YTBEPKIAIO
I'enepanbHblii AupexTOp
JAO/«Nunycrpus CepBHe»

A. A. JlenukuH

« I » [/ ZOIZF.

MOJIOKEHUME OB OTAEJIE ITIEPCOHAJIA U TOAT'OTOBKH KA/IPOB
3A0 «<MHAYCTPUA CEPBUC)

1. O6mue noioxennsi
1.1. Ormenr mepconana H TNONroToBKM Kaapoe (mamee mo Ttekery — OIT u TIK) seasercs
CaMOCTOATENBHBIM CTPYKTYpHBIM mnoapasienenneM 3A0 «Muayctpus CepBucy» (nasee mo TEKCTY —
Opraausanus).
1.2, OIl u IIK co3pa€rcd. peopraHusyercs U JIMKBHIHPYETCS IPHKA30M I€HEpalbHOro JHpEKTopa
Opraamsamiy.
1.3. OIl u 11K umeet ciieayioniyio mMOAYHHEHHOCTE:
- HEMOCPEICTBEHHYIO - AMPEKTOPY M0 MPOM3BOACTBY Opranu3aiiui;
- METOIMYECKYIO — AMPEKTOPY MO NEPCOHATY M TPAaBOBBIM BOIIPOCAM.
1.4.0I1 u IIK Bosmasnser HadaabHuk OIl u 11K, koropelii HazHawaeTcs W OCBOOOYKIAeTCs
OT 3aHUMAEMOH JOJDKHOCTH IIPHKA30M TICHEPAIBHOTO aupekTopa OpraHusanmu, [0 HPESACTABICHHIO
JHPEKTOpa MO IPOU3BOJICTRY .
1.5. Crpykrypa u mrar OIl u IIK yrBepikaaerca reHepaibHbiM jgupektopom OpraHuzanun
mo npezacrasnennto nadansHuka OIT u 1K 1 no cornacoBanmio ¢ IMPEKTOPOM I10 [IPOU3BOJCTBY.
1.6. JlomxHocTHbIe 0043aHHOCTH Pa0OTHUKOB OTJENa YCTAaHABIMBAIOTCS JOIKHOCTHBIMA HHCTPYKIHSAMH.
1.7. Hauanpauk OI1 u [1K ocymecTBasier HemocpeACTBEHHOE PYKOBOACTBO ACATEIBHOCTBIO OTAEA, IUTaT
KOTOPOTO yCTaHaBIMBAETCH JEHCTBYIOLIMM [ITATHBIM pacnucanneM Opranuszanuu, pacrpenesiseT
0053aHHOCTH MEXJY COTPYJIHHKaMH OTJiela B COOTBETCTBHH ¢ JIOJDKHOCTHBIMH HWHCTPYKIHSAMH
H NOCTYMAOMMMH YKa3aHUsAMH OT HENOCPEACTBEHHOIO DPYKOBOAMTENA, KOHTPOJIMpYEeT padoTy Beex
COTPYAHHKOB OTZENA.
1.8. JosokHOocTHBIE 00si3aHHOCTH, TpaBa W OTBETCTBEHHOCTh Kaxkmoro paboramka OIl m [IK
YCTAHABIHBAIOTCH JAO/DKHOCTHON HHCTPYKIHeH, KOTOpag COIIACOBHIBAETCS C HAYAJLHHKOM OTHena
1 YTBEPKIAETCs reHepalbHbIM THpeKTopoM Opranusaiiu.
1.9. Ha Bpems orcyrctBus HavansHMka OIT u TIK (komanaupoBka, oTmyck, OonesHs, 1mp.) ero
00S13aHHOCTH BBITIONHIET MHCIEKTOP 1o KajpaM. Jlannoe muito npuoOpeTaeT cOOTBETCTBYIONIHE MpaBa
H HECET OTBETCTBEHHOCTD 3@ UCIIOJIHEHUE BU3JIOKEHHBIX Ha HEro 00s3aHHOCTEIH.
1.10. OIT u IIK B cBoeii JtesiTeTbHOCTH PYKOBO/ICTBYETCH:
- TPYI0BBIM KoZiekcoM Poccuiickoit @eiepariuu;
- penepanbhbiM 3akoHOM «OO6 obpazosannu B PO»;
- MEKIYHAPOIHBIMH M poccuiickuMu cranaapramu, B Tom yucae TOCT P UCO 9001-2015;
- HODMATHBHBIMH NPABOBEIMH aKTaAMH, COACP/KAlllMMH HOPMbI TPYAOBOIO 11PaBa, d TaKKe HOPMaTHBHBIMH
METOHIECKUMHU JOKYMEHTAMH 110 BEACHHIO KaJpOBOIo NelONpOU3BOACTEA,
- yctaom OpraHusanun:
- [IPAKA3aMH, PACTIOPSIKEHUIMU PyKoBojicTBa Opranusanu;
- HACTOSIIIHM HOJIOKEHHEM.

2. 3agaun

Ha OII u 11K Bo3jararoTcs CIcayiomme 3aiadu:
2.1. PazpaboTka u peanu3anus KaApoBOi NOIUTHKH U crparerun Opranusaiui.
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2.2. Obecneyenue OpraHu3aliy HEOOXOIUMBIM MEPCOHATIOM.

2.3. Vet nuusdoro coctaga Opradn3aiiiy | BEACHHE KaIPOBOi JIOKYMEHTALIHH.

2.4, OpraHuzanus mpomecca ajanTariin nepcoHaa.

2.5. Paspa6oTKa M pasBHTHE CHCTEMBl MOTHBALIMH H CTHMYTHPOBaHUs NEPCOHAIA.

2.6. Co3manue 4 pa3BUTHE CHCTEMbI OLIEHKH W aTTECTAllAN MepcoHaa.

2.7. JlesTensHOCTh, HAIIPABJIEHHAS HA MOBBIIEHHE TPO(HECCHOHAIBHOIO YPOBHS COTPYIHHKOB.

2.8. PaboTa B KOMHCCHHU M0 TPOBEICHHIO CMIELUAIBLHON OLIEHKH YCIOBHH TPYJa.

2.9. Vuactie B opramsauud paboTBl MO TMOATOTOBKE H IPOBENEHMIO arTecTalHH pabOTHHKOB
MPOU3BO/ICTBA.

2.10. Kortpons 3a cobmoneHueM TPYTIOBBIX H COIHANBHBIX PaB pabOTHHKOB

2.11. KonuTpouns 2a cobmoneHHeM JUCIUATUTHHEEI TPyA.

2.12. Tllommeprkanue M YKPEIUIEHHE IOJOKHTEJBHOTO  COMHMATBHO-NICHXOJOTHYECKOro  KiIMMara
B Opraui3aiiy, npeaynpexkIeHue TPYI0BEIX KOHQIAKTOB.

2.13. CoBepliieHCTBOBaHHE HMEIOLLElCs y4e0H0-METOMYECKOH Oa3bl.

2.14, Opranu3zanus o0yueHus Mmepconara.

3. ®yuxunn
B cooTteTcTBUM ¢ ocHOBHBIMY 3anadamu Ha Ol u [1K sosnaraiores crneayronue GyHKIHH:
3.1. [lpuauMars yyactie B pa3paboTke KaJ[poBoil MOMHTHKY U cTpaTerui OpraHnsauum:
- amanu3upoBarh 3(QPEKTUBHOCTH W JaBaTh NPEIJIOKEHHS MO KOPPEKTHPOBKE KAJIPOBOH MONHTHKY
Oprauu3aiiy (Ha OCHOBE aHAIN3a PbIHKA TPY/A, TEKYYECTH KapOB, YAOBJICTBOPEHHOCTH OIIaTOM Tpy/Ia
W HeMarepHajlbHbIM CTHMY/IHPOBaHHEM, a Takke Ha OCHOBE dHAJM3a COMMAIBLHO-TICHXOJIOTHYECKOTo
KITAMATA B KOJIIEKTHRE);
- KOHTPOIHpPOBAarTh HCMOJHEHHE PYKOBOAMTEIAMH  TOAPA3ACICHUH  3aKOHONATEIBHBIX — aKTOB
¥ TIOCTAHOBJICHWH TIPABUTENHCTBA, TOCTAHOBJICHUH, TPHKA30B M  PACIOPSKEHHH PYKOBOJAMTEIA
(Oprasuzaniy no BonpocaM KaapoBoii [OJHTHKA B paloTh! ¢ IePCOHATIOM;
- KOHTPOJHpPOBATh OGECTICYEHHE COMMANBHBIX IapaHTHH B 00J4CTH 3aHATOCTH, COOMOJACHHE NOPs/IKA
TpyROycTpoiicTRa M Tepeo0ydeHus  BBICBOOOKIAIOUMXCS — PabOTHUKOB, IHPEAOCTABICHHA MM
YCTAHOBIICHHBIX JIGIOT M KOMIICHCAITMH 1O pe3y/bTaraM TpPOBEACHHs CICLUAIbHOH OLCHKH yCIOBHH
TpyAa.
3.2. Bectu paboty no obecriedennio Oprann3anny HeOOXOMHMBIM [IEPCOHAJIOM, B TOM HUCJIC:
- AHAJIM3MPOBATh NOTPEGHOCTH B IIepConane ¢ ydeToM paseutus OpraHuzainn;
- NPUHMMAThL Y4YacTHe B COCTABEHMM INTATHOTO pPACIIHCAHWs, COINAcOBAHMM €ro ¢ JHPCKTOPOM
10 IPOH3BOACTBY M TIPEACTaBICHHM JAUPEKTOPY MO [EPCOHATY H MPABOBBLIM BOTIPOCAM JUIA YTBEPKACHUS
€ro reHepalTbHBIM JHPEKTOPOM;
- OpraHM30BbIBATE MEPOIPHATHA IO MOWCKY M MOAOOPY KaapoB COOCTBEHHBIMM CHJIAMH, & TAKKS
¢ TIOMOIIBIO KaIPOBBIX areHTCTB, IICHTPOB 3aHATOCTH H HHLIMH CTIOCO0aMH;
- obecreunrarh ykoMmTiekToBaHHE Oprauu3alMid NEPCOHATOM B COOTBETCTBUH € YTBEPKICHHBIM
IITATHBIM pPaclHCaHUEM;
- IIPOBOMIHTE COOECEIOBAHMS ¢ KaH/1u/1aTaMH MPH [prueme Ha padory;
- KOHCYIBTHPOBATh PYKOBOJIHTENEH PasHBIX YPOBHEHl M0 BOMpOCAM YIPABICHWS MEPCOHAIOM: HaHma,
apanTauy, [epeBOAa, [pPOABHMKCHHA II0 CIykOe, TIOHWKEHHS B  JIOJDKHOCTH, HAJIOXKECHHS
aIMHHUCTPATHRHEIX R3BICKAHMIL, 2 TAKKE YBOJLHEHHS PAOOTHHKOB;
- NPHHAMATH YYacTHe B pa3paboTKe M peanusaliii NporpamMMbl KaJpOBOI0 pe3epsa (UL BBLIBHIKCHHS
Ha PYKOBOJSIIHE JODKHOCTH) HA OCHOBE MOJHTUKH IUIAHMPOBAHMS KapbCpbl, MOArOTOBKA KaH/H/ATOB
Ha BBIABMIKEHHE 10 WHIMBHAYaJbHBIM IUIaHAM, POTALMOHHOIO NEPEABHIKCHMS PyKOBOJMTCICH
M CHICLMAIHCTOB, 0OYYEHAA Ha CICHHANBHBIX Kypcax, CTAKHPOBKH Ha COOTBETCTBYIOLIMX JOIDKHOCTSX,
CO3/IaHHs CHCTEMBI HEIIPEPLIBHO MOIFOTOBKY MEPCOHANa):
- OCYHIECTBIISTH METOMMYecKoe o0ecleyeHrHe MPOLECCOB CO31aHuA, O00BCANHEHHs H peOpraHd3aluH
CTPYKTYPHBIX ITOApa3ie/IeH i ;
- OCYIIECTB/IATH NPUEM ¥ YBOJbHEHHE PaOOTHHKOB T10 COINACOBAHHMIO € JAMPEKTOPOM 110 IPOH3BOACTBY
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H TeHEPAJIBHBIM INPEKTOPOM;

- BecTH paboTy IO 3aKIFOYECHHIO TPYLOBHIX JOTOBOPOB ¢ paboTHHKAaMH OpraHu3aiii.

3.3. OpraansoesiBars paboty otaena I u IIK, B ToM yucre:

- BeCTH JIMYHEIE JIeJia, UX NMPaBUILHOe XPAHCHHNE,

- BECTH YCTAHOBJICHHYIO KaJIPOBYIO TOKyMeHTALu0 (JIHYHBIC Kaprouku (Gopmbl T-2, Tpy1oBBIE JOTOBOPEI
W JOMONHUTENIbHBIE COINTAIICHUS K HUM, [PHKa3bl, KYPHAibl ydeTa MPUKa30B, KHHTY Y4ETa ABHIKCHUS
TPYAOBBIX KHIXKEK H BKIaAblIeHl B HHX, TPHXOAHO-PACXOJHYK KHHTY MO y4ueTy OaHKOB TpPyAOBOH
KHH/KKH M BKJIaJbllIA B HEE W AP.);

- OCYILIECTRIISTE yUeT MHYHoro coctara Opranusanuu,

- 3QNOJIHATh ¥ XPaHHTh TPYLOBLIE KHHKKH COTPYAHUKOB OpraHu3aiuu;

- OCYHIECTRISATE YUeT paboTAIONMX HHBAIHIOB, KOHTPOJIb 110 TPEIOCTABIECHHIO UM JIBIOT;

- BeCTH BOMHCKUH YUET BOCHHOOOA3aHHBIX

- CBOCBPEMEHHO CAaBaTh B aPXHB KaJpPOBBIC TOKYMEHTBI;

- HOATOTABIMBATH MATEPHANEI JUTA TPEACTARIEHUS IMepcoHana K MNOOUIPEHHUSM W HaTPaKICHUSIM
[0 HTOTaM rojia, K 0OANIeHHBIM JaTaMm;

- [IOITOTABIMBATE JOKYMEHTEI 10 MEHCHOHHOMY CTpaxoBanuio (roxasars B IleHcnonubi Gona cBeaeHus
0 craxke pabOTHHKOB, pabOTAIOIMX BO BPEAHBIX YCIOBHSX TPYJa), a TaKKe JOKYMEHTHI, He0OX0auMbIe
U1 HasHadeHus neHcud paboraukam Opranu3anin (CIpaBKH O TEFOTHOM CTaKe, HAUIeKAIIuM o0pasoM
3aBepeHHEIe KOITMH TPYOBKIX KHUXKEK, BBIJIABATH HA PYKH TPYIOBHIX KHUKEK);

-CBOEBPEMEHHO TEPe/IaBarh JOKYMEHTBI B IOPHIMYECKHIT OT/IEN B OyXranTepHio.

3.4. Oprasn30BBIBATEL NPOLECC aJaNTallHy [IepcoHaa:

- OCYHIECTBJIATH METOAMYECKYIO IOMOIMb M KOHTPOJIbL 3a HCHojHeHWeM "ll0moXKeHHust O BBENCHWH B
AOIDKHOCTE',

- B3AUMOJIEHCTRORATE C PYKOBOMUTENIMH ToapazaeneHuil npH pa3paboTke NporpaMMbl aganTanuH
nepcoHana, eé BHeIPEHHH, Pa3BUTHH H KOPPEKTHPOBKE;

- OCYIIECTBIATH OLEHKY pe3y/IbraroB afanTAlMOHHEIX IIPOrPAMM W OpraHM30BbBaTh PaboTHI
M0 HX KOPPEKTHPOBKE.

3.5. YuacTBoBaTh B pazpaboTke CHCTEMBI MOTHBALIMH M CTHMY/JIHPOBaHUs IEPCOHANE, B TOM YHCIIE:

- NPUHUMETH y4yacTHe B pa3paboTke CHCTEMBI MOTHBAlMM [EPCOHANE, BKIIFOYAOLIEH MaTepHaTbHYIO
¥ HeMaTepHaJIbHYIO COCTaBIIAIOIIHE!

- BHOCHTH TpPEWIOKEHHS TIO PpAa3BUTHIO CHCTEM OIUIATHl Tpyad, HanpaBjieHHbIE Ha yCHIICHHE
3aMHTEPECOBAHHOCTH COTPY/IHHKOB, C OHOH CTOPOHBI, U SKOHOMHYECKOH sddexTusHOCTH Opranu3auuy,
C APYTOH CTOPOHBIL

- OCYIIECTBJISTH CBOEBPEMEHHLIH aHallM3 CHCTEMbl MOTHBAllHM MEPCOHAJA H TOTOBUTL HA MM
PYKOBOJCTBA MPEUIOKEHUS TI0 €€ KODPEKTHPOBKE;

- TOTOBHTh TPHKA3bl O MOOLIPEHHH H [PUMEHEHWH IMCUMINTHHAPHBIX B3bICKAHHI B OTHOLICHHH
pabOTHHKOB.

3.6. Ha ocHose JIMueHsum Ha OcCylIecTBicHHe obpasosarenbhol mesremsHocti No (0133/01483 ot
23.01.2013r. opranuzorkRaTE 0OyueHue pabounx N0 HeoOXOMHMBLIM NPEANPHATHIO CHENHATBHOCTIM:

- paspabarsiBars yueOHbIe IPOTPAMMBI 110 IPOPECCHOHATIBHOMY 00YUEHHIO;

- 3aKITI0YaTh YYCHHYECKHE JOrOBOPLIL,

- OpraHM30BBIBATH IIPAKTHYECKOE H TEOPETHUECKOE 00yUCHHE;

- KOHTPOJIMPOBATH MPOBEACHUE TEOPCTHYCCKUX SAHSITHH.

3.7. Ilpuunmars ygacTue B CO3JaHUU CHCTEMBI OTIEHKH ¥ aTTeCTAllHyU MepcoHaa, B TOM YHCIE:

- pa3pabarsiBarb CHCTEMY OLIEHKH TepcoHalla,

- BecTH pabory mo (OPMHPOBAHHIO MOICNEH KOMIETCHUMH pa3iM4HbLIX KaTerOPHH COTPYIHHKOB
B cooTBeTcTBHM c0 «CragaaproM Oprann3aiumy;

- y4acTBOBaTh B pa3pabOTKe KPUTCPHEB OLICHKH IPH LIPHCMC Ha padoty, opranH3aiHH 00yYeHHs, OLEHKH
| QTTeCTaIldy IIepCOHANa, a TAKXKE TIPH BK/IIOUEHUH COTPY/IHUKOB B KaJIpPOBBIi De3epB;

- OpraHM30BBIBAaTH [POBCIACHHE AarTecTaluu pabOTHWKOB MPOH3BOJACTBA, ©F METOAHYECKOE
1 HHpOPMAIIHOHHOE 00ecIIeueH e, IPUHIMATE y4acTHe B aHAIH3e PE3y/IbTaTOB aTTeCTAIHH, pazpaboTKe
MEPOTIPUATHH MO pealH3alliy PelleH i aTTeCTAlMOHHBIX KOMHCCHH, OMPEACHATh KPYT CNCUMAIUCTOB,
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MOAIEKAIIMX OBTOPHOM ITPOBEPKE.
- KOHCOIHMPOBATh MH(OPMAIIMIO B CBOJHBIA aHAIM3 PE3YJIBTATOB OLCHKH U aTTCCTALHH nepcoHana s
IpeCTaBieHHs ero AMPEKTOpY MO TMEpCoHany M MpaBoBbIM BOLPOCAM, IMPEKTOPY MO [IPOHM3BOJCTBY
¥ TeHEpaJIbHOMY JHPEKTODY.
3.8. OpraHu30BBIBATE JIESATEBHOCTh, HAINPABICHHYIO HA [OBBIICHHE npodeccHOBAIBHOTO  YPOBHS
COTPYIHHKOB, B TOM YHCIIE:
- OpUHEMAaTh yYacTHe B CO3/IAHHM W MONICPKAHAM HA JODKHOM YPOBHE CHCTCMBI oOyueHus
7 TIpo(heCCHOHATTEHOTO PA3BUTHS COTPYAHUKOB OpraHu3aunn;
- OpraHu30BbIBATh PaboTHI MO CBOCBPEMEHHOMY BEIBICHUIO noTpebuocTell B 00yUeHHH MepcoHala;
- eXerojHoO TUIAHMPORATh TpoBeAeHHEe OOYHEHHS IMEPCOHANA, COCTABIATE IPOTPAMMY o0yuenus
W CTXKHPOBKH KAIPOB, MPEACTABNATH €€ HA COTMACOBAHHME AHMPEKTOPY MO MPOH3BOACTEY, JTUPEKTOPY
MO mepcoHaly M IPABOBBLIM BONPOCAM C HEMBI0 MOCIEAYIOUET0 pacCMOTPEHHA H YTBEPIKACHHUS
reHepantbHBIM JUPEKTOPOM;
- 3AKJIFOYATH JIOTOBOPHI C YHEOHBIMHU HEeHTPaMH, KypCaMH [OBHIIICHUS KRATHUKATIHH;
- HanpaBRnATE paboTHHKOB Ha yuéOy B COOTBETCTBHH C 3aKIFOYCHHBIMA J0TOBOPAMMU;
- OCYLIECTBIATh KOHTPOIb 3a OpraHusauueii oODydyeHwHd, BBHIOOpOM MpaBHIBHBIX (OPM H METOLOB
oOyueHns, CHCTEMaTHYHOCTBIO U KaueCTBOM NPOBOIMMEIX 3aHsTHI, COOMOIEHUEM CPOKOB OOYUCHMSL,
BBINOJHEHHS y4eOHBIX MPOTpaMM, MPaBUJIbHOCTBIO BEACHMS VCTAHOBICHHOH MOKyMEHTAlHH (KypHAIOB
[IOCELLCHN 3aHATHI, JHCBHUKOB TTPOM3BOICTBEHHOTO 00yUeHus H T.1.);
- KOHTPOIMPOBATE MOJUIEPKAHNE HEOOX0AUMOTO YPOBHS npodieCCHOHAIBHOM MIOITOTOBKH NEPCOHANA,;
- NpWHMMATh yJacTHe B COCTAaBIEHMM CBOJHOIO aHalWs3a pe3ylbTaros o0yueHHs IepCcoHaa
¥l TIpE/ICTABIEHAH €XKETOTHON OTYETHOCTH JTHPEKTOPY MO IPOH3BOACTBY H [CHEPATIBLHOMY JHPEKTODY.
- obecrneunBaTh OOYUEHHE W CTHKHUPOBKY paboumx, CHy/KallX H HHKCHCPHO-TCXHHHUECKHX pabOTHHKOB
B KOJIMYECTBE, KAYCCTBE H B CPOKH, YCTAHOBNEHHBIC TOZOBOH [Mporpammoit 00ydeHHs W CTAXKHPOBKH
KaJpoB,
- KOHTPOJIHPOBATh TPABHIbHOE PACXOJ0BAHHE CPEICTB Ha o0y4eHue B COOTBETCTBAM C YTBEPKICHHBIMH
dunagcosbiMi  manamp  Oprammsamuu, a TaKike COCTABICHHC YCTAHOBJAEHHOH — OTYETHOCTH
[0 [OArOTOBKE ¥ MOBLINEHUIO KBAM(hUKAIMH KaJIPOB,
3.9, Y4yacTBOBaTh B KOMHCCHH 1O POBEACHHIO CIENHMAILHOH OlLEHKH VCITOBUI Tpyza. OpraHu30BbIBATE
o3HaKoMieHHe paboTHUKOR OpraHm3aliy ¢ pesyibTaraMi [IPOBE/IEHHOM CHEIHAILHON OUEHKH YCITOBHIf
Tpyaa, OOecIeyHBarh XPaHGHHE PE3yTbTaToB CHelManbHOA OLEHKM ycnoBuil Tpyna Ha OyMaKHBIX
HOCHTEJISIX.
3.10. OGecneunBars:
- Beslenue tabenpHoTO yUeTa,
- cocTapeH e IPAadUKOB ©KETONHBIX OTIYCKOB Ha TIPEACTOSLINI TOL;
- KOHTPOIIb BHITIOJHEHUS TPAQUKOB S/KCrOHBIX OTITYCKOB;
- KOHTPOJb 32 COCTOSHHEM TDPYIOBOH AMCUMIUIHEBL B TOAPa3ACICHISX IPOM3BOJCTBA ¥ COOJIOUEHHEM
pabOTHHKAMMY TIPABHJ BHY TPEHHETO TPYAOBOIO paciiopsika;
3.11. CBOEBpEMEHHO NIPEACTAB/IATE YCTAHOB/ICHHYIO OTUYETHOCTE 110 Ka/IpaM.
3.12. Crioco6eTBOBATE GMArONPUSATHOMY MOPATBHO-MICHXOJIOTHYECKOMY KITHMATy B KOJIJIEKTHRE, AKTHBHO
y4aCTBOBATH B Pa3pEIICHUN Pa3THIHbIX KOH(IIHKTOB;
3.13. Padora OIl u IIK Benmercs B COOTBETCTBUM CO CTaHAapTaMH TOCT P 9001-2015 «Cucrema
MeHeDKMeHTa KauecTBa. | peDoBaHHsAY, TOCT P 6.30-2003 «YauduuupopanHai CHCTEMA
OpraHn3alHOHHO-PACIIOPIAUTEILHOR  JOKYMEHTATHH. TpeGosanus K OQOPMIEHHIO JIOKYMEHTOBY,
TOCT P UCO/MDK 31010-2011 «MeToasl ONeHKH PHCKa) C HCIBIO!

- obecrieuenus ocBemoM/IEHHOCTH TepcoHana OpraHusaluy O IMOJHTHKE B obnactu Ka4ecTsa
M COOTBETCTBYIONIMX IIEJSIX B 00I1aCTH KauecTsa;

- BHECCHHA JIMYHOTO BKNAJa B PE3YIBTATHBHOCTH CHCTEMbI MEHE/UKMEHTA KadeCcTBd, BKIoHas MOAb3y
OT YJIy4IIEeHHS Pe3yIbTaToB ACATCIILHOCTH; ]

- ObecieucHns KOMIICTEHTHOCTH mnepconana Opranmsanuy myTeM BBIOOpa KBAM(QULUPOBAHHBIX
kagpos npu npuéme Ha padoTy, ¢ YUETOM HX npodeccHOHanbHOro 00pa3oBaHus W OIIBITA padoThI
110 CIIELHATHLHOCTH, OCYIECTRBIEH s [IPOrpaMMbl UX ajantaruy B OpraHi3aiu;
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- NIOBBIMICHAA KOMMNETCHTHOCTH [IEPCOHANA B PE3y/bTare OCYUIECTBICHHS MPOTPAMMEI OOYYEHHMS
¥ IPO(ECCHOHAIEHOTO Pa3BHTHS Nepcoraia Opraausanuu;

- CO3JaHHA, PETUCTPAliMd H aKTYalIM3allii [1OKYMEHTHPDOBAHHOH HH(OPMAIWH, YNUpaBlIeHHs €10
B Ilensix obecrieueHus €€ JOCTYIHOCTH W IIPHIOAHOCTH Il MCMONB30OBAHHSA, €8 HOCTATOYHON 3AIHTHL
OT HecoOmoneHns KOH(UAEHIIHATBHOCTH, HEHAUISKAIIETO HCIOMB30BAHAS W TOTEPH IETOCTHOCTH,
a TaKKe COOMONEHNS CPOKOB XPAHEHHS M MOPSAIKA YHHUTOKCHHUS,

-anammsa jestensHocTH Oll m IIK ¢ yd€Tom prckoB U BO3MOKHOCTEH, BO3HHKAIOIIMX IpU
€ OCYMECTBICHAH, C LEIbIO PCAOTBPALICHHS HIH MHHUMM3ALIAA PUCKOB M YBEITMYCHNS BO3MOKHOCTEIH;

- aHanmu3a pesyneratoB jesrencHoctd OIl m [TK ana Brecenns usmenenwmif, HanpasjicHHBIX Ha of
yiIydlleHHe;

- MOBBIICHUS! CTETICHA YIOBICTBOPEHHOCTH PYKOBOJCTBA, COTPYIHHKOB M 3aKa3dnkos OpraHu3aluy
1 3aHHTEPECOBAHHBIX CTOPOH.

3.14. ins  s>dpdextnsHoro bynkunonuposannss OIl u [TK, HauanbHHK OTHENA paszpabarbiBaeT
MHCTPYKIMU 1 MHBIE JOKYMEHTEI, onuckisatone jestenbrocts OIT u ITK xak cOBOKYMHOCTH IPOEcCos,
COTTIacoBBIBACT 3TH IOKYMEHTB! C AMPEKTOPOM IO TIEPCOHANY M [IPABOBBIM BONPOCAM H JUPEKTOPOM 0
IIPOU3BOZCTBY, IOCTOAHHO MPUMEHSET WX B PaboTe W MEpHOANYeCKH OOHOBISIET B CBA3M C M3MEHEHHEM
3aKoHoOmare/LeTBa P@ 1 curyauun B Opranusaimy.

3.15. B cayuac BO3HMKHOBEHHMs cHCTeMarmueckumx owuGok B paGote OIT u [1K OCYILECTRIACTCS
aHaTH3 MPHYUH WX TIOABJISHNS, OCTE Yero ONpPE/eSIOTCA H BBIIOIHSIOTCS KOPPEKTHPYIOUHE ACHCTBUS
C HENbl0 yCTpaHeHHst OmHOOK. Bce HeoOXOMMMEIE H3MEHEHHSI BHOCSTCS B IOKYMEHTHPOBAHHYIO
HH(OPMALIHIO, COXPAHSIOTCS U HCIIONB3YIOTCS B AaTbHelineit paGoTe.

4. llpasa
Corpymauxu OIT u 11K uMmeror npaso:
4.1. 3anpammnBare ¥ N0Jy4ats OT CTPYKTYPHBIX NOApasieneHiH OpraHu3auy JOKYMEHTHI, HEOOX0IUMBIE
11st OpopMIICHNS TIPHEMa, I1EPEBOAIA, OTITYCKa, YBOMBHEHHS PAOOTHHKOB M HANOKCHHSA AUCIIAIUIHHAPHBIX
B3BICKAHH.
4.2.B pamKax CBOHX MOMKHOCTHEIX OOs3aHHOCTEH /aBaTh yka3aHWs DPYKOBOMHTEISM CTPYKTYPHEIX
noznpasjenenuit Opranusaiu 1o noabopy, yuery, paccTaHOBKE KaJpoB M BEJICHHIO TabeTbHOTO yUeTa.
4.3. BHOCHTb Ha pPacCMOTPEHHE pYKOBOACTBA OpraHM3allid [PEATOKECHHA 10 COBEPIICHCTBOBAHHIO
paboThl ¢ NEPCOHAIOM.
4.4. VIOCTOBEPATE IOPHANYECKYIO CHIY JOKYMEHTOB IO JIMYHOMY COCT@By, BbIIAaBacMBIX PaGOTHHKAM
Oprarmsanuu.
4.5. KonTpomupoBark B CTPYKTYPHBIX ToxapasaencHusx Opraumsanuu coOIIOneHHE B OTHOIIEHHH
pabOTHHKOB TPYIOBOIO 3aKOHONATEIECTBA, [IPSACTABICHHE YCTAHOBICHHBIX TAPAHTHI 1 KOMIICHCALMI,
4.6. Ilpencrasnate uHTEpechl Oprauusaniy MO BOIPOCAM, OTHOCHIIMMCS K KOMIIETEHIHH OTHeNa,
BO B3aMMOOTHOIICHHAX C IOCYAapCTBCHHEIMH M MYHWIHIIAJIbHBIMH OpraHamH, a TaKKe IPYrHMH
NPEeINPHATHAMH, OPTAHH3ALHAMY H YIPCIKICHHAMH,
4.7. Y4acTBOBATh B COBEILIAHNSX, TPOROIMMEBIX PyKOBOACTBOM OpraHu3zaiiuu, 1o BOMPOCaM, OTHECEHHLIM
K KOMIIETEeHIUH OT/IelIa.
4.8. JloxazbIBaTh AUPEKTOPY IO [POM3BOACTBY 000 BCEX BBISBICHHBIX HEOCTATKAX B Ipeaenax croei
KOMIIETEHIIH K.
4.9. 3HaKOMMTBCS C MPOSKTAMH pELIeHWH pyKoBoAcTBA OpraHM3aluM, KAacalOIIMXCS IeSTelbHOCTH
OIT u T'IK.
4.10. IToamuceIBaTh ¥ BU3HPOBATE JTOKYMEHTHI B IIPEIEax CBOeH KOMMeTeHIIHH.
4.11. Ilpencrapnsate  pykoBOACTBY OpraHuzalyi NPeUIOKEHUS O HA3HAYEHWH, IepeMelleHiH,
YBOJBHEHHH PaOOTHUKOB, Haxoxasmuxcs B nopunHennd Hauatbuinka OI1 u ITK, BHOCHTE HpemioKeH st
0 HalOXKeHHH B3pIcKaHud na paborHukoB OIl u IIK, momycruBmmMX HapyiieHHe yCTaHOBIEHHBIX
TpeOOBaHUH U MPEJVIOKEHHUS O [MOOLIPEHUH OTIIMYHUBIIHXCS pabOTHUKOB.
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5. OrBeTcTBEHHOCTD
5.1 Corpyxrnku OIT u ITK HecyT OTBETCTBEHHOCTH 32 HEBBIIONHEHHE U HEHAMJICKAIIEE BBIIOTHEHHE
CBOMX TPYZ0BbIX 00S3aHHOCTEH B COOTBETCTBHH C MOKHOCTHEIME WHCTPYKLHSIMHE;
5.2. Ha nagansuuxa OIT u ITK Bosnaraercy [IEpCOHANTbHAsA OTBETCTBEHHOCTD B CITy4ae;
-HECOOTRETCTRHS BaKOHO,I[aTe.TILCTBy H3TaBaCMBIX OTICJIOM [IPHUKA30B8,
-He 00eCTIeUeHHS WITH HEHAUTEKAIIETO obecedeH s pykoBozcTsa Opranusarun nadopMalHei
| 0 Bompocam paboTsl oTaena;
| ~HECBOCBPEMEHHOIO, 4 TAKXKE HEKAYCCTBCHHOTO HCTIONTHEHHS OPYYEHHIH PYKOBOICTRA Opranusaru;
-PaslIALICHHUA IIEPCOHAIBHEIX JaHHLIX paboTHHKOB Opranu3arum;
-Hecobmonenus [Tpasun BHyTpenHero TPYAOBOTO paclopsika COTPYAHUKAMH OTAENA.
5.3. OTBeTCTBEHHOCT coTpymHnkor OIT u ITK YCTAHABIIHBACTCA HX JOIKHOCTHBIMU HHCTPYKLIHSIMH.

6. BzanmooTHomenus ¢ apyruvu Hoapa3ae/ e HusIMH
O1zen niepconasa 1 NOATOTOBKH KAZPOB B3aMMOJIeHCTBYET:
6.1. C TMPEKTOPOM MO MEPCOHATY U MPABOBKIM BOLPOCAM C TEJIBIO:
- TIOJIY9ICHHS METOMMYECKHUX PEKOMeH Taumit 1o pabore oTnena;
- COBMECTHOH pabOTEI 110 TOMCKY KaHIHAATOB HA BAKAHTHBIE NODKHOCTH:
- KOHCYIIBTAIIHH 110 [IPABOBBIM BOIIPOCAM.
6.2. Co Bcemu monpazsienenusivy Oprasu3aliy 1o BOIIpOCaM:
- oA00Pa, afanTauuy 1 00ycHUs TIePCOHAIA;
-0(OpMIIEHHs TpHEMa Ha paboTy U yROILHEHHS paGoTHHKOB;
-OpraHU3alHH NOBBILICHNS KBaTHUKAIMK pab0ouuX U CHeITHAIHCTOB:
-03HAKOMJICHHS PaOOTHHKOB C Pe3y/IbTaTaMK CeHalIbHONH ONeHK] YCIIOBHH Tpyna;
~COCTABJICHUS TPadHKa OTIYCKOB, O(DOPMITCHHS OTILYCKOB, KOHTPOJIS BHINOTHEHAS rpauiKa OTIYCKOB;
-y4eTa CBepXypouHOil paboTsi;
-0QOpMITEHUS KOMAHTHPOBOYHEIX YI0CTOREPEHHIL;
-0(OpMIIEHHS JTHCTKOB HETPYAOCIIOCOBHOCTH:
-CBEpKH Tabesell yueTa uenomp3oBatis paGouero BpeMer;
-0GOpMIeHHS THCHHIUTHHAPHBIX B3bICKAHHIA:
-oQopMICHHs TEHCHOHHOTO o6ecTieyeHus paGOTHUKAM.
6.3. [11aH0BO-5KOHOMHYECKHM OTEI0M 110 BOIPOCAM:
- TUITAaHHPOBAHUS ¥ BBIIOJIHEHHS TMMUTOB PACXOIOBAHHS JICHEKHBIX CPELICTR;
- pa3paboTKH IODKHOCTHBIX HHCTPYKLIHIL, TIOJI0KEHHS 00 OTIee,
6.4. OTIe/IOM IIABHOTO HHMKEHEPa 10 BOIPOCAM:
-cobmonenns TpeOOBaHMI W KOHTPOIA BBINOIHCHUS [IpABHII H HOPM OXpaHbl Tpyda, TEeXHHUKH
D€30MacHOCTH M TPOTUBONOKAPHOM 3AIHTEL;
6.5. Ciyx0O0# KOMILTEeKCHOH 6e30MmacHOCTH MO BOIIPOCAM:
- COOMIONEHUS KOHTPOIBEHO-TIPOITYCKHOTO PeIKHMA.
6.6. Byxrantepueii mo Bolpocam:
-Tipe/ICTaBeH s TabeaeH ydeTa HCTIONB30BaHHA Pabouero BPeMeHH [T HAYHC/ICHHS 3apabOTHOMH TIJIAThI
paboTHHKAM;
- 0hopMIICHHS IPHKA30B O [PHeMe Ha paboTy, YBONBHEHHH, PEI0CTABICHUH OTITYCKOB.
6.7. I0puYecKkuM OTAENIOM MO BOIIPOCAM:
- Pa3sbACHEHUH ICHCTBYIOUIETO TPYAOBOTO 38KOHOAATENILCTBA H TIOPS/IKA €ro MPHMEHEHHS;
- TIONyHCHHs CBEACHUH 00 M3MCHCHMAX, BHOCHMBIX B TDYIOBOE 3AKOHOIATENBCTBO, ¢ PEKOMEHAALHSIMH
MO UX TIPHMEHEHHUIO.
6.8. Otnesiom cucTemnoro ananusa nponssosctsa (OCAIT) o Bormpocam:
- IPEACTaBICHUs: HH(POPMALIHH 110 BOITPOCAM, BXOSIINM B Komnetermmio OI u [TK:
- IOy 4EHHA PE3YILTATOB CHCTEMHOIO aHai3a u NpeuioskeHuH mo yinyutrennto pabots! OI u [1K.
6.9. Unpopmaunorno-rexunyeckum orueinom (MTO) 1o BOIpocam:
- IPEJICTABRIIEH NS 3asIBOK HA TIOTyUeHHE U OOCITY)KUBAHUE OPITeXHHKH;
- IIOXy4eHua HeoOX0MUMOro 060pYIOBaHHs H IPOTPAMMHOTO 00eCIeYeH S
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- 0OCITYKUBAHHs AMMAPATHBIX CPE/CTB.
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