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HORBIA YPEHTOW

YIOY «asnpom texaukyM Hoseril Ypenroib»

1. OOurue MOJIOKEHHS

1.1. Otzmen KaapoB H TPYAOBEIX OTHOIIEHHH ABIAETCA CAMOCTOSATEILHBIM CTPYKTYPHEIM
noapasaenennem YIIOY «T'asmpoM TexHuKym Hopbid Y peHroi» (manee — Texuuxym). OTnen
CO31aeTCsA M JIMKBUAMPYETCS MPHKA30M JUPEKTOpa TEXHMKYMa, IIOMIHHACTCSA HEMOCPEACTBEHHO
ITUPEKTOPY.

1.2. Othmen KaApoB H TPYIOBBIX OTHOIICHMH BO3IJIABIAET HAYAIBHHK, KOTOPBIH
HA3HAYAeTCs U 0cBOOOKIAETCs 0T 3aHUMAaeMOH JTOIDKHOCTH IIPHKA30M JHPEKTOpa TEXHHKyMa.

1.3. Otnen KagpoB H TPYAOBBIX OTHONICHHH BBIIOJIHAET BO3IOKCHHBIE HA HETO 3a/a9H
1 GYHKIUA B TECHOM COTPYJHMIECTBE C IPYIUMH MOPA3ENeHUAMH TEXHUKYMA.

1.4. B cBoeil DeATENLHOCTH OTHEN KaJpOB M TPYAOBBIX OTHOIIEHHH PYKOBOACTBYETCA:
VeraBoM TexHukyMa; (DenepaibHEIM 3akoHoM Poccuiickod ®exmepammm Ne273-@3 "O6
o6pasosaruu B Poccuiickoit ®enepaumn” or 29 nexabps 2012 r.; IIpaBuaaMy BHYTPEHHETO
TPYIOBOTO pacmopsaka; HacrosmmM Ilomoxkeruem; noxymentauueir CMK; HOpMAaTHBHEIMH
JTOKyMEHTaMH, PETTIaMEHTUPYIOIMMH JEATEbHOCTD OT/eNa H COTPY/HHKOB.

2. CtpykTypa
2.1. KonudecTBeHHBI COCTAB  OTJeNa KagpoB M  TPYHAOBBIX  OTHOIIEHHH
yCTaHABTMBAETCA  JMPEKTOpOM TEeXHHKyMa WCXOMS M3 YCJIOBHI, O0COGCHHOCTEH M obBeMa
paboTEI, BO3IOKEHHOM Ha OTAEI.
2.2. Pacmpenenenre o0s3aHHOCTEH MEXKTy COTPYAHHKaMH OT[ENa [POU3BOAUTCA
HAYATBHHUKOM OT/IE/1a KJPOB H TPYOBEIX OTHOIICHHH.

3. 3apaum

3.1. Ompenenenue norpebuoctd TexHHKyMa B BEICOKOKBaTM(HMIMPOBAHHBIX KaJpax H
(bopMHpOBaHKE IIEPCOHATIA.

3.2. CosgaHHe YCIOBHif I Hanboee KBaMUIMPOBAHHOTO U PAIMOHATILHOTO 0TO0pa
¥ PACCTAHOBKHM II€PCOHANa BHYTPH TeXHHKyMa.

3.3. O6ecneuenue nopsaaka ¥ 3¢ PpeKTHBHOCTH KaJpoBOo# paboTHL.

3.4. JIOKyMEHTHPOBaHHE TPYJOBEIX IPABOOTHOLICHHHM, BeJCHHE KaapOBOIO y4eTa H
OTYETHOCTH.

3.5. OpraHu3anys 4 BeJeHHE apXHBHOT'O [I€JIONPOH3BO/CTEA.

4, OyHKOUHA

4.1. Tlombop u paccTaHOBKA KaJpOB C Y4E€TOM BHYTPEHHHX PE3SpPBOB.

4.2. YVCTaHOBIEHHME COBMECTHO C PpYKOBOAWTEISIMH mofpasjeneHuii TexHHKyma
GyHKIME ¥ 00f3aHHOCTEH MO KaXK[IOH JOIDKHOCTH, IPOBENCHHE KOPPEKTHPOBKH C y4YETOM
[IPOMCXOMAIIMX U3MEHEHHUH.

4.3, dopmuposanue U 00HOBIEHUE Oa3bl JaHHBIX MITATHEIX COTPYAHHUKOB.

4.4, Yyactme B o0TOOpe MNpETEHICHTOB HAa BaKaHTHBEIE JIOIDKHOCTH, IIOArOTOBKA
COOTBETCTBYIOIINX JOKYMEHTOB.
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4.5. Opranuzanus 03HAKOMJIEHHA BHOBb TOCTYIAIOLIUX COTPYJHHMKOB C BHYTPEHHHMH
JTOKaTbHEIMM HOPMATHBHBIMH aKTaMH (IIDaBHJIaMH BHYTPEHHEro TPYHAOBOrO pacIopsiKa,
KOJUIEKTUBHEIM JJOrOBOPOM H JIp. ).

4.6. OpraHu3auus KOHTPOIA COCTOSHHA TPYAOBOM MUCIMIUIMHBI B IIOAPa3IEICHAAX
Texuukyma u cobrofeHus pabOTHHKaMH IIPABHII BHYTPEHHETO TPYA0BOTO PACIOps/IKa.

4.7. KOHTpONb pacCTaHOBKH M HCIIOJNB30BaHUsS IIEPCOHAA B COOTBETCTBHH € HX
CHENUAIBHOCTHIO ¥ KBATH(pHKAHUEH.

4.8. VyacTHe B PpacCMOTpEHMH 3asBICHHMH M a0, KacarolMXCs pPacCTaHOBKH,
IIepeBOIOB, IIepeMeNIeH i i PAHOHATBHOIO HCIIOME30BAH) Ka/IPOB.

4.9. Oprammzamisi ¥ Yy4acTHe B aTTECTAlldd PYKOBOMMTENCH, CIICIHATMCTOB H
coyxamux TexHukyMa, oQOpMICHHE aTTeCTalHOHHBIX MaTEPHAJIOB.

4.10. ®opMupoBaHKE pe3epBa KaJpoB I BBIABIKEHHA Ha PYKOBOMALIME NOJLKHOCTH
HoMeHKIaTypsl ITAO «I"asnpom».

4.11. TlnaHMpOBaHHE ¥ OpPTaHM3ALMs IIOBEIIEHMS KBaIM(HKAIHHA PYKOBOIMTEINEH,
CIIELUATMCTOB H CIIyXalMX TeXHUKyMa.

4.12. TIOArOTOBKAa MaTepHalOB Ui IpPEeACTaBICHHA pPabOTHUKOB K IOOMPEHHAM H
HarpaxXIeHHUIM.,

4.13. Opopmienre nNpueMa, [EPeBOMd, YBONbHEHWA paboTHukoB TexHWKyMa B
COOTBETCTBHH C TPYIOBBIM 3aKOHOJATEIECTBOM.

4.14. TIOArOTOBKA MaTepHaloB [0 NPHBICYCHHIO PabOTHHKOB K MAaTePHAIbHOH H
IMCIHMIUIAHAPHON OTBETCTBEHHOCTH.

4.15. Begenue yyeTa JIMIHOTO COCTaBa pabOTaroIIHX.

4.16. TlomroToBka ¥ BblN@49a 1O TPeOOBAaHWIO COTPYJHMKOB CIIPaBOK M KONMH
JTOKYMEHTOB, KaCaIOIUXCA TPYAOBOH A€ATEIbHOCTH.

4.17. OcyecTBlIeHHE IPHEMa, 3aTI0THEHHU, XPAHEHHU ¥ BBINAYH TPYOBBIX KHIDKCK.

4,18. OcdopmiieHHE JUCTKOB BPEMEHHOH HETPYIOCIIOCOOHOCTH.

4.19. YgacTue B BEICBOOOKICHHH paOOTHHKOB, IIOATOTOBKE IIPHKA30B O pEOPraHM3aIlHH
rnonpasaenenuii TeXHHKyMa, H3MEHECHHH 1ITAaTa U YACICHHOCTH COTPYIHUKOB.

4.20. Benenure y4eTa COTpYIHUKOB IEHCHOHHOIO H IIPEIIIEHCHOHHOTI0 BO3pacTa.

4.21. Benenue TabensHOrO y4era.

4.22. OdopMIeHHE TIPH 3a1pocax AOKYMEHTOB O TPYAOBOH [JEATEIbHOCTH COTPYIHHUKOB,
WK paHee pa6oTapumx B TexHHKyMe, HEOOXOMMUMEBIX /ISl HAYHCIICHIA IEHCHH IO CTApOCTH U
(M1IH) HHBAIATHOCTH.

4.23. TToaroToBka 1 0(popMICHHE KOMaHIUPOBOTHEIX JOKYMEHTOB.

4.24. CocTaBleHHe BCeH YCTaHOBIEHHOH OTYETHOCTH 10 KapOBBIM BOIIPOCaM.

4.25. TloaroroBka COOTBETCTBYIOIIMX JOKYMEHTOB II0 IEHCHOHHOMY CTPaXxOBaHHIO H
npencrasnenne ux B Conuansueiit Gorn Poccun (nanee — COP).

4.26. IloATOTOBKA JOKYMEHTOB, HEOOXOMMMEIX [ Ha3Ha4YCHHA IMEHCHH COTPYHHHKAM
TEeXHHKyMa, nipejicTaBnerne ux B COP.

4.27. loprotoska u opopmienue gokymerToB B AO «HIID I'asdormy.

4.28. Opraau3aiys apXuBHOI'O J€JI0IIPOM3BOACTRA.
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YTIOY «a3upom Texaukym HoBpld YpeHroin»

5. IlpaBsa

HavanbHMKY B COTpYAHHMKAaM OT/eNa KaJpoB U TPYJOBEIX OTHOIUEHHH MIPeIOCTaBIATCA
CIICOYIOIIHE IPaBa:

5.1. Ilpusumars ydacTde B OOCY)KACHHH IIE€PCHEKTHBHEIX H3MEHCHHH B KaJIpOBOM
COCTaBe Ha COBEN[aHHAX Y JApekTopa TeXHHKyMa.

5.2. BHOCHTL NpENJIOKEHHS II0 YCTPAHEHHI0 HMEIONIMXCSA HEJOCTaTKoB B 001acTH
¢opMHpOBaHUA NIEPCOHAA.

5.3. Tomy9aTs W3 IOApa3/IeNIeHui CBe/IeHHs, HeoOXOMUMBIE JUIS COCTABIEHHS CTIPABOK U
OTYETOB, B TOM YHCIIE C IOMOIIBIO CHCTEMBI SJIEKTPOHHOTO JOKYMEHT0000pOTa.

5.4. KoHcynsTHpoBaTh pabOTHMKOB IO BOIIPOCAaM, CBA3aHHBIM C OTOOPOM H HaWMOM
[IEPCOHAJA U IIOPAAKOM €T0 IIPOBEICHHS.

5.5. TpeboBath OT pyKoBOmuTeNedl moxpasmeneHHii TexHHMKyma COOIONEHHS,
YCTaHOBIICHHEIX [IPaBHJI PaCCTAHOBKH IEPCOHATA.

5.6. BHOCHTE IpeI0KeH s, HallpaBlIeHHEIE Ha COBEPIIEHCTBOBAHME TIpoIieayp oTbopa 1
paccTaHOBKH IEpCOHANA.

5.7. [lony4aTh ¥ NPOBEPATH JAHHEIE O COOMIOAEHHH PabOTHUKAMH IIPABHI BHYTPEHHETO
TPY/AOBOTO pAacIopsiKa, YyKasaHMH aJMHHHCTpAalMd II0 KaJpOBEIM BOIPOCaM, CBOMX
JOJKHOCTHBIX HHCTPYKLIHH.

5.8. Cobupare MHGbOpPMalMIO, HEOOXOOMMYIO I/ PacCMOTPEHHS 3asdBICHMH M Kanol
COTPYIHHKOB TeXHHKyMa, KacalOIIMXCA pAcCTAHOBKH, MEPEBONOB, IIEPEMEIEHHH H
PAIMOHAIBHOTO HCIIONB30BAHMA KaJpOoB M MpEaraTh aJMHHHCTPAMMA MEpHI 110 yCTPaHECHHIO
BO3HHKAIOMKX KOHQIHUKTOB.

5.9. KoHTponupoBaTh BBHIIONHEHHE IUIAHA IOBBIIIEHHS KBaIH(HKAIUH PYKOBOISIIHX
pabOTHHKOB, CIIEIMATHCTOB M CIyXKallkuX TeXHUKyMa.

5.10. TpeGoBaTh OT pYKOBOAWTENEH IOAPA3/ICNICHHH W HHBIX COTPYJHHKOB
NPEIOCTABTICHHS JOKYMEGHTOB M BEHINONHECHHA IIPaBHI, IPEIYyCMOTPEHHBIX BHYTPECHHHMH
HOPMATUBHBIMH JOKYMEHTaMH, PEryIHpYIONUX aTTecTaluio, GOpMHUpOBaHHE pe3epBa KaJIpoB
Ha BBIZIBHIKEHHE U JPYTHe MEPONIPHUATHA B 00JIaCTH yIIPaBIECHHSA IEPCOHAIOM.

5.11. TpeboBarth y pykoBOmMTENIeH OyXranTepHu U CIy:KOBI 10 SKCILTyaTaliy 30aHHH U
COOpYXEHHMI CBOEBPEMEHHOro oOecIedeHHs COTPYAHHKOB OTAena KaJpoB H TPYAOBEIX
OTHOIIEHHH OIIaHKaMH TPYIOBHIX KHIDKEK, HWHBIMH (POPMaMH KaIpOBEIX NOKYMEHTOB, & TakkKe
HOPMaTHBHO-METOAHIECKHMH MaTepHaIaMH II0 BOIpocaM paboTel ¢ EPCOHAIOM.

5.12. Tlomygats cBeeHUA 00 H3MEHEHHUAX B JTMIHEIX TaHHBIX COTPYIHHKOB.

5.13.IlpoBepaTh cOONIOZIEHHE PpEXKHMOB JICUYCHHSA, INPESIYCMOTPEHHBIX JIMCTKaMH
HETPYIOCTIOCOOHOCTH ~ BPEMEHHO  HETPYAOCIOCOOHBIX  COTPYAHMKOB M IPaBHIBHOCTB
o(hopMIIEHHs JOKYMEHTOB, YCTAHABIUBAIONINX TPYIOCIOCOOHOCT.

5.14. He TOTOBHTH ¥ He IPEICTAB/IATE B CTOPOHHME HHCTAHIIMM CBEICHHUS 110 KaJgpaM, HE
IpeyCMOTPEHHEIE YCTaHOBIEHHOH OTYETHOCTRIO M AEHCTBYIOMNM 3aKOHOAATEIECTBOM.
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6. OTBEeTCTBEHHOCTH

6.1. CoTpyIHHKH OTfeNa KagpoB H TPYJOBEIX OTHOMEHHH MOTYT OBITH IIPHUBICYEHEI K
OTBETCTBEHHOCTH 33 HEBHINONHEHHE WM HEHAJEKANlee BHIIONHEHHE [OCTABICHHBIX IEPEl
HAMM 3ajad ¥ QYHKIMHA B Ipelelax, OIPEJCICHHBIX NEHCTBYIOIIMM 3aKOHOIATEILCTBOM
Poccutickoit enepaluy.

6.2. HavampHMK OTHOeIa KagpoB W TPYHOBBEIX OTHOWIEHHWH H COTPYIHHKH HECYT
OTBETCTBEHHOCTH B CIydasdx IPHYHHEHIS MaTepUaIbHOTO ymepba — B [pejieliax, ONpeieeHHbIX
IeCTBYIOIIMM TPYIOBEIM M IPaXK/IaHCKHM 33KOHO/IATELCTBOM Poccuiickoii Denepaliy.
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HOBGIN YPEHI O YIIOY «a30poM TeXHAKYM Hosrrii YpeHroin»

C_@I'AEI[IPUM

JIueT cornacoBaHudA

PABPABOTAHO

HavansHHK OT/I€1a KapoB
¥ TPYXOBBIX OTHOLICHUH powsef—— WU.T. ®omenko

COI'JIACOBAHO

KOpuckoHCynbT W o 0.B. Ceperuna
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HOBbiA YPEHTOW " 5
PER YTMOY «asnpom TexuukyM Hopslii Ypeuroii»

JIueT perucTpanuu H3MeHEeHHH

No Homepa JIMcTOB (CTpaHHIL) Housep Iata
- | 3ameHeHH AHHYIUPOBAHH IMommuce BBEJNE
/11 HoBex HYJHDP H3MEHEHHS All L
BIX BIX U3MEHEHHS
Hsm.0
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