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1. HOPMATHUBHBIE CCBIJIKH

Hacrosme n0mKHOCTHBIE WHCTPYKLMM pa3paGoTaHbl ¢ y4eToM TpeGOBaHHMiA
CIIEYIOIIMX HOPMATHBHBIX JIOKYMEHTOB:

-3akoH Pecrny6muku Kasaxcran. O6 o6paszoBanuu: yB.: 27 uronst 2007 roga, Ne
319 (¢ M3MEHEHUSIMHU | JIOTIONTHEHHAMM);

-3akon PecnyGmuku Kaszaxcran. O npotuBoseiictBiun koppymnuuu: 18 Hosbps
2015 rona, Ne 410-V (¢ u3MEHEHUSIMU U JIOTIOJTHEHUSMH);
- Tpynosoii konexc PecriyGnuku Kasaxcran: ytB. 23 Hosi6pst 2015 roaa, Ne 414-
V 3PK;

-ISO 9000:2015. CucreMsl MeHemKMeHTa KauecTBa. OCHOBHEIE TOJIOKEHHUS U
CJI0Baphb;

-CT PK ISO 9001-2016. Cucrembl MeHeKMeHTa KauecTBa. TpeGoBaHus;

-CT 044/003-2022. YnipaBieHue OpraHi3alMOHHON TOKyMEHTALUeH;

-CT 044/011-2022. YripasieHHe MepCOHATIOM;

-CT 044/012-2022. IToBblneH1e KBaTM(pUKALMH TIEpCOHAA.
2. TEPMHUHBI 1 ONTPEJAEJIEHUA

B HacToOAIEM AOKYMEHTE MIPUMEHAIOT CJIICAYIOIIHE TE€PMUHBI C
COOTBETCTBYIOLUMHU OIPEACIICHUSIMMU:

JloxymenTupoBaHHas uHopMmamuss - UHbOpMALMs, KOTOpas JOJDKHA
YIIPaBJIATECS M MOAAEP)KUBATHCS OPraHU3aluel U HOCUTENb, KOTOPBIi €€ CONEPIKHT.

3. COKPAIIEHUSA 1 OBO3HAYEHMUSI

B Hactosimem JAOKYMEHTE ITPUMEHSAIOT CIIEAYIOIUNUE COKPAIICHUS H 0003HaYEeHUS:

- AO «lOKMA» - AxuuonepHoe oOmectBo «lOxnHo — KaszaxcraHckas
MeJMLMHCKas aKaJeMHUs»;

— JIU - 10/DKHOCTHAS UHCTPYKLIMS,
— CMK - cucremMa MeHeDKMEHTA KauecTBa;
— CT PK — HauuonanbsHslii cranaapt Pecnyonuku KazaxcraH.

4. OCHOBHBIE MMOJIOXKEHUSI

4.1 . Hacrosmas JOJKHOCTHAs HHCTPYKIMS OINpENENseT OpraHu3aliuOHHO-
NpaBOBOE IIOJIOXKEHHE, TpaBa U OTBETCTBEHHOCTh pabOTHHMKA, 3aHMMAIOIIErO
JOJDKHOCTh «MeToaucTa eKaHaTa pe3uICHTYPhI», COCTOSIIYIO B CTPYKType (IuTaTe)
Jl€KaHaTa pe3UICHTYPBI, Jaiee 110 TeKCTY HMEHYEMOT0 «IeKaHaT.
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4.2. PaboTHUK, 3aHMMAIOIHMI JODKHOCTh METOAMCTAa JEKaHAaTa, OTHOCHUTCH K
KaTeropuu  aAMHHUCTPATHBHO-YTIPABICHYECKOTO TepcoHala M MOJYUHAETCH
HETOCPEICTBEHHO JIEKaHy.

4.3.Ha Bpems OTCYTCTBHS MeTOAMCTa JAeKaHaTa (OTIycK, GONE3Hb M Mp.) €ro
00513aHHOCTH T10 PanopTy AeKaHOM MCTIONHSAET APYroii paGOTHUK JeKaHaTa, KOTOpHIif
obopmisiercs  npukasom  pektopa.  JlaHHBIi  paGoTHMK  mpHOGpeTaeT
COOTBETCTBYIOLHE TIpaBa M HECeT OTBETCTBEHHOCTh 3a KayeCTBEHHOE U
CBOCBPEMEHHOE MCIIOJHEHHE BO3IO)KEHHBIX Ha HEro 0053aHHOCTEIA.

4.4.TIpu BBITIOIHEHWH YCTAHOBIEHHBIX JODKHOCTHBIX 06S3aHHOCTEH paGOTHHK
PYKOBOJCTBYETCS:
* ycraBoM AO «IOKMAy;

® JIeHCTBYIOIMMH 3aKOHOJATEeJbHBIMM W MHBIMM HOPMATHBHBIMH TPAaBOBBIMH
akTamu PecryGnuku KaszaxcraH, neHcTBYIOIIMMH CTaHAapTaMH, MEXTyHapOAHBIMH
HOpMamH, HOPDMATUBHBIMH JOKYMEHTAaMM M METOJUYECKUMH MaTepHalaMH I10
BOMpocaM, KacaromuMmces chepsl IesSTeTbHOCTH AeKaHaTa.

4.5.]Ins  HaQNeXallero BBIMOJHEHHSI CBOMX JIO/DKHOCTHBIX OOS3aHHOCTEM
PabOTHHUK TOJDKEH 3HATh U U3ydaTh:

® BHYTPEHHHME HoOpMmaThBHBIE JOKyMeHTEHl AO «IOKMAy», kacaromuecs
OpraHN3alMOHHBIX BOMPOcoB JesATeibHOCTH AO «IOKMA» ¥ BBIMOJIHSAEMOM
JleKaHaToM paboTHl;

® rOCynapCTBEeHHBIE  00meo0s3aTenbHble  CTaHAApPTHl  00pa30BaHUs 110
CTNIELIHATIBHOCTSIM TIOCIIEBY30BCKOI0 00pa30BaHus;

® BHYTpPEHHHE HOpMaTuBHBIE NoKyMeHTEl CMK AO" IOKMA".

4.6. KpanuukaunonHsie Tpe6oBaHus.

Bricee o6pasosanne, Ge3 npeabsBienus TpeGoBaHMIA K cTaxky paboTel, 3HaHHE
OCHOB JI€JIONPOM3BOACTBA, 3HAHWE IIOCTAHOBJIEHUI, INPHKA30B, HMHCTPYKTMBHBIX
TIHCEM, PACTIOPSKEHUH MOCIIeBY30BCKOT0 00pa3oBaHus (PE3HIEHTYPHI).

5. JOJIKHOCTHBIE OBSI3AHHOCTH
5.1. PaGoTHMK, 3aHUMAIOIIMH JOJHKHOCTH METOIMCTA JIEKaHaTa, BBITIOJIHSET
CIIEYIOIIHE TOJDKHOCTHBIE 00SI3aHHOCTH
® 3aMeIIaeT U BPEMEHHO UCTIONHSET 00S3aHHOCTH IEKAHOM B €r0 OTCYTCTBHE;

® OCYLIECTBIIIET INpHEM JOKYMEHTOB Ha pe3HICHTYpY (B TOM 4Hcle, Ha
JIOTOBOPHOI OCHOBE);

® OCYIECTBJIAET KOHTPOJIb 32 JIBUXKEHUEM KOHTUHIEHTA o6yqaxomnxc;1;

® Y4YacTByeT B OpraHM3alMM PaboTbl MO pa3paboTKe W COBEPIICHCTBOBAHUIO
Y4€OHO-METOIMYECKUX U HHBIX IOKYMEHTOB JIeKAHATA;

® COCTaBJIACT paclUCaHus y4eOHbIX 3aHATHIH, CecCHil;
® COCTaBIIAET pabouHe yueOHbIe MIAHEI 1 aKaJeMHYeCKHe KaleHIapH;
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¢ QHATIM3UPYET PEe3ybTaThl yCrIeBAEMOCTH 00YYAIOUINXCS PE3HIEHTYPHI;

¢ MHCTPYKTHPYET BHOBb NMPHHATBIX 0OYYaIOMMXCS MO BOMPOCAM, CBA3aHHBIM C
00ydYeHHeM Ha pe3nneHType;

® BCACT KOHTPOJIb BBINOJHEHHS WHIAMBUIYATbHBIX I[UIAHOB PE3M/IEHTOB,
OCYMIECTBIISAET KOHTPOJIb 32 CBOEBPEMEHHBIM O(OpMIIeHHEM MOPT(HOIHO Pe3UIEHTOB;

¢ KOMIUICKTYET rpynmbl 00yYaromMXcsi ¥ MPUHUMAET yYacTHE B MPOBEAECHHH
cobpannii ¢ 06yyaromuMucs:;

¢ OCYILICCTBISCT KOHTPOJIb 3a MOCEHMIEHUEM 3aHATHIH 00yYaronmMxcs;

¢ omosemaer oOyyalomuxcs 000 BCeX H3MEHEHMAX B Y4YeOHBIX IUIaHax,
pacnHCaHHsIX;

® YHYacTBYeT B paboTe METOAUYECKON KOMHCCUM (DaKyIBTETOB;

¢ TOTOBHMT MaTepHalbl U CNIPaBKH JUIsi BHYTPUBY30BCKOW OTYETHOCTH (CBEIEHHUS
O KOHTHHIeHTe, 00 yCrieBaeMOCTH, TPY0yCTPOHCTBE 00yJalOMUXCs  T. 1.);

¢ TOTOBMT  OTYETHbIE  Marepuagbl B  BBINIECTOSIINE  OpraHU3alluH,
CTaTHCTHYECKUE U TOJIOBBIE OTUETHI 110 JeKaHATY;

@ BCICT NOKYMEHTALUMIO NEKaHaTa B COOTBETCTBHHM C CHCTEMOM MEHEMKMEHTA
KaydyecCTBa,

® BCIET pa60Ty I10 MpHeEMy 3as1BJICHUI o6yqa}oumxcx JACKaHa, 0OBSICHUTENIBHBIX
3aIMMUCOK, MEAULIMHCKUX CIIPaBOK, U T.1.;

® Y4YaCTBYET B INOATOTOBKE JOKYMEHTOB NPOBEIEHHS HTOTOBOM aTTeCTALMOHHOM
KOMHCCHH;

® 0hOpMIISIET COOTBETCTBYIONIYIO JOKYMEHTALMIO TIPH TepeMeHe (haMIuy,
HUMEHH, OTYECTBA, aJpeca PEerucTpalu, ajgpeca HaKTHYECKOTO MECTA JKUTENBCTBA,
M3MCHEHUH HWHBIX TEPCOHAIBHBIX JaHHBIX B THCHMEHHOW (opMe He TMo3Hee
YEThIPHAIUATH/IHEBHOTO CPOKA CO JIHA TAKUX M3MEHEHHUIL;

® COOJIOZAET  HCIHOMHUTENBCKYIO M  TPYHOBYIO —JHCIUMILIHHY, IIpaBUJIA 11O
OXpaHe Tpy/a H Mo)KapHOii 6e30MmacHOCTH;

® Y4YacTBYeT B NIOArOTOBKE y4eOHBIX BonpocoB Ha CoBeTsl AO «IOKMAy;

© BBINOJHSET apyrue byHKUUH, onpenenEéHHbIe INEHCTBYIOIUM
3aKoHOzaTeNbCTBOM  Pecrybivku  KasaxcTaH, BHYTPEHHMMM — HOPMATHBHBIMH
AOKYMEHTAMH, TIPUKa3aMU U PACTIOPSUKEHUSIMU PEKTOPA, KYPHPYIOIEro NPOPeKTopa
M JIpYyr¥X TpOpEeKTOpOB, HW3J[AHHBIMK MMH B TIpeleNiaX CBOEeH KOMIIETEHLIHH,
HeoOXO0MMBIE JUIS pealu3aliuy Lesiel ¥ 3a/1a4, OCTABIIEHHBIX nepes 1eKaHaToOM.

5.2. Ha MeToauCcTa JeKaHaTa pPe3sHAEHTYPBl TAKKE BO3IATACTCS BHITIONHEHHE
ApYruX QYHKUHH, ONpeaeeHHBIX IeHCTBYIOUMM 3aKOHONATEECTBOM, BHYTPEHHUMH
HOPMaTHBHBIMHU JIOKYMEHTaMH W OpraHU3allMOHHO-PACTIOPSMTEIBHEIMUA  AKTAMK
anmuaucTpaunn AO «FOKMAy, BBINOJNHEHHE OTAETBHBIX 3alaHuii U NOpY4YeHHUi
HEMOCPEICTBEHHOTO U BBIIIECTOSIIMX PYKOBOIHTENEH, HENOCPEICTBEHHO CBA3AHHBIX
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C peanu3aumeii uenei M 3a1ay, MOCTABIEHHBIX I€pe/l A€KAHATOM, M BBINOJHEHHEM
PabOTHHKOM CBOMX MPO(eCCHOHATBHBIX 06S3aHHOCTENA.

6. ITPABA

6.1. MeToaucT nekaHara uMeeT paBo:

® 3HAKOMMTLCSA € TnpoeKkTamMu pewieHuit agMuuuctpauun AO «(JOKMA»
Y4YacTBOBaTh B OOCYXIE€HWH BOIMPOCOB, KACAIOIIMXCS BHIMOJHAEMOH MM paboThl;
ofpamarecst 3a MOMOWIBIO B paboTe K HEMOCPEACTBEHHOMY PYKOBOIHMTEIO, a B
Cily4ae ero OTCYTCTBHMs WJIM HE NMPUHITUS UM Mep, oOpalathCs K BHIIECTOSAIIEMY
PYKOBOIHUTEIO;

® 3HAaKOMHTBCA € KajobaMU U OPYTHMH JOKYMEHTaMH, COAEp/KaIlMMH OLIEHKY
€ro paboTsl, 1aBaTh MO0 HUM 0OBSICHEHHS;

e TpebGoBaTh OT CTPYKTYpPHBIX TMOApa3JeeHuii ¥ OTJAEJbHBIX COTPYIHHMKOB
AO «IOKMAy», B mpenenax HX (QYHKUMOHAIBHBIX OOS3aHHOCTEH, OKa3aHHs
COJEHMCTBHUS 110 BOIIPOCAM BBITOJIHAEMOM METOIUCTOM JIeKaHaTa Pe3UCHTYPHI;

® 3alpaliMBaTh OT CTAPOCT yYeOHBIX IPYII HEOOXOAUMBIE CBECHHS;

® BHOCUTH Ha PacCMOTpPEHME NEKAHOM MpeUIOKEHHUs] MO COBEPLICHCTBOBAHHIO
paboTel neKkaHara;

e 3anpamuBaTh JIMYHO WJIM 10 TMOPYYEHUIO JEKAaHOM Yy pPYKOBOAMTENEH
CTPYKTYPHBIX MOJApA3AENeHUNH U MHBIX CHELHATMCTOB MHPOpPMALMIO U JTOKYMEHTEI,
HEO0OXOIUMBIE ISl BEIITOJHEHHS CBOUX JOJDKHOCTHBIX 00S3aHHOCTEH;

e [IpejiaraTth MEpONPHUATHS 10 yiydlneHuto npoueccoB CMK;

e NpuUHUMATh ydacTHe B oOmMX coOpaHMsIX TPYIOBOrO0  KOJUIEKTHBA
AO «YOKMA» 1 BHOCHTb CBOU IPEITOKEHHSI.

6.2. MeTronuMCT JeKaHaTa pPE3UACHTYpPHl TaKXKe HMeeT Jpyrue Ipasa,
NpeaoCTaBlIeHHbIe pabOTHUKY 3aKOHOIATENBCTBOM O Tpyae Pecnybmuku Kazaxcras,

TPYAOBBIM  JIOTOBOPOM M BHYTPEHHHMH  HOPMAaTHBHBIMH  JTOKYMEHTaAMH
AO «IOKMA».

7. OTBETCTBEHHOCTb

7.1.MeToaucT JekaHaTa pe3uAECHTYphl HECET NMEePCOHATBHYIO OTBETCTBEHHOCTH
3a:

e He BHINOJHEHHWE W/WIM HEHaJUIe)Kalllee BBIOJIHEHHE CBOMX JIOJDKHOCTHBIX
0053aHHOCTEMH, TPYAOBBIX U NMPO(PECCHOHATBHBIX 0053aTeNIbCTB, MPELYCMOTPEHHBIX
TpynoBeiM  koxekcom Pecnybmuku  KaszaxctaH, HacTosmel JIOJDKHOCTHOM
MHCTPYKUHEH U 3aKJIFOYEHHBIM ¢ paOOTHHKOM TPYZOBBIM J0TOBOPOM;

e He BBINOJHEHHE W/HJIM HeHaJUIeKallee BBINONHEH e IPUKA30B, PACIOPsiKeHHH
¥ yKa3aHUH HEMOCPeJCTBEHHOIO PYKOBOAUTEIIS U BBIMIECTOSIINX PYKOBOIUTENEH 1O
BOIPOCaM BBINOJHIEMON paboTEI;
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Hekanar pesuneHtypsi

¢ HAapylICHHE  yCTAHOBJEHHBIX TpeOOBaHMHA K  BEIEHHMIO

ciyxkeOHoM
NOKYMEHTALMM;

® HEpalMOHAIIBHOE HUCITOJIb30BaHKE Npea0CTaBICHHBIX pa60THm<y B
MOJIb30BaHUE MaTepHalIbHBIX PECYPCOB.

7.2. MeTonuCT JleKaHaTa Pe3uIeHTYpPhl HECET OTBETCTBEHHOCTD TAKKE B JApYrux
CIydasiX, TNpenyCMOTPEHHBIX JEHCTBYIOIIMM 3aKOHOJATENLCTBOM PecmyOmuku
Kasaxcran, TpynoBbiM 10roBopoM M BHYTpeHHHMH HOPMAaTUBHBIMH JOKYMEHTaMH
AO «IOKMAy.

7.3.3a HeBHINOJHEHHe/ HEHAUIEKAllee BBHINOJHEHUE CBOMX JOJDKHOCTHBIX
00si3aHHOCTeH, METOIMCT JeKaHaTa pe3HAEHTYpPH HECeT AMCUHMILTMHAPHYIO
OTBETCTBEHHOCTb M MOXET OBITh OCBOOOXIEH OT 3aHMMAaeMOi [OJDKHOCTH B
NIOPSIIKE, ~ YCTAHOBJIEHHOM  JEHCTBYIOLIMM  3aKOHOJAATeNbcTBOM  PecmyOiuku
Kasaxcran o Tpyne u TpyI0BBIM JOrOBOPOM.

7.4.3a mnpaBOHApYIUEHHs, COBEPIIEHHBIE B MPOLECCE CBOEH eATENIbHOCTH,
pabOTHHK HECeT OTBETCTBEHHOCTh B TpeJeNaX, YCTAaHOBJEHHBIX IEHCTBYIOIUM
aJIMHHUCTPATUBHBIM, YTOJOBHBIM M IPOXJAHCKUM 3aKOHOJATeNbCTBOM PecmyOiamku
Kazaxcran.

7.5. B cnyyae npUYHHEHUS] CBOMMH JeHCTBHAMHU (Wi Ge3qeiicTBHEM) YOBITKOB
AO «XOKMA», paboTHHK BO3MeL[aeT MNpPUYUHEHHBIE YOBITKM B TIOPSIKE,

YCTaHOBJICHHOM HeﬁCTBYIOHIHM 3aKOHOIATEJIbCTBOM PCCI'ly6.TII/IKI/I Kazaxctan wu
TPYAOBBIM JOTOBOPOM.

8. BBAUMOJIENCTBME C IPYTUMHM MOJPA3AEJIEHUSIMUA

8.1. MeTomuCT neKaHaTa HaXOJUTCSl B HEMIOCPEICTBEHHOM MOMYMHEHUH JEKAHOM
PE3UIEHTYPHI.

8.2. BHIIECTOAMNMH PYKOBOJUTENISIMH, OCYINECTBIISIONMMHU MO OTHOLICHHIO K
fiekaHaTy (QYHKUMHM YIpaBleHHS M KypHPYIOUIMMH TPYJOBYIO JESTEIBHOCTD
METOJMCTA IeKaHaTa Pe3UACHTYPHI, sABJsseTcs TIepBEIif IPOPEKTOpP B COOTBETCTBUU C
pacnpeziesieHueM cdep OTBETCTBEHHOCTH Mex /1y npopektopamu AO «IOKMAy.

8.3. PacniopsokeHMss M yYKa3aHMs  HENOCPEACTBEHHOTO  PyKOBOLHMTENS W
BBILIECTOSHMX PYKOBOJAMTENICH MO BONPOCAM BBITNONHIEMOM paboTel 006sS3aTeNbHbI
JUISL HCTIOJIHEHHS! paOOTHUKOM.

8.4. Pexrop sABnsiercs nepBeiM pykoBoautenem AO «FOKMA»y» KOTOPBIN u3jaeT

TNpPUKa3bl ¥ PacropsuKeHHs 00s13aTelIbHble K HCIOIHEHHIO BCeMH paBoTHHKamMu AO
«IOKMA ).
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