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1. O6mue NoJI0KEeHUSA

1.1. KangpoBas ciyx06a (najiee - ciuy0a) siBIS€TCS CaMOCTOSTENbHBIM CTPYKTYPHBIM
nozapasjenenueM ['ocygapcTBeHHOTO HPOQ)eCCHOHaHLHoro 00pa30BaTeIbHOTO YUPEKACHUS
«benoBckuil MOMTEXHUYECKUT TEXHUKYM» (fallee — TEXHUKYM ).

1.2. KagpoBasi cmyx0a co3maercss M JUKBUIUPYETCS IIPUKA30M JIUPEKTOpa TEXHH-
KyMa.

1.3. Paboty ciay0bI OCYIIECTBIsAET CIEUANINCT 0 KaJpaM, KOTOPbIi Ha3HA4YaeTcs U
OCBODOO0XKIa€TCsl OT JIOJDKHOCTH TIPUKA30M JTUPEKTOPA TEXHUKYMA.

1.4. CnenmanucT mo xajpaM aJMHUHHUCTPATHBHO M (YHKIIMOHAIBHO TIOJYHHSETCS He-
MOCPEACTBEHHO NUPEKTOPY TEXHUKYMA.

1.5. Kanposas cityx0a B cBOel JesITeIbHOCTH PYKOBOJICTBY€ETCS
- Koncrurynueit PO;
- Tpynossim konexcom Poccuiickoit ®@eneparuu (nanee - TK PD);
- QenepanbHbIMU 3aK0oHamMu PD;
- HopmarusHo-npaBoBbiMu aktamu [lencuonnoro ¢ponga PO;
- Ilocranosnenusimu 1 pacniopspkenusimu lpasurenscrsa Pd;
- HopmaTtusabiMu aktamu Muntpyna Poceny;
- [IpaBunamu BelleHUs. U XpaHEHUS TPYAOBBIX KHMIKEK, U3TOTOBJIEHUS OJaHKOB TPYIOBOM
KHVDKKY ¥ oOecrieueHus UM paboTopaTeneii;
- MacTpyKnmeil no 3amorHeHHIo TPYIOBBIX KHUKEK;
- YCTaBOM TeXHUKyMa;
- [lpaBusiaMu BHyTPEHHETO TPYIOBOTO PaclopsiiKa il pabOTHUKOB TEXHUKYMA;
- KoJuleKTUBHBIM JIOrOBOPOM TEXHHUKYMA;
- TlonuTukoi TexHukyma B 06JacTH Ka4eCTBa U MHBIMU BHYTPEHHUMM HOPMATHBHBIMHU aK-
TaMH, IPUKa3aMH, PaCIIOPSIKEHUSIMH U YKa3aHUSIMH JTUPEKTOPA.
1.6. Ha Bpems OoTCyTCTBHSI creLuanucTa 1o KajapaM (KOMaHIMPOBKa, GONE3Hb, OTIYCK, W
T.7l.) €ro 00S3aHHOCTH UCIIONHSET JIUIIO, Ha3HAYEHHOE JUPEKTOPOM TeXHUKyMa. JlaHHoe -
110 IPUOOPETAET COOTBETCTBYIOMIKE MPABA ¥ OOA3AHHOCTH M HECET OTBETCTBEHHOCTD 3a He-

HaJUIe)Xallee UCIIOJIHEHUE CBOUX 00s3aHHOCTEN.
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2. Opranu3zanHoHHas CTPYKTypa
2.1. YUncneHHBIA COCTaB KaAPOBOH CIykObI OIpenensieTcss B COOTBETCTBUU C €ro 3aja-
yamMu U QYHKIUSIMH U YCTaHABIMBAETCS INTATHBIM paclUCaHUEM, YTBEPKIaeTCs AUPEKTO-

pPOM TEXHUKyMa.

3. OcHoBHBIE 324a4H
3.1. Ilog6op, oT6Op, MpreM Ha pabOTy U pacCCTAHOBKA KaJpPOB.
3.2. Yyer nu4yHOro cocraBa pabOTHUKOB.
3.3. Benenue kaZpoBOro eIomponu3BOJICTBA.
3.4. KoHTpoJb COOIOICHUS TPYAOBBIX B COLMAIBHBIX IIPaB PAOOTHUKOB.
3.5. KonTpons cobitoieHust AUCHUILTAHBL TPYAA.
3.6. Ocyl1ecTBiIeHHEe BOMHCKOTO yUeTa.

3.7. IlpenynpexieHue TPYIOBBIX KOH(IUKTOB.

4. DyHkun

B ¢yHkumu otmena xagpoB BXOIMT:

4.1. Onpenenenue Tekylueil noTpeOHOCTH B Kaapax;

4.2. Ilon6bop nepcoHana COBMECTHO C PYKOBOIHUTENSAMH CTPYKTYPHBIX IOIPa3AeICHHUII;

4.3. JlokyMeHTHpOBaHHUE NIpUeMa, NepeBo/ia, yBOJIbHEHHS pabOTHUKOB BCEX KATETOpHUi
B COOTBETCTBUH C TPYIOBHIM 3aKOHOJATENLCTBOM — O(OpMIIeHHE TPYIOBBIX JOTOBOPOB C
pabOTHUKAMK W W3MEHEHUH K HUM, IIOJrOTOBKA MPUKA30B IO JIMYHOMY COCTaBY, 3aIlOJIHE-
HHU€ JIMYHBIX KapTOo4YeK paOOTHHKOB;

4.4. O3HakoMJIEHHE IOJ POCIHCH BHOBbL TPMHMMAeMbIX pabOTHHKOB ¢ IlpaBmiamu
BHYTPEHHEI0 TPYAOBOIO pacnopsaxa, Ilonoxenurem o 3ammre mepCoOHaIbHBIX JAaHHBIX, AH-
TUKOPPYNIIUOHHON MOJUTUKOM, KOJIJIEKTUBHBIM TOTOBOPOM W WHBIMH JIOKAJIHLHBIMH HOpPMa-
TUBHBIMH aKTaMH, HETIOCPEACTBEHHO CBA3aHHBIMU C TPYIOBOM JIEATETFHOCTHIO paOOTHHKA;

4.5. Benenue paGoThl ¢ TPYJOBBIMU KHIDKKAMH, B TOM YHUCIIE MX MOJYy4YEHHE OT NPUHH-
MaeMbIX Ha paboTy paGOTHMKOB, y4eT, XpaHEeHHE, 3allOJIHEHNE, a TAK)Ke BbIaya IpH Hpe-

KpalllCHUH TPYIOBBIX OTHOILICHUH. BeI[eHI/Ie pa60'r1>1 CO CBCACHUSMHU O prIIOBOfI ACATCIIb~
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HOCTH pa0OTHHKOB, BKJIIOYas ux GopmupoBanue, npeacrasieHue B IIOP, a Takoke Bbinady
paboTHUKAM B CIIydasX, yCTAaHOBIEHHBIX 3aKOHOIaTENbCTBOM PD;

4.6. YdeT TUYHOr0 COCTaBa MyTEM COCTABJICHHUS Pa3IMIHOIO BHAIa OTYETOB;

4.7. CocraBineHue rpaduka OTITyCKOB M y4deT HCIOJIb30BaHUSl OTIIYCKOB, a TaKke
o(opMIIeHHE OTITYCKOB B COOTBETCTBUU C rpa) koM OTITYCKOB;

4.8. Pabora ¢ nucTkamMu HETPYAOCTIOCOOHOCTH;

4.9. IlogroroBka MaTepualoB AJisl peJcTaBiIeHus] paOOTHUKOB K MOOLIPEHUSM;

4.10. ITogroroBKa MarepualioB MO MPUBJIEUYEHUIO PAOOTHUKOB K JUCLUILUIMHAPHOU OT-
BETCTBEHHOCTH;

4.11. Opranusanus TabeIsHOTO yUeTa;

4.12. Beigaua pabOTHUKAM CIIPABOK O TPYJOBOM JeSTEIHHOCTH U UHBIX JOKYMEHTOB B
COOTBETCTBHH C TPYJOBBIM 3aKOHONATEILCTBOM, & TaK)Ke BBHINIOTHEHHE 3alIPOCOB O TPYJO-
BOM CTa)ke paOOTHUKOB, paHee pabOTaBIINX B TEXHHKYME;

4.13. PazHeceHHe MPUKA30B 110 KaJPOBBIM BOMpocaM (IepeMelleHue, MOOUPEHHs], 10~
BbILIEHUs KBaNM(UKALUMU M Jp.) MO JMYHBIM KapTOUKaM, JIMYHBEIM J€JIaM W TPYAOBBIM
KHIDKKaM pabOTHUKOB TEXHUKYMa;

4.14. OpraHu3zaiysi BOMHCKOTO y4eTa pabOTHUKOB, NPeObIBAIOIIUX B 3aIace U TPaXJaH
MOJIJIE)KAIUX [IPU3BIBY HA BOCHHYIO CITYXOY;

4.15. Benenue y4yera paGOTHHUKOB, OTHOCAIIUXCS K JIMIAM NIPEANEHCHOHHOIO BO3DACTa,;

4.16. CoBMECTHO C PYKOBOIUTENSIMH CTPYKTYPHBIX ITOpPa3/IeIeHHii OpraHu3aius KOH-
TPOJIsi Ha/l COOMOIeHNEeM JUCLUIUIMHBI TPY/ia U BBINIOJHEHHEM paboTHukamu [IpaBui BHYT-
PEHHETO pacropsiZiKa U UHBIX JIOKAJTbHBIX HOPMATHBHBIX aKTOB;

4.17. OtpaboTka MEPONPUATHI MPH COKPAIIEHHH YHCIIEHHOCTH WM LITaTa PaOOTHUKOB
U IPUHSITHE MEP M0 UX TPYJIOYCTPOUCTBY;

4.18. TloaroroBka KaZipoBOM NOKyMEHTAIL[MW JUIS Tepefadd B apXUB TEXHHUKyMa IS

JlaJbHEUIIIEro XpaHCHU.

S. IlpaBa u 00sI3aHHOCTH

5.1. CnenmanucT 1o KaxpaM UMeeT IPaBo:
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- JlaBaTh COTPY/IHUKaM OTJIeJIOB yKa3aHWsl MO BOMNPOCAaM, BXOISIIUM B KOMIICTCHIIMIO
KaJIpOBOH Cl1y>k0ObI, B COOTBETCTBUU C UX JOKHOCTHBIMU UHCTPYKLIUSIMMU;

- y4acTBOBaTh B COBEIIAHUSX, IPOBOAUMBIX, B TOM HYHCJIE I10 BOIIPOCAM, OTHECEHHBIM K
KOMIIETEHIIUH CIIY OB,

- MOJIy4aTh OT CTPYKTYPHBIX MOJApa3fiejieHuii TeXHUKyMa IOKYMEHTbI, He0OXOAUMble
Ul oOpMIICeHUSI TIpHEMa, NepeBo/ia, KOMaHAUPOBaHUS, OTIyCKa W YBOJbHEHHE PabOTHHU-
KOB;

- 3HAKOMMTBCS C IPOEKTaMHU PeIIeHUi TUPEKTOpa, KacaIomUXcsi paboThl CIIyKOBbI;

- BHOCUTb Ha PaCCMOTPEHHE PYKOBOJICTBA MPEIJIOKESHHUS 110 YIIyUIIeHUIO paboThI CITyX-
OBl

- KOHTPOJHUPOBaTh COOJIOACHHUE TPYAOBOrO 3aKOHOJATENLCTBA B TEXHHKYyME, a TaKKe
JlaBaTh pazbsCHEHHU 110 npuMeHeHn0 HopM TK P® 1 uHBIX HOPpMATUBHEBIX aKTOB.

5.2. Cnenmanuct 1o Kaapam o0s3aH:

- 00€CIeYUTh COXPAHHOCTD MIEPCOHAIBHBIX JIAHHBIX pa0OTHUKOB NP UX 06paboTKe;

- cobmoaTh B CBOel paboTe HOPMBI JIEHCTBYIOLIEr0 3aKOHOIATEIHCTBA.

6. OcHoBHBbIe B3auMoAeiicTBHS

Jis BeinmonHenust GyHKIMN U peaii3aluy NpaB KaapoBas ClIyk0a B3auMOIeHCTBYeT:

6.1. Co BCeMHU CTPYKTYPHBIMH NOAPA3/CTEHASIMH TEXHUKYMA 110 KaJPOBEIM BOIPOCAM;

6.2. C qMpexTopoM TeXHUKYMa — 110 BOIIPOCAM OIpeieeHHs KapOBOi MOIUTHKH, HO-
TPeOHOCTH B KaJIpax;

6.3. C 1opuIHYeCKUM OT/IEIIOM — JUISI TIOJIYYEeHHs Pa3bsCHEHNH NeHCTBYIOMEro 3aKOHO-
JaTeJIbCTBA U NOPSIKA €ro NPUMEHEHHUS;

6.4. C OGyxranrepueii — 1o BOIpocam oIuiaThl TPy/a, a TaKxkKe /s MpeJOCTaBIeH s KO-
IHH IIPUKa30B O NpUeMe Ha paboTy, YBOJBHEHUH, [TEPEBOjIE, OTIYCKe, KOMAHAUPOBKH, T10-
OLIPEHWH, JIMCTKOB HETPYIOCIOCOOHOCTH, 3asBICHUM U HAYUCIEHUS M BBILIATEl I10CO-

Ouit;
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6.5. C nH(DOpPMaIHOHHO-BBIYUCIUTENBHBIM [IEHTPOM — IO BompocaM obecredeHus! Kaj-
POBOI1 CIIyKOBI OPITEXHUKOM, €e IKCIUIyaTalldd U PEMOHTA, a Takke pasMeleHus uapop-

Malluy Ha OUITHATHFHOM CcaliTe TEXHHUKYMA.

CI'ICI_II/Ia.HI/ICT 1o KaZapaM HECET OTBETCTBEHHOCTD 3a:
7.1. OpraHH:;aumo OHCpaTI/IBHOﬁ. A KA4e€CTBEHHOM IIOATOTOBKH U MCIIOJIHEHUSA JOKY-

MEHTOB, BEACHHUE NECIOIPOU3BOACTBA K&I[pOBOfI CJIy)K6I'>I B COOTBCTCTBHHU C ﬂGﬁCTBYIOIHHMH

7. OTBETCTBEHHOCTH

IpaBUJIaMH ¥ HHCTPYKIHUIMU,

7.2. CooTBeTCTBUE IEHUCTBYIONIEMY 3aKOHOJATEIBCTBY BU3HPYEMBIX U M3TOTOBISIEMBIX

UM IIPUKAa30B, HHCTPYKLUH, OJOXXEHUHN U IPYTUX JI0KYMEHTOB;

7.3. HemobpocoBecTHOE HCTIONHEHHE JOIKHOCTHBIX 00I3aHHOCTENN;

7.4. Hapymenue TpyI0BOW JUCIUTUINHEL,

7.5. Hecobmoaenue YcraBa TEXHUKYMA, JIOKATbHBIX HOPMATHBHEBIX aKTOB;

7.6. Hapymenue npaBut oXpaHbl TpyJa U MOKapHOU O€30MacHOCTH;

7.7. 3a uHOE, MPEAYCMOTPEHHOE 3aKOHOAATENLCTBOM PD.
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