OOKYMEHT NOAMNNCAH
ONEKTPOHHOW NMOANUCHIO

Ipunoxenne Ne 6 k npukasy
Ne oé'?/c;g OT L6027 3

INOJIOKEHUE

00 oT/ae.1e Ka/ipoB

1. OGIIUE MOJIOKEHUST

1.1.  Hacrosmee IlogoxkeHne ycranasiusaeT [PaBOBOH  CTATyc OTHENa  KaJpoB
(benepanbHOro  rocynapcTBEHHOro  GIOKETHOrO  00pa3oBATENLHOTO  YUPEKIEHHS BBICIIErO
obpasosanus «Huxeroposckas rocynaperseHnas CebLCKOXO03sHCTBEHHAs aKajeMus» (nasee —
®I'BOY BO Humkeropoacxas T'CXA, AkazeMus), onpeiessier ero  3agaud M QYHKIHH,
B3aHMOOTHOIICHHS ¢ JAPYTMMH CTPYKTYPHBIMH [OZApA3JC/ICHUsIMH, I1paBa M 00s3aHHOCTH
COTPYIHHUKOB.

1.2. Ornen xaapoB (nanee — OTjen) sBisSeTCs CTPYKTYPHBIM mojapasaeiennem @IEOY BO
Hmxeroposckas FCXA.

1.3. B cBoeit pgestensHoctH Otmen pykosojctByerces Koncrurynueil Poccuifckoit
Denepanuu, DejlepabHBIME KOHCTHTYLIHOHHBIME 3aKoHaMH, TpyJloBbIM KoaekcoM Poccuiickoii
ODejiepanini, HOPMATHBHBIMHM NPABOBBIMH akramMu Poccmifckoit @ejiepaiiun;, npHKasaMu M
pacriopsbxkenusaMu Munucrepersa odpasosanus H Hayku Pocculickoit Dejiepannu; HOpMaTHBHEIMU
NpaBoBbIMH akTaMu Hmskeroposckoit oGnacTh; JTOKATLHLIME HOPMATHBHBIMM aKTaAMH AKaJCMHH
(YcraBoM, KOJUIEKTHBHBIM — JIOTOBOPOM, [PABHJIAMH BHYTPEHHErO TPYAOBOTO pacHopsiKa,
NpuKa3aMyd MU PaClOPsIKEHUsIMH  pexkTopa, HacTosimM  [lookeHHeM,  JOKHOCTHBIMH
HHCTPYKIHUAMH), a TAK)Ke HHBIMH HOPMATHBHBIMH TTPABOBLIMU aKTaMH.

1.4, Pemenne o co3gaHum, peopranusauuu wid JukBuaanuu OThena NpHHHMAaeTCs
PEKTOPOM AKaJIEMHH € YYETOM PaCCMOTPEHHS IAHHOTO BOTIPOCA Ha 3ace€aHuH Y YEHOTO COBETa.

1.5. IlltatHoe pacnucanue, W3MEHEHMsl B INTaTHOe pacmucaHue OTmena yTBEPIKAAKOTCS
MPUKA30M peKTopa AKageMHH.

1.6. Otzienn BO3rNaBnsieT HAYANBHHUK, MPHHUMAeMbli Ha paboTy H 0CBOOOKIAEMBIH OT
JIOJIZKHOCTH ITPUKA30M peKTopa AKaJIeMHUH,

1.7. Hawanennk OTaena moguuHsercs HeMoOCPE/ICTBEHHO PEKTOPY AKaIEMHH,

1.8. Corpyauuxu Otesia HA3HAYAIOTCS HA JIOJIKHOCTh M OCBOOOKIAIOTCS OT JIOJKHOCTH
IPUKA30M PeKTOpa AKaJIEMHH, 110 IIPEACTABICHNIO HavalLIHKa OTe/a KaJIpoB.

1.9, Vecnosus tpynma corpyanukor Otjiena onpejensiercss TPYAOBBIMH  JIOTOBOPAMH,
[paBujlaMi  BHYTPCHHETO TPYAOBOTO PACIOPsALKaA, JO/KHOCTHBIMH HMHCTPYKIMSIMH, @ TaKKe

HacrosiuuM [lomoxkenuem.




2. OCHOBHBIE 3AJIAYHA

OcnoBusiMH 3aauamu OTjiena saBisoTCs:

2.1. Pa3paborka, BHeApeHHe W KOHTPOJL HCIIONHEHHS KaAPOBOH MOJUTHKH H CTPaTErHH
AxaziemMuH.

2.2, Texyuiee ¥ nepcrneKTHBHOE IIAHUPOBAHKE OTPeOHOCTH AKAIEMHH B Kajpax.

2.3. ®opmupoBanKe cHCTEeMBI 10/100pa, 0T00pa U HaiiMa, OLEHKH ¥ aanTaliid KaapoBoro
cocTaBa AKaJIeMHH.

2.4. PaspaGorka M BHeApeHHE cHCTeMbl 00yueHHs (IIOBbIEHHS KBaTH(UKALMH |
npo(eCCHOHANBHOIT MEePerTo/IroTOBKH) pabOTHUKOB AKaICMHH,

2.5. Pa3paboTka H BHEIPEHHE CHCTEMBI ATTECTAIlHE PAOOTHHKOB.

2.6. @opMupoBaHHE, IOAICPIKAHHE H PA3BHTHE KOPIOPATUBHON KYILTYPEl AKAJIEMUH.

2.7. Onenka 3(p(PeKTHBHOCTHU JIESATENILHOCTH PAbOTHUKOB AKaIEMHH.

2.8. ObecrieueHHe KaapoBOro JOKyMEHTO00OpoTa AKa/IeMHH.

2.9. Opranusanuus 1 BeJICHUE KaJIpOBOTO AEIOMPOU3BOACTBA AKaIEMHH.

2.10. OGecnievyenne rapaHTuii, pas 1 JLFOT pabOTHHKOB AKaJIEeMUH.

2.11. Opranu3anus U BeJCHUE BOHHCKOrO yueTa B AKaIeMHH.

3. DYHKIIMHU

@ynxkuun  OTmena  onpesieNeHbl  3ajauamMu, BO3JIOYKEHHBIMH HA HEro  HACTOSIIAM
[TonoxeHuem, B TOM YHCIIE:

3.1. ®opMupoBaHUe U BeJicHHe OaHKa JIAHHBIX O KOJHYECTBEHHOM H KaUeCTBEHHOM COCTARE
pabOTHUKOB, €r0 PazBUTUH H JIBUKEHHH,

3.2. OOecrieyenne (COBMECTHO ¢ PYKOBOJHTEISAMH CTPYKTYPHBIX —TIOJpa3/iecHui
AKaleMHH) TpHEMa M PACCTAHOBKH KAJIpPOB, & TAKIKC MOJIOIBIX CICIHAIUCTOB B COOTBETCTBUH C
MOJIyY€HHOH B y4eOHOM 3aBeCHUU NpodeccHel (CrelHaTbHOCThIO); OPraHHu3aIis TPOBEICHHUS MX
CTXKHPOBKH M PadOTHI 110 ATANTalUH K TPYIAOBOH JIEITEILHOCTH.

3.3. lloaroroska HeOOXOJMMBIX MATEPHATOB JUIsl KBAJTH(DUKAITHOHHBIX, aTTECTALIMOHHBIX,
KOHKYPCHBIX H HHBIX KOMHUCCHH, KacaroLIMXcs KaAPOBLIX BOIIPOCOB.

3.4, VYvacrHe B aHanuze pe3yabTaTOB aTrTecTallM, pa3paboTKe MEpOnpHATHH 110
peau3alyy peHICHUH aTTeCTallHOHHO KOMHCCHIA.

3.5. CpoeBpeMeHHOe odopMIeHHE MpHEMa, IEPEBOJAa W YBOJBHEHHs pabOTHUKOB B
COOTBETCTBHH C TPYJAOBBIM 3aKOHOJIATEJILCTBOM, OJOKEHUAMH, HHCTPYKIHMIMHU, PACTIOPSHKEHUSIMI
U [IPUKA3aMH peKTopa AKaaeMUH.

3.6. CocraBieHue WTaTHOrO PACIUCAHHSI M CBOCBPEMEHHOE BHECEHHE B HETO M3MEHCHHH.




3.7. 3axmoyeHue TPYHOBLIX JOTOBOPOB € NPUHUMACMBIMH Ha paboTy B AKaIeMHIO
COTPYAHHKAMH.

3.8. Yuer nuunoro cocraBa paboTHHKOB.

3.9. ®opMupoBaHKe U BeJIEHHE JIMUHBIX JIe71 PabOTHHKOB, CBOEBPEMEHHOE BHECECHHE B HHX
H3MEHEHHIH, CBA3aHHBIX ¢ TPYIOBOH ACATEIILHOCTRIO.

3.10. Opranmsamus TaOeJbHOTO yd4era; COCTABJIEHME W KOHTPOJL 33 BBIIOJIHEHHEM
rpa()uKoB OTHYCKOB pabOTHHKOB AKaJEMUH,

3.11.  XpaHeHue ¥ 3alOJHEHHE TPYIOBBIX KHUIKEK, BEIAECHHE YCTAHOBJICHHOMH
3akoHoAaresbeTeoM PD fokyMeHTalMH 110 Kaj[pam.

3.12. BHecenuwe B Tpy/JOBble KHWKKM CBCJCHHH O TMOOLIPEHUSX M HArpayKAeHHsX
paborarommx.

3.13. Ilposemenne paGoThl 10 OOHOBJIEHHIO HAYYHO-METOIHUECKOTO oOecredYeHust
KaJpoBO padoThl, €e MaTepHaIbHON 0a3bl, BHE/IPCHHIO COBPEMEHHBIX METO/IOB KaJPOBOIro yueTa 1
YOPaBJICHUS ~ MEPCOHAIOM € HCIOJb30BaHHEM  aBTOMATH3MPOBAHHBIX  CHCTEM W
ABTOMATH3HPOBAHHLIX paboyux mMecT palOTHHKOB KaJIPOBLIX CIyk0, cO3maHMIO OaHKa JaHHBIX O
JIMYHOM COCTaBe AKAJIEeMHH, €r0 CBOCBPEMEHHOMY HOIOJIHEHHIO, ONEPATHBHOMY TPEICTABICHHIO
HEOOX0UMO MH(OPMALIUU 1T0JIE30BATEIISIM.

3.14. OGecnieyenye COLMAIBHBIX FapaHTHili B 00JACTH 3aHATOCTH, COOJIOAEHUE MOPsIKa
TPYAOYCTPOHCTBA M 1epeo0ydyeHHs BLICBOOOKIAIONXCS pPabOTHHKOB, MPEJOCTABICHHE HM
YCTaHOBJIEHHBIX JIbIOT ¥ KOMIIEHCAIUA,

3.15. Benenne BOEHHO-YYeTHOH JOKYMEHTAIlMHM, MPEIOCTABICHHE [0  3ampocam
HEOOX0MMOH MH(OPMAIlMU B BOCHHBIE KOMHCCAPHATEI, BEJCHHE YCTAHOBICHHON OTYETHOCTH 110
BOMHCKOMY YUETY.

3.16. Kontpones cobmojeHHs TPYJA0BOH AHCLHIUIMHBL B CTPYKTYPHBIX MOAPa3IeiCHHIX
AxasieMHH.

3.17. Ananu3 NOpHYMH TEKy4YeCTH KaJpoB; pa3paboTka MEpONPHSITHH IO YKpPEIUICHHIO
TPYAOBOH AHMCUHIUIMHBI, CHHKEHHIO TEKYUYECTH KaJ[pOB, TOTeph paboyero BPeMEeHH; KOHTPOIb HX
BBIITOJIHEHHU L.

3.18. OxaszaHue NOMOIIM PYKOBOJMTESIM CTPYKTYPHBIX I10JIpa3jie/ieHHi 110 BOIIpOCaM
YIPaBJIEHHs TEPCOHANIOM, paspelieHuss KOHQIMKTHLIX —CUTYalMH, TPYJIOBOH MOTHBAIMH,
OpraHU3alMy TPyJa U IPYTHM BOIIPOCaM, BXOJISIIIMM B KOMIIETEHITHIO OT/IENA KaJPOB.

3.19. CocraBnenue M BelEHHE YCTAHOBJICHHOH OTYETHOCTH IO YY€TY JHYHOIO COCTaBa

paOOTHUKOB AKaJIEMHH.




3.20. Benenue nepenuckm ¢ BHCIUEMMH  OPraHHU3alUsIMH = W CTPYKTYPHBIMH
NOJIpa3/eNCHHAMHE  AKaJIeMHH 110 BOIpPOCAM, HAXOJAMMCS B KOMIIETEHIMM OTIENA KaIpos,
CBOEBPEMEHHOE MPEAOCTABICHUE HEOOXOAUMbBIX OTUETOB BBLIICCTOSIIHM HHCTAHIHSIM,

3.21. CucremaTnuecknii aHamu3 KaapoBoii paboTel B AKaJeMHH, pa3paboTka MpeyIokKeH il
10 €€ yJIyUllIeHHIO.

3.22. I1oAroToBKa I0KYMEHTOB 110 HCTEUCHHH YCTAHOBJICHHBIX CPOKOB TEKYIIEro XpaHeHus
K ¢/laue Ha XpaHEHHE B apXHB.

Boznoxenne wa oraen kaapoB (YHKUHH, He OTHOCAINMXCS K Kagposoil pabote u

KOMIIETCHIIHH OTJ],CI!&, HC HOITYCKAacTCH.

4. IPABA

Otaen kaJIpoB UMeEET MPaBo:

4.1. KoHTponuposark COCTOSHHE TPYAOBOH AMCUMILIMHBL B MMOJAPA3AEIeHUAX AKaJEeMUH H
codumoaenne paboTHUKAMH PABHII BHYTPEHHETO PACTIOPSJIKA.

4.2. TpeboBaTh OT CTPYKTYPHBIX MOJAPa3jie/eHHH AKAJeMHUH IPEICTABIEHHS CIIPABOK,
JIAHHBIX, OTYCTOB, HMHOH HMH(MOPMALUH, HECOOXOJMUMBIX /Ul OCYIIECTBICHHS OTICIOM CBOEH
JIeSITEIIBHOCTH.

4.3. JlaBath yKaszaHusl CTPYKTYPHBIM TOApa3jiefleHHsM AKaJeMHH [0 BOIIPOCAM,
OTHECCHHBIM K KOMITETEHIIMH OT/IENIa KaIpoB.

4.4. KourponupoBaTe HCIOIHCHHE PYKOBOJHTEIAMH CTPYKTYPHBIX —HOApa3esicHHH
3aKOoHOMATeNbCTBA PD, NMpHKa3oB M pacnopsikeHMi pexropa AKaJeMHH 110 BOIIPOCaM KaApoBOii
MOJIMTHKH H PabOTHI ¢ KaZpamH.

4.5. KonrponipopaTh COOJIOACHHE NPABUI TPY/I0YCTPOHCTRA, YBOJIBHEHHUS, MEpeoby eHH s
BBICBOOOKIAIOIIUXCS pAOOTHHKOR, ITPEIOCTABICHUS HM YCTAHOBIEHHEIX JILIOT H KOMITEHCAITHI.

4.6. [ToanucbIBaTh TOKYMEHTEI B IIPeieiax cBOEi KOMIIETEHIHH,

4.77. Jlaarh pa3zbACHEHHs, PEKOMEHIALMM M YKazaHWs I10 BOIPOCAM, BXOSIHUM B
KOMIIETEHLIUIO OT/IeNa.

4.8. YuacTBOBaTh B COBEINAHHSX H JIPYTHX MEPOMPUATHAX, IPOBOIUMEIX B AKaJEMHH 110

KaJIpPOBBIM BOITPpOCaM.

5. OTBETCTBEHHOCTb
5.1. Hauwampnuk Otnena u noauuHeHHble eMmy cortpynuukd OTaena B Ipesenax,

OIpeaCTICHHBIX ,Ilef:ICTBy}OU.IHM TPYAOBBIM 3aKOHOIATEJILCTBOM, HECYT OTBETCTBCHHOCTD 34




5.1.1. KauectsenHoe M TosHOe HenoiHeHHe 3874 ¥ (DYHKIMH, BO3JIOKeHHBIX Ha OTaen
HacTOSINM [10JI0IKEHHEM; BBITIOTHEHHE B MOJHOM 00bEME H B YCTAHOBJICHHBIE CPOKH MPHKA30B,
pacnopspKeHHH U opyJYeHHi pexTopa AKageMuu.

5.1.2. Cobmonenue Tpy10BOro 3aKkoHoaaTenbeTBa Poccuiickoit Mejiepanu, 10CTOBEPHOCTD
HH(OPMAIINH, NPEACTABIACMON PEKTOPY AKaJEeMUH.

5.1.3. Coxpannocts mokymentor Otjienia W HepasTialleHHe  KOH(DHACHIHAIbHOI
HHpOpMALHH, KOTOpoH pacnonaraer OTiaen, a Takke HepasrJAlICHHE MEPCOHAILHBIX JAHHDIX

APYTrHX COTPYAHHKOB, KOTOPLIC CTAJIH H3BECTHEI IIPH HCIOJIHCHHUH CH}/)KEGH}:IX o0s3anHoOCTEl.

6. BBAUMOJENUCTBHUE C JIPYTUMH CTPYKTYPHBIMHU MOJAPA3AEJEHUSMU
6.1. BzaumoneiictBue Otzenia ¢ APYrHMH CTPYKTYPHBIMH IOJPA3/CICHISIME AKaIeMHK

OnpeaensacTes 3ajadaMu 1 (b}/HKI_[HSIMH, BO3JIO’KEHHBLIMM Ha Hero HacTodmuM Ilonoxxenunem.

7. PEOPTAHU3AIIUU U JIMKBUIALMSA OTIAEJA
7.1. Hacrosimmee [lojioskeHre MOKET OBITL M3MEHEHO WM JIOMOJNHEHO. M3MeHeHus u
JIOTIONIHCHH A, BHOCHMBIC B HacTosiilee [lonoxenne, yTBepicIaloTes NpHKa3aMi peKTopa AKaJeMHH.
7.2. Otaen MoKeT ObITh JTHKBUIMPOBAH WM PEOPraHH30BaH MPUKA30M PeKTopa AKaIeMuH
C YYETOM PacCMOTPEHHS JaHHOTO BOIIPOCA HA 3aCE/[AHHK Y UEHOTO COBETA.
7.3. Tlpn peopranmsanunm Otaera Bce JOKYMCHTHI, 00pasoBaBLIMECS B MPOIECCE
JIeATENLHOCTH bnena KaJ[poB, MEPENalOTCs Ha XpaHEHHE MPABONPEEMHUKY, a IPH JUKBHIALNY - B

apXuB AKaJleMHH,

Paccviompeno u 0000peno na sacedanuu
Vuénozo cogema @PI'50Y BO Huocezopodcras I'CXA
(npomoxon om ze.o/ 43 Ne . )
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