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IHOJIOXKEHHUE

O NOPAAKE BEACHHWA JIMYHBIX [CJI M€AaroroB U COTpyJIHUKOB

C. HoBoe AkcybaeBo



1.OBIME ITOJIOXKXEHUA

1.1 Hacrosuee [lonoxenue onpenensieT NOPsI0K BEICHUS JIMYHBIX 1€ Me1aroroB U COTPYAHUKOB LIKOJBI.
1.2 Tlonoxenue pa3pabOTaHO B COOTBETCTBHUU C:

VYxazom [Ipesunenta Poccuiickoit @enepanuu ot 30.05.2005 r. Ne 609 « OO0 yTBep»)1eHUU
[TonoskeHus 0 mEPCOHAIBHBIX JAHHBIX TOCYAAPCTBEHHOTO ciyKaiiero Poccutickoit deneparuu u
BEJICHUU €ro JIMYHOIO JIeJIay;

TpynoBbiM KogekcoMm PD;

KonnextususiM gorosopom OV

YcTaBoM IIKOJIEI.

1.3 KoHTpomb 3a BeIeHHEM JINYHBIX el IIeJaroroB U COTPYAHUKOB BO3JIaraeTcs Ha TUPEKTOPA IIKOJbI.

2. HOPAAOK ®OPMUPOBAHUSA JIMYHBIX JEJ COTPYIHUKOB

2.1 ®opmMupoBaHHE JTUYHOTO JieJia MeJaroroB U COTPYTHUKOB IIKOJIBI MTPOU3BOIUTCS HETIOCPEICTBEHHO
nocie npueMa B OY wim niepeBojia rnearoroB U COTPYAHUKOB M3 IPYTOro 00pa3oBaTeIbHOTO YUPEIKICHHUS.
2.2 B cooTBeTCTBHH C HOPMATHBHBIMU JOKYMEHTAMH B JINYHBIE JIeTIa TIEIarOrOB U COTPYIHUKOB IITKOJIBI
BKJIQ/IBIBAIOTCS CIICYIONIUE TOKYMEHTBHI:

Iledacoe wikonwl npedocmasisiem:

3asBiieHuE O IpreMe Ha paboTy;

ABTtoOuorpaduro;

Komnuto macnopra uiim MHOTO JOKYMEHTA, YAOCTOBEPSIOIIErO JUYHOCTD;
Konwuro cTpaxoBoro cBUAETEIHCTBA ICHCHOHHOTO CTPaXOBaHUS;
Konuto naeHTudukaiionHoro HoMepa HajloronjaaTeNnbIINKa;

Konmu nokymenToB 06 oOpa3oBanuy;

Komnuu 10kyMeHTOB 0 KBaTH(pUKALUU WK HATUYUH CTICUaIbHBIX 3HAHU;
TpynoByrO KHUKKY;

Komnuu 10KkyMeHTOB BOMHCKOTO y4eTa (1Ji1 BOEHHOOOSI3aHHBIX JIUIY)
Komuro cBunerenscTBa o Opake;

MeauHCKYI0 KHIKKY;

Konmu 10KkyMEeHTOB 0 HarpaxJIeHHH;

Konuu aTTectaliioHHBIX JIHCTOB;

Cornacue Ha 00pabOTKy MEPCOHATBHBIX JaHHBIX.

Compyonuk wKovl npedocmagiiem:

3asBIeHUE O MpUeMe Ha paboTy;

Konwuro nmacnopTa uim MHOTO TOKYMEHTa, YJJOCTOBEPSIOIIErO JINYHOCTD;
Konuto nokymenTa o6 o6pa3oBaHuy;

Konwuio cTpaxoBoro cBUETENbCTBA IEHCHOHHOTO CTPAXOBaHUS;
Konwro naeHTn(huKamoHHOr0 HOMEpa HaJIOTOTIaTebINKa;
TpynoByIO KHUXKY;

Konuu 10KkyMeHTOB BOMHCKOTO y4eTa (711 BOEHHOOOSI3aHHBIX JIUIY)
Komnwuto cBuaerenscTBa o 6paxe;

Cormnacue Ha 00pabOTKy EPCOHATBHBIX JAHHBIX;

MenuIMHCKYI0 KHUXKKY.

Pabomooamenv ogopmnsem:

TPYAOBOM JOTOBOP B JBYX 3K3EMILIApAX;

MpHUKa3 o puemMe Ha paboTy (0 mepeMenieHHH Ha JpyTrue JOHKHOCTH);
TUYHYIO KapTouky NeT-2;

JOJKHOCTHYIO HHCTPYKIIHIO;

Pabomooamenw suaxomum:

YcTaBoM IITKOJIHI,

C IOIKHOCTHOM MHCTPYKIIMEH;

[IpoBOAUT BBOMHBIN HHCTPYKTAXK, MHCTPYKTAXK MO OXpaHE TPYy/a, MHCTPYKTAX IO MTPOTUBOIIOKAPHOU
0C30IMaCHOCTH.

2.3 .O0s13aTeNbHOM SIBIISIETCSI BHYTPEHHSIS OTHCH JIOKYMEHTOB, UMEIOIIIUXCS B JINYHOM JIEIIE.



3. MOPAAOK BEAEHUSA JIMYHBIX JEJ IIEJAT'OI'OB U COTPYIHUKOB

3.1 JIugHOe A€o meaaroroB U COTPYAHUKOB IITKOJIBI BEJETCS B TEUECHUE BCETO MEpHoaa padOThl KaKI0TO
nejarora ¥ COTPYJIHUKA.
3.2 Beaenue nuyHOrO Jieya npeaycMaTpruBaeT:
o [lomenieHune 1OKYMEHTOB, MOAJICKAIIUX XPAHEHUIO B COCTaBE JIMYHBIX JIEJ, B XPOHOJIOTHYECKOM
MOPSIIKE:
- JINYHEBIN JINCTOK;
- 3agBieHue;
- [Ipuka3s (komus) o npuemMe Ha padory;
- ABToOuorpadus;
- Kcepokonuu: - macropra (CTpaHHULIBI C IEPCOHATBHBIMU TAHHBIMU, O MECTE PErUCTPALINH);
- BOCHHBIN OWJIET (1711 BOCHHOOOS3aHHBIX JIHII);
- CBHJICTENIBCTBO O OpaKe, pacTOp:keHUH Opaka (eciu Takoi
HMeeTCs ),
- CTPaxOBOT'0 CBUICTEIIbCTBA;
- UHH,;
- Konuu nokymenToB 06 00pazoBaHuu;
- JIoKyMEHTBI O IOBBIIIIEHUH KBATU(DHUKAITMOHHOTO YPOBHS: aTTECTAIIMOHHBII JIHCT;
- Konuu 10KyMEHTOB 0 HarpaxiaeHuu, TOOLIPEHUH;
- Cornacue Ha 00pabOTKy NEPCOHANBHBIX TAaHHBIX.

e ExxeroaHyro npoBepKy COCTOSHUS JIMYHOTO JieJia 1€aroroB U COTPYAHUKOB ILIKOJIbI Ha IPEAMET
COXPAHHOCTH BKJIFOYEHHBIX B HET'O JOKYMEHTOB U CBOEBPEMEHHOE 3aIl0JHEHHE.

e JIMCTBI JOKYMEHTOB, TOJUIMTHIX B IMYHOE JIEJ10, OJUIEKAT HyMEpaLUu.

o JluyHoe neno perucTpupyercs B KypHajle yuera JIMYHBIX JIe.

o TpynoBble KHMKKH, MEIUIIUHCKHE KHUXKKH, JIMuHble KapTouku, TpyaoBbie JOroBopa XpaHsTcs
OTJENBbHO y AUPEKTOPA LIKOJIBI.

e JlOKHOCTHBIE MHCTPYKLIMU XPAHATCS B OTeNbHON nanke OY.

4.IIOPSAIOK YUETA U XPAHEHMN S JIMYHBIX JIEJI IEJATOI'OB U COTPYJHUKOB
HIKOJIbI.
4.1 XpaHeHue M y4eT JUYHBIX Jell IEAaroroB U COTPYIHUKOB IIKOJIBI OPTaHU3YIOTCS C LTI OBICTPOTO U
0€301IO0YHOr0 MOUCKA JIMYHBIX JIE], 00ECIICUCHHS X COXPAHHOCTH, a TAKXKE 00eCreueHus
KOH(UIEHIINATFHOCTH CBEJCHHM, COIepPIKALTUXCS B TOKYMEHTaX JTUYHBIX JIe]l, OT HECAaHKIIMOHUPOBAHHOTO
JIOCTYTIA:
e TpynoBbie KHIKKH, MEAUIIMHCKHE KHIDKKH, JINUHBIE KAPTOUKH, TPYAOBBIE IOTOBOPA XPaHSATCS
OTJICNBHO Y JUPEKTOPA ITKOJIHI.
e JloMKHOCTHBIE HHCTPYKIIMU XPaHATCS B OTAeNbHOM manke OY.
o JIuuHblE A€NIa COTPYAHUKOB XPAHATCS Y JUPEKTOPA IIKOJIBI.
e JlocTyn K TMYHBIM JieJIaM MEAAroroB ¥ COTPYAHUKOB IIKOJIBl HUMEIOT TOJNBKO 3aM. JupekTopa mno YP,
JUAPEKTOP LIKOJIEI.
e Cucremaruzaiys JUYHBIX JIE] EJarOroB U COTPYTHUKOB IIKOJIBI TPOU3BOIUTCS B ali(haBUTHOM
TTOPSITKE.
e JluyHbBIe J€TIa MEIaroroB U COTPYIHUKOB IIKOJIBI, UMEIOIIUX TOCYIapCTBEHHBIC 3BAHUS, TPEMHUU,
Harpajpl, ydCHbIC CTCIICHH U 3BaHMS, XPaHATCSA 75 JIET ¢ ToJa YBOJIbHCHUS PaOOTHHKA.

S5.MTOPAAOK BbIIAYM JIMYHBIX JEJI BO BPEMEHHOE I1OJIb30OBAHUE

5.1 Beigaua nu4HbIX A€ (OTIETbHBIX JOKYMEHTOB B COCTABE JINYHOTO JIeJIa) BO BPEMEHHOE

MOJIb30BaHKE TPOU3BOAMUTCS C PA3PEUICHHS TUPEKTOpA KOl Bpemst paboThl OrpaHUYHUBAETCS TIPEIeTaMU
oJIHOTO pabouero aHs. B KoHIIE pabodero THS TUPEKTOP 00s3aH YOSIUTHCS B TOM, YTO BCE JIMYHBIC JIeTIa,
BBIIaHHBIE BO BPEMEHHOE T0JIb30BaHUE, BO3BPAIIEHBI HA MECTO XPAHEHHUSI U €CTh JIM HEOOXOUMOCTD ISt
MPUHATHUA MEP K UX BO3BPAIEHUIO UIU PO3BICKY.



5.2. @aKT BbIIaYM JIMYHOTO Jiesa (PUKCUPYETCsl B KOHTPOJIBHOM JKypHAJe.
6. OTBETCTBEHHOCTbDb

6.1 Ileoacoeu u compyOoruxu MKOIBI 00s3aHBI CBOCBPEMEHHO MPEICTABISATH CBEICHUS 00 N3MEHEHUU B
MIEPCOHAJBHBIX JaHHBIX, BKIIFOYCHHBIX B COCTAB JIMYHOTO JeTa.
6.2 Pabomooamens 0becrieurnBaeT:
e  COXPAaHHOCTH JIMYHBIX JIJ IeJ]arOTOB U COTPYAHUKOB IIKOJIBI,
e KOH(HUICHIUATHHOCTH CBEICHUMN, COJEPIKAIIMXCS B JIMYHBIX JIeJaX MeJaroroB M COTPYIHUKOB
IKOJIBI.
7. MIPABA

7.1 st obecrieyeHusl 3alIUThI IIEPCOHATBHBIX TAHHBIX, KOTOPBIC XPAHATCS B IUYHBIX JIEJIaX MEAaroroB u
COTPYIHUKOB IIIKOJIBI,
neoazocu u COMpPYOHUKU WKOIbL UMEIOm NPaso:

e [lomyunth NOMHYIO MHPOPMAIIUIO O CBOUX IMEPCOHATBHBIX JAHHBIX U 00pabOTKE ATHX JaHHBIX;

e TlonyynTh DOCTYH K CBOMM IEPCOHATHHBIM JAHHBIM;

e [lomyunTh KOIIUM, XpAHSIIUECS B JIMYHOM JIeJIC U COJIEPIKAIUE MEPCOHAIBLHBIC IaHHBIC.
TpeboBaTh UCKITIOYCHHSI WM WCIIPABJICHUS HEBEPHBIX WJIM HETIOJHBIX MEPCOHAIBHBIX JTaHHBIX
pabomooamenv umeem npaso.

e (OOpabareiBaTh TEPCOHAIBHBIC TAHHBIC ITEJaTOTOB U COTPYAHUKOB IIIKOJIBI, B TOM YHCIIE ¥ Ha

AJIEKTPOHHBIX HOCHUTEJISX;
e 3ampocuTh OT MEIaroroB U COTPYIHUKOB IIKOJIBI BCKO HEOOXOAMMYIO HH(POPMAITHIO.



