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1. OBIIHE IMOJOXEHHUA

1.1. Hacrosmee ITonoxxenue o6 oTaene kaapos (nanee — [Tonoxxenue, OTnen)
pa3paboTaHO B COOTBETCTBHU C 3aKOHONATETLCTBOM Poccuiickoii ®Demepanu,
VcraBoM 4acTHOro 00pa30BaTEIbHOIO YUYpEeXAeHHs BEBICIIETO OOpa3oBaHHs
«HoBocubupckuii Meguko-croMaTonorndeckuit ”HCTUTYT JEHTMACTEP» (namnee
— Hucturyr, HOY BO «HMCHU JHAEHTMACTEP») W HHBIMH JIOKaJIbHBIMU
HOPMAaTHUBHBIMH aKTaMH WHcTHTyTA.

1.2. Ortzen saBnAeTca CTPYKTypHBIM IofpasfeneHueM MHCTHTYyTa, KOTOpOe
co3JaeTcs, peopraHu3yerTcs U JIUKBUAUPYETCs puKa3oM pekropa UHCTHTYTA.

1.3. Ortmen B cBoe# pabore mogoT4eTeH pekropy MHCTHTYTA.

1.4. Otmen cospmaercs ¢ Lenblo obecniedeHuss MHCTHTYyTa TpyHOBBEIMH
pecypcaMu, KOMIUIEKTOBaHHUS KaJpaMU CilyXammx TpeOyeMbx mpodeccuii u
KBaJIM(UKaAI[MK B COOTBETCTBUU C 3aJja4aM{ U HAIpaBICHHEM €T0 JeATEIHHOCTH,
pa3paboTKH KafpoBoi NMOMUTUKK MHCTHTY T, COOMIOA€HH S IIPaB, JIbrOT ¥ TapaHTHiA
paboTHHKOB B 00NacTH TPYOOBOTO IIpaBa, a TakkKe BEIEHHS KaIpOBOIO
IEJIONPOU3BO/CTBA B COOTBETCTBUH C 3aKOHOAATEIbCTBOM PD.

1.5. Pacnpenmenenue o0s3aHHOcTel Mexnay paborHukamu Otmena
OCYILECTBIAETCS B COOTBETCTBHH C TPYJAOBBIMH JOrOBOPaMH, IOKHOCTHBIMH
WHCTPYKIMSIMHU ¥ YKa3aHWAMH pekTopa MHcTuTyTA.

1.6. Ortmen BoO3rIaBiIsieT pyKOBOAWTENb, KOTOPBEIA Ha3Ha4yaeTcs Ha
IOJDKHOCTE M OCBOOOKIAETCSl OT JOJDKHOCTH B YCTAaHOBJICHHOM JEWCTBYIOIIMM
TPYAOBBIM 3aKOHOJATENBECTBOM IOPAKE, IIPUKa30M pekrtopa MHcTUTyTA.

1.6. B cBoeil gedarensHOCTH coTpyaHuKH OTnena pyKOBOACTBYIOTCS:

- Koncrutynueit PO;

- TpynoBeMm kojekcoM PD;

- benepanbHbIME 3aKoHaMH P®, yKazaMH H pPacCHOpKEHHSIMH
IIpesunenra P®, mocraHoBieHWsAMH H pacnopsbkeHusMu IlpaButenscrBa PO,
PETYIUPYIONIMX IIPaBOOTHOLIEHHS B cepe TPYIOBOTO NpaBa,;

- ['ocynapcTBeHHOM CHCTEMOHM [JOKYMEHTAI[MOHHOTO OOeCIeqeHHs
ympasnenus (I'CIOY);

- HOPMAaTUBHBIMH aKTaMH, pa3pabOTaHHBIMU M  yTBEPKIECHHBIMU
Pocapxusowm;

- HOPMATHBHEIMU IIpaBOBEIMH akTamMu @DoHJa MEHCHOHHOTO |
COLIMAJIBHOTO cTpaxoBaHus PD;

- HOpPMAaTHBHEIMU IIPaBOBBIMU akTaMu MunHTpyaa Poccuy;

- [TopsinkoM BeleHUs U XpaHEHUS TPYIOBBIX KHIKEK;

- ¥YcraBom MHCTHTYTA;

- HacTosmuM [loto’keHreM U WHBIMH JTOKaJIbHBIMH akTamu IHCTUTYTA.

3. OCHOBHBIE 3AJTAYHA
3.1. OcHosHEIe 3a1a9n OTHena:
- COBEpPIIIEHCTBOBaHHE IIPOIIECCOB yIIPABICHUS;



- noxbop, oTbop, IpueM Ha paboTy U paccTaHOBKa KaJIpoB;

- y4eT JIMYHOTO COCTaBa PabOTHHKOB;

- OpraHM3alys IPOBEIEHHS aTTeCTAIlMU pabOTHUKOB,

- opra"u3alys paboTel 110 IOATOTOBKE paGOTHHUKOR (PO eCCHOHATIBHOE
obpa3zoBaHue U npodeccHoHaTEHOE 00ydYeHHE) U IOIOIHHTEILHOMY
npodecCHOHATEHOMY 00pa30BaHHUIO;

- BEJICHHE KaJIpOBOTO JIEJIONPON3BOICTBA;

- OCyIIIECTBIIEHHE BOMHCKOI'O yUeTa.

4. DYHKIINU OTAEJIA:

4.1. Ydyacrue B peanusaldy KafpOBOH OJUTHKH U cTpaTeruu MucTuTyTA.

4.2. Onpenenenue TeKkyledt MOTPeOHOCTH B KajpaX H HCTOYHHMKOB €€
yIOBJIETBOPEHMS HA OCHOBE M3Y4YeHHS PBIHKA TPYIA.

4.3. KommnekroBanie HMHCTUTyTa KagpaMu COTPYIHHUKOB, TpeOyeMBIX
npodeccuil, crenuanbHOCTeH U KBATH(QHKAIWHA B COOTBETCTBHM C LEISIMH H
npoduiaem MHCTUTyTa, H3MEHSIONUMHUCS BHEIIHUMU W BHYTPEHHUMH YCIIOBHAMH
ero JeATeTbHOCTH.

4.4. ®opmupoBaHHME U BelcHHEe OaHKa IAHHBIX O KONHUYECTBEHHOM H
KaueCcTBEHHOM cocTaBe MHCTHTYTA.

4.5. Ilombop u oT6Op pabOTHHKOB COBMECTHO C PYKOBOTUTEISAMH
3aMHTEPECOBAHHBIX CTPYKTYPHBIX INOAPA3[eNeHUH U BHECEHHE COOTBETCTBYIOLIHX
IPE/UIOKEHUH 00 MX Ha3sHAYCHMM Ha YKa3aHHBIE [OJDKHOCTH, OQOpPMIIEHHE
IIPMKA30B O [IpHeMe Ha paboTy U APyroH HeoOXOIUMOH JUIsl STOr0 AOKYMEHTALIHH.

4.6. Paspabotka mpemnoxeHuid o npueme Ha paboTy mpodeccopcko-
[IPEIOaBaTENLCKOI0 COCTaBa 10 KOHKYPCY, O 3aHATHH BEIOOPHBIX JODKHOCTEH, B
COOTBETCTBHUH C MOPSJIKOM, yCTAaHOBJIEHHBIM 3aKOHOAATETECTBOM.

4.7. WudbopmupoBanue paOOTHHUKOB BHYTpH MHCTHTYTa 00 MMEIOIMXCS
BaKaHCHUSX, MCIIOJIB30BAHUE CPEACTB MacCOBOH HHGOPMAITHH IS TIOMEIEHHS
o0bsBIIeHUN 0 HaliMe pabOTHUKOB ¥ KOHKYPCHEIX 0TOOpaXx.

4.8. TloaroroBka JOKYMEHTALUHU II0 KOHKYPCHOMY 0TOOpY mpodeccopcko-
MIPETIOIaBaTeIbCKOI0 COCTaBa.

4.9. IloMomp B IOArOTOBKE MOOKYMEHTOB K BEIOOpaM 3aBeIyIOIIHX
Kadeapamu.

2.10. YcraHOoBII€HHE IPSIMBIX CBS3€H C yueOHBIMHU 3aBeICHUSMH H CITyX0aMu
3aHATOCTH HACETIEeHHUI.

4.11. Odopmienrne mpueMa, IIepeBONa U YBOJBHEHHs pPabOTHHKOB B
COOTBETCTBUH C TPYJOBBIM 3aKOHOJATCIIECTBOM, IIOJIOXKCHHAMH, HHCTPYKUIMAMHA U
npuKa3zaMu pektopa MHCcTuTyTA.

4.12. VYwuer nuuyHoro coctasa MHCcTHTYTA.

4.13. Beljgaua CcIpaBOK O TPYAOBOH JA€ATENBHOCTH pPaOOTHUKOB WU
KCEPOKOIIHI JOKYMEHTOB, CBA3aHHBIX ¢ pabOTO# 1 MOATBEPKAAIOIIHNX CTaX pabOTEI
B YHHBEPCHTETE IIO 3aHUMAaeMOH HOJDKHOCTH.

4.14. TloproroBka HEOOXOJUMBIX MATEPHANIOB [0 YCTAHOBIICHHIO BBICIYTH
JIeT U CTaXKa.

4.15. IlpemocTtaBieHre HEOOXOOUMBIX MOOKYMEHTOB M CBEIEHHH IIO



IIEHCHOHHOMY CTPaxOBaHHUIO.

4.16. CocraBieHMe OTYETHOCTH II0 KaJApOBOMY COCTaBy B OpraHBbI
CTaTUCTHYECKOr0 HaOMIONEHHS | ApyTHe OPTaHNu3aI|H,

4.17. Pabora c¢ calitom WMHCTHUTYTa, MNpeIOCTaBIEHHE CBEACHHH O
IIeJarOrHYEeCKOM COCTaBe, PYKOBOAUTEISIX CTPYKTYPHEIX TIOAPA3ACIeHHA.

4.18. IlpueM, 3aronHeHHe, XpaHEHHE U BIJJa4a TPYIOBBIX KHIDKEK.

4.19. BeneHue ycTaHOBIEHHON JOKYMEHTALIMH I10 KaJpaMm.

4.20. IlomroroBka MaTepuasioB [UIi TIPEACTABICHHS IIepcoHAlla K
IIOOIIPEHUSIM U HaTPaKICHUSIM.

4.21. IlomroroBKka MaTepHaloB IO TIPHBICYEHHIO paOOTHHKOB K
MaTepHallbHOHN U JUCIUIITHHAPHON OTBETCTBEHHOCTH.

4.22. PaccTaHoBKa KagpoB Ha OCHOBE OLIEHKH MX KBATH()UKAIIAY, THYHEIX
M JIeJIOBBIX Ka4e€CTB M KOHTPOJIb 3@ IPaBUIBHOCTBIO PAaCCTaHOBKH PabOTHHKOB H
HCITONIB30BAHUA UX TPyAa B CTPYKTYPHBIX IOJpa3AeiICHHIX.

4.23. HsydeHue npodeCCHOHAIBHBIX, NENOBBIX H MOpPAIBHBEIX KAYeCTB
pabOTHHKOB B IIPOIECCE MX TPYIOBOH AEATEIEHOCTH.

4.24. OOecredyeHre COLUANBHBIX TapaHTHH TPYIAIIUXCSs B 001acTH
3aHATOCTH, COOIIONEHME TIOpsaKa TPYNOYCTPOMCTBA, IIPENOCTABIEHHE WM
YCTaHOBJIEHHBIX JIBIOT U KOMITEHCAITHH.

4.25. CocraBnenue rpaduka  OTIYCKOB, Yy4Y€T  HCIOIL30BAHUS
COTPyAHMKaMM OTIIyCKOB, O¢OpMJIEHHE OTIYCKOB B COOTBETCTBHH C
YTBEP)KICHHBIMU IpaQUKaMHu.

4.26. OdopmieHne NPUKa30B Ha KOMaHIUPOBKH.

4.27. Opranuzanus TabeIpbHOTO ydeTa pabodero BpeMeHH B CTPYKTYPHBIX
NoJpa3AeleHUsAX, CHCTeMaTH3allsl KOMIITIEKCHOTO TabeIbHOTO y4eTa B I[EJIOM II0
HuctutyTy.

4.28. KOHTpOIIb 32 COCTOSHHEM TPYZIOBOH AUCIIUILIAHEL B ITOAPa3IeIeHUIX
1 cobmoiIeHAeM pabOTHIKaMH TIPaBUJI BHY TPEHHETO TPYIOBOTO PACTIOPSI/IKA.

4.29. AHamu3 TeKy4ecTH KaJpoB.

4.30. OdopmieHue JIUCTKOB HETPYIOCIIOCOOHOCTH B YacTH, Kacarolencs
TPYIOBOH €STEIBHOCTH.

4.31. Pa3paboTka MEpONIPUATHIA IT0 YKPEIIICHUIO TPYIOBOM JUCLIUILIHHEI,
CHIDKEHUIO TEKy4YeCTH KaJpOB, TOTEPh pabodyero BpeMeHH.

4.32. PaccMoTpenue >xkano® Hu 3asBleHUM pabOTHHKOB IO BOIPOCaM
IIpHeMa, IIepeMelleHUi U YBOIbHEHHS, HApYIIEHUH TPy IOBOr0 3aKOHOIATEILCTBA.

4.33. IlpuHatTHe Mep K BBIABICHHIO M YCTpPaHEHHIO IIPHUYHH,
TTOPOKIAOIINX JKaJI00bl pabOTHUKOB. :

4.34. HHple (yHKOHH, NOPegyCMOTPEHHBIE JIOKAJIBHBIMH  aKTaMH
HUnctutyTa.

S. IIPABA U ITIOJITHOMOYHA OTAEJIA:
5.1. Pemats BOIpoOCH, CBsI3aHHBIE C KaIpOBEIMHU IIpOllecCCaMi, B Ipefeax
CBOEH KOMIIETEHITHH.
5.2. 3ampammBaTh B  CTPYKTYpHBIX mojpasnenenusx HWuctutyrta
HeoOXouMBble JaHHBIEe O paOOTHHUKAX, a IIpU NpueMe Ha paboTy U NepeMelIeHUIX



pabOTHHUKOB — MHEHHE PYKOBOIHUTENIEH COOTBETCTBYIOIINX I10[pa3Ae/IeHU.

5.3. KoHTponupoBaTh B CTPYKTYPHBIX IOApPa3C/IEHUSIX COOMIONEHUE B
OTHOIICHWH pabOTHUKOB TPYAOBOIO 3aKOHOAATENbCTBA, IPEAOCTABICHUE
YCTaHOBJICHHBIX JIBIOT U IIPEUMYILIECTB.

5.4. JlaBaTh pyKOBOIHWTEIISIM CTPYKTYPHBIX IoapaszeneHud WHcTHTyTa
o0s3arenbHBle NI WMCIOIHEHHS YKa3aHHs II0 BOIpOCaM, OTHOCSIIMMCS K
komrreteHIwmu Otaena.

5.5. TpeboBate ¥ mnoXydaTb OT BCE€X CTPYKTYPHBIX IOApa3IeIeHHH
WHCcTUTyTa CBeleHUs, He0OXOAUMEIE ISl BEIIOMHEHMS BO3JIOXEHHBIX Ha Otaen
3a7ad.

5.6. CaMOCTOATEIbHO BECTH IIEPENUCKY 0 Noa00py KagpoB, a TAKXKe IT0
IpyTMM BOIIpocaM, BXOAfIMIMM B KommeTeHImio Otnena W He TpeOyromum
coryiacoBaHus ¢ pekropoMm MHCcTUTYTA.

5.7. 3aBepsATh  KONMM  [OKYMEHTOB, CBSI3aHHBIX C  TPYyJOBOH
NesSTeTbHOCTBIO, BBI/IaBAEMBIX COTPYTHUKAM.

5.8. IlpencraBuTensCTBOBaTE B YCTAHOBJICHHOM IIOpSIIKE OT HUMEHH
HuctuTyra mo BompocaM, OTHOcsIuMMcs K KommereHuuu OtTpena, BoO
B3aMMOOTHOIIEHUIX C TOCYJapCTBEHHBIMH M MyHHUIIMIIAIbHEIMU OpTaHaMH, a TaKkKe
JIPYTUMH TPEANPHATHSIMH, OpTaHH3aIlUsSMH, YUYPEKACHHUSIMH, B - TOM YHCIE
areHTCTBaMHU IO HaliMy U CITy>x0aMu 3aHSITOCTH.

5.9. JlaBaTb pa3bsiCHEHHUs, peKOMEHIAlMM W yKa3aHWUsi II0 BOIIPOCaM,
BXOJSIIMM B KoMTieTeHIHI0 OTaena.

5.10. IIpoBoauTh COBELIAHUS M Y4aCTBOBATh B COBEIIAHUIX, IIPOBOIUMBIX
B MIHCTHTYTE 110 KaAPOBEIM BOIIPOCAM.

5.11. Paborauku OTnena o0s3aHbI:

- ofecne4yuTs COXPaHHOCTh IEPCOHAIBHBIX AAHHBIX PaOOTHUKOB INPU HX
obOpaboTke;

- cobmoaTh B cBoel paboTe HOPMEI IeHCTBYIONIEro 3aKOHOAaTeNIECTBA.

6. BBAUMOOTHOINEHMUS C IPYTUMHU CTPYKTYPHBIMHA
INOAPA3AEJEHHUSsIMHA
OTmen OCYHIECTBISET CBOK OESTEIBHOCTH BO B3aWUMOAEHCTBHH C
CTPYKTypHBIMH TOfpa3fieNeHussMAd VHCTHTyTa, HOKHOCTHBIMH JIMIIAMH H
BHEITHAMH OPTaHU3aI[HIMH B COOTBETCTBHM C ILIENIAMH, 3aa9aMHu U (GYHKIUIMH
Ortrnena.

7. OTBETCTBEHHOCTSH 1 OIIEHKA JEATEJBHOCTHU OTAEJIA

7.1. OTBEeTCTBEHHOCTh 3a HAIJIEXkallee M CBOEBPEMEHHOE BBIIOJIHEHUE
Otnenom GyHKUMN, OpegyCMOTPEHHBIX HacroAmmMm [JomoxxenuweMm, HeceT
pykoBomuTens Othena.

7.2. Ha pyxoBoautens Otaena Bo3iaraeTcs NepcoHalbHasi OTBETCTBEHHOCTD
3a:

7.2.1. opraHuzanuio AesatrenbHocTH OtTaesna IO BBIIOIHEHHIO 3a1ad H
GbYHKITHH, BO3OKEHHBIX Ha OTHer;

7.2.2. opraHuzanuro B OTaemne ONepaTUBHON U Ka4eCTBEHHOM MMOATOTOBKH U



coOIroIeHHe IPaBUII TOXKapHOH 6e301macHoCTY;

7.2.5. monbop, pacCTaHOBKY U AEATEIbHOCTH COTpyAHHKOB OThena;

7.2.6. COOTBETCTBHE MACHCTBYIOLIEMY 3aKOHOMAATENBCTBY BH3HPYEMEIX HM
IPOEKTOB TIPHKA30B, HHCTPYKIUH, ITOJ0XKEHHH U APYTHX JOKYMEHTOB.

7.3. Corpymuuku OtTnmena IIpH OLIEHKe [ENOBBIX KadecTB DPaOOTHHUKOB
0053aHBI HCXOAUTE TOJIBKO M3 O(UIIMATBEHO ITOTyYeHHBIX JaHHBIX U MaTepUalioB U He
BIIpaBe pasrilalllaTh WMEIOIIHECs] CBENECHHS O IIEPCOHAIBHBIX [aHHBIX U HWHYIO
uHDOpMAaIKIO 0 pabOTHUKAX.

7.4. OTBeTCTBEHHOCTh COTpyOHMKOB OTHena ycTaHaBIMBaeTCS HX
IOKHOCTHBIMU HHCTPYKIHAMH.

PazpaboraHo:

PykoBoauTens oTAeNa KaIpoB % M.C. S30Ba

CorjiacoBaHo:

PykoBoputens FOPO = i C.A. Py6moBa
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