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MNOJIOXEHUE
o rpynmne KagpoBoi U BOCIUTATEILHOH padoTe
DAY JIIIO Humxeropoackuii yqeGHplii HeHTP @IIC

1. OGuHe MOJIOMKEHHS

1.1. I'pymia KafpoBO# BOCITHTATENLHOM paboThl co3fiana ¥ (yHKIMOHUPYCT
5 cocrase @AY JIIO Huxeropoackuil yd4eOHBIH LEHTP ®IIC (manee - yIeOHBIH
LEHTp) B IEJSIX Peau3aliy eAMHOK FOCY/IAPCTBEHHOH KalpOBOH MOTATHKH.

1.2. I'pymiia KaapoBo# BOCIIMTATEIHLHOM paboThl CO3/aeTCsl, PeOpraHu3yeTesl
¥ TUKBUAMPYETCS NPUKa3oM HadallbHUKA y4ueOHOTO LEHTPa.

1.3. Ipynma KajpoBoil ¥ BOCTIMTATEIbHOU paGoThl BXOIWT B IUTAT yueOHOTO
[eHTpa ¥ IOJYMHSETCS HaYaIbHUKY yuebHoro uenrpa. Obmiee pyKOBOJCTBO
JIeSTEFHOCTRI0 TPYNIBl KaapoBOH H BOCIIMTATENbHOM pPaboThl OCYIIECTBIIICT
3aMecTHTeN b HaualbHuKa ydeOHOro IeHTpa.

1.4. B cBoeil IeSTENHHOCTH TPYIIa KaapoBOH H BOCIIUTATEIHLHOM PabOTHI
pykoBopctByercs — KomcrTurynuei Poccuiickoit @epepanuu, (GenepalbHBIMHU
KOHCTUTYIIHOHHBIMH ~ 3aKOHAaMH,  (QelepanbHbIMU  3aKOHAMH, yKazaMH 4
pacniopspkenusamu  [Ipesunenta Poccuiickoit @enmepaliu, ITOCTAHOBICHUAMH H
pacniopsbkeHusMA  [IpaBUTENIBCTBA Poccuiickoit @enepanmy, HOPMaTHBHBIMHU
npapossiMu aktamu MYUC Poccun, a Taioke HaCTOAIINM IMomoxeHueM.

1.5. I'pynma XagpoBO#d U BOCIUTATENbHONM paboTel  OCYIIECTBIISICT B
YCTAHOBJIEHHOM MOpPAJKE DPYKOBOJCTBO MO/PA3ICICHAIMI yueOHOro LEHTpa IIO
BOIIpOCaM 0TOOpa, PaCCTaHOBKHU U npodecCHOHAIBHOM MOArOTOBKA Ka/(pOB.

1.6. I'pynma KampoBod u BOCIIMTATENEHOM pPaboTBl  OCYLIECTBILICT CBOXO
JesATENFHOCTh Ha OCHOBE ITOCTOSHHOTO M3yJEeHHUs COOTBETCTBI podeccHOHaTbHBIX
BO3MOIKHOCTElN JIMYHOTO COCTaBa LiesM W 3ajadaM y4eOHOro IIEHTpa, CO3JaHHMA
ycrmoBmit A WX pasBUTHA U 9(Q(EKTHBHOIO HCIOJIE30BAHMA [IOTEHIHAa,
COTPYIHUKOB, TPAXKJAHCKOTO TIepCoHaa [is PEIIeH s TOCTaBICHHbIX 3a/a1.

1.7. OpraHd3al@iOHHON OCHOBOM JEATENIBHOCTH IpyIla KaJpoBOM H
BOCIIUTATEIFHON PaOOThI SBILIOTCS EPCIIEKTHBHBIE M TEKYIINE ILIAHBL.

1.8. I'pymma KaapoBoil M BOCIHTATENbHON pabOThl MMEET IIedarh CO CBOMM
HaUMEHOBaHHUEM.

1.9. CTpyKTypa H IITaTHOE PacIiCaHue IPyIa KaJ[pOBOW M BOCIIHTATENBHOH
paboTsl yTBEPXKIAIOTCS HAUAIBHUKOM yuebHoro mnestpa. lllTaTHas YMCICHHOCTH
COCTaBJIseT 2 YenoBeka: 2 paboTHHKaA (elepalbHON IPOTUBOTIOKAPHOK CITyXKOBL.

1.10. B mITat rpyra kaapoBoi 1 BoCIHTaTeNbHON paboTBl BXOJAT:

- HAYATBHUK [PYIIIBI KaJpOBO# U BOCIUTATENbHON paboTEL;
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- MeHe pKep 110 IePCOHAILY IPYTITa KafpoBOH 1 BOCITUTATENHHON pabOTEL.

1.11. I'pyrma KagpoBOX U BOCIIHTATEIbHOM paboThl BO3TJIABIACT HaJAJIBHUK,
HA3HAUAEMBIH Ha IOKHOCTB ¥ OCBOOOX/aeMbIH OT 3aHAMAEMOM TOJDKHOCTH
IIPUKA30M Ha4albHUKA y4eOHOro NeHTpa.

1.12. HauanpHMK TpyIObl  KagpoBoH U BOCIIUTATENbHON  PaOOTHI
HEIIOCPEICTBEHHO ITOMIMHSCTCS 3aMECTUTEIIO HaaIbHIKA yueOHOTO IIEHTpA.

2. OcHoBHBIE 321241
rpynmnbl KaJipoB U BOCIIHTATEIbHOMH pa0doThI

OCHOBHBIME 3aqadyaMy TpyNIa KaapoBodH H BOCIIUTATENBHON  PabOTHI
SIBJISIFOTCS:

2.1. Peanusamis COBpPeMEHHOW KaJpOBOH nouTuky  [IpaBUTENBCTBA
Poccuiickoit @eneparuu u MUC Poccun. Opranusaryis pabotel 1O O0TOODY,
paccTaHOBKE KaJpOB U poQeCCHOHANBHON TOATOTOBKE.

2.2. OcyIlecTBIeHHe TEKyIero U MEePCIEeKTHBHOIO IUIAHMPOBAHMA paboThI
Ka[poBOro anmapara. KoHTpob 3a BEINONHEHHEM HaMEICHHBIX MEPOTPUATHH.

2.3. OkasaHpe NPAKTHYECKOH X METOIMYECKOH IIOMOII MOAPA3IEICHIAM
yueGHOTO eHTpa. O600IeHve U BHEPEHUE [IEPEJOBOTO ONbITA paboTHI C IHIHBIM
COCTaBOM.

2.4. BeipaboTka IPEIIONKEHUH IO COBEPIICHCTBOBAHMIO OpraHU3alMOHHO-

[ITATHOH CTPYKTYphl y4eOHOTo IeHTpa. ONTHMU3ALWs MITATHBIX pacriucaHuil u
[ITATHON YHACIEHHOCTH.

3. OcHoBHBbIE (PYHKITHH
IpyINIIbI KAAPOB W BOCIHTATEILHOH paboThl

['pynma KagpoBO#l ¥ BOCIHUTATEIBHOH paboTEI B COOTBETCTBMM C
BO3JIOYKEHHBIMY Ha Hee 3a1a4aMi, OCYIIECTBISET ClIeyIoue OCHOBHBIC (GyHKIAN:

3.1. OcyIecTBIseT MEPONPUATHS IO 0TOOPY KaHIHIATOB Ha ciyx0y, pabory,
pAacCTaHOBKe, IEPEMEIIeHHI0 ¥ YBOJBHEHUIO B COOTBETCTBHU C IEeHCTBYIOIIMM
3aKOHONATeNsCTBOM. OGOpMISET B YCTAHOBIEHHOM IOPS/KE COOTBETCTBYIOMIMC
MaTepHUAIIBL.

3.2. OpraHu3yeT U3y4eHHe NMYHOCTHBIX, JEJOBBIX ¥ HPaBCTBEHHBIX Ka4yecTB
JIMYHOrO0 CcocTaBa yd4eGHOro IeHTpa, NpPHHAMAET Mepbl K 3aKPeTeHUIo 1
CTAHOBJICHHIO Ka/IPOB, YIIYUIISHUIO UX KaueCTBEHHOTO COCTaBa.

3.3. OprasusyeT U3ydeHHe IBMDKCHUS ¥ IPHIAH TEKYHeCTH Ka/posB, y4acTBYET
B pa3paboTKe MEPOIPUATHH MO WX YCTPAHEHHUIO, BHOCUT HPE/UIOKCHHA PYKOBOJICTBY
yueGHOro IEHTpa 10 YIY4LIeHHIO KapOBOro NOTeHIHAA.

3.4. OcymiecTBiseT GOPMUPOBAHKE U BEICHME JIMUHBIX NI COTPY/HHUKOB u
IpaKIAHCKOTO IIepCOHANa y4IeOHOro IEHTpa, an(aBUTHOTO, IITATHO-JOIDKHOCTHOTO
y4eTa U IPYTUX YIETHBIX JOKYMEHTOB.

3.5. OCyLIeCTRIAET y4eT i XpaHeHue JAeHCTBYIOMIX U apXUBHBIX JMIHBIX ACT
COTPYAHUKOB U IrpaXXIaHCKOI'0 IIepCoHalIa.



3.6. OcyIIecTBIsSET IOATOTOBKY MaTepPUaloOB Ha aTTECTAlMOHHYIO KOMMCCHIO
y4eOHOTO LIeHTpA.

3.7. VaacTByeT B 06ydeHHH PyKOBOJIIIEr0 COCTaBa y4e6HOro LeHTpa Gopmam
U METOJaM pabOTHI C JIMYHEIM COCTABOM.

3.8. PaspabarpiBaeT TIpadHK OYEPENHBIX EXETOJHBIX OTIYCKOB JIMTHOIO
cocTaBa y4eOHOTO IIEHTPa, OCYIIECTBIISET KOHTPOIb 33 CBOCBPEMEHHBIM yObITHEM B
OTIIyCK ¥ BBIXOIOM Ha CIyXO0y COTPYIHHKOB, pabOTy IPaXIaHCKOro IepcoHana
TIOCJIe ero OKOHYaHusA, 0hOpMIIEHHE OTIIYCKHBIX TOKYMEHTOB.

3.9. B COOTBETCTBMM C HOPMATWBHBIMHM aKTaMH TOTOBHT MaTepHallbl U
MIPOEKTHI IIPUKA30B:

- K Ha3HAYEHWIO Ha JOJDKHOCTH M TIEPEMEINEHUI0, YBOJIBHCHUIO COTPYAHHUKOB
1 pabOTHUKOB y4eOHOTO IIEHTPA, IPEIOCTABICHUIO OTITYCKOB;

- K HaIpaBJIEHHIO B CIIyKeOHbIE KOMaHIUPOBKY;

- K HarpaXIeHHUIO rOCyIapCTBEHHBIMU U BEIOMCTBEHHBIMHU HArpafamu,

- IPMCBOEHHIO CIIENUAIBHBIX 3BAHHH COTPYHUKAM y1eOHOTO IIeHTPa;

- K yCTaHOBIEHHIO JMYHOMY COCTaBy y4eOHOTO IIEHTpa Hax0aBOK M JOILIAT,
BBITLIATE €XKEKBAPTAIBHBIX TPeMUll, eTMHOBPEMEHHOTO EHEXKHOI0 BOSHAIPAXKICHI
II0 UTOTaM paboThl 3a TOf, IpeMuil 3a JOOPOCOBECTHOE UCIIOTHEHHE JODKHOCTHBIX
00513aHHOCTEN.

3.10. OpragusyeT BOMHCKHI y4eT BCEX KaTeropui pabOoTaloNUX IpakIaH,
OIJIEXAIMX BOMHCKOMY Yy4eTy, M OpOHMpOBaHHE IpaJaH, IPeObIBAlONMX B
3amace.

3.11. OcymiecTBiasieT y4eT ¥ KOHTPOIb CBOEBPEMEHHOI'O IPENOCTaBICHUSI
JIACTOB HETPYIOCIIOCOGHOCTH COTPY/HHKOB M T'DaXIAHCKOTO TepcoHana y4eOHOro
[IEHTpA.

3.12. W3ydaeT mOBIDKEHWE W IIPUYMHBI TEKy4eCTH KaIpoB, y4JacTBYeT B
pa3paboTKe MEPOIPUATHH [0 MX YCTPAHEHWIO, BHOCUT NPEAJTIOKEHUS PYKOBOICTBY
y4eGHOTO IEeHTpa 10 YIy4IIEeH!IO Ka[pOBOr0 MOTEHIHAalIa. |

3.13. OdopmiseT TPyZOBBIE IOrOBOpa PaOOTHUKOB, OCYIIECTBIET y4ET U
KOHTPOJIb 38 UX COOJIOEHUEM.

3.14. CormacHo Tabenmto CpOYHBIX HOHECEHUH TOTOBHT M IIPENCTaBIAET B
BBINIIECTOSIIIE OPraHU3AIMH CBEACHUS O COCTOSHHM PaOOTHI C KaIpaMH.

3.15. OcymiecTBseT KOHTPOIb K IPOBEPKY (aKTUIECKOTO HCIIONHEHHSA
CTPYKTYPHBIMHE MTOIpa3eNICHUAMH 3aKOHOB, HOPMATHBHBIX IIPaBOBBIX aKTOB OpPTaHOB
Bnact, MUC Poccuu 1o BommpocaM paboThl ¢ TUYHBIM COCTABOM.

3.16. IlpunHuMaer ydacTHe B MEPOIPHMATHAK, HAIPaBICHHBIX Ha PasBUTHE
npoeCCHOHANBHBIX ~ TPaIWIMK,  [POBEJEHHE  TOPKECTBEHHBIX  PHUTYalloB,
MOCBAIIEHHEIX MaMsITHBIM natam MUC Poccun.

3.17. PaccmaTpuBaeT MHUCHMa, >KaloOOBl M 3asdBICHMS TIpax[IaH, INPHHUMAET
MepBI K yCTPAHEHUIO BBIBICHHBIX HEOCTATKOB.

3.18. Opramusyer MepONpHATUS, HaIpaBJIeHHbIE Ha MNPEIOTBPAIICHHES
KOPPYIIIHOHHBIX IIPOSBICHUN CPEIH IUYHOIO COCTaBa.



4. TloiHOMOYH A
rpyninsl KaJpoB H BOCIHUTATEJIbHOH paboThI

['pymma KafpoBOH H BOCIIUTATENBHOM pabOTHI B Ipejienax CBOEH
KOMTIETEHITUH:

4.1. VuacTByeT B TIOATOTOBKE IIPOEKTOB HOPMATHBHBIX IPaBOBBIX aKTOB M
WHBIX JOKYMEHTOB IIO KaJpOBBIM BOIPOCAM, OCYIIECTBILICT KOHTpOIb 33 HX
HCIIOJTHEHUEM.

4.2. Y4yacTByeT B OKa3aHHU METONMYECKOH 1 IPaKTHUECKOM MOMOIIM IO
paboTe ¢ KagpaMyu pabOTHUKAM CTPYKTYPHBIX Io/pa3 IeICHUM.

4.3. 3ampallMBaeT W INONYy4YaeT B YCTAHOBJICHHOM IOPAZIKE OT CTPYKTYPHBIX
HofpaselieHnii HMHQOpMalUio W CBEICHU, HeoOXOnMMBIe JJI  BBITIOTHECHHMS
BO3JI0’KEHHBIX 3a/1a4.

4.5. OcylecTBIseT HHBIE IPaBa, NPeIyCMOTPEHHbIE 3aKOHONATEIECTBOM
Poccuiickoit Denepanuu.

5. llonHOMOYHS
HAYAJLHHKA IPYNINbI KAJPOB H BOCMHTATEILHOH padoThI

HauasipHUK TPYIIEI KAIPOBOl X BOCIHTATEIBHOU paboTBHL:

5.]. Hecer IepCOHANbHYIO OTBETCTBEHHOCTH 32 BBINOJIHEHME 3371 H
(GyHKIH, BO3IIOXKEHHBIX Ha IPYIITY KaJ[POBOH U BOCIIHTATEIEHON PaOOTHL.

5.2. PyKOBOIUT NE€ATEIBHOCTHIO IPYIIIIBI KaJpOoBOH ¥ BOCIIMTATEIbHOM paboThl,
[0 KaJ[pOBBIM BOIIPOCaM — Ha4albCTBYIOIIUM COCTaBOM TI0Jpa3IeNieHIil y4eOHOT0
IIeHTpa.

5.3. PaspabaTbiBaeT IOJOXKEHHUE O TPYIIC KaJpOBOW ¥ BOCIMTATENBHOM
paboTEl H pacmpefensieT AOJDKHOCTHBIC 00SI3aHHOCTH MEX[y JIAYHBIM COCTaBOM
TPYIIIB! KAIpOBOM ¥ BOCITATATEIEHOM paboTBHL

5.4. Oprammsyer paboTy 10 OTGOpY, pPacCTaHOBKE, BOCIHUTAHMIO H
npod)ecCHOHATBHOM MOATOTOBKE, MEPErOArOTOBKE M IOBBIIICHMIO KBaTA(UKALAN
KaJipoB.

55 (O6ecreurBaeT COONIOIEHHE 3aKOHHOCTH B JIEATENbHOCTH IPYIIIBI
KaJpOBOH ¥ BOCIHTATENBHOM PAOOTEI, OPraHU3yeT KOHTPOIE 34 BBITIOJTHEHHUEM
TMYHEIM COCTABOM 3aKOHOZAaTenbcTBa Poccuiickod ®enepanuu, HOPMATHBHbIX
npasosbix akToB MUC Poccuu.

5.6. BHOCHT B YCTaHOBJIEHHOM IOPSIKE MPSUIOKEHHS O HA3HAUCHUM Ha
JIOJKHOCTH MIJIA OCBOOOXKIEHUH OT JTOJDKHOCTH JIMYHOTO COCTaBa.

5.7. XoparaficTByeT B YCTAHOBJISHHOM IIOpsAKE B OTHOLICHMH JIAGHOTO
cocTaBa O IPUMEHEHUH MepPHI OOIIPEHNS U TUCIUIIMHAPHOTO B3BICKAHILA.

5.8. Pemaer B mpenenax CBO€d KOMIICTCHLHH BOIPOCEH [IpaBOBOM U
COIMATIBHOM 3alUThl pA0OTHHUKOB.

5.9, O6ecreurBacT COCTABICHHE U IIPEACTABIECHUE B yCTAHOBICHHOM IIOPANKE
Beell HeoGXomuMoit MH(GOPMAIMK W JOKYMEHTAIlHH, CBS3AHHOH C NEATEIBHOCTHIO
IPYIIIEL KaIpOBOI ¥ BOCIIATATEIbHOM paboTBHL



5.10. Opranusyer MepOmpUATHS 10 MPO(UIAKTHKE KOPPYMIHOHHBIX U WHBIX
IIPaBOHAPYIICHUH Cpeay TMIHOrO COCTaBa.

5.11. OcyiecTBisieT cOIIacoBaHHE IIPOEKTOB TMPHKa30oB M IpyTux
PAaCIIOPSITUTENBHBIX TOKYMEHTOB Y4eOHOro LEHTpa IO BOIPOCaM, OTHECEHHBIM K
KOMIIETEHIIMH IPYIIIbI KaIpOBOi U BOCIUTATENIbHON pabOTEL

5.12. TlommuceiBaeT CHOyXeOHyHO [OOKyMEHTAlMIO B IIpefielax CBOeH
KOMITETEHIIUH.

5.13. OcymecTBiasieT  OpyrHe  IOJIHOMOYHS B COOTBETCTBHHM  C

3akoHOMaTenbcTBOM Poccuiickoii ®@emepalli 1 HOpMaTUBHBIMU [IPABOBBIMHU aKTaMU
MUC Poccun.





