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OI'BOY BO «CaxanuHekuil rocy/1lapCTBEHHbBIH YHHBEPCHTET»

1. OBINME IMOJIOXKEHHW S

1.1. Ornen xanpos (nanee - Oraen) ABNSETCS CTPYKTYPHBIM IOJpasjiesieHHeM (e/lepalbHOro
rocyapcTBeHHoro G1ojKeTHOro o0pa3zoBaTesibHOrO YYpPEKACHHs Bbiciiero obpa3zoBaHHs
«CaxannHeknii rocy1apcTBeHHBI yHHBepeHTeT» (anee — YHUBEPCHTET).

1.2. Otaen co3yiaercs, peopraHusyeTcs H IMKBHAMpPYETCs npHkazoM Pekropa YHuBepeuTera.

1.3. B croeii pabote Otaen HenocpeACTBEHHO MOAYHHACTCA PEKTOPY Y HUBEPCHTETA.

1.4. B cBoeii f1esiTeNIbHOCTH OTAEI PYKOBOACTBYETCH:

- Koncturynueit PO;

- Tpynoeeim Konexkcom PO,

- (herepanibHBIMK 3aKoHaMK PD;

- yKazaMH 1 pacnopsxkenusamu Ilpesuienra Pd;

- MOCTAHOBJICHHAMH N pacnopsikenusamMu llpasurenscrea PO,

- NpHKasaMu M ykaszaHuamu Munucrepcrsa oOpasoBanus W Hayku P®, MunucrepcTsa
sjpasooxpanenns P@, Munucrepersa Tpysa u counanbHoit 3amutel PO;

- l'ocynapcreennoii cucremoii goxymenrannonnoro obecrievenns ynpasnenus (I'CIOY);

- rocyaapersenasiMH ctanapramu (I'OCT);

- Npo(ecCHOHAILHBIMH CTAHIAPTAMH;

- HOPMATHBHBIMHU aKTaMH, pa3paboTaHHBIMH H YTBEPIKACHHBIMU PocapXHBoM;

- MePeYHAMH THIIOBBIX YIPaBIeHYECKHX JOKYMEHTOB;

- [lpaBunamu BeJeHHMs M XPAHEHHsA TPYLOBBIX KHHIKEK, H3rOTOBJEHHs OJIAHKOB TPYJIOBOI
KHHKKH B obecnieuenns umu paboronareneii;

- Mucrpyxineii no 3anojHeHUIO TPYL0BbIX KHHIKEK;

- YeraBom YHuBepeuTeTa;

- KonnektHBHbIM I0rOBOPOM;

- JlokanpHBIMH HOPMATHBHBIMH AKTaMH Y HHBEPCHTETA.

2. OCHOBHBLIE 3ATAYH

2.1. Opranusauus pabGorbl mo obecneuenuio mnoadopa, orbopa, mnpuema Ha pabdory H
PacCTaHOBKH KaJpoB.

2.2. Yuacte B (opmMupoBaHuu CcTabHNBHONO KOJIEKTHBA, CO3JIaHHE KaJIpOBOrO pesepsa H
paGora ¢ HuM.

2.3. Opranusaius CHCTEMB! YUeTa KaJipoB.

2.4. Benenue KapoBoro AeJIONPON3BOACTBA B COOTBETCTBHH C 3aKOoHOAaTEILCTBOM PO,

2.5. Ananu3s TeKy4ecTH KaJIpoB, opranusaiis paboTel no npodeccHoHanbHOH NEpenoAroToBKe
1 NOBBILICHHSA KBATH(HKALMH KaIpOB.

2.6. Oprauusaius npoBejicHus aTTectanii paGoTHHKOB.

2.7. Metoau4eckoe pyKOBOACTBO M KOOPAMHAIMSA JESTENbHOCTH KaJIPOBBIX TNOApa3IeICHHH
(unnanoB YHUBEpCHTETA.

2.8. IpodmnakTika KOPPYMIHOHHBIX H HHBIX MPABOHAPYIIEHHI.

2.9. Konrpons 3a cobmoaenuem padornukamy [IpaBuia BHYTpEHHEro TPYJI0BOro pacrnopsaKa.

2.10. CBoeBpeMeHHOE COCTABICHHE YCTAHOBICHHBIX (JOPM OTUETHOCTH.

2.11. CosepiueHcTBOBAHHE NPOLIECCOB YIIPABIICHHS.

3. CTPYKTYPA OTAEJIA

iy C[’p}’h"l‘yp}’ H KOJIHYECTBO IITATHBIX €IHHHIL OTIICIa YTBCPMKAACT PC]\"I'O]J YHHBBPCHTGT&
e PyHOBDﬂCTBO OTACIOM OCYUIECTBIIACT Havanbuuk oraena.
. B cocrae otaena Bxonar CICAYIONHE JOJIHKHOCTH:

- HAYAJILHUK oTJeMna - | wT. ex.;
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OI'bOY BO «CaxanuHCKuii rocy/IapCTBEHHbIH YHHBEPCHTET?

- 3AMEeCTHTE L HAYAJIbHUKA oTAena — 1 mT. en.;

- IJIABHBIH CIIeIHAJIHCT - 5 1UT. 1.}

- [JIABHBI CHEMUAIHCT M0 MPOoQHIAKTHKE KOPPYILHOHHBIX ¥ HHBIX
npasoHapymenuii - 1 mr. e

4.  OYHKLIHHU OTIEJIA

4.1. PaszpaboTka KaapoBOii MOJMTHKH H CTPATErHH Y HUBEPCUTETA.

4.2. PazpaboTka npor{o3os, onpeieneHie Tekyuiei noTpeOHOCTH B Kajpax H HCTOYHHKOB
€€ Y/IOBJICTBOPEHHA HA OCHOBE M3YUCHHA PHIHKA TPY/a.

4.3. Obecneuenne YHHUBEpcHTeTa KaapaMH pabouux, CHYKalUHX H CHEHHAIHCTOB
TpebyembIx mpodeccuii, cnenuanbHocTeil H KBaIH(HKAUMH B COOTBETCTBHH C LEJISAMH,
crpaterveii M npoduiem VYHHBEpCHTETa, H3MEHAIOUIMMHCA BHEUIHHMH M BHYTPEHHHMH
YCJIOBHAMH €ro JAeATEIEHOCTH.

4.4. ®opmupoBanue W BelleHHe OaHKa JIAHHBIX O KOJMYECTBCHHOM H KAU€CTBEHHOM
COCTaBE KaJIpoB.

4.5. COBMECTHO ¢ PYKOBOJHTENISMH 3aHHTEPECOBAHHBIX NMojpasaenennii noadop n ordop
pabOTHHKOB. BHECEHHE COOTBETCTBYIOLIMX MNpeiokeHHi 00 MX Ha3HAYEHHH HA YKa3aHHblE
JOJIAKHOCTH,

4.6. Undopmupoanne paOOTHUKOB BHYTPH YHHBEpPCHTETa 00 HMECIOLIUXCA BAKaHCHAX,
HCIONB30BAHHE CPEICTB MaccoBoit uHpopMmaiun Jjuis nomemenus obwaApieHHil o Haiime
paboTHHKOB.

4.7. YeraHosIeHHE TIPAMBIX CBsiseil ¢ yueOHBIMH 3aBeJIeHHAMH ¥ CI1yKOaMH 3aHATOCTH.

4.8. TlnanupoBanne M OpraHusalus MNOBbIICHHs MpodeccHOHANBHOI KBAIH(HKALMY
paboTHHKOB YHHBEpPCHTETA.

4.9. OdopmieHue npuema, NepeBoja M YBOjibHEHHS PalOTHHKOB B COOTBETCTBHH C
TPYZIOBBIM  3aKOHOJATENLCTBOM, TIONOKEHHSIMH, HHCTPYKUMSMH M npukasami Pexropa
YuusepcHrera.

4.10. Cocrasnenne rpaMKOB OTIYCKOB, Y4eT HCIMOJb30BaHHS PabOTHHKAMH OTIIYCKOB,
mpoe3zia K MecTy MpOBeJeHHs OTnycka M obpaTHo, o(opMieHHE O4epe/iHbIX OTMYCKOB B
COOTBETCTBHH € YTBEP/KICHHBIMH rpadukaMu, npH HEOOXOIMMOCTH, BHECCHHE H3MEHEHHIl B
rpatHKH OTITYCKOB.

4.11. Oopmnenne u yuer ciyxeOHBIX KOMAHIHPOBOK (MOArOTOBKA MPOSKTOB NPHKA30B).

4.12. Pabota ¢ IHCTKaMH HETPYAOCHOCOOHOCTH.

4.13. Tlpomepka mnpaBHALHOCTH 3amofiHenus Tabeneil yuera pabouero BpeMEHH
pabOTHHKAMH CTPYKTYPHBIX NOApa3/ieieHHil Y HHBEPCHTETA.

4.14. Yuer 1H4YHOTO cocTana.

4.15. MoaroToska M BHLJAYA CNPABOK O 3aHHMAEMOH JOJKHOCTH H mepHoje paboTbl B
YHusepeurere.

4.16. T1puem, 3anoaHeHHe, XPaHEHHE H BBIIAYA TPYIOBBIX KHHIKEK.

4.17. Benenye yCTaHOBICHHOIN JIOKYMEHTAIIHH 0 KaJipaMm.

4.18. TToaroToBKa MaTepHaJIOB JUls NpecTaBIeHHA PA0OTHHKOB K MOOLIPECHHAM.

4.19. IloaroToBKka MaTEpHAIOB [0 IIPHBJCHEHHIO PabOTHHKOB K MATCPHAIBHOH H
JHCUHILUIMHAPHOH OTBETCTBEHHOCTH.

4.20. Opranusauus padoTsl ¢ KafpoBbIMu cityx0aMu (puaHanos YHHBepcHTeTa:

- KOHTPOIIb 3a COOIIOICHHEM KaZpOBOro JIeJIONPON3BO/ICTBA B (HIIHANIAX;

- KOHCYJIbTHpOBaHue paboTHHKOB (PHIHAIA B 4ACTH TPYAOBOIO 3aKOHOAATENbCTBA;

- MONyYEHHE OTYETHOCTH O NPHEME, TIEPEBOJIC H YBOJIbHEHHH PalOTHHKOB (DHIIHAOB.

4.21. Opraugsauds  OpoBeleHHs — arrectauud  pabOTHHKOB — YHHBEpCHTETa, e¢
METOAHYECKOEe H HH(popMaLHOHHOE o0ecneueHne, yyacTHe B aHAJIM3E PE3yJIbTATOB aTTECTAIHH,
OCYIIECTBJICHHE TTOCTOAHHOTO KOHTPOJIA 3@ XOJAOM BBIIOJNHEHHS PCLICHHI aTTeCTAllHOHHON
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®I'BOV BO «Caxanunckuii rocylapcTBeHHBIH YHHBEPCHTET)

KOMHCCHH.

4.22. Kontpomb 3a cob/io[ieHHEM AMCUHILIMHLI TPYIA M BBITONHEHHEM pPaGOTHHKAMM
IIpaBit BHYTPEHHETrO TPYIOBOIO PACTIOPSKA M HHBIX JIOKAILHBIX HOPMATHBHBIX AKTOB,

4.23. AHaIH3 TEKYUYECTH KaJIpOB.

4.24. PaspaboTka MeponpHATHIl MO YKPEIUIEHHIO TPYAOBOH MHCLMIUHHBL CHHIKEHHIO
TEKY4CCTH KaJpOB, NOTEPh padoyero BpeMeHH, KOHTPOIb 3@ HX BBITOJIHEHHEM.

4.25. Paccmotpenne xanoG u 3aspiennii paGoTHHKOB 110 BONPOCAM NPHEMA, NepeMeiieHus
H YBONIBHEHHS, HAPYILICHHS TPYAOBOTO 3aKOHOIATENLCTRA.

4.26. Tlpunatne Mep K BBIABICHHIO M YCTPAHEHHIO TPHUHH, MOPOJK/IAIOMIX Kano0bl
paboOTHHKOB.

4.27. CBoeBpeMEHHOE BHIABIEHHE H KOHCTPYKTHBHOE Pa3pellicHHE TPYIOBBIX KOH(IHKTOB.

4.28. Metoamueckoe PYKOBOZCTBO ACATENLHOCTBIO APYTHX CTPYKTYPHBIX [OAPA3C/ICHMI
[0 KaJIpOBBIM BOIIPOCAM.

4.29. Opranusauus BeleHHS HOPMATHBHO-CIPABOYHON HH(OPMALHH, OTHOCAUIEHCT K
(GyHKIHSIM OTIENA.

4.30. B npenenax KOMMNeTEHUMH OTJeJa - 3alMTa CBEJAEHHH, COCTaBJIAIONUINX
rocyapCTBCHHYIO TaiiHy, H HHBIX CBEJCHHIT OrPAHMYEHHOTO PACIPOCTPAHEHHUSI.

4.31. TlogrotoBka KajapoBoii JOKyMEHTAIMH U TIEPEaauyn B apXuB YHHBEPCHTETA JUIf
nanbHeiinero xpaHeHus.

Bosnoskenue Ha oraen pyHKuuii, He OTHOCAIMXCS K KaJipoBoii paGoTe, He J0MycKaeTcs.

5. TIPABA U OBA3AHHOCTH OTJIEJIA

5.1.O1zen kaapos Ui pereHns BO3NOKCHHBIX HA HETo 3a1ad MMEET NpPaBo:

5.1.1. 3anpammuare B CTPYKTYPHBIX TIOApa3/ie/ieHHAX HEOOXOAMMBIC JIaHHBIE O
paboTHHKaX, a NpH npHeMe Ha paboTy U nepeMelieHnAX paboTHHKOB - MHEHHE PYKOBOJHTENC]
COOTBETCTBYIOIIHX CTPYKTYPHBIX MOIpa3/ie/IeHHii.

5.1.2. Kourtponuposars coGiofieHHe TPYAOBOrO 3aKOHOJATENbCTBA B YHHBEPCHTETE, a
TaKie JaBaThb pPAIBACHEHHSA Mo npumeHennio HopMm TpymoBoro kozekca P H  uHBIX
HOPMATHBHBIX AKTOB.

5.1.3. JlaBath pyKOBOIHTENSM CTPYKTYPHBIX MOAPA3ACACHUI NpenpHaThs obs3aTeNbHbIe
JUIA HCTIOJTHEHHMA YKA3aHHA 110 BOIPOCAM, OTHOCAIIMMCS K KOMIIETCHIMH OT/Iesa KaJIpoB.

5.1.4. TpeGopaTe M moayuaTh OT BCEX CTPYKTYPHBIX MOJpa3ieeHuil NpeanpHATHSA
CBeJIeHHsl, HeOOXOAMMEIC /ISt BRITIONIHEHHS BO3JIOAKEHHBIX Ha OTaen 3anauy.

5.1.5. CaMocTosATeNIbHO BECTH NEpeNicKy Mo BOMpocaM Mofbopa Kajapos, a Takke Mo
JApYruM Bonpocam, BXOJAAIHM B KoMmmerenumio Otiena u He TpeOYIOUIMM COIJIaCOBaHHS C
Pextopom YHuuBepcurera.

5.1.6. TlpesicTaBuTe/IbCTBOBATL B YCTAHOBICHHOM TOpPSIKE OT MMEHH YHHBEpCHTETa 10
BOIpocaM,  OTHOCAIMMCA K KomnereHuun  Otaena, BO  B3aUMOOTHOLUGHHSAX  C
FOCYJapCTBEHHBIMH M MYHHUHNAIBHBLIMH OpraHaMH, a TaKXkKe JIDYTHMH [peAnpHATHIMH,
OPraHU3aLHsAMH, YUPEKIAECHHAMH, B TOM YHCJIC areHTCTBAMH 10 HaliMy U cly»k0aMH 3aHATOCTH.

5.1.7. JlapaTh pa3bsCHEHHS, PEKOMEHJALMH M YKa3aHWsl 10 BOMPOCAM, BXOJAIINM B
Kommetennnio Orena.

5.1.8. TlposomuTth coBemaHHs M Y4acTBOBaTb B COBCLIAHUSAX, [POBOJHMBIX B
YHHUBEPCHTETE 110 KaJPOBBIM BOIIPOCAM.

5.1.9.  IlpencraBnsrs  npemioskeHus 100 NOBbIUEHHIO  (hdekTHBHOCTH M
COBEPUICHCTBOBAHHIO ACATENIBHOCTH BCEX MOJIpas/ie/icHHii YHHBEPCHTETa B YaCTH, OTHOCALIEICS
K Komnetenuun Otiena.

5.1.10. 3aBepATh JOKYMEHTEI MO JHYHOMY COCTaBy, BblJaBaeMble paboTHHKaM
Yuusepcurera.

5.2. PaGornukn Otena o0A3aHb!:
e A N I Y T e e e e T T e L T B [ g e e e e e e e e e
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®OI'bOY BO «CaxanuHckuii rocy1apcTBeHHBIH YHHBEPCHTETY

- o0ecreynTh COXPAHHOCTD MEPCOHAIBHBIX JIaHHbIX paboTHHKOB NpH HX o6paboTke;
- cobmosare B cBoeil paore HOpPMBbI JACHCTBYIOLIErO 3aKOHOAATENLCTBA, YCTas
Yuusepeurera, Hactosiee ITonoxkenue.

6. B3AUMOJIEMCTBHE CO CTPYKTYPHBIMH ITOJIPA3JIEJIEHUSIMH

Otpen B npouecce BuINONHEHHs (PYHKIIHI, BO3TOKEHHBIX HA HETO, B3AHMOJICHCTBYET:

6.1. Co BceMH CTPYKTYPHBIMHU M10/1pasIe/IeHHSMH.

6.1.1. I'lo Bonpocam nosnyuenust:

- Tabeneii yuera pabouero BpeMeHu;

- 3Q5BJICHHI;

- O0BACHHTENILHBIX 3aIHCOK;

- JIMCTKOB BPEMEHHOI HeTpy10cnocoGHOCTH.

6.1.2. Ilo Bompocanm npeocTaBieHns:

- CIIPaBOK;

- BBIIHCOK, KOMHUIt 3arpauiuBaeMslX J0KYMEHTOB.

0.2. C Oyxranrtepueii:

6.2.1. I'lo Bompocam npelocTaBlICHIS:

- KOITHIi MPHKA30B 110 JIHYHOMY COCTABY;

- Tabesneit yyera paboyero BpeMeHH;

- IMCTKOB BPEMEHHOI1 HeTpy10¢nocoOHOCTH;

- 3a4BJICHUIT JUIS HAUHCIICHUS H BBINJIATHI OocoOHii;

- IOKYMEHTOB JUIs O(pOpMIIEHHS ClyKeOHBIX KOMAHHPOBOK.

6.2.2. Ilo Bonpocam MoyucHus:

- nuopmannu o 3apaboTHoii are paboTHHKOB.

6.3. C 1opHIHYeCKHUM OTJIENIOM:

6.3.1. I'lo Bonpocam noxyueHus:

- pa3bACHEHHH AelicTBYIONIEro 3aKOHOIATENbCTRA H MOPAJIKA €ro MPHMEHEeHHSL.

6.3.2. I'lo BonpocaM npeaocTapicHHs:

- IPOEKTOB JIOKYMEHTOB JUISl COTJIACOBAHHS.

6.4. C kanuensapueii:

6.4.1. 1o Bonpocanm:

- PperucTpanMH  BXOJAIICH M HCXOHAuIel KOpPpeCroHACHLHH, NpHKa3oB no obuieii
JeATeNbHOCTH:

- OTNPABKH MHCEM H HHBIX JIOKYMEHTOB,

- epejlavun J0KYMEHTOB Ha apXHBHOE XpaHEeHHe.

6.5. C nuuamu, OTBETCTBEHHBIMH 32 KaJIPOBOE JIEJIONPOH3BOACTBO B (PHIIHAIAX:

6.5.1. TTo Bonpocam:

- OTNPABKH M IMOJYyuYeHHs HHQOPMALMH, KaApOBOil JOKYMEHTAUMH Ul KOOPAMHALUH M
KOHTPOJIA 32 JAeATENLHOCTLIO KAJAPOBEIX MojApa3ieneHuii B punnanax YHusepeurera;

- HANpaBJIeHHs] METOJAHYECKHX MATEPHANIOB, BKIIIOYAs JIOKAJIbHbIE HOPMATHBHBIE aKThl, JULs
03HAKOMJICHHS PalOTHHKOB (PHIINAJIOB H IPHMEHEHHs HX B paboTe;

- KOHCYJILTHPOBAHMA 1O BONpPOCAM KQJPOBOr0 JICJONPOH3BOJACTBA H  TPYJAOBOTO
3aKOHOJIATEILCTBA B LEIOM.

7. OTBETCTBEHHOCTb

7.1. Bcio nojnHOTY OTBETCTBEHHOCTH 3@ KA4UCCTBO H CBOEBPEMCHHOCTH BbINOJIHEHWA
BO3JI03KeHHBIX HacTosuuM [Tonoxennem na Oraen 3anay u Gpyukunii necer Havarsnuk otaena.

7.2.  OrtperctBennocth  paGornukoB  Otaena  ycTaHaBiauBaeTcss — JCHCTBYIOLIHM
3aKOHO/IaTeJILCTBOM H JIOJIZKHOCTHBLIMH HHCTPYKLHSAMH.
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®I'bOY BO «CaxaauHCcKuii rocyaapeTBeHHBI YHHBEPCHTET»

7.3. Havanouux u apyrue paGoruuku Otzena HecyT NepcOHaNLHYIO OTBETCTBEHHOCTh 3a
NPaBHJIBHOCTH  OhOPMIAEMBIX HMH JIOKYMEHTOB, HMX COOTBETCTBHE 3aKOHOJATENLCTBY
Poccniickoii denepanu.

7.4. Padoruukn Otaena MoryT ObITh NMpHBJICYEHL! K AMCUHIUTHHAPHOMN, MaTepHATLHOIN,
YFOJIOBHOH OTBETCTBEHHOCTH B CIy4ac M B TOPSJIKS, MHPEAYCMOTPEHHOM JAeHCTBYIOUIMM
3aKOHOJIaTeTLCTBOM.

8. KPHMTEPHHM OLEHKH AEATEJIBHOCTU OTIEJIA

8.1. CBoeBpeMeHHOE H KaueCTBeHHOE BBIMOMHEHHE MOCTABIEHHBIX Heeli 1 3a1a4.
8.2. KauecTreHHOE BBINONHEHHE PYHKIHOHATIBHBIX 00A3aHHOCTEI.

Paspaborano

Hauansnuk otaena Kaapos W C.A.Ycosa

24.10.2016r.

CormacoBaHno:

HauanpHUK 10pHIHYECKOro OTAea K.B.Owmenkosa

« W/%} W.&f%ﬂ/ 2016r.

[IpopexTop mo obuiM Bonpocam,

0e30MacHOCTH ¥ Pa3BHTHIO W K.B.Crpokun
r

« Z;; %"g% 2016r.
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