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1 O061m1e MoJIoKeHus
2 | OcHOBHBIC 3324
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1. O01mHe moJ10KeHus

1.1. Ormen xampoB (mamee — OK) sBnsercs CTPYKTYpHBIM IIO[pa3leicHHEM
[ocynapcTBEHHOTO  aBTOHOMHOIO — HPOGECcCHOHAIBHOrO0 00pa3oBaTENbHOrO  YUPEKICHUS
Mockogckoit o6nactu «I'yOepHCKHIA KOJIIEmKy (aajnee — KoJIenK).

1.2.0tnen kanpos (OK) coznaercs U TUKBUAUPYETCS NPHKAa30M JHPEKTOPA.

1.3. OK B cBo€H [edTeNbHOCTH DPYKOBOJCTBYETCS MEHCTBYIOIIAM 3aKOHOAATEIBCTBOM
Poccuiicko#t @eneparun w MockoBeko#t o6nactu, TpynoBeiM komekcoM P®, HOPMATHBHO —
NPaBOBBIMH dKTaMH, COJEPXKAIIMMH HOPMBI TPYJOBOIO IIpaBa, a TakkKe METOIUYECKHMHU
JOKYMEHTaMH 110 BEJCHHIO KapOBOTo JenonpousBocTaa, ¥Ycrasom "TATIOY MO «I'ybepuckuit
KOJUTEDK» ¥ HACTOALIUM TIOJOKEHHUEM.

1.4. Otnen kaapoB HEMOCPEACTBEHHO HOAYHHSIETCS TUPEKTOPY.

1.5.BosrnaBmsser OK —mavanmeauk OTmena, Ha3HA9aeMbli M OCBOOOMKIAEMEIH OT
JOJDKHOCTH IIPUKA30M JTUPEKTOPA.

1.6.Crpyxrypa u mrar Otzena yTBepKIarTcs JUPEKTOPOM KOJUIEIKA.

1.7.JomxnocTHEIE  00s3aHHOCTH paboTHHKOB OK  ycTaHABIMBAIOTCS AOIDKHOCTHBIME
HHCTPYKIHSIMH.

2. OcHOBHBIE 331291
2.1. ITox6op, paccTaHOBKA KafipoB.

2.2. YdeT JIMYHOTO COCTaBa B BeICHHE KaIpOBOM OKYMEHTAIIHH;

2.3, CO?.,I[&HHE pe3cpBa KaapOB NI BBIIBHKCHHA Ha PYKOBOIOAINHEC H MAaTCpHaIbLHO
OTBETCTBCHHBIE TOJDKHOCTH.

2.4. Opranu3anys ¥ NPOBEACHNE BCEX BHJOB IOATOTOBKA M NOBBINCHUS KBATM(MKANM
KaJIpoB.

2.5. KonTpois 3a coOMoNeHIeM TPYI0BOM TUCIIUILIHHEL,
2.6. ObecnieueHue npas, IIOT U rapaHTHi pabOTHHKOB KOJLIEIDKA.

2.7.1loanep:kanne M yKPEIICHHE MOJOKHMTEIHHOTO COIHAIBLHO-TICHXOIOTHIECKOr0
KiMaTa B 00pa3oBaTeNbHON OpPraHM3aiy, IpeayIpexIeHie TPYOBBIX KOHDIUKTOB.

3. OcHoBHBIEe QYHKIHH
3.1. OcHogHble pyuxkyuu npu pabome ¢ TUUHBIM COCMABOM

3.1.1. PazpaboTka KagpoBO# MOTUTUKHE B CTPATeTHH KOJLIESKA.

3.1.2. Paspaborka DpOrHO30B, OIpEICICHHE TeKylled MNOTpeOHOCTH B Kanpax H
HCTOYHHKOB €€ YIOBIETBOPEHMS Ha OCHOBE H3y4EHHUS PHIHKA TPYZa.

3.1.3. KommuexkToBaHpe KOJUIEIKA IIPEIONABATENBCKHM  COCTaBOM, paboummu,
cenmanucTaMy TpedyeMEIX mpodeccHid, crenuanbHOCTeH W KBAIH(HKAIMA B COOTBETCTBHH C
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LENsIMH, CTpaTerued W npoduieM yd4eGHOrO 3aBefieHHs, H3MEHSIOMUMHCH BHEIIHAME U
BHYTPEHHUMH YCIIOBHSIMH €TI0 IEeSTEIBHOCTH.

3.1.4. ®opmupoBasue U BeleHHE OaHKAa JAHHBIX O KOJIMYECTBEHHOM M Ka4eCTBEHEOM
cocTaBe KaJIpoB.

3.1.5. Tlog6op u or6Gop pabOTHHKOB COBMECTHO C PYKOBOJMTEISIMH CTPYKTYPHBIX
MOJpascIICHHH ¥ BHECEHHE COOTBETCTBYIOIIUX IIPETOKEHMAN 00 X HAa3HAYCHHH HA YKa3aHHBIE
JOJUKHOCTH, O(QOpPMIICHHE MPUKA30B O MpUeMe Ha paboTy W APYrod HeoOXOmMMOM s 3TOro
INOKYMEHTAIHH.

3.1.6. Pa3paboTka npeuioxeHuit o npaeme Ha paboTy M0 KOHKYPCY, OCYIIECTBISEMBIM B
COOTBETCTBHH C IOPAIKOM, YCTaHOBIEHHBIM 3aKOHOAATEIHCTBOM.

3.1.7. udopmupoBanne pabOTHUKOB BHYTPH KOJUIEMKa 00 MMEIOIMMXCS BAKAHCHSIX,
HCIIONIE30BAHME CPENCTB MaccoBOM HHGOpMAUMH 11 MOMEIEHHS OOBSIBICHHHE O HaliMe
pPabOTHHKOB.

3.1.8. Odopmnenne mpuema, IepeBojla W YBOJNbHEHHS PabOTHUKOB B COOTBETCTBUU C
TPYAOBEIM 3aKOHOJATE/IECTBOM, IONOKEHUSIMU, WHCTPYKIUSMM U IpHKa3aMH [IUPEKTOpa
KOITe/ KA.

3.1.9. Yyer nu4HOrO cocrasa.

3.1.10. Brinaua cipaBok 0 HacTosIIEel ¥ IPOILION TPYAOBOH NEeATEIFHOCTH PabOTHHKOB.
3.1.11. [Ipuewm, 3anonHeH’e, XpaHECHNE U BbIIAYa TPYJOBEIX KHUKEK.

3.1.12. Benenue ycTaHOBIEHHOM JOKYMEHTAUWH MO Kagpam.

3.1.13. IToaroToBka MaTepHaIoB I IPEACTABICHHS MEPCOHAIA K TTOOIIPEHUIM.

3.1.14. IloaroroBka MaTepHaJOB IO IMPHBICYEHHIO pPAOOTHHKOB K MATEPHAIBHON
JUCIHILTAHAPHON OTBETCTBEHHOCTH.

3.1.15. PaccraHoBKa KaZipOB Ha OCHOBE OLEHKH WX KBaTM(UKAIWH, JTHIHBIX M JETOBBIX
Ka4ecTs.

3.1.16. KoHTposib 32 NpaBUIBHOCTHIO PACCTAaHOBKM PabOTHUKOB M MCIOJIB30BaHHS HX
TpyJla B CTPYKTYPHBIX HOApPA3ACICHUIX KOILIEKa.

3.1.17. ]JloxyMeHTaIbHOE COIpPOBOJKIECHHE IPOBEJCHUS AaTTeCTalud pabOTHHUKOB
KOJUIS/DKA, y4JacTHe B aHalH3e pe3yJbTaTOB aTTeCTAallid, OCYIIECTBICHHE IIOCTOSHHOTO
KOHTPOJIS 32 XOJIOM BBITTOJIHEHUS PEIICHHM aTTeCTAIHOHHON KOMHCCHH.

3.1.18. IlogroroBka HEOOXOIUMBIX MATEpHAIOB MJIS PACCMOTPEHHsS Ha KOMHCCHH IIO
YCTAHOBICHUIO BHICIYTH JET.

3.1.19. IloxroroBka COOTBETCTBYIOIHX AOKYMEHTOB IO TMEHCHOHHOMY CTPaXOBaHHIO U
IPECTABIEHHE HX B OPraHbl COMUATBLHOTO 00eCTIeYeHH .

3.1.20. OOecneyeHue CcONMANBHBIX TapaHTHH TPYASIMMXCS B 00acTH 3aHATOCTH,
cOOmONeHUsT NOpSIKa TPYAOYCTpPoiicTBa W HepeoOyueHus BHICBOOOKIAIOMUXCS PaOOTHUKOR,
IpeIOCTaBICHHUS UM YCTaHOBJIEHHBIX JBIOT ¥ KOMIIEHCAIIHH.
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3.1.21. Cocrapnenue rpaguKoOB OTIIyCKOB, YI€T HCHOIB30BaHHA PAOOTHUKAMHU OTILYCKOB,
oopmiIeHHE OYEPETHBIX OTIYCKOB B COOTBETCTBHH C YTBEPIKACHHEIMHA

rpapuKamMu ¥ JOTIOTHUTENBHBIX OTIIYCKOB.
3.1.22. OdopmieHue u y4eT KOMaHJHPOBOK.
3.1.23. TabenpHEIH yUeT.

3.1.24. Ananm3 TeKy4ecTH KaapoB.

3.1.25. Pa3paboTka MEpONpHUATHH IO YKPEIICHHIO TPYHOBOH MHCIUILTMHLI, CHIJKECHHIO
TEKY4eCTH KaJIpOB, IOTEPh pabodero BpeMeH!, KOHTPOJIh 33 HX BBITOJHEHUEM.

3.1.26. Paccmorpenue xano® W 3asBieHHH pabOTHHKOB IO BOIpOCaM IpHEMa,
IepeMeNIeHNs ¥ YBOIbHEHMS, HapyeHus TPYL0BOTO 3aKOHOIaTeILCTRA.

3.1.27. Tlpusagtie Mep K BBIBICHUIO ¥ YCTPAHCHWIO MPUYWH, MOPOKIAIOMMX KANOOH!
pabOTHHKOB.

3.2. Ocnosnvie pyuryuu npu pabome co cmyoenmamu
3.2.1. OdopmieHHe TUIHBIX JeJI CTYICHTOB.

3.2.2. Odopmienue mnpuema, IMEepeBOjd, BOCCTAHOBICHUS M OTYHCICHUS CTYACHTOB B
COOTBETCTBUH C 3aKOHOIATENECTBOM, [TOIOKEHHAMHU, [IPHKA3aMH JTHPEKTOpA.

3.2.3. Y4er 4MCII€eHHOCTH CTYIEHTOB.

3.2.4. PaboTa co cTyeH4ecKoi 06a30i JaHHBIX.

3.2.5. Belzjaga cpaBoK O HaCTOAIIEH U IIPOILUIOH yuebe CTyIEHTOB.

3.2.6. Beenne ycTaHOBIEHHON JOKYMCHTAIMH 110 CTY/ICHYECKUM Kaapam.

3.2.7. OdpopmiieHre IIPHUKA30B O NPENOCTABICHHM aKaJeMHUYECKOro OTIyCKa CTYJAEHTaM
KOJUIEJKa B COOTBETCTBUY C 32KOHOATEIILCTBOM.

3.2.8. IloaroroBka COOTBETCTBYIOIMUX [JOKYMEHTOB IO IEHCHOHHOMY CTPaxOBaHUIO
CTYJICHTOB.

3.2.9. Xpanenue, y4et U Belgada 0JIaHKOB CTPOrOi OTIETHOCTH CTYIEHTaM.
3.2.10. OdopmireHHe THYHBIX e BBITYCKHHKOB.

3.2.11. OdopmieHHe NUYHBIX J€J CTYJICHTOB, OTYMCIICHHBIX M3 KOJUIE/DKA, YINSAIUX B
aKaJIEMU9YECKUH OTILYCK.

3.2.12.Befenne y4eTa BOSHHOOOA3aHHBIX.

4.IlpaBa u 00A3aHHOCTH
Otzen xaapoB UMeeT Npaso:
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4.1.nomydath OT CTPYKTYPHBIX IIOJpa3/IE]ICHHH, KOPIIYCOB KOJUIE/DKA [JOKYMEHTEI,
HeoOxomuMBbIe 11 OQOpMIIEHHS IIpHeMa, IepeBoja, KOMAHIUPOBKH. OTIYCKa W YBOJBLHEHHS
pabOTHUKOB.

4.2 naBath B Tpefenax CBOGH KOMIECTEHUWMH YKa3zaHWs CTPYKTYPHBIM NOJpPa3JeIcHUIM
KOJIJIEJKa 110 YYeTy, paCCTaHOBKE U MOJATOTOBKE KaJ(pOB.

4.3 . BHOCHT IIPEUIOXKEHHS PYKOBOCTBY II0 COBEPIICHCTBOBAHMIO pabOTEI ¢ KaJpamy.
4.4.ym0CTOBEPATS IOPHIMIECKYIO CHITY KOMUH JOKYMEHTORB 110 JITYHOMY COCTaBY.

4.5 KOHTPOJIHPOBATE B CTPYKTYPHBIX NOJpPAsICiIeHUsX Koulemka coOioneHne B
OTHOIIEHHH pabOTHHUKOB TPY/IOBOIO 3aKOHOIATENILECTRA, [TPEIOCTABIICHUE YCTAHOBIEHHBIX JILIOT
H KOMIIEHCAITHH.

Cotpyanuku otaeja ods3aHbl:

[IpencraBnsaTe B yCTaHOBIGHHOM IOpSIKE MHTEPECHl KOJUIE[PKA 10 BOIPOCaM,
orHocsmuMes kK KomrereHuum OK, BO B3aUMOOTHOIICHHMAX € TOCYJApCTBEHHBIMH U
MYHHUIANAIEHBIMA OPraHaMy OPraHU3alisIiMU U YIPEKICHUIMH.

[IpoBoguTe ¥ y4yacTBOBaTh B coBemaHuax Koiemxa mo BompocaM, OTHOCSIIUMCS K
koMmoereHE OK.

5.0TBeTCTBEHHOCTH
5.1.0K HeceT OTBETCTBEHHOCTH 3a HaJIeXKalllee ¥ CBOCBPEMEHHOE BEITONHEHUE (QYHKITHHA,
IPEeyCMOTPEHHBIX HACTOSIINAM TIOJIOKEHHUEM.

5.2.Ha navanbHUKa OT/IENA KAIPOB BO3JIAraeTCA OTBETCTBEHHOCTH 3a:

-OpraHHU3aIHI0 ONEPATHBHOM M KAYECTBEHHON ITOATOTOBKH M HCIOJIHEHHUA JOKYMEHTOB,
BeJICHHE JETIOIPON3BOJICTBA B COOTBETCTBHH C ICHCTBYIOIMMHU NPABUIAME M HHCTPYKIIHSIMH;

-cobnogenue padborauxamu OK TpyaoBoii JHCIANIHHDL;

-obecriedeHre COXPaHHOCTH HMMYIIeCTBa, Haxomsmerocs B novemenmwix OK, u
cobmoeHue IPaBUII OKAPHOH 6e30MacHOCTH.

- COOTBETCTBHE AECHCTBYIONIEMY 3aKOHOJATENBCTBY BH3UPYEMEBIX MM HPOEKTOB IIPHKA30B,
MHCTPYKIIHH, TTOJIOKEHHUM U APYTHX JOKYMEHTOB,

6. BzaumooTHomenusi. Ciny:xeOHbIe CBA3H
6.1.J1ns Bemonaenus ¢ysKimi u peanu3aiyu npas OK BzaumoneicTByeT:

- CO BCEMH CTPYKTYPHBIMH IT0/Ipa3feeHUsIMH KOJUIE KA 10 KaJpOBEIM BOIIPOCAM;

- C IOpHUCTaMH KOJUICKa- I ITOJIYUCHHS PIHd)OpMaHHH 00 U3MEHEHHUSIX B I[eﬁCTB}"EOII[eM
3aKOHOOATEJIBCTBE U IPABOBOI'O obecrniegeHus IIPH MOATOTOBKE KaIPOBBIX TOKYMEHTORB,

- ¢ Oyxranrepueil — IO BONIpPOCaM OIUIATEI TPYZAd, 4 TAKXKe Ul NPeTOCTaBIICHHs KOIUM
IpUKa3oB O Ipueme Ha paboTy, YBOIBHEHHUS. IEpPEBOAE, OTIYCKE. KOMaHIHPOBKax.
HOOLIPEHUSIX, IPUBICUCHUN K MaTepPUANbHONR OTBETCTBEHHOCTH U MPOYHX JIOKYMEHTOB;
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- ¢ uHGOpPMANMOHHO- pECypCcHOM IIEHTpOoM- 10 Bompocam obecnedenns OK
KOMIIbIOTEPHOX ¥ BEIMUCIMTENbHON TEXHUKOM, €€ SKCIUTyaTauuell ¥ peMoHTa.

7. Yupasienue. CTpykTypa
7.1. Pykoroacteo OK ocymecTrisiercs HawanbHukoM OK, NOAUMHSIOMEMYCS JTAPEKTOPY
KOJLIEUKA.

7.2. Hauampauk OK HeceT NOJHYIO OTBETCTBEHHOCTh 32 OPTaHU3ALMIO JEATEIbHOCTH
OT/IeNa 110 BEIIONHEHUIO 33129 ¥ QYHKIMH, BO3TIOKEHHBIX Ha OT/ICIL.

7.3. Crpyktypy m mratHoe pacnucanue OK yTBepmaeT AUPEKTOpP B COOTBETCTBHY C
JEHCTBYIOIIEH OpraHu3allHOHHON CTPYKTYPOH.

H3menernue Ne 2 Hama
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