HerocynapcTBenHoe o0pasoBaTelbHOe YyupexaeHHe BbiclIero npo¢eccHOHAaNLHOrO
oGpasoBaHus '"'AaTafickuii  IKOHOMHMKO — wpuinyecknit  uHeruTyr"  (ADIOW)

(nvuersus QenepanbHoit cyx0bl Mo HAI30PY B cepe o0pazoBanus U Hayku oT 19.06.2014 r. pernctpatontbii Ne
1028 cepus 90JI01 Ne 0001100, cBMAETENLCTBO O rocyaapCcTBeHHOM akkpeautatnn DepepanbHoii ciyxGul Mo
Ham3opy B cepe obpazoBanms u Haykn oT 17.02.2010 r. peructpaunonusiii  Ne 0206 cepus BB Ne 000208)

np. Kpacnoapmeiickuii, 108, r. Baphayn, Anraiicknit xpaii, Poccus, 656015, Tem: (3852) 62-66-86,
dakc: (3852)24-75-24

E-mail: institut@aeli.altai.ru http://www.aeli.altai.ru

OKIIO 36998907, OF'PH 1022200906012, UHH/KITIT 2224025929/222101001, OKTMO 01701000001

Pextop HerocynapctBeHHOTO
00pa30BaTeIBHOTO YUPE)KAEHUs! BBICIIETO
2Oro 00pasoBaHus

2
¥4 'R
‘.g \

TETIaHOB

[13

2014 r.

IMOJIOKEHHUE Ob OTJEJIE KA/IPOB

1. OBHIME MOJIOXXEHWA

1.1. Otmen xamopoB (manee — Ortaen) sBngercs 000COONEHHBIM  CTPYKTYPHBIM
nozapasaeneHuem Mincruryra (nanee — UHCTHTYT).

1.2. OTzen co3naercs v TUKBHAUPYETCH NpuKazom pekTopa MacTuTyTa.

1.3. OTaen HENOCPEACTBERRO NMOUNHAETCS peKTopy MHCcTUTYTA.

1.4. Otzen B cBoeli IESITENBHOCTH PYKOBOACTBYeTCst TpyIOBEIM KoZeKcoM Poccuiickoi
Gepepauyn, IPYTHMH HOPMATUBHBIMM NIPABOBBIMH aKTaMHM, COAEPXALMMH HOPMBI TPYI0BOTO
OpaBa, a TaKKe HOPMATHBHBEIMH METOJAWYECKUMM MOKYMEHTAMM IO BEASHHIO KaapOBOTO
JeJIONPOH3BOJICTBA, ycTaBoM MHCTHTYTa, a Takke HacTodwiM llonoxeHnem.

1.5. KanpoByro cnyx0y BosriaBiasier HavdanbHHK OT/AENd KajgpoB, Ha3HAUaeMbId Ha
JODKHOCTE M OCBOOOXKAAEMBIH OT ZOMMHOCTH MpUKazoM pekropa Mucruryra.

1.6. Ha momxHOCTE HayaJIbHMKa OTZE]A KaJpOB HA3HAYAETCs JIMIO, MMEIOLIEE BbICIIEE
IOPUANYECKOE HITH SKOHOMUYECKOe 00pa3oBaHKe.

1.7. Ctpykrypa u wrar Otaena yreepxaaercs Pexropom MHcTHTYTA.

1.8. JHomxuocTHEIE 00s13aHHOCTH paboTHIKOB OTHe1a yCTaHABIHBAIOTCA NOKHOCTHEIMH
UHCTPYKIHAMH.

2. OCHOBHBIE 3AAYN

2.1. Hoabop u paccTaHoBKa Kaapos.

2.2, Y4eT Nu4YHOro cocTaBa i BEACHHE KaJpOBOH JOKYMEHTAIIUH.

2.3. KOHTpoab COONMOACHNS AUCHUIIIIMHBI TPYAd.

2.4. [loBblineHue KBanudukanuu pabOTHHUKOB.

2.5. lIpoBenerue aTTecTallum.

2.6. @opMupoBaHUE KaJpOBOro pe3epaa.

2.7. KoHTponb COOMIOACHUS TPYIOBBIX ¥ COLUAIBHBIX NTPaB pabOTHUKOB.

2.8. Tlopnepxkanue M YKpeIJIEHHE TMOJOXKHTEIBHOrO COLMAIBLHO-ICHXONOTHYECKOr0
Knumara B MHCTHTYTa, npenynpex/ieHne TPYAOBBIX KOH(GIHKTOB.



3. ®YHKILHNHA

3.1. Onpenencaue TeKynieH IOTPeGHOCTH B Kaapax, aHANIM3 TEKYYECTH KaJPOB.

3.2. Tlonbop nepcoHana COBMECTHO C pYKOBOAMTENSIMH  3aMHTEPECOBAHHBIX
noJpas/IE;IcHUN.

3.3. Pa3pa0oTKa ITAaTHOrO pacrucaHus.

3.4. JlokyMEHTHpOBaHUE pHeMa, NEPEBOJa, yBOJAbHEHMS pAOOTHHKOB.

3.5. Ilpuem, 3anosiHeHHE, XpaHEHHE U BbIaya TPYJIOBBIX KHIDKEK.

3.6. Benenne yuera NAYHOTO cocTaBa pabothHrkoB MHcTHTyTa, 0odOpMiIcHHE JIMYHBIX
Aen, HOATOTOBKA U BbiAaya 1o TpeOOBaHMIO pabOTHHKA CIIPABOK U KOMHH JOKYMEHTOB.

3.7. JloxymeHTanbHOe 0pOpMIICHHE CITYKeOHBIX KOMaH/AHPOBOK.

3.8. CocraBnenue rpaduka OTHYCKOB M YHET WCHONL3OBAHMA OTHYCKOB, a TAKXKE
oopMIIEHNE OTILYCKOB B COOTBETCTBHM C IPafHIKOM OTIIYCKOB.

3.9. Benenne ygera paGortarolx B HCTUTYTe BOCHHOOOS3aHHBIX.

3.10. IloaroroBka MaTepHalloB sl IPEACTABICHUS PAGOTHHKOB K TOOLIPEHUSIM.

3.11. TIoAroTOBKA MAaTepHaioB IO TIPMBIEYEHUIO PabOTHUKOB K MaTepHaNbHOH |
JUCLUILIMHAPHON OTBETCTBEHHOCTH.

3.12. BeinoJHEHHE 3aMpOCOB O TPYAOBOM cTaxe PAaGOTHHKOB, paHec paboTaBLIMX B
HUucTutyTe.

3.13. Oprannsanus u ygacrue 8 aTTecTaidi paGoTHUKOB.

3.14. ®opmupoBanHe KaapOBOTO pe3epBa AJ  BbIABWKEHHA Ha PYKOBOASINYE
JOJKHOCTH, COCTABICHUE MJIAHOB PAa3BUTUS COTPYAHUKOB.

3.15. CocraBnenue NIaHOB MOBBLILICHUS KBATHUKAIUH pabOTHUKOB.

3.16. Opranuzauus tabebHOro yqera.

4. [TPABA

Ot1aen uMeeT npaso:
4.1. TlonyyaTe OT CTPYKTYPHBIX mozpasaencHuii MHcTUTyTa HOKYMEHTBHI, HEOOXoOUMBIE NS
0GOpMIIEHNS IPUEMA, IEPEBOA, KOMAHAVMPOBAHUS, OTIIYCKA H YBOJIbHEHHs pabOTHHKOB.
4.2. Japath B TpeJieslaXx CBOCH KOMIIETEHHUMH YKa3aHHSd CTPYKTYPHBIM [OJpa3Ae/cHHIM
WacturyTa no noadopy, y4eTy, pacCTaHOBKE H IIOATOTOBKE KaapoB.
4.3. BHOCHTB nOpENIONEHHUS PYKOBOACTBY MHCTATYTZ NO COBEPIICHCTBOBaHMIO paloTHl ¢
Kajapamy.
4.4, YIocToBepsTh IOPUANYECKYIO CHJIY JOKYMEHTOB [0 JIHYHOMY COCTaBY, BbIOaBaGMBIX
paborHukam MHCTHTYTA.
4.5. KouTponupoBsaTtk B CTPYKTYPHBIX noapaszaeneHuax VHcTuTyTa cobntofeHne B OTHOIEHHH
pabOTHHKOB TPYIOBOTO 3aKOHOIATC/IBCTBA, MPEAOCTABJICHHE YCTAHOBJICHHBIX JILIOT |
KOMITEHCALUH.
4.6. IlpencTaBuTENLCTBOBATh B YCTAHOBJICHHOM MNOpsSAKE MHTEepechl VIHCTHTYTa 110 BOIpocam,
OTHOCALMMMCA X KomnereHuuy Ortaena, BO B3aHMOOTHOUIEHUSIX € [OCYIapCTBEHHBIMH H
MYHHLIMOANEHEIMA ~ OpTaHAaMM, & TaKKe JIpYTUMH [NPEAUpUATHIMH, OpraHM3auusaMH,
VUPEKACHUAMUL.
4.7. TlpoBoauTh COBELIAHMS U YYacTBOBATh B COBEIAHWSX, MPOBOAMMBIX MHCTHTYTOM, MO
BOIIpOCaM, OTHECEHHEIM K KomnereHuuu Orxena.

5. OTBETCTBEHHOCTbD

5.1. OTBEeTCTBEHHOCTh 3a HamNeXalulee H CBOEBPEMCHHOE BbINONHEHUe OTaenom
byHKUMH, MpeaycMOTpeHHbBIX HacTosIuM [lonoxkenueM, HeceT HaUYaNbHUK OTAENA KaXPOB.

52. Ha wavanbHWKa OTHeNa  KaxpoB  BO3JAaraeTcs  OTBETCTBEHHOCTH  3a:
5.2.1. Oprann3annio OnepaTMBHOW M KaYeCTBEHHOW NOATOTOBKH W HMCHONHEHHS JOKYMEHTOB,
BeJIEHUE JENIONPOU3BOACTBA B COOTBETCTBHH ¢ AECHCTBYIOUIMMU IIPABUIAMH U MHCTPYKUMAMY.

5.2.2. Cobmonenue corpyasuxkamMu OTAeNa TpyA0BOK JUCIUIUIHHEL

5.2.3. Obecrnieuenne COXpaHHOCTH UMYLIECTBA, HAXOAAILETOCS B ToMelleHusx Otaea, H
co0:1I0IeHHE NIPABUIT NTOXAPHOH 6e30NacHOCTH.



524. CoorgercTBue  AeHCTBYIOIIEMY  3aKOHOJAATENBCTBY — BH3HPYEMBIX UM
H3roTaBNuBaeMplXx OTAENOM TNIPOEKTOB NPHKA30B, HHCTPYKLIHH, TOMOXKEHWH U APYrHX
JOKYMEHTOB.

5.2.5. OtercTBEeHHOCT COTpYyOHHKOB Or/ena KajpoB YCTAHABIMBAETCA HX
JOJKHOCTHBIMU HHCTPYKLHSAMH.

6. BBAMUMOOTHOIUEHUS. CIYXXEBHBIE CBA3U

Jns BelosIHEHHS PYHKUMIA M peat3alyy 11pas Kaaposas cnyx0a B3anMo/IeiCTBYeT:

6.1. Co BceMu CTpYKTYpHBIMH nogpasieneHusMy MHCTHTYTa M0 KaAPOBBIM BOIMPOCAM.

6.2. C ropuayyecKMM OTAEIAOM — Uil NOJydYeHHA HHGOpMaUuH 00 H3MCHEHHAX B
JICHCTBYIOUIEM 3aKOHOJATENBCTBE M TIPAaBOBOrO obecriedeHWs] NMpPH MOAFOTOBKE KaJpPOBBIX
IOKYMEHTOB.

6.3. C Oyxranrepueil — o BONpocam oILIaThl Tpya, a TAKXKe A/ NPEeAoCTaBAeHUS KO
NpHKAa30B © IMpHeMe Ha paboTy, YBONbHEHHH, TNEPEBOJE, OTIYCKE, KOMAaHIAMPOBAHMM,
MOOILLPEHUH, NIPUBJICYCHUH K MaTepHaJIbHOH OTBETCTBEHHOCTH.

6.4. C uadopManiuoHHO-TeXHHYEeCKUM OTIesIoM MHCTHTyTa — 110 BonpocaM o0ecrieueHus
Otzaena oprasn3aiioOBHO-BHIMUCIHTEILHOH TEXHNUKOM, €€ JKCIUTyaTallul ¥ PEMOHTA.,

7. IOPSIJIOK BHECEHUS U3BMEHEHHWI 1 TIOTIOJIHEHHHA

7.1. W3menenus u pomonHenus B llosokeHue BHOCATCS MNPHKAa3OM peKTOpa MO

npescTaBiIeHUIO Hauansuuka oTaena xaapos. '
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