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1. OO0une nNoJoKeHH

1.1. ITonoxenue o6 otamene kaapos ®I'bOY BO CIIOI'YBM (nmamee —
[Mono)keHne, YHHUBEPCUTET COOTBETCTBEHHO) pPa3palOTaHO O CTPYKTYPHOM
nojapasJe/ieHu Y HUBEpPCUTeTd, HMMEIOLIEM II0JIHOE HAMMEHOBaHHE —  «OTHEI
KaapoB» U cokparieHHoe — «OK».

1.2. OTnen KanpoB sBJSETCS CTPYKTYPHbBIM [10/1pa3/ie/ieHueM Y HUBEPCUTETA
U TIOTUMHSICTCS HEIOCPeICTBEHHO PEKTOPY Y HUBEPCUTETA.

1.3. Otnmen KaapoB CO31aeTCs M JIMKBUAMPYETCS IIPUKa3oM pPEKTOopa
VHuBepCUTETa, KOTOPBIA YTBEpPXKIAAeT €ro CTPYKTYpY MU KOJIMYECTBO IITATHBIX
eIMHUI OTHela.

1.4. Otmen xampoB oOecreyMBaeT pealu3aldlo KaIpoBOW IOIUTHKHA B
o0beMe TIpeoCTaBIeHHBIX 00si3aHHOCTEH, cobtoAeHKe 11pas, IBIOT U TapaHTHH
pabOTHUKOB B 00/1acTH TPYyAOBOrO [paBa, a TakkKe BEIEHHA KaIpOBOTO
JIENTOTIPOU3BO/ICTBA B COOTBETCTBUH C 3aKOHOAATEILCTBOM PD

1.5. B cBoeii paboTe oThen KaapoB pykoBoacTByeTcs KoHcTUTynmER
Poccuiickoii ®emepannu, AeMCTBYIOUIMM 3aKOHOJAATEIBCTBOM Poccuiickoi
demepanyy, B TOM 4YHCJIE€ TPYZOBBIM 3aKOHOJATE/IbLCTBOM, HOPMATHBHBIMU
IpaBOBBIMK  akTaMu MHMHHCTepeTBa oOpasoBanmss M Hayku Poccuiickoin
Dexepaiu, YyCTaBOM YHUBEPCUTETa, JIOKAJIBHBIMM HOPMATHBHBIMH aKTaMH
YHUBepCHTETa, HACTOSIIAM IOJOKEHHMeM, I[IpMKa3aMd H PacIopsHKeHHUSIMH
peKTopa YHUBEpCUTETa, KaIpOBOH MOJIUTUKON U CTpaTeruel Y HUBEPCUTETA.

1.6. Otaen kamapos, A 0GopMIleHHs JOKYMEHTOB B COOTBETCTBUHU CO CBOEH
KOMITETEHI[HENH KMEEeT KPYIUIYIO Iedarh, COIAEp:Kallylo II0JIHOe HaWMEHOBaHUE
YHUBepcHUTETA U TTOJTHOE HAMMEHOBAHHUE YyUpeUTE/Is.

1.7. Otaen KaapoB OCYIIECTBISIET CBOKO JIeATe/IbHOCTE BO B3aMMOJCHCTBUH
C TIPOPEKTOPAMH, CTPYKTYPHBIMHU MTOAPA3ICICHUSIME U CITy:K0aMK Y HUBEPCHUTETA.

2. 3amaum oTaena KaapoB

OCHOBHBIMH 3a/1a4aM# 0TJeNa KaJApOB sBJISIOTC:

2.1. Tlposemenue KaJpoBOi paboOTBl ¢ paboTHHMKaMK YHHBEPCUTETA Ha
OCHOBE JIeHCTBYIOIIIET0 3aKOHOIaTEILCTRA.

2.2. Bezenue yuera U JJOKyMEHTAIMU 10 paDOTHUKAM Y HUBEPCHTETA.

2.3. TTouck, oTH6Op ¥ M3ydeHHEe PaOOTHHKOB COBMECTHO C PYKOBOAUTEIISAMH
CTPYKTYPHBIX I0/Ipa3ielICHUH.

2.4, CoBeplieHCTBOBaHHE ITPOIECCOB YITPaBIeHHUS.,
_ 2.5. MeToauueckoe pyKOBOJICTBO U KOHTPOJIb AATeI5HOCTH PaOOTHUKOB 110
KaJIpOBBIM BOIIPOCAM.

2.6. OcytiecTBIeHHEe BOUHCKOIO y4eTa.



3. @®yHKUHH O0T]eJIa KaAPOB

OcHOBHBIMH (DYHKLIMSIMH OTEJA KaIPOB sBJISIOTCS:

3.1. Yuactue B paspaboTke KaJApOBOM MOJMTUKM M KaJpPOBOW CTPATETrHH
Y HUBEpCUTETA.

3.2. Yuactue B GOpMHUPOBAHUY LITATHOTO PaclucaHys Y HUBEPCUTETA.

3.3. Omnpenenenuie Tekylel MNOTPeOHOCTH B Kaapax COBMECTHO C
PYKOBOJMTE/SIME CTPYKTYPHBIX [10pa3IeNleHui. Y HUBEPCHUTETa

3.4. KoHcyiabTHpOBaHHe paOOTHMKOB YHHBEpCHTETa M IO BOIPOCaM
TPYAOBOTO 3aKOHOJATETBCTBA W JIPYIMX BONPOCOB BXOISILIMX B KOMIIETEHIMIO
oTAeNA.

3.5. Yuactue B pa3paboTke KOMIUIEKCa MEP II0 MOBBIIICHUIO MOTHBaLUK
pabOTHHKOB.

3.6. Opranuzaiysi CBOEBPEMEHHOIro oGopMmieHMs Ipuema, IepeBofa U
YBOJIbHEHUSI paGOTHUKOB B COOTBETCTBHH C 3aKOHOJATeNbCTBOM PD, OKaIBHEIMH
HOPMAaTHBHBIMU aKTaMH.

3.7. TTo/iroToBKa MMPOEKTOB [IPUKA30B 110 JUYHOMY COCTaBy pabOTHHKOB U
UX perucTpaLus.

3.8. Yuer JIMYHOrO cocTaBa pabOTHHKOB Y HUBEpCHTETa, (POPMUPOBAHUE U
BefleHUe YCTAHOBIEHHBIX B YHHUBEPCHTETAa aBTOMATU3MPOBAHHBIX 0a3 JaHHEIX O
KOJIMYECTBEHHOM M Ka4eCTBEHHOM COCTaBe PaOOTHUKOB Y HUBEPCUTETA

3.9. CozeficTBHE PYKOBOIUTENSAM CTPYKTYPHBIX [10/Ipa3e/IEHAN B IIOUCKE U
nmogbope KaJIpOB W paccTaHoBKe pabOTHHKOB HA OCHOBAHMU YCTAaHOBJIECHHS
MpAMBIX ~ CBsI3ed ¢ areHTCTBAMM  3aHSTOCTH — HACeNIEHHS,  [OCPEICTBOM
MCMOJIb30BaHMS 3JIEKTPOHHBIX 0a3 [aHHBIX CaliTOB TPYIOYCTPOHCTBA, ¥ OTOOpE
pabOTHHUKOB 110 MX KBAIU(PUKAIMOHHBIM, TTPO(YECCHOHATBHBIM, THIHBIM, TETOBBIM
Ka4ecTBaM.

3.10. Yuyactue B CO3JaHMH pe3epBa JUIS BBIIBHIKEHHsS Ha PYKOBOIALIHE
JIOIDKHOCTH, B PA3BUTHH CUCTEMBl BHYTPEHHEro pe3epBa, HAaCTaBHUYECTBA |
PeEeMCTBEHHOCTH  [IOKOJEHHMH B 00pasoBaTe/bHOW U HaydHOH Cpefax,
POTALIMOHHOM [epPe/IBHKEHUI PYKOBO/UTENEH U CrIeLIHATHCTOB.

3.11. KoHTponb  HUCIOJHEHMS  PYKOBOJMTENIAMH  MOApPasHeNeHUH
3aKOHOJATENbHBIX AaKTOB M mocTaHoBneHnuit [IpaButesnscta Poccuiickon
@eepalay, TPHKA30B, PACTIOPSIKEHMH PEKTOpa 110 BOIPOCAM KaJpOBOH MOTUTHKH
¥ pabOThI C NEPCOHATIOM.

3.12. Bbizaua crpaBoK U CBe/eHHUH O TPY0BOIl IeATeIbHOCTH PabOTHUKOB.

3.13. CocTaBieHHe YCTAHOBJEHHOH ¥ eIMHOBPEMEHHOH CTATHCTHYCCKOH
OTYETHOCTH B COOTBETCTBHUM C OTBETCTBEHHOCTBIO, OMNPEETIeHHON IPUKa30M
(pacmopspKeHHeM) PEKTOopa.

3.14. VYueT WCHOJB30BAaHUs OTIYCKOB PabOTHMKAMU Y HHBEPCUTETA,
coCTaBlIeHHe CBOAHONO TpaduKa OTIYCKOB, [OATNOTOBKA IIPOEKTOB IPHKA30B O
[peOCTABIEHHH OTIIYCKOB, KOHTPOJIb 3@ BBINOJHEHHEM IPapuka OTITyCKOB.



whn

3.15. OkazaHue IOMOIIM CTPYKTYPHBIM TOJApa3feeHus M U CIyxk0am
YHuBEpCUTETA B YKPEIJIEHWH TPYIOBOM M NPOM3BOACTBEHHOH MHMCIUIIIMHEL
COOJIIOJIEHUH TPYIOBOIO 3aKOHOJATENbCTBA W IPABHII BHYTPEHHEro TPYAOBOIO
pacmopsLIKa.

3.16. PaccMoTpeHue nuceM, 3alpocoB, Kanod W 3asBICHHUH, CBS3aHHBIX C
KaZpOBLIME BOIIPOCAMH U MOJANOTOBKA OTBETOB Ha ITMChMEHHBIE 3aITPOCHL

3.17. YuyacTue B MOATOTOBKE TPOBeJeHUsl aTTecTallui pabOTHWKOB
VuupepcuTera, B paboTe KOMHCCHH [10 aTTeCTallid, aHaIu3e pe3ybTaToB,
peann3allyi  PElUeHUH  aTTeCTALMOHHBIX  KOMHCCHM, MPEMTONKEHHH IO
COBEpIIIEHCTBOBAHUIO [IPOBEICHUS aTTECTALIUH.

3.18. CoriacoBaHue TOKYMEHTOB IPEAOCTABIAEMBIX II€AarornieCKuMu |
Hay4HbIMH pabOTHHKAMH Ul y4acTHA B KOHKypce u BeIOOpax Ha 3aMeIleHHe
HAYYHBIX U [TeJIarOrMYecKuX A0/DKHOCTEH.

3.19. Yuactie B pa3zpaboTKe CHCTEM KOMIUIEKCHOM OLIEHKH pabOTHMKOB U
pe3y/IbTaTOB UX [IEATEIIbHOCTH

3.20. Mcuuciienne TpyaoBoOro craxa pabOTHHUKAM.

7 3.21. Cosepiuerue JefcTBMH B COOTBETCTBUM C JIHCTBYIOIIUM
3aKOHO/IATEIBCTBOM 110 CBHIETETBCTBOBAHMIO BEPHOCTH KOINHUH JTOKYMEHTOB,
BEIMICOK U3 JOKYMEHTOB, HCXO/SIIIMX OT YHHUBEPCHUTETA, KOMHH JOKYMEHTOB,
BBIIIICOK M3 JIOKYMEHTOB HMMEIOLIMXCsS B OTJee KajpoB, HEOOXOAMMBIX I
npefcTaBieHus — padOTHHKaMH — YHUBepcuTeTa B JPYIHE€  OpraHM3alluH,
[OMJIMHHOCTH  TOANMCH  padOTHHUKOB,  yJOCTOBEPEHMIO  JIOBEPEHHOCTEH
PabOTHHKOB.

3.22. PaBora mo 3amuTe KOH(QUIEHIHATBHONW HH(OPMAIMH, NOJIyYeHHOMH
paboTHMKAMK OT/eNla KaJApOB MM BBITOJHEHHH 3a1a4d M (QYHKUMA OTAena, B
mpejiesax cBoe KOMIETEHIUH.

3.23. TloaroroBka MmaTepuanoB /Ui I[IPEACTaBICHMS I[epcoHana K
IIOOILPEHUsSIM M HarpakaeHusiM. BsanmojelcTBHE ¢ KOMHUTETAMH U OTHAEIAMU
IIpasutensctsa Canxr-Ilerepbypra u JleHHHrpajcKol 00macTd IO BOIPOCAM
HarpaxJIeHHUH.

3.24. TloarotoBka K XpaHeHUO, YHWYTOKEHHIO, Iliepelada B apXuB
VHHUBepCHTETa KaJPOBOi TOKYMEHTALMH B COOTBETCTBUM C HOMEHKIIATYPOH Jel
oTzesa KajapoB.

3.25. [ToaroToBka ¥ oQoOpMIEHHE MPUKA30B, MHCTPYKIWMH, MOJOXKEHUH U
JPYTHX JIOKAIBHBIX HOPMATHBHEIX aKTOB 110 NIOPYYIEHUIO PeKTOpa Y HUBEPCUTETA.

3.26. Perucrpaliyist THCTKOB HETPYIOCIOCOOHOCTH.

4. Opranuszauusi paboThl 0T/1e/1a KAAPOB

4.1. Ormen KaapoB BO3IUIaB/seT HaYaJbHUK OT/eJ1a KaJpOoB.

4.2. PaBoTHUKH OT/le]la KAaapOB HENOCPEACTBEHHO MOIYMHEHBl HAYaTBHUKY
OTHela Kaapos. ‘

4.3. PaGOTHUKY OT/e/a KaJpoB NPHHHUMAOTCS Ha padoTy MPHKa3oM PEKTOpa
TI0 IIPeICTABIICHNIO HayallbHUKa OT/1e/1a KapOoB.
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4.4, Pacmpenenenue 00s3aHHOCTEH MEXKILY pabOTHHKaMK OT/JeJa KajpoB
IIPOM3BOUTCS HAYAIBHUKOM OT/IeNa KaApoB.

4.5. O6s3aHHOCTH, TIpaBa U OTBETCTBEHHOCTH pabOTHHUKOB OTHEJa KalapoB
ONpeNeNsitoTCs  JOJUKHOCTHBIMK  MHCTPYKIAAMHU MO0  COOTBETCTBYIOIIAM
JOTKHOCTSIM, YTBEPYK/IEHHBIME PEKTOPOM Y HUBEPCHTETA.

4.6. Haua/ibHHUK OT/eJIa KapoB OPraHK3yeT BClO padoTy OTAeNa Kapos.

47 HayagpHWK OTHeNa KaApoB JaeT YykasaHud H pacropsHKEHUS
paboTHHKaM OTJella Kazipos, obparmaercst ¢ TpPEACTABICHUAMH Ha IIPUEM,
repeMentenye, yBONBHEHHE, HArpaKICeHUE M MpYMEHEeHHe [IUCLHUITHHAPHBIX
p3pICKaHME K paboTHWKaM — OT/Jela  KalapoB, — OpraHusycT [TOBBILLIEHHE
kBanH(UKALMKA PaOOTHUKOB OT/e/1a KaIpoB.

4.8. Ykazanus HauaJbHKMKa OTJENa KaapoB, KacaromHecs (QyHKIIMOHATBHON
JeSTeNBHOCTH OT/eNa KaIpoB, 00s3aTe bHBL 1S UCTIONHCHHIA BCEMH PAOOTHUKAMH
oT/eNa KaapoB.

5. [IpaBa u 00si3aHHOCTH PadOTHHUKOB OT/eJIa KaJApoB

5.1. PaOoTHUKH OT/e/1a UMEIOT IIPaBo:

1) B3aMMOJEfiCTBOBATH IO BOMNPOCAM, OTHOCAIIAMCA K KOMIIETEHITHH
oTIena, C JAPYTMMH TOApasieNeHusMi YHUBEPCHTETa, rocy1IapCTBEHHBIMU 1
MyHHIUITAIBHBIMU OPraHaMH, a TakKe ApyrumMi opraHu3aldsIMu;

2) tpebGoBaTh OT BCEX CTPYKTYPHBIX rofpa3ieieHuii MaTepuaibl 1
cBeIeHUs, HEOOXOAUMBIE JIJIsI BBIITOJIHEHUA yHKIM#, BO3IOXKEHHBIX Ha OTARTL

3) KOHTpOJMpOBaTh  CoOMOASHHE  TPYHOBOTO 3aKOHOJATENbCTBA B
OpTaHM3alliH, a TAaKKe JaBaTh pasbACHEHUs IO npyMeHeHHto HopM TpynoBoro
konexca P® 1 HHBIX HOPMATHBHBIX aKTOB B PAMKAX KOMIETCHIIMH OT/IENa;

4) TIPeNCTAaBIATE TPEUIOKEHUS 10 TIOBBILICHIIO 5QPEeKTUBHOCTA H
COBEPILEHCTBOBAHHKIO AEATCIHHOCTH BCEX rojipasjie/icHiil opraHu3alvy B 9acTH,
oTHOCSIIElCS K KOMIIETEHINH OTAe/Ia;

5) mpeJCTaBUTENbCTBOBATE B yCTAHOBICHHOM mopsiike OT  MMEHH
OpraHM3aliH 110 BOMPOCaM, OTHOCAIIUMES K KOMIIETEeHLIMK OTaela, B TOM YHCIIe U
110 BOIpocaM I11oj100pa nepeoHaia;

6) 3aBepsTh AOKYMEHTBI 1O JIMYHOMY COCTaBy, BbIIaBaeMBble PaOOTHHKAM
OpraHu3aluu.

5.2. PaGOTHIKH OT/Iej1a KaJpoB 00s3aHbL:

1) obecredrnTh COXPAHHOCTE MEPCOHATBHBIX JAHHBIX pabOTHUKOB MpX UX
obpaboTKe;

2) cobmoaTh B CBOEH paboTe HOPMBI neiicTBYIOIIEro 3aKOHOAATENbCTRA.

6. B3asMo/ieiicTBHE €O CTPYKTY PHBIMH N0Apa3ie/IeHUAMH
6.1. OT/ien KaapoB B IIPOLECCE BBIINOIHEHHA (QyHKLHUHA, BO3JIOKEHHBIX Ha

HEro, B3aUMOJIEUCTBYET CO BCeMH CTPYKTYPHBIMH o/pasieeHusIMA 1 CITyKOaMu
Y HUBEPCUTETA.



7. OTBeTCTBEHHOCTH

Otxen KaapoB HeceT OTBETCTBEHHOCTh:

7.1. 3a HecBOEBpeMEHHOE ¥ HEKAUeCTBEHHOE BBIMOTHEHHUE BO3JIOKEHHBIX Ha
OT/Ie] 3a/1ad.

7.2. 3a HecobTI0/IeHHE 3aKOHO/1aTe/IbCTBAa B 00/1aCTH TPYA0BOrO IIpasa.

7.3. PaGoTHHKM OT/Jejia KaJApoB HECYT IEpCOHAIBHYH) OTBETCTBEHHOCTH B
npejeax I0/OKHOCTHBIX 005S3aHHOCTEH, ONPeIeIeHHBIX TPYIOBBIM JOTOBOPOM.

7.3.1. PaGoTHMKM OTHella KagpoB MOIYyT OBITH IPHUBIEYCHBI K
JTUCHUTUTAHAPHOM, MaTepuaabHOH, AIMHUHUCTPATUBHOM, yrOJIOBHOM
OTBETCTBEHHOCTH B CITydae M B IOPSIZIKE, IPEyCMOTPEHHBIX 3aKOHOIAaTEIBCTBOM.

7.3.2. TlopsigoKk TpuBAEHEHUsl K JMCIMUIUIMHAPHOW OTBETCTBEHHOCTH
npeaycMoTpen | [paBuiamMu BHYTPEHHETO TPYI0BOIO pacropsiaka Y HUBEPCHTETA.

8. 3ak/JIl4YUTe/IbHBIE MOJOKEeHH .

8.1. Hacrosmee IlomokeHuwe BCTynmaeT B CHIY C JaThl YTBEPKICHHUSA
PEKTOPOM Tocsie 00CYKACHUS 1 IPUHATHS Ha YUEHOM coBeTe YHHUBEPCHTETA.

8.2. B nacrosee [lonokenre MOTYT BHOCUTECS U3MEHEHMsI U JOTIOTHEHUS.
M3MeHeHUs U 10MoaHeHus B Hacrosiee [lonoKeHre BHOCATCSA B TOM XKe ITOPsIIKE,
YTO U NIPUHSATHE.

8.3. Hacrosiee Ilonoxenue Juisi 03HAKOMIICHHsI B 0053aTENIBHOM TOPSI/IKE
IOIDKHO OBITH pa3sMeIleHo Ha caliTe YHHUBEPCUTETA.



