INPUHSATA YTBEPX/JIEHA
Ha IeJaroruaecKoM COBETE npukasoM Ne 11-o1
IIIKOJIBI ot 19.01.2022
mpotokos Ne 2 ot 13.01.2022

JlosxkHOCTHAS
HHCTPYKIHSA JeJ0NPOU3BOANTES
MBOY «bauu-lOprosckas CII Ne2»

1. O6uue moJ10:keHUA

1.1. Hacrosmas JOJDKHOCTHAsE WHCTPYKIHMS cocTaBieHa Ha ocHoBe [Ipodcrammapra: 07.002
«CrneuuanucT 1Mo OpraHU3alOHHOMY U JIOKYMEHTAllUOHHOMY OOECIEUEHHUIO YIpaBICHUS
OpraHu3alen», YTBEPKACHHOTO NpHKa3oM MHUHHUCTEPCTBA Tpylda M COLMAIBHOW 3alllUThI
Poccuiickoit @eaepanuu Ne 276H ot 6 mast 2015 1; ¢ yuetom DenepansHoro 3akona Ne273-Dd3 ot
01.12.2012r «O6 obpazoBanuu B Poccuiickoit denepamnumn» B peaakiuu ot 2 uronst 2021 rona; CIT
2.4.3648-20 «CaHuTapHO-3IHIEMHOJIOTHYECKHE TPeOOBaHMS K OPraHM3alUsM BOCIUTAHUSA H
0o0y4eHHs, OTIbIXa M O3JOPOBJICHHS JeTed W MOJIoACKHW»; corjacHo TpymoBomy Komaekcy
Poccniickoit ®enepanii M WHBIM HOPMAaTHUBHBIMM aKTaMH, PErVIAMEHTHPYIOLIUM TPYJIOBBIE
OTHOIIEHUS MEXKIY pAOOTHUKOM M pabOTO/IaTENIEM.

1.2. Hacrosimass WHCTPYKIHMS YCTaHABIWBAaeT (yHKIHOHAIBHBIE OOS3aHHOCTH, TIpaBa u
OTBETCTBEHHOCTh COTPYIHHKA, 3aHMMAIOIIEro B 00I1€00pa3oBaTeIbHON OpraHu3aliy JOHKHOCTh
JIeJIOTIPOU3BOJUTEIIS.

1.3. Ha n0mKHOCTD ISTONPOU3BOIUTENS MOYKET Ha3HAYATHCS JIHIIO:

* uMemwllee cpegHee npodeccHoHaTbHOE 00pa3oBaHWE, MPOIIEAIIee  MMPOrpamMMbl
MOATOTOBKH KBATU(PUIIMPOBAHHBIX PAO0UMX, CITY)KaIUX;

*  COOTBETCTBYIOIEE TpPeOOBAHMIM, KaCAIOUIUMCS MPOXOXKICHHS MpeaBapUTeNbHOro (Tpu
MOCTYIUIEHHH Ha pPaboTy) W MEPUOJAUYECKUX MEAMIIMHCKHUX OCMOTPOB, BHEOUYEPEIHBIX
MEIUIIMHCKUX  OCMOTPOB 1O  HampaBleHHIO  paborojaarens,  00sA3aTeIbHOTO
TICUXUATPUYECKOTO OCBUJCTEIHCTBOBAHUA (HE pexe 1 pa3a B 5 yer), npodecCHOHAITBHOU
TUTMEHNYEeCKOM MOIrOTOBKY M aTTecTaluu (Mpu npueme Ha paboTy u nanee He pexxe 1 pasza
B 2 r0Jia), BaKLIMHAIIMH, a TAKKE UMEIOIIee JTMUYHYIO MEIUIIMHCKYIO KHHXKKY C pe3yJIbTaTaMU
MEJUIIMHCKUX 00ClIeZIOBaHUN U Ja00PAaTOPHBIX MCCIENOBaHU, CBEACHUIMHO MPUBUBKAX,
MEepPeHECEHHBIX HWH(GEKINOHHBIX 3a00JEBaHUAX, O MPOXOKICHUH MNPOQPECCHOHATBHOMN
TUTMEHUYECKOU MOATOTOBKH U aTTECTAllMU C JIOIMYCKOM K paboTe;

* HE MMeEIollee OTPaHUYCHUN Ha 3aHSATHE TPYIOBOI AEATEIbHOCTHIO B cepe 0O0pazoBaHus,
M3N0KEeHHBIX B cTaThe 351.1 «OrpannyeHus Ha 3aHSATUE TPYAOBOU AEATEIBHOCTBIO B cdepe
o0pa3oBaHUs, BOCIIUTAHMS, PA3BUTHS HECOBEPIICHHOJETHUX, OPraHU3allMu MX OTIbIXa U
O37I0POBJICHUS, MEAMIIMHCKOTO O0O0€CleYeHHs, COLUAIbHON 3alUThl U COIHMAIBLHOTO
oOciyxuBaHus, B chepe IeTCKO-IOHOIIECKOTO CIOpPTa, KYJIbTYPhl U HCKYCCTBA C y4aCTHEM
HecoBepLIEHHOJIETHUX» TpynoBoro kojekca Poccuiickoit deneparuu.




1.4. Jlemonmpou3BOIUTENSI HAa3HAYaeT W OCBOOOXKIACT OT 3aHUMAEeMOM JOJDKHOCTH JUPEKTOP
o0mieo0pa3oBaTenbHOM OpraHu3alid B TOPSJAKE, YCTAaHOBJICHHOM TpYIOBBIM  KOJEKCOM
Poccuiickoit denepaiuu u TpyAOBBIM IOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.

1.5. Jlenonpou3BOAUTENIb OTHOCUTCSA K KATETOPUM TEXHUYECKUX HCIIOJHUTEICH W HaXOAUTCA B
MPSIMOM TOTYUHEHUH Y TUPEKTOPa 00IIe00pa30BaTEIIBHOTO YUPEKACHHUS.

1.6. [lenonmpow3BOMMTENb B IIKOJIE TPH  BBINOJHEGHWW  JIOJDKHOCTHBIX  00s3aHHOCTEH
PYKOBOJICTBYETCSI:

* Koncrurynueiut Poccuiickon @enepanny;

* TlopsinkoM opraHu3aluy 1 OCYIECTBICHUSI 00pa30BaTEIbHOMN NEATEIHLHOCTH MO0 OCHOBHBIM
00mieo0pa3oBaTebHBIM MPOTpaMMaM - O00pa30BaTEBHBIM IpOrpaMMaM  Ha4aJbHOTO
o011ero, OCHOBHOTO OOIIEro U cpenHero odmero oOpa3oBanus, yreepkieHHbIM [Iprkazom
MunncreperBa npocserienus: PO ot 28 asrycra 2020 r. Ne 442;

*  @enepanbHBIM roCyIapCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTAMU 0011IeT0 00pa30BaHUs;

e CII 2.4.3648-20 «CaHHUTapHO-IMHUIECMHUOJIOTHYSCKAE TpeOOBaHUS K OpraHH3AIHIM
BOCIIUTAHMS ¥ OOYUEHUSI, OT/IBIXA U 03/I0POBJICHUS JIETEH U MOJIOJCKI;

*  aIMUHUCTPATUBHBIM, TPYJAOBBIM U XO3SMCTBEHHBIM 3aKOHOIATEILCTBOM Poccuiickoit
denepanuu;

* [IOCTaHOBJICHUSMH, PACIOPSDKCHUSAMH, TPUKA3aMH ¥ HWHBIMH  PYKOBOJSAIIUMH |
HOPMaTUBHBIMHU JOKYMEHTAMH, OTHOCSIIIUMHUCS K BEJICHHIO JICTIOTIPOU3BO/ICTBA;

* CTaHJapTaMd  yHHU(PUIIMPOBAHHOM  CHCTEMBI  OPraHHU3AIMOHHO-PACTIOPSAUTEITLHOMN
JTOKYMEHTAITUH;

* npaBuwiamu opdorpaduu U MyHKTYyallUu;

* TpaBWJIaMH pabOTHI HA KOMITBIOTEPE U UHOM OPTTEXHUKE;

* MpaBWIaMH M HOPMaMH OXpaHbl TPyJa, MPOU3BOJICTBEHHONW CaHUTApPUU U IMOKAPHOU
0€e30MacHOCTH;

* VYcraBom u llpaBunamu BHYTpEHHEro TPYIOBOTO PACIOPSIKA, APYTMMH JIOKAJIbHO-
MPaBOBBIMHU aKTaMH 0OIIe00pPa30BaTEIHLHOTO YUPEHKACHHUS;

*  JIaHHOW JIOJDKHOCTHOM MHCTPYKIIUEH M TPYIOBBIM JOTOBOPOM (KOHTPAKTOM);

* KonBeHmuei o mpaBax pedeHKa.

1.7. denonpou3BOAUTENb IKOJbI 00s3aH 3HATH CEAYIOIIEe:

* T'ocynapctBennsbiii cranaapt Poccuiickoit @enepanun «Jlenonpou3BoCcTBO U ApXUBHOE
TIeTI0M;

* HOPMATHBHBIE IIPABOBBIE aKThl U HOPMATUBHO-METOAUYECKUE JOKYMEHTBI, OJIOKEHUS,
WHCTPYKUUHU U MHbIE MaTepUANIbl U TIOKYMEHTHI 110 BEICHUIO JIeIONPON3BOICTBA B IIKOJIE;

*  COBpeMEHHbIEC HHPOPMAIIOHHBIE TEXHOJIOTUH PabOThI C TOKYMEHTAMU;

*  MOPSA0K PabOTHI C JOKYMEHTAMH;

*  CXeMbl JOKYMEHTO000pOTa;

* mpaBuia paboThl C BXOASIIMMU, HCXOAUIUMHI U BHYTPEHHUMH TIOKYMEHTAMU;

* nMpaBWia oOpraHuzalmud ©  (HOpPMBI  KOHTPOJIL  HUCIOJHEHUS  JOKYMEHTOB B
0011e00pa30BaTETLHOM YUPEKICHUY;

* TUIOBBIE CPOKH UCTIOTHEHUS TOKYMEHTOB;

*  MPUHIUIBI PAOOTHI CO CPOKOBOM KAPTOTEKOM;

* Ha3HAuYEHHUE M TEXHOJIOTHS TEKYIIETO U MPeaynpeAUTEeIbHOTO KOHTPOJIS;

* MpaBWJia COCTABJICHUS AHATUTUYECKUX CIIPABOK MO OPraHU3aIiK paboThl ¢ JOKYMEHTaMH U
KOHTPOJIKO UCIIOJIHEHHSI IOKYMEHTOB;

* TMpaBWia JOKYMEHTAI[MOHHOTO OOeCledYeHHs] JeATeIbHOCTH 001eo0pa3oBaTeaIbHOTO
YUPEXKACHHUS;

*  BHJBI IOKyMEHTOB, NX HA3HAUYCHUE;

* TpeOOBaHUs, MPEAbIBISIEMbIE K JOKYMEHTaM B COOTBETCTBUU C HOPMATUBHBIMH aKTaMU U
rOCy/IapCTBEHHBIMU CTaHAAPTAMU;

* MpaBWia COCTaBJICHUA U OGOpMICHHS HHPOPMAIIMOHHO-CIIPABOYHBIX, OPraHU3AIIMOHHBIX,
yIpaBICHUYECKUX JOKYMEHTOB;




MpaBUjIa CO3/IaHUS M BeACHUS 0a3 JaHHBIX CIY)KEOHBIX TOKYMEHTOB B 00pa30BaTEIbHOMN
OpraHu3aIum;

CHCTEMBI AJIEKTPOHHOTO JIOKYyMEHTO000pOTa;

MpaBUJIa U CPOKH OTIIPABKHU UCXOAALINX TOKYMEHTOB;

TpeOOBaHMUs OXpaHbl TPyJa U MOXKapHOU 6€30IacCHOCTH Ha paboueM MecTe;

METOJMYECKHE PEKOMEHJAlMM 1O  BBIOJHEHHIO paboThl C  JOKyMEHTaMH B
00111€00pa30BaTENBHBIX YUPEKICHHSIX;

MOPSAZIOK KOHTPOJIS TPOXOKICHHS CITY>KEOHOH TOKYMEHTAIIMN U MaTePHUaJIOB;

CTPYKTYpY 00111€00pa30BaTEeIHLHOTO YUPEIKACHUS U COCTAB COTPYIHUKOB;

BHJIbI HOMEHKJIATYp, 0011Me TpeOOBaHUS K HOMEHKIIAType, METOIUKA €€ COCTaBJICHUS U
odopmIeHHS;

opsiZIok popMupoBanus U opopMieHus e, cnernudrka GopMUPOBaHUS OTACIBHBIX
KaTeropuy JAelr;

MpaBHJIa XpPAaHEHHUS /I, B TOM YHUCIIE C JOKyMEHTaMH OTPAHUYEHHOTO JIOCTYIIA;

MpaBHJIa BBIIAYH U UCTIOJIB30BAHUS JOKYMEHTOB U3 CPOPMHUPOBAHHBIX JIETT;

KPUTEPUH pa3leNieHUs] JTOKyMEHTOB Ha TpPYIIBI B COOTBETCTBHM C IIEHHOCTBIO
nHpOpMAIINH, COACPIKAIICHCs B HUX;

MOPSZIOK CO3JIAHMsI, OpPraHU3aIH U IOKYMEHTHPOBAHUS paOOTHI SKCIIEPTHO KOMHCCHH;
MIpaBHJIA COCTABJICHUS U YTBEPKICHUS TPOTOKOIJIA paOOTHI AKCIIEPTHON KOMHUCCHU;
MpaBHJIa COCTABIICHHS M YTBEP)KICHHS aKTa O BBIICICHUH JOKYMEHTOB, HE MO UICKAIINX
XpaHCHUIO;

MpaBWJIa TEXHUYECKOW 0O0pabOTKM M TMOJHOTO OQOPMIIEHHS [iel1 TOCTOSIHHOTO H
BPEMEHHOTO CPOKOB XpaHEHHS,

MpaBUJIa COCTaBJICHUSI OMHUCH JeJl MOCTOSIHHOTO W BPEMEHHOTO CPOKOB XpaHEHHsI B
COOTBETCTBUU C JIEHCTBYIOIIUMU HOPMATUBHO-METOAUYECKUMU JOKYMEHTAMH;

MpaBUJIa NIepeauu Jeil B apXuB 00111e00pa30BaTENbHOTO YUPEXKACHNUS;

MpaBUJIa UCIOJIL30BaHus TenedoHa, hakca, KCepokca, MPUHTEPA, CKaHEpa, KOMIIBIOTEPA;
npaBuiia pabOThI ¢ TEKCTOBBIMU PENAKTOpaMU M 3JEKTPOHHBIMH TabiauiiaMu, 0a3oit
JAHHBIX, YIEKTPOHHOHN MOYTOM, HHTEPHET Opay3epamu;

TEXHOJIOTHIO CO3/IaHus1, 00pabOTKH, epelaui U XpaHEHUs Pa3INYHbIX JOKYMEHTOB;
MpaBUJIa JIEJIOBOI MEPEeNUCKH, COCTaBICHUS U HAabopa JIENOBBIX MUCEM C MPUMEHEHUEM
TUIIOBBIX 00pa3IoB;

JIEJIONIPOU3BOJICTBO U €0 BEACHUE;

TpeOOBaHUS 0 COXPAHHOCTH CIIY:KeOHOUM MH(OpMAaLIKH, 3aIIUTE TEPCOHANBHBIX JAHHBIX;
OCHOBBI 3TUKH U 3CTETUKU;

MpaBuUJIa JEO0BOTO OOIIEHHUS;

MOPSIIOK OKa3aHUs MEePBOM TOBpayeOHOI MOMOIIH;

MOPSIIOK ASUCTBUN MPHU TIOXKAPE WM WHOW YPE3BBIYAIHON CUTYAIINH, SBaKyall1H.

1.8. Jlenonpon3BOAUTENb IIKOJIBI IOTKEH YMETh:

pa6OTaTL co BceH COBOKYITHOCTBIO I/IH(I)OpMaI_II/IOHHO'I[OKYMCHTaHI/IOHHBIX peCcypcoB
O6H.I€O6paSOBaTCJ'II>HOFO YUIpCIKACHUA:

NOJIb30BATHC CIIPABOYHO-IIPABOBBIMHU CUCTEMAMU;

MOJIb30BATHCA AaBTOMATHU3UPOBAHHBIMHU CHUCTCMAMU Y4YC€T4, PCruCcTpaiv, KOHTPOJA U
I/IH(I)OpMaI_II/IOHHO'CHpaBOIIHLIMI/I CUCTCMaMU IIpr pa60Te C JOKYMCHTaMU IIKOJIbI;
NPUMCHATE COBPCMCHHBIC I/IH(I)OpMaI_II/IOHHO'KOMMYHI/IKaI_II/IOHHLIe TCXHOJIOTHUH OJIA pa6OTBI
C JOKYMCHTaMH, B TOM YHUCJIC I €€ OIITUMU3AalIUN U ITOBBIICHUSA B(I)(I)CKTI/IBHOCTI/I;
OpraHHu30BbIBATH pa60Ty o yduetry, XpaHCHUIO W IepcJady€ B COOTBCTCTBYROIICC
CTPYKTYPHOC MOAPA3ACIICHUEC JOKYMCHTOB TCKYLICTO ACIIONPONU3BOACTBA,

HCIIOJIb30BATh HOMCHKIIATYPY ACII MPU HU3YUYCHHUU CTPYKTYPLL 06H_ICO6p8.30BaTCJ'IBHOFO
YUYpCKACHUSA, COCTABJIICHUU omnmucei P(SA) 8

OpraHHU30BbBIBATH pa60Ty 1o (I)OpMI/IpOBaHI/IIO JC€]1 B COOTBCTCTBHUU C yTBCp)KIICHHOfI
HOMGHKJ'IE[TypOfI JCJI IIKOJIBI,

MpaBHJIbHO U CBOCBPCMCHHO (I)OpMI/IpOBaTL JAOKYMCHTEI B JI€JIa C YUCTOM UX CHCI_II/I(I)I/IKI/I;



CHCTEMATU3UPOBATh JOKYMEHTEI BHYTPH JI€JIa;

o0ecrieynBaTh COXpPAaHHOCTh U 3aIIUTY TOKYMEHTOB 0011e00pa30BaTEIBLHOTO YUPEIKICHHUS;
IMOJIb30BATHCA TNEPCUHAMH JOKYMCHTOB U aHAJIMU3UPOBATH q)aKTI/I‘-ICCKOG COZACPIKaHUC
MMEIOIIUXCS B JIeJie TOKYMEHTOB MPH ONPEICTICHIUH CPOKOB MX XPAHCHHS,

0pOPMITSITH OOJIOKKH JIENT IIOCTOSTHHOTO ¥ BPEMEHHOTO CPOKOB XPAHEHHUS B COOTBETCTBUU C
TpeOOBaHUSAMU T'OCYJAPCTBEHHBIX CTAHIapPTOB;

MIPOU3BOJIUTH CTPYKTYPHYIO CUCTEMATH3AIIHIO JICT;

OCYIIECTBJISITh TEXHUYECKYI0 00pabOTKy M MOJHOE O(opMIICHHE €T TOCTOSIHHOTO U
BPEMEHHOTO CPOKOB XpaHCHUS;

COCTaBIIATh OMHUCH J€J MIOCTOSIHHOTO W BPEMEHHOTO CPOKOB XPaHEHHUS B COOTBETCTBUH C
I[ef/'ICTBYIOHH/IMI/I HOPMATHUBHO-METOANYCCKUMHU JOKYMCHTAMMU.

1.9. CoTpymHHK JOKEH 03HAKOMHTBCS C JAHHOM NOJDKHOCTHOW WHCTPYKIMEH, MHCTPYKIMEH 1O
OXpaHe TpyJaa Al JEIONPOU3BOJAMTENS, 3HATh W COONIONATh YCTAHOBJIEHHBIE IpaBWiIa U
TpeOOBaHUs OXpaHbl TPy/a U MOKapHOH 0€3011aCHOCTH, IPaBUJIa TUYHOW TMTHEHBI U TUTUEHBI TPYy/la
B 00111€00pa30BaTEeNbHON OpraHU3aluy.

1.10. [lenmompon3BOUTENb TOJDKEH MPOHTH 00ydeHNEe U UMETh HaBBIKM OKa3aHUs TIEPBOM MOMOIIN
IIOCTPaJABIINM, 3HATh MOPSIOK ACMCTBUM NPHU BOZHUKHOBEHUU I10XKapa WX MHOM YpEe3BBIYANHOMN
CUTYaIlMH ¥ 3BaKyalluu B 00I11€00pa3oBaTeIbHON OpraHu3aIiy.

2. TpynoBbie pyHKIHMHU
K OCHOBHBIM QYHKIIHSIM JIEITOTPOU3BOIUTEIS OTHOCSITCS:

2.1. lIokyMeHTaIMOHHOE 00eCIIeueHUE JISATSIIBHOCTH 001Ie00pa30BaTeIbHOTO YUPEIKICHHS:
2.1.1. Opranusanws pabOTHI C TOKYMEHTaMHU.

2.1.2. Opranuzanus TeKyIero XpaHeHus: JOKyMEHTOB.

2.1.3. Opranuzanus 00pabOTKH J1ei IS TIOCIEAYIOMEeT0 XpaHEHUS.

3. Jlo/KHOCTHBIE 00SI3AHHOCTH
Jlenonpouszeooumeins 6 wikone ocyujecmensien 8blnoaHeHue 0053aHHOCMelL:

aMKax TPyJIOBOM KIIMY OPraHu3aluy paboThl ¢ JOKYMEHTAMU:
MpHeM U NiepBUYHAs 00paboTKa BXOAAIIUX JOKYMEHTOB;
MIpeIBAPUTEIILHOE PACCMOTPEHUE U COPTUPOBKA JIOKYMEHTOB Ha PErHCTPUPYEMble U HE
pEerucTpUpyeMbIE;
MOATOTOBKA BXOJIALIUX JOKYMEHTOB JUIsl PACCMOTPEHHSI TUPEKTOPOM LIKOJIBI;
peructpaius BXoAgIuX JOKYMEHTOB;
OpraHu3aIys J10CTaBKU JOKYMEHTOB UCTIOJTHUTEISAM;
BeJieHUE 0a3bl TaHHBIX TOKYMEHTOB 0011€00pa30BaTeIbHOIO YUPEKICHUS;
BeJIeHNEe NH(POPMAIIHOHHO-CIIPABOYHOM paboThI;
00paboTKa U OTIpaBKa UCXOIAIINX JOKYMEHTOB;
opraHu3aius paboThl IO PETUCTPALIUMH, YUETY, XPAHEHUIO U Mepe/iaye B COOTBETCTBYIOIIHE
CTPYKTYpHBIE MOAPA3JICICHUS JOKYMEHTOB TEKYIIETO AeTONPOU3BOJICTBA;
KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB B 00111€00pa30BaTEeIbHOM YUPEIKICHHUH.

3.2.B paMKax TPYJIOBOU d)VHKHI/II/I Oopraim3alyy TCKYIICTO XPAHCHUA JOKYMCHTOB!

pa3paboTka HOMEHKJIATYphI el 0011e00pa30BaTeIbHOTO YUPEIKICHHUS;

MPOBEpKa MPABIWIBHOCTH O(OPMIICHHS TOKYMEHTOB U OTMETKH 00 UX MCIOIHEHUU Mepe
ux popMupoOBaHUEM B €TI0 IS MOCIEAYIONIET0 XpaHeHHS;

(hopMynHUpoBaHKE 3aroJIOBKOB A€ U ONpe/elieHne CPOKOB X XPAHECHHUS,

(dhopmupoBaHue JE;

KOHTPOJIb MPABUJIBHOTO M CBOEBPEMEHHOTO PACIIPENENIeHUs U TOJIIMBKU JOKYMEHTOB B
Jena.

3.3. B pamkax TpynoBo# hVHKIIMY Oprasu3anuy oopabOTKU e JUIS HOCIEAVIOIIEr0 XPAHEHUS:

MIpOBEpKa CPOKOB XpPAHCHHUA NJOKYMCHTOB, COCTABJICHUC ITPOTOKOJIA pa6OTBI BKCHepTHOﬁ
KOMHUCCHH II0 MOATOTOBKE NOKYMCHTOB K XpaHCHHIO, dKTa O BBIACICHUU K YHHYTOXCHUTIO
JAOKYMCHTOB, HC ITOJICKAIIINX XPAHCHUTIO;



*  COCTaBJICHHE BHYTPEHHEH OMMCH JIeJI ISl 0CO00 HEHHBIX JOKYMEHTOB IIKOJIBI;

* odopmiieHHE AeT IOCTOSHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHEHHS,

* odopmiieHHE OOI0XKKH e TOCTOSHHOTO, TOJITOBPEMEHHOTO CPOKOB XPaHEHUS;

*  COCTaBJICHHE OMHUCH JEJ MOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XpaHECHMS,

* Iepeaaya Jien B apXuB 0011e00pa30BaTEILHOTO YUPEKICHUS.
3.4. Opranu3oBBIBaCT BHEIPEHHE, BeACHUE (B TOM YHWCIIE AaBTOMAaTHU3WPOBAHHOE) M PA3BUTHE
CUCTEM JIOKyMEHTAI[UH, BKIFOYAsl 3JICKTPOHHBIC IOKYMEHTHI.
3.5. Bmecre ¢ ajAMHHHCTpalWed IIKOJBI TMOATOTABIMBACT OTYETHBIC JOKYMEHTBI JUIS
BBITIICCTOSIIINX OPTAHU3AIIHIA, TOTOBHUT CITY)KEOHBIC MMIUChMa, CITPABKH.
3.6. Bexer mpueM mocTymaromieil Ha UMs JUPEKTOpa HIKOJBI KOPPECTIOHACHINH (DIIEKTPOHHOMN
MOYThI), PETHUCTPUPYET €€ ¥ BBINOJHSACT CHCTEMATU3alMI0 COTJIACHO MPHUHSATOMY B
0011e00pa30BaTEIBLHOM YUPESKICHUN TTOPSAIKY, ITOCIE €€ PACCMOTPEHHSI TUPEKTOPOM TIepeIaeT o
HA3HAYCHUIO UCTIOJTHUTEIISM JIJIsl IPUMEHEHUS B XOJIe UX JCSATCILHOCTH HITU MOATOTOBKU OTBETA.
3.7. Bemer TOCTOSHHBIA Y4YET, KAPTOTEKY MPOXOXKICHUS JOKYMEHTOB, KOHTPOJHPYET HUX
WCIIOJIHEHUE, BBIACT TpeOyeMble CIPAaBKH TI0 3apETUCTPHUPOBAHHBIM JOKYMEHTAM.
3.8. BHIMONHSAET OTIpPaBKy MCIIOTHEHHOW KOPPECTIOHICHIIMH aJIpecaTaM, BEJeT y4eT MOIydaeMoi
Y OTIIPABISIEMON KOPPECIIOHCHIINH, CHCTEMATH3UPYET U XPAHUT JOKYMEHTBI TEKYIIIETO apXUBa.
3.9. 3anmmaercs opopMIIEHHEM TPYIOBBIX JOTOBOPOB U JIMIHBIX JIEJI, YCTPAMBAIOIIMXCS HAa paboTy
COTPYJIHHKOB, 00pabaTriBaeT U 0(hopMIISeT Iiepeaady JMIHBIX JIe] COTPYIHHUKOB B apXHB.
3.10. ®opmupyeT TUYHBIE Jefla YICHUKOB, 00YJaIOMIMXCS B IITKOJIE.
3.11. OcymiecTBasieT yueT 00y4JarommXcst JIbTOTHBIX KaTETOPHi.
3.12. Bener KHUTH NMPHUKA30B, TeUaTaeT MPUKA3bl IO OCHOBHOHW JEATEIHLHOCTH, MHBIC TPHUKA3HI.
3HAKOMUT COTPYTHUKOB IITKOJIBI C TPUKA3aMH 1101 TIOJIIUCH B JICHb UX W3/IaHUS.
3.13. CormacHo pacmopsHKEHUSIM TUPEKTOpa IIKOJBI IedaTaeT u  odopMisieT Tpedyemylo
JOKYMEHTAIMIO JJIsi BeACHUS Yy4eOHO-BOCIUTATENBHOM NEATENbHOCTH B IIKOJE, BBIMOJTHEHUS
roJIOBOTO IJIaHa.
3.14. BemomHsier paboTy MO CO3JaHHMIO CIPABOYHOTO ammapara Mo JOKyMeHTaM, o0ecrieuynBaeT
yAOOHBIN U OBICTPBIA UX TIOWCK.
3.15. 3anumaetcss cOOpoM HEOOXOJAUMBIX MATEPUAJIOB IS MOATOTOBKHA COBEIIAHWN PaOOTHUKOB
IIKOJIbI, OTOBEIICHHEM YYaCTHMKOB O BpPEMEHH, MECTE, IIOBECTKE JHsS COBEIIaHUA H UX
perucTpaimen.
3.16.  SBnsercs  cekperapeM  aJIMHUHHUCTPAaTHMBHOTO  COBEUIAHMSI  NpPU  JUPEKTOpE
00111600pa30BaTEIHHOTO YUPEIKICHUS.
3.17. B rpanunax cBoel KOMIIETEHIIMM Y4YaCTBYET B COCTABJICHUU MPOrPaMMBbl DPa3BUTHS
JIeNIONPOU3BOCTBA 00IIe00pa30BaTENBHOIO YUPEXKACHUS, BHOCUT NPEIOKEHHS IO BOIPOCaM
YCOBEPIICHCTBOBAHUS JEIOMPON3BOICTBA 00111€00pa30BaATEIILHOTO YUPEHKICHHUS.
3.18. ObecrnieunBaeT 3aMUTy MpaB U CBOOOJ JeTel, poauTeneil (3aKOHHBIX MPEACTaBUTENCH) pr
00paboTKe MepCOHANBLHBIX MaHHbIX (nanee — [1]]).
3.19. Tlpu wucmoyb30BaHUU DIEKTPOHHOTO OOOPYIOBaHUS, B TOM UHWCIE KIABUATYPbl U MBIIIH,
©XKEIHEBHO Ne3WH(GUIUPYET UX B COOTBETCTBUU C PEKOMEHAALMSIMU MPOU3BOAUTENS JHOO C
MCIO0JIb30BAHMEM PACTBOPOB WM Cal(eTOK Ha CIUPTOBOU ocHOBE (He MeHee 70% crupTa).
3.20. [lemompou3BOIUTENb B IIKOJE CTPOrO COOMIOAAET CBOK JOHKHOCTHYIO HMHCTPYKIIHIO,
MPOXOJIUT MEPUOINYECKUE METULIUHCKUE OCMOTPBI.
3.21. Crporo cobnrofaeT KOH(PpUIESHIINAIBHOCTh EPCOHATIBHBIX JaHHBIX U TPeOOBaHUS O 3aIUTE
n OeszomacHoctu IIJ[ mpu mx oOpaboTke, HEAOMyIIEHHE WX pPACIpPOCTpaHEHHs Oe3 coriacus
cyonekTa [1]] nnu Hanu4uus apyroro 3aKOHHOTO OCHOBAHMS.

4. IIpaBa

J1enonmpou3BOIUTED MIKOJIBLI KIMEET ITOJIHOE MPABO:

4.1. TlpuHUMaTh ydyacTHe B YIPABJICHHUU OOIICOOpa30BATEIbHBIM YUPEKICHHEM B TMOPSJIKE,
YCTaHOBJICHHOM Y CTaBOM.

4.2. Ha pabouee MeCTO, KOTOPOE COOTBETCTBYET BCEM TPEOOBAHHSIM OXPaHBI TPYJa U MOXAPHOU
0€30IMacHOCTH.




4.3. Ha 3amuty cBoel mpodeCCHOHaTbHON Y€CTH U IOCTOMHCTBA.

4.4. Ha nepenavy JOKyMEHTOB Ul UCIIOJHEHHUS M HA TpeOOBaHME OT UCIIOHUTEINEH TPaMOTHOTO U
MPaBUIBHOTO OopMiIeHUs! TPEOYEMBIX TOKYMEHTAIBHBIX MATEPHUATIOB.

4.5. Ha 3anpammBanye OT aIMUHUCTPALIUH IIKOJIbI, TIOJIyYeHHE U TIPUMEHEHHE HHPOPMALIMOHHBIX
MaTepHaJIOB, HOPMATUBHBIX U IPABOBBIX JOKYMEHTOB, HEOOXOIMMBIX JUIS BBITIOJHEHHUS CBOMX
JOJKHOCTHBIX 00SI3aHHOCTEH.

4.6. 3HAaKOMHTBCSI CO BCEMH MMEIOLIUMICS MaTepUallaMi €ro JIMYHOTO JIeNa, OT3BIBAMHU O CBOEH
paborte, ’xano6amMu ¥ UHBIMHU TOKyMEHTAMH, OTPAXKAIOIIUMHU OIICHKY €T0 TPYAa, MPEJOCTaBIATh 0
HUM TIOSICHEHUSI.

4.7. HaMopanpHO€ 1 MaTepuaibHOE [TOOLIPEHNE, HA CBOEBPEMEHHYIO U B TIOJJHOM 00bEME BBIILIATY
3apa0OTHOM TUTAaTBL, a TAKKE€ Ha 3alIMTy COOCTBEHHBIX HHTEPECOB W HHTEPECOB COTPYAHUKOB
LIKOJIBI.

4.8. Otka3zaTtbCs OT BBHITNIOJHEHUS DPAaOOT TNPH BO3SHUKHOBEHHHM YIPO3bI JKU3HU U 3/I0POBBIO
BCJIE/ICTBHE HapyIIEHUs TPeOOBAaHUM MO OXpaHe TpyAa.

4.9. [TocTOSTHHO MOBBIIIATH CBOIO MPO(ECCHOHATBHYIO KBATU(UKAIIHIO.

4.10. Ha 3ammuty cBOMX NMpO(ecCHOHATFHBIX HHTEPECOB CAMOCTOSITENFHO U (MK Yepe3 3aKOHHOTO
MpEe/CTaBUTENS, B TOM UHWCJIE aJBOKaTa), B CiIy4ae IUCHUIUIMHAPHOIO WJIH CIYXKeOHOro
pacciefioBaHMs, CBSI3aHHOIO C HECOOJIOJEHMEM HOpM MpodeccuoHalibHOM 3TukH. Ha
HepasrjalieHue  JAUCIHUIUIMHAPHOTO  (CIy)KEOHOTO)  paccleOBaHUs, HCKIIOYas  Clydad
MIPelyCMOTPEHHBIE 3aKOHOM.

4.11. Ha BcrymieHue B MpoQCoro3bl Ui 3alllMThl CBOMX TPYIOBBIX IPaB, CBOOOJ M 3aKOHHBIX
nHTepecoB. Ha nonydenre counaibHbIX TapaHTUH U JIbTOT, PELyCMOTPEHHBIX 3aKOHO1aTEIbCTBOM
Poccuiickoit @enepanumn.

5. OTBETCTBEHHOCTh

5.1. 3a HEBBITMIOJIHEHNE WK HAPYIIIEHUE JTAaHHOU JOIKHOCTHOW MHCTPYKITUHU JEIONPOU3BOTUTENS B
mkoJsie, YcraBa W IlpaBun BHYTpEHHEro TpPYIOBOIO paclopsliKa, 3aKOHHBIX PaCHOpPSKEHUI
JTUPEKTOPA IIKOJIBI U JAPYrUX JIOKATHbHO-HOPMATUBHBIX aKTOB, a TAKXKE 3a MPHUHATHE PEIICHHM,
MOBJIEKIIUX HapylIeHWe Y4YeOHO-BOCIIMTATEIbHBIX OTHONICHUH, JEJIONPOU3BOIUTENh HECET
JTUCIUTIIMHAPHYIO OTBETCTBEHHOCTh B MOPSIKE, YCTAHOBICHHOM TpynoBbIM 3aKOHOAATEIIbCTBOM
Poccuiickoit @enepanuu.

5.2. 3a npuUMeHeHHE, TaKe OJHOKPATHO, CIOCOO0B BOCITUTAHUS, BKIIOYAIONTUX B ce0s pusmdeckoe
u (WIM) TICHMXOJIOTMYECKOE HACWIME HaJa JUYHOCThIO pPeOCHKa, JEJONpPOU3BOIUTEIH MOXKET
O0CBOOOXIATHCS OT 3aHUMAEMOM JIOJDKHOCTH COTJIACHO TPYJI0BOMY 3aKOHOIATENbCTBY Poccuiickoi
Odenepannn. YBOJIBHEHHE 3a TAKOW IOCTYNOK HE NPUHHMACTCS 3a MeEpy AWCIUIUTMHAPHOU
OTBETCTBEHHOCTH.

5.3. Hecer nucuuminHapHyl0 OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTAIIMH, HAXOJAIICHCs B
KaOWHETE JIeI0TPOU3BOUTEIIS.

5.4. IlpuBnekaeTcss K IUCIHUIUIMHAPHONW OTBETCTBEHHOCTH 3a pasrjalleHue CIy)KeOHOW u
KoH(puaeHIManbHON uHopManuy, HHQOPMAIMHM O MEPCOHANBHBIX ITAHHBIX COTPYIHUKOB U
oOyuaronuxcs 0011e00pa30BaTeIbHOTO YUPEKACHHUS.

5.5. 3a HapymieHue npaBuiI MOKAPHON OE30MACHOCTH, OXPAHBI TPYJa, CAHUTAPHO-TUTHEHUYECKUX
HOPM U MPaBUII JEIOTPOU3BOAUTENH MOXKET MPUBJIEKATHCA K aIMUHUCTPATHUBHONOTBETCTBEHHOCTH
B TMOPSAJKE U B CIy4yasX, YCTAaHOBICHHBIX aJMHUHHCTPATUBHBIM 3aKOHOJATENhCTBOM Poccuiickoii
denepanuu.

5.6. 3a m000e BHHOBHOE MpPUYMHEHHE 0011e00pa30BaTeIbHOMY YUPEKICHUIO WM y4acTHHUKAM
o0pa3oBaTeNbHBIX OTHOIICHHWH ymiepda (B TOM 4HCIE MOPAIBHOTO) B CBS3H C BBIMIOJHEHUEM
(HEeBBITIOJIHEHWEM) CBOUX NPSMBIX JODKHOCTHBIX OOS3aHHOCTEH JeMONpPOM3BOAUTEND  IIKOJBI
HECeT MaTepHUaIbHYI0 OTBETCTBEHHOCTh B TOPSAJKE U B IMpejenaX, yCTaHOBJICHHBIX TPYIOBBIM U
(nnn) TpakIaHCKUM 3aKOHOAaTenbcTBOM Poccuiickoit deneparuu.

6. BzaumooTHomieHus1. CBSI3M 10 JOJIZKHOCTH
Jlenonpon3BOaAUTEIb IIIKOJIbI:




6.1. Jlenonmpou3BoAMTENb BBHIIOJIHIET pabOTy COTIACHO TpaduKy, COCTaBICHHOMY C ydeToMm 40-
94acoBOM paboueil Helenu, U YTBEPKICHHOMY TUPEKTOPOM 0011e00pa30BaTeIbHOTO YUPEKICHNUS.
6.2. ITocrosstHHO 0OMEHMBaeTCs HH(DOpPMALIHE TT0 BOTIPOCAM, OTHOCSIIIMMCS K €r0 KOMIIETEHIINH, C
aIMUHUCTpanuer, Oyxrantepueil, MeJAarorHiyecKUMu paOOTHUKaMH U 0OCTY)KMBAIOIIUM
IIEPCOHAJIOM IIKOJIbl, C POAUTEISIMU JIeTel (JIMAaMHU X 3aMEHSIOIUMHU).

6.3. [Tomywyaer ot aupekTopa 00IIe00pa30BATENBHOTO YUPEKACHUS HH(POPMALUIO HOPMATHBHO-
IIPaBOBOIO ¥ OPraHU3aLlMOHHOIO XapakTepa, 3HAKOMUTCS IOJ PACIUCKY C HEOOXOIUMBIMU
JOKYMEHTaMH.

6.4. BoBpemsi cooOIIaeT MUPEKTOPY IIKOJIBI M €r0 3aMEeCTHTENsAIM 00 WHpopmammu, MpukKasax,
pacnopsKEHUAX U MHOM JOKYMEHTALMM, TIOCTYIIUBILEH 10 3JIEKTPOHHOM ITOYTE.

6.5. Uudopmupyer mupekropa (Ipu OTCYTCTBHUM — HWHOE JOJDKHOCTHOE JHIO) O (hakre
BO3HUKHOBEHHUSI  TPYNIOBBIX WH(MEKIMOHHBIX H  HEeWH()EKIMOHHBIX  3a00yieBaHUII B
o01ieo0pa3oBaTeIbHOM  OpPraHM3allvM, 3aMeCTUTENsl JAUPEKTOpa MO  aJMUHHCTPATHUBHO-
XO3SIICTBEHHOW 4YacTh — 00 aBapUMHBIX CHUTyalusx B paboOTe CHCTEM AIIEKTPOOCBELICHMUS,
MIEPCOHAIBHOIO KOMITBIOTEPA U MHOW OPIrTEXHUKH, OTOIJICHHUS U BOJOIIPOBOA.

6.6. Bo BpeMs OTCYTCTBHUS JEIONMPOW3BOAUTENS €ro OOS3aHHOCTH BBITIONHSET COTPYAHUK,
UMeEIoLUi Bce Tpedyroluecss NMpodeccruoHaNbHble 3HAHWS, YMEHMS W HAaBbIKM, HA3HAUYEHHBIH
MIPUKA30M JIUPEKTOpa MIKOJIbL. J[aHHBIM COTPYAHHUK MPUOOPETAET COOTBETCTBYIONINE MpaBa M HECET
MOJIHYIO OTBETCTBEHHOCTh 32 KaUECTBEHHOE BBINOJIHEHNE BO3JIOKEHHBIX Ha HETO 00s13aHHOCTEH.

7. 3aKII04YUTeIbHbIC MOJ0KEHUS

7.1. O3HaKOMIICHUE JIEJIONPOU3BOUTEINII C HACTOSIIEH WHCTPYKIMEH, OCYIIECTBISCTCS MPH
npuemMe Ha paboTy (10 MOAMUCaHUS TPYIOBOTO JOTOBOPA).

7.2. OnuH SK3eMIUISP MODKHOCTHOW HWHCTPYKIIMM HAXOIUTCS y paboTojaaresis, BTOPOH — Yy
COTpYIHHKA.

7.3. ®akT O03HAKOMJICHUS JCJONMPOU3BOAMTENS C HACTOSIIEH JOHDKHOCTHOW WHCTPYKITUEH
MOATBEP)KAAETCS TMOJMUCHI0 B JK3EMIUIIPE JOKHOCTHOM HMHCTPYKIMM, XpaHSIIeMcs Y
paboTonaTens, a TaKKe B )KypHaJle 03HaKOMJICHHS C JOJHKHOCTHBIMU MHCTPYKIUSIMHU.

C Oondichocmuou UHCMpyKyuell 03HAKOMIEH (@), 00UH IK3EMNIAP NOLYYUL (@)
«  » 202_ . / /




	1. Общие положения
	2. Трудовые функции
	3. Должностные обязанности
	4. Права
	5. Ответственность
	6. Взаимоотношения. Связи по должности
	7. Заключительные положения

