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I. lleﬁolccapbl Ha 3acenannn CoBera KoJuleKa

: MPOTOKOI 0T£ZZ20LJ Ne ﬂ/%

00 oTae1e KaJapoB

1. OGIIHUE IMOJIOKEHHWSA

1. Orzen KaapoB SBJISETCS CAMOCTOSTENbHBIM CTPYKTYPHBIM MOJpa3jiefieHHeM Or/DKeTHOro
obpasosaresnibHOro  yupexaenus Yysamickoit PecnyOnuku  cpeamnero  mpodeccHoOHATBHOTO
obpazosanus «Yebokcapekuii 3neKTpoMexaHWYecKHi Kojuie/uk» MuHHCTepeTBa 00pazoBaHHs M
MoJioiekHoM noauTukH Yysamckoi Pecniybnuku (1anee — Koie k).

2. Otaen co3naercst M TMKBHIMPYETCS MPHKA30M JAHPEKTOpa KOJUIEIKA.

3. Orzien noAYMHAETCS HEMOCPEACTBEHHO IHPEKTOPY KOJLUIeIKA.

4. Ornen BO3rIaBAseT HAYAIBHHK, HA3HAYAEMBbIH HA JOJUKHOCTH NPHKA30M JIHPEKTOpa
KOJLIE/KA.

5. CTpyKTypy M IITATHYIO YHCIEHHOCTH OT/eJa YTBEepHKIaeT AHPEKTOP KOJUIE/KA, HCXOId U3
YCJIOBHI M OCOOEHHOCTEH AEATENLHOCTH KOJUIE/UKA, MO COIrMIACOBAHMIO ¢ HAYaJIbHHKOM OT/eNa
KaJIpoB.

6. CoTpyaHHKH OTJe]a HA3HAYAIOTCA HA JOKHOCTH H OCBOOOKIAKOTCA OT JIOJDKHOCTEH
NIPHKA30M JIMPEKTOPA 10 NPeACTaBICHHIO HAYaIbHUKA OT/IeIa KaJPOB.

7. Pacnpenencnne o0f3aHHOCTEH MEXIAy COTPYAHHKAMH OTAENA KaJpoB IPOM3BOAMUTCH
COIJIACHO MX JIOJDKHOCTHBIM HHCTPYKIIHSAM.

8. B cBoeii 1eaTeIbHOCTH OT/Ie] PYKOBOACTBYETCS:

8.1. YcraBom Kkosutempka.

8.2. Hacrosammm Ilonoxennem.

8.3. Tpy1OBBIM KOJEKCOM.

8.4.3akoHaMH W HHBIMH HOPMAaTHBHBLIE [PABOBBIE aKTHI, PErJIaMEHTHPYIOLIHE
00pa3oBaTeNbHYIO JCSTeIEHOCTD.

8.5.Mupivu 3akononaTensHbIME akTaMu Poccuiickoii Mexeparun.

2. OCHOBHBIE 3AJIAYH

1. IlonGop, paccTtaHoBKa M BOCIIHTAHHE KaPOB.

2. U3yuenue 1e10BBIX H MOPAJILHBIX Ka4eCTB pabOTHHKOB 0 MX NMPAKTHYECKOH JeATeIbHOCTH.
4. Yuer KaapoB M CTYACHTOB KOJLUIEIKA.

5. OBecneyenue npas, JbrOT H rapaHTHii pabOTHHKOB H CTYAEHTOB KOJUIEIKA.
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3. YHKIUH

1. PazpaboTka KaapoBO# MOJMTHKH U CTPATErHH KOJUIE/UKA.

2. PaszpaboTka nporsHo3oB, onpejeieHHe TeKylleidl noTpedHOCTH B Kajpax M HCTOYHHKOB €€
VIOBJIETBOPEHHUS HA OCHOBE H3YUeHHs PhIHKA TPYy/a.

3. KommekroBanue KoJUleka Kajapam paboumx, CyKalluX H CIEHATHCTOB TpedyembIxX
npodeccuii, crneuHanbHOCTE W KBaNH(HKAUMH B COOTBETCTBHM C LEIAMH, CTparerded u
npoduneM KoweKa, HM3MEHAIOUIMMHCS BHEIIHHMH M BHYTPEHHHMH  YCIOBHSAMH  €rO
NEATENLHOCTH.

4. ®opmupoBanne M BeleHHe OaHKa JAHHBIX O KOJIHYECTBEHHOM H Ka4eCTBEHHOM COCTaBe
KaJIpoB.

5. Tlogbop u or1bop pabOTHHKOB COBMECTHO C PYKOBOJUTEISIMH 3aHHTEPECOBAHHBIX
nojipas/ie/ieHHii ¥ BHECEHHE COOTBETCTBYIOLIMX IPEUIOJKeHHH 00 MX Ha3HAYeHHH Ha yKa3zaHHbIC
JIOJDKHOCTH, oOpMIICHHE NMPHKa30B O npHeme Ha pabory W JApyroi HeoOXoauMoil s 3Toro
JIOKYMEHTALHH.

6. PaspaboTka npe/utoxkeH il 0 npueMe Ha paboTy M0 KOHKYPCY B COOTBETCTBHH C MOPSAKOM,
YCTAHOBJICHHBIM 3aKOHOAATEILCTBOM, MOATOTOBKA U OpraHu3aius paboThl KOHKYPCHOH KOMHCCHH.

7. HWudopmupoanue pabOTHHKOB BHYTPH KoJule/pka 00 HMMEIONIMXCS — BAKaHCHAX,
HCIIONB30BAHME CPEICTB MAaccoBoil MHGOpManmu a8 nomeuieHuss oObABIeHHH O Haiime
pabOTHHKOB.

8. Ycranosnenue npsaMeIx cBsizeii co ciry:x0aMu 3aHSTOCTH.

9. 3aimoueHue TPYAOBBIX J0TOBOPOB M JONOJHHTEILHBIX COrIAIICHUI K HAM.

10.0dopmaenne npuema, nepeBoja ¥ yBoJibHeHHs pabOTHHKOB B COOTBETCTBHH C TPYAOBBIM
3aKOHO/IATEBCTBOM, MOJOKEHUAMH, HHCTPYKIHAMH W NPHKA3aMH PYKOBOIMTENSA KOJUIEIKA.

11. Yuer niuunoro cocrapa pabOTHHKOB H CTYICHTOB.

12. Odopmaenne npuKazoB 0 3a4HCICHHH, NEPEBOE H AP. 110 00yyalommuMcs.

13. ®opmHpoBaHHEe THYHBIX 1€/ paOOTHHKOB H 00y4alomuxcs.

14. Beinaua cnipaBoK 0 HacTOsIIEH W NMPOLUIOH TPYAOBOH AeATeNbHOCTH pabOTHHKOB M (akTe
00y4eHust CTYIEeHTOB.

15. Tlpuem, 3anonHeHne, XpaHEHHE U BbIAYa TPYIAOBBIX KHHIKEK.

16. Benenue ycTaHOBIECHHOMH JOKYMEHTALMH 110 KaJpaM H BOCHHO-YYETHOIO CTOJ1a.

17. IloaroroBka MaTepHaioB /Uisl MPEACTABICHHS MIEPCOHANA K MOOLIPEHHSIM.

18. [TloagroroBka MmaTepHanoB MO TNPUBICYEHHUIO pabOTHHKOB K MaTepHaIbHONH M
JHMCIMIUIHHAPHON OTBETCTBEHHOCTH.

19. Opranunzauus ¥ OTCIAEKHBAHHE NPOXOXkKAeHHS pabOTHHKAMH NEPBHYHOrO (NpH NMpHEMe Ha
paboTy) H NEPHOAMYECKOTO MEJAHILIMHCKOTO OCMOTPA.

20. PaccranoBKa KaJpoOB Ha OCHOBE OLEHKH HX KBATH(HKAIHHU, THYHBIX H JIEJIOBBIX KAYECTB.

21. Kontpone 3a npaBHIBHOCTBIO PacCTAaHOBKH pabOTHMKOB M HCMOJB30BaHHA HX Tpyja B
CTPYKTYPHBIX MOApa3AeIeHHAX KOJLUIeKa.

22. U3ydenune npodecCHOHANBHBIX, JIETOBbIX H MOPAJIBLHBIX Ka4yecTB pabOTHHKOB B MMPOLIECCE HX
TPYJAOBO# JEATEILHOCTH.

23. Opranusauus [poBeJeHHs arrecTaund pabOTHHKOB KOJUIEIDKA, €€ METOJHYECKOe H
HHpopMalHOHHOE o0ecrnedYeHne, yJacTHE B aHajM3€ pe3yibTaToOB aTTeCTAalHH, OCYIIECTBICHHE
MOCTOSTHHOT'O KOHTPOJIA 32 XOI0M BBITNOJIHEHHS PELIEHUI aTTECTALIHOHHOH KOMHCCHH.

24. TloaroroBka COOTBETCTBYIOIIMX JOKYMEHTOB 110 [EHCHOHHOMY CTPaxoBaHHIO H
IPE/ICTABIEHNE HX B COOTBETCTBYIOLHE OPIaHbl.

25. OOGecrnieyeHne COLMAIBHBIX TapaHTHil TpyAdumxcs B 001acTH 3aHATOCTH, COOMIOAEHMS
nopsjka TPYJAOYCTPOHCTBA M YBOJBHEHHSA, [PEAOCTABICHHSA MM YCTAHOBICHHBIX JIBIOT H
KOMIIEHCAlni.

26. CocraBnenne rpaUKOB OTIYCKOB, Y4YeT MCHOJIb30BaHHA pabOTHHKAMH OTIIYCKOB,
oopMiIeHHE OYEpEeIHBIX OTHYCKOB B COOTBETCTBHH C YTBEPKIACHHBIMH rpaQHKaMH H
JOTOHATENLHBIX OTITYCKOB.

27. OdopmiieHne U yueT KOMaHIHPOBOK.

28. TabenbHbli yuer.
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29. KoHTposb 3a COCTOSHHEM TPYAOBOH IHCHHMIUIMHBI B MOJpa3IeNieHUs X KoJule/pka |
cobnmoieHreM pabOTHHKAMH NIPABHII BHYTPEHHEr O PACOps/IKa.

30. Anasin3 TEKY4eCTH KaJpoB.

31. PazpaboTka MEpPONpPUATHIL 10 YKPEIIEHHIO TPYJ0OBOH JHCHHIUIHHBL, CHHIKEHHIO TEKYYeCTH
KaJIpoB, MOTEPh pabo4ero BpeMeHH, KOHTPOJIb 3a HX BBINOJIHEHHEM.

32. Paccmotpenue xano® u 3asBieHui pabOTHHKOB IO BONPOCAM MpHEMa, NepeMelieHus H
YBOJIbHEHHUS, HAPYIICHUS TPY0OBOTO 3aKOHOAATE/ILCTBA.

33. [IpunsTie MEp K BBISIBICHHIO H YCTPAHCHHIO MIPHYHH, OPOXKIAIOLIMX Kano0bl pabOTHHKOB.

4. IIPABA

Otzien KazpoB UMeeT NpaBo:

1. 3anpammBare B CTPYKTYPHBIX MOpa3ie/eHusX HeoOX0MMble JaHHble 0 pabOTHHKAX, a MpH
npueMe Ha pabory M nepeMerieHusX pabOTHHKOB - MHEHHE PYKOBOJMTENECH COOTBETCTBYIOMIMX
CTPYKTYPHBIX I0/Ipa3ie/ieHH.

2. KoHTponmpoBaTh B CTPYKTYPHBIX MOApasjie/ieHusx coOoeHne B OTHOMIEHHH pabOTHHKOB
3aKOHOJIATEJILCTBA O TPY/IE, IPEJIOCTABICHHE YCTAHOBICHHBIX JIBIOT H MPEUMYILECTB.

3. JlaBath pYKOBOIMTENSIM CTPYKTYPHBIX TNOJpa3jie/iecHHid KoJulelka obs3are/bHble JUIs
UCITIOJIHEHMS YKa3aHHsl 110 BOPOCaM, OTHOCSIIUMCS K KOMIIETCHLMH OT/Ie/1a KapoB.

4. Tpeboarb M mnomyyaTh OT BCEX CTPYKTYPHBIX MOJIpa3/ie/ieHHil KoJule/pka CBeIeHHS,
HeoOXO0MMBbIE JUlsl BRITIOJTHEHHS BO3TIOKEHHBIX Ha OT/eN 3a/1ad4.

5. CamocTosTeNbHO BECTH MEpPernucKy Mo Bornpocam 1noadopa KajapoB, a TakKe MO JPYrHM
BOINPOCAM, BXOJAIIMM B KOMIETEHIHIO OT/Ie/1a H He TpeOYIOIUM COTJIaCOBAHMS C PYKOBOIUTENIEM
KOJLIe/KA.

6. IlpeacraBuTensCTBOBATH B YCTAHOBAGHHOM MOPS/IKE OT MMEHH KOJUIEKA MO BOMPOCAM,
OTHOCAILIMMCA K KOMIETEHIMH OT/ela, BO B3aWUMOOTHOLIECHHAX C TOCYAApCTBEHHBIMH H
MYHHIHIATbHBIME ~ OpraHaMH, a TakkKe JIPYTUMH  [PEeJNPUATHIMH,  OpraHH3alHsIMH,
YUPEKJACHHAMH, B TOM YHCJIE areHTCTBAMH 110 HaiMy H ci1yKOaMH 3aHSTOCTH.

7. JlaBatb pa3bACHEHHS, PEKOMEHIALMA W YKa3aHHs 110 BOMPOCAM, BXOAAIINAM B KOMIIETEHIIHIO
oTJiena.

4. BBAUMOOTHOIUEHUS (CJIYKEBHBIE CBSI3H)

B mponecce pelneHus 3agay, NMOCTABICHHBIX MEPe] OTAENOM KaJpOB,  BBINOJHEHHS
(YHKIHH, BO3JIOKEHHBIX HA HEro, M pealn3alud [paB, [PeAYCMOTPEHHBIX HACTOSIIHM
Ilonoxennem, oTaen  KajpoB TECHO  B3aHMOJACHCTBYET €  JPYTHMH  CTPYKTYPHBIMH
MoJIpas3eNieHHsIMH KOJLIEKa B YaCTH BO3JIOKEHHBIX HA HEr0 (DyHKIMIA.

5. OTBETCTBEHHOCTb

1. OTBeTcTBEHHOCTH 3a HaIe)kKallee M CBOEBPEMEHHOE BBINOJHEHHE OTAENOM (QYHKIHIA,
NPelyCMOTPEHHBIX HACTOALIMM TOJIOKEHHEM, HECeT HaYalbHUK OT/Ie]1a KaJIpoB.

2. Ha nayanbHuKka oT/1e1a KaJIpoB BO3/1araeTcs NepcoHaibHas OTBETCTBEHHOCTh 3a:

2.1. Opranu3anuio JesTeNbHOCTH OT/ENA MO BBIMOJIHEHHIO 3a/1a4 U (YHKIMH, BO3JIOKEHHBIX HA
OT/IeI.

2.2. Opra#m3anuio B OTZAENE ONEPaTHBHOM H Ka4yeCTBEHHOH MOArOTOBKH H HCIOJHEHHS
JNOKYMEHTOB, BeJIeHHE JEeJONPOM3BOACTBA B COOTBETCTBHH C JICHCTBYIOIIMMH MpaBHJIAMH H
HHCTPYKLHAMH.

2.3. Cobmozienne coTpyIHHKAMH OT/Ie1a TPYAOBOH H NPOM3BOACTBEHHON JHCIUIIIHHBI.

2.4. OGecneyeHre COXPAHHOCTH HMYLIECTBA, HAXOALIErocs B OT/ieNe, H COOIOICHHE TIPaBHII
NoKapHoii He30NacHOCTH.

2.5. IlonGop, paccTaHOBKY H IEATEIBHOCTH COTPY/AHHKOB OT/IEa.
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2.6. CooTBercTBHE JCHCTBYIOIIEMY 3aKOHOJATEIBCTBY BH3MPYEMBIX (MOAMHUCHIBAEMBIX) HM
[POEKTOB MPUKA30B, PaCNOPAKEHHH, HHCTPYKIIHIH, MOJTOKEHHIH H APYTHX JOKYMEHTOB.

3. CoTpyAHHKH OTAENa KaJpOB NNPH OLEHKE ACTOBBIX KauyecTB pabOTHHKOB KoJuleaka 00sa3aHbI
HCXOJMTh TOJBKO W3 OQHUMATBHO MONYYEHHBIX IaHHBIX W MATEpHAIOB M HE BIpaBe pasriiamarh
HMEIOIHECs JaHHbIe O JIHYHOMH KH3HH PabOTHHKOB.

4. OTBETCTBEHHOCTH COTPYJAHHUKOB OT/Je]a KaJApOB YCTAHABIHBAETCS MX JIOJKHOCTHBIMH

HHCTPYKIHAMH.

Paspaboran(a)
HauanbHuk ot1ena kaapos C.B.Crenanosa



