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IMoaoxenune

o lemapramMeHnTe 0€30MaCHOCTH

Regulations

on Security Department



1. O0mue noJioxeHUst

1. General Provisions

1.1.Ilonmoxenue o Jlenapramente 6esomacHoctd 1.1.Regulations on Security Department define its

ompenensgeT ero QyHKUMM ¥ OpraHH3amdOHHYIO

CTPYKTYDY,

HpaBa 54 00SI13aHHOCTH €ro

pabOTHHMKOB, B3aHMOJCHCTBUE CO CTPYKTYPHBIMHA
noJpa3eNeHusMu MHCTUTYTA.

1.2.JlenaptamMeHT
noapasgeneHueM  CKOJKOBCKOTO

SIBIISIETCS CTPYKTYPHBIM

UHCTHUTYTA

HayKH M TexHojoruit (mamee — HMHcTHTYT).
HearensnocTs JlenapraMenTa KypiupyeT pekTop.

1.3.B CBOeH  gnedrempHocTH  JlemapTaMmeHT
PYKOBOJICTBYETCS 3aKOHOJATENLCTBOM
Poccutickoii @enepanun, Yerasow,
JIOKQJIbHBEIMHI HOpPMAaTUBHBIMH aKTaMu

I/IHCTI/ITyTa, JOKYMEHTAMHU CTPaTCrudcCcKoro u

OIICPAITHOHHOTO

IUTAHUPOBAHUA, IIpHUKa3aMH

pekTopa.

2. OysxumuH

-policies

functions and organizational structure, rights
and obligations of its employees, liaison with

the Institute’s structural units.

1.2. The Department is the structural unit of the
Skolkovo Institute of Science and Technology
(hereinafter — Institute). Activities of the
Department are supervised by the President.

1.3.In its activities the Department is governed by

the legislation of the Russian Federation,
Charter, present Regulations, institutional
and procedures, documents of
strategic and operational planning, President’s
orders.

2. Functions

2.1.[lemaprament Bomonnset crenyomue ¢yukuun: 2.1.The Department performs the following
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SKOHOMHYECKas 6630HaCHOCTB,

obecrnieyenue MPOMYCKHOT'O U
BHYTPUOOBEKTOBOTO PEXXMMOB,
TexHocdepHas ~ 6e30IaCHOCTB,  OXpaHa
TpyIa.

3. OpranmzanuoHHas CTPYKTYypa

PyxoBonutens Jlenapramenra:

Opranmsyer paGory JlemaprameHta u
pykoBoguT uM. Hecer mnepconansHyo
OTBETCTBEHHOCTh 3a Ka4eCTBO u

CBOEBPEMEHHOE BBIIIONIHEHUE BO3JIOKEHHBIX
Ha /[lemaprameHT O(YyHKOHH, TPYZOBYIO H
UCTIOJIHUTENBCKYIO  JUCHUIUIHHY  €ro
pabOTHHKOB.

CornacoBbIBaeT KaJpoBYIO HOKYMEHTAIIHIO
o OpraHy3alyu
JenapramMeHTa, BKIIOYas JOJDKHOCTHBIE
HHCTPYKIIMHK €TO PabOTHHKOB.

ACATCIBHOCTH

1.2 Approves

functions:
1) economic security,
2) access control and security regime,
3) technosphere safety, labor protection.

3. Organizational structure

3.1. Head of Department:
3.1.1

Organizes work of the Department and
leads its activities. Bears personal
responsibility for quality and on time
performance of functions of the
Department, labor and

discipline of its the employees.

executive

HR  documentation on
organization of activities of the
Department, including job descriptions
of its employees.



3.1.3 CornacoBsiBaet pabotHrkaM JlenapramenTa
ciyxeOHblE 3alaHUS O KOMaHAMPOBaHUH,
oT4eThl 00 WX BBITOJIHEHWH, 3asBJICHUSA O
MIPEIOCTABICHUH OTILYCKOB.

3.1.4 BHOCHT T[pEeNNOXKEHHS IO  IOOLIPEHUIO
paboTHukoB  [lemapramMeHTa, HHUIHHPYET
TNPAMEHEHHE K HUM  JUCIHIUIMHAPHEBIX

B3BICKAHHUH B YCTaHOBJICHHOM IIOPAIKE.

3.1.5 OcymiecTBisIeT IUIAHHPOBaHWE U KOHTPOJb

HCITIOJIHCHUA 6IOJI)K€Ta IICHapTaMCHTa, HECET
NEPCOHATIBHYIO OTBETCTBECHHOCTE 3a LEJIEBOC
PpacxoaJ0BaHHE BEIACTICHHBIX CPELICTB.

3.1.6 Buocur peKTopy [IPEIUTOKEHHS o
COBEPHICHCTBOBAHUIO JEATENBHOCTH
JenapramMenTa, B TOM 4YHCIE€ W3IMEHEHUIO

3.2.

3.2
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OpPraHU3alMOHHON CTPYKTYpPhl ¥ IITaTHOTO
pacnucaHusl.

JlemaprameHT OCYIIECTBIISIET CBOIO
JeSITEIBHOCTh o GYHKIMOHATIHHBIM
HaIpaBJICHHSM, B paMKaX KOTOPBIX PEIIAOTCS
CJIEAYIOIIHE 3a0a4u:

1. DxoHOMHYECKas O€30IIACHOCTb:
OpraHu3aIss H  yIpaBIeHUE
SKCIIOPTHOTO KOHTPOJIS,
IpPOBEJIEHHE M Y4YacTHE B MEPOUPUSITHUSIX,
HaIIpaBJIEHHBIX HA yperyJnpoBaHHE BOIPOCOB
JIeOUTOPCKOH 3a/I0JKEHHOCTH,

KOHTPOJIb 32 PallOHAIBHBIM HCIIOIB30BAHHEM
pecypcoB  HucTHUTyTa, B TOM  YHCIE
COCTaBIICHUE 3AKJIIOYEHUH 10 HKOHOMUYECKOH
000CHOBAaHHOCTH KOHTPAKTOB, 3aKJIIOYaEMBIX
WuctutyTom,

CHCTEMOH

OpraHu3alds H TPOBEAEHHE NPOLEAYPHI
IPOBEPKH KOHTPAreHTOB,

IIPOBE/ICHNE MEpOTIPUITHH o
IPEAOTBPAILECHUIO u BBISIBJICHUIO

KOPPYIILIMOHHBIX HAPYHICHHH,

y4acTve B MEPONPHITUSX, HANPABICHHBIX Ha
IIpeIOTBpAILCHIE, BBIBIICHHE M pa3pelICHUE
KOH(JIUKTOB HHTEPECOB,

3.13

3.2

3.2.1.

1)
2)
3)
4)
5)

6)

Approves Dbusiness travel requests,
reports on their implementation, vacation
requests to employees of the Department.

Submits proposals for incentives to
employees of the Department, initiates
disciplinary sanctions to them in due
order.

Plans and controls execution of the
budget of the Department, bears personal
responsibility for targeted use of
allocated funds.

Submits to the President proposals for
improving activities of the Department,
including changes in its organizational
structure and a personnel list.

The Department conducts its activities by
functional directions, within which
performs the following tasks:

Economic security:

organization and management of export
control system,

organization and participation in
activities aimed to settle receivable debts,
control over rational use of the Institute’s
resources, including providing notes on
economic justification of the contracts
concluded by the Institute,

due

organization and conducting

diligence of contractors,

organization of measures aimed to
prevent and identify corruption cases,

participation in activities aimed to
prevent, identify and settle conflicts of
interest,



7)

8)

3.2.2. ObecneueHue

3.2.3.

yYaCTHE B pealnu3allid KOMIUIEKCa Mep o
3alIMTe KOMMEPYECKOH TaffHBI, B TOM 4YHCIIE
y4eT KOH(QHASHIHANLHOH uHDOpMANMH U

pabOTHUKOB, MMEIOIMX JOCTYII K TaKOH
uHbopManuH,
nposejeHue  (yd9acTHe) BO  BHYTPEHHHX

pacclieIOBaHMAX CJIy4acB HENpPaBOMEPHOTO
HCITOJIb30BAHNS pecypcoB WNuctutyTa,
HapyIIeHHH JOKAJIBHBIX HOPMATHBHBIX aKTOB U
3aKoHOAarenscTBa Poccuiickoit denepaiiun.

IIPOITYCKHOTO U
BHYTPHOOBEKTOBOI'O PEXKHMOB!

1) obecneuenue NpaBoIOPSAAKa 51
BHYTPHOOBEKTOBOTO pexuma Ha
Tepputopun MucTuTyTa,

2) mpecedyeHue
HECAaHKLMOHMPOBAHHOTO
Ha 00BexTsl MHCTHTYTA,

3) obecneyenne COONIOZEHHUA KOHTPOJILHO-
IIPOILYCKHOTO peXuMa,

4) paspaboTka H peanm3auMas Mep IO
BBISIBJICHUIO, IIpEnyNpeXICHUIO u
NPEeCEUCHHIO IPOTHUBOIIPABHBIX JCHCTBHUI B

ITIOIIBITOK
ITIPOHUKHOBECHUA

OTHOIIECHHHM pabOTHHMKOB, O00YyJalOLIMXCs,
noceTuTeNneH, uMymecrsa MHCTHTYTA,

5) ofbecmeuenue HaJIiexaei paboThl
OXpaHHOMU CHTHAJIU3ALHH, CHCTEM
BUNEOHAONIONEHNS, KOHTPOJIS IOCTYNa M
JAPYTUX TEXHUUECKUX CPEJICTB 0becreyerus
Oe3omacHOCTH Ha TeppuTopur MHCTUTYTA.

Texnocdepras 6ezomacHocTs:

1) oprasmsanus pabGoTel O 0OECHEUCHHIO
0€30MacHOCTH TpyZa U 0Opa3oBaTEIBHOTO
mporecca;
opranmszanmusi padoTHI
COOIIOIEHNS

2) o obecrneYeHuo
CaHUTapHO-
SIMJIEMHUOTIOTHYECKUX TpeOOBaHMIA;

3) oprammsamus paGoTHl 1O 0OECIICUSHUIO

cobmonenuss  TpeOOBaHUM  NOXKAPHOM,
[IPOMBITILICHHOH, JIa3epHOH,
paguaoOHHOM, OUONOrYeCcKoi,

3KOJIOTHYECKOH 6630HaCHOCTI/I;

7) participation in implementation of
measures for commercial data protection,
including keeping register of confidential
information, employees having access to
such information,

8) conducting (participation) in internal
investigations of cases of misuse of the
Institute's  resources, violations of
institutional policies and procedures and
legislation of the Russian Federation.

3.2.2. Access control and security regime:

1) compliance with law and order on the
territory of the Institute, compliance with
the on-site security regime,

preventing attempts of unauthorized
acccess to the Institute’s premises,

2)

3) ensuring adherence to the permit regime,

4) elaboration and implementation of
measures to identify, prevent and suppress
unlawful —actions against employees,
students, visitors and property of the
Institute,

5) ensuring proper operation of security alarm
systems, video surveillance systems, access
control and other technical security
equipment on the territory of the Institute.

3.2.3. Technosphere safety:
1) organization of work to ensure labor and
educational process safety;

2) organization of work to ensure compliance
with  sanitary and
requirements;

3) organization of work to ensure compliance
with the requirements of fire, industrial,
laser, radiation, biological, environmental
safety;

epidemiological



4) opraHm3anuss pabOTH 10 OGECHEYECHHIO

3.24.
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BBIIIOJTHEHHUS 00s3aTeNbHBIX TPeOOBaHUIT B
00JTaCTH IpakJaHCKOU 0GOPOHEIL.

Cnyxba oxpamsl Tpyza (CTpyKTypHOe
oApaseNieHue HenapramenTa,
GYHKIHOHATIBHOE HalpaBJICHUE

«TexnocepHas 6e30macHOCTE») perraer
CIEAYIONIHE 3a1a4u:

ONMEPAaTHUBHBEIA KOHTPONIb 34 COCTOSHHEM
OXPaHBI Tpyna U obecrieueHrem
GesomacHoCTH 06pa30BATENBHOTO IIPOLECCa,
KOHTPOIb  CcOOMOmeHus
HOPMaTUBHEIX aKTOB,

OpraHu3alysA IPOBEACHUS OOYYEHHS 110
OXpaHe TpyjJa, IIPOBEACHHE BBOJHBIX
HHCTPYKTaXEH,

OpPraHM3allUs IPOBEACHUSA  CIIELMANbHOMN
OLICHKH YCJIOBUH TpyXa,

BBIABIICHHE  ONIACHBIX U BpeAHEIX
IPOM3BONCTBEHHBIX (HaKTOPOB Ha paboumx
MECTax, y4eT W  aHAIM3  [PUYMH
IPOU3BOICTBEHHOIO TpaBMaru3ma,

IPODECCHOHATBHBIX U MPODECCHOHATLHO
00yCIIOBIEHHBIX 3a00/eBaHHi!,
OpraHu3alysd IPOBEACHUS MEJHIIMHCKHUX
OCMOTpPOB paboTHHKOB MHCTHTYTA,
OpraHu3allisi M ydJacTHE B  3aMepax
IapaMeTPOB  ONACHBIX  HM  BpeJHBIX
IIPOU3BOICTBEHHBIX taxTopos B
COOTBETCTBUH TPeOOBaHUAM OXpaHBI TPy,
UHQOPMHPOBaHUE PaGOTHUKOB O COCTOSHUH

yclnoBu#t  Tpyma Ha paGodeM  Mecre,
OpUYMHAX W BO3MOXHBIX  CpOKax
HaCTYIUICHUS IpodECCHOHATLHBIX

3a00JIeBanuH, a TaKkKe NPHHATHIX MEpax 1o
3al0UT€ OT  ONACHBIX W
HPOHU3BOJACTBEHHBIX (HaKTOpPOB,

BPEIHBIX

IPHUMECHHUMBIX -

4) organization of work to ensure
compliance with mandatory requirements
in the field of civil defense

3.2.4 Labor Protection Service (structural unit of

the Department, functional direction
“Technosphere Safety” has the following
tasks:

1) day to day control over the state of labor
protection and ensuring the safety of the
educational process, monitoring
compliance with applicable regulations,

2)  organization of trainings on labor
protection, conducting briefings,

“3)organization of special assessment of

working conditions,

4) identification of hazardous and harmful
production factors in the workplace,
accounting and analysis of the causes of
occupational injuries, occupational and
occupationally caused diseases,

5) organization of medical examinations of
employees of the Institute,

6) organizing and participation in
measurement of parameters of dangerous
and harmful factors according to the
requirements of labor protection,

'7) informing employees on behalf of the

employer about working conditions at the
workplace, as well as about possible
methods of protection against harmful
and harmful production factors,
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8) ydacTMe B UpPOBEICHHH pacCiefoBaHUI
HECYACTHBIX CIIy4acB, INPOMCHICHIIAX Ha
Teppuropuu Uucturyra,

9) opraHmzamus  paboTEl  MENMIMHCKOIO
kabuHeTa Ui pabOTHHKOB B O0YYaOMIHXCs
Uncrturyra,

10) opranuzanust paGoOTBl TPEHHHI IEHTpa
(xabuHET OXpaHB! TPY/IA);

2.5, Cuayx0y oxpaHbl TpyJa BO3[VI4BISET
PyxoBoautens (bYHKIIHOHAIBHOT'O
HaIpaBJICHUS «TexnochepHas
6€30IacCHOCTE ».

4.1.

5.1.

5.2.

4. Ilpaea m o6sI3aHHOCTH

Paborauku JlenapramenTa Bipase u 0GS3aHBL:
1) CBOEBPEMEHHO ¥ KAYECTBEHHO BEIIOIHATE
GyHkumM W 3adauM, YyKasaHHBIE B
HacrosueM [Tonoxennny,
BBLIIIONHATE  JJOJDKHOCTHEIE
B COOTBETCTBHH c
HHCTPYKUHSAMH,
3allpalliBaTh U MOJy4aTh HHGOPMAIHIO
y Ipyruax paboTHHKOB
HEOOXOTUMYIO TS
INOJDKHOCTHBIX 00S3aHHOCTEH,
BBIIOJIHATh  yKa3aHMs
pyxosoautens [lenapramenTa.

2) 00513aHHOCTH

JOJDKHOCTHBIMH

3)

UncruryrTa,
BEITIOTHCHUS
4)

H  IOpy4YeHHUsS

S. BsaumojeiicTBHe €O CTPYKTYPHBIMH
noapasjeneHuamu Huacrturyra

B Hensax BBITIOJTHEHHUS (GyHKIHH,
YCTaHOBJIEHHBIX HacTosmuM [lomoxennem,
JenapraMeHT B3aWMOJEHUCTBYET C HHBIMU
CTPYKTYPHBIMH ITOJpa3AeieHusIMu MucTuTyTA.
Pabotauku Jlemapramenra BIpaBe IIPOBOAUTE
pabodne BCTpedH ¢ y4yacTHeM pabOTHHKOB
WHBIX CTPYKTYPHBIX noJipaz3AeeHuit
a4 TakKe IPUBJIEKATh TaKHX
PabOTHHKOB K pean3aldi OTAENBHEIX 3a0a4 C
COrJIaCHsA PYKOBOAUTENEH COOTBETCTBYIOIIMX
CTPYKTYPHBIX TIOAPa3/ICICHHIH.

Wucrutyra,

8) conducting investigations of accidents
that occurred on the territory of the
Institute,

9) organization of work of the medical office
for employees and students of the
Institute,

10) organization of training on occupational
safety and health center;

3.2.5.The Labor Protection Service is led by the
Head of the functional direction
“Technosphere Safety”.

4. Rights and Obligations

4.1.Employees of the Department have the rights

and obligations to:

1) timely and qualitatively perform functions
and tasks set by the present Regulations,

- 2) perform employment duties in accordance
with job descriptions,

3) request and receive information required
to perform employment duties from other
employees of the Institute,

4) perform tasks and instructions of the Head
of the Department.

5. Liaison with Institute’s structural units

5.1.With a goal to perform functions specified in

the present Regulations, the Department
‘liaisons with other Institute’s structural units.

5.2.Employees of the Department are entitled to

hold working meetings with participation of
_employees of other Institute’s structural units
as well as involve such employees in
implementation of select tasks upon approval
of the heads of corresponding structural units.



6. 3aKIIOUYHTEILHbIE HOJ0KCHUAS 6. Final Provisions

6.1. Jlemaprament cosnaerca, peopranusyercs, 6.1.The Department is established, reorganized,
JHKBUAMPYETCS Ha OCHOBE IPHKA3a PEKTOpa B liquidated by the President’s order in due
YCTaHOBJICHHOM IIOPSIZIKE, order.



