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IHOJIOKEHHUE
OB OPTAHM3AILIMOHHOM OT/IEJIE
MYHHIIAIAJIBHOI'O BIOJKETHOI'O YUPEXKIEHUA JOMOJTHATEJIBLHOI'O OBPA30BAHHUS
«IIEHTP BHELIKOJBbHOM PABOTHI» HOBO-CABAHOBCKOI'O PAMOHA I'.KA3AHH

1. OOnime MoJI0KEeHHS

ITomoxenwe 06 opranusanroHHoM otene (nanee — [Tonoxernue) MBY J10 «LieHTp BHENIKOIBHON

paboTte» HoBo-CaBuHOBCKOTO paitoHa r.Kazanu (nanee — IlenTp) paspaboTaHO B COOTBETCTBUH C
DepepanbHbiM 3akoHOM 0T 29.12.2012 r. Ne 273-®3 «O6 obpaszoBanuu B Poccuiickoit
@eneparmny, [IpukazoMm MunuctepcrBa mpocsenieHns PO ot 27 mroma 2022 r. N 629 “06
yTBepKaeHnu [lopsAaKka OpraHW3allii W OCYIIECTBICHHSI 00pa30BaTENbHOH NEATENBHOCTH IIO
JIOTIOJTHATEIFHBIM 0011e00pa30BaTeIbHEIM IIporpaMMam”, Y ctaBoM LleHTpa.

Hacrosmiee ITomoxxeHne ompeaenseT NpaBOBYI W OPraHU3alMOHHYIO OCHOBY IESTEIBHOCTH U
MOPSIIOK paboTel opraHu3anmoHHOro otmena llenTpa (mamee — Otmena), OCYIIECTBILAIOIIErO
yueOHO-0praHU3aHOHHYI0, 00ECIIEUUBAIONIYI0 00Pa30BATENbHYIO AESTEIBHOCT, KaK B PEXUME
(GYHKIMOHUPOBAHUS, TaK U B PEIKUME Pa3BUTHS.

OT}ICJ'I B CBOEH JEATCIHHOCTH PYKOBOACTBYECTCA YcraBom I_ICHTpa " HACTOAIIUM IlonoxxexnueM B
paMKax OCICTHPOBAHHBIX JTUPECKTOPOM L[eHTpa MIOJTHOMOYHH,

HenocpencteerHoe pykoBoacTBO OTIEIOM OCYIIECTBIISET pyKoBoauTeb OTIena (3aBEayI0mui),
KOTOPBIN HECET OTBETCTBEHHOCTH 3a PE3YJIBTATHI €r0 JEeSITEeIbHOCTH.

PyxoBojurens oT/iena Ha3HAYAETCS Ha JIOJDKHOCTE M OCBOO0XKIAETCS OT JOJDKHOCTH JUPEKTOPOM
[lenTpa B COOTBETCTBUH C AEHCTBYIOIIUM 3aKOHOJATEIIHCTBOM.

PYKOBOIII/ITCIII: Otnena OCyHIICCTBIIIET CBOK HOCATCIBHOCTE B COOTBCTCTBHHU C JOJXKHOCTHBIMH
O6H3aHHOCT5IMI/I, HOPMATHUBHBIMH JOKYMCHTAMH U JIOKaJIbHBIMH aKTaMH HeHTpa.

2. OcHoBHBIE IEJIH U 3aJa4H OTHeJa

OcHOBHOI! LlenpI0 paboTH! OTAENA SBISIETCS CO3MAHUE YCIOBUM /I ONTUMAIbHOM OpraHU3aIyu
y4e6HO-BOCIIMTATENLHOTO IIpoLecca ¥ 3G PeKTUBHOM AesTensHocTH LlenTpa.

3agagaMu OTHENIA SIBIIIIOTCS:
* ofecne4yeHue rapaHTHH MpaB yYaCTHUKOB 00pa30BaTeNbHOM AesTenpHoCTH LeHTpa;
*  OpraHu3anus Opolecca pearnu3anuy o0pa3oBaTenbHOU porpaMMel LleHTpa;
*  opraHuzamus paboThl 10 GOPMHUPOBAHUIO KaJIPOBOr0 COCTAaBa
*  opraHu3aus paboTeI MO (OPMHUPOBAHMIO KITIOYEBBIX KOMIIETEHIMH KaJpOBOIO COCTABA;

*  opraHu3armsi paboThI 0 KOHTPOIEHO-AHATUTHIECKOH nesTeapHocTH LlenTpa;
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*  OpraHu3anusl ONEpPaTUBHOTO B3aMMOJCHCTBHS CTPYKTYpPHBIX THozapaszaeneHuid llentpa u
KOOpJIUHAIIMS UX AEATEIbHOCTH IO BOIIPOCaM, OTHOCALIUMCS K KOMIETSHIIUU OT/IeNa;

° Y4acTUEC B IIOAT'OTOBKE YIIPABIICHYCCKUX pCIHeHI/Iﬁ PYKOBOJCTBA HeHTpa 1 UX UCIIOJIHCHHUA,
OTHOCAIIMXCA K KOMIICTCHIMHU OTACJIA.

3. OcHoBHbIe (pyHKINHU OTAEIA

Opranuzanus 00pa30BaTeIbHON NEATEIbHOCTH IO JOMOJHUTEIbHBIM 00111e00pa3oBaTeIbHBIM
mporpaMmamM, peanuzyeMbiM B LIeHTpe, B COOTBETCTBHM C YTBEPKICHHOW 00pa3oBaTeIbHOU
nporpammoii Llentpa - coctaBieHue pacnucanus, HOArOTOBKa MPOEKTOB TapuU(pUKaLUU, IPUKA30B
B paMKaX CBOEH KOMIIETEHTHOCTH U Jp.

Ocy1iecTBIICHHE ONIEPATUBHOM CBSI3U C IICHTPAIIM30BAaHHOM OyXrajaTepuei oTaena YpaBiaeHus
obpaszoBanus r.Kazanu mo HoBo-CaBHHOBCKOMY paifloHy IO PEIICHUIO TEKYITUX BOIIPOCOB.

OkazaHue KOHCYJIbTaTUBHOM, METOJMYECKON 1 MPAKTUUYECKOM oMol corpyaHukam Llentpa mo
BOIIPOCAM KaJpOBOM MOJUTUKH, BEACHUU JOKYMEHTAI[MW, B3aUMOJECUCTBHUS C YYaCTHHUKAMU
00pa30BaTeNnpHOro Mpoiecca

Nzydenwne, ananu3 u 0600menne omnbita padboTel LeHTpa Mo Bompocam opraHu3amnuu y4eOHOTO
nporiecca. [ToAroToBka aHATMTUYECKUX CIIPABOK U PEKOMEHIAIIHH.

[IpoBenenue paboOTHI 10 KOMIUIEKTOBAHUIO KaJpOB, BeAET OaHK JaHHBIX 10 KajapaMm. [loaroroska
MpeIoKeHuH Mo (OPMUPOBAHUIO OCHOBHBIX HAIIPAaBJICHUN KaIpoBOi noauTuku LlenTpa.

OcymiecTBieHne aHauu3a JUHAMUKM WM3MEHEHUil kaapoBoro cocraBa llentpa. Iloaroroska
COOTBETCTBYIOIUX aHATUTUUECKUX MaTepHAaJIOB.

VYyactre B pa3paboTKe MPOESKTOB JIOKAIBHBIX akToB LleHTpa

OOecnieueHre BeJEHMs JENIONPOU3BOJCTBA B PAMKaX CBOEH KOMIIETEHLIMH, OCYIIECTBICHUE
HaJuIeXxallero opopMIIeHHUsI, pacChulKa U XpaHEHUE apXUBHBIX JOoKyMeHTOB LlenTpa

Benenne ydera u cucremaTusanus JTOKYMEHTAlUM MO CHUCTEME OIUIATHI TPyAa COTPYAHUKOB
LenTpa.

4. CopepxaHue 1eiTeJJbHOCTH OT/Ae1a
OTzen ocyIecTBISET CBOIO JIEATENBHOCT B ToMelleHusx Lentpa.

Conepxanne nestenpHocTH OTnena ompexaesnsercs Lenbio M 3agadamu  pabotsl LleHTpa,
ocobeHHoCTsIMU pa3BuTus LleHTpa.

B cocraB otaena BXxoasrt:
. 3aBeayomuil OTaenom;
. 3aBeAYIOIINE CTPYKTYPHBIMHU MOAPA3ACIICHUSIMHU.

HestenpHoCcTh 3aBenyromero OTAenoM UM 3aBEAYIOIUX CTPYKTYPHBIMH TOJpPA3AEICHUSIMHU
perIaMeHTUPYETCS JOJKHOCTHBIMY MHCTPYKIMSMH, YTBEPKICHHBIMU TUpEeKTOpoM LleHTpa.

3aBenyroumii OTnenoM NOAYMHSETCS HENOCPEICTBEHHO nupekTopy LleHTpa. 3aBemyromue
CTPYKTYPHBIMH TOJpa3/elIeHUsIMH B3aUMOJEUCTBYIOT C 3aBefymoomuM Ortaena B 4acTu
OpraHu3aly y4eOHOTo Mpolecca.

Ha ormen Bo3naraercss paboTa 1O KOMILIEKTOBAHHMIO I€arOrMYeCKUX KaJpoB, OpraHU3aLUU
yueOHOro Tmpolecca: COCTAaBICHME pAaclUCaHus 3aHATUH W TpauKOB pabOTHL, MPOEKTa
TapuQuKauy, yuera pabodyero BpeMeHH! COTPYAHHUKOB.

OTtnen ocymiecTBIsieT KOHTPOJIbHO-aHAJUTUYECKYIO JIEATEIIbHOCTh: pa3pabaThIBaeT CUCTEMY
KOHTpPOJISI pe3yibTaToB U A(PGEKTUBHOCTH JEATENbHOCTH CTPYKTYpPHBIX MOJpa3felieHuil u
obecrieunBaet ee (PyHKIIMOHUPOBAHHUE.



4.8. Otnen y4acTByeT B pa3pabOTKe MPOEKTOB JIOKAIBbHBIX aKTOB, IPABUJI BHYTPEHHErO TPYIOBOTO
pacriopsizika, mporpammsl pazButus Llentpa, miana padotsr Lientpa.

4.9. Otgen opranu3yer KOHTPOJIb COOJIOCHHUSI HOPMATUBHOM 0a3bl, IOKATbHBIX aKTOB, CAHUTAPHBIX
HOPM M HOpM 0€3011acHOM KU3HEASATEILHOCTH B oApa3nenenusx Lienrpa.

4.10.Pe3ynbTaTUBHOCTh  JEATENBHOCTH, A(G(EKTUBHOCTH  pabOThl  OTAENa  MPEACTaBIsAETCS
agmMuHucTpaiuu llenTpa B BHAE MPOTOKOJIOB, CTATUCTUYECKUX M AHAIMTUYECKHUX CIIPABOK,
OTYETOB.

5. IIpasa Otnena
5.1. J1mst COOTBETCTBUS LI€I€BOMY Ha3HAYCHHIO, pealu3allii OCHOBHBIX 3a1a4 v pyHKiuii OTen umeer
paBo:

® OIPCACIIATh MIPUOPUTECTHI ACATCIILHOCTU HA KOHerTHHf/’I BpGMCHHOfI nepuoa U miaHupoBaTb
paboty Ortaena B COOTBETCTBUU C BBIOPAHHBIMH NPUOPUTETAMH, COTJIACHO IUIaHaM pPaboThI
Lentpa;

*  TONB30BaThCs 0a3amMM JaHHBIX, WH(POPMAIMOHHO-CIPABOYHBIMU CHCTEMaMH H (OHIaMU
IleHTpa B yCTaHOBIEHHOM IIOPSJIKE;

° I10JIB30BaTbHCA obecreueHreM u 06CJIy>KI/IBaHI/IeM JCATCIIbHOCTH (&{0) CTOPOHEL
COOTBCTCTBYIOIINX CTPYKTYp U CJ'Iy>K6 LIeHTpa B YCTAaHOBJICHHOM ITIOPSAOKE;

*  Ha OPraHU3AIMOHHOE U MAaTEPHUATbLHO-TEXHUYECKOE 00ECIICYCHUE CBOCH EITEIIbHOCTH.
6. OoszannocTn OTHETA

6.1. Otnen o0sa3aH:
* CBOCBPEMCHHO M HAJIJIC)KAIIUM 00pa30M BBIMOJIHATH BO3JIOKEHHBIC HA HETO 3a1a4M U (PYHKIINH;

* cOOMrOIaTh TPEOOBaHKS 10 OXpaHe Tpylda U O0CECHEUCHUIO 0E30MacHOCTH TPYAa, MOKAPHOU
0€30MaCHOCTH, CAHUTAPHOW THTHEHBI,

* coOmonaTs TpeOOBaHMS AEHCTBYIOIIETO 3aKOHOAATEIbCTBA, BBIIOJIHITH PACIOPSAUTEIbHBIC
JOKYMEHTHI U JIOKaJIbHbIe akThl LleHTpa;

* CBOCBPEMEHHO M KAa4eCTBEHHO MPEJCTaBIATH pPYKOBOACTBY LleHTpa 3ampammBaemyro
nH(pOpMaIIHIO, OTYETHI O MPOJeTaHHOH padoTe;

* co3/1aBaTh 0€30MAaCHBIC YCIOBHUS TPYy/a COTPYJIHUKOB, OOYYEHUS W BOCIIUTAHMS yUYAIIUXCS, UX
COJIep)KaHHUE B COOTBETCTBUHM C YCTAHOBIICHHBIMH HOPMaMH, OOECIEUMBAIONIMMHU KH3Hb H
3[I0POBBE YUACTHUKOB 00pa30BaTEILHOTO MPOIIecca;

* obecrieunBaTh 3aIIMTy MEPCOHAJIBHBIX JaHHBIX YYaCTHHUKOB O0Opa30BaTEIbHOrO Ipolecca B
MOPSIKE, YCTAHOBIIEHHOM 3aKOHOM U JIOKaJIbHBIMU akTaMu LleHnrpa.

7. B3aumoaeiicTBHE C APYIriMHU moaApasa€JeHUAMHU U CTOPOHHUMHU OPraHu3anusiMu

7.1. OTnen B3auMOJEHCTBYET ¢ APYTMMH NoApasaeneHusaMu LlenTpa npu opranuzanny U IpoBeIcHUH
MEpONPHUATHI, HAIPABICHHBIX HAa CO3/1aHHE ONTHUMAJIBHBIX YCJIOBHH ISl COBEPIICHCTBOBAHUSA
00pa3oBaTeNbHON JIEATEIIBHOCTH, KAYECTBEHHOTO BBIMTOJHEHHS (DYHKIIMOHAIBHBIX 00s3aHHOCTEN
n peasmszanuu [Iporpammel passutus LlenTtpa.

7.2. Otnen ycTaHaBIMBAaeT BHEIIHWE CBSI3UM C Oyxraiarepuel, yrpaBieHHEM 0Opa30BaHUs,
YUPEXKIECHUSIMHU JOMOJHUTEIBHOTO 00pa30BaHUs, UHBIMU OPraHU3alUsSIMH, COOTBETCTBYIOLUIMMH
PO UITIO TTOJIPA3/IETICHUS C LENIbIO MOBBIIIEHUS KauecTBa OpraHu3aluy y4eOHOro mpoliecca.



