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AeJIONPOU3BOAUTEIIb IIKO0JIbI (MpodcTaHAAPT)

1. O01mue moJ10KeHU S

1.1. dannas doroxcHocmuas UHCMPYKYyus O0elonpou3eooumesiss 68 Wikoje COCTaBlIeHa Ha
ocHoge IIpodcranaapra 07.002 «Cnenuaaucr no OPraHu3auMOHHOMY U
JOKYMEHTAIIHOHHOMY  o0eclie4eHUI0 YNpaBJIeHHsl OpraHu3anMeii», yTBEPKICHHOTO
npukazoM MuHUCTEpCTBA TpyJa U coluaibHOM 3amuThl Poccuiickoit ®enepanuu Ne333u ot 15
utoHs 2020r, ¢ yuetom Denepanbuoro 3akona Ne273-d3 ot 01.12.2012r «O6 obOpazoBanuu B
Poccwuiickoit @eneparuu» B penakuuu ot 1 maprta 2022 roma, CII 2.4.3648-20 «CanutapHo-
SMUJIEMHOJIOTHYECKAE TPEOOBAHUS K OpraHW3alUsM BOCIHTAHUS W OOY4YCHHS, OTAbIXa U
03JI0POBJIEHUS JIETE U MOJOEKHU», corsiacHo TpynoBomy Koaekcy Poccuiickoii @enepanun u
WHBIM HOPMATHUBHBIMH aKTaMH, PETJIAMCHTHPYIOIIUM TPYIOBBIE OTHOIICHUS MEXTY paOOTHUKOM
U paboToaaresnem.

1.2. Hacrosimas oonorcnocmuas UHCMPYKYUS oenonpouzeooumeis WIKOTbL no
npogcmanoapmy yCcTaHaBIMBaeT (DYHKIIMOHAIBHBIE OOS3aHHOCTH, TpaBa M OTBETCTBEHHOCTh
COTPY/AHMKA,  3aHUMAMOMET0 B  00mEeo0pa3oBaTeNbHOH  OpraHU3allid  JIOJDKHOCTH
JIeTTOTIPON3BOUTEIIS.

1.3. Ha JOJIKHOCTDH ACJTONPOU3BOAUTEIIA MOKET HA3HAYATHCA JIMIIO.

uMerolee cpefaHee npodeccuoHanbHOEe 00pa3oBaHUE, MPOIIEAIIEEe MTPOrPaMMBbI
MOJMOTOBKU KBAJIM(DUIIMPOBAHHBIX pab0UMX, CITyKaIIHX;

COOTBETCTBYIOIlEE TPEOOBAHUSIM, KACAIOUIUMCS MPOXO0XKJIEHUS MPEABAPUTENBHOIO (TIpH
MOCTYIUVIEHUH Ha pPadoTy) M TNEpUOJUYECKUX MEIUIUHCKUX OCMOTpPOB, BHEOYEPETHBIX
MEAMIIMHCKUX OCMOTPOB IO HAaIpaBieHHUIO padoToparens, 00A3aTeIbHOr0 MCHUXUATPUUECKOTO
OCBHJIETEIbCTBOBAHUA (He pexke 1 pasa B 5 7eT), mpodecCHOHaIbHOW TUTHEHHUYECKON
MOATOTOBKA W aTTecTanuu (Mpu mpueMe Ha paboTy W nanee He pexe | paza B 2 roja),
BaKIIMHAIIMH, a TaK)Ke UMEIoIlee JTUUYHYIO MEIUIIMHCKYIO KHIKKY C Pe3yJbTaTaMH METUIIUHCKUX
oOcrnenoBaHUN U J1aOOpPaTOPHBIX HCCIENOBaHHUM, CBEJACHUSAMHU O NPUBHMBKAX, MEPEHECEHHBIX
MH(QEKIMOHHBIX  3a00JeBaHUAX, O MPOXOXACHUU MpodeccCHnoHaNbHON T'MTHEHUYEeCKON

IMOATOTOBKH U aTTECTAlMU C JOITYCKOM K pa60Te;



HE MMeIolIee OTPaHUYCHUI Ha 3aHATHE TPYAOBOU JESTEIbHOCTBIO B cpepe 00pazoBaHMs,
U3NIOKEHHBIX B cTtathe 351.1 «OrpaHudveHus Ha 3aHSATHE TPYAOBOH ACSITEIHLHOCTBIO B cepe
o0pa3oBaHMs, BOCIMTAHHUS, Pa3BUTUS HECOBEPILIEHHOJIETHUX, OPraHU3allid WX OTIbIXa U
03/IOpPOBJICHUS, MEIHMIIMHCKOTO O0ECHeYeHUsl, COUMAIbHOM 3allUTBl M  COIMAIHLHOTO
oOciy)xuBanusi, B cepe IETCKO-IOHOLIECKOrO CIOPTa, KYJIbTYPHl M HMCKYCCTBA C Y4acTHEM
HECOBEPILICHHOJIETHUX» TpynoBoro kojaekca Poccuiickoit deaepanuu.

1.4. Jlenonmpou3BOANTENSE Ha3HAYaeT U OCBOOOXKIAET OT 3aHMMAEMOM JOJDKHOCTH JHPEKTOP
o01ieo0pa3oBaTeIbHOM OpraHu3allud B NOpsAJKE, ycTaHOBIEHHOM TpynosbiM Koaexcom
Poccuiickoit @enepannu u TPyIOBBIM JIOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.

1.5. Jlenonpous3BoauTENb OTHOCUTCS K KaTErOPUM TEXHUYECKUX HCIOJHUTENEH M HaXOAUTCS B
IPSIMOM MOJYMHEHHUH Y TUPEKTOpa 00I111€00pa30BaTENbHOIO YUPEKICHUS.

1.6. [lenonpou3BOAMTEIL B IIKOJIE IPU _ BBIIOJHEHHWHM  JIOJDKHOCTHBIX  00si3aHHOCTEHN

PYKOBOJACTBYETCA:

Koucrturynuei Pocculickon @enepanuu;

[TopsinikoM opraHuM3aliM M OCYIIECTBJIEHHUS O0pa30BaTENbHON JESATEIBHOCTH 110
OCHOBHBIM 00111€00pa30BaTebHbIM [IPOrpaMMaM - 00pa30BaTEIbHBIM IIPOrpaMMaM HayaJlbHOIO
o011ero, OCHOBHOIO OOWIIEr0 M CpeJHEero oouiero odpazoBaHus, yTBEp:KAeHHbIM [Ipukazom
Munuctepcra npocserienust PO ot 22 mapra 2021 r. Ne 115;

@®enepalibHbIM  TOCYJAPCTBEHHBIM  O0Opa30BaTEIbHBIM  CTaHAApPTaMH  OOILIETro
o0pa3zoBaHus;

CII 2.4.3648-20 «CaHMTapHO-3IUAEMUOJIOTHUECKHE TpeOOBaHUS K OpraHMU3alisIM
BOCIHUTAHUS U 00Oy4€HUs, OTAbIXA U 03/JOPOBIICHUS AETEH U MOJIOJIEKI;

aJMMHHUCTPATUBHBIM, TPYJIOBBIM U XO3SMCTBEHHBIM 3aKOHOJATEIbCTBOM Poccuiickoit
denepannu;

MIOCTAHOBJICHUSIMHM, PACIOPSDKEHUSMHU, TPUKa3aMd M HMHBIMH  PYKOBOJSALIUMH U
HOPMAaTHUBHBIMH JOKYMEHTaMH, OTHOCSIILIUMUCS K BEACHUIO JI€JIOMPOU3BOJICTBA;

CTaHJapTaMM  YHU(ULUHUPOBAHHOM  CUCTEMBl  OpPraHU3aLUOHHO-PACIOPSIUTEIBHON
JIOKYMEHTaIUH;

npasuiiaMu opdorpaduu U MyHKTYalUu;

IpaBUJIaMu pabOTHI HA KOMITBIOTEPE U UHOM OPITEXHHUKE;

paBWJIaMd UM HOpPMaMH OXpaHbl TPyJa, MPOU3BOACTBEHHON CAHMTAPUM M IOXKAPHOU
0€30ITaCHOCTH;

VYcraBom u IlpaBunamu BHYTPEHHErO TPYAOBOTO pACHOPSNKA, JPYTMMH JIOKAJIbHO-
MIPABOBBIMU aKTaMH 00111€00pa30BaTEIBHOIO YUPEKICHUS;

JTAHHOW JJOJHKHOCTHOW MHCTPYKIUEN U TPYJOBBIM JOTOBOPOM (KOHTPAKTOM);

KonBenrueit o npaBax peOeHKa;

PIHCTDVKIIPIC?I 10 OXpPaHe TpyJa JJId JCTOITPOU3BOANTEIA IITKOJIbI.

1.7. HCHOHDOI/ISBOI{I/ITGHB IIKOJIBI 00SI3aH 3HATH CICAYIOMICC!

I'ocynapctBennbiii cranaapt Poccuiickoit @enepanun «/le1onpon3BoICTBO U apXUBHOE

bi (S (0


https://ohrana-tryda.com/node/601

HOpPMAaTHBHBIC MPABOBbIC aKThl M HOPMATUBHO-METOIMUYECKUE JOKYMEHTBI, IOJI0KEHUS,
MHCTPYKLIUU M UHBIE MaTEPHUAJIbl M JOKYMEHTHI 10 BEJICHHUIO JICTIONPOU3BO/ICTBA B IIKOJIE;

COBpPEMEHHbIE HH(POPMALMOHHbBIE TEXHOJIOTUH PabOoThI ¢ JOKYMEHTAMH;

HOPSI0K PaOOTHI C IOKYMEHTAMU;

CXEMBI JIOKYMEHTO000pOTa;

npaBuia paboThl ¢ BXOASIIUMHE, UCXOIAIIMMU U BHYTPEHHUMH JOKYMEHTaMH;

npaBWia  OpraHu3anud ¥ (OpPMBI  KOHTPOJIS  HCIIOJIHEHUS  JIOKYMEHTOB B
0011e00pa30BaTEILHOM YUPEKICHUY;

TUIIOBBIE CPOKU MCTIOJIHEHHSI TJOKYMEHTOB;

NPUHIUIB paObOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHHUE U TEXHOJIOTHS TEKYIIETO U MPeAYIPEAUTEIHHOTO KOHTPOJIS;

IpaBUJIa COCTABJICHUS aHATTUTHYECKUX CIPABOK 110 OpPraHU3auy PabOTHI ¢ JOKYMEHTAMH
¥ KOHTPOJTIO UCTIOJTHEHUS IOKyMEHTOB;

npaBWiIa JOKYMEHTAI[MOHHOTO OOECIeYeHHs MAEATeNbHOCTH 0011e00pa30BaTeIbHOTO
YUPEKIACHUS;

BUJIBI IOKyMEHTOB, NX Ha3HAYCHHE;

TpeOOBaHUSs, MPEIbIBIIEMbIC K JOKYMEHTAM B COOTBETCTBUU C HOPMATHBHBIMH aKTaMH
¥ TOCY/IapCTBEHHBIMU CTaHAAPTAMU;

npaBuiia COCTaBJICHUS u oopmenus UH(OPMALMOHHO-CITPABOYHBIX,
OpTraHU3aIMOHHBIX, YIIPABICHYECKUX IOKYyMEHTOB;

NpaBUiIa CO3JaHMs M BeACHUs 0a3 NaHHBIX CITy)KEOHBIX TOKYMEHTOB B 00pa30BaTeIbHON
OpraHu3aIny,

CHCTEMBI DIIEKTPOHHOTO JIOKyMEHTO000pOTa;

NpaBUJIa U CPOKH OTIIPABKU MCXOSAIINX JOKYMEHTOB;

TpeOOBaHUS OXpaHbI TPYJla U MOXKApHOI 0e301acHOCTH Ha paboyeM MecTe;

METOJAMYECKHE PEKOMEHJAIMA 110 BBINOJHEHHIO pabOThl € JOKYMEHTaMH B
0011e00pa30BaTEIbHBIX YUPEKACHUSIX;

MOPSIOK KOHTPOJISI TPOXOXKICHHSI CITY’)KEOHOH JTOKyMEHTAIINN U MaTepPHaJIOB;

CTPYKTYpPY 0011e00pa30BaTeILHOTO YUPEKICHHS U COCTAB COTPYIHUKOB;

BUBI HOMEHKIJIATYyp, o0mme TpeOOBaHUS K HOMEHKIJIATYpe, METO/IMKA €€ COCTABICHHS U
odopmIiIeHHUS;

nopsiiok  hopmupoBanus U opopmieHust nen, crnenuduka GopMHUPOBAHUS OTIAEITHHBIX
KaTeropui J1e;

NpaBUiIa XpaHEHUS JeJl, B TOM YHCIIe C IOKyMEHTaMH OTPaHUYEHHOTO JOCTYIIa,

NpaBUJIa BBIIAYM U MCIIOB30BAHMS JOKYMEHTOB U3 C(hOPMHUPOBAHHBIX JIET;

KPUTEPUH pa3[elieHUs] JOKYMEHTOB Ha TPYNIBI B COOTBETCTBHHM C IIEHHOCTBHIO
UHPOPMAIINH, COIEPIKAIIEHCS B HUX;

TIOPSIIOK CO3JIaHMsI, OPTaHU3aIluH U JOKYMEHTHPOBAHHS PaOOThI SKCIIEPTHOW KOMHCCHUH;

MpaBHJIa COCTABJICHUS U YTBEPXKIACHHS MPOTOKOIA pabOThl IKCIIEPTHON KOMHUCCHUU;



IIpaBUJIa COCTABIIEHUS U YTBEP)KJIEHUS aKTa O BBIJCIIEHUN JOKYMEHTOB, HE MOJIEKALINX
XPaHEHHUIO;

npaBuUiIa TEXHUUYECKOW OOpabOTKM W MONHOrOo O(OPMIICHHS /€1 TOCTOSHHOTO H
BPEMEHHOI'0 CPOKOB XPaHEHHS;

IIpaBUjIa COCTABJICHUS ONMCHU [J€Jl IIOCTOSIHHOTO M BPEMEHHOI'O CpPOKOB XpaHEHHUs B
COOTBETCTBUU C ICUCTBYIOIIMMU HOPMAaTUBHO-METOAUYECKUMHU JOKYMEHTaAMU;

npaBuiia Mepeaayu J1esl B apXuB 001e00pa3oBaTEIbHOIO YUPEKICHHS,

npaBuiIa UCIOJIB30BaHus TenedoHa, hakca, Kcepokca, IpUHTepa, CKaHepa, KOMIIBIOTEPa;

npaBmiia padOThl C TEKCTOBBIMH PEJAKTOPAMU W AJICKTPOHHBIMHU TaOiMIaMu, 0a3oit
JAHHBIX, 3JICKTPOHHOM MOYTOM, UHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3/1aHus1, 00pabOTKH, Nepeiaull U XpaHEHUs Pa3IMUHbIX JOKYMEHTOB;

IpaBUJia JIEJI0BOM MEPENUCKU, COCTABIECHUS U HAbOpa JEJIOBbIX MHCEM C MPUMEHEHUEM
TUIIOBBIX 00PA3IIOB;

JIETIONIPOU3BOJICTBO U €TI0 BEICHUE;

TpeOOBaHUS 10 COXPAHHOCTH CITY>K€OHOH MH(OpMAIHH, 3aIIUTE MEPCOHATBHBIX TaHHBIX;

OCHOBBI 9TUKH U 3CTETUKH;

IIpaBuJia AEJI0BOrO OOLIEHUS;

MOPSIIOK OKa3aHUs MEePBOM JOBpaueOHOM MTOMOIIIH;

HOPSIIOK IEHCTBUM NMPYU MOKAPE UM MHOW YPE3BBIYAHOM CUTYallMH, Y9BAKyallUH.

1.8. JIeaonpoun3BOaUTENb NIKOIbI JOJDKEH YMETh:

paboTaTth CO BCEW COBOKYITHOCTHIO HH(OPMAIMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB
0011e00pa30BaTEIBLHOTO YUPEXKICHUS:

MMOJI30BAThHCS CIIPABOYHO-IIPABOBBIMU CHUCTEMAMU,;

IMOJIb30BATHC AaBTOMATU3UPOBAHHBIMU CHUCTCMAMH YUCTad, PErucTpaiyu, KOHTPOJIA U
I/IHq)OpMaHI/IOHHO-CHpaBOqHI)IMI/I CUCTCMaMHU ITIpH pa60Te C JOKYMCHTAaMHU IIKOJIbI;

MNPUMCHATH COBPCMCHHBIC I/IH(l)OpMaHI/IOHHO-KOMMYHI/IKaIII/IOHHBIG TEXHOJIIOIUMU  IOJIsA
pa6OTBI C JOKYMCHTaMHM, B TOM YHCJIC IJId €€ OIITUMU3AIIUU U IMOBBIIICHUA 3(1)(1)GKTI/IBHOCTI/I;

OpraHu30BBIBaTH pPabOTy TO Y4YeTy, XpaHEHHIO MW Tepefade B COOTBETCTBYIOIIEE
CTPYKTYpHOE MOJpa3AeieHne JOKYMEHTOB TEKYIIETO AeI0IPON3BOICTRA;

UCTIONIb30BAaTh HOMEHKJIATYPY J€] HPU H3YYeHHH CTPYKTYpBI 0011e00pa30BaTeIbHOTO
yUpEeXJICHNUs, COCTaBICHUHN OMHCEH Jel;

OpraHW30BBIBaTh PabO0Ty MO (OPMHUPOBAHUIO 1€ B COOTBETCTBHUU C YTBEP)KICHHOU
HOMGHKHaTypOﬁ JEJI IIKOJIBI,

IMMPpaBUJIbHO U CBOCBPEMCHHO q)OpMI/IpOBaTB JOKYMCEHTEI B JI€jIa C YYCTOM UX CHGHI/ICI)I/IKI/I;

CUCTEMATU3UPOBATh JOKYMCHTBI BHYTPH ACJIA,

obecriedynBaTh  COXPAaHHOCTh W 3AIIUTY JOKYMEHTOB  00IIe00pa30BaTeIbHOTO
yUpEeXKICHNS;

MOJIb30BATHCSl TIEPEUHSIMH JIOKYMEHTOB W aHAM3UPOBATh (DAKTUUIECKOE COJEpIKAHHE

HMCIOUIUXCA B ACJIC JOKYMCHTOB ITPHU OIIPCACICHNN CPOKOB UX XPAHCHUS,



0popMIIATH 0OJI0KKH /1€ MOCTOSTHHOTO ¥ BPDEMEHHOT'O CPOKOB XPAHEHUS B COOTBETCTBUU
¢ TpeOOBaHUAMU TOCYAAPCTBEHHBIX CTaHAAPTOB;

IIPOU3BOJUTH CTPYKTYPHYIO CUCTEMATU3ALUIO JE;

OCYILIECTBIISITh TEXHUYECKYI0 OOpabOTKy M TMOJHOE O(pOpMIIEHHE AEN MOCTOSHHOTO U
BPEMEHHOI'O CPOKOB XPaHEHUS;

COCTaBJIATh OIUCH JI€J] MTOCTOSSHHOIO U BPEMEHHOI'O CPOKOB XPaHEHUS! B COOTBETCTBUU C
JEHCTBYIOIIMMU HOPMaTUBHO-METOIUYECKUMU JOKYMEHTAMH.
1.9. CoTpyaHUK AOKEH O3HAKOMHUTBCS C JOJKHOCTHOM MHCTPYKLHEH AEIONpPOU3BOAMUTENS B
COOTBETCTBUH C MpO(CTaHIAPTOM, MHCTPYKIMEH MO OXpaHe Tpyna Uit AEJIONPOU3BOAUTEIS
IIKOJIBI, 3HATh U COOJII0aTh YCTAaHOBJICHHBIE MTPaBHUiIa U TPEOOBAHUS OXPaHBI TPY/Ia U MOXKapHOIH
0e30MacHOCTH, MpaBuja JIMYHOW TUTMEHbl W TUTHMEHbl Tpylda B 0011e00pa3oBaTeIbHON
OpraHu3alIiy.
1.10. [enmonpon3BOAMTENb AODKEH NPONTH OOydeHHEe W WMETh HaBBIKM OKa3aHUs TEPBOU
MOMOIIM IOCTPAJABIINM, 3HATh MOPSIOK JACWCTBUNA NpPHU BO3HUKHOBEHUM I10Kapa WM HHOU
Yype3BbIYATHON CUTYallMU U 3BaKyalluy B 0011€00pa30BaTeIbHON OpraHu3aluy.
2. TpynoBblie pyHKUMHU
K 0CHOBHBIM (YHKIIUSAM J1€JIONPOU3BOIUTENS] OTHOCSTCS
2.1. JIokyMeHTallMOHHOEe o0OecredeHue JesITeIbHOCTH 0011e00pa30oBaTeIbHOTO YUPEkKACHU:
2.1.1. Opranuzanus paboThI C JOKyMEHTaMHU.
2.1.2. Opranuszanus TEKyIEro XpaHEHUs IOKYMEHTOB.
2.1.3. Opranusanust 00pabOTKH JieJ1 A7 MOCIeAYIOIIEro XpaHEeHusI.
3. 10/12KHOCTHBIE 00513aHHOCTH
Jlenornpou3BoAUTEINb B IIKOJIE OCYILIECTBIISIET BHIIIOJHEHHE 00SI3aHHOCTEMH:

3.1. B paMmkax TpyIoBo# hYHKIMHU OpraHu3anvy padoThl ¢ JOKYMEHTAMMU:

IpUeM U NepBUYHast 00paboTKa BXOJAIINX JOKYMEHTOB,;

IIPEIBAPUTEIIBHOE PACCMOTPEHUE U COPTUPOBKA JTOKYMEHTOB HAa PErMCTPUPYEMBIE U HE
PETUCTPUPYEMBIE;

MOJrOTOBKA BXOJSALINX JOKYMEHTOB JUIsl PACCMOTPEHUS IUPEKTOPOM ILLIKOJIBI;

pPETUCTpALIMS BXOAAIIUX JOKYMEHTOB;

OpraHM3alys 10CTaBKU JOKYMEHTOB UCIIOJHUTEISIM;

BezieHue 0a3bl JaHHBIX JOKYMEHTOB 0011e00pa30BaTeIbHOIO YUPEKICHHS;

BeJIeHHEe MH(POPMAITMOHHO-CIIPAaBOYHON PabOTHI;

00paboTKa U OTHPaBKa UCXOJAIINX JOKYMEHTOB;

opranuzaisi paOOTBhl 10 perucTpalyy, Y4eTy, XpaHeHHI0O U Ieperade B
COOTBETCTBYIOIINE CTPYKTYPHBIE ITOAPA3IENECHNS JOKYMEHTOB TEKYIIETO AEIONPOU3BOCTBA;

KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB B 00111€00pa30BaTeIbHOM YUPEKICHUH.

3.2. B paMkax TpyaI0oBON (hYHKIKUK OPraHU3alyMyU TEKVIIEro XPAaHEHUs JTOKYMEHTOB:

pa3paboTKa HOMEHKJIATYpPHI e 0011e00pa30BaTeIbLHOTO YUPEKACHHS;
IPOBEPKA MPABUIBLHOCTH O(OPMIICHHS TOKYMEHTOB U OTMETKH 00 WX MCIIOJIHEHUU TIepest

ux (POPMUPOBAHHUEM B JIEJIO JIJIsI TOCIEAYIOIIEr0 XPaHEeHUS;



dbopMyITUpOBaHUE 3arOJOBKOB JIeT M ONPEIEIICHUE CPOKOB UX XPAHCHUS;

dbopMupoBaHue ACT;

KOHTPOJIb MPABUJIIBHOI'O U CBOCBPEMCHHOT'O paCcpCACICHUA U MOAIINBKHA JOKYMCHTOB B
nena.

3.3.B paMKax TDVI[OBOIZ d)VHKHHI/I opraHm3alnuu O6Da6OTKI/I AT JJIA TOCJICAYIOMECTO XPpaHCHU A

IIPOBEPKA CPOKOB XPaHEHUS JOKYMEHTOB, COCTABJIEHUE IIPOTOKOJIA pabOThI 3KCIEPTHOM
KOMHUCCUM IO TOJTrOTOBKE JOKYMEHTOB K XPaHEHMIO, aKTa O BBIIEICHUM K YHUYTO)KEHHUIO
JIOKYMEHTOB, HE MOJJIEKALIUX XPAHEHUIO;

COCTaBJICHUE BHYTPEHHEW OMMCH 1 JUIsl 0CO00 LIEHHBIX JOKYMEHTOB LIKOJIbI;

odopmIIeHHe e TOCTOSTHHOTO, TOITOBPEMEHHOTO CPOKOB XPaHEHHUS;

odopmiieHre 00I0XKKH JIeJT TIOCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB XPaHEHHS,

COCTaBJICHUE OIUCH JI€J IOCTOSIHHOT'O, JIOJITOBPEMEHHOT'0 CPOKOB XpaHEHHUS;

nepejaya Jesl B apXuB 00111€00pa30BaTEILHOTO YUPEIKICHHUS.

3.4. OpraHnu3oBbIBa€T BHEIPEHHE, BEIECHUE (B TOM 4YHCIE aBTOMAaTHU3UPOBAHHOE) U pPa3BUTHE
CUCTEM JJIOKYMEHTALUHU, BKIIIOYasi 3JIEKTPOHHBIE JOKYMEHTHI.

3.5. Bmecre ¢ aaMUHUCTpaluedl IIKOJBl IIOATOTABIMBAET OTYETHBIE JOKYMEHTBI JUIS
BBIILIECTOSIIIIUX OPTaHU3aLUNA, TOTOBUT CIyKEOHbIE MUCbMA, CIIPABKH.

3.6. Bener npuem mnocTtynaroieid Ha UMs JUPEKTOpa LIKOJIbl KOPPECHOHIEHIUH (3JIEKTPOHHOM
IIOYThI), PETUCTPUPYET €€ U BHIIOJHAET CUCTEMATU3alMI0 COIJIACHO IPUHATOMY B
0011e00pa30BaTEILHOM YUPEKIACHUU MOPSJIKY, TOCIE €€ PacCMOTPEHUsI TUPEKTOPOM IEpeaaeT
[0 HA3HAYEHUIO HCIIOJIHUTENSIM JJI IPUMEHEHHUS B XOJI€ UX JAEITEIbHOCTU WM MOJArOTOBKHU
OTBeTA.

3.7. Benmer mNOCTOSIHHBIA YYeT, KapTOTEKYy MPOXOXKAECHUS JOKYMEHTOB, KOHTPOJMPYET UX
HCIIOJIHEHHE, BBIAAET TpeOyeMble CIPABKH 110 3apETUCTPUPOBAHHBIM JOKYMEHTAM.

3.8. BrimonHsieT OTOpaBKy HCIOJHEHHON KOpPPECHOHACHIMM —aJpecaraM, BEIEeT Yy4eT
MOJIyYaeMOM U OTIpaBiIsieMON KOPPECHOHJEHIMH, CUCTEMAaTU3UPYET U XPAaHUT JIOKYMEHTHI
TEKYIIEro apXuBa.

3.9. 3anumaercst oopmMIEHHEM TPYAOBBIX JOTOBOPOB W JIMUHBIX [I€J, YCTPAMBAIOUIUXCS Ha
paboTy COTpYIAHUKOB, oOpabarbiBaeT M oQopMIIsAeT Mepenady JHWYHBIX JIe7T COTPYIHHUKOB B
apXuB.

3.10. ®opmupyeT JIMUHBIE JIeSIa YICHUKOB, O0YJarOIINXCS B IIIKOJIE.

3.11. OcyuiecTBiseT yuyeT 00y4yarouxcs JbIOTHBIX KaTETOPUM.

3.12. Beger KHHAIM NpUKA30B, N€YATAET MPUKA3bl [0 OCHOBHOM JESITEIBHOCTH, NHBIE TTPUKA3BI.
3HAKOMUT COTPYTHUKOB HIKOJIBI C IPUKA3aMU MO/ MOIKCH B JIEHb UX U3JIaHUS.

3.13. CornacHO pacHOpsDKEHHSIM JTUPEKTOpa LIKOJbI IeyataeTr U odopmisieT TpeOyemyro
JOKYMEHTAIMIO JJIsl BeIeHUsl Y4eOHO-BOCIUTATENILHON NEATENIbHOCTH B ILIKOJE, BBIMOJIHEHUS
rOJIOBOTO IJIaHa.

3.14. BemonHsieT paboTy 1O CO3/IaHHUIO CIIPABOYHOTO armapara 1mo JOKyMEeHTaMm, 00eCTieunBaeT

yIOOHBIN 1 OBICTPBIN X TTOUCK.



3.15. 3anumaercst cOOpoM HEOOXOIUMBIX MaTEpPHAIOB I MOATOTOBKY COBELIAHUN PaOOTHUKOB
IIKOJIBI, OIOBEIIEHHEM YYAaCTHUKOB O BpPEMEHH, MeCTe, NOBECTKE IHS COBEUIAHMA H HX
perucrpauuei.

3.16. SBnserca  cexkperapeM  aJMUHUCTPATUBHOIO  COBELIAHUS  IPU  JUPEKTOPE
0011e00pa30BaTEIBLHOTO YUPEXKICHUS.

3.17. B rpaHuMmax CBOEH KOMIIETEHIIMM Y4YacCTBYET B COCTABJICHHUH NPOTPAMMBI Pa3BUTHS
JIeTTOTIPOU3BOICTBA 00IE00Pa30BaTENFHOTO YUPEXKICHHS, BHOCUT IMPEIUIOKEHHUS 110 BOIPOCAM
YCOBEPILICHCTBOBAHUS JIETIONPON3BOACTBA 00II€00Pa30BaTEILHOTO YUPEKICHUS.

3.18. OGecrieunBaeT 3aMUTy MIPAB U CBOOO IETEH, poaAnuTENeH (3aKOHHBIX MPEICTaBUTENCH) TPU
00paboTKe epcoHaIbHBIX JaHHbBIX (nanee — [1]1).

3.19. Ilpu uCIONB30BaHUU 3JIEKTPOHHOTO OOOPYAOBAHMS, B TOM YHWCIE KJIABUATYPHI U MBIIIH,
©KEIHEBHO AC3MH(PHUIUPYET UX B COOTBETCTBUU C PEKOMEHIAIMSMH TPOU3BOIMUTENS JIMOO C
HCIIOJIb30BaHUEM PAaCTBOPOB WM CAI(PETOK HA CIIUPTOBOM OCHOBE (He MeHee 70% crupra).

3.20. [enonpou3BOAUTENb B ILIKOJE CTPOro COOJIOJAET CBOIO JOHKHOCTHYIO HHCTPYKIIMIO,
pa3paboTaHHYIO IO TPOPCTaHAAPTY, MPOXOTUT MEPUOTNIECKHE METUITUTHCKIE OCMOTPBI.

3.21. Crporo cobaromaer KOH(QHUACHIUAILHOCTh IMEPCOHATIBHBIX JAaHHBIX W TpeOOBaHUS IO
3ammre u OezomacHoctu IIJ[ mpum mx 00paboTKe, HENOMyIIEHHE WX paclpocTpaHeHHus 0e3
cornacus cyowsekTa [1/] iy Hanmuuust Jpyroro 3aKOHHOTO OCHOBAHMS.

4. IIpaBa

Jlenornpou3BoAUTENb HIKOIBI KMEET MOJIHOE MPABO:

4.1. TlpuHMMaTh y4acTue B YIpPaBICHUM OOIIe00pa3oBaTENIbHBIM YUPESKICHUEM B MOpSJKE,
YCTQHOBJICHHOM Y CTaBOM.

4.2. Ha pabouee MecTO, KOTOpPOE COOTBETCTBYET BCeM TpeOOBaHMAM OXpaHbI TPyJia U MOXKapHOU
0€30I1aCHOCTH.

4.3. Ha 3amuTy cBO€ npodeccnoHaIbHON YeCTH U IOCTOMHCTBA.

4.4. Ha mnepenady JOKYMEHTOB JUIsl MCIIOJIHEHMs M Ha TpeOOBaHHWE OT WCHOJHUTENEH
IPaMOTHOTO U MPaBUWJIBHOTO 0(POPMIICHUS TPEOYEMBbIX TOKYMEHTAIbHBIX MaTepHAIIOB.

4.5. Ha 3anpammBaHue OT aJMUHHMCTPALMU IIKOJIBI, TOJIY4eHHE M  IPUMEHEHHE
UH(POPMALIMOHHBIX MaTEepHaliOB, HOPMATUBHBIX M IPABOBBIX JOKYMEHTOB, HEOOXOAWMBIX IS
BBITOJIHEHUS CBOMX JIOJDKHOCTHBIX 00S3aHHOCTEH.

4.6. 3HAaKOMUTBCS CO BCEMU MMEIOUIMMHUCS MaTepualaMy ero JMYHOIO Jiesla, OT36IBAMH O CBOEH
paborte, *ano0aMu U MHBIMH JOKYMEHTaMH, OTPAXKAIOIMMH OIIEHKY €ro TpyJa, IPeoCTaBIIsATh
110 HUM IOSICHEHUSI.

4.7. Ha mopaibHOE M MaTepHajbHOE MOOIIPEHHE, Ha CBOEBPEMEHHYIO M B IMOJHOM O0beMe
BBIIJIATY 3apabOOTHOM IJIaThl, a TaKXKe Ha 3alIMTy COOCTBEHHBIX HHTEPECOB U HHTEPECOB
COTPY/AHUKOB IIKOJIBI.

4.8. OTka3aThCsl OT BBINOJHEHUS PaOOT MpPHU BO3SHMKHOBEHHM YIpO3bl JKU3HU M 370POBBIO
BCJIEJICTBHE HApyILlIeHUs TpeOOBaHUIl 110 OXpaHe Tpya.

4.9. TToCTOSIHHO MOBBIIIATh CBOIO MPO(ECCHOHANBHYIO KBATU(UKAIHUIO.



4.10. Ha 3ammry cBOMX HpPO(ECCHOHANBHBIX HHTEPECOB CAMOCTOATENbHO M (MIM uepes
3aKOHHOTO TIPEJICTAaBUTENII, B TOM YHCJIE aJBOKaTa), B CJydae JUCHUILUIMHAPHOTO WK
CIIy’)keOHOTO paccie0BaHus, CBSI3aHHOTO C HECOOJIIOIEHUEM HOPM MPOQECCHOHATHHONU ITHUKH.
Ha HepasrmameHnue IUCHUIUTMHAPHOTO (CIYy>)KEOHOT0) paccieloBaHUs, HCKIIOYas clydau
MPEAYCMOTPEHHBIE 3aKOHOM.

4.11. Ha Bcrymienue B mpocoro3bl IS 3alIUThl CBOUX TPYIOBBIX IMpaB, CBOOOM M 3aKOHHBIX
uHTepecoB. Ha mosydeHue  conuangbHbIX TapaHTUM W JIBIOT, MPETyCMOTPEHHBIX
3aKoHoaarenbecTBOM Pocculickoit denepanun.

5. OTBeTCTBEHHOCTH

5.1. 3a HEBBINOJHEHUE WU HAPYILICHUE JAaHHOW JTOJHKHOCTHON MHCTPYKIMH ACIONPOU3BOIUTENS
B 1IKoJe, YcTtaBa u [IpaBuil BHYTpEHHEro TPYAOBOIO PacHOpsi/iKa, 3aKOHHBIX PACHOPSKEHUN
JUPEKTOpa MIKOJIBI U APYTHUX JIOKAJIbHO-HOPMATHUBHBIX aKTOB, a TAKXKE 32 MPUHITHE PEIICHHH,
MOBJICKIIUX HapylleHWe Y4eOHO-BOCIUTATENbHBIX OTHOILIEHUH, AEJIONPOU3BOIUTENIb HECET
JUCLUUIIIMHAPHYIO OTBETCTBEHHOCTh B HOpSIZIKE, YCTaHOBJICHHOM TpynoBeim
3akoHosarenbcTBOM Poccuiickoit deneparuu.

5.2. 3a mnpuMeHeHHe, Aake OJHOKPATHO, CIOCOOOB BOCHHUTAHMS, BKIIOYAIOMIMX B CeOs
dbuznyeckoe u (UIM) MCUXOJIOTMYECKOEe HACUIIME HaJl JIMYHOCTHIO peOeHKa, JeTONPOU3BOIUTEND
MOKET OCBOOOXKIAThCSA OT 3aHMMAEMOM TOJIKHOCTH COTJIACHO TPYIOBOMY 3aKOHOJATEILCTBY
Poccuiickoit ®enepauuu. YBOJbHEHHE 3a TaKOW MOCTYNOK HE MPUHHUMAETCS 3a Mepy
JUCLUHUIIIIMHAPHON OTBETCTBEHHOCTH.

5.3. HeceT AMCHMIUIMHAPHYIO OTBETCTBEHHOCTD 3@ COXPAHHOCTh IOKYMEHTAlLlUU, HaXOI1lelcs B
KaOWHETE JIeTONPOU3BOTUTEIS.

5.4. TlpuBnekaercd K AUCHUIUIMHAPHOW OTBETCTBEHHOCTH 3a pa3TJalleHHe CIyXeOHOW u
KOH(GUICHIMATBEHOU HHpOpMAIK, UHPOPMAIUU O TMEPCOHAIBHBIX JaHHBIX COTPYAHUKOB U
oOyyaromuxcst 0011e00pa30BaTeIbHOTO YUPEKICHHUS.

5.5. 3a mHapymieHHWe TpaBWJI MOXKAPHOM OE30MacCHOCTH, OXpaHbl TpyJda, CaHUTAPHO-
TUTUEHUYECKUX  HOPM W TpaBUI  JETNONPOM3BOJAMTENIbL  MOXET  NPHUBJIEKAThCA K
aIMUHUCTPAaTUBHOM  OTBETCTBEHHOCTM B TOpPSAKE W B Cly4yasX, YCTaHOBJIEHHBIX
aIMUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Pocculickoint Penepauuu.

5.6. 3a mo0oe BUHOBHOE MPUYMHEHHE 00I1e00pa30BaTeNbHOMY YUPEKICHUIO MM y4aCTHUKAM
o0pa3oBaTeNbHBIX OTHOIICHUH yiepOa (B TOM YHCII€ MOPAIBHOTO) B CBS3H C BBINOJTHEHHUEM
(HEBBITIOTHEHUEM) CBOMX MPSIMBIX JOJKHOCTHBIX OO0S3aHHOCTEW AETONPOU3BOAUTENH IIKOJIBI
HECET MaTepHUaJIbHYI0 OTBETCTBEHHOCTh B MOPSJIKE U B Mpe/eiax, YCTAHOBICHHBIX TPYAOBBIM U
(unm) rpakIaHCKUM 3aKOHOIaTeNbcTBOM Poccuiickoii Deneparuu.

6. BzaumooTHomenusi. CBSI3H 10 J0JAKHOCTH

Henonpouzeooumensv wiKowl:

6.1. Jlenompon3BOANTEIH BBIMOIHSAET padOTy COTIACHO rpaduKy, COCTaBIEHHOMY ¢ yueToM 40-
4acoBOil pabodeil Hemenu, W YTBEPKICHHOMY JHUPEKTOPOM  001eo0pa3oBaTeIbHOTO

YUPEKIECHUS.



6.2. [ToctostHHO OOMeHUBaeTcs HHpOpMAaIMEl IO BOMPOCaM, OTHOCSIIMMCS K €ro KOMIIETEHIINH,
C aJMUHHUCTpalMen, OyXrainTepuei, MeAarorHuecKuMH padOTHUKAMH M  OOCITYKHBAIOIIUM
[EPCOHAIOM ILIKOJIbI, C POAUTEISIMU JIeTeH (JIULAMU UX 3aMEHSIOLIUMM).

6.3. ITomydaeT oT AUpEKTOpa 00IIE00Pa30BATEILHOTO YUPEXKICHHSI HHPOPMALIUIO HOPMATUBHO-
IPaBOBOIO M OPraHU3allMOHHOTO XapakTepa, 3HAKOMHUTCS TOJ MOANUCH C HEOOXOIWMBIMU
JIOKyMEHTaMH.

6.4. BoBpemsi coO0IIaeT TUPEKTOPY IIKOJBI U €ro 3aMEeCTHTENsIM 00 MH(OpMAaIUU, MPUKa3aXx,
PaCIOPSKEHUSIX U MHOM JIOKYMEHTALMU, IOCTYIIMBIIEH 110 2JIEKTPOHHOM I10YTE.

6.5. Hudopmupyer aupekropa (IpH OTCYTCTBUM — HMHOE JOJDKHOCTHOE JHIO) O (hakTe
BO3HUKHOBEHHUSI  TPYINIOBBIX HMH(MEKUIMOHHBIX ¥  HEMH(EKUMOHHBIX 3a00JeBaHUN B
o01ieo0pa3oBaTeIbHOM  OpraHM3alMM, 3aMECTUTENs JUpeKTopa [0  aJAMHHHCTPATHBHO-
XO3SUCTBEHHONW 4YacTH — 00 aBapUMHBIX CUTyallUsX B pabOTe CHUCTEM 3JIEKTPOOCBEIICHUS,
MEPCOHAIILHOIO KOMIIBIOTEPA U MHOW OPITEXHUKHU, OTOIIEHUS U BOJIOIPOBO/IA.

6.6. Bo Bpems OTCYTCTBHS JEJIONPOU3BOAUTENSI €ro OOSI3aHHOCTU BBIIOJHSAET COTPYAHUK,
UMEIoUM Bce TpeOyromuecs NpopecCHOHaIbHbIE 3HAHMS, YMEHUS W HaBbIKM, Ha3HAYEHHBIN
NPUKA30M JUPEKTOpa IIKOJbI. JIaHHBI COTPYIHUK MPHOOPETaeT COOTBETCTBYIOIIUE TpaBa U
HECeT IIOJHYI0 OTBETCTBEHHOCTh 3a KAUECTBEHHOE BBIIIOJIHEHUE BO3JIO)KEHHBIX Ha HEro
00s13aHHOCTEH.

7. 3ak/I09uTeIbHbIE MOJI0KEHHUS

7.1. O3HaKOMJIEHHE JEJIONPOU3BOAUTENS IIKOJIBI C HACTOSILEH AOKHOCTHOW HHCTPYKLMEH,
pa3paboTaHHOIl C¢ ywyeToM mpodcCcTaHaapTa, OCYLIECTBISETCS INpH IpuemMe Ha paboty (A0
HOJIKMCAaHUs TPYJOBOTO I0TOBOPA).

7.2. OnuH 3K3eMIUIAp JTOHKHOCTHOM HMHCTPYKIMM HaXoAuTCs y paboToiarens, BTOPOH — y
COTpYJHUKA.

7.3. @akT O03HAKOMJICHHUS JCIONPOU3BOAMTENS C HACTOSIIEH JOJKHOCTHOM HWHCTPYKIMEH
MOATBEPXKIAETCS MOANKCHIO B DK3EMIUIIPE JIOJDKHOCTHOM HHCTPYKLIMH, XPAHSALIEMCS Y

pa6OTO,[[aTCJ'I}I, a TaK’KC B XXYpHAJIC O3HAKOMJICHUSA C JOJDKHOCTHBIMU MHCTPYKIHUAMMU.

C odonorcnocmuou uncmpyKyueu 03HaKomieH (a)

« _» 202 T / /
« _» 202 T / /
« _» 202 T / /
« _» 202 T / /

« » 202 1. / /
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