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1.00mue nos1oKeHus

1.1. Hacrosimias [O/DKHOCTHAs MHCTPYKLMS pa3paboTaHa B COOTBETCTBUHU C
[Ipodeccuonansupiv crangaprom 07.002 «Cneuuanuct 1o OpraHU3alMOHHOMY U
JOKYMEHTALMOHHOMY OOECIeYeHUIO YINpaBiIeHUS OpraHu3aluen», YTBEpKIECHHBIM
npukasoM MuHucTepcTBa TpyAa U couuanbHoi 3amuTel PO Ne 276H ot 6 Mas 2015r; ¢
yuetom Denepanbuoro 3akona Ne273 ot 29.12.2012r «O06 obpazosanuu B Poccuiickoit
Qenepanuu» B pepakuuu ot 2 aekabps 2019 roga; cormacHo TpynoBoMy Koaekcy
Poccuiickoit  ®@epepaunu, VYcrary JOY u UHBIM HOPMATHBHBIMH aKTaMH,
periJaMeHTUPYIOLIUM TPYAOBble OTHOLIEHUS MeXly paOOTHUKOM U paboToaaresneM.

1.2. JlaHHas WHCTPYKLHS pErjiaMeHTHPYeT OCHOBHBIE TpPYAOBble (YHKIUH,
NOJDKHOCTHBIE — OOSI3aHHOCTH ~ JENIONPOM3BOJAWTENS  HETCKOro  caja,  IIpasa,
OTBETCTBEHHOCTh, & TAK)K€ B3aMMOOTHOLICHUS M CBSI3H I10 JO/DKHOCTH Npu pabore B
JOIIKOJIbHOM 00pa30BaTeIbHOM YUPEKISHHH.

1.3. Jlenonmpou3BOAUTEb OTHOCHUTCS K KaTeropuu TEXHUYECKUX HCIIOIHUTEINeH,
Ha3Ha4aeTcs U 0CBOOOXKAAeTCsl OT 3aHUMAaeMOH OHKHOCTH 3aBENYIOIUHI AOIIKOIbHBIM
ofpa3oBarenbHBIM YUpPEKIEHHEM B MOpPSAKE, YCTAaHOBIEHHOM TPYIOBBIM JIOIOBOPOM
(KOHTpakTOM) ¢ pabOTHHMKOM, B COOTBETCTBMM ¢ TpyHoBBIM KojekcoM Poccuiickoi
Deaepanuu.

.4, Jlenompou3BOAMWTEIb  HENOCPEACTBEHHO  IOJYUHSETCS  3aBEAYHOLIEMY
JIOLIKOJIbHBIM 00pa30BaTe/IbHBIM YUpeXKI€HUEM.

1.5. Ha nomKHOCTE NeNONpOM3BOAUTENS MOXET Ha3HauyaThbCs JIMLO, MMEIollee
cpenHee mnpogeccuoHanlbHOe 00pa3oBaHue, MNpoIIeAlee IPOrpaMMbl IOATOTOBKH
KBaJIU(PULIHPOBAHHBIX Pabo4mX, CIIyKaLIKX.

1.6. CoTpyIHUK OCYLIECTBISIET TPYAOBYIO J€ATEIbHOCThL cornacHo KoHCTHTyLuu
Poccuiickoit Penepauny, JOKHOCTHON UHCTPYKIMH, PELIEHUSM OPraHOB yIIPaBlIeHHS
00pa3oBaHMs BCEX YPOBHEM, KacalollUMCs OpraHu3allud [eJONpPOU3BOACTBA B



JOMIKONBHBIX ~ 0OpazoBaTenbHbIX — yupexaeHusx, PenepansHomy 3akony «O0
obpasopanuu B Poccuiickoit ®enepaunu», TPyJAOBOMY [OroBOpy M YcTaBy
JOIIKOJIEHOTO 00pa30BaTeIbHOTO YUPEKACHHS.

1.7. Jenonpon3BoanuTelb PYKOBOACTBYETCH:

[TpaBuiamMu BHYTPEHHEro TPYA0BOIO PaCIOpsIKa;

HanmonansueiM ctangaptoMm Poccuiickoit ®Penepanyn  «Jlenonpon3BoaCcTBO U
apxusHoe nesnioy» (F'OCT P 7.0.8-2013);

CanulluH 2.4.1.3049-13 «CanuTtapHo - 3NHIEMHOIOrHYeckre TpeboBaHUS K
YCTPOMCTBY, COAEPKAHHIO M  OpraHM3alMd peXuma  paboThl  JOMIKOJIBHBIX
o0pa3oBaTeIbHBIX OpraHU3allfi» ¢ H3MeHeHusiMU oT 27 aBrycra 2015 1

OCTAHOBJICHHSAMH, PaclOpsHKEHUSIMH, MPHUKa3aMUd W HHBIMH PYKOBOSILIUMH M
HOPMATHBHBIMU JOKYMEHTAMH, OTHOCAILMMHUCS K BEJIEHHUIO J€JONPOU3BOACTBA;

JTOKAaTbHBIMA ~ HOPMATHBHBIMH  aKTaMu  JETCKOro  caja, [pHKazaMd H
pacropsKeHUSIMU 3aBe/IYIOILEro JOLIKOJbHBIM 00pa3oBaTeIbHbIM YUpPEKICHUEM.

cTaHJapTaMy YHH(DUIIHPOBAHHONH CHCTEMBl OpPraHM3alHOHHO-PACIOPSIIUTEIBHOM
JIOKyMEHTALUH;

npaBuaaMu oporpapuu U MyHKTYalluu;

MpaBuJIaMyi paboOThl HA TEPCOHAIBHOM KOMIIBIOTEpe, MPUHTEPE, KCEPOKCE U MHOM
OpPTITeXHHUKE;

MpaBUIaMd ¥ HOPMaMH OXpaHbl TPyZa, MOXapHOW O0e30IaCHOCTH W CaHUTApHO-
rMrHeHHYeCKUMHU TpeOOBaHUSIMU;

aIMUHUCTPATHBHBIM, TPYAOBBIM U XO3SHCTBEHHBIM 3aKOHOIATEILCTBOM,

Konsenuueit OOH o mpaBax pebeHka.

1.8. Jlenonpou3BoAUTENb JOKEH 3HATE:

HOPMATHBHbIE TMPAaBOBble aKTbl ¥ HOPMATUBHO-METOAHYECKHE JIOKYMEHTHI,
[OJOKEHUS,, WHCTPYKLIMM, HWHble MaTepuaabl U  JIOKYMEHTHl [0  BEJICHHIO
JIeTOTIPOU3BO/ICTBA B JIOLIKOJIBHOM 00pa30BaTe/IbHOM YUPEXKIEHUH,

JeONPOU3BO/ICTBO U €ro BEeJIeHHUE,;

COBpeMEeHHbIe HHPOPMALIMOHHbIE TEXHOJIOTHH PadOThI ¢ JOKYMEHTAMH,

«  Nopsook paboThl ¢ JOKYMEHTAMMU;

CXeMbI JOKYMEHTO000pOTa;

npasuia paboThl C BXOISIIUMHU, HCXOAAIIMMHU U BHYTPEHHUMH TOKYMEHTaMHU;

npaBuja OpraHMW3alldd U (GOPMBI KOHTPOJSA HCIIOJHEHHS JOKYMEHTOB B
OpraHu3alluu;

TUTIOBBIE CPOKH UCIOJHEHHUS IOKYMEHTOB;

MPUHLKIIBL pabOThI CO CPOKOBOH KAPTOTEKOH;

Ha3Ha4YeHHe ¥ TeXHOJOrUIO TeKYILEero U NpeaypeArTeIbHOIO KOHTPOJIS,

NpaBuUia COCTABJIEHHsS AHAIMTHYECKHX CIPABOK IO OpraHu3aluu paboTsl ¢
JIOKYMEHTaMH U KOHTPOJIIO UCIIOJIHEHUS JOKYMEHTOB,;

mpaBuIa  IOKYMEHTAIMOHHOTO  OOecnedyeHHs AeATeIbHOCTH  JOUIKOJbHOU
o0pa3oBaTeIbHON OpraHU3aluH;

BU/Ibl TOKYMEHTOB U UX Ha3HAYEHHUE;

TpeGoBaHUsl, NpeabsBisieMble K AOKYMEHTaM B COOTBETCTBHH C HOPMATHBHBIMU
aKTaMU M rOCyJapCTBEHHBIMU CTaHAApTaMH;




npaBuga  coctaBieHus u  odopmieHHs — MH(QOPMALKMOHHO-CIIPABOYHBIX,
OpraHH3alHOHHBIX, YIIPAaBIeHYECKHX JOKYMEHTOB,;
MpaBuWjia CO3[aHWsi ¥ BeleHUss 0a3 MaHHBIX CIIyKeOHBIX [JOKYMEHTOB B
JIOIIKOJIBHOM 00pa30oBaTeIbHOM YUPEKIACHHH,
CHCTEMBI 3JIEKTPOHHOTO JIOKyMEHTO000pOTa;
IpaBujia ¥ CPOKH OTIPABKH UCXOAANIUX JOKYMEHTOB,;
TpeGOBaHUS OXPaHbl TPYa U MOXKapHOH 6e30MacHOCTH Ha paboyeM MecCTe;
METOJMYECKHEe PEKOMEHIAlUUd T0 BBLITIOJHEHUIO pPabOThl € JOKYMEHTaMH B
JETCKOM cajy;
MOPSIIOK KOHTPOJISL TPOXOKAEHUS C1yKeOHOM JOKYMEHTAllMH U MaTePHalloB,
ctpyktypy AOY 1 coctaB cOTpyAHUKOB,
BUJbl HOMEHKJIATyp, oO0mue TpedoBaHMs K HOMEHK/IAaType, MeETOJuKa ee
cocTaBsieHus: U O(POPMIIEHHUS;
MopsiAoK (OopMHUpOBaHHMsS u odopmiueHus jgen, cneuuduxka GOpMUPOBAHMS
OT/JEJIbHBIX KaTeropuu aeil,
.[IpaBWJIa COTJIACOBAHMSI HOMEHKIATypbl Hel C BEJOMCTBEHHBIMH apXHBaMH H
AKCIIEPTHOM KOMUCCUEH;
TMpaBUJia XPaHEHUs Jiesl, B TOM YHUCIIE C JOKyMEHTaMH OrPaHWYEHHOTO JOCTYTIa;
NpaBUIIa BEIIAYH U MCIIOI630BAHNS JOKYMEHTOB U3 CQOPMHPOBAHHBIX JIEN;
KPUTEPHH paslelieHus JOKYMEHTOB Ha IPYyMNbl B COOTBETCTBHH C IEHHOCTHIO
WHbOpPMaIIUH, ColepKallleics B HUX;
MOPSIIOK MCIOJIb30BAHUS THIIOBBIX MM BEJIOMCTBEHHBIX MEpevyHed HOKYMEHTOB,
orpejieieHUs CPOKOB XpaHEHHUs B IIPOLecce IKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB;
paBUIIa COCTABICHUS U YTBEPIKACHHS IPOTOKO/A pabOThI 3KCIIEPTHON KOMUCCHH,
MpaBWJia COCTaBIEHUS M YTBEPXKJIEHHS aKTa O BbIIAEJIEHHH [IOKYMEHTOB, HE
MO/ITeKalIUX XPaHEeHHIO;
[paBujia TEXHUYECKOH 00paboTKH ¥ MOJHOro Oo(GOpMIeHHs el IOCTOSAHHOTO M
BPEMEHHOT'O CPOKOB XPaHEHUS,
MpaBUIa COCTABIEHUs OMUCH [ell TOCTOSHHOIO ¥ BPEMEHHOI0 CPOKOB XPaHEHHs B
€OOTBETCTBHH C AEHCTBYIOIIAMHA HOPMATUBHO-METOAUUYECKUMH JOKYMEHTAMH,
[paBuiIa IMepeiayu el B apXUB JOMIKOIBHOTO 00pa3oBaTeIbHOTO YUPEKACHHS;
NpaBujia HMCIOJNb30BaHUsi TenedoHa, (akca, TNEPCOHAIBHONO KOMIIBIOTEPA,
KCepoKca, IPUHTepa, CKaHepa U APYTrod OPrTeXHUKH;
npaBuiia paboThl ¢ TEKCTOBBIMHU PEaKTOPaMH U 3JIeKTPOHHBIMU Tabiuiamu, 6a3ou
JTAHHBIX, YIEKTPOHHOMN MOYTOMN, UHTepHET Opay3epamy,
TEXHOJIOTHIO co3faHus, o00paboTku, Tmepeaayd W XpaHEHHs PasInYHBIX
JIOKYMEHTOB;
MpaBUja [EeJOBOM IEPernucKd, COCTaBIeHMs M Habopa [E/IOBBIX IHCEM C
NPUMEHEHHEeM TUIIOBBIX 00pas3loB;
TpeGoBaHMs 110 COXPAHHOCTH CiykeOHOH MHpOpMALMK U 3allUTe TEePCOHANTBHBIX
NaHHBIX;
OCHOBBI 3THKH U 3CTETHUKH;
npaBuiia AeJI0BOro o0LIeHus.
1.9. [lenonpou3BOAUTENb JOKEH YMETh:




paborarh €O BCel COBOKYNHOCTBIO HMH(OPMALHOHHO-IOKYMEHTALHOHHBIX
PECYPCOB JIOIIKOJIBHOT0 06pa30oBaTeIbHOTO yUpeXK ACHHU;

npumensth . B JIOY  coBpemeHHble HHOOPMAUMOHHO-KOMMYHHUKAIlMOHHBIC
TEXHOJIOTUM [jIsi paboThl ¢ OOKYMEHTaMH, B TOM 4HMCJE IS €€ ONTHMH3aLUH H
roBbIeHHs 3QPEeKTUBHOCTH;

MOJIb30BaTHCS ABTOMATU3UPOBAaHHBIMU CHCTEMaMH y4e€Ta, PErHCTpallliy, KOHTPOJISA
1 MHPOPMAIMOHHO-CITPABOYHBIMHU CHCTEMaMH IpH paboTe ¢ JOKYMEHTaMH;

OpraHM3oBbIBaTh paboTy MO y4eTy, XPaHEHHI0O H IMepenade 3aMeCTUTENs M
3aBeAYIOIIEro JeTCKUM CaoM JOKYMEHTOB TEKYILIEro JIe0NPOU3BO/ICTBA,;

UCIOJIb30BaTh HOMEHKIATypy [Jel IpU H3YYEHUH CTPYKTYpPhl AOMIKOJIBHOTO
00pa3oBaTeIbHOTO YUPeXKAEeHHs, COCTABIECHUH OITUCEH e,

OpraHu30BBIBATH paboTy 1Mo (OPMHUPOBAHHUIO [Ie]1 B COOTBETCTBHHU C yTBEPKACHHON
HoMeHknarypoi nen JOVY;

[PaBUIBHO U CBOEBPEMEHHO (OPMHPOBATH NOKYMEHTHI B [i€jla C YYeTOM HX
crielnpuKH;

. CUCTEMATHU3UPOBATH JOKYMEHTEI BHYTPH Ji€1a,

obecrieunBaTh ~ COXPAaHHOCTH M 3alIUTYy  JOKYMEHTOB  JOIIKOJIBHOTO
00pa3oBaTeIbHOIO YUPEKACHHUS;

[0b30BaThCsl  NEPEYHSIMH JOKYMEHTOB ¥  aHANIW3MpOBaTh  (DaKTHYECKOe
COfIep)KaHKe UMEIOIUXCA B [eJIe JOKYMEHTOB [PH ONPE/IeTICHUH CPOKOB UX XPaHEHUS,;

0hOpPMIISATE TOKYMEHTBI IKCIIEPTHOM KOMHCCHH;

ohopmisiTe OOMOXKKM 1€l MOCTOSHHOIO M BPEMEHHOrO CpPOKOB XpaHeHUs B
COOTBETCTBMM ¢ TpeOOBaHHSAMH TIOCYJapCTBEHHBIX cTaHaapToB Poccuiickoi
Denepaunu,

MPOU3BOAUTH XPOHOJIIOTHUECKU-CTPYKTYPHYIO CUCTEMATU3ALIMIO [Ie]1;

OCYILECTBJISATh TEXHHUECKYI0 00paboTKy U MosHOe oQopMIEHHE e MOCTOSHHOIO
1 BPEMEHHOT'O CPOKOB XPaHEeHHS,

COCTaBIIATH OIMKMCh JieJ [OCTOSIHHOrO U BPEMEHHOIN0 CpOKOB XpaHEHUs B

COOTBETCTBUH C ACHCTBYIOIIMMH HOPMAaTUBHO-METOAUYECKUMH JTOKYMEHTaMH.
. 1.10. JlemompousBomutens poivkeH crporo cobmonats Konsenmuo OOH o
npaBax peOeHKa, MHCTPYKIHMIO 110 OXpaHe TpyJda s AEJIOTPOM3BOJAMTENS JETCKOro
cajia, Apyrve HMHCTPYKLHMH [0 OXpaHe TpyjAa IpH BbINOJHEHHH paboT Ha pabouem
MecTe, MPHU IKCTUTyaTallii KOMIIBIOTEPHON W OPITEXHUKH.

1.11. [denonpou3BoauTesb J0KEH MPONTH 00y4YeHHe U UMETh HaBBIKH B OKa3aHUU
MepBoil MOMOLIM TMOCTPAaAaBIIMM, 3HATh MOPSAOK ICHCTBMA MPH BO3HHUKHOBEHHH
nmoXkapa WM WHOM 4pe3BblYalHOW CHTyalMH M 9BaKyalldd B JOLIKOJIBHOM
00pa3oBaTeIbHOM YUPEKICHUH,

1. TpyaoBbie pyHKUHH

K ocnosnbim ¢hyrkyusam oenonpouzsooumens OMmHOCAMC!

2.1.  JloxymMeHTallMOHHOE  olecrneuyeHue  AEATENbHOCTH  JIOIIKOJBHOTO
00pa30BaTeIbHOrO YUPEKACHUSA:

2.1.1. Opranusanus paboTbl ¢ JOKYMEHTaMHU.



2.1.2. Opranuszanus TeKyIlIero XpaHeHusi JOKyMEHTOB.
2.1.3. Opranuzanus o06paboTKu e A1l MOCIeayOLero XpaHeHH s,

2. HoaHOCTHBIE 00SI3aHHOCTH

lenonpouzsooumene 6 JJOY evinoansiem credyroujue 06a3aHHOCU.

3.1. B pamkax Tpyz0BO# DYHKIIMKM OpraHH3aluy paboThl ¢ JOKYMEHTAMH:

MpUeM U nepBudHas 00paboTka BXOASILIUX JOKYMEHTOB,;

MpeBapUuTeIbHOE PaCCMOTPEHHE U COPTUPOBKA JOKYMEHTOB Ha PETHCTPHPYEMBIE
JIOKYMEHTbI U HE perUuCTPUPYEMBIE;

MOArOTOBKA  BXO/SLIMX  JAOKYMEHTOB /Ui  PAacCMOTPEHHs  3aBeAyHOLIHM
JOLIKOJIBHBIM 00pa30oBaTeIbHbIM YUPEKICHHEM;

peructpauus BXOASIIHX JTOKYMEHTOB,;

OpraHu3alus JOCTaBKH JTOKYMEHTOB MCIIOTHHUTESIM;

BefleHMe  0a3bl  JaHHBIX  JOKYMEHTOB  JIOLIKOJIBHOrO  00pa3oBaTeNbHOro
YUPEKIACHHS;

BeJleHre HHQOPMAIIMOHHO-CIIPABOYHON paboThl;

KOHTPOJIMPYET WCIIOJIHEHHE [OKYMEHTOB, BbIlaeT TpeOyeMble CHpaBKH 110
3aperuCTPUPOBAHHBIM JIOKYMEHTaM;

BMECTE€ C aJIMUHHUCTpPALMed TOTOBUT OTYETHBIE JAOKYMEHTBHI MJIS BBILIECTOSIINX
OpraHu3alui, ciyxeOHble MUCbMa U CIIPaBKH;

ocyliecTBisieT 00paboTKy U OTIPABKY MCXOIALINX JOKYMEHTOB aapecaraM, y4eT
MoJy4aeMoN U OTIIPaBlIsieMON KOPPeCOHACHIIUH;

OCYIIECTBJISIET PErHCTpaLyio, y4eT, XpaHeHHe M repejadyy B COOTBETCTBYHOIIHE
CTPYKTYpPHbIE IOJApa3Ae/IeH!s JOKYMEHTOB TEKYLIEro JAeJ0NPOU3BOICTBA;

KOHTPOJIMPYET MCIIOJIHEHHEe [OKYMEHTOB B JOLIKOJBHOM 00pa30oBaTe/IbHOM
YUpeKICHUU;

(Gopmupyer NM4HBIE Jella BOCHHTAHHHUKOB, I[IOCEIIAIOLIMX JIOIIKOJIBEHOE
oOpazoBaTenbHOE YUpexKIeHHe,
« odopmiser TpyIOBble NOrOBOpa W JIMYHBIE Jelia, YCTPAUBAIOIIMXCS Ha paboTy
COTPYIHUKOB;

BeJIeT KHUT'Y ABM)KEHUS BOCITUTAHHUKOB;

OCYLLECTBIISIET y4eT BOCITUTAHHUKOB JIbTOTHBIX KaTerOpHii;

FOTOBUT ITPOEKTHI ITPUKA30B 10 IBHKEHUIO KOHTUHIEHTA JIeTeH;

BeJIeT KHUTH [PUKa30B,;

neyartaeT MNpHKa3bl [0 OCHOBHOHM MAESTENLHOCTH M HHBIE MPHKa3bl, 3HAKOMHUT
COTPYJHHUKOB JOLUKOABHOIO 00pa30BaTeNbHOIO YUYpeX AeHUS C MpUKa3aMH 04
MOJAMKUCH B I€Hb UX W3JaHUS. ‘

3.2. B pamkax TpyaoBO¥ (GVHKUMU OPraHu3aliy TEeKYIIEero XpaHeHUs
JOKYMEHTOB:

paspaboTka HoMeHKnatypsl aen JJ0VY;

[IPOBEPKa [PaBUIBHOCTH O0(OPMIIEHHUS JOKYMEHTOB U OTMETKH 00 MX MCIIOJHEHUH
rnepes uX (OPMUPOBAHUEM B JIEJIO IS MTOCIEAYIONIET0 XPaHEHMS;

(bopMyIMpoBaHHe 3ar0JIOBKOB [eJI ¥ ONpee/ieHHe CPOKOB HX XpaHEHHS;




dhopmupoBaHUE 1e;

KOHTPOJIb MpPaBHJIBHOTO M CBOEBPEMEHHOIO paclpeAeneHus H MOAIINBKH
JIOKYMEHTOB B JieJIa.

3.3. B pamkax TpyaoBo¥ (yHKIMHM opraHusauuy oOpaboTKHM Jaesn Ul
MOCeAYIONIero XpaHeHH!s .

obpabatbiBaeT M OoGOpMIISET Iepejady JIUYHBIX el COTPYAHHKOB B apXHB
JIOIIKOJIBHOT0 00pa30BaTeNbHOIO YUPEKACHHUS;

MpoBepKa CPOKOB XpaHEHHs [OOKYMEHTOB, COCTaBJIe€HHE IpPOTOKona paboThl
SKCIIEPTHOW KOMMCCHH I10 [TOArOTOBKE AOKYMEHTOB K XPaHEHHIO, aKTa O BBIICICHHH K
YHUYTOKEHHUIO TOKYMEHTOB, HE MOJIEXKAILMX XPaHEHHIO,

COCTaBJIEHHE BHYTPEHHEH OMUCH /e 715l 0CO00 LIEHHBIX JOKYMEHTOB;

odopmiIeHHE €T IIOCTOSTHHOTO, 10JIFOBPEMEHHOI'O CPOKOB XpaHEHHS,

othopmierue 00JI0KKH /1e)1 TOCTOSIHHOTO, JOJATOBPEMEHHOI0 CPOKOB XpaHEHHMS;

COCTABJIEHHE OIUCH JIEN MTOCTOSTHHOTO, JIOJITOBPEMEHHOT0 CPOKOB XPaHEHHS;

repeava e B apXUB JOUIKOIBHOT0 00pa3oBaTEIbHOIO yUPekKAeHHUS.

.3.4. Opranu30BbIBaeT BHEIPEHHUE, BeleHNe (B TOM YHCIIe aBTOMAaTU3UPOBAHHOE) U
pa3sBUTHE CUCTEM JOKYMEHTALIMHU, BKIIKOYAsl SIeKTPOHHBIE I0KYMEHTEI.

3.5. OcymectBiasier y4eT dacoB paboThl pabOTHHKOB  JAOLUKOJBHOTO
00pa30BaTeNIbHOTO YYPEKIEHHUs,, B YCTAHOBJIEHHBIE CPOKHM 3aMoJIHAeT M CHaeT B
Oyxranrepuro Tabens ydera pabouero BpemenHu pabGotaukoB JIOY. Cremur 3a
cobmozeHyeM COTpyAHUKamu rpadukoB paboTel, coobmaer paboTHHKaM 00
H3MeHeHHsX B rpaduke paboThl 3a01aroBpeMeHHO, 110/ POCITUCE.

3.6. CornacHo pacropsuKeHUsIM 3aBeIyIOIIero neyaTaeT 1 0popMIIsieT TpedyeMyro
JNOKYMEHTALIMIO 715l OpraHu3aluu 00pa3oBaTeNIbHOrNO Ipolecca B IOLIKOJIEHOM
00pa3oBaTeIbHOM YUPEKISHHH, BLIMOTHEHUS TO0BOTO I1JIaHa.

3.7. Beimmonnsier paboTy MO CO3JaHHUIO CIPABOYHOIO anmapara o J0KyMEeHTaM,
obecrieunBaeT y100HBIN U OBICTPHIN UX TMTOKCK.

3.8. 3aHmMmaeTcst MOArOTOBKOM o0mux coOpaHuil paOOTHHKOB IETCKOro caja,
cObopomM HEOOXOOUMBIX MaTEpUasIOB, ONOBELIEHHEM YYaCTHMKOB O BPEMEHH, MECTE,
LOBECTKE JIHS COBEILAHUs U UX PErucTpaLuen.

3.9. SBusiercs cekperapeM aJMHHHCTPATHBHOIO COBEIIAHMs IIPH 3aBEAYIOLIEM
JIOLIKOJTBHBIM 00pa3oBaTeNbHbIM YUPEXKICHUEM.

3.10. B rpanunax cBOed KOMIIETEHLIMM YYacTBYET B COCTABIIEHHH IPOrpaMMBbI
pa3sBUTHs [EeJIONPOU3BOJCTBA JIOUIKOIBHOIO 00pa30BaTENBHOIO YYPEKIACHHS, BHOCHT
IPeUIOKEeHUs] 10 BOIPOCAM YCOBEpILEHCTBOBAHHs JEIONPOU3BOJCTBA JOUIKOIBEHOIO
00pa30BaTeNbHOTO YUYPEKIACHHS.

3.11. O6fecneuuBaeT 3aIUTy TpaB M CBoOOA aeTel, poautenedl (3aKOHHBIX
npezcTaBureneil) npu o6paboTke MepcoHANbHBIX AaHHbIX (aanee — [1]1).

3.12. Crporo cobimogaer KOH(QUAEHUMATbHOCTh [E€PCOHANBHBIX JaHHBIX U
TpeGoBanust o 3amure W OesomacHoctd [1/1 mpu mx oOpaboTKe, HEIOMyILEHHe WX
pacripoctpaHenus 0e3 cormacusi cydovekta [IJl wnu HamuuuMs APYroro 3aKOHHOIO
OCHOBaHWUS.




3.13. Cobmogaer 3aKOHHOCTH Leiedl U crocoboB 00pabOTKH MEpPCOHATBHBIX
JAHHBIX  COTPYAHMKOB M  BOCIMTAHHUKOB  JOLIKOJBHOTO  0Opa3oBaTeNLHOIO
yUpexKIeHHUS.

3.14. CaMOCTOATENBHO IUIAHUPYET CBOK JEATCIBHOCTh MO COTJIACOBAHHUIO C
3aBe/IyIOIIHUM JOUIKOJIbHBIM 00pa30BaTe/IbHBIM YUPEKIECHUEM.

3.15. Crporo cobuonaer TpyAOBYIO AWCHUUILUIMHY M YCTAaHOBJIEHHBIH B JETCKOM
cajly peXuM JHs, CAaHHUTapHO-TMTMeHUYecKHe HOPMBI Ha paboueMm MecTe, MpaBuia |
TpeOOBaHU OXpaHbl TPYAa U MOKAPHOM 6€3011aCHOCTH.

3.16. CobmrofaeT KynbTypy U 3THKY OOILLEHHUS ¢ COTPYJAHHMKAMH H KOJIJIETaMH I10
paboTe, 3THYECKHe HOPMBI ITOBEIeHUS B JIOIIKOJBHOM 00pa30BaTe/IbHOM y4peXIeHHH,
B OBITY 1 OOILECTBEHHBIX MECTaX.

3.17. CBOeBpEeMEHHO ITPOXOAUT NEPUOANIECKHE MEIULIMHCKHE OCMOTPEI.

3. IlpaBa

. JenonpousBoANTeN b UMEET MOJHOE MPaBO:

4.1. Ha paboyee MecTo, KOTOPOe COOTBETCTBYET TpeOOBaHUSIM U HOPMaM OXpPaHbl
Tpy/Aa U MoKapHO# 6e30macHOCTH.

4.2, Tlocne mepenaum HOKYMEHTOB TpeOoBaTh OT HCIIOJHUTENIEH I'PaMOTHOrO H
npaBuiIbHOrO odopmieHus TpeOyeMbIX TOKYMEHTAIbHBIX MaTepHajoB, OTYETOB,
OTBETOB.

4.3. S3SanpammBats y aamuHuctpauud OV, nomyyate #W  IPUMEHSTH
uH(OpMaIMOHHBIE MaTepUasbl, HOPMAaTUBHbIE U IIPABOBbIE JOKYMEHTHI, HEOOXOAUMBIE
1151 BBITIOJTHEHUSI CBOMX IO/DKHOCTHBIX 00s13aHHOCTEH.

4.4, Ha w™opanpbHOE M MaTepHajJbHOE [10OLIPEHHE, a TaKkKe Ha 3alIuTy
COOCTBEHHBIX MHTEPECOB M MHTEPECOB COTPYAHMKOB JIOIIKOJIBHOIO 00pa3oBaTeIbHOIO
yUpexKACHUSI.

4.5. 3anpaluuBath y 3aBeIyHOLIEro AETCKUM CaJloM pa3bsICHEHHS ¥ yTOYHEHHS IO
JaHHBIM MOPYYEHHSIM, BBIOAHHBIM 3aJaHHUSIM, I0Jy4aTb OT JAPYIMX pPabOTHHKOB
yHbopMalHIO, TOKYMEHThI, HEOOXOAUMBIE UTsl UCTIOJIHEHHS NIOPYYEHHUH.

4.6. 3HaKOMHUTBCS C [POEKTaMHM peIIeHUuH 3aBedyIOIIEro JOIIKOJbHBIM
00pa3oBaTelIbHBIM  YUPEKIEHHEM, KACalOUIUXCs BBIMNOJNHAEMOW UM (QYHKLIUH, C
JIOKYMEHTaMM, OINpeAeNsolUMU ero ImnpaBa U O00S3aHHOCTH 110 3aHHMAaeMOM
AO/DKHOCTH, KPUTEPUSIMH OLIEHKH KauyecTBa MCITOJIHEHHMS CBOUX JODKHOCTHBIX
00s3aHHOCTEH U TPYIOBLIX (DYHKLUH.

4.7. Ha o3HakoMJeHHe ¢ UMEIOIMMHUCS MaTepruajiaMy JIMYHOI'O Jeja, OT3bIBaMu O
cBoel pabote, KaloOaMM U HMHBIMHU JOKYMEHTAMH, OTPaKalolMMU OLEHKY TpyAa
JICI0MPOU3BOIUTES, MPEIOCTABIATh 10 HUM MOSACHEHMS.

4.8, BHOCHTH KOHKpETHBIE TPEIIOKEHUS! aJMUHUCTPALMU 10 YJIYYIICHHIO
OpraHu3aldd TpyJa M yCIOBHM pa®oThl  JA€JIONPOM3BOAUTENS  JIOLIKOJBHOTO
00pa3oBaTe/IbHOIO YUPEeKACHHS.

49. VYyacrBoBaTh B pabore OpraHoB CcaMOYNpPaBI€HHS  JOLIKOJBHBIM
o0pasoBare/ibHBIM yupekaeHueM, B pabore obmero coOpaHusi pabOTHHKOB, B
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00CY)XIEHHM BOMpPOCOB, KACAIONIMXCS WCIOHIEeMBIX JenonpoussoauteiemM IOV
JIOJDKHOCTHBIX 00S3aHHOCTEH.

4.10. Ha szammty npodeccHOoHalIbHOW 4YeCTH M [JOCTOMHCTBA, HepasryalleHue
JMCLUIUTHHAPHOTO (cmy»xeGHoro) paccliel0BaHHs, HCKITIO9ast ciIy4yau
MpeayCMOTPEHHBIE 3aKOHOM. Ha 3ammry cBouX NpOQEecCHOHAIbHBIX HHTEPECOB
CaMOCTOATENBHO U (MJIM 4Yepe3 3aKOHHOTO MPEeACTaBUTENsd, B TOM YMC/IE aJBOKaTa), B
cy4yae JUCUMIUIMHAPHOTO MIJIKM  ClIyXeOHOro pacciie[loBaHus, CBSA3aHHOTO C
HecoOMoIeHueM HOpM NPOo(ecCHOHAIbHOW STHKH.

4.11. [lenonmpou3BOIMTENIF UMEeT BCe IpaBa, MNpeaycMOTpeHHble TpymaoBBIM
kogekcom Poccuiickoit ®Penepauuu, Ycrasom JIOY, KonnekTHBHBIM JIOTOBOPOM,
[lpaBunamu BHYTPEHHEro TPYJOBOIrO pacrnopsika M APYTHMMH JIOKaJIbHBIMH aKTaMu
JIOLIKOJIBHOTO 00pa3oBaTeNIbHOr0 YUYpeKJeHHUs, a TakKe IIpaBO Ha COLHAbHBIE
rapaHTUU.

4.12. ToBbIaTh CBOK MPO(HECCHOHATBHYIO KBAJIU(UKALIHIO.

4. OTBeTCTBEHHOCTDb

5.1. Aenonpoussomutens JIOY HeceT OTBETCTBEHHOCTE:

32 pasrialieHde TEepPCOHATBHBIX MTaHHBIX BOCIHMTAHHMKOB M HMX pPOAMTENEH
(3aKOHHBIX  TpeACTaBHTENel), COTPYAHHKOB JOLIKONBHOrO  00pa3oBaTeIbHOIO
YUPEKIEHUS;

3a pasrialleHue ciy)KeOHou 1 KoH(UIeHIMaNIbHOW HHPOPMALIUK;

32 TPAMOTHOCTH COCTABIEHHBIX HOKYMEHTOB, O(OPMJIEHHE COINIAaCHO HOPM H
TpeGoBaHMi, CBOEBPEMEHHOCTE ITPEeAOCTaBIeHHUs (OTIIPaBKU aapecary);

He repelavyy WM HECBOCBPEMEHHYIO Iepenady HMHGOpMalHMM HIM JOKYMEHTOB
UCTIOJHHUTEIIO 110 TOPYUYESHUIO a IMUHUCTPALIUH;

32 COXPAHHOCTb JOKYMEHTOB, HaXOAAUIMXCH B KaOWHeTe [eJIONPOM3BOJUTENS,
JIMYHBIX el COTPYAHHUKOB WM BOCIHUTAHHHUKOB JOIIKOJBHOrO 00pa3oBaTebHOIO
YUPEKIACHUS;

« 3a HeokasaHuWe IMepBOM  J0BpayeOHOM  [OMOIUM  IIOCTPaJaBIIEMy, He
CBOEBPEMEHHOE M3BEILlEHHE WJIM CKpPBITHE OT aIMHHHUCTPAlM¥ JOLIKOJBHOTO
00pa30BaTEeNbHOIO YUpeXKAeH!sI HECYaCTHOIO ClIy4as;

32 HapylleHWe MopsaKka OeHCTBUN B ciydae BO3HUKHOBEHHS YpPE3BbIYaiHOM
CUTYallMH ¥ 3BaKyalllMH B JOLIKOIBHOM 00pa30BaTEIbHOM YUPEKICHUH.

5.2. 3a HEeBBITIOJHEHHE WM HapylleHHe 0e3 YBaKUTEIbHBIX IIPUYUH J0JKHOCTHON
uHCTpyKImK genonpoussoautens JIOY, VcraBa u [IpaBun BHYTPEHHEro TpYA0BOIO
pacropsijika, 3aKOHHBIX PacropsyKeHUH 3aBeAyIOIIEro U UHBIX JIOKaIbHO-HOPMAaTHBHBIX
AKTOB, @ TAKXKe 3a MPUHSATHE PEIICHWH, MOBIEKIIMX HapylleHHe 00pa3oBaTeIbHOIO
rnpoiecca, AeI0NPOU3BOAUTENb HECET AUCIMIUIMHAPDHYIO OTBETCTBEHHOCTH B IOPSJIKE,
ycTaHoBIeHHOM TpynoBeiM 3akoHomatenbcTBoM Poccuiickoit @enepanuu. 3a rpyboe
HapylleHue TPYIAOBBIX 00S3aHHOCTEH B KayeCTBE AMCLMUILIMHAPHOIO HaKa3aHUS MOXKET
OBITH IPUMEHEHO YBOJILHEHUE.

5.3. 3a npuMeHeHUe, B TOM YHUCIIe OJJHOKpaTHOE, METOA0B BOCITUTAHHS, CBA3aHHBIX
¢ (usuueckuM U (WIM) NMCUXUYECKUM HACHUIIMEM HaJ JMYHOCTHIO pebeHKa, a TaKxke




9

coBeplIeHHe HMHOro aMOpallbHOro mnocrymnka aenomnpoussoautens JOY moxer ObITh
0CBOOOKIAEH OT 3aHMMAaeMOM [OJKHOCTH B cooTBeTcTBUHM ¢ TpynoBeiM Kozaexcom
Poccuiickoit ®egepauuu u PenepanbHbiM 3akoHoM "O6 obpaszosanuu B PoccHiicKOi
Denepauuu". YBoIbHEHHE 3a JIaHHBIH MOCTYIOK HE SBIACTCS MEPOH AUCLHIUTHHAPHOH
OTBETCTBEHHOCTH.

54. 3a yMBIIUIEHHOE MpPHYAHEHHE JIOMIKOJIBHOMY  00pa3oBaTelbHOMY
VUPEXKIEHUIO HWIIM ydYacTHHKaM o0pa3oBaTeldbHBIX OTHOIIEHMH yulepba B CBA3H C
MCIOTHEHUEM (HeHCroJIHeHHEM) CBOMX JAOJIKHOCTHBIX obsi3aHHOCTEH
JENOIPOU3BOAUTENL JETCKOIO caja HeceT MaTepHallbHYl0 OTBETCTBEHHOCTE B MOPS/IKE
U TIpejiesiax, yCTaHOBIIGHHBIX TPYIOBBIM U (MIIM) IpaXkJaHCKMM 3aKOHOJATENBCTBOM
Poccuiickoit ®enepauuu.

5.5. 3a HeBbINOJHEeHUE TpeOOBaHUH OXpaHbl TpyAa, HECOOIIOAECHHUS IIPABHII
moxapHoii ~ 0e30macHOCTH,  CAaHUTAPHO-THTMEHUYECKUX  IpaBMI  H  HOPM
JIeJIOTIPOM3BOJIUTE]Ib ~ HECeT  OTBETCTBEHHOCTh B IIpeJellax  ONpeJieIeHHBIX
aMUHUCTPATHBHBIM 3aKOHOAaTeIbcTBOM Poccuiickoit @enepaluu.

.5.6. 3a mpaBOHapyIleHUsl, COBEpPLICHHbIE B IpOLECCe OCYLIECTBICHUS CBOEH
HpOd)CCCHOH&J’leOFI HAesITeJIBHOCTH OeJIONPOU3BOOUTEIIE HECET OTBETCTBEHHOCTH B
npenesiax, ONpEeIeJeHHBIX aJMMHUCTPATHUBHBIM,  YIOJIOBHBIM M TIPaXIaHCKUM
3akoHojaTebcTBOM Poccuiickol Menepauuu.

5. B3aumoorHomenusi. CBSI3M 1O J0JIZKHOCTH

Henonpoussoaurens JJOV:

6.1. JlenmonpousBoautens paboTaer B pexxrMe HOPMHUPOBAHHOIO paboyero QHs 1Mo
rpacduky, coctaBieHHOMY ucxoas u3 40-dacoBoil pabouel Helesld U YTBEPKIEHHOMY
3aBeIyIOIIUM JIOIIKOJIbHBIM 00pa30BaTeNbHbIM yUpPEKICHUEM.

6.2. [TocTossnHO oOMeHHBaeTcs WHGOpMaLIMEN MO BOMpocaM, OTHOCAIIMMCS K €ro
KOMIIETEHIIMH, ¢ aJMUHHCTpaLMel, Oyxranrepuen, neaaroridecKuMu paboTHHKaMU H
00CIy)KHBAIOLLIKMM [1€PCOHATIOM JI€TCKOTO cafa, ¢ pOAMTENs MU BOCIIMTAHHUKOB (JIHLIAMH
KX 3aMEHSIOIINMH ).

6.3. ITonyvaeT OT 3aBeAyIOILErO MOMIKOJIBHBIM 00pa30BaTENIbHBIM YUYPEKACHHEM
HH(OPMAIIMIO HOPMAaTHBHO-NIPABOBOTO M OPraHMU3allMOHHOIO XapakTepa, 3HAKOMHTCS
MO/ PACIUCKY ¢ HEOOXOAUMBIMU JOKYMEHTAMH.

6.4. CaMOCTOATENBHO TUTAHUPYET CBOIO paboTy Ha Ka)IbIA JeHb.

6.5. BoBpems cooGmaer 3aBexyromweMmy JIOY u ero 3amectarensm 00
WHOpPMAIMK, MPUKa3ax, PACIOPDKEHHSIX W WHOH JOKYMEHTALWH, MOCTYNUBLIEH IO
3JIEKTPOHHOM MOYTE.

6.6. CucrtemaTuuecku neiauTcs HHQOpMalHMed Mo BOIpOcaM, BXOASIIUM B €ro
KOMIIETEHLIUIO, ¢ COTPYAHMKAMH M pabOTHHKAMU JOIIKOJBHOINO 00pa3oBaTelIbHOIO
YUpeXIeHHUS.

6.7. Tlepemaer uHbOPMALMIO K JOKYMEHTBI, pPACIOpSIKEHUS aIMHHUCTpALUH
corpyaaukam 1OV, wundopmupyer pabOTHHKOB O coBellaHusAX, Tpedyer oOT
WCIIOJTHUTEIIEH IPAMOTHOTO U MPABUIBHOTO 0(opMIIeHHs TPeOyeMbIX JOKYMEHTAIBHBIX
MaTepHuanioB, OTYETOB, OTBETOB.
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6.8. Undopmupyer 3aBxo3a 060 BCeX HEIOCTATKaX B OPraHU3aLMK YCJIOBHH ero
nesTeNbHOCTH (OTCYTCTBHM KAHIIEISPCKUX MPUHALIEKHOCTEH, PEMOHTE OPITeXHHKH
uwin Mebenu), CQOTBETCTBHM paboduero MecTa HOPMaM OXpaHbl TpyJa M IIOXKapHOM
fe30macHOCTH. BHOCHT CBOM MPeIOKEHHs [0 YCTPAaHCHHMIO HENOCTaTKOB, IIO
onTUMM3ALHHE padoThl AENOIPOU3BOIUTENS.

6.9. CoespemenHo unHpopmupyer 3aseayromero OV (npu OTCYTCTBUH — HHOE
JIOKHOCTHOE JIMI[0) O HECYACTHOM Cliydae, 3aBX03a — O BOSHMKHOBEHHH aBapHMHBIX
caTyauuii B paboTe cUCTeM BOJOCHAOXKeHMs, KaHalH3allMH, a TaKXKe IMpHU APYrHX
BBISIBJICHHBIX HAPYIICHUAX CAHUTAPHBIX IIPaBHII

6.10. Bo Bpemsi OTCYTCTBHsI IEIIONPOU3BOAUTENS €ro O0S3aHHOCTH BBIMOJIHSET
COTPY/IHHMK, MMEIOUHi Bce Tpebyrommecs NpoQeccHOHANbHBIE 3HAHWSA, YMEHHS H
HaBbIKHM, HAa3HAYEHHBIM MPHKA30M 3aBEIYIOIIEr0 MOIIKOJBHBIM 00pa3oBaTeIbHBIM
yupexaeHreM. JlaHHBIH COTPYAHUK NpUOOpeTaeT COOTBETCTBYIOIIWE IpaBa W HeCeT
MOJHYK OTBETCTBEHHOCTH 3a Ka4yeCTBEHHOE BBHIMOJHEHHWE BO3JIOXKEHHBIX Ha HETO
00s13aHHOCTEH.

6. 3akiounTeIbHbIC NOJIOKEHHS

7.1. O3HakoMJIeHHEe paOOTHUKA C HACTOALIEH MHCTPYKLUHEH OCYIIECTBISETCS IpU
npueMe Ha paboTy (A0 MOANMCAHUS TPYAOBOTO J0r0OBOPA).

7.2. OguH 3K3eMIUIAP JOKHOCTHOM MHCTPYKLMH HaxomuTcs y paboronaress,
BTOPO# — y COTpYIHHUKA.

7.3. ®akT o3HaKoMmiIeHHsT paOOTHHKA ¢ HACTOSLLEH MHCTPYKUUEHN IOATBEPKIaeTCs
[TOJNKCHIO B 3K3EMILISPE NODKHOCTHOW MHCTPYKILUH, XpaHsmeMcs y paboronarens, a
Tak)Ke B )KypHajle 03HaKOMJIEHHS C JODKHOCTHBIMHM HHCTPYKILIMSAMH.

Hoasicnocmuyro uHempykyuio paspaboman: / /

C 00AHCHOCMHOT UHCMPYKYUET O3HAKOMACH (G), 00UH IKIEMNAAD NOAYYUN (a)
)

« » 20 r. / /




