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I[OJI)KHOCTHaﬂ HHCTPYRKIMA TCJTONPONU3IBOAUTEIS INKOJbI

1. O01Me moJI0KeHu st

1.1.  JlaHHas OONHCHOCMHAA — UHCMPYKYUS — Oelonpou3eooumens 6 WKoJe COCTaBlieHa Ha
ocHoge IIpogcranaapra 07.002 «Cnenuaauct N0 OPraHu3alMOHHOMY M JOKYMEHTALMOHHOMY
ol0ecreyeHNI0 YNIPaBJICHUs] OPraHU3alnuei», YyTBEP)KIEHHOro npuka3oM MuHUCTEpCTBa Tpyna u
conmanbHou 3amuThl Poccuiickoit @eaepaunu Ne 3331 ot 15 urons 2020 r; ¢ yuetom PenepanbHOro
3akona Ne273-®3 ot 01.12.2012r «O06 obpazoBanuu B Poccuiickoii @enepanun» B peakiuu ot 25
utons 2022 rona; CII 2.4.3648-20 «CaHUTapHO-3IIMIEMUOJIOTMUECKHE TPEOOBAHUSI K OpraHU3alusiM
BOCIIMTAHUS U OOY4YEHMsI, OTAbIXa U O3JIOPOBJICHUS JI€TEH M MOJIOJEKH»; COrJacHO TpyaoBoMy
Konekcy Poccniickon ®enepanuy 1 MHBIM HOPMaTUBHBIMU aKTaMU, PETIAMEHTUPYIOIIUM TPYAOBBIE
OTHOIIECHHUS MEXIY paboTHUKOM " paboTonarenem.
1.2. Hacrosimas oonorcnocmnasn UHCMPYKYUSL oenonpouzgooumens UWIKOTbL no
npogcmanoapmy yCcTaHaBIMBaeT (YHKIHUOHAJIBbHbIE OOS3aHHOCTH, IpaBa U OTBETCTBEHHOCTh
COTpYIHHKA, 3aHMMAIOILETO B 00111e00pa30BaTeNbHOM OpraHu3alyu JOJIKHOCTh
JEJI0ONPOU3BOIUTEIS.

1.3. Ha JOJIXKHOCTD ACJIOIIPOM3BOAUTCIA MOXKET HA3HAYATHCA JIUIIO.

e HUMEKINEE CpelHee NPOQPEecCHOHANIBbHOE 00pa3oBaHME, MPOLIEANIEe MPOrpaMMbl IOATOTOBKU
KBaJIM(ULMPOBAHHBIX pPabOUUX, CITYXKAIIHX;

e COOTBETCTBYyIOIIEE TPeOOBAHUSAM, KACAIOUIMMCSA TPOXOXKACHUS TIpeIBapUTENIbHOTO (TpU
NOCTYIUIGHUM Ha paboTy) W NEepUOJUYECKUX MEIUIMHCKHX OCMOTPOB, BHEOUEPEIHBIX
MEIUIIUHCKIX OCMOTPOB IO HAIpaBJIEHHIO paboTojaTens, MpohecCHOHATIBHOW THTHEHUYECKOM
MOJTrOTOBKU M aTTecTaluy (Ipu preMe Ha paboTy U Jajee He pexxe 1 pa3a B 2 ros1a), BaKIIMHALINY,
a TaK)Ke MMeIoIIlee JINYHYI0 MEAUIIMHCKYIO KHIKKY € pe3yJIbTaTaMHi MEAUIIMHCKUX 00CIIeT0OBaHHM
U J1a00OpaTOPHBIX HCCIEIOBAaHHUM, CBEJEHUSIMU O TMPUBUBKAX, NEPEHECEHHBIX HHQEKIMOHHBIX
3a00JIeBaHUSAX, O TIPOXOXKIEHUHU MPOPECCUOHATLHOW TMTMEHNYECKON MOATOTOBKU U aTTECTALlUU C
JIOTTYCKOM K pa0oTe;

e HE HMeEIolllee OrpaHMYeHUH Ha 3aHATHE TPYAOBOM JAEATEIBHOCTBIO B cdepe o0pa3oBaHUS,
U3J0XKeHHBIX B crathe 351.1 «OrpaHuueHuss Ha 3aHATHE TPYJOBOH JEATEIBHOCTHIO B cepe
0o0pa3oBaHUs, BOCIUTAHMSA, PA3BUTHS HECOBEPIICHHOJETHUX, OPraHM3aLUU HX OTAbIXa H
03/I0pPOBJICHUS, MEIUIMHCKOTO  00ecneueHus,, COLHMaTbHOM 3alUThl ¥  COLUAIBHOTO
o0cCily’)KuBaHUs, B cepe NETCKO-IOHOLIECKOrO CHOPTa, KYJIbTYpbl M HMCKYCCTBA C Y4aCTHEM

HECOBEpILIeHHOJIETHUX» TpyaoBoro konaekca Poccuiickoit deaepanuu.



1.4. Jlenmompou3BoauTeNsi Ha3HauYaeT M OCBOOOXKIAeT OT 3aHUMAEMOM JIOJDKHOCTH ITUPEKTOP
001eo0pa3oBaTeIbHON  OpraHU3aM B TMOpsAKe, ycTraHoBleHHOM TpyaoBeiM Komekcom
Poccuiickoit ~ ®denmepau U TPYAOBBIM  JIOTOBOPOM  (KOHTPAKTOM) €  pabOTHUKOM.
1.5. Jdenonpon3BoAUTENh OTHOCUTCS K KaTErOpUM TEXHUYECKHX HCIIOIHHUTENCH M HAaXOJIUTCS B

IPSIMOM MOJYMHEHUH Y TUPEKTOPA 00111€00pa30BaTENbHOIO YUPEKICHUS.

1.6. ﬂCJlOlIDOI/BBOLLI/YI‘CJlb B IIIKOJIC I[IpH BbITIOJIHCHH U JOJIDKHOCTHBIX 00s13aHHOCTEN

PYKOBOACTBYCTCA:

Koncturynueit Poccutickoit @eaepanuu;

[TopsinkoM opraHu3alMd M OCYIIECTBJIEHUS OOpa30BaTENbHON [€ATENbHOCTH MO OCHOBHBIM
o0mieo0pa3oBaTeIbHBIM MIPOrpaMMaM - 00pa3oBaTEIbHBIM IIPOrpaMMaM HadadbHOTO OOIIETO,
OCHOBHOTO 00IIIeT0 U cpeHero o0miero o0pa3oBanus, yrBepkaeHHbIM [Iprkazom MuHucTepcTBa
npocseuienust PO ot 22 mapra 2021 r. Ne 115;

®denepalibHBIM rOCYJIapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIapTaMU 00IIero 00pa3oBaHus;

CII 2.4.3648-20 «CanuTapHO-3MHIEMUOIOTUYECKUE TPEOOBaHMS K OpraHU3alusIM BOCITUTAHUS U
00y4YeHHsl, OTJBIXA U O3[IOPOBIICHUS JETEH U MOJIOJICHKI,;

aJIMUHHUCTPATUBHBIM, TPYJOBBIM U X0341HCTBEHHBIM 3aKOHO1aTeNbcTBOM Poccuiickoit @enepanuu;
MIOCTAaHOBJICHUSIMH, PACHOPSDKEHUSMH, MTPUKAa3aMH M MHBIMH PYKOBOJSIIMMU U HOPMAaTHBHBIMH
JIOKYMEHTaMU, OTHOCSIIIUMUCS K BEJICHUIO JEJI0NPOU3BO/ICTBA;

CTaHJapTaMH YHU(DUIIUPOBAHHON CHCTEMBI OPTaHN3alMOHHO-PACTIOPSIUTEIHHON TOKYMEHTAIINY;
npasuiiaMu opdorpapuu U MyHKTYyaluu;

paBUIaMy pabOThl Ha KOMIIBIOTEPE U HHON OPTTEXHUKE;

OpaBWIaMd M HOPMaMH OXpaHbl TpyAa, MPOU3BOACTBEHHOM CaHMTApUU U  TOXKAPHOU
0e30IMacHOCTH;

VYcraBom u IlpaBunaMu BHYTpEHHErO TPYIOBOTO pacHopsiiKa, IPYTMMHU JIOKaJTIbHO-IIPABOBBIMU
aKTaMu o011e00pa30BaTEIbHOTO YUPEKIACHUS;

JTAHHOW JJOJDKHOCTHOW MHCTPYKIUEN U TPYJOBBIM JOTOBOPOM (KOHTPAKTOM);

KouBen1ueit o npaBax peOeHKa;

HHCTDVKIII/ICﬁ IO OXpPaHE TpyJa JJId ACTOIIPOU3BOANUTEIA IIIKOJIBI.

1.7. leaxonpon3BOAUTEND IIKOJBI 003aH 3HATEH CIEAYIOIIEE:

I'ocynapctBenHsbii crannapt Poccuiickoit denepanuu «/lesonpon3BoACTBO U apXUBHOE JIETIO»;
HOPMAaTHBHBIE TIPaBOBbIE aAKThl M HOPMATHUBHO-METOJIMYECKHE JTOKYMEHTBI, IOJOXKEHUS,
MHCTPYKIMU U UHBIE MAaTEPHUANIbl U TOKYMEHTHI IO BEACHUIO JEJIONPOU3BOJICTBA B IKOJIE;
COBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUU PAOOTHI C TOKYMEHTAMHU;

MOPSIIOK pabOTHI C JOKYMEHTAMH;

CXEMBI IOKYMEHTO000pOTa;

npaBuiia paboThl C BXOASIIUMHE, UCXOISIIIUMHA U BHYTPEHHUMHU JJOKYMEHTaMU;

MpaBuUJia OpraHu3aiuu U (GopMbl KOHTPOJIS UCHOTHEHUS JOKYMEHTOB B 0011€00pa3oBaTeIbHOM
YUPEKICHUU;

TUIOBBIE CPOKU UCIIOJHEHHUS JOKYMEHTOB;

MIPUHIIAITBI pA0OTHI CO CPOKOBOM KapTOTEKOM;

Ha3HA4YCHUEC U TEXHOJIOTHA TCKYIICTO N NPEAYITPEAUTCIIBEHOTO KOHTPOJIA;
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MpaBUJia COCTaBJICHUS AHAJIMTUYECKMX CIPABOK IO OpraHM3aliu paboThl ¢ JOKYMEHTaMU U
KOHTPOJTIO UCTIOJTHEHUS JOKYMEHTOB;

IpaBuJia TIOKYMEHTAlMOHHOTO O0ecTieueHusl IeATEIbHOCTH 0011e00pa30BaTeIbHOTO YUPEKACHHUS,
BU/JIbI JOKYMEHTOB, UX Ha3HAUYCHUE;

TpeOOBaHUs, MPEABABIAEMbIE K JOKYMEHTaM B COOTBETCTBUM C HOPMAaTUBHBIMM aKTaMU H
roCy/1apCTBEHHBIMU CTaHIapTaMHU;

npaBUiIa COCTaBlIeHUS W OQopMIIEHUS WH(POPMALMOHHO-CIIPABOYHBIX, OPraHU3alMOHHBIX,
yIPaBIEHYECKUX JOKYMEHTOB;

mpaBUJia CO3JaHUSI M BeACHHUsS 0a3 JaHHBIX CIYXEOHBIX JOKYMEHTOB B 00pa30BaTeiIbHOM
OpraHu3aIuy;

CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000pOTa;

MpaBHUJIa U CPOKHU OTIIPABKU UCXOMISIINX IOKYMEHTOB;

TpeOOBaHUS OXPaHbI TPYJIa U MOXKAPHOI 0€3011aCHOCTH Ha paboyeM MeCTe;

METOMYECKHE PEKOMEH AU 10 BHIITOJIHEHUIO pabOThI € TOKYMEHTaMU B 00111€00pa30BaTeIbHbIX
YUPEXKJIECHUSX;

HOPSAJIOK KOHTPOJISL IPOXOXKIECHUS CITYKEOHOM TOKyMEHTallUK U MaTepUasos;

CTPYKTYpY 00111€00pa30BaTENIbHOTO YUPEKICHHUSI H COCTaB COTPYAHUKOB;

BUJbl HOMEHKJIATyp, oOmiye TpeOoBaHUS K HOMEHKJIAType, METOJMKa €€ COCTaBJICHUS H
odopMIIeHNS,

nopsnok ¢hopMmupoBanus 1 opopmiieHus aein, cnenudrka GopMUPOBaHUS OTACIBHBIX KaTErOpHii
ACI,

IIpaBHUJia XpaHEHUS JI€J, B TOM YHUCIIE C JOKYMEHTaMH OIrPaHUYEHHOI0 JOCTYIa;

IpaBHJIa BbIIa4M U UCIIOJIB30BaHUS JOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIET;

KPUTEPUN pa3/ieJIeHHs] JOKYMEHTOB Ha TpYIIIbl B COOTBETCTBHHM C IIEHHOCTHIO HH(pOpMAIHH,
COZIEPIKAILECHCS B HUX;

HOPSI0K CO3/IaHMsI, OPTaHU3aUH U JOKYMEHTUPOBaHMS pabOThl SKCIIEPTHOW KOMHCCHUH;
IpaBUjIa COCTABJICHUS U YTBEPXKIEHHS IPOTOKOIA PabOThl SKCIEPTHOW KOMUCCHH;

IIPaBWJIa COCTABIIEHUS M YTBEP)KIEHUS aKTa O BBIICICHUM [JOKYMEHTOB, HE MOMJIEKALIUX
XPaHEHUIO;

npaBuja TEXHUYECKOH OOpabOTKH M TOJHOTO OGOPMIICHUS e MOCTOSHHOTO U BPEMEHHOTO
CPOKOB XpaHEHUS;

IIpaBHJia COCTABJIEHUS OMMCHU JIEJ TOCTOSTHHOTO U BPEMEHHOI'O CPOKOB XPAHEHHUS B COOTBETCTBUU
C IEHCTBYIOIIMMH HOPMAaTUBHO-METOJUYECKUMH TOKYMEHTAMU;

npaBuia Mepeaayu JIesl B apXuB 0011e00pa30BaTeIbHOIO YUPESKICHNS,

npaBuiia UCOJIb30BaHuUs TenedoHa, hakca, Kcepokca, IpUHTEepa, CKaHepa, KOMIIBIOTEPa;
npaBuia paboOThl ¢ TEKCTOBBIMH PEJAKTOPaMM M DJIEKTPOHHBIMH TaOnuuamu, 0a30il JaHHBIX,
AIIEKTPOHHOM MOYTON, HHTEPHET Opay3epami;

TEXHOJIOTHIO CO3/1aHus1, 00pabOTKH, Iepeiayll U XpaHEeHUs Pa3INdHbIX JOKYMEHTOB;

MpaBuJia JEJI0BOI NMEPENrCcKH, COCTaBICHUS U Ha0opa JIENOBBIX MHUCEM C IPUMEHEHHUEM THIIOBBIX
00pasIioB.;

JIEJIONPOU3BOJICTBO U €TI0 BEICHUE;

TpeOOBaHUS MO0 COXPAHHOCTHU CIIY:K€OHOH MH(OpMAINH, 3aIIUTE TEPCOHATBHBIX JaHHBIX;



OCHOBBI OTUKH U ICTETHUKH;
npaBuJja JIeJI0BOTO OOIIEHUS;
MOPSIIOK OKa3aHMs IMEPBOM TOBpaueOHON TTOMOIIIH;

MOPSAIOK ICUCTBUI MPH MOXKAPE UIIU MHOW UYPE3BbIYAMHON CUTYyAIMH, YBAKYaIHH.

1.8. Jleaonpon3BOAUTEND IIIKOJIBI JOIKEH YMETD:

paboTatb cO BCEH  COBOKYMHOCTBIO  HMH(OPMAIMOHHO-JOKYMEHTAllUOHHBIX  PECYpCOB
0011e00pa30BaTEIBHOTO YUPEKICHUS:

MMOJIb30BATHCS CIIPABOYHO-IIPABOBBIMU CUCTECMAMU;

HOJB30BAaThCS  ABTOMATU3UPOBAHHBIMH ~ CHCTEMaMM  Y4YeTa, pPETHCTpAlliH, KOHTPOJIS U
UH()OPMAIIMOHHO-CIIPABOYHBIMHI CUCTEMaMU IIPH PadOTe € TOKYMEHTaMH IIKOJIBI;

INPUMEHATh COBPEMEHHBbIC HH()OPMANMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHUH Ui paboThHI ¢
JOKYMEHTaMH, B TOM YHCJIE JJIs €€ ONTUMH3AINH U TTOBBIIICHUS 3(PPEKTUBHOCTH;
OpPraHU30BBIBaTh PabOTy MO Y4YETy, XPAaHEHHUIO U Tepelade B COOTBETCTBYIOIIEE CTPYKTYPHOE
Hojpa3AeieHue JOKyMEHTOB TEKYIIEro JeI0NPON3BOJICTBA;

UCIIONIB30BAaTh HOMEHKIATYpy JIell IPHU H3YYCHHH CTPYKTYphl 00I11€00pa30oBaTebHOIO
yUpEeXJICHNUS, COCTABJICHUN OIKCEH Iel;

OpPraHM30BBIBaTh PabOTy 1O (OPMHUPOBAHMIO €I B COOTBETCTBUM C YTBEP)KICHHON
HOMEHKJIATYpOH JIeJI IIKOJIBI;

NPaBUJIBHO M CBOEBPEMEHHO (DOPMHPOBATH JOKYMEHTEHI B eI C YYE€TOM HX CIEIH(UKY;
CHCTEeMaTH3UPOBATh JOKYMEHTHI BHYTPH J€JIa;

o0OecnieunBaTh COXpPAaHHOCTh U 3aIIUTY JOKYMEHTOB 0011€00pa30BaTeIbHOIO YUpPEXKICHUS;
MMOJIB30BATHC NCPEIYHAMU JOKYMCHTOB U aHAJIM3UPOBATH q)aKTI/I'-IGCKOG COACPIKAHUC UMCIOIINXCA
B JieJie JOKYMEHTOB TIPH ONPEACIICHUH CPOKOB HX XPAHEHHS,

oopMIATH OOJOKKH JIeNT TIOCTOSHHOTO M BPEMEHHOTO CPOKOB XpPAaHEHHS B COOTBETCTBHU C
TpeOOBaHUSAMH rOCYIapCTBEHHBIX CTAH/IAPTOB;

POM3BOJIUTH CTPYKTYPHYIO CHCTEMAaTHU3alUIO JIe;

OCYILECTBIISATh TEXHUUECKYIO 00pabOTKY U 1MOJIHOE OPOPMIICHHE A€ ITOCTOSHHOT'O M BPEMEHHOTO
CPOKOB XpaHEHHS;

COCTABIIATh OIHKCH JEN TIOCTOSHHOTO W BPEMEHHOTO CPOKOB XPAHEHUS B COOTBETCTBUH C

HGfICTB}HOH.[I/IMI/I HOPMAaTUBHO-METOJUYCCKNMU JOKYMCHTAMHU.

1.9. CoTpynHMK AOKEH O3HAKOMHUTBCSA C JOJDKHOCTHOM WMHCTPYKUMEH JAEONPOU3BOAMTENS B

COOTBETCTBUU C MPOPCTAaHAAPTOM, HHCTPYKIIUEH IO OXpaHe TpyAa IS IeTOTPOU3BOIUTEIIS IIIKOJIHI,

3HaTb H COGJ’IIO)I&TL YCTAHOBJICHHBIC IIpaBUJIa U Tpe60BaHI/ISI OXpaHbl Tpylda H HO)KapHOﬁ

6C3OHaCHOCTI/I, ImpaBujia JINYHOM TMTHEHBI U TUTUEHBI Tpyda B OGm@OGp&SOB&TCHBHOﬁ OpraHu3anuu.

1.10. I[eJ'IOl'IpOI/BBOI[I/ITCJIB JOJIDKCH l'[pOfITH 06y‘-ICHI/IC 1 MMCTb HaBBIKHW OKa3aHHA HepBOﬁ IIOMOIIH

MnocTpagaBIInM, 3HATH IMOPAAOK JIeicTBuit IIpyU BO3HUKHOBCHUU I10XKaApa WA HHOH qpe3BBI‘IafIHOﬁ

CUTYallMHu ¥ 3BaKyallliu B 00111e00pa3oBaTeIbHON OpraHu3aliH.

2.

K

TpynoBble pyHKIUH

OCHOBHBIM b yHKIIISIM JIEJIOIIPOU3BOIUTENS OTHOCSTCS:

2.1. JloKyMEHTaIlMOHHOE OOeCIeUeHHue [EeATEIHbHOCTH 00Ie00pa30BaTeIbHOTO  YUPEIKICHHS:

2.1.1. Opranuzanus paboThI c JIOKYMEHTaMH.



2.1.2. Opranuzanus TEKYILETOo XpaHEHUst JIOKYMEHTOB.
2.1.3. Opranuzanus 00pabOTKH e IS TOCIEAYIOMIET0 XpaHSHUSI.

3. 10/12KHOCTHBIE 00513aHHOCTH

JIeJI0IIPOU3BOAUTEID B [IKOJIE OCVIIIECTBIISICT BBIIIOJIHCHHUE 00s13aHHOCTEN:

3.1. B pamkax TpyaoBoil (hVHKIIMKA OPraHU3aIii padOTEl ¢ IOKYMEHTAMU:

IpUeM U MepBUYHAs 00padOTKa BXOAIINX TOKYMEHTOB;

NpeIBapUTEIbHOE PACCMOTPEHHE W COPTUPOBKA JIOKYMEHTOB Ha PErHCTpUpyEeMble U He
PETUCTPUPYEMBIE;

IMOATrOTOBKA BXOAAIHNX JOKYMCHTOB AJId paCCMOTPCHUS JUPCKTOPOM IIKOJIBI;

peructpanuda BXoaAIUX JOKYMCHTOB,

OpraHM3anus JOCTaBKH JOKYMEHTOB HCIIOJHUTEIISIM;

BesieHHe 0a3bl JaHHBIX JJOKYMEHTOB 00IIe00pa30BaTeIbHOTO YUPEKICHNUS;

Be/ieHHEe MH(OPMAIMOHHO-CIIPAaBOYHON paboThI;

00paboTKa M OTIPaBKa UCXOSIIUX JTOKYMEHTOB;

opranm3anys padoThl MO PErHCTPAIlUH, Y4YeTy, XpaHEHHUIO W Iepeaade B COOTBETCTBYIOIIHEC
CTPYKTYpHBIE HOJPa3AEICHUS JOKYMEHTOB TEKYIETO AEI0NPOU3BOACTBRA;

KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB B 00111€00pa30BaTeIbHOM YUPEKACHUU.

32.B paMKax TDVHOBOﬁ d)VHKLII/II/I opraHm3alyy TCKVIICTO XPaHCHHUA JOKYMCHTOB.

pa3paboTKa HOMEHKJIATYpPHI Jell 0011e00pa30BaTeIbHOTO YUPEKICHUS;

MPOBEpPKa MPaBHWIBHOCTH O(OpMIIEHUS JOKYMEHTOB M OTMETKH 00 MX HCIOJIHEHUU Mepell UX
dbopMupoOBaHUEM B AEIO ISl MOCIEIYIOIIET0 XpaHeHUs;

dbopMynupoBaHUe 3ar0JIOBKOB JIeT M ONPEIEICHNEe CPOKOB UX XPaHEHUS;

dbopmupoBaHUeE NET;

KOHTPOJIb NPABUJIIBHOT'O U CBOCBPEMECHHOI'O paCpCaACICHUA U IMMOAIINBKA JOKYMCHTOB B J€Jia.

33.B paMKax TDVI[OBOﬁ d)VHKHI/II/I Oopraom3anmnmn O6D’d6OTKI/I ACJI IS TTOCJICAVIOMICTO XPAHCHU A

MPOBEPKa CPOKOB XPaHEHHUS JOKYMEHTOB, COCTABJIICHHE MPOTOKOJIA pa0OTHI IKCIIEPTHON KOMUCCHH

MO MOATOTOBKE TOKYMEHTOB K XPaHEHHIO, aKTa O BBIIEJICHUHM K YHHYTOXKEHHUIO IOKYMEHTOB, HE

MOJIEKALTUX XPAHEHUIO;

COCTaBIICHUE BHYTPEHHEW OMUCH JEN IS 0CO00 LIEHHBIX JOKYMEHTOB IIKOJIBI;

odopMIIeHHE AeN TOCTOSHHOTO, JJOITOBPEMEHHOTO CPOKOB XpaHEHHUS;

odopmieHre 00I0XKKH JIeJT TIOCTOSTHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPaHEHHS,

COCTaBJIEHUE OTIHCH JIT IIOCTOSTHHOTO, TIOJITOBPEMEHHOTO CPOKOB XpaHECHHUS;

nepeaaya JeNl B apXuB 00111e00pa30BaTEIbHOTO YUPEIKICHHUS.
3.4. Opranu3oBbIBaeT BHeIpEHHE, BeJIeHNE (B TOM YUCIIE aBTOMAaTU3UPOBAHHOE) U Pa3BUTHE CUCTEM
JIOKyMEHTAIlUH, BKJTIOUAst ANIEKTPOHHBIE JTIOKYMEHTBHI.
3.5. Bmecte ¢ agMuHHECTpAIUEH MIKOIBI MOATOTABIMBAET OTYETHBIE IOKYMEHTBI JIsl BBIIIECTOSIINX
OpraHHu3aIuii, TOTOBUT CITy)KeOHBIE MUChMa, CIIPaBKH.
3.6. Bener mpuem mocTynaromiei Ha MMsl JUPEKTOpa IIKOJIbI KOPPECHOHISHINH (IJIEKTPOHHOMN
MOYTHI), PETHUCTPHPYET €€ W  BBIIOJHSAET CHUCTEMATH3aIMI0 COTJACHO TMPHHIATOMY B
00111€00pa30BaTEIEHOM YUPEKACHUH TIOPSIKY, TTOCTIE €€ PACCMOTPEHUS TUPEKTOPOM IepeaacT 1o
HA3HAYCHUIO UCIIOJHUTEISIM Il IPUMEHEHHS B XOJIe UX NEATEILHOCTH MM TMOJATOTOBKH OTBETA.

3.7. Benmer MNOCTOAHHBIA YYe€T, KAPTOTEKYy MPOXOKIACHUA JTOKYMEHTOB, KOHTPOJHPYET MX



UCIIOJTHEHWE,  BblAaeT TpeOyemble CHOpaBKM MO  3aperUCTPUPOBAHHBIM  JTOKYMEHTaM.
3.8. BrInoyiHAET OTIPaBKy UCMOJHEHHON KOPPECTIOHICHIIMY aJipecaTtaM, BEIET y4eT MoJIydaeMon 1
OTIpaBJIsIeMON KOPPECIOHACHIIUY, CUCTEMATH3UPYEeT M XPAaHUT JOKYMEHTHI TEKYIIEro apxuBa.
3.9. 3anumaetcs opopMIIEHHEM TPYJIOBBIX JOTOBOPOB M JIMYHBIX J€J, YCTPauBaIOIIUXCs Ha paboTy
COTPYAHUKOB, 00OpabareiBaeT M OQOpPMISET Mepeady JIUYHBIX [eJI COTPYAHUKOB B apXWB.
3.10. ®dopmupyet JUYHbBIC nena YYEHHUKOB, o0yJaromuxcst B LIKOJIE.
3.11. OcyuiecTBisier yuer o0yJaromuxcs JBTOTHBIX KaTeropHil.
3.12. Bener KHUIM NPUKA30B, [€YaTAE€T IPUKa3bl 10 OCHOBHOM JEATEIbHOCTH, MHBIEC MPHUKA3bI.
3HAKOMHUT COTPYJHUKOB IIKOJBI C TpUKa3aMd TMOJ TMOANNCh B JIeHb UX HW3JaHUs.
3.13. CormnacHo pacHopsbKEHUSIM JTUPEKTOpa IIKOJbl 1mevyaTaer U odopmisier Tpedyemyro
JOKYMEHTAIMIO ISl BEJICHUS Y4eOHO-BOCHUTATENBHOM JAEATEIbHOCTH B IIKOJIE, BBIMOJIHEHHUS
TOJIOBOTO IUIaHa.
3.14. BemonHsieT paboTy MO CO3/aHUIO0 CIIPABOYHOTO ammapara Mo JOKYMEHTaM, 00eCIeunBaeT
y10OHBIN u OBICTPBII ux IIOUCK.
3.15. 3aHumMaercsi cOOPOM HEOOXOTUMBIX MATEPUAIOB JUIS MOATOTOBKH COBEIIAHHWNA PaOOTHUKOB

IIKOJIbI, OIIOBCHICHUCM Y4YaCTHUKOB O BpPEMCHH, MCECTC, IIOBCCTKC OHA COBCINAHHUA U HUX

perucTpamnuei.
3.16. SBnsercs ceKkperapemM aJMUHUCTPATUBHOI O COBelIaHus npu JTUPEKTOpE
0011e00pa30BaTEIHLHOTO YUPEKIACHUS.

3.17. B rpaHuuax cBoed KOMIIETEHLIMHM Y4YacTBYeT B COCTaBJIEHUHM IPOrpaMMbl pPa3BUTHS
JIeTTOTIPOU3BOICTBA  00IIE00Pa30BaTENILHOTO YUPEKACHUS, BHOCHT TPEIIOKEHHSI IO BOIPOCAM
YCOBEPIICHCTBOBAHUS JIeTTOTIPOU3BOICTBA 0011e00pa30BaTEILHOTO YUPEKICHUSL.
3.18. ObGecnieunBaeT 3alUTy MpaB U CBOOOJ AETeH, poauTenel (3aKOHHBIX NMpeACTaBUTENEH) pu
00paboTke MEePCOHATBHBIX JTAHHBIX (manee — I11).
3.19. IIpu uCHONBb30BAHUU 3JIEKTPOHHOTO OOOPYJOBaHUS, B TOM 4YHCJIE KIaBHATyphl U MBIIIH,
©KEHEBHO NE3MHUIMPYET HUX B COOTBETCTBHUM C PEKOMEHIALMAMHU TPOU3BOAMUTENS JHOO C
UCIOJIb30BAaHUEM DPACTBOPOB WM caleToK Ha CHUpToBOM ocHoBe (He MeHee 70% cnupTa).
3.20. /[lenmompou3BOAMTENb B IIKOJE CTPOro COOMIONAET CBOK JIOJDKHOCTHYIO MHCTPYKIIHIO,
pa3paboTaHHYl0 TIO TPOPCTaHAAPTY, TNPOXOTUT TMEPUOANYECKHE MEIUIIUHCKHE OCMOTPBI.
3.21. Ctporo cobmro1aeT KOH(DUACHIIMATBHOCTh IEPCOHATBHBIX JaHHBIX U TPEOOBAHUS 110 3aIIUTE U
6e3omacHoctu I1J] npu ux 06paboTke, HEJOMYILIEHNE UX paclIpocTpaHeHHs Oe3 coracus cyobeKkTa

[T/ vnm Hanm4us Apyroro 3aKOHHOIO OCHOBAHUS.

4. IIpaBa

JleJIoIIpOn3BOAUTEID IIKOJIBI HMEET MOJIHOE IPaBo:

4.1. TlpuHuMaTh ydacThe B YIpaBIEHHH OOLIE00pa30BaTEIbHBIM YUPEKICHHEM B MOPAJIKE,
YCTaHOBIICHHOM VYcrasom.
4.2. Ha pabouee MecTO, KOTOPOE COOTBETCTBYET BCEM TpPeOOBaHUSAM OXpaHbl TPyAa U MOKapHOU
0€30I1aCHOCTH.

4.3. Ha 3alIUTY cBoeH npodeccruoHaIbHON YECTH u JIOCTOUHCTBA.
4.4. Ha nepenauy JOKYMEHTOB JJIsl UCIIOJIHEHUS ¥ Ha TpeOOBaHHUE OT MCIIOJIHUTENEH TPaMOTHOTO U

IIPaBUIILHOTO oopmienus TpeOyeMBbIX JOKYMEHTAJIbHBIX MaTepHUaoB.



4.5. Ha 3ampamuBaHue OT aAMHUHHUCTPALUHU [IKOJIBI, TOJIyYeHHE U MPUMEHEHHEe MHPOPMAIMOHHBIX
MaTepHalioB, HOPMATHBHBIX W TPABOBBIX JTOKYMEHTOB, HEOOXOIUMBIX JUISI BBIIIOJHEHUS CBOHMX
JIOJDKHOCTHBIX 00513aHHOCTEH.
4.6. 3HaAKOMHUTBCS CO BCEMH HMMEIONIMMHUCS MaTepUalaMU €ro JIMYHOTO Jejia, OT3BIBAMH O CBOCH
paborte, xanmo0amMu U UHBIMU JJOKYMEHTAaMH, OTPAYKAIOIIMMH OIICHKY €ro TPYAa, MPEeIOCTaBIATh 110
HUM IIOSACHCHHUS.
4.7. Ha mopanpHOE ¥ MaTepUaibHOE IMOOUIPEHHE, HA CBOCBPEMEHHYIO U B IIOJIHOM 00bEME BBITUIATY
3apabOTHOM TUIATHI, @ TAKXKE HA 3aIIUTy COOCTBEHHBIX HHTEPECOB U MHTEPECOB COTPYAHUKOB IIKOJIBI.
4.8. OTKa3aThCsl OT BBHINIOJIHEHUS paOOT IPY BOSHUKHOBEHHUHU YTPO3bI )KH3HH U 3[I0POBBIO BCIICICTBHE
HapYIICHHUSI TpeOOBaHUI o OXpaHe Tpyaa.
4.9. [TocTosiHHO MOBBIIIAThH CBOIO poeCCHOHATTLHYIO KB (PUKAIIHIO.
4.10. Ha 3amuTy cBOMX MpOoeCCHOHATBHBIX UHTEPECOB CAMOCTOSTEIBHO U (MM Yepe3 3aKOHHOTO
NpeJCTaBUTENsI, B TOM 4YHCIE aJBOKaTa), B Cily4yae IUCHUIUIMHAPHOTO WM CIIY)KEOHOTO
paccienoBaHMs, CBS3aHHOTO C HECOONIOJEHHEM HOpM mpodeccHoHanbHON >TUkA. Ha
HEpasIIalleHue  JUCHUIUTMHAPHOTO  (CIYy)KeOHOro)  pacciieJoBaHUs, HUCKIIOYas  clydau
PEyCMOTPECHHBIE 3aKOHOM.
4.11. Ha BcrymieHue B mpodcoro3bl Jisl 3allMThl CBOMX TPYIOBBIX IpaB, CBOOOA M 3aKOHHBIX
uHTEepecoB. Ha monydeHne colMalibHbIX TAPAHTHI U JIBIOT, MPEIYCMOTPEHHBIX 3aKOHOIATEIbCTBOM

Poccuiickoit denepaiumu.

5. OTBeTCTBEHHOCTEL

5.1. 3a HEeBBINOJIHEHNE WU HAPYIIIEHHE JAHHON MOMKHOCTHOW MHCTPYKIIUHU JEIONPOU3BOIUTENS B
mkone, YcraBa u I[IpaBun BHYTpEHHEro TPYAOBOTO pAaCHOpsAIKa, 3aKOHHBIX pPacIOpsKEHUN
JUPEKTOpa IKOJIBI U JPYTUX JIOKATbHO-HOPMATUBHBIX aKTOB, a TAKXKE 3a NMPHHATHE PEIICHHM,
MOBJICKIINX ~HAPYIIEHUE Y4eOHO-BOCIUTATEIBHBIX OTHOIICHHMA, JCIONMPOW3BOJAUTEIh HECET
JTUCITUTUIMHAPHYIO OTBETCTBEHHOCTHh B IMOPSJIKE, YCTAHOBICHHOM TpyHAOBBIM 3aKOHOIATEIIHCTBOM
Poccuiickoi denepanuu.
5.2. 3a mpuMeHeHue, J1axke OJHOKPATHO, CIIOCOOOB BOCITUTAHM S, BKIIFOUAIOIINX B ce0s1 GU3NYECKOE U
(M) TICMXOJIOTMYECKOE HACWIMe HaJl JUYHOCThIO peOEHKa, JeJONPOU3BOJUTEND MOXKET
0CBOOOKIAThCSI OT 3aHMMAEMOU JTOJDKHOCTU COTJIACHO TPYIOBOMY 3aKOHOJATENbCTBY Poccuiickoit
Oenepanyiy. YBOJBHEHHE 3a TaKOM MOCTYNMOK HE MPUHUMAETCS 3a Mepy AUCIHUILTHHAPHON
OTBETCTBEHHOCTH.

5.3. Hecer nqucuMIUIMHAPHYIO OTBETCTBEHHOCTh 33 COXPAHHOCTh JIOKYMEHTAlMH, HAXOJSAILICHUCS B
KaOuHeTe JIETTIOTIPON3BOTUTES.
5.4. TlpuBnekaercss K JIUCHUIUIMHAPDHOW OTBETCTBEHHOCTH 3a pasMiallleHHue CIyXeOHOH u
KOH(pUICHIMATbHOW HHPOpMaIK, HHPOpPMAIMM O TMEPCOHANBHBIX MAHHBIX COTPYAHHUKOB U
o0OyJarmuxcs 0011e00pa3oBaTeILHOTO YUpEXKICHUS.
5.5. 3a HapyIlieHre mpaBuUil MOKapHOW 0€30MaCHOCTH, OXPAHbI TPYy/Aa, CAHUTAPHO-TUTHEHUIECKHIX
HOPM U TIPaBHIII JEIOMPOU3BOTUTENH MOXKET MPUBJICKATHCS K aIMUHUCTPATUBHON OTBETCTBEHHOCTH
B MOpSJIKE M B CIIy4asX, YCTAHOBJICHHBIX aJIMUHUCTPATUBHBIM 3aKOHOAATEIbCTBOM Poccuiickoit
®denepanuu.

5.6. 3a m000e BUHOBHOE MPHYUHEHHE OOIIE0Opa30BATCIIPHOMY YUPEKICHHIO WM YYaCTHUKAM

00pa3oBaTeNbHBIX OTHOMICHWH yiiepda (B TOM YHCIE MOPAJIBHOTO) B CBS3H C BBHITIOJIHCHUEM



(HEBBITIOJIHEHUEM) CBOUX MPAMBIX JTOJDKHOCTHBIX 00S3aHHOCTEH AENONPOU3BOAUTEND KOl HECET
MaTepuaibHyl0 OTBETCTBEHHOCTh B IMOPSJKE U B Ipejaenax, YCTAHOBJICHHBIX TPYIOBBIM U (WIIK)

rpak JaHCKUM 3aKOHOJaTeabCTBOM Poccuiickoi denepanum.

6. BzanmooTHomenusi. CBs3u 1o JOJKHOCTH

enonpouzeooumens WIKOJIbL:
6.1. Jlenonpou3BOIUTENb BBITIONHSAET PabOTy COMNIACHO TpaduKy, COCTaBICHHOMY ¢ ydeTroMm 40-
4acoBOUM pabouell Helelu, U YTBEPKIEHHOMY TUPEKTOPOM OO0IIe00pa30BaTEIbHOIO YUPEHKACHHUS.
6.2. [TocrossHHO OOMeHuBaeTcsi HH(OpMaIKel o BOMpOocaM, OTHOCSIIUMCS K €ro KOMIIETEHIINH, C
aMUHHCTpale, Oyxranarepueil, meAarorndyeckuMu pabOTHUKaMU U OOCITYKUBAIOUIUM
MEePCOHAIOM HIKOJIBI, C pOIUTENSIMU neTei (Tumamu ux 3aMEHSIOIINMHU ).
6.3. Ilomyuaer ot aupekTopa 00HMIE00pa30BATENHHOTO YUPEKACHUS WH(GOPMAIMIO HOPMATHUBHO-
NPaBOBOTO M OPTaHU3AIMOHHOTO XapakTepa, 3HAKOMHUTCS TI0J MOIHCh C HEOOXOIUMBIMHU
JOKYMEHTaMH.

6.4. BoBpems cooOmaeT IUPEKTOPY MIKOJIBI M €ro 3aMecTUTeNsiM 00 WH(pOpMaIluu, MpUKasax,
paclopsDKeHUSAX M WHOM  JOKYMEHTAllMHM, TOCTYNMBIINEH 1O  3JIEKTPOHHOW  TOYTe.
6.5. Huadopmupyer naupexropa (mpu OTCYTCTBUM — HHOE JOJDKHOCTHOE JHIIO) O (akTe
BO3HUKHOBEHHUS  TPYIIOBBIX  HMH(PEKIUOHHBIX ¥  HEMHPEKUHOHHBIX  3a0oyieBaHUN B
o0ieo0pa3oBaTebHOM  OpraHU3allid, 3aMEeCTHTeNs  JUPEeKTopa IO  aJAMHHHCTPATHBHO-
XO3SIMCTBEHHOM dYacTH — 00 aBapuWHHBIX CHTyalUsX B pabOTe CHUCTEM AIIEKTPOOCBELICHHS,
NEPCOHATPHOTO  KOMITBIOTEpa W WHOM  OPITEXHUKH, OTOIJICHHS W BOJOINPOBOJA.
6.6. Bo Bpems OTCYTCTBUS IEITONPOU3BOIUTENS €r0 00S3aHHOCTH BBITIOIHSIET COTPYTHHUK, UMEFOIIN I
Bce TpeOyromuecss MpodecCHOHANbHbIE 3HAHWS, YMEHHS W HaBBIKM, HA3HAYEHHBIH MPUKA30M
JMpeKTopa IKoIbL. JlaHHBIN COTpyIHUK MPUOOpETaeT COOTBETCTBYIOILIME MpaBa U HECET MOJIHYIO

OTBETCTBEHHOCThH 32 KAUCCTBEHHOE BBHIMOJIHEHNE BO3JI0KCHHBIX Ha HETO 00S3aHHOCTEH.

7. 3aka109uTeIbHbIE TOJI0KEHHS

7.1. O3HakoMIIeHHE [JEeJONPOU3BOJUTENS IIKOJIBI C HACTOALIEH JOJNKHOCTHOM MHCTPYKLUEH,
pa3paboTaHHOH ¢ y4eToM npodCcTaHIapTa, OCYIIECTRISETCS IPU MprUeMe Ha paboTy (10 MOAMUCAHUS
TPYZIOBOTO JIOTOBOPA).
7.2. OmuMH 3K3eMIULIp TOJKHOCTHOM HMHCTPYKIMM HaxoAuTcs y paboTojaTens, BTOPOH — Yy
COTPYIHUKA.

7.3. @akT O3HAKOMJICHHS JEJOMPOU3BOIUTENSI C HACTOSIMIEH JOJDKHOCTHOM HMHCTPYKIHEH
MOATBEPXKIAETCS TOMMUCHI0 B IK3EMIUISIPE JOJDKHOCTHOW WHCTPYKIIMH, XpaHSIIEMCS Y

pa6OTO,Z[aTCJ'I}I, a TaK’KC B XXYpPHAJIC O3HAKOMJICHUSA C JOJDKHOCTHBIMU MHCTPYKIHUAMU.

Jonscnocmuyro uncmpykyuio paspabomai: / /

C  OomdcHocmHOU — UHCMPYKYuel  O3HAKOMIeH  (a), O00uHM  IK3eMnisap  noaydunr  (a).
« _» 2022 1. / /




