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r. Kpacnonap

1 .OBILME MOJIOXXEHUS 1.1. ITonoxxenue 06
OT/IeJIe KaJpOB - IOKYMEHT, KOTOPBIH 0ToOpa)kaeT B ceOe MOJHBIN epeueHb
00s13aHHOCTEM, MPaB, a TaK )K€ MEPbl OTBETCTBEHHOCTH, KOTOPHIE BO3JIAratOTCs Ha
BCEX pabOTHUKOB OTJIEa KaIpOB FOCYIapCTBEHHOTO OIO/I)KETHOTO
00pa3oBaTeIHLHOTO YUPESKIACHUS CPETHETO TPOPECCHOHATBEHOTO 00pa30BaHMs
«KpacHomapckuii kpaeBoit 6a30BbIi MEIUITMHCKUI KOJUIEK» MUHUCTEPCTBA
3npaBooxpaHenus Kpacnomapckoro kpas (nanee - KKbMK).

1.2. Otmen KaJpoB (manee - OT/IeIT)

SBJISIETCSL ~ CAMOCTOSTENIbHBIM CTPYKTYPHBIM MOApPA3/IeICHUEM
KKBMK, paboTa koToporo HampasjieHa Ha 1o100p U GopMHUpPOBaHUE
CTa0MJILHOTO U NMPOGECCHOHAIIBHOTO KOJUICKTHBA KOJUIEKA.

1.3. Otnen co3maercs ¥ JIMKBUAUPYETCS MPUKA30M JIUPEKTOpa
KKBMK.

1.4. Otnen noguUHSETCS HEMOCPEICTBEHHO HAYaIbHUKY OT/ea.

1.5. Otnen BO3IJIABJISIET HaYaJIbHUK, Ha3HaYaeMbIN

Ha  J0JDKHOCTH npukazoM aupekropa KKbMK.

1.6. Otnen B cBOCH ACATEILHOCTH PYKOBOACTBYETCS TPYAOBBIM
kogekcom Poccutickoit @enepannu, OenepanbHbiM 3akoHOM Poccuiickoit
®deneparun ot 29.12.2013 Ne 273-d3 «O6 obpazopanuu B Poccuiickoit
denepalin», HOPMATUBHBIMM MTPABOBBIMHU aKTaMHM, COJICPKAIIUMU HOPMBI
TPYAOBOIO MpaBa, a TAK’KE HOPMATUBHBIMUA METOAUYECKUMHU JJOKyMEHTaMHU
10 BEJCHUIO KaapOoBOro aenonpon3Boactsa, ¥ crabom KKbMK, a taxxke
HacTosamuM [lonoxxeHuem.

2.OCHOBHBIE 3AJJAYM OTJEJIA

OCHOBHBIMU 337]a4aMU OTJieJa SIBISIOTCS:

2.1. Obecneuenure coOOEHUS TPYAOBOTO 3aKOHOIATEIHCTBA B
KKBMK, 3amuTa npas pabotogaTesns 1 oOecrieueHue npas, JbroT U
rapaHnTuii pabOTHUKOB.

2.2. O6ecneuenne KKbMK HeoO0xomuMbIiMu KBan(pUIIpOBaHHBIMU
KaJpamu (Mperno1aBaTebCKUi, aAIMUHUCTPATUBHO-XO035IICTBEHHBI,
y4eOHOBCIIOMOTATENbHBIN 1 00CTYKUBAIOIIHK epcoHan) U 3HEKTUBHOTO
MCIIOJIh30BAHUS UX KBATU(DHUKAIMH, OTIBITA, MACTEPCTBA,
paboTOCIOCOOHOCTH, TBOPUECKOTO MOTEHIIMANIA.



2.3. V3yueHue ¥ olieHKa JACTOBBIX KAYeCTB PAOOTHUKOB C LIETIBIO
MOCTIEAYIOIETO BRIIBMKCHIS HA PYKOBOISIINE U MaTepUATHHO
OTBETCTBEHHBIE TOKHOCTH.

2.4. Co3nanHue pe3epBa KaJpoB JJIs BbIIBUKEHUS HA PYKOBOJAIINE U
MaTepraIbHO OTBETCTBEHHBIC TOJDKHOCTH.

2.5. Opranu3aius Bce€X BUOB MOATOTOBKH U MOBBIILICHUS
KBaJIM(DUKAIIH KaJIPOB.

2.6. Benenne kaapoBOTO yuera.

3. DyHKIMN OTAENA

OYHKITUSAMHA OT/ACIIA SIBIISIOTCS:

3.1. KommiekroBanne KKBMK kangpamu tpeGyembix npodeccuid,
CHEeUaTIbHOCTEH U KBATHU(UKAIIMKA B COOTBETCTBUU C HOMEHKJIIATYpOit
JOJKHOCTEH MeIarorn4ecKux pabOTHUKOB OpraHU3aIlHii, OCYIIECTBIISIONINX
00pa3oBaTeNbHYIO AESTEIHHOCTD, TOJKHOCTEN pYyKOBOAUTENICH
oOpa3oBareNbHbIX Opranu3aluii, yreepxaeHHoi [loctanoBieHrnem
[IpaBurenscTBa Poccuniickoit @enepanuu ot 8 aBrycra 2013 r. Ne 678.

3.2. ®opmupoBaHUE U BeJleHHE OaHKa JaHHBIX O KOJIMYECTBEHHOM U
KaueCTBEHHOM COCTaBE KaJIpOB.

3.3. Ilouck u moabop nmepcoHana myTeM MPUBJICUCHUS
KBTU(PUITUPOBAHHBIX CTICIIHAIIMCTOB CO CTOPOHBI M BBIIBIDKCHHE
BHYTPEHHHUX KaHAUJIATYp HA TPEOYEeMYIO JOKHOCTh, YCTAHOBJICHHUE MPSIMbBIX
cBsizelt ¢ LleHTpom 3aHSATOCTH HACEICHMUS.

3.4. Odopmienue npuema, epeBoa U yBOJIbHEHUSI paOOTHUKOB B
COOTBETCTBHUH C TPYIOBBIM 3aKOHOJATEIIHCTBOM.

3.5. Yder nuuHoro cocTana.

3.6. Bprmaua cipaBoKk 0 HAaCTOSIIEH U MPOIITION TPYAOBOH
NeATEeIbHOCTH paOOTHUKOB.

3.7. Ilpuewm, 3amonHeHNE, XpaHEHUE U BbIJIada TPYAOBBIX KHUKEK, B
cooTBeTcTBUM C [IpaBuiiamMu BeIeHUS U XPAHEHUS TPYAOBBIX KHUKEK,
M3TOTOBJICHHSI OJTAHKOB TPY/IOBOM KHUKKH U 00E€CTICUCHUS] UMH
paboronareneii, yrBepxkaeHHbMu [locranoBnenuem [IpaBurenscTBa
Poccutickont @enepamuu ot 16.04.2003 No225.

3.9. Benenue kaapoBbIX TOKYMEHTOB.

3.10. 3amura nmepcoHaANbHbBIX JaHHBIX PAOOTHUKOB.

3.11. [ToaroroBka MaTepuanoB JJis PEICTABICHUS IIEPCOHANA
K TTOOTIPEHUSIM.

3.12. [ToaroroBka COOTBETCTBYIOIIUX JOKYMEHTOB I10

IIEHCUOHHOMY CTPaXOBaHHUIO ¥ MPEJACTaBICHUE UX B OPTaHbl COUATLHOTO
obecrieyeHus.



3.13. OOGecrieueHne COMANbHBIX TAPaAaHTUN TPYASIIUXCS B
00JacTH 3aHATOCTH, COOTIOCHMSI TOPSIIKA TPYOYCTPONCTBA
nepeoOy4IeHHS BRICBOOOKIAIOIINXCSI pAOOTHUKOB, MMPEAOCTABICHUS UM
YCTaHOBJICHHBIX JIbIOT U KOMITCHCAITHA.

3.14. CocraBnenue rpa@uKoB  OTMYCKOB, Y4eT

UCTIOJB30BaHUs paOOTHUKAMH OTITYCKOB, 0(pOpMIICHHE OUEPETHBIX
JOTIOJTHUTENIBHBIX OTITYCKOB B COOTBETCTBUU C YTBEPIKIACHHBIMH TpaduKaMu.
3.15. AHaJIN3 TeKYy4eCTH KaJpoB.

4. TIPABA U OBA3AHHOCTU OTJIEJIA 4.1 OTaen umeeT mpaso:

4.1.1 3anpamuBarh B CTPYKTYPHBIX
noapasaeneHuax KKBMK
HE0OXOIMMBbIE JJaHHBIE O pA0OTHUKAX, a IPU IPUEME Ha padOTy U MEPEMEIICHUSIX
pabOTHUKOB - MHEHHE PYKOBOJIHTENEH  COOTBETCTBYIOIIHX
CTPYKTYPHBIX IIOJIpa3IECICHUM.
4.1.2 KoHTpoaupoBaTh B CTPYKTYPHBIX MOAPA3IEICHUIX

coOJII0ICHUE B OTHOIICHUU pabOTHUKOB TPYZIOBOTO
3aKOHOJIaTEIbCTBA, PEIOCTABIEHUE YCTAHOBIIEHHBIX JIBIOT U
MPEUMYIIECTB.

4.1.3 JlaBaTh pyKOBOAUTEISIM CTPYKTYPHBIX MOAPA3ICICHUNA
KKBMK o0si3aTenbHblie 151 UICIIOJIHEHUS yKa3aHUsI TI0 BOIIPOCaM,
OTHOCAIIMMCS K KOMIIETEHIIUU OTJeNa KaJApOB.

4.1.4 TpebGoBaTh 1 MOJIy4aTh OT BCEX CTPYKTYPHBIX
noapazaencauit KKBMK cBenenus, HeoOX0oauMMBbIC 1JIsSI BBITIOJTHCHUS
BO3JIO’KEHHBIX Ha OTIEJ 3a1a4.

4.1.5 JlaBaTb pa3bsCHEHUS, PEKOMEHJAMU U YKa3aHUsI 110
BOIIPOCaM, BXOJSIIUM B KOMIETEHIIUIO OT/IENa.

4.1.6 IIpoBoauTh COBELIAHUS U yHYACTBOBATH B COBEILIAHUSAX,
npoBoauMbix B KKBMK 110 kapoBbIM Bompocam.

4.2 Otnen kaapoB 00sI3aH:

411 CobmogaTh TPY10BOE 3aKOHOAATEIHCTBO.

4.1.2 ObecneunTh COXPAaHHOCTh TPYIOBBIX KHIKEK U
JUYHBIX J1eJ1 pAOOTHUKOB

4.1.3 ObecneunTh COXPAaHHOCTh MEPCOHATBHBIX JAHHBIX
pabOTHUKOB U CTYJIEHTOB.

414 BBINTONHATE BCE MYHKTHI pa3jiena 3 HacTOSIIEro
[Tomoxenus.



5. OTBETCTBEHHOCTb HAUAJIbBHUKA OTEJIA

5.1. HavanpHuk oTaciia KaapoB HCCCT OTBCTCTBCHHOCTD!:

5.1.1 3a OpraHu3anuIo JeATeIbHOCTH OTAENA 10
BBITIOJTHEHHIO 337a4 U (PYHKIIHI, BO3JIOKEHHBIX Ha OT/AEN HACTOSIINM
[Tonoxxenuem.

5.1.2 3a OpraHM3anuIo B OTAENIE ONEPATUBHON U

Ka4ueCTBEHHOM MOJTOTOBKU U UCTIOJHEHHUS TOKYMEHTOB, BEJICHHE
JIEJIOMPOU3BOICTBA B COOTBETCTBUM C JIEUCTBYIOIIMMHU MPAaBUIIAMU U
HUHCTPYKIUSIMHU.

5.1.3 3a  COCTOSIHME TEXHHKH  0e30ITaCHOCTH,
OoXpaHy Tpyaa Y TIPOU3BOJICTBEHHON  CaHHUTapHH,
oOecrieueHue COXPaHHOCTH MMYIIIECTBA,

HaXOJIAIIETOCS B OTACIC U COOJTIOICHUE MTPABUIT TIO’KAPHOM
0e30I1aCHOCTH;
5.2. CoTpymHHKH OT/Iea KaJpOB HECYT OTBETCTBEHHOCT,

MIPENYCMOTPEHHYIO TPYIOBBIM 3aKOHOAATEIBCTBOM, 3a HEUCIIOIHEHNE UITN
HeHaexamee ncrnonHenne Ycrasa KKbMK, [Ipasun BHyTpeHHETO
TPYAOBOT'O PACTIOPAIKA, JOJDKHOCTHBIX HHCTPYKIUH.

HauvansHuk oTaena kajapos O.H. JlanunoBa
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