I'BIIOY PO «PocToBCcKkHi1 KOMIEAXK UCKYCCTBY

PaccmoTpeno u cornmacoBano «YTBEPXJAIO»
CoBeToM KoJIemxa Hupexrop I'BIIOY PO
npotokosn ot « 01 » cenradps 2022 r. Ne 1 «PocTOBCKHI KOJIIEIK HCKYCCTB

N.b. Nmenko
« 01 » cents10ps 2022 r.

ITosi0:keHne 00 oTaEIE KAPOBOIl U OPraHU3ANMOHHOI PadoThI
roCy1apCTBEHHOI 0 0K0/IKeTHOr0 NPodeCCHOHAIBHOI0 00pPa30BaTEJIbHOI0
yupexaenusi PoctoBekoi 001acTi «POCTOBCKHIT KOJLJIETK HCKYCCTB»



1. O0uIne noJ10KeHus

1.1. Otmen kanpoBoil M OpraHuW3allMOHHONW pPAaOOTHl SIBISIETCS CTPYKTYPHBIM
NOJIpa3elIeHuEM roCyJ1apCTBEHHOIO OIO/I’KETHOTO 1po(heCcCUOHATIBHOTO
oOpa3oBaTeiabHOro yupexaeHus PoctoBckoit obnactu «POCTOBCKUIA KOJIIEAXK UCKYCCTBY»
(manee- YupexaeHue).

1.2. Otnen nogUnUHIETCA QUPEKTOPY Y UPEKICHHUS.

1.3. Otnen BO3rNIaBigeT HAYaJbHUK OTJENa KaJJpOBOM U OpraHU3allMOHHON paboThI,
Ha3HAYaeMbIi Ha JOHKHOCTh MPUKA30M JUPEKTOpa Y UpeKIeHNUS.

1.4. B cBoeil 1eSTENBHOCTH OTIAET PYKOBOACTBYETCS:

- TpynossiMm konekcom POD;

-YcTaBoM YupexacHus

- Hacrosimum nonoxxeHuem.

- [IpaBunamMu BHYTPEHHETO TPYAOBOIO pacropsika YupexIeHus;

- JJOKAJIbHBIMH aKTaMH Y UpexACHUS.

2. CTpyKkTypa

2.1.  CrpykTypy ¥ HITaTHYIO YMCICHHOCTb OT/ENa KaJ[POBOW U OPraHU3aI[MOHHON
paboThl yTBEpXKAACT TUPEKTOpP YUPEKIEHHUS IO COIVIACOBAHUIO C MUHHUCTEPCTBOM
KyJlbTypbl PocTOBCKOW 0051acTH MCXOAsl M3 YCIOBUW M OCOOCHHOCTEH JESTENbHOCTU
YUPEXKICHHUS.

2.2.1lonoxxeHne 06 oTaene KaJpoBOW M OpraHM3allMOHHOM paboTe yTBepxaaeTcs
TUPEKTOPOM YUpexkaeHUs, AOHKHOCTHBIE IpaBa U O0SI3aHHOCTU COTPYIHUKOB OTJENa
KaJpOBOM W  OpPraHM3alMOHHOM  pabOThl  ONPENENSIOTCS  COOTBETCTBYIOIIMMHU

HOJDKHOCTHBIMHU MHCTPYKIHUAMU.
2.2.

3. 3apaum

3.1. Ilon6op u paccTraHOBKa KaJpoOB HA OCHOBE OIEHKH UX KBATM(DUKAIIUH, TUIHBIX
U JICIOBBIX KaueCTB.

3.2. V3yueHue AeNOBbIX U MOPATBHBIX KauyeCTB pa0OTHUKOB IO WX MPAKTHUYECKOU
JESITEIHHOCTH.

3.3. Coznmanue pe3epBa KaJIpoB JJisl BEIIBIKCHHS HA PYKOBOJSIIIIAE TOJDKHOCTH.

3.4. Yder KaJpoB.

3.5.0pranuzanus AeJI0MPOU3BOJICTBA B KOJIJISIKE.

3.6. KoHTpOab UCTIONTHEHNS JTOKYMEHTOB W TOATOTOBKA JOKYMEHTOB K Iepeaade
B apXMB.

4, OyHKUIMH

4.1. Pa3zpaboTka KaJgpOoBOM MOJUTUKUA KOJUICIKA.

4.2. KoMmIuieKkToBaHHE KOJUIE XA KaJpaMu padounx, CIYXKaIlluX M CIEIUATNCTOB
TpeOyeMbIX mpodeccuii, cCuenualbHOCTeH W KBaTU(UKAIIMKA B COOTBETCTBUH C IIEIISAMH,
cTpaterve u npoduiaeM YUpexaeHUs, U3MEHSIIONIMMUCS BHEITHUMH W BHYTPEHHUMH
YCIOBUSIMHU €TO JIESITEIbHOCTH.

4.3. dopmupoBaHUEe U BeJieHHE OaHKa TaHHBIX O KOJMYECTBEHHOM U Ka4€CTBEHHOM
COCTaBe KaJIpOB.



4.4. ITon60p 1 0TOOP paOOTHUKOB COBMECTHO C PYKOBOAUTENISIMU 3aMHTEPECOBAHHBIX
MoApa3JeICHU U BHECEHHE COOTBETCTBYIONIUX MPEJIOKEHUN 00 MX Ha3HAYEHUU Ha
YKa3aHHbIE JOJDKHOCTH, OQOpMIIEHHWE IPUKA30B O NpHEeMe Ha paboTy U Jpyrou
HEOOXOUMOM ISl ITOTO JOKYMEHTAIIUH.

4.5. OdopmiieHue npuemMa, epeBojia U yBOJIbHEHUS PAa0OTHUKOB B COOTBETCTBUU C
TPYJIOBBIM 3aKOHOJATEILCTBOM P®, TMOJOXKEHUSIMHU, HHCTPYKIHUSIMU M TMpPUKA3aAMU
PYKOBOJUTENS YUPEIKICHHUS.

4.6. Yuer ITM4HOro COCTaBa.

4.7. Bblgaya COpaBOK O HACTOAIIEW W NPOLIION TPYHOBOW JEATEIBHOCTH
PabOTHUKOB.

4.8. Benenue yCTaHOBJICHHON JOKYMEHTAIIMU 110 KaJpaM.

4.9. TloarotoBka MaTepHaJIOB MJIsA TMPEACTABJICHUS IEpCOHAIa K TMOOILIPEHUSM,
OTpaciieBbIM HarpajaM U K MPUCBOCHUIO TOYETHBIX 3BaAHUM.

4.10. PaccTanoBKa KaJpoOB HAa OCHOBE OIIEHKHU X KBATU(PUKAIINH, TUYHBIX U JIETOBBIX
KauecCTB.

4.11. U3zyuyenue npodecCUOHANIbHBIX, IEIOBBIX U MOPATbHBIX KAUECTB PAOOTHUKOB B
npolecce uX TPy10BOH eI TeIbHOCTH.

4.12. TloaroTOBKa COOTBETCTBYIOIIUX JOKYMEHTOB MO NMEHCUOHHOMY CTPaxXxOBaHUIO
U TIPE/ICTaBJICHNE UX B OPTaHbl COIMATILHOT'O 00ECTICUCHHUS.

4.13. CocrapieHue rpaduKoB OTIYCKOB, YYE€T HCIOJIB30BaHUS PAOOTHUKAMHU
OTITYCKOB, O(QOpPMIICHHE OYEPEIHBIX OTIYCKOB B COOTBETCTBHUU C YTBEPKICHHBIMU
rpaduKaMu U JOTOTHUTENbHBIX OTITYCKOB.

4.14. OpopmiieHne 1 y4eT KOMaHIUPOBOK.

4.15. AHanu3 TEKy4eCcTH KaJIpOoB.

4.16. Bengenue nenonpou3BOJICTBA B KOJUIEIKE.

4.17. OGecrieueHre CBOCBPEMEHHOM 0OPaOOTKH TOCTYMArOIIed U OTIpaBIsIeMOM
KOPPECIIOHICHIINH.

4.18. PabGoTa 110 perucTpaiuu, y4eTy, XpaHEHUIO W Iepeaade B COOTBETCTBYIOIIUE
noJipa3fiejeHus] TOKYMEHTOB TEKYIIETO JEIONMPOU3BOJCTBA, B TOM YHUCIE NMPUKA30B U
pacrnopsbKeHU PyKOBOJICTBA.

4.19. KouTponb 3a CpOKaMU HCIIOJHEHHUS JOKYMEHTOB, HX NPaBUJIbHBIM
o OpMIICHHEM.

4.20. dopmupoBaHue Je] U cllaya UX Ha XpaHCHHUE.

4.21. Pa3paboTka W BHEAPEHHUE HOBBIX TEXHOJOTHYECKUX MPOIIECCOB PabOTHI C
JOKYMEHTaMH, COBEPILIEHCTBOBAHUE ABTOMATU3HPOBAHHBIX CUCTEM M TEXHOJIOTHIA.

4.22. BeInoaHEeHNE KOMUPOBAIBHBIX K MHOKUTEIBHBIX Pa0OT.

5. [IpaBa

5.1.0t1nen kaapoB UMEET MPaBO:

5.1.1.3anpammBaTth B CTPYKTYPHBIX MOAPA3ACICHUAX KOJUICIXAa HEOOXOIUMbIe
JTaHHBIE 0 PaOOTHUKAX, a PU TIpHEMe Ha padOTy U IEPEMEIICHUSIX PAaOOTHUKOB - MHEHUE
PYKOBOJMTENEN COOTBETCTBYIOIINUX CTPYKTYPHBIX IMOIPA3AECICHUAMN.

5.1.2. KOHTPOAUPOBATH B CTPYKTYPHBIX NOAPA3ACICHUAX COOIOJICHHE B OTHOIEHUHU
pPabOTHUKOB 3aKOHOJATENIbCTBA O TpPYJE, MNPEIOCTAaBICHUE YCTAHOBJIEHHBIX JIBIOT H
MIPEUMYILIECTB.



5.1.3. naBaThb pYKOBOAMTENSAM CTPYKTYPHBIX MOJApA3JEIeHUN YUpekIeHus
oOs3aTeNbHbIE AJI1 UCTIONHEHUs YKa3aHUs 10 BOIPOCaM, OTHOCAIIUMCSA K KOMIETEHIIUU
oThena Kagpos.

5.1.4. TpebGoBaTh M MOJyYaTb OT BCEX CTPYKTYPHBIX NOJpa3JeICHUN KOJUIeIKa
CBEJIEHUS, HEOOXOIUMBIE JJIs BBIITOJIHEHHSI BO3JIOKEHHBIX HA OTJIEN 3a]a4.

5.1.5. npencTaBuTENbCTBOBATH B YCTAHOBJICHHOM MOPSAJIKE OT UMEHHU YUPEKIEHUS 110
BOIIPOCAM, OTHOCSUIMMCS K KOMIIETEHLUMH OTJeda, BO B3aUMOOTHOIICHHUSIX C
rOCy/IapCTBEHHBIMU M MYHULIMTNIATBHBIMH OpPraHaMu, a TakKe APYTUMU NPEINpUATHIMUA,
OpraHu3alusIMU, YUPEKICHUIMU.

5.1.6. naBatb pa3pACHEHUS, PEKOMEHIAMU U YKa3aHUs IO BOIPOCAM, BXOASIIUM B
KOMIIETEHIUIO OTACIIA.

6. BzaumooTHomeHus (caykeOHbIe CBS3H)

6.1. Jns BbimosHeHHMs (QYHKIMEA ¢ peanu3alMi MpaB  OTAEN  KaJpoB
B3aMMOJICUCTBYET:

6.1.1. co Bcemu CTPYKTYpHBIMHU MOAPA3/ICAECHUSIMHU KOJUIEXKa MO0 BOIIPOCAM

MOJTy4YEHHUS:

- BakaHCUH paOOTHUKOB;

- XapaKTepUCTUK Ha paOOTHUKOB, MPEICTABISIEMbIX K MOOIIPEHUIO;

- XapakTEepUCTUK Ha pabOOTHHUKOB, TMPHUBJICKAEMbIX K MaTEepHAIbHOW U
JTUCIUIUTMHAPHON OTBETCTBEHHOCTH;

- MMOSICHUTEIBHBIX 3aMMUCOK OT HAPYLIUTENEH TPYI0BON AUCIUILIUHEI;

- IPEJIOKEHHH 110 COCTABJICHUIO TPA(UKOB OTITYCKOB;

- Tepelayd BXOJSIEH KOPPECTMOHACHIIMM U MpUeMa UCXOASIICH; MOJydeHus u
BbIIaYM JIOKYMEHTOB, TOJJISKAIIUX KOIMMPOBAHUIO U PA3MHOXKEHUIO;

6.1.2. co BceMH CTPYKTYpHBIMH TMOJpa3JeiIeHUsIMU KOJJIEIKa [0 BOMpPOCaM
PEIOCTaBICHUS:

- PEIICHHI O TOOUIPEHUH PAOOTHUKOB;

- KOIUI MPUKA30B O MpUEME, TIEPEMEIICHUN U YBOJIbHEHUH;

- YTBEP>KJICHHBIX TPaPUKOB OTITYCKOB.

6.1.3. ¢c OyxraiaTepueit o BOpocam MOJTyIeHHUS:

- IITATHOT'O PaCIHUCaHUS;

- CIIPaBOK O 3apaboTHOM Mm1aTe pabOTHUKOB KOJUIeIKa Tk OhOpPMIICHHS TICHCHH.

6.1.4. ¢ OyxranTepueii Mo BOmpocaM MpeaoCTaBICHUS:

- IPUKA30B O MPUEME, IEPEMEIIICHUN U YBOJIbHEHUU PAaOOTHUKOB;

- rpaduKa OTIYCKOB;

- TUCTKOB BPEMEHHON HETPYAOCIOCOOHOCTH K OILJIaTe.

6.1.5. ¢ FOPUCKOHCYJIBTOM IO BONPOCAM MOITYyYECHUS

- CBEICHM 00 W3MEHEHMSIX TPYJOBOIO 3aKOHOAATENIbCTBA, 3aKOHOJATEIBCTBA O
COIIMAJIbHOM 0OECIICUCHHH;

- HEOOXOIMMBIX HOPMATHBHO-TIPABOBBIX JOKYMEHTOB;

- Pa3bsICHEHU JIEUCTBYIOLIETO 3aKOHOJATENbCTBA U MOPSIIKA €r0 MPUMEHEHUS.

- PUKA30B JIJI1 BUBUPOBAHMUSI.

6.1.6.C amMUHHCTPATUBHO-XO3SMUCTBEHHBIM OTJEIIOM IO BOIIPOCAM:

- oOecrieueHus OPITEXHUKOM, 000py1I0BaHUEM, KaHUEIAPCKUMU
MPUHAIC)KHOCTSIMU;
- o0ecreueHusi  pPeMOHTa  OPITEXHUKH,  KOMHUPOBAIbHO-MHO>KUTEIBHOIO

000py/1I0BaHUS U T.II.



7. OTBEeTCTBEHHOCTD

7.1. OTBETCTBEHHOCTb 3a HaJUIeXKalllee M CBOCBPEMEHHOE BBHITIOJIHEHUE OT/ACIIOM
GyHKIMI, TPEeAyCMOTPEHHBIX HACTOSIINM IOJOKEHUEM, HECET HayajdbHUK OTJAeNa
KaJIpOBOW U OPTraHU3ALMOHHON paOOTHl.

7.2. Ha nayanpHUKa OT/€JIa KaIpOBON M OpraHU3AIlMOHHOW pabOThI BO3jIaraercs
nepcoHaibHas OTBETCTBEHHOCTD 34!

7.2.1. opra"u3zaiuio AesITeILHOCTH OT/eNa MO BHIMOJHEHUIO BO3JIOKEHHBIX HA HETO
3a/1a4 U PyHKIUH.

7.2.2. opraHu3auui0 B OTJAEJIE OINEPATUBHOM W KAayeCTBEHHOW MOJATOTOBKH U
UCIIOJTHEHUS IOKYMEHTOB, BEJICHUE JICJIONPOU3BOJICTBA B COOTBETCTBUH C JICUCTBYIOITUMHU
paBUJIaMU U UHCTPYKITUSIMH.

7.2.3. cobmoieHre COTPYAHUKAMU OTJieNIa TPYIOBOU TUCIIUIUIMHBI.

7.2.4. obecrieueHre COXPaAaHHOCTH UMYIIIECTBA, HAXOASIIETOCs B OT/ICIIE.

7.2.5. mon0op, pacCTaHOBKY U JIESITEIHHOCTh COTPYAHUKOB OT/EA.

7.3.COOTBETCTBHE JEHCTBYIOIIEMY 3aKOHO/IATEJIbCTBY BU3UPYEMBIX
(MOMUCHIBAEMBIX) UM MPOEKTOB MPUKA30B, HHCTPYKIIUH, MMOJIOKECHHM, TOCTAHOBICHUU U
JPYTUX JTOKYMEHTOB.

7.4. COTpyIHUKH OTHeJla TIPU OILICHKE JCJIOBBIX KaueCTB PaOOTHUKOB OOS3aHBI
UCXOJIUTh TOJIbKO M3 O(PUIIMAIBHO TOJYYEHHBIX JAHHBIX W MaTEepUaJIOB M HE BIIPaBE
pasriamniaTh UMEIOIIUECS TAaHHBIC O JTMYHOU KU3HU PAOOTHHUKOB.

7.5. OTBETCTBEHHOCTh COTPY/IHMKOB OTJI€JIa YCTAHABIUBAETCS UX JTOJKHOCTHBIMHU
UHCTPYKIUSIMU.



