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l. O6urue noJIolI(eHttR

l. HaqalrHnlt orAeJIa KarpoB orHocuTct K KarefopuH pyKoBoAnrelefi.

2. Ha Aolxsocrb HaqaJIbHnKa orAeJra KaApoB npnHl4Maerct JIHI-lo, I4Merouee Bblcuee

npo$eccnoHaJrbHoe o6pasonaHue v cra)r< pa6orur no opraHLI3aIII4H ynpaBreHnq KaApaMI't Ha

r.rHxeHepHo-TexHllqecKax I,I pyKoBoAtIrIHX AoJIXHocrtx He MeHee 3 ner.

3. HaqalrHnr orAeJra KaApoB nprlHuMaercq Ha AoJrxHocrb vt oceo6oNAaercs or

AOJTXHOCTT4 peKTOpOM yHH BepCHTeTa.

4. Ha.ranrHr.rx orAena KaApoB AonxeH 3Harb:

4.1. Koncturyuuro KP;

4.2.3aronu KP, nocraHoBJreHHr npaBr4TenbcrBa H HopMarHBHbIe aKTbI MOH KP

MeTOAUqeCKr4e MaTepnaJI bI no y[paBneH H]o nepco HanoM ;

4.3. Teoprarc H MeroAbI ynpaBneHnr o6pa-:oBareJlbHbIMH cl'tcreMaMH;

4.4. Tpy loBoe 3aKoHorarerrcreo KP;

4.5. KaapoBylo nonllrvrKy u crparerltlo opraHl43alrHH;

4.6. flopsAor o$opvrnettlfl, BeAeHr,rr 14 xpaHeHr,rr AoKyMeHTaquH, csg:aHHofi c KaApaMil H HX

ABI,I}KCHHCM;

4.7.llops,Aox $oprtaupoBaHl,It I4 BeAeHpIt 6asxa AaHHbIX o nepcoHane opraHn3aUuu;

4.8. Oprann3alrrllo ra6erbHofo yqera;

4.9. MeroAbr yqera ABr4xeHHr KaIpoB, nopflAoK cocraBJleHHs ycraHoBJIeHuoil orqerHocrn;

4.10. BosNaoxHocrn ucnoJrb3oBaHr.u coBpeMeHHbIX nHSopvaunoHHblx rexHoJlofnfi e pa6ore

KaApoBbrx cnyN6;

4.11. llpanr,ua Lr HopMbr oxpaHbr TpyAa, TexHr,rxr{ 6e3onacHocrl,t, npol,I3BoAcrseHHoh

caHHTapHn r.r nporl4BonoNapHofi 3aIrIHTbI ;

4,12. Tpe6oBaHI,It MexAyHapoAHoro craHAapra ISO 9001;

5. B csoefi AetreJIbHocrt{ HaqaJIbHHK orAeJIa KaApoB pyKoBoAcrByerct:

5. 1 . 3axoHoAareJlbcrBorrl Krtprsl:crcofi Pecny6 nvKV;

5.2. VcrasoM yHHBepcnTera;

5.3. flpura:aMn a pacnoptxeHuqMll peKTopa yHl4Bepcnrera;

5.4. Hacrosuefi AonxHocrHofi uHcrpyxquefi .

6. Haqalruurc orAeJra KaApoB noAr{HHserct HenocpeAcrBeHHo peKTopy yHI{Bepcr{Tera.

7. Ha nperr,rr oTcyTcTBHr HaqaJrbHr.rKa oTAeJla KaApoB (xorraaHgupoBKa, ornycK, 6ore3Hb,

np.) ero o6sgasnocrr.r r4cnoJrHrer Jrr.ruo, Ha3HaqeHHoe peKTopoM yHl{Bepcnrera B

ycraHoBJIeHHoM rtoprAxe, Koropoe nprao6peraer coorBercrByroque npaBa, o6q3aHHocrn I'l

HeceT orBeTcTBeHHocrb 3a r{cnoJrHeHr4e Bo3JIoxeHHbIx Ha Hero o6ssaHFlocrefi.

Haqa;trnur orAena KaApoB:

2. [o.nxnocTnbre o6f,gaHnocru
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L Bo:rrasrser pa6ory tto KoMrrneKToBaHHFo VHnnepcurera r(aApaMH pa6our,rx vI

cnyxaurux rpe6yeulrx npo$eccafi. cneuuaJrbuocrefi u xaarn$uKaunn B coorBercrBuvt c

ueJuMH, crpareruefi n npoQnreM, H3MeHqrourr.{Mucr BHeurHHM14 r,r BHyrpeHHr,rMI,r ycJroBI4flMH

ero aeqrerbHocru. $opvupoeaHnlo H BeAeHnro 6aHrca AaHHbrx o KorHr]ecrBeHHoM v

KaqecTBeHHoM cocTaBe KaApoB, HX pa3BHTHV V IBV)K9HUV.

2. Coaeficrnyer nol6opy npo$eccopcKo-npenoAaBareJrbcKoro cocraBa B coorBercrBHn c
rroJro)KeHHeM o nopf,AKe 3aMeureHr4q AorxHocreft flflC Yuunepcurera.
3. flpnHurraaer yr{acrr4e n pa:pa6orre ralponofi rroJl4rHKH vr ra.upoeofi crparerr4r,r

YHneepcnrera.

4. Ocyuecrurer pa6ory no uo.u6opy, or6opy 14 paccraHoBKe KaApoB Ha ocHoBe oueHKH

HX rcna-nuQnxauuu, JIr.rr{Hbrx vr AeJIoBbIx KaqecrB, I(oHTponl4pyer flpaBnnbHocrb

rrcrroJrb3oBauua pa6orHHKoB B rroApa3AereHnqx Yunoepcarera.
5. O6ecnequeaer npHeM, pa3MeureHHe H paccraHoBKy MoJro,qbrx cneuurrJrucroB r.r MoJroAbrx

pa6ouux B coorBercrBuH c nolyueuHofi n y.re6Hovr 3aBeAeHr.rH npo$eccraefi r.r

crreqnaJrbHocrbro, coBMecrHo c pyKoBoAHreJrrM14 flonpa3Aenennft opraHr43yer npoBeAeHue

Hx craxupoBKn H pa6orrr ilo aAarrrarrur.{ K rrporz3BoAcrBeHHofi AesrerrHocrr4.
6. Ocyutecrsnrer nnaHoMepHyro pa6ory no co3AaHHro pe3epBa Ailfl BbrABr,rxeHr,rr Ha

ocHoBe raKhx opfaHu3aunoHHbrx Soprur, KaK rrraHupoBaHr4e Aerosofi Kapbepbr, noAroroBKa

KaHAHAaTOB Ha BbTABHXeHT{e nO r{HAHBr,rAyaJrbHbrM rrrraHaM, porauHoHHoe nepeABr4xeHHe

pyxoao4urerefi H cneuuai'rr4croB, o6yveHne Ha c[erruanbHF,rx Kypcax, craxupoBKa Ha

cooTBeTcTByrou{ux AoIXHocTqx.
7. Oprann:yer cBoeBpeMeHHoe oQoprranenue rppreMa, [epeBoAa r.r yBoJrbHeHnr pa6otuuroo
B COOTBeTCTBHH C TpyAOBbrM 3aKOHOAareJrbCTBOM, rrOJrOXeHLrgMH, I,tHCTpyKrIr,r.f,MH Lr

npHKa3aMH peKTopa yHHBepcHTera, yqer JruqHoro cocraBa, BbrAaqy cilpaBoK o sacrosuleft u

npouuofi rpyaoeofi AerrerL'Hocru pa6orur4KoB, xpaHeHr.re r,r 3anoJrHeHr{e rpyAoBbrx KHr.rxeK

r,r BeAeHHe ycraHoBneuuoft 4orcyMeHTarrnH no r(aApaM, a raKxe rroAforoBKy MarepnanoB AJrt

TIPCACTABNCHI,T' NCPCOHAJTA K I]OOIqPCHHqM H HAI-PA)I(ACHH'M,

8. fiposolrar pa6ory no o6HosreHr4]o HayqHo-MeroAuqecKoro o6ecneqeHr4q raapoeofi
pa6orrr, ee MarepuanbHo-TexHrzqecrofi r.r r.rH$oprr,tauuouuofi 6a:sr, BHeApeHlto coBpeMeHHbrx

MeroIoB ynpaBJreHr4q KaApaMr4 c r,tc[onb3oBaHr{eM aBToMarr43LtpoBaHHbIx noAct4cTeM H

aBroMarn3npoBaHHbrx pa6ouux Mecr pa6orHurcoB KaApoBbrx clyN6, co3AaHuro 6auxa

.4aHHbrx o nepcoHane npennpHsTr4r, efo cBoeBpeMeHHoMy norroJrHeHr,rlo, onepaTHBHoMy

n peAcraBneH u rc H eo6xoAH v ofr n H rloprrr auu H noJrb3oBareJrrM.

9. Ocyurecralrer MeroAuqecKoe pyKoBoAcrBo v KoopAr.rHarrr4ro AerreJrbHocrn

crreur4anr.rcroB H r.rHc[exTopoB rro KaApaM noApa3AeneHufi opranr.r3arlur4, KoHTponupyer

HcnoJrHeHr.re pyKoBoAvrreIrflMr4 noApa3Aenenufi gaxoHoAareJrbHbrx aKToB H rrocraHoereuuft

npaBnrerbcrBa, [puKa3oB 14 pac[oprxeuufi pexropa YnunepcnTera rro Borrpocau rcagpoooft

noJrr4THKh n pa6orsr c nepcoHanoM.
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10. flpoeollrr cr4creMarr,rqecKr4ir a:nastuz KaApoBofi pa6orbl opfaHl43auvv, pa3pa6arblBaer

rrpeAnoxeHr4s no ee ynyqueHI4Io.

1 1. OpraHra:yer ra6enrHsrfi yr{er, cocraBJreHr{e H BbrnoJIHeHHe rpa0tlKoB ornycKoB,

KoHTponb 3a cocrosHneM TpyAoBoft AncuHnnuHbr B noApa3AeJIeHHtx opraHn3auhn L1

co6lroAeHuerrl pa6orHuKaMH rrpaBnn BHyrpeHHero rpyAoBoro pacnopqAKa. aHaru3 npHqHH

TeKyqecrr,r, pa^:pa6arsreaer Meportpr4qrr.u no yKpenneHH]o rpyaoeoil Ahcul{nJIHHbl,

cHHX9HHro reKyqecrr.{ KaApoB, rrorepb pa6ouero BpeMeHn, KoHTponupyer Ltx BbInoJIHeHfle.

12. O6ecneqvBaer cocraBJreHue ycraHoBneuuoft orr{erHocrn lro yqery ttplqHoro cocraBa H

pa6ore c KaApaMH.

I 3. Pyronogur pa6orullKaMu orAeJIa.

14. Co6nrolaer flpannna BHyrpeHHero rpyAoBoro pacnoptAKa H HHbIe roKiIJIbHble

HOpMaTr.IBHbIe aKTbI opraHH3aIII4H.

15. Co6lroAaer BHyrpeHHHe npaBuna r,r HopMbI oxpaHbl TpyAa, TexHHKH 6e3onacHoctn,

npor.r3BoAcrBeHnofi canvr apuv I4 nporl4 Bo n oxapuofi 3aIrIHTbI.

16. O6ecneqlrBaer co6rroAeur,re qr4crorbl I{ noptAxa Ha cBoeM paOoverra Mecre.

17. BsrnolHqer B paMKax tpyAoBoro AoroBopa pacnoptxeunr pa6orHHKoB, KoropblM oH

noAql,rHeH corJlacHo Hacrosuefi HHcrpyKuHH.

1 8. OcyruecrBr.ser yr{er ABLIXeHLtt cryAeHroB.

19. foroeHT npoeKrbl rlpuKa3oB Ha nepeBoA cryAeHroB c Kypca Ha Kypc.

20. O6ecneqr.rBaer pa6ory rro BeAeHHro, o6pa6orre H xpaHeHltlo JIHTIHbIX Aen o6yuarouuxcr

YHuaepcurera, BbrAaqe AoKyMeHTon (arrnncor A3 loxynreHroe), cocraBJleHHIo

ueo6xoAllubrx cnpaBoK Ha ocHoBe cBeAeHnil, nueroultlxcs B AoKyMeHTax rnr{Hblx Aen

o6yuaroquxcr.
21. Bxoanr B cocraB npuerrauofi KoMl4ccl'tl4 yHlrBepcnTera.

22. f otosur npoeKT npnKa3a K 3aqr,rcJreHuro, ort{HcJIeHI,Iro H BoccraHoBJIeHHFo cryAeHToB.

23. ENeroAHo orr{r4TbrBaercr o csoefi pa6ore nepeA V.{eHil\a Coeerola yHI{BepcI'ITera no

ocHoBHbIM Bo[poculM KaApoBoro o6ecneqeHur VunepcuTera.

24. Bogr.rraBJrrer pa6ory no opraHra3arJvwtLt BeAeHI{}o apxl{BHoro AeJIa B Yuunepcltrere.

25. O6ecneqr{Baer B coorBercrBnr4 c ycraHoBJIeHHbIM nopffAKoM npLIeM, pefl4crpalll4lo,

cr4 cTeMaTI,I3aqI,IIO, XpaHeHI{e U 14 CnOJrb3O BaHI4 e AOKyMe HTO B.

26. KoHrpoJrrrpyer cBoeBpeMeHHocrb nocrynneHrfl B apxvB IoKyMeHToB, 3aKoHqeHHbIX

AenonpoIr3B0ACTBOM.

27. O6ecneqgBaer npoBeAeHr.re pa6orrr no 3Kcneprr43e UeHHocrI4 apxuBHblx AoKyMeHroB,

$OprunpOnaHnlg AoKyMeHToB B Aena nocTotHHoro I,t BpeMeHHoro xpaHeHlrt'

28. Pyxonoanr pa6orofi no cocraBneHr4ro onncefi Aen Ant repeAaqn AoKyMeHroB B

focyAapcrBeHHble apxuBbr, cocraBneHr4ro aKToB o6 yHHqroxeHHL AoKyMeHToB, cpoKI't

xpaHeHuc KoTopblx I{cTeKJIIr.

29. Bsrno.uHxrr r"pe6oBaHnfl MexAyHapoAHbIX craHAaproB ISO 9001.
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30. Co6nrolaru leficrByroulue r.rHcrpyKuHH, npr,rKa3br Lr pac[opqxeHllt no o6ecneqeHulo

oxpaHbr KoMMepqecxofi rafissr l.r l.ruofi xou$nlesUualrsoft unQoprraaUuu YHrsepcl4Tera

Aaarta.

3. flpana
Ha.{ansHr.rx oTAeJIa r(aApoB trMeeT npaBo:

l. BHocurr Ha paccMorpeHue peloopy yHuBepctlrera rlpeAnox(eHHt:

no coBeplxeHcrBoBaHLIlo pa6orrt, cgq:aHHofi c [peAycMorpeHHblMn

H HcrpyKur4eft o6q:aHHocrqMIr ;

I . I . O [ooupeHlln noAqI,IHeHHbIX eMy ornI,IqI,IBIrIlIXcf, pa6oruuroe;

1.2, O npuBner{eHr.tr{ K Marepualsuofi A 4rctryniluuapHofi orBercrBeHHocru noAt{I'IHeHHbIX

err,ry pa6oruuKoB, HapyIUHBUIHX IIpoH3BoAcTBeHHyro 14 TpyAoByFo AacUHIInI{Hy.

2. 3anparuunart or crpyl<ryprrbrx nolpa:lereunfi a pa6oruuxoe opraHI43aI{HH

aH$opr'lauurc, Heo6xoAnMyro eMy Ans BbrnoJIHeH14t cBoHX AoJI)KHocrHttx o6gsaHHocrefi.

3. 3HaKoN,rurscq c AoKyMeHTaMH, orrpeAenflIouruMLI ero npaBa u o6ssauFlocru rlo

gaHuNaaelaofi AoJI)KHocrH, Kpr,rrepur,r orleHKrd KaqecrBa ucrIoJIHeHHt AonxHocrHbIX

o6ssaHHocreft.

4. 3uaxouprrscq c npoeKTaMH peueHuft pyr(oBoAcrBa opraHlrca\Lru, Kacarctul4Ml{ct ero

nesrenbHocrl,l.

5. Tpe6oaarr or pyKoBoAcrBa opfaHH3at.1rdH oKa3aHldf, coAeftctsns, B ToM qLcJIe

o6ecneqeHus opraHr43arruoHHo-TexHr4qecKr.rx ycronnfi n o$optrllennr ycraHoBneHHbIX

AO KyM eHTOe, HeO6XOAIzMsIX AJIx HCnOJIHeHI,tq AOJIXHOCTHTX O6sgagHOoreft .

6. 14Hsre flpaBa, ycraHoBneHHbre leftcrayroutr,rM TpyAoBrIM 3aKoHoAareJIbcrBoM.

4. OrnercrBeHHocrb

Haqalrsurc orAera KaApoB Hecer orBercrBeHHocrb B cneAyrcunx cnyqatx:

L 3a Heuanlexauee HcnoJrHeHr4e vrLl HeHcnoJrHeHI4e cBoHX AonxHocrHrx o6q:auuocteft,

rrpeAycMorpeHHbrx uacroquefi AoJrxHocrHoft nucrpyruuefi, - B rlpeAenax, ycraHoBJIeHHbIx

rpyAoBbrM 3aKoHoAareJIbcrBoM Kstprut:ctcofi Pecny6luxn.

2. 3a npaeoHapyrxeHr4r, coBeprxeHHbre B npoqecce ceoefi AetreJlbHocrll, B flpeAenax,

ycraHoBJreHHbIX Aeftcreyloqutnr aAMraHLtcrparltBHrIM, yronoBHblM u rpaxAaHcKHM

3aKoHoAareJrbcrBoM Kttprst:cxofi Pecny6nnxu.

3. 3a npu.llueHue MareprzanbHoro yqep6a opraHI43aIIHI4 B rlpeAeJlax, ycraHoBJIeHHbIX

leftcrnyroutr,rM TpyAoBrrM r.r rpaxraHcKr4M 3aKoHoAareJIbcrBoM Kupruscxoft Pecnybluru.
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