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[1punAaTO Ha 3aceqanuy YueHoro
cosera HIMYB — ¢umnan ®I'5OY
JAI1IO PMAHIIO

MpmunzpaBa Poccun

HHOJIOXKEHUE
Ob OTAEJIE KAJTPOB

1 O0mne noJioxKeHnst

1.1 Oraen kagpoB SABIAETCS CAMOCTOSTEIbHBIM CTPYKTYPHBIM HOApa3ACIICHHEM
HoBOKy3HELKOro rocy1JapcTBEHHOIO HHCTUTYTa yCOBEPIICHCTBOBAHMS Bpauel — unrana
(enepanbHOrO  rOCYHapCTBEHHOIO  OIOMKETHOIO 00pa3oBaTENbHOTO  YUPEXKICHHSI
AOTIOJTHUTENBHOIO  Mpo(decCHOHANBHOTO 00pasoBanms  «Poccuiickas MemuImMHCKAas
aKaZeMus  HEMPEphIBHOrO  mpodeccHoHanbHOro  obpasoBaHus»  MUHHCTEPCTBA
3npaBooxpaneHus Poccuiickoit ®enepanun.

1.2 Otaen kanpos MOAYMHSAETCS HEIIOCPEACTBEHHO AUPEKTOPY HHCTUTYTA.

1.3 Otnen xagpoB BO3TJIABISET HAYAJIbHUK, HA3HAYAEMBIH Ha JOJKHOCTE MIPUKA30M
JAPEKTOpa HHCTUTYTA.

1.4 OcHOBHBIMH 3a7la4aMU OTAEJA KaJPOB SBIISIOTCS:

- (GopmupoBaHHMe KaJpOBOTO COCTaBa, MOAGOP, YYET, PACCTAHOBKA KaJpOB
COBMECTHO ¢ pyKOBOJIUTEILIMU [TOApa3eNeH! HHCTUTYTA,

- COXpaHeHHe KOH(pHIECHIUAIBHOCTH CBENCHHU, COAEPKAIIUXCSA B JMUYHBIX Aesax
PabOTHUKOB UHCTHUTYTA, JOKYMEHTAX KaJpPOBOM CIyXkKOBbI;

- BEITIOJIHEHUE YKA3aHUU U [TOPYYEHUH PYKOBOJICTBA HHCTHTYTA.
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1.5 B cBoelt gesrensHOCTH 0TEN Ka/IpOB PYKOBOJCTBYETCS
- Koncrutyimeit PO;
- Tpynossim Konexcom P®;
- MHcTpykuueit mo Bepenmro TPYAOBBIX KHHKEK;
- UHcTpykuumeii o AOKYMCHTHPOBAaHHIO KaJpPOBOM NEATENLHOCTH,
- YcTaBoM akaneMuu;
- Ilonoxennem 0 HTUYB — puman ®TEOY A0 PMAHIIO Munsnpasa Poccuu:
- IPUKa3aMH U YKa3aHUAMH JUPEKTOPA;
- IlpaBunamMy BHYTpEHHETO TPYIOBOTO pacropska;
- [lonuTuKo# U HensiMU PyKOBOICTBA B 06IaCTH Ka4ecTBa;
- HACTOSILIMM IOJIOKEHHEM;

- HHBIMH HOPMAaTHUBHO-~IIPAaBOBBIMH aKTaMH.

2 OprannsaiMoHHasi CTPYKTypa oTAe]a KaJApoB

2.1 CTpyKTypy M IMITaTHYIO YMCIEHHOCTH OT/IENa YTBEPXKIAET pekTop AKaneMum.

2.2 B otmene kaapoB, COIMaCHO IUTATHOMY PACIHCAHHIO, MMEIOTCS ClIeAyIOLIre
JIOJDKHOCTH:

- HAaYaJIbHUK OTZeNa KaJpoB;

- BeJIyIIIUH CIIELMATIUCT 1O Kaapam;

- HHCIIEKTOP IO KaJpaM.

3 OcHoBHbIE (PYHKITHH

3.1 KomIutekToBaHue OpraHM3alUM Kaapamu TpodeccopcKo-NMpeIoaaBaTelibCKoro
COCTaBa, y4eOHO-BCIIOMOTare/IbHOrO IMepCoHata, pabourMu M CIIyKaIlHMMH TpeOyeMBbIX
npodeccuii, crenualbHOCTeN U KBATM(HUKALUMM B COOTBETCTBHH C IIEJISIMH, cTparerueii u
Npo¢uIeM OpraHM3alluy, M3MEHSIOIMMUCA BHENIHMMU M BHYTPEHHUMH YCIIOBUSIMH €€
JIeSITeTbHOCTH.

3.2 Y4er kazapos.
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3.3 OGecrieueHue mpas, THIOT U rapaHTUH pabOTHUKOB.

4 O6si3annoCTH PaGOTHHKOB OTHE/1a KaJapoB

4.1 ®opMHpoBaHUE U BejleHHe HaHKa JAAHHBIX O KOJTHYE€CTBEHHOM M Ka4€CTBEHHOM
COCTaBe KaJpOB, UX Pa3sBHTHHU U JBHIKCHUM.

4.2 Tlombop wu ot6op pPabOTHUKOB  COBMECTHO ¢ PYKOBOOUTEISIMU
3aMHTCPECOBAHHBIX MOAPa3AeeHU U BHECEHHUE COOTBETCTBYIOIIMX HPEAIOKEHHNA 00 MX
HasHAYCHUM Ha YKa3aHHBIC JNOJDKHOCTH, O(QOpMIIEHHUE IIPHKA30B O npreMe Ha pabory u
Apyro# HeoOXOMMMOM IIsl 3TOr0 JOKYMEHTALHH.

4.3 Odopmienre npuema, YBOJIPHCHHS, IIE€PEBOJIa, MEPEMEIICHUS pabOTHUKOB,
HPENOCTaBICHHE WM OTIYCKOB B COOTBETCTBHH C TPYHOBBIM 3aKOHOJATENBCTBOM,
HOJIOXCHUAMH, HHCTPYKLUAMY U IPHKAa3aMK PEKTOpa HHCTHTYTA.

4.4 V4eT MTUYHOro cocTasa.

4.5 Benenume NeEpCOHANTBHOrO ¥ CTATHCTUYECKOTO ydera BCEX KaTeropuii
pabOTHUKOB HMHCTHTYTA II0 YCTAHOBJIEHHBIM GopMaM, COBEpLIEHCTBOBAHUE METOIOB
00pabOTKM JJaHHBIX.

4.6 Brelmaua cropaBok o Hacrosmeld  H MPOIIION TPYAOBOM JIeITEILHOCTH
pabOTHHKOB.

4.7 Ilprem, 3anoNHeHNe, XpaHEHHe W BhIAAYa TPYIOBBIX KHIKEK B COOTBETCTBUH C
VHCTPYKIMEH O IIOpSAKe BENCHUsS TPYAOBBIX KHIKEK, CBOE€BPEMEHHOE BHECCHHE B
TPYAOBBIC KHIKKH 3allUCeH O epeBO/iax, NEpeMeeHHsX, TOOIPEHUX U JIp.

4.8 Benenune ycTaHOBICHHON TOKyMEHTALIH T10 Kazpam.

4.9 lloxrotoBka MaTepHaloB sl NPEACTABIEHMS NEpCOHANA K TIOOIIPEHHUSIM,
Harpajam.

4.10 IMoaroroBka MaTepHaJIOB [0 NPUBIECYEHUIO PAGOTHUKOB K JUACLUIIMHAPHOM
OTBETCTBEHHOCTH MO COTJIACOBAHUIO C FOPUCKOHCYIETOM.

4.11 Benenue yueta NEHCHOHHOTO BO3PAcTa.
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4.12 lMoxaroToBka cOOTBETCTRYIOLUX AOKYMEHTOB I10 ICHCHOHHOMY CTPaxOBaHHIO
H TIpCACTAaBJICHHE HMX B OpraHbl COLHATBHOIO OGeCIIeYeHHs! (MHOUBUAYATBHEIH
(mepcoHupUIPOBAHHbIM) yYeT B CHCTeMe 06S3aTeNbHOIO [EeHCHORHOTO CTpaxoBaHUsI.

4.13 Belgaya cnpasok o paGore B UHCTUTYTE, 3aHUMaeMOW [OJDKHOCTH H
KBaJIN(HUKALIHH.

4.14 CocraBnenne rpaduKoB OTIYCKOB, Y4€T HCIOJB30BaHUS pPaOOTHHKAMHU
OTIyCKOB, O(MOPMIEHHE €XEroAHBIX OIUIAYHBACMBIX OTIIyCKOB B COOTBETCTBHHM C
YTBEDXKICHHBIMU TPaQUKaMH OTIYCKOB U HOHOJIHUTETHHBIX OTITYCKOB.

4.15 KoHTpomp 3a COCTOSHHEM TpYZOBOM JUCIMILIAHBI B IO pa3ieICHUAX
VHCTHTYTa U COOMI0IeHHEM PabOTHUKAMY TIPABUJ BHYTPEHHETO pacrnopsiika.

4.16 AHanu3s TeKy4ecTH KaapoB.

4.17 Benenuwe InMYHBIX [JeN  NpenojaBaTened, HayYHBIX COTPYIHUKOB,
CIIELIHATIUCTOB.

4.18 IloaroTtoska, U3JaHKe, PETUCTPAIIKS TEKYLHMX IIPUKA30B MO JUYHOMY COCTaBY
W NIPUKA30B 10 HATIPaBJICHUIO PAOOTHUKOB B CITyeOHbIe KOMAHUPOBKH.

4.19 Benenue ydera BOGHHOOOSI3aHHBIX 3amaca M JIUI[ HPH3BIBHOTO BO3pacTa,
Bbiaya crnpaBok B [BK u PBK, npoBenenue cBepoK JHMYHBIX KapTOYEK C 3alHCSAMU B
BOCHHBIX OUIeTaX, paboTa ¢ BOCHKOMATaMH,

4.20 bpoHupoBaHue rpaxk/iad MpeObIBAIOINKX B 3aace, COCTABJIEHUE OTYETHOCTH.
S BzaumopnelicTBue ¢ ApyrumMu noapasaeieHHAMH HHCTHTYTA

Jnst BeIMOIHEHKS QYHKIUH 1 pean3aliiy IpaB OT/Ie) KaApOB B3aUMOIEHCTBYET CO
BCEMHU CTPYKTYPHBIMH MOJpa3eIeHUAMU HHCTUTYTa [10 BOIIPOCAM:

5.1 TOArOTOBKM W WU3AaHHUSA INPHUKA30B, PACHOPSIKEHHM, HHCTPYKLHMH, IPOEKTOB
JOTOBOPOB JJIsl BABUPOBAHMUS;

5.2 cobnroneHys TPy 10BOM JUCHUIUTUHBI PaOOTHHKAMH HHCTHTYTA,

5.3 opraHM3aluy, MPoBeACHNUS 1 0POPMIICHHs TOKYMEHTAI[M KOHKYPCHOTO 0TO0pa
¥ BBIOOPOB Ha JODKHOCTH MHPOdEeCcCOPCKO-NPENOAABATELCKOIO COCTaBA M HAay4HBIX

COTPYAHHUKOB.
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6 IIpaBa paGoTHuKOB 0Te.1a KaapoB

PaboTHHKHM OTaENIA KaIpOB UMEIOT TIPaBo:

6.1 3anpaumBare B CTpyKTYpHBIX NOZpa3JIeJiCHUAX HEOOXOQUMBIE NaHHBIE O
pabOTHUKAX, a TNpH NOpHeMe Ha paboTy M mepeMemeHHSIX PaGOTHHKOB — MHCHHE
PYKOBOZMTENEH COOTBETCTBYIOIMX CTPYKTYPHBIX HOAPA3IeIeHH .

6.2 Tlomy4aTs OT CTPYKTYpHBIX TOAPA3NeNIeHU: HMHCTUTYTa JOKYMEHTEHI,
HEOoOXomuMBIe 17T OOPMIIEHHS MIPHEMa, a TaKKe I BBICBOOOXXIEHUS] paGOTHHKOB IpH
YBOJEHEHHH 10 HHUIIMATHBE aAMHHHCTPALIUH.

6.3 KoHTpO/IMpOBaTh B CTPYKTYPHBIX HOAPA3ACIEHHSAX COGMIONCHNAE B OTHOMIEHHM
PabOTHUKOB 3aKOHOJATENBCTBA O TpYyHE, [IPEAOCTABICHHE YCTAQHOBJIEHHBIX JIBIOT H
[IPEUMYIIIECTB.

6.4 JlaBaTh  pyKOBOIWTENSAM  CTPYKTYPHBIX NOAPA3eJIeHUA  HMHCTUTYTA
oOsi3aTesIbHbIE IS UCTIONHEHUs] yKA3aHHS 110 BOMPOCAM, OTHOCSIIAXCS K KOMICTCHIIHM
OTZeJIa KaApOB.

6.5 TpeGoBaTh ¥ MONy4YaTh OT BCEX CTPYKTYPHBIX MOJPA3/IeIeHHi HUHCTUTYTA
CBE/ICHUsSI, HEOOXOMUMBIE JUIS BBITIONIHEHHUST BO3JIOKEHHBIX Ha OTIEN 3a7ad.

6.6 CaMOCTOSATENEHO BECTH MEPETHCKY [0 BOMPOcaMm MoA60pa KaJpoB, a TAKKe II0
APYTHM BOIIPOCaM, BXOJAIIMM B KOMIIETEHLIMIO OTAENA U He TPeOYIOIIMM COIJIACOBAHUS C
PEKTOPOM HHCTHUTYTA.

6.7 [laBaTb pasbsCHEHHMs, PEKOMEHIALMH ¥ YKA3aHHS 1O BOMPOCAM, BXOISIUHM B
KOMIIETEHITHIO OTAEIA.

6.8 IlpoBOOMTH coOBEmIaHMSA U yYacTBOBAaTh B COBELIAHHAX, IIPOBOAUMEBIX B
HHCTHTYTE 110 KaJIPOBBIM BOIIPOCAM.

6.9 BHOCHTH PyKOBOJACTBY MpEIUIOKEHHS IO COBEPIIEHCTBOBAHMIO PabOTH C
KaJpaMH.

6.10 XomataiicTBOBaTh Imepel PYKOBOACTBOM HHCTUTYTA O MOOLIPEHHH

OTJIMYUBIIUXCA COTPYIHHKOB H HaKa3aHUU HapyHII/ITeJIefl Tp}’IIOBOfI JUCHUIIIINHBI.
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7 OTBeTCTBEHHOCTHL PaGOTHHKOB OTae/1a KaJpoB

PaboTHHKY OTZeNa KaIpoB HECYT OTBETCTBEHHOCTD:

7.1 3a HeHaiNexalllee HCMONHEHHe WM HEHCIIONHEHUE CBOMX IOJKHOCTHBIX
00sI3aHHOCTeH, IIPeNyCMOTPEHHBIX JOKHOCTHBIMH UHCTPYKIMAMHM, - B IIpelenax
JICHCTBYIOUIETO TPYXOBOTO 3aKOHOAATENbCTBA PD;

7.2 3a nNpaBOHAapyWIEHMsS, COBepUICHHBIE B IpOLECCE OCYILIECTBIIEHUS CBOEH
ACATCIIBHOCTH, - B Mpenenax, OMNPEeNeNeHHBIX AeHCTBYIOIMM aiMHHHCTPATHBHBIM,
YTOJIOBHBIM U Ipa)JaHCKMM 3aKOHO/AaTeILCTBOM PD;

7.3 3a NpUYMHEHHE MaTepHaNTbHOTO yIepba, - B Ipeaenax, OonpeaeeHHbBIX

ACUCTBYIOLINM TPYAOBBIM U MPaKIAHCKHM 3aKOHOIATENLCTBOM PD.

Hayanenuk otnena xaapos j//:%// T.I'. I'enmu
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