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0 MOPAAKE BEACHHUS JIUYHBIX eI Iearoros H COTpPy1HuK0OB
HIKO0JIbI

1. OOmue MOJOKEHHN

1.1. Hacrosiee [Tonoxenne ompenesnsier MOPSAOK BEACHHS JIMUHBIX €T MeJarorop
COTPYTHHKOB IUKOJIBI , OCYIIECTBISIOLICH 00pa30BaTEbHYIO AESATENBHOCTh, pa3paboTaHO B
cootBercTBrM ¢ DenepanbHbiv 3akoHoM Ne 273-03 ot 29.12.2012 «O6 obpaszoBanuu B
Poccuiickoit ®enepamun» , OexepanbHbM 3akoHOM 0T 27.07.2006 Ne 152 «O mepcoHaIbHBIX
naHHBX» , [[pukazom esepanbHOTO apXHBHOroO arentcTsa ot 23 aexadps 2009 roga N 76 «O6
YTBepXKIeHUH  MeTOAMYeCKHX  peKOMeHpaiuii 1o  pa3paboTKe  MHCTPYKUMEH 1[0
JIEJIONPOM3BOACTBY B (hellepalbHbIX OpraHax HCIOIHUTE ILHOI BaacThy, Ykazom Ilpesuzenra ot
30.05.2005 Ne 609 «O6 yrBepkaernu [lonokeHus o repcoHaibHbIX JaHHBIX TOCYIapCTBEHHOTO
cnyxamero Poccuiickoit Meepallii W BEJICHHH €O JIMYHOTO JIe/a» B PEIaKIuU OT 23 W0
2019 roma, TpynoeemM Komexcom Poccniickoii ®@enepaunn, KoJIEKTHBHBIM JIOTOBOPOM,
Verasom MBOY »Hmknyparemuackas COIL».

1.2. Jlannoe IlonoskeHue ompejesseT NOPSJIOK BENCHHS JIMYHBIX JIEJI II€aroroB U HHBIX
COTPY/IHHKOB ¥ pabOTHHKOB IIKOJIBL, OTIPEJIENSCT TOPSI0oK GOPMHPOBAHHS, yUeTa U XPAHCHHUS,
BBIJIAUH JIMYHBIX JI€JT BO BPEMEHHOE [0JIb30BAHKE, @ TAK)KE OTBETCTBEHHOCT, TIPaBa pabOTHHKOB
U JIUpeKTopa 00pa3oBaTeIbHON OpraHH3aluH.

1.3. Hacrosmee [TosoxeHue yrBep)kaaeTcs IPUKA30M IO LIKOJIE U SIBISETCS 00S3aTeNIbHbIM IS
BCEX KAaTerOpHi Mearoruueckux U JIpYrux COTPYAHHKOB IIKOJIBL.

1.4. Jludanoe xello — OCHOBHOM JOKYMEHT MEPCOHATBLHOIO YydeTa, coJepiKalluii Hanboiee
HOJIHBIE CBEJIEHHS 0 paboTHHKE 0Opa30BaTeIbHOW OpraHU3alluy U ero TPYJOBOH NEATEILHOCTH.
B jM4HOE JIENI0 BHOCSTCS CBEIAEHHUS, CBI3aHHBIE C IIOCTYIUICHHEM Ha padoTy H yBOIbHEHHEM.

1.5. CBezieHus1, COIEpPIKALIMECS B JIMYHOM JIeJie, OTHOCSATCS K KOH(DHICHIMANBHOH HH(OPMAIHH,
MMEIOT OTPAHHYUCHHBIN JOCTYI U pa3rJIAlCHHUIO He NOIeKar.

1.6. JInuHOE J1€710 BEJETCS B TEYEHHUE BCEIo Hepro ia padoThl padOTHHKA.

1.7. BelieHue JIHYHBIX JIEJT II€arora 4 COTPYIHHKOB BO3/IaraeTcs Ha CeKperapst MIKOJIbL.

2. Hopsxox GopMHPOBAHHS JHIHBIX A€ COTPYAHHKOB

2.1. ®opMHpoBaHHE JMYHOIO Jeja IEJaroroB ¥ COTPYIHHMKOB IIKOJBI IPOU3BOAUTCS
HENOCPE/ICTBEHHO II0Cie TpHeMa B 00Imeodpa3oBaTeIbHYIO OpPraHH3aldi0 HIM IepeBoja
e[aroroB ¥ COTPYAHUKOB U3 JIpyroif 00pa3oBaTebHON OpraHu3alHy.
2.2. B COOTBETCTBHH ¢ HOpPMATUBHBLIMU JIOKYMEHTaMU B JIMYHBIE Jlejla IIeJaroroB M
COTpPY/IHUKOB OpraHu3allii, BKJIAJBIBAIOTCS CIIEAYIOIINE TOKYMEHTHI:

| Jlns nenaroros:
3asiBJIEHHE O IpueMe Ha paboTy;
3asiBJICHUE O COIVIACHH Ha 00pabOTKY MepCOHAIBHBIX JaHHBIX MEAarora;



cipaBka O Hajiuuuu (OTCYTCTBHH) CYIMMOCTH M (d/H) (haxra YroJOBHOIO IPECIICNOBAHHS,
BBIZIAHHOTO COOTBETCTBYIOIIAM OPraHOM IPABOMOPS/IKA;

arroouorpadus;

KOIHS MACOPTa NI MHOTO JOKYMEHTA, YI0CTOBEPSIOIICTO JIHYHOCTB;

KOTIHSI CTPAXOBOTO CBUJETENIHCTBA IEHCHOHHOTO CTPaxOBaHMsL;

KOIHS MIEHTHOHKAIIMOHHOTO HOMEPa HaJIOTOTIIaTeIbIIHKA;

KOITTHS JIOKyMEHTa BOMHCKOTO y4eTa (I BOCHHOOOA3aHHBIX );

KOTIMS CBUJIETEIHCTBA O 3aKIIFOYCHHH Opaka (IpH HaJIMYKH);

KOITHSI CBHJIETEILCTBA O POIKACHHMHU JeTeil (1P HATHYMH);

KOITHH JIOKYMEHTOB 00 00pa30BaHuM;

KOIIMH JIOKYMEHTOB O KBATH(UKAIMH HIIN HATHYHE CIICIHATBHBIX 3HAHHIT (MTPH HATHYAN);
KOITUH aTTECTALMOHHBIX JIMCTOB (IIPH HATMYHH);

KOIHMH JIOKYMEHTOB O HAIPXKASHUH (ITPH HAIMYUH):

XapaKTEPUCTUKH, PEKOMEHIaTeNIbHBIE THChMA (IIPH HATHUHH):

IIPUKa3 O mpreMe Ha paboTy;

TPY/I0BOH AOTOBOP

TPYAOBYIO KHHIKKY;

ME/IUIIHHCKYIO KHIDKKY.

Jna pabomnuxos:

3asBJIEHHE O MIPHEME Ha paboTy;

3asBJIECHUE O COIIACKH Ha 00paboTKy IepCOHAIbHAIX JAHHBIX Tearora;

CIpaBKa O HanM4ud (OTCYTCTBHH) CYIMMOCTH M (WiM) (aKra yrojoBHOTO IIpECie/IOBAHHS,
BBIJJAHHOTO COOTBETCTBYIOIIMM OPraHOM IPaBOTIOPSIIKA;

aBrobuorpadus;

KOIUsI IACIIOPTa MITH MHOI'O JIOKYMEHTa, yA0CTOBEPSIONIEro JIHYHOCTE]

KOIHS CTPAXOBOTO CBHIETENILCTBA IIEHCHOHHOI'O CTPaxOBaHUs;

KOTHS HICHTH(PHKAIIHOHHOIO HOMEpa HAJIOTOIlJIaTeIbINHKa;

KOIIUS JIOKyMEHTA BOMHCKOTO y4deTa (111 BOSHHOOOA3aHHbIX);

KOIHSI CBUIETENILCTBA O 3aKIIOYeHHHU Opaka (Npy HaMuuK);

KOIHSI CBHIETENIECTBA O POXKICHUH JeTel (IIpH HaTMYiH);

KOITHH JIOKYMEHTOB 00 006pa3oBaHuH;

KOTIMM JOKYMEHTOB O HarpaXKACHNHU (IIPH HATHYNHM):

[pHKa3 O ipueMe Ha padoTy;

IIPHKa3 O MIepeBojie Ha HHYIO JOJDKHOCTD (IIPH HAJIMYHM);

TPYZOBOH JOTOBOP

TPYZOBYIO KHHIKKY;

MEJIMIHHCKYIO KHUIKKY.

Pabomooameib oopmasem:

TPY/IOBOI JIOTOBOP B IBYX 9K3EMIIIAPaX;

NpHKa3 o IpreMe Ha padoTy (O MepeMeIeHnH Ha Apyrue JOKHOCTH);

nynyio kaprouky Ne T-2;

JIOJDKHOCTHYIO HHCTPYKIHUIO B JIBYX 9K3EMIUISIPAX.

Pabomooamens 3naxomum:

C HOPMATHBHO-IIPABOBBIMHM JOKYyMeHTaMH IuKoJbl (YcraBoMm, KoneKTUBHBIM JIOrOBOpOM,
[IpaBuiaMu TPYAOBOTO PACIIOPSIKA H JIP. JIOKAJILHBIMU aKTaMH);

¢ JIOJDKHOCTHOU HHCTPYKITHEH ;

IIPOBOJUT BBOIHBIM HHCTPYKT@X, HHCTPYKTaX MO OXpaHe Tpylda, HHCTPYKTaX IO
IIPOTUBOINIOKAPHOK GE30MacHOCTH.
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3. Tlopsizok BeAeHMs IMYHBIX €I EJArOroB U COTPYIHHKOB

3.1 Jln4Hoe nemno menaroroB U COTPYIHHKOB LIKOJBEI BEAETCS B TEYEHHE BCETO MEPHOA PaboOThI
Ka)XXIOTO IIeflarora U COTpyIHHKA.

3.2 BezieHHe JTMYHOTO AeNa IpeIyCMaTPUBAET:

e JloMemeHHe IOKYMEHTOB, IIOMVIEXAIUMX XPAaHEHHIO B COCTABE JIMYHBIX J€T, B
XPOHOJIOTHYECKOM TOPSIIKE:

- 3asgBIeHHE;

- JINyHBIHA TMCTOK IO YYETy KaJpoB;

- JlononHeHue K IMYHOMY JIHCTKY 10 YYETy KaJpoB;

- JInunas xaprouka;

- ABrobuorpadus;

- Konuu noxymeHTOB 06 06pa3oBanuy;

- Konus npukasza o mpueme Ha pabory;

- JIOKyMEHTBI O TIOBBILEHHM KBaTH(GUKAIMOHHOTO YPOBHS: AaTTECTANMOHHBIA JIHCT,
YAOCTOBEPEHHE O IPOXOMKACHUH KYPCOB, IKCIIEPTHOE 3aKIIOUEHHUE;

- Konuy 1oxyMEHTOR 0 HarpakIeH!H, TIOOLIPEHHH

-Kcepokonuu:

- IacropTa (CTPaHHUIBI C IIEPCOHAIBHBIMU JAHHBIMU O MECTE PETHUCTPALIHH);

- BOGHHBIN OMIeT (JUIs BOGHHOOOS3aHHBIX JIHIY);

- CBU/IETENIHCTBO O OpaKe, pacTOp)eHHH Opaxa (eciu Takoi uMeercs);

- CBUJICTEIIBCTBA O POXKICHUH JIETEH;

- CTPaxoOBOTO CBHJIETEIILCTRA;

- ITHH

o EXEroJiHyio MmpoBEpKy COCTOSHHS JIHYHOTO Jella NENAroroB M COTPYIXHHKOB IIKOJNbI HA
NPEeIMET COXPaHHOCTH BKIIOYEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE 3allOIHEHHE.

® JIMCTBI IOKyMEHTOB, MOJIIUTBIX B JIMYHOE JIEJIO, TIOUIEKAT HyMEpaIHH.

4. Tlopsgox ydJeTa M XpaHeHHs! JIHYHbIX /€I Me[IaroroB H COTPY/IHHKOB MIKOJIBI

4.1 Xpanenue u y4eT JIMYHBIX JI€]T TIEJArOrOB ¥ COTPY/HHKOB IIKOJIBI OPTaHH3YIOTCS C LENbIO
OBICTPOrO U 6€30ITHO0YHOrO MOMCKA JIMYHBIX /e, OOECTIEUEHHS MX COXPAHHOCTH, a TaKiKe
obecrieyeHHst KOH(DUICHIMATBHOCTH CBEACHUH, CO/IEpKAIIUXCS B JOKYMEHTAX JHYHBIX €], OT
HECaHKLMOHHPOBAHHOI'O HOCTYyMA:

° TpynoBble KHIKKH, MEIMIIMHCKHE KHIKKH XPAHATCS OTAENBHO B celide TMpeKTopa KO

¢ JIOIKHOCTHBIE HHCTPYKLMHM XPaHATCS B OTAebHOI narke OY.

e Jlnunele nena COTPYIHUKOB XpaHATCS B ceife MKOIbL.

e JlocTyn K JMYHBIM JI€NlaM NENAroroB H COTPYAHHKOB LIKOJNBI HMEIOT TONBKO CEKPeTaph,
JIMPEKTOP IIKOJIBL.

o CucremaTusanysi JMYHBIX [EN IIEJATOTOB W COTPY/HHKOB IIKOJNBI TPOH3BOAMTCH B
ahaBUTHOM TIOPSIIKE.

e Jluunble Jlena MENaroroB M COTPYXHHKOB LIKOJBI, MMEIONTHX TOCYNApCTBEHHBIC 3BAHMUS,
IIPEMUH, Harpajbl, y4YCHBIC CTEIICHH 1 3BAHHS, XPaHATCA 75 JIET ¢ To/a YBOJIbHEHHS pabOTHHKA.

5. Tlopsaok BeIIAYH JHYHBIX €] BO BpEMEHHOE M0/Ib30BAHHE

5.1 Beinaya JMMYHBIX [el (OTHENBHBIX TOKYMEHTOB B COCTaBE JIHYHOTO JieJla) BO BpeMEHHOE
TIOJIb30BaHUE MIPOU3BOJMTCS C Pa3pellleH s JUPEKTOpa WKOIBL. Bpems paboTsl orpaHuumBaercs
TpeiesiaMi OHOro paboyero us. B konue pabodero nus cexperaph 0653aHa YOESIUTECS B TOM,
HTO BCE TMYHBIE NIENa, BEIIAHHBIC BO BPEMEHHOE TI0Ib30BaHUE, BO3BPAIIICHBI HA MECTO XPAaHEHHS
H €CTb JIi HEOGXOAMMOCTD JIsl IPHHATHS MEP K HX BO3BPALICHHIO HIH PO3BICKY.

5.2. QaKT BBIIAYM JIMYHOTO Jeja YUKCHPYETCs B KOHTPOIBHOM JKypHAILE.



6. OTBeTCTBEHHOCT

6.1 TIlemaroru wu COTPYIAHHMKH IIKOJIB! 06S3aHbI CBOCBPEMEHHO TIPEICTaBIISTH CeKpeTapro
CBE/ICHHS 00 H3MEHEHHH B TIEPCOHANBHBIX TAHHBIX, BKIIOYEHHEIX B COCTAB JIHUHOIO Jiena.

6.2 PaGoTonatens o6ecrieunpaer:

® COXpaHHOCTb JIMYHBIX JI€]I ITEJaTOrOB U COTPY/THUKOB IIKOJIBI;

® KOHDHIEHIHATBHOCTD CBEJICHHH, COMEPKAIMXCS B IHYHBIX JeIax TIEIaroroB M COTPYIHUKOB
LIKOJIBI.

7. IIpaBa

7.1 na obecreueHus 3aIUTBI MIEPCOHATBHBIX IaHHBIX, KOTOpBIE XPAHATCS B JIMYHBIX Jej1aX
TI€1aroroB ¥ COTPYIAHHKOB MIKOJIbL, ITEATOTH H COTPYIHHKH IIKOJILI HMEIOT TIPaBo:

* [Tomyunts nonuyzo HH(POPMALIHIO O CBOMYX TEPCOHATBHBIX IAHHBIX H 06pabOTKe ITHX JIaHHBIX;
* [lomy4uts focTym k cBoMM TIEPCOHAIBHBIM TAHHBIM;

o [osyunts xomuu, XPaHAIIKECS B INIHOM JIeTe U CoNepKaIIHe NIePCOHAIBHELIE TaHHBIE,

e TpeGoBars HCKITIOUEHHS WK HCIIPABJICHUST HEBEPHBIX HITH HEIIOJIHBIX TIEPCOHATBHBIX JAHHBIX
paGoTonarens umeer npago:

o ObpabaThIBaTh NICPCOHANIBHEIE JAHHBIE MENaroroB u COTPYTHUKOB LIKOJIBL, B TOM YHCJIE U HA
SJIEKTPOHHBIX HOCHUTENISIX,

® 3alIPOCHUTH OT IIEArOroB U COTPYIHHUKOB IIKOJBI BCIO HEOGXOMHMYIO uH(pOpManuio



