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[image: image2.jpg]1.OBIIIUE ITOJIOKEHUSA
L1 Hacrosmee ITonoxenue ompeesser mopsaok BeACHHS TMYHBIX 1) IEIArOrOB i COTPYAHMKOB IIKOJIBI.
1.2 TlonoxxeHue pa3paboTaHO B COOTBETCTBHH C:

* Yxasom [Ipesunenta Poccuiickoit ®enepamuu ot 30.05.2005 1. Ne 609 « 06 YTBEPXKICHUU
Honoxenus o mepcoHaTBHBIX JaHHBIX TOCYAPCTBEHHOTO cryxamero Poccuiickoit @eneparuu u
BEICHUH €0 JINYHOTO Jesay;

o  OenepanbHbIM 3aK0HOM 0T 27.07.04 No79 — d3 «O rOCyIapCTBEHHOM I'PaskIaHCKOM ciyxbe
Poccuiickoit denepanmny;

» Tpynosemv kogexcom P@;

e YCTaBOM IIKOJIBL

1.3 Benenue nuuHBIX 1€l IeIaroroB U COTPYIHUKOB BO3JidraeTcs Ha JUPEKTOpA IIKOJIBI.
2. IIOPAIOK ®OPMHUPOBAHUS JIMYHBIX JIEJ COTPYIHHUKOB

2.1 QopmupoBaHHE THYHOTO [eJia [EIAroT0B U COTPYIHAKOB ITKOJIBI IIPOU3BOAUTCS HEMOCPEACTBEHHO
rocue npuema B OY UK [IePeBO/Ia MEIaroroB i COTPYAHUKOB H3 JIPYTOTO 06Pa30BaTeIbHOTO YUPEIKIACHUSL.

2.2 B cooTBeTcTBHH C HOPMAaTHBHBIMA NOKYMEHTAMHU B JIWYHBIE J1e/a EaroroB U COTPYJAHUKOB IIIKOJIBI
BKJIAIbIBAIOTCA CICAYIOIIHNE HOKYMCHTEI:

1leoazo2 wikonl npedocmasnaem:

» 3agBieHue 0 pUeMe Ha paborTy;

* ABTOOHOTpaduo;

» Koo nacniopra uimi HHOro 10KyMeHTa, yI0CTOBEPSIOIErO JMYHOCTE;
*  Kommro cTpaxoBoro cBuieTe15CTBa IEHCHOHHOTO CTPAXOBAHHUS

»  Komuto naeRTHUKAIHOHHOr0 HOMepa HAOrOILIATENbIIHKA;

» Kommu noxymenToB 06 06paszoBanmy;

+ Konuu noxymMeHTOB 0 KBaTH(DUKALNHT HITH HATMYHY CIIEIHABHbIX 3HaHUH;
» TpynoByro KHHXKKY;

+ Komnu noxKyMeHTOB BOHHCKOTO yueTa (111 BOSHHOOGS3aHHBIX JIUIT)

o Komwmo cBuaeTebeTBa o Opake;

 Komuro cBUAETENBCTBA O POXKICHHUH JETEI;

o 3adBJICHUE O IIEPEBOJIE;

o  MeIMIHUHCKYIO KHIKKY;

» Konuu 10KyMEHTOB 0 HarpaIeHUH;

o Konwmu aTTecTanoOHHBIX JIUCTOB;

*  YI0CTOBEpEHHS O MPOXOXK/ICHUHM KYPCOB, IKCIIEPTHBIE 3aKITIOYCHHSL.

Compyonuk wikoasr npedocmasnnem:

* 3agBieHHe 0 IpUeMe Ha PaboTy:;

* Komnuio nacnopra i usoro noxymenra, YIOCTOBEPSIOIIETO JTHYHOCTD),

» Kommo nokymenra 06 o6pazosanmnu;

+ Komuio cTpaxoBoro cBueTenbCTBA [IEHCHOHHOrO CTpaxOBaHHUsI; : i





[image: image3.jpg]* Konuro uaentuduxanuonsoro HOMEpa HaIOrOIIaTe bINIKA,
* TpyznoByro KHIKKY;
» Komnuu 10kymeHTOB BOMHCKOrO YHeTa (1151 BOSHHOOOS3AHHBIX JIHI)
* Konwuto cuaerenscersa o Gpaxke;
* Komumro cuzerensetsa o poxienun JieTeit;
*  MenMIMHCKYIO KHIKKY.
Pabomooamens ogopmanem:
* TPYZOBOH OTOBOP B JIBYX 9K3eMILIAPAX;
* IIpHKa3 O mpueMe Ha paboTy (0 mepeMereHny Ha ApYyTHe JOJKHOCTH);
* JHYHYIO KapTouky NeT-2;
* JOJDKHOCTHYIO HHCTPYKIIHIO,
Pabomoodamens snakomums:

*  VYCTaBoM HIKOJIBI i

*  C I0IKHOCTHON MHCTPYKITHEH; A

* IlpoBoanT BBOAHBIA HHCTPYKTAK, HHCTPYKTaX I10 OXpaHe Tpy/a, HHCTPYKTAXK 10 IPOTHBOIOXKAPHOH
Oe3o0macHoCTH.

=3 .O6s13aTeMbHO SIBIAETCA BHYTPEHHSSA OIHCE JAOKYMEHTOB, UMEIOILIUXCSI B JINYHOM JIEJIE.
3. HOPSANOK BEJAEHUS JIMUHBIX HEJI IEJATOI'OB
N COTPYJIHUKOB .

3.1 JImgnoe ACJI0 IIEJaroroB u COTPYAHHUKOB MIKOJIbI BCIETCA B TCYEHUE BCErO Iepuoaa pa6OTbI KaXXa0ro
neaarorau COTPYAHHKA.

3.2 Beaenue IM4HOTO seNia [IPEAyCMAaTPUBAET:

* Ilomemmenne TokyMeHTOB, MO 1TERKAIIIX XPaHCHHIO B COCTABE JIMYHEIX JIe/T, B XPOHOJIOTHYECKOM
HOPSIIKE:

- 3asBICHHUE;

- /IusHbIA MCTOK 110 yueTy Kaapos;

- JlomonHenue K TIM4HOMY JTHCTKY 0 YYETY KaZIpoB;
- JInunas kaproyka;

- ABTOOHOTpadus;

- Konuwm nokymentos 06 obpaszoBanuu;

- Konmus npuxasa o npueme na pabory;

- JIOKyMEHTBI O NIOBBIEHNH KBATHDUKAIHOHHOTO YPOBHS: aTTECTAIMOHHBIH JIUCT, YIOCTOBEPEHHUE O
[IPOXOXKICHAN KyPCOB, 9KCMIEPTHOE 3aKIIF0UCHHE;




[image: image4.jpg]- Konmun AOKYMEHTOB O HarpaKIeHUH, IIOOIPCHUH,

* Kcepokonuu: - macropra (CTpaHUIBI ¢ IEPCOHATBLHBIME TAHHBIMA O MECTE perucTpanun);
- BOCHHBIN OHJIET (JUI BOSHHOOOS3aHHEIX JTHL);
- CBUICTEJILCTBO 0 Opake, pacTopkeHnn Opaka (ecid Tako# HMeeTcs);
- CBUIIETEIILCTBA O POXKJICHHUH AETEH;
- CTPAax0BOI0 CBHIETEIILCTBA,
- UHH

* Exeronmyo mpoBepKy COCTOSHHUS JTHYHOTO [/ IeIaroros i COTPYIHHKOB IIKOJIBI Ha IPEIMET
COXPAaHHOCTH BKJIFOYCHHEIX B HEI'O JIOKYMEHTOB U CBOEBPEMEHHOE 3aII0THEHHE.

*  JIuCTBI IOKYMEHTOB, IIOAUIMTHIX B JINYHOE /€O, TQUIEKAT HyMEpaIlHH.

* Jluuroe neno peructpupyercs B KypHaTe « V4T THUHBIX 1eiTy

*  TpynoBble KHUKKH, MEHIHHCKIE KHHKKH XPAHATCSA OTIEIbHO B ceftde mupexTopa MKOJIEL

*  JIOJDKHOCTHBIE HHCTPYKIMK XPAHSTCS B OTAEIBHOM marke OV,

4.IIOPAJIOK YUYETA U XPAHEHUS JIMYHBIX AEJ IIEJAT'OI'OB 1 COTPYJJHUKOB
HIKOJIBI.

+.1 XpaHeHue 1 y4eT INIHBIX Je)l E/IATOTOB I COTPYIHHKOB IIKOJTBI OPraHU3yIOTCSA C IEIBI0 OBICTPOTrO M
0e30MHO0YHOr0 TOUCKA JTMUHEIX [eJT, 00eCTICYSHNS HX COXPAHHOCTH, a TAKXKe 00eCIeYeHHs
KOH(GUICHINATBHOCTH CBE/IEHUH, COIEPIKAILIXCS B AOKYMEHTaX JTHYHBIX JIEI, OT HECAHKI[HOHUPOBAHHOTO
J0CTyIa:

* TpynoBsle KHWKKH, METUIMHCKAE KHIKKH XPAHATCA OT/IETBHO B cefibe TUPEKTOPa IIKOJIBL.
 JIO/IDKHOCTHEIE HHCTPYKIUH XPAHSTCS B OTAEIbHOM namke OV,

o Jluumble nena COTPYIHUKOB XpaHATCS B celihe MIKOTBL

* JlocTym K IMYHBIM J1e/1aM [1€1ar0TOB U COTPYIHUKOB IIKOJIbI UMEIOT TOIBKO CeKpeTapb, TUPEKTOP
LIKOJTBL.

o CucremaTH3alys THYHBIX JIeJ1 IEIATOTOB H COTPYIHUKOB IIKOJIbL MPOU3BOJMTCS B aI)aBUTHOM
HOPSIZIKE,

* JInuHble nena MeTaroroB U COTPYAHMKOB [IKOL, HMEIOLTHX rOCYAapCTBEHHBIE 3BaHUsL, IPEMUH,
HArpa/ibl, y4CHbIC CTCIICHU U 3BAHHA, XPAHATCA 75 JIET ¢ roJja yBOJIbHEHHs PabOTHHKA.

S.IIOPSIIOK BBIJAYH JIMYHBIX JIEJI BO BPEMEHHOE ITOJIb30OBAHME

3.1 Beinaua TM4HBIX e (0T BHBIX JOKYMEHTOB B COCTABE JIMUHOIO JieJ1a) BO BPEMEHHOE I10JIb30BAHUE
HPOUSBOMUTCA C PaspCIICHHUS AMPEKTOPA IKOJBL Bpemst paGoThl orpaHndnBaercs IIpelieIaMy OJTHOTO
padovero gHs. B koHue paGovero mus CEKpeTaph 00s13aHa yOeNUTBCS B TOM, UTO BCE JIHYHbIE €A,
SHIIAHHEIC BO BPEMCHHOE I10JIb30BAHUE, BO3BPAIIICHBI HA MECTO XPAHEHHS 1 €CTh JIH HEOOXOIMMOCTb JULSE
IPUHATHA MEP K UX BO3BPAIIECHUIO HITH PO3BICKY.

5.2. QaKT BBIAYM JIMIHOTO JleTa GUKCHDPYETCS B KOHTPOJIBHOM JKYpPHAJIE.

6. OTBETCTBEHHOCTbH




[image: image5.jpg]6.1 Iledazozu u compydnuxy MKOIB 0GSI3aHbI CBOEBPEMEHHO IIPECTABIIATE AUPEKTOPY CBEAEHHS 00
U3MCHCHHH B [IEPCOHAJIbHBIX JaHHBIX, BKIIOUYCHHbIX B COCTAB JIHYHOTO A€,

6.2 Pabomooamensb 00eCIIEUUBACT:

¢ COXPAaHHOCTD JIMYHBIX OCJI IIEAaroroB u COTPYAHHUKOB LIKOJIbI,
. I\‘OH@HJ@HHH&._H:HOCTB CBC,Z[@HHﬁ, COACPIKAIIUXCS B TMYHBIX A€jIaxX MeJaroroB u COTPYAHHUKOB
IIKO.IbI.

7. IPABA

7.1 Jlng obecniedeHus 3aMIHTEI [ICPCOHAJILHBIX NAHHBIX, KOTOPBIE XPAHITCS B JIMYHBIX eaxX MeJaroros u
COTPYIHUKOB IIKOIEL,

neoazo2u u COMPVOHUKU UKOIbL UMEOMm npaeo:

o llonyunuts mOIHYIO HHPOPMALMIO O CBOUX TIEPCOHAIBHBIX NAHHBIX 1 00paboTKe ATUX JaHHBIX;

o llomy4uTb JOCTYH K CBOMM [EPCOHATLHBIM JAHHBIM;

o llomyunts KOMH, XPAHAIMECS B JIMIHOM JElTe X COIEPIKALLHE IIEPCOHANBHBIC JAaHHEIE.

o TpeGoBare MCKIIOYEHHS MIIM HCIpPABNEHUS HEBEPHbIX WM HEMOJHBIX [IEPCOHANBHBIX JIAHHBIX

pabomoodamens umeem npaso:
o OOpabarpIBaTh IepCOHANBHBIE JAHHBIE [I€1ArOT0B U COTPYJHUKOB IIKOJIBI, B TOM YHCJIE U HA

SJIEKTPOHHBIX HOCHUTEIISX;
e 3ampOCHTH OT NIeAroroB M COTPYIHHKOB IIKOJIBI BCIO HE00XO0IUMYI0 HH)OPMALIKIO.




