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[Ipeauciosne

Hacrosmee [lonoxenne sipasercss HOpMATHBHBIM JIOKYMEHTOM Ui paboThl  OT/ena
KaJpoB € Y4YeToM OcCOOEHHOCTel  JesSTelIbHOCTH, pacrpejie]leHUeM  JIODKHOCTHEIX
00A3aHHOCTEH U MpaB KaKA0ro pabOTHHUKA, KOHKPETH3ALMEH MEXaHU3Ma B3aMMOICIHCTBUSA C
JPYTUMH I0Apa3Ac/iCHUAMHA Y HUBEPCUTETA.

CeeacHus o llojokeHnu

I PASPABOTAHO W BHECEHO ®enepaiibHbiM T1ocyapcTBEHHBIM OHOIKETHBIM
00pasoBaTe/IbHBIM  YUpeKAeHUEM BhIciiero obpaszosanus «MpKyTckuif rocymapcTBEHHBII
YHUBEPCHTET MyTEH COOOILEHU», OTJICJIOM KaJIpOB.

2 VTBEPXK/IEHO U BBEJIEHO B JIEMCTBUE npukazom pektopa YHUBEpCHTETA
or « » Mad 2012r. Nel56

3 IIPUHSITO Yuensim coBetoM YHuBepcutera (mpotokon Ne 6 or 24.11.2017 r.)

4 BBAMEH Ilonoxenus 00 oraeiie KaJapos, YIB. IPUKa30M PEKTOpa

ot 05.05.2012r. Ne 156.

5 UBJIAHUE nexabps 2017 .

O01ee KoJIMIeCTBO CTpaHHUIl — .

Hacrosmee ITonoxkenue He MOKET OBITH MOJHOCTBEO HIM YACTUYHO BOCIPOM3BE/ICHO,
THPAKUPOBAHO W PACIIPOCTPAHEHO B KayecTBe OQMUMAIBHOIO M31aHus Oe3 paspelicHus
OI'bOY BO Hpl VIIC.




Cucrema MeHeKMEeHTAa KauecTBa NeJUA.150000.03.5.006-2017 A
A .‘ OTBETCTBEHHOCTH PYKOBOJICTBA I
m’rs.fnc llonoxenue o nojpasuenennu «OT/en Kaposy
Conepikanue
1 CIOLIHC TTOBICHBIE oo i i i e e e e e S e s i s 4
2 OCHOBHBIE 38/1QUH TTOAPABIEITCHHS © o\ vve ittt ittt et e es e e eeenenennn 4
3 Crpyxrypa QYHiuil ORPAIMCTHOHIM . v vwsisisss sisioiissssvaios issisiss iaiiaisse 4
4 KOHTPOIIb 38 TEATEIBHOCTBED ... vussesssens et se e e e e e e e e eee e eeeeeeen e 5
S VApOBTEHHS TOR A BITOEMRRE v s sumesmonsbie et i s s o s 5
6 IIpaBa 1 00sA3aHHOCTH COTPY/AHUKOB MOAPABICTCHUS ..o, 6
7 JIOKyMEHTaLHA IIAHHPOBAHUS H OTUETHOCTH ...ovuvrnensenensnieenannnnns. 7
8  Ilopanok peopraHu3ariuy M JIHKBUIAIMH TTOAPASAETEHHS «.ovvvvrererreennnn.. 8
D OTBETCTBEHHOCTD +e.vuvneneruesrusssnnnsasnsssnsonssinnsnssonsnsnssnsnenssssoensions 8
10 Ouenka KauyecTBa JAESTEIbHOCTH HOAPAZICTCHUS ...voveveneeeeeaeseennnnnnn 8
1 ITopsizok BHeceHUS u3MeHEHUH B [TOMOMKENTE ... ..o, 8
JINCT PETHCTPALMH U3MEHEHHM ...vvvnininirinvniersisieinencnensnrnsnessnonsessonne 10
JIOIDKHOCTHEIC HHCTPYKIIHH COTPYAHHKOB OTHCIA KAPOB .euvveransnrnnnn... 11




CucreMa MeHeKMEHTA KayecTBa No I1.150000.03.5.006-2017 4
OTBETCTBEHHOCTD PYKOBOJICTBA

[Tomoxxenue o mojapasaciIcHuH ({OTiIeJ'I KaJapoB»

1 O61ue nonokenus

1.1 Otragen  kaapoB sBISCICS  CTPYKTYPHBIM — mojpasjenenueM  denepanbHoOro
roCyaapCTBEHHOTO OIOKETHOTO 00pa3oBaTeIbHOrO YUPEHKICHHS BBICIIEr0 00pasoBaHMs
«MIpKyTCKHii rOCY/IapCTBEHHbIH YHHBEPCHTET My Tel coo0IIeHns (1anee Y HUBEPCHTET).

1.2 B cBoeit gestensHocTt OT/T KaIPOB PYKOBOJACTBYETCA:

- Konerurynueit Poceuiickonn denepannu;

- OesepanbibiM 3akoHoM «O0 obpasosanuu B Poccniickoit Menepaumu» ot 29.12.2012

rojga Ne 273-@3 (pen. or 19.12.2016);

- TpynoseiM kogekcom Pocceuiickoit Dejtepaltii ¥ MHBIMA HOPMATUBHBIMU MPaBOBBIMH
aKTaMH, COAEPKALUMU HOPMBI TPYI0BOT0 MPaBa.

- YceraBoMm YHHBepcUTeTa;

- [IpaBuiiaMu BHYTPEHHET0 TPYAOBOIO paciopsjika Y HUBEpPCHTETA.

- KomiekTHBHBIM 10roBOpoM YHHUBEPCUTETA.

-ITonoxkeHneM O NIEPCOHATBHBIX TAHHBIX paOOTHUKOB Y HUBEPCUTETA

- HactoawmmM [lonoxenuem.

1.3 Orzen kaapoB NOJYHHAETCH HEMOCPEACTBEHHO PEKTOPY.

1.4 Otnmen xaapoB BO3INIABNISET HAYAJIbHHMK, HasHavaeMbli M OCBOOOXKJIAEMBIH OT
3aHUMAeMOM JIOJKHOCTH IPUKA30M PeKTOopa YHMBEPCHTETa B COOTBETCTBHH C TPYJIOBBIM
3aKoHoaare/becTBOM Poccuiickoii Menepanun.

1.5 Crpykrypa Oraena KaapoB M €ro IITaTHOE PaclHCaHHE YTBEPIKIAIOTCA PEKTOPOM

YHuupepcurera.
1.6 Corpynnuku OTtaena KajapoB obecrneuynBaloTes NMOMENIeHUsIMH, 000py10BaHHBIMH

CpelCTBaMH KOMI’[bI'OTe]JHOﬁ TCXHUKH H OPITEXHHUKH, KOMIIbIOTCPHBIMH IIPOIrpaMMaMH,
HEOOX0IMMBIMU JUJIS OCYIIECTBJICHHUA MMH CBOMX JTOIZKHOCTHBIX 00s13aHHOCTE!. MeOeIpIo 1A

paboTHl ¥ XpaHCHUSA JOKYMCHTOB.
1.8 Otaesn KagpoB OCYLIECTBISIET B3aUMO/ICHCTBUE € TOJIpa3/IeenusIMu Y HUBEPCUTETA

H q)HJII‘la_"IﬂMH B paMKax JICATCILHOCTH NMOAPasACICHHA.

2 OcHosHbl€ 3a1aun OT1ea KaapoB

2.1 OcnoBubiMH 3aadyamMu OTle/a KapOB ABJISAIOTCS:

e Opranuszanus u mposejaeHHe paboTsl 110 1noAdopy, pacCcTaHOBKE W NEPEMELICHUIO
KaJIpOBOIr0 COCTaBa B COOTBETCTBHM € YTBEPKIEHHOH HOMEHKIATYPOH MO/KHOCTEH
M LITATHBIM PaciiiCaHHEM.

e H3yueHnue JIeNOBBIX M MOPAIbHBIX KauyecTB PAaOOTHHKOB I10 HX IPaKTHYECKOMH
JACATEIIBHOCTH.

L Oprafm?.aum BCEX BHJOB BEJCHHMHA YU€Ta W COCTABJICHHA OTYCTHOCTH 110 KalpaM
pabOTHHUKOB M CTYACHTOB.

e KOHTpOJIb 32 COCTOSTHUEM TPY/I0BOM JUCUUIUIMHBL B Y HUBEPCUTETE.

3 Crpykrypa ¢pyukimit Otaena kaapos
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3.1 Jlns  BBIIOIHEHHS IOCTABICHHBIX 3agay  Otjaena  KajpoB, CIPYKTypa
bynkunonansnoro  yrnpasiaenus (COVY) BximouyaeT OCHOBHBIC 00JaCTH €€ AESTEIbHOCTH,
KOTOpBIC PeANN3YIOTCS B YHHUBEpCHTETE, Ul OOecrneyeHus JAOCTHIKEHUS CTpaTernyecKux
ejael YHuBepcuTeTa.

3.2 B obmem Buge COY yacTHYHO OTpa)KaeT TUIOBYIO CTPYKTYPY (2JI€MEHT THIIOBOM
CTPYKTYphl) KoOMIUIEKCHOrO r11aHa pasBUTHS YHHBEPCHTETa Ha TPEXJICTHWI IEPHOI.
OcHOBHBIC BULI paboT, BeinoaHseMsle OTISIOM KaJpoB, MPEACTABICHbBI B3aUMOCBA3aHHBIMH
OJIoKaMu,

COVY ornena, BBIIOJIHEHHad B BHUAE (YHKIMOHAIBHON CXEMBI, IpEJACTaB/ICHA B
MPUITIOKEHHH A 1 b.

3.3 lrarnHoe pacnucanne OTena KaaApoB ONpeIessieTes B YCTAHOBICHHOM TIOPSIKE U
YTBEPKIAACTCS MMPUKA30M peKkropa YHuBepcurera. B pamkax BbIJEJIEHHOrO IITATHOIO
pacnHcaHus 1oA00p KaHJAMJATYp, HCIONB30BAHHE YCTAHOBJIEHHOTO (OHIa 3apaboTHOI
I1aTel, IpeicTaBieHHe pabOTHUKOB Ha YBOIBHEHHE OCYIICCTBIACT HavaupHMK Otaena
KaJpoB.

3.4 Pacnpenenenue o0a3aHHOCTEH, MeXy pabOTHMKaMU Kadeapsl IMPOM3BOMMTCS
HavyanbHUKOM OT/e/1a KaJpos.

3.5 Corpyanukn Otaena KaApoB HA3HAYAKOTCS H OCBOOOKIAIOTCS OT AOJKHOCTH
IPUKA30M PEKTOpa IO COrTacoBaHHUIO ¢ HavalpHUKOM OTjena KaJpoB B COOTBETCTBHH C
TPYAOBLIM 3aKoHO1aTeILCTBOM Poccuiickoit deneparmn.

4 KoHTpoas 3a nesreiibHoCThI0 OT/1e1a KajipoB

4.1 O0wui KOHTPOJIL 3a JeATeIbHOCTEI0 OT/IeN1a KaJIpoB OCYIIECTBIACTCS PEKTOPOM
Yuusepcurera.

4.2 KOHTpO/Ib BBINIOJHEHHS OCHOBHBIX 3aja4, GyHKUW U obOs3anHocTel Otaena
KaJpOB OCYIIECTRISETCS HENOCPEICTBEHHO PEKTOPOM.

5 YnpasiaeHue noapasacieHuem

5.1 PykoBozucrso OTen10M KaJIpOB OCYIIECTBIIAET PYKOBOJAUTEb - HAYaIbHHK OT/IEJIA
KaJIpOB. Ha3HAYaeMbIH MPUKA30M PEKTOpa YHUBEPCUTETA HA CPOK, OIPEUCIIACMBIN TPYAOBBIM
JIOTOBOPOM.

5.2 Havanenuk Otaena KajpoB yvacTByeT B padoTe NOApasieieHuil, rue
o0cy:kaaloTes W pemiarotes  Bompockl  jgestensHocTH  Otaena. OH HECeT  JIMUHYIO
OTBETCTBEHHOCTL 3a BCO JeatenbHocTh Otaena. Cpoku u GopMBI OTYETa HAaYaJbHHMKA
Otzena kapos, 0 paboTe BO3IIABIAEMOr0 MM MOJPA3/IeICH s YCTaHABIMBAIOTCS PEKTOPOM.

5.3 Bcee ykazanms, kacaiommecs jgestenbHocT OTiena KajpoB MM €€ OTHEIbHBIX
pabOTHUKOB, MCXO/SIIME OT PYKOBOJCTBA YHHMBEPCHTETA, PACIPENEIIHOTCS COTPYAHMKAM
nojpasjenenus HadaIbHUKOM OTaena Kapos.

5.4 Havaneuuxk Otaena KaJpoB BIIpaBe JIeJIErHPOBATh 4YacTh CBOUX TTOJHOMOYHI
COTPYAHUKAM CTPYKTYPHOTIO HOJpa3/ieeHus.
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5.5 HauanbHuk oOT/€7a KaJpoB JIOJDKEH HMETh BbiclIee MPOQEecCHOHAIbHOE
obpasoBanue ¥ cTask paboThl 110 OPraHU3alMK| U YIPABICHHUIO KaApaMy Ha PyKOBOIAIIMX
JIOJZKHOCTSIX HE MEHee 5 JeT.

5.6 Ha nepuoj OTCYTCTBUS HavyajbHUKA OT/AEda KajpoB (OTIYCK, KOMaHIMPOBKa,
Gosie3Hb M 11p.) €ro 00sA3aHHOCTH HCTIOIHAET 3aMECTUTE/b HaYaJIbHUKA OT/IE)1a KaIpoB.

6 IIpaBa u 00s3aHHOCTH COTPYAHUKOB OT/1€/]1a KaJpOoB

6.1 O043aHHOCTH, NpaBa. MOJHOMOYMA HavdaasbHUKa OTaena KaapoB, a TAKKe J10/HDKHOCTEH B
COOTBETCTBHUM CO IUTATHBIM PACIHCAHUEM, ONPEAENCHbl JOKHOCTHBIMH MHCTPYKLHUAMHU,
MPe/ICTABICHHBIMH B IPHJIOKEHHUH b.

6.2 K xomnerenuuu Oraena  kaapo paGOTHUKOB  OTHOCATCS  CJEAYIOLUIME BHJBI
JIeATEBHOCTH:

6.2.1 OOGecneyenne VYuuBepcuTera KajapamMu pabouMx, CHyKAallUX M CHELHAIUCTOB
TpebyembIx npodeccuii, crenuambHocTell M KBAIMQHUKAIMM B COOTBETCTBUU C LIEJISAMH,
crparerueii M npoduieM, HUIMEHSIOIMIMMHUCS BHEIIHUMM W BHYTPEHHHUMH YCIOBHSAMH
JIeSITEJIbHOCTH.

6.2.2 Paszpaborka npeuioskeHHii O HOMEHKJIATYpe JIOJIKHOCTEH pabOTHHMKOB,
HA3HAYAEMBIX K OCBODOK/1aEMBIX PEKTOPOM.
6.2.3 [Totbop wu  orbop  paOOTHMKOB  COBMECTHO €  PYKOBOJIUTEISAMH

3aHHTCPECOBAHHBIX I10Pa3e]eHNH U BHECEHHE COOTBETCTBYIOLIMX IIPEUIOKECHUH 110
MX Ha3HA4YCHHMIO Ha YKa3aHHBIC [10JDKHOCTH, O(QOpMIIEHHE HEOOXOAMMOH Ui 3TOro
JIOKYMEHTALIUH.

6.2.4 COBMECTHO C PYKOBOJAMTEISIMU IOJpa3/Ie/iCHHil M3Y4YEHHE JCJIOBBIX M MOpaJIbHBIX
KauecTB padOTHUKOB B TMpOIecce MX MNPAKTUUECKON JIeSTeNIbHOCTH W BHECEHUE
MPEUIOKEHUH 0 NEPEMEIICHHH U BBIIBHKEHUH pabOTHHKOB.

6.2.5 Opraauszanus ©W IpoOBeJeHUe aTrecTaliud  pabOTHHUKOB, €€ METOJHYecKoe |
HHpOpMaLlMOHHOE oOeclieyeHre, YJyacTUe B aHalM3e pe3y/IbTaToB AaTTECTAllMH,
OCYILECTBICHHE IIOCTOSIHHOIO KOHTPOJIS HaJl XOJIOM  BBIIIOJIHEHUS peLIeHHI
aTTECTALMOHHON KOMHMCCHH.

6.2.6 IloaroroBka u opranuzaiusi paboThl 10 KOHKYpcHOMY oTOOpY Mnpodeccopeko-
NPEIo/IaBaTe/IbCKOro0 COCTARa U 3aK/JIF0UCHUIO CPOYHBIX JI0TOBOPOB.

6.2.7 YcraHoBieHHe NPAMBIX CBA3EH ¢ yUeOHBIMU 3aBe/ICHUAMU U CTYKOaMH 3aHATOCTH.

6.2.8 Odopmienue npuema, nepeBojia U YBOJIbHEHHS pPAOOTHUKOB B COOTBETCTBUMU C
TPYJOBBIM 3aKOHOAATE/ILCTBOM, IOJIOKEHUAMM, HHCTPYKLIMAMHU U IIPUKa3aMH PEKTOpa.

6.2.9 VYuer JIMYHOrO cocrasa, OQOPMICHUE H XPAHEHHUE JIMUYHBIX JI€Jl M APYIHUX JOKYMEHTOB
[0 KaJipam.

6.2.10 Ilpuem, 3anosHeHHE, XpaHCHUE U BbJlaya TPY/10BBIX KHHIKEK.

6.2.11 PaGora ¢ nporpammoii 1C:llpeanpusatue «3apruiaratKaaper» (BBeaeHHME JHYHBIX
JAAHHBIX [POQECCOPCKO-IIPEIOIaBaTe/IbCKOro cocrasa, y4eOHO-BCIOMOraTelbHOro
nepcoHana,  aJAMUHHCTPATUBHO-YNPABICHYECKUX  COTPYAHMKOB M MJIAJIIIEro
00C/1YKHBAIOLIEro [IEPCOHAIA; IBHKEHUE COTPYIHUKOB).

6.2.12 lloaroroBka AOKYMEHTOB JUIsl [peicTaB/ieHusi pa0OTHUKOB K IIOOLLIPEHHUSIM.

6.2.13 IloaroroBka JAOKYMEHTOB TIO TMPUBICYEHUIO pPAOOTHUKOB K MAaTepHAILHON U
ﬂHCHHHﬂHH&pHOﬁ OTBETCTBECHHOCTH.
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6.2.14 Cocrapienue rpapuka OTIIYCKOB, YUET HCIOIb30BaHUA PaOOTHHKAMH OTIYCKOB,
ohopmIeHHE OYEPEIHBIX OTIIYCKOB B COOTBETCTBUM C YTBEPHKICHHBIM IpagukoM M
JIONIOJIHUTEIILHBIX OTITYCKOB.

6.2.15 Bbigaya cripaBoK paboTHHKaM 0 paboTe B Y HUBEPCUTETE M 3aHUMACMOH J0JDKHOCTH.

6.2.16 KOHTpOJIb 3a COCTOAHUEM TPY/L0BOil AMCIHILTHHBI B 10pa3/ie/IeHUsIX Y HUBEPCHTCTA H
3a cobmoiennem paboTHukamu [IpaBui BHYTPEHHET0 paciiopsi/ika.

6.2.17 AHallu3 TEKYUYECTH KaJpOB.

6.2.18 Paccmorpenue xkano6 v 3assienuii pabOTHUKOB 110 BOIPOCAM IpHemMa, MepeMelleHus
M YBOJILHCHHS, HAPYLICHHS TPY10BOI0 3aKOHO/IATE/ILCTBA.

6.2.21 TlpuHsTHe MEp K BBIABICHUIO M YCTPAHEHHMIO I[PUYHH, [MOPOKAAIOIINX K005l

pabOTHHUKOB.

6.3 HauanbHUK OT/1€/1a KaApOB HAIEJICH CICAYIOIUMHU IIPaBAMHU:

6.3.] BHOCHTH Ha paccMOTpEHHE PEKTOpY MpPEeIIOKEHHs IO BONpOCaM, BXOIALIMMH B

KOMIIETEHIIMIO OTJIEJ1a Ka/[POB.

6.3.2 BHOCHTb NPETOKEHUS 110 A€ TEIbHOCTH APYIUX MOApa3Ie/ieHnii Y HUBEPCHTETA.

6.3.3 TlpeicTaBUTENLCTBOBATh B YCTAHOBICHHOM MOPSAKE OT WMEHM YHHBEPCHTETa IO
BOMPOCAM. OTHOCSIIMMCS K KOMIICTEHLIMH OTJ€a KajpoB BO B3aHMOOTHOLICHHAX C
rocy/lapcTBEHHBIMH M MYHMLUMIAQJIBHBIMH ~ OpraHamMH, a  TakkKe JApyrHMH
[PEANPUITUAMHE, OpPraHu3alUsIMU, YUPEXKICHHAMU, B TOM 4YHCJI€ areHTCTBaMH 110
HaiMy Y cl1y>KOaMH 3aHITOCTH.

6.3.4 VYvacTBOBaTH B TOJrOTOBKE M COIVIACOBAaHMH IUIAHOB YHHUBEPCHTETd B 4acTH
[epcoHala.

6.3.5 JlaBarh 1OUMHEHHBIM pabOTHUKAM YKa3aHusl, 00513aTCIbHBIC U1 HCIIOIHECHUA.

6.3.6 YuacrtBoBaTbh B paboTe KOMHCCHIi, Ha KOTOPBIX pacCMaTpUBaIOTCs KaJApOBEI€ BOIIPOCHI,
a TaKyKe MPOBOJIMTL COBEIIAHMS 110 BOIIPOCAM, BXOAANIUM B KOMIETEHIMIO KaJpOBOro
yIIpaBIeHHUA.

6.3.7 Tlpu BbISABIEHMM HapPYUIEHUH TPYJAOBOr0 3aKOHOAATEIbCTBA COCTABIATH AKTHI,
JTOKJIAHBIC 3allMCKW, OTYETHl W TPEJCTaBIsATh MX HOPUCKOHCYJIBTY /IS MPaBOBOIO
aHajIM3a M TIOCHENYIOIIEH Tepeaayd pekropy YHHUBepCcUuTeTa UId IPUBICHYEHHS
BMHOBHBIX K OTBETCTBCHHOCTH.

6.3.8 HauanpHuK OT/Ie/1a KaJIpOB TOJAMUCHIBACT (BU3HMPYET) HOKYMEHTBHI, CBS3aHHBIE C
110100pOM M JIBHKCHUEM Ka/pOB, YYETHBIC (HOPMBEI.

7 ,HOK}’MCHT&IIHH IUIAHUPOBaHUA M OTYCTHOCTH

7.1 deaonpoussoactso Orjiena KaJpos.

CornacHo OpHHATEIM B YHuBepcurere npaBwiaMm  OTOea  KaapoB — BeseT
AeI0npon3BoAcTBO. OTeT KajJ[poB MMEET CBOIO JOKYMEHTALHMIO (IIPAaBOyCTaHAB/IHBAIOILYO,
METOAMYCCKY, QHHAHCOBYIO M T.J), OTPAKAIOILYIO COJAEPIKAHUE, OPraHU3aLHI0 H METOIHKY
BBITOJIHEHHS BUIOB JCATEIbHOCTH KOJJICKTHBA B IIEJTOM M KaX10ro pabOTHUKA B YaCTHOCTH.
[lepewens  oOs3aTeNbLHOM W JIONOJHUTE/NBHOW  JokymeHTauuun  Otaena  KaJapoB
perJIaMeHTHPYIOTCS HOMEHKIATYPOIt Jiel Mojipas/ie/eH s, COrIacoOBaHHOH ¢ 00IMM 0TACIOM
YHuBepcurera.

7.2 CTpaTernyeckoe 1 ornepaTuBHOE IUIAHUPOBAHKE.
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7.2.1 Pabora Otjiena KaipoB OCYHICCTBIACTCS B COOTBETCTBHH € NMEPCIICKTHBHBIMU (Ha
TPH T0jJa) M TEKYIIUMH (Ha KaJeHJapHBIA TOJ) IUIAHAMH, OXBATBIBAIOIMMH BCE BHUJIBI
NeATeIBHOCTH — TPYJ10Bast, BOCIIHTATE/IbHAM, IPOU3BOICTBEHHA, XO3HCTBCHHAS.

7.3 JIoKyMeHTalHs OTYETHOCTH

3acnymmBanue U obcyknenue oruetoB Oraena KaapoB O XOIE BBINOJHEHHA 3THX
[IAHOB TPOM3BOAMTCA Y IICPBOrO I[POPEKTOpa YHHBEPCHTETA, NPH HEOOXOAMMOCTH, Ha
3ace/[aHusAX peKTopaTa W YUeHOro cobera YHHUBEPCHUTETa B COOTBETCTBHH C IUIAHAMH HX
paboThL.

8 [lopsiaoK peopraHu3alluy ¥ JIHKBHIAIIHH

8.1 Peopranmsaums u nukeugauus Otaena KagpoB IMPOM3BOJMTCA B COOTBETCTBUH C
IPUKA30M PEKTOpA Ha OCHOBAHUHU pelIcHHs Y YEHOro coBeTa Y HUBEPCHTETA.

8.2 Co3nmanue, peopranu3anus M JHKBHAAIMA TO/pas3/ieneHuit B crpykrype Otaena
KaJIpOB IPOU3BO/ATCS B COOTBETCTBUHU C MPHUKA30M PEKTOpa IO MPEJCTaBICHUIO HaYaIbHUKA
Otaena kajpoB.

9 OTBETCTBEHHOCTD

9.1 Havansnuk Otjies1a KagpoB HECET BCIO MOJIHOTY OTBETCTBEHHOCTH 3a KAYCCTBO M
CBOEBPEMEHHOCTh BBITIONIHEHWA 3a4ad W (QYHKUMH, BO3/IOXKeHHBIX Ha OtTaen Kaapos
HacTosiuuM I losioikenuem u JPYTrAMH JIOKAJIbHBIMH MPaBOBBIMH aKTaMU YHHBCPCHTCTEL

0.2 B ciayuae HEOTHOKpATHOTO HapylleHHs 00sM3aHHOCTEH W HEBBIIIOJIHEHHSI CBOMX
00s13aTeIbCTB HauanbHUK OTHENa KagpoB MOXKET OBITH OTCTPaHEH OT JOKHOCTH NPUKA30M
peKropa.

9.3 CreneHb OTBETCTBEHHOCTH JPYTHUX padoTHUKOB OT1/1€/1a KaJIPOB yCTAHABIUBACTCS
HX JOJUKHOCTHBIMM MHCTPYKUUAMH M JIPYTHMH JIOK&JbHBIMH TIPaBOBBIMH  aKTaMH
YHuusepcurera.

10 Ouenka kauecrsa gesreibHocty Otraena Kajapos

Ouenka kauecrsa jestelibHocTH OT/el1a KajpoB OCYLIECTBIISIETCS Ha OCHOBE JaHHBIX:

- aHaJIM3a BBINOJHEHU IU1aHa padoTel OTaena Kaapos

- BBIOJHEHHS oOsA3aHHOCTEH coTpyanukoB OTaesna KaapoB B COOTBETCTBUM C
JIOJGKHOCTHBEIMHA MHCTPYKITUAMU;

- pe3yJIbTaTOB BHYTPEHHETO ay/IuTa JeATeTbHOCTH M0/1pa3/Ie/IeHUs;

- pe3yJbTATOB CaMO000C/C/I0BaHNSA, BHYTPEHHHX H BHCIUHUX ayIHTOB CHCTEMBI
MEHE/PKMEHTA KauecTna:

- TIPOXOJKJICHUSA KOMIUIEKCHOM OLIEHKH JEATEILHOCTH YHHBEPCUTETA U €ro (PHIHAIOB
(JIMLIeH3MPOBAHHE B FOCYAAPCTBEHHAS aKKpeUTaIlHs).

11 ITopsnox BHeceHus u3Menenuii B [Tonoxxenue

11.1 M3amenenuss B tekcr Ilonokenuss o0 Otiene KajapoB BHOCHTCSH B CICAYIOIIHX
cirydasx:

- TIpH M3MeHeHHH cTatyca OTaena KaJapos;

- NP M3MEHEHHH OpraHM3allMOHHO-YIpPaBIeHYeCKOH CTpyKTYphl OTzela KaJpoB HIIH
VHuBepcuTeTa;
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- [pu 3aMeHe, 100aBJIeHMH WM MCKIIOYEHUM OTACHbHBIX (QYHKUHH B JEATECILHOCTH
Otzena Kagpos,

- NpU BHECEHMH M3MECHCHHIl B HOPMATHBHYIO M PAcrOpAIUTEILHYIO JOKYMCHTAIMIO
BBICHIMX OpPraHoB yrpapiaeHus (PeepaibHOr0 areHTCTBA JKENE3HOI0POKHOI0 TPAHCTIOPTA 1
Jp.), @ TAKXKe Ha OCHOBAHMH PEIeHHiT OPraHoB YIIpaBJIeHUSA YHUBEPCUTETOM;

- B JIp. cllydasx.

11.2 llopagok BHecenus usMeHennii B Ilonmoxenue onpenesncH TpeGOBaHUAMH
JIOKYMEHTHPOBAHHOI TIPOLENYPhl «YIIPAB/ICHUE AOKyMEHTAIHEH» (Ne J111.250000.01.4.090-
2012). Ormerka o BHeceHuM wu3MeHenudt B Teker [lomoxenns 06 Orpene KajapoB
IpOCTaBIACTCA B Jluct perucrpalun U3MEeHEeHUMN.

11.3 Ortmena Ilonoxkenuss 00 Ot1/ee KaJ[poB OCYLICCTBIISIETCH MPUKA30M, B KOTOPOM
[IPUBOAUTCA COOTBETCTBYIOMICE OOOCHOBAHME (TMKBUIALMS WM PEOpraHu3arms OTAca,
BHEJ(PEHNE HOBOTO THIIOBOTO IOJIOKEHHs 00 OT/le/Ie B3aMeH AeiiCTBYIONICrO 1 Ap. ).

COI'NTTACOBAHO

HauaipHUK YIpaBaeHus 1paBoBoro obecrneyeHus -

1 KajlpoBOii pabOTHI 4 K. 0. Yconbues
= v

HauanpHuK 0011ero or/iena . L,Lﬂ_,m A. B. Kypunko

PA3BPABOTAHO

HauansHUK OT/1€/1a KaJpOB I".J1. YUepHsbiesa
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JIueT perucTpalMi U3MeHEeHHH

HacTh TEKCTA,

O011ee KOIHMYECTBO

OcHOBaHue [Ton-

[0JUIeKABLLET0 H3MEHEHUIO
CTpaHMIL
B JIOKYMEHTE
= Uit BHeceHust | much | Jlar
Ne nocie W3MCHEHUS, OTB. | a
No BHCCECHHUS
MOJUTYHK BHeceHusi | No JOKyMeHTa | MWCIL.
[IyHKTa H3MCHCHHU =
Ta " A3MEHEHU
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JIOJDKHOCTHBIE MHCTPYKIIUU COTPY IHUKOB OT/IEJIA KAJIPOB

JOJDKHOCTHAS MHCTPYKLIMA

HavaILHUKA OT/Ie/a KapoB
1 OO1ue nooKeHus

1.1 Hauansuuk oT/ena KajpoB @PeaepalbHOIO I'OCYAAPCTBEHHOrO OHODKETHOrO
00pa3oBaTeNbHOrO yupex/enus Boiciiero oOpazoBanus «MpKyTCKMi ToCyIapCTBEHHBIN
VHUBEPCHTET IyTEi cooOmIeHMs» (7ajee MO TEeKCTY — YHHUBEPCHTET) OTHOCHTCS K
KaTEerOpUH PYKOBOJIMTENEH.

1.2 HavanpHuK OTJ€Ja KaJpOB HA3HAYacTCs Ha JO/DKHOCTH M OCBOOOK/IAeTcst OT
JIOJIKHOCTH TIPUKA30M PEKTOpa YHMBEPCHTETA B COOTBCTCTBHH C HOPMaMH TpPYLOBOTO
3aKoHo1aTenbeTBa Poceuiickon @enepanum.

1.3 HavanpHUK oTjena KaapoB [IOJUYMHAETCS PeKTOpY H  BBLIMNOJHAET CBOU
00S3aHHOCTH MO/1 €r0 HENMOCPEJACTBEHHBIM PYKOBOICTBOM.

1.4 Ha mnepwoj BpeMEHHOro OTCYTCTBHSI Haua/lbHMKa OT/€/1a KaapoB (OTIYCK,
KOMaHIMpOBKa, 00JIE3Hb M T.II.) €ro 00A3aHHOCTH HCIIOJIHAECT 3aMECTHTE]h HavyalbHUKA
oT/Iena KaJapoB.

1.5 Hacrosmas [0/KHOCTHAS  MHCTPYKIMA — pazpadoraHa Ha  OCHOBE
xapakrepucTikn  KBaanpuKalMOHHOTO CHpaBOYHMKA JIOJUKHOCTEH PYKOBOIMTEIICH,
CHNENHATNCTOB U Jpyrux ciayxkamux» (yrB. [loctanoBiennem Munrpyna Poccuu ot
21.08.1998 Ne 37 (pea. Ot 12.02.2014)

2 Kpanupukanuonusle TpedoBaHusl

2.1 Ha JOJGKHOCTL HavyaJiIbHHKa OTAC/Ia KaJIpoB Ha3HaudacTCH IO, UMEKOIEE
BhICHIee MpodeccHoHaibHoe o0pa3oBaHue M cTax padOThl 110 OpraHM3alMyi YIpaBJICHUA
KaJpaMHi Ha pYKOBOJAILEH NODKHOCTH HE MeHee 5 JIeT.

2.2 HavaneHHUK OT/€la KaJpOB B CBOCH AeATe/IbHOCTH JOJIKEH 3HATh:

3aKOHOJATCJIbHBIC M HOPMATHBHBIC ITPpaBOBBIC aKTbhl, METOMUYECKHE MaTEpHaJIbl 110

VIPABJACHHIO [IEPCOHAIOM, - CTPYKTYPY H LUTATHI YHHUBCPCHTCTA, HepCl'IeKTI/IBBI Pa3sBUTHA.
Ka/I[pOBYIO TOJIMTHKY H CTPATCrHio }’HHBepCHTeTa; NOPAI0K COCTaBJIEHHUA TMPOTHO30B,
orpelieiceH1A I'ICpCHEKTHBI-lOﬁ H TCI{)’LU,C}‘TI IIOTpGﬁHOCTH B Kaﬂpax; HCTOYHHUKH
obecrieucHus Oopranu3zallli KalpaMH. COCTOSHHE pPhIHKA Tpy/a. CUCTEMBI H MCTOJEI
ONIEHKH TepcoHaIa; MOopAI0K D{I)OPM.‘IGHILH, BCICHHUA M XpaHCHHA JOKYMECHTAaIuH,
CBA3AHHOM ¢ KajipaMu M MX JIBWXKEHHEM: MOpSA0K (OpMHpOBaHUS U BCICHHs OaHKa
JIAHHBIX O TEpcoHaje OpraHu3aiiu; OpraHu3aluio TadejsbHOro y4era, METOABl y4deTa
JABHOKCHHA KaJpoB, MNMOPAJOK COCTABICHUA _VCTHHOBJICHHOﬁ OTUETHOCTH, BO3MOXHOCTH
HCIIOJIB30BAHMSL COBPEMEHHBIX HMH(OPMAIMOHHBIX TEXHOJOTUI B padoTe KaJpOBbIX
CJI}’)KG; OCHOBEI COLHOJ/IOIHH, IICHXOJIOTHH H OopraHusalmnm Tpyaa: OCHOBBI
npodeccuorpaduu; 0cHOBbI IPOGHOPHEHTALMOHHON padOThI; OCHOBEI 9JKOHOMHUKH,
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OpraHM3alik [POU3BOACTBA M VIPABJACHHA, CPEACTBA BBIYUC/IMTEIBHOA TEXHHKH,
KOMMYHHKALIMH U CBSI3M; OCHOBBI TPYJOBOrO 3aKOHOJATENbCTBA; [IpaBuia BHYTPEHHETO
TPYJOBOIO PacIiopsiIKa; [PaBKjia OXPaHbl TPY/1a U MOKAPHOI 0e30MacHOCTH.

3 JIO/KHOCTHBIE O0s13aHHOCTH

3.1 OcHOBHBIMH 3a/la4aMH HaYaJIbHHKa OT/Ieja KaJpoB ABJIAIOTCA:

- Opranusauus paboTel ¥ B3auMoencrsue OT/iena KaapoB ¢ APYTHMH CTPYKTYPHBIMH
Mojipas/ieleHUsIMH  YHUBEPCUTETA W 3aMHTEPECOBAHHBIMM OpraHM3aLMIMH B Ipe/ciiax
MPEAOCTABICHHBIX MOTHOMOYHIA;

- Opranmsaums noadopa, paccTaHOBKA M IMEpeMEILeHHE KaJIpOBOro COCTaBa B
COOTBETCTBHH C YTBEPIKACHHONH HOMEHKIATYPOIl 10/KHOCTEN U IITATHBIM PaCIIMCaHUEM

- KoHTpoab 3a HCHOJIHEHHWEM PYKOBOJAUTEISAMHU MojpaszeieHnii  TpeboBaHuit
TPYZIOBOTO 3akoHOojaTenbcTBa PP, npuka3oB M pacnopsukeHdit pekTopa, a TakkKe JIPYTHX
JIOKaJIbHBIX MPABOBLIX AKTOB YHHUBEPCHUTETA 10 BOIPOCAM padOTHI ¢ KaJpaMH.

3.2 Jlas BBINOJHEHUS YKAa3aHHBIX 3ajay HadalbHUK OT/e/]a KaJpOB BBIIOIHSIECT
CJIE/LYIOIIHE BO3JIOKEHHBIE HA HEro 00S3aHHOCTH:

3.2.1 PykoBoaut paeatensHoCThIO OTaena KaapoB B Mpejeaax IPeJoCTaBIEHHBIX

MOJIHOMOYHH.

3.2.2 YuactByer B 1nojadope M paccTaHOBKE KaJ[pOB Ha OCHOBE OLEHKH HX
KBAJIM(PHKALMHK, JIMUHBIX U JIeJI0BbIX Ka4ECTB.

3.2.3 Oprauusyer nposejeHde  arrecraumu  pabOTHUKOB — YHHBEpCHTETa, €€
METOIMYECKOe ¥ HH(OpMalHOHHOe o0ecleyeHne, MPUHUMACT Y4YacTHE B aHaIM3e
pesyabTaTOB  arrecTalivy, paszpadoTKe MEpoNpHUsTHH 10  pealusaluy  peleHHi
ATTECTAIlMOHHBIX KOMMCCUM, OIpe/leNseT Kpyr CHelUaIucToB, MoUIeKalUX NOBTOPHOH
arrecTallMi. Y4yacTBYeT B pa3padOTKe CHCTEM KOMILICKCHOH OLEHKH pabOTHHKOB H
Pe3yNbTATOB UX JAESTEIbHOCTH, Cl1Y:KeOHO-IIPO(ECCHOHATIBHOIO IIPOABIKEHUS IIEPCOHAA,
MOATOTOBKE NPEUIOKEHHUH 110 COBEPIISHCTBOBAHUIO MIPOBE/IEHUS ATTECTALINH.

3.2.4 OcymecTiseT KOOPAMHAIMIO JCATENBHOCTH paboTHMKOB OTaena Kaapos,
CO3/1aeT yCIIOBHS /Ul UX pabOoThI, B TOM YHCIIe TUIAHHUPYET, OpPraHu3yeT, obecreynBaeTr u
KOHTpOJIUpYeT padoTy oT/ela KaJpoB; pacnpejenser (pyHKUHOHAIbHbIE 00S43aHHOCTH
Mex1y padOTHUKAMM OT/Ie/Ia; COCTaBIseT JOKHOCTHbIE MHCTPYKIIMH Ha pabOTHUKOB
oTena.

3.2.5 Opranusyer M KOHTPOJIMPYET: CBOCBPEMEHHOE M Hajexkallee opOopMIEHHE
npuema, IepeBojJa M YBOJBHEHUA paOOTHUKOB B COOTBETCTBUHM C  TPYAOBBIM
3akoHoareapcTBOM P®, llonokeHusMu, MHCTPYKUMAMH W [IPUKA3aMH pEKTopa; y4er
JIMYHOIO COCTaBa; BblJady CIPAaBOK O TPYJOBOU JeATEIbHOCTH pabOTHUKOB; XpaHEHHE U
3aroJIHEHHE TPY/I0BbIX KHHKEK: BEJICHHE YCTAHOBICHHOM JOKYMEHTAIIMH 110 KaJpaM.

3.2.6 OOecneynBaeT TMOATOTOBKY JAOKYMEHTOB II0 TIEHCHOHHOMY CTPaXOBaHHIO
pabOTHUKOB.

3.2.7 IlpoBoaur paGory 1o OOCHOBJICHUIO HAYYHO-METOJMUYECKOro olecrneueHus
KaJpoBoii paboThl, €€ MAaTEPUAILHO-TEXHUYECKON U MHPOPMALIMOHHON 0a3bl, BHEAPEHUIO
COBPCMCHHEIX MCTOLOB YIIpap/cHHs Ka/lpaMH € HCII0JIL30BAHHEM aBTOMaTHBHpDBaHIIOi:I
cucremnl 1C «3apnanata+Kaape», co3ganuo 6aHka JaHHBIX O IepcoHaie Y HUBEPCHTETa,
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€ro  CBOCBPEMCHHOMY IIOIIOJHEHHMIO, OINEPATHBHOMY [IPE/ICTABIEHHIO HEOOXOAUMON
MH(OPMALIMH [10Tb30BATEIAM.

3.2.8 Koopaunupyer paGoty N0 MOBBILEHHIO KBATH(GHKALHH COTPYAHHUKOB H
PasBUTHIO WX JeJI0BOH Kapbepbl. CBOEBpPEMEHHO JOBOAUT HH(POPMALHMIO MO KaJpOBHIM
BOTIPOCAM M BXKHCHLIMM KaJIPOBBLIM PeIlIeHHSM 10 BeeX pabOTHHKOB.

3.2.9 OpranusyeT npoBejeHHE OLEHKH pe3yJsTaTOB TPYIOBOH JeATeIbHOCTH
PabOTHHKOB, aTTecTalliii, KOHKYPCOB Ha 3aMEIIEHHE BAKAHTHBIX JI0JIKHOCTEIN.

3.2.10 KoHTponmpyeT HCMONHEHHE PYKOBOAMTEISMHU HOAPA3/IeTCHMI YHuBepcurera
3aKOHOAATEJbHBEIX aKkTOB W Ilocranosinenuii [lpasurenscrsa P®, IToctaHoBIicHHMIA,
NPHKA30B M PaClOPAKEHHI PEKTOpa [0 BONPOCAM KaJApOBOIf MOIMTHKH U paboThl ¢
HEPCOHAIIOM.

3.2.11 OGecneunBaer CBOEBPEMEHHOE COCTABIEHME YCTAHOBICHHOW OTYETHOM
AOKYMCHTAIlMH IO JIHYHOMY COCTaBy M paloTe ¢ KaJpaMH M TIPEJICTABICHHE HMX B
BBILIECTOSIINE OPraHU3aIliu.

3.2.12 BHOCHT MPeVIOKEHHSI W TMOATOTABIMBAET HEOOXOIHMBIE mMaTtepuansl JUIg
pE/CTaBNeHns  pabOTHUKOB ~ YHMBEpCHTETa K [OOMIPCHHSIM M HAIPAKIAEHUAM
rocy1apCTBEHHBIMHU, OTPACICBBIMU U MECTHBIMH HAIPa aMu.

3.2.13 Oprauusyer COOTBETCTBYIOLIMII yueT OJAHKOB CTPOrOil  OTYETHOCTH:
IpEACTABIACT OTYET 00 WX MCHOJNL30BaHMM B Oyxrantepuio YHusepcurera 1 pas B
KBaprajl. CBOEBPEMEHHO COCTABIISET 3asBKH Ha M3TOTOBICHHME M [OCTABKY JOKYMEHTOB
CTPOroi OTYETHOCTH.

3.2.14 Koutponupyer cobmogenne TpeGOBaHMI TPYAOBOr0 3aKOHOAATEIbCTBA B
nporecce I0KyMeHTo000poTa B Y HUBEpCHTETE.

3.2.15 Koopaunupyer paboty KagpoBOil ciyxObl (UIMAIOB YHHUBEPCHTETa IO
COCTABJICHHIO YCTAHOBJICHHOM OTYETHOCTHU U MEPElayy B BLILLIECTOSIHE OPraHEbL.

3.2.16 Oprannsyer TtabenbHBI y4eT, COCTABJCHHE M  BHINONHEHHE TpaUKOB
OTITYCKOB.

3.2.17 OcyuiecTBaseT KOHTPOJIb 3a COCTOSHUEM TPYAOBON AMCLMIUIMHEL B OT/ENE
KaJIpoB H TOApa3sAeNCHHsAX YHMBepcuTeTa W coOmoaeHHeM padotHukamu [IpaBun
BHYTPEHHEIO  TPY/JOBOIO  pacropsjKa;  OKasblBacT  [OMOUIL  PYKOBOJHMTEISM
NMOAPA3NCICHNI YHHUBEPCUTETA B YKPEIUICHHH TPYLOBOM MMCHMILIMHLL, B COBIIIOICHIH
padorHuKamu [ IpaBui BHYTPEHHEr0 TpYA0BOIO paciopsiKa.

3.2.18 OdopmiseT MaTepualibl ¥ FOTOBUT MPUKA3BI 10 YHUBEPCUTETY O HPHBICIEHHH
K JMCUMIUIMHADHOH ¥ MaTepUalibHOW OTBETCTBEHHOCTH HApyILUMTENAEH TpYIOBOI
JAMCUMITTHHEL.

3.2.19 M3yyaer NBHXKEHHE M NPUUMHBI TEKYYECTH KaApOB, YHacTBYET B pa3paGoTke
MEPOIPHUATHI 110 €€ CHUIKEHHIO,

3.2.20 OpranusyeT HU3y4eHHE W BHEAPEHME IOJOKUTETHHOTO OMBITA JACATENLHOCTH
OTEYECTBEHHBIX M 3apyOeKHbIX 00pa3oBaTEIbHBIX YYPEKACHHH B 001ACTH KaJpoBOI
padoTel 1 paboThl ¢ EPCOHATIOM.

3.2.21 OGecrieunBaeT M KOHTPOJMPYET COXPAaHHOCTh MMYIIECTBA B KaGHMHETax,
HAXO[ALIHUXCSA B €10 HEMOCPEJICTBEHHOM MMOAYHHEHHH.

3.2.22 CoOBMECTHO ¢ PYKOBOJAMTEISMH CTPYKTYPHBIX [OApasie/IeHnit Y HUBEpCUTETa
OpraHM3yeT paboTy MO COCTAB/ICHUIO CIIUCKOB PaGOTHHKOB, MOLIEKAIINX MPOXOKICHHIO
IEPUOIMYECKMX MEMIIMHCKUX OCMOTPOB, U rpaQuKa MPOXOKACHHSA TAKHX OCMOTPOB
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3.2.23 Kontponupyer rpapuK TIPOXOXKIECHUS  NEPUOJAUYECKHX  MEAULIMHCKHX
0cMOTpOB pa0OTHUKAaMH YHHBepcutTeTa. B ciaydae HapylueHus rpaduka, CBOCBPEMEHHO
FOTOBHUT IpHKa3 00 oTCTpaHeHun paboTHHKA OT paboTel, JHOO O HEIOMYIIEHUH K paboTe
(npu ycrpoiicTBe Ha paboTy).

3.2.24 ObecrnieunBaeT  KOHQWICHIMATLHOCTL  CBeJCHHM (0 JEATENBHOCTH
YHUBEPCHTETa, €0  HMYIIECTBE, COTPYAHHMKAX, CTyJAEHTaX, cCaywareiasx M ap.),
MOJYYEHHBIX MM BO BpeMs HCIIOJHCHHA CBOMX JO/UKHOCTHBIX OOf3aHHOCTEH, B T.4.
CBEJCHHI, COCTABJISIIOIIMX KOMMEPYECKYIO TailHy YHHUBEPCHUTETa, CIIy:KeOHYI0 W
rocy/apcTBEHHYIO TalHy.

3.2.25 BHINOIHACT Pa30BLIC CIIYKeOHEIE TOPYUCHUS peKTopaTa.

3.2.26 TloBpimaeT CcBOM MpOQPECCHOHANBHBIE 3HAHHA TIIYTEM CaMOCTOATEIBHOIO
M3Y4YEHHs CHELMaTbHON JIMTEepaTyphl Kacalollelcsi TPYAOBOil JesATeNbHOCTH, a TakKKe
KYPCOB IOBbIILIEHNS KBAIH(UKAIIUK.

3.2.27 CBoeBpeMEHHO OIOBELIAET PEKTOPa O  HEBO3MOXKHOCTH  BbINOJHUTE
OOYCIIOBJICHHYIO TpYJOBBIM JIOTOBOPOM, JO/DKHOCTHOM HHCTPYKLUHMEH M ApyruMH
JOK&/IbHBIMM aKkTaMHU YHHBepcutTera padoTy, B TOM YHMCIE [0 NPUYUHE BPEMEHHOMN
HETPY/10COCOOHOCTH.

3.2.28 Cobmomaer u wucnojHser TpeboBanms, cojepxkammecs B [lpaBuiax
BHYTPEHHEr0  TPYAOBOrO  paclopsika;,  INpaBWIaX  TEXHUKH  0e30MacHOCTH,
[POM3BOACTBEHHON CAHUTAPUM W INPOTUBOIOKAPHOH 3alIMTBLI, IpaBHJIAX W HOpMax
OXpaHbl TpyJa, YcTraBe, MpPUKA3ax W pPACHOPSKEHUAX PEKTOpa M MHBIX JIOKAJILHBIX
HOPMATHUBHBIX aKTax YHHBEPCUTETa; KOHTPOJUPYET COOMIOACHHE COOTBETCTBYIOLIMX
TpeboBaHUi pabOTHHKAMH OT/IEJa KaJpoB.

3.2.29 Cobmopaer TpebGoBaHus no npoduIakTHKe U MPOTHBOAECHCTBHIO KOPPYIIINH,

OIIpEEIIAEMbIX JJOKAIbHBIMH [IPABOBBIMH aKTaMMU.

3.2.30 He nomnyckaer: HapyInmeHWH TPYTOBON JTUCIUIUIMHBI, OCKOPOIEHUs WIM WHBIX
GopM MpPOSABICHHA HEYBAXKHUTECIBHOIO OTHOIWICHMSN K COTPYIHHMKaM, aclupaHTam,
JIOKTOPAaHTaM, CTYJIEHTaM, cllyliaressM, aOUTYpHEHTaM, FOCTAM YHUBEPCUTETA U NIPOYUM
JMIaM, HAXOAANIMMCA B Y HUBEPCUTETE.

4 IlpaBa ¥ HOJITHOMOUYHS
HayansHHK OT/ea KaIpoB UMEET IPaBo:
4.1 IlpeacraBisarh Y HUBEPCUTET B FOCY/IaPCTBEHHBIX YUPEKIEHUIX, O0IIECTBEHHbIX
H APYTUX OPraHU3alMax [0 KPYry BOIPOCOB, BXOMAIIMX B KOMIIETEHIIMIO HaYaJbHUKA
OT/IeN1a KaJpoB.

4.2 IIpon3BOAUTH MPOBEPKY COCTOSIHUA pabOTHI ¢ KagpaMH B IOAPa3ACICHUAX
YHuBepcurera, coOM0eHUs TPYAOBOM JUCIUILIUHBI.

4.3 Jlaparh yKaszaHHs 3aBeAYIOLIMM KadeapaMu, PYKOBOAMTEIAM IOJApa3/ICiCHUI W
(buinanos YHUBEPCUTETA 110 BOIIPOCAM, OTHOCAIIMMCS K KOMIIETEHIIMH HavyalbHUKA OT/lena
KaJIpoB.

4.4 3HaKOMHTBCA €  JIOKYMEHTaMHM M MaTepHalaMH,  XapaKTepPH3YyIOIHMH
JeATeIbHOCTh PabOTHUKOB, TPH HEOOXOAUMOCTH 3anpaliuBaTh OT JOJUKHOCTHBIX JIHIL
OT3BIBBI M YUETHbIE JIaHHbIe HA PAOOTHUKOB.

4.5 BHocHTP MNpeAIOKCHHS O HA3HAYCHHH, [ICPEMELICHHH W  YBOJBHEHHH
pabOTHUKOB, NOOUIPEHUH M HAJOKEHUS HA HUX B3bICKAHHS.
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4.6 TpeGoBarth OT pYKOBOAMTEICH MOAPa3/IeICHUii BBINOJIHEHHS PACIOPHKEHUH
peKTopa.

4.7 MoOTMBHPOBAaHHO  OTKa3bIBaThesl  OT  BU3MPOBaHMS  JIOKYMCHTOB,  HE
COOTBETCTBYIOLIMX TPeOOBAHMIM TPYIOBOIO 3aKoHOAaTeIbCcTBA PD.

4.8 VwuacTBoBaTL B 3aCeJaHMAX, COBENIAHUAX, CO3LIBAEMBIX PEKTOPOM, IIpH
06CyKJIEHUH Ha HUX BOTIPOCOB, HMEIOLINX OTHOLICHHE K paboTe ¢ Ka/ipaMu.

4.9 Tlo Bompocam, HaXOAAIIMMCA B €I0 KOMIICTCHIIHH, BHOCHTH Ha PacCMOTPEHHE
PYKOBOACTBY Y HUBEPCUTETA:

- [peUI0KEHUS o VIIYUILIEHHIO JIESTEILHOCTH YHuBepcurera n
COBEPLICHCTBOBAHUIO METOA0B pabOThl COTPYAHHUKOB;

- 3aMeyaHus 10 JAesATe]TbHOCTH pabOTHHKOB Y HUBEPCHTETA!

- BAPUAHTHI YCTPAHCHHUS MMEIONMUXCS B JIEATEILHOCTH Y HUBEPCUTETA HEOCTATKOB.

4.10 3HAKOMMTBLCS ¢  IIPOCKTAMH  pEIIeHWH  PYKOBOJACTBA  YHHBCPCHTETA,
KacaroIMMHCS €ro J1esITe/IbHOCTH.

5 OTBETCTBEHHOCTE

5.1 HavanpHHK oOTAena KaapoB Hecer JCIMIUIHHAPHYIO, MAaTEPHAIBbHYIO,
MMYIIECTBEHHYIO, @ TakKKe HMHBIC BHIBl  OTBETCTBEHHOCTH,  IPEAYCMOTPEHHBIE
3akoHOJaTeNLCTBOM P B CllyuasX, YCTaHOBJICHHBIX 3aKOHOM, TPYIOBbIM J0rOBOpPOM H
HACTOSILEH JIOJDKHOCTHOH MHCTPYKLIHEH.

5.2. HavanbHUK OT/1€/1a KaJpOB HECET OTBETCTBEHHOCTD 3!

5.2.1 HecBoeBpeMeHHOE W HEHAUICKALIEE BBIIOTHEHHE (MO0 HEBBINIOJIHECHHUE) CBOMX
JOMKHOCTHBIX 0053aHHOCTEH, a TakkKe HHbIE HapyUICeHHs TPYAOBONH JUCUMIUIMHBL, 32
HecBOeBpeMeHHoe cobmoaenne H (HIH) HECOOIOIeHHE YCTAHORIECHHBIX IIPABUII U HOPM
TpyJa, OXpaHbl TPYJd, TEXHUKM OC30IACHOCTH, MPOM3BOJICTBEHHON CAHHTApHUH M
pOTHBONOXKapHOH  Oe3onmacHocT, IlpaBuili  BHYTpPEHHEro TpPyAOBOrO  pacriops/ka,
TpeGoBaHMit, CO/IEPKAIINXCS B IOKAIBHBIX ITPABOBLIX aKTax YHUBEPCUTETA;

5.2.2 HenocToBepHyo MHPOPMALMIO O pesyabTaTax cBoeil paboTpl, a TAKXKe 3a 0TKa3
MPENOCTABIATH HHPOPMALIMIO O pe3y/IbTaTaX CBOeiH paboThl;

5.2.3 HesnimonneHnue NPMKa30B, YKa3aHWi, pacropsyKeHHH M MpeamucaHuit
BBIINIECTOSIIMX U KOHTPOIMPYIOLIUX OPraHOB;

5.2.4 HeolecneucHUE WM HEHajylexkamee obecreyeHue COXpPaHHOCTH HMYIeCTBa
YHUBEPCUTETA B OT/1€/1€, COXPAHHOCTD JIOKYMEHTOB CTPOTOH OTYETHOCTH:

5.2.5 HenpuusTHe Ha[UIEKAIUX MeEpP M0 IPECEYCHHUIO BBIABICHHBIX HApyIICHHH
MpaBuJl NPOTHBOIOXKAPHOI 0e30MacHOCTH, OXpaHbl TPy/Ja W CAHMTAPHOIO COCTOAHMA B
KaOWHeTax OT/eNa, CO3JA0IMX YIpo3y HX pabore, a Takike yrposy Oe€30MacHOCTH H
3/10pOBbIO pabOoTaKOIIUX B HUX JIMLL;

5.2.6 Pasmiamenue nepcoHaIBHBIX JTaHHBIX PA0OTHHKOB Y HUBEPCHTETA.

5.2.7 BpinojaHeHUE BO3JI0AKEHHBIX HA OTIEN KaJIpOB 3a/1a4.

5.2.8 O6GecrieueHHe COXPaHHOCTH MMYIIECTBA YHUBEPCUTETd, HAXOMILIErocs B
0J1b30BAHUH OT/IENa KaJpoB.

5.2.9 CocrosiHue TpyA0BOH ANCLMIUIMHBI B OTJC/IE KaJPOB.
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6 OueHKka KayecTBa Tpy/ia

OueHka KauecTsa Tpy/la OCYIIECTBISETCS HA OCHOBE:!

- aHaJIM3a BEITIOJTHCHUSA TIaHa paboThl 110/1pas3/e1eHus;

- Pe3yJILTATOB IMPOXOXKICHHUS IIPOLCIYPHl ATTECTALIMH Mepconaia Ha MOATBEPKIACHHE
3aHUMAEMOM JIOJIKHOCTH:

- pe3yJIbTATOB BHYTPEHHEr O ayJAuTa B paMKax Mojapa3IeaeHus,

- OT3LIBOB KOJUJIET ¥ PYKOBOJUTE/ICH IOApa3AeeHuil yHUBEPCHTETA.

7 IlopsgoK BHECEHUS! U3SMEHEHHH B JIOJDKHOCTHYHO HHCTPYKLIMIO

7.1 DBnHeceHWe M3MEHCHMM ¥ JONOJHEHUN B JIOJDKHOCTHYIO  HMHCTPYKLHIO
MPOM3BOIUTCA B COOTBETCTBHM C YCTAHOBJICHHBIM INOPSAKOM B JIOKYMEHTHPOBAaHHOH
npouenype «Ympasienue jokymenrtarueii» Ne JIIT1250000.01.4.090-2012

7.2 CrpaHuia ¢ TeKCTOM, MMOUIeKAIIIM U3MEHCHHUIO, 3aMEHSAETCs HA HOBYIO WM TEKCT
U3MEHEHHI BKJIEMBAETCSs Ha  [OCIHCAHEH CTpaHHIE JO/KHOCTHOH — MHCTPYKIMH.
Undopmaius 0 BHECCHUH W3MEHEHMH BHOCUTCSA B JIMCT perucrpanni U3MCHEHHH,

JOJDKHOCTHASA MHCTPVYKILIMA
3amecTUTes HaYaJbHHUKa OT/IeNa Ka/IpoB

1.1 3amecTuTeb HavyaJbHHUKA OTAEAa KaapoB QeaepajbHOrO Trocy/1lapcTBEHHOTO
OIO/KETHOrO  00pa30BaTeIbHOTO  YupexieHust Boiciiero oOpasoBanus  «MpKyTCKuH
rOCYIapPCTBEHHBIN YHHBEPCUTET MyTeH cooOLIEeHHs» (J1ajee — YHUBEPCUTET) OTHOCUTCS K
KaTEropuu pyKOBOTUTENEH.

1.2 3aMecTuTENh HAYaIbHMKA OT/ENa KaJpoB Ha3HA4YacTCs Ha HO/DKHOCTh U
ocB00OKIaeTCs OT JO/KHOCTH MPHKA30M PEKTOpa B COOTBETCTBHH C HOpMaMH TPYIOBOroO
3aKoHo/laTesbeTBa PO.

1.3 3amecTuTE/ L  HAYalbHHKA OTAela KaJpoB TOJUMHSETCS HEeIOCPeJICTBEHHO
Ha4daJIbHUKY OTIe/1a KaJpoB U BBITIOJTHAET CBOM 00A3aHHOCTH 11OJ1 €I'0 HEIOCPpCACTBCHHBIM
PYKOBOJCTBOM.

14 Ha BpeMs OTCYTCTBHMS HadajJibHHKa OTAela KaapoB (0ojie3Hb, OTIYCK,
KOMaHIUpPOBKa, TMp.) HCMOMHAET ero oO0M3aHHOCTH M HECET OTBCTCTBCHHOCTH 3a
Ha/UleKallee uX UCIOJTHEHHE.

1.5 Hacrosimas  JOBKHOCTHAS — MHCTPYyKuMst — paspaboTaHa Ha  OCHOBe
xapakrepucTiki  KBaTHOHKAIMOHHOTO  CHPAaBOYHMKA JIOJDKHOCTCH  PYKOBOIUTETICH,
CHELMANUCTOB W Apyrux ciayxamux» (yrB. [loctanosnenuneM Munrpyna Poccun or
21.08.1998 Ne 37 (pea. Ot 12.02.2014)

2 Ksamudukanuonnsie TpedoBaHuA
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2.1 Ha jo/mKkHOCTh 3aMeCTHTeNIs HauyaJbHUKA OTHela KaJpoB Ha3HAyaeTcs JIMLO,
MMEIOIIee BhICIIee MpodeccHoHalbHoe 00pa3oBaHue U cTak paboThl 110 CHEIMATLHOCTH He
MeHee 3 JIeT.

2.2 3amecTuTe]Ib HavaJlbHUKA OT/IeNa KaapoB aoukeH 3HATD:

- TpyaoBoe 3akonojarenscrso PMd: MmerojMyeckue MaTepHalibl MO YIIPABICHHIO
[ICPCOHATIOM,  CTPYKTYPY YHHMBEPCHTETa M MCPCHEKTHBBI €0 pPasBHUTHs. KaJpOBYIO
HOJUTHKY M KQJIPOBYIO CTPATErUi0 YHUBEPCUTETA; (POPMBI, METOBI U cpeACcTBa 00YUEHHs
COTPYAHHKOB,  MMOPSANOK 3aK/IOUYEHHUsI JIOrOBOPOB TI'PaxIaHCKO-TIPABOBOTO Xapaxrepa;
NOPSAZIOK BCJICHHUS y4yeTa M COCTaB/IEHHS OTYETHOCTH [0 IIOATOTOBKE KalIpoB M
MOBBILICHUIO MX KBATH(QUKALMK; NOPAIOK OPOPMIICHHUS, BEACHHUS M XPAaHEHHS TPYI0BBIX
KHHJKCK M JIMYHBIX JICJI COTPYHUKOB; — MOPAI0K pacyeTa OOIIEro U HEMpepbIBHOIO CTakKa
paboThl, JILIOT, KOMIeHcalui, opopmMIeHHs MEHCHI; — MOPSI0K YUeTa ABHKCHHSA KaJpoB
M COCTaBJICHHsS YCTAHOBJIEHHON OTYETHOCTH, BeACHHMA OaHKa JaHHBIX O IEPCOHAIIE
YHMBEPCHUTCTA,  CAMHYK TI'OCYJdpCTBEHHYIO CHCTEMY JEJIONPOM3BOJCTBA, CTAHIAPTHI
YHUQUUMPOBAHHOH  CUCTEMBI  OPraHU3alMOHHO-PACTIOPAAUTENRHON  JIOKyMEHTaIHH,
CXEMBbl JIOKyMEHTOO0OpPOTa; MOPS/IOK COCTABIEHHS HOMEHKIATYPHI Jiell, OnHceil aen
MOCTOSIHHOTO W BPEMEHHOI0 XpaHEeHHs; CPOKH M NMOPSAJOK CAAYM JIeJl B apXHB; IOPAIOK
KOHTPOJISl 32 MCIOJHEHHEM JIOKYMCHTOB; OCHOBBI 9KOHOMHUKH, 3THKH, COLIMOJIOIMM,
TICUXOJIONHH, MPABHIIA JIEJI0BOIO OOLIEHN; KOMIILIOTEPHBIE NIPOIPAMMBI M COBpEMEHHEIE
UHPOPMALMOHHBIE CUCTEMBI 110 padoTe ¢ Kajpamu; TpaBujia OXpaHel TPyda H TEXHHKH
Oesomacnoctn, YeraB Yuusepcutera; llpaBuiia BHYTPEHHErO TPYAOBOIO paclopsika
YuuBepcurera;

3 Jlo/BKHOCTHBIE 00S13aHHOCTH

3amMeCTHTE b HaYaIbHUKA OT/I€/1a Ka/IPOB UCTIOMIHAET ClIEYIOHEe 00sS3aHHOCTH:

3.1. Onpenensier KpuTepuu Noucka u nojadopa nepcoHana.

3.2. PazpabaTeIBaeT H BHEAPSCT JIOKA/IbHLIC HOPMATUBHLIE AKTbI.

3.3. YuacrByer B paboTe [0 MNOBBIIICHUIO KBATM(DUKAIMK T[IpernojaBareyieil u
COTPY/IHHKOB YHUBEPCUTETA, B COCTABICHUM I'OJOBBIX IIJIAHOB [OBBIIICHHUS KBATH(QHUKAIIHH
B COOTBETCTBHM C IUIaHOM DenepallbHOIO areHTCTBAa JKEJIE€3HOAOPOKHOIO TPaHCHopTa.
3anpaiMBaeT UCXO/HbIE JaHHBIC ¢ QUIHAIOB YHHUBEPCHTETA JUIS COCTABICHHS CBOJHOTO
IaHa WM OTYeTa I10 IMOBBIMICHUIO KBAIM(QHUKaLMK. EKEKBapTaIbHO COCTABISET CBOJIHBIE
OTYETBl 10  MOBBIMICHWK  KBaIM(DUKAUMM  [IperojaBareied  yHUBEpCUTeTa  JUIs
IMPEJIOCTAB/IEHUS UX B BBINIECTOANUE OPraHBbI.

3.4. OOpaGateiBaer u BHocHT B nporpammy (1C:llpeanpustie) A0roBOpbI

IPaKIaHCKO-TIPaBOBOIO XapaKTrepa.

3.5. Yuacrsyer B IpOBeJ€HUE aTTECTAMH COTPYAHHKOB, €€ MCTOIMUYECKOM U
MHPOPMAIMOHHOM ~ OOECreYeHHH, [PUHHMACT Y4acTHE B aAHAIHM3€  Pe3yJIbTATOB
aTTecTalMK, pa3pabOTKE MEPONPHSTHH [0 pealu3alny  peleHni  aTTecTalHOHHbBIX
KOMMCCHIA, OTIpe/ieNigeT KPyT CICLHAIUCTOB, [TOICKALIHUX [IOBTOPHOI IIPOBEPKE.

3.6. BeJeT ydYeT JIMYHOIO COCTAaBa IOApA3/CICHUN YHHUBEPCUTETA B COOTBETCTBHH C
YHUDULIMPOBAHHBIMH (GOPMaMH NIEPBHYHOIN YUETHOM JIOKYMEHTAIIMH.

3.7. OpraHusyeT M BBIIIOJIHAET: — CBOEBPEeMEHHBIN MpHeM, MEepPeBojl M YBOJILHEHHE
COTPYAHHKOB B COOTBETCTBHH C TPYAOBBIM 3aKOHOAATEILCTBOM, IIOJOKEHUSIMH U
NPHKa3aMH PEeKTOpa YHUBEPCUTETA, a TAKXKE JAPYTYI0 YCTAHOBICHHYIO JIOKYMEHTAIHIO 110
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KaapaM; — (OpMHpPOBaHHE M BEACHHE JHYHBIX A€l COTPYAHUKOB, BHECEHHE B HHX
U3MEHCHHIl, CBA3aHHBIX C TPYAOBOH AEATEIBHOCTBIO: — [OAMOTOBKY HEOOXOAHMBIX
MaTepHaioB Ui KBAJIUQHUKALMOHHBIX, ATTCCTAIIMOHHBIX, KOHKYPCHBIX KOMHCCHIf ; —
3all0/IHEHUE, YUET U XPAHEHUE TPYJIOBBIX KHIIKEK; — MOJCYET TPYAOBOIO CTaXa, BhLIAUY
CIPaBOK O HACTOSAIIEH M TPOLUIOH TPYAOBOM JAEATEIbHOCTH COTPYJHUKOB, — YYeT
NPEeI0CTaBIEHU OTITYCKOB COTPYAHHMKAaM, KOHTPOIb 3a COCTaBJICHHEM U COOIIONCHHEM
rpaduKoB OTIYCKOB; — O(OpMIICHHE KAPTOYEK MEHCHOHHOI'O CTPaxoBaHHs, JPYyrHX
JOKYMEHTOB, HEOOXOAMMBIX JUIsi Ha3HAYCHHS IEHCHI COTpYAHHMKaM OpraHM3allid U HX
CCMBAM, YCTAHOBJICHHUS JIbIOT M KOMIIEHCAIMI{; — IOJATOTOBKY JIOKYMEHTOB 10 HCTEYEHUH
YCTaHOBJICHHBIX CPOKOB TEKYIIETO XpaHEHHS K C/laye Ha XpPaHEHUE B apXUB

3.8. Opranusyer noAroToBKY NOKYMEHTallMH K TIPOBEICHUIO MPOGIIAKTHYCCKHX
obcienoBaHuii B pamMKax 00f3aTeIbHBIX TEPUOAMYECKUX MEIUIIMHCKUX OCMOTPOB
(obcnenoBanuii) paborHukoB Yuuepcurera. KouTposupyer rpaduk MpoXoxKaeHHs
MCAMLMHCKMX OCMOTPOB pabOTHMKaMH yHHBepcuTeTa. B ciiyyae HapymieHus rpaduka,
CBOEBPEMEHHO FOTOBUT MpHKa3 00 0TCTpaHeHHH paboTHHKA OT paboThI

3.9. OpraHuszyer W KOHTPOJIHMPYET IPaBUILHOCTH 3amoiHeHus Tabenell ydera
pabouero BpeMeHu, cocTaBaseT rpahuku paboTel COTPYIHUKOB Ha KaJICHAAPHBII TO/I.

3.10. OcymecTBiser KOHTPOJb 3a COCTOSHHEM TpPYJOBOW JHCLUMIUIMHEI B
NOAPA3JICICHUAX YHHBEPCUTETa M coOMMIOIeHHEM coTpyAHUKamHu [IpaBui TpyaoBOro
pacnopsiika.

3.11.  Odopmisier peecTpsl Ha OTKPBITHE OAHKOBCKMX KapT COTPYIHHKAM
YHHMBEpCHUTETA.

3.12. Bener ycTaHOBJIECHHYIO OTYETHOCTBh II0 Y4Y€Ty JIMYHOIO COCTaBa M pabote ¢

KaJIpaMH YHUBEPCUTETCKOI0 KOMIUIEKCA.

3.13. CobGmonaer TpeGoBanus Mo MPOPHIAKTHKE U IPOTHBOACHCTBUIO KOPPYIILHH,

OnpenenseMBIX TOKATBHBIMU [PABOBBIMH aKTAMMU.

4. IlpaBa v 110;IHOMOYHS

3amMecTHTENh HAYaIBHUKA OTAe]Ia KalpoB HMCCT IIpaBo:

4.1 TpedoBath OT paOOTHHKOB YHMBEpCHTETa OOBSACHCHMII B Cllydyae HapyIlIEHHS
TPYAOBOW JUCLHUIUIMHBL, & TAKXKE B Ciy4ae MpejCTaBIeHHs HeBEPHBIX CBEACHHI O CBOEi
TPY/I0BOi 1EATEIbHOCTH.

4.2 Coobmarb pyKOBOIHTEIAM CTPYKTYPHBIX IIOJPa3/IeIEHHi O BBISIBIEHHBIX, BO
BBEPEHHBIX UM OTAENaX, HEJOCTATKaX.

4.3 3anpamMBaTh JIMYHO WIK 110 MOPYYEHHIO HAYANLHHKA OT/ENA KaAPOB OT APYIUX
nofpasneneHui YHHUBepcHTeTa MHQPOPMALMIO M JOKYMEHTHI, HEOOXOAMMBIE JUIs
BBIIO/IHEHUA JOKHOCTHBIX 00sI3aHHOCTEIA.

4.4 3HaKOMHTBCA ¢ IPOEKTAMH PEIICHUI PYKOBOACTBA Y HUBEPCUTETA, KACAIONMMUCS
€ro AesITeThHOCTH.

4.5 Ilo BolpocaM, Haxo/UILIMMCH B €ro KOMIIETEHI[HM, BHOCHUTH Ha paccMOTpeHHE
PYKOBOACTBY Y HUBEPCUTETA:
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Npe/UIoKEHHs 110 YIYULICHUIO IeATEIbHOCTH YHUBEPCUTETA M COBEPIICHCTBOBAHHUIO
METO/1I0B pabOThl COTPY/IHUKOB:

3aMEeYaHus 110 AeATEILHOCTH PA0OTHUKOB YHUBEPCUTETA;

BAPUAHTHI YCTPAHCHUS UMEIOIIMXCSA B JIEATEIBHOCTH Y HUBEPCUTETA HEJIOCTATKOB.

5 OTBeTcTBEHHOCTh

5.1 3amecturesb  HayaJdbHMKA  OTJA€Na  KaJpoB  HECeT  JUCLMIUIMHAPHYIO,
MATEPHAILHYIO,  MMYIIECTBEHHYIO, @  TakkKe  MHBIE  BHMABl  OTBETCTBEHHOCTH,
[PeyCMOTPEHHBIE 3aKOHOJATeNbcTBOM P® B ciyyasX, YCTAHOBICHHBIX 3aKOHOM,
TPY/IOBBIM JIOTOBOPOM M HACTOSALICH 10/UKHOCTHOH HHCTPYKIMEH.

5.2. 3aMecTUTeIh HAaYAJIBHUKA OT/1e14a Ka/IpOB HECET OTBETCTBCHHOCTL 34!

5.2.1. HecBoeBpeMeHHOE M HEHaJUIeXkKallee BBITOTHEHHE (MO0 HEBHINOJHEHHUE)
CBOMX JO/UKHOCTHBIX 00S3aHHOCTEH, a TAKIKE MHbIC HAPYIICHUS TPYAOBOH JIMCUMIUIHHEL, 3a
HecBOeBpeMeHnHoe coOmonenue U (MiK) HecoOMI0eHHE YCTAHOBICHHBIX IPAaBHI U HOPM
TpyAa, OXpPaHbl TpyJda, TEeXHHUKH Oe30MacHOCTH., [POU3BOJCTBEHHOW CAHMTAPHH U
[POTHBONOKAPHOH ~ O€30I1aCHOCTH, IIPaBHJI  BHYTPEHHETO0 TPYAOBOIO  pacropsjka,
TpeOGOBaHUI, CONEePIKANIMXCA B TOKAJTBHBIX MPAaBOBBIX aKTaX Y HUBEPCUTETA;

5.2.2. HenoctoBepHyto MHGOpMALMIO O pe3ysbTaTax CBoed padoThl, a Takke 3a
OTKa3 [PEA0CTAB/ITh MHPOPMALIHMIO O pe3yJibTaTaX cBOeiH padOTHI;

5.2.3. HeBbllojHeHUe NPUKA30B, YKa3aHWH, pAaclopsKEHWI W IpeanucaHuii
BBIIIECTOSALIMX U KOHTPOJIUPYIOUUX OPraHOB;

5.2.4. HeoGecnieyenue WM HeHajexamniee o0ecrneyeHne COXpaHHOCTH HMYILIECTBA
YHHBEPCHTETA B OT/€/IE, COXPAaHHOCTD JIOKYMEHTOB CTPOroif OTYETHOCTH.

5.2.5. HenmpuHsATHE HAISKALIMX MEpP MO IMPECEeYEHHUIO BBLIABJIEHHLIX HapylIeHHH
IpaBHI IPOTHUBOIOKAPHOH 0e30MacHOCTH, OXpaHbl TpyJla M CAHUTAPHOIO COCTOSHHS B
kaOMHeTax oTje/1a KaJpoB, CO3/a0IINX YIpo3y HX paboTe, a TakKe yrpo3y 0€30IacHOCTH U
340POBBIO PadOTAIOMMX B HUX JIUIL;

5.2.6. Pasriaiienue nepcoHaIbHEIX JaHHBIX PaOOTHUKOB Y HUBEPCHUTETA.

6 OneHka KauecTna Tpy/a

Orenka kauecTBa Tpyada OCYHIECTBIACTCH HA OCHOBE!
- aHAJTHU3a BRIMTOITHEHUA TIlTaHa pﬂﬁOTbI noapasaeineHu;
= PE3YIBTATOB NPOXOIKIACHUA Iponeaypul aTTrecTanu rnepcoHasia Ha
HOATBEPHKIIEHHUE 3aHUMAEMOM JOJIZKHOCTH,
- PE3VIIBTATOB BHYTPEHHETO ayJHUTa B paMKaX Mnojipasjae/ieHusd;




Cucrema MCHC/DKMCHTA Ka4yeCTBa | No T1.150000.03.5.006 2017 |

o
[}

OTBETCTBEHHOCTL PYKOBO/ICTBA
[Tonoxenune o noapasnenennn «Otaen kagposy

JAOJDKHOCTHAS MHCTPYKILIUA
BEIYLLEro CrelHaIMCTa 1o KajJpam oTAena KaJpoB
(npodeccopcko-npenogaBaTebCKuit cocTaB 1 pabOTHUKH MOJIpa3/Ie/ICHHIA)

1 O01wme 1no1oKeHus

1.1 Bexymmii  cnenmanMer 1o Kaapam  otaena  KaapoB — ®eaepaibHOro
roCy/IapcTBEHHOr0 OI0/UKETHOTO 00pa30BaTEIbHOrO YUPEKICHHS BBICIICIO 00pasoBaHMS
«MpKyTCKHit TOCYJapCTBEHHBIH YHHBEPCUTET IMyTeH coolOLieHus» (nanee — YHuBepeurer)
OTHOCHTCH K KATETOPUM CIIEIIHATHCTOB.

1.2 Bexymmii cnenmanyuer 1o KajapaM HazHa4aeTcs Ha JIOJDKHOCTh M OCBOOOMKIAETCs
OT JOJDKHOCTH IIPUMKa30M pPEKTOpa IO IPeACTAaBIEHHIO HadajJbHUKA OTAela KaJpoB B
COOTBETCTBHH C HOPMaMu TPYA0BOI'0 3aKoHoAarenscTea PO.

1.3 Benymuii crnenuaauct no KaapaM MNOAYHHACTCA HEMOCPEACTBEHHO HAaYaIbHUKY
OTJe1a KaZApoOB H BBHIIOJHAET CBOM 00A3aHHOCTH [0/ €ro  HEenoCpeCTBEHHBIM
PYKOBOICTBOM.

1.4 Ha Bpems OTCYTCTBHMs BEAYIIEro CICIMaIKMCTa MO Kajapam (6071€3Hb, OTIYCK.
KOMaHJMUPOBKa, IIp.) €ro mpaBa M OO0A3aHHOCTH MNCPCXOASAT K JIMILY, Ha3HaA4YeHHOMY
MPUKAa30M PEKTOopa.

1.5 Hacrosmas n0/KHOCTHAsT MHCTPYKLHMS BEAYIIETO CHEMAINCTa 10 Kajapam
paspaboTana Ha OCHOBEe 00mIEOTpaciaeBO  KBATH(PHUKALMOHHON  XapakTepPUCTHKH
CIeUMaIMCTa IO KajapaM, yrBepikaenHoit [locranoBnenmeM MuHHCTEpCTBA Tpyaa H
coumanbHoro passurus Pocceuiickoil ®@enepatmn ot 21.08.1998r. Ne37 "O6 yTBepikacHUH
KBaJIM(DMKAIIMOHHOTO CIPABOYHHKA JODKHOCTEH pabOTHHUKOB, CIELHAINCTOB M JIPYrHX
cayxawux», paszaen "OG6meorpacineBbie KBATH(GHUKAIIMOHHEIE XapaKTEPUCTHKH JOKHOCTEH
palbOTHHKOB, 3aHATBIX HA NPEANPHATHAX, B YUPSKACHUAX M OpraHu3armsx".

2 Ksasnmdukauuonnsie TpeboBaHus

2.1 Ha 10/KHOCTB BEYIIEro CIEeMHANNCTa 10 KaJpaM HasHAuYaeTcs JIMLO, UMEollee
BbICILIee NpodeccruonanbHoe 00pa3oBaHHe M CTaX paboThl B JODKHOCTH CIIENHUAIHCTA 110
KajgpaM | xaTeropuu He MEHee Tpex JIeT.

2.2 Benyumwuii crienuaIucT 1o KaapaM B CBOEH JeSTeIbHOCTH J0KEH

2.2.1 3HATb U COBJIIOJIATDb: 3akoHbl M WHBIC HOPMATHBHLIE MPABOBLIE AKTHI
Poccuiickoit @eaepaunu, kacaromuecs chepsl BEICIIET0 00pa30BaHusl, PEriIaMEHTHPYIONINE
o0pa3zoBareNbHyl0,  HAyYHYI0,  IPOHM3BOACTBCHHO-XO3AMCTBEHHYHO M (DMHAHCOBO-
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IKOHOMMYECKYI0  JIATEIbHOCTh  00pa3OBaTEIbHBIX  YUPEKIACHUI;  MPUOPUTETHLIE
HAmpaBJICHHUA pa3BUTUA oOpaszoBaTeabHOl cuctembl Poccuiickoit ®Denepanmnn; jgoKanbHbIE
HOpMaTHBHbIE aKTbl YHuBepcHuTeTa: Tpynosoit komeke Poccwmiickoit Meepaimn W uHble
HOPMATHBHBIC TPABOBLIC AKThl, COJEpIKalllie HOPMBI TPY/AOBOIO IpaBa: MOPSIOK IpHeMa,
MepeBojla U YBOJILHEHHS padOTHUKOB, IpaBuia OQOpPMIEHHS, BeJEHHS W XpaHEHHS
TPYZOBBIX KHIJKCK M JIMUHBIX JIe]l pabOTHUKOR, MOPSI0K pa3paboTKH TPYIOBEIX A0rOBOPOB,
NOPALOK y4eTa JIBUKCHHS KaJpOB M COCTABICHUA OTYETHOCTH; IOJ0KeHUe «O mnopsjike
3aMEIIEHHsT  JIOJDKHOCTEH Hay4YHO-Iearoruyeckux pabOTHUKOB B BBICIIEM Y4eOHOM
3aejienun Poceniickoit ®enepanmmy; [lonoxkenne 06 arrecTauun Hay4HO-NEAArOrHYeCKUX
pabornukoB; VYcras VYumepcurtera; IlpaBuia BHYTPeHHEr0 TPYAOBOrO pacrnopsika
YHHUBEPCUTETA; OCHOBBI JEIONPOU3BOICTBA; CTPYKTYPY M LUTAThl Y HUBEPCUTETA; TOPII0K
BBEICHHA JaHHbIX B nporpammy 1C: llpeanpusatue «3apnnara+Kaape»; cpeactsa
BLEIYMCIUTC/IBHOM TCXHHKH, KOMM}’HHK&[.[HF] " CBSA3H: CXEMBI SNECKTPHYCCKHUX
KOMMYHHUKaIMH OT/Ie/1a; [paBuila 110 OXpaHe TpyJa U MOKapHOil 6¢30MacHOCTH.

2.2.2 BJIAJIETD: ponpocamu opranusaiuu paboTel ¢ JOKYMEHTAIMeH Mo yyery H
JBW)KEHHUIO TEPCOHA/Ia; HABBIKAMM I1PABUJILHOIO YCTAHOBICHHUS HAMMEHOBaHHIT npodeccuii
paboyuuX M JOKHOCTEH ClyKalMX, OOLIero M CTPAaXxOBOrO Craka pabOTHHKA, JILIOT W
KOMITEHCAIMH, HABBIKAMH [MOJIb30BAHUSI CPEJICTBAMM BBIUMCIMTE/ILHON TEXHHKH, B TOM
4UCJIC € NEPCOHAIBHBIMHU  HJIEKTPOHHO-BBIYMC/IUTCIBHBIMMA  MallMHAMM, HABLIKAMM
NOJIB30BAHHA CPEACTBAMH KOMMYHHKAIIUH U CBA3H.

3 JlomkHOCTHBIE 00S13aHHOCTH

3.1 OCHOBHBIMH 3a/la4aMH BE/TYIIETO CHEeIHANINCTa 10 KajJpaM ABJISIOTC:
- YYeT JINYHOTO COCTaBa Y HMBEPCUTETA U €r0 CTPYKTYPHBIX MO/Ipa3/ieIeHHI;

- ohopmieHHe INPHUKA30B HAa [pHeM, [epeBoj (MepeMelieHHe) M YBOJbHEHHE
pabOTHHUKOR;

- TPEIOCTABICHUS OTITYCKOB M BeJleHHEe KaJIPOBOI IOKYMEHTALHH.

3.2 [lns BeIIOJHEHHUS YKAa3aHHBIX 3a71a4 BEAYIIMI CHCIHAINCT 110 KaJpaM BbIIOIHSET
CIICAYIOIINE BO3/I0KEHHBIE HA HEr0 00A3aHHOCTH:

3.2.1 Bener ywer mnpodeccopcko-IpenoaBaTebckoro — coctaBa  Kadeap,
MOApasAC/ICHNH W (UINAIOB YHMBEPCHTETa B COOTBETCTBHM C YHH(DHIHMPOBAHHBIMU
(GopMamu 11epBUYHON JIOKYMEHTALIUH,

3.2.2.  Ilposepser KOMILIEKTHOCTh JOKYMEHTOB, MpPEACTABJISEMBIX PaOOTHUKAMMU
IpH npuemMe Ha pabory.

3.2.3.  CpoeBpeMeHHO OGOPMIICT AOKYMEHTHI HA ILIPHEM. IEPEBO U YBOJLHEHHE
INTATHBIX MpErojaBaTesieid, MpenojaBareed-CoBMECTUTENeH M Iperojasareiell Ha
YCIOBHAX [0YaCOBOM OIUIATBI M JIPYIHX pPabOTHUKOB YHHBEPCHTETa B COOTBETCTBHH C
TPYAOBBIM 3aKOHOAATCILCTBOM, 110JIOKEHUSIMH, TIPHKA3AMH PEKTOPA.

3.24.  llpu npueme Ha paGoTy 3HAKOMHT pabOTHUKOB ¢ YCTaBoM YHHBEpCHTETA,
[IpaBuiamMu BHYTPEHHETO TPYJAOBOIO pacriopsaka, IlosokeHuemM o 3aluTe nepcoHaTbHBIX
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HJaHHBIX, JOJKHOCTHOH HHCTp}’KLlHeﬁ H HHBIMH JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMu
YHuBepcHreTa.

3.2.5.  3HaKOMHT pabOTHHKOB C MNpHKa3aMH (1pueM, nepeMeuieHue, MepeBos,
AUCLIMIUIMHAPHOE B3LICKAHUE, NOOLIPEHKUE) MOA PACIHCKY B TPEXHEBHBIH CPOK €O JIHS
IMO/UTMCAHKS TTPUKa3a.

32.6.  Odopmnser ycTraHOBICHHYIO IOKYMEHTALHIO 110 Kajpam.

3.2.7. Hanpasnser paGOTHMKOB Ha  BBOJHBIN MHCTPYKTaK [0 TEXHUKE
0€30MacHOCTH, NPOU3BOJCTBCHHOMN CaHUTAPHH | NPOTHBONOKAPHON 3al0HTe, NpaBU/IaM H
HOpMaM OXpaHbI Tpy/1a.

32.8.  ®dopmupyer M Bemer JuuHble aena MpoheccopeKo-MpenoIaBaTeaIbeKoro
COCTABA  YHHBCPCUTETA, PaOOTHHKOB [O/PA3JeICHH M BHOCMT B HHX H3MEHEHMS,
CBSI3aHHBIE C TPYJAOBOH ACSTEILHOCTBIO.

3.29. IlpomsBomur 3amucH B TPYAOBBIX KHIKKaX pabOTHHKOB O I[IpUEMe,
TEPCBONAX M YBOJILHCHUH, IIOOWUPCHUAX U HATPAKICHHAX, IIPOU3BOIHT IIOACUET TPYIOBOTO
CcTaxa.

3.2.10.  IIpoM3BOIHT PErHCTPAlMIO TPYAOBBIX KHHKCK M BKIA/BIIECH K HUM BHOBL
HPHHATEIX pabOTHUKOB, OTBEYAET 3a COXPAHHOCTH BBEPCHHBLIX TPYAOBBIX KHIKCK W
BK/Iajpimei. Bener ux crporuit yuer. Bhinaer TpynoBble KHHKKH IpH  YBOJbHEHHH
paboTHHKA.

3.2.11.  Belgaer crpaBKu 0 HAYYHO-IEIArOrHYCCKOM CTAXKE pabOTHUKOB.

3.2.12. Exeronuo cocraBisier LITATHBIA bopmynsp npogeccopeko-
MpeNoAaBaTe/1hbCKOro CoCTaBa 1o COCTOSHHUIO Ha 1 oKkTa0p4.

3.2.13.  He mnosaHee OKOHYaHHSl TEKYHIEro y4eGHOrO TOAAa COCTABISCT CIHCOK
PO(ECCOPCKO-TIPEIIOIABATEILCKOIO  COCTABA, CPOYHbIH TPY/ZIOBOI J0TOBOpP KOTOPBIX
JAKANANBACTCA B caciylomeM yueOHOM rOJly pasMemlaeT Ha CalT yHUBEpCcHTETa W
TIOMEIIAET €ro Ha [I0CKY O0BABICHHH YHHBEPCUTETA.

3.2.14.  T'oTOBHT JIOKyMEHTBI /Ul KOHKYPCHOIO oTOOpa Ha 3aMelICHHE BAKAHTHBIX
AOIKHOCTEH HAYYHO-IEArOrMYeCKUX pabOTHHKOB M NIEPeaaeT ux Ha Kadeapsl 1 B YueHble
COBETHI.

3.2.15. T'OTOBHUT JOKYMEHTH s KOHKYPCHOH  KOMHMCCHH  IIpO(eccopeKo-
MperoaaBaTe/ibCKOro cocTaBa.

3.2.16.  llpepynpexiaaer paGOTHUKOB B MHCHMEHHOM bopme He MeHee yem 3a Tpu
JUHA 10 YBOJIBHCHMSA 00 OKOHYAaHHH CPOYHOTO TPYAOBOIO A0I0BOpA.

3.2.17. B neHp yBombHeHMs paGOTHHKA, 3aMOJHACT M BLIIAET €My TpYIOBYIO
KHUIKKY.

3.2.18. Buocur wundopmammio o KOJIMYCCTBEHHOM, KAaY€CTBEHHOM COCTaBE
pabOTHHKOB M HMX JIBHXKEHMH B OA4HK JIaHHBIX nporpammbl - 1:C  [lpeanpusitue
«3apriata+Kanpei», ClIeAuT 3a CBOEBPeMEHHbIM OGHOBIEHHEM K MOnoJHeHeM 6a3bl
JTAHHBIX COTPYHUKOB,

3.2.19. Bener yuer mnpexocrasienns OTIYCKOB pPabDOTHMKAM. OCYIIECTBISET
KOHTPOJIL  3d  COCTABJICHHEM ¥ COOMONEHHEM IPaQUKOB  OUepeAHbIX OTIYCKOB,
HO,.E[I"OT&BIIHB&C’I‘ I[IPUKa3 O MnpeaocTaB/IEHHH OTIYCKa HE 1103]1Hee 2-X HCICJIE 10 Hadalla
OTIIYCKa M 3HAKOMMUT C HUM paﬁcrmnxa I1oJ1 pOCIIHCH,
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3.2.20.  Tlpunumaer yyactHe B TpOBEpPKE COCTOSHMS TPYJAOBOH JAUCUHUIUIHHEI B
TIONIpasAC/eHUsIX  yHUBEpCUTeTa M cobmrofiennu [lpasui BHYTpeHHEro H TpPyHOBOIO
pacropska.

3.2.21. Beger y4er HapylleHWHl TpPYZAOBOM AMCIMILIMHBI | KOHTPOJIUpYeT
CBOCBPCMCHHOCTD IIPUHATHA PYKOBOACTBOM Y HUBEPCUTETA COOTBETCTBYIOLIMX MEP.

3.2.22.  ToroBuT HEOGXOAMMYIO HH(POPMALIHIO, CIIpaBKH, MaT€pHaJIBbI 110 KaJpOBBIM
BOLIpOCaM JIIA IPEACTAB/ICHHS PEKTOPY H B BBIILICCTOALLME OPraHU3aI[AH.

3.2.23. OOecneunBaer KOHOHACHUMAILHOCTh  CBENCHHIT (0 nesTenbHOCTH
YHUBEpCHTETa, €10 MMYINECTBE, €r0 COTPYJAHMKAX, H Ap.), NIOJIYYEHHBIX UM BO BpEMsI
HCIO/IHCHUA CBOMX JO/UKHOCTHBIX O0O0A3aHHOCTEM, B T.4. CBEJEHUH, COCTABIISIOLINX
KOMMEPUECKYIO TaHHYy YHUBEpCHTETa, ClIyXeGHYI0 H roCyJapcTBEHHYIO TaiiHy, a Takke
CBCJCHMH.  COCTAB/MONIMX  MEPCOHAIBHBIE [aHHble pabOTHUKOB, He nepenaet
[IEPCOHANIBHBIC JAHHEIE TPETHUM JIHLAM Oe3 coriacusa caMoro paboTHHKA.

3.2.24. BunonHseT pasoBble CIyKeOHbIC MOpYYEHHA peKTopaTa, HayaJlbHUKA
oT/IeJ1a KaJIpoB.,

3.2.25. Tlossmaer cBoM NpodecCHOHAIBHBIC 3HAHHS MYyTEM CaMOCTOATEILHOIO
U3YHCHHS CHCNHMATBHOH JINTEPAaTyphl KacaloLUeHcs TPYAOBOM NEATEIbHOCTH, a Takke
KYPCOB MOBBIIIEHHS KBaTU(DUKAIIUH.

3.2.26.  CpoeBpeMeHHO OMNOBELIACT HAYAILHUKA OTHE]IA KaJIpOB O HEBO3MOXKHOCTH
BBITIOHUTE  OOYCJIOBICHHYIO TPYXOBBIM JIOTOBOPOM, JOJKHOCTHOM WHCTPYKIHCH 1
APYTHMH JIOK/IBHBIMU aKTaMM YHUBEPCHTETA padOoTy, B TOM YHC/IC 10 IPUYNHE BPEMEHHOI
HETPYIOCIIOCOOHOCTH.

3.227. Cobmogaer u HcnomHser TpeGoBaHus, CoAep Kaluecss B MpaBHIax
BHYTPEHHEI0  TPY/OBOrO  pacropsjKa; NpaBWIax  TEXHUKH  OGE3011aCHOCTH,
POH3BOCTBEHHON CAHUTAPHH M NPOTUBOIOKAPHOM 3aILMTEI, PABUJIAX M HOPMAX OXPAHEI
Tpyaa, YCTaBe, NpUKa3aX W PACHIOPSKCHHAX PEKTOPa M HHBIX JOKATHHBIX HOPMAaTHBHBIX
aKTaX  YHHBECPCHTETa; KOHTPOIMPYET COGMIOIEHNE COOTBETCTBYIOLIMX TpeboBaHuii
pabOTHUKAMU OTAea KaJpoB.

3.2.28. He jonyckaer: HapymleHWH TpYyNOBOH JHCLMILIMHEL, OCKOpOJIGHHs WK
HHBIX (DOpM TIpOSBIEHUS HEyBaKUTEILHOrO OTHOIICHHS K COTpYAHHUKaM, aclHupaHTaMm,
AOKTOPanTaM, CTyACHTaM, C/IyIIaTe/sM, abUTypHEHTaM, TOCTAM Y HUBEPCUTETA M IIPOYHM
JIHLAM, HAXOSIIIMMCSI B YHUBEPCUTETE.

3.2.29. CsoeBpemeHHO 0DOPMIIAET HOKYMEHTHI (JIMYHBIE Aena, kaprouku T-2, u gp.)
M0 HCTCUCHUH yCTAHOBJICHHBIX CPOKOB TEKYIIETO XPaHEHHs B OT/IeJIe Ha XPAHCHHE B apXUB.
3.2.30. Cueant 3a cBOeBpeMeHHON Momaueil noapas/eeHusIMi YHuBepcurera tabenei

YUeTa HCIOJIL30BAHUS paboYero BpeMeHH, IPOBEPSET H [IEPEAAET B GyXTanTepHIo.
3.231.  Kourpomupyer  cobmozenne  rpaduka MPOXOKACHUS  MEePHOJHYCCKHUX
MEIMUMHCKHX OCMOTPOB.
3.2.32 CobGmonaer TpeGoBauus 1o npopuIakTuke H NPOTHUBOJACHCTBHIO KOPPYIIIHH,
OIIPE/IE/ISIEMBIX JIOKAJIbHBIMHU TIPABOBBIMU aKTaMH.

4 TIpaBa 1 monHOMOUMS

Beayumii cienmanuct no kagpam uMeet npago:
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4.1 Tpebosarp or paboTHukoB YHHBepcHTeTa OOBACHEHMIl B Cllyyae HapylIeHUS
TPYAOBOH JIMCIMIUIMHBI, @ TaKXKe B CIydac IpPe/ICTAaBICHMSI HEBEPHBIX CBEIEHUII 0 CBOCIH
TPY/AOBOH JEATENBHOCTH.

4.2.Coo0mars pyKOBOJUTEIAM CTPYKTYPHBIX MOJApPA3JIeNeHUNl O BBISBJICHHBIX, BO
BBECPEHHBIX UM OTJI€J1aX, HEJI0CTATKAX.

4.3. 3anpammBaTh JAHYHO WM 110 HOPYYEHUIO HAYaJbHHKA OTAENa KaApoB OT JPYIUux
noApasiaeaeHui  YHusepcurera WHOOPMAlMIO ¥ JOKYMEHTH, HEOOXOAUMBIE IS
BBIIOJIHEHMS JIOJHKHOCTHBIX 00513aHHOCTEH.

4.4. 3HAKOMHTBCA € POCKTAMH pellleHuii PYKOBOACTBA Y HUBEPCUTETA, KACAIOUUMUCS
€ro ACATEIBHOCTH.

4.5.1lo Bompocam, HaXOIAIIMMCH B €r0 KOMIICTCHIIMH, BHOCHTH Ha paccMOTpEHHUE
PYKOBO/CTBY Y HUBEpPCHUTETA:

- [peuIoKeHus 1o YIYYILEHHIO NEeATENHLHOCTH YHUBEpCUTETA 7
COBEPIICHCTBOBAHWIO METO0B paboThl COTPY/IHHKOB:
3aMeuaHMs 110 ACATEJLHOCTH pabOTHUKOB YHUBCPCHUTETA,

BAPHAHTBI YCTPAHEHHUS MMCIOIINXCS B JI€ATEILHOCTH Y HUBEPCUTETA HEIOCTATKOB.
4.6. OTKa3aTbes OT NPUHATHS HEIPABHIILHO O(OPMIICHHBIX JOKYMEHTOB.

5 OTBETCTBEHHOCTh

n

.1 Bexymmit crneumanuner 1mo Kajapam oTaena KaapoB HECET JUCIUIUTMHAPHYIO,
MAaTEpUAIbHYI0,  HMYIIECTBEHHYIO, @  TakKke  HWHBIE B/l  OTBETCTBEHHOCTH,
NPCIYCMOTPCHHBIE  3aKOHOAATCABCTBOM P®@ B cilydasX, YCTAHOBJICHHBIX 3aKOHOM,
TPYZAOBBIM JIOIOBOPOM M HACTOSIICH JOJKHOCTHON MHCTPYKIIHEIH.

5.2 Beaywmii crieMaiucT 1o Kajpam OT/ie1a KaJpoB HeCeT OTBETCTBEHHOCTh 3a:

5.2.1 HecroeBpeMeHHOE M HEHAUIEKALIEE BHLINOIHEHHE (J1nOO HEBBIIIONHCHHE) CBOMX
JIOJIKHOCTHBIX OOS3aHHOCTEI, a TakKe HHble HAPYUIEHWS TPYIOBOIl IMCUMIUIMHBL, 3a
HECBOCBPEMEHHOE COO/IOIeHHe U (WIM) HECOOMIONCHHE YCTAHOBICHHBIX MPABHI M HOPM
TpyZla, OXpaHbl TpyJdd, TEXHUKH OC30IIACHOCTH, [IPOM3BOJACTBEHHOW CAHMTapUH WM
[IPOTHBOMOXAPHOH  OC30IaCHOCTH, TNpaBMI  BHYTPEHHEIO TPYAOBOIO  pacropska,
TpeOOBaHNMIA, CO/IePIKAIMXCS B JTOKAIBHBIX IIPABOBBIX aKTaX YHUBEPCHTETA;

5.2.2 Hepoctosepryio undopmaluio o pesynprarax cBoeit paboThl, a TakiKe 3a OTKA3
IPEAOCTaB/IATH MHPOPMALUIO O pe3ybTaTax CBoel paboThl;

5.2.3 HeBbInoJiHEHHE  NPUKA30B,  YKA3aHWH, PpacriopsKeHMH W IpeArHCcaHuid
BBILICCTOALINX H KOHTPOJIUPYIOLIMX OPraHOB;

5.2.4 HeoOecnieuenne wiM HeHaJIeKalee o0eCleUeHHe COXPAHHOCTH MMYILECTBA
YHUBEPCHUTETA B OTJIEJIE;

5.2.5 Henpunatve HaaIeKaMx MEP 1O NPECEYEHHMIO BBISBICHHBIX HapyLIeHUH
NpaBHJI [POTHBOMNOXKAPHOH 0€3011aCHOCTH, OXpPAaHbl TPYJa U CAHUTAPHOTO COCTOSIHUS B
KaOMHeTax OT/esa KaapoB, CO3MAIONIMX YIrPo3y UX paboTe, a TakkKe Yrpo3y Ge30MacHOCTH U
3/10pPOBBIO PadOTAIOIINX B HUX JIMIL;

5.2.6 Pasrnanienue nepcoHaNBHBIX IaHHBIX PAGOTHHKOB Y HUBEPCHTETA.




CucreMa MEHEIDKMEHTA KauecTRa ‘ Ne I1.150000.03.5.006 -2017

OTBETCTBEHHOCTh PYKOBOJCTBA |
[Tonoxenne o nojpazenennn «OTaen Kagposy»

HMPTYTC

6 Ouenka KauyecTBa Tpyaa

OlieHKa KayecTRa TPYAa OCYILECTBISETCS HA OCHOBE:

- @HATM3a BBITIOIHEHUS [1J1aHa pabOoThI MOIpa3aeIeHHUs;

- PE3YJILTATOB IPOXOK/ICHUA MPOLEIYPhl aTTECTAlMU TIePCOHATA Ha MOATBEPKAEHNE
3aHMMAeMON J0/DKHOCTH;

- PC3YJIbTATOB BHYTPEHHEI' O ayaura B paMKax TNnoJapasaciiCHHs;

= OT3BIBOB KOIIIET M PYKOBOJAMTEIIEH MOJApa3ICICHIH YHUBEPCHUTETA.

7 ITopsanok BHECEHUS M3MEHEHHH B JOKHOCTHYIO HHCTPYKIIMIO

7.1 BHecenne u3MeHeHMHf M JONOJHEHMH B  JOMKHOCTHYIO MHCTPYKIHIO
TMIPOU3BOLMTCA B COOTBETCTBHHM € YCTAHOBICHHBIM MOPSAKOM B JIOKYMEHTHPOBAHHOI
nponeAype «YipasieHue Aokymenranueit» Ne 111 250000.01.4.090-2012

7.2 CrpaHuna ¢ TEKCTOM, MOAJIEKAIIMM H3MEHEHHIO, 3aMEeHACTCS Ha HOBYIO HWJIN
TEKCT M3MCHCHHH BKIEHBACTCA HA MOCIHEHEH CTPAHMIE AOJKHOCTHOM HHCTPYKLMM.
Mudpopmanns o BHecennn usmenenuii BHocures B JIuer PErucTpalvi U3MEHEHHIA.

JOJDKHOCTHAST HHCTPYKIHA
BCAYLIETO CIENMATHCTa 110 KajlpaM OT/Aela Kaapos
(paGorHuky noapasnenenuii, IMC, HarpagHbie 10KYMEHTH)

L1 Beaymmii  cnemmanumer  no  kagpam  oTaena KaapoB  @ejepaabHOIO
FOCYAPCTBEHHOTO OI0/KETHOrO 00pa30BATENBHOTO YUPCHKICHHS BBICIIETO oOpazoBanus
«UpKyTCKHMii roCyapcTBEHHBIH YHHBEPCHTET nyTed cooOImeHns» (1anee — YHuBepcurer)
OTHOCHTCS K KATeropHH CHelHaIuCTOB.

1.2 Bexymuii cnienuamict mo KaapaM HasHAYaeTcs Ha JOMKHOCTD W OoCBOOOXKAaeTCs
OT AODKHOCTH HPHKa30M pPEKTOpa MO MpPEACTABICHHI0 HAyalbHHKA OT/ea KaapoB B
COOTBETCTBHH C HOPMaMU TPYJA0BOI0O 3aKoHOAaTebCcTRa PD.,

1.3 Benyumit crneumanuer no kampam mogumpsercs HEMOCPCACTBEHHO HAYaJIbHUKY
OTAcIa KaapoB H  BBLINIONHACT CBOM OOS3aHHOCTH [IOA €r0  HEMOCPEACTBEHHBIM
PYKOBOJICTBOM.

1.4 Ha Bpems oTcyTCTBHMA BeaYLIEro CrEelHMaIMCTa TIO Kaapam (0ose3Hb, OTIYCK,
KOMaHIMpPOBKA, Mp.) €ro mpaBa W OOA3aHHOCTH IEPEeXOAAT K JIHLLY, Ha3HaYEeHHOMY
MPHKA30M PEKTOPA MO NPEACTABIEHNIO HAYaTbHIKA OT/IeNa KaJpoB.

1.5 Hacrosmas poikHOCTHAS HHCTPYKUHMS BEJYIIEro CIHCLHAIMCTa 1O KaapaM
paspaboTaHa Ha OCHOBE OOIIEOTPACIEBOI KBATMPUKAHMOHHON  XapaKTepPHUCTUKH
CIICLHAMACTA IO KaJpaM, yTBepxkIeHHo# Ilocranopnennem MunncTepcrsa Tpyna Hu
COIMANBbHOrO passutus Poccuiickoit ®enepaumu or 21.08.1998r. No37 "O6 YTBEPKIAECHUH
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KBAIM(UKALMOHHOTO CHPABOYHMKA JOJUKHOCTeH paGOTHHKOB, CHEHHAINCTOB M ApyTrHUx
ciryxaumx», pasjen "O6ieorpaciesbie KBaInUKAIMOHHBIE XapaKTePUCTHKH JI0IKHOCTEH

PabOTHHKOB, 3AHATHIX HA NPEIPUATHSX, B YUPEK/IEHUIX M OPraHH3AHAX ",
2 KpaymuKauuoHnele TpeGoBaHnus

2.1 Ha 10/2kHOCTB BEAYILIEr0 CHELMAINCTA 110 KafpaM Ha3HAYAeTCs JHIO, HMEIONICE
BbICIIIeE TPO(ECCHOHAIEHOE 00PA30BAHUE U CTAK palboTEl B JIOJDKHOCTH CIELMAIUCTA T10
KaJpaM | KaTeropuu He MeHee Tpex JIeT.

2.2 Beayuuii CielHaancT 1o Kajapam B CBOEIl 1S TEIbHOCTH J0JKEH:

2.2.1 3HATb W COBJIXOJIATB: 3akoHbl M HHBIE HOPMAaTHBHBIE MIPABOBBIC AKTHI
Poccuiickoit  ®enepauuy, kacaiommecs chepnl  BBICIIETo Npo(pEecCHOHATLHOIO K
JIOTTOTHUTEIBHOI'O npodeccHoHaILHOIO 00pa3oBaHus, peraMeHTHPYIOIIHe
00pa3oBare/bHyI0,  Hay4HYIO, POM3BOACTBEHHO-X03ANCTBEHHYIO U (DHHAHCOBO-
OKOHOMHHECKYIO  NeATE/LHOCTh  00pa3soBaTelbHBIX  YUPEKIACHMI;  NPHOPUTETHHIE
HAlpaBICHUs pasBUTUA 0OPaA3OBATCIBHOM cHcTeMBI Poccuiickoii Dejepanum; TOKaIbHbIE
HOpMaTUBHBIC aKTbl YHHBepcutera; TpyaoBoit koxexc Poccuiickoii Deslepaluy ¥ HHBIC
HOpMATHBHBIC MPABOBBIC AKTHI, COMAEPIKAILME HOPMBI TPY/IOBOTO IpaBa: MOPALOK MpHeMa,
EPEBOIa U YBOJALHCHHA DPAOOTHHKOB, NpaBuia ODOPMICHMS, BEICHMS W XPAHCHMS
TPYAOBBLIX KHIDKCK W JIMYHBIX JIeJT pabOTHUKOB, 1OPS/IOK Pa3paboTKH TPYA0BLIX IOTOBOPOB,
HOPAZOK Y4CTa JIBUIKCHHUS KAApOB M COCTABJICHHS OTYETHOCTH: nonoxeHne «O nopsjke
3AMCIICHHS  IOJUKHOCTEH  HAYYHO-IIC/Iaroruyecknx paGOTHUKOB B BBICIIEM yYeGHOM
3aBesiennn Poceniickoit ®eneparmny; [onoxernne 06 arrecTamm Hay4YHO-NEearoru4yeckux
paboraukos; YcraB Yuusepcutera; IlpaBmia BHYTPEHHETO TPYIOBOTIO pacrops/ika
YHHBCPCHTETA; OCHOBBI ICIONPOH3BOJICTRA; CTPYKTYPY M IITATHl Y HUBEpCHTETA: MOPSII0K
BBCACHHA NlaHHBIX B nporpammy 1C: Ilpennpustue «3aprurata+Kanpe»; cpejcrsa
BBI'MCIIUTEILHOR  TCXHUKHM,  KOMMYHMKAUMH M CBS3M; CXEMBI  9JIEKTPHYECKHX
KOMMYHUKAIHH OTe/1a; [IpaBHJia 1o OXPaHe TPYa U H0KapHOI 6e30MacHOCTH.

2.2.2 BJIAJIETD: BonpocaMu Oprasuzanuu paboTel ¢ NOKyMEHTAlMEH No yuery u
ABHZKCHHIO NEpCOHANA; HABBIKAMM NPABHILHOIO yCTAHOBICHNS HAaHMEHOBAaHUI IpodeccHit
pabounx W JIO/DKHOCTEH ClryKaiux, oOIIero M CTPaxoBOro CTaka paboTHHKA, JILIOT M
KOMICHCALMH, HABBIKAMH [OJIB30BAHMS CPEACTBAMH BBIYHCIHTENBHON TEXHHKH, B TOM
Hucie € NCPCOHANBLHBIMHM - 3JICKTPOHHO-BBIYHC/IMTENBHBIMH  MallMHAMM, HABBIKAMH
MONIE30BAHUS CPEJICTBAMU KOMMYHHUKALMI U CBS3H.

3 JIO/KHOCTHBIE 00S93aHHOCTH

3.1 OCHOBHBIMHM 3a/1a9aMU BEAYILEIO CHIEIHATHCTA O Kaapam siBJISIIOTCS
- YHCT JIMYHOI'O COCTaBa Y HUBEPCHTETA M €T0 CTPYKTYPHBIX [101Pa3/IeICHHIL:

- O(pOpMICHHE NpPHKA30B HA [IPHEM, IEPEBON (mepemMelieHne) M yBOJIBHCHHE
padOTHHKOB;

= IIpeaoCcTaBJICHUA OTTIYCKOB M BCICHHEC KaﬂpOBOﬁ JOKYMECHTALIHH.
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3.2. JIns BBINO/IHEHHS! YKA3aHHBIX 3a/1a4 BEAYIMH CIIEIMATNCT 110 Ka/IpaM BBINIOJIHSICT
CIIENYIOLIHE BO3/IOKEHHBIE HA HEro 00i3aHHOCTH:

3.2.1. Bener yuer paboriukoB YHUBEpCHTETa B COOTBETCTBHI C YHUOHUIUPOBAHHBIMA
(hopmamm nepBUUHOIM JJOKYMEHTALIHH,

3.2.2  Tlposepser KOMILICKTHOCTh JIOKYMEHTOB, Ipe/CcTaB/IseMbIX pabOTHUKAMH [TPH
npueme Ha pabory.

3.2.3  CBoeBpeMCHHO OGOPMIISET JIOKYMEHTBI Ha IPHEM, MEePeBO U YBOJILHEHHUE
pabOTHUKOB ~ YHHBEPCHTETA B  COOTBETCTBHH  C TPYAOBBIM  3aKOHO/IATEIBCTBOM,
NOJOKEHUSIMH, IIPUKA3aMH PEKTOpA.

3.2.4  Ilpn npueme Ha pabory 3HAKOMHUT PaGOTHHKOB C [IpaBunamu BHYTpeHHETO
TPYAOBOIrO  pacnopszaka, JO/UKHOCTHOH  WHCTPYKUMEH W MHBIMH  JIOKAJBHBIMH
HOPMATUBHBIMU aKTaMH, UMCIOIIUMHE OTHOUIEHHE K TPYIOBBIM (yHKIIUAM PaGOTHHKOB.

3.25 3uakomMuT paGOTHMKOB ¢ TpUKa3amH (mpueMm, nepemellenne, MepeBol,
AUCHHIVIMHAPHOC B3BICKAHUE, MOOLIPEHHE) MOJ PAaCINCKy B TPEXIHEBHBIH CPOK CO HSA
IMOJINMUCAHKS MPHKa3a.

3.2.6  OdopmaseT yeTaHOBIEHHYIO TOKYMEHTALMIO 110 KaJipam.

3.2.7 HanpaBnser paGOTHUKOB Ha  BBOJHEIN HHCTPYKT@X 1O  TEXHHKE
0€30MacHOCTH, MPOU3BOJACTBEHHON CAHHUTAPHH U MPOTHBOIIOKAPHOH 3alUTe, MpaBUiIaM M
HOpMaM OXpaHbl TPY/a, TPAXKIAHCKOH 000poHe.

3.2.8  QopmupyeT i BeCT AHUHbIE Jlea PAGOTHUKOB YHUBEPCHUTETA U BHOCHT B HUX
M3MEHCHUA, CBA3aHHBIE C TPYIOBOH JA€ATETLHOCTRIO.

3.2.9  IlpoM3BOAMT 3a1IMCH B TPYLOBBIX KHHKKAX pabOTHMKOB O NpHeMe, TepeBoIax
H YBOJILHEHHH, MOOIIPEHHAX H HATPAKIEHUAX.

3.2.10 Ilpou3BOAUT perucTpaiMio TPYIOBBIX KHWKEK M BKIAABILCH K HUM BHOBb
HPHHATBIX PaOOTHHKOB, OTBEYAET 32 COXPAHHOCTH BBEPEHHBIX TPYIOBBIX KHIDKCK M
BKJIaibllueH. Bener ux crpormit yuer. ‘Briaer TpyaoBble KHUMKKH MPH  YBOJILHEHHH
paboTHuKa. -

3.2.11 Ilpemynpexnaaer paGOTHHKOB B MUChMEHHOI (popme He MeHee yeM 3a TpH HS
J10 YBOJILHCHUS 00 OKOHYaHHUK CPOYHOTO TPYAOBOIO JOTOBOPA.

3.2.12 B neHb yBOJIbHEHHs paGOTHHKA, 3aTIOHACT U BBLIAET EMY TPYAOBYK) KHVIKKY.

3.2.13 Buocur uabOpMALMIO O KOJIMYECTBEHHOM,  Ka4CCTBEHHOM  COCTaBe
PabOTHUKOB M HX JBHJKCHHH B OaHK JIAHHBIX nporpammel  1:C  Ilpeanpusitue
«3aprutata+Kaapei», CleuT 3a CBOEBPEMEHHBIM OGHOBJIEHHEM M IONOMHEHHEM Oa3ebl
JIAHHBIX COTPY/HHKORB.

3.2.14 Bener yuer npegocrasienus OTITYCKOB pabOTHHKAM, OCYILECCTBIISIET KOHTPOIb
33 CoCTaBlIeHHEM M COOm0ZeHHEM IpaQUKOB OYEPEAHBIX OTIYCKOB. [loAroTaBimBaer
TIpHKa3 0 NPEIOCTAB/ICHUM OTIYCKA HE 1103/1Hee 2-X HeIeNb [0 HaYala OTIYCKa U 3HAKOMHT
€ro ¢ pabOTHHUKAMM 110/1 POCITHCE.

3.2.30 Odopmiser HeoOXoAUMBIE MaTepHaibl IA NpeACTaBieHus pabOTHUKOB
YHHUBEpPCHTETa K IOOIIPEHUAM M HArPasKICHHUAM rOCY/1apCTBEHHBIMYU, OTPACIIEBLIMUA U
MECTHBIMH Harpajamu.

3.2.15 JOKYMEHTBI Mpe/ICTARICHHBIX K HarpakJ1eHuio pabOTHUKOB.

3.2.16 [lpuHumaer 3agBieHUS OT paDOTHHKOB YHMBEPCHTETa Ha CaHaTOPHO-

KYPOPTHOC M CTauMoHapHoe Jiedenne 10 JIMC (100poBoibHOE  METMUHMHCKOE
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crpaxoBaHue). [Togaer 3adBKH B CTPAXOBYI0 KOMIIAHWIO, PYKOBOJICTBYSACH YTBEPKIACHHBIM
CTTUCKOM PabOTHHUKOB.

3.2.17 IllpuHumaer y4acTHE B IIPOBEPKE COCTOSHHUA TPYAOBOH AHCLMILIHHBI B
nojJpasjiejieHHUsIX YHUBepcuTeTa u coOmoaeHud [IpaBwil BHYTpPEHHEr0 H TPYIOBOrO
pacropsiaka.

3.2.18 Beaer yyer HapymieHuil TPYAOBOH JUCHMUIUIMHBI M  KOHTPOJIMpYET
CBOEBPEMEHHOCTD [PUHATUA PYKOBOICTBOM YHHBEPCUTETA COOTBETCTBYIOIINX MEP.

3.2.19 T'oroBuAT HeoOXOAMMYK HH(pOPMALMIO, CIPABKH, MaTepHaIbl MO KaApOBBIM
BOIIpOCAaM IS TIPEICTaBACHHA PEKTOPY, B BBIIECTOAIUE OpraHU3alluH.

3.2.20 Ob6ecneunBacT KOHOHACHIHATLHOCTh CBEICHUN (O 1€ATE€IbHOCTH HHCTUTYTA,
€ro MMYIIECTBE, €ro COTPYAHUKAX, W JIp.), MOIYYEHHBIX UM BO BpPEMS UCIIOJIHEHHUS! CBOMX
JIOJKHOCTHBIX 00A3aHHOCTEH, B T.4. CBEAEHUH, COCTABIAIONMX KOMMEPYECKYIO TaHHy
YHUBEpCHUTETA, CIY:KeOHYIO U FOCYIapCTBEHHYIO TaifHy, a TaKKe CBeJeHHI, COCTABISIONINX
NepCOHANBHEBIE JaHHBIE pa0OTHMKOB; HE MEPENAET MEPCOHAIBHBIE JaHHBIE TPETHHM JIHIAM
Oe3 cornacus camoro paboOTHHUKA.

3.2.21 BpIMoMHAET pa3oBHIE CyKeOHBIC TOPYUEHHA PEKTOpaTa, HavYaJbHHUKA OTAeNa
KaJIpOB.

3.2.22 [lloBbliaer cBOM NPO(PECCHOHAIBHBIE 3HAHUA IIYTEM CaMOCTOSTE/IBLHOIO
M3YYEHHUS CHElMalbHON JUTepaTyphl Kacalolleics: TPyJOBOH [eATEIbHOCTH, a TaKkKe
KYPCOB MOBEIIIEHUS KBATUDHUKAIIHH.

3.2.23 (CpoeBpeMeHHO OTOBEMAaeT HAYaJIbHHUKA OTAENa KaZpOoB O HEBO3MOJKHOCTH
BBIIIOJIHUTE  OOYCIIOBIEHHYIO TPY/JAOBBIM JIOTOBOPOM, JOJDKHOCTHOMW MHCTPYKUMEH ¢
APYTUMH JOKAJIBHBIMH aKTAMH YHHBEPCUTETA padOTy, B TOM YHMCJIE 110 IPUYHUHE BPEMEHHOM

HETPYA0CIIOCOOHOCTH.
3.2.24 CoOmogaer U HCHOOAHACT TpeOoBaHMA, COACpKAIUecs B IpaBUiIax
BHYTPEHHETO  TPYAOBOIo pacrnopsjka; npaBHiIax TEXHHKH 0e30nmacHOCTH,

MPOM3BOICTBEHHON CAHUTAPUHU H TIPOTHBOMMKAPHOMN 3alIUTHI, MPaBUIIaX U HOPMaX OXpaHbl
Tpyaa, YcTaBe, NIpHKa3aX M pacHOpSIKEHUAX PEKTOpa M MHBIX JIOKAJbHBIX HOPMATHBHBIX
aKrTaX YHHMBEPCHUTETA; KOHTPOJIMpPYET COOJIIOJIEHHE COOTBETCTBYIOIIUX TpeOoBaHU
paboTHUKAMK OT/Ie/1a KaJpOB.

3.2.25 He ponyckaeT: HapyILIEHHH TPYA0BOI IUCIMILUIMHEI, OCKOPOIEHUA WIH MHBIX
(opM NPOABIEHUSA HEYBAKHTENBHOTO OTHOIIEHUS K COTPYAHHMKAaM, AaclupaHTam,
JOKTOpaHTaM, CTYAEHTaM, ciylaTtessM, a0uTypueHTam, roctaM Y HUBEPCUTETa U IPOYUM
JIUIAM, HAXOSMIIUMCH B YHUBEPCUTETE.

3.2.26 CpoeBpeMeHHO 0hopMIISeT JOKYMEHTHI (JIMYHEIE [Ieja, Kaprouku T-2, u ap.)
MO0 MCTEYEHHMH YCTAHOBJIEHHBIX CPOKOB TEKYIIEr0 XpaHEHUs B OT/elie Ha
XpaHEHUe B apXuB.

3.2.27 Cnequt 3a CBOEBPEMEHHOH MMOJayvel [OJpa3JC/ICHUAMH Y HHUBEPCUTETA
tabeneil yuera UCNOIb30BaHUS paboyero BpeMEHH, IIPOBEPAET U NEPENacT B
OyXrajTepHio.

3.2.28 Konrponupyer coOmogeHde rpaduka MPOXOMKIAEHUS TEPHOJIHUYECKUX
MEAULIMHCKUAX OCMOTPOB.

3.2.29 Cobmoaaer TpeboBanust 1Mo NMPOGUIAKTHKE U MPOTHBOAEHCTBIIO KOPPYIILIMH,

OIpeIeIEMBIX JJOKAIBHBIMH ITPABOBLIMH AKTAMH.
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4 IpaBa u noaHoMoYMs

Benymmii cnermanuet no xajapam uMeeT rnpago:

4.1 TpeGosare oT paGoTHUKOB YHHBepcuTeTa OOBSICHEHUN B CIy4yae HapylleHUs
TPYNOBOH MMCUMILIMHEL, & TAKKE B CIydae MPe/CTABIEHHS HEBEPHBIX CBEACHMIA O CBOEl
TPY/JIOBOH JEATEIBHOCTH.

4.2 Coobmarh pyKOBOAMTEIAM CTPYKTYPHBIX MOAPA3ACICHHI O BBISBIEHHBIX, BO
BBEPEHHBIX HM OTJEaX, HEAOCTATKaX.

4.3 3anpamuBath JHYHO MIH MO NOPYYEHHIO HAYAIBHUKA OTIIE/a KaJIpOB OT JPYIUx
noapasjeneHuii  YHuBepcurera MHOOPMALMIO M JOKYMEHTHL, HEOOXOMUMBIC  JUIS
BBITOJTHEHUS JJOJKHOCTHBIX 00S3aHHOCTEH.

4.4 3HaKOMMTBCA €  [POCKTaMM  pelleHHii  PyKOBOJCTBA Yuusepcurera,
KacalolMMHCH €ro JeATe/IbHOCTH.

4.5 Ilo Bonpocam, HaxomsmMMcsT B €ro KOMICTCHLMH. BHOCHTL Ha
PAacCMOTpPEHHE PYKOBOJCTBY YHUBEPCHTETA:
- IpeIOKEHUS no YAYYIIEHHIO JEATCIIBHOCTH YHUBEPCUTETA U

COBEPIIEHCTBOBAHUIO METOI0B paboThl COTPYIHUKOB:
- 3aMEYaHUA I10 JAeATEIbHOCTH PAOOTHUKOB YHUBEPCHTETA;
- BapHaHTbl YCTPAHEHUSA UMCIOILHUXCH B JICATEIbHOCTH Y HUBEPCUTETA HEJOCTATKOB.,
4.6. OTKa3aTbea OT MPHHATHS HEMPABH/ILHO 0hOPMIICHHBIX JIOKYMEHTOB.

5 OTBETCTBEHHOCTD

S>.1 Benymmnit cneumanuer no kajapaMm OTAena KaapoB HECET JIACIUIUTMHAPHYIO,
MATCPHAILHYIO,  MMYIIECTBEHHYIO. A  TakKkKe  HHBIC  BHIABI  OTBETCTBEHHOCTH,
[IPCAYCMOTPEHHBIE  3aKOHOJAATE/ILCTBOM PO B ciydasx, YCTAHOBIEHHBIX 3aKOHOM,
TPYAOBBIM JIOTOBOPOM M HACTOSLIEH JO/KHOCTHON HHCTPYKIIHEH,

5.2. Beymmit Cienuauet 1o KajpaM oT/iena KajpoB HeceT OTBETCTBEHHOCTR 3a:

5.2.1. HecBoeBpeMEeHHOE M HeHaleKallee BBINOTHEeHHEe (160 HEBBITIOJIHEHHE )
CBOMX JI0JZKHOCTHBIX 0053aHHOCTEH, a TaKiKe MHbIC HAPYLICHUS TPYAOBOMN IUCIUILTMHDL: 3a
HECBOEBPEMEHHOE CO0JOIeHHE H (MITH) HECOOMIOACHHE YCTAHOBIEHHBIX TIPABHI H HOPM
TpyAa, OXpaHbl Tpy/la, TEXHHKH O6€30MacHOCTH, INPOM3BOJCTBEHHOH CaHHTAPHH U
NPOTUBOINOKAPHOH ~ OE30MaCHOCTH, HPaBWI  BHYTPEHHETO  TPYAOBOIO pacropsjika,
TpeOOBaHMI, COJEPIKAIMXCA B JIOKAILHEIX IPABOBBIX aKTaX Y HUBEPCHTETA;

5.2.2. Hegocrosepuylo MHbOPMALIMIO O pesyibratax cBoelf paGoThL, a Takke 3a
OTKa3 NMPEAOCTAB/ISITh MHPOPMALIMIO O pe3yJbTaTax cBoeil paGoTH;

5.2.3. HeBblnosiHeHve  TNPHKA30B, YKasaHWd, pacropskeHHi w Ipeaucanuii
BBIIICCTOALIHNUX H KOHTPOJIWPVIOIHUX OpraHoB;

5.2.4. HeobecnieueHne win HeHauleskamee obecredenue COXPaHHOCTH UMYIECTBA
YHHBCPCHUTCTA B OTIEIE;
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5.2.5. HenpuHsitne Haaiekamqux MEp [0 MPECCYCHHUIO BBIABICHHBIX HapYIIECHHI
MIPaBHUT TIPOTHBONOKAPHOY Oe30IIaCHOCTH, OXPaHBI TPyAa W CaHHTAPHOTO COCTOSHHS B
KaOMHETaX OT/ie/1a KaJpoB, CO3AAIONINX yrposy ux pabore, a Takke yrposy 6e30nacHoCTH U
3/10pPOBBIO paboTAIOIINX B HUX JTHIL;

5.2.6. Pasriiamenne nepcoHaibHbIX JaHHBIX paboTHUKOB YHUBEpCHTETA.

6 Onenka kavecTsa Tpyaa

OueHka KauecTBa Tpyaa OCYIIECTBACTCA HA OCHOBE:

- @HAJIN3a BBITTOJHEHMS I1TaHa paboThl 1101pa3ie/ICHUSL;

- PE3YJIbTATOB NMPOXOXKIACHUS IPOLEAYPBI aTTECTALUH [IEpCOHaJIa Ha MOATBEPK/ICHHE
3aHUMAEMOH JIODKHOCTH:

- PE3YJIbTATOB BHYTPEHHETO ay/IMTa B paMKaX I10/1pa3/e/ICHAs;

- OT3BIBOB KOJIJIET U PYKOBOJMTENEH MOApas e/ IeHHit YHHUBEPCHUTETA.

7 llopsnok BHECEHUs H3MEHEHUH B JOIKHOCTHYIO HUHCTPYKILIMIO

7.1 Buecennme u3MeHEHMH W JONOMHEHHH B AOJKHOCTHYKO  HHCTPYKIHIO
MPOHU3BOIMTCA B COOTBETCTBHM C YCTAHOBJEHHBIM  TIOPS/KOM B JloKyMeHTHpOBaHHOI
npoueype «Ymnpasienue gokymentanueit» Ne JIIT 250000.01.4.090-2012

7.2 CTpaHMUa C TEKCTOM, MOUIEKAIIHM M3MEHEHHIO, 3aMCHIETCH Ha HOBYIO WJIH
TEKCT HM3MCHEHMH BKJICHBACTCS Ha TMOCIACAHEH CTpaHHMIE JOMKHOCTHOI HHCTPYKLIHH.
HMudopmanns o BHecenun maMeHeHuit BnocuTes B JIuct perucTpanu H3MeHeHHIt.

HOJDKHOCTHASI UHCTPVYI[US
CIHCLHAINCTA 110 KaZpaM | KaTeropuu oTaena Kajapos

1 Ob1ume nonoxenus

.1 Coenmamuer mo  kampam | KaTeropum OTJeNa KaapoB (eaepajbHOro
rOCYAapCTBEHHOI'O OrKETHOrO 00pazoBaTenbHOro YUPEKACHUS BBICILIETO
npogeccnonansHoro obpasosanus «Mpkyrckuii rOCYAapCTBEHHBIH YHUBEPCHTET MyTei
coodwenus» (anee — Y HUBEPCHTET) OTHOCHTCS K KaTCTOPHH CIIEHATHCTOB.

1.2 Coenmanuer  mo  kagpam | KaTeropuM Ha3HA4aeTcsi Ha JO/KHOCTH H
OCBOOOXKIAETCSA OT AOKHOCTH MPHKA30M PEKTOpaA MO MpeJICTaBICHUIO HaYa/IbHUKA OT/eNa
KaJpoB B COOTBETCTBHH C HOPMaMH TPYI0BOI'0 3aKOHOaTe/ 1bCTBa PO,

1.3 Crienmanucer no kagpam 1 kaTeropuu nogunHsercs HEMOCPEACTBEHHO HAYAIBHUKY
OTACNA  KaApOB M BBINOJHAET CBOM OOA3aHHOCTH 1O €r0  HeNOCPEACTBEHHBIM
PYKOBOJICTBOM.

1.4 Ha Bpems orcyrcTBus cnemmanucta mo Kajapam | karteropun (6one3ns, OTIycK,
KOMaH/IMPOBKa, Tp.) €ro mpaBa u 0GS3aHHOCTH [CPEXOMAT K JIMILY, Ha3HAYEHHOMY
[IPUKA30M PEKTOpa 110 NPE/ICTABICHUIO HAYaTbHHKA OT/IEIa Ka[poB.
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1.5 Hacrodmas A0/KHOCTHAS MHCTPYKUHMA CHEUMAINCTA 110 Kaapam | KaTeropuu
paspaboTaHa Ha OCHOBe OOLIEOTPACIEBOH  KBATH(UKAIMOHHOM XapaKTePUCTHKH
Clennanucra mo KaapaM, yrBepxieHHoi Ilocranopnenunem MunucrepcTBa Tpyaa H
coumanbuoro passurus Poccuiickoit Meneparmm ot 21.08.1998r. Ne37 "O6 yreepskieHun
KBaJIM(MKALMOHHOTO CHPABOYHMKA JIOIKHOCTEIl PaGOTHHKOB, CHEIMATMCTOB M APYTHX
ciyx)amuxy», pasaen "O0meorpaciensle KBATHOHKALMOHHBIE XapaAKTEPUCTHKH TOKHOCTEHH
PabOTHUKOB, 3aHATBIX HA NPEANPHATUAX, B YUPEKIEHHAX U OpraHm3aLusx’.

2 Kpanudukaunonusie TpeGoBaHus
2.1 Ha ponxuocTs crneumanucta mo Kajapam | KaTeropus Ha3HayaeTcs JIHIIO.
HMEIoIICe BRICLICE NpodeccHoHanbHoe o0pa3oBaHue M CTak pabOTHl B JIOJDKHOCTH
CHIEIHATHUCTA 110 KaJipaM 2 KaTeropHu HE MEHEE TPEX JIET.

2.2 Coeumanuct mo xazpam | Kateropum B cBOeH JeSTeNbHOCTH 10/KCH:

2.2.1 3HATb U COBJIIOJATD: 3akoHbI M HHbIE HOPMATHUBHBIE IIPABOBBIE aAKTHI
Poccntickoit ~ @ejepanu,  Kacaroumecs  cepbl  BbICIIEro po(ecCHOHANLHOTO |
JOTIOJIHUTELHOTO npodeccuoHalLHOrO o0pa3oBaHus, perjiaMeHTUPYIOLIHe
00pa3oBaTeNbHYIO,  HAy4HYIO, [IPOM3BOJACTBEHHO-XO3AUCTBEHHYI0O M (hUHAHCOBO-
IKOHOMUUCCKYIO  JICATCIBHOCTL  00pa3’oBaTeNbHBIX  YUPEKAECHHI;  MNPHOPUTETHBIC
Hanpap/ien|s pasBuTHA 0OpasoBarelbHON cnucteMbl Poccuiickoit ®eeparuu; M0KaIbHbIC
HOpMaTHBHBIC aKThl YHuBepeutera; Tpyaosoi koaeke Poccuiickoit ®ejiepaliiu u uHbIe
HOpPMATHBHLIC TIPABOBbIC AKThI, COAEPIKAIINE HOPMBI TPY/IOBOIO NpaBa: MOPALOK MpHEMa,
IepeBOZIa M yBOJILHCHHSI PAabOTHHKOB, NpaBuia OQOPMICHHS, BEACHUS H XPaHEHHs
TPYOBBIX KHHIKCK M JIMYHBIX JIEJ pabOTHUKOB, NOPAJ0K Pa3paboTKH TPYAOBEIX J10TOBOPOB,
MOPALOK y4eTa JIBUKEHHS KaJpOB W COCTaBJIEHUS OTUYETHOCTH: mnoioxenune «O mopsake
3AMCLICHUS  JIOJUKHOCTEH  Hay4YHO-IIe/IaroTH4ecKuX paGOTHUKOB B BBICIIEM yd4eOHOM
sapeienun Poceuiickoii ®ejepanmmy; [lonoxkenne 06 aTTecTalmy HAYIHO-ICAArOTHYECKHX
paboTHHKOB: VYcraB VYmmeepcurera; Ilpapmuia BHYTPEHHETO TPYAOBOIO pacropska
YHuBepcUTETa: OCHOBEI JI€JIONPOM3BO/ICTBA; CTPYKTYPY M IUTAThl Y HUBEPCUTETA; MOPSIOK
BBCICHHS naHueiX B nporpammy 1C: Ilpeanpustue «3aprutata+Kaapei»; cpencrsa
BRIMUCIAUTCILHON  TEXHNKH, KOMMYHMKAIMI M CBA3M; CXEMbl  9IeKTPHYECKHX
KOMMYHHKaLMii OT/1e71a; IIpaBuiIa 0 0XpaHe TPyAa ¥ NokapHoii 6e3011acHOCTH.

2.2.2 BJIAJIETD: Bonpocamu opranusanmu paGoTsl ¢ JOKYMEHTAUMEH Mo yueTy H
ABHZKCHUIO IIEPCOHAIIA; HABBIKAMH ITPABUIBHOTO YCTAHOB/IEHHS HAMMCHOBAHMIA Mpodeccuit
paboyux M JO0/KHOCTEH CIIy:Kallux, oGero u CTPaxoBOro craka paOOTHHKA, JIBIOT M
KOMIICHCALMH, HaBBIKAMH MNOJIL30BAHHS CPEJCTBAMH BBIYMCIMTENBHON TEXHUKH, B TOM
HUCIE € TCPCOHAIBLHBIMU  DJICKTPOHHO-BBIYMC/IMTEIBHBIMH  MallMHAMM, HABBIKAMH
IMOJIb30BAHUS CPEJICTBAMH KOMMYHHUKALIUI M CBS3H.

3 JlospkHOCTHBIE 0043aHHOCTH

3.1 OcHOBHBIMM 3a/1a4aMH CHIEUMAINCTA 110 KagpaM | KaTerOpHH ABJISIIOTCSL:

- YYeT JIMYHOTO COCTaBa Y HUBEPCUTETA M €10 CTPYKTYPHBIX MOAPa3ieeHHil;
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- odopmieHHE NPHKA30B HA [pHEM, IEPEBOJL (IepeMellleHHe) M YBOJLHEHHE
pabOTHHUKOB;

- [IpeocTaBlieHue OTITYCKOB H BEJCHHE KﬂﬂpOBOﬁ HOKYMCHTAllHH.

3.2 Jlns BBINONHEHHS YKA3AHHBIX 32184 CHEMHAINCT 110 KajpaMm 1 Kareropum
OTZA€/1a KaZipOB BBITNOIHACT CJIC/YIOLUIHE BO3JIOKEHHBIE HAa HETO 0O0S3aHHOCTH:

32.2.1. Bepmer yuer pabOTHUKOB ~ VHUBEPCHTETA B  COOTBETCTBHH G
YHUDHLUPOBAHHBIMI GOPMAaMH MTEePBHUHOI JOKYMEHTALHH,

3.2.1TIpoBepsieT KOMILIEKTHOCTh JOKYMEHTOB, MPEACTaBISEMbIX PAOOTHUKAMH TIPH
IIpHEME Ha paboTy.

3.2.2 KoHTposmnpyer cBoeBpeMeHHOE opopmiieHHe ipueMa, MepeBosa H YBOJIbHEHHs
PabOTHHKOB B COOTBETCTBHM C TPYAOBBIM 3aKOHOAATE/ILCTBOM, MOIOKEHUSIMH, TIPHKa3aMu
peKTopa.

3.2.3 Ilpu npueme Ha padory 3HaKOMHUT paGoTHHKOB ¢ YCTaBoM YuuBepcurera,
IlpaBunamu BHyTpeHHero Tpynosoro pacropsjika, J0/UKHOCTHOH MHCTPYKUMEH M MHBIMH
JIOKQJIEHBIMH  HOPMATHBHBIMHM aKTaMH, MMEIOIIMMH OTHOIIEHHE K TPYAOBBIM (DYHKIHIM
pabOTHHUKOB.

3.2.4 3HaKOMHT pabGOTHHKOB ¢ [puKasamMu  (IpHEM, TepeMelieHHe, MepPeBof,
AHCLIUIUIMHAPHOE B3bICKAHUE, IOOLIPEHHE) TIOA PACITHCKY B TPEX/IHEBHBIA CPOK CO JiHS
HNOAIMCAHNUS [IPHUKA3A.

3.2.5 Odopmiser ycranosiennyio JOKYMEHTAIIHIO 110 KaJ[paM.

3.2.6 Hanparnser paGOTHHKOB Ha BBOJIHBII HHCTPYKTaX 110 TCXHUKE 0€30MacHOCTH,
MPOH3BOJICTBEHHOI! CAHNTAPHI M [IPOTHBOTOXKAPHOI 3aIllHTe, MPaBWIaM 1 HOPMaM OXpaHbl
TpyJa.

3.2.7 ®opmupyeT H BeACT JMYHBIE fea pabOTHHKOB, BHOCHT B HHMX H3MCHCHMSL.
CBA3AHHBIE C TPYIOBOH JESITEIBHOCTBIO.

3.2.8 Ilpou3BOINT 3a1MCH B TPYAOBBIX KHIDKKAX PabOTHUKOB O MpHeMe, 1epeBoxax 1
YBOJIBHCHHH, MOOIIPEHUSX M HATPAXKACHHSX, TPOU3BOLUT I10,ICHET TPYAOBOIro CTayka

3.2.9 TIlpomssoaur PErHCTPAlMIO TPYAOBBIX KHHMKEK M BKIAAbINIEH K HUM BHOBEL
MPHUHSTBIX PaOOTHHKOB, OTBEYAET 3a COXPAHHOCTH BBEPEHHBIX TPYAOBBIX KHUKCK H
BKJIanplel. Bener ux crporuit yuer.

3.2.10 Ilpenynpesxnaer paGoTHUKOB B IHCHMEHHOMN (opme He MeHee yeM 3a TpH JiHs
A0 YBOJIBEHEHMS 00 OKOHYAHHH CPOYHOTO TPYIOBOIO JIOTOBODA.

3.2.11 B sienn yBonbHENHA pabOTHHUKA, 3aNOMHSICT U BBLIJIAET MY TPYJOBYIO KHHIKKY.

3.2.12 Buocut nndpopmanmo o KOJIMYECTBCHHOM, Ka4Y€CTBEHHOM COCTaBEe PpabOTHUKOB
M HX JIBIKCHUM B OaHK JaHHBIX nporpammbl 1:C Ipepnpustue «3aprara+Kaapsiy,
CJICANT 33 CBOCBPEMEHHDBIM OOGHOBIIEHHEM M NIONOIHEHHEM 6a3bl JAHHBIX COTPY.HHKOB.

3.2.13 Bexer yuer npegocrasienus OTIIYCKOB PabOTHHKAM, OCYHIECTBISET KOHTPOITb
384 COCTaBICHHEM M COOMIOACHHEM TPadUKOB OuepeHbIX oTiyckoB. IloarorasiauBaer
IPHKA3 O NPEAOCTABICHHH OTIIYCKA HE MO3AHee 2-X Helelb /10 HavYaia OTIIYCKd U 3HAKOMMUT
¢ HUM pabOTHUKOB MO/ POCIHCE.

3.2.14 Ilpunumaer yyacrue B [IPOBEPKE COCTOSIHUS TPYJIOBOM JIMCLMIIMHLI B
HOAPA3JCACHUAX YHUBEPCUTETa U COOIMIOEHUH [IpaBun BHyTpennero wu TPYA0BOIO
pacnopsaka.




Cucrema MeHeDKMEeHTa KayecTBa I Ne 1.150000.03.5.006 -2017

|
=

(48]

OTBETCTBEHHOCTh DYKOBOACTBA
[Tonoxenue o moxpasnenenun «OTae KaapoOB»

3.2.14 IlpuaAmMaeT yyacTHe B MNPOBEPKE COCTOAHHSA TPYIOBOM IHCUMIUIMHEI B
noapasneneHuaX YHusepcurera M coOimogenun IlpaBuin BHYTpeHHEro H TpPY/0BOTO
pacropska.

3.2.15Bexer yuer wHapylleHHH TpyIOBOW MUCHHMIUVIMHEI M KOHTPOJHDPYET
CBOEBPEMEHHOCTh ITPUHATHSI PYKOBOJICTROM YHUBEPCHTETA COOTBETCTBYIOUIMX MEp.

3.2.16 'oToBHT HeoOXOAMMYIO HHGOPMALMIO, CHPABKH, MAaTEpPHAIbl [0 KaApPOBBLIM
BOIPOCaM JUIS MPEICTABICHHUS PEKTOPY, B BBILIECTOSIINE OpraHU3aLIHH.

3.2.17 IloBpruaer cBOM HpodecCHOHAIbHBIE 3HAHUA IIYTEM CAMOCTOATEILHOTO
M3yYeHHA CHCUMATBHOH JHUTEpaTyphl, KacalOUIEHCs TPYAOBOH JESTENLHOCTH, a TaKikKe
KYPCOB IOBBIIIEHHS KBAJIU(DUKALIUH.

3.2.18 OGecrieunBaeT  KOHOUICHUMAIBHOCTH  CBEACHHH (0  J€ATEIHHOCTH
YHHBEpCUTETa, €ro HMMYILUECTBE, €ro COTPYAHHMKAaX, CTYJEHTaxX, CIyllaTensx u Jp.).
MOMYYCHHBIX MM BO BpPEMS MCIOJHEHUS CBOMX JOJKHOCTHEIX OOS3aHHOCTEH, B T.U.
CBEJCHUH, COCTABIAIONIMX KOMMEPUYECKYIO TaliHy VYHHUBEpCHTETa, CIYKEOHYI0 W
rOCy1apCTBCHHYIO TalHy, @ TaKkKe CBEIEHWH, COCTaBISIOUIMX TMEePCOHAIBHBIE TaHHBIC
pabOTHHMKOB; HE IepelaeT NepPCOHATBHBIE JaHHBIE TPETHUM JIHIIAM 0€3 COIIACHsA CaMoro
paboTHHKA.

3.2.19 BeimonnseT pa3oBble CIyKeOHble MOPYYSHUSI PEKTOpaTa, HayalibHUKA OT/eNa
KaJlpoB.

3.2.20 CBOeBpEMEHHO OIOBEIIAET HAYaIbHUKA OT/ENA KaJApOB O HEBO3MOXKHOCTH
BBINIOJIHATE  OOYCIIOBJIEHHYIO TPYJOBBIM JIOTOBOPOM, [OJDKHOCTHOM HMHCTPYKLMEH U
ApYTUMH JIOKQJIbHBIMH aKTaMH YHUBEpcuTeTa paboTy, B TOM YHCIIE 10 IPUYHHE BPEMEHHOIH
HETPYAOCIIOCOOHOCTH.

3.2.21 Cobmomaer u ucnonuser TpeboBaHuA, cojpepkampecs B [lpaBuiax
BHYTPEHHEr0  TPYAOBOIO  pacmopsjaka;  INpaBWIaX  TEXHHKH  0€30IacHOCTH,
IIPOM3BO/ICTBEHHON CAHUTapHH M MPOTHBOIOKAPHOI 3alNTEI, IIPABHIAX H HOPMAX OXpaHbl
TpyAa, Ycrase, NPUKasaX M pacropAKCHUAX PEKTOpPAa U MHBIX JIOKAIBHBIX HOPMATHBHbIX
aKTax YHHBEPCHTETAa; KOHTPOIMPYET COOMIOEHHE COOTBETCTBYIOUIMX TpeOOBaHUIA
pabOTHHKAaMHU OT/ea KaJIpoB.

3.2.22 He nomnyckaeT: HapyuieHuii TPY/IOBOH AMCHMIITMHBI, OCKOPOICHUS WIH HHBIX
GopM  IpOSBIEHMS HEYBAKUTEIBHOTO OTHOLICHHS K COTPYAHHMKAaM, acrHpaHTaM,
JAOKTOpAaHTaM, CTYICHTaM, Caylare/sM, aOUTypHUEHTaM, TOCTAM YHUBEPCUTETA W TPOYUM
JIMLaM, HaxogsamnMmMcsa B YHHBGPCHTETC.

3.2.23 CoeBpeMeHHO OQopMIsIeT ZOKYMEHTH! (Inunble nena, kaprouku T-2, u ap.) no
MCTCUCHNH YCTAHOB/JICHHBIX CPOKOB TEKYLIEro XpPaHEHHS B OTHACNIC Ha XpPAHCHHE B
apXMB.

3.2.24 Cnenut 3a CBOGBPEMEHHON IIOzaueil mojpasjieieHusMu YHUBepcuTeTa Tabeseii
y4eTa HCIO/Ib30BAHUA pabouero BpeMeHu, MpoBepseT U epeaacT B OyXrajaTepuio.

3.2.25 Kontposupyer  coOmoneHne rpapuka  NPOXOKIEHHS  NEPUOANYECKHX
MEJIMIUHCKHX OCMOTPOB.

3.2.26 Cobmopaer TpeGoBaHMs 10 NPOGUIAKTHKE W MPOTHBOACHCTBHIO KOPPYIILHH,

OTIpe/IENIAEMBIX JIOKATLHEIMH [IPABOBBIMH aKTaMH.

4 Ilpasa u nonnomouus
Crnienmanuct 1o kazpaMm 1 Kateropum UMeeT rnpago:
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4.1 TpeGoBars OT palOTHUKOB YHHBepcHTeTa OOBACHEHHMH B Cly4ae HapylUICHHA
TPY/JIOBOH JUCIMIUTUHEL, & TAKKe B ciydac MPEICTABJICHUS HEBEPHBIX CBEJEHHH O CBOCH
TPYAOBOIi ICATEIILHOCTH.

4.2 CooOwmaTte pyKOBOAMTENAM CTPYKTYPHBIX I10/Ipa3/ie/icHiii O BBISBICHHBIX, BO
BBEPEHHBIX UM OTJIE/1aX, HEJI0CTATKaX.

4.3 3anpaimmBarh JMYHO HIH 110 MOPYYEHHIO HayaJIbHHKA OTCa KaJpoB OT APYTIUX
nogpasaeneHuii  YHuBepcutera HMHOOPMANMIO U JOKYMEHTbI, HEOOXOUMMBIC IS
BBITIOJTHEHHSI JOJDKHOCTHBIX 00s13aHHOCTEH.

4.4 3HAKOMHTBLCH € [IPOCKTAMH pEIICHHH PYKOBOACTBA YHHBEPCHUTETA, KACAIOMIMMHCS

€ro JeATeIbHOCTH.

4.5 Ilo BonpocaM, HaXOAALIMMCH B €r0 KOMIICTCHILMH, BHOCHTH Ha pacCMOTpPEHHE
PYKOBOJICTBY Y HUBEPCHUTETA:

- NpeUIoKeHus 1o YIIYYIIEHHIO JIeATeIbHOCTH YHHBEPCHTCTA "

COBEPLIECHCTBOBAHHIO METO0B PadOTEI COTPY/IHMKOB:

- 3aMeydaHus 110 JeSTeIbLHOCTH pa0OTHUKOB YHUBEPCHTETA;

- BApUAHThI YCTPAHEHUS UMEIOIIMXCH B JIEATEILHOCTH Y HUBEPCUTETA HCIOCTATKOB.

4.6. OrKa3aTbCs OT NPUHATHS HENPABUIBHO OQPOPMIICHHBIX 1OKYMCHTOB.

5 OTBETCTBEHHOCTH

5.1 Cneumanucer no xajapam | kareropuu OTjieNna KaJpoB HECET AMCHUIUIMHAPHYIO,
MaTepUAIbHYIO,  HMYIIECTBEHHYIO, a  TakKe  HMHBIE  BH/IBl  OTBETCTBEHHOCTH,
[IPEAYCMOTPEHHBIE  3aKOHOJATeNbcTBOM P® B ciyyasx, YCTAaHOBICHHBIX 3aKOHOM,
TPY/IOBEIM JIOTOBOPOM W HACTOSAIIEN AOMIAKHOCTHON HHCTPYKLIMEH.

5.2. Cneumanuct no kajapam | kareropuu oraena KaapoB HECET OTBETCTBEHHOCTS 3a:

5.2.1. HecroerpeMeHHOE M HeHajieKaIee BeInojinenne (Tnb0 HeBBIMOJIHEHHE) CBOUX
JO/DKHOCTHBIX OOsI3aHHOCTEH, a TakkKe HHBIC HapylIeHHs TPYAOBOH MUCIMIUIMHBL, 3a
HecBoeBpeMeHHoe colmoaeHne U (MaM) HecOoONI0AeHHE YCTAHOBIEHHBIX IPAaBUII U HOPM
TpyJa, OXpaHbl Tpy/Ja, TEeXHUKH Oe3011aCHOCTH, TMPOU3BOJACTBEHHON CAHUTApUHM H
[IPOTUBOLIOKAPHOI ~ 0€3011aCHOCTH, IIpaBU]l BHYTPEHHEIO TPYJAOBOIO  pacropsjka,
TpeGOBaHUN, COAEPHKALUXCS B JTIOKAJIBLHBIX [IPABOBLIX AKTaX Y HUBEPCUTETA;

5.2.2. HenoctosepHyo HHGOpMALIMIO O pe3y/bTaTax cBOei paboThl, a TakKe 3a OTKa3
NPeOCTaBIATE MHPOPMALIMIO O pe3ylibTarax cBoed paboTsl;

5.2.3. HeBbimonHenne MPUKA30B, YyKa3aHWi, pacropsKeHUH H  IpedlucaHui
BBIIIECTOALIHNX ¥ KOHTPOIMPYIOLIUX OPraHoB;

5.2.4. HeobGecnieueHue WM HeHajyiexkauiee oleclneyeHue COXpPaHHOCTH HMYILECTBa
YHHUBEPCHTETA B OTHEIIE;

5.2.5. HenpuHATHE HajJeKallUX Mep IO IPECEUYEHHIO BBIABICHHBIX HapylIeHHH
HpaBHJI IIPOTHUBOIOKAPHOI 0€30MacHOCTH, OXpaHbl TPyla M CAHUTAPHOIO COCTOSHHUA B
kabuHeTax OT/iela KaJpoB, CO3/a0MMX YyIpo3y ux paboTe. a TakKe yrpo3y 0€30MacHOCTH
3/10pOBbIO PA0OTAOIMX B HUX JIMLI;

5.2.6. PasruauieHue nepcoHanbHbIX JaHHBIX pabOTHUKOB YHUBEpCUTETA.
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6 Onenka kauyecTBa Tpyja

Ouenka KayecTBa Tpy/la OCYIUECTRIIACTCS Ha OCHOBE:

- AHaJTN3a BBIIIOJIHEHHUS T1aHa paboTel MO/Ipas3IeeHus;

- PE3YJIbTATOB NPOXOXKAECHHA MPOLECAYpHl aTTECTALUH [IEpcoHaIa Ha NOATBEPK/IEHNE
3aHUMaeMOM JTOIKHOCTH;

- PE3Y/IbTaTOB BHYTPEHHErO ayIHTa B paMKaX IMOpa3/IeIeHMs;

- OT3BIBOB KOILIET M PYKOBOJUTEJIEH 1I0Apa3ieaeHuii YHHUBEPCHTETA.

7 Iopsilok BHECEHHS M3MEHEHMIT B JAOJDKHOCTHYHO HHCTPYKIIHIO

7.1 BHecenme wu3MeHeHMH U OMOIHEHMET B JIOJDKHOCTHYI)  HHCTPYKIHIO
POU3BOJIMTCA B COOTBETCTBUM C YCTAHOB/IECHHBIM TOPSAKOM B JIOKYMEHTHPOBAaHHOI
npoueaype «¥Yupas/jenne foxkymenranueii» Ne JIIT 250000.01.4.090-2012
7.2 CrpaHHua ¢ TEKCTOM, MOUIEKAIMM H3MEHEHHIO, 3aMEHsSeTcs Ha HOBYIO HJIH
TCKCT M3MCHCHMH BK/ICMBACTCA Ha IOCJEIHEH CTpaHUIE 0JKHOCTHOI MHCTPYKIIUH.
Mudopmauus o BHecennn usmeHenuit BHocutes B JIucr perucTpanuu H3MEeHEHHIA.




