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1. O0mue noJ10:KeHUA

1.1. Hacrosimass AOMKHOCTHAs HWHCTPYKLMS CHOEIUAIUCTAa MO Kajapam
paspabotana B cooTBercTBUU ¢ I[IpodeccuonanbubiM  ctangaptom: 07.003
«CrneuraiucT MO  YIPaBICHHUIO TEPCOHAJIOM», YTBEPXKICHHBIM  MPUKA30M
MuHucrepcTBa Tpya U couuanbHou 3amuThl Poccuiickoit ®enepanuu Ne691n ot 6
okTs0ps 2015 rona; ¢ yuetom denepanbHoro 3akona No273-D3 ot 29.12.2012r «O6
oOpazoBanun B Poccuiickoit ®Depeparuu», CII 2.4.3648-20 «CanurtapHo-
SMUJEMHUOJIOTUUECKUE TPeOOBaHUSI K OpraHu3alusM BOCHUTAHUS W OOydYeHHS,
OTIIbIXa W O3JIOPOBJICHUS JETEH M MOJIOJIC)KU», B COOTBETCTBUM C TpPyaOBBIM
konekcoMm Poccuiickoit denepanuu, YcTaBoM U APYyrUMU HOPMATHUBHBIMU aKTaMH,
PETYIUPYIONTUMH TPYAOBBIE OTHOIIEHUS MEXIY PAOOTHUKOM U pabOTOIaTelIeM.

1.2. JlaHHass MHCTPYKIUSI OMNpEAesieT IMepeueHb TPYAOBBIX (DYHKIUHA W
00sI3aHHOCTEHW crenuanucTa Mo KaJpaM B IIKOJE, a Takke ero Ipasa,
OTBETCTBEHHOCTh W  B3aMMOOTHOIIEHUS] 1O  JOJDKHOCTH B  KOJUICKTHUBE
o0pa3oBaTeIbHON OpraHu3aluy.

1.3. CrneumayiMct Mo KajapamM Ha3HAYaeTCsl U OCBOOOXKIAETCS OT JOJIKHOCTH
IpUKa30M  JHUpEeKTopa  00meo0pa3oBaTeIbHON  OpraHu3alvd B MOPSJIKE,
YCTAaHOBIICHHOM TpynoBeIM Kojekcom Poccuiickor @enepauuu W TPYAOBBIM
JIOTOBOPOM (KOHTPAKTOM) C PaOOTHUKOM.

1.4. Ha Bpems oTmycka M BpPEMEHHOW HETPYAOCIOCOOHOCTH CHEIHUAINCTa IO
KaJgpaM ero OO0S3aHHOCTH MOTYT OBITh BO3JIOKE€HBI Ha [EJIONPOU3BOIUTENS WIH
IpPYyroro  COTpyIHHMKa  00IIeo0pa3oBaTeNbHOW  opraHu3alud.  BpemeHHOe
UCTIOJIHEHNE 00SI3aHHOCTEN B JAHHBIX CIIy4asX OCYIIECTBIISETCS COIJIACHO MPHUKa3y
IUpEeKTOpa, W3JaHHOrO ¢ coOmogeHueM TpeOoBanuit TpymoBoro kojekca
Poccuiickoit @enepanum.

1.5. Ha A0IKHOCTh cIENHANIMCTA O KaJgpaM NPUHUMAETCS JIUIO:

* WMeWInee cpeaHee MpopecCHOHAbHOE O00pa3oBaHHE - TporpaMma
MOATOTOBKHU CHEIUATUCTOB CPETHEro 3BEHA, JOMOJHUTEIbHOE MPOdecCHOHAIBHOE
oOpa3oBaHHE - MPOrpaMMbl TPODHECCHOHATHHONW TEPENOATOTOBKH, MPOrPaMMBbI
MOBBINIEHUS KBaTU(UKAIIY,

* 0e3 npeapsaBiIeHUS TpeOOBaHUMN K OMBITY PabOTHI,

* COOTBETCTBYIOIIEE TpeOOBaHUSIM, KacaroluMCst MPOXOXKACHUS
MpPEeIBAPUTETHLHOTO (MIPHU MOCTYIUICHUU Ha Pab0Ty) M MEPUOTUICCKUX METUIIMHCKIX
OCMOTpPOB,  BHEOUYEPEIHBIX  MEAUIMHCKUX  OCMOTPOB MO  HaIpaBICHUIO
paboTonarensi, 00A3aTEIbHOIO NCUXUATPUYECKOIO0 OCBUIETEIbCTBOBAHUS (HE pexe
I pa3za B 5 ner), npodeCCHOHAIBPHON THUTHEHUYECKOM TMOATOTOBKH M aTTECTAIlUU
(mpu mipueMe Ha paboTy W Aajnee He pexe 1 pasa B 2 roja), BaKIMHAIIMHU, a TaKKe
UMeIoNIee JIMYHYI0 MEIUIMHCKYI0 KHIKKY C pe3yiabTaTaMU MEAUIMHCKUX
oOcieoBaHrii M JaOOPATOPHBIX HCCIEIOBAHUM, CBEACHUAMH O MPUBUBKAX,



NEepPEHECEHHBIX NH(EKIIMOHHBIX 3a00JIEBAHUX, O MPOXOKACHUHN NPOo(hecCHOHATBHOM
TUTMEHUYECKON MOJATOTOBKHU U aTTECTALMU C IOIYCKOM K padoTe;

* HE MMEIoIllee OrPAHMYEHUN Ha 3aHATHE TPYJIOBOM JEATEIBHOCTBIO B cepe
o0Opa3oBaHus, U3JIOKEHHBIX B cTatbe 351.1 «OrpaHnyeHuss Ha 3aHATHE TPYIAOBOU
JEeSATENbHOCTHIO B chepe o0Opa3oBaHus, BOCIIUTAHUS, pa3BUTHS
HECOBEPILEHHOJIETHUX, OPraHU3allud UX OTIbIXa U O3JI0POBIEHUS, MEIUIUHCKOIO
oOecrieyeHusi, COIMAIbHOM 3alllUThl U COLUMAIBHOrO OOCHyXMBaHUS, B cdepe
JETCKO-IOHOILIECKOTO  CIOpTa,  KyJIbTYphl M HMCKycCTBA C  y4acTHUEM
HECOBepIIeHHOJIETHUX» TpynoBoro kojaekca Poccuiickon denepanumu.

1.6. Cneumanuct mno KaapaM IMOJYUHSIETCS HEMOCPEACTBEHHO JUPEKTOPY
o01reo0pazoBaTeIbHON OpraHU3auu.

1.7. B cBoelt nedarenbHOCTH pyKoBoacTByeTcss KoHcTutynumed u 3akoHamu
Poccuiickonn @enepauuu, ykazamu llpesupenra, pemenusmu IlpaBurenbcTBa
Poccuiickoit deneparnin 1 OpraHoB yIpaBlieHHUs 0Opa30BaHHS BCEX YPOBHEH IIO
BOMpOCaM, KacaloUuuMcCsi €ro TPYJIOBOM JeATEIbHOCTH, TPYAOBBIM JIOTOBOPOM
MEXIy paOOTHHUKOM M pyKoBoJauTeNeM. Takxke, CHEUMATUCT MO Kajapam
PYKOBOJICTBYETCS:

* AJIMHUHUCTPAaTUBHBIM, TPYAOBBIM M XO3SHMCTBEHHBIM 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu;

» ®denepanbubiM  3akoHOM Ne273  «O06 o6OpazoBanuu B Poccuiickoi
denepannmny;

* VYcTaBoM U JIOKQJIBHBIMU akTamMu, B TOM uucie [IpaBuiamu BHYTPEHHETO
TPYJIOBOT'O paclopsiKa, IPUKa3aMU U PACIOPSIKEHUSAMU JUPEKTOPA IIKOJIbI;

« CII 24.3648-20 «CaHuTapHO-3MHJACMHUOJIOTHICCKHE TpeOOBaHUSI K
OpraHu3alsM BOCIUTAaHUS W OOyYeHHUs, OTAbIXa U O3JOPOBJICHHS JE€Ted U
MOJIOJIEKI;

* [OCTAHOBJICHUSIMHU, PACTIOPSKEHUAMU, TPUKA3aMHU U HHBIMU PYKOBOASIIUMU
U HOPMATHBHBIMM JIOKYMEHTAMH, OTHOCSUIMMHUCA K BEICHHUIO KaJIpOBOIO
JIEJIONPOU3BO/ICTBA;

* cTaHJapTaM# YHU(DUIIMPOBAHHON CUCTEMBI KaJpPOBOM JOKYMEHTAIINH,

* TPYIOBBIM 3aKOHOJATEIBCTBOM;

* MpaBWIaMu pabOTHI HA KOMITBIOTEPE U UHOUM OPITEXHUKH;

* MpaBWIAMU MU HOPMaMH OXpaHbl TPyJa, NPOU3BOACTBEHHOM CaHUTAPUH U
Mo>KapHO# 0€30MacHOCTH;

» KonBeHuueil o npaBax peOeHKa.

1.8. Cennanuct mo Kajipam B IIKOJE JIOJDKEH 3HATD:

*  TOpAA0K opopMIICHUS, BECHHUS U XpaHEHUS TOKYMEHTOB I10 IMEPCOHATY;

* TOPAJOK Yy4Ye€Ta JBHXKCHHUS KaJpOB H COCTABJICHUA YCTAHOBJIICHHOM
OTUYETHOCTH,;

* OCHOBBI JOKYMEHTOOOOPOTa U TOKYMEHTAI[MOHHOTO 00ECIICUCHUS,



* TEXHOJIOTMH, METOJbl U METOJUKH MPOBEACHUS aHAIN3a U CUCTEMATU3ALUU
JOKYMEHTOB U HH(OpMaLuy;

* MOPSIOK pacyeTa cTaxa, JbIOT, KOMIEHCAUud, OQOpMIIECHUS TEHCHI
paboTHUKAM;

* CTPYKTYpY 00I11e00pa3oBaTeIbHON OpraHu3alluy,

* TPYAOBOE 3aKOHOJATENILCTBO U UHBIE AKThI, COAEPIKALINE HOPMBI TPYJAOBOTO
IIpaBa;

* OCHOBBI ApPXMBHOIO 3aKOHOJATENbCTBA M HOPMATUBHBIE MPABOBBIE AKThI
Poccuiickoit @enepannu, B 4aCTU BEACHUA JOKYMEHTALUU T10 TIEPCOHAIY;

* 3akoHoAaTenbCcTBO Poccuiickon @denepanun 0 NEpCOHANIbHBIX TaHHBIX;

* JIOKaJbHbIE HOPMATUBHBIE AaKThl IIKOJbI, PETYJIUPYIOIIUE TMOPSI0K
oopMIIEHUS PACTIOPSAIUTENBHBIX U OPTaHU3ALMOHHBIX JJOKYMEHTOB IO MEPCOHAIY;

* HOPMBI 3TUKHU U JIETTIOBOTO OOIICHUS;

* 0a3oBble OCHOBBI nH(OPMATHKH, CTPYKTypHOE IIOCTPOECHUE
MH(GOPMAIIMOHHBIX CUCTEM U OCOOCHHOCTH padOThI C HUMU;

* HOpPMAaTUBHBIC IIpaBOBbIe aKThl Poccuiickon dPenepaunu, peryIUPYIOIINE
npaBa M OOA3aHHOCTH TOCYJAPCTBEHHBIX OPTraHOB, MPO(ECCHOHANBHBIX COIO30B U
IPYTUX MPEICTAaBUTEIbHBIX OPraHOB PaOOTHUKOB IO MPEAOCTABICHHUIO YYETHOM
JOKYMEHTALNH;

* JIOKaJbHbICE HOPMATHUBHBIC AKTHI LIKOJIBI, PETYIUPYIOIINE MTOPSAIOK BEICHUS
JOKYMEHTALIMH 110 YYETYy U JBUKEHUIO IIEpCOHAIA.

1.9. Coenumanuct no Kajapam A0KEH YMETh:

e pa3pabarpiBaTh MPOEKTHl OPraHU3AIMOHHBIX W  PACIOPSIUTEIBHBIX
JOKYMEHTOB I10 TIEPCOHANY;

* oopMIATH JTOKYMEHTBI B COOTBETCTBUHM C TPEOOBAHUSIMHU TPYIOBOIO
3akoHOAaTeNbCcTBa Poccuiickoin depepanuu v JOKAIbHBIMU HOPMATUBHBIMH aKTaMU
00pa3oBaTeIBLHOTO YUPEIKICHNUS,

* BECTH YYET M PETHCTPAIMIO JOKYMEHTOB B MH(GOPMAIIMOHHBIX CHCTEMaX U
Ha MaTEepUAJIbHBIX HOCUTEIISX;

* OpraHM30BHIBATh XPAaHEHHUE JTOKYMEHTOB B COOTBETCTBHUU C TPEeOOBAHUSIMHU
apXuBHOIO  3akoHoAaTesbcTBa  Poccuiickon  depepanun W JOKAIBHBIMU
HOPMAaTHUBHBIMHM aKTaMH 00pa30BaTEILHON OpraHU3allly,

* aHAIM3UPOBATH JOKYMEHTHI M IEPEHOCHUTHh MH(OPMAIIUIO B 0a3bl JAHHBIX U
OTYETHI;

* BBIIBIATH OMIMOKH, HETOYHOCTH, MCIHPABICHUS MW  HEJOCTOBEPHYIO
MH(pOPMAIIHMIO B JOKYMEHTAX, OMPEACIATh JISTUTUMHOCTD JJOKYMEHTOB;

* pabotaTh ¢ UHPOPMAIMOHHBIMU CUCTEMAMU U 0a3aMu JaHHBIX MO BEJACHUIO
y4eTa, JIBHKEHUIO IepCOHaa;

* pas3pabarpiBaTh MPOEKTHI KaIPOBBIX JOKYMEHTOB;

* 0oQopMIATh KaApPOBbIE JOKYMEHTHI B COOTBETCTBHH C TpeOOBAHUAMU



TpyZOBOro  3akoHonarenbctBa  Poccuiickon  depepamun M JIOKaJbHBIMU
HOPMAaTUBHBIMH aKTaMH 00pa30BaTEILHON OpraHu3alliu;

* BECTH YYET M PETUCTPALMIO KaJPOBBIX JOKYMEHTOB B MH(OPMAIMOHHBIX
CHUCTEMAaX U Ha MaTePUAIIbHBIX HOCUTEIIAX;

* AHAJIM3UPOBATH KAJPOBBIC JOKYMEHTHI M MEPEHOCUTH UHPOpMAIHIO B 0a3bl
JTAHHBIX U OTYETHI;

* paboTaTh CO CHEIUATU3UPOBAHHBIMU HH(POPMAIMOHHBIMU CHCTEMaMU U
0a3zaMu JaHHBIX 110 BEJICHUIO yUeTa U JIBXKEHUIO MePCOHAa IIKOJIbI,

e pa3pabarpiBaTh  IUIAH  KOPPEKTUPOBOK  YCTAHOBJIEHHOTO  TOPSIKa
oopMIICHUS JOKYMEHTOB I10 MEPCOHATY U PEaTM30BhIBATH MPUHSITHIC U3MCHEHUS;

* KOHTPOJUPOBATh MPHUCYTCTBUE PAOOTHHUKOB B 00I1I€00pa30BaTEIbHOM
OpraHu3aIuy,;

* o(opMIATH yYEeTHBIE JOKYMEHTHI, MPEIOCTaBIsIEMbIC B T'OCYIapCTBEHHBIE
opranbl, mpodeccCuoHaNbHBIE COIO3bI M JPYTHE MPECTaBUTEIbHBIE OpPTaHbI
PabOTHUKOB;

* OpraHu30BHIBaTh XpaHEHUE JOKYMEHTOB B COOTBETCTBUU C TPEOOBAHHSIMU
TPYJIOBOTO  3akoHodaTenbcTBa  Poccmiickoit  ®@emepaniuun W JOKaJIbHBIMHU
HOPMAaTUBHBIMU aKTaMU IIKOJIbI,

* pabortaTh ¢ HHOOPMAIMOHHBIMU CUCTEMAMU M 0a3aMH JAHHBIX 110 BEACHUIO
y4eTa M IBMKEHUIO IEPCOHANIA;

* paboraTh ¢ UHGOPMAIMOHHBIMU CUCTEMAaMH U 0a3aMu JIaHHBIX MO BEJCHUIO
CTaTUCTUYECKOW U OTYETHOU MH(OPMAIUU IO MIEPCOHAITY;

* AHAJIM3UPOBATH NpPaBUJIA, MPOLEIYPHl U MOPSAIOK, PETYIHPYIOIINE MpaBa U
00s13aHHOCTH TOCYAAPCTBEHHBIX OPraHOB W OpTraHM3allMu IO BOMpocaM OOMeHa
JIOKYMEHTALUEN 10 IEPCOHANTY;

* BECTH JEJIOBYIO NIEPEIUCKY;

* c00JII0IaTh HOPMBI ATUKH JIETIOBOTO OOIICHHS.

1.10. Cnemumanuct mo KaapaM JOJDKEH 3HATh YCTAaHOBIICHHBIE MpaBUjia U
TpeOOBaHUS OXpaHbI TPya U MOKapHOU O€30MaCHOCTH, IPABUIIA TUIYHONU TUTHEHBI U
TUTUEHBI TPpyAa B 00pa30BaTEIbHOM YUPEIKICHUH.

1.11. Coneumanuct 1o KaapaM JOJDKEH MPONTH OO0ydeHHWE M MMETh HaBBIKH
OKa3aHus MEPBOM MOMONIM nocTpagaBiumM, coomogats Konsenunto OOH o npaBax
pebeHka, 3HATh TMOPSAOK JEHCTBUW TpPU BO3HUKHOBEHHH TMOXKapa WA WHOU
YPE3BBIYANHON CUTYAllH U BaKyalllH.

2. Tpynosbie pyHKIUU

OcHoBHLIMU MPYOOBLIMU  DYHKYUAMU CHREYUATUCNA NO KAOPAM 6 WKOJe
SAGNAIOMCHL!

2.1. JlokyMeHTaIlMOHHOE o0ecneueHrne paboThl ¢ MEPCOHAIOM.




2.1.1. Benenue opraHu3allMOHHOM M PACTIOPAIUTENBHONW JTOKYMEHTAlUU IO
nepcoHany o01ieo0pa3oBaTeIbHON OpraHU3allUH.

2.1.2. BeneHue N1OKYMEHTAIMU IO YYETY U JBUXKEHHIO KaJpOB.

2.1.3. AAMUHUCTpUpPOBAHUE MPOLECCOB U JOKYMEHTOOOOPOTa MO YYETy H
JIBUKEHUIO KaJpOB, NMPEICTABIECHUIO JOKYMEHTOB 0 MEPCOHANY 00pa3oBaTEIbHOM
OpraHu3alyy B rOCYJapCTBEHHbIE OPraHbl.

3. JI0/ZKHOCTHBIEC 00S13aHHOCTH CIICMAJHUCTA 110 KaJApaM B IIKOJIe
3.1. B pamkax TpynaoBoi (YHKIMM BEJIEHHWS OpPraHU3allMOHHOW W

pacnopsAUTEILHOM JJOKYMEHTALIUMU IO TIEPCOHAIIY .

*00pabaThiBaCT M AHAIM3UPYET IMOCTYMAIIYID B 00IIe00pa30oBaTEIbHYIO
OpraHu3aIMio0 JOKYMEHTAIUIO 0 IEPCOHAITY;

*pa3pabarbiBaeT U 0GOPMIISCT JOKYMEHTAIMIO MO IMepcoHany (NMepBUYHYIO,
YYCTHYIO, IUIAHOBYHO, TIO0 COIMAILHOMY OOECIICUCHHIO, OpPTraHU3alMOHHYIO,
PacTopsANTEIbHYIO);

* OCYILIECTRIIICT PETUCTPAIIMIO, YICT M TeKYIlIee XpaHCHHE OPraHU3allMOHHON 1
pacopsIINTEIbHON JOKYMEHTAIIMH T10 IEPCOHATY.

3.2. B pamkax TpynoBoi (YHKIIMHM BEJICHHS JIOKYMEHTAIMU MO YYETy H
JABIKEHHUIO KQJIPOB:

* OCYIIECTBJISIET TMOATOTOBKY TIPOEKTOB JOKYMEHTOB IO THpoLeaypam
yIpaBIE€HUs KOJJIEKTUBOM  00II€00pa3oBaTeIbHOW  OpraHU3allH, Yy4eTy W
JIBUKEHHIO [IEpCOHANA;

* OpraHu3yeT CUCTEMBI ABUKEHUS JOKYMEHTOB IO MEIarorudeckoMy, yueOHo-
BCIIOMOTaTEILHOMY U 00CITYKHBAIOIIIEMYy TIEPCOHAIY;

* coOupaer U IPOBEPSIET JINYHBIE JOKYMEHTBI COTPYAHUKOB
001eo0pa3oBaTeIbHON OpraHU3aINHY,

* OCYIIIECTBIISIET TOJATOTOBKY W O(OpPMIICHHE IO 3ampocy pabOTHUKOB U
JNOJDKHOCTHBIX JIMI] KOMNHWH, BBIMHCOK M3 KaJgpPOBBIX JIOKYMEHTOB, CIPABOK,
uH(pOpPMAIIMU O CTa)xe, JbroTax, TapaHTUAX, KOMIICHCAIMSIX M WHBIX CBEJACHHUH O
pabOTHUKAX IIKOJIBI,

* BBIJIACT paOOTHHUKY KaJPOBBIE JOKYMEHTHI O €T0 TPYAOBOU JAEATEIHHOCTH;

* TOBOJUT IO CBeJAEHUS pabOTHUKOB 00pa3oBaTeIbHOW  OpraHu3alvuu
OpraHU3alMOHHBIE, PACTIOPSIANTENbHBIE U KaJIPOBbIE JOKYMEHThI OpraHU3alluu;

* BeJIeT y4eT paboyero BpeMeHu pabOTHUKOB;

* OCYILIECTBJISIET PETUCTPAIMIO, YUET, ONMEPATUBHOE XPaHEHUE JOKYMEHTOB IO
KaJipaM, MOJIFOTOBKY K CJlaue UX B apXUB.

3.3. B pamkax TpyaoBOH (QYHKUMH aJIMHUHUCTPUPOBAHUS MPOLECCOB U
JOKyMEHTO000pOTa MO Y4YeTy U ABUKEHHUIO KaJpPOB, MPEIACTABICHUIO TOKYMEHTOB
10 IEPCOHAITY B FTOCY/IapCTBEHHBIE OPTaHBI:

* OPraHU30BBIBAECT JOKYMEHTOOOOPOT MO YUYETY U ABUKEHUIO KAJIPOB;



* OPraHMU30BBIBACT JTOKYMEHTOOOOPOT 10 TMPEACTABICHUIO JOKYMEHTOB IO
pabOTHUKAM B TOCYAapCTBCHHBIC OPTaHbI,

* MOATOTABIMBAET I10 3aMPOCy TOCYIAPCTBEHHBIX OPraHOB, MPO(ECCHOHATBHBIX
COI030B U JIPYTUX MPEACTABUTEIBHBIX OPTaHOB PAOOTHUKOB OPUTHHAIIBI, BBITTUCKH,
KOITUU JOKYMEHTOB;

* IOATOTABINBACT YBEJAOMJICHUS, OTYETHYIO M CTAaTUCTUUYECKYIO WH(OPMAIUIO
0 Kajpam;

* OCYIIECTBIISCT TOJATOTOBKY HWH(GOPMAIMK O 3aKIIOYECHUU TPYAOBOTO WIH
IPaKJaHCKO-TIPABOBOTO JIOTOBOpPa Ha BBIMIOJIHGHHE padoOT (OKa3aHUE YCIYTr) C
TPKIAHUHOM, 3aMEIIABIIMM JOHKHOCTH TOCYJIAPCTBEHHON WM MYHHUITUTIATBLHOM
CITY’KOBI, TIepeYeHb KOTOPBIX YCTAaHABINBACTCS HOPMATHBHBIMH MTPABOBBIMH aKTaMHU
Poccuiickoit @enepaunm.

3.4. Beimonaser paboTy MO KOMIUIEKTOBaHHIO OO0IIe00pa3oBaTeIbHON
OpraHu3aluy KaJpaMu TpeOyeMbIX MPOoPEeCChid, CIIeUaIbHOCTeH U KBATHU(UKAIIHH.

3.5. IlpuHnMaet y4actrie B paboTe 1o moadopy, oTOOPY, pacCTaHOBKE KaJIpOB B
o0Opa3oBaTeIbHOM OpraHu3aIuy.

3.6. IIpoBOAMT u3y4YeHWE W aHAIU3 JIOJDKHOCTHOM M TpodeccroHaIbHO-
KBAIM(DUKAIMOHHOW ~ CTPYKTYphl ~ PAaOOTHHUKOB  IIKOJBI,  YCTAHOBJIECHHOM
JOKYMEHTAIIMKM IO YYeTy KaJpoB, CBA3aHHOW C MPUEMOM, MEPEBOIOM, TPYAOBOM
JESITENBHOCTHIO U YBOJIbHEHUEM PAaOOTHUKOB, PE3YJIbTATOB aTTECTAMUA PAOOTHUKOB
U OLICHKU WX JICJIOBBIX Ka4eCTB C IIEJIbIO OMpEeeIeHHs TeKYIIeH U MepCreKTUBHON
NoTpeOHOCTH B KajpaX, MOJATOTOBKHM MPEMJIOKEHHM MO 3aMEIIeHUI0 BaKaHTHBIX
TOJKHOCTEH U CO3JJaHUIO PE3epBa HA BHIABHUKCHUE.

3.7. YyacTByeT B TMOATOTOBKE MPEIOKEHUN IO aTTeCTallid, OOYYEHUIO |
MOBBIIICHUIO KBaTH(PUKau pabOTHUKOB 00111c00pa30BaTEIbHOM OpraHu3aIiy.

3.8. IlpuHumaer ydyactThe B OpraHu3amuu pPadOThl, METOAUYECKOM H
MH(POPMAIIMOHHOM 00eCIIeYeHNH KBaTU(UKAIIMOHHBIX, aTTeCTAIIMOHHBIX KOMHUCCHH,
0(OPMIICHUH UX PCIICHHM.

3.9. AHamu3upyeT COCTOSHME TPYJAOBOW JUCHUIUIMHBI W  BBITIOJHEHHE
COTPYIHHUKAMU WIKOJIBI MPABUJ BHYTPEHHETO TPYJOBOTO PACHOPSIKA, JBIKCHHE
KaJIpOB, Y4YacCTBYeT B pa3pa0OTKE MEPOMPUATUNA 10 CHUIKEHUIO TEKYy4eCTH H
VIIYUIICHUIO TPYAOBOU TUCITUATIITHBI.

3.10. Kontpomupyer cBoeBpeMeHHOE OQOpMIICHHUE TpHeMa, TIepeBoAa W
YBOJIbHEHHUSI paOOTHHKOB, BbIIaUy CIPABOK 00 MX HACTOSIIEH M MPONLIONH TPYAOBOI
JESTENBHOCTH, COOJIO/ICHNE MPABWJ XPAHCHHS W 3alOTHEHHS TPYIOBBIX KHIDKEK,
MOATOTOBKY JTOKYMEHTOB JIJII YCTAHOBJICHHSI JILTOT W KOMIIEHCAIIUHA, O(OPMIICHUS
MeHCH pabOTHUKAM U JIPYrod YCTAHOBIICHHOW OKYMEHTAIIMU MO KajJpaM, a TaKkKe
BHECCHHE COOTBETCTBYIOIICH WHGoOpMamu B OaHK JaHHBIX O TIEpcOoHAle
00pa3oBaTeILHON OpraHU3aIlNH.

3.11. CocraBisieT yCTaHOBJICHHYIO OTYETHOCTb.



3.12. BblnonHseT pazIuyHbIe ONEPAIMH C HCIOJIb30BAHUEM KOMITBIOTEPHOM
TeXHUKU T[0 TMporpaMmam, MpeAHA3HAYCHHBIM s cOopa, o0paboTku U
MpeoCTaBiICHUs UHPOPMAITUH.

3.13. OOecmneynBaeT 3aIIMTy IPAB U CBOOOJ YUalIUXCs, poAUTEIcH (3aKOHHBIX
npeacTaBuTeNeit), paOOTHUKOB HIKOJIBI IPH 00pabOTKE MEPCOHATBHBIX JAHHBIX.

3.14. Ctporo cobmronaer KOHGUICHIMATBHOCTh MEPCOHANBHBIX JTaHHBIX U
TpeOOBaHUA MO 3alIUTE U 0€30MACHOCTU NMEPCOHANBHBIX JAHHBIX IPU UX 00paboTKe,
HEJIOMYIIICHUE UX PACIIPOCTPAHCHHS O0€3 COoTJIachs CyObEeKTa MEPCOHATBHBIX TAaHHBIX
WJIH HAJTWYIHS JIPYTrOro 3aKOHHOTO OCHOBAHMS.

3.15. CoOmromaeT KynbTypy H© DJTHKY OOIIEHHUS C  IEPCOHAIOM
00pa30BaTEILHOTO YUYPEIKACHHS, OOYYAIOMIMMUCS W POJUTCISAMU (3aKOHHBIMU
NIPEICTABUTEIISIMHU ), TTOCETHTEIISI M.

3.16. Crporo coOmromaer mpaBa U CBOOOABI JETEH, coJepxkKaiiuecs B
denepanbHoM 3akoHe «O0 oO6pazoBanun B Poccuiickoit denepanun» n KonpeHmu
OOH o npaBax peOeHKa, ABISETCS TPUMEPOM JJIS IIIKOJIBHUKOB.

3.17. ObecneunBaer CcoOJIOJCHUE YUCTOTHI W TMOpsJKa Ha cBoeM pabouem
MecTe.

3.18. Cneumanuct mo kaapam coOmtogaer YcrtaB u I[IpaBuiia BHYTpeHHEro
TPYJZOBOTO pacmlopsiika MIKOJbl, KOJJIEKTUBHBIA W TPYIOBOM JOTOBOp, a TaKKe
JIOKaJbHBIE aKThl U MIPHUKA3bl AUPEKTOpa 00pa30BaTEIbHON OpraHU3alUu.

3.19. [IIpoxomguT B yCTAaHOBJIEHHOM 3aKOHOJATEIbCTBOM Poccuiickoii
@denepanuu nopsake oOydyeHHe W MPOBEPKY 3HAHUN M HABBIKOB B OOJACTH OXPAaHbI
TpyZJa, MHCTPYKTAXKU MO OXpaHe TPY/a U MOKapHOU 0€30MacHOCTH.

3.20. Cnemnuanucty 1O KajapaMm 3amlpeliaeTcss HCMOJIb30BaTh HEHCIPABHYIO
MeOemb, JJIEKTPOOOOPYI0BAaHUE, JJICKTPONPHOOPHI, KOMIIBIOTEPHYIO U HHYIO
OpPITEeXHUKY WKW 000pynoBaHHE U MeOenb C SBHBIMU TMpPHU3HAKAMH TOBPEKICHUS,
KypHUTh B TIOMEIIICHUAX U HA TEPPUTOPUHU 00111€00pa30BaTEIbHON OpraHU3aIlNN.

3.21. CoOmrogaeT mpaBuiia UCMONIb30BaHUs ceTu MHTEepHeT.

3.22. Cobumronaet mpaBuiia OXpaHbl TPY/a, MOKAPHON U IIIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTMUEHUYECKHE HOPMBI W TpeOOBaHMS, TPYAOBYIO MUCIUIUIMHY Ha
pabodeM MecTe W peXHUM pPadOThl, YCTAaHOBJICHHBIH B 00IIe00pa3oBaTEIbHOM
OpraHu3aIny.

3.23. Ilepponuueckd MPOXOAWT OCCIIaTHBIE MEIUIIMHCKUE OO0CIeI0BaHNA,
MOBBIMIAET CBOIO MPO(PECCHOHAIBHYIO KOMTIETEHITHIO.

3.24. OcymiecTBISIET CBOIO JICITCIBHOCTh HA BBICOKOM MPOQECCHOHATHLHOM
YpOBHE.

4. IlpaBa
CoenuanucT 1o Kajipam UMEET NpaBo:




4.1. llony4yats MHpOpPMALIMIO, B TOM YHCIE U KOH(PUIEHIMAIbHYIO, B 00BEME,
HEOOXOMMOM JIJIsl PEIICHUS TOCTABJICHHBIX 3a]1ay.

4.2. 3amnpamuBarth JIMYHO WU MO TMOPYYEHUIO AUPEKTOpa OT PaOOTHUKOB
o0111e00pa3oBaTeIbHON OpraHu3allid UHPOPMAIUIO U JOKYMEHTHI, HEOOXOJUMBIC
JUTSL BBITIOJIHEHUS €T0 JIOJKHOCTHBIX 00s13aHHOCTEH.

4.3. TpeboBaTh OT aAMUHHUCTPAIIMHU MIKOJBI CO3AAHUS ONTHUMAIbHBIX YCJIOBHUHN
JUISL BBITIOJTHEHUSI CIYKEOHBIX O0S3aHHOCTEH M COXPAHHOCTH BCEX JIOKYMEHTOB,
00pa3yronuxcs B pe3yabTare JeATeIbHOCTH CIeUANIMCTA 110 KaJpaM.

4.4, TlpyuHUMaTh pelIeHus B Mpejesiax CBOeH KOMIETEHITUU.

4.5. Ha marepuanbHO-TEXHUYECKUE YCIOBUS, TpeOyeMble Jisi BBIMOJTHEHUS
JIOJDKHOCTHBIX 00S13aHHOCTEH crenuanucTa 1mo kKajapam, Ha obecrieueHue paboyero
MeCTa, COOTBETCTBYIOIIET0 FOCYJaPCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSM OXPaHbI
TpyJla W TIO)KapHOW OE30MaCHOCTU, a TAaKXKe YCJIOBHUSM, MPEAYCMOTPEHHBIM
KosnnekTuBHBIM OTOBOpPOM.

4.6. 3HaKOMUTBCS C TMPOEKTAMHU PEIICHUH TUPEKTOpa, OTHOCSIIUXCS K €ro
npodecCUuOHaTbHON JIESITEIBHOCTH, C Kajo0aMH U JPYTMMH JOKYMEHTaMH,
COJIEpIKaIllMMH OLICHKY €Tr0 paboThl, JaBaTh MO HUM OOBSICHEHUS.

4.7. TlpemoctaBisiTh AUPEKTOPY HaA PACCMOTPEHHE MPEUIOKEHUS II0
YIYUIIEHUIO TSI TEbHOCTH oOpazoBaTeabHOM OpraHu3anuu u
YCOBEPIICHCTBOBAHUIO CHOCOOOB pPabOThl MO  BOIMPOCAM, OTHOCSIIMMCS K
KOMIIETEHIIMH CIIEIUAINCTA 10 KaJipaMm.

4.8. YyacTBOBaTh B pabOTE€ OpPraHOB cCaMOYIIpaBJIEHUsI 00IIe00pa3oBaTEIbLHON
opraHuzaiyu, B padbote o0miero coopanus pabOTHUKOB, B OOCYXJICHUU BOIPOCOB,
KaCalIIUXCA  MCIOJIHSAEMBIX  CHEIHUAINCTOM IO  KaJpaMm  JOJDKHOCTHBIX
00513aHHOCTEH.

4.9. Ha wMopanbHO€ H MaTepuajbHOE TOOIIPEHUE, HArPaXIACHUS IO
pesynbrataM MpOPECCHOHAIBHONW JCSATENBHOCTH, Ha COLMAIbHBIE TapaHTHH,
MPEyCMOTPEHHBIE 3aKOHOAATENbCTBOM Poccuiickon denepanun.

4.10. Ha 3ammry cBoeil mnpodecCHoHAIbHON 4YeCTH W JOCTOMHCTBAa. Ha
KOH(UIEHIINATBEHOCTh CIIyKeOHOTO paccieoBaHus, KpoMme CJIy4aes,
MpEeTyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccutickon deaepanuu.

4.11. 3amumiaTh CBOM MHTEPECHI CAMOCTOSTCIIEHO H/WIIH Yepe3 MPEACTABUTEIIS,
B TOM 4YHCJIE aJiBOKaTa, B Ciyyae JUCHUIUIMHAPHOTO WA CIY>KEOHOro
paccieoBaHusl, KOTOPOE CBSA3aHO C HAPYIIEHHEM CHEIUAIMCTOM IO KaJpam HOPM
po¢eCCHOHATTLHON ITHUKH.

4.12. Cnenuanuct Mo KaJpaM B IIIKOJIE UMEET WHBIE MpaBa, MPEIyCMOTPEHHEIE
TpynoBeim Konexkcom Poccuiickori @enepannu, YcrtaBoMm, KoOJJIEKTUBHBIM
JIOTOBOPOM, [IpaBuinamu BHYTPEHHETO TPYIOBOTO pacropsiaka
00111e00pa30BaTEIbHON OPraHU3aLIH.



5. OTBeTCTBEHHOCTH
5.1. B nopeanycMOTpEHHOM 3aKOHOJIATEJILCTBOM Poccuiickoit  Denepanmu
HOPSJIKE CIEIUAIMNCT 10 KaapaM HECET OTBETCTBEHHOCTD:

* 33 HENPaBOMEPHOE MCIOJIb30BAHUE TMPEIOCTABICHHBIX JOJXKHOCTHOU
MHCTPYKIHEHN TIPaB v MOJHOMOYMH, & TAKkKE€ UCIIOJIb30BAHME UX B JIMYHBIX LIEJISX;

* 3a pasrjaimeHue KOH(UIEHUHATbHOM HH(pOpMalMM, TOJYYEHHOHM B
pe3yibTaTe BBITIOJHEHUS! JOJKHOCTHBIX O00S3aHHOCTEH, MEPCOHATBHBIX JaHHBIX
COTPYIHUKOB, OOYUYAIOIIUXCS U UX POAUTENIEH (3aKOHHBIX MPECTaBUTENEH);

* 3a JIOCTOBEPHOCTH TMpEeAOCTaBiIsieMOd HUHPOpMAIIUU  JTUPEKTOPY, €€
CBOEBPEMEHHYIO MOJITOTOBKY;

* 32 HEOKa3aHWE WJIM HECBOEBPEMEHHOE OKa3aHUWE TMEpBOM MOMOUIU
MOCTPAJaBIIEMy, HE CBOECBPEMEHHOE H3BEIICHUE WJIM CKPBITHE OT JIHPEKTOpa
IIKOJIbI HECUYACTHOTO CllyyYas;

* 3a HECOONIOZIeHWe WHCTPYKIIMA 10 OXpaHe Tpyla U TOKapHOU
0e301acHOCTH;

* 3a HapylUICHHWE MOpAAKA AECUCTBUM B CIy4ya€ BOSHUKHOBEHHS UPE3BBIYANHON
CUTYaIUHU U BaKyalluu B 0011e00pa30oBaTeIbHON OpraHU3aIlvH.

5.2. 3a HEUCNOJHEHHE WU HapylieHue 0e3 YBaKUTEIbHBIX MPUYHUH
00s13aHHOCTEM, YCTAHOBJICHHBIX JIOJDKHOCTHOM HMHCTPYKIMEW CHEIHaucTa IO
KajgpaMm B IIKosie 1o mnpodcrannapty, YcraBa u [IpaBui BHYTpEHHETO TPYAOBOIO
pacropsiika, 3aKOHHBIX PAacHOpsDKEHUWM — JUPEKTOpa M HHBIX  JIOKAJIBHBIX
HOPMATUBHBIX aKTOB, PAa0OTHUK TMOJBEpPraercs IUCIUIUIMHAPHOMY B3BICKAHHUIO
cormacHo cratbe 192 Tpymooro Komekca Poccuiickoit deneparuu. 3a rpyboe
HapylIeHUE TPYAOBBIX OOS3aHHOCTEH B KauyeCTBE IUCHUIUIMHAPHOTO HaKa3aHUs
MOJKET OBITh IPUMEHEHO YBOJIbHEHHUE.

5.3. 3a wucmnosib3oBaHWE, B TOM YHCIE OJHOKPATHO, METOIOB BOCIHTAHMS,
BKIIFOYAIOIMNX (pu3nyeckoe W (WIIM) TICMXOJIOTHYECKOE HACWIME Hal JIMYHOCTHIO
oOydJaromierocsi, a TaKXe 3a COBEPIICHHE WHOTO aMOPAIBHOTO TPOCTYIKa
CHEIUANNCT TIO0 KaJpaM MOXET OBITh OCBOOOXKIIEH OT 3aHUMAaeMOW JOHKHOCTHU
cornacHo TpynoBomy Kogekcy Poccuiickort ®denepanuu. YBOJIBHEHUE 32 JTaHHBIN
MIPOCTYIIOK HE SIBJISIETCS MEPOM JUCLUIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmoneHWE MpaBUI U TPeOOBAHWUW OXpaHBI TPyAAa M IOKAPHOM
0€30MacHOCTH, CAHUTAPHO-TUTUCHUYECKUX TIPABWII U HOPM CIEIUATUCT 10 KaJpam
MPUBJIEKAETCS K aJIMHUHUCTPATUBHOM OTBETCTBEHHOCTU B MOPSJKE U B CIydasx,
NpPEeIyCMOTPEHHBIX  aJMUHUCTPATHUBHBIM  3aKOHOAATEJIbCTBOM  Poccuiickoit
denepanum.

5.5. 3a mnpaBoHApyIICHUS, COBEPIICHHBIE B MPOILECCE OCYIICCTBICHUS
TPyIOBbIX (YHKIIMH HECEeT OTBETCTBEHHOCTb B IMpejenax, ONpeAeTIeHHBIX
aIMUHHUCTPATUBHBIM, YTOJIOBHBIM U TPaXIAHCKUM  3aKOHOJIaTE€IbCTBOM
Poccuiickoit @enepanum.
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6. BzaumooTrHomeHust. CBSA3M 1O T0JIKHOCTH

6.1. Cpoemuaiuct 1O KajapaMm BBIIOJHSET pPabOTy coracHo Trpaduky,
cocTaBlicHHOMY cC yuyeroM 40-yacoBoili paboueld HeNEnu, W YTBEPKIECHHOMY
JUPEKTOPOM 00111e00pa30BaTENbHON OpraHU3aluy.

6.2. CnemuanucT 1O KajgpaM B 00mIeo0pa3oBaTeibHOM — OpraHu3aluu
CaMOCTOSITETTFHO IJIAHUPYET CBOIO JAesITeNbHOCTh. [lman paboTel  KaapoBOTO
CTEIMATUCTa COTIIACOBBIBAETCSI HETIOCPEICTBEHHO C TUPEKTOPOM.

6.3. [Ilomywaer ot jgupekTopa 001Ie00pa30BaTEIBLHON  OpraHU3aIUU
UH(GOpPMAIIMIO0 HOPMATUBHO-TTPABOBOT'O XapaKTepa.

6.4. OOmenuBaetrcs wuHpoOpMaluend MO BOIMpPOCaM, OTHOCSIIUMCS K €ro
JESATENBHOCTH, C aJIMUHHUCTPAIIUEH, MMearori4ecKiuM, y4eOHO-BCIIOMOTaTeIbHBIM H
00CITY)KMBAIOIINM IEpPCOHAIOM o011e00pa3oBaTeIbHON OpTaHu3allnH,
UHPOPMHPYET KX O PEHICHUAX JUPEKTOPA MO KaJPOBLIM BOIIPOCAM.

6.5. CooOuraeT AMPEKTOPY U €ro 3aMECTUTENIIM UH(GOPMAIIHIO, TTOTYYEHHYIO Ha
COBEIIaHUX, CEMUHAPAX, HEIIOCPECTBEHHO MOCIIE €€ TIOTYICHHUS.

6.6. UadopmupyeT nupekTopa oOpa3oBaTEIbHOM OpPraHU3AIMU O BO3HUKIIHX
TPYIHOCTSIX M MpobiieMax B paboTe, 0 HeJOocTaTKax B oOecredeHun TpeOOoBaHUM
OXpaHbl TPyJla U MOXapHOW 6e30macHOCTH. BHOCUT mpensioskeHusi o yCTpaHEHUIO
HEJ0CTATKOB, [0 ONITUMM3AIUN CBOEH JESITEIIbHOCTH.

6.7. O (¢axkTe BO3HUKHOBEHHUS  TPYNMNOBBIX  HUHPEKIUOHHBIX |
HEeMH(EKIMOHHBIX 3a00JIeBaHMM, aBapUUHBIX CUTyalluidi B paboTe CUCTEM
AIEKTPOCHAOKEHHUS, TeIUIOCHA0KEHHUS, BOJIOCHA0KEHHU S, BOJIOOTBEICHHUS, KOTOPHIS
CO37Al0T  yrpo3y BO3HUKHOBEHUS H  PACHPOCTpAHEHUs  HHQPEKIIMOHHBIX
3a00J€BaHUl W OTpaBICHM, CICIHUAIUCT MO Kaapam HHPOPMUPYET AUPEKTOpa
MIKOJIBI (TIPU OTCYTCTBUM — HHOE JTOJDKHOCTHOE JIUIIO).

6.8. Undopmupyer 3amectuTenss AUPEKTOpa MO  aJAMUHUCTPATHBHO-
XO3SIICTBEHHOM YacTH O HEJOCTATKaX B KAHIIEISIPCKUX MPUHAICKHOCTAX, Oymare u
WHBIX PACXOAHBIX MaTepuaigax, O TMOJOMKax MeOenmn U OpPITeXHUKH, B
AIEKTPOOOOPYI0BAHUH, BOJAOIPOBOIHON U OTONMHUTEIIHFHON CUCTEMAX.

6.9. Bo BpeMms OTCyTCTBHS CHEIUANINCTa MO KaapaM ero OOsS3aHHOCTH
BBITIONTHSCT COTPYJIHUK, UMEIONINI Bce Tpedyromuecs npodeccuoHalbHbIE 3HAHMS,
YMEHMSI M HABbIKM, HA3HAYCHHBIM MPHUKA30M JUPEKTOpa. JlaHHBIM COTPYIHUK
MpPUOOPETaeT COOTBETCTBYIONIME TIpaBa M HECET IOJHYI0 OTBETCTBEHHOCTH 32
KaueCTBEHHOE BBITIOJHEHNE BO3JIOKCHHBIX HA HETO 00S3aHHOCTEH.

7. 3aka0unTeIbHbIE MOJI0KEHUS
7.1. O3HakomiieHME pPAO0OTHUKA C HACTOSIIEH JOJKHOCTHOM MHCTPYKIMEH
OCYILIECTBIISIETCS IIPU IIpUEME Ha paldoTy (10 MOANKUCAHUS TPYAOBOTO AOTOBOPA).



7.2. OnMH 3K3eMIUBIp AOJDKHOCTHOM HMHCTPYKIMM HAXOOUTCA y IHPEKTOpa
LIKOJIbI, BTOPOU — Y COTPY/IHHUKA.

7.3. @akT O3HAKOMJIEHUS C HACTOSAILIEH WHCTPYKIMEN IOATBEPKAACTCS
MOJANKCHIO B IK3EMIUIAPE UHCTPYKILUHU, XPAHSIIIEMCS y TUPEKTOpa 00pa3oBaTEIbHOMI
OpraHM3aluy, a TAKXKE B KYPHAJIE 03HAKOMIICHHUS C TOJKHOCTHBIMU MHCTPYKLUSAMH.

Lonoxcnocmuyro uncmpykyuio pazpaboman: / /

C 0onvtcHOCMHOU UHCMPYKYUell 03HAKOMAEH (@), 00UH IK3eMNIAP NOJYYUL (4) HA PYKU.
«  » 202 1. / /
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