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1. O6mue nosoxeHus

1.1.. Otpen xampoBoit u mpaBoBoii pabortel (mamee Otaen) sBiusercs
CaMOCTOSATENbHEIM CTPYKTYPHBIM noJpasJieJIeHueM roCcyAapCTBEHHOTO
OrOIKETHOrO IPO(ECCHOHATBLHOIO 06Pa30BATENBHOIO yupexaeHus PocToBckoii
obnactH «PocToBCKOE XynokKecTBeHHOe yuuuine umeHd M.B. T pexkoBa» (manee —
YdpexIeHue) U MOIIUHAETCS HEeMOCPEACTBEHHO TUPEKTOPY.

1.2, Co3nanne, TUKBUOALHUSA U peopranmsanus Otaena OCyIECTBISETCS
IIPUKa30M IHPEKTOpa B COOTBETCTBMH CO CTPYKTypOM YUpeXJeHHs M INTATHBIM
pacrucaHUeM.

1.3 Orzmen xaapoBoit U npaBoBoil paGOTHI BO3TNIABNSAETCS HAYATBHUKOM
OTHeNa, Ha3HAYaeMbIM Ha JIOJDKHOCTB ITPUKA30M JHPEKTOpA.

1.4. B cBoeii aesitensrocTH OTAHEN PYKOBOACTBYETCS:

- Koncturynueii PO;

- TpynoBeM konekcom P®;

- penepanbHBIMU 3aKkOHaMHU Pd;

- YKa3aMu ¥ pacnopsbkeHusiMu [Ipesngenra PO;

- IOCTaHOBJICHUSAMH U pacnopsbkeHusMu [Ipasurtensctea PD;

- 3aKOHOAATeNbCTBOM POCTOBCKO# 06nacTy;

- HOPMaTHBHBIMM aKTaMH, pa3pabOTaHHBIMU U yTBEPXKAEHHBIMH PocapXuBoM:;

- IEPEYHSAMH TUIOBBIX YNPABIECHYECKUX TOKYMEHTOB;

- YcraBoM VYupexuenwus;

- IOKaJIbHBIMH HOPMATUBHEIMH aKTaMH.

2. CrpykTypa oTaena
2.1. CrpyKTypy H KONMYECTBO INTATHBIX emuHUI OTaena YTBEp)KAaeT
JHUPEKTOpP.
2.2. Orzen nog4nHAETCS HAYaIbHUKY OT/eJa.
2.3. B cocTaB oTzeina BXOIAT CIIEAYIOLIUE NOIKHOCTH:
- HaYaJIbHUK oTjena — 1 ex.;
- CIELIMAJIMCT 1o KagpaM — | en.;



- TEXHUK - [IPOrPaMMHUCT - | en.;
- apxuBapuyc — 0,5 en.

3. 3agauu oTaena

3.1.  Tloxbop xampos.

3.2.  Yder IMYHOIO COCTaBa U BeIeHHE KaJpOBOH JOKYMEHTAI[HH.

3.3.  KoHTpons cobnroneHus JUCLUILTAHEI TPYIA.

3.4.  IloaroroBka JOKyMEHTOB IS IPOBEICHHUS ATTECTAL[MHA PaOOTHHKOB.

3.5. ®opmHpoBaHHE KaJIpOBOTO pe3epBa.

3.6.  KoHTpous cobnrofeHHs TPYAOBBIX U COLMANBHBIX IPaB PabOTHUKOB.

3.7.  Pa3paboTka JOKyMEHTOB IIpaBOBOT'O XapakTepa.

3.8. OxazaHue @paBOBOK [IOMOIIM CTPYKTYPHBEIM IOZApAa3/eleHUsIM
YupexaeHusl.

3.9. TloaroroBka U caada OTYETOB.

3.10. O6ecneyenue TpebyeMOro kKauecTBEHHOro GecriepeGoMHOro pexuma
paboThl THHPOKOMMYHUKAITHOHHOM CHCTEMEI.

3.11. Benenue apxuBHOro jieia B YUpexIeHHH.

4. DOyHKIHH OT/I€/1a
4.1.  Onpenenenve TeKyluei MOTpeGHOCTH B KalpaX, aHalh3 TEKy4ecTH
KaJpoB.
4.2. Tlombop repcoHana COBMECTHO c PYKOBOOUTENIAMHA

3aWHTEPECOBAHHBIX [IOAPA3ICICHUN U TUPEKTOPOM.

4.3.  Pa3paboTka INTaTHOrO paclHCaHus, TApU(DHUKALMN COTPYIHHKOB.

4.4.  CpoeBpeMeHHOE JOKyMEHTalbHOe O0QOpMIIEHHE TpUeMa, IepeBoa U
YBOJIbHEHHS DPaOOTHHKOB B COOTBETCTBHH C TPYAOBEIM 3aKOHOAATEIHCTBOM,
TMOJIOKECHUAMHU, HHCTPYKUHUSAMHU, PACIOPHKEHUSIMYU U TIPHKa3aMH TUPEKTOPA.

4.5. Benenue paGoTEl ¢ TPYNOBBIMH KHWKKaMH, B TOM YHCIE IpPUEM
TPYAOBBIX KHIXKEK OT IPHHUMAeMbIX Ha paboTy pabOTHHKOB, UX Y4YET, XpaHEHHE,
3all0JTHEHUE, a TaKXKe BbIla4a ITPH IIPEKpaIleH!UH TPYAOBBIX OTHOLIEHHIA.

4.6. Benenue yuera JMYHOIO COCTaBa pabOTHUKOB  YUpexaeHus,
ohopMIIeHHe JMYHBIX JeN, IOATOTOBKA M BbIAa4a Mo TpeGOBaHMIO paGOTHHKA
CIPaBOK U KOIMHI JOKYMEHTOB.

4.7. lokyMeHTanbHOE O(POPMIIEHHE CITY)KEOHBIX KOMaHIHPOBOK.

4.8. CoctaBnenue rpapMKOB OTIIyCKOB M YYE€T HCIHONB30OBAHUS OTIIYCKOB, a
TaKKe OQOPMIIEHHE OTITyCKOB B COOTBETCTBHH C IPa(hMKOM OTITYCKOB.

4.9. TloororoBka MaTepHaloB AJIs NPEACTaBIEHUs pPabOTHHKOB K
MOOLIPEHUSIM U HarpakA€HHSIM.

4.10. IlogrotoBka MaTepHaJoOB IO MNpPHBIEYEHUIO pabOTHUKOB K
MaTepHallbHOM U JUCLIMILUIMHAPHOK OTBETCTBEHHOCTH.

4.11. Belgaya cnpaBOK O HACTOSIIEN W MPOLLIOW TPYJAOBOH AEATENBHOCTH
PabOTHHKOB.

4.12.  VyactHe B aTTecTalUu pabOTHHUKOB YUpEXKIECHUS H JOKYMEHTAJIbHOE
o(opMiIeHHE Pe3yIbTaTOB aTTECTALHH.

4.13. Opranuzaius TabeabHOroO y4eTa.

4.14. BeneHue B yCTaHOBIIEHHOM MOPS/IKE BOMHCKOTO y4eTa paGOTHHKOB.



4.15. YcraHoBjeHHE MOTpPEOHOCTM B TOBBIIIEHHH KBalH(UKALUY,
IIEPENOArOTOBKE WIX OO0y4eHWH pabOTHHUKOB, MOKYMEHTAJbHOE OQOpMIIEHHE
HanpaBslieHUs Ha 00y4eHue.

4.16. IlogroroBka IOKyMEHTOB IO HCT€YEHHHM YCTAaHOBJEHHEBIX CPOKOB
TEKYIIETO XpaHEHHUs K Claye Ha XpaHEHHUE B apXUB.

4.17. KoHcynbTHpoBaHHe pabOTHHKOB YUpexAE€HHUs 10  BOIpOCaM
TPYAOBOI0 3aKOHOJATENLCTBA, B TOM YMCIE M OTBETHl Ha 3alpOChl, JKallOOHI,
oOpareHus.

4.18. KoHTpoms m3MeHeHMi 3akoHomarenbcTBa P®D, pernameHTHpYyIOLIEro
NeSTeNbHOCTD Y UpeKICHHUS.

4.19. IlpuBeneHwe JOKaIbHBIX aKTOB YYPEXKIEHHS B COOTBETCTBUE
JEUCTBYIOLIEMY 3aKOHOAATENbCTBY PO.

4.20. IlpencraBieHHe B YCTAHOBJICHHOM IOPSIKE HMHTEPECOB YUpEKIEHHUS
0 BOIPOCaM, OTHOCSIIMMCS K KOMIIETEHIMH OTZAeNa, BO B3aMMOOTHOIIEHHSIX C
TOCYyNapCTBEHHBIMH M  MYHHIUIAIBHBIMKA OpraHaMH, a TakKe JpYyTUMH
NPeIIPUATHAMH, OPraHHU3alUsIMH, yUYpeKIeHUsIMU. [IpeacTaBUTENBCTBO OT HMEHHU
Y4peXIEHUsI B CyJax.

4.21. OcyiecTBieHre KOHTPOJS 3a COCTOSHHEM TPYIOBOM IMCLMILIAHEI B
NOApa3feleHusIX YupexIeHHs M coOmopeHneM paGotHukamu  IIpaBun
BHYTPEHHET'O TPYIOBOIO pacnopsaKa.

4.22. TToAroToBKa JOKyMEHTOB JUIS BBIITYCKa IUIACTHKOBBIX GAHKOBCKHX KapT
Y TIpEACTaBIIEHHE UX B YCTAHOBJICHHBIE CPOKU B COOTBETCTBYIOIINE OPraHU3all}iH.

4.23. Opranusanys XpaHeHUS U obecledeHHe COXPaHHOCTH JIOKYMEHTOB,
[IOCTYIIMBILIUX B apXUB Y UpEKICHHS.

4.24. TlpeM M perucTpalys MOCTYNHMBIIAX Ha XpaHEHHE OT CTPYKTYPHBIX
NOZApa3/ie/ieHH| YUpexkKIeHUs JOKYMEHTOB, 3aKOHUYEHHBIX AeJI0MPOU3BOICTBOM.

4.25. OpraHusalnusi HMCIOIb30BaHUSA JOKYMEHTOB apxXMBa, B TOM YHCIIE
Bbllaja B COOTBETCTBUH ¢ IIOCTYNAIOIIMMK 3allpOCaMH ApXUBHBIX KOIHH U
JIOKyMEHTOB.

4.26. Obecnieyenne TpeOyeMOro KayeCTBEHHOro GecriepeGoiHOro pexuma
paboThl ”HPOKOMMYHHKAI[HOHHOW CHCTEMBI Y UpEXICHHUSI.

4.27.  VYcraHOBKa  TNEPCOHANBbHBIX  KOMIIBIOTEPOB,  MPOIPAMMHOTO
obecrieyeHus.

4.28. AIMMHHCTpHpOBaHHE BHYTpPEeHHeW JlOKanbHOM cetH, Web- caiita
YupexaeHus.

S. IIpaBa

5.1. TpebGoBate OT CIPYKTypHBIX MOApa3feleHuil  YupexaeHus
NPEIOCTaBIIEHHUsI MaTepHaloB  (CIpaBOK, CBENEHHHM, OTYETOB MW  HHOM
HH(bOpMaI¥H), HeOOXOAUMBIX IS ocyiuecTBIeHus OTOeI0M CBOel NeATeNbHOCTH.

5.2. JlaBaTh yKa3aHMs CTPYKTYPHBIM MOJpa3sdeleHHsM YUpexIeHHs IO
BOIIpOCaM, OTHECEHHBIM K BefieHHI0 OTaena.

5.3. KoHTpomupoBaTe COONIIOEHHE TPYAOBOrO 3aKOHOJATENbCTBA B
YupexzieHuu, a Takxke NaBaTh Pa3bsCHEHHs [0 HPUMEHEHHI0 HOpM TpymoBOro
Konexca PD ¥ MHBIX HOPMATUBHBIX AKTOB;

5.4. 3aBepATh KONMHM KaJPOBBIX U HPABOBBIX IOKYMEHTOB (B TOM YHCIIE
yUPEAUTEIbHBIX JOKYMEHTOB).



5.5. /laBaTb pa3bpsCHEHUS U PEKOMEHAALUH 10 BOIIpOCaM, BXO/SIIUM B
KomrneTeHLHo Otaena.

6. OTBeTCTBEHHOCTD

6.1. HavampHuk oOTOena KagpoBOW © MpaBoOBOM paboOTHl  Hecer
OTBETCTBEHHOCTh 3a JOOPOCOBECTHOE U CBOEBPEMEHHOE BEHINIOJHEHHE (YHKIIUH,
BO3JI0’KEHHBIX Ha OT/ElL.

6.2. CoTpymnuku oTaena KagpoBOM M INpaBoBOH paboTel HeCyT
OTBETCTBEHHOCTh 3a paslilallleHUe HWMEIOIIUXCS TEePCOHANBHBIX  JaHHBIX
pabOTHHKOB B COOTBETCTBHH C AEHCTBYIOLIUM 3aKOHOAATEILCTBOM P®.

6.3.  OTBETCTBEHHOCTL COTPYAHMKOB OTAeNla KaApOBOM M IpPaBOBOM
paboTel yCTaHaBIMBAeTCA MX NOJDKHOCTHBIMM HMHCTPYKIHSMH M JeHCTBYIOLIHM
3aKOHOJaTeIhcTBOM PD.

7. B3auMOOTHOMIEHHS ¢ IPYTHMH CTPYKTYPHBLIMH NMOAPa3AeTeHHIMH
Deels Co BCeMH CTPYKTYPHBLIMH NOAPa3eJeHUAMH Y YpesKIeHHs
o [ I'lo Bonpocam nomyueHus:

- 3aJlaHAi 110 KOMILUICKTOBAaHHMIO KaJapaMH TpeOyeMBIX mnpodeccuii,
CIENMAIBHOCTEH U KBATH(HUKAIHH;

- IPEATIOKEHHH 10 (POPMHUPOBaHUIO rpaiiKa OTITYCKOB;

- XapaKTEpHUCTHUK HAa COTPYIHUKOB OT/IENIa;

- 3aSBJICHUH, OOBSACHUTEIBHBIX 3aIIHCOK;

- JINCTKOB HETPYA0CIOCOOHOCTH;

- MHOOpMALMH O HapyNIeHWH pPabOTHHKAaMM TOApa3JeNeHHs TpPYIOBON
JAVCLUIUIMHEL, TIPaBUJI BHYTPEHHETO TPYAOBOTO PACIOPAIKA.

7.1.2. Ilo BonpocaM mnpeacTaBieHus:

- KOITHH MPHKA30B 10 TUYHOMY COCTAaBY;

- CIIPaBOK, BBIIMKUCOK, KOIIMH 3aNpallliBaeMbIX KaJJpOBBIX JOKYMEHTOB;

- pe3yNbTaToOB aTTeCTallui paGOTHHUKOB;

- 3aKMIOYeHHH O COOTBETCTBUM JEHCTBYIOIIEMY 3aKOHOAATENHCTBY
MpeaOoCTaBIICHHBIX HA MPAaBOBYIO 3KCIEPTH3Y HOKYMEHTOB.

7.1.3. Tlepenaun CTPYKTYpHBIMH IOZpa3/eleHUSIMH Ha XpaHEHHE B apXHB
YdpexaeHus: JOKyMEHTOB, 3aKOHYEHHBIX J€JI0NPOU3BOACTBOM.

7.14.  PaboTel  MHOOKOMMYHHKALIMOHHOM  CHCTEMBI  YUpEKIEHHSA
(TIEpPCOHATBHBIX KOMITBIOTEPOB, MPOIPAMMHOTO OGeCIeYeHHs], JTOKATBHON CeTH,
obuLMaNBHOTO caliTa YupexaeHus U T.1.).

7.1.5. IlpepocTaBienns CTPYKTYPHBIMH [OApa3AeNeHASIMH MHBOPMALIHH IS
pa3MelleHus Ha OhHIIHATIBHOM caiiTe YupeKaeHHus.

7.2. C oTaesioM OyXrajrepckoro yuera

7.2.1. Ilo BompocaM nmony4eHus:

- CIIpaBOK O 3apaboTHOM 1IaTe.

7.2.2. I'lo BonnpocaM npeacTaBiIcHHS:

- Tabeins yuyeTa pabodyero BpeMeHH;

- motpeGHOCTM B pabo4yedl culle M CPETHECHMCOYHONW YMCIEHHOCTH
pabOTHUKOB;

- 10 3aII0JIHEHHIO JINCTKOB BPEMEHHON HETPYIOCIIOCOOHOCTH;

- 3aIBJICHUH JJIs1 HAUUCIIEHUS ¥ BBIILIATEI II0COOUIA;



- JOKYMEHTOB /)15 O(pOpMIIEHHUS CITy:KeOHBIX KOMaHMPOBOK.

7.2.3. Ilo BompocaM:

- TIOOUIPEHMsT M I[PHUBICYEHUS K MaTepUabHOW OTBETCTBEHHOCTH
paboTHHKOB,;

- pa3pabOTKM INTATHOTO pAaCIUCAHHSA W TapU(GHUKAIMKM HA I1eJarOrHuyecKux
pabOTHUKOB U aIMUHUCTPATABHO-XO3SMCTBEHHBIX paOOTHUKOB.

- COIJIaCOBaHMs IIPOEKTOB IIPUKA30B O IpUEME, MEPEeBOJie, YBOJIbHEHUH U
IIPEJOCTABIIEHNH OTITyCKOB COTPYAHUKAM Y UpexkKIeHHUS.

7.3.  C y4eOHoii yacThI0 O BONpocam:

- COCTaBJIEHHs TapU(PUKALNY [TpeIoiaBareliei;

- COCTaBJIEHH OTYETHOCTH IO NeJarOTHYECKUM KaJpam;

- aTTeCTally NpenojaBaTelei;

7.4. Co cayx00# rinaBHOro HH>KeHepa:

- 110 BOIIPOCAaM COCTaBJIeHHs rpaduka pabOTEl BaXTEPOB U Y4YeTy paboThI
BaxTepOB B HOYHOE BpeMsi.

8. JloxyMeHTAanHs OTAE/]Ia

8.1. Otnenom Kaaposo# M NpaBoBOM paGOTHEI OCYLIECTBISETCS pa3paboTKa,
00paboTKa ¥ XpaHEHHE CIIeAYIOIIEH JOKYMEHTALUHU:

- JIOKaJIbHbI€ aKThl YUpexaeHus (T0I0KEHUs, HHCTPYKLHH, [IPAaBUIIa U TIp. );

- IIPHUKAa3bl 110 KaJipam;

- OTYETHI 110 KaapaM;

- IMChMa ¥ HHQOpMAaLHsI 10 KaIpaMm;

- IMYHBIE JieNia paOOTHUKOB YUpexIeHHS;

- rpapUKH OTITyCKOB;

- TApUHUKAIIHOHHEIE CITUCKH;

- JKypHajlbl y4eTa KaJpOBBIX JIOKYMEHTOB, IIPOrPaMMHOI0 OOecIeueHHs,
IIpeyCMOTPEHHBIE IEHCTBYIOIINM 3aKOHOIATEIbLCTBOM;

- TPYAOBbI€ KHHXXKU PaOOTHUKOB YUpeKACHHS;

- MEJTUIIHHCKHE KHUXKKH YUpeKIEHHS;

- MHas KaJpoBas JOKyMEHTalIHs;

- HOMEHKJIaTypa Jiel YupeXIeHHs.

8.2. Ilpm HyMepanuy MpHKa3oB [0 KagpaM MCIONB3yeTcs OYKBEHHO-
uM(ppoBas HHAEKCALHUS C IPUMEHEHHEM CIIEIYIOIMX GYKBEHHBIX HHIEKCOB:

- «I» - YCTaHOBJEHHe [OIUIaT, BBIIIAT CTUMYJIUPYIOLIETO XapakTepa,
MaTepUaIbHOW ITOMOIIH paboTHHKAM;

- «i/c» - O NpENoCTaBIEHMH OTIyCKAa, O BHIILIATE KOMIIEHCALMM 34
HEHCIIONE30BaHHbIE [HH OTIYCKA, O HAalpaBleHUH pPaOOTHHKOB Ha KYPCHI
HOBBIIICHHS KBalIM()UKAlMH U IEepernoaroToBKy, O Ha3HAYEHUH OTBETCTBEHHBIX
AEKYPHBIX, O IUCUUILTMHADHOM B3BICKaHUH, 00 OOBSBIEHUH 0JIaroapHOCTH;

- «K» - O IpHeMe, O MpPEeKpalleHHWH TPyJOBOIO JOrOBOpa, O IMEPEBOJE, O
paboTe 1o COBMEILEHHIO, O IPUCBOCHHH KBATH(pHUKAIAH.

8.3. HyMmepaums NpuKa3oB IO KajpaM M TpPYAOBEIX JOTOBOPOB KaXKIBIid
KalleHNapHBIA [OJ HAYMHAETCH C Hadana. IIpHCBOeHMe NpHUKa3aM U TPYIOBBIM
AOroBOpaM HOMEPOB OCYILIECTBIISETCA B XPOHOIOIHMYECKOM ITOPSJKE HAYMHAs C
uupet 1. Ilpu Hymepanmuu TpyZOBEIX IOroBOpOB depe3 Apo0b YKa3bIBAKOTCS
TocneiHye ABe LKM(PBI Iofia 3aKITI0YEeHUs] TPYI0BOIO JOrOBOpA.



