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1. O6mue noJioKeHus

[Tonoxenue pazpabGoraHo Ha OCHOBE JIEHCTBYIOIIErO 3aKkoHoAaTeNbeTBa Poceniickoi
®enepaunn u Yerasa FAOY IO «Jlenunrpanckuit 06,1aCTHOrO HHCTHTYT Pa3BHTHS

obpasoBanus» (nanee — UHCTHTYT).

1.2. Otzen KaApoB SBJISETCS CAMOCTOATENILHBIM CTPYKTYPHBIM nozpaszeneanem MuctutyTa,

HaxXoAAIMUMCs B HCITOCPCACTBEHHOM INOIMHHEHHH PEKTOpaA.

1.3. Otzen xagpoB GopMUpPYETCS B COOTBETCTBHH CO IITATHON CTPYKTYPOH HHCTHTYTA.

1.4. OTzen KaipoB BO3IJIABJISET HAYAIbHHK OT/EJIa, HMEIOLIHH BhicLIee MpodeccHOHATbHOe

obpazoBanue 1 cTax paboThl 0 OPraHU3aLMH YIPABJICHUs KaJpaMH, Ha HHKEHEPHO-

TEXHHYCCKHX H PYKOBOAANIHX JOJDKHOCTAX HE MCHEEC 5 ner.

Ha no/mKHOCTB cienuanucTa no KaJipaM HazHa4acTCs JIMIO0, HMCIONICE BBICILICC

npodeccruonansHoe o6pasoBanue 6e3 npeabsasiaeHus TpeboBaHMii K cTaxy paGoThl.

HauansHuk otaena KaJIpOB H CHECHHAIHUCT [0 KaJpaM HazHa4arTCs Ha JTOJDKHOCTD H

0cBOOOXK/IAIOTCS OT JIOJDKHOCTH INpHKa30M pEKTOpa. B NEpUOA OTCYTCTBHSA Ha4aJIbHHKaA OT/ICjIa

KaJapoB €ro 00s3aHHOCTH BBINIOJIHAET CHELHAIUCT 110 KaJapam.

1.5. B cBoeit pabote oTaen KaJipoB pyKOBOJCTBYETCH:

Tpynoseim koznexkcom Poccuiickoit ®enepanuu;
3akonoM ot 29.12.2012 r. Ne 273-®3 «O6 obpazoBannn B PO»;
®enepansibM 3ak0HOM 0T 27 mions 2006 r. N 152-03 "O nepcoHalbHBIX JaHHBIX";

KBain(uKauMOHHBEIM CIIPABOYHHKOM JIOJDKHOCTEH PYKOBOJAMTEJNICH, CINEIHATHCTOB M JAPYrHX

cnyxammx" yreepkaeHubM [locranosnennem Muntpyaa P® or 21.08.1998 N 37 (pea. or

12.02.2014);
EnuHbM KBaTH(pHKAIHOHHBIM CIIPABOYHHKOM YTBEPIKACHHBIM IPHKA30M
Mumnsapascoupazputus PO ot 26.08.2010 N 7611 (pea. ot 31.05.2011) "O6 yrBepxaeHun
EmuHoro kBanuduKalMmOHHOrO CIIpaBOYHHUKA JO/DKHOCTEH PYKOBOAUTENEH, CIEIIHATHCTOB H
ciyxaumx, paszaen "KpamupukaunoHHble XapaKTEPUCTHKH JO/DKHOCTEH pabOTHHKOB
obpa3oBanus";
EanHbM KBaTH(pHKAIMOHHBIM CIPAaBOYHHKOM YTBEPIKACHHBIM ITPHKA30M
Munsapasconpassutus PO 11.01.2011 N 1a "O6 yrBepxaennn Enunoro kBaauuKalHoHHOro
CIPaBOYHMKA JO0JDKHOCTEH PYKOBOMTEIEH, CIICIIHAIMCTOB U CITYKallHX, pas/e
"KBanudpuKaMoHHbIe XapaKTePUCTHKH JOJDKHOCTEH PYKOBOJMTEIEH H CIICIIHAIUCTOB BBICILIETO
npo¢eCCHOHATBHOTO U JIOTIOJIHATEIBLHOTO NpodeccHonanbHOro odpasopaHns”;
ITocranosnennem [IpaBurenscta P® ot 16.04.2003 r. Ne 225 «O Tpya0BBIX KHHKKaX»,
[TocranosnenneM Mununcrepersa Tpyaa P® ot 10.10.2003 r. Ne 69 «O6 yTBepxkaeHun

HHCTPYKIHH I10 3aNI0JTHECHHIO TPYIOBBIX KHHIKCKY,



- MenepanbubM 3aKoHOM OT 12.03.1998 r. Ne 53-®3 «O BouncKo#H 00513aHHOCTH H BOCHHOI!
ciyxber;
Ycrasom TAOY IO «JIOUPO» 1 KoieKTHBHBIM JIOrOBOPOM;

- IlpaBunamu BHyTpEHHEro TPYAOBOIO pacropska;

[IpuKkazaMu U pacriopsKEHHSIMH PEKTOpa;

HacrosuM [TonoxenuemM.

2. OcHoBHBIE 321241 0T/€JIa KAJAPOB

2.1. KommuiekroBanue nojpasjaenenuii Uucturyra pykoBoasiumMu paGOTHHKAMH, Hay4HO-
nearorHyeckuM, yaeOHO-MeTOAMYECKHM, Y4eOHO-BCIIOMOraTe/IbHbIM IIEPCOHAJIOM,
CIHEIHATHCTAMH U JIPYTHMH pabOTHHKAMH COTJIACHO ITATHOM CTPYKTYPhl HHCTHTYTA.

2.2. ObecneyeHue JABHKEHHA KaJIPOB, KAPHEPHOTO POCTa NEPCOHaa, NOJAroTOBKa pe3epBsa Juls
BBIJIBHOKCHHS.

2.3. OGecnevyeHne NOBINCHASA KBATH(UKALMHA NTepcoHaa.

2.4. Yyer IM4HOro coctaBa H 0(pOpPMIICHHE KaJPOBOH JOKYMEHTAIIHH.

2.5. Oprauusauus ¥ BeaeHne paGoTsl 10 BOMHCKOMY Y4eTy BOGHHOOOS3aHHBIX H NPU3BIBHHKOB,
paboratommx B UucTuTyTe.

2.6. Opranu3aiMOHHas JEATEILHOCTS.

3. MOyHKuMH 0TEJa KaJpOB

3.1. Yyactue B pa3paboTKe IITATHOrO paclHUCaHHs HHCTHTYTA, pa3paboTka HOPMATHBHO-TIPABOBOMH
JIOKyMeHTaJIbHOH Ga3bl KaapoBoii ciryxOb1 MHCTHTYTA.

3.2. Usyuenne, aHaH3 JABHOKEHHS U IIPHYMH TEKY4YECTH KaJpoB, pa3paboTka MepONpUATHH 110 HX
ycrpanenuio. [Toaroroska HeoOX0AMMBIX MAaTEPHAIOB JUIS TPOBEICHHS aTTECTAIlHH
pabGoTHHKOB, yyacTHe B paboTe aTTecTallHOHHONW KOMHUCCHH.

3.3. YyacTne B OpraHu3aiMi noBeieHus KBatudukanuu corpytaukos MucTuTyTa.

3.4.1. Odpopmnenue npuema, nNepeBo/ia, yBoJIbHeHHs pabOTHHKOB B COOTBETCTBHH C TPYIOBBIM

3aKOHOJIaTEJILCTBOM, MOJIOKEHHAMH M NpHKazamu pekropa MHcTHTyTA.

3.4.2. ®opMHpOBaHHE H BEJICHHE JIMYHBIX JIe]1 pabOTHHKOB, BHECEHHE B HUX H3MEHEHHH, CBA3aHHBIX

C TPYAOBOH JIEATEBHOCTBIO.

3.4.3. 3anonHenue, yuyeT ¥ XpaHEeHHE TPYAOBBIX KHHKEK.

3.4.4. IToxacyer TpyAOBOIrO CTaXa.

3.4.5. OdopmiieHHE CIIPaBOK O MPOLLIOH ¥ HACTOsALIEH TPYIOBOH JEATEIBHOCTH paGOTHHKOB

HHCTHTYTA.

3.4.6. Beienue yuera npejioctaBieHus pabOTHHKaM O4YepeIHBIX OTITYCKOB.

3.4.7. KoHTpOJIb 3a COCTABJICHHEM M BeJICHHEM rpadHKa 04epe/IHbIX OTITYCKOB.

3.4.8. Odopmienne MoompeHnit 1 B3bICKaHUi, H3MECHEHUS haMuITHiA.









