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Ne 1 0129.08.2022 1. ITpukaz Ne 79-O/f ot 29.08.2022 r.

IlO.]'I)KHOCTHaH HHCTPYKIUSA ACJIONMPOUIBOAUTEJIH IIKOJbI

1. O01IHMe moJI0KeHUS

1.1. JlanHas oonsxcHocmuas UHCMPYKYus  Oelonpou3eooumens 6 uwikoje COCTaBlieHa Ha
ocHose IIpo¢cranzapra 07.002 «Cneuunanucr 1no OPraHU3alHOHHOMY U
AOKYMEHTALIMOHHOMY 00ecleyeHUI0 YNPaBJIeHUsl OpraHu3anmeiny, yTBepKJIeHHOT0 MPUKa30M
MunuctepcerBa Tpya u counanbHoil 3amuTsl Poccuiickoit @eneparuu Ne 3331 ot 15 urons 2020
r; ¢ yuetom @enepanbHoro 3akona Ne273-®d3 ot 01.12.2012r «O6 obpa3zoBanuu B Poccuiickoii
Oenepauun» B penakuuu ot 25 wurona 2022 roma; CII 2.4.3648-20 «CanutapHo-
ANUAEMHOJIOTHYECKHE TpeOOBaHUsI K OpraHU3alusM BOCIHUTAHUS M OOy4YeHHUs, OTAbIXa U
03JI0pPOBJICHUS IETEN U MOJIOJEkKU»; coriacHo TpynoBomy Konpekcy Poccuiickoit @enepaiuu u
WHBIM HOPMATUBHBIMU aKTaMH, PETJIAMEHTUPYIOMINM TPYIOBBIE OTHOIICHUS MEXY PAOOTHUKOM

u pabotonaTenem.
1.2. Hacrosmas oonorxcnocmuasn UHCMPYKYUSL denonpouzeooumens WKOTIbL no
npogcmandapmy ycTaHaBIMBaeT (YHKIIMOHATbHBIC OOS3aHHOCTH, TpaBa M OTBETCTBEHHOCTh
COTpYAHHMKA,  3aHUMAlONero B  OOIIeoOpa3oBaTeNbHOW  OpraHM3alMd  JOJDKHOCTD
JEITOTIPOU3BOTUTEIIS.

1.3. Ha 10mKHOCTh JEIONPOU3BOAUTEIS MOKET Ha3HAYAThCS JIMIIO:

uMerolee cpeaHee npodeccruoHagbHoe 00pa3oBaHue, MPOILIEIIIee MPOrpaMMbl MOJATOTOBKU
KBaTU(UIIMPOBAHHBIX Pab0UNX, CIyKAIIUX;

COOTBETCTBYIOLIEE TPEOOBAHUAM, KaCAIOLMMCA IPOXOXKJIEHUS IpPEeABApPUTEIbHOr0O (1pu
MOCTYIUICHUH Ha paboTy) W TMEePHUOJUYECKUX MEIUIUHCKUX OCMOTPOB, BHEOUEPETHBIX
MEIUIMHCKAX OCMOTPOB TI0 HAIPaBIEHUIO paboToAaTeNs, MpodecCnoHaTbHON THTHEHNYECKON
MOJATOTOBKM M aTTecTanuu (Mpu mpueme Ha paboTy M jainee He pexxke | paza B 2 roja),
BaKI[MHALIMU, a TAK)KE UMEIOIIIEE JIMUHYI0 MEULIUHCKYIO KHUKKY C PE3yJIibTaTaMU MEAUIUMHCKUX
oOcienoBaHui M JTaOOPATOPHBIX HMCCIEIOBaHUM, CBEIEHUSMU O MPUBUBKAX, NMEPEHECEHHBIX
MH(QEKIIMOHHBIX 3a00J€BaHUSAX, O TMPOXOXKIACHUH MPOPECCUOHATBHON T'MTMEeHUYECKON
MOATOTOBKH M aTTECTAllMU C IOIYCKOM K paboTe;

HE HMMEIoIee OTPaHMYCHHWU HA 3aHATHE TPYJOBOW NESATENBHOCTHIO B cdepe oOpa3oBaHus,
U3IIOKEeHHBIX B cTaThe 351.1 «OrpaHudeHusi Ha 3aHATHE TPYAOBOM JEATEIHLHOCTHIO B cepe
o0pa3oBaHus, BOCIHTAHUS, PAa3BUTHS HECOBEPIIEHHOJETHHX, OPraHM3AlMW WX OTIbIXa M
O37I0POBJICHUS, MEJIULUHCKOTO OO0ECHeYeHUs, COLUUAIbHOW 3allUThl W  COIMAIBHOIO



oOciyxuBaHus, B cepe MEeTCKO-FOHOIIECKOTO CIOpTa, KYIbTYPhl M HMCKYCCTBA C y4acTHUEM
HECOBEPIICHHOJIETHUX» TpynoBoro kogekca Poccuiickon denepaunmu.
1.4. Jlemompou3BOAUTENS Ha3HAYaeT W OCBOOOXKIAeT OT 3aHMMAEMOMN JTOJDKHOCTH ITUPEKTOP
0011e00pa3oBaTeIbHON OpraHM3alid B TOpsAJKe, ycTaHoBIeHHOM TpyaoBeiM Koaexkcom
Poccuiickoit  ®denmepaniui W TPYIOBBIM  JOTOBOPOM  (KOHTPAKTOM) C  pabOTHUKOM.
1.5. Jlenonponu3BOaUTENb OTHOCUTCS K KAaTETOPHUM TEXHUYECKUX HCIOJHUTEIEH U HAXOIHUTCS B
MPSIMOM TTOAYMHEHUHN Y TUPEKTOpa 0011e00pa30oBaTEIHbHOTO YUPEKICHHS.

1.6. Jenonpou3BoauTelib B IIKOJIC Ipu BBIINTOJIHCHU M JOJIDKHOCTHBIX 00s13aHHOCTEH

PYKOBOACTBYCTCA.

Koncrurynueiut Poccuniickoit @enepanuu;

[TopsiakoM opraHu3alud U OCYHIECTBICHHUS O00pa30BaTEIbHON AESITEIBHOCTH 1O OCHOBHBIM
o011eo0pa3oBaTeIbHBIM MIPOrpaMMaM - 00pa3oBaTeIbHBIM MPOrpaMMaM HAadajIbHOTO OOIIETO,
OCHOBHOTO 00miero u cpeaHero oobmero oOpa3oBaHusi, YTBepXkAeHHbIM [lpukazom
MunucrepctBa npocseteHus PO ot 22 mapra 2021 1. Ne 115;

denepanbHBIM TOCYAAPCTBEHHBIM 00pa30BaTelIbHBIM CTaHIapTaMH O0IIEro 00pa30BaHMUs;

CII 2.4.3648-20 «CaHuTapHO-3UIEMUOJIOTHYECKHE TPEOOBAHUS K OpraHU3aIUsIM BOCITUTAHUS
1 00y4YeHUs1, OTAbIXA U 03JJOPOBIICHUS JIE€TEU U MOJIOJICKNY;

aMUHUCTPATUBHBIM, TPYAOBBIM U  XO3SIMICTBEHHBIM 3aKOHOJIATEILCTBOM Poccuiickoii
Oenepannu;

MIOCTAaHOBJICHUSIMU, PACTIOPSKEHUSAMHU, IPUKA3aMU U UHBIMUA PYKOBOSIIIMMUA U HOPMATUBHBIMU
JOKYMEHTaMH, OTHOCSIIUMUCS K BEJICHUIO JI€JIONIPOU3BOJICTBA;

CTaHJapTaMu YHU(PUITUPOBAHHON CUCTEMBI OpraHU3alMOHHO-PACIIOPSAAUTEbHON
JNOKYMEHTALUH;

npaBuwiIaMu opporpaguu 1 MyHKTyaluu;

MpaBuUiiaMy pabOThl HA KOMITBIOTEPE U UHOM OPITEXHUKE;

npaBUJiaMd ¥ HOPMaMmH OXpaHbl TpyAa, MPOU3BOJCTBEHHOM CAHUTAPUU U TOXKAPHOU
0C30IMacHOCTH;

VYcraBom u [IpaBuiamu BHYTPEHHETO TPYAOBOTO PacHopsiika, IpyrUMH JOKaIbHO-IPAaBOBBIMU
aKTaMu o011e00pa30BaTENbHOIO YUPEKIACHHUS,

JAHHOW JTOJKHOCTHOM MHCTPYKIIMEH U TPYAOBBIM JOTOBOPOM (KOHTPAKTOM);

KounBenuueii o npaBax peOeHKa;

MHCTPYKITMEH IO OXpaHe TPY/a ISl ISTOIPOU3BOIUTENS IITKOJIBI.

1.7. lenonpou3BOIUTEND IIIKOJILI 00S3aH 3HATH CIEAVIOIIEE:

I'ocynapcrBennslii ctangapt Poccniickoit @enepannn «/lenonpon3BoACTBO U apXUBHOE JIEJIO»;
HOPMAaTHBHBIE MPABOBBIE AKThl M HOPMATUBHO-METOJAUYECKHE JIOKYMEHTHI, IIOJOKEHHUS,
WHCTPYKUWH U UHBIE MATEPHAJIbI U JIOKYMEHTHI 110 BEJACHUIO JEJIONPOU3BOJICTBA B IIKOJIE;
COBpeMeHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUH PabOThI C TOKYMEHTAMH;

MOPSIAOK pabOThI ¢ TOKYMEHTAMU;

CXEMBI IOKYMEHTO000pOTa;

npaBujia paboThI C BXOAAIIUMH, UCXOASIIUMU U BHYTPEHHUMH TOKYMEHTAMU;
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MpaBHjIa OPTaHU3aluu U (OPMBI KOHTPOJIS UCIIOJIHEHUS JJOKYMEHTOB B 00111€00pa30BaTEIbHOM
YUPEIKICHUN;
TUTIOBBIE CPOKH MCITOJIHEHUS JIOKYMEHTOB;
MPUHIUTIBI PA0OTHI CO CPOKOBON KaPTOTECKOI;
Ha3HAYECHUE M TEXHOJOTHS TEKYIIETO U MPeAyPEeIuTeIbHOTO KOHTPOJIS;
MpaBHUja COCTABIICHUS aHAIUTHYECKUX CIIPABOK IO OPTaHU3alMU padOTHI C JOKYMEHTaMU U
KOHTPOJIIO MCTIOJTHEHHSI TOKYMEHTOB;
npaBWja  JOKYMEHTAIIMOHHOTO  OOecreueHus  JesTeNbHOCTH  00meo0pa3oBaTeabHOro
YUPEIKICHHUS,
BUJIBI IOKYMEHTOB, MX Ha3HAYCHUE;
TpeOOBaHMS, TPEIbSBIIEMbIE K JOKYMEHTaM B COOTBETCTBHM C HOPMATUBHBIMH aKTaMHU H
rOCyJIapCTBEHHBIMU CTaHIAPTAMU;
npaBWjia COCTaBIEHUS M OdopMiIeHUS HHPOPMAIMOHHO-CIPABOYHBIX, OPTraHU3AIMOHHBIX,
yIPaBICHYECKUX TOKYMEHTOB;
nmpaBUja CO3MAaHUS M BeACHHA 0a3 MaHHBIX CIYKEOHBIX JTOKYMEHTOB B 0Opa30BaTEIbHOMN
OpTaHu3alny;
CHCTEMBI JIEKTPOHHOTO JIOKYMEHTO000POTA;
MpaBHJIa ¥ CPOKH OTIIPABKU UCXOMSAIINX JOKYMEHTOB;
TpeOOBaHMS OXPaHbI TPY/IA U MOXKapHOU 0€30MacHOCTH Ha paboueM MecTe;
METOJMYECKHE  PEKOMEHIAIMM 10  BBINOJHEHHIO  pabOThl € JIOKyMEHTaMH B
00111€00pa30BaTENbHBIX YUPEKICHUSIX;
MOPSAOK KOHTPOJIS TPOXOKACHUS CITY)KEOHOH JOKYMEHTAllUU 1 MaTePUajoB;
CTPYKTYpy 00111€00pa30BaTEIbHOTO YUPEKIEHUS U COCTAB COTPYIHUKOB;
BUIBl HOMEHKJATyp, oOmipe TpeOOoBaHHMS K HOMEHKIAType, METOAWKA €€ COCTaBJICHUS U
o opMIICHHUS;
nopsifok  GopmupoBaHus M OQOpPMIICHUS Jel, crnenuduka QOPMHUPOBAHHS OTACITHHBIX
KaTeropuu Ae;
MpaBHJIa XPAHEHUS JIeJI, B TOM YHCIIE C TOKyMEHTaMH OTPaHHYEHHOTO JIOCTYTIA;
IpaBHJIa BBIJIAYM M UCIIOJIB30BAHUS TOKYMEHTOB U3 C(HOPMHUPOBAHHBIX JIEIT;
KPUTEPUH pa3AeNieHHs] JOKYMEHTOB Ha TPYMIBI B COOTBETCTBHM C HEHHOCTHIO MH(OpManuy,
COZAEpKAIIEHCA B HUX;
MOPSZOK CO3/IaHNUsI, OPTaHU3ALNU U JOKYMEHTHUPOBAHHS paObOThI IKCIEPTHON KOMUCCHU;
MIPaBHJIa COCTABIICHUS M YTBEPKACHUS IPOTOKOIA PabOThI IKCTIEPTHOW KOMHUCCHU;
MpaBUja COCTABJICHHUS M YTBEPXKICHHS aKTa O BBIACIICHWU IOKYMEHTOB, HE TMOJJICKAIINX
XpaHCHHIO;
npaBHa TEXHUYECKOW 00paOOTKH M MOJHOTO O(GOpMIIEHHS €Nl TIOCTOSHHOTO M BPEMEHHOTO
CPOKOB XpaHEHHUS;
MpaBHJIa COCTABJICHHUS OMICH JIEJI IIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPAHEHUS B COOTBETCTBUHU
C IEHCTBYIOIMMHI HOPMAaTUBHO-METOUYECKUMHU JOKYMEHTAMU;
MpaBHjIa epeiayn e B apXUB 00111€00pa30BaTEILHOTO YUPEKICHHUS,
MpaBHJIa MCIIOJIb30BaHUs TeledoHa, pakca, KCepoKca, MPUHTEPA, CKaHepa, KOMITbIOTEpa;
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npaBuia pabOThl ¢ TEKCTOBBIMH PEAAKTOPaMH U AJIEKTPOHHBIMH Tabiuiamu, 0a30il JaHHBIX,
AJIEKTPOHHOM MMOYTON, MHTEPHET Opay3epamu;
TEXHOJIOTUIO CO3JIaHusl, 00pabOTKH, IIepeladll U XPAHEHUSI PA3IMYHBIX TOKYMEHTOB;
MpaBuUJIa IEJIOBOM MEPENUCKH, COCTABIIEHUS K HAOOpa JAEJIOBBIX MUCEM C TPUMEHEHUEM TUTTOBBIX
00pa3sIoB;
JENONPOU3BOJICTBO U €T0 BEICHUE;
TpeOOBaHMS IO COXPAHHOCTH CIYXeOHOM MH(OPMAIINH, 3aIIUTe IEPCOHATBHBIX JaHHBIX;
OCHOBBI 3TUKH U 3CTETUKU;
MpaBUJIa JIEJI0BOT0 OOLICHUS;
MOPAJIOK OKa3aHUs MEePBOI 10BpaueOHOM MOMOIIH;
MOPSAAOK JIEUCTBUH MPH MOKAPE UM UHOM YPE3BBIYANHOM CUTYallMH, JBAKyalllH.
1.8. J1es1onpon3BOAMTENb IIKOIbI IOJKEH YMETh:

pabotaTh €O BCEH COBOKYMHOCTHIO HH()OPMAIIMOHHO-JOKYMEHTAIIHOHHBIX  PECypCcOB
00111€00pa30BaTENHLHOTO YUPEIKICHHS:
MOJIH30BAThCSI CIIPABOYHO-IIPABOBBIMH CUCTEMaMH;
MOJIb30BAThCSl  ABTOMATU3UPOBAHHBIMU CHCTEMAaMH y4eTa, PpETUCTpAllHd, KOHTPOJSA U
UH()OPMALIMOHHO-CIIPABOYHBIMU CUCTEMAaMU MPH PadOTe C JOKYMEHTAMH HIKOJIBL;
NPUMEHSTh COBPEMEHHBIE MH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIC TEXHOJIOTHU JUIS PabOThI €
JOKYMEHTaMH, B TOM YHUCIIE ISl €€ ONTUMH3ALUH U MOBBIILCHUS () (HEKTUBHOCTH;
OpraHM30BBIBaTh PabOTy IO y4eTy, XPaHSHHIO U Iepeaadye B COOTBETCTBYIOIIEE CTPYKTYpHOE
HoApa3iesieHne TOKYMEHTOB TEKYILETO AeJIOIPON3BOJICTBA;
UCIIOJIb30BaTh HOMEHKJIATYPY JeNl TIPH H3YYCHUH CTPYKTYpHl 00IIe00pa3oBaTeIbHOTO
YUPEKICHUSI, COCTABIICHUH OIIHUCEH Jel;
OpPraHW30BbIBATh paboTy 10 (OPMHUPOBAHUIO JIeI B COOTBETCTBHH C YTBEPIKICHHOM
HOMEHKJIATYPO JIeJT IIIKOJIbI;
NPaBHIBHO U CBOEBPEMEHHO (POPMHUPOBATh JOKYMEHTHI B JIeJia C Yy4ETOM UX CHeHU (UK,
CHCTEMAaTH3UPOBATh JIOKYMEHTHI BHYTPH J€J1a;
obecreurBaTh COXPAaHHOCTh M 3AIUTY JOKYMEHTOB 0011e00pa30BaTeIbHOTO YUPEKICHNUS;
MOJIb30BAaThCSl  MEPEYHSIMA JOKYMEHTOB W  aHAIM3UPOBATh (AKTHUECKOE COJCpIKAHUE
UMEIOIIUXCS B JIeNIe IOKYyMEHTOB TIPH ONPEICTICHUN CPOKOB MX XPaHCHMUS,
ohopMIIATE OOJIOKKHU JIEJT TIOCTOSSHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHSI B COOTBETCTBHH C
TpeOOBaHMSIMU TOCYAaPCTBEHHBIX CTAH/IAPTOB;
HPOU3BOJUTH CTPYKTYPHYIO CHCTEMaTH3aLHUIO JIET;
OCYIIECTBIISITh TEXHUYECKYI0 00paboTKy W moinHOe oOQopMIIeHHE [Nl IOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XpaHCHHS;
COCTaBJISATh OIHKCH JIJ IOCTOSHHOTO W BPEMEHHOTO CPOKOB XPAaHEHUS B COOTBETCTBHU C
ACUCTBYIONIMMH HOPMATHBHO-METOJMYECKUMH JJOKYMEHTAMH.
1.9. CoTpyqHHK IOJDKEH O3HAKOMUTHCS C JOJDKHOCTHOM HHCTPYKIMEH JEeNONPOU3BOIUTENS B
COOTBETCTBHU C MPOYCTAHIAPTOM, MHCTPYKIMEH IO OXpaHe TpyAa s JIEIOTPOU3BOIUTEIIS
IIKOJIBI, 3HAaTh U COOJIIOJIaTh YCTaHOBIICHHBIC MPaBHiIa M TPEOOBAHUS OXPaHBI TPY/AA U MOKAPHOU
0e30MacHOCTH, TMpaBWiIa JIMYHOW THTCHMEHBl M THIHEHBl Tpyga B 00IIeoOpa3oBaTeIbHON
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OpraHu3aluu.
1.10. Ienonpon3BoguTENb OKEH IPOUTH 00yUeHUE U UMETh HaBbIKM OKa3aHUsI IEPBOM MOMOIIU
MOCTPaZaBIINM, 3HATh MOPSAOK JEHCTBUN MPU BO3SHUKHOBEHUU TI0Kapa WM UHOU Ype3BbIYaiiHON
CUTYallMU U 3BaKyalluu B 0011e00pa3oBaTeIbHON OpraHU3aIuu.

2. TpynoBbie pyHKIMH

K OCHOBHBIM byHKIMSAM JIeJIONPOU3BOJIUTEIS OTHOCSITCSI:
2.1. JoxymeHTallMOHHOE oOecreyeHne IesATENbHOCTH O0011e00pa30BaTeIbHOTO YUPEKACHHUS:
2.1.1. Opranuzanus paboThI c JIOKYMEHTaMH.
2.1.2. Opranuzanus TEKYIIEro XpaHEHUs JIOKYMEHTOB.

2.1.3. Opranuzaiys 00pabOTKH e 1)1l MOCISYIOIIEro XpaHEHUSI.

3. JI0JIZKHOCTHBIE 00SI3aHHOCTH

J1lenonpor3BoAUTENb B IIKOJIC OCYIHICCTBIIACT BBIITOJIHCHHC 00s13aHHOCTEH:

3.1. B pamkax TpynoBo# (hVHKIIMHA OPraHU3aIUA PAOOTHI C TOKYMEHTAMU:

IIPUEM U IIepBUYHAs 00pabOTKa BXOIAIIUX TOKYMEHTOB;
MIPEIBAPUTENIBHOE PACCMOTPEHHE U COPTUPOBKA JOKYMEHTOB HA PErUCTPUPYEMbIE M HE
pPETUCTPUPYEMBIE;
MOJIrOTOBKA BXOASAIIMX JOKYMEHTOB Il PACCMOTPEHUSI JUPEKTOPOM ILKOJIbI;
perucTpanus BXOASIMUX JOKYMEHTOB;
OpraHu3alus JOCTaBKU JOKYMEHTOB UCIIOIHUTENSIM;
BeJIeHHe 0a3bl JAHHBIX JOKYMEHTOB 00I11€00pa30BaTEeIbHOTO YUPEKICHUS;
BeJleHUEe MHPOPMAITMOHHO-CIIPABOYHOMN pabOTHI;
00paboTKa U OTIPAaBKa UCXOSAIINX TOKYMEHTOB;
opraHuszanusi padOThl IO PErUCTpPallMU, YYETy, XPAHEHHUIO M IepeJade B COOTBETCTBYIOILLUE
CTPYKTYpPHBIE MOJpa3eJI€HNs JOKYMEHTOB TEKYIIETO JI€JI0INPOU3BOCTBA;
KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB B 00111€00pa30BaTEIbHOM YUPEKICHHUH.
3.2. B pamkax Tpyn0Bo#l QyHKIIMY OpraHu3aluy TEKYIIEro XpaHeHUs JIOKYMEHTOB:

pa3paboTKa HOMEHKJIATYPHI A€ 001Ie00pa30BaTEIILHOTO YUPEK ICHHS,

NpOBEpKa MPaBUIBHOCTH O(GOPMIICHHUS JTOKYMEHTOB U OTMETKH 00 WX WCIIOJIHCHHU IEepe]] UX

(GOpMHUPOBAHUEM B JICJIO JIJIS MIOCIICAYIONIETO XPAHCHUS;

(bopMyTUPOBAHHUE 3ar0JIOBKOB JIC U ONPEICICHUE CPOKOB UX XPaHCHUS;

dbopmMupoBaHUe J1eT;

KOHTPOJIb TIPABUJILHOTO U CBOEBPEMEHHOTO PACIIPE/ICIICHUS M MOAIITMBKY JOKYMEHTOB B JiejIa.
3.3. B pamkax Tpy/10BOd QyHKIMH OpraHu3aiiiu 00paOOTKH JIeJ IS MOCISAYIOIIEro XPaHSHHMS:

MPOBEPKAa CPOKOB XpaHEHHUs JTOKYMEHTOB, COCTaBJIGHHE IPOTOKONA PabOThl SKCHEPTHOU
KOMHUCCHM TIO TOJATOTOBKE JOKYMEHTOB K XPAaHEHHUIO, aKTa O BBIJICJICHUU K YHHYTOKECHUIO
JTOKYMEHTOB, HE MOJIJIEKAIIUX XPAHECHHUIO;

COCTaBJICHUE BHYTPEHHEW OMUCH e JIJIs 0CO00 IEHHBIX JIOKYMEHTOB IIKOJIbI;

oopmIIEeHHE JIeNT TOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHUS,

odopmiieHHE 00JIOKKH JEI TOCTOSTHHOTO, JIOJITOBPEMEHHOT'O CPOKOB XpPaHEHHUS;

COCTAaBJICHUC OITMCHU ACIT TOCTOSAHHOTO, JOJITOBPEMCHHOT'O CPOKOB XPAHCHUS
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e Iiepeaaua el B apXuB 0011e00pa30BaTEILHOTO YUPEIKICHUS.

3.4. Opranu3oBbIBaeT BHEJpEHHE, BeJeHUE (B TOM YHCJIE aBTOMAaTU3MPOBAaHHOE) U Pa3BUTHE
CUCTEM JOKYMEHTAIIUH, BKJTFOYAsI AIIEKTPOHHbBIE JOKYMEHTBI.
3.5. Bmecte ¢ aaMUHHUCTpalMel WIKOJIBI MOATOTABIMBAET OTYETHbIE JOKYMEHTBI JIJIst
BBIIIECTOSIINX OpraHu3aluH, TOTOBHT ciry>keOHbIe UChMa, CIIPaBKH.
3.6. Bexer mpuem mocTymaromeil Ha UMs JAUPEKTOpa MIKOJIBI KOPPECTIOHIAECHINH (3JIEKTPOHHOU
MOYTHl), PETUCTPUPYET €€ U BBIIOJHACT CHUCTEeMATHU3AlMI0 COTJIACHO TMPHUHITOMY B
0011e00pa3zoBaTeNbHOM YUPEKACHUHN TTOPSIIKY, ITOCIIE €€ PACCMOTPEHHSI JUPEKTOPOM MEPEIAET IO
HA3HAYEHUIO MCTIOJIHUTEISAM JIJIsl IPUMEHEHUS B XOJ€ UX JIeATEeIbHOCTH WM MOATOTOBKU OTBETA.
3.7. Bener NOCTOSHHBIA Yy4yeT, KApTOTEKY MPOXOXKACHHUS JAOKYMEHTOB, KOHTPOJUPYET HUX
WCIIOJIHEHUE, BbIJAeT TpeOyemble CHpPaBKH IO  3apEerUCTPUPOBAHHBIM  JIOKYMEHTaM.
3.8. BeInoaHseT OTIpaBKy UCIIOJIHEHHON KOPPECIIOHACHIIMM aJipecaTam, BeAET YUeT MOoIy4yaeMoil
U OTIIPABIISIEMON KOPPECTIOHACHIINH, CUCTEMAaTH3UPYET U XPAaHUT JOKYMEHTHI TEKYIIETO apXHBa.
3.9. 3anumaercs oopMIIEHHEM TPYAOBBIX TOTOBOPOB H JIMYHBIX JIE], YCTPAaUBAIOIINXCS HA paboTy
COTPYAHHUKOB, 0OpabaThiBaeT W OQOPMIIET TNepeAady JHMYHBIX e COTPYJHHUKOB B apXUB.
3.10. dopmupyer JMYHBIC nena YUEHHUKOB, 00yJarommxcst B IIKOJIE.
3.11. OcyliecTBiseT y4eT 00ydJaromuxcs JILFOTHBIX KaTErOpuid.
3.12. Begetr KHUTH MPUKA30B, MeYaTaeT MPUKA3bl IO OCHOBHOM AESTEIBHOCTH, UHBIE MPHUKA3bI.
3HAKOMHUT COTPYJHUKOB IIKOJIbI C TMpUKa3aMd 1O TMOANHUCH B JIEHb WX H3JaHUS.
3.13. CormacHo pacnopsiKeHUsIM JUPEKTOpa WIKOJbI TedataeT U odopmisieT TpeOyemyro
JOKYMEHTALUIO JUIA BEICHHS Y4eOHO-BOCTIMTATEIBHON MEATENbHOCTH B IIKOJIE, BBIOTHEHHS
rOZI0BOTO TUTaHa.
3.14. BemmonHsgeT paboTy MO CO3AAHUIO CIIPABOYHOIO armapara Mo JOKYMEHTaMm, 00ecreynBaeT
yA0OHBIN u OBICTPBII ux TIOUCK.
3.15. 3anumaerca cO0OpoM HEOOXOAMMBIX MATEPUANIOB I MOATOTOBKH COBELAHUN paOOTHHUKOB
IIKOJIbI, OMOBEIICHHMEM YYAaCTHMKOB O BpPEMEHH, MeCTe, IOBECTKE JHS COBEIIAHUS M HUX
perucTpauuen.

3.16.  SIBasieTcst  cekpeTapeM  aIMUHUCTPATUBHOIO  COBELIAHUS  MpPU  JAUPEKTOpPE
001eo0pa3oBaTeILHOTO YUPEIKICHHS.
3.17. B rpaHunax cBoel KOMIETEHIMM YYacTBYEeT B COCTaBJIE€HHUU IPOrpaMMbl pa3BUTHS
JeTOTPOU3BOJICTBA 00IIE00PA30BATENFHOTO YUPEXKICHUS, BHOCUT MPEIJIOKEHHUS 10 BOMPOCAM
YCOBEPIICHCTBOBAHUS JeTOTPOU3BOJICTBA 0011e00pa30BaTENILHOTO YUPEKICHHS.
3.18. OGecmneuynBaeT 3alUTy MpaB U CBOOO AETei, poauTesel (3aKOHHBIX MPEACTaBUTENEH) TPU
o0paboTke MepPCOHATBHBIX JTAHHBIX (mamee — [10).
3.19. Ilpu ucnoNb30BaHUU DJIEKTPOHHOTO 0OOPYIOBaHUS, B TOM 4YHCIIEe KJIABUATYpPbl U MBbIIIH,
€XKEIHEBHO J1e3MHPUIUPYET MX B COOTBETCTBUU C PEKOMEHIAIUSMHU MPOU3ZBOJIUTENS JTUOO C
UCTIOJIB30BAHUEM DPACTBOPOB WM caleTOK Ha CIHUpPTOBOM ocHoBe (He MeHee 70% cmupra).
3.20. Jlenonpou3BOAUTENb B WIKOJIE CTPOro COOJIOJAET CBOK JOJKHOCTHYIO HHCTPYKLHMIO,
pa3paboTaHHyI0 1O TPOQPCTaHIAAPTY, NPOXOIUT NEPUOAUYECKUE MEIAULIUHCKAE OCMOTPBHI.
3.21. Ctporo coOmroaeT KOH(DHUIEHITNATFHOCTD IEPCOHATBHBIX TAHHBIX M TPEOOBAHUS 110 3aITUTE



u OesonacHoctr I1J] mpm mx oOpaboTKe, HEJOMyIIEHHE HMX paclpoCTpaHEHUs Oe3 coryiacus
cyowekra [1/] nim Hanmu4us Apyroro 3aKOHHOTO OCHOBAHUSI.

4. IIpaBa

HCHOHDOI/BBOHI/ITCHL IIKOJIbI HUMECT ITOJIHOC IIpaBo.

4.1. IlpuauMaTh ydacTHe B YHpPaBICHHH OOIIE0Opa30BaTENbHBIM YUYPEKJACHUEM B TOPSIKE,

YCTAHOBJICHHOM YcraBoM.
4.2. Ha paGodee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUAM OXPaHBI TPYJaA M MOXKAPHOU
0€301aCHOCTH.

43, Ha 3aIIUTy cBOEH npodeccuoHaIbHON YeCTH u JIOCTOMHCTBA.

4.4. Ha nepenauy JOKYMEHTOB JJIsl HCIIOJHEHHS ¥ Ha TPEOOBAaHHE OT UCIOJHHUTEICH rPaMOTHOTO
u PAaBUJILHOTO oopmaeHwUsI TpeOyeMbIX JOKYMEHTAJIbHBIX MaTepHAJIOB.
4.5. Ha 3anpaimivBanue OT a JMUHHCTPALIAH IIKOJIbI, TOJyUYEeHUE U MPUMEHEHNE HH(DOPMAIIMOHHBIX
MaTepUAJIOB, HOPMATUBHBIX U MPABOBBIX JTOKYMEHTOB, HEOOXOIUMBIX ISl BBIITOJHEHHS CBOUX
JIOJDKHOCTHBIX 00s13aHHOCTEN.
4.6. 3HAKOMUTBLCS CO BCEMH UMEIOIIMMHUCS MaTepHallaMd €ro JMYHOrO JeJia, OT3bIBAMH O CBOCH
paboTe, kai00aMu ¥ HHBIMU TOKYMEHTaMH, OTPaKalOIMMH OLIEHKY €ro TPYy/1a, IPEeI0CTaBIIATh 10
HUM [TOSICHEHHS.
4.7. Ha mopalibHOE W MaTepHaIbHOE IMOOIIPEHHE, Ha CBOEBPEMCHHYIO M B IOJHOM OOBeMe
BBIIIATy 3apa0O0THOW IUIAaThl, a TaK)Ke Ha 3allUTy COOCTBCHHBIX HMHTEPECOB W HHTEPECOB

COTPYJIHUKOB LIKOJIBI.
4.8. Otka3zatbCs OT BBINOJHEHHS pabOT MPU BO3HUKHOBEHWH YIPO3bI XKU3HU U 370POBBIO
BCJIEICTBHE HapyLIEeHUS TpeOoBaHU o oXpaHe TpyJa.
4.9. [TocTositHHO MOBBIIIATh CBOIO npodeccuoHaIbHYO KBaJIU(PUKAIHUIO.

4.10. Ha 3amuty cBouX mpo(ecCHOHAIBHBIX HHTEPECOB CAMOCTOATENIBHO U (MJIK Yepe3 3aKOHHOTO
MpeACTaBUTENsA, B TOM 4YHCIE aJiBOKaTa), B Ciydae IUCIHUIUIMHAPHOTO WM CIYXKEOHOTO
pacciefoBaHuUs, CBSI3aHHOTO C HECOONIOJEHHEM HOpM TmpodeccuoHanbHONM JTUkM. Ha
HEepas3rJaneHne JTUCHUIUIMHAPHOTO  (CIy:KeOHOT0)  paccliefOBaHMs, WCKIIoYas Cilydau
MPEyCMOTPEHHBIE 3aKOHOM.
4.11. Ha Bctymnenue B mpo(coro3bl I 3alUThI CBOMX TPYAOBBIX IpaB, CBOOOM M 3aKOHHBIX
nHTepecoB. Ha  mosydeHune  COUMANBHBIX  TapaHTUW W JIBIOT, MPEAYCMOTPEHHBIX
3akoHOAaTeIbCTBOM Poccuiickon Denepanuu.

5. OTBeTCTBEHHOCTDH

5.1. 3a HEBBINOJIHEHNUE WIIM HAPYIIEHUE TaHHOM JOHKHOCTHOM MHCTPYKLUU J1€TOTPOU3BOAUTENS
B IIKoje, YcTtaBa u [IpaBui BHYTpEHHEro TPyIOBOTO pacHopsiKa, 3aKOHHBIX PacHOpsKEHUN
JUPEKTOpa IIKOJIbl M JIPYTUX JOKAIbHO-HOPMATUBHBIX aKTOB, a TaKXKe 3a MPUHATHE PELICHUH,
MOBJICKIIMX HapyUIeHUE Y4eOHO-BOCHHUTATENbHBIX OTHOLIEHUH, JeJONpPOU3BOAUTENb HECET
TUCIIUTUIMHAPHYIO OTBETCTBEHHOCTH B MOPSI/IKE, YCTAHOBICHHOM TPYJ0BBIM 3aKOHOIATEITLCTBOM
Poccuiickoit denepannu.
5.2. 3a mpuMeHeHue, 1axe OAHOKPATHO, CIOCOOOB BOCITUTAHWS, BKITFOUAIOIINX B ce0st (hU3mIecKoe

U (WIM) TICUXOJIOTMYECKOE HACWIMe HaJ JIMYHOCTBIO PEeOEHKa, JIeTONpPOU3BOAUTENL MOXKET
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0CBOOOKIATHCS OT 3aHMMAEMOM JTOJPKHOCTH COTJIACHO TPYI0BOMY 3aKOHO1aTeIbCTBY Poccuiickoii
®denepanuy. YBOJIBHEHUE 3a TAaKOM MOCTYNOK HE MNPUHUMAETCA 3a MEpPY JAUCHUIUIMHAPHOW
OTBETCTBECHHOCTH.

5.3. Hecer aucuuiinHapHy0 OTBETCTBEHHOCTh 33 COXPAHHOCTh JIOKYMEHTAIIMU, HAXOIAIIeCs B
KaOuHere TIEIIOTIPOU3BOTUTESL.
5.4. IlpuBnekaercss K AUCIHUIUIMHAPHOM OTBETCTBEHHOCTH 3a pas3riallleHHe CIIyKeOHOU u
KoH(pUIeHITMANbHOW WHMOpManuu, WHOOPMAIMK O TEPCOHATBHBIX JAHHBIX COTPYIHUKOB U
00y4arommxcs 001eo0pa3oBaTeILHOTO YUPEIKICHHS.
5.5. 3a HapyIieHue mpaBuWiI MOKapHOU 0€30MaCHOCTH, OXPaHbl TPY/Aa, CAHUTAPHO-TUTHEHUIECKUX
HOPM W TMpaBWi JICJIONPOW3BOJUTENb  MOXKET TNPHUBIEKATHCS K  aJIMUHUCTPATUBHOU
OTBETCTBEHHOCTM B TIOpSIAKE M B Cly4asix, YCTAaHOBJICHHBIX aJMHHUCTPATUBHBIM
3aKOHO/1aTEJILCTBOM Poccuiickoit denepanuu.
5.6. 3a n1r060e BUHOBHOE MPHUYMHEHHE O0IIE00pa30BaTEIbHOMY YUPEKICHUIO WM YYaCTHUKAM
00pa30BaTENIbHBIX OTHOIIECHUH ymiepOa (B TOM 4YHCIE MOPAIBLHOTO) B CBS3U C BBIMOJTHECHUEM
(HEBBITIOJTHEHHEM) CBOMX MPSIMBIX JOJKHOCTHBIX OOS3aHHOCTEH JEIONMPOU3BOIUTEND IIKOJIBI
HECET MAaTepUalibHYI0 OTBETCTBEHHOCTb B MOPSJKE U B IMpejenaxX, YCTAHOBIECHHBIX TPYAOBBIM U
(WK TpaKIaHCKUM 3aKOHOATeNIbcTBOM Poccuiickoit deneparuu.

6. Bzaumoornomenusi. CBsizu no JOJIZKHOCTH

enonpouszeooumens WIKOTBL:
6.1. Jlenonpon3BoAUTEINh BEITIOIHSAET PabOTy COTIIACHO rpaduKy, COCTaBIeHHOMY ¢ yueTrom 40-
9acoBoil paboueil HelemH, U yTBEPKACHHOMY TUPEKTOPOM 00IIe00pa30BaTENFHOTO YUPEKACHHS.
6.2. [ToctosiHHO OOMeHMBaeTCS MH(OPMAITHEH IO BOIPOCaM, OTHOCSAIIIUMCS K €r0 KOMIIETEHITUH,
C aJAMHUHHCTpalueil, Oyxrantepuei, MeaarorndyeckuMu pabOTHUKaMU U OOCTYKHUBAIOIIMM
MEepPCOHAJIOM  IIKOJBbL, €  POAUTENSIMU  JAeTed  (IuIaMd  UX  3aMEHSIOIIUMU).
6.3. TlonyyaeT ot nupekTopa 0011e00pa30BaTEILHOTO YUPEKAECHUST HH(OPMAIIMI0 HOPMAaTUBHO-
MPaBOBOTO W OPraHU3AIMOHHOTO XapakTepa, 3HAKOMUTCS IOJ MOANUCH C HEOOXOIUMBIMHU
JOKYMEHTaMHU.

6.4. BoBpemMst cooOmIaeT MUPEKTOPY IIKOJBI U €ro 3aMeCTUTENsIM 00 MH(pOpMaIuu, MpUKa3ax,
pacIoOpsDKEHUSAX WM WHOM  JIOKYMEHTAallMW, IIOCTYNMBIIEH II0  JJIEKTPOHHOM  IIOYTE.
6.5. HUudopmupyer pumpekropa (MpuU OTCYTCTBHM — HHOE JOJDKHOCTHOE JHI0) O (akTe
BO3HUKHOBEHMSI  TPYMNNOBBIX HMHPEKUMOHHBIX U  HEUMHQPEKIHOHHbIX 3aboneBaHUl B
oOureo0pa3oBaTeIbHON ~ OpraHU3alluM, 3aMECTHTENs JUpeKTopa IO  aJMUHUCTPAaTUBHO-
XO3SIUCTBEHHOM YacTu — 00 aBapUHHBIX CUTyalMsX B pabOTe€ CHCTEM 3JEKTPOOCBEIIEHUS,
MEePCOHAJIBHOTO  KOMIBIOTEPA M  HMHOM  OPITEXHUKH, OTOIUIEHHWS W  BOJAOIPOBOJA.
6.6. Bo BpeMs OTCYTCTBHUSI [EIONPOU3BOAMUTENST €ro OOS3aHHOCTU BBIMONHIET COTPY/IHUK,
uMerommid Bce Tpelyromuecs: npodeccnoHanbHble 3HAHUS, YMEHUS M HABBIKH, Ha3HAUCHHBIH
MIPUKA30M JUPEKTOPA IKOJbI. JJaHHBINA COTPYHUK IPUOOPETAET COOTBETCTBYIOLIUE IPABA U HECET
MOJTHYIO OTBETCTBEHHOCTD 32 KAYECTBEHHOE BBITIOJHEHNE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

7. 3akJII09YUTEeIbHbIE MOJI0KEHUS



7.1. O3HakOMIIEHHE JEJIONPOU3ZBOAUTENS IIKOIbl C HACTOAILIECH JOJMKHOCTHOM HHCTPYKIIMEH,
pa3paboTaHHON C ydeToM mpodcTaHaapTa, OCYIIECTBIsACTCS NpH Mpueme Ha pabdoty (110
MOANHUCaHUS TPYAOBOTO JIOTOBOPA).
7.2. OnuH SK3EMIUISIP JOJDKHOCTHOW HMHCTPYKIIMHM HAXOOUTCA y paboTomaTelns, BTOPOH — y
COTPYIHHUKA.

7.3. ®DakT O3HAKOMJICHHUS JEJIONPOU3BOJIUTENSI C HACTOSALIEH JOHKHOCTHOW WHCTPYKLHUEH
MOATBEPKIACTCA MOAMUCHI0 B OK3EMIUISIPE JIOJDKHOCTHOW MHCTPYKIMM, XpaHSIIEMCS Yy
paboTonmares, a TAKXKe B )KypHaJIe O3HAKOMIICHHUS C JOHKHOCTHBIMHU HHCTPYKITUSIMU.

HHondcnocmuyro unempyKyuro pazpabomai: / /
C  001CHOCMHOU ~ UHCMpPYKYUel  O3HAKOMAeH (a), OOuH JK3eMHIAp  noayyun  (a).
« _» 202 T / /
MopnucaHo
MexupoBa . 0.0
TaMapa NOAMUCHIO:
Mexunposa Tamapa
XoX- Xox-AxmepoBHa
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