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. O0mme moI0KeHus

1. Hactosmee Ilonoxxenue pa3paboTaHO B COOTBETCTBUU C TPeOOBAaHUSMU
3akona «O0 oOpazoBanmu B PD» ot 29.12.2012 N 273-®3 (B mEHUCTBYIOMICH
penakiun), Ilpukaza MunucrepctBa npocseiienusi Poccuiickoit denepanuu OT
24.08.2022 N 762 «O0 yTBEp>KICHHH TMOpsIKa OpPTaHU3alUUd U OCYIIECTBICHUS
00pa3oBaTeNbHON JAESITENIBHOCTH MO 00pa3oBaTEIbHBIM MPOrpaMMaM CpPETHEro
npodeccruoHanbHOTO 00pa3oBaHUs», YCTaBa TOCYJApPCTBEHHOTO OIOIKETHOIO
npodeccoHanbHOTO  00pa30oBaTeNbHOTO  yupexkaeHusi PocToBckoil obOmactu
«POCTOBCKMI KOJUIEIK KYJIBTYPhI» (J1ajee — KOJUISIK).

2. O4HOE OT/AETIEHHE SABISETCS CTPYKTYPHBIM MOAPA3ICICHIEM KOJIISIKA.

3. Ha ouyHOM oOTHENEeHHMH OCYHIECTBIIAECTCS IOATOTOBKA CHEIHAJINCTOB
cCpeaHero 3BeHa 0a30BOr0 U YriayOJIEHHOTO YPOBHEM IO HECKOJbKUM
CHEINATBHOCTSM, OMNPECIIeMbIM TOTPEOHOCTSIMU PEruoHa, C OTPBIBOM OT
MIPOU3BO/ICTBA.

4. PykoBOJICTBO OYHBIM OTJAEJICHHEM KOJJIEAKAa  OCYIIECTBISETCS
3aBeIyIOIINM, Ha3HAYaeMbIM JUPEKTOPOM KOJITIEIKA.

5. 3aBeAyroNIui OYHBIM OTACICHUEM HECET OTBETCTBEHHOCTD 3a BCIO PadOTy
OTJICJICHUS U TIOJYUHACTCS HEMOCPEICTBEHHO 3aMECTHUTENIO AUPEKTOpa KOJUIeIKa
o yueOHoi padore.

6. [esaTenbHOCTh OYHOTO OTAENICHUS KOJUIeIKa MPOBOJUTCS MO IUTaHAM
paboThl, €XKETOTHO YTBEPKAAEMbIM JUPEKTOPOM KOJLIEIKA.

7. JlearenbHOCTh pPAOOTHUKOB OYHOTO OTHEJIECHUS pErjaMeHTUPYeTCs
COOTBETCTBYIOIIMMU JOKHOCTHBIMU MHCTPYKITUSIMHU.

8. OOpazoBaTenbHas ACATETLHOCTh Ha OTIEJICHUHM OCYIIECTBISETCS B
COOTBETCTBUM C TpO(ECCHOHATBHBIMA  00pa30BaTEIbHBIMU  IIPOrpaMMaMu
crenuaibHOCTEeW U rpauKoM yueOHOro npoluecca.

1. OcHOBHBIE LIEJIH U 321241 OYHOI'0 OT/IEJICHUSA

9. Ilenpro (YHKIMOHUPOBAHUS OYHOTO OTICICHHUS SIBIISICTCS pean3arius
IPOrpaMM TOATOTOBKH CITCIIHAJMCTOB CPETHEr0 3BEHA I10 CICIHAIBHOCTSIM B
COOTBETCTBUH C TpeOOBAHUAMU denepaabHBIX roCyAapCTBEHHBIX
o0pa3oBaTeNbHBIX CTAHIAPTOB CpeaHEro MpodecCHOHANTBHOTO 00pa3oBaHUs
(manee — ®I'OC CIIO) ¢ uenblo KOMIJIEKCHOTO OCBOCHHS CTYJICHTAMU BCEX BUOB
npodecCHOHANIbHON JAesiTenbHOCTH 1o crienuanbHocTsM CIIO, peanmsyeMbiM Ha
oT/AelIcHNH, (QopMHpOBaHUSA OOMMUX W NPOPECCHOHATBHBIX KOMIIETEHIIHH,
nprUOOpeTeHHs] HEOOXOIMMBIX YMEHHUMN U OTbITa TPAKTUYECKON pabOThI:



- obecrnieueHre KOHTPOJISI MPaBUJ BHYTPEHHETO paclopsaka CTyIeHTaMU
OYHOI'0 OTJEJICHHsI KOJIeKa;

- OpraHu3alys TEKyLIEro KOHTPOJS, MPOMEXKYTOYHOH U HUTOTOBOM
aTTeCTallMu CTYACHTOB OUYHOTO OTICIICHUS;

- OpraHM3anus CTHICHIHAIFHOTO O00ECNeueHUs CTYAEHTOB OYHOTO
OTJCNICHHUS,

- KOHTPOJIb 3a BBIIIOJHEHHEM PACIHMCAHUs 3aHATHI NpernojgaBaTeNsiMU U
CTYZICHTaMH OYHOTO OTJICJICHUS;

- obecrieyeHne eAMHOTO MOPsiIKa JOKYMEHTHUPOBAHUS;

- KOHTPOJIb 32 UCIIOJIHEHUEM JOKYMEHTOB;

- TOATOTOBKA U Mepeiada B apXUB TIOKYMEHTOB B YCTAaHOBIEHHOM TMOPSIKE;

- pa3paboTKa W BHEIPEHHUE HOPMATHBHO-METOIMYECKUX JOKYMEHTOB,
HAIPABIIEHHBIX HA ONTHUMH3AINIO PA0OTH HA OYHOM OT/CIICHUH;

- NPEAOCTaBICHHE OTYETHOCTH B JPYTHE BBILIECTOSALINE OPraHU3allUU B
YCTAaHOBJIEHHOM TIOPSIIKE M B CPOKH, OIPENEICHHbIE pPacHoOpsSAUTEIbHBIMU
JOKYMEHTaMHU BBIIIECTOSIIIUX OPraHOB TOCYJAapCTBEHHOW BIACTH M Camoro
y4eOHOro 3aBElIeHUs, a TaKXKe JAPYTUMHU JIOKYMEHTaMHM IO BOIIPOCaM OYHOIO
00y4eHHUs CTYJIEHTOB.

I1l. ®yHKIMH 09HOTO OTAEJEHUS KOJLJIeIKA

B cooTBeTcTBUM ¢ 3ajayamMu OYHOE OT/ACJIICHUE KOJUIC/XKA BBIMOJIHSIET
CIICAYIOIINE OCHOBHBIE (DYHKITUU:

10. TIpuem MOKYMEHTOB CTYJCHTOB HOBOTO Ha0Opa Ha OYHOE OTJCIICHHE
KOJUIEII’KA OT MPUEMHOW KOMHUCCHHU.

11. OdpopmiieHne IMYHBIX €] CTYJEHTOB HOBOTO Habopa.

12. Pacnipenenenue CTyIEHTOB HOBOTO HabOpa 1Mo Y4eOHBIM TPYIIITaM.

13. TloaroroBka u odopMiieHHE TOKYMEHTAIlMd Ha OYHOM OTICICHUHU
(CTylleHUYeCKUX OWJIETOB, 3aYETHHIX KHUXEK, ai(aBUTHOM KHUTH, KYpHAJIOB
y4eOHBIX 3aHSATHUN, HWTOTOBBIX M HSK3aMEHAIIMOHHBIX BEIOMOCTEH M TpoYeH
JIOKyMEHTAIUN).

14. TlonrotoBka M OQOpPMJIEHUE BBIMYCKHBIX JOKYMEHTOB (JMIIOMOB,
MIPWIOKEHUH K JTUTIIIOMY, CIIPaBOK 00 OOYYEHHH U MPOUYCH JOKYMEHTAITNH);

15. TloaroroBKa MPOEKTOB MPUKA30B:

— pacnpeneneHus Mo y4eOHbIM TPYIIaM CTYJACHTOB OYHOTO OTICICHUS
HOBOTO HabOpa;

- HA3HAYCHMs] CTYIEHTOB OYHOIO OTIEJICHUS CTapOCTaMH Y4eOHBIX
TPYIIIL;



- nepeBoaa CTyaCHTOB OYHOI'0 OTACJICHHA Ha CJIC,ZIYI-OIHI/Iﬁ KYypC II0
uTroram HpOMG)KyTO‘-IHOfI aTTeCTalluu,
- HasHa4YCHHA CTYACHTOB OYHOI'O OTACJICHUA HAa CTUIICHIUIO,

- nepeBoaa, OTYUCICHMA W BOCCTAHOBJIICHHMA CTYACHTOB  OYHOIO
OTACJICHUSA KOJIJICIXKA,
- BBIITYCKA MOJIOABIX CIICOHUAIIMCTOB I10 CIICHUAJIBHOCTAM.

V. IIpaBa 1 06513aHHOCTH PA0OTHUKOB OYHOT'0 OT/AeJeHHUsT KOJJIeKA

16. HepCOHaH CJ'Iy}K6I)I OYHOT'O OTACJICHUA KOJUICIKA, KaK ITPpaBHUJIO, COCTOUT

u3:

- 3aBEJIYIOILIETO OYHBIM OTIECICHUEM;

- ceKkpeTapsi yueOHOI YacTu.

17. 3aBeayronuii OYHBIM OTIIEJICHHUEM HMEET MPaBO B NpEjeiiax CBOEH
KOMIIETCHIIUU:

— BHOCUTh HW3MEHEHHMS B  paclHCaHue 3aHATUH B  Clydasx
MIPOU3BOJICTBEHHON HEOOXOIUMOCTH;

— MPUHUMATH YYaCTHUE B MTOJTOTOBKE MATEPUATIOB K PACCMOTPEHUIO Ha
[I€1arOrNYE€CKOM COBETE KOJUIEIKA,

- NPUHUMATh Y4acTHE B pab0Te METOIMYECKOTO COBETA KOJIJIS/IKA,;

— BHOCHUTD MPEJJI0KEHUS IO COBEPIICHCTBOBAHUIO YUEOHOTO MTPOLIECCa;

- BHOCUTH MPEUIOKEHUS IO OpraHu3aluu padOThl CTUNIECHANATBHON
KOMMCCHU,

— MPUCYTCTBOBATh Ha JIOOBIX YUEOHBIX 3aHATHUAX CTYICHTOB OYHOTO
OTAEJEHUS KOJUIEIKA;

— MPUBJICKATh K JUCHUIUIMHAPHOW OTBETCTBEHHOCTH CTYIEHTOB 3a
HapyueHus: Ycrasa u [IpaBui BHyTpEHHETO pacnopsiika CTyI€HTOB KOJUIEIXKA.

18. 3aBenytomuii OYHBIM OT/ICJIEHUEM O0sI3aH:

- OPraHu30BaTh M OCYILIECTBIATH KOHTPOJIb MOATOTOBKHM K HOBOMY
y4eOHOMY Toa1y;

- COCTaBJIATH PACIIMCAHUE;

- OCYWIECTBIIAITh  KOHTPOJb 32 IIOATOTOBKOM  JOKYMEHTAIlMU K
3K3aMEHAIMOHHBIM CECCHSIM;

- OCYIIECTBIISITh  KOHTPOJb 32 TMOATOTOBKOM JOKYMEHTAIlMU K
MPOBEACHUIO  TOCYJAPCTBEHHOM  HUTOTOBOM  TOCYJApCTBEHHOM  aTTECTALUU
CTYCHTOB;

- 00€eCIeYnTh BBIMOJHEHUE YYEOHBIX IUIAHOB MO CIENUATIBLHOCTIM
CIIO, peanuzyemMbIM B KOJUIEHKE MO OYHOM (hopme 00yUueHus;



- OpraHU30BbIBATH u OCYIIECTBIISATh TEKYIIHM KOHTPOJIb
00pa3oBaTeNbHOM NEATEILHOCTH HA OYHOM OT/CIICHHH,

- COCTABJISITH TJIaHBI PAOOTHI OYHOTO OT/EIICHUS;

- OpraHW30BaTh YYEOHYI0O W BOCIHTATEIbHYIO pabOTy Ha OYHOM
OTJICJICHUU ¥ PYKOBOIUTH €I0;

- OpraHW30BaTh YYeT YCIIEBAEMOCTH U IIOCEMIAEMOCTH CTYJIEHTOB
OYHOTO OTJICTICHUS;

— OCYUIECTBJISITH KOHTPOJIb 3 AUCIUIUIMHON CTYJICHTOB;

— o0ecreynuTh KOHTPOJb ydeTa JIBUXKEHUS KOHTHHIEHTa CTYACHTOB
OYHOT'O OTJICTICHUS;

- BECTH y4eT PabOTHI IO OTACICHUIO;

- o0OecreynTh TOJTOTOBKY  MAaT€pHAJIOB K  PAaCCMOTPEHHIO  Ha
MeJarOTHIECKOM COBETE;

— MOJITOTABJIMBATH MPOEKTHI MPUKA30B 10 OYHOMY OT/IEJICHHUIO;

- OCYIIECTBJISITH KOHTPOJIb 32 MOATOTOBKOM JOKYMEHTAIIMH K BBITYCKY
CTYJICHTOB;

— OCYIIECTBIISATh  KOHTPOJb  3a  JIMKBUAAIMCH  aKaJeMHUYECKUX
3aJI0JDKEHHOCTEN U Ka4eCTBOM 3HAHUM CTYJICHTOB OYHOTO OT/CIICHHUS,;

— IPOBOJUTE Oece/bl B yUeOHBIX TPYIINaX;

- MIPUHUMATh Y4aCTHE B pad0Te CTUTICHANATBHON KOMHUCCHH.

19. Cekperapp yueOHOI 4acT IMEET MPABO:

- BHOCHUTH TPEIJIOKCHUS TI0 COBEPIICHCTBOBAHUIO Pa0OTHI  OYHOTO
OTJICTICHUS KOJUIEIKA,;

- NMPUHUMATHh y4YacTHE B paboTe CO CTyJIEHTAMH OYHOTO OTHEJCHUS B
npeienax CBOeH KOMIIETCHIINH.

20. B o0s13aHHOCTH cekpeTapsi y4eOHOM 4acTu BXOIUT:

- 0(hOpMIICHHE JTMYHBIX JCJI CTYJICHTOB OYHOTO OTACIICHHUSI HOBOTO Ha0O0pa;

- TIOJITOTOBKAa U O(DOPMIICHHE 3aUETHBIX KHIKEK U CTYJECHYECKUX OUIIETOB
CTYJICHTOB OYHOTO OTJICJICHUS;

- MOATOTOBKA JOKYMEHTOB K BBITTYCKY CTYJICHTOB OYHOTO OTJICJICHUS;

- odopmiileHne UIT CHaYM B apXUB JIMYHBIX JIET CTYJCHTOB OYHOTO
OTJICJICHHSI,

- BeJICHHE ai()aBUTHON KHUTH 00YYaIONTUXCS CTY/ICHTOB,;

- 0(hOpMIICHHE YUETHO-OTYCTHOU JOKYMEHTAITHH,

- JIOKJIaJl PYKOBOJICTBY 000 BCEX BBISABIICHHBIX HEJIOCTAaTKaxX B Mpeesax
CBOEM KOMIIETCHIIUH.



V. OTBETCTBEHHOCThH MEPCOHATA OTHOI'0 OTACJICHUA

21. 3aBepyromuii OTJEICHUEM HECET OTBETCTBEHHOCTH 3a PabOTy OYHOTO
OTHEJCHUS W OTYUTBHIBAETCA O CBOEW JEATENBHOCTH TMEped JUPEKTOPOM
TEXHUKYMa, 3aMECTUTENIEM JUPEKTOpA Mo yueOHOI paboTe;

22. 3aBenyroniuii OT/EJICHUEM HECET OTBETCTBEHHOCTh 33 KaUECTBEHHOE U
CBOEBPEMEHHOE MCTIOJTHEHUE CBOMX JTOJDKHOCTHBIX 00S3aHHOCTEH.

23. Cekperapb y4eOHON YacTH JTHEBHOIO OT/AEJECHUS HECET IMOJIHYIO
OTBETCTBEHHOCTh 33 KaU€CTBO U CBOEBPEMEHHOCTD BBITIOJIHEHUS BO3JIOKEHHBIX Ha
HEro 00s3aHHOCTEH B COOTBETCTBUU C JOJHDKHOCTHOM MHCTPYKIIMEH M HACTOSALIUM
[TonoxeHnueM 1 AOKIABIBAET O CBOEH paboTe 3aBEAYIOIIEMY OYHBIM OTJEICHUEM.

V1. BzaumopeiicTBHe CO CTPYKTYPHBIMH NOAPA3/AeTCHUSIMU KOJLJIEIKA

24. O4HOE OTACIICHHWE KOJIIEIKa B3aUMOJCHCTBYET C OHMOIHMOTEKOW 1O
BOIlpocaM  oOecrieyeHus: y4eOHOM U y4eOHO-METOJAMYECKOW JIMTepaTypoi
CTYJICHTOB.

25. OgHOe OTAeNeHHEe KOJUIeIKAa B3aUMOJCHCTBYET C 3aMECTHTEIIEM
JTUPEKTOpa M0 BOCIUTATEILHON paboTe 1Mo BompocaM MPOoPUIaKTHIECKON pabOThI
IIpaBOHAPYIICHUH, OpraHu3aldd padOThl CTYJASHYECKOTO CaMOYyMpaBJICHUS,
y4acTHs CTYACHTOB B KyJIbTYPHO-MaCCOBBIX U CIIOPTHUBHBIX MEPOTPUSITHUSX.

26. OuyHoe oTHeneHHe KOJUIeHKa B3aMMOJICHCTBYET C 3aMECTHTEIIEM
JTUPEKTOpa IO MPAKTUKE MO BOMPOCAM pacTpeecHUs] CTyICHTOB Ha Y4eOHYIO,
MIPOM3BOACTBEHHYIO W TPEIJAUIUIOMHYIO TPAKTUKH W OpPTraHU3aIMi PYKOBOJICTBA
VM.

27. OuHOe OTHEeJeHHEe KOJUIeIKa B3aMMOJICHCTBYET ¢ OyXrajaTepuen IIo
BOITPOCAM BBITIJIATHI aKaJICMHUYECKUX U COITMATBLHBIX CTHUIICHIU.

28. OuyHoe oOTHeneHHE KOJJIeMKa B3aUMOJICHCTBYET C KIIACCHBIMHU
PYKOBOJUTEISMH 0 OPTraHM3alluk YIeOHO-BOCIIUTATEIbHOW PabOThl B TPYIIIEC U
BEJICHUIO IOKYMEHTAIINH.

VIl. JokymeHTALIUSI O4HOTO OT/IeJICHUS

Ha otnenennn Benercs ciemyromnias J0KyMEHTAITHS:
29. XKypHansl yueOHBIX 3aHATH;

30. Kuawnra aBmkeHUs] KOHTHHTEHTA CTYICHTOB;

31. AndaButHas KHUTA CTYACHTOB.

32. BeqomocTH ycrieBaeMOCTH CTYJIEHTOB OTJICJICHUSI:



- AK3aMEHalMOHHBIE (0 pe3yIbTaTaM MPOMEKYTOUHOM aTTeCTalUN ).

— 0 pe3yJibTaTaM KypCOBOT'O MPOECKTUPOBAHUS;

— no pe3yjabTaTaM y4eOHOW U MPOU3BOACTBEHHOM, MPEITUIIIIOMHON
PAKTUKY.

33. 3adeTHbIE KHIKKHU CTYACHTOB, CTYICHUECKHE OMIICTHI.

34. XKypHan perucTpanuu UCXOAIICH KOPPECTIOHCHITNN OTACIICHUSI.

35. [1manbpl paboOTHI ¥ OTYETHI O pabOTE OT/ICTICHUSI.
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