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1. OBIIHE ITOJIOXEHM A

1.1.  Otmen xangpoB Penuruossoif  opraHmzaumm — JyXOBHOM
00pa3oBaTeNpHON OpraHu3anuu Beiclero obpasoBanus «CBSTO-ANeKceeBcKas
UBanoso-Bosnecenckas IlpaBociasHas — myXoBHas ceMuHapus VIBaHOBO-
Bosnecenckoit Enapxuu Pycckoii [IpaBocnasHoit Llepksu» (nanee - Cemunapus)
CO3JAETCS, PEOPraHM3yeTCs U IJIMKBUAMPYETCS paclopsukeHHeM Pekrtopa
CemuHapuu.

1.2. Otgen xanpoB BO3INMABISET HAYAIBHHK OTIENa Kaipos, KOTOpBIi
Ha3HAYaeTCHd MU OCBOOOXMAETCS OT 3aHMMAeMOil MOKHOCTH pacropsKEeHHeM
Pexropa Cemunapumu.

1.3. Ha pomkHOCTR HadambHMKA OTHENa KaIpoB Ha3HAYaeTcs JIMIIO,
MMerolee BbICIIee 0o0pasoBaHue M CTaxX paboThl B 001acTH  yIpaBieHHs
NIePCOHANIOM (Ka[paMu), B T.4. Ha PyKOBOIALINX JODKHOCTSX, HE MEHEE TpeX JIeT.

1.4, JIomXHOCTHBIE 00sA3aHHOCTH, IIpaBa M OTBETCTBEHHOCTh HAYAIBHUKA
OTAeNa KaJpoB YyCTAaHABIWBAETCA [O/UKHOCTHOM MHCTPYKLHEH, KoTopas
yrBepxkaaerca Pexropom Cemunapum.

1.5. Otnen xagpoB B CBOEH €S TENBHOCTH PYKOBOACTBYETCH:

— Hopmamu Tpynosoro konekca Poccuiickoit ®enepanyu;

— BHYTpeHHUMHM ycTaHoBIeHHAMU Pycckoit [IpaBocnasuoii Llepksu;

— HOPMATMBHBIMH IIPaBOBBEIMM aKTaMU, IPYTHMH PYKOBOISIIUMH H
METOJUYECKMMHU MaTepHaIaMHU IO YIIPABIECHHUIO [IEPCOHATIOM;

— YcrasoM CemuHapuu;

— pacnopspkeHusMu Pextopa Cemunapum;

— mHacrosimuM [lonoxenmem.

2. OCHOBHBIE 3AIAYUA

OCHOBHBIMH 3aZja4yaMH OT/IeJIa KaJpOB ABIAIOTCS:

2.1. TlporHo3upoBanue coBMecTHO ¢ VYueGHOM dYacThIO Tekymeil wu
MIEPCIIEKTUBHOM IMOTPEOHOCTH B KafipaX U UCTOYHHKOB €€ YIOBIETBOPEHHS.

2.2, TlonGop, oT6op M paccTaHOBKAa KaJpOB Ha OCHOBE WX KBaIU(UKAINH,
JTUYHBIX U IE€JIOBBIX KAYECTR.

2.3. Obecneuenue yuera KaJpos.

2.4. Obecneyenwre npas, TBTOT ¥ rapaHTHil paboTHukam CeMuHApHH.

2.5. OcymecTBieHHe  KOHTPOJS 32  cOGNIOfIeHMEM  TPyJOBOrO
3aKOHO/IATeNNbCTBA M TPYIOBOM AUCIUIIIMHEI B ojpa3zneneHusx CeMUHapyu.

3. ®VHKIIUU

B cooTBeTCTBMM C OCHOBHBIMHU 3ala4aMH Ha OTACJ KaapoB BO3JIararoTcs

cieayromue GyHKIUH:
3.1. Benenue xagpoBoro nenonpon3BoACTBa.



3.2. JloxymeHTanbHOe O(OpMIEHHe MpHEMa, MEPEBOAAa H YBOIBHEHHS
PabOTHHKOB B COOTBETCTBHH C TpyHOBBIM 3aKOHONATEILCTBOM: O(OPMIEHHE
TPYAOBBIX JOTOBOPOB ¢ pabOTHUKaMK M M3MEHEHHI K HHM, IOArOTOBKA IPOECKTOB
NpPUKa30B MO JMYHOMY COCTaBy M OCHOBHOH [ESTeIBHOCTH OpraHM3alldH,
3aTI0JIHEHHe JINYHBIX KapTo4eK pabOTHHKOB, (GOPMHPOBAHHE U BENECHHE JIMYHBIX
nen pabotTHukoB CeMHHAPHU.

3.3. OGecrnieuenne (COBMECTHO C  PYKOBOJWTENSMH  CTPYKTYPHBIX
nonpasaeneHuii CeMuHapuu) moucKka, mondopa, npueMa, pasMeElleHHA W
paccTaHOBKH HEOOXOAUMBIMH KaZipaMH CIELHAIHCTOB U CITyKAIHX.

3.4, ®opMHpOBaHHE INTATHOTO pPACIUCAHMS OPTAHH3ANMH W LITATHON
pacCTaHOBKH.

3.5. PaspaboTka npennoxkeHuit o npueme Ha paGoTy mperogaBaTeneil Ha
KOHKYPCHO# OCHOBE B YCTAaHOBJICHHOM TIOPSJIKE.

3.6. VYd4er &MYHOrO COCTaBa IIyTeM COCTABIEHHMs pPa3JIMYHOTO BHAA
KaJPOBBIX OTYETOB.

3.7. CoxpaHeHHEe KOH(HICHIMAIBHOCTH CBEIEHHUM, COJEPXKAIIMXCA B
TPYAOBBIX JOrOBOpaxX, B JIMYHBIX JeNaX COTPYAHUKOB CeMHMHapHu M JOPyTHX
JIOKyMEHTaX OTHeNa KaJapoB.

3.8. YuacTHe B MEpOIPHUATHSIX MO ATTECTAIIMH PAOOTHUKOB.

3.9. Yuactue B opraHm3alMi M TPOBEICHHH KOHKYpCa Ha 3aMellcHHe
BAKaHTHEIX JOJDKHOCTEH IpodeccopcKo-TIpenoaaBaTeasCKoro cocTana.

3.10. TIoaroToBka HEOOXOAMMBIX KaJpOBBIX MaTEPHUATOB Il KOHKYPCHBIX
KOMUCCHH.

3.11. IloaroroBka JOKYMEHTOB II0 IEHCHOHHOMY CTPAaXOBaHHIO,
JIOKyMEHTOB, HEOOXOIUMBIX JUIS Ha3HAUeHHs eHCHit paboTHrKaM CeMUHapHHL.

3.12. Benenue paboThl ¢ TpyJOBBIMH KHIXKKAaMH U BKJIQJbIIAMH K HUM, HX
y4eT, XpaHeHHUE, 3al0JIHEHHEe, a TaKXKe MX Bblgada IpH MpeKpaljeHHH TPYAOBIX
OTHOLIEHMH, B TOM YHUCJIE C 3JIEKTPOHHBIMH TPYXOBBIMH KHHKKAMH.

3.13. Briaava crpaBoK O TPYJOBO# JesITeIbHOCTH PabOTHUKOB U 110 JPYTHM
BOIIPOCaM, BXOJSILKM B KOMIIETEHITHIO OTAENa KapOB, KOMHI JOKYMEHTOB.

3.14. Cocrabienue rpag¥KoB OTIYCKOB, OpOpMIIEHHE O4YepeIHBIX OTITYCKOB
B COOTBETCTBHUH C YTBEPKACHHBIM I'PaPHKOM, YHET HX COOMIONEeHHUS.

3.15. PaboTa ¢ nucTaMH HETPYIOCIIOCOGHOCTH pabOTHHUKOB.

3.16. Konmtpone 3a BeieHueM TabenbHO ydera paGodero BpeMeHH
CTPYKTYPHBIMH NOApa3aeeHHAMHE.

3.17. IlpueM paGOTHHKOB OpraHM3allH, PACCMOTPEHHE Kal06 pabOTHHKOB
II0 BONpOCaM IIpHEMa, IIEPEMELIECHNs, YBOJIBHEHUS, HapyLIEHWs TpPYXOBOM
JUCIUILIHHEL. .

3.18.0cymecTBienne GpyHKUMi oTAETA KaAPOB ¢ COOMOAeHneM TpeboBaHuMit
3aKOHOJIaTeIbCTBA O 3aLUTE IEPCOHATBHBIX JaHHBIX.

3.19. Benenne ycTaHOBJIEHHOH OTYETHOCTH IO YYETY JMYHOIO COCTABA H
pabore ¢ Kagpamu.

4. [IPABA



4.1. Otaen KaapoB B NpeJenax cBoeil KOMIETEHIIMH HMeeT IIPaBo;

4.1.1. Tlpencrasnare unTepechl CeMuHapuu Mo mopydeHHIo Pextopa Bo
B3aMMOOTHOIICHUAX C MHBIMH CTPYKTYPHBIMH ITOIPa3JEICHUSIMH M CTOPOHHUMHU
OpraHm3allMisIMM [0 BONpocaM Ioa00pa IepcoHana, KaApoBEIM BOIPOCAM,
BOIIPOCaM OpraHM3alliH YIpaBIeHHs IIEPCOHATIOM.

4.1.2.  OcyuwecTBnaTe  KOHTPONb 33  COOMIOJEHHEM  TPYHIOBOTIO
3aKOHOJaTEeILCTRA.

4.1.3. 3anpawmBark ¥ MOIy4YaTh OT APYTMX CTPYKTYPHBIX MOApa3fIeleHui
OpraHu3aluy HeoOXOAUMMYIO MH(OPMAIMIO M JOKYMEHTHl IO BOIpOCAaM,
BXOJAIIMM B KOMIIETCHIIMIO OT/EA.

4.1.4. Kontponuposarh coOmofeHue paGOTHUKAMU MPaBUi BHYTPEHHETo
TPYAOBOTIO PAcIOpsiiKa U TPYAOBOH UCIHUTLIHHBI.

4.1.5. YyacTBoBaTh B pa3paboTKe OpraHU3AMOHHON CTPYKTYpPHI U IITATHOM
YHUCIIEHHOCTH CeMUuHapHH.

4.1.6. Oxa3seIBaTh METOIMYECKHE H KOHCYJIBTALMOHHBIE YCIYTH paboTHUKAM
OpraHu3allky 10 BOIIPOCAM, OTHOCSAIIMMCS K KOMITETEHIIMH OTAENA KaIpoB.

4.1.7. TpeboBaTb OT BHOBb IOCTYNAIOIMIMX Ha paboOTy NpencTaBIeHHs
HEeOOXOIMMBIX TOKYMEHTOB M MPOBEPSATH UX JOCTOBEPHOCTE.

5. OTBETCTBEHHOCTbH

CoTpyqHHKY OTHElNa KaJAPOB HECYT OTBETCTBEHHOCT 3a:

— HEHCHOJIHEHHE (HeHaJexallee MCIOJHEHHE) CBOMX IO/KHOCTHBIX
00s3aHHOCTEI;

— HecoONIOJeHHE NPaBUJI BHYTPEHHETO TPYAOBOTO PACIOpsKa, IPaBHUII
U HOPM OXpaHbl TPYy/a U MOKapHOH 6€3011aCHOCTH;

— HENpPaBHUJIBLHOE HCIIONB30BAaHHE MW  HENOJHOTY  HCIIOJIB30BaHHUS
MIPENOCTABJICHHBIX €My IPaB;

— HH3KYIO UCIIOJIHUTENBCKYIO U TPYAOBYIO JUCIMILIHHY;

— NIPHYMHEHHE MaTepUuajJbHOro yuep0da OpraHu3ally - B COOTBETCTBUH
C JEMCTBYIOLMM 3aKOHO/IaTeILCTBOM.



