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[Tonoxxenue 00 oTnene KaJIpOB 00J1aCTHOTO O¥OIKETHOTO
po(eccCuoHaNbHOTO 00pa30oBaTeIbLHOTO YUYPEKICHUS «Kypckui
rOCY/IapCTBEHHBIN  TMOJMUTEXHUYECKUUA  Koiemx» (mamee —  IlomoxkeHue)
pa3paboTaHO HAa OCHOBAHUH:

— @enepanbHoro 3akoHa ot 29.12.2012 Ne 273 — @3 «O6 obpa3oBaHuu B
Poccniickon ®@enepanuny;

— YcraBa 06;1acTHOTO OFOIKETHOTO MPOGEeCcCHOHATBHOTO0 00pa30BaTEILHOTO

yupexaeHus: «Kypckuit rocy1apcTBEeHHbIN MOJUTEXHUUECKUN KOJUIIECIIHK.

1. O0ue moJI0KeHus

1.1. Hacrosmee [lonoxxenue periaMeHTHPYET IIeNb, 3aaaud, (YHKITHH,
CTPYKTYpy OTJAela KaJpoB OOJACTHOTO OIO/HKETHOrO0 MpodheCCUOHATBHOTO
oOpazoBaTenbHOTO yupexaeHus: «Kypckuil rocy1apCTBEHHBIM MOJUTEXHUYECKUN
komemx» (nanee — OBIIOY «KI'TIK», komnemxk).

1.2. Otnen kaApoB SABIAETCS CTPYKTYPHBIM MOAPA3/ICTICHUEM KOJUIEKA.

1.2. Otaen kapoB CO3AETCS U JUKBUAUPYETCS MPUKA30M JUPEKTOPA.

1.3. Otnen kaapoB NOAUYUHSAETCA HEOCPEICTBEHHO AUPEKTOPY KOJLIIEIKA.

1.4. B cBoeil 1eATeNbHOCTH OTJEN KaAPOB PYKOBOJICTBYETCS:

1.4.1. [JelicTBytouuM 3akoHoaTeabcTBoM Poccuiickoit denepanny;

1.4.2. YcTraBoM KOJIJIEIKA,

1.4.3. Hacrosmum IlosioxkeHHueM W HMHBIMHU JIOKAIBHBIMU HOPMATHUBHBIMU
aKTaMU KOJUIe/KA.

2. llesib M 3a1a4H 0T/1€/1a KAJPOB
2.1. Lenp oTmena KagpoB - 3TO CHOCOOCTBOBaHWE OCTHIKCHHUIO IIEIed

OpraHu3aly IyTeM oOOecnedYeHruss HEOOXOAUMBIMHU KajapaMu U 3(HPEKTUBHOTO

HCIIOJIBb30BaHM IIOTCHOMAIa pa60THI/IKOB.
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2.2. OCHOBHBIMH 33/1a4aMU JEATEILHOCTH OT/ENIa KaJAPOB SBIISIOTCS:

— 1moa00p, pacCTaHOBKA KaJpPOB;

— HW3yYCHHE JCIIOBBIX W MOpAJbHBIX KayeCcTB pPAaOOTHUKOB IO HUX
MPAKTUYCCKOHN JCSITCIBHOCTH,

— yYeT KaJpoB;

— obecniedyeHue npas, IbIOT U TAPAHTUN PAOOTHUKOB KOJIIEKA.

3. ®yHKIUH 0T/Ae]1a KAIPOB
3.1. /lns peanu3anii OCHOBHOM II€JIN OTJIEN KaJPOB BBIMOJIHAET CIEIYIOINE

GyHKLIUU:

— KOMIUIEKTOBAaHME KOJUIEIXKa KaJpaMu [EeJaroru4eckux paOOTHUKOB,
aJIMUHUCTPATUBHO-YIIPABICHUECKOTO, y4eOHO-BCIIOMOTaTeIbLHOTO u
0OCITy>KHUBAIOUIEr0 NEPCOHAA,

— ¢opmupoBaHue © BeleHHWE OaHKa [JaHHBIX O KOJUYECTBEHHOM H
KaueCTBEHHOM COCTaBE KaJIpOB;

—noabop W OTOOp pabOTHUKOB COBMECTHO C  PYKOBOJHUTEJIEM
NoJIpa3/ieJIeHu U BHECEHHE NPENJOKEeHHM 00 MX Ha3HAYeHUM Ha yKa3aHHbIE
JOJDKHOCTH;

— opopmieHHE TPHKA30B O MpUEME M JAPYrod HEOOXOAMMOM MJisi ITOTO
JOKyMEHTAIU Y,

— UHQOPMHUPOBAaHWE pAaOOTHUKOB BHYTPU KOJUIE)Ka 00 HMMEIOLIUXCS
BaKaHCHSX, UCIIOJIb30BAHUE CPEJICTB B MAacCOBOW MH(OpManuu AJig pa3MenieHus
OOBSIBIICHHUI;

— YCTaHOBJIEHUE MPSAMBIX CBSI3€H CO CIyKO00M 3aHATOCTH;

— opopmieHue mpuemMa, TMEpeBOJa M YBOJbHEHUS pPaOOTHUKOB B
COOTBETCTBHUH C TPYJOBBIM 3aKOHOJIATEIBCTBOM, MOJIOKEHUIMH, HUHCTPYKIUSAMU U

MpUKa3aMu TUPEKTOPA,;
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— YYeT JINYHOT'O COCTAaBa,

— BbIJIaya CIPABOK O TPYJIOBOM I€ATEIbHOCTH paOOTHUKOB KOJUIEIKA,

— IpHEM, 3alI0JIHEHNE, XPAaHEHHE U BblJa4ya TPYIOBbIX KHUXKEK;

— BE/JICHUE YCTAHOBJIEHHOM JIOKyMEHTallUM [0 KaJpoBol paboTe B
COOTBETCTBUM C HOMEHKJIATYPOH A€,

— MOJArOTOBKA MAaTe€pHasoB Ul NPEACTABICHUS NEPCOHANA K MOOIIPEHUSIM
JTUPEKTOPY KOJUIEIKA,

— MOATrOTOBKAa MaTEpUaOB 10 MPUBJICYEHNUIO PAOOTHUKOB K MAaTEpUAIbHOM
U JTUCLHUIUIMHAPHON OTBETCTBEHHOCTH;

— MNOJArOTOBKA  COOTBETCTBYIOIIMX  JOKYMEHTOB 1O  IE€HCHOHHOMY
CTPaXOBaHUIO U MPEJICTABICHUE UX B OPraHbl COLIMAIBHOTO O0eCIeueHus;

— o0ecrnieyeHne COIMANbHBIX TapaHTU BBICBOOOXKAAIOMIMXCS PaOOTHUKOB,
IPEIOCTaBICHUEM YCTAHOBIICHHBIX JIbIOT U KOMIICHCALIH;

— COCTaBJIeHHE TpaUKOB OTIYCKOB, y4Y€T HCIIOJIb30BaHUA PaOOTHHUKAMHU
OTITyCKOB, O()OPMIIEHHE OUYEPEAHBIX OTITYCKOB B COOTBETCTBUH C YTBEPKICHHBIMU
rpaukamu;

— KOHTPOJb 32 COCTOSIHUEM TPYJIOBOM NHMCUMIUIMHBI B MOAPA3AEICHUIX
KOJUIe/pka W CcoONIoZieHHEM pabOTHUKAMU NPaBWJ BHYTPEHHErO TPYAOBOIO
pacnopsiika,

— aHaJIN3 TEKYy4ECTH KaJIpOB,;

— IJIAHUPOBAHUE M KOHTPOJIb MOBBIIICHUS KBATU(PUKALNUN MEAArorndecKux
pabOTHUKOB Ha OCHOBE MPEAJIOKEHUI HayalbHUKA OT/ENa Y4eOHO-METOAMYECKON
padoTHI;

— OCYIIECTBJICHHE pPAa0OTHl MO MOJArOTOBKE HArpaJHbIX MaTepHalioB Ha

pa6OTHI/IKOB, BCIACHHUC YUCTA HAI'PAAHBIX JIHUII.
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4, CTpyKTypa oTaesa KaapoB

4.1.CTpykTypy M IITAaTHY!O YHCIEHHOCTb OTAENAa KaJapOB YTBEPKIAET
JTUPEKTOP KOJUIEIXKA.

4.2. B mitat oTAena KaapoB BXOJAT:

— HaYaJbHUK OTJEJa KaJIPOB;

— CHEUHUAIUCTHI IO KaJpam.

4.3. OTaen BO3riaBisieT HAYAJIbHUK, HA3HAYAEMbIN Ha JOJHKHOCTD MPUKA30M
JTUPEKTOpA.

4.4, 3aMmelieHMe HayajJbHUKA OTJEJa KaJpOB B IEPHUOJI €ro OTCYTCTBHUSA
BO3JIaraeTcst Ha paboTHUKA (CIENUATIUCTA 110 KaJpaMm) paclopsKEHUEM JUPEKTOpa.

4.5. PaboTHUKM oOTHAeNa KaapoB HAa3HA4YalOTCSd Ha JOJDKHOCTH U
O0CBOOOXKIAIOTCS OT JIOJDKHOCTEHM MPHUKAa30M JIUPEKTOpa MO MPEACTABICHHUIO
HavyaJbHUKA OTJIeNIa KaJpOB.

4.6. PacripeneneHre JOJDKHOCTHBIX OOS3aHHOCTEW MEXIy CIelUaIucTaMu
10 KaJjpaM BO3JIaraeTcsl Ha HaYaJIbHUKA OTJIeJIa KaJpoB.

4.7. Jlns obecnieueHus CBOCH ACATEIHPHOCTH OTACI KaAPOB UMEET IITaMIThI U
KpYIUIyIO TIe4aTh C HAMMEHOBAaHUEM OTJIENA.

5. IIpaBa
5.1. OTnen kaapoB UMEET MPaBO:

5.1.1. 3ampammBath B CTPYKTYPHBIX THOJpa3JeieHUSIX HEOOXO0IUMBbIE
JaHHbIE O paOOTHUKAX, a MPU MpueMe Ha paboTy U NepeMelIeHUsIX paOOTHUKOB —
MHEHHE PYKOBOJIUTEJIEH COOTBETCTBYIOIINX CTPYKTYPHBIX IOAPa3ACICHUMN;

5.1.2. KontponupoBaTh B CTPYKTYPHBIX IOAPA3JEICHUAX COOIIOJCHHUE B
OTHOIIEHWH pabOTHUKOB 3aKOHOAATEIbCTBA O TpyJAe, MPErOCTaBIICHUE

YCTAHOBJICHHBIX JIBI'OT U IIPEUMYIIICCTB,
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5.1.3. JlaBaTh pyKOBOJIUTENSM CTPYKTYPHBIX MOApA3/ICICHUN 00s3aTeIbHbIC
JUISL MCIIOJIHEHUS YKa3aHUs 0 BOIPOCAaM, OTHOCSLIMMCS K KOMIETEHLUU OTAEIIa
KaJIpOB,;

5.1.4. TpeboBarb W mOIy4YyaTh OT BCEX CTPYKTYPHBIX MOJpa3ieiICHHI
CBEJICHUS, HEOOXOIUMBbIE JJI BBIITOJHEHUS BO3JI0KEHHBIX Ha OT/EN 3a/1ay;

5.1.5. [aBaTh pa3biCHEHMs, PEKOMEHJALMM M YKa3aHHUs IO BOIMpOCaM,
BXOSIIUM B KOMIIETECHIIUIO OTAENA,;

5.1.6. YuacTBOBaTh B COBELIAHUSAX, TPOBOJUMBIX B KOJUIE/IXKE 1O KaJAPOBBIM
BOIIPOCAM.

6. OTBEeTCTBEHHOCTH
6.1. OTBETCTBEHHOCTh 3a HaJJICXKAIlee M CBOCBPEMEHHOE BBINOJHCHHE

ornesoM (YyHKIUNA, TPEAYCMOTPEHHBIX HACTOSIIUM  TOJOKEHUEM, HECeT
HayaJbHUK OTJIENIa KaJpOoB.

6.2. Ha HavanmpHMKa OTJEda KaJApOB BO3JaraeTcss IepcoHaIbHas
OTBETCTBEHHOCTH 3a:

— OpraHM3aIIo JACSITEIBHOCTU OT/ENa MO BHITIOJHEHUIO 3a/1a4 U (QyHKIIHH,
BO3JIOXKEHHBIX Ha OTJIEIT;

— OpraHu3alyil B OTAENE ONEPATUBHOM M KAYE€CTBEHHOW NOATOTOBKUA W
WCIIOJTHEHUSI JOKYMEHTOB, BEJCHHE JIEIONMPOU3BOJICTBA B COOTBETCTBUH C
JNEUCTBYIOIIMMH MPABUJIAMU U UHCTPYKIUSIMH;

— CcoOMIoZIeHNEe COXPAaHHOCTH MMYIIECTBA, HaXOSIIErocs B OTHENe, U
COOJTI0O/IEHNE TIPaBUII MIOKAPHOU 0€30MTaCHOCTH;

— 1oa00p, paCCTAaHOBKY U JESATEIHHOCTh PAOOTHUKOB OT/IENA;

— COOTBETCTBHE [JEUCTBYIOLIEMY 3aKOHOJATEIIbCTBY BHU3ZHPYEMBIX WM

MIPOEKTOB MPUKA30B, HHCTPYKLNW, ITOJIOKEHUN U APYTUX JOKYMEHTOB.
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/. PeopraHuzanus v JUKBHUIAUS OTAeJa KAJAPOB

7.1. Otmen KaapoB MOXET OBbITh PEOPraHU30BaH WIM JMKBUIUPOBAH
IIPUKA30M JUPEKTOPA KOJUIEIKA.

7.2. VI3MeHeHNe HAWMEHOBAaHUS OTJena KaapoB OQOPMIISETCS MPUKA30M
KOJUIEZKA U COMPOBOKIAETCA BHECEHHEM U3MEHEHN B HacTosinee [lonoxenue.

8. 3aki0unTeIbHBbIE M0JI0OKEHUS

8.1. Hacrosimee [1onoxeHue BCTyNaeT B CUILy ¢ MOMEHTA YTBEPKICHHUS.

8.2. Bompockl, He yperyJiMpoBaHHbIe HacTosmMuM [lonoxxeHuem, mojexar
YPETYJIMPOBAHUKD B COOTBETCTBUM C JICMCTBYIOIIMM  3aKOHOJATEIbCTBOM

Poccuiickon @enepanuu, J0KaJIbHBIMA HOPMATUBHBIMU aKTaMHU.
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