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1. O0mue noJa0KeHus

1. OTze KaapoB SBJSETCs CTPYKTYPHBIM MM0JPa3e/eHHEM HHCTHTYTA H CTPOHT CBOKO PaboTy 1o
eKEeMECSIUHBIM IIJIAHAM, YTBEP KIECHHBIM JIHPEKTOPOM HHCTHTYTA.

2. Otaen co3aeTcs U THKBHIUPYETCS IPHKA30M JHPEKTOpa HHCTHTYTA.

3. OTaes BO3rnaBisieT HadalbHUK, Ha3HavYaeMbli Ha JO/DKHOCTE IPHKA30M JHPEKTOpa HHCTHTYTA.

4, HayaabHUK OT/IeJ1a KaAPOB MOIUHHAETCS HEMOCPEACTBEHHO AUPEKTOPY HHCTHTYTA.

5. B cocTaB oT/1€s1a KaJpoB BXO/NT: HAYaJbHHMK OTAE€jd KaJpoB, ABa CIELUHMATHCTA 110 KaApam,
MHCIIEKTOP 110 YUeTy ¥ OpOHHPOBAHHIO BOEHHOOON3aHHBIX H CIICLHHATUCT MO AETIONPOU3BOACTRY.

6. OBGS3aHHOCTHM CHENHAIMCTOB 10 Kajgpam, HHCIEKTopa 1O yd4eTy H OpOHHPOBaHHIO
BOEHHOOOM3aHHBIX, CIELHAIMCTa M0  ASJONPOH3BOACTBY  ONpeelsioTCs JOKHOCTHBIMH
MHCTPYKIMAMHU U YTBEPIKAAIOTCS AMPEKTOPOM HHCTHTYTA.

7. ChneunagucTbhl MO Kajpam, CHIeLHaqHcT Mo JAEJONPOH3BOACTBY, HMHCIEKTOpa MO YUETy W
OpOHMPOBAHHIO BOCHHOOOA3aHHBIX HA3HAYAIOTCS HA JOJDKHOCTE H 0cBOOOKIAIOTCS OT JOJDKHOCTEH
MPHUKA30M JUPEKTOPA HHCTUTYTA 0 NPEACTABICHUIO HAYAIbHAKA OT/AC/A KaIPOB.

8. B cBoeil AeaTeIbHOCTH pabOTHUKH OT/Ie/1a KaIpOB PYKOBO/ICTBYIOTCA!

8.1. TpynosbiM Kogekcom PO,

8.2. lNpuxazamu MunncTepeTBa 00pasoBanus U Hayku PO.

8.3. [Ipukazamu Poccasizu P® u Oenepanbroro arentersa casizn PO.

8.4. Yerasom Cubl'YTH.

8.5. Tonoxkennem YpTHUCH Cudl'YTH.

8.6. IMonoxkenuem 06 onnare Tpyaa padotukos YpTHUCH Cubl'Y T 1 1pyrux JOKanbHbIX OI1AT.
8.7. YCIOBHSAMH TPYAOBBIX J0IOBOPOB U JIOTKHOCTHBIX HHCTPYKLHML.

8.8. INpaBuiamMu BHYTPEHHETO TPYIOBOIO pacropsiika, MHCTPYKLHEH 10 OXpaHe TpyAa 1 noyKapHo#
0e30MacHOCTH.

8.9. [Tono)keHHeM 0 TPEXCTYIEHYAaTOM KOHTpOJIe [0 OXpaHe Tpy/Ja.

8.10. [NpukazaMu 1 pacnopsyKEHHAMH AMPEKTOpa HHCTUTYTA.

8.11. HacTosiiuum nosioyKeHHeM.



II. CrpykTypa

I. CTpyKTYypy ¥ WITATHYIO YMCIEHHOCTb OT/eNa Kaapos yTeepiknaet pexrop Cubl'Y TH, ucxons u3
YCIOBHA U 0cOGEHHOCTEH AeATEIbHOCTH II0 PE/ICTABIEHHIO AMPEKTOpa HHCTHTYTA.

2. Otnen KaapOB COCTOHUT H3 JIOPKHOCTEH HavalbHHUKA OTIEea KaIpoB, JABYyX CIHENHATIHUCTOB I10

KajgpaM, MWHCIeKTOopa M0 ydyeTy U OpOHMPOBAHMKO BOEHHOOOA3AHHBIX M CHEHaIMCTa 0
JENONpPON3BOICTBY.
I11. 3agaun

. Tloabop, mpuéM, paccTaHOBKA W BOCIHUTAHHE KaJpOB, B COOTBETCTBHH ¢ TpeOyeMbIM
ypOBHEM KBajM(pUKAUMM, OENOBLIMH KadecTBaMM, [Uld 0OecneyeHus KayeCTBEHHOIO
(YHKIMOHMPOBAHMS BCEX CTPYKTYPHBIX MOApPA3Je/]€HUH MHCTHTYTA, BBIMOJHEHHS 3a7a4 H
GyHKUMHA HHCTUTYTA, onpeaeneHHbix [Tonoxennem YpTUCH Cubl'Y TH.

2. M3sydeHue JIeJIOBBIX ¥ MOPANBHBIX KauecTB paOOTHUKOB 110 X NPAKTHYECKOH AEATENLHOCTH.

3. CospaHue pesepBa KaapoB [Uls BBIABHJKEHHS Ha pPYKOBOISIIHE MW MarepHalbHO-
OTBETCTBEHHbIE JIOJIKHOCTH.

4, YwueTr Kaapos.

5.  OOecriedenue rnpas, JbIOT U rapaHTHil paOOTHHKOB HHCTHTYTA.

6.  OfGecneuenune 6e30MacHbBIX YCIOBHH Tpyda H OXpaHbl Tpyaa pabOTHHKOB OT[e/1a KaIpoB, a

TAK)Ke HHCTHTYTa B 4acTH, Kacarolleics QyHKUHH 0TAe/1a KaapoB.

7. TloaroToBka W CBOeBpeMeHHOe O(OpMIIeHHEe JOKYMEHTOB K IPEACTABICHHIO PabOTHHKOB
MHCTHTYTA K HAarpajaM (MOYeTHLIM 3BaHUSIM).

8. Paszpaborka MeponpHATHH N0 TpPYAOBOH MHCLHMIIMHE B HHCTHTYTE H KOHTPOJb 3a ¢e
COCTOSIHUEM.

9.  OpraHu3aiys W BeJIeHHE JeJIONPOM3BOACTBA B OTJAE/E KaApoB, H KOHTPOJb MPaBHIBHOCTH
BEACHHS JSTONMPOU3BOICTBA B LIEJIOM B HHCTHTYTE.

10. OkazaHue MOMOIIH PYKOBOIHTEIAM CTPYKTYPHBIX MOApa3Ae/IeHHil HHCTHTYTa B OpraHH3aliy
JeJI0NPpON3BOACTBA.

11. MOHHTOPUHT pBIHKA TpyJa, OpPraHU3alus i HOPMUPOBAaHHE TPyAa pabOTHHKOB HHCTUTYTA
B cOOTBeTCTBHH ¢ [TosnoxeHneM o0 omnare Tpyaa padotHukoB YpTUCH Cubl'YTH,
MPOBEICHHE KOHKYPCOB H BBIOOPOB OCHOBHOTO MEpPCOHAIa Ha 3aMelIeHUe
BAKaHTHBIX JO/KHOCTEH, arTecTalus pabOTHHKOB.

12.  Opra#uzauds HHCTUTYTA, [IPHEM W OTIpaBKa [TOYTOBONH KOPPECIIOHIEHIIHH,
BHYTPEHHET0 TO0KyMEHTo000poTa.

13.  Pabota ¢ HHCMeKUHEeH Mo TPy Ay, HCIIOJHEHHE NPEANHCAHHA HHCIIEKLIMH 10 TPYy1y.

14.  Opradysauus 4 BeICHHE apXUBa HHCTHTYTA.

15. PaGora ¢ meHCHOHHBIM (DOHIOM, HCIIOJIHEHHE NMPeANHCAaHHH TEHCHOHHOro (oHxaa.

16. Pabota ¢ BOEHKOMaTaMH 10 BOMHCKOMY YUeTy, HMCIIOJIHEHHE NIPEANUCAaHHH BOEHKOMATOB.

17. Opranusaius NpoBeeHHs MeJIOCMOTPOB H BaKLIMHOIPO(MUIAKTHKH paOOTHHKOB HHCTHTYTA.

18. Opranuszauus u obecriederue paboTel KaapoBoit HHGOPMALHMOHHON MoACHCTEMBI «KaapbDy.

19. TlepHoauvecKy OTYUTBIBATLCS O BBIMOJHEHHH 3a1a4 U GpyHkuuii [Tonoxkenus ob otnene

KaJpOB Ha YUYCHOM COBETE HHCTHTYTA.



IV. ®yuxkuuu

1. PaspaboTka KazpoBoii MOJMTUKY I CTpaTernu WHCTHUTYTA.

2. Pa3paoTka NpOrHO30B, ONpeaencHHe TEKyIIeH NOTPeOHOCTH B Kapax M HCTOYHHKAX ee
YAOBJICTBOPCHHSA HA OCHOBE MOHMTOPHHIA PBIHKA TPY/Ia.

3. KoMniektoBanume HHCTHTYTa KaapamMH paboumx, CAYKALIMX W CIEHHAIMCTOB TpeOyeMbIX
npoeccHil. crenuanbHOCTeH U KBAMM(HKALIMH B COOTBETCTBHH C UEJIAMH, CTpaTerneil U npoguiem
MHCTHTYTA, U3MCHAIOLIMMHCS BHCLIHHMH H BHYTPEHHHUMH YCJIOBHSIMH €r0 JIeSTeTbHOCTH.

4. GopmupoBaHHe U BesleHHe GaHKa JAHHBIX O KOJTHUECTBEHHOM H KAaYeCTBEHHOM COCTaBE KaJIpoB.

5. llombop u or6op palOTHUKOB COBMECTHO c PYKOBOZMUTEISMH  3aHHTEPECOBAHHBIX
Monpa3e/ieHHH W BHeCeHHe COOTBETCTBYIOLUHX MPEATOKEHHH 00 MX HA3HAYCHHM Ha yKa3aHHEIE

JOMKHOCTH, O(GOpMIEHHE NIPUKA30B O MNpHeMe Ha paboTy W Apyro#f HeoOXOAMMOH M1 3TOro j0-
KyMEHTaLUH.

6. Undopmuposanne paGoTHHKOR BHYTpH HHCTHUTYTa 00 MMEIOLIMXCS BAaKAHCHAX, HCIOIB30BAHNE
CPEACTB MACCOBOH HH(POPMALIHH JUIA MOMELLECHHUS 0OBABICHUH 0 HalimMe pabOTHHKOB.

7. YCTaHOB/IEHHE NPSIMBIX CBA3€il ¢ YUeGHBIMH 3aBEIEHHAMU 1 ci1yK0aMH 3aHATOCTH.

8. Odopmrenne npuema, nepesoja H yBOJbHEHHs pabOTHHKOB B COOTBETCTBHH C TPYAOBBIM

SAKOHONATEILCTEOM, MONOKCHUAMH, HHCTPYKIHIAMH H NIPHKA3aMH IHPEKTOpa MHCTHTYTA. PaGoTta

MO  HAMOJHAEMOCTH (3aHECeHHe JaHHBIX Ha pPabOTHHKOB) KaApOBOIl HHQOPMALHOHHO

noacucteMs! «Kaxper 1C» B COOTBETCTBHH NaHHBIX CHCTEMBI TEeKYYHM [IPUKa3aM .

9. Y4er muuHoro cocrasa.

10. Beinava:

10.1. CripaBok 0 HacTOsLLEH U NPOLLTIOH TPYAOBOH A€STENBHOCTH pabOTHHKOB.

10.2. CrpaBok cTyeHTaM Julsl IPEJCTARICHNS B BOCHHBIE KOMHCCApHaThl H NEHCHOHHEIE (POH/IBI.

I'l. Tpuewm, 3anoniHenye, XpaHeHHe U BbLIAYa TPYIOBLIX KHHIKEK.

12. Beaenue yCcTaHOBICHHON JOKYMEHTALHH 110 KaJapam.

13. Benenue u xpaHenue:

13.1. JInunpix nen paGotHukos (popm Ne T-2) M CTYLCHTOB BBICIIETO H cpemHero o0pasoBaHMs
(ouHOM (hopMbI 0OyUeHN) HHCTHTYTA.

13.2. AndaBHTHBIX KHHT YUYeTa CTYIeHTOB.

14. Xpanenue THUHBIX jen paOOTHHKOB HHCTHTYTA M CTYACHTOB CpeIHEro npogeccuoHallbHOro
00pa3oBanus (04HOH (GOpMBI 00YUEHHs) B apXHBE HHCTHTYTA.

15. Beinava B AeKaHaThl H OPraHU3alns OTIPABKH JIMYHBIX A6 OTUMCACHHBIX CTYJEHTOB BEICILIETO
npogeccuonanbHoro obpaszopanus (ouHoil GopMbl 06yueHns) B Cubl'YTU mwis XPaHEHHs B apxuBe
YHHBEpCHTETA.

16. Tlomyuenue, yuer, XpaHeHHe H BbIAYa JOKYMEHTOB CTPOrOH OTYETHOCTH- KHHI BBLIAYM
JHIIIOMOB.

17. Ioaroroska MaTepHasIoB Uls IPeACTABICHHA MEPCOHANA K MOOLIPEHUAM.

18. IMoarotoBka u odopmieHHe MOKYMEHTOB K NPeACTABICHUIO pabOTHUKOB MHCTUTYTA K
Harpajiam (MOYEeTHBLIM 3BAHHAM ).

19. TloaroroBka MaTepHanoB MO MpUB/IEUEHHIO paBOTHUKOR K MaTepHaIbHOH U AMCUMIIHHAPHON
OTBETCTBEHHOCTH.

20. PaccranoBka orziesia KaJpoB Ha OCHOBE OLEHKH HX KBaH(HKALMK, JIHYHBIX H JIEJIOBBIX
KayecTs.

21. KoHTponb 3a NpaBHIBHOCTBIO PACCTAHOBKM PaGOTHHKOB M HCMONB30BAHHA HX Tpyda B
CTPYKTYPHBIX MOAPA3AEICHHUAX HHCTHTYTA.

22. UsyyeHue mpoeccHOHANBHBIX, AENOBbIX H MOPATBLHBIX KAYECTB pabOTHHKOB B MpolLEcce MX
TPYAOBOH AEATCILHOCTH.

23. IlpoBenenue:

23.1. Atrecranuu paGOTHHKOB MHCTHTYTA, €€ METOAHYECKOe H HH(pOPMaLMOHHOE obecreueHue,
yqacTHE B aHAM3C pe3y/bTaTOB aTTECTALHH, OCYIIECTBICHHE IMOCTOSHHOTO KOHTPOIS 33 XOJ0M
BBINIOJIHCHHS PELIEHUH aTTecTallHOHHOM KOMHCCHH,

23.2. KoHKypcoB 1 BEIGOPOB OCHOBHOIO IIEPCOHANA HA 3aMEICHHE BAKAHTHbIX J10/KHOCTEL,

24. TloarotoBka HEOOXOIMMBIX MAaTe€PHATOB /1Sl PACCMOTPEHHS HA KOMHCCHH [10 YCTAHOBIEHHIO
BBICJIYTH JIET.



25. IloAroToBka COOTBETCTBYIOIIMX JOKYMEHTOB HEOGXOMHUMBIX JUIS  HA3HAYeHUs TMEeHCHH
pabOTHHKAM MHCTHTYTA H NpeACTABIEHHE UX B OpraHbl COLHANBHOro obecneyenus. Benenue sxypuana
TPOBEPOK M MCTIOJIHEHHS IPEANHCAHUIT eHCHOHHOTO (oHa.

26. Beitaya cripasok o paGote B HHCTHTYTE, 3aHHMAaeMO#H JO/IKHOCTH.

27. ObecrieyeHne COLMATBHBIX rapaHTHil TPYASILIMXCA B 00JIACTH 3aHATOCTH, COOMONEHHS TOPSIAKA
TPYAOYCTPOHCTBA M 1epeoOyYeHHs BBICBOGOIKIAROLINXCS pabOTHUKOB, [pPEeNOCTABAECHHS HM
YCTAHOBJICHHBIX JILIOT U KOMITEHCALHIA.

28. CocraBnenye cBOJAHOro rpadMka OTIYCKOB, YY€T MCMONB30BaHHS pabOTHHKAMH OTIYCKOB,
O opMIIEHHE OYePe/IHBIX OTITYCKOB B COOTBETCTBHH ¢ YTBEPKACHHBIMH rpaMKaMu  JOINOJIHUTEIBHbIX
OTITYCKOB.

29. Odopmitenre U ydeT KOMaHIMpoOBOK. Benenue KYpHA/Ia ydeTa BuIOBIBaloMX paGoTHHKOB
HHCTHTYTa B KOMaHIHPOBKH.

30. TalenpHpli yuer, u3maHue npukasa 00 OpraHM3aluy y4era pabouero BpeMeHH M pekuMa
padoThI.

31.KoHTpons 3a  cocTosHMEM TpynoBOH AMCHMIUIHHBI B MOApA3NeNIeHHAX MHCTHTYTa H
cobiroAeHHeM paGOTHHKAMH [IPaBHJ BHYTPEHHETO TPYAOBOTO pacnopsaka.

33. AHau3 TEKY4eCTH KaapoB.

34. PaspaboTka MeponpuaTHii M0 YKperieHHIO TPYAOBOH JMCUMIIMHBI, CHHKEHUIO TeKYy4ecTH
KaJpoB, NOTepb paboyuero BpeMeHH. KOHTPOJIb 3a HX BBITOTHEHHUEM.

35. [oaroroBka u cOCTABIEHHE CTATHCTHYECKOH OTUETHOCTH:

35.1. ®opwma BITO-1, KaJgpoBoe obecneyeHue.

35.2. ®opma CITO-1, kagposoe obecrneveHne.,

35.3. TonoBoit oTyet no uTOraM paboTsI YpTUCH Cubl'YTH, pazaenst 4,6,18.

35.4. JIOKyMEHTBI, [1peCTaBIsEMBIE Ha JIMLICH3HOHHYIO 9KCrepTu3y, opma 2, 5.

35.5. T'onosoit otver no yueGHoit paGoTe, pazaen 2.

35.6. [oAroToBKa exKeKBAPTAILHOTO 0OTYETA O KAAPOBOM MOTEHIHANE HHCTHUTYTA.

35.7. lloaroToBka exeKBapTaJbHOrO OTYETA O JABHKEHHH Ka/IpOB B CTAT.ylpaBJICHHE.

35.8. [loaroroska exemecsynoro oryera B Cu6I'YTU 0 nBHIKEHHHU KaapoB.

35.9. TloaroToeka eKeKBAPTATLHOTO OTYETA O BAKLHMHOMPOQHIAKTHKE pabOTHMKOB MHCTUTYTA B
LHI'G Ne?2.

35.10. lMoaroroska exekBapraibsHoro otyeta B Cu6l'YTH no OOpallleHHsIM IpasKkIaH.

36. OdopmiieHre M ydeT TPYAOBBIX JOrOBOPOB, AOMOIHHTENBHBIX COIIALICHHH K TPYAOBLIM
JIOTOBOPAM.

37. Cobmonenne TpeOOBaHHIT OXPaHEI TPYIa B COOTBETCTBHH ¢ Tpynosbim koaekcom PO,

38. Hanpasnenne kaHIuzaToB Ha TMpHeMm Ha paGoTy H pabOTHHKOB MHCTUTYTA B MeIHLIHCKHE
YUPEAIACHUA 1l TIPOXOAKACHNSA 0053aTeNbHBIX MEAMUMHCKHX 0CMOTPOB. Hesonylenue paGoTHHKOB K
HCTIOJIHCHHIO UMH TPYJOBBIX 00d3aHHOCTeH §e3 MpoXokaeHUsS 00s3aTeNbHBIX MEIHIIHHCKHX OCMOTPOB,
a TAK)Ke B Cllydae MeIHIUHCKHX MPOTHBONOKA3AHHIA.

39. Henonyuwenue x paboTe jul, He MNPOLICAUIHX B YCTAHOBJICHHOM nopsjake o0yueHue u
HHCTPYKTAXK 110 OXpaHe Tpya. CTAKHPOBKY H MPOBEPKY 3HAHMH TpeGOBaHMI OXpaHbI TPy a.

40. Yuactne B paspericHuy TPYAOBLIX CNIOPOB H KOH()IHKTOB.

41. BesteHne BOMHCKOrO y4eTa BOGHHOOOS3aHHBIX PAGOTHHKOB 1 CTYJIEHTOB HHCTHTYTA. Benenuem
KypHasa MPOBEPOK M HCIOIHEHHS NPEAMUCAHIIT BOEHKOMATOB.

42. Beaenune jpenonpomssoacrea B otTaene  kaapos (IlpHeM W OTMpaBKa MOYTOBOMH
KOPPECIOHAEHLIHH, BHYTPEHHETO I0KYMEHTOO00POTA B HHCTHTYTE).

44. KoHTposb 3a NMpaBHIBHLIM BeJEHHEM JE/ONPOH3BOACTBA B CTPYKTYPHBIX MOApa3/ieleHusx
HHCTHTYTA, M3JaHHC MPHKA30B C BEICHHEM JCJIONPOH3BOACTBA B CTPYKTYPHBIX MOJAPA3ENCHHAX H
HOMEHKIATYPhI Je1.

45. Oruer o BbINoIHeHUH 3a1a4 M pyHKLUH [TonoxkeHus 06 oTaene KaJpoB Ha YYEHOM COBeTe
MHCTUTYTA.



V. IIpaBa

Otzen KaapoB UMeEET MpaBo:

1. 3anpamupaTtk B CTPYKTYPHBIX MOJAPA3NCICHHAX HEOOXOAMMBIE NAHHBIE O pabOTHHKAX, a Npu
mpueMe Ha paboTy M nepeMelleHHsX PabOTHHKOB — MHEHHe DYKOBOJHTENeH COOTBETCTBYIOLLHMX
CTPYKTYPHBIX MOApa3Ac/IeHHH.

2. KoHTponupoBaTe B CTPYKTYPHBLIX MOJpaseNeHUAX COGIIONCHHE B OTHOIICHHH pabOTHUKOB
3aKOHOAATE/ILCTBA O TPY/Ie, IPENOCTABICHHE YCTAHOBICHHBIX JIBIOT H MTPEHMYILECTB.

3. JlaBaTe pyKOBOIMTENSIM CTPYKTYPHBIX [OJpa3leieHHil HHCTHTYTa 00s3aTelbHble IS
MCTIOIHEHUS! YKA3aHUA 110 BOIPOCAM, OTHOCALIMMCS K KOMIIETeHILIHH OT/e/1a Kaapos.

4. TpebosaTb ¥ mnomyuare OT BCEX CTPYKTYPHBIX MOApa3ieieHuil UHCTUTYTa CBEJEHUSI,
HEOOXOMMBIE 1UIst BLUTOIHEHHS BO3IOKEHHBIX HA OTAEN KaJpoB 3aa4 # (yHKLHIL.

5. CaMoCTOATeNBHO BECTH MEPerucKy [0 BOmpocaM Moabopa KaapoB, a TAKKe M0 JpYTUM
BONpOCaM, BXOSIIUUM B KOMIETEHLHIO OT/le/1a KaIpOB U He TPeOYIOIIMM COrIaCOBaHHUS ¢ AHPEKTOPOM
MHCTUTYTA.

6. IlpencTaBHTenbCTBOBATL B YCTAHOBJICHHOM [OPSAKE OT MMEHHM HHCTHTYTA 10 BOIPOCAM,
OTHOCALUMMCA K KOMIETCHIHH OTJea OpraHW3alMOHHO-MPABOBOM paGoTy M KaApoB BO B3am-
MOOTHOLICHHUSX C FOCY/IAPCTBEHHEIMU M MYHHLMIAILHBIMH OPraHAMH, a TAK)Ke APYTUMH HHCTHTYTAMH,
OpraHu3allsAMH, YIPEXKICHUAMH, B TOM YHCIIE areHTCTBAMH I10 HAlMY M ¢J1yKOaMH 3aHATOCTH.

7. JlaBaTh pa3bsCHEHHs, PEKOMEHIALHH M yKa3aHHs M0 BOMPOCAM, BXOIAIIMM B KOMIIETEHIIMIO
OTIeNa KaJpoB.

8. XosaralictBoBaTh mepes JMPEKTOPOM HHCTHTYTA O TpPHHATHH Mep JHCLMIUIMHAPHOM,
4/IMHHHCTPATUBHOH ¥  MAaTepHalbHOM OTBETCTBEHHOCTH [IPH HE BBLINOJHEHHH pPabOTHHKAMI
AOIDKHOCTHBIX  oOs3anHocTel, Tpynosoro koaexca P®, TIlomoxenns o6 wuncruryre, Ilpasui
BHYTPEHHETO TPYAOBOro pacnopsiaka, [lonoxenus o6 onnare tpysa paGotuukos YpTUCH Cubl' VTH,
MPUKA30B W pACHOPSIKCHMH JIMpPEKTOpa HHCTHTYTa-npopektopa CuGI'VTU, kacatommecs otmena
KaJIpoB U HCIIOTTHEHUs! YCTAHOBIEHHLIX 3a/1a4 U QYHKLHI OT/e/1a KapoB.

9. XozaraicTBOBATh Mepei AMPEKTOPOM HHCTHTYTA O MOOLIPEHMM PaGOTHHKOB 3a YCIEXH H
JOCTHIKEHH KOHKPCTHBIX rnoxkasaresneu B paGOTe.

10. TIpoBOAHTL CcOBellaHusl B OTAeNe KAAPOB M y4yacTBOBATH B COBELIAHHSX, MIPOBOJHMBIX B
HHCTUTYTE [10 KaJPOBBIM BOIIPOCAM.

I'1. OcyluecTBAsITE KOHTPONL BeJeHHs JEIONPOH3BOACTBA B CTPYKTYPHBIX MOAPAa3ieICHHsAX
HHCTHUTYTA.

VI. B3anmoorHomenus (cayskebHbie cBSI3H)

Jlnst BoinonHeHus GYHKIMI M pealn3aluy IpaB OTAeN KaAPOB B3aUMOICHCTBYET:

1. Co scemu cmpyrkmypHsimu noopazoeneH uAMU UHCHIUMYMA RO 60NPOCAM:

1.1. [Tonyyenus:

- MIOJIOYKEHUSA O CTPYKTYPHOM I0Ipa3ae/ICHHH;

- HOMEHKJIATy pbl Je1;

- JOJIKHOCTHBIX HHCTPYKIMH B COOTBETCTBHH CO IITATHBIM PACIIMCAHUEM;

- HHCTPYKLIMHU 110 OXpaHe Tpy/a;

- HHCTPYKIMH 110 [0KApHOH 0€30MacHOCTH:

- 3a4BOK Ha YKOMIUIEKTOBAHHE BAKAHTHBIX J0/DKHOCTEH pabounuX M CITyKalmx;

- XapakTepUCTHK HAa pabOTHUKOB, PEACTABISIEMbIX K MTOOLIPEHHIO;

- XapakTepHCTHK Ha PaOOTHUKOB, [PHBJIEKAEMBIX K MaTepPHAIbHOM W JHCHHIUIMHAPHOI
OTBETCTBEHHOCTH;

- OOBACHHUTEILHBIX 3AIIHCOK OT HAPYLIUTENEH TPy 10BOH JAHCLHIIINHEL;

- [Pe/UIOMKEHHH M0 COCTABICHHIO TPaHKOB OTIYCKOB;

- Tabeneit yuera pabouero BpeMeHH;

- JIHCTKOB BPEMEHHOH HETPY/10CMOCOOHOCTH;

- CHpaBOK O [PEeMHAILHBIX BBIMJIATAX W BBINOJIHEHHH IMYHKTOB IlaHAa M IOKa3aTenei
CTHUMY/JIMPOBAHHUS 38 KOIHYECTBO U KaYeCTBO Tpyaa padOTHHKOB.

1.2. [IpenocraBienus:

- peLIeHUi 0 noouIpeHut (HaKasaHuu) pabOTHHKOB,

- KOTIHH [PHKA30B, PACMOPSIKEHHH B 4aCTH Kacaroweicst CTPYKTYPHOTO MOApase/IeHHs;
- YTBEPKACHHBIX I'PAPHKOB OTITYCKOB;

- pelIeHHH aTTECTAlHOHHOH KOMHCCHH,



2. Comoenom 0yx2aamepcko2o y4ema u (PUHAHCO8020 KOHMPOAA O 6ONPOCAM:

2.1. llonyyenus:

- CIIPaBOK 0 3apaboTHOI nmiaTe A1 OQOPMICHHUS TEHCHH

- MarepualoB JUlS BbUIAYM CHpaBok paboTHHKaM o paboTe Ha NpeANpUATHH, 3aHHMaeMOH
JIOJIPKHOCTH H pasmepe 3apaboTHOH niatThl;

- cBeJieHuit 00 octaTkax 0J1aHKOB CTPOrOif OTYETHOCTH, /U1t COCTABJIEHUS 3asBKU.

I~

2. [lpenocrasienus:

CBEJICHHH 0 MPUHHMaeMBIX Ha paboTy TpaskaaHax;

KOMHIA MPUKa30B O MPUEME, EPEBO/IE H YBOIbHEHHH paboTHHUKAX;

CBEJCHUIN O CMUCOYHOM YHCIEHHOCTH pabOTHUKOB!

Ta0enell yueta padodero BpeMeHu:

rpa)uka OTIIyCKOB;

JMCTKOB BPEMEHHOH HETPY10CNOCOOHOCTH K OIIaTe;

KONUH MPHKA30B O CTUMYJIHPYIOLUHX BBIIUIATAX 3@ BbINOJHEHHE IUIAHOB padoT M IOKasaresiei
CTHMYJTMPOBAHHS 3a KAYECTBO TPyaa pabOTHHKOB.

L

3. C omoenom Au®30 no eonpocam:

3.1. [Tonyuenus:

- KOMHH LITATHOI'O paclucaHusi HHCTHTYTA;

- konuu [Tonoxenus o6 omnate Tpyaa pabotHukoB ¥ pTUCH Cubl'YTH;
- konuu [Tonoxenuii o npemupoBanuu padotHukoB YpTHUCH Cubl'YTH;
- CXE€M JIOJDKHOCTHBIX OKJaJ0B, J0IU1aT, Hag0aBoK K 3apaboTHOH Iiate;

- 00weroaoBoro danaHca paboyero BpeMeHH.

- CBEJCHHUH 00 M3MEHEHHMAX TPYLOBOIO 3aKOHOMATENILCTBA, 3aKOHOAATENILCTBA O COLIMATBEHOM
o0ecrneyeHnH:
- pasbACHEHHH JACHCTBYIOLLErO 3aKOHOAATENbCTBA H NTOPA/IKA er0 PHMEHEHHA.

3.2. [lpenocraBnenus:

- MPeIOMKEHHH 110 ITATHOMY PaCIIMCAHHUIO;

- CBEJACHMSI 1O CIIMCOYHOMY COCTaBy pabOTHHKOB;

- CBEJICHHUSI 110 KOJIMUYECTBY 0TpabOTAHHBIX Y€I0BEKO-UaCOB;

- KOIMH [IPHKA30B U PACHOPSHKEHHIT, KacalolUXes AesITeIbHOCTH Y PO,

- 3Q5BOK Ha I[IOMCK HEOOXOAHMMBIX HOPMATHBHO-IIPABOBBIX JOKYMEHTOB, M Ha pa3biACHEHHE
JENUCTBYIOLIETO 3aKOHO/1aTeIbCTRA,

- [POEKTOB MPHKA30B JJIs BU3UPOBAHMUS.

4. C omoenom oxpansl mpyoa, epascoaruckoil obopoust u 4C.
4.1.1lonyuenus:
- 3anOJIHEHHBIX KOHTPOJIBHBIX JIHCTOB O IPOBCACHHH BBOJAHOIO HHCTPYKTaKa I10 OT BHOBB

NPHHSATHIX pa0OTHHKOB U KOMAHJAMPOBAHHBIX B HHCTHTYT JIMLL;

- CREJICHHI O MpOXOXKJEHWH palOTHUKAMH  HWHCTHTYTa KYpCOB IO OXpaHe Tpyaa,
HAEKTPOOE30MacHOCTH. paBuiaM Oe301aCHOCTH B r'a30BOM X035HCTBe, IKCIITyaTallK TH(TOB,

- uH(pOpPMALMK O MPOBEACHHH AaTTeCTAlMM PadOYMX MECT W IPEII0KEHHH M0 COCTABICHHIO
CITHUCKOR npodeccuit ¥ ao/mkHOCTEH pabOTHHUKOB, [MMOUIEKALUMX I[PeJBAPUTENBHBIM U
[IEPHOMYECKHM METHIIMHCKUM OCMOTpPaM;

- METOJMYECKOH nomouy B paspaboTKe HHCTPYKLHMH MO oXpaHe Tpyaa, B oOOecrneyeHHH
6e30macHbIX YCJ0BHH Tpy1a paOOTHUKOB OTeNIa KaapoB.

4.2 IlpenocraBieHus:

- CBeJeHHMHl 0 npueme (YBOJIBHEHMM., MEPEBOJAE Ha JpYrHe JO0/KHOCTH) pabOTHHKOB Ui
MOJroTOBKH NpoeKToB npukazos no OT, 'O u HC;

- HH(OpPMALMH O HApyLUICHHSX MpPaBWJI OXPaHbl TpyJa B OTAENE OpraHU3alHOHHO-NPAaBOBOH
padoTy ¥ KaapoB.



5.C oekanamamu:

5.1.[lonyuenus:

- TPYJI0BBIE JOTOBOPbI, JONOJHUTE/IbHBIE COrTALICHHs Ha paDOTHHKOB AeKaHaTa, Kadeap, B T.4.
[II1C kadeap u npenogaBareneil LHKIOBLIX KOMUCCHH;

- [IPOEKTBI IIPHKA30B [0 CTYAEHTaM [l COTIacOBaHHA;

- CIIHUCKH IPYILI Ha YU4eOHBIH o,

- 0()OpMIICHHBIE JITUHBIE I€71a 10 BOCCTAHOBIIEHHBIM, MEPEBEICHHBIM CTYICHTaM;

- 3a3BOK Ha O(l)OpMJ'IeH?Ie CIIpaBOK HA CTYACHTOB [UId IIPEACTABIICHHS B BOCHHEBIC KOMHUCCapHaThl H
[EHCHOHHBIH (YOHL;

- 3as1BOK Ha o0ecriedeHue OnaHKaMH CTPOTOH OTYETHOCTH (AHIIJIOMBI, MPHIIOKCHHS K THIIJIOMAaM,
aKajeMUyecKue CripaBky) 171s oopmieHus 00LIeH 3a4BKH 38 HHCTHTYT,

- 0(hopMIIeHHBIE OTBETHI (CNpaBKH, 1yOIMKAThl) Ha 3apochl ObIBUIMX CTYAEHTOB, B T.4. O
KOJIHYCCTBC MpOC/1yLllaHHbBIX }"HEﬁHbIX yacoB Ha OCHOBAHHH yqe6Hux KapTOYeK H JIHYHBIX AE]1
CTYJICHTOB.

5.2.IlpenocraBieHus:

- KOIHUIT MPUKA30B M PACMOPSIKEHUH TUPEKTOPa HHCTUTYTA, B YACTH KaKOLIEHCs IEKaHATOB;
- KOnuHK o0111eH 3a HHCTHUTYT 3a4BKH Ha OJIAHKH CTPOrOH OTUETHOCTH;

- VTBEPIK/ICHHBIX TPaMKOB OTIIYCKOB [0 NOA4YHHEHHBIM CTPYKTYPHBIM MOAPa3ACICHHAM;
- pEILICHUH O MOOLIPEHHH (HaKa3aHHH) pabOTHHKOB,

- pelLeHHH aTTeCTAlHOHHOH KOMHCCHH.

6. C 3amecmuniesem OUpeKmopa no y4eoHo- Memoouveckon paoome:
6.1.ITonyuenus:
- 3a5BOK HA YKOMIUIEKTOBaHME BAKAHTHBIX JOKHOCTEH pado4MX M CIyKalHX;

- XapaKTepHCTHK Ha PaOOTHUKOB, PECTAB/IAEMBIX K MOOLPEHHIO;

- XapaKTepHCTHK Ha pabOTHHKOB, NPHBIEKAEMbIX K MaTEPHAIbHOH M AHCUMILIMHAPHOH
OTBETCTBEHHOCTH:
OOBACHUTEIBHBIX 3AIIMCOK OT HAPYLUHUTENEH TPYJA0BOH JIHCLHIIIHHBI,
[PEUIOKEHHH MO COCTABICHUIO rPa)MKOB OTIYCKOB!
tabeseil yuera pabouero BpeMeHH;
CIPAaBOK O [peMHAIbHBIX BBIMJIATAX W BLINOJHEHUM [IYHKTOB I[IJJaHA H IOKasareseH
CTHMYJIMPOBAHHUS 3a KOJHYECTBO H Ka4eCTBO Tpyda pabOTHHKOB.

]

6.2.1lpenocraBieHust:

- KONHWIl TIPHKA30B M pacropsKeHHH JMPEKTOpa HHCTHTYTA, B 4aCTH KalOLICHCA 3aMCCTHTEIS
aUpeKTopa no yuedHO- METOAHYeCcKoH paboTe;

- cestennii no [I1C u npenogasaTteIsaM LHKIOBBIX KOMHCCHH Kadeap A/ IOJrOTOBKH OTYETOB 3a
WHCTHTYT;

- YTBEPHKAEHHbIX IPA(PHKOB OTIMYCKOB 10 MOIYHHEHHBIM CTPYKTYPHBIM MOAPA3IETEHHAM

- peleHuii 0 NoolPeHHH (HaKkasaHuH) PabOTHHKOB;

- pELICHHH aTTeCcTAlMOHHOH KOMHCCHH.

7. C 21a6HbIM DyX2AAIMEPOM:
7.1 1lonyuenus:
- 3a8BOK Ha YKOMIUICKTOBAHME BAKAHTHBIX JO/DKHOCTEH pabOuHX U CITY)KAIHX:

- XapaKkTepHCTHK Ha padOTHUKOB, PEACTABIAEMBIX K MOOLIPEHHIO;

- XapakTepPHCTHK Ha pa0OTHHUKOB, MPHBIEKAEGMBIX K MAaTepHAIbHOW M IUCLUIIIMHAPHOH
OTBETCTBEHHOCTH;

- OOBACHHUTENLHBIX 3a[IHCOK OT HAPYLIUTEIEeH TPYLOBOH AMCLHIUIHHEIL,

- [peUIoKEHHIT 1O COCTABIEHHIO rPad)HKOB OTIIYCKOB;

- Tabesel yuera pabouero BpeMeHH;

- CNpPaBOK O NpeMHaNbHBIX BbINJIATAX H BBHINOJHEHHWH MYHKTOB [IaHa M [oKazarelnci
CTUMYJIMPOBAHHS 3d KOJIMYECTBO M Ka4eCTBO TPyaa pabOTHHKOB.



7.2 I1lpenoctaBnenus:

- KONUH MPHKA30B ¥ paclopsKeHHH JHpeKTOopa HHCTHTYTA;
- peleHHit 0 MOOUIPEHUH (HaKa3aHUK) pabOTHUKOB;

- YTBEPAKACHHBIX IPa(HKOB OTMYCKOB,;

- pelleHHH aTTecTaAllHOHHOH KOMHCCHH.

VII. OrsercrBeHHOCTD

. OTBETCTBEHHOCTD 3a HaUIEKallee W CBOEBPEMEHHOE BBINOJHEHHE OTIEIOM KaApoB ()YHKIHIA,
NpeayCMOTPEHHBIX HACTOAIMM [loNio)keHHeM, HECeT HavyalbHUK OT/ENa KalpoB.

2. Ha navanpHuKa oTA€Na KaapoB Bo3/jlaracTcs NepCcoHalbHas OTBETCTBEHHOCTD 3a:

2.1. OpraHusaliio JeATeIbHOCTH OT/eda KaApoB [0 BBIIOAHEHHIO 3amad M (YHKIHIA,
BO3JIOMKCHHLIX Ha OTJe/I KaJpoB, BbiMonHeHWe Tpynosoro komekca Poccuiickoit @enepauuu B
HHCTHUTYTE.

2.2. OpraHuzaunio B OTAE/IC KaApOB ONEPATHBHOH W KAa4yeCTBEHHOM IOJIOTOBKH M MCIIOJHEHHS
JOKYMEHTOB, BEACHHEC JEJIONPOM3BOACTBA B COOTBETCTBHH C JICHCTBYIOLUIMMH IpaBHIaMH U
HHCTPYKLIHAMH.

2.3. CobmoneHne cOTpyJIHHKAMH OTAENa KaApoB, CTPYKTYPHBIX [OJApa3/e/ieHHl HHCTHUTYTa
TPYLOBOH H NMPOH3BOACTBEHHON JHCLIMILIHHEL

2.4, OOecneyeHne COXPAHHOCTH MMYLIECTBA, HAXOMSIIEr0 B OTAEIE OpraHM3allHOHHO-IPABOBOI
paboTy M KaJIpoB U cOOJIIOAEHHE MpaBH/I NOKapHOH 0e30MacHOCTH, OXpaHbl TPYAd, POU3BOACTBEHHOH
CaHUTapUu.

2.5. llonbop. paccTaHOBKY M JAeATENbHOCTb COTPYAHHMKOB OTAe]a KaJpoB B COOTBETCTBHH ¢
TpeboBaHusmu Tpyrosoro koaekca Poccuiickoli denepaunu.

2.6. CoorBeTcTBHE JACHCTBYIOLUEMY 3aKOHOAATEAbCTBY BH3HPYEMbIX (MOAMHCHIBAEMBIX) HM
IPOEKTOB PUKA3Z0B, PACHOPSIKEHUH, MHCTPYKIMH, NOJOXKEHHHA, U APYTHX JOKYMEHTOB.

3. COTpy/IHMKH OT/JeNa KaApoB MPH OLEHKEe JeNOBBIX KauecTB pabOTHHKOB MHCTHTYTa OOS3aHBI
MCXOIUTh TOJIBKO M3 O(QHUHAABHO MOMYYEHHBIX NAHHBIX W MaTepHaloB M HE BIIpaBe pasrJialiarh
MMEIOLLIHECH JIAHHbIE O JIHYHON KHU3HH pabOTHHKOB.

4. OTBETCTBEHHOCTH COTPYAHHKOB OT/E/Ia KaJPOB yCTAHABIMBACTCS MX TPYIOBBIMH JOrOBOPAMH,
JOJIKHOCTHBIMM MHCTPYKIHAMH, IIPHKA3aMHU U PACIIOPIKEHUAMH JAUPEKTOPA HHCTUTYTA.

.
M.o.HavanbHKMKa 0T/1€)1a KaJpOoB %{iﬁ_ JI.b.ITaBnOBCKas
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