ABTOHOMHAasl HEKOMMEpYeCKas OpraHu3alus
BBICLIETO 00pa3oBaHMs
«MeKperoHa/IbHbIA OTKPBITHIH
COIMaIbHbBIA HHCTHTYT

IMOJIO’KEHHE
00 oTaeJie KaapoB

1.00mue nooxKeHus

1.1. Hacrosilee MOJIOKEHUE ONpeIeNseT INOPsAIOK AesTenbHOoCcTH oraena kaapos AHO
BO «MesKpernoHaibHbIl OTKPBITBIA couManbHblii MHCTHTYT» (nanee - AHO BO MOCH,
WHCTHUTYT).

1.2. Oten Kaapos ABJIsSeTCs CTpYKTypHbIM noapasaeneaneM AHO BO MOCH.

1.3. OTnen xanpoB BO3INIABISAET HAYaJbHMK OT/ENa, KOTOPBI Ha3Ha4aeTCs PEKTOPOM M
noguuHsercs HenocpenctsenHo pexropy AHO BO MOCH.

1.4, CorpyuHuKM oTiena KaapoB HasHadaiorcsi pekropom AHO BO MOCH mo
Mpe/ICTaBJICHUIO Ha4aJIbHUKa OT/IeNIa Ka/IpoB.

1.5. Otnmen KaapoB B CBOEH [I€ATEIBHOCTH PYKOBOACTBYETCH NeMCTBYIOIUMH
HOPMATHBHO-TIPABOBEIMM  akTamu Poccuiickoit @enepaumn u  PecryOumukn Mapuit O,
QenepanbHbIM  3aK0HOM OT 29.12.2012 Ne 273-®3 "OG obpasoBaHuMM B Poccuiickoi
®enepaunn”, denepanbhbiv 3akoHOM 0T 29.12.2010 Ne 436-@3 «O 3ammure JeTed or
UH(GOPMALUH, TTPMUMHSIOIEH BPeI MX 370POBbIO U PasBUTHIO», DefepanbHBIM 32KOHOM OT
21.11.2011 Ne323-®3 «O6 ocHOBaxX OXpaHbl 310pOBbs IpaxaaH B Poccuiickoit Oenepaiuin,
®enepanbHbM 3akoHoM 0T 12.01.1996  Ne7-®3 "O HeKoMMEpPUYECKHX opraHuzanusax’,
TpynoseiM  KomekcoM Poccuiickodf ~ ®enepauuy, —YcTaBOM MOCH, npuxkazamMd H
pacropsukeHusiMH ~ pekTopa, KomekcoM — KOPIOParMBHOH — KyNbTypbl — COTPYIHMKOB — H
obyuarommxcs AHO BO MOCH, nacrosmmm [lonoxeHHeM W WHBIMH JIOKAIbHBIMU aKTaMH
AHO BO MOCH. o

1.6. Otzien1 KaapoB co3JaeTcs, JIMKBHIAUPYETCs, peOpraHu3yeTcs U IMEepPEeMMCHOBBIBACTCA
npukazom pextopa AHO BO MOCH B cOOTBETCTBHU C NEHCTBYIOMIMM 3aKOHOIATE/IbCTBOM
Poccuiickoit @enepanu.

1.7. Otmen wmeeT Kpyniyio medarb «OTaen KaapoBy» M INTAaMIIbl, HEOOXOIMMEIE I
BBINOTHEHHS BO3JIOKEHHBIX Ha HETo (yHKIIAH.

2. Crpykrypa
CTpyKTypa M LITaTHas YHCICHHOCTh PAGOTHUKOB OT/eNIA KaJpOB OMpPENEAeTCs ITaTHRIM

pacricaanem AHO BO MOCH, koropoe yTBepiK1aeTCs IPUKa3OM PEKTOpa HucruTyTa.
B cocrtaB 0Tae1a KaApOoB BXOJHUT apXUB H IIEHTP TPYIO0yCTPOHCTBA.

3. OcHoBHBIE 321a49H

.1 ¥Yyer Kagpos.
2. Tekylllee u MepCIeKTHBHOE [UIaHHpoBaHue norpedbHoct MHCTUTYTa B Kaapax.
3. IloctosHHOEe coOBeplIeHCTBOBaHME (GopM paloThl C KajapaMH, OpraHH3alHsd
[OBBILIEHHA KBAIH(HUKAIIMK COTPYIHHKOB By3a, aTTeCTalHs COTPYAHHKOB.
3.4. KoHTposb 3@ COCTOSHHEM TPYAOBOH JHMCLUMIUTMHBI B IOAPA3ACICHUAX HHcTHTYTa H

COOTIOIEHHEM COTPY/IHUKaMH NIPABHJI BHY TPEHHETO TPYAOBOI0 pacrops/Ka.
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3.5. Coznanme uMHpOpMaNMOHHOH Oa3bpl JaHHBIX O pabOTHHKAaxX M OOy4alOLIUXCH, €€
CBOeBpeMeHHOe OOHOBJIEHHe, OIepaTUBHOE IIpeAcTaBlIeHHe HeoOXonuMoil HH@pOopMaLuH
I10JIb30BATEISIM 10 COOTBETCTBYIOLIUM 3aIIpocaM.

3.6. Bexnenue KaapoBOro Ie10IpOU3BOACTBA.

3.7. ObecneueHue eIUMHOTO Nopsaka oQpopMIEHHS JOKYMEHTAHUH 110 00yJaroIuMCH.

4. OyHKUHH

4.1. Paspaborka crpareruu B coorBeTcTBUH ¢ Muccueit AHO BO MOCH.

4.2. KommiekroBanue MHCTUTYTa KaJpaMH.

4.3.@opmupoBaHie M BeleHHe OaHKa J@HHBIX O KOJIMYECTBEHHOM H KadeCTBEHHOM
COCTaBe Ka/lpoB.

4.4, HabGop u oT0Op COTPYAHHUKOB COBMECTHO C pPYKOBOIHUTEISAMH CTPYKTYPHBIX
nojipa3ne/ieHuii ¥ BHECEHHE COOTBETCTBYIOIIMX IpeAIOKeHHH 00 WX Ha3HaYEeHHH Ha
yKa3aHHble JODKHOCTH.

4.5. PaccraHoBKa KaJpOB Ha OCHOBE OLIGHKH MX KBaJIM(PHUKALHUH, JIMYHBIX U JIEJOBBIX
KayecTB.

4.6. Odopmiilenne mpueMa, IEepeBola U YBOJbHEHUs PAOOTHUKOB B COOTBETCTBHH C
JIEHCTBYIOLIMM TPY/I0BBIM 3aKOHOAATEILCTBOM.

4.7. O3HaKOMJIEHHE BHOBb IIPUHUMAaEMbIX pabOTHUKOB C YCIOBHAMHU TPY/Ja, BHYTPEHHUMH
JIOKaJIbHBIMH aKTaMH M ITpaBUJIaMH BHYTPEHHET0 TPyAOBOro pacnopsaaxka Macruryra.

4.8. Uubopmuposanne padotHukoB AHO BO MOCH 06 uMeronmmuxcs BaKaHCHSX,
MCII0JIb30BaHKE CPEICTB MAacCOBOW HMH(OpManMu [UIsl NOUCKA COTPYIHHMKOB M pa3sMeEIleHHs
00BSABIEHUH O TPYAOYCTPONCTBE.

4.9. BsaumoneicTBUe ¢ opraHaMu ciyObl 3aHATOCTH HaceneHus Pecry6mukn Mapuid
L.

4.10. Y4er JMYHOIrO COCTaBA.

4.11. IIpuemM, 3anoqHEHHUE, XPAaHEHHUE U BblJlauya TPYAOBBIX KHHIKEK.

4.12. BeieHue yCTaHOBJIEHHOM JTOKYMEHTALMH I10 KajapaM.

4.13. TloaroroBka MarepyasioB Ul IPEICTaBIEHUS COTPYIHHKOB K IOOIIPEHHIO HIIH
HAJT0KEHUIO JUCLUIUTMHAPHBIX B3BICKAHUHA. -

4.14. Anamu3 npodecCHOHANBHBIX, HEJIOBBIX M MOpPAIbHBIX Kaue€CTB COTPYAHHKOB B
IIPOLECCE UX TPYAOBOH AEATEILHOCTH.

4.15. OcylecTB/IeHHE KOHTPOJISI U BEICHHE BOEHHO-y4E€THOH pabOThl B COOTBETCTBHM C
NEHCTBYIOUIMM 3aKOHOAATEIbCTBOM.

4.16. Beinaua crpaBok o TpynoBoi aesrensHocTH B AHO BO MOCH, 3anumaeMoi
JIOJUKHOCTH M pasMepe 3apaboTHOHM IulaThl B COOTBETCTBHMM ¢ TpeboBaHusMH TpymoBoro
kojiekca Poccuiickoit @enepanun u @enepanbHoro 3akoHa «O 1epcoHalbHbIX JaHHBIX).

4.17. CocrasieHde rpad@UKOB OTIYCKOB, Y4€T HX HCIIOIb30BaHUS COTPYAHHUKaAMHU,
o(opmIeHHEe 0YEPEIHBIX OTILYCKOB B COOTBETCTBUH C YTBEPKIEHHBIM IPaQUKOM.

4.18. Benenue tabesns yuera paboyero BpeMEHHU COTPYIHHKOB.

4.19. Opranuzaiust paboTHI 110 aTTeCTAlUH U 00yYeH IO paOOTHHKOB.

4.20. Opranusanus ¥ TIPOBEIEHHE KOPIOPATHBHBIX MEPOIPUATHH M KOPIIOPaTHBHOIO
oT/abIXa /Ut paboTHUKOB MHcTHTYyTA.

4.21. IlpueM JMYHBIX Jies] 00yYarolUXCs U3 NpUEeMHON Komuccun MHeTuTyTa.

4.22. BHeceHHe JaHHBIX B (efepaibHyl0 HHGOPMALMOHHYIO cucteMy «DemepanbHbIi
peecTp CBeleHHH O JOKyMeHTax o6 o0pa3oBaHMM M (WIM) O KBaTU(HKALMHK, JOKYMEHTaX 00
o0y4eHHUY.

4.23. BeneHue JMYHBIX €N CTYIEHTOB B TEUEHHE BCEro Iepuona HX oOydueHus B
WHcTUTyTE.



4.24. TloproroBka M TMepenada B apxMB JIMYHBIX e/l OOydaroluXcs, OKOHYMBIIHMX
HHCTUTYT WM OTYMCJICHHBIX U3 MHCTUTYTA B TEKYLIEM KaJ€HAAPHOM IOy, B COOTBETCTBHH C
HOMEHKJIATypOH Jiell, a TaK)Ke JeHCTBYIOIIUMHU yUeOHBIMHU IIJIaHaAMH.

4.25. Beigaua 00yJaromUMCsa OPUTMHAIOB U KOMUI TOKYMEHTOB 00 00pa3oBaHUU.

4.26. Perncrpanius NpyKa3oB 10 JIMYHOMY COCTaBy 00ydarolmxcs.

4.27. Ilpuem oOydyarolIMXCs U OKa3aHUE KOHCYJBTAaTHBHOHN I[MOMOIIH IO BO3HHKAIOIIMM
BOIIpOCAaM, OTHOCSIIIHECS K cepe AesATeIbHOCTH OT/ea KaJIpoB.

4.28. TlogroroBka OTYETOB O YHCIEHHOCTH OOYYarOLIMXCSd U HX pacnpeﬂeneHHH 110
nmogpaszaenenusim Mucruryra.

4.29. Breygaya oOyvarommmcs crnpaBok o0 oOyuyeHuu ans Ynpasienus IlencronHOro
doHIa M APYrHMX TOCYAApPCTBEHHBIX M MYHHIHMINAIbLHBIX OPraHOB BIIACTH, YYPEKIECHUH H
Opra”Hu3anui.

4.30. IlpeocTaBiieHHe B OpraHbl CIy)KObl 3aHATOCTH €XeMeCcs4HO, He Io3aHee 28 Juca
Mecsla, CIeAyIOIIero 3a OTYETHbIM, CBEICHHSL:

— 0 CpPeIHEeCNUCOYHON YUCIEHHOCTH paOOTHHKOB OpraHU3alluH;

— 0 BBINOJIHEHHH YCTAHOBJIEHHON KBOTBI JIs [TpHEMa Ha paboTy HWHBAIM/A;

— 0 HAJMYUM BaKaHTHBIX pabOYMX  MECT, CO3/IaHHBIX WM BBIJEIIEHHBIX B CUeT
BBIITOJTHEHUS KBOTbI JIUIs IpUeMa Ha paboTy HHBaJIM/IOB.

4.31. OdopmiieHne CpaBOK M MUCEM Ul YYPEKICHUH M OpraHM3aluil 10 BOIpocam
NOATBEPK/AeHUs 00yuenusi oOydatoumxes B AHO BO MOCH B CcOOTBETCTBHH €
TpeboBanusMu  PenepanpHoro 3akoHa «O nepcoHanbHBIX JaHHBIX» 0T 27.07.2006 roma
No[52-D3.

4.32. (CBoeBpeMeHHOE INPEIOCTaBICHUE OTYETOB B OPraHbl rOCYJapCTBEHHOW BJIACTH H
MECTHOIO caMOyTIpaBJIEH s 110 3arpamnBaeMoii hopme.

4.33. PaspaboTka MEpONPUATHHA 10 YKPEIUICHHIO TPYAOBOM MMCLHMIUIMHBI, CHIKEHHIO
TEKY4YeCTH KaJIpOB, IOTepb pado4yero BpeMeH!, KOHTPOJIb 38 UX BBINOJIHEHHEM.

4.34. CBoeBpeMEHHOE BbIABIIECHHE M KOHCTPYKTHBHOE pa3pellieHHe TPYAOBBIX
KOH(JIUKTOB.

4.35. TloaroroBka KaapOBOH ,uox{yMeHTauHH I mepenadu B apxuB Mucruryra  mjis
JaJIbHEHIIEr0 XpaHeHHsl. '

4.36. OpraHu3alus COBMECTHO C (aKyJIbTeTOM Yy4eTa CTYACHTOB, B TOM YHCIIC U
TOJJIeXKAIIMX TPU3bIBY Ha BOEHHYIO CITYXKOY.

4.37. PerynsipHoe mpeaocTaBieHde MHGoOpMauuyu 00 M3MEHEHHH CTaryca HHOCTPaAHHOTO
cTyaeHTa (OTYMC/IeHHe, 3aBeplueHre o0ydeHu s, IPeJOCTaBIeHHe aKaJeMHUIecKoro OTIyCcKa) B
roCy/lapCTBEHHbIE 1 MYHHUIUIIAIbHbIE OPraHbl.

4.38. Xpadenue ¥ Bbljada OJIAHKOB CTPOrOH OTYETHOCTH (JMIUIOMBI, CIIPaBKH 00
00y4eHHH, YIOCTOBEPEHUS O [IOBBIIIEHHH KBATMOUKALHUH H T.11. ).

5. IlpaBa

Otaen KaapoB HajeseTcs NpaBaMH, HEOOXOIUMBIMH UIs OCYILECTBIIEHHS BO3JIOKEHHBIX
Ha Hero 3aja4 U QyHKUMU:

5.1. 3anpaiuuBarh B CTPYKTYPHBIX MOIpa3IeIeHUsIX HeoOX0MMble 1aHHbIe 0 pa0OTHHUKAX,
a npd rnpuieme Ha paboTy W IepeMelleHHsX paOOTHUKOB - MHEHHE pPYKOBOIUTEINIeH
COOTBETCTBYIOUIMX CTPYKTYPHBIX [10[Ipa3e/ICHHH.

5.2. Ilosmyyars OT CTPYKTYpHBIX MoApasfeneHHi MHCTHTyTa JOKYMEHTBI, HEOOXOAUMbIE
st opopMIIeH s TIpUeMa, a TakKe Ul BbICBOOOXIEHUS pAaOOTHUKOB IPH YBOJIbHEHHH IO
MHHULIMATUBE a/IMUHUCTPALIUH.

5.3. VYuacrtBoBarb B aHajgu3e padOThl, KOMIUIEKCHBIX IIPOBEPKaX CTPYKTYPHBIX
MoApas[eseHui [0 BOIPOCAM, BXOAAIIMX B KOMIETEHLHIO OTJAE/la KajJpoB H JaBarh



PEKOMEHIALINH 110 HCIIPABJIEHHIO HEOCTATKOB.

5.4. KoHTponupoBarb B CTPYKTYPHBIX TOJAPa3JeNeHHsIX COOMONCHHE B OTHOLICHHH
pabOTHHKOB 3aKOHOJATEIbCTBA O Tpylde, MPEIOCTABICHHUE YCTAHOBJICHHBIX JIBIOT H
[PEUMYILECTB.

5.5. JlaBaTh PYKOBOIMTEIISIM CTPYKTYPHBIX Moapasjenenui Mucturyra obs3aTesbHble Ul
MCIOJIHEHHS YKA3aHUs [10 BOIIPOCaM, OTHOCSIIMMCS K KOMIIETEHIIMH OT/I€/1a KaIpoB.

5.6. IlpeacraBuTenbCTBOBAaTh B YCTAHOBJIEHHOM IOPSIIKE OT MMEHHM OpraHHM3aldH IO
BOMpOCaM, OTHOCSAINMMCS K  KOMIETEHIMH  OTAena, BO  B3aMMOOTHOIICHMAX; C
roCyIapCTBEHHbIME ¥ MYHMIMIAIBHBIMH OpraHaMH, a TaKxKe IPYTHMH NpeaNpUATHAMH,
OpraHM3alMAMH, yIPEKICHHSIMH, B TOM YHCJIE areHTCTBAaMH 110 HaliMy H ciryk0aMu 3aHATOCTH.

5.7. JlaBarb pa3bsCHEHMS, PEKOMEHJAllMKM W YKazaHWs [0 BOIpOCaM, BXOJSLIAM B
KOMITETEHIIMIO OT/(eJIa.

5.8. YyacTBOBaTh B COBELUAHUIX, TPOBOAMMBIX B OPraHU3aL[MH 110 KaIpOBbIM BOIIPOCAM.

5.9 ViocToBepsTh FOPUANYECKYIO CHIIY IOKYMEHTOB IIO JMYHOMY COCTaBy, BbIaBacMbIX
pabotHukaM MHCcTHTYTA.

6. OTBeTCTBEHHOCThH

Ha nauajibHMKA OT/e)Ia Ka/IpOB BO3J1araeTcs epCcoHalbHast OTBETCTBEHHOCTD 3.

® KAUECTBO M CBOEBPEMEHHOCTH BBINOJIHEHHS BO3JIOKEHHBIX HacTosimM Ilonoxenunem
3a1a4d U QyHKLUN;

e OpPraHU3allMIo0 ONEPATUBHOW M KAayeCTBEHHOM IOATOTOBKH M MCIIOIHEHHs AOKYMEHTOB,
BeJIeHHE JIeJIONPOU3BOICTBA B COOTBETCTBHH C ICUCTBYIOIIMM 3aKOHOIATE/IbCTBOM;

o coOIO/IEHHE TPYI0BOM IMCLIMITIAHEI,

e 00ecreueHne COXPAHHOCTH BBEPEHHOTO MMYIIECTBA M COOMONEHHE MPABHII IIOKapHOH
0e30MacHOCTH;

e OOCCIIeYeHHe OXPaHAEMOM 3aKOHOM TaifHbI (CTy:KeOHOH M T.1.), CTaBLICH M3BECTHOH B
CBS3M C HCIIONHEGHUEM TpPYIOBBIX OOS{3aHHOCTEH, B TOM 4YHCIIe MEPCOHAIBHBIX MAHHBIX
COTPYAHMKOB MHCTUTYTA;

enpefiocTaBIeHHe WH(OPMALMM B OpPraHbl TOCYIapCTBEHHOH BJACTH M MECTHOIO
caMOYTIpaBIIEHHU. .

OTBETCTBEHHOCTL COTPY/AHHKOB OT/AE€Na KaJpOoB YCTAHABIMBACTCA HX JIOJDKHOCTHBIMH
MHCTPYKLUAMH.

7. BzaumoaeicTBH
B3auMmojieiicTBHe OT/€a KaApoOB C JPYTMMH CTPYKTYPHBIMH  ITOApPAa3/IeICHUAMH
WHctuTyTa omnpenensercs 3agadaMM M (QYHKLUHAMH, BO3JIOKEHHBIMH HA HEro HaCTOAIIMM
[ lonoxeHueM.

Paspaborano:

HauanpHUK OTHENa KaapOB ['A. ®ensesa

COITIACOBAHO {
[1aBHBIN HOpUCT e C.IO. Marseesa



