OOKYMEHT NMOANMMCAH
QNEKTPOHHOM MOANNCHIO

CepTudumkar: 73B9CF1A4C465EB1959D19C4BD53310E
Bnapeneu: MNpuropbesa MapuHa BnagumuposHa

[encteutenen: ¢ 15.12.2022 po 09.03.2024

.

J

Munucrepcrso o6pasoBanunsin Hayku Kys6acca

I'ocynapersennoe GioakeTHOE NpodeccHonabHOE 00pa3oBaTeIbLHOE yupeKaeHue

ToMb-YcHHCKHIT SHEPrOTPAHCIIOPTHBIIH TEXHHKYM

& B rpuropbeaa

=R :".:.'

MOJIOKEHHUE OB OTAEJIE KAJIPOB
I'BIIOY TY OTT
CMK IICII- 05-2023

[TPUHATO
[Tpukazom I'b [TOY TY OTT
Ne 124/a ot 27.08.2023r.

Mbicku 2023



%T [TOJIO’)KEHHME OB OTIEJIE KAJIPOB

IBNOY TY DTT

CMK IICI1-05-2023

H3menenue:

JlaTta eenenus: 27.08.2023r

cTpanvua 2 w3 7

SR SN R e e

COJEP’)KAHUE

Hasnauyenue u o6.1acTh npuMeHeHus
O0mue noioxeHust

Henu u 3apaun

DyHKUHH

IIpaBa

OTBeTCTBEHHOCTE

Ciy:ke0Hoe B3auUMO/1elicTBHE
Hndopmannonuslii auer

JInct BHeceHUsI H3MeHeH il

SN R WWWW
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1. Hasna4yenue u 06;1acTh NpHMeHEeHHsI

1.1. Hacrosimee Ilonoxkenue npeacrapiser co60i HOPMaTHBHBIN IOKYMEHT, periaMeHTHPYIOIIuUii paGoTy
OTZena KaJipoB.

1.2. Hacrosmee TlonokeHne oTHOCHTCS K 4YMCIIy OpraHM3alMOHHBIX JA0okymeHToB I'B TIOY TY OTT u
ABJISIETCS 00513aTEbHBIM K IPUMEHEHHIO OTIETOM KaZpoB.

1.3. Hacrosiiee nonoxenue pa3paboTaHo ¢ y4eTOM HOPM TPYI0BOr0 3aKOHOAaTe/bcTBa PO,

3.1,

3.2,

4.1.

4.2.
4.3.
4.4.

8.3
5.4.
s
5.6.

a1,
5.8.

5.9.
5.10.

Sl

5.12

2. O6uiue noJ1oKeHHs
Otaen KafpoB ABIAETCA CaMOCTOSTENBHBIM CTPYKTYPHBIM MOJpa3fie/ieHHeM TEXHHUKyMa, KOTOPOE
MOYMHAETCS HEMOCPECTBEHHO AUPEKTOPY TEXHUKYMA.
Cospanue, NUKBMJALUMA U pEOpPraHu3alMs OTAeNa KaJpOB OCYILIECTBJISETCA MMPUKA30M AUPEKTOpA
TEXHUKYMa.

3. Hean u3agaun

Hens:
Opranuzauus no obecneyeHuIo noabopa, pacCTaHOBKK KaApPOB, OLEHKH MX KBATU(PUKALUH, THUHBIX
U JIeNI0BBIX KQUeCTB.
3axaum:
Vet kagpoB paGOTHUKOB U 00YYaIOLIUXCS TEXHUKYMa.
KoHTpose npaBUABHOCTH UCTIONB30BaHUS PaOOTHUKOB B MOAPa3Ae/ICHUSX MPEANPHSITHS.
Cospanue kaJpoBoro pesepsa.

4. OyHKUHH
VYuer nu4HOro cocrapa paboOTHUKOB M 00YYaIOIUXCSA TEXHUKYMA.
CBoeBpeMeHHOE O(OpMIIEHHE TMpUeMa, MepeBoiia U YBOJbHEHUs PaOOTHUKOB B COOTBETCTBUH C
TpYAOBEIM 3aKOHOJATe/ILCTBOM P(D, MOJIOKCHHUAMH, HHCprKHHHMH, pacnopﬂ}l{eHHaMH H
NpUKa3aMu PYKOBOJUTES TIPEANPUATHS.
XpaHeHue W 3arojHeHUe TPYJOBbIX KHMKEK paOOTHHKOB, MPEJOCTaBICHUE CBEICHUI O TpyIOBOI
AEATeIbHOCTU B IEHCHOHHBIH ony PO.
Benenue xapoBoro Aenonpou3Bo/ICTBa MO pabOTHUKAM U 00YUYAKOIIMMCS TEXHUKYMA.
TaGenbHbI# yyeT, cocTaBICHUE U BBINIOMHEHHE IPa(MKOB OTIYCKOB.
CocraBnenue M Be[eHHWE YCTAHOBJICHHOW OTYETHOCTH I10 y4YeTy JIMYHOTO COCTaBa TEXHHKyMa, ero
nojpasjaencHuii U pabore ¢ Kampamu, oOyvyarolMXcs TEXHUKyMa, a Tak)Ke WHOW IMOMECAYHOMH,
eXeKBapTalbHOM, FOJJOBOU OTUETHOCTH.
@opMHUpOBaHHE U BEICHUE JIMYHBIX Jie] pabOTHUKOB, 00y4aloUXCsl, BHECEHUE B HUX U3MEHEHMH.
[ToarotoBka HeOOXOAMMBIX MaTepHaIOB 1A KBAJIM(UKALIMOHHBIX, aTTECTAllHOHHBIX U KOHKYPCHBIX
KOMMCCHIA,
KoHTpoJb CpOKOB aTTecTallMy Npenoaasareiie.
KoHTposb 3a MCHOJHEHWEM PYKOBOAMUTESMH IOJApA3JCIeHUi TMPUKA30B M PACIOPSIKEHUHN 110
padoTe C IMYHBIM COCTaBOM.
M3yueHune ABHIKeHMS KaJpOB, aHAIN3 TEKyYeCTH KaJpoB, pa3paboTKa MEpONpPUATHH U yCTpaHEHHE
TEKY4€CTH Ka/poOB,
Ananmu3 cocraBa paboyMx, [ENOBBIX KauecTB CIELUATMCTOB C LENbI0 WX paluoHalbHOIOo
HCIOJIb30BAHUS.
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. [loBeimenue 06pa3zoBaTenbHOTO, KBATU()UKALMOHHOTO YPOBHS paGOTHUKOB.
. Pabora o cozganuio pesepsa crielraaucToB.
[IpeaoxeHus no yay4mIeHHIO UCIIOJb30BaHUs M PACCTAHOBKU pabounX KaJpoB.

. [logroroBka MaTepHanoB 1jist NpeCTaBIeHHs K NOOLIPEHUIO U HArPAXKICHHIO.
. [lpuHsATHE MEpP MO TPYI0YCTPOUCTBY BBICBOGOKIAEMBIX PaGOTHUKOB.

. Opranusauus KOHTpPOJIS 332 COCTOSHUEM TPYAOBOM AMCLMIUIMHEL ¥ PaBU/ BHYTPEHHEro TPYIO0BOTO
pacrnopsiaka.

. Bbljla4a cnipaBok U cBeJEHUIi 0 TPy JOBOH AEATENBHOCTH pabOTHUKOB.
. Beitaua Heo6X0AMMBIX CIIPABOK 00 00yYaloIUXCs TEXHUKYMA.
. Benenne paboTel Mo opraHu3aluy BOMHCKOTO yueTa pabOTHUKOB U 00yYaloIMXCsl TEXHUKYMa.

. [Iposenenne paboTel M0 OOHOBIEHHIO HaYYHO-METOJUUECKOr0 obecrieueHus KajpoBoil paboTel, ee
MarepuanbHON 6a3bl, BHEJPEHUIO COBPEMEHHBIX METO/IOB yIPaBICHUS KaJpaMu ¢ HCI0JIb30BAHUEM
ABTOMATH3MPOBAHHBIX CHCTEM M aBTOMATH3MPOBAaHHLIX pabouyux MecT pabOTHHKOB KaJpOBBIX
ciyx0, co3aanui0 OaHKa MaHHBIX O MepCoHae MPeANpUsTHS, ero CBOEBPEMEHHOMY MOTMOIHEHHIO,
OMEpaTHUBHOMY TpPEJACTaBICHUIO HEOOX0AMMOH HH(OPMALIUH T10JIB30BATEISM.

[ToaroroBka TOKYMEHTOB 110 MCTE€YEHHWH YCTAaHOBJICHHBIX CPOKOB TEKYINEro XpaHEHHs K cjiade Ha
XpaHeHHe B apXMB.

5. IlpaBa
KoHTposnpoBaTh COCTOAHME TPYA0BOH NMCLMILIMHE! B 10pa3/ieNeHUsX TEXHHKyMa U COOTI0IEHHE
paboTHUKaMU NIPaBUJ BHYTPEHHETO TPYIO0BOI0 PacopsaKa.
3anpaiiuBate OT NMOJAPA3NENCHUN TeXHHKyMa Ipe/ICTABICHUS CIPaBOK, JAHHEIX, OTUETOB, MHOM
uH(opMaLK, HeOOXOAUMBIX VISl OCYILECTBICHHS OTAEIOM CBOEHt HeATEIbHOCTH.
JlaBaThb yKkaszaHusi MojpasjelieHUsM TeXHHKyMa IO BOMPOCAM, OTHECEHHBIM K BEIECHHIO OTAENa
KazipoB.
BHOCHTE Npe/ioKeHUs: pyKOBOAUTENSIM TOJApa3feNeHuit M0 yIydllIeHHIO KaJpoBoi pabGoThl Ha
NpEATNPUATHH,
KonTponupoBats HCHOJIHEHHE PYKOBOAMTENAMH TMOJpa3fiefieHUil 3aKOHOMATEbHBIX aKTOB M
MOCTAaHOB/ICHUH [PaBUTE/LCTBA, TOCTAHOBJICHHH, IPHUKA30B W PACHOPSKEHHH pPYKOBOAHMTENA
TEXHMKYMa IO BOMpOocaM KaJpOBOMH MOJUTHKH U pabOTEI ¢ MEPCOHAIOM.
Konrponuposate  coOmojeHuMe MNpaBUll  TPYyJOYCTPOUCTBA,  YBONBHEHHs, MepeobydeHus
BLICBOOOXKIAIOILMXCA paOOTHUKOB, NPEIOCTABICHUA UM YCTAaHOBJICHHBIX JIBFOT U KOMITEHCALHHA.
B3anMo/ielCcTBOBATE CO CTOPOHHUMM YUPEKJEHHSIMH [0 PELICHUI0 BOTIPOCOB MPOU3BOACTBEHHOM
AestenbHocTH  (LleHTp 3aHATOCTHM HaceneHus ropoja, OtTheneHHe BOEHHOro KoMuccapuara,
Orpenenue neHCHOHHOTO GoHAA, 0T CTATUCTUKK) BXOZALIME B KOMIIETEHLIHIO OT/ENa KaJpoB.

6. OTBETCTBEHHOCThH
PaboTHUKH OTAena KaJpoB HECYT OTBETCTBEHHOCTh B COOTBETCTBHH C ACHCTBYIOIIMM

3aKoHojaTenscTBOM P® B mopsake ¥ oOBeMe, YCTaHOBJIEHHEIX COOTBETCTBYIOIIMMH JOJKHOCTHEIMU
MHCTPYKLHMAMH:

3a KaUeCTBO M CBOEBPEMEHHOCTH BBIMOJIHEHUS BO3JI0JKEHHBIX HacTosmuM [Tonoxenuem 3anad;

32 HEMCIOJIHEHHE NPUKA30B, PaCTIOPAJAUTEILHBIX TOKYMEHTOB;

3a HeoOecreueHue coO0IeHUs TPYJOBOM U HCTIOMHUTENbHON JUCLUIIIAHEL;

3a HEMPUHATHE Mep TI0 BEIABICHHUIO HApYIIEHUI TPy IOBOH JUCIUILIMHEL, TEXHUKH 0€30MacHOCTH.



MOJIOKEHUE OB OTJIEJIE KAJIPOB CMK I1CI1-05-2023
' IOV TV OTT

Hamenenue: ; [Jlara Benenus: 27.08.2023r cTpanvua 5 w3z 7

7. CayxebHoe B3aHMoOJelicTBHE

7.1. Co Bcemu oTAenaMHu U MPOU3BOACTBCHHBIMH [10JPa3CIICHUAMA TEXHUKYMA 110 BOIIPOCAM MOJIyHYEHHA:

[ ]

3aJaHUi 10 KOMIUIEKTOBaHMIO KaJApaMu pabGo4yMX M crenuanuctoB TpeGyeMbIX mnpodeccui,
crielajbHOCTeH U KBaU(pUKaLuy;

TNpeIoxKeHni Mo GopMUpoBaHuUIO rpadKa OTIYCKOB;

XapaKTepPUCTHK Ha COTPYAHUKOB;

uHpopMauuKM 0 HapylleHuH PaGOTHMKaMH MOApa3feleHHsl TPYAOBOH JMCLMILIMHBL, TIPABHII
BHYTPEHHEr0 TPYI0BOr0 pacropsika, KOJUIEKTUBHOIO J0roBOpa;

OOBACHUTENBHBIX 3aMMCOK OT HapylIMTeNneil TPYAOBOH AWCUMIUIMHBI, MMPAaBHJ BHYTPEHHErO
TPYAOBOIO pacropsaka;

TabeJb yueTa pabouero BpeMeHH MO M0Ipas3ie/IeHUsIM;

3asBOK Ha MpUeM paboumX M CIIy’KallX.

ITo Bo [pocam TnpeacTaBICHUs:

rpauka oTMnycKOB;

KOIHIi MPUKA30B O TPYAOBOM IeATEILHOCTH pabOTHUKOB;
pe3yJbTaToB aTTeCTalluH;

KOITMM MPUKA30B 00yYaloLMxcs;

CBEJICHHUS O HAPYLUEHUH TPYIOBOH AUCLUILIHHEL,
H3MEHEHUs MPaBUJ BHYTPEHHEr 0 TPYI0BOTO pacropsiaka.

C otnenom 6yxramepnu o BOIIpocaM IOJTYUCHHUA:

JIOKYMEHTOB 0 3apa00THOM niarte pabOTHUKOB U1 0pOPMIIEHHS MTEHCHH;
Bblla4H COOTBETCTBYHOIHX CIIPaBOK.

Ilo BOIIpOCaM MNpEACTaBJICHHA:

Tabens yyera paboyero BpeMeHH;

KOTHMH MMPUKA30B O NPUEME, NIEPEMELLEHUH, TIEPeBOIe, YBOJIEHEHUH paOOTHUKOB TEXHUKYMa;
[IPOEKTOB [PHKa30B O MpUeMe, MEpEeMELICHUH, TMEepPeBOAe, YBOJbHEHHH MaTepuaibHO-
OTBETCTBCHHBIX JIHILL,

rpaMKa OTIyCKOB;

00JIbHUYHBIX JIUCTOB;

KOIMHH NpPUKa30B 0 MaTepHaIbHOM MOOLIPEHHH.

C OPUIWYECKUM OTACIOM IO BOMpOCaM IOJTYUCHHA:

3aK/IH0UYEHHH, KOHCYIbTALMii MO MPaBOBBIM BOTIPOCAM;

pa3bsACHEHHUIT JEHCTBYIOIIEro 3aKOHOIaTe/IbCTBA, B TOM YHMCIIE TPYIOBOTO MpaBa;

3aKJIOUEHUI 0 COOTBETCTBUU JICHCTBYIOIEMY 3aKOHOJATENbCTBY MPEJ0CTaBIEHHBIX Ha TIPAaBOBYIO
JKCIIEPTH3Y NOKYMEHTOB,

00001EHHBIX Pe3Y/IbTATOB PACCMOTPEHUS CYJaMH TPYAOBBIX CIIOPOB.

Ilo BOIIpOCaM IpeACTaBJICHHA:

MPOCKTOB NOKYMCHTOB, B TOM HHMCJIC NMPOCKTOB MNPHUKa3oB O IpHEME, MNEPEMEIIECHHH, IIEPEBOIC,
YBOJIbHEHHU PaGOTHUKOB TPEITPUSTHS, HA TIPABOBYIO IKCTIEPTH3Y U /151 BU3UPOBAHUS;
3aMpPOCOB I10 MPABOBBIM BOIPOCAM.

C pyKoBOAMTEIEM TEXHUKYMa 10 BONPOCAaM MOSY4YEHHUA:

pacnopsKeHHl, MPUKa30B, UHCTPYKLMMH, YKa3aHUii.
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[To Bonpocam npeacTaBieHus:
® JI0OKyMEHTOB Ha MOJMHCE, Ul yTBEPKACHNUS, HCXOAsIel nH(OPMAaLMHU, OTBETOB Ha 3alPOCH.
C yueGHO# 4acThO MO BONPOCAM MOJTyYEHHUS:

® JIOKyMEHTOB,
obyuarommuxces.

1. PASPABOTAHO

Kacaroluxcs  TpyaOoBOi

JEATCIIBHOCTH

NneJaroru4yeckoro

8. ”THOOPMAITMOHHBIN JINCT

nepcoHana u

JomKxHOCTh DOHO [Tonnuce JHata
CIELIMAJIUCT T10 [IIATTOBAJIOBA EJIEHA
KAJIPAM CEPIEEBHA W 1% 63 2PES
2. KOHCYJIbTAHTBI
JIOKHOCTE DOUO [Topnucs  _— Jlata
JIUPEKTOP I'PUTOPBEBA MAPHHA :
BJIAJIMMUPOBHA AFX LS AL S
3. COI'JJACOBAHO
JomxHocTh DHO Ilonnuce Hara
IOPUCKOHCYJIbT [JIYXOBA AJIEHA g - ;
AHJIPEEBHA GeewsS #Z of #OR 3

4. BBEJIEHO B IEMCTBUE (OcHoBanue: co THS yTBepKaeHHs qupekTopom I'b TIOY TY
OTT 27.08.2023r., npuka3 qupekropa Ne 124/a or 27.08.2023r.)

5. CIIMCOK PACCBIJIKH

KOHTpONBHBIE 3K3EMILIAPHI JOKYMEHTA:

- OTZEJ Ka/IpoB.
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9. JUCT BHECEHUS U3MEHEHUI
Howmep Homep u nara Hara nonyuenus Y071HOMOYEHHBIH 110 KayecTBY
U3MEHEHHUsl | pacropsauTe/IbHOro JOKyMeHTa 06

JAOKYMCHTa 0

BHECEHUH MU3MEHEeHMUIt
B [ICI1

HW3MEHEHUAX/BHECEHUS
M3MEHeH Uit

CTPYKTYPHOTO
Mo/ipazieJIeHUs /U0, BHOCSIIEEe

usMeHenus B I1CII

PO

IMoanuce
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