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JIOJ'DKHOCTHZIH HHCTPYKIMUA AC€JTONMPOU3BOINTEIIA

1. O0mue mosoxeHust

1.1. Hacrosimasi nOJDKHOCTHAsE WMHCTPYKIMS cocTaBieHa Ha ocHoBe lIpodcranmapra: 07.002
«CrneuuanucT MO OpraHu3allMOHHOMY M JOKYMEHTAl[MOHHOMY OOECHEUYEeHUIO YIpPaBJICHUS
OpraHu3aluen», YTBEPKICHHOTO MPUKAa30M MUHHCTEpPCTBA TpyAa M COLMAIBHOW 3allUThI
Poccuiickoit deneparuu Ne 2761 ot 6 mas 2015 1; ¢ yaetom DenepanpHoro 3akona No273-D3 ot
01.12.2012r «O6 o6pazoBanuu B Poccuiickoit denepanun» B penakuuu ot 2 uroist 2021 roga; CII
2.4.3648-20 «CaHuUTapHO-3MIUJIEMHOJIOTHYECKHE TpPeOOBaHMUSI K OpraHU3alUsM BOCHUTAHUS U
0oOy4eHMs, OTIObIXa M O3JIOPOBICHUSI NETEH W MOJOIEKH»;, coriacHo TpymoBomy Komaekcy
Poccniickoit ®denepanum ¥ MHBIM HOPMAaTUBHBIMH AKTAMH, PEIVIAMEHTHPYIOIIUM TPYIOBBIE
OTHOIIEHUS MKy paOOTHUKOM U paboToaTeNneM.

1.2. Hacrosimasi HWHCTPYKUUs YyCTaHaBIMBAeT (YHKIMOHAIbHBIE OO0S3aHHOCTH, TIpaBa U
OTBETCTBEHHOCTb COTPYIHHUKA, 3aHUMAIOIIEro B 00111€00pa30BaTEIbHON OpraHu3aluu J0JKHOCTD
JEJIONIPOU3BOIUTENS.

1.3. Ha 10JKHOCTD AETONPOU3BOAUTENS MOYKET Ha3HAYATHCS JIULIO:

* uMemwllee cpeaHee NpodeccHoHaIbHOE 00pa3oBaHUE, IPOILEIIEe MPOrpPaMMBbI
MOJATOTOBKH KBATH(DHIIMPOBAHHBIX PaO0UYMX, CITY)KAITUX;

*  COOTBETCTBYIOIICE TPEOOBAHUSAM, KACAIOIIUMCS IMPOXOXKICHHUS TMPEABAPUTEIHHOTO (IIPH
MOCTYIUICHUHM Ha paboTy) M TEPHOIUYCCKHX MEIUIIUHCKAX OCMOTPOB, BHEOYEPEITHBIX
MEIUIMHCKUX  OCMOTPOB  TI0O  HampaBjJeHHIO  paboromaTtens,  00sS3aTEIBHOTO
MICUXUATPUUECKOTO OCBHUJICTEILCTBOBAaHUS (HE peke 1 paza B 5 ner), mpodecCHOHAIBHON
TUTUEHUYECKOM TOITOTOBKY U aTTecTaluu (Tpu nmpuemMe Ha paboTy u najnee He pexe 1 paza
B 2 TroJa), BakOWHAIMU, a TaKXKe HUMEIONIee JIMYHYI0 MEIUIIUHCKYI0 KHIDKKY C
pe3yJbTaTaMu MEIUITMHCKUX 00CIIeIOBaHUI U J1a00paTOPHBIX HCCIICIOBAHUHN, CBEICHUSIMU
O TMPHBUBKAX, I[EPCHECCHHBIX WHQPEKIMOHHBIX 3a00JICBaHMAX, O IPOXOXKICHUU
podecCHOHATBEHON TUTUCHHYECKOH MTOJTOTOBKH M aTTECTAIMH C JOITYCKOM K paboTe;

* HE MMCIOIEe OTPAaHUYCHUN Ha 3aHITHE TPYIAOBOU JIEATSIBHOCTBIO B chepe 00pa3oBaHus,
M3JI0XKEHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHATHE TPYIOBOU JAEATEIHHOCTHIO B chepe
o0Opa3oBaHUsl, BOCIIUTAHUS, PA3BUTH HECOBEPIICHHOJETHUX, OPTaHU3AIMH HX OTAbIXa U
O37I0POBJICHUS, MEIWIIMHCKOTO OO0CCIICUeHUs, COIMAIBHOW 3aIlUThl W COIHAIBHOTO
oOciry>)xuBanus, B chepe AeTCKO-IOHOIIECKOTO CIIOPTa, KyJIbTYPhl U HCKYCCTBA C y4acTHEM
HecoBepuieHHoIeTHUX» TpynoBoro koaekca Poccuiickoit @enepannm.



1.4. Jlenompou3BoauTensi Ha3HA4aeT M OCBOOOXKJAaeT OT 3aHUMAeMOW JIOJDKHOCTH JTUPEKTOP
00111e00pa30BaTEIPHON  OpPraHU3allMd B TOPSIZIKE, YCTAaHOBJICHHOM TpyIOBBIM  KOJEKCOM
Poccuiickoit ®denepanuu U TpyJIOBBIM IOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.

1.5. Jlenonpou3BOOUTENb OTHOCHUTCS K KATETOPHUH TEXHUYECKUX HMCIOJHUTENCH M HAaXOJHUTCS B
MPSIMOM TIOTYMHEHHUH Y TUPEKTOPa 00111€00pa30BaTeIIbHOTO YUPEKICHUS.

1.6.  Jleonpou3BOJIUTENL B IIKOJIC IPH __ BBIIIOJHEHUM HOJDKHOCTHBIX

00s13aHHOCTEN PYKOBOJICTBYETCS:

* Koncrurynueit Poccuiickonn @enepanuu;

* [lopsiakoM opraHuzanvy U OCYIIECTBIEHUSI 00pa30BaTEIbHOM JESITEIbHOCTH 10 OCHOBHBIM
oOuieo0pa3oBaTenpHbIM MporpaMmaM - 00pa3oBaTEIbHBIM IPOrpaMMaM HayalbHOIO
o011ero, OCHOBHOro OOLIEro U cpeiHero ooiero oopa3oBanus, yrBepkKaeHHbIM [Ipukazom
Munuctepcta npocsenienust PO ot 28 asrycra 2020 r. Ne 442;

«  ®denepanbHBIM IOCYIaPCTBEHHBIM 00pa30BaTENIbHBIM CTaHapTaMU OOIIero o0pa3oBaHus;

« CII 24.3648-20 «CaHMTapHO-2IIUAEMUOJIOTMYECKHE TpeOOBaHUA K OpraHu3alUsIM
BOCITUTaHUS U 00y4eHUsl, OT/IbIXa U 03/I0POBJICHUS JE€TEH U MOJIOACKIY;

*  aIMUHHUCTPAaTUBHBIM, TPYAOBBIM M XO3SIIICTBEHHBIM 3aKOHOJAaTeNbCTBOM Poccuiickoit
denepanuu;

* IIOCTaHOBJICHUSIMH, pPaCHOPSDKEHUSMU, TpUKa3aMHd W HMHBIMH  PYKOBOJSIIMMH U
HOPMAaTUBHBIMH JIOKYMEHTaMHU, OTHOCSIIIIMMUCS K BEJIEHUIO JIEIONPOM3BO/ICTBA;

* cTraHJapTaMd YHU(UUIHUPOBAHHONW CHUCTEMBI OpraHU3alMOHHO-PACTIOPSAIUTENBLHON
JOKYMEHTAIIH;

* npaBuwiamMu opporpaduu U NyHKTyaluu;

* IpaBuiamMH pabOThl Ha KOMIIBIOTEPE U HHOW OPITEXHUKE;

* [paBWIaMM M HOPMaMH OXpaHbl TpyJa, MPOU3BOJCTBEHHOM CAHUTAPUM M IOXKAPHOUN
0e30I1aCHOCTH;

* VYcrabom wu I[lpaBunamMu  BHYTpEHHEro  TpPYIOBOTO  pacHopsiika,  JApyruMu
JIOKaJIbHOIIPAaBOBBIMU aKTaMH 00111€00pa30BaTEIbHOIO YUPEKACHHUS;

*  JTaHHOM JOJDKHOCTHOM MHCTPYKLUEH U TPYJOBBIM JOTOBOPOM (KOHTPAKTOM);

» KouBenmueii o mpaBax pedeHKa.

1.7. Jdenonpon3BoauTeNb NIKOJIbI 00s3aH 3HATh CIIEAYIOIIEE:

* TocynmapctBenHnbiii cranmapt Poccuiickori @enepauun «Jlenonponu3BOICTBO U apXUBHOE
IO,

* HOPMATHBHbBIE IIPABOBbIE aKThl MU HOPMATHBHO-METOJUYECKHUE JIOKYMEHTBI, IMOJIO0KEHHUS,
MHCTPYKLUU U UHbIE MaTepuaibl U JOKYMEHTHI 110 BEJECHUIO JI€JIONPOU3BOJICTBA B LIIKOJIE;

*  COBpEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUHN PabOThI C JOKYMEHTAMH;

*  [OpsA0K pabOThI C TOKYMEHTaAMU;

*  CXeMbl JOKYMEHT0000poTa;

* mpaBuia pabOThl ¢ BXOJISUIMMHU, UCXOJIIIMMH U BHYTPEHHUMH TOKYMEHTAMU;

* IpaBWia OpraHM3alMd U  (QOpMBI  KOHTPOJS  HUCHOJHEHHS  JIOKYMEHTOB B
0011e00pa30BaTEILHOM YUPEKICHHUH;

*  THUIOBBIE CPOKH MCIIOIHEHHUS JOKYMEHTOB;

*  [PUHIUIBI pabOTHI CO CPOKOBOM KapTOTEKOM;

* Ha3Hau€HUE U TEXHOJIOTUS TEKYUIETro U MpeaylnpeIuTeaIbHOr0 KOHTPOJIS;

* IpaBUJia COCTABJICHUS aHAJTUTHUYECKUX CIPABOK [0 OPraHU3alMU pabOThl ¢ JOKYMEHTaMH U
KOHTPOJIIO UCIIOJIHEHUS TOKYyMEHTOB;



MpaBUJIa JOKYMEHTAI[MOHHOTO 00eCeYeH s JesITeIbHOCTH 0011e00pa3oBaTeNbHOTO
YUPEKICHUS;

BU/JIbl IOKYMEHTOB, X Ha3HAYCHHUE;

TpeOOBaHUs, IPEIbIBISIEMbIE K JOKYMEHTAM B COOTBETCTBUM C HOPMAaTUBHBIMU aKTaMU U
rocy/1lapCTBEHHBIMU CTaHAAPTaAMU;

IpaBUJIa COCTaBICHUSI U 0GopMIIEHUS MH(OPMALMOHHO-CIPABOYHBIX, OPraHU3allMOHHBIX,
YIPaBIEHYECKUX JOKYMEHTOB;

[IpaBWJIa CO3/IaHUs M BeJeHUsS 0a3 JaHHBIX CIYKEOHBIX JOKYMEHTOB B 00pa3oBaTelbHOM
OpraHu3alnuy;

CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa;

MpaBUJIa U CPOKU OTHPABKH MCXOALINX JOKYMEHTOB;

TpeOOBaHUs OXPAHbI TPYy/la U MOKapHOH 0E€30MacCHOCTH Ha paboueM MECTE;

METO/JMYECKUE PEKOMEHJAIMM [0  BBINOJHEHUIO paboThl €  JIOKyMEHTaMU B
0011e00pa30BaTENbHBIX YUPEKACHUAX;

MOPSIIOK KOHTPOJISL TPOXOKIACHUS CIyKEOHON JOKYMEHTAlluU U MaTepUaOB;

CTPYKTYpY 00111€00pa30BaTeIbHOTO YUPEKACHHUSI U COCTaB COTPYIHUKOB;

BUJIbI HOMEHKJIATYyp, 001ire TpeOoBaHUs K HOMEHKJIAType, METOJUKA €€ COCTaBJICHUS U
oopMmIIeHNUS;

nopsiAok (opMupoBanus U odopmiieHus Jaen, cnenudura GOpMUPOBAHHS OTIACITHHBIX
KaTeropuy JAei;

MIpaBUJIa XpaHEHUs eI, B TOM YHCIIe C JOKyMEHTaMU OrPaHUYEHHOI0 JIOCTYIIA;

[IpaBUJIa BbIAAYU U UCIIOJIH30BAHUS TJOKYMEHTOB U3 C(OPMUPOBAHHBIX JIEJT;

KpUTEpUU pas3felieHusi JOKYMEHTOB Ha TpYyNNbl B COOTBETCTBUM C I[€HHOCTHIO
nH(popMaLnH, CoepKaIIecs B HUX;

MOPSIIOK CO3/1aHUs, OpPraHU3alMK U JOKYMEHTUPOBaHUs pabOThl IKCIEPTHON KOMHUCCHH;
[IpaBUJIa COCTABIICHUS U YTBEPKICHHSI POTOKOJIA pabOThI 3KCIIEPTHOW KOMUCCHH;
[IpaBUJIa COCTABJICHUSI U YTBEPXKACHUS aKTa O BBIJECJIECHUU JIOKYMEHTOB, HE MOJJIEKAIINX
XpaHEHUIO;

IpaBWJIa TEXHUYECKOM 00pabOTKM U MOJHOro OGQOpPMIIEHHS Jiel MOCTOSHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHUS;

[paBMJIa COCTABJEHHSI OMMCH JEJ IOCTOSHHOTO U BPEMEHHOTO CPOKOB XpaHEHHs B
COOTBETCTBUU C JIEHCTBYIOIIMMU HOPMAaTUBHO-METOAUYECKUMU JOKYMEHTAMH;

IIpaBUJIa Mepeiadu JIesl B apXuB 00111e00pa30BaTEeIbHOTO YUPEKACHUS;

IIpaBUJIa UCII0JIb30BaHUs TenedoHa, gakca, KCepoKkca, IPUHTEPA, CKaHEPA, KOMIIBIOTEPA;
mpaBuiia pabOThl C TEKCTOBBIMHU PEAAKTOPAMH U JJICKTPOHHBIMU TaOIuIiamMu, Oa3zoun
JAHHBIX, EKTPOHHOM MOYTOM, HHTEPHET Opay3epamu;

TEXHOJIOTHUIO CO37aHusl, 00pabOTKH, epeaun U XpaHEHUsI pa3IU4YHbIX JOKYMEHTOB;
MpaBUJia JIeJIOBOM MEPENHCKH, COCTaBJICHUS M HAOOpa JIENOBBIX MHCEM C MPUMEHEHUEM
TUIIOBBIX 00PA31OB;

JIEJIONIPOU3BOJICTBO U €r0 BEACHUE;

TpeOOBaHUA [0 COXPAHHOCTHU CIIY’K€OHOM MH(OpPMAaLIUHY, 3aLIUTE TEPCOHATbHBIX TAHHBIX;
OCHOBBI 3TUKH U ICTETUKH;

IIpaBUJIa JEJI0BOTO OOIIECHHUS;

MOPSZOK OKa3aHMsI IEPBOM JOBpaueOHOM TTOMOIITH;

MOPAJOK AEUCTBUI IIPH MOXKAPE WIK NHON YpE3BbIYAHON CUTYAllUH, dBaKyalllH.



1.8. enonpon3BOAUTEID IIKOJbI JIOKEH YMETh:

paboTath CcO Bcell COBOKYMHOCTHIO HH(DOPMAIMOHHO-TOKYMEHTAIMOHHBIX pPECypcoB
0011e00pa30BaTENBLHOTO YUPEK ICHUS:

IMOJIB30BATHCA CIIPABOYHO-IIPABOBBIMHU CUCTCMAMMU,

IMOJIB30BATHCA ABTOMATHU3WPOBAHHBIMHU CUCTEMaMHM Yyuc€Ta, PpETruUcCTpalid, KOHTPOJA U
I/IH(bOpMaIII/IOHHO-CHpaBOLIHBIMI/I CUCTEMaMU IIpUu pa60Te C IOKYMCHTaMHU IIKOJIBI;
IMPUMCHATH COBPEMCHHBIC PIH(bOpMaHI/IOHHO-KOMMYHI/IKaIII/IOHHBIe TEXHOJIOTHUHU JIA pa60TI>I
C JOKYMCHTaMH, B TOM YHUCJIC I €€ ONITUMHU3allU Y ITOBBIIICHUSA 3(1)(1)CKTI/IBHOCTI/I;
OpraHu30BBIBaTH pabOTy MO YyYeTy, XpaHCHHI0O M Tepefade B COOTBETCTBYIOIIEE
CTPYKTYpPHOE T0Ipa3/ielieHre JOKyMEHTOB TEKYIIETO JIEIONPON3BO/ICTBA;

WCTIONb30BaTh HOMEHKJIATYPY e TPU HW3YyYCHHH CTPYKTYPHI 00IIe00pa3oBaTeIbHOTO
YUPEXKACHUS, COCTABIICHUH OTIHCEH NI,

OpraHu30BBIBaTh PabOTy 1O (QOPMUPOBAHUIO JCII B COOTBETCTBUM C YTBEPKICHHOM
HOMEHKJIATYPOU J€JI IIKOJIBI;

MIPaBUJIBHO ¥ CBOEBPEMEHHO (POPMHUPOBATH TOKYMEHTHI B JI€jIa C YU€TOM UX CHELU(PUKU;
CUCTCMATU3UPOBATh JOKYMCHTBI BHYTPHU ACJIA,

o0ecreunBaTh COXpPAaHHOCTD U 3alIUTY IOKYMEHTOB 00111€00pa30BaTeIbHOTO YUPEXKICHNUS;
IMOJIB30BATHCA TIEPCUHAMHM JOKYMCHTOB U aHAIIM3UPOBATH q)aKTI/I‘-I€CKOC COACPIKAHUC
HMCIOIINXCA B JCJIC JOKYMCHTOB IIPpH ONIPECACIICHUH CPOKOB UX XPAHCHHA,

oGopMIIATH 0OJIOKKHU JIeTT IOCTOSTHHOTO W BPEMEHHOTO CPOKOB XPAaHEHHUS B COOTBETCTBUU C
TpeOOBaHUSAMU TOCYJAPCTBEHHBIX CTaHAAPTOB;

MIPOU3BOIUTE CTPYKTYPHYIO CUCTEMATH3AIHIIO JIEIT;

OCYIIECTBIISITh TEXHUYECKYI0 0OpabOTKy M TOJIHOE OQOpMIIEHHE e IMOCTOSHHOTO |
BPEMEHHOTO CPOKOB XPaHEHHUS;

COCTaBJIATh ONKCH JIEJ MOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpPaHEHHUS B COOTBETCTBUU C
)ICI)’ICTBYIOIIII/IMPI HOPMAaTUBHO-METOJUYCCKHUMU JOKYMCHTAMMU.

1.9. CoTpynHUK JOJIKEH O3HAKOMMTHCS C JAaHHOW JOJDKHOCTHOW MHCTPYKLUEH, MHCTPYKLIHMEH 110
OXpaHe TpyJda A JAEJIONPOU3BOAMTENS, 3HATh M COONIIOJATh YCTAHOBJIEHHBIE IIpaBUIA U
TpeOOBaHUs OXpaHbl TPyAa U IMOXKApHOM 0e30MacHOCTH, NMpaBWJIa JUYHOM TMTMEHbl U TMTHEHbI

TpyZaa B 0011e00pa3oBaTeabHON OpraHi3auy.

1.10. JenonpousBoauTenpb JOJKEH MPONTH 00ydeHHEe U UMETh HaBbIKU OKa3aHHUs IEPBOM MOMOIIU
IIOCTPaJABIINM, 3HATh MOPSAOK ACUCTBUN IIPA BOZHUKHOBEHNH MOKapa WM WHOW Ype3BbIYalHON

CUTYaIlMH ¥ 3BaKyalllu B 0011e00pa30BaTeNIbHOM OpraHu3alum.

2. TpynoBsbie pyHKUHMH
K ocHOBHbBIM (D)YHKIMSM I€A0TPOU3BOAUTENS] OTHOCSTCS:

2.1. JlokyMeHTaHOHHOE 00ecriedeHHEe AeSTeIbHOCTH 00111e00pa30BaTeIbHOTO YUPEKICHUS:
2.1.1. Opranuzanus paboThl C JOKYMEHTAMU.

2.1.2. Opranuzanus TEKyLIEro XpaHEHHs JOKyMEHTOB. 2.1.3.

Opraau3zanusi 00padOTKH 1€ IS TOCIEIYIOIIETO XPaHCHHS.

3. JI0JI2KHOCTHbIE 00SI3aHHOCTH
Jlenonpouzeodumensv 6 wKoie ocyuwecmeaisem 8blnoJIHeHUue 00A3AHHOCEN:
3.1. B paMkax TpyIoBOH (GVHKIIMHA OpraHu3anui padoThl ¢ JOKYMEHTAMM:

* IpHUEM U NepBUYHASI 00pabOTKa BXOAALIUX JOKYMEHTOB;



MPEBApUTEIIFHOE PACCMOTPEHHE M COPTHPOBKA JOKYMEHTOB Ha PErHCTPHUpPYEMblE U HE
pEeTUCTPUPYEMEIE;

MOJITOTOBKA BXOJISIINX JOKYMEHTOB JIJISl PACCMOTPEHHSI TUPEKTOPOM IIKOJIBI;

PETUCTpaIHs BXOSIINX TIOKYMEHTOB;

OpraHu3aIus T0CTaBKU JOKYMEHTOB HCIOTHUTEIISIM;

BeJieHUe 0a3bl JAHHBIX JOKYMEHTOB 00I11€00pa30BaTeIbHOIO YUPEKIACHUS;

BeJIeHNE UH(POPMAIIMOHHO-CIIPAaBOYHON paboTHI;

00paboTKa U OTIIpaBKa UCXOASIINX JOKYMEHTOB;

opranu3zaiusi paboThI 10 PETHCTPALAH, YIETY, XpaHESHHIO U TIepeiade B COOTBETCTBYIONINE
CTPYKTYpHBIC TOJpa3ACICHUs NOKYMEHTOB TEKYIIEro eJIONPOU3BOACTBA; * KOHTPOJIb
HCIIOJIHEHUS JJOKYMEHTOB B 00111€00pa30BaTEIbHOM YUPEKACHHUHU.

3.2. B pamMkax TpyaoBOU QVHKIIMKA OpTaHU3AIMH TEKVIIET0 XpAaHEHU JOKYMEHTOB:

pa3paboTKa HOMEHKJIATYPHI e 00111e00pa30BaTEIHHOTO YUPEIKICHHUS,

IIPOBEpPKa IMPaBUIBHOCTU 0(1)0pMHeHI/I$I JOKYMCHTOB U OTMCTKHU 00 MX HCIIOJIHEHUU nepen
X (opMUPOBaHUEM B JEIIO JUISI TOCIICAYIOMIETO XPAaHCHHS;

(bopMynmHpoBaHKE 3aTOJIOBKOB JIEN U OIIpEIeNIEHINEe CPOKOB MX XPAHEHUS;

dhopmupoBaHue I€T;

KOHTPOJIb IPaBUJIBHOTO WU CBOCBPCMCHHOTO PACHPCACIICHHA W INOAJIIWBKH OOKYMCHTOB B
nena.

3.3. B pamMkax TpyaoBO# (DVHKIIMHA OpraHu3anum 00pabOTKM AeN JUIA MOCIEAVIOMIEr0 XPAHEHUS:

3.4.

3.5.

3.6.

3.7.

3.8.

3.9.

3.10.

[IPOBEPKAa CPOKOB XpPAaHEHUS JOKYMEHTOB, COCTABJIEHHWE IMPOTOKOJIAa pabOThl AKCHEPTHOM
KOMHUCCUU IO MOATOTOBKE TOKYMEHTOB K XPaHEHHUIO, aKTa O BBIJICJICHUU K YHHUUTOKEHUIO
JOKYMEHTOB, HE MOAJIEKAIIUX XPAaHEHUIO;
COCTaBJICHHE BHYTPEHHEU OIUCH JIeJ JIsi 0CO00 IIEHHBIX JOKYMEHTOB IIKOJIBI;
ogopMIIeHHE [Nl HOCTOSTHHOTO, JOJTOBPEMEHHOIO CPOKOB XpaHEHUS;
opopmiieHHEe OOJIOKKU JIed MOCTOSHHOTO, JOJTOBPEMEHHOIO CpPOKOB XpaHEHus; *
COCTaBJICHHUE OIUCH JI€J MOCTOSIHHOTO, JI0JTOBPEMEHHOT0 CPOKOB XPaHEHUS,
repeaaya ey B apxXuB 0011e00pa30BaTeIbHOTO YUPEKICHHS.
OpraHu3oBbIBaeT BHEApPEHHUE, BeACHUE (B TOM 4YHCIIE aBTOMAaTHU3MPOBAHHOE) U pa3BUTHE
CUCTEM JIOKyMEHTAllUH, BKJIIOYast 3JI€KTPOHHBIE JOKYMEHTHI.
Bmecre ¢ agMuHHCTpanuedl LIKOJIBI I[OATOTABIMBAET OTYETHbIE JOKYMEHTBI s
BBIIIECTOSIIMX OPraHU3alMi, TOTOBUT CIyKeOHbIE MICbMa, CIIPABKU.
Bener npuem noctynaroieii Ha UMs JUPEKTOPA IIKOJIbl KOPPECHOHJEHIUH (3JIEKTPOHHOMN
[IOYThI), PErHMCTPUPYET €€ U BBHINOJHAET CHUCTEMAaTH3aLUI0 COTJIACHO  IPHUHATOMY B
0011e00pa3oBaTeIbHOM  YUPEXKJIEHUU MOPSIKY, IIOCIE €€ PacCMOTPEHHUs JUPEKTOPOM
neperaeT 0 HA3HAYEHUIO WCIOJIHUTEISIM JJIsl IPUMEHEHHS] B XOJI€ UX JESTeNbHOCTH WU
MIOJATOTOBKH OTBETA.
Bener mnocTosHHBIM y4yeT, KapTOTEKy MPOXOXKIEHUS JOKYMEHTOB, KOHTPOJUPYET HX
UCIIOJIHEHUE, BbIJJAaeT TpeOyeMble CIPAaBKH M0 3apErUCTPUPOBAHHBIM JOKYMEHTaM.
BrinosiHsieT oTnpaBKy UCIOJIHEHHOW KOPPECTIOHACHIINU apecaTaM, BEAET YUeT MoaydaeMon
U OTHPAaBIAEMON KOPPECHOHICHIIMH, CUCTEMATH3UPYET M XPAaHUT JOKYMEHTHI TEKYILETro
apxuBa.
3aHumaercd OQOPMIIEHHEM TPYIOBBIX IJOTOBOPOB U JIMYHBIX JEJ, YCTPAaUBAIOLIUXCS Ha
paboTy COTPYIHUKOB, 00padaThiBaeT ¥ 0GOpMIISET Mepenady JIMYHBIX AT COTPYIHUKOB B
apXxuB.
dopmupyeT JTUUHbIE JIeJla YYeHUKOB, 00Y4atoIUXCsl B IIKOJIE.



3.11. OcymiecTBisieT yueT 00y4arouuxcst JIbIOTHBIX KaTeropuil.

3.12. Bener KHUTM NpUKa30B, ME€YaTaeT MpUKa3bl MO OCHOBHOM JESTENbHOCTH, WHbIE MPUKA3BL
3HAKOMUT COTPYAHHUKOB IIKOJIBI C TIPUKA3aMH I10/1 TIOJIIHCH B ICHb UX U3/aHUS.

3.13. CornacHo pacHopsDKeHUSM JAMPEKTOpa IIKOJbl IedaraeT U odopmisier Tpedyemyro
JOKYMEHTAIUIO JIJISl BEACHUST Y4eOHO-BOCIIUTATEILHON JESITEILHOCTH B IIIKOJIC, BHIITOJTHEHHSI
roJIOBOTO IJIaHa.

3.14. BeimosiHsgeT paboTy MO CO3AAHHUIO CIIPABOYHOIO ammapara Mo JOKyMEHTaM, 00ecredruBaeT
yIOOHBIN U OBICTPBIN UX ITOUCK.

3.15. 3anumaercst cOOpOM HEOOXOAMMBIX MATEPHAIOB JJIsS MOJATOTOBKH COBEHIAHUN PaOOTHUKOB
IIKOJIBI, OIMOBEIICHHEM YYaCTHHKOB O BPEMEHH, MECTE, NMOBECTKE JHS COBEIIAHUS U HX
perucTpanmen.

3.16. SBnsercs CeKpeTapemM aJIMUHUCTPATHBHOTO COBCIIAHUS npu IHPEKTOPE
0011e00pa30BaTENBLHOTO YUPEK ICHUSI.

3.17.B rpaHunmax cBoeW KOMIIETEHIIMM Y4acTBYeT B COCTaBJIEHMM MPOTPAaMMbl pa3BUTHUSA
JIEJIONIPOU3BOJICTBA  00I1€00pa30BATEIBHOTO  YUPEKACHHS, BHOCHUT TMPEIOKEHHUS T10
BOIIPOCaM yCOBEPIICHCTBOBAHUS JETIOMPOU3BOJICTBA 00IIE00Pa30BaTEIIEHOTO YUPEIKICHHSL.

3.18. ObecnieunBaeT 3auUTy IpaB U CBOOOJ AeTeH, poauTenel (3aKOHHBIX MpeJCTaBUuTeNel) npu
00paboTKe MepCOHANBHBIX MaHHbIX (nanee — [1]1).

3.19. IIpu wucroNb30BaHUU 3JIEKTPOHHOTO OOOpPYIOBaHUS, B TOM YHUCIE KIaBUATYpbl M MBbIIIH,
€XKEHEBHO NE3NHPHUIMPYET UX B COOTBETCTBUU C PEKOMEHIAIUSIMH MPOU3BOAUTEINS JIMOO C
WCIIOJIb30BAHUEM PACTBOPOB WM caliDeTOK Ha CIUPTOBOM ocHOBE (He MeHee 70% crnmpra).

3.20. lenonpou3BOAUTENb B WIKOJIE CTPOrO COOMIOAAET CBOK JOJKHOCTHYIO MHCTPYKIIHIO,
MPOXOJNT TIEPUOTMUECKUE METUIIMHCKAE OCMOTPEI.

3.21. Crporo cobmonaer KOH(OUACHIINATIBHOCTh IEPCOHANBHBIX JaHHBIX M TPEOOBaHUS IO 3aIIUTe
u 6e3onacHoctu I1J] mpu ux obpaboTke, HEAONMYLIEHUE UX paclpoCcTpaHEeHHs Oe3 coryacus
cyobexTa [1J] nnu Hamuuust Jpyroro 3aKOHHOTO OCHOBAaHMUSL.

4. IIpaBa
Jlennonpon3BOIUTENb IKOJIbI KMEET OJHOE IIPABO:

4.1. IlpuHumarh ydacTu€ B YIpPABJICHUU O00II€0Opa30BATENbHBIM YUPEKICHUEM B MOPSIKE,
YCTaHOBJIEHHOM Y CTaBOM.

4.2. Ha paGoudee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEeOOBAHUSAM OXpPaHbI TPyJa U MOKAPHOU
0€30MacCHOCTH.

4.3. Ha 3amuty cBoe# mpoecCHOHATIbHON YECTH B IOCTOMHCTBA.

4.4. Ha nepenauy JOKyMEHTOB JUIs UCIIOJIHEHUS U Ha TPEOOBAHUE OT UCIIOJIHUTENIEH IPAMOTHOIO U
MIPaBUIIBHOTO OQOPMIIEHUS TPEOYyEeMbIX JOKYMEHTAIbHBIX MATEPHAJIOB.

4.5. Ha 3anpammBaHue OT aAMUHUCTPALMH IIKOJIbI, IOJIyY€HUE U MPUMEHEHHE HHPOPMAIIMOHHBIX
MaTepHaIOB, HOPMATUBHBIX W TPABOBBIX JTOKYMEHTOB, HEOOXOIMMBIX [UIS BBIITOJHEHHS CBOMX
JOJIKHOCTHBIX 00s3aHHOCTEH.

4.6. 3HaKOMHUTBCSI CO BCEMH MMEIOIIMMHUCS MaT€puajiaMu €ro JIMYHOTO JieJia, OT3bIBAMH O CBOCH
paborte, >xano0aMu U UHBIMU JOKYMEHTAMH, OTPaXKAIOLUIUMU OLIEHKY €ro Tpy/Ja, PeI0CTaBIsTh 110
HUM TIOSICHCHUS.

4.7. Ha MopanpHOE€ W MaTepuajbHOE IOOIIPEHUE, HAa CBOEBPEMEHHYIO M B IOJHOM OOBEMeE
BBIIUIATY 3apa0OTHOM MJaThl, a TaKXK€ Ha 3allUTy COOCTBEHHBIX HHTEPECOB U HUHTEPECOB
COTPYJHHUKOB LIKOJIBI.



4.8. Ortka3zaTbCsi OT BBIIOJHEHUS pPabOT IMpPU BO3HUKHOBEHUU YIpO3bl KU3HU U 3J0POBBIO
BCJIE/ICTBHE HapyllIeHUs TPeOOBAaHUM IO OXpaHe Tpy/a.

4.9. IlocTostHHO NOBBILIATH CBOIO MPO(PECCHOHABHYIO KBATU(PUKALUIO.

4.10. Ha 3amuty cBoux npodeccrnoHalIbHbIX HHTEPECOB CAMOCTOSITEBHO U (UM Yepe3 3aKOHHOTO
MpEeJICTaBUTENs, B TOM 4YHCIE aJBoKaTa), B cllydyae AMCLUILNIMHAPHOTO WM CIIy)K€OHOTO
pacciefioBaHMsl, CBS3aHHOIO C HECOOJIOJeHHMEeM HOpM mpodeccuoHanbHOW 5STukH. Ha
HepasrjalieHue JUCHMIUIMHAPHOTO  (CIIy’)KEOHOT0)  pacciieloBaHMs, HCKIIOYas  CIIydau
MIPEyCMOTPEHHBIE 3aKOHOM.

4.11. Ha Bcrymnenue B npoQcoro3bl Ui 3allUThl CBOUX TPYIOBBIX IpaB, CBOOOJ M 3aKOHHBIX
uHTepecoB. Ha  monyyeHuMe  COUMAIbHBIX TapaHTHUM W JIBIOT, MPEAyCMOTPEHHBIX
3akoHoAarenbcTBOM Poccniickoit denepanun.

5. OTBeTCTBEHHOCTD

5.1. 3a HeBbINOIHEHNE UM HApYLIEHUE JaHHOM JODKHOCTHOM MHCTPYKIUH JAEJIONPOU3BOAUTENS B
mkose, YcraBa u IlpaBun BHYTPEHHEro TpPYAOBOIO pacHOpsIKa, 3aKOHHBIX PpacHOPsHKEHUI
TUPEKTOpa IIKOJbl U IPYTHX JIOKAJbHO-HOPMATHUBHBIX aKTOB, a TAaKXK€ 3a NPUHATHE pELICHU,
MOBJIEKIINX HapylleHUue Yy4eOHO-BOCIMTATEIbHBIX OTHOILIEHUH, JeJIONpPOU3BOIUTENIb HECET
JUCUMIUIMHAPHYIO OTBETCTBEHHOCTh B HOPSAIKE, YCTaHOBJIEHHOM TpynoBeiM 3aKOHOJATEIBCTBOM
Poccuiickoit @enepanuu.

5.2. 3a npuMeHeHue, TaKe OJHOKPATHO, CITIOCOO0B BOCTIMTAHUS, BKIFOUAIOIINX B Ce0sl pU3HIecKoe
U (WIM) TCHUXOJOTMYECKOE HACWIME HaJl JIMYHOCTBbIO pEeOEHKa, IEeNONpPOM3BOIUTENb MOXKET
0CBOOOKIATHCS OT 3aHUMAEMO JOJKHOCTH COTJIAaCHO TPYAOBOMY 3aKOHOAaTeNbCTBY Poccuiickoit
@Oenepanv. YBOJbHEHUE 3a TAaKOW IOCTYNOK HE NPUHUMAETCS 3a Mepy IUCHUIUIMHAPHOU
OTBETCTBEHHOCTH.

5.3. Hecer nucuuIuiMHapHyr0 OTBETCTBEHHOCTb 32 COXPAaHHOCTb JOKYMEHTAIMH, HaXOJsALIeics B
KaOMHeTe J1e710NPOU3BOAUTES.

5.4. TlpuBnekaercss K JIUCHUIUIMHAPHOM OTBETCTBEHHOCTH 3a pasrjallleHue CIyXeOHOH U
KoH(puaeHIMalIbHON HHpopManyy, HHQOPMAIMM O MEPCOHANbHBIX JAHHBIX COTPYIHUKOB M
oOyuaronuxcs 00111e00pa30BaTENIbHOTO YUPEKACHHUSL.

5.5. 3a HapyuieHre npaBuIl MOKAPHOU OE30MMACHOCTH, OXPAHbI TPY/la, CAHUTAPHO-TUTHEHUUECKUX
HOPM U TpaBWJI  JIENONPOU3BOJUTENb  MOXET IPUBJIEKAThCA K  aJIMUHUCTPATUBHOMN
OTBETCTBEHHOCTM B TMOpsSiIKE M B Cly4asX, YCTAHOBJEHHBIX aJMUHUCTPATUBHBIM
3akoHoAarenbecTBOM Poccniickoit denepanum.

5.6. 3a m0060€ BUHOBHOE NPUYMHEHHE 0011e00pa30BaTEIIbHOMY YUPEXKJIECHUIO WM yYaCTHHKAM
00pa3zoBaTeIbHBIX OTHOIIEHWH yiiepOa (B TOM YHCIIE MOPAJIBHOTO) B CBSI3U C BBIMOJHECHUEM
(HEBBINIOJIHEHHEM) CBOMX HPSMBIX JIOJKHOCTHBIX OOSI3aHHOCTEH JENONMpPOU3BOAMUTEND IIKOJIBI
HECeT MaTepHUaJbHYI0 OTBETCTBEHHOCTh B HOPSAAKE U B IMpeiesaX, YCTAaHOBJIEHHBIX TPYIOBBIM U
(unn) rpakJaHCKUM 3aKoHoAaTenbcTBOM Poccuiickoit @eneparnuu.

6. B3aumoorHouienus. CBA3M M0 J0JKHOCTH
J1enoIIpOU3BOAUTEID HIKOJbI:




6.1.  Jlenompou3BoauTENb BBINOJHSAET pabOTy COIJIacHO rpaduKy, COCTABIEHHOMY C Y4€TOM
40uacoBoii pabodueil Hemenw, W YTBEPKACHHOMY JHUPEKTOPOM  00Imeo0pa3oBaTeIbrHOTO
YUPEKACHUSI.

6.2. IlocrosHHo oOmeHuBaercs uHGOPMAIIMEH IO BOMpPOCaM, OTHOCSIIUMCS K  €ro
KOMIETCHIIMHN, C aJIMHHUCTpAIel, OyxranTepueid, memarorndeckuMu pabOTHUKaMU |
0OCITY’>KUBAIOIINM MIEPCOHATIOM IIIKOJIBI, C POAUTEISIMU J€TeH (JIMIaMH UX 3aMEHSIOIIMH).

6.3. Ilomywaer oT Jupekropa oOLIE00pa30BaTEIbHOIO  YUPEXKACHUS  HHOOPMALHUIO
HOPMATHBHOIIPABOBOTO M OPTraHU3alMOHHOTO XapakTepa, 3HAKOMHTCS IO PACIHUCKY C
HEO00XOIUMBIMU

JOKYMEHTaMHU.

6.4. BoBpewms cooOmiaeT TupeKTOpy MIKOJIBI U €r0 3aMECTHTENSIM 00 mHGOpMAIINH, TTPUKaA3aX,
pacnopsKEHUSAX U MHOM JOKYMEHTAIUU, OCTYIUBILEH 10 JIEKTPOHHOM IOYTE.

6.5. UWudopmupyer nupekropa (IpH OTCYTCTBUHM — HWHOE JODKHOCTHOE JHI0) O (akre
BO3HUKHOBEHHSI  TPYNIMOBBIX HWH(PEKIMOHHBIX W  HEMH(PEKIMOHHBIX  3a00JeBaHUN B
o011eo0pa3oBaTeabHOM OpraHu3aluy, 3aMECTUTENS JTUpPEKTOpa 1o
aIMUHUCTPATUBHOXO3SMCTBEHHOW YacTH — 00 aBapUMHBIX CHUTyallusXx B paboTe CUCTEM
AJIEKTPOOCBEIEHUS, IEPCOHATBHOTO KOMIIBIOTEpAa W HWHOW OpPITEXHUKH, OTOIUICHUS U
BOJIONIPOBOJIA.

6.6. Bo BpeMs OTCYTCTBHS J€JIONPOU3BOAUTENSI €ro OOS3aHHOCTH BBINOJHSAET COTPYAHUK,
uMerolui Bce TpeOyromuecs NpodecCHOHaNbHbIE 3HAHUS, YMEHUS M HaBBIKM, Ha3HAUECHHBII
MIPUKA30M JIUPEKTOpa WIKOJbL. JaHHBI COTPYAHHK NPHOOpETAaeT COOTBETCTBYIOIIME IIpaBa M
HECeT IIOJIHYI0 OTBETCTBEHHOCTh 32 KAaueCTBEHHOE BBIIOJHEHUE BO3JIOKEHHBIX Ha HEro
o0s3aHHOCTEH.

7. 3ak/I04uTeIbHbIE MOJI0KEHUS

7.1. O3HakoMJIeHHE [EJIONPOU3BOJIUTENS C HACTOSIIEH HHCTPYKLIMEH, OCYILECTBISETCS MpHU
npueMe Ha padboTy (10 MOAMKUCAHKS TPYIOBOTO IOTOBOPA).

7.2. OnuH 3K3eMIUISp JOJDKHOCTHOM HMHCTPYKUMH HaxoOuTcs y paborodarens, BTOPOH — y
COTpYJHHKA.

7.3. ®axkT O3HAKOMJIEHUS JEJIONPOU3BOAMUTENSI C HACTOALIEH JODKHOCTHOM MHCTPYKIHUEH
MOATBEPKIAETCS MOJNUCHI0 B 3K3EMIUISIPE JIOJDKHOCTHOM MHCTPYKLHMH, XpaHsiiemcs Yy
paboToniaTens, a Takke B )KypHaJle 03HAKOMJICHHS C JOJKHOCTHBIMU MHCTPYKIUSAMHU.

Jonschocmuyro uHcmpykyuio paspabomai: / /

C 0onv1cHOCMHOU UHCMPYKYUel 03HAKOMAEH (a), 0OUH IK3EMNIAP NOIYYUL (a)
«_» 2022 r. / /




