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JIOJIZKHOCTHASI HHCTPYKIMS CIIeNHAJIMCTA M0 KaJApaM

1. O01mue moJ10KeHU S

1.1. Hacrosimas JomKHOCTHAS MHCTPYKIIUS CIEIMANUCTA 10 KajpaM pa3padoTaHa B
cootBercTBUM ¢ [Ipodeccnonanbusim crangapTom: 07.003 «Cnenuanuct mo yrpasieHUIO
MIEPCOHAIIOM», YTBEPKACHHBIM MPUKa30M MUHUCTEPCTBA TPYAa U COLUATHHON 3alUTHI
Poccwuiickoit @eneparuu Ne691u ot 6 oktsaopst 2015 rona; ¢ yaerom denepaibHOro 3aKoHa
No273-®3 o1 29.12.2012r «O6 ob6pazoBanuu B Poccuiickoit deneparnuny» B pelakiiuy OT 2 UIOJIS
2021 ropna; CII 2.4.3648-20 «CaHuTapHO-3MHIEMHOIOTUYECKIE TPEOOBAaHUS K OpraHU3aIHsiIM
BOCIIUTaHMs U O0Y4EHUs, OT/IbIXa M 0370POBJICHUS A€TEH U MOJIOEKU», B COOTBETCTBUH C
Tpynoseim konekcom Poccuiickoit @enepannn, Y CTaBOM U JPYTMMU HOPMATUBHBIMU aKTaMU,
PEryIHpYIOIUMH TPYAOBbIE OTHOIIEHHS MEXly paOOTHUKOM U paboToaTeNeM.

1.2. JlaHHast MHCTPYKIIMS ONIpENIeNsieT epeueHb TPYAOBbIX (QYHKUINN U 00s3aHHOCTEN
CrelMaincTa 1o KajpaMm B IIKOJIE, a TAK)Ke ero MpaBa, OTBETCTBEHHOCTh M B3aMMOOTHOIIEHHSI 10
JOJIKHOCTH B KOJIJIEKTUBE 00pa30BaTeIbHON OpraHu3aluy.

1.3. Cnenmanuct no Kajpam Ha3HAYaeTCsl U OCBOOOXKIAeTCs OT JOJKHOCTH NMPUKA30M
JTUpEKTOpa 0011e00pa3oBaTEILHON OPraHU3alliy B MOPSIKE, YCTAHOBIEHHOM TPYI0BBIM
KojekcoM Poccuiickoit denepannu 1 TpYAOBBIM JOTOBOPOM (KOHTPAKTOM) C paOOTHHKOM.
1.4. Ha Bpemst oTIycKa U BpEMEHHON HETPYA0CIOCOOHOCTH CHELMAIUCTA 110 KaJpaM ero
00513aHHOCTH MOTYT OBITh BO3JIO’KEHBI HA JIEIONPOU3BOAMUTEINS WIIA APYTOr'0 COTPYAHUKA
00111e00pa3oBaTeIbHON OpraHu3auu. BpemenHoe ucnojiHeHne 00s13aHHOCTEN B JAHHBIX
CJIyyasiX OCYILIECTBIISETCS COITIAaCHO NMPHUKA3y TUPEKTOPA, U31aHHOTO C COOI0ACHUEM
TpeboBanuit TpymoBoro konekca Poccuiickoit deaepanum.

1.5. Ha 10/KHOCTD crienuanucTa no KajapaM IpUuHUMAETCs JIUIIO:

*  HUMeloIIee cpennee npodeccHoHaATbHOE 00pa3oBaHue - MPOrpaMMa IMOATOTOBKH
CMELUAINCTOB CPETHETO 3BEHA, IOTMOJHUTENbHOE TPOecCHOHaIbHOE 00pa30BaHHE -
poTrpamMMBbI MPO(HecCHOHATEHOW EPENOrOTOBKH, TIPOTPAMMBI TTOBBIIIICHUS
KBaM(pUKaImmy;

* 0e3 mpenbsABIEHUS TPeOOBAHUMN K ONBITY PabOTHI;

*  COOTBETCTBYMOIIEE TPEOOBAHUSAM, KACAIOLIUMCS MTPOXOXKJICHHS MTPEIBAPUTENLHOTO (TIpU
MOCTYIUIEHUHU Ha paboTy) U NEPUOANYECKUX METUIIUHCKUX OCMOTPOB, BHEOUEPETHBIX
MEIULMHCKUX OCMOTPOB IO HAIPaBJICHUIO paboToIaTeNs, 00s13aTeIbHOrO
MICUXHATPUUECKOI0 OCBHUIETENbCTBOBAaHNUS (He pexxe 1 paza B 5 ier),
po¢eCCUOHATBLHON TUTHEHUYECKOM MOATOTOBKH U aTTeCTalluu (MIpH pUeMe Ha
paboTty u nanee He pexe 1 paza B 2 rosa), BaKIMHAINH, a TAKKE UMEIOIIEe JIUYHYIO
MEIULUHCKYIO0 KHUXKKY C pe3yJbTaTaMi METUIIMHCKUX 00CIeI0BaHUN U
1ab0opaTOPHBIX UCCIIEI0BaHUM, CBEIEHUSIMU O IPUBUBKAX, IEPEHECEHHBIX




MHQEKITMOHHBIX 3a00JI€BaHUAX, O IPOX0XKIECHUH MPO(PECCUOHATLHON THTHEHUYECKO
MOATOTOBKU U aTTECTAllUU C IOMYCKOM K padoTe;

* HE UMEIOoIIee OTPAaHNYCHUN Ha 3aHSATHE TPYIOBOU JACSITEILHOCTRIO B cepe
o0OpasoBaHmMs, U3JI0KEHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHITHE TPYIOBOH
JeSTENILHOCTHIO B chepe 00pa3oBaHMs, BOCIIUTAHUS, PA3BUTUS HECOBEPIIICHHOJICTHHX,
OpraHu3ally UX OTAbIXa U 03[JOPOBJICHUS, MEIULIMHCKOrO 00eCIeueHu s, COLUaIbHON
3alIUTHI U COUMAIBHOTO OOCITYKUBaHUS, B cepe AETCKO-FOHOIIECKOTO CIIopTa,
KYJbTYPbI M HICKYCCTBA C y4aCTHEM HECOBEPUIEHHOJIETHUX» TPylI0BOro KoJieKca
Poccutickoit denepanumn.

1.6. CnenuanucT 1no KajapaM MOoAYUHSIETCS] HETIOCPEICTBEHHO TUPEKTOPY 0011e00pa3oBaTeabHOM
OpraHH3aIiy.

1.7. B cBoeii nestenbHOCTH pyKoBoJicTBYeTcss KoHcTuTyiuel u 3akoHamu Poccuiickoi
®enepaunu, ykazamu [Ipesunenra, pemuenusmu [Ipasurenscta Poccuiickon denepannu u
OpraHoOB yIpaBJeHHUS 00pa30BaHUS BCEX YPOBHEH IO BOMPOCaM, KaCaIOUIMMCsI €T0 TPYI0BOU
JeSATeTLHOCTH, TPYAOBBIM JJOTOBOPOM MEXIY PAOOTHHUKOM M pyKoBoauTenem. Takxke,
CIIELUATIUCT 0 KaJpaM PyKOBOJICTBYETCS:

*  QJIMUHUCTPATUBHBIM, TPYJOBBIM U XO35CTBEHHBIM 3aKOHOIATEILCTBOM Poccuiickoi
®enepanuu;

*  ®epaepanpabiM 3akoHOM No273 «O6 obpazoannu B Poccuiickoit depepanumny;

* YcTaBOM M JIOKAJIbHBIMU aKTaMHU, B TOM 4uciie [IpaBuaMu BHYTpeHHEro Tpy10BOTO
pacrnopsiika, MpUKa3aMH U PaCOPsLKEHUSIMU JUPEKTOPa HIKOJIHI;

* CII2.4.3648-20 «CanuTapHO-3MUIEMHOJIOTHYECKHE TPEOOBAHUS K OpraHU3aIHsIM
BOCIIUTAHUS U OOyUYEHUs, OT/AbIXA M O3I0POBIICHUSI IETEH U MOJIOJEKI;

*  [IOCTAHOBJICHUSMH, PACIIOPSKEHUSIMU, IIPUKA3aAMHU U HHBIMUA PYKOBOJSAILIUMHU U
HOPMaTHUBHBIMU JOKYMEHTAMH, OTHOCSIITUMUCS K BEICHUIO KaJIpOBOTO
JIEJIONPON3BO/ICTBA;

* CTaHjapTaMu YHU(GUIMPOBAHHON CUCTEMBI KaJPOBOU JOKYMEHTAIUH;

*  TPYAOBBIM 3aKOHO/IATEIBCTBOM;

* MpaBWIAMH pabOTHI HA KOMITBIOTEPE U UHOW OPTTEXHUKH;

* MpPaBWIAMH U HOPMaMHU OXpaHbl TPYa, IPOU3BOJCTBEHHON CAHUTAPUH U MOXKAPHOU
0e301acCHOCTH;

* KonBenuueii o npaBax peOeHKa.

1.8. CnenmanucT mo KajpaM B MIKOJIE JTOIHKEH 3HATh:

*  MOPSIOK OPOPMIICHHUS, BEACHUS U XpaHEHUs JOKYMEHTOB IO MEPCOHATY;

* TIOPSAMIOK yueTa JBWIKEHUS KaJPOB U COCTABJICHUS YCTAHOBIIEHHON OTUETHOCTH;

*  OCHOBBI JJOKYMEHTO00OPOTa U TOKYMEHTAIIMOHHOTO 00eCTeYeHN S,

*  TEXHOJIOTHH, METOJIb U METOJIMKH MPOBEICHUS aHAIN3a U CUCTEMAaTH3aIlu1
JOKYMEHTOB M UH(OpMaIIHH;

* TIOPSAZIOK pacyueTra CTaxa, JIbrOT, KOMIEH i, opopMIIeHUS TTIEHCUN pabOTHUKAM;

*  CTPYKTYpY 00I1e00pa30BaTeIbHON OpraHu3aluy,

*  TPYAOBOE 3aKOHOJIATEIHCTBO M MHBIE aKThI, COJIEPIKAIINE HOPMBI TPYIOBOTO MPaBa;

*  OCHOBBI a@pXHMBHOTO 3aKOHOJAATENILCTBA 1 HOPMATUBHbBIE TPaBOBBIE aKThl Poccuiickoit
denepanuu, B 4aCTH BEJCHUS TOKYMEHTAIIUHU TI0 TIEPCOHAITY;

*  3aKoHOJATenbCcTBO Poccuiickoit Penepanuu 0 NepCOHAIbHbBIX JaHHBIX;

*  JIOKQJIbHBIE HOPMATUBHBIC aKThI TKOJIBI, PETYIHPYIONINE MOPSI0K 0popMIeHUS
pacnopsAIUTENbHbBIX U OPraHU3aIl[MOHHBIX JOKYMEHTOB 110 IIEPCOHATY;

*  HOPMBI THKH U JICIIOBOTO OOIIEHNS;

* 0a3o0Bble OCHOBBI HHPOPMATUKH, CTPYKTYPHOE TIOCTPOCHHE HHPOPMALMOHHBIX CUCTEM
1 0COOEHHOCTH PabOTHI C HUMU;

* HOpMAaTHBHBIE IPaBOBbIE akThl Poccuiickon denepannu, peryanpyromue npasa u
00513aHHOCTH T'OCYAAPCTBEHHBIX OPraHOB, MPOGECCHOHATBHBIX COI030B U JPYTUX




MPEJCTABUTENBHBIX OPraHOB PAOOTHUKOB I10 MPEIOCTABICHUIO YYETHOM
JOKYMEHTALUH;

JIOKaJIbHBIC HOPMATUBHBIE aKThI LIKOJIBI, PETYJIUPYIOLIUE TIOPAIO0K BEICHUS
JOKYMEHTALUH 110 y4eTy U ABM)KCHHUIO IIEPCOHAA.

1.9. Coenuanuct no Kaapam J0JKEH YMETh:

pa3pabaTbIBaTh MPOEKTHl OPraHU3AMOHHBIX U PACIIOPATUTEIBHBIX JOKYMEHTOB 110
[IEpPCOHAILY;

0o OpMIIATH JTOKYMEHTHI B COOTBETCTBUU C TPEOOBAHUAMHU TPYAOBOTO
3akoHoarenbcTBa Poccuiickoit denepanuu u JTOKaIbHBIMA HOPMATUBHBIMU aKTaMU
00pa30BaTENbHOTO YUPEKICHUS;

BECTH y4YET U PETUCTPALHIO IOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX U Ha
MaTepUaIbHBIX HOCUTEISIX;

OpraHU30BBIBATH XPaHEHUE JJOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU apXUBHOTO
3akoHoAarenscTBa Poccuiickoit denepannu U JTOKaIbHBIMU HOPMAaTUBHBIMH aKTaMU
00pa3oBaTeNbHON OpTaHU3aAINH;

aHAJIM3UPOBATh TOKYMEHTHI M MIEPEHOCUTH HHPOPMAIUIO B 0a3bl JaHHBIX U OTUETHI;
BBISIBIIATH OITUOKH, HETOUHOCTH, UCIIPABJICHUS U HEIOCTOBEPHYIO HH(POPMAIIHIIO B
JOKYMEHTaX, OMPeeNATh JETUTUMHOCTh JOKYMEHTOB;

paboTaTh ¢ MH)OPMAIIMOHHBIMUA CUCTEMAMH U 0a3aMU JIaHHBIX 10 BEJICHUIO yUeTa,
JBUKEHHIO IEPCOHATIA;

pa3pabarbiBaTh MPOCKTHI KAIPOBBIX TOKYMEHTOB;

o OpMIIATH KaJIpOBbIE TOKYMEHTHI B COOTBETCTBHH C TPEOOBAHUSIMU TPYIOBOTO
3akoHoarenbcTBa Poccuiickoit denepainuu u JTOKaIbHBIMA HOPMATUBHBIMU aKTaMU
00pa3oBaTeNnbHON OpraHu3aluy,

BECTH YYET U PETUCTPAIMIO KaJIPOBBIX JOKYMEHTOB B MH()OPMAITMOHHBIX CUCTEMaX U
Ha MaTepUAIbHBIX HOCUTETISX;

aHATM3UPOBATH KaJIPOBBIE TOKYMEHTHI U IEPEHOCUTH HH(OPMAITHIO B 0a3bl JaHHBIX U
OTYETHI;

paboTaTh CO CHenuaIn3upOBAaHHBIMU HH(OPMAITMOHHBIMUA CUCTEMaMH U 0a3amMu
JAHHBIX 110 BEJACHUIO Y4eTa U JBIKEHUIO MePCOHANA [ITKOJIHI,

pa3pabaThIBaTh TUIAH KOPPEKTUPOBOK YCTAHOBIIEHHOTO MOPSAKA 0hOPMIICHHUS
JIOKYMEHTOB 10 TIEPCOHAITY U PEaIM30BhIBATh MPUHATHIC H3MEHECHHUS,
KOHTPOJIUPOBATH MPUCYTCTBHE pAaOOTHUKOB B 00II€00pa30BaTEIHLHON OpraHU3alliu;
o OpMIIATH yUeTHBIE JOKYMEHTBI, IPEIOCTABIIsIEMbIE B TOCYAapCTBEHHBIE OpTaHbl,
npo¢eCcCHOHANIbHBIEC COIO3bI U APYTHE MPEICTAaBUTEIbHbBIE OPraHbl pAOOTHUKOB;
OpPraHHU30BBIBATH XpPaHEHHE TOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUSIMU TPYIOBOTO
3akoHomarenbcTBa Poccuiickoit deneparuu u JTIOKATbHBIMA HOPMATUBHBIMHU aKTaMU
IITKOJTHI,

paboTtath ¢ UHPOPMAIIMOHHBIMU CUCTEMaMHU U 0a3aMM JTAHHBIX 110 BEJICHUIO yUeTa U
JBUKCHHIO TIEPCOHATIA;

paboTtath ¢ UHPOPMAIIMOHHBIMU CUCTEMAMHU W 0a3aMU JJAHHBIX 110 BEJICHUIO
CTaTHUCTUYECKOW U OTUETHOU MH(POPMAIIUU TI0 TIEPCOHAITY;

aHAIM3UPOBATH MIPaBUJIA, MPOIEAYPHI U MOPSIAOK, PETyTUPYIOIIHNE MpaBa 1
00s13aHHOCTH TOCYAapCTBEHHBIX OPraHOB U OPTaHU3AIMU IO BOIIpOocaM oOMeHa
JOKYMEHTaIMEW MO MepCOHAITY;

BECTHU JICJIOBYIO MEPENUCKY;

coOJTI0/1aTh HOPMBI ATUKH JIEJIOBOTO OOIICHUSI.

1.10. Crermanuct o Kaapam J0JDKEH 3HAaTh YCTAHOBJICHHBIC TIPAaBUIIa U TPEOOBAHUS OXPAHBI
TpyJa U MoXKapHOoH 6€30MacHOCTH, MPaBUIIa JUUYHON TMTHEHBI U TUTHEHBI TpY/a B
00pa30BaTENILHOM YUPEKACHUH.

1.11. Cnenmanuct 1o Kaapam JA0HKEH MPOUTH 00yYeHUE M HIMETh HAaBBIKA OKa3aHUs MEPBOM
MOMOIIH MocTpagasimm, codmonate Kousernuro OOH o mpaBax peOeHKa, 3HATH MOPSIIOK



JIEMCTBU IPY BOSHUKHOBEHUH I10Kapa UM UHOW YPE3BBIYaHOM CUTYallUH U 3BAKYALIUH.

2. TpynaoBbie pyHKIMHU

OcHOBHBIMU MPYOOBLIMU PYHKYUAMU CREYUATUCA NO KAOPAM 8 UKOJe SABNSIOMC:
2.1. lIokyMeHTaIlMOHHOE 00ecreueHre padOThI ¢ IEPCOHATIOM:

2.1.1. Benenue opraHu3aiiiOHHON U PaCIOPSAUTEILHON JOKYMEHTAIIMH 110 TIEPCOHATTY
0011e00pa30BaTEIbHON OpraHU3aluy.

2.1.2. Benenne TOKyMEHTAIIUH 10 YYETY U JIBHOKCHHIO KaJIPOB.

2.1.3. AAMUHUCTPUPOBAHHE TPOILIECCOB U JIOKYMEHTO000POTa MO YYETY U JBMXKEHUIO KaIPOB,

MPEJICTABICHUIO IOKYMEHTOB IO [epcoHaTy 00pa3oBaTelbHOM OpraHu3aluy B
rOCYJapCTBEHHBIE OPTaHBbI.

3. I[O.TDKHOCTHBIG 00513aHHOCTH cnenuajucTa 1o KaapamMm B lIK0J1€
3.1.B paMKax TPYIAOBOM d)VHKHI/II/I BEJCHUS OPraHM3alMOHHON M pacropsIUTEIbHON
JOKYMCHTAIIMY 1O IIEPCOHAJTY.

® O6pa6aTBIBaeT " aHAJIM3UPYCT IMMOCTYIIAIOIIYIO B 06H_[606p330B8.TCJ'IbHy10 OpraHu3anuro

JIOKYMEHTAIUIO I10 IEPCOHANY;
* pa3zpabaTbiBaeT U 0hopMIILET JOKYMEHTAIHMIO TI0 IEpCOHANY (IEPBUYHYIO, YUETHYIO,

IUIAHOBYIO, 110 COLMAILHOMY 00€CIICUEHHIO, OPraHU3aIOHHYIO, PACTIOPSTUTEIBHYIO);

*  OCYUIECTBJISIET PETUCTPALIMIO, YUET U TeKYIllee XpaHEeHNEe OPraHU3alMOHHON U
pacnopsAUTENbHON JOKYMEHTALMU 110 IEPCOHAITY.
3.2. B paMkax Tpy10Bo#l QyHKIIMM BeICHUs JOKYMEHTAIIUMH 110 YYeTY U JIBUKEHUIO KaJPOB:

*  OCYILECTBJISIET MOJArOTOBKY IIPOEKTOB JOKYMEHTOB 110 IPOLEAYPAM YIPaBIECHUS
KOJUJIEKTUBOM 00I11e00pa30BaTeIbHON OpraHU3aliy, YUeTy U JBUKCHHIO TIepCOHANa;

* OpraHM3yeT CHCTEMBbI JIBH)KEHUSI JOKYMEHTOB I10 [e1aroru4eckoMy, yueOHo-
BCIIOMOTaTEeNIbHOMY U OOCITY>KHBAIOIIEMY IIEPCOHAITY;

* coOupaer u NpoBepsieT JUYHbIE TOKYMEHTHI COTPYIHUKOB 00111€00pa3oBaTeIbHON
OpraHu3aluy,

*  OCYIIECTBIISET MOATOTOBKY U OOpMIIEHHE TIO 3aMPOCy paOOTHUKOB U JTOJDKHOCTHBIX JIHI]
KOMUH, BBIITUCOK U3 KaJPOBBIX JOKYMEHTOB, CIIPaBOK, MH(OPMAIIUU O CTaXe, IbroTax,

TrapaHTUAX, KOMIICHCAIUAX 1 MHBIX CBGI[GHI/II\/'I (o) pa6OTHI/IKaX IIKOJIbI,
¢ BbBLJACT pa6OTHI/IKy KaZApOBBIC TOKYMCHTHI O €T0 pr,HOBOﬁ ACATCIIBHOCTH,

¢ JOBOJHUT J0O CBCIACHHA pa6OTHI/IKOB O6p2130B21TCJ'[BHOI>i opraHum3allii OpraHu3allMOHHBIC,

pacropsiAUTENbHBIE U KaAPOBbIE JOKYMEHThI OPraHU3aLlNu;
* BeJeT y4eT pabouero BpeMeHH paOOTHUKOB;

¢ OCYHICCTBJIACT PEruCTpaluio, y4eT, OlICpaTuBHOC XpAHCHHUEC JOKYMCHTOB II0 KaJIpaM,

IMOATOTOBKY K C1a4Y€ X B apXMB.

3.3. B pamkax TpyaoBoi (QpyHKIIMHM aJMUHUCTPUPOBAHHUS ITPOLIECCOB M JOKYMEHTOO0OPOTA 110
yUYeTy U JBUKEHHIO KaJpPOB, IPEACTABICHUIO JOKYMEHTOB IO MIEPCOHATY B FOCY1apCTBEHHbBIE

OpraHsbI.
*  OpPraHM30BBIBAET JOKYMEHTOOOOPOT MO yUeTy U ABMKEHHIO KaJPOB;

¢ OpPraHMU30BLIBACT IIOKYMCHTOO60pOT o NpeACTABJICHUIO JOKYMCHTOB I10 pa60THI/IKaM B

rocy/1apCTBEHHbIE OPTaHbI;

¢ HOATO0TaBJIMBACT II0 3alIpOCy IroCyJapCTBCHHBIX OPraHOB, HpO(I)eCCI/IOHaJ'ILHBIX COIO30B U

JIPYTUX IPEICTaBUTENbHBIX OpraHOB PaOOTHUKOB OPUTHMHABI, BBIMUCKH, KOITUU
JIOKYMEHTOB;

*  TOJTrOTaBIMBACT YBEAOMJICHUS, OTUYETHYIO M CTATUCTUYECKYIO HH(OPMALIHIO 110 Kajpam;
*  OCYUIECTBJISIET MOArOTOBKY HH(OPMAIIUH O 3aKITIOUEHHH TPYIOBOIO WM TPasKIaHCKO-

MIPaBOBOTO JOTOBOPA Ha BHITIOJIHEHHE padO0T (OKa3aHHUE YCIYT) C TPaKIaHHHOM,

3aMfCIlaBIINM JOJIZKHOCTH I‘OCYII&pCTBGHHOfI N MyHPILIPIH&JIBHOfI C.IIy)KGBI, MEpCUCHDb

KOTOPBIX YCTaHABIMBAECTCS HOPMATUBHBIMU MMPABOBBIMU akTaMu Poccuiickoit
denepauuu.



3.4. BemmonuHsieT paboTy M0 KOMITJIEKTOBAaHHUIO 00I111€00pa30BaTeIbHON OpraHU3aIiy KaJpaMu
TpeOyeMbIX mpodeccuid, CriennaTbHOCTEN 1 KB (DUKAITUH.

3.5. Ilpunumaer y4yactue B pabote 1o moadoopy, oT0opy, pacCTaHOBKE KaJpOB B
00pa30BaTeIbHONM OpraHU3alUH.

3.6. [IpoBOIUT M3yUeHHUE U aHATIU3 JOJDKHOCTHON M PO eCCHOHATBbHO-KBATHU(PUKAITMOHHON
CTPYKTYpPbI paOOTHHUKOB IIIKOJIbI, yCTAHOBJICHHOH TOKyMEHTALIMHU TI0 Y4eTy KaJIpOB, CBSI3aHHOM ¢
PUEMOM, TIEPEBOJIOM, TPYAOBOH AESATEIHLHOCTHIO U YBOJIbHEHUEM PAOOTHUKOB, PE3YIbTATOB
aTTecTallud paOOTHUKOB U OLIEHKHU X JI€TIOBBIX KAQUeCTB C LIEJIbIO ONPEIeNIEHUs TeKYIIEen 1
NEPCHEKTUBHOMN MOTPEOHOCTHU B KaJipax, MOATOTOBKY MPEATIOKEHUN TI0 3aMEIIEHUIO BAKAHTHBIX
JIOJDKHOCTEH M CO3/1aHUI0 pe3epBa Ha BbIIABHIKEHUE.

3.7. YdacTByeT B MOATOTOBKE MPEATIOKESHUN IO aTTECTAlUU, O0OYYEHHUIO U IMOBBIICHUIO
KBATH(UKAIIMK paOOTHUKOB 00111€00pa30BaTEIbHOM OpraHU3aIiH.

3.8. [IpuHuMmaet yyactue B OpraHu3aluy padoThl, METOANYECKOM U HH(POPMALIMOHHOM
o0ecrneyeHny KBaau(PUKAIMOHHbIX, ATTECTALlMOHHBIX KOMUCCUH, 0pOPMIICHUH UX PELICHUH.
3.9. AHanmM3UpyeT COCTOSIHUE TPYIOBOM TUCIUILTUHBI M BBITIOJTHEHUE COTPYTHUKAMHE LTKOJIBI
IPaBUJI BHYTPEHHETO TPYIOBOI'O pacHopsiiKa, ABH)KEHHE KaJpOB, y4aCTBYET B pa3paboTke
MEPOTIPUATHIA IO CHIKEHHUIO TEKYUECTH U YITYYIISHHIO TPYAOBON AUCIUTUINHBL.

3.10. KonTponupyer cBoeBpeMeHHOE 0(OopMIIEHUE ITPUEMA, IEPEBOAA U YBOJIbHEHHUS
pabOTHUKOB, BblJIauy CIPAaBOK 00 MX HACTOSIIEH U MPOILION TPYAOBOM A€ATEIbHOCTH,
cOOJII0/IEHHE MTPABUII XPAHEHUS U 3alI0JTHEHUS TPYIOBBIX KHUXKEK, TOATOTOBKY JTOKYMEHTOB IS
YCTaHOBJIEHMS JILI'OT U KOMIIEHCAllUH, 0hopMIIeHUs TIEHCUI paOOTHUKAM U JIpyroi
YCTAHOBJICHHOM JIOKYMEHTALIMH 110 KaJipaM, a TaK)Ke BHECEHHE COOTBETCTBYIOILEH MH(pOopMauu
B 0aHK JIaHHBIX O TIepCOHalie 00pa30BaTEIbHON OpraHU3aIIH.

3.11. CocTaBisieT yCTaHOBJICHHYIO OTYETHOCTb.

3.12. BeinosHseT pa3iInyHble Olepalnty ¢ UCIOIb30BAHNEM KOMITBIOTEPHONW TEXHUKH 110
porpaMmam, npeaHa3Ha4eHHbIM JI71s cOopa, 00pabOTKU U MpeAocTaBiIeHHs HH(POpMAIIIH.
3.13. OGecneunBaeT 3alUTy MPaB U CBOOOJ] YHALTUXCsl, pOJUTENeH (3aKOHHBIX
npeJicTaBuTeNel ), paOOTHUKOB IIKOJIBI TPH 00pabOTKE NMEePCOHATbHBIX TAHHBIX.

3.14. Ctporo colmo1aeT KOH(PUASHINATEHOCTh IEPCOHANBHBIX JTAHHBIX U TPeOOBAaHHUS 1O
3amTe U 0€30IMacHOCTH MEPCOHANBHBIX TAHHBIX MTPH UX 00paboTKe, HEIOMYIIEHHE UX
pacripocTpaHeHus 0e3 coriacus CyobeKTa NepCOHANbHBIX JAHHBIX WM HAJIUYHS IPYTroro
3aKOHHOTO OCHOBAHUSI.

3.15. Cobnro1aeT KyapTypy U ATHKY OOIIEHHUS C TIEPCOHAIOM 00pa30BaTEIbHOTO YUPEKIACHUS,
00y4aromUMHUCS U POAUTENSIMH (3aKOHHBIMH MTPEJICTABUTENSIMH ), TOCETUTEIISIMH.

3.16. Ctporo cobmoiaeT rmpasa u cBOOObI 1eTei, coaepxanruecs B PenepaibHoM 3akoHe «O0
obpazoBanuu B Poccuiickoit @eaepannn» u Konsennun OOH o nmpaBax pebeHka, sBiIseTcs
IPUMEPOM IS HIKOJIBHHUKOB.

3.17. OGecrieynBaeT COOIOICHUE YHUCTOTHI U TIOPSIKA HA CBOEM pabodeM MecTe.

3.18. Cneunanuct no kaapam cobmonaeTr Ycras u [IpaBusa BHyTpeHHETO TPYI0BOTO
pacriopsizika mkoJibl, KoJeKTHBHEIN U TPYIOBO TOTOBOP, @ TAKXKE JIOKATLHBIC aKTHI M TIPUKA3bI
JMpeKTopa 00pa3zoBaTeIbHOIN OpraHu3aluy.

3.19. [TpoxoauT B YCTAaHOBIEHHOM 3aKOHOATeNILCTBOM Poccutickoit denepanuu nopsake
o0y4yeHHe U POBEPKY 3HAHUI U HABBIKOB B 00JIACTH OXPaHBI TPYIa, MHCTPYKTaKU IO OXpaHe
Tpy/Zla ¥ IO’KapHOU O€30MacHOCTH.

3.20. CnennanucTy 1o Kajpam 3anperiaeTcsi UCIoIb30BaTh HEUCIIPaBHYIO MeOeb,
AIIEKTPOOOOPYIOBAHHUE, HINEKTPOITPHOOPHI, KOMITBIOTEPHYIO U MHYIO OPTTEXHUKY HJIH
o0opynoBaHue U MeOesb ¢ SBHBIMU MPU3HAKAMU MTOBPEXKICHUS, KYPUTh B IIOMELICHUAX U HA
TeppUTOpPUHN 0011e00pa30BaTEILHON OpraHU3aIlIH.

3.21. Cobmroaet npaBuiIa UCTIONb30BaHuUs ceTH MHTepHeT.



3.22. ColbumoiaeT mpaBuiia OXpaHbl TPYAa, MOKAPHON U AIEKTPOOE30MacHOCTH, CAHUTAPHO-

TMTHEHUYECKHEe HOPMBI U TPeOOBaHMS, TPYAOBYIO AUCIHMIUIMHY HAa pabodeM MECTe M PeXUM

paboThI, yCTAaHOBJICHHBIH B 00111€00pa30BaTEIbHON OpraHu3aliy.

3.23. Tlepuoauvecky MpoXoaUT OecIIaTHbIE MEIUIIMHCKUE 00CIe0BaHUS, TIOBBIIIAET CBOIO
poeCCHOHATIBHYIO KOMITETECHIIHIO.

3.24. OcymiecTBISeT CBOIO JIESITEIBHOCTh HA BHICOKOM IPO(eCCHOHATBHOM YPOBHE.

4. IIpaBa

Crenyanuct no KajipaM UMeEET IpaBo:

4.1. ITony4ats nHGOPMAIIHIO, B TOM YHCIIC U KOH(DUICHIIMAIBbHYIO, B 00beMe, HEOOXOIUMOM IS
pEIICHUS TOCTABJICHHBIX 3a/1a4.

4.2. 3anpamuBaTh JIMYHO WM 10 MOPYYSHHUIO AUPEKTOpa OT paOOTHUKOB 00111€00pa30BaTeIbHOMN
OpraHu3ay HHPOPMAIIHIO W JOKYMEHThI, HEOOXOUMBIC IS BEIIOJHEHUS €T0 JTOKHOCTHBIX
00s13aHHOCTEH.

4.3. TpeboBaTh OT aAAMHHHUCTPAINH IIKOJIBI CO3/IaHUST ONITUMAJIBHBIX YCIIOBUU TSI BRITIOJTHEHUS
CITy’keOHBIX 003aHHOCTEI 1 COXPAHHOCTH BCEX JOKYMEHTOB, 00pa3yIOLIUXCs B pE3yIbTaTe
JESTENIbHOCTH CIIELUAINCTA IO KaJlpaM.

4.4. TlpuHuMaTh pelieHus B rpeaesaax CBOeH KOMIETEHIUH.

4.5. Ha maTepHalIbHO-TEXHUYECKUE YCIOBUSA, TPEOYEMBbIE /I BHITOTHEHUS JOKHOCTHBIX
00s13aHHOCTEH crienuaIicTa mo Kajapam, Ha obecriedeHre pabovuero Mecra, COOTBETCTBYIOLIETO
roCyJapCTBEHHBIM HOPMATUBHBIM TPEOOBAHUSM OXPaHbI TPY/Ia U MOKAPHOU O€30MaCHOCTH, a
TaK)Ke yCIOBHSIM, IPEAYCMOTPEHHBIM KOJIEKTUBHBIM 10TOBOPOM.

4.6. 3HAKOMUTHCS C IPOCKTAMU PEIICHUH TUPEKTOPA, OTHOCIIIUXCA K €ro MpohecCHOHATbHON
NESITENIbHOCTH, C kaio0aMu U IPYrUMH TOKYMEHTaMHU, COJEPKAIIMMH OILIEHKY €ro paboThl,
JIaBaTh 10 HUM OOBSICHEHHSI.

4.7. llpenoctaBisaTh AUPEKTOPY HA PACCMOTPEHUE MIPETIOKEHUS 110 YAYUHICHUIO 1eITeTbHOCTH
00pa3zoBaTeNbHON OpraHu3aIlii U YCOBEPIICHCTBOBAHUIO CIIOCOOOB padOTHI IO BOMPOCaM,
OTHOCSIIIUMCS K KOMITIETEHIIUH CTEeIMATUCTa M0 KaJpaMm.

4.8. YyacTBOBaTh B pab0oTE OpPraHOB cCaMOYIpaBiieHHs 00I1e00pa30BaTeIbHON OpraHU3alliy, B
paboTe ob1iero coopanusi pabOTHUKOB, B 00CYXJIEHHH BOIIPOCOB, KACAOIIUXCS UCTIOTHIEMBIX
CHEIHAJINCTOM I10 KaJpaM JO0JKHOCTHBIX 00sI3aHHOCTEH.

4.9. Ha MmopanpHO€ 1 MaTepuaIbHOE MOOIIPEHNE, HATPAXKACHUS 110 pe3yIbTaTaM
MpoeCCHOHAIBHON JEATENHHOCTH, Ha COITUAIbHBIC TAPAHTUH, TIPEIYCMOTPEHHBIC
3aKkoHoaresnbcTBOM Pocceniickont denepanuu.

4.10. Ha 3ammry cBoeid mpoecCHOHATLHOW YeCTH U JOCTOMHCTBA. Ha KOH(PUACHIINATEHOCTh
CIIy’keOHOTO paccieIoBaHus, KpOMe CITy4aeB, MPeyCMOTPEHHBIX 3aKOHOaTEIhCTBOM
Poccuiickoit denepanum.

4.11. 3amuniate CBOM HHTEPECH CAMOCTOSTENILHO W/HITK Yepe3 PEICTaBUTENS, B TOM YUCIIe
aJIBOKaTa, B Cily4yae JUCIUIUIMHAPHOTO WIH CIYKeOHOTO paccieloBaHusl, KOTOPOE CBSI3aHO C
HapYIICHUEM CIEIUAINCTOM I10 KaJpaM HOPM MpoheCcCHOHATLHOM STHKH.

4.12. Crienuaauct 1Mo KaJipaM B IIIKOJIE MMEET UHBIC IIPaBa, MpeaycMOTpeHHBIe TpyIoBbIM
Kognexcom Poccuiickoit @enepanuu, Ycrasom, KomnektuBHeIM JoroBopoM, IIpaBunamu
BHYTPEHHETO TPYI0BOT0 pacnopsiaka o0ueo0pa3oBaTeaIbHON OpraHu3auy.

5. OTBeTCTBEHHOCTDH
5.1. B npenycMoTpeHHOM 3aKOHOAATENLCTBOM Poccuiickoii Denepalin DopsaKe COEINAIUCT
10 KaJpaM HECET OTBETCTBCHHOCTb:
* 32 HENPAaBOMEPHOE UCMOJIb30BAHUE NTPEAOCTABIECHHBIX JOJKHOCTHOW HHCTPYKIUEH
MpaB ¥ MOJIHOMOYHUM, a TAKKE UCIOJIb30BAHUE UX B JIMYHBIX 1ENAX;
* 3a pasmianieHue KOHPHUISHITMAIBHON HHPOPMAIINH, TOTYYEHHOUW B pE3yNIbTaTe
BBITIOJTHEHUS JTOJHDKHOCTHBIX 00S3aHHOCTEH, TEPCOHAIIBHBIX IAHHBIX COTPYTHUKOB,
00yJaromuXxcsi ¥ UX pOAUTENEH (3aKOHHBIX TIPEICTaBUTEINEH );




*  3a IOCTOBEPHOCTH MPEI0CTaBIsIEMOM HH(POPMALIMH TUPEKTOPY, €€ CBOEBPEMEHHYIO
MOJTOTOBKY;
* 32 HEOKa3aHHUE WIM HECBOCBPEMEHHOE OKa3aHUE MEPBOM MOMOIIM MOCTPaAaBIIEMy, HE
CBOEBPEMEHHOE M3BEILICHUE MU CKPBITUE OT JUPEKTOPA IKOJIbI HECYACTHOTO CIIyYas;
* 32 HECOOJI0JIEHNE HHCTPYKIIHIA IO OXpaHe TPyia U MOKapHOU 0e30MacHOCTH;
*  3a HapyILICHHE MOPsIKa ICUCTBUN B CIydyae BO3SHUKHOBEHUS YPE3BbIYAMHON CUTYyaIlUU
Y dBaKyaruu B 001eo0pa3oBaTeIbHON OpraHnu3alny.
5.2. 3a HencroIHEHUE WM HapyIIeHHE 0€3 YBAKUTEIbHBIX PUYUH 00s13aHHOCTEH,
YCTaHOBJICHHBIX JOJKHOCTHOW MHCTPYKIMEH CIEIMAIUCTa 0 KaJpaM B IIKOJIE 110
npodcranaapry, Ycrasa u [IpaBuin BHyTpEeHHEr0 TPYI0BOTO PACTIOPSIKA, 3aKOHHBIX
pacmopsHKeHUN TUPEKTOpa U UHBIX JIOKATHHBIX HOPMATUBHBIX aKTOB, pA0OTHHUK MOABEPracTCs
JUCIUIUIMHAPHOMY B3BICKaHUIO coryiacHo ctaThe 192 Tpynooro Koanekca Poccutickoit
Oeneparnun. 3a rpy0doe HapyIICHHE TPYAOBBIX 00s13aHHOCTEH B Ka4eCTBE TUCITUTUIMHAPHOTO
HaKa3aHHs MOXKET ObITh MPUMEHEHO YBOJIbHEHHUE.
5.3. 3a ucronp30BaHKEe, B TOM YHCIIE OJJHOKPATHO, METOJIOB BOCITUTAHUS, BKIFOYAFOIIIHX
buznueckoe U (WIK) ICUXOJIOTUYECKOE HACKIIME HaJl THYHOCTHIO0 00YUaloIIerocs, a Takxke 3a
COBEPILICHHE UHOTO aMOPAIBLHOTO MPOCTYIKA CHEIUATUCT M0 KaJpaM MOXET ObITh OCBOOOXKICH
OT 3aHUMaeMOM JOJKHOCTH corytacHO TpynoBomy Konekcy Poccuiickoit denepanum.
YBoJIbHEHHKE 32 JAHHBIN MTPOCTYNOK HE ABJISETCA MEPOU NUCUUITIMHAPHOW OTBETCTBEHHOCTH.
5.4. 3a HecoOuroieHre MpaBUil M TPEOOBAHUN OXPAHBI TPY/la U MOXKApHOI 0€30MacHOCTH,
CaHUTAPHO-TUTUEHUYECKUX MIPABUII U HOPM CHEIUAIKCT 110 KaJipaM MPUBJIEKAETCS K
aIMUHUCTPATUBHON OTBETCTBEHHOCTH B MOPAJIKE U B CIIy4asiX, IPEAYCMOTPEHHBIX
aIMUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Poccuiickoit @enepanuu.
5.5. 3a npaBoHapyIIeHNs, COBEPIIEHHBIE B MPOIIECCE OCYIIECTBICHUS TPYAOBBIX (DYHKIIMI HECET
OTBETCTBEHHOCTbH B IMpEIeIiax, ONPEACICHHBIX aIMUHUCTPATUBHBIM, YTOJIOBHBIM U
rpaXkaHCKUM 3aKOHOJATeNbCTBOM Poccuiickon denepanuu.

6. BsanmooTHOomIeHns1. CBA3H 110 J0JKHOCTH

6.1. CnenuanucT 1o KajpaM BBIMOJIHSIET paboTy COrJacHO rpauKy, COCTaBIEHHOMY C YYETOM
40-yacoBoii paGoueil HeZlenu, U YTBEPKACHHOMY TUPEKTOPOM 00111e00pa3oBaTeIbHOM
OpraHu3aIuH.

6.2. Cnenpanuct 1o Kajpam B 0011e00pa3oBaTeIbHON OpraHU3alMyi CaMOCTOSATEIBHO
TUTAHUPYET CBOIO NESTeIBHOCTH. [11aH paboThl KaJpoOBOTr0O CIIEUANNCTA COTIACOBBIBACTCS
HEMOCPEACTBEHHO C TUPEKTOPOM.

6.3. Ilomydaet oT nupekTopa o01eo0pa3oBaTeIbHON OpraHnu3aIlui HH)OPMAITHIO HOPMAaTHBHO-
IPaBOBOIO XapakTepa.

6.4. OOMeHUBaeTCsI HH(POPMAIIHEH 110 BOIIPOCAM, OTHOCSIIIUMCS K €T0 JISATSIIBHOCTH, C
aJIMUHUCTpAIMEH, IeJarorH4ecKuM, y4eOHO-BCIIOMOTaTEeIbHBIM M 00CTYKHBAIOIIUM
NIEPCOHAIOM 001Ie00pa3oBaTeILHON OpTaHU3aINH, HHPOPMHUPYET UX O PEHICHUSIX TUPEKTOpa 110
KaJ[pOBBIM BOITPOCAM.

6.5. Coo01maer qupeKTopy U ero 3aMeCTHTENSIM WH(POPMAIIHIO, TIOJTYICHHYIO Ha COBEIIAHUSX,
CEeMMHapax, HEMOCPEICTBEHHO OCIIE €€ OTYUCHHUSI.

6.6. UapopmupyeT mupekropa 00pa3oBaTeIbHON OPTaHU3AIMH O BOSHUKIIHNX TPYJHOCTIX U
npobiemax B paboTe, 0 HelocTaTKax B 00ecreyeHUH TpeOOBaHUM OXpaHbl TPyAa U MOXKAPHOH
0e30macHOCTH. BHOCHT MpeioKeHNs IO YCTPaHEHUIO HEJJOCTATKOB, TI0 ONITUMH3AIMN CBOCH
NEeSITeTbHOCTH.

6.7. O ¢akTe BOSHUKHOBEHHUSI TPYIIOBBIX MHPEKINOHHBIX U HEMH(EKIIMOHHBIX 3a00JI€BaHUT,
aBapUHHBIX CUTYyaIMil B paboTe CUCTEM IIEKTPOCHAOKECHMS, TETLNIOCHAOKEHHUSI,
BO/IOCHA0KEHUS1, BOJOOTBEACHHUS, KOTOPBIE CO3AAI0T YTPO3y BOZHUKHOBEHUS U
pacnpocTpaHeHHst HH)EKIIMOHHBIX 3a00JI€BaHUI U OTPABIICHUH, CIIELUATIHUCT MO Kajpam
HHPOpMHUPYET TUPEKTOPA MIKOJBI (IIPU OTCYTCTBUH — HHOE JOJDKHOCTHOE JIUIIO).


https://ohrana-tryda.com/node/3947

6.8. Uudopmupyet 3amecTuTeNst TUPEKTOpa MO aIMUHUCTPATHBHO-XO3SIICTBEHHOHN YacTH O
HEJIOCTAaTKaX B KAHIEISIPCKUX MPUHAIICKHOCTSIX, OymMare U MHBIX PAacXOJHBIX MaTepHaliax, O
MOJIOMKaX MEOEIH U OPTTEXHUKH, B JIEKTPOOOOPYIOBAHUH, BOJAOIIPOBOAHON M OTOMUTEIHHON
cucTeMax.

6.9. Bo Bpems OTCyTCTBHS CIIEIIUATKCTA IO KaJIpaM €ro 00sI3aHHOCTHU BBITIOIHSIET COTPY/IHUK,
UMEIOIINI BCE TpeOyIoNrecs NpopecCHOHAIbHbIC 3HAHUS, YMCHHS U HABBIKW, HA3HAYCHHBIH
MIPUKA30M JUPEKTOpa. JJaHHBIM COTPYIHUK MPUOOPETAET COOTBETCTBYIOIIUE TPaBa U HECET
MIOJTHYIO OTBETCTBEHHOCTD 32 KAYeCTBEHHOE BBITIOJTHCHUE BO3JIOKEHHBIX HA HErO 00s3aHHOCTEH.

7. 3aK/II04UTeIbHbIE OJI0KEHHUS

7.1. O3HakoMJIeHUE paOOTHUKA C HACTOSALIEH TOJKHOCTHOM MHCTPYKIMEN OCYIECTBISAETCS IPU
nprueme Ha paboTy (10 MOANUCaHUS TPYIOBOIO JOIOBOPA).

7.2. OuH 3K3eMIUIIP JOHKHOCTHOW MHCTPYKIUMU HAXOAUTCS y JUPEKTOPA LIKOJIbI, BTOPOU — Y
COTPY/AHUKA.

7.3. ®@aKT 03HAKOMJICHHUS C HACTOAIICH HHCTPYKIIMEH TTOATBEPIKIAETCS IOIHICHIO B OK3EMILISIPE
UHCTPYKLIMH, XPaHAIIEMCS Y AUPEKTOpa 00pa30BaTeIbHOM OpraHu3aluy, a TakKe B )KypHaJe
O3HAaKOMJICHHS C JOJDKHOCTHBIMU MHCTPYKIUSAMMU.
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