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MNOJIOXKXEHHUE
00 oTaese KaApoB

1. O6mue noJio:keHUs
1.1. Otmen kaapoB (manmee - Otnen) sBiasercs 000COOIEHHBIM CTPYKTYPHBIM

nozpaszeneHreM YacTHOTO ydpexkaeHHs MpoQecCHOHATBbHOW 00pa3oBaTelbHOM
opranuzanuyn «TexHuKyM MH(OPMATHKH, S5KOHOMHKH M YIpaBIeHHs» (Hanee —
TexHUKYM) U IEHCTBYET B COOTBETCTBHH C HacTosAIUM IlonoxxeHuneM.

1.2. B cBoeili pa66Te Otnen pyKOBOACTBYETCS JEUCTBYIOIIMM TPYIOBBIM
3aKOHOJIaTeJIbCTBOM,  HOPMATHMBHO-IIPABOBBIMM  aKTaMH,  OpraHM3allMOHHO-
pacTopsiAUTENIBHBIMA JJOKYMEHTAMU TEXHUKYMa, METOJUYECKMMHU MaTepragaMu H
Hactosmm [lonoxenuem.

1.3. Otnmen kampoB, SBISAACH CTPYKTYpHBIM IOApasjeneHueM TexHUKyMa,
UMEIOIINM MpPaBO 3aBepsiTh JOKYMEHTBHI, UX KOIIMH, CIpaBKd MU T.I,, HMeEET
KpyriIylo TedaTh ¢ OOO3HAUYeHHWEM CBOEro IIOJIHOIO HaWMEHOBAaHHs, YTJIOBOU
IITaMII, & TAK)Ke LITaMII, UCIIOJIb3yEeMbIN AJIsl 3aBEPEHUS KOIIUM.

1.4. Co3panue, nuKBHaalus # peopraHuzanus Otaena OCyIIECTBISETCS
MIPUKA30M JUPEKTOpPa TEXHUKYMa.

1.5. Otnmen co3maH B IesiX YCTAaHOBJICHMSI TIOCYNAapCTBEHHBIX TapaHTHM
TPYJOBBIX IpaB U CBOOOJ Ipai[aH, CO3MaHUs OJAronpUsITHBIX YCIOBHMH TPYyJa,
3QIUTHI TIPaB U HMHTEPECOB PaOOTHUKOB M paboTomaTelns, obeclieuyeHMs IIpaBa
Ka)X70ro pabOTHUKA Ha CIpaBe/JIMBbIe YCIIOBUs TPy/a, lIpaBa Ha OTABIX, BKIIIOYas
orpaHWyeHUsi -pabodero BpeMEHH, MPEIOCTABICHUE €XErOoJHOro OT/IbIXa,
BBIXOJHBIX M Hepabouyux Tpa3AHUYHBIX [HEH, OIUIAYMBAEMOI0 €XXETOJIHOI0
OTITyCKa, paBeHCTBAa IpaB M BO3MOYKHOCTEHl pPaOOTHUKOB, COBEPLIEHCTBOBaHUS
npo(heCCHOHANIBHOM KBAIM(PUKALIUH MeIarorndeckKux U pyKOBOSIINX PAOOTHUKOB
TexHukyma.



2. OpraHu3alnHOHHAas CTPYKTYpa

2.1. OTpen KaapoOB HEMOCPEICTBEHHO MOAYHUHSIECTCS AUPEKTOPY TEXHUKYMA.

2.2. Otnmen KagpoB BO3IJIABISETCS HHCIEKTOPOM OTAeNa KaJpoB, KOTOPBIH
Ha3Ha4YaeTcs ¥ 0CBOOOXKIAeTCs OT JOJKHOCTH MPUKA30M AUPEKTOPa TEXHUKYMa.

2.3. KBanudukannoHHele TpeOOBaHUS, JTOHKHOCTHBIE OOS3aHHOCTH, NpaBa U
OTBETCTBEHHOCTh MHCIEKTOpa OTENa KaJpOB PErNIaMEHTUPYIOTCS IOJDKHOCTHOM
UHCTPYKLHUEN, yTBEPKICHHOW TUPEKTOPOM TEXHUKYMa.

2.4. B nepuoa NIUTEILHOTO OTCYTCTBUS Ha pabodyeM MecTe MHCIIEKTOpa OTAena
KaJipoB (KOMaHIUPOBKA, HETPYIOCIOCOOHOCTh, OTIMYCK U T.A.) €ro 00sS3aHHOCTH
UCITOJIHSIET JIMLIO, Ha3Ha4YeHHOe IIPUKAa30M JIUPEeKTOpa TEXHHKyMa, KOTOopoe
nproOpeTaeT COOTBETCTBYIOLIME MTpaBa U 00S3aHHOCTU U HECET OTBETCTBEHHOCTH
3a HEeHaJyIexKalllee UX UCIIOJIHeHHE.

3. ®yukuuu 1 3aaa4yu OTaesia KaapoB

3.1. Pa3paboTka KaJapoBO# MOIUTUKM U (HOpMHpPOBaAHUE KaJpOBOIO pe3epBa
TexHukymMma.

3.2. Benenue kapoBOro JIeJIONPOU3BOJICTBA B aBTOMATU3UPOBAHHOM PEXHUME.

3.3. KowmmnekroBanue TexHukyma KaapaMud pabodyux, CiIyXalllUX H
CTIeUATINCTOB TPeOyeMBbIX MPoGeCcCHid, CrielHalbHOCTEN U KBATU(PUKALIUIH.

3.4. Y4et nu4HOrO coctaBa paOOTHUKOB U CTYyI€HTOB TeXHUKyMa.

3.5. M3panme npukazoB: 0O JHWYHOMY COCTaBy, IIO0 OIUIare Tpyda, o
IIpeIOCTaBIEHHN OTITYCKOB. '

3.6. Pa3zpaboTka mTaTHOTO pacrnucaHus.

3.7. IlonroroBka MaTepHaoB JIJISl TIPeJICTaBIIeHUsI pAOOTHUKOB K IMOOIIPEHHUSIM.

3.8. [ToaroroBka MaTepuasoB M0 NPUBIECYCHUIO paOOTHUKOB K MaTepUaIbHON U
JUCLUIUIMHAPHON OTBETCTBEHHOCTH.

3.9. Yyactue B opraHu3anuy MpoBeJeHHs aTTecTaluy pabOTHUKOB TexHHUKyMa.

3.10. CocraBneHue rpadukoB OTIYyCKOB, y4e€T HMCIOJIb30BaHUS pabOTHUKAMHU
OTILYCKOB.

3.11. Odopmrenue 1 ydeT KOMaHIUPOBOK.

3.12. TaOenbHBINA yUer.

3.13. KoHTponb 3a COCTOSHHEM TpPYAOBOH IUCIUIUIMHEI, COOJIOJEHUEM
pabotHukamu [IpaBui BHYTpeHHET0 TPYIOBOTO pacHopsIKa.

3.14. TlomrotoBka TpeOyeMbIX MAaTepuHalioB W OTYETOB IO KajpaMm |
[PEICTAaBICHUE UX B BBIIIECTOSIIIUE OpraHU3allul U KOHTPOJIUPYEMBIE OPraHEI.

3.15. Benenue BOeHHO-y4eTHOW pabOTHI B OTHOIIEHUHU CTYIEHTOB TexHUKyMa.



3.16. OdopmieHre ¥ Bbifada CTYAEHUECKMX OWIIETOB, 3aYETHBIX KHIDKCK,
JIMIUIOMOB FOCYJAPCTBEHHOro o6paslia U MPUIOKEHUH, y0InKaTOB IOKyMEHTOB.

3.17. KoncynbTHpoBaHHWE  COTPYJHHKOB IO  BOIpoOcaM  TPyAOBOIO
3aKOHO/1aTeJIbCTBA.

3.18. IToBeimenue kBanupuKauy paboOTHUKOB.

3.19. O6ecrieueHue Mpas, I6IOT U rapaHThil paboTHUKOB TexXHUKyMa.

3.20. 3amprTa NepCOHANbHBIX JaHHBIX U CBEJEHWH paOOTHHKOB U CTYIEHTOB
TexHukyma.

3.21. OzHakomieHHe O(QOPMILSIIOIIMXCA Ha paboTy ¢ yClOBUSIMH Tpyla H
JIOKAJIbHBIMU HOPMaTHBHBIMU aKTaMHU.

3.22. [1oAroToBKa JOKYMEHTOB, HEOOXOAMMBIX JIJIsl HarpaxKJIeHHs pabOTHUKOB
paifoHHOTO, FTOPOJICKOr0, 00I1ACTHOIO U (enepanbHOro 3HaueHuUs.

3.23. OdopmiieHre HEOOXOIUMBIX CIIPABOK, BBIMHCOK M3 TPYIOBBIX KHIKCK U
JPYTHX JIOKYMEHTOB, CBA3aHHBIX ¢ paboTOi/00y4eHneM B TeXHuKyMe.

3.24. XpaHeHue U 3al0JHEHHE TPYIOBBIX KHUKEK U BEJICHHUC yCTaHOBJIEHHOM
JOKYMEHTallMHU 10 KaJpaMm.

3.25. IloaroroBka JOKYMEHTOB IO INEHCHOHHOMY CTpPaxOBaHHIO, a TaK JKe
JIOKyMEHTOB, HeOOXOIMMBIX JUIs Ha3HAYEHUs IeHCHH paboTHHKaM TexHuKyma.

3.26. OcyliecTBIeHHe KOHTPONS 3a BeJCHHEM JIOKyMEHTAllM{ MHPHEeMHOH
xoMuccuu TexHukyma.

3.27. KoHTpojb 3a MPOXOXKIEHHEM MEIMIMHCKOIO OCMOTpa COTPYAHHMKAMHU
TexHukyma.

3.28. TToaroToBKa M 3aKJIIOYCHHE TPYIOBBIX IOTOBOPOB U JOMOJHHTEIBHBIX
COIIallEeHU! K HUM.

3.29. [MoaroroBka OTBETOB Ha 3aIlpOChl I'OCYJapCTBEHHBIX, MYHHIMIIATBHBIX
OpPraHoB  BJIaCTH, OOIIECTBEHHBIX W  JPYIMX  CTOPOHHHX OpraHu3allu,
MpeNPHUATUR ¥ yUIpeXK/IEHHi B IIpesienaX KOMIETEHIMA PaboThl OTeNa KaapoB.

3.30. Benenue yuera JODKHOCTHBIX HHCTPYKITMN pabOTHUKOB.

3.31. IloaroroBka [DOKYMEHTOB II0 MCT€YEHHH YCTAHOBJIEHHBIX CPOKOB
TEKYIIero XpaHeH!s K c/laye Ha XpaHeHHe B apXUB.

4. IIpaBa OTtaena KajapoB
4.1. KoHTponupoBaTh COOJNIOJCHHE B OTHOIUEHWHM PabOTHUKOB TEXHHKyMa
3aKOHOJATENbCTBA O TPyHe, IPEAOCTaBIEHHE YCTAHOBIIEHHBIX JIBIOT |
IIPEeUMYILECTB.
4.2. Tpe6oBaTh U MOJy4aTh OT BCEX CTPYKTYPHBIX MoapasieieHuil TexHukyma

CBEACHU, HCO6XOI[YIMBIC JIJIS1 BBIIIOJIHEHUS BO3JIOKEHHBIX HA OTAECIT 3a1a4.



4.3. TpeboBarb mpu mpueMe Ha paboTy ¥ B JAPYrUX YCTaHOBICHHBIX
3aKkoHoJarebcTBOM  Poccuiickoit  PDenepaumu  ciy4asX, IpeIOCTaBIICHUS
pabOTHUKAMHM COOTBETCTBYIOIIUX JOKYMEHTOB (TpYJOBOM KHMXXKHU, NOKYMEHTOB
00 obpazosanuu, MHH, CHWJIC, BoeHHBbI# OuieT U ap.)

4.4. BHOCUTH NPEIJIOXKEHUST AUPEKTOPY TEXHUKyMa II0 COBEPIIEHCTBOBAHHIO
paboThI C KaJipaMH.

4.5. CaMOCTOSITEIBHO BECTH TEPEIUCKY 110 BOIpOcaM o100pa KaJpoB, a TAKKe
[0 JPYTHMM BOIIPOCaM, BXOASIIAM B KOMIIETEHIMIO OTAeNla U He TpeOyIoLUM
COTJIACOBAaHMS C JUPEKTOPOM TEXHUKyMaA.

4.6. IlpencraBUTENbCTBOBATH B YCTAHOBIICHHOM IMOPSAKE OT UMEHU TeXHUKyMa
10 BOIIpOCaM, OTHOCSIIIUMCS K KOMIIETEHI[MU OTJeJa, BO B3aUMOOTHOIIEHHSX C
rOCYyJJapCTBEHHBIMM M MYHHUIMOAJIBHBIMA OpraHamMH, a TakKe JIpYyTruMu
OpeINpUITUSIMUA, OPTraHU3aALUSIMHU, YUPEKISHUSIMH, B TOM YHCII€ areHTCTBAMH I10
HaliMy M CITy>K0aMH 3aHSTOCTH.

4.7. JlaBaTh pa3bpsICHEHUS, peKOMEHJIAMH U YKa3aHHUs I10 BOIIPOCaM, BXOISAIIUM
B KOMIIETEHIHIO OT/IelIa.

4.8. IIpoBoguTh COBEIIaHWS W Y4aCTBOBATH B COBELIAHMSIX, IIPOBOAUMBIX B
TexHUKYME IO KaJpPOBBIM BOIIPOCAM.

4.9. ITognuceiBaTh U BU3UPOBATH JOKYMEHTHI B IIpeeIaX CBOCH KOMIIETEHIIUH.

4.10. 3HAaKOMHUTCS C TPOEKTAMHU PEIIEHH PYKOBOACTBA, KACAIOIIMXCA PabOTHI
Otnena.

5. OrBeTcTBeHHOCTHL OTACIA KAAPOB
Otnen kaxpoB HeceT OTBETCTBEHHOCTS 34

5.1. CoOmronenue COOTBETCTBYIOIIETO JIEUCTBYIOLLIETO TPYZOBOTO
3aKOHOJIaTeJIbCTBA, B TOM qucie HOPMATUBHO-TIPABOBBIX  aKTOB,
pPEerIaMEHTUPYIOIIUX  JesiITeIbHOCTh  OTAeNa KaipoB, YcraBa TexHHKyMa,
JIOKaJIbHBIX HOPMAaTUBHBIX aKTOB OPraHU3aLIUU.

5.2. OpraHu3anuio onepaTMBHON U Ka4Ye€CTBEHHOW MOATOTOBKH M UCIIOJHEHHUS
JIOKYMEHTOB, BEJIEHUE JIeJIONPOU3BOJICTBA B COOTBEICTBUU C JACHCTBYIOIIMMHU
MpaBWJIaMU U UHCTPYKLUSIMH.

5.3. BeneHue u npejicTaBieHre B CPOK OTYETHOCTH I10 KaJpaM U CTyAE€HTaM II0
YCTaHOBJIEHHBIM ()OpMaM U CpOKaM.

5.4 CoOnrofieHre He pasrjalleHus IMePCOHANBHBIX JIAaHHBIX pPabOOTHUKOB U
CTyZeHTOB TexHHKyma.

5.5.JloctoBepHOCTH BhIIaBaeMON UHPOPMAIIUH.



6. 3ax0unTeIbHBbIE MOJIOKEHH S

6.1. IlonoxxeHue BcTymnaeT B JeUCTBUE C MOMEHTA yTBEP K ACHUS.

6.2. Msmenenus u jgomnonHeHUs B Hacrosiniee [lojoxeHne NpUHUMAIOTCS Ha
3acenanuu lleparornueckoro coBeTa TEXHHKyMa M YTBEPXKAAIOTCS JUPEKTOPOM
TEXHUKyMa.

6.3. Cpok pneWlcTBUsI JaHHOTO TIIOJIOKEHUsST He orpaHuueH. llonoxxeHue
JNEUCTBYET A0 IPUHSTHS HOBOTO.
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