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1. O01Me mMoJIoKEeHUu s

1.1. JlaHHas donorcHocmuas uncmpykyusi 0elonpouzeooumensi 6 wikoje COCTaBIeHa Ha
ocHoBe [IpodcTranmapra 07.002 «Chneumajucr mo OPraHU3alMOHHOMY H
JOKYMEHTAIMOHHOMY O0ecleYeHUI0 YNpPaBJIeHUs] OPpraHu3anueindy, yTBEPKIESHHOTO
npukazoM MHUHUCTEPCTBA TPYAA U coManbHOM 3auThl Poccuiickoit @enepanmu Ne 2761
or 6 mas 2015r, ¢ yuerom @enepanbHoro 3akoHa Ne273-03 ot 01.12.2012r «O0
obpazoBannu B Poccmiickoir denepanmm» B pemakmuu oT 2 urons 2021 roma, CII
2.4.3648-20 «CaHMTapHO-IIHIEMHUONIOTHYECKHE TpeOOBaHUs K  OpraHU3aIUsIM
BOCIIUTAHUS W OOYyYEHMS, OTIbIXa U O3/I0POBJEHUS JETEH M MOJIOAEKHW», COTJIACHO
Tpynosomy Kopekcy Poccuiickoii ®Penepanuu ¥ HWHBIM HOPMATUBHBIMU aKTaMH,
pErIaMEHTUPYIOIIUM TPYJIOBbIE OTHOLIEHUS MEXKIYy paOOTHUKOM M paboTomareseM.
1.2.  Hacrosmas donorcnocmuas — uHCMpyKyusi — 0elonpoussooumens — WKOAbl O
npogpcmandapmy yCTaHaBIMBAeT  (QYHKIMOHAJIbHBIE  OOSA3aHHOCTH, TMpaBa M|
OTBETCTBEHHOCTh COTPYJIHHKA, 3aHUMAIOIIETO B 00I€00pa30BaTEIHLHON OpraHU3AINH
JOJKHOCTD JIEJIOTTPOU3BOIUTETIS.
1.3. Ha 10/KHOCTE AeTONPOU3BOIUTENSI MOKET HA3HAYATHCS JTUIIO:

e uMeIolllee cpeaHee mnpodeccuoHanbHOe OoO0pa3oBaHuEe, MPOUIEANIee MPOrpaMMBbI

MOJATOTOBKHU KBAJIM(PUIIMPOBAHHBIX PA00UMX, CITYKAIIUX;

e COOTBETCTBYyIOLIEE TPEeOOBAHMUAM, KaCAIOIIUMCS MPOXOXKIECHUS NPEIBAPUTEIBLHOIO
(mpu moCTymjieHUHM Ha paboTy) U NEPUOAMYECKUX MEIUIUHCKUX OCMOTpPOB,
BHEOUEPEIHBIX MEIUIIMHCKMX OCMOTPOB IO  HampaBieHHIO paloTomarens,
0053aTEILHOTO TICUXUATPUUECKOTO OCBHUACTEILCTBOBAaHUA (HE pexe 1 paza B 5 ner),
npodeccuoHaIbHON FTMTMEHNYECKON MOATOTOBKY U aTTeCTalluu (IIpU MpueMe Ha paboTy
U Janee He pexke 1 paza B 2 rosga), BakIMHALMK, a TAKXE HMEIOUIEE JMUYHYIO
MEAMLMHCKYIO KHIXKKY € pe3yJIbTaTaMy MEAUIIMHCKHUX 00CIIe10BaHu 1 1a00paTOPHBIX
UCCIICJIOBAHUN, CBEICHUSMM O IPUBHMBKAX, IEPEHECEHHBIX MH(EKIIMOHHBIX
3a00JIeBaHUAX, O MPOXOXKAECHUU MPO(ECCHOHATBLHOW T'MTMEHUYECKOW MOATOTOBKH U
aTTeCTaLUy ¢ JOIYCKOM K paboTe;



e HE WHMEIOUIEE OrpaHUYEHUN Ha 3aHATUE TPYAOBOM JEATENILHOCTBIO B cdepe
oOpa3zoBaHus, M3IOXKEHHBIX B cTathe 351.1 «OrpaHudeHus Ha 3aHITHE TPYIAOBOU
NesITeNIbHOCTBIO B chepe oOpa3oBaHMs, BOCIIUTAHUSI, Pa3BUTHS HECOBEPILIEHHOJIECTHHX,
OpraHM3alMy X OTAbIXAa U 03J0POBJICHHSI, MEIULIUHCKOTO 00eCIIeYeHH s, COLUATbHON
3alUThl M COIMAJILHOTO OOCIYyXHUBaHUS, B cdepe AETCKO-IOHOIIECKOro CIopTa,
KyJbTYpbl M MCKYCCTBAa C YYacTHEM HECOBEPILICHHOJIETHUX» TpyI0BOro KoAEKca
Poccuniickon denepanum.

1.4. JlemonpousBoauTeNsi Ha3HAYaeT M OCBOOOXKIACT OT 3aHUMAEMOW JOJIKHOCTH

TUPEKTOP 0011e00pa30oBaTeIbHON OpraHU3aIiy B TTOPSIKE, YCTAHOBIEHHOM TPy/I0BBIM

Konekcom Poccuiickoii @Penepanuun ¥ TPYAOBBIM  JOTOBOPOM  (KOHTPAKTOM) €
pabOTHUKOM.

1.5. Jlenonpou3BoauTeslb OTHOCUTCA K KAaTErOPUM TEXHUYECKUX HCHOJHUTENEH U
HAXOJIUTCS B MPSAMOM MOJUUHEHUH Y AUPEKTOpa 0011e00pa30BaTENbHOTO YUPEKICHUS.

1.6. Jemonpon3BoauTENbp B IIKOJIE IIPU BBINOJHEHHUHW JOJDKHOCTHBIX 00sf3aHHOCTEN

DYKOBOJICTBYETCSI:
o Koncrurynuen Poccuiickoin denepanuu;
o IlopsimkoM opraHuzalMu U OCYIIECTBICHHUS OOpa30BATEIbHOW JESITEIBHOCTH IIO

OCHOBHBIM 00111€00pa30BaTeIbHBIM TIporpaMmamM - oOpa3oBaTeIbHBIM MPOTPaMMaM
HAYaJIbHOTO OOIIEr0o, OCHOBHOTO OOIIEro W CpeaHero ooOmero o0pa3oBaHus,
yTBepxkaeHHbIM [Ipukazom MunuctepctBa npocpenienus PO ot 28 aBrycra 2020 r. Ne
442,

o denepanbHBIM  TOCYAApCTBEHHBIM  O0pa30BaTENbHBIM  CTaHAAPTaMH  OOIIETo
oOpa3oBaHus;

o CII 2.4.3648-20 «CaHMTapHO-3MHIEMHUOJIOTHYECKUE TpeOOBaHUS K OpraHu3alusaIM
BOCIIUTAHUS U OOYyUEHHUs, OTAbIXA U 03IOPOBJICHUS AETEU U MOJIOACIKI;

e QJMHUHHCTPATHUBHBIM, TPYJIOBBIM U XO3SHUCTBEHHBIM 3aKOHOJATEIHCTBOM Poccuiickoit
denepannu;

e TIOCTAHOBJIICHUSIMU, PACTIOPSIKEHUSMHU, TPHUKA3aMH W WHBIMHA PYKOBOJSAIIUMHU U
HOPMATUBHBIMU JJOKYMEHTAMH, OTHOCSIIIUMHUCS K BEJICHUIO JCIIOMPOU3BOJICTBRA;

e CTaHAapTaMu YHU(UUIHUPOBAHHOM CHUCTEMBI OPTraHU3ALUOHHO-PACHIOPSIUTEIBHON
JIOKyMEHTAIINH;

o TpaBwiIaMu opdporpaduu U MyHKTYaILUH;

e TpaBWIAMH pa0OTHI HA KOMIIBIOTEPE U UHOM OPITEXHUKE;

e TIPaBWIAMH U HOPMaMH OXpaHbI TPyJa, MPOU3BOJACTBEHHOW CAaHUTAPUU M TIOKAPHOUN
0e30macHOCTH;

o VYcraBom u [IpaBuiamMu BHYTPEHHErO TPYAOBOTO PACIOpPSAKA, APYTUMH JOKAJIbHO-
MPaBOBBIMH aKTaMH 0011€00Pa30BaATEIBHOIO YUPEKICHHUS;

e JIAaHHOM JOJKHOCTHOM MHCTPYKIIMEH U TPYIOBBIM I0rOBOPOM (KOHTPAKTOM);

o KouBeHuueii o npaBax peOeHKa;

e WHCTPYKLIMEW NO OXpaHe Tpyaa ANA AefIoNPOn3BOANTENS LLIKOMbI.

1.7. lenonpou3BOAUTENb HIKOJIbI 00s3aH 3HAThH CIEAYIONIEE:

o TocynmapctBennbii crangapt Poccuiickon @enepannu  «Jlenonpou3BoACTBO U

apXUBHOE JIEII0N;



https://ohrana-tryda.com/node/601

HOpPMATHBHBIC MPABOBBIC AKTHl 1 HOPMATHBHO-METOIUIYECKIE JOKYMEHTHI, ITOJIOKECHUS,
UHCTPYKIMU W HHbIE MaTepuaibl U JIOKYMEHTHI MO BEACHUIO AENONPOMU3BOJICTBA B
HIKOJIE;

COBpeMeHHbIE HH(POPMAIIMOHHBIE TEXHOJIOTUU PAOOTHI C IOKYMEHTAMU;

HOPSZOK pabOThI C TOKyMEHTAMU;

CXEMBbI JJOKYMEHTO000POTa;

npaBwiia padOThI ¢ BXOSIIMMH, UCXOISIIUMU ¥ BHYTPCHHUMU JIOKyMEHTAMU;
npaBWjia OpraHm3anmud W (GOPMbI  KOHTPOJS  HCIONHEHUS JOKYMEHTOB B
00111e00pa30BaTEILHOM YUPEIKICHUY;

TUIIOBBIE CPOKU UCTIOJIHEHUS JOKYMEHTOB;

IPUHLUIBL pabOTHI CO CPOKOBOM KapTOTEKOM;

Ha3HAYEHHUE U TEXHOJIOTHUS TEKYIEro U MPeaynpeauTeIbHOTO KOHTPOJIS;

NpaBWja COCTABJICHUS AHAJIUTUYECKUX CIPABOK II0 OpraHu3anuu paboThl C
JOKYMEHTaMH ¥ KOHTPOJIFO HCIIOJIHEHUS JOKYMEHTOB;

npaBuia JTOKYMEHTAIIMOHHOTO O0eCTeueHus NEesATEIHbHOCTU 00111e00pa30BaTeIbHOTO
YUPEXKICHUS;

BUJIBI JOKYMEHTOB, X HA3HAYCHHE;

TpeOOBaHMsI, PEIbIBIIsIEMbIC K TOKYMEHTaM B COOTBETCTBUU C HOPMATUBHBIMU aKTaMHU
U TOCYJJapCTBEHHBIMH CTaHIAPTaMH,

npaBuia COCTaBIICHHSI u odopmiieHus UH(POPMAIMOHHO-CIPABOYHBIX,
OpraHM3aIMOHHBIX, YIPABIEHYECKUX JTOKYMEHTOB;

TIpaBWJIa CO3IaHUS U BeJICHUS 0a3 JAHHBIX CITY)KEOHBIX IOKYMEHTOB B 00pa30BaTEIILHOM
OpTaHH3AIINY;

CHCTEMBI DJIEKTPOHHOTO TOKYMEHTOO0O0POTa;

MPaBWJIA ¥ CPOKH OTHPABKHU HCXOISIINX JOKYMEHTOB;

TpeOOBaHMs OXpaHbI TPyJa U MOKapHOH O6e30macHOCTH Ha paboueM MecTe;
METOJUYECKHE PEKOMEHJAIMM TI0 BBINOJHEHHIO pabOThl C JOKYMEHTaMU B
00111e00pa30BaTENbHBIX YUPEIKICHUIX;

MOPSZIOK KOHTPOJIS IPOXOKICHHSI CITY>KEOHOM TOKyMEHTAIlUU U MaTepHAaJIOB;
CTPYKTYpY 00111€00pa30BaTEILHOTO YUPEKICHUS U COCTaB COTPYIHUKOB;

BUIbI HOMEHKJIATYP, OOIIHE TpeOOBaHUS K HOMEHKJIATYPE, METOIMKA €€ COCTABJICHUS U
oopmIIeHus;

nopsAok GopMHupoBaHUs U 0hOpMIICHUS e, creruduka GOPMUPOBAHUS OTACTBHBIX
KaTeropuil Jem;

MpaBwJia XPaHSHUS JIeJT, B TOM YHCIIE C TOKYMEHTAaMU OTPaHUYCHHOTO JOCTYTIA;
NpaBHJIa BBIIAYH U UCTIOIH30BAHUSI IOKYMEHTOB M3 CPOPMHUPOBAHHBIX JIEIT,

KPUTEPUU pA3ACTCHUs] JTOKyMEHTOB Ha TPYMIBI B COOTBETCTBHH C IIEHHOCTBHIO
uHOPMAITUH, COICPIKAIICIHCS B HUX;

MOPSAZIOK  CO3JIaHUsl, OPTaHW3alUd W JOKYMCHTHUPOBAaHUS pPAa0OTHI 3KCHEPTHOM
KOMUCCHH,

IpaBUJIa COCTABJICHUS U YTBEPIKIEHUS IPOTOKOIA pabOThl SKCIIEPTHOW KOMUCCHH;
NpaBWJa COCTABICHUS W YTBEPXKICHHsSI aKTa O BBUICTICHUH JOKYMEHTOB, HE
MOJUISKAIINX XPAaHCHHUIO;

npaBuia TEXHUYECKOM 0OpabOTKM W TMOJIHOTO O(OpPMIICHHS JIeJd TOCTOSHHOTO U
BPEMEHHOT'O CPOKOB XPaHCHUS;



e IIPaBWJIA COCTABJICHUS OINMCHU JI€J MOCTOSSHHOIO M BPEMEHHOIO CPOKOB XPAHEHUS B
COOTBETCTBUHU C JECHCTBYIOLIMMHA HOPMATUBHO-METOANYECKUMU JOKYMEHTAMM;

o TMpaBuWJIa MIEpeiavyu JIes B apXUB 0011e00pa30BaTEIBHOIO YUPEIKICHHUS,

e TMpaBWa WHCIOJIb30BaHUsI TenedoHa, akca, Kcepokca, NPUHTEpa, CKaHepa,
KOMIIBIOTEPA;

e TpaBwia pabOThl C TEKCTOBBIMH PEAAKTOPAMM MU 3JICKTPOHHBIMU TabiuIaMu, 0a3zoi
JTAHHBIX, JIEKTPOHHOM MOYTON, UHTEPHET Opay3epaMu;

e TEXHOJOTHUIO CO3JaHusl, 00pabOTKU, TIEPEeIaun U XPAHEHUS PA3INUHbBIX IOKYMEHTOB;

e TIpaBWJIA JICJIOBOM MEPENUCKHU, COCTABICHUS U HAOOPA JIEJIOBBIX MUCEM C IPUMEHEHUEM
TUIIOBBIX 00pa3LIOB;

o JICJIONPOMU3BOJICTBO U €T0 BEJICHHUE;

o TpeboOBaHUS TIO COXPAHHOCTH CIYXeOHON wuH(OpManuu, 3alIUTe MEePCOHANBHBIX
JTAHHBIX;

e OCHOBBI 3THKHU U 3CTETUKHU;

e TIpaBHJIA JCJIOBOTO OOIICHHUS;

e TIOPSJOK OKa3aHUS IMEPBOU JOBPAYCOHOM MTOMOIIIH;

e TOPANOK AEHCTBUU IPHU MOKAPE WIN MHOW YPE3BBIYAMHOW CUTYallMH, BAKYal1H.

1.8. Jlenonpou3BOIUTENb IIIKOJIBI JOHKEH YMETh:

e paboTaTh CO BCEl COBOKYMHOCTHIO MH(OPMAIIMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB
00111e00pa30BaTENBHOTO YUPEIKICHHUS

e II0JIB30BATHCS CIIPABOYHO-IIPABOBBIMU CUCTEMAMU;

e TIOJIB30BAThCSl ABTOMATHU3MPOBAHHBIMU CHUCTEMAaMH y4eTa, PETUCTPAIH, KOHTPOJS U
uH(OPMAIITMOHHO-CIIPABOYHBIMHU CHCTEMaMH MPHU paboTe C TOKYyMEHTaMH IIKOJIbI;

e TPUMEHSTH COBPEMEHHBbIC HH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH ISt
paboThl C JOKYMEHTaMH, B TOM 4YHCJIE JJIsi €€ ONTHUMH3AIUU W TOBBIIICHUS
3¢ (HEKTUBHOCTH;

e OpraHu30BbIBaTh pPabOTy MO YyuYeTy, XpPaHEHUI0 U MEpeaade B COOTBETCTBYIOUIEE
CTPYKTYPHOE MOJApa3eIeHUE JOKYMEHTOB TEKYIIETO JAIONPOU3BO/ICTBA;

¢ HCIIOJIb30BaTh HOMEHKIIATYPY JAEJ MPU U3YYCHHH CTPYKTYpHI 00I1e00pa30BaTeIbHOTO
YUPEKIACHHS, COCTABIICHUU OIHICEH e,

e OpraHu30BBIBaTH pabOTy Mo (HOPMHUPOBAHUIO JIET B COOTBETCTBUU C yTBEPXKICHHOU
HOMEHKJIATYPOU JIeJ IIKOJIBI,

e TPAaBWIBHO M CBOEBPEMEHHO (HOPMHPOBATH JOKYMEHTHI B JieJla C YYETOM WUX
crienuuKy;

e CHCTEMaTH3UPOBATh JTOKYMEHThI BHYTPH JI€Na;

o o0ecreynBaTh COXPAaHHOCTh U 3alIUTy JOKYMEHTOB 0O0IIe00pa3oBaTeIbHOrO
YUPEKICHUS;

e TIOJB30BATHCS MEPEUHSAMHU JOKYMEHTOB M aHAIM3MPOBATH (HaKTHUECKOE COJEpIKaHHEe
UMEIOIINXCS B JieJie JOKYMEHTOB MPH OMPEICIICHUN CPOKOB UX XPaHCHUS,

o OQOpMIATH OOJOXKKHA JeN TIOCTOSHHOTO M BPEMEHHOTO CpPOKOB XpaHEHUS B
COOTBETCTBHHU C TPEOOBAHUSMHU T'OCYIAPCTBEHHBIX CTAH/IAPTOB;

e TPOU3BOJIUTH CTPYKTYPHYIO CUCTEMATHU3ALIUIO JIET;

e OCYUIECTBIISITH TEXHUYECKYIO 00paOOTKY U MOJIHOE O(POPMIIEHHUE eI MOCTOSIHHOTO U
BPEMEHHOTO CPOKOB XPAHEHHS;



e COCTAaBJIAThH OIHUCH JIeJ TOCTOSSHHOTO U BPEMEHHOT'O CPOKOB XpaHEHUsSI B COOTBETCTBUU
C IEHUCTBYIOIIMMH HOPMATUBHO-METOIMYECKUMH TOKYMEHTaMHU.

1.9. CoTpymsHUK  JOKEH  O3HAKOMHUTBCS C  JIOJDKHOCTHOM — MHCTPYKIUEH
JIeJIONPON3BOAUTENS B COOTBETCTBUU € TPOPCTAHIAPTOM, MHCTPYKIIUEH MO0 OXpaHe Tpyia
JUIS JEJONPOU3BOAMTENS IIKOJBI, 3HAaTh W COONIONATh YCTAaHOBJICHHbIE MpaBWiIa U
TpeOOBaHMS OXpaHbl TPyJa U MOXKAPHOM OE30MaCHOCTH, MpaBUJIA JUYHON TMTHEHBI U
TUTHEHBI TpyJa B o01ieo0pa3oBaTenbHON OpraHU3alHH.
1.10. denonpou3BoAUTENH HOKEH MTPOUTH 00yUEeHHE U UMETh HABBIKM OKa3aHUs MEPBOM
MOMOIIM TOCTPAJaBIINM, 3HaTh MOPSAOK JEUCTBUN MPU BOSHUKHOBEHUU MOXKApa WIH
MHOMW Ype3BBbIYAHON CUTYyallMH U 3BaKyaluy B 0011e00pa30BaTeIbHON OpraHnu3allnu.

2. TpynoBbie pyHKIUM

K OCHOBHBIM byHKIHSIM JICJIOTIPOU3BOIUTEIS OTHOCSITCSI:
2.1. JlokyMeHTalMOHHOE oOOecTedYeHnue JAESITEIBbHOCTH  00IIe00pa3oBaTeILHOTO
YUPEKIACHHUS:

2.1.1. Opranuzanus paboThI c JOKYMEHTAMH.
2.1.2. Opranuzanus TEKYILEro XpaHEHUs JIOKYMEHTOB.
2.1.3. Opranusanusi 00paObOTKH J1eJ1 17151 TOCIEAYIOIIEr0 XpaHeHUs!.

3. JIOJIZKHOCTHBbIE 00513aHHOCTH

JIeIONIPON3BOANTENL B IIIKOJE  OCYIIECTBJSET  BBIINOJHEHHE  00sI3aHHOCTEM:

3.1. B pamkax Tpy10BO# (DYHKIIMK OpraHu3ani paOoThl C JOKYMEHTAMH:

e TIPHEM W IepBUYHAs 00pabOTKa BXOIAIINX JOKYMECHTOB;

e TIPEIBAPUTEIHLHOE PACCMOTPEHHUE M COPTUPOBKA JOKYMEHTOB Ha PETUCTPUPYEMBIC U HE
pPETUCTPUPYEMEIE;

¢ TIOJTOTOBKA BXOJSIINX JOKYMEHTOB JIJIsl PACCMOTPEHUSI TUPEKTOPOM IIIKOJIBI;

e pErucTparys BXOIAIINX JOKYMEHTOB;

e OpraHM3alus J0CTABKU JOKYMEHTOB HCTIOJHUTEIISM;

e BeJlieHME 0a3bl TaHHBIX JOKYMEHTOB 00I111€00pa30BaTeIbHOTO YUPEKICHUS;

e BEJCHHUE HHPOPMAIIMOHHO-CIIPABOYHON PabOTHI,

o 00paboTKa 1 OTIPaBKa UCXOAIINX TOKYMEHTOB;

o opranmzanus pabOThl TIO pPETUCTpAIlMH, Yy4YeTy, XpaHCHHI0 U Tepenaye B
COOTBETCTBYIOIIME  CTPYKTYpHbIE  TOAPA3ACICHUS  JIOKYMEHTOB  TEKYIIETO

JIEIIOITPOU3BOJICTBA;
e KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB B 00111€00pa30BaTeILHOM YUPEIKICHUN.
3.2. B pamkax Tpy10BO#l GYHKIIMKA OPraHU3aIMY TEKYIIEro XPaHeHUs JIOKYMEHTOB:

e pa3paboTKa HOMEHKJIATYPHI JIe] 00I1e00pa30BaTEIbHOIO YUPEKACHMUS;

e TPOBEpPKA MPABWIBHOCTH OPOPMIICHUSI JTOKYMEHTOB U OTMETKHM 00 MX HMCIOJIHEHUH
nepena ux GopMHUPOBAHUEM B JEIIO JJIsl TOCIIEAYIOIIETO XPaHEHNUS;

o (dopMyIHpPOBAaHUE 3ar0JIOBKOB JIeT M OTNIPEICIICHNE CPOKOB X XPAHEHUS;

o (¢dopMHpOBaHUE JCT;

e KOHTPOJIb MPABWJILHOTO ¥ CBOEBPEMEHHOTO PACHpEeIesICHUs U MOAIIMBKU TIOKYMEHTOB
B Jlefa.

3.3. B pamkax TpynoBoii (QyHKIIMK opraHu3ammu 00pabOTKU el Ui MOCIEAYIOUIEro

XPpaHCHU .




POBEpPKa CPOKOB XPAHEHUS JOKYMEHTOB, COCTABIIEHUE MPOTOKOJIa PaOOThI SKCIIEPTHOM

KOMHUCCHUHM TIO TIOATOTOBKE JIOKYMEHTOB K XpaHEHHIO, aKTa O BBIICJICHUU K

YHUUTOXKEHUIO JOKYMEHTOB, HE MOAJIEKAIIUX XPAHEHUIO;

COCTaBJICHHE BHYTPEHHEH OMUCH JIe I 0CO00 LIEHHBIX TOKYMEHTOB IIKOJIBI;

odopmIleHne e OCTOSHHOTO, JOJITOBPEMEHHOT'O CPOKOB XPAHEHUS;

opopmiieHuE 00JI0KKH JIE] MOCTOSTHHOTO, TOJITOBPEMEHHOTO CPOKOB XPAaHEHUS;

COCTAaBJICHUE OMHUCH JIeT TIOCTOSIHHOTO, I0JTOBPEMEHHOTO CPOKOB XPaHEHHUS,

nepeava Jiesl B apXuB 0011e00pa30BaTEIbHOTO YUPEKICHUS.
3.4. Opranu3oBbIBa€T BHEApPEHHUE, BeACHHE (B TOM 4YHCJIE aBTOMATHU3HPOBAHHOE) U
pa3BUTHE  CHCTeM  JOKYMEHTAllu¥,  BKJIIOYas  OJEKTPOHHbIE  JOKYMEHTHI.
3.5. BMecrte ¢ amMuHHCTpaleil IIKOJbl MOATOTABIMBAET OTYETHBIE JOKYMEHTHI IS
BBIIIECTOSAIIUX  OpraHu3alui, TOTOBUT  CIy)KeOHbIE  MHUChMA, CIPaBKH.
3.6. Bemer mpueM mnoctynaromiei Ha UMSI AUPEKTOpA IIKOJIbI KOPPECIOHIEHIUH
(2MEeKTPOHHOW TMOYTHI), PETUCTPUPYET €€ W BBHIMOJHAET CHUCTEMAaTHU3AIMI0 COTJIACHO
NPUHATOMY B 00111€00pa30BaTEILHOM YUPEKICHUU TOPSIKY, MOCIE €€ PACCMOTPEHUs
JTUPEKTOPOM TepeaeT MO HA3HAYEHHUIO HCIIOMHHUTENSM JUIsi MPUMEHEHHUS B XOJe X
NEeSTENHbHOCTU WIH MOJAITOTOBKHU OTBETA.
3.7. Bener nocTOSIHHBIN y4eT, KApTOTEKY MPOXOKACHUS TOKYyMEHTOB, KOHTPOJIUPYET UX
UCTIOJTHEHHE, BBIJAeT TpeOyemble CIPaBKU IO 3apErMCTPUPOBAHHBIM JTOKYMEHTaM.
3.8. BrolmonHsieT OTHPaBKy HCIIOJHEHHOW KOPPECHOHIEHIMH aapecaraM, BEleT y4eT
MOJly4aeMOM ¥ OTHPABISIEMON KOPPECIOHACHILWH, CUCTEeMATH3UPYeT U XPaHUT
JTIOKYMECHTBI TEKYIIEro apxuBa.
3.9. 3aaumaeTtcs 0pOpMIICHUEM TPYIOBBIX TOTOBOPOB M JIMUHBIX /1T, yCTPAUBAIOIINXCS
Ha paboTy COTPYAHHKOB, oOpabaThiBaeT W 0GOpMIIAET Mepenady JUYHBIX e

COTPYIHUKOB B apXuB.
3.10. ®opmupyer JnuYHBIE €A  YYEHUKOB, OOydyaroluxcsi B  IIKOJIE.
3.11. OcymiectBisieT y4eT oOyyJarommxcs JIBFOTHBIX KaTeropui.

3.12. Bener KHUIM NPHUKA30B, I€YATAET MPUKA3bl 10 OCHOBHOW JESITENBHOCTH, WHBIE
MPUKa3bl. 3HAKOMUT COTPYIHUKOB IIKOJIBI C MPUKAa3aMHU TOJI MOJAIKUCH B IEHb UX U3AAHMUSL.
3.13. CornacHo pacnopssKeHUSIM AUPEKTOPA MIKOJIBI TiedaTaeT u 0hopMIIsieT TpeOyeMyto
JOKYMEHTAIIMIO IS BEACHUS Y4eOHO-BOCIUTATEIBHOM NEATEIbHOCTH B IIKOJIE,
BBITIOJTHEHUS TOJIOBOTO IUIaHA.
3.14. BoimonHsieT paboTy MO CO3/JaHUIO CIPABOYHOTO ammapara 1o JOKYMEHTaM,
obecreunBaeT yAOOHBIH 151 OBICTPBIN 150. TTOUCK.
3.15. 3anumaercsi cOOpOM HEOOXOIMMBIX MATEpHUANIOB ISl TOATOTOBKH COBEIIAHUI
pabOTHUKOB IIKOJbI, OMOBELIEHUEM YYAaCTHUKOB O BPEMEHH, MECTE, MOBECTKE IHS
COBEIIIAHUS " ux perucrpanuei.
3.16. SBnserca cekperapeM aIMUHUCTPATUBHOIO COBEIIAHMS IIPU  JUPEKTOpE
0011e00pa30BaTEIbHOTIO YUPEXKICHUS.
3.17. B rpanuiax cBoel KOMIETCHIIMH YYaCTBYET B COCTABIICHUH MTPOTPAMMBI Pa3BUTHUS
JIeJIONPON3BOICTBA 00111€00pa30BATEILHOTO YUPEKACHUS, BHOCUT MPEUIOKEHHUS IO
BOIIPOCaM  yCOBEPIIEHCTBOBAaHUSA  JIEJONPOU3BOJACTBA  00IIE00pa30BaTEIHHOIO
YUPEKICHUS.

3.18. OOecrieunBaer 3amudTy 0OpaB U CcBOOOJ JeTei, poauTenel (3aKOHHBIX
npejacraButenieil) mnpu  o0paboTKe MepcoHaNbHBIX  JaHHBIX  (manee —  I1J1).



3.19. Ilpu ucnoyib30BaHUM FIEKTPOHHOTO O0OpYAOBaHUS, B TOM YHCIIE KJIABUATYpPbI U
MBIIIY, €XKEAHEBHO JAC3UHPUIMPYET HUX B COOTBETCTBHM C PEKOMEHIAUSIMU
MPOU3BOAUTENS TUOO0 C UCIIOJI30BAHNEM PACTBOPOB WU caliheTOK Ha CIIUPTOBOM OCHOBE
(He MEHEee 70% CIIUPTA).
3.20. Jlemompou3BOAUTENh B IIKOJIE CTPOTO COONIIOAAET CBOK  JIOJKHOCTHYIO
WHCTPYKIMIO, pa3paboTaHHyl0 10 mpodcraHmapTy, MNPOXOJUT MEPUOJAUYECKUE
MEUIIUTHCKHE OCMOTDBL.
3.21. Ctporo cobimoaeT KOHPUISHIIUATEHOCTh EPCOHATBHBIX JAHHBIX U TpeOOBaHUs
no 3amute u 6e3onacHoctu [1J] npu ux oOpaboTke, HENOMYIIEHUE UX PACTIPOCTPAHEHUS
0e3 cornacus cyobekta [1/] wnu Hamuuust Apyroro 3aKOHHOTO OCHOBAHUS.

4. IIpaBa

Jle1onpon3BOAUTEIIb ITKOJIbI HNMECT ITOJIHOC IpaBo.

4.1. IlpuauMaTh ydYacTHe€ B YIIpaBICHHH O0OIIc00pa30BaTEIbHBIM YUPSKIACHUEM B
MOPSIAKE, YCTaHOBJICHHOM VYcraBowm.
4.2. Ha pabouee MeCTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHUAM OXpaHbI Tpyla U
MOKApHOM 0€30MacHOCTH.
43. Ha 3ammry cBoell  mpodeccHoHaIbHONW  YeCTH W JOCTOMHCTBA.
4.4. Ha nepenady JOKYMEHTOB JJIsI MCIIOJIHEHUS U HAa TpeOOBAHHME OT HMCIOJIHUTENICH
IPaMOTHOTO W TPAaBWIBHOTO o(opmiieHHs] TpeOyeMbIX JOKYMEHTAIBHBIX MaTEPHUAJIOB.
4.5. Ha 3zanpammBanue OT aJIMHHHCTPAIIMU IIIKOJIBI, TOJyYCHHE MW TNPUMEHEHUE
MH()OPMAIIMOHHBIX MaTEPHAIOB, HOPMATHBHBIX U MTPABOBBIX TOKYMEHTOB, HCOOXOMMBIX
JUIS BBITTOJTHCHUS CBOUX JTIOJI?KHOCTHBIX 00s13aHHOCTCH.
4.6. 3HAKOMUTHCS CO BCEMH UMEIOLIUMUCS MaTepUuajiaMu €ro JIMYHOTO Jiejia, OT3bIBAMU O
cBOel paboTte, KaoOaMu W MHBIMH JIOKyMEHTaMH, OTPAXKAIOUIUMHU OIIEHKY €ro Tpyaa,
MPEOCTaBIISATh 110 HHUM TTOSICHCHHUS.
4.7. Ha MOpasbHOE U MaTepHaIbHOE MOOIIPEHNE, HA CBOEBPEMEHHYIO U B TIOJITHOM 00BhEMeE
BBITUTATY 3apaOOTHOM IJIAThI, a TAKXKE Ha 3aIIUTYy COOCTBEHHBIX HHTEPECOB U HHTEPECOB

COTPYAHHMKOB LIKOJIBI.
4.8. OTKa3aThCs OT BHINOJIHEHUS PabOT MpU BOZHUKHOBEHUH YI'PO3bl )KU3HU U 37J0POBBIO
BCJIEICTBHE HapyILICHUA TpeOoBaHM 1o OXpaHe Tpyaa.
4.9. TlocTosHHO  MOBBIIATH  CBOK  MPO(ECCHOHATBHYIO  KBaTU(UKALHIO.

4.10. Ha 3amury cBOMX MPO(ECCHOHATBHBIX HHTEPECOB CAMOCTOSITENILHO U (WK Yepes
3aKOHHOT'O IMpPENCTaBUTEINA, B TOM YHCJE aJBOKaTa), B CIy4yae TUCLUILUIMHAPHOTO WIIU
CIIy’KeOHOT0 pacciieIOBaHUs, CBA3AHHOTO C HECOOIIOAEHUEM HOPM MPOPECCHOHATBHON
»TuKU. Ha Hepasriamienrne qTUCIUIUIMHAPHOTO (CIy>KeOHOT0) pacciei0BaHus, UCKITI0Yast
ciy4au IIPELYCMOTPEHHBIE 3aKOHOM.
4.11. Ha BctymneHue B mpoQcoro3bl IJsl 3alUThl CBOUX TPYAOBBIX MpaB, CBOOOI U
3aKOHHBIX HHTepecoB. Ha nonyuenue conuanbHbIX FapaHTUN U JIBTOT, TPEAYCMOTPEHHBIX
3aKoHoAaTenbCcTBOM Poccniickon ®Penepanuu.

5. OTBeTCTBEHHOCTH



5.1. 3a HEBBIIONHEHWE WIM HApPyLIEHUWE JAHHOW JOJDKHOCTHOM HHCTPYKLUU
JEJIONIPOU3BOAMTENS B 1IKOJIE, YcTaBa U [IpaBuil BHyTpEHHErO TPYJIOBOTO paclopsiika,
3aKOHHBIX PACHOPSKEHUN TUPEKTOPA LIKOJIbI U IPYTUX JIOKATbHO-HOPMATUBHBIX aKTOB,
a TaKKe 3a NPUHATUE PEHICHUU, MOBJEKIIMX HapylleHHe Yy4eOHO-BOCIUTATEIbHBIX
OTHOLUEHUH, 1€JIONPOU3BOIUTEND HECET JUCLHUIUIMHAPHYIO OTBETCTBEHHOCTh B MOPSJIKE,
ycTaHoBJI€HHOM  TpynoBeiM  3akoHoAaTeabCTBOM  Poccuiickoir — ®Denepauuu.
5.2. 3a mpuMeHeHne, Take OJHOKPATHO, CIIOCOOO0B BOCIIUTAHMS, BKIIOYAIOIINX B CeOs
¢usnueckoe u (UIM) TICHMXOJOTMYECKOE HACWIME HaJl JUYHOCTBIO peOeHKa,
JIEJIONIPOU3BOAUTENE MOXKET OCBOOOXKAATHCS OT 3aHUMAEMOW JIOJDKHOCTH COTJIACHO
TPYAOBOMY 3aKoHOAATENLCTBY Poccuiickon Denepaiuu. Y BOJIbHEHHUE 3a TAKOW OCTYIIOK

HE PUHUMAETCS 3a Mepy JTUCUUTUTMHAPHON OTBETCTBEHHOCTH.
5.3. Hecer aucuuIIMHapHYI0 OTBETCTBEHHOCTh 3a COXPAHHOCTh JIOKYMEHTAIIUH,
HaXOISIIEHCS B KabuHere JIEJONPOU3BOIUTENS.

5.4. IlpuBnexaeTcs K TUCHUIUTMHAPHON OTBETCTBEHHOCTH 32 Pa3rJallieHUue CIIyKEeOHOU U
KoH(puIeHMaIpHOM nHpOpMaIi, HHGOPMAIIUH O IEPCOHATBHBIX IAHHBIX COTPYAHUKOB
" 00yJarommuxcs 0011e00pa30BaTEIIHLHOTO VUIPEIKICHUS.
5.5. 3a wHapyuieHue MpaBWJI TOXKAPHOM OE30MACHOCTH, OXpPaHbl TPyAa, CAaHUTAPHO-
TUTUEHUYECKUX HOPM M HpaBWil  JCJIONPOU3BOJUTEIb MOXET MPUBJIEKATHCS K
aJIMUHUCTPATUBHONM OTBETCTBEHHOCTH B TOPAJKE M B CIydasX, YCTaHOBJIEHHBIX
aJIMUHUCTPATUBHBIM 3aKOHOJAaTEIbCTBOM Poccuiickoit denepanun.
5.6. 3a m000e BUHOBHOE MNPUYMHEHHE OOIE00pPa30BATEILHOMY YUPEKICHUIO WU
y4aCTHHKaM 00pa30BaTelbHBIX OTHOIICHUH yiepOa (B TOM YKCIie MOPAJILHOTO) B CBSI3H
C BBIMOJHEHUEM (HEBBIOTHECHHEM) CBOUX TPSIMBIX JIOJDKHOCTHBIX OOsS3aHHOCTEH
JIEIOTIPOU3BOAUTEND IIIKOJIBI HECET MAaTepUaTbHYI0 OTBETCTBEHHOCTh B TOPSJIKE U B
npeaenax, YCTAHOBJICHHBIX TPYJOBBIM M (WMJIM) TPakKJAaHCKUM 3aKOHOJATEIbCTBOM
Poccuiickoint @enepanyu.

6. BzaumoorHomenus. CBA3M 10 JOIKHOCTH

enonpouzsooumens WKOJIbL!
6.1. Jlenonpou3BOaUTENb BBHINOJIHSIET palbOTy COMNIAcHO TpaduKy, COCTaBICHHOMY C
yaetom  40-gacoBoid  pabouedt  Hemenu, ©W  YTBEPKACHHOMY  JUPEKTOPOM
0011e00pa30BaTEIbHOTIO YUPEXKICHUS.
6.2. IlocrossHHO OOMEHHBaeTcss HMH(pOpMalKeld MO BOMPOCAM, OTHOCSIIUMCS K €ro
KOMIIETEHIIMU, C aJMUHHUCTpALME, OyXTranTepuen, negarorndecCkuMu pabOTHUKaMU U
00CITy’)KMBAIOUIUM  TEPCOHAJIIOM IIKOJbl, C POAUTEISIMU JeTed (JuuaMum MX
3aMEHSIOIINMHU).

6.3. Ilomywyaer oT nupekTopa o0O0IIE00pa30BATENBHOTO YUPEKIACHUS HH(DOPMAIIHIO
HOPMAaTHUBHO-TIPABOBOTO M OPTaHM3AIMOHHOTO XapaKTepa, 3HAKOMHUTCS MO MOAMUCH C
HEO0OXOTUMBIMU JIOKyMEHTaMHU.
6.4. BoBpemsi coOOIIaeT TUPEKTOPY IIKOJBI U €ro 3aMECTHTENsIM 00 WH(pOpMaINH,
NpHUKa3ax, PacHopsHKEHUSX U MHOW JIOKYMEHTAlMH, MOCTYNHMBIIEH MO 3JIEKTPOHHOM
noure.

6.5. Uadopmupyer aupexropa (Ipu OTCYTCTBUU — MHOE JOJDKHOCTHOE JIMIO) O (pakTe
BO3HMKHOBEHUSI TPYMIOBBIX HHQPEKIMOHHBIX M HEMH(EKIMOHHBIX 3a00JieBaHUI B
o011e00pa3oBaTeIbHON OpraHU3alMK, 3aMECTUTEIN TUPEKTopa MO aJMUHHCTPATHUBHO-



X035IMCTBEHHOM YacTh — 00 aBapUHHBIX CUTYalUsIX B padOTEe CUCTEM AJIEKTPOOCBELICHUS,
NIEPCOHAILHOTO KOMIIBIOTEPA M HWHOM OPITEXHUKH, OTOIUIEHMS W BOJONPOBOJA.
6.6. Bo Bpemst OTCyTCTBHS AETONPOU3BOIUTEINS €r0 00SI3aHHOCTH BBITMOIHSIET COTPYAHUK,
UMEIoNIN Bce Tpedyromuecs: MpodeccuoHaabHble 3HAHUS, YMEHHS U HaBbBIKH,
Ha3HAYEHHBI TPUKA30M JUpEeKTopa IIKOJbl. J[aHHBIM COTpyAHUK mpuoOpeTaer
COOTBETCTBYIOIIME IIpaBa M HECET IIOJIHYI0 OTBETCTBEHHOCTh 3a Kad€CTBEHHOE
BBITIOJIHEHUE BO3JIOKEHHBIX Ha HETO 00S3aHHOCTEH.

7. 3aka0unTeIbHbIE MOJ0KEHUS

7.1. O3HakoOMJICHHE JAEJONPOU3BOJMUTENS IIKOJbl C HACTOSIIEH JOJKHOCTHOM
WHCTPYKIIMEH, pa3paboTaHHON ¢ y4eToM Mpod)cTaHIapTa, OCYIIECTBISCTCS MPU TIPUEME
Ha paboty (mo MTOIMUCAHUS TPYJAOBOTO JIOTOBOPA).
7.2. OauH dK3eMIUISIP JODKHOCTHONW MHCTPYKIIMK HAaXOAUTCA Y paboToAaTeNs, BTOPOMH —
y COTpYJHUKA.
7.3. @aKT 03HAKOMJICHUS! ACJIONIPOU3BOIUTENIS C HACTOSIIEH JOJIKHOCTHON UHCTPYKITUEH
MOATBEPKAAETCA MOANUCHIO B 3K3EMILISIPE JOJHPKHOCTHOM MHCTPYKIMU, XPAHSAIIEMCS Y
paboToaTens, a TakKe B )KypHaJie 03HAKOMIICHHS C JOJKHOCTHBIMU HHCTPYKIHSIMU.

JlondicHocmHuyo UHCMpYKYuro paspabomai. /3.C. CamymnaeBa_/
C OondicHocmHOoU UHCMPYKYUell O3HAKOMAEH (a), 0OUH dK3eMNIAP NOJIYYUL (A) HA PYKU.
«30»08 2021r. /ML.A. FOcymosa_/
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