ITPUHATO YTBEPXIAIO

CoOpanueM TpyA0BOTO KOJUICKTUBA JIupeKTOop IIKOJIBI

[Ipotokomn Ne 2 A.B.JIum

Ot 30.08.2014 rona ITpukaz Ne 067/58 ot 01.09.2014r.
IMMOJIOZKEHUE

0 MOPAAKE BEACHUA JIUYHBIX /e NeJaroroB U COTPyAHUKOB
I'bOY COIII c. HoBoe SIkymiknHo
MYHUIMIIAJIBHOT0 paiioHa UcakanmHcKuu
Camapckoii 00J1acTH



1.OBILIMHE ITOJIOKEHUA

1.1 HaCTOHH_Iee ITonmoxxenue ONpCACIIEACT MOPAAOK BEACHUS JIMYHBIX ACIT IICAAroroB 1
COTPYAHHUKOB HIKOJIBI.

1.2 Tlonmosxenue pa3pabOTaHO B COOTBETCTBUU C:

o VYkazom IIpesunenta Poccuiickoit @enepanuu ot 30.05.2005 1. Ne 609 « O6
yTBepk1eHnH [10710KeHNs 0 TEPCOHATBHBIX JAHHBIX TOCYAAPCTBEHHOTO CITYKAILEro
Poccuiickoii @eaepanny U BEICHUH €ro JUYHOTO Jieaay ( B peIakuuu YKa30B
[Ipezunenta PO ot 23.10.2008 Nel5,17, ot 01.07.2014 Ne483).

o ®enepanbHbIM 3aKOHOM OT 27.07.04 Ne79 — @3 «O rocyaapCTBEHHON IPakIaHCKOU
ciyx6e Poccuiickoit deneparnuny;

o Tpynosem koaexkcom PD;

« KomnektuBHbiM Jorosopom OV,

e YCTaBOM IIKOJIBI.

1.3 BeneHne MMYHBIX 1€ IIEAArOrOB U COTPYAHUKOB BO3J1araercs Ha CEKpeTaps IIKOJIbI.
2. MOPAJOK ®OPMUPOBAHUA JIMYHBIX JEJ COTPYIHUKOB

2.1 ®opMupoBaHUE JIMYHOTO JIeNa MEaroroB U COTPYAHUKOB IIKOJIBI TPOU3BOIUTCS
HETNOCPEACTBeHHO Npu nipueMe B OV min nepeBo/ia rneaaroroB U COTPYAHUKOB U3 IPYTOro
00pa30BaTENHLHOTO YUPEHKICHHUS.

2.2 B COOTBETCTBUH C HOPMATUBHBIMHU JOKYMCHTAMHU B JIMYHBIC NCJIA IICAAIOI'OB U
COTPYAHHUKOB HIKOJIbI BKIIAJABIBAIOTCA CIICAYIOINMNEC JOKYMCHTDI:

Iledazoe wikonvt npedocmasnsiem:

« 3asBlieHUE O TIpUEMe Ha paboTy;

« ABtoOuorpadwro;

« Komnwuro nacnopra niam HHOTo TOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCT;
« Komnwmto cTpaxoBoro cBUAETENBCTBA IEHCUOHHOTO CTPAXOBAHUS;

« Komnuto naenTuduxaioHHoro HomMepa HajaoronaTeNbIINKa;

« Komuu noxymentos 06 o06pazoBaHuy;

« Komuu 1oxyMeHTOB 0 KBaTH(PHUKAIIUU WK HATMYUH CTICHUATbHBIX 3HAHUIA;
o TpynoByrO KHUXKKY;

o Konuu 10kxyMeHTOB BOMHCKOTO yueTa (IJisi BOCHHOOOSI3aHHBIX JIUIT)

« Komuro cBunerenbcTBa o Opake (1o HEOOXOAUMOCTH)

o CnpaBky 00 OTCYTCTBUM CYAUMOCTH;

« 3asBJIEHUE O NIEPEBO/IE;

o  MeauuMHCKY0 KHIXKY;

o Konuu 10KkyMEHTOB 0 HarpaxJI€HUU;

o Komnuu arrecTaniMOHHBIX JUCTOB,;



o  YIIOCTOBEPEHHSI O MPOXOKIEHUN KYPCOB, SKCIIEPTHBIE 3aKIFOUCHHUS.
CompyoHux wKobl npedocmasisiem:

« 3asBIieHUE O pUeMe Ha paboTy;

« Konwuro nacnopra uiam HHOTO IOKYMEHTA, Y0CTOBEPSIOIETO JINYHOCTD;
« Komuro gokymenTa 06 oOpa3oBaHuu;

« Komnwuto cTpaxoBoro cBuaeTEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

« Komuio naenTuuxaioHHOro HoMepa HajaOrOIJIaTeNbIINKA;

o TpynoByro kKHMXKY;

o Komnuu 10kyMEHTOB BOMHCKOTO yueTa (11 BOGHHOOOS3aHHBIX JIUII)

« Komnuro cBunerenbcTBa o Opake;

o CnpaBky 00 OTCYTCTBHH CYAUMOCTH;

o MeauuuHCKYI0 KHUXKKY;

Pabomooamenv ogopmnsem:
e TPYAOBOH JOTOBOP B ABYX IK3EMILISAPAX;
e TpHKa3 O MpueMe Ha paboTy (0 MepeMeIeHUH Ha APYTUe JOJKHOCTH);
o JHYHYIO KapTouKy NoT-2;
o JIOJUKHOCTHYIO MHCTPYKIIMIO;

Pabomooamenw 3nakomum:

e YCTaBOM HIKOJIBI;

o C nOMKHOCTHOW MHCTPYKIIUEH;

o [IpoBoaWT BBOMHBIN MHCTPYKTAXK, HHCTPYKTAX IO OXpaHE TPyAa, MHCTPYKTaX 110
MPOTUBOIOKAPHOM 0€30MaCHOCTH.

2.3 .006s13aTeNbHOMN SBISETCS BHYTPEHHSISI OMTUCH TOKYMEHTOB, UMEIOIINXCS B TMYHOM JIEJIE.
3. MOPAJOK BEAEHUSA JTUYHBIX AEJ HEJATI'OI'OB
U COTPYAHHUKOB

3.1 JIuyHoe neJI0 MejaroroB U COTPYIHUKOB IIKOJIBI BEJETCS B TCUCHHE BCETO MEPHoia
pabOThI KaXI0TO MeIarora ¥ COTPYyTHUKA.

3.2 BeneHue TUYHOrO Jiesa IpeayCcMaTpUBaET:

° HOMCIHCHI/IC AOKYMCHTOB, IIOJJIC)KAIIKUX XPAHCHHUIO B COCTABC JIMYHBIX ACJI, B
XPOHOJIOTHICCKOM IOPAAKE:

- 3agBiIeHUE;



- JINYHBIN JTUCTOK 110 yYETY KaIpOB;

- JlononHeHne K IMYHOMY JIMCTKY IO YYETy KaJpOB;
- JInunas xapTouka;

- ABToOMoOTrpadus;

- Konmuu nokymenToB 06 00pazoBaHuy;

- Konus npukaza o npueme Ha padboTy;

- JIOKyMEHTBIO MTOBBIIIEHUH KBATU(PUKAITMOHHOTO YPOBHS: aTTECTAIIMOHHBIN JIUCT,
YAOCTOBEPEHHUE O MTPOXOKICHUU KYPCOB, IKCIIEPTHOE 3aKJIFOUYCHHUE;

- Konun noKyMeHTOB 0 Harpax1eHUH,TOOILPEHNH;

e Kcepokomnuu: - nacnopra (CTpaHHULIbI C IEPCOHATBHBIMU JAHHBIMHU O MECTE
perucTpanun);

- BOGHHBIH OmteT (1711 BOGHHOOOS3aHHBIX JIMI);
- CBUJIETEIILCTBO O Opake, pacTOp)KeHUH Opaka (€ci TaKol UMeeTcs);
- CipaBka 00 OTCYTCTBUH CYJTUMOCTH;
- CTPaXxOBOT0 CBUJIETEIHCTBA;
- UHH

o EKeroaHyo npoBepKy COCTOSHHUS JIMYHOIO JI€J1a [IEJaroroB U COTPYAHUKOB IIKOJIBIHA
MIPEAMET COXPAHHOCTH BKIIFOYEHHBIX B HETO JOKYMEHTOB M CBOEBPEMEHHOE
3aI0JIHEHUE.

o JIMCTBI TOKYMEHTOB, NOAMMUTHIX B JINYHOE JEJ0, MOJIEKAT HyMEPALUU.

o JIM4HOE €TI0 PETUCTPUPYETCS B KYpHANIE « YUET JUYHBIX JEI»

o TpynoBble KHUKKH, METMLIIMHCKUE KHUYKKH XPaHATCS OTIIEIBHO B ceiide aAupeKkTopa
IIKOJIBI.

o JIOMKHOCTHBIE MHCTPYKLNH XPAHATCS B OTAENIBbHOU manke OY.

4.ITIOPAAOK YYETA U XPAHEHUA JIMYHBIX AEJI ITEJAT'OI'OB U
COTPYJHHUKOB HIKOJIBI.

4.1 XpaHeHI/Ie M YUCT JIMYHBIX JCJI II€AaroroB M COTpyAHHUKOB HIKOJIbI OPTaHU3YIOTCS C
IECJIBIO 6I>ICTp0I‘O 1 0e30IMO0YHOTO ITOMCKA JIMIHBIX A€, oOecrneyeHus ux COXpPaHHOCTH, a
TaKk)Ke oOecreyeHus KOHqJI/II[eHI_[I/IaJIBHOCTI/I CBCHGHHﬁ, COACPIKAIIMUXCA B JOKYMCHTAX
JIMYHBIX OCJI, OT HCCAHKIIMOHWPOBAHHOT'O AOCTYyIIA:



o TpynoBble KHUKKH, METMIIMHCKUE KHUYKKH XPaHATCS OTIIEIBHO B ceiide aAupexkTopa
IKOJTBI.
o JlomKHOCTHBIE MHCTPYKIIMU XPAHATCS B OTAENbHOM narnke OY.

o JlnuHble fena COTPYIHUKOB XPAHATCS B Cei(e MIKOIbI.

o JlocTym K IMYHBIM J1€71aM NIEJaroroB U COTPYAHUKOB IIKOJIBI UMEIOT TOIBKO
CEKpeTaphb, IUPEKTOP MIKOJIBI.

o CucreMaTu3anys JMYHBIX JEJI IEJAroroB U COTPYXHUKOB IIKOJIbI IIPOU3BOIUTCS B
as(paBUTHOM TOPSAKE.

o JlnyHble nena nexaroroB ¥ COTPYAHHUKOB IIKOJIBI, MMEIOIIUX FOCYJaPCTBEHHBIC
3BaHUs, IPEMUU, Harpaibl, yYEHbIE CTEIICHU U 3BaHUs, XpaHATCS 75 JIET ¢ roaa
YBOJIbHEHUS paOOTHHUKA.

S.NTOPAJOK BbIJAYMN JIMYHBIX JEJ BO BPEMEHHOE ITOJIb3OBAHHUE

5.1 Bbmaqa JIMYHBIX JCJI (OTIIGJ'IBHBIX AOKYMCHTOB B COCTABC JIMYHOI'O z[ena) BO BPpCMCHHOC
IIOJIb30BAHUC IIPOU3BOAUTCA C PA3PCHICHUA TUPCKTOPA HIKOJIBI. BpeM}I pa60TBI
OI'PaHUYINBACTCA IIPCACIIaMU OJHOT'O pa60qer0 JH. B KOHIIC pa60qer0 AHA CCKPCTapb
00s3aHa Y6CI[I/ITBC51 B TOM, 4TO BCC JIMYHLIC [CJId, BBIIAHHBIC BO BPCMCHHOC 110JIb30BAHUC,
BO3BpalllCHbI HA MECTO XpPAaHCHHA U €CTh JIU H€O6XOI[I/IMOCTB I IPUHATHA MCP K UX
BO3BPAICHUIO UJIN PO3BICKY.

5.2. @akT BbIAYU JTUYHOTO Jelia GUKCUPYETCs B KOHTPOJIBHOM JKypHaJe.

6. OTBETCTBEHHOCTD

6.1 Ileoacoeu u compyoHuky MIKOJIBI 0053aHBI CBOEBPEMEHHO MPECTABIISATh CEKPETaAPIO
CBeJIeHUsT 00 M3MEHEHWH B TIEPCOHAIBHBIX IAHHBIX, BKJIIOYECHHBIX B COCTAaB JIMYHOTO JCIa.

6.2 Pabomooamenbo0eCeUnBaECT:

e COXPaHHOCTH JIMYHBIX JICJI I€AAroroB ¥ COTPYAHMUKOB IIKOJIbI,
° KOH(i)I/IJlCHHI/IaHBHOCTB CBCHCHHﬁ, COACPIKAIUXCA B JIMUHBIX ACJIAaX IICAAroroB 1
COTPYAHUKOB HIKOJIBI.

7. IPABA

7.1 I[J'ISI oOecrieueHus 3alIUTBI ICPCOHAIBHBIX JaHHBIX, KOTOPBLIC XPAaHATCA B JIMYHBIX ACIaX
meJaaroroB 1 COTPYAHUKOB HIKOJIbI,

neoazocu u compyam/mu WKOJIbl Umeron npaso.

o IlonyuuTs moOJIHYIO HH(OPMAIUIO O CBOMX MEPCOHANIBHBIX JAHHBIX U 00pabOTKE 3THX
JTAHHBIX;

o IlomyuuTh AOCTYN K CBOMM MEPCOHAIILHBIM JAHHBIM;

o IlonyuuTh KONUU, XpaHSIIKECS B JTUYHOM JIEJ€ U COAEpKalIUe MepCOHATbHbIE



JTAHHEIE.
o TpebGoBaTh HCKIIOUECHHUS WM HUCIPaBICHUS HEBEPHBIX WU
HETIOJIHBIXIIEPCOHANIBHBIX JaHHBIX

pabomooamensv umeem npaso:

. O6pa6aTI)IBaTL IICPCOHAJIBHBIC NAHHBIC IICAAI'OIOB U COTPYAHHUKOB IIKOJIBI, B TOM
YHUCJIC U HAa JICKTPOHHBIX HOCUTCIIAX
. 3aHpOCI/ITI> OT IICAaroroB 1 COTpyaAHUKOB IIKOJIbI BCIO H€O6XOI[I/IMYIO I/IH(I)OpMaHHIO.



