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nPHJIO)KEHHE
K npHKa3y JVb /̂ ^QT «£9» 09 2021 r.

nOJIO>KEHME
06 OT̂ ejie Ka^poB H ,a,ejionpoH3BO,acTBa

OrEOY BO «PoccHHCKaa axafleMHa My3biKH HMCHH THecHHbix»

L OEIUHE nOJIO)KEHra
1.1. HacTOJimee llojio)KeHHe perynnpyeT fleaTejibnocTb OT̂ ena KaapoB H

AejionpoH3BOflCTBa (aanee - OT^eji), onpe/jejiaeT ero 3a,a,aHH, (J)yHKpHH, npaBa H
o6»3aHHOCTH.

1.2. B CBoefi fleaTeubHOCTH OT#eji pyKOBoacTByerca 3aKOHOflaTejibCTBOM
POCCHHCKOH OeaepailHH, HHbIMH HOpMaTHBHMMH npaBOBbIMH aKTaMH PO,
YcTaBOM PAM HMeHH rHecHHbix (najiee

HopMaTHBHWMH aKTaMH Axa^eMKH, a TaK)Ke HacToamHM llojio ĉeHHeM.
1.3. OrpyKTypy, HHCJieHHOCTb H HiTaTHoe pacnHcamie, H3MeHemia B

CTPYKTYPE H uiTaraoM pacnncaHKH OT̂ ejia yTBepac^aeT peKTop AKaaeMHH.
1.4. YcjiOBHa Tpy^a pa6oTHHKOB Oxflejia onpeflejunoTca xpynpBbiMH

aOrOBOpaMH, 3aKJHOHaeMBIMH C KayK/lMM paSoTHHKOM, a TaKXfe IIpaBHJiaMH
BHyTpeHHero TpynoBoro pacnopa,n;Ka AKaacMHH.

1.5. /IpjDKHocTHbie o6a3aHHOCTH pa6oTHHKOB OT^ejia, onpe^ejiaroTca

floJixcHocTHbiMH HHCTpyKpHHMH, yTBepaqjaeMbiMH peKTopoM AKafleMHH.
1.6. IIojio)KeHHe 06 OT^ejie, BHOCHMbie B Hero flonojiHeHHa H H3MeHeHHa

yTBep)K/],aK)TCH npHKa30M peKTopa AKa^eMHH.

Axâ eMHa) H jioKajrbHbiMH

2. OCHOBHEIE 3A/JAHH OT^EJIA
2.1 . OcHOBHbiMH 3aaanaMH OT^eira aBjiaioTca:
- yneT Ka^poB;
- opraHH3apH» npoBe^eHHa aTTecTaijHH pa6oTHHKOB noflpa3^eneHHH;
- Be^eHHe Ka^poBoro ,aejionpOH3BOflCTBa;
-ocymecTBJieHHe BOHHCKOTO yneTa H GpoHHpoBaHHa rpaac/jaH,

npeSbiBaiomHx B 3anace;
- oSecneneHHe npaB, jibroT H rapaHTHH pa6oTHHKOB AxafleMHH;

- o6ecneneHHe opraHH3apHH flejionpoH3Bo^cTBa Axâ eMKH B cooTBeTCTBHH
c HHCTpyKHHeH no flejionpOH3BO^CTBy;

- opraHH3au,Ha H oGecneneHHe e/jHHoro nopa/jKa paGoTbi c aoKyMem aMM;



- coBepmeHCTBOBaHHe (jjopM H MeTo^OB flejionpoH3BO/i;cTBa;
- ocymecTBJieHHe Kompoioi 3a CBoeBpeMeHHMM npoxoxc^eHHeM,

HcnojiHeHHeM H KanecTBeHHbiM o^opMjieHneM jjoicyMeHTOB B cTpyKTypHbix
noflpa3,aejieHHflx Axa^eMKH, anauH3 ncnouHHTeubCKOH uHCHHnuHHbi;

- opraHH3au,HS[ paSoTbi c Hcxo^amen H Bxo^ameH KoppecnoHfleHHHeH;
- CHCTeMaTH3aii,na H xpaHeHHe ^oxyMeHTOB Texymero apxHBa;

- yneT oSteMa ,aoxyMeHToo6opoTa;

- pa3pa6oTKa, BHe/ipeHne HOBBIX TexHonorHnecxHx npoqeccoB pa6oTbi c
flOKyMeHTaMH H .ZJOXyMeHTHOH HH(J)OpMaiJ:HeH Ha OCHOBe HCn0JIb30BaHHa Cpe^CTB
opraHH3au,HOHHOH H BbiHHCJiHTejibHOH TexHHKH, B TOM HHCJie ynopufloqeHHe
cocTaBa .aoxyMeHTOB H HH^opMapnoHHbix noKa3aTejieH, coxpameHHe HX
KOJIHHECTBA H OnTHMH3aHHJI flOKyMeHTOnOTOKOB;

- opraHH3au,Hfl Mera^HHecKOH noMOHjH B pa6oTe c ^oxyMeHTaMH B
CTPYKXYPHBIX no/],pa3flejieHHHx Axa,n,eMHH;

- no,a;roTOBKa ^oxyMeHTOB K nepe^ane B apxHB.

3. OYHKI^MH OT/JEJIA
B COOTBeTCTBHH C B03JI03KeHHbIMH 3aflaHaMH OTfleU BbinOJIHHeT CJieAyiOIHHe

(J)yHKH,HH:

3.1. KoMnjieKTOBaHHe Axa^eMHH HeoSxoAHMbiMH xa^paMH TpeSyeMbix
npo<f >eccHH, cneHHajibHOCTen H XBauHc])HxaHHH B COOTBeTCTBHH c ijeuuMH,
CTpaTerneH H npotjmneM Axa^eMHH, H3MeH5nomHMHca BHeniHHMH H BHyTpeHHHMH
ycjioBHaMH ee ,n;e5RREJIBHOCTH B COOTBCTCTBHH C xpHTepnuMH oT6opa H OIJCHKOH
HAHHMAEMORO nepcoHaua, B TOM queue nyreM:

- nepeMemeHHa paSoranKOB BHyTpn Axa,n,eMHH;

- npneMa Ha pa6oTy HOBWX pa6oTHHKOB.
3.2. JJoKyMeHTanbHoe o^opMueHHe npHeMa, nepeBo^a H yBOUbHeHHH

paSoTHHKOB B COOTBeTCTBHH C TpyqOBbIM 3aXOHOflaTeUbCTBOM, nOflTOTOBXa
npoeKTOB npHKa30B no UHHHOMy cocTaBy, OCHOBHOH fleuTeubHOCTH Axa^eMKH.

3.3. 3anouHeHHe, xpaHeHHe TpyaoBbix xHroxex, a Taxucc Bbmana HX npn
npexpameHHH TpyzjOBbix OTHOUICHKH.

3.4. VneT UHHHOTO cocTaBa. OopMHpoBaHHe H Be^eHHe 6aHxa ^anHbix o
KOUHnecTBeHHOM H KauecTBeHHOM cocTaBe Ka,u,poB. AHauH3 TexynecTH xaupoB.



3.5. CocTaBjieHHe rpatjraxoB OTnycKOB, yneT ncnojib30BaHna pa6oTHnxaMH
OTnycKOB, ocjiopMJieHHe onepe^Hbix H jjonojiHHTejibHbix OTnycKOB.

3.6. 0(J)opMJieHne n yneT cjiyaceOHbix xoMaH/jnpoBox.
3.7. Pa60Ta C JlHCTKaMH HeTpyflOCnOCo6HOCTH, CflaHHbIMH paSoTHHXaMH

Axa^eMnn.

3.8. Bê eHHe ycTaHOBJieHHon floxyMeHTaitnn no xâ paM H cocTaBJieHne
OTHeTOB.

3.9. nô roTOBKa H Bbi âna cnpaBOK o 3aHHMaeMon AOJi»cHocra,nepHOfle
paSoTbi, oSyneHHH B AxafleMnn.

3.10. lloaroTOBKa xâ poBon floxyMeHTapnn fljia nepeflann B apxnB
Axa,n,eMHH fljia flajibHenmero xpaHemia.

3.11. KoHTponb 3a cocTOjmneM Tpy^oBOH flncpnnjiHHbi B noflpa3^ejieHHHx

Axa^eMHH H co6nK)AeHHeM paSoTHnxaMH npaBHJi BHyTpeHHero pacnopâ xa H
HHBIX noxajibHbix axTOB. Pa3pa6oTxa MeponpnaTnn no yxpenjieHHio Tpy^OBon
AHCi^nnjiHHbi, CHiDxeHHK) TexynecTH xâ poB, noTepb pa6onero BpeMeHH, xoHTpojib
3a HX BbinojiHeHneM.

3.12. PaccMOTpetme acajio6 H 3aaBJieHnn paSoTHHXOB no BonpocaM npneMa,
nepeMemeHna n yBOJibHeHna, HapymeHna Tpy^OBoro 3axoHO,n;aTejibCTBa.
IIpHH»THe Mep x BbiaBjieHHio H ycTpaHemno npHMHH, nopoacjjaiomHX acajio6bi
paSOTHHXOB.

3.13. CBoeBpeMeHHoe BbiaBJieHne n xoHCTpyxTHBHoe pa3pemeHHe TpynpBbix
XOH(J)JIHXTOB.

3.14. CoBMecTHO co CTpyxTypHbiMH no/i;pa3/],eneHHaMH nonroTOBxa
MaTepnajiOB jyia npe^CTaBneHna paSoTHHXOB x noompeHHio.

3.15. CoBMecTHO co CTpyxTypHbiMH noApa3flejieHnaMH no,a,roTOBxa
MaTepnajiOB #Jia npnBJieneHna pa6oTHnxoB x MaTepnajibHon n ^HcpnnjiHHapHon
OTBeTCTBeHHOCTH.

3.16. OpraHH3au,na n BejjeHne BonHcxoro yneTa paSoTHnxoB/CTyaeHTOB n
SpOHHpOBaHne rpajx^aH, npe6biBaK>mnx B 3anace.

3.17. Opranroanna npoBejjeHna aTTecTannn paOoTHnxoB Axa^eMnn, ee
MeTOflnnecxoe n nmjiopMaijHOHHoe oSecnenemie, ynacrae B aHann3e pe3yjibTaTOB
aTTecTau,nn, ocymecTBJieHne nocToaHHoro xoHTpojia 3a XO^OM BbinojiHeHna

pemeHnn aTTecTai^noHHon XOMHCCHH.



3.18. Beflemie ({)OpMHpOBaHHeflejionpoH3BOfl,CTBa,
OTnpaBJieHHe/nojiyHeHHe KoppecnoH,n,eHij;HH H ^pyroii HH(j)opMaij;HH no

H

3JieKTpOHHBIM KaHaJiaM CBB3H.
3.19. OpraHH3aijHfl paSoTbi co CTpyKTypHbiMH no,opa3,zi,ejieHMaMH:
- MeTOflHHecicoe pyKOBO^CTBo fleflTeJitHocTtK) flpyrnx CTpyKTypHbix

noflpa3flejieHHH Axa^eMnn no Ka^pOBbiM BonpocaM;

KOHCyjIbTHpOBaHHe pa6oTHHKOB AxafleMHH no BonpocaM
flejionpOH3BOflCTBa.

3.20. B3aHMOAencTBHe co CTOPOHHHMH opraHH3aijHJiMH:
- npeAOCTaBJieHne CTaTHCTnnecKHx xa^poBbix OTHCTOB;

HanpaBJieHne cnncxoB coTpyuHHKOB Axa^eMnn, flocTnrnmx
(flocTnraiomHx) neHcnoHHoro B03pacTa B TexymeM n nocjie^yiouieM ro,a;ax, B
YnpaBJieHne neHcnoHHoro (JjOH^a.

- B3aHMOAencTBHe c BoeHHbiMH KOMHccapnaxaMH no BonpocaM nocTaHOBKH
H CHXTna c BOHHCKoro yneTa paSoTHHKOB AxafleMHH, MX yneTa n npe^ocTaBJieHna
OTHeTHOcra;

4. RPABA OTflEJIA
PaSoTHHKH OT^ena HMCIOT npaBo:

4.1. B3anMOfl;eHCTBOBaTb no BonpocaM, OTHOcamnMca K KOMneTeHpnn
OT^ejia, c jjpyrHMH noflpa3flejieHH5tMH Axa^eMnn, rocy^apcTBeHHbiMH n
MyHHpnnajibHbiMH opraHaMH, a Taxxce ^pyrnMn opraHH3au,nxMH.

4.2. 3anpaniHBaTb n nojiynaTb B CTpyKTypHbix noapa3aeJiemmx AxafleMnn
HeoSxoflHMbie AaHHbie o paSoranKax, a npn npneMe Ha paSoTy H nepeMemeHHax
paSoTHHKOB
no^pa3flejieHHH.

4.3. TpeSoBaTb n nojrynaTb OT Bcex CTpyKTypHbix no/ipa3flejieHHH
MaTepnajibi H CBe^eHHa, Heo6xo,ziHMbie ,qjia BbinojmeHHa (JjyHKijHH, B03JioaceHHbix
Ha Orfleji.

MHeHHe pyKOBo^HTenen cooTBeTCTByioniHX CTpyKTypHbix

4.4. KoHTpojinpoBaTb coSjiKmeHHe Tpy^oBoro 3aK0H0^aTejibCTBa B
AXAFLEMKH, a Taxace ziaBaTb pa3bacHeHHa no npHMeHeHHio HopM Tpy^oBoro
Ko^eKca POCCHHCKOH Oe^epai^HH M HHMX HopMaTHBHbix aKTOB, coztepacamHx
HopMbi Tpy^oBoro npaBa.



4.5. BHOCHTB npefljioaceHna peKTopy Axa,a;eMHH no noBtimeHHio
3(|)(^eKTHBH0CTH H coBepmeHCTBOBaHHio fleaTejibHocra Bcex no^pa3flejieHHH
Axa^eMKH B nacTH, OTHOcameHca K xoMneTeHipiH OT/jejia.

4.6. ,ZJaBaTb pyxoBO,n,HTejiaM CTpyxTypHbix no,apa3,zi,ejieHHK o6a3aTejibHbie

£Jia HcnojiHeHna yxa3aHHa H nopyneHHa no BonpocaM, OTHOcamnMca K
KOMneTemjHH OT̂ ena.

4.7. ripeflCTaBHTejibCTBOBaTt B ycTaHOBJieHHOM nopa^xe OT HMCHH
AXA^eMKH no BonpocaM, OTHOcamnMca K KOMneTeHnnn OT^ejia, BO
B3anMooTHomeHHax c rocy/i,apcTBeHHMMH n MyHnnnnajibHbiMH opraHaMH, a Taxace
ApyrnMH npe^npnaTnaMH, opraHroannaMH, ynpeacfleHHaMH.

4.8. 3aBepaTb / joxyMeHTbi no jinnHOMy cocTaBy, BbmaBaeMbie paSoTHnxaM
AxafleMnn.

4.9. ,ZI,aBaTb pa3i>acHeHHa, pexoMeH^annH n yxa3aHna no BonpocaM,
BXOA»n],HM B KOMneTeHU,mo OTflena.

4.10. TpeSoBaTb OT pyxoBOflHTejien CTpyKTypHbix noflpa3^,ejieHHH

BbinojiHeHna ycTaHOBJieHHbix npaBHJi paSoTbi c ^oxyMeHTaMH, Bxo^amen n
ncxo^amen KOppecnoHfleHLtnen, CBoeBpeMeHHoro HcnojiHeHna pacnopaaceHHH
pyxoBO^CTBa AicafleMHH.

4.11 . llpoBOflHTb coBemamia n ynacTBOBaTb B coBemannax, npoBOflHMbix B
AXA^eMKH no xa^poBbiM BonpocaM.

5. OE5I3AHHOCTH OTREJlA
PaSoTHHKH Oxzjejia o6a3aHbi:

5.1 . HeTKO H CBOeBpeMeHHO BbinOJIHaTb CBOn flOJiaCHOCTHbie 06a3aHH0CTH,
pacnopaaceHHa n nopyneHHa pexTopa Axa/jeMHH.

5.2. CoSjno^aTb npaBnua BHyTpeHHero Tpy^OBoro pacnopa^xa, npaBHJia
oxpaHbi Tpy^a, TCXHHXH 6e3onacHOCTH n noacapHOH 6e3onacHOCTH.

5.3 . BbinojmaTb TpeSoBaHHa 3axoHOflaTejibCTBa n JioxajibHbix axTOB o
3amHTe CBe^eHHH nepcoHajibHbix ^aHHbix coTpy^HnxoB Axa^eMnn.

6. B3AHMO/JEHCTBHE CO CTPYKTYPHBIMH
nOAPA3,ZJEJIEHHJIMH

OT^ea B npon,ecce BbmojmeHHa B03JioaceHHbix Ha Hero (J)yHxn,HH
B3anMo^encTByeT:



6.1. Co BceMH CTpyKTypHbiMH noflpa3flejieHHHMH no BonpocaM nojiyneHna n
npe^ocTaBJieHna:

- 3aaBJieHHH;

- o6T>acHHTejibHbix 3anncoK;

- CBefleHHH, HH(J)opMan,HH n HHbix MaTepnanoB;

- cnpaBox;

- BbinncoK, flOKyMeHTOB H MaTepnajiOB (nx Konnn).
- Konnn npnKa30B no JimmoMy cocTaBy;

- Ta6ejien yneTa paGonero BpeMeHn;

- JIHCTKOB BpeMeHHon HeTpyzjocnocoGHocTn;

- floxyMeHTOB AJIX o^opMJieHHX cjiyxceSHbix KOMaH^npoBOK;
- HH(J)opMapHH o 3apa6oTHon njiaTe paGoramcoB;

- niTaTHoro pacnncaHnx;

- nojroxceHHH o npcMnpoBaHHH paGoTHHKOB;

- pacneTOB (JJOH^OB 3apa6oTHon njiaTbi n HHCJICHHOCTH;

- CBe^eHnn o npneMe, nepeMememiH n yBOJibHeHnn paGoTHHKOB;

- CBefleHHH O CnHCOHHOH HHCJieHHOCTH paGOTHHKOB;

- /jaHHbix o TeKynecTH xa^poB;

- nO^rOTOBKH OTHeTOB ABH^CeHHB Ka^pOB.

7. OTBETCTBEHHOCTB
7.1. OTBeTCTBeHHOCTb paGoTHHKOB OT^ejia ycTaHaBJiHBaeTca ^encTByiomnM

3aKOHOflaTeJIbCTBOM H /JOJIXCHOCTHblMH HHCTpyKIJHaMH.

7.2. HanajibHMK n flpyrne paGoTHHKH OT^eJia HecyT nepcoHajibHyio
OTBeTCTBeHHOCTb 3a npaBHJIbHOCTb o4>OpMJiaeMbIX HMH flOKyMeHTOB, HX
cooTBeTCTBne 3aKOHoaaTejibCTBy POCCHHCKOH Oeflepapnn.



8. PYKOBO^CTBO
8.1. OiTjeji B03rjiaBJuieT HanajibHHK Or^ejia, KOToptiH Ha3HaHaeTca H

ocBoScoKflaeTCJi OT AOJI5KHOCTH npHKa30M peKTopa AlCafleMHH.
8.2 HanajibHHK OT,a;e.Jia ocym,ecTBJiaeT Henocpe^CTBeHHoe pyKOBO/jCTBO Been

AeBTejibHocTbK) OT^ejia.
8.3 HananbHHK Oxzjejia BbinojmaeT cjie^yiomHe o6a3aHHOCTH:
8.3.1 PyKOBO^HT AeaTejibHOCTbio OT^ena, oSecnenHBaeT opraHH3anmo ero

pa6oTbi, BbinonHeHHe 3a^an H (J>yHKu,HH, onpeAejieHHbix HacToamnM nonoKeHHeM,
a TaK ĉe npHKa30B, pacnopjDKeHHH H nopyneHHH pyxoBoncTBa AicafleMHH, penieHHH
YneHoro coBeTa.

8.3.2 BHOCHT npeflnoxceHHa no coBepmeHCTBOBamno flejrrejibHocTH OT^ena,
noBbimeHHio 3(J)(J)eKTHBH0CTH ero paSoTbi.

8.3.3 OcyinecTBJiaeT HenocpencTBeHHoe pyKOBO^CTBO n KOHTpojib

^eaTejibHOCTH paSoTHHKOB, no BbinojiHeHHio B03jio>KeHHbix Ha HHX (JjyHKijHH.

8.3.4 Pa3pa6aTbiBaeT npoeKTbi HopMaraBHo-npaBOBbix noKyMeHTOB,
CB«3aHHbix c opraHH3anneH .neBTejibHocra OT^ena.

8.3.5 OSecnenHBaeT co3,z],aHHe Ha paSonnx MecTax onTHMajibHbix ycjiOBHH
BbicoKonpoH3BOflHTejibHoro, KanecTBeHHoro Tpyna.

8.3.6 KoHTpojrapyeT coSjuonenne paSoranKaMH FIpaBHJi BHyTpeHHero
pacnopaflKa. IIoflroTaBjiHBaeT npoeKTbi ^ojDKHOCTHbix HHCTpyKpnn paSoTHHKOB H
BHOCHT HX Ha yTBepiK,a,eHHe peKTOpy AicafleMHH.

8.4 HanajibHHK OT^ejia HMeeT npaBo:

8.4.1 Tpe6oBaTb OT pa6oTHHKOB Oxzjejia BbmojmeHHH B nojiHOM oSteMe H Ha
BbicoKOM KanecTBeHHOM ypoBHe o6H3aHHOcTen, onpe^ejieHHbix AOJDKHOCTHOH
HHCTpyKnneH.

8.4.2 TpeSoBaTb coSmonemw paSoTHHKaMH YcTaBa Axa^eMHH, FIpaBHJi
BHyTpeHHero TpynoBoro pacnopa^Ka AxaneMnn, BbinojiHeHnu npHKa30B H
pacnopa ĉeHHH.

8.4.3 3anpauiHBaTb y pyKOBOflHTejieH npyrnx CTpyKTypHbix nonpa3nejieHHn
Axa^eMKH MaTepHanbi H HHcjjopManmo, HeoSxojjHMbie AJIJI BbinojmeHHS 3a^,an H
(J)yHKu;HH, B03Jio>KeHHbix Ha Oxzjeji .
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