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1. O61mme mo0KeHUs

1.1. Hacrosimias AOMKHOCTHAsET HWHCTPYKLMS CHEUUANMCTa 10 Kaapam
paspaborana B cooTBeTcTBUU ¢ [IpodeccuonampapiM cranmaptom: 07.003
«Cnenuanuct 1O  YHOPABICHUIO MEPCOHAJIOM», YTBEPKICHHBIM  MPHUKA30M
MuHnucTepcTBa Tpyaa U colmaabHol 3anmmuThl Poccuiickoit deaeparun Ne691u ot 6
okTs0ps 2015 rona; ¢ yuerom ®@enepanbHoro 3akona Ne273-d3 ot 29.12.2012r «O6
oOpazoBanun B Poccuiickoit ®eneparuny»; CII  2.4.3648-20 «CanutapHo-
AMUIECMHUOJIOTHYECKIE TpeOOBaHWS K OPraHW3alldsM BOCIHTAHHWS W OOyYCHHS,
OT/bIXa U O3JO0POBJICHUS JAETEH U MOJIOJEKU», B COOTBETCTBUM C TpyaoBBIM
konekcoMm Poccuiickonn @enepanuun, YCTaBOM U APYTMMH HOPMAaTUBHBIMHM aKTaMH,
PEryJUPYIOIUMH TPYIOBbIE OTHOIICHUS MEXYy paOOTHUKOM U pabOTOAATENEM.

1.2. JlaHHas MHCTPYKUHUS ONpEAeNsieT NEepeueHb TPYIOBbIX (DYHKIMN H
0o0s3aHHOCTEM chenuajucTa IO KajgpaM B IIKOJE, a TaKXe ero Ipasa,
OTBETCTBEHHOCTh W  B3aUMOOTHOILIECHHMS MO JOJDKHOCTH B  KOJUIEKTHBE
o0pa3oBaTeNnbHON OpraHu3allvu.

1.3. Crnenmanuct mo Kaapam Ha3HA4YaeTCsl U OCBOOOXKIAETCS OT JOHKHOCTH
MpUKa30oM  JUPEKTopa  0oO0IIe00pa3oBaTEeIbHOM  OpraHuM3alid B MOPSIKE,
YCTaHOBIICHHOM TpyaoBeiM Kkojekcom Poccuiickon @Penepaumym W TPYIOBBIM
JIOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.

1.4. Ha Bpemsi OTIyCKa U BPEMEHHOM HETPYJOCIOCOOHOCTH CIEIMAIUCTA TI0
KaJpaM €ro OO0S3aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JIEJIOMPOU3BOJIUTENS WM
JIpYyroro  COTpyAHHMKa  oOmieoOpa3oBaTeIbHOM  opraHu3anuu.  BpemeHHoe
HCTIOJTHEHUE O0s3aHHOCTEN B JIAHHBIX CIydasiX OCYIIECTBIISICTCS COTJIACHO MPHUKa3y
TUPEKTOpa, W3JJaHHOTO C coOmrojieHneM TpeOoBanuii  TpyaoBoro Kojekca
Poccuiickon ®@enepanum.

1.5. Ha 10/5KHOCTB CHeIUaIncTa 1mo Kajapam TpUHUMAETCS JIUIIO:

* UMEWIee cpeaHee MpoQecCHoHAIbHOE 00pa3oBaHWEe - TIporpamma
MOJITOTOBKHU CHEIUAINCTOB CPEIHETO 3BEHA, JMOTOJHUTEIHHOE MPOdeCcCHOHAIBHOE
oOpa3zoBaHue - MpOrpaMMbl TPO(HECCHOHATHLHON MEPEenoArOTOBKH, MPOTrPaMMBI
MOBBIIIEHUS KBATU(PUKAIUY;

* 0e3 npeabsBiIeHUs TPeOOBAaHUM K ONBITY paOOThI;

* COOTBETCTBYIOILIEE TpeOOBaHUSAM, KacaroluMcst MIPOXOKICHUS
MpeBAPUTENILHOrO (TIPU MOCTYIJICHUU Ha Pa0dO0Ty) U MEPUOANUYCCKUX METUITUHCKUX
OCMOTPOB,  BHEOYEPEIHBIX  MEIUIMHCKHX  OCMOTPOB IO  HAaMpPaBJICHUIO
paboroaarens, 00sS3aTeIbHOTO MICUXUATPUUECKOTO OCBUICTEIBCTBOBAHUS (HE pexke
1 paza B 5 1ner), npodeccHoHaIbHON THTHCHHUYECKOW IOJATOTOBKH M aTTECTAI[UU
(mpu mpuemMe Ha paboTy W Aaynee He pexe |1 pa3a B 2 roja), BaKI[MHALIUM, a TaK¥Ke
UMEIoIee JIMYHYI0 MEJIUIMHCKYIO KHIDKKY C  pe3yibTaTaMH MEIUIIMHCKUX
oOcreoBaHnil U J1aOOPATOPHBIX HCCIEIOBAHUM, CBEACHUSMH O IPUBUBKAX,



MEPEHECEHHBIX NHPEKIMOHHBIX 3a001€BaHUIX, O TPOXOKACHUH TPO(HeCcCHOHATEHON
TUTMEHUYECKON MOJTOTOBKU U aTTECTAIlUU C JOIYCKOM K padoTe;

* HE UMEIOIIee OrPaHUYCHUN Ha 3aHATHE TPYAOBOH AESITENBHOCTBIO B cdepe
o0pa3oBaHHusl, U3NOXKEHHBIX B cTatbe 351.1 «OrpaHnyeHus Ha 3aHIATHE TPYAOBOU
NEATEIbHOCTHIO B chepe oOpa3oBaHus, BOCITUTAHMUS, pa3BUTHA
HECOBEPIICHHOJIETHUX, OPraHU3alid UX OTAbIXa W O3JI0POBJICHUS, MEIUIMHCKOIO
oOecrieueHus, COIMAIBHOW 3allUThl U COLMAIBLHOrO OOCHyKuBaHUS, B cdepe
JNETCKO-IOHOIIECKOr0  CIOpTa,  KyJbTYphl M HCKyCCTBA C  y4YacCTHEM
HECOBEPUICHHOJIETHUX» TpynoBoro kojaekca Poccuiickoit denepannu.

1.6. Chneumanuct 1o Kaapam TOJYUHSAETCS HEMOCPEACTBEHHO IUPEKTOPY
0011e00pa30BaTeIbHON OpraHU3aIiH.

1.7. B cBoell nestenbHOCTH pyKoBojAcTByeTcs KoHcTutyumedn u 3akoHamu
Poccuiickon ®enepanuun, ykazamu IIpesupenra, pemenusmu IIpaBurenbcTBa
Poccuiickoii denepaiiui U OpraHoB yIpaBJieHUs: 00pa30BaHUs BCEX YPOBHEH IO
BOIIPOCaM, KacCarolMMCS €ro TPYIOBOM JEATEIbHOCTH, TPYAOBBIM JIOTOBOPOM
MEXIy paOOTHUKOM M pyKoBoauTelneM. Takxke, CHEHHATUCT MO KaJapam
PYKOBOJICTBYETCS:

* AJMUHUCTPATUBHBIM, TPYIAOBBIM M XO3SHUCTBEHHBIM 3aKOHOAATEIHCTBOM
Poccuiickon denepanumy;

» OepnepanbHbiM  3akoHOM No273  «O6 oOpazoBanuun B Poccuiickoit
denepauum;

* VYcTaBOM U JIOKaJIbHBIMU aKTaMd, B TOM uuciie [IpaBuinamMu BHYTpEHHETO
TPYJAOBOTO paCTOPSAAKA, IPUKA3AMHU U PACTIOPSKEHUSIMU AUPEKTOPA IIKOJIBI,

e CII 243648-20 «CaHuTapHO-3IUAEMHOJIOTUYECKHE TpeOOBaHUS K
OpraHu3alMsIM BOCIUTAHUS U OOYYEHMs, OTAbIXa M O3JO0POBIEHUS JETel u
MOJIOJIEKI;

* [OCTAHOBJICHUSIMU, PACTIOPSAKEHUSIMU, TPUKA3aMHU U UHBIMU PYKOBOASIIUMU
U HOPMAaTUBHBIMU JIOKYMEHTaMH, OTHOCAIIMMHUCSA K BEICHUIO KaJapOBOrO
JIEJIONPOU3BOCTBA;

* CcTaHJapTamMu YHU(PHUIIMPOBAHHON CUCTEMBI KaJpOBOM JOKYMEHTAIINY;

* TPYIOBBIM 3aKOHOAATEIbCTBOM;

* MpaBwiIamMu pabOTHl HA KOMITBIOTEPE U UHOU OPTTEXHUKHU;

* [paBUJIAMU U HOPMaMH OXpaHbl TpyZAa, MPOU3BOACTBEHHON CaHUTApUHU U
MOKapHOU 06€30MacCHOCTH;

» Konsenmueii o mpaBax peGeHKa.

1.8. Cnenuanuct mo Kajapam B IIKOJIC TOJKEH 3HATh:

* MopsAa0oK ohOpMIICHHUS, BEACHUS U XpaHEHHUS IOKYMEHTOB 10 MIEPCOHAITY;

* TMOPSAJOK YyyeTa [JBW)KCHHUS KaJpOB U COCTaBJICHUS YCTaHOBJICHHOU
OTYETHOCTH,

* OCHOBBI JJOKYMEHTOOOOpPOTa U JOKYMEHTAIIMOHHOTO 00€CTICUCHUS;



* TEXHOJOTMM, METOJBI U METOJMKHU ITPOBEICHHS AHAIN3a U CUCTEMATU3ALNU
JOKYMEHTOB M UH(OpMAaLINH;

* TOPSAAOK pacyera CTaka, JbroT, KOMIECHCAlMid, O(QOPMIICHHS TMEHCH
paboOTHHKAM;

* CTPYKTYypy 00111€00pa30BaTEIbHON OpraHu3allny;

* TPYIOBOE 3aKOHOJATENBCTBO Y MHBIE aKTHI, COACPIKALINE HOPMBI TPYAOBOIO
pasa;

* OCHOBBI apPXMBHOI'O 3aKOHOJATEIbCTBA M HOPMATHBHBIE IIPABOBBIC AKTHI
Poccniickont @enepannu, B 4aCTH BEACHUSA JOKYMEHTAMU 10 IEPCOHAILY;

* 3akoHogarenbcTBO Poccuiickon denepannu 0 MEPCOHANBHBIX JaHHBIX;

* JIOKAJIBbHBIE HOPMATUMBHBIE AaKThl IIKOJIBI, PETYJIUPYIOIIUE MOPSIOK
o(opMIIeHUs PACTIOPSIUTENBHBIX U OPraHU3alIMOHHBIX JOKYMEHTOB I10 IEPCOHAY;

* HOPMBI 3TUKHU U JI€JIOBOI'0 OOLICHMUS;

* 0a3oBbIE OCHOBBI UH(POPMaATHUKH, CTPYKTYPHOE IIOCTPOCHUE
MH(POPMAIIMOHHBIX CUCTEM U OCOOEHHOCTU Pa0OTHI C HUMU;

* HOpMAaTHUBHBIE MpaBOBbIe akThl Poccuiickonn denepannu, peryinpyronme
npaBa U 00SI3aHHOCTH TOCYAAPCTBEHHBIX OpPraHOB, MPO(ECCHOHATBHBIX COIO30B H
IPYTUX TPEICTaBUTENbHBIX OPraHOB PA0OTHHUKOB IO MPEJOCTABICHUIO YYETHOM
JOKYMEHTaLUU;

* JIOKaJbHbIE HOPMATUBHBIE AKThI LIKOJIBI, PETYJIUPYIOLIUE TOPSAIOK BEICHHUS
JOKYMEHTALMU 10 YUETY U ABUKEHUIO [IEPCOHAIIA.

1.9. Coenunanuct no KajipaM JI0KEH YMETh:

* pazpabarpiBaTh MPOEKThl OPTraHU3AIMOHHBIX W  PACHOPAIAUTEIIBHBIX
JIOKYMEHTOB T10 MepCOHaIy;

* oopMIATH JTOKYMEHTBI B COOTBETCTBUU C TPEOOBAHUSMH TPYIAOBOTO
3akoHozarenbcTBa Poccuiickon @enepannu U JJOKaJIbHBIMA HOPMATUBHBIMUA aKTaMU
00pa3oBaTENbLHOTO YUPEKICHHUS,

* BECTH y4YeT U PETUCTPAIMIO IOKYMEHTOB B MH(DOPMAIMOHHBIX CUCTEMAaX U
Ha MaTepUATIbHBIX HOCUTENSAX;

* OpraHu30BBIBaTh XpAaHEHUE JOKYMEHTOB B COOTBETCTBUM C TPEOOBAHUSIMU
apXMBHOTO  3aKkoHojarelnbcTBa  Poccuiickoin  ®Denepanun U JOKAIbHBIMU
HOPMAaTHUBHBIMHM aKTaMHu 00pa30BaTEILHON OpraHu3alluy;

* AHAJIM3UPOBATH JIOKYMEHThI U MEPEHOCUTHh MH(OpMaIMiO B 0a3bl TaHHBIX U
OTYETBHI;

* BBISBIATH OIIMOKH, HETOYHOCTH, WCIPABICHUS W HEJOCTOBEPHYIO
nH(}OpMAIUIO B TOKYMEHTAaX, ONPEAEISATh JETUTUMHOCTh JOKYyMEHTOB;

e pabotaTh ¢ UH(POPMAITMOHHBIMU CUCTEMAaMH U 0a3aMu JIaHHBIX IO BEICHUIO
ydeTa, IBUKEHUIO TIepCoHaa;

* pazpabarbiBaTh MPOEKTHI KAIPOBBIX TOKYMEHTOB;

* odopMIIATH KaApOBBIE JOKYMEHTHI B COOTBETCTBHM C TpeOOBaHUSIMU



TPYAOBOrO  3akoHogarenbcTBa  Poccuiickor  @enepanun W JIOKAJIBbHBIMU
HOPMAaTUBHBIMH aKTaMU 00pa30BaTEIbHON OpraHu3aluy;

* BECTH y4YeT M PETHUCTPAIMI0 KAJIPOBBIX JOKYMEHTOB B HMH(OPMAIIMOHHBIX
CUCTEMaxX M Ha MaT€pUaIbHBIX HOCUTEIIAX;

* aHaJU3HUPOBAThH KAJIPOBBIE IOKYMEHTHI M MEPEHOCUTH MH(MOPMAIUIO B 0a3bl
JAHHBIX U OTYETHI;

e paboTaTh €O CHEUATU3UPOBAHHBIMU HWH(MOPMAIIMOHHBIMU CHUCTEMaMH H
0a3amMu TaHHBIX IO BEJICHUIO YYeTa U JBMYKCHUIO TIEPCOHANA IIKOJIBI;

* pa3pabaThiBaThb IJIaH  KOPPEKTUPOBOK  YCTAHOBIEHHOTO  MOpsIKa
odopmIIeHHs JOKYMEHTOB I10 TIEPCOHAITY U PEaIn30BbIBATh MPUHATHIC U3MEHEHUS;

* KOHTPOJIMPOBATh TMPHUCYTCTBHE pPAOOTHUKOB B 00IIC00pa3oBaTEIHLHOM
OpraHu3alluy;

* 0hOpMIIATh YYETHBIE JOKYMEHTBI, MPEJOCTABISIEMbIE B TOCYJAapPCTBEHHBIC
opranbl, mpodeccuOHaIbHBIE COIO3bl M JPYrHe MPEeACTaBUTEIbHBIE OpraHbl
PabOTHUKOB;

* OpraHM30BBIBATH XPAHEHHE JIOKYMEHTOB B COOTBETCTBUHU C TPEOOBaHUSIMU
TPYAOBOrO  3akoHoAaTenbcTBa  Poccuiickorn  ®Denepaiun W JTOKAIbHBIMHU
HOPMAaTHUBHBIMHU aKTaMU IITKOJIbI;

* paborarh ¢ HHPOPMAIMOHHBIMU CUCTEMAMHU M 0a3aMH JAHHBIX MO BEJICHUIO
ydeTa U IBUKEHUIO IEPCOHAIA;

* paborarh ¢ HUHPOPMAIMOHHBIMU CUCTEMAMU M 0a3aMH JAHHBIX MO BEJCHUIO
CTaTUCTUYECKON 1 OTYETHOU MH(OPMAIUU IO TIEPCOHAIY;

* aHaJM3MPOBAThH MPABUJIA, MPOLEAYPHl U MOPAIOK, PEryIUPYIOIINE paBa U
003aHHOCTH TOCYJapCTBEHHBIX OPraHOB M OpraHM3allMyd MO BOIpocaM OOMEHa
JOKYMEHTAIMEN 10 MEPCOHANY;

* BECTH JEJIOBYIO IIEPEIUCKY;

* c00JII01aTh HOPMBI TUKH JIETIOBOTO OOIIIECHHUS.

1.10. Cnemumanuct mo KaapaMm JOJDKEH 3HATh YCTAaHOBJICHHBIC MpaBWia U
TpeOOBaHMSI OXPAHBI TPYJA U TIOKAPHOU 0€30MaCHOCTH, IPABUIIA INYHOW TUTUEHBI U
TUTHEHbI TpyJa B 00pa30BaTEIbHOM YUPEXKICHUU.

1.11. Cneumanuct mo KaapaM JOJDKEH MPONUTH OOydye€HHE W MMETh HaBbIKU
OKa3zaHUs MEPBOM MoMoIIM noctpagasimum, coomoaats Kousenmuo OOH o npaBax
pebeHKa, 3HaTh MOPSAOK JEHCTBUW NpPH BO3HUKHOBEHUHM IMOXKapa WIM HWHOU
YpE3BbIYAaNHOW CUTYallUH U IBAKYallUH.

2. TpynoBbie pyHKUIMH

OcHoBHbIMU  MPYOOBLIMU  (DYHKYUAMU CREYUATUCA NO KAOpam 6 WKOIe
ABNAIOMCAL:

2.1. JokyMeHTalmMoHHOEe o0ecneueHrne padoThl C IIEPCOHATIOM:




2.1.1. Beaenune OpraHu3allUOHHOM W PACTIOPSAUTEIHHOM JOKYMEHTAllUU IO
nepcoHay o011eo0pa3oBaTeNbHOM OpraHu3aluy.

2.1.2. Benenue JOKYMEHTAIMH 110 YUYETY U JBHXKEHHUIO KaJIPOB.

2.1.3. AIMUHUCTPUPOBAHHE TMPOIECCOB U JOKYMEHTOOOOpOTa MO YYETy H
JIBUKEHHUIO KaJpOB, MPEACTABICHUIO JOKYMEHTOB IO MEPCOHAy 00pa30BaTENIbHOM
OpraHU3alMK B FOCYIapCTBEHHBIE OPraHBbl.

3. JI0/15KHOCTHBIE 0013aHHOCTH CIIELMAJIMCTA 110 KaJPpaM B LIKOJIe
3.1. B pamkax TpyaoBod GVHKIMKA BEJIECHUS OPraHU3alMOHHOU WU

DEICHODHI[HTGJIBHOIZ JOKYMCHTAIIMU 110 MIEPCOHAIY.

*00pabaThiBaeT W aHAIM3UPYET TOCTYHAIONIYI0 B 0OIIE00pa30oBaTEIHHYIO
OpTraHM3AIHIO JOKYMEHTAIIHUIO 110 TIEPCOHAIY;

* pa3pabaTheiBacT U OQOpMISIET JOKYMEHTAIMIO MO MepcoHany (NMEepBUYHYIO,
YYETHYIO, IUIAHOBYIO, MO COI[MAIBHOMY OOECIEUEHHI0, OPraHU3allMOHHYIO,
PacIopsIUTEIbHYIO);

* OCYIIIECTBIIIET PETUCTPAITNIO, YICT U TEeKYIlee XpaHECHUE OPTaHU3aIlMOHHON H
pactopsSINTEILHON TOKYMEHTAIIUHN TI0 TIEPCOHAITY.

3.2. B pamkax TpynoBOW (YHKIIMW BEACHWS JOKYMCHTAIIMH IO YYETy W

ABUXCHUIO KAAPOB.
¢ OCyHCCTBILICT  IIOATOTOBKY  IIPOCKTOB  AOKYMCHTOB IIO  IIpoHcaypam
YIIPAaBJICHUA  KOJIJICKTHUBOM O6Hl€06pa30BaTeJIBHOﬁ opranm3anuu, Vy4CTy H

JIBIKEHUIO TEPCOHAA;

* OPraHU3yeT CHCTEMBI JBIKCHUS JIOKYMEHTOB IO TEJarorudeckomy, yaeOHo-
BCIIOMOTAaTEILHOMY M 00CITy>KMBAIOIIEMY TIEpCOHAIY;

* cobupaet u IpOBEpSIECT JTMYHBIE JIOKYMEHTBI COTPYTHHKOB
00111e00pa30BaTeIbHON OpraHu3aIluy;

* OCYIIIECTBIIICT TOATOTOBKY W O(QOpPMIICHHE IO 3ampocy pabOOTHUKOB U
JOJDKHOCTHBIX  JIMI] KOMUHM, BBIMUCOK W3 KaJIpOBBIX JOKYMEHTOB, CIIPABOK,
uH(bOpMAIIUN O CTaXe, JIbroTaX, rapaHTHSX, KOMIEHCAIIMAX W WHBIX CBEJEHUU O
pabOTHHKAX IIKOJIBI;

* BBIJIaCT PAOOTHUKY KaJIpOBBIC JOKYMEHTHI O €T0 TPYAOBOU JAEATEIHLHOCTH;

* TOBOJUT JIO CBEACHUsA paOOTHUKOB 00pa30BaTEIbHOW  OpTraHHU3aINH
OpraHU3aIMOHHEIE, PACTIOPSIUTEILHBIE U KaJPOBbIC JOKYMEHTHI OpTraHU3aIIHH;

* BEJICT y4eT pabouero BpeMeHHu pabOTHUKOB,

* OCYIIIECTBIIICT PETUCTPAIMIO, YUET, ONEPATUBHOE XpaHEHUE JTOKYMEHTOB TIO
KaJipaM, TIOJITOTOBKY K C/Iaue UX B apXUB.

3.3. B pamkax TpymoBol (YHKIIMHM aIMUHHUCTPUPOBAHHS IIPOIIECCOB M
JOKYMEHTO000pOTa MO y4YeTy W JBW)KCHHIO KaJpOB, MPEACTaBICHUIO JOKYMEHTOB
TI0 TTePCOHATY B TOCYAapCTBEHHBIC OPTaHbI.

* OPTaHU30BBIBACT JJOKYMEHTOOOOPOT 10 YUETY U ABMIKEHUIO KaJPOB;



* OPraHU30BBIBAET JTOKYMEHTOOOOPOT MO MPEACTABICHUIO JOKYMEHTOB IIO
pabOTHUKAM B TOCYJapCTBEHHBIE OPTaHbl;

* [IOITOTABIIMBAET IO 3aMPOCy TOCYJAPCTBEHHBIX OPraHOB, MPOPECCHOHATBHBIX
COI030B U JAPYTUX MPEJCTaBUTEIbHBIX OPraHOB paOOTHUKOB OPUTHMHAJbI, BHIMHCKH,
KOIUU JOKYMEHTOB;

* IOJIrOTABJIMBAET YBEAOMIICHHUS, OTUETHYIO M CTaTUCTUYECKYIO MH(OpPMAIUIO
1o Kajpawm;

* OCYLIECTBIISAECT TMOATOTOBKY HH(POpPMAIMM O 3aKIIOYEHUH TPYAOBOTO WIIH
IPa)XIaHCKO-TIPAaBOBOTO JIOTOBOpa Ha BBIMIOJHEHHE paboT (OKa3aHHE YCIYT) C
IPKJAHUHOM, 3aMEIIABIINM JOJHKHOCTA TOCYJapCTBEHHOM WM MYHULMIIAJIBHOM
CIIy>KOBbI, IEpeYEHb KOTOPHIX YCTAaHABIMBACTCSI HOPMATUBHBIMH IIPABOBBIMHU aKTaMU
Poccuiickon @enepannm.

3.4. Brobimonnser paboTy 1O KOMIUIEKTOBaHHMIO 00I1€00pa3oBaTeIbHON
OpraHM3aliy KajpamMu TpedyeMbIX Ipodeccuil, crienuanbHOCTeN U KBAJIM(UKALIUH.

3.5. Ilpunumaer ydactue B paboTe 1o noaoopy, oroopy, pacCTaHOBKE KaJlpOB B
00pa3oBaTeNbHON OpraHU3alUu.

3.6. ITlpoBoauT wu3ydeHHWE U aHAIW3 JOJDKHOCTHOM H TMPOQecCHOHATBHO-
KBAIM(UKALMOHHON  CTPYKTYpbl ~ pa0OTHMKOB  IIKOJbI,  yCTAHOBJICHHOMN
JOKYMEHTAIMU I10 YYETY KaJIpOB, CBA3aHHOM C NMPHUEMOM, MEPEBOJAOM, TPYIAOBOU
TSI TEIbHOCTBIO U YBOJIbHEHUEM PaOOTHHUKOB, PE3YyJIbTATOB aTTECTAIIMM PaOOTHUKOB
U OLICHKU HX JIEJIOBBIX Ka4eCTB C LENbI0 ONPENEICHUS TEKYLIEH U NEePCHEKTUBHON
HOTPEOHOCTH B KajpaX, MOATOTOBKM MPEAJIOKEHUH IO 3aMEUICHUIO0 BAaKaHTHBIX
JOJKHOCTEM M CO3/IaHUIO pe3epBa HA BbIBUYKEHUE.

3.7. YuacTByeT B TOJATOTOBKE MPEIJIOKEHUH MO aTTecTalu, OOy4eHHIO U
MOBBIIICHHUIO KBAIM(pHUKAUK PaOOTHUKOB 00111€00pa30BaTENbHON OpraHU3al|H.

3.8. IlpunumaeT ydvacTMe B OpraHu3anud pabOThl, METOJUYECKOM H
nH()OpPMAIIMOHHOM 0O0ecniedeHNH KBaIU(UKAIIMOHHBIX, aTTECTAIIMOHHBIX KOMHUCCHIA,
0(OPMIICHHH UX PCIICHHH.

3.9. AHanu3upyeT COCTOSHUE TPYJOBOM AUCHUMIIMHBL U  BBIIOJHEHHE
COTPYIHMKAaMHU IIKOJbl MPAaBWJ BHYTPEHHErO TPYIOBOTO pPacHoOps]Ka, TBHKEHUE
KaJIpoOB, Y4YacTBYeT B pa3palOTKE MEpONPUATHA MO CHUKEHUIO TEKY4eCTH H
VIIYUIIEHUIO TPYJOBOU TUCUHUILITUHBI.

3.10. Kontpomupyer cBoeBpeMeHHOE oOQopmileHHe TMpuema, IepeBoja Hu
YBOJIbHEHUSI paOOTHUKOB, BbIIady CIIPABOK 00 MX HACTOSIIEH U MPOIUION TPYI0BOM
JeSITeIbHOCTH, COOJIOACHHUE MPaBWJI XPAaHEHUS U 3allOJHEHUS TPYIOBBIX KHIXKEK,
MOJIFTOTOBKY JTOKYMEHTOB Il YCTAHOBJICHUS JBIOT U KOMIEHCAlMid, opopMIIeHUs
NEeHCUH pabOTHUKAM M JPYroll yCTAHOBJIEHHOM JIOKYMEHTAllMU MO KaJpam, a TaKxKe
BHECEHHE COOTBETCTBYIOIIEH wuHpopManuu B OaHK JaHHBIX O [EpCoHale
00pa3oBaTenbHON OpraHU3aluu.

3.11. CocraBisieT yCTaHOBJICHHYIO OTYETHOCTD.



3.12. BrimonHsET pa3iIuyHBIE ONEpaIliu C WCIOJIB30BAHUEM KOMITBIOTEPHOU
TEXHUKH [0 TMporpaMmamM, NpeJHa3HadYeHHbIM s cOopa, oOpadoTKu
MpeI0CTaBICHUS HHPOPMAIUH.

3.13. O6ecnieunBaeT 3aIMMTy MPaB U CBOOO yUalTUXCs, POIUTENCH (3aKOHHBIX
npecTaBuTeNeH ), paOOTHUKOB IIKOJIBI ITPH 00pabOTKE MePCOHATBHBIX TAHHBIX.

3.14. Crporo colOmtoaer KOH(MUICHIIMAIBHOCTh IEPCOHAIBHBIX JAaHHBIX U
TpeOOBaHMS TIO 3aIIUTE U OE30MMaCHOCTH MEPCOHATBHBIX JAHHBIX MPU UX 00paboOTKe,
HEJIOMYIIIEHUE WX PACTIPOCTPAHCHHS 0€3 COTIIachs CYObhEKTa MEPCOHATBHBIX TAHHBIX
WM HATAYHUS JPYTOro 3aKOHHOTO OCHOBAHMSI.

3.15. CobOmromaer KyJabTypy ® OJTHKY OOMNIEHHS C  TEPCOHAIIOM
00pa30BaTEIBLHOIO YUYPEXKACHUS, OOYUYAIONIUMUCS U POJUTEISAMH (3aKOHHBIMHU
NPECTABUTEIISIMHA ), TIOCETUTEIISIMHU.

3.16. Ctporo coOmromaer mpaBa M CBOOOABI JACTEH, cojepKaiiuecs B
denepanpHOM 3akoHe «O0 oOpa3zoBanuu B Poccuiickoit deaeparun» u KoHpeHuu
OOH o npaBax pebeHka, SIBISETCS MPUMEPOM ISl IIKOJIbHUKOB.

3.17. ObGecnieunBaeT COOJIOIGHWE YHUCTOTHI M TIOpsAJKAa HAa CBOEM pabodem
MecCTe.

3.18. Cneumanuct mo kaapam coOmiogaer YcraB u [IpaBuna BHYTpEeHHETO
TPYJOBOTO pacrhopsiaka MIKoJbl, KOJIEKTUBHBI U TPYIOBOM JOTOBOp, a TaKXKe
JIOKaJIbHBIE aKThl U IPUKA3bI JUPEKTOpa 00pa30BaTEIbHON OpraHU3allvu.

3.19. [IlpoxomuT B yCTAaHOBJIEHHOM 3aKOHOAATeNbCTBOM Poccuiickoii
®denepanuu mopsiike 0O0ydeHHE U MPOBEPKY 3HAHUI M HABBIKOB B 00JACTH OXPaHbI
TpyJa, MHCTPYKTAXKHU MO OXpaHE TPY/Ia U MOKapHOU 0€30MMacHOCTH.

3.20. CrmenuanucTy MO KajapaM 3alpelmiaeTcs HCIOIb30BaTh HEHCIPABHYIO
Me0enb, 3IEKTPOOOOPYIOBAHUE, JIIEKTPONPUOOPHI, KOMIBIOTEPHYID M HHYIO
OpPITEXHUKY WKW 000py/OBaHHWE U MeOeibh C SIBHBIMU IMPU3HAKAMU MOBPEKICHUS,
KYpHUTh B TIOMEIIICHUSX U HA TEPPUTOPUU 00111€00pa30BaTeIbHON OpraHU3allUu.

3.21. CobmrofiaeT mpaBmiia UCTIOIb30BaHus ceTu IHTepHeT.

3.22. Coburoaet mpaBmiia OXpaHbl TPYIa, MOXKAPHOU U AJIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTHCHUYECKNE HOPMBI W TpeOOBaHWS, TPYAOBYIO AHWCIMIUIMHY Ha
paboueM MecTe W peXUM paboThl, YCTAHOBJEHHBIH B 00I1€00pa3oBaTEILHOMN
OpraHU3aIHH.

3.23. [leproanueck TPOXOAUT OecCIUIaTHBIE MEIUITMHCKHE OOCIICIOBaHMS,
MOBBIIIAET CBOIO MPOPECCHOHATBHYIO KOMIIETSHITHIO.

3.24. OcymiecTBIseT CBOIO JEATEILHOCTh Ha BBICOKOM MPOGeCcCHOHATHHOM
YpOBHE.

4. IlpaBa
CrienuajaucT o Kaapam UMEET IPaBo:




4.1. Ilonyyats uHOpPMAIUIO, B TOM YHCIIE U KOHPUACHIMAIBHYIO, B 00bEME,
HEO0OXOAMMOM JJIsl pEIIEHUS TOCTABIEHHBIX 3a/1a4.

4.2. 3anpammBaTh JUYHO WIA TO TMOPYYEHHUIO TUPEKTOpa OT PabOTHUKOB
o011e00pa3oBaTeIbHON OpraHu3alud HHPOPMAIMIO0 U JTOKYMEHTHI, HEOOXOIUMBIC
JUTSI BBITIOJTHEHUS €TI0 JOJIKHOCTHBIX 00S3aHHOCTEH.

4.3. TpeboBaTh OT aAMUHUCTPALMH IIKOJIBI CO3/IaHUSI ONTUMAJBHBIX YCIOBUN
JUTSL BBITIOJIHEHHUS CIIY>)KEOHBIX OOSI3aHHOCTEH W COXPAaHHOCTH BCEX JIOKYMEHTOB,
00pa3yIoluXCcs B PE3yJIbTATE AEATEIbHOCTH CIELUAINACTA MO KaJPaM.

4.4. ITpuHUMAaTh pelIeHU B IIpeJenax CBOEH KOMIIETEHIIUH.

4.5. Ha mMarepuaqbHO-TEXHHUYECKHE YCJIOBUSA, TpeOyeMble NJisi BBITIOJHEHUS
JTOJHKHOCTHBIX 00SI3aHHOCTEH cIleluaincTa 1Mo Kajapam, Ha obecreueHue padbodero
MECTa, COOTBETCTBYIOIIETO rOCYJapCTBEHHBIM HOPMATUBHBIM TPEOOBAHUSAM OXpaHbI
TpyAa W TMOXXapHOW O€30macHOCTH, a TakKKe YCIOBUAM, IPEAYCMOTPEHHBIM
KOJ1eKTUBHBIM JJOTOBOPOM.

4.6. 3HaKOMUTBHCS C MPOEKTaMU PEIICHUH TUPEKTOpa, OTHOCAIIUXCS K €ro
MpOPECCUOHAIBHON  AEATENbHOCTH, C JKajlo0aMu U JAPYTMMH JIOKYMEHTaMH,
COJICp>KaIlMMHU OILIEHKY €ro padoThl, 1aBaTh MO HUM OOBSICHEHHUS.

4.7. llpemocTaBisiTb AUPEKTOPY HA PACCMOTPEHUE NPEIJIOKEHUA IO
YIIYYILIEHHUIO NEATENBbHOCTH o0pa3oBaTeNbHOM OpraHu3alnn 17}
YCOBEPIIEHCTBOBAHUIO CHOCOOOB pabOThl MO  BONpPOCAaM, OTHOCSIIUMCS K
KOMITETEHLIUN CIIEHAAIUCTA 10 KaJIpaM.

4.8. YuacTBOBaTh B pabOTE OPraHOB CaMOYIIpaBJIeHUs O0O0IIe00pa30BaTeIbHON
opraHuzaiuu, B padbote oluiero coopanusi pabOTHUKOB, B 0OCYXJAEHUU BOIPOCOB,
KAacaroUIMXcsl ~ MCHOJHAEMBIX  CIEUMATUCTOM 1O  KaapamM  JOJDKHOCTHBIX
00s3aHHOCTE.

4.9. Ha w™opanpHOE U MaTepUaJbHOE TMOOUIPEHUE, HArpaxAeHus Mo
pe3yipTaTaM Npo(PEeCcCCUOHANIbHON JEeATENbHOCTH, Ha COLHUAJIbHbIE TapaHTUH,
MPEyCMOTPEHHBIC 3aKOHOIATENBLCTBOM Poccuiickont denepanum.

4.10. Ha 3amuty cBoed mnpodecCHoOHAIIbHOW YeCcTH U JOCTOMHCTBA. Ha
KOH(pUIEHIIMAIBHOCTh CILyKE€OHOT0 paccieoBaHus, Kpome CIIy4aes,
MIPENYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepannu.

4.11. 3anumiaTte CBOM MHTEPECHI CAMOCTOSITENILHO U/ WIIM Yepe3 PeACTaBUTEIS,
B TOM 4HCIE€ aJBOKaTa, B Cly4yae AMCHMIUIMHAPHOTO WA CIYXeOHOro
paccieoBaHus, KOTOPOE CBA3aHO C HApPYUIEHUEM CIELHAINCTOM IO KaJpaM HOPM
poheCCHOHAIBHOM STHKH.

4.12. Cneruanuct 1o KaJpaM B IIIKOJIe UMEET UHBIE MpaBa, MPeyCMOTPEHHBIE
TpynoBeim Kopexkcom Poccuiickoii  ®Denepanuu, YcraBoMm, KomnekTuBHbIM
JIOTOBOPOM, [TpaBunamu BHYTPEHHETO TPYJIOBOTO pacnopsika
00111e00pa3oBaTeNbHON OpraHu3alluu.



5. OTBeTCTBEHHOCTH
5.1. B upeaxycMoTrpeHHOM 3aKOHOMATEILCTBOM Poccuiickonn  dDenpeparmu

HOPAAKE CIICHHUAJINCT IO KaJgpaM HECCT OTBCTCTBCHHOCTD.

* 3a HENPaBOMEPHOE MCIOJIb30BAHUE MPEJOCTABICHHBIX JIOJKHOCTHOM
MHCTPYKLHEN TIPaB U MOJTHOMOYHNM, a TAKKE UCIIOJIb30BAHUE UX B JIMYHBIX LETAX;

* 3a pasriameHue KOH(PUICHIMATbHONW HHGPOpMAIMM, TOJYYCHHOU B
pe3yibTaTe BBINOJHEHUS JOJKHOCTHBIX OOSI3aHHOCTEH, MEPCOHANBHBIX JTaHHBIX
COTPYJHUKOB, OOYYAIOIINXCS U KX POAUTENCH (3aKOHHBIX MPEACTABUTEIICH );

* 3a JOCTOBEPHOCTh TMPEAOCTABIIEMONW WHGOpPMAIIMK  JTUPEKTOPY, €€
CBOEBPEMEHHYIO MOJTOTOBKY;

* 3a HEOKa3aHWE WM HECBOEBPEMEHHOE OKa3aHWE NEpPBOM MOMOILIHU
NOCTPaJaBUIEMy, HE CBOEBPEMEHHOE W3BEIICHHE WJIH CKPBITUE OT JUPEKTOpa
IIKOJIbI HECYACTHOTO CIIyYasi;

* 3a HecoOJNIJeHHEe WHCTPYKIHMM 10 oOXpaHe TpyJa U MOXKapHOU
0e30I1aCHOCTH;

* 32 HapyUICHHUE MOPSAKA JIEUCTBUM B CIydyac BOZHUKHOBECHUS YPE3BbIYANHON
CUTYyallMU U dBaKyalluu B 00111€00pa30BaTeIbHON OpraHu3aluu.

5.2. 3a HeuCHoJHEHHE WM HapylleHHne O0e3 YBaXUTEIbHBIX MPUYUH
00s13aHHOCTEM, YCTAHOBJEHHBIX JIOJDKHOCTHOM WHCTPYKIMEH crHenuaiucra Io
KaJpaM B IIKosie 1o npodcerannapty, YcraBa u [IpaBun BHYTpPEHHETO TPYIOBOTO
pacropsiika, 3aKOHHBIX PACHOPSDKEHUW  JUPEKTOpa M HHBIX  JIOKAIbHBIX
HOPMATHUBHBIX aKTOB, PAaOOTHUK TMOJBEPraeTcsi IAUCIUIUIMHAPHOMY B3BICKAHUIO
cornacHo ctatbe 192 TpynoBoro Kopgekca Poccuiickoit ®@enepanun. 3a rpydoe
HapylIeHUuEe TPYJOBBIX OOS3aHHOCTEW B KayeCTBE IUCIUIUIMHAPHOTO HaKa3aHUs
MOXET OBITh TPUMEHEHO YBOJIBHEHHUE.

5.3. 3a wucnosib30BaHUE, B TOM YHCJIE€ OJHOKPATHO, METOJOB BOCIHTAHMS,
BKJIFOYAIOMINX (pu3nyeckoe W (MJIM) TCUXOJOTHYECKOEe HACWIME Haa JIMYHOCTHIO
oOydJaromierocs, a TakXe 3a COBEPIICHHE WHOTO aMOPAJIbHOTO MPOCTYIKA
CHEIUAIUCT MO KaJpaM MOXXET OBITh OCBOOOXKIEH OT 3aHMMAaeMOM JOJIKHOCTH
cornacHo TpynoBomy Kogaekcy Poccuiickoit @enepaunu. YBOJbHEHUE 3a JTaHHBIN
MPOCTYTOK HE SBJISIETCS MEPOU AUCIUTIIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmoAeHHE MNPaBWII U TPeOOBAHMM OXpaHbl Tpyda M MOKapHOU
0€30IacCHOCTH, CAHUTAPHO-TUTUEHUYECKUX MPABWI U HOPM CHEIUAIUCT MO KaJpam
MPUBJIEKAETCA K aJIMHHUCTPATUBHOW OTBETCTBEHHOCTH B MOPSAKE M B CIydasx,
MPEIYCMOTPEHHBIX  aJMUHUCTPATUBHBIM  3aKOHOJATENBCTBOM  Poccuiickou
denepanum.

5.5. 3a mnpaBoHapylleHMs, COBEPIICHHBIC B TMPOIECCE OCYIIECTBICHUS
TPYIOBBIX (YHKIIMH HECeT OTBETCTBEHHOCTh B Mpelesiax, ONpeeseHHbIX
aIMUHUCTPATUBHBIM, YTOJIOBHBIM U TPaXJAHCKUM 3aKOHOJIaTE€IbCTBOM
Poccuiickon @enepannm.


https://ohrana-tryda.com/node/3947
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6. BzanumootHomienusi. CBSI3U N0 T0JKHOCTH

6.1. ChoemupanucT 1O KaJpaM BBIIOJHAET paboTy coriacHo Trpaduky,
COCTaBJIEHHOMY C yuderoM 40-yacoBoil paboueld HENenu, W YTBEPKICHHOMY
TUPEKTOPOM 00ITIe00pa30BaTeILHON OpraHU3aIiH.

6.2. CnemumanucT 10 KaapaM B 00mIeoOpa3oBaTeIbHON  OpraHU3aIdu
CaMOCTOSITENIHO IUIAHUPYET CBOIO JEATENbHOCTh. [lmaH paboThl  KaapoOBOTO
CHEIHAIUCTa COTTIACOBBIBAECTCS HEMOCPEACTBEHHO C TUPEKTOPOM.

6.3. [Ilomywaer oT pgupekTopa 00mIE00pa30BaTEIBLHON  OpraHU3AIHH
uH(GOPMAIIMI0 HOPMATUBHO-TIPABOBOTO XapaKTepa.

6.4. OOmenuBaercs wuHPOPMAIMEH IO BOMPOCAM, OTHOCSIIMMCS K €ro
JESATEIBHOCTH, C aJMUHHUCTPAIMCH, MeJarorHuecKuM, yueOHO-BCIIOMOTaTEIbHBIM |
00CITyKMBAIOLIIM EPCOHAIOM o011e00pa3oBaTeIbHON OpraHu3aIvi,
UHGOPMHUPYET UX O PEIICHUIX JUPEKTOPA MO KaJIPOBBIM BOIIPOCAM.

6.5. CooO1aeT TMpeKTOpy U €ro 3aMeCTUTENSIM HH(OPMALIKIO, TOJyYEHHYIO Ha
COBEILIAaHUX, CEMUHAPAX, HETIOCPECTBEHHO MOCIIE €€ MOTYICHHUS.

6.6. Madopmupyer mupexropa oOpa3oBaTeIbLHON OpPTaHHW3AIMU O BO3HHKIITHX
TPYAHOCTSIX W TpobjieMax B paboTe, 0O HEJOCTaTKax B OOecreYeHUH TpeOOBaHUI
OXpaHbl TPyAa U MOKapHOW 0e30macHOCTU. BHOCHUT mpeasiokeHus Mo yCTpaHEHHUIO
HEJI0CTaTKOB, [10 ONTUMHU3ALMU CBOEH JESATEIbHOCTH.

6.7. O (daxkTte BO3HUKHOBEHHUS  TPYNNOBBIX HWH(PEKIMOHHBIX U
HEeMH(EKIMOHHBIX 3a00J€BaHMM, aBapUUHBIX CHUTyallMii B paboTe CHCTEM
AIEKTPOCHAOKEHUS, TEMJIOCHA0KEHUSI, BOJIOCHAOKEHHSI, BOAOOTBECHUS, KOTOPHIE
CO3MAIOT  yrpo3y BO3HUKHOBEHHMS W  PAaCIpOCTpaHEHUS  HH(PEKIMOHHBIX
3a00J€BaHUII M OTPABJICHUM, CIEMUATUCT MO Kaapam HHGOPMHUPYET IUPEKTOpa
IIKOJIBI (TIPX OTCYTCTBUU — MHOE JOJIKHOCTHOE JIMIIO).

6.8. UWndopmupyer 3amecTutens JTUPEKTOpa IO  AJMUHUCTPATUBHO-
X035IMCTBEHHON YacCTH O HEJIOCTaTKaX B KAHIICISAPCKUX MPUHAIJICKHOCTSIX, Oymare u
WHBIX PACXOJHBIX MaTepuajax, O T[OJOMKax MeOemu ¢ OpPITeXHUKH, B
AIEKTPOOOOPYA0BAaHUH, BOJOTIPOBOIHON U OTOMUTEILHON CUCTEMAaX.

6.9. Bo Bpems OTCyTCTBHS CHEIUaIUCTa IO KajapaM €ro 0OS3aHHOCTH
BBITIOJTHSET COTPYAHHUK, UMEIOIINIA Bce Tpedyromuecs: mpodecCHoHaIbHbIe 3HAHUA,
YMEHHS W HABbIKA, HA3HAYCHHBIA MPHUKA30M JupeKkTopa. JlaHHBIA COTpPYIHHK
NpUOOpEeTaeT COOTBETCTBYIOIIME IpaBa M HECET IMOJIHYI0 OTBETCTBEHHOCTH 32
KauyeCTBEHHOE BBIMIOJHEHHUE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

7. 3akiIl0UNTEIbHbIE MOJI0KEHUS
7.1. O3nakomiieHHEe paOOTHUKA C HACTOAIIECH TOJKHOCTHOM HMHCTPYKLIHMEH
OCYILIECTBIISIETCSA MPHU MpUeMe Ha padoTy (10 MOAMUCAHUS TPYJIOBOTO JOTOBOPA).



7.2. OauH 3K3eMIUISIP JOHKHOCTHOM HMHCTPYKUMH HAXOAUTCS y AUPEKTOPA
LIKOJIbI, BTOPOU — y COTPYIHHUKA.

7.3. @akT O3HAKOMJICHHsS C HACTOSAIIEW WHCTPYKIMEH MOATBEPKAACTCA
MOJIMKCHIO B AK3EMIUISIpe MHCTPYKIUH, XpaHsIIIeMCcs Y TupeKTopa o0pa3oBaTeIbHOM
OpraHU3alliH{, a TAK)KE B KypHAJIE O3HAKOMJICHUS C JTOJLDKHOCTHBIMU MHCTPYKIMSAMMU.

Lonocnocmuyro uncmpykyuro paspaboman: / /

C dondcnocmuou uHcmpyKyuetl 03HaAKOMIeH (@), 00UH IK3EMNIAP NOAYYUL (@) HA PYKU.
«_» 202__r. / /
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