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1. OBIIUE IMOJIOKEHHMSI

1.1. Otmen KampoB SBIAETCS CaMOCTOSTENBHBIM CTPYKTYPHBIM IOJpa3leleHHEM

KOJIJIeKa, KOTOPOEC MOUNHACTCA HENOCPEACTBEHHO AUPEKTOPY KOJLUICIAKA.

1.2. Co3manue, NMUKBHAALMsa U peopranuzaius Otaena KagpoB OCYIIECTBISETCA

IIPUKaA30M JUPEKTOPA KOJJIEIKA.

1.3. Ortnen KaJIpOB BO3TJIABILICTCA HaYaJIbHUKOM OTZHACHA, HazHayaeMbIM Ha

JIOJDKHOCTD TPUKA30M JTUPEKTOPa KOJUICIKA.
1.4. Otnen kaapoB CO3AAETCA C LEIBIO:

- obecmedeHus KoJleka TPYIOBBIMH pecypcaMu, KOMILIEKTOBaHMs KaJpaMu
TpebyeMBIX podeccuid, crielraIbHOCTeH i KBaTU(UKAIHY B COOTBETCTBUM C 3a7aiaMU

U HaIIpaBJICHUEM ACATCIIBHOCTH KOJIe»Ka,

- BEOCHHA KaapoBOI'O JOeJIONIPpOU3BOICTBA B COOTBETCTBHH C Tpe6OBaHI/I5{MI/I

JIEHACTBYIOIIET0 3aKOHOAATEIbCTBA PO,

- pa3paboTKU KaJApPOBOM MONUTHKY KOJIEIKA, COOJTIOICHUS IIPAB, JIbFOT U rapaHTui

pabOTHHUKOB B 00JIACTH TPYJOBOI'O IPaBa.
1.5. B cBoeit nesarensHocty OTAEI KaIpoB PyKOBOACTBYETCH:
- Konctutyuueit PO;
- TpynoBbIM KoziekcoM P@;
- (heiepaIbHBIMU 3aKOHAMU;
- yKa3aM¥ U paclopsKeHUAMH HpesnneHTa P®;
- [IOCTAHOBJIEHUSIMHU U pacropspkeHuaMu [IpaBUTEIHCTBA PO;

- TocynapCTBEeHHON CHCTEMOW IOKYMEHTAIHOHHOTO obecrieueHusl yIpaBICHUSA

(CCHOY )
- TOCYIapCTBEHHBIMH CTaHAApPTaMHU (T'OCT);

- HOPMATHBHBEIMHU aKTaMU, pa3pabOTaHHBIMU U Y TBEPXKICHHBIMH PocapxuBoM;



- ICpEeYHAMHU THUIIOBBIX yHOpaBJICHICCKHUX JOKYMCHTOB;

- ITpuxaszomM MuHHUCTEPCTBA TPYa M COLMATBHOM 3allUTHI Poccutickort Menepaiiuu

«O6 yTBeprKIeHnr HOPMBL, OPAJIKA BEIEHHUS U XPAHEHUS TPY NOBBIX KHIDKEIO OT 19 mas

2021 r. N 320ms;

- noxanbHeMU HOpMaTuBHEIME akTamu YIIOY Komnemx I'O 1 UC»
2. CTPYKTYPA OTAEJIA KAIPOB

2.1. CTpyKTypy ¥ KOJMYECTBO IITATHBIX EIWHHULl OTJAENa KaJpOB YTBEPXKAACT

JTUPEKTOP KOJLIEIKA.

2.2. PaboTHuKH oTAETA KaJIpOB HEIIOCPEACTBEHHO MOOUMHAIOTCS HAUYaJIbHUKY OTAC]Ia

KazpoB. 2.3. B cocTaB oTzena KaapoB BXOIAT CIEAYIOIe NODKHOCTH:
- HaUaJIbHUK OTIela — 1 1mTaTHas eIUHUIIA,
- 3aBeyIoMui KaHLensIpred — | mTaTHas eIUHALR;
- UHCIIEKTOP II0 Kajgpam — 1 wTaTHas eUHULIA,
- HHCIEKTOP 110 Y9IeTy ¥ OpOHMPOBAHUIO BOEHHOOOS3aHHBIX — lIMTaTHAsA €IMHULIA,
- apxuBapuyc — | mraTHas eIMHULA.
3. 3AIAYHN
3.1. OTHen KagpoB BBIINOIHIET CIIEIYIOIINe 3aatu:
- moa6op, 0TOOP, IIPHUEM Ha paboTy U pacCTaHOBKa KafpOB KOJIe/DKa
Ha OCHOBE OIIEHKH MX KBaIUGHUKALIUHU, THIHBIX U EJIOBBIX Ka9ECTB,
- y4eT JIMYHOro COCTaBa pabOTHHKOB;
- BeJIeHHME KaJpOBOTIO JEIONPOU3BOICTBA;
- cO3J]aHKe pe3epBa Ka[poB JUls BRIIBIKCHUA Ha BBILIIECTOSIIINE
TIOJDKHOCTH;

- OpraHusanusi, NpOBEIACHUC arTecranuu pa6OTHI/IKOB;



- opraHusanysia pa6OTBI I10 HpO(I)eCCHOHaHBHOI;'I IMOArOTOBKE H MNEPEIOATOTOBKE

KaJpOB;
- obecIieueH e 3aIIThl IEPCOHANBHBIX TaHHBIX PAOOTHHUKOB.

4. DVHKIIUHA

4.1. (DOpMI/IpOBaHI/Ie U BEICHHE OaHKa JTAHHBIX O KOJIUYECTBEHHOM U Ka4yeCTBEHHOM

COCTaBe KaJpOB, X Pa3BUTHH U IBUIKCHUU.
4.2. ®opMHUpOBaHUE MTATHOTO PACITUCAHUA KOIUIEDKA.
4.3. Onpenenenue TeKyllel MOTPeOHOCTH B Kaapax.
4.4. Tlon6op kBanmuGUIIMPOBAHHEIX CIICIIUATIKCTOB Iy TEM:!
- nHGbOPMHPOBAHHs PabOTHUKOB KOJUTE/ KA 00 MMEIOIIMXCsl BaKaHCHAX;

- pasMeIIcHUus B CpeacTBax MacCOBOU I/IH(bOpMaI_[I/II/I A Ha calTe KOoJJeIKa

00BABIEHNI O BAKAaHCUAX;

= O6paH_[eHI/ISI B OpraHbl CJI}/)K6BI 3aH;ATOCTH.

4.5. KomIiekToBaHHUE KOJUIEIKa HEOOXOTUMBIMUA KagpaMu B COOTBETCTBHHU C

KpI/ITepI/IHMI/I 0T60pa u OHGHKOfI HaHUMAaeMOoro Iepconaia, B TOM YUCJIC!:
- IepeMelieHre PabOTHUKOB BHY TPU KOJIICXKA,
- ipreM Ha paboTy HOBBIX PAOOTHUKOB.

4.6. JlJokyMeHTaJIbHOE OQOpMIICHHE NpreMa, TIepeBo/ia 1 yBOJIbHEHHUsI pAOOTHUKOB B

COOTBETCTBHHU C Tpe6OBaHI/IHMI/I TpYyAOBOI'O 3aKOHOOAaTeIbCTBA P®

-oopMiieHHEe TPYAOBBIX JIOTOBOPOB  C pabOTHHUKAMH M IOIOIHHUTENBHBIX
comialicHuli K HAM, O3HaKOMIIEHHE pPabOTHMKOB C JOJKHOCTHOM HHCTPYKIIHMEH;
[IOJIFOTOBKA HPOEKTOB IPHKA30B IO JHMYHOMY COCTaBy H OCHOBHOH JIESTEIbHOCTU

KoJUIeIKa, 3allI0JIHEHUE JIUYHBIX KapTO4CK pa6OTHI/IKOB.



4.7. Benenuwe pabOThl C TPYyIOBBIMH KHM)XKaMH, B TOM HYHCIIE IPUEM TPYNOBBIX
KHIDKEK OT IIPMHHAMAaeMbIX Ha paboTy paOOTHHKOB, UX y4eT, XpaHCHHUE, 3allOJIHEHHE, a

TaKKe BbIJava [PY MpeKpalleHHH TPy I0BbIX OTHOIIECHHH.
4.8. Y4eT ITUYHOIO COCTaBa IIyTEM COCTABJIEHUS YCTAHOBIEHHOM OTYETHOCTH.

4.9. @opmupoBaHWe ¥ BeleHHWe JHYHBIX el pPabOTHMKOB, BHECEHHWEe B HHX

M3MEHEHHM, CBA3aHHBIX C TpYI[OBOfI IOesATCIIbHOCTBIO.

4.10. CocraBienue TpaduKOB OTITyCKOB, 0QOpPMIIEHHE MIPUKA30B O MPEOCTABICHUH
paGOTHUKAM PA3IMYIHBIX BHIOB OTIIYCKOB, YYeT KOJHYECTBA WCIOJb3OBAaHHBIX JHEH

OTITyCKa.

4.11. OdopmneHre M y4eT CIy)KeOHBIX KOMAHIMPOBOK (TOJATOTOBKA IIPOCKTOB

TIPUKA30B ¥ KOMAHMPOBOYHBIX YIOCTOBEPEHHUH).
4.12. Pabora c TUCTKaMU HETPYIOCIOCOOHOCTH.

4.13. TIpoBepka TpaBWJIBHOCTM 3amoNHeHMs Tabeneil ydera pabodero BpEMEHM

pabOTHHKAMM CTPYKTYPHBIX IOAPA3IeTeHUH KOJLIe/DKA.

4.14. TToaroToBKa ¥ BbIIaua CIIPABOK O 3aHMMAaeMOM TOJDKHOCTH U IIEPHONIE paboTEI

B OpraHU3allkH.
4.15. B3auMoelcTBHE CO CTOPOHHUMH OpTraHu3alUusAMH, B JaCTHOCTH.

- IICHCUOHHBIMH (bOHI[aMI/I B IIeJIIX IIPeaOCTaBICHUA JOKYMEHTOB IIO IIEHCUOHHOMY
CTpaxoBaHHIO, 4 TaK X€ OOKYMCHTOB, HGO6XOI[I/IMBIX IJI1 Ha3HA4YCHHA IIEHCHUU

pa60THI/IKaM KOJIJIeKa; IIPEaACTaBICHHUC HX B OpraHbl COLIMAJIBHOTO O6€CHC‘{€HI/IEI;

- ¢enepanbHON MUTPAlHOHHOH CIIy)K00M B LENIX TMOJy4EHHUs paspelleHrii Ha
IpUBJIEYEHNE HHOCTPAHHBIX pabOTHUKOB, IOTYYCHHA paspelneHuii Ha paboty A
MHOCTPaHHBIX paOOTHUKOB U IPYyTUX IefcTBUH, CBI3aHHBIX ¢ O(QOPMIICHHEM TPYIOBBIX

OTHOIIIEHH ¢ THOCTPAHHBIMU PaOOTHHUKaMH.

4.16. TTonroToBKa MaTepuanoB I IPEACTaBICHNS pabOTHUKOB K ITOOIIPEHHIO.



4.17. TloaroToBKa MaTepHANoB ISl IPUBIEYESHHS PAOOTHUKOB K JUCIMIUTMHAPHOHN U

MaTepI/IaJIBHOﬁ OTBETCTBEHHOCTH.

4.18. KoHTpoIb 32 cOOII0IeHMEM JUCLIAIUIHHEL TPy Ia U BBINIONTHEHHEM PaOOTHUKAMU

IIpaBuiI BHYTPEHHETO TPYIOBOTO PACIIOPSANKA M WHBIX JIOKAIBHBIX HOPMATHBHBIX AKTOB

KOJUIE KA.
4.19. Opranusaiys BOUHCKOTO yueTa paOOTHHUKOB.

4.20. KoncynasTHpoBaHHEe pabOTHUKOB OpraHu3aluy II0 BOIpOCaM TPYOBOT'O

3aKOHOAaTEIbCTBA, B TOM YHCJIC OTBETEI Ha 3alIPOCHI, }KaHO6I>I, 06paIlI6HI/I5I.

4.21. Opranuszanusi, IWIaHUPOBAaHWE W yYacTHEe B MEPONPHATHIX IO aTTeCTAHH

paGOTHHUKOB KOJUIE[DKA, ©¢ METOIUUECKOe ¥ MH(POPMAIIIOHHOE obecrieueHue.
4.22. OnpenerneHne Kpyra CleLUaNiCTOB MOIEKAIIMX [IOBTOPHOH aTTeCTaluH.

4.23. YcTaHOBIEHHE TTOTPEOHOCTH B TOBBIEHAN KBAIM(QUKALIMH, IIEPETIOArOTOBKE

WU 00y4eHUH pabOTHUKOB, TOKYMEHTAIIbBHOE o(hopmIIeHHE HAIIPaBJICHIS Ha oOydeHue.

424. MdopMmupoBaHWEe M IOATOTOBKA pe3epBa KaipoB UL BBIIBIDKCHMA Ha

BBIIIIECTOSIINE TOJDKHOCTH.
4.25. Pa3paboTka KOMILIEKCa Mep MO MOBBIIIEHUIO MOTHBAIIMH pabOTHHUKOB.

4.26. TIoqroToBka JOKYMEHTOB 10 MCTEYEHMH YCTaHOBJIEHHBIX CPOKOB TEKYILICTO

XpaHeHWs K clade Ha XpaHeHHe B apXUB.
5. TIPABA

5.1. KOHTpONHpOBaTh COCTOSHME TPYHOBOH IMCLMIIAHBL B oApa3eNeHusIX

KOJJIeKa U cOOMoienrne pabOTHIKAMU [IPaBUIl BHY TPEHHEr0 TPy AOBOTO pacropsiaKa.

5.2. TpeboBaTh OT ToJpaseieHul Kole/ka MmpeICTaBIeHI CIIPaBOK, HAaHHBIX,
OTUeTOB, MHOM WHGOPMALWH, HEOOXOIUMBIX [Ji OCYLIECTBICHHA OTACIOM cBoeH

NeATCIIBPHOCTH.

5.3. JlaaTh yKa3aHHA HOJApa3feleHHsAM Kolejka II0 BOIIPOCAaM, OTHECEHHBIM K

BEICHUIO OTAcIa KaJIpOB.



5.4. BHOCHTb NpEIJIOKEHUS PYyKOBOIUTENSIM IIOAPA3JeNeHui 110 YIydIIEHUIO

KaJIpoBOU pabOTEI B KOJIIEIKE.

5.5. KourponmpoBaTh  WCIHOJHEHHE  DPYKOBOIMTENAMM  TOApa3feNeHUH

3aKOHOOATEJIIbHBIX aKTOB H II0OCTaHOBIIEHHUM IIpaBUTEIILCTBA, HOCTaHOBHeHI/Iﬁ, IIPUKa30B

Y pacIOpsKeHMH IMpeKTopa KoJlIe/Dka II0 BOTpOCcaM KaIpoBOU MOTUTHKA U paboThI C

KaJ[paMH.

5.6. KonrponuposaTh CcoOIOfeHAE IPaBuil TPYLOYyCTPOHCTBA, YyBONBHCHHA,
nepeoOydeHust BEICBOOOXK TAIOIIUXCST pabOTHHUKOB, IIPEIOCTABIEHUS UM YCTaHOBIEHHBIX

JIBIOT U KOMITEHCALIMH.

5.7. B3auMojeiicTBOBAaTh II0 BOMPOCaM, OTHOCAIIUMCS K KOMIIETEHIMH OTICIa, C
JIPYTHMHA  CTPYKTYPHBIMH  [OZpas[eNeHusAMU  KOJIe/LKa, TOCYIapCTBEHHLEIMH U

MYHULMIIATIbHBIMU OpraHaMu, a TaKKe APYTrdMH Oprann3alluAMH.

5.8. 3aBepATh MOKYMEHTHI IO JIAYHOMY COCTaBy, BBIZABACMBIC paboTHHUKAM

KOJIICKa.

5.9. HOpSIlIOK NpUBJICUCHUA pa6OTHI/IKOB K ,I[HCHI/IHHPIHapHOﬁ OTBETCTBEHHOCTHU

npeaycMOTpeH IIpaBuiamMu BHYTPEHHETO TPy 10BOTO pacnopsazaka.
6. CJIYKEFHOE B3AUMOJIENCTBUE
6.1. Co BceMHu oTacjaIaMHu KoJiemxa 1no BOHpOC&M HOqueHHH:

- 3amaHruil 10 KOMIJICKTOBaHHIO egaroridyeckKuMu KaJlpaMu, pa60‘-II/IMI/I 151

CIIeIMANICTaME TpebyeMBIX TIPO(ECCHH, CIIeNUAaNbHOCTEH ¥ KBATH(QUKALIUHT;
- TIpeIOYKEeHHH 110 HOPMUPOBAHUIO rpaduka OTILyCKOB;

- XapaKTepUCTHK Ha COTpPYIHUKOB OTOCIOB,

- nHGbOPMAIIMH O HapyTIeHU: PabOTHUKaMHU MOAPA3NCIICHIA TPy XOBOW TUCIMILINHBI,

TIpaBWJI BHY TPEHHETO TPYOBOTO pacTiopAIKa;

- 3aqBIIeHHH, O0BACHUTEIBHBIX 3aIIMCOK OT HapyluKTeIed TpyJOBOH NMCLUILTHHEL,

IIpaBIIT BHY TPEHHETO TPYIOBOI0 PAcIopsizika; 0 BOpocaM pe/ICTaBICHHUA:



- CIIPaBOK;

- rpaduKa OTILyCKOB;

- KOIIH# IPUKA30B O IPHEME, [EPEMEIIICHUH, IEPEBOJIE, YBOJILHEHUN PAOOTHHKOB;
- KOIKH TPUKa30B O ITOOIIPEHUH U Har pOKICHUH,

- KOTIMH TIPUKA30B O HAIOXKEHUH TUCIUIIIMHAPHBIX B3BICKaHUH;

- pe3yJIbTaTOB aTTECTallUH.

6.2. C 6yxranrepHeil 1o BOIIpocaM MOy YeHHUs:

- YTBEPIKIEHHOTO IITaTHOI'O PacIMCaHus;

- IOJIOKEHHH 06 oruiate Tpyia padbOTHHUKOB,;

- HOPMaTHUBOB II0 TPYAY,

- TpEemNoNEHUH O PperyJupoBaHUU IPOJOJDKUTETBHOCTH pabodero BpeMEHH,
TIlepeMelleHre Ha OPyTHe yJacTKH paboThl, BBEJEHHE COKDAIICHHOIO paboyero IHS

(HC,Z[@JII/I) IJIs1 OTACJIIBHBIX KaTeI“OpI/IfI pa60THI/IKOB, paHHETO BbIXOa Ha IIEHCHUIO U OP.;

- CBelleHMl O TIPABHIBHOCTH YyCTAHOBIIGHMS HAaMMEHOBaHUH npodeccuil H
JOIDKHOCTEH, NpUMeHeHHs TapUGHBIX CTABOK, [OJDKHOCTHBIX OKIA/0B, MOMiart,

Ha0aBOK U KO3(QQUIMEHTOB K 3apabOTHOM IIIaTe;

- IOKYMEHTOB O 3apabOoTHOH I1aTe pabOTHUKOB JIA oG opMIIeHHs IEHCHUH, BBIAAYN

COOTBETCTBYIOIIMX CIIPABOK; II0 BOIPOCaM MPEACTABICHHUS:
- Tabens yueta pabo4ero BpeMeHH;

_KOMHUH MPHKA30B O IIpUeMe, TEPEMELICHHIH, TIePEBOE, YBOILHEHNN paOOTHHUKOB

KOJIJIe KA,
- TPOEKTOB MIPUKA30B O PHUeMe, IIEPEMEIICHUH, TIEPEBOIC, YBOJIBHEHHH
MaTepUalbHO OTBETCTBEHHBIX JIMIL;

- rpa¢uKa OTILyCKOB;



- TUCTKOB BPEMEHHOMN HETPYIOCIIOCOOHOCTH;

- KOIIMH NPHKa30B O MaTEPUAILHOM TOOIIPEHUH;

- YCTaHOBJIEHHOM NOKYMEHTAIIUH MO KaJpaM.

6.3. C roprCKOHCYJIBTOM I10 BOIIPOCAM TIOJTyYEeHHs:

- 3aKJIFOUEHUH, KOHcyHBTaqHﬁ I10 IIPaBOBBIM BOIIPOCAM,

- pa3BACHEHHMH NEeMCTBYIOIIEro 3aKOHOIATENBCTBA, B TOM YMCJIE TPYAOBOTO IpaBa,

= 3aKJIFOUeHU U 0 COOTBETCTBHHU HeﬁCTBy}OIHeMy 3aKOHOOATECIIbCTBY

npenocTaBjIC€HHbIX Ha IIPpaBOBYIO SKCIICPTHU3Y JOKYMECHTOB,

- 0600IIEHHBIX Pe3yIbTATOB PACCMOTPEHHMS CyIaMU TPYIOBBIX CIIOPOB; II0 BOIPOCAM

IpencTaBJICHU.

- [IPOCKTOB JOKYMEHTOB, B TOM YHCJIC ITPOECKTOB IIPHUKa30B O Inpueme, IIEepEMEIICHUH,
InepeBone, YBOJIbHEHHH pa6OTHPIKOB KoJUIeKa, Ha I[IPaBOBYIO OKCIEPTHUIY nu noiasd

BHU3HUPOBAHUSI,

- 3aIIPOCOB TI0 ITPaBOBBIM BOIIPOCAM.
7. OTBETCTBEHHOCTb

7.1. Hauanpuuk oTIeNa KaJpoB HECET OTBETCTBCHHOCTD 3d 00pOCOBECTHOS H

CBOCBPEMEHHOC BEIITOJTHECHHUC (l)YHKI.IPIﬁ, BO3JIOXKEHHBIX Ha OTACIL.

7.2. Ha wagajnpHHKa OTACIa KaJpOB BO3JIaraeTcs OTBETCTBCHHOCTDH 34 CO6J'[IOJICHI/IC
I[efICTB}/IOLHeFO 3aKOHOIATEeJIbCTBA, BBIIIOJTHEHUEC IIPHUKa30B H yKa3aH1/1171 PYKOBOACTBa

KOJIIEKa, IPEIOCTaBICHUE IIOCTOBEPHOM MHPOPMAIIH O pabote oTaena.

73 PaGoTHMKH OTHENa KAJpOB HECyT OTBETCTBEHHOCTb 33 COXPaHHOCTH

[1epCOHAJIBHBIX TaHHBIX PAOOTHUKOB [IPU MX obpaboTKe.

7.4. PaGOTHHKH OTJeNa KaJIpoB HECYT IIEPCOHATBHYIO OTBETCTBEHHOCTD B IOPSJKE U

O6’bCMe, YCTaHOBJIeHHBIX COOTBETCTBYIOIIUMHU NOJKHOCTHBIMHU UHCTPYKIUSIMHU.



7.5. PaboTHuUKM oOTmera MOIYT OBITh TIPUBIEYEHbl K JUCHUIUIMHAPHOH,
MaTepyaibHOW, YTOJOBHOM  OTBETCTBEHHOCTH B  ClIydasx ¥ B IOpPAJIKE,

IpeayCMOTPEHHBIX HeﬁCTBYIOIHHM 3aKOHOOJATCIBCTBOM PO®.



