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 IMOJIOKEHUE
00 oTae/ie KaJpoB

1. O61mue mooKeHus

1.1. Otzmen kagpoB sBIsI€TCS CTPYKTYpPHBIM MozpasaeieHneM DenepaabHOro
rOCYIapCTBEHHOIO OFOM)KETHOTO |YUPEXKICHUS NPOo(hecCHOHAIBHOW 06pa3oBaTeIbHOM
opranusauin «CMOJIEHCKOE IOCYIapCTBEHHOE YUMIHIIE (TEXHHKYM) OJIHMIIUMCKOro
pesepBay (manee - y4UIHILE), CO3AETCS U IMKBUIUPYETCS IIPHKA30M JUPEKTOPA.

1.2. Otnen xafpoB SIBISIETCS CAMOCTOSTENBHBIM CTPYKTYPHBIM IIOZpa3IelICHHEM
IPEIIPHATHS U IIOAYUHAETCS HA4YaIbHUKY OT/ieja KaJpoB.

1.3. Otnen xaapoB BO3riaBseT HayalbHUK OTJeNa KaIpoB, HAa3HAYaeMBIH Ha
JOJDKHOCTH IIPUKA30M IUPEKTOPa, U IOTIUHSIETCS TUPEKTOpY.

1.4. PaGoTHuMKM OTHena HA3HAYAIOTCS Ha JOJDKHOCTH U OCBOOOXKIAIOTCS OT
JOJDKHOCTEH NPUKAa30M JMPEKTOpa M0 NPEeCTaBICHHUIO HadallbHUKA OT/IeNa KaJpOB.

1.5. B cBO€H NeATENbHOCTH OTAEN PyKOBOACTBYETCS:

3aKOHAMM M HWHBIMA HOpPMATHUBHBIMU IIPABOBBIMH akTaMu 00 OXpaHe TpyZda
Poccuiickoii @enepannu u cooTBeTCcTBYOIIEro cyonrekta Poccuiickoit @enepanuy;

KOJUIEKTUBHBIM JIOTOBOPOM;

yCTaBOM y4YMJIUIIIA,

HacTosmM [lonoxeHueM.

2. CtpykTypa

2.1. CTpyKTypy W YUCIIEHHOCTH OTJIeJIa YTBEPXKIAET TUPEKTOP B COOTBETCTBHHM C
HOPMAaTUBaMH YHUCJIEHHOCTH CHEIMaUCTOB M CIyXalllUX C Yy4eToM OOBEMOB H
ocobeHHOCTeH paboThI.

3. 3apaun

3.1. ITog6op, paccTaHOBKA ¥ BOCIIUTAHUE KaJIpPOB.

3.2. M3ydeHwue eTOBBIX U MOPAJIbHBIX Ka4eCTB paOOTHHKOB [0 UX MPAKTUIECKOU
NEATebHOCTH, BbIpa0OTKa pPEKOMEHIAIM{ M0 YJIYYIICHHIO KaJpOBOrO IIOTEHIIHANa
OpraHU3alku.



3.3. Coznmanue peseppa iKaI[pOB JUIL BBIABIDKEHHMS Ha pPYKOBOJMIIME U
MaTepHabHO OTBETCTBEHHBIE IOJKHOCTH.

3.4. Opranuzauus u Hpobe,ueHHe BCEX BHJOB IIOJITOTOBKH M [IOBBIIICHUS
KBaJIU(UKALUU KaJIPOB.

3.5. Y4er kaznpos.

3.6. Obecnieuenue mpas, nbrpT Y rapaHTuil pabOTHUKOB MPEANIPUATHS.

4. DyHKuuu

4.1. Ompenenenre u pa3paboTKa KaJApOBOM TIOJNMTHKA W CTPATETHH B
COOTBETCTBHHM C HAIIPABIEHUEM JEATEIbHOCTU OpraHU3aliu U chepoi ee eI TeTbHOCTH.

4.2. ®opMmHpOBaHWE IITATHOIO pPACIUCAHUS MNPEINnpUsiTHs (COBMECTHO C
Oyxranrepueit).

4.3. Onpenenenue TeKyleHd MoTpeOHOCTH B Kaapax (COBMECTHO C HadalbHUKaMH
CTPYKTYPHBIX IIOJ(pa3IeJICHHIA).

4.4. ITon6op KBaTU(PHUIUPOBAHHBIX CIELIHATICTOB.

4.5. KoMmnekToBaHue OpraHu3allid HEOOXOAUMBIMH KaJpaMU B COOTBETCTBUU C
KPUTEpUsMH 0TOOpa U OLIEHKOM HaHMMAaeMOro IIepCoHala, B TOM YHuCIIe:

nepemMeleHre pabOTHUKOB BHYTPY OpraHU3allUY;

TIpUeM Ha paboTy HOBBIX PaGOTHHKOB.

4.6. VYdyactue B KBOTHPOBAaHMU pabO4uMX MeCT Ul HMHBAIMIOB H JIHII,
UCTIBITBIBAIOIIUX TPYOHOCTH C TPYIOYCTPOMCTBOM, B3aUMOJEHCTBHE II0 JIAHHBIM
BOIIPOCAM CO CITy:K0O0# 3aHATOCTH.

4.7. JlokyMeHTaJIbHOE 0GOpPMIIEHHE ITPUeMa, TIePeBO/ia U YBOJIbHEHHUS PaOOTHUKOB
B COOTBETCTBHH C TPYIOBBIM 3aKOHOJATEILCTBOM: O(OPMIIEHHE TPYIAOBEIX JOrOBOPOB C
pabOTHHMKAMH M H3MEHEHHH K HUM, [OJrOTOBKAa MPOEKTOB IIPHKA30B IO JIMYHOMY
COCTaBy M OCHOBHOHM [eSATENBHOCTH OpraHU3alliM, 3allOJHEHHME JIMYHBIX KapTO4YeK
pabOTHHUKOB.

4.8. YyacTrie COBMECTHO CO CIIELIMATUCTOM IO OXpaHe TpyJa B OpraHHU3alllH U
IPOBEIEHUH TEPUOTUYECKAX M  IPeBAPUTENIBHBIX  MEIUIHHCKHX  OCMOTPOB
pabOTHHUKOB.

4.9. Benenue pabOThI ¢ TPYAOBBIMM KHIDKKaMH, B TOM YHCJI€ TIPUEM TPYAOBBIX
KHIDKEK OT IPUHUMAaeMbIX Ha paboTy paOOTHHMKOB, UX Y4eT, XpaHEHHE, 3al0JIHEHHE, a
TaK)Ke BbIJavya MMPHU MPEeKpalleHuU TPyAOBbIX OTHOLIEHHUH.

4.10. KoopauHanust paboThl OApa3AeIeHui OpraHu3aliH 10 BOIPOCaM 3allUThI
IIepCOHAIBHBIX JaHHBIX paOOTHHKOB, 0OecrieueHre 3allUThl IEPCOHATBHBIX JaHHBIX IPH
pabore pabOTHHUKOB OTAeNa KaJpoB C JOKYMEHTaMH, COAEPIKalMMHU IePCOHAJIbHBIE
IaHHbIe paOOTHUKOB.

4.11. YdeT TUYHOIO COCTaBa IIyTEM COCTaBJIIEHUS PA3IMYHOIO BUJA OTYETOB.

4.12. CocraBieHde rpadUKOB OTIIyCKOB, OG(OpMIIEHME IPHUKA30B O
IpEeNOCTaBJIeHHH pPa0OTHUKAM pa3IMYHBIX BHIOB OTIYCKOB, Y4YeT KOJIMYECTBa
HCIIOJIb30BaHHBIX JHEH OTIIyCKa.

4.13. OdopmileHne U ydeT CiIy)KeOHBIX KOMAaHIMPOBOK (TIOArOTOBKa IPOEKTOB
IIPUKA30B U CIIy)KeOHBIX YJOCTOBEPEHUN ).

4.14. PaboTa ¢ JINCTKaMH HETPYI0CIIOCOOHOCTH.

4.15. TlpoBepka NpPaBUJIBLHOCTH W IOJHOLEHHOTO 3allONHEHMs Tabeneil ydera
pabouero BpeMeHU pabOTHUKAMK CTPYKTYPHBIX IOApa3IeIeHHi OpraHu3aliy.



4.16. IlogroroBka W BBIOadYa CIPABOK O 3aHMMAeMOH JOKHOCTH U repuoae
paboTBl B OpPraHM3alliM, a TaKe KOIMH [IOKYMEHTOB, CBS3aHHBIX C TPYHOBOM
JEATEIBHOCTBIO PaOOTHHUKOB.

4.17. B3auMozieiicTBHE CO CTOPOHHMMH OPraHU3aLUsIMHU:

CTPaXOBBIMU KOMITAHMSIMH B YaCTH IIOJA4M CBEJICHHI Ha O(QOpMIIEHHE IIOJIMCOB
00s13aTeNBHOr0 MeaUMIUHCKOro crpaxosanus (OMC) 1 10GpPOBONBHOTO MEIUIHHCKOTO
crpaxoBanus (JIMC);

BOCHHBIMH KOMHKCCApHaTaMH I10 BOIPOCaM IOCTAHOBKH, CHSTHS C BOHHCKOIO
y4eTa pabOTHUKOB OpraHH3alMH, UX y9IeTa U IPEIOCTABICHHS OTYETOB;

MIEHCUOHHBIMU ~ (OHAaMH B LeJNsX [PENOCTaBJI€HUS JOKYMEHTOB I
U3TOTOBJICHHSI CTPAXOBBIX CBUJIETENIBCTB I'OCYAAPCTBEHHOT'O NIEHCHOHHOTO CTPAXOBAHMUS.

4.18. IloaroroBka KaapoBO# HOKyMEHTAIMH ISl lEpeiavyi B apXHB OpraHU3alluy
JUISL JaJIbHENIIEro XpaHeHus.

4.19. [logroroBka MaTepUaioB s NpeICTaBIeHHUs PAGOTHHKOB K ITOOLIPEHHIO.

4.20. TTogroroBka MaTepHatoB Il NpUBICYSHHUs] PaOOTHHKOB K JUCLUILTHHAPHOM
OTBETCTBEHHOCTH.

4.21. KoHTponb 3a COOJIOJEHHEM IUCHHIUIMHBI TPyAa U BBIIOJHEHHEM
paboTHHKaMu [IpaBui TpyZOBOTrO pacropsiika U HHBIX JOKAIbHBIX HOPMATHBHBIX aKTOB.

4.22. OpraHuzanyss BOMHCKOINO ydeTra pabOTHHUKOB (IIpH  OTCYTCTBHH
CHELUATU3UPOBAHHOTO TTOAPA3ICIICHHS ). |

4.23. KoHcynpTHpOBaHHE DPAOOTHUKOB OpPTraHHW3AllMHA II0 BOMPOCaM TPYHAOBOTO
3aKOHOJATEIbCTBA, B TOM YHCJIe U OTBETHI Ha 3aIpOCHI, KaJl00bl, OOpallleHusl.

4.24. ITnanupoBaHUE U y4acTHE B MEPOIPUSATHUAX 110 aTTECTALIUH.

4.25. VYcraHOoBieHHWe  MOTPeOHOCTH B  IOBBIIEHHH  KBalW(HUKALUH,
NEeperoAroTOBKe HWJIM OOy4eHMH pabOTHHKOB, JOKyMEHTaJbHOE O(pOpMIIECHUE
HaIpaBlIeHHU Ha o0y4yeHue.

4.26. ®opmupoBaHHE U TIOArOTOBKA pe3epBa KaJpoB /IS BBIABIIKCHHSA Ha
BBIIIECTOSIUE JOKHOCTH.

4.27. Pa3zpaboTka KOMILIEKCA Mep IO MOBBIIIEHHI) MOTUBALUU paOOTHHKOB.

4.28. AHaM3 TEKy4eCcTH KaJpOB.

5. IlpaBa

Otnen xagpoB UMeeT IpaBo:

5.1. 3anpamuBaTh y HOJDKHOCTHBIX JIUL[ YYUIIHILA, & TAKXKE OPraHoOB YIpPaBIICHHUS
(BMacTH), CTOPOHHUX OpraHM3aluii (DPEeanpUsATHH, YUYPEKICHHH) CBENEHHS O
COTPYAHUKAX C LEJbI0 YTOYHEHHUS COOTBETCTBYIOLIMX IE€PCOHAIBHBIX NAHHBIX, a MPHU
npueMe Ha paboTy ¥ IEepeMelIeHUSX COTPYAHUKOB — MHEHHE pPYyKOBOJUTENIEH
COOTBETCTBYIOIIUX CTPYKTYPHBIX T0Ipa3iesIeHu N 0 1esiecoobpa3HoCTH
IpeAroaraéMbIX IepPecTaHOBOK.

5.2. TpeboBaTh mnpu mpuemMe Ha paboTy U B JPYTHX YCTAHOBJIEHHBIX CITydYasx
IPEICTaBIIEHUsT COTPYJHHKAMH COOTBETCTBYIOLIMX JOKYMEHTOB: IIacriopra WIH
3aMEHSIOIEr0 €ro JOKYMEHTa, TPYIOBOW KHHXKKH, IOKyMeHTa 00 0Opa3oBaHHH
(HaIMYMK CTIELHATbHBIX 3HAHUM, yMeHHit), ctpaxoBoro ceuaerenscerBa ['TIC u 1. 1.

5.3. JlaBaThb pa3bsCHEHHUS M PEKOMEHJALMU II0 BOIPOCAM, OTHOCSIIUMCS K
KOMIIETeHIIUH KaJIpOBOH CITyKOBI.

5.4. JlaBaTh DOJDKHOCTHBIM JTUIAM TIPEANPHUITUS 00s3aTe/IbHbIE 1)1 HCIIONHEHMS
yKa3aHusI [10 BOIIPOCaM, OTHOCSIIUMCS K KOMITETEHIIUU KaJpOBO CITyKOBI.



5.5. BHOCHMTH Ha paccMOTpeHHMe pYKOBOJICTBA YUMWIMINA IPEIJIOXKEHHS IO
BOIIPOCAM OpraHHU3alHy KaIpoBoil paGoTEL

5.6. Bectu nepenmcky IO BOIpOCaM, OTHOCSINHAMCS K KOMIIETEHIMH OTela
KaJIpoB.

5.7. OcymecTBIATh B3aHMOJEWCTBHE C OpraHaMy BIAacTH (YIpaBlIEHHs),
CTOPOHHUMF OpraHM3alusAMH (TIPENPHATHSIMH, YYPEKISHHUAMH) [0 BOIPOCaM,
OTHOCSAIIAMCS K KOMIIETeHIIHH KaJPOBOM CIIyKOBL.

5.8. BusupoBaThb IpPOEKTBI  JOKYMEHTOB, IIOATOTOBJIEHHBIX  IPYTHMH
NOApa3AeeHUAMM Y4YHMIIMINA, €CIM B TaKUX MOKYMEHTaX 3aTPardBaiOTCsA BOIPOCHI,
OTHOCSIIKECS K KOMIIETEHIMH KaJPOBOM CIIyKOBI.

5.9. IlpencraBnsaTe (4Yepe3 yIONHOMOYEHHBIX JOBEPEHHBIX JIUI) HHTEPECH
OpraHu3alliy B OpraHax roCyJapCTBEHHOH BIAaCTH, MECTHOTO CaMOYIIPABJIEHHUs, CyHax
II0 BOIIPOCaM, BXOJSIIMM B KOMITETEHI[UIO OT/IE)Ia KaJIPOB.

5.10. OcyIuecTBIATh peryispHBI KOHTPOJb 3a HCIIOJHEHHEM JIO0JDKHOCTHBIMU
JTMLAMH yYWIUINA TpeOOBaHUM, NpenbsBIsSeMbIX K OpraHU3alMi KaJpOoBOH pabOTHI,
IEPUOAUYECKA HMH(POPMHUPOBATh COOTBETCTBYIOUIMX JIMI, @ TakKXe pPYKOBOACTBO
IPEANPUSATHS O Pe3yIbTaTaX KOHTPOJIS.

6. O0s13aHHOCTH

Otnen kagpoB obsi3aH:

6.1. CBoeBpeMEHHO ¥  KayeCTBEHHO, B IIOJHOM  COOTBETICTBHH C
3aKOHOJATeJILCTBOM, HOPMATHBHO-IIPABOBBIMH  aKTaMH, JIOKAJBHBIMH  aKTaMH,
OPraHU3alHOHHO-PACIIOPSAANTENIPHBIMA ~ aKTaMi B O0JIaCTM  KaZpoBOH  paboTEI
BBITIOJIHATH BO3JIOXKEHHbBIE HA HEe 3a/1a4y.

6.2. TlommepxuBaTh YCJIOBHs, obecrednBaroIyie Tpedyemyr 3((EeKTHBHOCTH
KaJpOBOi paboThI.

6.3. OOGecrieunBaTh COXPAHHOCTH ITOJNyYEHHBIX CBEJEHHUH O COTPYAHHKax OT
pasriiamreHus (yTpaThl) B Ipolecce 00paboTKH.

6.4. ObopMIIATh U BBIIaBaTh B COOTBETCTBUM C NEWCTBYIONIUMH Ha MPEANPUATHH
IpaBUJIaMH I10 IIHCEMEHHBIM 3aIIpocaM (3asBICHUSAM) CIIPABKH, 3aKJIFOYCHUS, BBIITUCKH U
HHBIE aHAJIOTMYHBIE TOKYMEHTHI.

6.5. IlpenocTaBisaTh OpraHaM ympaBieHHs (BIACTH), CTOPOHHHM OpraHHU3aIisM
(IpennmpuATHAM, YYpeXKOSHUSIM) HHGPOPMAIMIO II0 BONpOCaM, OTHECEHHBIM K
KOMITIETEHIMH KaJpPOBOW CIy>XOBI, B COOTBETCTBHHU C JAECHCTBYIOINUMH Ha IpeANpUATHH
IIPaBUIAMHU.

7. B3auMOOTHOIIIEHHSI 0TAeJIa KaAPOB ¢ APYTHMH NOAPAa3/Ae/IeHHIMH
npeanpusiTAs

7. 1. C agMuHMCTpaLdeld yYuiuia, ydeOHbIM OTAEIOM, CIIOPTHBHEIM OTAETIOM,
XO3SIMCTBEHHBIM OTIEIOM, OOIIEKUTHEM, U IPYTUMH ITI0Ipa3/IeICHUAMY YIUIHINA.

[Tonyd4aer: XapaKTepUCTUKU Ha paOOTHMKOB, IIPEACTABISIEMBIX K IOOIIPEHHUIO U
HarpaXIE€HWIO; MaTepualbl Ha HapylIUTeJed TpyIOBOM IHCLMUILIMHBEL, OTBETBI Ha
HapylMTeldell  OOIIECTBEHHOro  NOpsjka; TIPadHKH  OTIYCKOB  PabOTHHKOB
NOJpa3/ielIeHusl.

IIpeacTaBisieT: CBEIEHHS O HAPYIIWTENSX TPYAOBOM M MPOM3BOACTBEHHOU
TUCLUATUTAHBL, KOITAHU MPUKA30B, CBA3aHHBIX C IPHEMOM, IIEPEMEIICHUEM H yBOJIbHEHHEM



pabOTHUKOB; KONHMM NPHUKA30B 110 BONPOCaM TPYLOBOM AWCLUIUIMHBEI, W3MEHEHMS
[IpaBun TpyAOBOIrO pacnopsiaka.

7. 2. C coBeTOM TpyZI0BOI'O KOJUIEKTHBA.

[Tomy4yaer: MaTrepuaibl U MPeNIOXKEHUs, MOCTYIHUBIINEe B XO#e OOCYXIeHHS Ha
pabounx coOpaHusix choy4daeB HapyweHuid [IpaBun TpynoBoro pacrnopsaka Hu
IVCLUIUIAHBL, TPEIJIOKEHUs] 10 COBMECTHOW ITOArOTOBKE M IIPOBENECHHUIO pPaboumx
cobpanuii s 06CyxaeHus: (akTOB aHTHOOIIECTBEHHBIX ITOCTYIIKOB, IIPOrYJIOB M T. IL.;
CBEIEHUS O HApYLIUTENSIX OOIIECTBEHHOIO IMOpsIKa; MaTepuabl Ha YBOJILHEHHE 3a
HapyLIeHUe TPYA0BOU JUCIUILIUHBL, 10 COKPAILEHUIO ITaTOB, 110 HHBAJIM/IHOCTH.

7.3. C byxranrepuei.

[TorydaeT: cmpaBku O 3apruiate Ui OGOpPMIIEHHS IIEHCHHM II0 BO3PacTy H
UHBAJIMIHOCTH, IITATHOE pACIHCaHHe Ha PyKOBOJUTENEH, CIIeUaIlCTOB, CIIyKalluX, U
IPYTHX Kareropuii paboTalolmMX, a TakKe BCe H3MEHEHHs IUTaTHOIO pAacCIMCaHWUS
pacyeTsl MOTPeOHOCTH pabodel CUIIBI 10 ITOAPa3AeICHUSIM.

ITpencrasnsier: Tabenp ydeTa pabodero BpeMEHH; OONBHMYHBIE JIMCTHI VLA
OIIaTBl; CBEIEHMS O IIPUEME, YBOJIBHEHWH, OYEPEeJHBIX OTIYCKaXx pPabOTHMKOB
NPEINPUSITAS, TPOEKThI MPHUKAa30B O IpPHEME, YBOJIBHEHHH U IEePEMEIleHUH
MaTepUalbHO OTBETCTBEHHBIX JIMII, CBEIEHHUS O CIIMCOYHOH YHCIEHHOCTH PabOTHHKOB;
IpOTyJiax, HapyLIeHUsAX 00IEeCTBEHHOr 0 NOpsAKa.

8. OTBEeTCTBEHHOCTDH

8.1. Bcio ImONHOTY OTBETCTBEHHOCTH 3a Ka4eCTBO M CBOCBPEMEHHOCTb
BBITIOJIHEHHS BO3JIOXKEHHBIX HAcTOAIUM IlomokeHueM Ha OTAeN 3a1ad U QyHKUMHA
HECET HaYaJIbHUK OT/eNa.

8.2. OTBETCTBEHHOCTh PA0OTHUKOB OT/ENIa YCTAaHABIMBACTCS [NOJDKHOCTHBIMH
UHCTPYKIASIMHU.

HavanpHuK oOTAEIa KaIpoB %X/ T.B. [Togxy6ckas
(nom (vHuIEasBl, GaMuIus)

31.11.2018
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