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Hacrosiee monoxeHre o JlemapTaMeHTe KaJpoB ¥ IPaBOBOT0 oOecTieueH s Y UpexICHHUs
«Yuupepcurer «Typan-Acrana»» (Hanee-memapTaMeHT) pa3paboTaHO B COOTBETCTBHH C
3aKoHOZATeNbCTBOM PecryGmukn Kasaxcrad, YceraBoM ydupeskaeHus «YHuBepeuTeT «Typa-
AcraHa»» (manee - YHHBEPCHTET), M ONPENEISET MPABOBOC ITOJIOXKEHHE, OpraHM3alMOHHbIC
OCHOBBI ¥ KOMIIETEHIIMIO OTHEA.

1. O6mue moI0KeHUs!

1.1. JlemapTaMeHT SIBJISETCS aAMUHUCTPATUBHBIM CTPYKTYPHBIM IOJPa3ACICHUEM
VHUBEPCUTETA, KOTOPOE OCYIIECTBIISET KaJPOBOE M IPABOBOE 0O€CTICUCHNE Y HUBEPCHTETA.

1.2. B cBOEit IESATENIBHOCTH JIeapTaMeHT pyKoBoAcTByeTest KoncTuTynuel PecryGiukn
Kazaxcran, Tpynossm Kojexcom PecryGimku Kasaxcran, 3akonom Pecny6ivku Kasaxcran
«O6 06pazoBaHUMy», IPYTUMH HOPMATHBHBIMHU TPaBOBBIMH akTamu Pecry6imku Kasaxcras u
JPYTMMHA HOPMATHBHBIMHU [IPABOBBIMU JIOKYMEHTaMH, Y CTAaBOM Y HUBEPCHTETA, TIPUKA3aMHu 1
pacriopsbkeHusiMu Pextopa, HacTostiuM [TonoxenreM u IpyruMy BHYTPEHHAMH JIOKyMCHTaMHA
YHuBepcurerTa.

1.3. JlemapTaMEHT UMEET CBOIO I1€YaTh.

1.4. JlemapTaMEHTOM PyKOBOIHT AUPEKTOP, €0 TOKHOCTHEIE OOSI3aHHOCTH, KaK
PYKOBOJIMTENS CTPYKTYPHOTO TIO/(PA3CNCHAs Y HHBEPCUTETA PETYIMPYETCsl JODKHOCTHOR
WHCTPYKLHEH.

2. OcHOBHBIE 321241 1 QYHKUHH
2.1. OCHOBHBIMH 33Jla4aM¥ SIBJISIOTCS:
KazpoBoe u rmpaBoBoe 00eCTIeYeHNE Y HUBEPCUTETA!
1) odopmieHHe TPyIOBBIX IPABOOTHOLICHHH,
2) KOHTpPOJIb 3a COONIOAEHNEM HOPM TPYIOBOTO 3aKOHOIATEIbCTBA;
3) opraHu3auus CUCTEMBI y4eTa IEPCOHAa;
4) KOOpIAMHAIMSA IEATEIBHOCTH CTPYKTYPHBIX TOPa3eICHNH B IPOIECCE MOATOTOBKHA 1
MCIoHEHMs akToB Pextopa u perernit CoBera YupeauTese Mo KaJpoBbIM U
IIPABOBBIM BOIIPOCAM;

2.2. ©yHKIUU:

1) opraHM3amus NEPEMHUCKH [0 BOIIPOCAM, BXOAIIIMM B KOMIIETEHIHIO JlerrapTaMeHTa;

2) BBHINOJNHEHHE MOPyYeHU PeKTOpa, CBI3aHHBIX C NEATEIBHOCTBIO Y HUBEPCHTETA;

3) obecrieueHre UCTIOTHEHHS TIPUKA30B U PACIIOPSHKEHHM PEKTOPa 110 KaIPOBBIM U
TIPAaBOBBIM BOIIPOCAM:

4) mpoBeNEcHNE KOHKYPC Ha 3aMEIICHUE BAKAHTHBIX JOJDKHOCTEH;

5) ohopMIleHHE IIpHeMa U YBOJIbHEHHSI pabOTHUKOB Y HUBEPCUTETA,

6) OCYIIECTBIICHHE BBIIAUYH CIIPABOK O TPYIOBOH JEATENBHOCTH PAOOTHHKOB;

7) opraHM3alys KOHTPOJIS 38 COCTOSIHHEM TPYIOBOH JUCIHUITMHBI U COOIIIOACHUEM MTPABHIT
TPYZOBOTO pactopsiaka pabOTHUKAaMH Y HUBEPCUTETA, COCTABIIATE aKThI;

8) m3yueHwe MpodecCHOHANBHBIX, NEOBBIX KaUeCTB PAOOTHUKOB Y HUBEPCHUTETA,

9) TpoBepKa M KOHTPOJIb ydeTa pabouero BpeMeHH PaGOTHUKOB Y HUBCPCHTETA

10) KOHTPOJIb 3@ OpraHu3alell paboThl B CTPYKTYPHBIX ITOJIPA3/IC/ICHUSX 110 BOIPOCaM
COOIIONICHUS TPYIOBOM IUCIUILIMHEI U TPUBJICUCHUS] BUHOBHBIX K OTBCTCTBEHHOCTH;

3. IIpaBa

3.1. JlemapraMeHT BIIpaBe:

1) 3anpammBaTh OT CTPYKTYPHBIX IOJPa3eICHU YHUBEPCUTETA IPEIOCTaBICHHS
HEOOXOUMBIX JIOKYMEHTOB, CBEICHMH, MHPOPMaIMK U MaTepHAIOB JUIs
OCYIIECTBIIEHHS AESITEIBHOCTH, BXOASAIIEH B KOMIIETEHINIO JlerapTaMeHTa,

2) TIPHMBJIIEKATH ¢ COTJIACHS PYKOBOJUTEIICH CTPYKTYPHBIX ITOAPA3IeICHUH paOOTHUKOB s



IOITOTOBKH ITPOEKTOB JOKYMEHTOB, CBEICHUN ¥ MH(DOpMAIIHIA;

3) BHOCHTBH PEKTOPY NpPEAIOKEHHsI O IPHOCTAHOBICHUN MIIM OTMEHE PACIIOPSKCHUH
PYKOBOIMTENEH CTPYKTYPHBIX OJpa3ACICHUH, MPOTHBOPEYAIIHUX ACHCTBYIOIEMY
3aKOHOJATENIbCTBY;
4)Bo3BpaIaTh Ha J0PabOTKy CTPYKTYPHBIM MOAPA3ACICHUSIM IIPOCKTHI PACTIOPSAUTEIBHBIX U
IIPaBOBBIX JJOKYMEHTOB, HE COOTBETCTBYIOIIMX JACHCTBYIOIIEMY 3aKOHOIATENBCTBY PeciyOmKn
KaszaxcTas WM OArOTOBJIEHHBIX C HAPYIICHUSMHE yCTaHOBIEHHBIX TpeOOBaHUIH;
5)B3aMMOIEHCTBOBATD C IPYTUMH OpraHU3aIMsIMU 110 BOSHUKAIOLIMM BOIIPOCaM KaapOBOTO U
IPaBOBOTO 0OECTICUEHUS;
6)IIPOBEPSTH COOIIOICHHE 3aKOHHOCTH B IEATEIHOCTH CTPYKTYPHBIX MOpa3ie/ICHHH
YHUBEPCUTETA,
7)IPUHAMATE yYaCTHE B TPOBOAUMBIX PEKTOPOM COBEINAHUIX MPH 00CYKICHUH Ha HUX
BOIPOCOB, MIMEIOIINX OTHOLICHHE K IIPaKTHKE TPUMEHEHHUS JIeHCTBYIOIEr0 3aKOHOAATEIbCTBA,
BHYTPEHHHX JOKyMEHTOB U WHBIM HAIPaBJICHUSM paboOTEI;
8)0CyIIEeCTBIATH B3aUMOICHCTBHE C OpraHaMU T'OCYIapCTBEHHOM BIaCTH M yIIPABICHUS,
CyaeOHBIMH U IPaBOOXPAHUTEIBHBIMU OpraHaMHU, YUPEXKACHUIMH, O0IIECTBEHHBIMU U HHBIMU
OpraHu3aIMsIMHE 10 BOIIPOCaM BXOISIIMM B KOMIIETEHIMIO JlenapraMeHTa,
9)ipHUMATh HETIOCPEACTBEHHOE yYaCTHE B PACCMOTPEHHH BOIIPOCOB, CBS3AHHBIX C
PacCTaHOBKOM, epeMeIleHHEM 1 YBOJIbHEHHEM PaOOTHHUKOB,
10)1poBOUTD IIPOBEPKH B CTPYKTYPHBIX MOAPA3ICICHUAX Y HUBEPCUTETA 110 COCTOSHHIO
pabOThI ¢ KaapaMH M IPaBOBBIM BOIIPOCAM;
11)momy4ats OT PyKOBOAMTENEH CTPYKTYPHBIX [OApa3AesicHHil YHUBEpCUTETa HEOOXOAUMYIO
HHPOPMAIHIO 00 YCIOBHUSIX Tpya paOOTHHUKOB, UX OBITA, TPYIOBOH IUCUUIUINHBI U T.J1.;

3.2. Pexomenpanuu Jlupekropa JlemapraMeHTa B IPEAeax ero MoJHOMOYHH MOJUIeKAT
WCIIOJTHEHHUIO CTPYKTYPHBIMH MOAPa3AeICHHSIMA U JIOJKHOCTHBIMH JIALAMH Y HHBEPCUTETA.

4. OTBEeTCTBEHHOCTh
4.1. OTBETCTBEHHOCTD 32 OpraHM3aLlHIO UCIIOJIHEHHU S, BO3JIOKEHHBIX Ha JICTIapTaMeHT GyHKIMH
HECET TUPEKTOp AenapTaMeHTa.

5. B3auMOOTHOMIEHHS ¢ APYTUMH CTPYKTYPHBIMH MOAPAa3ae/ eHUsIMH
5.1. JlemapTaMeHT B3aUMOJCHUCTBYET CO BCEMH CTPYKTYPHBIMH IOAPA3ACIICHUSIMA
VHUBEPCHUTETA IO KAJPOBBIM M IIPABOBBIM BOIIPOCAM, B TOM YHCIIE: 10 y4ETy paboyuero BpeMeHH
COTPYIHUKOB, 110 BOIPOCaM 00eCIeYeH!s TPy I0BOM TUCIMILIMHBI, IPOBE/ICHUS aTTeCTalliN
pabOTHHKOB; TIPHEMa U YBOJILHEHHUS! pAOOTHUKOB M IPYTMM BO3HUKAIOIIUM ITPABOBBIM

BOITpOCaM.
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REGULATION ON THE HUMAN RESOURCES AND
LEGAL SUPPORT DEPARTMENT
of the Institution “Turan-Astana University”

Astana 2025



This Regulation on the Human Resources and Legal Support Department of the Institution
“Turan-Astana University” (hereinafter referred to as the Department) has been developed in
accordance with the legislation of the Republic of Kazakhstan and the Charter of the Institution
“Turan-Astana University” (hereinafter referred to as the University), and defines the legal
status, organizational framework, and competence of the Department.

1. General Provisions

1.1. The Department is an administrative structural subdivision of the University that carries out
HR and legal support of the University.

1.2. In its activities, the Department is guided by the Constitution of the Republic of Kazakhstan,
the Labor Code of the Republic of Kazakhstan, the Law of the Republic of Kazakhstan "On
Education," other regulatory legal acts of the Republic of Kazakhstan and other regulatory legal
documents, the Charter of the University, orders and directives of the Rector, this Policy and
other internal documents of the University.

1.3. The Department has its own seal.

1.4. The Department is headed by a Director, whose job responsibilities as head of a structural
subdivision of the University are regulated by a job description.

2. Main Tasks and Functions
2.1. The main tasks are:
HR and legal support of the University:

1. formalization of labor relations;

2. monitoring compliance with labor legislation norms;

3. organization of the personnel accounting system;

4. coordination of activities of structural subdivisions in the process of preparation and
execution of Rector's acts and decisions of the Board of Founders on HR and legal
matters;

2.2. Functions:

. organization of correspondence on matters within the competence of the Department;

. execution of Rector's assignments related to the activities of the University;

. ensuring implementation of Rector's orders and directives on HR and legal matters:

. conducting competitions for filling vacant positions;

. formalization of hiring and dismissal of University employees;

. issuance of certificates on employment history of employees;

. organization of control over the state of labor discipline and compliance with labor regulations
by University employees, preparation of reports:

8. study of professional and business qualities of University employees;

9. verification and control of working time accounting of University employees;

10. control over the organization of work in structural subdivisions on matters of labor discipline

compliance and bringing offenders to responsibility;
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3. Rights

3.1. The Department has the right to:

1. request from structural subdivisions of the University the provision of necessary documents,
2. information and materials for carrying out activities within the competence of the Department;
3. with the consent of heads of structural subdivisions, engage employees for preparation of draft
documents, information and materials;

4. submit to the Rector proposals for suspension or cancellation of directives of heads of
structural subdivisions that contradict current legislation;

5. return to structural subdivisions for revision draft administrative and legal documents that do
not comply with current legislation of the Republic of Kazakhstan or prepared with violations of
established requirements;



6. interact with other organizations on arising matters of HR and legal support;

7. check compliance with legality in the activities of structural subdivisions of the University;
8. participate in meetings conducted by the Rector when discussing matters related to the
practice of applying current legislation, internal documents and other areas of work;

9. interact with state authorities and administration bodies, judicial and law enforcement
agencies, institutions, public and other organizations on matters within the competence of the
Department;

10. take direct part in consideration of matters related to placement, transfer and dismissal of
employees;

11. conduct inspections in structural subdivisions of the University on the state of personnel
work and legal matters;

12. obtain from heads of structural subdivisions of the University necessary information about
working conditions of employees, their living conditions, labor discipline, etc.;

3.2. Recommendations of the Department Director within his/her authority shall be executed by
structural subdivisions and officials of the University.

4. Responsibility
4.1. Responsibility for the organization of execution of functions assigned to the Department is

borne by the Department Director.

5. Relations with Other Structural Subdivisions

5.1. The Department interacts with all structural subdivisions of the University on HR and legal
matters, including: on working time accounting of employees; on matters of ensuring labor
discipline; conducting employee certification; hiring and dismissal of employees and other
arising legal matters.
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