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JIOJIZKHOCTHASI HHCTPYKUMSA A€JI0NPOU3BOAUTEIS
MAQOY COHLI Ne 20

1. O0uue moJ10:keHUA
1.1. Hacrosimass AOKHOCTHAsT MHCTPYKIMS cocTaBieHa Ha ocHoBe IIpodcranmapra: 07.002
«CrnenuanucT 1O OpraHu3allMOHHOMY M JOKYMEHTAallMOHHOMY OOECIIEUEHHUIO YIIPaBICHUS
OpraHuzaiueil», yTBEpKIECHHOrO0 MpHKa3oM MUHUCTEpCTBA TpPyAa U COIUAIBHON 3alllUThI
Poccuiickoit @enepanuu Ne 2761 ot 6 mast 2015 r; ¢ yuerom Denepanibroro 3akoHa Ne273-d3 ot
01.12.2012r «O6 obpaszoBanuu B Poccuiickoit deneparun» B penakiuu ot 2 urosst 2021 rona; CIT
2.4.3648-20 «CaHUTapHO-IMHIEMHOIOTUYECKHE TPEOOBAHUS K OPraHW3alMsM BOCIHTAHHS H
oOyueHusi, OTAbIXa M O3JOPOBIIEHUS JeTell U MoJoAexu»; cormacHo TpynoBomy Kopekcy
Poccuiickoit ®enepanuu M MHBIM HOPMATHBHBIMU AaKTaMH, PEIVIAMEHTUPYIOIIUM TPYIOBBIE
OTHOIICHUS MEXAy paOOTHUKOM U pabOTOAaTEIIEM.
1.2. Hacrosimass WHCTPYKIMS yCTaHAaBIMBAeT (YHKIHMOHAIbHBIE OOS3aHHOCTH, IIpaBa H
OTBETCTBEHHOCTh COTPYIHHKA, 3aHUMAIOIIETr0 B 0011e00pa3oBaTeIbHON OpraHu3aluu JOHKHOCTh
JEJIONPOU3BOUTEIS.
1.3. Ha 10/KHOCTD JIe0NPOU3BOIUTENIS MOXKET Ha3HAYATHCS JIUIO:

* uMeInee cpegHee NpodeccHOHaTbHOE  00pa3oBaHWE, MPOIIEANIEe  MPOrPaMMBbI
MOATOTOBKH KBATU(PUIIMPOBAHHBIX PAOOUMX, CITYKaIIHX;

*  COOTBETCTBYIOIEE TPEOOBAHMIM, KACAIOUIMMCS IMPOXOXICHUS NpeABapUTENILHOTO (IpU
MOCTYIUIGHUH Ha PadOTy) U MEPHUOJUYECKHUX MEAUIMHCKHX OCMOTPOB, BHEOUEPETHBIX
MEIUIIMHCKUX  OCMOTPOB [0  HampaBjJeHHI0O  paboromarens,  00s3aT€IHLHOTO
MICUXHATPUIECKOTO OCBUACTEIHCTBOBaHM (HEe pexke 1 pa3a B 5 ner), mpodeccuoHaabHOU
TUTHEHNYECKOW MOJTOTOBKM M arTecTanuu (IpH MpHeMe Ha paboTy U ganee He pexe |
paza B 2 roja), BaklMHAIMK, a TaKKe HMEIOIIee JIMYHYI0O MEAMIIMHCKYI0 KHUKKY C
pe3ysibTaTaMi MEAMIIMHCKUX 00Cie0BaHNUN U 1a00PaTOPHBIX UCCIEI0BaHUM, CBEACHUSIMHU
O TpPHUBHUBKAX, TMEPEHECEHHBIX HH(PEKIMOHHBIX 3a00JEBAaHUSAX, O MPOXOKICHUU
npodeccnoHanTbHON TMTMEHNYECKOM MOATOTOBKH U aTTECTAILIUHU C I0ITYCKOM K paboTe;

* He MMelolllee OTpaHUYeHUN Ha 3aHATHE TPYIOBOH AEATENbHOCTHIO B chepe oOpa3oBaHus,
n3okeHHBIX B cTaThe 351.1 «OrpaHudeHus: Ha 3aHATHE TPYIOBON JEATEIHLHOCTHIO B
chepe oOpa3oBaHMs, BOCHHUTAHMS, Pa3BUTHS HECOBEPIICHHOJETHHUX, OpPTaHU3alUU HUX
OTIbIXa U O3J0POBJEHUS, MEIUIMHCKOTO OOECHeYeHHUs, COLUUAIbHON 3alllUThl U
COLMAJILHOTO O0CIyXHBaHUsA, B cdepe IeTCKO-IOHOILIECKOro CIopTa, KYJIbTYpbl H
HCKYCCTBA C YYAaCTHEM HECOBEPUIEHHOJETHHX» TpyaoBoro kojaekca Poccuiickoi
denepanuu.

1.4. Jlemonmpou3BOAWTENS Ha3HAYaET W OCBOOOXKIAET OT 3aHUMAEMOW JIOJDKHOCTH JHUPEKTOP
001eo0pa3oBaTeIbHOM  OpraHM3alud B TOPSAJIKE, YCTAaHOBIEHHOM TpyIOBBIM KOJIEKCOM
Poccuiickoit @deaepanuu 1 TPyJOBBIM JOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.
1.5. [enonpou3BoauTellb OTHOCUTCS K KAaTETOPUU TEXHUYECKUX HCIIOTHUTEICH M HaXOAWUTCS B
MPSIMOM MOJYUHEHHUH Y TUPEKTOpa 00I1e00pa30BaTEIbHOIO YUPEKACHUS.
1.6. [lenmonmpousBoauTeNnb B INKOJIE TPU  BBINOJHEHUW JODKHOCTHBIX  00si3aHHOCTEH
PYKOBOJICTBYETCS:

* Koncruryuueit Poccuiickoit @enepanuu;




[TopsiakoM OpraHu3anuy ¥ OCYIIECTBICHUS 00pa30BaTeIbHOMN AEATEIbHOCTH IO OCHOBHBIM
001e00pa3oBaTebHBIM MpOTpaMMaM - 00pa3oBaTeIbHBIM IIPOrpaMMaM HadaJIbHOTO
00111er0, OCHOBHOTO OOIIEr0 U CpeaHero ooImero oopa3oBanus, yIBepkKIeHHbIM [Ipukazom
Munuctepctsa npocBenieHus: PO ot 28 asrycra 2020 r. Ne 442;

denepanbHbIM FOCYIapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIAPTaMH 00IIeT0 00pa3oBaHus;
CII 2.4.3648-20 «CaHUTapHO-3IIUIEMHUOJIOTHYECKHE TPeOOBaHUS K OpraHU3alMIM
BOCIIUTAHUS U O0YUYEHUsI, OTAbIXA M 037J0POBJICHUS ACTEH U MOJIOJCIKI;
aJIMMHHUCTPATUBHBIM, TPYJIOBBIM M XO3SIMICTBEHHBIM 3aKOHOJATENbCTBOM Poccuiickoii
®enepauuy;

MMOCTAHOBJICHHUSIMH, PACHOPSDKECHUSMHU, TPUKa3aMd W HWHBIMH  PYKOBOISIIUMU H
HOPMAaTUBHBIMH JIOKYMEHTAMHU, OTHOCSIIIIUMUCS K BEICHHUIO AEIOMPOU3BOICTBA;
CTaHJapTaMH  yYHU(UIIUPOBAHHOM  CHUCTEMbl  OPraHU3ALUOHHO-PACTIOPSIUTEIHHON
JOKYMEHTAINH;

npaBuiamMu opporpaduu U MyHKTYaIHu;

IpaBHJIaMu pabOThl HAa KOMITBIOTEPE U MHOM OPTTEXHHUKE,;

NpaBUJIaMd W HOPMaMH OXpPaHBl TpPyHa, NMPOU3BOJCTBEHHOW CAaHUTAPUU U TIOXKAPHOH
0€301I1aCHOCTH;

YcraBom u IlpaBuiiaMu BHYTPEHHEro TPYJIOBOIO pACHOPSAJKA, IPYTUMHU JIOKAJIbHO-
MIPaBOBBIMU aKTaMH 00111€00pa30BaTEIBHOTO YUPEIKICHHUS;

JaHHOM JTOJDKHOCTHOM MHCTPYKIMEH U TPYJOBBIM JOTOBOPOM (KOHTPAKTOM);

KonBenmueii o npaBax peOeHKa.

1.7. Jenonapou3BOIUTEID IIKOJBI 0053aH 3HATH CIEIVIOIIEE:

I'ocynapctBennslii cranaapt Poccuiickoit ®@enepaunu «/lenonpous3BoacTBO U apXUBHOE
TETI0»;

HOpPMAaTHBHBIE IPABOBbIE aKThl M HOPMAaTHUBHO-METOAMYECKHE JOKYMEHTHI, HOJOXKEHHUS,
WHCTPYKIIMU ¥ UHBIE MaTEPHAJIbl U IOKYMEHTHI 110 BEJICHHUIO JICIIONPOU3BO/ICTBA B MIKOJIE;
COBpPEMEHHbIE HHPOPMALIMOHHBIE TEXHOJIOTHH PabOThI C TIOKYMEHTaMH;

MOPSIIOK pabOTHI C JOKYMEHTAMHU,

CXEMBI JJOKYMEHTO000POTa,;

npaBuia paboThl ¢ BXOISIIUMHE, UCXOAAIIMMA U BHYTPEHHHUMH JOKYMEHTaMH,

IpaBUja  OpraHu3alud W (GOpPMBI  KOHTPOJIA  HCIIOJIHEHUS  JOKYMEHTOB B
0011e00pa30BaTEILHOM YUPEKICHUHY,

TUIIOBBIE CPOKU UCIIOJIHEHUS JOKYMEHTOB,

MIPUHIIMIIBI pabOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHUE U TEXHOJOTHs TEKYILIEro U NpeAyIpeauTeIbHOr0 KOHTPOJIS;

MIpaBUJIa COCTABJICHHUS aHATMTHYECKHX CIIPABOK 110 OPTraHU3aINuU pabOThI C TOKYMEHTaMU U
KOHTPOJTIO UCTIOJIHEHHSI JOKYMEHTOB,

MpaBWwja JOKYMEHTAllMOHHOTO OO€eCleYeHHsl JIeATeNbHOCTH 0011e00pa30BaTeIbHOrO
YUpEXKAECHUS,

BUJIBI IOKYMEHTOB, NX Ha3HAYCHHE;

TpeOOBaHuUs, NMPeIbsIBIIEMbIE K JOKyMEHTaM B COOTBETCTBHM C HOPMAaTHBHBIMHM aKTaMH U
rOCYJapCTBEHHBIMH CTaHIapTaMH;

IpaBUjIa COCTABICHUS U 0GOpMIIEHUS MHPOPMALMOHHO-CIIPABOYHBIX, OPraHU3AI[IOHHBIX,
YIIPaBICHYECKUX JJOKYMEHTOB;

NpaBUjIa CO3JAHMS M BeAeHUs 0a3 MaHHBIX CIYXeOHBIX JOKYMEHTOB B 00pa3oBaTeNbHOU
OpraHu3aIniy;

CHCTEMBI AJIEKTPOHHOTO IOKyMEHTO000pOTa,;

MpaBHJIa U CPOKH OTIIPABKU MUCXOSIINX TOKYMEHTOB,;

TpeOOBaHUs OXPaHBI TPYJIa U MOXKAPHOM 0€30MMacHOCTH Ha pabovyeM MecTe;

METOAMYECKHE PEKOMEHJAIMK TI0  BBIIOJHEHHIO pabOTBI €  JIOKyMEHTaMH B
00111€00pa30BaTENbHBIX YUPESKICHUSAX;

MOPSIOK KOHTPOJIS TPOXOKICHHSI CTYKEOHON JTOKYMEHTAIIMHA U MaTEPHUAJIOB;

CTPYKTYpY 00111€00pa30BaTENbHOIO YUPEXKIEHUS U COCTAaB COTPYIHUKOB;



BUJIBI HOMEHKJIATYp, oOIIue TpeOOBaHUS K HOMEHKIATYpe, METOJIUKA €€ COCTABJICHUS U
oopMIIeHNS;

nopsok  gopmupoBanust u oopmiieHus jaen, crenudpuka (GOpMUPOBAHUS OTICIBHBIX
KaTeropui ziei;

MpaBujia XpaHEHUs 1€, B TOM YHUCJIE C JOKYMEHTAMH OTPAaHUYECHHOr0 JOCTYIIA;

MIpaBWJIa BbIIaYM U UCIIOJIb30BAHUS IOKYMEHTOB M3 COPMUPOBAHHBIX JIEIT;

KPUTEPUU DPa3JCIICHUs JOKYMEHTOB Ha TIpPYINbl B COOTBETCTBUU C ILIEHHOCTHIO
uH(pOpMaLInH, CoAepKAIIEHCs B HUX;

MOPSIIOK CO3/IaHMS], OPTAHU3ALMU U JOKYMEHTHUPOBAHUS paOOThl SKCIIEPTHON KOMUCCHH;
MIpaBWJIa COCTABIICHUS M YTBEPKACHUS MPOTOKOIA pabOThI IKCIIEPTHONH KOMHUCCHH;
MpaBUja COCTABJICHUS U YTBEP)KIACHUS aKTa O BBIJCICHUU JTOKYMEHTOB, HE MOJJIEKAIINX
XPaHEHHUIO;

MpaBWjia TEXHUYECKOM 00paboTKM UM TMONHOrO OG(OpMIIEHUS Jel MOCTOSHHOTO W
BPEMEHHOI'O0 CPOKOB XpAaHEHU,;

MpaBUjia COCTABJIEHUS ONHUCH el IOCTOSSHHOTO W BPEMEHHOTO CpPOKOB XpAaHEHHs B
COOTBETCTBUU C JEUCTBYIOLIMMH HOPMaTUBHO-METOIMYECKUMU JOKYMEHTAMU;

MpaBmJIa TIepeaun Jesl B apXUB 00111e00pa30BaTeIbHOTO YUPEKACHNUS;

MpaBWJIa UCIIOJIBL30BaHus TenedoHa, pakca, Kcepokca, MPUHTEPA, CKaHEPa, KOMIIBIOTEPA;
mpaBwia paboOThl C TEKCTOBBIMH PEIAKTOpPaMH W S3JIEKTPOHHBIMH Tabimuiamu, 0a3oii
JAaHHBIX, AJIEKTPOHHON NOYTOW, MUHTEPHET Opay3epamu;

TEXHOJIOTHUIO CO3/1aHusA, 00pabOTKH, epeayll U XPaHEHUS Pa3IMYHBIX JOKYMEHTOB;
MpaBujia JEJIOBOM IMEPENUCKH, COCTABJICHHUS W HAaOOpa JENOBBIX MUCEM C NMPUMEHEHHEM
TUIIOBBIX 00PA3IIOB;

JIEJIONIPOU3BOJICTBO U €TI0 BEICHUE;

TpeOOBaHUs IO COXPAHHOCTH CIy>KeOHOU MH(OpMaInK, 3alIUTe IEPCOHANBHBIX JaHHBIX;
OCHOBBI 3TUKH U ICTETUKH;

MpaBmJIa JeI0BOTO OOIICHUS;

MOPSIIOK OKa3aHUsl MEPBOM JOBpaue€OHOM MOMOIITH;

MOPAIOK NEUCTBUN MPHU I10KAPE UIIM UHOW YPE3BbIYAMHOM CUTYALlUH, DBAKyallUH.

1.8. I[CJIOHDOI/ISBO[[I/ITCJH) ITKOJIBI JOJDKCH YMCTh.

paboTaTh €O BCE COBOKYMHOCTHIO MH(OPMAIIMOHHO-IOKYMEHTAI[MOHHBIX PECYpPCOB
0011e00pa30BaTENBHOIO YUPEKACHUS:

M0JIb30BaThCsl CIPABOYHO-TIPABOBBIMHU CUCTEMAMU;

IMOJIB30BATbCA AaBTOMATHU3HWPOBAHHBIMHU CHUCTEMAaMH YUCTa, PErucCTtpaiuv, KOHTPOJIA U
MH(OPMALMOHHO-CIIPABOYHBIMU CUCTEMaMH MpH paboTe ¢ JOKYMEHTAaMH IIKOJIbI,
IMPUMCEHATH COBPCMCHHBIC I/IH(bOpMaIII/IOHHO-KOMMYHI/IKaHI/IOHHI)IG TEXHOJOI'nu aJist pa6OTI>I
C IOKyMEHTaMH, B TOM YHCJIe [yl €€ ONTUMU3ALMHU U MOBbIIEHUS () ()EeKTUBHOCTH;
OpPraHU30BBIBaTH pPabOTy TO Y4YeTy, XpaHEHUI0 W TIepeJade B COOTBETCTBYIOIIEE
CTPYKTYpPHOE MOJIpa3/ieleHne TOKyMEHTOB TEKYIIEero Je0NpPOU3BOICTBA;

WCIIOJh30BaTh HOMEHKJIATYPY el NpPHU H3YYEeHHH CTPYKTYpHl 00IIe00pa3oBaTeIbHOTO
YUpPEX/IE€HUs, COCTaBJICHUHU OIUCEH e,

OpraHU30BBIBaTh PabOTy MO (OPMHUPOBAHUIO 1€ B COOTBETCTBUU C YTBEPKICHHOU
HOMEHKJIATYpOM JIeJ ILKOJbI,

IMpaBHUJIBHO U CBOCBPEMECHHO q)OpMI/IpOBaTI) AOKYMCHTEI B ZI€jIa C YYCTOM UX CHCHI/I(i)I/IKI/I;
CHCTEMaTU3HPOBATh JOKYMEHTHI BHYTpPH Jiena,

o0ecneunBaTh COXPAaHHOCTH M 3aIIUTY JOKYMEHTOB 00111€00pa30BaTeIbHOTO YUpPEKICHNUS;
MOJIb30BaThCs MEPEYHSAMU JOKYMEHTOB M aHaJIM3UpOBaTh (PakTHUecKoe cojeprKkaHue
HMCIOIUXCA B ICJIC JOKYMCHTOB ITPH ONPEACICHUU CPOKOB UX XpaHeHI/Ifl;

o(hopMIATH 00JI0KKH /1€ IOCTOSTHHOTO M BPEMEHHOI'O CPOKOB XPaHEHHS B COOTBETCTBUU C
TpeOOBaHUSAMU TOCYJAPCTBEHHBIX CTaHAAPTOB;

MIPOU3BO/IUTH CTPYKTYPHYIO CUCTEMaTH3aIHIO JIElT;

OCYIIECTBJISITh TEXHUYECKYI0 O0pabOTKy W TOJIHOE OQOopMIIEHHE JAENI TMOCTOSIHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHHUS,



COCTaBJISITh OMHUCH /Nl OCTOSSHHOTO M BPEMEHHOI'O CPOKOB XPAHEHHUS B COOTBETCTBUU C
JEHCTBYIONUMA HOPMATHBHO-METOIMUYECKIUMH JTOKYMEHTAMH.

1.9. CorpyaHuK IOKEH O3HAKOMUTHCS ¢ JAHHOW JOJKHOCTHOW MHCTPYKLMEH, MHCTPYKIHEH O
OXpaHe TpyJda A JAeJONpPOU3BOAMTENS, 3HATh U COOJIIOJATh YCTAHOBJIEHHBIE IpaBUIA H
TpeOOBaHUS OXpaHbl TPyJa M MOKapHOH O€30IacHOCTH, MpaBWIIA JIUYHOH TUTHEHBI U TMTHEHBI
TpyAa B 00111e00pa3oBaTeIbHOM OpraHu3aLuy.

1.10. lenonpon3BOIUTENb JOJDKEH MPOUTH 00YYEeHUE I UMETh HABBIKM OKa3aHUS MEPBOM MOMOIIH
IIOCTPAJaBIINM, 3HAaTh NOPSIOK AEHCTBUI NPU BO3HUKHOBEHHH IOXapa WIK UHOW Ype3BhIYaHOM
CUTYyallU{ ¥ 3BaKyalluy B 0011e00pa30BaTeIbHONM OPTaHU3aIIH.

2. TpynoBblie pyHKIIUN

K ocHOBHBIM d)VHKI_[I/ISIM JACJTOIMPOM3BOANTEIA OTHOCATCA:

2.1. JlokyMeHTalMoOHHOEe 00ecIeueHrue AesATeILHOCTH 00IIe00pa30BaTeILHOTO YUPESKICHHUS .
2.1.1. Opranusanus paboTbl ¢ JOKYMEHTaMH.

2.1.2. Opranuzanus TeKyero XpaHeHus: JOKYMEHTOB.

2.1.3. Opranusanust 06pabOTKH JeJ1 AJIs TOCIEAYIONIETO XPaHeHHUS.

3. 10J13KHOCTHBIE 003aHHOCTH

ﬂeﬂonpoweodumeﬂb 6 UIKOJle ocyujecmeiisiem 6blnOJIHEHUe obszannocmell:
3.1. B paMKax TDVZIOBOI\/JI d)VHKHI/II/I opraHu3alnun Da6OTI)I C JOKYMCHTaMM:

IpUEM U TIepBUYHAsE 00pabOTKa BXOISAIINX JOKYMEHTOB;

MPEBAPUTEIILHOE PACCMOTPEHHE M COPTHUPOBKA JOKYMEHTOB Ha PErHCTpHpYEMbIe U HE
PETHCTPUPYEMBIE;

MOJITOTOBKA BXOJSIINX JOKYMEHTOB JUISI PACCMOTPEHHS TUPEKTOPOM IIKOJHI,

perucTpamnys BXOISIHMX JOKYMEHTOB;

OpTaHu3aIysl TOCTAaBKU JOKYMEHTOB MCTIOTHHUTEIISIM;

BejieHHe 0a3bl JaHHBIX JOKYMEHTOB 001e00pa30BaTeIbHOTO YUPEKICHNUS,

BeZICHHE HH(POPMAITMOHHO-CIIPAaBOYHON pabOTHI;

00paboTKa M OTIPaBKa UCXOSIINX JTOKYMEHTOB;

opraHu3zanys paboThI M0 PETUCTPAINH, YUETY, XPAHCHHUIO U Tlepeiade B COOTBETCTBYIOIIHE
CTPYKTYpHBIE IOJPa3/IEIEHUs TOKYyMEHTOB TEKYIIETO IeJIONPOU3BO/ICTBA;

KOHTPOJITb HCITOJTHEHHS JJOKYMEHTOB B 0011e00pa30BaTeIbHOM YUPEKICHHH.

3.2.B paMKax TpYAOBOM d)VHKHI/II/I Opraim3aniyy TCKYIMICTO XpaHCHUA JOKYMCHTOB!

pa3paboTKa HOMEHKJIATYPHI JIe7l 00111e00pa30BaTeILHOTO YUPEIKICHUS;

MIPOBEPKa MPABMIBHOCTH O(OPMIIECHHUS JOKYMEHTOB U OTMETKH 00 MX HCIOTHEHHH Tepes
X GOpMHUPOBAHUEM B JIEJIO IS TTOCIEAYIOMIETO XPaHCHHS;

(dhopMynupoBaHUE 3ar0JIOBKOB JI€T M OMPEIeIeHHE CPOKOB UX XPAHEHUS;

(dhopmupoBaHue Je;

KOHTPOJb MPaBUIBHOTO U CBOEBPEMEHHOTO paclpeseNieHuss U TOJIIUBKH JIOKYMEHTOB B
nena.

3.3. B paMmkax TpyaoBo# QVHKIIMK OpraHu3anui 00paOOTKH e JUIS MOCIEAVIOUIEr0 XpaHEHUS

IIPOBEPKAa CPOKOB XpaHEHMs JOKYMEHTOB, COCTABIIEHHWE MPOTOKOJIAa pabOThl SKCIEPTHOU
KOMMCCHH MO MOATOTOBKE JOKYMEHTOB K XPAHEHMIO, aKTa O BBIJIEJICHUU K YHUYTOXEHUIO
JIOKYMEHTOB, HE IOJICKAIUX XPAHEHHUIO;

COCTaBJICHHE BHYTPEHHEW OMKCH JIeJT AJIs1 0CO00 IEHHBIX TOKYMEHTOB IIKOJIHI,
odopmileHrE e TOCTOSIHHOTO, J0JATOBPEMEHHOTO CPOKOB XpaHEeHHS;

odopmiieHre 00I0XKKHU JeNT TOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHECHHS,
COCTaBJICHHE OIMHCH JIeJ TOCTOSHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPAHEHHS;

nepenava ey B apXuB 0011e00pa3oBaTeIbHOTO YUPEKACHHUS.

3.4. OpraHu3oBBIBAaCT BHEIPCHHUE, BelIeHHE (B TOM YHCIIE aBTOMATH3UPOBAHHOE) W Pa3BUTHE
CUCTEM JOKYMEHTAIlUH, BKIKOYasl 3JIEKTPOHHBIE JOKYMEHTHI.

3.5. Bmecte ¢ aaMUHUCTpaIMield MIKOJBl TOJATOTABIMBACT OTYETHBIE JOKYMEHTBHI JUIS
BBIIIECTOSIINX OpPraHU3aluid, TOTOBUT CIIy)K€OHbIE MUChMa, CIIPABKH.



3.6. Bener mpueM moctynaromeid Ha UM TUPEKTOpPA IIKOJIBI KOPPECHOHJCHINHU (JIEKTPOHHOM
HOYTHI), PETHCTPUPYET €€ M BBIIOJNHICT CHCTEMAaTU3alUI0 COTJIACHO NPUHIATOMY B
00111€00pa30BaTEIILHOM YUPEKACHUU TOPSIKY, ITOCIE €€ PACCMOTPEHUS JUPEKTOPOM MEPEAAET IO
Ha3HAYCHUIO HCIOJTHUTEISIM ISl IPUMEHEHUS B X0/1€ UX JESTEIbHOCTH WM MOATOTOBKH OTBETA.
3.7. Bexmer TOCTOSHHBIA Y4YeT, KapTOTEKY IPOXOXKACHUS JIOKYyMEHTOB, KOHTPOJIMPYET UX
UCTIOJIHEHNUE, BBIJAET TpeOyeMble CIIPABKH 110 3apETUCTPUPOBAHHBIM JTOKYMEHTAM.

3.8. BrInonHsAeT OTIpaBKy MCIOIHEHHOW KOPPECIIOHCHIINU apecaTaM, BEIET YUeT MOoIydaeMon
U OTIIPABISIEMOM KOPPECTIOHICHIINH, CUCTEMATU3UPYET U XPAHUT JOKYMEHTHI TEKYIIEr0 apXUBa.
3.9. 3anmmaercs OQOpPMIICHHEM TPYAOBHIX IOTOBOPOB W JIMYHBIX [IEN, YCTPAMBAIOIIMXCS HA
paboTy COTpyIHUKOB, 0OpabaTeiBacT U 0POPMIISIET TIEpeIady JIMYHBIX JET COTPYAHUKOB B ApXHB.
3.10. ®opmupyeT JIMYHBIE JIeJIa YICHHKOB, O0YJarOIIUXCsI B IIIKOJIC.

3.11. OcymiecTBasieT y4eT 00y4aromuXxcs JIbrOTHBIX KaTETOPHIA.

3.12. Bener KHHMIM NPHUKa30B, I€YaTaeT NPUKa3bl 10 OCHOBHOM JESTENbHOCTH, MHBIE MPHUKA3HI.
3HAKOMUT COTPYIHHUKOB HIKOJIBI C IPUKA3aMH IOJI TIOMHCH B ICHb X H3AaHUS.

3.13. CornacHo pacmopsDKCHHSM JUPEKTOpa IIKOJBI TedaTaeT W odopmisieT Tpedyemyro
JOKYMEHTAIMIO JUIS BEACHUS Y4eOHO-BOCIUTATENBHON JESATEIBHOCTH B IIKOJIC, BBITOJTHEHUS
rO/IOBOTO IIJIaHA.

3.14. Bremonasger paboTy MO CO3AaHUIO CIIPABOYHOTO armapaTta Mo JOKyMEHTaM, o0ecliedrBaeT
yIIOOHBIN U OBICTPBINA UX MOUCK.

3.15. 3anumaercs cOOpOM HEOOXOAMMBIX MATEPHAJIOB JJISI MMOATOTOBKH COBEIIAHUI PaOOTHUKOB
IIKOJIBI, OIOBELICHUEM YYaCTHUKOB O BPEMEHH, MECTE, IOBECTKE [IHsS COBELIAHUS H HX
perucrpauuei.

3.16.  SBmsercs  cekpeTapeM  aAMHUHHCTPAaTHBHOTO  COBELIAHUS  NpPU  JHPEKTOpE
00111€00pa30BaTENILHOTO YUPEKACHUSI.

3.17. B rpaHuMmax CBOEH KOMIIETEHIIMM YYacCTBYET B COCTABJICHHH IPOIPAMMBI Pa3BUTHS
JIeTIOTIPOM3BOACTBA 00IIE00Pa30BATENBHOTO YUPESKICHHUS, BHOCHT MHPEUIOKEHHSI TI0 BOIPOCaM
YCOBEPILECHCTBOBAHHUSI JITIONPOU3BOACTBA 00111e00pa30BaTEIBHOTO YUPEIKACHUS.

3.18. ObGecrieunBaet 3amuUTy MpaB U cBOOOX AETeH, poauTeNnel (3aKOHHBIX MPEICTABUTENEH) MIPH
00paboTKe epCOHATBHBIX MaHHbIX (nanee — [1]1).

3.19. Ilpu MCHONB30BaHUHU DIEKTPOHHOIO OOOPYIOBaHMsA, B TOM YHCJE KJIABUATYpPbl U MBIIIH,
©XKEHEBHO JE3MH(UIUpPYET UX B COOTBETCTBUHM C PEKOMEHJAMAMU HPOM3BOAUTENS JHOO C
HCIIOIb30BaHUEM PACTBOPOB WK caieTOK Ha CIUPTOBOM ocHOBE (He MeHee 70% criupTa).

3.20. Jlenonmpou3BOAUTENs B IIKOJE CTPOro COOMIOAET CBOIO JODKHOCTHYIO HMHCTPYKIHIO,
MIPOXO/IUT TIEPUOIMUECKIE MEAUIIMHCKUE OCMOTPHI.

3.21. Ctporo cobmoaaer KOHPHUIEHIIMATLHOCTh TEPCOHAIBHBIX JAHHBIX M TPeOOBaHUS 0 3alUTE
n Oe3zonmacHoctu IIJ[ mpum ux o0paboTke, HENOMYIIEHHE HMX PacHpoCTpaHeHUs Oe3 coriacus
cyobekta [1]] mim Hamuuust Ipyroro 3aKkOHHOTO OCHOBAHMSL.

4. IIpaBa
Jlenonpon3BOANTENb KOl UMEET MOJTHOE IPABO:
4.1. TlpyHuMaTh yd4acTue B YIpaBIE€HUH OO0IIE0Opa30BaTENbHBIM YUPEXKAECHUEM B TOPSIKE,
YCTaHOBJIEHHOM Y CTaBOM.
4.2. Ha paboyee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHMIM OXpaHbl Tpyda M MOKapHOH
0€301MacHOCTH.
4.3. Ha 3amuTy cBoeil mpodeccnoHaabHON YECTH U IOCTOMHCTBA.
4.4. Ha mepegady JOKYMEHTOB JIJIsl HCIIOJTHEHUS M HA TPeOOBaHUE OT UCTIOJHUTENIEH TPaMOTHOTO U
MPAaBUIBLHOTO 0(hOPMIIEHHUS TPEOYyEeMbIX JOKYMEHTAIbHBIX MaTepHasoB.
4.5. Ha 3ampaiivBanue OT aIMUHUCTPAIMU IIKOJIbI, OJyY€HUE U IPUMEHEHHE HH(POPMaIIMOHHBIX
MaTepHaioB, HOPMATUBHBIX U TPABOBBIX JTOKYMEHTOB, HEOOXOIAMMBIX JUISI BBIOJHEHHS CBOMX
JOJKHOCTHBIX 0053aHHOCTEH.
4.6. 3HaKOMHUTBCS CO BCEMH MMEIOLIUMUCS MaTepualaMu €ro JIMYHOTO Jieja, OT3bIBaMU O CBOEH
paborte, )xano6amMu 1 UHBIMU JOKYMEHTaMH, OTPaKalOIMMU OLIEHKY €ro TpyAa, MPeI0CTaBIATh 110
HUM TOSICHEHUS.




4.7. Ha MopaibHOE M MaTepHalbHOE IMOOMIPEHHE, Ha CBOCBPEMEHHYIO M B IOJHOM O0beMe
BBIIJIATY 3apaOOTHOM IIIaThl, a TakKkXKe Ha 3al[UTy COOCTBEHHBIX HHTEPECOB U HHTEPECOB
COTPYAHUKOB IIKOJIBI.

4.8. OrtkaszaTbcid OT BBINOJHEHUS DPAOOT NPU BO3HUKHOBEHHM YIPO3bl JKU3HU U 3]I0POBBIO
BCJIEJICTBHE HapyLIECHHs TPeOOBAaHUH 11O OXpaHe Tpyaa.

4.9. IToCTOSIHHO TMOBHIIIATH CBOIO MTPO(PECCHOHATIbHYIO KBATH(UKAIIHIO.

4.10. Ha 3amuTy cBOMX MpOo(eCCHOHATBHBIX HHTEPECOB CAMOCTOSTENHHO U (MU Yepe3 3aKOHHOTO
IpeICTaBUTENA, B TOM 4MCJIE aJBOKara), B cilydae AMCLUUIUIMHAPHOIO WM CIIyKEOHOro
paccienoBaHus, CBA3aHHOTO C HECOOJIOJCHHEM HOpM mpodeccuoHambHOW OSTHKH. Ha
HEepasrianieHne  JUCHUIUIMHAPHOTO  (CIyXeOHOro)  paccieloBaHMsA, HCKIOYas  Clydau
IIPESYCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcrymieHnue B npo¢CoOr03bl s 3aIIUThl CBOUX TPYAOBBIX IpaB, CBOOOJ M 3aKOHHBIX
uHTepecoB. Ha  mnomydeHue — couManbHbIX  TapaHTUM M JIBIOT,  IPEAYCMOTPEHHBIX
3aKkoHozarenbcTBoM Pocculickon denepanuu.

5. OTBeTCTBEHHOCTH
5.1. 3a HEBBINIOJIHEHNE WIN HAPYIICHUE JaHHOW JOJKHOCTHOW MHCTPYKLIMU JIEOIPOU3BOJUTEIIS B
mkosie, YcraBa u IIpaBun BHYTpEHHEro TPYJOBOIO pacHOpsIKa, 3aKOHHBIX pPACIOPSKEHUI
JUPEKTOpa IIKOJBl U IPYI'MX JIOKAJIbHO-HOPMAaTHBHBIX aKTOB, a TAK)XKE 3a IPHUHATHE PEIICHUH,
MOBJIEKIIUX HapylleHUe Yy4yeOHO-BOCIIUTATENbHBIX OTHOLIEHUH, JeJIO0NpPOU3BOIUTENL HECET
JUCLMILUIMHAPHYIO OTBETCTBEHHOCTb B MOPSAKE, YCTAHOBIEHHOM TpynoBbIM 3aKOHOJATEIBLCTBOM
Poccuiickoit ®enepanun.
5.2. 3a npuMeHeHue, 1axe 0JTHOKPAaTHO, CIIOCOOOB BOCIIUTaHMsI, BKIIIOYAIOIUX B ce0st pusnueckoe
U (MIM) TCHUXOJOTMYECKOE HAaCWIME HaJl JIMYHOCTBIO pEeOEHKa, IEeNIONPOU3BOIAUTENb MOXKET
0CBOOOXKAThCs OT 3aHUMAEMOM JOJKHOCTH COTJIAaCHO TPYJOBOMY 3aKOHOJATeNnbCTBY Poccuiickoit
Qenepannuy. YBOJBHEHHE 3a TAaKOW IIOCTYNOK HE IIPUHUMAETCA 3a MEpPY IHUCHUIUIMHAPHOU
OTBETCTBEHHOCTH.
5.3. Hecer aucuuminHapHyi0 OTBETCTBEHHOCTb 3@ COXPAHHOCTh JOKYMEHTALIMU, HaXOMsIIEeNcs B
KaOMHEeTe J1e70IPOU3BOIUTEIS.
5.4. llpuBnekaerca K JUCUMIUIMHAPHON OTBETCTBEHHOCTH 3a pas3IVIallleHUE CIIy)KeOHOU u
KOHHIEHIIMATbHON HH(pOpManuK, HHGOpPMAIMM O TMEPCOHANBHBIX JaHHBIX COTPYIHUKOB U
oOyuaronuxcs 00111e00pa30BaTENIbLHOTO YUPEKACHHUS.
5.5. 3a HapylIeHue MpaBUIl MOXKAPHOIH 0€30MMaCHOCTH, OXPaHbl TPy, CAHUTAPHO-TUTHEHUYECKUX
HOPM Y TpaBWJ  JIEJONPOU3BOJAUTENb MOXET IPUBIEKAaTbCA K  aJIMHUHUCTPATHBHOMN
OTBETCTBEHHOCTHM B IIOpSIAKE M B CIOy4yasX, YCTAaHOBJIECHHBIX  aJMUHUCTPAaTUBHBIM
3akoHoJaTenbcTBOM Poccuniickoit denepanum.
5.6. 3a nm000e BUHOBHOE NPUYMHEHHE 00Ie00pa3oBaTEIbHOMY YUPEKIACHUIO WM YYaCTHUKAM
o0pa3oBaTeNbHBIX OTHONIICHUH yiiepba (B TOM YHCIE MOPAJIBHOTO) B CBS3H C BBHIIIOJHEHHEM
(HEBBITMOJIHEHUEM) CBOMX MPSAMBIX JIOJDKHOCTHBIX OOS3aHHOCTEH J€I0NPOM3BOAUTEND IIKOJbI
HECeT MaTepUajbHYI0 OTBETCTBEHHOCTb B IOpPSAIKE U B IMpejAesaxX, YCTAHOBJIEHHBIX TPYJIOBBIM H
(unn) rpaskIaHCKUM 3aKOHOaTenbcTBOM Poccuiickoit deaeparuu.

6. BzanumooTHomenusi. CBSI3M 10 A0LKHOCTH
J1enonpon3BOANTENb IKOJIBI:
6.1. Jlenonpou3BOaUTENHh BBINOIHSAET pabOTy COMNIacHO rpaduky, cocTaBieHHOMY ¢ yduetoMm 40-
4acCOBOM pabouei HeJeNH, U YTBEPKICHHOMY AUPEKTOPOM 00111e00pa30BaTeIbHOTO YUPEKICHUSI.
6.2. I[locrostHHO OOMeHnBaeTcst MH(OpMaIei 1Mo BOIpocaM, OTHOCSIIIUMCS K €r0 KOMIETEHIIUH, C
aIMUHUCTpaIe, OyxraaTepuei, TMenarornyeckuMu pabOTHUKAMHU ¥ OOCTY>KHBAIOIIUM
MIEPCOHAIOM IIIKOJIBI, C POAUTEIISAMU IeTel (JIMIIaMH HX 3aMEHSIOIIUMHU ).
6.3. [Tomydaer ot mupekTopa 0011e00pa30BaTENbHOTO YUpPEXKACHUS HH(OPMALMI0O HOPMATHBHO-
MPABOBOTO M OPraHHW3AIMOHHOTO XapakTepa, 3HAKOMHUTCS IMOJ PACHUCKy C HEOOXOAMMBIMHU
JTOKYMEHTaMH.




6.4. BoBpemsi coOOIIaeT TUPEKTOPY LIKOJBI U €ro 3aMEeCTHTENsM 00 WH(pOopMaIuu, ImpHuKa3ax,
pacCTOPsHKEHUSX M MHOM JJOKYMEHTAIUH, TOCTYNUBIIEH MO 3JIEKTPOHHOM MOoYTe.

6.5. Uudopmupyer aupektopa (IpU OTCYTCTBUM — HWHOE JOJDKHOCTHOE JIMIO) O (QakTte
BO3HUKHOBEHHUS  TPYNIOBBIX HH(PEKIUMOHHBIX M  HEHMHPEKIHOHHbIX 3a0ojeBaHuUil B
o0mieoOpazoBaTenbHON  OpraHW3alyy, 3aMECTHTENss JUPEKTOpa MO  aJIMHHHCTPATHUBHO-
XO3UCTBEHHOW YacTH — 00 aBapHilHBIX CHUTyalMsX B paboTe CHCTEM 3JIEKTPOOCBEIICHHS,
MEPCOHAILHOTO KOMITbIOTEPA U MHOW OPTTEXHUKHU, OTOTUICHUS U BOJIOIIPOBO/A.

6.6. Bo BpeMs OTCYTCTBUS JEJIONPOU3BOAUTENST €ro OOA3aHHOCTH BBINOJHSIET COTPYIHUK,
UMeroIuMil Bce TpeOyromuecss NMpodecCHOHaIbHbIC 3HAHWS, YMEHUS M HaBBIKH, Ha3HAYCHHBIN
MPUKA30M JUPEKTOpa IIKOJNbI. JlaHHBIM COTPYJHUK MPUOOPETaeT COOTBETCTBYIOIIME IpaBa M
HECeT TOJIHYI0 OTBETCTBEHHOCTh 32 KAueCTBEHHOE BBIMIOJHEHUE BO3JIOKEHHBIX Ha HEro
00s13aHHOCTEH.

7. 3aka0uuTeIbHbIE MOJ0KEHHUS
7.1. O3HakoMJIEHUE JEJIOMPOU3BOJUTENSI C HACTOSIIECH HWHCTPYKIIMEH, OCYILECTBISECTCS MpPHU
npreMe Ha padoTy (10 MOAMMCAHUS TPYAOBOTO JOTOBOPA).
7.2. OpuH 3K3eMIUISp JODKHOCTHOW WHCTPYKIUMU HAXOAUTCA y paboTonaTens, BTOPOH — y
COTpPY/IHHKA.
7.3. ®akT O3HAKOMIJICHHS JAENOMPOU3BOAUTENS] C HACTOSIIEH JOKHOCTHOM MHCTPYKIIMEH
MOATBEPXKIAETCA TMOAMUCHI0O B OJK3EMIUIAPE JOHKHOCTHOM HWHCTPYKIMHU, XpaHAIIEMCS Y
paboToaTens, a TaKKe B KypHaJe 03HAKOMJICHHSI C JOJDKHOCTHBIMU MHCTPYKIIUSMHU.

Jonscnocmuyro uncmpykyuio paspabomai: / E.IlJIskumesa /

C 00191cHOCMHOU UHCMPYKYUEl 03HAKOMAEH (@), 00UH IK3eMNIAD NOLYYUIL (a)
«_» 202 . / /

C 00191CHOCMHOU UHCMPYKYUEU 03HAKOMAEH (a), 0OUH IK3EMNIAP NOYYUL (a)
« _» 202 T / /
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