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1. OBIIUE MMOJIOKEHUSA
1.1. OTaen kanpoB (zajnee - OTAeN) IBISETCA CTPYKTYPHBIM MOpa3IeieHueM HHCTUTYTA.
1.2. OTaen co3naercss U IUKBUAUPYETCA MPUKA30M PEKTOPA.
1.3. OTaen noguuHAETCS PEKTOPY.
1.4. Otnen co3gaercs ¢ 1eNbl0 0OeceueHus] OpraHru3aliy TPYIOBBIMU peCcypcaMu,
KOMIUIEKTOBAHMS KaJipaMH CITy>Kalux TpeOyeMbIx npodeccuii u KBanupuKaiuy B
COOTBETCTBHH C 3a/la4aMH U HAIIPABIICHUEM €€ JIeATEIBHOCTH, pa3paboTKu KagpOBOii
MIOJIUTUKH, COOTIOJICHUS TIPAB, JIbIOT U TapaHTHl paOOTHUKOB B 00JIACTH TPYAOBOTO
IpaBa, a TaKXe BEJACHUS KaIpOBOIro JEJIONPOU3BOJCTBA B COOTBETCTBUU C
3aKoHOAATENLCTBOM PD.
1.5. B cBOEH A€ATENBHOCTH OT/AEN PYKOBOJCTBYETCS:

- Konctutynueit P®;

- TpynoBsim koziekCcOM PO;

- @enepanbHbIMU 3aKOHaMU PD;

- Yka3amu u pacniopsokenusimu Ilpesunenra PO;

- [locranoBnenusamu u pacnopskeHusMu [Ipasurenscra PO;

- l'ocynapcTBeHHOI cCTEMON JOKYMEHTAIMOHHOTO 00ECIIEYeHHs YIIPaBICHUS
('CaoY);

- I'ocynapcrBennbiMu ctanaaptamu (I'OCT);

- HopmartuBHbIMEU akTamu, pa3paboTaHHBIMU U YTBEpKIeHHBIMU PocapxuBowm;

- [lepeyHsiMH THUITOBBIX YIPaBIEHUYECKUX JOKYMEHTOB;

- YCTaBOM MHCTUTYTA,

- JIokanbHBIMH HOPMATUBHBIMU aKTaMU MHCTUTYTA.

2. CTPYKTYPA OTAEJIA
2.1. CTpykTypa M KOJTUYECTBO IUITATHBIX EAUHUI] OTJIE]a YTBEPKAACTCS MPUKAZ0OM
peKTopa.
2.2. Otnen nogUUHSETCS HAYAJIbHUKY OT/IEJA.

3. OCHOBHBIE 3AJTIAYH
3.1. OcHOBHBIE 3aJ1a4 OTAEA:
- mpyeM Ha paboTy U pacCTaHOBKA KaJpPOB;

- YUCT JIUYHOI'0 COCTaBa pa6OTHI/IKOB;
- BCACHUC KaApPpOBOI'O ACIOIIPOU3BOJACTBA,

- OCYLIECTBIIEHUE BOMHCKOIO y4erTa.
4. DYHKIIUHN

B ¢gyHKIIMM oTnena BXOIUT:

4.1. Onpenenenrie U pa3padOTKa KaJAPOBOM TMOJHUTUKH W CTPATETHH B COOTBETCTBHUH C
HaIpaBJICHUEM JCITEIHPHOCTH HHCTUTYTA U C(PEpOit €ro ACATEIHHOCTH.

4.2. ®opMUpOBaHUE MITATHOTO PACITUCAHUS UHCTUTYTA.

4.3. Onpenenenue TeKyIIel MOTPEOHOCTH B KaJipax.

4.4. ITonOop kBaIM(UUKUPOBAHHBIX CIEIHUATUCTOB MTYTEM:



- "H(OpMHUPOBaHUS paOOTHUKOB OpraHU3alMU 00 UMEIOIINXCS BAKAHCUSX;

- 00palleHUsI B OpraHbl CIyKObl 3aHATOCTH;

4.5. KoMIuleKTOBaHME OpraHu3alii HEOOXOAMMBIMH KaJpaMHU B COOTBETCTBUU C
KpUTEPUSMHU 0TOOpA M OLIEHKON HAHMMAeMOTI'0 IIEpCoHalIa, B TOM YHCIIE:

- IepeMeleHrne pabOTHUKOB BHYTPU HHCTUTYTA;

- IpUeM Ha paboTy HOBBIX paOOTHUKOB.

4.6. JloxymeHTtanpHOe o(opmiIeHHE TpHeMa, MEPeBOJla U YBOJbHEHUS PaOOTHUKOB B
COOTBETCTBUH C TPYAOBBIM 3aKOHOJATEIILCTBOM - O(QOPMIIEHHE TPYIOBBIX JOTOBOPOB C
pabOTHUKAMU W HM3MEHEHHM K HHUM, IMOATOTOBKA IPOEKTOB MPHUKA30B IO JUYHOMY
COCTaBY, OTITyCKaM, KOMaHAUPOBKaM, PEMUSIM U OCHOBHOM JI€ATEIbHOCTH OpraHU3ALINH,
3aI0JIHEHUE JIMYHBIX KapTOYeK paOOTHUKOB.

4.7. Benenue paboThl C TPYAOBBIMU KHIKKAMHM, B TOM YHCJIE€ C OyMaXXHbIMU U
AJIEKTPOHHBIMU BapUaHTaMHU.

4.8. YueT ITMYHOro cocTaBa MyTeM COCTABJICHUS PA3JIMYHOTO BHJIA OTYETOB.

4.9. CocraBneHue rpaduKoB OTIYCKOB, O(OpMIIEHHME MPUKA30B O IMPEAOCTaBICHUU
pabOTHUKAaM pAa3IMYHBIX BUIOB OTIYCKOB, y4Y€T KOJMYECTBA HCIOJb30BAaHHBIX JHEU
OTITyCKa.

4.10. OdopmiieHre U yUET CIIYKEOHBIX KOMaHIUPOBOK (ITOATOTOBKA MPOSKTOB MIPUKA30B).
4.11. Pabora ¢ tucTKaMu HETPYIOCTIOCOOHOCTH.

4.12.0Opranu3anust 3alIUIIEeHHOTO AIEKTPOHHOTO TOKYMEHTO000pOTa MEX/Yy OTJEICHUEM
[lencuonnoro ¢onna PD u wuHCTUTYTOM B LEISIX MNpoBepKH ¢akta OoOydeHus u
JOCTOBEPHOCTH CBEJIEHUI 00 00yUeHUH JIUII, MPEACTABUBIINX CIPABKH 00 0OYUCHHH.
4.13. Opra"uzanusi 3alIUIIEHHOTO  3JIEKTPOHHOTO  JOKYMEHTOO00OpOTa  MEeXAy
ornenenueM llencuonnoro ¢onma P® u uHCTUTYTOM B paMKax 3JIEKTPOHHOTO
MH(POPMALIMOHHOTO B3aUMOJIEHCTBUS 0 MPEAOCTABICHUIO JOKYMEHTOB, HEOOXOIUMBIX
JUIS yCTaHOBJIEHMS], BBIIUIATHI U JJOCTABKH IIEHCHUU.

4.14. IloaroToBKM M BblAaya CIPaBOK O 3aHUMAEMOMW JIOJKHOCTU M NEpUOJE pabOThl B
UHCTUTYTE.

4.15. B3auMo1eiiCTBHE CO CTOPOHHUMH OPTraHU3alASIMU:

- BOCHHBIMH KOMHCCapHaTaMHM IO BONPOCAM IIOCTAHOBKH, CHATHS C BOMHCKOTO ydeTa
pabOTHUKOB MHCTUTYTA U O0YUYAIOIIUXCS, UX YUETa U MPEJOCTaBICHUS OTYETOB.

- IIGHTPOM 3aHSTOCTH MO BOIPOCaM MPEOCTaBICHUS HHPOPMAIMHN O BBHIIOTHEHUH KBOTHI
U TipueMa Ha paboTy MHBAJIMJIOB, CO3JAHHBIX WM BBIJEICHHBIX pabO4YMX MecTax AJis
TPYJAOYCTPONCTBA MHBAJINUOB B COOTBETCTBUH C YCTAaHOBJICHHOW KBOTOM AJIs MpHEeMa Ha
paboTy MHBAIHUJIOB.

4.16. IlogroroBka KaapOBOW AOKYMEHTALMM JUIsl MEpeAadyd B apXWB MHCTUTYTA IS
JaJIbHENIIET0 XpaHEeHHUS.

4.17. IlonroroBka MaTepuaoB JUIsl PEACTaBIECHUS PAOOTHUKOB K ITOOLIPEHHUIO.

4.18. IloaroroBka MaTepuajoB JJIsl MPUBICYECHUS PAOOTHUKOB K JUCHUIUIMHAPHOU
OTBETCTBEHHOCTH.

4.19. KonTtpoisib 3a COOJIIOJIEHUEM IUCLUUIUIMHBI TPyJa U BBIIOJHEHUEM pPaOOTHUKAMU
[TpaBui1 BHYTpEHHETO TPYAOBOIO PaCIOpPsAIKa U UHBIX JIOKAIbHBIX HOPMAaTHUBHBIX AKTOB.
4.20.KoncynpTupoBanue  paOOTHUKOB ~ MHCTMTyTa 1O  BOIpOCaM  TPYAOBOIO
3aKOHOJATEIbCTBA, B TOM UMCJIE U OTBETHI Ha 3apPOCHI, )Kaj00bl, 00palleHus.

4.21. UndopmannonHoe obecrieueHne; KOHTPOJIb MPOBEACHUS aTTECTALlMH, BBIMIOJTHEHUS
pELIEHNN aTTeECTAMOHHON KOMHUCCHH.

4.22. OmnpeneneHue MOTPEOHOCTH B MOBBIINICHUN KBAJIW(UKAIMH, MEPETOArOTOBKE WIN
oOyudeHuu pabOTHUKOB, JOKYMEHTaIbHOE O(hopMIIeHHE HApaBIeHHs Ha 00yUYECHHUE.



4.23. Pa3paboTka KOMILJIEKCA MEP O MOBBIILIEHNUIO MOTHBALIMK PAOOTHUKOB.

4.24. Ananu3 TeKy4ecTH KaJpoB.

4.25. ®opmupoBanue 0a3bl AJis BeAEHUs PenepalbHOTO peecTpa CBEIECHUH O
JIOKyMEHTax 00 oOpa3oBaHuu U (WJIM) O KBaTU(PUKAIIMK, TOKYMEHTaX 00 00y4eHHH.

4.26. Benenue MUYHBIX J1e71 00YYarOIIUXCS.

4.27.0dopmiieHne 1 y4eT IPUKA30B IO OCHOBHOM JIEATETLHOCTH, TUIYHOMY COCTaBY, IS
ciyxe0Horo nois3oBanus, OIIIIK, oxpane Tpyna, 1BUKEHUIO 00yUaIOIIUXCSL.

4.28. 3aka3, mpueM, Bblaya, y4eT JBUKCHHS, XPAHEHUS U BbIOBITHS OJJAHKOB TOKYMEHTOB
CTPOTOM OTYETHOCTH.

4.29. 3aka3, mpueM, ydeT IBWKEHHUS, XpAaHEHUS U BBIOBITUS OJAHKOB CTYJECHYECKHX
OWMJIETOB U 3aUETHBIX KHUKEK

5. ITIPABA U OBSA3AHHOCTH
5.1. PaGoTHUKM OT/I€]Ia UMEIOT MPaBO:
- B3aMMOJICHCTBOBAaTh MO BOMPOCAM, OTHOCAIIMMCS K KOMIIETEHIIMU OTAeNa, C APYyrUMHU
OJPa3ACICHUAMU OPTraHU3allii, TOCYIAPCTBEHHBIMA U MYHUIUMIIAJIBHBIMUA OpraHaMu, a
TAKXKE€ IPYTUMH OPraHU3aAlUSIMU;

- TpeboBaTh OT BCEX CTPYKTYPHBIX MOJApA3ENEHU Marepuaibl U CBEICHMUS,
HE0OXO0UMBbIE ISl BHIMOTHEHUS! (YHKIUM, BO3JIOKEHHBIX Ha OTIEN;

- KOHTPOJHMPOBATH COONIOACHUE TPYAOBOTO 3aKOHOAATENICTBA B MHCTUTYTE, a TaKXKe
JaBaTh pa3bsICHEHUS MO TMpUMEHEHHI0 HopMm TpynoBoro kozexkca P® u  uHBIX
HOPMATHUBHBIX aKTOB;

- TIPEACTABIATH MPEIOKECHHS IO MOBBIIMICHUIO YP(HEKTUBHOCTH U COBEPIIICHCTBOBAHUIO
NEATEeIbHOCTH BCEX IMOJpa3/ieIeHU MHCTUTYTa B YaCTH, OTHOCAIICHCS K KOMIETEHIIUU
oTIena;

- IPCACTABUTCIILCTBOBATL B YCTAHOBJICHHOM ITOPSAJIKC OT UMCHU MHCTHUTYTA 110 BOIIPOCaM,
OTHOCAIIMUMCSA K KOMIICTCHIIMM OTACIAa, B TOM YHCJIC U 110 BOIIpOCaM Hoz[6opa nepcoHalna,

- 3aBEPATH JOKYMEHTHI 10 JITYHOMY COCTaBY, BbIJIaBaeMbIe pAOOTHUKAM WHCTUTYTA.
5.2. PaOOTHUKM OTIIENa 00S3aHbI;

-00€eCneuYnTh COXPAHHOCTD MEPCOHANIbHBIX JJAHHBIX PAOOTHUKOB MPHU X 00pabOTKE;
- co0JII0/1aTh B CBOEH pabOTe HOPMBI JEHCTBYIOIIETO 3aKOHOJATEIhCTBA.

6. BBAUMOJIEVICTBUE CO CTPYKTYPHBIMU MOAPA3AEJEHUSAMHU
Otnen B mporecce BHIMOMHEHUS (QYHKUINH, BO3JIOKEHHBIX HA HETO, B3aUMOJICHCTBYET CO
BCEMH CTPYKTYPHBIMU HOJPA3ICIICHUSIMHU:

6.1. Tlo BompocaM TmOMy4deHUs  3asABICHUHN; OOBSICHUTEILHBIX 3aIMCOK; JIMCTKOB
HETPYAOCIOCOOHOCTH.

6.2. Ilo Bompocam mpEeAOCTABICHUSI CHPABOK; BBIMUCOK, KOIMHHA 3alpaninBaeMbIX
JOKYMEHTOB.

7. OTBETCTBEHHOCTD
Otxen HEceT OTBETCTBEHHOCTD:
7.1. 3a HeCBOEBpEMEHHOE U HEKaYECTBEHHOE BBITIOJHEHNE BO3JIOKCHHBIX Ha OTIEI 3a/1a4.
7.2. 3a HecoOJII0ICHHE 3aKOHOIaTEIIbCTBA B 00JIACTH TPYIOBOTO TIpaBa.
7.3. PaboTHUKM OTHENa HECYT TMEPCOHAIBHYIO OTBETCTBEHHOCTh B IIpejeliax
JTOJDKHOCTHBIX 00S3aHHOCTEH, ONPEIeICHHBIX TPYIOBBIM JIOTOBOPOM.



7.3.1. PaGoTHuKM OTAEna MOTYT ObITh MPUBJICUYEHBl K NUCHUILTMHAPHOW, MAaTepUaIbHOM,
YrOJIOBHOW  OTBETCTBEHHOCTM B Cllyda€ W B  TOPSJKE, MNPEAyCMOTPEHHOM
3aKOHOJIaTEJIHCTBOM.

7.3.2. llopsimok mnpuBlieYeHUs K JUCHUUIUIMHAPDHOW OTBETCTBEHHOCTHU IMPEAYCMOTPEH

[IpaBunamu BHYTPEHHETO TPYIOBOTO PACIIOPAIKA



	4.25.  Формирование базы для ведения федерального реестра сведений о документах об образовании и (или) о квалификации, документах об обучении.

	4.26. Ведение личных дел обучающихся.

	4.27.Оформление и учет приказов по основной деятельности, личному составу, для служебного пользования, ФППК, охране труда, движению обучающихся.




