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1. OBIIHUE ITOJIOKEHMUSI

1.1. Otzen kagpoB SBIIAETCS CAMOCTOSATENBHBIM CTPYKTYPHBIM IOApAa3/IeICHUEM
(enepanbHOro rocyapcTBEHHOro OHODKETHOTO 00pa30BaTEbHOrO yUPEKISHHSA
BeICIIEro oOpasoBaHus «YUTUHCKAs TOCyAapCTBEHHAs MEIUIMHCKAsS aKaJeMUs»
MunucrepcTBa 31paBooxpanenus Poccuiickoit ®enepaunu (nanee - Akagemus).

1.2. Otzen xkaapoB co3gaeTcs B LelsX:

- obecrieqeHust AKaIeMUH TPYIOBEIMH PECypCaMu;

- coOmofieHuss TpaB, JbIOT M TrapaHTHH pabOTHHKOB B 00JIACTH TPYHAOBOTO
npaBa;

- BEJIEHUs KaJIpOBOTO JEJIONPOU3BO/ICTBA B COOTBETCTBHH C 3aKOHOIATEILCTBOM
Poccutickoit ®eneparu.

1.3. B cBoeii pabore oTen kagpoB pyKOBOACTBYETCS:

- Tpynoseim koziekcom Poccutickoit @enepanuu;

- QenepanbHBIMH 3aKOHAMH;

- Ykazamu u pacnopsbkenusimu [Ipesunenrta Poccuiickoit @enepanum;

- IlocranoBnenusMu u pacnopsbkeHusiMu  [IpaBurensctBa Poccuiickoit
®denepanuy;

- TpUKa3aMH U paclopsHKeHHSIMH BeIOMCTBeHHbIX MunucTtepcTB Poccuiickoit
Denepauuu;

- YcraBoMm AKaneMHu;

- TOKaJIbHBIMM HOPMaTUBHBIMU aKTaMU AKaJIeMHH;

- METOAMYECKHUMH MaTepUajlaMy 110 YIIPaBICHHUIO IIEPCOHAIOM.

1.4. Otzmen kagpoB B CBOEH [AESTENBHOCTH TOAYUHSAETCS HENOCPEACTBEHHO
peKTopy AKaJeMuH.

1.5. Otmen xagpoB umeer nedats «OTen KaJpoB s JOKYMEHTOBY», a TaKke
IITaMIIbI, HeOOXOAUMBIE /IS BBIITOJTHEHUSI BO3JIOKEHHBIX Ha OTHeN QYHKIUH.

2. YIIPABJIEHUE U OPTAHU3ALUSA AEATEJIBHOCTHU

2.1. Otmen xagpoB BO3IJIAB/SAET HAYaJlbHHWK, Ha3HAYaeMbld Ha JOJDKHOCTb
NpHUKa3oM peKkTopa AKaJeMHH.

2.2. HavanbHHK OTHena KaapoB NOJYMHSAETCS HEMOCPEACTBEHHO pPEeKTOopY
AxaneMuu 1 OCYIIEeCTBIISET HEOCPEICTBEHHOE PYKOBOZCTBO OTACIIOM.

2.3. CTpyKTypy M IUTATHYIO YHUCIEHHOCTh OTZEJIa KaJpOB YTBEpPKIAAeT PEKTOp
AxazieMHH TIO IPeJICTaBJIEHUIO HayaJlbHUKA OT/ielia KaJIpoB.

2.4. Pacnpenenenue oOs3aHHOCTEW Mexay paOOTHUKaMu OTAeNa KaapoB H
paszpaboTKa JODKHOCTHBIX HHCTPYKLMHA IPOU3BOAUTCS HAYaJIbHUKOM OT/eNa.

2.5. PaboTHHKHM oTAena KaapoB HA3HA4YAIOTCS M OCBOOOXKIAIOTCS OT
3aHMMaeMOW JO/DKHOCTH IIPHKa30M peKkTopa AKaAeMHH 10 NpPeACTaBJICHHUIO
HavyallbHHUKA OTIeNa.
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3. 3AJIAYHA

3.1. KomnnexkToBanue AKaJeMUH KaJpaMH CIyXalluX H pabouyux TpeOyeMbIxX
crieluManbHOCTE M TnpodeccHil, Hay4HO-NEAaroruyecKuMd pabOTHHKAMH B
COOTBETCTBHH C LEJSMU U CTpaTeruen, U3MEHSIOIUMHUCS BHEIIHUMH U BHYTPEHHUMH
YCIIOBHSAMHU €€ 1eATEIbHOCTH.

3.2. Iloxbop, nmpueM W paccTaHOBKA KaApoB, MEPEMENIEHHE H YBOJILHEHHE
pabOTHHKOB IIpH  HENOCPEJCTBEHHOM YYacTHH pEeKTopa, IMPOPEKTOPOB U
PYKOBOJAUTEINIEH BCEX CTPYKTYPHBIX IIOAPA3/ieIeHui AKaleMUH.

3.3. Benenue kaApoBOro AeI0Nponu3BOICTBA.

4. DYHKIINHA

4.1. @opmupoBaHHe U BeleHHEe OaHKa MJaHHBIX O KOJIUYECTBEHHOM W
KayeCTBEHHOM COCTaBe KaJpOB, UX Pa3BUTHU U ABH)KCHHUHU.

4.2. (CoeBpeMeHHOe o(QopMIeHHE IIpHeMa, IepeBofJa M  YBOJIbHEHHUS
pabOTHUKOB B COOTBETCTBHM C TPYAOBBIM 3aKOHOJAATeNbCTBOM Poccuiickoit
Qenepauuu, TMOTOKECHUAMH, HHCTPYKLMSIMH, PAacHOpsHKEHUSAMH M IpHKa3aMi
pekTopa AKageMHuH.

4.3. Yyer nuuHOro cocraBa AKaJeMuu.

4.4, Bpimaua cIpaBOK O HACTOSAINEH M NPOLIIOH TPYAOBOH [AeATEIbHOCTH
pabOTHHKOB.

4.5. 3anonHeHWe, BEACHMWE U XpaHEHHE TPYAOBBIX KHI)KEK pabOTHUKOB B
Nopsifike, yCTAHOBIEHHOM 3aKOHO1aTeIbeTBOM Poccuiickoit @enepauuu.

4.6. @opMHpOBaHHE OJNIEKTPOHHBIX TPYHAOBBIX KHHXKEK C IOCIEAYIOLIHM
npejcTaBleHueM HH(OpPMalWM O TPYAOBOH [EATENBHOCTH M TPYJAOBOM CTaxe
KaXkoro paboTHHKA B IOpsIKE, YCTAHOBICHHOM 3aKOHOAaTenbCcTBOM Poccuiickoit
Genepanuu 006 HHAMBUAYaNbHOM (IEPCOHU(MUIMPOBAHHOM) YYeTe B CHCTEME
00513aTeIbHOTO TEHCHOHHOTO CTpaxOBaHWS, Ul XpaHeHHs B HH(OOPMAIMOHHBIX
pecypcax [Tercuonnoro ¢pouna Poccuiickoii Menepanu.

4.7. IloaroroBka MaTepuajoB IS NpeiCTaBleHUs pabOTHUKOB AKaJeMHUH K
HOOLIPEHUSM U HarpaxkIeHUsIM.

4.8. TloaroTroBka MaTepHajoB IUisi TpHBIeYeHUs pPabOTHHKOB AKaZeMHH K
MaTepHanbHON U AUCLUIIIHHAPHON OTBETCTBEHHOCTH.

4.9. lloaroroBka MIOKYMEHTOB IIO0 ITIEHCHOHHOMY CTPaxOBaHHIO, a TaKkxe
JNOKYMEHTOB, HEOOXOAMMBIX J/Isi Ha3HA4eHUs IeHCUH paboTHHKAaM AKaIeMHUH.

4.10. CocraBieHue U BEINIOJHEHHE IPa(QUKOB OTITYCKOB.

4.11. CocraBieHue ¥ BeAeHUE YCTAHOBJICHHONW OTYETHOCTH I10 y4eTy JHUIHOIO
cocTaBa AKaJIeMHUU.

4.12. ®opMupoBaHKe ¥ BeJIleHHE JTUYHBIX el (JTMYHBIX KapToueK) pabOTHHKOB,
BHECEHUE B HUX U3MEHEHHUH, CBA3aHHBIX C TPYAOBOH AEATEIbHOCTEIO.

4.13. TlomroroBka HeEOOXOOMMBIX MaTepHANOB IS KBaIM(HKALMOHHBIX,
aTTECTAlMOHHBIX U KOHKYPCHBIX KOMUCCHH.
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4.14. Ilomcuer craxa  (TpyZOBOro, HAy4YHOro,  II€JarorM4ecKoro,
MEIUIIMHCKOTO0).

4.15. IloaroroBka /JOKYMEHTOB I10 HCTE€YEHHM YCTAHOBJIEHHBIX CPOKOB
TEKYLIEro XpaHeH!s K c/laye Ha XpaHEHHE B apXUB.

4.16. Benenue nenonpou3BojicTBa, (OPMUPOBAHKE, OTIPABICHUE U TIOJIyYCHHE
KOPPECIIOHJICHIIMA W JApYrod HH(MOpPMALMU IO 3JIEKTPOHHBIM KaHalaM CBSI3H TI0
BOIIPOCaM JAEATENbHOCTH OTAENA.

4.17. B npezenax KOMIETEHIMH OTHAENA — 3alUTa CBEICHHI, COCTaBIISIOLINX
roCy/lapCTBEHHYKO TaWHY M HHBIX CBEJE€HHHM OrpaHHYEHHOI0 paclpOCTPAHEHHUS,
3all[iTa epCOHANbHbIX JaHHBIX U HHPOpMaIUH.

5. ITPABA

5.1. Ormen kaApoB UMEET NPaBo:

- KOHTPOJMPOBATH COCTOSIHHE TPYHAOBOM JMCUUILIMHBEI B CTPYKTYPHBIX
nojpasieieHusXx AkanemMuu M cobOirofeHue pabOTHUKAMH IIPABUJI BHYTPEHHETO
TPYZAOBOr'0 Paclops/iKa;

- TpeboBaTh OT mojpa3feneHnit AKaJeMHH NpeJICTaBICHHUS CIPABOK, JaHHBIX,
OTYETOB, WHOH MHMOpPMALUH, HEOOXOMUMBIX Ul OCYILECTBIECHHS OTAEIOM CBOUX
byHKLMH;

- JaBaTh paclOpPsHKEHHS CTPYKTYPHBIM IIOJIPa3/ie/ieHUsIM U JIOJDKHOCTHBIM
nauaM AxazieMud 110 BOIpocaM, OTHECEHHBIM K BEICHHUIO OTAeNa KaIpOB;

- BHOCUTb [pEJUIOKEHHUS PYKOBOJUTENSIM CTPYKTYPHBIX MOJApa3/ieeHui
AxajzieMu¥ 10 yJTy4lI€HHIO KaZApOBOH paboTkl U TPYAOBOH AUCLUILIHHEI;

- KOHTPOJIMPOBATh MCIIOJHEHHE PYKOBOJUTENIIMU CTPYKTYPHBIX IOJpa3/Ie/ICHHH
3akoHoJaTenbHbIX Poccuiickol Menepannu U pacnopsikeHUH pekTopa AKaJleMUH 110
BOIIpOCaM KaJpOBOH MOJUTUKU U pabOTHI C MTEPCOHANIOM;

- 3aBepATh JOKYMEHTHl [0 JHMYHOMY COCTaBy, BbIJaBaeMble pabOTHHKaM
AKageMuu;

- Ha co3/laHHe HEOOXOAMMBIX YCIOBUA U1 paOOTBI OTAENa, B TOM 4YHCJE Ha
obecrieueHre KOMIIBIOTEPHON TEXHUKOW M OPITEXHUKOH, CIIPaBOYHBIMH U
PacXOAHBIMM MaTepualiaMH, NPEJO0CTaBIEHHE COOTBETCTBYIOIIMX IOMEIIEHHH, Ha
CozeiiCTBHE B MOBHILIEHHH KBaTH()UKAIUH pabOTHUKOB IOApa3e/eH s

6. OTBETCTBEHHOCTbD

6.1. OTmen KagpoB HECET OTBETCTBEHHOCTH 3a:

- HECBOEBPEMEHHOE U HEKAa4eCTBEHHOE BBINOJHEHHE BO3JIOXKEHHBIX Ha OTHEI
3aj1a4;

- HecoOmojeHHe 3aKoHomarenbcTBa Poccuiickoit @enepauuun B o6nactu
TPYAOBOTO IpaBa.
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6.2. PabGoTHukH oTaena KaJpoB HECYT MEPCOHATbHYI0 OTBETCTBEHHOCTH B
npejienax HOJDKHOCTHBIX OOS3aHHOCTElN, OIpeleNeHHBIX TPYIOBBIM IOTOBOPOM H
JIOJDKHOCTHOM MHCTPYKLIUEH.

6.3. PabGoTHuKM OTAEna KaapoB MOTYT OBITh NMPHBIEYEHB! K JAUCIUILIHHAPHOM,
MaTepHalbHOM, aJIMHHHUCTPATHBHOM, YrOJOBHOW OTBETCTBEHHOCTH B Cily4ae H B
nopsiJike, NPeayCMOTPEHHBIX 3aK0H01aTenscTBOM Poccuiickoit denepanumu.

7. CIYKEBHOE B3AUMO/JIEMCTBUE

7.1.  Otmen KagpoB  B3aWMOJEHCTBYET CO BCEMH  CTPYKTYPHBIMH
noJpaszeieHusIMI AKaeMUH:

7.1.1. mo BommpocaM IOIy4YeHHs:

- 3aflaHU} 10 KOMIUIEKTOBAaHHUIO KagpaMH CIyXalmlux U pabouux TpeOyembIx
cHelualbHOCTeH U npodeccuii, HayYyHO-IIeAarornyecKuMyu pabOTHHKaMU;

- IpeIoKEHHH 110 GOPMHUPOBAHUIO rpadUKa OTIIYCKOB,;

- XapaKTepUCTUK Ha paOOTHUKOB CTPYKTYPHOI'O IOApa3IeIeHHUS;

- uHbOpMaLMM O HapyUIeHHH pabOTHHUKAMH CTPYKTYPHOI'O IOApa3zesieHus
TPYZAOBOM JIUCLUIIINHBI, IPABUJI BHYTPEHHErO TPYAOBOr0 pacnopsika;

- OOBSICHUTENBHBIX 3aIIMCOK OT HapyLIUTeNeH TPYAOBOH AMCLUIUIHHBI, TIPABUI
BHYTPEHHEr0 TPYAOBOI0 paclopsaKa;

7.1.2. o BompocaM IpeaCTaBICHUS:

- rpa¢uKa OTIYCKOB;

- KONWH T[pHUKA30B O IpUeMe, NepeMelleHUH, IIepeBoJie, YBOJIBHECHUH
pabOTHHUKOB;

- KOMH¥H MPUKA30B O MOOLIPEHUH U HarpakJAeHUU;

- KONIU{ IIPUKA30B O HAJOKEHUH JUCLHUTIIIMHAPHBIX B3bICKaHWMH;

7.2. Otnen xaApoB B3aUMOJEHCTBYET C IIAHOBO-9KOHOMUYECKHUM OTAEJIOM:

7.2.1. mo BompocaM NOoJTy4eHHUs:

- YTBEP)KICHHOr0 LITATHOIO PaclicaHus;

- JIOKQJIbHBIX HOPMATUBHBIX aKTOB 00 oIuiaTe Tpyaa padbOTHUKOB;

- CBeIeHWH O IPABHJIGHOCTH YCTaHOBJIEHHsS HaMMeHOBaHMU mpodeccuili u
NOJDKHOCTEH, MOJDKHOCTHBIX OKJIAQZOB, JOIJaT, Han0aBoK M KO3((UIHEHTOB K
3apaboTHOM 1mIare;

7.2.2. no BonpocaM IpeACTaBJICHUS:

- CBEJIEHHH 0 TEKYIIEeH U IepCIeKTHBHON NoTpeOHOCTH AKaeMuu B Kajpax;

- J@HHBIX O TMpHEME, TEepPEeMEIeHUH, TIepeBojie U YBOJIbHEHHH PabOTHHUKOB
Axanemuu;

- JaHHBIX y4eTa JJMYHOTO COCTaBa;

- aHaJIM3a MPUYUH TeKy4eCTH KaJpOB;

- YCTaHOBJIEHHOH JOKYMEHTAIMH 110 KaJpam.

7.3. Otxen KaapoB B3aUMOZIEHCTBYET ¢ OyXrajTepuei:

7.3.1. mo BompocaMm IoIy4eH s JOKYMEHTOB 0 3apaboTHO# 11aTe pabOTHHKOB
st 0OpMIIEHHS TIEHCHH, BBIIa4M COOTBETCTBYIOIIUX CIIPABOK;

7.3.2. mo BOoIIpocaM IpeACTaBICHUS:



- KONMH MpPHKa30B O TIIpueMe, IIepeMEelleHHH, IePeBOJe, YBOJIbHEHUH
pabOTHUKOB AKaeMUH;

- IIPOEKTOB I[IPHKA30B O IIpueMe, IepeMelleHnH, MepeBoje, YBOJbHEHHH
MaTepHaJIbHO OTBETCTBEHHBIX JIULL;

- rpauKa OTIIyCKOB;

- IUCTOB HETPYAOCIIOCOOHOCTH;

- KOIUH IPUKA30B O MaTepPUAIBLHOM MTOOLLPEHUH.

7.4. Otnen kaapoB B3aUMOJIEHCTBYET C FOPUANYECKEM OTHEIIOM:

7.4.1. no BompocaM MOTy4eHHs:

- 3aKJIFOYE€HUH, KOHCYIbTALlMH 110 IPaBOBLIM BOIIpOCaM;

- pa3bsCHEHWH IeHCTBYIOLIEro 3akoHomarenbcTBa Poccuiickoit @enepanuu, B
TOM YHCJIe TPYAOBOTIO MpaBa;

7.4.2. o BOIIpocaM IIpeCTaBJICHHUS:

- IPOEKTOB JOKYMEHTOB, B TOM YHCJIe IIPOEKTOB IIPHKa30B O IpUeMe,
nepeMelleHlt, [epeBojie, YBOIbHEHHH pabOTHUKOB AKaJeMHH, Ha I[IPaBOBYIO
9KCIEPTU3Y U I BUSUPOBAHUS;

- 3aIIPOCOB T10 [TPABOBLIM BOIIPOCAM.

COI'JTACOBAHO:

Havanpauk oTHena Kaapos /@ T.A. Kopxosa

HavajbHUK IOpHAMYECKOro oTAea W \ B.I'. iBanosa



