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I[OJ'I}KHOCTHa}I HHCTPYKIUA JCIIOIIPOU3BOAUTCIIA

MBOY «Kypuanoesckast CIII Nel um. JIoxtykaesa M.A.»

1. O01mue moJ10KeHus

1.1. JanHas donorcnocmuas uncmpyKyusi 0e1onpou3eooumensi 8 uiKojie COCTaBJIeHa
Ha ocHoBe IIpo¢dcranpapra 07.002 «CneuuaaucT 1m0 OPraHU3ANMOHHOMY H
AOKYMEHTALMOHHOMY ol0ecrneYeHn 1o ylpaBJieHUA OpraHu3anmen»,
YTBEPKJIECHHOIO NpHKa3oM MuHuCTEpCTBA TpyJa W COLMAIBHOM  3alIUThI
Poccuiickoii @enepanuun Ne 333n ot 15 utonsa 2020 r; ¢ yuetom denepanbHOro
3akona «O06 obpazoBanuu B Poccuiickoit @deaepanum» ot 29.12.2012r Ne273-03 ¢
u3MeHeHussMu ot 28 ¢eBpana 2025 roma; CII 2.4.3648-20 «CanutapHo-
AMUIEMUOJIOTUYECKNE TPEeOOBAHMUS K OpraHU3alUsM BOCIUTAaHUS U OOy4YEHHS,
OTIIbIXa W O3JI0POBJICHUS JETel U MoJIoAeXH»; corjacHo TpynoBomy Kopaekcy
Poccuiickonn ®denepanuy U UHBIM HOPMATUBHBIMU aKTaMH, PETJIAMEHTUPYIOLIUM
TPYJOBbIE OTHOIICHUS MEX]1y paOOTHUKOM U pabOTOIaTEIIEM.

1.2. Hacrosmas donoichocmuas uncmpykyus O0elonpou3800umesiss wKojabl no
npogcmandapmy ycTaHaBIMBaeT (YyHKIMOHAJIbHBIE OOs3aHHOCTH, TIpaBa U
OTBETCTBEHHOCTh  COTPY/JIHMKA, 3aHUMAOIIEro B  001eoOpa3oBaTebHON
OpraHU3aluu JOJDKHOCTH JEITOTPOU3BOIUTEIIS.

1.3. Ha JOJDKHOCTDH ACJIOIIPOMU3BOAMTECIA MOXKCT HA3HAYATHCA JIMIIO.

uMmeroliee cpeaHee mnpodeccruoHanibHoe 00pa3zoBaHUE, MPOIIEIIEEe MPOTPaAMMBI
MOJIFOTOBKU KBAJIM(DULIMPOBAHHBIX Pab0OUMX, CITy>KaIINX;

COOTBETCTBYIOIIEE TPEOOBAHUSM, KACAOIIMMCS TIPOXOKICHUS TTPEABAPUTEIHHOTO
(mpu moCTyIJieHnn Ha pPaboTy) W TEPUOIUYECKUX METUITMHCKUX OCMOTPOB,
BHEOYEPEIHbIX MEAMIIMHCKUX OCMOTPOB MO HaNpaBJIeHHIO paboTopaTeis,
npodecCHOHANbHON TMTMEHWYECKOM MOJITOTOBKM M arTecTauuu (Ipu MpueMe Ha
paboty u najnee He pexxe 1 paza B 2 roja), BAKIIMHAIIMY, a TAK)KE UMEIOIIEe TUUHYIO
MEIUIMHCKYI0O KHIKKY C pe3yJbTaTaMd MEAUIMHCKUX O0O0ClieJOBaHUN U
Ja00paTOPHBIX HUCCJIEAOBAHUM, CBEICHUSIMH O TPUBUBKAX, IEPEHECEHHBIX
WHPEKIMOHHBIX  3a00JIeBaHUSAX, O  MPOXOXKJICHUU  TPpodheCcCUOHATLHON
TUTUEHUYECKOU MOJTOTOBKU U aTTECTAIUU C JOIYCKOM K paboTe;



HE WMEIONIee OTPAaHUYCHHWM Ha 3aHITHE TPYIOBOM MESITEIBHOCTHIO B cdepe
o0Opa3oBaHusi, U3J0KEeHHbIX B cTaThe 351.1 «OrpaHudeHus: Ha 3aHITHE TPYAOBOU
JeSTEeIbHOCThIO B chepe o0OpazoBaHus, BOCIIUTAHUS, pa3BUTHS
HECOBEPILICHHOJIETHUX, OPraHU3allud UX OTAbIXa U 03[I0POBIEHUS, MEAUIIMHCKOTO
obecrieyeHus, COLUMAIIBHOM 3allldThl U COLMAIBHOTO O0OCIyXHBaHUsA, B cdepe
JETCKO-IOHOIIECKOTO  CIOpTa,  KYJbTYpbl M  HMCKYCCTBAa C  Y4YacTHUEM
HECOBEPIIEHHOJIETHUX» TpynoBoro kojaekca Poccuiickon denepanumu.

1.4. Jlenonpou3BoaAUTENsT Ha3HAYAET U OCBOOOXKIAET OT 3aHUMAEMON JIOJDKHOCTH
JTUPEKTOp 00Ieo0pa3oBaTeILHON OpraHU3alMk B TOPSAKE, YCTAaHOBICHHOM
TpynoBeim Kogekcom Poccuiickont ®Penepauyud M TPYAOBBIM  JOTOBOPOM
(KOHTPaKTOM) C PaOOTHUKOM.

1.5. Jlenonpon3BoAUTENb OTHOCUTCS K KATETOPUU TEXHUYECKHUX UCIIOJIHUTENIEH U
HEMOCPEACTBEHHO MOYMHAETCS 3aMECTUTENIO JupekTopa o AXY
00111€00pa30BaTEILHOIO YUPEKICHUSI.

1.6. Jlenonpou3BOIUTEID B IIKOJIE TPH BHIMOJIHEHUN JOJKHOCTHBIX 00SI3aHHOCTEMN
DYKOBOJICTBYETCH:

Koncruryuuen Poccuiickoit @enepanuu;

[Topsinkom OpraHu3anyy U OCYIIECTBIEHUS 00pa30BaATEIbHON AESITENIBHOCTH 10
OCHOBHBIM 00111€00pa30BaTENIbHBIM IporpaMmam - 00pa3oBaTeIbHbIM
nporpaMmam HadajabHOT'O OOIIET0, OCHOBHOI'O OOIIETO U CPEHEro OOIIEro
oOpa3zoBanus, yrBepkaeHHbIM [Iprkazom MunucrepctBa npocseuieHust PO ot 22
mapta 2021 r. Ne 115;

denepabHBIM FOCYIapCTBEHHBIM 00pa30BaTEIIBHBIM CTaHIApPTaMU O0IIETO
o0OpasoBanus;

CII 2.4.3648-20 «CaHuTapHO-3MHIEMUOJIOTUYECKUE TPEOOBAHUS K OpraHU3alUsIM
BOCIHUTAHUA U 00yUEHUs, OTJbIXA U 03/JOPOBIICHUS AETEH U MOJIOJICHKI;
aJIMUHHCTPATUBHBIM, TPYJIOBBIM U XO3SIICTBEHHBIM 3aKOHOIaTEILCTBOM
Poccuiickon @enepannu;

IIOCTAHOBJICHUSIMHU, PACTIOPSKEHUSMH, IIPUKa3aMU U UHBIMU PYKOBOISALIUMU U
HOPMAaTUBHBIMU JJOKYMEHTaMH, OTHOCSIIMMUCS K BEJEHUIO J1€JI0IPOU3BOJICTBA;
CTaHJapTaMHM YHU(PUIUPOBAHHON CUCTEMBI OpraHU3aLMOHHO-PACTIOPSAIUTENBHOM
JOKYMEHTaLUY;

npasuiiaMu opporpapuu U MyHKTYalNuH;

npaBUJIaMu pabOTHI HA KOMITBIOTEPE U UHOM OPTTEXHHUKE;

IIPAaBWJIAMU U HOPMAMU OXPaHbI TPY/1a, IPOU3BOJICTBEHHON CAHUTAPHUU U
MOKapHOM 0€30MaCHOCTH;

YcraBom u [IpaBuiaMu BHyTpEHHETO TPYAOBOTO PACMOPsIKa, IPYTUMU JIOKaJIbHO-
IPABOBBIMU aKTaMH 00111€00pa30BaTEIBHOTO YUPEKICHHUS;

JAHHOM JTOJ>KHOCTHOM MHCTPYKLIMENW U TPYIOBBIM JIOTOBOPOM (KOHTPAKTOM);
KonBennueil o npaBax pedeHka;



UHCTPYKIMEH 10 OXpaHe Tpyaa JUIS JASJIONPOU3BOANTEIIS IIIKOJIbI.

1.7. Jlenonpou3BOIUTEID IIKOJIBI 003aH 3HATH CJIEIVIONIEE:

['ocynapcrBenHsbli ctanaapt Poccuiickon @enepaunu «/lesonpon3BoacTso u
apXUBHOE JICJIO»;

HOPMATHUBHBIC ITPABOBBLIC AKThl U HOPMATUBHO-METOJUYCCKNEC TOKYMCHTEIL,
IMOJIOKCHMSA, MHCTPYKIIMU U MHBIC MaTCPUAJIbl U JOKYMCHTBI I10 BEACHUIO
ACJIOIIPOU3BOACTBA B HIKOJIC,

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

CXEMBI IOKYMEHTO000POTa;

npaBuiia paboThI ¢ BXOSIIUMU, UCXOASIIUME U BHYTPCHHUMU JIOKYMEHTAMH;

NpaBUjIa OPraHU3aluu B (POPMBI KOHTPOJISI UCIIOJTHEHUS IOKYMEHTOB B
0011e00pa30BaTEILHOM YUPEKICHUY;

TUIIOBbIE CPOKU HCIIOJIHEHUS! IOKYMEHTOB;
MPUHIUIIBL PAOOTHI CO CPOKOBOM KapTOTEKOM;
HA3HAUYEHUE U TEXHOJOTUS TEKYIIEro U MpeaynpeanuTeIbHOIO KOHTPOJIS;

IMpaBujia COCTaBJICHUA aHAJIUTUYCCKUX CIIPABOK IIO OpraHru3aluu pa6OTI>I C
JOKYMCHTAMM W KOHTPOJIIO UCITIOJIHCHUS JOKYMCHTOB,

IpaBuia JOKYMEHTAIIMOHHOTO 00ECTICUeHUS 1eATeIbHOCTH
00111600pa30BaTEIHLHOTO YUPEIKICHUS;

BUJBI JOKYMCHTOB, UX HA3HAYCHUC,

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

IpaBuJia COCTAaBICHUS 1 0(OpMIICHHSI MHPOPMAIIHOHHO-CIIPABOYHBIX,
OpPraHU3alUOHHBIX, YIIPABICHYECKUX JOKYMEHTOB;

IpaBujia CO3/IaHMs M BeJICHHS 0a3 TaHHBIX CITy)KEOHBIX IOKYMEHTOB B
00pa3oBaTeNbHON OpraHu3alnu;

CHUCTEMbI 3JIEKTPOHHOTO IOKYMEHTO000POTa;
npaBujia U CPOKU OTHPABKU UCXOAIIUX TOKYMEHTOB;
TpeOOBaHMs OXPaHbI TPYJA U MOKapHOU 0€30MacHOCTH Ha padovyeM MECTE;

METOUYECKIE PEKOMEHIAINHY IO BBITIOJHEHUIO PA0OTHI C TOKYMEHTaMU B
00111600pa30BaTEIBHBIX YUPESIKICHUSIX;

MOPSIIOK KOHTPOJIS MMPOXOKIACHUS CITy>KEOHOM JOKYMEHTAIIMM U MaTepUasoB;
CTPYKTYpy 00111€00pa30BaTENbHOTO YUPEKIACHHS U COCTaB COTPYIHUKOB;

BUJIbl HOMEHKJIATYp, 0O1IHe TpeOOBaHUS K HOMEHKIIAType, METOAHNKA €€
COCTaBJIEHUS ¥ O()OPMIICHUS;

nops0K popMupoBanus 1 ohopmiieHus e, crenudurka GopMupoBaHUs
OTJICIbHBIX KaTeTOpUH JIEI;

IpaBuJia XpaHEHHS J1e]1, B TOM YUCIIE C JOKYMEHTaMH OIrPaHUYEHHOTO JOCTYTIA;
IpaBuja BbIIAYH U UCIIOIb30BAaHUS IOKYMEHTOB U3 C(HOPMUPOBAHHBIX JIEIT;


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

KPUTEPHUH PA3ACICHUSA JOKYMEHTOB Ha IPYNIIbI B COOTBETCTBUH C LIEHHOCTHIO
uH(pOpMalLnK, COAEpKAIIEHCs B HUX;

HOPSZIOK CO3/IaHUsl, OPTaHU3ALUY U TOKYMEHTUPOBAHUS pabOThI SKCIIEPTHOU
KOMUCCHUH;

IPaBUJIa COCTABIICHUS U YTBEPKICHUS POTOKOJIA pabOThl IKCIIEPTHON KOMHUCCUU;

IMpaBujia COCTABJICHUA U YTBCPIKACHHA aKTa O BBIACIICHUH JOKYMCHTOB, HC
noajiciKalux XpaHCHHUIO,

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

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

npaBuiia Iepeaun Jell B apXuB 0011e00pa30BaTeIbHOTO YUPEKIACHNUS;

npaBuiia UCTIOJIB30BaHuUs TenedoHa, pakca, Kcepokca, IpUHTEpa, CKaHepa,
KOMITBIOTEPA;

npaBuia padoThl C TEKCTOBBIMH PEIAKTOPaMH U 3JIEKTPOHHBIMU TaOIuIIaMu, 0a30ii
JAHHBIX, JIIEKTPOHHOMN MOYTOM, UHTEPHET Opay3epamu;

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

ImpaBuJjia JIEIIOBOM MNEPEIUCKH, COCTABJICHUA U Ha6opa JACJIOBBIX ITHCEM C
INPUMCHCHUEM THUITIOBBIX 06pa3u013;

ACJIOIIPOU3BOACTBO U €TI0 BEACHUC,

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

OCHOBBI 3THKH U 3CTETUKHU;
paBuJa IeJI0OBOTO OOIICHMS;

NOPSAOK OKa3aHUs MEepBOM 10BpaueOHON MTOMOIIIY;

MOPSAOK IEMCTBUAM IIPHU MOXKAPE WIM UHOU YPE3BBIYANHON CUTYalLlMU, YBAKYaILIUH.

1.8. demonpon3BOAUTEND IIKOJBI JOKEH VMETh:

paboTath co BCeH COBOKYMHOCThIO MH(OPMAIIMOHHO-0KYMEHTAIIMOHHBIX
pecypcoB 00111e00pa30BaTEILHOIO YUPEKICHUS:

I1OJIb30BATHCA CITPABOYHO-ITPABOBBIMU CUCTECMAMMU
IMOJIb30BAaTHCA aBTOMATU3UPOBAHHBIMHU CUCTEMAaMM yUC€Ta, pCruCTpalii, KOHTPOJIA

¥ MH()OPMAITMOHHO-CIIPABOYHBIMU CUCTEMaMHU MPH paboTe ¢ JJOKyMEHTaMH
IITKOJIBI;

IIPUMEHSTH COBPEMEHHBIC HH()OPMAIIMOHHO-KOMMYHHKAITMOHHBIE TEXHOJIOTHUH JIJISI
paboTHI C JIOKYMEHTAMHM, B TOM YHUCJIC JUIS €€ ONITUMHU3AINH 1 TIOBBIIICHHSI

3¢ (HEKTUBHOCTH;

OpTaHHM30BBIBATH PA0OTY 1O yUETy, XpaHEHHUIO U TIepe/iavye B COOTBETCTBYIOIIEE
CTPYKTYpPHOE MOpa3IeJICHHE JOKYMEHTOB TEKYIIETO JICJIONMPOU3BOJICTBA;



MCIIOJIb30BaTh HOMEHKJIATYPY AN NPU U3YYEHUN CTPYKTYPBI
0011e00pa30BaATEIBHOTO YUPEXKIECHUS, COCTABICHUH OIUCEN JET;

OpraHu30BbIBATH PA0OTY MO (POPMUPOBAHUIO JEJI B COOTBETCTBUU C YTBEPKIECHHOM
HOMEHKJIATYpOH JIeJT IIKOJIbI;

IPaBUJILHO U CBOEBPEMEHHO (DOPMHUPOBATH JOKYMEHTHI B Jiejia C YIETOM HX
crienupuKy;
CHUCTEMAaTHU3MPOBATh JOKYMEHTBI BHYTPH JICIIa;

obecreunBaTh COXPaHHOCTD U 3aITUTY TOKYMEHTOB 00111€00pa30BaTeIbHOTO
YUPESIKICHUS;

I0JIb30BATHCS TIEPEYHSIMU JIOKYMEHTOB 1 aHAIM3UPOBATH (PaKTUICCKOE
COJIepKaHNEe UMEIOIIUXCS B JIeJie JIOKYMEHTOB ITPH ONIPEICIICHUHA CPOKOB UX
XpaHEHUS;

0oQOopMIIATH 0OJIOKKH JIEJ MOCTOSSHHOTO U BPEMEHHOTO CPOKOB XpaHEHUs B
COOTBETCTBUU C TPEOOBAHUSAMU T'OCYJaPCTBEHHBIX CTAHAAPTOB;

IPOU3BOIUTH CTPYKTYPHYIO CUCTEMATU3AIUIO JIET;

OCYUIECTBJISITh TEXHUUECKYIO 00pabOoTKy U MOJIHOE OPOPMIIEHHUE J1€7 TOCTOSIHHOTO
Y BPEMEHHOTO CPOKOB XPaHEHUS;

COCTABJIATH OIMUCH JACJ ITOCTOSAHHOI'O 1 BPpEMCHHOI'O CPOKOB XPaHCHUS B
COOTBECTCTBHHU C ,HCﬁCTBy}OHIHMH HOPMATUBHO-MCTOJUYCCKHUMHA JOKYMCHTaAMM.

1.9. CorpyaHUK TOKEH O3HAKOMUTBCA C TOKHOCTHOM MHCTPYKIUEH
JIEIIONPOU3BOAUTENS B COOTBETCTBUH € MPO(CTaHAAPTOM, MHCTPYKLKEH IO OXpaHe
TpyZAa ISl IeTONPOU3BOIUTEINS KO, 3HATh U COOII0aTh YCTAaHOBIICHHBIE
npaBuiia ¥ TpEOOBAHUS OXpaHbl TPY/Aa U MOKapHOH 0€30M1acCHOCTH, IPaBHUIIa
JMYHOM TMTHEHbI U TUTHEHBI TPyJla B 00111e00pa30BaTeIbHON OpraHU3aIiy.

1.10. lenonpou3BoAUTENh TOJKEH MPOUTH 00yUeHHE U UMETh HaBbIKU OKa3aHUs
IIEPBOM TOMOIIY IMOCTPAAABIINM, 3HATh MOPSAIOK AEUCTBUN PU BOSHUKHOBEHUU
[10Kapa WX UHOM YPE3BbIYalHOW CUTYallUU U DBAKyalluu B
00111e00pa30BaTEILHON OpraHU3aINH.

2. TpynoBbie pyHKuMH

K ocHOBHBIM (DVHKIIUSAM JIEJIOTIPOU3BOAUTEISI OTHOCITCS:

2.1. lokyMeHTaIlMOHHOE 00eCIIeueHHE ACATEILHOCTH 00111€00pa30BaTEIbHOTO
YUPEIKICHUS:

2.1.1. Opranu3zaius paboThl C JOKYMEHTaAMH.
2.1.2. Opranuzanus TeKyluero XxpaHeHus: JOKYMEHTOB.

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
PEKOMEHTALUSAMHU TTPOU3BOTUTEIIS JTHOO C MCIIOJIB30BAHUEM PACTBOPOB WJIH
cangeTok Ha CIUPTOBOM ocHOBe (He MeHee 70% crupra).

3.20. JIesonpon3BOIUTEIb B IIIKOJIE CTPOrO COOJII0/Ia€T CBOIO JOJDKHOCTHYIO
WHCTPYKITUIO, pa3paboTaHHyo 10 MpodCcTaHaapTy, TPOXOIUT EPUOTAUECKUAC
MEJIUIIMHCKHE OCMOTPHI.

3.21. Ctporo cobmonaeT KOH(pHUICHIINATEHOCTh IEPCOHATBHBIX JaHHBIX U
TpeOoBaHus Mo 3aumTe U 6ezonacHoctH [1/] mpu nx 06paboTke, HEAOMYIIEHUE X
pacnpocTpaneHus 6e3 cornacusi cyobexra [1J] nim Hanuuus Apyroro 3aKOHHOTO
OCHOBaHUSI.

4. IIpaBa

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

4.1. [lpyauMaTh yyacTre B yIpaBJIeHUH 00111e00pa30BaTEIbHbIM YUPEKICHUEM B
NOPSIJIKE, 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 mpo(hecCHOHATBEHBIX HHTEPECOB CAMOCTOSTEIHHO 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»Ke0HOT0) pacciaeoBaHus, UCKIII0Uas clydan
IPETyCMOTPEHHBIE 3aKOHOM.

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

5. OTBeTCTBeHHOCTH

5.1. 3a HEBBINIOJIHEHNE WU HAPYLIEHUE TAHHOW JOJDKHOCTHOM MHCTPYKIIUU
JEJONPOU3BOAUTENS B IKOJIE, Y cTaBa U [IpaBuir BHyTpeHHEro Tpya0BOIO
pacropska, 3aKOHHBIX PACHOPSLKEHUN JUPEKTOPA KOl U IPYTUX JOKAIBHO-
HOPMAaTUBHBIX aKTOB, a TAK)KE 3a IPUHATHE PELIECHUM, TOBJIEKIINX HAPYLICHUE
y4e0HO-BOCIUTATENIbHBIX OTHOIICHHM, 1€I0NPOU3BOIUTEND HECET
JVCHUIUIMHAPHYIO OTBETCTBEHHOCTD B MOPSAJKE, YCTAHOBIEHHOM Tpya0BbIM
3akoHoaarenscTBoM Pocculickoit Denepanum.

5.2. 3a npuMeHeHue, 1ake OJHOKPATHO, CIOCOO0B BOCHUTAHUS, BKIIOUAIOIIUX B
ce0s puznueckoe U (WJIK) MCUXOJIOTUUECKOE HACUIINE HaJl JIMYHOCThIO peOeHKa,
JIEJIOTPOU3BOIUTETH MOKET OCBOOOKIATHCS OT 3aHUMAEMOM JTOJKHOCTH COTJIACHO
TPYAOBOMY 3aKOHOAATENBCTBY Poccuiickont denepannu. Y BOJIbHEHUE 32 TAKOU
MOCTYIOK HE MPUHUMAETCSA 3a MEPY JTUCIUIUIMHAPHON OTBETCTBEHHOCTH.

5.3. Hecer nucuuminHapHyO0 OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTAIIUH,
HaXO/IAIIEHCs B KAOMHETE JETONPOU3BOIUTEIS.

5.4. IlpuBnekaeTcs K JUCHUITIMHAPHON OTBETCTBEHHOCTH 3a pa3rilallleHue
CirykeOHOM 1 KOH(pHUIeHIIMaTbHON nHbOpMaIi, HHPOPMAILIUK O TIEPCOHATBHBIX
JAHHBIX COTPYAHUKOB U 00yYaronuxcs 0011eo0pa3zoBaTeIbHOTO YUPEKIACHUS.

5.5. 3a HapylieHue npaBuIl MOXKapHOU 0€30MaCHOCTH, OXPaHbI TPyAd, CAHUTAPHO-
TUTHEHUYECKUX HOPM U MPABUII JEIONPOU3BOAUTENb MOKET MPUBIIEKATHCS K
aJIMUHUCTPATUBHOM OTBETCTBEHHOCTH B MOPSIIKE U B CIIy4asiX, yCTAHOBJICHHbBIX
aIMUHUCTPATUBHBIM 3aKOHOJATENILCTBOM Poccuiickoit deaepannu.

5.6. 3a 11000€ BUHOBHOE MPUYMHEHUE 00I€00Pa30BATEILHOMY YUPEKICHUIO UITU
y4acTHHUKaM 00pa30BaTEIbHBIX OTHOILICHUH yiiepOa (B TOM YKCIIe€ MOPAJIbHOIO) B
CBSI3U C BBINOJIHEHUEM (HEBBIMOJIHEHUEM) CBOUX MPSAMBIX JOJKHOCTHBIX
00513aHHOCTEH J1EeIT0NPOU3BOJUTEND IIKOJIBI HECET MAaTEPUAIbHYIO



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

6. BzaumooTHOoIIeHus1. CBSI3M 1O J0JKHOCTH
enonpouzsooumens wKovl:

6.1. Jlenonpon3BoAUTENh BRIMOIHIET paboTy COrTacHO TpaduKy, COCTABICHHOMY
¢ yuetoM 40-gacoBoii pabodeil HeJieNn, U YTBEPKICHHOMY TUPEKTOPOM
00111600pa30BaTEIHHOTO YUPEIKICHHUS.

6.2. [locTossHHO 0OMeHUBaeTCsl HHPOpMaIMel 0 BOIIPOCcaM, OTHOCSIIIMMCS K €T0
KOMITETCHIIUH, C AMUHUCTpAINEH, OyXrantepuei, neaarornaecCKuMu
pabOTHUKAMU U O0CTY)KUBAIOIITUM TIEPCOHATIOM IIKOJIBI, C POJIUTEISAMU JACTEH
(JIMIITaMM UX 3aMEHSIIOIIUMU).

6.3. [loydaer ot qupekTopa 00111e00pa30BaTEILHOTO YUPEKACHHS HH(POPMALIHIO
HOPMATHUBHO-TIPABOBOTO M OPTaHU3AIMOHHOTO XapaKTepa, 3HAKOMUTCS TIO
HOJIIKCH C HEOOXOIUMBIMU IOKyMEHTaMH.

6.4. BoBpems cooO11aeT IUPEKTOPY MIKOJIBI U €T0 3aMECTUTESIM 00 HH(pOpMalINH,
IIpUKa3ax, PACIOPSHKECHUSAX ¥ HHOW JOKYMEHTAITUH, IIOCTYITUBIICH 110
AJIEKTPOHHOM TOYTE.

6.5. Uudopmupyet qupexTtopa (IIpu OTCYTCTBUU — HHOE TOJKHOCTHOE JTUIIO0) O
(akTe BOZHUKHOBEHUS TPYMIOBLIX HHPEKIIMOHHBIX U HEMH(EKIIMOHHBIX
3a00seBaHui B 00111€00pa30BaTEIbHON OpraHU3allK, 3aMECTUTENS TUPEKTOPA 110
aIMUHHCTPATHUBHO-XO03SIICTBEHHON YacTh — 00 aBapuitHBIX CUTYyalHsiX B paboTe
CUCTEM 3JIEKTPOOCBEILEHUS, IEPCOHATILHOTO KOMITbIOTEpA U MHOM OPITEXHUKH,
OTOIUICHHUS U BOJIOIPOBO/IA.

6.6. Bo Bpems OTCYTCTBUS JICTOTPOU3BOIUTENS €0 003aHHOCTH BBITIOJTHSICT
COTPYIHHK, UMEIOIINN Bce Tpedyromuecs npodecCuoHalbHbIC 3HAHNS, YMEHUS U
HAaBBIKH, HA3HAYEHHBIA MPUKA30M JTUPEKTOPA WKOJIbL. JIaHHBIN COTPYIHUK
prUOOpETaeT COOTBETCTBYIONIUE TIPaBa M HECET MOJHYIO OTBETCTBEHHOCTH 32
KaueCTBEHHOE BBINOJHEHUE BO3JI0KEHHBIX Ha HETO 00SI3aHHOCTEH.

7. 3aKII0UYUTEIbHBIC MOJIOKEHUS

7.1. O3HaKOMJIEHUE JETOMPOU3BOAUTEIIS KOl C HACTOSIICH JOJKHOCTHOM
WHCTPYKIIMEH, pa3paboTaHHOM ¢ yuyeToM mpodcTaHiapTa, OCYIIECTBISIETCS MPU
npueme Ha padoTy (10 MOANKUCAHUS TPYAOBOIO JOTOBOPA).

7.2. OnMH 3K3eMILTSP TOHKHOCTHOM MHCTPYKIIMKM HAXOAMUTCS 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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