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1.OBIIHUE ITOJIOKEHUS

1.1 Hacrosmee [TonoxeHue onpeaenseT mopsaoK BEACHHS JNYHBIX uen peuaroroa u COpr,uHHKOB IIIKOJTEL.
1.2 TlonoxeHue pa3paboTaHO B COOTBETCTBHH C: - li

1.3 Beznenne nuYHBIX 1€ TeIaroroB M COTPYAHHUKOB BO3/AraeTcs Ha cexpe'rapx unconm
2. IOPSIIOK ®OPMUPOBAHUS JINYHBIX I[EJI COTPY}IHI/IKOB T
2.1 ®opmupoBaHue JUYHOTO JIeNIa IIearoroB ¥ COTPYAHHKOB IIKOIBI nponsaonmcx Henocpe,ucrseHHo noce
nprema B OV WiIH IepeBoza [earoroB i COTPYAHUKOB H3 PYTOro 06pa3oBaTeqBHOIO YUPEKICHUS.

2.2 B cOOTBETCTBHHU C HOPMATHBHBIMH AOKYMEHTaMH B THIHbIE nena negaroros u (COTPYAHHKOB LLKOJIBI
BKJIA/IBIBAIOTCS CJIEAYIOMIUE JOKYMEHTHI:

IIeoazo2 wikonvl npedocmaensiem:

Compyonux wrkonst npedocmaensem:
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3asBieHHE O MpUeMe Ha paboTy;
Astobuorpaduio; , | |
Konuio nacnopra uim HHOro JOKyMEHTA, YIOCTOBEPSIONMIEro TUYHOCTB;
Koo cTpaxoBoro cBuaeTe15CTBa MEHCHOHHOTO CTPAXOBAHHS;
Konuro naeHTH(HKAIHOHHOTO HOMEpa HAIOTOTIATe IbIIHKA;

Komnmu noxymenToB 06 06pasosanuu;

Konuu 10kymMeHTOB 0 KBaTH(HKALMH HITH HAJMYHH CTICIUATBHBIX 3HAHMM;
TpynoByro KHHKKY;

Konuu 10KkyMeHTOB BOHHCKOrO yyeTa (s BOCHH006513aHHBIX IIHH)
Komnuto cBuznerenscrsa o Gpaxe:;

Komnuio cBuieTeIbCTBA O POKICHHH JETel;
3asBiIeHHE O IEPEeBOJIE;

MeuIUHCKYIO KHHKKY;

Komnnu 10kyMeHTOB 0 HarpaxiaeHuH; | |
Komnnu aTrecTaniioHHBIX JIHCTOB; t
Y I0CTOBEpEHHS O MPOXOIKICHHH KYPCOB, SKCIIEPTHBIE 3aKTIOYSHHS.

]

3asgBieHHe O MpueMe Ha paGoTy; ‘ l
Konuio nacropra umu HHOTO JOKyMeHTa, yz[ocroaepmomero JIPI‘IHOCTI: : |
Konmro noxymenTa 06 o6pazosanuu; ' ’
Kommio cTpaxoBoro cBHIeTeTbCTRA TEHCHOHHOTO CTPaXOBAHHS; '
Komnuto nnentndukanmonsoro HoMepa HalOromIaTeNbIUkKa;




«TpylnoByIO KHUXKKY;
o Konun 10kyMeHTOB BOMHCKOTO yueTa (/1151 BOGHHOOOS3aHHBIX JIUIT)
o Konuro cBugerenscTa o Opake;
o Konuro cBuzerensCcTBa 0 pOKIACHUM IETEN;
MennnuHCKYI0 KHUXKKY.
Pabomooamenv ogopmnsiem:
e TPYAOBOM JOrOBOP B JIBYX IK3EMILIIpaAX;
e MpHKa3 O MpueMe Ha paboTy (0 MepeMelIeHUH Ha JPYTrue TOHKHOCTH);
e JIMYHYIO KapTO4Ky NeT-2;
e JIOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamens 3naxomum:
e YCTaBoOM IIKOJIBI,
e C IOJKHOCTHOM MHCTPYKLIMEH;
o [IpoBoaWT BBOJHBIN HHCTPYKTAXK, HHCTPYKTAXK IO OXpaHe TPyAa, HHCTPYKTAXK IO MPOTHUBOIIOKAPHOM
0€30MacHOCTH.
2.3 .O0s3aTenbHOM SIBIISICTCS BHYTPEHHSS OTHCH JIOKYMEHTOB, UMEIOIIUXCS B JINYHOM JIEIIE.
3. IOPAAOK BEJAEHUSA JINYHBIX AEJ IIEJJAT'OI'OB
N COTPYJHUKOB MBOY COUI n.ITIPUTEPEYHOTI'O
3.1 JInuHOeE /€710 NelaroroB U COTPYAHUKOB IIKOJIBI BEAETCS B TE€UEHUE BCETO NeproJia paboThl KaX0ro
Me/1arora U COTpy/JHHKA.
3.2 Benenue TMYHOTrO Jiej1a IPeyCMaTpUBAET:
o [lomemnieHne TOKyMEHTOB, OJUICKALINX XPAHEHUIO B COCTABE JINYHBIX €T, B XPOHOJIOTUIECKOM
HopsiKe:
- 3asgBiIeHUE;
- JINYHBII JIUCTOK 110 y4YeTy KaJpoB;
- JlonoTHeHHE K JIMYHOMY JIUCTKY TI0 YYETY KaJpOB;
- JInuHas KapTOUKa;
- ABro6uorpadus;
- Konuu nokymeHToB 06 o0pa3oBaHuy;
- Konus mpukaza o npueme Ha pabory;
- JIOKyMEHTBI O MOBBILIEHUH KBATH(PUKALIMOHHOTO YPOBHS: aTTECTAIMOHHBIN JIUCT, YIOCTOBEPEHUE O
MIPOXOXKJICHHH KYPCOB, SKCIIEPTHOE 3aKIIFOUYCHUE;
- Konuu 1okyMeHTOB 0 HarpaxaeHuH, MOOIIPEHHH;
e Kcepokonuu: - nacnopTa (CTpaHUIIBI C IEPCOHATBHBIMU JAHHBIMU O MECTE PETUCTPALIUN);
- BOCHHBIH OuiteT (1t BOGHHOOOS3aHHBIX JIHII);
- CBUJIETENIBCTBO O Opake, pacTOP)KEHUHM Opaka (eciu Takoi umeercs);
- CBUJICTENIBCTBA O POXKJICHHUH JICTEH;
- CTPaxoOBOT'0 CBUETENbCTBA;
- UHH
o ExxeroaHyio npoBepKy COCTOSHHS JJUYHOTO JieJia earoroB U COTPYAHMUKOB IIKOJIBI Ha IPEAMET
COXPaHHOCTH BKIIFOUSHHBIX B HETO JOKYMEHTOB M CBOEBPEMEHHOE 3aIlOJTHEHHE.
e JIMCTBHI JOKYMEHTOB, MOJUIMTHIX B IMYHOE JIEJI0, IOJUIeKAT HyMEpaLlnu.
e JlmuHOE €TI0 PETHCTPHUPYETCS B KypHAJIE « YUET JIMYHBIX JeT»
e TpynoBble KHMKKH, MEIUITUHCKHE KHUKKH XPAHATCS OTJIENBHO B ceiipe TUpeKTopa IIKOJIbI.
e JlOJKHOCTHBIC MHCTPYKIIMHU XPAHATCS B OTIENbHOM nanke OY.
4TMOPAJOK YYETA U XPAHEHUS JIMYHBIX JEJ IIEJATOI'OB U COTPYITHUKOB HIKOJIBI.
4.1 XpaHeHue U y4yeT JUUYHBIX JIeJl IEAAaroroB M COTPYJHUKOB HIKOJIbI OPraHU3YIOTCS C LENbI0 OBICTPOTO U
0€301MuO0YHOr0 MONCKA TNYHBIX JIE), 00CIIEUCHUS UX COXPAHHOCTH, a TAK)Ke 00eCTieueHus
KOH(QHIEHIIMATIbHOCTH CBEACHUHN, COAEPKAIINXCS B JOKYMEHTAX JIMYHBIX JI€]1, OT HECAHKIIHOHUPOBAaHHOTO
JOCTyTIA:
e TpynoBble KHMKKH, MEIUIUHCKHE KHUKKH XPAHATCS OTJENIBHO B ceiipe TUPEeKTOpa IIKOJIBI.
e JI0JKHOCTHBIE MHCTPYKLIMU XpaHATCS B OTAeNbHON nanke OY.



e JluuHble AeNa COTPYAHUKOB XPAHSITCS B Cei(he IIKOIIBI.
e JloCTym K JIMYHBIM JI€JIaM TeJaroroB M COTPYAHUKOB MIKOJIBI MMEIOT TOJIBKO CEKpeTaph, TUPEKTOP
LIKOJIBL.
o Cucremaru3anus JIMYHBIX /€] I1€JJaroroB U COTPYAHUKOB IIKOJIBI TPOU3BOIUTCS B aI(aBUTHOM
HOpsiZIKE.
o JlnuHbIe €A MEAaroroB ¥ COTPYIHUKOB IIKOJIBI, IMEIOIIUX TOCYAapCTBEHHbIEC 3BaHUS, IIPEMHH,
Harpa/ipl, ydeHble CTEIICHU U 3BaHMs, XpaHATca 75 JIeT ¢ rojia yBOJbHEHUs PaOOTHUKA.
5.MOPAJOK BbIJAYU JIMYHBIX AEJ BO BPEMEHHOE I1IOJIb30BAHHUE
5.1 Beiaya auuHbIX J1ed1 (OTAEIbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JI€J1a) BO BPEMEHHOE M10JIb30BaHUE
MIPOU3BOIUTCS C Pa3peIIeHUs TMPEKTOpa MKOIbl. Bpems paboThl orpaHUYMBAETCS MPEAEIaMU OJHOTO
pabouero Hs. B koH1e pabouero Hs cekpeTapb 00si3aHa yOEAUTHCS B TOM, UTO BCE JIMUHBIE JI€/1a, BbIJAHHbIE
BO BPEMEHHOE I0JIb30BaHKE, BO3BPAIICHBI HA MECTO XPAaHEHUS U €CTh JIM HEOOXOAUMOCTD JIJIsl IPUHATHUS Mep K
UX BO3BPALLECHUIO UIH PO3BICKY.
5.2. @aKT BbIIaYM JIMYHOTO Jiena (GUKCUPYETCs B KOHTPOJIBHOM JKypHAJIe.
6. OTBETCTBEHHOCTbDb
6.1 Ileoazoeu u compyoruKy MKOIBI 005S3aHBI CBOEBPEMEHHO IMPEICTABIISATH CEKPETAPIO CBEICHHS 00
M3MEHEHHUHU B IIEPCOHANIBHBIX JIaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O JIea.
6.2 Pabomoodamens 0becrieunBaeT:
e  COXPAHHOCTH JINYHBIX J€J M€JJaroroB U COTPYAHUKOB ILKOJIbI,
e  KOHOUICHIMAIHLHOCTH CBEJICHUN, COACPIKAIIMXCS B JTMYHBIX JIEJIaX MEJaroroB M COTPYIHHUKOB IIKOJIBI.
7. IPABA
7.1 Jlns obecrieueHust 3aIIMThI IEPCOHANBHBIX JaHHBIX, KOTOPHIE XPaHATCS B JIMYHBIX JIeJIaX MEeAaroroB u
COTPYIHUKOB ILIKOJIBI,
neoazo2u u COMpYOHUKU WKOJIbL UMEIOM NPABO:
e [lomyunths NOIHYIO MHPOPMALIUIO O CBOUX NMEPCOHAIBHBIX JaHHBIX U 00pabOTKe ITHX JaHHBIX;
e [lomyunTh AOCTYHI K CBOMM IEPCOHAIBHBIM JaHHBIM;
o [lomyunTh KONUM, XpaHsIIIUECS B JIMYHOM JIeJIe U COJeprKalllue MepPCOHAIbHBIE TaHHbIE.
e TpeboBaTh HMCKIIOYECHUS WM WCIPABICHUS HEBEPHBIX WM HETIOJNHBIX TEPCOHAIBHBIX JaHHBIX
pabomooamens umeem npago.
e OO0OpabaTeiBaTh MEPCOHAIBHBIC TaHHBIE TIEArOTOB U COTPYAHUKOB IIIKOJIBI, B TOM YHCIIE U HA
3JIEKTPOHHBIX HOCUTEIISX;
e 3ampocuTh OT MENaroroB U COTPYIHUKOB HIKOJIbI BCIO HEOOXO0AUMYIO HH(OPMAIHIO.
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