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1. OBLIHE ITOJOKEHHA

Otnen kagpoB ABNAeTCA CTPYKTYPHBIM MOZpasdeNieHMeM WHCTUTYTAa, He HaAeNeHHBIM
MPaBOMOYHAMHU IOPUAHYECKOTO JIHLIA.

B cBoeil aesTenbHOCTH oTaen kagpos pykosoacTeyetcd TK P®, YerasoM By3a, HACTOALIHM
IMonoxkeHneM u NpUKa3aMu, pacmoPsHKEHUAMH JTHPEKTOPA.

Ortnen kagpos B cBoel paboTe HEMOCPEACTBEHHO MOAYHHAECTCS AHPEKTOPY.

HavanbHUK oTAeNa KaapoB Ha3HadaeTcd W OCBOOOkKZAeTcA OT AOMKHOCTH MpPHKa3oM
aupekTopa. PabOTHHKM oTHmeNna HasHa4alTCad H OCBOOOKIAIOTCA OT AOJKHOCTH MPUKA3oM
OUpPeKTOpa HHCTUTYTA MO MPEeACTABICHHIO HadalbHHKA OTAENa.

HavanpHUK OTAENa KaApOB HECET BCK) IMOJHOTY OTBETCTBEHHOCTH 32 KA4eCTBO H
CBOEBPEMEHHOCT BBIMIOIHEHHA BO3JIOKEHHBIX HA Hero HacTosaumM [oaoxeHnem QyHKIuiA.
OTanen KaApoB UMEET KPYIUIYIO MeuaTh ¢ HAHMEHOBAHHEM OTAENa H BBICIIENO yuebHOro
3aBCHNCHHSA, HaXO,[lﬂl.Ll}"I'OCH B paCHOpﬂ}KeHHH Ha4dYaJIbHHKA OTACIA KaﬂpOB‘

B cBoeli mesaTenbHOCTH OTOEN KaapOB PYKOBOACTBYETCH:

- Konctutyuuen Poccuiickoi ®deaepauni;

- TpynosbiM KogekcoMm Poccuiickoii denepauny;

IMoaoxeHue 0b oTnene kaapor 3abalikanbCKOro arpapHOro HHCTHTYTA —
¢umana ®I'bOY BO «HMpkyTckuii rocyaapcTBeHHbIH arpapHbIii

Bepeun: 03 YHUBEpCUTET UMeHH A. A ExXeBCKoro» Cmp. 2u3 7




- penepaneueMu 3akoHamMu Poccuiickoii @enepauny;

- YKa3aMU U pacniopsskeHuAMH [IpesunenTa Poccuiickoi ®enepauniy;

- NOCTAHOBJICHHAMH H PAaCOpsAKCHHAMH IMPaBHTCNBCTEBA Poccuiickoii CDenepauHH_;

- TpHKa3aMu U pacnopsskeHusIMH MUHHCTepcTBa oOpasosaHus Poccuiickoit @epepauu;

- IpUKa3aMH H pacriopskeHuAMH MUHHCTepCTBa celbCkoro xosdiictea Poccuiickon Pe-

Aepanyu;
- Ycrasom Hpl'AY;,

- IlonoxeHuaMu: o nopAIKe 3aMCLICHHA JOJKHOCTEH HAaY4YHO-MCAArOrH4cCKore CoCraea

3a6AH, o6 onnare Tpyaa, 0 BeICIIEM U MOCIEBY30BCKOM MPO(ecCHOHANBHOM 00pa30oBaHUM.

- TpHKa3aMH U pacTopsskeHUsAMH TUPEKTOPa;

- PECLUCHUAMH CopeTtoB: HHCTHUTYTA, MO KAYCCTBY,

- HacTosM [TonokeHueM;

- NO/DKHOCTHBIMH HHCTpyKUMAMU (JIH) nepcoHana oTnena,

1.8 IlonHoMounA, TMpaea, OOA3aHHOCTH, OTBETCTBEHHOCTb, TpeOoBaHHA K KBaau(UKaLM{

nepCoHana  oOTacha  MNOpHBEACHHI B COOTBCTCTBYHOLIHX  AOJDKHOCTHEREIX  HHCTPRYKLHAX

COTPYIHUKOB.

1.9. B otoene KaapOB OJOJKHBI OBITD JOKYMCHTEI H MaT€pHabl MO CICOYHOYIIHM BOMPOCAM:

- CTPYKTYpPa H IITaThl HHCTUTYTA,

- TIPABHJIA BHYTPEHHETO TPYAOBOIO PacmopsAaKa,

- KagpoBad NOJIHTHKA H CTpaTcruAd HHCTUTYTA,

- NOPAOOCK Od)OpMJ'leHHSI, BCACHHA H XpaHCHHA OOKYMCHTALHH, CBSA3aHHOH C KagpaMH H HX

JBHOKCHHCM,

- opraHmsaLus TabeNbHOTO y4era,

- METO/IBI YUETa IBHKEHH KaJpOB;

= NOPAAOK COCTABJICHUA }f'CTaHOBJ'IeHHOﬁ OTHCTHOCTH.

2. CTPYKTYPA OTIAEJIA

2.1 CTpykTypy M LUTAThl OTOENA YTBEPIKIAET AUPEKTOP HHCTUTYTA.

2.2 PYKOBOI[CTBO OTOCIOM OCYLICCTBIIACT HAYAJIbHHK OTACIA.

2.3 B cocrtas oToena BXOOAT,

= CIHCIHAJIMCT MO KaapaM.

Bepcua: 03
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3. OCHOBHBIE 3ATAYH OTJAEJIA
Toabop u paccTaHOBKA KaAPOB.
H3y4eHne nenoBbIx 1 MOPAJIbHBIX Ka4ecTB PAOOTHHKOB 1O HX MPAKTHHECKOIH AeATeIBHOCTH.

Yuer Kanpos.

4, ®YHKIIUH OTAEJA
B cOOTBETCTBUM CO IUTATHBIM PaclHUCaHUEM COBMECTHO ¢ PYKOBOOUTEIAMU MOApa3AeNeHHii
OCyLIeCTBIAET Moadbop W PacCTaHOBKY KagpOB adMUHHCTPaTUBHO-YMPABICHYECKOTO,
HHKEHEPHO-TEXHHYECKOTO, yueOHO-BCTOMOTATENbHOTO H OOCTYKHBAIOLIETO MepcoHana.
OcyluecTBNeHHe KOHTPOJA 33 CPOKAMH 3aKMIOYEHHSA U OKOHYaHUS TPYAOBBIX AOTOBOPOB,
3AKIIOYEHHBIX ¢ MpodeCCOPCKO-NPENOAaBaTeNLCKHM W HAyYHBIM  COCTABaMH  Ha
KOHTPAKTHOH OCHOBE B COOTBeTCTBUU ¢ [loNno:keHHeM O 3aMEIeHHH AQDKHOCTEH.
Odopmnenre npuema, NepeBoaa H YBOJILHEHHA PabOTHHKOB B COOTBETCTBHU C TPYJOBBIM
3aKOHOAATENBCTBOM, HOJIOKEHHAME, HHCTPYKIMAMH U MPHKA3aMH AUPEKTOPa HHCTUTYTA.
OcyluecTBNeHHe KOHTPOJdA 3a HCMOJNB30BaHHWEM KAaApOB MO MOApa3AeNeHUSAM, BeOeHHE
yueTa paOTHUKOB, MPUHATHIX BPEMEHHO H paboTaOKX M0 COBMECTUTENbCTRY.
CocraBnenne rpaUKOB OTMYCKOB, Y4E€T WCMOJNb30BaHUA pabOTHUKaMH OTMYCKOB,

oopMIeHHe O4YepenHbIX OTMYCKOB B COOTBETCTBUM C YTBEPKAEHHbIMH rpadukaMu H
JOTIOJIHUTE/IBHBIX OTIYCKOB,

Yuer TUYHOTO COCTABA.

[Ipuem, 3anonHeHue, XpaHeHHE U BblIaua TPYAOBBIX KHHKEK.

BeneHue yCTaHOBJACHHON JOKYMEHTALHH O KaapaM.

[NoaroToBKa COOTBETCTBYIOILHMX AOKYMEHTOB 110 IEHCHOHHOMY CTPAaxXOBAHHK) H
HPEACTABISHHE HX B OPTaHBl COLHATBHOTO 00ECIeHeHNs,

KonTpoas 3a opranusanueii npopeaeHus arrecraipn padorauxos u [M1C.

IMoaroToBka MaTepHaIOB A NPEACTABICHHS NIEPCOHANA K NOOLLPEHUAM.

Bener mepcoHanbHbIH M CTATUCTHYECKMIl y4eT BCeX KaTeropuii paOOTHHKOB By3a MO
YCTAHOBJIEHHBIM (pOpMaM 1 COBEPLIEHCTBYET MeTOAbl 00paloTKU AaHHBIX.

Bblgaya yaocTOoBepeHMI JWYHOCTH M COPABOK O HACTOALUCH W MPOLICH TPyAOBOH
OeSTeNbHOCTH padOTHHKOB.

[NoarotoBka MaTepuasioB MO MNPUBJCHEHHK) pPAOOTHUKOB K  MAaTepHANBHOH H

JUCIHUIIIMHAPHOH OTBETCTBEHHOCTH.

IMoaoxeHue o6 oTnene kaapos 3abalikanbCKOro arpapHOro HHCTHTYTA —
¢umana ®I'BOY BO «Mpxyrckuii rocyaapcTBeHHBIH arpapHblIi
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4.15. H3ydeHue npodeccHOHATbHBIX, ACTOBbIX H MOpalbHbIX KadecTB pabOTHHKOB B TpoLecce
HX TPYAOBOH NEATENbHOCTH.

4.16. TabenbHblil yuer.

4.17. KoHTpoJAb 3a COCTOSHHEM TPYAOBOH HNHCLHIUIMHBI B NOAPA3ACACHHSIX HHCTHTYTA H
cobmonenneM pabOTHHKaMH NPABIJI BHYTPEHHEO PacropsiaKa.

418, AHanu3 TEKy4e€CTH KaapoOB.

4.19. PaccMoTpeHue kanol H 3asgpleHUil paGOTHHKOB MO BOMPOCAM MpHeMa, NepeMelleHHs H
YBOJNbHEHHS, HAPYILEHHS TPYAOBOTC 3aKOHOAATENbCTRA.

420. TIlpuHsTHe Mep K BbISBICHHIO W YCTPAHEHUIO TMPUYMH, MOPOXKAALIUX KaNOObI
paGOTHUKOE.

42]1. (CBoeBpeMEHHOE BbIABJICHHE H KOHCTPYKTHBHOE Pa3peLeHHe TPYAOBbIX KOH(PIIHKTOB.

422 Benenue NSO POU3BOCTBA, tpopmupoBanne H OTIPABNECHUE/ TIONYIEHHE
KOPPECHOHASHLHY U Apyrof HHPOPMALIMY MO ISKTPOHHBIM KaHAJAM CBA3H MO BONPOCaM
JeATEIbHOCTH OTAEA.

423. B npenenax KOMIETEHUMH OTAENA — 3alIUTA CBEICHHH, COCTABNAIOLIUX MOCYIapCTBCHHYIO
TaliHy, H HHBIX CBeAEHHI1 OTPaHUYEHHOrO PAcTIPOCTPaHEHHS.

424, BeneHue paboTbl MO KOMIUICKTOBAHUIO, XPaHEHUIO, YHETY W HCTIONb30BAHHIO apXHUBHBIX
JOKYMEHTOB, 00pa30oBaBILUXCA B XOA€ ACATENIHOCTH OTHAENA.

425 KoHTpose 33 nNpoXQ:xkJeHHeM NoBbIeHHA kpanudukanuu, nepenogrorosku [INIC,
pabOTHHUKOB MHCTUTYTA H KOJUeAka arpobusHeca.

426. BosnoxkeHHue Ha oTaen PyHKUUH, He OTHOCAWINXCA K KagpoBoii paboTe, He IOMyCKaeTcs.

5. INPABA OTJAEJA KAAPOB

OTnen xaapos JUIsl PELIeHNs BO3JIOKEHHBIX Ha HErO 3314 HMEET MPaBo:

5.1. 3anpamuBaTh B CTPYKTYPHBIX MOAPA3AEICHISIX HEOOXOAUMBIE JaHHBIE O PAOOTHUKAX, a MPU
npueme Ha pabory u  nepemerneHnsx pabOTHHKOB — MHEHHE PyKOBORHTENEH
COOTBETCTBYIOLIMX CTPYKTYPHBIX MOAPA3AEIEHHUIL

5.2. JlaBaTb pPYKOBOIMTENSIM CTPYKTYPHBIX MOApasmeNncHuii MHCTUTYTa oOsf3aTesnbHble I
HCTIOJIHEHHS YKa3aHHUS MO BOMPOCAM, OTHOCALIMMCA K KOMITETEHLMH OTAeNa Kaapos.

5.3. TpeGoBate W mody4aTb OT BCEX CTPYKTYPHBIX MOOpasdeNeHUl WHCTHTYTa CBEACHHUS,

HeoOXOOHMEBIe A BEITIOJIHEHHS BO3JIOKEHHBIX Ha OTAEN 3a4a4.

IMoaoxeHue 06 oTnene kaapos 3adalikanbCKOro arpapHOro HHCTHTYTA —
¢umuana ®I'BOY BO «MpkyTckuii rocyaapcTBeHHBIH arpapHbIi
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5.4, CaMocTOATEeNbHO BeCTH MEpenucKy Mo Bompocam mnonbopa KaApoe, a Takxke MO IPyrHM
BONPOCAM, BXOMAIHM B KOMIETEHIMK) OTANA H HE TPeOyHIIUM COINIacOBaHHs C
JUPEKTOPOM HHCTUTYTA.

5.5, IlpeAcTaBHTENBCTBOBATE B YCTAHOBJIEHHOM MOPAJKE OT MMEHH HHCTUTYTA IO BOIPOCAM,
OTHOCAILHMCSA K KOMIETEHIHMH OTAENA, BO B3AHMOOTHOIUSGHUAX ¢ IOCYJAPCTBEHHBIMH H
MYHULUUNAJbHBIMH OpraHaMH, a TakKe IOPYTUMH TpPEeanpUATHAMY, OpraHU3aLUsIMH,
YUpEeKIEHHAMHU, B TOM YUCJIe areHTCTBAMH MO HaiiMy H cly:k0aMH 3aHATOCTH.

5.6. JaBaTb pa3pACHEHHsA, PEKOMEHAALMHY H YKa3aHHS MO BOMPOCaM, BXOASLIHM B KOMITETEHLHIO
oTaena.

5.8, MpoBOAMTH COBELIAHWA W YYacTBOBATE B COBCLLAHHAX, MPOBOAHMEIX B WHCTHTYTE IO

KaJpOBBIM BOIIPOCAM.

6. BBAUMO/IEHCTBHE U CBA3H
6.1. B mporiecce nponsBOACTBEHHON AeATENBHOCTH HHCTHTYTA OTACIA KaJPOB B3aUMOACHCTBYET
€O CNeAyIOWHMH CTPYKTYPHBIMH NOIpa3aeneHHAMH W BHELTHHMH OpTaHU3aLHsAMM:
- Munncrepcreo obpazosaHusa PP,
- MHHHCTEpPCTBO CENBbCKOrO X034icTBa PD;
- MuHHCTEpCTBO CeNbCKOTO X03siicTa 3abalikanbckoro Kpasi;
- Iencuonnwn ®ong
- Lentp 3anaTocTH
- Pepakuus razersl «3abaiikanbckuii pabounii» «3emmy,
- OHpeKUHs HHCTUTYTA,
-  JEKAHATHI,
- xadenpwr,
-  [JAHOBO-3KOHOMHYECKHIT QTHET,
- Oyxramrepus,
- yyebHO-MeToOu4Yeckoe 00beAUHEHHE,
- KoJnemk arpobu3Heca;

- KaHUeNApHA W JpyTHE.

IMonoxkenne 06 oraene xaapos 3abalikaabCKOro arpapHOre HHCTHTYTA —
tpunmmana PI'BOY BO «MpkyTekuil roCy1apCTBEHHBIH arpapHbIi
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JIucT perucrpanui M3MCHCHHIH

Howmep Howmep crpannuel [Homep nyukra |[lara BHecenus (@.H O. [ Toanuce
H3MEHEH s HCIIOTHUTENA
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