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1. OBIIUE ITOJIOXKEHUA

1.1. Otaen kaapoB (manee - "ormen") SIBASETCS CTPYKTYPHBIM MOJPa3IEICHUEM
YactHoro mnpodeccuoHabHOTO —OOpa3oBareiabHOro  yupexkaeHus «Cesepo-
KaBkasckuil koyemx MHoronpopmibHOro oOpazoBanus» (manee — YIIOY
«CeBKaBKMO, koiienk).

1.2. Otnen co3aaH Ha OCHOBAHUM MPUKA3a TUPEKTOPA KOJUIEKA.

1.3. PabGoTHUKM OTJena Ha3HAYAIOTCS W OCBOOOXKIAIOTCA OT JOJDKHOCTH Ha
OCHOBAaHWH PELICHUS [IUPEKTOpa KOJUIEIKA MO MPEACTABICHUIO HAYaJIbHUKA
OTZ€eJ1a KaJpOoB.

1.4. Otnen B cBOel paboTe pyKOBOJCTBYETCS:

- Konctutynueit Poccuiickoit @eaepanuu;

- TpyA0BbIM KoJiekcoM Poccuiickon denepanuuy;

- ®enepanbHbiMu 3akoHamMu Poccuiickoi @enepanuu;

- Yxa3amu u Pacnopsokenusimu [Ipe3nnenra Poccutickoit denepanuu;

- IlocranoBnenusmn u  Pacnopsbkenusamu  [IpaButensctBa  Poccuiickon
denepannu;

- @®epepanbHbiM 3akoHOM OT 29 nexadpst 2012 r. N 273-d3 "OO6 o6pa3zoBaHuu B
Poccniickon ®@enepanun';

- 3akoHamMu CTaBpOMOJICKOTO Kpas;

- yctaoMm UITOY «CeBKaBKMOw;

- nokanbHbIMU akTamu UIIOY «CeBKaBKMOy;

- METOJIMYECKMMH MaTepuaiaMu M0 YIPABICHUIO EPCOHAIOM.

1.5. B otaene 1omKHBI OBITH JOKYMEHTBI 1 MaT€pPHUAJIBI IO CJICTYIONTUM BOIIPOCAM:
- crpyktypa u mratel YIIOY «CeBKaBKMOy;

- paBUJia BHYTPEHHETO TPYAOBOTO PACHIOPSIIKa;

- kagpoBas nonutuka u crparerust YIIOY «CeBKaBKMOy;

- TOpPSAOK OIpeAeNieHus MepcneKTUBHOM W  Tekyuiedl norpednoctn YIIOY
«CeBKaBKMO» B kanpax;

- uctounuku odecneuenuss YIIOY «CeBKaBKMO» kagpamu; - COCTOSIHUE PhIHKA
Tpyna;

- CUCTEMBbI U METO/IbI OIICHKH TIepCoHaa;

- METOJIbl aHaJI3a MPodeccuoHaTbHO-KBATU(UKAIIMOHHON CTPYKTYPhI KaJPOB;

- TOpsiAoK O(OpMJICHUS, BEIEHUS W XpaHEHUs] JOKYMEHTAIlMH, CBSI3aHHOU C
KaJIpaMH U UX JBHXKCHUEM;

- mopsaok (GopmMupoBaHMS W BeneHHMs OaHka JaHHBIX O mepcoHane YIIOY
«CeBKaBKMO»;

- OpraHu3aIus TabeJIbHOTO YUeTa;

- METO/Ibl yU€Ta ABUKEHUS KaJPOB;

- IOPAJIOK COCTABJICHUSI YCTAHOBJIEHHOW OTYETHOCTH;

- 3allMTa CBEICHUI U MH(OPMAIMK, COCTABIISIIONIEH rOCYJapCTBEHHYIO TallHy WU
komMepueckyto TaiiHny UIIOY «CeBKaBKMO».

1.6. Otnen mnpuMmeHseT B CBoel paboTe COBpeMEHHble HHGOPMAIIMOHHbIE
TEXHOJIOTUM JUisi paboThl € KaJpaMu, CpEACTBAa B3aUMOJEWUCTBUS U CBSI3U;
paccMaTpuBaeT BO3MOXHOCTM BHEJIPEHHS TIEPEAOBOTO OTEUYECTBEHHOIO W
3apyOEKHOTr0 OmbITa PadOThl C MEPCOHAIOM; MPOBOJUT COLIMOJIOTHYECKUE U



IICUXOJIOTUYECKNE HCCIIEOBAHUS, HAINpPaBICHHbIE HA COBEPLICHCTBOBAHHE
OpraHu3aliy TPyJa, MPOU3BOJACTBA U YIPABICHUS, MOBHIIICHUE MPOIYKTUBHOCTH
NPEANPUATHS; BO B3aUMOJAEHCTBUU C IPYTMMHU CTPYKTYPHBIMM IOJAPA3AeICHUIMU
no0uBaeTcsi COOMIOAEHUS IPaBUI K HOPM OXPaHbI TPYa.

2. CTPYKTYPA OTHAEJIA

2.1. CTpyKTypy M IITaThl OTAENA YTBEPKAAECT TUPEKTOP KOJUIIEIKA.

2.2. PyKOBOZACTBO OTAEJIOM OCYLIECTBISET HAYAJIBHUK OTIENa KaJApOB.

2.3. B cocTaB oTaena BXOJAT: - HAYAJIBHUK OTIENA KaJApOB; - CIEHUAIUCT OTAEIIA
KaJIpOB; - CIIELUAIIACT 110 OXPaHE TPYJa;

3 3. OCHOBHBIE 3AJJAYM OTHAEJIA

3.1. Ilox6op, paccTaHOBKa M BOCIIUTAHUE KAJAPOB.

3.2. 3ydeHue AENOBbIX U MOPAJbHBIX KayeCTB PA0OTHUKOB MO UX MPAKTHYECKOU
NEeSATEIbHOCTH.

3.3. Co3nanue pe3epBa KaJIpoB IS BBIABWKEHUS HA PyKOBOIAIIAE U MAaTEPUATILHO
OTBETCTBEHHBIE JIOJKHOCTH.

3.4. Opranusaunyss ¥ TMPOBEACHHE BCEX BHUJOB NOATOTOBKH U IOBBIIICHUSA
KBaJTU(UKAIIUU KAJPOB.

3.5. Yuer xanpos.

3.6. Obecneuenue mpas, JbroT u rapanTuil padbotarkoB YIIOY «CeBKaBKMO».

3.7. TloBbimieHue MNPOQPECCHOHANBHON KBANM(pUKAIIMK TpernojaBaTeiel u
corpyanukoB UIIOY «CeBKaBKMO».

4. DYHKINUU OTAEJIA

4.1. PazpaboTka kaapoBoi moautuku u ctpareruu YIIOY «CeBKaBKMO».

4.2. Pa3paboTka MpOTrHO30B, OMNpEAENICHHE TEKyIleld MOTPeOHOCTH B Kaapax u
HMCTOYHUKOB €€ YJIOBJIETBOPEHHUSI HA OCHOBE U3YUYEHUSI PhIHKA TPya.

4.3. KommnekroBanue UIIOY «CeBKaBKMO» kagapamu paboumx, ciyXalllux U
CIEIUANIMCTOB TpeOyeMbIX mpodeccuid, crneuraibHOCTe W KBanuUKAUU B
COOTBETCTBHM C IEISIMU, CTpaTerueld U mpoduiieM KOJUIeIKa, WU3MEHSIOIUMUCS
BHEIIHUMHU U BHYTPEHHUMHU YCJIOBHUSIMH €ro0 JiesTeibHOCTH. ObecneueHue npruema
U PACCTAaHOBKM MOJOJBIX CICIIUATUCTOB B COOTBETCTBUU C TIOJYYCHHOM B
y4eOHOM  3aBefieHMM Tmpodeccuerl U crnenuaibHOCThIO. COBMECTHO ¢
PYKOBOJIUTEISIMU TIOJIpa3/ICIICHUI OpraHUu3yeT MPOBEJACHUE CTAXXUPOBKU U pabOTHI
YYCHHKOB ¥ MOJIOJIBIX CTICTIHAIUCTOB.

4.4. ®opmupoBaHMe U BeleHHWE OaHKa JAaHHBIX O KOJWYECTBEHHOM W
KaueCTBEHHOM COCTaBE KaJIpOB.

4.5. Tlombop wu oTOOp paOOTHMUKOB COBMECTHO C PYKOBOJUTEISIMU
3aMHTEPECOBAHHBIX MOJPa3/IeICHU U BHECEHNE COOTBETCTBYIOIINUX MPEITIOKEHUN
00 MX HAa3HAYEHWM Ha yKa3aHHBbIE JOJKHOCTHU, O(DOpMIICHHE NMPHUKA30B O MpUEME
Ha paboTy U ApYyroil HEOOXOIUMOM JIJIst ITOTO TOKYMEHTALIUU.

4.6. Pa3zpaboTka npeniokeHui o npueMe Ha paboTy M0 KOHKYPCY B COOTBETCTBUU
C TMOPSAKOM, YCTAaHOBJIICHHBIM 3aKOHOAATENIbCTBOM, MOJTOTOBKAa M OpraHU3aIMs
paboThl KOHKYPCHOM KOMHCCHH.



4.7. VndpopmupoBaHue paOOTHUKOB BHYTPU MNPEANPUITHS 00 MMEIOIIUXCS
BAKAHCHSIX, HCMOJB30BAHUE CPEJICTB MACCOBOM HH(OpMAIuu sl MOMEIICHUS
OOBsIBJICHUI O HaliMe PaOOTHHUKOB.

4.8. YcraHOBJIEHHE TPSIMBIX CBsi3ed C Y4eOHBIMH 3aBEACHUAMH U CIIykOaMu
3aHsATOCTU. [lmaHupoBaHWE W OpraHW3alys TOBBIIICHUS MPOQPECCHOHATBHON
KBaJIM(DUKALIHH.

4.9. Oopmnenne nmpuema, IepeBoIa U YBOJIbHEHUS paOOTHUKOB B COOTBETCTBUU C
TPYAOBBIM 3aKOHOJATEIbCTBOM, ITOJIOKEHUSIMU, WHCTPYKLIUSAMUA M NpPHKa3aMu
PYKOBOJUTEIISA MPEIIPUATHSL.

4.10. Yyer 1TM4HOTO CoCTaBa.

4.11. Bplmaua cHopaBoK O HACTOSIIEH M MPONUION TPYyHAOBOH JI€ATEIHHOCTH
PabOTHUKOB.

4.12. Ilpuem, 3an10IHEHUE, XPAHEHUE U BblJjaya TPYIOBbIX KHUKEK.

4.13. Benenue yCTaHOBJIEHHOW IOKYMEHTAIMU 110 KaJpaM.

4.14. TloaroroBka MaTepUaIOB I TMPEACTABICHHUS MEPCOHANA K MOOUIPEHUSAM.
4.15. IloaroroBka MaTepualioB MO MPUBJICUYCHUIO pAOOTHUKOB K MaTepUalbHOU U
JTUCHUILUIMHAPHOU OTBETCTBEHHOCTH.

4.16. PaccraHoBKa KaJpOB Ha OCHOBE OILICHKA WX KBaJTU(PUKAIMHU, JUYHBIX WU
JIEJIOBBIX KAYECTB.

4.17. KoHTposb 3a MPaBUIBHOCTBIO PACCTAHOBKH PAOOTHUKOB U MCIIOJIb30BaHUS
WX TpyJa B CTPYKTYPHBIX MOJPA3ICICHUIX MPEINPUATHSI.

4.18. Uzyuenue npodeccuoHaIbHbIX, JEIOBBIX U MOPATIbHBIX Ka4eCTB paOOTHUKOB
B IIPOLIECCE UX TPYAOBOM AEATEIBHOCTH.

4.19. Opraauzanus nposeneHus arrectanuu padoTHrkoB UIIOY «CeBKaBKMOy,
€€ MeToauYecKoe M HH(POPMAIMOHHOE OO0ecreyeHne, ydacTHe B aHAIM3e
pEe3yJbTAaTOB AaTTECTAllMH, OCYIIECTBICHUE IIOCTOSHHOTO KOHTPOJIA 32 XOJI0M
BBITOJIHCHUS PEIICHUN aTTECTALlMOHHON KOMUCCHH.

4.20. IToarotToBKa HEOOXOAMMBIX MAaTEPUANIOB JIJIs PACCMOTPEHHUSI HA KOMUCCUU T10
YCTaHOBJICHUIO BBICTYTH JIET.

4.21. IloaroroBka COOTBETCTBYIOIIMX  JOKYMEHTOB II0  IIEHCUOHHOMY
CTpPaxOBaHUIO U MPEJICTABICHUE UX B OPTraHbl COIUAILHOIO 00ECIIeUeHUs.

4.22. Beigaya cripaBok 0 paboTe B KOJUIEIKE, 3aHUMAEMOM JTIOJDKHOCTH U pa3Mepe
3apa0OTHOM TIJIATHI.

4.23. OOecrieueHre COIMAIBHBIX TapaHTHH TPYIAIIUXCS B OOJACTH 3aHSITOCTH,
COOJIIOJIEHUsT TIOpSAJIKA TPYAOYCTPONCTBA U TEPEOOYUEHHUS BBICBOOOKIAIOIINXCS
pabOTHUKOB, MMPEJOCTABIICHUS UM YCTAaHOBJICHHBIX JIbITOT M KOMIICHCAITUH.

4.24. CocraBienue TpaduKOB OTIYCKOB, y4€T HCHOJIb30BaHUS PaOOTHUKAMU
OTITYyCKOB, O(pOpMIICHHE OYEPETHBIX OTITYCKOB B COOTBETCTBUU C YTBEPKICHHBIMH
rpaduKaMu U JOTOTHUTEIBHBIX OTITYCKOB.

4.25. OopmiieHre U yuyeT KOMaHIUPOBOK.

4.26. TabenbHBIN yUer.

4.27. KoHTpOosb 3a COCTOSSHUEM TPYIOBOM IUCLUMIUIMHBI B MOAPA3AEICHUAX
NPEeANpUATAS U COONIOZEHUEM pabOTHUKAMHU NPABUJI BHYTPEHHETO PaCIOpsIKa.
4.28. AHanu3 TeKy4ecTH KaJapoB.



4.29. Pa3paboTka MEpONPUATHI 1O YKPEIUIEHHIO TPYIOBOW JUCLMIUIMHBL,
CHI)KEHUIO TEKYyYeCTH KaJpoB, MOTEPh padO4Yero BpPEMEHH, KOHTPOJIb 3a HX
BBITIOJIHEHHEM.

4.30. Paccmotpenue xanod W 3asBiICHUN PaOOTHUKOB IO BOMpOCAM IpHEMA,
NEepEMEIICHMS U YBOJIbHEHUS, HAPYLIEHUS TPYIOBOI0 3aKOHOAATEIbCTBA.

4.31. IlpunsTHe Mep K BBISBICHUIO U YCTPAaHEHUIO NPUYUH, HOPOKIAOIIMX
XKa00bl paOOTHHUKOB.

4.32. CBOEBpPEMEHHOE BBISIBICHHUE W KOHCTPYKTMBHOE pa3pelI€HUE TPYIOBBIX
KOH(JIMKTOB.

4.33. Meroanueckoe pPYKOBOJCTBO JEATEIbHOCTBIO JPYTUX CTPYKTYPHBIX
NOoJIpa3iesIEHUH MO KaJpOBbIM BOIIPOCAM.

4.34. Benenue nenonpou3BOACTBa, (OpMHpPOBAHHE U OTIIPABIICHUE/TIOTYYEHHE
KOPPECHOHJEHIIMN U APYrod MH(POpPMAIMK 0 3JEKTPOHHBIM KaHallaM CBSI3H 10
BOIIPOCAM JIEATEIbHOCTH OT/ENA.

4.35. Opranmzanusi  BEJCHHMS  HOPMATHBHO-CIIPABOYHOM  MHGOpMALHH,
OTHOCALIEHCS K PYHKIUSAM OTJIENA.

4.36. B mpenenax KOMNETECHIMH OTAENA - 3alllUTa CBEACHUW, COCTABIISIOLINAX
rOCyJapCTBEHHYIO TallHy, U MHBIX CBEJCHHI OTrPaHUYEHHOI'O PACIpPOCTPAHEHUS.
4.37. Benenue padOThI IO KOMIUIEKTOBAHUIO, XPAHEHUIO, YUETY U HUCIOJIb30BAHUIO
apXMBHBIX JIOKYMEHTOB, OOpa3OBaBIIMXCA B XOAE JEATEIIBHOCTH OTHENA.
Boznoxxenne Ha otaen (QyHKIMM, HE OTHOCSIIMXCS K KaJapoBod paboTe, HE
JOITY CKaeTCsl.

5. ITIPABA OTJEJIA KAZIPOB

OTaein kaapoB JJIs PELICHMS BO3JI0KEHHBIX HAa HErO 3a/1a4 UMEET IPaBo:

5.1. 3anpammBaTh B CTPYKTYpPHBIX MOJpa3AeiEHUSX HEOOXOIUMbIE JaHHBIE O
paboTHHKaX, a Mpu IpHeMe Ha paboTy U MepeMEelIeHUs X PaOOTHUKOB - MHEHHE
PYKOBOIUTEINENH COOTBETCTBYIOIIMX CTPYKTYPHBIX MOIPA3ACIICHUM.

5.2.  KouTposupoBatb B CTPYKTYpHBIX TMOJpa3lelieHUsIX COOJIIoJeHUuE B
OTHOUIEHMM pPAOOTHUKOB 3aKOHOJATENbCTBA O TPYyHAE, MPEIOCTaBICHHUE
YCTaHOBJICHHBIX JIbIOT U ITPEUMYLIECTB.

5.3. JlaBaTb pYyKOBOJIWTENIAM CTPYKTYPHBIX TOJAPA3ACICHUN NPEANPUITHUS
oOs3aTeNbHbIC 11 MCIOJHEHUS YKa3aHWs 10 BONPOCAaM, OTHOCSIIMMCS K
KOMIIETEHIIUN OTZAENA KaIpOB.

5.4. TpeboBaTh 1 MOMy4YaTh OT BCEX CTPYKTYPHBIX MOJAPA3NICICHUN MPEATPUITHS
CBEICHUS, HEOOXOIUMbIE I BHIIOTHEHHS BO3JIO)KEHHBIX HA OTIEIN 3a/1a4.

5.5. CaMocCTOsATEIHHO BECTH MEPENUCKY MO BOMpOcaM Moja0opa KaJIpoB, a Takxke
0 JIPYyTUM BOMNPOCAM, BXOJSAIIMM B KOMIIETEHIIMIO OTJEJIa M HE TPEOyIoLUM
COTJIACOBAHMSA C AUPEKTOPOM KOJUIEIKA.

5.6. [IpencTaBUTENBCTBOBATh B YCTAHOBIICHHOM MOPSAJIKE OT UMEHH KOJUIEIKA TI0
BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHUMH OTHAENId, BO B3aMMOOTHOLICHUSX C
rOCYyJapCTBEHHbBIMU W MYHULHWNAIBHBIMM OpraHamMu, a TakXke JApyruMu
NPEANPUATUAMH, OPTaHU3ALUAMH, YUPEKICHUSIMHU, B TOM YHUCJIE areHTCTBAMH I10
HaliMy U CIIyKOaMH 3aHSATOCTH.



5.7. JlaBaTh pa3bACHEHUsS, PEKOMEHIAIMU U YKa3aHHs 10 BOIPOCAM, BXOJSIINM B
KOMITETEHLIUIO OTJENA.

5.8. IlpoBomuTh coOBElIaHWS W Y4YacCTBOBATh B COBELIAHHSAX, NPOBOAUMBIX B
KOJUIEJIKE TI0 KaJPOBBIM BOIPOCAM.

6. B3AUMOJENCTBUE CO CTPYKTYPHBIMM IIOJIPA3JAEJIEHUSMU
[MPEIITPUATUA

6.1. B 1npouecce mNpouM3BOACTBEHHOM JIE€ATEIBHOCTH NPEANPUATHAS OTHEN
B3aMMOJEHCTBYET CO CIEAYIOUIMMH CTPYKTYPHBIMH MOJpa3esICHUsIMU: - Y4eOHO-
MeToau4ecKuil oTnen; - byxrantepus; - Otaen BocnuraTenbHON padboTsl; - OTaen
MH(POPMAILIMOHHBIX TEXHOJIOTUH; - OTAeNn npakTHUYecKoro odydenus; - M apyrue
CTPYKTYpPHBIE MMOJAPA3ACICHUS KOJUICIKA;

7. OTBETCTBEHHOCTD

7.1. Bcroo mNOMHOTY OTBETCTBEHHOCTH 3a KAayeCTBO U CBOEBPEMEHHOCTH
BBINIOJIHEHUS BO3JI0’KEHHBIX HacTosmuM [lonoxxeHnnem Ha oTnen 3a1a4y U QyHKIUN
HeceT HayanbHMK OT/I€Na KaJapoB.

7.2. CreneHb OTBETCTBEHHOCTH JPYTHMX paOOTHUKOB  YCTAHABJIMBAETCS
JOJKHOCTHBIMA HHCTPYKUUSMH.

7.3. HavasbHUK UM Jpyrue COTPYAHUKM OTAENAa HECYT IEPCOHAIBHYIO
OTBETCTBEHHOCTh 3a NPABWIBHOCTh O(OPMIISIEMBIX HMMH JOKYMEHTOB, HX
COOTBETCTBHE 3aKOHOAATENIbCTBY Pocculickon deneparumu.

8. KPUTEPUUN OLUEHKU AEATEJIBHOCTU OTAEJIA

8.1. CBoeBpeMEHHOE U Kaue€CTBEHHOE BBHIMIOJIHEHUE TTOCTABJICHHBIX €N U 3a]1a4.
8.2. KauecTBeHHOE BbINOJIHEHHE (PYHKIMOHAIBHBIX 003aHHOCTEH
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