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2.I'. AxMmeTmuHa

NOJIOKEHHE

00 oTaese KaJApoB
1. Obuue noJIoOKEHHN

1.1. Oten KagpoB ABJISETCSA CAMOCTOATENBHBIM CTPYKTYpHEIM nojpasaeneauem YOV BO KMH ]
(nanee — KUMJT) u momuuHAETCS HEMOCPEICTBEHHO PEKTOPY HHCTUTYTA.

1.2. CrpykTypy W IuTaTel ozena KaapoB yreepxkzaaer pekrop KHMUJ, wmcxox u3 ycioBHH H
ocobennocreii gesrensroctd KMUWJI no npejicrasieHHio HAYaILHHKA OT/IE)Ia KaJIpoB.

1.3. Otaen KaApoB BO3MJIABIAETCS HAYAIBHHKOM OT/ENa KaJpoB, KOTOPbIM Ha3HA4aeTcss Ha
JIOJDKHOCTH ¥ OCBOBOYKIAAETCS OT JOJDKHOCTH IMpHKasoM pexropa KMU/JL.

1.4. B cBOeit mesTebHOCTH oTen KaapoB pykosojacTByerca ¥Ycrasom KMHW]L u IonoxeHHsIMHA O

KU,
2. 3anaum

2.1. Opranu3anys ¥ NpOBeJIEHHE BCEX BUJIOB MOATOTOBKU M IOBBIICHHS KBATH()UKAIHH KaJPOB.

2.2. Yder kagpoB H CTYIEHTOB.
2.3. Obecnieuenue npas, N6rot u rapantuii paboraukos KMM/I.

3. DyuRUHH

3.1. KoMIuteKTOBaHHE MHCTHTYTA KajapaMy paboumx, CJIy)XalluX M CHEIHATHCTOB TPeOyEeMBIX
npogecCHii, CrienHanbHOCTeH, KBaTHQUKAIHM.

3.2. Ananus nedunuTa KaapoBeix pecypcos. OnpezeneHue moTpedHOCTH B KaipaX H HCTOYHHUKOB
ee obecriedyeHHus.

3.3. PaszpaboTka u peanu3amys roJIOBHIX, KBapTAIbHBIX H MECAYHBIX IIAHOB KOMIUICKTOBAHHUS
OTJEJICHUH KaJpaMy Ha OCHOBE IITATHOIO pacrucaHus.

3.4. [IporHo3upoBaHue ABHKEHHS KaJPOB BHYTPH HHCTHTYTA.

3.5. ®opmupoBanue M BeJeHHe OaHKa JaHHBIX O KOJWYECTBEHHOM M KA4ECTBEHHOM COCTaBe
KaJIpoB.

3.6. OdopmiieHne npueMa, repeBojia U yBOJIbHEHHA PabOTHHKOB B COOTBETCTBHH C TPYNOBBIM
3aKOHO/IaTENILCTBOM, TTOJIOYKEHUSIMH, HHCTPYKIHAMU U npuka3aMu pexropa KW/,

3.7. Ilpuem, 3anonHeHHE, XpPAaHEHHE U BBI1a4a TPYIOBBIX KHHIKEK.

3.8. Benenne ycTaHOBIEHHOMN JOKYMEHTALIMH 110 KaJipaM.

3.9. IloaroroBka COOTBETCTBYIOIIMX JIOKYMEHTOB II0 TI€EHCHOHHOMY CTpaxOBaHHIO H
PEIOCTABIIEHHE HX B OpPraHbl COLHAIBHOTO 00ECIIe eHHUS.



3.11. CocraBnenue rpaGUKOB OTIYCKOB, ydYeT MCIOJIB30BaHHS pPabOTHHKaMH OTIYCKOB,
o(hopMIIeHHE OYEPETHBIX OTIIYCKOB B COOTBETCTBHH C YTBEPKACHHBIMH rpadMKaMH, | JONOJIHHTEIbHBIX
OTIIYCKOB.

3.12. OdopmiieHHE B YyI€T KOMaHIHPOBOK.

3.13. TabenbHEIA YYET.

3.14. AHanmu3 TeKy4ecTH KaJIpoB.

4. I[IpaBa

4. Otnen kaapoB UMEET MPaBo:

4.1. CaMOCTOSTEILHO BECTH MEPENMCKY IO BOMpocaM mojadopka KaapoB, a TAKGKE MO JpyTrdM
BOIIPOCAM, BXOJISAIIMM B KOMIICTEHIIHIO OT/IeNla U He TPeOYIOMHM COTIACOBAHMS C PEKTOPOM HHCTHTYTA.

4.2. TlpencTaBUTENLCTBOBATH B YCTAHOBJICHHOM MOPSAAKE OT MMCHH HHCTHTYTa IO BOIPOCAM,
OTHOCAIAMCS K KOMIIETEHIMM OTJela BO B3aMMOOTHOIIEHHSAX C€ TOCYAapCTBCHHBIMH — H
MYHHIHTATGHBEIMHA OPraHaMH, a TAKXKe JPYTUMH NPEANPHATHAMHE, OPraHH3alHsIMH, yIPEKACHHAMH.

4.3. JlapaTh pa3bACHEHHMS, PEKOMEH/IAMA ¥ yKa3aHHs 110 BOIPOCAM, BXOJAIINM B KOMIICTCHIHIO
oTEna.

4.4. VyacTBOBATh B COBEIIAHHAX, NMPOBOAMMEIX B HMHCTHTYTE IO KaJApOBBIM BOIIPOCAM.

5. BzaumooTHOmIEeHH

JUist BeIONHEHHS (GyHKIAHM ¥ peatn3arus npas OT/eN KaJpoB B3aHMO/ICHCTBYET:

5.1. C aJMHHHCTPaTHBHO-YNPABICHICCKHM, XO3AHCTBEHHO-00CTYKHBAIOMHM [EPCOHANOM IO
BOIpOCAM:

5.1.1. IlonyueHus:

- 3a4BOK Ha paboyuX U CIYyKalHX;

- XapaKTepUCTHK Ha paGOTHHKOB, NIPE/CTABIIAEMBIX K ITOOIIPCHHMIO;

- XapakTepUCTHK Ha pabOTHHUKOB, NPHBICKAEMBIX K MATEpPHAIBHOW M JUCIHUIIMHAPHOU
OTBETCTBEHHOCTH;

- [OSICHUTEJBHBIX 3AIHCOK OT HAPYLIHTENeH TPYA0BOH H NPOQECCHOHAIBHON MUCIHILITHHBL,

- MpeUIoIKEHHMH 110 COCTABJICHUIO IPaUKOB OTIYCKOB.

5.1.2. IlpenocrasiieHus:

- pEeIIeHHH O MOOLIPEeHHH pabOTHHKOB;

- KOIIHH IIPHKA30B O IIpHEME, NIEPEMEIICHIH U YBOJIbHECHHH

- YTBEPXKJIEHHBIX rpa)HKOB OTITYCKOB;

- pelleHuit arTecTallHOHHOH KOMHCCHH.

5.2. C byxranTepueit o BOIpocam:

5.2.1. Ilonyuenus:

- CIIPaBOK 0 3apaboTHOIH mare Ui OQOPMICHHS ITEHCHH;

- pacyeTHBIX JHCTOB 0 pazMepe 3apaboTHOM NIIaTkL.

5.2.2. TIlpenocTaBiieHHs:

- CBeJICHHH O IpHEMe, NepeMeIeHH) U YBOJIbHEH!H pabOTHHKOB;

- IPOEKTOB NPHKA30B O MPHEME H YBOJLHCHHH H NEPEMCIICHHH MaTepHallbHO- OTBETCTBEHHBIX
JTMIL;

- Tabenst yuera paboduero BpeMEHH;

- rpaduKa OTIYCKOB,

- IMCTKOB BPEMEHHOM HETPYA0CTIOCOOHOCTH K OILIaTe.

6. OTBEeTCTBEHHOCTD

6.1. OTBEeTCTBEHHOCTh 3a HAJUIE)KANIEe M CBOEBPEMEHHOE BBIIONHEHHE OTHENOM GYHKIHM,
peycMOTpeHHBIX HacTosAumM [TonoxenueMm, HeceT HauallbHHK OT/IENa KaJpoB.

6.2. Ha HauasipHHKA OT/IENIa KAAPOB BO3JIAraeTcs NepcoHalbHas OTBETCTBEHHOCTD 3a:

6.2.1. Oprasusanuio JEATENBHOCTH OTJeNa 10 BBHINOJHEHHIO 3ahad H (b yHKIHH,



BO3JI0JKEHHBIX Ha OTJIEI.

6.2.2. OpraHu3anyio B OT/Jele OIEepPaTHBHONH H KAYeCTBEHHOH IMOATOTOBKH H HCIIOJHCHHH
JTIOKYMEHTOB.

6.3. OTBETCTBEHHOCTH COTPYAHHKOB OT/ENa KaJpOB YCTaHABIMBAETCA HX JIO/DKHOCTHBIMH
HHCTPYKITUAMH.

7. CuereMa MeHeKMEeHTAa KaYecTBa

7.1. TpeGopanus ¥ peKkoMmeHJamuu PyKoBoACTBa 110 KadyeCcTBYy B PpaBHOH CTCICHH
pacripocTpansitores Ha Bee noapaszenenus KMUJl B cTpyKTypHBIX NOAPA3ENCHASNX OTBETCTBCHHBIMH 32
CMK KMH]I npukazoMm peKTopa Onpe/ieIeHbl OTBETCTBEHHBIE 110 Ka4€CTBY, KOTOPLIC:

. - coBmecTHO co crermamueroM no CMK uHCTHTYTA yYacTBYIOT B pa3paboTke JMOKYMEHTAIlHH
CMK, npoBejcHHH BHYTPEHHHX ayIuTOB, 00pabOTKe TNOJNY4YeHHBIX JaHHEIX, (OPMHPOBAHWHA H
peaTH3aliy JIAHOB KOPPEKTHPYIOIHX U NPEAYIPEKIAIOIHUX ICHCTBAH;

- mox pykosoactBoM cnenumanucra mo CMK uHCTHTYTa OCYMIECTBIIAIOT BHEIPEHHE CMK B
CBOEM TOJpas3JejeHHH IIyTeM BBIIOJHEHHs TpeOOBaHMH JOKYMEHTOB CHCTEMBI, obecnieueHue
CBOEBPEMEHHOH aKTyaiu3aldd H XpaHeHus jokymentauun CMK, HH(QOPMUPOBAHHE PYKOBOIUTEIIA
CTPYKTYPHOTO MOApa3Je/IieHusd 0 HapyIICHHH NPHHIUIIOB H tpeboBanmii CMK, cbop uHpopmaiuu 1
OIIEHKH Ka4ecTBa MPOIIECCOB U 00pa3oBaTe/IbHOM YCITyTH.
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