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1.06mmue mos1o:xeHnst
1.1 Hacrosmee ITonoxenue onpenesieT mopsmaoK BeASHHUS INIHBIX [T IIEIaroroB 1
COTPYZIHHKOB IIKOJIBI.
1.2 Ilonoxerue paspaboTano B cooTBeTcTBHE C: Ykasom [Ipesunenta Poccuitckoit deneparun
ot 30.05.2005 1. Ne 609 « O6 yTBepx)aeHun [1010XKeHNsS O HEPCOHANBHBIX JAHHbIX
- TOCYAapCTBEHHOTO ciryxarero Poccuiickoif @enepanyu u BeIEHHH €0 JIHYHOTO JETan;
OezepabHbIM 3aKoHOM 0T 27.07.04 Ne79 — O3 «O rocyapcTBeHHOM rpaXIancKo CIyKoe
Poccuiickoit @enepamumn»; Tpynossmm kogexcom P®; KosutektuaeiM gorosopom OV; Verasom
IIKOJIBL. ‘
1.3 Benenne TMYHBIX A€ IEAAroroB ¥ COTPYIHUKOB BO3JIaraeTCst Ha JUPEKTOPa MIKOJIBL
2. Ilopsinok ¢popMHUPOBAHUS JIMYHBIX JeJI cmpyzmmcon
2.1 ®opMupOBaHKE TMYHOTO JENa MeAror0B M COTPYIHAKOB MIKOJIBI IIPOM3BOIUTCS
HETIOCPEICTBEHHO Hocuie npuema B OY uim nepeBosia MEAaroroB i COTPYAHUKOB U3 JPYTOro
00pa30BaTEIHHOTO YUPEIKICHHSI.
2.2 B COOTBETCTBUHU ¢ HOPMATHBHBIMH JIOKyMEHTAMU
B JIMYHBIE 1€/1a COTPYAHHKOB IIIKOJIBI BKJIAILIBAIOTCS cne’nyfonme JOKYMEHTBHI:
- 3aBJICHHE O IIpUeMe Ha paboTy;
- KOTIHsI TAacIopTa MIIM HHOTO JOKYMEHTA, YAOCTOBEPSIONIETO IHYHOCTD,
-KOIIUS CTPaxOBOI'0 CBUIETEIbCTBA IIEHCHOHHOTO cTpaxoBanust (CHUJIC);
-KOIHUsI HICHTU()UKAIIHOHHOTO HoMepa Haloromiarensiuka (MHH);
-KOIIMH JJOKYMEHTOB 00 00pa3oBaHuH;
-KOMUH JIOKYMEHTOB O KBAIM(UKAIUY WK HATHYUH CIENUATbHBIX 3HAHHUIH,
- TPyOBasi KHIXKKa,
-KOITMU TOKYMEHTOB BOMHCKOI'O y4eTa (A7 BOGHHOOOS3aHHBIX JIHII)
- KOsl CBUZIETENBCTBA O Opake (B cliy4ae H3MEHEHUH (HaMUIIUHK);
~TPYZOBOH JOTOBOP U JOIOJIHUTENBHEIE COTTIAIICHUS K HEMY;
-JI0JDKHOCTHAS! HHCTPYKITHUS;
-3asIBJICHHE O ‘COINIacCUU Ha 00pabOTKY MepCOHAIBHEIX JaHHBIX,
-CIIpaBKa U3 IOJHMLUHN HA OTCYTCTBHE CYIUMOCTH.

B sinunbIe qe/1a meaaroros MIKOJIbI BKJIAJbIBAIOTCS CIIELYIOMHUE TOKYMEHTHL:
‘- 3asBJICHHE O TIEPEBOJIC;

-KOIIMU JOKYMEHTOB O HarpaxKICHUH;

- KOIIMY aTTEeCTallMOHHBIX JIUCTOB;

- YAOCTOBEPEHHUS O IIPOXOKICHUU KYPCOB, SKCIIEPTHEIE 3aKIIFOYEHHS.

- 3asBJICHHE O IIpUeMe Ha paboTy;

- KOIIHs IIaCIIOPTa MIIM HHOTO JOKYMEHTa, yI0CTOBEPSIOIIErO JUIHOCTE),

- KOIIMs JOKyMeHTa 00 00pa3oBaHuH;

- KOIIUS CTPaXOBOI'0 CBUIETENILCTBA IEHCHOHHOTO cTpaxoBanus (CHUJIC);



- KOTHUS UAeHTU(OUKAIMOHHOTr0 HoMepa Hasororatensiuka (MHH);
- TpyIOBast KHUIKKA;
- KOIIHHU JJOKYMEHTOB BOMHCKOTO y4eTa (1l BOSHHOOOS3aHHBIX JIWII)
- KOTIMIO CBUJETENILCTBA O Opake (B cliydae M3MEHEHUH (DaMUIINK);
- TPY/IOBO# JIOTOBOP U JOTOJHUTENBHEIE COIVIALIEHUS K HEMY,
- BBIMIMCKA U3 TIPUKA3a o IpueMe Ha paboty (0 nepeMeleHny Ha JpyTrue J0JKHOCTH);
- muuHas kapTouka NeT-2;
- TOJDKHOCTHAS! MHCTPYKLUS,
-3asBJIEHHE O COTJIACHHU Ha 00pabOoTKy NEPCOHAILHEIX JaHHBIX.
-CIIpaBKa U3 MOJIUIIMK Ha OTCYTCTBHE CYJMMOCTH.,
PaboToiaTesib 3HaKOMUT paOOTHUKOB:
- ¢ YcTaBoM MIKOJIEBI,
- C JIOJDKHOCTHOM MHCTPYKLIHEH;
- IPOBOJIUT BBOJIHBIM HHCTPYKTaXK, HHCTPYKTaX [0 OXpaHe Tpy/aa, HHCTPYKTaX I10
IIPOTHUBOIOKAPHON OE30MacHOCTH.
3. Mopsaok BexeHUsI JHUHBIX JIeJI [1€1aroros H COTPYAHUKOB
3.1 JInynOoE J1€J10 MEJAroroB M COTPYAHUKOB IIKOJIBI BEAETCS B TEYEHUE BCETO MEpHoia
paboThl KaXJI0ro Nefarora U COTpyAHHKa.
3.2 Benenue JIM4HOrO Jiesa npealycMaTpruBacT:
_HOMELIEHHE JOKYMEHTOB, TOJICKAIINX XPAHEHUIO B COCTABE JIMYHBIX JIE)T, B XPOHOJOTHIECKOM
nopsiaKe:
1) 3asBiieHHE;
2) nuuHas kaptouka NeT-2;
3) KomuHu JOKyMeHTOB 06 00pa3oBaHuy;
4) NOKYMEHTBI O MOBBIIICHHH KBAIH(QUKAIIMOHHOIO yPOBHS: aTTCCTAIlMOHHbIN JIUCT,
YIOCTOBEPEHHE O MPOXOKACHHH KypCOB, SKCIIEPTHOE 3aK/IIOYEHHUE (IS TIE1aroros);
S) KomHH JOKYMEHTOB O HAarpaXJAEHHH, MOOLIPECHHUH,;
KCEPOKOIUHU:
6) macropTa (CTPaHHIBI ¢ MEPCOHAIBHBIMU JaHHBIMH O MECTE PETUCTPALIMH);
7) BOeHHBIH OuneT (A7 BOGHHOOOS3aHHBIX JIUIL); .
8) cBHIETENBLCTBO O Opake, pacTOpXKEHUH Opaka (ec/u TaKOH HMEETCst);
9) mnencuonnoro crpaxosoro cauaerenscrsa(CHUJIIC);
10) MHH;
11) Tpya0BO# JOrOBOP U JAONOJIHUTENBHBIE COTJIAIICHUS K HEMY
12) nmoJKHOCTHASI MHCTPYKIIHS,
13) 3asBieHHE 0 corjlacuu Ha 00pabOTKy MEPCOHANBLHBIX JaHHBIX;
14) cnipaBka U3 MOJMLUH HA OTCYTCTBHE CYJAMMOCTH.
- TpynoBbIe KHMKKH, MEMIIHHCKHE KHIKKH XPAHATCS OTAEIBHO B Cefhe AMPEKTOpA IIKOJIBL.

4.ITopsiaoK yueTa U XpaHeHHs! JIHYHBIX [eJI earoroB U COTPYAHHKOB HMIKOJIbI

4.1 XpaHeHHEe U ydeT JINUHBIX eIl IIeJaroroB U COTPYIHUKOB IIKOJIBI OPTaHU3YIOTCS C LETIbIO
OBICTPOro ¥ 6€301UOOYHOr0 MOUCKA JIMUHBIX 6], 00ECEUECHHS UX COXPAHHOCTH, a TAKXKe
obecredeHuss KOHPHUICHIIMATBHOCTH CBEACHUH, COAEPIKAMUXCA B JOKYMEHTAX JIMYHBIX A€, OT
HECaHKIIMOHUPOBAHHOIO JOCTYIIA:

- TPYJOBBIE KHHKKH, MEIUIIMHCKHIE KHIKKH XPAHSTCS OTACIBHO B CeH(e NUPEeKTOpa [IKOJIBI;

- INYHBIE JIE)Ia COTPYAHUKOB XpaHSTCS B ceiide mKOIIbI;

- IOCTYII K JINYHBIM JIeJIaM T1€laroroB ¥ COTPYAHUKOB LIKOJIBI UMEET JIHPEKTOP LIKOJIBI;

-JJTSL CHCTEMATH3ALMN JIMYHEIX JIeJT OHH HYMEpYIOTes (110 Mepe MOCTYIIEHUS COTPYAHUKOB Ha
paboTy B yupexaenue). JomycKaeTcest IPHUCBOCHUE JIMYHOMY JI€JTy BHOBb IPHOBIBIIErO
COTPYJHHMKa HOMEpa JIMYHOTO JIeJa, yBOJIUBIIErocs pabOTHHUKA,

- TVYHBIE JIEJIa NIEJaroroB U COTPYIHUKOB IIKOJIbI, MMEIOLIUX IOCY1apCTBCHHbBIC 3BAHUS,
IIPEeMUH, HATPaJIbl, yUeHbIE CTEIICHH U 3BaHMUsI, XPAHATCs 75 JIET € rojia yBOJIbHEHHS pa0OTHHKA.
5.ITopsaoK BbIAAYH JHYHBIX €]l BO BpEMEHHOE N0JIb30BaHMe



5.1 Beimaua JIMYHBIX A€e)T (OTACNBHBIX JOKYMEHTOB B COCTABE JIMIHOIO JieJia) BO BpEMEHHOE
[10JIb30BAHUE TIPOU3BOJMTCS C pa3pelICHHs JTUPEKTOPa HIKOJIBL. Bpemst paboTbl
OTpaHUYUBAETCS MPEACIaMU OJHOr0 paboyero JHs. B konie pabouero aHs HEOOXOAUMO
yOEmMTHCS B TOM, YTO BCE JIMUHBIE JIENA, BbIIAHHBIC BO BPEMEHHOE 110/1b30BAHHE, BO3BPAILICHEI
HA MECTO XPaHEHHM U €CTh JI1 HEOOXOMMMOCTb JUTS IPUHATHS MEP K MX BO3BPALICHHIO MK
PO3BICKY.

5.2. ®axT BRIJAYM JIMYHOTO jeja PUKCUPYETCS B KOHTPOJBLHOM JKypHAJIe.

6. OTBETCTBEHHOCTD

6.1 Tlegaroru ¥ COTPYAHUKH IIKOJIBI 00g3aHBI CBOCBPEMEHHO NPEACTABIATH  CBEACHHA 00
M3MEHEHHUHU B MIEPCOHATBHBIX JAHHBIX, BKJIIOUYCHHBIX B COCTAB JIMYHOTO JIe/1a.

6.2 PaGoronmatesib 00ECIIEUNBAET:

- COXPaHHOCTb JINYHBIX JIEJ [EJAroroB U COTPYTHUKOB MIKOJIBL

- KOH(UIEHIMATLHOCTS CBEICHUH, CONEPH AIIMXCS B JIMUHBIX JIEJIaX M€1aroros 1 cOTpyAHUKOB
HIKOJIBL.

7. IllpaBa

7.1. Jlnst obecriedeHust 3aMThl TEPCOHANBLHBIX JAHHbBIX, KOTOPBIC XPAHATCS B JIMIHBIX Je/IaxX
[1E/IarOTOB ¥ COTPYAHMKOB LIKOJIBI, IIEJAroTH ¥ COTPYAHUKH MIKOJIBI UMCIOT IIPaBO:

- IOJIYYUTH TIOJHYIO HH(POPMAIUIO O CBOMX MEPCOHAIBLHBIX TaHHbBIX U 00paboTKe 3TUX JaHHBIX;
"~ TIOJIYYUTH JIOCTYT K CBOUM MEPCOHAIBHBIM JIaHHBIM;

- MOJIyYHUTh KOIIMH, XPAHSIIHECS B JIMYHOM JIe]Ie U COJIep Kallue MEepCOHANbHBIC NaHHBIC.

- Tpe6oBaTh WCKIIOYCHUS] MIIM MCIPABJICHUSI HEBEPHBIX MJIM HEIOJHBIX MEPCOHATBHBIX
JIaHHBIX '

paboToaTesb UMEET MPaBo:

- 0OpabareiBaTh IEPCOHAILHBIE JAHHBIC TIEAroroB 1 COTPYAHHMKOB IIKOJIBI, B TOM YHCJIE U Ha
SJIEKTPOHHBIX HOCUTEJISX;

- 3AMIPOCUTE OT MEIAroroB M COTPYAHMKOB MIKOJIBI BCIO HEOOXOXHMYIO UH(OPMALHIO.



