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1. O6mue moJ10KeHUsI

1.1. Hacrosimiee Ilosioxkenue o0 orjiese kajpoB balmmaHTHHCKOrO KOJUIE/DKa
uvenn ®.I. Tlonosa (dunman) ¢enepajbHOrO rocy1apCTBEHHOTO O10/1KETHOTO
00pa30BaTEIILHOIO  YUPEXJICHHUS  BBICHIETO obpazoBanusi  «KanMbILKHi
rocyJapcTBeHHbIN yHuBepcuteT umenu b.b. I'oposoBrkoBay» (nanee - KOJJIEK)
perjiaMeHTUpYeT JesATebHOCTb OT/IelIa Ka[poB (manee - oTzeN).

1.2. B cBOEl 1eATeIbHOCTH OT/Ie] KaJIpOB PYKOBOJACTBYETCS!

- Koncruryuueii Poccuiickoit @enepaniuu;

- Tpynosbim Koziekcom Poceuiickoit dejiepanium;,

- DepepanbHbIM  3aKOHOM 0T 29 jexabps 2012 r. No 273-03 «O6
ob6pazosanuu B Poccuiickoit Denepaninm»;

- @egepanbubiM 3akoHOM 0T 27 wmions 2006 roza Ne 152 - @3 «O
IIEPCOHAJIBHBIX JIaHHBIX);

- henepanbHbIMK 3aKoHaMu Poccuiickoit dejiepanny;

- yKazamu U pacropsbkenusivu 1pesujienta Poccutickoii denepanuu,

- [OCTAaHOBJEHWSIMH M pacropspkeHusiMu [IpaBuTesbCTBa Poccuiickoi
Oenepanuy,

- 3akoHamu Pecrry6nuku KajiMbIkus,

- Ilpukasom Munwucrepersa npocperienus PO or 24 aprycra 2022 r. N 762
«O6 yreepkaennn llopsika opraHusalvu ¥ OCYIICCTBICHHA obpa3oBaTesbHON
JIeSITeJIbHOCTH 110 00pa30BaTelIbHBIM porpaMmmaM Cpe/IHero npodeccnoHagbHOro
o0pa3zoBaHuUs»;

- Ycrasom KanmI 'Y

- Tonosxenuem o bamanturckom kosemke umenu @.I. Tloroa (puiuaie)
denepaabHOro rocy1apcTBEHHOrO OI0JPKETHOIO 06pa3oBaTeIbHOIO YUpPexKIACHUSA
BBICIIEr0 06pa3oBanus «KalMbILKK# rocy/1apcTBEHHBIH YHUBEPCHTET MMCHHA b.b.
['opo/0BUKOBa», YTBEpiK/IeHHOe Penienuem Vyenoro cosera ®I'BOY BO
«KammI'Y», nporokost Ne10 or 21.10.2022 ropna;

- JIOKQJIbHBIMU aKTaMH KOJIICIKA;

1.3. Choeunuaquct OTJeNa KaJpoB, HazHadaeTcss Ha JOJDKHOCTH H
0CBOOOKIAETCS OT JIOJDKHOCTH IIPUKA30M JIMPEKTOpa KOJIICKA.

1.4. JlosKHOCTHBIE — OOS3aHHOCTHM  CIHEIMAIMCTa  yCTaHABIMBAIOTCH
JIOJKHOCTHON MHCTPYKIMEH.

1.5. OTaei KajapoB MOAYMHSAETCS AUPEKTOPY KOJUIe/KA.

2. CTpykrypa
2.1. CTpyKTypy M LITAT OT/EJa yTBEPKAACT AUPEKTOP KOJUIEKA.

3. OcHoBHBIE 32/12a4H1

3.1. Yuactue B 110J100pe U pacCcTaHOBKE KaJpOB.

3.2. Yyer JIMYHOrO COCTaBa ¥ BeJIeHUe KaJpOBOH IOKYMEHTAIIUH.

3.3. KoHTpoJIb 3a COCTOSHHEM TPYAOBOH IMCLUMIUIMHBL B MOAPA3ACICHIIX
KoJule/pka W cobmofeHre pabOTHUKaMK IIpaBuil  BHYTPEHHEro  TPYAOBOTO
pacropsi/iKa.

3.4. ®opMupoBaHUE KaJIPOBOTO pe3epBa.



3.5. KoHTposib co0II01eH s TPY/IOBbIX M COLUAIBHBIX TIPaB pabOTHHUKOB.

3.6. llojuepanue W yKpeIUIeHHe  TMOJIOKHMTEIBHOro  COLHaNbHO
ICHXOJIOTMYECKOro  KiuMaTa B KOJUIEJDKE, — MpeJynpexiaeHne  TPy/TOBbIX
KOH(JIUKTOB.

3.7. Orzes npuUMeHseT B cBoel paboTe COBPEMEHHbIC UH(pOpPMaLMOHHBIC
TeXHOJIOTMH Ui paboThl C Kajapamu, CpEICTBa B3aUMOJICHCTBHS W CBSI3U;
paccMaTpvBaeT BO3MOXXHOCTH ~ BHEIPEHHS  HEPEOBOTO OTEYECTBEHHOI'O U
3apy6eKHOTO OIbITa PabOoThI C EPCOHAIOM;

3.8. TIpOBOJAMT COLMOJIOrMYECKHE WU TCHXOJIOrMHECKHe HCCICA0BAHMA,
HalpaBJIeHHbIE HA COBEPIICHCTBOBAHWE OpraHU3allMk Tpyaa, IPOU3BOJICTBA H
yIpaBJIeH s, IIOBBIIIEHHE IPOIYKTHBHOCTH KOJLIC/UKA;

39. Bo B3aMMOJEHCTBHM C JPYIMMH CTPYKTYPHBIMHM [O/(pasAC/ICHUIMH
n06uBaeTCs COOIIO/ICHUS TIPABHJI K HOPM OXpaHbl Tpy/la.

4. @PyHKuuu

4.1. JlJokyMeHTHPOBaHHUE NIPHUEMa, IEPEBO/IA, YBOJILHEHHA pabOTHHKOB.

4.2. T1puem, 3aroHEHNE, XPaHEHHUE U Bb1jlaua TPYIOBBIX KHIDKCK.

4.3. Beenue yueTa JIMYHOTO COCTaBa PAOOTHUKOB KOJLIC/KA, odopmieHue
JIMYHBIX JIeJ1, TOArOTOBKA M Bbljaua Mo TpeOOBaHMIO paGOTHUKA CIIPABOK U KOINH
JIOKYMEHTOB.

4.4, BejieHye yuera pyKasoB 110 JIMYHOMY U IEPEMCHHOMY COCTABY.

4.5. Cocrapjienre rpaduka OTIYCKOB M Y4€T MCIONB30BaHMUS OTIyCKOB, a
taKxke ohopMmIIeHHE OTITYCKOB.

4.6. TlojroToBKa JOKyMEHTOB, HEOOXOIMMBIX  JUIs  HATPKICHMA
paGoTHUKOB [TOUeTHBIMM IPaMOTaMH, MOYCTHRIMU 3BaHMAMHU, MpeJICTaB/ICHUs] Ha
HarpaxiaeHue.

4.7. CBOEBpEMEHHOE BHECCHHME B JIMYHBIC KapTOUKW M TPYHOBBIC KHWKKH
y4eTHBIX JaHHBIX.

4.8. O3HaxomieHre ohOPMISIONMXCS Ha padoTy, ¢ yCIOBUAMH Tpyla H
[IpaBUJIAMU BHYTPEHHETO TPYI0BOI0 PaclopsA/Ka;

4.9. Beienue yuera craxka pabOTHUKOB;

4.10. TTopneprxka cBszu ¢ LI3H n aJIMUHHUCTpALIe TopoJia;

4.11. TloarotoBka TpeOyeMbIX MaTepuajoB M OTHYETOB IO Kajpam H
[peJICTaB/ICHNE MX B BBILICCTOSAIIME OPraHU3alliy,;

4.12. OdopmiieHne HeOOXOAMUMBIX CIIPABOK, BBIIMCOK U3 TPYJLOBBIX KHIKEK
1 IPYTUX JJOKYMEHTOB, CBA3aHHbIX C paboToit 11 pabOTHUKOB;

4.13. ®opMupoBaHUe apXKuBa OBIBIIMX pabOTHUKOB KOJUIEKA,

4.14. OdopmiieHre U Bbla4a J1yOIIMKaTOB TPYAOBBIX KHIKEK,

4.15. Pa3paboTka IIpOrHo30B, ONPE/ICICHUE TeKyllei NoTpeOHOCTH B KaJapax
1 HCTOYHMKOB €€ YJIOBJIETBOPEHHUs Ha OCHOBE M3YHeHHUs PhIHKA TPY/d.

4.16. Bpiiaua crpaBoK O HacTOSIICH U MPOLIOH TPYAOBOH AEATEILHOCTH
pabOTHHUKOB.

4.17. TloxroroBka MaTepuajoB IO IPHUBJICUCHHUIO pabOTHUKOB K
MaTepuasbHON 1 JIMCIUIUIMHAPHON OTBETCTBCHHOCTH.



4.18. W3yuenue npoQeccHoHalbHbIX, ACJIOBBIX M MOpPAJIbHBIX KadecTB
paGOTHUKOB B IIPOIIECCE X TPYIOBOH NEATEILHOCTH.

4.19. TloAroTroBKa COOTBETCTBYIOLIMX JIOKYMEHTOB I10 TEHCHOHHOMY
CTPaXOBaHMIO U MPEJICTABICHUE UX B OPraHbl COLHUAILHOTO obecrieueHus.

4.20. TaOenbHbBIN yUeT.

421. Bejenue paboThl MO KOMIUIEKTOBAHMIO, XPaHCHHUIO, ydeTy H
MCIIONB30BAHMIO APXMBHBIX JOKYMEHTOB, 00pa30BaBIIMXCs B XOAC ACATEILHOCTH
oTena.

5. IlpaBa

Oraen umeeT 1paso:

5.1. Tlonmy4yaTh OT CTPYKTYPHBIX nojipa3/ieIeHui  KoJuIe/ka JOKYyMEHTBI,
HEOBXOAMMBIE JUTsl OOpPMIIEHHST IIpHUeMa, NIepeBo/ia, KOMaHMpOBaHUs, OTIYCKa 1
yBOJIbHEHUS PAOOTHUKOB.

5.2. JlaBaTh B Mpejeiax CBOCH KOMIIETEHI[MH MPEIOKCHUS CTPYKTYPHBIM
nojpaszieieHussM  KOJUIe/ka 1o 1ofbopy, y4eTy, pacCTaHOBKE H MOJITOTOBKE
KaJpoB.

5.3. BHOCHTb NpeUIOKeHHs JUPEKTOPY KOJUIe/Ka M0 COBEPLICHCTBOBAHMIO
paboThl ¢ KaJ[paMHu.

5.4. llpencraBuTeNbCTBOBATh B YCTAHOBJICHHOM  IOPSJKE UHTEPECHI
Kojule/pka 10 BOIpOCaM, OTHOCSIMMCS K KOMIIETCHLMH — OTAENa,  BO
B3aMMOOTHOLIECHUIX C TOCYJApPCTBEHHBIMM M MYyHHIHNAJIbHBIMKU OpraHaMu, d
TaKKe APyruMHU IPEAIPUATUIMHI, OPraHu3aluAME, yIPEKACHHAMH.

5.5. YyacTBOBaTh B COBELIAHMSX, IIPOBOJAMMBIX KOJUIEIDKEM, IO BOIPOCAM,
OTHECEHHBIM K KOMIIETEHIIMU OT/ela.

6. OTBEeTCTBEHHOCTD

6.1. OTBeTCTBEHHOCTh 3a HajyleXallee M CBOCBPEMEHHOEC BbITMIOJIHCHHUE
otziesioM (DYHKIHUH, MPeayCMOTPEHHBIX HACTOSIINM [TonoxeHueM, HECET OTAEeI
KaJIpoB.

6.2. Ha cnenmanucta oT/ena KaJpoB Bo3jlaraeTcst OTBETCTBEHHOCTD 3.

6.2.1. Opranu3ainuio OrnepaTuBHOW U KayeCTBEHHOW IOJArOTOBKU U
MCIIONIHEHUsT JIOKYMEHTOB, BeJCHHE JEJONPOU3BOACTBA B  COOTBETCTBHH €
JeACTBYIOLIMMH MPaBUJIaMK U HHCTPYKIMSAMH.

6.2.2. OfecriedeHHe COXPAHHOCTM  MMYINECTBA,  HAXOMLICrocs B
[TOMEIIEHUH OT/ieNa, U COOJIIoIeHre paBril U HOPM OXpaHbl TpyJa U MOXKapHOM
0e30MacHOCTH.

6.2.3. COOTBETCTBHE JICHCTBYIOIIEMY 3aKOHOATEIBCTBY M3rOTABIMBACMbIX
OTJICJIOM [IPOCKTOB MPUKA30B, MHCTPYKIUH, N10JI0KEHUH 1 IPYTUX JOKYMEHTOB.

6.3. OTBETCTBEHHOCTb COTpPYIHHKA OTAeda KajpoB YCTAHABIMBACTCS
JIOJDKHOCTHOM HHCTPYKLHUEH.



JMpeKTopa KOJUICIK

7. B3aumMooTHOIIIEHHS OTAesa KaJApoB
¢ APYTrUMH NOo/Apa3/ie/IeHUAMH KoJ1J1e12Ka

| Ilpexcrasisier: BCeM MOJpa3/eeHASIM

[lonyudaeT OT MOAPa3/eIICHIH

IPOECKTHI [IpUKa30B, UHCTPYKILUH, IIPOCKThI
JIOrOBOPOB, o0Os3aTesbcTBa U JIPYTUe aKThl

KoJulepKa

1. Konuu NpUKa3oB, CBsizaHHbIX | 1. PacnopsbkeHuss W Jpyrue

[pHEMOM, IepeMellleHrHeM, YBOJIbHCHHEM | MATEPHAIILL, o BOITPOCAM

pabOTHHUKOB; npueMa, IepeBojia Ha JPYrylo

2. Komuu IpHKazoB 10  BOIpocam paboTy, yBOJIbHEHHUs paOOTHHKOB;

TpYNOBOHA  JUCUMIUIMHBI, — W3MCHEHUIO s M3meHeHus J10JDKHOCTHOIO

paBuI BHYTPEHHETO TPYJIOBOTO | OKJIA/1a;

pacriopsijika 1 pyrue; 3. BpiHeceHHe MMOOLPEHUH U

3 Konuu MpuKa3zoB MO [OBBIICHUIO B3bICKAHWH,

KBaM(pUKaKd paOOTHHUKOB; 4. Marepuaiibl 110 3a1pocy;

4. Komuu MPUKa30B Ha IOOIIPEHHUE | 5. VY cTaHOBJIEHHYIO

pabOTHUKOB, OTYETHOCTh

5. HopmaTuBHbIE — JTOKYMEHTBI IO 6. JIOKyMEHTbl HEOOXO/IMMBIC

nepcoHU(PUIMPOBAHHOMY YIETY; JUisi TIEHCHMOHHOTO o0ecrevYeHus

6. OtueT 0 cocTaBe paboYMX. pabOTHUKOB KOJIJIE/DKA
[IpecTaBisieT: FOPUCKOHCYIIBTY [TosyyaeT OT FOPUCKOHCYJIbTa

i Jlng  OpoBepKM M BU3UMPOBAHUS 1. 3aKII0YeHus], ITUCbMEHHbBIE

U YCTHBIC clpaBKu TIIO [IpaBOBbLIM
BOIIPOCaM, BO3HHUKAIOIIUM B

ouepeIHbIX OTIyCKax PabOTHUKOB,
MOOLPEHHUH.

C TOUKM 3pEHMsl ~ COOTBETCTBUSI ~ HX | A€STEIBHOCTH OTACIIA.
JIeHCTBYIOLLIEMY 3aKOHO/ATEIIbCTBY P®.

IIpesacrapisieT: OyXrajiTepuu [TonydaeT OT OyXrajrepuu
1. Tabenn yuera pabouero BpeMeHH; 1. CBeenusi o 3apaboOTHOM IIATEe
2. CBejieHus O MpueMe, YBOJIbHEHHUH, npy  [OpuemMe  Ha pabory,

[TOOIIPEHUH PAOOTHUKOB.

8. [lopsi10K BHECEH sl H3MEHEHH T 1 JOTOJIHEHH
8.1 Wsmenenus u jonojHenus B [lonoxeHne BHOCATCH IPUKa30M

a 110 IpeacTraBICHUIO oTjgeia KaapoB H BHOCSTCS B JIMCT

perucTpaliy M3MEHEHUH U BHECCHUS nononuenuit (ITpunoxenue Nel).

FOpUCKOHCYJIBT j{%i%éu?__ C. B. Jlxxymaiuena

CoriacoBaHo:
Crenanuct 110 Kajapam

MU.D{ ~ B.I'. Humsesa




JIner perucrpanuy U3MeHeHHH H BHECEHHUsI JAOMOJIHEHH

[Tpunoxxenue Nel

No N nyHKTa Jlata Kparkoe cozepkanue Jlata, Ne [Toxnuch
1\t JIOKYMEHTA, B BHECEHHUSI U3MEHEHUS\IOTIOJTHEHUSI IIPOTOKOJIA Jdna,
KOTOPbIE H3MEHEHUSI BHECLIEr O
BHECEHBI HU3MEHEHUS
HU3MEHEHHUS
( ~
OOKYMEHT NMOAMMCAH
OINEKTPOHHOM NOAMUCBLIO
Ceptucukat: 12C1DF65AF5168D340538A163D260976
Bnapeneu: Oarees Bnagumup Ybylwaesny
LencteuteneH: ¢ 09.03.2023 oo 01.06.2024
. J
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