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HOJIOKEHUE
O MOPSJKE BEICHHUSI JINYHBIX JIEJI II€1arOrOB U COTPYAHUKOB

1.OBIUE ITOJIOXKEHUA

1.1 Hacrosee [onoxenue onpeaenseT nopsaAoK BeACHUS JIMYHBIX JE] Me1aroroB U
COTPYJIHUKOB IIKOJIBI.
1.2 Tlonoxxenue pa3paboTaHO B COOTBETCTBUH C:

o Ykazom IIpesunenta Poccuiickoit deneparuu ot 30.05.2005 1. Ne 609 «OO6 yTBepkIeHUN
[TonoxxeHust 0 NEPCOHANIBHBIX AJAHHBIX TOCYIAPCTBEHHOIO citykaiiero Poccuiickoi
denepaliuy ¥ BEICHUH €TI0 JUYHOTO ACNay;

o TpynoBem konekcom PO;

o KomnektuBHbiM goroopom OY;

e YCTaBOM LIKOJIBI.

1.3 KoHTpoJIb 32 BEJICHUEM JIMUHBIX JIE] MIE1aroroB U COTPYAHUKOB BO3JIaracTcs Ha TUPEKTOpa
IITKOJIBI.

2. HOPAIOK ®OPMHUPOBAHUSA JIMYHBIX JEJ COTPYIHUKOB

2.1 ®opMupoBaHUE JIMYHOTO JeJia MeJaroroB ¥ COTPYIAHUKOB IIKOJIBI IIPOU3BOIUTCS
HEMOCPEJICTBEHHO Tociie ipuema B OY uin nepeBojia MeaaroroB U COTPYAHUKOB U3 IPYToro
00pa3oBaTENHLHOTO YUPEKICHHUS.
2.2 B COOTBETCTBUU C HOPMATUBHBIMU JOKYMEHTAMH B JINYHBIC JIeIa TIEJaroroB U COTPYIHUKOB
IIKOJIBI BKJIAIBIBAIOTCS CIEAYIONINE JOKYMEHTHI:
Ileoazcoz wikonwl npedocmagisiem:

o 3asBieHUE O IpUeMe Ha paboTy;

« ABTOOUMOTrpaduio;

« Komuto macnopTa uim HHOTO JOKYMEHTA, YI0CTOBEPSIOIIETO JIUYHOCTD;

« Komuio cTpaxoBoro cBUAETENHCTBA ICHCHOHHOTO CTPaXOBaHUS;

o Komwmro naeHTHHUKAIIMOHHOTO HOMEPA HAJIOTOILIATEIbIINKA;

o Kommu noxymenToB 06 o6pazoBanuu;

« Komuu 10okyMeHTOB 0 KBATH(DHUKAIIIY WM HATMYUH CIICIIAATBHBIX 3HAHHIA;



o TpynoByIO KHHXKY;
o Komnuu 1oxymMeHTOB BOMHCKOTO yueTa (11 BOGHHOOOS3aHHBIX JIHI)
« Kommro cBunerenscTBa 0 Opake;
« Konuro cBuzmeTenscTBa 0 pOKICHUN JETEN;
o 3asiBIEHUE O NEPEBOJIE;
o MemuIuHCKYIO KHUXKKY,
o Komnuu 10KyMeHTOB O HarpaxJacHuU;
o Komnuu artecTalimoHHBIX JTUCTOB;
o YI0CTOBEpPEHHUS O MPOXOXKICHUN KYPCOB, SKCIIEPTHHIC 3aKITIOUCHHUS;
o Cornacue Ha 00pabOTKY NePCOHATBHBIX JAHHBIX.
CompyOHuK wKoasl npeodocmasisiem:
« 3asiBIIEHUE O MpUeMe Ha paboTy;
« Komnuro nacnopra uian HHOro TOKYMEHTA, YI0CTOBEPSIOIIETO JINYHOCTH;
« Komumro nokymenta 06 o6pazoBaHuuy;
« Komuro cTpaxoBoro cBUETENbCTBA IEHCUOHHOIO CTPAXOBaHHS;
o Konuro naeHTuUKaMOHHOTO HOMEPA HAJIOTOTUIATEIIbIIHNKA;
o TpynoByro KHUXKKY;
o Komnuu 1oKkyMeHTOB BOMHCKOTO yueTa (1151 BOEHHOOOSI3aHHBIX JIHIT)
« Komnuto cBunerenscTBa o Opake;
o Konwuto cBUETENBCTBA O POKICHUU JIETEM;
o Coryacue Ha 00pabOTKY NEPCOHATBHBIX JJAHHBIX;
o MeIUUUHCKYIO KHUXKKY.
Pabomooamenv ogpopmnsiem:
e TPYAOBOI AOTOBOP B ABYX AK3EMIUISIPAX;
¢ IpHUKa3 O pueMe Ha padoTy (0 MepeMeIeHUU Ha APYTHE TOJKHOCTH);
o JUYHYIO KapTOuKy NeT-2;
¢ JIOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamens snakomum:
e YCTaBOM HIKOJIBI,
o C DOJKHOCTHOM MHCTPYKLMEMH;
o [IpoBOAMT BBOMHBIN MHCTPYKTAXK, HHCTPYKTAXK IO OXPaHE TPYyAa, HHCTPYKTAXK 10
MPOTUBOMOKAPHOU 0€30MaCHOCTH.
2.3. O0s13aTeIBHOM SIBISICTCS BHYTPEHHSIS OMUCH IOKYMEHTOB, HMCIOIITUXCS B JIMTYHOM JICTIC.

3. IOPAJOK BEAEHUSA JTUYHBIX AEJ HEJAI'OI'OB U COTPYJIHUKOB

3.1 JInuHOe neno negaroroB ¥ COTPYAHUKOB IIKOJIbI BEAETCS B TEUEHHE BCETO MEepHoa paboThI
KQ)KJI0T0 TIeAarora U COTpyAHUKA.
3.2 Benenue TMYHOTO Jieia MPelyCMaTPUBAET:

« [IloMemenue JOKYMEHTOB, TOJIEKAIIUX XPAHEHHUIO B COCTaBE JIMYHBIX JIET, B

XPOHOJIOTMYECKOM MOPSAKE:

- 3agBIIeHUE;

- JInynas xaprouka T-2;

- ABTOOUOTrpadus;



- Konuu noxymeHTOB 00 00pa3oBaHuu;

- Komnust mpukasa o mpueme Ha padoTy;

- JIoKyMEHTBI O TIOBBIINIEHUN KBATH(PUKAIMOHHOTO YPOBHS: aTTECTAIMOHHBIN JIUCT,
yIIOCTOBEPEHHUE O

MIPOXOKJICHUU KYPCOB, IKCIIEPTHOE 3aKITIOUCHUE;

- Konnu 1okyMeHTOB 0 HarpakJIeHUH, MOOIPEHHUH;

- Coruacue Ha 00pabOTKy NEPCOHANBHBIX JAHHBIX.

e Kcepokoruu: - macropra (CTpaHHIIBI ¢ IEPCOHATBLHBIMHU JTAHHBIMHU, O MECTE
perucTpaiun);
- BOCHHBIN OmteT (17151 BOGHHOOOS3aHHBIX JIHII);
- CBUJICTEIILCTBO O Opake, pacTOpKEHUU Opaka (eciiu Takoi
UMeeTCs);
- CBUJICTEIIBCTBA O POXKICHUH JICTEH;
- CTPaxoOBOTO CBUJICTEIILCTBA,
- UHH
o ExeromHyro mpoBepKy COCTOSIHHS JIMYHOTO JIeJIa TIearoroB M COTPYIHUKOB IIKOJIBI HA
IIPEIMET COXPAHHOCTH BKIIIOUCHHBIX B HETO JJOKYMEHTOB U CBOEBPEMEHHOE 3aITOTHCHHE.
o JluCTBHI TOKYMEHTOB, MOIIIUTHIX B JIMYHOE JICIIO, ITOJICKAT HyMEpaIiy.
o JIMuHOE Je10 perucTpupyercs B KypHaJIe «YUeT JUIHBIX JeT»
o TpynoBble KHIKKH, METUIIMHCKUE KHIKKH XPAHITCS OTACIBHO Y JUPEKTOPA IITKOJIBI.
o JlomKHOCTHBIC HHCTPYKIIUU XPAHATCS B OT/IeNIbHOM Manke OY.

4.ITIOPAJOK YUYETA U XPAHEHUA JIMYHBIX JAEJI IEJAT'OT'OB U
COTPYJAHUKOB HIKOJIBI.
4.1 XpaHeHue 1 ydeT JIMYHBIX JIEJI IE1aroroB U COTPYAHUKOB IIKOJIBI OPTaHU3YIOTCS C LIENBIO
OBICTPOro U 0€30MHUO0YHOTO MOUCKA JIMYHBIX JIeJI, 00ECTIEYEHUS UX COXPAHHOCTH, a TAKKE
obecrneueHrs KOHPUICHIIMAIBHOCTH CBEJIEHUH, COJIEPKAIIUXCS B JOKYMEHTaX JIUYHBIX /€], OT
HECAaHKIIMOHUPOBAHHOTO JA0CTYyMA!
o TpynoBble KHWKKH, METUIIMHCKUE KHUKKH XPAHSITCS OTACIBHO Y JUPEKTOPA IIKOJIBI.
o Jl0JDKHOCTHBIE MHCTPYKIIMU XpaHATCS B OTAENbHOU nanke OY.
o JluuHble nena COTPYAHUKOB XPAHATCS y TUPEKTOPA IIKOJIBI.
o JlocTyn K TMYHBIM JeaM NEeJaroroB U COTPYIHUKOB IIKOJIBI UMEIOT TOJIBKO 3aM.
nupekropa o YP, BP, nupextop mkosl.
o CucremaTuzanus JMYHBIX J€]1 NE€AAroroB U COTPYIHUKOB IIKOJIbI IPOU3BOAUTCS B
aaBUTHOM TOPSIIKE.
o JIuuHble fena negaroroB U COTPYIHUKOB IIKOJIbI, UMEIOIIUX TOCYJapCTBEHHBIEC 3BAHMUS,
MPEMUHU, HArpabl, y4€HbIE CTENICHHU U 3BAHMS, XPAHATCS 75 JIET C roJja yBOJIbHEHUS
paboTHUKA.

5.ITIOPAJOK BbIJAYHA JIMYHBIX AEJ BO BPEMEHHOE ITOJb30OBAHUE

5.1 Beraaua au4HbIX 1€ (OTAENbHBIX JOKYMEHTOB B COCTaBE JIMYHOIO JI€Ja) BO BPEMEHHOE
M0JIb30BAaHUE MIPOU3BOIUTCS C pa3pelIeHUs AUPEKTOpa MIKOJIbl. Bpems paboThl orpaHuYMBaETCS



npezenamMu oHOro padouero aHs. B koHIe pabodero AHS TUPEKTOp 0053aH YOEIUTHCS B TOM,
4TO BCE JIMYHBIE JIeN1a, BbIJaHHbIE BO BpEMEHHOE MOJIb30BaHUE, BO3BPAILIEHBl HA MECTO XpaHEHUS
U €CTh JIU HEOOXOAUMOCTH JIJISl PUHSATHUS MEP K UX BO3BPALLIECHHUIO HIIA PO3BICKY.

5.2. ®akT BbIIAYH JIUYHOTO Jiesia (GUKCUPYETCS B KOHTPOJIHHOM >KypHaJe.

6. OTBETCTBEHHOCTD

6.1 Iledazoeu u compyOonuxu MKOIbI 00S3aHBI CBOEBPEMEHHO MPEACTABIIATH CBEIACHUS 00
U3MEHEHUU B NIEPCOHAIBHBIX JAHHBIX, BKIIIOUEHHBIX B COCTaB JIMYHOTO JIEJNA.
6.2 PaboTomareiir 00€CIIEUnBaET:
e COXPaHHOCTH JIMYHBIX JIeJ MIEaroroB U COTPYAHUKOB IIKOJHI,
¢ KOH(UICHIMATIHLHOCTD CBEJACHUMN, COACPKAIIMXCS B IMUHBIX JIeIax MearoroB 1
COTPYAHUKOB IIKOJIBI.
7. IPABA

7.1 J1ns oOecrieueHust 3alUThI IEPCOHATBHBIX TAHHBIX, KOTOPBIE XPAHATCS B JTMYHBIX JeIax
MEJIaroroB U COTPYTHUKOB IIKOJIBI,
neoazoz2u u COMpYOHUKU WKOIbL UMEIOM Npaso.
o [lony4unTh MOMHYIO MHPOPMAIINIO O CBOMX NMEPCOHATBHBIX JAHHBIX U 00pabOTKE ITUX
JAHHBIX;
o Ilosy4nTh OCTYI K CBOUM MEPCOHAJILHBIM JIAHHBIM;
o [lonyunTs KOMMM, XpAHAIIUECS B JUYHOM JEJIE U COJIEPKALIUE TEPCOHATBHBIE JaHHBIE.
o TpeboBaTh UCKIIOYEHUS WM UCTIPABIICHUS HEBEPHBIX, UM HEMOJHBIX
MEPCOHAIBHBIX IAHHBIX
pabomooameins umeem npaso:
o OOpabatpiBaTh MEPCOHAIBHBIC TAHHBIE TIEAATOTOB U COTPYIHUKOB IIKOJIbI, B TOM YHCIIE
Y Ha 3JIEKTPOHHBIX HOCUTEIISIX;
o 3ampocuTh OT MEAArOrOB U COTPYAHUKOB IIKOJIBI BCIO HEOOXOUMYIO HH(OPMAITHIO.



