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1. OBIIIUE TTOJIOKEHUSI

1. Hacrosmue ITpasuna tpyzosoro pacriopsanka (manee - Ilpasmiia) yHuBepcHTeTa
«Typan-Actana» paspaGoTaHbl B COOTBETCTBHH ¢ HOpMaMH JEACTBYIOIEro 3aKOHOAATeILCTRA
Pecniy6rmuku  Kazaxcran, HHCTPYKTUBHBIMH ~ JOKYMCHTaMH M HOPMATHBHBIMH  aKTAMH
FOCY/ApCTBCHHBIX OPraHOB CHCTEMbl 00pa3oBaHMsS M OpraHH3alMM Tpyaa, a Takke YcTaBo
yHuBepcurera « Typan-Acranay.

2. Tpynosas u yye6Has JUCHMIIMHA B yruBepcutere «Typan-Acrana» ocHOBBIBaeTCs Ha
N00pPOCOBECTHOM — BBINIOJIHEHHH  CBOMX  OOS3aHHOCTEH pabotHukamu  (mpogeccopeko-
NPETIONIABATE/ILCKMM ~ COCTABOM M COTPYAHMKAMH) M  0Oy4arOLIMMHCS (cnymaresamu,
CTY/ICHTAMH, MaruCTPaHTaMH, IOKTOPAHTAMH).

2. OPTAHU3AIIUS TPYJIA H YUEBDI

1. JIns paGOTHHKOB ycTaHOBIEHA NATHAHEBHAS paloyas Henensi ¢ ABYMS BBIXOAHBIMH
JHSIMH.

2. JUns oTaenBHBIX Kateropuil paGOTHHKOB, 3aHSTHIX B y4eOHOM Inpomecce u pabore 1o
IKCIIyaTauu M o6CImyKMBaHHIO 31aHUMH, MOXeT GBITh YCTAHOBJICHA LIECTHAHEBHAs paboyas
HEZIEJIs C OJITHUM BBIXOIHBIM JHEM.

3. Jlns paGoTHHKOB onpeerneH CIICAYIOWINH peiKUM paboyero JHS:

1) s nexkaHOB ILIKON, METOAMCTOB, 3aBEAYIOIMX KapeapaMH, COTPYIHMKOB B
(ynxiuonansubie  06s3aHHOCTH KOTOPBIX BXOAAT BONPOCHI COCTABNCHHSI M  KOHTPOJS
pacnucanus yueOHbIX 3aHATHI 0Gydarommxcs u ap. paGoTHHKOB — ¢ 09:00 no 18:00 yacos ¢
nepepbiBoM Ha 00ez1 ¢ 12:30 xo 13:30 yacos:

2) mns mpodeccopcko-NpenoaaBaTebekoro CoCTaBa (manmee - IIIIC) — cormacuo
PaCIHCaHUIO y4eOHbIX 3aHATUH M IUTaHy pabGoThI IO Kaesape, YTBEPKICHHOMY 3aBEIyIOLIHM
kadeapoii.

4. Jlis obyuaromuxcs ompenesneH CIENYIOWHH pexum yueGHoro amst: 1) s
o0y4arolKxcst 04HOMH hopMBI 06yHeH s COrIacHO pacnuCcaHuIo yueOHEBIX 3aHATHH — 10 oGena:

I-3arsTue: ¢ 09:00 o 09-50 wacos; nepepsis — ¢ 09-50 10 10-00 4acop; ”

. 2-3angTue: ¢ 10:00 xo 10-50 yacos; nepepsiB — ¢ 10-50 o 11-00 yacos;

3-3anstue: ¢ 11:00 g0 11-50 yacos; nepepsis — ¢ 11-50 1o 12-00 4acoB;

4-3ansThe: ¢ 12:00 no 12-50 yacos; nepepsis — ¢ 12-50 no 14-00 yacos;

2) ana oOyudarommxces 04HOi (opMBbI 00y4eHHsI COINIACHO DACIMCAHMIO Y4eGHBIX
38HSATHI — mocJie obena: -

I-3ansTne: ¢ 14:00 o 14-50 uacos; nepepris — ¢ 14-50 10 15-00 wacos; \

2-3ansitue: ¢ 15:00 1o 15-50 yacos; nepepsis — ¢ 15-50 10 16-00 4acoB;

3-3ansrrue: ¢ 16:00 10 16-50 yacos; mepepsis — ¢ 16-50 1o 17-00 4acoB;
4-3ausrue: ¢ 17:00 xo 17-50 yacos; nepepsiB — ¢ 17-50 no 18-00 yacos;

S-3ansrue: ¢ 18:00 no 18-50 yacos (B moOpsIKe HCKITIOUEHHS);

3) st CTYZEHTOB, OOYYAIOUIMXCS ¢ MPHMEHEHHEM JHCTAHIMOHHEIX obpazoBaTebHbIX
TexHoorui (nanee, JIOT) cornacHo pacrnucanmio Y4YeOHBIX 3aHATHI M 3K3aMEHOB B epuox
IK3aMCHAIMOHHBIX CECCHH MOXKET ObITh YCTAHOBIICHA IECTHAHEBHAS HEIEI.

4) Ha nepuos Gopc-MaKOpPHBIX 06CTOSTENHCTR YHUBEPCUTET MOXET OBITH NepeBe/icH Ha
YAANICHHBIH pexuM paboTsl (oHaiiH),

5. Beixon Ha paboty BHe rpaduka B cBs3H ¢ IPOH3BOACTBEHHOH HEOOX0IMMOCTBIO, B TOM
UCIC B BBIXOJHBIC W MNPa3s[AHMYHBIC JHH, JIONMYCKAaeTCS TOJBKO NMPH HAIMYMH THCHMEHHOTO
corzacus pabOTHHKA U Pa3peLICHHs PEKTOPA YHUBEPCHTETA.

6. PaGouee Bpems mpodeccopcko-mpenonaBaTebekoro  cocTapa ONpeAEACTCA
PAclUCaHHCM 3aHATHH, KOHCY/IbTALMH H CaMOCTOSTENBHOH paGoThl obyuarommxess  moy



PYKOBoZCTBOM mnpenonasareneii (CPOIT). B ocramsHoe Bpems IITIC 3anmmarecs yueGHo-
METOMYECKOH, BOCIHUTATENLHON U Hay1HO-HCCIIEN0BATENLCKON PaGOTOH B COOTBETCTBHH ©
HHIMBUIYNBHBIM I1IaHOM paboThl pernogasares.

7. Koutpons semonnenns TTIC MHIUBHNYaJIbHEIX ILIAHOB PaboThI OCYMIECTBIIACTCS
3aBEAYIOLIHM Kadeapoi M [AeKaHOM LIKOLL. Kontposs BEmonHenus paGorer COTPYAHUKAMH B
COOTBETCTBHH €  JIOJDKHOCTHBIMH  0GS3aHHOCTSMH OCYWIECTBIIAETCA  PYKOBOAMUTEIAMH
noJpasae/ieHuii.

3neck u ganee noapasymesaercs:

1) nozmpasaenenue — sro OTHen, ciyx0a, LeHTp, AeKaHar, Kaeapa u Tomy monoGHIe
CaMOCTOATENILHBIE CTPYKTYPHBIE €JHHULI YHUBEPCHTETA;

2) PYKOBOIMTENb MOApa3ieseHns — 510 /10, IOA HEMNOCPEACTBEHHBEIM PYKOBOACTBOM
KOTOPOro paboTaloT COTPYIHUKH MU NpernoaaBaTeny;

3) HexaH WIKONM sABASETCS HETIOCPC/ICTBEHHBIM  PYKOBOAMTENEM ISt 3aBEIYIONIEro
Kaepoit; Kypupyrommil moapasnenenue TIPOPEKTOP — JUIs IeKaHa IIKOJI MM PYKOBOAHUTEIIS
38KpPEIUICHHOT O IT0Apa3eIeHus.

8. KonTpons kauectsennoro posenerna 3ansatuil [1I1C Bosnaraercs ma 3aBEJlYFOIIHAX
kaenpamMu U nekaHoB mkos1. O6Imii KOHTPOJIb OpraHu3ainuy y4eGHOro Mponecca 1 roTOBHOCTH
AyIUTOPHOTO (hOHAA K 3aHATHIM OCYIIECTBIIACTCS JIEMApTAMEHTOM [0 aKaIeMHYEeCKUM
BOITpocaMm.

9. Basenyomme kadenpamu HMpEACTABISIOT B JeMapTaMeHT KaipoB M IIPaBOBOTO
obecrieuenns (JIKIIO) yreepxkaenubie nekanammu ko rpaduky paGoTel mpemnoxasateneil B
KaHHKYJIDHOC BPEMs, a TaK)Ke B [IEPHO/1 3UMHEH U JIeTHei] 3K3aMEHAllHOHHBIX CECCHI,

10. PaGornuku ynusepcurera e MOTYT BBINOJIHATE PabOTy B APYrUX OpraHu3auusx 6es
HTHCBEMCHHOTO COIVIACOBaHMS ¢ PyKOBOJACTBOM yHHBEPCHTETA,

11. Kaspiii paGoTHHK exeaneBHO 0653a0 OTMETHTE CBOE MPUObITHE Ha paGoTy, BHIXOX
3a TIPE/ICITBI YHUBEPCHTETA B TeYeHHE paGoyuero AHs:, a 10 OKOHYAHUY pabodero nHs — oT6bITHE ¢
paboThl KapTOYKOi JNEKTPOHHO-TIponyckHO# cuctemsr (JIIC), a mpu orcyrcteuu JIIC — B
CHIELHAIBHOM KypHaJIe.

12. B 5KCTpeHHBIX ciyuasiX, CBA3aHHBIX ¢ HCOTJIOKHBIMH CEMEHHBIMH 00CTOATEILCTBAMH
HJIH COCTOSHHMEM 310POBbS, PabOTHHUK CaM HIIH H€PE3 POJICTBEHHUKOB 0053aH NpeaynpeuTs 06
JTOM JI0 Hayana pabovero AHA CBOEIO HENOCPEACTBEHHOrO PYKOBOJHTEIISI C TOCIHEIYIOIHN"
TpPC/IOCTABIICHUEM [IPH IIEPBOH K€ MOCTe 3TOro sBKe Ha paboTy OQHIMANBHEIX JOKYMEHTOB,
MOJATBEPIKAAIOIINX 0OCTOATEIBCTBA. 4

Ilpu Hecobmonenun ykasanmpix YCNOBUH cuMTaeTCA, YTO PaGOTHHK OTCYTCTBOBAN HA
pabote Ge3 yBaKHTEIbHOM IPUYHHBI U 3a HCHaJUIeXalee UCHOoIHEHNe TPYAOBEIX 00S3aHHOCTEl
pabOTHUKY — MOXeT  Hajararbcs AUCHHILINHADHOE  B3BICKAHHE B YCTaHOBJIEHHOM
33KOHO/ATEIECTBOM [IOPAIKE. L}

13. Ecin paGothuk otcyrcrBoBam ma pabore Ge3 yBaXHTENbHON MPHYUHE! B TeueHHe
TpeX H Oosiee YacoB moapsiy 3a oxuu pabouuii eHs, a Takke HEBBIXOJAA HA CBS3b B pexume
YAQNCHHOH | paGoThl (OHIAHH), TO TPYHOBOIA JIOrOBOp C JaHHBIM PabOTHHKOM MOMXET OBITE
PacTopruyT B cootBetcTBHH ¢ Tpymoebmm Konexcom PK. '

14. Pykosomurens monpasnenenus IpH  HeABKE paboTHMKa Ha paboTy auGo
HEBOSMOXKHOCTH paboTaTh B yIaleHHOM pexuMe (OHJIAiH) HE3aBHCHMO OT NPHYUHEI (6onesus,
CeMeliHple U Jpyrue 00CTOSTENBCTBA) B MHCEMEHHO (opme craBuT B M3BECTHOCTB 06 3TOM
JKIIO.

15. Ilpn wesBKe mnpemonasatenss Ha 3aHSTHE 3aBenyroluii  Kadeapoit HeMemTeHHO
PHHHEMAET MEphl [0 3aMeHe ero JpyruM npernojasaresieM, ohOPMISIET JIMCTOK 3aMEHEI
TPCTIONIABATEIS, KOIIMIO KOTOPOrO MEPEeaeT B AeNapTAMEHT MO aKaleMUYeCKHM BONpoOcaM JUIs
KOHTPOJI poBeieHus 3aHsTHs. B ciyuae, korma npenonasarens OTHpaIUBaercst ¢ paboTkl Mo
YBOKHUTEJIbHON [PHYHHE, UM MHIIETCS 3asBICHHE HA UMS PYKOBOJHTeIIsA, NIpUIaraetcs rpadgux
SAMEHBl  €TO 3aHATHH C MOJIUCAMH 3aMEHSIONMX ero npernonaBateie u 3aBejyIoNero



kadenpoii. Konuu rpaduxa 3ameHsr s KOHTPOJIA CAAIOTCS B ACMIAPTAMEHT 110 aKaIeMHIeCKHM
BOIIPOCaM H B COOTBETCTBYIOIHI JIEKAHAT.

11 16, B pabouee BPEMS, KaK MpaBHIIO, 3alpeINaeTcss OTBIIEKATS paboTHHKOB oT wmx
HEMOCPEACTBEHHOM paboThl: CO3bIBATH coOpanmsl, 3acenanus u COBCIIAHHA 1O OOLIECTBEHHBIM
Jenam:

+17. Bo Bpems 3acenauuii u cobpanuii 3anpemaercs moap30BaTHCS CPEe/ICTBAMHU CBH3U
(coToBble TenedoHs 1 ApyTHE).

18. 3anmpemaercs Bxomute BIUIIOYUCHHBIMH  COTOBBIMH TelleOHAMH B KaGUHETLI
PYKOBOJCTBa yausepeutera «Typan-Acranay, B yue6ubre AyTUTOPHH H JIaGOPaTOpUM BO BpeMst
3QHATHH M 5K3aMEHOB, a Takke B 3allpl 3aC€llaHuil M COBEINAHU, A Takxe 3anpelaeTcs B
JTMYHBIX NEJIAX MONB30BAaThCS COTORBIMH TeneoHamMu Bo Bpems IIPOBE/ICHHUS 3aHATHIA,

19. Ouepennocts npegocrasienus CHKCTOMHBIX TPYNOBBIX OTIYCKOB YCTAHABJIHBAGTCS
PYKOBONCTBOM  yHuBepcutera «Typan-Acranay s COOTBETCTBHH C  JICHCTBYIOMUM
3aKOHO/IaTEJILCTBOM O Tpy/Ie.

20. Jlomyckaercs, B CIyHdasX BO3HHUKHOBEHHS MPOM3BOACTBEHHOMN HeoOXoauMOocCTH,
OT3BIBATL PAaOOTHUKOB H3 OTHYCKA ¢ HX COTIaCHs C MOCICAYIOWHM IIPEOCTABICHHEM
HEHCTIOIE30BAHHOTO OTIYCKA B APYroe BpeMs MuGo BBIIJIATOH KOMIICHCALIHM B YCTAHOBICHHOM
3aKOHO/IaTe/ILCTBOM MOPSI/IKE.

3. [IOPSIIOK B INIOMELIEHUSIX

- 1. B ynuepcurere sanpemaiores: _
1) xoxenne no KOPHIOpam, HaXO)K/ICHHE B ay/IATOPHSIX B BEPXHEH OJIC)KIIE U NOJIOBHBIX ybopax;
2) rpOMKHe pasroBopsL COIPOBOYKIIAEMBIE IIIYMOM;
3) KOMITBIOTEPHBIE M a3apTHble HIPb;
4) poBe/IeHYe 3aCTOHi 1 HIYMHBIX MEPOIPHATHIL;
5) ynotpeGnenue HAPKOTUKOB, TabauHbIX H3NENHH, JKEBATEIBHEIX PE3HHOK H pacimTue
QIKOTOJIBHBIX HAIHTKOB,

TPOBC/ICHAUA 3aHSTHI M 9K3aMEHOB;

Ipvedanne: Iocemars sansmus i sxsavens: BIIpaBe:
- 1) wnere! komuccrn BryTperHei crcTeMb obecreyerms kauectsa (BCOK);

- 2) COTPY/THHKH, TIPOBEPSIOLITHE cobmoieHue pacrvcanust 3aHATHIA; ;

3) paGorHuku, 3a/ICHCTBOBAHHbIE B MPOBEIEHHH SK3aMEHAIIMOHHOH CECCHHM, HA OCHOBAHMM
MTHCHEMEHHOTO pasperieH s PEKTOpa;

4) 3aBenyromme Kaetpamu u jiexaHeL, OCYLICCTRISIOLIME KOHTPOJTb 3a paGoTolt TIpenonasarereit
BOSITIABIIEMBIX MMM Kadye/Ip i LIKOJT; 1

5) NexaH WIKOI — [ KOHTPOMS CoGmoNeHHs Y4eOHOM MCIMIUMHET O6yuaiommmMics 1
MOHHWTOPHHTA 33 OpraHu3almedt yuebHoro nponecca u KOHTPOIIs! 3HAHKH y 00y $aroIyXcs (haKy/bTera;

6) pykoBomuTeNH (pexrop, mposocr, BHLIC-TIPOBOCTBI) YHUBEPCHTETA.

2, HHOCTb 32 COXPAaHHOCTb TOBAPHO-MATEPHATBHBIX EHHOCTEH (TMLD) B pabouee
BPEM3L HECCT PYKOBOZMTE/Ih NOIPA3IENCHHST MITH MATEPHATHHO OTBETCTBEHHOE JIMIIO, a BHE pabodero
BPpEMEHH — cimy»xba GesonacHocTH YHHBEPCHTETA.

3. OrsercTBeHHOCTs 32 OBecreueHue CAHHTAPHO-THTHEHHYCCKHX HOPM M OCBEICHHE B
TIOMCIICHHAX HECET OTAEN XO3UCTBEHHOIO 00ECICYCHHSL

4. OrsercrBeHHOCTs 33 CONCPXAHHE B HCIPaBHOM COCTOSHMH 3aKPEIUICHHBIX 33 IIKOIAMH
naboparopuii, yueGHbIX ay/WUTOPHH, KaOHHETOB, MAacTepcKuX M 3a TIOATOTOBKY y4eOHBIX MOCOOHiA,
NpHOOPOB U 0GOPYIOBAHMA K 3AHATHSM HeceT OTBCTCTBEHHBIH IPEIo/IaBaTe b Kade pErL.

5, Kontpous obecrieuenns NOpsiIKa ¥ OTBETCTBEHHOCTD 32 COXPAHHOCTD TMII B mecrax obmero
[10/130BAHHS| BO3TIArACTCA HA OXpaky.



-6, Kimoun or Beex nomelnienit 10/DkHbI HAXOIHTHCS B CHCIHMAILHOM TOMEINEHUH OXpaHbl U
BBIIABATLCS 110 YTBEPIKICHHOMY IUIAHY 3aKPEIUICHHS TIOMEIICHI TOTEKO MaTepHaIEHO OTBETCTBEHHBIM
JILAM TIOpa3 e IeHHIA.

7. Bxon B yueGHBIe Koprryca, oBLIeKUTHS i APYrHie MOMEIICHHA OCYIECTBIIAETCS 110 KAPTOUKAM
NCKTPOHHO-TIPOITYCKHO! CHCTeMb! (TpH Haymuny OI1C) win 1o 3amvicy B COOTBETCTBYIOILEM XKypHAIIE
pervcTparmu.

- 8. Kaprouku SIIC BbIIaIoTes 00y Haronmmest IekAHAME IIKOJL,

9. Bxon B yueOHble Koprmyca W mOCEICHHS NIO/IpasJIC/ICHNH TTOCTOPOHHHUMH  JTUIIAMH
OCYLLECTBIIAETCS B CJIETYIOLIEM MOPSIKe:

1) mipu npuGkITHH noCeTHTENS COTPY THMK cimyObl Ge30macHOCTH yHUBEpCHTeTa coobmaer 06
ITOM 110 BHYTPEHHEMY Te/Te)OHY PyKOBOJIHTEIIO COOTBETCTBYIOLIEND NOJPA3/ICTICHHUS,;

2) pYKOBOWTEIb NO/Ipa3 e/ IeHusL:

3) JMYHO BCTpEYaeT MOCETHTENs, BHIICHSET LI BH3MTA M OIPEZACIIET HEOOXOMUMOCTh €ro
TPOX0/1a B MOIpasiesieHHe;

4) B cmyvac HEOOXOMMMOCTH [POXOZA TMOCCTHTENS B NOZpas/IeNieHHe  OCYINECTBISET
COOCTBEHHOPYHHYFO 3aITHCE B COOTBETCTBYIOLIEM HKypHaUIE;

5) OCTaBIsieT CBOH INPOIYCK y COTPYHMKA CITy’KOEI Ge30macHOCTH M yIOCTOBEpSIeTCs B
OCYLICCTRIICHHH MM COOTBCTCTBYIOIUCH 34lMCH B JKyPHATE, YT0 HEOOXOMMMO JUIS OBECIIeYeHMs
COXPAHHOCTH ITPOITYCKa PYKOBOMTEJIS1 [TOAPA3/IENEHHS B CIIEIHATBHO OTBEICHHOM MecCTe;

5) JMYHO BBIBOJMT M3 3/IaHMS, HE JOITyCKasi OECKOHTPOJILHOIO XOXKIEHHS! TIOCETHTE/A B 3IAHHH
YHUBEPCUTETA,

6) 3amperaeTcs B CTeHAX YHHBEPCHTETA BECTH TOPTOBIIO M 3aBOJMTS JIHII, BSTYLIUX TOPrORIIO
KaKOH-HO0 MpoayKiueit.

7) 3abnpaet cBoii rpomyck mnocrte ohopMIeH s COOTBETCTBYFOLICH OTMETKH B )KypHAJIE.

4. MOOIIPEHMUSI. B3bICKAHUS

1. 3a no6pocoBecTHOE BLIMOJHEHHE CBOHX obs3aHHOCTEH, IIPOJIOJDKUTENBHYI0 H
Oesynpeynyio paGoTy, HOBATOPCTBO B TPY/Ie, BBICOKOE KaueCTBO M NPO(ECCHOHANTN3M B paboTe
wil 32 JIpyrHe NOCTHXKEHHA K pabOTHMKAM YHHBEDPCHTETAa IIPHMEHSIOTCS CIIEJTYIOIHEe BHJBI
[OOLPEHHI:
1) o6wsBnenne Gnaronaproctu; ¢
2) IpEeMHUPOBAHHE;
_ 3) HOBbILIEHHE MIAHOBOTO YPOBHS HAJGABKH K JOJKHOCTHOMY OKJIaJy:;
g‘ 4) ‘mpeacraBneHHe Ha HarpakIeHue 0J1aroJapCTBEHHBIMM  THCHMAMH, rpayoTamH,
AUIUIOMAMH, OTpAcleBBIMH HArPaJaMH TOCYJApPCTBEHHEIX MM MECTHBIX MCIIOIHHTE/BHbIX
OpraHoB ynpasiieHus PecniyOmuku Kazaxcran,

2. PykoBoaurtenu mnojpasieneHui BIpaBE€ I0JaBaTh Ha IMOOIIPEHHE OTIUYHBIIHXCS
pabOTHUKOB TMOApasJieNeHus ¢ COOTBETCTBYIOLMM O(QOPMIICHHEM [IPE/ICTABICHUS HA HMS
PEKTOpa yHUBEpPCUTETA.

3. Hapywenwe TpymoBOH MCHMINIHHBL, T.e. HEHCIONHEHHE M HEHaJIexaniee
HCIOHEHHE M0 BHHE pabOTHHKA BO3JNOXEHHBIX HA HETO TPYHOBHEIX OOS3aHHOCTEH BiEYeT 3a
co6oli HANOEHHEe JMCLUMIUIHHAPHONO B3BICKAHHS B COOTBETCTBHH C TpynoBemM Komexcom
Pecny6nuku Kasaxcran.

4, Crumynupyionie Han6aBKH MOTYT GBITB CHSATHI IO OTPHULATENILHEIM PEe3yJIETATaM
PabOTEl B KOHIIE MECSLA, COMIACHO MOJIOKEHHIO O CHCTEME OILIATEI TPyJa B YHUBEPCHUTETE,

4. Tlpukaz o HamOXeHMH B3BICKAHHA OODBIBILETCS paboTHHKY, [OABEPrHYTOMY
B3BICKAHHIO, IO/l POCIUCE. Bce CBENIEHNS O BIBICKAHMSIX BHOCSTCS B 6asy manneix JIKITO mo
mraty pabOTHHKOB.



3. Pextop yumusepcurera BIIpaBe CHATh NUCUMILUIMHAPHOE B3BICKAHHE ZOCPOYHO 1O
COOCTBEHHOM MHUIMATHBE, 110 TPOCKGe PaboTHHKA HIIH HEMOCPEACTBEHHOTO ero PYKOBOJHMTEIS.

Ecmu B TeyeHuwe mectn mecsmes mocne HAQJIOXKCHHA B3bICKAHHS PAGOTHHK He OBLT
OABEPTHYT HOBOMY JHCIHILTHHAPHOMY B3BICKAHHIO, TO B3BLICKAHHE CYHTACTCS CHATBIM,

5. PACHOPSIIOK YYEBHOI'O BPEMEHH

1. YueGurble 3ansrus YHHBEPCHUTETE IPOBOIATCS IO YTBCPKACHHOMY PpacIHCaHHUIO.
YuebHoe pacnucanue COCTABJIACTCS, KaK NPABUII0, HA CEMECTP H BHIBEIIHBACTCH He MO3:KE YEM
3a 10 auedi o Havana kaxmoro cemecTpa.

2. O Havane W OKOHYAHHH Y4eOHOIO 3aHATHS NpenojaBaTeNd u oOyuvarommuecs
H3BCIAIOTCA 3BOHKOM. Bxoa o6yuaromuxcs B AYTUTOPHIO II0CIIE 3BOHKA 3allPEeaeTCs,

3. o Hawana kaxmoro y4eOHOro 3ausTus (B NepepeiBax) B y4eGHBIX ayTHTOPHAX,
1abOpaTOPUSX ¥ MAacTepPCKHX, a TaKKe B KaOMHETaX OTBETCTBEHHBIIA IEPCOHAJI MMOATOTABIUBAET
HEOOXOUMBIE /Ul TpOBeneHus HOCACNyIOmKX 3aHATHH y4yeOHbIE mOCOGHS, IIpenaparel,
annapatypy u odopyaoBaHue.

4. B kaxoii y4ye6Hoii PYIIE NIPHKA30M PEKTOPa 10 MpeCTABICHUIO NEKAHOB LIKOJ
HasHa4aroTCs cTapocTa yueGHOM rpynms! 1 KypaTop.

5. Obyuarommecs npu Bxoge B ayAHUTOPHIO IIpENOAaBaTellsl, PyKOBOAHUTEJIEl
YHHBEPCHTETA PUBETCTBYIOT UX CTOS.

6. Ilpucyrcraue obyvaromxcs Ha 3aHSTHH (HKCHpyeTcs mpenonasaTenem u CTapocToit
TPYTIBI B COOTBETCTBYIOLIUX JKypHAIIAX.

7. OGyuaronuecs B yHHBEpCHTETe 06S3aHLL:

1) oBnanepats 3nanusMHY, YMCHHAMH, MPAKTHYECKUMH HABBIKAMH H KOMIICTCHIUAMH B
COOTBETCTBHY ¢ TpeboBanuaMH 'ocymapcrsennoro 00111e0643aTeIbHOr0 CTaHAApTA BEICIIETO H
TOCIEBY30BCKOro 06pa3oBanus;

2) CBOEBPEMEHHO MPOU3BOUTE onnary 3a csoe oby4enue;

- 3) He ynoTpe6aaTh anKorombHbE HAIINTKH, HAPKOTHYCCKHE U TOKCHYECKME BEIICCTBA,
TabauHEble U3NEIHs U JKeBaTeTbHEIE PC3HHKH Ha TEDPUTOPHH M BHYTPH 3/IaHHI yHUBEpCHTETa,

4) mocemars Bce yueGHbIC 3aHSTHS H BLINOJIHATE B yCTAHOBJIEHHBIE CPOKH BCE BHIbI
3a/1aHuH 1 KOHTPOJIbHbIE MEPOTIPHSTHS, [peayCMOTpeHHbIE y4eGHBIM IUIaHOM H [IporpaMMamu;

5) cobmoaare u HCHONHATS [IPUKA3kl U PacniopsiKeHHs PEKTOpa, IPOBOCTOB M JEKAHOB
IIKOJT; »

E 6) 6epexHO OTHOCHTHCS K MMYIICCTBY, JOKYMEHTaM (CTyACHYECKOMY Ounery, kaprouke
OI1C) u uapopMauHoHEEM pecypcam ynuBepcutera. B ciyyae npuumnenus MaTepHAIBHOTO
yuepba, Bo3melnars saTpaTsi YHHBCPCUTCTA HA UX BOCCTAHOBJIEHHE HITH 3aMEHY;

7) YBaXuUTEIbHO u KOPPEKTHO OTHOCHTBCA K IPEeNojaBaTelIsM, COTPYIHHKAM,
00YaOLIHMCS M IaPTHEPaM YHUBEpCHTeTa:

8) aKTHBHO y4acTBOBATH B 001IeCTBEHHO-[10TIE3HOM TpyAae;

9) OBITh UCUMITMHHPOBAHHEIME W OUPATHO ONETHIMH KAaK B YHHBEPCHTETE, TaKk H B
00IIEeCTBe HHBIX MecTax;

10) noBbnnaTh 1 3a60THTBECS 06 MMHTKE YHHUBEPCHTETA;

I'l) " momnepsxusars HHCTOTY H NOPANOK B Y4YeOHBIX ayJMTOPHSX, naboparopusx,
MacTepekux, kabuHerax;

12) cobmonars THIIMHY, OTKIIOUATH Tene(oHbI BO BpeMst 3aHATHH;

13) cobmonare Komexc KOPIOPaTHBHOH KYJILTYpBI YHHBEPCHTETA.

8. B ciyuae nponycka 3ansTuii, KOHTPOJIbHBIX MEPOMPUSATHI UIIH HEABKH HA CECCHIO TIC
YBAKXUTC/IPHBIM TIpHYHHAM, 00yyaromuiics caM Him H€PEe3 POJICTBEHHHKOB 00S53aH B TeueHue



CYTOK ITHCBMEHHO Npelynpenuts o6 3ToM YHHBEPCHTET 4€pe3 KaHUEIAPHIO C I1OCIEAYIOLIUM
NPEOCTABICHHEM B TICPBLIA JICHb IOCENIEHHS yHHBEpCHTETa OHUHATBHEIX JOKYMEHTOB,
HOATBEpYcIarommx obcrosTenberaa. [pu He coGmonenuii YKa3aHHBIX yCJIOBHH 00yuaromuiics
CUMTACTCA  NPONMYCTHBLIMM  3aHSTHS, KOHTPOJBHBIE MEPONPUATHS MM CeCcCHIo 6e3
YBOXKHUTE/IbHBIX IPHYMH,

9. YnucToTy M mopsmok BO Bcex Y4eOHBIX ayUTOpHSIX W nabopaTOPHEIX MOMEIIEHUIX

obecrieunBaeT 06CITyKHBAIOLIMI TeXHHYCCKH IepCcoHall.

~ 10. ExenweBHsit xoutpoms wu OTBETCTBEHHOCTb 3a COJEpXAHHE B HaIEKAIIEM
COCTOSHHH y4eGHBIX MOMEINEHHE Mocie 3aHsTHit BO3/IaraeTCs Ha mpernojasaTelcii, BEAymuX B
COOTBETCTBHH C y4eOHBIM PaCIIUCAHUEM 3aHATHS B TAHHEIX NOMEIIEeHHsX.

11. OGyyarommumes YHHBEPCHTETA 3alPeLIaeTCs;

1) mopTuTh HHBeHTApE M MHTEPLEP NOMELICHHH (IIHCATh, PHCOBATh HA MeOEJIH, HA CTEHAX
NOMCILEHHH U 31aHUI YHHBEpCHTETA);

2) BBIHOCHTH NPEJMETHI H PA3IMUHOE obopynoBanue u3 naGoparopuii, y4ebHBIX H
Apyrux moMelneHui, ©Oe3s COOTBETCTBYIOIEIO HA TO pa3pelneHus aIMUHHCTpaLHH
YHHBEPCHTETa;

3) npuoGperars, XpaHHTb, YNOTpeOMsTh, PeKIaMHpOBaTh, COBIBATH HapKOTHYECKHE
CPE/CTBA, ICHXOTPOIIHBIC BELIECTBA, & TAKIKE AIKOrOIBHEIE HaIUTKH;

4) npuobperats, npuMeHsTD, CcObIBaTh, XpaHUTh, HOCHTS, PEKIIaMHPOBATH OTHECTPEIHLHOE
W XOJOZHOE oOpykue, OOenpumackl, B3pHIBYATHE BELIECTBA H B3PBIBHBIE YCTPONCTBA,
PCJIMTHO3HBIC MaTE€pUaJibl H MaTePUAIbl, CEIOLHe MEXHAIHOHAEHYIO, MEXKOH(pECCHOHATBHYIO
PO3HB;

5) Urpath B a3apTHBIE HIpbL;

6) ynoTpeGsTh, peKIaMHpoBAaTh, PeATH30BbIBAT XKEBATEIBHbIE PE3HHKH;

7) Hapyuiats o0paszoBarensHyIo atMocepy, a MMEHHO: 3aHOCHTH HA 3aHSTHS M
TOJIE30BATECA MPEAMETAMH CO 3BYKOBBIMH 3 (peKTamu;

8) NPUBONMTE (IIPHHOCHT) B YHHBEPCHTET NOMAIUHUX H 9K30THYECKMX IKHBOTHEIX,
[IPECMBIKAIOIIHXCA; YCTpauBaTh APAaKH; BECTH cebs rpybo M HeIOCTOHHO; MCIONB30BaTh BO

w BPEMS yue6HOro fponecca Jixo0ble OTBIEKAOIIHE TPEMETHL, .

9) moapeiBaTe MMHDK YHHBCPCHTETA paclpoCTPaHEHHEM HENOCTOBEPHBIX CBEIEHHI O
AeSTEILHOCTH YHUBEPCHTETA; ?

10) B ycTHOW wumu mnucEMeHHOM (opme pacnpocTpaHsTh KieBeTHHUeCKHe u/HiTH
HCTIPOBEPCHHBIC  CBECHUS  ((haKThl), MOAPHIBAIOLIKE penyTranuio rnpenopaearenedt u
COTPYJAHUKOB YHUBEpCHTETA; <

1 11) nposemate Beskoro  poxa HCYBXHTEJIbHOE HEITHYHOE OTHOLIEHHE K
fipenofasarenam, o0CIyKHUBAIOLIEMY IEpcoHany u PYKOBOJACTBY YHHBEPCHTETa, IIPUMEHSATH
HELCH3YPHbIE H OCKOPOUTEIBHBIE ISl YENI0BEYECKOr0 JOCTONHCTRA BBIPAXKEHUS;

12) nepenasate apyrum muuam noruus! u napoju Juisi paboThl B aBTOMATH3HPOBAHHOI
CHCTEeME YHHBEPCUTETA,

13) cnasate 5k3amen u npyrue KOHTPOJIBHBIC MEPONpPHATHS B BHJE KOMIBIOTEPHOIO
TCCTUPOBAHNUS B OTJHYHOM OT yKa3aHHBIX B pACITHCAHUH BPEMEHH H MeECTe, a Takxe 6e3
NIPUCYTCTBUSA YNICHOB 5K3aMEHAIMOHHOH KOMHCCHH.

12. 3a OTJIMYHYIO M XOpOWIYIO YCHEBAEMOCTh H AKTHBHOE YYacTHE B Hay4HOH u
OOLIECTBEHHON KHU3HH yHHBEPCHTETa JUIS O0YYaIONINXCSl YCTaHABIHBAIOTCS CIIEJIYIONIHE MEPHI
[MOOILPEHHUSI:

1) 0bbsaBnenue GnaronaprocTy;

2) HarpaxkneHue rpaMoTaMH;

3) npemupoBanue;



- 4) IIpeslocTaBIeHHe YCTAHOBIEHHBIX JIBIOT;

5) NPHCYKIEHHE HMEHHBIX CTHUIEHTHH,

13. 3a napymenue yuyeGHoii AUCUHUITHHBL, HacTosmux [pasun u Ilpasun npoxusanus B
OOIIEKUTHH K 06y4JarommMest MOKeT GBITE NIPUMEHEHO OITHO M3 CIE/IYIOIUX B3BICKAHHMI:

1) 3amevanue no mkoue;

2) BBITOBOP 110 MIKOJIE:

3) 3ameuanue o YHHBEPCHTETY;

4) BBIrOBOp MO YHHBEPCHTETY,

5) OTYMCIIEHNe U3 YHUBEpCHTeTa.

Bsrickanus, ykazanusle B TNyHKTaX 1) U 2) HamararoTcs pacmopsykeHHeM JIeKaHOB LIKOJI,
a 110 MyHKTam 3)-5) — npuKazom PEKTOpa 110 NpEeACTABJICHHIO JEKAHOB TIIKOJL.

Mo npunsTus AUCLHIUIAHAPHEIX B3bICKAHHA K OOYy4arOieMycss pyKOBOICTBOM IIKOJ
MPOBOJMUTCA IPOBEPKA BCEX OOCTOATENLCTB ¢ 0TOOpOM  HEOOXOAMMEIX MHCHMEHHBIX
0OBsICHEHHIA.

14. O6yuwarommmiicst MoxeT GBITH OTYHCIIEH U3 YHHBEPCHUTETA:

1) no cobersennomy xenanmuro;

2) 110 COCTOSIHHUIO 3/I0POBbS HA OCHOBAHHH cnpaBku-3aKkmovyenus BKK;

3) B CBA3H C mepeBoaOM B pyryio OpraHusanuio odpazoBaHus;

4) 3a HapymeHue yueGHOI JUCLHILIHHBI,

5) 3a HapyIIeHHe HACTOSIIHX IIpaBuu;

6) 3a HEBBINOJIHEHHE YCITOBHI AOTOBOPA I10 orIare o0y4eHus;

7) 1O JApYrEM OCHOBaHHSIM, NPEAYCMOTPEHHBIM  3aKOHOAATENECTBOM PecnyGiuku
Kazaxcran.

6. SAK/TIOYUTEJILHBIE TIOJIOKEHUS

1. Ilpuem no muunsmvM Bompocam o0y4aromuxcsi, paboTHHKOB YHUBEPCHUTETA U APYTHX
FPAKIaH PEKTOPOM OCYIIECTBIISETCS eKEHeAENBHO M0 PE/BAPHTENBHOMN 3aMHCH.

Bce mpopextopsr u pykosomutenn TNOJIpasie/icCHUi BO BpeMs NpHeMd peKTopa Io
{IMYHBIM | BOMPOCaM  NOJKHbI HAXONWTHCS HA CBOMX pabOYHX MecTax u OIEPAaTHBHO
[IPEI0CTABIIATE 3anpaixBacMbIe B XO/E [IPHEMA PEKTOPOM CIIPABKH. '

2. Bce pabotHuku u o6yuaionsecss JI0JDKHEI pHHAMATh aKTHBHOE Yy4YacTHE B
OOIICCTBEHHON JKM3HM YHUBEPCUTETA U [pOnaran/upoBaTe €ro AOCTXKEHMS, NpPHIAraTh BCe
YCHIIUA JUIs OA/IEPKAHHAS BEICOKOTO HMHIKA YHHBEPCHTETA, 3
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CODE OF INTERNAL CONDUCT
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Nur-Sultan



1. General provisions

1.1 Present Turan Astana University code of conduct is developed in
accordance with the current legal norms of the Republic of Kazakhstan, the
instruction documents and normative acts of the state education and labor
organization, and the articles of association of Turan Astana University.

1.2 Labor and academic discipline at the Turan-Astana University is based
on the conscientious performance of their duties by employees (teaching staff and
employees) and students (students, undergraduates, doctoral students).

2. NORMATIVE REFERENCES

2.1. The following normative legal documents have become the basis for the
development of the Regulations:

The present Rules of the labor order (hereinafter - Regulations) of "Turan-
Astana" University have been developed in accordance with the norms of the
current legislation of the Republic of Kazakhstan, instructional documents and
regulations of the state bodies of education and labor organization, as well as:

- Law of the Republic of Kazakhstan dated July 27, 2007, Ne319-III "On

Education" (as amended on 15.11.202 1);
' - Standard rules of activities of higher and postgraduate education
organisations, approved by the Order Ne 595 of the Minister of Education and
Science of the Republic of Kazakhstan dated October 30, 2018 (as amended on
December 24, 2020, No. 539);
- The Charter of the University "TuranAstana";
- Academic Policy of "Turan-Astana" University.

@ 3. ORGANISATION OF WORK AND STUDY

1L A five-day work week with two days off is established for employees.

3.2. For certain categories of employees involved in the educational process
and work on the operation and maintenance of buildings, a six-day working week
with one day off may be established. L1

3.3. The following working hours are determined for employees:
1) for employees - from 09:00 to 18:00 with a lunch break from 13:00 to 14:00;
2) for the teaching staff - according to the schedule of training sessions and the
work plan for the department, approved by the head of the department;
3) for deans of faculties, deputy deans of faculties, heads of departments,
employees whose functional duties include the preparation and control of the
schedule of training sessions for students - from 09:00 to 18:00 with a lunch break
from 13:00 to 14:00;

3.4. For students, the following study day modes are determined:

1) according to the curriculum, students study full-time (ante meridiem):
I lesson:  09:00 to  09-50; break from  09-50 to  10:00;
2" lesson:  10:00 to 10-50;  break  from 10-50 to  11:00:



by lesson: 11:00-3:50; break from 11:50 to 12:00;
4™ lesson: 12:00 to 12:50; break from 12:50 to 14:00;

2) For full-time students, according to the curriculum (post meridiem):

I lesson: 14:00 to  14-50; break from  14-50 to 15:00;
2" lesson:  15:00 to  15-50; break from 15-50 to  16:00;
3¢  lesson: 16:00 to 16-50; break from 16-50 to 17:00;
4" lesson:  17:00-17-50;  break  from  17-50 to  18:00;
5" lesson: 18:00 to 18-50 (special cases);

3) for full-time students of contracted educational programs according to the

curriculum (post meridiem):
I* lesson: from 16:10 to 17:00; break from 17-00 to 17-10;
2" lesson: from 17:10 to 18:00; break from 18-00 to 18- 10;
3" lesson: from 18:10 to 19.00; break from 19-00 to 19-10;
4™ Jesson: from 19:10 to 20.00.

4) for full-time students of postgraduate educational programs according to
the curriculum (post meridiem):

1" lesson: from 18:10 to 19-00; break from 19-00 to 19-10;
2" lesson: from 19:10 to 18:00; break from 20-00 to 20-10;
3rd lesson: from 20:10 to 21.00; break from 21-00 to 21-10;

4" lesson: from 21:10 to 22.00.

5) for distant learning students (hereinafter, DL), according to the curriculum
a six-day week can be established during the examination sessions.

6) for the force majeure period and (or) for certain disciplines and for
contracted educational programs, the university can be transferred to a remote
mode of operation (online) using modern information technologies or a mixed
learning format.

- 3.5. Work outside the schedule due to production needs, including weekends
and holidays, is allowed only with the written consent of the employee and the
permission of the rector of the university.

3.6. The working hours of teachers staff are determined by the curriculum,
consultation and independent work schedule under the guidance of teachers. The
rest of the time, the teaching staff has the right to engage in educational,
methodological, educational and research work in accordance with the individua!
work plan of the teacher.

3.7. Control over the implementation of the teaching staff of individual work
plans is carried out by the head of the department and the dean of the faculty.
Control over the performance of work by employees in accordance with their
official duties is carried out by the heads of departments.

Here and further it is implied:
I) a division is a branch, service, center, dean's office, department and similar
independent structural units of the university;
2) head of the department is a person under whose direct supervision employees or
teachers work;



3) the dean of the faculty is the direct supervisor for the head of the department;
the vice-rector supervising the department is for the dean of the faculty or the head
of the assigned department;

3.8. The quality control of teaching staff classes is assigned to the heads of
departments and deans of faculties. The general control of the organization of the
educational process and the readiness of the classroom fund for classes is carried
out by the Department of Academic Affairs.

3.9. Heads of departments submit to the Department of Personnel and Legal
Support (national classifier of enterprises and organizations) approved by the deans
of the faculties the schedules of teachers' work during the holidays, as well as
during the winter and summer examination sessions.

3.10. University employees cannot perform work in other organizations
without written approval from the university management.

3.11. Every employee is obliged to mark his arrival at work every day,
leaving the university during the working day, and at the end of the working day —
departure from work with an electronic access control system (effective interest
rate) card, and in the absence of (effective interest rate) - in a special journal.

3.12. In emergency cases related to urgent family circumstances or health
conditions, the employee himself or through relatives is obliged to notify his

“immediate supervisor about this before the start of the working day, followed by
the provision of official documents confirming the circumstances at the first
appearance after that. In case of non-compliance with these conditions, it is
considered that the employee was absent from work without a valid reason and
disciplinary punishment may be imposed on the employee for improper
performance of labor duties in accordance with the procedure established by law.

3.13. If an employee has been absent from work without a valid reason for

wthree or more consecutive hours in one working day, as well as not contacting in
the remote work mode (online) or a mixed learning format, then the employment
contract with this employee may be terminated in accordance with the Labor Code
of the Republic of Kazakhstan.

. 3.14. The head of the department, if an employee fails to show up for work
or'is unable to work remotely (online) or in a mixed learning format, regardiess of
the reason (illness, family and other circumstances), notifies the "General classifier
of enterprises and organizations" in writing. ‘

3.15. If a teacher fails to attend a lesson, the head of the department
immediately takes measures to replace him with another teacher, draws up a
replacement sheet for the teacher, a copy of which is transmitted to the educational
and methodological department to monitor the conduct of the lesson.

3.16. During working hours (scheduled classes), as a rule, it is forbidden to
distract employees from their direct work: to convene meetings, sessions and
forums on public affairs.

3.17. It is prohibited to use communication means (cell phones and others)
during meetings and sessions.



3.18. It is prohibited to enter the offices of the management of the Turan-
Astana University, classrooms and laboratories during classes and exams, as well
as meeting rooms and meetings with cell phones turned on.

3.19. The order of granting annual labor leave is established by the
management of the University "Turan-Astana" in accordance with the current labor
legislation.

3.20. In cases of necessity, it is allowed to recall employees from vacation
with their consent, followed by the provision of unused vacation at another time or
payment of compensation in accordance with the procedure established by law.

3. ORDER AND CODE OF CONDUCT AT UNIVERSITY

4.1. The university does not allow:
1) walking along the corridors, being in classrooms in outerwear and hats;
2) loud conversations accompanied by noise;
3) computer and gambling;
4) holding feasts and noisy events;
5) the use of drugs, tobacco products, chewing gums and drinking alcoholic
beverages;
~ 6) entry of university employees or unauthorized persons into the classroom during
classes or exams;
Note: The following personnel have the right to attend classes and exams:
1) members of the expert commission on quality control of classes;
2) employees of the Department of academic affairs, checking compliance with the
schedule of classes;
3) employees involved in the examination, based on the written permission of the
mlcctor;
4) heads of departments and deans, director of the department for académic issues,
who control the work of teachers, the quality of teaching of departments and
schools headed by them;
5) dean of the faculty to monitor the observance of academic discipline by students
and monitor the organisation of the educational process and control the knowledge
of students of the faculty; 3
6) heads (rector and vice-rector) of the university.

4.2. Responsibility for the safety of inventory items (goods and materials)
during working hours is carried by the head of the department or a financially
responsible person, and outside of working hours - the security service of the
university.

4.3. The responsibility for ensuring sanitary and hygienic standards and
lighting in the premises is carried by the Economic Ensurance Department.

4.4. The responsible teacher of the department is responsible for the
maintenance of laboratories, classrooms, workshops assigned to the faculties and
for the preparation of textbooks, devices and equipment for classes .

4.5. Control over the maintenance of order and responsibility for the safety
of goods and materials in public areas is assigned to the guard.



4.6. The keys to all premises must be located in a special security room and
issued according to the approved plan for securing premises only to financially
responsible persons of units on the NCEO list.

'4.7. Entrance to academic buildings, dormitories and other premises is
carried out using Electronic Access Cards (if there is an Electronic Access System)
or by entry in the corresponding registration log.

4.8. Electronic Access Cards are issued by the Information Technology
Department (ITD).

4.9. The entrance to the academic buildings and visiting units by
unauthorised persons is carried out in the following order:

1) upon arrival of a visitor, the security guard of the university informs the head of

the relevant department by internal telephone;

2) head of the department:

3) personally meets the visitor, finds out the purpose of the visit and determines the

need for his passage to the departments;

4) if it is necessary for the visitor to enter the department, makes a handwritten

record in the special record book;

5) leaves his pass with the security officer and certifies that he made the

appropriate entry in the log, which is necessary to ensure the safety of the pass of
 the head of the unit in a specially designated place;

5) personally leads the visitor out of the building, preventing his/her uncontrolled

walking in the university building;

6) takes his pass after making the appropriate mark in the journal.

5. STIMULATION, PENALTIES

a 5.1. For the fidelity to duty, long term and exemplary work, innovation, high
quality and professionalism in work and for other achievements, the following
types of stimulation for the university staff:

1) expression of gratitude;

: 2)bonus awards;
" 3) increasing salary according to teachers rating; 1
. 4) recommendation for awarding letters of thanks, diplomas, industry
- awards of state or local executive bodies of the Republic of Kazakhstan.

5.2. Heads of departments have the right to encourage the distinguished
employees of the department with the appropriate execution of the presentation
addressed to the rector of the university.

5.3. Violation of labor discipline, i.e. failure to perform or improper
performance through the fault of the employee of the labor duties assigned to him
entails the imposition of a disciplinary sanction in accordance with the Labor Code
of the Republic of Kazakhstan.

5.4. Incentive allowances can be withdrawn based on negative performance
at the end of the month, in accordance with the regulations on the remuneration
system at the university.

b |
"



5.5. The order to impose a penalty is announced to the employee subjected
to the penalty against signature. All information about penalties is entered into the
database by staff.

. 3.6. The rector of the university has the right to remove the disciplinary
sanction ahead of schedule on his own initiative, at the request of the employee or
his immediate supervisor.

If within six months after the imposition of a penalty, the employee has not
been subjected to a new disciplinary sanction, the sanction is considered removed.

6. STUDY TIME SCHEDULE

6.1. Academic lessons in the University are held according to the approved
schedule. As a rule, the schedule is being drawn up for the academic term and is
posted 10 days before every term begins.

6.2. Both teaching staff and students are being informed about the beginning
and the ending of a lesson by a ring-bell. After the bell rang students are not
allowed entering the classroom.

6.3. Before the start of each lesson (during the break-time) in the classrooms,

~ laboratories and students’ workshops, as well as in the offices, responsible staff

should prepare all instructional materials and technical means (reagents, equipment
and inventory) needed for the following lesson.

6.4. In each group, the group leader and the supervisor are appointed by the
order of the rector on the proposal of the deans of faculties.

6.5. Students should greet the lecturer, heads of faculties and the University
standing at their entrance.

6.6. The attendance of students is recorded in the relevant journals by the

™ teacher and the leader of the group. »

6.7. The University students must: p
1) acquire knowledge, skills, practical skills and competences in accordance with
the requirements of State general education standards;
2) pay their tuition in a timely manner;
3) not to consume alcoholic beverages, narcotic and toxic substances, t’igbacco
products' and chewing gums on the territory and inside the buildings of the
university;
4) attend all lessons and carry out all types of tasks and monitoring activities in the
curriculum and programs within the prescribed deadlines;
5) observe and execute orders and directives of the rector, vice-rectors and deans
of faculties;
6) treat the property, documents (student card, credit card, EPS card) and
information resources of the University with care. In case of material damage,
reimburse the University for their restoration or replacement;
7) treat teachers, employees, students and partners of the university .with respect
and honor;
8) actively participate in socially useful work;
9) be disciplined and neatly dressed both at the University and in public places;



10) improve and maintain the image of the University;

11) maintain cleanliness and order in classrooms, laboratories, workshops, offices;
12) keep quiet, turn off the phones during classes;

13) comply with the University’s Code of Corporate Culture.

7. FINAL PROVISIONS

7.1. Reception on personal matters of students, university employees and
other citizens by the rector is carried out weekly by appointment.

All vice-rectors and heads of departments during the reception of the rector
on personal matters must be at their workplaces and promptly provide information
requested during the reception by the rector.

7.2. All employees and students should take an active part in the public
events organized by the university and promote its achievements, make every
effort to maintain the high image of the university.

Agreed: :

University Provost ¢/\[ fQﬂ/ ey B K. Daubayev
Director of the Department for Academic issues %&’% A. Dairabayeva
Dean of the School for Law and Humanities C%_ﬁ M. Narbinova
®ean of the School for Business and Information Technologies .' .Aim}(ulov '

Head of the Human Resources and Legal Support Depart A. Inkarbekova



