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MNOJO’KEHHUE

006 y4eOHO-MeTOAHYECKOM OT/Ie/ie

L O0mHe moJIoKeHHs

Hacrosimee [lonoxkenue o0 yueOHO-meTOAMuUecKoM otaene (nanee - Ilonoxenue)
pa3paboTaHo W YTBEpXkKIEHO, pa3paboTraHO B coOTBeTCTBHMM ¢ DeaepanbHBIM 3aKOHOM OT
29.12.2013 Ne273-®3 «O6 obpazoBanuu B Poccuiickoii ®enepauuu», [Ipukazom MuHucrepcrsa
obpasoBanus ¥ Hayku Poccuiickoit ®enepaumn (Munobpnayku Poccun) ot 01.07.2013 Ne 499
«O0 yrBepikaenuu [lopsaka opranusaluu U ocylecTBIeHUs 00pa30oBaTeIbHON A€ATEIBLHOCTH T10
JIOTIOJIHUTENBHBIM  TIpOdecCHOnaNbHBIM - niporpamMam», Ycrasom OO0  VYyeOublii  1eHTtp
«IIpodeccuonamn» (manee YII[). Hacrtosiee [lonokenue onpenpensier CTPYKTYypy, LeJH,
OCHOBHBbIE 3aJa4H, (DYHKLIMH, [TpaBa ¥ OTBETCTBEHHOCTh Y4eOHO-METOAMYECKOr0 OTjena
(nanee - YMO).

' 1.1. YueOGHo-MeTOAMUYECKHIT OTAEN sABAAETCA TnojpasicieHueM Y4eOHOro ueHTpa
«IIpodeccuonan» no Haanexkamum npaktukam (gajnee YI[) v noguuHsiercs HENOCpeACTBEHHO
pykosoauteno Y1I.

1.2. Hauvaneuuk VYMO HasHauaercs M 0cBOOOXKIaeTcss OT JOKHOCTHM [IPUKA30M
I'enepanpHoro aupextopa YuebHoro nentpa «lIpodeccrnonany mo mpeactaBieHuto /lupexropa
JAIIO.

1.3. PaGoruukn YMO HasHayaroTcs ¥ OCBOOOXKAAIOTCA OT [AOKHOCTH MPHUKA30M
['enepanibHOro aupexropa Yuebnoro uentpa «lIpodeccronany mo npeactaBieHHIO HavalbHUKA
YMO.

YMO B cBoeii paboTe pyKOBOJACTBYETCS:

- Koncruryuueit Poceuiickoii @enepauuu;

- Tpynossim koaexkcom Poccuiickoii @eaepannu;

- (heaepanbubiMu 3akoHaMu Poccuiickoi ®enepaunn;

- ykazaMH u pacnopsukeHusMu [pesuaenta Poccuiickoii ®denepanun;

- IOCTAHOBJIEHUAMH U pacnopsukeHusiMu [IpaButenscTBa Poceuiickoit @enepanmm:

- 3aKOHaMH r. MockBbl 1 MockoBcKoii 061acTu;



- YcraBom YuebHoro nientpa «IIpodeccnonany:

- JIOKQJIbHBIMHM aKTaMu Yu4eOHOro 1eHTpa;

- METOAMYECKMMHU MaTepuaiaMH 0 OpraHu3aluu 00pa3oBaTEIbHOTO MPOLECCa.

1.4. B YMO 10mKHBI XpaHUThCA:

- I[lonuTika u uenm B 061acTu KauecTna;

- PyxoBoacTBo no kauectny:

- BuyTpennue sokanbnblie HOpMAaTMBHBIE aKThl Y4eGHOro 1EHTpa, periamMeHTHpYIOIMe
BBITIOJTHEHHE npoiieccoB B YMO;

- JIOKyMEHTBI 1 MaTepUaIbl 110 BOIPOCaM OpraHM3aluy 00pa3oBaTe1bHOr0 Mpolecca.

1.5. VMO npumensieT B cBoeii paGoTe coBpemeHHble MHMOPMALMOHHBIE TEXHOIOIHH,
CpeICTBA B3aWMOJCHCTBUS M CBS3M; PACCMATPUBAET BO3MOKHOCTH BHEAPEHHS I1€PEIOBOTO
OTEYECTBEHHOrO M 3apy0e)KHOro omeita paboThl B 00JaCTH OpraHM3alMM 00pa3oBaTEIbHOTO
npotecca.

IL Crpykrypa otaena

2.1. Crpykrypy mn mrar  YMO  yrBepkaaer Jlupextop  JIONOIHHUTENBHOTO
[Ipodeccuonansroro O6pazosanus.

2.2. PykosoactBo YMO ocymectBasier HauansHik YMO, a B ero OTCYTCTBHE
(koMaHMpOBKa, OTMycK, OomesHb W T.1.) pabothuk VI, HasHauaembii J{upexTopom
HononuurensHoro O6pazosanus.

2.3. YMO B cBOEM cocTaBe HE MMEET CTPYKTYPHBIX €IMHHIL.

2.4, YueOHO-METOMMYECKMH  OTJAEA  OCYLIECTBIAET  CBOIO  JEATENbHOCTH  BO
B3aUMOJICHCTBHHU CO BCEMH CTPYKTYPHBIMH NOJpas/ie/ieHusaMH Y upex/1eHus, 3a1eHCTBOBAHHBIMH
B OpraHu3auuu 00pa3oBaTe/IbHOIO npouecca B Y4pekIeHHH.

2.5. YuebGHO-MeTOaHUECKHI OTIHEN B CBOEii pabote PYKOBOJCTBYETCSA
3aKOHOJaTeNnbecTBOM Poccwmiickoii ®enepanun, nocranosieHusMu [lpasutenscrBa Poccuiickoii
®ezepaurin B 061acTH  00pa3oBaHMs, HOPMATHBHBIMH M MHCTPYKTHBHO-METOIMYECKUMH
AokymeHTaMn MunuctepcrBa obpasoBanus u Hayku Poccuiickoii ®enepaumu, ®eaepaibHoro
areHTCTBa Mo obpaszosanuio, denepanbHoil ci1yxObl M0 Ha130py B chepe 0Opa3oBaHuA U HAyKH,
Ycrasom YupexaeHus, NPUKa3aMH M PacloOPSKEHHUSAMM IMPEKTOPA, M MHBIMH JIOKAILHBEIMH
aKTaMu YupexJeHus, HacTosimM [TomokeHueM.

11 OcHoBHBIE 321a4H 0TAe]1a

3.1. OcHOBHO! wEBIO YUeOHO-METOIMYECKOTO OT/eNa SBJSETCS COBEPUICHCTBOBAHHE M
OnTHMM3alKs 00pa3oBaTebHOIO IMpoLecca, METOANMYECKoi padothl B YII, MoBbIIEHHE KauecTa
obpa3oBaHMsI.

3.2. OCHOBHBIMH 33/1a4aMi Y4eOHO-METOIMYECKOT0 OT/IE/1A SBIISOTCS:

- OpraHu3alus U METoM4ecKoe odecneueHne odpasoBaTeabHOro npouecca B Y1I;

- MOBBILIEHHE YQPEKTUBHOCTH, KaUECTBA IPOBEACHNS BCEX BUIOB YYEOHBIX 3aHATHIA;

- TOBBIMICHWE MNPOQECCHOHATLHOTO  YPOBHA M IEJaroru4ecKoro  MacTepcTBa
NPOhECCOPCKO-TIPENOIaBaTeIbecKOTo COCTaBa M y4eOHO-BCIIOMOTaTeIbHOTO NepcoHala;

- paszpaboTKa NMPOEKTOB BHYTPEHHMX JIOKAJIbHBIX AKTOB YUpeKIeHWs M MHCTPYKTHBHO-
METOIMYECKHX MAaTepPUaIlOB, PErJIaMEHTHPYIOIIMX OpraHU3aluio 00pa3oBaTeIbHOTO MpoLEcca;

- KOOpAWHALMA AEATENbHOCTH MpodeccopcKo-npenoaasare/ibckoro cocrasa YI[ mo
BOIpOCaM y4eOHO-MeTOINYeCKOH paboTEI.



IV. DYHKUHH 0TIe1a

4.1.  OcHoBHBIMH QYHKUMAMH YueOHO-METOAMUYECKOTO OT/E/A ABIAIOTCA:

- IlnanupoBaHwe, oOpraHu3alus, KOOpJAWHALMA W  OMNEpPAaTHMBHOE  YIpaBJICHHUE
o0pa3oBaTelbHBIM MPOIIECCOM.

- AHanu3 o0pa3oBaTeJbHOIO Mpolecca M pe3yJbTaTOB NMPOMEXYTOYHOW W MTOrOBOI
aTTeCTallMy ciyIaTesiei.

- HWsyuenue, o0oOumeHne © BHEIPEHHE TMEPEAOBOrO OMBITA MO TOBHIIEHUIO
3¢ dexkTuBHOCTH 06pazoBaTeILHOTO MpoLecca.

- KonTpoiss yuebHOro npomecca, MeToaAH4ecKOro obecreyeHns JUCIIUILTHH.

4.2. Opranusanus JeaTelbHOCTH YueGHO-METOANYECKOro OT/Iea:

- 3aKperuiseT JONOIHUTEIbHbIE TPOdECCHOHABHBIE IPOTPAMMEI 38 MPENoIaBaTE/IAMH.

- PaspabGareiBaer CcOBMeCTHO ¢ nmpenojaBaTelsMH paboude [porpaMMmbl 10
JOMNOJHUTENBHBIM NPO(ECCHOHATBHBIM TporpaMMaM ¥ (GOH/IBI OLEHOYHBIX CPEACTB JUIs
NPOBEJIEHHUA POMEKYTOYHOI U UTOTOBOH aTTECTAIINH.

- Cocrapister pacnucanue y4eOHBIX 3aHATHH TPOMEXKYTOYHOW M HUTOTOBOM aTTecTalluu
ciayiuareaed Ha ydeOHbIH ro.

- IlpoBoauT pacuer yueOHBIX 4YacoB M MITATHOrO MPO(ECcCOPCKO-TPENoaaBaTeIbCKOro
COCTaBa U MX paclpe/ie/ieHHe MEKIY HUMH.

- Pacnipeiensier Mesxy npodeccopcko-Tperno1aBaTeIbcKHM COCTABOM M0YacoBoit HOH]I.

- OcyuiecTBisieT y4eT ABHKEHUS KOHTUHIEHTa CJIyLIaTeIei.

- BHOCHT npe/u1ojkeHus 1o KaHaMaaTypaM npejceaaresieif aTTecTallHOHHBIX KOMUCCHI.

- ®opMHUpYeT COCTaBbl ATTECTALIMOHHBIX KOMUCCHIA 110 TIPHEMY HTOTOBOM aTTeCTallHu.

- OcymmecTBiseT OpraHU3alluio U NPOBEEHHE HTOTOBOM aTTECTAIIMH BBIITYCKHHKOB.

- Ilpou3BoauT 3amnojiHEHHE, PEruCTPalM0 M BbLAAYY JAOKYMEHTOB YCTaHOBJIEHHOIO
obpasia o 0MoJIHHATEIBHOM NMpodeccHoHanbHOM 00pa3oBaHuH (Y 10CTOBEPEHHIT).

- Bezer yuer BbimosHeHus y4eOHOH Harpy3ku MpodeccopcKo-TnpenoaaBaTelbCKuM
COCTaBOM.

- Koncynestupyer  mpodeccopcko-npenoaaBare/bckuifi  coctaB M ydeOHo-
BCIIOMOTaTe/bHBIN MEPCOHAI 110 BONpocaM yueOHO-MeTOAu4ecKoi paboTh.

- OpraHu3yet ¥ NpPOBOJUT CEMHUHAPHI M COBELIAHMS 110 BOMPOCAM Y4eOHO-METOINYECKOi
paboTsl.

- OcymecTBiseT NOAroTOBKY 0TYETOB 0 paboTe yueOHO-METOIMYECKOro OTAea.

- OcymiecTBs€T KOHTPOJIb 3@ YCIEBAEMOCTBIO ¥ KAYECTBOM MTOArOTOBKH CJIyLIATENei;

- Ocy1ecTBIAeT KOHTPO/Ib 3a OpraHu3aiueii odpa3oBaTelbHOIO Npolecca;

- Bezer yueOHyr JOKYMEHTAlLMIO M OCYLIECTBISET JIC/JONPOMU3BOACTBO (MPHKA3bI,
BE/IOMOCTH, MIPOTOKOJbI);

- OopmiseT u obecnieuuBaeT XpaHEHUE JIMYHBIX €1 CIIyIaTeIeH.

V. IIpaBa yueOHO-MeTOAHYECKOIO OTAEA.

Havansauk YMO nnst petnenust BO3/10KEHHBIX 3a/1a4 UMEET MPaBo:

5.1. 3anpamuBaTh B nojpasie/ieHHAX Y4eOHOro ueHTpa HHGOPMaLMIO W MaTepHalbl,
He0OX0IMMBIE [/l BBITIOTHEHHMS OCHOBHBIX 3a71a4 ¥ (YHKUHMH yueOHO-MEeTOAHYECKOro oT/ea;

5.2. IlpuBjiekaTe B YCTAHOBJECHHOM IOpAAKE COTPYAHHMKOB MOJpasje/ieHuit YueGHOro
LCHTpa K pa60’rc O TIOATOTOBKEC HCOﬁXOﬂHMHX AOKYMCHTOB M MaTcpHajlOB 110 OpraHu3aliliv v
METOHYECKOMY obecrneueHuI0 00pa3oBaTeIbHOrO Mnpoiecca;



5.3. BHocUTh MNpeanoKeHUs, PEeKOMEHJALMK 10 COBEPIICHCTBOBAHWIO OpraHW3alin
yueOHO-MeToAuYeCKoi paboThI;

5.4. TpebGoBatb M mnosyyaTtb OT BCEX MoApasaeneHuil Y4eOHOro LEHTpa CBEACHWA,
HEOOX0AMMBIE 14 BHITIOTHEHUS BO3/10kKEeHHBIX Ha YMO 3ajiau.

5.5. JlaBaTh pa3bsACHEHMs, PEKOMEHJAlIMH M YKa3aHWsd [0 BOMpOCaM, BXOJAIIAM B
KOMIIETEHLIMIO OT/Iea.

5.6. Ilpeacrasasars pykoBoAcTBY YuebGHOro nenrpa «lIpodeccHoHan» mnpeuioKeHus 1o
YIYUIIEHHIO OpraHu3alni 00pa3oBaTe/bHOTO Mpolecca:

5.7. IlpoBOaMTHL COBELIAHMA M YYacTBOBaTb B COBEILAHHAX, [MPOBOJAMMBEIX B YueOHOM
LIEHTPE 110 BOMpOcaM AeATeIbHOCTH OT/eNa.

VI. OTBETCTBEHHOCTbD

6.1. Hauaneauk YMO HeceT TMUYHYIO OTBETCTBEHHOCTD 3a:

- KayeCTBO M CBOEBPEMEHHOCTH BBINOJHEHMS BO3JIOKEHHBIX Ha MOJApa3/eeHHE 3a1a4y U
GhyHKIMIL, npeycMOTpeHHBIX HacTosmmM [looxkeHneM:

- HEJIOCTOBEPHOCTD JJOKYMEHTALMH, NOAT0TaBIMBAEMOH MOApa3ieeHUEM,;

- HECOOTBETCTBYIOLEE MPUMEHEHUE TeX WM MHBIX MHCTPYKIIMH, TMOJOXKEHHMH W ApYroi
BHYTPEHHEH JOKYMEHTalHU ¥Y4eOHOro HeHTpa:

- HepalMOHAIBHYIO OpPTaHH3alHI0 TPY/I1a UCTIOTHUTEIEH:

- HecoOMI0AeHUE TPY10BOMH AUCLMIUIMHBI pabOTHUKOB MOApa3Ae/ICHHS;

- 3a pasrJialieHue MHPOpMaLUK, COCTABIAIOIENH KOMMEPUECKYIO TailHY.

6.2.  OtBercTBeHHOCTh  pabotHukoB YMO  ycraHaBiauBaercss — AHCTBYHOLIMM
3aKOHO/IATEJILCTBOM U JIOJKHOCTHBIMH MHCTPYKLIHSAMH.

6.3. Hauanenuk u apyrue pabotHukn YMO HecyT nMepcOHaJbHYIO OTBETCTBEHHOCTH 3a
NPaBUIBHOCTE OGOPMISEMBIX HMH [JOKYMEHTOB, HX COOTBETCTBHE 3aKOHOAATEIbCTBY
Poccuiickoit @eneparuu.



