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1. HOPMATUBHBIE CCBIJIKH

HacTosiue MOMKHOCTHBIE MHCTPYKUMHU pa3paboTaHbl ¢ yderom TpebopaHui
CIIEYIOINX HOPMaTUBHBIX JOKYMEHTOB!

-3akon Pecry6muku Kazaxcran. O6 obpasoBanuu: yT8.: 27 uiona 2007 roga, Ne
319 (c u3MeHEeHUsIMH U IOTIOTHEHUAMH);

-3akoH Pecrry6nuku Kazaxcran. O npotusojeiictBuu koppynuuu: 18 HosOpa
2015 rona, Ne 410-V (¢ U3MEHEHHUSAMH U JAOMOTHEHUAMH);

-TpynoBoii komekc Pecny6nuxu Kasaxcran: yTB. 23 Hoa6psa 2015 roga, Ne 414-
V 3PK;

-1SO 9000:2015. Cucremsl MeHemxMeHTa KadecTBa. OCHOBHbIE MOJIOKEHHUSA U
CJIOBApB;

-CT PK ISO 9001-2016. Cuctemsl MeHeDKMEHTA KadecTBa. 1T peboBaHus;

-CT 044/003-2022. YnpaBieHue opraHu3alMOHHON JOKYMEHTaLHEH;

-CT 044/011-2022. YnpapneHue epcoHanoMm;

-CT 044/012-2022. IloBplmeHre KBAIH(PHUKALUK ITEPCOHAIA.

2. TEPMHUHBI U OTIPEJEJIEHUSI

B  HacToslEM  JOKyMeHTe  [PUMEHSIOT  CleQylollde  TePMHUHBI  C
COOTBETCTBYIOIIUMH ONpeeIeHUIMU:

HdoxymentupoBaHHass uHpopMaimst - HHboOpMalus, KOTopas IOJDKHA
YIIPaBISATECS U MTOANEP>KUBATHCSA OPraHU3aLUeN U HOCUTEIb, KOTOPBIH €€ COAEPIKHUT.

3. COKPAINEHHUSA 1 OBO3HAYEHUS

B HacTosiLieM JOKyMeHTe IPMMEHSIOT CeIyollie COKpalleHns 1 0003HaYeHUA:
- AO «HOKMA» - AxuumonepHoe obmectBo «HOxnHo — Kazaxcranckas
MeIULMHCKAs aKaJeMHusi»;
— JIN - 1OMKHOCTHAs UHCTPYKLIKS;
— CMK - cucteMa MEHEDKMEHTa KaueCTBa;
— CT PK — HaunoHnaneHb1l cTranaapt Pecny6auku Kaszaxcran.

4. OCHOBHBIE ITIOJIOYKEHMU 51

4.1 . Hactosmas JOMDKHOCTHAS HHCTPYKLUS OMNpEeNessieT OpraHu3alHOHHO-
[IpaBOBOE IIOJIOXKEHME, IIpaBa M OTBETCTBEHHOCTh pabOTHHMKA, 3aHUMAIOLIEro
AO/DKHOCTE «MeToaucTa AexaHaTa pe3suAEHTYPbI», COCTOALLYIO B CTPYKTYpe (LuTare)
AeKaHaTa pe3UIeHTYpBl, Jajlee 110 TEKCTY UMEHYEMOI0 «IeKaHaT».
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4.2. PaGoTHUK, 3aHUMAIOUIMI [O/KHOCTH METONMCTA [eKaHaTa, OTHOCHTCH K
KaTerOpUH  aJMMHHCTPAaTHBHO-YIIPABIEHUECKOrO TepcoHana M MOJYUHAETCS
HENOCPEACTBEHHO AEKaHy.

4.3. Ha Bpemsi OTCYTCTBMsS METORHMCTA JeKaHaTa (OTIYCK, OGONE3Hb U mp.) ero
0053aHHOCTH 110 PaNopTy AeKaHOM HCIIOJIHSET APYToi pabOTHUK JeKaHaTa, KOTOpPBIH
obopmnsiercs  mpukasom  pektopa.  JlaHHEIM =~ paGoTHHK ~ mpuoBperaer
COOTBETCTBYIOIIME IIpaBa W HECET OTBETCTBEHHOCTh 33 KAuyeCTBEHHOE WU
CBOEBpPEMEHHOE MCIIOHEHHE BO3JIOXEHHBIX Ha HETO 00S3aHHOCTEH.

4.4. Ilpy BBITIONIHEHHWH YCTaHOBIEHHBIX JO/DKHOCTHBIX 0Bs3aHHOCTeH paboTHHK
PYKOBOJCTBYETCS:

e ycraBoM AO «HOKMAy;

¢ JCHUCTBYIOIMMHU 3aKOHOAATENBHBIMU M MHBIMA HODMAaTHBHBIMM ITPABOBBIMU
akTamu PecrryOnuku Kazaxcran, nefCTBYIOUIMMH CTAHIAPTAMHU, MEXIyHAPOIHBIMH
HOpMaMH, HOPMAaTHBHBIMH JOKYMEHTAMH UM METONMYECKHMMH MaTepHallaMH 110
BOTIPOCaM, KacaromUMCsi chepbl AesITeBHOCTH JEKaHaTa.

4.5. Tns  Hajmexalero BBHINOJIHEHWA CBOMX JOMKHOCTHBIX OOGsS3aHHOCTEH
PabOTHHUK NOJKEH 3HATh M U3y4YaTh:

® BHYTPEHHHME HOpMaTuBHble nokyMeHTEI AQO ««(OKMA», kacaromuecs

OpraHu3allMOHHBIX BOMpPOCcOB gesTensHOCTd AQO «HOKMA» u  BEIIONHSEMOHR
JleKaHaToM paboTEHl;

® rocynapcTBeHHBlE — 00meobs3aTenbHBIE  CTaHAAPTHI  00pa3oBaHHA MO
CIELMAIEHOCTSAM I1OCIEBY30BCKOT0 00pa3oBaHus;

® BHyTpPEHHME HOpMaTHBHBIE 1oKyMeHTEl CMK AO" FOKMA".
4.6. KpanudukanuonHbeie TpeboBaHusl.

Bricuiee oOpasosanue, 6e3 npenbsSBIeHUs TpeGOBaHMI K CTaXCy paboTEl, 3HAHUE
OCHOB J€JIONIPOU3BO/CTBA, 3HAHWE IOCTAHOBJIEHWH, NPHUKA30B, MHCTPYKTHBHBIX
MHCEeM, PaCOPsDKEHHH MTOC/IEBY30BCKOT0 00pa3oBaHus (pe3uaeHTypsbl).

5. HOJDKHOCTHBIE OBSI3AHHOCTHU
5.1. PaboTHHMK, 3aHMMAIOIMH NOKHOCTH METONMCTA AEKAHATA, BBITIOJHSET
CleyIoIKe AOJDKHOCTHERIE 00S3aHHOCTH
® 3aMemaeT ¥ BPEMEHHO HCIIOJHAET O0A3aHHOCTH JEKAHOM B €ro OTCYTCTBHE;

® OCYLICCTBISIET IPHEM [TOKYMEHTOB Ha pe3HACHTYpY (B TOM 4uHcle, Ha
IOTOBOPHO# OCHOBE);

® OCYWECTBJACT KOHTPO/Ib 32 IBHXKEHHEM KOHTHHIEHTA 06yqammﬂxca;

® y4acTBYeT B OpraHU3aldd paboTel IO pa3paboTKe U COBEPIIEHCTBOBAHUIO
y4e0HO-METOAMYECKUX U HHBIX TOKYMEHTOB I€KAHATA;

® COCTaBJISIET PacHMcaHus y4eOHBIX 3aHATUH, CECCHil;
® cocTaBnseT paboune ydeGHbIe MTaHbl U aKaJeMHYECKHe KaleHIapH;
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® AHATU3UPYET pe3yNbTaThl yCIIeBaeMOCTH O0yUaOIIMXCs PEe3UIEHTYPBI;

® UHCTPYKTHUPYET BHOBb IPUHATBIX O0YHaOLIMXCS IO BOMNPOCAM, CBS3aHHBIM C
o0ydeHueM Ha pe3uIeHTypE;

® BEIEeT KOHTPOJIb BHINOJHEHHS WHAUBUAYAJIBHBIX IIJJAHOB PE3U[AEHTOB,
OCYIIECTBIIIET KOHTPOJIb 32 CBOEBPEMEHHBIM 0 OpMIIeHHEM NOPTHOIHO Pe3nIeHTOB;

® KOMIUJIEKTYeT IpYyIIlbl OOy4arolIMXCs M MPUHMMAET Y4YacTHE B IIPOBEJEHUHU
cobpaHuit ¢ 00yUarOIUMHCS;

® OCYLIECTBILIET KOHTPOJb 3a NOCELICHUEM 3aHATUH 00ydaromuxcs;

e onosemaer oOyuvaromuxcs 000 BceX HU3MEHEHUSX B Yy4eOHBIX IUIaHAX,
pacrUCaAHUSX;

® y4acTBYyeT B paboTe MeTOANYECKOH KOMHUCCHU (aKyIbTETOB;

® TOTOBUT MaTE€pUaJIbl U CIPaBKH JUIS BHYTPHUBY30BCKOH OTYETHOCTH (CBEAEHUS
O KOHTHHIeHTe, 00 ycrieBaeMOoCTH, TPYIOyCTpoiicTBe 00yJaromuxcs U T. 1.);

® TOTOBUT  OTYETHBIE  MaTepuajbl B  BBIIIECTOSLIME  OpraHU3allvH,
CTaTHUCTUYECKHE U FOJIOBBIE OTYETHI 10 JE€KaHATY;

® BEJET NOKYMEHTAlLlMIO Ji€KaHaTa B COOTBETCTBHH C CHCTEMOM MCHECIPKMEHTA
Ka4e€cCTBa,

e BeJeT paboTy no npueMy 3asiBieHUH oOy4aroumxcs JekaHa, 00bsACHUTEIbHBIX
3alUCOK, MEAUIIMHCKUX CIPaBOK, U T.A.;

® y4acTBYeT B IIOJAIOTOBKE HJOKYMEHTOB IIPOBEICHUS UTOIOBOM aTTeCTAllMOHHOMN
KOMUCCHH;

e odopMIseT COOTBETCTBYIOIIYIO INOKYMEHTALMIO NpU TmepeMeHe (haMuiuu,
UMEHH, OTYECTBa, agpeca perucrpauuy, agpeca GakTUUECKOr0 MECTa YKUTEIbCTBaA,
U3MEeHEeHNUM WHBIX IIePCOHANBHBIX JAaHHBIX B IHUCBMEHHOW dopme He MO3HEE
YeTHIPHA/ILIATUAHEBHOI'O CPOKA CO JIHS TAKUX U3MEHEHUH;

e CcOOMIOmAeT HCIOJIIHUTENBCKYIO M TPYAOBYHO AMCHMIUIUHY, IIpaBUiIa IO
OXpaHe Tpy/Ja U I10’XKapHOo# 0e3011acCHOCTH;

® y4acTBYeT B MOATOTOBKe yueOHBIX BonpocoB Ha CoBeThl AO «IOKMAY;

® BBIMOJTHSET ApyTHe byHKUMH, OIIpeNeNIEHHBIE NEHCTBYIOLIM
3akoHozaTenbcTBOM Pecrybnuku Kasaxcran, BHYTpeHHHMMH HOPMaTHBHBIMH
DOKyMEHTaMH, NIPUKA3aMU U PacHOpsHKEHUSIMH PEKTOpa, KypUPYIOLIEro MpopeKTopa
M JpYTHUX IIpOPEKTOpOB, W3JaHHBIMU MMH B IIpeJenax CBOeH KOMIIETEHIUH,
HeoOXouMBble I peann3auyy Neiael U 3a1ad, IOCTaBIeHHBIX Nepel 1eKaHATOM.

5.2. Ha meromucra aexaHaTa pe3UJIEHTYPHl TAKXE€ BO3jIaraeTcsl BBIIOJIHEHUE
IOpYyTUX GYHKLIWH, ONIPEeNIeHHBIX JeHCTBYIOUIUM 3aKOHOJaTeBCTBOM, BHY TPEHHUMHM
HOPMAaTUBHBIMH JIOKYMEHTaMH M OpraHU3alHOHHO-PACTIOPAAUTENLHEIME aKTaMU
agmuaucTpammd AO «HOKMAy, BBINIONHEHHE OTAENBHBIX 3aJaHUN M IOPY4EHHId
HETIOCPEICTBEHHOT'O 1 BBIIIECTOSAMIMX PYKOBOJUTENEH, HENOCPEICTBEHHO CBSI3aHHEIX
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C peanusalued uened W 3anad, IOCTaBJIEHHBIX [IE€Pel JeKAHATOM, U BBINOJHEHUEM
pabOTHUKOM CBOMX npodeCcCHOHANBHBIX 00s13aHHOCTEH.

6. IIPABA
6.1. MeTonuct nexanata umeeT npago:

¢ 3HAaKOMHUTBCS C IIpOEKTaMH pemeHudt anmuHucTpamud AO «HOKMA» u
Y4acTBOBaTb B OOCYX[€HMH BONPOCOB, KAaCAIOLIMXCS BBIMONHAEMOH WM paboTHL;
00palarecs 3a MOMOWBIO B paboTe K HETIOCPE/ICTBEHHOMY PYKOBOAMTENIO, a B

CIydae €ro OTCYTCTBHS MM HEe NPUHATHS UM Mep, 06paliaThes K BHINIECTOSAIIEMY
PYKOBOZIUTEITIO;

¢ 3HAKOMHUTBCH C xanobaMH U APYTUMH JOKYMEHTaMH, COMIEpKallMMHU OLEHKY
ero paboTsl, 1aBaTh IO HUM OOBsSCHEHUS;

® TpebOBAaTh OT CTPYKTYPHBIX MIOIpa3JeNICHHA M OTHENBHBIX COTPYIHUKOB
AO «OKMA», B npenenax uX QYHKUHOHAIBHBIX o0s13aHHOCTE!, OKazaHUi
COZIEHCTBHS II0 BOMIPOCAM BBITIOJIHIEMON METOMCTOM JIeKaHaTa Pe3UICHTYPHI;

¢ 3anpalluBaThk OT CTAPOCT yUeOHBIX IPYII HEOGXO MMBbIE CBEIEHHUS;

¢ BHOCHTL HAa pacCMOTPEHHE ACKAHOM IIPEUIOKEHHMS IO COBEPLICHCTBOBAHUIO
paboThI nekanara;

¢ 3ampalliiBaTh JMYHO WM II0 [OPYYEHMIO JIeKaHOM Y PYKOBOIOUTENEH
CTPYKTYDHBIX IIOAPA3AEIeHUN H HHBIX CIEIHAINCTOR HHOOPMAIHMIO U JIOKYMEHTEI,
HEOOXOMMEBIe [UIsl BBIIONHEHHS CBOMX OKHOCTHEIX obs3aHHOCTEIH;

¢ TpeljiaraTb MEPONPHUATHUS N0 yTydIIEHUIO IPOLECCOB CMK;

¢ IpHMHUMAaTh ydJacTHe B 0OmHUX CoOpaHUsX
AO «FOKMA» ¥ BHOCUTBH CBOH NIPEIIIOKEHHUS.

6.2. Metonuct  nekaHara PE3UICHTYPbl TaKXe HMeeT

Apyrde Impasa,
NIPENI0CTaB/ICHHbIE PAOOTHUKY 3aKOHONATEILCTBOM O Tpyzae Pecny6

nmuku Kaszaxcran,
TPYNOBBIM ~ NOTOBOPOM M BHYTPEHHUMH HOPMAaTHBHBIMM  JJOKyMEHTaMHK
AO «IOKMA».

TPYAOBOTO KOJIJIEKTHBA

7. OTBETCTBEHHOCTD

7.1.Meropuct nexanara PE3HIEHTYPHI

HeceT HepCOHaJ]BHYIO OTBETCTBEHHOCTH
3a.

® HC BBINOJIHEHHE W/HIHM HEHANIeKAlLIee BEIIOHEHHe CBOHX
obs3aHHOCTElM, TPYNOBBIX U po(eCcCHOHANBHBIX 00513aTeNBCTB, mpe
TpynoseiM  komexcom PecnyGnuku Kasaxcran,
MHCTPYKIHEH ¥ 3aKII0YEHHBIM ¢ pabOTHHKOM TPYAOBEIM
® HC BBIIOJHEHUE H/MITH HEHAIIeXKAIEe BRIIOIHEH

H YKa3aHUH HENOCPEACTBEHHOTO PyKOBOMUTENS 1 BBIL
BOTIPOCaM BBIMONHAEMOM paGoTHI;

JOKHOCTHBIX
TYCMOTPEHHBIX
HACTOAIEH  DOMDKHOCTHOM
JIOrOBOPOM;

M€ NPUKAa30B, pacnOPsHKEHUTT
CCTOALIMX PYKOBOJIUTENEH 110
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® HapylleHHe YCTAHOBJIEHHBIX TpeOOBaHHH K  BEIEHHIO CIy)xeOHOi
JOKYMEHTAallUH;

® HepalMOHAWILHOE  HCIIOJB30BaHKWE  IPeIOCTaBIEHHBIX  pabOTHHKY B
10J1b30BaHME MaTepHATIBHBIX PECYPCOB.

7.2. MeTonuCT eKaHaTa Pe3UACHTYPhl HECET OTBETCTBEHHOCTh TAKXE B APYTHX
CllydasX, IpEeIyCMOTPEHHBIX [eHCTBYIOIIUM 3aKOHOJATeNbCTBOM Pecmybiinku
KasaxcTaH, TpyZOBBIM JOrOBOpOM W BHYTPEHHHMH HOPMATHBHBIMH JOKYMEHTAMH
AO «-OKMA».

7.3.3a HeBBINOTHEHWe/ HeHajeXallee BBINOJHEHHE CBOMX HODKHOCTHBIX
00s3aHHOCTEH, METONHMCT JeKaHaTa pe3MAEHTYPhl HeceT JHCIUIIIHHAPHYIO
OTBETCTBEHHOCTh M MOXET OBITh OCBOOOXIEH OT 3aHMMaeMOM [OKHOCTH B
NOpAAKE, YCTAaHOBIEHHOM  HEHCTBYIOIIMM  3aKOHOJATEeNBCTBOM  PecmyOnuku
Kasaxcran o Tpyne u TpyHoBBIM 10rOBOPOM.

7.4.3a mnpaBoHapyIIeHWUS, COBEpPIIEHHBIE B npoLecce CBOEH OesITEJIBHOCTH,
pabOTHHUK HECET OTBETCTBEHHOCTh B npenenax, YCTAHOBJEHHBIX OEHCTBYHOLIHUM
aIMUHACTPaTUBHBIM, yrOJIOBHBIM M IPaXK/IaHCKMM 3aKOHOIATENIBCTBOM Pecrmy6muku
Kazaxcran.

7.5. B cny4ae NpuYMHEHHS CBOMMH JeiCTBHAMH (umu 6e3nelicTBUEM) YOBITKOB
AO «IOKMAy», pa6oTHHK BO3Memmaer NpUYMHEHHBIE YOBITKH B mOpsIKe,

YCTaHOBJICHHOM JIE€MCTBYIOLIMM 3aKOHOIATEJIHCTBOM Pecnny6nuku Kasaxcran wu
TPYROBEIM JOTOBOPOM.

8. BBAUMOJENCTBHUE C APYIMMH TIOAPA3AEJEHUSMU
8.1. MeronucT mexanaTa HaxoquTCs B HEIIOCPEICTBEHHOM MOAYHHEHUH NEeKAHOM
PE3UIEHTYPEL.
8.2. Beimecrosimimu PYKOBOZIMTENIIMH, OCYINECTBIIIOIUMH MO OTHOLIEHHIO K

ACKaHATy (QYHKUUM YIOpaBlIeHUS W KYPHPYIOIOMMHU  TPYAOBYIO JeSITEBHOCTE
MCTOLHCTA NIeKaHaTa Pe3UACHTYPBI, sB/stercs [leprpiii IIPOPEKTOP B COOTBETCTBHUY C
pacnpeneneHueM cep OTBETCTBEHHOCTH MExX Yy npopexkropaMu AQO «FOKMA .

8.3. Pacniopskenus u YKa3aHMsl  HEMOCPENCTBEHHOIo PyYKOBOOUTENS U
AU HCTIONTHEHHUS. pabOTHUKOM.
8.4. Pextop siBnsieTcs TEPBLIM pykoBoauTenem AO «HOKMAy KOTODBIA U3JaeT

TIPHKA3Bl ¥ PaCHOPSHKEHUS 00s3aTe b HEE K UCIIOJIHEeH
HIO BCEMU paboTHHKAM
«HOKMA». P 1 A0
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