l[O.]I)KHOCTHaﬂ HHCTPYKIMA TE€JTOIMPOU3IBOAUTEIS INKOJbI

1. O0mue moJ10KeHus

1.1. [aHHAS 001MHCHOCMHASL UHCMPYKYUS OelOnpou3eooumesia 6 WKoje COCTaBlieHa Ha
ocHoBe [Ipopcranpapra  07.002 «ChnemmajucT N0  OPraHM3allMOHHOMY |
AOKYMEHTALIMOHHOMY oO0ecle4eHHI0 YNPaBJIEHUS] OpraHu3anmei», yTBEPKIACHHOTO
MpuKazoM MUHUCTEPCTBA TpyJa U colranbHoOM 3amuThl Poccuiickoii @enepannu Ne 333H ot
15 wmrons 2020 r; ¢ yuerom ®DenepanpHoro 3akona Ne273-®3 or 01.12.2012r «O06
obpazoBanuu B Poccutickoit ®enepannm» B pemakiuu oT 25 uronst 2022 roaa; CII 2.4.3648-
20 «CaHUTapHO-3MUAEMHUOJIOTUUECKIE TpPeOOBaHUSI K OpraHU3alysM BOCIHUTAHUA U
oOy4deHMsl, OTIbpIXa U O3J0POBJIEHUS JETEH M MoyoAeku»; corijacHo Tpyaosomy Kopekcy
Poccuiickoii ®@enepauuyu 1 UHBIM HOPMATHBHBIMU aKTaMU, PETIaMEHTHUPYIOLIUM TPYIOBbIE
OTHOLIEHUS MEXIY pabOTHUKOM u padboroaaresnem.
1.2.  Hacrosimas oonoxcnocmuas — uncmpykyus — 0el0onpousgooumens  WKOAbl — NO
npoghcmandapmy yCTaHABIUBACT (PYHKIIMOHAIBHBIE 00S3aHHOCTH, MPaBa U OTBETCTBEHHOCTH
COTPY/JHMKA, 3aHUMAIOIIET0O B  00Ie00pa3oBaTeIbHON  OpraHu3alud  JOJDKHOCTD
JEJIONTPOU3BOIUTETIS.
1.3. Ha 1o/mKHOCTD [1e0NPOU3BOANTEIS MOKET HA3HAYATHCS JIUIIO:

umMmeroliee cpeanee npodeccuoHanbHoe 00pa3oBaHue, MPOIIEIIIee MTPOrpaMMbl TIOJITOTOBKU

KBAJTM(UITUPOBAHHBIX pa0OYMX, CITyKAIUX;

COOTBETCTBYIOIIEE TPEeOOBAaHUSAM, KACAIOIIMMCS MPOXOXKIACHHUS MPEIBAPUTENBHOrO (IIpH

MOCTYIUIGHUU Ha paboTy) M MEPHOJMYECKUX MEIUIIUMHCKUX OCMOTPOB, BHEOUEPEIHBIX

MCIWIIMHCKAX  OCMOTPOB TI0  HaIpaBleHWIO paboromaTtens, mpodeccroHaIbLHON

TUTUEHUYECKON MOATOTOBKY U aTTecTaluu (Tipu nmpueMe Ha paboTy | aajee He pexke 1 pasza
B 2 TOJa), BaKIHMHAIMK, a TakKe HMEIolee JUYHYI0 MEIUIIMHCKYI0 KHIDKKY C
pe3ynbTaTaMu MEIUIIMHCKUX OO0CTIeTOBaHUN U JTaOOPATOPHBIX UCCIIEIOBAHUMN, CBEICHUSIMU
O TMpPHUBUBKAX, T[EPEHECCHHBIX WHQPEKIMOHHBIX 3a00JIEBaHUAX, O TMPOXOXKICHUU
npodeccuoHaIbHON TUTHEHUYECKOM MOATOTOBKH U aTTECTAIlUH C JOIYCKOM K padoTe;
HE MUMEIolee OTPAHUYCHHUI Ha 3aHSATHE TPYAOBOH AESITEIHHOCTHIO B chepe o0pa3oBaHus,
M3N0KEeHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHITHE TPYAOBOM AESITEILHOCTHIO B cepe
oOpa3oBaHUs, BOCIUTAHUSA, PA3BUTHS HECOBEPIICHHOJCTHUX, OPraHU3allid UX OTHAbIXa H
O37IOPOBJICHHSI, MEIUIIMHCKOTO OOECMEeYCHHs, COIMANIbHONW 3allUThl M COIUATHHOTO
oOcmyxuBaHus, B chepe NeTCKO-FOHOIIECKOTO CIOPTa, KYJIbTYpPhl U UCKYCCTBA C y4acTHEM
HECOBEPUICHHOJIETHUX» TpynoBoro kojaekca Poccuiickon denepanun.
1.4. lenonpou3BoAUTENST Ha3HAYaeT U OCBOOOXKAAET OT 3aHUMAEMOM JOJKHOCTH JAUPEKTOP
o01reo0Opa3oBaTeIbHOM OpraHu3alMyd B TOPSAIKE, ycTaHOBIEHHOM TpynoBbiM Koaexcom
Poccuiickoit  ®epepaud W TPYJOBBIM JIOTOBOPOM  (KOHTPAKTOM) C PaOOTHUKOM.
1.5. Jlenonpou3BOAUTENIb OTHOCUTCS K KATETOPUU TEXHUYECKUX UCITOJHUTENEH U HaXOAUTCS
B IIPSIMOM MOJTYMHEHUH Y AUPEKTOpa 00I1e00pa30BaTEIbHOTO YUPEKACHUS.



1.6. Jlenonpou3BOaUTENb B IIKOJE OPU  BBIIIOJHEHUH JOJHDKHOCTHBIX — 00S3aHHOCTEH

PYKOBOACTBYCTCA:

Koncturynueit Poccuiickoit @enepanmu;

[Topsiakom opraHu3alvy U OCYIIECTBICHHUS 00pa30BATENBHOMN AESATEIBHOCTH 110 OCHOBHBIM
o0mieo0pazoBaTeIbHBIM  [IpOrpaMMaM - 00pa3oBaTENbHBIM IPOrpaMMaM  Ha4yallbHOTO
00111ero, OCHOBHOTO OOIIEro U CpeHero oouiero oopazoBanusi, yreepxaeHHbIM [Iprkazom
MunucrepctBa npocseieHust PO ot 22 mapra 2021 r. Ne 115;

®denepalibHBIM rOCyAapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIAPTaMU O0IIero 0Opa3oBaHus;
CIT 2.43648-20 «CaHuTapHO-3MIUIAEMHUOIOTUYECKHE TpeOOBaHUs K OpraHU3alUiIM
BOCITUTAHUS U OOYYEHHUSI, OTAbIXA U 03I0POBICHUS ACTEH U MOJIOJICKI;
aJMUHUCTPATUBHBIM, TPYJIOBBIM M XO3AWCTBEHHBIM 3aKOHOJATEILCTBOM Poccuiickoii
®denepannu;

[IOCTAHOBJICHUSAMHM, PACHOPSDKEHUSMH, TPUKA3aMU M HUHBIMH  PYKOBOJSAUIMMHU U
HOPMATUBHBIMU JJOKYMEHTaMH, OTHOCSIIMMHUCS K BEJECHUIO JEJIONPOU3BO/ICTBA;
CTaHIapTaMd  YHU(DUIUPOBAHHON  CHUCTEMBI  OPraHMU3AIMOHHO-PACTIOPSIAUTEIBHON
JOKYMEHTALHH;

npaBuiamMu opdorpaduu U MyHKTYalHH,

npaBuIaMu pabOThl HA KOMIIBIOTEPE U HHOW OPTTEXHHUKE;

MpaBWJIaMHd U HOPMaMHU OXpaHbl TPyJa, MPOU3BOJCTBEHHOW CAHUTAPUU U TIOKAPHOU
0Ee30I1aCHOCTH;

Ycraom u IlpaBuiiaMu BHYTPEHHETO TPYAOBOTO paclopsiika, JIPYTUMHU JOKaJIbHO-
MIPABOBBIMU aKTaMH 0011e00pa30BaTEIHLHOTO YUPEIKICHHS,

JAHHOM TOJPKHOCTHOW MHCTPYKIMEH U TPYIOBBIM JIO0IrOBOPOM (KOHTPAKTOM);

KounBenuueit o npaBax peOeHKa;

MHCTPYKLIMEWN NO OXpaHe Tpyaa AN AeNI0NPpOn3BOAUTENS LLIKOMbI.

| 1.7. lenonpon3BOaUTENb MIKOJIBI 00s13aH 3HATH CJIEIYIOIIEE:

l'ocynapcteennbin cranmapr Poccuiickor denepannn «/lemonmpou3BoACTBO U apXHBHOE
b1 (S (O

HOPMATUBHBIC TPABOBBIE AKThl W HOPMATUBHO-METOJUYECKUE IOKYMEHTHI, IMOJIOKEHUS,
WHCTPYKIIMU ¥ UHbIE MaTE€PHUAJIbl U IOKYMEHTHI 110 BEACHUIO JIEIONPOU3BOCTBA B IIKOJIE;
COBpeMeHHbIC HHPOPMAITMOHHBIE TEXHOJIOTHU PAOOTHI C IOKYMEHTaMU;

MOPSIIOK PabOThI C TOKYMEHTAMU;

CXEMbI IOKyMEHTO000pOTa;

MpaBwiia pabOThI ¢ BXOISAIITUMHE, UCXOSIIAMU U BHYTPCHHUMH JOKYMCHTAMH,

mpaBuja  OpraHu3alMi ¥ (QOpPMBI  KOHTPOJII  HMCTIOJHEHUS  JIOKYMEHTOB B
00111e00pa30BaTEILHOM YUPEKACHUU;

TUTIOBBIE CPOKHU UCTIOTHEHHUS JOKYMEHTOB;

MPUHIUIBI pa0OTHI CO CPOKOBOU KapTOTEKOI;

HA3HAYCHHE U TEXHOJIOTHUS TEKYIIETO U MPEAyPEIUTEIIbHOTO KOHTPOJIS;

MpaBujia COCTABIICHUS AHAJIMTUYECKUX CIIPABOK 10 OpraHU3alUU padOThI C JOKYMEHTaAMH U
KOHTPOJIIO UCTIOJIHEHUS IOKYyMEHTOB;
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mpaBuia JOKYMEHTAI[MOHHOTO oOOecmeueHus JAesATeNbHOCTH 00I1e00pa3oBaTeIbHOTO
YUPEXKICHUS;

BUJIbI JOKYMEHTOB, UX Ha3HAYCHHCE,

TpeOOBaHWsI, MPEABSIBISIEMbIC K JOKYMEHTAM B COOTBETCTBHHM C HOPMATHUBHBIMU aKTaMH U
roCy/IapCTBEHHBIMU CTaHIapTaMU;

npaBuUiia COCTaBJIeHUsI U odopMiIeHUS WHPOPMAITMOHHO-CIIPABOYHBIX, OPraHU3AIMOHHBIX,
yIpaBICHUYECKUX JTOKYMEHTOB;

NpaBUiia CO3JaHUS U BeJCHHs 0a3 JaHHBIX CIIy>KEOHBIX JIOKYMEHTOB B 0Opa30BaTENIbHOI
OpTraHM3AIINH;

CUCTEMBI DJIEKTPOHHOTO JOKYMEHTO000POTa;

MpaBUJIa U CPOKHU OTIPABKU HCXOISANINX JOKYMEHTOB;

TpeOOBaHUS OXpPaHbI TPYAA U MOKAPHOM 0€30MaCHOCTH Ha paboyeM MecTe;

METOJIMYECKHE PEKOMEHJAlMU TI0  BBIIOJHEHHIO paboOThl €  JOKYMEHTaMH B
0011e00pa30BaTEIbHBIX YUPEXKICHUAX;

MOPSIOK KOHTPOJISI MPOXOKACHUS CITy>KeOHON JOKYMEHTAIIMH U MaTepUAJIOB;

CTPYKTYpY 00111€00pa30BaTeILHOTO YUPEKICHHS U COCTaB COTPYIHUKOB;

BUJIbI HOMEHKJIATYp, OOIIre TpeOoBaHUS K HOMEHKJIAType, METOJIMKA €€ COCTABIICHUS U
opopMIIeHUS;

nmopsaaok (opmupoBanus u opoOpMIICHHS fAen, crneruduka (HOPMHUPOBAHHS OTACITHHBIX
KaTeropuu Jei;

MpaBuJia XpaHEHUS JIEI, B TOM YHCIIE C TOKYMEHTAaMU OIPaHUYeHHOTO JI0CTYTIA;

MIpaBUJIa BBIJIAYH U UCTIOJIB30BAHUS IOKYMEHTOB U3 CHOPMUPOBAHHBIX JIET;

KPUTEpUU pa3/eTCHHs] JIOKyMEHTOB Ha TPYIIBl B COOTBETCTBUM C IICHHOCTBIO
uHbOpMaInK, COAEPIKAIIEHCS B HUX;

MOPSTIOK CO3/IaHMS, OpPTaHU3AIUN U JJOKYMEHTUPOBAHUS pa0OThI SKCIIEPTHON KOMHUCCHH;
MIPaBUJIa COCTABJICHUS U YTBEPKICHUS TIPOTOKOIA PaOOTHI AKCIIEPTHOW KOMHUCCHH;

MpaBUJIa COCTABJICHUS W YTBEPXKJICHUS aKTa O BBIICICHHH JOKYMEHTOB, HE TOJUICIKAIINX
XpaHEHUIO;

MpaBUia TEXHUYECKOW O0OpabOTKM U TOJHOTO OQOPMIICHHS JAEN TIOCTOSIHHOTO U
BPEMEHHOTO CPOKOB XPaHEHUS;

MpaBWJIa COCTABJICHUS OINUCH JIeJd IOCTOSHHOTO W BPEMEHHOI'O CpPOKOB XPAaHEHUS B
COOTBETCTBHH C JACHCTBYIOIIMMH HOPMAaTHBHO-METOIUICCKUMU IOKYMEHTAMU;

MIpaBuJIa TIEpeIayuu Jei B apXHUB 00IIe00pa30BaTEIILHOTO YUPEHKICHUS;

IpaBuJIa UCTIOIb30BaHMs TeinedoHa, Gakca, KCepokca, IPUHTEpa, CKaHepa, KOMITLIOTEPa,
mpaBuia palbOThl C TEKCTOBBIMH PEJAKTOpPaMHM U JJICKTPOHHBIMHU TabimuiaMu, 0a3o0it
JaHHBIX, YJIEKTPOHHOM MOYTOMN, UHTEPHET Opay3epamMu;

TEXHOJIOTHIO CO3IaHwMsI, 00pabOTKH, epeaaun U XpaHEeHUs Pa3INIHBIX IOKYMEHTOB;
MpaBUJia JIEJIOBOM TEPENUCKU, COCTABIEHUS W Habopa ACNOBBIX MUCEM C MPUMEHEHUEM
TUTIOBBIX 00Pa3IOB;

JIEIIOTIPOM3BOJICTBO M €T0 BEJICHHE,

TpeOOBaHMs IO COXPAHHOCTH CITY>KeOHOM MH(pOpMaInH, 3alUTe MEPCOHATBHBIX TaHHBIX;



OCHOBBI 3TUKH U ICTETUKH;
MpaBuiIa JIeJ0BOT0 OOIIECHHUS,
MOPSIOK OKa3aHUs IMEPBOU TOBPAYCOHOM MOMOIIIH;
MOPSAIOK AEHCTBUH IIPU MOXKAPE WIM UHOM YPE3BBIYANHOM CUTYAlLIUH, IBAKYALIUH.
1.8. [denonpon3BoANTEIb KOl IOHKEH YMETh:
paboTaThb €O BCEll COBOKYMHOCTbIO HH(POPMAIMOHHO-IOKYMEHTALMOHHBIX PECYPCOB
00111e00pa30BaTENBHOTO YUPEKICHUS:
I10JIb30BATHCS CIIPABOYHO-IIPABOBBIMU CUCTEMAMMU;

[I0JIb30BAaThCSl  ABTOMATU3UPOBAHHBIMU CHCTEMaMHU Y4€Ta, PErucTpaluu, KOHTPOJIS U

MH(POPMALMOHHO-CIIPABOYHBIMH CUCTEMAMHU IIPH padbOTE C JOKYMEHTaMH LLIKOJIbI;

MPUMEHSTH COBPEMEHHbIE HHPOPMAIIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTUH JIJIsI paOOThI

C IOKyMEHTaMH, B TOM YHCJIE JUIsl €€ ONTUMU3ALNHU U MOBBIILIEHUS 3PPEKTUBHOCTH;

OpPraHM30BbIBaTh pabOTy IO Y4YeTy, XPAaHEHUI0O U [epeAade B COOTBETCTBYIOLIEE

CTPYKTYPHOE IOJIpa3eiIeHUE TOKYMEHTOB TEKYILETO JEI0NPOU3BOJICTBA;

UCIIONIb30BaTh HOMEHKJIATYpPY eI TNpU HM3YYEHHH CTPYKTYphl 0OIIe00pa30BaTEIbHOTO

YUPEXKIEHUS, COCTABICHUH OIUCEN JIeT;

OpraHMU30BbIBaTh paboTy MO (OPMHPOBAHMIO JI€1 B COOTBETCTBUU C YTBEPHKACHHOM

HOMEHKJIATypO JIeN IIKOJIbI;

MIPABUJIBHO U CBOEBPEMEHHO (POPMHUPOBATH TOKYMEHTHI B JIeJIa C YUYETOM UX CHIEHU(PUKH;

CUCTEMAaTU3UPOBATh JOKYMEHThI BHYTpH J€Na;

obecreunBaTh COXPAaHHOCTb U 3aIIUTY JOKYMEHTOB 0011e00pa30BaTEIbHOTO YUPEKIACHNUS;

MOJIb30BAThCSl TMEPEYHSMU JOKYMEHTOB M aHAIM3HPOBATh (DAKTUYECKOE COJNIEp’KaHUe

MMEIOIINXCS B JIeJIe JOKYMEHTOB IPU ONPEJEICHUH CPOKOB UX XPAaHEHNUS,

0(opMIATH 0OJI0KKH €T TOCTOSHHOTO U BPEMEHHOTO CPOKOB XPAHEHHUSI B COOTBETCTBUU C

TpeOOBaHUSIMH FOCYJaPCTBEHHBIX CTAHAAPTOB;

MIPOU3BOJUTH CTPYKTYPHYIO CUCTEMATU3aLUIO JEIT;

OCYIIECTBIISATh TEXHUUYECKYIO O00pabOTKy W ToJHOE OQOpMIICHHE JAENl TMOCTOSHHOTO H

BPEMEHHOI'O CPOKOB XPaHEHMS;

COCTaBJIATh ONHUCH JE€JI TIOCTOSIHHOIO M BPEMEHHOIO CPOKOB XPAHEHHUS B COOTBETCTBHHU C

JNEHCTBYIOUIMMU HOPMAaTUBHO-METOIMYECKUMHU JOKYMEHTaAMHU.
1.9. CoTpyaHUK HOJIKEH 03HAKOMUTHCS € JIOJKHOCTHOW MHCTPYKUMEH IEIIONTPOU3BOINUTEIIS B
COOTBETCTBHH € IMPO(CTaHAAPTOM, UHCTPYKIMEN IO OXpaHe TpyAa i JeIONPOU3BOAUTENS
IIKOJIBI, 3HAaTh M COOJIIO/AaTh YCTAHOBJIGHHBbIE TpaBUja U TpeOOBaHUS OXpaHbl Tpylda U
MOKapHOW  O€30MacHOCTH, TpaBWia JIMYHOM THUTHEHBI W TUTHEHBI Tpyla B
o0nieo0pazoBaTenbHON OpraHM3allHH.
1.10. [denonpou3BOAUTENb JOJKEH MPONUTH OO0yueHHEe M MMETh HaBBIKM OKa3aHMs MEepBOM
MTOMOUIY MOCTPAJAABIINM, 3HATh MOPSIOK JCUCTBUI NMPU BO3ZHUKHOBEHHUM IOXKapa WM WHOU
Ype3BbIYAHON CUTYAllUU U HBaKyalllud B 00111€00pa30BaTeIbHON OpraHu3aluu.

2. TpynoBbie pyHKIUM



| K OCHOBHBIM bVHKIHSIM JEJIOOPOU3BOANTEIIS OTHOCSITCH:
2.1. JlokyMeHTaImoOHHOE 0OecTeYeHUE EATeIbHOCTH 00Ie00pa30BaTeILHOTO YUPEKIACHUS:
2.1.1. Opranuzanus paboThI c JIOKYMEHTAMH.
2.1.2. Opranuzanus TEKYLIEro XpaHEHUSA JOKYMEHTOB.
2.1.3. Opranusanus 00pabOTKH e s MTOCIETYIOIIET0 XpaHeHNI.
3. 10/12KHOCTHBIE 00S13AHHOCTH

Jlenonpon3BoIUTEID B IIIKOJIE OCVYIIECTBIISIET BBEIIOJIHEHUE 00s13aHHOCTEN:

3.1. B pamkax TpyoBo¥ OVHKIIMA OPraHu3allii Pa00ThI C JIOKYMEHTAMU:
e IIpUEM U NEepBUYHAS 00PA0OTKA BXOASAIIUX TOKYMEHTOB;
e IMPEJIBAPUTEIILHOE PACCMOTPEHUE M COPTHUPOBKA JOKYMEHTOB Ha PErUCTPUPYEMbIC U HE
PETUCTPUPYEMBIE;
e TMOJATrOTOBKA BXOJAIIMX JIOKYMEHTOB JJISI PACCMOTPEHHUS JUPEKTOPOM IIIKOJIbI;
e pErucTpanus BXOASIIUX JOKYMEHTOB;

e OpraHu3anys JOCTABKU JOKYMCHTOB MCIIOJTHHUTEIISIM,
o BeJeHUE 0a3bl JAaHHBIX JOKYMEHTOB 00111€00pa30BaTeIbHOTO YUPESKICHHUS,
e BeJcHUE MHPOPMAIIMOHHO-CIPABOYHOMU PabOTHI;
o 00paboTKa M OTHpPaBKa UCXOAIINX JTOKYMEHTOB;
o oOpranuzanus pabOThl MO PETUCTPAINH, YUETY, XPAHEHHUIO U Mepeaaue B COOTBETCTBYIOIIHE
CTPYKTYpPHBIC ITOAPA3ICICHHUS JOKYMEHTOB TEKYIIETO JCIOIPONU3BOJICTBA;
e KOHTPOJb UCIIOJHEHHUS JOKYMEHTOB B 00II€00pa30BaTEIIbHOM YUPEKACHUM.
| 3.2. B pamkax Tpyi0Boii (hYHKIIMH OPTraHU3aIMH TEKYIIEro XPaHCHHS IOKYMEHTOB:
e pa3paboTka HOMEHKJIATYPHI IeT 00IIe00pa30BaTEIHHOTO YUPEIKICHHUS;
e TIPOBEpKa MPABWIBHOCTH OGOPMIICHHUS TOKYMEHTOB U OTMETKH 00 WX HCIIOJHEHUU Iepe
X (GOPMUPOBAHUEM B JICIIO JIJISl TTOCIICYIOIIETO XPAaHEHUS;
e (OpMYITUPOBAHHE 3aTOJIOBKOB JICJ M ONIPEACIICHUE CPOKOB MX XPaHEHUS;
o (dopMHpOBaHUE JCIT;
e KOHTPOJIb MPABWILHOTO W CBOECBPEMEHHOTO PACIPEACICHUS M TOIIINBKH JTOKYMCHTOB B
nena.
3.3. B pamkax TpyaoBo¥ (VHKIIMK OpraHu3amii oO0paOdOTKH Jea Ul HOCJIEIYIOIIETO
XPaHCHHUS:
e TIPOBEpKA CPOKOB XPAHCHHs JOKYMEHTOB, COCTABJICHHE IPOTOKOJA PabOThI IKCIIEPTHOM
KOMHCCHH TI0 MTOATOTOBKE JOKYMEHTOB K XPAaHCHHIO, aKTa O BBIJICICHUU K YHHUYTOKCHUIO

JOKYMEHTOB, HE MOUICKAIINX XPAHEHUIO;

e COCTaBJICHHE BHYTPEHHEH OmMucH Aei i1 0c000 EHHBIX JOKYMEHTOB IIKOJIbI;

o oQopMIIEHHUE T TTOCTOSHHOTO, TOJITOBPEMEHHOTO CPOKOB XPaHEHUS;

o odopMIeHHE 00T0XKKH JEN MOCTOSIHHOTO, TOJTOBPEMEHHOTO CPOKOB XpaHEHHUS;

e COCTaBJICHHE OIKCH JIeJl TOCTOSTHHOTO, JOJITOBPEMEHHOI'O CPOKOB XPaHEHUS;

e TIEpEnava JeNl B apXUB 00I€00pa30BaTEILHOTO YUPEKIACHHUS.
3.4. Opranu3oBbIBaeT BHEAPEHKE, BEJICHNE (B TOM UYMCJIE aBTOMATU3UPOBAHHOE) U Pa3BUTHE
CUCTEM JOKYMEHTALIHH, BKJIIOYas AIIEKTPOHHBIE JIOKYMEHTHI.
3.5. BMecte ¢ agMUHHCTPALMEN IIKOJbI IOJArOTABIMBAECT OTYETHBIE JOKYMEHTBI JUIS



BBITIIECTOSIIUX OpraHu3allni, TOTOBUT CITy)eOHbIC MMChMa, CIIPABKH.
3.6. Bexmer mpueM mocTymammield Ha WM JAPEKTOpa IMKOJbI  KOPPECHOHACHITUN
(?JIGKTPOHHOM TIOYTHI), PETUCTPUPYET €€ U BBHIMIOJHAET CHCTEMATH3alUI0 COTJIACHO
MPUHATOMY B 0O0II€00pa30BaTEIbHOM YUPEXKICHUU TMOPSAKY, TMOCIE €€ pPacCMOTPEHUs
JTUPEKTOPOM TepeAaeT IO HA3HAYEHUIO HCIOJHUTEISAM [UIi TMPUMEHEHHS B X0l HX
JESTEIBHOCTH WITH MOJITOTOBKHU OTBeTA.
3.7. Bener MOCTOSIHHBIA YYET, KapTOTEKYy MPOXOXKACHHUS IOKYMEHTOB, KOHTPOJHMPYET HX
UCTIOJIHEHHE, BBIJaeT TpeOyemble CIOpaBKU IO 3apEeTUCTPUPOBAHHBIM  JIOKyMEHTaM.
3.8. BrpImosHSIET OTHpaBKy WCIOJIHEHHON KOPPECTIOHJCHIIMKM aapecaTaM, BEIST Y4eT
MOJTy4aeMOM M OTIIPABISIEMOM KOPPECTIOHICHIINK, CHCTEMAaTU3UPYET M XPAHUT JOKYMEHTHI
TEKYIIeTO apXxuBa.
3.9. 3aanmaetcs opopmMIeHHEM TPYIOBBIX JOTOBOPOB W JIMYHBIX JEN, YCTPAWBAIOIIUXCS Ha
paboTy COTPYIHUKOB, 0OpabaThiBaeT W OQOPMIISET Mepenady JHYHBIX JET COTPYJIHUKOB B

apXuB.
3.10.  ®opmMupyer = JMYHBIE ~ Jela  YYCHHMKOB,  OOy4alommxcs B MIKOJIE.
3.11. OcymectBusier y4er oOyyarouuxcs JIbIOTHBIX KaTeropui.

3.12. Benmer KHUTM NpPHKA30B, ME€YaTaeT NPHUKa3bl MO OCHOBHOW JEATEIBbHOCTH, WHBIE
MPUKa3bl. 3HAKOMUT COTPYAHUKOB LIKOJBI C MPUKA3aMU TOJ MOAMUCH B JE€Hb MX H3JaHUS.
3.13. CornacHo pacmopssKeHUSM OUPEKTOpa IIKOJBI MedaTtaeT u opopMisieT TpeOyemyto
JOKYMEHTAIIMIO 711 BEACHHS Y4EOHO-BOCITUTATEIILHON JESITEIHOCTH B IITKOJIE, BBITIOJHEHUS

roJI0BOTO IUIaHA.
3.14. Bemonnger pa0oTy 0O CO3JaHUIO CIPABOYHOrO ammapara I0 JIOKyMEHTaM,
oOecrieunBaer yAOOHBIH U OBICTPBIN 170:¢ ITOUCK.

3.15. 3anumaercs cOOpOM HEOOXOAMMBIX MAaTEpUaNiOB JJsi TOJTOTOBKM COBEIAHUMN
pabOTHUKOB IIKOJIbI, OIOBEIIEHUEM YYAaCTHUKOB O BpEMEHH, MECTe, IOBECTKE JIHs
COBEILIAHUS u ux perucrpanmen.
3.16. SBugercs  cekpeTrapeM  aAMUHUCTPATUBHOIO  COBEIIAHUS TPU  JUPEKTOpE
0011e00pazoBaTEIbHOTO YUpEeXKICHUSI.
3.17. B rpanunax cBoell KOMIETEHLIHH YYacCTBYET B COCTABJICHUM IPOTrpaMMbl Pa3BUTHUS
JETIONIPOU3BO/ICTBA  00IIE00pA30BATENBHOTO  YUPEKJICHUS, BHOCUT NPEUIOKEHHUS IO
BOIIPOCaM yCOBEPIIEHCTBOBAHUS JIEIONPOU3BOCTBA 001E00PAa30BATEIBHOIO YUPEKACHNUS.
3.18. OGecneunBaeT 3alIMTy MpaB U CBOOOJ eTel, poAUTeNel (3aKOHHBIX MPEACTABUTEINIECH)
npu o0paboTke MEePCOHATBHBIX JAHHBIX (mamee — I1]1).
3.19. IIpu ucnonb30BaHUN IEKTPOHHOTO 000PYOBAHUSA, B TOM YHCIE KJIaBUATYPhl U MBIIIIH,
€XKETHEBHO Je3MH(UIUPYET UX B COOTBETCTBUU C PEKOMEHAALMSIMU MPOU3BOAUTENS JTMOO C
WCIIOJIb30BAaHUEM PACTBOPOB WU Cal(EeTOK Ha CUPTOBOU ocHOBe (He meHee 70% crmupTa).
3.20. lenonpou3BOAUTEL B LIKOJE CTPOTO COOJIIOAAET CBOIO JOKHOCTHYIO MHCTPYKIIMIO,
pa3paboTaHHyI0 O MPOPCTAHAAPTY, MPOXOAUT NEPUOJUUYECKUE MEAUIIMHCKUE OCMOTPBHI.
3.21. Ctporo cobmonaeT KOH(PUIECHIUATbHOCTh MEPCOHATBHBIX JaHHBIX U TPeOOBaHUA IO
3amure U OezonacHoct [IJ[ mpu ux oOpaboOTKe, HENOMYIIEHUE UX PaCHpOCTpaHEHHs Oe3
cornacusi cyowbekTa [1/] mim Hanmu4ust Ipyroro 3aKOHHOTO OCHOBAHUS.



4. IlpaBa

HenonpousBoaurennb [LIKOJIbI HMeeT IMOJTHOE paBo:
4.1. IlpuHuMaTth yyacTue B yIpaBiieHHH oOlIeo0pa3oBaTeIbHbIM YyUPEXKICHUEM B MOPSIKE,
YCTaHOBJIEHHOM YcraBoM.
4.2. Ha paboyee MecTO, KOTOpPOE COOTBETCTBYET BCEM TpPEOOBAHMSIM OXpaHbl Tpyla u
MOXKapHOM 0€30MacHOCTH.
4.3. Ha 3aIIUTy CBOEM npodeccCuOHaATbHON YECTH U JOCTOUHCTBA.

4.4. Ha nepenauy IOOKYMEHTOB MJIsi WCIIOJIHEHUS W Ha TpeOOBaHUE OT HCIOJHUTENEH
IrPaMOTHOTO M TMPABWIBHOTO OQOpMIICHUSI TpeOyeMbIX JOKYMEHTAJIbHBIX MAaTepUasoB.
4.5. Ha 3anpammBaHue OT aJAMHHHCTPAlMM IIKOJbI, IIOJy4eHHWE U NPUMEHEHHE
MH(OPMAITMOHHBIX MAaTEPHAJIOB, HOPMATHUBHBIX U MPABOBBIX JOKYMEHTOB, HEOOXOIUMBIX IS
BBITIOJIHEHUS CBOUX JOJIKHOCTHBIX 00s13aHHOCTEH.
4.6. 3HaKOMUTBHCS CO BCEMHM UMEIOIIMMUCA MaTepualaMy €ro JMYHOrO Jeia, OT3bIBAMH O
cBOEH paboTe, kano0aMyW W WHBIMH JIOKYMEHTaMH, OTPaKarOIIMMH OILIEHKY €ero Tpyna,
MIPEI0CTABIISATh o HUM MOSICHEHUSI.
4.7. Ha MopanpHOE M MaTepHallbHOE MOOIIPEHHE, Ha CBOCBPEMEHHYIO U B IOJHOM O00BeMe
BBITNIATy 3apabOTHON IJIaThl, a TaKXKe Ha 3allUTy COOCTBEHHBIX WHTEPECOB U HHTEPECOB
COTPYIHUKOB IIKOJIBI.
4.8. OTka3atbCsi OT BBINOJIHEHHUS PaOOT MPU BO3ZHUKHOBEHUU YIPO3bl KU3HH U 3I0POBHIO
BCIIEZICTBUE HapyILIECHUs TpeboBaHUM 1o oXpaHe Tpy/a.
4.9. [TocTostHHO MOBBIIIATH CBOIO npodeccruoHaIbHy 0 KBTU(DUKAITHIO.
4.10. Ha 3ammty cBoux mpo(hecCHOHAIBHBIX WHTEPECOB CAMOCTOATEIHHO W (WU Yepe3
3aKOHHOTO TPEJICTAaBUTENS, B TOM YMCIE aJIBOKaTa), B Cily4yae IUCUUIUIMHAPHOIO WU
CIIy’ke0OHOTO pacclieZIOBaHus, CBSI3aHHOTO C HECOOIOJIEHHEM HOPM TpOodeCcCHOHATBHON
stukd. Ha HepasrnamieHne IUCHUIUIMHAPHOTO (CIIy’KEOHOIr0) pacciieOBaHUs, HCKIoYas
ciy4yau PEeTyCMOTPEHHBIE 3aKOHOM.
4.11. Ha BcTytuieHrne B TpoCOrO3bI AJIs 3aIIUTHl CBOUX TPYIOBBIX MPaB, CBOOO U 3aKOHHBIX
uHTEepecoB. Ha monydeHne CONMANbHBIX TapaHTUA W JBIOT, TIPEIyCMOTPEHHBIX
3akoHoIarenbCTBOM Poccuniickon denepanun.

5. OTBeTCTBEHHOCTD

5.1. 3a HEBBINOJIHEHWE WM HAPYLIEHWE JAHHOM  JOJDKHOCTHOW  MHCTPYKLMH
JEeONPOU3BOANUTENST B IKoJe, YcTaBa W I[IpaBun BHYTpeHHEro TpPyAOBOTO pacrlopsjika,
3aKOHHBIX PACHOPSKEHUN TUPEKTOpa IIKOJbl M APYrUX JIOKaJTbHO-HOPMATHUBHBIX aKTOB, a
TaKK€ 3a TMPUHATUE PEIICHUM, TMOBIEKIINX HApyIIeHHEe Yy4eOHO-BOCIUTATEIbHbIX
OTHOUICHUH, JEIONPOU3BOAUTENIb HECET AUCIUIUIMHAPHYIO OTBETCTBEHHOCTb B MOPSIKE,
YCTaHOBJIEHHOM TpynoBbM 3aKOHOAATENBCTBOM Poccniickoi denepanuu.
5.2. 3a mpumeHeHue, Nake OJHOKPATHO, CIOCOOOB BOCIUTAHHWSA, BKJIIOYAIONIUX B CeOS
¢usmueckoe W (WIM) TICUXOJOTMYECKOE  HACHUIWE HaJl  JUYHOCTbIO  peOeHKa,
JeONPOU3BOIUTENb MOXET OCBOOOXKIAThCS OT 3aHMMAaeMOM JIOJDKHOCTU  COTJIACHO
TPYZAOBOMY 3aKOHOJaTeNbCcTBY Poccuiickoint denepanuu. YBOJIBHEHUE 32 TAKOW MOCTYIIOK HE



MPUHUMAETCS 3a Mepy OUCHUTLTMHAPHOM OTBETCTBEHHOCTH.
5.3. Hecer AUCUMITMHAPHYIO OTBETCTBEHHOCTh 32 COXPaHHOCTb JIOKYMEHTAIUH,
HAXOJISIIEHCS B KaOuHeTe JEOMPOU3BOAUTEIIS.
5.4. IlpuBnekaeTcss K JUCHUIUIMHAPHONW OTBETCTBEHHOCTH 3a pa3riallieHHE CIIy)KEOHOH u
KOHUACHIMANbHON HH(pOpMaLKY, HH(OOPMALIUK O MEPCOHATIbHBIX AAHHBIX COTPYAHHUKOB U
o0y4JaroIuxcs 0011e00pa30BaTEIHLHOTO YUpeKICHUS.
5.5. 3a mHapylleHue mpaBWi MOXXKapHOW O€30MacHOCTH, OXpaHbl TPyJAa, CaAHUTAPHO-
TUTUEHUYECKUX HOPM W TpPaBUI  JIJIONPOU3BOAMTEIh MOXET MPUBIEKAThCA K
aJIMUHUACTPATUBHON OTBETCTBEHHOCTH B TMOPSJIKE © B  CIIy4asX, YCTAHOBIIEHHBIX
aIMUHUCTPATUBHBIM 3aKOHOJATEJIHLCTBOM Poccuiickoi ®enepanun.
5.6. 3a mo0oe BHHOBHOE NPUYMHEHHE OOIICO0pPa30BATEILHOMY YUPEXKICHUIO WU
y4acTHHKaM 00Opa30BaTeIbHBIX OTHOIICHUM yiepOa (B TOM YHCIIE MOPAJIBLHOTO) B CBSI3H C
BBIMIOJTHEHHEM  (HEBBIMOJIHEHWEM)  CBOMX  NPAMBIX  JOJDKHOCTHBIX — OOsi3aHHOCTEH
JEeOTPOU3BOIUTENb IIKOJIBI HECeT MaTepuajbHYl0 OTBETCTBEHHOCTh B TIOPSAKE U B
npelenax, YCTAaHOBJIEHHBIX TPYIOBBIM U (WIM) TPaXTAHCKUM 3aKOHOAATEIHCTBOM
Poccniickont @enepanuu.

6. BzanmoorHonienusi. CBA3M 10 JO0IKHOCTH

Jenonpoussooumens WKOTIbL!
6.1. Jlenonmpon3BOaUTENh BBIOIHIET pabOTy COIIACHO TrpaduKy, COCTABICHHOMY C Y4E€TOM
40-qacoBoil pabodeil Hemenu, W YTBEPKIACHHOMY JTUPEKTOPOM 0O0IIe00pa30BaTeIbHOTO
YUPEKACHHUSL.

6.2. IloctosiHHO oOMeHHBaeTcsi HWHQpOpPMAIME IO BOMPOCaM, OTHOCAIIUMCS K €ro
KOMIIETCHIIUM, C aJMHHHUCTpalel, OyXranTepueil, MeJarorndeckuMu pabOTHUKAMHU U
00CTY>KUBAIOIINM TIEPCOHAJIOM IIKOJBI, C POIUTEISIMU JeTei (TUIIaMU MX 3aMEHSIOIIUMH).
6.3. Tlomywaer oT gupekTopa 0011€00pa30BATENBLHOTO YUPEXKACHUS HHPOPMAIIHIO
HOPMATHUBHO-TIPABOBOTO M OPTAHM3AIMOHHOTO XapaKTepa, 3HAKOMHTCS TMOJ TOJIUCH C
HEO0OXOAUMbIMU JOKYMEHTaMH.
6.4. BoBpeMms cooOIaeT AMPEKTOPY IIKOJIBI M €T0 3aMECTUTENISIM 00 HH(pOpMaIuy, puKasax,
pacHoOpsDKEHUSAX W MHOM  JIOKYMEHTaluuu, T[OCTYNUBIIEH 1O D3JIEKTPOHHOW IMOYTE.
6.5. Uudopmupyer nupektopa (Ipu OTCYTCTBHM — HWHOE JOJDKHOCTHOE JIMIO) O (hakTte
BO3HHKHOBEHUSI TPYIMIOBBIX HWHQPEKIMOHHBIX ¥ HEWH(MEKIIMOHHBIX 3a00JICBaHMM B
o0mreoOpa3oBaTeIbHOM OpPraHW3alldd, 3aMECTUTENS JAUPEKTopa IO aIMUHUCTPATHBHO-
XO3SIICTBEHHON YacTu — 00 aBapUilHBIX CUTyalMsIX B paOOTe CHUCTEM AIJIEKTPOOCBEIICHHUS,
MEPCOHAILHOTO KOMIMBIOTEpA ¥ HWHOW OPITEXHUKHU, OTOIUICHHS U  BOJOMPOBOJA.
6.6. Bo BpeMsi OTCYTCTBUS AETOMPOU3BOJIUTENS €ro OOS3aHHOCTU BBIMOJIHSIET COTPYAHHUK,
UMEIOINN Bce TpeOyronuecs: npodecCuoHalIbHbIE 3HAHUS, YMEHUS U HaBbIKW, HA3HAYCHHBIN
MPUKA30M JUPEKTOpa MIKOJbI. JlaHHBIA COTPYAHUK MPUOOpPETAaeT COOTBETCTBYIOLIUE MpaBa 1
HECET TMOJIHYI0 OTBETCTBEHHOCTh 32 Kay€CTBEHHOE BBIMOJIHEHHE BO3JIOKEHHBIX Ha HEro
00s13aHHOCTEH.

7. 3akII0YnTeIbHbIE MOJ0KEeHUs



7.1. O3HaKOMJIEHHE AEJIONPOU3BOJUTENS MIKOJIBI C HACTOAIIEH TOJXKHOCTHOW MHCTPYKIIUEH,
pa3paboTaHHOM ¢ y4eToM MpodcTaHaapTa, OCYIIECTBISIETCS MPU MpueMe Ha padboty (7o
MOANUCAHUS TPYJIOBOTO JIOTOBOPA).
7.2. OnuH 3K3eMIUSIp AOKHOCTHOM MHCTPYKLMU HAXOAUTCS y paboTonarens, BTOPOH — y
COTpPYJHUKA.

7.3. @aKkT 03HAKOMJICHHS JEIOMPOU3BOAMUTENSI C HACTOSALIEH JOJDKHOCTHOW MHCTPYKIIMEH
MOATBEPKAACTCS TOMANMKUCHI0O B SK3EMIUISIPE JOJDKHOCTHOM HWHCTPYKLMH, XpaHSAIIEMCS Y
paboToaress, a TAKXKe B )KypHaJie 03HAKOMJICHUS C JOJXKHOCTHBIMU MHCTPYKIMSIMHU.

Lonoscnocmuyto uncmpykyuio pazpabomal: / /

C  001d/CHOCMHOU  UHCMPYKYUel  O3HAKOMIeH (a), OOuH OK3eMHnIap noayuun (a).
«_» 202 1. / /




