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JI0/DKHOCTHAasi UHCTPYKIMA /1e/10NPOU3BO/UTe A

1. O01IHe mo/10KeHus

1.1. Hacrosiiiasi [0/DKHOCTHasi MHCTPYKLUSL cocTaBieHa Ha ocHoBe IIpodcranzapra: 07.002
«CrieruasucT 10 OpraHU3allMOHHOMY U JOKYMEHTal[MOHHOMY 00ecCrieueHWr0 yTpaBJIeHus
opraHu3alyeil», yTBep)KE€HHOTrO TIpUKa3oM MUHUCTePCTBA TPyJa M COLMAJbHOM 3all[UThI
Poccuiickoi @eneparyu Ne 333H ot 15 urons 2020 1; ¢ yuetom PefepanbHoro 3akoHa Ne273-D3
ot 01.12.2012r «O06 obpa3oBanuu B Poccuiickoii ®enepaiun» (C u3MeHeHUssMU OT 14 utonst 2022
roga); CIT 2.4.3648-20 «CaHUTapHO-3MHUAEMHOIOTHUeCKe TpebOBaHUsI K OpraHu3alysiM
BOCTIMTAHUSI U O00yueHUsi, OT/IbIXa M 03[]0POBJIEHHUs JieTell U MOJIOZIEXKW»; CoryiacHO TpymoBomy
Kopekcy Poccuiickoii ®efjepaliid M WHBIM HOPMaTUBHBIMU aKTaMH, perjaMeHTUPYHOLIUM
TPY/IOBbI€ OTHOIIIEHUSI MEXKY PAOOTHUKOM U paboTOZiaTe IeM.

1.2. Hacrosimasi WHCTPYKIMSI yCTaHaB/iMBaeT (yHKIMOHA/IbHBIE OOS3aHHOCTH, TIpaBa M
OTBETCTBEHHOCTb COTPY/IHMKA, 3aHUMaIOII[ero B 0011je0bpa3oBaTe/IbHOM OpraHU3al[uu [JO/KHOCTh
JleNI0TIPOM3BOUTEIS.

1.3. Ha 00/DKHOCTD [1eJI0NPOU3BOJUTEIS MOXKET Ha3HAYaThCs JIMLIO:

* wuMewllee cpegHee TipodeccHoHanbHOe oOpa3oBaHWe, TIpOILEAllee  TIPOTPAMMEI
MO/IFOTOBKU KBa/IM(PULIMPOBAHHBIX pabouMX, C/Ty>Kall[uX;

* COOTBETCTBYHIjee TpeOOBaHUSIM, KACAIOIUMCSl TIPOXOXKJEHUs TpeJBapUTebHOrO (TIpH
MOCTYTJIEHWA Ha paboTy) W TIepUOJUUECKHUX MEAUIMHCKUX OCMOTPOB, BHEOUEPEIHBIX
MeIWI[MHCKMX OCMOTPOB TI0 HampaBjeHWI0 paborozaresnsi, mpodecCHOHATBHOM
TMTHEHUYEeCKOW TMOATOTOBKH M aTTecTalvu (Mpu mpueMe Ha paboTy u jganee He pexe 1
pasa B 2 roja), BakKLMHAl[MM, a TaKXe HMelollee JMYHYI0 MEeJULIMHCKYI KHIKKY C
pe3yabTaTaMH MeJUIIMHCKUX 00C/el0BaHUM U J1ab0paTOPHBIX UCC/Ie0BaHUM, CBeJIeHUIMU
0 TIPUBUBKAaX, IepeHeCeHHbIX WH(MEKIMOHHBIX 3a00/ieBaHUsAX, O MPOXOXKAEHUH
ripoecCcroHaTLHOM TUTUeHNYeCKOM MOATOTOBKU U aTTeCcTalldy C I0MyCKOM K paboTe;

* He WMelolllee OTPAHUYEHHI Ha 3aHSTHE TPY/I0BOH /leATeIbHOCTBIO B cepe obpa3oBaHUs,
M3/I0)KeHHBIX B cTaTthe 351.1 «OrpaHuueHusi Ha 3aHATHE TPYJOBOM JesiTe/IbHOCTbIO B
cdhepe o0Opa3oBaHUsl, BOCIIMTaHWS, Pa3BUTHSI HECOBEPILEHHOJETHUX, OpPraHU3aldid UX
OTABIXa M O3[0pPOBJIEHHs, MEIULIMHCKOTO oOecreueHus, COLIMAIbHOM 3allUThl U
COLMA/ILHOTO O00CIy)KMBaHUsI, B c(epe [1eTCKO-IOHOIIECKOTO CIOPTa, KY/AbTYphl M
HMCKyCCTBAa C ydaCTHeM HeCOBepIlleHHO/eTHUX» TpyaoBoro Kojekca Poccubickoit
®deneparyu.

1.4. [lenompowu3BoauTen st Ha3HauaeT W OCBOOOXKJAeT OT 3aHUMAEeMOM [O/DKHOCTH JMPEKTOP
o61meobpa3oBaTe/ibHOM  OpraHM3alliM B TOPsJKe, YCTaHOBJIeHHOM TpyJOBBIM KOJIEKCOM
Poccutickoii ®eiepaliuul ¥ TPyI0BbIM IOTOBOPOM (KOHTPAaKTOM) C pabOTHHUKOM.

1.5. lenonpousBoAuTelb OTHOCUTCS K KaTeropud TeXHUUECKUX MCTIOTHUTeNel M HaxOguTCs B
TPSIMOM TIOAUMHEHUU Y AUpeKTopa 0011ieo0pa3oBaTe/IbHOTO YUPeXKJeHUsI.

1.6. Hesnomnpow3BoAWTenb B IIKOJEe TPH _ BBINOJHEHWU  JIO/DKHOCTHBIX  00s13aHHOCTEH
DYKOBOJICTBYETCS:

* Koucruryuuetli Poccuiickoii ®@esepaiuy;

» Tlopsiika opraHu3aliiyd U OCYII[eCTB/IeHHs 00pa3oBaTelbHOMN JiesTe/TbHOCTH 110 OCHOBHBLIM
obirieobpa3oBarebHBIM TIPOrpaMMaM - 0Opa30BaTe/bHBIM IMPOrpaMMaM  HauaJbHOTO




o0111ero, 0CHOBHOTO 0011IeT0 U CcpefiHero obIero oOpa3oBaHusl, yTBEP>KAeHHbIM [IprKazom
MunucrepcTBa nipocseltieHnss PO Nell5 ot 22 mapta 2021 roga;

®eepanbHBIM IOCYy/JapCTBEHHBIM 00pa30BaTe/IbHbIM CTaH apTaMu 0011[ero 0Opa3oBaHus;
CIT 2.4.3648-20 «CaHuUTapHO-3MKIeMUOIOTMUeCKe TpeOOBaHMSI K OpraHu3alusIM
BOCITUTAHUS ¥ 00yUeHwUs], OT/IbIXa U 03Z,0POBJIEHUS IeTel U MOJIOZEXKI»;
a/IMMHUCTPATUBHBIM, TPYAOBBIM U XO3SIMCTBEHHBIM 3aKOHOJATeNbCTBOM Poccuiickoi
®depepauuy;

MOCTAaHOB/IEHUsIMH,  PaCTlOpPsDKeHUsIMM, TIpUKa3aMU UM WHBIMHA  DYKOBOJSIIMMHU U
HOPMAaTHBHBIMU JIOKYMEHTaMH, OTHOCSLLMMUCS K BeZIeHHIO JleJI0TIPOM3BO/ICTBa;
CTaHAApTaMU  YHU(QUIUPOBAHHOM  CHUCTeMbl  OpPraHM3aLMOHHO-PACIIOPSAUTETbHOM
JIOKyMeHTaL1y;

nipaBuamMu opdorpadru U MyHKTyalluy;

TpaBWIaM# PaboOTHI Ha KOMITBIOTEPE M MHOM OPITeXHUKE;

rpaBUlaMd U HODMaMHU OXpaHbl Tpy/a, MPOW3BOJCTBEHHOW CaHUTapUX M T0XKapHOM
0e30MacHOCTY;

YcraBom u IlpaBwiaMu BHYTPEHHEro TPY/OBOTO pacropsiika, [JPYTMMH JIOKaJbHO-
MPAaBOBBIMU aKTaMu 00111e06pa30BaTe/IbHOTO YUPeXKIeHHS;

JIaHHOW JJO/DKHOCTHOW MHCTPYKLMEeHN U TPYZIOBbIM JOTOBOPOM (KOHTPakTOM);

«Komekcom 31tMKM U c1y>keOHOTO moBefieHUs1 paboTHUKOB MAQOY COII  Ned6»,
«[TonokeHreM 0 HopMax TpodeccroHanbHON 3THKKA paboTHMKOB MAQOY COIIl Ned6»,
«[To/o’keHWeM O KOMHCCMM TIO YperyJMpOBaHHI0 CIIOPOB MeXAy yJaCTHUKaMU
obpa3oBaTteibHBIX oTHOIIEHHH B MAOY COII Nod6x»

KonBenmueii o npaBax pebeHkKa.

1.7. 1e/IonIpOU3BOIUTE/Ib IIKOJBI 00s13aH 3HaTh CAeAVIOIee:

Il'ocypapcteBennbi cranaapt Poccuiickor ®epepanyy «/les1onpousBOACTBO M apXHUBHOE
AeJ10»;

HODMAaTHBHbIE TIPAaBOBbIe aKThl U HOPMAaTHBHO-MeTOJMUeCKHe JOKYMEHTHI, TTOJIO)KEeHHs,
WHCTPYKIMY U WHbIE MaTepPUasibl U IOKYMEHTBI TI0 BeJIeHHIO /Ie/IOTIPOM3BO/ICTBA B LIIKOJIE;
CoBpeMeHHbIe MH(OPMALIMOHHBIE TeXHOIOTHH paboThI C JOKyMeHTaMu;

TOPSIIOK PaboThI C JOKyMEHTaMWy;

CXeMbI IOKyMeHT0000pOTa;

npaBuia paboThl C BXOJSLUMU, UCXOASAIIMMHA Y BHYTDEHHUMU JOKYMEHTaMMU;

nMpaBW/ia  OpraHu3audd ¥ (OpMBI  KOHTPOJII — WCTIONHEHWsI  [JOKYMEHTOB B
ob1rieo6pa3oBaTeTbHOM YUPEX/IeHUH;

THUITOBBIE CDOKH HUCTIOTHEHHUSI IOKYMEHTOB;

TIPUHLUIBI pabOTHI CO CPOKOBOM KapTOTEKO;

Ha3HaueHHe U TEXHOJIOTHS TeKYIIero U TpeiyTpeJuTeIbHOT0 KOHTPOJIS;

MpaBWia COCTaB/IeHHsI aHATMTUUECKUX CITPABOK M0 OpraHU3alyy paboThl C JOKYMEHTaMU U
KOHTPOJIIO MCIIOJTHEHUS! JOKYMEHTOB,;

MpaBWia [JJOKYMEHTALIMOHHOTO 00ecrieueHust [iesiTelbHOCTH  00111e00pa3oBaTe/IbHOTO
yUpeX/eHus;

BU/IbI JOKYMEHTOB, WX Ha3HaUeHUe;

TpeOOBaHus, TIPeAbSIBIsIeMble K JOKYMEHTaM B COOTBETCTBHU C HOPMaTUBHBIMU aKTaMU U
rOCyZapCTBEHHBIMU CTaH/lapTaMy;

MpaBWa COCTaBIeHUsI U 0popMiIeHUs] NH(POPMALIOHHO-CITPaBOYHbIX, OpPraHHW3aljlOHHBIX,
yTpaB/ieHYeCKUX JOKYMEHTOB;

rpaBWia CO3JjaHUsl U BeZleHUs] 0a3 [JaHHBIX C/Ty)KeOHBIX [JOKYMEHTOB B 0Opa3oBaTebHOU
OpraHU3aluu;

CHCTEeMBI 3JIEKTPOHHOTO JOKYMeHT0000pOTa;

MpaBWia U CPOKK OTIPABKU UCXOASAIIUX JOKYMEHTOB,;

TpeOOBaHUsS OXpaHbl TPY/a ¥ TTOYKapHOU 0e30T1acHOCTH Ha paboyeM MecTe;

MeTOJUUeCKre pEeKOMeHJAllMM TI0  BBIMOJHEHWI0 paboThl C  [JOKYMEHTaMd B
006111€00pa30BaTe/IbHBIX YUPEXKIEHUSX;



TOPSIZIOK KOHTPOJISI IPOXOXK/EHHS CTy»KeOHOM JOKyMeHTaL[i ¥ MaTepHaJioB;

CTPYKTYpY 0011je00pa3oBaTe/IbHOrO YUPeXXJeHHUsI U COCTaB COTPY/JHUKOB;

BH/IbI HOMEHK/IATyp, oOie TpebOBaHWsS K HOMEHK/AaType, MeTOJHKa ee COCTaB/IeHUs U
oQopMmIieHus;

Nopsi/IoKk GopmMupoBaHusi U odopmiieHus: fen, crieljuduka (HOPMUPOBAHHMS OT/e/IbHbIX
KaTeropuii jiern;

TpaBWIa XpaHeHws JieJl, B TOM UKC/ie C JOKYMeHTaMU OrPaHUUYeHHOT'0 I0CTYTIa;

TpaBU/Ia BbIIaUM 1 UCII0/Ib30BaHUsI JOKYMEHTOB U3 C(hOPMHUPOBaHHBIX JIejT;

KPUTEpUH pa3fe/ieHnsi [OKyMEeHTOB Ha TpPYNNbl B COOTBETCTBUM C IIeHHOCTBIO
vH(pOpMaLMK, cofeprKallleiics B HUX;

TMOPSIZIOK CO3/jaHus1, OPraHU3aliy U JOKYMeHTHPOBaHHUS pab0ThI SKCIIEPTHON KOMHUCCHH;
MpaBU/Ia COCTaBJIeHHs ¥ YTBEP)K/IeHUsI POTOKO/Ia paboThI 3KCIIepPTHONM KOMUCCHUHY;
MpaBW/la COCTABJIEHUs] ¥ YTBEP)KJEHUsI aKTa O BbIIe/IEHUH [JOKYMEHTOB, He T0/IeXallnx
XpaHeHHIo;

npaBWia TeXHUYeCKOM o00paboTku U T1ogHOTO OodOopMIeHHsT [ie/l TOCTOSTHHOTO |
BPEMEHHOI'0 CDOKOB XpaHeHMs;

MpaBWia COCTaBJIeHUs] OIMHMCH Jie/l TIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XpaHeHWs B
COOTBETCTBUM C JeHCTBYIOLUMU HOPMaTUBHO-MeTOJUUeCKUMHU [JOKYMeHTaMHu;

TpaBuWsIa Mepeiaun ies1 B apxuB 00111e00pa30BaTe/IbHOTO YUpeX/eHus;

TnpaBu/Ia UCIO/b30BaHus TenedoHa, akca, Kcepokca, IpUHTepa, CKaHepa, KOMITbIOTepa;
mpaBua paboThl C TEKCTOBBIMH peJaKTOPaMU M 3JIEKTPOHHBIMM Tabuijamu, 6a3oit
JTAaHHBIX, 3JIEKTPOHHOM TOUTOM, UHTepHeT Opay3epamu;

TEXHOJIOTHIO CO3/laHus, 00paboTKH, repefaur ¥ XpaHeHHs pa3MYHbIX JOKYMEHTOB,;
rpaBU/Ia [IeJIOBOM TIeperucKH, COCTaB/eHHs1 U Habopa /Ie/IOBBIX MHCeM C TMpUMeHeHUeM
THUTIOBBIX 00pa3I1ioB;

[1eJIOTIPOU3BO/ICTBO U €ro BefleHNUe;

TpeOOBaHKs TI0 COXPAaHHOCTH CJTyKeOHOM MH(pOPMAIHH, 3aliTe TePCOHANbHBIX JAHHBIX;
OCHOBBI 3THKHU U 3CTETUKU;

TpaBUJ/Ia [IeJIOBOTO OOIIEeHUS;

TOPSIZIOK OKa3aHHsl TIepBOi JoBpaueOHOM MOMOIIH;

TOPSAJOK IeUCTBUM TIPU TT0XKape WY UHOM Ype3BblYaliHOM CUTYal|iH, 3BaKyaLyu.

1.8. Je/10npou3BOIUTE/E IHKOJIEI JIO/DKEH VMETh:

paboTath €O BCeH COBOKYMHOCTbIO WH(OPMAIMOHHO-I0KYMEHTAI[MOHHBIX pPeCcypCoB
ob111e00pa3oBaTeIbHOTO YUPEXK/IeHHUS:

T0/1b30BaThCs1 CIIPABOYHO-TIPABOBLIMU CHCTEMaMU;

M0JIb30BaThCsl AaBTOMAaTU3UPOBAHHBIMU CHUCTEMaMH yueTa, PEeruCTpal[iH, KOHTPOJS |
HMH(OPMAIMOHHO-CIPABOYHLIMU CHCTEMaMH TIPH paboTe C I0KYMEeHTaMH IIIKOJIbI;
MIPUMEHSITh COBPEMEeHHbIe HHPOPMAaI[MOHHO-KOMMYHHUKAI[MOHHBIE TEXHOJIOTHHU [Ijisi pabOThI
C JOKyMEHTaMH, B TOM UKCJ/Ie /ISl ee ONTUMH3ALIMH U TIOBBIIIIeHHUs 3((heKTUBHOCTH;
OpraHu30BBIBaTH pabOTy TI0 yueTy, XpaHEHWI0 U TiepeJjaueé B COOTBETCTBYIOII[Ee
CTPYKTYPHOE To/ipa3szie/ieHre JOKyMEHTOB TEeKYIIero /ieJI0NpOru3BO/ICTRA;

WCII0/Ib30BaTh HOMEHK/IATYPy Jel TpU W3y4YeHUM CTPYKTYphbl 00Ieo0pa3oBaTe/lbHOTO
YUpPEeX/IeHHsI, COCTAB/IeHUH OITUCeH e,

OpraHu30BBIBaTh PabOTy 1O (GOPMHUPOBAHUIO /e B COOTBETCTBHM C YTBEP)KIEHHOU
HOMEHK/IaTypOU /i€ IIKOJIbI;

MPaBU/ILHO U CBOEBPEMEHHO ()OPMUPOBATh IOKYMEHTHI B /le/la C YUeTOM HX CIeIu(puKu;
CHCTeMaTH3UPOBaTh JJOKyMEHTbI BHYTPH JIe/a;

obecreunBaTh COXPAHHOCTb U 3aI[UTy JOKYMEHTOB 0011je00pa30BaTe/IbHOTO YUPEXIeHHS;
M0/Ib30BaThCsl TIEPEUHSIMHA JIOKYMEHTOB M aHaIM3UPOBaTh (DaKTHUUeCKoe COojlepKaHue
HMMEIOIIMXCS B ZieJie JOKYMEHTOB TIpY OTpe/ie/IeHUH CPOKOB UX XPAHEHHUS;

ohopM/IATh 00/I0KKHU Zie/T TOCTOSTHHOTO ¥ BPEMEHHOT'0 CPOKOB XPAHEHUsI B COOTBETCTBUM C
TpeOOBaHUSIMU IOCY/1apCTBEHHBIX CTaH/]apTOB;

MPOU3BO/IUTE CTPYKTYPHYIO CUCTEMATH3ALIMIO JIETT;



OCYIIEeCTB/ISATh TEXHUUYECKYI0 00paboTKy ¥ mosiHoe odopmieHHe fen TIOCTOSTHHOTO |
BPEMEHHOI'0 CPOKOB XpaHEeHUS;

COCTaBJIATh OMMUCh Jie/l TIOCTOSTHHOTO M BPEMEHHOI'O0 CPOKOB XPaHEHMsI B COOTBETCTBUU C
JleHICTBYIOILMMHA HOPMaTUBHO-MeTO/IUYECKMMU JJOKYMEHTaMH.

1.9. CoTpyAHUK [O/DKeH 03HAKOMUTBLCS C JAHHOM JIO/DKHOCTHOM MHCTPYKLIMEeU, NHCTPYKLIMeH I0
oxpaHe TpyJa /s [e/oNpOU3BOAUTENs, 3HaTh M COOMOJaTh yCTaHOB/IEHHble IIpaBW/Ia U
TpeOOBaHMsI OXpaHbI TPy/a W TMOXKapHOM 0e30macHOCTH, TIpaBHW/a JIMUHON TUTHEHbl W TUTHEHbI
Tpy/a B 00111e06pa3oBaTe/ibHOI OpraHu3alyu.

1.10. [Jenoripon3BoauTesb A0O/DKEH MPOUTH 00yueHre ¥ MMeTh HaBbIKM OKa3aHHSs TIePBOM ITOMOILU
MOCTPaZaBIIMM, 3HaTh MOPSZOK AeUCTBUM NPY BO3HUKHOBEHUH M0Kapa WM WHOM 4Ype3BblYaliHOM
CUTYaL[M ¥ 9BaKyal[uy B 0011je00pa30BaTe/IbHOM OpraHU3aLiy.

2. TpypnoBbie GyHKIMH
K 0CcHOBHBIM (DYHKIIUSIM J1e/I0TIPOU3BOAUTENS OTHOCSTCS:

2.1. lokymMeHTaL[MOHHOE 0becrieyeHre esITeIbHOCTH 00111e00pa30BaTe/IbHOTO YUPeXK/eHuSsI:
2.1.1. Opranuzaiusi paboThl C JOKYMeHTaMH.

2.1.2. Opranusans TeKyLero XxpaHeHus JOKYMeHTOB.

2.1.3. Opranu3auusi 006paboTKu fen Jijist TIoC/Ie[yIOLLero XpaHeH!s..

3. JI0/DKHOCTHBIE 00A3aHHOCTH
Henonpousgodumennb 8 wKo/e ocyujecmesnsiem 8binoaHeHUe 00s13aHHOCmel:
3.1. B pamkax Tpy/J0oBo¥ DYHKIIMK OpraHMW3aliy PaboThl C JOKYMEHTaMMU:

MpYeM U MepBUYHasi 00paboTKa BXOSIIUX JOKYMEHTOB;

MpeIBapUTE/IbHOE PAaCCMOTPEHHEe W COPTUPOBKA AOKYMEHTOB Ha PervcTpUpyeMble U He
PErvCTpUpyeMbIe;

TOJrOTOBKA BXOASIIUX JOKYMEHTOB /ISl PACCMOTPEHHSI IMPEKTOPOM IIKOJIbI;

perucTparys BXOAAIINUX JJOKYMEHTOB;

OpraHu3aLusl JOCTAaBKU JOKYMEHTOB UCTIOTHUTEISIM;

BeJieHHe 0a3bl JaHHBIX JIOKYMEHTOB 00111e00pa30BaTe/TbHOTO YUPEXK/IEHMS;

BeZieHre WH(OPMaLMOHHO-CIPABOYHOM paboThI;

00paboTKa ¥ OTIpaBKa UCXO/AIINUX JOKYMEHTOB,;

opraHu3aiusi paboTel 10 PervcTpalviy, yYeTy, XpaHeHHIO U Tiepejiaue B COOTBETCTBYIOIIAEe
CTPYKTYPHbIE TI0/ipa3/ie/ieHus JOKYMEHTOB TEKYIIero ZieJI0NpOU3BO/ICTBA;

KOHTDOJIb UCITOJTHEHUSI JOKYMEHTOB B 00111e00pa30BaTeIbHOM YUPEXKIEHUH.

3.2. B paMKax Tpya0BOU VHKIIMA OPraHU3alMy TeKVIIero XpaHeHus JOKYMEHTOB:

pa3paboTKa HOMeHK/IaTyphl fie1 0011je00pa30BaTelbHOTO YUPEXJeHMUsT;

TIPOBEpPKa MPAaBWJILHOCTH OOPMJIEHHS JOKYMEHTOB M OTMETKH 00 WX WCITOJIHEHWU Tiepef
ux (OpMUPOBaHKEM B JIeJI0 /1JIsl TIOC/Ie/[yIOIero XpaHeHUs;

(hopMynrpoBaHUe 3aro/IOBKOB ZieJl U Oripe/ie/ieHrie CPOKOB UX XPaHeHUsl;

(dhopmupoBaHue fer;

KOHTPOJIb TPaBU/IbHOTO Y CBOEBPEMEHHOI0 pacripefiesieHusi U TMOALIMBKU JOKYMEHTOB B
Jlena.

3.3. B paMKax Tpva0BOM (hVHKILIMYA OpraHur3aiyu 00paboTKU ae A1 MOCAe AVIOILero XpaHeHUs:

MpOBepKa CPOKOB XpaHEeHHWsl JOKYMEHTOB, COCTaB/ieHWE TIPOTOKO/Aa PabOThl 3KCIIEPTHOM
KOMHCCHUH TIO TOJTOTOBKE JOKYMEHTOB K XPAHEHHUIO, aKTa O BbIJIEJIEHUU K YHUUTOXXEHUIO
JIOKYMEHTOB, He MO/I/IeXKallUX XpaHeHUo;

COCTaBJieHHe BHYTPeHHel OMKCH e [Jisi 0C000 LIEHHBIX JOKYMEHTOB LIKOJIbI;

ot opMmIIeHHe ieJl TIOCTOSTHHOT0, ZI0/ITOBPEMEHHOT0 CPOKOB XpaHeHMsl;

othopmieHre 00/I0XKKH [ie/T TOCTOSIHHOTO, 10JITOBPEMEHHOT0 CPOKOB XPaHEeHHUS];
CoCTaBJieHHe OIMCH JieJl TIOCTOSTHHOTO, IOITOBPEMEeHHOI'0 CPOKOB XpaHeHHUs;

riepesiava Jiel B apXvB 00111e00pa30BaTeIbHOTO YUPEXKIEHUSI.

3.4. Opl"aHI/BOBbIBHET BHeJpeHHe, BeAeHHe (B TOM 4McC/ie aBTOMaTI/I3I/IpOBaHHOE) N pa3BUTHE
CHUCTEM AOKYMEHTALIMK, BK/IFOUad 3JIEKTPOHHbIE NOKYMEHThI.



3.5. Bmecte ¢ agMuUHUCTpaLer IIKOJbI [IOATOTAaB/IMBAeT OTYeTHble [OKYMEHTBbI /sl
BBILLIECTOSIIIMX OpraHU3aLyii, FTOTOBUT CTy>KeOHbIe MUCbMa, CTIPaBKU.

3.6. Bezer npueMm nocTymnarolierd Ha MMs AUPEKTOpa IIKOJIbI KOPPEeCHOHZJEeHIIMH (3/1eKTPOHHOU
TOUThI), DPEruCTpUpyeT ee U BBINOJHSET CUCTEMaTH3aldi0  COIJIaCHO TIPUHATOMY B
06111e006pa30BaTeTLHOM YUPeX/eHUH TIOPSZAKY, I10C/Ie ee PpACCMOTPEeHHUsI AUPEKTOPOM TepeZiaeT o
Ha3HaYeHUI0 UCIIOJIHUTEJISIM /11 IPUMeHeHUs B X0/ie UX JesATe/IbHOCTH WIU IOATOTOBKU OTBeTa.
3.7. Beper mNOCTOSHHBIM YueT, KapTOTeKy IIPOXOXAEeHHs [OKYMEHTOB, KOHTPOJMpPYeT HUX
WCTIO/THEeHNe, BbilaeT TpebyeMble CIIpaBKU IO 3aperuCTPUPOBAHHBIM JJOKYMeHTaM.

3.8. BrimosiHsIeT 0TnpaBKy MCIIOJHEHHOW KOPPeCHOHJEeHIMM ajpecaraM, BesleT yueT Moy4aeMoun
Y OTIIpaBsieMOM KOPPeCHOH/eHLIUU, CUCTEMAaTU3UPYeT U XPaHUT JOKYMEHTbI TEKYILlero apX1Ba.
3.9. 3aHumaetcss oopmieHHeM TPYZJOBbIX [OTOBOPOB M JIMYHBIX Jle/l, YCTpauBaroOIIMXCS Ha
paboTy coTpyJHUKOB, 0OpabaTbiBaeT 1 odopMIIsieT repesiauy JIMYHbIX Jie/1 COTPYJHUKOB B apXUB.
3.10. ®opmupyeT AMUHbIE fie/la yUeHUKOB, 00YYarOIUXCs B ILIKOJIE.

3.11. Ocy1jecTBiisieT yueT 00yUarouxcs TbrOTHBIX KaTeropui.

3.12. Beger KHUrM IIpUKa30B, evyaTaeT INPHUKasbl 110 OCHOBHOM [1eITeJIbHOCTH, HHBbIE INPHKa3bl.
3HaKOMUT COTPYJHHUKOB LIKOJIbI C IPYKa3aMH MO/, MOANUCH B [leHb UX U3/jaHUsl.

3.13. CorsiacHO pacriopsDKeHWsIM [JUpPeKTopa IIKOJbl TeuataeT U odopmiisieTr Tpebyemyro
JIOKYMEHTaLMI0 [Is1 BeJleHHs1 yueOHO-BOCIUTATebHOM [IesITeTbHOCTU B ILIKOJIe, BBITIOJTHEHUS
roZ0BOrO I/1aHa.

3.14. BeimonHsieT paboTy 10 CO3/aHUIO CIIPABOYHOTO armapaTa To /I0KyMeHTaM, o0ecrieunBaeT
yZ0OHBIHM 1 OBICTPBIN UX TTOWCK.

3.15. 3aanMaetcs c60poM He0OXOJUMBIX MaTepuasoB AJis MOATOTOBKHU COBelljaHW PabOTHUKOB
IIKOJIbI, OIOBeLleHWeM YYaCTHUKOB O BpeMeHM, MecCTe, IIOBeCTKe [HSl COBeLaHWsg U HX
perucrpaiyen.

3.16.  dBngerca  cekperapeM = aJMUHUCTPaTUBHOIO COBelLllaHUs  [pU  JUpeKTope
006111e006pa3oBaTeILHOrO YUPEXKAeHHSI.

3.17. B rpaHuMuiax CBOeuM KOMIIETEHLIMM Y4acTBYeT B COCTaB/JIeHWM IIPOrpaMMbl Pa3sBUTHUSA
JleJIOTIPOU3BO/ICTBAa 00111e00pa30BaTelbHOTO YUpeX/eHUs, BHOCUT TIPeJIO’KeHHUsI TI0 BOMpocam
yCOBepILIeHCTBOBAHHUS IeJIONPOU3BO/ICTBA 00111e00pa30BaTe/IbHOTO YUPeKAeHMS.

3.18. ObecrieurBaeT 3alUTy MpaB U cBOOO/ JeTeid, pouTesieii (3aKOHHBIX TpeZiCTaBUTesIel) TIpy
00paboTKe TiepCcoHaMbHBIX AaHHBIX (fanee — I1T).

3.19. Tlpu ucnonb30BaHUM 3/IEKTPOHHOTO 000pY/[0BaHMSl, B TOM UHMCJIe K/IaBUATypbl U MBbIIIIY,
eKe/IHeBHO Jle3VHPULIMPyeT WX B COOTBETCTBUMHM C PEeKOMeHZALUsMU TPOU3BOAWTENsT b0 C
WCI10/Ib30BaHKEM PACTBOPOB W/M Caj(eTOK Ha CIIMPTOBOU ocHOBe (He MeHee 70% crivpTa).

3.20. [denompon3BoiuTeNnb B IIKOJEe CTPOro COOMIOJAeT CBOI [O/DKHOCTHYIO WMHCTPYKLHIO,
TIPOXOJUT IepruoiuuecKre MeJULMHCKUe OCMOTPBI.

3.21. Ctporo cobrosaeT KOHPUIEHIMATbHOCTD MTePCOHATBHBIX JJAHHBIX U TPeOOBaHUS TI0 3alluTe
u GesoracHoctu I1[] mpu ux obpaboTke, HeJomylljeHWe WX pacrpocTpaHeHusi Oe3 coriacus
cyowexTa I[1/] vyt HaMuwst [pyroro 3aKOHHOTO OCHOBAHUSI.

4. IIpaBa

[JenonpousBoauTesb WIKOJIbI UMEET MOJIHOe NPaBo:

4.1. TlpyHMMaThL yuyacTHe B yTpaB/ieHWH 001jeoOpa3oBaTeNbHbIM yupeXJeHHeM B TOpsiIKe,
YCTaHOBJIECHHOM Y CTaBOM.

4.2. Ha paboyee mMecTo, KOTOpOe COOTBETCTBYeT BCeM TPeOOBaHMSIM OXPaHBI TPy/a U TOXKapHOU
6e3omacHoCTH.

4.3. Ha 3amuTy cBoeii mpogeccroHanbHOM UecTy U JOCTOMHCTBA.

4.4. Ha nepesiauy JOKyMEHTOB [Ijisi UCTIOJTHEHUs U Ha TpebOBaHMe OT UCTIO/IHUTe el TPaMOTHOTO U
MPaBWILHOTO 0 OpM/IeHHs TPeOyeMbIX JOKYMeHTalbHBIX MaTepPUasioB.

4.5. Ha 3amnpaiuvBaHye OT a/IMUHMCTPALIMM LLIKOJIbI, TIOJyUYeHre U IpUMeHeHre MH(OPMaLMOHHbIX
MaTeprasioB, HOPMATUBHBIX U TPABOBBIX /JOKYMEHTOB, HEOOXOJWMBIX /ISl BBITIOJHEHUS] CBOWX
JIOJDKHOCTHBIX 00sI3aHHOCTeH.




4.6. 3HAKOMHUTBCSI CO BCeMU MMEIOLMMMCS MaTepyasaMy ero JIMYHOIO Jiefa, OT3bIBaMH O CBOer
pabore, >karob6aMy ¥ UHBIMU JIOKYMEeHTaMH, OTPaXaloL[UMU OLIeHKY ero Tpy/a, NpeJoCTaB/IsATh 10
HUM TTOSICHEHUSI.

4.7. Ha MopanbHOe M MaTepuajbHOe TIOOIpeHHe, Ha CBOEBPEMEHHYI0 U B TIOJTHOM o0beme
BBIIIATY 3apabOTHOM T/aThl, a TaK)Ke Ha 3alIUTy COOCTBEHHBIX WMHTEPECOB W HHTEPECOB
COTPYHUKOB LIKOJIBI.

4.8. OTKa3aTbCsi OT BBINMOJHEHUs] PabOT TPH BO3HUKHOBEHWH YTrPO3bl JKU3HH U 37J0POBBIO
BCJIe/ICTBUe HapyllleHUsi TpeboBaHUi 10 0XpaHe Tpy/Za.

4.9. TToCTOSIHHO MOBBILIATH CBOO MPO(eCCUOHABHYIO KBaTM(PHUKALIUIO.

4.10. Ha 3awuty cBoux npo¢ecCUOHaTbHBIX UHTEPeCOB CaMOCTOSITE/IHO U (UM Yepe3 3aKOHHOTO
Mpe/ICTaBUTess, B TOM YWCJIe aABOKaTa), B Cjy4ae JUCLUIJIMHAPHOTO WM CIy)KeOHOTo
paccneoBaHMsl, CBsI3aHHOIO C HecoOsitoZieHneM HOpM  TpodeccoHanbHOM  3THMKU. Ha
HepasrjalleHde IWCOWIUIMHAPHOTO  (Cy>KeOHOro) — pacciefoBaHHs, HWCKIOYas — Caydau
TrpelyCMOTPeHHble 3aKOHOM.

4.11. Ha Bcryrnienre B mpo)Cor03bI /Il 3allMTHI CBOMX TPYZAOBBIX TpaB, CBOOOJ M 3aKOHHBIX
vHTepecoB. Ha mosyueHme  cOLMa/NbHBIX TrapaHTUd M JIbIOT,  IIpeJyCMOTPEHHBIX
3aKOHO/aTenbCTBOM Poccuiickor ®Pefepanivi.

5. OTBeTCTBEHHOCTD

5.1. 3a HeBbINOJIHEHUE WIW HapylleHWe JaHHOW JJ0/DKHOCTHOM MHCTPYKLIMU Je/IONPOU3BOIUTENS B
mKoje, YcraBa W IlpaBui BHyTpeHHero TPYZOBOIO Ppacropsiika, 3aKOHHbBIX PacCHOpsyKeHUH
JIMpeKTopa IIKOJbl U JPYIMX JIOKaJIbHO-HODMATHUBHBIX aKTOB, @ TaK)Xe 3a MPUHSATHE pelleHuH,
TMOBJIEKIINX HapylleHWe yueOHO-BOCITUTATeNbHBIX OTHOLIEHWH, [e/0NpOU3BO/IUTENh HEeCeT
JVCLIUIVIMHADHYO0 OTBETCTBEHHOCThb B TOPSJKe, YCTaHOB/IeHHOM TpyZo0BbIM 3aKOHOZATETbLCTBOM
Poccutickor @enepanyu.

5.2. 3a ipUMeHeHue, laXke OJHOKPATHO, CIIOCOO0B BOCITMTaHUsI, BK/TFOUAIOIIUX B cebsi hu3ndeckoe
U (WIM) TICUXOJIOTUYeCKOe HACWIVe HaJ, JIMUHOCTBbI0 pebeHKa, /IelornpOr3BOJUTENb MOXKET
0CBOOOXK/]aTbCsI OT 3aHUMaeMOoM JI0/PKHOCTH COTJIaCHO TPY/I0BOMY 3aKOHO/|aTesIbCTBY Poccuiickoit
@efepaliui. YBOJIbHEHMe 3a TaKOM IIOCTYNOK He TPUHMMAaeTCsl 3a Mepy JAWCLMIIMHApHOMN
OTBETCTBEHHOCTH.

5.3. HeceT AUCLMIVIMHApHYIO OTBETCTBEHHOCTb 32 COXPAHHOCTh JOKYyMeHTalluW, HaXO/sIlencs: B
KabuHeTe /1e/I0NpOU3BOJUTEIS.

5.4. TlpuBnekaercsi K /[AWCIWIUIAHAPHOM OTBETCTBEHHOCTH 3a pa3rJiallieHWe Cay>KeOHOW u
KOH(WJeHIMaTbHOW WH(pOpMaLMy, HWH(OpPMALMA O TMEepPCOHA/IBHBIX J[aHHBIX COTPYAHUKOB U
o0yyaroruxcst 00111e006pa30BaTeILHOTO yUPeX/eHHsl.

5.5. 3a Hapyl1lleHue TMpaBUJI MO’KapHOUM 06e30MacHOCTH, OXpaHbl TPY/a, CAHUTAPHO-TUTHeHUYeCKUX
HOPM U TIpaBUI  [le/IONPOU3BOJUTENb  MOXKET TIPUB/IEKAaTbCs K  aJMUHUCTPAaTUBHOM
OTBETCTBEHHOCTM B TMOpsSKE U B  CAyyasiX, YyCTAHOBJEHHbIX aJMUHUCTPAaTUBHbIM
3aKOHO/aTenbCTBOM Poccuiickor ®Pefepalivu.

5.6. 3a moboe BUHOBHOe TpUUMHEHHe 001je00pa3oBaTe/IbHOMY YUDEXAEeHUI0 WM yyaCTHUKaM
oOpa3oBare/ibHBIX OTHOIIEHWH yiriepba (B TOM uKcie MOpPaabHOTO) B CBSI3W C BBINIOJHEHHUEM
(HeBbIMOIHEHUEM) CBOWX TMPSIMBIX [JO/DKHOCTHBIX OO0SI3aHHOCTel /le/I0NpOM3BO/IUTE/b  IIKOJIbI
HeceT MaTepuasnbHYH0 OTBETCTBEHHOCTb B IMOPsAKe U B Ipejiesiax, YCTaHOBJAEHHBIX TPYAOBBIM U
(unn) rpaXKaHCKUM 3aKOHO/aTes1bcTBOM Poccuiickor ®efiepatiyul.

6. BsamooTHoOIeHHsl. CBA3M MO JO/DKHOCTH

Je10npor3BOAUTe/Ib IITKOJIBL:

6.1. [lenonpou3BOMTe b BBIMOIHSET PaboTy coriacHo rpaduky, coctaBieHHOMY C ydyetom 40-
YyacoBoi paboueil HefieNH, U YTBEPKAeHHOMY JTUPEeKTOpOM 0011ie00pa3oBaTeIbHOTO YUPEXKIeHHsI.
6.2. TTocTossHHO 0OMeHMBaeTcst HHGOpPMaI[Hel TI0 BOITpOCcaM, OTHOCSIIIIAMCS K er0 KOMITeTeHI[HH, C
aZIMUHUCTpaLvel, Oyxranrepuel, TiefarorndyeCKUMA pabOTHUKAaMU W 00C/ITy>KHUBAIOIIUM
TepCOHA/IOM IIKOJIbI, C POAUTENISAMU JieTel (TULjaMu UX 3aMeHSTIOILMMMU).




6.3. TTonmyyaer ot AvpekTopa 00Ie0Opa30BaTeLHOTO yupeXx/eHrsi MH(OPMALMI0 HOPMAaTHBHO-
MPaBOBOTO0 M OPraHM3allMOHHOTO XapakTepa, 3HAKOMMTCS MO PachucKy C HeoOXOJUMbIMU
JIOKyMeHTaMHU.

6.4. BoBpeMsi coo0OlljaeT AMPEKTOPY IIKOJIBI U €ro 3amecTturensM 00 MHQopmaiuu, MprKasax,
pacropspKeHUsIX U MHOM IOKyMeHTalliy, TIOCTYTHBILeH T10 3/IeKTPOHHOM ITouTe.

6.5. WHpopmupyeT aupekTopa (IIpy OTCYTCTBMM — HHOE [OJ/DKHOCTHOE J/MI0) O (hakTe
BO3HMKHOBEHHS]  TPYIIOBBIX HMHMEKUMOHHBIX ¥  HeMH(eKUWOHHBIX 3abojeBaHuii B
ob1mteobpa3oBaTe/ibHOM  OpraHu3al[id, 3aMecTHTesss [JUpeKTopa TI0  aJMWHHUCTPATHUBHO-
XO3SMCTBEHHOM YacTH — 00 aBapUMHBIX CHUTyal[UsiX B paboTe CHUCTeM 3/IeKTPOOCBEIIeHHS,
[epCOHA/ILHOTO KOMITbIOTEPA U MHOM OPITeXHUKH, OTOIVIEHUS U BOJONPOBO/A.

6.6. Bo Bpems OTCYTCTBHUS [IeJIOTIPOM3BOJUTENSE €ro 005S3aHHOCTH BBITIO/IHSET COTPYJHUK,
UMeroIMii Bce Tpebytomuecs: npodeccroHalbHble 3HAaHWS, YMEeHUs U HaBbIKM, Ha3HaueHHBIN
MPYUKA30M [JUpeKTopa KOkl [laHHBINA COTPYAHMK IpUoOpeTaeT COOTBETCTBYIOLIHME TIpaBa M
HeceT TIOJIHYK0 OTBETCTBEHHOCTb 32 KaueCTBEHHOE BBbIMIOJHEHWE BO3/I0)KEHHBIX Ha Hero
00s13aHHOCTeH.

7. 3aK/110uHuTe/IbHbIE M0JI0XKeHUA

7.1. OguH 3K3eMIUISIp [JO/DKHOCTHOM MHCTPYKIIMM HaXOAUTCS y paboTojatessi, BTOPOH — y
paboTHHMKa.

7.2. ®akT o3HakoM/eHUs: PaboTHMKa C HacTosIlel JO/KHOCTHOM MUHCTPYKLIMEN TTOATBeP>K/JaeTCst
TIO/ITIMCBIO B JIMCTaX 03HAKOMJIEHUSI C I0/DKHOCTHOM UHCTPYKLIMEH.
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