[OCYAAPCTBEHHOE BIOJDKETHOE OBIIIEOBPA3OBATEJIBHOE YUPEXIEHHUE
« {EHTP OBPA30BAHUS «3PYIUT»
(I'bOY 110 SpyanuT)

CornacoBano YTBepmeHo
[Ipencenarens npoq)lcoma ]

Tpukay Ne SEH - | & R0

JlOMKHOCTHAs MHCTpYKLusa Ne 7/
' CIIELIHATTUCT 1O Kajpam

1. O6mne noJ1oKeHus
1.1. Hacrosimas 10/KHOCTHAs MHCTPYKIMA CIIENMATKMCTa MO KajapaM B pazpaboTa-

Ha B cooTBeTcTBUH C [Ipodeccuonansunim crangaprom 07.003 «Cnenuanuct no ynpas-
JICHHIO NEPCOHAIOM», YTBEPKIEHHBIM NpuKa3oM MHHUCTEPCTBA Tpy/Ja H COLMAIbHOM
samMThl Poccuiickoit ®enepanmu Ne691H ot 6 oktabps 2015 roga, ¢ yuetom Peaepansb-
Horo 3akoHa Ne273-®3 or 29.12.2012r «O6 obpazosanuu B Poccuiickoi Deaepaumnny B
peaakuuu ot 2 uonda 2021 ropa, CIT 2.4.3648-20 «CaHMTapHO-9NMAEMHOIOTHUECKHE
Tpe6GoBanys K OpraHH3alMaM BOCIIUTaHUs U 00yY€eHHUs, OT/IbIXa H O310POBJICHHS JETCH
MOJIOJIEKHY, B COOTBETCTBHM C TpynoeeiM koaekcoM Poccuiickoii @enepaiu, YcrasoM
I'bOY LO Dpyaur (nanee OY) ¥ apyruMu HOPMAaTHBHBIMH aKTaMH, PEryIUpYIONMMU
TPYAOBbIE OTHOUIEHMA MEXKIY pabOTHUKOM U paboToaaTenem.

1.2, JlanHas JO/KHOCTHAN MHCTPYKIIMS ONPEAENsSeT NepedYeHb TPYIOBbIX (PyHK-
M ¥ oba3aHHOCTEH cnenmanucTa mo kaapam B OV, a Takke ero npapa, OTBETCTBEH-
HOCTE H B3aMMOOTHOILIEHHS 110 JOKHOCTH B KOJekTHBe OV,

1.3. Cneumanuct no xajpaM Ha3zHa4aeTcs W OCBOOOMKJAETCH OT AOIKHOCTH MPU-
Kasom aupektopa OY B mopsanke, ycraHoBileHHOM TpynoBeIM KojekcoM Poccuiickoi
Deepainy ¥ TPYAOBBIM J10r0BOPOM € pabOTHUKOM.

1.4. Ha BpeMs oTnycka ¥ BpEMEHHOH HETPYA0CNOCOOHOCTH CHELHANINCTA 110 Kajl-
paM ero 06A3aHHOCTH MOT'YT OBITh BO3/IOKEHBI Ha CeKpeTaps WM APYroro COTpyaHHKa
061eobpa3oBaTEnbHOM Opranu3aluy. BpeMeHHOe HCMOTHEHHE 00A3aHHOCTEN B JJaHHBIX
Cyqasx OCYHIECTBIAETCS COIVIACHO IIpUMKa3y JAMPEKTOpa, M3JaHHOTO ¢ COOIOIEHHMEM
TpeGoranuit Tpyaosoro koaekca Poccuiickoi Meaepauuu.

1.5. Ha 1O/KHOCTD CMIELHATHCT TI0 KajpaM MpUHHUMAETCA J1ULO:



* HMeiollee cpeliHee npogeccuoHanbHoe obpasoBanie - nporpamMsa nojro-
TOBKH CIICLHANHCTOB CPEJHErO 3BEHA, JOMOIHUTENLHOE TPO(ECCHOHATBHOE obpazo-
BaHHE - MpOrpaMMel MPOGecCHOHANLHOM MEPENoAroTOBKH, MpOrpaMMbl [1OBBIIEHUA
KBa/IMDHKALIMH;

»  Oes npenaBnenus TpeGopanumii K onbITy paboTsI;

*  COOTBETCTBYIOUICE TPEOOBAHMAM, KACAIOLIMMCA NPOXOKKIAEHUS npejiBapu-
TENLHOrO (TPH OCTYIIEHHH Ha paGoTy) M IEPHOIMYECKHX MeIHIIMHCKIX OCMOTPOB,
BHEOUCPEAHBIX MEIMUIMHCKHX OCMOTPOB MO HANPABIEHHIO paGoTONaTes, 0653aTeNh-
HOT'O NCHXHATPHYIECKOrO OCBM/ICTE/ILCTBOBAHMS (He pexe | pasa B 5 J1eT), npodeccHo-
HaJIbHOM mmeﬁuqccxoﬁ MOATrOTOBKH U aTTeCTalyM (TIpH npueMe Ha paboty u Janee
He pexe | pasa B 2 rozma), BAaKIMHALMH, a TaKKe MMEIOILEE JTHYHYK) MEIULMHCKYIO
KHHAKY C pe3y/bTaTaMHd MEJULWHCKHX 00CNenoBaHHHl u nabopaTopHEIX MCCIeoBa-
HHH, CBEJCHUAMM O [IPUBMBKAX, TEPEHECCHHBIX HH(EKUMOHHbIX 3a60/1€BaHUAX, O Mpo-
XOWJIEHUH TIPODECCHOHATBHOM THTHEHHYECKON MOATOTOBKH 1 aTTECTallUM C JIOTYCKOM
K pabore; :

s HE mvxeromee OTPaHHYCHHMH Ha 3aHATHE TPYNOBOH NEATENLHOCTBIO B chepe
00pa3oBaHust, WITOKEHHBIX B cTaThe 351.1 «OrpaHUYeHns Ha 3aHATHE TPYIOBOH jes-
TCABHOCTBIO B chepe 0Opa3oBaHus, BOCTIMTAHNSA, PAa3BUTHS HECOBEPIIEHHONETHUX, Op-
FaHM3aLAK ‘UX OT/BIXA M O30POBJICHHS, MEIHLMHCKOTO obecreyeHus, ColHaILHON
3AIMTEI W COUMATBHOrO 00CiyKHuBaHus, B chepe AeTCKO-I0HOIECKOr0 CIIOpTa, KYyJb-
TYPBI M MCKYCCTBA C y4aCTHEM HECOBEPILEHHONETHHX» TpyaoBoro koaekca Poccii-
ckoii Meaepanuu.

1.6. Cneuuanuc’r 110 KaJpaM MOAUMHAETCHA HEMOCPEICTBEHHO JiupekTopy OV.
1.7. B coei’ ,ucsrrenbﬂocm CNCIHAINCT MO KaJpaM pyKOBOJCTBYETCH:

. uonxcuoc’mon HHCTpyKuue#, KoHctuTyuned u 3akonamu Poccuiickoii de-
Jepanuu, yKazamu' [lpesuaenta, pemenusMu IIpasutensersa Poccuiickoit depeparmu u
OpraHoB yrnpaBJieHAs 06pa303aHm BCEX YPOBHEH MO BOIPOCAM, KacalOIIMMCs €ro Tpy-
JIOBOH JICATENLHOCTH, TPYAOBEIM 10rOBOPOM MEkIy paboTHHKOM M aupekTopoM OV,

- ammuncrpamnnum TPYAOBBIM M XO3FHCTBEHHEIM 3aKOHOAATENLCTBOM

Poccuiickoit Deneparm;

»  @enepanbHeIM 3akoHOM Ne273 «O6 obpasosanuu B Poccuiickoit ®eepa-
U,

* . YCTaBOM M JIOKAIBHBIMM GKTAMHM, B TOM 4HCIIE [IpaBunamu BHYTpeHHEr0
prnonoro Pacropaika, NpUKa3aM1 U pacriopsKeHHAMH aupekTopa OV

- CI12.4.3648-20 «CaHNTAPHO-> THIEMHOTOrHYECKHE TpebOBaHUs K OpraHu-
3aLUAM Bocmrraﬂnx " 06yqe}mu OTbIXA ¥ 03J10POBJICHHSA JETEN M MOJIOACHKI:;

*  TOCTAHOBICHUAMH, PACTIOPKEHUAMM, MPHKAZAMH M HHBIMH PYKOBOISALIH-
MU ¥ HOPMATHBHEIMH AOKYMEHTaMH, OTHOCAUIMMHUCS K BEJEHHIO KAaIPOBOTO JAEI10Mpo-
U3BOJICTRA; ||

- craH,uapTaMM YHHHIMPOBAHHON CHCTEMBI KaIpOBOi JOKYMEHTAIIHHU;

*  TPY/IOBEIM 3aKOHOATENECTBOM;



*  MpaBWIaMH paboThl Ha KOMITBIOTEPE ¥ MHOM OPITEXHHKH;

* TNpaBWJIaMH W HOPMAaMH OXpaHbl TPy/Ja, TIPOM3BOACTBEHHON CAHUTAPHH M
NoKapHoH 6€30MacHOCTH;

» KonpeHuseii 0 npasax pebenka;

*  HMHCTPYKIMEH 110 OXpaHe Tpy/ia creluaincTa no kaapam QY.

1.8. Cnenmaauct o KajapaM 10KeH 3HATh:

*  NOPAIOK O(GOPMIICHMS, BEICHHA U XPAHEHHUS J1OKYMEHTOR TIO IIEPCOHATY;

*  TIOPANOK y4eTa ABMIKCHHMS KaJpOB M COCTAB/ICHHS YCTAHOBICHHOH OTYET-
HOCTH,

*  OCHOBBI JOKYMEHTOODOPOTA M JOKYMEHTALIMOHHOTO 0OECIIEYEHMS;

*  TEXHOIOTHH, METO/IR U METOJIMKH IIPOBEACHUSA aHAIM3a W CHCTEMaTH3aLUuu
TOKYMEHTOB ¥ HH)OpMAaLIUK;

. nopsmox pacueta cTaka, JbroT, KOMNeHcaluil, opopmMIeHHs NeHcHii pa-
boTHUKaM; |

. crpyKrypy 06me06pa303a'renbuou OpraHU3aLIUK;

*  TPYAOBOC 32KOHOJATEIILCTBO M MHBIE AKTHI, CONEPKALIME HOPMbI TPYOBO-
ro npapa; - oy

* OCHOBBI aDXHBHOIO 3aKOHOJATENHCTBA M HOPMATHBHEIE [IPABOBBIE AKThl
Poccuiickoit deaepauun, B 4acTu BegeHus JOKYMEHTAIIHH T10 [IEPCOHANTY;

*  3aKOHOJAaTeNnbCeTBO Poccuiickoi Meiepalun o MePCOHANBHBIX AAHHBIX:

*  JIOKQIbHBIE HOPMATHBHBIC AKThl WIKOJIBI, PETYIHPYIOLIME MOPAAOK OhopM-
JICHHUA pacopsANTEIBHBIX W OPTAHH3ALMOHHBIX JOKYMEHTOB IO [IEPCOHATY;

*  HODPMBI 3THKH H [I€JI0BOr0 OOLIeHHs;

. 6a3‘0m;.x¢7jo'cuonu MH(OPMATHKH, CTPYKTYPHOE MOCTPOEHHE MHPOPMALIHOH-
HBIX CHCTEM 'OCOBEHHOCTH paBOTHI C HIMM:

*  HOpMATMBHEIC NpaBOBHIE akThi Poccuiickoit Meaepauuu, PETYIHPYIOLIHE
npaea u oﬁnaauuoc*m rOCYJapCTBEHHBIX OPraHOB, IPOPECCHOHAIBHLIX COIO30B U JpY-
HX TIPEACTABHTEIBHEIX OpraHoB pabOTHHKOR MO NPEIOCTABICHHIO YHETHON JOKYMEH-
TalUu;

*  JIOKanbHBIC HODMATHBHBIC AKThI LIKOJbI, PETYIMPYIOIIHE TIOPAJAOK BEICHHSA
AOKYMCHTALIMH M0 YYETY H JBHKEHHIO NIepcoHaa.

1.9. Crenmanuer mo Kapam J0JKeH YMETh:

*  paspabaTeBaTh NMPOEKTHl OPraHH3alMOHHEIX H pacrnopsauTeNbHbIX JIOKY-
MEHTOB no;.ﬁepcominy;

o 'odiothﬂTb AOKYMEHTBI B COOTBETCTBHH C TPeGOBaHHAMM TPYIOBOIO 3aKO-
HojaTenbeTBa Poccuiickoil (Denepaunu U JIOKaTbHBIMKH HOPMATHBHBIMM aKTaMu obpa-
30BaTENLHOTO, YUPEIKIEHHS;

*  BECTH YYET W PErUCTPALMIO JOKYMEHTOB B MH(POPMALMOHHEIX CHCTEMAX M
Ha MaTepUaTbHbIX HOCHTENAX;



*  OpraHW30BHIBATH XpaHCHHE JOKYMCHTOB B COOTBETCTBHM ¢ TpeGOBaHHAMU
apXUBHOTO 3aKOHOJATENBCTBA POCCHICKOM Dejiepaunu W TOKANbHBIMH HOPMATHBHAI-
MM aKTaMH 06pa3oBaTeIbHONW OpraHU3aIuy;

*  @HATH3UPOBATH JOKYMEHTBI H NIEPEHOCHTH HHGOPMALHIO B 6a3bl JaHHBIX H
OTHETH, b

*  BBUBIATE OUIMOKM, HETOYHOCTH, MCTIDAB/IEHHS U HEJOCTOBEPHYIO MH(OP-
MallMIO B IOKYMEHTaX, ONPEIENTh JeTHTUMHOCTD JJIOKYMEHTOB;

* paborars ¢ HHYOPMALIMOHHEIMU CUCTEMAMH U Ha3aMH JAHHBIX 110 BEICHHIO
y4era, JBHKEHHUIO MepcoHala;

*  pa3pabaTeiBaTh MPOEKTLI KAAPOBBIX JOKYMEHTOB;

*  O(OPMIATE KaAPOBbIE TOKYMEHTHl B COOTBETCTBHM C TPEGOBAHUSIMM TDY-
AOBOIO 3aKpona1§nbcha Poccuiickoli ®eepalnu 1 JIOKATBHEIMH HOPMATHBHBIMH
aKTaMu oGpa'abBaT'c;*fx,Hoﬁ OpraHM3aLyuu;

«  BECTH ydeT u PErUCTPALUIO KAJIPOBBIX JOKYMEHTOB B MH(MOPMAIIMOHHBIX
CHCTEMax M Ha MaTEPHAIBHBIX HOCHTEIISX;

. ,:'_aﬁanuaﬁp'bbarb Ka/IpOBbl€ JIOKYMEHTHI U NEPEeHOCHTh uHbOpMalmio B Ha3ssl
JAaHHBIX W OTYETHI;

*  paboTaTh €O’ CHENMATHIMPOBAHHEIME MH(OPMAIIMOHHEIMA CHCTEMAMH U
Ga3aMH TAHHLIX TIO BEICHMIO YYETA U JABHKEHHIO MEpCOHaNa IKOJIBI;

*  pa3pabarTkBaTh IUIaH KOPPEKTHPOBOK YCTAHOBJIEHHOTO nopsjka odpopmie-
HUS noxymemoﬁr‘nd"nepcona;ly H PEAIM30BbIBATEL NIPHHSAThIE H3MEHEHU ;

*  KOHTPOHPOBAaTh NPUCYTCTBHE pabOTHUKOB B 061Ic06pa3oBaTENBHOM opra-
HMBALIMH, 5 0 5 o

*  ObOPMIATE YYETHEIE JOKYMEHTHI, IIPEIOCTABISEMEIE B rocyJapCTBeHHEIE
OpraHbl, HPO(ECCHOHATLHEIE COKO3BI M JPYIME NPEACTABUTENBHEIC opransl paGoTHu-
KOB; : i

*  OpraHu3OBBIBaTh XPAHEHHE JOKYMEHTOB B COOTBETCTBHM C TPeOOBaHHAMM
TPYA0BOTO 3aKOHOfaTeNbCTBA Poceuiickoit Deiepalii U TOKAILHEIMM HOPMATHBHBI-
MM aKTaMM [IKOJIbI;

. ,paGOﬁTb ¢ MHPOPMAITHOHHBIMK CHCTEMaMH ¥ 6a3aMH JAHHBIX 110 BEJEHUIO
y4eTa W IBUKEHHIO TepeoHana;

. f'f-‘:,{paﬁb’ramg.éi;ﬁubopmauuormsmn cucTemMamy M DasaMu JTaHHBIX 10 BEJCHHIO
ma'l‘ucmﬁ‘écxoﬁ ¥ OTYETHOH HHDOPMALIHH 110 nepcoHany;

. 'auannmpo:san, NpaBuiia, NpoLeAYPLl ¥ MOPALOK, PEryJIHPYIOLIKE NpaBa H
0043aHHOCTH IOCYIAPCTBEHHBIX OPraHOB M OPraHM3alliy 110 BOTpocaM ofMeHa JIOKY-
MEHTalKeH 1o nepcoHany;

*  BECTH JIENOBYIO IIEPEMHCKY;

«  cobmonats HOPMBI 3TUKH JICITOBOIO OGIICHHA.

1.10. Crermanuct mo kajapaM JOMKEH 3HATH M COBMIONATH JOKHOCTHYIO MH-
CIPYKIMIO, YCTAHOB/IGHHbIE NPABHIA U TpeGOBAHUS OXpaHbl TpyJa M MoXKapHo# Ges-

¥l



OINaCHOCTH, NpaBHiIa JIMYHOH THIHEHbI 1 TMTHEHbl TpyAa B 00pa3oBaTENbHOM yupesie-
HHUH.

I.11. Cneunaauct no kajpam JoikeH npoiTH o6yyeHne W UMETh HABLIKM OKa3a-
HUS EPBOM MOMOIIN nochanaBnmm, cobmopars Konpenuuio OOH o npasax pebenka,
3HATh NOPAOK JCHCTBUH PH BO3HUKHOBEHHH MOKapa WM WHOMN Ype3BbIYaiHON CHTYa-
LIMH Y 3BAKyallUuu.

2. TpyaoBsie GyHKUHH

OCHOBHBIMU TPYA0BBIMM ()YHKIMAMYU CIELMATHCTA [10 KAAPaM ABJIAIOTCS:

2.1. JlokymenTanmoHHoe obecrieyenue paboThl ¢ IEPCOHATOM:

2.1.1. Bejienne opraHu3anuoHHOR U pacriopsaMTENBHOM JIOKYMEHTaUMu 1o nep-
COHaly oﬁmeoﬁp&abna'renbuoﬁ OpraHU3alIHH.

2.1.2. Benenue AOKYMCHTALUM 110 YYETY M ABUKEHUIO KaJIPOB.

2.1.3. Anmnnnc*rpnposauue MPOLIECCOB ¥ JOKYMEHT0000pOTA MO YYeTY U JABHKE-
HHIO KaJpOoB, NPEACTARIEHUIO TOKYMEHTOB MO nepcoHany oGpa3oBaTesbHON OpraHu3a-
LIUY B rOCY1apCTBEHHbIE OPraHEbl.

3. lo/KHOCTHBIE 003aHHOCTH CIIELHAIHCTA [0 Kajapam
3.1. B pamkax Tpy0BOi QyHKIMM BEIEHNS OPraHU3aLUOHHON 1 pPacnopsIMTENb-
HO noxyMém'auHu 110 HEPCoHAY:
oﬁpaGaTuBaeT M aHanusupyer nocrynaiomyio B OV ZOKYMEHTAUMIO 110
nepcoHany; ° : '

. paepa6a5rmaae'r H 0QOPMIISET JIOKYMEHTAIIMIO 110 [EPCOHANY (MepPBHYHYIO,
YUYETHYIO, IUIaHOByK) Mo COLMANLHOMY 0O€CHeUennio, OpraHM3aLMOHHYIO, Pacnops-
IUTENLHYIO),

B ocym‘e‘é'rnnﬂcr PETHCTPAIMIO, YUET U TEKYIIEee XpaHEHHE OpraHi3allHOHHON
U pacropAAHTENEHON JDOKYMEHTAIIHH [10 NEPCOHATY.

3.2. B’ paMkax TpynoBo# (GYHKUMM BeIeHHA IOKYMEHTALWMH TI0 YYETY U JABHIKE-
HHIO KaJIpOB:

o ocymecm:mer NOAIOTOBKY TMPOEKTOB AOKYMEHTOB 110 MpPOLEYPaM yIpas-
NeHus Komekmnom OV, yuery v IBHKEHUIO NEPCOHAA;

LR ,.opralmzye'r CHCTEMBI JIBMKCHHSA JOKYMEHTOB MO MeJaroruyeckomy, yued-
Ho—Bcnomdi‘ambHOMym 00CTyKHBAIOLLEMY TTEPCOHATTY;

* . CcoOHMpaeT ¥ TPOBEPSET IUYHBIE JOKYMEHThI COTPYIHUKOB OV

*" OCYHIECTBAACT MOAIOTOBKY M O(OpMICHHE M0 3anpocy pabGOTHUKOB U
AONMAKHOCTHBIX JIHL KOTHH, BBIIMCOK M3 KaJPOBHIX JIOKYMEHTOB, CMpaBoOK, MH(pOpMa-
WHH O CTake, JIbIOTAX, rapaHTHAX, KOMIIEHCAUMAX H MHBIX CBEIEHHIl O paboTHHKax
HIKOJIbL;

*  BBIIaeT pabOTHHKY KaJpOBBIE IOKYMEHTBI O €0 TPYAOBOH NEATENBHOCTH;

* T0BOAMT j10 cBejeHus pabothukoB OY opraHu3alMOHHBIE, pacropsiy-
TCIBHBIE U ka,zlpO’ﬁin’c AOKYMEHTBI OpraHU3allHu;

*  BEJET yueT paGouero BpemeHn paboTHUKOR;



*  OCYHIECTBJIAET PETMCTPALIMIO, YYET, ONEpaTUBHOE XpaHEHHWE IOKYMEHTOB
10 Kajapam, MOAIOTOBKY K C/laue WX B aPXHB.

3.3. B pamkax TpynoBoii (yHKIMH aJMUHUCTPHPOBAHHUS IPOLECCOB M JOKYMEH-
T0060pOTa N0 YUETY H ABMIKEHHIO KAJPOB, [IPEACTABICHHIO JOKYMEHTOR 110 nepcoHally B
rocy/IapCTBEHHBIC OpraHbi:

*  OpraHH30BBIBACT JOKYMEHTOOOOPOT 10 YUETY M JABHKEHHIO KAJIpOB;

*  OpraHH30BBIBAET JTOKYMEHTOOOOPOT 110 NPEJCTABICHUIO JOKYMEHTOB M0
paGOTHHKaM B roCY1apCTBEHHbIE OPrambl;

*  NOJATOTABIMBAET MO 3alIPOCY rOCYAAapCTBEHHBIX OPraHoB, npodeccuoHans-
HBIX COIO30B H JPYrHX MPEICTaBMTENBHBIX OPraHoB paGOTHMKOB OPUrMHAIBI, BBIITHC-
KH, KOMTHHU IOKYMEHTOB;

*  TOArOTABNIWBAET YBEAOMJCHMSA, OTHETHYIO M CTATMCTHYECKYIO HH(bOpMa-
LIMIO TI0 Kajpam;

*  OCYHICCTBIIAET MOATOTOBKY HWH(MOPMALMM O 3aKTIOYEHHH TPYIOBOTO HIH
PAKIAHCKO-NPABOBOIO JIOTOBOpA Ha BHIMOJHEHUe paboT (0Ka3aHMe yCIyr) ¢ rpakia-
HHHOM, 3aMemaanM JIOIKHOCTH TOCYIApCTBEHHON MM MYHMULMIANBHOM CIYKObI,
[IepeyeHb KOTOPHIX yCTaHaBnuBaeTcx HOPMATHBHBIMH NpPaBOBBIMH akTamu Poccuii-
cko Denepanyn. i

3.4. anonmérf’-paﬁoly 10 KOMIUIEKTOBaHHIO 001eobpazoBaTenbHOM OpraHu3a-
LMK KaipamMu TpeOyeMBIX IPpodeccHit, CeuuanbHOCTEH 1 KBaIH(DHUKALIHH.

3.5 Ilpunnvaer:yuactie B paGore nmo moabopy, oT6opy, paccTaHOBKE KaapoB B
ov. ‘ :

3.6. TIpoBOAMT W3yYeHME W aHAIW3 [OKHOCTHOH W NMpoheCCHOHAILHO-
KBAJTHQUKAIMOHHOM CTPYKTYPBI PaGOTHUKOB ITKOJIEL, YCTAHOBICHHOM JOKYMEHTAIHHU 110
YUETY KaJpoB, CBA3aHHOH C MPHEMOM, MEPEBOJIOM, TPYIOBOH JESTENLHOCTBIO H YBOIb-
HEHHEM paﬁo'mmcon 'PE3YNBTATOB aTTeCTalMM pabOTHUKOB U OLICHKH MUX JEI0BHIX Ka-
YECTB C LE/BIO ONMPEe/ICHNs TeKYIIEH H NepCIIeKTHRHOM noTpebHOCTH B KaJpax, Mmoaro-
TOBKH npennovxe}mﬁ 10 3aMEIIECHHIO BaKAHTHALIX JNODKHOCTEH W CO3IaHMIO pe3epBa Ha
BBLIBHIKCHHE! i

3.7.'.B(qacraye'f.'a MOArOTOBKE MPEIOKEHHH 110 aTTECTAIMU, 00YUYEHHIO W TIOBbI-
LIEHHIO KBaTHbHKaLMK paborHukos OY.

3.8. IlpuHMMaeT yyacTue B OpraHM3aiiy paGoThl, METOTHYECKOM M HH(pOopMaLu-
OHHOM obecrieyeHuu Knanuquaunouuux aTTeCTAUMOHHBIX KOMUCCHMA, OOPMIEHHH HX
PENICHUH.

3.9. AHaTM3HpYeT COCTOSHUE TPYNOBOM JMCIMILIMHBI ¥ BBITIOJHEHHE COTpYIHH-
KaMm# IIKOJIb! TTPABUI BHYTPEHHETO TPYAOBOTO Paclopsika, ABUAKEHHE KaJIpOB, Y4aCTBY-
€T B pa3paboTke MCpOI]pHSITHPl 10 CHWKEHHIO TEKYYECTH M YIYYIICHHIO TPYA0BOH JHcC-
LMILTHHEI. 4

3. l’O'fKOHT:pom{pve’r CBOEBPEMCHHOE O(OPMICHHE [IpHeMa, TIEPeBOla U YBOTb-
HEHHA pdﬁomnxon BBIIa4y CTIPaBOK 06 MX HACTOSIICH M NPOUITION TPYAOBOH JeATENb-
HOCTH, co6nm11erme IldePm XPaHEHHA W 3aMONHCHMS TPY/OBBIX KHMKEK, MOArOTOBKY



AOKYMCHTOB QIS YCTAHOBJNEHUA JIbIOT ¥ KOMIIEHCALMH, 0QOpMIIeHHS TEHCHH paboTHu-
KaM M IpyroH yCTAHOBJIEHHOH JOKyMEHTALMH 10 KaJpaM, a TaKKe BHECEHHE COOTBET-
crByrowei uHdopmaru B 6aHK TaHHBIX 0 TIEpCOHAEe 06Pa3OBaTENLHOMN OPraHU3aLMH.

3.11. CocTapiisier yCTAHOBIEHHYIO OTYETHOCT.

3.12. Beimonuser Pa3/IHYHEIC ONEpPALIMK C MCIIOJIb30BAHHEM KOMIBIOTEPHOM TEX-
HUKH 10 NpOrpaMMaM, npelHasHayeHHbIM and cbopa, o6paboTk¥ M NpenocTaBleHUs
HHQOPMALIMK.

3.13. ObecneunBaer 3amuTy npas W cBoG0A 06YYAIOMMXCS, poauTenei (3aKkoH-
HbIX npeJicTaBuTeNet), pabotHukor OV npu 06paboTke NepCOHATBHBIX JAHHbIX.

3.14. Ctporo cobmonaer KoHOHIEHIHATEHOCTD HEPCOHANIBHBIX JaHHBIX U Tpebo-
BaHHA 110 3alIATE H 6E3011aCHOCTH NEPCOHATBHBIX JAaHHKIX TIPH UX 06paboTke, Hexomy-
LIeHHE MX pacnpocTpaHenus 6e3 cornacus cybnekTa MEPCOHANBHBIX AaHHBIX WIH HAJM-
YHA IPYroro 3aKOHHOrO OCHOBAHHA.

3.15. Cobmoaaet KyibTypy M 3THKY OGIIEHHS ¢ nepcoHaioM 06pa3zoBaTelbHOrO
YUYPEKACHH, 06yqalomumucx H POJMTENAMM (3aKOHHBIMHU MpPEACTABUTENSAMU), TOCETH-
TEIAMM. ';-';. Bl T

3.16; C'rporo cobmonaer npasa M cBoGOAE aereii, conepxaiuuecs B Denepalb-
HOM 3aKoHe «O6 06pazoBanuu B PocCHCKOI ®enepaunn» u Konsenunn OOH o npasax
pebeHKa, ABAACTCS NPUMEPOM JIT IIKOJIBHUKOB.

3.1% Oﬁecrieqm'z’aer CODIOIEHME YMCTOTEI M MOPSIKA HA CBOEM paboueM MecTe.

3.18. CrenmanucT no Kaapam coGIOAaeT CBOO AOIKHOCTHYH) MHCTPYKLHUIO 110
npodceranaapry, Yeras u Ipapuna BHYTPEHHEI'0 TpyAoBoro pacnopsnka OV, Komiek-
TUBHBIA W TPYIOBOH OroBOp, a TAK/KE JIOKATEHEIC aKThl ¥ NPUKA3kI aupexTopa OY.

3.19. TIpoXoauT B YCTAHOBIEHHOM 3aKOHOIATENECTBOM POCCHIHCKOM Denepanuu
nopssike o6y4eHue U NPOBEPKY 3HAHUI M HAaBBIKOB B 06GACTH OXPaHEl TpyZa, HHCTPYK-
TaXH 110 OXpaHe Tpyaa U OXKapHOH He30MacHOCTH.

3.20. CrelHa1ucTy 110 KajpaM 3anpemiaeTcs MCToJb30BaTh HEUCIIPABHYIO Me-
Beb, mempooﬁopynoaa}me ICKTPONPUOOPEL, KOMIBIOTEPHYIO W HHYK) OPITEXHHKY
Wi oGopyaosaiie H MeGenb ¢ SBHBIMH IPH3HAKAMH MOBPEKIEHHS, KYPHTh B [OMeEIIE-
HUAX U Ha Te'f)pn'r()pnnUﬁmeoﬁpazoaaTeanoﬁ OpraHu3aimu.

3.21. Cobmonaer npaBuiIa HCTIOTBE30BAHHS CETH Hurepner.

3.22: Cobmonaer NpaBuia OXpaHEl TpyJa, MOXKapHOH M 31MeKTpobe30nacHOCTH,
CaHHTapHO-THITMEHNYECKHE HOPMEI U TpeGoBaHus, TPYJAOBYIO JUCLHUILIMHY Ha pabouem
MECTE U pekuM paGoThl, yeTaHOBIEHHE B OY.

3.23. TlepHoamyecku mMpoXoAuT GECIUIATHEIE MEIULHHCKHE obcnenopanms, no-
BBILIACT CBOIO MPOYECCHOHAIBEHYIO KOMIETEHIIMIO.

3.24. OcymecTBisseT CBOIO IEATENBHOCT HA BBICOKOM MpodecCHOHATEHOM
VPOBHE. frdgte

4. Ilpasa '

CreumanucT o kaapaM uMeet mpaso:



4.1. Tlonyyars unpopmaluio, B TOM YHCIIE U KOHOUAEHIIHATBHYIO, B 0GBEME, He-
00X0AMMOM 1115 peLIeHus TOCTABIEHHEIX 3a/1a4.

4.2. 3anpalyBath TMYHO WK MO NOPYYEHHIO AUPEKTOpa oT paboTHHKoB OY HH-
(popMmaumio B JOKYMEHTHI, HEOOXOAUMEBIE IS BBIIOIHEHHS €r0 AOKHOCTHBIX 00A3aHHO-
CTEH.

4.3. TpeGosare ot aaMuuucTpain OY co31aHMS ONTHMAlbHBIX YCIOBHI 1A
BBIMONIHEHHMA CIYKEOHBIX 0083aHHOCTEH W COXPaHHOCTH BCEX JOKYMEHTOB, 06pazylo-
LMXCA B PE3YJILTATE ACATENLHOCTH CIIELMATNCTA IO KajipaM.

4.4. TIpyHUMATE pENIeHus B Npe/IeaX CBOeH KOMITETEeHLMH.

4.5. Ha matepuanbHO-TEXHHIECKHE YCIIOBHS, TpeGyeMble IS BHIMOTHEHHS JOMK-
HOCTHBIX 0053aHHOCTEH CrienManycTa o Kajapam, Ha obecneyenne paboyero Mecta, co-
OTBETCTBYIOLLEI0 roCyIapCTBEHHEIM HOPMATHBHEIM TpeGOBaHUAM OXpaHbl Tpyia W Mo-
KapHOH DE30M1aCHOCTH, a TAKIKE YCIOBUIM, NPEIyCMOTPEHHEIM KOMIEKTHBHBIM OrOBO-
pOM. ]

4.6. 3Hakoum5cn C MPOEKTAMH pEIeHHH JAMPEKTOpa, OTHOCALIMXCS K €ro Ipo-
(peccuonannHol HEATETBHOCTH, ¢ KaI06aMu | APYTHMH JIOKYMEHTAMHM, COAEPIKALIUMH
OLIEHKY ero paﬁqm, JABaTh MO HUM OOBACHEHUS.\

4.7. I‘[pfénocmmun AMPEKTOPY Ha PaCCMOTPEHME IPEMIIOKEHUA M0 YIYULIEHUIO
)10511‘&'1bHOCTH;-OﬁpaJQBQTeHLHOﬁ OpraHH3alMH W YCOBEPLIEHCTBOBAHHUIO cI10c060B pabo-
Thl 10 BOTIPOCAM, OTHOCSLIMMCS K KOMIIETEHIIHH CIELMATHCTA N0 KaJpaM.

4.8. YyacTBoBath B paboTe OpraHoB camoynpapieHus o61eobpa3oBaTenbHOR Op-
raHu3alyy, B pabore ofiero cobpanus paboTHHKOB, B 06CYKIEHAN BOIPOCOB, Kacaio-
LIHXCA ucnommeuux CIENMATHCTOM TI0 KajipaM JIO/KHOCTHBIX 00S3aHHOCTEH.

4.9. Ha Mopa:lm{oe M MAaTepHAJIbHOE MOOUIPEHUE, HArPAKICHHUS 110 PE3yIbTaTaM
NpobeccHOHANTEHOI ! HAEATCIIBHOCTH, Ha COLMAJIbHBIE rapaHTHH, NPEAYCMOTPEHHLIE 3aKO-
Honarenbcmom Poccnﬁcxoﬁ Denieparym.

4.10. Ha sammry cBoeii npodeccuonansHolt yecTn u qocTouHcTBa. Ha KOH(UICH-
[IHA/IbHOCTB cny)xcﬁnom paccicioBaHUs, KPOME ClIy4YaeB, NMpeayCMOTPEHHBIX 3aK0HO/1a-
TENLCTBOM Poccnﬁcxon Denepaumn.

4.1 I.A3aumma'rb CBOM MHTEPEChl CAMOCTOATENBHO W/UIH Yepe3 NpeACTaBUTE s, B
TOM UMCJIE aJBOKATa, B Cllyyae JMCHMILTHHAPHOIO WM CTYKeGHOIrO paccieioBaHus, Ko-
TOPOE CBA3AHO C HAPYMICHUEM CTICLIHAIMCTOM T10 KaJipaM HOPM MpodheccHOHaNBHOMN TH-
KH. bR it

4.12. Cnélmanidcr MO KaJpam UMEET MHLIC MpaBa, [peJyCcMOTpeHHbie TpyaoBBIM
Konekcom Poccnﬁcxdl‘?‘g‘d)e,uepauun, Yerasom, KonnexrusaeiM gorosopom, IlpaBunamu
BHYTPEHHETO fpynonof‘gi pacnopska o6imeobpa3oBaTeTbHON OpraHU3aLHH.

S. OTneTc‘rbgnﬁdch

5.1. B npemycMOTpEHHOM 3aKoHOaTehCTBOM Poceuiickoit Deepanyu mopAaKe
CMICLMATHCT 110 Ka'npa';ia HECET OTBETCTBCHHOCTD:

* 32 HENpaBOMEPHOE HCIIOb30BAHHE IIPEIOCTABIEHHBIX AOKHOCTHONW MH-
CTPYKLIMEH NpaB U MOTHOMOUMI, @ TAKIKE MCTIONB30BAHME HX B JIMYHBIX HEJIAX,



* 32 pasnjalicHHe KOHOHACHIMATHON HHPOPMALIMK, MOTYYEHHOMH B pesyn-
TaTe BLIMOITHEHUA JOMKHOCTHBIX ODA3aHHOCTEH, NEPCOHANBHBIX HAHHBIX COTPY/IHH-
KOB, ODyvarommxcs u ux poauTene (3aKOHHBIX MPECTABHTENEH);

* 34 JIOCTOBEPHOCTDL MPENOCTABIAEMOH MHOOPMALMKU JUPEKTOPY. €€ CBOE-
BPEMEHHYIO MOATOTOBKY;

* 32 HEOKa3aHWE WM HECBOEBPEMEHHOE OKa3aHWE TEePBOM IOMOLIM MOCTpa-
AaBLIEMY, HC CBOEBPEMCHHOE M3BELIEHUE MIIU CKPLITHE OT aupekTopa OV HecyacTHO-
ro ciayyas;

* 32 HeCcOoO/IOICHHE HHCTPYKIMH 110 OXpaHe Tpy/Ja M M0XKapHO# 6e30macHo-
CTH:

*  3a HapymeHWe NopsaKa ICHCTBUHN B c1ydae BOZHUKHOBEHHS Upe3BbIYaiiHOM
CHTYaLuy 1 9BaKyalnu B o611eo6pa3oBaTellbHONH OpraHu3aluH.

5.2. 3a HEUCHOIHEHHE WK Hapyuenue 6e3 yBaXXKUTENbHBIX MPUUHH CBOMX 00%-
3aHHOCTEH, YCTAHOBNEHHBIX JOJKHOCTHOW MHCTPYKUMEH CMeNMaMcTa 1Mo KajpaMm B
wikonie, Ycrama: u.._"ﬁpaaun BHYTPEHHEIO TPYAOBOro pacrnopsjika obpa3oBaTelbHOro
VUPEANCHNS, 3AKOHHEIX paclopsKCHHH JMPEKTOPa W MHbIX J1OKATBHBIX HOPMATHBHBIX
aKTOB, pabOTHUK MoJBepraeTcs AMCLMILTMHAPHOMY B3BICKAHHIO COTNIACHO cTaThe 192
Tpynooro Kopexca Poceniickoit denepamyn. 3a rpyboe HapyiieHHe TpyI0BhIX 0013aH-
HOCTCH B KAYECTBE AUCIMITMHAPHOTO HAKA3AHUS MOKET GBITh IPUMEHEHO YBOJIBHEHHE.

5.3. 3a uCNONB30BaHKE, B TOM YMCIE OJHOKPATHO, METOJOB BOCIIUTAHMSA, BKIIO-
4AIOMMX PUINIECKOE H (MITH) IICUXONOTHUECKOe HACHITHE HaJl IMYHOCTERIO obyyarowiero-
¢4, @ TakKe 32 COBEPUICHHE HHOI'O aMOPANbHOIO MPOCTYIIKA CHELMATMCT 110 KajipaM Mo-
KeT OBITh OCBODOKIEH OT 3aHMMAEMOH I0JDKHOCTH COTNIACHO Tpynosomy Koaekcy Poc-
CHHCKOMH CDe,nepaumr YBO/IbHEHHE 3a JaHHEIA TIPOCTYNOK He ABIAETCH MEpOil IHCLIM-
TJIMHAPHOH OTBETCTBEHHOCTH.

5.4. 3a necobmojenne npasun W TpeGoBaHMIT OXpPaHBI TPyJa noxapHoi 6e3-
OIIACHOCTH, CAHUTAPHO-IHIHEHUYECKHX MpPaBU/I U HOPM CIIELMATHCT MO KajpaM MpuBJe-
KaeTCs K aAMUHUCTPATHBHOH OTBETCTBEHHOCTH B MOPSAJIKE U B CIyuasX, NPEIyCMOTPEH-
HBIX a/IMMHHCTPATHBHBIM 3aKOHOAaTeNLCTBOM Poccuiickoit Mepepanuu.

33,36 TIpaBOHAPYIICHHUS, COBEPIICHHBIC B NPOLECCE OCYLIECTBICHHS TPYHOBbIX
(YHKIHI HECeT OTRETCTBEHHOCTH B npejciax, ONpPE/CICHHbIX aMHHHCTPATHBHEIM,
YrOTOBHBIM H TPAK/IAHCKHM 3aKOHOIATENLCTBOM Poccuitckoit Gepepanuu.

6. B3aumooTHOWenus. CBA3H N0 10/KHOCTH

6.1. Cnetmanuct 1o KaJpaM BBINOJNHAET paboTy coriacHo rpaduky, COCTaBIEH-
HOMY ¢ y4eToM 40-uacoBoii paGoucii Heaenu, u YTBEP)KICHHOMY aupekTopoM OV.

6.2. Crieuuaiuer no KajipaM CamMOCTOATE/ILHO TUIAHUPYET CROK JEATENLHOCTD.
[Inan paboTel KaAPOBOro CrieUMaNHCTa COrIacoBBIBACTCS HEMOCPE/ICTBEHHO C JWPEKTO-
POM. ‘ B3

6.3. ITony4aer ot aupextopa OY HHPOPMALIMIO HOPMATHBHO-NPABOBOTO XapaKTe-
pa.



6.4. ObMeHuBaeTCa HHpOPMALMEH 10 BONPOCaM, OTHOCSLLMMCS K €r0 JeSTe1bHO-
CTH, C aJMUHUCTPALIMEH, MeJarornycckuM, y4eOHO-BCIIOMOraTeIbHBIM M 00CIyKUBAIO-
1AM [1€PCOHATIOM, HH(YOPMHPYET MX O pellleHHsIX AUPEKTOPa M0 KaJpOBEIM BONPOCAM.

6.5. CoobuiaeT IMPEKTOPY M €ro 3aMecTHTENAM MH(BOPMALIHIO, NOJIY4EHHYIO Ha
COBENIAHMAX, CEMHHAPAX, HETIOCPEACTBEHHO MOCIE €€ MOTyYeH .

6.6. Mudopmupyer nupextopa OY 0 BOIHHKIIMX TPYAHOCTAX H npobnemax B pa-
bore, o HeocTaTKax B ofiecnieueHun TpeGoBaHUM OXpaHHl Tpyjla ¥ noxkapHo# Ge3orac-
HOCTH. BHOCHT NpE/IIOKEHHU 110 YCTPAHEHUIO HEIOCTATKOB, 110 ONTHMU3ALMHU CBOCH JIc-
ATEJIbHOCTH.

6.7. O ¢aKre BOIHHKHOBEHHS IDPYINOBEIX WHOEKLMOHHBIX W HEMHPEKLMOHHBIX
3aD0NeBaHUH, aBapUIHLIX CUTyaLMii B pabore cucTeM MEKTpocHabKeHUA, TerocHab-
KEHUS, BOAOCHAOKEHUS, BOIOOTBEACHHA, KOTOpLIE CO3NAIOT YIpO3y BO3HHKHOBEHHS U
paclpocTpaHeHius HH(EKUMONHBIX 3a6oneBanmi U OTPaBJICHHH, CIIELIMATHCT 10 KaJpam
undopmupyet aupextopa OV (IIpH OTCYTCTBHH — HHOE AOIKHOCTHOE JIULIO).

6.8. H:Hq;opﬁpfpye'r 3aMECTHTENSl  QMpEKTOpa 10  aJMUHUCTPATHBHO-
X035 /CTBCHHOH 'YACTH'O HEJOCTATKAX B KaHIENAPCKUX TNpPUHAMLIEKHOCTAX, Oymare u
MHBIX PAaCXOMHBIX MaTepuaax, o0 MonoMKkax Mebenu u OPITEXHUKH, B 31eKTpoobopyao-
BaHUH, BOJOTPOBOIHON W OTOIMTETLHOM CUCTEMAX.

6.9. Bo Bpems OTCYTCTBHS CTIELMATHCTA 110 KaJApaM ero o6S3aHHOCTH BHLIMTOTHACT
corpynuux,ilﬁMcmmnﬁ Bce Tpebyroumecs npodeCcCHOHANIbHEIE 3HAHUSA, YMEHUS M HaBEI-
KM, Hamaqé‘nﬂmﬁ HPUKA30M aupekropa. JlaHHbIA COTpYAHMK npuobperaeT COOTBET-
CTBYIOIIME TIpaBa U HECET MOIHYIO OTBETCTBEHHOCTD 3d KaYeCTBEHHOE BBITONHEHHE BO3-
JNIOKCHHBIX Ha HEro 06s3aHHOCTEH.

7. 3aKNIOYHTEIbHBIE MOJI0MKEHHS

7.1. Osnakomienne pabOTHHMKA C HACTOALIEH JOKHOCTHOM HHCTPYKIHER OCy-
ICCTBIAETCA MU NpUeMe Ha paboTy (10 IoANMCaHHs TPYIOBOIO 10roBOpa),

7.2. Onun 51(3"eMnJmp AOMKHOCTHOM WHCTPYKLIMH HaxoauTcs y aupekropa OV,
BTOPO# — y COTpYAHUKa.

7.3. dakT 03HAKOMNEHMS CIIELMATHCTA TIO KajpaM C HacToAlEH AOMKHOCTHOM
HHCTPYKIMEH MONTBEPMKIAETCA MOMNMCHIO B DK3EMIUIAPE MHCTPYKIMH, XpaHSAMEMCA Y
aupexropa OY, a TakkKe B JKypHae 03HAKOMICHHS ¢ J10/KHOCTHBIMH HHCTPYKIHAMH.

SRR A
JIOmKHOCTHYIO HHCTPYKuMIO paspaboTan: ;
3aMeCTUTENh AUPEKTOpa | E. Zrweat— Vikaesa E.JI.

C donsrerocmuoii uncmpykyuedi osnaxomnen (a), 0Oun IKIEMRAAP NOAYYUR (G) Ha
PYKU. < » 202_r. / /




