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S COI"JIACOBAHO

HpezzcezxaTenL npo¢>c0I03Horo opraHa

/X BaTmpoa P.b.

(®.1.0.) A.X. 3arubos

e (®. 1. 0.)
as Ne B} o1 29.08.202cT071a

IIOJ'I)KHOCTHaﬂ HHCTPYKUHUHA J€JIONNPOU3BOAUTEIIA

1. O6mue nos10keHust
1.1. Hacrosmas n0/DKHOCTHas WHCTPYKIHS COCTaBieHa Ha ocHoBe IIpo¢cranmapra: 07.002
«CrnenranicT 1o  OpPraHM3allMOHHOMY M JIOKYMEHTAllHOHHOMY  OOECIICYEHHIO  YIIPaBJICHHS
opraHu3anuen» (yTB. NpHKa3oM MHHHUCTEpCTBa TpyJa W CONUAIbHOM 3amuThl PO ot 6 mas 2015 .
Ne 276m); ¢ yuerom @3 Ne273 or 29.12.2012r «O6 obpasoBanuu B Poccuiickoit ®enepanuu» (B
penakuun ot 26.07.2019r); cormacuo TpymoBomy komekcy P® u MHBIM HOPMATHBHBIMH AKTaMH,
PETJIAMEHTHPYIOLIMM TPY10BbIE€ OTHOLICHUSI MEXKIY paOOTHUKOM M pabOTOIaTeIEM.
1.2.  Hacrosimas HMHCTPYKIMS  yCTaHaBIWBaeT (YHKIMOHAIbHBIE OOS3aHHOCTH, [paBa M
OTBETCTBEHHOCTh COTPYJHHKA, 3aHMMAIOLIEro B 00IIe00pa3oBaTeIbHOM YYPEKICHUH JOJDKHOCTH
JIEJIONTPOU3BOTUTEIIS.
1.3. Ha J0/mKHOCTH [JETONMpPOU3BOAMTENS MOXET HA3HAYaThCs JIMIO, HMEIOIEE CpeHee
npodeccnoHanbHOe  00pa3oBaHHe, MPOLIEANIEe MPOTrPaMMbl  MOATOTOBKHM  KBaIH(UIIMPOBAHHBIX
pabouux, ciyxarimx.
1.4. JlenonpousBoJAMTENs Ha3HA4YaeT M OCBOOOXKAAET OT 3aHUMAEMON JIOJDKHOCTH JIMPEKTOP
00me00pa3oBaTEIbHOTO  YUPEXKICHUSI B MOPSAKE, YCTaHOBIEHHOM TpyaoBbIM Kojaekcom PO u
TPYOBBIM JIOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.
1.5. Jlenonpou3BoaUTEIb OTHOCUTCS K KaTErOPHH TEXHUYECKHUX HCIOJHUTENCH W HAXOIUTCS B IPAMOM
NOYMHEHHUH Y JUPEKTOpa 00111e00pa30BaTEILHOTO YUPEKIACHHUS.
1.6. lenonpon3BoAUTENb B IIKOJIE IPH BIMOJHEHHH JI0JDKHOCTHBIX O0SI3aHHOCTEH PYKOBOJICTBYETCS:
* Koncrurynueit Poccuiickoit ®enepanuu;
e llopsaxoM opraHM3alUMM M OCYIIECTBICHUS OOpPa30BATEIBHON JAEATEIHHOCTH MO OCHOBHBIM
001e00pa3oBaTeIbHBIM POrpaMMaMm;
* VYcraBom u [IpaBuiamu BHYTpeHHEro TPYIOBOTO pacrmopsiika, APYTHMH JIOKaJIbHO-IIPABOBHIMH
aKTaMu 0011e00pa30BaTEILHOTO YUPEKICHHS;
* QJMHHUCTPATHBHBIM, TpPYAOBBIM M XO3SHCTBEHHBIM 3aKOHOJATEIbCTBOM Poccuiickoit
®enepanuu;
* @enepalbHBIM  TIOCYJapCTBEHHBIM  OOpa3OBATENIbHBIM  CTAHAAPTOM  OOIIEro  CpeIHero
o0Opa3oBaHWs;




CanlluH 2.4.1.3049-13 «CaHHTapHO - OJIHAEMHOJIOrHYECKHEe TPeOOBaHUS K YCTPOHCTBY,
COJACPAHMIO M OPraHH3allMM peXUMa paboTHI 0611e00pa3oBaTeIbHbIX OpraHU3alUi» ¢
n3MeHeHussMH ot 27 aBrycta 2015 r;

IOCTAHOBJICHUSIMH, PACTIOPSHKEHHSAMH, TIPUKA3aMi ¥ HHBIMH PYKOBOJSIIAMH W HOPMATHBHBIMH
JOKYMEHTaMH, OTHOCSIIIMMHUCS K BE/ICHUIO J€JI0NPOU3BOJICTBA;

CTaHIapTaMu YHHPHUIIMPOBAHHOM CHCTEMBI OpraHH3alHOHHO-PACTIOPS U TEIbHOM
JIOKYMEHTAIMH;

npaswiaMy opdorpaduu U MyHKTyalHu;

paBHIaMH pabOThI Ha KOMIIBIOTEPE ¥ HHOH OPTTEXHUKH;

npaBWJIaMd ¥ HOpPMaMH OXpaHbl TpYyJa, IIPOM3BOJICTBEHHOI CAHMTAapUH WU  TOXKAPHOH
0€e30I1acCHOCTH;

JIAHHOM TODKHOCTHOM HHCTPYKIHUEH U TPYAOBBIM IOTOBOPOM (KOHTPAKTOM);

KonBeH1ueii 0 mpaBax peOeHKa.

1.7. JleIonpoM3BOAMTED IKOJIBI 00s3aH 3HATh CIICYIOIIEE:

I'ocynapctBenHbIi cranaapT PO «Jlenonpon3BOACTBO ¥ apXUBHOE JIETI0%;

HOPMATHBHbIE TPABOBbIC aKThl M HOPMATHBHO-METOJMYECKHC JOKYyMCHTRL, MOJIOXKECHHUS,
MHCTPYKIIMH U MHbIE MATEPHAIIBI M JIOKYMEHTBI 110 BEICHHIO JIEJIONPOU3BO/ICTBA B LIKOIC;
COBpeMeHHbIE HHYOPMALMOHHBIE TEXHOIOTHH PabOTHI € IOKYMCHTAMH;

NOPSAI0K paboThI C JOKYMEHTaMHU;

cXeMBbI JJOKYMEHT0000pOoTa;

npaBuiIa paboThl ¢ BXOIAIIMMHU, HCXOALIIMMH U BHYTPEHHUMH JIOKYMEHTaMH,

IIpaBMJIa OpraHU3all U GOPMBI KOHTPOJIS HCTIOTHEHHUS IOKYMCHTOB B 00611eo0pa3oBaTeIbHOM
YUPEXK/ICHUH;

THIIOBBLIE CPOKH MCIIOJHEHHS JIOKYMEHTOB;

IIPHHIMITBI pabOTHI CO CPOKOBOHM KapTOTEKOH;

Ha3zHaueHHe U TEXHOJIOTHsS TEKYIIEro U MpeaynpeIuTeIbHOr0 KOHTPOJIA,

IpaBUJIa COCTABJICHUS AHAIMTHYECKHX CIPABOK 10 OpraHH3alliy paboThl ¢ JIOKyMEHTaMH U
KOHTPOJTIO HCIIOTHEHHUSI IOKYMEHTOB;

mpaBUJa  JIOKYMEHTAIIMOHHOTO  OOECneyeHHs  ACSATCIbHOCTH 006111e00pa30BaTEIHLHOTO
YUPEK/ICHUS;

BHUJIbI IOKYMEHTOB, UX Ha3HAYCHHUE;

TpeGOBaHUs, NPEAbABISEMble K JIOKYMEHTaM B COOTBETCTBUM C HOPMATHBHBIMH aKTaMu H
rocy/1apCTBEHHBIMH CTaHIapTaMu;

npaBuIa COCTaBieHHs U ohopmieHHs HHGOOPMALMOHHO-CIPABOUHDIX, OpraHu3aluOHHbIX,
YIIPaBJICHYECKHX JTOKYMEHTOB;

mpaBWia CO3/aHWs M BeleHHs 0a3 JaHHBIX CIIyXKeOHBIX JIOKyMEHTOB B 00pa3oBaTeIbHOH
OpraHu3alliH;

CHCTEMBI HIEKTPOHHOTO JOKYMEHTO000POTa;

TIpaBUJIa ¥ CPOKH OTIIPABKH UCXOJIIINX JTOKYMCHTOB;

TpeGoBaHHs OXPaHbI TPY/a M MOXApHOI O€30MacHOCTH Ha paboueM MecTe;

METOJMYECKHe  PEKOMEHJAIMM 110  BHIOJHEHHIO  PaboThl ¢ JIOKyMCHTaMH B
00111e00pa30BaTEIbHbBIX YUPSIHKICHUAX;

TOPSIOK KOHTPOJIS IIPOXOXK/ICHHS CIIy)KEOHOH TOKyMEHTALMH U MaTEPHAJIOB,

CTPYKTYpY 00111€00pa30BaTeIbHOTO YUPEKACHUS U COCTAB COTPYIHHKOB;

BUJIbI HOMEHKJIATYp, oOmue TpeOOBaHMA K HOMEHKJIATYpe, METO/AMKA €¢ COCTABJICHWS M
odopmIIeHHS;

nopsiiok  popmupoBaHus M OhOpPMICHHS  JIEl, cnenupuka GOpMHPOBAHUS OTACIBHBIX
KaTeropui Jelr;

TIpaBHJIa XPaHEHHs JIe]1, B TOM YHUCJIE C JOKYMEHTaMH OTPaHHYCHHOr0 J0CTYIIa,

TIpaBHJIa BbIIAYX U UCTIOJIL30BAHMUS JIOKYMEHTOB U3 copMHPOBAHHBIX JICI;

KPHTEPHH pa3JielieHusi JOKYMEHTOB Ha IPYMIBI B COOTBETCTBHM C LICHHOCTBIO uHpOpMalLUHY,
coJiepXKallecs B HUX,

TIOPSJIOK CO3/IaHusl, OPraHU3alMK ¥ JIOKyMEHTHPOBAHHSI paboThI FKCTIEPTHOW KOMUCCHH;
TpaBHJIa COCTABIICHHS M YTBEPXK/ICHHS IPOTOKOJIA paboThl IKCIIEPTHON KOMUCCHH;

[IPaBHJIA COCTABJEHHsS W YTBEPXKICHUs aKTa O BBUICJCHUH JOKYMCHTOB, HC 10/IJIe)KALIX
XPaHEHHUIO;



TIpaBHIa TEXHHYECKON 0OpabOTKH M MOJHOTO OpOpMIICHHS JeN MOCTOSHHOrO M BPEMEHHOTO
CPOKOB XpaHEHHS,

NpaBuia COCTABJICHHS OIMCH J€d MOCTOSHHOTO M BPEMEHHOrO CPOKOB XPaHCHHA B
COOTBETCTBHH C JIEHCTBYIOIIMMH HOPMATHBHO-METOAUYECKUMH JIOKYMCHTAMHU;

TIpaBUIIa TIEPEIavy e/ B apXHB 00111€00pa30BaTeIbHOIO yIPEKIACHHU;

TIpaBUIIa MCIIOJIBb30BaHUs TenedoHa, pakca, KcepoKea, IPUHTEPA, CKaHepa, KOMITbIOTEPa,
npasuiia paboThl C TEKCTOBBIMH PEAaKTOpaMH M SJIEKTPOHHBIMU tabyimuamu, 0a30# JJaHHBIX,
3JIEKTPOHHON MOYTON, HHTEPHET Opay3epaMu;

TEXHOJIOTHIO cO3/1anusl, 00pabOTKH, epeiayn ¥ XpaHeHHs Pa3IHIHbIX JOKYMCHTOB,

TIpaBHUJIA JIETOBON MEPENUCKH, COCTABIEHUs U HAOOPa JIeIOBBIX MMCEM ¢ TPUMCHCHHEM THITOBBIX
00pa3ioBs;

JICJTIONIPOU3BOJICTBO U €TO BEJICHUE;

TpeGOBaHHMS MO0 COXPAHHOCTH CITyKeOHOH HH(OPMALIHH, 3aIIUTE MEPCOHATBHBIX IAHHBIX;
OCHOBBI 9TUKHU U 3CTETUKH;

npaBKJia JeI0BOrO OOIIEHHMS;

TIOPAIOK OKa3aHHs IEPBOi 10BpaueOHO#M TOMOIIH;

TOPSIOK AEHCTBHI IPH MTOXKape I MHOW Ype3BbIYaiHOM CUTYalllH, SBAKyallH.

1.8. Jleonpou3BOAUTENb IIIKOJbI JOJKEH YMETh:

paboTaTh €O BCel  COBOKYNHOCTBIO ~ MH(OPMAIMOHHO-JOKYMCHTAIMOHHBIX — peCypcoB
006111€00pa30BaTEILHOTO YUPEKICHHS:

MI0JIB30BATHCS CIIPABOYHO-TIPABOBBIMUA CUCTEMAMH;

MOb30BaThC  ABTOMATH3MPOBAHHBIMH ~CHCTEMaMH  y4eTa, PErMCTpalvH, KOHTPOIA M
UH(POPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMH TIPH paboTe ¢ JOKYMEHTaMH IIKOJIbI;

NIPUMEHSATH COBPEMEHHBIE MH(POPMAIMOHHO-KOMMYHHMKAIMOHHBIC TEXHOJIOTHHA U paboThl €
JIOKyMEHTaMH, B TOM YHUCJIe JUIS €€ ONTUMHU3AILMHU U MOBBIICHHUS 3P PEeKTUBHOCTH;
OpraHM30BBIBATH PabOTy 10 YYeTy, XPaHEHHIO M TNepefiade B COOTBETCTBYIOIICE CTPYKTYPHOS
o ipas/ie/iecHie JOKyMEHTOB TEKYIIEro JIeI0NPOU3BOJICTBA;

HCIOJIB30BaTh HOMEHKIATYpY Jel MNpH HM3YYCHHH CTPYKTYPBI 00111e00pa30BaTEIBLHOTO
yupexX/IeHHs, COCTABJICHUH OTUCEH JIeT;

OpraHu30BbIBaTh paboTy MO0 (HOPMHUPOBAHMIO J€1 B COOTBETCTBHH € yTBEPXKICHHON
HOMEHKJIATYPOH JI€J1 HIKOJIBI,

IPaBHJILHO ¥ CBOEBPEMEHHO (POPMHUPOBATH JOKYMEHTBI B Jie/1a ¢ yIETOM HX crienupuKu;
CHCTEMATH3HPOBATh JOKYMEHTBI BHYTPH /€A,

06ecIeynBaTh COXPAHHOCTD U 3alIMTY JOKYMEHTOB 0011e00pa30BaTENbHOIO yIPEKACHHS;
MOJIb30BaThCS  IIEPEYHSMH  JIOKYMEHTOB ¥ aHAJIM3MPOBATh paxkTHYecKoe COJep)KaHHue
HUMEIOIIUXCA B JIeji€ JOKYMEHTOB IIPH ONPEICJICHUN CPOKOB UX XPaHCHUS,

0(OPMIATH OGJIOKKH JEN TOCTOSHHOTO M BPEMEHHOro CPOKOB XPaHCHHA B COOTBETCTBHH C
TpeGOBaHUSAMHU TOCYIAPCTBEHHBIX CTAHIAPTOB;

IPOM3BOIUTH CTPYKTYPHYIO CHCTEMATH3aIMIO JIETT;

OCYIIECTBJIATH TEXHHYECKYI0 00paboTKy M TOJIHOE opopmiieHHE €] TOCTOSHHOIO H
BPEMEHHOI'0 CPOKOB XpaHCHHUS;

COCTABJIATh OINMCH JeN TOCTOSHHOIO M BPEMEHHOIO CPOKOB XpAaHEHHsS B COOTBETCTBHH €
JeHCTBYIOIIUMH HOPMATHBHO-METOIMYECKUMH IOKYMEHTaMH.

1.9. PaGOTHHK JOMKEH O3HAKOMHTBCS C JAHHOW JO/DKHOCTHOW HMHCTPYKIHMEH, € HHCTPYKIUEH 110
oXpaHe TpyJa JUIs JeTONPOU3BOIMTENS MKOJbI, ¢ HHCTPYKIHEH O Mepax noXapHo# 0e301acHOCTH B
0061me00pa3oBaTeIbHOM YUPEKICHUH.

1.10. Jlenompon3BoUTENb MKOJIbI T0DKeH cobmonars KoHBeHIHMIO OOH o npaBax peOeHka, ObITH
00y4eH 1 HMeTh HaBbIKH OKa3aHHs IEPBOH 10BpaueOHOH MOMOIIH OCTPaaBIIHM.

2. TpynoBbie GyHKIHH.

K oCHOBHBIM d)VHKIII/ISIM JEJIONPOU3BOIUTEIS OTHOCATCH:

2.1. JIokyMeHTaI[MOHHOE O0ecneYeHre e TeIbHOCTH 0011e00pa30BaTEILHOTO YUPEIKACHHSA:
2.1.1. Opranu3amus paboThl ¢ JOKYMEHTaMH.

2.1.2. OpraHu3aiys TeKyLUIero XpaHeH!us: TIOKyMEHTOB.

2.1.3. Opranu3anust 00pabOTKH A€ IS TIOCIEAYIOIECTO XPaHCHHA.



3. JI0/KHOCTHBIE 00AI3AHHOCTH
Henonpouszeooumens 6 wikone ocyujecmeisiem blnoIHeHue 00a3aHHOCmel.
3.1. B pamkax Tpy/10Bo# GYHKIIMK OpraHu3auuu paboTel C JOKYMEHTaMH:

* [pUeM U nepBUYHast 00paboTKa BXOASIINX JOKYMEHTOB;

* MpeIBapUTEILHOE PACCMOTPEHHE W COPTHPOBKA JIOKYMEHTOB Ha DErMCTPHPYEMBIE W HE
pErHuCTpHpyeEMBIE;

*  MOJrOTOBKA BXOIAIIUX JOKYMEHTOB Ul PACCMOTPEHHUS AUPEKTOPOM LIKOJIBI;

*  perucrpanus BXOISIIUX JOKYMEHTOB;

*  OpraHu3anys JOCTaBKU JOKYMEHTOB UCIIOJIHUTEISAM;

* BejeHHe 0a3bl JaHHBIX JOKYMEHTOB 0011€00pa30BaTeIbHOIO YUPEKIACHHUS,

*  BeJcHHE HH)OPMAIMOHHO-CIIPABOYHON pabOThI;

* 00paboTka M OTHpPaBKa HCXOAIIMUX JOKYMEHTOB;

e opraHuzanys pabOTHl MO PETHCTPALUU, YYeTy, XPAaHEHHIO M Iepeliadye B COOTBETCTBYIOIIHE
CTPYKTYpHBIE MOJIpa3ie/IeHUsl JOKYMEHTOB TEKYILEro AeIONPOU3BOJICTBA;

*  KOHTPOJIb HCIIOJHEHHUS JOKYMEHTOB B 00111€00pa30BaTEIbHOM YUPEXKICHHH.

3.2. B pamkax Tpy/10Bo¥i HYHKIIMH OpraHU3alUy TEKYLIErO XpaHEHHs JJOKYMEHTOB:

* pa3paboTKa HOMEHKJIATYphI Je1 0011e00pa30BaTeIbHOIO YUPEIKACHHS

* IpoOBepKa NPaBHIBLHOCTH OPOPMJICHHS JOKYMEHTOB M OTMETKH 00 MX MCIIOJIHEHHMH TEpe] HX
(GOopMHPOBAHUEM B JI€JIO ISl TOCIEAYIOUIEr0 XpaHEHHUS;

*  (dopMyIHpoBaHUE 3ar0JIOBKOB JIE) H ONPECICHUE CPOKOB UX XPaHEHHUS,

* (opmupoBanue ne;

*  KOHTPOJIb MPABHJIBLHOTO M CBOEBPEMEHHOT'O pacIipe/Ie/IeH sl U NOIMBKH JOKYMEHTOB B JIe/1a.

3.3. B pamkax Tpyi0Boii HYHKIHK OpraHu3anuy 00pabOoTKU A€ JUId HOCIEAYIOUIETr0 XPaHCHHS:

* NpOBEpKA CPOKOB XpaHEHHs JOKYMEHTOB, COCTaBJICHHE IIPOTOKOJIA pabOThl OIKCHEPTHOM
KOMMCCHH TI0 IOJrOTOBKE JOKYMEHTOB K XPAaHEHHIO, aKTa O BBIAC/ICHHH K YHHYTOXCHUIO
JIOKYMEHTOB, HE MOIICKAIIUX XPAaHEHHIO;

*  COCTaBJICHHE BHYTPEHHEU OMUCH JIeJT JJIsi 0CO00 LIEHHBIX JTOKYMEHTOB IIKOJIbI;

* odopmieHHE e MOCTOSTHHOTO, JOJITOBPEMEHHOIO CPOKOB XPaHEHHS,

s odopmieHHe 00JIOKKH JeJ1 MOCTOSHHOTO, IOJTOBPEMEHHOIO CPOKOB XPaHEHHUS;

*  COCTaBJICHHE OIHCH JIeJI MOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB XPAHEHHS

* mepejaya JieJ B apXuB 00111€00pa30BaTEIBHOIO YUPEKICHU.

3.4. OpraHu30BbIBaCT BHEJPEHHE, BeJIeHHE (B TOM YHCIIC aBTOMATH3UPOBAHHOE) U PA3BUTHE CHUCTEM
JIOKYMEHTAIH, BKJIIOYAst SJIEKTPOHHBIE TIOKYMEHTBHI.

3.5. BMecTe ¢ agMHMHHCTpAIlMEN IIKOJBI MOJArOTABINBACT OTYETHBIE JOKYMEHTBHI JUIS BBIIIECTOSIINX
OpraHu3alyii, TOTOBUT CIyXKeOHbIE MMUCbMa, CIIPABKH.

3.6. Beser npreM NOCTYNAKOLIEH HA UM JTUPEKTOPA IIKOJIBI KOPPECTIOHAEHIIMH (3JIEKTPOHHOM T10YTHI),
PETHCTPUPYET €€ M BHIMOJHIET CHCTEMATH3ALMIO COIVIACHO MPHHATOMY B 00mI€00pa3oBaTeIbHOM
YUYPEKICHUH TOPAIKY, TIOCIIE €€ paCCMOTPEHHs JUPEKTOPOM INEPEAaeT IO Ha3HAYCHHIO UCTIOTHUTENSIM
JUTSl TPUMEHEHHUS B XOJI€ MX JIESITEIbHOCTH UJIM MOArOTOBKH OTBETA.

3.7. Bener moCTOSHHBIM yYeT, KApTOTEKy MPOXOXKAECHHUS JOKYMEHTOB, KOHTPOJIMPYET UX HUCHOJIHEHHE,
BBIJIAET TpeOyeMbIe CITPABKH I10 3apETUCTPUPOBAHHBIM JTOKYMEHTaM.

3.8. BeImoiHAET OTHpPaBKy HCIOJHEHHOW KOPPECIOHACHIMH aJpecaraM, BEAET y4eT MOJyvyaeMoi H
OTIPaBJIAEMO KOPPECTIOHACHIIMN, CUCTEMATU3UPYET U XPAHUT IOKYMEHTBI TEKYIIIEr0 apXuBa.

3.9. 3annMaercs oGOpMIEHHEM TPYAOBBIX JOTOBOPOB M JIMYHBIX JIEJ, YCTPAUBAIOIIMXCSA Ha padoTy
COTPY/IHHKOB, 00pabaThiBaeT ¥ 0GOpMIISIET Nepeaady JUYHBIX 1€ COTPYTHHUKOB B apXUB.

3.10. ®opmupyeT JTUYHBIE Jea YYEHUKOB, 00Y4arOIUXCsl B IIKOJIE.

3.11. OcymiecTBsieT y4eT 00y4daroMXcs JIbIOTHBIX KaTETOPHiA.

3.12. Bexer KHUIM INPHKa30B, Te4yaTaeT MpPUKa3bl 110 OCHOBHOM JEATEIBHOCTH, WHbBIC IPHKA3bI.
3HAKOMHT COTPYAHUKOB IIKOJIBI ¢ MPUKA3aMU 110/ ITOITUCH B JIEHb UX U3/IaHUS.

3.13. CornacHO pacroOpsKEHHsM JHMPEKTOpa IIKOIbI MedaTaeT M opopMmiseT Tpebyemyro
JOKYMEHTALMIO JUIS BeAEHHs y4eOHO-BOCIHTATEILHOIO IpOIecca B ILIKOJIE, BBIIOJHEHUS I'OJ0BOrO
IUIaHa.

3.14. Bemonuser paGoTy MO CO3JAHMIO CIIPABOYHOIO ammapara Mo JOKYMEHTaM, OOecrevuBaeT
y10OHBIN U OBICTPBINA UX ITOMCK.

3.15. 3aHMMaercs cOOpOM HEOOXOMMMBIX MATEPUAIOB JUI IOATOTOBKH COBEIAHHH PaGOTHHKOB
IIKOJIbI, OTIOBEIIIEHHEM YYaCTHUKOB O BPEMEHH, MECTE, TOBECTKE [THS COBELIAHMS M UX PETHCTPALlHeH.




3.16. SIBnsieTcs ceKpeTapeM aJIMUHHMCTPATHBHOTO COBEIIAHUS MPH UPEKTOPE 0611e00pa30BaTeIbHOTO
YUPEKICHHS.

3.17. B rpaHMmax CBOeH KOMIICTEHIMH Y4YacTByeT B COCTABJICHHM IpOTpaMMBI pa3BUTHUSA
JENONPOM3BOJCTBA  00IE0OPa3OBATENBHOTO  YIPEHKACHUS, BHOCHT TNPEUIOKCHHS  TIO BOIIPOCaM
YCOBEPIIEHCTBOBAHHSI €JIONPOU3BOICTBA 001IE00Pa30BaTENBHOTO yUPEHKICHHS.

3.18. OGecreunBaeT 3alMTy TpaB M CBOOOX JeTel, pomuTeNeHt (3aKOHHBIX npeJCTaBUTENIEH) MPH
06paboTKe MepCOHATBHBIX JaHHbIX (Jaiee — I1J1).

3.19. Jlenonpon3BOUTENs B MIKOJIE CTPOTO COOMOAAET CBOIO JOKHOCTHYIO HHCTPYKIHIO, HPOXOLUT
TIEPHOIMYECKHE METUIIMHCKHE OCMOTPBI.

3.20. CTporo cobimoaaeT KOHGHUIESHIMATEHOCTh NEPCOHATBHBIX JIAHHBIX TpeOOBaHUS 10 3ALIUTE H
6e3onacuocTy I1]] nmpu ux 00paboTKe, HEIOMYIIECHUE X PACpOCTPaHCHHA 6e3 cornacus cyonrekra I1]]
WM HAJIAYHMS JPYrOro 3aKOHHOTO OCHOBAHUS.

4. IIpaBa
JleTonpON3BOAMTE b IIKOJIbI HMEET MOJIHOE MPaBo:
4.1. IlpuHWMMaTh yYacTHe B YNpaBIeHHHM OOIIEOOPAa3OBATEIBLHBIM  YUPEH/ICHHCM B HopsIKe,
YCTAHOBJIEHHOM Y CTaBOM.
4.2. Ha pabGoyee MecCTO, KOTOpPOE COOTBETCTBYET BCCM TpeGoBaHMAM OXPaHbl TpyJa M IOKAPHOH
0€30MaCHOCTH.
4.3. Ha 3amuTy cBoeit mpodecCHOHAIbHON YeCTH U JIOCTOMHCTBA.
4.4. Ha mepena4yy DOKYMEHTOB JUISi UCIIOJIHCHHS W Ha TpeGoBaHHEe OT HCIOJHHUTENCH IPAMOTHOTO H
IPaBHIIBHOTO 0(opMIIEHHS TPEOYEMBIX JOKYMEHTAIBHBIX MATCPHATIOB.
4.5. Ha 3ampammBaHue OT aJMHHMCTPAIMH LIKOJbI, MOJYYEHHE M TIPHMCHCHHC uH(pOPMAIMOHHBIX
MaTepuajoB, HOPMATHBHBIX H IPAaBOBBIX JOKYMCHTOB, HEOOXOIUMBIX JUIS BBINOJIHEHUS CBOMX
JIOJKHOCTHBIX 00S3aHHOCTEH.
4.6. 3HAKOMHTbHCS CO BCEMH MMEIOIMMHCS MaTepHaaMH €ro JMYHOro Jiesia, OT3bIBaMu O cBoeii pabore,
JKQT06aMH ¥ MHBIMH JOKYMEHTAMH, OTPXKAIOIIMMHK OLEHKY €ro Tpyaa, MPeIoCTaBiATh MO HHM
MOSICHEHHS.
4.7. Ha MopajbHOE M MaTepHaibHOE TOOIIPEHHE, Ha CBOCBPEMCHHYIO U B MOJTHOM obbeMe BBIILIATY
3apaGOTHOM TIIATHI, @ TAKXKE HA 3AIUTY COOCTBEHHBIX HHTEPECOB M HHTEPECOB COTPYIHHKOB IIIKOJIBL.
4.8. OTKa3aThes OT BBHIMOJIHEHHsS PabOT TPM BO3HUKHOBEHHMH YIPO3bI XKH3HH M 370POBBIO BCJIC/CTBHC
HapyleHus TpeOOBaHUi 110 OXpaHe Tpy/a.
4.9. TTOCTOSHHO TIOBBIIIATH CBOIO TIPOMECCHOHATBHYIO KBATU(UKALIHIO.
4.10. Ha 3ammTy CcBOMX NpPO(ECCHOHATBHBIX HHTEPECOB CaAMOCTOATEILHO H (uu Yepe3 3aKOHHOTO
TIpe/ICTABUTEIS, B TOM YHCTIE aBOKATa), B CIIy4ae MMCIUIIIMHAPHOTO WK CITy’KeOHOTO pacciie/I0BaHus,
CBA3AHHOIO C HECOOTIOIEHMEM HOPM TIpodeccroHatbHOM 9THKH. Ha Hepasriamenue TMCHIUIIMHApHOTo
(ciyeBHOT0) paccie0BaHus, HCKIII0Yast CITydau Ipe/lyCMOTPEHHbIC 3aKOHOM.
4.11. Ha Bcrynienue B HNpOQCOO3bl JUIs 3alIMTBI CBOUX TPYIOBBIX IpaB, cBOOOJ M 3aKOHHBIX
uHTepecoB. Ha monydeHne CONMATbHBIX rapaHTHH W JIbrOT, MPEeyCMOTPCHHBIX 3aKOHOJATEIbLCTBOM
Poccuiickoii denepanu.

5. OTBEeTCTBEHHOCTH
5.1. 3a HEBBIIOJHEHWE WM HApyIIEHHE IAHHOM JIODKHOCTHOH MHCTPYKIMH JETONPOM3BOXUTCI B
mxkone, YeraBa u [IpaBiii BHYTPEHHETO TPYAOBOIO pacriopsiiika, 3aKOHHBIX pacrnopshkeHH# JIHpeKTopa
IIKOJIBI M APYTHX JIOKQJIbHO-HOPMATHBHBIX aKTOB, a TaKXe 32 IPHHATHC pelieHni, MOBJIEKIINX
HApyILIEHHe Y4eOHO-BOCIIMTATENBHOTO IpOIecca, JIEIONpO3BOUTEL  HECeT JUCIUTUTMHAPHYIO
OTBETCTBEHHOCTh B  TOpSJKE, ycTaHOBieHHOM TpynoBbM — 3aKOHOJATETHCTBOM Poccuiickoi
denepanuu.
5.2. 3a mpHMEHEHHUE, AAKE OJHOKPATHO, CIIOCOOOB BOCIUTAHMS, BKIIOHAIOIIHX B cebs pusmueckoe u
(MIM)  TICHXOJIOTHYECKOE HACHIWE Hal  JIMYHOCTBHIO peOeHKa, JIETONpPOU3BOIHUTENb  MOXKET
0CBOGOKIATHCS OT 3aHUMAEMOH JIOJDKHOCTH COTJIACHO TPYJOBOMY 3aKOHOIATE/ILCTBY U denepanibHOMY
3akony «OG6 obpaszoBanun B Poccuiickoit denepauuny. VBOJIbHEHHE 3@ TaKoOW TMOCTYNIOK HE
IPUHMMAETCS 32 MePY JTMCLMIUIMHAPHOH OTBETCTBEHHOCTH.
5.3. HeceT MMCUMIUIMHAPHYKO OTBETCTBEHHOCTb 33 COXPaHHOCTH JOKyMEHTALHMH, HaxojslIeHcs B
KaOMHEeTE JIeIONPOU3BOIUTEIIS.



5.4. [llpuBnekaercs K JUCHMIUTAHAPHOM OTBETCTBEHHOCTH 3a pasrjalllecHHe CIy)XeOHOW u
KOHQHICHIMAIbHOH WH(pOpManuK, HHOOPMAUK O MEPCOHAIBHBIX JaHHBIX COTPYIHHKOB |
oOyyaromuxcst 001eo0pa3oBaTeIbHOTO YUPEKICHHUS.

5.5. 3a HapylIeHHue NMpaBUII MOXKAPHOU 0E30IIaCHOCTH, OXPaHbI TPY/1a, CAHUTAPHO-TUTHEHUYECKHUX HOPM
U IpaBWI JIEJIONPOM3BOJIUTENh MOXET IPUBJIEKATHCS K aJIMHUHUCTPATHBHOM OTBETCTBEHHOCTH B
NOpsiIKE M B CiIydasX, YCTAaHOBJICHHBIX aJMHHHCTPATUBHBIM 3aKOHOJATEIbCTBOM Poccuiickoii
denepanuu.

5.6. 3a mo0oe BHHOBHOE IpHYMHEHHE OOIIE00pa30BATEIILHOMY YUPEXKICHUIO WM YYaCTHHKaM
oOpa3oBaTenpbHOr0 Impormecca yiepda (B TOM 4HCIE€ MOPAJIBHOIO) B CBA3M C BBINOJIHEHHEM
(HEBBINOJIHEHUEM) CBOMX MPSIMBIX JODKHOCTHBIX OOS3aHHOCTEH JEIONPOU3BOAMTEINL INKOJIBI HECET
MaTepUAIIbHYI0 OTBETCTBEHHOCTh B TIOPSIKE W B MpeAeiax, YCTAHOBICHHBIX TPYJAOBBIM H (HJIN)
rpakJJaHCKUM 3aKoHozaTenbcTBOM Poccuiickoit @enepanu.

6. BzaumooTHomeHusi. CBSI3H 10 0/KHOCTH
Jlennonpon3BOAUTENb MIKOJbL:
6.1. Jlenonpou3BOAMTEIb BHIMOIHAET paboOTy COTJIaCHO rpaduKy, COCTaBIEHHOMY ¢ yueToM 40-uacoBoii
paboueii HeleH, U YTBEPKIEHHOMY JHPEKTOPOM 0011e00pa30BaTeIbHOIO YUPEXKICHHS.
6.2. IlocrossHHO OOMeHWBaeTcss MHMOpPMALHEH MO BOMPOCaM, OTHOCSAIIMMCS K €ro KOMIIETEHIHUH, C
aJIMUHUCTpanuel, OyXraaTepue, neaarornyeCKuMu pabOTHUKaMH U OOCIIy>KHMBAIOLIMM I1€PCOHAIIOM
HIKOJIBI, C POJAUTENSAMH JIeTeH (JMIIaMH UX 3aMEHSIIOIIUMH).
6.3. Tlomyuaer oT aupekTopa 001IE00pa30BATENLHOTO YUYPEXKIEHHUS HHGPOPMAIUIO HOPMATHBHO-
MPaBOBOTO M OPraHM3alMOHHOTO XapaKTepa, 3HAKOMHTCS TI0J] pACIUCKy C HEOOXOIMMBIMH
JOKYMEHTaMH.
6.4. BoBpems cooO0IIaeT AUPEKTOPY IIKOJBI H €ro 3amecturesissM o0 HMHGpOpMalHUH, IpHKa3ax,
pactopsHKeHUSX U MHOM IOKyMEHTaIlUH, TIOCTYIIUBILEH 110 3JIEKTPOHHOM 1o4Te.
6.5. Bo BpeMs OTCYTCTBHS JEJIONPOU3ZBOIAUTENS €ro 00S3aHHOCTH BBINOJIHACT COTPYAHMK, UMEIOIIUI
Bce Tpedyromuecs npodeccuoHaIbHbIE 3HaHUSI, YMEHUS U HAaBBIKM, HA3HAYEHHBIN IIPHKA30M JUPEKTOpa
HIKOJIBL. JIaHHBINA COTPYIHUK MPUOOPETAEeT COOTBETCTBYIOIIME ITpaBa U HECET MOJIHYIO OTBETCTBEHHOCTh
3a KaYeCTBEHHOE BBITIOJTHEHUE BO3JIOKEHHBIX Ha HET0 00s3aHHOCTEH.

7. 3akII09NTeIbHbIE M0JI0KeHHS

7.1. O3HaKOMJICHHE JCTIONPONU3BOIUTENS C HACTOSIIEH HHCTPYKIHEH, OCYLIECTBIISCTCS IIPH IIPHEME Ha
paboTy (110 MoANUCaHUS TPYI0BOTO IOTOBOPA).

7.2. OauH 3K3eMILTSp JODKHOCTHOM MHCTPYKIIMU HaX0aUuTCs y paboToaaTeis, BTOPOi — y COTpY/IHHKA.

7.3. ®akT O03HAaKOMJICHHS JICJIOTNPOU3BOJAMTENISI C HACTOSIIEH JODKHOCTHOM — MHCTPYKIHCH

TOATBEPIKIAETCS MOANUCHIO B DK3EMILIAPE JIOJDKHOCTHOM MHCTPYKIMH, XpaHslieMcs y paboToaares, a

TaKXKe B )XypHaJIe 03HAKOMJICHHSI ¢ JOKHOCTHBIMU HHCTPYKIHUAMH.

Jondxxcnocmuylo uncmpykyuro paspaboman: A2 |_trexemecol e pM-H./

C 0012CHOCMHOU UHCMPYKYUEl 03HAKOMAEH (), OOUH dK3EMNIAP NOAYHUIA.
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