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HOJOXEHUE
0 MOPsiJIKe BeleHUs JTUYHBIX JeJ meaaroroB u corpyannnkoB MAOY COI Ne30
1.OBIIUE IMMOJIOZKEHUSA

1.1 Hacrosimee [Tonoxenue onpenensieT NOPsSI0K BEACHUS TUYHBIX JIEJT 1€1aroroB 1
COTPYAHHUKOB IIKOJIBI.
1.2 Tlonoxenue pa3paboOTaHO B COOTBETCTBHUH C:

] Vkazom Ilpesunenra Poccuiickoit @eaepannn ot 30.05.2005 . Ne 609 « O6
yTBepxkaeHUA [lonokeHrns O NEepPCOHANBHBIX MJaHHBIX TOCYIApCTBEHHOIO
ciyxatiero Poccurickoit @eaepannu U BEACHUH €ro JINYHOTO JIENIay;

] ®enepanbHbiM  3akoHOM OT 27.07.04 No79 — @d3 «O rocymapCTBEHHOM
rpaxaaHckoit ciyxoe Poccuiickoit denepanuny;

"] TpynoBbiM KogekcoMm P@;

] KonnektuBHBIM oroBopoM OV

'] YCTaBOM IIKOJIBI.

1.3 BeneHnue MTMYHBIX €)1 NEAArOroB BO3JIAraeTCsl Ha JUPEKTOPA MIKOJIBI.
2. MOPAJOK ®OPMUPOBAHUSA JIMYMHBIX JIEJI COTPYJIHUKOB

2.1 ®opmupoBaHUE TUYHOTO JIeTia MEJarOroOB MIKOJIBI MPOU3BOAUTCS
HEIMOCPENCTBEHHO Noce npueMa B OY win nepeBojia NeAaroroB U COTPYIHUKOB U3
Apyroro oOpa3zoBaTeIbHOTO YUPEXKICHHUS.
2.2 B cooTBeTCTBUY C HOPMATUBHBIMH JJOKYMEHTAMH B JINYHBIE JI€JIa TIEarOTOB U
COTPYIHHUKOB IIKOJIbI BKJIBIBAIOTCS CIEYIOIINE JOKYMEHTHI:
Iledacoe wixonvl npedocmassiem:
] 3asiBeHuE o mpueMe Ha paboTy;
1 ABToOuorpaduio;
] Konuro macropra Uiy HHOTO TOKyMEHTa, Y0 CTOBEPSIOLIETO JINYHOCTH;
Konuto cTpaxoBOro cBUETENbCTBA IEHCUOHHOIO CTPAXOBAHUS;
Konuu nokymeHTOB 00 00pa3zoBaHuy;
Konuu 10kyMEHTOB 0 KBAJIM(PUKALMN UM HATUYUU CIIEHUATIbHBIX 3HAHM;
TpylOBYIO KHUXKKY;
Konuu 10kyMeHTOB BOMHCKOTO yueTa (/111 BOEHHOOOS3aHHBIX JIMII)
Konuto cBUeTEIHCTBA O POKICHUU ACTEH;
MenuImHCKY 0 KHUXKKY;
Konuu 10KyMEHTOB O HarpaXKJIEHUY;
) Konuu aTTecTaliMOHHBIX JINCTOB;
] YnocTtoBepeHHs O MPOXOXKIEHUH KYypPCOB, 3KCIIEPTHBIE 3aKJIFOUECHUS;
) CripaBKy 00 OTCYTCTBHH CYyIHMOCTH.

Ooooogod



CompyOHUK wWKOIbI NPedoCmasisem.

3asBieHUE O IprUeMe Ha padoTy;

Konwuto nacnopra nian HHOTO JOKYMEHTA, yAOCTOBEPSIOIIETO JUYHOCTD;
Komnuto noxkymenTta o6 oOpa3oBaHuu;

Konuto cTpaxoBoro cBHIE€TEIHCTBA IEHCUOHHOTO CTPAXOBAHUS;
TpynoByIO KHMXKKY;

Komnuu 10KyMeHTOB BOMHCKOTO y4eTa (711 BOEHHOOOS3aHHBIX JIHIT)
Komnuto cBunerenscTBa o Opaxe;

Konuto cBUETENBCTBA O POKIACHUU ACTEM;

MenuuuHCKYH0 KHUXKKY.

Ooogoogod

O

Pabomooamenv ogopmsiem:

] TpynoBOIi JOTOBOP B ABYX SK3EMIUISAPAX;

] mpukas o mpuemMe Ha padoTy (0 mepeMelieHun Ha ApyTrue JOKHOCTH);
) nuunyro kapTouky NeT-2;

)] OMKHOCTHYIO HHCTPYKIIHIO;

Pabomooamenwv 3Hakomum.:

] YcTaBoM IIKOJIBI;

] C DOIKHOCTHOW MHCTPYKIIUEN;

] IIpoBOOUT BBOAHBINA MHCTPYKTAXK, MHCTPYKTAXK 10 OXPAHE TPYZA, HHCTPYKTAXK
10 MPOTUBOINOKAPHON O€30MaCHOCTH.

2.3 .00s13aTeIbHOM SIBIIETCS BHYTPCHHAA OIINCh JOKYMCHTOB, UMCIOIIUXCA B IMTYHOM
ACIIC.

3. TIOPSJIOK BEJEHMS JIMYHBIX JEJ IMMEJATOTOB U
COTPYJHUKOB

3.1 JInyHoe Aeno nenaroroB U COTPYIHUKOB IIKOJIBI BEAETCS B TEUEHUE BCETO
nepuosa paboThl KaXJI0TO Mefarora ¥ COTpyAHHKA.
3.2 BeneHue TMYHOTO Jea MPeyCMaTPUBAET:
] IlomenieHne TOKYMEHTOB, MOAJIEKAIIUX XPAHEHUIO B COCTABE JIMYHBIX JIE], B
XPOHOJIOTHYECKOM TMOPSIKE:
- 3asBJICHHUC;
- JINYHBIN TUCTOK MO YyUYETy KaJIpOB;
- JInunas xkapTouka;
- ABroouorpadus;
- Konmuu nokymenToB 00 oOpazoBaHuu;
- Konust mpukaza o npueme Ha paboTy;
- JIOKyMEHTBI O MOBBIILIEHUHN KBATU(PUKAITMOHHOTO YPOBHS: aTTECTALIMOHHBIN JIHCT,
YAOCTOBEPEHHUE O IIPOXOKIECHUN KYPCOB, IKCIIEPTHOE 3aKJIFOUCHHUE;
- Konuu 10KyMEHTOB O HarpaKJA€HUH, NOOLIPEHNH;
- Kcepokonuu: - macnopra (CTpaHULbI C IEPCOHATBHBIMH JTAHHBIMU O MECTE
PErUCTPALIUN);
- BOGHHBIN OuIIeT (1711 BOGHHOOOS3aHHBIX JIUIL);
- CBUJIETENILCTBA O POXKJCHUU JETEH;
- CTPAaxOBOT'0 CBUETEIbCTBA;
] ExeroiHyto mpoBepKy COCTOSIHMSI JINYHOTO JIeJia Me1aroroB U COTPYAHUKOB



LIKOJIBI HA IIPEAMET COXPAHHOCTH BKJIFOYEHHBIX B HETO JOKYMEHTOB U
CBOCBPEMEHHOE 3aII0JIHEHUE.
] JIncThl JOKyMEHTOB, NOAIIUTHIX B JIMYHOE JIEJI0, MOJIEKAT HYMEPALUH.
] JInuHOE Neno perucTpupyercs B KypHAIIE « YYET JIUYHBIX JEI»
) TpynoBble KHIKKH, MEAUIIMHCKIE KHIDKKH XPAHITCS OTJIEIBHO B ceilde
JIUPEKTOPA IIKOJIBI.
] IOMKHOCTHBIE MHCTPYKIIMU XPaHATCS B OTAENIbHON nanke OY.
4.1TOPAJOK YUYETA U XPAHEHUS JIMYHBIX JEJ IIEJATI'OI'OB U
COTPYJHHUKOB HIKOJIbI.
4.1 XpaHeHue U y4yeT JINYHBIX JeI [1eJaroroB U COTPYAHUKOB IIKOJIBI OPIaHU3YIOTCS
C LIEJIBIO OBICTPOTO M 0€30IMO0YHOrO MOMCKA JIMYHBIX J€]1, 00ECIIEUEeHUs UX
COXPaHHOCTH, a TaKXke 00ecrneyeHns! KOHPUACHIINAaIbHOCTH CBEACHUH,
COJEPIKALMXCS B JOKYMEHTAaX JINYHBIX J€JI, OT HECAHKIIMOHUPOBAHHOTO JTOCTYIIA:
) TpynoBble KHIKKH, MEAUIIMHCKIE KHIKKH XPAHSITCS OTIEIBHO B ceiide
JIUPEKTOPA IIKOJIBI.
] JIOMKHOCTHBIE MHCTPYKIIMU XPaHATCS B OTAEIbHON nanke OY.
] JInuHble AEna COTPYAHUKOB XPAHITCS B IOMEIICHUH IIKOJIBI C OTPAHUYEHHBIM
JOCTYIIOM .
] JlocTyn K IMYHBIM J€1aM NEAAroroB U COTPYAHUKOB IIKOJIbI UMEOT TOJIBKO
CEKpeTapb, TUPEKTOP IIKOJIBI.
] CucremaTu3anus JMYHBIX JI€J [IEAaroroB U COTPYAHUKOB IIKOJIBI
IPOU3BOANUTCA B aj(haBUTHOM MOPSIKE.
] JInuHbIE Aena nexaroroB ¥ COTPYAHMKOB LIKOJIBI XpaHATCs 75 JET ¢ rona
YBOJIbHEHHS paOOTHUKA.
S.MIOPAJOK BbIJAYHU JTUYHBIX AEJ BO BPEMEHHOE I1OJIB30BAHUE

5.1 Bbigaua TM4HbBIX J1e1 (OTAENbHBIX JOKYMEHTOB B COCTaBE JINYHOTO JIeIa) BO
BPEMEHHOE 0JIb30BAHUE TPOU3BOIUTCS C pa3pelieHUs] AUPEKTOpa MIKOJIbI. Bpems
paboThI OrpaHUUMBAETCS MPEAEIAMH OHOTO padodero nHsA. B koH1e padouero aus
ceKkpeTaph o0si3aHa yOEIUTHCS B TOM, UTO BCE JIMYHBIC JI€J1a, BHIJJAHHBIC BO
BPEMEHHOE M0JIb30BAHKE, BO3BPAILIEHBI HA MECTO XPAHEHUS U €CTh JIU
HEO0OXOIUMOCTD JIJISl IPUHSITHUS MEP K UX BO3BPAILLEHUIO WIIA PO3BICKY.
5.2. @akT BpIIAYM JIMYHOTO Jesa (PUKCUPYETCS B KOHTPOJIBHOM KypHAJeE.

6. OTBETCTBEHHOCTD

6.1 Ileoacoeu u compyOHuku MKOABI 00s3aHBI CBOEBPEMEHHO TIPEJICTABIISATh
CEKpeTaplo CBeJieHUsI 00 N3MEHEHUH B TIEPCOHATLHBIX JJAHHBIX, BKIIFOUEHHBIX B
COCTaB JIMYHOTO JIela.
6.2 Pabomooamens 00ecrieunBaET:

] COXpaHHOCTH JIMYHBIX JIEJ MEeIarOTOB U COTPYAHUKOB IIIKOJIBI;

[ kKOH(GUIEHITNATFHOCTh CBEACHUH, COACPIKAITUXCS B IMYHBIX JIeNIax

MEAaroroB M COTPYIHUKOB IITKOJIBI.
7. IPABA

7.1 Jlns oOecriedeHus 3alUThl IEPCOHANBHBIX JAHHBIX, KOTOPBIE XPaHATCS B
JUYHBIX JIeJIaX MelaroroB U COTPYAHUKOB IIKOJIbI,
neoazocu u COmpyOHUKU WKOIbL UMEIOM NPago:
) [ony4uuTh MOIHYIO HHGOPMALIUIO O CBOUX MEPCOHATBHBIX JAHHBIX U
00paboTKe ATUX TaHHBIX;



) ITomy4uuTh AOCTYT K CBOUM NEPCOHAIBHBIM JIaHHBIM;

) Ilomy4uTh KOMIUU, XpAHSIIUECS B JTUYHOM JIEJIE
U COnIepKallue IMepCOHaJIbHbIC JaHHBIE.

] TpeboBaTh HCKIIOYEHHS] WM WCIPABICHUS HEBEPHBIX WIJIM HEMOTHBIX
NEPCOHANBHBIX JaHHBIX

pabomodameins umeem npaso.

] OOpabarbIBaTh NEPCOHATIBHBIE JAHHBIE I1€JaTOTOB U COTPYAHUKOB ILIKOJIbI, B
TOM YHCJIE U Ha DIIEKTPOHHBIX HOCHUTEIISIX;

) 3anmpocuTh OT MEAArOroB U COTPYAHUKOB LIKOJIbI BCIO HEOOXOAUMYIO
nH(opMaIuio.
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