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HOJOXEHHUE
O MOpsJIKe BEACHHUs JIMYHBIX eI [1earoroB ¥ COTPYIHHUKOB

1.OBHIHUE MMOJIOKEHUSA

1.1 Hacrosiee [lonoxxenue onpenensier NOpAI0K BeIeHUS JUYHBIX A€ eJaroros 4
COTPYAHUKOB LIKOJIBI.
1.2 IlonoxxeHue pa3paboTaHO B COOTBETCTBUH C:

o VYxka3om [Ipesunenrta Poccuiickon @enepanuu ot 30.05.2005 r. Ne 609 « O6
yTBepxKaAeHuu [lomoxKeHus 0 NepCcOHATBHBIX TaHHBIX FOCYAapPCTBEHHOIO CIIYKallero
Pocculickoy @enepaliii U BEACHUH €ro JJUYHOIO Jeia;

« TpynoBeiM KonekcoM POD;

» KomnexktusHbM gorosopom OV

o YCTaBOM IIKOJIBIL.

1.3 KoHTponb 3a BeieHHEeM JIMYHBIX JIe] [1e1aroroB U COTPYAHUKOB BO3/1araeTcs Ha
OUPEKTOpa IIKOJIBI.

2. NOPATOK ®OPMHUPOBAHUA JIMYHBIX AEJ COTPYIHHUKOB

2.1 ®opmupoBaHHE THYHOTO A€ja MeJaroroB U COTPYAHHUKOB IIKOJIbI MPOMU3BOANUTCA
HEIOCpeACTBEHHO nociie npyueMa B OY uiu nepesoia negaroroB ¥ COTPYAHUKOB H3 APYroro
00pa30BaTENBEHOIO YUpPEXK ACHUS.
2.2 B coOTBETCTBHM ¢ HOPMATUBHBIMH JOKYMEHTAMHU B JIMYHBIE J1e/1a HEH&I‘HT{}B H
COTPY/IHUKOB IIIKOJIbI BKJIAAbIBAKOTCS ClEYIOIIUE JOKYMEHTHI:
Iledazoz wikonel npedocmasnsiem:

e 3asBlIeHHE O IMpUEeMe Ha padoTy;

« ABTOOHOrpaduIo;

« Komuro nacmopra Wiy HHOTO NOKYMEHTA, YAOCTOBEPAIOLIETO JTHYHOCTE,

« Konwuio cTpaxoBoro ¢BHAETENbCTBAa IEHCUOHHOIO CTPaXOBaHHS,

o Kommmo uneHTHOUKAIMOHHOTO HOMepa HaJloroIiaTelbIIuKa;

» Komuu 1oxymeHToB 00 00pasoBaHuy;

o Konmu 10KyMeHTOB O KBaJIM(UKALMYU UK HATWYUU CIIELIMAIBHEIX 3HaHUH;

o TpynoByro KHHXKY; |

« Komuu 10KyMEHTOB BOMHCKOI'O y4eTa (1711 BOGHHOOOS3aHHBIX JIUL])

« Komuro cBujieTenscTBa 0 Opake;

« Konuo CBHAETEIBCTBA O POXKAECHHUH JIETEH;

o 3asBIEHHE O IIEPEBOJE;



MeITHUHHCKYIO KHHKKY;
Komn## JOKyMEHTOB O HArpaX/ICHHHY;

Konmu aTTecTalHOHHBIX JTHCTOB;

Y 10CTOBEpeHHs O IPOXOKASHUH KYPCOB, OKCIEPTHBIE 3aKIHOYECHHUS,;
Cornacue Ha 00pabOTKY NepCOHANBHEIX JaHHbIX.

CnpaBky 00 OTCYTCTBHHM / WITH HATMYUHU CYIUMOCTH

Lompyorux wKonel npedocmasniem:

3asBleHHE O IpHeMe Ha paboTy;

KOMHIO NacropTa UM HHOTO JOKYMEHTa, YI0CTOBEPSIOIIEr0 JIUYHOCTB;
Komuio 1okymenTa 06 06pa3oBaHumu;

Komuio cTpaxoBoro CBHIETENHCTBA TEHCHOHHOTO CTPAXOBAHMS;
Komuro uaeHTHHHKALUOHHOIO HOMEPA HAIOrOILIaTebIHKA:

I pyaoByO KHHXKY;

Komnu# 10KyMEeHTOB BOMHCKOTO y4eTa (U151 BOEHHOOOS3aHHBIX JIHII)
Komuio cBuerenscTBa 0 6pake;

Konuro CBHAETENLCTBA O POXKICHUH JIETe:;

Cornacue Ha 00paboTKy IEPCOHANBHBIX JaHHBIX,

MeIHIUHCKYHO KHHXKY.

CripaBKy 00 OTCYTCTBUM / HJIH HAIMYHHU CyIAMOCTH

Pabomooamens ogopmnsem:

TPYZIOBOM JOIOBOP B ABYX 3K3EeMILIAPAX;

NpHKa3s 0 NpuemMe Ha paboTy (0 nepeMeleHHH Ha ApyTHe JODKHOCTH);
THYHYIO KapTo4yky NeT-2;

IOJXKHOCTHYHO HHCTPYKIHIO;

Pabomoodamens 3HAKOMUM.:

2.3 .O0s3aTenbHOH SBIsIETCA BHYTPEHHSS OMUCH JOKYMEHTOB, UMEIOIINXCH B THYHOM Jejle.

3. HOPAIOK BEAEHUSA JIUYHBIX JEJ HEJTATOIOB U COTPYIHUKOB

q
.
pabo
3.2

Y cTaBOM HIKOJIEI;
C DOMKHOCTHOM HHCTPYKLIMEH;

[TpoBOAKT BBOAHKIN HHCTPYKTAXK, HHCTPYKTAX I10 OXpaHe Tpyaa, HHCTPYKTaX MO

NIPOTHBOIIOXKapHOH 0€30MacHOCTH.

I JlugHOE /1eN10 e aroroB ¥ COTPYAHMUKOB IIKOJBI BENETCS B TEYEHUE BCETO NEPHO/A
OTBI K&XKIOT0 Nefarora ¥ COTpyIHHKA.

BeaeHue THYHOrO Jeja NpeayCMaTpUBaeT:

[ToMemenne 1OKyMEHTOB, MOIeKAIHX XPAHEHHIO B COCTABE JIMYHBIX e, B

XPOHOJIOTUYECKOM TIOpSKe:

- 3agBleHuE;

- Ipynosoi norosop;

- ABToOHOrpadus;

- Konuu noxymenTos 06 oOpa3zoBanuy;
- Konug npukasa o rnpueme Ha paboTy;



- JIOKyMeHTS 0 DS SSETmETEnNOSH0I0 YPOBHS: aTTECTAHORHEIN JIHCT,
yIOCTOBEpS=Es @

[MPOXOXKICHEE EVPOIE. SINRDTSOS I35 HOSCHNRC,

- Cornacee 52 obpaioTsy BEDODEETEEMY JAHHAIX,

- Cripasxy 00 OICyTCTEEE | Bl S2 EuEE CVIHMOCTH

¢ Kcepoxomss: - BECHODTE | CTpEsENE C NEPCOHATBHLIMH JaHHBIMH, O MECTE

PETHCTpal=E &
- BOSHERIE OENeT (112 B0SHEO00S3aHHEIX JIHI);

- CBHASTENECTSO O Opake, pacTopxeHHH Opaka (ecnu Takoi

HMeeTCs );

- CBHIACTEABCTB2 O POAICHHH JICTeH;

- CTPax0oBOI0 CBHIASTEILCTEE:

- UHH
EXeroHyo NpoBEPKY COCTOSHHS JIHYHOIO Je1a MeJaroros ¥ COTPYAHUKOB IIIKOIBI Ha
IIpeIMET COXPAaHHOCTH BKIIFOYEHHBIX B HEr0 JOKYMEHTOB U CBOEBPEMEHHOE
3aIl0JIHEHHE.
JIMCTEI IOKYMEHTOB, MOAIIMBAIOTCA B JINYHOE JIEJIO.
TpynoBsie KHHOKKH, METHIMHCKHE KHIKKU XPaHATCS OTAEIBHO Y AUPEKTOpa IIKOJEL,
JlOIDKHOCTHBIE HHCTPYKIMH XpaHIaTCs B OTAeabpHOoMH manke OV.

Qopma T-2 (1M4Has KapTO4Ka) XpaHUTCS B oTHenbHOU nanke OV, oGHOBIsgETCS 1O
Mepe HeoOXOaUMOCTH.

4.TIOPSITIOK YYETA Yl XPAHEHHUS JUYHBIX IEJI TEJATOTOB H
COTPY/IHUKOB IIKO.IbL

4.1 XpaHeHHe U y4eT JJMYHBIX JIeJl IEaroroB M COTPYAHHUKOB IIKOJIbl OPTraHU3YIOTCS C
[1eJIB0 OBICTPOro U 6€30MMO0YHOr0 MOKCKa THYHEIX 1)1, 00eCreYeHHsT UX COXPaHHOCTH, a
TaK)xe obecredueHus KOHQUACHIUAIbHOCTH CBEACHHH, COIepKAIINXCS B JOKYMEHTaX
JIMYHBIX JIell, OT HECAHKLIMOHUPOBAHHOIO JIOCTYIIA:

TpynoBele KHHKKH, MEIULIMHCKHE KHIXKH XPaHATCS OTJAEIBHO Y JIHPEKTOPA LIKOJIBI.
JIOJIKHOCTHBIE UHCTPYKIIMU XPaHsSITCs B 0TAeNbHOM manke OV.

JIM4HEIE iej1a COTPYIHUKOB XPaHATCS Y AUPEKTOPA IIKOJIBL.

JoCTyIl K TMYHBIM Ji€jlaM NI€aroroB ¥ COTPYAHUKOB IIKOJEI MMEKOT TOJBKO 3aM.
nupexropa o YP, BP, nupekTop 1Kok

CucreMaTH3aIys JIMYHBIX JIEJ NIeJaroroB U COTPYTHUKOB IIKOJbI TPOU3BOIUTCS B
a(haBATHOM ITOPSIKE.

JIauHEBIE Aena 1e1aroros U COTPYAHUKOB LIKOJIBI, HMEIOLIUX IOCYy AapCTBEHHBIE
3BaHM, IPEMUH, Harpaabl, Y4E€HbIE CTEIICHH U 3BaHudA, Xpausarcs S50 jet c roaa
YBOJIbHEHUS pabOTHHKA.

S.INOPAAOK BbITAYH JIMYHBIX IEJI BO BPEMEHHOE ITOJIb30BAHHUE

3.1 Beigaya nU9HEIX Aen (OTAeJbHBIX JOKYMEHTOB B COCTaBe JIMYHOI'O JI€/1a) BO BpeMEHHOE



[10JI530BaHWe MPOH3BOINTCE C paspellieH s JHPEKTOPa LIKOJIBL. Bpewms paboTsl
OrpaHHYMBAETCS NpEJeTams OIHOro padbodero AHs. B xonIle pabo4ero AHs JUPEKTOP
00s3aH yOeIHTHCH B TOM, STO BCE AHYHBIC /1€71a, BBEIIAHHBIC BO BpeMEHHOE I10JIb30BaHKe,
BO3BpAllleHbl Ha MECTO XPaHEeHHSA H €CTh JIH HeoOXOIUMOCTH IS IIPUHATHS Mep K UX
BO3BpALICHHIO HIIH PO3BICKY.

5 7 MakT BLLIAYH IWSHOIO Jena QUKCHPYETCS B KOHTPOJIBHOM XYypPHAJIE.

6. OTBETCTBEHHOCTD

6.1 ITedazo2u u compyoHuKy MKOJIBl 00S3aHEI CBOSBPEMEHHO NPEJCTABIATE CBEACHHA 00
H3MEHEHHH B IEPCOHATBHEIX JIaHHBIX, BKIFOYEHHBIX B COCTaB IMYHOIO /Ea.
6.2 Pabomoodamens 00eCTIEUHBALET.
e COXPaHHOCTb JHIHBIX JI€7 IEJIaroroB W COTPYAHNKOB IIKOJIBI;
. KOH(HISHIHATHLHOCTD CBEJCHHH, CONEPKAMXCS B TMIHAIX fenax 1eJaroros M
COTPYIHHKOB IIKOJIBL.
7. MIPABA

7.1 Jlns obecreueHns 3alUThl IEPCOHANBHBIX JAHHBIX, KOTOPBIC XpaHATCS B IMYHBIX [eNax
[I€1aroroB ¥ COTPYAHMKOB LIKOJBI,
nedazozu u compyOHUKU UKONbL UMelom npaso.
o TlomyuuTs MONHYH UHMOPMALHIO O CBOUX NEPCOHAIBHBIX NaHHBIX H 00paboTKe 3TUX
JTaHHBIX;
o Ilony4uTh HOCTYI K CBOMM IEPCOHAIBHBIM IaHHBIM,
o TloNy4nTH KOTIHMH, XpaHSIIMECS B THYHOM JIeIe ¥ CONEPIallhe EPCOHAIBHBIE
TaHHBIE.
o TpebGoBaTe MCKIIOYEHHS HIH HCIPABICHHS HEBCPHBIX WJTH HETIOTHBIX
IepCOHAIBHBIX AaHHBIX -
pabomodamens umeem npaso:
. O6pabarsiBaTh NEPCOHATBHBIC JAHHBIC NIEArOroB U COTPYAHUKOB IIIKOJIBI, B TOM
YHCJIe U Ha JIEKTPOHHBIX HOCHTEAX,
« 3ampocuTh OT NEAaroroB M COTPYAHHKOB IIKOJBI BCIO HeobxoAuMYI0 HHOOPMAIUIO.
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