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OJIOKEHUE
'O BEJIEHUY JINUHBIX JIEJ] PABOTHUKOB

I'bBOY «TakTajauykcKas IIKOJIA-HHTEPHAT



1. ObGaacTb npuMeHeHHs
HacTosiiee nonoxenne siBISETCS JOKATBHBIM aKTOM M OINpEIeIaeT MOPSIOK BeaeH s
AHYHBIX 7en menaroroB U cotpyaHukoB ['BOY «TakTtamagykckas mkona-uHTepHAT» (Hanee -
[IIxoma), OCHOBHas LeJb KOTOPOro - perjaMeHTauud paboTel ¢ JHYHBIMH JelaMH
COTPYIHHKOB IIKOJIBI HETIOCPEICTBEHHO Moce Npuema Ha paloTy.

2. HopmaTHBHBIE CCHLIKH:

Hacrosiee [Tonoxenue pazpaborano Ha OCHOBAHHH:

. Vkaza Ilpesunenta Poccuiickoii ®@enepamuu ot 30.05.2005 1. Ne 609 « O
yTRepKIcHUH [lomoweHnss © MNepcOHANBHBIX JAHHBIX TOCYAapCTBEHHOTO CIYKaIero
Poccuiickoii @enepaiiii 1 BEACHUH €T0 THYHOTO AeNay;

. [Ipukaza MunoGprayku Poccun ot 30.08.2013 N 1015 (pen. ot 13.12.2013)
"O6 yreepkmenmm llopsiika opraHWzallid W OCYIIECTBIEHHS  00pa3oBareiabHOM
JeATENILHOCTH 10 OCHOBHBIM 0011e00pa3oBare/ibHbIM [IPOrpaMMaM - 00pa30BaTe/IbHbIM
nporpaMmMaM HauvalbHOTO 00LUIEro, OCHOBHOIO 00WIEro W cpeaHero odwero odpaszosaHus'”
(3aperucrpupoBano B Muntocte Poccun 01.10.2013 N 30067).

. @®enepansHoro 3akoHa ot 27.07.04 Ne79 — ®3 «O rocynapCTBEHHOH
rpaxcianckoi ciyxoe Poccuiickoii @enepauun»; (pea. ot 05.10.2015, ¢ uam. ot 14.12.2015)
(C U3M. H J01I., BCTyI. B cuny ¢ 01.01.2016)

. Tpynosoro xonekca PO;

. KonnexkTuHOro 10rosopa;

3. O0mme noJ10KeHnst
3.1. Hactosmee IlonoskeHue onpelessieT HOpsSIoK BEeASHUs JTMYHBIX JIe)l [1e1aroros u
COTPYAHHKOB LIKOJIBL.
3.2. Hacrosiee moJjioKeHHe YTBEPIKIACTCS IMPHKA30M IO IIKOJE W ABISETCS
00s13aTeTLHBIM /I BCeX KaTeropHii MeAarori4eckux U APYrux COTPYAHUKOB LIKOJIBL.
3.3. Bemenne mWYHBIX el TEJArOroB M COTPYAHWUKOB IIKOIBI BO3JAracTcs Ha
cekpeTaps WKOJIbL

4. ITopsiaok popMHPOBANHA JHIHBIX €I COTPYAHHKOB
4.1 dopMupoBaHHE JIHYHOTO JeJia [eJaroroB H COTPYIHHKOB IIKOJILI MTPOM3BOIHTCS
HEMOCPEACTBEHHO INMOCIE TMpHEMa B MIKOJY HIH MEpeBoJa IeJaroroB M COTPYIAHHKOB M3
Jpyroii 00pa3zoBaTenbHOIl OpraHU3aLiH.
4.2 B cOOTBETCTBHH ¢ HOPMATHBHBIMH JOKYMEHTaMH B JIHYHBIE J€JIa IEJAroros U
COTPYAHHKOB IIIKOJIBI BKJIABIBAOTCS CIIEAYIOMINE TOKYMCHTEL:
lledacoeu: ; _
« 3agsieHue o mpueme Ha pabory;
o Aprtobuorpadus;
+ Komnus nacrmopra I HHOTO JOKYMEHTA, YAOCTOBEPAIOLIErO JIHIHOCTE,
o Komnus cTpaxoBoro cBHIeTeIHCTBA IEHCHOHHOIO CTPAXOBaHHS;
o Komnus naeHTHGHUKAITMOHHOTO HOMEPa HATIOT OIIATC/ILIIHKA,
o Komusa nokymeHnToB 00 o0pazoBaHuH;
o Konus 10KyMEHTOR 0 KBATH(DHKALMH WIK HAIMYHH ClICLHUAJILHBIX 3BAHU;
e BLIIHCKH H3 IPHKA30B O IPHCBOCHUN KBATH(HKAIHOHHOH KaTeropHHu;
o (mpaBKy O HECYIHMOCTH.

Compyonuru:
o 3assrenue o HpHeMe Ha padoTy;
« Komnus nacropra wiid HHOro JOKyMEHTA, YAOCTOBEPSIOLIErO JIMYHOCTD;
» Konus cTpaxoBoro cBHAETENHCTBA IEHCHOHHOTO CTPAXOBAHHS;




«  Komnus nueHTHUKATHOHHOTO HOMEPa HATOTOMIATE/BIINKA;
« Komnust noxymeHnToB 00 00pa30BaHHN

Pabomooamens ogopmisem:
¢ TPYJOBOIi JOTOBOP B JIBYX 9K3CMILIAPAX;
e TpuKa3 O mpueMe Ha paboTy (0 MePeMEIICHHH Ha JpyrHce JIOJZKHOCTH),
o JuHyIO KapTouky NeT-2:
s JIOMKHOCTHYIO HHCTPYKIHIO B IBYX DK3EMILISIpax;
Pabomodament 3HAKOMUTN!
e C HOPMATHUBHO — IPABOBBIMH JOKYMEHTAMH IIKOJIBL;
e ¢ JOJKHOCTHOH HHCTPYKITHEH;
e CIKYPHAIOM PETHCTPALMH TPYAOBBIX JOTOBOPOB MOJ POCIHCE;
o [POBOIMT BBOAHBII HHCTPYKTaXK, HHCTPYKT@X 10 OXpaHe Tpyaa, HHCTPYKTAAK no
IIPOTHBOIKAPHOH GE30MaCHOCTH
4.3. C penbio ofecredeHns HALIEKAIIEH COXPAHHOCTH JIMYHOTO Jielid IIeJaroros
COTPYZHHKOB IIKOJB H YN00CTBa B OOpallcHHW ¢ HAM TIpH (hopMHUPOBAHHH JTOKYMEHTEI
NOMEIAIOTCs B OTACNBHYIO NaNKy.

5. Tlopsiiok BeAeHHs JIMIHBIX JI€]1

51 JIu4HOEe [e0 MEeJaroroB M COTPYAHHKOB INKONBI BEJETCA B TEHECHHE BCCIO
meproja padboThl KaXI0ro nejarora v COTpyAHUKA B o0pasoBaTenbHOH OpraHH3aIHH.

5.2 BemeHue JIHYHOTO Aeja IpeaycMaTpuBacT:

e TloMereHHe AOKYMEHTOB, NOUIEXKAIIMX XPAHCHHWIO B COCTAaBE JHUHBIX NG, B
XPOHOJIOTHYECKOM TIOPSIKE:

o EJKeroJHYIO IPOBEPKY COCTOAHHS IIMYHOTO Jejla MEfaroroe M COTPYAHHKOB
IIKOJIBL, HA TIPEAMET COXPAHHOCTH BKIIOYEHHBIX B HETO JOKYMEHTOB H CBOEBPEMEHHOE
3aroIHEHHE.

5.3 JIOKyMeHTBbl B JIHYHOM Jelle TOMIeXKaT OMHUCH, KOTOpad XpAaHHTCd B cocTaBe
THYHOIO JIena.

5.4. JImaHoe Je]I0 PErHCTPHPYETCS B XKYpPHAJIE «YYeT THUHBIX JIEI.

6. Ilopsmok y4eTa H XpaHeHHsl JHIHBIX JeJI.
6.1 Xpanenue H yueT JIHIHSIX 1]l TI€Jaroros 1 COTPYAHHUKOB THKOJIBL OpTaHH3YIOTCS
¢ 1e/bio GpicTporo H 6e30mHO0UHOr0 NOMCKA JIMIHBIX e, ofbecredeHud UX COXPaHHOCTH, a
Takke ofecreueHns KOH(HIEHIMaNbHOCTH CBEJIEHH, coaepKammxes B JIOKYMCHTAX
JTHYHBIX e, OT HECAHKIIHOHHPOBAHHOIO JOCTYyNA:

. JIuumbie Aefla COTPYIHHKOB XPaHATCA B 3aKPBITHIX mkadax MKoIbL, & BHYTPH
— 110 andaBury.

. TpynoBBIE KHHKKH XPAHATCS B cefihe y MMpeKTOpa UIKOJBL.

o JIOJKHOCTHBIE HHCTPYKIIHH XPAHATCS B oTaenpHoM nanke HIkomsr.

0 MeaUIMHCKHE KHUXKKH XPaHATCS Y MEICECTPBI.

L ,H,OCTYH K JUYHBIM JIejlaM IIegaroroB u COTPYAHUKOB LIKOJIBI HUMEIOT TOJIBEKO
CeKpeTaph, AHPEKTOP IIKOJIbL.

. JluHble €A TEJArOTOB H COTPYIHUKOB IIKOJIBI, HMEIOUIMX OCY IapCTBEHHBIC

3BaHHs, MPEMHU, Harpalibl, YYCHLIC CcTerneHH U 3BaHusd, XpaHATCH IIOCTOSHHO, @ OCTaJIbHLIX
COTPYIHHKOB — 75 JIeT ¢ TOJa YBOJILHCHHA paboTHHKA (B COOTBETCTBHH C IlepeuneM THIIOBBIX
YIPABNEHYECKUX JOKYMEHTOB).

7. HopsiaoK BbIAYL: JHYHBIX €]l BO BpEMEHHOE MOJIL30BAHHE
7.1 Boeimaua JUYHBIX el (OTAENBHBIX JOKYMCHTOB B COCTABC JTHYHOTO Jena) BO
BpeMenHOe [ONb30BAHHE MPOH3BOAUTCA C paspeleHis IMPEKTOpa IIKOMBI 110 3aABICHHIO
COTPYJIHUKA IIKOJIBI.




7.2 Pabota (03HAKOMJIEHHE) C JIMUHBIMH JCIaMH IEJIaroroB U COTPYAHHKOB IMKOJILI
[POH3BOAMTCS B IpHEMHOH nupekropa. B KoHie paGodero mHs cekpeTapb oOs3ana
yOemUThCS B TOM, 9TO BCE IMYHBIC JeNa, BBUIAHHBIE BO BPEMEHHOC MNOJL3OBAMHE,
BO3BpALICHBI HA MECTO XpaHeHHs H €CTh JH HeoOXOAMMOCTh Il IPHUHATHA MEp K HX
BO3BPAIICHUIO UITH PO3BICKY.

7.3. ®akr Bpimaun GHUKCHPYETCs B JKYpHale.

8. OTBeTCTBCHHOCTD
8.1 [ledazoeu u compyOnuKy TIKONBL ~ 00sA3aHbI  CBOEBPEMEHHO  MPEACTABJIATE
ceKpeTapio cBejieHHsi 00 M3MEHEHHWH B IEePCOHANBHBIX NAHHBIX, BKIMOUCHHBIX B COCTAD
THYHOIO Jena.
8.2 Pabomodamenv 0OCCNIEUHBACT:
. COXPAHHOCTH JIMIHEIX €N 11I€/[Ar0TOB U COTPYIHAKOB LIKOJIBL;
s KOH(pHICHIMATLHOCTE CBEIEHUH, COIepKALMXCA B JIHUHBIX Je/Iax
MeNaroroB M COTPYAHHKOB.

9. [Ipasa
9.1 Jlns obecneuenns 3alUThl NEPCOHATBHBIX TAHHBIX, KOTOPLIC XPAHATCA B IMIHBIX
nesax MejaaroroB U COTPYAHHKOB MIKOJIbI,
nedazo2u 1 COMpPYOHUKU WKO/IbL UMeIOM NPAgo:

. [ToyUHTEL MOJIHYIO HHOOPMALHIO O CBOMX MEPCOHABLHBIX AAaHHBIX H
00paboTKe THX JAHHBIX!

. [TosTyanTs ¢BOOO/HBIH JOCTYII K CBOUM MEPCOHANILHBIM JTAHHBIM;

. [Toay4uTh KOTIHH, XPAHSAIIMECH B JIMYHOM JIE/Ie U CONIEpIKaLiie
[IEPCOHANBHBIC IAHHEIE.

e TpeGoBaTh HCKIIOYEHHs MJIM HCIPABICHHS HEBEPHBIX MM HCMOTHBIX

[epCOHANIBHBIX JaHHBIX
pabomodamens umeem npaso:

® OGpabaTeBaTh IEPCOHABHBIE JAHHBIC MEaroros i COTPYAHNKOB
[IIKOJBL B TOM YHC/IE H HA 3JIEKTPOHHBIX HOCHTENAX,
. 3anpocHThL OT NeJaroroB H COTPYAHHKOB IIKOJIBI BCIO HeOOXOTUMYIO

HHGOPMALHIO.




lpoHymepoBaHo,




