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JIOJI2KHOCTHASI MHHCTPYKIUA [1eJI0NPOU3BOANTEIS
MYHHUIIUNIAJIBHOT0 ABTOHOMHOI'0 00111€00Pa30BaTeIbHOI0 YUPeKIeHus
MYHHMIUNAJILHOr0 o0pa3zoBanus ropoa Kpacuogap
cpeaHeii 001eo0pa3oBaTeIbHOM MIKOJIBI Ne 84
umenu I'epos Poccuiickoii @enepauun Aukosa Urops Baagumuposuya

1. O0ue mosoKeHU

1.1. Hacrosimasi JOMKHOCTHAsI MHCTPYKIIMS cOocTaBieHa Ha ocHoBe I[Ipodcranmapra:
07.002 «Crenuanuct 1O OpPraHU3AIOHHOMY W JOKYMEHTAIlMOHHOMY OOECIIeueHHUIO
VIOpaBIIEHUs OpraHu3aluei», YTBEP)KIEHHOrO TMpuKa3oM MuHuUCTEpCTBA Tpylda H
comuanpHOM 3amuThl Poccuiickoit @enepanmm Ne 333H ot 15 wmrons 2020 T; ¢ yderom
®denepanbHoro 3akona «O0 obOpa3oBanuu B Poccuiickoit ®@eneparum» ot 01.12.2012r
Ne273-®3 ¢ wusmenenusimu ot 4 asrycra 2023 roga; CII 2.4.3648-20 «CanurtapHo-
SMUAEMHOJIOTHYECKUE TPEOOBAHMSI K OpraHU3alMsIM BOCHUTAHUS U OOY4YEHMs], OT/IbIXa U
O3JI0POBJIEHUS JIe€Te W MoJofexm»; cormacHo Tpynosomy Kopekcy Poccuiickoit
®enepaliii 1 UHBIM HOPMATUBHBIMU aKTaMH, PETJIAMEHTUPYIOIIUM TPYJOBbIE OTHOILICHUS
MeXay paOOTHUKOM M paboToAATENEM.

1.2. Hacrosimast MHCTpYKIUSI yCTaHABIMBAET (DYHKUMOHAIbHbIE 00S3aHHOCTH, MpaBa
U OTBETCTBEHHOCTb COTPYAHMKA, 3aHHUMAIOIIEro B 0OIIe00pa30BaTENbHON OpraHU3aliu
JOJKHOCTD J€JIONPOU3BOIUTENS.
1.3. Ha 10MKHOCTB 1€TONPOU3BOIUTEINS MOKET Ha3HAYAThCS JUIO:

. uMerolee  cpeirHee  MpogecCHOHambHOE — OOpa3oBaHHWE,  MpOINIEAIIee
MPOrpaMMBbl TIOJITOTOBKH KBATHU(UITUPOBAHHBIX PA00OUYUX, CIYKAIIHX;
. COOTBETCTBYIOIIICE TpeOOBaHUM, KacaroumuMcest MIPOXOKICHUS

MpeaBapuTeNbHOro (MpU TOCTYIUIGHHH Ha paboTy) M MNEePUOJUYECKUX METUIUHCKUX
OCMOTpOB, BHEOUYEPETHBIX MEAMIMHCKAX OCMOTPOB IO HAIpaBJIEHUIO paboTomaTens,
npodeccruoHanbHONW THTUEHUYECKOW MOJATOTOBKH U aTTecTaluu (Mpu npueMe Ha paboTy u
naiee He pexke | pa3a B 2 roja), BakUMHALMU, a TAaK)Ke UMEIOIIee JTUUYHYIO0 MEAUIIMHCKYIO
KHIKKY C pe3ylbTaTaMH MEIUIIMHCKHX O00CIIeZOBaHUN M 71a00paTOPHBIX HCCIEIOBAHUH,
CBEJICHUSMU O TPUBHMBKAaX, TIEPEHECEHHbIX HWH(PEKIHUOHHBIX 3a00JIEBaHUSIX, O
MPOXOKJIECHUH NPOo(hecCHOHAIBHON TMTMEHNYECKOM OATOTOBKH U aTTECTAllUU C JOMYCKOM
K paborTe;

. HE MMEIOIIee OTPaHUYCHUN Ha 3aHATHE TPYIOBOW NEATEIBHOCTBIO B cepe
oOpa3oBaHusi, M3JIOKEHHBIX B cTatbe 351.1 «OrpanuueHuss Ha 3aHATHE TPYIOBOM
JesITeIbHOCTRI0 B cepe 0Opa3oBaHMs, BOCHUTAHUS, PA3BUTUS HECOBEPLICHHOJIETHUX,
OpPTraHW3allMy WX OTABbIXa M O3JO0POBJICHUS, MEAMIMHCKOTO O0OECredeHus, COLUATbHON
3alIUTHl U COLMAIBHOTO 00CTYXHBaHUs, B cpepe TEeTCKO-IOHOIIECKOTO CIOPTa, KYJIbTYPhI



U HCKYCCTBA C Y4YaCTHEM HECOBEPIICHHOJIETHUX» TpynoBoro koaekca Poccuiickoi
Oenepannu.

1.4. Jlenonpou3BoAuTENl Ha3HA4YaeT U OCBOOOXIAET OT 3aHUMAEMOW TOJIKHOCTU
IUPEKTOp 00111e00pa3oBaTeNbHON OpraHu3alui B MOPSAIKE, YCTaHOBJICHHOM TpyaoBbIM
kojekcoM Poccuiickoit @enepaiiuu u TpyI0BBIM JOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.

1.5. Jlenonpou3BOAUTENh OTHOCUTCS K KAaTETOPUM TEXHUUYECKUX HCIOJHHUTENICH U
HEIMOCPEICTBEHHO MOIYNHSETCS 3aMECTHUTEIIO IUpPEKTOpa o AXY
0011e00pa30BaTENILHOIO YUPEXKICHUS.

1.6. lenonpon3BOANTENs B IIKOJE MPHU BBIMOJIHEHUH JIOJDKHOCTHBIX 00s3aHHOCTEH
PYKOBOJICTBYETCS:

. Koncrurynueit Poccuiickoit denepanuu;

. [lopsinka opraHu3ali U OCYLIECTBIEHHUS OOpa30BaTEIbHOM IESATEIBHOCTH
10 OCHOBHBIM 00I11€00pa30BaTeNbHbIM IporpaMmaM - 00Opa3oBaTENbHBIM MpOrpaMMaM
HA4YaJIbHOTO  OOIIEero, OCHOBHOTO OOIIero U cpeaHero oobmero oOpa3oBaHus,
yrBepxkAcHHBIM [Ipnkazom MunucrepctBa npocsemenuss PO Nell5 ot 22 mapra 2021
rona;

. DdenepanbHBIM TOCYAAPCTBEHHBIM 00pa3oBaTeIbHBIM CTaHIAPTAMH OOIIETO
oOpa3zoBaHus;

. CII 2.4.3648-20 «CaHuUTapHO-3IUAEMHOJIOTHYECKUE TpeOOBaHUSI K
OpraHu3alusM BOCIUTAHUS U 00yUYEHUs, OTJbIXa U 03/10POBIEHUS AETEH U MOIOJAEKI;

. aMUHUCTPATUBHBIM, TPYAOBBIM M XO3SICTBEHHBIM 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuy;

. MOCTAHOBJICHUSIMU, PACIIOPSKEHUSIMHU, MPUKa3aMU U UHBIMU PYKOBOJSIIUMU
Y HOPMaTUBHBIMU JIOKYMEHTaMHU, OTHOCSILIUMUCS K BEJIEHUIO JEJI0NPOU3BOJICTBA;

. CTaHJapTaMu yHU(UIIMPOBAHHON CUCTEMBI OpraHu3alMOHHO-
pacnopsauTeIbHON T0KYMEHTAIUH;

. npaBuiIaMH opporpapuu 1 MyHKTyal1u;

. IpaBUiIaMH pabOTHl HA KOMITBIOTEPE U UHOW OPITEXHHUKE;

. MpaBWJIAMM U HOPMAaMH OXpPaHbl TpPyJAa, MPOU3BOACTBEHHOM CaHUTApUU U
MokKapHOU 0€30MacCHOCTH;

. YcraBom u IlpaBunamu BHYTPEHHEro TPYAOBOIO paclopsika, IPYyruMU
JIOKAJIbHO-TIPABOBBIMH aKTaMU 00I11€00pa30BaTEeIbHOTO YUPEKICHHUS;

. JTaHHOUW JIOJDKHOCTHOM WHCTPYKIIUEH U TPYJOBBIM JJOTOBOPOM (KOHTPAKTOM);

. KonBennueii o mpaBax peOeHka.

1.7. Jlenonpon3BoaUTENb MIKOIbI 00s3aH 3HATh CIEYIOUIEE:

. l'ocynapctBennsiit cranpapt Poccuiickor @enepanun «Jleaonpous3BoaCcTBO
Y apXUBHOE JIETION;

. HOPMAaTUBHBIE MPABOBBIE AKThl U HOPMATUBHO-METOJUYECKUE JIOKYMEHTHI,

IIOJIOXKCHUAA, WHCTPYKOMHM U  HUHBIC MaTcpuaibl U JOKYMCHTHI IIO BCACHUIO
JCJIONIPOM3BOACTBA B IIIKOJIC,

. COBPEMEHHBIC HH(POPMAITMOHHBIC TEXHOJIOTHH PadOTHI C JIOKYMEHTaMU;

. MOPSAAOK pabOTHI C JOKYMEHTAMH;

. CXEMBI IOKYMEHTO000pOTa,

. mpaBmwiia  pabOThl € BXOMSIIUMH, HUCXOJANIMMH W  BHYTPCHHUMHU
JOKyMEHTaMHU;

. MpaBWiia OpraHW3ani U (HOPMBI KOHTPOJS HCIIOJHEHUS JIOKYMEHTOB B
00111e00pa30BaTEILHOM YUPEKICHUH;

. TUTIOBBIE CPOKH MCTIOJTHEHUS JOKYMEHTOB,

. MPUHLMIBI PA0OTHI CO CPOKOBOM KapTOTEKOI;



° Ha3HA4YCHUE M TCXHOJOI'M TEKYLICTO M IPEAYIIPECAUTCIBHOTO KOHTPOJI,

. MpaBUJIa COCTABJIEHUS AHAJIMTHYECKHX CIPABOK MO OpraHu3anuu paboThl €
JOKYMEHTaMU U KOHTPOJIIO UCIIOJIHEHUS T0KYMEHTOB,;

. npaBuia JOKYMEHTAllMOHHOT'O obecrnieueHus JeSITeIbHOCTU
0011e00pa30BaTENILHOIO YUPEXKICHNUS;

. BU/JIbI TOKYMEHTOB, UX Ha3HAUYCHHE;

. TpeOOBaHMs, MpeAbsBIseMble K JOKYMEHTaM B COOTBETCTBUU C
HOPMAaTHBHBIMHU aKTaAMH U TOCYJapCTBEHHBIMU CTaHIAPTaMHU,

. IpaBWJia COCTaBJIeHUs U OQOopMIEHUS HHPOPMALMOHHO-CIIPABOYHBIX,
OpPraHU3aLMOHHBIX, YIIPABIEHYECKUX JOKYMEHTOB,;

. IpaBuja CO3JaHUS U BeACHUA 0a3 JaHHBIX CIYKEOHBIX JOKYMEHTOB B
0o0pa3oBaTebHOM OpraHu3allNiy,

. CUCTEMBI AEKTPOHHOTO I0OKYMEHTO000pOTA;

. IIPaBUJIa U CPOKU OTIIPABKU UCXOJSAIIUX JOKYMEHTOB;

. TpeOOBaHUs OXpaHbl TPyJa U MOKAPHON O€30MaCHOCTH Ha paboyeM MEcCTE;

. METOJIMYECKHUE PEKOMEHJALMU IO BBHINOJIHEHHUIO pabOThI C TOKYMEHTaMH B
00111€00pa30BaTENbHBIX YUPEKICHUSX;

. MOPSAZO0K KOHTPOJIS IPOXOXKICHUS CITY>KEOHON JTOKYMEHTAllui U MaTepUasoB;

. CTPYKTYpY 0011e00pa30BaTENbHOIO YUPEKACHUS U COCTaB COTPYIHUKOB;

. BUJIbI HOMEHKJIATyp, oOlue TpeOOBaHHMS K HOMEHKIATYpE, METOJMKA €€
COCTaBJICHUS U O()OPMIICHHUS;

. nopAIoK ¢GopMupoBaHusi U odopmieHust jaei, cneuruduka GopMUpPOBaAHUS
OT/CJBHBIX KaTErOpUM JIETT;

. IpaBuja XpaHEHHUs JIe, B TOM YHCJIE C JOKYMEHTaMU OTPaHUYCHHOI'O
J0CTYTa;

. MpaBUJIa BbIJAUYM U UCIIOJIb30BAHUS IOKYMEHTOB U3 CPOPMUPOBAHHBIX JIET;

. KPUTEPHUH pa3JIeleHHs JOKYMEHTOB Ha IPYIIbI B COOTBETCTBUU C IEHHOCTHIO
uH(pOpMaIMH, COJEPKAIICHCS B HUX;

. MOPAJIOK CO3/IaHUsl, OPTaHU3AlMH U JOKYMEHTUPOBAHUS paObOThl HKCIIEPTHON
KOMUCCHUH,;

. IpaBUia COCTABIEHHUS M YTBEPXKIEHHUS IPOTOKOJA pabOThl IKCHEPTHOU
KOMUCCHH,;

. MpaBUJIa COCTABJICHUS U YTBEP)KJIEHUS aKTa O BbIJCJIEHUU JIOKYMEHTOB, HE
MOJJIKAIUX XPAHEHHIO;

. MpaBHJIa TEXHUUECKOH 00pabOTKM U MOTHOTO 0(OPMIICHHUS JeNT TOCTOSTHHOTO
Y BPEMEHHOT'0 CPOKOB XpaHEeHHUS,

. MpaBUJIa COCTABJICHUSA OMHMCH [ TMOCTOSHHOTO M BPEMEHHOTO CpPOKOB
XpaHEHHsI B COOTBETCTBHUH C ACHCTBYIOIIMMU HOPMATUBHO-METOAMYECKUMHU TOKYMEHTAMU;
. MpaBuJiIa IEpeIayy JIeNI B apXUB 00I11€00pa30BaTENILHOTO YUPESKIACHHS,

. MpaBWiia HCMOJb30BaHUs TenedoHa, ¢akca, KCcepokca, MPUHTEpPa, CKaHepa,
KOMIIBIOTEPA,

. npaBuiia pabOTHI ¢ TEKCTOBBIMU PEAAKTOPAMH U JIEKTPOHHBIMH TaOJIHIIaMHU,
0a30i1 TaHHBIX, YJIEKTPOHHON MTOUYTOM, UHTEPHET Opay3epaMu;

. TEXHOJOTHIO CO3JaHusl, O0OpabOTKH, MepeAauyd U XPaHEHHs Pa3IUYHBIX
JOKYMEHTOB;

. IpaBUJIa J€JIOBOM NEPENHCKH, COCTABIEHUS W HAOOpa JEJNOBBIX IUCEM C

IMPUMCHCHUECM THUIIOBBLIX O6p&3HOB;
° ACJIOMIPOU3BOACTBO U €T0 BCACHUC,



. TpeOOBaHUSI 1O COXPAHHOCTH  CIYy)XeOHOW  uHpOpMAaIMU,  3aIUTe
MEPCOHANBHBIX JaHHBIX;

. OCHOBBI 3TUKH U 3CTETUKH;

. IpaBuia JeJI0BOro OOICHMS;

. MOPAJIOK OKa3aHUs MEPBOil T0BpaueOHOM MOMOIIIN;

. MOPSIAOK JEHCTBUM IIpU MOXKape WM WHOW 4YpE3BBIYAHOM CHTYyallUH,
IBaKyaluu.

1.8. Jlenonpon3BOANTENb MIKOJIbI IOJKEH YMETh:

. paboTaTh CO BCEM COBOKYNHOCTBbIO MH(OPMAaLMOHHO-TOKYMEHTAIIMOHHBIX
pecypcoB 00111€00pa30BaTEILHOTO YUPEKICHUS:

. II0JIb30BATHCS CIIPAaBOYHO-IIPABOBBIMU CUCTEMAMU;

. IIOJIB30BAaThCSl ABTOMATH3MPOBAaHHBIMU CHCTEMAaMHU y4eTa, PETUCTpalH,

KOHTPOJISI U HUH(POPMAIIMOHHO-CIIPABOYHBIMU CHUCTEMaMH TMpU padboTe ¢ JOKyMEHTaMU
LIKOJIBI;

. MIPUMEHSTh COBPEMCHHBIC UH(OPMAIMOHHO-KOMMYHHUKAITHOHHBIE
TEXHOJIOTUH JIJIs1 paOOTHI C IOKYMEHTaMH, B TOM YHUCIIE JJIs1 €€ ONTHMH3AIHH U TIOBBIIICHUS
s pexTuBHOCTH,

. OpraHHM30BBIBaTH pabOTy MO y4eTy, XpaHeHHIO © T[epegavye B
COOTBETCTBYIOIIIEE CTPYKTYpHOE MOJIpa3ieJICHIe JTOKYMEHTOB TEKYIIETro
JeTOTIPOU3BO/ICTBA;

. UCIIOJIb30BaTh ~ HOMEHKIATYypy  Jel  TpH  HU3YyYEHUU  CTPYKTYpHI
00111e00pa30BaTEIBLHOTO YUPEKIACHUS, COCTABIICHUN OTMMUCEH JeT;

. OpPTraHW30BBIBaTh paboTy MO (OPMHPOBAHHIO JE€T B COOTBETCTBUU C
YTBEPKICHHOU HOMEHKJIATYPOU JIeJI IKOJIBI;

. MPABWJIHHO U CBOEBPEMEHHO (POPMHUPOBATH JIOKYMEHTHI B Jella C YUYETOM UX
crienupuky;

. CHCTEMaTU3UPOBATh IOKYMEHTHI BHYTPH JIeTIa;

. o0ecreynBaTh COXPAHHOCTh U 3alIUTy JTOKYMEHTOB 00IIe00pa30BaTeIbHOTO
YUPEKICHHUS;

. MOJTb30BAThCSl TEPEYHSIMH JOKYMEHTOB M aHAJIM3HPOBATH (HPaKTUIECKOE
coJiepKaHUe UMEIOIIUXCS B JIeJIe JOKYMEHTOB IIPH ONPEeIEHUN CPOKOB UX XPaHEHUS;

. opopMIIATH OOJIOKKHU 11 TTOCTOSTHHOTO M BPEMEHHOT'O CPOKOB XpPaHEHHS B
COOTBETCTBUU C TPEOOBAaHUSAMH rOCY/IapCTBEHHBIX CTAH/IAPTOB,;

. MPOU3BOIUTH CTPYKTYPHYIO CUCTEMAaTH3AINIO JeT;

. OCYIIECTBIIATh TEXHHYECKYI0 O00pabOTKy U TmoyiHOe oOdopmieHHe aen
MOCTOSTHHOTO ¥ BpPEMEHHOT'O CPOKOB XPaHEHUS;

. COCTaBJIATh OMHUCH JIeJT TIOCTOSTHHOTO M BPEMEHHOTO CpPOKOB XpaHCHHS B

COOTBETCTBHUH C JICUCTBYIOIIMMHA HOPMATUBHO-METOANYECKUMH TOKYMEHTAMMU.

1.9. CorpynHHUK JOJKEH O3HAKOMHUTHCS C JIAHHOW JOJKHOCTHOW WHCTPYKIIMEH,
WHCTPYKIIUEH 10 OXpaHe Tpylda i JeJONpPOM3BOAMTENS, 3HAaThb U COOJI0IATh
YCTaHOBJICHHBIC TIpaBUjia W TPeOOBaHHS OXpaHbl TpPyAa W TOXKApHOU OE30MaCHOCTH,
MpaBWJIa TUYHON TUTUEHBI U TUTUEHBI TPy1a B 0011e00pa3oBaTeIbHOM OpraHu3aIlni.

1.10. [lenompou3BoAUTENb MOJDKEH MPONUTH OOydeHHE M MMETh HABBIKM OKa3aHMS
MEepBOM MOMOIIY MOCTPaAABIINM, 3HATh MOPSAOK JCUCTBUIA NMPU BO3HMKHOBEHUHU MOXKapa
WJIM MHOW YPE3BBIYaiHOM CUTYaAIlMU U HBAKyalllH B 0011e00pa30BaTEeIbHON OpraHU3allHH.



2. TpynoBblie GyHKIMHU
K ocHOBHBIM (hYHKITASIM ACITOIPOU3BOJIUTEIISI OTHOCSITCS:
2.1. JlokyMeHTallMOHHOE oOOecreueHne MAesATEILHOCTH O00Ie00pa3oBaTEILHOTO
YAPEIKICHUS
2.1.1. Opranuzanus padoThl C JOKYMEHTaAMHU.
2.1.2. Opranu3anus TEKyIEro XpaHeHus JOKyMEHTOB.
2.1.3. Opranuzaius 00pabOTKH J1eJ IS MOCIEAYIOIIETO XPaHCHHUS.

3. JlozKHOCTHDBIE 00SI3aHHOCTH
Henonpouszsooumens 6 wikone ocywecmesisiem binoJHeHue 0013aHHOCMElL:
3.1. B pamkax TpyaoBo¥ (hVHKIIMHA OPraHU3aMU PA0OTHI C IOKYMEHTAMU:

. MIpUEM | IIepBUYHAs 00paboTKa BXOIAMIUX TOKYMEHTOB;

. MPEIBAPUTEIFHOEC  PACCMOTPEHHUE W COPTUPOBKA JOKYMEHTOB  Ha
pETUCTPUpPYEMBIE U HEPETUCTPUPYEMBIE;

. MOJAITOTOBKA BXOSIINX JOKYMEHTOB JIJISI PACCMOTPECHHS TUPEKTOPOM IITKOJTHI,

. perucTparys BXOAIIIX JOKYMEHTOB;

. OpraHu3aIus JOCTaBKH JIOKYMEHTOB HCIIOTHUTEIISIM;

. BeJieHue 0a3bl JaHHBIX JOKYMEHTOB 00IIe00pa30BaTEIbHOTO YUPEKIACHHUS;

. BeJleHuEe NHPOPMALIMOHHO-CIIPAaBOYHOM pabOThI;

. 00paboTKa U OTHpaBKa UCXOASAIINX TOKYMEHTOB;

. opranmzaiusi padoThl MO PETUCTpAIMH, Y4YeTy, XpaHCHHIO U Tepeaadye B
COOTBETCTBYIOIITUE CTPYKTYpPHBIE TIOIpa3/ICIICHUS JTIOKyMEHTOB TEKYIIETO
JICIIONIPOU3BO/ICTBA;

. KOHTPOJIb UCTIOJTHEHHS JIOKYMEHTOB B 00I1€00pa30BaTEIIbHOM YUPEKICHUU.

3.2. B paMmkax Tpya0BOH (PYHKIIMH OpraHU3aliH TEKVIIEr0 XpAHEHU JOKYMEHTOB:

. pa3paboTKa HOMEHKJIATYPHI JIe] 00111e00pa30BaTEILHOTO YUPEIKICHNUS,

. MPOBEpKa TMPAaBUIBHOCTH O(GOPMIICHHS JTOKYMEHTOB M OTMETKH 00 HX
WCIIOJIHEHUU Tiepe]l uX GOpMUPOBAHUEM B JIENIO JJIS MOCIEYIONIETO XPaHSHMS;

. dbopMyHpoBaHUE 3aTOJIOBKOB JICIT U ONPEACIICHUE CPOKOB UX XPAHCHUS;

. dhopmMupoBaHUE 1€

. KOHTPOJIb TMPABWJIBHOTO M CBOCBPEMEHHOI'O PACIpENeNCHUS U TOIIIUBKU

JIOKYMEHTOB B JIejIa.
3.3. B  pamMkax TpyaoBoil (QVHKIMH oOpraHu3aimui  o0pabOTKH Jell  JUIs
MOCJIEAYIONIETO XPAHEHMUS:
. MPOBEpPKAa CPOKOB XPAHEHHS JOKYMEHTOB, COCTaBIIEHUE MPOTOKOJA PabOTHI
AKCIIEPTHOW KOMHCCHH TI0 TIOJIFOTOBKE JIOKYMEHTOB K XPAaHCHHIO, aKTa O BBIJCICHHH K
YHHUYTOXXCHHIO JIOKYMEHTOB, HE MOIICKAIINX XPAHEHUIO;

. COCTaBJICHWE BHYTPEHHEW OMHCH Jed JUisi 0co00 IICHHBIX JIOKYMEHTOB
LIKOJIBI;

. odopMIIeHHE JIeT TOCTOSIHHOTO, I0JTOBPEMEHHOTO CPOKOB XpaHEHHUS,

. opopmiieHHe OOJOXKKH Jed TMOCTOSHHOTO, JIOJITOBPEMEHHOTO CPOKOB
XpaHEeHUS,

. COCTaBJICHUE OMUCH JI€J1 IOCTOSIHHOTO, IOJTOBPEMEHHOTO CPOKOB XPaHEHUS,

. nepeaayva Jieq B apXuB 00111e00pa30BaTEILHOTO YUPEIKICHHUS.

3.4. Opranu3oBbIBae€T BHEApPEHHE, BEJCHHE (B TOM YHCIE aBTOMAaTHU3MPOBAHHOE) U
pa3BUTHE CUCTEM JOKYMEHTALIMH, BKIIIOUYAs JIEKTPOHHbIE JJOKYMEHTHI.

3.5. Bmecre ¢ agMuHHCTpanye KOkl IOArOTaBINBAET OTYETHBIE JOKYMEHTBI IS
BBIIIECTOSIMX OpraHU3aluid, TOTOBUT CIy’K€OHBIE TMChMA, CIIPABKHU.



3.6. Bemer mpuem mocTymaromie Ha UMS JUPEKTOpa IIKOJBI KOPPECTIOHACHLINU
(9JIEKTPOHHOM TOYTHI), PETUCTPHPYET €€ M BBIMOIHICT CHUCTEMATH3AlHUIO COTJIACHO
OPUHIATOMY B 0OOIIe00pa30BaTEIbHOM YUPEKICHUH MOPSJIKY, MOCIE €€ PacCMOTPEHUS
IUPEKTOPOM TepefaeT MO HAa3HAUYEHUIO MCIOJIHUTENSM [UIsl MPUMEHEHHUS B XOJAE HX
JESITETFHOCTH MU TIOATOTOBKH OTBETA.

3.7. Be#et MOCTOSIHHBINA y4eT, KapTOTEKy MPOXOKACHHS JOKYMEHTOB, KOHTPOJIHUPYET
UX HCIIOJIHEHUE, BbIIaeT TpeOyeMble CIIPaBKHU 0 3aPETUCTPUPOBAHHBIM TIOKYMEHTaM.

3.8. BoimonHseT OTHpaBKy MCIOTHEHHON KOPPECTIOHACHIINH aJpecaraM, BelIeT y4eT
MOJTy4aeMOHt U OTIIPABIIIEMOI KOPPECTIOHICHIINHU, CHCTEMAaTH3UPYET B XPAHUT JOKYMEHTHI
TEKYIIETo apXuBa.

3.9. 3anumaercs oQOpMICHHEM TpPYIOBBIX JOTOBOPOB U JIMYHBIX [,
yCTpauBalIIUXcsi Ha paboTy COTPYAHHMKOB, o0OpabarbiBaeT u odopMIsIeT mepenavdy
JMYHBIX JI€] COTPYIHUKOB B apXHB.

3.10. ®opmupyeT TUUYHBIE AeiIa YICHUKOB, 00yYarOIIUXCsl B IITIKOJIE.

3.11. OcymiecTBisieT y4eT 00y4JarommuXcsl IbIOTHBIX KATETOPHIA.

3.12. Bener KHUTY MPUKA30B, II€YATACT MPUKA3BI IO OCHOBHOMW JEATEITHHOCTH, MHBIE
MPHUKa3bl. 3HAKOMUT COTPYIHUKOB IIKOJIbI C TPUKA3aMHU IO/ MIOANKCH B IEHb WX U3IaHHUSL.

3.13. CormacHo pacHopsDKEHUSIM JUPEKTOpa IIKOJIbI IeyaTaeT U oQopmisieT
TpeOyeMyr0 JOKYMEHTAIMIO MJIs BEIEHHUS Y4eOHO-BOCIIUTATEIBHON MIESITEThHOCTH B
IIKOJI€, BBITIOJTHEHUS TOJ0BOTO TIaHA.

3.14. BeimonHser paboTy MO CO3MaHUIO CIPABOYHOTO amrmapaTa MO JOKYMEHTaM,
oOecreunBaeT yJ0OHBII 1 ObICTPBIN UX TTOUCK.

3.15. 3aanmaercs cOOPOM HEOOXOIMMBIX MATEPHUATIOB JJISl MOJTOTOBKH COBEIIAHUI
pabOTHUKOB WIKOJIBI, ONOBEIICHWEM YYaCTHUKOB O BpPEMEHH, MECTE, IOBECTKE JIHS
COBEIIAHMS U UX PETUCTPAIHEH.

3.16. SBnsercs cexkperapeM aIMHHHCTPATUBHOTO COBEHIAHHUSA TPH JUPEKTOPE
0011e00pa30BaTEILHOIO YUPEXKICHUS.

3.17. B rpanunax cBoedl KOMIIETEHIIMH Yy4YacTBYeT B COCTaBJICHHH IPOTPAMMBI
Pa3BUTHS JEIOMPOU3BOJICTBA 00IIIE00Pa30BATEIHHOTO YUPEKICHHSI, BHOCUT MPEIIOKCHHS
MO0  BOMpOCAaM  YCOBEPIICHCTBOBAHHUS  JEJIOMPOM3BOJICTBA  00IIe00pa3oBaTeIbHOTO
YUPEKICHHUS.

3.18. OOecrieunBaer 3ammry TmpaB U cBOOOA JAeTei, poauTenel (3aKOHHBIX
npenacraButeneil) npu oopaboTke nepcoHanbHbIX AaHHbIX (Hanee — [1]1).

3.19. [Ipu ucnonb30BaHUU JIEKTPOHHOTO 000PYJOBaHUS, B TOM UMCJIE KIaBUATYphl U
MBIIIH, ©XKETHEBHO JAE3MH(QHUIUPYET HX B COOTBETCTBHM C PEKOMEHIAIUSIMHU
MIPOU3BOAMUTEINS JTHOO C MCIIOJIb30BAHUEM PACTBOPOB MM Cal()E€TOK HA CIIUPTOBON OCHOBE
(ue menee 70% cnupTa).

3.20. Jlemonpou3BOIUTENh B IIKOJE CTPOTO COONIOAAET CBOK JIOJDKHOCTHYIO
MHCTPYKIIHIO, TPOXOJUT MEPHOANUECKUE METUITUHCKUE OCMOTPHI.

3.21. Ctporo cobOmogaeT KOH(QUICHIMAIBHOCTh TMEPCOHAIBHBIX JaHHBIX U
TpeOoBaHMs To 3ammTe U Oe3omacHoctu [IJ[ mpm mx o0paboTke, HENOMyIIEHUE HX
pactpocTtpanenusi 6e3 cormacus cyobekra [IJl wnm Hamuuus Jpyroro 3aKOHHOTO
OCHOBaHWSI.

4. IlpaBa
Jlenonpon3BoIMTENb KOl KMEET NOJIHOE MPAaBO:
4.1. IlpyauMate yyacTHe B yNpaBI€HHU OOLIE00pa30BaTENIbHBIM YUPEKICHUEM B
MOPSIAKE, YCTAHOBJIEHHOM Y CTaBOM.




4.2. Ha pabouee MecTO, KOTOPOE COOTBETCTBYET BCeM TPeOOBAaHUSM OXpaHBI TPyAa
Y TIOKapHOU 0€30MaCHOCTH.

4.3. Ha 3ammuty cBoeil mpodeCcCHOHANBbHOM YeCTH U TOCTOMHCTBA.

4.4. Ha nepenayy TOKyMEHTOB JJIsl HCIIOJIHEHUS M HA TPEOOBAaHKE OT UCIIOJIHUTENEH
IPaMOTHOTO U MPaBUJILHOTO 0(OpMIIEHUS TPEOYEMBIX TOKYMEHTAIbHBIX MaTEPUAJIOB.

4.5. Ha 3anpamuBaHue OT agMUHUCTPALMHA IIKOJIBI, IOJIYYEHHE M IIPUMEHEHHE
UHGOPMALIMOHHBIX MaTepUajIoB, HOPMATUBHBIX U MPABOBBIX JOKYMEHTOB, HEOOXOAMMBIX
JUTSL BBITIOJTHEHHUS CBOUX JOJDKHOCTHBIX 00SI3aHHOCTEH.

4.6. 3HAKOMHUTBCS CO BCEMH HMCIOIIMMHUCS MaTepHallaMd €ro JMYHOTO Jeja,
OT3BIBAMH O CBOEH paboTe, »anobaMu M UHBIMU JIOKYMEHTaMH, OTPAKAIOIIUMHU OILIEHKY
€ro TpyAa, MPeI0CTaBIATh IO HUM MOSICHEHUS.

4.7. Ha MopasibHOE ¥ MaTEpPHAIIBHOE MTOOIIPEHNE, HA CBOEBPEMEHHYIO U B II0JTHOM
oOBbeMe BBIIIATY 3apab0THOM IUIATHI, a TAKXKE HA 3aIUTY COOCTBEHHBIX HHTEPECOB U
WHTEPECOB COTPYAHUKOB IIKOJIBI.

4.8. OtTkazaTbcs OT BBHIMONHEHUS PabOT MpPU BO3HUKHOBEHHWH YTPO3BI JKU3HU W
3I0pPOBBIO BCIIEJICTBUE HApYLIEHUs TpeOOBaHUI MO OXpaHe Tpy/aa.

4.9. ITocTOosTHHO MOBBIMIATH CBOKO MPO(EeCCHOHANBHYIO KBATH(PHUKAITHIO.

4.10. Ha 3ammry cBoux mpod)eCCHOHAIBHBIX HMHTEPECOB CAMOCTOSTENBHO U (WM
Yyepe3 3aKOHHOTO NPEICTAaBUTENS, B TOM YMCIE aJBOKaTa), B Clydae JUCLUUILTTMHAPHOIO
WIM  CIYy)KEOHOr0  paccieloBaHus,  CBA3aHHOIO €  HECOOJIOJEHHUEM  HOPM
npodeccuonanbHol 3THKU. Ha HepasriameHwe JUCIUIUIMHAPHOTO  (CIIYXKeOHOTOo)
pacciie1oBaHus, UCKII0Yast cllydyau, IpelyCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcTymieHue B npo¢)coro3bl AJIs 3alUThl CBOMX TPYJIOBBIX IpaB, CBOOO U
3aKOHHBIX MHTepecoB. Ha monyueHue conuanbHbIX TapaHTUN U JbIOT, IPEAYCMOTPEHHBIX
3akoHoJaTesbcTBOM Poccuiickon denepanmu.

5. OTBEeTCTBEHHOCTh

5.1. 3a HEBbINOJIHEHUWE WJIM HApYyIICHHE [aHHOW JOJKHOCTHON MHCTPYKIIMU
NENONPOU3BOANTENS B HIKOiE, YcTaBa U IIpaBui BHYTpEHHEro TpPyJIOBOTO paclopsaka,
3aKOHHBIX PACHOPSIKEHUN TUPEKTOpPA IIKOIBI U APYTUX JOKAJbHO-HOPMATUBHBIX aKTOB, a
TaKkKe 3a TNPUHATHE PEIICHUH, TOBIEKIIUX HapyIIeHHE Y4eOHO-BOCIUTATEIbHBIX
OTHOIIIEHUH, JIEIONPOU3BOAUTEND HECET AUCLMIUIMHAPHYIO OTBETCTBEHHOCTH B IOPSIKE,
yCTaHOBJIEHHOM TpyaoBbIM 3akoHOAATENLCTBOM Poccuiickoit deaepanuu.

5.2. 3a mpuMeHeHue, Naxke OJHOKPATHO, CIIOCOOOB BOCTIHMTAHUS, BKIIOUYAOIINX B
cebst ¢usmueckoe u (WJIM) TICUXOJOTUYECKOE HACWIME HaJA JIHYHOCTHIO peOCHKa,
JIEJIONPOU3BOJIUTENL MOKET OCBOOOXKAATHCS OT 3aHMMAeMOW JIOJDKHOCTH COTJIACHO
TPYAOBOMY 3aKOHOAATenbCTBY Poccuiickon denepannu. YBOJbHEHHUE 3a TaKOM MOCTYIOK
HE PUHUMAETCS 3a MEPY JUCUUILUIMHAPHON OTBETCTBEHHOCTH.

5.3. Hecer AuCUUIIIMHAPHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTHh JIOKYMEHTAIlUH,
HaxoJsuieiicss B KaOMHETe J1eJI0NPOU3BOAUTEIIS.

5.4. IlpuBnekaercss K JIUCIUIUIMHAPHOW OTBETCTBEHHOCTH 3a pa3rjallCHHE
CIIy’)kKeOHON M KOH(HIEHIINATbHOW WH(pOpMAIUH, HHOOPMAIIUN O NEPCOHATBHBIX JTaHHBIX
COTPYJIHUKOB U 00yYaronuxcs 0011e00pa3oBaTeIbHOTO YUPEKACHHUS.

5.5. 3a HapyuieHre npaBusl MOKapHOW O€30MaCHOCTH, OXpaHbl TPyAd, CAHUTAPHO-
TUTUEHUYECKUX HOPM U MPaBWI  JACJIONPOU3BOJIUTENb MOXKET IPUBICKATHCS K
aIMUHUCTPATUBHOM OTBETCTBEHHOCTM B TMIOPAJKE W B CIy4yasX, YCTAHOBJICHHBIX
aIMUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Poccuiickoit denepauu.

5.6. 3a mo60e BHHOBHOE NMPUYMHEHHE O00IIE00pa30BaATEIHHOMY YUPEKACHUIO WIIN
y4acTHUKAM 00pa30BaTelbHBIX OTHOIIEHUH yiiepOa (B TOM YKCIie MOPAILHOIO) B CBA3U C



BBITIOJTHEHHWEM  (HEBBIMIOJITHEHHEM) CBOMX TMPSMBIX  JOJDKHOCTHBIX — 0Osi3aHHOCTEH
JEJTONPOU3BOIUTEND IIKOJIBI HECET MATEPUAIbHYIO OTBETCTBEHHOCTh B TOPSAKE U B
npejaenax, yCTAaHOBJICHHBIX TPYAOBBIM M (MJIH) TPAKIAHCKUM 3aKOHOAATCIHCTBOM
Poccuiickoit @enepanum.

6. B3aumooTHomeHus1. CBSI34 MO 0J2KHOCTH

Jenonpon3BoanTeNb MIKOJIBIL:

6.1. Jlenonpou3BOaUTENb BBIIOJIHSAET pabOTy COrjJacHO IrpaduKy, COCTaBIEHHOMY C
yuetoM  40-yacoBoil  paOoueil  Hedenw, U  YTBEPXKJICHHOMY  JTUPEKTOPOM
00111e00pa30BaTENILHOTO YUPEKICHUS.

6.2. IlocrossHHO OOMeHMBaeTCsl MH(MOPMAIME Mo BOMpoOcaM, OTHOCALIUMCS K €ro
KOMIIETCHIIUU, C aJMUHUCTpalued, Oyxrajtepuen, MeaarorniecKuMu pabOOTHUKAMHU U
00CITYy>KMBAIOIINM TIEPCOHAIIOM IIKOJIbI, C POJUTEISIMH IeTeH (JTUIAMU UX 3aMEHSIOIIUMH).

6.3. Tlonyuaet or aupekTopa 001Ie00pa30BaTEIBHOTO YUPEKIACHUS WH(GOPMAIIUIO
HOPMaTHUBHO-TIPABOBOTO M OPTraHU3allMOHHOTO XapakTepa, 3HAKOMMTCS IOJ[ PACIHCKYy C
HEOOXOIUMBIMU JJOKYMEHTAMH.

6.4. BoBpemMs cooOmiaeT IUPEKTOpPY MIKOJIBI U €ro 3aMecTUTENsIM 00 WH(pOpMaIINH,
MPUKA3aX, paCOPSKEHUAX U MHOM JOKYMEHTAllMU, TOCTYNHBIIEH 0 3JIEKTPOHHOH MOYTe.

6.5. Uadpopmupyer aupekropa (MpH OTCYTCTBUH — WMHOE JOJDKHOCTHOE JIMIIO0) O
(hakTe BO3HMKHOBEHUS TPYMIOBBIX WH(PEKIIMOHHBIX U HEUMH(PEKIIMOHHBIX 3a007eBaHUM B
0011e00pa3oBaTeNIbHOM OpraHU3aINK, 3aMECTHTENS JAUPEKTOopa MO0 aIMUHHUCTPATHUBHO -
XO03MCTBEHHOMN YacTh — 00 aBapHUITHBIX CUTyallUsIX B pabOTE CUCTEM DJIEKTPOOCBEIICHHUS,
MEePCOHAIIBHOTO KOMITBIOTEPA M MHOM OPTTEXHUKH, OTOILICHHUS U BOJIOMIPOBO/IA.

6.6. Bo BpeMsi OTCYTCTBUS JAENOMPOU3BOIUTENS €ro OOS3aHHOCTH BBITIOJHSET
COTPYIHUK, UMEIOIINI Bce Tpedyromuecs npodecCuoHaNbHbIC 3HAHNUS, YMEHUS M HABBIKH,
Ha3HAYCHHBIM TPUKA30M JUPEKTOpa IIKOJbL. JIaHHBIH COTPYOHUK TmpuobOperaet
COOTBETCTBYIOUIME TMpaBa W HECET IMOJHYI0 OTBETCTBEHHOCTh 3a KayeCTBEHHOE
BBITIOJTHEHUE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEM.

7. 3aKkII0YUTeIbHBIE TT0JI0KCHUS

7.1.  O3HakOMIICHHE  JIETIONPOU3BOAMUTENSI C  HACTOSALIEH  MHCTPYKIUEH,
OCYILIECTBIISIETCS IPU ITpHeMe Ha paboTy (10 MOAMMUCAaHUS TPYIOBOTO JOTOBOPA).

7.2. OnuH 3K3eMIUIAp AOKHOCTHOM HMHCTPYKIMM HAXOAUTCA Yy paboropaTens,
BTOPOU — y COTPYIHHKA.

7.3. @aKT O3HAKOMIICHHS [ICJOMPOU3BOAMUTENSI C HACTOSLIEH JIOJDKHOCTHOM
WHCTPYKLUMEW NOATBEPXKAAETCS MNOANMCHIO B JK3EMIUIIPE JODKHOCTHOM HWHCTPYKLUU,
XpaHsleMcsi y paborodarens, a Takke B JKypHalle O3HAKOMIJIGHHS C JOJKHOCTHBIMHU
MHCTPYKLUHUSMU.

C donorchocmHoU uHCmMpyKyuel 03HaKoOMIeH (a), 00UH IK3eMNAAp NoLyYul (a)
01.09.2023 t.
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