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1. OBIUHUE NMOJIOKEHUA
1.1. Tlonoskenue 0O OTHele KampoB (eIepalbHOrO IOCY/@pCTBEHHOO  OIOIKETHOrO
06pA30BATENBLIOrO  YUPEKACHHS  BblClIero 0dpasoBaHus «Jlarectanckdil TOCYAapCTBEHHBIH
Texuudeckui yauBepeuTeT (janee [losoKenue, yHHBEPCUTET) ONPEICIET NOPAIO0K 1 paBia
paboThl oOTZena KaapoB yHuBepcuTera. Ilonmoxenue peryaupyer  OCHOBHBIC BOIIPOCEI
opraHi3aiii paboThl COTPYAHUKOB YHHBEPCUTCTA. TpeGosanus, conepxamuecs s llonoxenun,
SBISIIOTCS 00sI3aTe/IbHBIMI U1l MCIIOMTHEHMSI BCEMH JO/DKHOCTHBIMH JIMOAMH H CTPYKTYPHBIMH
MoJipas/AeNneHusiMi Y HUBEPCHTETA, OTBETCTBCHHBIMH 34 pafoTy C nepcoHanoMm. BHHOBHBIE B
HAapyLIEHHH YKa3aHHbIX TpeGoBaHMEA IPHMBJICKAIOTCA K  OTBETCTBCHHOCTH B IOPAIKE,
YCTAHOBJIEHHOM 3aKOHOJaTeIbecTBOM Poceuiickoi Dejiepann, Y¢TaBoM H JIOKAJILHEIMH aKTaMH
YHUBEPCUTETA.
1.2. TTonosxenue pa3paboTaHo B cooTBeTcTBHM ¢ TPyI0BBIM KOeKeoM PoceuicKo Denepalliy,
YcraBoM — yHUBepcuTeTa, llonokeHnem O MOPSJIKE  3aMEIICHHS JIOJDKHOCTEeH  Hay4dHO-
[eJlarorHueckux pabOTHHKOB B BbCUIeM y4eOHOM 3aBefeHHH PoccmHCKOH denepanuu,
Oenepanbioro sakoHa Poccuiickoii ®enepannn «O6 0bpasoBaHuy B Poccuiickoit @eneparuimn,
npukasa Munucrepersa o0pasosanus U Hayku PoccnicKon denepanuu ot 11.05.2016r. Ne536
«O6 ocobeHHOCTAX peXxuMa padouero BpPEeMEHM W BPEMEHH  OTAbIXA pabOTHUKOB
00pa3oBaTeNbHBIX  YUPEKJAEHHHY  (3aperHCTPHPOBAH Musntoctom  Poccun  01.06.2016r.,
perncrpalroHHbIH Ned2388).
1.3. TIONOXKEHHE MOXET ObITh I[EPECMOTPEHO I[IPU HW3MEHEHHH CTPYKTYDBI YHHBEPCHUTETA,
NMEepenoUHHEHHI  OT/IeNla KaapoB, KapAHHAIbHBIX H3MCHEHMSX BHYTpPEHHEH OpraHH3aliy
CTPYKTYPBl OT/€Na KaipoB, BHEAPEHMM HOBBIX (JOPM M METOJOB OpraHM3alii TPyAd, MPH
BHEPEHHH HOBOI TEXHONOTHH 00PabOTKH U MOArOTOBKH JOKYMCHTOB.
1.4. OTaen xajpoB SBJSETCS CAMOCTOATENLHBIM CTPYKTYPHBIM IOJIpa3siC/ieHHeM B COCTABE
YHHBEPCUTETA.
1.5. HemocpeACTBEHHOE PYKOBO/ICTBO OTAE/IOM Ka/JpOB OCYLICCTBIACT ero HadalbHHK, KOTOPBIH
MOIYMHSETCS HEMOCPENCTBEHHO PeKTOpY yHHBEPCHTETA.
1.6. YenoBus Tpyia paBOTHUKOB OT/IeNa KaJpoB, OpraHu3alHs Hx pa60qnx MECT OIpEJIe/IAeTCs
H peryjiupyercs B COOTBETCTBMM C BHYTPHOTPACJICBBIMH CTaHAApTaMU M CaHHTAPHBIMH
HOPMaMH. :
1.7. JedarenbHOCTL OTAENA KaJpoB pLI‘HaMLHTpreTCH COOTBeTcTBy}oumMI/I ,[[OJ'I)KHOCTHI:IMI/I
HHCTPYKIMAMH. PazpaGoTKa L0IKHOCTHBIX HHCTPYKLHE OCYIIECTBISETCs HAdaJIbHIKOM OTACA
KaJpOB HA OCHOBE KBanmbuKaunoHme TpeGoBaHUH [IPeIBARIAEMBIX K COTPY/THAKAM. -
1.8. Jlisi obecrieueHust MOBCE/IHEBHOM JACATENbHOCTH OTIEN KaJApOB MMECT Kpyriylo meuarh ¢
0003HaYEHHEM CBOCIO ITOTHOIO Ha3BaHMI.
2. OCHOBHBIE SA,H,ALII/I OTAEJA KAJIPOB
. 1. Kanposoe obeciiedenne AeITe/IbHOCTH YHHBEPCHTETA.
2.2. Yrpap/aeHue [epcoHaNoM Ha OCHOBE COBPEMEHHbIX METO/IOB Im,upoaoro \deﬁemlcmema.
2.3. CobmoaeH e TPYIOBOIO 3aKOHOIATEILCTBA B ACSTeIbHOCTH OPraHH3alliy.
2.4. Opraﬂmaum}mo METOJIHUECKOe PYKOBOJCTBO, KOODAMHALMS W KOHTPOJb ﬂeﬁTeanocm
CTPYKTYPHBIX MOpa3eNeHHil yHHBEPCHTETa 110 Ka/POBBIM BOITPOCAM. ‘ .
2.5, 'TlogroroBKka W TpeICTAaBICHHE PYKOBOJACTBY — YHHUBEPCHTETA UHHOPMALMOHHO-
AHAJIMTHUECKAX MATEPHAOB O COCTOSIHHM M INEpPCHeKTHBAX PasBUTHS TPYIOBBIX PECYPCOB M
KaJpoBOH pabOThl YHHBEPCUTETA.
2.6. COBEpIICHCTBOBAHKE H BHE/IPEHIE HOBBIX METOIOB OpraHu3aliy padoTsl, B TOM qpclIe Ha
OCHOBE HCIIOJIb30BAHUS COBPEMEHHBIX HHPOPMALIMOHHBIX TEXHOJIOTUH.
2.7. Yyactue B npejenax CBOEil KOMIIETEHIIMH B [OJrOTOBKE M HWCIIOJIHEHHH ynpaBnquecmx
peteHuH.
2.8. PeleHre HHBIX 3a/1a4 B COOTBETCTBUH C LETIMH opraHmaunH
2.9. Benenue yuera no kauecrsennomy cocrasy I[I1C, nammune yueHo# CTETIEHH M yquoro
3BAHUSL. : : :
2.10. ObGecrieyeHue W BeJcHME YydeTa MO TEPernoAroTOBKE M TOBBILIEHHIO KBaJTU(HKALHH
ne'p(:OHaﬂa. _
2 (DYHKLII/[I/I OTI[EJ]A I{AI[POB
Sl I/IH rerpalds KaJpoBOro MOTEHIHana Mo [OMCKY H 0TOopy MepcoHala COBMECTHO C
PYKOBOJMTEISIMU CTPYKTYPHBIX MOAPa3AC/ICHHH. '
3.2. Co3naHue KaJapoBoro pesepsa.



3.3. Opranu3alus CHCTEMbI yUeTa KaJpoB.
3.5. OueHka nepconaa.
3.6. OpraHu3andOHHBIA MEHE/PKMEHT (II0 B3aUMOJCHCTBHIO C PYKOBOAMTC/ISIMH CTPYKTYPHBIX
o pa3ie/IeHHH). '
4. [IPABA U OBSI3AHHOCTH
4.1. 3anpamuBaTh y PYKOBOAHMTENEH CTPYKTYPHBLIX NOJAPA3ACICHHA M JOMKHOCTHBIX JIALL
YHMBEPCUTETA HEOOXOAMMBbIE JaHHbIE O pabOTHUKAX, [PH MPHEME Ha paboTy M MEPEMELICHHUAX
paGOTHHKOB - MHEHHE PYKOBOJIUTENICH COOTBETCTBYIOIIMX MOIPA3/IE/ICHIH O Le1eco0dpasHoCTH
IpeIaraéMbiX KaJpOBBIX IEPECTaHOBOK.
4.2. TpeGoears npu mpueMe Ha paboTy W B JPYruX YCTAaHOBICHHBIX 3aKOHOIATEIECTBOM PO
clyuasix MpenocTaBleHus pabOTHHKAMH COOTBETCTBYIOIIMX JOKYMEHTOB (TPYHOBBIX KHIDKEK,
noKyMeHTOB 00 o6pazosanuu, anHbie MTHH., CHWUJIC, Boennoro Gunera u T.1.).
4.3, JlaBaThb pazbsCHEHHUS M PEKOMEHIALIMH [10 BOTIPOCAM, BXO/UILIMM B KOMIIETCHIHIO OT/(C/Ia.
4.4. JlapaTb pYKOBOAWTENISM CTPYKTYPHBIX HOJAPa3[eNieHHd W JIOJUKHOCTHBIM  JIMLAM
YHHBEpCHTETAa 00sA3aTe/bHble /Ul HCIOJHEHHS YKA3aHWs IO BOIPOCAM, OTHOCSAMIMMCS K
KOMIICTEHIIMH OTAENA.
4.5. BHOCHTL Ha paccMOTPEHHE PYKOBOJCTBA YHHBEPCHUTETA TMPEUIONEHHs IO BOIPOCaM
COBEpPLIEHCTBOBAHHS KaJPOBOH paboThL.
4.6. BecTH riepernucky rno Bornpocam KaJapoBoi paboTsl.
5. OTBETCTBEHHOCTb

5.1. Otzien xaapoOB HECET OTBETCTBEHHOCTE 3a:

- CBOEBPEMEHHOE, MOJIHOE U KaueCTBEHHOE BBIMOJIHEHHE 3a/1a4, BO3JIOKEHHBIX Ha OTICT;

- cobmonenre TpebOBAHKI HOPMATHBHO-TIPABOBLIX JIOKYMEHTOB, pernameﬂmpylomnx
BOIPOCH! KaApOBOit paboThl.
5.2. TlepconaiibHas OTBETCTBEHHOCTh OTZENA KaJ(POB YCTAHABIMBACTCH COOTBETCTBYIOIIMMH
JIOJIZKHOCTHBIMM MHCTPYKLIAAMH. ‘
5.3. Belo INOMHOTY OTBETCTBEHHOCTH 33 KAyecTBO M CBOEBPEMEHHOCTH BBINOJIHEHHUS]
BO3/IOKEHHBIX HACTOAINM [To/105KeHHeM Ha 0T/ KaJpoB 3a1ad i QyHKIHHA HEeCeT HadalbHHK
oTaena Kaipos. : |
6. OPTAHM3ALUS YIIPABJIEHHUST OTAEJIOM :
6.1. OBuiyro opraHM3aLMIO YIpaBieHUs OTAECIA Ka/pOB BO3MUIABIsIET PeKTOp yHHBEpPCHTETA.
HCHOCpeﬂCTBeHHoe PYKOBOICTBO paGoTOH OT/AeNa KaApoB ocyiecTsseT HadanpHuk OK.
6.2. Yrpasienue noBce/HeBHOI AeATe/ILHOCTBIO OT/IeNa KajpOoB OCYLIECTRIIACTCS HaualbHUKOM
OK myTem 0TZa4uH ITHCBMEHHDIX H YCTHBIX PACTIOPSKCHUH, yKazanuH, npocsd — crenraIucTaM
OK.
6.3. PaGorta OTheNa KaJpOB B ONEPATHBHOM pEXKHME OPTaHH3yeTcs B [EPHOABL OBICTPOro
pearnpoBaHusl  YHUBEPCHTETa Ha 0BCTOATENLCTRA,  CYHIECTBEHHO — OCIIQIKHSIONIEE  €ro
(GYHKIHOHUPOBAHHE. ' '
6.4. Opranu3zaiust paboTel B OllEPATHBHOM pB}KHML npearoaraer:

- COKpALIEHHE MPUBBIYHLIX CPOKOB BBINOIHEHUS Ka/[POBOH pabOTEL;

- BHECEHHME W3MEHEHHH B IITATHOE PACIUCAHHUE; '

- obecrnieueHue HeoOX0AUMON HH(OpMAalMed pPYKOBOACTBA YHHMBEPCHTETa B paMKax
CBOCH KOMNETEHTHOCTH; ' j '

- BlaMMOJEiCTBME € PYKOBOAMTENSMH  CTPYKTYPHBIX — MOJPAasieleHHH IO
KOMILIEKTOBAHUIO CTPYKTYPHbIX MOApa3/Ie/IeHHH yHHBEPCHTETA. .

, 7. OPTAHU3ALIUAS B3AMMOAENCTBUS OT/JAEJIA KAJPOB

7.1. BaauMojielicTBHE OT/€)Ia KaJpOB C TOKHOCTHBIMH JTHLAMH M JIPyTHMH CTPYKTYPHBIMH
MOIpa3/ie/leHusAMM YHUBEPCUTETa NIPEAIIoIaracT COrJIacOBAHHOCTL BBIIOIHEHHS MEPOIPUATHI
KapOBOH paboThl 110 CPOKAM M METOAAM PEaIN3allHH.
7.2. Otzen KazpoBs B OpoLecce cBoei AeATelbHOCTH B3aUMOICHCTBY T! ‘
7.2.1. C pekTopaToM YHHBEPCHTETA [10 BOIIPOCAM OpraHu3alny Kaﬂposoﬁ paboThl,
7 2 2, C PYKOBOIMTEIAMH CTPYKTYPHBIX TTOIpa3ieNieHHH 10 BOIpocam:
MPEIOCTABIECHUS XaPaKTEPHCTHKH HA paDOTHHKOB;,
TIPE/IOCTABIEH NS MATEPHAJIOB HA HAPY LIUTEIIEH [py,uoaou JUCUMITTHHBI;
pa3paboTKK U YTBEPIKIACHHSA IPaQUKOB OTITYCKOB;

- HOArOTOBKM JOKYMEGHTOB MO KOHKYpcHOoMy otOopy M BbibOpam Hay4HO-
Me1aroruyecKux paboTHUKOB M aTTECTALMK COTPY/IHHKOB;
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- kBanH(HUKALNH, IEPEMEIIEHHIO, H3MEHEHUS LUTATHOTO PACITHCANHIA,

- HOPMATHBHO-IPaBOBOH 0a3bl 10 KaJPOBBIM BOIIPOCAM. '
7.2.3. C ropuaudeckoil ciyx00f - 1o npaBOBBIM BOIPOCAM, BO3HUKAIOIIUM B IPOIECCe
peaN3alii MepOTpUsTHii KaIpoBOH paboTEL
7.2.4. C nnaHoBo-QHHAHCOBBIM OT/IENIOM IO BONPOCAM MOATOTOBKH U [OJICPKAHKS [ITATHOTO
pacHuCaHusl, MOINEPHKAHHS CUCTEMBI MPEMHPOBAHMA, nanGaBoK, JOMJAT, y4eT CIMCOYHOH
JHCJICHHOCTH COTPY/AHUKOB, [PE/IOCTABJICHUE KOMHH NPHKA30B I10 NEPCOHATTY.
7.2.5. C yueGHO-METOIMYECKHMM YIIPABIICHACM 10 BOIPOCAM:

- KOpPEKTHPOBKH pazmepa CTaBKd H [10YACOBOH HArpy3KH, COrIACHO WHIMBHIYATBHOIO
yueGHOro [UIaHa IperojaBare/ch;

- ydeTy W CBEpKH KBaJlM(HKAMOHHBIX cBejieHUH (rpemojaBaHue JHCLUIIMHEL, CTaX,
HAJIIYHE YICHOW CTETIEHH U 3BAHMU, PA3MCPOB CTABKH H Tl

- NIPEIOCTABIEHHS OTYCTHOH JIOKYMCHTAIMH T10 [IIC;

- IPEIOCTABIIEHHS KOIUH MPHKA30B M0 TIEIC

. [OArOTOBKM M OOECIEUCHHIO MEPONPUITHH M0 MOBBLIICHUIO kamuuKalud H
[eperiorOTOBKH MPOdecCopeKO-TPerofapaTeiLCKoro cocTasa.
7.2.6. C Oyxrajrepuei:

- 110 oryIaTe GOJILHHYHLIX JIMCTOB (IPOTOKOJI OLIATHI 6/11, cOIl. KOMHCCHH);

- 1o nporpamme 1:C dyxranrepus - KaJIpbl;

- 10 TIPEJICTABJIEHHIO COTPY AHUKAM OYEPE/IHBIX OTIIYCKOB;

- 10 NPEAOCTABIEHHIO KON TPUKA30B MO JIMYHOMY COCTaBy,

- y4eT CIIMCOYHOM UHMCIICHHOCTH COTPY/IHHKOB.
7.2.7. C npod)cOr03HBIM KOMHTETOM YHUBEPCHTETA: |

- [10 TPY/I0BOMY KOJUIEKTHBHOMY JIOTOBOPY:;
- 110 TIpaBMJIaM BHYTPEHHETO PacropsiiKa;
" 110 cOorJIacoBaHmio rpafuxa OTIYCKOB. . a

7.2.8. C KoMHCCHEl U OTBETCTBCHHBIMHA 3d OPraHH3allkio AHTHKOPPYTIMOHHBIX MEPOTIPHSTHH B
[T0/IBETOMCTBEHHEIX [O/Ipa3/Ie/ICHUSX YHHBEPCHTETA.
72.9. C OTAE/OM MaTepPHATbHO-TEXHHYECKOro CHaOXeHus U MPOPEKTOPOM IO JKOHOMHUKE H
aJIMMHUCTPATHBHOH paboTre: - MO BOMpocam MaTepuantbHO-TEXHHYECKOTO O0CIyKUBAHUS 1
cHabKeHHs. ‘ , A ‘
7.2.10. C mpopeKTopoM 1o IuppoBOH TpancopMauuu # HEGOPMALUOHHOH 6e30MacHOCTH: - II0
BOIPOCAM HH(OPMALIMOHHBIX [POLECCOB U [0/LIEPKAHHIIO KOMIIBIOTCPHBIX [TPOrPaMM.
7.2.11. C cekperapeM Y4eHOro cosera o MPOXOIKIAEHHIO KOHKYPCHBIX JIOKYMEHTOB Ha
3aMEICHHE BAKAHTHEIX 0/KHOCTEH HAYUHO-TEarorHieCckux pabOTHUKOB.
7.2.12. C 1popeKTOpoM [0 BOCHMTATCILHOH H coluanbHoil paGorte: - 10 00ECHEUCHHIO
IPOTOKOJIA 1IEPEMOHHH HArpasKIeHUs, YUeCTBOBAHMS K IOOMIICHHBIM U NAMSTHBIM JaTaM 1 AIp. TO
JIEMHOMY COCTABY M BETEpaHaM YHHBEPCHTETA. |
7.2'13. C OTe)IOM aCTIHPAHTYPbl U JIOKTOPAHTYPBI:

- 110 BOMPOCAM pEeryJIMpoBaHus TPYAOBBIX OTHOLIEHHH aCIMpaHTOB H TIOKTOPAHTOB;

- no BompocaM ofecricueHus M TOICPIKKE cpenenuit o IMIC, uMmeromux YUeHYIO

CTENEHb, YUCHOE 3BAHHE.
L/C : -3.I".Kepumosa - -
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