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HOJIOKEHHSA
npo aaminicrparusny paay BCII I®K JIMA

1. 3ATAJIBHI TIOJOXKEHHSA

1.1. AnMiHICTpaTMBHA pajia CTBOPIOETHCS JJI OINEPATUBHOTO BUPIMICHHS
OCHOBHUX TMHTaHb JISUIBHOCTI BigOKpEeMJIEHOTO CTPYKTYPHOTO MiAPO3ALTY
«/IpyxkiBcbkuil (paxoBuil konemk JloHOacbkoi JepkaBHOI MalIMHOOYIIBHOT
akanemii» (mam — Konemk) 1 mpairoe y BiamoBimHOCTI 10 3akoHy Ykpainu «lIpo
(daxoBy nepeABuILLy OCBITY», [10/105KeHHS PO KOJIETK.

1.2. T'onoBHe 3aBmaHHS AJIMIHICTPATUBHOI pajyl TOJIATAaE B 3a0e3MeueHHI
e(eKTUBHOCTI POOOTH aJMIHICTPATUBHOTO YIPABIIHCHKOTO amapary KOJeIKY,
BUPOOJIEHI Ta KOOPAMHAIIT €IMHUX YMOB Ta BUMOT B OpraHizailii poOOTH KOJICITKY,
KOHTPOJI1 32 JISUIBHICTIO BCIX MIPO3I1IiB 3aKJIaly OCBITH.

1.3. ApamiHicTpaTMBHa paaa € poOOYMM JOpaTyuM OpraHOM 3aKJamy.
[lepconanbHuii ckJ1ag AAMIHICTPATUBHOT Pajy MOPIYHO 3aTBEPKYETHCS HAKa30M
TupeKTopa Koaemky. Jlo ckiany AIMIHICTPATUBHOI pajau 3a OCaaMU BXOASTh:

- 3aCTYNHHKHU JUPEKTOPA;

- 3aBijyBayl BiJUIIJICHb;

- TOJIOBHUH Oyxrairep;

- METOJIUCT;

- CTapuIuil IHCIEKTOP 3 KaJpiB;

1.4. TonoBoro ANMIHICTpaTUBHOI paJAu € JUPEKTOp KoJemky. B ioro
BIJICYTHOCTI TOJIOBYE Ha 3aCiJaHHI paJu 3aCTyMHHUK JWPEKTOpa 3 HaBUYaJIbHOI
poboTH.

1.5. AnmiHICTpaTMBHA paja WIOPIYHO CTBOPIOETHCS HAKa30M JUPEKTOpa
3aKJIany.

1.6. AamiHicTparuBHa paja y CBOiM AISUIBHOCTI KepyeThcsi KOHCTHUTYIIEIO
VYkpainu, 3akoHamu Ykpaiau, akramu [Ipesunenta Ykpainu, KaGinety Minictpis
VYKkpainu, HOpMAaTUBHUMHU akTamMu MIHICTepCTBa OCBITH 1 HAyKH, MOJIOJI Ta CIIOPTY
VYkpainu, nocTaHOBaMU 3’13/11B, pIICHHSAMU JAepKaAMIHICTpallli 001acTi, MiCIEBUX
paj, IHIIMMHA HOPMaTUBHUMH akTaM# Ta UM [1o10KeHHAM.

1.7. 3aciganHs aJAMIHICTPATHBHOI paJud MPOBOASTHCS 3TiIHO 3 Tpadikom
po0OOTH 3aKJIaly Ha CEMECTP.

2. MOBHOBAKEHHSA AJIMIHICTPATUBHOI PAJI

2.1. OCHOBHUMH MMOBHOBAXEHHSIMHU AJMIHICTPATUBHOI Pajy €:

2.1.1. Koopaunariis i KOHTPOJIb poOOTH B KOJIEIKI;

2.1.2. Po3poOka TOJOBHMX HalpsMIB oOpradizaiii Ta BJIOCKOHAJICHHS
aJMIHICTPaTUBHO-YIIPABIIHCHKOI pOOOTH B KOJIEJIX1, BIIOCKOHAJIEHHS CTPYKTYpHU
praBJ'IlHCbKI/IX HiAPO3/UTIB, TUIaHIB PO3BUTKY KOJIEIKY B LILJIOMY 1 OKPEMHX HOTO
H1APO3/LTIB 30KPEMa;

2.1.3. KoHTponb 3a BUKOHaHHSIM HaKa3iB, pPO3MOPS/KEHb Ta pIlIeHb
MiHicTepcTBa OCBITH 1 HayKU Y KpaiHu;



2.1.4. Po3rnsan nutanb npo (GOPMYBaHHS IITATHOTO PO3IHUCY, TOTEPETHEOTO
pO3MJIsily MUTaHb CKOPOYEHHS IITATiB, BUTPAdyaHHS M03a00KETHUX KOIITIB,
npua0aHHs 00JIaIHAHHS;

2.1.5. 3acnyxoByBaHHS 3BITIB KEPIBHUKIB MIAPO3AUIIB MPO BUKOHAHHS HUMU
MOCaJI0OBUX OOOB’S3KIB, MPaBWJI BHYTPIIIHBOTO TPYJOBOTO PO3MOPSIKY, 3aXO/1B
II0JI0 BUKOPUCTAHHS Ta 30€pEKEHHS MaTrepiaibHUX I[IHHOCTEH, J0py4YeHb
AJMIHICTPAaTUBHOI pajiy;

2.1.6. Amnamiz e(eKTUBHOCTI OpraHizaumiiHOi Ta METOJUYHOI pPOOOTH
IIUKJIOBUX KOMICIH, KypaTOpiB IPYIL;

2.1.7. Kontpomp 1 aHaji3 CcTaHy oOpraHizamii Ta MPOBEIACHHS
3arajJbHOKOJIEKIBCHKUX 3aXO0/11B BIAMOBIAHO JI0 IJIaHY POOOTH KOJIEIKY;

2.1.9. AnMiHiCTpaTHBHA paja MOXKE PpO3IJISIaTH IMHTaHHS IONEPEIHBOTO
aHaMI3y TOJIOKEHb Ta IHIIUX BHYTPIIIHIX JIOKAJIHHUX HOPMATHBHUX aKTIB, fKI
JUPEKTOP BBa)ka€ 3a JOIJIbHE BBECTU B KOJEKI 1 MOMEPEIHBbO MOTOAUTH iX 3
pazoro.

2.2. Jlo xomniereHuii AIMIHICTPaTUBHOI paau BIZHOCUTHCS PO3IJISI/L MUTAHb:

2.2. 1. BHeceHHs mpono3ulliil 1 101oBHEHB B [10105KeHHS PO KOMEIK;

2.2.2. OOroBopeHHs MEePCHEKTUBHOIO IJIAHY PO3BUTKY KOJIEJIKY;

2.2.3. Po3poOka 1 OOroBOpEHHSI MPOEKTIB JIOKAJbHUX HOPMATHBHUX AKTIB
KOJICJUKY;

2.2.4. OOroBOpeHHS 1 BHECEHHS pIlIEHb 3 MOTOYHUX MHUTaHb HABYAIHHO-
BUXOBHOTO MPOIIECY 1 aIMIHICTPATUBHOI JIISITHOCTI;

2.2.5. Po3rman 1 3aTBEpKEHHs TUIAHIB POOOTH CTPYKTYPHUX MiAPO3/ILIiB
KOJICJTKY;

2.2.6. CraH 1 mMIACYMKM HaBYaJIbHO-BUXOBHOI, METOJIMYHOI, HAyKOBOI,
MpaKTUYHOI poOOTH, pPOOOTH BIIAUIEHb, O10J10TEKH, TYPTOXKUTKY, 1HIIHMX
M1JIPO3/I1LIIB;

2.2.77. CtaH KyJbTypHO-MacoBOi Ta CIOPTHUBHOI pOOOTH B HABYaJIbHOMY
3aKjIajl;

2.2.8. IligBumenHs kBamidikallii MmemaroriyHUX MPAIiBHUKIB HABYAIBHOTO
3aKiany;

2.2.9. Cran nocnigHoi poOOTH BUKJIAaviB 1 CTY/ICHTIB,

2.2.10. Cran nipodopi€eHTaIliiHOT pOOOTH B 3aKJIaIi;

2.2.11. TluTanHsa OXOpOHU TIpalli;

2.2.12. IlincyMKH CeMeCTpOBHX, JACpPKaBHUX €K3aMEHIB, IOTOYHOTO
KOHTPOJIIO;

2.2.13. TlutanHs BigpaxyBaHHs CTYACHTIB 3a MOPYIIEHHS TUCIUIUIIHU;

2.2.14. AHaii3 cTaHy PO3BHTKY HaBYaJIbHOTO 3aKjaay Ta 3MIIHEHHS HOTO
MaTtepiajibHOI 0a3u,

2.2.15. [luTaHHs 1IOAO BCTAHOBJIEHHS pO3MIpy TIUIaTH 3a HaBYaHHS,
N1ABUIICHHA KBami(ikalii, pOKUBAHHS B TYPTOKUTKAX KOJIEIKY;

2.2.16. IlutanHs BUKOPUCTAHHS CIIOHCOPCHKUX KOIITIB Ta iX MEpepo3MoIiI 3a
rpynaMu Ta HampsIMKaM# BUIATKIB;

2.2.17. Inu1i moTOYHI MUTAHHSA, K1 CTOCYIOThCS JTiSTBHOCTI KOJIEIIKY.

2.3. KoHTpouoe:



23.1. CraH 1 OACYMKH HaBYAJIbHO-BUXOBHOI Ta METOIWYHOI pOOOTH 3a
MOTOYHUH TMEepIiof;

2.3.2.  MarepiaJlbHO-TEXHIYHE Ta METOAMYHE 3a0e3MeYeHHs] HaBYaIbHO-
BHUXOBHOTO IPOILIECY;

2.3.3. EdektuBHEe BHKOPHUCTAaHHS MaTepiadbHO-TEXHIYHOI 0a3u KaOiHETIB
HaByaJbHUX (TabopaTopiii);

2.3.4. 3abe3neyeHHs] Halle)KHUX YMOB MPOXXMBAaHHSA, CaMOCTIHHOI poOOTH
CTYZICHTIB, 1X JO3BLILJIS;

2.35. BoxuBaHHS 3axomiB Ui TOJIMIICHHS COIIAJBHO-TIOOYTOBUX YMOB
HaBYaHHS, MPaIli, BIAMIOYMHKY CTYACHTIB Ta MPAIliBHUKIB;

2.3.6. BupimenHs  nuTaHp ~ OI0AO  OpraHizamii 1 IPOBEACHHSA
npodopieHTaIIHHOT POOOTH;

237. Cran oprasizaimii 1 TNpPOBEACHHA MPAKTUYHOI  IiJATOTOBKH,
npareBiIalTyBaHHsI BUITYCKHUKIB,

2.3.8. Peanizaiiito npUHIMMIIB BUXOBAaHHS, MOMEPEIKEHHS MTPaBONOPYIIEHb,
CTaH BUXOBHOI pOOOTH B CTYJIEHTCbKUX IPyIax, TYPTOXKUTKY;

2.3.9. 3abes3medyeHHs  Oe3MeYHMX yMOB Mpall Ta  MONEPEIKCHHS
TpaBMaTU3MY;

2.3.10. Opranizamito Ta  €(PEKTUBHICTh  MIJBUIICHHS KkBautihikarii
NeJJaroriyHuX IparliBHUKIB.

2.3.11. YxBamioe pillieHHS 3 NMHUTaHb (PIHAHCOBO-TOCIOAAPCHKOI MiSITBHOCTI
BUIIOTO HAaBUYAJIBHOTO 3aKJaay, ONEPATUBHO, CBOEYACHO BHUPIIIyE OpraHizauiiHi
MUTAHHS.

2.3.12. Posmnsgae BukoHanHs [IpaBuil BHYTPIIIHBOTO TPYAOBOTO PO3MOPSIKY
CTy[IEHTaMU Ta MpaliBHUKaM{ BUIIIOTO HABYAJIHHOTO 3aKJIamy.

2.4. 3aciganHs AIMIHICTPaTUBHOI pajid MPOBOAUTHCS MO Mipi HEOOX1IHOCTI,
ajie He MEHIIIe HIXK OJIMH pa3 Ha MiCSIIb.

2.5. 3acigaHHsl pagu € MPaBOMOYHHUM, SKIIO HA HbOMY IMPHUCYTHI HE MEHIIE
JBOX TPETUH (PAaKTHUYHOTO CKJIaay pamau. [IpucyTHICTH WICHIB aJMiHICTPATUBHOL
pagy peECTPYIOTHCS B IPOTOKOJII.

3. OPTAHI3AIIISI POBOTHU AIMIHICTPATUBHOI PAIN

3.1. PitienHst AIMIHICTPAaTUBHOL paju MPUHUMAIOTHCS OUTBLIICTIO TOJIOCIB BIJ
KUIBKOCTI MPUCYTHIX YJICHIB PaJfl BIAKPUTHM TOJIOCYBAHHSM.

3.2. Pimennst AnMiHICTPAaTUBHOI pagu 0pOPMITIOIOTECS B (hOpMi ITPOTOKOJIB,
MPOTOKOJIBHUX JOPYYCHB, SKI € OOOB’SI3KOBHMH JIO BHUKOHAHHS IpalliBHUKaAMU
KOJIEJTKY.

3.3. Bce mainoBOACTBO AAMIHICTPAaTUBHOI pajd, ii TEXHIYHY I1JITOTOBKY,
OTIOBIIICHHSI Ta PEECTPAII0 YJIEHIB paJdl BEAE CEKpeTap, SKUM MPU3HAYAETHCSA
HakazoM aupektopa. Cekperap Beae 1 opopmiisie MPOTOKOIM 3aciianb paau. Ha
CEKpeTaps MOKIAAA€THCs KOHTPOJIb 32 BUKOHAHHSM JIOPYYCHb Pajiv, HAallPaBJICHHS
MOBIIOMJIEHh ~ TOCAJIOBUM  0oco0aM Ta  BHKJIaJadaM TMpoO  JIOPYYCHHS
AJMIHICTPAaTUBHOI pajiM, K1 BOHU OBUHHI BUKOHATH.



3.4. Ha cekperaps paau MOKJIATAETHCS BIAMOBINAILHICTH 32 JOBEICHHS 10
BUKOHABI[IB JIOPY4YEHb AJMIHICTPATUBHOI PaJu, KOHTPOIIO 32 BYACHUM 1 MOBHUM
BUKOHAHHSM IIUX JOPYYEHbD.

3.5. PimieHHss AQMIHICTpaTUBHOI pajau HaOWpalTh CUJIYy Biapasy micis ix
OPUUHATTS panoro. Ko paga OpuilHsIa PIIEHHS NMPO BUJAHHS JUPEKTOPOM
HaKazy 4M PO3MOPSKEHHS 3 BIJMOBIIHOTO MUTaHHS, TO BOHO € 000B’A3KOBUM JI0
BUKOHAHHS.

3.6. Skmo [upeKTOop KOJIEMKY HE B3TIAHUM 3 pIIMIEHHSAM MPUHHITUM
AJMIHICTPATUBHOIO PaJIOI0, TO BiH MOE BHHECTH CIIIpHE MUTAHHS HA TOBTOPHUMN
po3rIsad paan. SAKIIo paja MOBTOPHO, IBOMA TPETHUHAMH TOJIOCIB Bif ii 3araJbHOL
KUIBKOCTI TIpUiiME pIIIeHHs, TO BOHO € OOOB’SI3KOBUM [IJI1 BUKOHAHHS
aJMIHICTPAIIIEIO KOJICIIXKY.

3.7. AnMmiHICTpaTUBHA pajla HE MOXKE MPUUMATH 3000B’SI3yr0Ue TUPEKTOpa
pILIEHHS 3 MUTaHb, sKi [[OJOKEHHSIM MpPO KOJEMK Ta IIFOYUMH HOPMATUBHUMHU
JOKYMEHTaMHU BIJTHECEH1 JIO0 BHKJIOYHOI KOMIIETCHII JAUPEKTOpa KOJEIXKY.
PimmeHHs 3 TaKUX MATaHb MOXKYTh HOCUTH JIMIIIC PEKOMCHIAIIIMHUNA XapaKTep.

3.8. AamiHicTpaTHBHA paja HE MOXKE MPUUMATH PIMIEHHA , SKI MOTIPIIYIOTh
YMOBHU pOOOTH TPALIBHUKIB KOJEIXKY, a00 MOPYUIYIOTh iX MpaBa Ta Cylepedarb
YUHHOMY 3aKOHOJIaBCTBY.

4. TIPABA AJIMIHICTPATUBHOI PAI
4.1. TlepeBipsiTH 1 KOHTPOJIIOBATH JIOTPUMAHHS B CTPYKTYPHHUX MiJpO3/iaax
[IpaBun BHYTPINIHBOTO TPYAOBOTO PO3MOPSIKY, BUMOT 3aKOHOJABCTBA PO OCBITY,
BUKOHAHHS IUIAHIB AISIJIBHOCTI.
4.2. Buocutu mpomosuilii Juisi OOTOBOpPEHHS MHUTAaHb Ha 3aCiIaHHIX
NeAaroriyHol pajay, 3araibHUX 300pax (KoHdepeHIii) TPyI0BOTO KOJIEKTUBY MO0
MOKpPAIIEHHS OCBITHBOI A1SUIBHOCTI BUIIOTO HABYAJIBHOTO 3aKJIA]Y.
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