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0 MOpsAAKe JUYHBIX e/ NIeIaroroB U COTPYIHUKOB
MBOY r. Acrpaxaun «OOHI Nel16»

1.001mue no10KeHu s

1.1 Hacrosiee [TomoxeHne onpeaessieT ToPsIoK BEACHNS THIHBIX JEN NeIaroros u
COTPYOHMKOB IKOJIBI.

1.2 TlonoxkeHue pa3paboTaHO B COOTBETCTBUH C: YKazoMm [Ipesusienra Poccuitckoit @enepauuu
ot 30.05.2005 r. Ne 609 « O6 yreepxneHun llonoxernus o NepCOHANBHBIX NaHHBIX
rOCYIapCTBEHHOTO ciysKatiero Poccuitckoit denepatvit ¥ BEACHUH €TI0 JIMTHOTO AENa»;
®enepanbHeM 3aK0HOM OT 27.07.04 Ne79 — @3 «O rocynapcTBeHHOH TpaxIaHCKOH ciryx0e
Poccuitckont ®enepannu»; TpynoBbM Konekcom PD; KoneKTHBHEIM 10TOBOPOM OV; YcraBoM
IKOJTBI.

1.3 Benenve TUYHBIX A€ EQaroroB ¥ COTPYAHMUKOB BO3JIaracTcs Ha AUPEKTOPA LIKOJIBL

2. Hopsaoxk ¢popMHUpPOBAHKUS JUIHBIX 1€ COTPYAHAKOB

2.1 ®opmupoBaHue IMUHOTO Aefa NENAroroB ¥ COTPYAHUKOB MIKOJIBI TPOU3BOMTCA
HETIOCPEACTBEHHO T0ciIe IpreMa B OY Wi nepeBoia efaroros U COTPYAHMKOB U3 IPYToro
06pa30BaTENIBHOTO YUPESIKICHHS.

2.2 B cOOTBETCTBMH C HOPMATHBHBIMH IOKyMEHTaMH

Be{UHBIE /IeJa COTPYAHHKOB IIKOJBI BK/IANBIBAIOTCS CIEAYIOUINE NOKYMEHTBL:

- 3asBJIEHWE O TIpHeMe Ha padboTy:

- KOTIHA MTACTIOPTA WITH HHOTO JOKYMEHT&, yIOCTOBEPSAIOWErO TMTHOCTD,

-KOMHKS CTPaXOBOTO CBHIETENILCTBA TEHCHOHHOTO CTPaXOBaHAA (CHHJIC);

-KOTIAS HACHTHUKAIMORHOTO HOMepa HanororaTenprka (MHH);

-KOTIHY JOKYMEHTOB 00 00pa3oBaHwH;

-KOTIMHM IOKYMEHTOB O KBATM(DUKALMH HIIH HANWYMH CTIELMalbHBIX 3HAHHA;

- TPYIOBasl KHHMKKA;

_KOTIAH JIOKYMEHTOB BOMHCKOTO ydera (JUI BOSHHOOOS3aHHbIX JIHI)

- -TPYJOBOM JOTOBOP M JOTIOJHUTENBHBIE COTIIAIIEHUS K HEMY;

-IOJDKHOCTHAS HHCTPYKITHUS;

-3agBJICHHE O COTJIaCHH Ha 00paboTKy NepCOHANBHBIX NaHHBIX,

B auuHbIe ne1a meaaroros MIKOJIB! BKIAIBIBAIOTCS CICAYIOIINE JOKYMEHTHL
- 3asIBJICHHE O TIEPEBOJE;

-KOTIUY JOKYMEHTOB O Harpa)KIeHWH;

- KOTIMM aTTeCTAIMOHHBIX JINCTOB;

- YIOCTOBEPEHNS O POXOXKAEHUU KYPCOB, JKCTIEPTHBIE 3AKIIFOYCHUS.

- 3asBJICHUE O IIpUeMe Ha paboTy;

- KOIAS TIACTIOPTA WJI MHOTO JOKYMEHTA, yIOCTOBEPSIOMETO TMIHOCTE;

- KOnWd JOKyMeHTa 06 00pa3oBaHuy;

- KOTIHS CTPaXOBOTO CBUAETENBCTBA ICHCHOHHOIO CTPaxoBaHNs (CHUWIIC);

- KOTIVS MIEHTU(DUKALHOHHOTO HOMEPa HaJIOTOIIaTeNbIIKA (UHH);



- TpyaoBas KHUXKKA,
- KOIIMH TOKYMEHTOB BOMHCKOTO y4deTa (1711 BOSHHOOOSI3aHHBIX JIHIT)

- KOIHIO CBUIETEIHCTBA 0 Opake (B clIydae U3MEHCHUN (HaMHUITHH ),

- TPYIOBOH JIOTOBOP U JOIOJIHUTEIbHBIE COTTIAMNICHHS K HEMY; -

-3asIBJICHHE O COMIACUHU Ha 00paboTKy MePCOHANBHBIX JaHHBIX.

-CIIpaBKa U3 IIOJIMIIMU Ha OTCYTCTBHE CYTHUMOCTH.

Paborojiatenb 3HaKOMUT pabOTHUKOB!

- ¢ YCcTaBOM HIKOJIBI;

- C IOJDKHOCTHOHM MHCTPYKIIUEH;

- IPOBOJMT BBOAHBIN MHCTPYKTAX, HHCTPYKTAX MO OXpaHe TpyJaa, MHCTPYKTaXK T10
IPOTHBOIIOKAPHOH HE30MTaCHOCTH.

3. Ilopsiaok BegeHHsI JUIHBIX JIeJI EJAroroB H COTPYIHHKOB
3.1 JInuHOe feso menaroroB M COTPYIHUKOB IHKOJIBI BEICTCS B TEUCHHE BCETO MEPHOIA
paboThI KXXIOTO Melarora U COTPYIHUKA.
3.2 Begenue mMuHOTO MeIa IpenyCcMaTpHBacT:
OMEIIEHUE TOKYMEHTOB, MTOANIEXKAIINX XPAHEHUIO B COCTABE JTMYHBIX JIEJ, B XPOHOJOTHUIESCKOM
MTOPSLIKE:
1) 3asBnenue;
2) KOMWH JOKYMEHTOB 00 06pa30BaHMH;
3) MOKYMEHTBI O MOBBIIICHUH KBAITH(DUKAITMOHHOTO YPOBHS: aTTeCTAIMOHHBIH JIUCT,
yIOCTOBEPEHUE O [TPOXOKICHUHN KYPCOB, IKCIIEPTHOE 3aK/IFOUCHHUE (IS TIE/IaroroB);
4) xomuym HOKYMEHTOB O Harpa){/ICHUH, TIOOIIPEHHIH;
KCEPOKOIIHH:
5) macnopTa (CTpaHHIIbl C NEPCOHATHHBIMU JAHHBIMHU O MECTE PETUCTPAINH );
6) BOEHHBIN OueT (JI711 BOSHHOOOS3aHHBIX JINII);
7) CBUJETENHCTBO O Opake, pacTOPKEHUU Opaka (eciIu TaKOW UMeeTcs ),
8) meHcmoHHOrO cTpaxoBoro cauaeTenbeTBa(CHMIIC);
9) WHH;
10) TpynoBO# TOTOBOP U AOMOTHUTEIBHBIE COTIIAINICHUS K HEMY;
* 11)3asBnenune o cornacuu Ha 06pabOTKy MePCOHATBHBIX JaHHBIX;
12) cipaBka 13 MOJUITANA Ha OTCYTCTBHE CYIMMOCTH.
TpynoBbie KHUKKH, MEIUIIMHCKIE KHIDKKHA XPAHATCS OTJIETHHO B cefihe TUPEeKTOpa IIKOJIEL.

4.Ilopsinok ydyera 1 XpaHeHUsI JIMUHBIX [€JI 1eJaroroB H COTPYIHNKOB HIKOJIbI

4.1 XpaHeHue ¥ y4eT JIMYHBIX €]l MeAaroroB M COTPYAHWKOB UIKOJBI OPTaHU3YIOTCS C LETHIO
6BICTpOro M 6e30MKUOOUHOT0 TTONEKA TUUHBIX JeJT, 00eCTIeUeHNS UX COXPAHHOCTH, a TaKkKe
obecnieueHus KOHGUIECHITUATHHOCTH CBEACHNH, COMCPKAINUXCS B JOKYMEHTAX JTUIHBIX A€J, OT
HECAHKIIMOHUPOBAHHOIO JIOCTYTIA!

- TPYAOBbIE KHUXKH, MEAUIIMHCKHE KHUKKHN XpaHITCs OT/IEIbHO B cefpe IupeKTopa 1IKOIIb;

- TUYHBIC JIeJla COTPYJIHUKOB XPAHSTCS B cefde KoL

- TOCTYTI K JIMYHBIM JI€JIaM T1€JaroTOB U COTPYIHUKORB IIKOJIBI UMEET TUPEKTOP HIKOJTBI;

-JUTSl CHCTEMAaTH3alUY TUYHBIX AeJT OHHW HyMEepYIoTcs (110 Mepe NOCTYIIIIEHUS COTPYAHUKOB Ha
paboty B yupexueHnue). JlonyckaeTcss IpuCcBOCHUE JTMHHOMY JIETY BHOBB TTPUOBIBIIETO
COTPYIHHKA HOMEPA JIMYHOTO AEa, YBOJIUBILETOCS PAOOTHHKA;

- JIMYHBIC OCJIa II€AaroroB U COTPYAHUKOB HIKOJIBI, UMCHOIIHUX I'OCY 1apCTBCHHBIC 3BAHUA,
IIPEMUH, Harpazibl, ydeHble CTETICHH 1 3BaHMs, XpaHsITCs 75 JeT ¢ rojla yBoJbHEHHU pabOTHHUKA.
S.HOPHI[OK Bbl/IaYH JIUYHBIX A€/ BO BPEMEHHOEC NOJIb30BAHHUEC

5.1 Beinavya THuHBIX A€ (OTACTBHBIX JOKYMEHTOB B COCTABE JIMYHOTO JI€7Ia) BO BPEMEHHOE
TOJTB30BAHUE MPOM3BOIAMTCS C Pa3pelIeHHst JIMpeKTopa HIKO/Ibl. Bpemsi paboThl
OTpaHHYHBACTCS MIPEICIIaMU OTHOr0 pabouero aHs. B koHIe pabouero nHsS HEOOXOIUMO



yOEIUTECS B TOM, YTO BCE JIMYHEIE JIENa, BEIIAHHBIC BO BPEMEHHOE MOJIb30BAaHHUE, BO3BPAIIEHBI
Ha MECTO XPAHCHHUS M €CTh JIM HEOOXOMUMOCTH ISl IPUHATHS MEP K UX BO3BPAIICHHUIO HIIH
PO3BICKY.

6. OTBeTCTBEHHOCTD

6.1 Ilenaroru u COTPYIHUKH IIKOJIBI 0OSI3aHBI CBOCBPEMEHHO IIPEACTABIATE CBEACHUS 00
H3MEHEHUH B IIEPCOHAIBHBIX TaHHBIX, BKIFOUEHHBIX B COCTAB JTHYHOTO Jela.

6.2 PaGoromarenb o6ecricunBacT:

- COXPaHHOCTB JIMYHBIX A€J [I€JaroroB U COTPYIHUKOB IIKOJIE;

- KOHQUICHIMAIBHOCTE CBEACHNUH, CONepXKaIlUXCcsl B IMYHBIX [JeflaX MeJaroroB M COTPYIHUKOB
IIKOJTBL.

7. IlpaBa

7.1. Jlna obecniedeHus 3alUTHI IEPCOHATBHBIX JTAHHBIX, KOTOPhIE XPAHATCS B JIMYHBIX J€JIaX
IIEJaroroB ¥ COTPYIHUKOB HIKOJBI, IEJArOTH U COTPYAHUKH IIKOIBI MMEIOT IIPaBo:

- IOJIyYHUTh TIONHYIO HHGOPMAIUIO O CBOUX MIEPCOHANBHBIX JaHHBIX W 00pabOTKEe 3TUX JAHHBIX;
- HOJYYHTh JOCTYI K CBOUM IIEPCOHATBHBIM TaHHBIM;

- IONYYMTh KOIMM, XPAHSIIUECS B JTUYHOM JIEJIe U CONEpXKAINe TNEePCOHAIbHbIC TaHHBIE.

- TpebOBATh MCKIFOUEHUS WM WCIIPABICHHS HEBEPHBIX HIIH HETIONHBIX NEPCOHATBHBIX
JTAHHBIX

paboToaTens UMEET IPaBo:

- 00pabaTeIBaTh INE€PCOHANBHBIC JAHHBIE IIEAArOrOB ¥ COTPYIHHUKOB IIKOJIBI, B TOM YHCIIE M Ha
IEKTPOHHBIX HOCUTEIISIX;

- 3aIIPOCUTH OT ME€AArOrOB U COTPYIHMKOB IKOJIBI BCIO HEOOXOMUMYIO MHGOPMAIIHIO.



