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" npukaso o Y670t «th 1A 2013

}In eKT OV «Konomsiuesckas COLL
L ’ B. Illymckux/

Cornacosano

Ipeacenarens npod. KomMMTeTa
a.%«/ ~/3emusinckas H.B./

NOJIOXKEHHUE
0 NOps/IKe BEJICHHs JIHYHBIX JIeJ MeIaroroB H COTPY/IHHKOB

1LOBUIME MOJIOKEHHUS

1.1 Hacrosuuee [Nosnoxenue onpeaesnser nopsJA0K BeICHHS JTHYHBIX eI 11e1aroros u
COTPY/IHMKOB ILIKOJIBI.
1.2 Tlonoxenue pazpaboTaHo B COOTBETCTBHH C:

+ VYkazom Ilpesugenta Poccuiickoit @enepauun ot 30.05.2005 r. Ne 609 « O6
yreepxaeHun [TonoxeHus 0 NepcoHalbHBIX JaHHBIX FOCYAapCTBEHHOTO CIyXKallero
Poccuiickoit Mejiepauuy U BeJICHHH €ro JIHYHOIO Jiesa,

« Tpynosbim kosexcom Pd;

«  KomnextusHbiM sorosopom OV,

« YCTaBoM WIKOJIBI.

1.3 KOHTpO]Ib 3a BEJACHHEM JIMYHBIX JI€J] 1IeJ1aroroB U COTPYJAHHUKOB BO3jaraercs Ha
AHUPCKTOPA LWKOJIbL.

2. MOPAJOK ®OPMHUPOBAHUS JIMYHBIX JIEJI COTPY/JIHUKOB

2.1 ®opmupoBaHHE JIMYHOIO Jie/a NIE/IaroroB M COTPYAHUKOB LIKOJBI TPOU3BOJNTCS
HEMOCPEACTBEHHO noce npuema B OV uin nepesojia Neiaroros U COTPY/AHUKOB U3 JPYTOrt
YUPEKACHHUSI.
2.2 B COOTBETCTBHH C HOPMATHBHBIMH JIOKYMEHTAMM B JIHYHBIE JIe/1a MEIaroroB 1
COTPY/IHMKOB LIKOJIBI BK/IA/1bIBAIOTCA CE/YIOIINE AOKYMEHTHI:
lledazoe wkoner npedocmasanem:

« 3asBienue o npueme Ha pabory;

« Konuio nacnopra win MHOTO JIOKYMEHTA, yZIOCTOBEPSIONIETO JIMHHOCTD,

+ Konuio cTpaxoBoro cBHIeTE/ILCTBA IEHCHOHHOTO CTPAXOBAHUS:

« Konuio uaeHTHdukauonHoro HoMepa HanoronnaTebIuKa;

« Konuu nokymenTtos 06 obpazopanun; ’

« Konuu 10kyMeHTOB 0 KBATM(HUKALME HIIH HANMYHHM CTICLHAJIBHBIX 3HAHMIL:

» TpynoByio KHHXKKY:;

« Konuu 1I0KyMeHTOB BOWHCKOrO yyeTa (118 BOCHHOOBA3aHHbIX J4L)

+ Konuio ceuaerenscrsa o 6pake;

+ Konuio cBHIeTeNbCTBA O POKICHUH JIeTei;

« 3asgsnenue o nepesone;

»  MeaHumMHCKYIO KHIKKY;



e Kommu 1okyMeHTOB 0 HarpaxJIeHUU;
e Komuu aTTecTalinOHHBIX JUCTOB;
e YI0CTOBEpEeHHS O MPOXOXKICHUU KYPCOB, SKCIIEPTHBIC 3aKITFOUCHUS.
Compyonux wKoabl nPedocmasisiem:
e 3asBIeHHE O MpUeMe Ha padoTy;
o Komnuro nacnopra iy HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO JUUYHOCTD;
e Komuro moxymenra o6 oOpa3oBaHuy;
e Komuro cTpaxoBoro cBuIETENbCTBA IEHCUOHHOTO CTPAXOBAHUS;
o Komuro uneHTHPUKAITMOHHOTO HOMEpa HAJIOTOIUIATEbITIKA;
e TpynoByro KHHKKY;
Pabomooamenv oghopmasem:
e TPYIOBOM JJOTOBOP B IBYX 3K3EMILISIpax;
e IpHKa3 O MpueMe Ha paboTy (O MepeMelIeHnU Ha JPYrue T0JKHOCTH);
e JIMYHYIO KapTOUKy NoT-2;
e JIOJDKHOCTHYIO HHCTPYKIIHUIO;
Pabomooamenv snaxomum:
e YCTaBoOM IIKOJIBI,
e C D0JKHOCTHOM MHCTPYKLIHEH;
e [IpoBOIUT BBOJHBIN HHCTPYKTAXK, HHCTPYKTAXK IO OXpaHe TPYy/la, HHCTPYKTAXK IO
MPOTUBOMOXKAPHOI 06€30MaCHOCTH.
2.3 .0O06s13aTeIbHON SBISETCS BHYTPSHHSISI OMTUCH JIOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JIEJIE.
3. MOPAJOK BEAEHUSA JIMYHBIX JAEJI IIEJAT'OI'OB
N COTPYJHUKOB MKOY «KOJTOMBILEBCKASI COII»
3.1 JIuyHOe €70 MeJaroroB M COTPYAHUKOB IIKOJIBI BEIETCS B TEUEHUE BCETO MEePHOJia pabOThI
KQXKI0T0 Tefarora ¥ COTPyIHUKA.
3.2 Benenue TUYHOTO JieNa MpelycMaTpuBaeT:
e IloMenieHrne JOKYMEHTOB, ITOJICKAIIUX XPAHCHUIO B COCTABE JIMYHBIX JIENI, B XPOHOJIOTHIECKOM
MOpsIKE:
- 3asiBIE€HUE;

- JInYHbBIH TUCTOK IO YYETY KaJApPOB;

- JlononHeHye K JMYHOMY JIMCTKY IO YYETYy KaJIpOB;
- JInunas kaprouka;

- ABTo6uorpadus;

- Konuu nokymeHnToB 06 oOpa3oBaHuy;

- Konust mpukasa o npueme Ha pabory;

- JIOKyMEeHTBHI O MOBBIIIEHUH KBAIM(UKAIIMOHHOTO YPOBHS: aTTECTallMOHHBIN JIUCT, YAOCTOBEPEHHE O
IIPOXO0KJIEHUH KYypCOB, YKCIIEPTHOE 3aKIIFOUCHHUE;

- Komun JOKYMCHTOB O HarpaXJ€Huu, MMOOIIPCHUH,

e Kcepokonuu: - nacopTa (CTpaHULBI C IEPCOHAIBHBIMU TAHHBIMH O MECTE PETUCTPALIUN);
- BOCHHBIH OmiieT (it BOGHHOOOS3aHHBIX JIHII);

- CBUJIETENILCTBO O OpaKe, pacTOP)KEHUHM Opaka (eciu Tako nmeercs);

- CBUACTCIILCTBA O POXKICHHUN I[eTeﬁ;



- CTPaxOBOT'0 CBUJIETENIBCTBA;
- UHH

e Exeroanyro IpoBepKy COCTOSIHUS JIMYHOT'O JeJia IIE1aroroB U COTPYAHUKOB IIKOJIBI Ha MIPEAMET
COXPAHHOCTH BKJIFOUEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE 3aI0JHEHUE.
e JIuCTBI JOKYMEHTOB, NOALIUTHIX B IMYHOE JEJI0, OJIJIEKAT HyMEpaIuu.
e JIM4HOE AeNI0 PEruCTPUPYETCS B KYpPHAJIE « YUET JIMYHBIX JEI»
o TpynoBble KHMKKH, MEIUIIUTHCKIE KHUKKH XPAHATCS OTIEIBHO B ceiipe TUpEeKTopa IIKOJIbI.
e JIOJDKHOCTHBIE MHCTPYKIIMM XPAHSTCS B OTJeIbHOM nanke OY.
4.110PAJJOK YUETA U XPAHEHUA JIMYHBIX AEJ IIEJATI'OI'OB U COTPYJHUKOB
IHIKOJIBI.
4.1 XpaHeHue 1 yueT JUYHBIX JIeJ IEAaroroB M COTPYJHUKOB HIKOJIBI OPTaHU3YIOTCS C LIETbI0 OBICTPOTO
1 6€301IMO0YHOr0 MOUCKA TMYHBIX JIe], 00eCIIEUeHUs UX COXPAHHOCTH, a TaK)Ke 00ecreueHUs
KOH(HICHIIMATHHOCTH CBEACHUH, COIEpKAIIUXCSA B JOKYMEHTAX JIUYHBIX JE]l, OT
HECAaHKI[MOHUPOBAHHOIO JJOCTYIIA:
e TpynoBble KHWKKH, MEAULIMHCKUE KHUKKH XPAHATCS OTJENIBHO B Ce(pe TMpeKTopa MIKOJIBI.
e JIOMKHOCTHBIE MHCTPYKIIMHU XPaAHATCA B OTAENbHOU narnke OVY.
o JluuHbIe 1eNa COTPYIHUKOB XPAHATCS B CEH(e IIKOIIBI.
e JlocTyn K JIMYHBIM JieJ1aM [IEAAroroB U COTPYAHUKOB LIKOJIbl MMEIOT TOJIBKO CEKpeTaphb,
JUPEKTOP LIKOJIBI.
o Cucremarn3anus JMYHBIX /€] M€JJaroroB U COTPYAHUKOB IIKOJIBI IPOU3BOAUTCS B alI(aBUTHOM
MOPSIZIKE.
e JluuHble nena neJaroroB U COTPYIHUKOB HIKOJIbI, UMEIOLIUX FOCY/IapCTBEHHBIE 3BAHUS, IPEMUH,
Harpajbl, yYeHbIE CTETICHU U 3BaHUS, XPAHATCS 75 JIeT ¢ Tojia YBOJIbHEHUS PaOOTHHKA.
5.1IOPAAOK BbBIJAYM JIMYHBIX JEJ BO BPEMEHHOE I1OJIb3OBAHUE

5.1 Bbigaua auuHbIX A€l (OTAEIbHBIX JOKYMEHTOB B COCTABE JIMYHOIO JI€J1a) BO BPEMEHHOE M0JIb30BaHUE
IPOM3BOJIUTCS C pa3pelleH s TUPEKTopa KOJIbl. BpeMs paboThl OrpaHUYMBAETCS MPeielaMu OJJHOTO
pabouero nHsa. B koHIle pabodero IHS cekpeTapb 00si3aHa YOEAUTHCS B TOM, YTO BCE JIMYHBIE JIETIa,
BbIJIJaHHBIE BO BpPEMEHHOE M0JIb30BaHUE, BO3BPAILEHBI HA MECTO XPAaHEHHSI U €CTh JIM HEOOXOIUMOCTh JUIs
NPUHATHS MEp K UX BO3BPAILIEHHUIO HITH PO3BICKY.
5.2. @aKT BbIaYM JIMYHOTO JieN1a (UKCUPYETCs B KOHTPOJIBHOM KypHAJe.
6. OTBETCTBEHHOCTbDb

6.1 Ileoazoeu u compyonukuy MKOJIbl 00513aHBI CBOEBPEMEHHO MPEJCTABIATH CEKPETAPIO CBEACHUS 00
W3MEHEHHUH B TIEPCOHAIBHBIX TAHHBIX, BKIIOUEHHBIX B COCTAaB JIMYHOTO JIENa.
6.2 Pabomoodamens obecrieUnBaeT:

e  COXPaHHOCTH JIMYHBIX JIN MEAArOTOB U COTPYIHUKOB IITKOJIBI;

e KOHOUIECHIMAIBHOCTh CBEJICHUN, COACPIKAIIMXCS B IMUHBIX JIeJIaxX MejaroroB ¥ COTPYIHUKOB

TIKOJIBI.
7. IIPABA

7.1 Jlns obecriedyeHus 3aIUThl IEPCOHANBHBIX TaHHBIX, KOTOPHIE XPaHATCS B JIMYHBIX JeNlaX MeAaroroB U
COTPY/ZAHUKOB ILIKOJIBI,
neoazoeu u compyOHUKU WKOIbl UMEIOM NPago:

o ITlomyunts MONHYIO MH(POPMALIUIO O CBOUX NMEPCOHATBHBIX JaHHBIX U 00pabOTKe ITHX JaHHBIX;

o [lomyunThs AOCTYHI K CBOMM IEPCOHATBHBIM JIaHHBIM;

o ITlomyunth KONMH, XpaHSIIHECS B JINYHOM JIeJIe U COJIepKalllue MepCOHAJIbHbIC TaHHbIE.

o TpeboBaTh WCKIIOYEHUS WM WCIPABJICHUS HEBEPHBIX WIIM HETIOJIHBIX MEPCOHATBHBIX JTaHHBIX
pabomoodamenv umeem npago:

e OOpabaTpiBaTh TEPCOHATBHBIC TAHHBIE TIEJATOTOB U COTPYAHUKOB IIIKOJIBI, B TOM YHCIIE U Ha

AIIEKTPOHHBIX HOCUTEIISIX;

3ampocuTh OT MEeNaroroB U COTPYAHMKOB MIKOJIBI BCIO HEOOXOUMYIO HH(OpMAIHIO.



