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MNOMONKEHHE
0 Mopsijike BEACHHA JAHYHBIX Je] MeJaroroB H COTpYIHHKOB
MBOY ¥Yasauosckoii CIII
JIyKOSHOBCKOr0 MYHHIHNAALHOIO paiiona
Huzkeropoacxoii obaacrn

1.OBIIHE MOJIOKEHUS

1.1 Hacroamee [lonoxkenne onpenenser nopajiox BeJeHHS THYHBIX [/ TEAArOros 1
C-DT[J}’,[[HHKOB KO B
1.2 Tlonowenwne pazpaboTaHo B COOTBETCTRHH C:

« Yxazom [Ipezupenra Poccniickoit Pepeparuu ot 30.05.2005 r. Ne 609 « 06
}FT“B'E]J}K,ELEHHH [Monowernns 0 ITEPC()HHJI EHBIX NAHHEIX I‘GC}’,EIE.FIC-TBEHHGPG C-JI}-’HCHI.LL'EI"G
Poccuiickoii Deepatiny 1 BeJIGHHH €ro JIHYHOTO Jenay;

« TpynoBeiM konexkcom Pd;

« Konnexrususiv gorosopom OV

« YCTaBoM HIKOITEL,

1.3 KoHTpoJib 34 BefleHHeM JIMUHLIX Jel MeflaroroB M COTPYAHHKOB BO3JNAraeTcs Ha
JIMPEKTOpPA LIKOJBL.

2. MOPSAIOK @OPMHPOBAHUS JHYHBIX JIEJI COTPY/JIHHKOB

2.1 @opmupoBaHHE THUHOTO JENa Nelaroros U COTPYAHHKOB IIKOIEL NPOH3IBOIUTCS
HEMOCPENCTBEHHO Nocie npuema B OV uni nepeBosia NEAAroToB U COTPYAHUKOB M3 APYTroro
00pa3zoBaTeNnEHOTO YUpekIeH s,
2.2 B coOTBETCTBHH C HOPMATHBHBIMH JOKYMEHTAMH B JIMYHbIE JI€1a ME1aroros u
COTPY/IHMKOB HIKOINE! BKIAALIBAIOTCH CEIYIOUINHE JOKYMEHTEL:
Hedazoz wixons npedocmaesnsem:

« 3asBeHUE 0 NpHEME Ha padoTy;



« AstoOuorpaduro;
« Komnmro macropra niam HHOTO TIOKYMEHTA, YA0CTOBEPSIOIIETO JINYHOCTD;
o Komnwmto cTpaxoBoro cBUaETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;
o Konwuto uaeHTHHUKAIIMOHHOTO HOMEpa HAJIOTOILIATEbIINKA;
o Kommu noxymentoB 06 06pazoBanuy;
o Kommu noxymMeHTOB 0 KBaTu(UKAIIMN WA HATUYHH CTICIIHAIbHBIX 3HAHUMH;
o TpynoByro KHUXKKY;
o Konmu 1okyMeHTOB BOMHCKOTO y4eTa (JJisi BOCHHOOOSI3aHHBIX JIUIT)
« Komnwmto cBunerenscTBa o Opake;
« Kommto cBueTEILCTBA O POKICHUH JICTEH;
o 3asiBJICHUE O NEPEBOJIC;
o MenuInuHCKYIO KHUKKY;
o Kommu 1okyMEeHTOB 0 HarpaxJICHUH;
« Kommwu arrecTaniMOHHBIX JTUCTOB;
o YIIOCTOBEPEHHSI O IPOXOKIECHUN KYPCOB, SKCTICPTHBIC 3aKITFOUCHHUS ;
o Cornacue Ha 00pabOTKY IEPCOHATBHBIX JAHHBIX.
CompyOHUK wWKoIbl NPpedoCmasisnen.:
« 3asBIIeHHE O IpUEeMe Ha PaboTYy;
« Komnwmro macropra miam HHOTO IOKYMEHTA, YI0CTOBEPSIOIIETO JINYHOCTD;
« Komuto nokymenTa 06 o6pa3oBaHuu;
« Komuto cTpaxoBoro cBuaeTenbCTBa IEHCMOHHOTO CTPaXOBaHUS;
o Konuto naeHTUUKAIMOHHOTO HOMEPA HAJIOTOILIATEIbIIUKA;
o TpynoBylo KHIXKY;
o Konuu 10kxyMeHTOB BOMHCKOTO yueTa (1Jisi BOCHHOOOSI3aHHBIX JIUIT)
« Konuto cBunerenscTBa o Opake;
« Konwuto cBueTenbcTBa O POKICHUN JIETEH;
o Cornacue Ha 00pabOTKY NEPCOHATBHBIX JaHHBIX;
o MenuuuHCKYI0 KHUXKKY.
Pabomooamenv oghopmnsiem:
e TPYIOBOH JOTOBOP B ABYX IK3EMILISAPAX;
e TMpHWKa3 0 mpueMe Ha PaboTy (0 MepeMeIIeHnr Ha APYTHE TOJDKHOCTH);
o JINYHYIO KapTOUKy NeT-2;
e JIOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamenwv 3naxomum:
o YCTaBOM IIKOJIbI;
o C NOJKHOCTHOM MHCTPYKIUEH;
o IIpoBoaMT BBOJHBIN MHCTPYKTAXK, HHCTPYKTAX 110 OXpaHE TPyAa, UHCTPYKTAX 110
IPOTHUBOIIOKAPHON O€30MaCHOCTH.
2.3 .006s13aTenbHOM SBISETCS BHYTPEHHSISI ONUCH JIOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIelIE.

3. NOPAJOK BEJEHUS JUYHBIX AEJ IEJATOIOB U COTPYJIHUKOB

3.1 JInyHOE €10 MeaaroroB U COTPYIHUKOB HIKOJIbI BEJETCS B TEUEHHUE BCETO MEPHOIA
pabOThI KaXA0T0 Me1arora i COTpyIHHKA.
3.2 BeneHue TUYHOrO Jiesa NpeayCcMaTpUBacT:
« IlomemieHue JOKYMEHTOB, MOAJIEKAUIMX XPAHEHUIO B COCTaBE JIMYHBIX JIET, B
XPOHOJIOTMYECKOM TMOPSAKE:



1 JInynas kapTouka corpyaHuka T-2

2 dororpadus

3 AHKeTa

4 ABTobuorpadus

5 Konust macnopTa Wi HHOTO JOKYMEHTA, YA0CTOBEPSIOIIETr0 JUYHOCTh

6 Komnust cTpaxoBOro cBHI€TEIbCTBA MEHCUOHHOTO CTPAXOBaHUs

7 [Tonmc 0653aTeTbHOTO MEAUITUHCKOTO CTPaXOBAHMUS

8 Komust unentndukaimoHHOro HoMepa HaJIOTOTIATEIbIINKA

9 Komnust mokyMeHTOB BOMHCKOTO y4deTa (111 BOGHHOOOSI3aHHBIX JIUIT)

10 Komms cBumerenbcTBa 0 Opake

11 Konus cBuzerensCcTBa 0 poKJICHUN JETEH

12 Konust tokymeHToB 00 00pa3oBaHUH

13 TpynoBou JOroBOp

14 Cornacue Ha 00pabOTKy MEPCOHAIBHBIX JTAHHBIX

15 JlononHuTenbHble cornanieHus (3heKTUBHBINA KOHTPAKT)

16 Konus arrecTalimOHHBIX TUCTOB

17 Y noctoBepeHne 0 MPOXOKACHUN KypCOB, IKCIIEPTHBIC 3aKITI0UEHUS

18 JIOKHOCTHBIC HHCTPYKIIMHU

19 Konuu npuka3oB 1o JIMYHOMY COCTaBY

20 [TucbrMeHHbIE 3asiBJICHUS O HArpy3Ke, BPEMEHHOM 3aMEICHUH,
NepEeMEILEHIH, BO3JIOKEHUH JOMOIHUTENBHBIX 00s13aHHOCTEH 10
KEJTaHUI0 PaOOTHUKA

21 Konuun 10KyMEHTOB 0 HArpaKICHUH, IOOUIPEHUHN

22 CnpaBka 0 HAJIMYUH/OTCYTCTBUH CYJIUMOCTH

o EKeroaHyro NpoBepKy COCTOSHHUS JIMYHOIO JI€JIa [I€JaroroB U COTPYAHUKOB IIKOJIBI Ha
IIPEAMET COXPAHHOCTH BKJIFOUEHHBIX B HETO JJOKYMEHTOB M CBOEBPEMEHHOE 3aII0IHEHUE.

o JIMCTBI IOKYMEHTOB, IIOAUTBIX B JIMYHOE JEJ10, OIEKAT HyMEPaLUU.

o JIM4HOE 1eN0 PETUCTPUPYETCS B KypHANIE « YUET JMYHBIX JEI»

o TpynoBbie KHMKKH, METUIIMHCKUE KHWKKU XPAHATCSA OTAENBHO Y JUPEKTOPA IIKOJIBL.

o JlomKHOCTHBIE MHCTPYKIIMU XPAHATCS B OTAEIbHOM manke OVY.

4.I1IOPAJOK YYETA U XPAHEHUA JIMYHBIX JAEJI IEJATI'OI'OB U
COTPYJHHUKOB HIKOJIBI.
4.1 XpaHeHue U y4eT JJMYHBIX JIe] IEJarorOB U COTPYAHHUKOB IIKOJIBI OPTaHU3YIOTCS C LIENIbIO
ObICTpOro M 0€301MIMO0YHOTO MOUCKA JIMYHBIX JIE], 00eCTICUeHHsI UX COXPAHHOCTH, a TaKXKe
oOecrieueHns: KOH(PUICHIIMATILHOCTU CBEJCHUM, COJEPIKAIIMXCS B JOKYMEHTAX JIMYHBIX JIET, OT
HECAHKIMOHUPOBAHHOIO JIOCTYyTA!
o TpynoBbie KHWKKH, MEIULIMHCKUE KHUKKU XPAHATCSA OTAEIBHO Y AUPEKTOPA LIKOJIBL.
o JlOomKHOCTHBIE MHCTPYKIUU XPAHATCS B OTAENIbHOU manke OY.
o JInuHble f€Na COTPYAHUKOB XPAHATCA y IUPEKTOPA ILIKOJIBI.
o JlocTym K JINYHBIM J€naM MEeJaroroB U COTPYAHUKOB IIKOJIBI UMEIOT TOJIBKO 3aM.
nupekropa mo YP, BP, nupextop mKosl.
o CucremaTusanus JUYHBIX €] NEJArOoroB U COTPYIHUKOB IIKOJIbI IPOU3BOAUTCS B
an(paBUTHOM TOPSJIKE.



o JlnuHbIe fena MeaaroroB U COTPYAHUKOB IIKOJIBI, MMEIOIINX TOCYIapCTBCHHBIC 3BaHU,
MIPEeMHH, HATPaIbl, YICHBIE CTETICHH U 3BaHUA, XPAHATCS 75 JIET ¢ ToJia YBOJIbLHEHUS
paboTHHKA.

S.MIOPAJOK BbITAYH JIMYHBIX AEJ BO BPEMEHHOE ITOJIb3OBAHUE

5.1 Beimaua nu4HbIX Jed (OTAEIbHBIX IOKYMEHTOB B COCTABE JIMYHOTO JI€J1a) BO BPEMEHHOE
MOJIb30BAaHUE TIPOU3BOJUTCS C Pa3peIIeHUs JUPEKTOpa MKOJIbl. Bpems paGoTs
OTpaHUYHMBAETCS TIpeIesiaMy OTHOTO paboyero AHs. B koHIle pabodero AHs AUPEKTOp 00s3aH
yOeauTHCS B TOM, UTO BCE JIMUHBIE JI€NIa, BbIIAHHBIC BO BPEMEHHOE M0JIb30BaHUE, BO3BPAIICHBI
Ha MECTO XpaHEHUsI U €CTh JIM HEOOXOAUMOCTB ISl IPUHATHS MEP K UX BO3BPAIICHUIO WU
PO3BICKY.

5.2. @aKT BbIAAUYM JIMYHOTO Jieia (UKCUPYETCS B KOHTPOJIBLHOM KypHaJIe.

6. OTBETCTBEHHOCTD

6.1 Iledazocu u compyonuxku MKOIbl 00s3aHBI CBOEBPEMEHHO MPEICTABIATh CBEICHUS 00
M3MEHEHUHU B IEPCOHAIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JIeja.
6.2 Pabomooamens 00ecTIeUNBaAET:

¢ COXPaHHOCTH JIMYHBIX JIeJ MEIarOroB U COTPYIHUKOB IIKOJIBI;

o KOH(MUIEHIMATIBLHOCTb CBEICHUI, COAEPKAIUXCS B TUYHBIX JIeJIaX MEeIaroroB u

COTPYJIHHUKOB IIKOJIBI.
7. IIPABA

7.1 Jlns obecrieueHus 3alIUThl TIEPCOHATBHBIX JAHHBIX, KOTOPBIC XPAHSATCS B JIMYHBIX JIeJaxX
TMIeIarOTOB M COTPYIHUKOB IITKOJIBI,
neoazoau u COmpyOHUKU WKOIbL UMEIOM NPago:
o Ilomyunts mOIMHYIO MH(POPMAIHIO O CBOMX TIEPCOHAIBHBIX JAHHBIX U 00pabOTKE 3TUX
JTAHHBIX;
o IlomyuuTs AOCTYNI K CBOMM IEPCOHAIBHBIM JaHHBIM;
o TlomyunTs KOTIMU, XpAHAIIAECS B JTUIHOM JIEJI€ M COACPIKAINE MEePCOHATBHBIC JTaHHBIC.
o TpeboBaTh HMCKIIOYCHHUS WIJIM WCIIPABICHUS HEBEPHBIX WM HETIOJHBIX MEPCOHATBHBIX
JTAHHBIX
pabomooamensv umeem npago:
o OOpabaTbiBaTh IEPCOHAIIbHBIC JAHHBIC MEJATOTOB U COTPYIHUKOB IIKOJIbI, B TOM YHCIIE
Y Ha DJICKTPOHHBIX HOCUTEIISX;
o 3ampocuth OT MEIAroroB U COTPYAHUKOB IIKOJIBI BCIO HEOOXOIMMYIO HH(DOPMAIIHUIO.



