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ITosi02xenue 06 oTaese mo padore ¢ HHOCTPAHHLIMH yYaIIHMHCH
I. O0ue moJ10KeHust

1. Ormen mo pabGoTe C WHOCTPAHHBIMH YYallUMHKCS SBJSIETCA CTPYKTYPHBIM
noppasaenenieM Cankt-IleTepOyprckoif  rocynapCTBEHHOW — KOHCEPBaTOPHH
mmenn H.A. Pumckoro-Kopcakosa (manee - KoHcepBaropus), OpraHU3YIONIUM
06pa3oBaTeNbHYI0  JEATENIbHOCTh [0 OCHOBHBIM — IIPOrpaMMaM  BBICILIETO
npodeccHOHAIBHOr0 06pa3oBaHus (CreuaIuTeT, OakaraBpyar, MarucTpaTypa) u
IporpamMMaM JIOMOJTHUTENBHOTO 00pa30BaHMs [Jisi WHOCTPAHHBIX yJalluXCs, a
TaKkkKe OCYIIECTBIIAIOIIAM ITacIIOPTHO-BU30BOE COIPOBOXKACHHE HMHOCTPAHHBIX
rpaxnad Bo Bpemsi oOyderus B KoHcepBaTopun U mpeObIBaHUS Ha TEPPUTOPUH
Poccur ¥ paboTy IO 3aKMOYEHMI0O W KOHTPOIIO FHCIONHEHHs [OroBOPOB 00
OKa3aHWH IIATHEIX 00pa3oBaTeIbHbIX YCIYT ¢ HHOCTPAHHBIMU yJaIlldMHCS.

2. Ormen [OMYUHSAETCS HENOCPEJCTBEHHO IIPOPeKTOpy II0 y4eOHOM H
BOCITMTATENbHOU paboTe.

3. Ormen Bosrmasiger 3apemyromuil. OOS3aHHOCTH 3aBEMyIOIIEro OTAEIOM
OIIPEe eSO TCS ero JOJDKHOCTHOU HHCTPYKIIUEH.

4, Ortmen B cBoell  IeATENBHOCTH  PYKOBOJCTBYETCS  JEHCTBYIOIIUM
3aKOHOMATENbCTBOM 00 00pa30oBaHUM, MHIPAIMOHHBEIM 3aKOHONATEIbCTBOM,
VcraBoM  (elepalbHOro ToCyIapCTBEHHOTO OIOMKETHOro  06pa3oBaTelbHOTO
yupexxenuss Bbicmero obpasoBaHus «CaHkT-IlerepOyprekas rocyfapCTBEHHAs
xoHcepBaTopusi uMmeHn H.A.  Pumckoro-Kopcakosa», — OpraHM3al[MOHHO-
PACTIOPAIUTENBHBIME JJOKYMEHTAMH PEKTOPaTa, PENICHUSIMH PEKTOpa U YYEHOro
coBera KoOHCepBaTOpuM, MHBIMH 3aKOHOAATENbHBIMH aKTamMu PoccHiCKOH
®depiepaliuy ¥ JOKAIBHBIMA HOPMATHBHBIMU aKTamMu KoHCepBaTOpHH.



5. OTJeN B3aUMOIEHCTBYET CO CTPYKTYPHBIMH HozpaszeenusMu KoHncepBaTopyun
B COOTBETCTBHMHM C  YCTaBoM, CTPYKTypoil M OpraHu3aloOHHO-
pACIIOPSITATENbHBIME i HOPMaTHBHEIMU JIoKyMeHTaMK KoHcepBaTOpHH.

6. PaGOTHHKM OTHeda HA3HAYAIOTCS HA JOJDKHOCTE M OCBOOOXKIAIOTCS OT
IOJDKHOCTH IIPUKA30M pEKTopa.

7. CTpyKTypa W INTaTHas YHCIEHHOCTh OTAeNa YTBEPKAACTCS PEKTOPOM IO
PeJICTABIEHUI0 [POpeKTOpa I0  y4ebHOH M BOCIIATATEIbHONH  pabore.

II. ®ysKkOouyu 4 322494 0TAe]1a
Ha Ot e Bo3ararorcs cienyromue QyHKIIUA 1 3a0a49u:

1. IInaupoBaHue U yrupaBlieH:ue y4eOHbIM IPOLECCOM:

- COTJIACOBaHME KOHTPOJIFHBIX LU(P NpHUeMa,;

- pa3paboTKa COBMECTHO C JieKaHaMHU (aKyIbTeTOB U 3aBE/IyIOINMH kadenpaMu
y4eOHBIX IUTaHOB B COOTBETCTBHU C TOCYIapCTBEHHBIMU o0pa3oBaTeIbHEIMU
CTaHJApTaMu; |

- HOATOTOBKA JIOKyMEHTOB, POEKTOB IIPHKA30B, PACIIOPSLKCHHIT 110 yueOHO!
BOCIIMTATEILHOM paboTe B paMKax CBOMX (QYHKIMH 1 3a1ad.

2. Opraumsanus yqe6Horo mpoiecca:

- KOOD/IMHAIMS IeSTENbHOCTH CTPYKTYPHBIX IOJpas/ieIeHuH, (baxyIbTeTOB,
xadenp, npodeccopcKo-IpenoiaBaTebCKOro CocTaBa B obiacta yaeOHOI
paboTEHI;

- obecrieueH e [eI0NPOU3BOJICTBA H JOKYMEHTO000POTa B paMKax CBOSH
KOMITETEHIIMH, B TOM drciIe TocpeacTsoM mporpammel «1-C:IIpeanpuaTuaen;

- BeJleHHe U cadya CTaTUCTUIECKON OTIETHOCTH 10 KOHTUHIC€HTY HHOCTPaHHBIX
y4amuxcs;

- OCyIIleCTBJICHHE y4YeTa II0 JBIKEHHUIO KOHTHHIeHTa HHOCTPAHHBIX yHallHXCA
(axaJleMHIECKHi OTITyCK, OTYHCIIEHHE, BOCCTAHOBJIEHHUE, IIepeBo.);

- COCTaBJIEHME PACIIHCAHUS YIeOHBIX 3aHITHI;

- obecrieyeHre HeoOX0IUMOM JOKyMeHTaluel 3a4eTHO-9K3aMEHAIIHOHHBIX
ceccuii, ”TOTOBOM aTTeCTALNH (3a4eTHbIE BEOMOCTH, 3K3aMEHAIIHOHHbIC
BeJOMOCTH, IIPOTOKOJIBI IIPOBEIEHHUS FOCYIaPCTBEHHON HTOrOBOH aTTECTAl! 1
T.IL.);

- Be[leHHe JIMYHBIX e U JIMYHBIX KapTO4eK HHOCTPAHHBIX y4alluXCs,

- KOHCYNHTHPOBAaHHE CTYIEHTOB IO BONPOCAM OpPraHM3alMH M [POBEACHHA
yae6HOro mporecca, *HGOPMAIMOHHAs TIOJJEPAKKA CTyIEHTOB;



- 3aKJIIOYeHHWe KOHTPAKTOB Ha oOydeHWe W JOIONHUTETBHBIX COIIAIICHHH C
HHOCTPAHHBIMHU y4allluMHCS,

- opopmileHHe ¥ Bblada B YCTAHOBJIEHHOM IIOPSIKE NOKYMEHTOB O BBICIIEM
podeccHoHaTEHOM 00pa30BaHUHU 3aBePIIMBIIMM 00yYeHHE CTYICHTaM;

- odopmieHwe u Bbfada JOKYMEHTOB 00 oOyd4eHHH IO TIpOrpamMMmam
JOTIOIHUTENHHOrO IPOodeCCHOHAIFHOTO 00pa30BaHUsA HHOCTPAHHBIM YJalIuMCS;

- TIOATOTOBKA ¥ BhIZiada HHOCTPAHHBIM O0YJaroIMMCs aKaJIeMHIECKUX CIIPaBOK H
UHEIX JIOKYMEHTOB, {y0IUKaTOB;

- ofecIledyeHHe pPETHCTPAIMM MHOCTPAHHBIX y4YallUXCs B  OJIEKTPOHHOH
nHpOpMaIIMOHHO-00pa3oBaTenbHOH cpele KoHcepBaTopuy ;

- mepeiada JMYHBIX e YUalluXcs, OTIUCIeHHBIX U3 KoHcepBaTOpyH, B apXUB;

3. KoHTpoJIb 32 X010M yueOHOM paboTHL:

- KOHTPOJTb aKaJIeMIYeCKOH yCIIeBaeMOCTH HHOCTPAHHBIX yJaluXCs;

- KOHTPOJIb CPOKOB JIMKBHIAIMA aKaJeMHIeCKUX 3a/J0JDKEHHOCTel HHOCTPaHHbIX
yUaIIuXxcs;

- KOHTPOJIb 33 HA3HAYEHUEM CTHIICHIHI HHOCTPAHHBIM CTy/IEHTaM, 00y4JaloIiMCs
Ha OXOPKETHOHN OCHOBE;

- KOHTPOJIb [IPOBE/IEHHS 3a4€THO-3K3aMEHAIIMOHHBIX CECCHH.

4. OpraHu3aius U KOHTPOJIb paboThl 10 OQOPMIIEHHIO B YCTaHOBICHHOM IIOPAMKE
TIPaBOBOrO ITOJIOKeHWsT Ha TeppuTopuu Poccuiickoit depepaniii MHOCTPAHHBIX
rpaxjas, ooydaronuxcs B Koncepsaropuu:

- obopMiIeHHEe TNpHWIVIAMICHHH i1 MOJTyYeHHs y4eOHBIX BH3 HHOCTPAHHBIM
yYaIuMcs;

- HH(GOPMHpOBaHHE HWHOCTPAHHBIX ydallUXCs II0 BONpocam TPeOOBaHMH
MUTPAILIOHHOTO 3aKOHO1aTeIbcTBa PD;

- IOCTaHOBKA 00YYaIOIIUXCsl Ha MUTPAllMOHHBIA yUeT;

- oopMIIEHHE PErUCTPALH HHOCTPAHHBIM 00YyJarOIMCS;

- ohopMIIEHHE U IIPOICHHE MHOTOKPATHBIX BU3 00yYarOIUMCS;

- CHSTHE ¢ MUIPAMOHHOTO ydeTa IIpU OTUUCIEHHH WM IepPeBOJe MHOCTPaHHBIX
y4aIuxcs;

- mpuoOpeTeHHe HMHOCTPAHHBIM  OOYYarOIMMCsl  IOJIMCOB  MEJUIHHCKOrO
CTpaxOBaHUS;

- KOHTPONb 3a COOIIOJEHHEM HHOCTPAHHBIMM OOYYarOUIMMHUCSA POCCHHCKOIO
MUTPAI[IOHHOTO 3aKOHOIaTeNILCTBA.

I11. IIpaBa pabOTHHKOB OT/AE]A
PaboTHUKH OTZEeIa UMEIOT IIPaBo:



- pa3pabaThiBaTh U BHOCHTD IIPEJIOKEHIS 110 COBEPIICHCTBOBAHHMIO OPTaHK3allii
yue6GHOM, BOCIIUTATeIbHON 1 HHOH paboTsI;

- 3ampallMBaTh W IONYYaTh OT PYKOBOJCTBA M CTPYKTYPHBIX 0/[pa3ieNIeHUi
KoHcepBaTopun uHGOPMAIIHIO, HEOOXOAUMYIO [T BEIIIOTHEHNS BO3TIOXKCHHBIX Ha
oTen 3a1a4 ¥ QyHKIIWH;

- Ha OpraHW3al[MOHHOE M MaTepHAIBHO-TEXHUIECKOE obecrieueHrie CBOEH
NeATEIEHOCTH.

IV. OTBeTcTBEHHOCTh pa0OOTHHKOB 0T/e1a
1. PaGOTHHMKH OTJela HECYT OTBETCTBEHHOCTD 32 HEBBIIIOJHEHHE BO3JIOXKECHHBIX Ha
OTJIeN 33724 ¥ 00s3aHHOCTEH B paMKax CBOMX JOJDKHOCTHBIX HHCTPYKITHH.

2. OrBeTcTBEHHOCTH  paOOTHHMKOB  OTAeNa 3a  HEHaUIeXallee  HIIH
HECBOEBPEMEHHOE MCIIOJIHEHUE obs3aHHOCTEH  OmpenerseTcs HODKHOCTHBIMU
HHCTPYKIUSIMH U TPYZOBBIM JOTOBOPOM.



