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1. O61ue moJIoKeHHSs

1.1. Otmen Kampos (masee - OTHEN) SBIACTCS CTPYKTYPHBIM roipasieneHueM
[BIIOY KI'CT (nasee - TEXHUKYM).

1.2. PaGoTHMKH OTJeda HasHA4alTCs Ha COOTBETCTBYIOLIHC NOIDKHOCTH |
0CBOBOKIAIOTCS OT PabOThl TUPEKTOPOM TEXHUKYMA.

1.3. Oraen noqUMHIETCs HEMOCPEACTBEHHO TUPEKTOPY.

1.4. Otzen ocyINECTBIIIET CBOIO JEATENHHOCTE C IEJIBIO obecriedeHHss TEXHHKyMa
TPyHIOBBIM pecypcaMy, KOMILTEKTOBAHMA KajpaMi CIIEIMAIKCTOB, CIyXalluX H
paGoumx TpeGyeMBIX HpodeccHi H KBaTH(UKALMH B COOTBETCTBUM C 3a/adaMH U
HATIPABIICHHEM JIESTENBHOCTH TeXHHUKyMa, pa3spabOTKH KaapoBOH IIOJUTHKH
OpraHu3aluy, COONIONCHMA Ipas, JBroT H rapaHTHE pabOTHHKOB B 00NAcTH
Tpy[OBOrO IPaBa, a TAKXKe BEJCHI Ka/[POBOTO JIeJIONPOU3BOZICTBA B COOTBETCTBHH C
3aKOHOAaTeNnsCTBOM P.

1.5. B cBoeii 1eATeIbHOCTH OTAEN PYKOBOJICTBYCTCAH;

- Koucturyiueti PO;

- TpymoBbiM KojiekcoM PD;

- peepanbHbIME 3aKOHaMH PO

- yKa3aM¥ ¥ pacrlopsKEeHUIMH IpesunenTa PO;

- [HOCTAHOBJICHUSIMHE 1 pacTiopspkeHusMu [ [paBuTenbCTBa PO;

- TOCYIapCTBEHHBIMU CTaHIapTaMU (T'OCT);

- HOpMAaTHBHBIMH aKTaMH, paspaboTaHHBIMU ¥ YTBEPKICHHBIMH PocapxuBoM;

- mpaBWwiaMH M HOpPMamH  OXpaHhl  TPyAa, TeXHUKHA Oe30IacHOCTH H
IIPOTHBOIIOKAPHOM 3aIIUTEL

- TIpaBuIaMy BEIeHHS ¥ XPAHEHUs TPYAOBBIX KHIDKCI,

. Verasom TexHukyma (B ToM umcine llpaBanmamd BHYTPEHHETO TPYZOBOI'O
pacIopsiiKa, IPUKa3aMy i PacTioPKEHHAMH IPEKTOPa, HACTOSIIUM TIOJIOXKEHHUEM);
- TOKaJIbLHBIMI HOPMATABHBIMY aKTaMH H IIOJIOKCHHAMH,

- 3akxonoM Poccriickoit ®eneparmuu «O6 00pa3oBaHHI.



2. CrpykTypa oTaejia

2.1. CTpyKTypy ¥ KOIMYECTBO WITATHBIX ¢IMHHAI OT/EIa yTBEPXKAACT AUPEKTOP.
2.2. B cocTtaB OT/eNa BXOAAT CIEAYI0IKe NOJIDKHOCTH:

- HaYaJIBHUK OTHea KafpoB — 1 mT.ef.

- CIIeLAIIACT I10 KagpaM - 1 IIT. el.

- apxuBapuyc — 1 wT. ef.

- CIIEIMANHCT 110 OXpaHe Tpyna — 1 mT.ex.

- JIEJIONIPOU3BOAUTENE- 1 MIT.SJ.

2.3. OTmen KafpoB HMeeT KPYrIIylo IedaTs ¢ 0003Ha4eHHeM CBOEro HanMEHOBAHMA.

3. OcHoBHBIE 3aJa9H

3.1. OCHOBHEIE 3aJ1a49H OT/JeNna:
- ¢dopmumpoBaHHe M BeleHHe OaHKa  JAHHBIX KaJpoBoii  HHpOpMAI¥H,
CHCTeMAaTH3alis | XpaHeHHe JOKyMEHTOB;
- COBMECTHO C IMPEKTOPOM M € DPYKOBOIMTEISIMH CTPYKTYpPHBIX MOpa3 elICHHIH
noi00p, pacCTaHOBKA KaJIpOB;
- y4eT IMYHOTO COCTaBa PAGOTHUKOB U 00y JarOIIXCS;
- CO3/IaHHe pe3epBa KaIpoB;
- BeJICHHE Ka{pOBOTO JIEJIONPOU3BOJCTBA;
- OCYIL[ECTBICHHE BOMHCKOTO yIeTa;
- HOJTOTOBKA JOKYMEHTOB W CBEICHHH, HEOOXOMMMBIX JUII HA3HAYCHHS TeHCUH
paboTHHKAM.
_BBIIaUa JOKyMeHTOB 00 oOpa3oBaHHM OOy4aromuMcs, B CBA3H C OKOHYaHHEM
yUpexAEeHH.

4. OyHKIHH

B dbyHKIME OT/EIa BXOIUT:

4.1. JlokyMmeHTansHOe OQOPMIIEHHE IpHeMa, IIEPEBOJIA U YBOIBPHCHHE pabOTHUKOB B
coorsercTBHE ¢ TK PO.

4.2. TTogGop COTPYIHUKOB ITyTEM:

- yE(GOPMAPOBAHHA PAOOTHIKOB OpraHU3aluH 00 UMEIOITUXCSI BAKAHCHAX,

- pasMeIleHus B CPE/ICTBAX MACCOBOM HHMOPMAIIHH 00BABJICHHM O BAKaHCHIX;

- ofpaleHus B OpTaHbl Cily>KObl 3aHATOCTH;

4.3. JlokyMeHTaIbHoe 0hOpMIIEHHE IIPHEMa, EPEBOJIa U OTYHCICHIA CTYNIEHTOR;
4.4, OdopmieHre TPYHOBBIX JOTOBOPOB C pPabOTHMKAMH H W3MEHEHHN K HHM,
[IOJITOTOBKA MPHKA30B 10 JAYHOMY COCTaBY, 3aTIONHEHUE JIMTHBIX JCII pabOTHHKOB.
4.5. PaboTa ¢ TPyJOBBIMH KHIDKKAMA W JHYHBIMH JOKyMEHTaMH pabOTHUKOB U
oGydarorquxcs, B TOM YHMCJIE IpHeM IMYHBIX MOKYMCHTOB OT pabOTHUKOB H
06y4arommXCs, X y4eT, XpaHeHue, 3aIl0JIHeHHe, & TAKKe Bbljlatda IpH MpeKpallieHHH
TPYIOBBIX OTHOIIEHUH U OTYHCICHAN CTYCHTOB.

4.6. Yder JHYHOrO cOCTaBa paOOTHMKOB M CTYNEHTOB IIYyTEM COCTABICHHA
Pa3IUIHOTO BUIa OTYETOB.

4.7. CocrasiieHue TpaQuKOB OTITyCKOB, OQOPMICHHE NPHUKA30B O NMPeJOCTABICHUM
paGOTHHKAM Pa3NHYHEIX BH/IOB OTIYCKOB, y4€T KOIKNYECTBA HCIOIB30BaHHEIX THEH
OTITyCcKa.

4.8. ObopmiteHre ¥ yHUeT CIyXKeOHBIX KOMaHIMPOBOK (mOAroTOBKA IIPHKA30B).



4.9. PaboTa ¢ THCTKAMH HETPYJOCIIOCOOHOCTH.

4.10. ObecrnieyeHre Tpas, JbIOT ¥ FapaHTHH paOOTHHUKOB YUPEXKICHHS.

4.11. TToaroToBKa ¥ BbIAa4ya CIPABOK O 3aHMMAaeMOM JIOJDKHOCTH U IepHoje paboTel
B TeXHHKyMe paboTHHKaM, 00 00y4eHHH U OKOHYaHHMH 00yYEHHs CTYIEHTaM.

4.12. BeneHue THYHBIX A€l CTYISHTOB OYHOI'O U 3a09HOTO OTAEICHHH TeXHUKyMa.
4.13. Obecmeyenrie COXpaHHOCTH JIeNl COTPYIHUKOB U CTYZICHTOB 3209HOTO U OYHOTO
OTIeNeHnH, 00yJaroIuxcs B TEXHUKYME.

4.14. Benenune u obopMIIeHHE KapOBOM JOKYMEHTAIWMH U y4eTa.

4.15. TlogroToBka KaapoBOM NOKYMEHTALMH JUIs Iepefadld B apXUB TEXHUKyMa I
JaJIbHEUIIIETO XpaHEeH .

4.16. IToaroToska MaTepHaioB U NPeICTaBICHUA paOOTHUKOB K IIOOIIPEHHIO.

4.17. TIoAroToBKAa MaTepPHAJIOB IS IPUBJICYEHIUS] pAOOTHHUKOB K TUCLUIIMHADHOM
OTBETCTBEHHOCTH.

5. IIpaBa 1 00813aHHOCTH

5.1. Otnen kaApoB UMEET IPABO:

5.1.1. 3ampamuBaTh ¥ MOJy4aTh OT pPabOTHHKOB IIOAPA3[eeHHH TEXHUKyMa
HeoOXOoAuMBIe Ul pabOTHI CBENEHHS W MaTepualibl JIsi paboTHl OTHeNa KaApoB.
5.1.2. TlpuBnekaTh MOApPa3/IelIeHHs TEXHUKyMa K BBIIIOJHEHHIO COBMECTHBIX PaborT.
5.1.3. Bo3Bpamars HCIIOJHHUTEISIM Ha HOPabOTKYy NOKYMEHTHI, IOATOTOBICHHEIE C
HapyIleHHEM yCTaHOBICHHBIX TpeOOBaHUH.

5.1.4. ITogmuceIBaTh W BHU3UPOBAaTh NOKYMEHTHEl B IIpefielaX CBOEH, KOMIETEHIHH.
5.1.5. IlpunumaTts pelIeHns B npenenax cBOeH KOMIIETEHIIU Y.
5.1.6. BzaumozelicTBOBaTh CO BceMH ciyxOamu (COTpyIHHKaMM) TEXHHMKyMa IIO
BOIIPOCaM KajlpoB, MOpy4YeHWil pPYKOBOACTBA M NPENOCTaBICHHA HeOOXOIXUMOH
HHGOOPMALIUH JUPEKTOPY.

5.1.7. KoHTpoiMpoBark UCHOJIHEHNE PabOTHUKAMY 3aJaHusl IO BOIPOcaM paboTHI ¢
KaJ[paMH.

5.1.8. BHOCUTE TpeUIOXKEeHHS MO IOOIIPEHUI0 U IPUMEHEHWIO IHCIHINIMHAPHBIX
B3BICKAHUH.

5.1.9. TlpencTaBnsTh TEXHHKYM B YCTAHOBIEHHOM IIOpAJKE BO BCEX OpraHax H
OpraHM3alysx 110 BOIIPOCaM, OTHOCAIHMXCS K KOMIIETEHITHH OT/IeNIa KaapoB.

5.2. Otnen xaapoB 00s3aH:

5.2.1. CBoeBpemenHo obecneunBaTh 10J00pP KBaTMGHUUPOBAaHHBIX  KaJIpOB
5.2.2. ObecrieunBaTh B OTJEJE 3AIUTy IEPCOHAIBHBIX MaHHBIX pPaOOTHHUKOB H
00y4JaroIXCs OT HECAHKLIIMOHUPOBAHHOTO TOCTYTIA.

5.2.3. BoimaBaTh HH(GOPMAIMIO O TPYIOBOM IEATENbHOCTH PpabOTHHKOB IO HX
3armpocam. |

5.2.4. UnbopMHUpPOBAaTh PYKOBOJCTBO TEXHHMKyMa O COCTOSHHM  TpPY/IOBOM
JUCIUILIMHEI.

5.2.5. Cobmomath B cBoei paboTe HOPMBI JEHCTBYIOIMIEr0 3aKOHOJATEIBCTBA.

6. BzaumopgeiicTBHE CO CTPYKTYPHBIMH NOApa3Ae/IeHHAMH

6.1. Otzen B mpollecce BRIIONHEHHS (QYHKIUH, BO3JI0OKEHHBIX Ha HETO,



B3aMMOJEHCTBYET:

- CO CTOPOHHMMH OpraHH3alUsSIMH TI0 BOIIPOCAM IIPENOCTaBICHHA 3aIpanBaeMOon
uH(OpMAIIMHY, CBEICHHH, NOKYMEHTAlMH U OTYETOB IO COTPYIHMKAM H CTyACHTaM
TEXHAKYMa.

- CO CTPYKTYPHBIMH ITOJpa3IeIeHHAMY TEXHUKyMa 110 KaZPpOBbIM BOIIPOCAM.

7. OTBEeTCTBEHHOCTD

CoTpyIHUKH OT/EJIa HECYT OTBETCTBCHHOCTD:

7.1. 3a HecBOEBpEMEHHOE M HEKAUECTBEHHOE BBIITOJHEHHE BO3JIOXKEHHBIX HA OTHEIN
3a1ad4.

7.2. 3a HecoOmOJeHHE 3aKOHOJATENBCTBA B 00IacTH TpPyZOBOrO IIpasa.
7.3. PabGoTHHKHM OTHena HECYT IIEPCOHAIBHYI0 OTBETCTBEHHOCTH B IIpeAenax
JOJKHOCTHBIX 00s13aHHOCTEH, OIIPEIEIIEHHBIX TPYIOBEIM IIOTOBOPOM.
7.3.1. PaboTHMKM OTAena MOryT OBITH IIPHUBIEYEHBl K JHUCHMILUIMHAPHOH,
MaTepHajibHOM, YTOJNOBHOM OTBETCTBEHHOCTH B cClydae H B  IIOPAJKE,
MPeIyCMOTPEHHOM 3aKOHOATEIBCTBOM.

7.3.2. TlopsAmok MpHUBICYEHHUI K JUCHHUILIMHAPHONW OTBETCTBEHHOCTH IPEIyCMOTPEH
[TpaBunamMu BHYTpEHHETO TPYOBOTO pacropsiaKa.

HcnonHuTelnb: HA4YaJIBHUK OT/AENIa KaJpoB



