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1. O01ue mo10:KeHust

1.1. Hacrosimas JOOMKHOCTHAsE HHCTPYKIMSI COCTaBJI€HA Ha OCHOBE
[Tpodcranaapra: 07.002 «Crneruanuct 10 OpraHU3allMOHHOMY |
JOKYMEHTAIIMOHHOMY OOECIEUCHUIO YIPaBJICHUSI OpraHu3anuen», yTBEp KICHHOTO
IpUKa3oM MHHUCTEPCTBA TPyJa M COLMAIBHOW 3amuThl Poccuiickon dDenepannun
No276n or 6 Mas 2015T1; c yuderom ®DenepanbHoro 3akoHa Ne273-®3 ot
01.12.2012r «O6 o6Opa3oBanuu B Poccuiickort ®enepanun»; CII 2.4.3648-20
«CaHUTapHO-IMTUAEMUOJIOTHYCCKUE TPeOOBAaHUS K OPTaHM3AIUSAM BOCIUTAHUSA U
oOy4eHHMs, OTAbIXa W O3J0POBJICHHS JETEH M MOJIOAECKH»; COrJacHo TpyaoBomy
Konmekcy  Poccuiickonr  ®epepanMi ¥ WHBIM ~ HOPMATUBHBIMH  AKTaMHU,
perIaMEeHTUPYIOIIMM TPYAOBBIE OTHOUIEHUS MEXIAY PAOOTHUKOM U pabOTOIaTEIIEM.

1.2. Hacrosiass MHCTPYKIIUS yCTaHaBJIMBaeT (yHKIIMOHAIbHBIC 00s3aHHOCTH,
npaBa M OTBETCTBEHHOCTb COTPYAHHKA, 3aHMMAIOIIETO B 00IIe00pa3oBaTeIbHOM
OpTraHu3alyy JT0KHOCTh AEIOTPOU3BOAUTEII.

1.3. Ha 10/KHOCTG ACIONPOU3BOANTEIS MOKET Ha3HAYATHCS JIUIIO:

* UMEIoIllee  cpeaHee  MpO(ECCHOHAIbHOE  00pa3oBaHWE,  MIPOLIEAIIEE
MPOrpamMMbl MOATOTOBKH KBaTU(ULIHUPOBAHHBIX PA00UMX, CITYXKaIIHX;

* COOTBETCTBYIOILIEE TpeOOBAHMSIM, Kacaroummcs MIPOXO0XKJICHHUS
peIBapUTEIHLHOTO (IIPU MOCTYIUICHUU Ha pabOTy) U MEPUOJUYECKUX METUIIUHCKUX
OCMOTPOB,  BHEOYEPEIHBIX  MEIMLUMHCKMX  OCMOTPOB IO  HaIPaBJICHUIO
paboTonaTesns, 00s13aTEIbHOTO NCUXUATPUUECKOTO OCBUAECTEIBCTBOBAHUS (HE pexe
1 pa3a B 5 ner), npodecCUOHATBbHOW TMTMEHMYECKON IMOATOTOBKM U aTTECTAalUU
(npu npuemMe Ha paboTy M aajiee He pexe | paza B 2 roaa), BakKIMHAIMU, a TaKkKe
MMEIOIIEEe JMYHYI0 MEIMUIMHCKYI0 KHIDKKY C pe3yJbTaTaMH MEIULMHCKUX
oOcrieloBaHNil W J1aOOPATOPHBIX HCCIAEAOBAHUM, CBEACHUSMH O TMPUBUBKAX,
NepPeHECEHHBIX MH(MEKITMOHHBIX 3a00JIEBAHUSIX, O MMPOXOKACHUHN NMPOodhecCuOHATHEHOM
TMTMEHUYECKON MOJITOTOBKU U aTTECTALlMU C JOIYCKOM K padoTe;

* He MMeEIoIllee OTpaHMUYEHUI Ha 3aHATHE TPYJOBOW JESATENBHOCTBIO B cdepe
oOpa3oBaHusi, U3TOXKEHHBIX B cTathe 351.1 «OrpannyeHus Ha 3aHITHE TPYAOBOU
JEeSATEIbHOCThIO B chepe oOpa3oBaHus, BOCIIUTAHUS, pa3BUTHS
HECOBEPILIECHHOJIETHUX, OPTraHU3allMi MX OTIbIXa U O3J0POBJIECHUS, MEAUIMHCKOTO
o0OecreyeHus, COUMANbHOW 3allUThl U COLMAIBLHOrO OOCHyXKHMBaHUs, B cdepe
JIETCKO-IOHOIIECKOT0  CIOpTa,  KyJbTYphl M HCKyCCTBA C  y4acTHUEM
HECOBEPUICHHOJIETHUX» TpyoBoro koaekca Poccuiickont denepannu.

1.4. Jlemonmpom3BoguTeIss Ha3HA4YaeT M OCBOOOXKIAET OT 3aHMMaeMOU
JOJHDKHOCTH  TUPEKTOp  001meoOpa3oBaTeIbHOM ~ OpraHu3aldd B TOPSJKE,
YCTAHOBJIEHHOM TpynoBeiM Kkoaekcom Poccuiickonn ®Penepaunu U TPYAOBBIM
JIOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.



1.5. Jlenonpon3BOIUTENb OTHOCHTCS K KATETOPUH TEXHHYSCKHUX UCTIOHUTEIICH
U HaxOJWUTCS B TIPSIMOM TOJAYMHEHUHU Y JTUPEKTOpa o0O0Ieo0pa3oBaTeIbHOTO
YUPEIKICHUS.

1.6. Jlenonpow3BOMUTENh B TIKOJIC TPW  BBINOJHCHHH JIOJDKHOCTHBIX

00s3aHHOCTEHN PYKOBOJCTBYECTCSI.

» Koncturynueii Poccuiickoii denepanuu;

* [Tpukazom MunucrepctBa npocsemieHus: PO ot 22 mapta 2021 r. Ne 115 «O6
yTBepxkaeHun llopsinka opraHu3anuu W OCYIIECTBIEHUS 0Opa3oBaTeIbHOMN
NEATETPHOCTH  TI0  OCHOBHBIM  O0IIEOOpa3oBaTeNbHBIM  IIporpaMmaMm -
o0pa3oBaTeNbHBIM MPOTPaMMaM Ha4daJdbHOTO OOIIEro, OCHOBHOTO OOINET0 W
CpeIHero o0Iero o0pa3oBaHUs»;

* OeiepaldbHBIM TOCYAAPCTBEHHBIM 00pa30BaTENIbHBIM CTaHJIAPTaMU OOIIEro
o0pa3oBaHus;

*CIT 2.4.3648-20 «CaHuUTapHO-3MUAECMHUOJIOTUUECKIE  TpeOOBaHUS K
OpraHu3alMsIM BOCIUTAHUS U OOYYEHHs, OTAbIXa M O3JOPOBICHUS JETeH u
MOJIOJICIKIY,;

* aIMUHUCTPATUBHBIM, TPYAOBBIM M XO3SUCTBEHHBIM 3aKOHOJATEIHLCTBOM
Poccutickon ®enepanuuy;

* IOCTAHOBJICHUSIMU, PACIIOPSKEHUSIMU, MPUKA3aMU U UHBIMH PYKOBOASIIUMU
Y HOPMaTUBHBIMH JTJOKYMEHTAMH, OTHOCSAIMMUCS K BEACHUIO JI€JIONPOU3BOJICTBA;

* CTaHJlapTaMH yHUPUIIUPOBAHHOM CHUCTEMBI OpraHu3aluOHHO-
pacnopsauTEeNbHON JOKYMEHTALINY;

* npaBuwiamMu opdorpaduu U MyHKTyaluu;

* IpaBWJIaMH paOOThI HA KOMITBIOTEPE U MHOM OPTTEXHUKE;

* IpaBWJIaMM U HOPMaMU OXpaHbl TPyJa, MPOWU3BOACTBEHHOW CaHUTAPUH U
MOKapHO# 0€30MacHOCTH;

*Ycraom u IlpaBuiiamMu BHYTPEHHErO TPYJIOBOIO pacmnopsika, IPYTUMH
JIOKaJIbHO-TIPABOBBIMU aKTaMU 00I11€00pa30BaTEIHLHOTO YUPEIKICHUS;

* TaHHOMW JIOJDKHOCTHOW MHCTPYKIIMEH M TPYAOBBIM JOTOBOPOM (KOHTPAKTOM);

» KonBeHnueit o npaBax pedeHka.

1.7. Jenonpon3BOaUTENb IIKOJbI 00513aH 3HATh CJIEYIOUIEE:

* ['ocynapctBennsiii ctannapt Poccutickont @enepanmu «/lenonpons3BoicTBO U
apXUBHOE JIEJI0»;

* HOPMATUBHbBIE TPABOBbIE AKThl U HOPMATUBHO-METOJUYECKUE JTOKYMEHTHI,
MOJIOKEHUS,, WHCTPYKUMM W HWHBIE Marepuadbl W JIOKYMEHThl [0 BEJICHUIO
JEJI0NPOU3BOACTBA B IIKOJIE;

* COBpeMEHHbIE UH(GOPMAIIMOHHBIE TEXHOJIOTMHU PabOThI C JOKYMEHTAMH,

* IOPSAA0K PabOTHI C JOKYMEHTaAMH,

* CXEMBbI JOKyMEHTO000pOTa,



* MpaBWIIa pabOTHI C BXOASIIUMHE, UCXOIAIIMMH U BHYTPECHHUMU IOKyMEHTaMH,

* MpaBWJIa OpraHu3alid u (HOPMBI KOHTPOJSI HUCIIOIHEHUS JOKYMEHTOB B
00111e00pa30BaTEIHLHOM YUPEKICHUH,

* THIIOBBIC CPOKH HCIIOJHEHUS JOKYMECHTOB,

* IPUHITUTIBI PaOOTHI CO CPOKOBOM KapTOTEKOM;

* HA3HAYCHHUE U TEXHOJIOTUS TEKYIIETO U IPEIyNPEANTEILHOTO KOHTPOJIS,

* IpaBUJIa COCTABIICHUS AHAIUTUYCCKUX CIPABOK IO OPTaHU3AIMHU PAOOTHI C
JOKYMEHTaMHU ¥ KOHTPOITIO UCTIOTHEHUS IOKyMEHTOB;

* MpaBUIIa JOKYMEHTAIIMOHHOTO o0ecrieueHus JESITeTbHOCTH
00111e00pa30BaTEIHLHOTO YUPEKICHUS;

* BUJIBI JOKYMEHTOB, HX Ha3HAYCHHE;

* TpeOOBaHMS, TPEABABIAEMbIE K JOKyMEHTaM B  COOTBETCTBHH C
HOPMATHUBHBIMU aKTaMH U TOCYAapCTBEHHBIMH CTaHIapTaMHU,

*TpaBWJIa COCTaBICHUA U OQOpMIICHUS UH(POPMALMOHHO-CIIPABOYHBIX,
OpTaHU3aIMOHHBIX, YIIPABICHYECKHUX JTOKYMEHTOB;

*MpaBWJIa CO3JaHHUS M BeJCHHS 0a3 JaHHBIX CIYXKEOHBIX JTOKYMEHTOB B
00pa3oBaTenbHON OpraHu3aluy;

* CHCTEMBI DJIEKTPOHHOTO IOKYMEHTO000POTa,;

* IpaBWJIa U CPOKH OTIIPABKU HCXOJSIINX TOKYMEHTOB;

* TpeOOBaHMSI OXpaHbI TPYJa U MOKAPHOH OE30MaCHOCTH Ha paboYeM MECTE;

* METOIMYECKHE PEKOMEHIAIMH IO BBHIMOJHEHUIO PadOThl C JOKyMEHTAaMH B
00111e00pa30BaTENbHbBIX YUPEKICHUSX;

* IIOPSITIOK KOHTPOJISL IPOXOXKICHHS CITY)KEOHON JTOKYMEHTAIMH U MaTePHAJIOB;

* CTPYKTYpY 00111€00pa30BaTeIbHOTO YUPEKACHUS U COCTAB COTPYTHUKOB;

* BUJbl HOMEHKJIATyp, oOuue TpeOOBaHMS K HOMEHKIAType, METOJUKa €€
COCTaBJICHHS U O(DOPMIICHMUS;

* IopsAIoOK ¢opMupoBaHus U odopMIIeHUs Jel, crenuduka (GopMUPOBAHUS
OTIENLHBIX KAaTeTOPHA JelT;

* IpaBWJIa XpaHEHUS [eJI, B TOM YHCIE€ C JOKYMEHTaMH OTPaHHMYEHHOTO
JOCTYTIa;

* paBWJIA BHIJJAYX U UCIIOJIB30BAHUS JJOKYMEHTOB M3 COPMHUPOBAHHBIX JIEIT;

* KPUTEPUU pa3zciieHHs JOKYMEHTOB Ha TPYIIIbI B COOTBETCTBUU C IEHHOCTHIO
WH(pOPMAIINH, COACPIKAIICHCS B HUX;

* IOPSIIOK CO3JaHMS, OPTaHU3AIUKN U JOKYMEHTUPOBAHUS Pa0OTHI SKCIEPTHOU
KOMICCHUH,

* IpAaBWJIA COCTABIICHHS M YTBEPXKICHUS MPOTOKOIA PabOTBHl AKCIEPTHOU
KOMHKCCHH,

* paBWJIa COCTABJICHUS W YTBEPIXKACHUS aKTa O BBIICICHUU JIOKyMEHTOB, HE
TIOJIeXKAINUX XPAHCHUIO;



* IpaBUJia TEXHUYECKONH 00pabOTKHU U MOJHOTO 0(QOPMIICHUS [N MOCTOSIHHOTO
Y BPEMEHHOTO CPOKOB XPaHEHNS,;

* IpaBWJIa COCTABJIEHUS ONHMCH [ IIOCTOSHHOIO W BPEMEHHOIO CPOKOB
XpaHEHHs] B COOTBETCTBMU C JEUCTBYIOIIMMH HOPMAaTUBHO-METOJAMYECKUMU
NOKYMEHTaMU;

* IpaBuUJIa MEepeavu JIed B apXUB 00111€00pa30BaTEIbHOIO YUPEKICHUS;

* IpaBWJIa MCIOJIb30BaHUs TenedoHa, dakca, KCepokca, MPUHTEpA, CKaHepa,
KOMIIBIOTEDA;

* IpaBuiia pabOThl ¢ TEKCTOBBIMH PEJAKTOPAMH U AJIEKTPOHHBIMHU TaOJIMLIAMH,
0a30ii TaHHBIX, HTEKTPOHHON OYTON, HHTEPHET Opay3epamu;

* TEXHOJIOTUIO CO37aHMsi, OOpaOOTKH, Mepelayd M XpaHEHUS Pa3IndHbIX
JOKYMEHTOB;

* IpaBUJIa JIEJIOBOM NEPENUCKH, COCTaBICHMs UM Habopa JENIOBBIX IHCEM C
PUMEHEHUEM THIOBBIX 00pa3LOB;

* ZICIIONPOU3BOJCTBO U €TI0 BEJICHUE;

* TpeOOBaHUA 1O  COXPAHHOCTH  CIIyeOHOW  uH(OpManuu, 3anure
MEPCOHANIbHBIX TAHHBIX;

* OCHOBBI 3TUKHU U ICTETUKU;

* IpaBUJIa 1€JI0BOTO OOIICHMS;

* IOPSA0K OKa3aHUs [IepBOM JOBpauyeOHOM momoIy;

* [IOPSAJIOK JEHUCTBUUW NPU I[OXKAPE WIM HHOW YPE3BBIYANHOM CUTYyalUH,
ABaKyalMH.

1.8. Jlenonpon3BoAUTENb MIKOIBI JOHKEH YMETh!

* paboTaTh CO BCEl COBOKYNMHOCTHIO HH(POPMALMOHHO-AOKYMEHTAIIMOHHBIX
pecypcoB 00111e00pa30BaTEIBHOTO YUPEKICHHUS

* [I0JIb30BAThCS CIIPABOYHO-TIPABOBBIMHU CHCTEMaMU;

* [I0JIb30BaThCSl aBTOMATHU3MPOBAaHHBIMU CHUCTEMaMH Y4eTa, pPETUCTpaluH,
KOHTpOJIZ ¥  UHGOPMAIMOHHO-CIPABOYHBIMU ~ CHUCTEMaMH Hpu  pabore ¢
JOKYMEHTaMU IIKOJIb;

* IPUMEHSTh COBpEMEHHBIC WH(POPMAITMOHHO-KOMMYHHUKAITHOHHBIE
TEXHOJIOTUU JJi1 pabOThl C JOKYMEHTaMH, B TOM YHUCJE JUIsl €€ ONTUMH3ALUU U
MOBBIIIEHUS 3P PEKTUBHOCTH;

* OpraHu30BbIBaTh  PabOTy MO YyYeTy, XpaHEHUIO U Tepeaade B
COOTBETCTBYIOILIEE  CTPYKTYpHOE  NOJApA3JEIEHUE  JOKYMEHTOB  TEKYIIEro
NEJONPOU3BOCTBA;

* ICTIOJIb30BaTh ~ HOMEHKJIATypy  Jled  [pU  U3YYEHHH  CTPYKTYpHI
00111600pa30BaTEILHOTO YUPEKIEHHUS, COCTABICHUHU OMUCEN JIe;

* OpraHu30BbIBaTh paboTy 10 (GOPMHUPOBAHUIO JI€T B COOTBETCTBUU C
YTBEPKIAECHHON HOMEHKJIATYPOU JIEJT IIKOJIBI,



* IPaBUJILHO M CBOEBPEMEHHO (hOPMUPOBATH JOKYMEHTHI B JIeJia C YYETOM HX
cHeu(UKY;

* CUCTEMATU3UPOBATh JOKYMEHTHI BHYTPH JIe7Ia;

* o0ecreunBaTh COXPAHHOCTh M 3aIUTY JOKYMEHTOB 0OO0IIEO0pa30oBaTEIHLHOTO
YUpEKICHHUS,

* I0JIb30BAThCSl MEPEUYHSMU JIOKYMEHTOB M aHalM3UpPOBaTh (PaKTHUUECKOe
collepKaHUE MMEIOIUXCS B Jelie JOKYMEHTOB MpPHU ONpPEIENIEHUH CPOKOB HX
XpaHCHHSI,

* 0pOpMIISAITH OOJIOKKHU JEJT MOCTOSTHHOTO M BPEMEHHOTO CPOKOB XPAaHCHHS B
COOTBETCTBHUH C TPEOOBAaHUSMHU TOCYAAPCTBEHHBIX CTAHIAPTOB;

* IPOU3BOJIUTH CTPYKTYPHYIO CHCTEMATU3AITHIO JET;

* OCYHIECTBJISITh TEXHUYECKYI0 O00pabOTKy W TMojHoe odopmieHue el
MOCTOSIHHOTO Y BPEMEHHOT'O CPOKOB XPaHEHUS;

* COCTABJISITh OIKCH JEJ TOCTOSIHHOTO M BPEMEHHOTO CPOKOB XpaHEHUs B
COOTBETCTBHHM C JICHCTBYIOIUMHA HOPMATUBHO-METOJUUECKUMHU JJOKYMEHTaMHU.

1.9. CoTpyaHuK TOJDKEH 03HAKOMHUTLCS C IAHHOW JOJDKHOCTHOW HHCTPYKITUCH,
WHCTPYKIIMEH TI0 OXpaHe TpyHaa ISl AEIOTPOW3BOIWTENS, 3HATH M COONIOAATH
YCTaHOBJICHHBIC TIPABIJIA U TPEOOBAHUS OXpaHBI TPyAA U MOKAPHOH O€30MaCHOCTH,
npaBuiia JUYHOW TUTHEHBI U TUTUEHBI TpyAa B 0011e00pa30BaTeIbHON OpraHU3aIiy.

1.10. Jlenmonmpou3BOAMUTENb JODKEH MPOWTH OOy4YeHHE U HMETh HaBBIKU
OKa3aHMs TMEepBOM TMOMOIIM TMOCTPAJABIIMM, 3HATh TMOPSAOK JEUCTBUM IpuU
BO3HUKHOBEHUHU TMOXKapa WJIM WHOM 4YpE3BBIYANHONW CHUTyallMM M SBaKyallid B
00111e00pa3oBaTeNbHON OpraHU3aluu.

2. TpynoBbie GyHKIIUH
K OCHOBHBIM ()YHKIIMSAM JI€TONPOU3BOIUTENS OTHOCATCS:

2.1. JIokyMeHTaIMOHHOE OOeCIeueHne JAeATEILHOCTH 00Ie00pa30BaTeILHOIO
YUPEKICHUS:

2.1.1. Opranuzanus padoThI C IOKYMEHTaMHU.

2.1.2. Opraauzanus TEKYIIEro XpaHEHHs JOKYMEHTOB.

2.1.3. Opranu3zanust 00paOOTKH J1eJ1 AJisl TOCIETYIONIETO XPaHECHMUS.

3. lo/zKHOCTHBIE 00SI3aHHOCTH
Jenonpouzeooumensv 6 wikoie ocyujecmeisiem 8blnoJiHeHue 00s3aHHOCIEl:
3.1. B pamkax TpyaoBoU HYHKIIMU OPraHu3aiy PA0OTHI C JTOKYMEHTAMMU:

* IpHEM | TIePBUYHAS 00pa00TKa BXOASIINX TOKYMEHTOB;

* IPEIBApUTEILHOC  PAacCMOTPEHHE M COPTHUPOBKAa  JOKYMEHTOB  Ha
PETHCTPUPYEMBIC U HE PETUCTPHPYEMbIC;,

* IOIFOTOBKA BXOIAIINX JIOKYMEHTOB ISl PACCMOTPEHHSI TUPEKTOPOM IIIKOJIBI;



* peTUCTpAIUs BXOASAIINX JOKYMEHTOB;

* OpraHu3aIusl TOCTABKHU JTOKYMEHTOB UCIIOJIHUTEIISIM;

* BeJieHre 0a3bl TAHHBIX IOKYMEHTOB 0011€00pa30BaTEIEHOTO YUPEKACHIS,

* BeJieHrEe MH(OPMAITMOHHO-CITPAaBOYHON PaOOTHI;

* 00paboOTKa M OTIIPaBKa UCXOSINNUX JOKYMCHTOB;

* opraHu3anus padOTHl 1O PETHCTPAIlMU, Y4YETy, XPaHCHHIO W TIiepenadye B
COOTBETCTBYIOIINE  CTPYKTYPHBIC  IOAPA3ACIICHUS  JIOKYMEHTOB  TEKYIIEro
TIEIOTIPOU3BOICTRA,;

* KOHTPOJIb UCIIOJIHCHUS TOKYMEHTOB B 00111€00pa30BaTeIIbHOM YUPEKICHHH.

3.2. B pamkax TpyaoBod GVHKIHUM OpraHU3aliyi TEKVIIEr0 XpaHEHUS

JOKYMCHTOB.

* pa3paboTKa HOMEHKJIATYPHI JIe]T 00111e00pa30BaTEIIbHOTO YUPEKIACHHUS,

* IpOBEpKa MPaBUIBLHOCTH O(GOPMIICHHS JOKYMEHTOB M OTMETKH 00 HX
UCIIOJTHEHUH TIepe]l uX (OPMUPOBAHUEM B JCIJIO JUIS TOCIIEAYIOIIETO XpaHCHUS;

* (hopMyIHpOBaHUE 3ar0JI0BKOB JIe]l U OIPEICIICHUE CPOKOB UX XPAHCHHS;

* (hopMuUpOBaHUE JIETT;

* KOHTPOJb TPABHUJIBLHOTO M CBOCBPEMEHHOTO PACIPEICICHUS M TIOIITHBKH
JIOKyMEHTOB B JIeJIa.

3.3. B pamkax TtpynoBoil (YHKIMU OpraHu3anui o0paOOTKH Aei  JJid
ITOCJIEAYIONIETO XPAHCHMS

* IpOBEpKa CPOKOB XPaHEHUs JOKYMEHTOB, COCTaBIIEHHE MPOTOKOJIa pabOThHI
AKCIEPTHON KOMUCCHH MO MOJATOTOBKE TOKYMEHTOB K XPaHEHHIO, aKTa O BBIJCICHUU
K YHUUTOXEHHUIO JOKYMEHTOB, HE MOJICKAIINX XPaHEHUIO;

* COCTaBJICHHE BHYTPEHHEN OMUCH JIeJ JISI 0CO00 IIEHHBIX TOKYMEHTOB IIKOJIbI;

* opopMIIEHUE A€ TOCTOSHHOTO, JOJTOBPEMEHHOIO CPOKOB XPaHEHUS,

* opopMmieHHUE OOJOKKH JIeT TOCTOSHHOTO, JIOJITOBPEMEHHOTO CpPOKOB
XpaHEeHHUS,

* COCTaBJICHHE OIKCH JIeJI IOCTOSIHHOTO, IOJTOBPEMEHHOTO CPOKOB XpPaHEHUS,

* TIepeiaya Jiell B apXuB 0011e00pa30BaTEILHOTO YUPEKICHUS.

3.4. Oprann3oBbIBacT BHEJPEHNUE, BEJICHUE (B TOM 4yHUCIie
ABTOMATU3UPOBAHHOE) U PA3BUTHE CUCTEM JOKYMEHTAIIMM, BKJIIOYAsl JJICKTPOHHBIC
JIOKYMEHTBI.

3.5. Bmecte ¢ aaMUHUCTpamMed IIKOJbI TOATOTABIMBACT OTUYCTHBIC
JOKYMEHTBI JIJI1 BBIIMIECTOSIIIIMX OPTaHW3AIMi, TOTOBUT CIIy)KCOHBIE MHCHMA,
CIIpaBKH.

3.6. Bener npuem noctynaroiieil Ha UMs TUPEKTOPA MIKOJIbI KOPPECTIOHICHITHH
(97IEKTPOHHOM TOYTHI), PETUCTPUPYET €€ U BBIMOJHACT CHCTEMATH3AIUIO COTJIACHO
OpUHATOMY B 00HIE00pa30BATENIbHOM  YUPEKIEHUU TMOPSNKY, TMocle ee



PACCMOTpPEHHS JUPEKTOPOM TepeJaeT M0 Ha3HAYEHUIO WCTIOJHUTEISAM IS
MIPUMEHEHUS B X0JI€ UX JCSITSIBHOCTH WJIH MOJATOTOBKH OTBETA.

3.7. Bener TOCTOSHHBIA YYeT, KapTOTEKy MPOXOXKIACHUS TOKYMEHTOB,
KOHTPOJMPYET WX  HWCIOJHEHHWE,  BBIJACT  TpeOyeMble  COpaBKA  TIO
3apEruCTPUPOBAHHBIM JOKYMEHTAM.

3.8. BeImonHsAET OTHpaBKy UCTIOJTHEHHONW KOPPECTIOHICHIINH aJpecaTaM, BeJeT
yUeT MOJIy9aeMOi U OTIPABIISIEMON KOPPECIIOHICHIINN, CUCTEMATU3UPYET U XPaHUT
JTOKYMEHTBI TEKYIIIETO apXUBa.

3.9. 3anumaercs o0¢GOpMIICHHEM TPYAOBBIX JOTOBOPOB M JIMYHBIX eI,
yCTpauBaloIuXxcsi Ha paboTy COTPYIHUKOB, oOpadaThiBaeT U OPOPMIISIET Mepeaavy
JUYHBIX JIeJT COTPYTHUKOB B APXHUB.

3.10. ®opmupyeT TUYHBIC JIe]1a YICHUKOB, 00YJaIOIIUXCS B IIIKOJIE.

3.11. OcymiecTBasIET Y4eT 00yUarOIMMUXCs JIbIOTHBIX KATETOPHil.

3.12. Bener kHUTH MPUKA30B, IeYaTaeT MPUKA3bl IO OCHOBHOM JIEATEIHLHOCTH,
UHBIC MTPUKA3bl. 3HAKOMUT COTPYTHUKOB IIKOJBI C MPUKA3AMHU O MOAMNKUCH B JIEHb
WX W3JaHUS.

3.13. CormnacHo pacmopspKEHUSIM TUPEKTOpa IIKOJBI mmeyaTaeT U oQopmisieT
TpeOyeMyIo JOKYMEHTAIIUIO JIJIsl BEICHUSI Y4eOHO-BOCTIUTATEIHHON IEATEIHHOCTH B
IIKOJIE, BBITIOJIHEHUSI TOI0BOTO IJIaHa.

3.14. BeimonHser paboTy 1O CO3JaHUIO CIPABOYHOIO ammapara 1o
JIOKyMEHTaM, 00ecrieurBaeT yI0OHBINA U OBICTPBINA UX TIOUCK.

3.15. 3aHumaercs cOOpoM HEOOXOAUMBIX MATEPHANIOB I TOJATOTOBKH
COBEIIaHWN PaOOTHUKOB IITKOJIBI, OTOBEIICHUEM YYaCTHHUKOB O BPEMEHH, MECTE,
MTOBECTKE JTHS COBEIIAHUS U UX PETHCTPAIIHCH.

3.16. SBnsercsa cekperapeM aIMUHUCTPATHBHOTO COBCIIAHUS TIPH TUPEKTOPE
00111e00pa30BaTENILHOTO YUPEKACHUS.

3.17. B rpanunax cBoei KOMIETEHIIMH YYacCTBYET B COCTABICHUU MPOTPAMMBI
pPa3BUTHS  JICJOMPOU3BOJICTBA  OOIICOOPA30BATEIBHOTO  YUPEKIEHUSI, BHOCHUT
OPEeNJIOKeHUsT  TO0  BOMpPOCaM  yCOBEPIICHCTBOBAHUSA  JIETIOMPOU3BOJICTBA
00111€00pa30BaATENBLHOTO YUPEKACHHUS.

3.18. OGecrieunBaeT 3ammMTy TpaB ¥ CBOOOJ AeTeH, poauTenell (3aKOHHBIX
MpeACTaBUTENEH) TPU 00pabOTKE MEPCOHAIBHBIX TaHHbIX (Hanee — [1]1).

3.19. Ilpm wHCHONB30BaHUM BJIEKTPOHHOTO OOOpPYAOBAaHMS, B TOM YHCIIE
KJIaBHATYpPhl W MBIIIH, E€XEIHEBHO JE3MHPUIIUPYET WX B COOTBETCTBUH C
PEKOMEHJAIMSAMH TPOU3BOIUTENST JIMOO C MCIHOJb30BAaHUEM PACTBOPOB WIU
cangeTok Ha CIUpTOBOM ocHOBe (He MeHee 70% crmpTa).

3.20. JlenonpousBOoAUTENh B HIKOJE CTPOTO COOJIOAET CBOKO JOJDKHOCTHYIO
WHCTPYKIIHIO, TIPOXOIUT MEPUOTNIECKAEC METUITTHCKIE OCMOTPHI.



3.21. Ctporo cobmomaer KOH(DHIACHINAIBHOCTh TEPCOHANBHBIX JAaHHBIX H
TpeGoBaHus Mo 3amuTe u 0e3onacHoctu I/ mpu ux ob6paboTke, HEAOMYIIIEHUE HX
pacnpocTtpaHeHus: 6e3 cornacusi cyowekra [1J] unum Hamuuus apyroro 3aKOHHOTO
OCHOBaHUSI.

4. IIpaBa
JleTonpon3BOINTEIb KOl UMEET MOJTHOE TPaBO:

4.1. IlpuauMaTh yyacTHe B YIPaBICHUU 001I€00pa30BaTeNbHBIM YUPEKIACHUEM
B IIOPSIZIKE, YCTAHOBJIEHHOM Y CTaBOM.

4.2. Ha pabGodee MeCTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUSAM OXPaHbI
Tpy/la ¥ TTO’KapHO# 0€30MacHOCTH.

4.3. Ha 3amuTy cBoeii MpoeCCHOHAIIBHON YECTH U JOCTOUHCTBA.

4.4. Ha mnepemauy JIOKyMEHTOB [Jsi HUCIIOJHEHUS M Ha TpeOOBaHHE OT
UCTIOJHUTENEH  IpaMOTHOTO M MpaBWIbHOIO  odopmiieHuss  TpeOyeMbIX
JOKYMEHTaJIbHBIX MaTEPHAJIOB.

4.5. Ha 3anpammBanue OT aAMUHHACTPALIMY LIKOJIBI, IIOJy4EHUE U TPUMECHEHUE
MH()OPMAIIMOHHBIX MaTEpUAIOB, HOPMATUBHBIX M MPABOBbIX JOKYMEHTOB,
HEOOXOJIUMBIX ISl BEITIOJIHEHUSI CBOUX JIOJKHOCTHBIX O0SI3aHHOCTEH.

4.6. 3HaKOMHUTBCSI CO BCEMH HMMEIOIIMMUCS MaTepuaiaMH €ro JIMYHOTO Jelna,
OT3bIBAMU O CBOEH pabote, ’kamo0aMu M HHBIMU JIOKYMEHTAMH, OTPaKarolIUMHU
OLICHKY €r0 TPyAa, IPEAOCTABIIATH [10 HUM HOSICHEHUS.

4.7. Ha MopaJlbHOE M MaTepualbHOE IOOLIPEHHE, Ha CBOECBPEMEHHYIO W B
MOJTHOM O0BbEME BBIIIATY 3apabOOTHOW IUIATHI, @ TAaKXKE Ha 3alIUTy COOCTBEHHBIX
MHTEPECOB U UHTEPECOB COTPYIHUKOB IIKOJIBI.

4.8. OTka3aThCsl OT BBIMOJIHEHUS pabOT MpU BO3HUKHOBEHUH YIPO3bI KU3HU U
3JI0pPOBBIO BCIIEACTBHE HApYLICHUs TPEOOBaHUHN IO OXpaHe Tpy/a.

4.9. TToCTOSIHHO TIOBBIIIATH CBOIO MPOGECCHOHANTBHYIO KBATU(DUKAITHUIO.

4.10. Ha 3ammry cBoux mnpodeCCHOHATBHBIX HMHTEPECOB CAMOCTOSITENIBHO U
(um  4Yepe3 3aKOHHOTO TMpPEACTAaBUTENS, B TOM UHUCIE ajBoKaTa), B cClydae
JUCHUIUITMHAPHOTO WJIHM CIIYKEOHOTO paccieloBaHMsl, CBI3aHHOTO C HECOOIIOAEHUEM
HOpPM mpodeccuoHalibHOM 3THUKKM. Ha HepasriameHue IUCHMUILUIMHAPHOTO
(city>keOHOr0) pacciieoBaHus, UCKII0Yas CIy4dau MPeayCMOTPEHHbBIE 3aKOHOM.

4.11. Ha Bcrymiienne B mpo(dcoro3bl ISl 3alllUThl CBOUX TPYIOBBIX IPaB,
cB0OOJ M 3aKOHHBIX HMHTepecoB. Ha mosydeHue coluaabHBIX TapaHTHH U JIBTOT,
MPEYCMOTPEHHBIX 3aKOHOATEIbCTBOM Poccuiickoit denepannu.

5. OTBETCTBEHHOCTH
5.1. 3a HEeBBINOIHEHNE WM HAPYLIEHWE NAHHOW JOJDKHOCTHOM HMHCTPYKUMU
JENONPOU3BOANTENIS B IIKoJe, YcraBa U IlpaBuil BHYTpPEHHEro TpPYAOBOTO



pacrmopsiika, 3aKOHHBIX PACIIOPSHKEHUN TUPEKTOpa IIKOJIbI M JIPYTUX JIOKAJIBHO-
HOPMATHBHBIX aKTOB, a TaK)Xe€ 3a TPHUHITHE PEIICHW, TMOBICKIINX HAPYIICHHUE
y4eOHO-BOCTTUTATEIIBHBIX OTHOIIICHUH, JIETOTPOU3BOUTEIH HECceT
TUCITUTUTMHAPHYIO OTBETCTBEHHOCTh B TMOPSAKE, YCTAaHOBICHHOM 1pYyIOBBIM
3akoHomaTenbcTBOM Poccutickoit @eneparum.

5.2. 3a npuMeHeHue, 1ake OJJHOKPATHO, CIOCOOOB BOCIUTAHMUS, BKIIIOUAIOIINX
B ceOs1 du3udeckoe M (UJIM) MCUXOJOTHYECKOe HACUJIME HaJ JUYHOCTHIO peOcHKa,
JIEONIPOU3BOAUTENIb MOKET OCBOOOKIATHCSA OT 3aHUMAEMOM JOJKHOCTH COTJIACHO
TPyAOBOMY 3aKOHOnarenbCcTBy Poccuiickon @enepanuu. YBOJIBHEHUE 3a TaKOU
MOCTYNOK HE MPUHUMAETCA 3a MEPY JUCIUIUIMHAPHON OTBETCTBEHHOCTH.

5.3.  Hecer [HCUMIUIMHApHYIO  OTBETCTBEHHOCTh 334  COXPAaHHOCTH
JOKYMEHTAIIMH, HAXOSIIEHCs B KAOMHETE 1eTONPOU3BOIUTES.

5.4. TlpuBnekaeTcss K IUCHUIUIMHAPHOW OTBETCTBEHHOCTH 3a pasIJlallleHHe
CiIyeOHOM M KOH(MUIEHIHUATBLHON HH(pOopManuu, UHOOPMAIIMU O TEPCOHATBHBIX
JAHHBIX COTPYAHUKOB ¥ 00YYArOIINXCsI 00111€00pa30BaTEIBHOTO YUPEIKICHUS.

5.5. 3a HapyuieHue npaBuUi TOXKApPHOW OE30MACHOCTH, OXpaHbl TPY.a,
CAHUTAPHO-TUTMEHUYECKUX HOPM M  TpPaBWI  JEJTONPOU3BOJUTEIL  MOXKET
MPUBJICKATHCS K AIMHUHUCTPATHBHOW OTBETCTBEHHOCTH B TIOPSAAKE W B CIIyYasX,
YCTaHOBJICHHBIX aJIMUHUCTPATUBHBIM 3aKOHOAaTENHCTBOM Poccuiickoit denepanuu.

5.6. 3a m000e BUHOBHOE MPUYMHEHHE 00I11€00pa30BaTEILHOMY YUPEKICHUIO
WIM YY4aCTHUKAM 00pa30BaTeIbHBIX OTHOIICHUMN yiiepOa (B TOM YHCJI€ MOPAIbHOTO)
B CBA3U C BBINOJIHECHUEM (HEBBINOJIHEHUEM) CBOUX MPSIMBIX JOHKHOCTHBIX
00s13aHHOCTEN EIONMPOU3BOIUTEIb IIKOJIBI HECET MAaTEPUAIBHYIO OTBETCTBEHHOCTh
B TOpSAOKE W B TIpelaesiaX, YCTaHOBJEHHBIX TPYAOBBIM M (WJIH) TPaKIaHCKUM
3aKoHoAaTenbCcTBOM Poccuiickon denepannu.

6. BzaumoorHomenusi. CBA3U M0 J0KHOCTH
J1esTonpon3BOANTENH IKOJIEI:

6.1. Jlemompou3BomuTENs  BBHIMIOJHSET paboTy  corjlacHO  Tpaduky,
COCTaBICHHOMY ¢ yueroM 40-yacoBoil paboueld Henenu, M YTBEPKIECHHOMY
JTUPEKTOPOM 00111€00pa30BaATEIHHOTO YUPEKICHHUS.

6.2. IloctosHHO oOMeHUBaeTcsi uHGoOpMaIMeld 0 BOMPOCaM, OTHOCSIIUMCS K
€ro KOMIETEHIMH, C aJAMHUHHCTpaIfel, OyxranTepuel, Meaarorn4ecKuMH
paboTHUKaAMU H OOCITY>KMBAIONIUM TIEPCOHAJIOM IIIKOJBI, C POIUTEISIMU JeTei
(JIMIIaMU UX 3aMEHSIOIINMHU).

6.3. Tlomywaer ot pgupekTopa 001I€00Pa30BATENBHOTO  YUPEHKICHUS
UHPOPMAIIMI0O  HOPMATHBHO-TIPABOBOTO W OPTraHM3AIMOHHOTO  XapakTepa,
3HaKOMHUTCS TIOJT PACIIMCKY C HEOOXOAUMBIMH IOKyMEHTAMH.



6.4. BoBpems coo0IIaeT OUPEKTOPY IIKOJbI W €ro 3aMEeCTHTENs M 00
uH(pOpMaLK, IPUKA3aX, PACTIOPSHKEHUSX U UHOW TOKYMEHTAIUU, MOCTYMUBIICH 1O
3JIEKTPOHHOM TOYTE.

6.5. Uupopmupyet aupektopa (MpU OTCYTCTBUU — UHOE JIOJKHOCTHOE JIUIIO)
0 (QakTe BO3HUKHOBEHHS TPYNIOBBIX HHPEKIIMOHHBIX W HEUH(PEKIIMOHHBIX
3a00JeBaHNil B 00II€00pa30BaTEIbHON OpPraHU3AIMK, 3aMECTUTEIISI AUPEKTOpa MO
aJIMUHUCTPATUBHO-XO3SIMCTBEHHOM YacTH — 00 aBapUHHBIX CUTyalusix B pabdote
CUCTEM DJIEKTPOOCBEIICHHS, MEPCOHATBHOTO KOMIBIOTEpA M WHOM OPITEeXHUKH,
OTOILUIEHHUS U BOJIOIIPOBO/IA.

6.6. Bo Bpems OTCYTCTBHS JIETOMPOU3ZBOIUTENS €r0 0OS3aHHOCTH BBITIOJTHSIET
COTPYJIHUK, UMEIOUINI Bce Tpedyromuecs NpodecCHOHaIbHbIe 3HAHUSA, YMEHHS H
HABBIKM, HA3HAYEHHBIA MPUKA30M JUPEKTOpa IIKOJbI. JIaHHBIA COTPYIHHUK
OpUOOpETaeT COOTBETCTBYIOIIME IIpaBa MU HECET IIOJIHYI0 OTBETCTBEHHOCTH 3a
KayeCTBEHHOE BBIMOJIHEHNUE BO3JI0KEHHBIX Ha HErO 00S3aHHOCTEH.

7. 3aKJII0YNTeIbHbIE M0JI0KEHUS

7.1.  O3HaKOMJEHWE [EJIONPOU3BOJIUTENS C HACTOALIEW WHCTPYKLIMEH,
OCYILIECTBIISIETCA MPHU MTPUEME Ha padoTy (/10 MOAMUCAHUS TPYAOBOTO JOTOBOPA).

7.2. OauH dK3eMIUISp JOJDKHOCTHOM MHCTPYKIIMM HAXOJUTCS Y paboTojarers,
BTOPOM — y COTPY/IHHUKA.

7.3. ®akT O3HAKOMJICHUS [EJIONPOU3BOJAUTEINS C HACTOSIIECH TOTKHOCTHOU
UHCTPYKIIUECH  TOATBEPXKAACTCS  MOANUCBHI0O B OK3EMIUIIpE  JOJHKHOCTHOM
MHCTPYKIIMH, XpaHAIIEeMCsl y padoTojaresis, a TakKe B JKypHaje O3HAKOMJICHHS C
JOJDKHOCTHBIMU MHCTPYKITUSIMH.

Honoxcnocmuyro uncmpykyuto paspaboman: / /

C 00191cHOCMHOU UHCMPYKYUEl 03HAKOMAEH (@), 00UH IK3eMNIAP NOLYYUlL (a)
«_» 202 . / /
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