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MMOJIO’)KEHUE

06 otaeae kaapos PocroBekoro — Ha — Jlony ¢uimnana Beepoccmiickoro rocyaap-
CTBEHHOro HHCTHTYTA KHHemaTorpagun umenn C.A. I'epacumoBa

1. O6mue moJioxKeHust
1.1.01en KampoB (manee - OTAEN) ABIAETCA CTPYKTYPHBIM HOApasieieHHeM Po-
cToBckoro — Ha — JloHy ¢uiuana Beepoccuiickoro rocy 1apCTBEHHOTO MHCTUTYTa KHHE-
matorpapuu umenu C.A. ['epacumoBa (nanee — huaman).

1.2. Otnen co3maercss U JMKBUAUPYETCS MPUKa30M JupeKTopa Guinana (nanee - -
pekTop) (o coriiacoBaHuio ¢ BcepoccuiickuM rocy1apcTBeHHbIM HHCTUTYTOM KHHEMATO-
rpapuu umenn C.A. I'epacumosa (nanee — BI'MK).

1.3. Otgen noguuHsEeTCsA TUPEKTOPY.

1.4. Otnen co3maercs ¢ LeNbl0 oOecredeHusl OpraHu3alyy TPYAOBBIM pecypcaMy,
KOMILIEKTOBaHHS KaJpaMu pabOTHUKOB TpeOyeMbIX npodeccuii 1 KBalu(pUKaluu B COOT-
BETCTBHH C 3aJa4aMHi U HAIPaBJICHHEM ee JesTeNIbHOCTH, pa3paboTKU KaJApOoBOH MOIUTH-
KM OpTraHM3aluK, COONIOIEH s [IPaB, JIbIOT U TapaHTHii pabOTHUKOB B 00ACTH TPYAOBOIO
MpaBa, a TAK)Ke BEIEHHs KaJpOBOTO JeIONPOU3BOJACTBA B COOTBETCTBHH C 3aKOHOJATEb-
cTBoM P®.

1.5. B cBoei 1eITeNIbHOCTH OTAEN PYKOBOACTBYETCS:

- Koncturynuei PO;

- TpynoBeim kozexkcoM P®D;

- enepabHBIMU 3aKOHAMHU PD;

- yKa3amu U pacriopspkenusmu IIpesuaenta PO;

- IOCTAHOBJIEHHUAMH 1 pacniopspkeHussMH [IpaButenscrea PO,

- TocynmapcTBeHHOM CHCTEMOW JIOKYMEHTALIMOHHOrO oOecreyeHus: YIpaBleHus
(FCA0Y);
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- rocyaapctBeHHbIMU cTaHgaptamu (I'OCT);
- HOPMaTUBHBIMH aKTaMH, pa3pab0TaHHBIMH U yTBeP)KICHHBIMUA PocapXxuBoM;
- MIEPEYHSMH THIOBBIX YIIPABICHYECKUX apPXUBHBIX JOKYMEHTOB;
- [IpaBunamMu BeeHHsI U XPAaHEHUS] TPYJOBBIX KHUXKEK, M3TOTOBJIEHHs OJIAHKOB TPY-
JIOBO# KHIMKKH B o0ecriedeHust MU paboToaaTeneii;
- MHCTpyKIIMEl 110 3aII0JTHEHUIO TPYAOBBIX KHHKEK;
- YcraBom Beepoccuiickoro rocy1apcTBEHHOIO MHCTHTYTa KHHEMATOrpahuu UMEHH
C.A. I'epacumoBa, MoJI0XKE€HHEM O (uuae;
- IOKQJIbHBIMH HOPMATHUBHBIMH aKTaMH.
2. CTpykTypa oTaesa
2.1. CTpyKTypy ¥ KOJUYECTBO IITATHBIX €IUHUL OTJEJIA YTBEPIKAAET JUPEKTOP.
2.2. B cocraB oT/iesia BXOJAT CIIeyIOLIUe JODKHOCTH:
- HQYaJILHUK OTJena - 1 mT. en.;
- BeIyIIMiA CTIEIMAIKCT 1O Kajapam - 1 mr. efx.;
- CIIEIHAIIUCT IO OXpaHe TpyAa U TeXHUKe 0e30macHoCTH — e,
-apxuBapuyc -lej.
3. OcHoBHBIE 3a1a4H
3.1. OcHOBHBIE 3aa4H OTAea:
- COBEpILIEHCTBOBAHUE IIPOLIECCOB YIIPABIICHHUSI,
- moxbop, oTOéop, MpueM Ha paboTy U pacCTaHOBKA KaJpOB;
- y4eT JJMYHOTO COCTaBa pabOTHHUKOB,;

- CO31aHuE pe3€pBa KaApOB AJIsI BBIIBUXXEHUS HA BBIIIECCTOAIINUE JOJIKHOCTH;,
- OpraHu3alysi IPOBEACHUS aTTECTAlluH pa6OTHI/IKOB;

- opraHu3anus paboThl MO MOArOTOBKE paboTHUKOB (MpodeccuoHanbHOe 00pa3oBa-
HHe U MpodeccHoHaIbHOe 00yUeHNe) U JONOJTHUTETFHOMY MPodecCHOHATBbHOMY 00pa3o-
BAHMUIO, a TAaK)Ke HAlpaBJIEHNIO PaOOTHUKOB Ha MPOXOXK/EHHE HE3aBHCUMOM OIIEHKU KBa-
madukanuy U Hy XA Graana;

- BeJIeHHEe KaJpOBOTO JIEJIONPOU3BOJICTBA;

- pa3MelleH st B CPECTBaX MacCOBOM HHGOPMALIUU OOBABIIEHUH O BAKAHCHSX;

- o0paieHust B OpraHbl CIIyKObI 3aHATOCTH;

- B3aUMOJIEHCTBHS C 00pa30BaTeIbHBIMH OPraHH3aALUIMH.

- ocyIecTBIIeHHe paboThI M0 y4ETY U 00paboTKe JOKYMEHTOB, MPOBEpKa HAIUYHUS U
COCTOSIHUS IOKYMEHTOB, OTOOpY UX JUIS pecTaBpalli, Ae3uHPEKIUH, Te3NHCEKINHU, CTpa-
XOBOTO KOTIMPOBAHMS U TIEPEILUIETHBIX PabOT, FTOTOBUT JOKYMEHTHI K Iepeiade B apXuB Ha
XpaHeHMue;

- OpraHu3anys U KOOpauHAIMs paboThl O oxpaHe TpyAa B ¢wmane. Pazpaborka u
KOHTPOJIb (DYHKIIMOHHPOBAHKME CHUCTEMBI YIPaBIeHHsS OXpaHOW Tpyaa B (uimaie B COOT-
BETCTBHH C FOCYJapCTBEHHBIMA HOPMATUBHBIMH TPeOOBaHUSAMH OXpaHbI TPY/a, C HeIsIMU
U 3ama4aMu (uimana, peKOMEHJAMsIMUA MEeXTOCyJapCTBEHHBIX W HAIMOHAIBHBIX CTaH-
IapToB B chepe 6e30MacHOCTH U OXpaHbI TPY/Ia.

4. Dyakuun

4.1. KomiuiekroBanue (uiinaia HeOOXOAUMBIME KaJpaMH B COOTBETCTBUH C KPHTE-
pusSMH 0TOOpa ¥ OLIEHKON HaHMMAaeMOro MepCoHala, B TOM YHCIe:
- TIepeMelleHrne PabOTHUKOB BHYTpH (uiHana;



- IpueM Ha paboTy HOBBIX paOOTHHUKOB;

- yBOJIbHEHHE paOOTHHKOB.

4.2. JlokymeHTalbHOe O0(GopMIIeHHe TIpUeMa, NlepeBoJa U yBOIbHEHHs paOOTHHKOB B
COOTBETCTBMM C TPYAOBBIM 3aKOHOJATENIBCTBOM - O(QOPMIIEHHE TPYAOBBIX IOrOBOPOB C
pabOTHHUKAMK U U3MEHEHHUH K HUM, MOATOTOBKA IIPOEKTOB MIPUKA30B 110 JHYHOMY COCTaBY
¥ OCHOBHOM JI€ATEILHOCTH OpraHU3alliH, 3alI0JJHEH)Ee JIMYHBIX KapToyeK paOOTHHKOB.

4.3. Benenue paboThl C TPYAOBBIMU KHH)KKAMH, B TOM YHCJIE NIPHEM TPYHOBBIX KHHU-
K€K OT MPUHHUMAEMBIX Ha paboTy paOOTHHUKOB, X y4eT, XpaHEHHUE, 3all0JIHEHHE, a TaKKe
BbIJIa4a MPU MPEKPaLieHHH TPYIOBbIX OTHOIIECHHUH.

4.4. YdeT THYHOTO COCTaBa IyTeM COCTaBJIEHHS pa3IMYHOIO BUA OTYETOB.

4.5. CocraBienue rpa¢ukoB OTILyCKOB, OQOpMIIEHHE MPUKA30B O MPEeNOCTaBIEHUI
pabOTHHKaM pPa3IMYHBIX BHIOB OTITYCKOB, YY€T KOJMYECTBAa HCIIOJb30BaHHBIX IHEH OT-
mycKa.

4.6. ObopmiieHrE U y4yeT CITy)KeOHBIX KOMaHIUPOBOK.

4.7. PaboTa ¢ TIUCTKaMH HETPYAOCIIOCOOHOCTH.

4.8. TIpoBepka MpaBHJIBHOCTH U MOJHOLEHHOTO 3aIloIHeHHs Tabenel yuera paboyero
BpeMeHH pabOTHUKAaMU CTPYKTYPHBIX IOApa3AeNIeHHi OpraHu3aluy.

4.9. TToAroToBKH ¥ BBIJa4ya CIIPaBOK O 3aHUMAeMOM JOJDKHOCTH M Tepuoze paboTel B
OpraHU3alUu.

4.10. B3aumopeiicTBre CO CTOPOHHUMHU OpPraHU3aLUsIMU:

- CTPaxOBHEIMH KOMITAHHUSMH B YacTU IMOJAYM CBeJeHUH Ha ohopMIIeHHE IIOJIHCOB
no6poBoIBEHOTO MequIUHCKOTo cTpaxoBanus (JIMC);

- BOGHHBIMHM KOMHCCapUaTaMy 10 BOIPOCAM ITOCTAHOBKH, CHSITUSI C BOMHCKOTO y4yeTa
pabOTHUKOB OpraHU3allK, UX YUYeTa U IPEJOCTaBICHNUs OTUYETOB,;

- MEHCHOHHBIM (OHAOM B LENAX MPENOCTABICHUS NOKYMEHTOB Ul W3rOTOBJICHHS
CTPaxOBBIX CBUAETEJLCTB 0053aT€ILHOIO IEHCHOHHOTO CTPAXOBaHUS.

4.11. IToaroroBka KaJpoBOW NOKYMEHTALMH [yl IIEpeAayvy B apXUB OpraHu3aliu Jis
ﬂaHBHeﬁmeFO XPpaHCHUs.

4.12. [ToaroToBKa MaTepyasoB AJisl peACTaBIeHUs] paOOTHUKOB K TOOIIPEHHUIO.

4.13. TloagroroBka MaTepHajioB AJs NpPUBJIEYECHUs PabOTHUKOB K AUCIHUILIMHAPHOM
OTBETCTBEHHOCTH.

4.14. KonTpoub 3a cobmoaeHreM AUCHUILINHEI TPY/Ia ¥ BBITOJHEHHEM pabOTHUKaMH

[TpaBu1 BHyTPEHHErO TPYAOBOTO pacropsaka Guiinana d HHEIX JIOKATBHEIX HOPMATUBHBIX
aKTOB.

4.15. Opranusanys BOUHCKOro y4eTa paOOTHHUKOB.

4.16. KoHcynsTrpoBaHie paOOTHUKOB OpraHM3alldd IO BOIMPOCaM TPYIOBOIO 3aKo-
HOZIaTeNIbCTBA, B TOM YMCJIe U OTBETHI Ha 3alpOChl, )ano0bl, oOpalieHus.

4.17. IlnaHupoBaHKe U y4yacTHE B MEPONPHUATHUSAX IO aTTECTALlMU, K KOTOPBIM OTHO-
CUTCSI:

- pa3paboTKa JOKaJIbHBIX HOPMATUBHBIX aKTOB, HA OCHOBAHUHU KOTOPBIX MPOBOIUTCS
aTTeCTaLus;

- uHpopMaLnMoOHHOe obecreueHue (COCTaBleHWe rpadMKOB, MPHKA30B, XapaKTepu-
CTHUK).

4.18. YcraHoBieHHe MOTPeOHOCTU B MOArOTOBKE pabOTHUKOB (MpodecCHOHaIbHOE
oOpa3oBaHHe W MPoheCcCHOHATFHOEe O0yUYeHHE) U OTOJHUTEIHFHOM Mpo(hecCHOHAIBHOM
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06pa30BaHNy, a TaK)Ke HAINpaBJIeHHH PaOOTHUKOB Ha MPOXOXKIEHUE HE3aBUCHMOM OLICHKH
KBaTU(UKALMH 1711 Hy K] paboToaaTess.

4.19. ®opMHupOBaHKe U MOATOTOBKA pe3epBa KaJpoOB sl BBIABMXKCHHUS Ha BBILICCTO-
suIe JOKHOCTH.

4.20. PazpaboTka KOMILIEKCA Mep I10 TIOBBIIEHHIO MOTHBALMK PAOOTHHUKOB.

4.21. AHanu3 TeKy4eCcTH KaJpoB.

4.22. VyacTHe B MOArOTOBKE MPEIOXKEHHH K MPOEeKTaM IIAaHOB paboTHI OTaeNa Kal-
POB U MX peau3anusl.

4.23. CocTaBisieT OTUETHI O MPOJIeNIaHHO pabore.

4.24. OcyecTBiieHre pabOThI 110 IPOBEPKE HAIUYUS M COCTOSHUA JOKYMEHTOB, OT-
Gopy MX I PECTaBpalliy, Je3UH(PEKIH, Te3MHCEKIUH, CTPaXOBOT0 KONUPOBAHUS H ITe-
perUIeTHBIX paboT.

4.25.Benenue paboTHI [0 TONOrpa@UpPOBAHUIO JOKYMEHTOB.

4.26.Yyactue B paboTe MO BEJAEHUIO OCHOBHBIX W BCIIOMOTaTeIbHbIX YYETHBIX NOKY-
MEHTOB, B IPOBEIEHUH [IeIeBON SKCIIEPTH3bI LIEHHOCTH IOKYMEHTOB, IPHEMe 0KyMEHTOB
Ha IMOCTOSHHOE U BPEMEHHOE XpaHeHHe.

4.27.0cyliecTBIHKAE BbAAYH JOKYMEHTOB W3 apXHBOXpaHW/IMILA, MX NMPHEM W pas-
MelleHHe Ha MeCTax XpaHEeHHs B COOTBETCTBMM ¢ TpeOoBaHMeM 3aKoHonarenbcTBa Poc-
cuiickoii Menepanuu. YyacTie B OCYIIECTBIEHHH KOHTPOJIS COOJIONCHUS HOPMATHBHBIX
YCIOBHH M PeXKUMOB XpaHEeHHUs JOKyMEHTOB. BelieHie BCIOMOTraTe bHBIX yIETHBIX 10Ky~
MEHTOB.

4.28. BoisiBrieHue noTpebHOCTel B 00Y4eHNH | ITaHHpOBaHKe 00y4eHus pabOTHHKOB
110 BOTIpOCaM OXpaHbl TPyAa,

4.29. TIpoBeJeHre BBOJHOTO MHCTPYKTaXa MO OXpaHe TPYZAa, KOOpAMHAILWS MpoBe-
JIeHHs TIEPBUYHOTO, IEPHOIMIECKOr0, BHEOUEPETHOTO U LIeJIEBOr0 HHCTPYKTaXKa.

4.30. Oka3aHHe METOLUYECKO ITOMOIIY PYKOBOAUTENISAM CTPYKTYPHBIX MOApaszieie-
HHil B pa3paboTke mporpamMM o0ydeHHs paGOTHMKOB Oe30macHBIM METOJaM W MpHeMaM
TpyZa, MHCTPYKLHMH 110 OXpaHe Tpyaa.

4.31. OcyliecTBIeHNe KOHTPOIIS 3a INpoBeleHHeM 00yd4eHHsi pabOTHHUKOB Oe3omnac-
HBIM METOZIaM U IpHeMaM TpPyZa, MHCTPYKTaXeH 110 oOXpaHe TpyJa U CTaXXMPOBOK B COOT-
BETCTBUH C HOPMATHBHBIMH TPEOOBAHUSIMH;

4.32. OcyluecTBIeHHe TPOBEPKH 3HAHHHA y pPaGOTHHKOB (uimuana TpeOOBaHHH
OXpaHbl TPYJa U TOXapHO# 0€30MacHOCTH.
5. [IpaBa 1 00A3aHHOCTH

5.1. PaboTHuKM OTAeNa UMEIOT MPABO:

- B3aMMO/IeHCTBOBATH 110 BOMPOCaM, OTHOCAIIMMCS K KOMIIETEHIIMK OTAeNa, C APYyTrH-
MU TOZIpa3ieIeHUsIME OpraHU3alliK, FOCY1apCTBEHHBIMU U MyHHIMIIATBLHBIMU OpraHaMH,
a TaKk)xe JIPYyruMH OpraHu3alusIMH,

- TpeGOBaTh OT BCEX CTPYKTYPHBIX MOJAPA3EIeHIUN MaTepHasl 1 CBEICHNUS, Heobxo-
IUMBIe [T BBITOJIHEHUS GYHKLIMMN, BO3JIOXKEHHBIX HA OTIEIT;

- KOHTPONMPOBATH COBIIO/IEHNEe TPYAOBOTO 3aKOHOJATENbCTBA B (unuane, a TaKke
1aBaTh pa3bCHeHHs 1o mpuMeHeHHIo HopM Tpymosoro komekca PO i MHBIX HOpMATHB-
HBIX aKTOB;

- TIPEJICTABIATH TPEJIOKEHHUS MO MOBBILIEHUIO Y PEKTUBHOCTH U COBEPLIEHCTBOBA-
HUIO IeATeIbHOCTH BCeX MOJpas/ieieHni Gpuiikana B YaCTH, OTHOCSIIEHCS K KOMIIETEHLIMH



oTaena;

- IPeJICTAaBUTENILCTBOBATh B YCTAHOBJICHHOM IIOpAAKE OT HMEHH (uHaa 1o Bompo-
caM, OTHOCSILMMCS K KOMIIETEHIMH OTAeNa, B TOM YKCJIe U 110 BOIIpocaM rnojadopa mnepeo-
Hala,

- 3aBepATH NOKYMEHTHI 10 JIMYHOMY COCTaBYy, BBIJaBaeMble paGOTHMKAaM OpraHm3a-
IHH.

5.2. PaGoTHuKkHM oTaena o0si3aHbl:

- 00€eceYnTh COXPaHHOCTh MEPCOHANBHBIX JaHHBIX PAOOTHUKOB IPU UX 00paboTKe;

- cobmoaaTh B cBoeit paboTe HOPMBI AEHCTBYIOLIETO 3aKOHOAATEIHCTBA.

6. BzaumopeiicTBHe €O CTPYKTYPHBIMH MOAPA3AeJeHHIMH.

Ortnen B mpoliecce BHITIONHEHHs ()yHKLUH, BO3JIOXKEHHBIX Ha HEroO, B3aMMOJIEHCTBYET:

6.1. Co BceMH CTPYKTYpPHBIMH [IOApaA3eICHUAMHU.

6.1.1. I'lo BorpocaM MoJry4eHus:

- Tabesnelt yyeta pabouero BpeMeHH;

- 3asIBJICHUH;

- OOBSICHUTENIBHBIX 3aITUCOK;

- JINCTKOB HETPYAOCTIOCOOHOCTH.

6.1.2. ['lo BompocaM npenocTaBIICHUS:

- CIIPaBOK;

- BBIIMCOK, KOIK 3arpamiuBaeMbIX JOKYMEHTOB.

6.2. C Oyxranrepueil.

6.2.1. [lo BorpocaM MpeaoCTaBICHUS:

- KOIU# MPUKA30B 10 JIUYHOMY COCTaBY,

- Tabenelt yyeta pabo4yero BpeMeHH;

- JINCTKOB HETPYAOCTIOCOOHOCTH;

- 3asIBJIEHUI [T HAUUCIICHUS U BBIIUIATHI IOCOONH;

- IOKYMEHTOB JJIs1 0()OPMJIEHHUSI CITy>KEOHBIX KOMaHIHUPOBOK.

6.2.2. [1o Bonpocam IoIy4eHHs:

- H(OpMAaIUK 0 3apab0THOM IIaTe paOOTHHKOB.

6.3. C ropucToM:

6.3.1. ITo Bompocam noyry4eHus:

- pa3bsCHEHHU NEeHCTBYIOILETO 3aKOHOATENIbCTBA U MOPSAIKA €r0 IPUMEHEHHS.

6.3.2. ['lo Bompocam npenocTaBiIeHHS:

- IPOEKTOB JOKYMEHTOB JJIsl COINIaCOBaHHS.

6.4. C paGOTHHKOM, BEAyIIMM JAEIONPOU3BOACTBO (punaa:

6.4.1. I'lo Bompocam:

- PErHCTpaliK BXOMALIEH U UCXOAIIel KOPPeCIOHIeHIINH, IPUKA30B 110 001el 1e-
ATEIbHOCTH;

- OTMPABKH [TUCEM U UHBIX TOKYMEHTOB,

- Iepeiayy JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

7. OTBeTCTBEHHOCTH

PaboTHuKHU OTaEena HECYT OTBETCTBEHHOCTE:

7.1. 3a HECBOEBpeMEHHOE U HEKAaueCTBEHHOE BBINOJIHEHHUE BO3JIOKEHHBIX Ha OTIEN
3ajau.

7.2. 3a HecoOMIOIeH e 3aKOHOJATeNIbCTBA B 00J1aCTH TPYAOBOrO IpaBa.
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7.3. PaGOTHHKH OTHENa HECYT MEpCOHAIBHYIO OTBETCTBEHHOCTh B Ipejaenax MOJIK-
HOCTHBIX 00513aHHOCTEI, Olpe/ieJICHHBIX TPYIOBEIM JOTOBOPOM.

7.3.1. PaGoTHUKH OT/€Na MOTYT OBITh NIPUBIEYEHB! K JUCUUIIMHAPHOM, MaTeprab-
HOM, aJMUHUCTPATHBHOMN, YrOJOBHOW OTBETCTBEHHOCTH B Cily4ae U B IOPAAKE, INPEdy-
CMOTpPEHHBIX 3aKOHOAaTeIbcTBOM Poccuiickoi ®enepanmu.

7.3.2. Tlopsi0K NpuBIeYeHHs K AUCUUIUTMHAPHON OTBETCTBEHHOCTH PabOTHHUKOB OT-
nena npexycMotpel [IpaBunaMu BHYTPEHHETO TPYAOBOIO PaCIOpsIIKa.

HauansHuk o61iero otaena / ; A.Jl. XoxynuHa

©.1.0. Hara h

| Tlopmuck ~—~
e D AN EA G N oo creetT
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