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1. OBILHE ITOJIOXEHWA

1.1. Orpmen xanpoB (manee — Otaen) ABIAETCS CTPYKTYPHBIM NOJpPA3/eeHHEM
rocyJapCTBEHHOrO aBTOHOMHOIO  CTallMOHAPHOTO  yYPEKJIECHHS COLUMAIBHOTO
obcnyxuBanus HoBocubupckodt obmact  «O6GCKOH — NMCHXOHEBPOIOIHYECKHH
MHTepHAT» (Najiee — yYpexKJeHHe) M OCYIIECTBISET NeATeNbHOCTh 110 1oadopy H
paccTaHOBKe KaJ[pOB, BEIEHHUIO KaJIpOBOTO Je/0NPOU3BOJICTB.

1.2.B cBoeit nestemsHOcTH Otmen pykoBoacTByercs KoHCTHTyumen
Poccuiickoit ®enepaunu, GenepanbHbiMA 3akoHamu Poccuiickoit  Penepauuy,
Vkazamu  Ilpesumenta  Poccuiickod ~ @enepauud,  IOCTaHOBICHHSIMH — H
pacrnopsLKeHUSIMHU [TpaBurensctBa  Poccuiickon ®denepanuu, YcTaBom
HoBocubupckoii o6mactu, 3akoHamu HoBocubupckoi 061acTi, OCTAHOBICHASIMH 1
pacriopskenusmu | 'y6epratopa HoBocuGupckoit obmactd ¥ [IpaBuTENHLCTBA
HoBocubupckoil obmactd, YcraBoM ydpexkaenus, IlonoxenueM o6 ydpexIeHHH,
gacTosM IloNOKEHHEM M TpPHKa3aMH YUYpeXJIEHHs, HHBIMH HOPDMATHBHBIMH
NpaBOBBIMH aKTaMH.

1.3. OTmen OCYLIECTBASET CBOK JAeATeNIbHOCTh BO B3aHMONGHCTBMH CO
CTPYKTYPHBIMHU NOJPa3/IeIEHUSIMU YUPEXKACHHS.

2. 3AIAYU OTAEJIA

2.1. ITonbop ¥ paccTaHOBKA KaApOB HA OCHOBaHWM OLEHKH HX KBaJTM(UKaLUH,
JIMYHBIX U JIEJIOBBIX Ka4yeCTB.

2.2. Benenue kaJpoBOro JAeJI0MPOU3BOCTBA.

2.3. ObecrieueHue Npas, JIOT U TapaHTHH paOOTHUKOB yYPEKACHHUS.

2.4. TloBpleHre KBauUKay paOOTHHKOB.

3. ®YHKLIMY OT/EJIA
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3.1. Ilpunumaer yuactue B pa3paboTke KaJpOBOW TMOMUTHKA H KaJApPOBOM
CTpaTeruy YUpeKIeHHs:

3.1.1. Pa3pabaTeiBaeT NpOrHO3bl, ONpeAeNseT TEeKYIUIYI0 H IepCIeKTUBHYIO
NOTpeOHOCTh B KaJipax U MCTOYHHMKAX €€ YAOBIETBOPEHMS, HA OCHOBAHUMU U3yHUEHHS

| pbIHKa TpyJa, YCTAaHABIMBAeT MpsAMble CBA3H C IEHTPOM 3aHSATOCTH HACEJIEeHHUS,
UCIIONIB3YeT CpeACTBa MaccoBOd HMH(opMauuud, UHGOpMUpPYEeT pabOTHUKOB BHYTPHU
yUpeXIeHHUs] 00 UMEIOLIUXCS BaKaHCHUSX;

3.1.2. KomnuiekTyer yupexaeHue KaapamMu paboyux U CIELHATUCTOB
TpeOyeMbIX CIlelHalbHOCTeH U KBaJU(HUKALKHKH B COOTBETCTBHH C MOTPEOHOCTAMHU
yYpeXIeHHUS,;

/ 3.1.3. OcymectBnsier mnoabop u o0TOOp pabOTHMKOB COBMECTHO C

PYKOBOIUTENSIMH CTPYKTYPHBIX MOpa3iesIeHUH; 3

3.1.4. CopnelicTByeT yCHeUIHOH afaNnTallii HOBBIX PaOOTHHKOB B KOJIIEKTHBE.

3.2. OdopmasieT npueM, nepeBoj (nepeMellieHre) H YBOJIbHEHHE paOOTHHKOB B
COOTBETCTBHH C TPYJOBBIM 3aKOHOIATEIBCTBOM, IOJIOKEHHUSIMH, HHCTPYKLUHAMH H
IpUKa3aMH JUPEKTOPa YUPEKICHHUS.

3.3. Bener y4er JIMYHOIO COCTaBa YUpEXkKACHHUS.

3.4. Bener npuem, 3anonHeHHe, XpaHEeHHE U BbIAAYy TPYAOBBIX KHHKEK.

3.5. Bener ycTaHOBIEHHYIO TOKYMEHTALHIO 110 Kajpam.

3.6. CocTaBnser rpaguk OTIyCKOB, BeIeT y4eT UCHOJIb30BaHUS pabOTHHKAMU

OTITYCKOB, O(QOpPMIISET €KETOJHble OTITyCKa B COOTBETCTBHH C YTBEPXKAECHHBIMH

rpaduKaMH¥ ¥ 3asBICHUSIMU PAOOTHUKOB YUPEK ICHHUS.

3.7. OdopmisieT ¥ yYUThIBaET KOMaHIHPOBKH.
3.8. OpopMiIsieT ¥ yYHTHIBAET JTUCTKH BPEMEHHOM HETPY10CIOCOOHOCTH.
3.9. Beger paboTy no BOMHCKOMY Y4eTy BOEHHOOOS3aHHBIX 3araca W JIMII

NPHU3BIBHOI'O BO3pacTa pabOTHUKOB yUpekKAeHHUS.

3.10. IlogroraBnuBaer MaTepuanbl Ui [PEACTaBIE€HHS pabOTHUKOB K

MIOOLIPEHUSIM U HarpaxAeHUSIM.

3.11. IloaroraBnvBaer Marepuanbl OIS [peACTaBIeHHS pPabOTHUKOB K

MaTepHaIbHON ¥ JACHUIUIMHAPHOH OTBETCTBEHHOCTH.

3.12. IlogroraBnuBaeT  HEOOXOOMMBIE  JOKYMEHTBI [0  IEHCHOHHOMY

CTPaxOBaHUIO U NPEJOCTABISAET UX B OpraHbl COLMAIIEHOTO 00eCIIeYeHH SI.

3.13. Boimaer crpaBKM O HacTOsIIEH M IPOLLIOW TPYHAOBOM AEATENHHOCTH
pabOTHUKOB yUpeXKIECHHS.

3.14. IloaroraBauBaeT NpUKa3ssl 10 JHYHOMY COCTABY.

3.15. Opranusyer oOyuyeHHe paOOTHHKOB BHYTPH YYPEXKIEHHA H C

[IPUBJIEYEHUEM CTOPOHHUX OpPraHU3allHi.

3.16. KonTponupyer cobGmonenue pabGoTHHKamMu [IpaBuil  BHYTPEHHErO

TPYZAOBOTO pacIopsaKa.

3.17. Koutponupyet HCIIOJIHEHHE PYKOBOJIMUTEIISIMU CTPYKTYPHBIX
NoApasfelieHHid NPHKAa30B M PpacHOpsUKeHMH IUpeKkTopa Nno paboTe ¢ JIMYHBIM
COCTaBOM.

3.18. U3y4aer aBukKeHHe KaJpOB, aHAIN3 TEKYYEeCTH KaJpoB, pa3pabaThiBaeT
MEPOIPUATHS 110 CHHIKEHHUIO TeKY4YeCTH KaapOB.
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3.19. Ananusupyer nenoBele kadecTBa PabOTHHUKOB YUPEXIEHHS C LEIbiO
PallHOHANIBHOTO MCIIOJIE30BAHHS KaJIpOB.

3.20. IToaroTaBnuBaeT mnpemnokeHHs IO PacCTaHOBKE M HCIIOJIb30BaHHUIO
KaJIpOB.

3.21. ObecneunBaeT couuaTbHble rapaHTHH PabOTHHKOB B 00JIaCTH 3aHATOCTH
(cobmonaeT MOPANOK  TPYHOYCTPOMCTBA  OTHENBHEIX KaTeropui  rpakJaH,
IIPEIOCTaBISAET paOOTHUKAM YCTaHOBIIEHHBIE JIBIOTHI U KOMIICHCALIHii).

3.22. BenieT OTYETHOCTH MO KaJpOBbIM BOIIPOCaM.

3.23. BeIABNISET U yCTpaHseT NPHYHHEL, NOPOXKIAKOLIKE KaI0OBI PabOTHHKOB.

3.24. PaccmaTpuBaeT nucbMa, kanobbl (IIMCEMEHHBIE U YCTHBIE), 3asiBIECHUS
PabOTHHKOB, CBSI3aHHBIX C KaPOBBIMHU BOIIPOCAMH.

3.25. [lpuHKMaeT yqacTie B KOMHCCHSIX CO3IaHHbIX B YUYPEKIEHUH.
3.26. IlpuHuMaeT y4yacTie B IpOBeEHUH KOPIIOPAaTHBHBIX MEPOIIPHITHIA.
3.27. TloaroraBnuBaeT AOKYMEHTHI OTAeNA IS Nepeiayy B apXuB.

4. ITPABA OTZEJIA

4.1. 3ampammBaTe B CTPYKTYpPHBIX  [OZpa3ieNeHHsX yYpexIAeHHUs
HeoOXONUMBIe JaHHbIE O pabOTHHKAX, a TaK e OpH mpueMe Ha paboTy
NEpEMEIIEHNH PabOTHUKOB — MHEHHE PyKOBOJMTENEH CTPYKTYPHBIX N0Ipa3ieIeHui
YUPEXKIACHHUS.

4.2. KonTponupoBaTh B  CTPyKTYpPHBIX NOApPAa3AeNIeHUsIX  YUYpeXKIAeHHUs
COONMOfeHMe B OTHOLIGHWM paGOTHHKOB  3aKOHONATENbCTBA O TPy e,
NPeNOCTaBJICHUE YCTAHOBIEHHBIX JILIOT W IPEUMYILECTB.

4.3. 3ampaimMBaTh OT CTPYKTYPHBIX MOJpa3/elleHHil yupesKIeHHsI CBEICHHS,
HeOOXO0MMBIe 11l BBITTOJHEHHS BO3JIOKEHHBIX Ha OT/Ae] 3a/au.

4.4. JlaBaTb pa3sbACHEHHS, PEKOMEHJALMHM M yKa3aHHs [0 BOITpOCaM,
BXOJISIIIIMM B KOMITETEHIIHIO OT/EA.

4.5. IIpoBOANTE COBELIAHMS M y4acTBOBAaTh B COBEIIAHMSX, [POBOIMMEIX B
YUYPEXKACHHH IO KaJPOBLIM BOIIPOCAM.

4.6. BHOCHTE TpeIIokKeHUs PyKOBOIUTEISAM CTPYKTYPHBIX I10Jpa3feeHui
YYIPEXIACHHUS 110 COBEPLICHCTBOBAHUIO PabOTHI C IEPCOHATIOM.

4.7. XonaraliicTBOBaTh O MOOIUPEHHH OTIHYHBIIHXCH paboTHHKOB, ¥
HaKa3aHWM HapyIIUTENeHd TPYAOBOM NUCIIUILIUHEL.

5. OPTAHM3ALIMA JEATEJIBHOCTHU OTAEJIA

5.1. CTpykTypy ¥ IUTaTHylO YHcieHHocTsh OTaena YTBEPKIAET IUPEKTOP
YYpEKACHHUS.

5.2.Otzmen BosrnaBisieT HayalbHUK OT/ela, Ha3HAYaeMbIi HA JOKHOCTS
NPUKa30M JUPEKTOpA yIpeXkK ICHHS.

5.3. Hauampauk  Otxena  HENOCPEACTBEHHO  MOMYMHSETCS JHPEKTOPY
YUPEXKACHHUS.

5.4.Ha Bpems orcyTcTBMsS HadansHuka OTmena pykoBoacTBo OTaenoM
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JOCyILIeCTBsET JINLO, HAa3HAYaeMOe TMPEKTOPOM YUPEKICHHUS.
/ 5.5. Jlpyrue pabotHukm Otngena nomuHHSIOTCS HavyaneHUKy Ortnena,
| HA3HAYAIOTCs M OCBOOOKIAIOTCS OT HOJKHOCTEH IPUKA30M JUPEKTOPA yUPEKICHUS
B COOTBETCTBHH C JCUCTBYIOIIHUM TPYIOBBIM 3aKOHOIATEIHCTEBOM.

5.6. JIOIKHOCTHBIE O6513aHHOCTH M OTBETCTBEHHOCTS pabotHukoB Ortaena
YCTaHABIIMBAIOTCS IOJDKHOCTHBIMH MHCTPYKIMAMH. Kaskplit pabotHuk Otzena
HECET NIEPCOHAIEHYIO OTBETCTBEHHOCTh 33 KAY€CTBO BBIIOHEHHOM paboThr.

5.7. Haganeauk  Ornena BIIpaB€ BHOCHTH MPEUIOKEHUS  JUPEKTOPY
YAPEKACHUA ¥ DYKOBOIUTENSM CTPYKTYPHBIX IIOfpa3iesieHuit YyUpEeXKIEeHUs o
NEPEMEILECHHH PabOTHHKOB YUPEXKIECHHS, HX MOOLIPEHHHU 3a yCHEUIHyIo paboTy, a
TAKKe TPEIVIOKEHHS O HANOKEHWHM B3BICKAHWH Ha pPaGOTHHKOB Y4YpEXKICHHU,
HapyIaIuX TPyAOBYIO JACLHILIHHY. )

5.8.Ilpu oprauusauuu pa6otsl OTaena IOJBKHEL COOMONaThCs ClieIyIoLne
[PUHLIMTIBL:

- aJIpECHOCTH;

- IOCTYITHOCTH;

- 10OPOBOJIEHOCTH YYaCTHS;

- TYMaHHOCTH;

- KOHQUICHIIHAIILHOCTH.

5.9. /Ins BeIMONHEHUS (GYHKUMH U peaiu3alnuy 1pas, NPeayCMOTPEHHBIX
HaCTOAIMM 1on0XkeHneM, OTaen B3auMoaeicTByer:

5.9.1. Co cTpyKTypHBIMH MOJpa3eneHUsIMH YUYPEXIECHUS C I[ETIBIO:

- MOJyH9CHUS XapaKTePUCTHK Ha PAabOTHHKOB CTPYKTYPHBIX MOJIpa3ieieHuid
YAPEKICHHUSA, TPEICTaBNCHHH K IOOIPEHHIO M HATPAKAEHHIO DPaGOTHHKOB
CTPYKTYPHBIX MOJpA3/IENeHUH yIpexK IeHHNS;

- TIOJy4CHUs MaTEPUATIOB Ha HapyLIUTENleH TPy J0BOM AUCIAIIIUHEL,

- IOJTy4eHHUs: 'PaUKOB OTITYCKOB pabOTHHKOB CTPYKTYPHBIX MOApa3eileHuiH
yUpeXIeHHUS;

- IPENIOCTAB/ICHHS KONUH NPHKA30B, CBA3aHHBIX C IPHEMOM, TIepPEMEILEHHSIM H
YBOJIbHCHHEM PabOTHUKOB YYpEXKACHUS.

5.9.2. C nepBHYHO# npodcor03HOIM OpraHHu3alHeH C LEeJIbIO:

- IOJTy4€HHsI MATEPHUANIOB | MPEUIOKEHUH, MOCTYNHUBIINX B X0/ obcyxIeHus
Ha paboymx COOPaHUSIX U B TPYAOBBIX KOJLTEKTHBAX;

- COTNIACOBaHMA  NIOKYMEHTOB, TpeOyIOIUMX y4eT MHEHHS MepBUYHOMN
POQCOIO3HOM OpraHM3aLHH.

5.93.C ormenom Gyxranrepckoro ydeTa, KOHTpOjsi W (hHHAHCOBO-
5KOHOMHYECKOH JESTEIbHOCTH C LENBIO:

- IOJyY€HHs IITaTHOTO PaCIIUCAHUS;

- IPENIOCTABIICHNUSI CBE/ICHUH O YUCIIEHHOCTH PaGOTHHUKOB YUPEKICHHUS:

- PENIOCTABICHUS CBEJCHUH O MPOrylax M HMHBIX HApyLWIEHUSX TPYHOBOM
JTUCLIMILTHHEL;

- IpeNIoCTaB/IeHUs Tabells yueTa pabodero BpeMeH#H;

- IIPEIOCTABIICHHS GOIBHUYHBIX JTHCTOB PAGOTHUKOB YUPEIKACHHS [IsT OIIATHI;

- IPS/IOCTABICHUsS CBENCHMH O IIpHeMe, MepeBoj]e, YBOJIBHEHHH, OTIIyCKax
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'PabOTHHKOB yUpexkKIEeHHS.

5.10. OTBETCTBEHHOCTh 3a HEHa/UIEKallee U HECBOEBPEMEHHOE BBIIIOJHEHHE
Ornenom byHKIMI, TpeXyCMOTPeHHBIX HacTOSIUM [100XKeHneM, HeceT Haua bHUK
Orzena, B TOM 4MCle 3a OpraHM3alUMIO JeATeNbHOCTH paboTHHKOB OTxena mo
BBI[IOJTHEHHIO BO3JIOXKEHHBIX Ha HHX 3afady U GYHKUWHA, opranusanuio B Otnene
OINepaTHBHON U Ka4YeCTBEHHOM MOJATrOTOBKH JOKYMEHTOB, MX MCIIOIHEHHUS, BeleHUE
AeJIONPOU3BOICTBA B COOTBETCTBHH C JIEHCTBYIOLIMMH MPAaBUIAMH M MHCTPYKLIUSIMH,
coboieHne pabOTHHKAMHU OT/eNa TPYAOBOM M IPOM3BOACTBEHHON JUCIIMILIMHEL.

COI'TACOBAHO
Hauanssuk oTnena ' ~ M A.b. Cmetanuna

Benymuii ;opucKOHCYIBT B.C. Anosiocosa
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