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1. OBIIIHE IMOJIOKEHNRSA

1.1. Tlomoxemme o006 oraene kaapoB [ocyaapcTBeHHOrO OIOIKETHOTO
HETHIIOBOro o0paszoBaTensHOr0 yupexneHus Jlsopia ygamelics MOJIOTEKH
Caunkr-IleTepbypra (manee — IIOJIOMKEHHE) ONpeAeNdeT HenH, 3aJadd, (QyHKIMH,
npaBa M OTBETCTBEHHOCTH OTJeNa KanapoB (manee — othen) [ ocymapcTBeHHOrO
6rOKeTHOr0 HETHUIIOBOTO 00pa3zoBaTeNpHOI0 yupexneHund JlBopua ydameifcs
Monongexu Caukr-Ilerepbypra (nanee — TBHO JYM CII6).

1.2. Otnen aBngeTcs cTpyKTYpHEIM noapaspenesauem I BHO JYM CII6.

1.3. CtpykTypa OTAena YTBepKIAI0TCs IPUKa30M IUPEKTOPa.

1.4. PYKOBOICTBO OTACIOM OCYIIECTRISIET HAUAIILHEK OTAENA.

1.5. PaboTHUKY OTHENa HA3HAYAIOTCS M OCBOOOXKAAIOTCA OT JOIKHOCTH Ha
OCHOBaHHMH IIPHKA3a AUPEKTOPa IO NPeJCTaBICHIIO HaualbHUKA OTAENA.

1.6. JlesTensHOCTE OT/ZENa OCYIECTBISACTCA B COOTBETCTBUM ¢ NEHCTBYOILINM
3aKOoHOZarTenscTBOM Poccmifckoit Pepmepamun, Ycrasom IBHO JYM (II6,
IpaBUIaMH BEJCHUS M XpaHeHWs TPYHOBBIX KHHKEK, HM3TOTOBIEHMS ONaHKOB
TPYAOBOW KHIDKKM UK obeclleueHMss HMH paborojaTenel, WHCTpYKIHe# II0
3aIIONTHEHMIO TPYAOBBIX KHIDKEK, JIokanbHbiMy akTamy ' BHO JYM CII6.

2. IEJM ¥ 3AIAYHA

2.1. Ilenmsro otmena sBnsgeTcs ofecledeHre OpPraHU3aIAHd  TPYIOBBIM
pecypcaMy, KOMIUIEKTOBaHHE KaApaMu ciyxaumx TpedbyeMeIX Ipodeccuil u
KB&J’II/ICI)I/IK&HI/IH B COOTBETCTBHHM C 3alavdaMH KM HalpaplI€eHHCM €€ JICATCIBEHOCTH,
paspabotka xampoBoi nomutuku [BHO AYM CII6, cobmronenus Ipas, I6OT H
rapaHtuii paGOTHHUKOB B 00NACTH TPYHOBOTO IpaBa, a TAaKkKe BEJEHUA KagpOBOTO
JETOTIpOM3BOACTBA B COOTBETCTBMM C  3aKOHoZarenscTBOM Poccmifckoi
Oenmepanuu.

2.2. OcHoBHEIE 33[1a4X OTHENA!

2.2.1 CoeplueHCTBOBaHYE IPOLIECCOB YIIPABICHUS.

2.2.2. TToxbop, oTbop, IpHeM Ha paboTy B pacCTAHOBKA KaJ[POB.

2.2.3. YgeT mugHOro coctaBa pabOTHHUKOB.

2.2.4. Opragmsamusi paboTel 1O TpodecCHOHANBHOM IOATOTOBKE K
TIepernoAroTOBKE KalIpoR.

2.2.5. Bejende KagpOoBOro JCIOIPOU3BOACTERA.

2.2.6. OcymecTBI€HNE BOUHCKOTO YHETA.

2.2.7. IlognepxKka H yKpemIeHHe 3J0POBOT0 COLMANIBHO - MCHXOIOTHIECKOTO
knumata B I'BHO JIVM CII6, npexynpexaenye TpyL0BbIX KOHQIUKTOB.

3. OYHKIAA

3.1. Ompenenenne u pazpaboTka KaApoBOH TONHTHKM U CTPATerHHd B
COOTBETCTBHH C HalpaBIeHUEM JIeATeIFHOCTH OpTraHH3alldd H cdepoil ee
IeATeIBHOCTH.

3.2. ®opmuporanue mratHoro pacmucanus I BHO IYM CII6.

3.3. Onpenenenne TeKyllel oTpeOHOCTH B Kajpax.



3.4. TTogbop xBanuPUIIMPOBAHHEIX CIIEHHATIACTOB IIyTEM:

- nEdOpPMHpPOBaHUs pabOTHHKOB OpraHU3anHl 00 HMEIOIIUXCS BaKaHCHAX;

- pa3MelleHHsd B CPEACTBaX MaccoBOM HHGOpMaluu o0OBABIEHUH O
BaKaHCHIX;

- oBpalerust B OpTraHsl ¢y KOBI 3aHATOCTH;

~ B3aHEMONIEHCTBHA ¢ YIeOHBIMY 3aBEICHUIMH.

3.5. Kommuexkrtosanmwe I'BHO JAYM CII6 HeoOXODMMEIMH KaZpaMu B
COOTBETCTBHHU € KPUTEpHSIMH 0TOOpa 1 OIeHKOI HaHWMaeMOro IIepcoHala, B TOM
JHCTIE:

- mepeMernenue pabotaukos BHEyTpu I BHO JIYM CII6;

- IpHeM Ha paboTy HOBBIX pabOTHHKOB.

3.6. [oxymeHTanpHOe OGQOpPMIIEHHE IIpUEMa, IIEpeBOJd M  YBONBHEHHS
paGOTHUKOB B COOTBETCTBHH C TPYHAOBBIM 3aKOHOZATENBCTBOM - O(OPMIECHUE
TPYMOBEIX JOTOBOPOB ¢ paOOTHHKAMM M U3MEHEHHH K HHM, IIOATOTOBKA IIPOEKTOB
IIPUKa30B [0 JWYHOMY COCTaBy H OCHOBHOM JEATEIbHOCTH OpraHU3alluu,
3aMONHEHe TUIHBIX KAPTOUeK pabOTHHUKOB.

3.7. Bemenue paboTHl ¢ TPYHZOBBIMH KHMDKKAMH, B TOM YHCIe TIpPHEM
TPYHOBBIX KHHXKEK OT NPHHUMAaeMbIX Ha paboTy paOOTHHKOB, HX YUeT, XpaHeHHe,
3ATIONHEHHE, a TAKXKE BhLIaYa IIPH NPEKPaIeHUH TPYOBbIX OTHONISHMI.

3.8. Yd4eT MUYHOrO cOCTaBa IyTEM COCTABIICHUS pa3illyHOIO BHIA OTUETOB.

3.9. CocraBierne rpadUKOB OTIYCKOB, OGOpMIIEHHEe TMPHKA30B O
TIPeOCTARIEHAN pabOTHHKAM pa3NiuHBIX BHIOB OTIYCKOB, YYeT KOIHYECTBA
HCIONL30BAHHAIX JHEH OTIIYCKA.

3.10. Odopmienue u yieT cIIyKeOHBIX KOMaHIHUPOROK.

3.11. PaboTa c JMCTKaMH HETPYLOCHOCOOHOCTH, B YACTH WCYHCIEHHS
CTPAXOBOTO CTAXa paBGOTHUKOR.

3.12. TlpoBepka IMpaBUILHOCTH U IIONHOIEHHOTO 3aroNHeHus Tabenedl yuerta
pabovero BpeMeHH paboOTHMKaM# CTPYKTYpHBIX mnogpazfenexuit [BHO JIYM
CIIb.

3.13. IToOroToBK® ¥ BEIZAYA CHPABOK O 3aHMMacMOH JOLKHOCTH U Iepuoje
paboTEl B OpraHA3allfy.

3.14. B3auMoOLeHCTBHE CO CTOPOHHUMH OPTaHH3aIHAMU:

- IEHTpaMH 3aHATOCTH HacelNeHMs B YacTH IIOMCKA TepCOHAaja,
TIpeIOCTABIEHUE OTYETHOCTH;

- BOEHHBIMH KOMHCCapHaTaMH IIO BOIpOCaM IIOCTAHOBKM, CHATHA C
BOMHCKOTO y4eTa pabOTHHKOB OpraHH3alliM, WX ydYeTa H IIPeNOCTaBICHMI
OTUYETOR.

- [EHCHOHHBIMH (OHIaMH B LeNIX NpPeIocTaBIECHUS MOKYMEHTOB I
W3TOTOBNEHUS CTPAXOBBIX CBUAETEINBCTB I'OCYJAPCTBEHHOTO IIEHCHOHHOTO
CTpaxOBaHUSL.

3.15. TlomroroBka KaIpoBOH MOKYMEHTAallMW Ui Ilepelladd B apXuB
OpTaHU3aIHH NI HAlbHEHIIero XpaHeHus.

3.16. IloaroTroBKa MaTepuanoB i IpeACcTaBIeHHI paboOTHUKOB K
IIOOIPEHHIO, B YaCTH KOMIETEHIIMM OTHeNa (CBEACHH: O CTaxe, KBANU(OUKAIHH,

Harpajgax).



3.17. TlogroToBka MaTepUANOB [UIA UpHBJIedeHHS PpabOTHUKOB K
ITUCLHIITHBEAPHON OTBETCTBEHHOCTH, HA OCHOBaHHMU JOKYMEHTOB C PEe30IIOLHCH
nupexropa [BHO AYM CII6.

3.18. KoHTpons 3a coOmofeHHeM MUCLHUIDIMHBI TpyAa M BBIIOIHEHUEM
pabotHukamu [IpaBuil BHYTPEHHEro TPYAOBOIO Paclopsifika ¥ HHBEIX JIOKAIBHBIX
HOPMATUBHEBIX aKTOB.

3.19. OpraEm3anyist BORHCKOTO y4eTa pabOTHHUKOB.

3.20. KoncynsTHpoBaHue paOOTHHKOB OPTaHM3AIHH 110 BOIIpOCaM TPYJLO0BOTO
32KOHONATENBCTBA, B TOM YHCIE M OTBETHI Ha 3aTPOCHI, Xalo0kl, o0pamenus.

3.21. ®opmupoBaHUe U NOATOTOBKA pe3epBa KaApoB JUL1 BBIIBIDKEHMA Ha
BEITIIECTOSIIHNE JOMKHOCTH.

3.22. Pa3paboTka KOMIUTEKCA MEp IO IIOBHIIIEHHIO MOTHBAIIMHA paGOTHHKOB.

3.23. 3amura u 06paboTka MepCOHANBHBIX JAHHEIX PabOTHHKOB U HHBIX
CBe[eHHH OrpaHHUEHHOTO PaclPOCTPaHEHHA B [IPEAEnax KOMIECTCHIMH OTAEIA.

4, IPABA 1 OBA3AHHOCTH

4. PaboTHUKY OTHENa UMEIOT IpaBo:

4.1. BzaumoIeHcTBOBATL IO BOIPOCaM, OTHOCALIMMCSI K KOMIIETEHIIHM
oTmena, ¢ Apyrumu nonpasgeneruamu ITBHO VM CII6, rocynapcTBeHHEIMH U
MYBHIIATATGHEIMY OpPTaHaMH, a TAKKe APYTUMH OpraHu3aIIMH.

4.2. TpeGosaTb OT BCEX CTPYKTYPHBLIX TIOJpasfieNeHHHd MaTepHalsl H
CBeIeHN, He0OXOMUMEIE T BHIMONHEHUS (QYHKITHH, BO3IOKEHHBIX Ha OTAEN.

4.3. KoHTpomupoBaTh cOOMIOJEHHE TPYAOBOIO 3aKOHOMAATCIHCTBA B
OpTaHM3al[iy, a TAKKe JaBaTh Pa3bACHEHHS 0 NPHMEHCHHIO HOpM TpynoBoro
Koziexca PO y HHBIX HOPMATHBHEIX aKTOB.

4.4. TlpemcTaBisaTh TpPEUIONKEHHS IO IIOBBINIEHHIO 3Q(EKTUBHOCTH |
COBEPIIEHCTEOBAHUIO AeSATEFHOCTH BCEX HOApasfeleHul OpraHH3alUd B JacTH,
oTHOcAMelcS K KOMIETEHI{WY OTAEeNA.

4.5. TlpeCTaBATENLCTBOBATE B YCTAHOBIEHHOM Mopsaake oT mMenu I'BHO
JIYM CII6 mo BonpocaM, OTHOCSAIIHAMCS K KOMIIETEHIIHH OTAeNd, B TOM 4dclIe U
II0 BommpocaM roxbopa mepcoHana, mocle CorIacoBaHus ¢ TUPEKTOPOM.

4.6. 3aBepsATh JOKYMEHTHI [0 JHIHOMY COCTaBy, BBIZaBaeMEIE paOOTHHKaM
OpTaHU3aIIHH.

4.2. PaboTHHKH OTIeNa 00S3aHbL:

4.2.1. ObecTeulTh COXPAaHHOCTh IEePCOHANBHEIX JaHHEIX pabOTHHKOB MIPH MX
obpaboTke.

4.2.2. Cobmonatk B cBoeil paboTe HOpMBI JeHCTBYIOWIETO 3aKOHONATEIECTBA.

5. OTBETCTBEHHOCTD

5.1. 3a HecBOeBpEMEHHOE ¥ HeKaueCTBEHHOE BEITIONHEHHE BO3NOKEHHBIX Ha
OTHEeN 33/1a4.

5.2. 3a HecoOIIIOIeHHE 3aKOHOIATENCTBA B 00TaCTH TPYAOBOrO IIpaBa.

5.3. PaboTHUKH OTZena HecyT NCpCOHAJIBHYIO OTBETCTBEHHOCTE B NIPEACIIaX

IOMKHOCTHEIX 00sS3aHHOCTEH, OIpeieIeHHEIX TPYAOBEIM JOTOBOPOM.



5.4. PaboTHHKH oOTHena MOTYT OBITh IIPUBIEYEHHl K IUCIUILIMHAPHOM,
MaTepHallbHOM, YrOIIOBHOH OTBETCTBEHHOCTH B
[IPeIyCMOTPEHHOM 3aKOHOAATEILCTBOM.
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HauansHuk IOPUIUYECKOT0 OTACHa
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HauanpHHK oTAEA KaapoB
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