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1. O6mme monoxenus

1.1. Ormen kagpoB sBIAETCA CAMOCTOSTEIBHBIM CTPYKTYPHBIM TOIpa3ielieHHEM
OI'BIIOY «Cmonenckuii 6a3oBblii MenuuMHCKHH Komtemx umenu K.C. KOHCTAHTHHOBOIM
(manee - Koyutemx), KoTopoe noYnHseTcs HEOCPEACTBEHHO nupexropy Kommemxka.

1.2. Co3nanme, NHMKBHIAUWS W peoOpraHM3anusl OTAena KaJIpOB OCYIIECTBIIAETCSA
npukasom aupekropa Komnemxa.

1.3. Ornen xazpoB Bo3rIaBiIsieTcsi HAYATHHUKOM OTZENa, HA3HAYAEMbIM HA IOJDKHOCTE
MIPHKa30M JUPEKTOpA.

1.4. Otnien KaipoB OCYIIECTBIISET CBOIO AEATENBHOCTS HCXOJIS H3 3a71a4, CTOSIIUX ITepe;]
Komnnemkem, n pykoBoxcTByercs 3akoHOomarenbeTBoM Poccmiickoi Denepanun, YcraBoM
Komnemka v MHBIME JTOKaTbHBIME HOPMATHBHBIMH aKTAMH Komnemxka, a Taxke HacTosmum
[Tonoxenuem.

1.5. Ilpu ocymecTBiIeHHH CBOMX OQYHKIHH OTHEN KaJIpOB B3aUMOJEHCTBYET CO
CTPYKTYPHBIMH Mo/ipasaenennamMu Koiienka, rocynapcTBeHHBIMU OpraHamu, (GpOHIAMH H
opranusauusmu r. Cmonercka 1 CMOneHCKOM 00J1acTH.

1.6. Otzen kazapoB MOXKET HMeTh Ievath oTena Kanpos Komremka.

2. OcHoBHBIE 32291 0T/1€/1a KAAPOB

OcHOBHBEIMH 3a1a9aMH OT/Ie/Ia KaJIpOB SBISIOTCA:

2.1. OpranusauyonHoe ofecrevenne nesTensHocTH Kommemka 1o IIOAITOTOBKE
TIPOCKTOB MPHUKA30B: MPHEM Ha paboTy U yBOJbHEHHE C PaGOTHI, MOOMPEHHIM H HAKA3AHHSM,
KOMaHIHPOBKaM, OTITyCKaM.

2.2. Obecrieuenne B3aMMOIEHCTBHUA CO CTPYKTYPHBIMH noapasnenenusmu Kosiemxka mo
BOIIpOCaM MPaBOBOIO MOJI0KEHH paboTHHKOB Konnemka.

2.3. Yyactue B pabore rpymm, KOMHCCHH 1O BOTPOCAM, BXONSIIAM B KOMITeTEHITHIO
OTI€JIa Ka/IpOB, BHECEHHE NPE/IIOKEHHH 10 COBEPIIEHCTBOBAHMIO (HPOPM H METOA0B KaJpOBOH
padoThl, 0000IIEHHIO H PACTIPOCTPAHSHHUIO MTOJIOKHUTEHHOTO OIIBITA.

2.4. Opranusauusi paboThl MO O(QOPMIEHHIO TPYHOBBIX OTHOIIEHHI COTPYIHUKOB
Konnemwxa, noseienuto ksaimpukamuy pabotaukos Komemka.

2.5. Oka3aHue NOMOLIM MPENOaBaTelsM B IIOATOTOBKE JMIOKYMEHTOB K aTTeCTal[HH.

2.6. DopmupoOBaHue U BeJleHHe GaHKa JaHHBIX KapOBOi HHpOpMAaIHH.

2.7. Tlpoenenme MepomnpusTHii 1o cGopy H 3aimure MIEPCOHAIBHBIX JAaHHBIX
pabotHukoB Komnemka.

3. OcxoBHbIe PyHKIMH 0TEI2 KAAPOB

JI71st BBITIOJNIHEHUSI IOCTABJI@HHbIX 3a71a4 OT/EN KaJpoB:

3.1. T'oroBuT mpoexthl nprka3oB Kostemka Mo BHAaM AeSTeIbHOCTH: II0 JIMYHOMY
COCTaBy, KOMaHIUPOBKaM, OTITyCKaM, MOOLIPEHUAM U B3BICKAHHSIM.

3.2. VuactByer B paspaGoTke mTaTHoro pacmmcanus Komremka u HU3MEeHEeHHH,
Kacaromuxcs ero.

3.3. Beger nuuHBlE Iena MEQAarorM4eckoro COCTABA M OCHOBHBIX paboTHUKOB
(amvuucTpauun) Komtemxka, nuansle kaprouks hpopmst T-2 Ha Beex pabOTHHKOB.
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3.4. llposommT paboTy MO MpeaCTaBIEHHIO MEPCOHATBHBIX JAHHBIX (u3 dopmer T-2)
pabotuukoB Komnempka B eHCHOHHBIH (hOH/I, MEUILIMHCKHE YUPEKIEHUs [UIsl OpraHUu3aIiu
MEIMIUHCKOr0 OCMOTpa.

3.5. OcyuiecTBiseT yuer, BeleHHe, 3aI0JHEHNE TPYIOBBIX KHIKEK M OTBEYAET 33 HX
XpaHeHue.

3.6. OdopmiisieT OKyMEHTAIHIO [0 [IPHEMY, EPEBOJY H YBOJIbHEHHMIO pabOTHHUKOB B
COOTBETCTBHM €  TPYIOBbIM  3aKOHOJATE/IbCTBOM, IOJIOXKEHWSMH, HHCTPYKIIHSIMH,
PacnopsuKeHUsIMH U MpUKa3aMu aupekTopa Komemxka.

3.7. Bemer yuet TMYHOTO cOCTaBa yUpeKIeHHUS.

3.8. Boigaer cnipasku 0 HacTOsIIEH W MPOILTON TPYAOBOM AEATETBHOCTH pabOTHUKOB.

3.9. OxasbiBaeT mNOMOIIb MENArOTHYECKOMY COCTaBy Kommemka B MOIrOTOBKE
JOKYMEHTOB K aTTECTaIlHH.

3.10. Opranusyer u OCymIeCTBISET KaipoBOE IENONPOU3BOICTEO, dopmupyer Gank
JIaHHBIX KaJpoBo# uHMOpMaIIHH.

3.11. OGecrieunBaer MOArOTOBKY IOKYMEHTOB (KaJApOBBIX) K JIMLIEH3UPOBAHUIO H
akkpeauTauuu Komiemka, cCTaTHCTHYECKHM OTYETaM.

3.12. OdopmnseT exeronHsle OCHOBHBIE M JOMOJHHUTEIbHbIE OTIIyCKa paboTHHKaM
Konnemxa.

3.13. Bener yuer u odopmieHHe KOMaHIHMPOBOYHBIX YAOCTOBEPEHHUH, OOIbHUYHBIX
JIUCTOB.

3.14. Hecet OTBETCTBEHHOCTB 38 COXPAHHOCTH KaIPOBOi IOKYMEHTALHH, ohopmiiseT u
Tepenaet ee Ha XpaHnenue B apxus Kosiezpka B COOTBETCTBHE C YCTaHOBIEHHBIME CPOKAMH.

3.15. PaccMaTpWBaeT MpEUIOKEHHMS, 3aABICHUS U IKAIOOBI rpaxnad, NOuchbMma
OpraHu3alyi Mo BOpocaM, BXOAAIIMM B KOMIIETEHIMIO OT/IeNa KaJpoB.

3.16. IlpenocTaBisieT 3aHHTEPECOBAHHBIM JOJDKHOCTHEIM JIULAM M NOApa3ieICHAAM
Konnemka cBoHy 0 1 cripaBounyro HHGOpMAIHIO.

3.17. Cucrematnyeckn aHaIM3UpyeT KaapoByko paGoTsl B Komiemke, pa3pabaTsiBaeT
NIPEUIOKEHHUS 110 €€ YIIyqIIECHHUIO.

3.18. B cBoeii nesTeIbHOCTH COTPYAHUKHM OT/IENA KaZIpOB PYKOBOJACTBYIOTCS:

— IommTukoi B oTHOIIEHUH 06pabOTKH [epCOHATBHBIX AaHHBIX B Kosutemxke;

—lopaakom XpaHeHWs, WCIONB30BaHHS W MEPENadd IEPCOHANBHBIX IAHHBIX
cotpyanukos Komnenka; .

— MHcTpykumed nosnb3oBatens HHGOPMALMOHHBIX CHCTEM MEPCOHANBHBIX NAHHEIX B
Konnemxe.

4. CtpyKTypa oTJeia KaApoB

4.1. CrpykTypy M ILITaThl OTAeNa KaapoB yrBepxkaaeTr aupexrop Komtemxka mo
TNPE/ICTaBIEHUIO Ha4YalbHUKa OT/IelIa KaJIpoB.

4.2. B cocras orzena kanpos Kosutemka MOryT BXOIUTh: HAYaNbHHK OTHENA KaJpoB,
CHELHATKCT 10 KaJpaM, FOPUCKOHCYIIBT, apXHBAPHUYC.

Creunanicr (MHCIEKTOP) 1O Kaipam OCYLIECTBIISET paboTy 10 JUYHOMY COCTaBy
pabornukos Komnemxa u BouHckuit yuer. Benmer yuer nuusoro cocrapa Konnemxka, ero
T0/pas/ieNieHu# B COOTBETCTBUM € (POPMaMHU EPBHYHON y4eTHOM JOKYMEHTALUH. Odopmisier
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TpUeM, IIePeBOL H yBOJIbHEHHE pabOTHHKOB B COOTBETCTBHH C TPYAOBBIM 3aKOHOATEbCTBOM,
TMOJIOKCHUAMA W [PUKa3aMH [UPEKTOpa KO/UIEIDKA, a TaKkXkKe IPYTyI0 YCTAHOBJIEHHYIO
JOKYMEHTaLHIo 10 Kaapam. MOpMHUpPYeT W BeJeT JIHUHbIE Je1a pabOTHUKOB, BHOCHT B HHX
M3MEHEHHS, CBA3aHHBIE C TPYIOBOW [ESTENbHOCTBIO. 3alONHSET, YYMTHIBAET M XPaHHUT
TPYZOBBIC KHHJKKH, BBINACT CIPABKH O HACTOAINECH W IPOLUION TPYyHOBOM HEATENBHOCTH
paboTHukoB. IlpomsBoauT 3amucH B TPYAOBBIX KHHKKaxX paboTarommx. Bemer y4er
NPE/IOCTAB/IEHHS OTIYCKOB PabOTHUKAaM M COOMIONEHHEM TpadUKOB OYEpeIHBIX OTIYCKOB.
TloaroraBnuBaeT JOKYMEHTBI O MCTEYCHHH YCTAHOBJIEHHBIX CPOKOB TEKYIIErO XpaHeHUs K
crave Ha XpaHeHUe B apxuB. COCTaB/ISIeT yCTaHOBIEHHYIO OTYETHOCTb.

HavasbHuK oT/I€1a KaIpOB OCYIIECTRIISIET PyKOBOACTBO paboToi oTaena KaJpoB.

Ilnanupyer ¥ OpraHu3oBbIBaeT paboTy ¢ KagpamMH ¥ TIPUHHMAET Mepsl K ee
COBEPILIEHCTBOBAHUIO.,

W3yuaer ¥ MpOBOIUT aHATU3 JENOBBIX M NPYTHX KauyecTB crenuanucToB Komremka ¢
UENBIO BBIPAOOTKH MPEIOKEHHH 10 MX PalMOHAIBHONW paccTaHOBKe, MOAGOPy KaapoB Ha
3aMEIIEHNE BAKaHTHBIX JOJDKHOCTEH.

YuactByer B moabope W paccTaHOBKE KafipOB B COOTBETCTBHM CO INTATHBIM
pacnucaHueM.

IIpuHIMaeT rpaXk/iad o BOMpocaM HaliMa, yBOJIbHEHHs, TIEpeBoaa H Ip. YuactByer B
OpraHu3aiuy paboThl KBAIM(HUKALMOHHBIX M ATTECTALMOHHBIX KOMHCCHH paGOTHHKOB
Konnemxa.

Bener y4er u aHanu3 ABIKEHHS KaIpoB, y4acTBYeT B pa3paloTKe MepONmpHATHIA 10
YCTpaHeHHio ux TeKyuyecTd. CocraBisieT rpaguk OTIYCKOB Ha TOfl, C y4e€TOM CITyKeOHOM
HEOOXOIMMOCTH ¥  MHTEPECOB COTPYAHHKOB. OKa3bIBa€T METOAMYECKYIO IIOMOILIb
PYKOBOUTEJISIM CTPYKTYPHBIX NOAPA3/ENICHAN W 3aMECTHTENSAM QUPEKTOpa IpH paspaboTke
OOJDKHOCTHBIX MHCTPYKIUH paboTHHKAM.

Benér yuwer: mpenocrapneHHs OTIycKOB paGOTHHKAaM; COTPYIHHKOB, IPOIIEAIIHNX
KypChl yCOBEPILICHCTBOBAHHS M MOBBIICHUS KBATH(QHUKAIMK; KOMAHAUPOBOK U OdopMIIeHHE
HEOOXOMMMBIX JIOKYMEHTOB (IpHMKa3bl, KOMAHIMPOBOYHBIE YIOCTOBEPEHHS); pabouero
BPEMEHH COTPYTHHKOB KOJLIIE/UKA, INCTKH HETPYA0CHocoOHOCTH (y4eT, obopmieHue).

BHOCUT mnpeiokeHHs O IOOMPeHHH OTIMYHBIIHXCA pPabOTHHKOB, HAJIOKEHHH
B3BICKAHWH Ha HapymuTesJed TPyJAOBOH JUCHHIUIAHBL W O(QOPMIAET HEOOXOIMMBbIE
NOKYMEHTBI.

OGecrieunBaeT CBOEBPEMEHHOE COCTABJEHHE U TNpeCTABIEHHE YCTaHOBJIEHHOH
OTYETHOCTH.

4.3. PaboTHMKM OTZeNna KaJpOB MOIYT 3aMellaTh APYT Apyra (ra Bpems GonesHw,
OTMycKa M T.JI.) M HCHOJNHATh OOA3aHHOCTH MO JO/KHOCTH C PACIIMPEHHOM 30HOM
obcityskuBanus ¢ 0653aTebHOM BBIIATON PA3HUIIBI B JOJKHOCTHBIX OKJIaAaX TG0 JOIIaTOM,
pasMepe KOTOPOH yCTaHaBIHBACTCS [0 COMTAIIEHHIO MKy PaGOTHUKOM U aJMHHHCTpAIIHEH.

4. Ilpasa
B npeznenax nosHoMounit OTAEN KaapoB HMEET MPaBo:
5.1. KoHTponmpoBaTh COCTOSHHAE TPy I0BOMH AUCIHILIIHHEI B noapasaenenusx Konnemka
¥ COOIIO/IeHAEe PAGOTHHKAMH TIPABHIT BHYTPEHHETO TPYI0BOTO PaCIOPSIIKA.
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5.2. Tpe6oBats or mnoppasnenenmii Komnemka NPEJCTaBICHUS CHPaBOK, MAHHEIX,
OTYETOB, WHOH MH(pOPMALMH, HEOOXOMMMBIX Il OCYIIECTBIEHUS OTIEIOM KaZIpoB CBOEH
JIeSTEIbHOCTH.

5.3. JlaBaTe yKa3aHHs MOJpa3feeHHsIM INPEANPUATHS 10 BONPOCAaM, OTHECEHHBIM K
BE[ICHHIO OT/IeNIa KaJpoB.

5.4. BHOcHTb NpEWIOKEHHS PYKOBOLHTEISIM CTPYKTYPHBIX IOApa3JeNeHnuii 1o
YITyHIICHUIO KaZipoBOH pabOThI Ha KOHKPETHOM y4acTke paboTsl B Komnemxke.

5.5. KOHTponMpoBaTh HCIONHEHHE PYKOBOIUTENSIMH CTPYKTYPHBIX MOApa3icieHuH
3aKOHO/IATENIPHBIX aKTOB M IOCTAaHOBJICHHH IPaBHUTEIBCTBA, MOCTAHOBIICHHIA, IIPUKA30B |
pacrniopsuxeHnit upextopa Komremka mo Bompocam KaJIpoBOW IOJMUTHUKH M pPaboOTHI C
MEPCOHAIIOM.

5.6.  KontponupoBate cobmoneHue NpaBUI  TPYJAOYCTPOMCTBA, YBOJBLHEHHS,
nepeolyueHus BbICBOOOXIAIOIIMXCS pAGOTHHKOB, NPEeI0CTaBICHUs UM YCTAaHOBJIEHHBIX JIBIOT
1 KOMIIEHCALIUH.

6. OTBeTCTBEHHOCTD

6.1. Ha navanbHMKa OTHena KampoB BO3/IAraeTcsi OTBETCTBEHHOCTH 32 cobmonenue
JICUCTBYIOLIEro 3aKkoHOAaTenbeTBa Poccuiickoi Deniepal iy, BEIOIHEHHE JIOKATBHBIX aKTOB,
NPUKA30B U yKasaHnui aupekropa Kommemxka.

6.2. PaGorHuk oTmena KangpoB HECET OTBETCTBEHHOCTh B IOPSJKE U oObeme,
YCTaHOBJICHHBIX COOTBETCTBYIOLIUMH IO/DKHOCTHBIMH MHCTPYKIHSMH M 3aKOHOIATENhCTBOM
Poccuiickoit @enepanumn.

7. City:ke0HOe B3auMoelicTBHe
7.1. Co BCeMH OTAENaME U CTPYKTYPHBIME [OAPA3/IeTeHUSIME Komnemka no Bompocam
MOTYYEeHHS

. S&IBOK IO KOMIIJICKTOBAHHIO KaZpaMd pabOYMX M CHElHAIHCTOB TpeOyeMbIx
npogeccuit, cneuuanbHOCTel U KBaTHpUKALHK.

° peVIOKEHUH 110 HOPMUPOBAHHIO rpaduKa OTITYCKOB.

o XapaKTePUCTHK Ha COTPYIHHKOB.

. MHQOPMAllMd O HapylleHMH paGOTHHKAMH NOJApa3feNIeHusi  TPYIOBOM
AVCLHUIUTHHBL, TPABUIT BHYTPEHHETO TPYAOBOTO PACTIOPS/IKA.

B OOBSCHUTENBHBIX 3aMMCOK OT HAPyIIHTENeH TPYZOBOH IMCLUIUIMHEI, MTPaBHII
BHYTPEHHETO TPYI0BOT'O PacIopsiKa.

° uH(pOpManuK 06 OTUHCIIeHNH (3aUNCITCHUH Ha y4e0y) CTyJeHTOB COCTOSIIMX Ha
BOMHCKOM y4YerTe.

ITo Bonmpocam npencrasnenus:

B KOIMH MPUKa30B O [IpHEMe, IePeMELEHHH, TEPEBOJIE, YBOIbHEHHH PabOTHHKOB.

. KOITHH MPUKA30B O MOOUIPEHNUH U HATPAK/ICHAH.

a KOMHH MPUKA30B O HATIOKEHHH IMCLMILTMHAPHBIX B3bICKAHMUIA,

. pe3yJIbTaToB aTTECTALIHH.

7.2. C byxranrepueii o sonpocam TIOJTYYCHUS:
D YTBEPKIEHHOIO IITATHOTO PACIIMCAHHAL.
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. TTOJIOXEHHS O IPEMHUPOBAHUN PabOTHHUKOB,

. CBCACHUH O MNPaBUILHOCTH YCTAHOBJICHHSI HaWMEHOBaHHUMH npodeccuii u
AOIKHOCTEH, NPUMEHEHHUS TapHMHBIX CTABOK PACLEHOK, OJDKHOCTHBIX OKJIA/iOB, JOILIAT,
Ha/0aBOK U KO3(PULHEHTOB K 3apaboTHOIA MIare.

[o Bonpocam npexcrasnenus:

° Tabens ydera paGouero BPEMEHH.

@ KOMUii NPUKa30B O IpHeMe, TICPEMEILCHIH, NIEPEBO/IE, YBOIBHEHUH PaGOTHHKOB
NPEIPUSITHSL.

# [IPOCKTOB  IIPUKAa30B O TIpHeMe, TICPEMCILCHHH, IIEPEBONE, YBOJBHEHHH
MaTepHaabHO OTBETCTBEHHBIX JIHII.

# OONBHUYHEBIX JTHCTOB.

o KONUH PUKA30B O MaTepHAILHOM OOLPEHHH,

7.3. C 10pHCKOHCYIBTOM 110 BOIIpOCaM MOTYYEHUS:

B 3aKIIOYEHMH, KOHCYTbTALMIf 1O IPABOBBIM BOIIpOCaM;

® pa3bACHEHUH aelicTByIomero 3aKOHOZATENILCTBA, B TOM YHCIIE TPYLOBOIO IpaBa.

. 3aKJIFOYEeHH I 0 COOTBETCTBHH AeiCTByIOmEMy 3aKOHOJATENLCTBY

MPC/IOCTABICHHBIX HA MPABOBYIO SKCIIEPTH3Y HOKYMEHTOB (TIpHKas3skl, JOrOBOPBI, JOKAIBHEIE
HOPMAaTHBHBIE aKTHI).

ITo Bonpocam npencrasnenus:

. TTPOCKTOB  JIOKyMEHTOB, B TOM WYHCJE IIPOEKTOB IPUKa30B O MpHeMe,
TICPEMEILICHIH, IEPEBO/IE, YBOJIILHEHHH PaGOTHHKOR NIPEANPHATHS, Ha IPABOBYIO SKCIIEPTH3Y
Y ISl BU3UPOBAHUS.

Paspaboran [Tonosxkenue: %,,
Hawansruk otnena xanpos -- ““t«7" B.®. [1o30HIKOB
/
Cornacosano: /
FOpuckoncynpt ' / __A.B. Momzukosa
/ F 4

C Ionoxenuem o3nakomena: /
Crneunanuer no kagpam 7 ~ H.C.Tepyc




