IICII CMK 7.5.1.-44-16
cmp. 1

W
= MOCKOBCKOI OBJIACTH

l MuHUCTEpCTBO 06pasoBaHuA MockoBckoi obnactu

IOCYAAPCTBEHHOE ABTOHOMHOE MPOPECCUOHAJILHOE
OBPA3OBATEJILHOE YUPER/JIEHHE

«YBEPHCKUW KOMNEOM »

HOJOKEHHE
Ob OT/IEJIE KAJPOB

FAITIOY MO «l yoepHekuii KoJu1e/us»

[CI CMK 7.5.1. -44-16

Bepens 02

Jlata BeeaeHusa; 22.08.2016 1.

r. Cepnyxos
2016 roa

Paspa Goman

Hpoeepu.a

Cocracosat

I ——

HonwHocmes

b
YNONHOMOHEHHBIH N0 KaYecTay E.B. ﬂwacenwu
b
v

7

/5 0 8.20/0

1-ii 3an aupekTopa

Bepcus 1

Cmp. 1us 19

COIAEPKXAHHUE

Hszmenenue Ne 2

Mama




IICII CMK 7.5.1.-44-16

cmp. 2

Nen\im HaunmenoBaHue pa3iena

Crpannna

OO01re noJI0KEHUS

OCHOBHBIE 3aJa4un

OcHoBHbIE QYHKIIUU

[TpaBa u 00s13aHHOCTH

OTBETCTBEHHOCTD

BzaumoortHomenus. Ciy:xeOHbIe CBSI3U

Ynpasnenue. CTpykrypa

HpI/IJ]O}KeHI/IC 1 JIucT cornacoBaHus M 03HAKOMIICHUS

[Tpunoxenue 2 JIuct perucrpanuu U3MeHEHUH

Smoo\lmmhooml—\

[Tpunoxenne 3 JIuct pacchliku pabounx 3K3EMIUIIPOB

Hszmenenue Ne 2 Jama




IICII CMK 7.5.1.-44-16 cmp. 3

1. O0mmue moJiosKeHus1

1.1. Orgen kampoB (mamee — OK) sBisercs CTPYKTYpHBIM —IOApa3iAeICHHEM
[FocymapCTBEHHOIO  aBTOHOMHOTO — MPO(ECCHOHANIBHOTO  00pa30BaTEIBHOTO  YUPSIKIACHHUS
MockoBckoit 00mactu « 'yOepHCKHI KOJUIEIK» (anee — KOJIISIK).

1.20tnen kagpos (OK) coszmaercs U TUKBUIUPYETCS IIPUKA30M TUPEKTOPA.

1.3. OK B cBoeil 1eATeNbHOCTH PYKOBOJACTBYETCSA JEHCTBYIOIIMM 3aKOHOJATEIHCTBOM
Poccuiickoit ®enepanyu 1 MockoBckoit obnactu, TpynoBbiM konekcom P®, HopMaTHBHO —
IIPaBOBBIMH aKTaMH, COAEP)KAIlMMU HOPMBI TPYJOBOTO IIpaBa,a TaKXe METOAMUYECKHUMHU
JIOKYMEHTaMH T10 BEJICHUIO KaJIpOBOro neaonpon3BoicTsa, YcraBoM FAIIOY MO « ybepHckmit
KOJUIEK» U HACTOSIIIIUM IOJIO)KEHHUEM.

1.4.0tnen xaapoB HEMOCPEACTBEHHO OTUHUHSACTCS TUPEKTOPY.

1.5Bosrmasisser OK —Havanenuk OtTaoena, Ha3HAYaeMbli Y OCBOOOXKIAEMBIN OT
JIOJDKHOCTH TIPUKA30M JTUPEKTOPA.

1.6 Ctpykrypa u mtat OTaena yTBEpKAaloTcsl IUPEKTOPOM KOJUIEKA.

1.7 JomxHOocTHBIE 0OO0si3aHHOCTH paboTHUKOB OK  ycraHaBIMBaIOTCS JOKHOCTHBIMU
UHCTPYKLUSAMHU.

2. OcHOBHBIE 321a4YH
2.1.TToxbop, paccTaHOBKA KaJpOB.

2.2.Yd4eTr ITMYHOTO COCTaBa M BEJICHUE KaJAPOBOM JTOKYMEHTAIIHH,

2.3. Co3ngaHue pesepBa KaJapoB JJs BBIABIDKEHHS Ha PYKOBOSIIME M MaTepHAIBHO
OTBETCTBEHHBIE JOJIKHOCTH.

2.4. Opranm3anys ¥ IPOBEICHUE BCEX BUOB MOATOTOBKH M TOBBIMICHUS KBaTU(DUKAIIUN
KaJ[pOB.

2.5.KoHTpoms 3a cOOII0IeHHEM TPYA0BON JUCITUTIIIUHBI;
2.6.00ecneueHne mpas, JbIOT ¥ rapaHTHi paOOTHUKOB KOJUIEIKA.

2. 7IlonaepxaHue W YKpEIUIEHHE MOJOXKHUTEIHHOIO  COLHAIBHO-TICUXOJIOTHYECKOTO
KJIUMaTa B 00pa3oBaTeIbHON OpraHU3aliy, MPeaynpexkaeHHe TPYAOBbIX KOH(DIUKTOB.

3. OcHoBHbIEe PyHKIMHU
3.1. OcHogHvle pyHKYUU npu pabome ¢ TUUHBIM COCMABOM

3.1.1.Pa3paboTka KapOBOM MOTUTUKH U CTPATETHH KOJIJIEIXKa.

3.1.2. Pa3paboTka MNpOTHO30B, OIpENeNeHUuE TeKylled MOTPeOHOCTH B Kaapax H
HCTOYHHKOB €€ yJOBJIECTBOPECHNUS HA OCHOBE M3YUCHHSI PBIHKA TPY/a.

3.1.3. KommiekroBaHwe KOJUIEKa IPENOJaBaTEIIbCKUM  COCTaBOM, pabOdMMH,
CHEIHAINCTaMU TPeOyeMbIX MPOoQEeCcCHii, CennaIbHOCTeH U KBATH(HUKAIIMA B COOTBETCTBUHU C
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OCIIsIMU, CTpaTeFHGfI u HpO(bI/IJIeM y‘-IGGHOI‘O 3aBCACHHA, HU3MCHAIOIIMMUCIA BHCOIHUMH H
BHYTPCHHUMMU YCIIOBUAMU €0 ACATCIbHOCTH.

3.1.4. ®opmupoBaHKe W BelEeHHE OaHKa JTaHHBIX O KOJIMYECTBEHHOM M KadeCTBEHHOM
COCTaBe KaJpoB.

3.1.5. Tlogbop u o0TOOp pabOTHHUKOB COBMECTHO C PYKOBOAMTEISIMH CTPYKTYPHBIX
NIOJIpa3/ieICHUl 1 BHECEHHE COOTBETCTBYIOIIMX MPEITI0KEHHH 00 X Ha3HAYCHUH Ha yKa3aHHbBIC
JOJDKHOCTH, oOpMIIEHHE TPUKA30B O MpUEMe Ha padoTy W Jpyroil HeoOXOIMMOM Ui 3TOTO
JOKYMEHTAITUH.

3.1.6.Pa3paboTka npenioKeHuid 0 mprueMe Ha padoTy MO0 KOHKYPCY, OCYIIECTBIISIEMbIM B
COOTBCTCTBUH C TOPAAKOM, YCTAHOBJICHHBIM 3aKOHOAATCIILCTBOM.

3.1.7. UnpopmupoBanue pabOTHUKOB BHYTPHU Koijie[ka 00 HMMEIOLIMXCS BaKaHCHSX,
UCIIOJIb30BAaHUE CPEJICTB MAaccoBOil MH(pOpManmuu uis NOMEIIeHUs OOBABICHHA O Haiime
pabOTHHKOB.

3.1.8. Odopmienue mpuema, mepeBoja U YBOJbHEHHS PAOOTHHUKOB B COOTBETCTBUHU C
TPYIOBBIM 3aKOHOJATEIbCTBOM, MOJOKEHUSIMH, WHCTPYKIHMSAMH W TIPUKAa3aMH JUPEKTOpa
KOJIJIeIKA.

3.1.9.Y4yeT 1U4HOTrO cocTaBa.

3.1.10.Brigava cripaBoK O HACTOSIICH M MPOIUION TPYAOBOU IEATEILHOCTH PaOOTHUKOB.
3.1.11 Ilpuewm, 3amosHeHHE, XPAaHEHUE U BbIJJa4a TPYIOBBIX KHHUKEK.

3.1.12.Benenue ycTaHOBICHHOM IOKYMEHTAIIUHU IO Kapam.

3.1.13.IToaroToBKa MaTeprajoB AJis MPEACTABICHUS TIEPCOHANIA K TOOIIPEHUSM.

3.1.14. TlonroroBka MaTepuUaiOB IO NPHUBJICUYCHUIO PAOOTHHUKOB K MaTepUATbLHONW |
I[HCHHHHHHapHOﬁ OTBCTCTBCHHOCTHU.

3.1.15.PaccTanoBKa KaJipOB HA OCHOBE OIICHKH HUX KBATM(DHUKAIIUH, JTHYHBIX H JCITOBBIX
Ka4vecTB.

3.1.16. Kontponb 3a MpaBWIBHOCTHIO PACCTAHOBKHM PAOOTHHKOB W HCIIOJIB30BAHHS WX
TpyZAa B CTPYKTYPHBIX HOAPA3ACICHUAX KOJIIELKa.

3.1.17. JloKkyMeHTalbHOE COINpPOBOXKICHHWE IPOBEICHUS AaTTECTallud PaOOTHUKOB
KOJUIEJPKA, ydacTUE B aHaJIM3€ pE3yJbTaTOB aTTECTallMd, OCYILECTBIECHUE IOCTOSHHOTO
KOHTPOJIS 3@ XOJIOM BBINOJIHEHHSI PEILICHUH aTTeCTallMOHHON KOMUCCHH.

3.1.18. TloaroroBka HEOOXOJAMMBIX MATEPUATIOB MJIsI PACCMOTPEHUS HAa KOMHUCCHHU TIO
YCTaHOBJ'IeHI/IIO BBICJIYTI/I JICT.

3.1.19. [loaroroBka COOTBETCTBYIOIINX JOKYMEHTOB II0 MEHCHOHHOMY CTPAaxXxOBAaHUIO M
IPECTaBICHNE UX B OPraHbl COLUATILHOTO 00ECTIEeYEeHHU.

3.1.20. ObecrieueHne COLMANBHBIX TapaHTHHA TPYASIIUXCSA B OOJACTH 3aHATOCTH,
cOOIOICHHs TIOPSIAKAa TPYAOYCTPOUCTBA M TEPEOOyUECHHS BBICBOOOXKIAIOIIMXCS PAaOOTHUKOB,
IPEOCTAaBICHHUS UM YCTAHOBJICHHBIX JIBIOT U KOMIICHCAIHH.
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3.1.21.CocraBnenue rpaguKoB OTIIYCKOB, YYEeT UCHOJIb30BAHUS PAOOTHUKAMH OTITYCKOB,
oopmIleHHE OYepETHBIX OTIIYCKOB B COOTBETCTBHH C YTBEPKACHHBIMH

rpaduKamMu 1 JOTOTHUTEIHHBIX OTITYCKOB.
3.1.22.0¢dopmieHne u y4eT KOMaHIUPOBOK.
3.1.23.TabenbHBIN yUer.

3.1.24 .Ananu3 TeKy4ecTH KaJIpoB.

3.1.25. PazpaboTka MepoOINpHIATUN MO YKPEIJICHUIO TPYAOBOM JUCHUIUIUHBI, CHUKCHHIO
TEKy4eCTH KaJpOB, IIOTEPh pad04Yero BpeMEeH!, KOHTPOJIb 32 X BBITIOJIHCHUEM.

3.1.26. Paccmorpenue kano0 u 3asBICHUA paOOTHUKOB 110 BOIIPOCaM TIpHEMa,
MNEpCMCIICHUS U YBOJILHCHUS, HAPYIICHUS TPYAOBOT'O 3aKOHOAATCIILCTBA.

3.1.27.IIpunsAte Mep K BBISBICHUIO U YCTPAHEHUIO MPHUYHUH, MOPOKIAIOIIUX KAIOOBI
pabOTHHKOB.

3.2. OcHoBHble hyHKyuu npu pabome co cmyoenmamu
3.2.1.0¢dopmiieHne TUYHBIX €] CTYJICHTOB.

3.2.2. OopmiieHne mpuema, MepeBOaa, BOCCTAHOBICHUS M OTUUCIICHUS CTYACHTOB B
COOTBETCTBHUH C 3aKOHOJATEIHCTBOM, MTOJIOKEHHUSIMH, TIPUKA3aMHU TUPEKTOPA.

3.2.3.Y4eT YnCIeHHOCTH CTYICHTOB.

3.2.4.Pabota co cTyaeH4YeCKOi 06a30i1 TaHHBIX.

3.2.5.Bpiaya cipaBoK 0 HACTOSAIIEH U TPOLLION yueOe CTyIeHTOB.
3.2.6.Benenue ycTaHOBICHHOM TOKYMEHTAIIUH 110 CTYICHUECKUM KaJIpaM.

3.2.7. OpopmieHrue MpUKa30B O MPEAOCTABICHUM aKaJEeMHUYECKOI'O OTIIyCKa CTyIEHTaM
KOJUIEZKa B COOTBETCTBUH C 3aKOHOJIATEIHCTBOM.

3.2.8. TloaroToBKa COOTBETCTBYIOIHUX JOKYMEHTOB IO TIEHCHOHHOMY CTPaxOBaHHUIO
CTYJICHTOB.

3.2.9.XpaHeHue, ydeT 1 Bbljjauya 0J1aHKOB CTPOTO OTUYETHOCTH CTYJCHTAM.
3.2.10.0¢dbopmiieHrE TUYHBIX e BHITYCKHHKOB.

3.2.11.OdopmieHune JIUYHBIX 1€l CTYACHTOB, OTYMCICHHBIX M3 KOJUICKA, YIISAIINX B
aKaJIeMUUYECKUH OTIIYCK.

3.2.12BeneHue yueta BOGHHOOOS3aHHBIX.

4 IlpaBa n 0013aHHOCTH
Otzaen KagpoB UMEET MIPaBO:
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4.1nonyyaTb OT CTPYKTYPHBIX IIOApA3JEICHUN, KOPIIYyCOB KOJUIEAKA JIOKYMEHTHI,
HeoOXoauMble uis OOpMIICHUS MpHEMa, MepeBO]a, KOMAHIMPOBKU. OTIYCKAa U YBOJbHEHHS
pabOTHHKOB.

4.2 naBath B Mpeneiax CBOEM KOMIIETEHIIMH YKa3aHHs CTPYKTYPHBIM MOJpa3AeleHUsIM
KOJUIEIXKa M0 YUETY, PaCCTaHOBKE U MOATOTOBKE KaJIpPOB.

4.3 BHOCHUT TIPEIJIOKEHHUS PYKOBOJICTBY IO COBEPIIIEHCTBOBAHUIO PAOOTHI C KaJpaMH.
4.4 ynocTOBEPATH IOPUIMYECKYIO CHITY KOTIUN JJOKYMEHTOB IO JIAYHOMY COCTaBY.

4 .5KOHTPOJIMPOBaTh B CTPYKTYPHBIX TOJpa3[eieHUsAX KOJUIeIKa COOJIOJICHHE B
OTHONIEHUH paOOTHUKOB TPYAOBOIO 3aKOHOJATENbCTBA, IPEOCTABICHNE YCTAHOBICHHBIX JIL['OT
Y KOMIICHCALIU.

CoTpyaHUKH OTE]Ia 00513aHbI:

[IpeacraBnsaTh B YCTaHOBJICHHOM TOPSIIKE WHTEPECHI KOJIIemKa o
BoIpocam,oTHocsMcsT K kommeTeHIun OK, BO B3aMMOOTHOIICHHUSIX C TOCYJApPCTBEHHBIMHU U
MYHHIIUITTATLHBIMUA OpTraHaAMH OPTaHU3ALUSIMU U YIPEKICHUSIMH.

[IpoBoauth M ydacTBOBaTh B coBeulaHusix Kosuiemka mo BompocaM, OTHOCSIIMMCS K
komnerennuu OK.

5.0TBeTCTBEHHOCTDH
5.1 0K HeceT OTBETCTBEHHOCTD 3a HaJJIS)KAIllee ¥ CBOCBPEMEHHOE BHITIOJIHCHHE ()YHKIIHIH,
HpeI[YCMOTpeHHBIX HACTOAIIUM ITOJIOKCHUCM.

5.2 Ha HavanbHHKa OT/I€Ia KaJIpOB BO3JIaraeTcs OTBETCTBEHHOCTH 3a.

-OpraHu3anuro OﬂepaTI/IBHOI\/'I U KauyeCTBEHHOM MOATOTOBKHU MW HUCIOJHCHHUA HOKYMCHTOB,
BCACHUC ACTIONPOU3BOACTBA B COOTBCTCTBHU C HeﬁCTBYIOHIHMH IpaBUJIaMH U HHCTPYKIUAMU,

-cobmonenue paboraukamu OK TpynoBoil IMCIUIIHHBI,

-o0ecrieueHue COXPAHHOCTHM HMYIIEeCTBa, Haxozsmerocs B mnomenieHusx OK, wu
coOJTI0ICHHE TTPaBUIT TTOXKAPHOH 0€301aCHOCTH.

- COOTBETCTBHE ACUCTBYIOIIEMY 3aKOHOJATEIIBCTBY BU3UPYEMBIX UM IIPOEKTOB IIPUKA30B,
WHCTPYKLUH, IIOJIOKEHUN U IPYTUX JOKYMEHTOB.

6. BzaumootHomenus. Ciry;ke0Hble CBSI3U
6.1 JIns BemmotHeHUs GyHKIMA 1 peanu3anuu npaB OK B3anmoeicTByerT:

- CO BCEMHU CTPYKTYPHBIMU IIOAPA3ACICHUAMHU KOJUICKA 110 KaAPOBBIM BOIIPOCAM,

- C IOpUCTaMH KOJUIEKA- JJIS MOdydeHus nHpopManuu 00 U3MEHEHUSIX B JCHCTBYIOIIEM
3aKOHOJIaTEIHLCTBE U MPABOBOTO 00ECIIEUEHHUS MPHU MOATOTOBKE KaIPOBBIX JOKYMEHTOB,

- ¢ Oyxrairepueld — IO BOIpPOCaM OIUIATHI TPYZa, a TaKXKe Ui MPEAOCTABICHHUS KOIHMA
IpUKa30B O TpuemMe Ha paldoTy, YBOJNBHEHHUS. IMIEPEeBOJE, OTIYCKE. KOMaHIUPOBKaX.
MOOUIPEHUSX, IPUBJICYEHUH K MAaTEPUAIIBHON OTBETCTBEHHOCTH U MPOYHX JTOKYMEHTOB;
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- ¢ UHQOPMALMOHHO- PECYpCHOM IEHTpoM- 1o BompocaM obecneuenuss OK
KOMIBIOTEPHON M BBIYMCIUTEIbHON TEXHUKOM, €€ IKCIUTyaTallueld U pEMOHTA.

7. Ynpasiaenue. CTpykTypa
7.1. PyxoBoactBo OK ocymiectBisiercs HadaabHuKoM OK, moMuuHSIONMIEMYCS TUPEKTOPY
KOJIJIe]Ka.

7.2. Hayanpauk OK HeceT NOJHYIO OTBETCTBEHHOCTh 32 OPraHM3alMIO ACSATEIbHOCTU
OTJieJ1a 110 BBIIOJHEHMIO 3aJad M (PYHKIUI, BO3I0)KEHHBIX Ha OTHEI.

7.3. Ctpyktypy u mratHoe pacnucanue OK yTBepkmaeT DUPEKTOp B COOTBETCTBHH C
JIEHCTBYIOLIEH OpPraHU3alMOHHOU CTPYKTYpOH.
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Ipunoxkenue 1  JlucT 03HAKOMJIEHMS
IToapa3nenenue, 10JKHOCTH ®avunua U.0. Hara Hoanucen
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IIpuioxkenue 2 JIMCT perucrpanuu M3MeHeHu
Homepa sicToB
CTPaHH
H3menenne (cTparmu) Homep noxymenra — | Iloamuce Mara Cpox
HoBbIX | AHHYJIHMPO-
OCHOBaHUS BBe/ICHUA
BAHHBIX
U3MeHEeHUsl
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Ipuioxkenue 3 JIMCT pacCbUIKN Pad04YHX IK3EMILISAPOB
Ne Ioapasnenenne  |Nedks.| lara ®.1.0. JoKHOCTD Pocniuce B
MOJYyYCHHUHN
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