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1. OO01ue mMoJI0:KeHHu s

Ha pomxuocts nenonpousBoputenss B JJOY MoxkeT OBITh NPUHATO JIMIO, KOTOPOE
COOTBETCTBYeT TpeboBaHusM mnpodeccruonanbHoro crangapra «07.002 Cneumamuct 1o
OpPTaHHW3AIMOHHOMY W JOKYMEHTAIIMOHHOMY OOECIICUYCHHUIO0 YIPAaBICHUS OpPTraHU3aluei» YTB.
puKa3oM MuHHCTEpCTBA TpyAa U conuanbHou 3ammTsl PO Ne 276H ot 6 mas 2015 .

Henonpousoaurens B JIOY momkeH uMeTh cpenHee mpodeccnoHaibHOe 00pa3oBaHHE TI0
mporpaMMaM TMOJTOTOBKHU CIIELIUAJMCTOB CPETHEro 3BEHAa WM cpeaHee MpodecCHOHaIbHOE
oOpa3oBanue (HenmpopUIBHOE) MO MPOTrpaMMaM IOATOTOBKH CIEIUAIMCTOB CPEIHETO 3BEHA U
JOTIOTHUTENIbHOE Tpo(deccHoHanbsHoe 00pa3oBaHue MO JOMOJHUTEIbHBIM MPO(GeCcCHOHATbLHBIM
nporpaMmMam poheCCUOHATLHOM MEePETOATOTOBKH 110 TPOMUITIO ACSITEITLHOCTH.

OcoObIMH yCIIOBUSMU JOITYyCKa K PadOTe SBISIOTCSA:

MPOXOXKACHHE 00s3aTeNbHBIX MPEIBAPUTEIBHBIX (IIPH MOCTYIJICHHH HA paboTy) U
MEePUOIUYECKUX MEAUIIMHCKUX OCMOTPOB, a TaK)K€ BHEOUEPEAHBIX MEIUIIMHCKUX OCMOTPOB B
MOPsIZIKE, YCTAHOBJIEHHOM 3aKOHOJAaTeNbcTBOM Poccuiickoit denepannu;

HaJu4yue JMYHOW MEIUIUHCKOW KHUKKM C pe3yJbTaTaMUd MEAMIIMHCKHUX
obOcreoBaHUN M JTAOOPATOPHBIX HCCIEAOBAaHUM, CBEICHUSIMU O TPHUBUBKAX, NMEPEHECEHHBIX
WH(PEKIMOHHBIX  3a00JeBaHUSAX, O TMPOXOXKACHUU MPOo(ecCHOHATBHON TUTHEeHHYECKOM
MOATOTOBKHU U aTTECTAIlUHU C JOIYCKOM K padoTe;

OTCYTCTBHE OTpAaHWYEHUW Ha 3aHATHE TPYJAOBOM NEATEIBHOCTEIO B cdepe
o0pa3oBaHMs, BOCIUTAHUS, PA3BUTHUSI HECOBEPIICHHOJETHUX, YCTAHOBIECHHBIX cTraTthed 351.1
Tpynooro koaekca Poccuiickoit @enepanmm.

Jlenonpou3BouTeNsl Ha3HAYaeT U OCBOOOXKIAET OT 3aHMMAEeMOI JOKHOCTH 3aBEAYIOIINI
JIOY B nopsizike, ycTaHOBIEHHOM TpyA0BBIM KojiekcoM PO.
Jlenonpon3BoauTeNb OTHOCUTCS K KATETOPUHM TEXHUYECKUX UCIIOTHUTENEH U HAXOAUTCS B
MIPSIMOM TIOTYMHEHUH Y 3aBEYIOIIETO JOMKOIBHBIM 00pa30BaTeIbHBIM YUPEIKICHUEM.
Henonpouzsoaurens JJOY 00s3aH 3HaThH:
TI'ocynapcrBennslii cranaapt PO «/lenonpon3BoACTBO U apXUBHOE JIETI0Y;
HOPMATHBHBIE TPABOBbIE AaKThl M HOPMAaTUBHO-METOJAMYECKUE JIOKYMEHTHI,
MOJIOKEHUS, MHCTPYKIIMU W WHBIE MaTEPHAIIbl U JOKYMEHTHI 110 BEJICHUIO JICIONPOU3BOICTBA B
AO0Y;
COBpeMEeHHbIe HH(OPMAIIMOHHBIE TEXHOIOTHH PabOThI C TOKYMEHTAMH,
MOPSIOK padOTHI ¢ JOKYMEHTaMU;
CXEMBbI IOKyMEHTO000pOTa;
npaBuia paboThl C BXOASIIUMHE, UCXOISIIUMHA U BHYTPEHHUMHU JTJOKyMEHTAMU;
mpaBuja OpraHu3alMid W (OPMBI  KOHTPOJS HCIOJHEHUS JIOKYMEHTOB B
00111€00pa30BaTEILHOM YUPEKACHUY;
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TUIIOBBIE CPOKU UCIIOIHEHUS JOKYMEHTOB;

IPUHIUIBI paOOTHI CO CPOKOBOM KAPTOTEKOM;

Ha3HAUYEHHUE U TEXHOJIOIUs TEKYLIEro U NPeaynpeJUuTeIbHOI0 KOHTPOJIS;

IpaBUIa COCTABICHMS AaHAJUTUYECKMX CIPAaBOK I10 OpraHu3aluu paboThl ¢
JOKYMEHTaMHU M KOHTPOJIIO HCIIOJIHEHHS JOKYMEHTOB;

npaBuia JOKYMEHTAIIMOHHOTO O0eCIeYeHus AeATEIbHOCTH 00I11e00pa3oBaTeIbHOTO
YUPEKACHUS;

BUJIbI IOKyMEHTOB, MX HA3HAYCHUE;

TpeOOBaHuUs, NPEIbABISEMblE K JOKYMEHTaM B COOTBETCTBHMM C HOPMAaTHUBHBIMHU
aKTaMM U TOCYAapCTBEHHBIMU CTaHIAPTAMU;

npaBUia  CoCTaBieHUss U odopmieHHs  MHPOPMALMOHHO-CIIPABOYHBIX,
OpraHU3aIMOHHBIX, YIIPABICHYECKUX IOKYMEHTOB;

npaBWiIa CO3JaHMA M BeleHHs 0a3 JaHHBIX CIY)KEOHBIX JOKYMEHTOB B
00pa3oBaTeIbHOW OpraHu3aluH;

CHCTEMBI 3JIEKTPOHHOI'O IOKYyMEHTO000pOTa;

IPaBUJIA U CPOKH OTIPABKU UCXOJAIINX JOKYMEHTOB;

METOAMYECKHE PEKOMEHJALMM [0 BBINOJHEHUIO PA0OTHI C JOKYMEHTaMH B
0011e00pa30BaTEIbHBIX YUPEKACHUSIX;

HOPSIOK KOHTPOJISI TPOXOXKICHHS CITY)KEOHON JTOKYMEHTAIIMN M MaTePUAJIOB;

CTPYKTYpY 00111€00pa30BaTeIbHOTO YUPEKIECHUS U COCTAaB COTPYIHUKOB,;

BUJbl HOMEHKJATyp, oOmue TpeOoBaHUS K HOMEHKIAType, METOJuKa ee
COCTaBJICHUS H OPOPMIICHHS;

nopsimok  GopmupoBanus W odopmieHUS gen, crenupuka (HOPMUPOBAHUS
OTJEJIbHBIX KaTeropHi Jei;

IpaBUjIa XpaHEHHUs JeJl, B TOM YUCIIE C JJOKYMEHTaMU OTPaHUYE€HHOTO JOCTYIIa;

IpaBUJIa BbIIAYM U MCIIOJIb30BaHMS JJOKYMEHTOB U3 C(HOPMUPOBAHHBIX JIEIT;

KPUTEPUM pa3feieHus TOKYMEHTOB Ha TPYIIbl B COOTBETCTBUU C LEHHOCTHIO
UHpOpMaLINH, COIEpIKAIIENCs B HUX;

HOPSIOK  CO3JIaHMsI, OpPraHu3alUd M JOKYMEHTUPOBAaHHUS paboThl 3KCIEPTHOM
KOMFCCHUH;

IpaBUJIa COCTABJICHUS M YTBEPIKIICHHS TPOTOKOIA PabOThHI SKCIIEPTHOW KOMHUCCHH;

NpaBUja COCTABICHUS W YTBEPXKICHHS aKTa O BBUICJICHUH JIOKYMEHTOB, HE
HOJUIeKALMX XPAaHEHUIO;

npaBUjia TEXHUYECKOM OOpabOTKM M MOJHOro o(opMieHHs Jell MOCTOSHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHHS,

NpaBUiIa COCTABIICHHUS OMMCH JIEN TMOCTOSHHOTO M BPEMEHHOTO CPOKOB XpaHEHHUS B
COOTBETCTBUHM C ACUCTBYIOIIUMH HOPMAaTUBHO-METOIMUECKUMHU JIOKYMEHTAMU;

IpaBuia Nepeaayu JIesl B apXuB 0011e00pa30BaTeIbHOI0 YUPEKICHHS;

npaBWJia UCIHONb30BaHUS TenedoHa, (Qakca, Kcepokca, MPUHTEPA, CKaHEpa,
KOMITBIOTEPA,

npaBuia pabOThl C TEKCTOBBIMH PEIAKTOPaMU M 3JEKTPOHHBIMH Tabaunamu, 6a3oi
JAHHBIX, 3JIEKTPOHHOM MOUYTOM, HMHTEPHET Opay3epaMus;

TEXHOJIOTHIO CO3/IaHHsI, 00paOOTKH, Iepelaun U XpaHEHHsI Pa3InYHbIX JOKYMEHTOB;

IpaBWJia [JEIOBOM NEpernucKd, COCTaBleHHWs U HaOopa [eNOBbIX IHCEM C
NPUMEHEHHEM THUITOBBIX 00pa3IoB;

JIEJIONIPOU3BOJICTBO U €TI0 BEICHUE;

TpeOOBaHUS 1O COXPAHHOCTU CIYXeOHOW HH(POPMAIUH, 3aIUTE MEePCOHATBHBIX
JTAHHBIX;

OCHOBBI 3TUKHU U 3CTETUKH;

IpaBuiIa JeI0BOr0 OOIEHMS,
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TUTUCHUYECKHE HOPMATHUBBI 110 YCTPOMCTBY, COJCPKAHUIO U PEXKHUMY pabOTHI
OpraHu3alii BOCIUTAHUS U 00yUEHHsI, OTJbIXA U 03/I0POBIICHUS JIETCH U MOJIOJICHKH;

CaHMTAPHO-3MUIEMHUOJIOTHUECKUE TPEeOOBAaHUS K OpraHW3alusM BOCIUTAHUSA M|
00y4eHHMsl, OTJbIXA U 03/I0POBIICHUS J€TEH 1 MOJIOJICKH;

HOpPMBI OXpaHbl TpyJa, I[paBUia IOKApPHOM Oe30MacHOCTH U TpeOOBaHMS
AQHTUTEPPOPUCTUUYECKOM 3aIUIIEHHOCTH.

Henonpouzpoautens JJOY n0JKeH yMETh:

paboTaTh CO BCE COBOKYIHOCThIO MH()OPMAIMOHHO-JOKYMEHTALMOHHBIX PECYPCOB
0011e00pa30BaATEIBHOTO YUPEKICHUS:

10JIb30BATHCS CIIPABOYHO-IIPABOBBIMU CUCTEMAaMU;

10JIb30BAThCSl ABTOMATU3UPOBAHHBIMU CHUCTEMAMH y4€Ta, PETUCTPALMU, KOHTPOJIS U
MH(POPMALMOHHO-CIIPABOYHBIMU CUCTEMaMH IIpu padote ¢ fokyMeHTamu JJOVY;

IPUMEHATh COBPEMEHHBbIE MH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOIMM IS
paboThI ¢ JOKYMEHTaMH, B TOM YUCIIE AJIS €€ ONTUMHU3ALUH U TOBBIIEHUS 3P HEKTUBHOCTH;

OpPraHM30BBIBaTh PAa0OTy IO y4YeTy, XpAaHEHHMI0O U Mepefaye B COOTBETCTBYIOILEE
CTPYKTYpPHOE MOJpa3/ieIeHUe JOKYMEHTOB TEKYILETO J1€JI0IPOU3BOJICTBA;

HCII0JIb30BaTh HOMEHKJIaTypy nen npu U3Y4EHUU CTPYKTYpbI
0011100pa30BaTEILHOTO YUPEKACHUS, COCTABICHUU ONHUCEH JelT;

OpPraHU30BBIBaTh PAbOTy MO0 (OPMUPOBAHUIO €T B COOTBETCTBHM C yTBEPIKIECHHON
HoMeHkJatypou aen 10V

NPaBWIBHO W CBOEBPEMEHHO (OPMHUPOBATH JOKYMEHTHI B Jiela C Y4eTOM HX
crienupuku;

CUCTEMATU3UPOBATh JOKYMEHTBI BHYTPH JI€]Ia;

o0ecrieynBaTh COXPAaHHOCTh H 3AIUUTY JOKYMEHTOB 00I1€00pa30BaTeIbHOIO
YUPEXKICHUS;

HOJIb30BAThCs MEPEUHSIMH JOKYMEHTOB U aHAJIM3UPOBATh (PaKTHUECKOE COAEpIKaHUEe
UMEIOLINXCS B JieJie JOKYMEHTOB IIPH OIPEIETICHUH CPOKOB UX XpPaHEHMUS;

0QOopMIISITH OOJIOKKM JIeJI TIOCTOSSHHOTO U BPEMEHHOI'O CpPOKOB XpaHEHHs B
COOTBETCTBUU C TPEOOBAHUSMH IrOCYIapCTBEHHBIX CTaHIapTOB;

IIPOU3BOJUTH CTPYKTYPHYIO CUCTEMATU3ALUIO JIEIT;

OCYILECTBIISATh TEXHUYECKYI0 00pabOTKY U MOJIHOE 0(hOpMIIEHUE AeT MOCTOSHHOTO U
BPEMEHHOI'0 CPOKOB XPaHEHUS;

COCTaBJATh ONUCh [Ie] TIOCTOSSHHOTO UM BPEMEHHOTO0 CpPOKOB XpaHEHHs B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-METOUYECKUMHU JOKYMEHTAMH.

Henonpousogurens JIOY cucremarnyecku yaydniaeT CBOM 3HAHUS, [OBBIIIAET
KBAJTM(PHUKALNIO U TPOPECCHOHANTBHOE MACTEPCTBO C MOMOIIBIO TEOPETUUYECKON MOATOTOBKH U
IIPAKTUYECKON JEATEIbHOCTH.

Henomnpoussoaurens JJOY nomkeH npolT oOyuyeHHe U UMETh HABBIKM OKa3aHMs MEepBOM
MOMOIIM TOCTPaJaBIIMM, 3HaTh TPeOOBaHMSI AHTUTEPPOPUCTHUECKON 3alIMIEHHOCTH, MYTH
IBaKyallMd, MpPU YyIPO3€ COBEPLICHHS WJIH COBEPLIIEHUH TEPPOPUCTHUUECKOIO aKTa, HWHOMN
KPU3UCHOM CHUTyalluH, BBINOJIHATH HOPMBI aHTHUKPU3HUCHOIO IUIAaHA JEHCTBUM B YpE3BBIYAHON
CUTYyallMM, PACHOPSDKEHHUS 3aBEIYIOIIEr0 M OTBETCTBEHHBIX 3a IOXKapHYK O0€30macHOCTb,
AHTUTEPPOPUCTUUYECKYIO 3aIUIIIEHHOCTD.

2. Jl0OI5KHOCTHBIE 0013AaHHOCTH
HenonpousBoaurens B JIOY ocyliecTBIsSET BHIMOTHEHUE CIEIYIONINX 00I3aHHOCTEH:
B pamkax TpynoBo# (yHKIIMH OpTaHU3aIlii PabOThI C TOKYMEHTAMU:
pHreM U TiepBuYHas 00paboTka BXoasmux JokyMeHToB B JIOVY;
MpeABapUTEIIbHOE  PacCMOTPEHHME W COPTHPOBKAa  JIOKYMEHTOB  Ha
pErUCTpUpPYEMBIE TOKYMEHTBI U HE PETUCTPUPYEMBIE;
MOATOTOBKA BXOISIIMX JOKYMEHTOB JIJIsi paccMoTpeHus 3aBeayronum JIOVY;
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pEerucTpanys BXOAAIUX JOKYMEHTOB;
OpraHU3aIys TOCTaBKU JOKYMEHTOB HCIIOJIHUTEIISIM;
BeJleHHe 0a3bl JaHHBIX JJOKYMeHTOB [0V
BeIeHHE MH(POPMAITMOHHO-CIIPAaBOYHON PabOTHI;
00paboTKa U OTIPaBKa UCXOASIIUX TOKYMEHTOB;
opranuzaisi padOThl O PErucTpaluy, y4yeTy, XpaHeHUI0 M Iiepenadye B
COOTBETCTBYIOIINE CTPYKTYPHBIE MOAPA3/ICICHUS JOKYMEHTOB TEKYILEro AeIONPOU3BOCTBA;
KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB B OpPraHU3aLUH.
B pamkax TpynoBoii GyHKIMK OpraHU3alMK TEKYIIET0 XpaHEeHUs JOKYMEHTOB:
pa3zpabotka HoMeHKIaTypsl aen JJOVY;
pOBEpKa TMPAaBUIBHOCTH O(OPMIICHHS JOKYMEHTOB U OTMETKHM 00 ux
UCTIOJIHEHUH TTepe]] MX (OPMUPOBAHUEM B JIEIIO ISl OCIIEAYIOLIETO XPAaHEHHUS;
dbopMynMpoBaHUE 3ar0JIOBKOB /1€ U OIPEEICHUE CPOKOB UX XPaHEHUS;
dbopMupoBaHUe ACT;
KOHTPOJIb TPAaBUIBHOTO KM CBOEBPEMEHHOTO pACIpeAeNeHUs] U MOAIIUBKH
JIOKYMEHTOB B JICJIAI0

B pamkax TpyaoBoi (QYHKIMHM OpraHu3anuy oOOpabOTKH Jen g IOCIEAYIOLIEro
XpaHCHHS:

MPOBEPKAa CPOKOB XpaHEHHs JIOKYMEHTOB, COCTaBJICHHE MPOTOKOJA pPabOThI
OKCIEPTHOH KOMHUCCHU II0 MOJTrOTOBKE JOKYMEHTOB K XPaHEHHIO, aKTa O BBIACICHHH K
YHUYTOXXEHUIO TOKYMEHTOB, HE MOJICKAIIUX XPAHECHHUIO;

COCTaBJICHUE BHYTPEHHEH OMUCH JIeN JIJIsi 0CO00 IIEHHBIX JOKYMEHTOB,

odopmIIeHHE Jell TOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEeHHS,

odopmiieHre 00I0KKH JIe]T TOCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPaHEHHUS,

COCTaBIICHUE OIMUCH JIeJI IIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

nepenayva gen B apxus JIOY.

OpranuzoBbIBacT BHEIPEHHE, BEACHHE (B TOM 4YMCIE aBTOMAaTU3UPOBAHHOE) U Pa3BUTHE
CHCTEM JIOKyMEHTAIINH, BKITFOYas SJICKTPOHHBIE TOKYMEHTEI.

Bener mpuem mnocTynaromed Ha UM 3aBEIYIOILEro JOIIKOJBHBIM 00pa30BaTebHBIM
YUPEKACHUEM KOPPECIIOHICHIIMH (DJIEKTPOHHOW TIIOYTHI) PETUCTPUPYET €€ M  BBIOJIHSET
cucTeMaTH3aluio coriaacHo npuHsaTomy B JIOY nopsjaky, mocie ee paccMOTpeHHs 3aBelyOIIUM
nepeaaeT Mo HAa3HAYCHHUIO HCIONHUTEISM Il TPUMEHEHHS B XOJE WX JEATCIbHOCTH WU
MOJrOTOBKH OTBETA.

Bener moCTOSHHBIA y4YeT, KapTOTEKYy IPOXOXKIEHHUS IOKYMEHTOB, KOHTPOJIHPYET WX
UCIIOJTHEHHE, BBIIAeT TpeOyeMble CIPaBKH 10 3aPETUCTPUPOBAHHBIM JJOKYMEHTAM.

BremonHsIeT OTHpaBKy HCIONHEHHOM KOPPECHOHICHIIMM —ajapecaraM, BelIeT Yyd4er
MOJTly4aeMOM U OTMpaBIsIeMONH KOPPECHOHIEHIINH, CUCTEMATH3UPYET U XPAHUT JIOKYMEHTHI
TEKYIIETO apXuBa.

OcymiecTBisieT ydeT dYacoB paOOThl pPaOOTHUKOB JIOIIKOJBHOTO 00pa3oBaTeIbHOIO
YUPEKACHUS, B YCTAHOBIICHHBIE CPOKM 3allONHAET M CHaeT B Oyxranteputo Tabenb ydera
pabouero BpemeHu pabotHukoB JIOY. Criemur 3a coOitoJeHHEM COTPYJHHKaMH TIpadukoB
paboThl, cooOuraer paboTHHKAM 00 W3MEHEHUSX B rpaduxe paboThl 3a01aroBpeMeHHO, O]
POCIIHCb.

3anumaercss OQOpPMIICHHEM TPYAOBBIX JIOTOBOPOB M JIMYHBIX €N, YCTPAaWUBAIOIIUXCS Ha
paboTy COTpyIHUKOB, 0OpabaTeiBaeT U odopmisieT nepenady JUYHBIX el COTPYAHHUKOB B
apXWB.

dopmupyeT JTUYHBIE Jefla BOCIUTaHHUKOB, rocemiaonmx J10Y.

BeneT KHUTY ABMOKEHUS BOCITUTAHHUKOB.

OcymiecTBIsieT y4eT BOCIUTAHHUKOB JIbTOTHBIX KATETOPHUH.

["'OTOBUT MPOEKTHI MPUKA30B MO ABMKEHUIO KOHTHHTCHTA JICTEH.

Bener xHurH npuKkazos.
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[TeuaTaer nmpukasbl 10 OCHOBHOW AEATENBHOCTH, UHBIE MPUKa3bl. 3HAKOMHUT COTPYIHUKOB
ACTCKOTI'O Cajla € IMpUuKa3aMu IoJJ NOANKMCH B ICHb UX U3JIaHUS.

CornacHo pacnopspkeHusiM 3aBeaytomiero JIOY mnewaraer u odopmiser TpeOyemyro
JOKYMEHTALMI0 M1 BEICHHUS BOCIUTATENbHO-O0YYaIOIIEro Impolecca B JIETCKOM  cafy,
BBINOJIHEHUS F'OJIOBOTO IIJIaHA.

3aHumaercsi MOArOTOBKOW oOmmx coOpanuii padotHuko IOV, cOopoM HEOOXOIMMBIX
MaTepHaJIoB, OMOBEIIEHUEM YYaCTHUKOB O BPEMEHM, MECTE, ITOBECTKE JIHS COBELIAHUSA U HX
perucrpauuei.

SBnsercs cekpeTapeM aMMHUCTPATUBHOIO COBEIIaHus MpH 3aBenytomem OV,

B rpanunax cBoed KOMIIETCHIMM Y4YacTBYeT B COCTAaBICHUU IIPOIPAMMBI Pa3BUTHS
JIeJIONIPOU3BOJICTBA JIOIIKOJIBHOTO 00pa30BATEIbHOIO YUYPEXKIECHUS, BHOCUT NPEAJIOKEHUS IO
BOIIPOCAM YCOBEPILIEHCTBOBAHUS JICTIONPON3BOJICTBA.

OOecnieunBaeT 3alIUTy MpaB M CBOOOJ AeTell, poauTeneil (3aKOHHBIX NpeiCTaBUTENEH)
npu 00pabOTKe MEPCOHAIBHBIX TaHHBIX.

Crporo cobmrofaer KOH(pUIEHIMAIBHOCTh IMEPCOHAIBHBIX JAHHBIX M TpeOOBaHUS IO
3amuTe 1 0€30IaCHOCTU MpU UX 00paboTKe, HENOMYILIEHUE UX paclpoCTpaHeHus 0e3 coryiacus
CyObEeKTa WK HaJIM4Us APYroro 3aKOHHOI'O OCHOBAHUS.

CoOmromaer 3aKOHHOCTh IeNieli M CHOcOo0OB  OOpabOTKM TMEPCOHATBHBIX —JIAHHBIX
COTPYAHHUKOB ¥ BOCIIUTAHHUKOB JJOLIKOJBHOI'O 00pa30BaTEIbHOIO YUPEXKICHHS.

[Ipoxoautr mpenBaputTenbHble (TIPU  TOCTYIUIGHHHM Ha paboTy) W TMEPHOAMYECKHE
MEIUIUHCKIE OCMOTPBI, IPOPECCUOHATBHYIO0 THTMEHUYECKYI0 MOATOTOBKY U aTTecTauuio (Ipu
npuemMe Ha paboTy W Jaliee C MEePHOAMYHOCTHIO HE pexe 1 pasa B 2 roja), BakKIWHAIMIO B
COOTBETCTBUM C HALIMOHAJIBHBIM KaJeHJapeM NPOPHIAKTUUYECKUX MPUBUBOK M HALMOHAIBHBIM
KaJICHAAPCM IMPUBHUBOK 110 SIMTUACMUOJIOTMYCCKHUM ITOKa3aHHAM.

Boimonssier Bce TpeOOBaHUS HACTOSIIECH NOHKHOCTHOW MHCTPYKIMHU, NPaBUIIA 10 OXpaHe
TpyAa, MTOKapHOH 0€30MaCHOCTH W aHTHTEPPOPUCTUIECKOH 3aIUIIEHHOCTH B IETCKOM Cay.

3. IIpaBa
Jlenorpou3BoAuTENb AETCKOTO €ajla UMEET MOJIHOE MPaBo:

[Tony4yatp comuanpHble TapaHTHH M JIBLOTHI, TPEAYCMOTPEHHBIE 3aKOHOMATEIHCTBOM
Poccuiickoii denepanuu.

Ha 3ammry cBoel yecTH, TOCTOMHCTBA U JIEJIOBOM peITyTallUN.

Ha pabGouee MecTo, KOTOpOE COOTBETCTBYET BCEM TpeOOBAHMSAM OXpaHbl TpyAa U
IIPOTUBOMNOXKApHOIN 0€30M1aCHOCTH.

Ha nepemauy IOKYMEHTOB JUIsl MCIOJIHEHHs M Ha TpeOOBaHHE OT HUCHOJIHUTENEH
IPaMOTHOTO U TIPABHWIIBHOTO OQOPMIICHHS TPEOYEMBIX TOKYMEHTAIBHBIX MAaTEPHAIIOB.

Ha 3ampammBanue ot agmuHuctpauuu JIOY, nmnonydeHme W NpUMEHEHUE
MH(POPMAIMOHHBIX MaTEepPHaliOB, HOPMATHBHBIX W TMPABOBBIX JTOKYMEHTOB, HEOOXOIWMBIX JIJIS
BBINOJIHEHHS CBOMX JIOJDKHOCTHBIX 0053aHHOCTEH.

[Tpunumate yuactue B ynpasinenuu JIOY B nopsjike, ycTaHOBIEHHOM Y CTaBOM.

3HaKOMHUTBCA CO BCEMH HMMEIOLIMMMCS MaTepHajlaMHM €ro JIMYHOIO Jeja, OT3bIBaMH O
cBOel pabore, jkajmo0aMH W WHBIMH JOKYMEHTaMH, OTPaXKAOIIUMH OIEHKY €ro Tpyaa,
IPEOCTABIIAT M0 HUM MOSCHEHHUS.

Ha mopanbHOe u MaTepuaibHOE MOOIIPEHNE, a TAKKe Ha 3alIUTy COOCTBEHHBIX HHTEPECOB
Y UHTEpecoB coTpyaHUKOB J[OY.

Ha cBoeBpeMeHHYyI0 U B MOJHOM 00bEeMe BBIIIATy 3apaOOTHOM IMJIaThl COTJIACHO CBOEH
KBaJTM(HUKAIIUY, KOJIMUYECTBY M KAU€CTBY BBIITOJHEHHON paboTHI.

OTka3aThCsl OT BBHINMOJHEHHS] pa0OT TP BO3HUKHOBEHHWH YTPO3bI JKU3HU W 3I0POBBIO
BCJIEJICTBHE HapyLIEeHHUs TpeOOBaHUH 10 OXpaHe TPy/aa.

[TocTosSIHHO MOBBIIIATE CBOIO MPOPECCHOHANBHYIO KBAJI(UKAIIHIO.

Ha nepasriamienune AUCHUIUIMHAPHOTO (CIIYy>KEOHOI0) pacciieoBaHMsl, UCKIII0Yas Claydau
MPElyCMOTPEHHBIE 3aKOHOM.
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Ha 3amuty cBoux mnpodeccrnoHalbHBIX HMHTEPECOB CAMOCTOATEIbHO M (MU Yepes
3aKOHHOTO TIPEICTAaBUTENII, B TOM YHCIE aJBOKaTa), B Clydae JUCHUILUIMHAPHOTO WU
CIIyeOHOTO paccieloBaHusl, CBI3aHHOTO C HeCOOTI0ACHHEM HOPM MTPO(eCcCHOHABHOM STUKH.

Ha Bcrymuienne B po¢)COrO3bI IS 3aIIUTHI CBOMX TPYIOBBIX IMpaB, CBOOOJ M 3aKOHHBIX
HUHTEPECOB.

4. OTBeTCTBEHHOCTH

3a HEBBINOJIHCHUE WU HapylleHHe 0e3 yBaKHUTEIbHBIX NMPUYUH JAHHOW TOJKHOCTHOM
MHCTpyKIuK aenonpousBoautenss B JOVY, VYcraa u IlpaBuii BHYTPEHHETrO TPYJI0OBOIO
pacnopsijika, 3aKOHHBIX pacropsbkeHuit 3aseayroiiero JJOY u npyrux gokaaibHO-HOPMATHUBHBIX
aKTOB, a TaKkKe 3a TMPUHATHE PpEHICHWH, TMOBJIEKIINX HapylIeHHe BOCIHUTATEIbHO-
00pa30BaTENBLHOTO MPOLIECCa, AEIONPOU3BOUTEND HECET AUCLUIIIIMHAPHYIO OTBETCTBEHHOCTD B
MOpsIZIKE, YCTaHOBJIEHHOM TpynoBbsIM 3akoHOAATEILCTBOM Poccuiickoit denepanuu.

3a mpuMeHeHue, JaXKe OJJHOKPATHO, CIOCOOOB BOCIWTAHUS, BKIIOUYAIONINX B CeOs
buznyeckoe u (UIM) MCUXOJIOTMYECKOE HACKIIME HaJ/l JTMYHOCTBIO peOEHKa, AeTONPOU3BOAUTEb
MOYET OCBOOOMXIATHCS OT 3aHMMAEMOW JIOJDKHOCTH COTJIACHO TPYIOBOMY 3aKOHOJATENLCTBY U
OenepanbHomy 3akoHy «O0 obOpazoBanuu B Poccuiickoit denepannn». YBOIbHEHHE 32 TaKOH
MOCTYTIOK HE MPUHUMAETCA 32 MEPY AUCIUTUIMHAPHONW OTBETCTBEHHOCTH.

Hecer nucuumninHapHyr0 OTBETCTBEHHOCTH 332 COXPAHHOCTH JOKYMEHTAIMH, HaXOsIIecs
B KaOMHETE JIeTIOMPOU3BOIUTETIS.

[TpuBnekaercd K IUCHUIUIMHAPHOW OTBETCTBEHHOCTH 3a pasIUIallieHHe CIIy>)KeOHOW H
KOH(UICHIMATLHOW WHPOpMAIUK, UHPOPMAIUK O TEPCOHAIBHBIX JIaHHBIX COTPYJIHHKOB M
JeTel TOIIKOIBHOT0 00pa30BaTEeIbHOTO YUPEKIACHHUS.

3a HapylleHME I[paBUJ [OXApHOM O0€30MacHOCTH, OXpaHbl TpyJa, CaAHUTAPHO-
TUTUEHUYECKUX  HOPM M TpaBWJI  JIETONPOU3BOAUTENb  MOXKET  NPUBIEKAThCA K
aIMUHUCTPATUBHON  OTBETCTBEHHOCTM B TIOpSIAKE W B ClydyasX, YCTaHOBJICHHBIX
aJIMUHHUCTPATUBHBIM 3aKOHOAATEITLCTBOM.

3a moboe BuHOBHOe mnpuuuHeHue JIOY wnam  yyacTHHKaM  BOCHUTATEIBHO-
o0Opa3oBaTenbHOTO Tporecca yiepda (B TOM YHCIE€ MOpPAIbHOTO) B CBSI3U C BBINOJHEHHUEM
(HEBBINIOJIHEHUEM) CBOUX HPSIMBIX JIOJKHOCTHBIX O0SI3aHHOCTEN J€IONPOU3BOIAUTEND JETCKOTO
cajja HECeT MaTepUaJbHYI OTBETCTBEHHOCTh B MOPSAJIKE U B IMpeAesaX, YyCTaHOBJIEHHBIX
TPYZOBBIM U (MJIM) FPpaXKAaHCKUM 3aKOHOaTeNbcTBOM Poccuiickoit @eneparyi.

o. B3anmooTHomenusi. CBSA3M 10 10JZKHOCTH
Henonpouzsoaurens JOVY:

Brinonnser pabory cornacHo rpaduky, cocraBieHHOMY ¢ ydyeroMm 40-uacoBoil paboueit
HEZeNu, U yTBEPKICHHOMY 3aBeayromum JJOVY.

[TocrossHHO oOMeHuBaeTcs uWH(pOpManued MO BOIpocaM, OTHOCSAIIMMCS K  €ro
KOMIIETEHIIUM, C aJMMHUCTpaIuel, OyXranTepuei, NeJarorndyeckuMu pabOOTHUKaAMH U
00CTyKUBAIOLIUM [IEPCOHAJIOM JE€TCKOro cajga, € PpPOAMTENsIMU JeTed (Juuamu  Hx
3aMEHSIIOIIUMHU ).

[TosrydaeT oT 3aBeAyIOLIErO JOUIKOJIBHBIM 00pa30BaTeIbHBIM YUpPEKISHUEM HH(OPMALIHIO
HOPMAaTHUBHO-IIPAaBOBOTO M OPraHM3allMOHHOIO XapakTepa, 3HAKOMHUTCS TO0J PACIUCKY C
HEOOXOJUMBIMU JJOKYMEHTaMHU.

Bospewms coobmaer 3aBenyromemy 10V u ero 3amecturensm 06 nHpopmalmu, nprukasax,
PaCHOpPSKEHUSIX ¥ NHOM JIOKYMEHTALMH, IOCTYIUBIIEH 1O 3JIEKTPOHHOU TOYTE.

Bo Bpemst oTcyTcTBUSL JENONPOU3BOIUTENS €ro OOS3aHHOCTU BBINOJHSIET COTPYIHUK,
UMeroUMil Bce Tpelyromuecs NpoeccHoHaNbHbIE 3HAHMS, YMEHUS U HABbIKM, Ha3HAYEHHBII
npukazoM 3asenyromero /10Y. JlaHHbI cOTpyIHHK MPHOOpPETaeT COOTBETCTBYIOIIME MpaBa U
HECeT IIOJIHYI0 OTBETCTBEHHOCTh 3@ KAaueCTBEHHOE BBINOJIHEHWE BO3JI0XKEHHBIX Ha HEro
00513aHHOCTEH.
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IHoka3zarenu 3¢)peKTUBHOCTH M Pe3yJIbTATHBHOCTH NMPO(ecCHOHAIBLHOM C1yKeOHOoM
AesiTeIbHOCTH
OddexTtuBHOCT  MPOGDHECCHOHATBLHOM  CIIyKEeOHOM  JEATENbHOCTH  JEJIONPOU3BOIUTENS
OIICHUBAETCS T10 CJICIYIOIINUM MTOKA3aTEeNsIM:

Broinmonusiemomy o0beMy paboThl M HHTEHCHUBHOCTU TPYJa, CIHOCOOHOCTH COXPaHSThH
BBICOKYIO PabOTOCIIOCOOHOCTh B OKCTPEMAIBHBIX YCIOBHSX, COOJIOJCHHUIO CIYXEOHOMH
JUCIUTUIAHBI.

CBOEBpPEMEHHOCTH U OIIEPATUBHOCTH BBIIIOJIHEHUS IOPYUEHUH.

KauectBy BbImONHEHHON pabOThl (MOATOTOBKE JOKYMEHTOB B COOTBETCTBUU C
YCTaHOBJICHHBIMUA Tpe6OBaHI/I$IMI/I, MMOJIHOMY U JIOTUYHOMY H3JIOKCHUIO MaTCpHrajia, FOPUINICCKA
rPaMOTHOMY COCTaBJICHHUIO JOKYMEHTa, OTCYTCTBUIO CTHUJIMCTUYECKUX M TpaMMaTHUYECKHX
OLINO0K).

[TpodeccnonanbHOM KOMIIETEHTHOCTH (3HAHHUIO 3aKOHOJIATENIbHBIX U MHBIX HOPMATHUBHBIX
MIPABOBBIX aKTOB, MIHPOTE MPO(HECCHOHATLHOTO KPYro30pa, YMEHHIO pad0TaTh C IOKYMEHTAMH).

CnocoOHOCTH YETKO OPraHU30BbIBAThH U TJIAHUPOBATH BBINOJIHEHUE TOPYUYCHHBIX 3a/1aHUH,
YMEHHUIO palliOHAIBHO UCIIOIB30BATh pabouee BpeMsi, PaCCTABIISITh IPUOPUTETHI.

TBopueckoMy MOAXOAY K PEIICHHIO MOCTABICHHBIX 3a/lay, aKTUBHOCTH U MHUILIMATUBE B
OCBOCHMH HOBBIX KOMIBIOTEPHBIX W HH(OPMAIIMOHHBIX TEXHOJOTHH, CIIOCOOHOCTH OBICTPO
aJaNTUPOBATHCS K HOBBIM YCIIOBUSIM U TPEOOBAHUSIM.

Oco3HaHMIO OTBETCTBEHHOCTH 32 MOCJIEICTBHUS CBOMX JIEHCTBUM.

7. Iopsiiok yTBep:KIeHUsI U U3MEHEHH s 10JKHOCTHOH HHCTPYKIMHU

BHecenne W3MEHEHHM B JIOJDKHOCTHYHO HHCTPYKIIMIO OCYIIECTBIISETCS B CICAYIOIIHUX
CiIyvasx:

MIPU U3MEHEHHH JIOJDKHOCTHBIX TTpaB U 00S3aHHOCTEH;

IpH  BO3JIOKCHWH Ha pabOTHUKA HAPSILy C €ro OCHOBHBIMH JIOJDKHOCTHBIMH
00sI3aHHOCTSIMU JIONIOJTHUTEIILHOM paOOTHI 110 IPYTOM MITH TaKou ke rnpodeccuu (JIOJKHOCTH);

MIPU PEOPTaHU3AIMN IOPUTUIECKOTO JIUIIA;

MIPU U3MEHEHUU MITATHOTO pacnucaHus (COKpAIleHUH MITATOB, BBEACHUH HOBOW IITATHON
€IUHUIIBI);

Opy W3MEHEHUM HAMMEHOBAaHUS OpraHu3alud (Wi BHECEHHS HWHBIX HW3MEHEHUH B
yUpeauTeNbHbIC IOKYMEHTHI) UJIM CTPYKTYPHOTO TOAPa3IeTICHUs U T.J.

BHecenne wu3MeHEHUN M JONOJHEHUN B JEHCTBYIOLIYIO JOHKHOCTHYIO HWHCTPYKIUIO
MIPOU3BOUTCS B TOM K€ MOPSAKE, B KOTOPOM MPUHUMAETCS JOJKHOCTHAS HHCTPYKITHSI.

JloJKHOCTHAsI MHCTPYKIIMS BCTYMAET B CUJIy C MOMEHTA €€ YTBEP)KIEHUS U JACHCTBYET 10
3aMEHBI €€ HOBOM JOJKHOCTHON MHCTPYKIUEH.

@akT O3HAKOMJIEHUS COTPYJAHMKAa C HACTOALIEH JIOJDKHOCTHOM  MHCTPYKLMEH
MOATBEPXKJIAETCS TOAMUCHI0 B DK3EMIUIAPE JOHKHOCTHOW HMHCTPYKIIMH, XpPaHSIIEMCS ¥y
paboToaaTens, a TakKe B )KypHaIe 03HAKOMJICHHS C JOKHOCTHBIMU UHCTPYKITUSMU.

C nacrosei MHCTpyKIMel o3HakoMiIeH. OIMH 3K3eMIUISAp MOy Ha PYKU U 00s13yI0Ch
XpaHUTh Ha paboyeM MecTe.

Hara Hoanmuch D.1N.0.
Hara Hoanuck D.1.0.
Hara Hoanuch D.1N.0.
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Jara IMoanucek d.1.0.
Jara IMoanucek d.N.0.
Jara IMoanucek D.N.0.
Jara IMoanucek d.1.0.
Jara IMoanucek d.N1.0.
Jlara IMoanmucek d.N.0.




