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0 paboTe creNUATNCTA IO KaJpaM
TocyAapeTBEHHOr0 ABTOHOMHOIO PO eccHOHaNLHOTO 06pa30BaTeBbHOr0 YUpek/IeH s

Capatosckoii o6mactu «IlepenroGeknit arpapHbIf TEXHHKYM)

HacTosimiee TONOKEHHE pa3paboTaHO B COOTBETCTBHU C  IMOJOXKCHHAMU
TpymoBoro kojekca Poccuifckod @exepallud W HMHBIX HOPMATHBHBIX —aKTOB,
PETYJIUPYIOMUX TPYIOBBIC IPABOOTHOIIECHUS B Poccuiickoit Denepanni.

1. O6mue NOJOKEHHS

1.1. CemuaucT Mo KaJpaM OTHOCHUTCA K KaTErOpUM CHENHUaINCTOB, IPUHUMACTCS Ha
paboTy 1 yBOJBHSIETCS ¢ pabOThI IIPUKA30M JUPEKTOPA.

1.2. CrienuaJTicT 1Mo KaapaM MoJYHHSIETCS HE TIOCPEACTBEHHO TUPCKTOPY TEXHUKYMA,
1.3. TpeboBanust K KBaIM(QUKAINH - BBICIIES npodeccroHanbHOE 00pazoBanue 0es
peIbABICHUS TPeOOBaHNH MO CTaXKy PabOTE,

1.4. CrienmaJiuCcT MO KaJapaM JOJDKEH 3HaTh:

- HopMaTHBHbIE TIPaBOBRIC AKTHI, PYTHE PYKOBOIAIINE U METOAMYCCKUE MATCPHAIBT
10 YIIPaBJICHUIO [IEPCOHATIOM;

- TpymoBoe 3aKOHOIATENHCTBO;

- CTPYKTYpY M IITAThl IPEAMPUATHS, €T0 NPOQHITH, CICUHUATU3ALNIO 1 MEPCTICKTHBDL
pa3BUTHS,

- TTopsIIOK ONpeNeNeH s TePCIEKTHBHON U TeKyIIeH MOTPEOHOCTH B Kazpax;

- Uctounuku obecrieuenus IpeITpUATHS KalpaMu;

- MeTop! ananm3a Mpod)eCCHOHATIBHO - KBATM(PUKAIIMOHHBIA CTPYKTYPbl KaIpOB;

- TTos0kKeHHs O TIPOBEIETTMA aTTECTAINM U KBaJTN(PUKAIIHOHHBIX WCTIBITAaHUMN;

- Tlopsaok u3bpanus (Ha3HAYEHNs) Ha JOIDKHOCTB;

- Tlopsamok opopMIICHHS, BEACHUS U XPAHEHNA JOKYMCHTAlUH, CBS3aHHOMU C KaJpaMH
U UX IBUKCHUEM;

- Iopsyok GOpMUPOBaHTI U BeTleHNs GaHKa JaHHBIX O TIEPCOHANIe MPEAIPUATHAL;

- TTops 10K COCTABIEHUS! OTUETHOCTH TI0 KaapaMm;

- OCHOBBI TICUXOJIOTUH 1 COIMOJIOTMH TPY1a;

- OCHOBBI PKOHOMHUKH, OPTaHW3alMH Tpyda U YIPABJICHUA,

- [IpaBuia ¥ HOPMBI OXPAaHEI TPYIA. '

1.5. B cBOeii mesaTeabHOCTH CIICITUAINCT 10 KaapaMm PyKOBOJCTBYCTCH:

- TPYZAOBBIM 3aKOHOJIATCIILCTROM Poccutickoit @enepaiuu,

- TOCTAHOBJICHUAMH, TIPHKAZAMI 1 APYTUMH PYKOBOIAIMMHU HOPMATUBHLIMH
noKyMeHTamMu MuHHCTepCcTBa 00pa3oBaHUs CapaToBCKOW 00J1aCTH, Kacatomuxcs
paboThl ¢ KaJipaMu,

- npukazamu 1 nonoxkennsvi TATIOY CO "HHATY;

- IPaBUIaMU BHYTPEHHEO TPYIOBOTO PaCIIOPs/IKa;

- IPUKA3aMH U PACTIOPS K CHUSIMIT JITPEKTOPA,

- HACTOSIIEH TOILKHOCTI0W MHCTPYKITHEH.



Bo BpeMsi OTCYTCTBMs CIELHaIMCTa IO Kaapam €ro 00s13aHHOCTH BBINIOIHSICT B
YCTaHOBJICHHOM IIOPSAJIKE COTPYIAHHMK CTPYKTYPHOTO IOAPas[CICHUA, HeCcyIuin
IONHYI0 OTBETCTBEHHOCTh 3a HAIUIEKAallee HCIOJIHEHUE BO3IOXKCHHBIX Ha HETO
00sI13aHHOCTEMN.

2. O6s13aHHOCTH CENHAINCTA TT0 KaApaM
2.1. CrienMaamcT 1o Kajapam o0sA3aH:
2.1.1. BBIMOMHATL pabOTy MO KOMIUICKTOBAHWIO TEXHUKyMa KalpaMu TpeOyeMBIX
npodeccuil, cnermanbHocTed M kBamudukauuu. I[IpuHUMaTE y4acTHe B pabote 10
mogbopy, OTOOpY, pPacCTaHOBKE KaapoB, TOATOTaBIMBATH MNPCATIOKCHAA IO
3aMeIcHUIO BaKaHTHBIX JTOKHOCTEN U CO3[IaHMIO Pe3epBa Ha BBEIABIIKCHUE,
2.1.2. COBMECTHO C PYKOBOAMTENSAMH CTPYKTYPHBIX MOIPA3CICHUH OCYIIECTBIATH
KOHTPOJIb 33 COCTOSHHEM TpPYyIOBOW NHUCIUILIMHBI U COOJIIOIeHHEM PaOOTHUKAMM
MpaBUJI BHYTPEHHETO paclopsaka, TpeOOBaHUH yCTaBa TEXHUKYMA,
2.1.3. mpuHUMaThL yyacTHe B paboTe KOMUCCHM 1O aTTECTAMX W OLCHKE JACIOBBIX
KauecTB TeIarOTHIECKUX U APYIHX KaTeropuil pabOTHUKOB TEXHUKYMA,
2.1.4. Bectm yuer pabOTEl IO MOATOTOBKE W TIOBBIIICHUIO KBanupUKauu
TpernoaBaTeNneil ¥ IpyruxX pabOTHUKOB TEXHUKYMa,;
2.1.5.BeCTH IITATHO-IODKHOCTHOM )KypHa Ha paOOTHUKOB TEXHUKYMa, OCYIIECTBIIATH
KOHTPOJTh 32 COOJIIOJIEHUEM PACCTaHOBKU KaJpOB;
2.1.6. cBoeBpeMeHHO OGOPMIIATL IIPOEKTHI IPUKA30B O MpUEME, IIEPEBOIC,
VBOJTBHEHHM W JPYTHEM KaJpOBBIM BOIpPOCaM, TIOCIE YTBEPKACHHA TIpHKasa
JTUPEKTOPOM, TIPOU3BOAUTE 3aHCh B TPYIOBOH KHIKKE;
2.1.7. bopMupoBaTh ¥ BECTH JIMYHBIC JI€Na HA IperoiaBaTellell U APYTUe KaTeropuu
pabOTHUKOB TEXHHKyMa, BHOCUTH B HHUX W3MCHCHHUsS CBSA3aHHBIC C TPYAOBOH
JeATeIbHOCTBIO;
2.1.8.BecTH Ha paOOTHUKOB TEXHWKyMa KapTodku ¢opme T-2, BHOCHTh B HHX
W3MEHEHUS CBA3aHHBIE C TPYAOBOU IEATCIIBHOCTBIO;
2.1.9.0cymecTBIAT: BBIHAYy CIOPaBOK O HACTOANICH H IPOIIION  TPYIOBOU
JEeSITeTFHOCTH pabOTHUKOB TEXHUKYMa, COOIOATh MpaBHila XPaHCHHS U 3aIOTHCHHIA
TPYHOBHIX KHWKEK, IIOATOTABIMBATH MOKYMCHTBI JUIA YCTAHOBJICHMA JbIOT U
KOMITEHCAIUH pe3yIbTaTaM paboTHl;
2.1.10. ocCymIecTBIAT, KOHTPOJIL 32 COCTaBJICHHEM U cobmrofeHreM Tpaduka
eKErOJHBIX OTIIYCKOB, BECTH Y4YET IIPEIOCTaBICHUS  CKCTOAHBIX  OTIIYCKOB
pabOTHUKAM;
2.11.11. obopMIATE JIUCTKH HETPYAOCIIOCOOHOCTH;
2.1.12. ohOpMIATH TOKYMEHTHI HEOOXOAMMBIC IS Ha3HAYCHUS TICHCUH paboTHUKAM
TEXHUKYMa TI0 BBICIIYTE JIET, CTAPOCTHU U JIP.;
2.1.13. cOCTaBNAT ¥ BECTH OGAHK JTAHHBEIX O TEPCOHAJE, YCTAaHOBIEHHYIO OTYETHOCTD
110 KaJpoBoi pabore;
2.1.14. ciaBaTh B apXuB JeNla 110 HCTEYCHUH YCTaHOBICHHBIX CPOKOB XpaHCHHA,
2.1.15. yUNTEIBATh M XPAHWUTEH MEIUIIMHCKUE KHIKKH PaOOTHUKOB;
2.1.16. BeCTH yCeeT MCIOTB30BAHHOTO paboyero BpeMeHH;
2.1.17. cnaBaTh B apXUB JieNla IO UCTECUYCHUH YCTaHOBJICHHBIX CPOKOB;
2.1.18. cTporo cobmronaTh Tpebopanus DeaepaabHOro 3aKOHa OT 25.12.2008r. Ne 273-
®3 "O npotuBoeiicTBUK Koppynuun B CapaToBeckoi obnacTy”

3. [Tpapa crienmaJucTa o Kajapam
3.1.CriequaiucT 1o Kajapam NMeEET IPaBo:



3. 1.1 BBIIaTh paGOTHHKAM TeXHUKYMa BBITTHCKA 13 TPYIOBBIX KHUXKEK;

3.1.2. BBIIATh CIpaBKY 0 HacTOsIIEH 1 NPOIIJION TPYAOBOM JEsATENbHOCTH paGOTHUKOB
TEXHUKYMa;

3.1.3.IpUHUMATE y4acTHe B paboTe CeMHHapoB W COBEIIAHMIA, HETOCPEACTBEHHO
CBA3AHHBIX CO CHEUUPUKOH €ro MeATENBHOCTH, a TaKke Ha IICPUOUYECKOE
TIOBBIIICHUE KBAJIU(DUKAIIY;

3.1.4. 3HAKOMHUTBCA C xamo6aMy U APYTUMH TOKYMEHTaMH, CONEPKAIIUMHU OIEHKY
€r0 PadOTBI, aBaTh 10 HUM OOBSICHCHHS

3.1.5. 3HAKOMHUTBCS ¢ U3MEHEHNSAMY, BHOCHMBIMU B €r'0 AOJDKHOCTHYIO HHCTPYKLIMIO U
pearupoBaTh Ha HUX;

3.1.6. Ha KOHUIEHIINATLHOCTD AUCIHUILTAHAPHOTO (CITykeOHOTO) paccieoBaHus, 3a
UCKIIIOYCHUEM CITy4aeB, IIPESYCMOTPEHHBIX 3aKOHOM.

4. OTBETCTBEHHOCTE CHEHHATHCTA 10 K4
4.1. Cieunanuet o kafpam HeceT OTBETCTBEHHOCTE 3a;
4.1.1. XpaHeHHe TPyIOBBIX KHHKEK;
4.1.2. BEITIOJIHEHUE CBOMX JOJKHOCTHEIX 00s3aHHOCTEH B COOTBETCTBHH C TPYXOBEIM
3aKOHOJIaTeILCTBOM PD;
4.1.3.3a HeucrmonHenwe (HeHamwTexamee VCTIONHEHHE) 0e3 yBaKUTENBHBIX TPHIUH
TpeOOBaHWH yCTaBa W MpaBHI BHYTPEHHETO TPYIOBOTrO pacropsanka TeXHHUKyMa,
SAaKOHHBIX PAacClOPSACHHH JWPEKTOPa U WHBIX JIOKATBHLIX HOPMAaTHBHBIX AaKTOB,
AOKHOCTHBIX ~ OOS3aHHOCTEH,  yCTAHOBJICHHBIX HacTOsIIEH  HOMKHOCTHOM
HHCTPYKLUCH;
4.1.4. 32 IpHMEHEHNE, B TOM YHCITe OZTHOKPAaTHOE, METOJ0B BOCITUTAHHUS, CBA3aHHBIX C
bHU3MYEeCKIM W (WIM) TCHXMYECKHM HAaCHIMeM Hall TUYHOCTRIO OOydarorerocs, a
TakoKE COBCPLICHUE WHOTO aMOPaThHOTO MPOCTYIIKA, CHEMAIHCT 110 KaJpaM MOKeT
OBITH OCBOGOXIEH OT 3aHWMAECMON HOIKHOCTH B COOTBETCTBHM C TPYIOBBIM
3aKOHOATEJIbCTBOM M 3akoHOM PoccHiickoii Oenepaunn "O6  o6pazoBanun’.
VBOJIEHEHHE 33  JaHHbI TIPOCTYIIOK  SBIACTCA ~ MEPOM  AUCUMILIMHAPHON
OTBETCTBEHHOCTH. '
4.1.5. 3a BUHOBHOe mNpHuHHEeHHE TCXHUKYMY WM YYaCTHMKaM 00pa3oBaTeILHOIO
nponiecca ymepba B CBS3M C HCIOTHEHHEM (HEUCTIONTHEHHEM) CBOMX IOJKHOCTHBIX
00sI3aHHOCTEH CIeNHaTicT 1o KallpaM HECET MaTepUalbHYH OTBETCTBEHHOCTH B
HOPAIKE W B IpE/e/Iax, yCTAHOBIICHHBIM U (UJTH) TPaKIaHCKIM 3aKOHOAATENIbCTBOM;
4.1.6.3a mepenady u packpsitre TPETEUM JIMIL[aM TIEPCOHAIBHBIX JaHHBIX PabOTHHUKOB,
oOy9arommxcsa, a Tak xe TICPCOHATILHBIX JAHHBIX, CONEPIKAIIMXCS B JOKYMEHTAXx,
TMOMYMCHHBIX W3 APYTHX OpTaHW3anui, oGparieHuit IpaXJaH W HUHBIX CYOLEKTOB

MEPCOHANIBHBIX JaHHBIX, KOTOPLIC JIOBEPEHEI B CBS3U C BBINOJTHEHUEM MOMKHOCTHBIX
00s3aHHOCTEI. £

4.1.7.  3a  HeBBIMOMHEHMC TPCOOBAHUH ~ HOPMATHUBHBIX NPaBOBBIX  aKTOB,
PCTIAMEHTHPYOIIUX BOTIPOCK! 3aITTHTHI IIEPCOHATBHBIX JaHHBIX;

3a HapymIeHWe 3aKOHOMATENHHBIX M HOPMAaTHBHBIX aKTOB CIEUHMAIHCT 110 Kaapam
MOXET OBITE TMPUBIEYEH B COOTRETCTRHUMU C ACHCTBYIOUINM 3aKOHOAATEILCTBOM PD B
SaBUCHMOCTH OT TSDKECTH TIPOCTYMKa K AMCUMIUIMHAPHOM, MaTepHanbHOM,
aIMHHHCTPaTHBHOW U YTOJIOBHOM OTBETCTBEHHOCTH.
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