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1. OBIIUE ITOJIOKEHHA

1.1. Kanpogas ciyx6a MysuUMIaIsHOIO OIO/UKETHOIO YUPEXAEHHS HONOIHUTEIBHOIO
obpazoBanus «CriopTHBHAs IIKOJIa OJUMIMHUCKOro pesepsa «CrapT» (Zajnee — Kaaposas
cyxba) aBngerca crpykrypubiM nozpasaeneauem MBY JIO CHIOP «Crapr» (nanee —
yupexIeHHe, CIIOPTUBHAS IIKOJIA).

1.2. Kaapogas ciyx0a MOZUHHIETCS HEIIOCPEACTBEHHO JUPEKTOPY YUPEKICHHUA.

1.3. Kagpomas cnyxba co3gaercs ¢ LeIbl0 ODECIEeYeHHs YUYPEXAECHUS TpPYJIOBBIMU
pecypcamMy, KOMIUICKTOBaHMA KaapaMu TpeOyeMBIX mpodeccuif M KBamupukanuud B
COOTBETCTBUM C 3aJa4aMy M BUAAMH JEATEIBHOCTH YUPEKICHUS, pa3paboTKu KaapoBOH
MIOJIMTHKH, COOIOAECHH TIpaB, JbIOT M rapaHTuil paboTHUKOB B 061aCTH TPYIOBOTO IpaBa,
a TAKoKe BEJNEHMS KaJpOBOro JIEIONPOM3BOJCTBA B COOTBETCTBHH € 3aKOHOJAATEIBLCTBOM
Poccuiickoit @enepanuu.

1.4. B cBoell AeATEIbHOCTH KaJpoBasl CIyk0a pyKOBOACTBYETCA:

- Koncruryuueit Poccuiickoit @enepanun;

- TpynoBem kogexcoM Poccutickoit Denepanuu;

- (enepanbHBIMH, PErHOHAABHBIMM ¥ MYHMIMIAJBHEIMM HOPMATUBHEIMH IIPaBOBBIMH
aKTaMHu;

- rocyaapcTBeHHBIME cTaHnapTamu (TOCT);

- HOpMaTHBHBIMH aKTaMH, pa3paboTaHHBIMU U YTBEPXKICHHBIMU PocapXuBoMm;

- YCTaBoM yupeK/IeHus;

- IOKaJIbHBIMM HOPMATUBHBIMH aKTaMH.

2. CTPYKTYPA KAJIPOBOU CJIYXBBI

2.1. CrpykTypa M KOJMYECTBO INTATHBEIX EIUHHUIl KaIpOBOH CIyXOBI YTBEPIKAAeTCA
JIUPEKTOPOM YUYPEXKICHHWA B IOTATHOM paclHCaHUM M IIpHKase 00 OpraHM3alMOHHON
CTPYKTYpP€ CIIOPTUBHOM IIKOJILI.

3. OCHOBHBLIE 3AJJAYMA

OCHOBHEI€ 331241 KaJpOBOH CIIyKOBI:
- COBEpUIEHCTBOBAHKE ITPOIIECCOB YIIPABICHHA TPYIOBEIME PECYpCaMy YUPEKACHN;
- moxbop, oTéop, MpueM Ha paboTy U paccTaHOBKA KaJIpOB;
- YYET JITYHOI'0 COCTaBa pabOTHHUKOB;
- CO3/TaHK€ pe3epBa KaJIpoB /IS BBIABHKEHHSI Ha BEIIIECTOAIINE JO/DKHOCTH;
- OpraHU3aIis IPOBEAEHHS ATTECTAlIUH pabOTHUKOB;
- opranusanys paboThl 10 MOArOTOBKE PabOTHHMKOB (TMpodeccroHansHoe obpasoBaHue M
npoheccuoHaibHOe 00y4eHHe) 1 JIOTIOIHUTEIBHOMY IPO(EeCcCHOHAIPHOMY 00pa30BaHHIo, a
TAK)KE HAIPABICHUIO pabOTHUKOB Ha MPOXOXKJECHHE HE3aBHCUMON OLEHKH KBAIH(UKALHA
JU1s Hy ]| paboTojares;
- BeJICHHE KaIpOBOro JIEIONPOU3BOICTBA
- OCYLIECTBIICHUE BOMHCKOTO yUETa.

4. ©YHKIINHN

B dbysxiun kagpoBo# ciry>kObI BXOJHUT:



4.1. OmnpegneneHue 1 pa3paboTKa KaIpOBOH IIOJUTHKA B COOTBETCTBUH C HANpPaBJICHUIMHA
JIESTEIIbHOCTH YUPEKICHMS.

4.2, ®@opMmHpOBaHHE COBMECTHO C IJIABHBIM OyXraiaTepoM IUTaTHOTO pacIMCaHus
yUpeKICHHU.

4.3. OmpexeneHue TeKyIel NoTpeOHOCTH B Kaapax.

4.4. Tlogbop kBanmMUIMPOBAHHEIX PAOOTHHUKOB IyTEM:

- pasMeIleHHs BakaHCHH Ha nopTaie «Pabota Poccuny;

- oOpamenus B opraHbl ciyx0bl 3aHaTocTH HacejdeHus 3ATO 1. 3eineHoropck
Kpacnospckoro kpas;

- pa3sMeILUeHUA B CPEICTBAX MaccoBOM HHPOpMAaLUK OOBABIIECHNH O BaKaHCHAX.

4.5. KomiuiekroBaHue YYpeXICHHS HEOOXONUMBIMH KaJpaMH B COOTBETCTBHUH C
TpeOOBaHUAMHU K KBANA(DHUKAIINH, ONPEAEIEHHBIMH ITPO(YECCHOHANEHEIMU CTAHIapTaMU WIIH
KBaTH(QUKAIIMOHHBIMH CIIPABOYHHUKAMH.

4.6. Odopmienue TpyIOBEIX OTHOIIECHHH ¢ pa0OTHUKaM#d B COOTBETCTBUHU C TPYAOBBEIM
3aKOHOJATE/IECTBOM.

4.7. Benenue paGoTH C TPYJOBBEIMH KHIDKKAMM, MX Y4Y€T, XpaHEHHUE, 3allOjHEHHE, a
TaloKe BBIjlaua MU NPEKPALIeHAH TPYIOBBIX OTHOIICHUH. BeeHue paboThl cO CBEACHUAMH
0 TPYIOBOM OEATENBHOCTH pabOTHMKOB, BKIIOUasd MX (QOPMHpOBaHHWE, NPEJCTABICHUE B
@oH/I MEHCHOHHOTO M COLMAIBHOrO cTpaxoBanus Poccuiickoit @enepanun (nanee — COP),
a TakKe BBy pabOTHUKAM B CIIy4asX, yCTAHOBIEHHBIX 3aKOHOJATENBCTBOM Poccuiickoi
Denepauym.

4.8. Ywyer IMYHOro cocTaBa paOOTHUKOB IIyTEM COCTaBJICHHUS Pa3sIMYHOr0 BHId OTUETOB.
4.9, CocraBineHue rpaduKOB OTIIyCKOB, O(QOPM/ICHHE INPHKA30B O IPEIOCTaBICHUU
paloTHHKAM pa3iIUYHBIX BHUAOB OTIYCKOB, YYE€T KOJIMYECTBA MCIOJIB30BAHHBIX [IHEH
OTITyCKa.

4,10. Odopmienue 1 yueT ciIy:KeOHbIX KOMaHIMPOBOK.

4.11. Pabora ¢ TUCTKaMH HETPYIOCIIOCOOHOCTH.

4.12. CocrasieHue Tabeseif yuyera UCIIOIB30BaHNA pabOYero BpeMeHH pabOTHUKAMH.

4.13. TlogrotoBka M BhIJada CIIPaBOK O 3aHUMAaeMOH JO/DKHOCTH M IlepHoze paboTsl B
YUPEXKICHHUH.

4.14. B3auMoOJeiCTBHE CO CTOPOHHUMHU OpraHM3alMAMH, B Y4aCTHOCTH:

- BOEHHBIMM KOMHCCapMaTaMHd II0 BOIIPOCaM IIOCTAHOBKM, CHATHA C BOHHCKOIO yuera
pabOTHHKOB, UX y4€Ta ¥ IPEIOCTaBICHUSA OTUETOB;

- TeppuTOpHaTbHEIMU opraHaMu COP B nefx perucTpaluy B CUCTEME WH/IMBH/YaIbHOIO
(mepcOHUGUIIMPOBAHHOTO) y4eTa JIML, KOTOPEIE BIIEPBHIC [OCTYNAIOT HA paboTy U He
HMEIT B 3TOM CHCTEeME WHIWBHAYAJIBHOIO JHMIEBOIO CY€Ta, a TaKKE IO BOIpOcaM
npeicrasienus B COP cBeaeHnit 0 TpyAOBOH NEATENLHOCTH padOTHUKOB.

4.15. TlomroroBka KaapoBOW HOKYMEHTAUWH [JIA IEpEeNadd B apXuB YYPEKIACHUA 1A
JaJIbHEHIIEro XpaHeHH.

4.16. TloaroToBKa IPHKA30B O IOOIPEHHUH PaOOTHUKOB.

4.17. TlogroToBKa MaTepuaaoB M IPHKA30B JUIL TIPUBJICUCHUs DPabOTHHKOB K
JUCLUIUIMHAPHON OTBETCTBEHHOCTH.

4.18. KouTpoab 3a COGMIOACHHEM NHUCHUILTUHBEI TpyJa M BEIIOJIHEHHEM paOOTHHKAMH
MpaBUJI BHYTPEHHETO TPYIOBOIO PACHIOPANKA M MHBIX JIOKATbHBIX HOPMATHBHbIX aKTOB.
4.19. OpraHusaiis BOMHCKOIO y4eTa pabOTHUKOB.

420. KoncynprupoBaHHe pabOTHMKOB  YYPEKICHHMS [0  BOIPOCaM  TPYOOBOIO
3aKOHO/IaTEIbCTBA, B TOM YHCIIC OTBETHI Ha 3alIPOCHL, JKa100Bbl, 00paIleHus.

4.21. TInaHupoBaHME U Y4acTHE B MEPOIPHATHAX I10 aTTECTAIIUH, K KOTOPBIM OTHOCHTCL:
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- paspaboTka JOKadbHBIX HOPMATHBHBIX aKTOB, Ha OCHOBAHMH KOTODBIX IPOBOAHTCH
aTTecTanus;

- HHGOpMaIMOHHOE obecrieueH e (CocTaBlIeHne IrpaMKoB, IPUKA30B, XapaKTEPHUCTHK);

- KOHTPOJIb 338 XOJOM IIPOBEACHUA aTTECTALlUW, BBINOJHEHHSA PEIIEHHH aTTECTALHOHHOM
KOMHCCHH.

4.22. VcraHoBneHWe TMNOTpeOHOCTH B MOArOTOBKE pabOTHUKOB (IpodeccHOHATIBHOE
obpaszoBanre W InpodeccrHoHanbHOe O0Y4YeHHE) M JONOIHUTEIBHOM IpPOo(decCHOHATBHOM
o6pa3oBaHMH, a Tak)Ke HamnpaBlieHUH pabOTHHKOB Ha IIPOXOXK/ICHHEC HE3aBHCHMOH OLICHKH
KBaJTUQHKALMHU JUIA HyK] paboToaTes.

4.23. ®opmupoBaHHE M IIOANOTOBKA pe3epBa KaApOB MUl BBIABIDKCHHA Ha BEHIIIECTOSIINE
IOKHOCTH.

4.24. PaspaGorka KOMIUIEKCA MEp I10 MOBBIIICHUIO MOTUBAIIMK PabOTHHUKOB.

4.25. Amnajius TeKy4ecTH KaJpOB.

5. IIPABA 1 OBA3AHHOCTH

5.1. PaGoTHuKM KaapoBOH CITy)KOBI UMEIOT NPaBO:

- B3aWMOJIEHCTBOBATH 110 BOIPOCAM, OTHOCALIMMCS K KOMIICTCHLHH KaJpOBOH CIyxkOBI, C
IPYTHMHM  CTPYKTYPHBIMH  TIOZPA3fiEIEHUAMH  YUPEXJEHHs, TIOCYJapCTBEHHBIMH U
MYHMIIATIATBHEIMYA OpraHaMH, a TAKKe IPYTHMHU OPraHU3alMsAMH U YUPEKICHUAMH;

- 3amnpalliBaTh y BCEX CTPYKTYPHBIX IOJpa3iciCHUH CIOPTHBHOHM IUKOJIBI MaTepHalbl M
CBEICHMS, HEOOXOMUMEBIE UL BEITIOMHEHUS (PyHKIUH, BO3JIOKEHHBIX Ha KaJIpOBYIO ciryx0y;
- KOHTPOJIMpOBaTh COOMIOACHHE TPYAOBOr0 3aKOHONATENBCTBA B YUPEKJIECHHM, a TakKe
JlaBaTh pa3bsACHEHH 110 MPUMEHEHHI0 HopM Tpynosoro kogekca Poccuiickoit ®enepanyu u
WHBIX HOPMATHBHBIX aKTOB;

- MPeNCTaBUTEIBCTBOBATE B YCTAHOBJIEHHOM IMOPAIKE OT MMEHHU CIIOPTHUBHOHM IIKOJIBI IO
BOIIPOCaM, OTHOCSIIMMCS K KOMIICTCHIIMH KaJpOoBOH CiIyKOBl, B TOM 4YHCJI€ 110 BOIpOcam
noabopa nepcoHana;

- 3aBEPSTH JOKYMEHTSI 110 IMYHOMY COCTaBY, BEIJIaBaeMble pabOTHUKAM YUPEKIEHHUS.

5.2. PaGorHuKHU KanpoBOH ciryKObI 00A3aHEL:

- 06eCeYnTh COXPaHHOCTh MEPCOHAIBHBIX JIAHHBIX pabOTHUKOB Npy UX 00paboTke;

- coOmoIaTh B CBOEH paboTe HOPMEI AEHCTBYIOLIETO 3aKOHOIaTENBCTBA.

6. B3SAUMOJIEUCTBUE CO CTPYKTYPHBIMHU [TOIPA3AEJIEHWSIMU

Kanmposast ciyxba B mpouecce BBINOMHEHHA GYHKINHA, BO3JIOXKEHHBIX Ha HEe,
B3aUMOJIENCTBYET CO BCEMH CTPYKTYPHBIMH IOAPA3ICICHUSIMU YUPEXKICHUA, B IpeaeIax,
OIIpEACIAEMEIX HOPMATHBHEIMU TIPABOBBIMH aKTaMH, JIOKAJIbHBIMH HOPMATUBHBIMH aKTaMU
U JOJDKHOCTHBIMU HHCTPYKLUSAMH.

7. OTBETCTBEHHOCTD

7.1.  Kanposas ciryx0a HeceT OTBETCTBEHHOCTB!

- 3a HECBOEBPEMEHHOE W HEKA4EeCTBCHHOE BBIIIOJIHCHHE BO3JOKEHHBIX Ha KaJpOBYIO
ciyx0y 3a/1a4;

- 33 HECOOJIIOIEHIE 3aKOHOIAaTeNbCTBA B 00JIaCTH TPYAOBOIO IIpaBa;

- B Tpejenax AODKHOCTHBIX 00A3aHHOCTEH, ONpPENeNeHHBIX TPYIOBEIM IOTOBOPOM M
JIOJDKHOCTHOM MHCTPYKIUEH.



7.2. PaboTHUKM KaapoBOH CIyXObI MOIYyT OBITH IIPHBICYCHBl K AHCLUIUIMHAPHOH,
MaTepHUalbHOM, aJMUHUCTPATHBHOM, YrOJIOBHOM OTBETCTBEHHOCTH B CiIydae M B IMOPSIKE,
IPEAYCMOTPEHHBIX 3aKOHOIATENECTBOM.

7.3. Tlopamox TMpHUBICYCHHS K JUCHMUIUIMHAPHON OTBETCTBCHHOCTH IIPEXYCMOTpPEH
TpynoseiM kosiekcom Poccuntickoit @eneparuu.



