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TIB/I-101-2020

1. OG1ume mon0KeHUST

1.1. Otnen  kaapoB  SBIFETCA  CAMOCTOSTEIBHBIM CTPYKTYPHBIM
IIOApAa3eIeHuEM TeXHUKYMA.

1.2. Otnen xanpoB MOAYMHSAETCS HELIOCPEACTBEHHO IUPEKTOPY TeXHUKyMa.

1.3. PyxoBo/ICTBO ITOpa3AeiieHreM OCYIIECTBIIET HHCIIEKTOP 10 KaJipawm,
HA3HAYaeMBbIN Ha JIOJDKHOCTE M OCBOOOXKIAEMBIH OT HOKHOCTH MIPUKA30M
IUAPEKTOpAa.

1.4. Ha moimxHOCTE HcheKTopa 110 KaJipaM Ha3Ha4vaeTCs JUIl0, HMEIOIIEE
BEICIIIEE UJIU CpeHee CHeI_[I/IaJIBHOG obpazoBaHue 6e3 mpeabsIBIeHns TpeGOBaHIH K
CTaxy pabOTEI.

1.5. Ha Bpems OTCYTCTBHS HHCIIEKTOPA 10 KaIpaM ero JOJKHOCTHBIE
0053aHHOCTH MCIIOHSET U0, HA3HAYEHHOE ITPHUKA30M IUPEKTOPa TEXHUKYMa,
KOTOpO€ PpHOOPETaeT COOTBETCTBYIOIINE [IPaBa M HECET OTBETCTBEHHOCTL 34
KaueCTBEHHOE U CBOEBPEMEHHOE HCITOJIHEHME U BO3JIOKEHHBIX Ha HETO
0053aHHOCTEN.
1.6.0tzmen xagpoB KOIDKEH 3HATH M PYKOBOJCTBOBATHCS B CBOEH cIIyxe0Hoi
JIeSITeNLHOCTH:

-®enepansHbIM 3akoH0M «O6 obpazoBauuu B Poccuiickoit Oeneparum» Ne273-D3
oT 29 nexabps 2012 roxa;

-TPYHOBOE 3aKOHOAATEIIHCTBO;

-CTPYKTYpPY U IITaT TEXHUKYMA, €70 NPOQIIIL U CIEIHAIA3ALHIHN;

-TIOPSITIOK (bopMHpOBaHm BIIEKTPOHHOI0 0aHKa JAHHEIX O IIEPCOHANE TEXHUKYMA,
-OpraHu3aIio Ta6eJIBHOFO ydeTa, IOPAIOK HCYHCIIEHHUS OOIIEro U HeTIPEPHIBHOTO
cTaka paboTHI;

~[IOPSIOK pabOTEI ¢ KaApaMH, IIOATOTOBKH KaJpOB U IOBBIIICHHS KBaTU(QDUKAIHH
paboOTHHKOB, ' .
-npaBuiia 0QOPMIIEHHS], BEACHUSI U XPAHEHHUS JOKYMEHTALIUH TI0 JUYHOMY COCTaBY;
-HOPMAaTHUBHEIE JOKYMEHTHI TEXHUKYMa,;

-II0JIOKeHHe 00 06pa30BaTENFHOM YUPEIKIEHUH CPEIHETO poQeCCHOHATBEHOTO
o0OpazoBaHus;

-IIOCTaHOBIICHHU, TIPUKA3b], HHCTPYKIMK ¥ peKOMeHAau MuHUCTepCTBa
obpasoBarus PO u I{enTpocorosa POD.

1.7.PaboTa oTmena KapoB OCYILECTBIETCS C INIAHOM paboThI Ha KaJIeH,Z[apHBII/I
roJl, KOTOPBIA yTBEPXKAAETCA JUPEKTOPOM TeXHUKyMa. IIIaH cocTaBnsercs He
II03]THEE YeM 3a JIBE HEJeH [0 HACTYIUIEHUS KaJeHJapHOro TOa.

1.8.®OpPMEI OTUETHOCTIA O NESITEILHOCTH IIoZpa3ieJIeHUs ~-OTYET O BBIIIOJIHEHHOH
paboTe cornacHo KaleHAapHOro IUIaHa, CIaBaeMEbIi B cpok He mo3zaHee 30 nexaOps
OTYETHOIO MEePHO/Ia.

1.9.ITopsanok co3maHust, peoprasu3anus 1 TUKBUIALINS NoJIpa3eaeHIs
IPOU3BOJIUTCS NIPUKA30M TUPEKTOPa TEXHUKYMA.
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2. 3aga4u oTaena KaJgpoB

OTI[GJI KaZIpOB BBIIIOJIHAET CICAYIOUIHE OCHOBHBIE 33/1a4l;

2.1. IlonGop u pdccTaHOBKA KaZpoB.

2.2. Vder IMYHOTO cOCTaBa U BeJIeHHE KaIpOBOH JIOKYMEHTAIUH.

2.3. KoHTponb COOIIOASHNS IUCIIATIIHHEL Tpyna.

2.4. CoBmecTHO ¢ 3aMECTHUTEJIEM AUPEKTOPA IT0 WHHOBAL[MOHHOW M HAyYHO-
METOAUIECKOU paboTe MIaHUPYET i OPTaHU3YeT HOBLIIICHHE KBaNU(pUKAIUK U
aTTeCTALHUIO IIeJarOTHYECKUX KaJpoB.

2.5.00opMHUpOBaHUE KaJPOBOTO pe3epBa Ha OCHOBAHNH IIOJAHHBIX PE3IOME U
aHKET COMCKaTelel.

2.6.KoHTpONE COOIMIOIEHHS TPYLOBBIX ¥ COLUATBHBIX IIpaB pabOTHHKOB.

2.7.1lopmepxaHre U YKpeIIeHHE TTOJI0KUTEILHOTO colagbHO-
TICHXOJIOTMIECKOro KIIMMAaTa B TEXHUKYME, IPETyIPekRIeHNE TPYLOBEIX
KOH(IIUKTOB.

3. ODyHKIHH 0TIEA KaJapoB
Otnen xaapoB BEIIONHSIET crenyromue QyHKIAN:

3.1.0npenenerne Texkyel moTpe6HOCTH B KaJpax, aHallu3 TeKyIeCTH
KaJpoB.

3.2.Ilon6op nepcoHaia COBMECTHO C PYKOBOIUTEISIMHI IO pa3IeNeHu.

3.3.Yyactue B paspaboTKe IITaTHOTO pacrucanus.

3.4.JlokyMeHTHPOBaHNE IIpHEMa, TIePEBOIA, YBOMbHEHHS pabOTHHKOB.

3.5.11puem, 3amonHeH e, XpaHEHHE 1 BBIIAYA TPYAOBBIX
KHIDKCK(JJIEKTPOHHBIX TPY/IOBBIX KHIKEK).

3.6.Bezienne yueTa TMYHOTO cOCTaBa pabOTHUKOB OpraHu3aIH, 0popMIIeHHE
1 XpaHCHHEC ITIHBIX NNl COTPYIHUKOB, IIOATrOTOBKA U BBIAAYa II0 TPeGOBAHMIO
PabOTHHKOB CIIPABOK M KOIUiA JOKYMEHTOB.

3.7.loxymeHTampHOE 0GOpMIIEHHE CITyKeGHBIX KOMaHIPOBOK.

3.8.Cocranenue rpaduka OTIyCKOB M y4eT HCTIOMb30BAHMS OTILYyCKOB, a
TaKkXKe O(OPMIICHHE OTIIYCKOB B COOTBETCTBHH C Ipa()uKOM OTILYCKOB.

3.9.Bezenne yueTa paGoTAIOMUX B OPraHU3AME BOSHHOOGS3AHHbIX,

3.10.ITogroToBKa MaTepuazos AL IPeAOCTaBIEHUS pabOTHHUKOB K
MTOOIPEHUSIM.

3.11.I1oAr0TOBKA MaTEPHUAIIOB IO IPHBIEIEHUIO PabOTHHKOB K MaTepHalIbHOM
U IUCHMILIMHAPHON OTBETCTBEHHOCTH.

3.12.YuacTre B aTTecTaIiu PpabOTHHUKOB U MOBBIIIEHUH KBATH(QUKAITAN
PabOTHHKOB.
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3.13.®opmupoBanme KaZIpoBOT'O pe3epBa I BEINBHIKEHUS HA PYKOBOISIIE
JOJKHOCTH.

3.14.Opranmzanus tabersHOro ydera.

3.15. Odopmienne TIPHKA30B, BENCHUE XKYPHAIIOB ¥ PETUCTPAIMOHHEIX KHUL B
COOTBETCTBHUH C YTBEPKACHHOL HOMEHKIIATYpO# Aei, obecreye ue ux
COXPAHHOCTH CBOCBPEMEHHOM CIauH B apXUB.

3.16.KoopauHaImst nesTensHOCTH apXuBapHyca.

4. Opranuzanuonnas CTPYKTypa OTae/a KapoB
4.1.B cocras otnena KaJpoB BXOMAT: HHCIIEKTOP II0 KaapaM apXHBapuyc.

5. IlpaBa otnesa KaJApoB

Ornen xanpos umeer npaso:

5.1.1lomy4ats oT cTpyKTYpHEIX HIOApasieIeHN TOKyMEHTEI, HeoOXOUMBIE
JUTA 0QOPMIIEHHSI [IpHeMa, TIepeBoja, KOMaHJTMPOBAHMUS, OTITyCKa ¥ YBOJIBHEHMS
pabOTHHKOB.

5.2.llaBats B mpexmenax cBoeii KOMIICTCHIMN yKa3aHUsI CTPYKTYPHBIM
TIONPasNIeICHISIM 110 TOJI60PY, YIETy, PacCTAHOBKE U MOATOTORKE KaJpoB.

5.3.BHOCHTS IpenIoxkeHus mo COBEPIICHCTBOBAHUIO PabOTEI C KaJpamu.

5.4.Y nocroBepsarts TOPHAMHECKYIO CHITy TOKYMEHTOB 110 JINYHOMY COCTaBy,
BEIZIABAEMBIX PaOOTHHKAM.

5.5.KoHTponupoBars B CTPYKTYPHBIX IIOPa3ENICHUAM COOIONEHHE B
OTHOIICHUH PabOTHHKOB TPYIOBOTO 3aKOHOZATEIILCTBA, TIPENOCTABIICHHE
YCTaHOBIICHHBIX JIGIOT ¥ KOMITEHCALHIL.

5.6.1IpencraButenseTBoBaTh B YCTaHOBJICHHOM ITOPSIIKE HHTEPECH! 110
BOIPOCaM, OTHOCAIUMCS K KOMITETEHITHH OTHeNa KaIpoB, BO B3aUMOOTHOILIEHUIX C
TOCYapCTBCHHBIMU 1 MyHUIMITAIbHEIME OPTAHAMHY, 4 TAKKE JAPYTUMH
IPEAIPUATHAMHE, OPraHU3ALIIMH, YUPEIK IEHUSIMI.

5.7.Y4acTBOBATH B COBEIaHUIX, TIPOBOTUMBIX TEXHUKYMOM, IO BOIIPOCAM,
OTHECEHHBIM K KOMIICTEHIIMH OTAENa KapoB.

6.BsaumoorHomenns ornena KaJpoB

B xope BEITIONHE NS 38089 1 peanusanuy cBoMX GyHKIMIT OTHEN Kampos
YCTaHABIMBACT OTHOMICHNA M OCYILECTBIIET B3aNMO/CHCTEHE -
6.1.C mozmpasnenenusaMu o BOIIPOCaM IOy 9eH s HHPOPMALHHI O HEPCOHANE 1
COBMECTHOM ITOATOTOBKHU JIOKYMEHTOB,

&
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6.2.B3anMozelicTBre ¢ CTOPOHHUME OPTraHU3aIHSIMH.

6.2.1.C ropunudeckoi ciry60if 110 BOIIPOCAM COTIIACOBAHHS IPOEKTOB
PaCIOPANATENBHBIX JOKYMEHTOB.

6.2.2.C BBIIECTOSIIIMY OPraHU3aI[MAMU, OPraHaAMH BIACTH U YIIpaBJIEHUS 11O
BOIIPOCAaM IOJYYEHHUS W IIPEAOCTaBIEeHA] HHPOPMALIUU B paMKaxX CBOEH
KOMIIETEHITUH. ;

7.1lokazaTenn paboThI 0TAENA KAAPOB

Iloxasatenu paboTHI OT/ENa KaIpOB SBIISFOTCS:

-HaJIM49He WU OTCYTCTBHE 3aMEYaHUH 110 pe3yJIbTaTOM IIPOBEPOK U ayAUTOB 32
TEKYILEeH IIEPHOL.




		2021-06-17T14:56:27+0300
	Куцына Елена Ивановна




