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[MOJIOKEHUE
AE". Aot . 2O/ Ne %-/7
OO0 otene KajapoB
1. O0umue nosoxeHust
1.1 Otnen kaapoB (najnee - OTAEN) SIBISIETCS CTPYKTYPHBIM IOJpa3/IelieHUEM
Cankr-Ilerepbyprexoro roCcy/1apCTBEHHOIO O10/KETHOTO npo(ecCHOHATBHOIO
oOpasoBatesnbHOro yupewxiaenus «llerpoBeckuit komnemx» (namee — KOUICHK) H

OCYHIECTBJIACT CBOIWO JCATCIIBHOCTE IIOA OIIEPaTHBHBIM PYKOBOACTBOM Hayda/lIbHHUKa
YIpaBJCHHUs KaJIpoBOro v JJOKYMCHTALIHOHHOI'O obecneyeHus.

1:2. Otjes1 co3aercs U JIMKBUAUPYETCS [IPUKA30M JIMPEKTOpa KOJUIe/Ka.

1.3. Otaen BO3rIaBiIsieT HavYaJdbHHK, Ha3Ha4YaeMbId Ha  JODKHOCTL H
0CBOOOXK/1aEMBbIH OT JJOJZKHOCTH [PUKA30M JIMPEKTOPa KOJLJIE/1Ka.

1.4, PaGoTHUKKM oOTHe/la Ha3Ha4valoTcs M OCBOOOKIAIOTCA OT JOJIKHOCTEH
IIPUKA30M JUPEeKTOpa KOJUJIEIKA IO MPEeJACTaBJICHUIO HaYaJIbHUKA OT/iel/1a KaJpoB.

Ji3. B cBo€il 1eATeNBbHOCTH OTAE] PYKOBOACTBYETCS:

— Koncturynueii Poccuiickoit @eaepauuu;

— Tpynosbim Kogekcom PO,

— 3aKOHOJATEIbHBIMU M MHBIMU HOPMATHBHBIMH IIPABOBBIMH aKTaMH OpPIraHOB
rocyapCcTBEHHON BJIACTH U yripaBieHus PO;

— [TpaBunaMu, MHCTPYKIUAMH, METOJUYECKHUMHU PEKOMEHAAIMAMHU YUPEIKICHUH
apxuBHOMH ciy:k0b1 PD u aApyrumu AeHCTBYIOMIMMHE HOPMATHBAMHU 10 BOIPOCAM KaIpOBOTO
YN paBJICHHS;

— VeTaBoM KOIemKa;

—_ JlokasibHEIMM HOPMATUBHBIMU aKTAMH KOJUIEKA;

— Hacrosmuwm [lonoxenuem.

2. OcHoOBHbBIE 32/1a49H
2.1 KomruiekroBanue KolieaKa Kajapamu pabouunx, ClayxKalux, IpernojaaBaresieii
M CreuuanucToB  TpedyeMmblX InpodeccHid, creuMaJbHOCTEH W KBaJM(HUKALUMH B
COOTBETCTBUH € LIEJSIMU, CTpAaTErHel U MpoduieM KOJUIeKa, U3MEHSAIOIUMHUCS BHEIITHUMHU
M BHYTPEHHUMH YCJIIOBUSIMU €T0 JICATEIbHOCTH.

2.2. DopmupoBaHUe cTadMIBHO-pabOTAIOMIEro TPYI0BOI0 KOJIJICKTHBA.

A3 Yuer JIMYHOr0 COCTaBa M BEJAEHHE KaJApOBOH JOKYMEHTALHUH.

2.4, KouTtpons cobmo1eHus TpyA0BOi TUCIIUTLTHHEL.

2.5: Meroauueckoe M MHQOPMALMOHHO-JOKYMEHTAlMOHHOE  obecrieyeHue

aTTeCTALNH COTPY/AHHKOB.
2.6. KonTpoJib co0:110/1€HUS TPYIOBBIX U COIIMATBHBIX MPaB paGOTHUKOB.
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2.7.  Meroauueckoe CONpOBOKICHHE U KOHTPOJIb JOKYMEHTO000pOTa B KOJIJIE/UKE.

2.8. [lopnepxanue 54 YKpeIJIEeHHe MOJIOKUTEIBHOTO COIMAJILHO-
[ICUXOJIOTMYECKOr0 KJIMMaTa B OpraHu3aluy, [NpeaynpexIcHHe TPYAOBBIX KOH(JIMKTOB.
2.9, HopmatuBHoe obecrieyeHue JeITeIbHOCTH KOJLIE/ KA.

2.10.  ®opmupoBanue OaHKa BakaHCHH (COBMECTHO €  PYKOBOAMTEJIAMH
nojpasjeeHuil kouiexKa) Ha pabOTHUKOB B KOJUIE/UKE.

3 Opranu3annoHHas CTPYKTypa
3.1 CTpyKTYpy M INTaTHYIO YHCJICHHOCTh OT/AeNa YTBEPHKIAET JUPEKTOP
KOJIJIC/UKA, HWCXOAS M3  YCJIOBHUM M OCOOCHHOCTEH [JICATENBHOCTH KOJUIEKa, 10
[pejICTaBICHUIO HaYalbHIKA OT/Ie1a KaJIpoB.

HavanpHHK oT/€e/1a KaapoB

CekTop npuema, CeKTOp y4eTa CTyICHTOB
YBOJIbHCHHS 1 KOJUIEKA
NepCcoOHU(PHULIIUPOBAHHOTO
yuera

Cekrtop yuera pabOTHHKOB

KOJLTe KA

2 557 JIOMOKHOCTHBIE  MHCTPYKIIMH Ha pabOTHUKOB oOTAena paspabarbiBaer
Ha4aJbHUK OT/Ee/1a KaJpOoB.

3.3 CtpykTypa W IITaTHas YHUCIEHHOCTb MOXKET II€PECMATpPUBATLCS M3-3a

BHEIIHUX YCIOBUI M BHYTPEHHUX OCOOCHHOCTEH ACATEIbHOCTH KOJIIEKA.

4. @OyHKUHH

4.1. dopmupoBaHue W BeAeHHE OaHKa JAHHBIX O KOJMYECTBEHHOM H
KaYeCTBEHHOM COCTaBe KaJpoB.

4.2. POopMUpOBAHUE CIMCKOB MOJIOJABIX CIELMAIUCTOB M I10ja4a CBEACHUH B
[TDX]] 1o cotuaibHON MOAJAEPIKKE MOJIOABIX CIIELHMATIUCTOB.

4.3, OdopmiieHue Mep CONMATBHOW TOAJEPKKH  MOJIOABIM  ClCHHAIHCTAM
cornacHo 3akona Canxrt-IlerepOypra or 22.11.2011 N 728-132 (pexn. ot 12.12.2017)
«Counansueii kogeke Cankr-IlerepOypra» (mpunsrt 3C CI16 09.11.2011).

4.4. KonTpoaes n GpopmupoBanue 0aspl JaHHBIX 110 aTTECTALMH ME€JArOrMYECKUX H
PYKOBOAAILIUX paOOTHUKOB.
4.5. CBoeBpeMeHHOe 0opMIeHHE NTpUeMa, IepPeBo/ia U YBOJIBHEHUS COTPYAHUKOB

B COOTBETCTBHM C TPYAOBBIM 3aKOHOAATEIbLCTBOM, IIOJIOKEHUSAMH, HHCTPYKLUAMH H
[IpUKa3aMH JIMPEKTOpa KOJUIEDKa.



4.6. Yuer JINYHOIro cocTaBa.
4.7. Bbigaua cnpaBoK O HACTOSILEH M MPOULION TPYAOBOM AEATEIBLHOCTH
COTPYAHHUKAM KOJLJICZKaA.

4.8. XpaHeHHue M 3alOJIHEHME TPYAOBBIX KHWKEK, M BEJEHHUE YCTAHOBJIEHHOI
JIOKYMEHTALMU 110 KaJpaM.

4.9. OdopmieHre W XpaHEHWE JIMYHBIX JeJ, JIMYHBIX KapTodeK padOTHHKOB
KOJIJIE/UKA.

4.10. IloaroroBka (COBMECTHO € pYKOBOAMTEJISIMU IIOApa3/eJIeHUN KoJlle/Ka)
JOKYMEHTOB JUISl IIPE/CTaBICHUs IEpPCOHAIA K IOOLIPEHUAM M HarpaKICHHUsAM 3a 0C000
BBIJAIOIIMECS PE3YJIbTATHI U 3aCIyTH.

4.11. TloaroroBka JOKYMEHTOB I10 MEHCHOHHOMY CTPaxOBaHHUIO M Ipe/ACTaBICHHE
MX B OpraHbl COLUAIBHOr0 o0ecredeHusl.

4.12.  YcraHoBieHue npsMbIx cBsseit co CiayxxOaMu 3aHATOCTH:

— odopmIIeHHE U IIepe/lada 3asBOK Ha BAKaHCHU;

— [IPeIOCTABIEHHE €XKEMECSIUHOI0 OTUeTa O HAJIMUMK BaKaHTHBIX pabouyux MecT
(J10/KHOCTEH), BHITIOJIHEHUH KBOTHI [UIs MpHEMa Ha padoTy WHBAIHM/I0B.

4.13. TaOenpHbIH yyer.

4.14. CocraBiaeHue rpapuKoOB OTIYCKOB, Y4€T HCIOJIB30BaHUS pabOTHUKAMH
OTIIYCKOB, O(QOpMJIEHHE OYEpPEeAHBIX OTIYCKOB B COOTBETCTBUM C YTBEPIKICHHBIMH
rpaMKaMu U JOTNOJIHHUTEIbHBIX OTIIYyCKOB.

4.15. Opranusyer (COBMECTHO € pYKOBOJAMTE/ISIMH TMOJApa3JeleHuil KoJliemKa)
HaOJII0/IeHHE 3a MTPOXOKIAEHHEM pabOTHUKAMM UCTIBITATEILHOTO CPOKa M aJianTaliio HOBBIX
pabOTHUKOB.

4.16. TlpoBoaut cobeceqoBaHME ¢ KaHJWJaTaMUd HA BaKaHTHBIE JO/DKHOCTH MU
BaKaHTHbIe paboyne MecTa, OCYLIECTBISAET OTOOP M paCCTAHOBKY KaJpOB Ha OCHOBE OLIEHKH
MX KBAJIMQUKALMHY, IMYHBIX U JIEJIOBBIX Ka4yecTB.

4.17.  JIOKyMEHTaLMOHHOE OPOPMIIEHHE U YUET CIyKEOHBIX KOMAHIUPOBOK.

4.18.  Paccmarpusaet xajo0bl ¥ 3asiBJIeHUs] padOTHUKOB 10 BOIIPOCAM HapyLICHUS
TPYAOBOI'O 3aKOHO/IATE/IbCTBA PYKOBOAUTENSIMU CTPYKTYPHBIX NOAPa3IeIeHUH, IPUHAMACT
MEpbl K YperyJIMpoBaHUIO CIIOPOB.

4.19.  KoHTpoiupyeT HUCIOIHEHHE PYKOBOAMTENSIMHU CTPYKTYPHBIX IMOJIpa3/ICIeHHM
TPY/OBOIO 3aKOHO/1aTEIbCTBA, JIOKAJbHBIX HOPMATUBHBIX AKTOB KOJIJIEHXKA I10 KaJpPOBBIM
BOITPOCAM.

4.20. OOecrieunBaeT MpejOCTAB/IECHHE COLMAJIBHBIX M TPYNOBBIX TrapaHTHi
paboTHUKAM KOJUle/Ka, IPeAyCMOTPEHHBIX TPYAOBLIM 3aKOHOAATEILCTBOM U JIOKAJIBHBIMU
HOPMaTHBHBIMU aKTaMU KOJIJIe/XKa.

4.21. IlpoBoauT aHanu3 MPUYUH TEKYUYECTHU KaJpOB.

4.22. Bepnenue mITaTHOrO pacnucaHus KOJJIeIKa.

4.23. CocTaBiaseT OTYETHOCTh IO YUYeTy KaJpoB M paboTe ¢ KajJpaMH U B
YCTAHOBJICHHOM  IIOpsJKE [IPEACTaB/IA€T €€ JUPEKTOpY KOJUIEJAKa, B  OpraHbl
rOCy/IapCTBEHHON BJIACTH M MECTHOI'O CaMOYIIpaBJICHUs, IICHCUOHHBIE OpPraHbl U OpPraHbl
COLMAJILHOIO 00ecIeYeHHH.

4.24. Tloaroroska MatepuasoB JUlsl IpeA0CTaBieHUs pAOOTHUKOB K MOOLIPEHHSIM.

4.25. lloaroroBka MatepuasioB [0 MPUBICYEHUIO PaOOTHHUKOB K MaTEpUaIbHOHU U
JAUCLMIUIMHAPHOH OTBETCTBEHHOCTH.

4.26. B npenenax KOMNETEHLMHM OTAEla- 3allUuTa CBEACHMI, COCTaBIISIFOLIMX
roCcy1apCTBEHHYIO TalHY, U MHBIX CBEICHUI OrPaHUUYEHHOIO PaCIPOCTPAHEHHUS.

4.27. Paccmorpenune xano® W 3agBiaeHUH paOOTHHKOB IO BOMpPOCAM IpHEMA,
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[IEpEMELLUECHHS U YBOJIbHECHUS, HAPYLUEHHs TPYA0BOI0 3aKOHOAATE/ILCTBA.

4.28. CBOeBpeMEHHOE BBISIBJIEHHE M KOHCTPYKTHMBHOE paspelieHUe TPYIOBIX
KOH(IUKTOB.

4.29. Bepaenue 1eJ10MpoOU3BOACTBA, (HOPMUPOBAHHE W OTIPABICHHE/TIOJYyUEHUE
KOPPECIOHAEHIIMU U JIpyroil MHGOpPMAalLMU MO 3JEKTPOHHBIM KaHallaM CBA3H 110 BOIIpOcam
JeSATeIbHOCTH OT/ea.

4.30. TlpoBepka ¥ nmpuUeM JHYHBIX €] U3 IPUEMHON KOMUCCHU HA BHOBb IPHUHATBIX
CTYJIEHTOB.

4.31.  Perucrpauus BHOBb IPUHATHIX CTYAEHTOB, 9KCTEPHOB B IOMMEHHOM KHHUIE.

4.32. Perucrpanus npuka3oB M0 CTy/I€HTaM U UX oOpadoTka.

4.33. Bpljgaya KoOnuii aTTeCTaTOB M JIUIIOMOB OOY4YalOMUMCS, OKOHYMBIIMM WJIH
OTYMCIIEHHBIM M3 KOJIJIE/DKA.

4,34, XpaHeHHE U BeJleHUE JIUYHBIX /1€ CTYJAEHTOB.

4.35. Benenue, KOHTpOJb U nepenayva 0a3bl JAHHBIX CTYACHTOB, Ul MOJYYEHHUs
MPOE3JHBIX TOKYMEHTOB, B OT/AeN paboThl ¢ maccakupaMu Y npasieHust MeTpononaureHa.

4.36. OcylecTBIEHUE HKCIEAUIMOHHON 00pabOTKH JIOKYMEHTOB, IIpHEM H
OTIPaBIIEHUE KOPPECTIOHIEHIINH.

4.37. @opmupoBaHHE HOMEHKJIATYPHI J€/ KOJUIE/Ka.

4.38. IloBeimenne kBaqupuKanuu pabOTHUKOB OT/Aeda KaapoB, IIPOBEACHHE
COBEIIAHHWI H KOHCYJIBTHPOBAHUE 10 BOIIPOCAM, OTHOCSLIMMCS K KOMIIETEHIIMHU OT/IE1a.

4.39. Benenue xypHaia BelJjaud KHUr npoTokonoB 3acenanuii ['ocynapcTBeHHOI
aTTECTAIlMOHHON KOMUCCHU U UX XpaHEHUE.

4.40. Benmenwe KHHUI 10 BblIaye JUIUIOMOB TIOCYyJdapcTBEHHOro obpasua,
yIOCTOBEPEHUIN 1 aKaJIeMUYECKUX CIIPABOK.

4.41. Bepaenue paboTbl 110 KOMILUIEKTOBAHUIO, XPAHEHHIO, YYETY M HCIOJIb30BAHUIO
ApXUBHbIX JIOKYMEHTOB, 00pa30BaBILLUUXCA B X0/1€ AeATEIbHOCTH OTAea.

4.42.  Jlenonpou3BO/ICTBO B OT/EII€ BEIETCS B COOTBETCTBUM C HOMEHK/IATYPOH e,
YTBEPIKIEHHON JUPEKTOPOM KOJLIEIKA.

5. IIpaBa

Otjien KaApoOB UMEET NPaBo:

5.1, 3anpaiiMBaTh B CTPYKTYPHBIX NOJpa3JeNeHUSAX HEOOXOAMMBIE [aHHBIE O
COTpY/IHUKAX, a MpU MPUEME U MEPEMEILUEHUAX COTPYAHMKOB — MHEHHE PYKOBOJIUTEICH
COOTBETCTBYIOLIUX CTPYKTYPHBIX I10/1pa3/Ie/IeHUH.

5.2 KOHTpOJIMpOBaTh B  CTPYKTYPHBIX  IOJApa3felieHHsX CcoOMI0JeHHe B
OTHOILECHHUU COTPYAHHMKOB 3aKOHOAATEIbCTBA O TPYyAE, INMPEJOCTaBACHHE YCTAHOBJICHHBIX
JBIOT M MIPEUMYILECTB.

3.3 TpebGoBarh OT pyKOBOAMUTENEH CTPYKTYPHBIX MOApPa3IeIEeHUN MPeaCTaBICHN
o0bsicHeHUH 10 akTaM HapylIEeHUs TPYIOBBIX IpaB paOOTHUKOB KOJIJIEKa.
5.4. JlaBatb  pYKOBOJAMTEIAM  CTPYKTYPHBIX  MOJApasJejIeHUN  KoJ/lIe/Ka

00s13aTe/IbHBIC I8 UCIIOJIHCHHS YKasaHusa 110 BOIIpOCaM, OTHOCAIIHUMCA K KOMIICTCHLHH
oTaeja Kaapos.

.5, TpeGoBaTh M moJydaTh OT BCEX CTPYKTYPHBIX I[OJApa3Je/JeHUN KOJlle/rKa
CBeJIeHUsI, HeOOXO0UMBIE /I BBIMOJIHEHUS BO3JIOKEHHBIX Ha OT/1e]1 3a/ay.
3:0. CaMOCTOATEIBHO BECTH IMEPENHUCKY MO BONpocaM noadopa KaapoBs, a TakkKe

[0 JIPYI'UM BOIPOCaM, BXOISIIMM B KOMIICTCHIIMIO OT/e/Ia i He TPeOyIoIUM COriiacoBaHus
C IMPEKTOPOM KOJLJIEIXKa.
S [IpencraBuTenbCTBOBATH B YCTAHOBJIEHHOM IOPSIKE OT UMEHH KOJLIEKaA I10
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BOIIpOCaM,  OTHOCANIMMCSA K  KOMIIETEHLMM  OTAe/]a BO  B3aUMOOTHOIIEHUSAX C
roCy1apCTBCHHBIMA M MYHUIMIIAJILHBIMU OpraHaMiu, a TakKXKXe€ JAPpYTUMH YUPCKICHUAMH,
OpraHusalusMH, B TOM YHCJIC ar€HTCTBAMH 110 Haf{M}’ H CJTY)KﬁaMH 3aHATOCTH HACCJICHMA.

5.8. JlaBatb pa3bsACHEHUSA, PEKOMEHIALINH U YKa3aHus 110 BOMPOCaM, BXOIAIINM B
KOMIIETEHLHIO OT/era.
5.9. [IpoBoauTh coOBellaHus M Y4acTBOBaTb B COBELIAHUSX, I[POBOJAMMBIX B

KOJUICJKE 110 KaJI[pOBLIM BOITpOCaM.

6. OTBeTCTBEHHOCTDb
6.1. OTBETCTBCHHOCTh 3a Ha/UIeXkKallleeé U CBOCBPEMEHHOE BBITIOJHECHHE OT/IC/IOM
(QyHKIMH, IPelyCMOTPEHHBIX HACTOSIILIUM IMOJIOKEHHUEM, HECET HaYaJIbHUK OTJIE/Ia KaJIpoB.
6.2. Ha HavasibHUKa OT/Ie/1a KaJpoB BO3/1araeTcs rnepcoHaibHas OTBETCTBEHHOCTh

3a:

6.2.1. Opranuszanuio AeSTeJbHOCTH OTAE]a IO BBIMOJHEHHIO 3ada4 ¥ (DYHKIIMIA,
BO3JIOKEHHbIX Ha OTJIelI.

6.2.2. CoOmoaenune pabOTHHKaMM OTAe/la TPYAOBOH W  IPOU3BOJCTBEHHOM
JUCLMILIUHBI,

6.2.3. OOeccrieueHre COXPAHHOCTH HMYILECTBA, HAXOJALIErocs B OTAele H
C00JI10/IEHHE NpaBUJ1 OKapHOH 0€30MMacHOCTH.

6.3. OTBETCTBEHHOCT, pabOTHUKOB OT/A€Na KaJApoB yCTaHABIMBAeTCs MX
JO/DKHOCTHBIMU MHCTPYKIIUSMH,

8 B3aumopeiicTeue (cayxedHbIe CBA3H)
7.1, Oten KaJpoB OCYIIECTBIAET CBOK JEATENIBHOCTh BO B3aUMOJEHCTBHHM CO
CTPYKTYpHBIMH TTofpa3aenenuamu KHBIILL.
12 Jlnga  BeinoiHeHWs (YHKUMA M peanusallud MpaB, I[PeIyCMOTPEHHBIX

HACTOAIIMM TMosiokeHueM, OTaen B3aMMOJEHCTBYET B Ipejesiax CBOEH KOMIETEHLHUH C
OopraHaMM MECTHOIO CaMOYIIpaB/IeHHs BO BceX cepax CBOEH IeATEJIBHOCTH HAa OCHOBE
JAEHCTBYIOIET0 3aKOHO1aTe/IbCTRA.

7.3 OTzies1 OCYIIECTBISIET CBOK) JEATENBHOCTh BO B3aUMOJICHCTBHU CO BCEMH
CTPYKTYPHBIMH TOJpa3/ie/IeHUSIMM KOJUIe/KA, a TAKKe CO CTOPOHHMUMM OpraHu3alusiMHu B
COOTBETCTBUH € PEIIAEMBIMU 3a/Ja4aMH.
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JIMCT COI'IACOBAHHUSA

K ITosio:kenuio 00 oraesie KaapoB

PaszpaboTuuk:

Havanshuk otaena kaapos

COI'JTACOBAHO

IOpuckoHCyIbT

HavaneHuk ot/1€71a HOPMAaTUBHO-
METOIMYECKON JIOKYMEHTAIIUU
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