3ATBEP/UKEHO

IpoTOKOJI0M Buenoi paqu MY
BiJ 26.12.2023 Ne 8

BBEJICHO B JIi10 HaKa3zoM MY
BiJ 26.12.2023 Ne 201

HOJOXEHHSA
PO HABYAJILHY Jadoparopito iHdopmaniiHoOro 3ade3nev4eHHs1 0CBITHHLOI0
npouecy MapiynoJibCbKOro 1ep:kaBHOr0 yHiBepCUTETY

1. 3ATAJIBHI ITOJIO’)KEHHSA
1.1. HapwanpHa sabGoparopis iHpopMamiifHOro 3a0e3medeHHsT OCBITHBOTO Iporecy (mam —
Jlaboparopist) € (PYHKIIIOHATHLHOK YAaCTUHOK HaBYAIbHO-METOMWYHOrO Bimmimy MAY (mami —
VYHiBepcUTET).
1.2. 'V cBoiii gisibHOCTI JlaGoparopisi kepyerbes 3akoHamu Ykpainu «lIpo ocity», «IIpo Bumry
ocBiTy», “IIpo iHbopmanio”, “Ilpo 3axuct mepcoHanpbHuX Aanux’, “IIpo moctym mo my6miyHOT
iHpopmaii”, “TIpo 3axuct iHPOpMalii B iHGopMaIiiiHO-TeTeKOMYHIKAIIIMHAX cCUCTeMaX’, HaKa3aMH
MinictepcrBa ocBith 1 Hayku Ykpainu “IIpo 3arBepmkenHs [lonoxenns nmpo €auHy AepKaBHY
eJIeKTpOHHY 0a3y 3 murtaHb ocBiTH Bix 08.06.2018 Ne 620, “TIpo 3aTBep/pKEHHS MOJN0XKEHB ITIPO
peectpu €1uHOI JepaBHOI €JeKTPOHHOI 0a3u 3 muTaHb ocBiTH Bim 16.02.2021 Ne 204, “IIpo
3arBepkeHHs [lopsaky HamaHHs JocTynmy (i3UYHUM Ta OpUAMYHEM ocobam 10 Peectpy
JIOKYMEHTIB PO BUIILY OCBITY Ta [lopsiiKy 3aMOBIIEHHS, BUTOTOBJICHHS, BU1a4i, O0JIIKY JIOKyMEHTIB
PO BUIIY OCBITY Ta JOJATKIB O AUIUIOMIB €Bponeicbkoro 3paska” Bix 06.03.2015 Ne 249, «Ilpo
3atBep/keHHsl [lonoXeHHS Tpo CTYyAEHTChbKI (YYHIBCHKi) KBUTKU JI€P>KaBHOTO 3paszKkay Bij
25.10.2013 Ne 1474, «IIpo 3arBepmkenns I[lonmoxxenHs mpo Bysmm nepkaBHOT iH(OpMAIiiHO-
BUPOOHMYOI cHUCTEeMH JUIs 1HGOpMaLiHHOrO Ta JOKYMEHTAapHOro 3ale3nedeHHs (I3UYHHX 1
opuanuHuX oci6 nanumu 3 nutadb ocBiTH (IBC "OCBITA")» Big 15.12.2004 Ne 939 , Ctatyrom
MJ1Y, KonextuBHuM poroBopoM, [IpaBuimamu BHYTPILIHBOIO PO3NOPSAIKY, HaKa3aMU PEKTOpa,
PO3MOPSHKEHHSIMHU TIEPILIOTO MPOPEKTOPa, MPOPEKTOpa 3 HAYKOBO-TIENArOTIYHOT POOOTH, 1HIIUMHU
HOPMaTHBHUMH JIOKAIbHUMHU akTamMu M1V Ta num [lomoxeHHsam.
1.3. Ctpykrypa JlabopaTopii BU3HAYAETHCS IITATHUM PO3KJIAJ0M YHIBEPCUTETY.
1.4. Yci npauiBauku JlabopaTopii npu3HauaroThCsl HAa TOCaAy 1 3BUIBHSIOTHCS 3 MOCAAM PEKTOPOM
3a MOTOJPKEHHSIM HaYaJIbHUKA HaBYaJIbHO-METOJUYHOTO Binainy. KepiBHUIITBO poboToro
JlaGopartopii 31iliCHIOE 3aBiTyBay.
1.5. IlpaBa 1 00o0B's3ku crniBpoOITHUKIB JlabopaTopii BM3HAYAIOTHCS MOCAJOBUMH 1HCTPYKLISIMH,
pO3pOOJIEHUMH  BIANOBIAHO /10 JIIIOYOTO  3aKOHOJABCTBA Ta 3aTBEP/UKEHUMH PEKTOPOM
YHIBEPCUTETY.

2. META, 3ABJAHHS TA ®YHKIII JIABOPATOPIi IHOOPMAIIMHOI'O
3ABE3IIEYEHHS OCBITHBOI'O ITPOLIECY

2.1. Mera JlabopaTopii — 3a0e3mnedeHHsT e(heKTUBHOTO YIpaBIiHHS iHQOpMAIIHHIMU CUCTEMaMH B
oprasizaiiii OCBITHHOT'O TIPOIIECY

2.2. OcHoBHUMH 3aBHaHHAME JlaGopartopii €:

o iH(popMarliiiHe 3a0e3MeueHHs]  OCBITHBOI'O  IPOLECY, 30KpPEeMa, BHECEHHS JaHUX  JI0
€1uHoi Iep’kaBHO1 eJIeKTpOoHHO1 6a3u 3 nuTanb ocBitTH (nam €JIEBO) ta AC «/lexanaty,
3a0e3nedeHHs MATPUMKY MiICUCTEM  YIPABIIHHA JOCTYIIOM, peecTpamii Ta 00Ky
1H(dOopMaLIfHUX pecypciB;
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3a0e3nevYeHHs peecTpallii Ta CynmpoBOAY MMOBHOTO IIUKITY OCBITH BiJ] 3apaxyBaHHS JI0 BUITYCKY
JUTSE KO)KHOTO 3700yBava Ta JOMOBHEHHS ii aKkTyallbHOIO iH(OpMAaIi€lo 3a Tepioa Horo
HaBYaHHS (BCTYI, IOHOBJICHHS, BiJJpaxyBaHHs, IepeOyBaHHs B aKaJIeMIvYHIN BITYCTIIl, 3MiHa
NPi3BHILA, BUITYCK TOILO);

KOHTPOJIb IOCTYITHOCTI 1 KOH}iAeHIIIHHOCTI iHdOopMarlii, 1o 30epiraeTbes, 00poOsIEThCS 1
NEePeAEThCS IO KaHAIaxX 3B'I3Ky 1HPOpMAIIii i3 3aCTOCYBaHHSIM 3aXHUIIICHOTO 3'€ THAHHS,
3aMOBIICHHSI, OTPMMAHHsI Ta BUJIa4a JIEKaHATaM CTYJCHTChKUX KBHTKIB,

3a0e3meueHHsT JeKaHaTiB Ta Kadenp OmaHKaMu akaJeMiYHHMX JOBIIOK Ta JOAATKIB 10
JUIUIOMIB €BPOIICHCHKOTO 3pa3Ka;

30ip, 00poOKa, aHai3 Ta MmiAroToBKa JOKYMEHTIB 0 Bepudikaii (mepeBipku opopmieHHs Ta
3MICTOBHO] 1X YaCTHHH);

3aMOBJICHHS JIOKYMEHTIB Ta TyOIiKaTiB JOKYMEHTIB IIPO BHUILY OCBITY (CIUJIBHO 3 IEKaHATAMHU
(bakyJIbTeTIB);

BHECCHHS Ta YHOPSAKYBaHHS JAHUX IOJ0 BHUKJIANAIBKOTO CKIAay YHIBEPCUTETY B
€JIEBO (na miacraBi HamaHoi iHGopMarlii BiaaiioM KaapiB Ta kKadeapamu);

HaJlaHHS CTPYKTYPHUM TIiPO3JiIaM YHIBEpCHUTETY IOBiKOBOI iH(OpMaIii mpo 3akianu
ocBiTH, 3apeectpoBati B €/IEBO;

aBToMarm3arlis o0JiKy Ta ympasiiHHS OcBITHIM mporiecoM B AC «Jlekanat» (CHiapHO i3
neKaHaTamMu (paKyJIbTeTiB);

opranizaiis po6oTH CTpyKTYpHHX migpo3ainiB B AC “/lexanar”;

00JIIK KOHTHHTEHTY 3700yBadiB BuiIoi ocBith, B T.4. B AC «Jlekanaray ta €JIEBO
(mepeBeneHHS 3 Kypcy Ha Kypc, BiJpaxyBaHHsS, ITOHOBJCHHS, HAJaHHS aKaJeMiyHUX
BIJIMTYCTOK TOIIIO);

HiAroTOBKa Ta 0OpoOKa CTaTUCTHYHOI iH(poOpMamii moI0 PyXy KOHTHHTEHTY CTYJICHTIB,
BUKOHAHHS HABYAIIBHOTO HaBaHTKEHHsI Kadeapamu;

y4acTh B CKJIaJlaHHI 3BITHOCTI yHiBepcUTETy Juis MiHicTepcTBa OCBITH 1 HAyKH YKpaiHu Ta
IHIIIMX OpraHi3alliii;

oprasizanis poO0TH TEXHIYHUX CEKPETapiB MPUIMaIbHOI KOMICI 1] 4ac BCTYMHOI KaMIlaHii

2.3. JIabopartopis BUKOHY€ HAaCTYIH1 (PYHKIII:

OpraHi3oBy€ BHeCeHHs iH(popmarlii qekanaramu GaxynbTeTiB 10 AC «/lekaHaTy;

CTPYKTYpY€E Ta cuctemarusye aasi, mo mictatees B €JJEBO ta AC «/lekanary,

aHaiizye, oOpoOmsie Ta Hagae cratuctuuHl JaHi 3 €JEBOy mnopsaky, BHU3HaueHOMY
3aKOHOJIaBCTBOM,

30upae, 00pobIIsie, Beae o0k Ta 30epirac 3aMOBJIEHHSI HA BUTOTOBJICHHS JIOKYMEHTIB IPO
OCBITY, CTYyJICHTCbKUX KBUTKIB (y €IEeKTPOHHIN popmax);

BeJie OOJIIK JaHUX PO CTYJIEHTIB, BUITyCKHUKIB YHIBEPCUTETY Ta a0ITYPIEHTIB, a TAKOXK JaHUX
PO YHIBEPCUTET, HOT0 KePIBHUKIB, HAYKOBO-TIEJaroriYHUX MPAI[iBHUKIB Ta IHIIMX YYACHUKIB
OCBITHBOTO MIPOIIECY;

B33a€MOJII€ 3 IHIIMMHU CTPYKTYPHUMH i JIPO3UIaAMU:

npuiiMae Ta mepeBipsie: 3asBH 3100yBadiB, MOJAHHS Ha BipaxyBaHHS, NMPOEKTH HaKa3iB,
JIOTIOB1/IHI 3aITUCKH TOIO, CYTIPOBOJIKYE MOBHUM LUK 0OpOOKHU JTOKYyMEHTAIlii;

3abesneuye BHeceHHs JnaHux a0 €J/IEBO (opranizoBye BHeceHHd B AC «Jlexanar»
(axynbpreTamMu) BiAMOBiAHO 10 HakasziB MJIY (mpo BcTym, NMOHOBICHHS, BipaxyBaHHS,
nepeOyBaHHs B akaJieMIyH1{ BIAMYCTI, 3MiHA MPI3BUILA, BUITYCK TOIIO);

3IHCHIOE IMIIOPT KOHTHHIEHTY 3/100yBauiB Bumioi ocBiTH 3 AC «IIpuiimanbHoi KoMiciiy,
€JIEBO (cninapHO 3 BIAJIIIIOM TEXHIYHUX 3aC001B HABYAHHS);

3a0e3nedye TreHepalilo poOoYMX HAaBUAIBHUX IIJIaHIB 32 OCBITHIMH HporpaMamu
criermiaabHOCTEH Ha 6a31 HaBdabHUX T1aHiB B AC “/lekanat”;



e 3a0e3neuye reHepariito GopM 00JIIKOBO-3BITHOI JOKYMEHTAIII] 1100 3/100yBaviB - CIUJILHO 3
BIJIIIOM TEXHIYHUX 3aC001B HABYAHHS (B1JIOMOCTI YCHIITHOCTI, aKaJIeMi4Hi JIOBIIKH, TOIaTKA
JI0 TUTIOMIB, PEUTHHTH 3a MiACYMKaMH CECiii, aHaII3 pe3yIbTaTiB cecii TOIIo);

e 3MIMCHIOE MEPEBEICHHS KOHTUHTCHTY Ha HACTYITHUH KypC, BUITYCK CTY/ICHTIB,;

e opranizoBye pooory B €/IEBO (momo BHeceHHs He0OXiMHOI iH(OpMaIlli mpo MaTepiaabHO-
TEXHIYHE 3a0e3IeucHHs, KaJpoBe 3a0e3neueHHs, pyXy 3700yBadiB BHIIOi OCBITH TOIIO) -
BIJIMOBIIAJILHICTD 3a JOCTOBIPHY Ta aKTyallbHY 1H(pOpMAIIito 110,10 ieBHOTO po3ainy €JIEBO
MOKJIQJIA€THCSI HA KEPIBHUKIB BiIMOBITHUX CTPYKTYPHUX MiAPO3ALIIB;

e OpraHi3oBYy€ 3aMOBJICHHS Ta BHTOTOBJICHHS JOKYMEHTIB Ta AyOJIKaTiB MPO BHIILY OCBITY,
BiJIOMOCTEH Ha MPaBO 3AIMCHEHHS OCBITHBOI MIsITHOCTI, CepTU(]IKATIB MPO aKpeAUTaIlio (B
yacTuHi, 1m0 31aiicHoeThes B €/IEBO), cTy1eHTChKMX KBUTKIB, IHIIUX JOKYMEHTIB y cdepi
BUIIOI OCBITM Ha MiACTaBi AaHWX, MO MicTateess B €JIEBO, y mopsaky, BCTaHOBICHOMY
3aKOHOJIAaBCTBOM,;

e 3IMCHIOE 3aX0/H MIOJI0 3aXUCTY JaHUX, 110 MicTiaThes B €JIEBO,;

e BUKOHYe 1HII (yHKUITi3 3a0e3neueHHs QyHkuionyBanHs €IEBO ta AC «JlekaHaty.

2.4. lianpHicTh TabopaTopii mija yac BCTYIHOI KaMmaHii

2.4.1. Ilix 9ac BCTYmHOT KaMITaHii CriiBpoOITHUKY JTabopatopii 3a0e31meuyroTh OpraHi3allito poOoTH Ta
KOHTPOJIb 32 poOOTOI0 TEXHIUHUX cekpeTapiB-aaMinicTpaTopiB €AEBO.

2.4.2. Ocobwu, npusHaveHi HakazoM M/1Y TeXHIYHUMU CeKpeTapsiMH, IPU3HAYAIOTHCS HakazoM MY
anminictpaTopamu €JIEBO 3 HagaHHsAM M BiATIOBIAHMX TOBHOBAa)KEHb.

2.4.3. CuiBpoOiTHHKH J1a00paTOpii MPOBOAATH IHCTPYKTUBHO-METOMYHI HApaIu MO0 PO3’ICHEHb
OCHOBHUX NMPUHIUIIB poboTu aaminictpatopiB €AEBO mix yac BcTynHOi kammaHii

2.4.4. Texuiuni cexperapi-agminicrparopu €IEBO:

- PO3TISLAAIOTH 3asBU BCTYITHHUKIB (IIPOTATOM TPbOX T'OJUH MICIs X HAIXOMKEHHS, ajie He Mi3HillIe
HDXK JI0 KIHI TOTOYHOTO poO0YO0TO AHS),

- IEPEBIPSIIOTH TOCTOBIPHICTD JAHMUX JUIS yU4acTl y KOHKYPCHOMY BinOopi;

- BHOCATD 3MIHU J0 cTaTyciB 3asB BcTynHuKiB B €/IEBO (30kpema, npu BCTaHOBJIEHHI €JIEKTPOHHIN
3agB1 cTarycy "3asBa moTpeOye yTOUHEHb"' TeXHIUHUH cekperap-aaMmiHicTpatop €/1EBO
HEBIJIKJIaIHO BHOCUTS /10 BiAnoBiaHOTO po3auty €JIEBO BuuepmnHuii nepenik 1aHux, mo noTpedyrTh
YTOYHEHHs, 13 3a3HaueHHsAIM crmocol0y Ta JaaTu, 0 SKOi iX HeoOXigHo monaaTu. BHeceHi maHi
B1J100paXkatoThCsl B 0COOMCTOMY €JIEKTPOHHOMY KaOiHeTi BCTynHHUKa. [licas yTouHeHHs BCTYITHUKOM
HEOOXIJTHUX JaHUX YIOBHOBaXK€HAa 0c00a 3MIHIOE CTAaTyC €EKTPOHHOI 3asBH BCTYITHUKA Ha "3asBy
3apeecTpoBaHo”);

- 3abe3neuytorh BHeceHH J0 €J[EBO HeoOximHuX BiAOMOCTEH NHpo pPEKOMEHIOBaHMUX [0
3apaxyBaHHA (70 popMyBaHHS HaKa3y MPO 3apaxyBaHHs).

2.4.5. CniBpoOiTHUKM Jsaboparopii 3IIHCHIOIOTH KOHTPOJIb 3a pPOOOTOI0 aJAMIHICTPAaTOpiB Ta
3abe3neuyroTh Hakmananas KEII BiamoBimansHUX 0C10 Ha BIAMOBIIHI JOKYMEHTH ITiJl 9aC BCTYITHOT
KaMIaHii.

3. BBAEMOBIJIHOCHHU 3 [HIIUMU CTPYKTYPHUMMU HIAPO3IVIAMU
3.1. ¥V mporeci BUKOHaHHS 3aB/IaHb 1 PyHKIIiH Ta peamizamii nmpas JlabopaTopist iHpopMmartiitHoro 3a6
€3IeUeHHS B3aEMOJII€ 3 JieKaHaTaMM (DaKyNbTeTiB, KapeapaMu, IHIIMMHU CITy>KOaMH 1 CTPYKTYPHUMHU
MiAPO3/iJaMH, a TAKOXK 3 IHIIMMHU YCTaHOBaMH, B
Merkax 3a0e3MeueHHs] BAKOHAHHS MOKJIa/IeHUX Ha HbOTO 3aB/IaHb.
3.2. Po3mexxyBaHHSI O0OB’SI3KIB MDK Ja0OpaTopi€lo Ta IHIIUMH CTPYKTYpPHUMH MIApO3aiTaMU
YHIBEPCHUTETY 31 CNIJIBHUX MUTaHb AISJIbHOCTI BU3HAYaeThcsd CTaTyTOM YHIBEPCHUTETY Ta OKPEMHUMHU
[TonoxeHHAMH, a TAKOK HaKa3aMH i PO3MOPSIKEHHIMH PEKTOPA YHIBEPCHTETY.



4. MPUKIHIEBI NOJIO)KEHHSA
4.1. 3minu Ta nonoBHeHH 0 [lonokeHHS 3aTBEpIKYIOThCS pimeHHAM Buenoi panu
VYHiIBEepCUTETY Ta BBOAATHCS B JIIF0 HAKA30M.

HauvanpHUK HaBYATbHO-METOAMYHOTO BiIALITY Mapis 3IMIHA



