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IMosoxenne 06 0TAeNe KAZPOB Y NIPABJICHHA JeIaMH

1. O0GmHe MoOJIOKEHHA.

Otien KaapoB sBISeTCs CTPYKTYPHBIM MNOApPA3NeNCHHEM YIIpaBleHHs JelaMH
MOCKOBCKOTO TOCY/apPCTBEHHOTO MEIMKO-CTOMATOJIOTHUECKOIO yHMBEpCHTeTa (Hanee
MI'MCY um.A.U.EBnokruMoBa) noAYHHAETCH HAaYaNbHUKY YIIPABICHUA JEJIaMH.

Otzen B CBOCil IeATeNbHOCTH pyKoBoacteyeTcs Koncturymued P®, TpynosbsmM
KozekcoM P®, nelicTBYIOILMM 3aKOHOJAATE/IECTBOM Poccuiickoiit ®enepanuu, 3akoHoM P®
«O6 ob6pasoBaHnu», NpHKazom MuHobpazosanus PO «O6 yrsepxaeHuH IlonoxkeHus o
MOpsfKE 3aMElICHUs JIOJDKHOCTell HaydJHO-NENaroruyeckux pabOTHHKOB B  BbICIIEM
yuebHOM 3aBeseHnu Poccuiickoli denepaiwi», HHIMH HOPMATUBHO-TIDABOBBIMH aKTaMH
IIpaButenbctBa PO, npukaszaMH W pacriopsokeHusMu MuHspasa P®, MunobpHayku P,
[Momutukoii YHuBepcuteTa B 00JACTH KayecTBa, € YYETOM BHEIPCHMA CHCTEMBI
MEHEIKMEHTA KayecTBa W TpeOOBAHMAMH MEKTOCYIapcTBEHHOTO cTaHjapra ISO
9001:2011, YcTaBoM YHMBEpCHTETa, KOIUIEKTHBHBIM jgorosopom MI'MCY, npukasam,
PACTIOPSKEHHAMH, YKa3aHHAMH DeKTOpa, PEllleHHsMH YHEHOTO COBETa, HUHcTpykuuer o
ropsiKe BEJEHHs TPYIOBBIX KHIDKEK K MHCTPYKIHEH MO NOKYMEHTHPOBAHMIO KaJpOoBOi
AeITeNLHOCTH, a TAKKe HACTOSIIHMM TIOMOKCHHUEM.

Otpen Kajapos paboTaeT B TECHOM B3aMMOACHCTBMM €O BCEMH CTPYKTypPHLIMH
noApaseleHUAMH YHHBEPCHUTETA.

HauanbHUK OTIeNa HA3HAYAeTCs Ha JOJDKHOCTD W OCBODOXKAAETCA OT HEE NPUKA30M
peKTOpa YHHBEPCHTETa MO TPE/ICTABICHMIO HavalbHHKA VnpaBieHdA  ACHaMM.
CoTpy[HHMKH OT/€Nla Ha3HA4aloTCs Ha AOKHOCTE H 0CcBOOOXKIAIOTCS OT JODKHOCTH
PEKTOPOM YHHBEPCHTETA IO NPEICTABICHHI0 HavalbHIKA YNPABICHH.

Otxel MMeeT MedaTh H LITaMITsl YCTAHOBIEHHBIX 00pasiioB.

2. 3agaun

2.1.IToxdop, ydeT 1 pacCTaHOBKa KaApOB.
2.2. TlpodeccroHaTbHas afjanTalys i OpraHu3aliis NOBBILCHIA
KBanH(pHUKALHH COTPYJAHUKOB YHUBEPCUTETA.
2.3. Texylee H NIEPCIEKTHBHOE NIIAHHPOBAHNC noTpeOHOCTH YHHBEPCHTETA B KaApax.
2.4. AHasi3 TeKydecTH KaipoB, y4acTHe B (pOpMIPOBAHHH cTabWIBHOTO KOJIJICKTHBA.
2.5, Cobmofienle TpyIOBOrO 3aKOHOIATENBCTERA, OenepanbHbIX 32KOHOB,
HOPMATHBHBIX akToB MuH3/pasa PO u MuHoOpHayku PQ@, npuka3oB K

pacrniopsKeHHi peKTopa YHHBEPCUTETA.
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2.6. Onpenencuue 3QGeKTHBHOCTH paboThl NIEPCOHATA. A}fa‘.}ﬁgy ,&%Eﬁ% ot Panon Iiwhumona

p— it i ma.

Bxog N 9%//.7( or 3. 0F ]




NpoheCCHOHABHBIX Ka4Y€CTB COTPYAHHUKOB YHMBEPCHTETA B LIC/AX UX PALHOHATBEHOTO
KCTIONb30BAHHUA.

2.7. Opranusauus paGoThl B KaUeCTBEHHOM CBOCBPEeMEHHOH MOJTOTOBKE MATEPHAIOB H
MX COMPOBOXKACHHE B COOTBETCTBYIOLIMX HHCTAHITUAX.

2.8. YuaacTie B paboTe KOMHCCHM YHHBEPCHTETA IO PACCMOTPEHHIO XOAATaHCTBA
HpUCY>KIAeHHs TOCYIapCTBEHHBIX H BEJOMCTBEHHBIX Harpaj.

2.9. CocraBieHHE aHAJTHTHYECKHX CIIPABOK O HArPaXXICHHH M HarpaXI€HHBIX
COTpYAHHKAX YHHBEPCHTETA.

2.10. O6ecneyeHne pag, ILrOT U rapaHTHA PaOOTHUKOB Y HUBEPCUTETA.

3. DyHKUMH OTAE]A

Otnen OCYLIECTBJAET CBOIO ACATCIBHOCTD HO ClIeIYIOIHUM HanpaBJICHAAM.

3.1. OcyuiecTBiseT aHAMM3 YKOMIUICKTOBAHHOCTH ¥ Ka4deCTBEHHBIX XapaKTCPUCTHK
KagpoBOrO  COCTaBa, a TaKKe COCTOsHME paboTel Mo nonbopy  (otbopy)
BBICOKOKBATH(HUMPOBAHHEIX KaApOB [UIA Ha3HAYeHWA Ha JOJUKHOCTH npodeccopcKo-

MpPEerogaBaTe/IbCKOro COCTaBa, MeIHUI[HHCKOTO, HHXEHEPHO-TEXHHUECKOTO,
A/IMMHHCTPATHBHO-  XO3fHCTBEHHOTO, MPOM3BOACTBEHHOrO,  Yy4€OHO-BCIOMOTATENLHOIO
nepconayna MIMCY.

3.2. VyacTByeT B MOATOTOBKE NPEJIOKECHHA O NpefelbHOH YHCIEHHOCTH H ¢doHze
OTLIATHI TPYAQ COTPYAHHKOB.

3.3. OcylecTBIsAET YUET YMCICHHOCTH COTPYJAHHUKOB, COBMECTHO C OPTCTPYKTYpPHOH
komuccueii MITMCY mpoBOAMT OpraHH3alHOHHO-METOHYECKOE PYKOBOIACTBO paboToit 1o
BHECEHHIO M3MEHEHHI! B IITATHOE PAaClCAHKE, KOHTPOIUPYET COOJII0IEHHE 3aKOHONATENbCTBA
TIpH IPOBEIEHHH OPraHH3alMOHHO- WITATHBIX MEPOTIPHATHH. '

3.4. TlogroraBn@BaeT ¥ BHOCHT COBMECTHO €  JPYyrHMH  CTPYKTYpHBIMA
Mofpa3feeHUsIMH, B COOTBETCTBHH C YCTaHOBICHHBIM MOPAAKOM, MPEIJIOKEHUS O
Ha3HAUEHHH COTPYIHHUKOB Ha BHINIECTOALIME JOKHOCTH.

3.5. YuacTBYET B MOATOTOBKE TPOEKTOB JIOKATBHBIX HOPMATHBHO-TIPaBOBBIX aKTOB.

3.6. [IloarotaBnuBaeT M BHOCHT B YCTaHOBJCHHOM IIOPSAKE TPEATIOXEHHA IO
peanu3aiiy MON0KEHHH 3aKOHOJATENbCTBA Poccuiickoil Penepallid U MHBIX HOPMATHBHBIX
npapoBbix akToB Poccuiickoil denepalny, peraMeHTHPYIOMHX BOMMPOCH paboThI ¢ KagpaMH.

3.7.0kxa3bipaeT MPaKTHYECKYIO MOMOIIb HAuYaIbHHKaM CTPYKTYPHBIX nojapasfeneHyi 1o
YperyMHpOBaHHIO KOH(IMKTOB MHTEPECOB B NPUMEHEHHH HOPMATUBHBIX M HHBIX NPaBOBBIX
AKTOB, PErIAMEHTUPYIOINHX paloTy C KafpaMH.

3.8. [ToaroTaBnuBaeT M HANMpaBisieT B CTPYKTYpPHBbIE NOAPA3fCIcHUS PEKOMEHAANMH H
yKa3aHHs I10 BOIPOCAM, OTHECEHHBIM K KOMMETEHIWY OTIEA.

3.9. Bener nuyHble Aenia, TPYAOBbIe KHH)XKH COTPYAHHKOB.

3.10. OcyLecTBISI€T BeeHNE:

- MHIMBHIY&ILHOTO (MEPCOHUOULUMPOBAHHOIO) yueTa COTPYAHUKOB YHHBEPCHTCTA B
CHCTEME roCyIapCTBEHHOrO MIEHCHOHHOTO CTPaXOBaHHMA,

- IOMMEHHBIX CIHMCKOB MEIHLMHCKHX PaGOTHHKOB, OCYHIECTB/IAIOLINX ne4yeOHyo H
UHYIO JEATENBHOCTD MO OXpaHe 3[0pOBbA HACENCHHA H HMMCIOLIHX OpaBO Ha LOCPOYHOE
Ha3AayeHHE TPYAOBOH NEHCHH MO CTapPOCTH;

- TOUMEHHBIX CIIHCKOB MEIHIMHCKHX paGOTHHKOB, paboTalomuX B 0c000 BpeIHBIX
YCIOBMAX TPYJAa, 3aHATOCTh KOTOPBIX JaeT Npaso Ha [OCPOYHOE Ha3HAUEHHE TPY/IOBOH
[IEHCHH Ha JbOTHBIX YCJOBHAX 110 CTAPOCTHU H 32 BBICTYTY JIET B T. Mockse.



3.11. Oxa3biBaeT COOCHCTBHE B TMOJATOTOBKE [OKYMEHTOB [ HA3HAUCHHA TIEHCHH
paboTHHKAM YHUBEPCUTETA.

3.12. OdopMIseT U BBIOAET B YCTAHOBIICHHOM NOPSAKE Cy>KeOHbIE yN0CTOBEPEHHUS
COTpYZIHUKAM.

3.13. Opranusyer u obecrieuuBaeT IpPOBeJEHHE KOHKYPCOB NpH NpHeMe U Ha3HA4YeHUU
Ha AOJDKHOCTH TIPo(eccopcKo-TMpenoIaBaTelbCKOro COCTaBa M HAyYHbIX COTPYIHHKOB.

3.14. Opranusyer paboTy MmO cO3JaHHIO, (GOPMHPOBAHHIO H IOATOTOBKE KaJpOBOTO
pesepsa.

3.15. Opranusyer npodeCCHOHAIBHYK) IOATOTOBKY, IEpElNOArOTOBKY, IOBbIIICHHE
KBATH(HUKALMH U CTaXXUPOBKY COTPYJHHKOB.

3.16. VYwuacTByeT COBMECTHO CO CTPYKTYPHBIMH IoApa3fiefiecHUAIMH B padoTe 1o
(OPMHUPOBAHHIO Y COTPYJHHKOB BBICOKMX MOPAIBHBIX KauyeCTB, YKpEIUIEHHIO TPYIOBOH
JUCUMIUIMHBI, IPEAYNPEXACHHIO [IPOTHBOIIPABHBIX NECHCTBHH C WX CTOPOHBI, BEIABICHHIO H
NPECEYEHUI0 KOPPYIIUMOHHBIX TPOABIEHHIA.

3.17. YuacTByeT B oOeclieyeHHH peanu3alvd YHUBEPCUTETOM BOIPOCOB, KAaCAKOUIMXCS
HarpaxaeHHs ToCyNapCcTBEHHBIMH Harpanamu Poccuiickoit ®emepaumu W IpHCBOEHHSA
NOYETHBIX 3BaHui Poccuiickolt ®epepaiyy, HarpaxkJIeHWss BEJIOMCTBCHHBIMHM HarpajaaMu
MuHucTepcTBa 3npaBooxpaHeHHs Poccwiickoit ®epepauuu, HarpagamH, IOYe€THBIMH
3BaHMAMHM M IIOYETHBIMH IpamoTamM, oObsBneHus OnaromapHocTedi B MOpsIKe,
YCTaHOBJIEHHOM JEHCTBYIOIIHUM 3aKOHOAATEIbCTBOM.

3.18. YuactByer B cyZeOHBIX Mpolieccax MO BONPOCaM, BXOAALIMM B KOMIETEHIHIO
oTzena.

3.19. YuacTByeT B NpoBeIecHHH ClyXe¢OHBIX paccieloBaHHi IPH HapYIUIEHHAX TPYIOBOM
JUCLAILIAHBI.

3.20.OpranuzyeT M  HOpPOBOOMT  BOCMMTATEIbHO-IPOMHIAKTHYECKYIO  paboTy,
MEPOIIPHATHS 110 NPeqyNpekASHUI0 MPOUCLISCTBUN, IPeCTYIUIEHHH ¥ HapyLlIeHUH TpYyIoBOi
OUCLUMIUIMHBL cpedd cOTpyAHHKOB. OcCyIIeCTBI€T KOHTPOJb HAJ COCTOSHHEM TPYIOBOIi
JUCUMILIHHEL B YHHBEPCUTETE

3.21.KoHcynbTupyeT COTPYJHHUKOB IIO IIPABOBBIM W MUHBIM BOIPOCAM, CBSI33aHHBIM C
KOMIIETEHIMEH OTaENA.

3.22. PaccmarpuBaeT NUCbMa, KanoObl, 3ajABJICHUA OpraHM3auMi W TpaKIaH B
npenenax KOMIETEeHIMH OTAea.

3.23.PaboTaeT ¢ apXUBHBIM (POHIOM YBOJIEHHBIX COTPYIHHKOB.

3.24. Ilpu ocCylIeCTBIEHMH CBOeH MesTelNbHOCTH oTAen cobmonaer TpeGoBaHMA
AcHcTByolIero 3akoHonarenbcrBa PO no BompocaM obecriedenus 0e30m1acHOCTH paboThI ¢
MEPCOHATBHBIMU TAHHBIMH.

3.25 Otaen BeINOJIHAET CBOM (QYHKIMM BO B3aWUMOJEHCTBHHM C APYIHMMM CTPYKTYPHBIMU
noapasfeneHuamMy, ¢ejepaibHBIME OpraHaMHM HCIIOMHHUTENBHOM BIACTH, OOHIECTBEHHBIMH
00beMHEHUAMH, MYHHIMIIATbHBIMH YTPABICHUAMH COLHAIBHOH 3AlKTBl HACEICHHS,
TEPPUTOPHATBHEIMH CITyKOaMH 3aHATOCTH HACEICHHS, MHBIMH OPTraHM3alMAMK U TMUAMH MO

BOIIPOCAM, BXOJIAIIMM B €r0 KOMIIETEHILHIO.
4. Hpasa u 00s13aHHOCTH.

Otnen 0613aH BBITOJIHATH TpeOOBAaHUA YCTaBa YHHBEPCHTETA, HaCTOSALIETO MOJIOXKEHHA U
APYTHX 3aKOHOJATENBLHBIX aKTOB. [10BBIIATh NPOdeCCHOHANBHBIH YPOBEHD, KBATH(HKALHIO.

CoTpyaHaKY oTaena o0najaoT NMpaBaMH, MCHOOMHAKT ODA3aHHOCTH B COOTBETCTBUM €
HACTOALIMM  [OJOXKEHHEM, YCTABOM  YHHBEPCHTETa, KOJUIEKTHUBHBIM  JOrOBOPOM H

HHIWBHIOYAIbHLIMH TPYOOBEIMH JOTOBOPAaMH.



JomxkHocTHBle O00%3aHHOCTH COTPYAHHMKOB OTHAENA PEryldpyroTcs OTIACIbHBIMH
JOJKHOCTHBIMHM ~ MHCTPYKUMAMH, pa3paboTaHHBIMH B COOTBETCTBUM € HEHCTBYIOIIMM
3akoHoaarensctsoM PO,

5. OTBeTCTBEHHOCTD.

Pabota oTZena cTpoHTCA Ha OCHOBE MEPCOHANBHOM OTBETCTBEHHOCTH KaXIIOrO
COTpYAHMKA 3a COCTOSHME A€l Ha IOpPYYEHHOM YYacTKe W 32 BBINOJIHEHWE OTIENBHBIX
NOpYYeHUH.

CoTpyIHUKM OTJAeNa HECYT OTBETCTBEHHOCTh 3a HEHAUIE)Kalllee BBIIOJIHEHHE CBOHX
TPYIOBBIX OOA3aHHOCTEH, a Takxke 3aAa4 W (QyHKUMH OT[eNa B COOTBETCTBHH CO CBOHMMH
TPYIOBBIMH  [OTOBOPaMH, HO/DKHOCTHBIMH HHCTPYKUHUSMH, T[paBHJIaMH BHYTPEHHEro
TPYACBOTO PACNOpPAAKa H APYTUMH AEHCTBYIOIIUMH HOPMATHBHBIMU JOKYMEHTAMH.

Bee coTpyaHuku oTaena HecyT MaTepHabHYIO OTBETCTBEHHOCTH 33 BBEPEHHOE HM
HMYIIECTBO OTHENa KaJpoB B paMKax HWCMOJHEHWd HMMH CBOMX OOS3aHHOCTEH H B
COOTBETCTBHH C UX JIOIDKHOCTHBIMK MHCTPYKLHAMH.

Bce coTpyzHMKM oTaena  HecyT OTBETCTBEHHOCTh 3a HEKOMIIETEHTHOCTH U
HECBOEBPEMEHHOE BRIMOJAHEHUE BO3JIOKEHHBIX Ha Hero oO0s3aHHOCTeH, a TakXKe, 3a
peannzauuio [loantunku MI'MCYV B obnactu kauecTBa, AOCTHIKEHHE COOTBETCTBYIOIIHX LIENEH
MI'MCY B o0Onactu KayecTBa M Hepe3yJbTATHBHOE BHINOJHEHHE IPOLECCOB CHCTEMBI
MEHEDKMEHTa KauecTBa, pacCpOCTPAHAIOIIMXCSA Ha ero JeATeIbHOCTE.

6. CTpykrypa H ynpaBjieHue.

CrpyxTypa, 4YdClI€HHOCTb H IUTATHOE paclldCaHHe OTAeNa YTBEPXKIACTCI DPEKTOPOM
YHHUBEPCUTETA B IIpefieIax YCTaHOBIEHHOrO (OHOA OIIaThl TPYyaa.

Otnen nelcTBYeT HA OCHOBAHUH NONOXXEHHH, YTBEPKAaeMBIX PEKTOPOM, pa3paboTaHHbIX
B COOTBETCTBHUH C JCHCTBYIOLINM 3aKOHOAATENBCTBOM PO.

PyKoBOACTBO OTIENa OCYIIECTBNAET HAYATbHUK OTAENIA KaJIpOB.

HavaqpHHK OTZENa KaJpoB HasHadaeTci Ha [JO/DKHOCT NPHKa3oM  pPEKTopa
YHHBEPCHTETA, B CBOEH JEATENBHOCTH MOAOTYETEH U IOJYHHACTCA HAYaJIBHHUKY YNpaBICHUSA
nenamu. Haganeauk oTaena ocymecTBIsAET KOOPAHHALUIO H KOHTPOJIb AEATEIBRHOCTH OTAENA.

B orcyrcTBMM HayanbHUKA OTZeNa KaApoB WIH B ClIydae HEBO3MOXXHOCTH HMCIIOJIHEHUSA
UM CBOMX OOS3aHHOCTEH, 0OA3aHHOCTH Ha4YalbHUKA OT/ENa KaJpoB BO3NIAararoTcs Ha OIHOTO M3
COTPYAHHKOB OTZHEA 10 IPHKa3y pEKTopa.

Ornen  xOMIUIEKTYeTCS M3 YHCNA  JIML,  OTBEYAIOUIMX  YCTAHOBJICHHBIM
KBalH(UKALMOHHBIM TpeOOBAHUAM.

Ha3zHaueHue u ocBoGoOXxIeHHE OT JODKHOCTH COTPYAHUKOB OTAENA KaApOB MPOH3BOAMTCS
NPUKA30M PeKTopa YHHBEPCHTETA N0 NIPEACTABIEHHIO HA4YaANbHHKA OT/IENA U 10 COTTIaCOBAHHIO
C HayaJIbHUKOM YTPaBJICHUA AETaMH.

7. MaTepl{a.ﬂbHO-TeXﬂ HYecKoe obecnedeHHe.

JUis  OCYIIECTBIEHUS BO3JIOKEHHBIX 3afad oTAen o00ECnedyMBaeTCd MaTepHallbHO-
TEXHHUECKHUMH CpelCTBaMH, MOMEIIEHUAMH, He0OX0AUMBIM 000OpYAOBaHUEM, NIEPEIABAEMbIMH
B BEJCHHE OTHeNAa oTesioM cHabxenna MI'MCY.

8. Onnara Tpyaa.



3apaboTHas IjaTa yCTaHABIMBAETCH 3a BHIIOJHEHHE QYHKIMOHAIBHBIX 00S3aHHOCTEH M
paboT, TPEAYCMOTPEHHBLIX B TPYHOBOM JOrOBOPE B COOTBETCTBHH C AEHCTBYIOLIMM
«[TonoxenneM 06 onnare Tpyna pabotuukos MIMCYV.

9. 3aKNIOYHTEIBHGE MOJI0KEHHE,

M3meneHns u QONOJHEHHA B HACTOsINEE MOJOKEHHE MOTYT BHOCHTBCS B CBA3H C
H3MECHEHHEM JEHCTBYIOILErO 3aKOHOJATeNbCTBa, M3SMEHEHHEM CTPYKTYPBI H CTaTyca JaHHOIo
NOoApa3ACIeHus.
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IIpoekT cornacosan:

Havanbauk YnpasneHus nenamu

Havanenvk YnpapneHus kaapos

I"naBnsbIif 6yxranrep

IOpunmaeckuit ormen

ITpocoro3HBIN KOMHUTET

0.10. Pynakos

H.I'. Kapanxuna

H.®. Yepruimena

JL.®. XKapkopa

T.A. bornagopa

H.B. Ilonos
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AOKYMEHT NMOANNCAH
3JIEKTPOHHOW NOAMUCHIO
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