qy JTI0 «asmpom OHYTL» YTBEPXKIAIO

OTHEJIT1I0 PASPABOTKE U1 DKCIIEPTU3E
YYEBHO-METOJUYECKUX
MATEPHAJIOB

IMOJIOKEHHUE OB OTAEJIE

1. OBIIHUE ITOJOXEHHUA

1.1. Ormen no paspaboTke yd4eGHO-METOAMYECKMX MaTepHaoB (Jajnee — OTIeN)
ABILACTCA CTPYKTYpHBIM monpaspeneauem 4V JIIO «l'asmpom OHYTL» (nanee —
Yupexnenue).

1.2, Orpen cospaercs u TMKBUIUPYETCS MPUKA30M JUPEKTOpa Y UpeKIeHHUS.

1.3. B cBoel NeATENBHOCTH OTEN HENMOCPEINCTBEHHO MOMYMHSICTCS 3aMECTHTENIO

JUpEKTOpa YUpesKIeHHU.
1.4. B cBoeit 1eATe/IBHOCTH OT/Ie PYKOBOACTBYETCSL:

— YcraBoM YupexneHus,

— HACTOSIINM II0JIOXKEHHEM;

— JIOKaJIbHBIMH HOPMATHBHBIMU aKTaMH Y UPEIKICHHUS;

— PyKOBOJCTBOM 110 Ka4ecTBY YupesKIeHHs;

— HOpMaTUBHBIMU akTaMu ITAO «l'aznpomy;

— NCHCTBYIOIMM ~ 3aKOHOZATENBCTBOM, B TOM UHCIE IIPODECCHOHAIBHBIMH
CTaHJapTaMH II0 BOIIPOCAaM, OTHOCAIIMMCS K AESTeIEHOCTH OTJIENA,

— HOPMATUBHBIMHU aKTAMU OPraHOB MCIIOJHUTEILHOMN BIACTH,

2. CTPYKTYPA OTAEJIA

2.1. CTpykTypy M mITaTHOE paCIICaHNE OTIENA YTBEPIKIACT JUPEKTOp YUpesKIeHHs.

22.B  cTpykTypy oTmena  BXOZMT  060coGlieHHOE [oJpasielieHue ¢
MECTOHaxOxacHueM B 1. Mocksa — I'pynma mo pa3spaGorke y4eGHO-IIPOrpaMMHOMN
JOKYMEHTAIMH,

2.3, Otzen BO3INIABNACT HAYANBHUK OTJ/E/1a, HAa3HAYAEMbINH Ha JOKHOCTD IIPUKa30M
AupexTopa Yupexjaenus. HavansHuky OTHeNa NOTUMHSAIOTCS BCE pabOTHUKM oOT/ENA.
HauansHuK oTH€Ma peanusyeT npaBa U HECET OTBETCTBEHHOCTE 3a AEATENLHOCTD OT/IEIA.

2.4. PaboTHHKY OT/IeNIa HA3HAYAIOTCS ¥ OCBOOOMKIAIOTCS OT 3aHAMAEMOM JTOIDKHOCTH
IPHUKA30M JUPEKTOpa Y YpeKAeHUS 110 TPe/ICTABICHUIO HaYyaIbHUKA OT/IeNa.

2.5. HauanpHuk oTena:

— OCYIICCTBIIACT HEIIOCPENCTBEHHOE PYKOBOJCTBO OTACIOM, OPTaHU3YeT ero paboTy
U HECCT NEPCOHAILHYIO OTBETCTBCHHOCTH 3a BBIIOMHEHHE BO3JIOXKEHHBIX HA OTIE
TTOJIHOMOYMH, @ TAKXKE 33 COCTOSHUE MCTIONHUTEIECKON JUCIUTUTMHEL B OT/ACIE;

— OPraHMU3yeT KAaYECTBEHHOE BBIMIONHCHUE B YCTAHOBIICHHBIC CPOKH IOPYYEHHH
PYKOBOJICTBA YUpPEKIEHHUS 110 BOIIPOCAM, BXOAIIIMM B KOMITETEHIIHIO oTHena;

— YUACTBYCT B yCTAHOBJICHHOM IOPSJKE B COBEIIAHMUAX, TPOBOJUMEIX THPEKTOPOM
YUpEXICHUs U €0 3aMECTHTEIISIM I10 BOIPOCAM, BXOAAIINAM B KOMITETCHIIHUIO OT/aena;

— MPEACTAB/IACT B YCTAHOBICHHOM IOPAJIKE JTUPEKTOPY YUpPEKACHUS HPEIOKSHNS
O CTPYKTYpEC ¥ IITAaTHOM pPaclHCaHUM OT/E/a B IIpe/ieNiaX, YCTAHOBICHHBIX YHCIEHHOCTH U
(onna omtate Tpyaa;



— NIPEICTABIACT IPEUIOKECHUS IUPEKTOPY YUPEeXIEHHUS U €ro 3aMEeCTHTENSIM I10
BOIIpOCaM, BXOIAIIMM B KOMIIETEHILIMIO OTJEIa, B TOM UYHCIE B YaCTH COOTBETCTBHSA
TpeOOBaHUAM M MPUOPUTETAM BHEAPEHUS B TIPOIECCH JNEATEJBHOCTH Y UpPEHIACHUS
COBPEMEHHBIX UH(OOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTMH M CPEICTB  HX
obecreyeHus;

— pacnpeaenser 00A3aHHOCTH MEX Ty paboTHHKaMH OT/Iea;

— B COOTBETCTBUHU C YCTAHOBJICHHBIM B YUPEXKICHUU IOPSIKOM IEIOMPOU3BOICTBA
BU3MPYET IIPOEKTHl OPraHU3alMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB M CIY)KEOHBIX
TIHCEM;

— NPEACTABJISIET B YCTAHOBJICHHOM IIOPANKE IMPEIJIONKEHHS O Ha3HAYCHWM Ha
JOJDKHOCTE U 00 0CBOOOYKICHUH OT JOJDKHOCTH, O BPEMEHHOM HCIIOJIHEHHH 00S3aHHOCTEHA,
O TOBBIIICHUHM KBaJIM(pUKALMHK, MOOLIPEHUH pPaOOTHUKOB OTIeNa M HAIOKEHHHM Ha HUX
TUCUMIUIMHAPHBIX B3LICKAHUIA,

—o0ecreunBacT  pacCMOTPEHME  IIOCTYNMBIIMX B YUpeXIeHHE IPOEKTOB
JOKYMEHTOB, a TaKkXKe IIOArOTOBKY 3aKII0YeHHH (OTBETOB) Ha HUX 110 BOIIPOCAM, BXOIALIM
B KOMIIETEHLIMIO OT/IE)Ia;

— IPUHUMAET Mephl 10 OOECICYEHUI0O HEOOXOMMMEIX  YCIOBHM  paGouei
JEATENBHOCTH OT/IENIA;

— OCYUICCTBIIACT HHEIC ITOJIHOMOYMS, NPEAYCMOTpEeHHbIE HacToSmuM IlooxkeHueM,
MOPYYCHUAMH JUPEKTOpa YUpeKIEHHA M KypPHPYIOIIETO 3aMECTHTeNs JHPEKTOpa
YupexaeHus.

2.6. B cinyuae BpeMEHHOrO OTCYTCTBMS HAdalbHUKA OTHENa €ro O0A3aHHOCTH
WCTIONHACT OJMH W3 pabOTHMKOB OTAENa B COOTBETCTBHH C MPHUKA30M JUPEKTOPA
YupexaeHus.

2.7. JTomxHOCTHBIE O0S3aHHOCTH PaGOTHUKOB OT/ENA OMPEIeSHOTCS BHYTPEHHUM
TPYIOBEIM ~ PACHOPSIKOM — YUPEKIEHHUs, JOKHOCTHBIMH HHCTPYKIMAMH, TPYIOBLIM
JIOTOBOPOM.

3.3AJTAYU OT/JEJIA

OcHOBHBIMHM 33JJauaMH OT/IENa ABJISAIOTCS;

3.1. ©opmupoBaHKE aKTyalbHEIX TEMATHK Oy IyIHX pa3spaboToK YupeKIeHus.

3.2. Cosnanue y4eOHO-POrPaMMHOM TOKYMEHTAIUH, HOPMATHBHBIX JOKYMEHTOB,
METOJINYECKUX MaTEPUANIOB, PEKOMEHJAIMA M MHBIX Yy4eOHO-METOIMIECKUX MaTepHaoB
(manee — YMM) ¢ yuetom DeiepanbHEIX TOCYIAPCTBEHHBIX 06Pa30BaTEIEHBIX CTaH/IapTOB,
MPO(ECCHOHANBHBIX CTAHJIAPTOB, KOPIIOPATHBHEIX (GUPMEHHBIX) CTAHIAPTOB, CTAHAAPTOB
MPO(ECCHOHANLHOrO 00ydYeHHs 1o mpodeccun pabounx U TpeGOBaHMI 3aKOHONATENBCTBA
Poccuiickoit ®enepariuu.

3.3. Opranusanus 1 IpoBeJIEHUE METOMMIECKO IKeepTH3El YMM.,

3.4. Opranusauus MOBBINICHHS KBanubuKalmu paGOTHUKOB 06PA30BATENBHBIX
noapasaeneHnit ITAO «I'asrpom» o mpobiemarrike pazpaborku YMM.

3.5. Cozpanne, Bauuanus ¥ 9KCIEepTH3a KOMIUIEKTOB OIEHOYHBIX CPEICTB (faiee —
KOC) mis nposesieHns He3aBHCHMON OLEHKH KBATH(UKALH, a TAKKE KOHCYNETUPOBAaHHE
H METOIMYECKOE conpoBoxaecHue coznanns KOC.

3.6. Oxaszanue HHOOPMAIMOHHBIX, KOHCYJIBTAIIHOHHEIX, JKCIIEPTHBIX YCIIYT,
METOJIMYECKOH W  MPAKTHYECKOH IIOMOINM IIpM  pealu3alld  JOMOJTHHTEIbHBIX
00pa30BaTEIbHBIX IPOIPAMM.

3.7. Yyactue B MEPONPHATHAX, IPOBOAMMEIX B YUPEXKACHHH, B COOTBETCTBHU C
YTBEPXKACHHBIMH ILIaHAMH.



3.8. BeimonHeHue Mep, HAIPABIECHHBIX Ha IIOANEPIKAHHE LEJTOCTHOCTH CHCTEMEI
MEHeKMeHTa KadecTBa Yupexaenus (mamee — CMK) u ee pasBuTHe, B paMKax
OCYIIECTBICHHUS Mpoliecca poussoacTea Y MM.

4. DYHKIIUHU OTAEJA

OcHOBHBIMH QYHKITMAMHU OTAEIA SABIAIOTCH:

4.1. Pazpabotka YMM 1o akTyalbHBIM HalpaBieHUsM oO0ydYeHHs IIepcoHana
Kommanuu, qouepnux oOmiects U opranuzanuii [ITAO «I'azmpom».

4.2. Meroaudeckas skcreptusza Y MM,

4.3, Cornacopanue YMM c¢ Munnpocemenusi Poccuiickoit ®enepanyu (npu
HEOOXOIUMOCTH), MPOUYUMH (eAepaTbHBIMH KOHTPONBLHBIMU OpraHaMy, IPOQHIbHEIMU
HenaprameHTaMd W JodepHUMH opraHusanmaMu ITAO «l'asmpom» ¢ mocieayromum
yrBepokaeHeM YMM B [lemapramente 715 ITAO «l"asmpom».

4.4, Pazpaborka u skcrneptuza KOC pmnsg He3aBUCUMOM OIHKM KBanu(HKaIuu
pabOTHUKOB HE(PTETa30BOT0 KOMILIEKCA.

4.5. PazpaGoTka HOPMAaTHBHO-METOAMYECKOH  JOKYMEHTAlMM TIO0  MPOQMIIO
JesITeIbHOCTH OTIeNa.

4.6. YuacTde B IIOATOTOBKE KOPIIOPATMBHOM arrecTanuu  00pa3oBaTebHBIX
nojpazenenuii nodepuux obmects [TAO «lasmpom» u GUPMEHHO# (KOPHOPATUBHOI)
aKKpeUTAllUd MEeJarorM4ecKuX pabOTHHKOB, OCYLIECTBISIONIMX 00pa3oBaTEIbHYIO
JeATeNbHOCTh B CHCTEME HENPEPBIBHOTO (PHPMEHHOTO MpOo(eCcCHOHATBHOT0 00pa3oBaHUs
nepcoHana [TAO «I"aznpom» (nanee — CHOIIO).

47. Anamuz 3aMeuyaHWN W TIPEUIOKEHHN [OuepHMX OOINECTB W OpraHH3aIluii
[TAO «l'azmpom», obpazoarensHbix opranuzanuiit CHOIIO o paspadorke YMM.

4.8. VYcrpaHeHHe HECOOTBETCTBUII 10 3aMEYaHUSAM JOYEPHHX OOIIECTB H
opranuzanuit [IAO «["aznpom», oGpaszoBaTtenbpHBIX opranuzanuid CHOIIO.

4.9. IlpoBenenne 00y4arolKMX CEMUHApPOB IO BolpocaM pa3padorku YMM u ux
HCIIONB30BaHU.

5. IIPABA OTAEJIA

Otnen uMeeT npaso:

5.1. 3anpamuBaTh B YCTAaHOBJICHHOM IIOpSAKE OT CTPYKTYPHBIX IOJpa3AeiIeHUH
Yupexaenus uHQoOpManuio (MaTepuansl) IO BONpoOcaM, BXOIAAUIMM B KOMIIETEHLIUIO
OTIENa.

5.2. 3HaKOMHTHCS € IIPOEKTaMU JOKYMEHTOB, a TaKXKe IPUHUMATH YYaCTHE B
pa3paboTKe U COTIacOBaHMM JOKYMEHTOB, KaCaloIIHUXCs AEATENEHOCTH OTAeNA.

5.3. OOpamarbea K pyKOBOACTBY YUpEXKICHHA C IPEATIOKESHUIMHU II0 BOIPOCaAM,
BXO/MIIMM B KOMIETEHIMIO OT/AEA.

5.4. OOpaiarbcs K pyKOBOACTBY YUPEXIEHUS € IIPEUIOKEHUSIMU O TIPUBJICUECHUH
CIELWAIMCTOB APYTHX IIOApa3JeiNeHUd YupexIeHus, a TaKKe CIEeHUATUCTOB IPYrux
OpraHU3alyii, B X0/1€ OCYILECTBICHUS NEATCIBHOCTH OTCIA.

5.5. DBnocuTh nOpemIOKEHHMs PYKOBOJACTBY YUpPEKACHHA [0 OOYYSHHIO U
TTOBBIIIECHUIO KBaTU(GUKAIUY COTPYIHUKOB OT/ENA.

5.6. BHOCHTH NpPENNOXKEHUA PYKOBOJCTBY YUpEKICHHA MO 00CCIICYCHHIO OTENa
pecypcamu, HEOOXOUMBIMHU U1 €r0 3P PEKTUBHOM NeATENEHOCTH.



6. BBAUMOOTHOIINEHUSA (CJHYKXEBHBIE CBS3N)

6.1. B3aMMOOTHOIIEHHS CO CTPYKTYpPHBIMU IOJApa3AEICHUAMH Y UpeKICHUS
CTPOATCS B COOTBETCTBHM C JIOKAIBHBIMH HOPMATUBHBEIMH aKTaMd YUpexaeHHs W
JOKYMEHTUPOBAHHBIMM IIPOLIECCAMH, B OCYLIECTBICHUM KOTOPBIX OTHAEN IPHHUMAET
y4acTHe.

6.2. Otmen B3aMMOIEHCTBYET CO CTOPOHHMMH OpPTaHH3AIlUAMU [0 BOIPOCAM,
OTHOCAIIUMCA K KOMIIETEHIUH OT/IeNa.

& OTBETCTBEHHOCTbB OTAEJIA

7.1.  Otaen oTBewaeT mIepel]l PYKOBOJACTBOM YUPEKICHHS 3a CBOEBPEMEHHYIO U
KaUeCTBEHHYIO pPeau3alMIo 3a/1a4 U (PYHKIHA.

7.2.  Otgen oTBedaeT mepel PYKOBOJACTBOM YUpexJeHHS 3a COOJIOJEeHHUE
[IPOU3BOJICTBEHHON M TPYIOBON JUCLIUILINHEI,

7.3.  OTBETCTBEHHOCTH COTPYJHHUKOB OT/[eJla YCTAHABIMBAETCH [OPKHOCTHBIMH
HHCTPYKIMAMH, — pa3padaThIBA€MBIMM € y4eTOM IIOJNIOXKEHUH  MpodecCHOHAIbHEIX
CTaHJapTOB.
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