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Jo5KHOCTHASI HHCTPYKIMS /1€J10NPOU3BONTENS

MBOY «Kypuanoesckas CII Nel um. JloxtykaeBa M.A.»

1. O01ue noJioKeHus

1.1. lanHas oonxxcnocmuas uHcmpykyus 0eaionpou3goo0umelis 8 uiKojae COCTaBIIeHa
Ha ocHoBe IIpo¢cranpapra 07.002 «Cneuuaauctr Mo OPraHU3aAUNOHHOMY U
AOKYMEHTAIUOHHOMY o0ecrne4eHn 10 ylpaBJeHUs OpraHu3anmein),
YTBEPAKJAECHHOIO TMpUKa3oM MMUHUCTEPCTBA TpyJa U COLUUAIBHOM 3alIUTHI
Poccuiickoit @enepanu Ne 3331 ot 15 utons 2020 r; ¢ yuetom DeaepanbHOTO
3akoHa «O0 o6pazoBanuu B Poccuiickoii denepannn» ot 29.12.2012r No273-D3 ¢
u3MeHeHusiMu ot 28 ¢eBpans 2025 roma; CII 2.4.3648-20 «CanutapHo-
AMUAEMHUOJIOTHYECKHE TPEOOBaHUS K OpraHU3AlMsIM BOCHHUTAHUS M OOy4YeHUs,
OT/ABIXa M O3J0POBJIECHUSA JETEd M MOJIOJEKW»; corimacHo TpynoBomy Kopekcy
Poccuiickonn ®denepanuy U UHBIM HOPMATUBHBIMU aKTaMH, PETJIAMEHTUPYIOLIUM
TPYAOBBIE€ OTHOIIIEHUSI MEXTy paOOTHUKOM M pabOTOIaTEIEM.

1.2. Hacrosmas ooncnocmuas uHCMpyKyus 0eionpoussooumenss wKoaIvl Ho
npogcmanoapmy yCTaHABIMBAeT (PYHKIIMOHAIbHBIE OOS3aHHOCTH, TpaBa H
OTBETCTBEHHOCTh  COTPYJIHWKA, 3aHUMAIONEro B  00meoOpa3oBaTenbHON
OpraHU3allU JTOJKHOCTD €JIONPOU3BOIUTEIIS.

1.3. Ha JOJDKHOCTDH ACJIOIIPOMU3BOAMTECIIA MOXKCT HA3HAYATHCA JIMIIO.

UMeroIee cpeaHee mpodeccuoHaIbHOe 00pa30BaHUE, MPOIIESANIEe MPOTPAMMBI
MOJIFOTOBKY KBATM(DUIIMPOBAHHBIX Pab0UMX, CITyKaIIHX;

COOTBETCTBYIOIIIEE TPEOOBAHUSAM, KACAIOIIMMCS TIPOXOKIEHHUS MPEABAPUTEIHHOTO
(mpy mOCTyIJiIeHHM Ha pPaboTy) W MNEPUOJIUYECKUX METUIMHCKUX OCMOTPOB,
BHEOYEPEIHbIX MEAMIIMHCKUX OCMOTPOB MO HamNpaBJIeHHIO paboTopaTens,
poecCUOHANbHON TMTMEHWYECKOM MOJITOTOBKM M arTecTauuu (Ipu MpueMe Ha
paboty u najnee He pexxe 1 paza B 2 roja), BAKIMHAIIMH, a TAK)KE UMEIOIIEe TUUHYIO
MEIUIIMHCKYI0O KHIDKKY C pe3yJbTaTaMi MEAUIMHCKUX OOCIIeIOBaHUN U
7a00paTOPHBIX HCCICOBAHUN, CBEICHUSIMH O TIPUBUBKAX, MEPEHECEHHBIX



UHPEKIUOHHBIX  3a00JIEBaHUAX, O  NPOXOXKACHUH  MNPOPECCHOHATHHON
T'MTUeHUYEeCKON TIOATOTOBKU U aTTECTALIMU C JIOMyCKOM K paboTe;

HE MMEIOIlee OrpaHUYCHHM Ha 3aHsITHE TPYJIOBOM MESITEIbHOCTBIO B cdepe
00pa3oBaHusl, U3JI0KEHHBIX B cTathe 351.1 «OrpaHnudeHuss Ha 3aHITHE TPYIOBOU
JEATEIIBHOCTBIO B chepe o0OpazoBaHus, BOCIIMTAHUS, pa3BUTHS
HECOBEPILICHHOJETHUX, OPraHMU3allii UX OTIbIXa U 03/I0POBJIEHUS, MEIULIUHCKOTO
obecrieyeHus, COLUMAIBHOM 3allliThl U COLMAIBHOTO O0OCIyXHBaHUsA, B cdepe
JIETCKO-IOHOIIECKOTO0 ~ CIOpPTa, KYJIbTYphl U  HMCKYyCCTBA C  y4acTHUEM
HECOBEPUICHHOJIETHUX» TpyioBoro kojaekca Poccuiickont denepanmu.

1.4. Jlenonmpous3BoauTENsE Ha3HAYAET U OCBOOOXKIAET OT 3aHUMAEMOMN JIOJDKHOCTH
JTUPEKTOp 00Ieo0pa3oBaTeIbHON OpraHu3alMk B TMOPSAKE, YCTAaHOBICHHOM
Tpynoseim Kogekcom Poccuiickont ®enepauyud M TPYAOBBIM  JOTOBOPOM
(KOHTPAaKTOM) C PaOOTHUKOM.

1.5. Jlenonpoun3BOanuTENIb OTHOCUTCS K KATETOPUU TEXHUYECKUX UCIIOJHUTENEH U
HEMOCPEJACTBEHHO MOAYMHSETCA 3aMECTUTEITIO AupekTopa mo AXY
00111€00pa30BaTEILHOIO YUPEKICHUSI.

1.6. Jleonpou3BOIUTEID B IIKOJIE TPH BHIMOJIHEHUU JOJKHOCTHBIX 00SI3aHHOCTEMN
DYKOBOJICTBYETCH:

Koncruryuuei Poccuiickoit @enepanuu;

[Topsinkom OpraHu3anyy U OCYIIECTBIEHUS 00pa30BaATEIbHON AESITEIBHOCTH 10
OCHOBHBIM 00111€00pa30BaTeNIbHBIM MPOTrpaMMaM - 00pa30BaTEIbHBIM
nporpaMMaM HadajbHOTO 00ILEro, OCHOBHOTO OOILEro U CPEHETO OOIIEro
oOpa3zoBanus, yrBepkaeHHbIM [Iprkazom MunucrepcrBa npocseuieHust PO ot 22
mapta 2021 r. Ne 115;

denepanbHbIM FTOCYAApCTBEHHBIM 00pa30BaTEIbHBIM CTaHIAPTaMU OOIIETO
obOpasoBanus;

CII 2.4.3648-20 «CaHnuTapHO-31HUIEMHOJIOTMYECKUE TPEOOBaHUS K OPTaHU3AIMAM
BOCIIUTAHUS U 00y4YEeHUS!, OTJIbIXa U O3JOPOBJICHUS ACTEH U MOJIOJICKN Y,
aJIMUHUCTPATUBHBIM, TPYIOBBIM U XO3SIMCTBEHHBIM 3aKOHOIATEIHCTBOM
Poccuiickon @enepannu;

MOCTaHOBJICHUSIMU, PACTIOPSKEHUSIMU, PUKA3aMHU U UHBIMU PYKOBOISIIUMU U
HOPMATUBHBIMH JIOKYMEHTAMHU, OTHOCAIIUMUCS K BEACHUIO JEIOMPOU3BOICTRA;
CTaHAapTaMH YHUDUIIMPOBAHHON CUCTEMbI OpPTraHU3aIl[MOHHO-PACTIOPS TUTEIHHON
JTOKYMEHTAIUK;

npasuiiaMu opdorpapuu 1 MyHKTYaluu;

npaBuIamMu pabOThI HA KOMITBIOTEPE U UHOW OPTTEXHHUKE;

MpaBUJIaMU 1 HOpPMaMU OXPaHbl TPY/a, IPOU3BOICTBEHHON CAHUTAPUU U
MOKapHOM 0€30MacCHOCTH;

VYcraBom u [IpaBuiiamu BHYyTpEHHETO TPYAOBOTO PACHOPSAKA, APYTUMHU JIOKAIBHO-
IPaBOBBIMH aKTaMu 00111€00pa30BaTEILHOTO YUPEKACHUS;



JAHHOM JOJDKHOCTHOW MHCTPYKUUENW U TPYIOBBIM J1I0TOBOPOM (KOHTPAKTOM);
KonBennueit o npaBax pedeHka;
MHCTPYKIMEN IO OXPaHe TPYJA JUIs 1EeIONPOU3BOIUTEINS] IIKOJIBI.

1.7. Jlenonpou3BOIUTEID IIKOJIBI 003aH 3HATH CJIEIVIONIEE:

['ocynapcrBenHbli ctanaapt Poccuiickon @enepaunu «/leronpon3BoacTso u
apXUBHOE JICJIO»;

HOPMATHUBHBIC ITPABOBBLIC AKThl U HOPMATUBHO-METOJUYCCKNEC NOKYMCHTEI,
MMOJIOKCHUA, MHCTPYKIIMKU U MHBIC MATCPUAJIBI U JIOKYMCHTBI 110 BEACHUIO
ACJIOIIPONU3BOACTBA B HIKOJIC,

COBpEMEHHBIE HH(OPMALIMOHHBIE TEXHOJIOTUH PabOTHI C TOKYMEHTAMH;
NOPSAZIOK pabOThI ¢ JOKYMEHTaMU;

CXEMBI JIOKYMEHTO000POTa;

npaBuiia pabOoThI ¢ BXOSMIIUMU, UCXOASIIUME U BHYTPCHHUMU JIOKYMEHTAMH;

NpaBHJia OpraHu3aIK U (HOPMBI KOHTPOJISI UCTIOTHEHUSI IOKYMEHTOB B
00111600pa30BaTEILHOM YUPEKICHUH,

TUIIOBbIE CPOKU HCIIOJIHEHUS IOKYMEHTOB;
MPUHIUIIBL PAOOTHI CO CPOKOBOM KapTOTEKOM;
HA3HAUEHUE U TEXHOJOTUS TEKYIIEro U MpeaynpeanuTeIbHOIO KOHTPOJIS;

ImpaBujia COCTaBJICHU aHAJIUTUYCCKUX CIIPABOK IIO OpraHru3aluu pa6OTLI C
JOKYMCHTAMM W KOHTPOJIIO UCITIOJIHCHUS JOKYMCHTOB,

npaBujIa JOKYMEHTAIIMOHHOTO 00eCIeYeHUs IeATeIbHOCTH
0011e00pa30BaTETBLHOTO YUPEKICHUS;

BUJBI JOKYMCHTOB, UX HA3HAYCHUC,

Tpe6OBaHI/I$I, NpCABbABISICMBIC K JOKYMCHTAM B COOTBETCTBUH C HOPMATHBHBIMHU
AKTaMHU U TOCYAAPCTBCHHBIMU CTAHAAPTAMM;

IpaBuJia COCTAaBICHUS U 0(OpMIICHHSI MHPOPMAIIHOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPABICHUYECKUX JOKYMEHTOB;

npaBuiia CO3/IaHMs U BeIeHHs 0a3 TaHHbBIX CITY>KEOHbIX IOKYMEHTOB B
00pa3oBaTesbHON OpraHu3aluu;

CHUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000POTa;
npaBujia U CPOKU OTHPABKU UCXOJAIIUX TOKYMEHTOB;
TpeOOBaHMs OXpaHbl TPy U MOKapHOU 0€30MacCHOCTH Ha padovyeM MECTE;

METOJIMYECKUE PEKOMEH IAINY 110 BBITIOJIHEHHIO Pa0OTHI C TOKYMEHTaMHU B
00111e00pa30BaTENbHBIX YUPEKICHHUSIX;

NOPSAZOK KOHTPOJISI IPOXOXKACHUS CITyKeOHOM TOKyMEHTALlUN U MaTepUaIOB;
CTPYKTYpY 00111€00pa30BaTEIbHOIO YUPEKACHUS U COCTaB COTPYIHHUKOB;
BUJIbl HOMEHKJIATYp, 0O1IHe TpeOOBaHUS K HOMEHKIJIAType, METOAHKA €€
cocTaBJieHUS U 0()OPMIICHUS;

nops0K popMupoBanus 1 ohopmiieHus e, crenudurka GopMupoBaHUs
OTJENIbHBIX KaTerOpHid Jel;
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MpaBUJia XpaHEHUs JIe], B TOM YHUCJE C JOKYMEHTAMH OrPaHUYEHHOTO JJOCTYMa;
MpaBUJIa BbIJIaYW W UCIIOJIB30BaHUS TJOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIE];
KPUTEPUH pa3ACICHUs] JOKYMEHTOB Ha TPYIIIbI B COOTBETCTBUU C IIEHHOCTHIO
uH(popMaIu, coaepraiencs B Hux;

MOPSAOK CO3/IaHUsI, OpPraHU3aIuU U JOKYMEHTUPOBAHUS pabOThI AKCIIEPTHON
KOMMCCHH;

MIpaBUJIa COCTABJICHUS U YTBEPKACHUS MPOTOKOIA pabOThI SKCIIEPTHON KOMHUCCHUU;

ImpaBujia COCTABJICHUA U YTBCPIKACHHA dKTa O BbIACIICHUH JOKYMCHTOB, HC
noajiciKamux XpaHCHHUIO,

IpaBuJia TEXHUYECKOM 00pabOTKU U TIOTHOTO 0(OPMIICHHS 1] MOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XpaHEHUS;

ImpaBujia COCTABJIICHUA OIMMCU ACJI ITOCTOSHHOI'O U BPCMCHHOI'O CPOKOB XPaHCHUSA B
COOTBCTCTBHUHU C I[CI\/'ICTBYIOH_II/IMI/I HOPMATUBHO-MCTOJUYCCKUMU JOKYMCHTAMM,

npaBuiia nepegayu Jieja B apXuB 00111€00pa30BaTENbHOTO YUPEKICHUS;

npaBujia UCOJIb30BaHus TenedoHa, ¢pakca, KCepokca, IPUHTEPA, CKaHepa,
KOMITBIOTEPA;

npaBuia paboThl C TEKCTOBBIMH PEJAKTOPaMH U 3JIEKTPOHHBIMU TaOauIaMu, 0a30ii
JAHHBIX, JIIEKTPOHHOMN MOYTOM, UHTEPHET Opay3epamus;

TCXHOJOTHIO CO3JaHHUA, O6pa6OTKI/I, nepeaadyr U XpaHCHUA pas3IndHbIX
JAOKYMCHTOB;,

IpaBuiia AETOBON MEPENUCKH, COCTaBICHUS M HA0Opa JEOBBIX MMHCEM C
IPUMEHEHHUEM THIOBBIX 00pa3lOB;

ACJIOIIPOU3BOACTBO U €TI0 BEACHUC,

TpeOOBaHUS MO COXPAHHOCTH CIYKeOHON MH(pOpMaIny, 3aIIUTE TePCOHATBHBIX
JAHHBIX;

OCHOBBI 3THKH U 3CTETUKHU;
npaBuJia JIeJI0BOro OOIICHUS;

MOPSIIOK OKa3aHUs EPBOM 10BpaueOHON MOMOIIIK;

MOPSAOK IEMCTBUAM IIPHU MOXKAPE WIM UHOU YPE3BBIYANHON CUTYallMU, YBAKYalLlUH.

1.8. emonpon3BOAUTEND HIKOJIBI JOJKEH VMETh:

paboTaTh CO BCEi COBOKYITHOCTHIO MHPOPMALIMOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB 00111e00pa30BaTEIILHOTO YUPEIKIACHUS:

MI0JIb30BAThCS CIIPABOYHO-TIPABOBBIMU CHCTEMAaMHU;

I0JIb30BaThCSl ABTOMATU3MPOBAHHBIMU CUCTEMAMH yYeTa, PErUCTPAIlUH, KOHTPOJISI
¥ MH(POPMAITMOHHO-CITPABOYHBIMH CHCTEMaMHU TIPH padoTe C JOKYMEHTAMHU
IITKOJTBI;

PUMEHSTH COBPEMEHHBIC HH(DOPMAIIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHUH JIJISI
paboTHI C JIOKYMEHTAMHM, B TOM YHUCJIC JUIS €€ ONITUMHU3AINH U TIOBBIIICHHSI

3¢ (HEKTUBHOCTH;



OpraHU30BBIBATh PabOTY 10 YUETy, XpaHEHHIO U Mepeade B COOTBETCTBYIOIIEE
CTPYKTYPHOE MOJpa3eieHle TOKYMEHTOB TEKYIIETO JIeJI0NPOU3BO/ICTBA;

UCII0JIb30BAaTh HOMEHKJIATYPY J1€7 IPU U3YUYEHUU CTPYKTYPHI
00111€00pa30BaTENILHOIO YUPEKACHHS, COCTABIICHUU OMUCEH JIeT;

OpraHU30BbIBATH PA0OTY MO (POPMUPOBAHUIO JEJI B COOTBETCTBUU C YTBEPKIECHHOM
HOMEHKJIATypOH /1] IIKOJIbI;

NPaBUIIBLHO M CBOEBPEMEHHO (POPMHUPOBATH JOKYMEHTHI B JIEJIa C YU€TOM UX
CHeU(pUKY;
CUCTEeMaTU3UPOBATh TOKYMEHTHI BHYTPH JI€Ta;

obecreunBaTh COXPAaHHOCTD U 3aIIUTY TOKYMEHTOB 0011€00pa30BaTeIbHOTO
YUPESIKICHUS;

I0JIb30BATHCS TIEPEYHSIMU JIOKYMEHTOB 1 aHAIM3UPOBATH (PaKTUICCKOE
CoJIepKaHNe UMEIOIIUXCS B JIeJIe JIOKYMEHTOB ITPH ONIPEICIICHUHA CPOKOB UX
XPaHCHHUS,

O(I)OpMJ'IHTL 00J10°KKH ACJI ITOCTOAHHOI'O U BPEMCHHOI'O CPOKOB XPaHCHUS B
COOTBECTCTBHHU C TpC6OBaHI/I}IMI/I rocyaiapCTBCHHLIX CTAHAAPTOB,

POU3BOIUTH CTPYKTYPHYIO CUCTEMATU3AIUIO JIET;

OCYIIECTBJISITh TEXHUUECKYIO 00pabOoTKy U MOJIHOE OPOPMIIEHHUE JI€7T TOCTOSIHHOTO
U BPEMEHHOTO CPOKOB XpaHEHUS;

COCTABJIATH OIMUCH ACJ ITOCTOSAHHOI'O 1 BPpEMCHHOI'O CPOKOB XPaHCHUS B
COOTBCTCTBHUHU C I[CI\/IICTBYIOI]_[I/IMI/I HOPMATUBHO-MCTOJUYCCKUMHU JJOKYMCHTAMMU.

1.9. CoTpyaHUK JOJKEH O3HAKOMUTHCS C JOJKHOCTHOW MHCTPYKIUEN
JIEIIONPOU3BOAUTENS B COOTBETCTBUH € MPO(CTaHAAPTOM, MHCTPYKLKEH IO OXpaHe
TpyZAa ISl IeTIONPOU3BOIUTEINS IIKOJbI, 3HATh U COOII0aTh YCTAaHOBIICHHBIE
npaBuiia ¥ TpEOOBAHUS OXpaHbl TPY/Aa U MOKapHOK 0€30M1aCHOCTH, IIPaBHIIa
JMYHOM TMTHEHbI U TUTHEHBI TPyJla B 00111e00pa30BaTeIbHON OpraHU3aIiy.

1.10. Jlenonpou3BoAUTEINb TOHKEH IPOUTH 00ydYeHUE U UMETh HABBIKM OKa3aHUS
MEPBOX MOMOIIX MOCTPAAABIINM, 3HATh MOPSIAO0K AECUCTBUM IPU BO3HUKHOBEHUU
[10Kapa WK UHOM YPE3BbIYalHOW CUTYallUU U DBAKyalluu B
00111e00pa30BaTEILHON OpraHU3aINH.

2. TpynoBbie pyHKumu

K ocHOBHBIM (DVHKIIUAM JEJIOTIPOU3IBOAUTEISI OTHOCITCS:

2.1. lokyMeHTaIlMOHHOE 00eCIIeueHHE ACATEILHOCTH 00111€00pa30BaTEILHOTO
YUPEIKICHUS:

2.1.1. Opranusanus paboThI C TOKYMEHTaMHU.
2.1.2. Opranu3zanys TeKyLIEro XpaHeHHs TOKYMEHTOB.

2.1.3. Opranuzanust 00pabOTKH A€ A7 TOCIEAYIOIer0 XPaHeHHUS.



3. 10JI2KHOCTHBIE 00S13aHHOCTH

I[@J'IOHDOI/IBBOI[I/ITCHB B ITIKOJIC OCYIICCTBJIACT BBIITOJHCHHUC 00s3aHHOCTEM:

3.1. B pamkax tpynoBor (hVHKIIMHU OpraHu3aii padOThl ¢ JOKYMEHTAMU:

IpUEM U MEpBUYHASL 00pa00OTKa BXOASIIUX JOKYMEHTOB;

MpeIBapUTEILHOE PACCMOTPEHUE U COPTUPOBKA IOKYMEHTOB Ha PETUCTPUPYEMBIE
U HE PETUCTPUPYEMBIE;

MOJTrOTOBKA BXOSIINX JOKYMEHTOB JJISl PACCMOTPEHUS IUPEKTOPOM ILIKOJIBI;
perucTpanys BXOIAUINX T0KyMEHTOB;

OpraHM3aIys TOCTaBKU JOKYMEHTOB UCIIOIHUTESIM;

BeJZIcHHE 0a3bl TaHHBIX JOKYMEHTOB 00111€00pa30BaTEIbHOTO YUPEKICHMS,
BeJIcHHE NH()OPMALIMOHHO-CITPABOYHON PadOTHI;

00paboTKa 1 OTIIpaBKa UCXOISIINX JOKYMEHTOB;

opraHusaiys paboThl [0 pErUCcTpaIiy, YUeTy, XpaHEHHUIO U TIepeaie B
COOTBETCTBYIOIIME CTPYKTYPHBIE ITOAPA3IEICHUS JOKYMEHTOB TEKYILErO
JIEJI0IPOU3BOCTBA;

KOHTPOJIb UCITIOJHCHUSA JOKYMCHTOB B 06IHCO6paBOBaTCHBHOM YUPCKIACHUU.

3.2. B pamkax tpyaoBo# GVHKIIMYA OpraHU3AIMU TEKVIIIETO XPAHEHUS
JIOKYMEHTOB:

pa3paboTka HOMEHKJIATYPHI JIeJ 0011e00pa30BaTEeIbLHOTO YUPEXKICHHUS,;

pOBEpKa MPABUIBHOCTU OPOPMIICHHUS TOKYMEHTOB U OTMETKH 00 UX UCTIOTHEHUHU
nepea ux GopMUPOBAHUEM B JIEJIO JJIsl OCIEAYIOIIETO XPaHEHUS;

dbopMyIMpOBaHKE 3aT0JIOBKOB JIEJ U OTIPEICTICHUE CPOKOB UX XPAHCHUS,
dbopmupoBaHUE NeT;
KOHTPOJIb TIPABUIILHOTO ¥ CBOCBPEMEHHOTO PACIIPEICIICHUS U TTOAIITUBKA
JIOKyMEHTOB B JIeJIa.

3.3. B pamkax tpynoBoi GYHKIWY OpraHu3aiiii 00padOTKU A€ IS
MOCJIEAVIOIIET0 XPAHEHU:

IMPOBCPKA CPOKOB XPAaHCHUA JOKYMCHTOB, COCTABJIICHUC IIPOTOKOJIA pa6OTI>I
BKCHCpTHOﬁ KOMHUCCHUM I10 ITOATOTOBKEC TOKYMCHTOB K XpPaHCHUIO, dKTa O
BBIJICJICHNHA K YHUUYTOXCHUIO JOKYMCHTOB, HC ITOJJIC)KAIINX XPAHCHHIO,

COCTaBJICHUE BHYTPEHHEH OMKMCH e ISl 0CO00 IIEHHBIX JOKYMEHTORB IIKOJIbI;
oopmIIeHHE eI TOCTOSHHOTO, IOJIFOBPEMEHHOTO CPOKOB XPAHCHUS;
oopmiieHre 00I0XKKH JIeJT TOCTOSIHHOTO, J0JITOBPEMEHHOTO CPOKOB XPaHCHHUS;
COCTaBJICHUE OIUCH JICJT TIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPaHCHUS;
nepeaaya el B apXuB 0011e00pa3oBaTeIbHOTO YUPESKICHHUS.



3.4. Opranu3oBbIBa€T BHEIPEHHE, BeACHUE (B TOM YUCIIE aBTOMATU3UPOBAHHOE) U
Pa3BUTHE CUCTEM JIOKYMEHTALIUU, BKJIFOYAs JIEKTPOHHBIE IOKYMEHTHI.

3.5. Bmecte ¢ a,Z[MHHHCTpaHI/ICﬁ IIKOJIbI IOATOTAaBIMBACT OTYCTHBIC JOKYMCHThI
JJIA BBIICCTOAIIMUX OpFaHHBaHHﬁ, T'OTOBUT CJ'IY)KC6HBIC mncbMa, CIIpaBKH.

3.6. Beger npuem noctymnaronieil Ha UMsi AMPEKTOPA IIKOJIbI KOPPECTOHACHIINH
(2TIEKTPOHHOM MOYTHI), PETUCTPUPYET €€ U BBITIOIHIET CUCTEMATH3ALMIO COIIACHO
IPUHATOMY B 00111€00pa30BaTEIbHOM YUPEKIACHUHU MOPSIKY, MOCIE e
pacCMOTPEHUS TUPEKTOPOM IEePEIaeT M0 HA3HAYEHUIO UCTIOJTHUTENSIM ISl
MPUMEHEHUS B XO/I€ UX JIEATEIIbHOCTH WJIH MOJITOTOBKU OTBETA.

3.7. Bener NoCTOSIHHBIN yUYeT, KAPTOTEKY MPOXO0XKACHHS TOKYMEHTOB,
KOHTPOJIUPYET UX UCIIOJIHEHUE, BBIJAET TpeOyeMbIe CIIPABKHU O
3apETUCTPUPOBAHHBIM JOKYMEHTAM. 3.8. BBIMONHIET OTIIPaBKY UCIIOJHEHHOU
KOPPECIIOHJEHIIMH aJpecaTaM, BEI€T y4eT MOIy4aeMO U OTIIPaBIISIEMOM
KOPPECTIOHJEHIIUU, CUCTEMATU3UPYET U XPAHUT TOKYMEHTHI TEKYILEr0 apXH1Ba.

3.9. 3anumaetcst opopmMIIEHHEM TPYAOBBIX IOTOBOPOB U JIMYHBIX A1,
YCTPauBaIOIIUXCSl HA pabOTy COTPYIHUKOB, 00padaThiBaeT U 0POpMIIET Mepenady
JIMYHBIX Je]l COTPYTHUKOB B apXUB.

3.10. ®opmupyeT TUYHBIC JIeJIa YICHUKOB, 00yJaroIIUXCs B IIKOJIE.
3.11. OcymiecTBiasieT y4eT 00y4aromuxcs JIbIrOTHBIX KaTErOPUA.

3.12. Beger KHUTY NPUKA30B, II€YATAET MPUKA3bI IO OCHOBHOMU JI€SITEILHOCTH,
WHBIE MTPUKa3bl. 3HAKOMUT COTPYIHUKOB LIKOJIbI C IPHKa3aMU O] OAMNKUCH B JIEHb
X U3JIaHUA.

3.13. CornacHo pacnopspKEHUSM TUPEKTOPA IIKOJIBI ITeYaTaeT U 0opopmiIsieT
TpeOyeMyIo JOKYMEHTAIUIO SISl BEJICHUS yUeOHO-BOCIIUTATEILHOM TSI TEIIbHOCTH
B IIIKOJIE, BHITTOJTHEHUS TO0BOTO TJIaHA.

3.14. BeimonHsieT padoTy M0 CO3AaHHUIO CITPABOYHOTIO arllapaTa o JOKyMeHTaM,
obecrnieunBaeT yA0OHbBIN U OBICTPBIA UX MOUCK.

3.15. 3anumaercst cOOpoM HEOOXOUMBIX MaTEPUAIOB JJIsl HOJATOTOBKH
COBECIIAHMH paOOTHUKOB IITKOJIBI, OITOBEIICHUEM YYaCTHUKOB O BpEMEHHU, MECTE,
MTOBECTKE JTHS COBEIIAHUS U UX PETHCTPAIIACH.

3.16. SIBisieTcs cekpeTapeM aAMUHACTPATUBHOTO COBEIIAHUS TIPU IUPEKTOPE
0011e00pa30BaATENBLHOTO YUPEXKICHHUS.

3.17. B rpanunax cBoei KOMIETEHINH YYaCTBYET B COCTABIECHUU ITPOTPAMMBI
pa3BUTHSA JEJIONPOU3BOACTBA 00111€00pa30BATEILHOTO YUPEKIACHHSI, BHOCUT
IIPEJIOKEHMS 10 BOIIPOCAM YCOBEPILIEHCTBOBAHUS JIEJIONPOU3BOICTBA
00111e00pa30BaTENBLHOTO YUPEKICHHUS.



3.18. ObecnieunBaet 3aUUTy IPaB U CBOOO A€TEH, poauTeNneil (3aKOHHBIX
MpeACTaBUTEINICH ) MpU 00paboTKe MepCOHANBHBIX JaHHbIX (manee — [1/]).

3.19. Ilpu ucmob30BaHUM AJIEKTPOHHOTO 00OPY/I0BaHUS, B TOM YHCIIE
KJIaBUATYPBI U MBIIIH, KEAHEBHO AC3UHPUITUPYET UX B COOTBETCTBUH C
PEKOMEHIALUSAMHU TTPOU3BOTUTEIS OO0 C UCIIOJIb30BAaHUEM PACTBOPOB WJIH
cangeTok Ha CIUPTOBOM ocHOBe (He MeHee 70% crupra).

3.20. Jlenonpou3BOIUTEIb B IIIKOJIE CTPOrO COOJII0/Ia€T CBOIO JOJKHOCTHYIO
WHCTPYKITUIO, pa3paboTaHHyo 10 MpodCcTaHaapTy, TPOXOIUT EPUOTAUECKUAC
MEJIUIIMHCKHE OCMOTPHI.

3.21. Ctporo cobmtonaeT KOH(pHICHIINATEHOCTh IEPCOHATBHBIX JaHHBIX U
TpeOoBaHus Mo 3aumTe U 6ezonacHoctH [1/] mpu nx o6paboTke, HEAOMYIIEHUE X
pacnpocTpaneHus 6e3 cornacusi cyobexra [1J] nim Hanuuus Apyroro 3aKOHHOTO
OCHOBaHUSI.

4. IIpaBa

I[GHOHDOI/BBOILI/ITGHI: IIKOJIbI UMECT ITOJHOC IIPaBO.

4.1. [lpyHuMaTh yyacTre B yIpaBJIeHUH 0011e00pa30BaTEIbHbIM YUPEKIECHUEM B
MOPSIJIKE, YCTAHOBJICHHOM Y CTaBOM.

4.2. Ha paGouee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUSIM OXPaHbI
TpyJla ¥ OKapHOI 0€30MaCHOCTH.

4.3. Ha 3amuty cBoel mpodecCHOHAIBHON Ye€CTH U IOCTOMHCTBA.

4.4. Ha nepenauy JOKYMEHTOB JJIsl UCIIOJIHEHUSI U HA TPEOOBAHUE OT
UCIIOJTHUTEJIEH TPAMOTHOTO U NMPaBUIBLHOTO O(POPMIICHHS TPEOyeMBbIX
JOKYMEHTAJIBHBIX MAaTEPHUAIIOB.

4.5. Ha 3anpammBaHue OT aIMUHUCTPALMN LIKOJIbI, IOJyY€HHE U IPUMEHEHNE
UH(GOPMAILIMOHHBIX MAaTEPUAJIOB, HOPMATHUBHBIX U MPABOBBIX JOKYMEHTOB,
HEOOXOMMBIX JIJIs1 BBIMIOJIHEHUS CBOMX JIOJDKHOCTHBIX 00513aHHOCTEH.

4.6. 3HAKOMHUTBHCS CO BCEMHU MUMEIOIIMMUCS MaTeprajaMU €ro JIMYHOro Jea,
OT3bIBAMH O CBOECH paboTe, xano00aMu U HHBIMU JOKYMEHTaMH, OTPAXKAIOIIUMU
OIIEHKY €ro TpyJa, MPEAOCTABIATh 110 HUM MOSCHEHUS.

4.7. Ha mopanibHOE 1 MaTepHUAIBHOE MMOOUIPEHUE, HA CBOEBPEMEHHYIO U B IIOJHOM
oObeMe BhITIJIaTy 3apa00THOM IJIaThl, a TAKKE Ha 3alUTy COOCTBEHHBIX HUHTEPECOB
Y UHTEPECOB COTPYIHUKOB IIKOJIBI.

4.8. OTKa3aThCs OT BBHINOJIHEHHS paOOT MPY BOSHUKHOBEHUHU YTPO3bI KU3HU U
3JI0POBBIO BCIIEACTBUE HAPYIIEHUS TPEOOBAHUI 110 OXpaHe TpyAa.



4.9. TTocTOSTHHO MOBBIMIATH CBOIO MPO(GECCHOHATBHYIO KBATHU(UKALIUIO.

4.10. Ha 3amuty cBOMX po(hecCHOHATFHBIX HHTEPECOB CAMOCTOATEIHHO U (HITH
qyepe3 3aKOHHOTO TPEJICTaBUTENsA, B TOM YHCIIE a/IBOKATa), B CIIydae
JTUCIUTIUIMHAPHOTO WX CITYKeOHOTO paccieIoBaHusl, CBI3aHHOTO C
HECOOII0ICHIEeM HOpM TIpodeccnoHanbHOM STHKU. Ha Hepasrnamenue
JTUCHUTUTMHAPHOTO (CIIY»KEe0HOT0) pacciaeoBaHus, UCKITI0Uas clydan
IPETyCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcTymeHue B mpoQCcor03bl I 3allUThl CBOMX TPYAOBBIX IIpaB, CBOOO U
3aKOHHBIX MHTEpeCcOB. Ha monyyeHnne conpaibHbIX FrapaHTUi U JIBIOT,
MPETyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickoit denepannu.

5. OTBEeTCTBeHHOCTH

5.1. 3a HEBBINIOJIHEHHUE WU HAPYLIEHUE JAHHOW JOJDKHOCTHOW MHCTPYKIIUU
JEJONPONU3BOAUTENS B IKOJIE, Y cTaBa U [IpaBuir BHyTpeHHEro Tpy0BOTO
pacnopsjika, 3aKOHHBIX PacHoOpsKEHUI JUPEKTOPa NIKOJIbI U IPYTUX JOKAJIBHO-
HOPMAaTUBHBIX aKTOB, a TAK)KE 3a IPUHATHE PELICHUM, TOBJICKIINX HAPYLIECHUE
y4e0HO-BOCIUTATENIbHBIX OTHOIICHHM, 1€I0NPOU3BOIUTEND HECET
JVCHUIUIMHAPHYIO OTBETCTBEHHOCTD B MOPSAJKE, YCTAHOBIEHHOM Tpya0BbIM
3akoHoaartenbcTBOM Pocculickoit Denepanum.

5.2. 3a npuMeHeHue, 1ake OJHOKPATHO, CIOCOO0B BOCHUTAHUS, BKIIOUAIOIIUX B
ce0s puznueckoe U (WJIK) MCUXOJIOTUUECKOE HACUIINE HaJl JIMYHOCThIO peOCeHKa,
JIEeJIOTPOU3BOIUTETH MOKET OCBOOOKIATHCS OT 3aHUMAEMOM JTOJKHOCTH COTJIACHO
TPYJIIOBOMY 3aKOHOJATENLCTBY Poccuiickon denepanun. YBOJIbHEHUE 3a TAKOU
MOCTYIIOK HE MPUHUMAETCS 3a MEPY JUCIUIIJIMHAPHON OTBETCTBEHHOCTH.

5.3. Hecer nucuuminHapHyO0 OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTAIINH,
HaXO/IAIIEHCs B KaOMHETE JEIONPOU3BOIUTEIS.

5.4. IlpuBnekaeTcs K IUCIHUIIIMHAPHON OTBETCTBEHHOCTH 3a pa3rilallieHue
CiTy)e0HOM 1 KOHPUACHIIMAIbHON nH(opMaIu, nHGOPMAIIMK O TIEPCOHATLHBIX
JAHHBIX COTPYAHUKOB U 00yYaronuxcs 00111eo00pa3zoBaTENbHOTO YUPEKIACHUS.

5.5. 3a HapylieHue npaBuIil MOXKapHOU 0€30MaCHOCTH, OXPaHbl TPYAd, CAHUTAPHO-
TUTHEHUYECKUX HOPM M MPABUII AEJIONPOU3BOAUTENIb MOXKET MPUBIIEKATHCS K
aJIMUHUCTPATUBHOW OTBETCTBEHHOCTH B MOPSJIKE U B CIIy4asiX, yCTAHOBJIEHHBIX
aJIMUHUCTPATUBHBIM 3aKOHOAATEIbCTBOM Poccuiickoin denepanun.

5.6. 3a 11000€ BUHOBHOE MPUYMHEHUE 00I€00pa30BATEILHOMY YUPEKICHUIO UITU
y4acTHUKaM 00pa30BaTEIbHBIX OTHOILICHUN yiiepOa (B TOM YKCIIE€ MOPAJIbHOIO) B
CBSI3M C BBIIIOJTHEHUEM (HEBBIIIOJHEHHEM) CBOMX MPSIMBIX TOJKHOCTHBIX
00s13aHHOCTEH J1€J0MPOU3BOIUTEND UIKOJIBI HECET MaTepUaIbHYIO



OTBETCTBEHHOCTb B MOPSIIKE U B MpeEieNiax, yCTAHOBJIECHHBIX TPYIOBBIM U (WJIN)
IrPaXIaHCKUM 3aKOHOAAaTeIbCTBOM Poccuiickon denepanuu.

6. BzanumooTHoImIeHusi. CBSI3M 10 J0JKHOCTH
enonpouzsooumens wKovl:

6.1. [lenonpou3BoAUTENh BRIMOIHIET paboTy COracHo TpaduKy, COCTABICHHOMY
¢ yuetoM 40-4acoBoii pabodeil HeJieNu, U YTBEPKICHHOMY TUPEKTOPOM
00111600pa30BaTEIHLHOTO YUPEIKICHHUS.

6.2. [locTossHHO 0OMeHUBaeTCsl HHPOopMaIMel o BOIIPOcaM, OTHOCSIIIMMCS K €T0
KOMITETCHIIUH, C IMUHUCTPAIINEH, OyXranTepueii, mearornaeCKuMu
paboTHUKAMU U 00CTY>KUBAIOIITUM TIEPCOHATIOM IIKOJIBI, C POIUTEISAMU JACTEH
(JTMIIaMM UX 3aMEHSIIOIINMU).

6.3. [lony4daer ot qupekTopa 00111e00pa30BaTENILHOTO YUPEKACHUS HHDOPMALINIO
HOPMATHUBHO-TIPABOBOTO M OPTaHMU3AIMOHHOTO XapaKTepa, 3HAKOMHTCS TIO
HOJIIKCH C HEOOXOIUMBIMHU JIOKyMEHTaMH.

6.4. BoBpewms cooOl1iaeT TUPEKTOPY IMIKOJIBI U €T0 3aMECTUTENSIM 00 HH(pOpMaIINH,
IIpUKa3ax, PacCOPSHKECHUSX M HHOW JJOKYMEHTAITUH, IIOCTYITUBIICH 110
AJIEKTPOHHOM IOYTE.

6.5. Uadopmupyer qupexTopa (Ipu OTCYTCTBUU — HHOE TOJKHOCTHOE JIUIIO0) O
(akTe BOZHUKHOBEHUS TPYMITOBLIX HHPEKIIMOHHBIX U HENH(EKIIMOHHBIX
3a00seBaHui B 00111€00pa30BaTENIbHON OpraHU3allK, 3aMECTUTENS TUPEKTOPA 110
aJIMUHUCTPATUBHO-XO3IMCTBEHHOMN YaCTH — 00 aBapHIfHBIX CUTYallUsAX B paboTe
CUCTEM 3JICKTPOOCBEILEHNUS, IEPCOHAILHOTO KOMITbIOTEpa U MHOM OPITEXHUKH,
OTOIUICHHUS U BOJIOIPOBO/IA.

6.6. Bo Bpems 0OTCYTCTBUS JICTOTPOU3BOIUTENS €0 003aHHOCTH BBITTOTHSICT
COTPYIHHK, UMEIOIINI Bce Tpedyromuecs npodeccuoHalbHbIe 3HAHNS, YMEHUS U
HAaBBIKM, HA3HAYEHHBIA PUKA30M JIMPEKTOPA LIKOJIbL. [JaHHBIN COTPYIHUK
pUOOPETAET COOTBETCTBYIONIUE TIPaBa U HECET MOJHYIO OTBETCTBEHHOCTH 32
Kaue€CTBEHHOE BBIMOJHEHNUE BO3JI0KEHHBIX Ha HETO 00SI3aHHOCTEH.

7. 3aKII0UYUTEIbHBIC MOJIOKECHUS

7.1. O3HaKOMJIEHUE JETOMPOU3BOAUTEIIS KOl C HACTOSIIECH JOJKHOCTHOM
WHCTPYKIIMEH, pazpaboTaHHOM ¢ yuyeToM mpodcTaniapTa, OCYIEeCTBISIETCS MPU
npueMe Ha paboTy (110 MOAMKUCAHUS TPYAOBOTO JOTOBOPA).

7.2. OnMH 3K3eMILUTSIP TOHKHOCTHOM MHCTPYKIIMKM HAXOAUTCS Yy paboToaarers,
BTOPOM — y COTPYHHUKA.



7.3. @aKT 03HAKOMJICHUS AEIOMPOU3BOAUTEINS C HACTOSIIEH JOJKHOCTHOM
MHCTPYKIIMEHN TOJITBEPAKAAETCS MOJMUCHIO B 9K3EMILIAPE JOIKHOCTHON
MHCTPYKIIUH, XpaHsIeMcsl y paboToAaTesl, a TAakKe B )KypHaJle 03HAKOMJICHUS C
JOJKHOCTHBIMA MHCTPYKIHSIMH.

Hondxcnocmuyto uncmpyxkyuro paspabomai:

/ /

C Oondicnocmuoul uHcmpyKyuell 03HaAKOMIEeH (@), 00UH IK3eMNIAP NOJLYHUUTL

(a). « _ » 202 1. /
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