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1. O6mue No0KEHHUS.

1.1.  Otnen xagpoB (OK) sBisercs CTPYKTYpHBIM  IOApa3faeieHueM
HuxHeKkaMCKOro XMuMHKO-TEXHOJIOTUYECKOTO HHCTUTYTA.

1.2. OTtnen xkapoB HENMOCPEACTBEHHO noaunHsercs nupexkropy HXTHU.

1.3. Ha3HaueHue Ha JOJDKHOCTb U OCBOOOKIEHHE COTPYIHHUKOB OT/AeNIa KaJIpoB
IpOU3BOAUTCS NpHKa3zoM aupektopa HXTH.

1.4. B cBoeit paboTe paOOTHHKHU OTIea KaAPOB PYKOBOJACTBYIOTCS A€HCTBYIOLIAM
3aKoHOoJaTeabCcTBOM P®, HopMaTUBHBIMU akTaMu MHHHCTEpPCTBA 00pa3oBaHUs U
Hayku P®, YcraBoM HMHCTHTyTa, pUKa3aMU U PaACIOPSHKEHUSIMHU JUPEKTOpa H
JMU, 3aMEHSIOIIMX €ero, MpaBUJIaMM BHYTPEHHEro TpPYIOBOrO pacropsiika |
nanubM [lonoxxenuem o0 otaerne.

2. OcHOBHBIE LEJIH H 3aJa4H.
2.1. OcHOBHO# 1enbl0 paboThl OTHeNa KaJpoB CTOMT obecrnedyeHwe y4dyeOHOro

3aBeJIeHUS KBaJIU (QUITIPOBAHHBIMU KaJpaMu (mpenoaBaTeNbCKUH,
aJIMHHHACTPATHUBHO-YTIPaBIeHYECKUH, OOCIY)KMBAIOIIMI U BCIIOMOraTeJbHBIH
nepcoHan).

2.2. Ocoboe BHHMaHue ypensieTcss cOopy, (pOpMHPOBAHHIO, KOPPEKTHPOBKE H
XpaHEHUIO MHAUBHUyaIbHBIX JTaHHBIX PAOOTHUKOB.

2.3. COop moxymeHTanuu (COTJIACHO HOMEHKJIAType Meln), lepefada B apXuB U
obecrievyeHne ee COXPaHHOCTH.

3. Crpykrypa.
3.1. CTpyKTypy ¥ IITaTHYIO YACIEHHOCTh OT/IE€JIa YTBEPXKAAET TUPEKTOP.
3.2. OTnen kaApoB UMEET B CBOEM COCTaBe 2 yJacTKa:

1.T1o pabore ¢ mpenoaaBaTessIMU U COTPYAHHKAMH;



2. I1o paboTe co cTyieHTaMH.

B crpykType oTaena KaapoB BBIAEISAIOTCS  CIEAYIOIIHE IITaTHBIE
JIOJKHOCTH:

HayanbHUK OK - 1

CHEHUAKCT M0 KajapaM - 3
3.3. Pacmpenenenue 00s3aHHOCTEH MeXIy pabOTHHKaMH IPOM3BOAMTCS
HayaJbHUKOM OTJIeJ1a KaJpOoB.
3.4. PaGoTHUKM  oTAena B CBOEH  JEATEIBHOCTH  PYKOBOACTBYIOTCS
JOHKHOCTHBIMU MHCTPYKLMSMH.

4. DyHKUHH OTAE]IAa KAJAPOB.

Jlns  pemieHusi TOCTaBIEHHBIX 3a7ady OTAEN KaJApOB OCYIIECTBJISET
cnenyonme GyHKIUN:
4.1. CoBMECTHO C pyKOBOAMTESIMH CTPYKTYPHBIX NIOApPa3IeIEHUN OCYIECTBIISET
nmoadop U oTOOp pabOTHUKOB M BHOCHT MNPEIJIOKEHHS 00 HMX Ha3HAYEHUH Ha
JOJKHOCTH.
4.2. UudopMupyeT pyKOBOAWTENEH  CTPYKTYpPHBIX  IOJpas3felieHuid o0
UMEIOINXCSl BAKaHCHUSIX.
4.3. Odopmiser npuem, epeBO] U YBOJIbHEHUE PAOOTHUKOB B COOTBETCTBHUH C
TPYAOBBIM 3aKOHOJATEIbCTBOM, IIOJIOXKEHUSIMU, HHCTPYKLUSMH M IpUKa3aMHU
IUpEeKTopa.
4.4. Bener y4eT JIMUHOIO COCTaBa, YCTAHOBJIEHHYIO JTOKYMEHTALUIO 110 KaApaM.
4.5. Bplmaer cnpaBKH O TPYIOBOH IeATENBHOCTH pPaOOTHUKOB, 3aHMMaeMOMn
JOJDKHOCTH M pa3mepe 3apaboTHOM MIaThl.
4.6. OcylecTBIsET IpUEM, 3alI0JIHEHUE, XPaHEHUE U Bblauy TPYAOBBIX KHHKEK.
4.7. ToToBUT MaTepuaibl IJisl MPEACTaBICHUS] paOOTHUKOB K MOOLIPEHUSIM, IS
NpUBJIEYEHUsT  pabOTHUKOB K  MarepuajbHOM U JUCUUIUIMHAPHOMN
OTBETCTBEHHOCTH.
4.8. Opranusyer B COOTBETCTBUM C HOPMATUBHBIMU  IPAaBOBBIMH U
METOJUYECKUMHU JOKYMEHTaMU IIPOBEPKH B IOJAPA3NAEICHUSX - COCTOSHUE
TPYAOBOM JUCLUIIIAHBI.
4.9. T'OTOBUT NOKYMEHTHI sl 0(OPMIIEHHS MEHCHH U MpPeICTaBIIsIeT UX B OPraHbl
COLIMAJIBHOTO 00ecreyeHusl.

5. IIpasa.

5.1. BHocuUTh Ha pacCMOTpEHHE JIUPEKTOpa IPENIOKEHHUS 110 YIy4IIeHHUIO
NesTeIbHOCTH OTAea. ‘

5.2. 3anpammBaTh Yy  pPYKOBOAUTENEH  CTPYKTYpPHBIX  TMOJApa3/esIeHHi
HeoOXOoMMBbIe JaHHbIE 0 paOOTHHKAX, a IIPH IIpHeMe Ha paboTy U MepeMelIeHusIX
paOOTHHKOB - MHEHHE pYKOBOAUTEIEH COOTBETCTBYIOLIMX CTPYKTYPHBIX
MoJApa3IeJICHUN.

5.3. OcyumecTBisiTh KOHTPOJIb 3a JAESITEIbHOCTBIO JIIOOOT0 CTPYKTYpPHOTO
nojpasziejieHuss MO0 COOJIIOACHHIO TPYHAOBOIO 3aKoHozarenbcTBa. [IpaBuin
BHYTPEHHET0 TPYZAOBOI'0 paclopsiaKa.



5.4. KOHerTHBIG npaBa HadalJlbHHUKa OTAeJIa H pa6OTHI/IKOB oTaelia
YCTaHaBJIMBAIOTCA JOJDKHOCTHBIMU MHCTPYKIUAMHU.

6. OTBETCTBEHHOCTb.

6.1. Otnen kaapoB HECET KOJIEKTUBHYIO OTBETCTBEHHOCTD 3a:

- Ka4eCTBO ¥ CBOEBPEMEHHOCTD BBIMOJHEHHUS 3a/1a4 U (PYHKIMH, BO3JIOKEHHBIX HA
OTJIeNI, a TaK)Ke 3a MOJHYIO peau3aluio Ipas, PeI0CTaBIeHHbBIX OTACILY;

- cobmmoieHre TpeOboBaHU TPYyAOBOT0 3aKOHOATEJILCTBA;

- MPaBUJIBHOCTD, MOJHOTY U KauyeCTBO MPOBEACHUS] MEPONPUATUN 10 peann3alun
KaJIpOBO MOJTUTHKU B UHCTUTYTE.

6.2. HupuBuayanpHas (MepcoOHalbHAs) OTBETCTBEHHOCTh PaOOTHUKOB OTAeNa
yCTaHABJIMBAETCS JODKHOCTHBIMU MHCTPYKIIUSMH.

7. B3aHMOOTHOILIEHHSI.

Jlns  BeImoNHEeHUss (YHKUMH W peanu3auuid MpaB OTAeN KaJpoB
B3aMMOJIEUCTBYET C MOAPAa3ACJICHHSIMH IO CIIEAYyIOIIel cxeme:

Bce cTpYKTYpHBIE NIOApa3ieaeHus.

[TonmyyaeT: 3asBKM Ha BaKaHTHBIE JOJDKHOCTH Pabo4YMX M CIELHAIUCTOB,
JNOJDKHOCTHBIE ~ WHCTPYKLMHM, MaTepuajbl Ha  HapylIUTeled  TpyHOBOM
JIMCLUTLINHBI, TPAQUKH OTITYCKOB COTPYIHUKOB.

[TpencraBisieT: BBIMMCKH M3 TMPHKa30B (KOMUM MPHUKA30B) IO JHUYHOMY
coctaBy (1o 3ampocaM pPYKOBOIHUTENeH MoApa3iesieHuii). YTBepxnaaer rpapuk
OTITYCKOB, IpeanuCaHus 00 yCTpaHEeHUH! HapylIeHu i TPYIOBOTO
3aKOHOATEILCTBA.

C OyxranTepueii.

[Tomy4aeT mTaTHbIE pacCIIUCaHUS.

[IpencraBsieT: OOJILHHYHBIE JIUCTHI JJISI OTLIATHI, KOITHH MTPUKA30B, CIIPABKH
0 TeKy4YeCTH KaJIpOB.

C y4eOHBIM OTJIEJIOM.

[Tony4aeT: MOKyMEHTHI IperofaBareiieli (rmociie KOHKYpCHOro otbopa u
YTBEPIKJIEHHUS I TATOB).

[IpencraBnsieT: KOMUU MPUKA30B MO TUYHOMY COCTaBY.

C nexaHaTaMu.

[Tony4aeT: mnpeAcTaBiIeHWE, BKJIAABIIINA W JUIJIOMBI, aKaJeMHYeCKue
CIIpaBKH, HEOOXOAUMBIE CBEIEHHS O CTYyJeHTaX, JOKYMEHTHI Ha BOCCTAaHOBJIEHHBIX
¥ OTYHCJICHHBIX CTYJI€HTOB.

[IpencraBnseT: HHGOPMAIUIO U3 IUYHBIX /1€ CTYJEHTOB.

HauanbHuk oT/ena KaapoB P.U.3akupoBa



