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1. O61mme noJsio:xkeHUst

1.1. Hacrosimias AOMXKHOCTHAsE MHCTPYKIIMSI COCTaBJIEeHA HA OCHOBE
[Ipodcrannapra: 07.002 «CrnennanmucT 1o OpraHU3aIMOHHOMY u
JIOKYMEHTAIIMOHHOMY OOECIEUEHUIO YIPABJICHUS OpPTraHU3aluei», YTBEPKICHHOTO
npukazoM MUHHCTEPCTBA Tpyda U COLMANbHOW 3amuThl Poccuiickon denepaunu
Ne276n or 6 mas 2015r1; ¢ yuerom DenepanbHoro 3akoHa Ne2/73-d3 ot
01.12.2012r «O6 ob6pazoBanuu B Poccuiickoit ®enepanuu»; CII 2.4.3648-20
«CaHUTApHO-AMIUIEMHUOJIOTUYECKUE TPEeOOBaHMUSI K OpraHU3alUsSM BOCIHUTAHUS U
o0ydeHus, OTAbIXa M O3J0POBJICHUS JCTEH U MOJOJEKU»; corjacHo TpyaoBomy
Konmekcy  Poccuiickoii  ®enepanmii ¥ HWHBIM  HOPMATUBHBIMU  aKTaMH,
perIaMEHTUPYIOUTUM TPYAOBBIE OTHOIIECHUS MEXAY PAOOTHHUKOM U pabOTOaTeIeM.

1.2. Hacrosimiass MHCTPYKIMSI yCTaHABIUBAaeT (PYHKIIMOHAJIBbHBIC OOSI3aHHOCTH,
npaBa M OTBETCTBEHHOCTh COTPYAHUKA, 3aHMMAIOIIETO B 00IE00pa30oBaTeIbHOM
OpraHU3aIiy JOJDKHOCTh JIEJIONPOU3BOIUTEIS.

1.3. Ha A0)KHOCTB JEI0MPOU3BOAUTENS MOKET HA3HAYATHCS JIUIIO:

s uMerollee  cpeaHee  mpodeccMoHanpHOE — 00pa3oBaHME, — MPOIIEIIee
porpaMMBbl TTOATOTOBKH KBATU(UIIMPOBAHHBIX pa00UMX, CIYKaIIUX;

* COOTBETCTBYIOIIIEE TpeOOBaHUSAM, KacarouuMcs MIPOXO0XKICHUS
HpeABapUTEILHOrO (IPU MOCTYIUICHUH Ha pa0boOTy) U MEPUOANICCKUX MEIMIIMHCKUX
OCMOTpPOB,  BHEOUEPEOHBIX  MEAUIMHCKUX  OCMOTPOB IO  HaIpPaBICHUIO
paboroaarens, 005S3aTeNbHOTO MCUXUATPUYECKOTO OCBUIECTEIILCTBOBAHUS (HE pexe
1 paza B 5 7ert), nmpodeccroHaIbHOW TUTHMEHUYECKOW TOJTOTOBKM M aTTECTAI[UU
(mpu mpueme Ha paboTy W Aanee He pexe 1 pa3za B 2 roja), BaKIMHAIIUK, a TaKKe
UMEIOIIEE JIMYHYI0 MEIUUUHCKYI0 KHUXKKY C pe3yJbTaTaMd MEIULMHCKHUX
oOcneoBaHW M Ja0OPATOPHBIX HCCJIEIOBAHMN, CBEICHUSIMH O MPUBUBKAX,
NIEPEHECEHHBIX NH(MEKIIMOHHBIX 3a00JI€BaHUAX, O MMPOXOKICHUH MPOodeCCHOHATHHON
TUTUEHUYECKON MOATOTOBKHU U aTTECTAlMU C JIOIMYCKOM K paboTe;

* HE UMEIOIee OTPAaHWYCHUI Ha 3aHATHE TPYIOBOHM JCSATEIBHOCTBIO B cdepe
oOpa3oBaHus, M3NOKEHHBIX B cTathe 351.1 «OrpannyeHus Ha 3aHATHE TPYAOBOMU
NEeATENbHOCTHIO B chepe o0OpazoBaHu, BOCITUTAHMUS, pa3BUTHUS
HECOBEPIIECHHOJIETHUX, OpPTraHU3allid MX OTAbIXa U O3J0POBJIEHUS, MEAUIMHCKOTO
oOecrieueHus, COIMAIBHON 3allUTHl W COIMAIBHOTO OOCTYyXXKHBaHUs, B cdepe
JNETCKO-IOHOIIIECKOTO  CIOpTa,  KYJAbTYpbl W  HCKycCTBA C  y4acTHEM
HECOBEPIIIEHHOJIETHUX» TpynoBoro kojaekca Poccuiickon deneparum.

1.4. [denompou3BoAMWTENs] Ha3HAYaeT M OCBOOOXKIAET OT 3aHUMaeMOU
JOJDKHOCTH  TUPEKTOp  00mieoOpa3oBaTeIbHOW  OpraHU3allid B MOPSJIKE,
ycTaHOBI€eHHOM TpynoBeiM koaekcoMm Pocculickoii ®enepauuu W TPyAOBBIM
JIOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.



1.5. Jlemonpou3BOIUTENh OTHOCHTCS K KATETOPUN TEXHUUYCCKUX MUCIIOTHUTEIIEH
M HaXOAUTCA B MPSIMOM TMOJYMHEHUU Yy AUPEKTOpa 00111e00pa30BaTeIbHOTO
YUPEXKICHUS.

1.6. [denompow3BOAWTENb B IIKOJE TPHU BBIMOJHCHUH JIOJDKHOCTHBIX

00s13aHHOCTEN PYKOBOJICTBYETCH .

» Koncturynueit Poccuiickont @enepanuu;

* [Ipuxazom MunucrepctBa npocseuieHuss PO ot 22 mapra 2021 r. Ne 115 «O6
yTBepxkaeHun llopsimka opraHuzanid M OCYIIECTBICHHS 00pa3oBaTelbHOU
NEATeIbHOCTH [0  OCHOBHBIM  00IIe00pa3oBaTebHBIM  IMporpaMmaMm -
o0pa3oBaTeIbHBIM TpOrpaMMaM HadaJlbHOTO OOIIEero, OCHOBHOTO OOIIero u
CpeaHero o0IIero o0Opa3oBaHUs Y,

» OenepaibHBIM TOCYJAPCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTaMH OOIIETO
oOpa3zoBaHusi;

*CII 2.4.3648-20 «CaHuUTapHO-dMUIEMUOJIOTUYECKHUE  TpeOOBaHUS K
OpraHu3aIysM BOCHHUTAHUS ¥ OOYyYECHHsS, OTAbIXa M O3JOPOBICHUS JETEH W
MOJIOJICHKI»;

* aIMUHUCTPATUBHBIM, TPYJOBBIM M XO3SHCTBEHHBIM 3aKOHOJATEIHCTBOM
Poccuiickoit @enepannu;

* IOCTAHOBJICHUSAMHU, PACIIOPSKEHUAMU, MPUKA3aMU U UHBIMH PYKOBOJSIIIUMHU
Y HOPMAaTUBHBIMH JIOKYMEHTaMH, OTHOCSIIIUMHUCS K BEJACHUIO J1€IONPOU3BOICTBA;

* cTaHJapTaMu YHUPUITUPOBAHHOU CUCTEMBI OpraHM3alMOHHO-
pacrnopsauTEIbHON JOKYMEHTAIINH;

* ipaBuiaMu opdorpaduu U MyHKTYaIHH;

* IpaBWJIaMH pa0OTHI HA KOMIIBIOTEPE U MHOUM OPTTEXHUKE;

* IpaBUJIaMH U HOpPMaMU OXpaHbl TpPyAa, MPOU3BOACTBEHHOW CAHUTAPUHU U
MOKapHOM 0€30MaCHOCTH;

* YcraoM u IIpaBunamMu BHYTPEHHEro TPYJOBOIO pacrnopsiaka, APYTUMH
JIOKaJTBHO-TIPABOBBIMHU aKTaMU 00111€00pa30BaTEIbHOTO YUPEKIACHUS;

* IAaHHOU JTOJDKHOCTHOM MHCTPYKIIMEH U TPYAOBBIM JIOTOBOPOM (KOHTPAKTOM);

» KonBeHmueii o mpaBax pedeHKa.

1.7. Jlenonpou3BOAUTENb IIKOJIbI 0053aH 3HATH CIEYIOIIEe:

* ['ocynapcrBennbiii crangapt Poccuiickor denepanun «Jleaonpon3BoACTBO U
APXUBHOE JIEJIO;

* HOpMATUBHBIC MPABOBBIC AKTHI U HOPMATUBHO-METOJUYECKHE JOKYMEHTHI,
MOJIOKCHUSA, WHCTPYKIMA W HWHBIE MATEpUAbl M JIOKYMEHTHI 110 BEJICHUIO
JIeJIONPOU3BOACTBA B IIKOJIE;

* COBpeMeHHbIe HH()OPMAITMOHHBIC TEXHOJIOTUH PabOTHI C TOKYMEHTAMHU;

* IOPSIZIOK pabOTHI C IOKYMEHTAMU,;

* CXEMBI IOKYMEHTO000pOTA;



* IpaBujia pabOTHI ¢ BXOISAIINMHE, UCXOASIIUMA U BHYTPEHHUMH IOKYMEHTaMU

* IpaBujia OpraHu3aluud U (OPMBI KOHTPOJS WCIONHEHUS JOKYMEHTOB B
0011e00pa30BaTETLHOM YUPEXKICHUU;

* TUTIOBBIE CPOKH MCTIOIHEHUS JOKYMEHTOB,

* IPUHITUIIBI PabOTHI CO CPOKOBOM KapTOTEKOM;

* HA3HAYCHUE U TEXHOJOTHUS TEKYIIEro U MPeaypeIuTEIHbHOTO KOHTPOJIS,

* IpaBUJIa COCTABJIICHHS aHAIMTUYECKUX CIIPABOK MO OpPTaHH3AIMH PadOTHI C
JOKYMEHTaMH M KOHTPOJIO UCTIOJTHEHHSI IOKyMEHTOB,;

* IpaBUJIa JOKYMEHTAI[HOHHOTO o0ecrieueHus JeSITEIbHOCTH
0011e00pa30BaTENBLHOTO YUPEXKICHHUS;

* BUJIBI JIOKYMEHTOB, UX Ha3HAYCHHE;

* TpeOOBaHUs, TPEABABISEMbIE K JOKYMEHTAaM B  COOTBETCTBUH C
HOpPMaTHBHBIMU aKTaMH M TOCYJJapCTBEHHBIMH CTaHIApTaMHU,

*TpaBUa COCTaBlieHUS © odopmieHUs HHDOPMAIMOHHO-CIIPABOYHBIX,
OpPTaHM3AIMOHHBIX, YIIPABIEHYECKUX TOKYMEHTOB,

*TIpaBUJIa CO3JaHUSl W BeJCHHWsS 0a3 JaHHBIX CIY)XEOHBIX JIOKYMEHTOB B
00pa3oBaTeIbHON OpraHHU3AIIH;

* CICTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTa,;

* IpaBUJIa ¥ CPOKH OTIPABKHU HCXOISANIUX JTOKYMEHTOB,;

* TpeOOBaHUsI OXpaHbl TPYAA U MOKApHOH O€301MacHOCTH Ha pabodeM MecTe,

* METOJMYECKHE PEKOMEHAAIMH TI0 BBIMIOJIHEHUIO Pa0OTHI C JOKyMEHTAaMHU B
00111e00pa30BaTENBHBIX YIPEKICHUSAX;

* TIOPSI0K KOHTPOJISI IIPOXOKICHUS CITY>)KEOHOM TOKYMEHTAIIUU ¥ MaTePHAJIOB;

* CTPYKTYpY 00111e00pa30BaTeIbHOTO YIPEKACHHUS H COCTAB COTPYTHUKOB;

* BUJIBI HOMEHKIIATyp, oOIIuMe TpeOOBaHMS K HOMEHKIAType, METOJHMKa ¢
COCTaBJICHUS U 0(DOPMIICHNS,

* IOpsAOK (QopMupoBaHuss u odopmieHUs nen, crenuduka GopMupoBaHHS
OTJEJIbHBIX KaTeropHil e,

*IpaBUja XpaHEHUS JeJ, B TOM YHCJIE C JOKYMEHTaAMH OTIPaHUYEHHOTO
JOCTYTa;

* IpaBUJjia BbIJAYM U UCTIOIB30BAaHUS JOKYMEHTOB U3 C(POPMHUPOBAHHBIX JIET,

* KPUTEPHUH pa3zesieHus] TOKyMEHTOB Ha IPYIIIbl B COOTBETCTBUHU C IIEHHOCTHIO
uHbOpMaIuy, coAepKallencs B HUX;

* IOPSI0OK CO3JaHUsI, OPTaHMU3AlNN U JOKYMEHTHPOBAHUS pabOThI SKCIEPTHOI
KOMUCCHH;

* IpaBUjla COCTaBJICHUS W YTBEPXKICHHUS TPOTOKOJIA pPabOThl IKCMEPTHOMN
KOMUCCHH;

* IpaBUjia COCTaBJICHHUS M YTBEP)KICHHUS aKTa O BBIICICHUU TOKYMEHTOB, HE
MOJIJISKAIINX XPaHEHHIO;



* IpaBWJIa TEXHUYECKOW 00paOOTKH U MOJHOr0 0(OPMIIEHUS 11 MOCTOSHHOIO
Y BPEMEHHOT'O CPOKOB XPaHEHU,;

* [IpaBUJIa COCTABJICHUS OINMCH J€J1 TOCTOSHHOTO W BPEMEHHOIO CPOKOB
XpaHEHUsI B COOTBETCTBUM C JEHUCTBYIOIIMMH HOPMAaTHBHO-METOJANYECKUMHU
JNOKYMEHTaMHU;

* IpaBWJIa Nepeaayvu el B apXuB 00111e00pa30BaTeNIbHOTO YUPEKICHUS;

* IpaBWJIa HCIMONb30BaHUA TenedoHa, (akca, KCepokca, NMPUHTEPA, CKaHEPA,
KOMIIBIOTEPA;

* IpaBWiia padOThl C TEKCTOBBIMU PEAAKTOPAMH U AJIEKTPOHHBIMHU TaOJIMLIaMHU,
0a30i1 TaHHBIX, FJEKTPOHHON NOUTOM, HHTEPHET Opay3epamu;

* TEXHOJIOTHIO CO3[aHusl, OOpabOTKH, mMepefaud M XpaHEHHUs Pa3IUYHBIX
JNOKYMEHTOB;

* IpaBWJIa JEJIOBOM MEpPENuCKH, COCTaBICHUS M Habopa AENOBBIX IHCEM C
NpPUMEHEHHEM THIOBBIX 00Pa3IIoB;

* ICJIONPOU3BOJICTBO U €TI0 BEICHUE;

* TpeOOBaHUSI 1O  COXPAHHOCTH  CIy)KeOHOM  MHpOpMaluM,  3aIUTe
NEPCOHANIBHBIX TaHHBIX;

* OCHOBBI 3TUKHU U 3CTETUKHU;

* IpaBUJIa JIEJI0BOT'O OOIIECHHUS;

* IOPSJIOK OKa3aHMsI MepBOM JOBpaueOHOM MTOMOIIIH;

* IOPSIAOK JCWCTBHM MPU MOXApPEe WIM HWHOW YPE3BBIYAMHOW CHUTYallWH,
ABaKyaluu.

1.8. [lenonpou3BOAUTENb IITKOIbI JOJIKEH YMETh:

* paboTaTh CO BCEM COBOKYITHOCTHIO HH(POPMAIMOHHO-IOKYMEHTAIIMOHHBIX
pecypcoB 0011e00pa30BaTeIbHOTO YUPEKICHNUS

* I0JIb30BAThCS CIIPABOYHO-TIPABOBBIMU CUCTEMAMH;

* IOJIb30BAThCSl  ABTOMATU3MPOBAHHBIMU CHUCTEMaMU YYeTa, PErUCTpaIllu,
KOHTPOJST ¥  HH(DOPMAIMOHHO-CIIPABOYHBIMU ~ CHUCTEMaMu Tpu  paboTe ¢
JOKYMEHTAMH IIIKOJIBI;

* IPUMEHSTH COBPEMEHHBIE nH(OPMAITMOHHO -KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUU i1 pabOThl C JOKYMEHTaMH, B TOM YHWCJE JIJISi €€ ONTHUMH3AIUU |
MOBBIIEHUS () PEKTUBHOCTH;

* OpraHu30BbIBaTH  PabOTy MO y4YeTy, XpaHCHHI0 H T[epeaade B
COOTBETCTBYIOIIIEE  CTPYKTYpHOE  TOJpa3feieHhe  JOKYMEHTOB  TEKYIIETO
JIEIOTIPOU3BO/ICTBA;

* UICTIOJIB30BaTh ~ HOMEHKJIATYPY  Je  TpH  HW3yYeHUH  CTPYKTYPHI
00111e00pa30BaTENILHOTO YUPEKACHUS, COCTABICHUU OMUCEN JE;

* OpraHu30BBIBATh paboTy 10 (GOPMHUPOBAHUIO JIeT B COOTBETCTBUU C
YTBEPKACHHOW HOMEHKIIATYPOU JIE€JT IIKOJIBI;



* IPaBWJIBHO M CBOCBPEMEHHO (POPMHUPOBATH JTOKYMEHTHI B JieJla C YIETOM UX
cnenupuKy;

* CUCTEMaTU3HUPOBATh JOKYMCHTHI BHYTPH JIeTIa;

* o0ecreuynBaTh COXPAaHHOCTh M 3AIIUTY JOKYMEHTOB 0OO0IICO0pa30BaTEIHHOTO
YUPESKICHHUS;

* I0JIb30BAThCS TMEPEYHSIMHU JIOKYMEHTOB M aHaJU3UpOBaTh (pakTHUIECKOE
collepKaHNEe WMMEIONIUXCS B JIeNIe JOKYMEHTOB IPU OMPEICICHHUH CPOKOB HX
XpaHCHHSI,

* 0pOopMIIATH OOJIOKKHU JCN MOCTOSSHHOTO M BPEMEHHOTO CPOKOB XpaHCHUS B
COOTBETCTBHH C TPEOOBAHHMSIMU TOCYAAPCTBEHHBIX CTAaHIAPTOB,;

* IPOU3BOJIUTH CTPYKTYPHYIO CUCTEMATU3AIIHIO JICTT;

* OCYIIECTBIISITh TEXHUUECKYI0 OOpa0OTKYy U TOJIHOE OQOpMIICHHE e
MIOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XPaHCHUS;

* COCTaBJIATh ONHUCH JIEJT IOCTOSSHHOTO M BPEMEHHOI'O CPOKOB XpaHCHHUS B
COOTBETCTBHH C JICHCTBYIONUMH HOPMAaTHBHO-METOUICCKUMH JOKYMEHTaMHU.

1.9. CoTpyaHMK JTOJDKEH 03HAKOMHUTBCS C JJAHHOW JTOJDKHOCTHOW MHCTPYKIIHCH,
UHCTPYKIIMECH IO OXpaHe TpyJa JUIs JCIONPOU3BOJIUTENSA, 3HATh W COOJIIOIATH
YCTaHOBJICHHBIE MpaBUiia U TPeOOBAaHMS OXPaHbI TPY/AA U MOKAPHOU 0€30MaCHOCTH,
NpaBWia TUYHOW TUTHEHBI U TUTUEHBI TpyAa B 0011e00pa3oBaTeIbHOM OpraHu3aIuu.

1.10. denompou3BoaUTENh [OJDKEH NPOUTH OO0yuYeHHEe M HMETh HaBbIKU
OKa3aHMsI TEpPBOM TMOMOIIM TMOCTPAJaBIIUM, 3HATh TMOPSAOK JACHCTBUH TIpH
BO3HMKHOBEHUM TMOXapa WM HMHOW YPE3BBIYAMHONW CHUTyallMd M SBaKyallMd B
0011e00pa3oBaTeIbHOM OpraHU3aIiy.

2. TpynoBbie GpyHKIUN
K OCHOBHBEIM YHKIHSM JISTONPOU3BOIUTEIISI OTHOCSATCSL:

2.1. JlokyMeHTaIMoHHOE obOecTeueHUe JEeATEILHOCTH 00Ie00pa30BaTEILHOTO
YUPEIKICHHUS:

2.1.1. Opranmzaiust paboOThI ¢ JOKYMEHTAMH.

2.1.2. Opranusanus TeKyIero XxpaHeHus JOKYMEHTOB.

2.1.3. Opranusanus 00paOOTKH AeJ ISl TOCIESAYIONIEr0 XpaHEeHHUS .

3. JloJsKHOCTHBIE 00513aHHOCTH
Jenonpouzsooumens 8 wikoe ocyuwjecmaisen blnoJIHeHUue 00a3aHHOCmel.
3.1. B pamkax TpynoBo#t hYHKIIMU OpraHU3alid PaOOThI ¢ IOKYMECHTAMU

* IpUEM U NepBUYHAST 00pabOTKa BXOJAIIUX JOKYMEHTOB;

* IPEJIBAPUTEIBHOE  PACCMOTPEHHME M  COPTUPOBKAa  JOKYMEHTOB  Ha
PETUCTPUPYEMBIE U HE PETUCTPUPYEMBIE;

* [IOArOTOBKA BXOASAIINUX JOKYMEHTOB ISl PACCMOTPEHUS TUPEKTOPOM IIKOJIBI;



* perucTparys BXOASIINX TOKyMEHTOB,;

* OpTaHU3alNA JOCTAaBKU TOKYMEHTOB UCIOTHUTEISM;

* BeJiIeHUE 0a3bl JaHHBIX JOKYMEHTOB 0011€00pa30BaTEIbHOIO YUPEKIACHNUS;

* BeJiIeHUuE NH(POPMALIMOHHO-CIIPABOYHOMN pabOThI;

* 00paboTKa 1 OTIPABKA UCXOJAIIUX TOKYMEHTOB;

e OpraHu3anus paboThl MO PETUCTpAIMH, Y4YEeTy, XpaHCHHWIO H Iepenaye B
COOTBETCTBYIOIIIME  CTPYKTYpHBIE  TMOApA3NEICHHUs  JOKYMEHTOB  TEKYILIETro
JeTOTIPOU3BO/ICTBA;

* KOHTPOJIb UCTIOTHEHHSI IOKYMEHTOB B 001I1e00pa30BaTeIbHOM YUPEIKICHHUH.

3.2. B pamkax TpymoBoW (YHKIIMKW OpraHW3aIlMy TEKYIIEro XPaHCHUS

JOKYMCHTOB!.

* pa3paboTKa HOMEHKJIATYPHI JIeJl 0011e00pa30BaTeILHOTO YUPCKICHHUS,

* IpOBEpKa MPaBUILHOCTH O(OPMIICHHS JOKYMEHTOB M OTMETKH 00 WHX
UCIIOJTHEHUH TIepe] uX (POPMHPOBAHUEM B JICJIO JIJIS TIOCIICYIOIIETO XPAHCHHUS;

* (hOpMyYITUPOBAHKE 3aTr0JIOBKOB JICJI U ONPEJICIICHUE CPOKOB UX XPAHCHHS,

* hopmMupoBaHUe JE;

* KOHTPOJIb TPABHWIBHOTO M CBOCBPEMEHHOTO PACIPEICICHHUS W TOJIIUBKH
JIOKYMEHTOB B JIeJa.

3.3. B pamkax TpynoBo#l GYHKIHMH OpraHu3aiuyi _oO0paOOTKH Aeha i

IMOCJICAYIOIETO XPAaHCHU .

* IPOBEpPKAa CPOKOB XPAaHEHMs JOKYMEHTOB, COCTABIIEHHE MPOTOKOJIa pabOThI
HKCIIEPTHON KOMHUCCHUU MO TOJITOTOBKE IOKYMEHTOB K XPaHEHUIO, aKTa O BBIJCICHUH
K YHUYTOKEHHUIO TJOKYMEHTOB, HE MOICKAITUX XPAHCHHUIO,

* COCTaBIICHHE BHYTPEHHEHN OMUCH JIe IJIsi 0CO00 IIEHHBIX TOKYMEHTOB IIKOJIbI;

* opopMIICHHUE /€I TOCTOSHHOTO, JOJTOBPEMEHHOT'O CPOKOB XpaHEHUS;

* opopMmiieHHE OOJIOKKH JIe TOCTOSHHOTO, JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHUS;

* COCTaBJICHUE OIKCH JI€J1 TIOCTOSIHHOTO, IOJTOBPEMEHHOTO CPOKOB XPAHEHUS;

* TIepeiava Jiell B apXuB 00I1e00pa30BaTEIILHOTO YUPEKICHUS.

3.4. OpranuzoBbIBaeT BHEJPEHUE, BEJICHUE (B TOM qyucle
aBTOMAaTU3MPOBAHHOE) M Pa3BUTUE CUCTEM JOKYMEHTALIMH, BKJIIOYas 3JIEKTPOHHBIE
JIOKYMEHTHI.

3.5. Bwmecte ¢ aaMUHUCTpanMed IIKOJIBI TOJATOTABIUBAET OTYETHBIC
JOKYMEHTBI [l BBIIIECTOSIIIMX OpPraHu3aluil, TOTOBUT CIYyKEOHbIE MUCHMA,
CIIpaBKH.

3.6. Benmer mpuem noctynaromiei Ha UMs TUPEKTOPA MIKOIBI KOPPECTIOHICHITT
(37ICKTPOHHOW TOYTHI), PETUCTPUPYET €€ U BBIMOJHACT CHCTEMATH3AIMIO COTJIACHO
MPUHATOMY B  00I1e00pa30oBaTeIbHOM  YUPEXKICHUH TOPSAJKY, IIOCie €€



pPacCMOTPEHHUsI UPEKTOPOM TepeAaeT MO HAa3HAYCHHWIO MCTIOTHHUTENSAM IS
MPUMEHEHUS B X0/ UX NIEATCILHOCTH WIIA IMOATOTOBKU OTBETA.

3.7. Bemer TOCTOSHHBIA y4Y€T, KApTOTEKYy MPOXOXKICHUS JOKYMEHTOB,
KOHTPOJUPYET WX  HWCIOJHEHHWE,  BBIAACT  TpeOyeMble  COpaBKH  TIO
3aperuCTPUPOBAHHBIM IOKYMEHTAM.

3.8. BemonHsAeT OTHpaBKy UCTIOTHEHHON KOPPECTIOHACHIIMM aJpecaTaM, BEJCT
yU4eT MOJyd4aeMOl B OTIPABISIEMONW KOPPECIIOHACHITNN, CUCTEMATU3UPYET U XPAaHHUT
JOKYMEHTBI TEKYIIIETO apXUBa.

3.9. 3anumaercs oQOpMIEHHEM TPYIOBBIX JOTOBOPOB M JIMYHBIX eI,
yCTpamBaIOMIMXCsl HAa pabOTy COTPYTHUKOB, 0OpadaTeiBaeT U opopMIIsIeT miepeaady
JUYHBIX JIeJT COTPYTHUKOB B apXUB.

3.10. ®opmupyeT TUYHBIC JIeJla YICHUKOB, 00yJaroIuXCs B IIKOJIE.

3.11. OcymiecTBasieT y4eT 00y4aromuxcs JIbrOTHBIX KaTErOpUil.

3.12. Bener kHUTH MPUKA30B, MeYaTaeT MPHUKA3bl IO OCHOBHOW JCATEIBHOCTH,
WHBIC TTPUKA3bl. 3HAKOMHUT COTPYIHUKOB IIKOJIBI C IPUKA3aMH IO MOAMKCH B JICHD
WX WU3JIaHHMS.

3.13. CornacHo pacnopsiKEHUSIM JUPEKTOpa IIKOJBI MeyaTaeT u ohopmiIsIeT
TpeOyeMyI0 JTOKYMEHTALIMIO JIJIsl BEJCHUSI Y4eOHO-BOCIIUTATEILHOMN NEATeIbHOCTH B
IIKOJIE, BBITIOJIHEHUS TOJIOBOTO TUIaHA.

3.14. Bemonnger paboTy MO CO3[aHUIO CIPaBOYHOIO ammapara Io
JOKYMEHTaM, 00ecriedYBaeT yI0OHBIA U OBICTPBIA UX TTOUCK.

3.15. 3anumaercsi cOOpOM HEOOXOIUMBIX MaTepUasoB IJisi TOATOTOBKH
COBEIIAaHUA PAOOTHUKOB IIKOJBI, OMOBEIIEHHEM YYaCTHHKOB O BPEMEHM, MECTE,
MOBECTKE JHSI COBEIIAHMS i UX PETUCTPALIUECH.

3.16. SBnsieTcst cexperapeM aAMUHUCTPATUBHOTO COBEIIAHUS MPH TUPEKTOpPE
00111e00pa30BaTEIbLHOTO YUPEKICHUS.

3.17. B rpanunax cBoeli KOMIIETCHIIMH YYaCTBYET B COCTABICHUU MPOTPAMMBI
pa3BHUTHs  JICIONPOU3BOJCTBA  OOIIEOOPA30BATENHBHOTO  YUPEKIACHUSI, BHOCHUT
NPEeMJIOKEHUsT  TI0  BOMPOCaM  YCOBEPIIEHCTBOBAHUS  JICIONPOM3BOJICTBA
0011e00pa30BaTEIHLHOTO YUPEIKICHUS.

3.18. OOGecreunBaeT 3amUTy IpaB M CBOOOA JaeTeH, poauTened (3aKOHHBIX
npeAcTaBUTelNei) npu 00padoTke NepCcoOHANbHBIX AaHHBIX (nanee — [1]1).

3.19. Ilpu wuCHOJNB30BaHUM DJIEKTPOHHOTO OOOPYIOBAaHUS, B TOM YHCIIE
KJIABUATYpPhl W MBIIIHA, E€XETHEBHO [E3MHPUIMPYET HX B COOTBETCTBHUHU C
PEKOMEHJAIUSAMU TMPOU3BOAUTENST JIMOO C WCIOJB30BAaHUEM pPACTBOPOB WJIU
candeTok Ha cnupToBoil ocHOBe (He MeHee 70% criupTa).

3.20. Jlenompou3BOAMTENb B IIIKOJE CTPOrO COOJIFOAACT CBOIO JOJDKHOCTHYIO
WHCTPYKITUIO, TTPOXOIUT MEPHUOTNICCKUE METUIIMHCKIE OCMOTPBHI.



3.21. Crtporo cobOmronaer KOHGUICHIMATBLHOCTh MEPCOHATBHBIX JaHHBIX H
TpeboBaHus 1o 3ammure u O6esomacHoctu [1/] mpu ux oO6paboTke, HEJOMYIIEHUE UX
pacmnpoctpaHenus 6e3 coriacust cyowbekta [1Jl mnm Hamu4ust APyroro 3aKOHHOTO
OCHOBaHMSI.

4. TlpaBa
Jle1onpou3BOAUTENb MIKOIbI UMEET MOJIHOE IPABO:

4.1. IlpuarMaTh y4acTue B YIPABJICHUHU 00111€00pa30BaTEIbHBIM YUPEKICHUEM
B MOPSIKE, YCTAHOBJIEHHOM Y CTaBOM.

4.2. Ha pabodee MecTo, KOTOPOE COOTBETCTBYET BCEM TpPEOOBAHUSAM OXpaHbI
TpyJa U TOKapHOI 0€30MacCHOCTH.

4.3. Ha 3amuty cBoeit mpodeccroHanbHON Ye€CTU U IOCTOMHCTBA.

4.4, Ha mnepenauy JOKYMEHTOB JJIsl WCIOJHEHHS W Ha TpeOOBaHUE OT
UCTIOTHUTENIE  TPaMOTHOTO W MpaBWIbHOTO  OhOpMIICHUST  TpeOyeMbIX
JIOKYMEHTAJIbHBIX MaTEPUAJIOB.

4.5. Ha 3anpamnmBadue OT aJIMUHUCTPAILIMH IIKOJIbI, MOJYyYCHUE U TPUMEHEHUE
WH(OOPMAIIMOHHBIX ~MaTepUajoB, HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB,
HEOOXOUMBIX JIJIS1 BBITIOJTHEHUSI CBOMX JIOJKHOCTHBIX 00s13aHHOCTEH.

4.6. 3HAKOMUTBCS CO BCEMH HMMEIOIIMMUCS MaTepHallaMH €ro JIMYHOro Jeja,
OT3bIBAaMH O CBOed pabore, kalobaMU W UHBIMH JIOKYMEHTaMH, OTpa)KaloluuMu
OLIEHKY €T0 TPy/a, MPEAOCTaBIATh 10 HUM MOSICHEHUSI.

4.7. Ha MopanbHOE W MaTepHalbHOE IMOOIIPEHHE, Ha CBOEBPEMEHHYIO U B
MIOJIJHOM 0O0BEME BHITIIATY 3apa0OTHOM IIIAThl, a TAaK)KE Ha 3aIIUTy COOCTBEHHBIX
MHTEPECOB U HHTEPECOB COTPYTHUKOB IIIKOJIBI.

4.8. OTka3zaThCsl OT BBIMIOJHEHHS paOOT MPU BOSHUKHOBEHUU YTPO3bI KU3HU U
3I0POBBIO BCJIEACTBUE HApYIIECHUS TpeOOBaHUI 110 OXpaHe TPy/a.

4.9. [ocTOsSIHHO TOBBIIATH CBOIO MPOPECCUOHABHYIO KBaTU(DUKAIIHIO.

4.10. Ha 3amuty cBOMX MPOQECCHOHATBHBIX HHTEPECOB CAMOCTOSATEIHHO U
(w1 4epe3 3aKOHHOTO TMPEICTAaBUTENs, B TOM 4YHUCJIE aJIBOKaTa), B clly4yae
JTUCITUTUTMHAPHOTO WJIH CITY>KeOHOT'O PacCiieIOBaHMs, CBI3aHHOTO C HECOOIII0ICHHEM
HOpM TpodecCHOHaNbHON d3TUKU. Ha HepasrnameHue IUCHUTLTHHAPHOTO
(cityxeOHOT0) paccie1oBaHusl, UCKIII0Yasl CIydyau NpelyCMOTPEHHbBIE 3aKOHOM.

4.11. Ha Bcrymienue B mpod)COIO3bI ISl 3aIIUTHl CBOMX TPYIOBHIX MPaB,
cBOOOJT W 3aKOHHBIX WMHTEpecoB. Ha momydeHWe conuanbHBIX TapaHTHH W JIBrOT,
NPEeTyCMOTPEHHBIX 3aKOHOJATEILCTBOM Poccuiickoit Denepanum.

5. OTBEeTCTBEHHOCTH
5.1. 3a HEBBINOJHEHUE WM HAPYIIEHHWE NAaHHOM JOJLKHOCTHOM WHCTPYKLUHU
NETONPOU3BOAUTENL B IIKOJe, YcraBa W I[IpaBuin BHYTPEHHEro TpPYIOBOTO



pacnopsiika, 3aKOHHBIX PaclOpsDKEHUM AMPEKTOpa IIKOJBI U JIPYTUX JIOKaJbHO-
HOPMATHUBHBIX aKTOB, a TaKXK€ 3a IMPUHATHE PELICHUH, MOBJIEKUIMX HapyLIEHUE
y4e€0HO-BOCIIUTATEIbHBIX OTHOUIEHUH, JEJONPOU3BOIUTEIb HECET
JUCHUIUIMHAPHYIO OTBETCTBEHHOCTh B MOPSAKE, YCTAaHOBIEHHOM TpyJoBBIM
3akoHonarenscTBOM Poccuniickoit @enepanny.

5.2. 3a nmpuMeHeHue, 1axke OJTHOKPATHO, CIOCOOOB BOCIIUTAHUS, BKIIFOUAIOITUX
B ce0s (usnyeckoe U (WIKM) NCUXOJOTMYECKOE HACWIIME HaJl JIMYHOCThIO peOeHKa,
JIEJIONPOU3BOIUTENIb MOKET OCBOOOXKIATHCA OT 3aHMMAEeMOM JTOJKHOCTH COTJIACHO
TpyAOBOMY 3akoHozarenscTBy Poccuiickonn denepanny. YBOJBHEHUE 3a TAaKOU
NOCTYIOK HE MPUHUMAETCS 32 MEpY JUCUUIUIMHAPHON OTBETCTBEHHOCTH.

5.3.  Hecer AMCUMIIMHAPDHYIO  OTBETCTBEHHOCTh  3a  COXPaHHOCTH
JOKYMEHTAIINH, HAXOASIIeNcs B KaOMHEeTe JeJI0NPOU3BOIUTES.

5.4. TlpuBnekaeTcss K IUCUMIUIMHAPHOW OTBETCTBEHHOCTH 3a pasrJjallleHHue
ciykeOHOW M KOH(UIeHIMaTbHON HHPOpManuu, WHGOPMAIMU O MEPCOHATBHBIX
JAHHBIX COTPYIHUKOB M O0YYaIOIIMUXCs 00111€00pa30BaTeIbHOTO YUPEKACHHUS.

5.5. 3a HapymieHue TpaBUI TIOKAPHOW OE30MaCHOCTH, OXpaHbl TPYIa,
CAaHUTAPHO-TUTMEHUYECKUX HOPM M  MpaBWi  JEJIONPOU3BOAUTENb  MOMKET
NPUBJIEKATHCS K AJMUHHCTPATUBHON OTBETCTBEHHOCTH B TOPSJAKE U B Ciydasx,
YCTAaHOBJIEHHBIX aJIMUHUCTPATUBHBIM 3aKOHOATENbCTBOM Poccuiickoit denepanun.

5.6. 3a mo0oe BUHOBHOE MPUYMHEHHE 00I11€00pa30BaTEIbHOMY YUPEKICHUIO
WIM YYaCTHUKaM 00pa30BaTEIbHBIX OTHOLIEHUH yIiiepOa (B TOM 4KcIiieé MOPAJIbHOTO)
B CBSI3M C BBINOJHEHUEM (HEBBIIIOJIHEHUEM) CBOUX MPSAMBIX JOJIKHOCTHBIX
00S13aHHOCTEH JIETOMPON3BOAUTEND IIKOJIBI HECET MaTEPUATBHYIO OTBETCTBEHHOCTh
B NOpSJKE M B IMpeJenax, YCTAHOBJIEHHBIX TPYAOBBIM M (WJIM) Tpa)xAaHCKUM
3aKOHOAATeNILCTBOM Poccuiickon denepanuu.

6. BzaumoorHomenus. CBA3M MO J0JIKHOCTH
Jlesmonpou3BOAUTEL IIKOJIEI.

6.1. JlemompousBoauTenb  BHINOJMHSAET paboTy  corjacHo  rpaduky,
coctaBieHHOMY C yudetoM 40-yacoBoii paboueld Hemenu, W YTBEPKICHHOMY
JTUPEKTOPOM 00IIe00pa30BaATEIBLHOTO YUPEKICHHUS .

6.2. [loctosaHO OOMeHMBaeTcs WH(GOPMAIMEH MO BOMPOCAaM, OTHOCSIIUMCS K
€ro KOMIIETCHLIMM, C aJMHUHHCTpalued, OyxraiaTepued, MeaarorudecKuMu
paboTHUKAaMH © OOCTY>KMBAIOIIMM TEPCOHAIOM IIKOJIBI, C POIUTEISAMH JeTei
(JIMLIaMU UX 3aMEHSIOIINMHU).

6.3. Ilonmyuyaer oT jaupekTopa 0011€00pa30BATEIBHOTO  YUPEXKACHUS
MHpOpMALIMI0O  HOPMATUBHO-MPABOBOTO M OPraHU3AIMOHHOTO  XapakTepa,
3HAKOMUTCSI TIOJT PACIIUCKY C HEOOXOAMMBIMU JOKYMEHTAMMU.



6.4. BoBpeMsi coo0miaeT AUPEKTOPY WIKOJABI U €ro 3aMECTUTENsIM 00
nH(popMaIu, MpruKazax, paCHOPSHKEHUSX U UHOM TOKYMEHTAIMU, MOCTYIUBILEH MO
3JIEKTPOHHOM IIOYTE.

6.5. Unpopmupyetr aupektopa (pu OTCYTCTBUU — UHOE JOTKHOCTHOE JIUIIO)
0 ¢axkTe BO3HMKHOBEHHUS TPYIIMOBBIX HWH(MEKIIMOHHBIX U HEUH(EKIIMOHHBIX
3a001€eBaHMil B 00LIe00pa30BaTEIbHON OpraHU3alluu, 3aMECTUTENS AUPEKTOPA 1O
aJIMUHUCTPATUBHO-XO3IMCTBEHHON 4YacTH — 00 aBapUIHBIX CUTYyaIlusX B paboTe
CUCTEM DBJIEKTPOOCBEILEHHSI, NEPCOHAIBHOTO KOMIIBIOTEpPA M WUHOW OPITEXHHUKH,
OTOIUJICHUS U BOJIONIPOBOJIA.

6.6. Bo Bpemst oTCyTCTBHSI J€IONPOU3BOAUTENSI €r0 00SI3aHHOCTH BBIMOJIHAET
COTPYIIHUK, UMEIOUIMN Bce Tpedyromuecss npodeccruoHaabHble 3HAHUS, YMEHUS U
HABBIKM, HA3HAYCHHBIM TMPUKA30M JUPEKTOpa IIKOJbI. JIaHHBIA COTPYIHUK
npuOOpeTaeT COOTBETCTBYIOIIME MpaBa M HECET IMOJIHYI0 OTBETCTBEHHOCTh 32
KayeCTBEHHOE BBIMOJHEHUE BO3JI0)KEHHBIX Ha HETO 00S3aHHOCTEH.

7. 3akaI09YnTeIbHBIE MOJ0KEeHUS

7.1. O3HakOMJICHHE JICTIONPOU3BOJUTENSI C HACTOAIICH WHCTPYKIIUEH,
OCYIIECTBIISICTCS TIPU TIpUEMe Ha paboTy (110 MOAMKMCAHUS TPYIAOBOTO JOTOBOPA).

7.2. OauH 3K3eMIUIIp JOJDKHOCTHON MHCTPYKIIMM HAXOIUTCS y paboTomaTens,
BTOPOM — y COTpYAHHUKA.

7.3. ®akT 03HAKOMJICHHUS JCIOMPOUZBOMUTENSI C HACTOAIMIEH TOJKHOCTHOMU
WHCTPYKIIUEH  TMOJATBEP)KIAeTCS  TOJMKHCHI0O B DK3EMIUISApE  JOJDKHOCTHOM
WHCTPYKIIUM, XpaHAIIEMcs y padoTojaress, a TakKe B JKypHAJIE O3HAKOMJICHUS C
JOJDKHOCTHBIMHA MHCTPYKITUSIMH.

Hondicnocmuyto uncmpykyuto pazpabomai: / /

C 00191CHOCMHOU UHCMPYKYUEl 03HAKOMACH (@), 00UH IK3eMNIAP NOLYYUL (a)

« » 202 r. / /
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