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ORDER
№ _____                                                 



«___» ___ 2017 

On approval of the Rules of labor regulations

In order to create favorable conditions for organizations of labor activity and the educational process, as well as to ensure control over the observance by workers and students of the labor and academic discipline, I ORDER:

1. To approve the attached Labor Regulations of the "Turan-Astana" University.

2. Control over the implementation of this order is entrusted to the vice-rectors of the university

3. The personnel department and legal support (Incarbekova A. B.) bring this order to all departments and vice-rectors of the university.

4. This order comes into force from the date of its signing.
RECTOR             G.A. JAPAROVA

AGREED:

First Vice Rector - K.Zh. Daubayev

Vice Rector of Strategic

development, science and innovation T.A. Tolkynbayev

Vice-rector of educational and social work B.K. Ayapbergenov

Vice Rector of Administration Policy and Development M.K. Shaizhanov
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1. GENERAL PROVISIONS

1. These Labor Regulations (hereinafter referred to as the Rules) of the “Turan-Astana” University are developed in accordance with the norms of the current legislation of the Republic of Kazakhstan, instructive documents and regulatory acts of state bodies of the education system and labor organization, as well as the Charter of the “Turan-Astana” University

2. Labor and academic discipline at the University "Turan-Astana" is based on the conscientious performance of their duties by employees (faculty and staff) and students (undergraduates, doctoral students).
2. ORGANIZATION OF WORK AND EDUCATION

1. There is a five-day working week for employees with two days off.

2. For certain categories of workers employed in the educational process and work on the operation and maintenance of buildings, a six-day working week with one day off can be established.

3. For employees, the following working day schedule is defined:

1) for employees - from 09:00 to 18:00 with a lunch break from 12:30 to 13:30;

2) for the faculty (hereinafter referred to as the faculty) - according to the schedule of studies and the work plan of the department, approved by the head of the department;

3) for deans of faculties, deputy deans of faculties, heads of departments, employees of educational-methodical management, whose responsibilities include issues of drawing up and monitoring the schedule of classes and students - from 09:00 to 18:00 with a break for lunch from 13:00 to 14:00;

4) for security guards and senior shifts of the university security service (SBU) - the schedule of work from 08:00 o'clock in two days off.

4. For students the following school day mode is defined:

1) for full-time students according to the schedule of studies - before lunch:

1st lesson: from 09:00 to 09-50 hours; a break - from 09-50 to 10-00 hours;

2-class: from 10:00 to 10-50 hours; a break - from 10-50 to 11-00 hours;

3-class: from 11:00 to 11-50 hours; a break - from 11-50 to 12-00 hours;

4th lesson: from 12:00 to 12-50 hours; a break - from 12-50 to 14-00 hours;

2) for full-time students according to the schedule of studies - after lunch:

1-class: from 14:00 to 14-50 hours; a break from 14-50 to 15-00 hours;

2-class: from 15:00 to 15-50 hours; a break - from 15-50 to 16-00 hours;

3-class: from 16:00 to 16-50 hours; a break - from 16-50 to 17-00 hours;

4th lesson: from 17:00 to 17-50 hours; a break - from 17-50 to 18-00 hours;

5-class: from 18:00 to 18-50 hours (as an exception);

3) for students of correspondence courses in accordance with the schedule of studies and examinations during the exam sessions, a six-day week can be established with a schedule of the school day defined for full-time students.

5. Entering work out of schedule due to production needs, including weekends and holidays, is allowed only with the written permission of the Rector.

6. The working time of the faculty is determined by the schedule of classes, consultations and independent work of students under the guidance of teachers. In the rest of the time, teaching staff has the right to engage in educational and methodical, educational and research work in accordance with the individual work plan of the teacher.

7. Monitoring of the implementation of teaching staff’s individual work plans is carried out by the head of the department and the dean of the faculty. The control of the performance by employees in accordance with official duties is carried out by the heads of departments.
Hereinafter implies:

1) a subdivision is a department, service, center, dean's office, department, and similar independent structural units of the university;

2) the head of the unit is a person under the direct supervision of which employees or teachers work;

3) the dean of the faculty is the immediate supervisor for the head of the department; Vice-Rector in charge of the department -  the dean of the faculty or the head of the assigned department.

8. The quality control of the teaching staff is assigned to the heads of departments and deans of faculties. General control of the organization of the educational process and the readiness of the classroom fund for classes is carried out by the educational-methodical management.

9. The heads of the departments submit to the personnel department and legal support approved by the deans of the faculties schedules of work in the holidays, as well as during the winter and summer exam sessions.

10. University employees may not perform work in other organizations without written agreement with the University Rector.

11. Every employee is obliged to mark his arrival at work every day, going outside the university during the working day, and at the end of the working day - leaving the electronic pass system (EPS) card from work,.

12. In urgent cases related to urgent family circumstances or state of health, the employee himself or through relatives is obliged to warn about it before the start of the working day of his supervisor with the subsequent delivery of official documents confirming the circumstances .

If these conditions are not observed, it is considered that the employee was absent from work without a valid reason, and for improper performance of his job duties, the employee may be subject to disciplinary action in the order established by the law.

13. If an employee was absent from work without a valid reason for three or more hours in a row in one working day, the employment contract with this employee may be terminated at the initiative of the employer.

14. The head of the unit when a worker fails to appear at work, regardless of the cause (illness, family and other circumstances), shall notify in the written form.

15. If a teacher fails to appear at a lesson, the head of the department immediately takes measures to replace him with another teacher, draws up a teacher replacement sheet, a copy of which is transferred to the educational and methodical department to monitor the implementation of the lesson.

16. During working hours, as a rule, it is prohibited to distract employees from their direct work: to convene meetings, sessions and meetings on public affairs.

17. During meetings it is prohibited to use means of communication (mobile phones and others).

18. It is forbidden to enter the classrooms of the “Turan-Astana university”, the classrooms and laboratories during classes and exams, as well as in conference rooms and meetings with the included cell phones.

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

20. It is allowed to withdraw workers from leave with their consent, with the subsequent provision of unused leave at another time or payment of compensation in accordance with the procedure established by law.
3. ORDER IN THE PREMISES

1. The following is prohibited at the "Turan-Astana University ":

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) use of drugs, tobacco products, chewing gum and drinking alcoholic beverages;

6) entrance to university employees or unauthorized persons in the audience during the course of classes or exams;

Note: Attend classes and exams are entitled to:

1) members of the expert commission for quality control of classes;

2) employees of educational and methodical management, checking the observance of the schedule;

3) employees involved in the examination session, on the basis of the written permission of the rector;

4) heads of departments and deans of faculties, exercising control over the work of teachers of departments and faculties headed by them;

5) the dean of the faculty - to monitor compliance with the academic discipline of students and monitor the organization of the educational process and the control of knowledge among students of the faculty;

6) heads (rector and vice-rectors) of the University "Turan-Astana".

2. Responsibility for the safety of inventory items during the working time is borne by the head of department or the responsible person.

3. Responsibility for the provision of sanitary and hygienic standards and lighting in the premises is the pro-rector for administrative policy and development.

4. Responsibility for the sanitary condition and fire safety of premises is assigned to the commandants of educational buildings and dormitories, as well as to the people responsible for this issue.

5. Responsibility for the maintenance in good condition of the laboratories, classrooms, workshops, and the preparation of school equipment, instruments, and equipment for classes is in charge of the department.

6. Monitoring the maintenance of order and responsibility for the safety of inventories in public places is assigned to the SBU.

7. Keys for all premises should be located in the special premises of the Security Service of Ukraine and issued according to the approved plan for securing the premises only to the financially responsible people of the units on the list of OKPO.

8. The entrance to the educational buildings, dormitories and other rooms is carried out by the card of the electron-throughput system (if there is an EPS) or by recording in the corresponding logbook.

9. EPS cards are issued to employees of the university by the personnel department and legal support for hiring (or resuming work after a long vacation) and are withdrawn upon termination of an employment contract or granting a long vacation for various reasons over 60 days with the acceptance certificate, inventory items and service documentation.

10. EPS cards are issued by students of the Information Technology Department (ICT) on the basis of a copy of the order for enrollment or reinstatement for training and are withdrawn by the student service center - the office of the registrar (CES-OR) when deducting or granting academic leave.

11. The ICU during the current day, when it receives an order for dismissal, dismissal or providing leave, excludes from the database the corresponding workers and students.

12. Information on students of the SBU who are late for classes and forwarded to deans of faculties to determine the reason for delays.

Information on the measures taken by students who are late for classes are submitted on the same day by the deans of the faculties to the first vice-rector - the vice-rector for educational and methodical work.

13. Entrance to the academic buildings and visits to the units by unauthorized people shall be carried out in the following order:

1) when the visitor arrives, the security guard of the Security Service reports this to the head of the relevant department via internal telephone;

2) the head of the unit:

2.1) personally meets the visitor, ascertains the purpose of the visit and determines the need for its passage to the unit;

2.2) if it is necessary for the visitor to enter the subdivision, he will make a personal entry in the corresponding journal;

2.3) leaves his pass with the security guard of the Security Service and makes sure that the security officer makes the corresponding journal entry, which is necessary to ensure the safety of the head of the unit in a designated place;

2.4) personally leads out of the building, not allowing the visitor to walk uncontrollably in the university building;

2.5) picks up the pass after making the appropriate mark in the journal.

14. Entrance to the hostel from 06:00 hours to 23:00 hours.

15. The entrance to the hostel of unauthorized people is carried out in the following order:

1) upon arrival, the visitor informs the resident of the dormitory on his mobile phone;

2) tenant dormitory:

2.1) personally meets the visitor, ascertains the purpose of the visit and determines the need for its passage to the hostel;

2.2) makes a handwritten entry in the appropriate journal with the guard of the SBU;

2.3) leaves his pass to the security guard and makes sure that the security guard makes an appropriate journal entry, which is necessary to ensure the safety of a hostel occupant in a designated place;

2.4) personally leads out of the hostel, not allowing the visitor to walk uncontrollably through the hostel;

2.5) picks up his pass after making the appropriate mark in the journal.

16. Accommodation of relatives or other people is prohibited.
4. PROMOTIONS. COLLECTION

1. For the conscientious performance of their duties, long-term and flawless work, innovation in work, high quality and professionalism in work and for other achievements, the following types of benefits are applied to the employees of the “Turan-Astana University ”:

1) announcement of gratitude;

2) bonuses;

3) an increase in the planned level of the salary increment;

4) submission for awarding letters of appreciation, letters, diplomas, industry awards of state or local executive bodies of the Republic of Kazakhstan.

2. Heads of subdivisions have the right to reward distinguished employees of the subdivision with appropriate registration of the protocol for the subdivision.

3. Violation of labor discipline, i.e. failure to perform or improper execution by the fault of the employee of his job duties entails the imposition of a disciplinary sanction in accordance with the Labor Code of the Republic of Kazakhstan.

4. The order on the imposition of a penalty is announced to the worker, who was subject to a penalty, against painting. All information about penalties are entered into the database of OKPO by staff.

5. The rector of the university has the right to remove the disciplinary punishment ahead of time on his own initiative, at the request of the employee or his immediate supervisor.

Note: If within six months after the imposition of a punishment, the employee has not been subjected to a new disciplinary sanction, then the punishment is considered to be lifted.
5. ORDER OF EDUCATIONAL TIME

1. Studies at the university are conducted according to the approved schedule. The training schedule is usually made for a semester and is posted no later than 10 days before the start of each semester.

2. Teachers and students are notified of the start and end of the lesson by break. The entrance of students to the audience after the break is prohibited.

3. Prior to the start of each training session (breaks) in classrooms, laboratories and workshops, as well as in classrooms, the responsible staff prepares textbooks, preparations, equipment necessary for the next classes.

4. In each study group, by order of the rector, upon presentation of the deans of faculties, the head of the study group and the curator are appointed.

5. Students at the entrance to the lecture hall of the teacher, heads of faculties welcome them standing.

6. The presence of students in class is recorded by the teacher and the head of the group in the relevant journals.

7. Students at the University "Turan-Astana" must:

1) to acquire knowledge, skills, practical skills and competencies in accordance with the requirements of state educational standards;

2) make timely payments for their training;

3) not to consume alcoholic beverages, narcotic and toxic substances, tobacco products and chewing gum in the territory and inside the buildings of the university;

4) attend all training sessions and complete all types of tasks and control activities provided for in the curriculum and programs in a timely manner;

5) to observe and execute orders of the rector, vice-rectors and deans of faculties;

6) take care of property, documents (student ID, grade book, EPS card) and university information resources. In the event of material damage, to reimburse the costs of the university for their restoration or replacement;

7) respectfully and correctly relate to teachers, staff, students and university partners;

8) to participate actively in socially useful work;

9) to be disciplined and neatly dressed both at the university and in public places;

10) to raise and care for the image of the university;

11) maintain cleanliness and order in classrooms, laboratories, workshops, offices;

12) to observe silence, turn off the phones during classes;

13) comply with the University Code of Corporate Culture.

8. In case of skipping classes, control measures or not attending the session for valid reasons, the student himself or through relatives is obliged to notify the university in writing through the office within 24 hours, followed by the provision of official documents on the first day of the visit to the university. If the above conditions are not met, the student is considered to have missed classes, control measures or a session without good reason.

9. Cleanliness and order in all classrooms and laboratories provides service technicians.

10. Daily control and responsibility for maintaining the school premises in proper condition after the class is assigned to teachers, who lead classes in these rooms in accordance with the training schedule.

11. Students of the "Turan-Astana" University are prohibited:

1) to spoil the inventory and interior of the premises (writing, drawing on furniture, on the walls of the premises and buildings of the university);

2) to take out objects and various equipment from laboratories, educational and other premises, without the corresponding permission of the university administration;

3) to acquire, store, use, advertise, market narcotic drugs, psychotropic substances, and also alcoholic beverages;

4) acquire, use, market, store, carry, advertise firearms and edged weapons, ammunition, explosives and explosive devices, religious materials and materials that sow interethnic, interfaith strife;

5) play gambling;

6) use, advertise, sell chewing gum;

7) violate the educational atmosphere, namely: bring to class and use objects with sound effects;

8) bring to the university domestic and exotic animals, interlocking; arrange fights; behave rudely and unworthily; use during the educational process any distracting subjects;

9) undermine the image of the university by the dissemination of false information about the activities of the university;

10) to spread verbally or in writing slanderous and / or unverified information (facts) that undermine the reputation of teachers and university staff;

11) to show all sorts of disrespectful unethical attitude towards teachers, attendants and university management, to use obscene and offensive to human dignity expressions;

12) transfer to other people’s logins and passwords for work in the automated system of the university;

13) to take an exam and other control measures in the form of computer testing at a time and place different from those indicated in the schedule, and also without the presence of members of the examination board.

12. For excellent and good academic performance and active participation in the scientific and social life of the university, the following incentive measures are established for students:

1) announcement of gratitude;

2) awarding diplomas;

3) bonuses;

4) the provision of established benefits;

5) award of scholarships.

13. For violation of the academic discipline, these Rules and the Rules of living in a hostel, one of the following penalties may be applied to students:

1) a note on the faculty;

2) a reprimand on the faculty;

3) a note on the university;

4) a reprimand on the university;

5) deduction from the university.

Penalties referred to in paragraphs 1) and 2) are imposed by order of the deans of faculties, and under paragraphs 3) -5) - by the order of the rector on the proposal of deans.

Prior to the adoption of disciplinary penalties to the student by the management of the faculty, all circumstances are examined with the selection of the necessary written explanations.

14. A student may be expelled from the University "Turan-Astana":

1) on their own;

2) for health reasons on the basis of the certificate-conclusion;

3) in connection with the transfer to another educational organization;

4) for violation of academic discipline;

5) for violation of these Rules;

6) for failure to comply with the terms of the contract for tuition fees;

7) for other reasons stipulated by the legislation of the Republic of Kazakhstan.  

6. FINAL PROVISIONS

1. Reception on the personal issues of students, university workers and other citizens, the rector is carried out weekly by appointment.

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

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