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yupexaeHust
«PeruoHa/bHbIH 5KeJIe3HOJ0POKHBI TEXHHKYM»

I.  OBIIHE INOJOXEHHUSA

1.1, Otmen  KangpoB — sBNISETCS  CAMOCTOSTENBHBIM  CTPYKTYPHBIM
NIOApa3/CJICHUEM TEXHUKYMa, KOTOPOE IOYMHSAETCS HEMOCPEICTBEHHO IUPEKTOPY
TEXHUKyMa.

1.2. Co3pmanme, nUKBUAAIMS W peopranusanus  Otzmena  Kaapos
OCYILIECTBIISICTCS MMPUKA30M JUPEKTOpA TEXHUKYMa.
1.3. Orzen xaapoB BO3rIaBIsAETCsl HHCIIEKTOPOM MO KaJpaM, Ha3HA4YaeMbIM Ha
AOJKHOCTD MPUKA30M JAMPEKTOPa TEXHUKYMA.
1.4. Otaen kaapoB co3aercs ¢ LEbIO:
— obecrieueHns TeXHUKyMa TPYJOBbIMH PECYPCAMHU, KOMILIEKTOBAHMUS
KazipaMy TpeOyeMbIX Npodeccuii, CrienanbHOCTeld U KBATU(UKALHH B COOTBETCTBHH
C 3a7la9aMU U HallpaBJICHUEM JESTEIbHOCTU TEXHUKYMa;
— BEJICHUS  KaJIpOBOIO  JEJIONPOM3BOJACTBA B  COOTBETCTBUH C
TpeOOBaHUSAMHU JIEHCTBYIOLIEr0 3aKOHOaTeIbCTBa PD;
— pa3pabOTKM KaZpOBOM MOJNMTHKA TEXHUKYMa, COOIIFOIEHHUS pas,
JIBrOT ¥ rapaHTuii pabOTHUKOB B 00JIaCTH TPYOBOIO MpaBa.
1.5. B cBoeit nesarensrocTn OT/en KafpoB pyKOBOICTBYETCSL:
— Koncrurynueii PO;
— TpynoBeiM konekcom PD;
— (enepanbHBIMK 3aKOHAMU;
— yKasamu u pacnopspkeHusiMu [ Ipesunenra PO;
— IIOCTAHOBJICHUSIMM U pacnopspkeHusiMu [ IpaBurenscrBa PO;
— I'ocymapcTBeHHOH cHUCTEMON JTOKYMEHTALMOHHOIO obecrieueHus



ynpasnenus (I'CJIOVY);

— rocynapctBeHHbIMH cTangaptamu (I'OCT);

— HOPDMATUBHBIMH  aKTaMH, pa3pabOTaHHBIMH W  yTBEPKIECHHBIMU
Pocapxusowm;

— MEPEYHAMHU TUIIOBBIX YNIPABIEHYECKHUX JIOKYMEHTOB;

— IlpaBunaMu BeJeHUS U XpaHEHHUS TPYIOBLIX KHUKEK, U3TOTOBIICHHUS
OJaHKOB TPYAOBOM  KHHKKH U obecrniedyeHus UMHU  paboTronarenei,

yTB. [locranosnenuem IIpaBurenscrea PO Ne 225 ot 16 anpens 2003 r.;

— VHCTpyKUMeH 1o 3alONHEHHMIO  TPYIOBBIX  KHHXKEK,  yTB.
[ocranosnennem Muntpyna Poccuu Ne 69 ot 10 okrsa6ps 2003 r.;

— YcraBoMm TexHukyma;

— JIOKaJIbHBIMH HOPMATUBHBIMU aKTaMH TeXHUKyMa.

II. CTPYKTYPA OTAEJIA KAJIPOB

2.1. CrpyKTypy W KOJMYECTBO INTATHBIX SIUHHI[ OTJENA KaApOB YTBEPHKIAeT
JIUPEKTOP TEXHUKYMA.

2.2. PabOTHMKHM OT[€Na KaJpOB HEIOCPEACTBEHHO MOMYMHSIOTCS IUPEKTOPY
TEXHUKyMa.
2.3. B cocTaB oTaena KapoB BXOIAT CAEAYIOLIME JOJKHOCTH: —
— HUHCIIEKTOP [0 KaJipam;
— apxuBapuyc.

L. 3AIAYM

3.1. Otaen KaapoB BHIMOIHSET CIIEAYIOIIUE 3a0a4H:

— nonbop, oTOop, MpueM Ha paboTy U pacCTAaHOBKA KaJpOB TEXHUKYMa
Ha OCHOBE OLIEHKHU UX KBATU(DUKALMH, THYHBIX U JIEJIOBBIX KaU€eCTB;

— YYeT JINYHOI'O cOCTaBa pabOTHHUKOB,

— BEJICHUE KaJIpOBOro JeJIOMPOU3BOJICTBA;

— CO3/JIaHUE pe3epBa KaJapOB JJis BBIABHKEHHUS HA BBIIIECTOSIIIE
JIOJKHOCTH;

— OpraHu3alysl, IPOBeIeHUE aTTeCTAllUi paOOTHHUKOB;

— opraHm3aunys paboTel MO NPOPECCHOHAIBLHOW IOATOTOBKE |
NEepPEenoIrOTOBKE KaIpOB,;

— obecreueHue 3alUThl IePCOHANBHBIX JaHHBIX PAOOTHHUKOB.



IV. ®VHKIMHA

4.1. ®opmmpoBaHHMe U BeleHHMe O6aHKa [AaHHBIX O KOJNMYCCTBEHHOM U
Ka4eCTBEHHOM COCTaBe KaJpOB, UX PA3BUTHH U JABIIKEHHH.

4.2. PopmKpoBaHKe ITATHOTO PACIIMCAHHS TEXHUKYMA.

4.3. Onpenenenue TeKylel IOTPeGHOCTH B Kapax.

4.4. Tlon6op KBaTMGUIMPOBAHHBIX CHELMATHCTOB IIYTEM:

— HHOOPMHMPOBaHMA paOOTHUKOB TEXHHKyMa 00 HMEIOILHXCS
BaKaHCHSIX;
~ Pa3sMEIIeHUs B CPEeICTBAX MAacCOBOW HH(OPMALIMY U Ha caiiTe
TEXHUKYyMa OOBSIBJICHUN O BAKAHCUSIX;
— 00palleHHs: B OpraHbl CIIy>KObI 3aHSTOCTH.

4.5. KomrekroBanue TeXHMKyMa HEOOXOMMBIMU KapaMy B COOTBETCTBHH C
KPUTEpUsIMU 0TOOPa U OLIEHKOM HAHUMAEMOTO MEePCOHAId, B TOM YHCIIe:

— nepeMelleHre pabOTHUKOB BHYTPH TEXHUKYMA;

— IPHUEM Ha paboOTy HOBBIX PabOTHHKOB.

4.6. JlokymeHTanbHOe OQOPMICHHE IpUEMA, TEePeBOJA M yBOIbHEHHS
pabOTHHKOB B COOTBETCTBHU ¢ TPeGOBAHMSIMHU TPYIOBOIO 3aKOHOMATENbCTBA PD —
O(OpMIIEHHE TPYJIOBBIX JOTOBOPOB ¢ PAGOTHUKAMH M JOTOJHUTEIBHBIX COrAIle Ui
K HHM, O3HAaKOMJICHHE DPabOTHHMKOB C JOJKHOCTHOW HHCTPYKIHeH; MOArOTOBKA

INIPOEKTOB IPUKA30B II0 JIMYHOMY COCTaBy H OCHOBHOM JesSITeIbHOCTH TE€XHUKYyMaA,
3aIlOJIHEHUE JIMYHBIX KapTO4€CK pa6OTHI/IKOB.

4.7. Benenue paboThI ¢ TPy IOBBIMH KHUXKAMH, B TOM YHCJIE IIPUEM TPYIAOBBIX
KHH)KEK OT NPMHUMaeMbIX Ha paboTy pabOTHHKOB, UX y4eT, XpaHEHHE, 3allOTHEHHE,
a TaKXXe BblJaya IIpY IPEKPAIlEeHUH TPYIOBBIX OTHOILIEHUH.

4.8. Y4eT IMYHOro COCTaBa IIyTeM COCTABJIEHHUS YCTAHOBICHHON OTYETHOCTH.

4.9. ®opMupoBaHHEe W BeAEHHE JUYHBIX A€l PAOOTHUKOB, BHECEHHE B HHX
HU3MEHEHUH, CBA3aHHBIX C TPYAOBOM JIE€ATEIHLHOCTBIO.

4.10. CocraBnenre rpa@uKoOB OTIYCKOB, OQOpPMIIEHHE IIPUKA30B O
NPEAOCTABICHUH paOOTHUKAM pa3IMYHBIX BHIOB OTIIyCKOB, Y4YeT KOJIMYecTBa
HCITI0JIb30BAaHHBIX THEH OTITyCKa.

4.11. Odopmienne u yuer ciyeGHbIX KOMaHIUPOBOK (IIOArOTOBKA MPOEKTOB
NPUKa30B U KOMaHIUPOBOYHBIX yIOCTOBEPEHUH).

4.12. PaboTa ¢ TUCTKaMH HETPYAOCIIOCOOHOCTH.

4.13. TIpoBepka NpaBUILHOCTH 3aNONHEHUs Tabenell yueTa paboyero BpeMeHu
pabOTHMKAMH CTPYKTYPHBIX ITOAPa3IelIeHHi TEXHUKYMA.

4.14. TlonroroBka ¥ BbIIa4a CIPABOK O 3aHUMAEMOM JOKHOCTH U TIEPUOJE
paboThI B OpraHU3allky.



4.15. BzauMozieliCTBHE CO CTOPOHHUMHM OPraHU3aLHAMH, B Ya4CTHOCTH:
— TICHCHOHHBIMH (DOHJAMM B LIENSX MPEIOCTABIEHHS JOKYMEHTOB 10
IIEHCUOHHOMY CTPaXOBaHMIO, a TaK K€ JTOKYMEHTOB, HEOOXOAUMBIX Uil Ha3HAYEHUS
NeHCUI pPa0OTHUKAM TEXHMKyMa; IPEACTaBIEHHE WX B OPraHbl COLUAIBHOIO
obOecrieyeHus;

— (enepanbHOW MHIpalMOHHOW  CIyk060i B LeJISIX MIOJIyYEHUsI
paspellleHui Ha NpPHUBJICYEHHEe MHOCTPAHHBIX PAaGOTHHUKOB, MOJIy4YEHHUs pa3pelleHHil
Ha paboTy sl MHOCTPaHHBIX pPAbOTHMKOB M JAPYrMX IEHCTBUi, CBS3aHHBIX C
O(pOpMIIEHHEM TPYIOBBIX OTHOLICHH ¢ MHOCTPAHHBIMU PAOOTHHKAMH.

4.16. [loarorobka MarepuanoB mjis MpeACTaBieHHMS pPAOOTHUKOB K
IIOOLLPEHHUIO.
4.17. [TonroroBka MarepuanoB Juisi [pUBJIEYEHUS pPaOOTHUKOB K

JUCLMIUTMHAPHON U MaTepUaIbHON OTBETCTBEHHOCTH.

4.18. KoHTpons 3a cobOmoneHneM AUCHMIUIMHBI TPYJa U BBIIOJHEHHEM
paboTHrkamu IIpaBUiI BHYTpeHHEro TPYIOBOIrO pacrlopsika M WHBIX JIOKATBHBIX
HOPMAaTHUBHBIX aKTOB TEXHUKYMa.

4.19. Opranusanys BOMHCKOTO y4yeTa pabOTHUKOB.

4.20. KoHcynpTupoBanue pabOTHHUKOB OpraHW3alMd 10  BOIPOCAM
TPYAOBOIO0 3aKOHOJATEIbCTBA, B TOM YHCIE OTBETHl HA 3aIlPOCHI, JKaJOOBI,
oOpaleHusl.

4.21. Opranuzanus, IUTAaHUPOBAaHHE M y4acTHE B MEPOIPHUATHAX 10
aTTecTaly¥ pabOTHMKOB TEXHHMKyMa, €€ METOJUYecKoe H HH()OPMAIHOHHOE
obecrieyeHwue.

4.22. Onpenenenue Kpyra CHIEUAIUCTOB MOMJIEKAIIMX ITOBTOPHON
aTTeCTalluu.
4.23. VYcraHoBIeHHE TOTPEOHOCTH B  TOBBIIEHUH KBAIU(PHUKALINAH,

IEPEernoAroTOBKE WJIM OOyuYeHHUH pPaOOTHHUKOB, JOKYMEHTaJIbHOE OQOpMIIeHHE
HalpaBJieHusl Ha oOydeHHe.

4.24. ®opmupoBaHUE U IOATOTOBKA pe3epBa KaapoB ISl BEIABUKEHUS Ha
BBILIECTOSLIME JOJHKHOCTH.

4.25. Pa3zpaboTrka kommuiekca Mep 1O TOBBIIIEHHIO MOTHUBAIlUU
PabOTHUKOB.

4.26. [ToaroroBka JOKYMEHTOB IO MCTE€YEHUM YCTAHOBJIEHHBIX CPOKOB

TEKYLIEIro XpaHEHHUs K Ca4€ Ha XpaHCHHUE B apXUB.



V. TIIPABA

5.1. KoHrponuposath cocTosHue TpyAOBOW AMCUMILIMHBI B NOAPA3ENeHUsX
TEXHHUKyMa M CcoOofeHne paGOTHUKAMH MPaBUJ BHYTPEHHEro TPYHLOBOLO
pacropsiika.

5.2. TpebGoBaTh OT MOApa3feNEHUIl TEXHHKYMa IIpeCTaABICHHUS CIIPaBOK,
JAaHHBIX, OTYETOB, MHON WH(OPMAIUU, HEOOXOIUMBIX IS OCYLIECTBICHHUS OTAEIOM
CBOEH JIeATEeIbHOCTH.

5.3. I[aBaTb YKa3aHus noapas3ieIiCHUusIM TEXHUKYMa 110 BOIIpOCaM, OTHECEHHBIM
K BEACHUIO OTAEIa KaApPOB.

5.4. BHOCHTb NpPEIJIOKEHHS! PYKOBOIUTENAM MOAPa3AeleHUH 110 YIYYIIEHUIO
KaZpoBOW pabOThI B TEXHUKYME.

5.5.  KOHTponupoBaTh MCIOIHEHHE PyKOBOAMTENSAMH  MOJPA3IeNeHMi
3aKOHOJIAaTEJIbHBIX AKTOB M IIOCTAHOBJIEHWM INPaBUTENIbCTBA, IIOCTAHOBJICHUH,
NPHUKA30B U PACIIOPSHKEHHN AUPEKTOPA TEXHUKYMa 110 BOIIPOCaM KaPOBOM MOJIUTHKU
¥ pabOThI C KaIpaMH.

5.6. KoHTponmupoBaTh COOMIONEHHME MpPaBHI TPYAOYCTPOMCTBA, YBOJNBHEHUS,
nepeoOyyeHHss  BBICBOOOXKIAIOIIMXCSI  pAa0OTHMKOB,  INIPEJOCTABIEHUS UM
YCTaHOBJICHHBIX JIbI'OT ¥ KOMIIEHCAIIUH.

5.7. B3aumoeiicTBOBaTh MO BOMPOCAaM, OTHOCSIIUMCS K KOMIIETEHIIUU OT/ENa,
C JPYTMMM CTPYKTYPHBIMU MOJpa3/eleHUsIMA TeXHHKyMa, IOCYIapCTBEHHBIMH M
MYHHUIUIIAJIBHBIMU OpraHaMHu, a TaKXKe APYTUMH OpraHU3alUsIMH.

5.8. 3aBepsATh JOKYMEHTHI 10 JIMYHOMY COCTaBY, BblJaBaeMble PabOTHUKAM
TEXHUKyMa.

5.9. Iopsinok npuBnedeHus: paGOTHUKOB K AUCHMUILTHHAPHON OTBETCTBEHHOCTH
npenycMotpeH [IpaBuiiamu BHyTpeHHEro TPyIOBOTO paclopsiIka.

VI. CJYXEBHOE B3AMMOJIEMCTBUE

6.1. Co BceMH oTAe/IaMH TEXHHKYMA
1O 80NPOCAM NOJYUECHUSL.
— 3aJlaHU 110 KOMIUIEKTOBAHUIO IeJarOrMYeCKUMHU KaJpaMu, pabounmMu
U CTIeLIMaIUCTaMH TpebyeMbIX podeccuid, CriennaaibHOCTEN U KBATH(UKALIUY;
— MpeAJIoKeHUH 1o GOopMUPOBaHUIO IpaduKa OTITYCKOB;
— XapaKTEPUCTUK Ha COTPYIHUKOB OT/IEJIOB;
— UH(pOpPMAIUH O HApyIIeHUH PaOOTHUKAMU TOApa3ie]eHHs TPY10BOM
TUCLUIUIMHBL, TPaBUJI BHYTPEHHETO TPYAOBOIO PACIIOPsIIKa;
— 3asBJICHUH, OOBSICHUTENBHBIX 3aIICOK OT HapYyILIUTeNeH TPy a0BOM



AUCLUILIMHBL, IPaBUII BHYTPEHHETO TPYIOBOIO PACIOPSIKa;
no 80NpoOCam NpeoCmasieHus.:

— CIIPaBOK;

— rpaduka OTIIyCKOB;

— KOITMH NPUKAa30B O IIpUeMe, IepeMelIeH!H, TIEPEBO/IE, YBOIbHEHHUH
pabOTHHUKOB;

— KOTMH IIPUKA30B O MOOILIPEHUH U HATPAXKICHUY;

— KON IIPUKA30B O HAJOXKEHUH JUCLIUILIMHAPHBIX B3bICKAHHIA;

— pe3yJIbTaTOB aTTECTALIMH.

6.2. C oyxraarepuei
no 860NPOCAM NONYHEHU:

— YTBEPXKJEHHOIO LITATHOIO PACIIMCAHUS;

— IIOJIOXKEHUH 00 omiaTe Tpyaa pabOTHUKOB,;

— HOPMAaTHBOB I10 TPY/Y;

— IPEUIOKESHUHN O PEryTUPOBAHMY NPOAOKUTEIBHOCTH paboyero BpeMeHH,
NepeMeIICHUE Ha IPYTHe Y4acTKU paboThl, BBEIEHHE COKPAILEHHOTo paboyero JAHs
(Hezenn) ISt OTAENBHBIX KaTeropuii pabOTHHKOB, PAHHETO BBIXO/a HA TIEHCHUIO U JIp.;

— CBEJICHMH O NIPABUIIBHOCTH YCTaHOBJICHUS] HAUMEHOBaHUH mpodeccuii

U JIOJDKHOCTEH, NPUMEHEHUs Tapu(PHBIX CTABOK, JOJDKHOCTHBIX OKJIAJ0B, AOINIAT,
HaJ0aBOK U KO3(UIIMEHTOB K 3apa0O0THOM ruiaTe;

— JIOKYMEHTOB 0 3apabOTHOM 11aTe pabOTHUKOB AJIsi 0(OPMIIEHHUS
IIEHCHUH, BbIIaUX COOTBETCTBYIOIIMX CIIPABOK;

N0 80NpPOCam NPeOCmMAaBIeHUL:

— tabenst yuera pabodero BpeMeHH;

— KOMWM NMPUKA30B O NpueMe, epeMelleHnH, IIepeBoie, yBOJIbHEHUH
pabOTHUKOB TEXHUKYMa,;

— MPOEKTOB MPUKA30B O MpUeMe, epeMelIeHUH, TIepeBOie, YBOJIbHEHUH
MaTepHalbHO OTBETCTBEHHBIX JIUII,

— rpaduka OTIIyCKOB,;

— JIMCTKOB BPEMEHHON HETPYA0CIIOCOOHOCTH;

— KOTIMH MPHKA30B O MaTepHAIbHOM TOOILPEHHH;

— YCTaHOBJIEHHOM JOKYMEHTAIIMH 110 KaJpaMm.



VII. OTBETCTBEHHOCTb

7.1. WHcnekTop mo KaapaM HeceT OTBETCTBEHHOCTH 3a N0OPOCOBECTHOE U
CBOCBPEMEHHOE BBINOJIHEHUE (QYHKLNM, BO3JIOKEHHBIX HA OT/IE]L.

7.2. Ha uHCmIeKTOpa MO KaJpaM BO3JIaraeTcsi OTBETCTBEHHOCTD 33 COBIIONSHHe
JICHICTBYIOLIErO 3aKOHO/IaTeNbCTBA, BHINOJHEHHE TIPUKA30B U yKa3aHHi PYKOBOJICTBa
TEXHUKYMa, PEOCTaBICHUE TOCTOBEPHON HH(pOpMaLUK 0 paboTe OTaeNA.

7.3. PaboTHMKM OTHena KaJpoB HECYT OTBETCTBEHHOCTh 3a COXPaHHOCTh
NIEPCOHAJIBHBIX JAHHBIX PaOOTHUKOB MPU MX 00paboTKe.

7.4. PaboTHMKM oTzena KaJpOB HeCYT MEPCOHANBbHYIO OTBETCTBEHHOCTH B
MopsiiIke ¥ o0beMe, yCTAaHOBICHHBIX COOTBETCTBYIOLIUMH  JOKHOCTHBIMHE
UHCTPYKIUSMH.

7.5. PaboTHMKM oOTAena MOTYT OBbITh IpPHBICYEHBI K JUCLUIIIIMHAPHOM,
MaTepuajbHOW, YrOJIOBHOH OTBETCTBEHHOCTHM B CIyyasX ¢ B HOpSIZIKE,
IIPENyCMOTPEHHBIX JIEUCTBYIOIIMM 3aKOHOLATENLCTBOM PD.



