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1. O6mue no1oKeHNs

I.1. Hacrosimee I[lonoxenne o6 otaene kagpos (nanee — IlomoxeHue)
(heziepanbHOTO rOCYNapCTBEHHOrO GIOIKETHOrO 06pPa30BaTENHHOTO yUpEeXKIOEHUS
BBICIIEro 0Opa3oBaHus «CeBEpHbIH rOCyIapCTBEHHBIH MEJUIMHCKHI YHHBEPCHTET»
Munucrepersa 3apaBooxpanenus Poccuiickoit ®enepauun (qanee — YHHBEpPCHTET,
CI'MY) onpenenser ero OCHOBHbIE 3a1a4d, QYHKLHH, COCTAB, CTPYKTYypY, IIpaBa,
OTBETCTBEHHOCTb, IIOPSJIOK OpraHU3alUy MAESITebHOCTH W B3aUMOIECHCTBUS C
APYTHMHU NoJpasjieieHusMH (uuana, a Tak)ke CTOPOHHUMH OPraHU3alAsSIMH.

1.2. Ornen xagpoB — CTpyKTypHOe TojpasieneHue YHHBEPCHTETa,
OTBEYaIOIIee 32 BHEAPCHHE CTPATErMU IO YNPABJICHHUIO MEPCOHAIOM, COOIIONCHHUE
MpaB, JbrOT U rapaHTHi pabOTHUKOB B 00JAaCTH TPYIOBOIO IIpaBa, a TAK)Ke BEICHUE
KaJIpOoBOro ACJIONPOM3BOJACTBA B COOTBETCTBHH C 3aKOHOJATENILCTBOM Poccuiickoi
®enepanuy, JeicTByrollee Ha ocHoBaHMM Ycraa CIMY wu  HacTosmero
[Tonoxxenus.

1.3. Otmen kanpoB sBIA€TCS CTPYKTYPHBIM MOJpa3leNeHHEM YIPABICHHUS
MpaBOBOrO M KaipoBOro obecredyeHUss YHHBEpCUTETa, KOTOPOE CO3JaeTcs,
PEOpraHu3yeTcs U JIMKBUIAMPYETCS NIPUKA30M peKTopa YHHBEPCUTETA Ha OCHOBAHUH
pelIeHus yYeHOro coBeTa Y HUBEPCHTETA.

1.4. Otmen kanpoB HEMOCPENCTBEHHO MOAYMHAETCS HA4YaIbHUKY YIPABICHHS
IIPaBOBOI0 U KaJApOBOro obecreyeHus.

1.5. HauanpHHK oTzHeNa KaApoB Ha3HAYaeTCs ¥ OCBOGOKIAETCA OT HODKHOCTH
MPUKA30M pPEKTOpa YHHBEPCHTETa IO MNPEJCTABICHUIO HayalbHUKA YIIPABJICHHUS
NpaBOBOr0 W KaJpoBoro obecnedyeHus. HadanpHuK oTaena KaapoB OTHOCHTCS K
KaTeropuu pykoBoautenei. Ha no/mxHOCTE HayallbHUKA OTHENa KaApOB Ha3HAYAETCs
JMLO, WMerllee Bbicmiee o00pa3oBaHMe — CleUUATUTET (MarucTparypa).
JlononHuTensHOE npodeccruoHabHOE obOpa3oBaHHe 1o porpaMMam
Npo(eCCHOHATFHON IMepernoAroTOBKA B OOJACTH YIpaBI€HHs MEPCOHAIOM HIIH
TIOBBILIIEHHE KBaTU(pUKauK B 0061acTy ynpaieHus nepcoHaioM. Crax paboTel He
MEHEE IIATH JIET B 00JIaCTH yIpaBJIeHHs TEPCOHAIOM.

1.6. Ha Bpems oTCyTCTBMS HayalbHHKa OTHeNa KaapoB (KOMaHIHMPOBKA,
OTITyCK W TIp.) €ro 3aMellaeT 3aMeCTHTelb HavyalbHHKAa OTAeNa KaiapoB, a MpH
OTCYTCTBMH TaKOBOI'O — JIMIO, Ha3HA4YE€HHOE IIPUKAa30M peKTopa YHHBEPCHUTETA B
YCTaHOBJIEHHOM IMOpPSZIKE, KOTOpOe MpHOOPeTaeT COOTBETCTBYIOIHME MMPaBa U HECET
OTBETCTBEHHOCTH 32 HEHCIIOJIHEHHE WIIM HeHaJJIe)xallee UCIIOJMHEHHe 00sI3aHHOCTEH,
BO3JIO’)KEHHBIX Ha HETrO B CBSI3H C 3aMEIIEHUEM.

1.7. PaGoTHHKH OTHeNa KaApOB HEIOCPEACTBEHHO MOAYHHSIOTCS HAYalbHUKY
OTIeja KaJpoB, HA3HAYAIOTCA U OCBOOOXAAIOTCS OT JOJDKHOCTH IPUKA30M PEKTOpa
YHuBepcuTeTa 10 NpeCTaBIeHHI0 HaYyalbHUKA OTAelNa KaapoB.

1.8. Ha momxHOCTH pabOTHUKOB OT/IeNIa KapOB Ha3HAYAOTCS JIUIA, HMEIOIIHE
BeIclIee  oOpa3oBaHMe —  OakajgaBpuaT, CIEUHAIUTET, JOMOJHHTEIbHOE
npodeccroHanbHOe 00pa3oBaHHEe IO NPOrpaMMaM IOBBIMIEHHS KBalH(DHKALMKA B
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00J1acTH KaJpoBOro JeNONPOU3BOACTBA. PaboTHIKM 0T/Iea KaJpoB OJDKHBI BJIaNIETh
3HaHUSMH  KaJpOBOTrO  NEJONPOM3BOACTBA IO 3aHMMAeMOM  JOJDKHOCTH B
COOTBETCTBHM C IOJDKHOCTHOW HMHCTpyKLHMeH, 00JafaTh COOTBETCTBYIOIIMMH
ACJIOBBIMH Ka4€CTBaMH, HHULIUATHBOM, TPeOOBATEIbHOCTBIO, IPUHIUIIAATBHOCTBIO U
100pPOCOBECTHOCTEIO.

1.9. Ha nepuon BpeMEHHOTo OTCYTCTBHS OJHOTO W3 DPAaGOTHHKOB OTIeNa
KaJipoB, €ro OO0sS3aHHOCTH BBITIONHSET PaGOTHUK, KOTOPOMY B COOTBETCTBHH C
NPUKa30M peKTopa YHHBEpPCUTETa, IIOPYYEHO BBINOJHEHHE OTOJHUTEIbHBIX
00s13aHHOCTEH OTCYTCTBYIOIIEr0 paGOTHMKA ¥ KOTOPBIH HECET OTBETCTBEHHOCTH 3a
HCBBIMIOJIHEHUE WM HEHAAJIe)Kalllee BBINOJHEHHE BPEMEHHO BO3JIOKEHHBIX
obsi3aHHOCTEH.

1.10. CrpykTypa u mTaTHOe paciicaHHe OTAeNa KaApoB yTBEpXIaeTcs B
YCTaHOBJIEHHOM IIOpsZKE PEKTOpPOM YHuBepcurera. Pacmpenenenue obs3anHOCTel
MeXIy pabOTHHUKaMH OTZHeNa KaJIpOB OCYIIECTBISET HAYalbHUK OT/IeNa KagpoB B
COOTBETCTBUH C TODKHOCTHBIMA UHCTPYKLHAMHU M HacToAIUM [lonoxeHueM.

1.11. B cooTBeTCTBMM CO INTATHBIM paclMCaHWEM YHHBEPCHTETa B COCTaB
OTJi€J1a Ka{pOB BKJIFOUYEHBI JOJDKHOCTH:

- Ha4aJIbHUK OTZesa KaJpoB;

- 3aMECTHUTEJIb Ha4aJlbHUKa OT/eNa KaJIpoB,;

- CTapUIMH CTIIELUAIUCT I10 IIEPCOHAILY;

- MEHEIKEp 110 IIepCoHaly;

- CIIELIHAJIACT [0 NepCoHaIy.

1.12. OTnen kaapoB B cBOEH NeSTENBHOCTH PyKOBOACTBYETCS:

- Koncrurynueit Poccuiickoii ®enepannm;

- Tpynoseim konexcoMm Poccuiickoit @enepaiuu;

- ®enepansHbIMU 3aKk0HaMU Poccuiickoit ®enepanyy;

- Ykasamu u pacniopsbkenusamu IIpesunenta Poceuniickoit ®enepanuy;

- [locraHoBneHusMH ¥ pacnopsbkeHusmu  IlpaBuTenscTBa Poccuiickoii
®enepanuu;

- HOpPMAaTHBHBIMH TPABOBBIMH aKTaMH MMHUCTEPCTBA HAayKH U BHICIIETO
obpaszoBanus  Poccuiickoit ~ ®eneparmu, MuHHCTEPCTBA  3ApaBOOXPAHEHHS
Poccuiickoit ®enepanun, MuHNCTEpCTBa TPyAa U COLMANBLHOM 3amuThl Poccuiickoit
Oenepanvu,

- 3aKOHOJATEJIbHBIMH M HOPMAaTUBHBIMH IPaBOBBIMH akTaMH Poccuiickoi
@enepanyy, METOAMYECKUMH MaTepHallaMH, HWHCTPYKTHBHBIMH IIHCbMAMH 110
YIIPaBJIEHUIO [IEPCOHAJIOM;

- YcraBom CI'MY;

- IOKaJIbHBIMH HOPMAaTUBHBIMYU aKTaMU Y HUBEPCUTETA;

- KonnextuBubimM goroopom CI'MY;

- [IpaBunamMu BHyTpeHHero TpyaoBoro pacropsaka pabotaukos CTMY;

- 3aKOHOJATeIbHBIMH HOPMaTHBHBIMHU aKTaMHU B 00J1aCTH OXpaHbl TPY/a,

- pemieHUsIMU Y4eHoro coBeta CI'MYV 1 yueHBIX cOBETOB (aKyJIbTETOB;
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- [IpHKa3aMH U pacnioOpsDKCHUSAMU PEKTOpa Y HUBEPCHUTETA;

- HOMEHKJIaTypoid JIe]1 OT/esa KaJpoB,

- OJDKHOCTHBIMHM MHCTPYKUHSMH pabOTHUKOB OT/eNa KaIpOB;

- OCHOBaMH KyJIbTYpBI OOILEHHUS U CITy)eOHOM STUKH;

- HactosiuM ITonoxeHneM 06 oTaerne kaapos.

1.13. KoHkpeTHBIe TpynoBbIe (yHKLHH, TOTKHOCTHBIE 00S3aHHOCTH, npaBa "
OTBETCTBEHHOCTB I10 COOTBETCTBYIOLIUM JO/DKHOCTSM OTZelIa KaapOB OMpeaeIoTCs
YCJIOBHSMH 3aK/IIOYEHHBIX C HHMH TpPYIOBBIX JOTOBOPOB M JOJKHOCTHBIMH
HWHCTPYKUHUAMH, yTBEPXKICHHBIMH PEKTOPOM Y HUBEPCHTETA.

2. OcHOBHBIE 321a4H OTaeJIa KaJaApoB

OCHOBHBIMH 3a/JTa4aMH OTAENA KaJPOB ABISIOTCS:

2.1. OcymiectBneHre  COBMECTHO C  PYKOBOIMTENAMH  CTPYKTYPHBIX
OApa3/ieNIeH!uid Y HUBEpCHTETa MoA00pa ¥ pacCTaHOBKH KaIpOB B COOTBETCTBHH C
ACWCTBYIOLIMM INTaTHBIM PaclUCaHHEM.

2.2, OcylecTBieHHe TNEPCOHANBHOIO W CTaTHCTHYECKOTO ydYeTa Beex
KaTeropuii pabOTHUKOB YHUBEPCUTETA C HCIIOIb30BAHMEM JIEKTPOHHOM IIPOrpaMMBI
«1C: 3apriata u Kaape».

2.3. Opranuzanys KOHTPOJISI HaJl COOJIIOEHHEM TPYAOBOTO 3aKOHOAATEbCTBA
Poccuiickoit ®eneparum.

2.4. OpranusanioHHOe obecrieyeHHe KOHKYPCHOro 0TOOpa I 3aMelleHus
JOJKHOCTEH —TefaroruvecKux pabOTHHKOB, OTHOCALIMXCS K Mpodeccopcko-
NPENnoaBaTeIbCKOMy COCTaBy, Hay4HbIX paOOTHHKOB, BHIOOPOB HEKAHOB U
3aBe/lYIOIIMX Kadeapamy; MPOJIOHTalWM, NPEKPALIEHWH TPYAOBBIX OTHOLICHHI,
M3MEHEHUH yCJIOBH# TPYIOBBIX JOrOBOPOB B (JOpPME JIOMOJHHUTEIBHBIX COTJIAIIEeHHUH
K HUM.

2.5. Benenue xagpoBOro JeJONPOU3BOACTBA, B TOM YHCIIE C UCIIOIB30BAaHHEM
CHCTEMBI 3JIEKTPOHHOT'O JOKYyMEHT0000pOTa;

2.6. ®opMKpoOBaHKE CBEJCHUH O TPYIOBO JEATEIBHOCTH U TPYJAOBOM CTaXe
KaX110ro paboTHHKA B 3JIEKTPOHHOM BHJIE U Ilepefiada X B yCTAHOBIEHHOM TIOPSIKe
B yNOJHOMO4YeHHOe mnoxapasaeneHue [lencuonHoro ¢onma Poccuu, a Taxxke o
3arpocaM pabOTHMKOB B CIydYasiX, MOpSAKE M B CPOKHM, YyCTaHOBJIEHHBIE
3aKOHOJATEbCTBOM.

2.7. IlnaHupoBaHHe M OpraHU3alMs JOMOJHHUTEIBHOTO MPOPECCHOHAILHOIO
o0pa3zoBaHHUs KaJIpOB.

2.8. Opranmzauys paboTel MO BEINEHHI0 W XPaHEHHIO JOKYMEHTAllMH B
COOTBETCTBHH C JEHCTBYIOIUMHU HHCTPYKLHUSAMHU ¥ METOIHUYECKUMH YKa3aHUSIMHU.

2.9. OGecneyeHue mnpaB, JbIOT W rapaHTHi pabOTHHKaM YHHBEPCHUTETA,
ONpeJIeJIEHHBIX HOPMaTUBHBIMU AoKyMeHTaMu CTMYVY.,
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2.10.  KoHcynbTHpOBaHHE —COTPYIHHUKOB YHUBepcuTeTa MO  TPYAOBOMY
3aKOHOZATE/ILCTBY, B COOTBETCTBHH C [OJDKHOCTHBIMH MHCTPYKIHSMH pPabOTHHKOB
OTIesa KaJpoB.

2.11. OpraHu3auus u NpoBeJeHHe aTTeCTaLHH pabOTHHUKOB, OTHOCSIIUXCS K
aIMUHHCTPATUBHO-YNIPABIICHYECKOMY IIE€PCOHANTY M  y4eGHO-BCIIOMOIraTelbHOIO
NIepCOHalla Y HUBEPCHUTETA.

2.12. Obecneuenne cOGIIONEHHS TPYHIOBOrO 3aKOHOIATENLCTBA B TPYAOBBIX
OTHOIICHUSAX C pabOTHUKAMHU Y HUBEPCHUTETA.

3. ®yHKUHH 0TAEIA KAAPOB

JUIsi  MOCTMXEHMS MOCTaBIEHHBIX 3amad Ha OTIeN KaJIpoB BO3JIararmTcs
cienyromue QyHKIUH:

3.1. VKOMIIeKTOBaHHE M pacCTaHOBKa KaIpoB B COOTBETCTBHH C
YTBCPXKICHHBIM  ITATHBIM pacmuCaHHeM M TpeOOBaHMAMH K KBalH(HKALMH,
He0OX0AMMON PaGOTHHKY IS BBITIOTHEHKS OIIpeNeIEHHON TPYAOBOM (QYHKIIHH.

3.2. Benenne opraHM3alMOHHOM M pacNOPAXMTEIBHOMN JOKYMEHTAIlUH 10
TIEpCOHAITY:

- JIOKyMEHTaUMOHHOe O(GOpMIIEHHE TIpHeMa, IIepeBONa M  YBOJbHEHHS
pabOTHHKOB B COOTBETCTBHHM CO  INTaTHBIM pacrucaHueM YHUBEPCHUTETA:
0OpMIIEHHE TPYIOBBIX OTOBOPOB C PaGOTHHKAMH M COIAIICHHUH O BHECEHHH
M3MEHEHUH B TPYAOBBIE JOrOBOPBI, [OArOTOBKA IPOEKTOB NIPUKA30B I10 JINYHOMY
COCTaBy M OCHOBHOH JI€ATENbHOCTH YHHBEPCUTETA, 3aIIOJHEHHE JIHYHBIX KapTo4yeK
pabOTHHKOB;

- 3allOJIHEHHE U XpPaHEHHE TPYAOBBIX KHUXKEK;

- o(hopMIIeHHE KaZpOBBIX MEPONPHUATHIl C HCIIOJIb30BAHHEM nporpammsel 1C:
IIpennpusitie «3apmnara u Kagpbl rOCY1apCTBEHHOTO YUPEeXKICHUS»,

- hopMHpOBaHHUe U BeJleHHE JIMYHBIX €N PaGOTHHUKOB YHuBepcuTeTa;

- MCYHCIICHHE CTaXka JUIA yCTAHOBJICHHS Pa3MEPOB MOCOOHS IO COLMATBLHOMY
CTPaXOBaHMIO i 0OpabOTKM JIHCTKOB HETPYAOCHOCOOHOCTH paGOTHHKOB
YHuBepcurera;

- BeleHHe paboTbl C TPYHOBBIMH KHIKKAMH W CBEJEHHMSAMH O TPYIOBOM
NEATENbHOCTH (JIEKTPOHHAs TPYHOBas KHHXKKA): TpPHEM TPYLOBBIX KHHXKEK
pabOTHMKOB Ha OTBETCTBEHHOE XpaHeHMe NpH IpHeMe Ha paboty, mnpuemMm
MACEMCHHBIX 3a5BIEHUH O IIEpeXojie Ha JIEKTPOHHYIO TPYAOBYIO KHHXKKY, UX YUET,
XpaHEeHHEe, BHECEHHE HEOOXOAMMBIX 3alliCel, a TAK)Ke BblAaya TPYAOBOH KHUKKH H
MPE0CTABJICHHE CBEJICHUI O TPYIOBOM NEATENBHOCTH PabOTHHKA NPH MPEKpaLleHUH
TPYAOBBIX OTHOLIEHHH U IpoYee;

- (opMHpOBaHHE CBeeHMH O TDPYHOBOH JeATENBHOCTH paGOTHHUKOB
YHHUBepCHTeTa B 3JIEKTPOHHOM BHJIE U IPE/CTaBIeHHe B TOCYIapCTBEHHBIE OPraHbI B
COOTBETCTBUH C TpebOBaHUAMHU 3aKOHOMaTeNnbeTBa Poccuiickoit ®epepanuy;




®I'bOY BO CI'MY (r.Apxanreanbck) Mnun3apasa Poccnn

IToso:enne 06 oTaene kaxpos
IICII - 24.3 - 26

- BeJICHHE y4eTa OOLIero, Hay4yHoO-IeJaroruueckoro u HETNPEPEIBHOIO CTaxka
paboTHHKOB YHUBEPCHUTETA;

- BHECCHNE H3MEHEHUH B IIepCOHANIbHBIE aHHbIe PaGOTHUKOB YHUBEPCUTETA B
nporpammy 1C: IlpennpusTue «3apruiara u Kaapsl rOCYyIapCTBEHHOIO YUYPEXKICHHS»
Ha OCHOBaHMH OpWIMHaNa JOKyMEHTa, MpeJOCTaBJIeHHOr0 paGOTHUKOM H €ero
3asBJICHUS;

- OpraHH3al|s COCTABNIEHHS TPAQHUKOB OTITYCKOB PaGOTHUKOB YHUBEpCHTETa,
KOHTPOJIb 32  MPaBUJIBHBIM  HCIOJIb30BAaHMEM  paGOTHHKAMHM  €XKEerOmHBIX,
AOTIOTHUTEJIBHBIX M CTIEUMAIBHBIX OTIYCKOB (pabOTHMKAM, 3aHATBIM Ha paboTax ¢
BPEIHBIMH U (W/IM) ONAacHBIMM YCIIOBHSAMH TpPYZa; 3a OCOOBI Xapaxkrtep paloThl,
paboTHHUKaM C HEHOPMHPOBAHHBIM PabOYMM JHEM; y4eGHBIX; 1O OGepeMeHHOCTH U
pozam; mo yxony 3a pebeHKOM U TIpoune), ohopMIIeHHE TIPHUKA30B O [PELOCTABIEHUHN
paboOTHMKAaM pa3NMYHBIX BHIOB OTITYCKOB B COOTBETCTBHH C YTBEPKAECHHBIMU
rpauKaMy U JOTIOJTHUTEIBHBIX OTITYCKOB IO 3asIBIIEHHAM pabOTHHKOB;

- 0)OpMIIEHHE U YUeT CITy)KeOHBIX KOMaHIMPOBOK;

- MIOArOTOBKA W BbIJa4a 110 JUYHBIM 3asABJIEHHAM PabOOTHHKOB YHHBEPCHUTETA
CIIPaBOK O TPY[OBOH NEATENbHOCTH, KONUH M BBINHCOK M3 KaIPOBBIX JTOKYMEHTOB,
CBSA3aHHBIX C TPYAOBOH I€ATENBHOCTHIO, U3 THYHOTO €A,

- OTBETBI Ha 3aIIPOCHl KOHTPOJIHUPYIOIIUX OPraHOB B OTHOIIEHHH paGOTHHKOB
YHuBepcuTeTa (IIpU HATHYHH TOKYyMEHTOB, He NIepe]aHHbIX Ha apXUBHOE XpaHEHHe).

3.3 Opra#usanus M CONPOBOXIEHHE MEPONPHUATHH IO [IPOBEICHHUIO
MpOUENYPbl KOHKYPCOB Ha 3aMeLIeHHe IO/DKHOCTEH Ielarornyeckux pabOTHHKOB,
OTHOCAIIMXCA K IPO(eCcCOpPCKO-TPenosaBaTelbckoMy COCTaBy, KOHKYPCOB Ha
3aMeIleHHe NODKHOCTEH HayYHbIX paOOTHUKOB B COOTBETCTBHHU C YTBEPKICHHBIMH B
Yuusepcurere [TonoxeHusmu.

3.4. OpraHu3auys U COMPOBOXKIEHHE MEPOIPHATUI 10 MPOBEAEHHIO BEHIGOPOB
Ha JIOJDKHOCTb JeKaHa (akynpTeTa M 3aBeAyIOIIEro Kadeapoil B COOTBETCTBHH C
YTBEPXIE€HHBIM B Y HUBepcuTeTe [TostoxeHneM.

3.5. OpranHusanuss ¥ CONPOBOXAEHHE MEPONPHATHH II0 IPOBEACHHIO
aTTeCTallid B OTHOLIEHHH pAOOTHUKOB, OTHOCSAINMXCS K aIMHHHCTPATHBHO-
YIPaBJIEHYECKOMY TIepCOHATy M  y4eOHO-BCIIOMOTaTebHOMY I€pCOHATy, B
COOTBETCTBHH C YTBEPXKIECHHBIMU B YHHUBepcutere [1o10KeHUAMH

3.6. [ToaroroBka MaTepuasoB JUisi IPHUBIEYEHUs] paGOTHUKOB YHUBEPCHTETA K
JUCILUIUITMHAPHON OTBETCTBEHHOCTH.

3.7. Buecenue B ®esiepanbHbIi PErUCTP MEIUIMUHCKMX M (apMalleBTUYECKHUX
paboTHukoB ExuHONH rocynapcTBeHHOH HH(POPMAaUMOHHON CHCTeMBI B cdepe
31paBOOXPaHEHUs CBEICHHH O MEIMLMHCKAX M (apMaleBTHYECKHX pabOTHHKAX
CTPYKTYPHBIX KIMHHYECKHUX IOAPA3NEICHUN YHUBEPCUTETA, I€JarorM4yecKuX WU
Hay4YHbIX  pabOTHMKaX  YHHBEPCHUTETa,  OCYIUECTBISIOLIMX  MEIULMHCKYIO
JEATEIbHOCTh B paMKaX IPaKTHYECKOM MOATOTOBKH 00yYaIOIIHUXCSI.
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3.8. IlpencraBnenue B yCTaHOBIEHHOM HOPSIKE CBEAEHHI 110 YCTaHOBIIEHHBIM
(opmam OTYETHOCTH, MOATOTOBKA AaHATUTHYECKHX, CIPaBOYHBIX, CTATUCTUYECKHUX H
MHBIX MaTepPHaJiOB 110 KaAPOBBIM BOIIPOCAM.

3.9. VYuactne B KBOTHPOBaHHH paGo¥MX MeCT I HHBAIMIOB M JIHIL
MCIBITBIBAIOIINX TPYAHOCTH C TPYAOYCTPOMCTBOM, B3aMMOIEHCTBHE [0 JaHHBIM
BOTIPOCAM CO CIIy’KO0H 3aHATOCTH.

3.10.  TlogrotoBka  mNpOEKTOB  JOKAIbHBIX  HOPMATHBHBIX  aKTOB,
OpraHU3alMOHHO-PACIOPSAUTENbHBIX JTOKYMEHTOB II0 BONPOCaM JeSATEIbHOCTH
oT/ena KaJpoB.

3.11. TlogrotoBka MaTepHanoB K HAarpaXACHHIO HArPAJAMH M TOYETHBIMH
3BaHUAMH (BEJOMCTBEHHBIMH, TOCYJapCTBEHHBIMU HarpajaMH, pasHBIMH (opMamu
MOOILIPEHUH peKTopa YHHMBEpPCHTETa U APYTHE), OCYINECTBICHHE B3aHMOLEHCTBHS C
MpecTaBuTeNIAMH  MuHHCTepCTBa 3apaBooXpaHeHus Poccuiickoii  ®eneparuy,
MunncrepctBa obpasoBanus M Hayku Poccuiickoii Defepauny W Apyrumu,
CONPOBOXACHHE JOKYMEHTOB Ha 3Tarax COrIaCOBaHMsS U B3aUMOICHCTBHS.

3.12. Vuactue B pa3paboTKe M COTNIACOBAHWM JOJDKHOCTHBIX HMHCTPYKLHIA
pabOTHHKOB YHHUBEPCHUTETA.

3.13. IloaroroBKka NpHKa3oB O HaNpaBICHWH PaGOTHHKOB YHMBEpCHTETA Ha
TNOBBIIIEHNE KBATH(PUKALUK U TPO(YECCHOHANBHYIO NIEPETIOATOTOBKY

3.14. OGecrieyenne 3aIMTHI IEPCOHATBHBIX TaHHBIX TP paboTe COTPYIHHKOB
OT/eNa KapOB C TOKyMEHTaMH, COAEPXKALIMMH IIepCOHAIbHbBIE 1aHHbIe paGOTHHKOB
YHuBepcurera.

3.15. CocrapieHne IIaHA MOBBIIEHHS KBAIM(GUKALUU IENarorHvecKhX M
MHBIX PabOTHUKOB Ha KaleHIApHBIA Tof. YdYeT JOKYMEHTOB O Mpo(hecCHOHATIBHOMN
MEPETNIOArOTOBKE M IOBBIICHWHM KBalU(UKAMU pabOTHMKOB YHHUBEPCHUTETA.
KoHTposb 32 BBIMONTHEHNEM TUTaHA MTOBBIIIECHNS KBATHQUKALMH paGOTHHKOB.

3.16. VYyactie B KOHTpoNe 3a COOJIOZEHMEM MWCLUMIUIMHBI Tpyga H
BBINIOJIHEHHEM pabOTHMKaMKM YHUBepcuTeTa I[IpaBUi BHYTPEHHErO TPYIOBOTO
pacnopsiika Y HUBepCHUTeTa.

3.17. Odopmienre u cnaya B apXUB KafpOBOW JOKYMEHTAILMH MO JMYHOMY
COCTaBy, JIMYHBIX JI€J1 yBOJEHHBIX PAaOOTHUKOB YHHBEPCHUTETA B COOTBETCTBHUHU C
HOMEHKJIATypOH el oTAesNa KaJpoB.

3.18. 3aBepeHHE MOKYMEHTOB IO JIMYHOMY COCTaBy H YAOCTOBEPEHHE
noanuceil paboTHUKOB Y HUBEPCHUTETA.

3.20. Opranuzauys nOpoBeAeHHs 3acelaHWil paGodedl TIpymmsl IO
npo¢ecCHOHAIBHBIM CTaHAaPTAaM.

3.21. OcymecTBnenne  KOHCYJNBTALMOHHON  IOMIEPKKHM  pabOTHUKAM
YHUBEpCUTETA B  YaCTH JOKYMEHTAllMOHHOTO  CONPOBOXIEHUS  TPYAOBBIX
OTHOLIECHUH.

Bosnoxenue Ha oTae1 KapoB QyHKLHI, He OTHOCSIIUXCS K KaIpoBoii padore,

HE NOITYCKacTCA.
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4. BsaumopeiicTBHe ¢ JPyrHMH CTPYKTYPHBIMH noapasae/IeHUAMH

4.1. Otzen xaapoB OCyIIECTBIISAET B3aHMOLEHCTBHE CO BCEMH CTPYKTYPHBIMH
MONpa3Ie/IeHUAMA YHUBEPCUTETA B COOTBETCTBHH C HacTosmuM IlonoxeHHeMm,
JIOKaJIbHBIMA HOPMAaTUBHBIMH aKTaMH Y HUBEPCHUTETA.

4.2. Orzen KkaipoB B mpolecce BHIMONHEHHS (YHKUMH INPUHEMAeT K
WCTIOJTHEHHIO pelIeHHs] YYEHOro CoBeTa YHMBEPCUTETa, NPUKA3bl, PACIIOPSKEHHUS
PEKTOpa, MPOPEKTOPOB Y HUBEPCUTETA, KOTOPhIE KACAIOTCS €ro AesTeTbHOCTH.

4.3. Jlna  BbIMONHEHMS  (QYHKUMH, MPELYCMOTPEHHBIX  HACTOSIIAM
ITonoxxeHuem, oTaes KaIpoB MOXKET:

4.3.1. OcymecTBnsATh ~ B3aMMOJEHCTBHE  CO  BCEMH  CTPYKTYPHBIMH
NOApa3AeICHUAMH Y HUBEPCUTETA, 10 BOTIPOCaM, BXOAAILIMM B KOMIIETEHIIMIO OTIeNa
KaJIpoB;

4.3.2. 3ampaiikBath B CTPYKTYPHBIX IOApA3[eNeHHMsAX YHHBEpPCHTETA
MH(OPMALHIO, HeOOXOAUMYIO JUIs BBIIIOJHEHHS CBOUX DYHKIHIL:

- HH(OPMAIIHIO TT0 KaAPOBOMY 00ECIIEYEHHIO;

- 3a51BKY Ha NpueM pabOTHUKOB;

- XOJATalCTBa, pEIIEHHs, XapaKTePUCTUKH W IPOYHe IOKYMEHTH Ha
PabOTHMKOB IS TIOOLIPEHHS ¥ HArPaXKICHMS;

- rpaMKH OTITYCKOB PabOTHHKOB;

- KOITUM MTPUKA30B O IIPUEME, IepEMEIEHIH U YBOJIbHEHHH;

- IOJDKHOCTHBIE HHCTPYKUUU paOOTHHUKOB Y HUBEPCHUTETA;

- UHBIE JJOKYMEHTHI.

4.4. B mensx opraHuM3allid U Ka4yeCTBEHHOro o0ecIredeHHs] B3aMMOJEHCTBHY,
OTA€N KaJpoB B3aMMOJEWUCTBYET C Y4YeOHBIMH U HUHBIMH CTPYKTYpPHBIMH
NO/Apa3JeeHHsAMH ~ YHHBEPCUTETa B  COOTBETCTBUM C  OPraHU3alMOHHO-
pacnopsIUTeIbHBIMA ¥ HOPMAaTUBHBIMU JIOKYMEHTaMH [0 BOIMpPOCaM KaJapOBOIO
ydeTa ¥ IPOU3BOICTBA.

S. IIpaBa u o06si3aHHOCTH

5.1. Ornen xagpoB 11 pelIeHUs BO3JOXKEHHBIX HA HEro 3amad ¥ (yHKIHH
HUMeeT IpaBo:

5.1.1. B3auMonelcTBOBaTh IO BOIPOCAM, OTHOCSIIMUMCS K KOMIIETEHIIUH
oTHesa KaapoB, C pPYKOBOACTBOM U  CTPYKTYPHBIMH  IOApa3lesICHHSIMH
YHUBEpCUTETA, QenepanbHbIMHU, TOCYAaPCTBEHHBIMH M MYHHILUNIAIBHBIMA OpraHaMu
BJIACTH, CJIy>KO0aMH 3aHATOCTH, IPYTUMH NPEANPUITUAME ¥ OPraHU3alUsIMHU;

5.1.2. BHOCHTH TpEIOKEHUS 10 COBEpPIICHCTBOBAHHIO pabOTHI ¢ KaIpaMH,
3G }EKTUBHOCTH U  COBEpIICHCTBOBAHUIO JAEATENBHOCTH BCEX CTPYKTYPHBIX
MOApa3feJIeHH: YHUBEPCUTETa B YacTH, OTHOCAIIEHCS K KOMIIETEHIMH OT/elia

KaJpoB;
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5.1.3. mpencTaBnATe MHTEpeck YHUBEpCHTETa B YCTaHOBJIEHHOM IOPSIAKE 10
BOIIpOCaM, OTHOCAINMMCA K KOMIICTEHLMH OTAeNa KaapoB, B TOM YHCJIE H II0
BOTIpocaM 1noadopa nepcoHaia;

5.1.4. sampammBaTh M mOIy4aThb OT CTPYKTYPHBIX NOJpa3ie/ieHud H
pabOTHHKOB ~ YHHBEpCHTETAa  CBENEHMS, HEOOXOOWMbIE /IS  BBIMOJTHEHHS
BO3JIOXKEHHBIX Ha OTJeJ KaApoB 3a1a4 U QyHKLH;

5.1.5. monmy4ats OT CTPYKTYpHBIX MOZApa3aeIeHnH Y HUBEPCHTETa JOKYMEHTSI,
HEOOXOMMBIE /17 PELIeHHUs KaJPOBBIX BOIPOCOB;

5.1.6. KOHTPOIMpOBaTb COGNIONEHHE TPYHOBOrO 3aKOHONATENbCTBA B
YHHUBEpCHTETe, a TaKXke JaBaTh Pa3bSCHEHHS MO NPHMEHEHHIO HopM Tpynosoro
kozekca Poccuiickoii ®enepaliy 1 MHBIX HOPMATHBHBIX AKTOB;

5.1.7. mpoBo#HMTHL COBemaHMs M y4acTBOBATb B COBEIIAHMAX, IPOBOJUMBIX B
YHHBEPCHUTETE 110 KaJAPOBBIM BOIIPOCAM;

5.1.8. ycraHaBnMBaTh PyKOBOIMTENSIM CTPYKTYPHBIX MOJpa3eNeHHt CPOKH
AU IPEIOCTABJICHUS CBEIECHUM, HEOOXOAMMEBIX IS BBIIIOJHEHHUS] BO3JIOKEHHBIX Ha
OTIEJ KaapoB 3a1a4 M KOHTPOJHMPOBATh BBHINOJHEHHE IPEIbSBICHHBIX 3alPOCOB,
3aMeYaHui;

5.1.9. TpeboBaThb OT pyKOBORMTENeH CTPYKTYPHBIX MOApa3/eseHHil
YHHBepcHTeTa MPENBAPUTENBHOIO COIIACOBAHMS TIPOEKTOB MPHKA30B, HHCTPYKIIHIA,
MOJOXKEHUH M ApPYrMX  OpraHM3allHOHHO-PACMOPSAUTENBHBIX  JOKYMEHTOB,
KacaroLIMXCs KaJpOBBIX BOIIPOCOB.

5.2. PaboTHUKH OTIENa KaapoB 00SA3aHEI:

5.2.1. CBOEBPEMEHHO W KaueCTBEHHO, B IIOJIHOM COOTBETCTBHH C
3aKOHOJIATeJIbCTBOM, HOPMAaTHBHO-IIPABOBBIMM aKTaMH, JIOKAJbHBIMH aKTaMH,
OpraHU3allMOHHO-PACTIOPSAIUTEIbHBIMA  aKTaMM B 00JacTH  KaapoBOW paboThI
BBITIOJIHATH BO3JI0XKEHHbIEC HA HEe 3a/1auu;

5.2.2. ohopmiATE M BbIIAaBaTh IO IHUCBMEHHBIM 3ampocaM (3asBICHHUSIM)
CIIPaBKH, 3aKJIIOYCHHUS, BBIMKUCKM M HMHBIE AHAJIOTMYHbIE JIOKYMEHTHI, CBS3aHHBIE C
TPYOBOH €SI TEIbHOCTBIO;

5.2.3. MNpemocTaBNATh OpraHaM  ympaBieHus (BIacTd), CTOPOHHHMM
OpraHu3auusM (NPEANPHUATHAM, YYPEXKIAEHUSIM) HHPOPMALMIO [0 BOIPOCAM,
OTHECEHHBIM K KOMITETEHIHM KaJpOBOM CIyXKOBI, B COOTBETCTBUHU C AEHCTBYIOIIUM
3aKOHOZATeIbCTBOM U JIOKAJIbHBIMH HOPMAaTUBHBIMH aKTaMH Y HHBEPCHTETA,;

5.2.4. COBEPIIEHCTBOBATH CBOIO AESTEIBHOCTh KakK IPH TOMOILIX MaTe€pUaIbHO-
TEXHUYECKHUX CPECTB, TaK U IOBBIIEHHUS YPOBHS KBATHU()HUKAIIMH U OTBETCTBEHHOCTH
KaXXI0r0 COTPYAHMKA OTeNa KaJIpoB,;

5.2.5. cobmopath KOH(PHUICHUHATBHOCTh HHGOPMAIMH, COAepKallei
CBECIICHHSA, COCTaBJIAIOIIHME KOMMEDYECKYI0 TaiHy, CIyXeOHy0 TallHy U HHYIO
OXpaHAEMYIO0 3aKOHOM TalHYy, CBEACHHS KOH(QUIEHIIMAIBLHOTO XapaKTepa, BKJIOYast
NIEPCOHAJIbHBIE JaHHBIE COTPYAHUKOB, [IOBEPEHHbIE UM B LEIAX HaJJIeXKAIIEro
MCIIOJTHEHHUS BO3JIOXKEHHBIX 3afla4, a TakK)Ke IePCOHAIbHBIX NaHHbBIX, KOTOPbIE CTAIH
H3BECTHBI B CBSI3M C UCIIOJIHEHUEM JOJDKHOCTHBIX 00sI3aHHOCTEI;
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5.2.6. cobmonats [IpaBuiia BHyTpeHHEro TPYIOBOT0 pacrnopsika, TpeOoBaHus
O OXpaHe TpyAa M TeXHHKe Oe30MacHOCTH, MOXKAPHOW Ge30MacHOCTH, Ipyrue
JIOKAJIbHBIE HOPMATUBHbIE aKThl Y HUBEPCHTETA.

6. OTBeTCTBEHHOCTD

6.1 Oraen KagpoB HECET OTBETCTBEHHOCT:

6.1.1. 3a Hagmexamee Ka4ecTBO u CBOCBPEMEHHOCTh  BBINOJIHEHHUS,
BO3JIOKCHHBIX HACTOALIMM ITOJIOXKEHHEM Ha OTAEJ KaapoB GYHKIIHI U 3a1ad.

6.1.2. 3a cobmonenHre 3aK0OHOIATENIBCTBA B 061aCTH TPYJO0BOTO IpaBa.

6.1.3. 3a HepasrnmameHue ciy’keGHOH TaifHBI, CTaBIIEH W3BECTHOH B
pe3ynbTaTe BBINOJHEHHS pPabOTHUKaMH OTHAeNa KagpOB CBOMX CIIy)KeBGHBIX
00s3aHHOCTEHA.

6.1.4. PaGoTHHKH OTZena KajpoB HeCyT NIEPCOHAJIBHYI0 OTBETCTBEHHOCTH B
fpenenax NOKHOCTHBIX O00A3aHHOCTEH, ONMpPENENeHHBIX TPYAOBBIM JOTOBOPOM H
AOJDKHOCTHBIMM MHCTPYKUHUSMH B COOTBETCTBHH C 3aKOHOAATEILCTBOM POCCHIICKOI

Denepanuu.
6.1.5. PaGoTHuku oTmena KagpoB MOTYT  GBITH [IPUBJIEYEHBl K
JUCLIUTUTMHAPHOM, MaTepHaTbHOM, aJIMAHHUCTPATUBHOM, YTOJIOBHOM

OTBETCTBCHHOCTH B CjIy4ae M B MOpPSAKE, IPEIYCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanuu u B COOTBETCTBHH C [IpaBunamu BHYTpEHHETO TPYHOBOTO
pacriopsiika Y HUBEpPCHTETA.

6.2. PaboTHHKM OTHEna KaJpoB HECYT MEPCOHATBHYI0 OTBETCTBEHHOCTH 3a
NPaBUIIBHOCTE O(OPMIIIEMBIX UMH JJOKYMEHTOB, HX COOTBETCTBHE 3aKOHOAATENIbCTBY
Poccuiickoit @enepanyn.

6.3. [IlepconanbHas OTBETCTBEHHOCTh COTPYJHHKOB  OTIeNaA KaJIpoB
YCTaHaBIMBAETCS HACTOAIUM [I0/10)keHHEM U TODKHOCTHBIMU HHCTPYKITHSMH.

7. 3akI09UTe/IbHBIE MOJI0XKEHUS

7.1. Hacrosimee Ilonoxenne BCTymaeT B CHIy ¢ MOMEHTA €ro YTBEP)KACHHS
PEKTOpOM VYHHUBEepCUTETa M JAEHCTBYET OO €ro OTMEHbl HJIM IPHUHATHA HOBOTO
JIOKaJbHOI0 HOPMATHBHOIO aKTa.

7.2. llpn HeoOXOOMMOCTH BHECEHHMsS H3MEHEHHH B Hacrosimee IlonokeHHe
JOKYMEHT IMepeu3laeTcs IIOJIHOCThIO. BHeceHWe wW3MeHeHHII B HacTosIee
[lonosxenue myrem opopmieHus TUCTa BHECEHHs H3MEHEeHHi He nommyckaeTcs. [Ipu
HEOOXONMMOCTH H3MEHeHHH U [ONONHEHHH pa3paGaThiBaeTCs HOBAs BEpCHUs
TlonosxeHnsi, KoTopas yTBepKaaeTcs IPUKa30M peKTopa Y HUBEPCHTETA.

7.3. IlonoxeHne cUUTaeTCs OTMEHEHHBIM, €CJIU BBEJICHA B IEMCTBHE €ro HOBas

BepcHsl.
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