COI'NTACOBAHO YTBEPXIEHO

[Ipencenatens npodroma Jupektop

/ / / /

pOTOKOJ Ne oT« _» 202 T IIpukaz Ne  or" ". 202 T

J0JI)KHOCTHASI HHCTPYKUMSA
AeJIONPOU3BOAUTEIIS

1. O01ue moJ10KeHUs

1.1. Hacrosimas  JO0MKHOCTHAsE  MHCTPYKIUS  pa3paborana Ha  ocHoBe  «EmunHOoro
KBaJTM(UKAIIMOHHOTO CIIPABOYHMKA JOJDKHOCTEH PYKOBOIUTENEH, CHENHAINCTOB W JIPYTHX
ciyXamux», pazaensl «OO0mieoTpaciaeBble KBaTU(UKAIMOHHBIE XapaKTEPUCTUKH JOJKHOCTEH
pabOTHUKOB, 3aHATBHIX HA MPSANPHUATHAK, B  YIPSKACHHSIX ¥  OpraHU3alusax» |
«KBanudukanmoHHbIlE XapaKTEPUCTUKU JIOJDKHOCTEH paOOTHHKOB, 3aHATHIX B HAy4yHO-
HCCIEAOBATENIbCKUX  YUPEKICHUSAX, KOHCTPYKTOPCKUX, TEXHOJOTMYECKUX, IPOEKTHBIX U
U3bICKATENbCKUX OpraHu3auusax», yrBepxkaeHHoro llocranosinenuem Muntpyna PO Ne 37 ot
21.08.1998r B penakuuu ot 15.05.2013r; B coorBeTcTBUM ¢ PeaepanbHbiM 3akoHOM Ne273-D3 ot
29.12.2012r «O6 obpazoanuu B Poccuiickoit @eaepanun» B pegakuuu ot § nexadbps 2020 rona,
Tpynoseim Konekcom P® u npyrux HOpMaTHUBHBIX IMPABOBBIX aKTOB, PETYIHPYIOLIUX TPYIOBbIE
OTHOIIEHUS MeX 1y pabOTHUKOM U pabdoroaareneM B Poccuiickoit denepannu.

1.2. JlaHHBII JTOKANBbHBIN aKT yCTaHABIMBAET OCHOBHBbIC (DYHKIIMHU, JOKHOCTHBIE OOS3aHHOCTH
JIEJIONPOU3BOJUTENS B IIKOJIE, a TaKXKe OINpe/essieT IpaBa U OTBETCTBEHHOCTb, PErilaMEHTHPYET
B3aMMOOTHOIICHHSI, & TAKXKE CBSI3U MO JOIHKHOCTHU B KOJIJIEKTUBE 00Pa30BaTEILHOTO YUPEKICHUS.
1.3. Jlenonpon3BoauTeNb Ha3HAYAETCSI U OCBOOOXK/IaeTCS OT 3aHMMAEMOM TOJPKHOCTH TUPEKTOPOM
00111€00pa30BaTEILHOTO YUPEXKACHUS B TMOpPsJAKE, YCTAaHOBJIEHHOM TPYAOBBIM JOTOBOPOM C
paboTHUKOM U B cooTBeTCTBUU ¢ TpynoBsiM koaekcoM Poccuiickoit deneparuu.

1.4. Ha 10/KHOCTD AETONPOU3BOIUTENS IPUHUMAETCS JIUIIO:

* UMEIOIIee HavalbHOE TpodeccroHambHOe 00pa3oBaHue 0€3 MpeabsSBICHUS TPEOOBAHHUM K
CTaxy paboThl WM cpeHee (MonHoe) olIiee 00pa3oBaHKe U CIEHUANbHYIO OATOTOBKY MO
YCTaHOBJICHHOW MporpaMMe 0e3 MpeabsaBIeHUs TPeOOBaHUM K CTaXy pabOTHI,

* COOTBETCTBYIOIIEE TPEOOBAHUSIM, KACAIOUTUMCS IPOXOKACHUS UM MPEABAPUTETHHOTO (TIPH
MOCTYIIJIEHUN Ha paboTy) U MEPUOIUIECKUX METUIIMHCKUX OCMOTPOB, MPOPECCHOHATBHON
TUTUEHUYECKOW TOATOTOBKM U aTTecTtanuu (mMpu TpuemMe Ha paboTy U Janee C
NepUOANYHOCThI0 He pexe 1 paza B 2 roja), BakIMHALIMM W HMEIOLIEE JIMYHYIO
MEAMIIMHCKYI0 KHUXKKY C pe3yibTaTaMHU MEIUIIMHCKUX 00CJIeIOBaHUN U JTaOOpPaTOPHBIX
UCCJIEIOBaHUM, CBEICHUSIMH O MIPUBUBKAX, IEPEHECEHHBIX MHPEKIIMOHHBIX 3a00JI€BaHUSX,
0 TMPOXOXKIEHUH MPOPECCHOHAIBHON TUTHEHHYECKON TOATOTOBKM M aTTEeCTalluu C
JIOTTYCKOM K pa0oTe;

* K pabore B 00pa3oBaTelbHOW OpraHU3alMd HE MAOMYCKAIOTCSA JUIA, HWMEIOIIHE WU
MMEBIINE CYAMMOCTh, @ PaBHO U IIOJIBEpPraBIIMECS YroJOBHOMY IIpecieloBaHUIO (3a
UCKJIIOYEHUEM JIUL], YTOJIOBHOE IPECIIECOBAHUE B OTHOLIEHMH KOTOPBIX MPEKPAIICHO IO




pEadMIINTUPYIOIUM  OCHOBaHMSAM) 3a MPECTYIUICHHs, COCTaB M BHUABI KOTOPBIX
YCTaHOBJIEHBI 3aKOHOaTeNbCTBOM Pocculickoit denepanuu.

1.5. Ha mepuoa oTmycka W BpEMEHHOW HETPYIOCIIOCOOHOCTH JEIOTPOM3BOAUTENS IIKOJBI €ro
00513aHHOCTH BO3JIAralOTCs Ha APYroro paboTHHKA 00111e00pa30BaTeIbHOTO YUpekaeH!s. BpemenHoe
UCIIOJTHEHUE 00S3aHHOCTEN B ATUX CITyJasX OCYIIECTBIISIETCS HA OCHOBAHUH TIPUKa3a JUPEKTOPA.

16 I[eJIOHDOI/I3BOZ[I/IT€.HB IIIKOJIEI B CBOEH JACATCIIbHOCTHU PYKOBOJACTBYCTCA:

Koucruryimeit u 3akonamu Poccuiickoit deneparuy;

ykazamu IlIpesunenra u nocranosneHusmu IIpasurenscrBa Poccuiickonn @enepanuu, a
TAK)KE OpraHoB MECTHOTO CaMOYIPABICHHS, PELICHUSMU OpPraHOB  YIIPABICHHUS
00pa3zoBaHKEM BCceX YPOBHEH 110 BOIIPOCaM 00pa30BaHUs U BOCIIUTAHUS 00yUarOLNXCS;
[IOCTAaHOBJICHUSIMM, PACIOPSDKEHUSAMH, NpPUKa3aMd U HMHBIMH PYKOBOASILUMHU U
HOPMAaTUBHBIMH JOKYMEHTaMH, OTHOCAIIUMUCS K BEACHUIO 1E€JI0IPOU3BOJICTBA;
HanmonansusiM cranmpaprom Poccuiickont @enepanuu «lenonpons3BoacTBO U apXUBHOE
nemo» (TOCT P 7.0.8-2013);

CIl 2.4.3648-20 «CaHUTapHO-3IIUIEMUOJIOTHYECKIE TpeOOBaHUSA K OpTraHU3AIHIM
BOCIIUTaHMsI U O0Y4EHUs, OTAbIXA U 03[J0POBJICHHUS AE€TEH U MOJIOJCKN»;

CTaHJapTaMH  YHH(PHUIMPOBAHHOW  CHCTEMBI  OPTraHU3ALMOHHO-PACIIOPIIUTEIHHON
JIOKyMEHTaluH;

npaBuiIaMu opdorpaduu U MyHKTYalnu;

npaBWJaMd U HOPMaMM OXpaHbl TpyJa, MOXapHOM O€30MacHOCTH U IMPOMU3BOACTBEHHOM
CaHWUTapuu;

YcraBoM 00111€00pa30BaTENBLHOTO YUPEKACHUS;

[TpaBunamMyu BHYTPEHHEIO TPYAOBOIO paclopsIKa W JIOKAJbHBIMM IPAaBOBBIMHM aKTaMu
00pa30BaTEIbHOIO YUPEHKACHHS.

1.7. [denonpou3BOAUTENb IIKOJIBI PYKOBOJICTBYETCS B CBOEH paboOTe HACTOSIICH HHCTPYKIHEH,
TPYAOBBIM JOTOBOPOM, IMpPHKAa3aMU U PACIOPSHKCHUSMH JUpPEKTOopa 0011e00pa3oBaTeIbHOTO
YUPEXKJIEHUs, & TAK)KEe MHCTPYKLUAMU 110 OXpaHe TPyAa U MOKapHOU 0€30MaCHOCTH, MHCTPYKIMSIMU
IO AKCIUTyaTallMy KOMUPOBAIbHO-MHOXHUTEIBHOTO 000PYIOBaHUS.

1.8. Jlemonpon3BoIUTENh JIOJHKEH 3HATS:

NIOJIOXKEHNUS, THCTPYKLIMM U JPYTUe PYKOBOISIIME MaTepUallbl 1 HOPMATUBHBIE JOKYMEHTBI
0 YYETY KaJIpOB, BEICHUIO M XPAHEHUIO TPYIOBBIX KHUKEK M JIMUHBIX JIEJI paOOTHUKOB, IO
BEJICHUIO JIEJIONIPOU3BOJICTBA B 1IEJIOM;

MOPSZIOK ydeTa JBM)KEHHUS] KaJpOB U COCTABJICHUS OTYETHOCTH O COCTOSIHUHM TPYIOBOMN
JUCLIATUINHBL;

JIEJIONIPOU3BOJICTBO U €r0 BEJICHHE;

COBpEMEHHbIe HH(POPMALMOHHbIE TEXHOJIOTUH paboThl ¢ JOKYMEHTaMH;

MOPSAJI0K padOThI C JOKYMEHTaMU;

CXEMBI JJOKYMEHT0000POTa;

MOPSIOK YCTAHOBJIEHUS HAaUMEHOBAHUM mHpodeccuil pabounx U JOIKHOCTEH, oOIIero u
HETIPEPHIBHOTO CTaXa paboThI;

npaBuiia paboThI C BXOASIIMMU, UCXOASIIUMHI U BHYTPEHHUMHU JOKYMEHTaMHU;

HOPSIIOK  OpraHu3alliy JeJIONpOU3BOJCTBA, (OPMBI M METOJBl KOHTPOJS HCIOJIHEHHMS,
CTaHJApPThl HA OPTaHU3ALMOHHO-PACTIOPSAUTENLHYIO TOKYMEHTAIUIO U YHU(UIIMPOBAHHBIE
CUCTEMBI JJOKyMEHTAlINY;

TUIIOBBIE CPOKU UCIIOJTHEHUS IOKYMEHTOB;

IpaBUJIa COCTABJICHUS aHATMTUYECKUX CIPABOK 110 OpraHU3aluy paboThl ¢ JOKYMEHTaMH
Y KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB;

npaBuia JOKYMEHTAIIMOHHOTO 00eCieuyeHHs JesITeIbHOCTH OpraHu3aliig;

BUJIbI JOKYMEHTOB U UX Ha3HauY€HUE;

IIPaBWJIa U CPOKU OTIIPABKU UCXOMSIINX TOKYMEHTOB;

OCHOBHBIE ITOJI0KEHNs ENMHOM rocy1apCTBEHHON CUCTEMBI JIETIONPOU3BO/ICTBA;
CTaHJApThl  YHU(PHUIMPOBAHHOW  CHCTEMBl  OpPraHU3aLMOHHO-PACIIOPAIUTEIHHON
JIOKYMEHTAI1H;



* MpaBWia XpaHEHUS el
* IpaBWJIa BBIIAYM U MCIIOJIB30BAHMS JOKYMEHTOB U3 C(POPMUPOBAHHBIX JIET;
* MpaBuWiIa Nepenayu eji B apXUB OPraHU3aLINN;
* mpaBuia pabOThI ¢ TEKCTOBBIMU PEAAKTOPAMU M 3JIEKTPOHHBIMU TaOIuLaMu, 6a30i
JAHHBIX, SJIEKTPOHHOM MOUYTOM, MHTEPHET Opay3epaMu;
* IpaBuJIa JEJIOBOM MEPEMHUCKH, COCTaBICHH U HA0Opa JIEIOBBIX MMHCEM C IPUMEHEHUEM
TUIIOBBIX 00PA3IIOB;
* TpeOOBaHUs IO 3alUTE EPCOHATIBHBIX JAHHBIX;
*  OCHOBBI 3THKH U 3CTETHKHU;
* MpaBuWiia JEJOBOTO OOIICHHUS.
*  OCHOBBI OpraHMU3ALNU TPY/a;
*  IpaBWJIa SKCIUTyaTal[M BEIYUCIUTEIHHON TEXHUKH.
1.9. HenonpousBoaurensb NojbkeH ctporo cobmonats Konsenunto OOH «O mpaBax peOEHkay,
HMHCTPYKLHUIO TIO OXpaHe Tpyda IJii AEJIONPOU3BOJIUTENS, APYrUe MHCTPYKLHUU 1O OXpaHe TpyAa
IIPU BBITOJIHEHUH PaboT Ha paboueM MecTe, PU IKCIUTyaTallii KOMIBIOTEPHON M OPITEXHHUKH.
1.10. [enonpou3BOAUTENs TOJKEH MPONTH OOydyeHHE UM WMETh HAaBBIKM B OKa3aHUU MEPBOU
IIOMOUIY IOCTPAJaBIIUM, 3HATh IMOPSIOK JAECHCTBUN NpU BO3HUKHOBEHHM IOKapa WIM HHOU
Ype3BbIYAITHON CUTYaAIlMU U 3BaKyallud B 0011e00pa30BaTeIbHOM OpraHu3aluu.

2. OyHKuMH

enonpouszsooumens wkonvl ocywecmsisiem ciedylouue QYHKyuu:

2.1. OGecrieueHne UH(GOPMALIMOHHO-CIIPABOYHOTO OOCITYKMBAHHS 110 JIOKYMEHTaM HIKOJIbI, UX ydeTa
Y XpaHCHHUSI.

2.2. Benenue ne10npon3Bo/ICTBA IO KAHIIEISIPUU 001Ie00pa30BaTeIbHOTO YIPESIKIACHHSI.

3. I0JIZKHOCTHDBIE 00SI3aHHOCTH

Lenonpouzeooumens wKonvl 8binonHsAem cieoyrouue 00NIACHOCHHbIE 00A3AHHOCTIL!

3.1. IIpyHuMaeT U perucTpupyeT KOPpeCHOHICHLUIO, HAMPABIAET €€ 3aMECTUTENIIM AUPEKTOpa
0011e00pa30BaTENBHOIO YUPEKIAECHUS, CTPYKTYPHBIM IOJIpa3AeICHUSIM.

3.2. B cooTBeTCTBUU C pe3oitoLneil IMpeKTopa nepeaaeT JOKyMEHThI Ha UCTIOJIHEHHE, 0pOopMIIsSeT
peruCTpaIOHHbIE KAPTOYKHU HITH CO37aeT OaHK JaHHBIX.

3.3. Benmer kapToTeKy ydera MpPOXOXKJIEHHS JOKYMEHTAJbHBIX MAaTepHalIOB, OCYIIECTBISET
KOHTPOJTb MX MCITOJTHEHHS, BBIJAET HEOOXOIUMBIE CIIPABKH IO 3aPETUCTPUPOBAHHBIM JJOKYMEHTAM.
3.4. OTnpaBiseT UCIOJHEHHYIO TOKYMEHTAIIHIO 110 aJjpecaTaM.

3.5. Bener yuer momy4aemMol M OTHpPaBiIsieMOM KOPPECIOHACHILIMH, CUCTEMAaTHU3UPYET M XPaHUT
JOKYMEHTBI TEKYIIEr0 apXuBa.

3.6. Bener paboTy 1o co37aHUIO CIPABOYHOTO afmapara mo J0OKyMEeHTaM, 00ecrednBaeT ya00HbII
1 OBICTPBIN UX MOUCK.

3.7. IloaroraBiMBaeT U CIaeT B apXHB 0OLIE00pa30BaTEIBLHOIO YUPEKICHHUS JOKYMEHTAJIbHbIE
MaTepuaibl, 3aKOHYEHHbIE  JEJONPOM3BOACTBOM,  PETUCTPAIMOHHYIO  KapTOTEKy WM
KOMITBIOTEpPHBIE OAHKH JTaHHBIX, COCTABIISICT OMUCH JIEI, TIEpeIaBacMbIX Ha XPAaHEHUE B apXUB.

3.8. ObecneunBaeT COXpaHHOCTh MPOXOIALICH CITy>KEOHOM TOKYMEHTalUH.

3.9. OcymectBnsier MH()OPMAMOHHO-CIIPABOYHOE OOCITY)KMBaHHE IO JTOKYMEHTaM KaHIICISIPUN
00pa30BaTEIHHOTO YUPEHKACHHS.

3.10. OcymectBisier 00paOOTKY W JBWKEHHE OTIPABISIEMBIX W BHYTPEHHHX JIOKYMEHTOB,
KOHTPOJIUPYET MPAaBUIIBHOCTh MX COTJIACOBAHUS U O(OPMIICHHSL.

3.11. OOecrieumBaeT yd4eT ¥  PETHCTPAIIMIO  WCIOJHEHHWS  TIOPYYEHHUH  TUpeKTopa
00111e00pa30BaTENBLHOTO YUPEKICHHUS.

3.12. Bener KHUTH MPHUKA30B, ME€YATACT MPUKA3bI TI0 OCHOBHOW JESTEIHHOCTH M WHBIE TIPUKA3HI,
3HaKOMHT pabOTHUKOB 0011€00pa30BaTEIBLHOIO YUPEXKIECHHS ¢ IPUKa3aMHy MO MMOANHUCH B IEHb UX
W3IAHHS.

3.13. Bener peructpauuio oOpaiieHuil TpakJaH B ILIKONIY, KOHTPOJUPYET CPOKH HCIIOJHEHUS
oOpareHuil.



3.14. Opranu3yeT JIWYHBIA TPUEM TPaKIaH TUPEKTOPOM OOpPa30BATEIBHOTO YYPEKICHUS, BEIET
KHUTY TTOCELICHUM.

3.15. Beaer BHYTPEHHIOIO OTYETHO-CIIPABOYHYIO IOKYMEHTAITHIO.

3.16. Bemer yuer nmuuHOro cocraBa pabOTHUKOB IIKOJBI W YCTAHOBJICHHYIO JIOKYMEHTAIHIO II0
KaJpam.

3.17. Odopmitsier iprem, IepeBO]] U YBOJIbHEHHUE PAOOTHUKOB IIKOJIBI B COOTBETCTBHU C TPYIOBBIM
3akoHoJarenbcTBoM Poccuiickoit depepanuu, MOMOKEHUSAMH, WHCTPYKLUUSMH M IpPUKa3aMU
JUPEKTOPa 00IIe00pa30BaATEIILHOTO YUPEKICHUSI.

3.18. ®opmupyeT U BeeT JIMYHbIE Jiefia pAOOTHUKOB ILIKOJIbI, BHOCUT B HUX U3MEHEHUS, CBSI3aHHBIE C
TPYAOBOM AEATEILHOCTBIO.

3.19. 3amonnsier, y4UTHIBACT W XPAaHUT TPYAOBBIE KHWKKH PAOOTHHUKOB OO0IE00pa30BaTEIbHOTO
YUPEKACHUS, TPOU3BOIUT MOJICUET TPYIOBOIO CTAXA.

3.20. Bpimaer copaBKM O HAcTOAUIEW M TPOUUION TPYAOBOH JEATENBHOCTH pabOTHHKOB
00pa3oBaTeIbHOM OpraHu3aIHH.

3.21. Bener y4er mpeaoCcTaBICHUs OTITYCKOB PaOOTHUKAM, OCYIIECTBIISICT KOHTPOJIb COCTABIICHHUS U
coOuroieHns rpaduka OuepeTHbIX OTITYCKOB B IIKOJIE.

3.22. Benmer apXvB JMYHBIX /€T U TOJTOTABIMBAET JOKYMEHTHI M0 WCTECUYCHWH YCTAHOBJICHHBIX
CPOKOB TEKYILEro XpaHEHUs K cJaye B apXuB OOIIEO0pa30oBAaTENbHOTO YUPEKACHUS, BElIET
HOMEHKJIATypy KaJIpOBBIX JICI.

3.23. OcymecTBisieT ydeT dYacoB paboOThl TMepcoHalla 00pa30BaTENLHOTO YUPEXKIEHUsS, B
YCTAaHOBJICHHBIE CPOKH 3allOJIHSET U CcAAaeT B Oyxraiarepuio Tabeib ydera pabouyero BpEMEHH
PabOTHHKOB.

3.24. CormacHO pacHOpsDKEHUSIM M yKa3aHHWSIM JUPEKTOpa LIKOJBI IedyartaeT M odopmiser
TpeOyemMyl0 TOKYMEHTAlMI0 [UIsl OpraHu3aluu pabouero mpoiecca B 001meo0pa3zoBaTeIbHOM
YUPEKACHUH.

3.25. 3aHumaercss NMOJArOTOBKOM cCOBeIIaHWi pabOTHUKOB OpraHU3aluu, cOOPOM HEOOXOAMMBIX
MaTepHaJiOB, ONOBEHICHHEM YYaCTHUKOB O BPEMEHH, MECTE, MOBECTKE [HS COBEUIAHHUSA U HUX
perucrpanuei.

3.26. SIBnsieTcs cekpeTapeM aIMUHUCTPATUBHOIO COBELIAHUS MPU AUPEKTOPE MIKOJIBI.

3.27. OobGecneuynBaeT 3amMTy 0OpaB M CBOOOJ OOydarolmMXcs, poauTesel (3aKOHHBIX
MpeACTaBUTENCH ) Mpu 00pabOTKe MEPCOHATBHBIX JaHHBIX.

3.28. Ctporo cobmoaaer KOHPHUIEHIIMAIBHOCTh IEPCOHATIBHBIX TaHHBIX U TPEOOBAHUS MO 3alUTe
1 0€30TMacHOCTH TEPCOHANBHBIX TAHHBIX MPU HX 00paboTKe, HEMOMYIIEHNE UX PacTIPOCTPAHEHHS
0e3 cornacusi CyObeKTa MepCOHAIbHBIX TaHHBIX WM HAJIM4US APYroro 3aKOHHOI'O OCHOBAHUS.
3.29. CoOnronaer 3aKOHHOCTB 11eJiell U crtoco00B 00pabOTKU MEPCOHATBHBIX JAaHHBIX y4alllUXCs U
pabOTHHUKOB 00pa30BaTEIBHOIO YUPEHKICHHUS.

3.30. Crporo co0ionaeT NOJOKEHUS HACTOSIEH WHCTPYKLUUH, TPYAOBYIO IJUCHUILUIUHY H
YCTAQHOBJICHHBIM PEXUM JHS B IIKOJIE, CAHUTAPHO-TUTMEHUYECKHE HOPMBbI Ha pabodyeM MecTe,
MpaBWIa U TpeOOBAHUSI OXPaHbI TPYAA U MOKAPHON OE30MACHOCTH.

3.31. CBOEBpeMEHHO MPOXOAUT MEPUOAMUECKIE MEAULIMHCKUE OCMOTPBI.

3.32. CobnromaeT KynabTypy W OTHUKY OOIIEHHS C pabOTHHKAMH W KOJIJIEraMH I0 padorte,
STHYECKHE HOPMBI MOBEJIEHHUS B 001€00pa30BaTEIbHOM YUPEXKIEHUH, B OBITY U OOIIECTBEHHBIX
MecTax.

4. IlpaBa

enonpouzeooumens wikonvl 8 npedenax ceoeti KOMnemeHyuu umeem npaego:

4.1. Tlocne mepenayum JOKYMEHTOB TpeOOBAaTh OT HCIOJHUTENEH TPAaMOTHOTO W TPaBUIBLHOTO
oopmieHus TpeOyeMbIX JOKYMEHTAIbHBIX MaT€pHajIoB, OTYETOB, OTBETOB.

4.2. 3anpammBaTh A1 AUPEKTOpA IIKOJBI OT PaOOTHUKOB HEOOXOAWMBIE MaTepUalIbl, JOKYMEHTHI,
OOBSACHEHUs] O TMPHUYMHAX 3aJIePKKU BBIMOJIHEHUS KOHTPOJIUPYEMBIX MOpY4YEeHUil, TpeOoBaTh OT
UCTIOJHUTENEH TopaboTKU MOpYYEHUil.



4.3. 3anpaimunBaTh y JUPEKTOpa YUPEKICHHs pa3bsICHEHUS U YTOUHEHHUS 110 JaHHBIM MOPYYEHUSM,
BBIIAHHBIM  33/IaHUSIM, [IOJIyyaTb OT Jpyrux paOOTHUKOB HH(OpMAIMIO, JOKYMEHTHI,
HEOO0XOAUMBIE /1711 UCIIOJTHEHUS IOPYYEHUH.

4.4. BuznpoBaTb KOIIMU PACHIOPSIIUTENLHON TOKYMEHTALUH.

4.5. BHocuTh npemoXeHHs [0 COBEPLICHCTBOBAHUIO OpraHu3allMd JOKYMEHTO0O0OpOTa,
JeTIOIPOU3BOJICTBA B 00PA30BATEILHOM YUPEIKIACHHUH.

4.6. Ha pabouee MecTO, KOTOpPOE COOTBETCTBYEeT TpeOOBaHMSAM M HOPMaM OXpaHbl Tpy.a,
MOKapHOU OE30MaCHOCTH.

4.7. 3ampamuBarh y aIMUHHCTPALMHU, NOJIY4aTh M MPUMEHATh MH(POPMALMOHHBIE MaTepHabl,
HOpPMAaTHUBHbIE U INPABOBbIE JOKYMEHTBI, HEOOXOANUMBIE Ul BBIIOJIHEHUS CBOMX JOJKHOCTHBIX
00s13aHHOCTEH.

4.8. Ha MopasibHOE M MaTepHalbHOE MOOLIPEHHE, a TAKXKE HA 3aIUTy COOCTBEHHBIX HHTEPECOB U
WHTEPECOB paOOTHUKOB 00IIIE00PA30BATEILHOTO YUPEKACHHUS.

4.9. 3HaKOMHUTBCSI C NMPOEKTAMHU PEUICHUH IUPEKTOpa LIKOJbl, KACAIOIIMUXCS BBINOJHAEMONU MM
(GyHKIMH, C JTOKYMEHTaMH, OIPECNSIONIMMH €ro mpaBa M OOSM3aHHOCTH 10 3aHMMaeMOM
JOJDKHOCTH, KPUTEPUSMH OLICHKM KayecTBa HCIIOJIHEHHUS CBOMX JOJDKHOCTHBIX OO0sS3aHHOCTEH U
TPYAOBBIX (PYHKIUH.

4.10. Ha o3HaKOMJIEHHE C UMEIOIMMUCS MaTepUajJaMy JJMYHOTO JieNa, OT3bIBaMU O cBoeil pabore,
XKajobaMH UM HHBIMM JOKYMEHTaMH, OTpa)kalollMMM OLIEHKY TpyJAa JAeJONpOU3BOAUTENS,
IPEJOCTABIIAT 0 HUM HOSCHEHHUSL.

4.11. YuacTBOBaTh B paboTe OPraHoOB caMOyYIIpaBJIeHHUs 00pa30BaTeIbHOM OopraHu3anuu, B padbore
obmiero coOpaHus pabOTHUKOB, B OOCYXJIEHHHM BOIPOCOB, KaCAlOIUXCAd HCIIOJIHSIEMbIX
JIEJIONPOU3BOJUTEINIEM IIKOJIbI JOHKHOCTHBIX 00513aHHOCTEH.

4.12. Ha 3amurty npodeccuoHanbHON 4eCTH U JOCTOMHCTBA, HEpasIJlallleHue JUCLUIUIMHAPHOTO
(cmyxeOHOT0) paccieoBaHus, UCKIIIOYas Cliydan, MpeyCMOTPEHHbIE 3akoHOM. Ha 3ammTy cBonx
po¢eCCHOHATIBHBIX HHTEPECOB CAMOCTOSTENBHO U (MJIM Yepe3 3aKOHHOTO MPEJCTaBUTENS, B TOM
qHcie ajBOKara), B Cllydae JUCIHUILUIMHAPHOTO HIIM CITy)KEOHOTO paccielOBaHMs, CBS3aHHOTO C
HECOOJII0JIeHUEM HOPM PO EeCCHOHATIBHON 3THKU.

4.13. IloBeIIaTh CBOIO MPO(PECCHOHAIBHYIO KBATU(UKALINIO.

4.14. Jlenonpou3BOgUTENb HMEET BCE IMpaBa, MPEAyCMOTPEHHbIE TpPYAOBBIM KOJIEKCOM
Poccuiickoit ®enepanuun, YcraBoMm, KosuiexktuBHbIM JoroopoM, lIpaBuinamum BHYTpEeHHETO
TPYAOBOTO PACHoOpsiiKa U APYTMMH JIOKAIBHBIMU aKTaMU 00I11e00pa30BaTeNbHOIO YUPEXKICHHS, a
TaK)Xe€ IIPaBO Ha COL[UANIbHBIE TaPAHTHUH.

5. OTBETCTBEHHOCTH
5.1. [lenonpou3BoiuTenb HECET B MpeJieNiaX, YCTAHOBJICHHBIX TPYJIOBBIM M (WJIH) TPAXJIAHCKUM
3aKOHOJIaTEIbCTBOM, OTBETCTBEHHOCTD 3a:

*  HapylIEHHUE [IPABUJI OPraHU3aLMK BEICHUS JEIONPON3BOICTBA.

*  HEeNpaBWIbHOE O(POPMIIEHNE TPYAOBBIX KHUKEK U JIMYHBIX €T,

*  HapylleHHe IpaBui pueMa 1 ohopmiieHHs: Ha paboTy paOOTHUKOB;

* TPaMOTHOCTb COCTAaBJIEHHBIX JOKYMEHTOB, O()OPMIIEHHE COIVIACHO HOPM M TpeOOBaHMUH,
CBOEBPEMEHHOCTH IIPENOCTABICHU (OTIIPAaBKU aJpecarTy);

* He TIepeJadyy WIM HECBOEBPEMEHHYIO Iepefady HHQOpMalUu WM JIOKYMEHTOB
HCHIOJIHUTEIIIO 110 OPYYEHHUIO aIMUHUCTPALIMN HIKOJIBI;

* pasriameHue KoH(UACHIMATbHON HMH(OpMAIUY, MOJYYEHHOM B pe3yJbTaTe BHIIOTHEHUS
CIyEOHBIX O00s3aHHOCTEH, IEepPCOHANBHBIX JaHHBIX pAOOTHHUKOB, YYaIIUXCI W HX
ponuTenei (3aKOHHBIX MPEACTaBUTENEH );

*  JIOCTOBEPHOCTbH IIPEAOCTaBIIsIEMOI HHOPMAIINH, €€ CBOEBPEMEHHYIO ITOJITOTOBKY;

*  COXpPaHHOCTb JOKYMEHTOB, HaXOJSIIMXCS B KaOMHETE JEJONPOU3BOIUTENS, JTUYHBIX JIE]T
pabOTHUKOB U yyamuxcs o011eo0pa3oBaTeIbHOTO YUPEKICHHUS;

* HEOKa3aHWE IepBOH J0BpadyeOHONM IIOMOIIM IOCTPAJaBIIEMy, HE CBOEBPEMEHHOE
U3BEILEHUE WIN CKPBITHE OT aAMMHHUCTPALMM OPraHU3allii HECUACTHOTO CITy4asl.




5.2. 3a HEBBINMOJHEHNE WU HapylieHHe 0€3 YBOKUTEIbHBIX MPUYUH JOJDKHOCTHOW HWHCTPYKIIMH,
VYceraBa u [IpaBuil BHYTPEHHETO TPYIOBOIO PAaCIOPSAKA, 3aKOHHBIX DPACIOPSIKEHUN IHUpPEKTOpa
IIKOJIbI U HMHBIX JIOKAJbHO-HOPMATHUBHBIX aKTOB, a TaKXKe 3a MPHUHITHE DPELICHUI, MOBJIEKIINX
HapylLleHHe TpPYAOBOIO Ipolecca, pabOTHUK HECET IUCLUIUIMHAPHYK0 OTBETCTBEHHOCTb B
MOPSIIKE, YCTAaHOBIIGHHOM TpynoBbIM 3akoHoAaTeNbcTBOM Poccuiickoit ®Denepamuu. 3a rpybdoe
HapylmeHHe TPYAOBBIX OOs3aHHOCTEH B KadecTBE AMCUMIUIMHAPHOTO HAKa3aHUS MOXKET ObITh
MIPUMEHEHO YBOJIbHEHHUE.

5.3. 3a npuMeHeHue, 1axe OJHOKPATHO, CITIOCOOOB BOCITUTAHUS, BKIIOYAOIINX B ceOs pusnieckoe
U (WIM) TICUXOJOTUYECKOE HACUIIME HaJ JIMYHOCTHIO peOeHKa, JeNONPOU3BOAUTENh MOXKET OBbITh
OCBOOOXKIEH OT 3aHMMaeMOMl JOJDKHOCTH COTJIACHO TPYJOBOMY 3aKOHOAATEIbCTBY U
@denepansHoMy 3akoHy «O0 oOpasoBanuu B Poccuiickoit ®Denepanumy. YBOJBHEHHE 32 TaKOU
MOCTYIOK HE MPUHUMAETCS 32 MEPY AUCUUILIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HeBbINOJHEHHWE TpeOOBAaHWU OXpaHbl TpyZa, HECOOMIOACHHUS NPABWI MOXKAPHOU
0€30MacCHOCTH, CAaHUTAPHO-TUTMEHUYECKUX MPaBWJI U HOPM [JEJIONPOU3BOJUTENb IIKOJIBI HECET
OTBETCTBEHHOCTb B  IIPEJENax ONPEACNEHHBbIX aJAMHHUCTPATUBHBIM 3aKOHOAATEIHCTBOM
Poccuiickoit @eneparuu.

5.5. 3a yMblIUIEHHOE HPUYMHEHUE 0011e00pa30BaTeIbHOMY YUPEKACHUIO WM YyYaCTHUKaAM
y4e0HO-BOCIIUTATEIbHBIX OTHOIICHUN yIIepOa B CBS3HM C HCIOJIHEHHEM (HEHCIOIHEHHEM) CBOUX
JOJDKHOCTHBIX  00SI3aHHOCTEH JIJIONPOU3BOJUTENL HECET MaTepHabHYI0 OTBETCTBEHHOCTb B
MOpAIKE U TpeAeNaX, YCTAHOBJICHHBIX TPYIOBBIM M (MJIM) TPAKIAHCKUM 3aKOHOAATEIHCTBOM
Poccuiickoit ®enepanuu.

6. BzaumoorHomenus. CBSA34 M0 A0KHOCTH

Jlenonpon3BoauTeNns 0011e00pa3oBaTEIbHOTO YIPESIKIACHUSL:

6.1. PaGoTtaeT B pexnmMe HOPMUPOBAHHOTO pabouero AHA Mo TpaduKy, COCTABICHHOMY UCXOIS U3
40-qacoBoi pabodeil Hemenu, € YTBEPKIAECHHOMY TUPEKTOPOM 0O0IIe00pa3oBaTeIbLHOTO
YUPEKICHUS.

6.2. OOmeHnuBaeTcs WH(pOpPMAIMEH [0 BOMPOCAM, OTHOCSIIMMCS K €ro KOMIICTCHIIUH, C
aJIMUHHCTpalue, Oyxraiarepueil, mNeAarorndyecKuMu pabOTHUKaMU U OOCITY>KHBAIOIIUM
MIEPCOHAJIOM IIKOJIBI, C POJUTEISIMU YYAITHXCS (JTMIIAMHU X 3aMEHSFOIIUMH).

6.3. Ilony4aer oT nupekTopa 00Ie00pa30BaTENbHOIO yUpeXkIeHUsT HH(POPMAIUI0 HOPMATUBHO-
MPaBOBOTO M OPTaHU3AI[MOHHOTO XapaKTepa, 3HAKOMHUTCS TIOJ] PACHUCKy C HEOOXOIUMBIMHU
JIOKYMEHTaMHU.

6.4. BoBpemsi cooOmiaer ITUPEKTOPY MIKOJBI M €r0 3aMEeCTUTENsIM 00 mH]OopMmaiuu, mpukazax,
pachopsHKeHHUSIX M HHOW TOKYMEHTAIIMH, TOCTYIUBIIEH 110 JIEKTPOHHOI mouTe.

6.5. Bo Bpemsi OTCYTCTBHsI ACIONPOU3BOAMUTENS €ro OOSI3aHHOCTH BBITIOJNHSIET COTPYIHUK,
uMerolmii Bce TpeOyromuecss mpodeccHoHaabHble 3HAHHS, YMEHUS M HaBBIKH, HAa3HAUYEHHBIH
MIPHUKA30M TUPEKTOpa yupexaeHus. JJaHHbIi COTpYAHUK MPUOOPETAET COOTBETCTBYIONINE MpaBa 1
HECeT TMIOJIHYI0 OTBETCTBEHHOCTh 3a KadeCTBEHHOE BBHIMOJIHEHUE BO3JIOKEHHBIX Ha HEro
00s13aHHOCTEH.

6.6. CaMoCTOSITENBHO IIAHUPYET CBOIO Pa0bOTy Ha KaXKbIH JI€Hb.

6.7. Ilepenaer nHGOPMAIUIO U TIOKYMEHTHI, PaCIOPSHKEHUS aIMUHUCTPAIMN PAaOOTHUKAM LIKOJIBI,
uH(pOpMHUPYET paOOTHUKOB O COBEIAHHX, TPEOYET OT UCTIOIIHUTENEH IPaMOTHOTO U PABUIIBHOTO
oopmieHns TpeOYeMBIX JOKYMEHTAIBHBIX MaTepPHAaJIOB, OTYETOB, OTBETOB.

6.8. Mudopmupyer 3amecTuTenss AUPEKTOpa MO aJMUHHCTPATHBHO-XO3SIMCTBEHHONH paboTe
(3aBxo3a) 000 BceX HeNOCTaTKaX B OpraHU3alMy YCJIOBHM €ro JesTeNbHOCTH (OTCYTCTBUU
KaHIEJIAPCKUX MPUHAJIEKHOCTEH, PEMOHTE OPITEXHUKU MM MeOeH), COOTBETCTBUU PabOYero
MecTa HOpMaM OXpaHbl TpyJa M TOXKapHOW O0e30macHOCTH. BHOCHUT CBOM TpEIIOKEHHS 10
YCTPaHEHUIO HEJJOCTAaTKOB, IO ONTUMH3AIMU PAOOTHI JeONPOU3BOAUTEIIA.

6.9. CBoeBpeMeHHO WH(POPMUPYET PYKOBOJIUTENS OpraHu3anuu (MpU OTCYTCTBUM — WHOE
JOJDKHOCTHOE JIMII0) O HECUACTHOM Ciyyae, 3aBX03a — O BOSHUKHOBEHUHU aBapUMHBIX CUTYallUi B
paboTe cucTeM BOJOCHAOKEHUs, KAaHAIM3AINH, a TAaK)Ke MPHU IPYTHX BBISABICHHBIX HAPYIICHHUIX
CaHUTAPHBIX TIPABUIL.




6.10. UudopmupyeT qupekTopa MKOILl (MPU OTCYTCTBUM — WHOE JOJDKHOCTHOE JIUI0) O (hakTe
BO3HHKHOBEHUS TPYNIOBBIX HH(PEKIMOHHBIX ¥ HEUH(EKIMOHHBIX 3a00JICBAHHM, aBAPUHHBIX
CUTyalluidi B paboTe CHUCTEM DJJIEKTPOCHAOKEHMs, TEIUIOCHAOXKEHHS, BOJO0CHAOKEHHS,
BOJIOOTBEJICHUS, KOTOPBIC CO3JAI0T YIPO3y BOSHUKHOBEHHS U PACIPOCTpaHEHUSI HH(PEKIIMOHHBIX
3a00JIeBaHUHN U OTPaBJICHUM.

7. 3akyI04UTeIbHBbIE M0JT0KEHUS

7.1. O3HakomiieHHE PAOOTHHWKA C HACTOSIICH WHCTPYKIHEH OCYIIECTBISCTCS NpHU TMpUEeMe Ha
paboty (J10 moANMKMCaHMS TPYAOBOTO JIOTOBOPA).

7.2. OmuH 3K3eMIUISp JOHKHOCTHOW WHCTPYKIIMU HAXOMUTCSA y paboTonarens, BTOPOH — y
paboTHHKA.

7.3. ®@akT O3HAKOMJICHUS PaOOTHUKA C HACTOSIIEH MHCTPYKIHUEW TMOATBEPIKIACTCS TOJIHUCHIO B
AK3EMIUISIpE JIOJDKHOCTHOW HMHCTPYKIIMH, XpaHAIIeMcss y paboTomarens, a Takke B JKypHale
03HAKOMJICHUS C JIOJDKHOCTHBIMH HHCTPYKIIHSIMH.

Lonocnocmuyro uncmpykyuro paspaboman: / /

C oondicHocmmuoll uHCcmpyKyuel 03HaKOMIeH (a), OOUH 3K3eMNaap NOAyYul (a) u o00s3yCh
Xpaunums e2o Ha paboyem mecme.
«_» 20 T / /

MBOY COLU N2 1 P.MN. MOKLLUAH, LLiBelioB AHapeii Banepvesuny, AUPEKTOP
15.11.2021 11:10 (MSK), Ceptudukat N2 1DB68B0067ADESAE446DB222DDEBF6E7
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