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INonoskeHHe 0 CTPYKTYPHOM noapasaeienHH « KomiuiekToBaHHe H y4eT
KaJApoB» 00J1acTHOro GI0IKeTHOr0 y4peAIeHHS CTAllHOHAPHOIO
connaabHoro obcayxusanus Kypcko# o61acTn «bykpeeBcKHi
NCHXOHEBPOJIOrHYeCKHH HHTEpHAT»

1. O0mHe MoJI0KEHHS

1.1. KoMmiekToBanue U y4eT KaJpoB (fanee — Nojpa3eleHne) IBIseTcs
CTPYKTYpPHBIM  TIOJpa3feNieHleM OOIacTHOro OIOJDKETHOTO  y4pexIeHUs
CTAI[MOHAPHOro colMansHoro oocmyxuBanus Kypckoii o6nactu «bykpeeBCkuid
ncuxonesposiornyeckuit uHTepHa™Y (OBYCCOKO «ByKpeeBcKui HHTEPHAT»)

(manee — yupexAeHHE) U [OAYMHSAETCS HEMOCPEACTBEHHO JUPEKTOPY
yUpEXKAEHHUS.

1.2. Tlompa3neneHue co3laeTcs H JTUKBHAUPYETCs MPHKa3OM JUPEKTOpa
yUpexKIEeHHUA.

1.3.PaGOTHMKM TNOApa3/ielieHdss HA3HAYalOTCS M OCBOOOXIAIOTCS OT
JIOJDKHOCTH TPUKa30M JUPEKTOPa YUPEKIEHHS.

1.4. Tlompasnenenue B cBoeit pabore pykoBojacTByercs: KoHcTuTymuei
Poccuiickoit ®enepauuu; TpymoBeiM Kogekcom Poccuiickoii @epepaumy;
denepanbHeiMi  3akoHamu  Poccuiickort  Dexepaumyu;  yKasaMH M
pacniopsukeHusivu [Ipesunenta Poccuiickori ®eziepaiiini; MOCTaHOBICHHAMH H
pacriopsukerusimu  [lpaButensctBa Poccuiickont ®eznepaiyy; 3aKOHaMH U
WHBIMH HOPMATHBHBIMH akTaMi Kypckol 0061acTH; yCTaBOM Y4YpPeKACHHS;
JOKAIBHBIMH AKTaMH  YYpeXIeHHs; MEeTOAMYECKHMMM MaTepuajlaMH 110
YIPaBJIeHUIO IEPCOHATIOM.

1.5. B mojapasneneHuM AOIKHBI OBITH IOKYMEHTHI H MaTepHalbl IO
CIeIyIOIMM BOMpOCaM: CTPYKTypa M INTATBl YYPEeXIEHWs; IpaBuia
BHYTPEHHETO TPYAOBOTO PAcMOpsKa; HCTOYHMKH OOecredeHus y9IpeKaeHHUs
KagpaMi; [OpsAoK oQOpMIIEHHs, BEJEHHWA W XpaHeHUsA JOKyMEHTallMH,
CBA3aHHOW C KaJpaMH W WX JBIDKEHHEM; OpraHH3alMs TaOelbHOro y4eTa;
METOJl ydYeTa MBM)KEHHs KaipoB; MOPSJOK COCTaBEHHs YyCTaHOBJIEHHOM
OTYETHOCTH; HHBIE JOKYMEHTHI, OTHOCSILIMECS K KOMITETEHIMH MTOAPa3IeIeHHUS.

1.6. Tlogpasjnenenwe TmpHMeHseT B cBoell paboTe COBpeMeHHbIE
¥HQOpPMALMOHHBIE TEXHOJOTMM Juii paboTel €  KaapaMH, CpeACTBa
B3aMMOJIEHCTBUS W  CBA3W; paccMarpuBaeT BO3MOXXHOCTM  BHEAPECHHs
Tepe0BOr0 OTEYECTBEHHOrO M 3apy0eXHOro ombiTa paboThl € MEPCOHANIOM;
BBIIIOJIHSET BCe HeoOXOoJMMble JAEHCTBHs 110 [BIDKCHHIO TIIEpCOHaNa; BO



B3aMMOJIEUCTBHU C APYTUMH CTPYKTYPHBIMH IOJpa3/ieieHUsIMH 1OOUBaeTcs
co0roIeHnst TIPaBUI U HOPM OXpaHbl TPyZa U NPaBHJI BHYTPEHHEr0 TPYI0BOIO
pacropsiika.

2. CTpykTypa noapasje/ieHHs

2.1. CrpykTypy H IUTaT IOJApa3JeNieHUs YTBEPXKJIaeT MTUPEKTOp B
COOTBETCTBHHM C JIEUCTBYIOIIMMYA HOPMaTHBaMH.

2.2. PykoBoacTBO moOApasfeeHUEM OCYIIECTBIAET CIELHHATMCT IO
KaJipam.

3. OcHoBHBIE 3a1a4H NOAPa3eeHHs

3.1. [TonGop u paccTaHOBKa KaJIpOB.

3.2. UsyuyeHue MENOBBIX M MOPATbHBIX KauecTB pabOTHUKOB MO MX
MPAaKTUYECKOHU IeSATEIIbHOCTH.

3.3. Co3naHue pe3epBa KaJpoB Uil BBIABUKEHHS Ha PYKOBOMMIIHE H
MaTepUaIbHO OTBETCTBEHHBIE JOJKHOCTH.

3.4. Opranuszanys ¥ NpoBeJeHHe BCEX BHIOB IOATOTOBKH H IMOBBIILICHUS
KBaJIM(UKALIMH KagpOB.

3.5. Vuer kanpos.

3.6. OGecnieueHue Mpag, JbrOT U TapaHTUl paDOTHHUKOB YUYPEKAEHHS.

4. OyHKUUH NMOApa3aesieHus

4.1. PazpaGoTka NPOTHO30B, ONpefeNieHHe TeKymlel NOoTpeOHOCTH B
KaZpax ¥ HCTOYHUKOB €€ YZIOBIETBOPEHHs Ha OCHOBE U3y4YeHHs PBIHKA TPyJa.

4.2. KoMmmueKToBaHHE Y4pexJeHHs KaapaMH pabouux, CIOyXalluX H
CIeUATUCTOB TpebyeMsix mpodeccuil, cnenpansHOCTed M KBanmu(UKaluu B
COOTBETCTBUM C  ILeNsAMH, cTparerueii u npoduiaeM  yupexIeHus,
U3MEHSIOUIMMHUCS BHEITHUMHU U BHYTPEHHUMH YCIOBHSAMH €TI0 AESATEIBHOCTH.

4.3.0praHusanys COBMECTHO C PpYKOBOAMTENSMM IOAPA3JEICHUH
TIPOBEICHHUSI CTAXKHPOBKH ¥ pabOTH! BHOBb IIOCTYTHBLIMX PaOOTHUKOB.

4.4. ®opmupoBaHHe W BeJeHHE 0aHKa NaHHBIX O KOJHYECTBCHHOM H
Ka4eCTBEHHOM COCTaBe KaJIpOB.

4.5, Tlogbop u oTOop pabGOTHMKOB COBMECTHO C PYKOBOIHUTEISIMHU
3aMHTEPECOBAHHBIX  MMOApa3JeNeHuii ¥  BHECEHHE  COOTBETCTBYIOILIMX
NpeUIoKeHHH 00 WX Ha3Ha4YeHHWH Ha yKa3aHHbIE JOIKHOCTH, OpopmiieHHe
MPUKa30B O Mpueme/mepeBojie Ha paboTy M APYroi HEOOXOAMMOW s 3TOTO
JNOKYMEHTAlLlUH.

4.6. Hcrionp30BaHHE CPENCTB MaccoBOM MHGOpPMALUH A IOMEIICHHS
00BsIBIICHUH 0 HaliMe paDOTHUKOB.

4.7. YcTaHOBIEHHE TIPSIMBIX CBsi3eH CO CiTy’KOaMu 3aHATOCTH.

4.8. TlnanupoBaHWe W OpraHH3alUs IOBBINEHHS INpPodecCHOHATLHOH
KBaJTU(PUKALIMH.



4.9. OdopmieHHe NpHeEMa, TepeBOfa W YBOJbHEHHS pPabOTHHKOB B
COOTBETCTBHH C TPYIOBBIM 3aKOHOAATEIBCTBOM, MMOJOKEHUAMH, HHCTPYKLHAMH
U NpUKa3aMHi PyKOBOAMTEIS NPEIIPHATHS.

4.10. Y4eT JUYHOIO COCTaBa.

4.11. Beijaua CpaBOK O HACTOSIIEH U MPOLLIOH TPY/I0BOH AeSTENBHOCTH
pabOTHHUKOB.

4.12. Tlpuem, 3anonHeHNe, XpaHEHHE U BhIIa4ya TPYIOBBIX KHHKEK.

4.13. BeeHue yCTaHOBJIEHHOM JOKYMEHTALIMH 10 KaapaM.

4.14. TlogroroBKka MarepHaloB Ui TIPEACTABICHHsS TMEpCOHaNa
TIOOIPEHUSIM.

4.15. TloaroTroBka MaTepHaloB [0 NpPHBJICYEHHIO PpabOTHHKOB K
MarepHanbHON U JUCLMILIHHAPHONW OTBETCTBEHHOCTH.

4.16. PaccTaHOBKa KaJpOB Ha OCHOBE OLEHKM UX KBaTU(HUKAIMH, THYHBIX
U JIEJIOBBIX Ka4yecTB.

4.17. KoHTponb 3a TMpPaBUIBHOCTBIO pPAaCCTaHOBKM paOOTHHKOB M
HCIIOJIE30BaHus UX TPyAa B CTPYKTYPHBIX IIOIPa3/Ie/IEHUAX yIPEIKICHHUS.

4.18. Nzyuenue npodecCHOHANbHBIX, JAEIOBBIX H MOPaIbHBIX KayeCTB
pabOTHHKOB B MPOIIECCE UX TPYAOBOH JeATEIEHOCTH.

4.19. Opranu3zaiys MPOBeJeHHUs aTTeCTalMy PaDOTHUKOB yUPEXKIECHHS, ee
MeTofMdeckoe U HHGOpMalMOHHOe obecrneyeHHe, ydacTHE B aHaJM3e
pe3yJIbTaTOB aTTeCTallud, OCYIIECTBIEHHE IMOCTOSHHOIO KOHTPOJIA 32 XOJOM
BBITIOJIHEHHUS PEILlIeHUH aTTECTallHOHHON KOMHUCCHHU.

4.20. Bpimaua cmpaBok O paboTe Ha NPEANPUATHH, 3aHMMaeMON
JOJDKHOCTH M pa3Mepe 3apaboTHOM M1aThl.

4.21. ObecrieyeHue coLMaNbHBIX TapaHTHI TPyAAIIUXcs B 001acTH
3aHATOCTH, COOJIOJEHHA TIOpsAKa TPYAOYCTpOHCTBA M IepeobydeHus
BBICBOOOXIAIOIINXCS paOOTHHKOB, MPENOCTABIEHUSI UM YCTAHOBIEHHBIX JII'OT
Y KOMITEHCALUM.

4.22. CocraBnenne rpaduUKOoB OTIYCKOB, YYeT HCIOJb30BaHUs
paboTHHKAaMH OTITYyCKOB, OOPMIIEHHE OYEPEIHBIX OTIYCKOB B COOTBETCTBHH C
yTBEPXKIeHHBIMU rpadMKaMH U JOTOJHHTENBHEIX OTITYCKOB.

4.23. OdopmiieHHE U YIET KOMaHIUPOBOK.

4.24. TaOenbHbIA y4eT.

4.25. KouTponb 3a COCTOSHHEM TpPYJOBOH  JHCUHIUIHHBL B
TMOIpasAeNieHusAX ~ YYpeKAeHHss M CcoOmoneHHeM paGOTHHKAaMH  IPaBHIL
BHYTPEHHETO pacriopska.

4.26. AHanu3 TeKy4eCcTH KaJpoB.

4.27. PazpaboTka MEpOTIPHATHIT 10 YKPEILIEHHUIO TPYA0BOM NUCUHUIUIUHBI,
CHWKEHHMIO TEKy4ecTH KaJpoB, MoTepb pabouero BpeMeHH, KOHTPOJIb 3a HX
BBITIOTHEHHUEM.

4.28. Paccmotpenue xano® W 3asBICHMH pPaOOTHMKOB IO BOIpOCAM
npuema, —I[epeMelleHHs W YBOJIbHEHHs,  HapyUIeHHs  TpyJAO0BOIo
3aKOHOJATENbCTBA.

4.29. Tlpunsatue Mep K BBHIABICHHIO H YCTPaHEHHIO [PHYHUH,
MIOPOXK IAFOLIUX JKaN0Ob! pabOTHUKOB.



4.30. CBoeBpeMeHHOE BbISBICHHE U KOHCTPYKTHBHOE pa3pelUCHHE
TPYJOBBIX KOH(MIHUKTOB.

4.31. MeTtoau4ecKoe PyKOBOJCTBO JA€ATEIBHOCTBIO APYTHX CTPYKTYPHBIX
IoApa3ieieHUH 110 KapOBbIM BOIIPOCAM.

4.32. Benenue NeNOTNPOU3BO/CTBA, dbopMmupoBaHue H
OTIpaBJieHHe/NOJyYeHHE KOPPECHOHACHIUN | npyro#i HH(OpMalHH IO
3JIeKTPOHHBIM KaHAaJIaM CBA3H TI0 BOMPOCaM NesATeIbHOCTH MOPa3IeIeHHA.

4.33. OpraHusalusi BeJeHHS HOPMATHBHO-CIIPABOYHOM nHGbOpPMaLIHH,
oTHOCsIIeHCS K QYHKLUMAM I10Apa3iecHH.

434. B npenenax KOMIETEHLUWH I[OApa3/eIeHUsT - 3allHTa CBeIEHUH,
COCTAaBJAIOIMX TOCYJAPCTBEHHYIO TaiHy, M HHBIX CBEJACHWH OrpaHH4YEeHHOrO
pacmpoCTpaHeHHU.

4.35. Bemenue paboThl IO KOMIUIEKTOBAHHIO, XPaHEHHIO, YYETY H
HCMONB30BAHUIO  APXMBHBIX  JOKYMEHTOB, 00pa3oBaBIIMXCA B XO[e
NesSTeNbHOCTU MOAPa3AeICHUS.

4.36.BpimonHesde  MHBIX  (QYHKIMA B IpeAenax — KOMIETCHLHH
noJpa3/eieHusl.

5. [IpaBa noapasjaejieHusl

5.1.IToxpasmeneHue sl pelIeHMs. BO3JIOKCHHBIX Ha HErO 3ajad MMEET
IIpaBo:

5.1.1. 3ampammBaTh B CTPYKTYyPHBIX NOApPA3JIENEHMAX HEOOXONHMBIE
IaHHble 0 PaGOTHMKAX, & IPH NPHEMe Ha paboTy ¥ TMepeMelIeHUsX pabOTHUKOB
- MHEHHE PYKOBOZUTENEH COOTBETCTBYIOIUX CTPYKTYPHBIX MoJipa3/ieIeHui.

5.1.2. KOHTpONHpOBaTh B CTPYKTYPHBIX MOIPA3/IENEHMSAX COOIOICHHE B
OTHOIIGHWM pabOTHUKOB 3aKOHOJATENbCTBA O TPyAe, TMPEAOCTaBICHHE
yCTAHOBJIEHHBIX JIBIOT U MPEUMYILECTB.

5.1.3. JlaBaTb  pYKOBOJMTENSIM  CTPYKTYPHBIX ToJipa3/ieneHui
yupexienus oOs3aTenbHBle Ul MCIONHEHMs YyKasaHWs [0 BOIpocaM,
OTHOCSIIAMCS K KOMIETEHLWH MOAPa3AeIeHHUs.

5.1.4. TpebGoBaTh M IOJy4aTb OT BCEX CTPYKTYpPHBIX nopa3ieseHHH
yupesk[eHHsl CBeleHHs, HeoOXOmumble Ul BBINOJHEHHS BO3JIOXKEHHBIX Ha
1oJipa3esieHue 3a1a4.

5.1.5. CaMOCTOSTEILHO BECTH NEPENHUCKY M0 BONpocaM rnoabopa KaJapos,
a TaKKe To APYTUM BOMPOCaM, BXOAALIAM B KOMIIETEHIIMIO MOJPA3/IeNIeHUs U HE
TpeGyIOLIIMM COTIIACOBaHUS C PYKOBOJUTENEM YIPEXKACHHA.

5.1.6. TIpencTaBUTENBCTBOBATH B YCTAHOBJIECHHOM IIOpsiKE OT HMMEHH
yupeskJeHHs TI0 BOMPOCAM, OTHOCALIMMCS K KOMIIETEHLMH MOApa3NeNeHHsA, BO
B3aMMOOTHONIIEHUSX C TOCYJAapCTBEHHBIMM M MYyHHIHIAJIBHBIMH OpraHami, a
Taloke JPYTHMH [PEANPUATHAMH, OpPraHW3alUAMH, YYPEXKACHUIMH, B TOM
ypcie ciyk0aMu 3aHATOCTH.

5.1.7. JlaBaTh pa3bsCHECHMs, PEKOMEHJALUMU M YKa3aHHs IO BOIPOCAM,
BXOSLIMM B KOMIIETEHIIUIO MOIpa3ieIeHHs.

5.1.8. TIlpoBomuTh CcOBeHIaHWs M Y4YacTBOBaTh B  COBCHIAHHIAX,
TIPOBOMMBIX B YUPEXK/IEHUH 110 KaJPOBBIM BOIPOCAM.



6. BzaumojaeiicTBHe CO CTPYKTYPHBIMH NOApa3Ae/IeHHAMH
yupeKaeHHs

6.1. B nmpomecce TNpPOU3BOJACTBEHHOH JEATEIBHOCTH YHPEKIACHHA
nojipasjieleHie B3auMOJEHCTBYET CO BCEMHU CTPYKTYPHBIMH IOJpa3aeICHHAMH
yUpeXIEeHHUS.

7. OTBeTCTBEHHOCTDH

7.1.PabGOTHHKH CTPYKTYPHOIO MOApa3aeNieH!st HeCyT OTBETCTBEHHOCTB.

- 33 HeWCIOJHEHWe WM HeHaJUlexalllee HCIIOHEHHe CBOUX 00sA3aHHOCTeH,
NpefyCMOTPEHHBIX AO/UKHOCTHBIMH ~WHCTPYKIHMAMHM B COOTBETCTBHH €

NEACTBYIOIIMM 3aKOHOAATEIbCTBOM;

' - 32 TPaBOHApYLICHUS, COBEPIICHHBIE B TEPUOJ OCYILECTBICHHUA cBoeit
NeATebHOCTH B  COOTBETCTBMM €  JEHCTBYIOUIMM  TPaXKIAHCKHM,
aJMUHHCTPATUBHBIM, TPYAOBBIM U YTOJIOBHBIM 3aKOHOJATEIBCTBOM;

- 3a TpUYMHEHHE MaTephHalbHOro ymepba B COOTBETCTBHH  C
JEMCTBYIOIMM 3aKOHOIATENECTBOM.

8. Kpurepuu oleHKH JesTeJIbHOCTH NOApa3/ieeHuns
8.1. CBOeBpeMEHHOE M KaueCTBEHHOE BBHINOTHEHHE TIOCTAB/IEHHBIX LeNe

 3a/1a4.
8.2. KauecTBeHHOE BHINONHEHHE (yHKIHOHAIBHBIX 00I3aHHOCTEH.



