JonskHOCTHAS MHCTPYKIMS /1€JI0NPOU3BOAUTEIA
MBOY COII Nel108 um KO.B. AnnponioBa r Mo3noka.

1. O0mme nos10:keHUS

1.1. Hacrosimasi TOJDKHOCTHAs WHCTPYKIMS COCTaBJieHa Ha ocHoBe I[Ipodcrammapra: 07.002
«CrneuuanucT 1O OpraHU3allMOHHOMY M JOKYMEHTAI[MOHHOMY OOECIEeYEHHUIO YIpaBJICHUS
OpraHu3aluen», YyTBEPKACHHOTO MpHKa3oM MUHHCTEpCTBA Tpyda W COLMAIBHOM 3alllMThI
Poccuiickoit @eaepanuu Ne 2761 ot 6 mas 2015 1; ¢ yuerom DenepanpHoro 3akona No273-D3 ot
01.12.2012r «O06 o6pazoBanuu B Poccuiickoit deaeparun» B pemakiuu ot 2 uronst 2021 roxaa; CIT
2.4.3648-20 «CaHMTapHO-3MIUAEMHUOIOTHYECKHE TPEeOOBaHMWSA K OpraHU3alMsAM BOCIHTaHHSA U
oOyueHusi, OTAbIXa M O3JOPOBJICHUS JeTel M MoJoexku»; coriacHo TpyaoBomy Konekcy
Poccniickoit ®denepanum M MHBIM HOPMATUBHBIMHM AKTaMH, PETJAMEHTUPYIOIIUM TPYJIOBbIE
OTHOIICHUS MEX Iy paOOTHUKOM U paboToaTenem.

1.2. Hacrosimass WHCTPYKIMsS yCTaHaBIMBaeT (yHKIUMOHAIbHbIE OOS3aHHOCTH, TIpaBa H
OTBETCTBEHHOCTh COTPYJIHUKA, 3aHUMAIOIIEr0 B 00111€00pa30BaTEIbHON OpraHu3aluu JOHKHOCTh
JIeNIOTIPOU3BOUTEIISL.

1.3. Ha 0/DKHOCTD JISTIONPOU3BOIUTEIISE MOXKET Ha3HAYATHCS JIUIIO:

* uMewllee cpenHee npodeccuoHalbHOE 00pa3oBaHME, IPOLIEJIIee  [POrpaMMBbl
MOATOTOBKH KBATU(PUIIMPOBAHHBIX PAO0UMX, CITyXKaIUX;

*  COOTBETCTBYIOIIEEe TpeOOBaHMSIM, KACAIOIIMMCS MPOXOXKACHUS MpEeABAPUTEIHHOrO (IpH
MOCTYIUIGHHH Ha DPabOTy) U MEPHOJUYECKHMX MEAULHUHCKUX OCMOTPOB, BHEOUYEPEIHBIX
MEIUIIMHCKUX ~ OCMOTpPOB  TIO  HampaBleHHIO  paborojaarens,  00sf3aTeIbHOTO
MICUXUATPUUECKOT0 OCBUCTEIHCTBOBaHUS (He pexke 1 paza B 5 ner), mpodeccruoHambHON
TUTMEHUYECKOW MOJrOTOBKU M arTecTaluu (Ipu mpueMe Ha paboTy U janee He pexe 1
paza B 2 roja), BaKIMHALIMM, a TaKXKe HMEIOIIee JUYHYI) METUIIMHCKYIO KHIKKY C
pe3ylbTaTaMu MEAUIIMHCKUX 00CIe0BaHUN U TaOOPATOPHBIX UCCIIEI0OBAHUHN, CBEACHUIMHU
O TPHUBUBKAX, [EPEHECEHHBIX HH(EKIIMOHHBIX 3a00JEeBaHUSAX, O MPOXOXKJICHUU
npodeccuoHaNTbHONW THTMEHNYECKOH MOATOTOBKY U aTTECTAllUHU C JIOITYCKOM K paloTe;

* HE MMeEIolee OrpaHMYCHUN Ha 3aHATHE TPYIOBOH JEATENLHOCTBIO B chepe oOpa3oBaHus,
n3n0keHHbIX B cTaThe 351.1 «OrpaHuyeHuss Ha 3aHATHE TPYAOBOW NIE€ATEIBHOCTHIO B
chepe oOpa3oBaHUS, BOCHHUTAHM, DPA3BUTHS HECOBEPIIEHHOJNETHHX, OPraHU3allid HX
OTIbIXa ¥ O3JO0POBIEHUS, MEIUIIMHCKOTO O0OeCHedeHus, COLUUaIbHOW 3alluThl U
COLIMANIBHOTO OOCIYy)XMBaHHUs, B c(epe AeTCKO-IOHOIIECKOTO CIopTa, KYyIbTyphl |
HCKyCCTBAa C YYaCTHEM HECOBEpUIEHHOJIETHHUX» TpynoBoro kojaekca Poccuiickoit
denepanuu.

1.4. Jlenonmpou3BOAWTENS HA3HAYaeT M OCBOOOXKJAET OT 3aHMMAEeMOW JOJDKHOCTH JAUPEKTOP
o0mieoOpa3oBaTebHON  OpraHM3allud B TOPSAKE, YCTAaHOBJIEHHOM TpYyIOBBIM KOJIEKCOM
Poccuiickoit @enepanuu 1 TpyIOBBIM JOTOBOPOM (KOHTPAKTOM) ¢ paOOTHUKOM.




1.5. Jlenonpou3BOANUTENb OTHOCHTCS K KAaTErOPUH TEXHMYECKHX HCIIOIHUTENEH M HAXOIUTCS B
IPSIMOM MOAYMHEHUH Y TUPEKTOpa 00111e00pa30BaTeIbHOTO YUPEKACHUS.

1.6. denompou3BOAMTENIb B IIKOJE TPH _ BHINOJHEHUH  JIOJUKHOCTHBIX _ 00S3aHHOCTEH
PYKOBOJICTBYETCSI:

* Koncrurynueit Poccuiickoit @enepanny;

* [IlopsakoM opraHu3aluy U OCYLLECTBIEHHS 00pa30BaTEIbHON JESITENBHOCTH 10 OCHOBHBIM
00m1eo0pa3oBaTebHBIM MIPOTpaMMaM - 00pa30BaTEIbHBIM IPOrpaMMaM HadalbHOTO
00111ero, OCHOBHOTO OOIIET0 U cpeHero o0Imero oopasoBaHusl, yrBepkaeHHbIM [Iprukazom
MunncrepcerBa npocserienus PO ot 28 asrycra 2020 r. Ne 442;

»  @enepanbHBIM rOCyIapPCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTaMH OOIIEro 00pa3OBaHMS,

e CII 2.4.3648-20 «CaHUTapHO-’IUJEMHOJIIOTHYECKUE TpeOOBaHWS K OpraHU3alUsIM
BOCIIUTAHUS ¥ OOYUIEHUSI, OT/bIXA U 03I0POBIICHUS JIETEH U MOJIOACIKI;

*  QJMUHUCTPATHBHBIM, TPYIOBBHIM W XO3SWCTBEHHBIM 3aKOHOJATEIhCTBOM Poccuiickoi
®denepanuu;

* TIOCTAHOBJICHHMSMH, pACHOPSDKCHUSIMH, TIPHKa3aMH ¥ HWHBIMA  PYKOBOISIIMMHU U
HOPMAaTHBHBIMH JJOKYMEHTAaMH, OTHOCSIIIIUMUCS K BEJICHHUIO JITTOTIPOU3BOICTBA;

* CTaHmapTaMH  YHU(DUIIMPOBAHHOHW  CHCTEMBl  OPraHU3AIMOHHO-PACHOPSAUTEILHON
JTOKYMEHTAIIHH;

* mnpaBwiamu opdorpaduu v NyHKTyaluH,

* TpaBHJIaMH pabOTHI Ha KOMITBIOTEPE M HHOW OPTTEXHUKE,;

* TpaBWJIAMH W HOPMaMH OXpaHBI TpPYyHa, TPOM3BOJCTBEHHOW CAaHHTAPHHA W TIOKAPHOH
0€30I1aCHOCTH;

* VYcraom u IlpaBuinamMu BHYTPEHHETO TPYIOBOTO paCIOPSIKA, APYITMMH JIOKAJIBHO-
MPaBOBBIMHU aKTaMH 00IIe00pPa30BaTEIBLHOTO YUPEIKICHHUS;

*  JIaHHO¥ JOJKHOCTHOM MHCTPYKIIUEH M TPYIOBBIM JOTOBOPOM (KOHTPAKTOM);

» KouBeHnueit o mpaBax peOeHKa.

1.7. Jdenonpou3BOaUTeNb MIKOJbI 00s13aH 3HATh CIEIYIOIIEe:

* T'ocynmapctBennbiii crangapt Poccuiickoit denepannu «J[e10npou3BOICTBO U apXUBHOE
TIeTI0N;

* HOpMATHUBHBIE TPABOBHIE AKThl U HOPMATHUBHO-METOJAMYECKUE AOKYMEHTBI, IMOJIOKEHUS,
WHCTPYKIMU U UHBIE MaTepuaibl U JOKYMEHTHI 110 BEACHUIO JIEIONPOU3BOJICTBA B LIKOJIE;

* COBpeMeHHbIEC HH(POPMAIIMOHHBIE TEXHOJIOTUHN pabOThI C JOKYMEHTAMU,

*  MOpPSAOK pabOThI C TOKYMEHTAMU;

*  CXeMbl JOKYMEHTO000pOTa;

* mpaBuia paboThl ¢ BXOJISIIMMHU, UCXOSIIMMU U BHYTPEHHUMH JOKYMEHTaMU;

* nMpaBWia OpraHu3auud W (QOpMbI  KOHTPOJIA  HUCHOJHEHUS  JOKYMEHTOB B
0011e00pa30BaTETLHOM YUPEKICHHUH,

* THUIOBBIE CPOKH HUCIIOJHEHUS JOKYMEHTOB;

*  NPUHIUIBI PaOOTHI CO CPOKOBOI KAPTOTEKOIH;

* Ha3HAuEHUE M TEXHOJIOTHUS TEKYIIETro U MpeaynpeIuTeIbHOr0 KOHTPOJIS,

* MpaBWiia COCTABJICHUS AHAIUTUYECKUX CIIPABOK MO OPraHU3alMK padOThl ¢ JOKYMEHTaAMH U
KOHTPOJIIO UCTIOJIHEHUS JOKYMEHTOB,;

* @paBuUJa JIOKYMEHTAIMOHHOTO oOecreyeHHus JeATeNbHOCTH 0011e00pa3oBaTeIbHOIO
YUPEKICHMUS,

*  BHJBI IOKYMEHTOB, X Ha3HAYCHHE,;

* TpeOoBaHUs, MPEABIBISIEMbIE K JIOKYMEHTaM B COOTBETCTBUU C HOPMATUBHBIMU aKTaMU U
roCy/IapCTBEHHBIMU CTaHAapPTaMH;

* MpaBWJa COCTaBJICHHS M OQopMIICHUS HUH(DOPMAIMOHHO-CIIPABOYHBIX, OPTaHU3AI[MOHHBIX,
YIIPaBJIEHYECKUX TOKYMEHTOB;

* TpaBUJIA CO3JIaHMS M BeAeHUs 0a3 JaHHBIX CIY)KEOHBIX JOKYMEHTOB B 00pa30BaTElIbHON
OpraHu3aIny;

*  CHCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTa;

* MpaBWJia U CPOKH OTHPABKH HCXOSAIINX JOKYMEHTOB,;




TpeOOBaHMUs OXpaHbI TPy U MOXKAPHOU OE30MacCHOCTH Ha paboveM MecTe;

METOJMYECKHE PEKOMEHJAIMM 10  BBIIOJHEHUIO paboThl C  JIOKyMEHTaMH B
00111e00pa30BaTENbHBIX YIPESIKICHUSAX;

MOPSAZOK KOHTPOJIS IPOX0XKACHUS CIY)KEOHOH TOKYMEHTALlUU U MaTepUAJIOB,;

CTPYKTYpY 00I111€00pa30BaTEIbHOTO YUPEIKICHHUS M COCTAB COTPYAHHUKOB;

BUJBI HOMEHKIJIATYp, 00mIe TpeOOBaHUS K HOMEHKIATYpe, METOAMKA €€ COCTABICHHS U
odopmIeHHS;

nopsnaok ¢GopMupoBaHus W odopmieHUs 1en, cnenrpuka (OpPMHUPOBAHUS OTIEIBHBIX
KaTeropuy JAel;

MpaBHJIa XPaHEHHS JIeJl, B TOM YHCIIE C JOKYMEHTaMH OTPAaHUYCHHOTO JIOCTYIIA;

MpaBHJIa BBIAYH U MCIIOJIb30BAaHMS JOKYMEHTOB M3 c(hOPMUPOBAHHBIX €T,

KPUTEPUH pa3JeIeHUus] JOKYMEHTOB Ha TpPYNIBl B COOTBETCTBUM C IIEHHOCTBIO
nH(pOpMAIINH, COACPIKAIICHCS B HUX;

MOPSAZIOK CO3/IaHUs, OPTaHNU3aluK U JOKYMEHTHPOBAHUS pabOTHI KCIIEPTHON KOMHUCCHH,;
MpaBHJIa COCTABIICHHUS U YTBEPXKJIEHHSI POTOKOJA PabOTHI SKCIIEPTHON KOMHUCCHH,
TIpaBHUJIa COCTABIICHUS M YTBEPXKICHUS aKTa O BBIACICHHH JOKYMEHTOB, HE TMOJUICKAIINX
XpaHEHHIO;

MpaBWJIa TEXHUYECKON 00paboTKM U TMOJHOTO OGQOpMIIEHUS €1 MOCTOSHHOTO W
BPEMEHHOTO CPOKOB XpaHEHMUST,

MpaBHJa COCTABIICHHUS OIMMCH JIEN TIOCTOSHHOTO W BPEMEHHOTO CPOKOB XpaHEHHS B
COOTBETCTBHUH C JACUCTBYIOIIMMHA HOPMATHBHO-METOINIECKUMH IOKYMEHTAMHU;

MpaBHJIa TEepeladu e B apXUB 001e00pa3oBaTeILHOTO YIPEKICHHS

MpaBHJIa HCTIONH30BaHUs TenedoHa, (pakca, Kcepokca, MpUHTEpa, CKaHepa, KOMITBIOTepa;
npaBujia pabOThl C TEKCTOBBIMH pEIAKTOpPaMU M JJICKTPOHHBIMHU TaOiumamu, Oa3ou
JAHHBIX, YIIEKTPOHHOU MTOYTON, HHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3/1aHus, 00pabOTKH, epeaydl U XpaHEHUs Pa3IMYHbIX IOKYMEHTOB;
MpaBUJia JIEJOBOM MEpEenucKy, COCTaBIIEHUS W HaOOpa NIENOBBIX MHUCEM C MPUMEHEHHEM
THUTIOBBIX 00PAa3IOB;

JIeIONIPOU3BOJICTBO U €r0 BEACHUE;

TpeOOBaHUs MO0 COXPAHHOCTH CITYK€OHOU MH(OPMaIUK, 3alIUTE IEPCOHAIBHBIX JAHHBIX;
OCHOBBI 3TUKH U 3CTETUKH;

MIpaBUJIa JIEJIOBOTO OOIIECHUS;

MOPSIIOK OKa3aHUs IEPBOM T0BpaueOHOM MOMOIIIH;

MOPAJIOK ICUCTBUN MPH MOKAPE WIIM MHOW YPE3BbIYANHOMN CUTYyaIlMH, SBaKyalliH.

1.8. Jlenonpon3BoIUTEIIb IITIKOIBI JOIKEH YMETh:

pa6OTaTL co Bceil COBOKYITHOCTBIO I/IHq)OpMaI_II/IOHHO',I[OKYMGHTaI_[I/IOHHBIX peCypCcoB
O6H.I€O6paSOBaTCJ'II>HOFO YUPCKACHUA:

IIOJIb30BATHCA CIIPABOYHO-IIPABOBBIMU CUCTCMAMM

MOJIb30BATHCA ABTOMATU3HPOBAHHBIMU CHCTCMAMHU Y4€Ta, PCETrUCTpPpAllUHU, KOHTPOJSA U
I/IH(l)OpMaI_II/IOHHO-CHpaBO‘IHLIMI/I CUCTCMaMHU IIpH pa60Te C IOKYMECHTaMH IIKOJIbI,
IIPUMCHATL COBPCMCHHBLIC I/IH(1)OpMaI_II/IOHHO'KOMMYHI/IKaL[I/IOHHLIG TCXHOJOTUHU AJIA pa6OTBI
C JOKYMCHTaMH, B TOM YHCJIC IJId €€ OIITUMU3AIIUN U ITOBBIIICHU A Bq)q)eKTI/IBHOCTI/I;
OpPraHHu30BbIBATH pa60Ty o Yydcery, XpaHCHHIO U Mepeaadc B COOTBCTCTBYIOLICC
CTPYKTYPHO€ IOJAPA3ACIICHUEC JOKYMEHTOB TEKYIIECIO ACIONPOU3BOJACTBA,

HCIIOJIb30BAThH HOMCHKIIATYPY JA€JI HIpHU HU3YUCHUU CTPYKTYPbI 06Iue06p330BaTeanoro
YUYpCKACHUS, COCTABJIICHUU OIMCEM e,

OpraHHu30BbIBATH pa60Ty o q)OpMI/IpOBaHI/IIO A€ B COOTBCTCTBHUHU C YTBep)KHeHHOﬁ
HOMCHKJ’I&TypOfI J€JI IIKOJIBI,

MpaBHUJIbHO U CBOCBPECMCHHO (I)OpMI/IpOBaTB JAOKYMCHTEI B ZIC€JIa C YUCTOM UX CHCI_II/I(I)I/IKI/I;
CHUCTEMATHU3UPOBATH JJOKYMEHThI BHYTPH ACIA,

obecneunBaTh COXpPaHHOCTDH U 3alIUTY NOKYMCHTOB 06I_I_ICO6paBOBaTCJ'IBHOTO YUYPECKIACHUS,
MOJIb30BATHCA IMCPECYHAMU JOKYMCHTOB U AHAJIMU3UPOBATH (baKTI/I‘-IeCKOC COJICPpIKaHnC
MMCIOIIMXCS B ACJI€ JOKYMECHTOB IIPU ONIPEACIICHUN CPOKOB MX XPAHCHMUS,



*  0pOpMIIATH OOJIOKKHU A€ TOCTOSHHOTO U BPEMEHHOTO CPOKOB XPaHEHHUSI B COOTBETCTBUH C
TpeOOBAHUSAMH rOCYIAPCTBEHHBIX CTAHAPTOB;
*  IPOU3BOJAUTH CTPYKTYPHYIO CUCTEMATH3ALIUIO JIE;
*  OCYHIIECTBJIATh TEXHUYECKYID OOpaOOTKYy W MOJTHOE O(GOpPMIICHHE JAeT IMOCTOSHHOTO H
BPEMEHHOT'O CPOKOB XpaHEHUS;
*  COCTaBJISITh ONMHCH JEJ MOCTOSHHOTO U BPEMEHHOI'O0 CPOKOB XPAHEHHUS B COOTBETCTBUU C
JNEUCTBYIOUMMU HOPMATUBHO-METOINYECKUMU JTOKYMEHTaMU.
1.9. CoTpyaHuK IOJKEH O3HAKOMHUTHCS C JAHHOH TOJDKHOCTHOM MHCTPYKIMEH, MHCTPYKIHEH IO
OXpaHe Tpylda JUisl JENONpPOU3BOAMTENS, 3HATh M COONIONATh YCTAHOBJICHHBIE IIpaBWJIA MU
TpeOOBaHMS OXpaHbl TPyla M MOXKAPHOW OE30MacHOCTH, NMpaBUia JUYHOW TMTHEHBI U THTHUECHBI
Tpyaa B 0011eo0pa3oBaTeIbHON OpraHU3aIiy.
1.10. Jdenonpou3BoauTensb JOHKEH MPOUTH 0O0ydyeHrEe U UMETh HaBBIKM OKa3aHUs MEepBOM MOMOIIH
IIOCTPaJABIINM, 3HATH MOPSIOK ACHUCTBUM NPHU BO3ZHUKHOBEHUH I10Kapa WX WHOM YpE3BbIYaHON
CUTYaIlMH U 3BaKyalluu B 0011e00pa30BaTeIbHON OpraHu3aliy.

2. TpynoBsble GpyHKIIUMH

K 0CHOBHBIM (DYHKIIMSAM JICITOTPOU3BOIUTEINS OTHOCSATCS:

2.1. JlokyMeHTaIMOHHOE 00ecIIeYeHre IeATEIbHOCTH 001e00pa3oBaTeIbHOTO YIPEIKICHHS .
2.1.1. Opranu3zanus paboTbl C TOKyMEHTaMHU.

2.1.2. OpraHu3anus TeKyIero XxpaHeHus: JOKyMEHTOB.

2.1.3. Opranu3zauus oOpabOTKU A€ A NOCIEAYIOUIET0 XpaHEeHHUS.

3. 1013KHOCTHBIE 0013AHHOCTH
Jlenonpouszeooumeins 8 wiKoe ocyuwecmeisien eblnoiHeHue 0053aHHOCmell.
aMKax TPYAOBOM KI[MW OpraHu3alii paboThl ¢ JIOKYMEHTAMH:

* [pHUEM U IepBUIHAS 00pa0bOTKa BXOIANIUX JOKYMEHTOB;

* MpeaBapUTEIBHOE PACCMOTPCHHE M COPTHUPOBKA JIOKYMCHTOB Ha PETHUCTPUPYEMBIC M HE
PETHCTPUPYEMEIE;

*  IIOJATrOTOBKA BXOISIINX JOKYMEHTOB JIJISI PACCMOTPEHUS TUPEKTOPOM IIIKOJIBI;

*  perucrparus BXOASIINUX JTOKYMEHTOB;

*  OpraHu3anus JO0CTAaBKH JOKYMEHTOB HCIIOJITHHTEIISM;

* BeneHue 0a3bl JAHHBIX JJOKYMEHTOB 00IIC00Pa30BaTEILHOIO YUPEIKIACHUS;

* BeJeHHEe MHPOPMAITMOHHO-CIIPABOYHON paObOTHI;

* 00paboTKa M OTIPaBKa UCXOAIIMX JOKYMEHTOB;

* opraHu3anus paboThI [0 PETUCTPALIUMH, YUCTY, XPaHESHHUIO U Iepeiade B COOTBETCTBYIOIINE
CTPYKTYPHBIC TIOJIPA3/ICIICHUS IOKYMEHTOB TEKYIIETO JeIOMPOU3BOICTBA;

*  KOHTPOJIb HCIIOJIHEHHS JOKYMEHTOB B 00II€00pa30BaTEIbHOM YUPEIKICHHH.

3.2. B pamkax TpynoBoii (DYHKIIMK OPraHU3aIMU TEKYIIETO XPAHEHHUS JOKYMEHTOB:

*  pa3paboTKa HOMEHKJIATYPHI JIe) 001e00pa30BaTeIbHOTO YUPEIKICHHUS

* TpOBEpKa MPAaBWIHLHOCTH O(POPMIICHHSI TOKYMEHTOB M OTMETKH 00 WX HMCIOJHEHUU TIepel
uX (POpMUPOBAHHEM B JICJIO JJIS MOCIIEAYIOIIETO XPaHECHUS;

*  (opmynrpoBaHue 3aTOJOBKOB JIEN U OTPeeNIeHUE CPOKOB UX XPaHEHHS;

* (opmupoBanue aem;

* KOHTPOIb MPAaBUIBLHOTO U CBOEBPEMEHHOTO PACIpENeNIeHUs W TOJIIMBKUA JOKYMEHTOB B
Jena.

3.3. B pamMkax TpyIoBoi GYHKIIMKA OpraHu3ainuy 00paOOTKU Ae I TOCAEAYIOMIETO XPAHEHMS .

* TMpoBEpKa CPOKOB XpPaHEHUS JOKYMEHTOB, COCTaBJICHHE MPOTOKOIA PabOThI IKCHEPTHOM
KOMHCCHH TIO TIOJITOTOBKE JOKYMEHTOB K XPaHEHHUIO, aKTa O BBIJEICHUU K YHUUYTOKEHUIO
JOKYMEHTOB, HE MOANIEKAIUX XPAHEHUIO;

*  COCTaBJICHHE BHYTPEHHEH OMUCH AeN Al 0000 IEHHBIX JOKYMEHTOB IIKOJIBI;

* odopmIieHHUE JIeNT MOCTOSHHOTO, TOJITOBPEMEHHOTO CPOKOB XpaHEHUS;

* odopmiieHUE 0OIOKKH /I MOCTOSIHHOTO, JI0JITOBPEMEHHOTO CPOKOB XpaHEHUS;

*  COCTaBJICHHE OIHCH JIeJl TOCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHHS,




* [epeaaya JieNn B apXuB 00IIC00pa30BaTEIHHOTO YUPEIKICHHUS.
3.4. Opranu3oBbIBacT BHEAPCHHE, BEACHHWE (B TOM 4HCIE aBTOMATH3MPOBAHHOE) W pa3BUTHE
CUCTEM JIOKyMEHTAIIUH, BKITFOYAst SJICKTPOHHBIC JOKYMEHTHI.
3.5. BMecre ¢ aAMHHHCTpAalMEd IIKOJBl MOATOTABIMBAET OTYETHBIC JOKYMEHTBI IS
BBIIIIECTOSIIINX OPraHU3AINN, TOTOBHUT CITY’)KEOHBIC MMUCbMA, CIIPABKHU.
3.6. Bener mpuem mocTymaromeid Ha UMs JTUPEKTOpa IIKOJIbI KOPPECIOHACHINU (3JIEKTPOHHON
[OYTHI), PETUCTPUPYET €€ H BBINOJHICT CHCTEMATH3alMI0 COTJIACHO MPUHITOMY B
00111e00pa30BaTEILHOM YUPEKACHUH TOPSJIKY, ITOCIIE €€ PACCMOTPEHHUS JUPEKTOPOM MEPEAaeT IIo
HA3HAYCHUIO UCTIOJTHHUTEIISIM Tl IPUMEHEHUS B XOJC UX JACITCIbHOCTH WJIH IMOATOTOBKH OTBETA.
3.7. Beper TOCTOSHHBIA Yy4e€T, KapTOTEKy IPOXOXKICHUS JOKYMEHTOB, KOHTPOJHPYET UX
WCIIOJIHEHUE, BBIACT TpeOyeMbIe CIPAaBKH 110 3apETHCTPUPOBAHHBIM JJOKYMEHTAM.
3.8. BrImostHsSEeT OTIIPABKY MCIIOJIHEHHOW KOPPECIIOHICHIINU aJipecaraM, BEACT y4eT MOoTydaeMoin
Y OTIIPABJISIEMON KOPPECTIOHICHITUH, CUCTEMATH3UPYET U XPAHUT JIOKYMEHTHI TEKYIIETO apXHBa.
3.9. 3anmmaercs OQOpPMIICHHEM TPYIOBBIX JOTOBOPOB W JUYHBIX JICN, YCTPAWBAIOIIUXCS HA
paboTy COTpYIHUKOB, 0OpadaThiBacT 1 0(hOPMITSIET Tepeavy JIMUHBIX JIe] COTPYIHUKOB B apXUB.
3.10. ®opmupyeT TUYHBIE JieJla YICHUKOB, 00YJaOIIUXCS B IIKOJIE.
3.11. OcymiecTBusieT yaeT 00yJatonIiXcsl JIbIOTHBIX KaTEeTOpHIA.
3.12. Benmer KHUTH NMPHUKA30B, MEYaTaeT NMPHKA3bl M0 OCHOBHOW JEATCILHOCTH, WHBIC MPHUKA3HIL.
3HAKOMUT COTPYTHUKOB ITKOJIBI ¢ MPHKA3aMH TIOJT TIOJIITUCH B JICHb UX W3/IaHUS.
3.13. CormacHo pacmopsHKEHHSIM IHPEKTOpa IIKOJBI Ie4aTaeT U 0QopMIIsieT TpeOyemyro
JOKYMEHTAITUIO JIISl BEJCHUS Y4eOHO-BOCIUTATEIBHOW JCSITEILHOCTH B IIKOJIE, BBITIOJHEHUS
T'OJIOBOTO IJIaHA.
3.14. BemonnsieT paboTy MO CO3AaHUIO CIIPABOYHOTO armaparta Mo JOKyMEHTaM, 00ecriednBaeT
yAOOHBIN U OBICTPBINA WX TIOUCK.
3.15. 3anumaercs cO0poM HEOOXOAMMBIX MATEPUATIOB JJIsl TIOJTOTOBKH COBEIIAHUN paOOTHHKOB
IIKOJIbI, OTOBEIIEHHEM YYacTHUKOB O BpPEMEHHM, MECTe, IOBECTKE [HS COBEUIaHHs U UX
perucTpaimen.
3.16.  SBnsercs  cekperapeM  aIMUHUCTPATUBHOTO  COBEIIAHWA  TPH  JAUPEKTOpE
00111e00pa30BaTEIHHOTO YIPEIKICHUS.
3.17. B rpanunax cBoed KOMIIETEHIIMM YYacTBYeT B COCTaBJICHUU IPOTPaMMbl Pa3BUTHUS
JIeIONPOU3BOJCTBA 00IIe00pa30BaTEIBHOIO YUPEXKACHUS, BHOCUT MPEUIOKEHUS IO BOMpPOCaM
YCOBEPIICHCTBOBAHHUS JEIIONPOU3BOACTBA 00111€00pa30BaTEIbHOTO YUPEKACHHUS.
3.18. ObecnieunBaeT 3aMTy MpaB U CBOOOJ eTel, POaUTENCH (3aKOHHBIX MPEICTABUTENICH) TIPH
00paboTKe mepcoHaANBHBIX MaHHbIX (Haee — [1]1).
3.19. Ilpu wucnosib30BaHUU SJIEKTPOHHOTO OOOPYAOBAaHHSA, B TOM UHWCJE KIaBUATYPhl U MBIIIH,
©KeIHEBHO Ne3MHGUIUPYET MX B COOTBETCTBHUHM C PEKOMEHIAIUSMHU MPOU3BOIUTENs OO C
MCII0JIb30BAHMEM PACTBOPOB WM cal(eToOK Ha CIUPTOBOI ocHOBe (He meHnee 70% crnupTa).
3.20. Jlenompou3BOIUTENb B MIKOJIE CTPOTO COONIONAET CBOIO JIODKHOCTHYIO HHCTPYKIIHIO,
MIPOXOJIUT MEPUOINYECKUE MEAULIMHCKHE OCMOTPBI.
3.21. Ctporo cobmroiaeT KOHPUACHITMATBHOCTD TIEPCOHAIBHBIX JAaHHBIX U TPEOOBAHUS 10 3aIHUTE
n OesomacHoctu [IJ mpu ux 00paboTKe, HENOMYIICHHE UX PACHpPOCTpaHEHHs] O€3 COrjacus
cyonekTa [1]] nnu Hamu4us qpyroro 3aKOHHOTO OCHOBAHMSL.

4. TIpaBa

J1enonpou3BOUTENb IIIKOJIBI KMEET HMOJHOE MPABO:

4.1. TlpuHMMaTh yd4acTHEe B YIpaBIEHHH OOIICOOPa30BaTEIIbHBIM YUPEXKICHUEM B TOPSJKE,
YCTaHOBJICHHOM Y CTaBOM.

4.2. Ha pabouee MecTo, KOTOpPOE COOTBETCTBYET BCEM TPEOOBaHHSIM OXPaHbI TPYAa U MOKAPHOUH
0€30IMacHOCTH.

4.3. Ha 3amuty cBOe mpoQeCCHOHATBHOMN YECTH U IOCTOMHCTBA.

4.4. Ha nepenady TOKyMEHTOB ISl UCTIOJTHEHHUS M HA TPEOOBAHUE OT UCTIOJHUTENICH TPAMOTHOTO H
MPAaBUIBLHOTO 0(OPMIICHHUS TPEOYEMBIX JOKYMEHTAIBHBIX MATEPHUAJIOB.




4.5. Ha 3anpammBanue OT aIMUHUCTPALIUHU HIKOJIbI, TIOTy4YeHHE U IPUMEHEHHE HH(POPMAITMOHHBIX
MaTepUaJiOB, HOPMATUBHBIX W TPABOBBIX JOKYMEHTOB, HEOOXOIMMBIX JUIS BBITOJHEHHS CBOMX
JOJKHOCTHBIX 00SI3aHHOCTEH.

4.6. 3HAaKOMHTBHCS CO BCEMU MMEIOIMMUCS MaTepuajlaMy €ro JMYHOIO Jiefla, OT3bIBAMU O CBOEH
paborte, xano6amMu U UHBIMHU TOKYMEHTaMH, OTPAKAIOIIUMHU OLEHKY €ro Tpy/ia, MPEeI0CTaBISATh 110
HUM TOSICHCHUSI.

4.7. Ha mopaibHOE€ M MarepuajgbHOE MOOILIPEHHE, Ha CBOEBPEMEHHYIO M B TOJHOM OOBEMeE
BBITUIATY 3apabOTHOW TIUIaThl, a TaKXKe Ha 3al[UTy COOCTBEHHBIX HHTEPECOB W HHTEPECOB
COTPYJHHUKOB LIKOJIBI.

4.8. OTtka3aTbcs OT BBHIMOJHEHUS PAOOT MPH BO3SHUKHOBEHHH YTPO3bl JKU3HU U 3I0POBBIO
BCJIE/ICTBUE HapyIllIeHUs TpeOOBaHUI IO OXpaHE TpyAa.

4.9. TToCTOSTHHO MOBBIIIATH CBOYO MPO(HECCHOHATBHYIO KBATH(PHKAIIHIO.

4.10. Ha 3ammty cBOMX Mpo(hecCHOHAIBHBIX HHTEPECOB CAaMOCTOSTENFHO U (MIIN Yepe3 3aKOHHOTO
MpEe/CTaBUTENs, B TOM 4YHUCIE aJBOKaTa), B clyyae JAUCLUUIUIMHAPHOTO WM CIIyKEOHOIo
pacciefioBaHMs, CBA3aHHOTO C HecoONIOIGHHEM HOpM mpodeccuoHanbHOM 3Tuku. Ha
HepasrjalleHue JUCIUIUIMHAPHOTO  (CIIy’)KEOHOr0)  paccieloBaHMs, HCKIIOYas  CiIydau
MIPElyCMOTPEHHBIE 3aKOHOM.

4.11. Ha Bcrymenue B npodcoro3bl Ui 3allUThl CBOMX TPYJOBBIX IpaB, CBOOOJ M 3aKOHHBIX
uHTepecoB. Ha  monydeHue  COIMANbHBIX  TapaHTHHl W JIBIOT, MPEAYCMOTPEHHBIX
3akoHo1aTenbecTBOM Poccuiickoit deneparnum.

5. OTBETCTBEHHOCTh

5.1. 3a HEBBINOJHEHUE WJTM HAPYILICHUE TAHHOW JOJKHOCTHOW MHCTPYKIIMHU JCJIONPOU3BOAUTENS B
mkoJsie, YcraBa W IIpaBun BHYTPEHHEro TPYIOBOTO PACHOPSIKA, 3aKOHHBIX PACHOPSKECHUIA
JUPEKTOpPA IIKOJIBl U JAPYTUX JIOKAIbHO-HOPMATHUBHBIX AKTOB, a TAKXKE 3a NMPUHSATUE PEIICHUH,
MOBJICKIIUX HaApYIICHHUE Y4eOHO-BOCIUTATEIbHBIX OTHOIICHUM, JEJIONMPOU3BOIUTEIL HECET
JUCHMUIUTMHAPHYIO OTBETCTBEHHOCTh B MOPSIAKE, YCTAaHOBJICHHOM TpynoBeIiM 3aKOHOATEIbCTBOM
Poccuiickoit @enepanuu.

5.2. 3a npuMeHEeHHe, Taxe OTHOKPATHO, CIOCOOOB BOCITUTAHUS, BKIIFOYAIOIINX B Ce0sl (hU3MIECKOe
u (WIM) TICUXOJIOTMYECKOEC HACHIINE HaJ[ JIMYHOCTBIO pEOCHKA, ICIONPOU3BOAMTENIb MOXKET
O0CBOOOXIAThCS OT 3aHUMAEMOM JIOJDKHOCTH COTJIACHO TPYAOBOMY 3aKOHOAATeNbCTBY Poccuiickoi
®denepanyy. YBOJIBHEHHE 3a TaKOM MMOCTYNOK HE MPUHUMAETCS 3a MEpPY AMCIUILNIMHAPHOU
OTBETCTBEHHOCTH.

5.3. Hecer aucumMiuinHapHyt0 OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTAIIMH, HaXOJSAIICHUCS B
KaOWHETE JIeIOMPOU3BOUTEIIS.

5.4. llpuBnekaercs K AUCHUILUTMHAPHON OTBETCTBEHHOCTH 3a pas3rJiallleHHe CIyKeOHOU u
KoH(uaeHIMaNbHON HHOpManMK, HHQOPMAIMKU O MEPCOHATBHBIX JAHHBIX COTPYIHHKOB H
oOyuaronuxcs 0011e00pa30BaTEIBHOTO YUPEKACHHUS.

5.5. 3a HapylieHrue IpaBHII OXKapHOH 0e30MacCHOCTH, OXPaHbl TPY/AA, CAHUTAPHO-TUTHEHUYECKUX
HOPM MW M[OpaBWJl  JACJIONPOU3BOJUTEIbL  MOMKET IPUBJIEKATbCS K  aJMUHUCTPATUBHOMN
OTBETCTBEHHOCTM B MOpSAAKE U B  CIyyasX, YCTAHOBJICHHBIX  aJIMHUHHCTPAaTHBHBIM
3akoHoarenbeTBOM Poccuiickoit denepanuu.

5.6. 3a mo060e BMHOBHOE NpPUYMHEHHE 00Ie00pa30BaTENbHOMY YUPEXACHUIO WM y4aCTHUKAM
o0Opa3oBaTeNbHBIX OTHOIICHHWH yiiepda (B TOM UHCIE€ MOPAIBHOTO) B CBSI3M C BBIOJHEHUEM
(HEeBBITIOJIHEHWEM) CBOHMX MPSIMBIX JOJKHOCTHBIX OOS3aHHOCTEW NIEIOMPOU3BOIUTENb IIIKOJbI
HECeT MaTepHAIbHYI0O OTBETCTBEHHOCTh B MOPSJIKE U B IMPEJENIAX, YCTAHOBJIEHHBIX TPYAOBBIM U
(unn) rpakJaHCKUM 3aKoHOAaTenbcTBOM Poccuiickoit @eaeparuu.

6. B3aumooTHomeHusi. CBSI3U MO A0JZKHOCTH

Jlenonpon3BOANTENb IKOJIbI:

6.1. Jlenonpou3BOIUTENh BHINOIHAET pabOTy COTNIacHO TpaduKy, COCTaBIEHHOMY C ydeToMm 40-
4acoBOW paboueil Heen!, U YTBepKIEHHOMY TUPEKTOPOM 0011e00pa30BaTENIbHOTO YUPEKICHHUS.




6.2. IlocrossHHO 0OMEHMBaeTCsl MH(OPMAIIHEH M0 BOTIPOCaM, OTHOCSIIIUMCS K €T0 KOMITETCHIIUH, C
aJMUHUCTpaIe, OyxraiaTepueil, MenarorvueckuMu pabOTHUKAMH UM OOCITYKUBAIOIIUM
IIEPCOHAJIOM IIKOJIBI, C POAUTENSAMU JIeTel (JIMIAMH MX 3aMEHSOLUMHU ).

6.3. Ilomydaer oT aupekTopa o0IeoOpa3oBaTENILHOTO YUpexkaeHUs HMH(POPMAIUI0 HOPMAaTHBHO-
MIPaBOBOTO ¥ OPraHU3AIMOHHOTO XapakTepa, 3HAKOMUTCA IIOJ] PACHUCKY C HEOOXOIMMBIMHU
JOKYMEHTaMH.

6.4. BoBpemsi cooOImIaeT TUPEKTOPY IIKOJBI M €r0 3aMeCTUTENIsIM 00 WH(pOpMaluu, NMpHKa3ax,
pacnopsKEHUAX U MHOM JOKYMEHTALMH, IOCTYIIMBILIEH 110 3JIEKTPOHHOM IOYTE.

6.5. Unadopmupyer aupekropa (IIpH OTCYTCTBHHM — HHOEC JOJDKHOCTHOE JIMIIO) O (akrTe
BO3HUKHOBEHHSI TPYNIOBBIX HWH(MEKIMOHHBIX H  HEMH()EKIHOHHBIX  3a00ieBaHMld B
00meo0pa3oBaTeNbHON  OpraHu3aliyi, 3aMECTUTENs JIUPEeKTopa IO  aJIMHUHHCTPATHBHO-
XO35IUCTBEHHON dYacTH — 00 aBapUMHBIX CHUTyalUsX B paboTe CHUCTEM 3JIEKTPOOCBELIEHUS,
MIEPCOHATILHOTO KOMIIbIOTEPA U NHON OPITEXHUKH, OTOIJICHHUS ¥ BOJIOIIPOBO/IA.

6.6. Bo Bpemsi OTCYTCTBHS IENOTPOM3BOJIUTENSI €ro OOS3aHHOCTH BBITIONHSET COTPYIHHK,
UMeEIoLUN Bce Tpedyromuecss NpodecCHOHANbHbIE 3HAHUS, YMEHMS M HaBbIKM, Ha3HAYCHHBIN
MIPUKA30M JUPEKTOpa MIKOJIbl. J[aHHBIM COTPYOHHK NpUOOpETaeT COOTBETCTBYIOIIME IpaBa M
HECeT IIOJIHYI0 OTBETCTBEHHOCTh 32 KAaueCTBEHHOE BBINIOJHEHHE BO3JIOKEHHBIX Ha HEro
o0s3aHHOCTEI.

7. 3ak/I109UTeIbHbIE MOJI0KEHHU S

7.1. O3HakOMJIEHHE [JENONPOU3BOIUTENS C HACTOSALIEH HMHCTPYKLUMEH, OCYHIECTBISETCA IIPH
npreme Ha paboTy (10 MOAMUCAHUS TPYIOBOTO JOTOBOPA).

7.2. OnuH 3K3eMIUISp JOJDKHOCTHOM HHCTPYKIMM HaxoAuTcs y paboTojaarens, BTOpPOH — y
COTPYZIHUKA.

7.3. ®akT O0O3HAKOMJICHUS JEJOTPOU3BOJUTENSI C HACTOSAIMICH OJDKHOCTHOW WHCTPYKIIMEH
MOJATBEPKAACTCS MOJANUCHIO B OSK3EMIUIIpPE JODKHOCTHOM HMHCTPYKLHMM, XpaHALleMca Yy
pa0oTozaress, a TakKe B XKypHaje 03HaKOMJICHHS C T0JKHOCTHBIMH HHCTPYKLUSAMHU.

Lonocnocmuyro uncmpykyuio pazpaboman: / /

C 00191CHOCMHOU UHCMPYKYUEl 03HAKOMAEH (@), 00UH IK3eMNIAP NOLYYUL (a)
«  » 202 . / /




