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I[OJI)KHOCTHaﬂ HHCTPYKIMA ACJTONMPONU3IBOANTE/ISA HIKOJIbI

1. O01He MoJI0KEeHu s

1.1. JaHHas dondicHoCmHas — UHCMPYKYUsL  0elonpoussooumens 6  wikoje COCTaBJIeHA Ha
ocHose [Ipodcrangapra 07.002 «CnenuajucT o OPraHM3aulMOHHOMY U JOKYMEHTAIIHOHHOMY
o0ecrieyeHUIO YNPaBJIEHUs] OPpraHu3anuein, yrBepkKIeHHOro npukasoM MUHHCTEpCTBA Tpyaa U
conanbHou 3amuThl Poccuiickoit @eaepaunu Ne 3331 ot 15 utons 2020 r; ¢ yuetom PenepanbHOro
3akona Ne273-@3 ot 01.12.2012r «O06 obpazoBanuu B Poccuiickoit denepanyum» B perakuuu ot 25
utons 2022 rona; CII 2.4.3648-20 «CaHuTapHO-3IIMIEMUOJIOTMYECKHE TPEOOBAHUS K OpraHU3alusiM
BOCIIUTAHUS M OOYYEHHMsI, OTJIbIXa M O3JOPOBJICHHUS JETEH W MOJIOJEKH»; corjacHo TpymoBomy
Konekcy Poccuiickoin ®enepanuy 1 ”HBIM HOPMaTUBHBIMU aKTaMU, PEIVIAMEHTUPYIOILUM TPYAOBBIC
OTHOILIEHUS MEXIY PabOTHUKOM u paboTonaTenem.
1.2. Hacrosmas donorcnocmnas UHCMPYKYUS 0enonpou3800umers WIKONbL no
npogcmanoapmy ycTaHaBIUBaeT (PYHKIMOHAIbHBIE OOS3aHHOCTH, IpaBa U OTBETCTBEHHOCTh
COTPYAHHKA, 3aHHMAarOIIETO B o011eo0pa3oBaTeIbHOM OpraHu3aluu JIOJI’KHOCTh
JIeTIOTIPOU3BOTUTES.

1.3. Ha JOJIXKHOCTD ACJIOIIPOM3BOAUTECIA MOXKET HA3HAYATHCA JIUIIO.

e UMemIlee cpeaHee Npo¢ecCHOHaIbHOE 00pa3oBaHUE, MPOILEIIee MPOrpaMMbl MOJATOTOBKU
KBaJIM(ULMPOBAHHBIX pPabOUUX, CITYXKAIIHX;

e COOTBETCTBYyIOIIEE TpeOOBAHUSAM, KACAIOUIMMCSA IPOXOXKACHUS TMpeIBapUTENbHOTO (TIpU
NOCTYIUIGHUHM Ha paboTy) W MNEepUOAMYECKMX MEAMLMHCKUX OCMOTPOB, BHEOYEPEIHBIX
MEIUIUHCKUX OCMOTPOB IO HAIpPaBIEHHUIO paboTonaTens, MpodhecCHOHATIbHOW THTHMEHUYECKOM
HOJrOTOBKU M aTTecTaluy (Ipu puemMe Ha paboTy U Aajee He pexe 1 pa3a B 2 roaa), BakLMHAIINY,
a TaK)Ke MMEIoIIIee JINYHYIO MEUIIMHCKYIO KHMXKKY C pe3yJibTaTaMH MEIUIIMHCKUX 00ce10BaHui
U J1a00OpaTOPHBIX HCCIEIOBAaHUM, CBEIEHUSIMU O TNPUBUBKAX, NEPEHECEHHBIX WH(EKIHNOHHBIX
3a00JIeBaHUSAX, O TIPOXOXKIEHUHU MPOPECCHOHATBHON TMTHEHNYECKON OJITOTOBKY U aTTECTAIlUH C
JIOTTYCKOM K pa0oTe;

e HE HMEIOUIee OrpaHMYEHHMH Ha 3aHATHE TPYIOBOW JEATENbHOCTBIO B cdepe 00pazoBaHus,
U3J0XKeHHBIX B crathe 351.1 «OrpaHuueHuss Ha 3aHATHE TPYJOBOH JesATEIbHOCTHIO B cepe
0o0pa3oBaHMsl, BOCIUTAHMSA, Pa3BUTHS HECOBEPLICHHOJIETHUX, OpPraHU3allMM HUX OTAbIXa H
03/I0pPOBJICHUS, MEIUIMHCKOIO  00eCreueHusl, COLHUATbHOW 3allUThl W COLMAJIBHOTO
o0ciyXuBaHUs, B cepe JeTCKO-IOHOLIECKOTO CIOpPTa, KYJIbTYPbl U HMCKYCCTBAa C y4acTHEM

HECOBEPIICHHOJIETHUX» TpynoBoro kojekca Poccuiickoit deneparnum.



1.4. Jlenmompou3BoauTENss Ha3Ha4YaeT W OCBOOOXKIAeT OT 3aHUMAeMOHN JIOJDKHOCTH JTUPEKTOP
001e00pa3oBaTeIbHOM ~ OpraHU3alM B TMOpSAKe, ycTaHoBIeHHOM TpyaoBeiM Komekcom
Poccuiickoit  ®enepanii W TPYIOBBIM  JOTOBOPOM  (KOHTPAKTOM) C  PaOOTHHUKOM.
1.5. Jdenonpon3BoAUTENh OTHOCUTCS K KaTErOPUU TEXHUYECKHX MCIIOJHUTEICH U HaxXOIUTCS B

IPSIMOM IOJYMHEHHUH Y TUPEKTOPA 00111€00pa30BaATEIBHOIO YUPEKICHUS.

1.6. ﬂCJlOlIDOI/BBOLLI/YI‘CJlb B IIIKOJIC I[IpH BbITIOJIHCHH U JOJIDKHOCTHBIX 00s13aHHOCTEN

PYKOBOACTBYCTCA:

Koncturynueit Poccutickoit @eaepanuu;

[TopsiikoM oOpraHu3alid U OCYIIECTBJICHHS OOpa30BaTEeNbHONW AEATENIbHOCTH 10 OCHOBHBIM
00mieo0pa3oBaTeIbHBIM MPOrpaMMaM - 00pa3oBaTENbHBIM IIPOrpaMMaM HadadbHOTO OOIIETO,
OCHOBHOTO 0011IeT0 U cpeHero o0miero o0pa3oBanus, yreepkaeHHbIM [Ipukazom MunucTepcTBa
npocsenienust PO ot 22 mapra 2021 r. Ne 115;

®DenepalibHBIM rOCYJapCTBEHHBIM 00pa30BaTeIbHBIM CTaHJapTaMU 00LIero 00pa3oBaHus;

CII 2.4.3648-20 «CanuTapHO-3MHIEMUOIOTUYECKUE TPEOOBaHMS K OpraHU3alusIM BOCITUTAHUS U
00y4YeHHsl, OTJBIXA U O3[IOPOBIICHUS JETEH U MOJIOJICHKI,;

aJIMUHHUCTPATUBHBIM, TPYJOBBIM U X03HCTBEHHBIM 3aKOHO1aTeIbcTBOM Poccuiickoit denepanuu;
MIOCTAaHOBJICHUSIMH, PACHOPSDKEHUSMH, MMPUKa3aMH ¥ WHBIMH PYKOBOISIIUMH H HOPMaTHBHBIMHU
JIOKYMEHTaMU, OTHOCSIIIUMUCS K BEJICHUIO JEJI0NPOU3BO/ICTBA;

CTaHJapTaMH YHU(DUIIUPOBAHHOMN CHCTEMBI OPTaHN3alMOHHO-PACTIOPAIUTEIHHON TOKYMEHTAIINY;
npaBwiaMu opdorpaduu U MyHKTYalnu;

paBUJIaMu pabOTHI HA KOMITBIOTEPE U UHOM OPITEXHUKE;

npaBWJIaMd M HOpPMamMH OXpaHbl TpyJa, MPOU3BOJICTBEHHOW CAHUTAPUU U TOKAPHOM
0€e30I1aCHOCTH;

YcraBom u IlpaBunamMu BHYTPEHHETO TPYAOBOTO PACIOPSIKA, APYTUMHU JIOKATHHO-IIPABOBBIMU
aKTaMu o011e00pa30BaTEIbHOTO YUPEKICHUS;

JTAHHOW JJOJDKHOCTHOM MHCTPYKIMEHN U TPYAOBBIM JOIOBOPOM (KOHTPAKTOM);

KouBen1ueit o npaBax peOeHKa;

HHCTDVKIII/ICﬁ 1O OXpPaHE TpyJaa JJId ACTOIIPOU3IBOANUTEIA NIKOJIBI.

1.7. J1enonpou3BOAUTEIND HIKOJIBI 00sI3aH 3HATH CIEAVIOIIEE:

I'ocynmapctBenHbi ctanaapt Poccuiickoit @enepanun «lenonpons3BoacTBO U ApXUBHOE JIETION;
HOPMAaTHBHBIE TIPaBOBbIE AKTbl W HOPMATUBHO-METOJMYECKHUE JTOKYMEHTBI, IIOJOKEHUS,
MHCTPYKIMU U UHBIE MATEPUAIIBI U TOKYMEHTBI 10 BEACHUIO ACJIONPOU3BOACTBA B IIKOJIE;
COBpeMeHHbIE MH(POPMAIIMOHHBIE TEXHOJIOTUU PAabOTHI C TOKYMEHTaAMU;

MOPSIIOK pabOTHI C JOKYMEHTAMH;

CXEMBI IOKYMEHTO000pOTa;

npaBuiia paboThl C BXOASIIUMHE, UCXOISIIIUMHA U BHYTPEHHUMHU JJOKYMEHTaMU;

MpaBUJia OpraHu3aiuu U (GopMbl KOHTPOJIS UCTIOTHEHHS JOKYMEHTOB B 00IIe00pa3oBaTeIbHOM
YUPEKICHUU;

TUIOBBIE CPOKU UCIIOJHEHHUS JOKYMEHTOB;

MIPUHIIMITBI pa0OTHI CO CPOKOBOIM KApTOTEKOM;

HAa3HAYCHUE W TEXHOJIOTHA TCKYIICTO N NPEAYITPEAUTCIIBHOTO KOHTPOJIA;]
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MpaBUJia COCTaBJICHUS AHATUTHYECKHX CIPABOK IO OpraHu3aluu paboThl € JOKYMEHTaMH H
KOHTPOJIIO UCTIOJHEHUS JOKYMEHTOB;

IpaBuUJia TOKYMEHTAlMOHHOTO 00ecTeueHus e TeIbHOCTH 0011e00pa30BaTeIbHOTO YUPEKACHHUS,
BU/JIbI IOKYMEHTOB, UX HA3HAYEHUE;

TpeOOBaHUs, MPEABABIAEMbIE K JOKYMEHTaM B COOTBETCTBUM C HOPMAaTUBHBIMM aKTaMU H
roCy/1apCTBEHHBIMU CTaHIapTaMHU;

npaBUiIa COCTaBIEHUS W OQopMIIeHUS HWH(POPMALMOHHO-CIIPABOYHBIX, OPraHU3alMOHHBIX,
yIPaBIECHYECKUX JOKYMEHTOB;

mpaBUJia CO3JaHUSI M BeACHHUsS 0a3 JaHHBIX CIYXEOHBIX JOKYMEHTOB B 00pa30BaTeiIbHOM
OpraHu3aluy;

CUCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000pOTa;

IpaBUjIa U CPOKH OTIPABKH UCXOASIIMX JOKYMEHTOB;

TpeOOBaHUS OXpaHbI TPY/a U MOXKAPHOU OE30MAaCHOCTH HA pabovyeM MecTe;

METOMYECKHE PEKOMEH AU 10 BHIITOJIHEHUIO pabOThI € TOKYMEHTaMU B 00111€00pa30BaTeIbHbIX
YUPEXKJIECHUSX;

HOPSAJIOK KOHTPOJISL IPOXOXKIEHUS CIIY)KEOHOM TOKyMEHTallul U MaTepUaioB;

CTPYKTYpY 00111€00pa30BaTENIbHOTO YUPEKICHHUSI H COCTaB COTPYAHUKOB;

BUJbl HOMEHKJIATyp, oOmme TpeOOoBaHHMA K HOMEHKJIAType, METOJUKa €€ COCTaBJICHHS H
odopMIIeHNS,

nopsnok ¢hopMmupoBanus 1 opopmiieHus aein, cnenudrka GopMUPOBaHUS OTACIBHBIX KaTErOpHii
ACT;

IIpaBUJia XpaHEHUS /1€, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOI'0 JOCTYIa;

NpaBUJjIa BBIIAYM U MCIIOIB30BAHMS JOKYMEHTOB M3 C(DOPMUPOBAHHBIX JIEIT;

KPUTEPUU pa3/ieJIeHHs] JOKYMEHTOB Ha TIPYIIIbl B COOTBETCTBUHM C IIEHHOCTHIO HH(pOpMAIUH,
COZIEPIKAILECHCS B HUX;

HOPSI0K CO3JIaHMsI, OpraHU3aIK U JOKYMEHTHPOBAHUS PaOOThI SKCIIEPTHON KOMUCCHH;
IpaBUJIa COCTABJICHUS U YTBEPXKICHHSI TPOTOKOJIA PabOThI SKCIEPTHON KOMUCCHH;

IIPaBWJIa COCTABIIEHUS M YTBEP)KIEHUS aKTa O BBIICICHUM [JOKYMEHTOB, HE MOMJIEKALIUX
XPaHEHUIO;

npaBuja TEXHUYECKOW OO0pabOTKH M TOJHOTO O(QOpPMIIECHHUS JENl MOCTOSHHOTO UM BPEMEHHOTO
CPOKOB XpaHEHUS;

IIpaBHJIa COCTABIIEHUS OMMCH JIEN IOCTOSIHHOTO ¥ BPEMEHHOI'O0 CPOKOB XpaHEHHsI B COOTBETCTBUU
C IEHCTBYIOIIMMHA HOPMAaTUBHO-METOJUYECKMMH TOKYMEHTAMU;

npaBuia Mepeaayu JIesl B apXuB 0011e00pa30BaTeIbHOIO YUPEXKICHHS;

IpaBUiia UCTOJIb30BaHUs TenedoHa, hakca, Kcepokca, IpUHTEpa, CKaHepa, KOMIIBIOTEPa;
npaBuia pabOThl ¢ TEKCTOBBIMH PENAKTOpaMHM M AJIEKTPOHHBIMH Taliunamu, 0a30i JaHHBIX,
AIIEKTPOHHOM MOYTON, HHTEPHET Opay3epami;

TEXHOJIOTHIO CO3/1aHus1, 00pabOTKH, Mepeiayll U XpaHEHUs Pa3IMYHbIX TOKYMEHTOB;

IpaBHJIa EJI0BOI MEPENrCKH, COCTaBIECHUS U Ha0Opa JENOBbIX MHCEM C MPUMEHEHUEM THUITOBBIX
00pasIioB.;

JIEJIONIPOU3BOJICTBO U €TI0 BEICHUE;

TpC6OBaHI/IH IO COXpPaHHOCTHU cny>1<e6H0171 I/IH(bOpMaI_II/II/I, 3aIlIUTC MICPCOHAJIBHBIX TAHHBIX;



OCHOBBI 3TUKH U ICTETHUKHU;
rpaBuJja IeJI0BOTO OOIICHUS;
MOPSIZIOK OKa3aHUs MEePBOM JOBpaueOHOM ITOMOIIIH;

MOPSAIOK ICUCTBUI MPH MOMXKAPE I MHOW YPE3BBIYANHON CUTYyallMU, SBaKyallhH.

1.8. Ienonpou3BOUTENb IKOJIbL JIOJDKEH YMETh:

pabotatb cO BCEH  COBOKYMHOCTBIO  HMH(OPMAIMOHHO-JOKYMEHTAllUOHHBIX  PECypCOB
0011e00pa30BaTEIBHOTO YUPEKICHUS:

MMOJIb30BATHCS CIIPABOYHO-IIPABOBBIMU CUCTCMAMU;

HOJIB30BAThCS  ABTOMATU3UPOBAHHBIMH  CHCTEMaMM  Y4Y€Ta, pPETHCTPAllH, KOHTPOJL U
UH()OPMAIIMOHHO-CIIPABOYHBIMHI CUCTEMaMU TIPH PadOTe € TOKYMEHTaMH IIKOJIBI;

INPUMEHATh COBPEMEHHBbIC HH()OPMANMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHUH Ui paboThHl C
JOKYMEHTaMH, B TOM YHCJIE JJIs €€ ONTUMH3AINHU U TOBBIIICHUS 3()(HEKTHBHOCTH;
OpPraHU30BBIBaTh PAabOTy MO Y4YeTy, XPAaHEHUIO U Tepelade B COOTBETCTBYIOIIEE CTPYKTYPHOE
Hojpa3AeieHue JOKyMEHTOB TEKYIIEro JeI0NPON3BOJICTBA;

UCIIONIBb30BAaTh HOMEHKJIATYpy Jell IpU H3YYCHHH CTPYKTYpBl 00I1€00pa3oBaTeIbHOTO
YUpEXKJICHNUS, COCTABICHUN OIHCEH JIelT;

OpPraHM30BBIBaTh PabOTy 1O (OPMHUPOBAHMIO €I B COOTBETCTBUM C YTBEP)KICHHON
HOMEHKJIATYpOH JIeJI IIKOJIBI;

NPaBUJIBHO M CBOEBPEMEHHO (DOPMHUPOBATH JOKYMEHTHI B JIejIa C YUETOM UX CHEUU(PHKH;
CHCTEeMaTH3UPOBATh JOKYMEHTHI BHYTPH J€JIa;

o0ecrieunBaTh COXpPAaHHOCTh U 3aLIUTY JTIOKYMEHTOB 00111€00pa30BaTeIbHOTO YUPEKACHHUS;
MMOJI30BAThHC NCPECUHAMU JOKYMCHTOB U aHAJIM3UPOBATH q)aKTI/I'-ICCKOG COACPIKAHUC UMCIOINXCA
B JieJie JOKYMEHTOB IIPH ONPEACICHUN CPOKOB UX XPaHEHHS,

oopMIATH OOJOKKHU JIeNl TIOCTOSHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHS B COOTBETCTBUH C
TpeOOBaHUSAMH rOCYIapCTBEHHBIX CTAH/IAPTOB;

POM3BOJIUTH CTPYKTYPHYIO CHCTEMAaTHU3alUIO JIe;

OCYILECTBIISATh TEXHUUECKYIO 00pabOTKY U MOJIHOE OPOpMIIEHHE /1€ TOCTOSTHHOTO M BPDEMEHHOTO
CPOKOB XpaHEHHS;

COCTABIIATh OINHWCH JEN TIOCTOSHHOTO W BPEMEHHOTO CPOKOB XpaHEHUSI B COOTBETCTBHU C

I[efICTBYIOHIHMH HOPMAaTUBHO-METOJUYCCKNMU JOKYMCHTAMHU.

1.9. CoTpyaHUK JOJIKEH O3HAKOMHUTBCS C JOJKHOCTHOM HMHCTPYKLMEH [elIONpOu3BOIUTENS B

COOTBETCTBHH C HpO(i)CTaHJIapTOM, I/IHCprKHI/IGfI 110 OXpaHC Tpyaa AJd ACTOMMPOU3BOJUTCEIIA IIKOJIBI,

3HAaTb H CO6JHO,Z[8.TL YCTAaHOBJICHHBIC IIpaBUJIa U Tpe6OBaHI/I${ OXpaHbl Tpyda U HO)I(S.pHOfI

6630HaCHOCTI/I, ImpaBujia JINYHOM TMTUEHBI U TUTUEHBI Tpyda B O6I.[I€O6p330B3.TCJIBHOfI OopraHu3anunu.

1.10. Z[eJ'IOHpOI/BBOI[I/ITCHB JOJIKCH HpOfITH 06yquI/Ie N MMCThb HaBBIKHM OKa3aHHsA nepBoﬁ ITOMOIITH

MoCTpagaBIINM, 3HATH IMOPAAOK JIencTBuit Py BO3HUKHOBCHUM I10XKapa HIIN WHOM ‘lpeBBLI‘-IaﬁHDﬁ

CUTYallMHu ¥ 3BaKyallliu B 00111e00pa30BaTeIbHON OpraHu3aliHy.

2.

K

TpynoBbie pyHKIUH

OCHOBHBIM G YHKIHSIM JICJIONPOU3BOIUTEIIS OTHOCSTCS:

2.1. I[OI(YMCHTaI_II/IOHHOC obecrneucHue ACATCIIBHOCTH 06H1€06pa30BaTeJ'ILHOFO YUYpPCKACHUA:

2.1.1. Opranunzanus paboTbI c JIOKYMEHTaMH.



2.1.2. Opranuzanus TEKYILETo XpaHEHHUs JIOKYMEHTOB.
2.1.3. Opranuzanusi oOpabOTKH 1€ IS MTOCIECIYIOMEro XpaHCHHS.

3. JI0/12KHOCTHBIE 00SI3AHHOCTH

JIeJIOIIPON3BOAUTEID B [IKOJIE OCVIIIECTBIISICT BBIIIOJIHCHHUE 00s13aHHOCTEN:

3.1. B pamkax TpyaoBo¥ (DVHKIIMA OPTaHU3aIMH PA0OTHI C JIOKYMEHTAMMU:

IpUEM U MEpBUYHAS 00pabOTKa BXOISIIUX TOKYMEHTOB;

NpeBapUTEIILHOC PACCMOTPEHHUE W COPTHUPOBKA JOKYMEHTOB Ha PETHCTPUPYEMbIE U HE
PETUCTPUPYEMBIC;

IMOATrOTOBKA BXOAAIHNX JOKYMCHTOB IJId paCCMOTPCHUA JUPCKTOPOM IIKOJIBI;

peructpanuda BXoaAIUX JOKYMCHTOB,

OpraHH3aus JOCTaBKH JOKYMEHTOB UCTIOJHUTEIISIM;

BeJieHHe 0a3bl JAHHBIX JOKYMEHTOB 00II€00Pa30BaTEIbHOTO YUPESHKICHUS;

BeJieHHe HH(OPMAIMOHHO-CIIPABOYHOM pabOThI;

00paboTKa U OTIpaBKa UCXOAIIUX JOKYMCHTOB;

opraHu3aisi paObOThl MO0 PErUCTPAIMH, YYETy, XPAaHCHHI0O M Iepefade B COOTBETCTBYIOIIUC
CTPYKTYPHBIC NOJIpa3ACiICHUs JOKYMEHTOB TEKYILETO JACI0NPOU3BOICTRA,

KOHTPOJIb UCITOJIHEHUS JOKYMEHTOB B 0011e00pa30BaTeIbHOM YUPEKICHUU.

3.2.B paMKax TDVHOBOﬁ d)VHKLII/II/I opraHm3alyy TCKVIICTO XPaHCHHUA JOKYMCHTOB.

pa3paboTKa HOMEHKJIATYpPHI Jell 0011e00pa30BaTeIbHOTO YUPEKICHUS;

MPOBEpPKa MPaBUIBHOCTH O(OpMIIEHUS JOKYMEHTOB M OTMETKH 00 MX HCIIOJIHEHUHU Tepe] uX
dbopMupoBaHUEM B AEIO ISl MOCIEIYIOIIEr0 XpaHeHUs;

dbopMynupoBaHUe 3aroJI0OBKOB /1€ U OMPEIeIeHHE CPOKOB UX XPAHEHUS;

dbopmupoBaHue nei;

KOHTPOJIb NPABUJIIBHOI'O U CBOCBPEMCHHOI'O pacCpCaACICHUA U IMOAIINBKHA JOKYMCHTOB B J€JIa.

3.3.B paMKax TDVI[OBOﬁ d)VHKHI/II/I Oopraom3anmnmn O6Da6OTKI/I ACJI IS TTOCJICAVIOMICTO XPAHCHU A

IIPOBEPKA CPOKOB XPaHEHHSI JOKYMEHTOB, COCTaBJIEHHE MPOTOKOJIa pabOThI SKCIIEPTHON KOMUCCUU

10 MOATOTOBKE JTOKYMEHTOB K XPaHEHHIO, aKTa O BBIIEICHUM K YHUYTOXXEHHUIO JOKYMEHTOB, HE

HOJUIeKAILMX XPAaHEHUIO;

COCTaBJIEHUE BHYTPEHHEN OMUCH JIeJ 1711 0000 LIEHHBIX JOKYMEHTOB IIIKOJIBI;

oopmiIeHHe e TOCTOSTHHOT' 0, TOJTOBPEMEHHOT'O CPOKOB XpaHEHHUS;

odopmiieHrne 00JI0KKH JIeJ1 TOCTOSTHHOTO, JOJTOBPEMEHHOT'O CPOKOB XpaHEHHUS;

COCTaBJICHUE OIUCH JI€J IOCTOSIHHOTO, I0JITOBPEMEHHOTO CPOKOB XpPaHEHHUS;

nepeaaya Jesl B apXuB 00111€00pa30BaTEIbHOTO YUPEKICHHUS.
3.4. Opranu3oBbIBaeT BHEIPEHHE, BEIEHUE (B TOM YMCIIE aBTOMaTU3UPOBAHHOE) U Pa3BUTHE CUCTEM
JIOKYMEHTalUH, BKJTIOYast AJIEKTPOHHbBIE JOKYMEHTBI.
3.5. Bmecte ¢ agMUHHMCTpaAMEN KO TOATOTABIMBAET OTYETHBIE TOKYMEHTHI AJIS BBIIECTOSIIIIUX
OpraHu3anuii, TOTOBUT CITy’KeOHbIE IIMChMa, CIIPaBKH.
3.6. Bener mpuem mnocrynaromed Ha MMs JUPEKTOpA IIKOJbl KOPPECHOHJIEHUUH (DJIEKTPOHHON
MOYThI), PETUCTPUPYET €€ M BBHINOJHSIET CHUCTEMATH3alUI0 COTJACHO MPHUHITOMY B
0011e00pa30BaTeIbHOM YUPEXKIECHUU MOPSAKY, TOCIE €€ PACCMOTPEHUS JUPEKTOPOM MEPEIaeT 1o
HA3HAYCHHUIO MCIOJHUTENAM JUIsl IPUMEHEHHUS B XOJ€ MX JIEATEJbHOCTH WIH MOATOTOBKU OTBETA.

3.7. Bener NOCTOSHHBIM y4YeT, KapTOTEKy MPOXOXKACHHUS JTOKYMEHTOB, KOHTPOJIMPYET HX



UCIIOJTHEHUE, BblAaeT  TpeOyeMble  CHOpaBKM MO  3apErMCTPUPOBAHHBIM  JOKYMEHTaM.
3.8. BrInoyHAET OTIPaBKy UCMOJHEHHON KOPPECTIOHICHIIMY aJipecaTtaM, BEIET y4eT MoJIydaeMon 1
OTIpaBJISIEeMON KOPPECIIOHACHIIUY, CUCTEMATH3UPYET M XPAaHUT JOKYMEHTHI TEKYIIero apxuBa.
3.9. 3anumaetcs opopMIIEHHEM TPYIOBBIX JOTOBOPOB M JIMYHBIX JeJl, yCTpauBaloOUIMXcsa Ha paboTy
COTPYAHUKOB, 00OpabareiBaeT M OQOpMISET Mepeady JIUYHBIX el COTPYAHUKOB B apXWB.
3.10. ®opmupyet JINYHbIE nerna YUEHUKOB, 00yJaromuxcs B IIKOJIE.
3.11. OcymiecTBisier yuer o0yJaromuxcs JBTOTHBIX KaTeropHii.
3.12. Bener KHUIM NPUKA30B, [e€4YaTaeT MpUKa3bl 10 OCHOBHOM JEATEIBHOCTH, MHBIC MPHUKA3HI.
3HAKOMHUT COTPYJHUKOB IIKOJBI C TpUKa3aMd TMOJ MOJANNCh B JIeHb UX HW3JaHUs.
3.13. CornacHo pacnopsbKeHUSM JUPEKTOpa MIKOJbI IedaTtaeT U opopMisieT TpedyeMyro
JOKYMEHTAIMIO ISl BEJICHUS Y4eOHO-BOCHUTATENBHOM JAEATETbHOCTH B IIKOJE, BBIMOJTHEHUS
rOJI0BOTO IUIaHa.
3.14. BemonHsieT paboTy MO CO3/IaHUIO0 CIPABOYHOTO ammapara Mo JOKyMEHTaM, 00eCIeurBaeT
y100HBIN u OBICTPBII ux IIOUCK.
3.15. 3aHumMaercsi cOOPOM HEOOXOTUMBIX MATEPUAIOB IS MOATOTOBKH COBEIIAHHWN PaOOTHUKOB

IIKOJIbI, OINIOBCHICHUCM Y4YaCTHUKOB O BpPEMCHH, MCECTC, IIOBCCTKC JHA COBCIIAHHMA HU HUX

perucTpanuei.
3.16. SBnsercs ceKkperapemM aJIMUHUCTPATUBHOT O COBelIaHus npu JTUPEKTOpE
0011e00pa30BaTEILHOTO YUPEKIACHUS.

3.17. B rpaHuuax cBoed KOMIIETEHLIMHM Y4YacTBYeT B COCTAaBJIEHHUH IPOrpaMMbl pPa3BUTHS
JIeNTOTIPOU3BOICTBAa  00II€00Pa30BaATEIILHOTO YUPEKACHUS, BHOCHT NPEIJIOKEHHUS IO BOIMPOCAM
YCOBEPIICHCTBOBAHUS JIeITOTIPOU3BOICTBA 00111e00pa30BaTENIHLHOTO YUIPEKIACHUSL.
3.18. OGecrieunBaeT 3amuUTy IpaB U cBOOOI AeTel, poaAuTeNel (3aKOHHBIX MPEACTABUTEINCH) MpH
obOpaboTke MEPCOHAIIBHBIX JTAHHBIX (manee - I11).
3.19. Ilpu ucCHoOab30BaHUU 3JIEKTPOHHOTO OOOPYJOBaHUS, B TOM 4YHCJIE KIaBHATyphl U MBIIIH,
©XKEHEBHO JEe3MH(UIMPYET HUX B COOTBETCTBUU C PEKOMEHJALMSIMU MPOMU3BOIUTENS JHOO C
UCIOJIb30BAaHUEM DPACTBOPOB WM cal(eToK Ha CHUpToBOM ocHoBe (He MeHee 70% cnupta).
3.20. [lenompou3BOAMTENb B IIKOJE CTPOro COOMIONAET CBOK JIOJDKHOCTHYIO MHCTPYKIIHIO,
pa3paboTaHHyl0 TIO TpPOPCTaHIAAPTY, TPOXOTUT TEPHOAMUYECKHE MEIMIUHCKUE OCMOTPHI.
3.21. Ctporo cobmonaeT KOHPUACHINATLHOCTh IEPCOHATBHBIX JIAHHBIX ¥ TPEOOBaHUS 10 3aIIUTE U
6e3onacHoctu I1J[ npu ux oOpaboTke, HEAOMYILIEHNE UX PAacIpOCTpaHeHUs 0e3 coryacus cyobeKTa

I1/] vim Hanm4us Apyroro 3aKOHHOIO OCHOBAHUS.

4. IIpaBa

Jlenonpon3BOAUTEID IITKOJIBI NUMeeT IIOJIHOE IPaBoO:

4.1. TlpuHuMaTh ydacThe B YIpaBIEHHH OOLIE00pa30BaTEIbHBIM YUPEKICHHEM B MOPAJIKE,
YCTaHOBJICHHOM YcraBom.
4.2. Ha paboyee MecTO, KOTOPO€ COOTBETCTBYET BCEM TPeOOBaHUSAM OXpaHbl TPyAa U MOKapHOU
0€30MacHOCTH.

4.3. Ha 3alUTy CBOEH npogeccuoHaIbHON 4ECTH u JIOCTOMHCTBA.
4.4. Ha nepenauy JOKYMEHTOB JJISl UCIIOJHEHUS U Ha TpeOOBaHHE OT UCIOIHUTENIEH TPaMOTHOTO U

MMPpaBUIILHOT'O O(I)OpMJIeHI/IH Tpe6yeMLIX AOKYMCHTAJIbHBIX MaTCpHraJIoB.



4.5. Ha 3anpammBanue OT aAMMHHUCTPAIMH HIKOJIbI, OJyYeHHE U MPUMEHEeHHe WH(OPMalMOHHBIX
MaTepuaioB, HOPMATUBHBIX M TMPABOBBIX JOKYMEHTOB, HEOOXOAMMBIX [JIsl BBIMOJIHEHHS] CBOUX
JOJIKHOCTHBIX 00s3aHHOCTEH.
4.6. 3HaKOMHUTBCS CO BCEMU HUMEIONIMMUCS MaTepuajaMH €ro JIMYHOTO Jelia, OT3bIBaMH O CBOEH
pabote, xano0aMu ¥ UHBIMU JTOKYMEHTAMHU, OTPAKAIOIIUMHU OIEHKY €ro TPy/a, MPEeIOoCTaBIATh 110
HUM MOSICHCHHSI.
4.7. Ha MopallbHOE B MaTepHAIILHOE IMOOIIPEHHUE, HA CBOCBPEMEHHYIO M B TIOJTHOM 00hEMe BBITLIATY
3apabOTHOM TUIATHI, @ TAKXKE HA 3aIIUTY COOCTBEHHBIX HHTEPECOB U MHTEPECOB COTPYAHHUKOB IIKOJIBI.
4.8. OTka3aThCs OT BBINOJIHEHHS pabOT MPU BOZHUKHOBEHUH YTPO3bI )KU3HH U 3/I0POBBIO BCIIE/ICTBHE
HapyIICHUS TpeOoBaHUit o oXpaHe Tpyna.
4.9. [TocTrosiHHO MOBBIIIATH CBOIO npodeccroHalbHYIO KBaJIM(PUKAIIHIO.
4.10. Ha 3amuty cBoux mpoecCuoHaIbHBIX HHTEPECOB CAMOCTOSTENFHO U (WK Yepe3 3aKOHHOIO
NPEICTAaBUTENSL, B TOM UYHCJIE aJBOKara), B clydae JUCIHUIUIMHAPHOTO WU CIYKeOHOTO
pacciieioBaHus, CBSI3aHHOTO C HECOOJIOZCHHEM HOpM TpodecCuoHanpHOW 3Tk, Ha
HEpasIIalleHue  JUCHUIUTMHAPHOTO  (CIYy)KeOHOro)  paccieoBaHUs, HUCKIIOYas  cliydau
PEyCMOTPECHHBIE 3aKOHOM.
4.11. Ha BctyrieHre B MpOQCOO3bl AJS 3alUThl CBOUX TPYAOBBIX IPaB, CBOOOJ M 3aKOHHBIX
uHTepecoB. Ha nonydeHue conuanbHbIX TapaHTHH U JITOT, IPEAYCMOTPEHHBIX 3aKOHOIATEILCTBOM
Poccuiickoit deneparumu.

5. OTBETCTBeHHOCTH

5.1. 3a HEBBINOJIHEHNE WM HApYUICHUE JAHHOM IOJDKHOCTHOM MHCTPYKLUHU JIE€JIONPOU3BOIUTEINS B
mkosie, Ycrasa u IIpaBuil BHYTpEHHEro TpPYAOBOTO pacHOpsAKa, 3aKOHHBIX pPACIOPSKEHUN
JUPEKTOpa LIKOJIBI U JAPYTUX JOKAJIbHO-HOPMATHUBHBIX AKTOB, a TAKXE 3a NPUHATHE PELICHUH,
MOBJIEKIIMX HApyLIEHUE Y4eOHO-BOCIUTATENbHBIX OTHOUIEHUM, JEIONPOU3BOJAUTENb HECET
JUCIUIIMHAPHYIO OTBETCTBEHHOCTh B IMOPSAJKE, YCTAaHOBIEHHOM TpyAOBBIM 3aKOHO/ATEIbCTBOM
Poccuiickoin denepanuu.
5.2. 3a npuMeHeHue, 1axke OJHOKPATHO, CIOCOOOB BOCIIUTaHMSI, BKITFOUAIOIIUX B ce0sl pU3HUECcKoe U
(M7M) TICHUXOJIOTMYECKOe HAacWiIMe HaJ JIMYHOCTBbIO peOeHKa, [JeNIONPOU3BOJUTENb MOXKET
0CBOOOXKJIAThCA OT 3aHUMAEMOMN JOJDKHOCTH COTJIACHO TPYIOBOMY 3aKOHOJATENbCTBY Poccuiickoit
@enepany. YBOJBHEHHE 3a TaKOM IIOCTYNOK HE IPUHUMAETCS 3a Mepy AUCHMILUIMHAPHON
OTBETCTBEHHOCTH.

5.3. Hecer AuCUMIUIMHAPHYIO OTBETCTBEHHOCTb 32 COXPAHHOCTbH JOKYMEHTAIlMH, HaXOJsIlencs B
KaOuHeTe JIEJIONPOU3BOIUTEIIS.
5.4. IlpuBnekaercss K JAUCHUUIUIMHAPDHOM OTBETCTBEHHOCTH 3a pasliallleHue Ciy)XeOHOH u
KOH(pUIeHIIMAIbHONH HH(pOpManuy, HHGOpPMAIMU O TMEPCOHAIBHBIX JAaHHBIX COTPYIHUKOB MU
00yJaromuxcst 00111€00pa30BaTENBLHOTO YUPEKICHUS.
5.5. 3a HapyIlIeHHe NpaBUi MOXKAPHON OE30MAaCHOCTH, OXPaHbI TPyJa, CAaHUTAPHO-TUTUEHUYECKUX
HOPM U IIPaBWJI JEJIONPOU3BOJUTEND MOXKET ITPUBIIEKATHCS K AMUHUCTPATUBHOW OTBETCTBEHHOCTH
B IMOPSIKE M B CIIy4asX, YCTAHOBJICHHBIX aJMUHUCTPATUBHBIM 3aKOHOAATEILCTBOM Poccuiickoi
denepanuu.

5.6. 3a n0060e BMHOBHOE NPUYMHEHHE OO0IIE00pa30BaTEIIbHOMY YUPEXKJEHUIO WM yYaCTHHKAM

00pa3oBaTeNbHBIX OTHOMICHWH yimiepda (B TOM 4YHCIE MOPAJIBHOTO) B CBSI3M C BBHITIOJHEHHUEM



(HEBBITIOJIHEHUEM) CBOUX MPSAMBIX JOJKHOCTHBIX 00S3aHHOCTEH EI0NPOU3BOAUTEND ILIKOJIBI HECET
MaTepuaibHyl0 OTBETCTBEHHOCTh B IMOPSJKE U B Ipejaenax, YCTAHOBJICHHBIX TPYIOBBIM U (WIIK)

rpakJaHCKUM 3aKOHOJATeIbCTBOM Poccuiickon denepanuu.

6. BzanmoorHomienusi. CBs13M 10 JOJ:KHOCTH

enonpouzeooumens WIKOJIbL:
6.1. Jlenonpou3BOIUTENb BBITIONHSAET PadOTy COTIACHO TpaduKy, COCTaBICHHOMY ¢ ydueToMm 40-
4acoBOUM pabouell Helelu, U YTBEPKIEHHOMY TUPEKTOPOM OO0IIe00pa30BaTEIbHOIO YUPEHKACHHUS.
6.2. [TocrossHHO 0OMeHuBaeTcs HH(pOpMalKel o BOMpPOcaM, OTHOCSIIUMCS K €ro KOMIETEHIINH, C
aIMUHHCTpalel, Oyxranrepueil, mNeAarorndyeckuMu pabOTHUKAMU M 0OCIY>KHMBaIOIIUM
MEePCOHAIOM IKOJIBI, C  pomuTensMu  JieTeit (Tumamu UX  3aMEHSIOLIUMHU).
6.3. Ilomyuaer ot aupekTopa 00IIE0O0pPa30BATENBHOTO YUYPEXKIECHUS MH(POPMALUIO HOPMATHBHO-
NPaBOBOIO M OPTaHU3AIMOHHOIO XapakTepa, 3HAKOMUTCS TOJ MOANHCh C HEOOXOIUMBIMHU
JOKYMEHTaMH.

6.4. BoBpems cooOmaeT IUPEKTOPY MHIKOJIBI M €ro 3aMecTUTeNsiM 00 WH(pOpMaIluu, MpUKasax,
paclopsDKeHUSX M MHOM  JOKYMEHTAllMM, TIOCTYNHBIIEH TIO0  DJIGKTPOHHOW  IMOYTE.
6.5. Huadopmupyer naupexropa (mpu OTCYTCTBUM — HHOE JOJDKHOCTHOE JHIIO) O (akTe
BO3HUKHOBEHHUS  TPYIIOBBIX  HMH(PEKIUOHHBIX M  HEWH(PEKIHOHHBIX  3aboneBaHuil B
o0mieo0pa3oBaTebHOM  OpraHU3allid, 3aMeCcTHTeNs  JUPEeKTopa IO  aJAMHHHCTPATHBHO-
XO3SIMCTBEHHOM dYacT — 00 aBapuWHHBIX CHTyalUsX B paboTe CHUCTEM AIIEKTPOOCBELICHHS,
NEPCOHATBHOTO  KOMITBIOTEpa W MHOM  OPITEeXHUKH, OTOIUIGHHMS W BOJONPOBOJA.
6.6. Bo Bpems OTCYTCTBUS IEIONPOU3BOIUTENS €r0 00S3aHHOCTH BBITIOIHSIET COTPYTHHUK, UMEFOIINH
Bce TpeOyromuecs: MpodecCHOHANbHbIE 3HAHWS, YMEHHS W HaBBIKM, HA3HAUCHHBIH MPUKA30M
JTUPEKTOpa MKOJbl. JlaHHBINA COTPYIHUK MpUOOpETaeT COOTBETCTBYIOIIME MpaBa U HECET MOIHYIO
OTBETCTBEHHOCTb 32 KaY€CTBEHHOE BBIIIOJHEHNE BO3JIOKEHHBIX HA HETO 0053aHHOCTEH.

7. 3aka109uTeIbHbIE TOJ0KEHHS

7.1. O3HaKOMJIEHHE [EJIONPOU3BOAUTENS WIKOJABl C HACTOSIIEH JOKHOCTHOM WHCTPYKLMEH,
pa3paboTaHHOM ¢ yueToM npodcTaH1apTa, OCYIECTBISAETCS IPU pHUeMe Ha paboTy (10 MOANUCaHUS
TPYZIOBOTO JIOTOBOPA).
7.2. OnMH 3K3eMIULIp TOJKHOCTHOM HMHCTPYKIMM HaxoAuTcs Yy paboTonaTens, BTOPOH — y
COTPYAHUKA.

7.3. @akT O3HAKOMJIEHUS JEJONPOU3BOJAUTENS C HACTOSIIEH JOHKHOCTHOW HWHCTPYKIUEH
MNOATBCPKIAACTCA IMOAINMUCBIO B  3JK3CMILIAPC )IOJ'DKHOCTHOI\/'I HHCTPYKIUH, XpaHAIIEMCAd Y

pa6OTO,[[aTCJ'I}I, a TaK’KC B XXYpHAJIC O3HAKOMJICHUSA C HJOJDKHOCTHBIMU MHCTPYKIHUAMU.

C  OomdcHocmHOU — UHCMPYKYUuell — O3HAKOMJIeH  (a), O00uHM  IK3eMnisap  noaydunr  (a).
«_» 2022 . / /
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