COI'JTACOBAHO YTBEPXIEHO

npukazom MBbOY
IIpencenatens mpopromMa «omu-FOpTosckas CIII Ne3»
Ipotokox Ne / oT.2¢.08.2022 r. oT .Z7 .aBrycrta 2022 r. No 2

JIoIKHOCTHASI HHCTPYKIHSA JeJONPOU3BOAUTEIS IKOJIbI

1. O0uIHe MOJI0KEHHUS

1.1. JlaHHAS 00NJICHOCMHAS UHCMPYKYUA 0elonpoussooumens 6 uikoie COCTaBICHA Ha
ocuose Ilpoerangapra  07.002  «CnenmuajucT MO  OPraHM3allMOHHOMY M
JIOKYMEHTAIMOHHOMY oO0eclieYeHHI0 YNpPaBJieHHsl OpraHu3anMen», YTBEPKIEHHOIO
npukazoM MEHHCTepCTBa TpyZa U COLUAIbHOM 3anmThl Poccutickoit Oeneparuu Ne 3331 ot
15 mronst 2020 T; ¢ yaeTom @enepanbroro 3akona Ne273-@3 ot 01.12.2012r «O6 obpasoanun
B Poccuiickoit ®enepamum» B penakimu ot 25 urois 2022 ropa; CII 2.4.3648-20 «CanuTapHo-
STHAIEMHOJIOTHYECKHe TpebOBaHWs K OpraHW3alisM BOCIMTaHHS W OOydYeHHs, OTIbIXa H
03I0pOBJIeH s feTell U Mosonexm»; cornacHo Tpynosomy Komekey Poccutickont Denepaniu
M UHHIM HOPMATHBHBIMU aKTaMM, PErVIAMEHTUPYIOUIMM TPYAOBBIC OTHOIIEHUSA MEXMIY
pabOTHUKOM U paboTomaresnem.
1.2.  Hacrosmas 0onjcHOCMHASL —~— UHCHPYKYUs — OeNOnpou3600umens — WKoivl 1o
npoghcmandapmy yctaHaBIHBaeT QyHKIMOHAIBHEIE 00I3aHHOCTH, IIPaBa U OTBETCTBEHHOCTD
COTpYIHMKA, 3aHMMaroIlero B  00meo0pasoBarTeNbHOW  OpPraHU3alMU  JIOJDKHOCTD
JeJIONPOU3BOIUTEIS.
1.3. Ha 10/DKHOCTD J1eJI00POU3BOAUTENLT MOYKET HAa3HAYATHCS JIUILO:
HMeIOIIee cpeaHee MpodeccHoHanbHoe 00pa3oBaHye, IPOLIEIIee IIPOrpaMMBbl TOATOTOBKA
KBaJTU(UITMPOBAHHBIX padOUuX, CIIy KalllkX,
COOTBETCTBYIOIEE TPeOOBAHUSIM, KaCAIOMUMCS IPOXOXKAEHHUs IPEABAPUTENHHOTO (MpH
NOCTYIJIEHUH Ha PaboTy) W IEePHOAMYECKMX MENHMIUHCKMX OCMOTPOB, BHEOYEPEITHBIX
MEIWIMHCKAX OCMOTPOB II0  HampaBieHHIo paboropaTensd, Ipo(ecCHOHAIbHON
TMTMEeHHUYEeCKOH ITOArOTOBKY U aTTecTaluu (Ipy mpreMe Ha paboTy U nanee He pexe 1 pasa
B 2 T011a), BaKIIHHAIIWH, a TAKKe UMEOIIee THYHYI0 MEIUIIMHCKYIO KHIDKKY C pe3yTbTaTaMu
MEIUIMHCKIAX OOCIENOBaHMM 1 Ja00paTOPHBIX UCCIEIOBAHNUN, CBENEHUAMH O IIPUBHUBKAX,
IIEpEHECEHHBIX HH(EKIIHOHHBIX 3a00JIEBaHUAX, O IPOXOXKIEHUH HPO(ECCHOHATBHON
TUTHEHUYECKOM IIOATOTOBKY M aTTeCTalUHU ¢ JOILyCKOM K paboTe;
He MMeIollee OrpaHHuYEHUM Ha 3aHATHE TPYIOBOM NEsATENbHOCTRIO B chepe obpaszoBaHus,
U3I0KEHHBIX B cTaThe 351.1 «OrpaHuveHus Ha 3aHATHE TPYIOBOM NeATEIPHOCTBIO B cdepe
00pa3oBaHus, BOCITUTAHWS, Pa3BUTHUs HECOBEPIICHHOJNETHUX, OPTaHU3aIlMd KX OTIbIXa M
O3/IOPOBJIEHUS, MEIUITMHCKOTO O00ECIeYeHrs, COLMAIBbHOM 3allUThl M COLHAILHOTO
obciy)knBaHus, B chepe NEeTCKO-FOHOIIECKOr0 CIOPTa, KyJIbTyPbl U UCKYCCTBA C y4aCTHEM
HecoBepIIeHHOJIeTHIX» TpynoBoro Koaekca Poccuiickoit eneparun.




1.4. Jlenonpou3BoauTeliss Ha3HAYaeT U OCBOOOXKIACT OT 3aHUMAEMOMN JOJDKHOCTH JAMPEKTOP
o01reoOpa3oBaTeabHON OpraHu3aludd B TOpsAJKe, ycraHoBiIeHHOM TpyaoBbiM Konekcom
Poccuiickoii  ®enepauid W TPYJOBBIM JIOTOBOPOM  (KOHTPakTOM) C pPaOOTHHUKOM.
1.5. Jlenonpoun3BoauTesIb OTHOCUTCS K KATETOPUM TEXHUUECKUX UCIIOJIHUTENICH U HAXOIUTCS B
IPsIMOM MOJTYMHEHUHU Y TUPEKTOpa 00111e00pa30BaTEIbHOTO YUPEIKICHHS.

1.6. J1eJIonpor3BOANTEIL B IIKOJE MPU  BBINOJHEHUM  JIOKHOCTHBIX 00s3aHHOCTEN

PYKOBOACTBYCTCA:

Koncturynmeit Poccuiickoit @enepanmu;
[Topsakom opraHu3aly U OCYIIECTBICHHsI 00pa30BaTeIbHON EATEIBHOCTH IO OCHOBHBIM
oOmieoOpa3zoBaTeIbHBIM IIpOTrpaMMaM - 00pa3oBaTeIbHBIM IPOrpaMMaM HadajdbHOTO
00111er0, OCHOBHOTO OOIIETO M CPeTHEro O0IIero oopa3oBaHus, yTBEpKIeHHBIM [Iprkazom
MunuctepcrBa npocsenieHus PO ot 22 mapra 2021 r. Ne 115;
®denepanabHbIM rOCYJapCTBEHHBIM 00pa30BaTe/IbHBIM CTaHAApTaMuU 00IIEero 00pa3oBaHuUs;
CIT 2.43648-20 «CaHuUTapHO-3MUAEMHUOJIOTUYECKHE TpeOOBaHUsS K OpraHU3aLUIM
BOCIIUTAHUS U O0YUYEHUS, OT/IbIXA U O3I0POBJICHUS JIETCH U MOJIOICHKI;
aJIMUHUCTPATUBHBIM, TPYJIOBBIM U XO3SHUCTBEHHBIM 3aKOHOJATEIBCTBOM Poccuiickoit
Oenepanuy;
MOCTAHOBJICHUSIMH, PACHOPSKCHUSIMH, TpUKa3aMd U HMHBIMH  PYKOBOJSAUIMMH U
HOPMATUBHBIMU JOKYMEHTaMH, OTHOCSIIIMMHUCS K BEJICHUIO JI€JIOTPOU3BOJICTBA;
CTaHIapTaMd  YHU(PUIMPOBAHHOM  CHCTEMBbl  OpPraHU3ALMOHHO-PACHIOPSAUTEIBHON
JOKYMEHTAITNH;
npaBuiamu opdorpaduu U MyHKTYyaluu;
MpaBmIaMy pabOThl HA KOMIIBIOTEPE U MHOU OPTTEXHUKE;
npaBWJaMd W HOPMaMU OXpaHbl TPyJa, MPOU3BOACTBCHHON CaHHTAPHH M TIOXKApPHOU
0€e30I1aCHOCTH;
VYcraom u IlpaBunamu BHYTpEHHEro TPYIOBOIO paclopsaKa, IPYTUMH JIOKaJIbHO-
MPaBOBBIMH aKTaMH 00I1e00pa30BaTEIBLHOTO YUPEIKICHUS;
JTAaHHOW JTOJDKHOCTHOM MHCTPYKITUEH U TPYAOBBIM JOTOBOPOM (KOHTPAKTOM);
KonBennueii o mpaBax pebeHKa;
MHCTPYKLIMEN NO OXpaHe Tpyaa AN AeNOonpon3BOaAUTENS LLIKOMbI.

1.7. Jlenonpou3BOIUTENb IKOIbl 00s13aH 3HAThH CIACAYIONIEE:

l'ocynapctBennsiii crannapt Poccuiickoit denepanun «J[enonpous3BOACTBO U apXHBHOE
hi (0 (O

HOPMATHBHBIE TPABOBHIE AKTHI U HOPMATUBHO-METOJUYECKHE JOKYMEHTBI, MOJOKEHHUS,
MHCTPYKIMHU ¥ UHBIE MaTEpHUabl U JJOKYMEHTHI 110 BEJACHHUIO JIEIONPOU3BO/ICTBA B IIIKOJIE;
COBpEeMEHHBIC MH()OPMAITMOHHBIE TEXHOJIOTHH padOThI C JOKYMEHTAMH;

MOPSIOK PabOThI C TOKyMEHTaMU;

CXEMBbI JOKYyMEHTO000POTA;

npaBuiia paboThl C BXOJAUIUMU, UCXOASIIUMH U BHYTPEHHUMU TIOKYMEHTaMU;



npaBujia  opraHu3auuud M (GOpMbl  KOHTPOJII  WCIOJHEHUS  JOKYMEHTOB B
0011e00pa3zoBaTeIbHOM YUPEKICHUY;

TUTIOBBIE CPOKU UCTIOTHEHUS JOKYMEHTOB;

MPUHIUIIBI pa0OTHI CO CPOKOBOM KapTOTEKOI;

Ha3HAYEHHE U TEXHOJIOTUS TEKYIIEro U MpeAypeIuTeIbHOTO KOHTPOJIS;

MpaBuUia COCTABIICHUS aHAIMTUUECKHUX CIIPABOK MO OpraHU3aly padoThl C TIOKyMEHTaMU U
KOHTPOJIIO UCIIOJIHEHUS IOKYMEHTOB;

mpaBuia JOKYMEHTAI[MOHHOTO oOOecmeueHus: JesATeNbHOCTH 00I1e00pa3oBaTeaILHOTO
YUPEXKICHUS;

BUJIbI JOKYMEHTOB, UX Ha3HAYCHHCE,

TpeOOBaHUS, MPEABSIBISEMbIC K JIOKYMEHTaM B COOTBETCTBUH C HOPMATHUBHBIMH aKTaMH U
roCy/IapCTBEHHBIMU CTaHIApTaMU;

npaBwia cocTaBieHus U ohopMiIeHHUs HH(OOPMALMOHHO-CIPABOYHBIX, OPTaHU3aMOHHBIX,
YIPaBIEHUYECKUX JOKYMEHTOB;

IpaBWja CO3/aHUsl U BeJeHHsI 0a3 JAaHHBIX CIIyKEOHBIX JOKYMEHTOB B 00pa30BaTelIbHOMN
OpraHM3allly;

CUCTEMBI 3JIEKTPOHHOT'O JOKYyMEHTO000POTA;

MPaBUJIa ¥ CPOKHU OTIPABKU HUCXOISAINX JOKYMEHTOB;

TpeOOBaHUS OXpaHbI TPyJa U MOXKAPHOK O€30IaCHOCTU Ha pabodyeM MecCTe;

METOJIMYECKHE PEKOMEHJAIMM TI0  BBINOJHEHWIO pa0OThl €  JOKYMEHTaMU B
0011e00pa3oBaTeIbHBIX YUPEKIACHUSIX;

MOPSAZIOK KOHTPOJISI MPOXOKICHUS CITy:KeOHOU JOKYMEHTAIMU U MaTepUaJIOB;

CTPYKTYpY 00111€00pa30BaTeIbHOTO YUPEXKIECHHUS U COCTaB COTPYAHUKOB;

BUJIbI HOMEHKJIATyp, 0oOlIue TpeOOBaHUS K HOMEHKJIAType, METOJIMKA €€ COCTABJICHUS U
oopmieHus;

nopsiaok (opmupoBanuss U odopmiieHUs aen, cnernuduka (opMHPOBAHUS OTACIBHBIX
KaTeropui Jem;

MpaBwJia XPaHSHHsI JIE)I, B TOM YHCIIE C IOKYMEHTaMU OTPAHUYEHHOTO JIOCTYTIA;

MpaBuUiia BbIJIAYH U UCTIOJIB30BAHUS IOKYMEHTOB U3 C(OOPMUPOBAHHBIX JIETT;

KPUTEPUU pa3/ieJeHus JOKYMEHTOB Ha IPYMIIbl B COOTBETCTBUHU C LIGHHOCThIO HH(OPMALIUH,
coZEep KaIIEHCs B HUX;

MOPSAZIOK CO3JIaHMsl, OpraHU3alul U JOKYMEHTUPOBaHUS paOOThI 3KCIIEPTHON KOMUCCHH;
MIPaBHJIa COCTABJICHHS U YTBEPKICHUS IPOTOKOJIA PAOOTHI AKCIIEPTHON KOMUCCHUHY;

MpaBWJIa COCTABJICHUSI M YTBEPXKJICHUS aKTa O BBIICICHUH JOKYMEHTOB, HE TOJJICIKAIIIX
XpaHEHUIO;

MpaBuiia TEXHUYECKOM 00pabOTKH U MOJTHOTO 0(hOPMIICHHUS JE] MOCTOSTHHOTO U BPEMEHHOTO
CPOKOB XpaHEHHS;

NpaBWjia COCTABJICHUS OINUCH [l MOCTOSHHOTO ¥ BPEMEHHOI'O0 CpPOKOB XpaHEHUs B
COOTBETCTBHH C ACUCTBYIOUIMMH HOPMATHBHO-METOINYECKUMU IOKYMEHTAMU;

npaBuiia epeaaydun e B apXuB 00111e00pa30BaTeIbHOTO YUPEKACHUS;

MpaBuWJia UCTIOJB30BaHus TenedoHna, pakca, Kcepokca, MpUHTEPA, CKaHepa, KOMITbIOTEPa;



npaBuiia paboThl ¢ TEKCTOBBIMU PEAAKTOPAMHU U 3JIEKTPOHHBIMH TaOIUIIaMH, 6a301 JaHHBIX,
AJIEKTPOHHOM MOYTOM, MHTEPHET Opay3epamu;
TEXHOJIOTUIO CO3/1aHUsl, 00pabOTKH, Mepelaull U XpaHEHUs pa3IMYHbIX JOKYMEHTOB;
npaBuia JEJIOBOM MEpPENnucKH, COCTaBIECHUS M HAOOpa JENOBBIX MUCEM C MPUMEHEHUEM
TUTIOBBIX 00pa3IoB;
JIEJIONIPOU3BOICTBO U €TI0 BEJICHUE;
TpeOOBaHUS MO COXPAHHOCTHU CIIyKeOHOM nH(pOopMalny, 3alIUTe MePCOHATBHBIX TaHHBIX;
OCHOBBI 3THKH U 3CTETUKU;
MpaBuia JIeJI0BOro OOIIECHNUS;
MOPSIZIOK OKa3aHUs MEePBOU JOBPAYCOHOM TOMOIITH;
MOPSAOK JEHUCTBHM MPHU MOKAPE WIM UHON YPE3BBIYANHON CUTYALINH, SBAKYallHH.

1.8. J1enonpou3BOANUTEIb IIKOJbI IOJKEH YMETh:
paboTaThb €O BCEll COBOKYHHOCTbIO HWH(GOPMALMOHHO-IOKYMEHTALMOHHBIX PECYPCOB
0011e00pa30BaTEIHLHOTO YUPEIKICHUS:
MI0JI30BAThCS CIIPABOYHO-IIPABOBBIMU CUCTEMAMU;
MOJIb30BAaTbCSl ABTOMATH3UPOBAHHBIMU CUCTEMAMHU Y4e€Ta, PErHCTpalud, KOHTPOJId U
MH(OPMAIIMOHHO-CIIPABOYHBIMU CUCTEMaMU MpU pabOTe C TOKYMEHTaMU IIKOJIbI;

MPUMEHSTH COBPEMEHHbIE HHPOPMAIIMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH ISl pabOThI
C JIOKYMEHTaMH, B TOM UYHUCJIE JIsl €€ ONTUMM3ALUU U MOBBIIIEHUS 3P(HEKTUBHOCTH;
OpraHU30BbIBATH PA0OTY IO yUETy, XPAHEHUIO U TIepeiaye B COOTBETCTBYIOIIEE CTPYKTYPHOE
nojpa3eieHue JOKyMEHTOB TEKYIIEro JAeJI0NPOU3BO/ICTBA;
WCIIOJIb30BaTh HOMEHKJIATYpY /€N MPU HM3YYCHHH CTPYKTYpHI 00I11€00pa3oBaTeIbLHOTO
YUPEXKICHUS, COCTABICHUHU OMUCEN e,
OpraHu30BbIBaTH PabOTy MO (GOPMHUPOBAHUIO JET B COOTBETCTBUU C YTBEPKICHHOU
HOMEHKJIaTypOH A€ KOJIbI;
MPaBUJIBLHO U CBOEBPEMEHHO (POPMUPOBATH JIOKYMEHTHI B JieJla C YYE€TOM MX CHelu(UKY;
CUCTEMATU3UPOBATh JOKYMEHTHI BHYTPH J€JIa;
o0ecreynBaTh COXPAHHOCTh U 3aIIUTY JOKYMEHTOB 00111€00pa30BaTEeIbHOTO YUPEXKICHHUS;
MOJIb30BAThCS TIEPEUHSMU JOKYMEHTOB U aHAJIM3UPOBATh (DAKTHUECKOE COJEpKAHHUE
MMEIOUIUXCS B JIEJI€ JOKYMEHTOB MIPU ONPEICICHUNA CPOKOB UX XPAHEHUS;
0pOpMIIATH 00JIOKKH JIET TIOCTOSTHHOTO U BPEMEHHOTO CPOKOB XpPaHEHUSI B COOTBETCTBHH C
TpeOOBAHMSIMU TOCYIAPCTBEHHBIX CTAHIAPTOB;
MIPOU3BOAUTH CTPYKTYPHYIO CUCTEMATU3ALIMIO JIEIT;
OCYIIECTBIISITh TEXHUYECKYI0 00pabOTKy W TOJIHOE O(opMIIeHHE el TMOCTOSHHOTO |
BPEMEHHOTO CPOKOB XpaHEHMUS;
COCTaBJIATh OMUCH JIeNl MOCTOSSHHOTO M BPEMEHHOIO CPOKOB XPAHEHMSI B COOTBETCTBUU C
NEUCTBYIOIIMMU HOPMATUBHO-METOIMYECKUMU JJOKYMEHTAMHU.
1.9. CoTpyqHUK TOJIKEH O3HAKOMUTBCS C JOKHOCTHON MHCTPYKLMEH AEIONPOU3BOAUTEIS B
COOTBETCTBHH C MPOPCTAaHAAPTOM, HHCTPYKIIMEH 1O OXpaHe TpyJa AJs JSIOMPOU3BOAUTEINS
IIKOJIBI, 3HATh M COOJIIO/IaTh YCTAaHOBJICHHBIE TMpaBWia M TPeOOBaHHS OXpaHbl TpyAa U
MoXKapHOW  O€30MacHOCTH, TMpaBWia JIMYHOW TUTHUEHBI W TUTHEHBI TpyJda B



o01reo0pazoBaTenbHON OpraHu3alluu.
1.10. Jlemonpou3BoauTenb AOHKEH NMPOWTH OOy4Y€HHME U MMETh HABbIKM OKa3aHUsl MEepBOMU
MIOMOIIM MMOCTPaAaBIIUM, 3HATh MOPANOK JACHCTBUN NPH BOZHUKHOBEHUM I10Kapa WA UHOU
Ype3BbIYAMHON CUTYAIIUU U HBAKyallUH B 00111€00pa30BaTeIbHON OpraHU3alluu.

2. TpynoBbie GpyHKUIMH

K OCHOBHBIM bYHKIMSM JCITOTIPOU3BOIUTEIISI OTHOCSTCS:
2.1. lokyMeHTallMOHHOE O0OecleueHre IesATeIbHOCTH 00IIe00pa30BaTEIbHOTO YUPEKICHUS:
2.1.1. Opranuzanus paboThI c JIOKYMEHTAMU.
2.1.2. Opranuzanus TEKYILETro XpaHEHUs JOKYMEHTOB.

2.1.3. Opranuzanus 00pabOTKu e JJIs MOCIETYOUIEro XpaHEHHsI.
3. 10/12KHOCTHBIE 00SI3AaHHOCTH

Jlenonpou3BOAUTEb B ITKOJIC OCYIICCTBIIACT BBIITOJTHCHHUC 0053aHHOCTEIA:

3.1. B pamkax Tpy0Bo# GYHKIIMH OPTraHU3aIMKA PAOOTHI C JIOKYMEHTaAMHU:
NpHeM U IIepBUYHAs 00paboTKa BXOIAUINX JOKYMEHTOB;
IIPEABAPUTEIILHOE PACCMOTPEHHE M COPTHUPOBKA JOKYMEHTOB Ha PETUCTPUPYEMBIE U HE
pETUCTPUPYEMBIE;
MOATrOTOBKA BXOJSIINX JOKYMEHTOB JIJI PACCMOTPEHUS TUPEKTOPOM IIKOJIBL;

PETUCTpAIUS BXOSIIUX JTOKYMEHTOB;
OpraHM3aIys JOCTABKH JJOKYMEHTOB HCIIOJIHUTEIISIM;
BeJieHHE 0a3bl JaHHBIX JOKYMEHTOB 00I1€00pa30BaTEIbHOIO YUPEKACHHUS;
BeJleHre WH(HOPMAIMOHHO-CIIPABOYHOM pabOTHI;
00paboTKa 1 OTIPaBKa UCXOISANIUX TIOKyMEHTOB;
opranuzanus padoTbl IO PETUCTPALIUH, YUETY, XPAaHEHHUIO U lepeiaue B COOTBETCTBYIOIINE
CTPYKTYpHBIE MOJIpa3AeNeHHs TOKyMEHTOB TEKYIEro JAeJI0NPOU3BOJICTBA;
KOHTPOJIb UCTIOJTHEHUSI IOKYMEHTOB B 00IIE00pa30BaTEIIEHOM YUPEKICHUU.
3.2. B pamkax Tpy/10Bo¥i (DYHKIIUU OPraHU3alMU TEKYIIEro XpaHeHHs TIOKYMEHTOB:

pa3paboTka HOMEHKJIATYPBI JIe] 0011e00pa30BaTEILHOTO YUPEIKICHMUS;
MIPOBEpKa MPaBHILHOCTH 0()OPMIICHHUS JOKYMEHTOB U OTMETKH 00 MX MCIIOJTHEHUH Iepe]] HX
(dhopMHUpOBaHKEM B JIENIO JJIs MTOCIEIYIONIETO XPaHeHNUS,
(hopMyITUPOBaHKE 3aTOJIOBKOB JIEJ U ONPEICIICHUE CPOKOB UX XPAHCHHUS,
dhopmupoBaHue AL,
KOHTPOJIb MPABUIBLHOTO U CBOEBPEMEHHOTO pPaCHpeeCHUs U TMOAMIMBKU JOKYMEHTOB B
Jena.
3.3.B pamkax TpyaoBOW (PYHKIIMHM OpraHM3alli¥ 00paOOTKM Jed JUId TOCICAYIOIIETO
XPaHCHHUS:
MPOBEpPKA CPOKOB XPaHEHUSI JOKYMEHTOB, COCTaBJIEHHE IMPOTOKOJIa PabOTHI IKCIEPTHOM
KOMHCCHHU TI0 TOATOTOBKE JOKYMEHTOB K XPAaHECHHIO, aKTa O BBIACICHUU K YHHUUYTOKCHUIO
JOKYMEHTOB, HE TIOJICKAIINX XPAHEHUIO;
COCTaBJICHHE BHYTPEHHEH OMUCHU ACI I 0CO00 IIEHHBIX JOKYMEHTOB IITKOJIBI;
odopMIIeHHUE 1€ TOCTOSIHHOTO, I0JTOBPEMEHHOTO CPOKOB XPaHECHHUS,




o odopmiieHrE 00JI0KKH JIEJ TOCTOSHHOTO, AOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

e COCTaBJICHHE OMUCH JIeJ IOCTOSIHHOTO, I0JTOBPEMEHHOTO CPOKOB XPAHEHHUS,

e TIepeaya JIeNl B apXuB 00I111e00pa30BaTEIHLHOTO YUPEIKICHHUS.
3.4. Opranu3oBbIBA€T BHEPEHHE, BeIeHUE (B TOM YMCIIe aBTOMAaTHU3MPOBAHHOE) U Pa3BUTHE
cUCTEM JOKYMEHTAIIIH, BKJTIOYAst AIIEKTPOHHBIE JOKYMEHTBHI.
3.5. BMmecte ¢ agMUHHCTpalMeidl IIKOJbl IOATOTABIMBAET OTYETHBbIE JOKYMEHTBHI st
BBIIIECTOSIIIUX OpraHu3aluid, TOTOBUT ciryKeOHbIe nchMa, CIPaBKH.
3.6. Beaet mpuem noctynaromiei Ha UMs JUPEKTOpa IIKOJIbI KOPPECTIOHAEHITUH (2JIEKTPOHHON
MOYTHI), PErUCTPUPYET €€ U BBHINOJHSAET CUCTEMATU3alUI0 COIMVIACHO NPUHITOMY B
0011e00pa30BaTEILHOM YUPEXKICHUU MOPSIKY, IOCIIE €€ PACCMOTPEHUS AUPEKTOPOM TEpEIaeT
M0 HA3HAYEHWIO MCIIOJIHUTENSM JUIsl IPUMEHEHUSI B XOJ€ UX JIEATSIIbHOCTH WM MOATOTOBKU
OTBETA.
3.7. Beder MOCTOSHHBIM y4eT, KapTOTEKY MPOXOXKACHUS JTOKYMEHTOB, KOHTPOJIUPYET HX
UCIIOJTHEHHE, BBIJAeT TpeOyeMble CIpaBKUM [0 3aperUCTPUPOBAHHBIM  JOKYMEHTAM.
3.8. BbINonHAET OTHpPaBKY MCIOJHEHHOW KOPPECIOHACHLIMU ajpecaTaMm, BEAET Y4eT
MOJIy4aeMO U OTNpPaBISIEMON KOPPECHOHACHIINU, CUCTEMAaTU3UPYET U XPaHUT JOKYMEHThI
TEKYILIEro apxuBa.
3.9. 3anumaetcs opopMIIEHUEM TPYJIOBBIX JOTOBOPOB M JIMYHBIX JIEJ, YCTPAUBAIOIIUXCS Ha
paboTy COTpYIHUKOB, 0OpabaThiBaeT U OPOPMIISIET Mepeady JUYHBIX JIe]d COTPYJHUKOB B
apXuB.
3.10. @opMHupyeT  JUYHBIE ~ Jeja  YYEHHUKOB, oOydJamommxcs B IIKOJE.
3.11. OcymiecTBusier y4eT 00ydJaronmxcst JBFOTHBIX KaTeropui.
3.12. Beaet KHUTH NIPUKA30B, MIeUaTaeT MPUKA3bl 10 OCHOBHOM JI€ATEIbHOCTH, UHBIE TPUKA3BI.
3HaKOMUT COTPYJIHUKOB WIKOJIBI C TpPUKa3aMd TOJ MOJANUCh B JIeHb HUX H3JAaHUA.
3.13. CornacHo pacHopssKeHHMSIM JUPEKTOpa IIKOJbI TedaTtaeT U opopMisieT TpedyeMylo
JOKYMEHTAIIUIO JJIsl BEACHUS] Y4EOHO-BOCITUTATENIbHON ESITEIbHOCTH B LIKOJIE, BBIIIOJHEHUS

rOJI0BOTO IUIaHa.
3.14. Beimomnusiet paboTy 110 CO3AaHHIO CIIPABOYHOIO afapara 1o JOKyMeHTaM, 00eCIeyuBaeT
YAOOHBIHA u OBICTPBIN ux TIOWCK.

3.15. 3anumaercs cOOpOM HEOOXOAMMBIX MaTepUaIOB JJis TIOJTOTOBKH COBEIAHUMN
PaObOTHUKOB IITIKOJIbI, OTIOBEIIEHNEM YYaCTHUKOB O BPEMEHH, MECTE, TOBECTKE JHS COBEIIAHUS

51 150: perucTpanuen.
3.16. SBigercs  cekperapeM  aJMUHUCTPATUBHOIO  COBEIIAHUS NOPU  JHUPEKTOpE
o011e00pa3zoBaTeIbLHOTO YUPEKIACHUS.

3.17. B rpanunax cBO€ld KOMIETEHLIHH YYacCTBYET B COCTABJICHUM NPOTrpaMMbl Pa3BUTHS
JeJIONPOU3BO/ICTBA 00111€00Pa30BATEILHOIO YUPEXKIEHUS, BHOCUT IPEUI0KEHUS 110 BOIIPOCAM

YCOBEPIICHCTBOBAHHUS JIeTIOTIPON3BOICTBA 0011e00pa30BaTEILHOTO YUPEIKICHUSI.
3.18. OGecneynBaeT 3aIMTy TpaB U CBOOO AETEH, pOaUTENeH (3aKOHHBIX MPEICTABUTEINICH)
npu 00paboTke MEePCOHATBHBIX JTAHHBIX (manee — T1T).

3.19. IIpu Ucnonb30BAHUU SIEKTPOHHOTO 00OPYIOBaHMS, B TOM YHUCIIE KJIABUATYPhI U MBIIIIH,
€XEJIHEBHO JNE3UH(PUIMPYET UX B COOTBETCTBUU C PEKOMEHJIALUAMHU MPOU3BOAUTEIIS JTUOO C



MCIOJIb30BaHUEM PACTBOPOB MM caleToK Ha cnUpTOBOW ocHOBe (He meHee 70% crnuprta).
3.20. Hdenonpou3BOAUTENb B IIKOJE CTPOTO COONIOAAET CBOIO JOJKHOCTHYIO HMHCTPYKIIMIO,
pa3zpaboTaHHyo 1O NpodCcTaHAapTy, MPOXOAUT IMEPUOJAUYECKHE MEIUIUHCKHE OCMOTPHI.
3.21. Ctporo cobionaer KOHPUACHIMAIBHOCTh MEPCOHATBHBIX JAaHHBIX U TPEOOBAHUS IO
3amure u O6e3omacHocTH I/l mpu mx oOpaboTke, HEAOMyIICHHE MX paclpocTpaHeHus 0e3
cornacus cyowbekra [1/] min Hanu4ust Ipyroro 3aKOHHOTO OCHOBAHHS.

4. IIpaBa

Jenonponu3BoAUTENb IIKOJIbI uMeeT M0JIHOE IpaBo:
4.1. IlpuHuMaTh y4yacTue B yHpaBJICHUHU OOIIE00pa30BaTEIbHBIM YUPEKICHUEM B MOPSAJIKE,
YCTaHOBJIEHHOM YcraBoMm.
4.2. Ha pabouee MecTo, KOTOPOE COOTBETCTBYET BCEM TpeOOBaHMAM OXpaHbl TpyAa U
MOYKapHOM 0€30TacHOCTH.
4.3. Ha 3aIIUTy cBOEH npodeccruoHaIbHOM YECTH u JIOCTOMHCTBA.

4.4. Ha mepenady JOKYMEHTOB [Jisi WCIOJIHEHUS W HAa TpeOOBaHWE OT WCIOIHUTENCH
IPaMOTHOTO W TMPaBWIBHOTO OQOpMIICHUSI TpeOyeMbIX JOKYMEHTAJIbHBIX MaTepPHasIOB.
4.5. Ha 3anpammBanue OT aJMHHUCTpAIlMA IIIKOJbI, TOJYyYEHUE W TPUMEHCHHE
MH(pOPMAITMOHHBIX MaTEPHATIOB, HOPMATUBHBIX U MIPABOBBIX JOKYMEHTOB, HECOOXOAMUMBIX JJISI
BBIIIOJIHEHUS CBOHX JTIOJDKHOCTHBIX 00s13aHHOCTCH.
4.6. 3HaKOMUTBCS CO BCEMU UMEIOITUMHUCS MaT€pUaIaMy €ro JJMYHOTO JIeia, OT3bIBAMU O CBOEH
paborte, xano0aMu ¥ HHBIMU IOKyMEHTaMH, OTPAXKAIOIUMU OIIEHKY €T0 TpyAa, PEI0CTABIIATh
3(0) HHUM IMOSICHEHUS.
4.7. Ha mopanpHOE€ W MaTepuaIbHOE MOOIIPEHHE, HA CBOEBPEMEHHYIO M B TIOJHOM O00BEMeE
BBITIJIATy 3apa0OTHOM IIJIaThl, @ TAaK)KE€ Ha 3alIUTy COOCTBEHHBIX HHTEPECOB M HMHTEPECOB

COTPYAHUKOB IIKOJIBI.
4.8. OTka3atbCs OT BBINOJIHEHUS PaOOT MPU BOSHUKHOBEHHUU YTPO3bl KU3HU U 3J0POBBIO
BCIIEJICTBUE HapyILIEHUs TpeboBaHUI o OXpaHe TpyZa.
4.9. [TocTostHHO MOBBINIATH CBOIO npodeccruoHaIbHy 0 KBaJTU(DUKAITHTO.

4.10. Ha 3ammuty cBOMX Npo(decCHOHATBHBIX HMHTEPECOB CaMOCTOSTENILHO M (WM 4Yepes
3aKOHHOTO TPEJICTaBUTENs, B TOM 4HCIE aJBoKaTa), B cllyyae IUCHMILIMHAPHOTO WU
CITy»K€OHOTO pacclieIOBaHMs, CBSI3aHHOTO ¢ HECOOIIOICHUEM HOPM PO ECCHOHATTEHOM ITHKHU.
Ha nepasrnamenue IUCHUIUIMHAPHOTO (CIy>KEOHOTO) paccieloBaHus, HCKIKYas clydau
MPEyCMOTPEHHBIC 3aKOHOM.
4.11. Ha Bcryruienue B nmpocoro3bl IS 3aIIUTHI CBOUX TPYAOBBIX MPaB, CBOOO U 3aKOHHBIX
uHTepecoB. Ha TmoilydeHHMe CONMANBHBIX TapaHTUH ©  JIbIOT, MPEIyCMOTPEHHBIX
3aKOHOIaTeNnbCTBOM Poccuniickoit denepannn.

S. OTBeTCTBEHHOCTH

5.1.  3a HEBBINIOJIHEHWE WIM  HapyIICeHWE JaHHOW  JIOHKHOCTHOM — MHCTPYKUHUU
JIEJIONIPOU3BOAMUTENSL B IIKOJIe, YcTaBa U [IpaBun BHYTPEHHEro TpPYJIOBOrO pacIopsjiKa,
3aKOHHBIX PACHOPSIKEHUN TUPEKTOpPA IUKOJbl M JPYTUMX JIOKAJIbHO-HOPMATUBHBIX aKTOB, a
TaKKe 3a NPUHATUE PEIICHUH, MOBJIEKIINX HApyIIeHUE Y4eOHO-BOCIIUTATEIbHBIX OTHOILICHUH,



JIEJIONIPOU3BOAUTEINb HECET TUCUUIUIMHAPHYIO OTBETCTBEHHOCTH B MOPSAJIKE, YCTAHOBICHHOM
TpynoBbM 3aKOHOATENBCTBOM Poccuiickoi denepanumu.
5.2. 3a mpuUMEHEHHE, JaKe OJIHOKPATHO, CIIOCOOOB BOCIMTAHMS, BKIIOYAIOIMIMX B ceOs
¢usznueckoe W (WIM) TICUXOJOTMYECKOE  HACUIME HaJ  JIMYHOCTbIO  peOeHKa,
JeOTPOU3BOAUTENb MOKET OCBOOOKIATHCS OT 3aHUMAEMOM TOJHKHOCTH COTJIACHO TPYAOBOMY
3aKOHOaTeNbCTBY Poccniickont Denepanu. Y BOJIbHEHHE 32 TAKOM IMOCTYNOK HE MPUHUMAETCS

3a Mepy JUCIUIUIMHAPHON OTBETCTBEHHOCTH.
5.3. HeceT quCIMIUIMHAPHYO OTBETCTBEHHOCTH 3a COXPAHHOCTD IOKYMEHTALlMH, HaXOA1IeiCs
B KaOuHeTe JEJIONPOU3BOAUTEIISL.

5.4. TlpuBnekaeTcss K JUCHUIUIMHAPHON OTBETCTBEHHOCTU 3a pasriallleHHe CIIy)KeOHOU u
KOH(pueHnanpHoi nHdopmanuu, nHGopMauu O NEPCOHANBHBIX JTAHHBIX COTPYJHUKOB U
oOyyJaronmxcs 0011e00pazoBaTeIHLHOTO YUpEKIACHUS.
5.5. 3a mHapymieHue TMpaBWiI TIOKApHOM OE30MaCHOCTH, OXpaHbl TpyJa, CaHUTAPHO-
TUTUEHUYECKUX HOPM W IpaBWil  JIEJONPOU3BOJIUTENb  MOYKET INPHUBIEKAaTbCA K
aMUHUCTPATUBHOW OTBETCTBEHHOCTM B TOPSIAKE W B CIIy4asiX, YCTAHOBJIEHHBIX
aIMUHUCTPATUBHBIM 3aKOHOIATEIBCTBOM Poccuiickon denepanun.
5.6. 3a 11060€ BUHOBHOE MPUUYMHEHHUE 00111€00pa30BaTEIbHOMY YUPEKACHHUIO WU yYaCTHUKAM
o0Opa3oBaTeabHBIX OTHOLIECHUH yiepOa (B TOM YKCIIE MOPAIbHOI0) B CBSI3U C BBINIOJHEHUEM
(HEBBIMOJIHEHUEM ) CBOUX MPSMBIX JOHKHOCTHBIX 00S3aHHOCTEH AEIONPOU3BOIUTEND IIKOJIbI
HECET MaTepUaIbHYI0 OTBETCTBEHHOCTb B MOPSIJIKE U B MpeJenaX, YCTAHOBICHHbBIX TPYAOBbIM
1 (WIM) rpaXJaHCKUM 3aKoHOAaTesbcTBOM Poccuiickoit deneparmu.

6. BzanmoorHouenusi. CBA3M 110 J0JKHOCTH

enonpouzeooumens WKOJbL!
6.1. [lenonpous3BOAUTENb BBIMIOIHIET pabOTy COINIACHO IpauKy, COCTABICHHOMY C YYETOM
40-yacoBoil pabouell HeneaM, M YTBEPKICHHOMY JIUPEKTOPOM OO0IIe00pa30BaTEIBHOTO
YUPEKICHUS.

6.2. IloctossHHO oOMeHuBaeTcs uWHGOpPMANMEl 1O BOMPOCAM, OTHOCSIIUMCS K €ro
KOMIIETeHIIUH, C aJMUHHUCTpaleil, Oyxraiarepueil, neaarorndyecKuMu pabOTHUKAMU H
00CITyKUBAIOIIMM MEPCOHAIOM MIKOJIbI, C POAUTESIMHU JeTeH (JUIAMH UX 3aMEHSIOLUIUMH).
6.3. Tlomywaer oT gupekTopa 00II€00pa30BATEIBHOTO YUPEKIACHUS HH(MOpPMAIUIO
HOPMATHBHO-IIPABOBOTO M OPTraHU3alMOHHOIO XapakTepa, 3HAKOMUTCS MOJ MOAMUCH C
HEO0OXOAUMBIMU JIOKyMEHTaMH.
6.4. BoBpems cooOmIaeT AUPEKTOPY IIKOJIBI U €T0 3aMECTUTENISIM 00 nH(GOpMaIINH, pUKa3ax,
paclopsDKEHUAX M MHOM JOKYMEHTallMHM, TOCTYNHMBUIEH II0 JJIEKTPOHHOM IOYTE.
6.5. Uadopmupyer aupekTopa (MpU OTCYTCTBUU — HWHOE JODKHOCTHOE JIMIIO) O akTte
BO3HUKHOBEHHUSI TPYMNOBBIX HHMEKIMOHHBIX U HEUMH(PEKIMOHHBIX 3a00yieBaHUN B
o011e00pa3oBaTeIbHON  OpPraHW3alliy, 3aMECTHTENsl JUPEeKTopa IO aJMHUHUCTPATUBHO-
XO3STUCTBEHHON YacTH — 00 aBapWMHBIX CUTyalMsIX B pabOTe CHUCTEM 3JIEKTPOOCBEIICHUS,
MEPCOHANILHOTO KOMIIBIOTEpA M WHOW OPITEXHUKH, OTOIUICHUS M  BOJOMNPOBOJA.
6.6. Bo Bpemsi OTCYTCTBUsI JEIOMPOU3BOAUTENSI €r0 00S3aHHOCTH BBITIOIHSAET COTPYIAHUK,



UMEIONIUI Bce Tpedyromuecs mpodeccnoHalbHbIe 3HAHUS, YMCHHSI U HaBBIKH, Ha3HAUCHHBIN
MIPUKA30M JUPEKTOpA IIKOJIbI. JIaHHBIA COTPYAHHMK IMPHOOpPETaeT COOTBETCTBYIOMIME TIpaBa 1
HECET TIOJHYI0 OTBETCTBEHHOCTh 3a KAaueCTBEHHOE BBITIOJHEHUE BO3JIOKCHHBIX Ha HEro
00s13aHHOCTE.

7. 3akJII04nTeIbHbIE MOJI0KEHUS

7.1. O3HaKOMIIEHHE ACIIONPOU3BOIUTENS IIKOJIBI ¢ HACTOSAIIECH JTOKHOCTHOM MHCTPYKLUEH,
pa3paboTaHHON C ydeToM mpodcTaHgapTa, OCYIIECTBISAETCA MpU MpuemMe Ha paboTy (10
MOANUCAHUS TPYIOBOTO JIOTOBOPA).
7.2. OnuH SK3eMIUBIp AOHKHOCTHON MHCTPYKIIMUA HAXOIUTCS y paboTomarens, BTOPOH — y
COTpY/IHHKA.

7.3. @aKkT 03HAKOMJICHHUS JEJIONPOU3BOIAUTENS C HACTOALIEH JOJKHOCTHOW HWHCTPYKLUEH
MOATBEPKIAETCS MOJNUCHI0O B HK3EMIUISIpE JOHKHOCTHOM HMHCTPYKLHMHU, XpaHSALIEMCS Y
paboTroaareris, a TAaKkKe B )KypHaJIe 03HAKOMIICHHUS C JOKHOCTHBIMU UHCTPYKIHMSIMHU.

JonscHocmuyo uHcmpyKkyuro paspabomai: / /

C  OondicHOCMHOU — UHCMPYKYUell  O3HAKOMIeH (a), OOuH OK3eMnaap noxyuul (a).
« _» 202 T / /




