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OO0 otnene kaapos

1. OBIIME ITOJIOXKEHUSA

1.1. Hacrosdmee mnojoxeHue pa3paboTaHO B COOTBETCTBHH C HOPMATUBHBIMHU
npaBoBeIMU akTamu Poccuiickoit ®enepanuu, Ycrasom DenepaibHOro rocyaapcTBEHHOTO
OIO[UKETHOTO  00pa3oBaTEIbHOIO YUpEKICHUS BeIcliero oOpasoBanus «Poccuiickuii
rOCyZIapCTBEHHBI YHHMBEPCHUTET IIpaBoCcyaus» (najiee YHuBepcuter), llonoxeHmeM o
¢unuane, HHBIMH JOKAJIBHBIMH HOPMAaTUBHBIMU aKTaMU Y HUBEPCUTETA.

1.2.  Ortxen KazpoB ABIAETCA CIPYKTYpHBIM IozapasneneHueM Cesepo-KaBkaszckoro
¢mmana OenepaibHOIO roCyIapCTBEHHOTO OIOHKETHOTO 00pa30oBaTENEHOTO YUPEKICHUS
Beiciiero oOpasoBaHus «Poccuiickuii rocy1apCTBEHHBI YHUBEPCUTET MPaBOCYAMSD)
(r. Kpacuomap) (nanee @unuan).

1.3. Otmen KaapoB OCYIIECTBISET CBOIO pabOTy Ha OCHOBAaHMM HOPMATHUBHBIX
mpaBoBBIX akTOB Pocculickoil @enepanuu, YcraBa YHusepcurera, [lonoxenus o @unnaie,
HacTosulero IIo/oKEHUS M HMHBIX JIOKAIBHBIX HOPMAaTHUBHBIX AaKTOB YHHBEpCUTETA U
Ounnana.

1.4. OG1iee pyKOBOACTBO IEATENBHOCTHIO OTZAENAa KaJpOB OCYIIECTBISET AUPEKTOP
dunnana B COOTBETCTBUM C TMpUKa3oM pekTopa YHuBepcutera «O pachpeleneHun
noJTHOMOYHH Mex Iy 3amecturessiMu aupekropa CK® OI'BOVYBO «PI'VID».

1.5. Otmen KagpoB BO3IVIABIAET HAyaJlbHUK, Ha3HAYaeMbld Ha [JO/UKHOCTH M
OCBOOOKIAEMBIA OT JOJKHOCTH TMpPHKa3oM JAupekropa @uinala Ha OCHOBaHUU
3aKJIIOYEHHOT'0 TPYAOBOTO AoroBopa. HauanbHUK OTAENa KaApOB PYKOBOAMT AEATEIBHOCTHIO

oTaejia B COOTBETCTBHUU C YTBCPX(HCHHOﬁ JIOJPKHOCTHOM HHCTPYKHHeﬁ.



1.6. UncneHHOCTh paGOTHUKOB OT/IeJIa YCTAHABIUBACTCA B COOTBETCTBHH CO IITATHLIM
pacnucaHheM, YTBEPHKIACHHBIM PEKTOPOM Y HUBEPCHUTETA.
OOGs13aHHOCTH, IpaBa, MOJHOMOYMS, OTBETCTBEHHOCTh Pa0OTHHKOB OTHENa KaIpoB

OIpENENAITCA COOTBETCTBYIOIMMU NO/DKHOCTHBIMU UHCTPYKLIMSAMH.
2. OCHOBHBIE 3ATAYH

OTtaen KaapoB OCYIIECTBIISIET:

2.1. KauecTBeHHOe (GOpPMHMpPOBAHHME W DPALMOHAIBHOE HCIOJNB30BaHHE KaZPOBOTO
MOTEHIHaJIa C yYETOM NEPCIEKTUB €ro Pa3BUTHUS,

2.2. Tlonbop, oT60Op M paccCTaHOBKA KaJpOB, HA OCHOBE OLCHKM MX KBaTH(HUKAIWY,
JIMYHBIX U J1€JIOBBIX KA4YECTB B COOTBETCTBUM C NOTpeOHOCTIMU Dunnana;

2.3. Onpenenenue TeKyel U MIIaHUPOBAHUE NEPCIIEKTUBHON NOTPEOHOCTH B KaApax;

2.4. Y4er IMYHOIO COCTaBa KaJpoB;

2.5. Benenue kaapoBoit paboTsl;

2.6. TloaroroBka, o0pa0oTka W NpenocTaBieHHE HHPOPMAIMOHHBIX MAaHHBIX IIO
KaapoBoi pabore;

2.7. BOMHCKMI y4YeT BCE€X KATErOpuUi rpaxkiaH, NOIeXAlUX BOUHCKOMY YUETY,
npeObIBalOLIMX B 3anace.

2.8. Oxa3aHue NPaKTHYECKOH M METOAWYECKONH MOMOIM MO KaJpOBEIM BOMpOCaM
paborHukam Puiuana.

3. QYHKLIUU

B COOTBETCTBUM ¢ BO3JIOKEHHBIMH 3aJadyaMH OTAE] KaJpOB OCYUIECTBIAET
cnenyroume GyHKUUM: ’

3.1. Onpenenenue Tekymei noTpeGHOCTH B Kaapax.

3.2. Kommiekropanue ®unuaia HeoOX0AUMBIMU KaJpaMU B COOTBETCTBUU C HEJISIMU,
crparerueil u npodunaem Oununaina.

3.3. ®opMupoBaHUE U BeJieHUE OaHKa JAHHBIX O KOJMYECTBEHHOM M KauyeCTBEHHOM
COCTaBe KaJpoB, UX JIBHIKCHHUMU.

3.4. CBOoeBpeMEHHOE M KaueCTBEHHOE O0(OopMIIeHHE JOKYMEHTOB IO KaapoBoi pabore
B COOTBETCTBUH C TPYJOBBIM 3aKOHOIATEIbCTBOM Poccuiickoil denepauuu, MoJOKECHUAMH,
MHCTPYKIMAMH, PACIOPSDKEHUSAMH M IIPHUKa3aMM DPEKTOpa YHHUBCPCUTETa M JUPEKTOpA
dunnana.

3.5. Beaenue ydera JJMUHOro cocrapa Guiuana.




3.6. IlomrotroBka u o00paboTka HHPOPMALIMOHHBIX JAHHBIX TIO KaapOBOIA
NeATENbHOCTH.

3.7. TlonGop U paccTaHOBKa (COBMECTHO C DPYKOBOAMTEIAMH CTPYKTYPHBIX
nojpazaeneHuii  dunumana): npodeccopcko-IpenoaaBaTesibckoro,  aJMHUHUCTPATHBHO-
YIPaBJI€HYECKOT0, y4eOHO-BCIIOMOTaTeabHOIO U 00CIYKUBAIOLIEr0 ¥ HHOTO MEPCOHAIA.

3.8. TlogroroBka HEOOXOOUMBIX MAaTEpPHAIOB, O(DOPMIICHUE INOKYMEHTALIUU JIs
NpOBEJEHU] KOHKYPCHOH MpOLEAypsl M NpoLEeXypbl BBEIOOPOB Cpenu TNPETCHICHTOB Ha
JIOJDKHOCTH HAYYHO-IIE1arorn4eckux paboTHUKOB Pumnuana.

3.9. IlpueM, 3all0JIHEHUE, XPAHEHUE U BBIIa4a TPYIAOBBIX KHIDKEK, a TakKe BEICHHE
YCTaHOBJIEHHOM JOKYMEHTAlUU JBUKEHUS TPYJOBBIX KHWKEK U BKIAABILIEH K HUM.

3.10. IlogroroBka marepuana il IPEJOCTABIECHUS NEpPCOHANa K TOOMIPEHHSIM U
HarpaKICHUSM. T~

3.11. CocraBieHue TrpaduKOB OTIYCKOB, YYE€T HCHOIb30BaHUA pPabOTHUKAMHU
OTIIyCKOB, OGOPMJIEHHE €XETOAHbIX OTIYCKOB B COOTBETCTBUM C YTBEPXACHHBIMU
rpaduKaMy.

3.12. OdopmileHHEe U y4ET KOMaHIUPOBOK.

3.13. Bpigaua cnpaBOK O HAacTOSIUEH M IPOLLIOH TPYZOBOH IEATEIBHOCTH
pabOTHHUKOB.

3.14. TloaroroBka HEOOXOJUMBIX JOKYMEHTOB [UId OQOPMIICHUS CTPaxOBBIX
CBHETENBCTB 003aTEFHOI0 IEHCHOHHOIO CTPaXoBaHUsA paboTHUKOB Puinana.

3.15. CocraBicHME M BEICHUE YCTAHOBJICHHOW OTYETHOCTH IO YYETy JIMYHOI'O
cocraBa Ouinana, ero noApasaeacHuil.

3.16. IToaroroBka HEOOXOAMMBIX CTATUCTUYECKUX OTYETOB.

3.17. BouHCckuii ydeTr BCEX KaTeropud Tpa)KIaH, IOUIEKAIIUX BOUHCKOMY YYETY,
peGHIBAIOIIMX B 3aace, BEJEHHUE NIEPENMCKH ¢ BOCHHBIMM KOMUCCapHaTaMHu.

3.18. TlpoBeneHue paboOTHl MO OOHOBJIEHUIO METOJMYECKOr0 00ECIEUeHUs KaapoBoi
palboTEl, €€ MaTepualbHON 6a3bl, BHEAPEHUIO COBPEMEHHBIX METOIOB YIIPABICHHUS KapaMH C
HCIOAB30BAHUEM aBTOMATH3HPOBAHHBIX CHCTEM, CO3JaHMIO OaHKa JaHHBIX O IIEPCOHAIE
¢unraia, ero CBOEBpEMEHHOMY MOMOJHEHHIO.

3.19. CucremaTuyecKuil aHaau3 KaapoBoii paboTel B ¢Quianane, paspaboTka
HPEIOKEHHH 110 €€ YIIyYLICHHUIO.

3.20. dopmupoBaHue, BeleHUE U MIepeiaya B apXMB JIMYHBIX [€]l pAOOTHHKOB.

3.21. Opranuszauus pabouux MecT pabOTHMKOB OTJea KajpoB, COBEPIICHCTBOBAHUE

HX YCIOBUH TpyJa.



4. IIPABA 1 OBAA3HHOCTH

4.1. Otnen kaIpoB UMEET IIPaBo:

- COIJIacOBBIBaTh IIPOEKTHl IPUKA30B, PACMOPSIKEHUH, JIOKAIBHBIX HOPMATHBHBIX
aKTOB, Kacarol1ecs KaJIpOBOi IeATENBHOCTH U IEJONPOU3BO/ICTBA,

- 3ampalliBaTh B CTPYKTYPHBIX mnofpasjeneHusx Ounuana U YHUBepcuTeTa
MH(pOpMaLUIO, JOKYMEHTBI, HEOOXOAUMBIE JIJIsl BBIMIOJHEHUS 33a/1a4 ¥ PYHKIHUHI oTAea,

- BHOCUTh Ha paccMOTpeHus Aupekropa Punuana NpeiaoXkeHHsS O NOOLPEHHH,
MPUBJICYEHUH K AUCLIMILUIMHAPHON OTBETCTBEHHOCTH paboTHUKOB DHiTHAaIIa,

- KOHTPOJIMPOBaTb B CTIPYKTYpHBIX MNojpasfeineHusx Ounuana cobmoaeHue
JCHCTBYIOLIErO TPYIOBOI'O 3aKOHOATEbCTBA,

- NPEICTaBUTEIBCTBOBATh B YCTAHOBICHHOM TOpsAKe OT HMeHM PDuiauana 1o
BONPOCAM, OTHOCALIMMCA K  KOMIIETEHLIMM OTAeNa BO  B3aMMOOTHOIIEHUSX C
roCyJapCTBEHHBIMHM M MYHULMIIANBHBIMM OpraHaMM, a TaKXe JAPYTMMH OpraHu3alusIMHU U
yUpexICHUAMH (KaJpOBbIMHM ar€HTCTBAMHU M LEHTPAMU 3aHATOCTH),

- y4acTBOBaTh B COBEUIAHMAX, IPOBOAUMBIX B Duinasie 1o KaApoBbIM BOIIpPOCaM,

- IaBaTh Pa3bsCHEHHsA U PEKOMEHAALMU 10 BONPOCAM, BXOIALUUM B KOMIICTEHIIHIO
oTheNa.

4.2. HayanpHUK OTIEIa UMEET N1paBo:

- BHOCHUTh Ha paccMoTpeHue aupekropa dunnana npencraBiIeHUs O Ha3HAUEHUH,
epeBoJie U OCBOOOKIECHUH OT 3aHMMAaEMBIX JO/DKHOCTEH PaGOTHMKOB OTIENa, a TaKKe
.npezmoxceﬂm 0 TOOUIPEHUH OTAHUYUBIIUXCS paboTHUKOB otaena (Qwimana) u o
NpPUBJICYEHUH K MaTepUAJbHOW M JUCLHMIUIMHAPDHOH OTBETCTBEHHOCTH HapyIIUTENCH
TPYA0BOM JUCLUTLIUHBI. |

4.3. PaboTHUKH OTAENa KaJpOB UMEIOT NIPaBo:

- Yy4aCTBOBATh B PELUEHUH BONIPOCOB, OTHOCAILMXCS K JA€ATEILHOCTH OT/AENA KalpoB,

- NOANMCHEIBATE M BHU3HPOBATh JOKYMEHTHI, CBS3aHHBIE C AEATEILHOCTBIO OTIENa
KaJpoB,

- Ha OpraHM3alliOHHOE M MaTepHANTBPHO-TEXHUYECKOE obecmedeHue CBOe
npodecCUOHATIBHON IEATEILHOCTH, o

- o0xajnoBaTh HpPUKa3bl M paclopsukeHUs aupekropa PuiMana B yCTaHOBJICHHOM

3aKOHOZATECJIbCTBOM ITOPAIKE,




- MOJIB30BaTECA yclyramMu OHOIHMOTEKHM, WHGOpPMANMOHHBIX (GOHIOB YYEOHBIX M
HAay4YHBIX [OApA3ACI€HUN, U IPYIMX CTPYKTYPHBIX NOApa3feleHuil YHUBepcuTeTa U
dunuana.

4.1. PaGOTHHKH OTAENA KaJpOB 00A3aHbL:

- co0moaare B CBOEH NpodecCHOHANBHOI AeATENBHOCTH YCTaB YHHMBEPCUTETA,
[Tonoxxenue o Gpunnaine u Hacrosuiee [Tonoxenue,

- o0ecrnieunBaTh BHIIIOJIHEHUE OCHOBHBIX 3aJay U (QYHKIUHN, IEPEYUCIEHHBIX B
HacTosumeM [Ionoxenun,

- Ha BBICOKOM IIpOQECCHOHAIBHOM YPOBHE BBHIIOJHATH CBOM JOJDKHOCTHBIE
00513aHHOCTH,

- MOBBILIATH CBOM KBaTU(UKAIIMOHHBIH YPOBEHD,

- ofecneyuBaTh COXPAaHHOCTh 3AKPEIUIEHHBIX 3a OTAEJIOM TOMEILEHUI U

o0opynoBaHuUs.
5. OTBETCTBEHHOCTbD

5.1. HayansHUK OTAENa KaJpoB HECET OTBETCTBEHHOCTh 3a HECBOEBPEMEHHOE U
HEKAYECTBEHHOE BBIIIOJIHEHHE OTAEAOM BO3JNOXKEHHBIX Ha Hero (QyHKIWHA, H He
HCIIOJNIB30BAHUE  MPENOCTaB/IAEMBIX  [paB, B  COOTBETCTBUU C  JCHCTBYIOLIUM
3aKOHOAATENBCTBOM O TpyaAe Pocculickoit @enepaunu, YcraBoM VYHHBEpPCUTETA,
ITonoxxenueM o ¢unuane, [IpaBunaMy BHyTpEHHErO TPyAOBOIO pacnopsjika YHUBEPCUTETA
U JOOKHOCTHBIMUA UHCTPYKLUSAMMU.

5.2. PaGorHuku oTAena HeCcyT JUCHUIUIMHApHYIO  OTBETCTBEHHOCTH  3a
HECBOCBPEMEHHOE WM HEHAJUIEXKAIEEC BBINIOJHEHUE BO3JIOXKEHHBIX HAa HHUX (YyHKUUH, B
COOTBETCTBUHM C MACHCTBYIOIIUM 3aKOHOAATEIbCTBOM O Tpyae Poccuiickoit denepanuu,
YcraBom YuHuBepcuteta, Ilonoxenuem o ¢unuane, IlpaBunamu BHYTPEHHErO TPYZAOBOIO

pacnopsiika Y HUBEpCUTETa U JODKHOCTHBIMH HHCTPYKLHAMHU.

6. BBAUMOJIEMCTBUE C IPYTUMM CTPYKTYPHBIMH
MOJIPA3AEJEHUSIMU

)

Otaen KapoB B3aUMOJICHCTBYET:

C Oyxrairepueil ¢unnana — 1o BOIpocaM, CBA3aHHBEIM C IPEICTABICHHEM JaHHBIX
paGoOTHUKOB (uiIHaTa, MOATOTOBKOM IIPOEKTOB MpPMKa30B MO TpUEMY, TNEPEeBOAY H
yBOJIbHEHHIO pabOTHUKOB ¢MIMana, omjare Tpyla, MaTepHaJbHOMY CTUMYJIHPOBAHUIO

pabOTHHMKOB puIMaa.




C xadenpamu dunmana — no BOIpocaM NPOBENEHHS KOHKYPCHOH IIPOLEIYypHl M
NpoleaAypsl  BBIOOPDOB  IJI  3aMELIEHMs BaKaHTHBIX JOJDKHOCTEHM  mpodeccopcko-
NIPEIo1aBaTe/IbCcKOro COCTaBa.

C ropuanyeckoil ciyx 00l — MO MPaBOBHIM BOIPOCAM, CBA3aHHBIM C IMOATOTOBKOM
KaJJpOBBIX JOKYMEHTOB.

C aaMMHUCTPAaTHMBHO-XO3HCTBEHHBIM OTIEJIOM — MO BOHNpocaM obecrneyeHus
CpeICTBAMM  OPraHM3allUOHHOW M BBIYMUCIMTENbHOM  TEXHUKH,  KAaHUEIAPCKMMH
MIPUHAMIC)KHOCTAMH paOOTHUKOB OT/CA.

A Takxe OTAEN KaJpoB B3aUMOIECHCTBYET CO BCEMH CTPYKTYPHBIMH
nojJpasJeicHusAIMU Qwinana 1Mo BOIpocaM KaJpOBOrO U JOKYMEHTAJILHOrO O0ECIICUEHMS,
noabopa ¥ paCCTaHOBKH KaJIpOB, NOATOTOBKH NIPOEKTOB U M3MEHEHHUH ITATHOrO paclucaHus
1 000CHOBaHHMII K HEMY, TIPEVIOKEHHH 110 COCTABJICHUIO IpadUKa OTHYCKOB, XapaKTEPHCTUK

Ha paOOTHUKOB, OOBACHHUTEIBHBIX 3aMUCOK OT HAPYIIUTENEH TPy A0BON TUCIUIUIMHEL U JIp.

7. KOHTPOJIb 3A JEATEJBHOCTBIO OTAEJIA

7.1. IlpoBepka HEeATENBHOCTU OTAENa KaApOB IPOBOJUTCS B XOJE€ IUIAHOBBIX U
OTJIEJIbHBIX BHEIUIAHOBBIX IIPOBEPOK KOMUCCHM YHMBepcurera (Pumimana) — no npukasy
pekropa YHuBepcutera (aupexkropa Gunuana).

7.2. Texymuit KOHTPOJIb 3a ACATENBHOCTBIO OTAE/IA KaAPOB OCYILECTBIAECT JUPEKTOD

dunuana.

8. IPEKPAHIEHHUE JEATEJIBHOCTHU

8.1. Ormen xaapoB peopraHu3yercd U JIMKBUOUpPYETCS IIPUKa30oM peKTopa
VYHuBepcHUTETa HA OCHOBAaHHH COOTBETCTBYIOIIETO PEUIEHUs] Y YEHOI'0 cOBeTa Y HUBEPCUTETA.
8.2. Ilpu peopraHusaliMi OTZAeNa KaApoB, MMEIOLIMECH Ha OTIENE JOKYMEHTHI IO
OCHOBHOM [€ATENIBHOCTH JOJDKHBI OBITH CBOCBPEMEHHO TMepelaHbl Ha XpaHEHHE

NpaBONpPEECMHUKY, a IPHU JIMKBUJIALHUN — B apXUB YHI/IBCpCI/ITCTa.

HauanpHUK OT/EIa KaIpOB qlr% B E.B. I'mo6Ga

COI'JIACOBAHO:

IOpuckoHCyabT ﬁ/f\/ JLLJ. Kapubsx



