHUIO;

— TMJaHUPOBAHUE U 00ECTIEUCHHE PACTICAHUS TOTIOJTHUTEIbHBIX KOHCYIbTAIIHIA;

— oOpraHu3auus M BEJIEHUE €XKEJHEBHOro ydéra akKaJeMHYeCKHX Yacos,
NpOBEAEHHBIX MPENOJaBaTENIMU B yU€OHBIX TPYIINax;

— eXeaHeBHas paboTa ¢ MpenojaBaTeNs MU M 3aBEIYIOIIMMH OTICICHUSIMH IO
KapTOYKaM TI€IarOTUYEeCKOW Harpy3Kd, IO BOMpPOCAaM BaKaHCHI, BHECEHUS
W3MEHEHWH B  paclucaHhe, C BHOBb TMPUHATHIMA W YBOJCHHBIMHU
mpenoAaBaTesiMu, a TaK ke 10 JPYTUM BOIIpocam;

— IJAHUPOBAHUE 3aHATUH B KOMIIBIOTEPHBIX KJaccax M APYruX JabopaTropusx,
MacCTEepPCKHUX;

— KOOpPJHMHAIUS paclucaHus 3204HOTO OTACJICHUS;

— COCTaBJICHHE paCHHUCAHUS TPOMEKYTOUYHOM aTTecTallil W KOHTPOJb €ro
COOJIFOICHH S,

— COCTAaBJICHUE PACIIMCAHUS TOCYJapCTBEHHON UTOrOBOM aTTecTallii;

— KOHTPOJb TMOCEIIAEMOCTH 3aHATHM OOy4yaloUMHUCS B TpYIINax OYHOTO
OTJICJICHUS;

— KOHTPOJIb SIBKU MIPEToaBaTeNieii Ha 3aHSITHsI COTJIACHO PACIIMCaHUIO;

— OpraHu3auus CBOEBpEMEHHOM  3(P(EKTUBHONM  3aMEHbl  OTCYTCTBYIOLIUX
MPETO0IaBaTEIIEH;

— IJIAaHUPOBAHUE UCTIOIB30BAHMS ayAUTOPHOTO (DOHAA I IPOBEICHUS 3aHATUH;

— KOHTPOJIb BBHIMOJHEHUS KaJIEHIAPHOTO Y4eOHOTO Tpaduka;

— TMpPEAOCTaBICHHE JIOCTOBEpHOW WHGOpMaNUU [UIsl pa3MelIeHusT Ha caiTe
TEXHUKYMa B IIpeJieiax KOMIETCHIINN y4eOHON YacTu.



3.3.2. [InanupoBanue y4eOHOM NESATEILHOCTH.

o0OecrieyeHrEe BBITIOJIHEHHS JIOKAJIbHBIX HOPMATHUBHBIX aKTOB TEXHUKyMa,
3aKOHOJIaTEIBCTBA B 00J1acTU 00pa30oBaHusl, MPUKA30B, PACTIOPSHKEHUM, pelieHui
JTUPEKTOpa W 3aMecTUTeNs aupekropa nmo YBP mo Bompocam miiaHupoBaHus,
OpraHM3aIlH U PYKOBOJCTBA YU€OHBIM IIPOLIECCOM;

pa3paboTKa TMPOEKTOB JIOKAJIbHBIX HOPMATHUBHBIX AaKTOB  (IIOJIOXKEHUH,
WHCTPYKIUIN) 7151 COBEPIICHCTBOBAHUS 00Pa30BaTEeNIbHOTO MPOIIECCa;
KOOpJMHAIIMS U TEXHUYECKOE COMPOBOXKACHHUE Pa3pabOTKU yuyeOHBIX IJIAHOB MO
CIEIUATBHOCTSM;

dbopmupoBaHre Y4eOHOW NEeAAroruueckoil Harpy3Ku IO TpYIIaM, IUKIOBBIM
KOMHCCHSIM M MO [penojaBaTesiiM Ha Hadajgo ydyeOHOro rojma u €€
KOPPEKTUPOBKA B TEUCHHUE YU4eOHOr0 roja (1mo Mepe HeoOX0IUMOCTH);
MOJArOTOBKA MTPUKA30B 110 ME€IArOrMYECKON HAarpy3Ke Mpeno1aBaTeliei;
€XKEMECSIYHBIM  y4€T  4YacoB  BBINOJHEHHS  MEIAarorM4ecKodl  Harpy3ku
npenojaBarensiMu 1o gopme Ne2;

YYET 3aMEH,;

opopmieHue CBEJICHUI BBIIIOJIHEHUS NEarOrHIeCKON Harpy3Ku
npenojasaresisiMu 1o ¢popme 3 (y4€T 4acoB 3a rof) B KOHIIE Y4E€OHOIO rosia;
MPOBEPKa KYPHAJIOB YYEOHBIX 3aHATHUH C LEIbI0 KOHTPOJISI BBINOJHEHUS
nearoruuecko Harpy3Ku Mperno/iaBaTesisiMu;

npenocTaBiieHue B  OyXrajaTepuro CBEJEHMHM O dacaX, MPOBEICHHBIX
MpenoiaBaTesiMu-1y0siepamMu, NpenogaBaTesiMU ¢ TI0YaCOBOM OIJIaTOM TPYJa;
COCTABJICHHE OTYETa MO WTOraM YYeOHOro roja O BbIJaye I€arornyecKoin
Harpy3Ku IpernojaBaTeasiMyi U MIPEeI0CTaBIEHUE €ro B OyXraiaTepulo;

MOATOTOBKA MPHUKa3a O MEPEBOIC 00YUAIOIIMXCS Ha CIEIYIOUINI KypC;
COTJIaCOBAaHUE COCTaBa M CPOKOB PabOTHI TOCYJAPCTBEHHBIX SK3aMEHAIIMOHHBIX
KOMUCCHH;

MOArOTOBKA MPHUKA3a O COCTABE TOCYIAPCTBEHHON IK3aMEHAIMOHHOM KOMHCCHH;
M0 TMOPYYEHHUIO 3aMECTHUTENSI JUPEKTOpa MO Y4YeOHO-BOCIUTATEIBHON padote
KOHTPOJIb 0(pOPMIICHUS U BEJICHUS 3a4ETHBIX KHUKEK, CTYICHUYECKUX OMIIETOB;
00paboTKa MEPCOHAILHBIX JaHHBIX 00yJarOIINXCS;

COCTABJICHHE CBOJHBIX CTATUCTUYECKUX OTYETOB M HHBIX OTYETOB Y4EeOHOM
4acTu;

MOATOTOBKA, OPOpMIICHHE OTUETa O CaMOOOCIICI0BAaHUH;

cocrasieHre CIIO-MOHUTOpUHTa TEXHUKYMA.

3.3.3. JlokymeHTaImoHHOe obecreueHrne yaeOHoro mpolecca.

OpraHu3aIys IeJOMPON3BOJICTBA YUEOHOM YaCcTH COTJIACHO HOMEHKJIAType e,
yIOpaBJIeHHE CUCTEMON 0a3 JaHHBIX «YIpaBieHHE 00pa3oBaTebHBIM
IPOLIECCOMY;

NOJITOTOBKA MAaTepUajoB MO (OPMUPOBAHUIO M BBIMIOJIHEHHUIO MEAarornyecKon
HAarpy3Ky, COIJIaCOBAHME UX C 3aMecTtureneM pgupekrtopa no YBP wu
MPEACTABJIICHUE JUPEKTOPY TEXHHKyMa B YCTAHOBJICHHBIC CPOKA WM IO
TpeOOBaAHMIO;

cocTaBJieHHE rpaduKOB JIEKYPCTBA AIMUHHACTPATOPOB B TEXHUKYME;

BEJICHWE KHUTH U y4eT NPHUKA30B MO JABMXKCHUIO KOHTHMHIE€HTa OOYy4aroIIMXcs,



pacrnopspDKeHUN 10 TEXHUKYMY,

— IpUEM Ha apXHMBHOE XPAaHEHUE KYPCOBBIX pabOT oOOyyaroluXcsl COTJIACHO
HOMEHKJIaType A€l TEXHUKYMa;

— o0ecreyeHne BBINOJHEHUS JIOKAIbHBIX HOPMATUBHBIX AaKTOB TEXHMKyMa IIO
BEJICHUIO U 0ODOPMIICHUIO yueOHON JOKYMEHTAINH (KYPHAJIOB YUYEOHBIX 3aHITHIA,
3aUETHBIX KHUXEK U T.11.);

— TMpPEAOCTaBICHHUE CHPABOYHOM HMHQPOpPMAIMH, AHAIUTUYECKUX CIPABOK IIO
y4eOHOMY MPOIECCY U KOHTUHIEHTY 00y4aroIUXCsl B COOTBETCTBUHU C 3alIPOCAMHU
rOCy/1apCTBEHHBIX OPraHOB, AJMUHHUCTPALMU TEXHUKyMa U Jp.

— aHaJu3 HAJIWYMA U 3aKa3 yueOHOW JOKYMEHTAalUU.

4, BzaumoaeiicTBHE U CBA3H

4.1. Co CTpYKTypHBIMH TOApPA3ACICHUSIMH TEXHUKyMa IO BOIpoOcam
ONTUMHU3ALNHU YUEOHON U y4eOHO-OpraHU3alMOHHON JeATEIbHOCTH:

C OTHIEJIOM KaJpOB - IO BOIMpOCaM OOpabOTKH MEpPCOHAIBHBIX JAaHHBIX
npernojaBaTeseu;

c Oyxrantepuei - o Bopocam OIjIaThl TpyAa NpernoiaBaTenei;

C PYKOBOJMTEJIEM METOJMYECKOTO IIEHTpa - IO BOMpocaM pa3paboTKH
Y4€OHBIX IUIAHOB MO CHEUUAIBHOCTSAM, OPTAaHU3AIMA BHYTPEHHETO ayJIUTa
MoApa3/ieIecHud, MOHHMTOPUHTAa M  KOHTpPOJS  KadyecTBa  y4eOHO-
BOCIUTATEBHOTO MpoIecca;

C 3aBEIYIOIIMM OYHBIM OTJIEJICHHEM - 10 BOIIPOCAM OpraHHU3alHuu y4eOHOTO
npotecca, GOpMUPOBaHUS FPYIIII;

C 3aBENYIOIIMM 3304YHbIM OTIEJIEHHEM - [0 BOMNpPOCAM COIVIACOBAaHMSA
Mearoru4eckoil Harpy3ku MpenojaBaTesed, KOOpAWHAIMU PpPACTUCAHUS
y4eOHBIX 3aHITUMN, 3aHITOCTH IMpENoJaBaTee;

C 3aBEJYIOLIMM MPOU3BOJICTBEHHOW MPAKTUKON MO BOIPOCAM OpraHHU3alnu
BCEX  BHUJOB  MPAKTUKH,  JOMOJHUTEIBHOIO  MPO(PECcCHOHATBLHOTO
o0pa3zoBaHus;

CO CHEIMAJUCTOM LEHTpa MHPOPMALMOHHBIX TEXHOJOTHI MO BOIpocam
JKCILUTyaTallud CHCTeMbl 0a3 JaHHBIX «YIpaBieHUE O00pa30BaTEIbHBIM
nporeccom», O0OpabOTKM MEPCOHAIBHBIX JAHHBIX COTPYAHUKOB U
oOy4Jaronmxcs TEXHUKYMa, pa3sMeIeHns uHpopmanuu 0
(GYHKIIMOHUPOBAHUU (€ATEIBHOCTH) YUEOHON YaCTH Ha CaliTe TEXHUKYMA;
C METOJUCTOM Mo ¢uinagaM MO0 BONpPOCaAaM OpraHu3aluu Y4eOHOro
npoiiecca B priinanax TEXHUKYMa;

C OpPraHM3aTOpPOM BOCIUTATENbHON pabOThl MO BOMPOCAM COTJACOBAaHUS U
KOOPAWHALIMU BOCITUTATEIBHBIX MEPOIIPUSITUH.

5. [IpaBa, 0013aHHOCTH M OTBETCTBEHHOCTh

5.1. YyeOHast yacTh OYHOTO OT/ICJICHHUS UMEET MPaBO:

5.1.1. KonTpoaupoBath cOOII0/ICHUE TPYAOBOM M YyUeOHON JUCIUTLIIAHBL;

5.1.2. CBOEBpEMEHHO NPHHUMATH  OpPraHUW3AUMOHHBIE  PEUNIEHUA  NpH
oOHapy>KeHHH HapYIIeHU y4eOHOro Mpoliecca;

5.1.3. BeigBuraTh NpeiiosKeHus 1o yIy4dIlIeHruI0 padoThl yueOHOM YacTu.

5.2. YyeOHasg 4acTh OYHOI'O OTIEIeHU 00sA3aHa;:



5.2.1 KayecTBeHHO ¥ CBOEBPEMEHHO WCMOIHATh CBOM JIOJKHOCTHbBIE
0053aHHOCTH, COTIACHO JI0KHOCTHBIM HHCTPYKLHSM;

5.2.2 CBoeBpeMeHHO 00ecneyMBaTh y4acTHUKOB y4eOHOro mporecca BceMu
HCOOXOAMMBIMM ~ NIOKYMEHTaMH, MHCTPYKLUMSMH ¥  OJaHKAMH  COMIACHO
AOJDKHOCTHBIM 00SI3aHHOCTSAM COTPYAHMKOB y4eGHOM 4acTH;

5.2.3 CsoeBpeMeHHO HH(OPMHPOBATH npernogaBsaTesieil, COTPYAHMKOB M
oOyvarolmuxcss 00 HM3MEHEHHSX BO BHYTPEHHEHl HOPMAaTMBHO — MPaBOBOI
JIOKYME@HTaLIUH;

5.2.4 TIocTOSIHHO COBEPILIEHCTBOBATE CBOE NpodecCHOHANbHOE MacTEPCTRO.

5.3 YueOHasi 4acTh HECET OTBETCTBEHHOCTb:

5.3.1. 3a CBOEBPEMEHHOCTb M KAaUeCTBO BBIMOIHEHUS GYHKIMH, BO3I0KEHHDIX
Ha noapasaesieHue.

5.3.2. EsKeroziHo OTYHTHIBACTCS [0 UTOraM paboThl yueOHO# yacTu.

5.3.3 CreneHb OTBETCTBEHHOCTH KakI0Oro COTpY/AHHKA Yy4yeOHOW yacTu
YCTaHaBIUBACTCS MX JOKHOCTHBIMM MHCTPYKIUSAMHU U HACTOSIIUM [1010KEeHHEM.
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