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HOJIO)KEHHUE
00 oTxe/1e o paGoTe ¢ aGUTYpHEHTAMH

1. OO6mmue moJio:kenns

1.1. Hacrosimee [Tonosxenue 06 otaerne no paboTe ¢ abHTypHeHTaMH (manee mo Texcry Ilonoxenue)
PEryJIHPYET ACATENBHOCTE OT/AENa 10 paboTe ¢ aburypuenTamu (nanee — otzen) HerocymapcTBeHHOrO
00pa3soBaTeNbHOTO YACTHOTO  YYPEXKAEHHS BBICIIEro 00pa3oBaHds  «MOCKOBCKHMIA HHCTHTYT
nCcHX0aHamu3ay (qanee — MHCTHTYT) B yCTAaHABIIHBAET €I0 CTPYKTYDY, 33a91 H QYHKIHAH, OPraHU3aAIHIO
paboTsl, a TaKKe Mpasa, 00A3aHHOCTH U OTBETCTBEHHOCTE €T0 PYKOBOIHTEJIS.

1.2. Otznen sBnseTcs CTpyKTYpHEIM HoapasaenenueM MHECTATYTA, ¥ IO 19UHSETCS HanpaMymo Pextopy
Hucrutyra. :

1.3. B cBo€H feaTenbHOCTH OTAEN PYKOBOACTBYeTC 3axoroM Poccmiickoit Denepannu ot 29 nexabps
2012 r. Ne 273-®3 "O6 06pazoBanuK"; HOPMATHBHEIME ¥ IPAaBOBBIMH AKTAMH OTpaciieBEIX MUHHCTEPCTB
Poccuiickoii ®enepauuu ¥ WHBIMH HOPMATHBHEIME [IPABOBBIME JOKYMEHTAMM; YCTaBOM HHcTHTYTA;
HactosmuM [TosoxerueM 06 oT/ieNe i HHBIMY TOKATLHBIME HOPMATHBHEIMA AKTAMH HncturyTa.

1.4. Otmen cosjmaercs, PeOPraHHU3yeTcss U ITMKBHIHPYETCS npukasoM Pextopa WucTHTyTa Ha
OCHOBaHHH pelIeHus Y4eHoro coBera MHCTHTYTA.

1.5. Vcnosus Ttpyma paGOTHHKOB oOT/[ena ONpeiensroTcss TpPyZOBBIM KOZEKCOM POCCHIHCKOM
Deziepanuy, HHEIMH aKTaMH TPYIOBOIO 3aKOHOIATENECTRA, TPYAOBBIMHA JIOTOBOPaMH, 3aKJIFOYaEMEIMHE C
KayK/(bIM paboTHHKOM, a Taroke IIpaBuiamu BHyTpeHHero pacnopsaka MucruryTa.

1.6. Ilonoxenue 00 oTHene, MOMOJIHEHHS W H3MEHEHHS B LIOTOXEHNe YTBEPHKAAOTCA YUYESHBIM
coseToM MHcTHTYTA.

2.0cHoBHbIE 321290 U QYHKUHH 0TAe1a 00 paboTe ¢ aGHTYpHEHTAMHE
2.1. OcHoBHas nens paboThl OTAENA:
OcyimecTBieHre NOATOTOBKH H OPraHA3alliy IIpHeMa aOHTYPHEHTOB.

2.2. 3amavamu oTENa SBISIOTCS:

NupopMauronsoe,  JOKyMEHTAlHOHHOE,  OPraHH3aMOHHOE  ODECIEeYeHHe  JeSTeNbHOCTH
COTpyIHUKOB MHCTHTYTA.

2.3. OcHOBHEIMH GYHKIHAME OT/IENa ABIIIOTCS:

2.3.1. TloaroToBKa 1 yTBEp:/IEHHE Ha YYEHOM COBETE JOKATGHEIX HOPMATHBHEIX IIPABOBBIX aKTOB H
HHEIX IOKYMEHTOB II0 IIOATOTOBKE U NPOBEACHUIO IIpHeMa a0UTyPUEHTOR.

2.3.2 OGecneuenue B yCTaHOBIEHHOM mopsiyke B MHCTHTYTe:

- 3aYMCIICHHS B YHCIIO CTY/IEHTOB Ha OIO/KETHYIO, JOTOBOPHOH GOPMEI 06y IeHHs;

- 3a4MCIeHHs B HOpsaKe nepeBona B MucTHTYT.

2.3.3 Vyactwe B paboTe IO 3aKIIOYEHHIO IOTOBOPOB 06 06pa3oBaHMd Ha obydenue 10
00pa3oBaTeNbHBIM POrpaMMan BEICIIEro 0Gpa30BaHuUs, JONONHATETBHBIX COITIAlIeH I Ha 06y denHe
110 00pa3oBaTeIbHBIM IPOrPaMMaM BBICIIEr0 06pa3zoBaHHS.



234 [loMoms cTpyKTypHBIM mofpaszenenusM WHCTHTYTa B HOATOTOBKE H 0pOpMIICHHH
JIOKYMEHTOB II0 BOIIPOCAaM KOMIIETEHIIHH OT/eNa 0 paboTe ¢ abUTypHEeHTaMH.

2.3.5 IloAroToBka CTaTHCTHYCCKOH OTYETHOCTH MO BOIIPOCAM IpHeMa Ha IIPOTrpaMMBbl
OakanaBpuara, CIIEI[HAIHTETa, H MAlHCTPATypEL.

2.3.6 YdacTHe B IOATOTOBKE K IIEYaTH CHPAaBOYHO-HH(OPMAIMOHHEIX MATEPHATOB (PeKiiama
H CHCLHATM3HPOBAHHBIE Ta3€TH, JKYPHAIEI).

2.3.7 Yuactre B 00pa3oBaTeIbHBIX BEICTABKAX.

2.3.8 ITonroToBka MaTepHaoB IO BONPOCAaM MPHAEMA I HX Pa3MEIICHHUs Ha ohHIHATEHOM
caiire.

239 KoncynbtupoBanne aGuMTYpHEHTOB 10 BompocaM @pHeMa Ha IPOTrPaMMEI
GakanaBpuara, CIIeIHAIATETa, MATHCTPATYPHI H aCITAPAHTYPEL.

2.3:10 Y4actre B KOHpEpEHIHUAX, COBEIIAHUSIX, CEMHHAPAX, KPYTIIBIX CTOJIAX IO BOIIpOCaM
OpraHM3alyiy IIpHeMa abUTYPHEHTOB.

2.3.11 Io mopy4eHuio pekTopa BEITOHAET HHEIE QYHKIMH, OTHOCAITHECS K paboTe OTIena.

3 Crpykrypa otjena no pabore ¢ aGHTypHeHTAMH B GYHKIMOHAJ COTPYAHHKOB
2.1. B cocraB otrnena, B COOTBETCTBMM CO INTATHBIM DACHHCAHHEM, BXOIAT IOJKHOCTH,
obecneunBaromye BEIIOIHEHNEE QYHKIIMOHAIBHBIX 3a/1a4.
2.2. OyHKIHOHAIBHO JOIDKHOCTH PAaCTIPEIENSIOTCS 110 CIIE/yFOIHM HAIPABICHHSM paGoTsL:

° Pyroeooumens
o Cneyuanucm omoena no pabome ¢ abumypuenmamu
o Creyuanucm

4 Oprasmsanus paGoTsl 0TAeNa 110 paboTe ¢ AOHTYpHEHTAMHA

3.1. HemocpezcTBeHHOE PYKOBOZICTBO EATEIBHOCTHIO OT/ENA OCYIIECTBIIET PYKOBOUTENE OT/IeNa.

3.2. PykoBomurens OTAeNa Ha3HAYAETCA H OCBOOOXIAETCS OT JODKHOCTH MPHKA30M PexTopa
UnctuTyTA.

3.3. Jlpyrue pabOTHHKHM OT/eIa IPHHAMAIOTCS Ha paboTy M 0CBOGOXK/IAIOTCS OT MODKHOCTH IIPUKa30M
Pexropa MHCTHTYTa 1O NIpeicTaBiennIo PykoBoauTens oTaena.

3.4. PyKOBOZIHTENb OT/IENA IONIOTYETEH B CBOEH fesTensHocTd Pekropy UHCTHTYTA.

4.3 PyxosomuTens otaena, AHCTBYS 110 NPHHIUIY eIHHOHAYAIIHS:

1) ocymecTBIsAeT HEIOCPENCTBEHHOE PYKOBOCTBO JAEATEIBHOCTBIO OT/IEIA;

2) pazpabaThIBaeT JODKHOCTHEIE HHCTPYKIHH PaOOTHHKOB OTHENA,

3) BHOCHT mpeuIoKkerus Pextopy MHCTHTYTa 0 IpUMEHEHHH Mep MOOIIPEHHS H JHCIHILIHHAPHOM
OTBETCTBEHHOCTH K pabOTHUKAM OT/ENa;

4) cornacoBBIBa€T JOKYMEHTHI B paMKaX CBOMX IIOJHOMOYHIA;

5) opraHu3yeT ¥ KOHTPOIHpYET B IIpe/ieaX CBOeH KOMIIETEHIIMH BHIIONHEH s PaGOTHAKAME OTHeNA
IOPYYECHHH 1 PacIopsDKEHUH OT ces U BBIIECTOSINEro PyKoBoacTBa MucTHTYT];

0) OTBEYAET 3a TPYJAOBYIO H MCIIONHHTEIHCKYIO MHCIUILIAHY, OPraHH30BaHHOCTH M CIAKEHHOCTH
paboThI COTPYIHUKOB OT/IENA;

7) ocymecTBiseT HWHBIE (YHKIMM ¥ IIOJHOMOYAL B Ipelenax KOMICTCHINHH, OIpeIeIeHHON
HacTosimuM Ilonoxenusam u JIo/DKHOCTHOM HHCTpYKIMEH PykoBoauTens oTaena.

3.6. PykoBomuTens oTena 1o paboTe ¢ abUTypUeHTaMH UMEET TIPaBo:

3.6.1. TpeGoBath 1 mOTy4aTh OT CTPYKTYPHBIX [IOpa3/ienenuii IHCTHTYTa MaTepHabl, HEOGXOUMEIE
JUTS OCYIIECTBIEHHS ACATEILHOCTH OT/ENA.

3.6.2. Bectn mepemrcKy IO BOIpPOCaM, BXOMSINHM B KOMIIETEHIIMIO OTAENa H HE TPeOYIOIIHM
cornacosanus ¢ Pexropom MucTutyTa.

3.6.3. IlpencTaBUTENBCTBOBATE B YCTAHOBIEHHOM IIOpSIKE OT HMeHH WHCTHTYTa IO BOIIpOCAM,
OTHOCAIMMCS K KOMIETCHIHH OTHE€Na, BO B3aHMOOTHOINGHMSX C TOCYJApPCTBEHHBIMH M
MYHUIMOANbHBIME ~ OPraHH3alMsAMH, & TakkKe JPYTHMH IPeAlNpPHATHAMH, OpTaHH3alUsMH,
YUPEKICHAIMH.

3.6.4. Ilo cornacopanmo ¢ Pexropom MHCTHATYTA IPUBIEKATH SKCIIEPTOB U CIIEHHATICTOB B 06/IaCTH
JOKYMEHT0000pOTa U JENOIPOU3BO/ICTBA UL KOHCYIBTAIAM], OATOTOBKHA 3aKTIOUEHH, PEKOMEHIAIIHi
¥ IIPEJUIOMKEHHH, pa3paboTKH H BHEAPECHAS IPOEKTOB Pa3BHTHAL.

3.6.5. Buocuts mpemmoxenus Pexropy WMHCTHTYTa © NpUBIEYEHME K MaTepHalIbHOH U
MUCHOUITMHAPHOH OTBETCTBEHHOCTH JO/DKHOCTHBIX JIHI B CIIy4Yae BBIABJICHHS HApPYIIEHHH, MEMIAFONTIX
HCHOJHEHHIO GYHKIHHA OTaema.



3.6.6. BHOCHTE NIPEUIOKEHHUS O TIEpeMelIeHHH PabOTHHKOB OT/eNa, UX MOOMPEHHH 3a YCHEMHYI0
paboTy, a Takke NPEIJIOKEHHS O HAJOKEHWH B3BICKAHMI Ha PabOTHHKOB, HapYIIAIOIUX TPYIOBYIO
JUCIATUTHHY.

3.6.7. JlaBath pasbACHEHHs K PEKOMEH/IAIHY 110 BOIIPOCAM, BXOJISIIAM B KOMIIETEHITHIO OT/IEIa.

3.6.8. IIpoBOMUTE M y4aCTBOBATH B KOH(EPEHIMIX, COBEIaHUAX, CEMHHAPaX 110 BOIIPOCaM paboTHI ¢
abUTypHEHTAMH.

3.7 PyxoBourens otaena no paGote ¢ aGHTypHeHTAMH BH3HPYET BCE NOKYMEHTEHI, CB3aHHEIE C
ACATETBHOCTBIO OTAETIA B PAMKAX CBOEH KOMITETEHIIHH H OTBETCTBEHHOCTH.

3.8. PykoBoauTeNb OT/ENA HECET IEPCOHATBHYIO OTBETCTBEHHOCTD 34

3.8.1. HEKaUYECTBEHHOE W HECBOEBPEMEHHOE HCIIONHEHHE 33139 1 (QYHKIHI, BO3TIOKEHHBIX HA OTHET
HacToamuM ITonoXKeHHEM, HEBBITOIHEHHE B IIOJHOM 00BEME M B YCTaHOBIICHHBIE CPOKH DEINEHHUIH
OpraHoB ynpaeneHus MHCTHTyTa, mpuKas3os, pacmopsikenmit WHCTHTYTa n nopyyeHuii Pextopa
WHcTHTYTA;

3.8.2. HeHCIIONHEHHME WM HEHAIIEKAIIEE HCIONHEHAE CBOMX TPYAOBBIX 00s3aHHOCTEH B
COOTBETCTBHH ¢ HacTosmuM [TosoxkeHnem;

3.8.3. mpemocraBieHHe  (BBIIOJHEHHE) HEKAYECTBEHHBIX  YCIIYT (paboT), OKa3bIBAEMEIX
(BBIIONTHAEMBIX) PaOOTHHKAMHE OTJE/IA KT IIPHBICYECHHBIME JHLIAMH;

3.8.4. HelOCTOBEPHOCTH, HECBOCBPEMEHHYIO TIOATOTOBKY H HETIPEJICTABIICHHE B OPraHbl YIIPABJICHHS
WucrutyTa, HEGOPMAIUK, CBEJICHHI H TOKYMEHTOB, KACAIONIAXCS NeATCIbHOCTH oTAena;

3.8.5. COXpaHHOCTE JNOKYMEHTOB, 06Pa3yIOIUXCS B XOJE JeSTEIbHOCTH OTIeNa, U HepasriameHue
KOH(UICHIMATEHON MH(OPMALHH, KOTOPO¥ PACTIONATAIOT COTPY, IHHKH,

3.8.6. pasriameHHe KOHQHIEHIMATLHBIX CBECHMIA, KOMMEPYECKOH TalHBI, KaK JIHYHO, TaKk U
AONYIIEHHE CATYAI[HH PA3TIAlICHHs COTPYJHHKAMU BBEPEHHOTO OT/IENA;

3.8.7. npuuunenne MHCTHTYTY MaTepmambHOro ymepba Kak JMYHO, TaK H JOIIYIICHUE CHUTYaIlHi
NPUIUHEHHUS yIepOa COTpyTHHKaMH BBEPEHHOTO OTHENIA;

3.8.8. mpaBoHapymenus, OIYIIEHHbIE IPH OCYIIECTBICHHH TPYOBEIX QyHKUHi, KaK JIUYHO, TaK U
AOMYIICHHUE CATYAMH COBEPIICHHUS IPABOHAPYIIEHHH COTPYIHUKAME BBEPEHHOTO OTHENA;

3.8.9. mpeBBIIIEHHAE IPEAOCTABIEHHBIX TIOTHOMOYHIL;

3.8.10. HapymeHue IpaBHI HOXKApHOH GE30IIACHOCTH M TEXHHWKHM GE30IACHOCTH KAK JIUYHO, TaK H
JONYINCHHE CHTYaUHH HAPYIICHUsS COTPYJHAKAMH BBEPEHHOTO OTHENA;

3.8.11. napymenue IIpaBui BHYTPEHHErO TPYAOBOTO PACIOPSIKA WBcTHTYyTAa KaK IW4HO, Tak H
JONyIEHHEe CHTYalllH HapylIeHHs COTPY{HHKAMH BBEPEHHOIO OTIENa;

3.9. CreneHp OTBETCTBEHHOCTH APYrHX DabOTHHKOB OT/ENA YCTAHABIMBAETCS MOJIKHOCTHBIMH
HHCTPYKITHSIMH.

3.10. Pexxum paboTsl 0TzieNa OIPENENseTcs B COOTBETCTRHH ¢ IIpaBuiaMu BHYTPEHHETO TPYIOBOTO
pacropska, ycTaHOBI€HHBIME B MHCTHTYTE.

VI. BzaumooTnomenus (c/1y:xedHble CBSA3H)

Otnen B3aumopeiicTeyerT: ,

5.1. C paboTHHKamMH CTPYKTYPHBIX moZnpasieieHuii WHCTHTYTa — B IIOPSAIKE, YCTaHOBICHHOM
JIOKAJIbHEIMHA HOPMATHBHBEIMHA aKTaMH.

5.2. C TpeThuMH TUIAMH — B IIOPSIKE, YCTAHOBIEHHOM JEHCTBYIOMMM 3aKOHOATENLCTBOM P®.

5.3. HemocpencTBEHHBI KOHTPONbL 33 JIEATENLHOCTBIO  OTHENa OCYIIECTRIIIETCH

PykoBonurenem cexperapuata u Pextopom HMacruTyT. OG6mmmid KOHTPOJIb 3a JEATENBHOCTBIO
OCYIIECTBIIAET PYKOBOJAIIMMA IEPCOHAN MIHCTUTYTA II0 CBOMM HANPaBICHUSIM IESITEIFHOCTH.

4. Peoprannzanus u JTHKBHIANHS 0T/e]Ia 0 padoTe ¢ a6HTypHEHTAME

4.1. Peopranusanus 1 JTHKBHAALHS OTIENa OCYIIECTBISIOTCS B COOTBETCTBAH C 3aKOHO (AT IbCTBOM
Poccuiickoii @ezepariy Ha OCHOBaHHH PELICHHS yUeHOTo coeTa MHCTHTYTA.

4.2. Pemenne Y4eHOro copera MIHCTUTYTa O peOpraHM3aIMH HITH JTAKBUIAINM OTIeNIa oopmiseTcs
npukasoMm Pextopa MHCcTHTYTA.

S. Ilopsnok n3menenns Iooxenns
Buecenne u3menenuii B Hactosmee ITomoskenne Mpou3BOIATCS pemennem Pekropa MuctuTyTa.



