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I[O.]'DKHOCTHaH HHCTPYKIUA ACJIONMPOU3BOANTEIA

1. O01mme moJ10:KeHUSA
1.1. JlaHHas JOJKHOCTHASI MHCTPYKLMS AETONPOU3BOAUTENS B IIIKOJIE COCTABIICHA HA
ocHoge [Ipodcranmapra 07.002 «Cnenuanuct MO  OpPraHU3alMOHHOMY U
JTOKYMEHTAIIMOHHOMY OOECIEUCHHIO YIpPaBJICHUS OpraHu3aiuei», yTBEPKICHHOTO
npyKa3oM MuHucTepcTBa Tpyaa U conuainbHou 3amuThl Poccuiickon @enepannu Ne
3331 ot 15 urons 2020 r; ¢ yuerom DenepanpHoro 3akoHa «O06 oOpa3oBaHUM B
Poccniickoit @eneparuu» ot 01.12.2012r No273-D3 ¢ uzmeHeHusMHu oT 4 aBrycra
2023 roma; CII 2.4.3648-20 «CaHUTapHO-IMIUIEMUOIOTHYECKUE TPEOOBaHUS K
OpraHu3alMsiM BOCHUTAHUS M OOydYeHHs, OTIAbIXa U O3JI0POBIICHUS JIeTed U
MoJIofIe)kn»; corjacHo TpynoBomy Kopaekcy Poccuiickont denepanuu ¥ HWHBIM
HOPMATUBHBIMH aKTaMH, PErIAMEHTUPYIOUIUM TPYAOBbIE OTHOIICHUS MEXKIY
pPabOTHUKOM U pabOTOIATEIIEM.
1.2.  Hacrosmas 10KHOCTHAsT HHCTPYKLUMS — JIEJIONPOU3BOJAUTENST  IIKOJBI IO
npodcTaHIapTy yCTaHABIMBAeT  (YHKIMOHAIbHBIE  O0S3aHHOCTH, MpaBa U
OTBETCTBEHHOCTh  COTPYJHHMKA,  3aHUMAIONIEr0 B  0011e00pa3oBaTeIbHON
OpraHu3aluu JIOJHKHOCTH JCJIONPOU3BOIUTEIIS.
1.3. Ha g0/mKHOCTB JeI0MpPOU3BOAUTENS MOKET HA3HAYATHCS JIUIO:
uMerlIIee cpeaHee MpodecCuoHabHOE O00pa3oBaHME, MPOIISAIIEEe MPOTPAMMBI
MOATOTOBKY KBATH(UITUPOBAHHBIX PAO0OUHX, CITYKAIIHX;
COOTBETCTBYIOIIEE TPEOOBAHMSIM, KACAIOIIUMCS MPOXOXKICHUS TMPEABAPUTEIHHOTO
(mpu TOCTYyIUICHMH Ha paboTy) W MEPUOJAMYECKHX MEIUIIMHCKUX OCMOTPOB,
BHEOYEPEIHBIX MEAUIIMHCKUX OCMOTPOB IO HAMpaBlIEHUIO paboTomaTens,
PO ECCUOHAIEHON TUTUEHUYECKOW TMOATOTOBKA M aTTecTanuu (Mpu MpueMe Ha
paboty u gaiee He pexe 1 paza B 2 Toja), BaKI[MHAIIUY, a TAKKE UMEIOIIEEe TUIHYIO
MEIUIMHCKYI0O KHWXKKY C pe3yibTaTaMd MEIUIMHCKUX O00CleOBaHUN U
7a00paTOPHBIX ~ UCCIENOBAHUN, CBEACHUSIMU O TNPUBUBKAX, [EPEHECEHHBIX
MH(DEKITMOHHBIX 3a00JIEBAHUSX, O TPOXOXKIECHUU MPOPECCUOHATIBHON TMTHEHUYECKON
MOJITOTOBKHU U aTTECTALIMH C IOIYCKOM K paldoTe;



HE WUMEIOIIee OrpaHMYCHUN Ha 3aHATHE TPYAOBOM JAEITEIbHOCTBIO B cdepe
oOpa3oBaHusl, U3NOXKEHHBIX B cTaThe 351.1 «OrpanuueHusi Ha 3aHATHE TPYAOBOU
NEATEIbHOCTHIO B chepe oOpa3oBaHus, BOCIIUTAHMUS, pa3BUTHA
HECOBEPILICHHOJIETHNUX, OPraHU3allud UX OTAbIXa W O3J0POBJIEHHUS, MEIUIMHCKOTO
oOecrieueHus, COMaIbHOM 3alIUThl U COLUATLHOTO 00CTyKHBaHUs, B cepe IeTCKO-
IOHOILIECKOTO CHOPTa, KYJbTYPbl U MCKYCCTBa C YYaCTUEM HECOBEPIICHHOJETHUX
TpynoBoro konekca Poccurickon denepamnuu.

1.4. Jlenonpou3BOAUTENS] HAa3HAYaeT M OCBOOOXKIAET OT 3aHUMAEMOW JOJKHOCTH
IUPEKTOp 0O0IIe00pa3oBaTeIbHON OpraHu3alid B TOPSAIKE, YCTaHOBJICHHOM
TpynoseiM Kopexkcom Poccuiickon ®enepanum M TPYyAOBBIM  JOTOBOPOM
(KOHTpPaKTOM) ¢ paOOTHUKOM.

1.5. Jlenonpou3BOAUTENb OTHOCHUTCS K KATETOPUU TEXHUYECKUX MCIOJHUTEIECH H
HEIOCPEICTBEHHO MOIYMHAETCA TUPEKTOPY 001I€00pa30BATENBHOTO YUPEXKICHHUS.
1.6. [Ienonpou3BoaUTENb B IIKOJIE MPU BBITIOJIHEHUH JIOKHOCTHBIX 00s3aHHOCTEH
PYKOBOJICTBYETCS:

Koncrurynueit Poccutickoit ®denepanuu;

[Topsinkom opraHu3alMi M OCYIIECTBICHUS 00pa30BaTEIbHON JEATETLHOCTH TI0
OCHOBHBIM 00I11€00pa30BaTEIbHBIM MPOTPAMMaM - 00pa30BaTEIbHBIM MPOrpaMMaM
HA4aJbHOrO OOILEro, OCHOBHOTO OOHIET0 M CpeJHero oO0Iiero ooOpa3oBaHMUs,
yrBepxAeHHbIM [Ipukazom MunucrepcerBa npocsemienust PO ot 22 mapra 2021 r. Ne
115;

@enepanbHbIM  TOCYAApPCTBEHHBIM  00pa30BaTENbHBIM  CTaHJApPTaAMU  OOILEro
o0Opa3oBaHus;

CIT 2.4.3648-20 «CaHUTapHO-3MUJAEMHUOJIOTMYECKUE TPeOOBaHUS K OpraHU3alUsIM
BOCIIUTAHUS U OOYYEHMS], OTJbIXA U O3J0POBJICHUS IETEU U MOJIOACKI;
aIMUHUCTPATUBHBIM, TPYJAOBBIM U XO3SICTBEHHBIM 3aKOHOAATEIHLCTBOM Poccuiickoit
denepanuu;

MIOCTAHOBJICHUSIMU, PACHOPSKEHUAMH, TNPUKA3aMH W WHBIMH PYKOBOISIIUMU H
HOPMAaTUBHBIMH IOKYMEHTAMU, OTHOCSIIIUMHUCS K BEICHUIO JIETONPOU3BOCTRA;
CTaHAapTaMu YHUQPUIIMPOBAHHOM CHUCTEMBI OpPTraHU3AIMOHHO-PACTIOPSAIUTEIHLHOM
JOKYMEHTALINH;

npaBuiamMu opdorpadun u MyHKTyaIuu;

npaBujamMu pabOThl HA KOMITBIOTEPE U UHOW OPTTEXHHUKE;

paBWJaMM U HOPMaMH OXpaHbl TPyJa, IPOU3BOJCTBEHHON CaHUTAPUU U TOKAPHOM
0e30I1aCHOCTH;

VYcraBoM u IlpaBuiiaMu BHYTPEHHETO TPYAOBOIO pacnopsjika, JPYTrUMHU JIOKAJIbHO-
IPaBOBBIMH aKTaMu 0011€00pPa30BATENBLHOTO YUPEXKICHHUS;

JAHHOM JTOJPKHOCTHOM MHCTPYKUUEN U TPYJOBBIM JIOTOBOPOM (KOHTPAKTOM);
KounBeHniueil o mpaBax pedeHKa;

MHCTPYKIIMEHN N0 OXpaHe TpyJia sl AEI0NPOU3BOAUTENS IIIKOJIBI.

1.7. Ienonpon3BOaUTENb KOl 00513aH 3HATH CIICTYIOIICE:

l'ocynapctBennbii  crangapt Poccuiickot ®enepamuu  «/lenonpons3BocTBO U
apXMBHOE JIEJI0»;


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

HOPMATHBHBIC TMPAaBOBbIE aKThl W HOPMATHBHO-METOJAMYECKHE JOKYMEHTHI,
MOJIOKEHUS, HMHCTPYKIMHM M UWHBIE MaTepualbl W JIOKYMEHTHl 1O BEICHHUIO
JETOTIPOU3BOACTBA B IIKOJIE;

COBpPEMEHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUU PabOTHI C TOKYMEHTAMU;

HOPSIIOK pabOTHI C TOKYMEHTAMU;

CXEMBI JJOKYMEHTO000POTa;

npaBuiIa paboThl ¢ BXOASIIUMHE, UCXOAALUIMMU U BHYTPEHHUMH JJOKYMEHTAMHU;
npaBUjga OpraHu3and ©W  (HOpPMBI  KOHTPOJSL HCIIONHEHHS JOKYMEHTOB B
00111e00pa30BaTEILHOM YUPEKICHUY;

TUTIOBBIE CPOKU UCTIOIHEHUS IOKYMEHTOB;

MPUHLUIIBI pA0OTHI CO CPOKOBOM KapTOTEKOM;

HA3HAYCHUE U TEXHOJIOTHS TEKYIIEro U MPeIyNPeAUTEIIEHOTO KOHTPOJIS;

MpaBWJia COCTaBICHHUS AHATUTHUYECKUX CIPAaBOK IO OpraHU3aluu paboThl ¢
JOKYMEHTaMHU M KOHTPOJIIIO UCTIOTHEHUS IOKyMEHTOB;

MpaBuiIa JOKYMEHTAIIHOHHOTO O0ECIEYEeHHUs IeATEIIbHOCTH 0011e00pa3oBaTeIbHOIO
YUPEKIACHUS;

BUJIbI IOKYMEHTOB, NX Ha3HAYCHHE;

TpeOOBaHUs, MPEIbSBISEMbIE K TOKYMEHTaM B COOTBETCTBHHM C HOPMATHBHBIMH
aKTaMH U TOCYAapCTBEHHBIMH CTaHIapPTaMU;

npaBuUiIa  COCTABIICHUS u  odopmieHus MH(POPMALMOHHO-CIIPABOYHBIX,
OpPTaHU3aIMOHHBIX, YIIPABICHYSCKHUX JIOKYMEHTOB;

npaBUja CO3MaHUS W BeleHUs 0a3 JaHHBIX CIIY)KEOHBIX JIOKYMEHTOB B
00pa3oBaTeNbHON OpraHu3aluu;

CUCTEMBI DJIEKTPOHHOTO JTOKYMEHTO000POTa;

MpaBUJIa U CPOKHU OTHPABKH UCXOMSAIINX JOKYMEHTOB;

TpeOOBaHMSI OXPAHBI TPYAA U MOXKAPHOU OE€30MaCHOCTH Ha paboyeM MeCTe;
METOJMYECKHE PEKOMEHIAIMM TIO0 BBIMOJHEHHIO paboThl C JOKYMEHTaMHU B
00111e00pa30BaTEeNbHBIX YUPEKIACHUIX;

HOPSIOK KOHTPOJISI IPOXOXKACHUS CITYKEOHOM TOKYMEHTALUU ¥ MAaTePUAJIOB;
CTPYKTYpy 00111€00pa30BaTEILHOTO YUPEIKISHUS K COCTaB COTPYAHUKOB,;

BUJIBI HOMEHKJIATYP, 001Iue TpeOoBaHUs K HOMEHKIIATYpe, METOAMKA €€ COCTABJICHUS
1 0(OPMIICHUS;

nopsiiok popmupoBanus U opopmiIeHHS aed, creruprka GOpMUPOBAHUS OTACIBHBIX
KaTeropuu Aed;

NpaBwJia XpaHSHHsI JIEJT, B TOM YHUCJIE C TOKYMEHTaMH OTPaHUYCHHOTO JIOCTYTIA;
MpaBUJIa BBIIAYH U MCIIOJIb30BaHMSI JOKYMEHTOB U3 CPOPMHUPOBAHHBIX JICIT;
KPUTEPUH pa3JCNICHHUs] JOKYMCHTOB Ha TPYIIbI B COOTBETCTBUU C IIEHHOCTBIO
MH(OPMAIINH, COICPIKAIICHCS B HUX;

MOPSIIOK  CO3/IaHUs, OpTaHU3allMi H JIOKYMEHTHPOBAHHS pPabOThl AKCHEPTHON
KOMHCCHU;

IPaBUJIa COCTABIICHUS U YTBEPIKACHUS IIPOTOKOJIA pAOOTHI IKCIIEPTHON KOMHUCCHH;
NpaBUja COCTABICHHS W YTBEPXKICHHS aKTa O BBIACICHHH JOKYMEHTOB, HE
MOJIeXKAIUX XPAHCHUIO;

MpaBWJia TEXHUYECKOW OOpabOTKH U MOJHOTO OQOPMIICHHS el MOCTOSHHOTO U
BPEMEHHOTO CPOKOB XPaHEHUS;



IpaBuja COCTABJIEHUS OINKCH JENI TOCTOSHHOTO M BPEMEHHOI'O CPOKOB XPaHEHHs B
COOTBETCTBHUHM C JICUCTBYIOIIUMHA HOPMATUBHO-METOIMYECKUMH IOKYMEHTAMU;
npaBuIa Mepeavu J1ejd B apXuB 00111€00pa30BaTEILHOTO YUPEKICHUS;

npaBuia UCHoOJb3oBaHUsl TenedoHa, Qakca, Kcepokca, NpPHUHTEpa, CKaHEpa,
KOMITBIOTEPA;

npaBuia pabOThl C TEKCTOBBIMU PEJAKTOPAMH M 3JEKTPOHHBIMU TabiuiamMu, 0a3oi
JAHHBIX, JIEKTPOHHOM MOYTOM, UHTEPHET Opay3epamus;

TEXHOJIOTHIO CO3/1aHusl, 00pabOTKH, Iepeiadil U XpaHEHUs PA3IUYHBIX IOKYMEHTOB;
npaBuja J€JOBOM NEPENUCKH, COCTaBIEHHS W Habopa [EJOBBIX MHCEM C
MPUMEHEHHUEM THIOBBIX 00pa3IoB;

JIEJIOIPOU3BOACTBO U €T0 BEICHHE;

TpeOOBAHMSI TI0O COXPAHHOCTU CIYKEOHON WH(MOpPMAIUK, 3alUTE MEPCOHATIBHBIX
TaHHBIX;

OCHOBBI ATUKHU U ICTETUKU;

IpaBuJIa J€JI0BOr0 OOIICHMS;

HOPSAZOK OKa3aHMsI IEPBOM TOBpayeOHOM moMoIu;

MOPSIOK IEMCTBUH IIPHU MOYKAPE WIM UHOM YPE3BBIYAHHOW CUTYallH, 3BAKyal1H.

1.8. Jlenonpon3BoAUTENb LIKOIbI JOKEH YMETh!

paboTaTh CO BCEl COBOKYITHOCTbIO MH()OPMallMOHHO-IOKYMEHTAIIUOHHBIX PECYpCOB
00111e00pa30BaTENLHOTO YUPEKACHHUS:

MOJIb30BATHCS CIIPABOYHO-TIPABOBBIMHU CHCTEMAMMU;

M0JIb30BaThC AaBTOMATU3UPOBAHHBIMU CUCTEMAMHU y4Y€Ta, PETUCTPALlUU, KOHTPOJIS U
MH(})OPMAIMOHHO-CITPABOYHBIMU CUCTEMAMH MPHU padOTE C TOKYMEHTAMU LIKOJIbL;
MIPUMEHATH COBPEMEHHbIE MH(MOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU IS
paboThl C JOKYMEHTaMH, B TOM YHCIE€ Uil €€ ONTUMH3AUUU W TOBBIIICHUS
3 PeKTUBHOCTH;

OpraHM30BbIBaTh pabOTy MO YYETy, XpaHEHUI0 U IepeAaye B COOTBETCTBYIOIIEE
CTPYKTYPHOE MOAPA3ACIICHHE JOKYMEHTOB TEKYILETO JIEJIONPOU3BO/ICTBA;
UCII0JIb30BaTh HOMEHKJIATypy nen npu U3Yy4YEHUHN CTPYKTYpBI
00111e00pa30BaTENBLHOTO YUPEKICHHS, COCTABIICHUN OMHICEH J1eT;

OpraHMU30BbIBAaTh PabOTy MO (POPMHUPOBAHUIO JIEJI B COOTBETCTBUU C YTBEPKICHHON
HOMEHKJIATypOU 1€ IIKOJIBL;

MPaBWIBHO M CBOEBPEMEHHO (OPMHUPOBATH JOKYMEHTHI B Jela C Y4YeTOM uX
crieuu(puK;

CUCTEMATU3UPOBATH JOKYMEHTBI BHYTPH JI€NIa;

o0OecreuynBaTh COXPAaHHOCTb M 3alllUTy JOKYMEHTOB 00I1€00pa30BaTeIbHOIO
YUPEKIACHUS;

M0JI30BAThCSl IEPEUHSIMU IOKYMEHTOB U aHAJU3UPOBATh (PaKTUUECKOE COIEpKaHUE
UMEIOIIUXCS B JIeJie TOKYMEHTOB MPU ONPEIeIEHUU CPOKOB X XPAHECHHUS,;
oQopMIIATE OOJIOKKH i€ TOCTOSIHHOIO U BPEMEHHOTO CpPOKOB XpaHEHUs B
COOTBETCTBUH C TPEOOBAHUSIMU TOCYJaPCTBEHHBIX CTAaHAAPTOB;

IIPOU3BOANTH CTPYKTYPHYIO CUCTEMATHU3ALUIO JIET;

OCYIIECTBIISITh TEXHUUECKYI0 00pabOTKy U MOJTHOE 0(OpMIICHHE AeJl MOCTOSIHHOTO U
BPEMEHHOI'O CPOKOB XPaHEHUS;



COCTaBJISATh OMNUCHh JEJ IOCTOSHHOIO M BPEMEHHOTO CpPOKOB XpaHEHUA B
COOTBETCTBHHM C JICUCTBYIOIINMHU HOPMAaTUBHO-METOJUYECKUMU JOKYMEHTAMMU.

1.9. CorpynHUK JOJDKEH  O3HAKOMUTBCS C  JOJDKHOCTHOM — MHCTPYKLHEH
JIEJIONIPOU3BOAUTEINIS B COOTBETCTBUM € MPO(CTaHIAPTOM, MHCTPYKIIMEH MO OXpaHe
TpyJda HJisi JAEJONPOU3BOJAUTENS IIKOJbI, 3HATh W COOJIOJATh YCTAHOBJICHHBIC
npaBuiia U TpeOOBaHUSI OXpaHbl TPyAa U MOKAPHOU OE30MaCHOCTH, MPaBUJIA JIMYHOU
TUTHEHBbl U TUTUEHBI TPYyIa B 00111e00pa30BaTEIbHOM OpraHu3aluu.

1.10. lemonpon3BOAUTENb JTOJKEH NPOMTH OOyYye€HHWE M UMETh HaBBIKM OKa3aHUs
MEPBOM TMOMOIIM ITOCTPAJABIIMM, 3HATh MOPSJAOK JIEUCTBUM NMPU BO3HUKHOBEHUU
Mmo)kapa Wiu WHOW Ype3BBIUAWHON CHUTYallMH M dBaKyallud B 00IIeo0pa3oBaTeILHOM
OpraHu3alH.

2. TpynoBbie pyHKIMH
K ocHOBHBIM QYHKIIUAM JIETOTPOU3BOTUTENSI OTHOCSTCS:
2.1. JloxymeHTaunOHHOE OOEeCHeYeHHue MAESITEeIbHOCTH OO0IIe00pa30BaTEILHOTO
YUPEKICHHUS:
2.1.1. Opranuzanius paboThI C IOKYMEHTaMHU.
2.1.2. Opraau3zanus TEKyLUIEro XpaHEHUs JTOKYMEHTOB.
2.1.3. Opranuzaius 00paOOTKH A€ IS MOCIEAYIOIIET0 XPaHEHUSI.

3. 10/12KHOCTHBIE 00SI3AHHOCTH
Jlenonpou3BOAUTEIND B IIKOJIE OCYIIECTBIISIET BHIMOJIHEHUE 00A3aHHOCTEM:
3.1. B pamkax TpynoBoil PyHKIIMK OpraHU3aIMN paOOTHI ¢ JOKYMEHTaMHU:
MpHEM U TiepBUYHAs 00pab0OTKa BXOASIINX JTOKYMEHTOB;
MpeBapUTEeIbHOE PACCMOTPEHUE U COPTUPOBKA IOKYMEHTOB Ha PETUCTPUPYEMBIE U
HE PETUCTPUPYEMBIE;
HOJTOTOBKA BXOJSAIIMX JOKYMEHTOB JJIsl PACCMOTPEHUSI TUPEKTOPOM LIKOJIBI;
perucTpanus BXoAAIuX JOKYMEHTOB;
OpraHu3alys JT0CTaBKU JOKYMEHTOB UCIIOJIHUTENSIM;
BeJieHre 0a3bl IaHHBIX IOKYMEHTOB 00I1e00pa30BaTELHOTO YUPEKICHHUS;
BeJieHrEe MH(OPMAITMOHHO-CITPABOYHON PaOOTHI;
00paboTKa 1 OTIIPaBKa UCXOMSIINUX JOKYMEHTOB;
opraHm3anus paboOThl IO perucTpaluu, Yy4deTy, XpaHEHUI0 U T[epeaaye B
COOTBETCTBYIOIIME  CTPYKTYpHBIE  TOApA3eICHHUS  JOKYMEHTOB  TEKYIIEro
JIeJIONPOU3BOCTBA;
KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB B 00111€00pa30BaTeIbHOM YUPEKIACHHUH.
3.2. B pamkax TpyA0BOW (DYHKIIMM OPraHU3ALMU TEKYIIETO XpPaHEHUS JOKYMEHTOB:
pa3paboTka HOMEHKJIATYPBI JIeJ1 00111e00pa30BaTEILHOTO YUPEKICHHUS;
NpOBEpKa MPABUIHHOCTH OGOPMIICHHS] JOKYMEHTOB U OTMETKHA 00 WX HCIIOJIHEHUH
nepes ux (GoOpMUPOBAHUEM B JIEJIO AJIsl OCTEAYIOUIETO XpaHeHHUS,
(opMynupOBaHUE 3ar0JIOBKOB /1€ U OMPE/IEIIEHNE CPOKOB UX XPaHEHUS;
dbopmupoBaHue ae;
KOHTPOJIb TPAaBUJIBHOTO M CBOEBPEMEHHOTO paclpeiesieHuss U  IOAIIUBKH
JOKYMEHTOB B JieJIa.



3.3. B pamkax tpynoBo# (pyHKITMM OpraHU3anuy 0OpaObOTKH ACIT JJIsl TOCIEeIYIOMEro
XpaHEHHUS:

IpOBEpKa CPOKOB XPAaHEHHsS] JIOKYMEHTOB, COCTABJICHHE IMPOTOKOJa pPabOThI
HKCIIEPTHON KOMHUCCHH TIO TIOJITOTOBKE JIOKYMEHTOB K XPAHEHHIO, aKTa O BBIJICICHUU
K YHUYTOXXEHUIO TOKYMEHTOB, HE MOJUISKALIUX XPAaHEHUIO;

COCTaBJICHHE BHYTPEHHEN OMUCH JIeJ I 0CO00 IIEHHBIX JOKYMEHTOB LIKOJIbL;
oopMIIeHUE eI TOCTOSTHHOTO, JOJTOBPEMEHHOIO CPOKOB XPAHEHUS;

odopmiieHre 00JI0KKHU Aesl TOCTOSTHHOTO, J0JITOBPEMEHHOTO CPOKOB XpaHEHUS;
COCTABJICHHE OIUCH JEJI TOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHHS;
nepeaya Jiesl B apXuB 0011€00pa30BaTeIbHOTO YUPEKIACHUS.

3.4. OpraHu3oBBIBa€T BHEApPEHHE, BeJcHUE (B TOM YHCIIE aBTOMATU3MPOBAHHOE) U
pPa3BUTHE CUCTEM JOKYMEHTAILIUH, BKIIFOUAs DJICKTPOHHBIC JIOKYMEHTHI.

3.5. Bmecte ¢ agMUHUCTpaUMeEN MIKOJIbI MOATOTABIMBAET OTYETHBIC JOKYMEHTHI IS
BBIIIECTOSAIINX OPTaHU3AIUMN, TOTOBUT CIIyKEOHBIEC TMChMA, CITPaBKH.

3.6. Bemer mpuem MOCTyNamUIel Ha UMs JUPEKTOpPA IIKOJbI KOPPECIIOHICHIINU
(27IEKTPOHHOM TMOYTHI), PETUCTPUPYET €€ M BBIMOIHAET CUCTEMATU3AIMIO COTJIACHO
OPUHATOMY B  00II€0Opa30BaTEIbHOM  YUPEXKJIEHUU MOPSAAKY, IOCIEe €€
pacCMOTPEHHUSI JTUPEKTOPOM TEPEAAeT IO HA3HAYEHUIO HCIOJHUTEISAM IS
IIPUMEHEHUS B XOJI€ UX JEATEIIbBHOCTH WIIN IMOJTOTOBKU OTBETA.

3.7. Bener NOCTOSIHHBIN y4eT, KAPTOTEKY MPOXOKIEHUS JOKYMEHTOB, KOHTPOJIUPYET
WX UCIIOJHEHUE, BbIJIaeT TpeOyeMbIe CITPaBKU IO 3apETrUCTPUPOBAHHBIM JOKYMEHTaM.
3.8. BBINOJHSAET OTIIPAaBKY MCIOJIHEHHON KOPPECHOHAEHUMHU aapecaTraM, BEAET ydeT
MOJIy4aeMOM M OTHPABISIEMOM KOPPECTIOHACHIIMN, CUCTEMATU3UPYET U XPAHUT
JIOKYMEHTBI TEKYIIIETO apXUBa.

3.9. ®opmupyeT JUYHBIC JieJia YICHUKOB, 00yJarOUIUXCs B IIKOJIE.

3.10. OcyiiecTBiasieT yueT 00y4arouuxcs JbIOTHBIX KaTErOpHUH.

3.11. Beger kHUTM PUKA30B, Me€4YaTaAET MPUKA3bl IO OCHOBHOM AEATEIHLHOCTH, UHbBIC
npuKa3bl. 3HAKOMUT COTPYIHUKOB MIKOJIBI C TPUKA3aMH TOJ TOJIUCh B JI€Hb HX
U3/IaHMUS.

3.12. CornmacHO pacHopsDKEHHUSIM JUPEKTOpa IIKOJbl IedaTaeT U ohopMIIseT
TpeOyeMyI0 TOKYMEHTAIIUIO ISl BEJICHUSI Y4EeOHO-BOCIIUTATEILHON ACSITEIHHOCTH B
IIKOJIE, BBITIOJIHEHUS TOI0BOTO TIaHa.

3.13. Bemonnser paboTy mo CO3JaHHMIO CIIPABOYHOTO ammapaTra Mo JTOKyMEHTaM,
oOecreynBaeT ya00HbIN U OBICTPBIN HX MOKCK.

3.14. 3anumaetcs cOOPOM HEOOXOJIUMBIX MATEPHUAIOB JUISl MOJATOTOBKUA COBEIIAHUM
Pa0OTHUKOB IIIKOJIbI, OTIOBEIIEHUEM YYACTHUKOB O BPEMEHH, MECTE, TOBECTKE IHS
COBEIIAHUSI M X PETUCTpaIreH.

3.15. SBnserca cekperapeM aJAMUHUCTPATHUBHOTO COBEIIAHUS MPU JUPEKTOPE
00111€00pa30BaATENLHOTO YUPEKACHHUS.

3.16. B rpanunax cBoeill KOMIIETEHIIMH YYacTBYET B COCTAaBJIECHUU MPOTrPaMMBbI
pPa3BUTHS  JICJIONMPOU3BOJICTBA  0OIIEOO0PA30BATEIHPHOTO  YUPEKICHUSI, BHOCHUT
NPEJIOKEHUs] [0 BONPOCAM  yYCOBEPILIEHCTBOBAHMS  JIEJIONPOM3BOJICTBA
00111e00pa30BaTEIHLHOTO YUPEKICHUS.

3.17. OOGecneunBaeT 3amuUTy TpaB U CBOOOA JAETE, poauTeNel (3aKOHHBIX
MIPEACTaBUTENECH ) TIPH 00pabOTKE MePCOHABHBIX NaHHbBIX (nanee — [1]1).



3.18. IIpu ucmosnb30BaHNUU NEKTPOHHOTO 000PYAOBaHNUSA, B TOM YHUCIIE KJIABUATYPHI U
MBI, €XKETHEBHO JE3MH(UIUPYET HUX B COOTBETCTBUM C PEKOMEHIAIUIMU
POU3BOIUTENS JINOO C MCIOJIB30BAaHUEM PACTBOPOB MIIHM CalI(PETOK Ha CIIUPTOBOM
ocHoBe (He MeHee 70% crupra).

3.19. Jenomnpou3BOAMTENb B IIKOJE CTPOrO COOJIOAAET CBOIO JIOJDKHOCTHYIO
MHCTPYKLIMIO, pa3paboTaHHyl0 1O mnpodcTaHnapry, NPOXOIUT MEPUOTUUECKUE
MEIUITUTHCKHE OCMOTPBHI.

3.20. Crporo cobOmomaer KOH(MUICHIIMATLHOCTh IEPCOHATBHBIX JAaHHBIX W
TpeboBanus 1o 3amute U 0ezonacHoctu 1/l mpu ux o6paboTke, HEAOMYIIEHUE UX
pacnpocTtpaneHust 0e3 cormacusi cyobekta I[IJ] wnm mHamuuust Apyroro 3akKOHHOTO
OCHOBaHUSI.

4. IlpaBa
Jlenonpon3BOAUTEND MIKOIbl UMEET MOJHOE MPABO:
4.1. IlpuauMaTh y4yacTHe B YIPABJICHHH O00I1€00pa30BaTEIbHBIM YUPEKICHHEM B
NOPSIAKE, YCTAHOBJIEHHOM Y CTaBOM.
4.2. Ha paGouee MecTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUSIM OXPaHbl TPyAa U
MOKapHOI 0€30MaCHOCTH.
4.3. Ha 3amuty cBoeil npodecCOHaIbHON Y€CTH U IOCTOMHCTBA.
4.4. Ha nepenady JTOKyYMEHTOB JJI UCIIOJIHEHHS U HA TpeOOBaHUE OT MCIOJIHUTEICH
rpaMOTHOTO W  MPaBWIBHOTO  OdopMieHUS  TpeOyeMbIX  JOKYMEHTAJIbHBIX
MarepuasioB. 4.5. Ha 3ampammBanue OT aJIMMHUCTpAlMM IIKOJBI, IMOJYYECHHE H
MpUMEHEHUE HWH(POPMAIIMOHHBIX  MaTepHajoB, HOPMATUBHBIX U  IPaBOBBIX
JOKYMEHTOB, HEOOXOAUMBIX ISl BBIMOJIHEHUSI CBOMX JTOJKHOCTHBIX 00S13aHHOCTEM.
4.6. 3HaKOMHUTBCA CO BCEMHM HMEIOIIMMUCS MaTepUalaMu €ro JIMYHOTO Jea,
OT3bIBAMH O CBOEH paboTe, kajmobaMu U MHBIMH JOKYMEHTaMH, OTPa)KaIOIIKUMU
OIIEHKY €ro TpyJa, IPEeAOCTABIATh [0 HUM MOSCHEHUS.
4.7. Ha mopaiibHOE€ W MaTepuajbHOE MOOLIPEHNE, HA CBOEBPEMEHHYIO U B IMOJIHOM
o0beMe BBITIATY 3apa0O0THOM IJIaThl, a TAKKE Ha 3aIUTY COOCTBEHHBIX UHTEPECOB U
UHTEPECOB COTPYIHUKOB IIKOJIBI.
4.8. OtkazaTbCs OT BBITIOJHEHHS Pa0OT MPU BO3HUKHOBEHUHU YIPO3bl KU3HU U
3I0POBBIO BCIIEACTBUE HAPYIIEHUSI TPeOOBaHMUIA 110 OXPaHE TPY/a.
4.9. IIoCTOSIHHO TIOBBINIATH CBOIO MPOGECCHOHANTBHYIO KBATU(UKAITHIO.
4.10. Ha 3amuty cBoux MpodeCCUOHAIBHBIX WHTEPECOB CAMOCTOSATEIBHO W (WM
yepe3 3aKOHHOTO TpEJNCTaBUTENss, B TOM UWCIE aJBOKara), B cllydyae
JTUCIUIUITMHAPHOTO WM CIIY)EOHOTO pacciieloBaHus, CBA3aHHOTO ¢ HECOOII0IEHUEM
HOpM  npodeccruoHanbHOM  ATMKM. Ha  Hepasrnamenwe  JUCHUIIIMHAPHOTO
(cimy»e0GHoro0) pacciaeoBaHus, UCKII0Uas cliydau PeayCMOTPEHHbBIEC 3aKOHOM.
4.11. Ha Bcrymienue B npo¢coro3bl IS 3alllUThl CBOMX TPYAOBBIX IpaB, CBOOO U
3aKOHHBIX HWHTepecoB. Ha monydeHWe COIUMaIbHBIX TapaHTHUl W JIBIOT,
MPEyCMOTPEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoit denepann.

5. OTBeTCTBeHHOCTH
5.1. 3a HEBbINOJHEHUE WJIM HAPYIIEHUE JIaHHOW JOJIKHOCTHOM HHCTPYKIUU
NEJIONPOU3BOAUTENST B IKoJie, YctaBa U IIpaBui BHYTpPEHHEro TPYAOBOTO



pacropsiika, 3aKOHHBIX PACHOPSIKEHUN AUPEKTOpa IMIKOJBI M JAPYrUX JIOKAJIbHO-
HOPMAaTUBHBIX AKTOB, a TAaKXK€ 3a IPUHATHE PEIICHUM, TMOBICKIIUX HapYIICHHUE
y4eOHO-BOCIUTATENIbHBIX OTHOLIECHUH, JEIONPOU3BOAUTENb HECET TUCIUIUTMHAPHYIO
OTBETCTBEHHOCTh B MOPAJKE, YCTAHOBICHHOM TpynoBbIM 3aKOHOAATEIbCTBOM
Poccuiickon @enepanum.

5.2. 3a nmpuMeHeHHe, Jlaxe OJHOKPATHO, CIIOCOOOB BOCIUTaHHUSA, BKIIOYAIONIMX B
cebs1 ¢uznueckoe W (WIM) TICHXOJIOTHYECKOE HACWJIME HaJl JIMYHOCThIO peOeHKa,
JEJIOMPON3BOAUTENIH MOXKET OCBOOOXKAATHCA OT 3aHUMAeMOW JOHKHOCTH COTJIACHO
TPyAOBOMY 3aKoHOZaTenbCTBY Poccuiickonn @Penepanun. YBOJIBHEHHE 3a TaKOU
MOCTYNOK HE MPUHUMAETCA 33 MEPY NUCIUIIIMHAPHON OTBETCTBEHHOCTH.

5.3. Hecer nucnuMIuiMHapHyH0 OTBETCTBEHHOCTh 3a COXPAaHHOCTH JOKYMEHTAIWH,
Haxo/s1Ieics B KaOMHETe JIeTONPOU3BOIUTETIS.

5.4. llpuBnekaercda K JAUCUUIUIMHAPHOW OTBETCTBEHHOCTH 34 pa3rjallleHUuE
CIIyeOHOM W KOH(PUACHIHAIbHOW HHPOpMaluu, MHGOPMAIMK O TMEPCOHATBHBIX
JAHHBIX COTPYAHUKOB U O0OYYAIOIIMXCS 00111€00pa30BaTEIBLHOTO YUPEKICHUS.

5.5. 3a HapyllieHHe MpaBUIl MOKAPHONW OE30MaCHOCTH, OXPaHbl TPYy/Ad, CAHUTAPHO-
TUTUEHUYECKUX HOPM M TMPaBWI JEJIONPOU3BOAUTEIb MOXKET IPUBJIEKATHCS K
aIMUHHUCTPATUBHON OTBETCTBEHHOCTU B MOPSAJIKE U B Cly4asX, YCTaHOBJIEHHBIX
aJIMUHUCTPATUBHBIM 3aKOHOAATEILCTBOM Poccuiickon denepanuu.

5.6. 3a nm060e BUHOBHOE MPUYMHEHHUE 00111€00pa30BaTEIbHOMY YUPEKICHUIO HIIN
y4aCTHHUKaM 00pa30BaTeNIbHBIX OTHOIIEHUN yiiepOa (B TOM 4YHCIIE MOPAJIBHOTO) B
CBSI3U C  BBINOJIHEHUEM  (HEBBIMOJHEHUEM) CBOUX TPSMBIX  JOJKHOCTHBIX
00s13aHHOCTEM 1EJIONMPOU3BOIUTEIIb IIKOJIBI HECET MaTepUaIbHYI0 OTBETCTBEHHOCTD B
Mopsi;IKE W B TpeAenaxX, YCTAaHOBJIEHHBIX TPYAOBBIM U (WJIU) TpaxgaHCKUM
3aKOHOIAaTeNbCTBOM Poccuiickoit denepanum.

6. BzaumooTHomieHusi. CBSI3H 110 JOJIKHOCTH
Jleronpon3BOIUTENb MIKOJIBI:
6.1. Jlenonpou3BoauTeb BBIIOJHAET paboOTy COINIaCHO IpaduKy, COCTaBIEHHOMY C
yueroM  40-gacoBod  paOoueil HeAeNU, MW  YTBEPKACHHOMY JIUPEKTOPOM
00111e00pa30BaTENLHOTO YUPEKIACHHUS.
6.2. TlocTtosiHHO OOMeHHBaeTcs MH(OpMalMel MO BOMpPOcaM, OTHOCSIIUMCSA K €ro
KOMITETCHIINH, C aJIMHHHUCTpAIUCH, OyXranTepueil, neJarorndeCKuMu paboTHHKAMHU
U 00CIyXKMBAIOIIUM TEPCOHAIOM IIKOJbL, C POAUTENSIMU JleTed (IMIaMH uX
3aMEHSIOLUMHU ).
6.3. Tlomyyaer oT aupeKTopa 0011e00pa30BaTENBHOIO YUpExKACHUS HHGOPMALIUIO
HOPMATHUBHO-TIPABOBOTO M OPTaHU3AIMOHHOTO XapaKTepa, 3HAKOMUTCS MOJl MOJIUChH
C HEOOXOJIMMBIMHU JOKYMEHTAMH.
6.4. BoBpeMs cooOiaer JUPEKTOPY IIKOJIBI U €ro 3aMecTUTEeNsIM 00 MH(popMalinuy,
MPUKA3aX, PACHOPSLKEHUSIX U MHOM JTOKYMEHTAIUH, MTOCTYIIUBIICH IO 3JICKTPOHHOU
ouTe.
6.5. Uadopmupyet nupexropa (Ipu OTCYTCTBUU — HHOE JOJDKHOCTHOE JIUII0) O (hakTe
BO3HHKHOBEHHUS TPYIIOBBIX WH(PEKIMOHHBIX W HEMH(PEKIIMOHHBIX 3a00J€BaHUN B
001eo0pazoBaTenbHON OpraHu3aluu, 3aMECTUTEIIA TUPEKTOpa (mo
aJIMMHHACTPATUBHO-XO3SIICTBEHHON paboTe) — 00 aBapHiiHBIX CHUTyalUsiX B paboTe



CUCTEM DSJIEKTPOOCBEILCHUS, MEPCOHAIBHOTO KOMIIBIOTEpPA W HMHOM OPITEXHUKH,
OTOIUJICHUS ¥ BOJOIIPOBO/IA.

6.6. Bo BpeMsi OTCYTCTBUS JENONPOU3BOJUTENST €ro OOSI3aHHOCTH BBITIOJIHSET
COTPYIHMK, UMEIOIINI Bce Tpedyromuecs MpoPecCHOHANIbHBIE 3HAHUS, YMEHUS U
HABbIKM, HA3HAYEHHBIM TPHUKA30M JUPEKTOpa IIKOJbL. JIaHHBI COTPYIHUK
npuoOpeTaeT COOTBETCTBYIOIIME IIpaBa W HECET IOJHYI0 OTBETCTBEHHOCTh 3a
KaueCTBEHHOE BBITIOJIHEHHE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

7. 3aKJII04NTEIbHbIE M0JI0OKEHUSs
7.1. O3HaKOMIJICHHE JI€JIOMPOU3BOJUTENS IIKOJBl C HACTOAWEH JOJKHOCTHOM
MHCTPYKLMEH, pa3pabOTaHHON ¢ ydeToM mpodcTaHaapTa, OCYIIECTBISICTCS NpU
npueMe Ha padoTy (/10 TOAMUCAHUS TPYAOBOTO JOTOBOPA).
7.2. OmMH HK3eMIUISIp JOJDKHOCTHOW HMHCTPYKLMHM HaxoAWUTCAd y padoroparens,
BTOPOM — y COTPYIHHKA.
7.3. @akT O03HAKOMJICHUS [JEJIONPOU3BOJUTENSI C HACTOALIEH JOJDKHOCTHOM
UHCTPYKIMEN MOITBEPHKAAECTCS MOANUCHIO B AK3EMIUISPE TOJDKHOCTHOM MHCTPYKLIHH,
XpaHsuiemcs y paboToaTelns, a TakKe B dKypHajie 03HAKOMJICHHUS C JOJKHOCTHBIMU
UHCTPYKLUSAMU.
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