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JlozKHOCTHAA HHCTPYKITHS A¢JI0IPOH3BOAHTEIS

1. O6mue mo0KeHHs

1.1. Hacrosmas IOJGKHOCTHAs HHCTPYKIMSI cocTaBliena ma ocHope Ilpoderanmapra: 07.002
«CIHeruatueT 10 OPraHW3alMOHHOMY H JOKYMCHTAIHOHHOMY OOCIICHCHHMIO —yIPaBIICHI
opraHuzanmei», YTBEPXKIESHHOIO IIPHKA30M MUHHCTEPCTBA TPYJa H COLHMAILHONW 3allHThI
Poccuiickoit ®exepamuu Ne 2761 ot 6 mas 2015 1; ¢ yaerom DeepaipHOro 3akona Ne273-@3 or
01.12.2012r «O6 obpaszosannu B Poccuiickoil Me/ieparuiny B peIakiny OT 2 urong 2021 ropa; CII
2.4.3648-20 «CaHHTApHO-3IUAEMHONOrHYeCKie TPeOOBaHHS K OPraHU3alMiIM BOCIHTAHHA H
o0yuenus, OT/IbIXa M O3J0POBICHHS ICTCH W MOJIO/CHKH»: COIIACHO Tpynosomy Kozexcy
Poccuiickoli Dexepallii M HHBIM HOPMATHBHBIMH AKTAMH. PErJIAMEHTHPYIOUIHM TPY/IOBLIC
OTHOIIEHHS MEX/IYy PaGOTHHKOM M paboTOMaTE/IeM.

1.2. Hacrosmass HMHCTPYKIHMs YCTaHABIMBACT (yHKIHOHAILHBIC 0053aHHOCTH, IIpaBa W
OTBETCTBEHHOCTH COTPYIHHUKA, 3aHHMAIOIIEro B 06mmeo0pazoBaTe/IbHON OPraHA3aIiH JJOJIKHOCTD
JIEIONPON3BOIUTEIS.

1.3. Ha 10JDKHOCTD JEA0IPOU3BOAMTEIIA MOKET HA3HATATHC JIUILO.

+ uMelomee cpeiHee  IPOQECCHOHATBHOE oOpasoBaHye, IPOLICAIISS — MPOIrpaMMbl
[10/IFOTOBKH KBATH(MUIMPOBAHHEIX PAOOUNX, CIIYKATINX,

e« cooreercTBYIOmEE TPeOOBAHUAM, KACAIOIMMMCH TPOXOIICHHA IpeIBAPHTEIbHOTO (IIpH
HOCTYIUIEHMH Ha paboTy) M MEPHOIHYECKHX MEMIMMHCKIX OCMOTPOB, BHEOYCPEIHBIX
MEIMIUHCKHX  OCMOTPOB 110  HAlIPaBJICHHIO paGoromareiiss,  00sA3aTEJILHOTO
[ICHXMATPHYECKOT0 OCBH/ICTEILCTBOBAHUS (HE PEKEe 1 pasza B 5 ner), npodeccuonaibHON
FUTHEHHYECKOM MOArOTOBKH H arrecTanuu (Ipu rnpueMe Ha paboTy M jlajiee HE PEXKE 1
paza B 2 roja), BakKIMHAIMH, & TAKKEC HMCIOLICC JHYHYK) MEJHIHHCKYI0 KHHKKY C
pe3yIbTaTaMH MEIUIHHCKUX o6cITeT0BaHMH 1 1a00PATOPHBIX HCCIIE10BAHMH, CBEICHUIMH
0 I[PHBHBKAX, ICPEHECCHHBIX HH(EKIMOHHBIX ~ 3a00JeBaHUAX, O  [POXOHICHIH
1npoecCHOHAITBHON UHEHHIeCKOM MOArOTOBKH M ATTECTAIIMH C JIOIMYCKOM K padoTe:

»  He UMEIOIEE OrpaHHYEHHi Ha 3aHATHE TPYA0BOH JeATeTLHOCTRIO B cepe oOpasoBaHusL,
manoxkeHHplXx B crarbe 351.1 «OrpaHuvyenus Ha 3aHATHC TPYAOBOH JIEATC/IBHOCTBIO B
cepe 06GPasoBAHMs, BOCIHTAHHS, PA3BUTHS HECOBEPIICHHONCTHHX. OpraHM3alii  HX
OTABIXa M O3JOPOBIEHHS, MEJIHIHHCKOIO obecriedeHysl, COIMAJILHOH 3allUTBl H
COLUaIbHOTO  o0CIyzKuBaims, b chepe merexo-roHoImeCKOro  CropTa. KVIBTYPHl H
HCKyCCTBA C YdYacTHeM HECOBEPHICHHOICTHUXY TpyaoBoro KoJCKca Poccuiickoit

Dejepatui.




y

if A%
1.4, - Henonpoussouresg Ha3HAY4CT W 0cBOGOIaer or 3aHAMaeMOH  JI0mKHOCTH AHPEKTOD
obureo6pasopareasHoi; OPTaHH3AMH B  mopsiKe, YCTAHOBIGHHOM  Tpyrosemv KOAeKcoM
Poccuiickoii Deneparmn u TpynosEm #lOTOBOPOM (KOHTPAKTOM) ¢ PaboTHHKOM. i

1.6 Uenonpousponuren:, g LIKOI®  NpH _ Bemonmenny AOIUKHOCTHBIX _ 06s3anHoCT k]
PYKOBOJICTBYETCS: ' : i £y

. Koncrurynueis Poccuiickoit Denepanuu; i {

* Ilopsaxom OPTaHM3aIHY 1 ocyIecTR e Hs o0pa3soBare b0 ACATCIBHOCTH 110 OCHOBHEIM
001meobpasorare s RN oporpamMmam - 00pasoBares b IporpaMmMaM  HavajbHOrO
ob1mero, ocHoBHOrO obmiero u cpenmero obmero obpazoBanmus, YTBepxAeHHBIM [Tpukazom
Munncrepcrga npocBemenus PO ot 28 asrycra 2020 r. Ne 442;

*  QexepanbubmM TOCYNapCTBEHHBIM 06pa3oBaTe BN CTaB/fapTamu obmero o0pazoBanus;

* CIT 24.3648-20 «CaHHTapHO-SHH,HGMHOJIOFH'-ICCKHE TpeOoRanus x OpraHH3anusm
BOCHHTaHUA U 06yYenns, oTapxa i O37I0pPOBJICHHS HeTeii i MOJIOTCHKHY;

*  GAMHMHACTDATHBHEIM, TPYAOBEIM H XO03siicTReHHLN 3aKOHOATeNbCTBOM  Poccuitckoii
Oenepar;

* TOCTaHOBIeHHAMH, PaclopsokeHusMY, mpukazamm g HHEIMH  DYKOBOIAIMMH g
HOpMaTHBHEIMH AOKYMCHTAMH, OTHOCSIIUMUCS K BEIICHHIO enionporssoacTBa; _

" CTaHmapramMm  yHEbHuMpoBanHOji CHCTEeMEI opraﬁnsaunouﬂo-pacﬁopﬂﬂmenhﬂoﬁ

! JOKyMEHTAIHH; i

° TpaBunamu opdorpapum u IIYHKTYAIHH;

*  OpaBHIamm paboTEI Ha KOMIBIOTEPE H HHOIt oprrexHuke ¢

° TpaBHIaMH M HOpMamu OXpaHbl Tpyja, MTPOU3BOICTBEHHOH CaHMTAPHH H IOKAPHOl
OesonmacuocTy; _ ik

* Vcrasom u IpaBuaamu BHYTPEHHEr0 TpymoBoro pactiopska, APYTHMH HOKé._ﬁBHO-
UIPaBOBEIMK akTamH 061e06pasopate sHoro YUpexeHus; ' o

* JMaHHOH NOJBKHOCTHOMH HHCTPYKIHEH B TPy 10BbIM AOTOBOPOM (KOHTPaKTOM);

* Kousennueii o IIpaBax peGenka. '

1.7 MOHDOHSBOHHTGHB IIKOJIBI 0053an 3H4aTE ClIeayrolee:

* Tocynmapcreenmnsrii Craumapr Poccuiickoit Desieparuu «Jlemonpoussoncteo u apXHBHOE
b1 (A1 (0)7

* HODPMaTHBHEIE IIPABOBBIE AKTLI 1 HOpMaT_HBHO-MeTOIH/IF'{eCKHe AOKYMEHTEI, MONOKEHHUS,

* TOpsAnoK paGoTkI ¢ AOKYMEHTaMu;

*  CXEeMEI AOKYMeHT0000poTA;

® IOpaBuja pa60TBI c BXO,I[SIIJ_[HMH, HCXOOSIIIUMH 1 BHYTpeHHHMH AOKYMCHTaMH;

° TpaBula  OpraHM3amuu g bopmer KOHTPOII  HCIONTHEeHHSs AOKYMEHTOB B
obmeoGpasoBarensHoM YUPEIKACHUN, I ! i1

* THIOBEIC CPOKH HCIOIHCHHS JOKYMEHTOB;

* OPHHIHIEI paboTEI CO CPOKOBO# KapTOTexoﬁ;

* HA3HAYEHHEe H TE€XHOJIOI'HS TEKYIICTO U [IpeNyTIpe I TEMEHOrO KOHTPOJIS;

* IIPaBHJIA COCTaBIIeHHS AHAITHTHYCCKHUX CIIPABOK 110 OpraHu3anuu paboTsl ¢ AOKYMCHTaMH U
KOHTPOJIFO HCITOJIHEHHS JNIOKYMEHTOB;

* IIpaBHJIa AOKYMEHTALIHOHHOTO  ofecreyenms JAeATETLHOCTH oﬁmeo6p_a30Ba'renLHoro
Yq pe}I{,[[eHH}I; i 3 .ty

®  BHIBI JOKYMEHTOB, HX Ha3HayeHue;

* TpeGoBaHms, mpeabABIICMEIE K HAOKYMCHTaM B COOTBETCTBHH ¢ HOPMATUBHBIMH aKTaAMH H
rOCYy 1apCTBEHHBIMK CTaHJapramu; ‘

* TIpaBHJIA COCTABNEHHS H obopmieHus HH(popmaunoHHo-'cﬁpaBqublx. OPraHU3alHOHHBIX,

YIPaBJICHYECKITX HAOKYMEHTOB;
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TPABUJIA CO3NAHAS U BEACHUA 0a3 JAHHBIX CIIYKEGHBIX JOKYMEHTOB B 00pasoBaTeInHOM
OpraHH3aIuH;

CHCTEMEI SIEKTPOHHOTO IOKYMEHTO0GOPOTA;

TIPaBUJIA H CPOKH OTIPABKH HCXOMSILAX JOKYMEHTOR;

TpeOOBAHUS OXPAHEL TPy XA U HOXapHOH Oe30macHoCTH Ha pabouem mecte; ? L
MCTOMYECKHE  PCKOMEHNANUH [0  BLITONHCHHIO & pPaGoTsl € JOKymeHTamu B
o6meobpaszoBaTenbHEIX YIPEKICHHUAK; P il
TIOPAZIOK KOHTPOIIS POXOXKICHHUS C1ysKe6HOiM JOKYMCHTALMH 1 MaTepuanos;
CTPYKTYpy 001meo6pazosarensroro YIPCKICHUS U COCTAB COTPYIHHKOB:
BHJEI HOMEHKIIATYp, oblue TpeGoBanus i HOMCHKIIATYPE, METOAHKA €€ COCTABJICHHS U
odopmitenus; I § i
IOPSINOK (YOPMUPOBAHHS H OdopMIeHHS Aien, crenupuka hOpMUpOBAHHS OTHENBHBIX
KaTeropwuii men;

TIpaBHIa XPAHEHHS IEJT, B TOM YHCIIE ¢ JOKYMEHTAMH OTPaHHYEHHOTO J0CTYIIa;

TPaBHIIa BEIIAYH M HCIIONB30BAHHS JOKYMEHTOR 13 c(hOPMHPOBAHHEIX Jie:

KPUTCPHH pasielleHdss JOKYMEHTOB Ha TPYIIBI B  COOTBETCTBHH € IEHHOCTHIO
HH(OpMaNKy, conepxameiics HHX; ' '
NIOPATOK CO3MaHuH, OpraHu3anuy 1 JMOKYMEHTUPORAHUS paboTE SKCHEPTHOH KOMHCCHH,
TIpaBUIIa COCTARJICHHUS U YTBEPXKIEHHS IPOTOKOTA PaboThI 3KCIEPTHOH KOMHCCHH;
IpaBHIa COCTABIICHAS M YTBEPIKICHHS aKTa O BBIICJICHHH JIOKYMEHTOR, HE MOIIEKAIIHX
XPaHEeHHIO;

TpaBHIa TEXHUYECKOH 06paGoTKH ®W  MOJHOro ODOPMICHHS JeT IOCTOSHHOIO W
BPEMEHHOI'0 CPOKOB XPaHEHHS;

IPaBHJIA COCTABIIEHHS ONHCH e MOCTOSHHOIO I BPEMEHHOTO CPOKOB XDAHEHHS B
COOTBETCTBHH C JEUCTBYIOIIAMU HOPMATHBHO-METOHYECKUMH MOKyMEHTaMHU;

TIpaBHIIa IEPENAvH [Nl B apXHB 0011e06pa30BaTe IbHOTO VIPEXKICHHS; .l .
TIpaBHIIa MCIIONB30BaHHS Teneona, (akca, Kcepokea, PUHTEPa, CKaHepa, KOMITEIOTEpa;
IIpaBuUla pabOTHI ¢ TEKCTOBLIMH PCllaKTopaMn M 3JICKTPOHHBIMH TabaHIAMH, 06a30if
AAHHBIX, JJICKTPOHHOH IIOYTOH, HHTEpHET Opay3epaMu:

TCXHOIIOTHIO CO3/1anus, 00paboTKH, IIepeadH U XpaHeHH s Da3THYHEIX TOKYMEHTOB;
IIpaBUJIA JIEJIOBOH IIePEeNuCKH, COCTABICHHS H HaGopa JETOBBIX ImHceM ¢ IIPAMEHEHHEM
THIIOBBIX 06Pa3I[0B; ' I
ACIONPOU3BOACTBO H €TI0 BeJCHHUE;

TPeOOBAHMS 10 COXPAHHOCTH ciyxeOHON HH(OpMAarHy, 3amuTe HNEPCOHABHBIX JAHHBIX;
OCHOBBI 3THKH ¥ 3CTETHKH;

[pPaBHIIA IENOBOrO OOLICHHS,

TIOpAZIOK OKa3aHM4 IIepPBOi ToBpaueGHOI TOMOLIH; : 1

HOPANOK AeHCTBHIL 1IpH mokape wid HHO 4pe3BLIMaAiiHON CHTyalny, 3BaKyalnm.

i 1

1.8. Jlenonpou3BroapTe s mros! JOJDKEH VMETh:

paboTatk €O Becell COBOKYIHOCTBIO HH(OPMAITHOHHO-0KYMEH TAIlH OHHBIX pecypcos
001me06pa30BaTEIEHOTO YIPeKIEHIS:

TI0JIE30BATECS CIIPABOYHO-IIPABOBEIMH CHCTEMAMI: g 1
[ONBSOBATLCA  ABTOMATH3HPOBAHHBIMU CHCTEMAMH  YHeTa, PETHCTPAlMA, KOHTPOIL H
HthopMauHOHHo-CHpaBquLmu CHCTEMaMHU IIPH paboTe ¢ JOKyMeHTaMH LIKOJIBI;
DPHMEHATH COBPEMEHHEIE HH(I)OpMaI_IIrIOHHO-KOMM}’HI/IKEiIIPI_OHHI:Ie TEXHO.IOTHHA 118 pa60'rbr
C IOKYMEHTaMH, B TOM YHCIIE U1 €€ OTNITHMH3ALHHE H [TOBBIICHHS 3¢ pexTUBHOCTH;
OPraHH30BLIBATE PabOTy MO y4YeTy, XpaHeHWiIo H nepejaye B COOTBETCTBYIOLIEE
CTPYKTYPHOC MOApA3NENIeHHe JOKYMEHTOB TEKYIIETO JIeTONPON3BOCTRA;

HCIIOME30BaTh HOMCHKIATYPY €T NPH H3yYECHWHH CTPYKTYPEI 0611[6061)_3,30BﬁT€J}_]_5H01”0
YUPEKIEHHS, COCTABIEHHH OLIUCEH /e 8 ’ "
OpraHM3OBBIBATE PAbOTY MO (OPMHPOBAHUIO J€N B COOTBETCTBHH C YTBEPKICHHOH
HOMEHKIIATYpPOU €] IIKOJIEL,

IIPABHIIBHO U CBOEBPEMEHHO (bOpMI/IpOBaTI: AOKYMCHTBI B JIeJIa C y4eTOM HX CUSHHGBHKH;



*  CHCTEMATH3HPOBATH JOKYMEHTHI BHYTPH [eIa;
* olecmeynBaTh COXPaHHOCTH 1 3alUTy J0OKYMEHTOB 0011eo0pasoBaTensHoro YUPeXIACHHS;
° IIOIB30BATBCA MEPEYHAMH JOKYMEHTOB 1 AHATHSHPOBATH  (pakTHICCKOE CoZIepIKanue
. HMEIOIIHXCS B ACJIC NOKYMEHTOB IIPH OTIpe/IeACHHN CPOKOB HX XpaHEHH;I: 3K
*  odopMiATh 0610%KKH I TNOCTOSHHOTO 1 BPEMEHHOTO cp_é;goa XPaHEHHs B COOTBETCTBHH C
. TpeOOBAHMAME TOCYIapCTBEHHEBIX CTaH/apTOB; | '
*  IPOH3BONMTH CTPYKTYPHYIO CHCTEMATH3AIMIO e, it
* OCYHIECTBIATh TEXHHYECKYIO 00paGoTKY M MONHOE opopmienne mer OOCTOAHHOTO H
BPEMEHHOTO CPOKOB XPAHCHHS; it | -
* COCTaBIIATh OIHCH JIEJ NMOCTOSHHOLO H BPEMEHHOI0 cpoKé;B XPAaHEHHSI B COOTBETCTBHH C
JCHCTBYIOIUMHA HOPMATHBHO-METOTHYECKHMH JAOKYMEHTAMH. ; i
1.9. Cotpynunx momxen O3HaKOMHTECS C JaHHOM JOMKHOCTHOIN ﬁHCprKuMeii, HHCTPYKITHEH 110
OXpaHe Tpyma s HETOIPOM3BOMMTENS, 3HATH W cobmonaTh ycTaHOBIEHHBIE OpaBIiia H
TPeOOBaHMS OXpaHBI TpyAa u noxxapHoi GesomacHocTw, [IpaBUJIa JTAYHONW T'MTHEHBI W THTHEHBI
TpyAa B 001eo6pazoBaTenpHOi OpraHu3aium,
1.10. Tenonpoussoaurens momken NPOHTH 00y4eHNe U HMETh HABBIKH OKA3AHMS HEPBOi moMonm
ITOCTpaaBIIAM, 3HATh HOPSIOK JEHCTRI IIpH BOSHHKHOBEHHH IIQXKapa MIIH HHOM Ype3BbIYAHHOl
CHTYalltd 1 5BaKyanuu B o6meobpasoarensnoit opranusamy, : :

2. Tpynoesie dpyHxuun

K ocHoBHBIM hyHKIHIM JAEIONPOUIBOIUTEIS] OTHOCHTCS:

2.1. loxymeHrTanmmonHOe 06ecneuenme ACATEIBHOCTH 0011e00pa3oBaTeIEHOr0 YUPEKICHHS;
2.1.1. Opraausanms paGoter ¢ JIOKYMEHTaMH.

2.1.2. Opranusanus Texymero XpaHeHHs JOKYMEHTOR.

2.1.3. Opranusanus o6paGorkm e JULA TIOCIIEIYIOLIEro XPaHCHHS,

3. Momxnocrusie 06sa3annocTu
Henonpouseooumens 6 wixone ocyyecmensnem evinonenue 00a3aniocmei:
3.1. 'B pamkax TpynioBoii dyHKmm Oprasusanuu padoThI ¢ JOKYMEHTAMMU:
* TIpueM u epBuYHas 06paboTKa BXOMINX JIOKYMEHTOB; : gl
* TIPeBapUTEIBHOE PACCMOTPEHHE 1 COPTHPOBKA JIOKYMCHTOB HA PErHCTPHPYEMBIE U He
. PETHCTpHpYyeMEIe:
* TOArOTOBKA BXOAAMUX MOKYMEHTOB JUIS PACCMOTpEHHS JAHPEKTOPOM IITKOJTEL,
*  DPErHCTpalys BXOMAIHX JOKYMEHTOB;
% OPraHM3aUus NOCTABKH JOKYMEHTOB HCIIOIHATEISM;
* BeJcHHE 0a3hl JaHHBIX JJOKYMEHTOB o0meobpazoBareIbHOrO VUPEKICHHS;
* BeleHHe HHQ)OpM&ﬁHOHHo—cnpaBquoﬁ paboTsr;
* 00paboTKa H OTIpaBKa HCXOMIITHX JOKYMEHTOB;
* Opram3auus paboTsl 1o PETHCTpalliy, yYery, XpaHeHHIO | Hepeavc B COOTBETCTBYIOIIIHE
,  CTPYKTYDHBIE IIOIPA3ieNIeHHs JOKYMEHTOB TCKYIIEro ICI0NPOH3BOJICTRA;
*  KOHTPOJIb HCNIONHEHHUS JOKYMEHTOB B 0611e06pazoBateibHOM YYPEKICHHH.
3.2. B pamxax TpymoBoit dvHKIHKT OPraHU3alHK TEKYIIEro XPAHEHUS JOKVMEHTOR:
*  Pa3spaboTKa HOMEHKJIATYpSI /i€ 0011e00pa30BaTEIBHOTO YIPEIKICHHUS:
* IIPOBEpKa NPaBHILHOCTH OOPMIEHHS XOKYMEHTOB H OTMETKH 00 HX UCIIOJTHEHHH TIepe]
HX (OPMHPOBAHHEM B JIEIO MIs TIOCIIE/YIOMIETO XPAHEHHS;
*  (bopmymHpoBanue 3aro0BKOB 1e 1 OIIpe/IeNIeHAE CPOKOB HX XPAHEHHS;
* (opMmupoBaHUe e i
* KOHTPONb IPaBHJIBHOTO M CBOEBPEMEHHOTO PacTIpe/e/ieHHs M TIO/IINBKA JTOKYMEHTOB B
Jena. . j |
3.3. B pamxax OBOIf KWW Opra"nr3aniy 00paboTKH JiesT U1 HOCIE VIOMIEro XPAHEeHUs:
° TpOBEpKa CPOKOB XpPaHEHHS NOKYMEHTOB, COCTABJICHUE ITPOTOKOIA paGoThl SKCHEPTHOH

KOMHCCHH IIO IIOJTIOTOBKE AOKYMCHTOB K XPAHCHHUIO, aKTa O BBIICICHUN K YHHYTOXKECHUIO
HOKYMEHTOR, HE moJiexxanux XPaHEHHIO!;

i




* COCTaBJICHHE BHYTPEHHEH OIHCH JIe]I 71 0c000 LIEHHBIX JOKYMEHTOB IIKOIIBL,

* odopmIeHHE e IOCTOSHHOTO, HOTTOBPEMEHHOTO CPOKOB XPAHEHIS;

*  opopmienne 06IOXKKH el IOCTOSHHOTO, JOMTOBPEMEHHOTO CPOKOB XpaHEHHSI;

*  COCTaBJIEHME ONUCH JEN MOCTOSHHOTO, J0JITOBPEMEHHOTO ‘cjipoxos XpaHEeHHAS]

* IIepeaava Jiesl B apXuB 00meoGpa3oBaTeIbHOrO Y4pEKACHHUSL. ; % 4
3.4. OpraHH30BEIBaET BHENPEHHE, BEJCHHE (B TOM wmcue aBTdmaTmeOBaHHoe) U Da3sBHTHE
CHCTEM TOKYMEHTAIHH, BKIIIOYAH JJIEKTPOHHEIE JOKYMCHTEL. i ‘

3.5. Bmecte ¢ anMuHEHCTpamuelf KO no;xrorannmxaeﬂ% OTYETHRIE JOKYMEHTEI: JUIs
BBIIIECTOSIIHAX OPraHu3amuif, FOTOBHT iy KebHble MHehMa, CIIPaBKH. bag
3.6. Bener npuem mocTynaromel Ha MM JUPEKTOPA LIKOJEI 'KOPPECTIOHCHIHH, (3JICKTPORHONH
IIOYTHI), PETHCTPUPYET €€ M  BHIIOJHSIET CHCTEMATH3AIHI), COLIACHO MPUHATOMY B
001e06pazoBaTeIEHOM YUpEICHHH TIOPSIKY, OCE ec PACCMOTPEHHUS JUPEKTOPOM HEPeaeT Imo
HA3HAICHHIO HCIIONHUTENIAM VIS IPUMEHEHHS B X0 UX JIeATEIHOCTH WITH 110 ITOTOBKH OTBETA.
3.7. Beger mnocTosHHBI yuer, KapTOTeKy NPOXOXIEHHS JOKYMEHTOB, KOHTPOJIHpYET HX
HCHOTHCHHE, BBIIACT TpeOyeMEble CIIPaBKH 110 3aperHCTPHPOBAHHBIM JOKYMEHTAM.

3.8. Bemosnser oTnpaBKy HCIIOIHEHHOMH KOPPCCIIOHACHIIMHI a/IpecaTaM, BEAET YUeT IMOJIydaeMoil
¥ OTIIPABJIAEMON KOPPECIIOHICHITHH, CHCTEMATH3UPYET 1 XPaHHT JOKYMEHTBI TEKYIIETo apxusa.
3.9. 3anumaercs O(OpPMIIEHHEM TPYIOBLIX AOrOBOPOB W JIMYHBIX JIeJ, YCTpaWBarOIIuXcd Ha
paboTy coTpyauuKoB, o6pabaTsBaeT 1 ohopMIIseT Nepeiady JUYHEIX A€l COTPY/IHHKOB B apXHB.
3.10. ®opmupyer MIIHBIC [eNa yIEHUKOB, 00YHAIOLIUXCS B HIKOJIE.

3.11. OcymecTBIsieT y4eT 06y YaromuXcst ILrOTHBIX KaTeropuii. i

3.12, Beer KHAIM NPUKa30B, EYATACT LIPHKA3HL IO OCHOBHOM JICATENHHOCTH, HHbIE IPHKA3LL.
3HAKOMHT COTPYIHHKOB IIKOMBI C IIPHKA3AME TI0J] [IOIIHCE B JICHb UX U3/IaHUs.

3.13. CornacHO pacHOpsKEHHAM AUPCKTOpa MIKOJbI TeYaTagT M odopMisieT TpebyeMyio
HAOKYMCHTAIHIO IS BEICHHSI y‘f-le6H0-B()CHIfI’l”f:l’]'."l’SJ[I:vHO1‘7}.r JACATCIIBHOCTH B INKOJIC, BBIIOJIHCHHI
I'og0BOIO IJIaHa.

3.14. Bomonnser paboTy 110 CO3MaHAIO CLIPABOYHOIO anmapara o JOKyMeHTaM, oOecredHBaeT
YIOQHEIN 1 GBICTPEIi KX TOMCK. . 41 f i

3.15. 3annmaeTcs cOOPOM HEOGXOIUMBIX MaTepHaiIoB s HO)]‘:I‘:dTOBKH CoBenaHui paboTHHKOB
IIKOJIBI, ONOBELICHHEM YY4CTHHKOB O BpPEMEHH, MECTe, HOB;éCTKe OHY COBEHIAHHS M HX
peTHCTpanueii.

3.16.  SBusercs  cexperapem a/IMMHMCTPATHBHOIO ~ COBEWIaHHS  IIPH  JIAPEKTOpE
00meo6pa3oBaTenLHOro yupeKaeHus., I !

3.17. B rpaHHmax CBOeH KOMIIETEHIIHH YVYACTBYET B COCTABJICHHN nporpa:x:mm pasBUTHS
neno'npomnoncma 0011e06pa3OBaTETBHOTO YUPEKIEHNS, BHOCHT NPEUTOKEHHS [0 BOTPOCAM
YCOBEPIICHCTBOBAHUS JIEIOIPOM3BOJICTBA 00IIe00pa30BaTeIEHOIO VIPEK IEHH S

3.18; ObecneunBaeT 3amuTy Npas u cBOGOJ JeTell, pomTesel (3aKOHHBIX IIpecTaBuTeel) IpH
00paboTke mepcoHANBHBIX JaHHEBIX (Hanee — I1]T).

3.19. Ilpu HCTIONB30BAHHUH BIEKTPOHHOIO OGODPYIOBAHHS, B TOM YHCJIE KJIABHATYPBI H MBIIIH,
CIKCIHEBHO IC3MH(HUIUPYET HX B COOTBETCTBHH C pcKOAieIJ,qaﬁanH npousBoAuTens Jmbo ¢
HICIIOJIE30BAHHEM PACTBOPOB HIIH CAI(ETOK Ha CIIHPTOBOM OCHOBE (He Menee 70% cnupra).
3.20. HenonponspoymuTens B IIKONE CTPOrO COGMOAET CBOK) AOJGKHOCTHYIO HHCTPYKIIHIO,
NPOXOOUT IMICPHOINYICCKHE MEJIUIIHHCKHUE OCMOTPBHI. }

3.21: Crporo cobmonaer KOH(pHASHINATEHOCTE IEPCOHATBHBIX JAHHEIX H TpeOOBaHHUS 110 3aIHUTE
u Gesomacroctr IIJ] mpm mx 06paGoTke, HEJONYIIEHHE WX pactpocTpaneHns 0e3 coriacus
cyOsekra 1)1 vy Hanu4ws APYroro 3aKOHHOIO OCHOBAHHUS. )

4. IlpaBa

JlenonpouspouTeh MKOIE HMEET HOIHOE [IPaBO: ;
4.1. [IppaEMaTs ydactne B ympasieHuu OOME00pazOBATENLHEIM YUPEKIEHHEM B IHOPSIKE,
YCTaHOBJICHHOM Y CTaBOM.

4.2. Ha pabodee MecTo, KOTOPOE COOTBETCTBYET B

6830F30HOCTH. :

ceM TpeOOBaHMAM OXpaHbl TPYAa H HoylgaPHoFI



4.3. Ha 3amuty cBoeif npod)eccHOHATLHOM YECTH U JOCTOHHCTBA.

4.4. Ha nepenmady JOKYMEHTOB JUIS HCIIONHEHHS W HA TpeOGOBAHKE OT HCHOJIHHTL.IIGH l"paMOTHOI‘O u
IIPaBUIBHOTO OopMIIeHus TpeOyeMBIX JOKYMEHTAJIbHEIX MaTep}I&?XOB |

4.5. Ha sanpamupanne OT aAMEHUCTPAIIH IIKOIBL, IOy IEHHAE H HpuMeHeHHe HHYOPMATHOHHBIX
MaTepHaioB, HOPMATUBHEIX H IIPaBOBLIX JIOKYMCHTOB, Heoﬁ\coagMHx JUIsl BLITOJIHEHHS CBOHX
JOJDKHOCTHBIX 00A3aHHOCTEI. ix ¥

4.6. 3H&ROMHTLCH CO BCEMH HMEIOIIMMHUCS MaTepHaaMi €ro mrjﬂoro Ieia, OTBBIBaMH 0. GBOGH '
pa60're XKan06aMH B HHEIMH JIOKYMEHTAMH, OTpa}KaIOI_L[HMI/I ouemzay ero TpyJa, npe)IOCTaBMTL o
HHM TIOSICHEHHS. .

4.7. Ha MmopanpHOE H MaTepHalbHOE MOOINIPEHHE, Ha CBoeBpemcHHylo H B IIOJIHOM oObeMe
BBIILIATY 3apaGOTHON IUIATHL, a TaKKe Ha 3AIMUTY co6cTBeHme HHTEPECOB H HHTEPECOB
COTPYIHHKOB IIKOJIBIL.

4.8. OTKasaTbCi OT BBHIONHEHHs pabOT IPH BO3HMKHOBEHHH YIPO3bl KH3HH H 3JOPOBLIO
BCIIE/(CTBHE HAPYIIEHHs TpeGOBAHHI 110 OXpaHe Tpyna.

4.9. IlocTOAHHO MOBEIMATE CBOIO MPOHECCHOHATBHYIO KBATH(HKALMIO. :

4.10, Ha samuty cBoux mpoh)ecCHOHAIBHBIX HHTEPECOR CAMOCTOATENHHO H (MUK 4epe3 3aKOHHOTO
npejx:craBHTem, B TOM 4YHCIC aJBOKAaTa), B Ciyyae IMCOMIUIMHAPHOIO WM CIyxebHOro
pacclieIoBaHMs, CBA3aHHOIO ¢ HecoOMIOLeHHeM HOpM mpodeccHoHanLHOl »THKH. Ha
HepasrialieHHe  JHCHUIUTMHAPHOrO  (ciy:KkeOHOro) pacc:[e;:iOBaHHH, | HCKIOWast - cirydan
TIPE[yCMOTPEHHBIE 3aKOHOM. ! '
4.11, Ha BcTymnenne B nNpoQCor03bl Ul 3allUThI CBOHX TPY ’IOBLIX npas, CBOGOA H 3aKOHHBIX
unTepeco. Ha TIOJNYYCeHHE  COIMANbHBIX  rapaHTHH M. JIBIOT,  [PELYCMOTPEHHEIX
3aKOHONATENECTBOM Poccp;ﬁcxcoﬁ Qenepanuu. L

S. OTBeTCTBEHHOCTD :

5.1. 3a HeBBIIONHEHUE MM HAPYIICHHE JAHHOMN J0JDKHOCTHOMN HHC'I PYKIHH ae,[onpon?,]aoumenﬂ B
mKone, Yerasa u Ilpasmn BHyTpeHHero TPYAOBOIO pacrlops{JIKa 38KOHHBIX PaCIOPAKCHHUIT
AUPEKTOpa IMKOJIBI H JPYTUX JIOK&TbHO-HOPMATHBHBIX AKTOB, a4 TAKXKe 34 IPHHSTHE pELIeHHI,
HOBICKINX HapyUIeHHE y4eOHO-BOCHHMTATEIbHBIX OTHOLICHHH, JEIOIPOM3BOIUTEIs HECET
AHCLMIITHHAPHYIO OTBETCTBEHHOCTL B NOPAAKS, YCTAHOBICHHOM prlz()Bbm 3aKOHOIATEIIbCTBOM
Poccuiickoit @eneparmm.

e 88 3a IIPUMCHCHHE, TaKe OAHOKPATHO, CII0COO0B BOCITHTAHNS, chmoqaromm B cebsi Q)quecxoe
u (mm) TNCHXOJIOrHYECKOe HACHIME HaJ JIMYHOCTBIO PeGeHKA, NENONPOH3BOJTHTENh MOIKET
OCB060)K,Z(aTBC$I OT 3aHUMaeMOH JOJDKHOCTH COIJIACHO TpVﬂOBO'VIy 3aKOHO,[Is.lIC.[bLTBy POCCI/IIHCKOH
(Denepanum. YBONBHEHHE 33 TAKOH MOCTYIOK He NPHEHMAETCS 32 Mepy AHCIHMILIAHAPHOL
OTBETCTBEHHOCTH.

5.3. Hecer mucHMIUTAHAPHYIO OTBETCTBEHHOCTH 34 COXPAHHOCTD ):[orcyMem anuH, HEIXOI[HIHBHCH B
KabuHere JEeIONPON3BOTHTEIA.

5.4. | IIpuBnexaercs K AUCHMIUTHHAPHOM OTBETCTBEHHOCTH 34 pasIallleHHe CIyKeOHOH wu
KoH(QHAeHIHATEHON HH(OpMalK, HHGOPMAIME O IEPCOHANBHBIX JAHHBIX COTPYIHHKOB H
o0yJaromuxcst 0611e00pazoBaATENLHOIO YUPEKICHHS.

5.5. 3a HapyImeHHe IpaBHII MOXapHOH 6e30MacHOCTH, OXpaHbl TPY/d, CAHHTAPHO-THTHCHAYECKHX
HOPM ¥ TpaBHI  JIETONPOM3BOJMTENb  MOMKET IIPHBICKATBCA K  aAMHHHCTPATHBHOM
OTBETCTBEHHOCTH B  TOpPAJKE M B Clydasx, }'CTaHQﬁgreHHLIx a;LMHHHCTpaTﬁﬁHLM
SaKOHO,JJ;aTeHBCTBOM Poccuiickoii @eneparuy. :

5.6. 3a mo6Goe BHHOBHOE MpHYHHEHUE OGIHCOOPHSOBaTCHBHOMy }qpem,ucrmm Wi yqaCTHHKaM,
06pa30BATENBHBIX OTHOIEHHI ymep6a (B TOM HHCle MOPAILHOrO) B CBS3H C BHIIOJIHEHHEM
(HeBHHOIIHEHI/IeM) CBOHX IIPAMBIX JO/IKHOCTHBIX obsanHocTel ACIOMPOH3BOJAHTCIEL [IKOJIBI
HECceT MaTepI'IaJILHYK) OTBCTCTBCHHOCTI: B MNOpAAKEe H B IIpeaciiax, yCTaHOB.;IeHHLIX pr,[[OBLIM H
(HJIH) TPLIIAHCKAM 3aKOHOJATEIECTBOM Poccniickoii (Dcnepaunu.

6. B3anM00TH0meHnﬂ. Cps3H 110 JOKHOCTH
JIe10npOR3BOANTEIH IKOJEL:
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6.1. Henonpoussomurens BRIIOJIHACT paboTy coracko rpaQ)HKy,;jcocraB:reHHOMy c yﬁe*ﬂbh{ 40-
4acoBo paboueit HeIemd, u YTBEPXKICHHOMY JIHpeKTOpOM 00meosy a30BATE/ILHOTO YUpesKIeHHS.
6.2. IocTosmmo o6MeHmBacTes HH(pOpManuei o BOTIPOCAM, OTHOGSIIIMCS K €r0 KOMIIeTeRImHY, ¢
aIMHHACTpANHeI, Oyxraireprei, ICTaTOTHYECKHME  paBoTHHKAME H  o0CIy)KMBaIOMIM
nepcf"OHaJmM ITKOJIBL, C POJUTEISIMHE AeTel (Tunamu ux 3aMCEHAIONIMHM ).

PacloOpsHKeHUIX | uHOMH AOKYMCHTALUH, IOCTYIHBINES 110 YIEKTPOHHOI IoyTe,

6.5.§I'IH(1)opMpreT AUPEKTOpA (IPH OTCYTCTRBHM — HHO® JIOMKHOCTHOE JHI0) o haxre
BO3HHKHOBEHIS TPYNIOBBIX  MHDEKIHOHHAEIX H  HeHMHQEeKIHOHHBIX 3a0osieBaHuii g
0b1meo6pasoBarensHol; OPraHu3aumy, 3amecTHTens AMPEKTOPA  II0  a/IMHHHCTPATHBHO-
X03H;I710TBGHHOI°I 9acTH —| 00 aBapHiiHBIX CHTyauusX B paGore crcreym BJIEKTPOOCBEINeH S,

IPHKA30M AUPEKTOpa IIKOMBL Jlamukii COTPYIHUK mpuOoOpeTaer COOTBETCTBYIOIHE IIpaBa M

'
7. 3akmounTe L HBIE NOJIOKeHH S !
7.1. | O3HakoMeHHE ACIONIPOU3BOANUTENS ¢ HAaCTOSIeH HHCTpyKIHeH, OCYUIECTBISCTCS ITpH
Ipueme Ha paGoty (fo NOAMHCaHKA TPYIOBOTrO ZIOTOBOpaA).
7.2. |Onun 9K3€MIUIIP JTOJIKHOCTHOI; HHCTPYKIUH HAXOIUTCH 'y paboTonarens, eropoit — y
COTpYIHHKA.,
7.3. | DakT o3HAKOMTenmMs ACTIONIPOU3BOIUTENSl ¢ HacTOseH

paboTonares,

H

Honxcnocmuyro uxempyxyuio paspaboman:

C donacnocmnoi UHCMPYKYUET 03HAKOMIECH (a)ﬁm IzeMnAp honyuun (a) b
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