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I[OJ'DKHOCTHEIH HHCTPYKIUSA TCJIONPOU3BOAUTEIISA

1. O01me MoJI0KeHHU S

1.1. HacTrosmiast 10J2KHOCTHASI HHCTPYKIMSA /1eJIONPOU3BOANTES B IIKO0JIe pa3padoTaHa Ha OCHOBE
«EnuHoro kBanu(UKAIMOHHOTO CIIPABOYHUKA JTOJDKHOCTEN PYKOBOIUTENEH, CIIEIIMAIUCTOB U JPYTUX
CITyKamuxy», pazaensl «O0meoTpacieBbie KBaTU(UKAIIMOHHBIE XapaKTEePUCTUKHU JOJHKHOCTEH paOOTHUKOB,
3aHATBHIX HA TMIPEANPUATUSIX, B YUPSKICHUSIX U opranu3aiusax» u «KpamudukarmoHHble XapaKTepUCTHKA
JOJDKHOCTEN paOOTHUKOB, 3aHATHIX B HAYYHO-UCCIIEIOBATENbCKUX YUPEKIACHHUSIX, KOHCTPYKTOPCKHUX,
TEXHOJIOTHYECKUX, MPOCKTHHIX U U3BICKATEIHCKUX OpraHu3almsIxX», yrBepxkaeHHoro [locranoBiennem Muntpyna
P® Ne 37 ot 21.08.1998r B pemaxiuu ot 27.03.2018r; B coorBeTcTBUU ¢ DenepanbHbiM 3akoHOM «O0
oOpaszoBanum B Poccuiickoit @eneparum» ot 29.12.2012r Ne273-D3 ¢ usmenenusimu ot 23 masi 2025 ronaa;
Tpynoeim Kogexcom PO u 1pyrux HOpMaTUBHBIX MPABOBBIX aKTOB, PETYIUPYIONINX TPYIOBBIE OTHOIIECHUS
MEXy paOOTHHKOM M paboToaaTeneM B PO.

1.2. JlanHast AOKHOCTHASI HHCTPYKITMS YCTaHABIMBAET OCHOBHBIC (DYHKIIHH, JOKHOCTHBIE O0SI3aHHOCTH
JIEJIOTIPOU3BOIUTEIS B IIIKOJIE, & TAK)KE OTIPEIEIIsIeT IpaBa U OTBETCTBEHHOCTh, PETJIAMEHTHPYET
B3aMOOTHOIIICHHS, a TAK)KE CBS3HU MO JOKHOCTH B KOJIIeKTHBE OV,

1.3. Jlenmonpou3BOAUTENh Ha3HAYAETCS M OCBOOOKIAETCS OT 3aHUMAEMOMN JJOJKHOCTH TUPEKTOPOM
00111€00pa30BaTEIHHOTO YUPEKACHUS B MTOPSAKE, YCTAHOBIEHHOM TPYJIOBBIM JOTOBOPOM C paOOTHHKOM H B
cooTBeTCTBUU ¢ TpynoBeIM KojiekcoMm Poccuiickon denepanum.

1.4. Ha 10/OKHOCTh ASHOIPOU3BOIUTEIA IPUHUMACTCS JIUIIO:

. HMeEIoIIIee HadaabHOE TIpo(eccrnonanbsHoe 00pa3zoBanue 0e3 MpeabIBICHUS TPEOOBAHUN K CTaXY
paboThl WK cpeaHee (oJiHoe) o0IIee 00pa3oBaHue U CIENUATBLHYIO TTOJATOTOBKY 10 YCTAHOBJICHHOW ITporpaMMme
0e3 npeabsBICHUS TPeOOBaHUN K CTaXy pabOTHI;

o COOTBETCTBYIOIIIEE TPEOOBAHUSM, KACAOIITMMCS ITPOXOKACHHS MPEIBAPUTEIBHOTO (TIpH
MOCTYIJICHUH Ha pab0Ty) U MEPUOINUSCKIX METUIIMHCKUX OCMOTPOB, BHEOUEPETHBIX METUITMHCKIX OCMOTPOB 10
HaIpaBJICHUIO paboToaaTels, MpodhecCHOHATBHON TMTMEHNYECKOM IMOITOTOBKH M aTTecTaluy (IIpH IpUeMe Ha
paboty u manee He pexxe 1 pa3a B 2 roja), BaKIMHAIIMH, a TAKKE UMEIOIIEe JTUIHYIO METUIIMHCKYIO KHIKKY C
pe3yiapTaTaMi MEAULMHCKUX 00CIeI0BaHUI U 1a00PaTOPHBIX UCCIEAOBAHHM, CBEACHUSIMH O TPUBUBKAX,
MepEHECEHHBIX MH(PEKIIMOHHBIX 3a00JIEBaHUAX, O MTPOXOKJACHUH MPO(HECCHOHATLHON TMTMEHUYSCKOM TI0ITOTOBKU
U aTTeCTalllu C IOMYCKOM K paboTe;

o HE UMeIoIIee OTPAaHNYCHUN Ha 3aHATHE TPYIOBOU AEITEILHOCTBIO B chepe 0Opa3oBaHus,
U3JI0KEHHBIX B cTaThe 351.1 «OrpanuueHus Ha 3aHITHE TPYAOBOH JeATeIbHOCTHIO B chepe 0Opa3oBaHus,
BOCIIUTAHMUS, Pa3BUTHSI HECOBEPIIICHHOJETHUX, OPraHU3aI[MU UX OT/IbIXa U 03/I0POBJICHHUS, MEIUIIUHCKOTO
obecrnieveHus, COIMaIbHOM 3alUThl U COLMATBHOTO OOCITY:KUBaHMUsI, B cepe JeTCKO-IOHOIIECKOTO CIOPTa,
KYJIbTYpbl M1 UCKYCCTBA C YYaCTHEM HECOBEPUIEHHOJIETHUX» TpynoBoro kojekca Poccuiickoit denepanun.

1.5. Ha mepuos oTiycka v BpeMEHHOM HETPYIOCTOCOOHOCTH IEIOMPOU3BOIUTENS IIIKOIIBI €70
00s13aHHOCTH BO3JIararoTcs Ha Ipyroro paboTHHKA 0011e00pa30BaTeIbHOTO yUpeKaeH . BpeMenHoe
MCIIOJIHEHUE 00S3aHHOCTEH B ATHX CIIydasiX OCYILECTBISETCS HA OCHOBAHUHU MIPHKa3a JUPEKTOPA.

1.6. [Ienonpou3BOIUTEIIb IIKOJIBI B CBOCH ACATEILHOCTH PYKOBOJACTBYETCS:

° Koncturynueit u 3akonamu Poccuiickoit @exnepanuu;

o ykazamu [Ipe3unenra u nocranosnenussmMu IIpasurenscrBa Poccuiickoit denepanmu, a Takxe
OpPraHOB MECTHOTO CaMOYIPAaBIIEHUs, PEIICHUSIMHU OPraHOB YIIpaBlieHUs 00pa30BaHUEM BCEX YPOBHEH 110
BOMpOCcaM 00pa30BaHMsI U BOCIIUTAHUS OOYyUJaIOLTUXCS;




° MMOCTAHOBJICHUSAMHU, PACIIOPSIIKCHUAMMU, ITPUKA3aMU U UHBIMU PYKOBOJAIIMMHA 1 HOPMATHBHBIMU
AOKYMCHTaMH, OTHOCAIIMMHUCA K BCACHUIO JCJIOIIPOU3BOJICTBA,

. Hanmonanenbev ctangaprom Poccuiickont @enepannn «leonpons3BoACTBO U apXUBHOE JIE€TI0»
(T'OCT P 7.0.8-2013);

. CII 2.4.3648-20 «CanutapHO-31UAEMHUOJIOTHIECKUE TPEOOBAHHS K OPTaHU3AIUSAM BOCIIUTAHUS U
00y4eHus1, OTIBIXA U 03JI0POBIICHUS JETEH 1 MOJIOJICIKIY,;

. CanlluH 1.2.3685-21 «['uruennyeckre HOpMaTUBbl U TpeOOBaHUS K 0OECIIEUEHUIO OE30IIaCHOCTH
1 (W) 6e3BpeTHOCTH IS YelloBeKa (haKTOPOB CPeIbl OOUTAHUS,

. CTaHJapTaMH YHU(DUIIUPOBAHHOHN CHCTEMBI OPTraHU3AIMHOHHO-PACTIOPSIINTEILHON JOKYMEHTAIINH;

. npaBuiIamMu opporpaduu 1 MyHKTYalnH;

. MpaBUJIAMH U HOPMaMH OXPaHbI TPy, MOKAPHOW 0€30MaCHOCTH U MIPOU3BOJICTBEHHON CAaHUTApUH;

. YcraBom 00111€00pa30BaTENILHOTO YUPEKICHUS;

. MHCTPYKIIMEH 110 OXpaHe TPYy/ia JICTONPOU3BOJIUTENS B IIIKOJIE;

. [IpaBunamu BHyTPEHHETO TPYJIOBOTO PACHIOPsIIKA M JIOKAJTLHBIMHU ITPABOBBIMH aKTaMH

00pa30BaTeNIbHOTO YUPEKICHUS.

1.7. Jlenonpou3BOAUTENb IKOJIBI PYKOBOJICTBYETCS B CBOEH pabOTe TOJHKHOCTHOW MHCTPYKITUEH,
TPYAOBBIM JJOTOBOPOM, ITPUKa3aMU U paCHOPSHKEHUSIMU TUPEKTOpa 00111e00pa30BaTEIbHOTO YUPEXKICHUS, a TAKKE
MHCTPYKLHUSMU 10 OXpaHe Tpy/Ja U MoxKapHOi 0€30MacHOCTH, MHCTPYKLHUSAMH I10 SKCIUTyaTallii KOMUPOBAJIbHO -
MHOXHUTEIHHOTO 000pY/IOBaHHUS.
1|8. JlemonponsBoauTens 10mKeH 3HATE:

. TIOJIOXKEHUSI, UHCTPYKITUU U JAPYTUe PYKOBOIAIINE MaTepraIbl © HOPMATHUBHBIE JOKYMEHTHI TI0
y4eTy KaJpoB, BEJICHUIO M XPAHCHHIO TPYJAOBBIX KHIDKEK W JIMYHBIX JIE]T pAOOTHUKOB, MO0 BEACHHUIO
JIeIONIPOU3BOICTBA B LIEJIOM;

. MOPSZIOK y4eTa JABMKEHHSI KaJpOB M COCTABIICHUSI OTYETHOCTH O COCTOSIHAU TPYIOBOM
JMCIUTUTHHEI,

. JIETIOTIPOU3BOICTBO H €T0 BEJICHHE;

. COBpEMEHHbIC HH(POPMAIIMOHHBIC TEXHOJIOTHH PAOOTHI C JOKYMEHTAMU;

. MOPSZIOK PaOOTHI C JIOKYyMEHTAMH;

. CXEeMBI JOKYMEHTO0000POTA;

. MOPSZIOK YCTAHOBJICHHUSI HANMEHOBAHUH Tpodeccuii pabounx U JOJDKHOCTEH, 00IIEero u
HETPEPBIBHOTO CTaXka paboThI;

. npaBuiia paboThl ¢ BXOSIIUMHE, UCXOIAIIMMA U BHYTPCHHUMH JIOKYMEHTAMU;

. MOPSZIOK OPraHU3aIlUH JICJIOTPOU3BOICTBA, (POPMBI K METO bl KOHTPOJIS UCTIOJTHEHUS], CTAaHIAPThI
Ha OpraHU3aIMOHHO-PACTIOPSTUTESIFHYIO TOKYMEHTAIMIO U YHU(DUIIMPOBAHHBIC CUCTEMbI JOKYMEHTAIINN;

. THUIIOBBIC CPOKU UCIIOJIHEHHSI TIOKYMEHTOB;

. MPaBHJIA COCTABJICHUS aHAJTMTHYECKHUX CIIPABOK [0 OPTaHU3aluU pabOThI C JOKYMEHTaAMH U
KOHTPOJIIO CIIOJIHEHHSI IOKYMEHTOB;

. MpaBHjIa TOKYMEHTAIMOHHOTO 00ECIICYCHHUS JICITEIIbHOCTHA OpTraHU3alIllH;

. BU/JIbI JIOKYMEHTOB U MX Ha3HAYCHHE;

. OCHOBHBIE TT0JIOKEHUS EMHOM rocy1apCcTBEHHON CUCTEMBI JISTIONIPOU3BO/ICTBA;

. CTaHJAPThl YHUDUIIMPOBAHHON CUCTEMbI OPTaHU3aIMOHHO-PACTIOPSTUTEIBHOM TIOKYMECHTAIIHNH;

. MpaBHJIa XpAaHCHHUS JCTT;

. MIpaBUJIa BBIIAYU M UCIIOJIb30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX JIET,;

. MpaBHJIa Mepelauu JIe B apXUB OpTraHU3allHH;

. npaBuiia pabOThl ¢ TEKCTOBBIMU PEIAKTOPAMU M 3JIEKTPOHHBIMU TaOJIUIIaMH, 02301 TaHHBIX,
AIIEKTPOHHOMU TIOYTOM, UHTEPHET Opay3epamu;

. MIpaBuUJIa JIEIOBOM MEePENCKH, COCTaBICHUS U HA00Opa JENOBBIX MUCEM C IPUMEHEHHUEM THIIOBBIX
00pasIoB;

. TpeOOBaHUS TI0 3aITUTE MEPCOHATBHBIX TAHHBIX;

. OCHOBBI 3TUKH U 3CTETUKH;

. MIpaBUIIa JIEJIOBOTO OOIICHUS.

° OCHOBBI OpraHu3alu Tpyaa,
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. IIpaBUJIa SKCIUTyaTallui BBIYUCIUTEIbHON TEXHUKH.
1.9. lenonpon3BOAUTEINH B IIKOJIE JIOJDKEH CTPOTO COOMIOATh JOHKHOCTHYIO MHCTPYKINIO, KOHBEHIINIO
OOH «O mpaBax pebEHKa», UHCTPYKIHUIO IO OXpaHe TPy/a Ui JeTOTPOU3BOIUTENS, IPYrHe HHCTPYKIIMHU O
OXpaHe TpyZa MPU BHITIOIHEHUH paboT Ha paboueM MecTe, MPH IKCIUTyaTaIlli KOMIBIOTEPHOU M OPITEXHUKH.
1.10. [enonpon3BoAUTEND JOJDKEH MPONUTH 00y4YeHNE U MMETh HABBIKM B OKAa3aHUH IEPBOM MOMOIIN
IIOCTPAJABIINM, 3HaTh NOPAIOK ACHCTBUI TP BOZHUKHOBEHUU T10Kapa WIM MHOM YPE3BbIYAWHON CUTYALlUH U
9BaKyaluu B 0011€00pa30BaTeIbHON OpraHU3aIiH.

2. OyHKUHNH

Lenonpouzeooumens wikovl ocywecmensem cieoyrowue GyHKyuu:
2.1. O6ecrnieuenue nHGOPMAITIOHHO-CIPABOYHOTO OOCITY>)KUBAHUS 110 IOKYMEHTaM IIKOJIBI, UX Y4eTa U XpaHEHHUSI.
2.2. Bepenue 1enonpou3BOACTBA 110 KaHIENIIPUHU 00111€00pa30BaTEIbHOTO YUPEKICHUS.

3. JIOJI’KHOCTHBIE 00SI3AHHOCTH

lenonpouzeooumens wikonvl 8binonsem ciedyrouue 00JIHCHOCHHbLE 00A3aHHOCTIU.
3.1. IlpuHuMaeT u perucTpupyer KOppecrnoH ICHIIIO, HAPaBIIsET €€ 3aMECTUTENSIM TUPEKTOpa
00111€00pa30BaTEIBHOTO YUPEKACHUS, CTPYKTYPHBIM TOIPa3/ICICHUSIM.
3.2. B COOTBETCTBUU C PE30JIIOIUEN JUPEKTOpa NIepeiaeT JOKYMEHThI Ha HCTIOJTHEHUE, 0popMIIseT
perucTpaloHHble KAPTOUYKU WM CO3JaeT OaHK JaHHBIX.
3.3. Bexer kapToTeKy y4era MpOXOKICHUS JOKYMEHTAILHBIX MaTEPUAIIOB, OCYIIECTBIISIET KOHTPOJIb UX
WCIIOJIHEHUS, BbIJAET HEOOXOIUMBIE CITPaBKU MO 3apErUCTPUPOBAHHBIM JOKYMEHTAM.
3.4. OtnpaBisieT UCHOJHEHHYIO JOKYMEHTAIIMIO 110 aJIpecaTam.
3.5. Beger yuer nosiyuaemMoi U OTIPABIIEMON KOPPECITOHICHIINU, CUCTEMATU3UPYET U XPAHUT JOKYMEHTBI
TEKYILEro apXuBa.
3.6. Benet paboTy 1o CO3aHUIO CIIPABOYHOTO armmapara Mo J0KyMeHTaM, 00ecrieunBaeT YA0OHbBIH U OBICTPBINA UX
MTOUCK.
3.7. IloaroTaBnuBaeT M caeT B apXUB 00IIe00pa30BaATEIBHOTO YUPEKICHHS TIOKYMEHTAIbHBIE MaTepHallbl,
3aKOHUYEHHbIE JEONPOU3BOACTBOM, PErUCTPALIIOHHYIO KAPTOTEKY UM KOMIIbIOTEpHbIE OaHKU JAHHBIX,
COCTaBJISICT OIUCH JIeJ, IePEeIaBaeMbIX Ha XPAaHEHHE B apXUB.
3.8. ObecnieunBaeT COXPaHHOCTh MPOXOIAIICH CITYKEOHOU TOKYMEHTAIUH.
3.9. OcymiecTBasieT HHPOPMAITMOHHO-CIIPABOYHOE 0OCIYKUBAHUE [0 TOKYMEHTaM KaHUEISIpUn
00pa30BaTeNIbHOTO YUPEHKICHUSI.
3.10. OcymiectBisieT 00pabOTKY U IBUKEHUE OTIPABISEMBIX U BHYTPEHHUX JTOKYMEHTOB, KOHTPOJIUPYET
MPaBUIIBHOCTh MX COTJIACOBAHUS U 0(hOPMIICHUS.
3.11. OGecrieunBaeT y4eT U pErucTPAIMIO UCIIOJTHEHHS TIOPYUYEHUN TUPEKTOpa 0011eo0pa3oBaTeIbHOTO
YUPEKICHUS.
3.12. Benet KHUTU MPUKA30B, MEYATACT IPUKA3HI I0 OCHOBHOM IEATEIILHOCTH U UHBIEC TPUKA3bl, 3HAKOMUT
paboTHUKOB 00I1I€00pa30BATEIBHOTO YUPEKACHHS C MPUKA3aMHU TMOJ1 OJMUCH B ACHb UX U3/IaHUS.
3.13. Bener peructpaiiuio oOpaieHuil rpakad B IIKOIY, KOHTPOJIUPYET CPOKH HCIIOTHEHUS 0OpallieHui.
3.14. Opranusyert JTUYHBIN NPUEM TPakIaH AUPEKTOPOM 00pa30BaTEIBHOTO YUPEKIACHUS, BEIET KHUTY
HOCEIIECHUHN.
3.15. Beaet BHYTPEHHIOK OTYETHO-CIIPABOYHYIO JOKYMEHTAIHUIO.
3.16. Benet yder TMUHOTO cocTaBa paOOTHUKOB IIKOJIBI M YCTAHOBIEHHYIO JOKYMEHTAITUIO TIO KaJipaMm.
3.17. OdopmisieT mpuem, MepeBo/i U YBOJIbHEHHE PAOOTHUKOB IIKOJIBI B COOTBETCTBHH C TPYAOBBIM
3aKoHOAaTenbCcTBOM Poccuiickoit @enepanniu, nojaoKeHUsIMU, UHCTPYKIUSMU U MIPUKa3aMU TUPEKTOpa
00111€00pa30BaTEIBHOTO YUPEKACHUS.
3.18. ®opmupyeT u BeJeT INYHbIE JeTia paOOTHUKOB IIKOJIbI, BHOCHT B HUX U3MEHEHUS, CBS3aHHBIE C TPYA0BOI
JESITEILHOCTBIO.
3.19. 3anonHsieT, yYUTHIBAET U XPAHUT TPYAOBBIE KHMKKH PAOOTHUKOB 00I1€00pa30BaTEILHOTO YUPEKICHUS,
IIPOU3BOIUT MOJCUET TPYLOBOTO CTaXa.
3.20. Beigaet cripaBKu O HacTOSIIIEH U MPOILION TPYAOBOH esTeabHOCTH pabdoTHHKOB OO .
3.21. Bener yuet npenocTaBieHHs OTIYCKOB paOOTHUKAM, OCYILECTBIISET KOHTPOJIb COCTABICHUS U COOMIOICHHS



rpaduKa OYepeHbIX OTIIYCKOB B LIKOJIC.

3.22. Benet apXuB JIMYHBIX A€ U MMOATOTABINBACT JOKYMEHTHI [0 HCTEYEHUH YCTAaHOBICHHBIX CPOKOB TEKYIIETO
XpaHEHUs K c/1aue B apXHB 00111e00pa30BaTeNFHOTO YUPEKICHHS, BEAET HOMEHKIATYPY KaApPOBBIX Jell.

3.23. OcymiecTBisieT yueT 9acoB pabOTHI MepcoHaIa 00pa30BaTEIBLHOTO YUPEIKCHHS, B YCTAHOBICHHBIC CPOKHU
3aIOJIHSICT U C/IaeT B OyXrantepuio Tabenb yaera pabodyero BpeMeH!u paOOTHHUKOB.

3.24. CornacHO pacnopspKEHUSAM U YKa3aHUSIM JIUPEKTOpa IIKOJIbI I1eYaTaeT U 0popmiisieT TpedyemMyro
JOKYMEHTALUIO JJIsl OpraHu3anuu padboyero npouecca B OV ..

3.25. 3annMaeTcs MOATOTOBKOW COBEIIAHUN PaOOTHUKOB OpraHU3aIluy, COOpOM HE0OX0AUMBIX MaTEPUAJIOB,
OTIOBEIIEHNEM YJaCTHUKOB O BPEMEHH, MECTE, IOBECTKE JTHS COBEIIAHUS U UX PETHUCTPAIIUEH.

3.26. SIBnsieTcst ceKpeTapeM aJIMUHUCTPATUBHOTO COBELIAHUS MPU AUPEKTOPE IIKOJIBI.

3.27. O0ecrieunBaeT 3aIUTy MMPaB U CBOOO 00YJAFOIIHUXCSI, POJAUTENCH (3aKOHHBIX TIPEJCTABUTEICH) TPU
00paboTKe MEePCOHATBHBIX JTAHHBIX.

3.28. Crporo cobmoaeT KOH(PUIEHIIUAIBHOCTD MIEPCOHATIBHBIX JAHHBIX M TPEOOBaHUS 110 3alUTE U
0€30MaCHOCTH TIEPCOHATBHBIX JaHHBIX MPH UX 00pabOTKe, HENOMYIIEHHE UX PACTIPOCTPAHEHHS O€3 COTIacus
CyOBeKTa MepCOHANBHBIX TaHHBIX WM HATNYHS APYTOro 3aKOHHOTO OCHOBAHUSI.

3.29. Cobinro1aeT 3aKOHHOCTB 11eJIel U c1oco00B 00pabOTKHM MEPCOHATBHBIX JAHHBIX yYallIUXCsl U paOOTHUKOB
00pa30BaTeNIbHOTO YUPEKICHUS.

3.30. Ctporo cobmroaeT moyioKeHus! JOJKHOCTHOM MHCTPYKIIMU CeKpeTaps JeI0NPOU3BOIUTENS, TPYIOBYIO
JMCIUTUIAHY ¥ YCTAaHOBJICHHBIN PEXXHUM JHS B IIIKOJIe, CAHUTAPHO-TUTHEHUYECKHE HOPMBI Ha pabodeM MecTe,
MpaBUJIa U TpeOOBaHMSI OXpaHbl TPY/Aa U MOKapHON OE30MaCHOCTH.

3.31. CBoOeBpEeMEHHO MTPOXOIUT MEPUOTUUECKIE METUIIMHCKHE OCMOTPBHI.

3.32. Cobmro1aeT KynbTypy U 3TUKY OOIIEHHS C paOOTHUKAMHU U KOJUJIETaMH 110 paboTe, STHYECKUE HOPMBI
MOBEICHUS B 00111€00pa30BaTeIbHOM YUPEXKIEHUH, B ObITY M OOIIECTBEHHBIX MECTaX.

4. IIpaBa

lenonpouzeooumens wikonvl 8 npedenax ceoeli KOMnemeHyuu umeenm npaso:
4.1. [Tocne mepenaun TOKYMEHTOB TPEOOBATh OT UCTIOJIHUTEIIEH TPaMOTHOTO M TIPABMIIBHOTO O(OpMIICHHS
TpeOyeMbIX TIOKYMEHTaJIbHBIX MAaTepUAIOB, OTYETOB, OTBETOB.
4.2. ampamuBath A1 JUPEKTOPA HIKOJIBI OT paOOTHUKOB HEOOXO0MMbIE MaTeprabl, JOKYMEHTbI, 00bSICHEHUS O
MIPUYMHAX 3a/IEP’KKHU BBITOJIHEHUS KOHTPOJIUPYEMbIX OPYyYEHUH, TpeOOBATh OT UCIIOJIHUTENEH JOPabOTKU
MOPYYCHUH.
4.3. 3ampamuBarh y AMPEKTOPA YUPEKICHUS Pa3bsICHEHUS U YTOUHEHUS M0 TaHHBIM MOPYYCHHSIM, BbIJAHHBIM
3aJlaHUsIM, MOJIY4aTh OT APYruX paOOTHUKOB MH(YOPMAIIHIO, TOKYMEHThI, HEOOXOIUMBIE IJIs1 UCTIOJTHEHHUS
MOPYYCHUH.
4.4. BuzupoBarh KONIUU PACIOPSAIUTEIbHON TOKYMEHTAIIUH.
4.5. BHOCHTD IIpeII0KEHHS IO COBEPIICHCTBOBAHUIO OPraHU3alluu TOKYMEHTO000POTa, IEIONPOU3BOICTBA B
00pa30BaTEeILHOM YUPEHKICHUU.
4.6. Ha paboyee MecTo, KOTOPOE COOTBETCTBYET TPEOOBAHUSAM U HOPMaM OXpaHbl TPyAa, MOKAPHOU
0€30MMacHOCTH.
4.7. 3ampamuBarh y aAMUHUCTPAINH, [T0JIy4aTh U MPUMEHATh HH(HOPMAIIMOHHBIE MaTepPUAJIbl, HOPMAaTUBHBIC U
MIPaBOBbIE JOKYMEHTHI, HEOOXOAUMBIE JIJISl BBIIIOJIHEHUSI CBOMX JOJDKHOCTHBIX 00sI3aHHOCTEH.
4.8. Ha MmopanbpHOE 1 MaTepuaibHOE MOOIIPEHUE, a TAKXKE Ha 3aIIUTy COOCTBEHHBIX HHTEPECOB M MHTEPECOB
paboTHUKOB 00IIE00Pa30BATEIHHOTO YUPEKACHHUS.
4.9. 3HaKOMUTKCS C MPOSKTAMH PEIICHUN AUPEKTOPA IIKOJIbI, KACAIOIINXCS BBITIOTHAEMON UM (DYHKIIUH, C
JOKYMEHTaMHU, OMPEIENSIFOIIUMHU €T0 MpaBa U 00A3aHHOCTH TI0 3aHUMAEeMOH JOKHOCTH, KPUTEPUSIMHU OLICHKH
KayecTBa MCIOJHEHHS CBOMX JOJKHOCTHBIX O0S3aHHOCTEH U TPYAOBBIX (DYHKITHHA.
4.10. Ha o3HakoMIIeHHE C IMEIOIIMMUCS MaTepUaiaMy JTUYHOTO JeTia, OT3bIBaMU O CBOEi paboTe, xanodamu u
WHBIMH JOKyMEHTaMH, OTPAKAIOLTUMH OLIEHKY TPY/a JAEJIOMPOU3BOIUTENS, PEAOCTABIATh M0 HUM MOSCHEHHUS.
4.11. YuactBoBaTh B paboTe OpPraHOB caMOYIpaBJIeHUs 00pa30BaTEIbLHON OpraHu3aluu, B padote o0miero
coOpanusi pabOTHUKOB, B 00CYK/IEHUH BOTIPOCOB, KACAIOIINXCS UCIOJIHIEMBIX AETOTPOU3BOAUTEIEM IIKOJIBI
JOJKHOCTHBIX 00S3aHHOCTEH.
4.12. Ha 3anmty npo¢eCcCHOHaTBHON YeCTH U JOCTOMHCTBA, HepasrialieHue AUCIUTUIMHAPHOTO (CITy:KeOHOTO0)



paccienoBaHus, UCKIIIOYast CIydau, IPeTyCMOTPEeHHbIE 3aKOHOM. Ha 3amuTy cBoux mpodeccnoHambHbIX
HMHTEPECOB CaMOCTOSITENIHO U (WM Yepe3 3aKOHHOT'O IPEJCTABUTENS, B TOM YHUCIIE a[IBOKATa), B ClIy4ae
JMCUUIUIMHAPHOTO WJIM CITY’KEOHOTO pacciieIoBaHMsI, CBA3aHHOTO C HECOOII0IEHHEM HOPM MPO(ecCHOHaNbHOM
ITUKH.

4.13. I1oBbImaTh CBOKO MPOPECCHOHATBHYIO KBATU(DUKALIHIO.

4.14. [lenonpoun3BoaUTeNb UMEET BCE IIPaBa, IpexycMoTpeHHble TpynoBeiM kogekcom Poccuiickoit denepanuu,
VYcraBoMm, KosiekTuBHBIM 0roBopoM, IIpaBunamu BHYTpEHHETO TPYAOBOTO PaclopsaKa U APYTUMHU JIOKAJIbHBIMU
aKTamu 00111e00pa30BaTeIbHOIO YUPEKACHHS, a TAKXKE IPABO Ha COLUAJIbHBIE FapAHTUU.

5. OTBeTCTBeHHOCTH

l 5.1. lenonpoun3BoAuTENIb HECET B MPEEaxX, YCTAHOBICHHbIX TPYAOBBIM U (MJIM) FPAKIAHCKUM
3dKOHOJIaTEIbCTBOM, OTBETCTBEHHOCTD 34!

. HapyIlIeHHE MpaBuJl OpraHU3aluy BeJICHUs JeI0ONPOU3BOICTBA.

. HEenpaBWIbHOE 0(hOpPMIIEHUE TPYJOBBIX KHUKEK U JIMYHBIX JIEJT;

. HapylIeHHe MpaBuJl pruemMa u opopMIIeHUs Ha paboTy pabOTHUKOB;

. IPaMOTHOCTb COCTaBJIEHHBIX JOKYMEHTOB, 0(pOpPMIIEHHE COTJIACHO HOPM U TpeOOBaHUH,
CBOEBPEMEHHOCTD MPEI0CTaBIeHUs (OTIIPaBKU aJipecary);

. He Iepeady Uid HECBOEBPEMEHHYIO Nepeiauy HH(OpMaliy Ui JOKYMEHTOB UCTIOJTHUTEIIO MO
MOPYUYEHUIO aIMUHUCTPAIUH IIKOJIbI;

. pasriameHue KoH(puIeHIIHaIbHON HHPOPMAIIH, TIOJTyYEHHOU B pE3yabTaTe BHITOJIHEHUS

CIIY’K€OHBIX 00s3aHHOCTEH, ePCOHANTBHBIX JAaHHBIX PAOOTHUKOB, YUALIUXCSA U UX POJIUTENEH (3aKOHHBIX
Mpe/ICTaBUTENEeH );

. JIOCTOBEPHOCTH MPE0CTaBIAeMOM HH(OPMAIINH, €€ CBOEBPEMEHHYIO TI0JITOTOBKY;

. COXpPaHHOCTh IOKYMEHTOB, HAXOSIIIUXCS B KAOMHETE JICIIOTIPOU3BOTUTEIIS, TMUHBIX JeTT
PaOOTHHUKOB U y4aIIuXxcs 001eo0pa3oBaTeILHOTO YUPEIKICHNUS;

. HEOKa3aHHe TIEPBOH JOBPaueOHO MOMOIIN TIOCTPaIaBIIeMy, He CBOCBPEMEHHOE N3BEIICHUE HITH

CKPBITHE OT aAMUHUCTPALIMU OPraHU3alM1 HECYACTHOTO Ciy4vasl.

5.2. 3a HEeBBITIOTHEHUE WJIM HApYIIeHNEe 03 YBAKUTEIBHBIX TPUYHH IOJDKHOCTHOM MHCTPYKIIUM, Y CTaBa U
[IpaBus BHYTpEHHETO TPYAOBOTO PACMIOPSAKA, 3aKOHHBIX PACIIOPSHKEHUI TUPEKTOPA IKOJIBI M MHBIX JIOKAJIBHO -
HOPMAaTUBHBIX aKTOB, a TAK)KE 3a IPUHATHE PELICHUH, MOBJIEKIINX HapYyIIEHUE TPYAOBOIrO MpoI1iecca,
JEJIONIPOU3BOIUTEND HECET IUCHUILIMHAPHYIO OTBETCTBEHHOCTh B MOPSIIKE, YCTAHOBIEHHOM Tpy/10BBIM
3akoHoaarenbcTBoM Poccuiickoit denepanuu. 3a rpydoe HapyleHue TPYI0BbIX 00sI3aHHOCTEH B KaueCTBE
JUCHMILTMHAPHOTO HaKa3aHUS MOKET ObITh MPUMEHEHO YBOJbHEHUE.

5.3. 3a mpuMeHeHue, Jake OTHOKPATHO, CITIOCOO0B BOCIIUTAHHS, BKITFOYAIONTUX B ceOs puznueckoe u (Him)
MICUXOJIOTMYECKOe HACHIINE HaJl TMYHOCThIO peOeHKa, EI0MPOU3BOIUTENIb MOKET ObITH OCBOOOXK/IEH OT
3aHMMAaeMOU JIOJDKHOCTHU COTJIACHO TPYJI0BOMY 3aKOHOAaTenbCcTBY M DenepanbHomy 3akony «O0 oOpa3zoBaHUH B
Poccuiickoit denepanuny». YBOJIBHEHHE 32 TAKOM MOCTYIIOK HE IPUHUMAETCA 33 MEPY AUCLUILIMHAPHOU
OTBETCTBEHHOCTHU.

5.4. 3a HeBbINIOJIHEHNE TPEOOBAHUI OXPAHBI TPY/la, HECOOIIOIEHUS TTPABIII IOKAPHON OE€30MaCHOCTH, CAHUTAPHO-
TUTMEHUYECKUX MPABUII U HOPM JIEJIONPOU3BOIUTEND IIKOJIBI HECET OTBETCTBEHHOCTh B IIPeieaxX OIMPeIeIeHHbIX
aJIMUHUCTPATUBHBIM 3aKOHOAATEIbCTBOM PD.

5.5. 3a yMmBINIJIEHHOE IPUYUHEHHE 00111e00pa30BaTeIbHOMY YUPEKACHUIO UITH YIYaCTHUKAM Y4eOHO -
BOCITUTATENFHBIX OTHOILICHUH yIiepOa B CBSI3U C UCTIOJTHEHUEM (HEHCIIOTHEHHEM ) CBOUX JOJHKHOCTHBIX
00s13aHHOCTEH JIeTONPOU3BOIUTENb HECET MAaTEPUAIIbHYIO OTBETCTBEHHOCTD B MOPSIIKE U TIPEIeiax,
YCTaHOBJICHHBIX TPYJOBBIM U (M) TPAXKIAHCKUM 3aKOHOIaTeNnbcTBOM Poccuiickoit denepanuu.

6. B3anMoOTHOIIEHHS U CBSI3H MO T0JLKHOCTH

enonpouzeooumeins 06ueo0dpaz08amenbHO20 YYPeHCOeHUs:
6.1. Paboraer B peskuMe HOPMUPOBAHHOTO paboyero AHs 1O rpaduKy, COCTaBICHHOMY UcXos 13 40-4yacoBoi
paboueii Henenu, U yTBepKAEHHOMY nupekropom OV .
6.2. OOMeHuBaeTcst HH(pOpPMAaIKel TT0 BOIPOCaM, OTHOCSIIIUMCS K €r0 KOMIIETEHIIUH, C aIMHHUCTPALIUEH,
Oyxranrepueii, IeJarornyeCKUMu pabOTHUKAMU M 00CITY)KHBAIOIIMM TIEPCOHATIOM HIKOJIBI, C POUTEIISIMH



ydamuxcs (JTUIaMy ux 3aMEHSIONIUMU ).

6.3. [Tomy4aeT oT AUpeKTOpa 00I11e00pPa30BaATEIBHOTO YUPEKACHUS HHPOPMALINIO HOPMATUBHO-TIPABOBOTO U
OpraHU3aIMOHHOT0 XapaKTepa, 3HAKOMHTCS TI0]] PACIIUCKY ¢ HEOOXOIMMBIMU TIOKyMeHTaMu. McTounmnk
JOJDKHOCTHOU MHCTpYKIuK: http://ohrana-tryda.com/node/1881

6.4. BoBpeMms cooOmIaeT AUPEKTOPY LUIKOJIBI U €T0 3aMECTHTENSIM 00 HH(pOpMAINH, TPUKA3aX, PACHOPSHKEHUSIX U
VMHOHM JOKYMEHTALUH, IIOCTYIHUBUIEH IO SJIEKTPOHHOU ITOYTE.

6.5. Bo Bpemst OTCYTCTBUS AETONPOU3BOAUTEIS €r0 00SI3aHHOCTH BBITIOJHAET COTPYAHUK, UMEIOIINN BCE
TpeOyromecs mpodeccHoHalbHbIC 3HAHHUS, YMEHHS 1 HABBIKH, HA3HAYCHHBIH MTPUKA30M TUPEKTOpA YUPEIKACHUSI.
JIaHHBII COTPYAHUK IPHUOOPETAET COOTBETCTBYIOIIME MIPaBa M HECET MOJHYI0 OTBETCTBEHHOCTD 33 KAUeCTBEHHOE
BBITIOJTHEHHE BO3JI0KEHHBIX Ha HETO 00S3aHHOCTEH.

6.6. CaMOCTOSITEIHFHO IJIAHUPYET CBOIO pabOTy Ha KaXKIIbIi JICHb.

6.7. Ilepenaer nHGOpMaLIMIO U JOKYMEHTBI, PACTIOPSYKEHUS aIMUHUACTPALIMY PAaOOTHUKAM LIKOJIbI, HHPOPMUPYET
pabOTHHUKOB O COBEHIAHUAX, TPEOYET OT UCMOTHHUTENIEH TPAMOTHOTO M TPABUIBLHOTO 0(opMIiIeHuUs TpeOyeMbIX
JTOKYMEHTAIBHBIX MaTepPHajOB, OTYETOB, OTBETOB.

6.8. udopmupyer 3aBxo3a 000 BceX HEJOCTATKaX B OPraHU3alluy yCIOBUH €ro JesTeIbHOCTH (OTCYTCTBUU
KaHIEJSIPCKUX MPUHAUICKHOCTEH, pEMOHTE OPTTEXHUKH HIIH MeOeIn ), COOTBETCTBUHU pabovero Mecta HopMaM
OXpaHBbI TPy/Ia U MOKapHO# Oe30macHOCTH. BHOCHT CBOM TIPEAIOKEHHSI TIO0 YCTPaHEHUIO HEJJOCTATKOB, TIO
OTITUMH3AINH PAOOTHI JIETTOTIPON3BOIUTEIS.

6.9. CBoeBpeMeHHO HHPOPMHUPYET PYKOBOJIUTEISI OpPraHu3aIiuy (Mpyu OTCYTCTBUHM — MHOE JOJKHOCTHOE JIMIIO) O
HECUACTHOM CJTy4ae, 3aBX03a — 0 BOSHHKHOBCHHUHU aBAPUIHBIX CUTYalluil B pab0OTEe CUCTEM BOJIOCHAOKEHMS,
KaHAJIN3aIl1H, a TAKKe TIPU APYTUX BBISBICHHBIX HAPYIICHUSIX CAHUTAPHBIX MTPABHIL.

6.10. Madopmupyet mupeKkTopa MIKOJIbI (IIPU OTCYTCTBHH — MHOE JOJHKHOCTHOE JIUI0) O (JaKTe BOSHUKHOBEHHUSI
IPYNIOBBIX HH(PEKIIMOHHBIX U HEMH(EKIIMOHHBIX 3a00JIeBaHNH, aBapUHHBIX CUTYallUi B paboTe cucTeM
NIEKTPOCHAOKEHHUS, TEMI0CHA0KEHNS, BOJOCHA0KEHHs, BOJOOTBEACHNUS, KOTOPBIE CO3At0T YTPO3y
BO3HUKHOBEHUS M PaclpoCTpaHeHHsI HH(PEKIUOHHBIX 3a00J1€BaHUM U OTPaBICHU.

7. 3akjI09uTeIbHbIE MOJI0KEHHS

7.1. O3HaKOMIICHHE JICTOTIPOU3BOIUTENS B 00111€00pa30BaTEIHFHOM YUPEKICHUHN C HACTOSIIICH
JOJDKHOCTHOM MHCTPYKITMEH OCYIIECTBIIICTCS MPU MTpueMe Ha paboTy (A0 MoanucaHus TPYJAOBOTO JOTOBOPA).
7.2. OauH 3K3eMIUISIp JOJHKHOCTHOM MHCTPYKIIMU HAXOIUTCS Y paboTomaTes, BTOpoil — y pabOTHHKA.
7.3. ®akT 03HaKOMJICHUS paOOTHHKA C HACTOSIIECH MHCTPYKITUEH TTOATBEPIKIACTCS MOIMUCHIO B K3EMILISIPE
JOJDKHOCTHOW MHCTPYKITMHU, XpaHSIIEMcs y paboToAaTels, a TAakKe B )KypHaAIe 03HAKOMIICHHUS C JOJHKHOCTHBIMU
WHCTPYKITUSIMH.

J10JDKHOCTHYIO MHCTPYKIIMIO pa3padoTa: / /

C I0JDKHOCTHOUM MHCTPYKIIMEH 03HAKOMIICH (), OJIMH AK3EMIUIAP MOTYYrI () U 00s3yI0Ch XpaHUTh €ro Ha
paboueM MecTe.
« » 202 T / /
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