ABTOHOMHasn HEKOMMep1eckasi npodeccHoHATbHAS obpasoBarelbHas OpraHu3anus
«AKaJeMus TeXHOJIOTHH | yOpaBJieHH s

PACCMOTPEHO YTBEPXJIEHO

Ha 3aceaHnn Ipukasom pekropa
I[lenaroruueckoro cosera ot 30.08.2021 Ne 61 SV
ot 30.08.2021

npotokosn Ne 01

INOJIOXKEHUE
00 y4e6H0-MeTouuecKkom oT e te
ABTOHOMHOIH HeKOMMepHeckoii 00pasoBaTeabHoil opranmanuu
«AKajeMusl TEXHOJIOTHH H yhnpasJieHH )

[Monoxenne 06 Y4EOHO-METOAMYECKOM OTHee ABTOHOMHOI1 HCKOMMEpYECKO# 00pasoBaTepHOif
OpraHM3allul «AKaJeMHs TEXHOJOTHH W YUpaBieHus» (nanee — Ilonoxkenwue, Akanemus)
pa3paboTaHo Ha OCHOBaHUH QezepanbHOro 3aKkoHa ot 29.12.2012 Ne 273-®3 «06 oOpa3oBanum B
Poccutickoit Qenepanumy, npHKasza MunucrepcTBa o0pa3oBaHus u Hayku Poccuiickoii Deneparyu
oT 14.06.2013 Ne 464 «06 yTBepxkacHun Ilopsaxa oprammsanmm u OCYIIECTBJIEHUS

00pasoBaHusA», mpukaza Muno6praykn Poccunm No 885, Munnpocsemenns Poccun Ne 390 or
05.08.2020 «O mpakruyeckoit TIOATOTOBKE ~ OOyyarommxcest»  (BMecTe ¢ «ITonoxenuem o
NPaKTUYECKOMN MOArOTOBKE oOyuaroruxcs»), Verasa Axkanemun.

1. O6mue nonoxenus

1.1. Hacrosimee ITososxenue OUPENCNSCT  1eib, 3aJa4yd, OCHOBHBIE HaIlpaBJIeHUs
ACATCILHOCTH, 1IpaBa, OTBETCTBEHHOCTH PaGOTHHKOB Y4e6HO-MeTomMYecKoro oTena Axanemun.

1.2, Vye6ro-MeTommueckuit otnen (mamee — Otnen) sBnsercs CaMOCTOSATEILHBIM
CTPYKTYPHBIM IOAIpa3eICHHEM AKaeMHUH.

1.3. Otnen PYKOBOACTBYETCS B CBOCHl  JesATEIBHOCTH 3aKOHOJATENbCTBOM Poccuiickoii
@enepanun, Ycrasom Axanemun, Hactogmum Ilonoxennem.,

1.4. O6mee pykoBogcTBO OtzmenoM ocymectsnser 3aMECTHTENL THPEKTOpa MO y4eGHO-
METOXMYECKOH paboTe, KOTOPBIA Ha3sHAauaeTcs Ha AOIDKHOCTD M OCBOGOXIACTCS OT JOJHKHOCTH
[IPHKAa30M peKTopa AKaaeMuw.

2. llestw, 3axa4m AeATeTbHOCTH oTxesaa

2.1. OcHOBHO#H meNBIO AeATeNbHOCTH OTaena sBiaseTcs yueOHOE W MeTomMyeckoe
COITPOBOXKACHHE 00pa30BaTEILHOTO mporiecca.

2.2. OcHOBHBIE 3a1a9H oTzAena:

- obecneueHne yueGHOrO [porecca  y4eOHO-MeTonuYecKoi AOKYyMEHTalueH, y4eOHo-
METOJMYECKMMH MaTepHaIamMy 1 pa3paboTkamu;




- 0000meHne pe3ynbTatoB, aHamms PaboThl W pacmpocTpaHeHHe OmMbITA Yy4eOHOH H y4eGHo-
METOANYECKOH paboThI Axanemun;

- OpraHH3alys CTATHCTHYECKOM U MHOM OTYETHOCTH 110 yqe6Ho-MeTozmquK0My HalpaBJICHHUIO;

- o0ecreueHre B3anMOIeHCTRIS nongpasfiesiecHuid AxkaneMun B Hponecce opraHusanumu y4e6HOro u
METOIIECKOTO COIPOBOKAECHHS 00Pa30BATENILHONO npomnecca

- obecneyenue BBIMOTHEH S Tpebosanmiit ®I'OC CIIO, PabouKX y4eOHBIX IaHOB U Iporpamm;

- OCYWICCTBICHHE KOHTPOIS 3a KA4eCTBOM TIPENONIaBaHus NHCUMILIHH U TPO(eCCHOHAIBHEIX
MoZyJIel;

- OPraHu3alus y4eTa NOCEmAeMOCTH 3aHITH | YCIICBaEMOCTH 00ydaromuxcsi;

- OCYINECTBIICHHE KOHTPOJIS 33 AUCHUILIHHOMN oOyyarormuxcs;

- OPTaHU3AlKS KOHCYIBTAMA U JOIIOJHHTE IbHBIX 3aHSITHIA;

- IIOAITOTOBKA MAaTEPHAJIOB M COCTABJICHHE PaCIHCaHWs 3aHATHH U KOHTPOJIb 32 €TI0 BBIITOJIHEHUEM;

- OpraHM3alus paboTel IO IepeBoy oby9aromuxcs ¢ ygerom YCIIEBAaeMOCTH ¢ Kypca Ha Kypc,
BOCCTaHOBJIEHHUIO, OTYUCIIEHHUIO U BBIIYCKY O0ydJarommuxcs;

- IPOBE/ICHAE HHIMBUYaIbHON PabOTHI ¢ 00yYaromUMuCs 1 uxX POIMTENSAMH.

3. OCHOBHbIe HamnpaBJICHM A ACATEIbHOCTH OTIeJIa

3.1.  Opranusanus TCKYIIEr0 H  NEePCIHEeKTHBHOTO [ITTAHUPOBAHHS  JIEATEIBHOCTH
TICAarOrMYeCKOro KOJUIEKTHRA 10 CBOEMY HAIpPABJICHUIO NEATEIILHOCTH, KOHTPOJIb €ro BBIITOJIHCHHS.

3.2. Opraam3zamus M3YHCHHs M BHEIPEHNUS B y4eOHbIH mpomece IIEPEA0BOro MENarorn4ecKkoro
OTBITA Npenonaparenci AxageMuu, Ipyrux YICOHBIX 3aBECHHMI, HOBBIX TEXHOJIOTHH 00ydeHwus,
IbTCPHATUBHBIX H HHHOBAITHOHHBIX IpOrpamm, y4e0HO-MEeTOqMYECKHX TTOCOGHIL.

3.3. Koopaunamnus paboTsr IIpeTIofiaBaTeNiel, 3aBemyrommx OTACICHUSIMH, TIpecenaTeet
K ® apyrux nemarormueckmx PabOTHUKOB 10 BEmMONHeHHIO O OC, yueGuBIX mmanoR,
pa3zpabotke pabounx TIpOrpaMM U y4eOHO-METOANYECKHX KOMILIEKCOB II0 Y4€OHBIM AUCIHILIHHAM.

3.4. Opranmsanus u NpOBE/ICHNE KOH(EpEeHIHiA, HHCTPYKTHBHO-METOIHYECKUX COBEIaHU,
CEMMHapOB.

3.5. Oxaszamme metommueckoii TIOMOIIM  IpEeTIofaBaTeNsIM 1o BOIpoOCam OpraHu3aIuu u
COBEPIICHCTBOBAHHS y4e0HOrO mporecca, BBIOOPY M IpHMeHeHHMIO dopM, MetomoB u CpencTs
o0ydeHnus.

3.6. Obecneuenne npodeccronansHoOro B3anMoneHc RIS YIacTHHKOB  00pa3oBaTejIbHBIX
OTHOWICHHH 1IPH peaTu3allid  OCHOBHBIX IPOQECCHOHATBHBIX 00pa3oBaTebHbIX IIporpamm,
AOTIOJTHUTEIBHBIX 0011e00pa3oBaTeIbHbIX IIporpamm.

3.7. locemenue yue6HBIX 3aHATHH, 0OCYKIEHHUE C TIenaroruuecKuMy paGoTHHKaMu TIPOGIIEM
IPETOAaBaHH 1 00yYenus,  Tpebyrommx COBCPIICHCTBOBaHHS UX MPO(ECCHOHATHIMA.

3.8. VYuactme B nestensHOCTH IPOGECCHOHANBHBIX  II€ArOrHYecKHX coobuiecTs 1o
00CYXIIEHHUIO IPOGIIEM, CBI3AHHEIX ¢ YIYqIICHHEM KayecTBa  oOydeHuss  u METOIHYECKOTO
CONIPOBOXICHHS 06pa30BaTEIBHOIO MpoLECea.

3.9. ToaroroBka amamuTHYeCKHX CIPaBOK U MaTEpPHAIOB 110 y4ebHOMY u METOJIHYECKOMY
HaIIPaBJICHHIO.

3.10. Odopmienue AOKYMEHTOB O KOHTHHICHTE OOYYalOmuXcs B COOTBETCTBHH ¢
TpeOOBaHUAME HOPMATHBHOM JNOKYMEHTAIlUH 110 Acnonpoussonctey B CIIO, o6pabotka u
CHCTEMATH3ALHAS JOKYMEHTAIUH OT TI0pa3 e IeH i aKaJIeMHH.

3.11. Bripa6otka IIPEJUTOKEHHUM, peKOMeHIammii 1o COBEPIICHCTBOBAHUIO 00Pa30BaTETHHOMN
JEATETbHOCTH B AKaJeMuH.




4. IIpaBa pa6oruukos oTaesa

4.1. 3amecTurens AHMPEKTOPA MO y4eOHO-METOINYECKOM pabote HMeeT npago:

- CaMOCTOSITENIFHO ONPENENATh IeAarorHYecKy OTpaBlIaHHBIE METOIbI U CPE/CTBA 00y4eHus,
00eCIeYHBAIOITE BEICOKOE Ka49ecTBO y4eOHoOro nponecca;

~ Y4aCTBOBATh B 00CYK/ICHHUM H pelieHnn BONIPOCOB fesiTebHOCTH AKaneMun;

- IPACYTCTBOBATh HA BCEX BHIAX Y4eGHbIX 3aHSATHH, a TAKXKe IIPH NPOBEICHAN 9K3aMEHOB H
3a4€TOB;

- 3allpaliuBaTh OT pPabGOTHHUKOB Otnena, menarormueckmx PaboTHUKOB wmHbOpMammo
AOKYMCHTBI, HEOOXOUMBIE 1T peaH3aIHy UCIM ¥ 3a/1a9 OT/eNa;

- /aBaTh DAaCIOPSDKEHHS M yKa3aHMs HENaroru4ecKuM paboTHHKAM MO Bcem BOIIpOCam,
OTHECCHHBIM K €I0 KOMIIETEHITHH;

- BHOCHTD NIPENIOXKEHUS aAMUHHCTPALHE AKalleMHH 06 OpPraHH3AIHOHHOM K MaTepHaAILHO-
TEXHUYECKOM 00ECTICYEHNH eSTeTbHOCTH OTZENa, ero pabOTHHKOB;

- BBIHOCHTh Ha paccmorpenue 11K, metomuueckoro COBE€Ta, IENArorH4ecKoro
COBETa, THPEKTOpa IIPEJUIOXKEHHUS, CBS3aHHBIE ¢ COBEPIIEHCTBOBAaHHEM y4ebHO-
MCTOIMIECKOTO CONPOBOKACHHS 06Pa30BATEILHOrO mporecca.

5. OTBercTBeHHOCTD PadoTHHKOB oTe/1a

5.1. Pabotauku Otaena HECYT OTBETCTBEHHOCTH 3a:

- HCHA/UIeXKallee MCIONHEHWE WIM HEMCIIOIHEHHe CBOMX NIOJDKHOCTHBIX OBs3aHHOCTEH,
IIPETyCMOTPEHHBIX J0KHOCTHBIMH HHCTPYKIUSMH, B OPSIZIKE, yCTAHOBIEHHOM NEHCTBYIOIUAM
TPYZOBBIM 3aKOHOAATENLCTBOM Poccuitckoi Denepanum;

- TPaBOHAPYIICHHS, COBEPUICHHBIE B fiponecce cpoed nesitenbHOCTH, B IIOpSIZIKE,
YCTaHOBJIEHHOM  JeHCTBYIOIHM aIMHHUCTDATUBHBIM,  YIOJOBHEIM g TPaXTaHCKUM
3aKOHOAATEILCTBOM Poccuiickoii Denepanum;

6. BzanmopeiicrBue Otxena c APYTHMH CTPYKTYPHBIMH HOAPa3AeTeHHAME

6.1. Otnen Axanemun B NIPOLECCe CBOEH NIEATETEHOCTH B3aUMOJEHCTBYET C:

- HPCAIMETHBIMH [TUKJIOBBIMH KOMHCCHSIMH;

- IPHEMHO# KOMHCCHEIH;

- 3AMECTHUTEIIEM JUPEKTOPA 110 BOCHHUTATEIBHOM pabore;

- OubIHOTEKOiA.

6.2. Otmen B3aNMOJCHCTBYET C JIOJDKHOCTHBIMH mMnamMu - Axkagemum 1o BOIIpOCaM
COBEPIICHCTBOBAHUA H Y4eGHO-METOIHYECKOro COIIPOBOXIECHHUS 00pa3oBaTeIbHOro npornecca.

7. 33KJHO‘-[HTOJII>HBIC MOJIOKEeHHM s

7.1. Hacrosimee ITosnoxenue BCTYIIACT B CHIly C MOMEHTA €T0 yTBePIKICHHS.
7.2. Bonpockr, He YPCTyIUPOBaHHbIE HACTOSIIMM Ilonoxenwnem, momnexar YPEryJIMpoBaHuIO B

COOTBETCTBHM C JeHCTBYIOmMM 3aKOHOAaTEeNbCTBOM  Poccuiickoii Denepanun, TOKATLHBIMH
HOPMAaTHBHBIMH aKTaMH.
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