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KpackoBo



1. O61mue moJioKeHUst

1.1. Ortmen  xampoB  sIBISIETCSI  CAMOCTOSITEIBHBIM  CTPYKTYPHBIM
noapaszaeneHueM  OO0pa3oBaTEIbHOTO  YAaCTHOTO  YUPEXKICHHS  BBICIIErO
oOpazoBanust «I yMaHUTapHO-COUMAIIBHBIA HWHCTHTYT» (maimee — WHCTUTYT) u
MOAYUHAETCS HEIIOCPEACTBEHHO pekTopy MHCcTHTYTA.

1.2. B cBoell HeATesbHOCTH OTHEN KaJpOB PYKOBOJACTBYeTCS: TpyllOBBIM
KozekcoM P®, MHCTpyKIMEH MO BEAEHUIO TPYIOBBIX KHUXKEK, MHCTPYKIIMEH IO
JOKYMEHTHPOBAHMIO KaJpOBOM HesITelIbHOCTH; YcTaBoM WMHcTuTyTa, mpukazamu
Pexropa MHcTHTyTa, NpaBWIaMu BHYTPEHHETO TPYAOBOTO PACIOpPSAKA U UHBIMU
aKTaMH.

1.3. OcHOBHBIMU 3a@adyaMy OTAeNa KaJApPOB SBISIOTCS: (OPMHPOBAHUE
KaJIpOBOI0 COCTaBa, MOA0OpP, Y4YEeT, pacCTaHOBKAa COBMECTHO C PYKOBOJUTEISIMHU
noApazneneHuit  MHcTuUTyTa; coxpaHeHHe KOHGUISHIMAIBHOCTH  CBEJICHUM,
COJIEpIKaIMXCSl B JIMUHBIX JejaX paOoTHUKOB MHCTUTYyTa, TOKYMEHTax KaJpOBOH
CITy>KOBI; BBIITOJIHEHNE YKa3aHUH U NTOpydeHul pykoBojacTBa MHcTUTYTA U Ap.

2. Opranu3anoHHasl CTPYKTYpa OT/eJia KaJApoB

2.1. B otmene kaapoB, COMIACHO IITaTHOMY pPAacClUCaHUIO, HMEIOTCS
CIIeyIOIIME JOJDKHOCTH: HAYaJIbHUK OTAeNa KaJIpoB COTPYIHHUKOB, BeIyIIHM
CHeIUAJIMCT 110 KaJpaM, BeyIui JTOKyMEHTOBE].

2.2. IllratHoe pacnucaHue OTHAeNa KaJIpoB €XEroJHO YTBEPKIaeTCs
npuka3zoM pexkropa MacTUTYTA.

2.3. Ortnen KaApoB BO3TJIABIISIET HAYJIBHUK, HA3HAYCHHBIM Ha JTOJDKHOCTH
npuka3zoM pexkropa MHcTUTYTA.

2.4. PaboTHuKM oOTHENa KaApOB OO0S3aHBI IOCTOSTHHO ITOBBIIIATE CBOIO
JIEJIOBYIO KBaJTU(QHKALHIO U 00111e00pa30BaTeNIbHbBIN YPOBEHb.

3. ODyHKIHH O0Te/1a KaJApOB.

3.1. Ortgen xagpoB MHCTUTYTA OCYIIIECTBISET:

3.1.1. mop0op 1 paccTaHOBKY COBMECTHO C PYKOBOJTUTEIISIMH IOApa3ae/IeHUI
By3a, aJIMUHUCTPATUBHO-YIPABIEHUECKOr0, HH)KEHEPHO-TeXHUYECKOTo, yueOHO-
BCIIOMOT'aTENIBHOTO M OOCIYKUBAIOLIETO MEPCOHAa, BXOASIIETO B HOMEHKIATYPY
PEKTOpa;

3.1.2. oxazanue mnomMoumM nojapazjieneHusM HWHcTHTYyTa B yKperuieHuu
TPYAOBOM H IPOU3BOACTBEHHOM JUCHUIUIMHBI U COONIOACHUU TPYIOBOTO
3aKOHOJATENbCTBA;

3.1.3. odopmieHue mnpuema, MepeMelleHHd W YBOJbHEHHS pPabOTHHUKOB
HMucTuTyTa BCEX KaTEropui, BXOISIIMX B HOMEHKIATYpy, a TaKXe TOTOBHT
JOKYMEHTBl Ha YTBEPXKIAEHHE B JODKHOCTSIX pPaOOTHUKOB, BXOJSIIUX B
HOMEHKJIATypy BBILIECTOSIIIIUX OPraHOB;

3.1.4. BenmeHue JHMYHBIX JeJ HAYYHO-TIEJArOTHYECKHUX PabOTHHKOB,
COTpyaHUKOB MHCTUTYTA;

3.1.5. BeleHHEe MEPCOHAIBHOIO M CTATUCTUYECKOIO ydyeTa BCeX KaTeropHii
pabotHuKOB MHCTHUTYTA O ycTaHOBICHHBIM (hOopMaM;

3.1.6. BeieHME TPYOBBIX KHIKEK M UX YYET;

3.1.7. yuacThe B TMOJAIOTOBKE IPOEKTOB IMPUKA30B 00 YCTaHOBIEHWUU



JIOJDKHOCTHBIX OKJNagoB paboTHMkaM MHcTHTyTa B COOTBETCTBHHM C HAy4HO-
NIeTarOrMYECKHUM CTaXKeM, a TaK)Ke HCUUCIIEHHE OOILEero W HENMpPEepBIBHOTO CTaXa
pabOTHHKaM Ul YCTAHOBJIEHHS Pa3MEPOB IIOCOOUS [0 COIUATBHOMY CTPAXOBAHHIO
1pu OOJIE3HU U TIPH YXOJIe Ha IMEHCHIO;

3.1.8. yqactue B paboTe KOMUCCHH I10 aTTECTAIIHH PAOOTHUKOB;

3.1.9. oopmiieHUE BBIE3IHBIX [€JT Ha JIML, HAIIPABIIAEMbIX B KOMaHIUPOBKHY;

3.1.10. BbIIa4y yIOCTOBEPEHHM JHUYHOCTH M CIPABOK BCEM KATETOPHSIM
pabotHukoB MHcTUTYTA,

3.1.11. moaroroBKy HEOOXOIWMBIX HOKYMEHTOB IS Ha3HAYEHWs INEHCHUU
paboruukam MHcTHTYTA.

4. BsaumosaelcTBHEe ¢ APYTHMH noapa3aenenusiMu Uucruryra
4.1. Orgen KaapoB  B3aUMOJEHCTBYET CO BCEMH CTPYKTYpPHEIMH
nojpasjenenusmu Muctutyra mo Bompocam: MOATOTOBKM U W3JIAHUSI [TPUKA30B,
pacnopsUKEeHNH, HHCTPYKLIHUN, IPOEKTOB JOTOBOPOB JIJIsi BUSUPOBAHMS; COOJIIOIEHNUS
TPYAOBOM INUCLUIUIMHBI paboTHHKaMHU VHCTUTYTa; OpraHW3alldd, MPOBEIEHHS U
ohopMIeHnsl JOKyMEHTallul KOHKYPCHOTO OTOOpa U BBEIOOPOB Ha JOJKHOCTH
npodeccop-npenoiaBaTeilb; OpraHU3allii U MPOBEICHHUS aTTECTAllMU paOOTHHKOB.

S. IIlpaBa paGOTHUKOB OT/€JIa KAJAPOB

5.1. PaboTHHKH OT/eTa KaIpoB 110 TOJHKHOCTH UMEIOT IIPaBo:

5.1.1. mpencTaBUTENBCTBOBATh B TOPOJCKUAX M HWHBIX OPTraHU3aIHSIX II0
BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHIIUM OT/IeNIa;

5.1.2. nmaBate B Ipefenax CBOEH KOMIICTCHIMH YKa3aHHS CTPYKTYPHBIM
nozapasueneHusM HMuctutyra mo mnoabopy, y4deTy, pacCTaHOBKE M ITOATOTOBKE
KaJIpOB;

5.1.3. BHOCHUTE PYKOBOJCTBY IIPEIJIOKEHHUS 110 COBEPIICHCTBOBAHUIO PabOTEI
C KaJIpamu;

5.1.4. xonmartalicTBOBaTh Iepe]] PyKOBOJACTBOM MHCTHUTyTa O MOOIIpeHUH
OTJIMYMBIIMXCS PAOOTHUKOB U HaKa3aHWU HAPYIIUTENEH TPYI0BOH AUCIUILIMHEI;

5.1.5. momy4ate OT CTPYKTYPHBIX MojpasieneHuii MHCTUTyTa JOKyMEHTHI,
HeoOXouMBble Ul OQOpPMIICHHS TMpHeMa, a TakXke JUIs BBICBOOOXKIEHUS
pPabOTHUKOB IPH YBOJIbHEHHUH 10 WHULIHATHBE aJIMHUHUCTPALIUH;

5.1.6. y1OoCTOBEPATH IOPUIMYECKYIO CHIIY JJOKYMEHTOB IO JIWYHOMY COCTAaBY,
BbIaBaeMbIX paboTHUKaM MTHCTUTYTA.

6. OTBeTCTBEHHOCTH PAGOTHUKOB OT/I€/1a KaAPOB

6.1. OTBETCTBEHHOCTH 3a HEHAJIeKAIllee ¥ HECBOEBPEMEHHOE BBIITOJHEHNE
(GyHKIMH OTAena KaApoB HeceT HAUYaIbHHMK, UCXOJA M3 LeNed M 3ajad OTHela,
peayCMOTPEeHHBIX HacTosuM [looxxenuem.

6.2. PaboTHukM OTHela KagpOB HECYT TOJHYIO IEPCOHAIBHYIO
OTBETCTBEHHOCTD:

6.2.1. 3a HeHaJjexallee WCIOJHEHUE WM HEUCIIOJIHeHHEe CBOMX
JOJDKHOCTHBIX 00S3aHHOCTEH, NPEeNyCMOTPEHHBIX JIOKHOCTHBIMA MHCTPYKIMSAMU
B IIpeJieiaX AeUCTBYIONIEro TPYI0BOT0O 3aKOHOAATEILCTBA PD;

6.2.2. 3a mpaBOHAPYIIEHHUS, COBEPIIEHHBIE B IIPOIIECCE OCYLIECTBIEHHUS CBOEH
JEesATEIbHOCTH, U B IIpelesax, ONpPeNeNIEHHbIX IEeACTBYIOIUM aJMUHUCTPATUBHBIM,



YIOJIOBHBIM M IPaXKIAHCKUM 3aKOHOATEIbCTBOM PO;
6.2.3. 3a IpUYMHEHNE MaTepUaIIbHOTO yllepOa, U B Ipeenax, onpeleIeHHbIX
JEHCTBYIOIIUM TPYIOBBIM U IPaXKIaHCKUM 3aKOHOAATENILCTBOM PO,

7. 3ak/1104UTeIbHbIE M0J0KEHH S

7.1. Hacrosmee IlonoxkeHue yTBepxkjaercss pekropom HMucrturyra mocie
corjacoBaHusi ¢ YueHbM CoBeTOM.

7.2. Hacrosimee [lonoskeHne BCTymmaeT B CHILy ¢ MOMEHTA €ro YTBEPXKIACHHS
pexktopoMm MHCTHTYTA U JEHCTBYET 10 €ro OTMEHBI B YCTaHOBIEHHOM IIOPSKE.

7.3. 3smeHeHus 1 AOTIOJIHEHUS B HacTosee [lonoxxenne BHOCATCA 1O Mepe
HeOOXOMUMOCTH. BHeceHHBIe M3MEHEHMsI BCTYNAlOT B CHIIy ¢ Y4eOHOro roja,
CJIEIYIOIIEro 3a FOJI0M IPHUHSITHUSL PELIEHUS] O BHECEHUU U3MEHEHHMM €ClIM MHOE He
periIaMeHTUPYeTCs HOPMATHUBHO-TIPABOBBIMU aKTaMH OPraHOB I'OCYIapCTBEHHOM
Brnactu PO.
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