MYHULUTIAJIBHOE BIOJUKETHOE OBIIEOBPA30OBATEJIBLHOE YYPEXK/JEHUE
«HU30BCKASI CPEJTHSIST OBIIEOBPA3OBATEJILHAS ITKOJIA»

PACCMOTPEHO
Ha o011eM cobpaHuu
pabOTHUKOB HIKOJIbI

g &
)
o

% i A -~ A
“ 10 m G
g A

"r&ﬁ

£2) & N
O¢ny, Au‘i“\,;\\%“
9Ur31yg0g4a3®
Hg \f\l\‘“ $
&y ZF

1.06mue mostokenus

1.1 Hacrosiuee ITonoxenne onpenensier nopsjiok BeACHNs JHUHBIX /1 eAaroroB 1
COTPYAHHUKOB HIKOJIBI.

1.2 Tlonoxenue pa3paGotano B COOTBETCTRUM C: Y KA3OM [Ipesunenta Poceuniickoit ®enepannu
ot 30.05.2005 r. Ne 609 « O6 yrepanennu [Tonoxkenus o MePCOHANILHBIX JTAHHBIX
rocynapcTBEHHOrO ciyxaitero Poceuniickoit Mejepainy u BeAEHUH €ro JTHYHOTO Je/1an:
®ejiepaiibibiv 3ak0HOM 0T 27.07:04 No79 — d3 «O rocynapeTsennoi rpakaaHCKOH cityxOe
Poccuiickoit denepartiny: TpyaosbiM kogekcom PD: KomekTHBHBIM norosopom OV YcraBom
IIKOJIBI.

1.3 Benenue JIMUHBIX J1C]1 11€/Iar0rOB U COTPY/IHMKOB  BO3JIaraeTes Ha JIMPEKTOPA HIKOJIBI.

2. Mopsaok hopMupoBanust JIHAHBIX A€ COTPYAHUKOB

2.1 ®opMupoBaHUE JIMUHOrO JelIa NE1aroroB 1 COTPYAHHKOB HIKOJIbI ITPOU3BOUTCSI
HCTIOCPEACTBEHHO nocie nprema B OY Wil NepeBo/ia 1e/1aroros 1 COTpYIHUKOB H3 JIPYTOro
00pa3oBaTEILHOIO YUPEIKIACHHS.

2.2 B cOOTBETCTBHHM C HOPMATHBHBIMH JIOKYMEHTAMH

B JINIHBIE 1eJ1a COTPYHMKOB [IKOJIbI BKJIA/ILIBAIOTCS CJIC/LYIONIHE IOKYMEHTDI:

- 3asBJICHUE O IIpHEMe Ha paboTy;

- KOMHsl IaCTopTa WM MHOTO JIOKYMEHTA, YJI0CTOBEPSIONIEr0 JTHYHOCTh,

-KOIHS CTPAXOBOr0 CBUACTEIILCTBA MeHCHOHHOTO cTpaxoBanus (CHUJIC);

-KOTHUS HACHTH(PUKALIMOHHOIO HOMEPA HAJIOTOILIATCIIbIIHKA (MHH);

-KOITHH JIOKYMEHTOB 00 00pa3oBaHnu;

-KOIHHU JIOKYMEHTORB O KBAIIM(UKALMH MM HATHUMH CHICIHAIBLHBIX 3HAHUH:

- TPYZ0Basi KHUIKKA;

-KOITHH IOKYMEHTOB BOMHCKOI'0 y4eTa (Juls BOGHHOOOSI3aHHBIX JIMIL)

- KOTHs CBH/IETEILCTBA O Opake (B cityyac U3MEHEHHH (haMUIHN);

-TPYJI0BOH JIOrOBOP M JIONIOJIHUTE/IbHBIE COTJIALIEHHUS K HEMY;

-JI0JKHOCTHAst MHCTPYKIIMSI:

-3adBJICHHE O COTJIaCHU Ha 0OPaboTKy NEePCOHANBIBIX JAHHbIX,

-CIIpaBKa U3 MOJIMIIMK Ha OTCYTCTBHE CYJIUMOCTH.

B simdnbie 1e1a 1€1aroroB KoL BKJAAABIBAIOTCS CICYIONIHE JIOKYMCHTBI:
- 3asBJICHUE O TIEPEBOJIC;

-KOIHH JIOKYMEHTOB O Harpak/ICH1H;

- KOIIUU aTTeCTALMOHHBIX JINCTOB;

- YAOCTOBEPEHHUS O MTPOXOKACHUH KYPCOB, IKCIICPTHbIE 3aKJIFOUCHHUSI.

- 3asiBJICHUE O IIpHEMe Ha paboTy:;

- KONH MacrnopTa WK HHOTO JIOKYMEHTA, YI0CTOBCPSIONIErO JIHUHOCTD,

- Konust IokyMeHnTa 00 oOpa3oBaHuu;

- KOs CTPaXoBOI0 CBH/CTENILCTBA EHCHOHHOTO cTpaxoBanus (CHUJIC);



- KOTIHsl UAEHTU(UKALMOHHOIO HOMEpa HAJIOrOIuIaTe/IbInKa (MHH);
- TpyJloBasi KHHIKKa,
- KOTIMM JIOKYMEHTOB BOMHCKOrO ydeTa (JUisl BOCHHOOOS3aHHBIX JIMIL)
- KOITMIO CBHMJIETEJIBLCTBA O Opake (B cilyuae H3MEHEHHH (paMHUIIuK);
- TPY/IOBOM JIOTOBOP M JIOMOJIHUTE/ILHBIC COMVIAIICHHUS K HEMY ]
- BBIMTHCKA U3 NIPUKa3a O npueme Ha paboty (0 nepeMelleH|H Ha Ipyrue JIOJIKHOCTH);
- nmuunas kaptouka NeT-2;
- JIOJDKHOCTHAsi MHCTPYKIHUS:
-3asiBJICHHE O COrJlacuu Ha 0OpadoTKy NnepcoHaIbHbBIX JIAHHBIX.
-CrpaBKa 13 MOJMIMH Ha OTCYTCTBHE CYMMOCTH.
PaGoTosareib 3HAKOMUT pabOTHUKOB:
- ¢ YCcTaBOM LIKOJIBI,
- ¢ JIOJDKHOCTHOM MHCTPYKIIMEH;
- IPOBOJIMT BBOJHBIN HHCTPYKTAXK, HHCTPYKTAK MO OXPAHE TPY/1a, HHCTPYKTaxK 110
MPOTHBOMOXKAPHOH O€30MacHOCTH.
3. TlopsiaoKk BeeHHsI THYHBIX /1€/I M1€1ar0roB H COTPY/IHUKOB
3.1 JInynoe JIeJI0 MeIaroros ¥ COTPYJAHMKOB IHIKOJIBI BECTCS B TEUCHUE BCEro Nnepuojia
paboThI KaXJI0ro nejarora i COTpyIHHKA. |
3.2 Beaenue JIMYHOIO JIeJ1a MpelyCMaTpruBaeT:
MOMEIIEHHE JOKYMEHTOB. 10/UICXKAIIMX XPAHCHHIO B COCTABE JIMUHBIX JIEJI, B XPOHOJIOTHYECKOM
MopsIAKE:
1) 3asBiieHHE:
2) nuunas Kaptouka NoT-2:
3) KOMUH JOKYMEHTOB 00 00pa3oBaHuy;
4) NOKyMEHTBI O MOBBILIECHAN KBATH(HKALMOHHOTO YPOBHS: aTTECTAllHOHHBIH JIHUCT,
yIOCTOBEPEHHE O MPOXOK/ICHHH KYPCOB. IKCIIEPTHOE 3aKIIIOUCHHE (U1 1eJ1aroroB);
5) KOIMWH JOKYMEHTOB O HarpaXICHWH, TOOLIPEHHH;
KCEPOKOIHH:
6) macrnopra (CTPaHHILbI € IEPCOHAIBHBIMH JIAHHBIMU O MECTE PErHCTPALUH);
7) BoeHHBI Guset (JUlst BOSHHOOOA3aHHbIX JIMIL);
8) cBHIETENLCTBO O Opake, pacTopennn Opaka (ec/in Takoi MMEETCS);
9) mencuoHHoro crpaxosoro ceuerensbersa(CHUIIC):
10) MHH;
11) Tpy/10BOi#i JIOTOBOP U JOMOJIHUTEILHBIC COTJIAICHUA K HEMY,
12) AoMmKHOCTHAS HHCTPYKILHSL:
13) 3agBnenue o coryiacuu Ha 00paboTKy MePCOHAILHBIX TaHHBIX]
14) cnipaBka U3 NOJIMIMK HA OTCYTCTBHE CYJAMMOCTH.
TpynoBble KHIKKH. MEIMIIMHCKAC KHIIKKH XPaHsTCs OT/IC/ILHO B ceitde MpeKTopa HIKOJIBI.

4.ITopsa0K yueTa 1 Xpanenus JHYHbIX [eJI M1e1aroroB v cOTPY/IHHKOB IIKOJIbI

4.1 XpaHeHue 1 yueT JHUHBIX JICJT NeJIaroroB M COTPY/HHKOB LIKOJIbI OPraHU3yIOTCs ¢ LC/IbIO
BBICTPOro M 6€30MIMGOYHOrO MOUCKA MUHBIX J1e/1, 00ecreueH s HX COXPaHHOCTH, a TaKKE
obecrieueHus KOH(UIEHIIMATBHOCTH CBEJICHUH, COJICPIKALINXCS B IOKYMEHTAX JIMYHBIX J1CJ1, OT
HECAHKIIHOHUPOBAHHOIO JIOCTYyA!

- TPY/I0BbIE KHHKKH, MEJIMLIMHCKHE KHHIKKH XPAHATCA OT/IC/IBHO B ceiidpe qupeKTopa MKOJIbI;

- JINYHBIE JIe1a COTPYAHUKOB XpaHsrTes B ceHde MKoIbL:

- IOCTYT K JIMYHBIM JICJIaM [1¢1ar0roB 1 COTPY/IHHKOB HIKOJIbl UMCCT JIMPEKTOP HIKOJIBL

-JUIS CHCTEMATH3AIIMH JIMUHBIX JIeJT OHH HYMEPYIOTCs (110 MEpE MOCTYTUICHHs COTPYAHUKOB Ha
paboTy B yupesxaeHne). JlonyckaeTes pUCBOCHUE JIMUHOMY JIC/Ty BHOBD MpUObIBIIETO
COTPY/IHHKA HOMEpA JIMYHOIO JIe/Ia. YBOJHMBLICIOCs padOTHHKA;

- IMUHBIE JIeJ1a NIEJaroroB U COTPYAHUKOB HIKOJIbl, HMEIOIIUX IOCY1apCTBEHHDIC 3BAHUS,
[PEMUH, HArPaJIbl, YUCHBIC CTCTICHH 1 3BaHUs, XpaHsTCst 75 JIET ¢ rojla yBOJIbHCHHS paboTHHUKA.
5.ITopaa0K BBIIAYH JTHUHBIX /Ie/1 BO BDEMEHHOC 110/1b30BaHNe



5.1 Belgaya JTHUHBIX A€ (OT/eTbHBIX JIOKYMEHTOB B COCTABE JIMYHOTO Jiej1a) BO BpEMEHHOE
[10Jb30BAHUE TIPOM3BOIMTCS C pa3pellieH s AMPCKTOPA IHKOJIBL. Bpemst paboTsbi
OrpaHHYMBACTCA MpeJie/aMi OJTHOTO pabouero jHs. B konue padboyero aHs HE00X0IMMO
yOeIMThCsl B TOM, UTO BCE JIMUHBIC /114, BRIIAHHAIC BO BPEMCHHOE M0JIb30BaHUE, BO3BPAIICHBI
HA MECTO XPAHEHHsl ¥ €CTh JIM HEOOXOMMOCTD JUIs MPHHATHA MEp K MX BO3BPALLECHUIO HJIH
PO3BICKY.

5.2, MakT BBIAYM JIMUHOIO jieja GUKCHPYETCst B KOHTPOJILHOM JKYpHAJIC.

6. OTBETCTBEHHOCTH

6.1 TTeaarord ¥ COTPYAHUKH IIKOJIbI 00s3aHbl CBOCBPEMCEHHO NMPEACTABIATE - CBE/ICHHA 00
M3MEHEHHH B EPCOHAIBHBIX JAHHBIX, BKIIIOUCHHbIX B COCTAB JIMYHOTO JIC/1a.

6.2 Paboromarenb obecnevnBaeT:

- COXPAHHOCTB JIMUHBIX JIEJ T1€1ar0roB U COTPY/IHHKOB IIKOJIBL:

- KOH(HICHIMATBLHOCTD CBEICHHIH, COJCPIKALIMXCA B JIMUHBIX JIC/IAX [IE/IarOros 1 COTPY/IHUKOB
IIKOJIBI.

7. llpaBa

7.1. Jlns obecrieueHns 3alUThl IEPCOHAILHBIX JIAHHBIX, KOTOPhIC XPAHATC:H B JIMYHBIX JeJ1ax
IeIarOroB U COTPYIHUKOB IIKOJIbI, [1eJ1arory U COTPYIHUKHU IIKOJIbI WMEIOT MPaBo:

- IOJIYUUTh TOJHYIO HH(OPMAIMIO O CBOMX NEPCOHATBLHBIX JIAHHBIX H 00paboTKe ITHX JAHHBIX]
- MOJY4HTh JOCTYI K CBOMM IEPCOHATILHBIM JIaHHBIM;

- TIOJYYHMTh KOTIMH, XPaHSIIHeCs B JIMYHOM JIeJIe U COJIepIKalllie IEPCOHANIbHBIC TaHHBIC.

- Tpe6GOBaTh MCKIIOUYCHHS WM MCIPABICHHMS HEBEPHBIX MM HCTIOMHBIX IepPCOHAIBHBIX
JAHHbBIX

paboToaTesib MMEET MPaBo:

- oGpabaThiBaTh MEPCOHANBHbIE JAHHDIC TE/IArOroB U COTPYAHUKOB LIKOJIBL, B TOM yucsie u Ha
3EKTPOHHBIX HOCHTEJISIX;

- 3aMPOCHTH OT MEJAroros U COTPYAHUKOB IKOJIBI BCIO HEOOXOMMYIO HH(OPMALIHIO.



