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1 Generalities
          1.1 This methodological instruction is the main document establishing the requirements to organizing and conducting laboratory classes in specialties and trajectories of higher vocational education conducted at KSTU.

          1.2  In the present QMS document there are established the following terms and their definitions:

an academic class is a kind of the teaching process conducted in the class and out-of-class forms and consisting in performing by students under the teacher’s supervision some actions aimed to achieving the learning purposes defined in the specialty SGSE (training trajectory) and the working educational program;

a laboratory class is a kind of an academic class aimed to acquiring theoretical bases of an academic discipline and practical skills of studying by the way of setting, carrying out, processing and presenting the results of an experiment based on the practical use of instrumentation, equipment, technical and instrumental means, computers;

a laboratory is a concrete academic task in the studied course performed in a laboratory class;

a training laboratory is a laboratory equipped with instruments, equipment, technical an d instrumental means, computers for performing works on a certain subject (discipline).

          1.3  The purpose of a laboratory class is practical acquiring by students of the content and methodology of the discipline learnt using special technical means.

1.4  The tasks of a laboratory class are:

           - learning by students of the methodology of experimenting in a corresponding field of science, engineering and technology;

           - acquiring the experience of solving training research and real practical problems based on the theoretical material studied;

           - acquiring the experience of carrying out experiments;

           - forming skills of processing the results of the studies carried out;

           - forming abilities to formulate and to present the results of the studies carried out;

           - analyzing and discussing the obtained results and formulating the conclusions.
1.5 Laboratory classes are to be conducted in training laboratories equipped with the needed instruments and equipment, technical and instrumental means satisfying the sanitary-hygienic norms and requirements of occupational safety regulations. The material-technical provision is to be in conformity with the present day level of experiment carrying out in the corresponding field of science and engineering.
2 Requirements to organizing and conducting a laboratory  work
          2.1 The bases for conducting a laboratory work in a discipline are:

           - the discipline working educational program made in accordance with QMS SO 4.7.02 – 2011 Structure, content, order of development and confirming an academic-methodological complex for the trajectory of training and specialty. General requirement; QMS SO 1.1.02–2011 Rules of academic paper work. General requirements to text documents; QMS SO 1.1.03–2011 Rules of academic paper work. General requirements to graphical documents; QMS SO 1.1.04–2011 Rules of academic paper work. Main inscriptions; QMS SO 1.1.05–2011 Compliance assessment of quality management system documentation and a diploma project (work); QMS SO 1.1.06–2011 Rules of academic-methodological literature making for publishing at KSTU;
           - academic classes timetable.
          2.2  Laboratory works on a subject (section of a discipline) cannot, as a rule, pass ahead of corresponding lectures.

          2.3  In the introductory (first) class the teacher is to make an orientation in the rules of occupational safety when staying at the training laboratory and when performing laboratory works. The orientation is mandatorily fixed in the register on OS that is in every laboratory.
         2.4 At the end of class the teacher estimates the students’ work by means of checking their reports and/or its defense (a talk).

         2.5  The laboratory work conducting includes:

         - out-of-class students’ training on the laboratory work subject;

         - the entrance control of students’ readiness to the laboratory work: acquiring theoretical material, order of performing the work, knowledge of OS requirements and to the report;

         - carrying out the work by a student;

         - making a report and its defense during the following laboratory class or in hours agreed with the teacher and it estimate in the ranking scores;

          - forming students’ interim and final rankings by the results of performing a laboratory work.

          2.6  Laboratory classes are to be provided in a significant amount with the needed methodological materials including a complete of methodological instructions to the cycle of laboratory works in the discipline.

Methodological instructions are to satisfy the requirements of QMS SO 4.7.02 – 2011, QMS SO 1.1.02–2011, QMS SO 1.1.03–2011, QMS SO 1.1.04–2011, QMS SO 1.1.05–2011, QMS SO 1.1.06–2011.
2.7 Requirements to the report of the laboratory work
          2.7.1 The report is a document that certifies the student’s performing the task and is to include:

          - a facing page;

          - the laboratory work purpose and tasks;

          - the main part (characteristic of the object of studying, methodology, description and/or drawings of a set (device), experimental results, the results processing, estimate of errors and analysis of error sources, discussing the results, conclusions);

           - answers to control questions, problem solutions;

           - list of references;

           - appendices (if needed).

           2.7.2 The report on the laboratory work is made in a working notebook or on sheets of А4 format. Depending on the features of the laboratory works cycle, the report is made by each student individually or it can be a general report for a subgroup (team) of 3-4 students.

           2.7.3 It is allowed, by the agreement with the teacher, to present a report in electronic form. The documenting of the electronic version presented is carried out by the teacher.
3 Teacher’s rights, responsibility and liabilities
          3.1 The teacher is responsible for organizing and conducting laboratory classes in accordance with the requirements of the present standard and working normative documents relating to the content and methodology of conducting classes. 
          3.2 The teacher has the right to define the content of laboratory works, to select methods and means for carrying out laboratory studies ensuring high quality of the teaching process.
4 Student’s rights, responsibility and liabilities
          4.1 A student is to come to a laboratory class in time established in the timetable and being preliminary ready.

          4.2 During the class a student is to observe the requirements of OS, rules of using the laboratory, instrumentation, technical means.
4.3 After completing a laboratory work a student is to form a report and to present it to the teacher for checking with the following defense.
4.4 A student has the right to make a laboratory work missed by a n excused reason, in hours agreed with the teacher.
4.5 A student is liable for:

          - missing a laboratory class for unexcused reason;

          - non-readiness for the laboratory work;

          - inopportune passing reports of the laboratory work and their defense;

          - damage of property and making material harm to the laboratory.

5 Amendments
The development, formatting, harmonization and confirming of the present MI, as well as introducing amendment in it is performed according to QMS DE 01.
6 Harmonization, storage, delivery
6.1 Harmonization of the present MI is carried out with voce-rector on AW, FVR, director of DOTP and is registered in the “Sheet of harmonization” (appendix А).


6.2 Compliance assessment of the present MI is carried out in accordance with QMS SO 1.1.05–2011 Compliance assessment of quality management system and a diploma project (work).

6.3 Responsibility for passing the present MI (the first copy) for storage at the CQM&A lies on the WG head.

6.4 Responsibility for storage, copying and delivery to the users lies on CQM&A.

6.6 The present MI copies are delivered to the following addresses: DOTP, chair heads, institute directors. 
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F.1.01-03
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Appendix D
(mandatory)
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