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1 HopMaTHBHBIE CCHLIKH

—  Koncturymmsa Poccuiickoit ®eneparmy;

— Tpynosoi xoneke PO;

—  Oenepanbbli 3ak0H ot 27.07.2006 N 152-®3 «O mepcoHaTBHBIX JaHHBIXY:

—  OepnepanbHbli 3aK0H PO ot 29.12.2012r. Ne273-®3 «06 06pazoBaHmmy;

— Oecnepanbubii 3akoH or 18.07.2006 N 109-®3 "O MHUTpallHOHHOM ydere HHOCTPaHHBIX
rpaxxaan u jiui| 6e3 rpaxaagcTea B Poccuiickoit ®enepanun”;

— llpukas Mumuctpa oGoporst P@ or 22.11.2021 N 700 «O6 yteepxnennn MHcTpyKuusa o6
OpraHH3alliy paboTEI 10 00ecneeH 0 (YHKITHOHHPOBAHKS CHCTEMBI BOMHCKOTO YdeTay,

- VYeras I'TIOVY KIITT;

— JloxanmpHble HOpMaTHBHEIE akThl [ TIOY KIITT

2 Onpenenennst
2.1 IlepconanpHble JaHHBIE - JE06as HHGOPMAILHS, OTHOCSIIA’CS K IIPIMO HITH KOCBEHHO OIpere-
JICHHOMY HJIH ONpe/ieIsieMoMy Gu3udeckoMy JIHIY (CyOBEKTY epPCOHAIBHEIX JaHHBIX).

3 Obdmue mosoKeHUs
3.1 Hacrosmee Ilonoxenne yrsepxaeno aupekropom I'TIOY KIITT ¢ yueroM muemus VYnpas-

mromero Cosera I'TIOY KITTT.

3.2 Otnen KanpoB ABJAETCS CTPYKTYPHBIM II0fpasieNeHAeM I 0cyIapcTBEHHOTO npodeccuoHans-
HOro 00pa3oBaTe/IbHOTO y4pexaenus «KemepoBckuit mpoheccHOHAIBHO-TEXHHIECKHH TEXHHKYM» (1a-
nee —I'TIOY KIITT), cosnaercs u mukBHAMpyeTCcs npuKasoM mapektopa I'TIOY KIITT.

3.3. IlonHoe HaMMEHOBAHHE OTIENA: OTAEN KaJIpOB;

CoxpamerHoe HamMeHOBaHHe oTaena: OK

3.4 PyxosozctBo OK OCYIIECTBIIACTCS HAYaIBHUKOM OTAENa, KOTOPEIH HAa3HAYAETCS HA JOJDK-
HOCTh H 0CBOOOMKIAETCs OT AOJDKHOCTH ImpHKazoM aupektopa ['TIOY KIITT. Havaneauk OK moqumHs-
€TCs HEIIOCPEACTBEHHO AUPEKTOPY TEXHHUKYMA.

B cocraB OK exojsr:

— HAa9aIbHHK OT/IeNa — | IITaTHas eIuHHIA;

— HHCIIEKTOP OTZeNa KagpoB — | mraTHas equHUIA;

- TOKYMEHTOBE — 1 mTaTHas eIuHHIA

PaBorHnaKH 0T/1ea KagpOB HEMOCPEICTBEHHO IIOMIHHSIOTCS HAYATBHAKY OT/IeNa KaapoB.

3.5 B nepuon orcyrcTus HasanbHuka OK (HaxoXkIeHHE ero B KOMaHAHPOBKE, B IEPHOL HETpY-
JIOCTIOCOOHOCTH | IIPOYee) €T0 00A3aHHOCTH UCTIONHSAET JTHIO Ha3HAYEHHOE TUPEKTOPOM TEXHHKYMA.

3.6 JlesTeNnbHOCTE OT/IENA OCYIIECTBILIETCS B COOTBETCTBHH € TOOBEIM IuianoM OK, YTBEPIXK/ICH-
HEIM JTUPEKTOPOM TEXHHKYMa.

4 ITean

Otzen xagpoB co3/1aeTCH ¢ MENEIO:

— obecnieuenus ITIOY KIITT TpynoBEIME pecypcaMu, KOMIUIEKTOBAHHS KafpaMH TpeGyeMbIX npodec-
CHH, CICIHAIbHOCTeH ¥ KBaNM(HUKAIMKM B COOTBETCTBHH C 3aJa4aMH M HAIPAaBIEHHEM IEATEIBHOCTH
I'TIOY KIITT;

— BEJICHMA KaJpOBOI'O JENIOIPOHU3BO/CTBA B COOTBETCTBHH C TpeGOBaHMAMH JNEeHCTBYIOMErO 3aKOHOA-
TENbCTRA PD;
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— paspaboTku KaapoBo# nomataky I'TIQY KIITT, cobmronenus npas, nerot u rapaHTu¥ pabOTHHKOB B
obnacTy TpyHoBOro mpasa.

S 3anagu:

5.1 Otnen kampoB BEIONHSET CIIEIYIOIIHE 3aauH;

—oa00p, oT6op, HpHeM Ha paGoTy 1 paccTaHoBKa Ka/[pOB OpraHM3al[Hi;

— Y9€T IIM9HOT0 COCTaBa PaGOTHHKOB,

— BEZICHHE KA/IPOBOTO JEJIONPOH3BOICTBE;

— CO3/IaHHUE pe3epBa KaJpoB ML BEIIBIKCHHS HA BEIIECTOSNIHE JIOJKHOCTH;

— OpraHu3alKs, IPOBEACHHUE aTTECTAIINK PAGOTHHKOR,

— Opranu3anys paboTsl 1Mo IpodecCHOHANLHOM MTOATOTOBKE U IEPEIIOArOTOBKE Ka/IPOB;

- OCYIIECTBIICHHE BOMHCKOIO YUETa;

— ofecrieuenye 3aMUTH TePCOHANEHEIX TAHHBIX pabOTHHKOB;

- YHOT H XPaHCHHC JTMYHEIX MEIULUHCKIX KHIKEK COTPYIHHKOB, KOHTPOJIb IPOXOKAEHUS pabOTHHKA-
MH 0043aTENbHBIX MEIUIITHCKHX OCMOTpOB (06cIe0BaHHiA);

- hOpMHpPOBaHHE MOTHOTO HAHKA TAHHEIX O CTYIEHTaxX;

- bopMHpOBaHHe, XpaHEHHE THYHBIX eI CTYZAEHTOB;

- Y4eT IBHXCHHS KOHTHHIEHTA,

- paspabortka monurEku I'TIOY KIITT no obecnevenuio 3aMIATEL IPaB ¥ CBOGOJ COTPYAHHUKOB H 06y-
qaromuxcest ITIOY KITTT npu o6pabotke mx TICPCOHAIIPHEIX NaHHEIX, B TOM YHCIIE 3aIIMTHI IIPaB Ha
HETIPHKOCHOBEHHOCTD 9aCTHOH JKH3HH, JIMIHYIO U CeMEHHYIO TaitHy.

6 Hanpag.ienne nesitebHocTH:

6.1 Onpenenerue u pazpaborka KaJPOBOM IIOJIMTHKH U CTPATETHH B COOTBETCTRHU C HalpaBIECHUSIMH
JegrensHocTH ['TIOY KIITT.

6.2. Onpenenenne Texkymeii IOTPeOHOCTH B KaJpax.

6.3 IlonGop kBanmuPUUMPOBAHHEIX CHIEMHATHCTOR IIyTEM:

— nHGOpMupoBaHus pabotuKOE ['TIOY KIITT 06 HMEIOIIHXCS BAKAHCHSIX,

— Pa3sMCIICHHA B CPEACTBAX MACCOBOLI HHbOPMAIMK 00BABIEHHI O BaKaHCHIX;

— ofpammenns B Oprassl cirysKG5! 3aHATOCTH;

~ B3aUMOJEHCTBHS ¢ YUCOHEIMH 3aBEICHHSMY.

6.4 Kommrexrosanue I'TIOY KIITT HEOOXOIMMEIMH KaJpaMH B COOTBETCTRHH C KPHUTEPHAMH 0TOOpa H
OICHKOH HAHHMAEMOTO [IEPCOHANA, B TOM YHCIIC:

— lIepeMenenne pabotHukos BHyTpu [TIOY KIITT;

— IIpHeM Ha paboTy HOBBIX paGOTHHKOB,

6.5 lokyMeHTalIbHOE 0OPMIEHHE IIpHEMa, IIEPEBO/IA U YBOIbHEHHS PAOOTHHKOB B COOTBETCTBHY C
TPeGOBAHUAMH TPYLIOBOTO 3aKOHOATENECTEA PD — oopmIeHHe TPYIOBBIX ZIOTOBOPOB ¢ pabOoTHHKaMH
M H3MEHCHHE K HEM, [I0ATOTOBKA IIPOEKTOB IIPHKA30B 10 JHYHOMY COCTaBY M OCHOBHOM JEATEbHOCTH
I'TIOY KIITT, 3anonHesune THYHEX KapTo4YeK pabOTHHKOB.

6.6 Besienne paGoTe! ¢ TpynoBbIME KHHKKaMH, B TOM 9HCIIE IIPHEM TPYOBEIX KHIXKEK OT IIpHHHMae-
MBIX Ha paboTy paGOTHHKOB, HX yHer, XPAHCHHE, 3aTOTHEHKE, & TAKKE BBIAYA IIPH IIPEKPATICHAH TPY-
AOBBIX OTHOIICHHH. Benenue paGoTEI co cBeneHHsIME 0 TPYROBOH AESTENPHOCTH PabOTHHKOB, BKIIOUAs
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ux Gopmuposanue, mpeacrasnenue B [IOP, a Takke BpIavy pabOTHUKAM B CIydasX, YCTaHOBJIECHHBIX
3aKoHOAaTensCTBOM PO,

6.7 Y4eT THYHOTO COCTaBa [yTeM COCTAaBIIEHHS YCTaHOBIEHHOH OTIETHOCTH.

6.8 Cocraryenne rpaduKoB OTIYCKOB, O(OPMIICHHE NIPHKA30B O IPeJ0CTaBIeHHH pabOTHUKAM Pa3Iud-
HBIX BHIOB OTIIYCKOB, Y4eT KOJTHYECTBA HCIIONB30BaHHEIX JHEH OTITYCKA.

6.9 OcdopMmnenre 1 yueT clyKeOHbIX KOMAHIHPOBOK (IIOATOTOBKA ITPOEKTOB TPHKA30B U CITy)KeOHBIX
YIOCTOBEPEHHH).

6.10 PaboTa ¢ TUCTKaMH HETPYAOCIIOCOOHOCTH.

6.11 ITpoRepka MPaBUIBHOCTH M HOJHOLEHHOTO 3amoMHeH s Tabenelt yaera pabodero BpeMeH# pabot-
HHKaMH CTPYKTYpHBIX moppaznenenui ['TIOY KIITT.

6.12 I[ToAroTOBKA M BbIJlada CIIPaBOK O 3aHMMAeMOH A0DKHOCTH 1 nepuoze paborel B [TIOY KIITT.
6.13 BzauMoIeiCTBHE CO CTOPOHHMMHU OpPTaHM3alHsIMH, B YaCTHOCTH:

— MEIMIMHCKMMH OpraHM3allusMK 110 BOIpPOCAM OPTaHH3alMH MEJHIMHCKAX OCMOTPOB (0OciemoBa-
uuit) corpynaukos ['TIOY KIITT;

- BOGHHBEIMH KOMHCCApHaTaAMHK TI0 BOIPOCAM MOCTAHOBKH, CHATHSA C BOMHCKOIO y4eTa pabOTHHKOB H
cryaeraToB [ TIOY KIITT, ux y4era 1 IpeaoCTaBIeHUs OTYETOB,;

— TeppHTOPHATEHEIME opraHamu [IMP B Le/six peracTpauui B CHCTEME MHIMBHIYAILHOTO (IIEPCOHH-
(HIHPOBAHHOrO) y4YeTa JIHIl, KOTOPBIE BIEPBBIE MIOCTYIA0T Ha paboTy M HE HMEKOT B 9TOH CHCTEME HH-
IHBHUIYanbHOTO JIMLEBOTO CUETa, & TAKXKe 110 BompocaM mpexacTasnenus B [IOP ceenenuii o TpynoBo#
JIeSITEIEHOCTH pabOTHHKOB;
— denepaibHON MUTPALHOHHOM CIlyKG0H B LEAX MOMydeHHUs PaspellieHnid Ha IPHBICICHHE HHOCTPaH-
HBIX pabOTHUKOB, MOTYYEHHs paspelieHui Ha paboTy /Ui MHOCTPAHHBIX PabOTHUKOB W IPYTHX JCH-
CTRHI, CBA3aHHBIX C 0DOPMIIEHHEM TPYAOBEIX OTHONICHHH ¢ HHOCTPAHHBIMH PAOOTHUKAMH.

6.14 TToarotoBKka KagpoBoil MOKYMEHTALWH 11 IIepelady B apXHB Ul NalbHEHIIero XpaHeH s,

6.15. TloAroToBKa MaTepHAaIOB IJIg PEICTARICHAI PaOOTHHKOB K MOOMIPEHHIO.

6.16. [ToAroTOBKa MaTEPUAJIOB JUTA MPUBIeUeHHsI PAOOTHUKOB K JHCLUIIMHAPHOH OTBETCTBEHHOCTH.
6.17. KouTpons 3a co6moneHHeM AMCUMIIIHHEL TPyda B BBIMOMHEHHeM paboTHukamu [IpaBun BHYT-
PEHHEr0 TPYJIOBOTO PACTIOPSIKA M HHBIX JIOKATBHBIX HOpMaTUBHEIX akToB ['TIOY KIITT.

6.18. Opranuzanns BOMHCKOIO yieTa pabOTHHKOB.

6.19. Opranmzamust ¥ KOHTPOJb MPOXOKICHHS PabOTHHKAMH 00S3aTEbHBIX MEIUIHHCKHX OCMOTPOB
(obcnmemoBaHuMIH)

4.20. Koucynstuposanue paboraukoB [TIOY KIITT mo Bompocam TpyZoBOTO 3aKOHOIATENBCTRA, B TOM
qKcJIe OTBETHI Ha 3aIpOCHL, XKano0bl, 00parieHus.

6.21. Oprauusanys, TIAHUPOBAHHE M y4acTHe B MEPOIPUATHAX 10 arrectauud pabotHukoB ITIOY
KIITT.

6.22 YcTaHOBNEHHE NOTPeOHOCTH B IOBBINIEHHH KBANH(HKALMHA, IEPEIOATOTOBKE MK OOYYCHHH pa-
GOTHUKOB, TOKyMEHTaIbHOe 0 opMIIeHHEe HallpaBIeHHs Ha 0Dy4eHHE.

6.23 MopMHpOBaHHE U MOTOTOBKA PE3ePBa KaAPOB JUIs BBIBHKCHHS HA BRIIIECTOSIIHE TOJLKHOCTH.
6.24 PaspafoTka KOMILIEKCa MEp 110 MTOBBIMIEHHIO MOTHEALUH PabOTHHKOB.

6.25 AHATHU3 TEKYYECTH KAIPOB.

6.26 Benende IelIONpOM3BOACTBA, HOPMHPOBAHHE M OTIPABIEHHE/TIOMYYCHHE KOPPECTIOHACHIUH H
apyro#t uadOpMaIK OYTOH, a TaKKe MO 3AEKTPOHHBIM KaHalaM CBA3H II0 BONPOCAM NESTEIBbHOCTH
oTHeNa.

e
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6.27 3auncieHne, OTUACIEHHE, IepeBo, cMeHa (amMuiin, ohOpMICHHE OTIIyCKa [0 YXOMy 3a peOeH-
KOM, akajiemuyeckoro ormycka cryaertam ['TIOY KIITT.

6.28 TIpuem, XxpaHeHue u BeIgada atrecTaToB cTyaenaTos [TIOY KIITT.

6.29 ®opmupoBaHue ¥ BeaeHre THIHBIX aen crynentos [TIOY KIITT.

6.30 IMoxrororka HeoGXoIUMOH HHpOpMAaLUK Ui caadu oT4eToB 1o cryaenTam ['TIOY KIITT.

7. llpaBa u o6si3aHHOCTH PAa0OTHHKOB OTA€/Ia KaApPOB

7.1 PabOTHHKH OTZAETa UMEIOT [IPABO:

— B3aHMOJEHCTBOBATH 10 BOIPOCAM, OTHOCAIIMMCS K KOMIIETEHILIHH OT/IENa, C IPYTHMH CTPYKTYPHBIMH
noapazaeneHusmu [TIOY KIITT, rocynapcTBeHHBIMH H MYHHIHII&JIBHBIMH OPraHaMy, a TaKKe IpyTH-
MH OpraHU3aIsIMU;

— TpefoBaTh OT BCEX CTPYKTYPHBIX [OJIpa3/eieHHi MaTepHabl U CBEIEHHS, HEOOXOAUMEIE UL BBINOIN-
HeHus HYHKUKH, BO3JIOKEHHEBIX HA OTHET,

— KOHTPOJIHpOBaTh cobimojieHne Tpynosoro 3akoHoatensetsa B [TIOY KIITT, a taxke napaTe pasb-
SCHEHHd TI0 MPUMEHEHHIO HOpM TpynoBoro xozexca P® W MHBIX HOPMATHBHEIX aKTOB, COJACPIKAIIMX
HOPMBI TPYAOBOTO [IPARa;

— TPEACTABIIATh MPEIIOKEHHS O TOBHIIIEHHIO 2P ()EKTHBHOCTH H COBEPIICHCTBOBAHHIO AEATEIBHOCTH
BCEX MOJIpa3IeiieHnil OpraHu3alliy B YaCTH, OTHOCAMIEHCS K KOMIIETEHIHH OTeNa KaapoB;

— 3aBEPATH NOKYMEHTHI T10 JIAYHOMY COCTaBy, BelgaBaeMble paGotHukam [TIOY KIITT.

7.2 Pabotuuku otaena obs3aHbl:

— 0feCIeTHTh COXPAHHOCTh MEPCOHATBHEIX JaHHEIX PAOOTHUKOB IIpH HX 00paboTKe;

— cobmonaTs B cBOel paloTe HOPMBI IEHCTRYIOIIETO 3aKOHOAaTeNbCTEa PO.

8 BzanMooTHOMEHHHA

8.1 OTaen KaapoB B IPOLIECCE BBINONHEHUS BO3IOKEHHBIX Ha HErO (QyHKIMH B3aHMOIEHCTBYET CO BCe-
MH CTPYKTYPHBIMH I1O/Ipa3IeJICHHUAMH:

8.1.1 TTo BompocaM IOJTy4eHHS:

— tabenelt ygeTa pabouero BpeMeHH;

— 3asBJICHHH;

— OOBACHUTEBHBIX 3aITHCOK;

— JIHCTKOB HETPYI0CIOCOOHOCTH.

8.1.2 Tlo Bompocam npenocTaBIeHHA:

— CIIPaBOK;

— BBIITHCOK, KO 3ampalriBaeMblX JOKYMEHTOR.

8.2 C OyxranTepHei:

8.2.1 Tlo BonpocaM IpenOCTaBICHHS:

— KOIIHH MTPUKA30B 10 TUYHOMY COCTaBY;

— tabene#t yueta pabO4ero BpeMeHH;

— IMCTKOB BPEMEHHOH HETPYNOCIOCOOHOCTH;

— 3adBJICHMH U1 HAYUCIICHAS U BHIILIATHI TTOCOOHH;

— JIOKYMEHTOB I 0hopMIIeHHS CITyKeOHBIX KOMaHIHPOBOK.
8.2.2 Tlo Bommpocam nonydeHus:

— urdopmarmi o 3apaboTHO#H IIaTe pabOTHHUKOB.

e ——————
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8.3 C oTaenom opraHH3alMOHHO-KOHTPONBHOH paboThl:

8.3.1 I'lo Bonpocam nony4eHus:

- Pa3bACHEeHMH elCTBYIOMETO 3aK0OHOAATENbCTBA | MIOPAAKA €r0 MPUMCHEHHSL.
8.3.2 o BompocaM IpeloCTaBICHH:

- TIPOEKTOB JIOKYMEHTOB JIJIS COTJIaCOBAHMS,

9 OTBeTCTBEHHOCTDH

9.1. OTxen kagpoB HECET OTBETCTBEHHOCTD:

9.1.1 3a HecBOEBpEMEHHOE ¥ HEKAYECTBEHHOE BHINOJIHEHHE BO3JIOKEHHEIX Ha OTAET KaIpoB 3a1adq.

9.1.2 3a Hecobmoaenue TpeGoBanuil aelicTByrOmEero 3akoHoaTenbeTBa PO (B T. 9. TpymoBOTo 3aKOHO-
TATENLCTBA).

9.2 PaGOTHMKM OTZIENa HECYT MEPCOHATBHYIO OTBETCTBEHHOCT B MpefieaX AOLKHOCTHBIX O0f3aHHO-
CTel, ONpENEICHHBIX TPYIOBBIM IOTOBOPOM H TOJKHOCTHOH HHCTPYKIIHEH.

9.2.1 PabOTHHKH OT/ENa MOTYT OBITH MPHUBJIEYEHE! K JUCHUINIMHAPHON, MaTepHAIbHOM, YTOTIOBHOH OT-
BETCTBEHHOCTH B CITydasx M B MOPSIKE, PEAYCMOTPEHHBIX ASHCTBYIOLIMM 3aKOHOaTebCTBOM PO.
9.2.2 Topsinok mpuBNedeHHs paGOTHMKOB K JAHCLUIITHHAPHON OTBETCTBEHHOCTH mpemycmorped [Ipa-
BHJIAMH BHYTPEHHEr0 TPyZ0BOTO PacIopsA/IKa,
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