ITPUHATO: YT1Bepikaai:
Ha [lenaroruueckom coBete

MKOY «Morunesckass COII um.H.Y.A3uzoBa»

IIpoTtokonm Ne 6 or 28. 08. 2024 r.

J0/ZKHOCTHASI MHCTPYKUMS 1€JIONPOU3BOTUTEIA HIKOJIbI
MKOY"Moruaésckasa COII um.H.Y.A3u30Ba

1. O61mme nos1oxKeHUst
1.1.  MaHHas domicHOCmMHAA — UHCMPYKYUsL — OelOnpou3eooumenss 6  WKOle  COCTaBlIE€Ha  Ha
ocuose [Ipodcranmapra 07.002 «Cnenmaauct mo OPraHuU3alMOHHOMY H JIOKYMEHTAIIHOHHOMY
o0eclie4eHHI0 YNPABJIEHHs] OPraHuU3auMeil», YTBEpXKIECHHOIO NpPUKa30oM MuHHCTEpCTBA Tpyla M
conuanbHoi 3amuThl Poccuiickoir @enepanuu Ne 333n ot 15 urons 2020 r; ¢ yuerom denepanbHOro
3akoHa «O0 oOpazoBanuu B Poccuiickoit @enepamum» ot 01.12.2012r Ne273-D3 ¢ u3MeHEHUsIMH OT 8
asrycra 2024 rona; CII 2.4.3648-20 «CaHUTapHO-3IUIEMHOIOTHYECKUE TPEOOBAHHS K OpraHU3alusM
BOCIIUTAHUS U 00y4YCHHMs, OTIbIXAa M O3JOPOBJICHUS ACTEil M MOJOAEKM»; coryiacHo TpynoBomy Konekcy
Poccuiickoii denepatyii 1 UHBIM HOPMATUBHBIMHU aKTaMU, PErJIAMEHTUPYIOLIUM TPYIOBbIC OTHOILICHHS
MEXTY paboTHUKOM u paboronaTenem.
1.2. Hacrosmas donorcnocmuas UHCMPYKYUSL 0enonpouzsooumens WIKOJTbL no
npogcmandapmy yCTaHaBIUBAaeT  (PYHKIUOHAIBHBIE OOS3aHHOCTH, TIpaBa W  OTBETCTBEHHOCTH
COTPYZAHHUKA, 3aHUMAIOLIET0 B 00II€00Pa30BaTEIbHON OpPraHU3alMU JOJDKHOCTh JIEIONPOU3BOAUTEILS.
1.3. Ha 70/KHOCTD 1e00POHU3BOANTEIISE MOXKET Ha3HAYATHCS JIUIIO:
uMeronee cpenHee npodeccrmoHambHOE 00pa3oBaHME, MPOILIENNIee MPOrPaMMBbl  MOATOTOBKH
KBATM(UITUPOBAHHBIX PA00UNX, CITY KAIUX;
COOTBETCTBYIOIIEE TPEOOBAHMSAM, KACAIOLIMMCS MPOXOKACHUS PEABAPUTEIBHOIO (IPU HMOCTYIICHUN
Ha paboTy) M MEPUOJMUYECKHX MEAMIMHCKHX OCMOTPOB, BHEOUEPEIHBIX MEIUIMHCKHX OCMOTPOB IO
HanpaBJIeHHI0 paboTtojarens, NpopecCHOHATFHON THTHMEHHYECKOH IMOArOTOBKM M aTTecTanuu (IpH
npuemMe Ha paboTy M Janee He pexe 1 pasa B 2 roja), BaKUMHALMM, a TAKKe HMEIOLIEE JTMYHYIO
MEIUIUHCKYIO KHIKKY € Pe3yJbTaTaMi MEAULMHCKUX 00CIIeI0BaHUH 1 1aO0PaTOPHBIX UCCIEI0BAHUM,
CBEJICHUSIMH O IPHBUBKAX, TIEPCHECEHHBIX WH(EKIIMOHHBIX 3a00JCBaHUSAX, O MPOXOKICHUH
npogecCHOHANTLHON THTHEHHYECKOH MOTOTOBKH U aTTECTAIINH C JOIYCKOM K paboTe;
HE MMeEIOLIee OrPaHNUCHUN Ha 3aHATHE TPYAOBON JEATEIbHOCTBIO B chepe 00pa3oBaHusl, U3JI0KEHHbBIX
B crartbe 351.1 «OrpaHuueHus Ha 3aHATHE TPYIOBOH JEATEIBHOCTBIO B cdepe 00pa3oBaHUS,
BOCIIUTAHUS, PAa3BUTUS HECOBEPUICHHOJECTHUX, OpTaHW3allMd WX OTAbIXa W  O03J0POBIICHHS,
MEIMIIUTHCKOTO 00eCIeUeH s, COMAILHON 3alllUThl U COLMAIBLHOTO OOCITyKMBaHHS, B cepe JIeTCKO-
IOHOIIIECKOTO CIOpTa, KYJIbTYpPhl U HCKYCCTBA C YUaCTHEM HECOBEPIICHHOIETHUX» TpyaoBOro Kojekca
Poccuiickoii ®enepanuu.
1.4. [emompousBojauTenss Ha3Ha4aeT M OCBOOOXJAeT OT 3aHUMAeMOW JIOJDKHOCTH JTUPEKTOP
00111e00pa30BaTEILHON OpraHu3anuy B MOpPsAKe, ycTaHoBiIeHHOM TpymoBeiM Komexcom Poccwmiickoit
Denepanyn u TPYLOBBIM JIOTOBOPOM (KOHTpaKTOM) c pabOTHUKOM.
1.5. [enomnpou3BOAUTENb OTHOCUTCS K KAaTErOpUM TEXHWYECKHUX HCIOJHUTENeH W HEMOCPEeICTBEHHO
MOJUMHSIETCS 3aMECTUTENIO JupekTopa 1o AXY 0011eo0pa3oBaTeIbHOTO YUpeK ICHHS.
1.6. [lenonpon3BoiuTesh B MIKOJIE NPU BHINOJIHEHUH JOJDKHOCTHBIX 00S3aHHOCTEH PYKOBOJICTBYETCS:
Kouncrurynueit Poccuiickoit denepanuu;
[lopsiakoM opraHuM3alM M OCYIIECTBICHHS 00pa3oBaTENbHOW JESATEIBHOCTH 10 OCHOBHBIM
00111c00pa30BaTe/IbHBIM ~ [IPOTpaMMaM - O0pa30BaTeNIbHBIM —IpOrpaMMaM HadaJbHOI'O  OOIIEro,
OCHOBHOTO 00IIero u cpefaHero ooOmiero oOpa3oBaHus, yTBepxkjaeHHbIM [Ipukazom MuHHCTEpCTBA
npocgetenust PO ot 22 mapra 2021 r. Ne 115;
DenepanbHBIM TOCYIaPCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTAMU 00IIEro 00pa30BaHus;




CII 2.4.3648-20 «CaHUTapHO-3MUAEMHOIOTHYECKAE TPeOOBaHUSI K OpraHU3alusiM BOCHHUTAHHUS H
0o0ydeHus1, OT/IbIXa U 03/IOPOBIICHUS IETEH H MOJIOICHKI;
AQIMUHUCTPATUBHBIM, TPYJIOBBIM U XO35ICTBEHHBIM 3aKOHOATENLCTBOM Poccuiickoit denepauny;
MOCTAaHOBJICHUSIMH, PACHOPSHKCHUSIMH, IMPHKAa3aMd W HMHBIMA PYKOBOASIIMMH W HOPMAaTHBHBIMH
JIOKYMEHTaMH, OTHOCSIIIIUMUCS K BEACHHUIO JIEIONPOU3BO/ICTBA;
CTaHAapTaMy YHU(DUIIUPOBAHHOW CUCTEMBI OpPTraHU3aIIMOHHO-PACTIOPAANTEIFHON JOKYMEHTAIINH;
npaBmiaMu opdorpaduu U MyHKTYaIHH;
npaBuIaMu pabOThl HA KOMIIBIOTEPE U HHOW OPTTEXHUKE;
NpaBUJIaMU 1 HOPMaMH OXPaHbl TPy, IPOU3BOJCTBEHHON CAHUTAPHH U MOKapHOW 0€30MacHOCTH;
VYcraBom u [IpaBunmamu BHyTpEHHETO TPYIOBOTO PACHOPSAKA, APYTUMH JOKATHHO-TIPAaBOBBIMU aKTaMH
00111e00pa30BaTENEHOTO YIPEIKACHIS,
JTAHHOM JOJKHOCTHOM MHCTPYKIIMEH U TPYIOBBIM JOTOBOPOM (KOHTPAKTOM);
Konseniueii o npaBax peOcHKa;
MHCTPYKITMEH 10 OXpaHe TPyAa JUIS JeITOTPOU3BOIUTENS IIKOIIBI.

1.7. Jlenonpon3BOANTENb IIKOIEI 0053aH 3HATH CIETyIOIIee:
lNocynapcteennslil ctanaapt Poccuiickoit @enepanunn «Jlenonponu3BoacTBO U apXUBHOE JI€JION;
HOpPMaTHBHbBIE NPABOBBIE AKTHI U HOPMATHUBHO-METOJINYECKUE JOKYMEHTBI, MOJ0KEHUS, HHCTPYKLIUU U
WHBIC MaTepUAITbl M JOKYMEHTEHI 110 BEJICHUIO JSIIOPOU3BO/ICTBA B MITKOJIE;
COBpEMEHHbIE MHPOPMAIIMOHHBIE TEXHOJIOTHH PabOTHI C TOKYMEHTaMH;
MOPSIIOK paboThI C TIOKYMEHTAMH;
CXEMBI JIOKyMEHTO000POTa;
MpaBwiIa padOTHI ¢ BXOASIINME, UCXOSIIAMU U BHYTPEHHUMH JIOKyMEHTAMU;
MpaBWjia OpraHU3alui W (QOpPMBI KOHTPOJS HWCIOIHEHHWS JOKYMEHTOB B 00IIe00pa3oBaTeIbHOM
YUPEKICHUH;
TUTIOBBIE CPOKH HCIIOJIHEHUS IOKYMEHTOB;
MIPUHIUTIEI PaOOTHI CO CPOKOBOM KapTOTEKO;
Ha3HAYEHHE U TEXHOJIOTHS TEKYIIETO U MPeAyPeIUTEILHOTO KOHTPOIIS;
MpaBUJIa COCTABJICHUS aHAJTMTUYCCKUX CIIPABOK M0 OPTaHU3alUU PabOThl ¢ IOKYMEHTAMH M KOHTPOITIO
WCTIOJTHEHHS JJOKYMEHTOB;
MpaBwJIa JIOKYMEHTAIMOHHOTO 00eCIIeYeHHs AeSITeTLHOCTH 00111e00pa30BaTeIbHOTO YUPEKACHUS;
BUJIBI JOKYMEHTOB, MX Ha3HAUYCHUE;
TpeOOBaHUsI, TIpEIbSBIsIEMbIE K JOKYMEHTaM B COOTBETCTBHM C HOPMATUBHBIMH aKTaMH H
rOCy/IapCTBEHHBIMH CTaH/IapTaMU;
mpaBwjia  CoCTaBieHMs ©  opopMieHHs  HWH(MOPMAIMOHHO-CIIPABOYHBIX,  OpPraHH3AIlMOHHBIX,
YIpaBIeHUYECKUX IOKYMEHTOB;
NpaBuIIa CO3JIaHMUs ¥ BEJCHUS 0a3 IaHHBIX CITY>KEOHBIX JOKYMEHTOB B 00pa30BaTEIbHOM OPTaHU3AIINY;
CUCTEMBI JIEKTPOHHOTO JIOKYMEHTOO00POTa;
MPaBHJIa ¥ CPOKH OTIIPABKU UCXOMSAIIUX JOKYMEHTOB;
TpeOOBaHUS OXpaHbl TPY/a U MOKapHOU 0€30MTacHOCTH Ha paboueM MecTe;
METOJMYECKHE PEKOMEHJAIMH TI0 BBIMOJIHEHHIO PabOTHl C JIOKYMEHTaMH B 00Iieo0pa3oBaTeNbHbIX
YUPEKICHUSIX;
MOPSAZIOK KOHTPOJIS MTPOXOKICHUS CITYy:)KEOHOH JIOKYyMEHTAIIUN 1 MaTepUAIIOB;
CTPYKTYpy 00111€00pa30BaTeIbHOr0 YUpEkKIECHHS U COCTAB COTPYTHHKOB;
BUJIBI HOMEHKJIATYp, 00IIHe TpeOOBaHMsI K HOMEHKIIATYPE, METOANKA €€ COCTABJICHHS U 0(OPMIICHHS;
nopsiiok popMupoBanus 1 0QOpMIICHUS Jiel, crieluduka GopMHUPOBAHUSI OTIEIBHBIX KaTETOPHIA JIeIT,;
NpaBuiIa XpaHeHUsl JieJl, B TOM YHUCIIe ¢ JOKYMEHTaMU OrPaHMYEHHOTO JOCTYIIA;
NpaBuIia BbIJAYH U UCIIOJIB30BAHUS JOKYMEHTOB U3 CHOPMUPOBAHHBIX JICIT;
KPUTEpUU pasfeNieHus] JOKYMEHTOB Ha TpPYNNbl B COOTBETCTBHHM C IIEHHOCTHIO HWH(pOpMAIUH,
COJIEpIKallleicsl B HUX;
MOPSIIOK CO3/AaHus], OPraHU3alry U JOKYMEHTHPOBAHUS Pa0OThl HKCIIEPTHON KOMUCCHH;
NpaBUiIa COCTABICHUS M YTBEPKACHUS MPOTOKOJIA pabOThI SKCIIEPTHON KOMHUCCHH;
MIpaBHJIa COCTABJICHUS M YTBEPKACHUS aKTa O BBIJIEIIEHUHU TOKYMEHTOB, HE TIOJIEXKAIINX XPAHEHHUIO;
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MpaBiia TEXHUUYECKOW 00paOOTKH M MOJHOTO O(GOPMIICHHSI JEN MOCTOSHHOTO M BPEMEHHOTO CPOKOB

XpaHEHUS;

MpaBUJIa COCTABJIEHUS OIKCU JIeJl MOCTOSSHHOTO M BPEMEHHOI'0 CPOKOB XPAHEHHUS B COOTBETCTBUU C

JIEACTBYIOLIUMH HOPMATUBHO-METOIUYCCKUMU JOKYMEHTAMU;

MpaBuIa TIEPEIayuu JIe B apXUB 00IIe00pa30BaATEILHOTO YUPEIKICHHUS,

TIpaBWJjIa UCIIOIK30BaHUs Tenedona, (hakca, KCepokcea, IpUHTEpa, CKaHepa, KOMITBIOTEPa;

mpaBuia pabOTHl ¢ TEKCTOBBIMH PEHAKTOpPAMHU M DSJCKTPOHHBIMH Tabnuiiamu, 0a30l HTaHHBIX,

9JIEKTPOHHOH MTOYTOMN, HHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3[aHHusI, 00pabOTKH, IIepejaur U XPaHECHUs Pa3JIMYHbIX JOKYMEHTOB;

IpaBWjIa JEJIOBOM TIEPENHUCKH, COCTaBICHUS W Habopa ICNOBBIX INMHCEM C TPUMCHECHHEM THITOBBIX

00pasmos;

JIEJIOTIPOU3BOCTBO U €r0 BEJICHUE;

TpeOOBaHUS 110 COXPAHHOCTH CYKeOHOM HH(OpMAIINK, 3aIUTE TEPCOHANIBHBIX JaHHBIX;

OCHOBBI 3TUKH U 3CTCTUKHU;

TIpaBUJjIa IeJIOBOTO OOIICHHUS,

MOPSIZIOK OKa3aHUs NIEPBOH TOBpaueOHOM TOMOIIIH;

MOPSIIOK JEHCTBUI IIPU MT0KAPE WIM MHOM YpE3BbIYAHHON CUTyal[uH, SBAKYALIMH.
1.8. Jenonpon3BoANTEh IITKOJIEI JIOJDKSH YMETh:

paboTartp co BCcel COBOKYIHOCTBIO WHPOPMAITMOHHO-T0KYMEHTAIIMOHHBIX pecypcoB

00111€00pa30BaTEIBHOTO YUPEKICHHS:

MOJIH30BATHCS CIIPABOYHO-TIPABOBBIMHU CHCTEMAMH;

TOJIF30BATHCSl ABTOMATU3UPOBAHHBIMU CHCTEMAMHU Y4eTa, PETUCTPAIlNU, KOHTPOJIS U WH(POPMAITMOHHO-

CIIPaBOYHBIMH CHCTEMaMH MpH paboTe ¢ JOKYMEHTaMH IIIKOJIBI;

MPUMEHSATh COBPEMCHHBIE HMH(DOPMAIIMOHHO-KOMMYHHUKAI[MOHHBIC TEXHOJIOTUU Il PabOThI ¢

JIOKyMEHTaMH, B TOM YHCJIE JIJISl €€ ONTUMHU3ALNHU 1 MOBBIICHUS () (HEKTUBHOCTH;

OpraHM30BBIBATh pabOTy IO YYeTy, XpPaHeHHWI0O W Iepelade B COOTBETCTBYIOIIEE CTPYKTYpHOE

MO/Apa3eIeHUE TOKYMEHTOB TEKYILErO EI0NPOU3BOACTBA;

WCIIOJIb30BaTh HOMEHKJIATYPY [N HPU HM3YYCHHU CTPYKTYpbhl OOIICO0pa30BaTEIILHOTO YUPEIKIACHHUS,

COCTaBJICHUHU OMHCEH eI,

OpTraHU30BBIBaTh paboTy MO (OPMUPOBAHUIO JIET B COOTBETCTBHH C YTBEPXKIACHHON HOMEHKIIATYpPOU

JIEJT IIIKOJIbI,

MPaBWJILHO U CBOCBPEMEHHO (POPMHUPOBATH JJOKYMEHTHI B JieJia ¢ YUETOM UX CHCIU(PHUKY;

CHCTEMAaTHU3UPOBATh JOKYMEHTHI BHYTPH JIeTia;

o0ecrneynBaTh COXpPaHHOCTh U 3aIUTy JOKYMEHTOB 00IIe00pa30BaTEeIbHOTO YUPEKICHHS,

MIOJIL30BAThCS TIEPEUHSAMH JIOKYMEHTOB W aHAIM3UPOBATh (PAKTUYECKOE COJIEPIKaHHUE WMEIOIINXCS B

JleJie TOKYMEHTOB TPU OTIPEICTICHUHN CPOKOB UX XPAHCHHUS,

opopMIIATE OOJIOKKH JIeJ TOCTOSHHOTO M BPEMEHHOTO CpPOKOB XpaHEHHs B COOTBETCTBUH C

TpeOOBaHUAMHU IOCYIaPCTBEHHBIX CTaHJIAPTOB,

MIPOU3BOIUTH CTPYKTYPHYIO CUCTEMATU3ALUIO JEJT;

OCYIIECTBJISITh TEXHUUECKYHD 00pabOTKy M IMOJIHOE O(OPMJICHHE JIeJl MOCTOSIHHOIO M BPEMEHHOIO

CPOKOB XpaHCHHUS;

COCTaBJISITh ONHCHh i€ TOCTOSSHHOTO W BPEMEHHOTO CpPOKOB XPAHEHUSI B COOTBETCTBHHU C

JIEUCTBYIOLIMMU HOPMATUBHO-METOJUUECKUMU JOKYMEHTAMH.
1.9. CoTpymHWK HODKEH O3HAKOMHTHCS C JOJDKHOCTHOW WHCTPYKIIMEH EJIOMPOU3BOAUTENS B
COOTBETCTBHH C MPOQCTAaHAAPTOM, WHCTPYKIIMECH IO OXpaHEe TPyHda IS IETOMPOU3BOAUTEIIS IITKOJIBI,
3HATh U COOJIIOJaTh YCTAHOBIIGHHBIC NIPAaBUJIa U TPEOOBAHUS OXpaHbI TPYJla M MOKAPHOH 0€30MacCHOCTH,
npaBwjia JUYHOM TWTHEHBI W TUTHEHBI TpyAa B 00meoO0pa3oBaTeNbHON  OpraHH3allHy.
1.10. Jlemompoun3BoAUTENb MOJDKEH MPOWTH OOydeHHWE W WMETh HaBBIKM OKAa3aHWs IIEPBON IMOMOIIN
MOCTPaJaBIIMM, 3HATh MOPSAJOK JIEUCTBUN IPU BO3HUKHOBEHHWM IOKapa WM WHOW Ype3BbIYAHOU
CUTYaIlUH U BaKyaluy B 00I1e00pa30BaTeNIbHON OpraHU3aIINH.

2. TpynoBbie pyHKIIUU



K OCHOBHBIM byHKIHAM JICIOPOU3BOJIUTEIIS OTHOCSTCS:
2.1.  JIoKyMeHTallMOHHOE  O0OeCICYCHUE JEATCILHOCTH  00IIe00pa30BaTEIbHOIO  YUPCSIKICHUS:
2.1.1. Opraam3anus paboThI c JIOKYMEHTaMH.
2.1.2. Opranusanus TEKYILEro XPaHEHUs JIOKYMEHTOB.
2.1.3. Opranu3zanus 00pabOTKH JIeI ISl TIOCIIEYFOIIEr0 XPaHeHUsI.

3. JIo/15KHOCTHBIE 00sI3aHHOCTH

Jemonpou3BoauTelb B IIKOJIC OCVIIECTBISAET BBIITOJTHCHHUE 00s13aHHOCTCH:

3.1. B pamkax TpynoBoi ()YHKIIMK OpraHU3alKK PAOOThI ¢ IOKYMEHTAMM:

MIpHeM U TIepBUYHASE 00pab0TKa BXOISIIUX JOKYMEHTOB;

Mpe/BAPUTEIbHOE PACCMOTPEHHE HM  COPTUPOBKA JIOKYMEHTOB Ha PETHCTPHUPYEMbIE H  HE
peTUCTpHUPYEMBIE;

MOJITOTOBKA BXOSIINX JOKYMEHTOB JJIsI PACCMOTPEHUSI TUPEKTOPOM IIIKOJIBI;

perucTpanus BXOASAIIUX JOKYMEHTOB;

OpraHM3aIys JOCTAaBKU JOKYMEHTOB UCIIOJTHUTEIISIM;

BeJIeHre 0a3bl JAaHHBIX JOKYMEHTOB 00IMIE00pa30BaTEeILHOTO YUPEKACHIIS,

BeJIeHre WH(HOPMAIIMOHHO-CIIPABOYHOM pPabOTHI;

00paboTKa ¥ OTIPaBKa UCXOMASIIUX JOKYMEHTOB;

opraHu3anus pabOThl [0 PErucTpalvy, Y4YeTy, XPaHCHUI0 U Iepelaue B COOTBETCTBYIOIIUC
CTPYKTYpHBIE TIOJIpa3/ie]IeHNAs JOKYMEHTOB TEKYIIETO JeJIOMPON3BOICTBA;

KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB B 00111€00pa30BaTeIbHOM YUPEIKICHUN.

3.2. B pamkax TpynoBoi (\YHKIHMK OpraHU3alMK TEKYIIEro XpaHEeHUs JOKYMEHTOB:
pa3paboTKa HOMEHKJIATYPBI e 00111e00pa30BaTeILHOIO YUPEIKIACHUS;

MPOBEpPKa TPABWIBHOCTH OQGOPMIICHHS JOKYMEHTOB M OTMETKH O0 WX WCIIOJIHEHUHW TIepell UX
(hopMUPOBaHUEM B JIEJIO TSI TOCIIEAYIOMIETO XPAHECHUS;

(hopMyJTUpPOBAaHHUE 3ar0JIOBKOB JICJ U ONPEICICHUE CPOKOB X XPAHCHUS;

(dhopMupoBaHue Je;

KOHTPOJIb TTPaBHIILHOTO U CBOEBPEMEHHOTO paclpeieNieHus U MOITUBKY JOKYMEHTOB B JIeNa.

3.3. B pamkax Tpyn0BOM (PYHKIIMK OPraHU3aMH 00paOOTKH JIe] ISl MOCIEAYIONIEr0 XPaHCHMS:
MIPOBEPKA CPOKOB XPaHEHUS JIOKYMEHTOB, COCTABJICHHE MTPOTOKOJIA PabOThl 3KCIIEPTHON KOMHMCCUH 110
MMOArOTOBKEC AOOKYMEHTOB K XPaHCHHIO, aKTa O BBIACJICHHUU K YHHUYTOXCHUIO OJOKYMCHTOB, HEC
TOIJISKAIINX XPAHEHUIO;

COCTaBJICHHE BHYTPEHHEH OTHCH eI i1l 0CO00 IIEHHBIX IOKYMEHTOB IITKOJIHI,
o(opMIIEHHUE JIe] TOCTOSHHOIO, JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUS;
odopmIieHHE 00JIOKKH IS TOCTOSIHHOT'O, JIOJITOBPEMEHHOTO CPOKOB XPaHCHHSI;
COCTaBJICHHE OIIHCH e TIOCTOSIHHOTO, JOJITOBPEMEHHOI'0 CPOKOB XPAHEHUS;
nepeaava el B apXuB 00Ie00pa30BaTEIbHOTO YUPEKICHUS.
3.4. OpraHu3oBBIBaET BHEApPEHHUE, BeACHHE (B TOM HYHCIE aBTOMATH3MPOBAHHOE) M PA3BUTHE CHCTEM

JOKYMCHTalWHu, BKJIIO4Yas OJICKTPOHHBIC HOKYMCHTEIL.
3.5. Bmecte ¢ aﬂMHHHCTpaHHeﬁ MIKOJIbI MOATOTAaBJIMBACT OTYCTHBLIC AOKYMCHTBI JIsSI BBIHICCTOSAIINX
OpFaHHSaHHﬁ, TOTOBHUT CJ'Iy>Ke6HLI€ nrcbMma, CIIpaBKH.

3.6. Bexer mpueM noctynaromei Ha UMsI TUPEKTOpa LIKOJIBI KOPPECTIOHAEHIIMH (3IEKTPOHHOM MOYTHI),
pPEruCTpUpPYeT €€ U BBINOJHAET CUCTEMaTU3alMI0 COIJIACHO IIPUHATOMY B 00LIE00pa30BaTeIbHOM
YUPEXKJIECHUH TOPSZIKY, MOCIE €€ PAaCCMOTPEHHS TUPEKTOPOM MEpPEaeT M0 HA3HAUEHUIO MCIIOJHUTENSAM

JUIs [IPUMEHEHUs B xoze ux JIeATEIbHOCTH U IIOATOTOBKHU OTBETA.
3.7. Bener mMOCTOAHHBINA y4eT, KAPTOTEKy MPOXOXKACHUS JOKYMEHTOB, KOHTPOJIHMPYET MX HCIOIHEHHE,
BBIJAET TpeOyemble CIIPaBKH 1o 3apEruCTPUPOBAHHBIM JIOKyMEHTaM.

3.8. BpimonHseT OTIPaBKy HMCIOJHEHHOW KOPPECHOHACHUMM ajapecaraM, BeAET YYeT MOIyd4aeMod H
OTIIPABISIEMON KOPPECHMOHACHIMH, CHCTEMAaTU3UPYEeT M XPaHUT JOKYMEHTHl TEKYLIEro apXHBa.
3.9. 3anmmaercs o(opmIIeHHEM TPYAOBBIX JOTOBOPOB M JHMYHBIX JI€J, YCTPAMBAIOMIMXCS HAa padoTy
COTPY/IIHUKOB, o00OpabatbiBaeT W odopmisieT repefady JUYHBIX JIel COTPYJHUKOB B  apXuB.
3.10. dopmupyer JINYHbIE jena YYECHUKOB, oOyyaromuxcs B LIKOJIE.
3.1L OcymecTisier yuer oOyyaromuxcs JILTOTHBIX KaTeropui.
3.12. Bener KHUTH MPUKA30B, NIeUaTaeT MPUKa3bl 10 OCHOBHOH JICSATENLHOCTH, UHBIE TIPUKA3bl. 3HAKOMHUT



COTPYIHHUKOB LIKOJIBI c NprKa3aMu o1 MOJITHNCh B JICHb ux W3aHus.
3.13. CoryiacHO pacHopsDKEHUSAM JTUPEKTOPA IIKOJIBI [edaTtacT u oQopMiIIeT TpeOyeMy o JOKYMEHTALIHIO
JUTST BEJCHUS Y4eOHO-BOCIIMTATENbHON JEATENHHOCTH B IIKOJIE, BBIMIOJHEHUS TOIOBOTO IUIaHA.
3.14. BeimonnsieT paboTy MO CO3JIaHHIO CIIPaBOYHOTO ammapara 1o J0KyMeHTaM, o0ecrieunBaeT yJ00HbIH
u OBICTPBIT ux TTOUCK.
3.15. 3aammaeTcs cOOpoM HEOOXOMUMBIX MaTEPHAJIOB ISl TTIOATOTOBKH COBEIaHUH PabOTHUKOB IIIKOJIEI,
OTIOBEIICHHEM YYaCTHHUKOB O BpPEMEHH, MECTe, IOBECTKE [HS COBEIIAHUS W WX perucTpamuei.
3.16. SBnsercst cekperapeM aJIMHUHHUCTPATHBHOTO COBELIAHUS MPH JTUpPEKTope 0011eo0pa3oBaTeIbHOTO
YUPEKACHUSL.

3.17. B rpaHnmax cBoeld KOMIIETEHIINM Yy4YacTBYyeT B COCTaBJICHHHA TPOTPAMMBI Pa3BUTHUS
JISIIONPON3BO/ICTBA  00IIE00pa30BaTENILHOTO  YUPEXKACHUSA, BHOCHT TPEUIOKEHHA 110 BOMPOCaM

YCOBEPLICHCTBOBAHHUS JeNIOMPON3BO/ICTBA 00111€00pa30BaTeIbHOTO YUPEKICHHSL.
3.18. OOecrnieunBaeT 3alIUTy MpaB W CBOOOJ JeTel, poAuTenel (3aKOHHBIX MPEICTaBUTENECH) Mpu
00paboTke TIePCOHATLHBIX TAHHBIX (mamee - I11).

3.19. IIpu ucnonp30BaHUM SJIEKTPOHHOTO 00OPYJOBAHMS, B TOM YHCIIE KJIABHATYPHl M MBIIIH, €KESIHEBHO
JIe3H(PUIUPYET UX B COOTBETCTBUU C PEKOMEHJIAIMSIMH IPOU3BOAUTENS JHOO C HCIOJIb30BAaHUEM
pactBopoB  wim  canderok  Ha  crnuproBod  ocHoBe  (He  menee  70%  cnoupra).
3.20. Jlemompow3BOAWTENs B IIKOJE CTPOrO COONIOAAeT CBOK JODKHOCTHYIO HWHCTPYKIIHIO,
pa3paboraHHyl0 1m0 mpodcTaHAapTy, MPOXOJUT  IMEPUOJMYECKHE  METUIUHCKAE  OCMOTPBL
3.21. Crporo cobmrofaeT KOHPHUICHINATBHOCTh TEPCOHANBHBIX JaHHBIX M TpeOOBaHWS MO 3alIUTe U
6e3onacuoctu [1)] mpu nx oOpaboTke, HEOMYIIEHUE WX paclpocTpaHeHus 0e3 coriacus cyowbekra [1]]
WY HAJTUYHSI APYTOTO 3aKOHHOTO OCHOBAHMSI.

4. IIpaBa

Jenonpon3BoanTens ITKOJTBI nMeeT IOJTHOE IPaBo:
4.1. Tlpunumare ydacTHe B YIpaBIeHUH 0OIIC00pa30BaTEIbHBIM YUYPEXKICHHEM B IOPSJIKE,
YCTaHOBJICHHOM VYcrasom.

4.2. Ha pabouee MecTo, KOTOPOE COOTBETCTBYET BCEM TpPEOOBAaHUSM OXpaHbl Tpyla M IOXKapHOH
0e30macHoCTH.

4.3. Ha 3aIuTy cBoei po)eCCHOHAIILHOM YECTH u JIOCTOWHCTBA.
4.4, Ha nepenadyy JIOKyMEHTOB IS HMCIIOJIHCHUS W Ha TPEOOBAaHUE OT HCIIOJIHUTENICH IPaMOTHOIO U
MPaBUIIBHOTO ohopmITeHUSI TpeOyeMbIX JIOKYMEHTAITbHBIX MaTepHasoB.

4.5. Ha 3anpammBaHue OT aJMUHHMCTPALlMM ILIKOJIBI, IMOJYYEHHE W NpPHUMEHEHHE HH()OPMALMOHHBIX
MarcepuajioB, HOPMATUBHBIX MW IIPAaBOBbIX JOKYMCHTOB, HeO6XO}II/IMBIX JUIA  BBIIIOJIHEHHUSA CBOHUX
JIOJDKHOCTHBIX 00513aHHOCTEH.
4.6. 3HaKOMHTBCSI CO BCEMH MMEIOLIMMHUCS MaTepHajlaMy €ro JIMYHOTO JIeJIa, OT3bIBAMU O CBOEH padore,
Kajno0aMM M HMHBIMH JIOKYMEHTaMM, OTPKAIOIIMMHU OLEHKY €ro TpyJa, NPEeIOoCTaBJIsATh MO HUM
IIOSACHCHMU .

4.7. Ha mopanpHOE€ M MaTepuajbHOE MOOIIPEHHE, HA CBOEBPEMEHHYIO M B IOJHOM OObEeMe BBIIIATY
3apa0OTHON TIAThl, a TAKKE Ha 3aIIUTY COOCTBEHHBIX MHTEPECOB W MHTEPECOB COTPYIHHKOB ILKOJIBL.
4.8. OTka3aTbCsl OT BBIINOJHEHHUsI PadOT NMPH BO3HUKHOBEHHMU YIPO3bI JKU3HH U 3/10pPOBBIO BCJIEICTBHE
HapyIIeHUs TpeGoBaHMI o OXpaHe Tpyna.
4.9. ITocrostHHO TIOBBIIIATH CBOIO npoQecCHOHATBEHYIO KBaJT(PHUKAIIHIO.
4.10. Ha 3amury cBOMX HpPO(ECCHOHAIBHBIX HMHTEPECOB CAMOCTOSITENBHO M (WM 4Yepe3 3aKOHHOTO
NPEACTAaBUTENS, B TOM YHCJIE aBOKaTa), B Cilyyae JUCHUILNTMHAPHOTO WM CIIy>KeOHOTO pacclieloBaHus,
CBSI3aHHOTO C HECOOIII0JICHHEM HOPM IpodeccrHoHabHOM dTHKH. Ha Hepasriaiienue JUCIUILTHHAPHOTO
(ciy»ebHOrO0) paccieoBaHus, HCKITFOYast ciryyan MpeyCMOTPEHHBIE 3aKOHOM.
4.11. Ha Bcrymienue B mpo()coro3bl sl 3alUThl CBOMX TPYIOBBIX IPaB, CBOOO U 3aKOHHBIX MHTEPECOB.
Ha monydeHue coumanbHBIX TapaHTHH M JIBIOT, HPELYCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickoit
denepanuu.

5. OTBeTCTBEHHOCTh

5.1. 3a HeBHITIOJIHEHWE WM HAPYIICHWE MTaHHOW TOJDKHOCTHOW WHCTPYKIIUW NETOTPOU3BOIUTEIS B
mkosie, Ycrasa u IIpaBun BHYTpeHHEro TPYJOBOTO PACHOPSIKA, 3aKOHHBIX PaCIOpSUKEHUI AMPEKTOpa
HIKOJBI W JIPYTUX JIOKAJIbHO-HOPMATHBHBIX aKTOB, a TakKe 3a IPHUHATHE PELICHUH, MOBJIEKLINX



HapylleHne Y4eOHO-BOCIIMTATEIbHBIX OTHOUICHUH, JEIONPOU3BOIUTENb HECET AWCHUILIMHAPHYIO
OTBETCTBEHHOCTH B MOPSAKE, YCTAaHOBICHHOM TpymoBBeIM 3akoHOAATEbCTBOM Poccuiickoit deneparum.
5.2. 3a mpuMeHeHHe, TaKe OJHOKPATHO, CIIOCOO0B BOCIHTAHUS, BKIIOUAIOIMNX B ceOs Gu3mUeckoe U
(MITM) TICMXOJIOTUYECKOE HACHIINE HaJl IMYHOCTBIO peOeHKa, ACTONPOU3BOAUTEIb MOKET 0CBOOOKAATHCS
OT 3aHMMAaeMOM JOJDKHOCTH COIVIaCHO TPYAOBOMY 3akoHojarenbcTBy Pocculickoit ®denepauuu.
YBOJIbHEHHE 3a TAKOH IIOCTYNOK HE IPUHUMAETCSl 32 MEpy AWUCLMIIMHAPHOW OTBETCTBEHHOCTH.
5.3. Hecer auMcuumIMHAapHYIO OTBETCTBEHHOCTb 33 COXPAHHOCTb [IOKYMEHTAlMM, HAXOMAALICHCS B
KaOuHeTe JIeTIONPOU3BOIUTEIS.
5.4. [IlpuBnekaercss K AMCUUIUIMHAPHOM OTBETCTBEHHOCTH 32 pasMylallleHHME CIy)XeOHOH W
KOH(pUOCHIMAIbHOW uH(pOpMaunu, HHPOPMAMM O IEPCOHAIbHBIX JAaHHBIX COTPYIHUKOB U
oOyJaronmxcs 00111e00pa30BaTENEHOTO YUpEeKICHUS.
5.5. 3a HapyuIieHHe MpaBwJil MOKAPHOU OE30MaCHOCTH, OXPaHbl TPYa, CAHUTAPHO-TUTUEHUYECKUX HOPM H
MPaBUII ICTOTPOU3BOANUTENL MOKET TPUBJICKATHCS K aJJMUHUCTPATUBHON OTBETCTBEHHOCTH B MOPSAKE U
B CIy4asX, YCTAHOBJIICHHbIX aJMUHUCTPATUBHBIM 3aKOHOAATEIbCTBOM Poccuiickoit denepauui.
5.6. 3a mroboe BWHOBHOE TMPHUYMWHEHHE OOIIe00pa30BaTEIbHOMY YUPEXKACHHUIO WIA yYaCTHHKAM
o0pa3oBaTelbHBIX OTHOMICHWH yiepda (B TOM 4HCIE MOPalbHOr0) B CBSI3M C BBITOJHCHUEM
(HEBBIMIOJIHEHHEM) CBOUX NPSMBIX JODKHOCTHBIX OOS3aHHOCTEH AEIONPOM3BOAMTENb IIKOJIBI HECET
MaTEepHaJbHYI0 OTBETCTBEHHOCTb B MOPSAKE M B MpelesiaX, YCTAaHOBJICHHBIX TPYIAOBBIM M (WIJIN)
rpakJaHCKUM 3aKOHOaTeIbCTBOM Poccuiickoil @enepanuu.

6. BzaumooTHoweHusi. CBSI3U 110 10JZKHOCTH

Henonpoussooumens WKOTBL:
6.1. Jlenonpon3BoANTENb BBIMOJIHAET PabOTy COTJIACHO TpaduKy, COCTaBICHHOMY ¢ yueToM 40-uacoBoii
pabodeii Hemenw, ©  YTBEPKIASCHHOMY JHPEKTOPOM  OOMIEO0pa30BATENLHOTO  YUPEIKICHHS.
6.2. IlocTossHHO OOMEHMBaeTcsi WHQOpMAIHEel IO BOIMPOCaM, OTHOCAIIMUMCS K €ro KOMIIETEHITUH, C
aJIMUHUCTpaLMel, OyXxranTepueid, MelarormiecKkuMu pabOTHUKAMH M OOCTYKMBAIOIIMM IEPCOHAIOM
IIKOJIBI, c POIUTENAMU neteit (nuamu ux 3aMEHSFOIIUMH).
6.3. Ilomydaer oT mupekTopa 00IE00Pa30BATENBHOTO YUpEXKACHUS WHGOPMAIMIO HOPMATHBHO-
IIPaBOBOI'0 M OPraHU3aLMOHHOIO XapakTepa, 3HAKOMUTCS 0[] TIOANUCH C HEOOXOANMBIMU JOKYMEHTAMHU.
6.4. BoBpeMms coo0IlIaeT JAUPEKTOPY IIKOJABI M €ro 3aMEeCTUTENIIM 00 HuH(pOpMAaIUK, MpPUKa3ax,
paCIOPSDKEHUSIX 51 HMHOMN JOKYMEHTalUH, IOCTYIUBIIEN 1o AJIIEKTPOHHOM IOYTe.
6.5. Undopmupyer nupekropa (IIpU OTCYTCTBHUM — MHOE JOJDKHOCTHOE JIMLO) O (haKTe BO3ZHUKHOBEHHS
IPyNIIOBBIX WHPEKIUOHHBIX U HEMH(EKIMOHHBIX 3a00J1€eBaHUI B 001Ie00pa30BaTeIbHOW OpraHu3alty,
3aMECTUTENsl JUPEKTOpa M0 aJIMUHHCTPATHBHO-XO3SHCTBEHHOW YacTH — 00 aBapHiHBIX CHUTyalusiX B
paboTe CHUCTEM BIIEKTPOOCBEICHHSI, MEPCOHAILHOIO KOMIBIOTEPa M MHOW OPITEXHUKH, OTOIICHUS W
BOJIONIPOBOJIA.

6.6. Bo BpeMst OTCYTCTBHSI 1€IOIPOU3BOANTENS €r0 O0SI3aHHOCTH BBIIIOJHSIET COTPYAHUK, HMEIOILUI BCE
TpeOyromumecs: npodeccroHalbHble 3HAHWS, YMEHHS W HaBBIKM, Ha3HAYCHHBIH MPHKA30M JAMPEKTOpPA
IKOJIBI. JIaHHBIH COTPYAHMK MPUOOPETAeT COOTBETCTBYIOIIME MPaBa M HECET MOJIHYI0 OTBETCTBEHHOCTD
3a Ka4YeCTBEHHOE BBINOJIHEHNE BO3JIOKEHHBIX HA HErO 00SI3aHHOCTEH.

7. 3aKka09NTebHBIE MOJI0KEHHS

7.1.  O3HakoMJICHHE JEJNOMPOU3BOAMUTENS IIKOJbl C HACTOALIEH JOJDKHOCTHOM HMHCTPYKLHEH,
pa3pa0oTaHHOU ¢ ydeToM mnpodcraHaapTa, OCYIIECTBISCTCS MPHU MpueMe Ha padoTy (0 MOaIHCaHUs
TPYZOBOTO JIOTOBOPA).
7.2. OnuH 5K3eMIUIIp JODKHOCTHOM MHCTPYKIMH HAaXOAMUTCS y padoTonaTessl, BTOPOH — y COTPYAHHUKA.
7.3. ®akT O03HAKOMJICHHUS JEJONPOU3BOJUTENS] € HACTOALIEH JTOJDKHOCTHOW — MHCTPYKLHEH
MOITBEPIKIAETCA MOMMUCHIO B DK3EMIUTAPE TOKHOCTHONW MHCTPYKIMH, XpaHsmeMcsl y padoToaarens, a
TaKXe B )KypHaJle 03HAKOMJICHUS C JIOJDKHOCTHBIMUA MHCTPYKITHSIMHU.

Lonocnocmuyro uncmpyxyuio paspabomai: / /

C  OondcHocmmuoll  uMCcmpyKyueti  O3HAKOMIeH  (a),  OOun  9K3eMuaap — noayuun  (a).
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