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COIJIACOBAHO.
IlpeAceAareJrb nepBrrqnoft npoQcorornofi
opraHrI3arlnII

IIOJI
o rropqAKe BeAeHrIfl JrrrrrHbrx qe.rr pa6orHrrroB ItrKoJrbI

1. O6qne noJroxeHrrfl

l.l Hacrosqee llonoxeglre o [oprAKe BeAeHI,rt JrrlqHbrx 4el pa6orHEKoB IUKoJIbI onpeAeJrfler

rpe6onauur uo o(fopnureHrrro, 3anoJrueuuto (negeuuto), yrety lI xpaHeHlrK), Bbllartlr JlrrlrlrbD( AeJI Bo

BpeMeHHoe rroJrb3oBaHlre Jr[rtrrbrx 4en pa6orrurtKoB, a raxxe orBercrBeHHocrr, [paBa pa6ornuron u

Ar.rpeKropa MEOy flolurorAelrcroft coru (.uanee - Ilkona).
1.2. Ilu'moe Aeno pa6ornura - coBoKynHocrb AoKyI![eHToB nepcoHanbHoro )Flera, coAepxarr{ux

cBeAeHI{t o pa6ornure }r ero tpygonoft AetreJrbHocrl'I.
1.3. .{annoe flonoxenue pazpa6orruro c rleJrblo pernzMeHTaquu pa6orbr c JIutmbIMI.I AeJrzM}I

pa6oruuroB mKoJr6r, B coorBercrBr.ru c rpyAoBbrM KoAeKcoM P@, Oe4epaJIbHbIM 3aKoHoM ot 27.07 -2006

iVn tSZ <O nepconarrbHbD( Aarrrrbx), Oe4epanrublM 3aKonorr,r PO or 29.12.2012 r. Ns 273-(D3 (06
o6paronanuu n PO>, Yrasor,r flpesu4enra or 30.05.2005 Ns 609 <06 yrnepxAeHulr flonoxenu.f, o

rrepcoHzrJrbHbx AarrHbD( rocyAapcrBeHHoro cnyxilqero Poccuftcroft Oeaepaqplfi [r BeAeHI{I4 ero Jll{trlroro

AeJro), KonnerrunHbry AoroBopoM r{ Ycta.Bor{ MEOy flonurorAenrcroft com.

2. Ilopraor QoprvrnpoBanrrfl JrrrrrHbrx,qe.rr p a6orHrrKoB

2.1. Oopur,rponanue Jrr{rrHoro Aena pa6ornuron ItrKoJrbI lrpo}r3BoA}rrcff AfipelffopoM

HenocpeAcrBeHHo rrocJre uprreMa B ilKoJIy vurr4 rlepeBoAa rleAarora Lr pa6ornura vrs Apyrofi

o6paaonarenrnofi opraHlraqlrlt rr roJrbKo uocJle lroJrfreHlrfl or pa6ourr{Ka coulacr4s, Ha o6pa6orry ero

rrepcoHallbHbx AuurHbD(.

2.2.llpu 11ocryfineHvzt Hapa6ory fleAarorutlecKlle pa6orunru ilpeAocraBJulrcT:

- 3tltBJleHve o rPlreMe ua Pa6orY;

- rracflopr nnu :anoir AoKyI!{eHT, yAocroBepsrcqufi nl'Iquocrb;

- crptxoBoe cBI,IAeTenbcrBo IreHclIoHHOrO CTptXOBAHVfr';

- u4eutu$LlKalllroHnblfi nouep HzulorotlJlarenblrllrKa;

- AoKWeHT BolrHcKoro frera (4nx noenuoo6sgaHurx JII,Iq, upu narnrw,rn):

- AoKyr(eHrrr o6 o6Pasonanuu;

- arrecralllroHHhle Jrltcrbl (npn nanu'*rn) ;

- yAo croB epeullrl o rloBbtrtreHllz rnanu (f uKaIIru (npu uawrmu) ;;

- AoKWeHrbr o lrarpoxAenuu(npu nwm'mn);;

- crpnBKy o H4Jrlrqlrr (orcyrcrnnu) cy4urr,rocru u (nnu) ([arra yroJloBuoro rlpecJleAoBaErra;

- TpyAoByIo KHI'IXKy;

- MeAlrqlIHcKyIo KHIIXKy;

- cBprAerenbcrBo o 6pare r4Jrht o pacropxefruu 6para(npunwrtwlu) ;;
- cBllAereJrbcrBa o pox(AeHI'Iu Aerefi (upu uanuunu) ;.

IIpu nocrynJreHvlr na pa6ory lrHbre pa6ornuru ilpeAocTaBJurroT:

- 3atBJIeHrIe o rrP]IeMe na Pa6ory;

- flacuopr uttu urtoit AoKyI\[eHT, yAocroBepnoquft JlrlqHocrb;

- crpaxodoe cBllAerenbcrBo rreHclaoHuoro crpaxoBauvfl;

- ugentuslr aqr'ronnrrft HoMep HzlrlorolrJlarenrl{ura;

- AOKyr\(eHT BotrHcKoro rreTa (4nx noeuuoo6ssauHrx nlrq, flpu u?J|Iuuuu) ;);

- AoKylleHru o6 o6Paronauuu;

- crrpaBKy o :aaJrvrrrprfi (orcyrcrnuu) cyguuocru u (unu) (farm yronoBHoro upecJleAor,alJtrs;

- TpyAoByIo KHIDKKy;

- MeATIIIIIHCKyIO KHI'IXKy;

- cBr.rAeTenbcTBo o 6paxe vrfi4 o pacTopxeHuu6parca (upu narmwru) ;;

- cBlrAereJlbcrBa o poxAenfiIa Aerefi (npn naauurnz) ;.
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2.3. Pa6otoAareJlb o@oprr,rnrer:

- nurlHylo KaproqKy Ns T-2;

- rrpuKa3 o rrp[eMe ua pa6ory (o nepeueqeHl,I]I Ha Apyrre 4onxnocru);

- rpy4onofi AoroBop B AByx srceMrlJrtpax;

- .4OIXHOCTHyIO I{HCTpyKII[rc.
2.4. P a6or oAarenb 3HaKoMI,Ir :

- c YcranoM mKoJIbr I{ ApyrI'IMI'I JIoKzIJIbHbIM}r aKTaM}r;

- c Aonnuocrnofi uncrPYrqueft;

- [poBoA[rr snoAuufi r,rHcrpyKTaDK, rrHcrpyKTzDK rro oxpilre rpyAa, I.IHcrpyKTzIx flo

rrporlrBolroxapnoft ra arrrllTeppopucrnqecrofi 6esouacuocrl'I.

2.5. O6ssarenrnoft frBlraercs BHylpeHHrr ollrlcb AoKyI![eHToB, I{Melolq}rxct B rI.ItIHoM AeJre.

Buyrpeuurx o[]rcb cocraBJrlerc .Ha orAeJIbHoM JII{cre.

3. BeAenne JrrrrrHbrx Ael pa6orHrrnoB

3. I . flepuuvnoe otf opMJIeHue JrI{rIHoro Aena rpe.rycMarpnBaer:

a) npucnoeHlre Jrr{trHoMy AeJry HoMepa corJlacHo )KypHarly frera nI,ItIHbrx Aen;

6) upocraureHr{e na o6noxre [r,rqHoro AeJIa cJleAylou1Iax peKBrI3I,IToB: LIHAeKc 4ena (n

coorBercrBr,rr{ c HoMenxnarypoft AeJr rrrKonbr); nomtoe HavMeHoBaH}Ie rIrKoJIbI; HoMep JII'IrIHoro Aena;

(favunua r{Mr oTqecrno pa6orHr,rKa B r.rMeHrITeJIbHoM rl4Aexe; Aarbl - roA HaqaJIa I'I roA oKoHqaHurl

BeAeHI{t Aelra;
n) noMerrleHue AoKWeHToB, rroAJrexalqlx xpaHeHlrro B cocra3e JrI{rrHbD( AOn, B

xpoHonorl{qecKoM rloptAKe :

- BHyTpeHHss. onldcb AoKyN[oHTOB Aena;

- 3uuIBJreHI,Ie o ilprleMe ua Pa6ory;

- KorItII4 ,qI,InJIoMoB o6 o6pasonaHurur;

--cupaBKa o HaJrr,rqfir,r (orcyrcrnuu) cy4ulaocnau (utm) (parra yroJloBHoro rpecneAoBalJufl;

- corrlacue na o6pa6orny nepcoH:ulbHbD( AaHHbrx;

- rpI,IKtt3bI o rprleMe na pa6ory lI [epeBoAe Ha ApyFyIo pa6ory;

- rpy4onoft AoroBop lr Aolom{}rreJlbHble coHIarIreH}It K HeMy;

- AoroBop o nolnofi Marepr{anbnoft orsercrBeuHocru (ecnn pa6ornur - Marepllanblro

orBercrBeHuoe nrqo);
- Kotlulr AoKyMeHToB o IroBbIrleHI{}r KBaJII4(fI'rraquu;

- KOnI{U ar-recTaul'IoHHbD( nucToB;
_ KONI'I}I AOKYMEHTOB O HAIPAXAEHIIIJ;

- rvrsnas KaPToqKa Ns T-2
3.2. C uenbro o6ecneqeurlr HaAnexarqefi coxpaHHocrl,I Jlrlrtrroro Aena pa6oruuroB IIrKoJrbr Ll

y4o6crna n o6paqenw c Hvrv_ npu ([oprranpoBaHl,Iu AoKyI\[eHTbI uoMelqalorct B orAeJIbHyIo uanry. llpu
yBOnbHeHlIra pa6Ornura [pOu]IBaIOTcf, H]ITK1MI.I [I CAaIOTcS B apxl{8.

3.3. Jft,rquoe Aeno BeAercr B TeqeHr.re Bcero neplloAa pa6orrr Kax,uoro pa6oruura llkolrr.
3.4. [atrcneftlree BeAeH]re Jr]rrmoro 4ena pa6orrrl{Ka rlpeAycMarpl,IBaer rloMeuleHlle B Aeno

AoKyMerrror, o6pasyrorq[xcr B rrpoqecce pa6o.refi Aef,TeJlbHocrtr Lr I,IMeIouI]rx 3HaqeHI'Ie AJIfl rpyAoBbD(

ornoruenraft:

- 3a'BJIeHI,IS O [epeBOAe Ha ,4pyfylo AonxHocTb;

- .uolonHl{TeJlbHbre cofJlulllreHrI,I K TpyAOBOMy AOfOBOpy;

- Korrlrr{ [p]rKa3oB rro Jr]rrrrroMy cocra3y, Koropble Kacarorct pa6oruura;

- Korrlru AoKyMeHToB o noBblrleHlrlr KBtlrll{tfur<aqnn;

- KOIII.IU aT'reCTauI{oHHbD( II{CTOB;

- KorILt[ cePrutPuraroB, rPaMor;

- I,IHbIe AOKyMeHTbI.

3.5. B rleJrrx o6ecneqeHr,r.ff KoHTporu 3a coxpaHHocrblo I'I aKTyaJlbHocrbro

exeroAHo rrpotr3BoArrrcr rrpoBepKa cocrosHI,IJI rntlHofo Aena pa6otnrr<on

coxpaHHocTr{ BKJrroqeHHbrx B Hero AoKyMeHTOB I,I CBOeBpeMeHHOe 3arIOJIHeHue.

4. Ilopr,qon xpaHeHrlfl ll yrrera JrrlrrHbrx ge.n padorHrrKoB

Jrr,rrrHbx .ueJI B llhole
mKoJIbI Ha rIpeAMeT

4.1 XpaneHrre u 1nrsr Jrr.rrnbx 4en pa6orullKoB tuKoJIbI opfaHl,I3ylorct c qenbro 6ucrporo flotrcKa

Jrrrqrrbx Aen, o6ecnerreHrrfi r.rx coxpaHuocrtl u xon(fu4eHIIlIaJIbHocrI'I cBeAenufi, co4epxalquxct B

AOKyr!{eHTax Jl}rrtrrbx AeJI, oT HecarrKrII',IOHI{pOBZUIHOTO AOCTyrIa.
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4.2.Ilu,rnrte Aena pa6otrzroB xpaHrrcr s ra6rurere AI,IpeKTopa rrrKoJrbr.

4.3. TpyaoBbre KnlrlrcKr,r, MeAr,rq[HcKr,re KHrrxKrr xpaHrrcs n cefiSe s ra6Nuere Ar.rpeKTopa rrrKoJrbr.

4.4. fiocryrr K Jr]rrrHbrM AenaM pa6ornuroB rIMeIor ALIpeKTop rrrKoJrbr r{Jrr,r Jrr{rlo, uclonHsrorqee ero
o6sgaHHocrl,I, I,I 3aMecrI{TeJII,I AupeKTopa.

4.5. Jlu.nrue Aena pa6oururoB rrrKoJrbr, 3aKoHqeHHbre Aenolporr3BoAcrBoM Ao I tunapt 2003 rom,
xpaHrrcr 75 ter, rocne I tnnapt 2003 rola - 50 rer. JluqHrre Aena Ar{peKropa IITKoJIEI LIMeIor

uocrosHHsnl cpoK xpaueHr,rr.
4.6. Bruaqa xonvft AoKyr!{eHToB rrpo}r3Bo4urct rlo Jrr,rqnoMy 3arrBneHraro pa6orHuKa. Konura

AoKyr\[eHToB AoJr]r(Hbr 6rnr sanepeHbr u [peAocraBJIeHbI pa6orHury B TeqeHI,Ie rpex 4Heft co AHt noAarlu
3A'IBJIEHI,IS.

5. Orfop*ureHrre JrrrrrHbrx AeJr pa6ornurcoB rlepeA cAaqeft B apxrrB
5.1. O$oprvureHrre Jrr,rqubx 4en Ant flepeAaql,I B apxuB [pou3BoAr,rrcr A]rpeKTopoM IrrKonbl.

5.2. Ilepeaaqa Jrr,rrrHbrx Aen B apxLrB ocyqecrBJrrercr rrocne 3aBeprrreHur r,rx B Aenolpol,I3BoAcrBe.
llpe4napureJrbHo flpoBeprercr noJrHora vr [paBl,InbHocrb rIoAforoBKLI JILTIHIx Aen K [epeAaqe.
BusgreHHrre rrpu rrpoBepKe HeAocrarKpl ycrpaHtlorct.

6. OrnercrBeHHocrb pa6oro,qareJrfl rr pa6orHnrca
6.1. Pa6ornr,rKr,r rrrKoJrrr o6sgaHrr cBoeBpeMeHHo rrpeAcraBJrrrb cBeAeHr.rr o6 ugueneHl{I,I cBo}rx

- [epcoHaJIbHbD( AaHHbD(, BKJIIOqoHHbX B cocraB JI[ItlHoro Aela.
6.2. Pa6otoAarenb o6ecne.ryrnaer:

- coxpaHHocrb JITI.IHID( gen pa6orul,IKoB mKonbl;

- xon(frE4eHrllanbuocrb cBeAeHr{fi, co4epxaqrnxc.f, B JIrIrIHbtx Aenzx pa6otur.It<oB ItrKoJIbI.

7. Ilpana pa6oro.qareJrfl rr pa6ornnra
7.1. Pa6orn[Krl rIrKoJrbI LIMeIor rlptlBo:

- rron1nrarb [onnyro unQoprvrauuro o cBoI,Ix [epcoHaJIbHbD( AaHHbrx n o6 o6pa6orKe gTrIx AaHHbx;

- NON)ruIATb AOCTYN K CBO}IM IIEPCOHIIIIbHbIM AAHHbIM;
_ [ON}TqATb KOIIEI,I AOKYI\{EHTOB;

- rpe6onarb r{cKJrroqenur LrIrr4 rrclpaBnenllr HeBepHbx vt HerIoJIHbrx (ncraxeuurn<) cBo}Ix

rrepcoHanbHbD( AaHHbD(.
7 .2. P a6o toAarenb I,IMeer rlpaBo :

- o6pa6arrrrarb nepcoHaJrbHbre AaHHbre pa6oruuxoB, B ToM qI,IcJIe n Ha sneKTpoHHbrx HockITeJUrx;

- 3alpam[Barb or pa6orurEron nn(foprrrallulo, ueo6xoAurtylo Ant BeAeHI,It JIITqHbD( Aen vr

o6pa6orxu repcoHanbnbx AaHHbrx.


