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1. O6mue notokenus
I.1. Otzen kagpoB AB/AETCS CAaMOCTOSTENBHBIM CTPYKTYPHBIM NOLpA3IeIeHHEM TEXHUKyMa H
MOJYUHACTCS IJ1. CIIELHATNCTY OT/JeNa KaapoB.
1.2. Orzen xaapoB BO3IIABNSET IV, CHELMATHCT OTHENa KaZpoB, KOTOPBIH NOTUYUHAETCA
OUPEKTOPY.
1.3. B cBoeit 1eATENBHOCTH OTHEN PyKOBOACTBYETCS:
— 3aKOHaMH M WMHBIMH HOPMATHBHBIMH IPaBOBBHIMH aKTaMH 00 oxpaHe Tpyaa Poccumiickoit
®DeJiepaliiy ¥ COOTBETCTBYIOMIET0 cybbexTa Poccuiickoit ®enepauuy;
— KOJUIEKTHBHBIM JOTOBOPOM;
— YCTaBOM IPEIPHATHS,
— HacToAwuM [Tomoxenunem.
2. CtpykTrypa
2.1. CTpyKTypy H UHMCIIEHHOCTb OT/€/a YTBeP:KIaeT JUPEKTOP B COOTBETCTBHH C HOPMaTHBaMH
YUCTICHHOCTH CIELHATHCTOB H CITY)KAIIUX.
3. 3apaun
3.1. IlonGop, paccTaHOBKA H BOCIIHTAHHE KAIPOB.
3.2. Mi3yyeHue 1eT0BBIX H MOPAIbHBIX KAY€CTB PaGOTHHKOB M0 UX IPaKTHYECKON eATEIbHOCTH,
BBIPabOTKA PEKOMEH/IAIIHH T10 YITy4LIEHUIO KaJPOBOTO IOTEHIHATA TEXHHUKyMa.
3.3. Cospanue peseppa KalpoB [is BBIIBHJKGHHS Ha pPYKOBOAAIIME U MaTepUAIbHO
OTBETCTBEHHBIE JOIKHOCTH.
3.4. OpraHu3auus ajanTanuy nepcoHaa.
3.5. OpraHu3anus U NpOBeIeHHE BCEX BUIOB OATOTOBKH H TOBBIIICHHS KBaJTM()HUKALMU KaIpOB.
3.6. Yuer Kaapos.
3.7. Obecnieqenne npas, IIOT U FapaHTHIf PaGOTHHKOB MPEeANPUATHA.
4. DyHKUHH
4.1. Ompenenenne u paspaGoTKa KaIpoBOH MONMTHKE H CTpaTerMd B COOTBETCTBHH C
HaIpaBJICHHEM JI€ATEIbHOCTH TEXHUKYMA.
4.2. ®opMUpOBaHKE MTATHOTO PACIIHCAHUS MPEITPHUITHS (COBMECTHO C Oyxranrepueii).
4.3. Omnpenenenve TeKymell NOTPeGHOCTH B KaZpax (COBMECTHO C PYKOBOIHUTEJISIMH
CTPYKTYPHBIX MMOJpPa3/IeICHUH TEXHHKyMA).
4.4. Tlon6op KBaTHHUIHMPOBAHHEIX CIEUATUCTOB TYTEM:
— HHQOPMHPOBaHHUs paGOTHHKOB TEXHHKYMa 00 HMEIOIIHXCS BAKAHCHAX,
— PasMCIICHNS B CPE/ICTBAX MAcCOBOH HHGOPMaIHK 00BSIBICHHI 0 BaKaHCHSX,
— 00paleHus B OPraHsl CIIyKObI 3aHSITOCTH;
— B3aUMOJEHCTBHUSA ¢ y4eOHBIMH 3aBeICHHIMH.
4.5. KomIuiekToBanue opraHM3alii HEOGXOMMMBIMH KaIpaMH B COOTBETCTBHH C KPUTEPHIMH
0TOOpa ¥ OIEHKOH HAHUMAEMOTO IIEPCOHANa, B TOM YHCIIE:
— nepeMelIeHie pabOTHUKOB BHYTPH OpraHH3alluH;
— IIpHEM Ha paboTy HOBBIX pabOTHHKOB.
4.6. VyacTHe B KBOTHPOBAaHHMH paGOYMX MECT I HMHBAIMAOB M JIHI, HCIBITHIBAIOLIAX
TPYAHOCTH C TPYAOYCTPOHCTBOM, B3aUMOJEHCTBHE IO JaHHBIM BOIpPOCAM CO  CITyKGOI
3aHATOCTH.
4.7. loxymeHTanbHOEe OQOpMICHHe NpHEMa, IepeBoja U YBOJIBHEHHS paOOTHHKOB B
COOTBETCTBHH C TpPYAOBBIM 3aKOHOZATE/IbCTBOM: OQOPMJIEHHE TpPYAOBBIX JOTOBOPOB C



PabOTHHKAMH U M3MEHEHHi K HUM, [OJTOTOBKA IIPOEKTOB IPHKa30B 10 JHYHOMY COCTaBy H
OCHOBHOH J€ATENBHOCTH OPraHH3AIHH, 3al0IHEHHE TUYHBIX KapTOYeK pabOTHHKOB.

4.8. VyacTHe COBMECTHO CO CHELHATHCTOM IO OXpaHe B TEXHHKYME M IIPOBEIEHUH
TIEPHONMICCKUX U IPEIBAPHTENbHBIX MEAULIMHCKHX OCMOTPOB PaGOTHHKOB.

4.9. Benenne paGoThl C TPYJOBBIMH KHHXKAMH, B TOM HGHCIIE IIPHEM TPYAOBBIX KHHXKEK OT
NPUHUMAEMBIX Ha paboTy paGOTHHKOB, HX y4eT, XpaHEHHe, 3alloJHEHHe, a TaKKe BbLIaya pH
NPEKPALICHUH TPYZOBBIX OTHOLIEHHI.

4.10. Koopaunauus paGoTs! moapasaenesuit TeXHEKyMa 10 BOIIPOCAaM 3alIHUTHI MEPCOHATBHBIX
AaHHBIX PabOTHHKOB, OOECIIeUeHHe 3aIUTHl MEePCOHATLHBIX AAHHBIX npu pabote pabOTHHKOB
OTA€/a KaapOB C IOKYMEHTaMH, COAEP/KALMMH NEPCOHAIbHEIE IaHHbIE PAGOTHHKOB.

4.11. Vet nm4HOTO COCTaBa IyTeM COCTABNEHHS Pa3IMYHOr0 BHIA OTYETOB.

4.12. CocraBreHne rpadHKOB OTIIYCKOB, odopmIIeHHE TIPHKA30B O IPeIOCTABICHHH
pabOTHHKaM Pa3IMYHEIX BHIOB OTITYCKOB, Y4YET KOTHYECTBA HCIIOIb30BAHHEIX IHEH oTImycKa. .
4.13. OdopmieHHe H ydYeT CIyKeGHBIX KOMaHIMPOBOK (TIOArOTOBKA MPOEKTOB MPHKA30B H
CITyXK€OHBIX YAOCTOBEPEHHIT).

4.14. Pa6oTa ¢ IMCTKaMH HETPYIOCIOCOBHOCTH.

4.15. TlpoBepka NpaBHILHOCTH U MOJHOLEHHOTO 3aMOIHEHHs Tabeel y4yeTa paboyero BpeMeHH
PYKOBOAHUTEIIAMH CTPYKTYPHBIX MOApa3/ieIeHU TEXHHUKYMa.

4.16. TlomrotoBka M BblAYa CIPABOK O 3aHUMAEMOM NODKHOCTH M nepuone paboTel B
OpPraHH3aliH, a TaKKe KONMH JOKYMEHTOB, CBS3aHHBIX C TPYHOBOH J€STETbHOCTBHIO
pabOTHUKOB.

4.17. BsanmoaeHCTBHE CO CTOPOHHMMH OpraHH3aLUAMH:

— CTPaXxOBBIMH KOMIIAHHAMH B 4YaCTH IIOJaYH CBeJECHHH Ha O(OPMIEHHE MOIHMCOB
00513aTeBHOT0  MEIULMHCKOTO CTPaXOBAHUS (OMC) u [06GpOBONBHOTO MEIHIMHCKOTO
crpaxoBanus (JIMC);

— BOCHHBIMH KOMHCCapuaTaMHM IO BONPOCaM IIOCTAHOBKH, CHATHS C BOMHCKOTO ydeTa
PabOTHHKOB TEXHUKYMa, HX y4YeTa U IPeI0CTABICHHS OTYETOB,

— [IEHCHOHHBIMU (OH/AMHU B LIENIAX IIPEJOCTaBICHHS JOKYMEHTOB TS H3TOTOBJICHHS CTPaxOBBIX
CBHICTE/ILCTB IOCYJaPCTBEHHOTO NIEHCHOHHOTO CTPaXOBAHHSL.

4.18. TloaroToBKa KampoBOH JOKyMEHTALMH If Nepelayd B apXWB OpraHU3alUH s
JaTbHEHINEro XpaHeHH . '

4.19. IloaroToBKa MaTepHaOB A1 MPEACTABIEHHS PabOTHHUKOB K IOOILIPEHHIO.

4.20. IlomroToBka MaTepHalTOB s NPUBJICYCHHS PAabOTHHKOB K JAMCLHILTMHAPHOH
OTBETCTBEHHOCTH.

4.21. KoHTpoip 3a COGMIONEHHEM IHCIUILIHHE] TPyZa Y BBINOJIHEHHEM paboTHHKamu [IpaBui
TPYAOBOTO pacnopsaKa U HHBIX JIOKaIbHBIX HOPMATUBHEIX aKTOB.

4.22. Opranu3amus BOMHCKOTO y4eTa paGOTHHKOB.

4.23.  KoHcymbTHpoBaHHE  paGOTHHKOB OpraHM3allid 10  BONpOCAaM  TPYAOBOTO
3aKOHOIATE/IBCTBA, B TOM YHCJIE M OTBETHI Ha 3aIPOCHL, JKaI00bI, 06pAIIeHHS.

4.24. [InaHupoBaHKe  y4YacTHE B MEPONIPUATHSAX II0 ATTECTAIHH, K KOTOPBIM OTHOCSTCS:

— pa3paboTKa IOKalbHBIX HOPMATHBHBIX aKTOB, Ha OCHOBAHHH KOTOPBIX IPOBOIUTCS
aTTeCTallUs;

— uHpOpMaNHOHHOe 0ecriedeHue (COCTABIEHHE rpadyKoB, IIPHKA30B, XapaKTEPUCTHK);

— KOHTPOJB 3a XONOM IpOBEJCHHS ATTECTAllMH, BBINOJIHEHHsS pELICHHH aTTecTalMOHHOMN
KOMHCCHH.



4.25. VcraHOBleHHE MOTPeGHOCTH B NOBBINIEHHH KBaTH()HKAIMH, IIEPETIOATOTOBKE HJIH
o0y4eHHH paGOTHHKOB, JOKYMEHTATIbHOE 0(OPMIIEHHE HATIPABICHHs Ha 00yYeHHe.

4.26. @opMupoBaHHE M TOATOTOBKA pe3epBa KaApOB IS BBIABH)KEHHS HA BBIIIECTOALIME
JOJKHOCTH.

4.27. PaspaboTka KOMILIEKCa Mep I10 [IOBBIIEHHIO MOTHBALIMH PaGOTHHKOB.

4.28. AHanu3 TeKy4ecTH KaapoB.

S. IIpaBa

Otnen kazpoB MMeeT 1paso:

5.1. 3anpammBaTe y JOKHOCTHBIX JIMII TEXHHKYMa, a TaKke OpraHoB yIpaBlI€HHs (BJAcCTH),
CTOPOHHHX OpraHM3alMil (IPEANPUATHH, YIPEKICHHH) CBENEHHS O COTPYAHHKAX C LEJbIO
YTOYHCHHS COOTBETCTBYIOIIMX IICPCOHANBHBIX [aHHBIX, a IIPH INpHeMe Ha paGoTy H
NCPEMEILICHUSX COTPYJHUKOB — MHEHHE DPYKOBOJHMTENEH COOTBETCTBYIOLIMX CTPYKTYPHBIX
MOApa3JeNIeHH 0 1eneco00pasHOCTH MPeAIoIaraeMbIX EPEeCTAHOBOK.

5.2. TpeGoBaTs mpu mpHeMe Ha paboTy M B APYTHX YCTaHOBIEHHBIX CITy4asiX IpeaCTaBlIEHHs
COTPYAHHKAaMH COOTBETCTBYIOIIMX JOKYMEHTOB: IacIOpTa HIH 3aMEHSIOLIETO €ro J0KyMEHTa,
TPYAOBOH KHHKKH, NOKYMEHTa 00 00pa3soBaHMH (HAIMYHH CHELMATGHBIX 3HAHHH, YMEHHIA),
cTpaxoBoro csuaerensera ['TIC u T. 1.

5.3. JlaBaTh pasbACHEHHA M PEKOMEHJALUMH IO BOIPOCAM, OTHOCSIIAMCH K KOMIIETEHITHH
KaZapoBOH CITIyKOBbI.

5.4. laath NODKHOCTHBIM JIMLAM TEXHHKyMa OOs3aTeNbHble IS HCIOTHEHHS yKa3aHus 110
BOIIPOCaM, OTHOCSILIIUMCSI K KOMIIETEHIIHH KaJIPOBOM CITYKOBL

5.5. BHoCHT Ha paccCMOTpeHHE pyKOBOACTBA MpPEANPHATHS NPEUIOKEHHS 10 BOIIpOCam
OpraHH3alHH KaapoBoit paboTel.

5.6. BecTu nepenucky 1o BOnpocam, OTHOCSIIUMCS K KOMIIETEHIIHH OT/e/a KaJpoB.

5.7. OcymiecTBnATh B3aUMOZEHCTBHE ¢ OpraHAMH BJIACTH (ympaBiieHHs), CTOPOHHHUMHM
OpraHM3alMAMH  (IPEANPUATHAMH, YYPEKICHHSIMH) [0 BONPOCAM, OTHOCAMIMAMCH K
KOMITETEHIIMH KaJpOBOi CITyKOBI.

5.8. Bu3HpOBaTh NPOEKTEI JOKYMEHTOB, IOATOTOBJEHHBIX APYTHMH NoApa3ieleHUSIMU
NPCANPUATHS, €CJIM B TAaKUX [JOKYMEHTaX 3aTparMBalOTCA BOIPOCHL, OTHOCSIINHECS K
KOMIIETEHIIMH KaJpOBOH CIIyKOEI.

5.9. Tlpenctaenare (4epe3s yNOJIHOMOYEHHBIX MOBEPEHHBIX JIHI[) HHTEPEChl OpPraHHU3allMH B
OpraHax rocy1apcTBEHHOH BIIAaCTH, MECTHOTO CaMOYNPABIEHHS, Cy/ax 110 BOIIPOCaM, BXOISIIUM
B KOMIIETEHILIMIO OTAEIa KaapoB.

5.10. OcywiecTBAATE pPery/isApHBIA KOHTPOJNb 3a MCIOJHEHHEM JOKHOCTHBIMH JTHIIAMH
TeXHHKYMa TpeOOBaHUM, NPEABABIAEMBIX K OPTaHH3ALUH KaApOBOH paGOThl, MEPHOIUYECKH
HH(QOPMHPOBATh COOTBETCTBYIOIIMX JIHL, @ TaKXKe PYKOBOJACTBO TEXHHKYMa O pe3yibTarax
KOHTPOJISL.

6. Ob6sa3anHOCTH
Otzaen kagpoB 00s13aH:
6.1. CBoeBpeMEHHO H Ka4yeCTBEHHO, B IIOJHOM COOTBETCTBHH C 3aKOHOJIATEJLCTBOM,
HOPMAaTHBHO-TIPaBOBBIMH aKTaMH, JIOKAIbHBEIMH aKTaMH, OPraHH3alHOHHO-PACIIOPSAHTEIbHBIMH
aKTaMH B 0071aCTH KaJpOBOi paGOThI BHIOIHATE BO3JIOKEHHEIE HA Hee 3a1auH.



6.2. Iloanepxusate ycnosus, obecrmeunBaromue TpeGyeMylo 5h(EKTHBHOCTL KaJpOBOIA
paboTeI.

6.3. OGecrieunBaTh COXPaHHOCTh IIONYYEHHBIX CBEICHHH O COTPYIHHKAX OT pasIyalleHHs
(yTpatsl) B mpouecce 00paboTKH.

6.4. OhopMIIATE U BBLIABaTh B COOTBETCTBHH C ASHCTBYIOLIMMHU Ha NIPEATNPHATHH IIPABUIAMH 110
MHCBMEHHBIM 3aIpocaM (3asBJIE€HHAIM) CIIPaBKH, 3aKJIIOYEHHS, BBIIMNCKA U HHBIE aHAJOTHYHBIE
JOKYMEHTEIL.

6.5. TIpenocTaBiaTs opraHam ynpasieHH (BIACTH), CTOPOHHHM OpraHM3aluaM (IIpeaTpHATHAM,
YYPEKACHHUAM) HH(POPMALHIO IO BOIIPOCAM, OTHECEHHBIM K KOMIIETEHIIMH KaapOBOi CIyXObI, B
COOTBETCTBHH C AEHCTBYIOIIHUMH Ha NIPEANPUATHH [IPABHIIAMH.

6.6. OcymecTBiaTe IIaHMpOBaHHE paGOTHI OTAena KaapoB. OTHEN KaJpoB COCTABISET
NEePCNeKTHBHBIA [U1aH pabOThl Ha TPU rofa, OJOBOH IUTaH paboThl ¢ YKa3aHHEM HMCTOYHHUKOB
(uHaHCHPOBAHHSA 3aIIAHHPOBAHHBIX MEPONDPHSTHH, €KEKBAPTANBHBEIA ITaH paGoThL IlTaHbl
paboTeI NEpeNaTCs Ha YTBEPXKACHHE TUPEKTOPY TEXHHKyMa He Io3/Hee ueM 3a 20 IHeit 10
HavaJia INIJaHUPYEMOT0 IIepHoIa.

6.7. IlpencTaBiaTh OUPEKTOPY TEXHHKYMa €KEKBAapTAILHEIE OTYETHI O Pe3yabTaTaX KalpoBOii
paboThl He mo3aHee 15 Yuca Mecsa, CIeayIoIero 3a OTYETHEIM KBapTanoM. OTdeT o paboTe 3a
roJl peIoCTaBIseTC He mo3aHee 1 deBpaiid roga, cieayromero 3a OTYETHBIM.

7. B3auMOOTHOEHHS 0Te]Ia KaAPOB ¢ APYTHMH [0ApPa3/IeIeHHIMH TeXHHKYMa
7. 1. C oTnenaMu u ApYTHMH NOJpa3IeICHASIME TEXHUKYMA.
[TonyyaeT: XapakTepHCTHKH Ha pabOTHHKOB, IPEACTABIISEMBIX K [OOLIPEHHIO H HATPaKIEHHIO;
MaTepUalipl Ha HapyIIHTENeH TPYA0BOH NMCIMIUIAHEL, OTBETHI HAa HAPYLIUTENEH 00IECTBEHHOTO
TNOpsAZIKa; rpauKH OTIYCKOB paOOTHHKOB IOApa3/Ie/ICHHS.
IIpencraBiser: cBeieHUs O HAPYUIMTENAX TPYAOBOM H MPOU3BOACTBEHHOM JMCIHILIMHEL, KO
NPHUKa30B, CBA3AHHBIX C I[PHEMOM, IIEPEMEIUCHHEM H YBOJIbHEHHEM paGOTHHKOB; KONHH
IIPUKAa30B 10 BOIIPOCAM TPYAOBOH JMCLHILIHHEL, H3MEHEeHHs [IpaBuII TPyJOBOrO pacmopsxa.
7. 2. C OpHAUYECKHM OTHEIIOM.
I[Ipencrapnser: npukasbl Ha BU3HPOBAHHUE.
7. 3. C xoMHCCHAMH Npo(KOMa H IIEXOBBIMH KOMHTETaMHU Npo(coro3a.
[lonygyaeT: MaTepuanbl M IIpeUIOXKEHHs, IOCTYNHBIIME B XOIE OOCYXKIEHHA Ha OOIIHX
coOpaHusAX B OTAeNaX, CIydaeB HapylleHwuii [IpaBui Tpya0BOro pactopsaKa U IMCIHILIHHEL
IPEUIOKEHHS 110 COBMECTHOM IMOArOTOBKE M IIPOBEACHHIO 00IMUX coOpaHuii it 06CyKIeHH s
(akTOB aHTHOOIIECTBEHHBIX MOCTYNIKOB, NPOTYJIOB H T. I.; CBEAEHHA O HApPYIIHTEIIIX
OOLIECTBEHHOTO MOPAJIKA; MaTepHATIbl Ha yBOJILHEHHE 3a HapyLIEHHE TPYIOBOH IMCIMILTHHEL
10 COKPAIIEHHIO IITATOB, 10 HHBAJIHIHOCTH.
7. 4. C Gyxranrepueit
[Tonyyaer: wTaTHOE pacmucaHMe HAa PYKOBOMHTENEH, CIELHATHCTOB, CIyXAlMX, M APYTHX
KaTeropuif paboTarolIMX, a Takke BCE H3MEHEHHS INTAaTHOTO pACIHCAHHs; pacyeTsl
noTpeOHOCTH paboyei CHITBI IO OApPa3IEIEHUSM.
[IpencraBnser: CBeleHHs O CIHCOYHON YHCIEHHOCTH paGOTHHKOB; MpOTryJaX, HapyIICHHSX
00IIEeCTBEHHOTO NMOPA/IKA; JaHHBIE O TEKYYECTH pabouuX KaIpoB.
[Tomygaer: cripaBKH 0 3apruiate Ui 0QOPMIEHHS IEHCHH 110 BO3PACTY H HHBAIMIHOCTH.



[Ipeacrasnser: Tabenp yuera pabodero BpeMeHH; G0TLHHYHBIE JIHCTHI [UIS OILIATHI, CBEJEHHS O
IpHEME, VBOJIBHEHHH, OYEPEIHBIX OTMYCKaX pabOTHUKOB TEXHHKyMa; MPOEKTHI MPHKa30B O
NpHEME, YBOJIBHCHHUH H NIEPEMELICHUN MaTePHATbHO OTBETCTBEHHBIX JIHILI.

8. OTBeTCTBEHHOCTDH
§.1. Bco NONHOTY OTBETCTBEHHOCTH 3a KAa4eCTBO M CBOEBPEMEHHOCTh BBINIOJIHEHHS
50370%CeHHBIX HacTosAumM [lonmoxkenweMm Ha oTmen 3aga4 ¥ QYHKLIMH HECET IV CIEMHATHCT
oTaena.

8.2. OTBeTCTBEHHOCTh PaOOTHUKOB OT/IENa YCTAHABIUBAETCS JA0KHOCTHBIMH HHCTPYKIIHSAMA.
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