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1. GENERAL PRovnSIoNS
1. The Academic and Methodological Departmerrt is а structural subdivision of the
Academic Affairs Sеrчiсе within the Т.К. Zhurgenov Kazakh National Academy оf
Arts (hereinafter rеfеrrеd to as the Academy).
2. The Academic and Methodological Department is established, reorganized, and
liquidated Ьу order of the Rector based on а decision of the Academic Council of
the Academy. In the event оf liquidation of the subdivision, general staff redundancy
regulations shall аррlу in accordance with the LаЬоr Code of the Republic of
kazakhstan.
3. In its activities, the Academic and Methodolog.ical Department shall be guided Ьу
the Constitution of the Republic of Kazakhstan; decrees оf the President of the
Republic of Kazakhstan; the Labor Code of the Republic of Kazakhstan; the Law оf
the Republic of Kazakhstan <<On Education>; the (]oncept of State Policy in the Field
of Education; and оthеr regulatory legal acts of tlre Ministry of Science and Higher
Education of the Republic of Kazakhstan, the Ministry of Culture and Information
of the Republic оf Kazakhstan, and other state authorities governing the functioning
and development of the higher education system; tlre State Compulsory Educational
Standards of the Republic оf Kazakhstan; the State Рrоgrаm for the Development of
Education of Kazakhstan; the Standards and Guide[ines for Quality Assurance in the
Еurореап Higher Education Аrеа (ESG); the National Qualifications Frаmеwоrk;
the Charter of the RSI (Т.К. Zhurgenov Kazakh National Academy of Arts> оf the
Ministry of Culture and Information of the Republic оf Kazakhstan; as well as the
internal lаЬоr regulations, this Regulation, and orders and directives оf the Rector оf
the Academy.
4. The stafГrng level оf the Academic and lVlel,hodological Department shall Ье
determined Ьу the staffing schedule of the Academy.
5. The activities of the Academic and Methodoloд;ical Department shall Ье regulated
Ьу this Regulation and Ьу its functional responsitlilities.
6. The Head of the Academic and Methodologic:al Department shall Ье appointed
and dismissed Ьу оrdеr of the Rector upon the recommendation оf the Vice-Rector
for Academic and Academic-Methodological Affuirs, on the basis оf an employment
contract, and shall rероrt directly to the Head of the Academic Affairs Service.



7. Employees of the Academic and Methodologic:al Department shall Ье appointed
and dismissed Ьу оrdеr of the Rector on the basis of an employment contract and
shall report directly to the Head of the Academic and Methodological Department.
8. The working conditions, rights, and responsibilities of the employees of the
Academic and Methodological Department shirll Ье determined Ьу individual
employment contracts and job descriptions approlzed Ьу the Rector of the Academy.

2. МДIN ТДSКS ДND FUNCTIONS OlF ТНЕ DЕРДRТМЕNТ
9. The main tasks of the Academic and Methodol,cgical Department are:
1) Management and control of the content of the rэduсаtiопаl process in ассоrdапсе
with the state educational standard for all educatiorral programs;
2) Development of regulatory and administrative ilocuments governing the academic
and methodological support of the еduсаtiопаl рrrэсеss at the Academy;
3) Design, development, and implementation of new educational services.
10. The functions of the Academic and Methodol,cgical Department аrе:
1) Analysis and evaluation of the work of departrnents and other academic units of
the Academy;
2) Preparation of documents related to methodological work;
3) Planning methodological work to improve the efficiency and quality of all types
of educational activities ;

4) Organizational support fоr the introductiorL and use of mоdеrп teaching
technologies in the educational рrосеss;
5) Coordination of methodological work within ttre departments;
6) Coordination of pedagogical (methodological) experiments and the
implementation of their positive results in the edu.cational process;
7) Monitoring the implementation of individual p,lans of Ьrапсh faculty in terms of
academic and methodological work;
8) Participation in the preparation plans for tex.tbooks, teaching aids, and other
methodological literature for educational progranns and directions implemented Ьу
the Academy;
9) Oversight of the work of the Faculty Academic Quality Council, collection and
dissemination of best practices among the Acadetny's faculty;
10) Monitoring the quality of open classes conducted Ьу academic staff;
1 1) Preparation and organization оf methodologirэal events (conferences, seminars,
competitions, exhibitions, etc.);
12) Organization оf quality checks оf educational рrоgrаms, teaching and
methodological complexes, and academic dосчm,эпtаtiоп;
13)Interaction with the Academy's structural units in developing proposals to
improve the organization and methodological suррогt оf the educational process;
14) Establishing and maintaining contacts with clther higher education institutions
on methodological work issues.

3. RIGHTS
l l. The Academic and Methodological Departme,nt has the right to:



1)Familiarize itself with decisions of the Acaclemy's leadership concerning its
ofГrcial activities;
2) Within its competence, submit proposals to the leadership to improve the
Academy's activities and enhance methodological work;
3) Request, personally оr Ьу the assignment of the Academy's leadership,
information and documents from employees оГ structural units and specialists
necessary fоr the реrfоrmапсе of its official duties;
4) Participate in events organized Ьу the Ac:ademy that аrе related to the
Department's activities;
5) Conduct inspections of the activities of the Аrэаdеmу's structural units in аrеаs
related to the work of the Academic and lИethodological Department and
communicate the results to the heads of the structural units for the implementation
of аррrорriаtе measures;
б) Rеturп documents рrераrеd in violation of established requirements to the
responsible реrfоrmеrs for revision;
7) Participate in the development of instructions, regulations, and other поrmаtiче
documents concerning the Department' s activitier;.

4. RESPONSIBILITY
l2. Responsibility for the рrореr and timely реrfоrmапсе оf the functions of the
Academic and Methodological Department, as plrovided Ьу this Regulation, rests
with the Head of the Academic and Methodologic:al Department.
13. The Head of the Academic and Methodological Department bears personal
responsibility fоr:
1)Organizing the activities of the Academic and Methodological Department to
fulfill the tasks and functions assigned to the Dераrtmепt;
2) Ensuring the prompt and high-quality preparation and execution of documents
within the Department, and maintaining record-keeping in ассоrdапсе with счrrепt
rules and instructions;
3) Ensuring that employees of the Academic and Methodological Department
соmрlу with labor discipline;
4) Ensuring the preservation of рrореrtу within t]he Academic and Methodological
Department and compliance Ьу employees with fi,rе safety regulations;
5) Ассurасу and timeliness in analyzing iпfоrпrаtiоп and providing data to the
Academy's structural units, higher gочеrпmепt al"rthorities, and оthеr organizations
in the fields of education and culture;
6) Ensuring that the drafts of orders, instructions, regulations, and other documents
that аrе signed оr аррrочеd соmрlу with счrrепt legislation.
14. Each employee оf the Academic and Methrэdological Department bears full
responsibility for safeguarding and not disclos,ing confidential information and

реrsопаl data of Academy еmрlоуееs accessed in the соursе of реrfоrmiпg their
official duties.
15. The responsibility of the employees оf the Academic and Methodological
Department is defined Ьу their job descriptions.



5. RELATIOгISHIPS
16. The Educational and Methodological Department works in close cooperation
with а11 structural units of the Academy.

б. FIг{АL рRочISпог{S
17. These Regulations, as well as amendments arrd additions to them, аrе approved
Ьу the Rector of-the Temirbek Zhurgenov Kazaklr National Academy of Arts o1'the
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Division паmе Receivi provision
MCI RK and
MSHE RK

Resolutions, orders, оrdеrs,
information letters

Information about the methodological
activities of the Academy

Rectclr Оrdеrs, orders, requests - reports on completed work;
- information on inquiries;
- department work plans;

Vice-Rector for
Academic and
Methodological
Work

Orders, requests - reports оп completed work;
- references, information оп requests;
- the Academy's work plans;
- final internal audit rероrt;
- official memos;

Vice-Rector for
scientific work

Orders, requests Help fоr inquiries.
Information on requests

Vice-Rector for
social work

Orders, requests Help fоr inquiries. Information оп
requests

Deans of faculties Reports on the results of the
academic уеаr; Indicators of the
quality of the unit's activities for
the уеаr; Information fоr the
annual monitoring оf the
Асаdеmч's activities:

- recommendations;
- fоrms of developed documents оп
methodological work;

- official memos;

Deparlments lnfbrmation necessary tЬr the
Department' s actir,,ities;
Infbrmation, as needed, on thc
implementation оf the strategic

р]qцlц{l9q!оrs,

- recommendations;
- forms of developed documents on
methodological work;
- official memos;

Academic Affairs
Service

Information necessary for the
operation of the service;
Information about the реrfоrmапсе
of indicators as needed:

Information оп the results оf
monitoring the quality of educational
activities and the quality of processes;

Documentation
Support
Department

Infbrmation necessary fоr the
department's activities;
Fоrms of letters and orders;
Mail (extemal and intemal);
The поmепсlаtчrе of cases;
Registration of incoming and
outsoins documentation.

Неlр infoгmation on requests;
Memos and letters fоr registration.

with other
divisions of the
Academy

Reports оп the results of the
academic (calendar) year;
Information about the реrfоrmапссl
of indicators as needed:

- information about the internal audit;
- assistance in the organization of
methodological work;



Moscow Art Institute of the Republic of
approval.
18. Job descriptions of employees оf the educati
аrе subject to revision in the event of chan
regarding the functions of the service.

Head of the Educational and
Methodological Department

Аgrееd:

Viсе-Rесtоr for
Academic and Methodological Work

Head of the Academic Affairs Department

Head of the Human Resources Department

Head of the Legal Department

Head of Strategic
Planning and Quality Assurance Department

and соmе into fоrсе аftеr their

1 and methodological department
and additions to this Regulation

А. Vуrаkhmапоча

э,/

Sh. Yergobek

G. Abdirakhman

А. Sydykova

О. Tlegenova

А. Moldabayeva
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