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1. O61mme noJ10:keHNsE

1.1. Hacrosimas AOJKHOCTHAsT MHCTPYKIHUSI COCTaBJI€HA HAa OCHOBE
[Ipodcranaapra: 07.002 «CrennainmucT 1o OpraHu3allMOHHOMY |
JOKyMEHTAITMOHHOMY OOECIICUEHHUIO YIPABJICHUS OpPraHU3aliei», YTBEPKICHHOTO
puKa3zoM MHUHHUCTEPCTBA Tpyda U CONUAIBHOW 3amuThl Poccuiickon denepannun
No 333u ot 15 wmrons 2020r; ¢ yuerom DenepanbHoro 3akoHa Ne273-D3 ot
01.12.2012r «O6 obpazoanuu B Poccuiickoit denepannn» (¢ u3sMeHeHUs MU OT 14
uronst 20222 roma); CII  2.4.3648-20 «CaHuUTapHO-3IUAEMUOIOTUYECKUE
TpeOOBaHUS K OpraHU3alUsIM BOCIUTAHUS W OOYYEHHsI, OTIbIXa M O3J0POBJICHUS
nerer U MoJjoaexm»; corsnacHo TpymoBomy Koxpekcy Poccuiickonn ®enepannu u
MHBIM HOPMATUBHBIMHU aKTaMH, PErIaMEHTUPYIOIIUM TPYAOBBIE OTHOIIEHUS MEXKIY
PabOTHUKOM U pabOTOIaTEIIEM.

1.2. Hacrosimass MHCTPYKILUSI YCTAHABIMBAET (PYHKIIMOHAJIbHBIE OOS3aHHOCTH,
npaBa W OTBETCTBEHHOCTb COTPYJHHKA, 3aHUMAIONIET0 B 00IIe00pa30BaTeIbHOM
OpraHHU3alUU TOJHKHOCTh JAEIOMPOU3BOIUTEIIS.

1.3. Ha 10/5KHOCTD J1€JI0NPOU3BOIUTENIS MOKET Ha3HAYAThCSI JIULIO:

*UMEIoIIee  cpeaHee  npodeccuoHasbHOE — O0pa3oBaHME,  MPOUIENIIee
MPOTPaMMBbI MOATOTOBKH KBATU(UIIMPOBAHHBIX PaO0YNX, CIyKaIuX;

* COOTBETCTBYIOIIIEE TpeOOBAHUSIM, KaCaroIIMMCs MIPOXOKJICHUS
peaBapUTEIbHOTO (IIPU MOCTYIUIEHUU Ha PabOTy) U NEPUOJIUYECKUX MEIUIIMHCKUX
OCMOTPOB,  BHEOYEPEAHBIX  MEIUIIMHCKUX  OCMOTPOB IO  HAINpPaBJICHUIO
paboToarenis, 0043aTeIbHOI0 TICHXUATPUUECKOTO OCBHUJICTEIILCTBOBAHUS (HE PEKe
1 paza B 5 ner), npodeCCHOHAIIBHOW TUTHEHUYECKON IMOJATOTOBKH W aTTECTAIMH
(mpu mpueme Ha paboTy U Aanee He pexe | pa3za B 2 roaa), BakIIMHALIMH, a TAKXKe
HMEIOIIEE JIMYHYK0 MEAMIMHCKYI0 KHWXKY C pe3yJbTaTaMu MEIUIMHCKHUX
oOcnefoBaHUl W JA0OPATOPHBIX HCCIEAOBaHUM, CBEACHUSIMU O MPUBUBKAX,
MePEHECEHHBIX NH(PEKIIMOHHBIX 3a00JIEBaHUAX, O MPOXOXKICHUH MPOodeCCHOHATBLHOM
TUTUEHUYECKOM MOJITOTOBKU U aTTECTAIIUU C JOMYCKOM K pafoTe;

* HC UMEIOIee OrpaHUYCHUN Ha 3aHATHE TPYIOBOM NEATEIBHOCTHIO B cdepe
oOpasoBanusi, U3JI0KEHHBIX B cTathe 351.1 «OrpanuueHus Ha 3aHSATHE TPYIOBOU
NEATEIbHOCThIO B chepe oOpa3oBaHusl, BOCITUTAHMUS, pa3BUTHS
HECOBEPILICHHOJETHUX, OPraHU3allMi X OTIbIXa W O3J0POBIEHHUS, MEAUIUHCKOTO
oOecrieueHurs, COIMAIBHOM 3alUThl W COLMAIBLHOTO OOCIy)XHBaHUsA, B cdepe
JETCKO-FOHOIIECKOTO ~ CIOpTa,  KyJAbTYphl W HCKYyCCTBA € y4acTHEM
HECOBEPIIEHHONETHUX» TpynoBoro koaekca Poccuiickon denepamnuu.

1.4. Jlemompou3BoauTeNss Ha3HA4YaeT M OCBOOOXKJAET OT 3aHUMAEMOM
JOJDKHOCTH ~ TUPEKTOp  0o0mieoOpa3oBaTeIbHOM  OpraHW3alid B TMOPSJKE,
YCTaHOBJIEHHOM TpynoBbiM KoaekcoM Poccuiickor @Penepaurii M TPYIOBBIM
JIOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.



1.5. Jlenonpou3BOAUTEh OTHOCUTCS K KATETOPUU TEXHUICCKUX HCITIOTHUTEIICH
W HaxOJWUTCS B TMPSAMOM TMOJYMHEHUHU Y JUPEKTOpa 00Ieo0pa3oBaTeIbLHOTO
YAPEKICHUS.

1.6. [1eionpou3BOAMTENh B IIKOJEC MPH  BBINOJHEHUH  JIOJDKHOCTHBIX

0053aHHOCTEN PYKOBOJICTBYETCS:
* Koncruryuuei Poccuiickoit ®enepanuu;
* [Ipukazom MunucrepctBa npocpenieHus PO ot 22 maprta 2021 r. Ne 115 «O06

yrBepxkaeHun [lopsnka opraHu3aud M OCYUIECTBIEHHS 00pa30BaTeNbHOM
AESTEIbBHOCTH  TI0  OCHOBHBIM  00II€0Opa3oBaTeibHBIM  MporpaMmam -
oOpa3oBaTeNbHBIM MpOrpaMMaM HauyajJbHOrO OOIIEro, OCHOBHOTO OOILIEro Hu
CpemHero o0Iero oopa3oBaHus;

* OeiepaldbHBIM TOCYAAPCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTAMU OOIIETO
00pa3oBaHuUS;

*CII 2.43648-20 «CaHUTapHO-AIUIEMUOJOTUUECKHE  TpeOOBaHMUS K
OpraHu3alMsIM BOCIHUTAHUS M OOYYEHUS, OTIbIXa M O3JI0POBJICHUS JETeH W
MOJIOJEKHNY;

* AIMUHUCTPATUBHBIM, TPYAOBBIM M XO3SUCTBEHHBIM 3aKOHOJATEIHLCTBOM
Poccuiickon ®enepanuu;

* IOCTAHOBJICHUSIMU, PACIIOPSKEHUSIMU, MPUKA3aMU U MHBIMH PYKOBOASIIUMU
Y HOPMaTUBHBIMH JJOKYMEHTAMH, OTHOCSAILMMHUCS K BEACHUIO JI€JIONIPOU3BOJICTBA;

* CTaHJIapTaMH YHUGPUIUPOBAHHOM CUCTEMBI OpraHM3alMOHHO-
pacropsauTENbHON JOKYMEHTALINHY;

* mpaBuiaMu oporpaguu U MyHKTYyallUU;

* IpaBUJIaMU padOThl HA KOMIIBIOTEPE U MHOM OPTTEXHUKE;

* IpaBWJIaMl U HOPMaMU OXpaHbl TPyJa, MPOU3BOACTBEHHOW CAHUTAPUHU U
MoKapHOU 6€30MaCHOCTH;

*Ycraom u IlpaBWiiaMum BHYTPEHHETO TpPYIOBOrO pacHoOpsAlKa, APYTUMU
JIOKaJIbHO-TPABOBBIMU aKTaMH 00111€00pa30BaTENbHOTO YUPEKICHUS;

* JTAaHHOW JTOJKHOCTHOW MHCTPYKUHUEN U TPYJOBBIM JIOTOBOPOM (KOHTPAKTOM);

» KonBeHiuei o mpaBax peOeHKa.

* IHCcTpyKIIMEN 10 OXpaHe Tpya Ui 1EJI0NPOU3BOIUTENS IKOJIBI.

1.7. Jenonpou3BOaUTENb KOl 00s13aH 3HATh CIAEAYIONIEE:

* ['ocynapctBennbiii ctannapt Pocculickon @enepannu «/lenonpons3BocTBo u
apXHBHOE JEJIO»;

* HODMATUBHBIE IIPABOBBIE AKThl MU HOPMAaTUBHO-METOJUYECKHE JTOKYMEHTHI,
MOJIOKEHUS, WHCTPYKUMH W HWHBIE Marepuagbl M JOKYMEHTBHl [0 BEICHHIO
JEIONPOU3BOACTBA B IIKOJIE;

* COBpeMeHHbIE€ HH(OPMALIMOHHBIE TEXHOJIOTUN PAOOTHI C IOKYMEHTAMU;

* IOPSA0K pabOThI C TOKYMEHTAMH;



* CXeMBI JOKYMEHTO000POTa;

* IpaBuJia paboThI C BXOAALIUME, UCXOSAIIMMH U BHYTPEHHUMU JTIOKYMEHTAMH;

* IpaBUJia OpraHu3aluud U (OPMBI KOHTPOJIS HCIOIHEHHS JOKYMEHTOB B
00111e00pa30BaTEILHOM YUPEXKICHUY;

* TUIIOBBIE CPOKH MCIIOJHEHUS JOKYMEHTOB;

* IPUHIIUIBI PA0OTHI CO CPOKOBOM KapTOTEKOM;

* HA3HAYEHHUE U TEXHOJIOTHS TEKYILETO U IPEIYNPEAUTEIBHOTO KOHTPOJIS;

* IpaBUJia COCTABJICHUS AHAIUTUYECKUX CIPABOK IO OpPraHMU3allH padOThI C
JOKYMEHTaMHU ¥ KOHTPOJIIO UCTIOJTHEHUS IOKYyMEHTOB;

* IpaBUjIa JOKYMEHTAI[MOHHOTO oOecrnieueHus JesITeIbHOCTU
00111e00pa30BaTEIHLHOIO YUPEKICHUS;

* BUIBI JOKYMEHTOB, UX Ha3HAUCHUE;

* TpeOOBaHMS, TpPEAbABIAEMbIE K JOKyMEHTaM B  COOTBETCTBHH  C
HOPMATHUBHBIMU aKTaMHU U TOCYJIaPCTBEHHBIMU CTaHIApTaMU;

*paBuia COCTaBieHUss H  0QOpMIIEHHS HWH(DOPMAIMOHHO-CIIPABOYHBIX,
OpraHMU3aIMOHHBIX, YIIPaBICHYECKUX TOKYMEHTOB;

* IpaBUJia CO3JaHUS M BeJAeHUs 0a3 JaHHBIX CIYXEOHBIX JOKYMEHTOB B
o0pa3oBaTeIbHON OpraHu3allly;

* CICTEMBI DJIEKTPOHHOTO IOKYMEHTO000pOTa;

* IpaBUJIa M CPOKH OTIPABKU UCXOMASIINX TOKYMEHTOB;

* TpeOOBaHUS OXPaHbI TPyAA U MOXKAPHOU OE30MaCHOCTH Ha paboyeM MeCTE;

* METOJMYECKHE PEKOMEHIAIMH TIO0 BBIMOJHEHUIO PAa0OTHI C JOKYMEHTaMHU B
00111e00pa30BaTEIbHBIX YUPEKACHUAIX;

* IOPSAAOK KOHTPOJIS MPOXOKIEHUS CIIy>KEOHOM TOKYMEHTAllMU 1 MaTepHAaJIOB;

* CTPYKTYpY 00111€00pa30BaTEILHOTO YUPEIKICHHUS U COCTaB COTPYIHUKOB;

* BUJbl HOMEHKJATyp, oOlue TpeOOBaHMS K HOMEHKIATYpe, METOJMKa e
COCTaBJICHUS ¥ O(DOPMIICHMUS;

* TopAI0K (opmupoBaHua U odopmiieHUus Aen, crnenudpuka (GopMUPOBAHUS
OTAEIbHBIX KAaTErOpUM JE;

* IpaBUJla XpaHEHUs JeJl, B TOM YHUCJIE C JOKYMEHTaMH OTpPaHMYE€HHOTrO
JOCTYTIa;

* IpaBUJIa BbIJAYM U UCIIOJIB30BaHUS JOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIET;

* KpUTEPUU Pa3/esIeHUsl JOKYMEHTOB Ha TPYIIbI B COOTBETCTBUU C LIEHHOCTHIO
nH(pOpMaIH, COJEPKAIICHCS B HUX;

* IOPSIOK CO3JIaHUs, OPTaHU3AlUY U JOKYMEHTUPOBaHUs PabOThl IKCIEPTHOM
KOMHCCHH;

* IpaBUJla COCTABJIEHUSI M YTBEP)KJIEHHUS IPOTOKOJNA pabOThl HKCIEPTHOM
KOMHCCHH;



* IpaBUJia COCTABJICHUS M YTBEP)KIEHHUS aKTa O BBIJCICHUHM JOKYMEHTOB, HE
MOJJIKALUX XPAHEHUIO;

* IpaBUJIa TEXHUYECKON 0OpabOTKH U MOITHOTO O(POPMIIEHUS /1€ MOCTOSHHOTO
¥ BPEMEHHOT'O CPOKOB XpaHEHUS;

* IpaBUJIa COCTABJICHHMS] OMHMCH JeJl TMOCTOSHHOTO U BPEMEHHOTO CpPOKOB
XpaHEHHs] B COOTBETCTBUU C JEUCTBYIOIIMMU HOPMATUBHO-METOJINYECKUMHU
JOKYMEHTaMU;

* IpaBUJIa Mepeaayn Je B apXUB 00I1e00pa30BaTEIbLHOIO YUPEKICHUS;

* IpaBWJIa MCIOJB30BaHMs TenedoHa, (dakca, KCepokca, MPUHTEpa, CKaHEpa,
KOMITBIOTEPA;

* IpaBuiIa pabOTHl ¢ TEKCTOBBIMHU PEAKTOPAMHU U AJICKTPOHHBIMU TaOJIMIIAMH,
0a30i1 TaHHBIX, PJICKTPOHHON MTOYTOM, HMHTEPHET Opay3epamu;

* TEXHOJIOTUIO CO37aHusi, OOpabOTKM, mMepeaaud M XpaHEHUS Pa3IAYHBIX
JOKYMEHTOB;

* IpaBUJia JIEJOBOM MEPENHUCKH, COCTaBJICHHS W Ha0bopa JEeNOBBIX TMHCEM C
PUMEHEHHUEM THIOBBIX 00pa3loB;

* IETIOTIPOU3BOJICTBO U €TI0 BEJICHUE;

* TpeOOBaHUS 10  COXPAHHOCTU  CIyXeOHOW  uHMOpMaIuu, 3aluTe
MEPCOHANBHBIX JTaHHBIX;

* OCHOBBI 3THUKHU U 3CTETUKH;

* IpaBUJIa IETIOBOTO OOIICHUS;

* IOPSIZIOK OKa3aHMsI IEPBOM TOBpaueOHON TTOMOIIIH;

* [IOPSAJIOK JCUCTBUM MPU IMOXKAPE WIM HHOW YPE3BBIYAMHOM CHUTYyaluH,
HBaKyaIluH.

1.8. J1enonpou3BOANTENb IIIKOIbI TOTKEH YMETh:

* paboTaTh CO BCEH COBOKYIMHOCTBHIO HH(MOPMAIMOHHO-I0KYMEHTAIIMOHHBIX
pecypcoB 00111e00pa30BaTEILHOTO YUPEHKACHUS:

* TI0JIb30BAThCS CITPABOYHO-TIPABOBBIMH CHCTEMAaMH;

* II0JIb30BAThCS aBTOMATH3UPOBAHHBIMHA CHCTEMaMH Yd4eTa, PETHUCTPAIlHH,
KOHTpOJISI ¥ WH(OPMAIMOHHO-CIIPABOYHBIMH ~ CHCTEMaMH TIpH  pabote ¢
JOKYMEHTaMHU IIIKOJIBI;

* IPUMEHSTH COBpEMEHHBIC UH(POPMAITMOHHO-KOMMYHHKAITHOHHBIC
TEXHOJIOTHH I padOThl C JIOKyMEHTaMH, B TOM YHCJEC IS €€ ONTHMH3AINH U
MOBbITIIEHUS 9(PHEKTUBHOCTH;

* OPraHM30BBIBaTH  pabOTy 1O  y4eTy, XpaHCHHI0 U Iepeaade B
COOTBETCTBYIOIIEE  CTPYKTYpHOE  MOJpa3JCciieHHe  JIOKYMCHTOB  TEKYILEro
JICIIOTIPON3BO/ICTBA,

* ICTIOJIB30BaTh ~ HOMEHKJIATYpPY  JIed  HpU  W3YYCHHH  CTPYKTYpPHI
00111e00pa30BaTENHLHOTO YUPEKICHHS, COCTABIICHUHU OMHCEH J1eT;



* OpraHM30BBIBATH PabOTy 1O (POPMUPOBAHUIO €1 B COOTBETCTBUU C
YTBEPKACHHONM HOMEHKJIATYpOU 1€ IIKOJIBL;

* IPaBUJILHO M CBOEBPEMEHHO (hOPMHUPOBATH JTOKYMEHTHI B JieJla C YYETOM HX
CHelU(PUKY;

* CUCTEMAaTU3HPOBATh JOKYMEHTHI BHYTPH A€EIA;

* 00ecnieynBaTh COXPAaHHOCTh W 3aIUTY JOKYMEHTOB 00II[€00pa30BaTEILHOIO
YUPEKICHHUS;

* IOJIb30BAThCS TEPEUYHSMU JOKYMEHTOB U aHAIM3UPOBATH (HaKTHUIECKOE
COJIEp)KaHUE HMMEIOIIUXCS B JeJe JOKYMEHTOB IPH OIPEAEIIEHUH CPOKOB HX
XpaHEHUs,

* 0pOpMIISITE OOJIOKKHU JIE TMOCTOSSHHOTO M BPEMEHHOTO CPOKOB XpPaHEHHUS B
COOTBETCTBHUH C TPEOOBAHUSIMHU TOCYAApPCTBEHHBIX CTAHAAPTOB;

* IPOU3BOJIUTH CTPYKTYPHYIO CUCTEMATU3AIHIO JIET;

* OCYIIECTBJIATh TEXHUYECKYI0O 00pabOTKy | TmojgHOoe odopMmieHue Aenl
MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUS;

* COCTaBJIATh OINKChH JEJI MOCTOSHHOTO M BPEMEHHOIO CPOKOB XPaHEHUS B
COOTBETCTBUHM C JICCTBYIOIIMMHU HOPMATUBHO-METOIMYECKUMU JJOKYMEHTAMHU.

1.9. CoTpyqHUK NOJKEH 0O3HAKOMUTBLCS C JAHHOM JTOXKHOCTHOM MHCTPYKLIHEH,
UHCTPYKIIMEH MO OXpaHe Tpylna JUisl AENONpPOU3BOJAUTENS, 3HATh U COOJIIOAATH
YCTAHOBJICHHbIE MPaBUJIa U TPEOOBAHUS OXpaHbl TpyAa U MOKAPHON 0€30MaCHOCTH,
MpaBuJjia JIMYHON TMTUEHBI U TUTHEHBI TPyJa B 0011€00pa30BaTEeNbHON OpraHu3alltu.

1.10. [lemompou3BOAUTENb JOJDKEH MPOUTH OOydYeHHEe M HMETh HaBBIKU
OKa3aHUs IEPBOM IOMOIIM IOCTPAJABIIAM, 3HATh MOPSAOK JEUCTBUM MpHU
BO3HMKHOBEHUH II0Kapa WJIM HWHOW 4YpE3BBIYAWHOW CUTyallMM MW DBAaKyallUu B
00111e00pa3oBaTebHON OpraHU3aINH.

2. TpynoBbie pyHKIMH
K OCHOBHBIM ()YHKIIMAM AE€IONPOU3BOIUTENSI OTHOCATCA:
2.1. JlokyMeHTallMOHHOE O0ECreueHue AesITENIbHOCTH 00111€00pa30BaTEIbHOIO

YUPEXKICHUS:
2.1.1. Opranu3zanus padoThI C JOKYMEHTaMHU.
2.1.2. Opranu3zanus TeKyIEro XpaHeH!s JOKYMEHTOB.
2.1.3. Opranu3anust 00pabOTKHU A€ AJs NOCIeAYIOUIET0 XpaHeHHUS.

3. 1o12KkHOCTHBIE 00SI3aHHOCTH
Jlenonpoussooumens 8 uikoie 0Cyuecmaensiem 8blnoaneHue 0013aHHOCmel.
3.1. B pamkax TpyaoBoH HYHKIIMH OPraHu3avuyd PadOThI C JOKYMEHTAMU:

* IpUeM U MepBUYHAs 00pabOTKa BXOASIINUX TOKYMEHTOB;



* IpEABapUTEIILHOE  PACCMOTPEHHWE W COPTUPOBKA  JOKYMEHTOB  Ha
PETHCTPUPYEMBIC U HE PETUCTPHUPYEMBIC;

* IOJITOTOBKA BXOIAIINX JIOKYMEHTOB JUIsl PACCMOTPEHHUS TUPEKTOPOM IIIKOJIBI;

* perucTpaIus BXOASIINUX JOKYMEHTOB;

* OpraHu3alMs TIOCTaBKU JIOKYMEHTOB HCIIOJIHUTEIISM;

* BeJIcHUE 0a3bl JaHHBIX JOKYMEHTOB 00I11€00pa30BaTeIbHOTO YUPEKICHNUS,

* BeJIcHUE MH()OPMAIIMOHHO-CIIPABOYHON pabOTHI;

* 00paboTKa 1 OTIIPaBKa UCXOMSIINUX JOKYMEHTOB;

e opraHuzanusi pabOThl TO PETUCTPAIMH, YYETy, XPAaHCHUIO W Tepeaadye B
COOTBETCTBYIOIIME  CTPYKTYPHBIC  TMOAPA3JCICHHUS  JOKYMEHTOB  TEKYIIETO
JIEIOTIPOU3BOICTBA;

* KOHTPOJIb UCIIOJIHEHUSI IOKYMEHTOB B 00111€00pa30BaTEeIbHOM YUPEKACHHUH.

3.2. B pamkax TpynoBod (YHKIMK OpraHU3alldy TEKYIIET0 XPaHEHHs

JOKYMEHTOB:
* pa3paboOTKa HOMEHKJIATYpbl A€l 00111€00pa30BaTENbHOIO YUPEKICHUS;

* IpOBEpKa MPaBUIBHOCTH O(OPMIICHUS [TOKYMEHTOB U OTMETKH 00 Hux
WCIIOJIHEHUH Tepe UX (OPMUPOBAHUEM B JCIIO [Tl MTOCIEIYIOIIETO XPAHECHNUS;

* opMyIMpPOBAHKE 3aTrOJIOBKOB €I U ONPEICTICHUE CPOKOB UX XPAHEHUS;

* hopMHUpOBaHUE LT,

* KOHTPOJIb IPAaBUJIBHOTO M CBOEBPEMEHHOTO PACHPEIECICHUS W MOJLIMBKU
JOKYMEHTOB B JI€JA.

3.3. B pamkax TpynoBod (YHKIIMU opraHuzanuu oOpabOTKH Jen Juls

HOCJIEAYIOIEr0 XPaHEHUS:
* IPOBEpPKa CPOKOB XPAHEHMs JOKYMEHTOB, COCTaBJICHHUE NMPOTOKOJIA PadOTHI
AKCIIEPTHON KOMHUCCHUU IO MOJATOTOBKE JOKYMEHTOB K XPaHEHUIO, aKTa O BbIJCICHUU

K YHUYTOXKEHHUIO IOKYMEHTOB, HE MOJJIKAIINX XPAHEHUIO;

* COCTABJICHHE BHYTPEHHEN OMUCH JIe] JJi1 0CO00 IIEHHBIX JOKYMEHTOB IIKOJIbI;

* opopMIIEHUE €I TOCTOSTHHOTO, JOJTOBPEMEHHOTO CPOKOB XpaHEHUS;

* opopMmiieHHE OOJIOKKH JIeNl TIOCTOSIHHOTO, JIOJTOBPEMEHHOTIO CPOKOB
XpaHEHUs,

* COCTaBJICHHE OIKCH JIeJI IOCTOSIHHOTO, IOJTOBPEMEHHOTO CPOKOB XPaHEHUS;

* Iiepeayda Jell B apxuB 0011e00pa30BaTeIbHOTO YUPEKICHUS.

3.4. OpranuzoBbIBaeT BHEJPEHUE, BEJICHUE (B TOM qyucie
ABTOMATU3MPOBAHHOE) U PA3BUTHE CHUCTEM JOKYMEHTAIUM, BKIItOUas HJIEKTPOHHBIE
JTOKYMEHTHI.

3.5. Bwmecre ¢ agMHUHUCTpalME€ld WIKOJbI TMOJATOTABIMBAECT OTYETHBIC
JOKYMEHTBI JIJI1 BBIMIECTOSIIIIMX OPTaHW3alliid, TOTOBHUT CIIYXEOHBIC TMHChMA,
CIIPaBKH.



3.6. Bener npuem nocrynaromei Ha UMsi AUPEKTOPa MIKOJIbI KOPPECIOHICHIIMH
(3JIEKTPOHHOM NOYTHI), PETUCTPUPYET €€ U BBINOJHAECT CUCTEMATU3aLUI0 COTJIACHO
NpUHATOMY B  00Ime00pa3oBaTelbHOM  YUPESKICHUM TOPSNKY, TOclIe e
PAacCCMOTPEHHsI JAUPEKTOPOM TMEPEAAeT O HA3HAYEHUIO MCHOJHUTEISAM IS
MPUMEHEHUS B XOJI€ UX JICSITEIIbHOCTU WM MOJTOTOBKH OTBETA.

3.7. Benmer NOCTOSHHBIA YYE€T, KAPTOTEKY MPOXOXKACHUS JIOKYMEHTOB,
KOHTPOJMPYET  UX  HUCIOJHEHWE,  BbIJAET  TpeOyeMmble  COpaBKU IO
3apEerUuCTPUPOBAHHBIM JIOKYMEHTAM.

3.8. BrInoaHsAET OTIPaBKy MCIOJIHEHHOW KOPPECIOHAEHIIMU aJpecaTtaM, BEAET
y4eT MOJy4aeMoil U OTIPaBIsIEMOW KOPPECTOHAEHIIUH, CUCTEMATU3UPYET U XPAHUT
JIOKYMEHTBI TEKYIIIETO apXHBa.

3.9. 3anumaercs odopMIEHHEM TPYAOBBIX JOTOBOPOB M JIMYHBIX e,
YCTpauBaIOIIUXCsl Ha pabOTy COTPYIHUKOB, oOpadaThIiBaeT U opopMIIIeT mepeaady
JUYHBIX JIeJT COTPYJHUKOB B apXUB.

3.10. ®opmupyeT IUYHBIC JIeJIa YIEHUKOB, O0YyJarOIIUXCS B IIKOJIE.

3.11. OcymiecTBisIeT y4eT 00y4aroImuXcs JIbIOTHBIX KATETOPHiA.

3.12. Bener KHUTY NPUKA30B, I€YATAET MPUKA3bl IO OCHOBHOW JIEATEIIBHOCTH,
WHBIC NMPUKa3bl. 3HAKOMUT COTPYIHUKOB IIKOJBI C TIPUKA3AMH TOJ] TMOJITUCH B JICHD
WX U3JIaHMUS.

3.13. CornacHo pacHopsbKEHUsAM JAUPEKTOpa LIKOJbI MevataeT u oopmisieT
TpeOyeMyI0 JOKYMEHTAIUIO JJI BEeJIEHUs y4eOHO-BOCIUTATEILHON JESITENIbHOCTU B
IIKOJIE, BHIITOJIHEHHSI TOJ0BOIO IJIaHa.

3.14. BemonHser paboTy 1O CO3[aHUIO CIPAaBOYHOIO ammapara 1o
JIOKyMEHTaM, 00ecriedyuBaeT y100HbIM U OBICTPHIN HX MTOUCK.

3.15. 3anumaercs cOOpOM HEOOXOJUMBIX MAaTEPUAIOB JJIsi TOJATOTOBKH
COBEIIAaHU paOOTHUKOB IIKOJIbI, OMOBEIICHUEM YYAaCTHHUKOB O BPEMEHH, MECTE,
MOBECTKE JTHS COBELIAHUS U UX PETUCTPALIUECH.

3.16. SBnsercsa cexperapeM agMHUHUCTPATUBHOI'O COBEIIAHUS IPH IHPEKTOPE
00111€00pa30BaATENBLHOTO YUPEKACHHUS.

3.17. B rpanunax cBoeil KOMIETEHIIMH YYaCTBYET B COCTABJIEHUU MPOTPAMMBI
pa3BUTUSL  JIEJIONPOM3BOJACTBA  OOLIEO0Pa30BATEIBHOIO  YUPEXKIEHHUS, BHOCUT
NPEUVIOKEHUsT [0  BONPOCAM  YCOBEPUICHCTBOBAHUS  JICJIONPOM3BOJICTBA
00111e00pa30BaTENBLHOTO YUPEKICHHUS.

3.18. OOGecrnieunBaeT 3alUTy MpaB U CBOOOA JAETeH, poauTened (3aKOHHBIX
MpeACTaBUTENEH ) pu 00pabOTKe MEPCOHANBHBIX JaHHbIX (nanee — [1]]).

3.19. Ilpum wucnoyib30BaHUM 3SJIEKTPOHHOTO OOOpPYAOBaHUS, B TOM YHUCIE
KJIABHATYpPhl W MBI, €XKEIHEBHO JE€3UH(MUIMPYET HX B COOTBETCTBUHU C
PEKOMEHJAIMSAMUA TPOU3BOIUTENST JIMOO C MCIOJIb30BAaHUEM pPACTBOPOB WIU
candeTok Ha cIUPTOBOM ocHOBE (He MeHee 70% crupra).



3.20. [enompousBoaUTENs B IIKOJIE CTPOTO COOJIOIAET CBOIO JOKHOCTHYIO
MHCTPYKLHUIO, TPOXOIUT MEPUOTUIECKIE METUITTHCKUE OCMOTPHI.

3.21. Crporo coOmogaeT KOH(PHUIECHIUAIBHOCTh MEPCOHAIBHBIX JAHHBIX U
TpeOoBaHus 1o 3amuTte U 6e3omacHoctu [1/] mpu nx o6paboTke, HEIOMYIIEHUE UX
pacripocTpaneHus 6e3 coryacus cyobekTa [1J] miam Hamuuus Opyroro 3aKOHHOTO
OCHOBaHMS.

4. IlpaBa
Jle1onpon3BOANTENb HIKOIbI UMEET MOJHOE IPABO:

4.1. IlpunumaTe yyacTHe B YIpaBJIeHUU 001Ie00pa30BaTENbHBIM YUPEKACHUEM
B IIOPSIZIKE, YCTAHOBJIIEHHOM Y CTaBOM.

4.2. Ha pabodee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUSM OXPAHbI
TpyJla ¥ IO>KapHOI 0€30MacHOCTH.

4.3. Ha 3amnuty cBoel mpodecCHOHAIBHOM Y€CTH U IOCTOMHCTBA.

4.4. Ha mnepemaduy JOOKYMEHTOB [JIsi HCIOJIHEHUS M Ha TpeOOBaHUE OT
UCIIOJIHUTENIEH  TpaMOTHOTO W MPaBUIBHOTO  OQOpMIICHHS  TpeOyeMbIX
JOKYMEHTAJIbHBIX MaTepHUaJIOB.

4.5. Ha 3anpammBaHyue OT aAMUHUCTPALMH LIKOJIbI, IOJTYyYEHUE U TPUMEHEHUE
MH)OPMAIIMOHHBIX MaTEpPUAJIOB, HOPMATHUBHBIX M TPABOBBIX JIOKYMEHTOB,
HEOOXOAUMBIX JJI BHIIIOJTHEHHS] CBOMX JOJKHOCTHBIX O0S3aHHOCTEM.

4.6. 3HAKOMUTBHCSI CO BCEMHU HMEIONIMMUCS MaTepuajlaMHi €ro JIMYHOTrO Jea,
OT3bIBAMHU O CBOEW paboTe, *anodaMu U UHBIMH JIOKYMEHTaMH, OTPAKaAIOIIUMHU
OLIEHKY €r0 TpyAa, IPEAOCTABIIATH 10 HUM MOSICHEHUS.

4.7. Ha MopaibHOE M MaTepHAIbHOE MOOIIPEHHWE, HAa CBOEBPEMEHHYIO U B
MOJIHOM O0BbEeMe BBIILJIATY 3apa0OTHOM IUIaThl, a TAK)KE Ha 3alllUTy COOCTBEHHBIX
MHTEPECOB U UHTEPECOB COTPYAHUKOB IIKOJIBI.

4.8. OTka3zaThCs OT BBINOJIHEHUS! paOOT MpHU BOSHUKHOBEHUH YIPO3bI )KU3HU U
3JI0pOBbIO BCIEACTBUE HAPYLIEHUsI TPEOOBAaHMI 110 OXpaHe TpyAa.

4.9. IToCTOSIHHO NOBBIIIATH CBOIO MPOGECCUOHANBHYIO KBaTU(UKAIHUIO.

4.10. Ha 3ammrty cBoux mpodeCCHOHANBHBIX HHTEPECOB CAMOCTOSITEIbHO M
(w1 yepe3 3aKOHHOIO MPEACTAaBUTENSA, B TOM YHCIE aJBOKaTa), B Cllydae
JUCHMILTMHAPHOTO WK CIIY’KEOHOTO paccieloBaHus, CBI3aHHOTO C HECOOIIOJCHHUEM
HOpPM mnpodeccuoHanbHOM 3TUkM. Ha Hepasrnamenue AMCHUIIMHAPHOTO
(cimy»e0GHoro0) paccieoBaHusl, HCKII0Uasi ClIydau MPeyCMOTPEHHBIE 3aKOHOM.

4.11. Ha Bcrymienne B mpodcoro3bl ISl 3alllUThl CBOMX TPYIOBBIX IIPaB,
CBOOOJ M 3aKOHHBIX MHTepecoB. Ha mosiyuyeHue couuanbHbIX rapaHTUH U JIBIOT,
NpEeAyCMOTPEHHBIX 3aKOHOIATENBLCTBOM Poccuiickoit Denepanum.

5. OTBEeTCTBeHHOCTH



5.1. 3a HEBBINOTHEHUWE WM HApPYIIEHUE JAHHOW MOXKHOCTHON HMHCTPYKIUU
JEJIoNpOr3BOAUTENSl B IKoJie, YcraBa W I[lpaBuin BHYTpEHHEro TPYyAOBOTO
pacropsiika, 3aKOHHBIX PACHOPSIKEHUN JUPEKTOpa IIKOJbI U JIPYTHX JIOKAJIBHO-
HOPMATHBHBIX aKTOB, a TaKXe€ 3a MPHUHITUE PEIICHHM, MOBIEKIINX HapyIICHUE
y4eOHO-BOCITUTATENbHBIX OTHOILICHUH, JEJTONPOU3BOIUTEID HECEeT
JUCHUAIUIMHAPHYKO OTBETCTBEHHOCTh B TMOPAJNKE, YCTAHOBIEHHOM TpynoBbIM
3akoHoaaTenbcTBOM Poccuiickont denepanuu.

5.2. 3a nmpuMeHeHue, 1axxe OTHOKPATHO, CTOCOOOB BOCTIMTAHMS, BKIIFOYAIOITIX
B ce0s usnueckoe u (WIHM) TICUXOJOTHYECKOE HACWIME HAJ JIMYHOCTHIO PEOCHKA,
JIETIOTIPOU3BOAUTENIb MOKET OCBOOOXKIATHCA OT 3aHUMAEeMOM JOJDKHOCTH COTJIACHO
TPyAOBOMY 3aKoHonarenbCcTBy Poccuiickon @enepauuu. YBOJBHEHUE 3a TaKOU
MOCTYINOK HE MPUHUMAETCS 3a MEPY JTUCIUIIIIMHAPHON OTBETCTBEHHOCTH.

5.3.  Hecer aucuMIUIMHApHYIO  OTBETCTBEHHOCTh 32  COXPaHHOCTb
JIOKYMEHTAIIMH, HAaXOISIIIeHCsl B KaOMHETe JeI0MPOrU3BOIUTENS.

5.4. Tlpunekaercss K AUCHMIUIMHAPHOW OTBETCTBEHHOCTH 3a pa3IJialllEeHUE
CyeO0HOM M KOoH(UIESHIUATBEHON HHpOpMaIK, WHOOPMAIUU O TMEPCOHATBHBIX
JaHHBIX COTPYAHUKOB U 00y4YarOIIUXCs 00111e00pa30BaTENBbHOTO YUPEKICHHUS.

5.5. 3a HapymieHwe TpaBuU TMOXApPHOW O€30MacHOCTH, OXpaHbl TPyAa,
CAHUTAPHO-TUTMEHUYECKUX HOPM M  TMPaBWI  JEJONPOU3BOJIUTENH  MOXKET
MPUBJICKATHCA K aJIMUHUCTPATUBHOW OTBETCTBEHHOCTH B MOPSJIKE M B ClIydasx,
YCTAHOBJICHHBIX aJIMUHHUCTPATUBHBIM 3aKOHOIATENLCTBOM Poccuiickoit denepanum.

5.6. 3a mo00e BUHOBHOE MPUYMHEHHE 00IIE00pa30BATEIBHOMY YUPEKICHUIO
WJIM y4yacTHHUKaM 00pa3oBaTeNbHBIX OTHOIICHHH yiiep6a (B TOM YKCIIE MOPAIBLHOTO)
B CBSI3M C BBINOJHEHUEM (HEBBIIOJIHEHUEM) CBOMX TMPAMBIX JOJKHOCTHBIX
00s13aHHOCTEN J1eTTOMPONU3BOIUTENH IIKOJBI HECET MaTePUATIbHYI0 OTBETCTBEHHOCTh
B TOpSJKE W B Mpelesiax, YCTAHOBJICHHBIX TPYJIOBBIM M (WJH) Tpa)KJaHCKUM
3aKOHOATENLCTBOM Poccuiickoit denepanum.

6. BzaumoorHomenusi. CBS134 10 J0JKHOCTH
Jlesmonpon3BOANTEND MIKOJIEI:

6.1. [lemompousBoguTenb  BBIMNOJHSET  paboOTy  cormacHo  rpaduky,
COCTAaBJIEHHOMY ¢ yuderoM 40-yacoBoil pabouell HeIenu, M YTBEPKIECHHOMY
TUPEKTOPOM 00111e00pa30BaTEILHOTO YUPEKIACHUS.

6.2. IlocrosstHHO OOMeHMBaeTcs MH(GOpPMAIMEl 1Mo BOMPOCcaM, OTHOCSIIUMCS K
€ero KOMIETEHIUH, C aIMHHUCTpalueil, Oyxrajirepueid, MeAaroruyecKuMu
paOOTHUKAMU U OOCTYXHBAIOIIUM IE€PCOHAJIOM IIKOJIBI, C POIUTENSIMU JeTel
(MUIIaMK UX 3aMEHSIIOIINMHU).



6.3. Ilomywaer oT nupekTopa 0OLIEOOPA30BATEIBHOIO  YUPEKICHUS
MH(POPMALIMI0O  HOPMATHUBHO-NIPABOBOIO M OPraHM3AIlIOHHOTO  XapakrTepa,
3HaKOMHUTCS TOJI PACIIUCKY C HEOOXOAUMBIMH JIOKYMEHTAMHU.

6.4. BoBpems coo0IIaeT IUPEKTOPY IIKOJbI M €ro 3aMECTHTENs M 00
uH(pOpMaLny, IPUKA3aX, PACIOPSIKEHUSIX U UHOW TOKYMEHTALUU, TIOCTYUBIIEHN 1O
BJICKTPOHHOM TOYTE.

6.5. Mnpopmupyet nupexropa (Ipu OTCYTCTBUM — UHOE JOJKHOCTHOE JIUILIO)
0 (axTe BO3HMKHOBEHHS TPYMIOBBIX HHPEKIUOHHBIX M HEHUHPEKIIMOHHBIX
3a0oseBaHuil B 0011e00pa30BaTENbHON OPraHU3aIlMU, 3aMECTUTEIN TUPEKTOpa IO
aIMUHUACTPATUBHO-XO35MCTBEHHOW YacTH — 00 aBapUHHBIX CUTyaIlUsxX B padoTe
CHUCTEM OJJIEKTPOOCBEUICHUS, MEPCOHATBHOTO KOMIIBIOTEPA M HHOM OPITEXHUKH,
OTOIUIEHUS ¥ BOJOIIPOBOJA.

6.6. Bo Bpemsi OTCYTCTBUS JI€JONPOU3BOIUTEINS €r0 00SA3aHHOCTH BBINIOJIHAET
COTPYJHHUK, UMEIOUINI Bce TpeOyroumecss NpoecCuOHaIbHbIE 3HAHUSA, YMEHUS U
HaBbIKM, HAa3HAUEHHBIM NPUKA30M JUPEKTOpa MIKOJbL. JlaHHBIM COTPYIHUK
IpUOOpPETAaeT COOTBETCTBYIOIIME IIpaBa M HECET IOJHYI0 OTBETCTBEHHOCTH 3a
KaueCTBEHHOE BBITIOJHEHHE BO3JIOKEHHBIX HA HETO 00s13aHHOCTEH.

7. 3aKJII0UNTEIbHbIE MOJI0KEHUS

7.1.  O3HakOMJICHHE [ICJIONPOM3BOJIUTENSI C HACTOSUIEH HWHCTPYKIHEH,
OCYILIECTBIISIETCA MPU MTpUeMe Ha padoTy (/10 MOAMUCAHUS TPYOBOTO JOTOBOPA).

7.2. OauH SK3eMIUSIp TOJDKHOCTHOM MHCTPYKIIMU HAaXOJUTCS y paboToaaTes,
BTOPOM — Y COTPY/IHHKA.

7.3. ®akT O03HAKOMJICHHUS JEJIONPOU3BOJAUTENS C HACTOSIIECH JOIKHOCTHOU
MHCTPYKIIMEH  TOATBEPKAACTCA MOANUCHIO B BK3EMIUISIPE  JOJKHOCTHOM
WHCTPYKIIMH, XpaHAIIEMCsl y padoToaresis, a TakKe B JKypHaje O3HAKOMIJICHUS C
JOJDKHOCTHBIMU MHCTPYKITHSIMH.

JlonsicHocmuyro uHcmpykyuio paspabomai: / /

C 0o121cHOCMHOU UHCMPYKYUEl 03HAKOMIEH (@), 00UH IK3eMNIAP NOJAVHUTL (a)
« _» 202 . / /
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