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1.001mme MoJI0KeHU A

1.1 Hacrosimee Ilonoxenue onpeenser NOPAA0K BEAESHUS JIMUHBIX A€ [I€1aroros, COTPYIHUKOB U
oOyuaromuxcs mkoibl. Hactosmiee [lonosxenne pa3paboTaHo C LENbIO0 periiaMeHTaluu paboThl C
JMYHBIMU JIEJIAMU M ONIPEIETISET MOPSAI0K ACUCTBUI BCEX KaTEropuil paOOTHUKOB HIKOJIBI, YYaCTBYIOIUX
B pa0oTe C BBIINIEHA3BAaHHON TOKYMEHTAIIUEH.

1.2 Tlonoxenue pazpadboraHo B cooTBeTcTBUU ¢ YKa3oMm [Ipesnnenra Poccuiickoit denepannn ot
30.05.2005 1. Ne 609 « O6 yrBepxaenuu [lonoxeHus 0 NepCOHANBHBIX JAHHBIX TOCYJapCTBEHHOIO
cnyxamero Poccuiickoit denepanniu ¥ BEICHUU €ro JIMYHOTO Jeia»; PeaepanbHbIM 3aKOHOM OT
27.07.04 Ne79 — @3 «O rocynapcTBeHHOU IpaxaaHcKoi ciyx0e Poccuiickoit @enepanuny; TpyaoBbIM
kosiekcoMm P®; KomnexkruBubpiM gorosopom OV.

1.3 Benenue TUYHBIX J€1 IEAAroroB, COTPYAHUKOB BO3JIaraeTcs Ha CHelMaIucTa 10 Kaapam,
oOyuarouuxcs Bo3JlaraeTcs Ha CeKpeTapsl MKOJIbI.

2. HOpﬂ)IOK (l)OpMI/IPOBaHI/Iﬂ JIMYHBIX 1€JI IeJIaroroB 1 COTpyaAHuKoB

2.1 ®opmMupoBaHUe JIMYHOTO JieJIa TIeJIarOTOB H COTPYIHUKOB IITKOJIBI IIPOU3BOUTCS HEMOCPEICTBEHHO
nocite mpueMa B OY v niepeBo/ia 1MearoroB M COTPYJAHUKOB U3 APYroTro 00pa3oBaTeIbHOTO
VAPESKICHUS.

2.2 B COOTBETCTBUY C HOPMATUBHBIMH JIOKYMEHTAMH B JIMYHBIC JISJIa TIEaroroB U COTPYIHUKOB IITKOJIBI
BKJIQJIBIBAFOTCSI CIICAYIONIUE JTOKYMEHTHI:

[Temaror mkobl MPEIOCTABIISIET:

3asBiIeHUE O IpUeMe Ha paboTy;

ABToOHOTpaduio;

Komnuto macnopra uiim MHOTO TOKYMEHTA, YJIOCTOBEPSIIOIIETO JTUYHOCTh;

Komnuto cTpaxoBoro cBUETENbCTBA IEHCHOHHOTO CTPAaXOBAHMUS,

Komnuto naeHTnukaniioHHOro HoMepa HaJloTOIUIATENbIINKA;

Kommuu moxymenToB 06 006pazoBaHuy;

Komnuu n1okymMeHTOB 0 KBaIM(PUKAIIMY WM HATHYUU CIIELIUATIbHBIX 3HAHUM;

TpylnoByIO KHHXKKY;

Komnuu n1okyMeHTOB BOMHCKOTO yueTa (/1711 BOCHHOOOS3aHHbBIX JIHI)

Komnuto cBunerenscTsa o 6pake;

Komnuto cBuneTeNnbCTBA O POKICHUH JETEH;

3asiBIeHHE O MEPEBO/IE;

MeauIrHCKYI0 KHUXKKY;

Komnuu 10KyMEeHTOB 0 HarpaxxJaeHHH;

Komnuu aTTecTalluoHHBIX JTUCTOB WM BBIIMCKY U3 TPUKa3a O MPOX0XKICHUU aTTeCTaIlUH;
CrpaBka 00 OTCYTCTBHH CYIUMOCTH;

Y aocToBepeHus 0 MPOXOKICHUH KYPCOB, IKCIIEPTHBIE 3aKITIOUEHUS;

Cornacue Ha 06pabOTKy MePCOHATBHBIX TaHHBIX.



CoTpyIHMK IIKOJIBI MPEJOCTaBIISCT:
3asBieHHE O IpUEMeE Ha PaboTy;
Konuto macnopTa uim HHOTO JOKYMEHTA, YAOCTOBEPSIONIETO IUYHOCTD;
Konuto noxymenrta 06 o0pazoBaHuu;
Konuio cTpaxoBoro cBUaETEIHCTBA IEHCUOHHOTO CTPAaXOBAHMUS,
Konuto naeHTn(hpuKamoHHOro HOMepa HaJlorOIUIaTelbIIHNKA;
TpynoByro KHUXKKY;
Komnunu n10kyMeHTOB BOMHCKOTO yueTa (/1711 BOEHHOOOS3aHHbIX JIHIT)
Komnwuto cBunerenscTBa o Opake;
Komnuto cBuieTenscTBa 0 poKICHUN IETEH;
MeauuuHCKY0 KHUXKKY;
CripaBka 00 OTCYTCTBUM CYJIUMOCTH ;
Cornacue Ha 00pabOTKY MEPCOHATBHBIX JTaHHBIX.
PabGoTonarens odopmiiser:
TPYAOBO# TOTOBOP B JIBYX 3K3EMILISAPAX;
MpHKa3 o mpreMe Ha padoTy (0 mepeMeIeHu: Ha IpyTrue JOJKHOCTH);
TUYHY0 KapTouky NeT-2;
JOJKHOCTHYIO HHCTPYKIIUIO;
PaGoronarens 3HaKOMUT:
YcTaBoOM IIKOJIBI;
C n0JKHOCTHOM MHCTPYKIUEH;
[TpoBOANT BBOMHBIN WHCTPYKTAXK, HHCTPYKTAXK IO OXpaHE TPYyJa, HHCTPYKTAXK IO
MIPOTUBOIIOXKAPHOM 0€30M1aCHOCTH.
.O0s13aTeTbHON SBIISIETCS] BHYTPEHHSISI OITUCH JJOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIeIIe.

3. Ilopsinok BeaeHMsI TUYHBIX JIeJI 1€Jar0roB U COTPYAHNKOB

JInyHOE AEII0 MeJaroroB ¥ COTPYIHUKOB IIIKOJIBI BEIETCS B TEUCHHE BCETO MEPHOIa
paboTHl KaXKI0TO Tearora U COTPyIHHUKA.
Benenue nuyHOTO A€Na IpeIycMaTpUBAET:
* [lomemenne TOKYMEHTOB, TOIJICKAIINX XPAaHCHHUIO B COCTaBE JIMYHBIX JCI, B
XPOHOJIOTHYECKOM TOPSIJIKE:
3asgBieHue;
JIMYHBIN TUCTOK MO YYETY KaJAPOB;
JlonosiHEHHE K TIMYHOMY JIMCTKY IO YYETY KaJpOB;
JlnyHas KapTOUKa;
ABToOuorpadws;
Komnuu nokymentoB 06 06pazoBaHuy;
Komnus npukasa o npueme Ha paboTy;
JIOKYMEHTBI O TIOBBIIICHUN KBaTU(PUKAUOHHOTO YPOBHS;

ATTeCTaI_[I/IOHHHﬁ JINCT, YAOCTOBEPCHHUC O MMPOXOKACHUHN KYPCOB, S9KCIICPTHOC 3aKIIFOYCHHUC,

Komnuu 10KkyMeHTOB 0 HarpaXAeHUH, TOOIIPEHUN

Kcepokonuu:

nacnopra (CTpaHMIIBI C IEPCOHAIBHBIMU IAaHHBIMHU O MECTE PETUCTPAIlH );
BOGHHBIN OHIIET (VI BOEHHOOOSI3aHHBIX JIUIT);

CBUJECTETHCTBO O Opake, pacTopKeHUH Opaka (eciu Takoil uMeercs);
CBUJIETENHCTBA O POXKICHHUH JIETEH;

CTpaxoBOTO CBUJIETENHCTBA;

NHH

E)KCFO,Z[HyIO MIPOBCPKY COCTOSHHA JIMYHOI'O ACJIa IMEAaroroB M COTPYAHUKOB IIKOJIbI Ha

npeaAMET COXpAaHHOCTU BKIIFOUCHHBIX B HCT'O JJOKYMCHTOB 1 CBOCBPEMCHHOC 3aIllIOJIHCHUC.
JIncThI AOKYMCHTOB, IIOJIIUTBIX B JIMYHOC ACJI0, ITOJJICKAT HyMCpaIluu.

4. IlopsioK yyeTa U XpaHeHUs! TUYHBIX JieJI 1eJaroroB  COTPYAHUKOB IIKOJIbI
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XpaHeHue U y4eT JUYHBIX Jell MeAaroroB U COTPYIHUKOB LIKOJIBI OPraHU3YIOTCS C IIeNbI0 OBICTPOTO U
0e30IIMO0YHOr0 MOUCKA JIMYHBIX JeJI, OOecredeHHss HX COXPaHHOCTH, a TaKkke O00ecreyeHus
KOHOUICHIIMABHOCTH  CBEACHUH,  CcoAep)Kamuxcs B JOKYMEHTaxX  JMYHBIX  Jel,  OT
HECaHKIMOHUPOBAHHOIO JOCTYIA!

TpynoBble KHIKKH, METUIIMHCKUE KHIDKKYA XPAHATCS OTACIBHO B celi(he TUPEKTOpa IIKOJIbI.
JIOJKHOCTHBIE MHCTPYKIIMM XPaHATCS B OTIeNbHON nanke OY.

JInuHbIe 1ena COTPYTHUKOB XPAHATCA B CEH (e HIKOIIBI.

JlocTyn K JMYHBIM Ji€JaM IIE€JaroroB M COTPYJHUKOB IIKOJIBI MMEKOT TOJIBKO CEKpEeTapb, AUPEKTOP
LIKOJIBL.

CucremaTu3anus JMYHBIX J€J II€1aroroB ¥ COTPYAHUKOB IIKOJIbI IPOU3BOAUTCS BaI(PABUTHOM HOPSJIKE.
JInyHble fA€a MEAaroroB M COTPYIHUKOB IIKOJIBI, MMEKOIIMX TOCYJapCTBEHHBIC 3BAHMS, IPEMUHU,
Harpajibl, ydeHbl€ CTEIIEHU U 3BaHUs, XPaHATCS /D JIET ¢ rojia YBOJIbHEHUs paOOTHUKA.

5. HOpﬂ)IOK BbIJAY4 JIUYHBIX 1€J1 BO BPEMECHHOC IMOJIb30BaHUE

5.1. Bblgaua nuuHBIX Jed1 (OTHENbHBIX JOKYMEHTOB B COCTaB€ JIMYHOIO JieJla) BO BPEMEHHOE
M0JIb30BAHUE TPOU3BOAUTCA C pa3pelleHHs] AUPEKTOopa IIKOJIbl. BpeMs paboTel OrpaHuyuBaeTCs
IpejenamMy OJHOro padbodero JHs. B koHIe pabodero 1HS ceKkpeTapb M CIELUAINCT IO KaJapaM OOs3aHBI
yOeIUTHCS B TOM, UYTO BCE JIMUHBIE JI€NIa, BHIJAHHBIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPAILEHbl HA MECTO
XpaHEHUS U €CTh JIM HEOOXOIMMOCTD JUIsl IPUHATHS MEP K UX BO3BPALEHUIO WM PO3BICKY.

5.2. ®akT BBIIaYM JIMYHOTO JeNla PUKCHPYETCS B KOHTPOJIHLHOM JKypHAJIE.

6. OTBeTCTBeHHOCTH

He)]arorpl nu COpr,lIHI/IKI/I IIIKOJIbI O6H33HI)I CBO@BpeMeHHO HpeI[CTaBJ'ISITB CHCHI/IaJ'II/ICTy HOKa}IpaM
CBEICHHS 00 M3MCHCHHUH B TIEPCOHAIBHBIX JAHHBIX, BKIIFOUCHHBIX B COCTAaB JINYHOTO JICIIA.
PabGoTomarens obecrieynBacT:

COXPAHHOCTH JIMYHBIX JIC)T TIEAaroroB ¥ COTPYIHUKOB IITKOJIBI;
KOH(HICHITHAIEHOCTh CBEJICHUH, COACPIKAIINXCS B IMIHBIX JeIaX MEeIaroroB M COTPYIHUKOB IITKOJIBI.

7. IlpaBa

HJ’ISI obecnieyeHus 3aIMTHI IIEPCOHATIBHBIX JAHHBIX, KOTOPBLIC XPAHATCA B JIMYHBIX ACIAXIICIAaroroB U
COTPYAHUKOB IIKOJIbI, IT€AAroru i COTPYAHUKH KOl WUMCIOT IIPaBoO:
HOJ'IyLII/ITI) ITIOJIHYIO I/IH(bOpMaI_[I/IIO 0 CBOHUX IIEPCOHATIBHBIX JAaHHBIX 1 06pa60TKe O9THUX JaHHBIX,
HOJ'IyLII/ITI) AOCTYII K CBOUM II€PCOHAJIBHBIM JIJaAHHBIM;
HOJ'IyLII/ITI) KOIIMH, XpaHAIIUECA B JIMIYHOM JCJIIC U COACPKAIINUEC IEPCOHAIBHBIC TaHHEBIC.
Tpe6OBaTb HUCKIIIOYCHUSA UJIN UCITPABJICHUA HCBCPHLIX HWJIM HCIIOJIHBIX IIEPCOHAJIbHBIX JaHHBIX
Pa6OTOI[aTeJ'II> HMCCT IIpaBO:
O6pa6aTHBaTb NIEPCOHAJIBHBIC NAHHBIC MEAArOroB U COTPYAHNKOB IIKOJIbI, B TOM YUCJIC U HA
QJICKTPOHHBIX HOCUTCIIAX,
3aHpOCI/ITB OT II€JaroroB U COTpYAHHUKOB HIKOJIbI BCHO H606X0,Z[I/IMYIO I/IH(bOpMaI_II/IIO.

8. lopsinoK BeAeHMS JTHYHBIX JIeJ1 00y4aloImMXCs

HOpH,Z[OK O(l)OpMJ'IeHI/IH JIMYHBIX OCJI IIPU TMOCTYIVICHUHU B IIKOJTY.
JInunpie nena yqamuxcs: 3aBOIATCA KJIACCHBIMU PYKOBOOUTCIIAMH II0 IOCTYIVICHUIO B lknacc Ha
OCHOBAHHUH JIMYHOI'O 3asABJICHUA pOI[HTeHCﬁ.
Z[J'ISI O(l)OpMJ'IeHI/ISI JIMYHOI'O A€J1a JOJIKHBI OBITh MMpEeACTABJICHBI CICAYIOMNEC JOKYMCHTHI:
- 3as4BJICHUC OT pO,Z[HTCJ'ICfI O NIpUEMC B IIIKOJIY,
- KOIIHUA CBUACTCIILCTBA O POKIACHUH,
- KOIMUA JOKYMCHTA O pEerucTpainun pC6CHKa HJIK TOCTYNAKOIICTO 110 MECTY KUTCIILCTBA UJIHU



MeCTy IpeObIBaHUS Ha 3aKPEIUICHHON TEPPUTOPUU HIIH CIIpaBKa O MpHEMEe JTOKYMEHTOB IS
o(GopMIICHHS PETUCTPALIMU TI0 MECTY JKUTEIbCTBA
- 3asIBJICHHE - coTJIache Ha 00pabOTKy MepCOHANBHBIX TaHHBIX 00yUYaroIIerocs;
st moctymnenns B 10-i kimace mpeqocTaBisioTCs CIEAYIOIUE JOKYMEHTHI:
JTUYHOE 3asBIICHUE PEOCHKA,
arrecTat 00 OCHOBHOM 0011eM 00pa30BaHuY;
3asIBIICHHE-COracke Ha 00paboTKy MEPCOHAIBHBIX JaHHBIX 00YYaIOIIErocs;
Jist mocTyrieHns Bo 2-9-ble KJIACCHI MPEIOCTABISIOTCS JOKYMEHTHI, BBIIICTIEPEUHCICHHBICB TAHHOM
[Tonoxxennu.
OcHoBanueM JuIs u3aaHus pukasza «O 3a4iCIICHUN CIIYKUT 3asBieHUE poauTtenen. Jluanoe aeno

BEJIETCSl HA BCEM MPOTHKEHUN y4eObl 00yUJaromerocs.

JInyHOE 1en0 MMeeT HOMEp, COOTBETCTBYIOUIMI HOMEpPY B an(aBUTHON KHUTE 3allUCH YYaIIUXCs
(marmpumep, Ne K/5 o3navaer, 4ro yyamuiics 3anuca B alihaBUTHON KHUTE HA OyKBY «K»1moa Ne5).

JInuHbIe Aena yJarmxcst XpaHsaTcs B IPUEMHOM TUPEKTOpa B CTPOTO OTBEAEHHOM MecTe. JIndyHbIe nena
OJTHOTO KJIacca HaXOJATCS BMECTE B OJIHOM TMAIKe U JOJDKHBI OBITh Pa3JIo’KEHBI B al(paBUTHOM TIOPSIJIKE.

KoHTpomb 3a coCTOsIHUEM JIMYHBIX JIe]T OCYIIECTBIIsIeTCs: cekperapeM OV, 3aMecTUTeNeM TUpEeKTopa 1o
y4eOHO-BOCIIUTATEIHLHON pabOTe U AUPEKTOPOM 00IIC00Pa30BATENHLHOTO YUPEKICHHUS.

[TpoBepka TUYHBIX JIENT yYaIUXCsl OCYIIECTBIISIETCS 110 TUIaHY BHYTPHUIIKOJIBHOTO KOHTPOJISIpa3 B roa. B
HEOOXOIMMBIX CITy4asX MPOBEPKa OCYIIECTBIISETCS BHEIIIAHOBO, ONIEPATHBHO.

Lenn 1 00BEKT KOHTPOJIS — MPABUIIBHOCTH O(OPMIICHHS JIMYHBIX JIETT YIaIIHXCSl.

3a cucremaTHyeckue rpyoble HApYIICHUs TpU paboTe ¢ JIMYHBIMH JeJIaMH yYaluXxcs JUPEKTOP BIIpaBe
0OBSIBUTH 3aMEYaHUE HITH BBITOBOD, CHATH CTUMYJIHPYIOIIHE BHITUIATHI.

IHopsinok paGoThl KIACCHBIX PYKOBOAMTEJIEH ¢ JMYHBIMH /IeJIaMHU y4aIMXcs.

KitaccHble pyKOBOAMTENN MPOBEPSIOT COCTOSHUE JTUYHBIX JIEJI €KETOAHO B CEHTAOpPE W Mae TEeKYIIETro
roJjia Ha HaJTM4YHe HEOOXOTUMBIX TOKYMEHTOB.

JlnvHbIe Jema yqamuxcsi BEAyTCs KJIACCHBIMU PYKOBOJUTESIMU. 3alUCH B JIMYHOM JIEJI€ HEOOXOIUMO
BECTH YETKO, aKKypaTHO M TOJBKO 4YepHWIaMH. [0 OKOHYaHMHM KaJ0ro roja moj rpadoil «ImoAmucCh
KJIACCHOTO PYKOBOJMTEIISH MPOCTABIISACTCS M€YaTh IITKOJIBI.

B nmuHOe nemo ydeHumka 3aHOCSTCS: oOlmue cBeleHUs 00 YUYCHHKE, UTOTOBBIE OTMETKH 3a KaKIbId
y4eOHBIN T'0J1, 3aBEPEHHBIC TIOIMUCHI0 KJIACCHOTO PYKOBOJUTEIS U MIEYAThIO.

B manky JMuHBIX &en Kiacca KIACCHBIA PYKOBOJUTENbh BKIIAJIBIBAET CIUCOK Kiacca ¢ YKa3aHHUEM
dhamuuu, nmenn, a taxke O.M.0. knaccHoro pykoBoauTtelss. CIUCOK MEHSETCSI €KETr0/THO.

[Ipu ucnpaBieHNM OLIEHKH 1aeTCs MOSICHEHNE, CTAaBUTCS 11eYaTh U TIOJMUCH JUPEKTOPA.

B rpade o mpormyckax mpocTaBiaseTcsi KOJUYECTBO MPOIYIIEHHBIX YPOKOB C OTMETKOM M0 OOJIE3HH WIIH
0e3 yBaXXUTEIHHON MPUYUHBI.

OO6mue cBepeHus 00 ydyalIMXCs KOPPEKTUPYIOTCS KIACCHBIM PYKOBOAMTENEM IO MEpe H3MEHEHUs
JAHHBIX.

HOpﬂI[OK BbIIAYH JIMYHBIX J€J yHYalluXCsa Ipu BBIOBITHH M3 IIKOJIbI.

Beimaua mugHOTO JIena pOAMTEINISM yYalerocs Mpou3BOAUTCS MPU HaTMYUK TprKa3a «O BBIOBITHI.

[Tpu BBIIAYe JTMYHOTO Jiefla BHOCUTCS 3alHMCh B al()aBUTHOW KHHUTE O BBIOBITHH, @ POJUTENHN WU
3aKOHHBIEC TIPEJICTAaBUTENM YYallerocs CTaBiIT CBOIO MOJNHCh B Trpade «OTMETKa O BbIJaye JIMYHOTO
aemnay.

B ciyyasx, xorma BbIObITHE O(OpMIISiETCs B T€UEHHE Y4eOHOTO IMepuoja, KIacCHBIH PYKOBOIMTEIH
COCTAaBIISIET BBITMCKY TEKYIIUX OTMETOK 32 TAaHHBIN ITEPHO/I.

[Tpu BBIOBITHY yuanmuxcs 10,11-X KITaccoB poIUTENSIM BBIIAETCS JIMYHOE JIETI0 U aTTecTaT 00 OCHOBHOM
o0rmieM 00pazoBaHHH.

JIngHbIe nena, He 3aTpeOOBaHHbBIE POIUTEISIMU, TIEPEIAFOTCS B apXUB LIKOJIBI, TJIE XPAHATCS B TCYCHHUE 5
JIET CO JIHS BBIOBITHS y4aIerocs.
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