PEJIMI'MO3HA 1 OPI"'AHU3ALINA
(AYXOBHOE ObPA3OBATEJIbHOE YUPEX/IEHUE) BLICIHIEI'O OGPA3OBAHMSI
«KAPAYAEBO-YEPKECCKWH UCJIAMCKWUMA UHCTUTYT
MMEHU UMAMA ABY-XAHU®DAY

« YTBepxKaaI0 »

Pektop _9}1” \l/m]" Kauros

«25» wions 2025 r.

\
JOKYMEHT NOANUCAH
3NEKTPOHHOM NOANUCHIO

CepTudpunkat 0213CFE6E006DB2B68D43B386ETDABI0OSFF
HenctButened ¢ 22.01.2025 no 22.04.2026

Bnapeney PEJTIMTMO3HAA OPTAHW3ALNA (OYXOBHOE
OBPA30BATEJIELHOE YYPEXOEHWME) BbICLIEIO
OBPA30BAHUA "KAPAYAEBO-YEPKECCKWW UCTTAMCKI
\VHCTUTYT NMEHWN VIMAMA ABY-XAHNDA" J

MNOJIOKEHHUE
Ob OTAEJIE KA/IPOB

Yepkecck, 2025



1. Ob1111e T0/10’KeHusT

1.1. Ortpen kazpoB (manee - OTAen) SBASETCS  CTPYKTYPHBIM
nioapasgenenveM «KapauaeBo-UepkeCcCKOro HC/IaMCKOTO HWHCTUTYTa WMEHU
mama AGy-Xanuda» (ganee MHCTUTYT).

1.2. OTtgen co3paercs v JIMKBUAUPYETCS MPUKa3oM pekTtopa «KapauaeBo-
YepKeCcCKOro MC/IaMCKOT0 MHCTUTYTa nMeHn Mimama A6y-Xanuda».

1.3. Otpmen noAuyuHSETCS HENOCpPeACTBEeHHO peKTopy «KapauaeBo-
YepKecCcKoro UC/IaMCKOT0 MHCTUTYTa uMeHr VMimama A6y-Xanuda».

1.4. Otmen co3maH cC 1iefblo oOecTieueHHsT YUPEeXeHHUS TPY/A0BBIM
pecypcamu, KOMIIEKTOBAHHS yupexkieHusi paboTHUKaMu TpeOyeMbIx rpodeccuit
M KBaIM(PUKALMA B COOTBETCTBUM C 3aflauaMd W HarpaB/eHUEM ero
JesiTeTbHOCTH, Pa3pabOTKM KaZIpOBOM TOJIMTUKU YUPEXIEHUs], COOJIIO/IeHUS
1paB, JAbIOT U rapaHTHi pabOTHUKOB B 00/laCTM TPY/OBOTO IpaBa, a TakKKe
BeJleHUs1 KaJIpOBOr0 [1eJIONPOU3BO/CTBA B COOTBETCTBHMU C 3aKOHOJATe/IbCTBOM
PO.

1.5. B cBoel fedaTenbHOCTU OT/ie/l PyKOBO/ICTBY€ETCS:

- Konctutyuuen PO;
- TpynoBbiM KozieKCcoOM P@;
- defiepanbHBIMU 3aKOHaMU P®D;
- YKasamu U pacriopsbkeHusimu [Ipesugenra POD;
- IOCTAaHOBJIEHUSAMU U pacriopspkeHussmu [IpaBurtenscTBa PO;
- IPUKa3aMU U PacriopsKeHUsIMU (pefiepaibHbIX OPraHOB UCIIOJIHUTE/TbHOM
Bj1acTU P®D;
- Mpod)eCCUOHaNIBbHBIMU CTaHJAPTaMU;
- TOCYJapCTBEHHBIMHU CTaHJapTaMu;
- TIpUKa3aMu fierlapTaMeHTa COLMa/IbHOM 3aiuThl BopoHeXCcKoit 06/1acTy;
- [TpaBuiamu BefieHHs U XPaHEHUs TPYAOBBIX KHUKEK;
- 'HCTpyK1Mel MO 3ano0/IHEHUIO TPYAOBBIX KHIDKEK;
- YCTaBOM yupexeHus;
- JIOKa/IbHIMM HOPDMAaTUBHBIMM aKTaMU YUPEXKIEHUS;
- HactosmMm [losioxkeHueM.
1.6. Bo3snoxkeHue Ha oTjen (yHKLUM, He OTHOCSIIMXCS K KaJpOBOU
paboTe, He OIyCKaeTCHl.

2. CTpyKTypa oTzena

2.1. CTpyKTypy ¥ KOIMYeCTBO INTAaTHbIX eJVHHUL] OTJejla peKTop
«KapauaeBo-Uepkecckoro uc/iaMCKOro MHCTUTYyTa uMenu Mimama A6y-Xanuda».
2.2. Otpen noAUUHSIETCS 3aBeyOLeMy OT/era.

2.3. B cocTaB oTjesia BXOJAT CieAyrolye JO/IKHOCTH:

- 3aBelyIOLUM OTAena - 1 wWrT. ef.;

- CIIeLMaICT 110 Kazpam - 1 . en.

3. OCHOBHBIE 33/1aUM



3.1. OCHOBHBIMHU 3a/jlauaMM OT/iej1a SIBJISTFOTCS:
- COBEpILEHCTBOBAaHMeE MPOLIECCOB yIIpaBJ/IeHUS;
- ozi6op, oTOOp, MpreM Ha paboTy M pacCTaHOBKA Ka/IpOB;
- yUeT JITYHOTO COCTaBa pabOTHUKOB,
- CO3/JlaHMe pe3epBa KaJpOB /151 BbIIBU)KEHUS Ha BBILLIECTOSIIHE 10/DKHOCTH;
- OpraHu3aIfs IIPoBeIeHUsl aTTeCcTalli pabOTHUKOB,
- opraHu3anus paboThl Mo NpodeCcCHOHATBHONW TOATOTOBKE UM TEPero/roTOBKe
Ka/IpoB;
- BeJleHre KaJIpoBOro [1e/I0NPOU3BO/CTBa;
- OCYylLleCTBJ/IEHHEe BOUHCKOIO yyYeTa.

4. OyHKIUU

B ¢yHK1MM oTAeMa BXOAUT:

4.1. OmnpepeneHrie ¥ pa3paboTKa KaZpOBOW TIOJUTUKH B COOTBETCTBUM C
HaripaB/ieHUEM JIesiTeJIbHOCTH yupeXXieHUsi U cpepoli ero AesiTeTbHOCTH.

4.2. Yuactve B (JOPMUPOBAHUM WM U3MEHEHUH IITaTHOTO pacCIyCaHuUs
yUpeXIeHUs.

4.3. OrpepiesieHue TeKyIlel MOTpeOGHOCTH B KaJpax.

4.4. Tlog6op KBaM(UITMPOBAHHBIX CIEI[AATTUCTOB MTyTEM:

- HGOOPMUPOBAHHS paOOTHHUKOB YUPEXKIEHHUS 00 NMEIOIHXCS BAKaHCHSX;

- pa3MellleHYs] B Cpe/ICTBaX MaCCOBOM MH(OpMaliu 00bSIB/IEeHUHM O BaKaHCUSIX;
- oOpailjeHHsI B OpraHbl CTyKObI 3aHATOCTH;

- B3aUMO/IeNCTBUS C yueOHBIMU 3aBe/IeHUSIMMU.

4.5. KowmriekToBaHHe  yupeX/eHHs HeoOXOAUMBIMH  KaJpaMH B
COOTBETCTBUM C KDUTEPUSIMHU 0TOOpA U OLIeHKOM HaHMMAaeMOro TiepCoHasa, B TOM
yncse:

- TIepeMelijeHHe pabOTHUKOB BHYTPU YUPeKIEeHUS;
- TIpyieM Ha paboTy HOBBIX paOOTHUKOB.

4.6. JJokymeHTanbHOe OoOpM/eHHe TMpuema, TepeBoJla U YBOJbHEHUS
pabOTHUKOB B COOTBETCTBUM C TPY/OBBIM 3aKOHOZATE/JLCTBOM - OhOpMJieHHe
TPYZOBbIX [OTOBOPOB C pPAOOTHUKaMM W W3MeHeHWW K HUM, TOATrOTOBKa
TPOEKTOB TMPUKA30B [0 JIMYHOMY COCTaBy U OCHOBHOM [|eATeJIbHOCTU
yUupeXkJeHusl, 3ario/THeHre TMUHbIX KapToueK PaOOTHUKOB U T.II.

4.7. Bemenue paboThl C TPYAOBBLIMH KHIDKKAMHM, B TOM UHCJ/Ie TIPHEM
TPYZOBbIX KHIDKEK OT TIPUHMMaeMbIX Ha paboTy pabOTHUKOB, HX YUeT,
XpaHeHUe, 3ari0/lHeHWe, a TakKe Bbljaua [IpU TIpeKpallleHUd TPYAO0BbIX
OTHOLLIEHU.

4.8. YueT pabOTHUKOB MyTeM COCTaBJIeHUs Pa3/IMUHOrO BH/la OTUETOB U
VH(OpMaLWH.

4.9. CocraBneHve TpapUKOB OTIyCKOB, OQoOpM/ieHWe TPUKa30B O
TIpe/oCTaB/ieHuH pabOTHHWKAM pa3/IMUHBIX BUZOB OTIYCKOB, yueT KOJIMYecTBa
VCIIO/Tb30BaHHBIX THEU OTITyCKa.

4.10. TloAroToBKa TPOEKTOB IIPUKA30B Ha CJIy)KeOHbIe KOMaHAUPOBKHU
pabOTHUKOB Ha OCHOBAHWHU CJTy>KeOHBIX 3alMCOK PYKOBOJUTENeN CTPYKTYPHBIX
No/ipa3e/ieHuH.



4.11. Pabota c lMCTKaMu HETPYAOCITOCOOHOCTH PabOTHUKOB.

4.12. TlpoBepka MpaBWIBHOCTU U TIOJHOLIEHHOTO 3ariojiHeHusi Tabesel
yueta pabouero BpemMeHHM paOOTHMKaMU CTPYKTYPHBIX TIO/pa3/ie/ieHui
yupexaeHusl.

4.13. TloaroToBKa 1 BblJjaua CIIPaBOK O 3aHMMAaeMOU JO/DKHOCTH, TepUoie
paboThl B OpraHM3alivy 1 T.11.

4.14. B3auMojenCcTBre CO CTOPOHHUMMU OpraHr3al[isiMU:

- leTlapTaMeHTOM COLMA/IbHOM 3aIuThl BopoHe)KCKOM 00/1acTy;

- BOEHHbBIMM KOMMUCCapyaTamu I0 BOIPOCaM I[OCTAHOBKH, CHATHS C BOUHCKOT'O
yueTa pabOTHUKOB yUPeXKJeHUs, UX yueTa U TIPe/J0CTaB/IeHUsI OTUETOB.

- NEeHCUOHHBIM (oHgOM P® B 1ensiX mpefoCTaBlIeHUs [JOKYMEHTOB [IJis
W3TOTOBJIEHWS CTPAaxXOBbIX CBUZETE/NLCTB TOCYJapCTBEHHOTO TMEHCUOHHOTO
CcTpaxoBaHus, OGMOPMJIEHUS CTPAXOBBIX IT€HCHH pabOTHMKAM I10 JIbTOTHOMY
CTaX<y, JIOKYMEeHTOB /i Ha3HauUeHUs IeHCHH 10 CTapOCTH.

4.15. TloaroTroBKa KaZpOBOW [OKYMeHTalldd [Jis [epelaud B apXuB
yUpeXXJeHUs AJis JaJbHeUIlero XxpaHeHusl.

4.16. TlogroroBKa MaTepuasjioB Jisd TIpeiCTaBlAeHUs] PabOTHUKOB K
TIOOLLPEHUIO.

4.17. TloarotoBka MaTepuasoB [js TIpUB/ieueHUs] pPAOOTHUKOB K
JVCLIUTUIMHADHOW OTBETCTBEHHOCTH.

4.18. KoHTposib 3a COO/IIO/IeHHEeM JUCIUIUIMHBI TPYZA W BBIIOJIHEHHEM
paboTHrKamu [IpaBu/ BHYTPEHHETO TPY/IOBOT'O PACIIOPSIKA U UHBIX JIOKATbHBIX
HOPMAaTUBHBIX aKTOB.

4.19. Opranu3aifysi BOMHCKOTO y4yeTa paOOTHUKOB YUPEXK/EHHS.

4.20. KoHcynbTHMpOBaHUe pabOOTHUKOB YyUpeXX[eHUsi TI0 BOIPOCaM
TPY/JIOBOTO 3aKOHO/ATe/bCTBA, B TOM UHCJAe W OTBEThI Ha 3arpoChl, >Ka/io0bl,
oOpaiiieHusl.

4.21. IlnaHupoBaHWe U yuyacTUe B MepOIPUATUAX I10 aTTecTalud, K
KOTOPBIM OTHOCHUTCSI:

- pa3paboTKa JIOKa/JbHbIX HOPMATHMBHBIX aKTOB, Ha OCHOBAaHUU KOTOPBIX
TPOBOJUTCS aTTeCTaLus;

- wuHbopMal[oHHOe  obecrieyeHre (cocTaBiieHWe TpadUKOB, TPUKA30B,
XapaKTepUCTHK);

- KOHTPOJIb 3a XOJIOM TpOBeJeHHs aTTeCTallid, BbITIOJIHEHUSI pelleHUN
aTTeCcTal[MOHHOW KOMUCCHH.

4.22. Yuer pabOTHUKOB, TIPOIIEAIINX TIOBBIIIEHHE KBaJHU(MUKAIUH,
npoecCHOHaBbHYI0 TIePeroAroTOBKY Wid o0yueHHe, odopmiieHHe TPOeKTOB
MIPUKa30B [ijis HarpaB/ieHWss Ha oOyuyeHMe Ha OCHOBe CJIy»KeOHBIX 3aIrCOK
PYKOBOZAUTEEN CTPYKTYPHBIX TOApPa3eeHru yUpeKJeHus.

4.23. Yuactue B (pOpMHUpPOBAHMM pe3epBa KaZApOB [/ BbIABW)KEHUS Ha
PYKOBOZSIIME JO/DKHOCTH.

4.24. Yuactve B pa3paboTKy KOMILIEKCAa Mep TI0 TIOBBIIIIEHHIO MOTHBAI[UH
pPabOTHUKOB.

4.25. AHanu3 TeKy4yecTH KaJpoB.



5. ITpaBa u 06s13aHHOCTH

5.1. PaboTHUKM OTZe/1a UMEIOT MpaBo:
- B3aMMO/IeliCTBOBaTh TI0 BOIPOCaM, OTHOCSIIIIUMCSI K KOMIIETeHLIUU OTAesia, C
APYTUMU 1o/ipas/iesieHUsIMA yupeXxjeHusl, rocy/lapCTBeHHbIMU 1
MYHULIATIATbHBIMA OpraHaMU, a TaK>Xe JPYTMMU OpraHu3al[ysiMu;
- TpeOOBaTh OT BCEeX CTPYKTYPHBIX TOZpa3/efieHnid yUupeKIeHUs] MaTepuasbl 1
CBeZleHusl, HeoOXouMble Z1Jisl BBITIOJTHEHUS] (PYHKLIUM, BO3/I0KeHHBIX Ha OT/IeT;
- KOHTPO/IMPOBaTh COOJIIO/IeHHe TPY/IOBOTO 3aKOHO/aTe/IbCTBA B YUPEXKJEHWH, a
TaK)Ke /laBaThb Pa3bsCHEHMs I10 MpHUMeHeHWI0 HopM TpyzaoBoro kKogekca P® u
WHBIX HOPMATUBHBIX aKTOB;
- TIPe[CTaBASATh  TIPEJJIOKEHWSI I10  TOBBILIEHHIO  3(PGEKTUBHOCTH U
COBepIIIeHCTBOBAHUIO ZIesiTeJIbHOCTH BCeX T0/ipa3fie/ieHuii yupexkieHrsl B 4acTH,
OTHOCSIIIIeNCsl K KOMITeTeHIIUU OT/iena;
- TIpe/ICTaBUTE/IbCTBOBATh B YCTAHOB/IEHHOM TOPSiIKe OT UMEHU YUPeXIeHUs 10
BOTIPOCAM, OTHOCSII[UMCSI K KOMITeTEeHI[UM OTZe/ia, B TOM UHCJ/Ie U TI0 BOIPOCaM
rozsbopa repcoHarna;
- 3aBepSTh JIFOObIe OKYMEHTHI T10 JITYHOMY COCTaBy, BbiZlaBaeMble PAOOTHUKAM
yUpesKIeHHsI.
5.2. PaboTHUKH OT/ie/1a 00SI3aHbI:
- 00ecreunTh COXPAaHHOCTb TI€PCOHAMBHBIX [JaHHBIX PpAaOOTHUKOB TIPU HUX
o0paboTke;
- cobsroaTh B cBoeli paboTe HOPMBI [IeHCTBYIOIIEr0 3aKOHO/IaTe/TLCTRA.

6. BzaumopencTBre co CTPYKTYPHBIMU TOZpa3/ie/IeHUsIMA yUpeXKIeHUs

OTzen B mpoLiecce BbINNOJHEHUS (PYHKLMW, BO3/IO)KEHHbIX Ha Hero,
B3aMMO/IeCTBYET:
6.1. Co Bcemu CTPYKTYPHBIMHU IOZpas/eeHusIMU:
6.1.1. I1o Borpocam oopM/eHHs UIN TTOTyUeHHs:
- Tabenelt yueta pabouero BpeMeHw;
- 3asIBJ/IeHUH;
- 00BSACHUTE/TBHBIX 3aIHCOK;
- IMCTKOB HETPYAOCIIOCOOHOCTH;
- IOKyMEHTOB /17151 0(hOpMJIEHUSI C/Ty>KeOHbIX KOMaHAUPOBOK;
- JOKYMEHTOB /i/1s1 opopmsieHus1 00yueHUs..
6.1.2. Ilo Bompocam mpeaocTaB/ieHUs:
- CIIpaBOK;
- BBITIMCOK, KOTHWI 3anpallivBaeMbIX JOKYMEHTOB.
6.2. C Gyxranrepuei:
6.2.1. 1o Bompocam 1pefj0CTaB/IeHNS:
- KOMHU MPUKA30B 110 IMYHOMY COCTaBY;
- Tabenet yueta pabouero BpeMeHU;
- IMCTKOB BPEMEHHOU HeTpy10CI0COOHOCTH;
- TOKYMEHTOB /IJIsl HAUKC/IeHUsI U BBITJIaThl TT0COOUI;



- UHBIM BOMPOCaM.
6.2.2. I1o BOmpoCam mosyyeHus:
- nH(dopMaLMH1 0 3apaboTHOI My1aTe pabOTHUKOB.
6.3. C FOpUCKOHCYJIbTOM:
6.3.1. Ilo Borpocam moJiyueHus:
- Pa3bsICHEHUM IeUCTBYIOLEr0 3aKOHOAATe/IbCTBA U MOPSIJiKA ero MpUMeHEeHUsI.
6.3.2. 1o Bompocam 1ipef0CTaB/IeHUS:
- [IPOEKTOB JJOKYMEHTOB [|/Isl COrJIaCOBAHUSI.
6.4. C cekpeTtapem:
6.4.1. Ilo Borpocam:
- perucTpalyy BXOAs1ed U UCXOASIed KOPPeCTOHEHLIMM, PaCTIOPSKEHUN;
- OTIIPaBKH IMKMCeM U UHBIX [JOKYMEHTOB;
- mepejiauv JOKYMEHTOB Ha XpaHeHHe.

7. OTBETCTBEHHOCTb

Otjen HeceT OTBETCTBEHHOCT:

7.1. 3a HecBoeBpeMeHHOe M HeKaueCTBeHHOe BbINOJIHEHWE BO3J/I0’KEHHBIX
Ha OTZes 3a7a4.

7.2. 3a Hecob/roieHre 3aKOHOAATeIbCTBA B 00/1aCTU TPYAOBOTO TpaBa.

7.3. PabOTHMKN OTAe/a HECyT TIePCOHA/IbHYI0 OTBETCTBEHHOCTb B
Tipejiesiax AO/DKHOCTHBIX 00s13aHHOCTeH, oTipe/ie/IeHHbIX TPYZOBbIM I0TOBOPOM.

7.3.1. PaboTHUKM OTAe/a MOTYT ObITh TIpUBJ/IeUeHbl K AWCLUTLIMHAPHOM,
MaTepyuaJbHOW, YrOJIOBHOM OTBETCTBEHHOCTM B Caydyae W B TOpSJKe,
1peJyCMOTPeHHOM 3aKOHOAaTeIbCTBOM.

7.3.2. Tlopsimok mpuBAeYeHUs] K [AUCLUIIMHADHOM OTBETCTBEHHOCTH
ripegycMotpeHn TpyoBbiM KogekcoM P® u [IpaBuiaMu BHyTpeHHero TPyA0BOrO
pacriopsiika yupesxieHusl.
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