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I. OGuue nos10KeHust

1. Otnen kangpoB (manee otnen) ®I'BOY BIIO CraBpomnosbckuii rocy1apCTBEHHBIN
arpapHblii  yYHMBEpPCUTET (Janee  YHUBEPCHTET)  SBJISETCS  CaMOCTOSITEbHBIM
CTPYKTYPHBIM IOJIpa3/I€JIeHUEM. '

2. Otzen co3maeTcs ¥ JUKBUAUPYETCS IPUKA30M PEKTOpa YHUBEPCUTETA.

3. Otzen BO3riaBiseT HayalbHUK, Ha3HAYaeMblid Ha JOJDKHOCTh IIPUKA30M pEeKTOopa
yHuBepcuTeTa. OTIen MOAUUHAETCS PEKTOPY YHUBEPCUTETA.

1.4. Otnen co3maercs ¢ IeNbl0 o0ecreyeHns OpraHu3aluu TPYAOBBIM PECYPCaMHU,
KOMIUIEKTOBAHUS KaIpaMH CIyXalux TpeOyeMbIx mnpodeccuid U KBaauduKaluu B
COOTBETCTBUHM C 3aJaYaMM M HaIlpaBJIEHUEM ee JNesTeJIbHOCTH, pa3pabOoTKH KaJpOBOM
TIOJIUTUKH YHUBEPCHUTETA, COOJIFOICHUS TIPaB, JbIOT ¥ TapaHTHi pabOTHUKOB B 00JI1aCTH
TPYZOBOTO TpaBa, a TaKXKe BEIeHHs KaJpOBOIo JENIONPOMU3BOJACTBA B COOTBETCTBUHU C
3aKOoHO1aTenbCcTBOM PO.

1.5. B cBoeii AeSTENBHOCTH OT/I€N PyKOBOJACTBYETCS:

- Konctutyuueii PO;

- TpynoBeim konekcom P@;

- enepanbHpMH 3aKOHaAMU PD;

- yKazamHu U pacnopspkeHusiMu IIpesunenra PO;

- IOCTAHOBJIEHUSIMH U pacriopspkeHusiMu [ IpaBurensctsa PD;

- T'ocymapcTBEHHOM CHUCTEMOM JIOKYMEHTALMOHHOIO ofecreuyeHHs YyIpaBlIeHuUs
I'CAOY);

- rocynapctBeHHbIME ctaHaapTamu (I'OCT);

- HOPMaTHUBHBIMH aKTaMH, pa3pabOTaHHBIMU U YTBEPXKAEHHBIMH PocapXuBom;

- MIePEeYHsIMU TUIOBBIX YIPABJIEHYECKUX JOKYMEHTOB,

- IlpaBunamu BeleHHsS W XPaHEHUsS TPYJOBBIX KHIJKEK, M3TOTOBJIEHUS OJIaHKOB
TPY/IOBO# KHMXKH U 0OecrieueHHsi UMM paboToaTesen;

- MHCcTpyKLIKe# 110 3al0JIHEHUIO TPYAOBBIX KHHXKEK,

- YcTaBOM YHUBEPCUTETA,

- IOKQJIbHBIMH HOPMAaTHUBHBIMU aKTaMH;

- HacTosiuM [lonoxxeHueMm.

II. ®ynxkuuu
1. KoMIiekToBaHWE YHUBEPCUTETA KaJpaMH paboduX, CiIyKallux, Ipodeccopcko-
NpenojaBaTebCKOro  CocTaBa M CHELHUAIUCTOB  TpeOyeMblX  mpodeccui,
CIIENMAILHOCTEN ¥ KBATU(UKAIIMK B COOTBETCTBHH C LIENSAMM, CTpaTerueil u npopuiem,
U3MEHSIONIUMUCS BHEITHUMH M BHYTPEHHUMH YCIIOBUSIMH €0 NeATEIbHOCTH.
2. ®opmupoBaHUE U BeleHue OaHKa JaHHBIX O KOJUYECTBEHHOM M Ka4eCTBEHHOM
COCTaBe KaJpoB.
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3. ITon6op 1 0T6Op pabOTHUKOB COBMECTHO C PYKOBOJMTENISIMU 3aMHTEPECOBAHHBIX
MONpa3NeNeHUH M BHECEHHE COOTBETCTBYIOIIMX MPEIOKEHHH 06 MX HA3HAYCHMN Ha
YKasaHHBIC NOJDKHOCTH, OQOpMIIEHHEe IpPHKAa30B O IpHeMe Ha paboty u apyroii
HEOOXOMMOI JUIsSI 3TOro JOKyMeHTaLHH, :

4. JlokymenTansHoe opopmieHHe mprema, NIEPEBO/Ia ¥ YBOJbHEHUSI PAOOTHUKOB B
COOTBETCTBUM C TPYNOBBIM 3aKOHOJATENLCTBOM - OOPMIIEHHE TPYLOBBIX JIOTOBOPOB €
pabOTHUKaMH ¥ HM3MEHEHMH K HHM, MOrOTOBKA MIPOEKTOB IPUKA30B 110 JTHYHOMY
COCTaBy M OCHOBHOH JESTENbHOCTH YHHBEPCMHTETA, 3allOJHEHHE JIMUHBIX KapTo4ek
pabOTHHKOB.

5. Y4er nuuHoro cocrasa.

6. Bblmaua cnpaBok o Hacrosmeid wu NPOLITON TPYIOBOH JESTETbHOCTH
pabOTHHKOB.

7. IlpueM, 3anonHenye, XpaHeHHE U BbIIada TPYHAOBBIX KHUXKEK.

8. BeZlenue ycTaHOBIIEHHO JOKYMEHTAIHH T10 KaJapam.

9. IloArotoBKa MaTepHANIOB JUIsl IPeICTABJICHHS NIEPCOHAJIA K MOOIIPEHHSIM.

10. TloaroroBka matepuanos 1o NIPUBJIEYEHUIO PaOOTHUKOB K MAaTepUAIbHON M
AVCLUIITHHAPHON OTBETCTBEHHOCTH.

11. Mzyuenne npodeccHoHaNbHBIX, 1EIOBBIX U MOpPAJIbHBIX Ka4eCTB pabOTHUKOB B
IIPOLIECCE MX TPYIOBOM JEATENHHOCTH.

12. TloaroroBka cOOTBETCTBYIOMIKX AOKYMEHTOB I10 TIEHCHOHHOMY CTPaXOBaHHIO U
NIPECTaBIICHUE UX B OPraHbl COIUATIBHOTO 00ECIeYeHUS.

13. Beinaua cpasok o pa6ote B YHHUBEPCUTETE, 3aHUMaeMOH JIOMKHOCTH U pasMepe
3apabOTHOM IJIaThI.

14. KonTponp 3a obecnedyeHnemM coMMaTbHbIX TapaHTHW TPYyASIIUXCS B 00JIACTH
3aHSTOCTH, cobmoieHus NopsiKa  TPYAOYCTPOMCTBA U nepeoOyveHus
BBICBOOOX/IAIOIINXCS PaGOTHUKOB, MPENOCTABICHHS WM YCTaHOBJIEHHBIX JIb[OT U
KOMIICHCAIUH.

15. CocraBnenne rpapuxos ormyckos, YY€T HCHOJB30BaHUS pPabOTHUKAMH
OTIYCKOB, O(GOPMIICHHE OYEpEeHBIX OTIIYCKOB B COOTBETCTBHH C YTBEPKICHHBIMU
rpaduKamMu U JIOTIOHATENBHBIX OTITYCKOB.

16. TaGenpHBII y4eT u OCyIIecCTBIEHHe BOMHCKOTO yderTa.

17. Kontpone 3a cocTosHMEM TPyIOBOH IHCLUILIMHEI B 1oApa3aesIeHusIX
YHMBEPCUTETA M COOJIOAEHHEM DPaGOTHMKAMM IPABHI BHYTPEHHETO TPYIOBOrO
pacnopsaka.

18. AHanu3 texyuectu KaJIpOB.

19. Paccmorpenue xano6 wu 3asBieHuii pabOTHHKOB MO BOMpOCaM IpHeMa,
[IEPEMEILICHUS U YBOJIbHEHHSI, HAPYILIIEHUsI TPY0BOI0 3aKOHOIATEIHCTBA.

20. ITon6op kBaMpUIUPOBAHHBIX CHEIHATHCTOR IIyTEM:

- HH()OPMHUPOBaHUs PaGOTHUKOB YHHUBEPCHTETa 00 HMEIOIIUXCS BAKAHCHUSIX;
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- Pa3MCIICHHUS B CPEJICTBAX MACCOBOIT MHGOPMALMH 06 BIBICHHMIT o BaKaHCHSIX;

- OOpaIleHH s B OpraHbI Ciry K651 3aHITOCTH;

- B3aUMOJICHCTBHS C y4eOHBIMH 3aBeICHHUSMA.

21. Kommuekrosanue YHHUBEPCUTETA HEOOXOAUMBIMH KaJPaMHU B COOTBETCTRHI ¢
KPUTEPHAMH 0TOOpa U OLIEHKOH HAHUMAEeMOro [IepCoHalIa, B TOM YHCJIe:

- IepeMeIIeHHe pabOTHHKOB BHYTPH YHHBEPCUTETA,

- IPUEM Ha paboTy HOBBIX PaGOTHHKOB.

22. Bzaumoneiicteue co CTOPOHHMMH OpPraHU3aALUSIMU:

- CTPaxOBBIMH KOMIIAHHSIMH B YacTH IOAAYH CBEICHUH Ha opopmIIeHHe TOMHCOB
00S3aTeNIBHOTO MeUITHHCKOro crpaxoBanusi (OMC) u n06poBosbHOrO MEJIULIMHCKOTO
cTpaxoBanus (JIMC);

- BOCHHBIMH KOMHCCAapHaTaMd 110 BOIPOCam [IOCTAaHOBKH, CHSITUS C BOMHCKOI'O
y4eTa pabOTHHKOB M O6YYaromuxcst YHUBEPCUTETA, MX y4eTa W MpPeHOCTABICHUS
OTYETOB.

- TICHCHOHHBIMH (QOHAaMM B  [esX NIPEIOCTABIICHUSI  TOKYMEHTOB  JijIsl
H3TOTOBJICHUS CTPaXOBBIX CBUIETEILCTR T'OCYNapCTBEHHOIO IEHCHOHHOTO CTPAaXOBAHMSL,

23. TloaroToBka kampoBoit AOKyMEHTALlMH IS Mepefiavyd B apXuB YHHUBEpCHTETA
AT NaNIbHEMIIETO XpaHEeHHS,

24. KoHcynbTupoBanue paboOTHHKOB yHHUBepcHuTeTa O BOIIPOCaM  TPYIOBOTO
3aKOHOZATEJILCTBA, B TOM YHCJIe U OTBETHI HA 3aMpOCkl, XKaa00bl, 00paleHus.

25. IlnanmpoBanue u yuyacThe B MEPOIIPUATHSIX MO aTTECTAllMH, K KOTOPHIM
OTHOCHUTCS:

- Pa3paboTKa JIOKaNbHBIX HOPMATHBHBIX aKTOB, Ha OCHOBaHMM KOTOPBIX
NPOBOJUTCS aTTECTALIHS;

- HMH(OpMaLHOHHOE  obecHeyeHmye (coctaBnenne  rpadukos, IIPUKa30B,
XapaKTEPUCTHK);

- KOHTPOJb 3a XOAOM IpoBexeHHUS aTTeCTallud, BBINIOIHEHUSI peLIeHuUi
ATTECTAlHOHHOW KOMUCCHH.

26. PaGoTHuKH oTENa 06S3aHEL:

- 00ecneunuTh COXpaHHOCTH TICPCOHATIBHBIX  NaHHBIX PaGOTHHKOB IpU  HX
o0paboTke;

- co0IIONIaTh B CBOEHT paboTe HOPMBI ICHCTBYIOIIETO 3aKOHOIATEIbCTRA,

III. ITpaBa
Ortzen xanpos umeer npago:
1. 3anmpammBate B CTPYKTYPHBIX NOJpa3s[eNeHusX HeoOXOMuMble NaHHBIE o
paboOTHMKAX, a mpu mnpueme Ha paboty u mepemerenusx PabOTHUKOB - MHeHMe
PYKOBOIHTEIIEH COOTBETCTBYIOIIHX CTPYKTYPHBIX IOJIpa3ieIeHuIA.
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2. KoHTponupoBaTh B CTPYKTYpPHBIX MOApPA3AEIeHUsIX COOJIIO/IeHHe B OTHOILIEHUHU
pabOTHUKOB 3aKOHOJATENbCTBA O TpyJAe, MPeNOCTaBlIeHUE YCTAHOBJIEHHBIX JIbIOT H
IPEUMYILECTB.

3. JlaBaTh pYKOBOAWTEISM CTPYKTYPHBIX MOJpa3jejieHHi  YHHUBEPCUTETA
oOsi3aTeNbHbIE ISl UCTIONHEHMS YKa3aHHUs MO0 BOIPOCaM, OTHOCSIIIMMCS K KOMIIETEHIUH
oTziena KaJapoB.

4. TpeboBath U MOJlyyaTh OT BCEX CTPYKTYPHBIX MOJpa3felieHui YHUBEPCHUTETa
CBeIeHMsI, HeOOXOIUMBI€e JUIsl BHIIOJHEHUS BO3JIOXKEHHBIX Ha OTIEIN 3a/1a4.

5. JlaBaTh pa3bsCHEHMS, peKOMEHAAIMN M yKa3aHWs MO BOMPOCaM, BXOMSIIUM B
KOMITETEHLIHIO OTAeNA.

IV. BzaumooTHOLIeHHs (CayKeOHbIe CBSI3H)

Jnist BEIOSTHEHUS PYHKIMNA U peau3aliy MpaB OTAes] KaApOB B3aUMOICHCTBYET:

1. Co Bcemu CTpYKTYypHBIMU MOAPA3AETIEHUSIMHU MPEAIPHUITHS IO BOIIPOCAM:

1.1. ITonyuenus:

- 3agBOK Ha pabouyux, MpoecCOPCKO-TNPEnoaBaTeIbCKOr0 cocTaBa U y4eOHO-
BCIIOMOTIaTeJIbHOTO NIEPCOHAA;

- XapaKTEePUCTUK Ha paOOTHUKOB, MIPEICTABISIEMBIX K MTOOIIPEHHIO;

- XapaKTepUCTUK Ha pabOTHHUKOB, TPUBJIEKAEMBIX K MaTepHAIbHOW U
JTUCLUTTMHAPHONW OTBETCTBEHHOCTH;

- TIOSICHUTENbHBIX 3allMCOK OT HapylIUTeled TpyAoBod M mpodecCuoHaIbHON
JTUCLMIUINHBL,

- OOBSICHUTENBHBIX 3aIMUCOK;

- IPEATIOKEHUH 110 COCTaBIEHHIO IPpauKOB OTITYCKOB.

1.2. IlpenocraBneHus:

- peleHu 0 MOOIPEHUH pabOTHUKOB;

- KOMH NPUKA30B O NpUeMe, NEPEMEIICHUH U YBOJIIbHEHUH;

- YTBEPXKI€HHBIX TpauKOB OTITYCKOB.

2. C GyxranTepueii o BOIpocaM:

2.1. Ilomyuenus:

- CIIPaBOK O 3apabOTHOM 1uIate st OPOpMIIEHUS TIEHCUHY;

- MarepualioB [Jis BBIJAYU CIPAaBOK pabOTHHUKaM O paboTe B YHUBEPCHTETE,
3aHUMAaeMO TOHKHOCTH U pa3Mepe 3apabOoTHOM IJIaThI.

2.2. IlpenocraBneHus:

- CBEICHH O mpreMe, epeMEeIEHUU U YBOJbHEHUN PaOOTHHUKOB;

- TIPOEKTOB NPHUKA30B O IpUEMe, YBOJIbHEHUU U TMEpPEeMEIIEHUH MaTepUabHO
OTBETCTBEHHBIX JIMII;

- Tabens yyeta paboyero BpeMeHU;

- rpaduKa OTIYCKOB,;
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- JINCTKOB BPEMEHHOM HETPYIOCIIOCOOHOCTH K OILIaTe.

3. C nnaHoBo-()MHAHCOBBIM OTIENOM M0 BOIIPOCaM:

3.1. [Tonyuenus:

- IUTATHOTO PACITHCAHHS;

- CXEM JI0JDKHOCTHBIX OKIIAJIOB, IOTLIAT, HaAGABOK K 3apaboTHOI mare;

- TIOKa3aTesIeH 1o Tpyay u 3apaboTHOIM Ijiare;

- IOJIOXKEHUH O IPEMUPOBAHHU PaGOTHUKOB;

- pac4eToB (pOHIOB 3apabOTHOIM IJIATHI U YHCJIEHHOCTH;

- PacyeToB NOTPEOHOCTH B PabOYMX U CITYIKAIIHX.

3.2. IIpenocraBnenus:

- CBEJICHHH O NIpHEMe, IePEMELIEHNH H YBOJIbHEHNH PabOTHUKOB;

- CBEJICHHH O CIIMCOYHOM YUCIIEHHOCTH PabOTHHKOB;

- TaHHBIX O TEKYYECTH KaJpOB.

4. C 1opuIuveckuM OTHENIOM 10 BOIIpOCaM:

4.1. Ionyuenus:

- CBEICHMH 00 M3MEHEHHSX TPYyIOBOIO 3aKOHOZATeNIbCTBA, 3aKOHOAATENILCTBA O
COLIMAIEHOM O0ecTeYeHNy;

- Pa3sbsACHEHUH NEHCTBYIOIIErO 3aKOHOIATEILCTRA U NIOPSIZIKA €r0 MPUMEHEHUS.

4.2. IlpenocTaBnenus:

- [IPOCKTOB TPYNIOBBIX I0TOBOPOB € PYKOBOASIIMMH PaGOTHUKAMH YHHBEPCHTETA;

- 3aiBOK Ha IIOMCK HEOOXOIMMBIX HOPMAaTUBHO-IIPABOBBIX JOKYMEHTOB, U Ha
Pa3bACHEHHE ICHCTBYIONIETO 3aKOHOATEbCTBA,

- IPUKA30B Ul BU3UPOBAHUSL.

5. C obummm otnenom:

5.1. ITo Bompocawm:

- PETHCTPALMK BXOIALIEH U HCXOASIIEH KOPPECTIOH IeHINH, NPHUKA30B 110 JTYHOMY
COCTaBy;

- OTIIPABKH ITHUCEM U MHBIX JOKYMEHTOB;

- Iepefiaii TOKYMEHTOB Ha apXHBHOE XpaHEHHE.

V. OTBercTBEeHHOCTD
1. OtBercTBeHHOCTH 32 HaJIe)kalllee ¥ CBOEBPEMEHHOE BBINONHEHHE OTAEIOM
byHKIUH, TIPEYCMOTPEHHBIX HACTOSIIMM IIOJIOKEHHEM, HECeT HAYalbHUK oTIena
KaJIpoB.
2. Ha HavanbHuKa otnena KaZpOB BO3JIaraeTCsi MepCoHaIbHAas OTBETCTBEHHOCTD 34
2.1. Opra#usanuio nesTelTbHOCTH OTZela MO BBINONHCHUIO 3aa4 W (yHKIHMIA,
BO3JIOXKEHHBIX Ha OTHE.
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2.2. OpraHuzanuio B OTAeJN€ OINEepaTUBHONM M KAadeCTBEHHOM TMOATOTOBKH U
UCTIOJIHEHUSI ~ JJOKYMEHTOB, BeJIeHHE JeJIONPOU3BOACTBA B  COOTBETCTBHH  C
NEeHCTBYIOLIUMU MPaBUJIAMHU U UHCTPYKLIUSIMH.

2.3. CobmoneHre COTpyOHUKaMH OTAeNla TPYJOBOM U IPOU3BOJCTBEHHOM
TUCIUTUTHHBI.

2.4. OGecrieyeHHWEe COXPAaHHOCTH HWMYIIECTBA, HAXONAIIErocss B OTIENe, W
COOTIOIeHHe TIPAaBHIT TIOXKAPHOH 0€30MacHOCTH.

2.5. Ilon6op, paccTaHOBKY U AESTENLHOCTh COTPYAHUKOB OT/AeIA.

2.6, CooTtBeTcTBUE NEUCTBYIOLIEMY 3aKOHOJATEIbCTBY BU3UPYEMBIX
(moAMHUCHIBaEMBIX) MM MPOEKTOB IPHUKA30B, WHCTPYKLHM, TMOJOXKEHUH H IPYyrHX
JIOKyMEHTOB.

3. CoTpynHukd oOTAena KaapoB IpH OIEHKE JeJIOBBIX KayecTB pPaOOTHHUKOB
YHUBEpPCUTETA O053aHBbl HCXOOUTH TOJBKO M3 O(DHUIMAIBHO TOJYyYEHHBIX NaHHBIX U
MarepuaJioB M He BIpaBe pasriamarh HWMEIoIIMecss AaHHble O JUYHOW IKU3HH
pabOTHHUKOB.

4. OTBETCTBEHHOCTh COTPYOHHUKOB OTIeJa KaJApOB YCTAHABIMBACTCS HX
ITOJDKHOCTHBIMU MHCTPYKIUSIMH.
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00pa3oBaHUIO

JIMCT COI'JTACOBAHMSI:
NoNe JIOTKHOCTB ®.1N.0. [loanuce
1. |IIpopextop mno momonHuTensHOMY | JIncoBa O.M.

2. | IIpopekTop 1o Hay4YHOU u | Mopo3zos B.IO.
MHHOBAI[MOHHON paboTe

3. | HaganpHUK wtanoBo-unancosoro | Crexnos A.H.
oTnena
4. |Tlpencenarens npogcorosa Xopuko [1.A. L
COTPYIHUKOB YHUBEPCUTETA "
5. | Bemymmii FOpUCKOHCYJIBT Jpuaurep A.B. { @M sl
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