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0 NMOPSIAKE BEACHUS JIMYHBbIX eI INeAaroroB M COTpyaIHUKOB

1. O0ume nos10KeHust

I.1. Hacrosmee Ilonoxenue pa3paboTaHO B COOTBETCTBHH C denepanbHbIM
3aKOHOM 0T 22 okTA0ps 2004 r. No125-03 «O6 apxuBHOM seliey (c M3MEHEHHAMHU
no cocrosnuio Ha 27 mona 2010 r.), [locraHoBjeHHEM IIpaBurenbcraa
Poccuiickoit ®enepaunn ot 15.09.2008 r. Ne687 «O6 yrBepxaenuu [lonoxenus o6
OCOOCHHOCTAX  0OPabOTKHM  MepPCOHATBHBIX JAHHBIX, OCYIIECTBIIEMON 0Oe3
UCHOJIb30BaHUs CPEACTB aBTOMaTH3auuny», DenepanbHpiM 3akonom ot 27.07.2006
r. Nel152-®3 «O nepcoHanbHBIX JaHHBIXY.

1.2. KonTponb 3a BeneHueM NMUHBIX 1€ NEJAroroB u COTPYJHHMKOB BO3JIaraeTcs
Ha JIMPEKTOPA LIKOJIbI.

2. lopsiiox popMHUPOBAHMS JTHUHBIX /IeJT EJATOr0B U COTPYIHHUKOB

2.1. ®opmupopanue JIMYHOTO ziena MeaaroroB 51 COTPYJIHUKOB
HIKOJTBI POU3BOAMTCS  HEMOCPENCTBEHHO mnoce mpuema B OY wnm mepesosa
TIE1aroros 1 COTPYZAHMKOB U3 APYroro 06pa3oBaTEbHOTO YUPEIKICHHMS.

2.2. B COOTBETCTBMM C HOPMATHBHBIMK AOKYMCHTaMH B JIMYHBIC JI€J1a IEAATOTOB U
COTPYAHHMKOB IIKOJIbI BKJIA/IBIBAIOTCS CJIEYIOLIME JOKYMEHTHI:

lleoacoe wixonwt npeoocmasisiem:

« 3asBieHME O IpUEMeE Ha paboTy;

« ABtobuorpaduio;

« Konmio nacnopra unm unoro nokymenra, YZAOCTOBEPAIOLIETO JIMYHOCTD;

« Komuio ctpaxoBoro ceuaerenscrsa neHCHOHHOTO CTPaxOBaHMUS,

 Kommto npentudukanmonnoro Homepa HAJIOT OIJIaTEbIIUKA,

« Konuu nokymenros 06 o6pazoBanmu;

«  Kormu 10KkyMeHTOB 0 KBaNMDUKALMA WM HATHYHH CTICLHATBHbIX 3HAHWH;

o TpynoByto kHHXKKy;

 Komuu nokymentoB BouHCcKOro yuera (s BOGHHOOGS3aHHbIX JII1T)

 Konmio ceunerenscrea o 6pake;
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« Kommio ceuzerenscrsa o poxaennu gerei:
 3asBlICHHE O MEPEBOJE;
o  MemmumHeKyIo KHUKKY;
 Konuu nokymenros o Harpaxaesnm:
« Komnuu arrectanuoHHbIX THCTOB;
«  YI0CTOBEPEHHS O MPOXOKAEHHH KYPCOB, SKCIEPTHBIE 3AKITIOYEHMS,
« Cornacue Ha 06pabOTKy NEPCOHAIBHBIX JAHHBIX;
* CHpPaBKy O HAMM4YKH (OTCYTCTBUH) CYAMMOCTH U (HJIH)
(akra yromosHoro mpecmemosanus 6o o NPEKPAIIEHUN YTOJOBHOTO
Npecyie10BaHus N0 peabHINTUPYIONM OCHOBaHUAM (cT. 65 TK P®).
Compyonux wikonel npeoocmasisiem:
« 3asBieHMe 0 npueme Ha paboTy;
« Konuio nacnopra nimn unoro noxkymenra, YZIOCTOBEPSIOIIETO JIMYHOCTB,
« Komuio nokymenra 06 o6pasoBanuu;
« Konuio ctpaxoBoro cBuserenbcTsa neHCHOHHOTO CTPaxOBaHUS,
 Komuto upentudukanuonnoro Homepa HaJIOrOIJIATEbIIMKA,
o Tpynoyio kHuXkKy;
 Konmuu nokymenTos Bounckoro yuera (211 BOGHHOOOSI3aHHBIX JTHL)
« Komnmio ceunerenscrsa o 6pake;
« Konmio cBunerenscTBa o poxaeHnu nereii;
 Cornacue Ha 06paGOTKY MEPCOHATBHBIX JTAHHBIX,
o MeauuuHckyo KHUKKY.
«  CnpaBky 0 HAIMYMK UM OTCYTCTBHH CyUMOCTH.
Pabomooamenv opopmnsiem:
* TPYIOBOH IOTOBOP B ABYX IK3EMILISAPAX,
* TpHKa3 O mpueme Ha paboTy (0 nepeMeIeHuH Ha IPyrie JOJIKHOCTH )
e JIMYHYIO KapTOuKy NeT-2;
*  JIOJDKHOCTHYIO MHCTPYKLHIO,
Pabomooamens suaxomum:
e YCTaBOM IIKOJBIL;
+  C I0IDKHOCTHOM MHCTPYKIMEIA;
« 1IpoBOAMT BBOMHBIN MHCTPYKTAX, HHCTPYKTAXK MO OXpaHe TPyAa, HHCTPYKTaK
0 MPOTHUBOINOXKAPHOH 0€30MaCHOCTH.
2.3 .O0A3aTeNbHOM SIBIAETCA BHYTPEHHSS OMMChH JAOKYMEHTOB, HMEIOIIUXCSA B
JIMYHOM JIeJIE.

3. HOpHIlOK BCACHHSA JIMYHBIX J€J1 NIeJaroroB u COTPYAHHKOB

3.1. JInuHoe nmeno negaroros u COTPYAHUKOB IIKOJIBI BEIAETCA B TEYEHHE BCErO
EpUOaa paboThl KaX/I0r0 HeAarora i COTPYJHHKA.

3.2. Benenwne nuuHoro nena NPEyCMATPUBAET:

o Ilomewenne nokymenToB, momiexammx XPaHEHHUIO B COCTAaBE JIMYHBIX JIEN, B
XPOHOJIOTHYECKOM TOPSIIKE:
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- 3asBiienue;
- JInunas xaprouxa T-2;

- ABTOOUHOrpadus;

- Konnu nokymenTos 06 obOpa3oBaHuu;

- Konns npukasa o npueme na pabory;

- JlIokyMeHThI 0 noBbIIIEHUH KBAJIH(PMKALMOHHOTO YPOBHSI: aTTECTALHOHHbI JIUCT,
YAOCTOBEpPEHHUE O

TIPOXOKNICHUN KYPCOB, SKCIIEPTHOE 3aKIIOUCHHE,

- Konnu nokymenTos o HarpaXx/JIEHAH, MOOLIPEHUH,

- Cornacue Ha 06paboTky NEPCOHAJIBHBIX TAHHBIX.

- CnpaBka o Hanuuuu unn OTCYTCTBUH CYJAMMOCTH.

* Kcepokonuu: - macropra (CTpaHHLIBI ¢ MEepCOHATBHBIMU JAQHHBIMH, O MecCTe
peructpanmm);

- BOCHHbIH OMJIET (U1 BOEHHOOOA3aHHBIX J1L);

- CBUJICTENILCTBO O Opake, pacTopxeHun Gpaka (ecnm Takoii umeercs);

- CBUJICTE/IbCTBA O POXKACHUH JETEIA;

- CTPaxoOBOr0 CBHIETEIILCTBA;

- UHH.

» Exeroanyro mposepky coctosHus nmunoro ACa MeNaroroB U COTPYAHUKOB
IIKOJIBI  HAa MPEIMET COXPAaHHOCTH BKIIOYEHHBIX B HEro JOKYMEHTOB U
CBOCBPEMEHHOE 3aIOJIHEHUE,

« JIMCTBI 1OKYMEHTOB, MOAIMTHIX B THYHOE AE€JI0, NOJIEKAT HYMEPALUH.

« Jlnunoe neno peructpupyercs B KYPHaJI€ «Y4eT JMUYHBIX Jei»

» TpynoBble KHMXKHM, MEIMIMHCKHE KHUKKH XPaHATCSA OTACJBHO y AWMPEKTOpa
LLIKOJTBI.

« Jlo/KHOCTHBIE MHCTPY KK XpaHATCA B OTAENbHOM nanke QY.

4. Ilopsiiok y4eTa u XpaHeHHUs JIHUHBIX AeJ1 IeAaroroB U COTPYAHHKOB

4.1. XpaHeHue W yuyeT nMUHBIX ACIT MENAaroroB M COTPYAHMKOB IIKOJIBI
OPTaHU3YyIOTCA € LENBIO OBICTPOro M 6e30mMGOYHOr0 MOMCKa JIUYHBIX €],
oOCCeYeHns HMX COXPAHHOCTH, a TaKKe obecneyeHnss KOH(MHACHIMATbHOCTH
CBEIICHUH, COAEPXKAILMXCS B JOKYMEHTAX JIHYHbBIX ACJI, OT HECAHKLIMOHUPOBAHHOTO
JOCTymna:

« TpynoBble KHMMKKH, MEAMIMHCKHME KHIKKH XPaHATCA OTACNILHO y AMPEKTOpa
LIKOJTBI.

* JIO/DKHOCTHBIE MHCTPYKIHK XpaHATCs B OTAETBbHOM nanke QY.

« JInuHble ena coTpyaHMKOB XpaHsTCs y IMPEKTOpPA IIKOJIBI.

o JlocTyn x anuHbBIM nenam neaaroros u COTPYAHHMKOB LIKOJIBl UMEIOT TOJBKO 3aM.
AupekTopa no YP, BP, nupektop 1mkosisr.

« CucTemMaTH3aumMsa TMYHBIX €] IEIaroros u COTPYJTHUKOB ILKOJIBI IPOU3BOIUTCH
B aJI()aBUTHOM MOPSAKE.

o Jluunble nena neparoros u COTPYZIHHKOB IIKOJIBI, HMEIOLIMX IOCYAAPCTBEHHBIE

MBOY «COIINel I1. TUKAJIO» 5
I'POSHEHCKOI'O MYHUIIUTIAJIBHOL'O PANMOHA

3BaHWA, TIPEMHUH, HArpajibl, YYEHbIE CTENEHN M 3BaHMS, XpaHarcs 75 ner ¢ rona
YBOJIbHEHHUS pa0OTHHUKA.

5. HOpﬂﬂOK BbIAAYH JIHYHBIX €1 BO BPEMEHHO€ IM0JIb30BaHue

5.1. Beimaua nuunbix gen (OTAENBHBIX JOKYMEHTOB B COCTABE JIMYHOIO Jiesa) Bo
BPECMCHHOC I10J1b30BaHUE NPOM3BOAUTCS C Pa3peILEeHHUS AUPEKTOpa IIKOJIbI. Bpems
paboThI OrpaHMuMBaeTCs TipeaenamMu oaHoro paboyero ans. B konue pabouero s
JUPEKTOP 00s13aH  yOEAMThCA B TOM, YTO BCE JIMUHBIC JleN1a, BBIAAHHBIE BO
BPCMCHHOC  IMOJIb30BAHME, BO3BPAILEHBl HA MECTO XpaHEHUsA U €eCThb Jiu
HEOOXOMMMOCTb ISt IPUHSTHS MEP K X BO3BPAILECHHIO UIIH PO3BICKY.

5.2. DaKT BbIIAYM JTMYHOTO e (ukcupyercs B koHTPOIBEHOM JKypHaJe.

6. OTBeTCTBEeHHOCTD

6.1. lleoacoeu u COMPYOHUKYU TIKOJBI 06A3aHbI CBOEBPEMECHHO TMPEACTABIIATH
CBCACHUSA 00 M3MEHEHMH B MEPCOHALHBIX JaHHBIX, BKJIIOYEHHBIX B COCTaB
JIMYHOTO Jena.

6.2. Pabomooamens obecneunpaer:

* COXPaHHOCTb JINYHBIX J€JT IEJaroroB U COTPYAHUKOB LIKOJIBIL;

» KOH(UIACHLMANIBHOCTE CBE/ICHUH, COIEPIKALIMXCS B JIMUHBIX ENAX MEJAroroB M
COTPYAHUKOB LIKOJIBI.

7. IlpaBa

7.1. Jlns obecnedyenus: 3amimThi NIEPCOHANBHBIX NAHHBIX, KOTOPbIE XPAHATCS B
JIMHBIX JICJIaX NEJaroroB ¥ COTPYAHMKOB LIKOJIbL,
neodazoeu u CoMmpYOHUKYU WKLl UMelom npaso:
 loayuurs nomuyto uupopmanmio o cpoux NEPCOHAJIbHBIX JAaHHBIX W
00paboTKe ITHX JAHHBIX,
 IlomyunTts moctym Kk cBOMM NEPCOHAILHBIM TAHHBIM;
o Ilonyuurs komum, Xpausmmecs B  aMunHOM Aene M coaepiKalue
NEPCOHANIbHBIE JAHHBIE.
« TpeboBare wuckmOueHHMs K HCMPABJICHUSI HEBEPHBIX WM HEMOJIHbIX
NEPCOHAIBHBIX JJAHHBIX
padomoodamens umeem npaso:
« OOpabateiBaTh NepCOHANbHBIE TAHHDIE MEaroroB U COTPYJAHUKOB IIKOJIBI,
B TOM YHCJIE U Ha SJIEKTPOHHBIX HOCHTEJIAX;
« 3anpocuth OT memaroros u COTPYZAHHKOB ILKOJIbI BCIO HEOOXOAMMYIO
MH(pOPMaLHIO.
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