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4.5. OpraHu3aums npoBeAeHns aTTectTaumm paboTHUKOB MHCTUTYTa, ee MeTOANYECKOE U
MHOopMaLMOHHOe obecneyveHme.

4.6. YyacTue B aHanuse pe3ynbTaToB aTTecTtaumm, pa3paboTke MeponpuaTuii No peanunsaumm
peLlleHnin aTTeCTauMoOHHON KOMUCCUN.

4.7. OnpegeneHune Kpyra cneumanncToB Noanexalmnx NoBTOPHOW aTTecTaumm.

4.8. YyacTtue B pa3paboTKe CUCTEM KOMMIEKCHOW OLEHKN pabOTHUKOB M Pe3ynbTaToB UX
OEeATENbHOCTW, NOArOTOBKE NPEASIOKEHUI MO COBEPLUEHCTBOBAHMIO NMPOBEAEHMS aTTECTALUN.

4.9. CBoeBpemeHHoe OQ)OpMJ'IeHVIe npunema, nepesoga 1 yBoJibHEHUA pa6OTHI/IKOB B COOTBETCTBUN C
TPpyAoBbIM 3aKOHOOATESIbCTBOM, MOJIOXEHNAMU, MHCTPYKUUNAMU, paCnopsXXeHNAMN 1 npukasamu
pPeKTopa MHCTUTYTA.

4.10.Y4eT NNMYHOro cocTtaBa MHCTUTYTA.
4.11. Bblgaya cnpaBoOK O HACTOSLLEN M NPOLUION TPYA0BOW AEATENBHOCTM PabOTHUKOB.

4.12. XpaHeHue 1 3anofiHeHne TPpyAOBbIX KHWXKEK 1 Be4eHMe YCTaHOBAEHHOW AOKYMEHTauUUn no
Kagpam.

4.13. MNogroToBKka maTepmana ans npegocTaBfieHnsa NnepcoHana K nooLWpPeHNam 1 HarpaxaeHnsam.

4.14. TloarotoBka JOKYMEHTOB MO NEHCUMOHHOMY CTPAxXOBaHMIO, a TakK e JOKYMEHTOB, HEOOXOOUMbIX
ANs HasHa4YeHs1 NEHCUN paboTHMKaAM MHCTUTYTa U UX CEMbSAM; NPeacTaBfieHne NX B OpraHbl
coumanbHoro obecne4yeHus.

4.15. TMpoBeneHne paboTbl N0 OOGHOBNEHMIO HAY4YHO-METOAMYECKOro obecneyeHns KagpoBow paboTsl,
ee maTepuanbHon 6a3bl, BHEAPEHUIO COBPEMEHHbIX METOAO0B yNpaBneHns Kagpamu, co3faHunio 6aHka
JaHHbIX O NepcoHane UHCTUTYTa, ero CBOeBPEMEHHOMY MOMOSIHEHWNIO, ONepaTUBHOMY NpeacTaBneHnto
Heobxoanmown MHhopMaLMm NonNbL3oBaTeENAM.

4.16. MeToanyeckoe pykoBOACTBO M KOOpAMHAUNS AEATENbHOCTU CneLmManmcToB U MHCMEKTOPOB Mo
KagpaMm nogpasgeneHuin MHCTUTYTa.

4.17. ObecnedeHne coumnanbHbIX rapaHTuUin paboTHUKOB B 06n1acTy 3aHATOCTU, cCObNogeHne nopsiaka
TPYAOYCTpONCTBa paboOTHUKOB, NPeoCTaBEHNE UM YCTAHOBIIEHHBIX JIbIOT U KOMMEHCALWNA.

4.18. CncreMaTU4ecknin aHan13 KagpoBow paboTbl B UHCTUTYTe, pa3paboTka NpearnoXeHun no ee
YNyYLLEHNIO.

4.19. TabenbHbIN y4eT, COCTaB/IEHME U BbINOSIHEHNE rPadnKOB OTMYCKOB.

4.20. AHanus npu4vH TEKYYECTUN KagpoB; pa3paboTka MepOnNPUSATIIA NO YKPENSIEHMIO TPY40BON
OUCLMMINHBI, CHWKEHUIO TEKYYECTU KagpoB, KOHTPOSb NX BbIMOMHEHWS.

4.21. CocTtaBneHvne n BeeHne yCTaHOBEHHOW OTYETHOCTM MO YYETY NIMYHOrO COCTaBa MHCTUTYTa U
paboTe ¢ kagpamu.

4.22. dopmupoBaHMe 1 BegeHME NNYHbIX AeNl paboTHMKOB, BHECEHME B HUX UBMEHEHUN, CBA3AHHbIX C
TPYAOBOW AEATENBHOCTLIO.

4.23. MNoprotoBka HEOOXOAUMbIX MaTepmanoB Ang KBanMUKaUMoHHbIX, aTTECTAaUMOHHbIX U
KOHKYPCHBbIX KOMUCCUIA.

4.23. 3anonHeHue, y4eT 1 XpaHeHne TPYAOBbIX KHWKEK; MOACHET TPYAOBOro craxa.

4.24. BHeceHVe B TPyAOBbIE KHUXKM CBEAEHMIA O NOOLLPEHUSX N HarpaXxgeHusx paboTaroLmx.

4.25. TlNogrotoBka AOKYMEHTOB MO UCTEYEHUM YCTAHOBIIEHHbIX CPOKOB TEKYLLIErO XpaHEeHUs K caade Ha
XpaHeHe B apXumB.



6. MPABA

6.1. KoHTponupoBaTb COCTOsIHME TPYAOBOW ANCLMMNNHBI B UHCTUTYTE U cobntofeHne paboTHMKamm
npaBun BHYTPEHHEro TpyA0BOro pacrnopsiaka.

6.2. TpeboBaTtb OT nogpasaeneHnin HCTUTYTa NPEACTaBEHUS CMPABOK, AAHHbLIX, OTYETOB, HOW
NMHpopMauumn, HeobXOAMMbIX A4S OCYLLECTBIIEHMS OTAENOM CBOEN AesATENbHOCTMU.

6.3. [JaBaTb ykasaHusi NoapasneneHnsiM MHCTMTYTa Mo Bonpocam, OTHECEHHBLIM K BEAEHUIO oTAena
Kagpos.

6.4. BHOCUTb NpeanoXeHus pyKoBOAUTENSAM OTAENOB MO YITYYLIEHUIO KaapoBOM paboThl B MHCTUTYTA.

6.5. KoHTponupoBaTtb UCMOMHEHME PYKOBOAUTENAMM NoapasfeneHnii 3aKkoHogaTeNbHbIX akToOB U
NMOCTaHOBMNEHWI NPaBUTENLCTBA, MOCTAHOBIIEHNA, NPUKA30B M PACMOPSKEHNA pEKTOpa UHCTUTYTA No
BOMpOCcam KagapoBOW MOMUTUKN U paboTbl C MEPCOHANOM.

6.6. KoHTponupoBaTtb cobrntofgeHne npaBun TPYAOYCTPONCTBA, YBOJIbHEHUS, NepeodyyeHnst
BbICBOOOXAAKOLWNXCS pabOTHWMKOB, MPeoCTaBNEHUss UM YCTAHOBMEHHbIX JIbrOT U KOMMEHCaLWA.

7. OTBETCTBEHHOCTb

7.1. HavanbHuWK OTAena KagpoB HECET OTBETCTBEHHOCTb 32 JOOPOCOBECTHOE N CBOEBPEMEHHOE
BbIMOMHEHME OYHKLUMI, BO3MNOXEHHbIX Ha oTAenN.

7.2. Ha HavanbHuMKa oTgena KagpoB Bo3raraeTcsl OoTBETCTBEHHOCTb 3a COOMNogeHne AeNCTBYHOLLENO
3aKoHOOaTenNbCTBa, BbIMOSIHEHNE NPUKA30B U YKasaHUn pekTopa MHCTUTYTa, NpeaocTaBneHne
JocTtoBepHon nHdopmauum o paboTte otaena.

7.3. PabGoTHukn otaena KagpoB HECYT OTBETCTBEHHOCTb B NnopdAake 1 obbeme, YCTaHOBJ1E€HHbIX
COOTBETCTBYHOWMMU OOJIKHOCTHBIMU NHCTPYKUNAMMWN.

8. CIY>XEBHOE B3AUMOJEWCTBWE
7.1 Co Bcemu oTaenamm v npou3BoACTBEHHbIMW NMOAPAa3AENEHUSMN MHCTUTYTA 110 80r1pPOCaM 01y YeHUs:

-3a4aHuni NO KOMMIIEKTOBAHMIO Kaapamu paboymnx 1 cneumnanicToB TpebyemMbix npodeccuis,
cneumanbHOCTEN 1 KBanudukaumm

-npearioxkeHnn no opmupoBaHuio rpadmka oTrnycKoB
-XapaKkTepuCTUK Ha COTPYAHMKOB oTaena

-MHpopMaLMmM O HapyLLeHUN paboTHMKaMK NoapasaeneHns TpyaoBOW ANCLUMMIUHBI, NpaBui
BHYTPEHHEro TPya4oBOro pacnopsiaka

-00bACHUTENBbHbIX 3aMUCOK OT HapyLIJI/ITeJ'IeIZ pr,EI,OBOIZ ONCUUNINHBL, NpaBuit BHYTPEHHEro TpyaoBoro
pacnopsiaka

Mo eonpocam npedcmasneHus:

-rpachvka oTnyckoB

-KONUIM NpMKa3oB O Npueme, NepemeLLeHnn, NePeBOAE, YBOSIbHEHNN PaBOTHUKOB -KOMUIA
NPUKa3oB O NOOLLPEHNN N HarpaXX4eHUM -KOMNN NPUKa30B O HANOXEeHUN ANCUMNNNHAPHbIX
B3bICKaHUI -pe3yribTaToB aTTecTaumm

7.1. C dbMHAHCOBO - 3KOHOMWUYECKUM OTAENOM /10 801POCaM 0yYeHUS:

-YyTBEPXXAEHHOrO LUTATHOIO PAcnUCaHnst -NMOMOXEHUA O NPEMUPOBaHNN PAabOTHMKOB

-HOpMaTUBOB Mo Tpyay
-NpeanokeHnin No NpeaynpexaeHno HeO60CHOBaHHOMO COKPALLLEHUs! YUCTIEHHOCTU 3aHSIThIX B



WHCTUTYTE perynnpoBaHme NpoaoimKUTENbHOCTU paboyero BpeMeHM, NepeMeLLieHNe Ha apyrue y4acTku
paboTbl, BBEAEHME COKpaLLeHHOW paboyeli Hegenu, paHHEro BbIXoAa Ha NEHCUo 1 ap.

-NaHHbIX y4YeTa rnokasatenen no Tpyay

-CBeieHWI O NPaBUNbHOCTN YCTAHOBNEHUS HAMMEHOBaHWUIN NPOECCUn U AOMKHOCTEN, MPUMEHEHNS
TapuHbLIX CTABOK U pacLEeHOK, AOMKHOCTHbIX OKNagoB, Aonnat, HaabaBok U KO3 PULMEHTOB K
3apaboTHou nnate

o eonpocam npedcmasrneHus:

-CBEEHMWI O TEKYyLLEN N NEePCNEKTUBHOM NOTPEOHOCTM MHCTUTYTA B Kagpax -AaHHbIX O Npueme,
nepemeLleHnn, nepeeoae u yBosribHEHUN pabOTHUKOB MHCTUTYTA -CUCTEM KOMIMIIEKCHOW OLIEHKU
pabOTHUKOB M pe3ynbTaToB UX OEATENbHOCTU -AaHHbLIX YYeTa IMYHOrO COCTaBa -aHanmsaa npuynH

TeKy4eCTh KagpoB

-NpeasIoKeHNI No YKPENSIEHWIO TPYA0BOWM ANCLMMNIINHDI, CHKEHWUIO TEKYYECTU KaapoB, NoTepb paboyero
BPEMEHU

-yCTaHOBJ'IeHHOIZ OOKyMeHTauun no Kagpam

-[AOKYMEHTOB O 3apaboTHON nnaTe paboTHUKOB AN 0YOPMIIEHUSI NMEHCUM, BblAayy COOTBETCTBYHOLLMNX
crnpaBoK

o sonpocam rnipedcmaesneHus:
-Tabens yyeta pabo4ero BpeMeHu
8
-KOMUI NPMKa3oB O NpuemMe, NepemMeLLeHnm, nepesoae, yBONbHEHNM PabOTHUKOB MHCTUTYTa

-MPOEKTOB NPUKA30B O NpUemMe, NepeMeLLeHI, NepeBoae, yBorNbHEHUM MaTepuanbHO OTBETCTBEHHbIX
nmy

-rpadouka OTNycKoB -60MbHUYHBIX JIMCTOB -KOMWUIA NPUKA30B O MaTepmnanbHOM MOOLLPEHUN
7.2. C 1opnanyeckum oTaenom ro 8ornpocam rnostyyeHus:
-3aKniYeHU, KOHCYNbTaUMi NO NPaBOBbLIM BOMNpocam

-pa3'b9|0HeHVII;1 ﬂeﬁCTBmeeFO 3akoHOoA4aTesNbCTBa, B TOM 4MUCIe TpyaOoBOro rnpasa

-3aKMOYEHNIN O COOTBETCTBUM ﬂeVICTBy}OU.leMy 3aKoHOOaTes1IbCTBY NpenocTaBsieHHbIX Ha NpaBOBYIO
9KCNepTn3dy AOKYMEHTOB

-0606LLEHHBIX pe3ynbTaToB PaCCMOTPEHUSI Cyammn TPYAOBbLIX COPOB 10 80r1pocam rMpedcmasieHus:
-NPOEKTOB [JOKYMEHTOB, B TOM YNCIE NPOEKTOB MPMKa30B O Npueme, nepemeLLeHun, nepesoge,
YBOIbHEHMN PaGOTHMKOB MHCTUTYTA, Ha NPaBOBYO 3KCNEPTU3Y U AN BU3MPOBAHUSI -3anpoCcoB Mo
npaBoOBbIM BOMpPOCaM



