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1. O0wue nosokenus

1.1 Ilonoxenue 06 oTxene kampos Caskr-TlerepOyprekoro rocynapcTBeHHOro
OI0/DKETHOrO  IPOGECCHOHANEHOTO  06Pa30BaATENEHOr0 YUpPeXKIEeHHS «AKaaeMus
YHOPaBICHHUA TOPOIACKOH CpeloH, TIpaJoCTPOMTENbCTBA M II€YATHY (namee -
ITonokenne) ycraHapiuBaeT 3aIauu, OCHOBHBIE dyHKIMM oTnena kajpoB, a TakKe
OCHOBHBIC HANpaBJICHHS B3aMMOJEHCTBHS OT/eNa KaIpoB C JPyrHMH CTPYKTYPHBIMHU
noznpaspenchusmd B CaHKT-IleTepOyprckOM — rocymapcTBEHHOM — OHOMIKETHOM
IPO(ECCHOHATEHOM — 00pa30BaTENBHOM YVIPeXICHUH «AKalleMUss yIpaBlIeHUs
TOPOJICKOH ~ CpeJioi, TIpalocTpouTenscTBAa M Tedatw» (manee - CII6 TBIIOY
«AYTCI'ully, Akagemus).

1.2 Ormen  xanpos ABIISETCH CaAMOCTOSTENBHEIM ~ CTPYKTYPHEIM
oJpasaesicHueM AKaleMuH. :

1.3 Ortnen xanpoB cospaeTcs, peopraHusyeTcs u JTMKBHAMPYETCS IPUKA30M
MUPEKTOpa AKaaeMuH.

1.4 Ormen xampoB B cBoelf paGore PYKOBOJCTBYETCS HOPMATHBHLIMH
JOKYMEHTaMH:

— Koncrutyuus Poccutickoif Denepauuu;
— Tpynosoii komexc Poccuiickoit ®eneparmu;

— Enuseifl xBamupUKaMOHHBIA CIIPaBOYHHK MOKHOCTEl PYKOBOJUTENEH,
cnenuamuctos u cayxaumx (Ilocranosienue IlpaBuTenscrea P® ot
31.10.2002Ne 787, IocTtanoBinenue MunTtpyna P® ot 21.08.1998 No 37),
pasznen «KparuuKalMOHHBIE XapaKTEePUCTHKH JOJDKHOCTEH paboOTHHUKOB
obpaszoBanusa» (mprkas MuHHCTepcTBa 30PaBOOXPAaHEHUS H COI[MAILHOTO
pa3BuTHsa Poccuiickoii ®emepauuu ot 26.08.2010 Ne 761H), pazgen
«KBanudukanoHHbIE  XapaKTePUCTHKHM  MOJDKHOCTel pabOTHHKOB
FOCYNapCTBCHHBIX ApXMBOB, IIEHTPOB XPAHEHHs IOKYyMEHTAI[WH, APXUBOB
MYHUUHUNANBHBIX 00pa3oBaHMM, BEJOMCTB, OpraHH3aIlHii, nabopatopuii
obecmeyeHUss  COXPaHHOCTHU apXUBHBIX  JIOKYMEHTOB) (mpukas
Munzapascorpassutus PO ot 11.04.2012Ne 338H) u T.4.;

— Npo(decCHOHANBHBIE CTAHAPTHI;
— 3aKoHEI Poccuiickoit ®enepauu B 0671aCTH TPy (a U 3aHATOCTH,

— ®enepanbubiii 3akoH «O6 apxuBHOM jeie B Poccuiickoit @enepanuu» ot
22.10.2004 Ne 125-®3, HOpMaTHUBHEIE aKTel, paspaboTaHHBIE U
YTBEpXKICHHbIe  PocapxuBoMm, mpaBuina u Ipyrde  HOPMaTHBHO-
METOAMYECKHe NOKyMeHThl Komurera mo Jenam  apxMBOB  IIpu
IlpaBurensctBe Poccuiickoit ®enepariuy, NPHUKAa3bl, YKa3aHUs, HHCTPYKIIHH
DepnepanbHOM apXUBHOM CITyKOBI;



NIEPEYHM YIIPABICHYSCKUX AapXMBHBIX THIOBBIX qokyMeHToB, ['OCT mo
JIEJIONIPOU3BOICTBY %4 JOKyMEHTOO0O0pOTY, HHcTpyKIus o
JIETIONPOU3BOACTRY AKaJIEeMHH;

DenepadbHEIA  3ak0H OT 28 Mapra 1998 r. No  53-@3
«O BOMHCKOM 0053aHHOCTH ¥ BOEHHOM CITyx)6e»;

Denepanbueiii 3aK0H «O6 06opone» ot 31.05.1996 Ne 61-03;

DenepanbHblii 3aK0H «O MOGUIU3ALMOHHOM ITOIOTOBKE U MOGHIM3AIMHY B
Poccuiickoit @eneparumy ot 26.02.1997 Ne 31-D3;

ITocranosnenue IIpaButensctBa P® or 27.11.2006 Ne 719 «O6
yTBepkIeHuH 11010KeHNT O BOMHCKOM y4eTey;

Meronuyeckne pekoMeHZAIUK 10 GPOHHPOBAHMIO IpakaaH Poccuiickoif
Qenepauyy, mpeOHBalOMKX B 3amace BoopyxeHHEIX Cuil Poccuitckoii
Dezepanvy U paboTAOIIMX B OPTaHU3AIMIX, HA [IEPHON MOOWIH3AUN 1
Ha BOCHHOE BpeMs;

DeepaabHBIH 3aKOH oT 29 JeKadps 2012 1, Ne 273-D3
«O0 ob6pazoBanuu B Poccuiickoi Deneparuu» U APYTHE HOPMAaTHUBHO-
METOAWYECKHEe JOKYMEeHTE MuHKCcTepcTBa 00pasoBanms U Hayku Pd;

3axon Canxr-IletepGypra «Couuansaslii kogexe Cankt-IletepGypray;

Ilpukas MunucrepcTBa obpasoBanus W Hayku PD or 14 wmous 2013 r.
Ne 464 «OG yteepxnenuu Ilopsimka OpraHM3aldM U OCYINECTBIICHHS
00pa3oBaTeNbHOH JeATENBHOCTH II0  0Opa3OBaTEIBHEIM IIporpaMMam
CpeIHero npogecCHOHATBFHOTO 00Pa30BaAHUY;

ITocranosnenue IIpapurensctea PO ot 31.05.2021 Ne 825 «O
denepansHOl  MHbOpPManMOHHON cucTeme «DemepanbHbI peecTp
CBENEHUH O MOKyMeHTax 00 obpasoBaHMM W (WIKM) O KBaTUGBUKAINH,
JOKYMEHTaxX 00 00ydeHUn»;

Ilpukas MunucTtepcTBa oOpasoBaHus W Hayku P® or 4 wroms 2013 T.
Ne 531 «O6 yTBepxneHun 00pasloB U ONWCAHWM IUILIOMA O CpenHeEM
PO EeCCHOHANBHOM 00Pa30BaHUMU U IPHIOKEHHA K HEMY»;

IIpukas Munuctepctea obpasoBanust U Hayku P® or 25 oxrsabps 2013 r.
Ne 1186 «O6 yrtsepxnenuu Ilopsnka 3almoNHEHHS, yd4eTa W BHIIA9H
AMIUIOMOB O CpelHEM IMpPO(EeCCHOHANEHOM OOpa3’OBaHMM M HX
IyOIHUKaTOBY;

QenepanbHbil 3akoH oT 25 mioma 2002 r. Ne 115-@3 «O mnpaBoBom
ITOJIOKEHHH MHOCTPAHHBIX rpaxkaad B Poccuiickoit @enepamnum»;
ITocranoBnenue npasurensctea CankT-IletepGypra ot 8 anpens 2016 rona
Ne 256 «O cucreme ommatsl Tpyza paGOTHHKOB TI'OCYAapCTBEHHBIX
obpasoBarenbHbpIX oprammsanuii CaHkt-IleTep6ypra M rocynapCTBEHHBIX
opraHuzanuii CaHkr-IlerepOypra, OCYHIECTBISIONIMX [€STEIBHOCTH IIO
OKa3aHHIO IICHUXOJOr0-II€Iaroru4yeckKor, MEAULUMHCKOH W COLMaJIbHON
IIOMOIIH 00YYarOIUMCS;

DenepanbHBl  3akoH OT 25 gekabps 2008 r. Ne 273-®3 «O



MIPOTHBOAECHCTBUU KOPPYIILIHUY;

— IlpaBuiia BeleHMs U XpaHEHUsS TPYIOBBIX KHIIKEK, M3TOTOBJNEHHS OTaHKOB
TPYNOBOH KHIDKKM U obecriedeHus uMH paGoromatened, MHCTpyKuus mo
3aIOJIHEHHIO TPYJOBBIX KHUKEK;

— Ycrae Akanemun, IlpaBuia BHYTpeHHETO TPYIOBOI'O paclopsfKa, MpHUKa3
ot 29.09.2016 Ne 280 «O6 yTBepXkaeHuu IlomoxeHus o mopsake
dopmupoBanHys, BeneHUA U XPAHSHUS JIMYHBIX Je]T 00yJaroIIXCs», MPUKA3
ot 21.01.2020 Ne28 «O6 YTBCPIKIEHUH TOKYMEHTOB» M HHBIE JIOKAIBHBIE
HOPMAaTHBHEIE aKThl AKaJIeMUH,

— Hacrosee [lonoxenue.

2. ITon4YMHEHHOCTH OTAEa KAJPOB
H B3aHMOJEHCTBHE ¢ APYTHMH MOAPAa3ie e HHAMHE

2.1 Otzen xajipoB oUHUHSAETCS UPEKTOPY AKaieMuUH.

CrtpyKkTypa, YHCI€HHOCTb ¥ INTaTHOE PAaCIHCAHME, U3MEHEHHUS B CTPYKType U
LITaTHOM pacnucaHuu oTaena KaJIpoB YTBEpKIaeTCsi IUPEKTOPOM
AKaJleMuH B COOTBETCTBHH C 3aJa4aMHé M (DYHKIHSMHM, CTOSIIMMH Iepes OTIEIOM
KaJIpOB.

3anaun ¥ QYHKIHH OTHeNa KajpoB ONPENeNIIOTCS HACTOSIIEM ITonoxeHuewm,
00513aHHOCTH PabOTHHKOB OT/ENA KaJPOB - JOJKHOCTHBIMU HHCTPYKLHSIMH.

2.2 Ortgmen KagpoB B TIPOLECCE CBOGH IeSTENLHOCTH B3aUMOJEHCTBYET CO
CTPYKTYPHBIMH IIONPA3NENCHUAMU AKaIeMMH, OPraHM3AlUsIMH M YIPexKIeHUIMH,
€CIIM 3TO HEOOXOMMMO UIA peleHHs 3a4ad W (YHKIMH, BO3JIOKEHHBIX HA OTHEIN
KaJ[pOB.

3. Opranuzanus JeaTeIbHOCTH OT/Iea KaJApoB

3.1 Ortmen kagpoB BO3IVIAB/IAET HayanbHMK. HavaibHHK oTHenIa KaJpoB
MPUHAMACTCA Ha paboTy M OCBOGOKHAETCA OT NOKHOCTH NIPUKA3OM JHUPEKTODA
AKaJIleMUM B yCTaHOBIEHHOM 3aKOHO/ATETECTBOM MOPSIAKE.

KBanuukanmonssle TpeGoBaHUS K AOMKHOCTH HAYATHHHKA W pabOTHHKOR
OTA€Na KalpOB yCTAHABIMBAIOTCA B COOTBETCTBMH ¢ ENUHEBIM KBaIM(MKAIHOHHBIM
CIPAaBOYHUKOM  NOJDKHOCTCH  PYKOBOAWTENEH, CHENMAIMCTOB M CIIYXKALIHX,
IPOQECCHOHANBHEIM  CTAHJAPTOM:  BBICIIEE oOpa3oBanue (cmenmanurer,
MarucTpaTypa); IOIONHUTENBHOE MpohecCHOHATbHOe 00pasoBaHue - IIPOrpaMMEI
NPOQECCHOHANBHOH — TEePEeNoAroTOBKM B  OONAacTH  yIpaBieHHs IIEpCOHAJIOM,
OIICPALMOHHOIO M TAaKTHYECKOIO  YNpPaBIeHHS; [POIPAMMEI  ITOBBIIIECHHUS
KBaM(UKaLuy B 06J1aCTH yIpaBIeHHs [IEPCOHAIOM, OIEPAIHOHHOTO U TAKTHYECKOTO
ynpasieHHs. TpeboBaHHs K OIBITY NpakTHYECKOH paboTHL HE MeHee MSTH JeT B
obacTu yIpaBIIeHHSs IEPCOHATIOM.

Ha4anbHuk ornmena KaJpoB OpraHusyeT CBOIO pabOTy B COOTBETCTBHH C
HacToAmuM IooxkernueM, TOKHOCTHBIMU MHCTPYKIHMSAMYU KaXIOro pabOTHHKA U Ha
OCHOBaHMH 3aKoHOAaTeNbCTBa Poccuiickoit eneparum.



3.2. PabotHuku otnena KaJpOB Ha3HAYAIOTCA U OCBOOOKIAIOTCS OT MOJKHOCTH
IIPUKa30M JMPEKTOpa AKaneMHUH 10 [IPe/ICTABICHHUIO HAYaILHUKA OTeNa KaJIpOB.

PaGoTHUKK OTHeNa KaipoB HENOCPENCTBEHHO [OMIHHSIOTCS HaYyalbHUKY
OTZela KaJpoB.

JOIKHOCTHBIE MHCTPYKIMH pPabOTHUKOB OTIeNa KaJpoB pa3pabaThIBArOTCs
Ha9aJIbHUKOM OTAeNa KaipOB B COOTBETCTBUM € ENMHBIM KBanu(HKAIHMOHHEIM
CIPaBOYHMKOM  JIOJUKHOCTEH PYKOBOAWMTENEH, CHNELHATNCTOB U  CIIyIXKAIluX,
NpO(MEeCCHOHATBHBIMHA CTAHAAPTAMH, COTNIACOBBIBAIOTCS C IOPUIHYECKHUM OTIEIOM H
YTBEPHKNAIOTCS TUPEKTOpoM AKajeMun. HaganbHHK oTzena kampos pacnpenensaer
00S3aHHOCTH  MeXIy pabOTHHKAMM B  COOTBETCTBHH  C JOJDKHOCTHBEIMHA
UHCTPYKIUSMH.

3.2.1. PaboTHHKH OTZHENa KapoB B 06A3aTeIEHOM NIOPSIIKE BBIMOHSIOT CJIEIYIOIIHE
00s13aHHOCTH:

32.1.1  CuctemaTHyecKoe HOBBIIIEHHE CBOEIO IPO(ECCHOHATEHOTOYPOBHS.

3212 IlpoxoxmeHue aTTecTalldy Ha COOTBETCTRHE 3aHUMaeMOH JOJIKHOCTH.

3213  Oxaszanue momomu oGydarommmes (Tauam c OB3), uMeroImuM HeOCTaTKH B
QHU3MYIECKOM M (MIH) HCHXMYECKOM pAa3BHTHH, C HapylleHHeM Cyxa, C
HAPYIICHIEM 3PEHMS, C TDKEIBIMM HAPYIIEHWSIMH DPEYM, HapYyIICHHSME
ONOPHO-IABHUraTENIbHOIO  ammapara U IpyruM, B TOM YHCIIE
ACTAM-HHBalIUIaM C OrpaHUYEHHBIMU GH3NYECKHIMH BO3MOKHOCTIMI.

3214 TIlpoxoxmeHue oOs3aTeTbHBIX. OPEBapUTEIBHEIX (NP IOCTYILIEHHH Ha
paboTy) i NEPHOAMYECKHX MEIUUHMHCKHUX OCMOTPOB (oOcnemoBanmii), a Tarxxe
BHCOYCPEMHBIX  MEIMUMHCKHX OCMOTPOB (0oGClenoBaHMiA) B  TOpSIKe,
YCTaHOBIICHHOM  3aKOHONaTenbCTBOM  Poccuickoit  ®emepamuu, 1o
HaIpapyieHuIo paboTomarens (ctatsu 69, 213 TpymoBoro komekca Poccuiickoi
Oenepaunn ot 30 mexabps 2001 r. Ne 197-®3; craTes 48 DenepanbHOro
3aKoHa oT 29 nexabps 2012 r. Ne 273-®3 «O6 o6pasosanuu B Poccuiickoit
Qenepanum», npukasom MuHHCTEpCTBa 3apaBooxpanenus PO ot 28 suBaps
2021 r. Ne 291 «OG yreepxnenuu ITopsixa IIPOBENEHHUST 00s3aTeNbHEIX
TIPEABAPUTENIEHBIX ¥ MEPHOANIECKAX MEIUIHUHCKHX OCMOTPOB PabOTHHKOB,
IPENYyCMOTPEHHBIX HacThIO 4YeTBepTod crated 213 TpymoBoro kojexca
Poccuiickoii @enepanun, nepedyns MeTUIUHCKUX NPOTHBOIIOKA3aHUN K
OCYILECTBICHHIO PAGOT C BPEIHBIMH K (HIIK) OMACHBIMA IIPOM3BOACTBEHHBIME
akTopamu, a TakKe paboTaM, IPH BHITONHEHHH KOTOPBIX IIPOBOIATCH
o0si3aTelbHbIe TIPE/IBAPUTEIBHbIE U TIEPHOIUIECKHE MeTHIMHCKHIE OCMOTPBI».

3215 Cobmonenne IlocramoBmenuss ot 13.03.2020 Ne 121 «O Mepax IIo
IPOTUBOLCUCTBHIO  PACIPOCTPAaHEHHIO B Canxr-Iletepbypre  HoOBOoI
KoponasupycHo# wuHMexmuu (COVID-19)», «MP 3.1/2.4.0206-20. 3.1.
Ilpopunaktuka MHOEKUMOHHBIX  Gonesmed. 2.4. ['uruena JeTed u
TOJIPOCTKOB. PekoMeHmamwu 1o mpodHIaKTHKE HOBOM KOPOHaBHPYCHOMH
uadekmur  (COVID-19) B mpodeccroHaTbHbIX 00pa3oBaTeNbHbIX
OpraHu3aluax.  MeETOIMYECKHe  pEeKOMEH[allu»,  YTB. I'J1aBHBIM
TOCYIapCTBeHHEIM CaHUTapHBIM BpadoM P® 17.08.2020r., pexoMeHmauuu 1o
OpraHM3aliy 00pa30BaTENIbHOMN NEATENPHOCTH B IIOMELICHHIX



32.1.6

32.1.7

3.2.1.8

32.19

3.2.1.10

32.1.11

32.1.12

3.2.1.13

32.1.14

MacCTEPCKHUX, naboparopuii, y4e0HO-TIPOU3BOACTBEHHEIX  yIACTKOB
Y Ha NOJIUTOHAX 00pas0BaTeNbHBIX OPraHU3alyii, peaTu3yIomuX IPOrpaMMEL
CPEIHEro  NPOQECCHOHANBHOTO 00pa30BaHMs, IIPU MPOBENEHHUH YICOHEIX

3aHATHUH, Cramgapra 6e30macHoi nesTeNBHOCTH CII6

I'BIIOY  «AVICTull», B TOM umcie CaHUTapPHO-TUTHEHHYECKOU
0Ee30IIacHOCTH B LENAX IPOTHBONEHCTBUSA pacnpoctpaHeHuss B CaHKT-
Ilerepbypre xoponasupycHoii uadexmmu (COVID-19), [IpaBUjIa JTHYHOM
TMTHEHBI, TPeOOBaHMH 10 MIPUMEHEHHIO OEXKIBI, IPABHI BXOIA U BEIXONA U3
MMOMEILIEHUA.

Cobmonenue pexxumMa 00s3aTeNEHOrO HCIIOJIb30BaHHUS CPEICTB
VHIVBUIYalbHOH 3al0WTBl (MacKM, II€pYaTKH), NPHHIHUNAG CONUAIBHOIO
AMCTAHIUPOBAHUA HE MeHee 1,5 METpOB, eXeOHEBHOE IIPOXOXKIEHHE
OECKOHTAKTHOrO KOHTPOJIS TEMIIEPATypHI Tefla Iepe]l HAYaIoM paboyero mHs,
00s13aTeIbHOE  OIIOBEIIEHHE HEIOCPEICTBEHHOTO PYKOBOIMTENA O JHOOBIX
OTKJIIOHCHMSIX B  COCTOSHHM  3J0POBBS, PEryNSpPHOE  HCIOJIB30BAHUE
AHTHCENTUIECKUX CPEACTB A1 00paboTKU pyK.

IIpoxokneHue B yCTaHOBIEHHOM 3aKOHOIATENLCTBOM Poccuiickoi Qenepanyu
NOpANKE 00y4eHNs ¥ IPOBEPKH 3HAHMH U HABBIKOB B OGNIACTH OXPAHbI Tpyzaa.
BeInonHenue IpaByII 10 0XpaHe TPyaa | MOkKapHOH Ge30MacHOCTH.
CobironeHre NpPaBOBBIX, HPAaBCTBEHHBIX M 3THYECKHX HOpM, ClleIOBaHHE
TpeOOBaHUAM NMPODECCHOHANBHOM STHKH.

VYBaxkeHHe YeCTH U NOCTOMHCTBA COTPYAHHKOB AKaJeMuHu, 00ydaronuxcs U
ApPyruX — y4aCTHMKOB  0OpasoBaTeNbHBIX  OTHOLIEHHM,  MpPOSBICHHE
KOPPEKTHOCTH B OOIIIEHUH.

CobmrozieHne  mpaBun MyGNMYHBIX — BBICTYIUIEHHE U IIPELOCTABIEHUS
cmyxeOHOH wuHQopManuu. He jonymenwe KoHOMMKTHBIX —CHTyamwii,
CIIOCOOHBIX HAHECTH YIIEP6 €ro peryTayy 1 pellyTaliy AKageMuH.
Cobmonenne YcraBa Axamemun, ITonoxenus o6 otaene kaapos, IIpaBun
BHYTPEHHETO TPYAOBOI'0 PACIIOPSAIKA, HHBIX TOKAILHBIX aKTOB AKaJIeMHuH.
HeyxocHurensnoe Bimonuenue MenepansHoro 3akona ot 25.12.2008 Ne 273-
®3 «O npoTHBONEHCTBHM KOPPYNLMA» M MHBIX HOPMATHBHBIX IIPaBOBBIX
akToB Poccutickoit Denepanuu B chepe MpOTUBOAEHCTBHS KOPPYIILIHH.
HesameqmnrensHoe — yBeJOMIEHHME  HEMOCPENCTBEHHOTO  HAYANBLHWKA,
TUpEKTOpa AKaJeMHH 000 BCEX Cllydasx oOpalleHus K HeMy KaKHUX-TH60 JIHIl
B LICJISIX CKIIOHEHHs €ro K COBEPILEHUIO KOPPYILHOHHEIX [TPABOHAPYIIEHHI.
HesamemurensHoe cooblenre HeoCpeICTBEHHOMY HaqalbHHKY, JTUPEKTOPY
AKajileMun 0 JIHYHOM 3aMHTEPECOBAHHOCTH IPH HCIONHEHWH MOKHOCTHEIX
O0sI3aHHOCTEH, KOTOpas MOXET IIPUBECTH K KOHMIHKTY HUHTEPECOB;
NIPUHATHE MEp IO IPEIOTBPAIeHHIO TAKOro KOH(MIHUKTA.

3.3 Orzen Kanpos, SBIASCH CTPYKTYPHEIM II0Apa3aeieHueM AKaJeMHUH, II0Ib3yeTcs
BCEMH IIpaBaMH M JIbIOTaMM, NPEIOCTAaBISIEMBIMH AKaJeMHH 3aKOHONATETHCTBOM U
MpYTrUMH HOPMAaTHBHEIMH akTaMu PO,

PaboTHuKH OTZeNna KaIpoB HMEIOT MPaBo:



— KOHTPOJIHPOBaTb B CTPYKTYPHBIX IIOIpa3feNieHUsX COOIIOLeHHEe B OTHOLIECHHH
pabOTHHKOB ~ AKaJeMHH  3aKOHOIATENbCTBA O  TPYLE, IIPEIOCTaBICHHE
YCTAHOBJIEHHBIX JIBIOT U ApaHTHiA;

— BH3HMpPOBaTbh MPOCKTHI JOKYMEHTOB, MOArOTOBIEHHBIX APYTUMH MOAPA3/eICHIIMMT
AKaleMuH, eclii B TaKHX JOKYMEHTaX 3aTpardBaroTCs BOIIPOCEI, OTHOCSIIIUECS K
KOMIIETEHIIMH OT/ela KaIpoB;

— JlaBaTh PYKOBOIHUTENSIM CTPYKTYPHBIX IOApa3leleHuid AKageMHH 00i3aTelbHbIe
AJIA ACTIOTHEHHA YKa3aHUs IO BOIPOCaM, OTHOCSIIMMCH K KOMIIETEHIIMM OTIeNa
KaJlpOB,;

— CaMOCTOATEIBHO BECTU IIEPENMCKY II0 BONIPOCAaM, BXOISIIAM B KOMIIETEHIIMIO
OTZeNa KaJlpoB, U He TPEOYIOIIMM COINIACOBAHKS C TUPEKTOPOM AKaIeMHUH;

—— TIPEACTAaBIATE B yCTAHOBIEHHOM IIOPSIKE MHTEPechl AKaIeMHH [0 BOIPOCaM,
OTHOCSILIMMCA K KOMIIETEHLMM OTHela KaJIpoB, BO B3aWMMOOTHOINEHHIX C
TOCYNapCTBCHHBIMH M MyHHULHIATbHBIMH ~OpPTaHaMH, a TaKke ApYyTHMH
[PEANPUATHAMHY, OPraHMU3alMSIMH, YYPEKIECHUSIMH, B TOM YHCIE AareHTCTBAMH
3aHATOCTH. IlpencTaBnsaTe MHTEpechl AKaJeMHH B CygaX II0 COTIACOBAHHIO C
OUPEKTOPOM AKaJleMHUM;

— /laBaTb PasbACHEHMA, PEKOMEHIAIWH M YKa3aHUS II0 BOIPOCAM, BXOIAIIUM B
KOMIIETEHLIUIO OT/IeJIa KapOB;

— IIPOBOJUTE COBCINAHHMS U y4aCTBOBATE B COBEIAHMUX, IIPOBOJAUMEBIX B AKaIEMUH;

— TpeOOBaTh OT CTPYKTYPHBIX IOApasfeleHnit AKaIeMUN IIpeCTaBIeH s CIIPaBOK,
J@HHBIX, OTYETOB, HWHOW MHQOPMAlMH, HEOOXOMUMBIX IS  BBITONHEHHS
BO3JIO’KEHHBIX Ha OTJEJ KaIpOB 3a/1a4;

—— 33BEPATh KONHUW Ka[JPOBBIX M WHBIX NOKYMEHTOB (B TOM YHCJIE YYPEIMTENBHBIX
JIOKYMEHTOB) AKaJleMHH IIPU HAIMYHK JOBEPEHHOCTH;

—— YAOCTOBEPATHL IOKYMEHTBI II0 JMYHOMY COCTaBy, BBIIaBAe€Mble paGOTHHKAM
AKaieMUH, IPH HAJIMYUH TOBEPEHHOCTH;

— 00pamarbcs K aJMMHHCTpaldu AKaJeMHd II0 BOIPOCAM OpraHU3alUOHHOTO H
MaTEpUAlIbHO-TEXHHYECKOr0 00eCIedeH s CBOEH NeATeIbHOCTH,

— B3aHMOJCHCTBOBATh C JPYIMMH CTPYKTYPHBIMH MOApPa3IeleHUIMUA AKaIeMHH U
3aMHTEPECOBAHHBIMU OpPraHHU3alMSIMHU B IIpeieaX MPeqOCTaBIEHHbBIX IOTHOMOYHIA,
3.4 OcHOBHBIMH 33/]a4aMH IESITENLHOCTH OTHAeNa KajpoB SBISIOTCS COOIIOIEHHE

TPYAOBOIO 3aKOHOIATENBCTBA, YCTAHOBIEHHWE TOCYNAPCTBEHHBIX TapaHTHH TPYIOBBIX
IpaB M CBOOOL Ipax/iaH, CO3aHMe OJArONPUSTHBIX YCIOBHH TpyHa, 3allliTa paB u
MHTEPECOB PAabOTHUKOB M paboTonarels, oGecledeHne MpaBa KakIOro paGOTHHKA Ha
CHIpaBEIIMBEIE YCIOBUA TPYHAa, IpaBa Ha OTIBIX, PABEHCTBA IPaB M BO3MOXKHOCTEH
PabOTHHKOB, COBEPIICHCTBOBAHHS IPOYECCHOHATBHON —KBaTH(HKALHK pabOTHUKOB
AxaneMum.
3.5 OcHoBHEIMH QYHKIMAMHE JIeATEIBHOCTH OT/eNa KaIpOB SBIISIOTCH:
3.5.1 BHeceHMe NpENNOXEHHH IO ONTUMH3ALMHE OPraHH3ALMOHHOMN CTPYKTYpPBI H
CTPYKTYpEI yIIpaBieHus AKaaeMueli.
3.5.2 Benenue KafpoBOTO  ENONPOM3BOACTBA  AKaIeMHUM: CBOEBpEMEHHOE
JOKYMEHTAaIIBHOE O(POPMIIEHHE NIpHeMa, IIepeBoja U YBOJILHEHUs PaOOTHHKOB B
COOTBETCTBUH € TPYAOBBIM 3aKOHOZATeIbCTRBOM, I10JIOXKEHHAMH,



3.53

354
3.5.5

3.5.6

3.3.7

3.5.8

3.5.9

MHCTPYKUMAMH, PAaCIIOPSDKEHUAMH M IIPUKa3aMHU JHPEKTOPA.
IIpoBepka nprKasoB AKaJeMHH Ha COOTBeTCTBOBamH TpeGosammsm ['OCT P
7.0.97-2016.

IloAroToBKa NPOEKTOB JTOKATBHEIX HOPMATUBHBIX aKTOB AKa/[EMHL.
KoMmiexropanune 1utata AKajeMHH COBMECTHO ¢ PYKOBOJUTENAMHI
3aMHTEPCCOBAHHBIX CTPYKTYPHBIX MOApA3feNeHU U AUPEKTOPOM AKameMun
KalpaMu pasMMYHbIX KaTErOpHWid: MeIaroruyecKuii cocraB, PYKOBOXHUTEIH,
paboume, ciyxampe MW OPOYME CIEHAIHCTEL TpeOyeMBIX TpodeccHi,
CTICLUAIBHOCTEH U KBATM(OUKALUHK, B TOM YHCIE PasMelleHre HHGOPMALHH O
BaKaHTHBIX TO/DKHOCTAX AKafeMUd Ha O(QHIMalbHOM Toprane Poctpyna
«Pabota Poccum» u gpyrux arperaropax BakaHCHA.

Benerne wratHOTO pacmucaHus AKaleMHM, YTBEDKIEHHE M BHECCHHE
M3MEHEHHH B INTATHOE DACIHMCAHHE, Y4acTHe B TapUOUKALUM DPaGOTHHKOB
AxaneMuu.

DOopMHUpPOBaHUE U BeleHHe GaHKA JaHHBIX O KOIHYECTBEHHOM ¥ KAYECTBEHHOM
cocTaBe pabOTHUKOB U 00yyYarommxcs AKageMuH.

OcyIiecTBieHHe MEPCOHANBHOTO M CTATHCTHYECKOTO y4eTa pabOTHUKOB H
oOyvaromuxcss AKaIeMHH C  HCIIONB30BAHHEM YTBEPXKIEHHBIX  (opM
JAOKYMEHTOB, (QOpPM  CTaTHCTHYECKOW OTYETHOCTH ¥  BO3MOXKHOCTEH
IIPOTPaMMHOT0 00€CIIe9eR s eATeIEHOCTH OT/eNa KaIpoB.

DopmupoBaHye W BeIEHHE JTHYHBIX €71 PAGOTHHKOB AKAJEMUM, BHECCHUE B
HUX U3MEHECHUH, CBA3AHHBIX C TPYIOBOM AEATEIBHOCTLIO.

3.5.10 Begenne u XpaHeHHe JTMYHBIX Jel o0yJarommxcs AKaIeMHy, BHECEHNE B HUX

U3MEHEHUH U I[OHORHEHHfI, d TaKXXe IIPOBEpKa H corjlacoBaHue IIPHUKAa30B II0
ABUKEHHWIO KOHTHHI'CHTA OGY‘IaI-O]l[I’IXCH.

3.5.11 IloaroroBka MaTepHaioB s PEACTABICHNS K TIOOIIPEHHSAM U HarpaKIeHUIM

paboTHUKOB AKaneMuH.

3.5.12HamnpaBiienne Ha o06s3aTelbHEIE [IpeBapUTeNbHEIE (IIPH IOCTYIIEHHH Ha

paboTy) M meproguYecKue MeIHIUHCKIE OCMOTpEI (00C/IeIOBaHUS), a TaKKe
BHCOUEPENHBIC ~ MCIMIMHCKME OCMOTPhI  (0OCleoBaHHsA) B  NOpPSIKE,
YCTaHOBJICHHOM 3aKOHOJATenbCTBOM Poccuiickoit ®enepanum. KonTtpons
cobmonenus TpeGosanuit HanmoHaIBHOrO KajeHaaps IpoduIakTHIECKUX
IPUBUBOK PabOTHHKAMM AKaJEeMHUH, a TaKKe cobmonenusa [TocTaHORIEHUS OT
13.03.2020 Ne 121 «O Mepax IO NPOTHBOJEHCTBHIO PacIpoCTpaHEeHH 0 B
Cankr-IletepOypre HOBOM KOpOHaBHpPYCHOM HH(EKIMH (COVID-19)», «MP
3.1/2.4.0206-20. 3.1. [IpounakTrka HHGEKIHOHHBIX GomesHeir. CocTapIeHye
W HallpaBJICHHE €XEHENETPHOr0 OTYETa IO BAaKUUHALMU U MEPOIPUSTHIM IO
IIPOTHBOAEHCTBUIO paciipocTpaneruio COVID-19.

3.5.13KonTpons cobnronenus npukasa MunucrepcTBa 3npaBooxpareruss PO or 21

mapTa 2017 1. Ne 124n «OG yTBepkaeHuM mHopsiaka W CPOKOB IIPOBENEHHS
NPOQUIAKTUYECKHX MEIHIMHCKAX OCMOTPOB IPAXNAH B IEIIX BHISBICHHS
TyOepKyie3a» paboTHUKaMU AKaIeMUN.

3.5.14 HampaBneH#e Ha INICHXHATPHYECKOE OCBHIETENBCTBOBAHME pabOTHUKOB u

[IOCTYTIAIOIIMX Ha paboTy B AKaneMHro.

3.5.15 O3nakomieHue PaboOTHUKOB Axanemuu co BCEMH JIOKaJIBHBIMH

HOPMATHBHEIMH aKTaMM AKaJeMWM TpH TPYZOYCTPOMCTBE M B IpOLECCe



paboTHI.

3.5.16Yuactie B OpraHM3anM{ NPOBEHECHUS ATTECTAIIUH paboTHHKOB AKagemuH, B
TOM HHCII€ IOATOTOBKA JOKYMEHTOB NSl IOJYYeHWsS KBATH(DHKAIIMOHHEIX
KaTerOpUy e/JarorHIecKUME pabOTHUKAMK AKaleMuH.

3.5.17Cocrasnenne rpa¢pukoB OTIYCKOB, YYeT HCIOJNb30BaHUs paboTHUKAMU
AKaJIeMHH OTIIYCKOB,

3.5.18 Odopmnenue u yyer KOMaH/IUPOBOK pabOTHHKOB AKaIeMHH.

3.5.19TabenbHEI# yder oTena kagpos u PabOTHHKOB KaTEeroOpry «PyKOBOIHUTEIIIY.

3.5.20KoHTponb 32 COCTOSHMEM TPYHOBOW JMCIMIUIAHEL B MOJpa3IeIeHUsIX
Axanemuu, coOmOIeHHeM pabOTHHKAME IlpaBun BHYTpeHHEr0 TpyHOBOro
pacrnopsijika, TOKaJIbHbIX aKTOB AKaIeMHH.

3.5.21 Ananus TekydecTd Kajpos, OlIpEIeIeHHe TEeKYIIeH MOTPeOHOCTH B Kaapax.

3.5.22TloaroroBka TpebGyeMbIX MaT€pHUaJIOB U OTHYETOB IO KaipaM M KOHTHHIEHTY
CTyACHTOB, IPEACTABICHHE MX B  BHIUECTOSIIME OPraHU3AWH W
KoHTposupyromme opransl: C3B-M, C3B-CTAX, C3B-T/I, ciiucku CTYyIEHTOB
JULSL 0pOPMIICHHS JIEIOTHOTO TIPOE3IHOTO GHIIETA B Mertpononuten u T.11.

3.5.23Benenne paboTHl ¢ TPYHOBHIMH KHIDKKaMH, B TOM YHCIE IIPHEM TPYIOBBIX
KHIDKCK  OT NPHHMMAEMBIX Ha paboTy pabOTHHKOB, MX y4YeT, XpaHeHWe,
3allONIHCHHE, a TaloKe BblIAYa NPY TPEKPAIeHWH TPYIOBLIX OTHOLICHWH, a
Taroke 3anonnenune Gopm CTI-P u C3B-T/I.

3.5.243anonHeHNe, H3MEHEHHE W  BeCHHE TapuQUKalMil  COTPYIHUKOB B
COOTBCTCTEMHM C IIOCTAHOBJICHHEM IpaBuTenscTBa Cankr-IletepGypra or 8
ampenst 2016 roma Ne 256 «O cucreme ommaTs TpyAa pabOTHHKOB
FOCY/IapCTBEHHBIX 00pa30BATeIbHBIX OpraHM3alHii Cankr-IletepGypra u
TOCYNapCTBeHHBIX  opraHusanuii  Camkt-IlerepGypra,  OCYI[ECTBIAFOIIMX
ACATCIBHOCTE TO OKa3aHHMIO IICHXOJIOIO-IIeJaroru4eckKoi, MeNUIMHCKON W
COLUANBbHOW ITOMOIITH 00YYaIOIIIMCS.

3.5.25Tlony4eHre U OTHpaBKa moutoii P® mourosoii KOPPECIOHACHIUH MJIs BCEX
CTPYKTYPHBIX IOJApa3iefeHui AKaqeMuH.

3.5.26Benenue BoeHHO-y49eTHOH paGOTHl B OTHOIICHHH paboTHHKOB ¥ 06yJaromuxcs
AKaJieMUH, B TOM YHCIIe 10 OPOHMPOBAHUIO IPaXIaH, COCTOSIINX HA BOMHCKOM
ydere. [ToarotoBka ycTaHOBIEHHOM OTYETHOCTH.

3.5.27BrInava crpaBok obydarommmes 06 00y4eHHH B AKaJeMHHU, B TOM 9YHCIE IS
[IpeNoCTaBIeHUs B BoeHKOMaThl Poccuiickoit Meneparnuu.

3.5.28Benenre ydera MHOCTPAHHBIX O0yJaromuxcss U pabGOTHHKOB, a TakKe
ITOITOTOBKA YCTAHOBICHHON OTYETHOCTH B COOTBETCTBHH C 3aKOHOIATEIHCTEOM
Poccuiickoii ®enepanun.

3.5.29Br1naua APXHBHBIX CIPABOK OTYMCICHHBIM U BBITYCKHHKAM AKaneMuH, OTBETHI
Ha apXHBHBIE 3alPOCBl U OGOPMIECHHE AyOIUKATOB AWIIOMOB IIO 3anpocy
BEIITYCKHUKOB,

3.5.30 Y mocToBepenye JOKyMEHTOB 110 JUIHOMY COCTaBY, BBIJAaBAaeMbIX paGOTHHKAM
U oOydarommxcsa AkageMuy.

3.5.31 KoncynsTipoBaHue pabOTHHMKOB IO BoIpocam TPYJIOBOIO 3aKOHOIaTeILCTBA
Poccuiickoit @eneparuu.

3.5.32IloaroToBKa MaTepHaNoB IO IIPUBIICYCHUIO pPaOOTHUKOB AKaZeMHH K
AUCLMILUTHHAPHON OTBETCTBEHHOCTH.



3.5.3300ecrevenne mpas, IbIOT U TapaHTUH PAOOTHUKOB AKaJeMHH B IIpefenax
CBOEH KOMIIETEHUMH, B TOM 4YHCJIE IIOJTOTOBKA [MAaKeTa MOKYMEHTOB i
NOTy4eHHUS] COLMATBHOM MONAEPKKH IEeJarorH4eCKUMH paOOTHHKAMH B
cooTBeTCTBHH ¢ ConmansHeM KopekcoM Cankr-IleTepOypra.

3.5.34Pabota ¢ nepcoHanbHBIME JJAHHBIMA PAGOTHHKOB M 00YJAIOIIUKCSI AKaIEMUH B
IIpefenax cBoel KOMIIETEHITHH.

3.5.35I1oaroroBka J0KyMEHTOB, HEOOXOAUMBIX /Ul HA3HAYEHHUS IIEHCHH paboTHHKAM
AxasieMuy, B IIpefieiax CBOei KOMIIETEHIHH.

3.5.361loaroroBKka JOKAJIBHLIX A4KTOB AKaIeMHH B OOJIACTH [IPOTUBOIEUCTBHUS
KOppYIIIMH, TOArOTOBKA OTYETHOCTH, O3HAKOMJIEHHE COTPYIHHKOB C
TIOKaNkHBIMK aKTaMH AKaJEMHH 110 IPOTHUBOJNCUCTBUIO KOPPYIILHH, a TaKKe
oby4eHne COTPYIHUKOB B 5TOM 00JIACTH.

3.5.37TIpoBesienyie 3aceNaHuif KOMHCCHM IO IPOTHBOAEHCTBHIO KOPPYIILIHH,
TIOJIrOTOBKA MaTepUalIOB IO IPOTUBOJACHCTBHIO KOPPYILHM IS pasMeleHHs]
Ha O(QUUMAIbHOM caiTe AKaIeMHH, IIOArOTOBKA M KOHTPOJIb BBHIIOTHEHHS
I1nana IpoTHBOIECHCTBUIO KOPPYNIUKU B AKaJeMHUH.

3.5.38¥YcraHoBneHne NOTPeOHOCTH B IOBBIMIEHAN KBATH(UKAIMH, MEPeroAr0TOBKe
uid o0y4eHuH pabOTHMKOB, NOKyMEHTaJIbHOE O(OpPMICHME HAIpaBIeHHS Ha
obyueHHe.

3.5.39®opmMupoBaHue KaApOBOTO pe3epBa AKaJeMUH, OCYIIECTBICHHE TeKyleit
paboTEI ¢ pe3epBOM Kagpos, ero 3(@eKTHBHOE HCIIONB30BaHUE, 0OeCIeUeHu e
TOJDKHOCTHOIO POCTa pabOTHUKOB AKaIeMHUH.

3.5.40006ecmieyeHne CBOEBPEMEHHOIO PAaCCMOTPEHMs NpEAIOKEHMH, 3asBIeHUH u
Kajjo0 IO BONPOCaM, OTHOCAIMXCS K KOMIIETEHIMH OTAeNa Kajpos,
IIPUMEHEHHE MEDP I10 YCTPAHEHHIO BBIIBIEHHEIX HEIOCTATKOB.

3.5.4100ecmevenne COXpaHHOCTH HOMEHKIATYpPHBIX Jel M Iepegaua el Ha
apXHWBHOC XpaHEHHWE COIIACHO YCTaHOBJEHHEIM CpokaM. I[loaroroska
AOKYMEHTOB OTA€Na KaJpOB 10 MCTEYEHHUH YCTAHOBIEHHBIX CPOKOB TEKYIIErO
XPaHEeHM K CIa4ye Ha XpaHEeHHe B apXHB.

3.5.4200ecreuenne eMHBIX IPHHLUIIOB OPraHU3alldK XPAHEHHs, KOMILICKTOBAHYA,
y4eTa ¥ UCII0JIb30BaHUE apXMBHBIX JOKYMEHTOB, HX COXPAaHHOCTH.

3.5.43XpaHeHre, KOMIUIEKTOBaHHE, Y4eT W  HCIOJB30BAHHE JOKYMEHTOB,
oOpasyromuxcst B IIPOIECCE JEeATENBHOCTH AKAIeMHM W 3aKOHYEHHBIX
NEIOIPOU3BO/ACTBOM [OKYMEHTOB IIPaKTHYECKOIO Ha3HAYeHHs, WX OTGOp u
IIOArOTOBKA K Ilepefaye Ha XpaHEHHE B TIOCYJapCTBEHHEIE ApPXWBEI B
COOTBETCTBHH C JEUCTBYIOIIHAM 3aKOHOIATEILCTBOM PD.

3.5.440cymecTBrienne ydeTa U OOECIIEUEHHE COXPAHHOCTH IPUHATHIX APXHBHBIX
JOKYMEHTOB AKaJeMHUH.

3.5.45.0dopmieHrie B yCTaHOBICHHOM MOPSAKE ApXMBHBIX CIPAaBOK MM KOMHi
apXMBHBIX JOKYMEHTOB, CBS3aHHBIX C YCTaHOBIEHHEM TPYIOBOTO CTaxa,
COL[MATIbHOW 3allUTON TIpa)<iaH, IpeTyCMATPUBAIOLIEd MX IIEHCUOHHOE
obecrieyenre, OOydYeHHH, a TakKe IOJIydeHHE JBIOT U KOMIIEHCALWH B
COOTBETCTBHH C 3aKOHOaTeNbCTBOM Poccutickoit @enepariuy, .

3.5.46Bp1aua ny6iIMKaToB IUILIOMOB O IIOJYYEHHM CPENHEro MpodecCHOHAIEHOTO
o0Opa3oBaHus.

3.5.47BHeceHue cBefeHH#H OyOIHMKATOB [MIIOMOB O IOJIy4eHUH CpPETHEro



POMECCHOHANBHOTO  00pa3oBaHUS B OenepalbHyl0  HHOOPMALMOHHYIO
cucreMy «DezepanbHEIH peecTp CBEEHUN O JOKYMEHTax 06 obpazoBaHuu u
(1111) 0 KBAUHUKAIHH, JOKYMEHTaX 06 06YIeHHIY (nanee — ®UC OPJI0).
3.5.4811o mepe HeOOXOIUMOCTH IPOBENCHAE 3aCe [aHMiA apXHUBHOM KOMUCCHH.
3.5.49 Axtyanuzanus UH(pOopMaIK Ha oduLIHAIEHOM caiiTe AxaneMun, HaxonsieHcs
B KOMITETEHIMHU OTHeJNa KaIpoB.
3.5.50Yy4er nevareii u mrammnoB AxageMum.
3.5.510cymecTBnenre B Inpegenax CBOMX KOMIIETEHIME HHBIX byHKUMHE B
COOTBETCTBHH C Ha3sHAYEHHUEM H 3a7adyaMy AKaIeMuH
3.6 Ocy1ecteienue JEeSTCIbHOCTH OTJeIa KaJpoB
OCYILECTBIISETCS B COOTBETCTBHH C €KSTONHBIMH ILIaHaMHU PabOTEI OT/ENa KaJpoB U
AKaJleMHH B I[EJIOM.
3.7Kputepusmu kadecTsa, IPUMEHAEMBIMHU ISl OLCHKY KAYeCTRa paboThI
OTeNa Kafipos (K/II0YeBbIME MOKa3aTelssMu addextusHocTH, KPI) seasrorcs:
— AOCTHKEHHUE ITOCTABJICHHBIX PYKOBOJCTBOM AKaleMUH IeNeii;

— CBOCBPEMEHHOCTh M MPABWILHOCTH HCIIOJIHEHHS HOPMATHBHBIX
JI0KyMeHTOB Poccuiickolt ®enepanus, TOKaTbHEIX aKTOB AKaIeMHH;

— CBOCBPEMEHHOCTE M IPABUJIBHOCTH  OGOPMIIEHMS,  COOTBETCTBHE
YCTaHOBJICHHBIM ~ TPEOOBAaHMAM  KaJpOBHIX, aApPXMBHEIX JOKYMEHTOB,
JOKYMEHTOB OOy YarOIHUXCS;

— CBOCBPEMEHHOCT M JOCTOBEPDHOCTh  MPENOCTaBIAEMOH  OTYETHOCTH
PYKOBOJCTBY AKaJeMHH U B KOHTPOIMUPYIONIHE OPTaHEL;

— OTCYTCTBHE  ODOCHOBaHHBEIX JKal00 CO CTOPOHEI PaGOTHHUKOB,

Y4aCTHHKOB 00pa30BaTeIbHOrO IIPOLIECCa, BEITYCKHUKOB AKaleMUM;

— OTCYTCTBHE IITPa(OB K MPEANUCAHUI CO CTOPOHBI KOHTPOIUPYIOIIHX OpraHoB;

— MHIUBUZyallbHAs M KOJUICKTHBHAs IPOAYKTHBHOCTh pabOoThl pPaGOTHHKOB
OTHela KaJIpoB;

— COOIIONieHHe TPYAOBOH  MHCIIMILIMHE pabOTHHKaMH oTHela KaZpoB,
OTCYTCTBHE aJJMHHUCTPATHBHEIX U JUCIUILIHHAPHEIX B3bICKAHMIA.,



4. [lokyMeHTauusi H OTYETHOCTH OTE/Ia KAAPOB

4.1 Ilepeyenp JOKyMeHTalWu (XKypHAmbl, IIPHKA3bl, TOTOBOPHI, CIIPABKH,

4.2 OTYETHOCTE OTHENa KaPOB:

3aKOHOOATENbCTBOM H HOMGHKJI&TYPOfI OT€J]Ia KaapoB.

YBECOAOMJICHHA KW HHBIE IIOKYMSHTBI) BEACTCA B COOTBETCTBUH C ﬂ@ﬁCTBYPOH.IHM

Hassanue otuera IlepromuunocTh Opran/opranuzarus WnTepner-
, KOTOpOMy pecype, Ha
IIpeACTaBIsETCS KOTOpOM
OTYETHOCTH pasmeniaeTcs
UH(pOpManus B
00s13aTeTbHOM
TOPsIAKE
1. ITporpammer ITTO 5 pa3 Brox (Ha CII6 TBY -
28.02, Ha 31.05, "DKCNEePTHBIN MEHTP
Ha 25.08, Ha OLIEHKH
25.11, 52 16.12) JOTIOIHHUTEILHOTO U
CPEIHET0
Ipo(ecCHOHATEHOTO
oOpazoBaHus"
2. loctynHas cpema | 2 pasa B rof CII6 IBY -
Obyyenue "OKCIepTHBIN LEHTP
OLICHKH
JOIOJIHUTEIBHOTO 1
CpeIHero
IIPO(ECCHOHATEHOTO
obOpazoBanus"
3.0 maade | 1 pas Brog Komurer no nayke u| -
MEPONPUATHH o BBICIIIEH ITKOJIEe
IIPOTHBOACHCTBUIO
KOpPYIILIHH B
Canxkrt-IletepOypre
4. CIIO |l paz BrOI MunuctepcTBo
IIPOCBELUEHHUS
Poccuu
5. CIIO 1 paz Broxn MunHCTEPCTBO
MosuTtopuHr IIPOCBELIECHUS
Poccun
6. Monomsie mo 20 uwcna Komwurer no Hayke u| -
npodeccHOHABI Ka)kJI0ro mMecsia BBICIIIEH LIIKOJIE
(IToBblIeHHE
KOHKYPEHTOCIIOCOOHOC
TH




IpO(ECCHOHATBHOT

0 obpazoBanus)
manusele o 11K, IIIT u
CTaXKHpPOBKax
[Ie1aroru4eCcKux
pabOTHHUKOB
7. Cenenus 0 B JIEHb IIpHeMa, I1DP
TPYIOBOH YBOJIBHEHUS WUJIH Ha
eI TEeNbHOCTH ClIEIyIOITUH OeHb
PabOTHHKOB" OTYET | OT maThl MpHKa3a
o ¢opme "C3B-T/"
(TpHemsl,
YBOJILHEHHS])
8. Ceenus 0 €KEMECAYIHO 10 I1OP
TPy IOBOK 15- ro yucna
IesATeNbHOCTH Mecsla,
pabOTHUKOB" OTYET | CleAyIOINEro 3a
no ¢opme "C3B-TA" | oTyeTHBIM
(ocranbpHBIE
MEPOTIPUSITHS:
[IEPEeBOJ, KaTeropus,
3asBJICHHE O BBHIOOpE
BeneHua TK)
9. Ceenenus 0 He no3aHee 3 OCC
3aCTPaxOBaHHOM pabounx mHel co
aune JHsI UX Oy YEeHHS
10. Ceenenus 0 1 pa3 B rox He I1DP
CTPaxoOBOM CTake | mosgHee 1 mMapra
3aCTPaxOBaHHBIX CIIEAYIOLIEro 3a
roaa, J4I" OTY4ET IO | OTYETHEIM FOIOM
dopme "C3B-
CTAX" ¢ Tunmom
CBEIIEHUH
"Mexoauerin"
11.Ceenenus 4] B Teuenue 3 [I1DP
CTPaxoBOM CTaXe | KaJleHJapHBIX THEH
3aCTpaxoBaHHBIX CO JIHs
i OTYET II0 | NOCTYIUICHHUS
dopme "C3B- COOTBETCTBYIOIIIETO
CTAX" ¢ tunom | 3ampoca usz IIOP
CBEICHHUH UJIH 3aBII€HHUS OT
"HazHaueHue paboTHHKaA




neHcuu"

12.E>xeHenenpHbIH

KX IbIA YETBEPT

Komurer no Hayke u

MOHHTOPHHT 1o BBICILIEH IIKOJIE
paboTHUKaM

(maHHBIE 1O

BaKLIMHAIIWH,

peBaKIMHAITWH,

repe0osIeBIIHM

KOpOHaBUPYCHOH

HH(peKIuehn

MEIUIIUHCKHM

0TBOJIaM)

13. ExenenensHpli €XKEHEIEIBHO KomureT no Hayke u| -
MOHUTOPHHT 110 BEICIIIEH IIIKOJIE
COVID-19

14.Hanpasnenue B TeYeHHe 3-X Cankr- crpp.ru
“HbOpPMaIIUH 0 | gHel c MOMeHTa ITerep6yprckoe
YUCIIEHHOCTH H3MEHEHUH rOCyJapCTBEHHOE
pabOTHHKOB, B TOM Or0IKEeTHOR
ghcie o0 paboTHUKAX YUYpeKIeHHe
crapure 60 et «LlenTp pasBuTHs 1

MOAAEPIKKU
IPEIIPHHUMATEIHCT
Ba
15.Mudpopmanuiss 0 | B TeueHwme 3-x Cankr- crpp.ru
paboTHHKAX, JIHEH ¢ MOMeHTa ITeTepOyprckoe
NIEPEeBEACHHBIX  Ha | H3MEHEHWH roCyJapCTBEHHOE
OUCTAHIIMOHHBIH OromxeTHOE
PeXUM paboTeI YUpEeKICHHE
«LlenTp passuTus u
MO AEPIKKH
IpeANPUHAMATEIIHCT
Ba»

16.Peectp B TeYeHHe 3-X CankT- crpp.ru
TeJIeOHHBIX IHEH ¢ MOMEHTa IlerepOypreckoe
HOMEpPOB U3MEHEHUH roCyIapCTBeHHOE
pabOTHUKOB cTapiue OromKxeTHOE
60 mer, a Takxe yUpexaeHue
PaGOTHUKOB, «llenTp pa3BuTHI U
MMEIOIIIHNX MOIAEPIKKU
XPOHUUYECKHE IIPEIPHHAMATEITBCT
3a0o0lieBaHu, He Bay
IIEPEBENECHHBIX  Ha
JTUCTAHIITHOHHBIN

PEXKUM




17. Uudopmanust o | mo 15-ro uncia A3H https://www.r21.sp
3ape3E€PBUPOBAHHEIX | KaKIOI0 Mecsia Kanunuackoro b
pabouux paifona Cankr- | .ru/

MECTax, OTHEIbHEIX ITerep6ypra
BHAaxX pabor
(mpodeccuir) IULSt
TPYJAOYyCTpOMCTBA
rpaciaH,
HCIIBI THIBAIOIIHX
TPYZHOCTH B IIOHCKE
paboThl

18.CBenenus 0 | mo 15-ro uumcna A3H httpsy//trudvsemru/
OaHKpOTCTBE Ka)XJJ0ro Mecsia Kanunaunckoro

paiiora  CaHKT-
ITerepGypra

19 indopmarss o | go 15-ro uwmcna A3H https://trudvsem.ru/
podeCCUOHATBHOM Ka)XIOT0 MecsIa KannHuHCKOTO
peabunuTanumn U paiiona Cankr-
COZEeHCTBHUIO ITerepOypra
3aHATOCTH
HHBIH]IOB

20.Mudopmamms o o 15-ro uyucna A3H https://trudvsem.ru
paboumx MecTax IS | KaXIOro Mecsa Kanuanunckoro /
TPYHOYyCTpPOMCTBA paiioHa Cankr-
HHBAIUI0B ITerepGypra

21. Wnudopmanus o | mo 15-ro umcna A3H https://trudvsem.ru
HaJIWYHH/OTCYTCTBHH | KaXKIOTO MECSIA Kanunauuckoro /
BaKaHTHBIX paboyux palioHa CaHkT-
MECT Iletepbypra

22.CBenenuss o ITo A3H https://trudvsem.ru
BBCICHHH  peXUMa | HEOOXOOMMOCTH Kanununckoro /
HEIIOJIHOTO paboyero paiioHa CaHkrt-
JIHS, IPUOCTAaHOBKE U IlerepOypra

00 OpraHu3aIluu
JHUCTaHIMOHHOM
paboTE

23.Cenenus 0 ITo A3H https://trudvsemr.u
JUKBUIALMH, HEOOXOIUMOCTH Kanmuuuuckoro /
COKpaIlleHHH paiioHa CaHkT-
YHCIIEHHOCTH Iletepbypra

24.CIIO-1 Ho 01.10 Munucrepctso

Ka)KJJ0ro Toja IIPOCBEIIEHHS

Poccuu




25.I14-H3 €XKEKBapTaIbHO ITerpocTar
26.Crucok rpaxian 1 pa3 Brox mo 01 Boennsre
MY>CKOTO I10J1a OKTAOPSI TEKYIIETrO KOMMCCapHaTEI
15- u 16-nernero rojaa PaHoOHOB 10
Bospacra (rpaxnan MECTY
MY>KCKOI0 TOJjIa, perucTpanuu
IO UTEXKALIAX CTYZIEHTOB
IIEPBOHAYAIILHOM
IIOCTaHOBKE Ha
BOHHCKHHA y4YeT B
CJIEYIOIIEM TOAy)

27.Crucok rpaxaad 1 pas B ron mo | Boeumsle
2005 roga | 01 HOs0pa | Komuccapuater
POXICHHUSA, a TakKe | TEeKYIIEero roga paroHOB 10 MecTy
rpakJaH  CTapIiux perucTpanuu
BO3PacTOB, He CTYJIEHTOB
COCTOSIIHUX, HO
00sA3aHHBIX COCTOSTH
Ha BOMHCKOM Yydere,
MOJTIEKAIITHX
IIEpPBOHAYATBLHOM
[IOCTaHOBKE Ha
BOUHCKHH y4yeT

28.Crrcox 1 paz3 B rom mo Boennsie
rpakIaH, 01 HOSIOPSI | KOMHCCApHATEI
IIPEOBIBAOIIHNX B | TEKyllero roaa pPalOHOB IO MeECTy
3arace, IIOCTaHOBKH Ha
oOy4arommxcs B BOMHCKUHA  ydJeT
CII6 T'BIIOY CTYyZIEHTOB
"AVI'CTull" wu
MOJIIEXKAIITHX
3a4HCIICHUIO Ha
crenuanbHbIN
BOMHCKHHM y4YeT IIO
IIEPEYHIO
JOOJDKHOCTEH H
npodeccuit

29.1menHoii 1 pa3 B rog mocie BoenHsrit
CIIHCOK TpakJaH | MONyYeHHs KOMHCCapHaT
KEHCKOI0 moyia, | OUILIOMA Kanuaunckoro
OKOHYUBIITHUX paiiona CII6
oOydeHue o
CIIEIHAIIEHOCTH
«HM3narenbckoe

LAECIIO»




30.I'onoBoit oTyeT 1o 1 pa3 B rox mo AIMUAHUCTpAIHS
BOMHCKOMY Y4ETY YCTaHOBJIEHHOMY Kanurunckoro
rpaduky paiioHa, BOCHHBIH
KOMHUCCapHaT
Kanmuaunckoro
palioHa u
Komurer o mayke
H BBICIIIEH
IIKOJIe
31.Cnucku rpaxnaad, | 1 pa3 Brox Boennsie
IIpEOBIBAOIIHX B KOMHCCapHaTEI
3amace, paboTarIHX palioHOB, B
B CII6 I'BITOY KOTOpBIX CTOSAT Ha
"AYTClull" BOMHCKOM ydYeTe
pabOTHHKH
32.BHecenue EsxexBapransHo OUC OPJIO

CBEIEHUU B
benepansHyO

HHQOPMALHOHHY IO
CUcTEMY (®UC

OPJIO) Ha ocHOBaHUH
ApXUBHBIX 3aIlPOCOB O

Bblaye  IOyOIHKATOB
IOKYMEHTOB 00
0o0pa3oBaHHH, B TOM
YHCJIE JOKYMEHTOB 00
o0pa3oBaHuy, o
KOTOPBIM
[IOATBEPKIECH tdaxr
yTpaTel 1u60  dakr
obmeHa H
YHUUTOXKEHHUS.
DOenepanpuas

crryx0a 1o Hanazopy B
cepe obpazoBaHus u
Hayku  DenepansHas

HHOOpPMalHOHHAas
cHCTEMa
«PenepanabHBIH
PeeCTp CBENEHHH O
OOKyMEHTax 00
oOpasoBaHuu U (HIHK)
KBaJIU(UKAIHH,
JIOKYMEHTax 00

0OyUYeHHI»




33.@opma Ne 1-AT'C | 2 pasa B rox Komuret o Hayxke| -
«CBeneHus 0 U BBICIIIEH IIKOJIE
CILYy K0y »

S. IleyaTn, mTamnel, cpeacTsa HICHTHHHKANHH

5.1 B otzene KaqpoB HCHOMB3YIOTCS CIEIYIONIYE II€YATH U [IITAMIIE:

5.1.1. Otaen xanpos;

5.1.2. Ins NOKYMEHTOB;

5.1.3. Komus;

5.1.4. Bepno. Cnenpanuct oTaena Kagpos. [ara;

5.1.5 IToAnMHHUK JOKyMEHTAa XpaHHTCS B OTHelle kagpos CII6 TIBIIOY
«AYT'Clully;

5.1.6 Otmen xanpos. B npukas;

5.1.7 Hagwanenuk otnena kanpos. [Togmuce. Jlara;

5.1.8 Hcx. Ne. ot nara;

5.1.9 Bx. Ne. or gara;

5.1.10 PaGotaet B CII6 I'BIIOY «AVYI'CIully mo HaCTOsIIEee BPEMS;

>.1.11 llpaButenscteo Cankt-Tletep6ypra. KomuTer o HayKe MW BEBICIIEH
IIIKOJTE. CaHkr- IleTepOyprckoe roCylapCTBEHHOE OIOMKETHOE
IpogeccHoHaBHOE 06pa3oBaTeIBHOE YUPEeKICHHE «AKaJeMUs YIpPaBIeHUs
TOPOJCKOH  CpeloM, TIpafoCTPOUTENHCTBA U I[IEYATHY (CII6  TBIIOY
«AYD'CT'ull»). yn. Pycrasenu n. 33 nur. A, Cankr-IletepGypr, 195273.

5.2 DreKTpoHHas mommch ohopMIseTCS 3aBEJYIOIIEMY CEKTOpa apxuBa

OTACNa KalpoB IJIs BHECEHHs CBEJCHHMH B (elepanbHYIO HWH()OPMAaIHOHHYFO

cucTeMy «®DenepanbHbIi peecTp CBeeHH 0 JOKYMEHTaX 00 00pazoBaHUH U (WIH)

O KBaIM(HKaLKH, JOKyMEHTaX 06 06ydeHnm.

6. OTBeTCTBEHHOCTH OTAENA KaAPOB

6.1. Ha HavaneHuka otrmena KaZJpOB BO3J1araeTcsi OTBETCTBEHHOCTL 34
OpTraHU3aLHIO NEATEIBHOCTH OT/ENa KaapoB IO BEIOIHEHHUIO 3a7a4 U (QyHKIHIA,
BO3JIOXKEHHBIX Ha OT/Ie]1 KaJpoB.

6.2. Creness OTBETCTBEHHOCTHU U IIOPsSIIOK IIPUBJICYEHUS K
OTBETCTBEHHOCTH pPabOTHHKOB OTIesa KaJIpOB yCTaHABJIMBAE€TCH AEHCTBYIOIIMM
3aKOHOZATCIBCTBOM, JODKHOCTHBIMU HHCTPYKIIHSMH:

—— 32 COBCpDINIEHHBIE B TIPOLECCE OCYIIECTBICHHSI CBOEil JEeATEIIbHOCTH
[IPaBOHApPYINCHHUA - B TMpelenax, ONpeNeleHHBIX aIMUHHCTPaTUBHEIM,
YTOJIOBHBIM H I'PaK/TaHCKHM 3aKOHOIATEIbCTBOM POCCHIICKOL Qeneparum;

— 34 IpUYHHEHHE MaTepHUaabHOro yiepba - B Ipeneiax, OnpeneIeHHBIX
TPYAOBBIM, YTOJIOBHBIM H TpakKIaHCKHM 3aKOHOIATEILCTBOM Poccuiickoit



Qenepaniuy;

— 34 COXpPaHHOCTBb JOKYMEHTOB, HCIIOJIB3YEMBIX Ipu BBITIOJTHEHHUH

AOJUKHOCTHBIX ~ O0SI3aHHOCTEH, pasriallleHWe IIepCOHANBHBIX  JaHHEIX
PabOTHHKOB, yIaCTHHKOB 06pa30BaTEIBHOTO Ipolecca AKaEMHUN;

3a Hecobmnrozienre 3akoHOB Poccuiickoit @eneparuy, HOPMaTHBHO-TIPABOBEIX
akToB Poccuiickoit ®enepannu, NpuKkasos, pacrnopsmKeHuil, HHCTPYKLUN U
METONHYeCKHX yKasanuii Komurera o Hayke u BEICIIEH mIKOTe, TOpYYeHMi
Y yKa3saHWH TUPEKTOpa AKaJEMUH H HEIIOCPEACTBEHHOTO PYKOBOJUTEIS;

3a HapylIeHNe CIy)KeOHOM, HCTIOMHHUTEIIBCKOMN, TPY10BOH IHCIIAIIIHHEL

32 HEHCIIOHeHHe (HEeHaJUIe)Kalllee WCIIOJIHEHHE) CBOMX IOJKHOCTHEIX
00s3aHHOCTEH, IIPEAYCMOTPEHHBIX TOKHOCTHOM HHCTPYKLHEH,
HeI((PEKTUBHOE HCIONB30BAHUE CBOETO paboyero BpeMeHH B Ipejenax,
ONpPEACICHHbIX TPyIOBEIM 3aKOHOAATeNLCTBOM Poccuiickoit denepariuy;

32 COBCpHICHHE IIOCTYIKOB, IIOPOYAIlMX €r0 YeCTb W JOCTOMHCTBO,
CO3JaHWe KOHQIMKTHBIX CHUTyaluii, CHOCOGHBIX HAHECTH ymepb ero
penyTaluy UM aBTOPUTETY AKaIeMUH.



