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I. O0mue nosnoxenust

1. Ortnen xagpoB SIBISETCS CAMOCTOSITEIBHBIM CTPYKTYPHBIM MOJpa3/eleHueM Quiuana u

MOTYUHSIETCS TUPEKTOPY (humnaa.
2. Otgen BO3INIABISET CTapIIMA HMHCIEKTOp, Ha3HAyaeMbldi Ha JOJKHOCTh IPUKA30M

IUpeKTopa (unuana.
3. CoTpyaHHMKH OT/AeJIa HA3HAYAIOTCS HA JOJDKHOCTH M OCBOOOXMAIOTCS OT JIOJDKHOCTEH

IIPUKA30M JAUPEKTOPA.
4. B cBoeill AeSITENbHOCTH OT/IEN PYKOBOJCTBYETCS:

4.1. YctaBoM YHUBEpPCUTETA;

4.2. [lonoxenueM o puinaie;

4.3. HacTosiimuMm MoJIoKEHUEM.

Il. CrpykTypa

1. CTpykTypy M WITaTHYI YHMCIECHHOCTh OTJENa yTBepxkaaeT aupexkrop PDumimana, Ucxonas u3
YCIOBUM U OCOOEHHOCTEH JESTENbHOCTH YYpPEXKIEHHUs, [0 COIJacOBAHHUIO C PEKTOPOM
YHuBepcurera.

II1. 3agaun
1. PazpaboTka TeKylIIMX U MEPCHEKTUBHBIX MJIAHOB KOMILICKTOBAHHS YUPEXKICHUS KaJpaMu C
Y4e€TOM M3MEHEHHsI cocTaBa pabOTaloIMX B CBSA3M C M3MEHEHHMEM BHEIIHEH W BHYTpPEHHEU
Cpe.bl IPEeANPUATHS.
2. Anamu3 cocTaBa, JAEJOBBIX M JPYrMX KauecTB CHEIHMAIUCTOB (Quiuaga C LEeNbl0 HuX
paloHAIBLHON PACcCTaHOBKH, OJ00pa KaJpOB Ha 3aMEIlEHHE BAKAHTHBIX JOJDKHOCTEH, yyacTue
B (hOpMHUPOBAHUH CTAOMIILHOTO KOJUJIEKTHBA, CO3JJaHIE KaJIpOBOrO pe3epBa U paboTa ¢ HUM;
3. Opranu3zanus CUCTEMbI yUeTa KaJIpoB, aHAIN3 TEKYyYECTH KaJpOB.
IV. ®yuxkuuun

1. Pa3zpaboTka kaapoBoii MOIUTUKHU U cTpaTterun dunnana.

2. Pa3paboTka MpPOTHO30B, OMNpPEACIICHUE TEKYIIeH MOTPEOHOCTH B KaJpax M HWCTOYHHKOB €€
YIIOBJIETBOPEHUS HAa OCHOBE U3YUYEHHUsI phIHKA TPY/Ia.
3. KommuekroBanue @wuimana kajapamu Mnpodecopcko - TNPenojaBaTeIbCKOro COCTaBa,
CHELHATUCTOB TpeOyeMbIX Npodeccuil, CrenuanbHOCTe U KBaTU(HUKAIMU B COOTBETCTBUU C
LEJSIMH, cTpaTeruel u npoduiemM yupexJeHus, N3MEHSIOIUMUCS BHEUTHUMH U BHYTPEHHUMU
YCIIOBUSIMU €T0 J1€ATEIbHOCTH.
4. ®opMmupoBaHUE U BeAeHUE OaHKa JAHHBIX O KOJIMYECTBEHHOM M KaueCTBEHHOM COCTaBe

KaJIpOB.



5. Odopmnenue npuema, nepeBojia U yBOJIbHEHHS] paOOTHUKOB B COOTBETCTBUU C TPYIOBBIM
3aKOHO/IATENIbCTBOM, IMOJIOKEHUSIMH, UHCTPYKIUAMHU U MPUKAa3aMU PYKOBOJIUTENS YUPEKICHHUS.
6. OopmieHre TprUKa3oB MO KaJpaM, BEICHNE YCTAaHOBICHHOW JOKYMEHTAIMH M0 KapaM.

7. Y4eT JINYHOTO COCTAaBa.

8. HWudopmupoBanue paOOTHUKOB BHYTPU YUpPEXKACHHUS OO0 HUMEIOUIMXCS BaKaHCHUSX,
UCIIOJIb30BAaHUE CPEICTB MAacCOBOM HMH(OpMAIMKM JJisi TIOMEHICHHUS OOBSIBICHUNW O HaliMe
PabOTHUKOB.

9. YcraHoBieHHE MPSMBIX CBS3EH ¢ YHUBEPCUTETOM U CIIy>kK0aMU 3aHATOCTH Kpasi.

10. Beiyraua cipaBoK O HACTOSIIICH W MPOILIOW TPYAOBOM JEATEILHOCTH PAOOTHHKOB, O paboTe
Ha IPEANPUITUH, 3aHUMAEMOU JTIOJKHOCTH U pazMepe 3apabO0THOM TIJIaThI.

11. IIpuem, 3amoHeHUE, XpaHEHUE U BbIJIaYa TPYAOBBIX KHIKEK.

12. TloaroroBka MatepuayioB AJis MPEICTaBICHUS TEPCOHANA K MOOIIPEHUSIM.

13. TlogrotoBka MarTepHalioB MO NPUBICYCHHIO pPAaOOTHUKOB K MaTepualbHOW U
JTUCHHUTIITMHAPHOM OTBETCTBEHHOCTH.

14. Nzydenue npodeccCHOHATBHBIX, JISTOBBIX H MOPAJIBHBIX Ka4eCTB PAOOTHUKOB B IMPOIIECCE UX
TPYIOBOH JEATEIHLHOCTH.

15. Opranuzanusi TpoOBEACHHUS aTTECTallUd PAOOTHUKOB MPEANPHUSITHUS, €€ METOTUYECKOe H
nH(pOpMallMOHHOE 0o0ecrieueHne, yJacTie B aHalIN3€e pe3yIbTaTOB aTTECTALUU, OCYILECTBICHHE
MOCTOSTHHOTO KOHTPOJIS 33 XOJIOM BBITIOJTHEHUS PEIICHUH aTTECTAIlAOHHOW KOMUCCHH.

16. IloaroroBka HEOOXOTUMBIX MaTEPUAJIOB JIJIsl PACCMOTPEHUSI HA KOMUCCHH TI0 YCTaHOBJICHHIO
BBICITYTH JIET.

17. ObecrnieueHne COIMAIBHBIX TApaHTUH TPYASIIUXCA B OOJACTH 3aHSATOCTH, COOJIIOJICHUS
nopsiika  TPYIOYCTPOMCTBA W TEpPeoOyYEeHHs  BBICBOOOKIAIOIIUXCS  PaOOTHHUKOB,
MPEAOCTABIEHUS UM YCTAHOBJIEHHBIX JIbIOT U KOMIIEHCALIUM.

18. CocraBrnenue r1pauKOB OTHYCKOB, Yy4Ye€T WCHOJIb30BaHUs paOOTHHUKAMHU OTIIYCKOB,
obopMIIeHHE OYEPEeIHBIX OTHYCKOB B COOTBETCTBHU C YTBEPXKACHHBIMH TpadukamMu u
JTIOTIOJTHATEITLHBIX OTIYCKOB.

19. Oopmiienune u yueT KOMaHAUPOBOK.

20. TaGenbHBIHN yUeT.

21. KoHTposib 3a COCTOSIHUEM TPYAOBOM AMCUUIUIMHBI B MOJPA3ACICHUSX MNPEANPUATUS U
coOnrofieHreM pabOTHUKAaMU MPaBU BHYTPEHHETO paciopsiaKa.

22. PazpaboTka MepOIpHUSITHI MO YKPEIUIEHUIO TPYJOBON TUCIUILIMHBI, CHUKCHHIO TEKY4eCTH
KaJ[poOB, IOTEPh pabOUYEro BpeMEHHU, KOHTPOJIb 33 UX BBITOJIHEHUEM.

23. PaccmotpeHue xamo0 W 3asBJICHUNA PaOOTHUKOB MO BOMpPOCAaM MpUEMa, MEPEMEIICHUs U

YBOJIbHEHUSI, HAPYILLIEHUS TPYAOBOT0 3aKOHOIaTEIbCTBA.



24. TlpunHsaTHE MEP K BBISBICHUIO U YCTPAHCHHUIO TTPUYHH, TTOPOXKIAIONTNX 5KaT00b paOOTHUKOB.
25.IToaroToBKa  COOTBETCTBYIOIIMX  JIOKYMEHTOB TI0 TICHCHOHHOMY CTPAaXxOBaHHUIO H
MPE/ICTABJIICHUE UX B OPTraHbl COLUAIBHOTO 00ECTICUeHHUS.
26. KoHTpoJIb HaJl UCIIOTHEHHUEM PAaOOTHUKOB IMOCTAHOBJICHUH, PUKA30B M PACIIOPSHKEHUH 110
BOIpOcaM paboThI ¢ KaJpaMH.
27. CocraBieHHUE BCEW YCTAaHOBIECHHON OTYETHOCTH 110 BOIPOCAM KaJIpOB.
V. B3auMOOTHOLICHUS 0T/eJIa KAJAPOB
1. C npyrumu otaenamu Ounuana
[Tony4daet: na corpynaukos u I1I11C
XapaKTEePUCTUKU Ha paOOTHUKOB, MPECTABICHUS K MOOMIPEHUIO U HArPAXKICHHIO;
MaTepHuaybl Ha HApYIIUTENEeH TPYyI0BON JUCITUTIIIMHBL,
OTBETHI Ha HapyLIUTeNel O0IIECTBEHHOTO MOPSIKA;
rpaduku OTIyCKOB paOOTHUKOB MOIPA3ACICHHUS;
MaTepHuayibl Ha YBOJIBHEHHUE 32 HAPYIICHUE TPYIOBON JUCIUIUIMHBI, 110 COKPAILIEHUIO IITATOB, 110
WHBAJIUTHOCTH.
IIpencrasnsier:
CBEICHHSI O HAPYIIUTENSIX TPYAOBOM U MPOU3BOJACTBEHHOMN IUCIUTUIMHEI;
KOITUU MPUKA30B, CBA3AaHHBIX C IPUEMOM, TIEPEMEIICHUEM U YBOJIbHEHUEM PAOOTHHUKOB;
KOMMUU TPUKA30B IO BOMPOCAM TPYAOBON ITUCHUILIIMHBI, U3MEHEHHsS] TPaBUJI BHYTPEHHETO
TPYZIOBOTO pacnopsiKa.
2. C oTnenamu Y HUBEpCUTETA
[Tomygaet: mratHOoe pacmucanue Ha pykoBoautenen, [II1C, paGoTHWUKOB, U ApPyrux
KaTeropuii paboTaronnx, a TAak)Ke BCe U3MEHEHUS MITaTHOTO PACIIUCAHMS;
[IpencraBiser: cBeeHUs O CIUCOYHOMN YHUCICHHOCTH PaOOTHUKOB;
Mporysiax, HapyIIeHUsX 00IIEeCTBEHHOTO MOPSIIKa;
JAHHBIE O TEKYYECTH pabOUMX KaJIPOB IO IIEXaM.
3. C 6yxrantepueit Ounuana
[Tonydaet: cipaBku 0 3apruiate ais opopMIICHHUs IEHCHH 110 BO3PACTY U WHBAJIHIHOCTH.
[Ipencrasnser: Tabenb yuera pabouero BpeMeHH;
OOJILHUYHBIE JIUCTHI JIJIsI OTUIATHI;
CBEJIEHUS O TIPUEME, YBOJIbHEHUH, OUEPEIHBIX OTITYCKaX PAOOTHUKOB MPEIITPHUSITHS;
MPOEKThl TMPUKA30B O TMpPUEME, YBOJbHEHMM M TMEPEMEIICHUH MaTepUaIbHO

OTBCTCTBCHHBIX JIMII.
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VI. IIpaBa

1. KontponupoBats B @unuane coOnroieHHe B OTHOUICHUH Pa0OTHHKOB 3aKOHOIATENIbCTBA O
TpyZe, NPEIOCTaBICHUE YCTAHOBICHHBIX JIbIOT M IPEUMYIIECTB.
2. TpebGoBath OT OTZENOB (Quinaia MpeACTaBICHUs] MaTepUaJIOB (CBEIEHUI, IUIAHOB, OTYETOB U
T.I1.), HEOOXOAMMBIX JJIsl OCYIIECTBICHUS pabOThl, BXOASAILIECH B KOMIIETEHIMIO OT/Ie/a KaJpOB.
3. CaMOCTOATENIFHO BECTH IEPENUCKy MO BOMpocaM Mmoadopa KajapoB, a TaKkKe MO APYTUM
BOMPOCaM, BXOASIIMM B KOMIETECHIMIO OTAela W He TpeOYIOUIMM COIJIacOBaHUS C
PYKOBOJUTEIEM YUPEKICHHUS.
4. IlpeacraBUTeNbCTBOBATh B YCTAaHOBJIEHHOM IOpsiAKE OT MMEHM (uiMana mo Borpocam,
OTHOCAIIMMCS K KOMIIETCHIIMM OT/ENa, BO B3aHMMOOTHOIICHHUAX C TOCYAapCTBEHHBIMH U
MYHUIUNATBHBIMH ~ OpPraHaMH, a TaKke JAPYTUMH [PEINpPUATHSAMH, OpPTaHU3AIMSIMH,
YUPEKACHUSAMH, B TOM YHUCJIE ar€HTCTBAMU I10 HaliMy U Ci1y>k0aMM 3aHATOCTH.
5. IlpuHumarh TpyAsmuxcs IO BONpoOcaM HaiiMa, yBOJBHEHHUS, MepeBOJa, MPaBUIBHOCTH
MCIIOJIb30BaHUs CIELUAIIUCTOB U JP.
4. TIpoBOAUTH COBEUIAHMS W yYaCTBOBATh B COBEUIAHUSAX, NMPOBOAWMBIX Ha NPEANPHUATHU IO
KaJIpOBBIM BOIIPOCAM.

VII. OTBeTCTBEHHOCTH

1. OTBETCTBEHHOCTh 3a HaJUIEXKAIIEe M CBOCBPEMEHHOE BBITIOJTHEHUE OTNIENOM (DYHKITHIA,
NPEIYCMOTPEHHBIX HACTOSIINM IMOJIOKEHHEM, HECET CTapIINiA MHCIIEKTOP OT/ela KaJIpoB.

2. Ha crapiiero nHcneKkTopa oT/iesia KaJpoB BO3JaraeTcsi NepcoHanbHas OTBETCTBEHHOCTh
3a:

2.1. Opranuzanuio JeSTEIBHOCTH OTHEeNa IO BBINOJIHEHUIO 3aJad U (QYHKIU,
BO3JIO’KEHHBIX Ha OT/AEI.

2.2. OpraHu3zaiuio B OT/ej€ ONepaTUBHON M KauyeCTBEHHOW MOJTOTOBKHM U MCIOJIHEHUS
JIOKYMEHTOB, BeJIEHHE JEJIONPOU3BOJCTBA B COOTBETCTBUU C JACHUCTBYIOUIMMM IpaBUIAMHU U
UHCTPYKIUSMHU.

2.3. CobnroieHne COTpYAHIUKAMU OT/IeJIa TPYJAOBOM M MIPOU3BOJICTBEHHOM TUCITUATIITUHBI.

2.4. ObecrieueHue COXpPaHHOCTU MMYILECTBA, HaXOMAALIETocs B OTAEE, U COOI0ACHUE
IPaBUJI MTOKAPHOM 6€30MacCHOCTH.

2.5. Ilogbop, paccTaHOBKY U JI€ATEIbHOCTh COTPYJHUKOB OT/ENA.

2.6. CooTBeTCTBHE JEHCTBYIOLIEMY 3aKOHOAATEIBCTBY BU3HPYEMBIX (IIOANKCHIBAEMBIX )
UM NIPOEKTOB NMPHKA30B, UHCTPYKLIUH, TOJI0KEHHH, TOCTAHOBJICHUH U JPYTrUX JOKYMEHTOB.

3. CoTpyIHUKH OT/EeNa KaJpoB NPHU OIEHKE JEIOBBIX KauecTB PaOOTHUKOB (uimaia
00s13aHbl UCXOJUTh TOJIBKO M3 O(UIMAIBHO MOJyYEHHBIX JAaHHBIX M MAaTepUajoB U HE BIIPaBe

pasriamaTtb UMCHOINHUEC JaHHBIC O JIMIHOM KU3HHU pa6OTHI/IKOB.



4. OTBETCTBEHHOCTh COTPYJHUKOB OTJAENAa KaJIpPOB yCTAHABIUBAETCS UX JTOJXKHOCTHBIMU
UHCTPYKIUSMH.

Bcio momHOTY OTBETCTBEHHOCTHM 3a KAaue€CTBO M CBOEBPEMEHHOCThH BBINOJIHEHUS
BO3JIOKCHHBIX HacTosAIUM [lostoxkeHneM Ha oTaeln 3a1a4d U QYHKIMH HECET CTapIIuid HHCIIEKTOP
OT/eJa KaJpoB.

CreneHb OTBETCTBEHHOCTH JIPYIMX paOOTHUKOB YCTAHABIMBACTCS JIOJDKHOCTHBIMHU

UHCTPYKLUSMH.



