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MHOJOKEHHUE
0 nopsiAKe BeleHUs1 JMYHBIX JeJ NeJaroroB ¥ COTpyAHUKOB
MYHHMUIMIIAJIbHOI0 0I01KeTHOT0 00111e00pa30BaTeIbHOI0 YUPesKIeHUs!
«Cpennsisa o01eodopasoBarejbHas mKogaa Ne 14»
MYHUIUNIAJIBHOr0 00pa3oBanus TOnInccKuil paiion

1. OBIIIME MMOJOXEHUSA
1.1 Hactosmee [Tonoxenne onpenenseT MopsI0K BEACHUs! JIMUYHBIX eI TIearoroB u coTpyaaukoB MbOY
«COII Ne 14».
1.2 TlonoxxeHue pa3pabOTaHO B COOTBETCTBUH C:

e VYxazowm IIpesunenta Poccuiickoit ®eneparum ot 30.05.2005 1. Ne 609 « OO0 yTBepKaeHUN
[TosoxeHus 0 MepCOHANBHBIX AJAHHBIX TOCYAAPCTBEHHOro ciyxkaiiero Poccuiickoit @enepannu u
BEJICHUU €r0 JIMYHOTO JIeIaY;

o  DepaepanbHbIM 3aK0OHOM OT 27.07.04 Ne79 — @3 «O rocynapcTBEeHHOU I'PakIaHCKOM CITy»KOe
Poccuiickoit ®eaeparuny;

e TpynoBsiMm KojiekcOM PD;

e KomnektuubiM gorosopom OVY;

e YCTaBOM IIKOJBI.

1.3 BeneHnue TUYHBIX €] I€JAaroroB ¥ COTPYJHUKOB BO3JIAaraeTcsl Ha CEKpeTaps.
2. NOPAJOK ®OPMUPOBAHUA JIMYHBIX JEJ COTPYIHUKOB
2.1 ®opmupoBaHHe JUYHOTO Jieja MeIaroroB U COTPYIHUKOB MIKOJBI MTPOU3BOIUTCS HETIOCPEICTBEHHO
nociie npuema B MBOY «COII Ne 14» wnu nepeBoja neJaroroB U COTPYAHUKOB U3 IPYroro
00pa30BaTENLHOTO YUPEHKICHUSI.
2.2 B cooTBeTCTBHM C HOPMATHBHBIMU JOKYMEHTaMH B IMYHBIE JIeJIa TIEIaroroB M COTPYIHUKOB IITKOJIBI
BKJIQ/IBIBAIOTCS CJIEYIOUIUE JOKYMEHTHI:
Ileoazoe wikonvt npedocmasisiem:
e 3asBIeHHUE 0 IpHUeMe Ha padoTy;

e ABroOmorpaguio;



Konuto nmacropra ujid HHOro J0KyMEHTa, YyAOCTOBCPAIOIICTO JIMIYHOCTD,

Komnuto CTpaxoBOro CBUACTCILCTBA ICHCUOHHOI'O CTpAaXOBAaHUS

Konuto naeHTndukaiiioHHOro HoMepa HaJoronjaaTeIbIIuKa;

Komnuu nokymeHnToB 06 o0pa3zoBaHuy;

Komuu 10KkyMeHTOB 0 KBaTU(UKAIIMY WM HATHYUH CIICIUATbHBIX 3HAHHIA,
TpynoByro KHUXKKY;

Komnuun 10KkyMeHTOB BOMHCKOTO y4eTa (/1711 BOEHHOOOsI3aHHBIX JIUIT)

Komwuto cBunerenscTBa o Opake;

Komnuro cBuzeTenscTBa 0 pOKICHUH AETEM;

MenuurHCKYI0 KHIXKY;

Konmu 1oKyMEeHTOB 0 HarpaxJIeHHH,

Konuu aTTecTaliioHHBIX JIUCTOB;

VY aocroBepeHus 0 MPOXOKAECHUH KYpPCOB, SKCIIEPTHBIE 3aKITIOYESHHUS.

CripaBKy 0 HaTU4IUH (OTCYTCTBHH) CYAMMOCTH | (M) aKkTa yroJOBHOTO Mpecie0BaHus JTHO0 O
MPEKPALEHUH YTOJOBHOIO IIPECieIoBaHus 0 PeadMIUTUPYIOIIUM OCHOBAHUSAM
Compyonux wKoavl npedocmasisem:

3asBiIeHHE O TIPUEME Ha padoTy;

Komnuto nacnopra uin HHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO JIUYHOCTD;

Komwuio nokymenTa 06 oOpa3oBaHuy;

Komnuto cTpaxoBoro cBUAETENHCTBA IEHCHOHHOTO CTPaXOBaHUS;

Konuto naeHTudukaiioHHOro HoMepa HaJororIaTeNbIIuKa;

TpynoByro KHUKKY;

Komnuu 10kyMeHTOB BOMHCKOTO y4eTa (/1711 BOGHHOOOsI3aHHBIX JIUIY)

Komnuto cBunerenscTBa o Opake;

Komnuto cBuaeTeNnsCcTBa 0 POKICHUH JIETEH;

MeauIrHCKYI0 KHIKKY.

CrpaBky 0 HanM4uu (OTCYTCTBUHU) CYAUMOCTH U (WiH) (DakTa yroJIOBHOTO MPECIIe0OBaHMs TUO0 O

MMpEKpallCHUN YTOJIOBHOTO IMPECICA0BaHUs 110 pea6I/IJ'II/ITI/Ipy}OH_[I/IM OCHOBAHUAM

Pabomooamenv ogopmnsem:

TPYAOBOM JOTOBOP B JIBYX DK3EMILIApAX;
MIpUKa3 0 MpueMe Ha paboTy (0 MepeMelIeHn Ha ApYyrue JT0JKHOCTH);
JTUYHYIO0 KapTouky NeT-2;

JOJKHOCTHYIO MHCTPYKIUIO,



Pabomooamenv 3naxomum:
e YCTaBOM IIKOJIBI;

e C IOMKHOCTHOM MHCTPYKLIMEH;

o IIpoBOANT BBOJIHBIN MHCTPYKTAX, HHCTPYKTAXK 110 OXpaHE TPYAA, HHCTPYKTaX IO IPOTUBOIIOKAPHON
0€30I1aCHOCTH.

2.3 .O0s3aTeNbHOM SBIISIETCS BHYTPEHHSS OTHCH JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIEJIE.

3. NOPAJOK BEJEHUSA JIUWYHBIX JAEJ MIEJATOI'OB U COTPYJHHUKOB
3.1 JIngHO€ AeJI0 MeIaroroB M COTPYAHMUKOB IIKOJIBI BEAETCS B TEUYCHHE BCETO MEPHO/1a PA0OTHI KaXKI0TO
neiarora ¥ COTpYyTHHKA.
3.2 BeneHue JIUYHOTO JeNIa MPEeTyCMaTPUBAET:
o [lomemnienne JOKYMEHTOB, TIOUISKANTUX XPAHEHUIO B COCTAaBE JIMYHBIX JIETT, B XPOHOJIOTHIECKOM
MOPSITIKE:
- 3agBi€eHUE,
- JIN4HBIN JTUCTOK O YYETY KaJIpOB;
- JlononHeHune K TUYHOMY JIUCTKY MO Y4€Ty KaJIpOB;
- JInyHas KkapTOUKa;
- ABToOHOTpadus;
- Kontuu nokyMeHTOB 00 00pa3oBaHuy;
- Konus npukasa o npueme Ha padoTy;
- JIoKyMeHTBI O OBBIIICHUH KBATU(PUKAITIOHHOTO YPOBHS: aTTECTALIMOHHBIN JIUCT, YJOCTOBEPEHHUE O
MIPOXOXKICHUH KYPCOB, SKCIIEPTHOE 3aKIIOYCHHE;
- Konuu 1oKyMEHTOB 0 HarpakJieHuu, MOOIIPEHHH;
- TpynoBoi 10oroBop
Kcepokonumu: - macropra (CTpaHUIIbI C IEPCOHATBHBIMU JAHHBIMU O MECTE PErUCTPALIHH);
- BOCHHBIN OHIIeT (U711 BOCHHOOOSI3aHHBIX JIHII);
- CBUJIETENIBCTBO O Opake, pacTOp)KeHUH Opaka (eciy Takoi UMeeTcs);
- CBUJIETENIBCTBA O POXKJICHUHU JETeH;
- CTPaxOBOT'O CBUJIETENIbCTBA;
- UHH
e JIUCTBI TOKYMEHTOB, MOANIUTHIX B JIMYHOE AEI0, MOIEKAT HyMepaIiu.
e JlnuHOE AEN0 PEruCTPUPYETCs B KypHAJe « YUeT JTUUHBIX JIeI»

. pr,Z[OBLIC KHWKKHW, MCAUIUHCKHUEC KHUKKU XPAHATCA OTIACJIBHO B ceﬁ(pe JAUPCKTOPA MIKOJIBI.



e JIOJDKHOCTHBIE MHCTPYKLIMU XpaHATCS B OTAEJIbHOM nanke OY.

4. IOPAJAOK YUYETA U XPAHEHUS JIMUHBIX JEJI IEJAT'OTI'OB U COTPYJITHUKOB
IHIKOJIBI.
4.1 XpaHeHue U y4eT JIMYHBIX JeJ MearoroB M COTPYAHUKOB IITKOJIBI OPTaHU3YyIOTCS C IENIbI0 OBICTPOTO |
0€301MO0YHOT0 TIOUCKA JIMYHBIX JIE], 00ECTICUeHHs] MX COXPAHHOCTH, a TaAKXKe 00ecreueHus
KOH(PUACHITMATHHOCTH CBEICHUM, COACPKAITUXCS B IOKYMEHTAaX JIMYHBIX €], OT HECAHKIIMOHUPOBAHHOTO
JOCTyTa:
e TpynoBbie KHMKKHA, METUIIMHCKIE KHIKKH XPAHATCS OTACTHHO B ceiihe TUPEKTOpA ITKOJIBI.
e JIOMKHOCTHBIC MHCTPYKIIMH XPaHATCS B OTAeNbHOM mamnke OY.
e JluyHble A€Na COTPYAHUKOB XpaHATCA B cei(he MIKOJIbI.
e JloCTyn K JUYHBIM JIEJIaM TIEAaroroB M COTPYAHUKOB IIKOJBI MMEIOT TOJBKO TUPEKTOP IIKOJBI 1
3aMm.aupekTopa no YBP.
e (Cucremaru3zanus JUYHBIX JCJI IIEIarOTOB U COTPYIHUKOB IIIKOJIBI TPOU3BOAUTCS B alI(haBUTHOM
MOPSIIKE.
e JluuHbIe JeNa Me1aroroB U COTPYIHUKOB IITKOJIBI, MMEIONINUX TOCYIapCTBEHHBIC 3BAHUs, IPEMUH,

Harpa/bl, Y4CHBIC CTCIICHU YU 3BaHUSA, XPaAHATCA 75 ner ¢ roJga YBOJIbHCHHA pa6OTHI/IKa.

5. MOPSJOK BbIJIAYU JIMYHBIX JEJI BO BPEMEHHOE IIOJIb30BAHUE
5.1 Bplnaua nuyHBIX Jen (OTAENBHBIX JOKYMEHTOB B COCTaBE JMYHOTO JeJa) BO BPEMEHHOE II0JIb30BAHUE
NPOM3BOJMTCS C pa3pelieHus AWPEKTopa MIKOJbl. Bpemsi paboTel OrpaHM4MBaeTCS NpEAEIaMH OJHOTO
paboyero nHs. B xoHIe pabodero aHs IeI0NpPOU3BOANTEN 00s3aHa YOSIUTHCS B TOM, YTO BCE JIMYHBIC JIeTIa,
BBIJJAaHHBIE BO BPEMEHHOE IO0JIb30BAaHKE, BO3BPAIICHHl Ha MECTO XPaHEHUS U €CTh JM HEOOXOIUMOCTbH IS
NPUHATHS MEP K UX BO3BPAICHUIO HITH PO3BICKY.
5.2. @aKT BbIAYM JIMYHOTO JieNa (PUKCUPYETCSl B KOHTPOJIBHOM JKypHAJIe.
6. OTBETCTBEHHOCTbD

6.1 Ileoazocu u compyonuku IIKOJIBI 0OO0S3aHBl CBOEBPEMEHHO MPEJCTABIATH 3aM.aupekTopy no YBP
CBe/IeHUs 00 N3MEHEHHH B TIEPCOHAIBHBIX IAHHBIX, BKIFOYEHHBIX B COCTaB JIMYHOTO JIENa.
6.2 Pabomooamens 00OecrieUnBaET:

e  COXPAaHHOCTB JIMYHBIX JIE] MEJaroroB U COTPYIHUKOB ILIKOJIBI,

e  KOH(UAECHIMAIBLHOCTH CBEJICHHUM, COAECPIKAIIMXCS B IMUHBIX JieflaX MearoroB 1 COTPYIHUKOB

IIKOJIBI.



7. IPABA
7.1 Jlns oOecrieueHus 3alIUTHI IEPCOHATBHBIX TAHHBIX, KOTOPBIC XPAHSITCS B JIMYHBIX JIEJIaX MEAaroroB u
COTPYZIHHUKOB IIKOJIbI, 1€0d2ocu U COMPYOHUKU WKOJIbL UMEIOM NPABo:
- [lony4uTth TMOJIHYIO HHPOPMAIUIO O CBOUX MEPCOHATBHBIX JAaHHBIX U 00paOb0TKE ITHX JAHHBIX;
- [lonyuuTh OCTYN K CBOMM IEPCOHAJIBHBIM JIAHHBIM;
- [lonyuuTh KONIMH, XpAHALIMUECS B JIUYHOM JEJIE€ U COJEPIKAIIUE MEPCOHAIBHBIC TAHHbIE.
- TpeboBaTh HWCKIIIOUEHUS WJIM UCIPABICHUS HEBEPHBIX WIIM HETIOJHBIX NIEPCOHAIBHBIX JTaHHBIX
pabomooamenv umeem npago:
e OOpabaTeiBaTh TEPCOHAIBHBIC JAHHBIC MEIATOTOB U COTPYIHUKOB IIIKOJIBI, B TOM YHCIIE U Ha
3IEKTPOHHBIX HOCUTEIIAX;

e 3ampocuTh OT NEAAroroB U COTPYIHUKOB HIKOJIbI BCIO HEOOXOAUMYIO HH(POPMALIUIO.



