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1. O01mme moJ1oKeHus

1.1. Hacrosimas DOMKHOCTHAsST MHCTPYKIMS cocTaBiieHa Ha ocHoBe lIpodcranmapra: 07.002
«CrnenuanucT MO OpPraHu3allMOHHOMY M JOKYMEHTAl[MOHHOMY OOECIEeUEHUIO YIpaBICHUS
OpraHu3alMen», YTBEPKACHHOIO IPHUKa30M MUHHCTEPCTBA TpyAa W COLMAIBHOM 3alUThI
Poccutickoit @eneparuu Ne 3331 ot 15 urons 2020 T; ¢ yuerom DeaepanbHoro 3akoHa «O0
obpazoBanuu B Poccuiickoit @enepanmu» ot 01.12.2012r Ne273-®3 ¢ uzMeHeHHs MU OT 4 aBrycTa
2023 roma; CII 2.4.3648-20 «CaHUTapHO-3MUIEMHUOJIOTHYECKHE TPEOOBAHUSA K OpraHU3alUsIM
BOCIUTAHMSI U OOy4YeHUSs, OT/bIXa U O3JI0OPOBJICHUS JETEW U MOJIOAEKU»; corjacHo TpymoBomy
Konekcy Poccuiickoit ®enepaniii ¥ HMHBIM HOPMATHUBHBIMH aKTaMH, peEriiaMEeHTHPYIOIINM
TPYJOBbIE OTHOILIEHUS MEX/1y pAOOTHUKOM U pabOTOIaTENEM.

1.2. Hacrosdmas WHCTPYKIMS YyCTaHaBIMBaeT (YHKIMOHAIbHbIE OOS3aHHOCTH, TMpaBa H
OTBETCTBEHHOCTb COTPY/HHUKA, 3aHUMAIOLIEro B 00111€00pa30BaTeIbHON OpraHu3aluu JOHKHOCTh
JEJIOTPOU3BOIUTEIIS.

1.3. Ha nomKHOCTh AETONPOU3BOINTEIIS MOXKET Ha3HAYATHCS JIUIIO:

* uMerolee cpeaHee MnpodeccHuoHalbHOE O0pa3oBaHWE, MPOINEIIIee MPOrpaMMbI
MOJATOTOBKH KBATH(DUIIMPOBAHHBIX PaO0OYHX, CITYKaIIHX ;

* COOTBETCTBYIOIIEE TPEOOBAHMSM, KACAIOMIMMCS MPOXOXACHUS MPEABAPUTEIHHOrO (IIpH
MOCTYIJIEHUH Ha paboTy) U TMEPUOJAUYECKHX MEIUIIMHCKHX OCMOTPOB, BHEOUYEPEIHBIX
MEIUIIMHCKUX OCMOTPOB IO  HampaBieHHIO paboroparensi, MNpodhecCHOoHaIbHOM
TUTHEHUYECKOM MOJATOTOBKH M arrecTanuu (mpu npueMe Ha padoTy U jaiee He pexe 1
paza B 2 roja), BaKUMHAIMM, A TAKXKE HMMEIOUIEE JUYHYI) MEIUIMHCKYI) KHHUXKKY C
pe3yJibTaTaMi MEAMIIMHCKUX 00CIe0BaHNN U TaDOPaTOPHBIX UCCIIEI0BaHUM, CBEICHUIMU
O TpHUBHUBKAX, TEPEHECEHHBIX HWH(PEKIMOHHBIX 3a00JEBAaHUSAX, O MPOXOKICHUU
po¢eCCHOHAIBHON TUTHEHNYECKOM MOTOTOBKH M aTTECTAIUH C JOTTYCKOM K paloTe;

* He MMEIoIlee OTPAaHUYCHHI Ha 3aHATHE TPYIOBOM NEATENBHOCTHIO B chepe oOpasoBaHus,
U3N0KEeHHbIX B crathe 351.1 «OrpaHuueHuss Ha 3aHITHE TPYIOBOW NEATEIbHOCTHIO B
chepe oOpa3oBaHMs, BOCHHUTAHMS, Pa3BUTHS HECOBEPIICHHOJIETHHUX, OpPTaHU3alUU HUX
OTIbIXa U O3J0POBIEHUS, MEIUIMHCKOrO O0OECIeYeHMs, COLUaIbHOW 3allMThl U
COLIMAJILHOTO OOCTYy)XHBaHHS, B cdepe IETCKO-IOHOIIECKOTO CHOpTa, KYIbTYpbl U
HCKYCCTBA C YYAaCTHEM HECOBEPIICHHOJETHHX» TpyaoBoro kojaekca Poccuiickon
denepanuu.

1.4. [enonpousBoauTenss Ha3HAYaeT M OCBOOOXKJAaeT OT 3aHMMAaeMOM JOJDKHOCTH JUPEKTOP
o0mieo0pa3oBaTenbHOM OpraHU3allid B TOPSJKE, YCTAHOBJICHHOM TpPYAOBBIM KOAEKCOM
Poccuiickoit ®deaepanuu 1 TpyI0BBIM JOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.

1.5. [lenonmpou3BoaWTENh OTHOCUTCS K KATerOpUM  TEXHUYECKUX  HUCIOJHHUTENEH U
HETIOCPEICTBEHHO TOMUYMHACTCS 3aMecTUTeNto aupekTopa mo AXY o6meobpa3oBaTeaIbHOTO
YUPEXKICHUS.

1.6. [enonpow3BOIUTENIb B INKOJE TPH  BBIMOJHEHUU  JODKHOCTHBIX  OOS3aHHOCTEH
DPYKOBOJICTBYETCS:

* Koncturynueit Poccuiickoit @enepannu;

» Tlopsinka opraHu3anuu U OCYIIECTBIICHUs 00pa30BaTENbHON AESITENTLHOCTUA 10 OCHOBHBIM
o0mieoOpa3oBareilbHbIM IpOrpaMMaM - 0Opa30BaTEeNbHBIM IpPOTrpaMMaM HayallbHOTO




00111er0, OCHOBHOTO OOILEro U CpeaHero o0miero oopazoBaHus, yrBep>kaeHHbIM [Ipukazom
MunuctepctBa npocpenieHust PO Nel 15 ot 22 mapra 2021 roga;

denepanbHbIM FOCYIapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIAPTaMH 001Ier0 0Opa3oBaHus;
CIT 2.4.3648-20 «CaHUTapHO-IIIUIEMUOJIOTHYECKHE TPEOOBaHUSI K OpraHU3AIMAIM
BOCIIUTAHUS U O0YYEHHUS, OTABIXA U 03JOPOBICHUS ACTEH 1 MOJIOJICKI;
aJIMUHHCTPATUBHBIM, TPYAOBBIM M XO3SIMCTBEHHBIM 3aKOHOAATENbCTBOM Poccuiickoit
®enepauny;

MIOCTAHOBJICHUSAMH, DPACHOPSHKCHUSIMH, TPUKa3aMH ¥ HMHBIMH  PYKOBOJSIIUMH U
HOPMATHUBHBIMH JJOKYMEHTAaMH, OTHOCSIIIUMUCS K BEACHHUIO JEIONPOU3BOICTRA,
CTaHJapTaMH  YHU(DUIUPOBAHHOH  CHCTEMBl  OpPTaHH3alMOHHO-PACTIOPSAUTEILHON
JTOKYyMEHTAIUH;

npaBuwiamMu opdorpaduu 1 MyHKTYalnu;

npaBUIaMy pabOThI HA KOMIIBIOTEPE U HHOW OPTTEXHUKE;

NpaBWIaMH W HOPMaM{ OXpaHbl TPyla, MPOHM3BOACTBCHHOW CaHUTApHUHM M TIOXKapHON
0e30I1acHOCTH;

VYcraom u IlpaBunamMu BHYTPEHHEro TPYAOBOTO pACIOpPAIKA, IPYTUMH JIOKAIBHO-
MIPABOBBIMHU aKTaMU 00I11€00pa30BaTEIBHOTO YUPEIKACHUS;

JTaHHOM JOJDKHOCTHOW MHCTPYKLHUEH U TPYIOBBIM JJIOTOBOPOM (KOHTPAKTOM);

Konpenmueit o npaBax peOeHKa.

1.7. Jlenonpou3BOAUTEb IIIKOJIBI 00s13aH 3HATEL CIeAVIOIIEee.

l'ocynapcrBennbiii ctangapt Poccuiickont denepaiuu «/lemonpon3BoacTBO U apXUBHOE
TIETI0M;

HOpPMATHBHBIC MPABOBBIE aKThl M HOPMAaTHBHO-METOIWYECKHE JTOKYMEHTHI, MOJOXKCHHUS,
WHCTPYKLUHU U UHBIE MaTepUANIbl U IOKYMEHTHI 110 BEACHUIO JI€JIOMPOU3BOJICTBA B IIIKOJIE;
COBpPEMEHHBIE HHPOPMALIMOHHBIE TEXHOJIOTHH PabOTHI C JOKYMEHTaMH;

MOPSATIOK pabOTHI C TOKYMEHTaMU,

CXEMBI JIOKYMEHTOO00pOTa,;

mpaBuiia paboThl C BXOASIIMMU, UCXOASIIMMU U BHYTPEHHUMHU JJOKYMEHTaMU;

npaBWja  OpraHuM3alud W (GOPMBI  KOHTPOJIA  HCIIOJHEHUS  JOKYMEHTOB B
0011e00pa30BaTeILHOM YUPEKICHUH,

TUTIOBBIE CPOKU UCTIOIHEHUS JOKYMEHTOB,

MPUHIUIBI pAaOOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHUE U TEXHOJIOTHS TEKYIIETO U NPEAYIPEIUTEIHLHOrO KOHTPOJISA;

IIpaBUJIa COCTABJICHUS aHAJTMTUYECKHUX CIIPABOK 10 OpraHu3aluy paboThl C TOKyMEHTaMU U
KOHTPOJTIO MCTIOJIHEHHSI JOKYMEHTOB,

IpaBUja JOKYMEHTALMOHHOTO oOecreueHust JesITeIbHOCTH 0011eo0pa3oBaTeIbHOro
YUpEXKICHUS;

BUJIbI IOKYMEHTOB, UX Ha3HAUCHHE;

TpeOOBaHUs, MPEIBIBIIEMbIC K IOKYMEHTAM B COOTBETCTBHH C HOPMAaTHBHBIMH aKTaMH U
roCy/1IapCTBEHHBIMU CTaHJIAPTAMU;

MpaBUJIa COCTABICHHUS W OPOPMIICHUS MHPOPMAIMOHHO-CIIPABOYHBIX, OPraHU3AIIMOHHBIX,
yIIpaBJIEHYECKUX IOKYMEHTOB,;

MpaBUJIa CO3JAHMS M BEACHHUS 0a3 MaHHBIX CIYXEOHBIX JOKYMEHTOB B 00pa3oBaTEeNbHOU
OpraHu3aIuy,

CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pPOTa,;

MIpaBUJIa U CPOKH OTIPABKU UCXOJAIINX JOKYMEHTOB,;

TpeOOBaHUs OXpaHbl TPYy/la U MOXKApHOH 0€3011acCHOCTH Ha paboyeM MecTe;

METOAMYECKHE PEKOMEHJAIMM MO  BBIOJHEHHWIO PpaboThl C  JOKyMEHTaMH B
0011e00pa30BaTENbHBIX YUPEKACHUSIX;

MOPSA0K KOHTPOJIS TPOXOXKJICHHSI CTY)KEOHO! TOKyMEHTAIlUK U MaTepUaoB;

CTPYKTYpPY 00111€00pa30BaTeILHOTO YUPEKICHHUSI U COCTaB COTPY/THUKOB,;

BUJIBI HOMEHKJIATyp, oOmMe TpeOOBaHUS K HOMEHKIJIAType, METO/MKA €€ COCTaBJICHUS U
odopmiieHus;

nopsiiok GpopMupoBaHUS U odopMIIeHHUs JAel, crneuupuka (opMHUPOBAHUS OTIECIBHBIX
KaTeropuii el



IIpaBWJIa XpaHEHUS JI€]1, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOI0 JOCTYIA;
IIPaBUJIa BBIIAYM U MCIIOJIb30BaHMsI JOKYMEHTOB U3 C(DOPMUPOBAHHBIX JEIT;

KpUTEPUH DA3ACIEHUSI JOKYMEHTOB Ha TIpPYHIbl B COOTBETCTBUM C IIEHHOCTBIO
nHpOpMaINH, COAEPKAILEHCS B HUX;

IIOPSAJIOK CO3/1aHusl, OPraHU3aluU U JOKYMEHTHUPOBAaHUS pabOThI 3KCIIEPTHOM KOMUCCHUU;
IIPaBUJIa COCTABJICHUS M YTBEPKJIEHUS IPOTOKOJA pabOThl SKCIIEPTHOW KOMUCCHUH;
IIpaBWJIa COCTABJIEHUS U YTBEP)KJEHHUS aKTa O BBIJCIEHUU JOKYMEHTOB, HE IMOJJIEKALIUX
XPaHEHUIO;

IpaBUja TEXHUYECKOW OOpabOTKM H TOJIHOTO OQOPMIICHHS JAEN IOCTOSHHOTO U
BPEMEHHOI'O CPOKOB XPAHEHUS;

IIpaBWJIa COCTABJICHHUS OIMCU JIe] IIOCTOSIHHOIO M BPEMEHHOI'O CPOKOB XpAaHEHUsS B
COOTBETCTBHUHU C JEHCTBYIOIIMMU HOPMAaTUBHO-METOIUYECKUMU JOKYMEHTAMY;

IpaBWIa NEepeaadn Aei B apXuB 0011e00pa30BaTeIbHOIO YUPEXKICHHUS;

IIpaBUJIa UCIIOJIB30BAHUS TeaedoHa, hakca, Kcepokca, IPUHTEPA, CKAHEPa, KOMIIBIOTEPA;
npaBuja pabOThl C TEKCTOBBIMH pPENAKTOpaMH M AIIEKTPOHHBIMH Talnuuamu, 0a3oit
JAHHBIX, 3JIEKTPOHHOM NOYTOH, HHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3JJaHusA, 00pabOTKH, Nepeaun U XpaHEHHsI Pa3IMYHbIX JOKYMEHTOB;
IIpaBUjIa JIEJIOBOM NEPENUCKH, COCTAaBICHMS W HaOopa AEJOBbIX HMUCEM C INPUMEHEHHUEM
TUTIOBBIX 00Pa3I0B;

JIEJIONPOU3BOJICTBO U €T0 BEICHHUE;

TpeOOBaHMUS IO COXPAaHHOCTH CITY>KeOHOH MH(DOPMAINH, 3alIUTE TEPCOHATBHBIX TaHHBIX;
OCHOBBI 3TUKHU U 3CTETUKH;

IpaBUJIa JICIOBOTO OOIIEHUS,;

MOPSAA0K OKa3aHMs NEpBOIl 1oBpaueOHOM MOMOLIH;

MOPSIAOK IEUCTBUM IPH MTOKAPE UM UHOM YPE3BBIYAHOM CUTYALlUH, YBAKyalllH.

1.8. Jlenonpou3BOAUTEb IIKOJIbI JOKEH YMETh:

paboTrate €O BCE COBOKYIMHOCTHIO HH()OPMAIIMOHHO-IOKYMEHTAIIHOHHBIX PECypCOB
00111€00pa30BaTEILHOTO YUPEKACHUS:

I10JIb30BAThCS CIIPABOYHO-IIPABOBBIMU CUCTEMAMHU;

[I0JIb30BaThCs ABTOMATH3UPOBAHHBIMM CHUCTEMaMHU Yyd4eTa, PErucTpalud, KOHTPOJId U
MH(OPMAIIMOHHO-CIIPABOYHBIMHA CHCTEMaMH MpH paboTe ¢ TOKYMEHTaMH IIIKOJIHI,
PUMEHSATh COBPEMEHHbIE NHPOPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH JUIsl pabOThI
C IOKYMEHTaMH, B TOM YHCJIE JJIs €€ ONTUMHU3ALINU U TOBbIIEHNS 3P ()EKTUBHOCTH;
OpPraHu30BBIBaTH pPabOTy MO YYeTy, XpaHEHUI0 WU IepeJaye B COOTBETCTBYIOLIEE
CTPYKTYpPHOE I0/Ipa3/ieieHHe JOKYMEHTOB TEKYIIETO J1eJI0NPOU3BOJICTBA;

UCIOJIb30BaTh HOMEHKJIATYpPY Jell HPU H3YYEeHUH CTPYKTYphl 0011e00pa3oBaTeIbHOIo
YUpeXKJIeHHUs, COCTABJICHUH ONUCEH 1ie;

OpPraHu30BBIBaTh PabOTy MO (POPMUPOBAHUIO J€1 B COOTBETCTBHM C YTBEP)KICHHOM
HOMEHKJIATYpOil 1€ IIKOJIbI;

MIPaBUIIBLHO M CBOEBPEMEHHO ()OPMHUPOBATH TOKYMEHTHI B JIeJIa C YIETOM UX CHEIU(PUKH;
CHUCTEMAaTHU3UPOBaTh TOKYMEHTHI BHYTPH JI€NIa,;

obecneynBaTh COXpPaHHOCTh U 3aLIUTY JJOKYMEHTOB 00111€00pa30BaTEIbHOTO YUPEkKACHUS,
MI0JIb30BAThCA TEPEUHSAMU JIOKYMEHTOB W aHaJU3UpOBaTh (PAKTHUECKOE COJIepiKaHue
UMEIOIUXCA B JIEJI€ JOKYMEHTOB IIPU ONIPENEIEHUN CPOKOB X XpaHEHMS,

0oQOopMIIATH 00JI0KKH /1€ TIOCTOSIHHOTO U BPEMEHHOTO CPOKOB XPaHEHMsI B COOTBETCTBHH C
TpeOOBaHUSAMU IOCY/IaPCTBEHHBIX CTAH/IaPTOB,;

MIPOU3BOJIUTH CTPYKTYPHYIO CUCTEMATH3AIUIO e,

OCYILIECTBIATh TEXHUYECKYI0 O00paboOTKy M MoJiHOEe O(OpMIIEHHE [Nl TOCTOSHHOTO U
BPEMEHHOI'O CPOKOB XPAaHEHUS;

COCTaBJIATh OMMCH JEJ IMOCTOSHHOIO U BPEMEHHOI'O CPOKOB XPAHEHUS B COOTBETCTBUH C
NEHCTBYIOIMMU HOPMATUBHO-METOINYECKUMH IOKYMEHTAMHU.

1.9. CoTpyaHuK AOMKEH 03HAKOMUTHCS C TAHHOW TOJDKHOCTHOW MHCTPYKIMEH, WHCTPYKIUEH 10
OXpaHe Tpyaa s ACJONPOU3BOAMTENS, 3HATH W COONIONATh YCTAaHOBJICHHBIC TIpaBHIA W
TpeOOBaHUS OXPaHBI TPyJla U MOKAPHOW 0E30MacHOCTH, MpaBUJa JIMYHOW TUTUEHBI M TUTHEHBI
Tpyza B 0011e00pa3oBaTeIbHON OpraHN3aIliy.



1.10. lenonpon3BOIUTENb JOJDKEH MPOUTH 00YYEeHHE  UMETh HABBIKM OKa3aHUS MEPBOM MOMOIIH
MOCTPAJIABIINM, 3HATh MOPSAAOK ACHCTBHUI MPU BO3HUKHOBEHHUH MOKApa WM MHOW YPE3BBIYANHOMN
CUTYyallU{ ¥ 3BaKyallud B 00111e00pa30BaTeIbHON OpraHU3aI|H.

2. TpynoBble pyHKIMH

K ocHOBHbBIM (hYHKIIMSM J1€A0NPOU3BOAUTENSI OTHOCSATCS:

2.1. JlIokyMeHTaIlMOHHOE 00eCTIeueHre IeITeILHOCTH 00IIe00pa30BaTeIHLHOIO YUPEIKICHUS:
2.1.1. Opranuzanus paboThl C JOKYMEHTaMH.

2.1.2. Opranu3zanys TEKyILEro XpaHeHus: JOKYMEHTOB.

2.1.3. Opranu3zamus 00paObOTKH A€ AJIS TOCISAYIOMIEer0 XpaHEHUS.

3. JIo/I2KHOCTHBIE 00SI3aHHOCTH
lenonpouszeooumens 8 wikoie ocyuecmaeinsen 8binoJIHeHUue 00S3aHHOCMElL:
3.1. B paMmkax TpynoBoii PYHKIIMK Opra”Hu3aluy padoThl ¢ JOKYMEHTAMMU:

* TpUEM U IepBUYHast 00pabOTKa BXOIAIINX JOKYMEHTOB;

* TpEeIBapUTEIHLHOE PACCMOTPEHHE M COPTHPOBKA JOKYMEHTOB Ha PETHCTPHPYEMBIC U HE
PETUCTPHUPYEMEIE;

*  TOJrOTOBKA BXOJAIIUX JOKYMEHTOB JUIsl PACCMOTPEHUS TUPEKTOPOM IITKOJIHI;

*  perucrpanys BXOISIINX TOKYMEHTOB;

* OopraHu3zanus JOCTaBKU JOKYMEHTOB HCIIOTHHUTEISM;

* BeneHue 0a3bl JAHHBIX JJOKYMEHTOB O0IIE00pa30BaTEIHLHOIO YUPEIKICHUS,

* BeacHUE HHGOPMAIIMOHHO-CITPABOYHON PabOTHI;

* 00paboTKa M OTIPaBKA UCXOAIINX JOKYMEHTOB;

e opraHu3zainus paboThl 10 PETUCTPALIUH, YUETY, XPaHEHUIO U Mepe/iade B COOTBETCTBYIOIIHE
CTPYKTYPHBIC MTOIPA3/ICIICHUS JOKYMEHTOB TEKYIIETO JICTIONPOU3BOJICTBA;

*  KOHTPOJb UCIIOJTHEHUS JOKYMEHTOB B 00I11€00pa30BaTEIbHOM yUPEKICHUH.

3.2. B paMmkax TpynoBoil QYHKIIMH OpraHN3aliy TEKYIIETO XPAHEHNS JOKYMEHTOB:

* pa3paboTKa HOMEHKJIATypHhI Je]1 00111e00pa30BaTEILHOTO YUPEKICHNUS;

* pOBEpKa MPaBUIHLHOCTH O(DOPMIICHUSI JOKYMEHTOB M OTMETKH 00 WX MCIOJHEHHUH Iepe]
ux GOpMHUPOBAHUEM B JIEJI0 IJIs MOCIEAYIOIIET0 XPaHEHHUS;

* (opmynrpoBaHUE 3aT0JIOBKOB JIE)I U ONPEACICHUE CPOKOB X XPAaHCHHUS;

*  (opmupoBanue nen;

* KOHTPOJb TPABHIHLHOTO W CBOCBPEMEHHOTO PACIpPEICIICHUS W TOJIIMBKA JOKYMEHTOB B
Jena.

3.3. B pamkax Tpya0Bo# (hYHKIIMK OpraHu3aiul 00padbOTKU A€ ISl MOCIEAYIOMIEr0 XPaHEHHUS .

* TMpOBEpKa CPOKOB XpaHEHUS JOKYMEHTOB, COCTABJICHHE MPOTOKOIA PabOThI IKCHEPTHOM
KOMHCCHUH TI0 TIOJITOTOBKE JJOKYMEHTOB K XPAaHCHUIO, aKTa O BBIJCICHUU K YHUITOXKCHHIO
JIOKYMEHTOB, HE TOJIJIEKAITUX XPAHEHUIO;

*  COCTaBJICHUE BHYTPEHHEN OMHUCH e I 0C000 IEHHBIX JTOKYMEHTOB IIKOJIHI,

* odopMIeHHE JIeN TOCTOSHHOTO, IOJITOBPEMEHHOTO CPOKOB XPAHEHHUS;

* odopMIIeHHE 00JIOKKH JIEN IIOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAHCHUS;

*  COCTaBIIEHHE OMHUCH eIl TOCTOSTHHOTO, JOJTOBPEMEHHOT'O CPOKOB XpaHEHHUS,

* Tepenava Jiesl B apXuB o011e00pa30BaTeIbHOTO YUPEKICHUS.

3.4. Opranu3oBbIBaeT BHEApPEHHE, BeACHHE (B TOM YHCIE aBTOMAaTH3WPOBAHHOE) W pPa3BUTHE
CUCTEM JJOKYMEHTAIINH, BKJIFOYAsl SJICKTPOHHBIC JJOKYMEHTHI.

3.5. Bmecte ¢ anMuHHCTpanMed IIKOJBI TOATOTABIMBAET OTYETHBIE JOKYMEHTBI JUIS
BBIIIECTOSIIIIAX OPTaHNU3AIIHIA, TOTOBHUT CITYEOHBIC ITMChbMa, CIIPABKH.

3.6. Bexmer mpuem mocTymnammeid Ha UMs TUPEKTOpa IIKOJIbl KOPPECIOHACHIUHU (IIEKTPOHHOMN
MOYTHI), PETUCTPUPYET €€ ¥ BBITOJHACT CHCTEMATHU3AlUI0 COTrJACHO MPHUHATOMY B
00111e00pa30BaTeIHLHOM YUPEKACHUU TOPSAKY, MTOCIIE €€ PACCMOTPEHHS JUPEKTOPOM TMepeaaeT mno
HA3HAYCHUIO UCTIOJTHUTEIISM JIJIsl IPUMEHEHUS B XOJI¢ UX JCSITeILHOCTH WM MTOJTOTOBKH OTBETA.
3.7. Benmer TOCTOSHHBIA y4YeT, KapTOTEKy TMPOXOXKIEHUS JOKYMEHTOB, KOHTPOIHPYET UX
WCIIOJTHEHUE, BBIZACT TpeOyeMble CIIPABKH 110 3apETUCTPUPOBAHHBIM JOKYMEHTaM.

3.8. BoimonHseT OTIpaBKy HUCIOJHEHHOW KOPPECMOHICHIIMU aJipecaTtaM, BEAET yUeT MOoTydaeMoi
Y OTIIPABIISIEMON KOPPECTIOH/ICHITIH, CHCTEMATH3UPYET U XPAHUT JIOKYMEHTHI TCKYIIETO apXUBa.




3.9. 3anumaercss opoOpMIIEHHEM TPYIOBBIX JOTOBOPOB W JIMYHBIX JI€JI, YCTPAMBAIOIIUXCA Ha
paboTy COTPYAHUKOB, 00padaThiBacT U 0HOPMIISIET TIepeiavy JUIHBIX JEJI COTPYAHUKOB B apXUB.
3.10. ®opmupyeT TUYHBIE J1ela YICHUKOB, 00YJarOIIUXCS B IIKOJE.

3.11. OcymiecTBasieT yueT 00y4Jaromuxcs IbIOTHBIX KaTETOPHUi.

3.12. Bener KHHWTM NMPHUKA30B, MEYATACT MPHKa3bl IO OCHOBHOHM JEATEILHOCTH, WHBIC MPUKA3bI.
3HAKOMUT COTPYAHHUKOB HIKOJIBI C TPUKA3aMH ITO]T TIOAINKCH B ICHb MX H3/IaHUSI.

3.13. CornmacHO pacmopsDKeHHUSM JUPEKTOpa IIKOJIBI IedaTaeT u oQopmisieT Tpedyemyro
JOKYMEHTAIMIO JUIS BEACHUS Y4eOHO-BOCIUTATEIBHON JESITEIBHOCTH B IIKOJIC, BBITIOJHECHUS
rOZI0BOTO IUJIaHA.

3.14. Bemonaser paboTy MO CO3JaHUIO CIIPABOYHOTO armapara Mo JOKyMEHTaM, 00ecreunBaeT
yIOOHBIN M OBICTPBII UX MOMCK.

3.15. 3anumaetcsi cOOpoM HEOOXOJAMMBIX MAaTEpPUAIOB IS MOJATOTOBKH COBEIIAHWN PaOOTHHUKOB
IIKOJIbI, OIOBEIIEHHEM YYaCTHHKOB O BpPEMEHH, MECTe, IOBECTKE IHS COBEUIAHUS U HX
perucrpauuei.

3.16.  SBmsercst  cekperapeM  aAMHHHCTPATUBHOTO  COBEUIAHWS NP JUPEKTOpE
00111€00pa30BaTEIILHOTO YUPEIKJACHUSI.

3.17. B rpaHumax cBO€Hl KOMIIETCHIIMM Yy4YacTBYeT B COCTABICHHH IPOTPAaMMbl Pa3BUTHA
JIeTIOTIPOU3BOICTBA 00IIe00Pa30BATEIIEHOTO YUPEKICHHUS, BHOCUT TPEIIOKEHHS IO BOIPOCAM
YCOBEPIICHCTBOBAHHMS JICJIONPON3BOICTBA 00I1€00pa30BaTEILHOTO YUPEKICHUSI.

3.18. ObecneunBaeT 3amuTy IpaB U CBOOOA JeTel, poauTeneil (3aKOHHBIX MPEICTaBUTENCH) Ipu
00paboTKe epCOHANBHBIX JaHHBIX (Hanee — [1/1).

3.19. Ilpu MCHONAB30BAHUU AJIEKTPOHHOIO OOOPYIOBAHHS, B TOM YHCJIEC KJIABHATYPbl W MBIIIH,
©KEIHEBHO JE3MH(UIMPYET WX B COOTBETCTBHH C PEKOMEHIAIMAMHU HPOM3BOIUTENS JHOO C
WCIIOJIb30BAHUEM PACTBOPOB HITH CaJ(ETOK Ha CIUPTOBOI ocHOBe (He MeHee 70% criupra).

3.20. Jlemompou3BOAUTENs B IIKOJIE CTPOTO COONIOAAET CBOIO JOJDKHOCTHYIO HMHCTPYKIHIO,
MPOXO/IUT MEPUOJMUSCKUE MEAUIIMHCKUE OCMOTPHI.

3.21. Ctporo cobmoaaeT KOHPHUISHIIHATHLHOCTD MIEPCOHATBHBIX TaHHBIX U TPEOOBAHUS IO 3aIUTE
u OesomacHocty I1J[ mpu ux 00pabOTKe, HENOMYIIEHHE HMX PACIPOCTPaHEHHs] O€3 COrJacHs
cyobexTa [1J] mnu Hanuuus Apyroro 3aKOHHOTO OCHOBAHMSL.

4. IIpaBa

Jlenonpon3BOANTENb KOl UMEET MOTHOE IPABO:

4.1. IlpuHuMath ydacThe B YIpPaBJIEHUU 00111€00pa30BaTENbHBIM YUPEKICHUEM B MOPSAIKE,
YCTaHOBJIEHHOM Y CTaBOM.

4.2. Ha pabouee mMecTo, KOTOPOE COOTBETCTBYET BCEM TPEOOBAaHUSAM OXpaHbl TPyAA U MOXKApHOMN
0€30MaCHOCTH.

4.3. Ha 3amuty cBoei npodeccruoHaabHOM 4eCTU U JJOCTOMHCTBA.

4.4. Ha nepenavy JOKyMEHTOB Ul UCIIOJHEHUS M HAa TpeOOBaHHE OT UCIIOIHUTENEH TPAaMOTHOTO U
MIPaBWJIBHOTO 0POpMIIEHHUS TPEOYEMBIX JOKYMEHTAIbHBIX MATEPHAJIOB.

4.5. Ha 3ampammBanue OT aIMUHUCTPALMHU HIKOJbI, MTOJTy4Ye€HUE U IPUMEHEHNE HH(POPMALIMOHHBIX
MaTepUajIoB, HOPMATHUBHBIX M IMPABOBBIX JOKYMEHTOB, HEOOXOIUMBIX JUIsl BBIOJHEHUS CBOUX
JOJPKHOCTHBIX 00sI3aHHOCTEH.

4.6. 3HaKOMHUTBCS CO BCEMH MMEIOIUMICS MaTepualaMu €ro JIMYHOTO Jieja, OT3BIBaMU O CBOEH
paborte, xa00aMy U UHBIMH JIOKyMEHTAaMHU, OTPAXKAIOIIMUMH OLEHKY €ro TPya, MPeI0CTaBIATh 110
HUM TIOSICHEHUSI.

4.7. Ha MopaibHOE M MaTepHajbHOE IMOOIIPEHHE, HAa CBOEBPEMEHHYIO U B IOJHOM O0beMe
BBIIUIATy 3apabOTHOM IJIaThl, a TakXKe Ha 3alUTy COOCTBEHHBIX HHTEPECOB U HHTEPECOB
COTPY/HUKOB IIKOJIBI.

4.8. OtkazaTbcs OT BBHIMOJIHEHUS PAa0OT TMPH BO3HUKHOBEHHH YIrpPO3bl JKU3HU U 3JIOPOBBIO
BCJIEJICTBHE HapyLIEHHs TpeOOBAaHUH 110 OXpaHe Tpy/aa.

4.9. TTocTOSIHHO TOBBIIATH CBOO MPO(ECCHOHAEHYIO KBATH(PHKAIIHIO.

4.10. Ha 3amuTy cBOMX MpOo(eCCHOHATBHBIX MHTEPECOB CAMOCTOSTENBHO U (MK Yepe3 3aKOHHOTO
MpeICTaBUTENs, B TOM 4YHCIE aJBOKara), B cllyuyae AMCHUIIIMHAPHOTO WM CIIy:KeOHOTO
paccienoBaHMs, CBA3aHHOTO C HECOOJIOJICHHEM HOpM mpodeccuoHambHOM OSTHKH. Ha




Hepa3TJalleHue JAUCHUIUIMHAPHOTO  (CIy)XeOHOTO)  pacclefoBaHUs, HCKIIOYas  ClIydau
IIPEYyCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcrymieHue B mpo¢Coro3bl A 3aIUTHl CBOMX TPYJOBBIX MpPaB, CBOOOJ M 3aKOHHBIX
nHTepecoB. Ha  momydeHue  CONMAIBHBIX  TapaHTHMM W JIBIOT, INPEAYCMOTPEHHBIX
3aKkoHoarenbcTBOM Pocculickoit denepanuu.

5. OTBEeTCTBEHHOCTD

5.1. 3a HEBBINOJIHEHUE WM HAPYILIEHUE JAHHOW TOJDKHOCTHON MHCTPYKLIMH AECIONPOU3BOAUTEIS B
mkosne, Ycrasa u IIpaBuil BHYTpEHHEro TPYIOBOIO pacCHOpPsAKa, 3aKOHHBIX PACIOPSIKEHUN
JUPEKTOPA IIKOJIBI U IPYrUX JIOKAIbHO-HOPMATHUBHBIX AKTOB, & TAK)XKE 3a MPUHATHE PELICHUU,
MOBJIEKIIMX HapylleHUEe Yy4yeOHO-BOCIIUTATEIbHBIX OTHOILIEHUH, €JIO0NpPOU3BOIUTENL HECET
JUCHUIIIIMHAPHYIO OTBETCTBEHHOCTh B IOPSIIKE, YCTAHOBIEHHOM TpynoBbIM 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanumn.

5.2. 3a npuMeHeHue, axe OAHOKPATHO, CIOCOOOB BOCIIUTAHUS, BKIIOYAIOIIUX B ce0s pusnueckoe
u (WIM) TICUXOJIOTUYECKOE HACWIME HaJ JHMYHOCTHIO peOeHKa, IEeNONMPOM3BOIUTENb MOXKET
0CBOOOXKIATHCS OT 3aHUMAEMOM JTIOJDKHOCTU COTJIACHO TPYAOBOMY 3aKOHOIaTeNbCcTBY Poccuiickoit
@enepauyy. YBOJIbHEHHE 32 TAaKOM IIOCTYNOK HE MpPUHUMAETCs 3a Mepy JIUCUUIUIMHAPHOU
OTBETCTBEHHOCTH.

5.3. Hecer aucuuminHapHyi0 OTBETCTBEHHOCTb 3@ COXPAHHOCTh JOKYMEHTALIUU, HAaXOMsIIENHcs B
KaOWHETE 1eJI0MPOU3BOIUTEINS.

5.4. llpuBnekaercd K JUCUMILNIMHAPHON OTBETCTBEHHOCTH 3a pas3IVIallleHHE CIIy)KeOHOU u
KOH(MUIEHIMANbHON HHpOpManuu, HHQOPMAMM O MEPCOHAIBHBIX JAHHBIX COTPYIHUKOB H
o0y4aromuxcst 001e00pa3zoBaTeNbHOTO YUPESIKICHHUS.

5.5. 3a HapyuieHre mpaBul MOKapHOK 0€30MaCHOCTH, OXPAHbI TPY/a, CAHUTAPHO-TUTHEHUYECKUX
HOPM Y TMpaBWJ  JIEJONPOU3BOJAUTENb MOXET IMPUBIEKATbCA K  aJMHUHUCTPATUBHON
OTBETCTBEHHOCTM B TMOpPSAAKE M B  CIOy4yasx, YCTAHOBJICEHHBIX  aJMUHUCTPATUBHBIM
3aKoHoarenscTBOM Pocculickont denepanuu.

5.6. 3a mo0oe BUHOBHOE MPHUMHEHHUE OOIIe00pa30BaTEIbHOMY YUPEKIACHUIO WM Y4aCTHUKAM
o0pa3oBaTeNbHBIX OTHONICHUU yiepda (B TOM YHCIIE MOPAILHOTO) B CBSI3U C BBINOJIHCHHEM
(HEeBBITIOJIHEHWEM) CBOUX MPSIMBIX JOJDKHOCTHBIX OOS3aHHOCTEH [EIOMPOU3BOIUTEND IIKOJbBI
HECeT MaTepUabHYI0 OTBETCTBEHHOCTb B IOPSAJKE U B IpEJAEaX, YCTAHOBJIEHHBIX TPYJOBBIM U
(unn) rpaskIaHCKUM 3aKOHOaTenbcTBOM Poccuiickoit deaeparuu.

6. BzaumooTHomeHus. CBSI3M 110 10JKHOCTH

J1enonpon3BONTENb IKOJIBI:

6.1. Jlenonpou3BoaUTENb BBINOJIHSAET paboTy COMNIacHO rpaduky, cocTaBieHHOMY ¢ ydyetoMm 40-
4acOBOM pabouei HeJeNH, U YTBEPKICHHOMY JUPEKTOPOM 00111e00pa30BaTeIbHOTO YUPEKICHUS.

6.2. IlocrostHHO OOMeHnBaeTcst UH(OpMAIMel M0 BOIIPOCcaM, OTHOCSIIMMCS K €r0 KOMIETEHIUH, C
aIMUHUCTpaIuer, OyxranTepueil, MNeaarornyeckuMu pabOTHUKAMH UM OOCTY>KHBAIOIIUM
MIEPCOHAJIOM ILIKOJIbI, C POAUTENISAMH JIeTel (JIMIaMH UX 3aMEHSIOLINMHN).

6.3. [lonydaer ot mupekTopa 0011e00pa30BaTENLHOIO YUPEXACHUS HH(OPMALMI0O HOPMATHBHO-
IIPaBOBOTO M OPTaHU3AI[MOHHOIO XapakTepa, 3HAKOMUTCS MOJ PACIUCKY C HEOOXOIMMBIMHU
JOKYMEHTaMHU.

6.4. BoBpems cooOliaeT AMPEKTOPY LIKOJBI U €ro 3aMeCcTHTENsIM 00 MH(pOpMaluu, NpUKasax,
PacHopsKEHUSX U NHOM JOKYMEHTAIMH, IOCTYIIMBIIEH 110 3JIEKTPOHHOM ITOYTeE.

6.5. Mudopmupyer nupekrtopa (IIpH OTCYTCTBUM — HHOE JOJDKHOCTHOE JMIO) O (akre
BO3HUKHOBEHHUS TPYNINOBbIX HH(PEKIMOHHBIX M  HEMH(PEKIHOHHbIX 3a0ojeBaHUN B
o0m1ieo0pa3oBaTeIbHONM  OpraHu3allid, 3aMECTUTENsl JUPEeKTopa MO0  aJMHHHCTPaTHBHO-
XO3UCTBEHHOW YacTH — 00 aBapHilHBIX CHUTyalMsX B paboTe CHCTEM 3JIEKTPOOCBEIEHHS,
IIEPCOHAJIBHOTO KOMIIBIOTEPA U NHOM OPITEXHUKH, OTOIUIEHHS M BOJOIIPOBOJA.

6.6. Bo Bpemsi OTCYTCTBHUS NEIONPOHM3BOIUTENSI €ro OOS3aHHOCTH BBIMIOJHSET COTPYIHHK,
uUMeroIui Bce Tpedyrommecss NMpopeccuOHaNbHbIE 3HAHUS, YMEHHS M HaBBIKM, Ha3HAuYEHHBIN
MPUKA30M JTUPEKTOpa IIKOJbL. JIaHHBIM COTPYIHUK NPUOOpETaeT COOTBETCTBYIOUIME IpaBa M
HECET IIOJIHYI0 OTBETCTBEHHOCTh 32 Kaue€CTBEHHOE BBINOJHEHHE BO3JIOKEHHBIX Ha HETO
00s13aHHOCTEH.




7. 3akiI0unTeIbHBbIE MOJI0KEHUS

7.1. O3HakOMJIEHUE JEJIONMPOU3BOJUTENSI C HACTOSIIEH HWHCTPYKIMEH, OCYILECTBISETCS MpPHU
npueMe Ha paboTy (10 MOANUCAHUS TPYAOBOTO JJOTOBOPA).

7.2. OguH 3K3eMIUBIp JTOJDKHOCTHOM HMHCTPYKIIMM HAaxXOAWUTCS y paboTomarenis, BTOPOH — Yy
COTpY/AHHKA.

7.3. ®akT O3HAKOMJICHUS JEJIOMPOU3BOJUTENS C HACTOSIICH JOJKHOCTHONM HHCTPYKIUMEH
MOATBEPKJIAETCA TMOAMUCHI0O B O3K3EMIUIAPE JIOHKHOCTHOM HWHCTPYKIIMHM, XpaHALIEMCS Yy
paboTonaTens, a TaKKe B KypHaJle 03HAKOMJICHHSI C JJOJHKHOCTHBIMU WHCTPYKIUSMHU.

Jonscnocmuyro uncmpykyuio paspabomai: /|Axmenosa I1.A./

C Oondcnocmuou uHCmpyKyuelli 03HAKOMIEeH (@), 00UH IK3eMNA[P NOLYYUL (a)
«_» 202 . [Anuesa I'.B./




