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i)
 

IIpuHato Ha 3aceqanuu Yuenoro 
copeta HI VYB — dunman ODT BOY 
JIIO PMAHTIO 
Muu3ypapa Poccuu 

[IOJIOXKEHVME 

Ob OTJEJIE KAJIPOB 

1 O6uHe NonOKenHA 

1.1 OTWeN KaqpoB ABJIAETCA CAMOCTOATEbHBIM CTPYKTYPHBIM logpa3qeseHuem 

HoBoky3HeUKOro rocyapCTBeHHOTO HHCTUTYTa YCOBepIeHCTBOBaHUA Bpayeli — (pustuasia 

(beqepasibHoro rocyyjapcTBeHHoro 6102KeTHOrO oOpa30BaTeIbHOrTO §=y4pexK eH 

NONOHHTeIbHOrO § podeccHoHarbHoro o6pa30BaHHa «Poccuiickad MeHItMHCKasA 

akaJICMMA = HeEIIpepbIBHOrO = FIpodeccwoHnasibHoro = oOpa30BaHum» #Munuctepctsa 

30paBooxpaHeHua Poccuiicxon Dexepaun. 

1.2 Orges kaqpos NOAYHAAeTCA HeTOcpeACTBeEHHO JMpeKTOpy MHCTHTYTA. 

1.3 Oryen KaqpoB BO3TMaBAeT HavaJIbHUK, Ha3HadaeMBbI Ha JOIDKHOCT IIPHKa30M 

JMpeKTopa HHCTHTYTA. 

1.4 OCHOBHBIMH 3a,a4aMH OTJesIa KAaNpPOB ABIIAKOTCH: 

- (opmupopanve KaylpoBporo coctTaBa, moqG6op, yer, paccTaHoBKa KazIpoB 

COBMECTHO C PyKOBOZMTEAMH Mospa3qeueHui MHCTUTYTA; 

- COXpaHeHHe KOH@UHCHUMAaIbHOCTH CBeJeCHHH, COZepxKalIMXcA B JMUHBIX Nelax 

paOOTHHKOB HHCTHTYTa, MOKyMeHTax KapoBoid ciyxKOBI; 

- BBIMOJIHEHHe yKa3aHHi HW MOpyyeHHi pyKOBOCTBa HHCTHTYTA.



3 

1.5 B cBoel Jearenbuoctu orzen KaJ{POB PyKOBOJCTBYeTCA: 

- Konctutyiueti PO; 

- Tpyqo0BpimM Koyexcom P@; 

- Muctpykuneii no Bexennio TPYOBbIX KHWKeK; 

- Muctpykyueii 110 HOKYMCHTHPOBaHHlo KagpoBou JeATeIBHOCTH; 

- YcTaBoM akaylemun; 

- [lonoxenvem o HTUYB — bunuan OrbOY ATIO PMAHTIO Muu3yapasa Poccuu: 

- IPHKa3aMH UW yKa3aHWAMH WupektTopa; 

- Jpasunamu BHyTpeHHero TpyzoBoro pacnopayka; 

- IlonuTukoli 4 WemasmMu pykoBorctTea B ObnacTH KayeCTBa; 

- HaCTOALIMM MOsIO%KeHHeM; 

- HHbIMH HOPMaTHBHO-IIpaBOBbIMH aKTaMH. 

2 Oprannsaquonnad CTpyKTypa OTJe1a KaApoB 

2.1 CrpykTypy u WITaTHyto 4YuCHeHHOCTS oTeNa YTBepxKaeT pektop AkajyleMuH. 

2.2 B oTyese Kaqpos, coracHo WITATHOMY paciIMcaHvtO, MMeFOTCA Cyleyroume 

JOJDKHOCTH: 

- HaYaIbHUK OTesa Kapos; 

- BEAYUIMH CilelWasIMcT MO Kaypam; 

- HHCIeKTOp 10 kaypaM. 

3 OcHOBHbIe @yHKIUHH 

3.1 KommuekTopanve opraHv3alluu Kaqpamu mpodeccopcKo-npenoyaBaTerbcKOro 

cocTaBa, yueOHO-BCHOMOraTesIbHOrO MepcoHaa, paOouuMu UM CllyxKaluMu TpeOyeMBIx 

npodeccnii, cneyvanbHoctel U KBaMpUuKalMit B COOTBETCTBHH C esAMu, CTpateruelt u 

MpopusieM OpraHv3allMv, H3MCHAIOLUMMUCA BHEWIHHMH WM BHYTPeHHHMM YCIOBHAMH ee 

JICATeCIBHOCTH. 

3.2 Yuer Kaypos.
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3.3 OSecneyeHue pas, TEroT 4 rapaHTHu pasoTHukos. 

4 Oé6s3anHocTH paOOTHHKOB oTaesIa Ka{poB 

4.1 MopmuposaHue u BeyeHHe Ganka WaHHBIX 0 KOJIM4CCTBEHHOM HW KaueCTBeEHHOM 
COCTaBe KajIpOB, MX pa3BHTHH UW BMKeHMH. 

4.2 [loq60p u_ ordop  padornuKoB  coBmecTHo C  pYyKOBOUTeIAMU 
3aMHTepeCOBaHHBIX NOApa3yqeneHui wu BHeceHHe COOTBCTCTBYIOINMX peyoxKeHHH o6 Hx 
HaSHayeHH Ha YKa3aHHble JOMKHOCTH, OdopMseHHe MpuKa30B oO pHeme Ha paOoty u 
Apyrow HeoOxoguMoli Aa 3TOrO JOKYMeHTAaLMN. 

4.3 OcopmiieHHe mpvema, yBoubHeHua, TepeBoya, MepeMelenHua paOoTHuKos, 
HPCHOCTaBIeHHe MM OTITYCKOB B COOTBeTCTBHH ¢ TPyJOBbIM 3aKOHOaTeIBCTBOM, 
NOOK CHHAMH, MHCTpyKIMAMH M Ipka3aMV peKTopa HHCTHTYTA. 

4.4 Yuet mm4Horo coctasa. 

4.5 Beyenwe mepcoHambHoro wu craTucTu4ecKoro yueTa Bcex KkaTeropuii 

paOOTHHKOB HHCTHTyTa MO ycTaHOBJIeHHBIM (bOpMaM, COBePpIIeHCTBOBaHHe MeTOZOB 

OOpavoTKH JaHHBIX. 

4.6 Bsigqaya cmpaBok o HactTosmei u NIpOWWoH TpyOBOH exATesIbHOCTH 

paOoTHHKos. 

4.7 IIpvem, 3anomHeHve, xpaHeHve u BbIadIa TpyOBbIX KHWKeK B COOTBETCTBHH C 

MHCTpykiweH O MOpsyKe BeeHuA TpyOBbIX KHVDKeK, CBOeCBpeMeHHoOe BHeCeHHe B 

TPYHOBbIC KHWKKH 3allMcel O MepeBosax, NepeMeleHHAX, MOOLMIPeHAX H Jp. 

4.8 Bezenve ycTraHoBsleHHo JOKyMeHTalHH Ho KayipaM. 

4.9 Ilonrotoska MaTepHalioB Wid mpeycTaBieHua Mepcouana K NOOWpeHHuaM, 

HarpayaM. 

4.10 IlogroToska MaTepHayioB 110 MIpHBeyeHHIO paSOTHHKOB K WHCUMINIMHapHon 

OTBETCTBCHHOCTH MO COrlacOBaHHO C IOPHCKOHCYJIBTOM. 

4.11 Begenue yueta neHcHOHHOrO Bo3pacrTa.
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4.12 TlogqrorosKa COOTBETCTBYIOINMX MOKYMCHTOB IO ICHCHOHHOMY CTpaxOBaHHIO 

H lpeqcTaBlieHve WX B OpraHbl couMaIbHoro oGecneueHHH (HHOMBH Ly abupiit 

(TlepcOHMHIMpOBaHHbIt) yuer B CHCTeMe O6s3aTeNBHOTO HeEHCHOHHOro CTpaxOBaHHa4. 

4.13 Berjaya cupapox o paGore B MHCTHTyTe, 3aHHMaeMOH JOOKHOCTH 

KBaJIM@uKallyn. 

4.14 Coctapnenwe rpaduKos otiycKos, yueT UCHONb30BaHHuA §=©padoTHHKaMu 

OTNYCKOB, O(OpMsIeHve e2KeroqHBIX OMayWBaeMBIxX OTITYCKOB B COOTBeETCTBHH Cc 

YTBEPKACHHBIMU TpadHKaMU OTMYCKOB HM JONOMHUTEBHBIX OTIYCKOB. 

4.15 KoHtTpomb 3a cocTosHHeM TPYHOBOH AMCIMMIMHEI B Tospasqenenuax 

MHCTHTYTa MW COOMOeHHeM paboTHHKaMH IIpaBhI BHYTpeHHero pactiopsyka. 

4.16 Ananu3 TeKy4ecTH Kanpos. 

4.17 Begenve sHYHBIX gen mpenosaBateneit, Hayd4HBIX COTPYJJHHKOB, 

Ce HasIMCTOB. 

4.18 Iloqroroska, u3jaHve, peructpallua TeKyLMx NpHKa30B M0 JIMYHOMy COCTaBy 

M MIpHKa30B M0 HalipaBJIeHHtO paOOTHHKOB B CilyKeOHbIe KOMAHMPOBKH. 

4.19 Benenue yu4eta BoeHHOOOs3aHHBIX 3allaca UW IMI MpH3bIBHOTO BO3pacTa, 

BbIqada ciipaBok B I’BK u PBK, nposeyeHue cBepoK IIMYHBIX KapTO¥eK C 3alIHCAMH B 

BOCHHBIX OnJIeTax, pa6oTa c BOCHKOMaTaMH, 

4.20 bpouuposaHve rpaxk aH MpeOprBalolyux B 3allace, CocTaBJIeHHe OTUCTHOCTH. 

5 Bsaumojeiicrsne ¢c ApyrHMH NosApa3jesIeHHsAMH HHCTHTyTAa 

J[1d BbITIOIHeEHHA PYHKUMH UW pealu3allMu MpaB OTe KapOB B3aHMOselicTByeT CO 

BC€MH CTPyYKTYPHbIMH MOApa3AeseHHAMU MHCTUTYTA TIO BOIIpoOcaM: 

5.1 MOZPOTOBKH HW H3aHHA UpvkKa30B, paclopsKeHHi, MHCTPyKIMii, WpoeKTOB 

JOTOBOPOB JI, BA3MPOBaHHA; 

5.2 coONHOAeCHUA Tpy OBO TMCIMMIMHbI paOOoTHHKaMH MHCTHTYTA; 

5.3 opraHH3allMu, IpoBeyeHua HM OPOpMIICHHA JOKYMeHTal|Hu KOHKypcHoro oTOopa 

HM BbIOOPOB Ha OJDKHOCTH MpodeccopcKo-MpemomaBaTesbcKorO cocTaBa M Hay4HBIx 

COTPYTHUKOB.
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6 IIpasa paG6ornukos oTgesta KaJIpoB 

PaOoTHHKH OTJesa KaApOB UMeIOT IpaBo: 

6.1 3anpammuepats B cTpyKTypHBIx NOApa3sqeuseHHAx HeOOxOZHMbIe WaHHEle oO 

paOoTHHKax, a IIpH mpveme Ha paOoTy H MepemelleHuax paGoTHHKOB — MHeHHe 

PYKOBOAMTeNeH COOTBETCTBYIOLNMX CTPyKTYPHBIX Hozpasyenenuit. 

6.2 Tlonyyatb oT crpyKTypHBIx Toypa3syeeHu WHCTHTYTa JOKYMeHTHI, 

HEOOXOZMMBle JWId OPOPMIeHHA IpHeMa, a TakoKe JIA BbICBOOOK CHUA PAOOTHHKOB Ip 

YBOJIBHEHHH NO HHUIMaTHBe aqMHHUCTpauMn. 

6.3 KoHTpomMpoBaTb B CTpyKTypHBIX Mogpa3qeueHuax coOuuoyeHve B OTHOMeHUH 

paOOTHHKOB 3aKOHOJaTeIbCTBa O Tpyse, Mpeyoctapsenve YCTAHOBJICHHBIX JIBTOT UH 

IIPCHMYIecTB. 

6.4 Jlaparb pyKOBO_MTeNaM  cCTpyKTYpHBIX nogqpa3yqeleHui  WHCTHTyTa 

OOA3aTeIbHbIe JVIt UCHOMHEHUA yka3aHHa 10 BOMpocaM, OTHOCHUIMXcA K KOMMeTeHIM 

OTea Kaypos. 

6.5 TpeOopaTb M MomyyaTb OT BCeX CTPyKTYpHBIX Moypa3yqenenuit MHCTUTYyTa 

CBeeHHA, HEOOXOAMMBIe JIA BbIMOJHEHHA BOSIOXKCHHEIX Ha OTTEI 3ala4. 

6.6 CaMocTosTesIbHO BeCTH Mepenucky 10 BoNpocam mogGopa Kaypos, a TakxKe 110 

ApyT¥M BOlIpocaM, BXOJALIMM B KOMIe€TeHIUMIO OTZeIa W He TpeOyIOLIHM COrlacoBaHHs c 

PeKTOPOM HHCTHTYTA. 

6.7 JlaBaTb pasbacHeHHA, peKoMeHAalHuu UW yKa3aHusA 10 BOMpocaM, BXOTAIIMM B 

KOMIIe€TeHIM1O OTTENA. 

6.8 IIposoquTb copeljaHHa HM yYacTBOBaTb B COBeIIaHHAX, UPOBOJHMBIX B 

HHCTHTYTEe 10 KaJ{POBbIM BOTIpocaM. 

6.9 BHOCHTb pYyKOBOJCTBY MpeioKeHHA MO COBePIIeHCTBOBaHHIO padoTE c 

Kay[pamu. 

6.10 XoataicTBoBaTb Mepe pyKOBOAZCTBOM MHCTHTyTa Oo noompennu 

OTIMYUMBLINXCA COTPYTHMKOB HM Haka3aHHH HapyllutesieH TpyOBOK TMCIMIVIMHEI.
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7 OTBeTCTBeEHHOCTEL paGoTHHKOB oTIeNa Ka poB 

PaOoTHHKH OTJeNa KalIpoB HecyT OTBETCTBEHHOCTS: 

7.1 3a HeHayexallee ucnonHeHMe wi HeHCHOMHeHMe cBonXx JOJDKHOCTHBIX 

oOs3aHHOCTeli, IIpeAyCMOTpeHHEIX JOJDKHOCTHBIMH MHCTpyKUWAMH, - B IIpeyesax 

JeCHCTBYIOWero TpyHOBOrO 3aKOHOMaTeNECTBa PO; 

7.2 3a MWpaBoHapylleHus, COBeplIeHHBIe B TIpollecce OCYyLIecTBIIeHHA CBOE; 

ACATCMbHOCTH, - B Mpefewax, olpefeueHHbIx elcTByIOWMM alMMHHCTpaTuBHBIM, 

YTOJIOBHBIM HW TpaxkaHCKHM 3aKOHOaTeIbCTBOM PQ@; 

7.3 3a IpWuMHeHHe MaTepHasbHoro yiepOa, - B Tipeyenax, onpeneseHHplx 

NeHCTBYIOWIMM TpyOBbIM HM pak aHCKHM 3aKOHOaTebCTBOM P@, 

HayanbHuk oTyesa kKagpos Lz yf T.D. Venu 

OTBeTCTBeEHHbIM 3a pa3spadorky 

Af be Tlonox*xeHHA C x ‘ C.JI. Kay 

COTJIACOBAHO 

Bey OPUCKOHCYJIBT 

dy T.1O. Ammmxmuua 
” 
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