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IMonoxenue Ne27
0 NOpsiAKe BeJeHHs JHYHbIX JieJl NeJaroros U COTPYAHUKOB

1. O0mue noJ0KeHUus

1.1. Hacrosmee ITonoxenue paspaboTaHo B cOOTBETCTBHH ¢ DesepabHEIM 3aKOHOM
oT 22 okTs6ps 2004 r. Ne125-O3 «O6 apXHBHOM JENe» (c I3MEHEHUAMH I10 COCTOSHUIO
ua 27 mons 2010 r.), TMocranosnenuem IIpaBurensctsa Poccuiickoii denepaun Ot
15.09.2008 r. Ne687 «O6 yrBepimeHuy IlonmoxeHus o6 OCOOEHHOCTAX 00PabOTKH
NEPCOHANBHBIX  J@HHBIX,  OCYIIECTBISeMOM 03  HCIOJNB30BAHHMA  CPENCTB
aBToMaTH3aluAy, @ejepanbHbIM 3akoHoM oT 27.07.2006 . Nel52-@3  «O
[IEPCOHATBHBIX JTAHHBIX).

1.2. KoHTposIb 3a BeACHHEM JIMYHBIX JIENl MEeJaroroB M COTPYTHHUKOB BO3JIAracTes Ha
JTUPEKTOPa IIKOJIBL.

2. llopaaok (opMHPOBAHHUS THYHBIX €JI IEaroroB U COTPYAHHKOB

2.1. @opMUpOBAHKE JIMYHOTO JeNa MEJaroroB M COTPYIHMKOB IIKOJIBI MPOU3BOIATCH
HerocpecTBeHHo mocie npuema B OY win nepeBojia NMENAroros U COTPY/HUKOB M3
Apyroro 06pa3oBaTeNIbHOTO YUPEKACHUS.

2.2. B COOTBETCTBMM C HOPMATHBHBIMH JOKyMEHTaMH B JIMYHBIC J€ja IeIaroros H
COTPY/IHHMKOB IIKOIIBI BKJIAIGIBAIOTCS CIEAYIOIIHE TOKYMEHTBI:

ITedazoz wikonvl npedoCcmasiiem.

« 3asBieHHe O npueMe Ha pabory;

o AsroGuorpaduio;

« Komuro macropra Wiy HHOTO JOKyMEHTa, YIOCTOBEPSIOIIETO JIUHOCTB,

« Komuio cTpaxoBOro CBHIETENBCTBA IEHCHOHHOIO CTPaXOBaHNUS,;

« Kommo nuesTrhuKannoHHOro HoMepa HaIOTOILTATEbIINKA,

o Kommu noxymeHTOB 00 00pa3zoBaHuM;

« Kommy [0KyMeHTOB 0 KBaIM(QHUKALNK WM HATMIMHA CIICHHAIBHBIX 3HaHHH;

o TpynoByro KHHXKKY;

o Komuu JOKyMEHTOB BOMHCKOTO ydeTa (sl BOSHHOOOS3aHHBIX JIHI)

« Kormmio cBusieTenseTBa 0 Opake;



« Kommro cBujieTenscTBa 0 pOXKISHHH ETEH;

o 3asBIEHHUE O IIEPEBOIE;

o MeauIMHCKYIO KHHXKKY;

« Komnnu 1okyMeHTOB 0 HarpaxIeHHH,

» Konun arrecTaiidOHHBIX JIHCTOB;

o YIOCTOBEpEHHS O IPOXOXKIEHUH KypPCOB, IKCIIEPTHEIE 3aKIFOUESHHUS,
« Cornacue Ha 00pabOTKy IepCOHANBHBIX AAHHBIX;

¢ CIIPaBKY O HaJW4MK (OTCYTCTBHH) CYAMUMOCTH U (HJIH)

(aKTa YroJOBHOTO MpeciefoBaHHs Ju0O0 O MPEKpameHHH YTLOIOBHOTO
npeciefoBaHus 10 peabuIuTUPYOmMKUM ocHOBaHUAM (cT. 65 TK P®).
Compyonux wkonvl npedocmasnsem:
 3adBIEHHUE O IIpHEMe Ha paborTy;

+ Komuro macrnopTa Uil HHOr0 JOKyMEHTa, yI0CTOBEPSIOIIErO TUYHOCTE,
« Komuro nokymeHnrta o6 o6pa3oBaHuy;

« Komnuro cTpaxoBoro cBUeTENbCTBA MEHCHOHHOIO CTPAXOBAHHUS,

« Konuro nieHTH(GUKaIMOHHOTO HOMepa HAIOTOILIATENBITUKA;

o TpynoByro KHHXKY;

« Komuu 10KyMEHTOB BOMHCKOTO y4eTa ()11 BOGHHOOOS3aHHbIX JIMII)
« Komnmuro cBugerenscTra o Gpake;

« Komnuio cBunerenscTBa 0 poxaeHUH AeTel;

« Cornacue Ha 00pabOTKyY IEpCOHANLHEIX JAHHBIX;

o MeaquuUHCKYIO KHIXKY.

« CnpaBKy 0 HAIMYHMU UK OTCYTCTBHHU CYIUMOCTH.

Pabomodamenv ogopmnsem:

e TPYAOBOH IOTOBOP B JIBYX DK3EMILISAPAX;

 TIpUKa3 O IpueMe Ha paboTy (0 mepeMeIeHuH Ha APYTHe TOJKHOCTH);
e JIUYHYIO KapTouKy NeT-2;

e JIOJDKHOCTHYIO MHCTPYKIIHIO;

Pabomooamens 3naxomum:

e YCTaBOM IIKOJIBI;

o C NOIKHOCTHOH MHCTPYKIIHEH;

o IlpoBomuT BBOOHBEIA MHCTPYKTa)K, MHCTPYKTaX IO OXpaHe TPyAa, MHCTPYKTAX IO
IIPOTHBOIIOXKAPHOH G€30MacHOCTH.

2.3 .O6s3arenpHOM SABISETCS BHYTPEHHSIS ONKCH HOKYMEHTOB, MMEIOIIHMXCS B JIMUHOM

aere.

3. Ilopsiaok BeAeHMs JHYHBIX €] eAaroroB U COTPYAHHKOB

3.1. JlnuHoe Oeno MemaroroB M COTPYAHHKOB INKOJNBI BENETCS B TEYGHHE BCETO
nepuoza paboTsl KaXJIOro Iejarora ¥ COTpy/IHMKA.

3.2. Bezienue MM4HOrO Nena npenycMaTpHBaeT:

« llomemienne IOKYMEHTOB, NOMJIEKAUIMX XpAHEHHIO B COCTaBe JIMYHBIX Jel, B
XPOHOIIOTHYECKOM MOPsIKE:

- 3asBIIeHHE;

- JIuunasg xaprouka T-2;

- ABTobOHOTrpadus;



- Konmnu noxymenTos 06 o6pasoBaHuy;

- Konna nmpukasa o npremMe Ha paboTy;

- JIOKYMEHTBIO IIOBBIIIEHHM KBaJIM(UKALMOHHOIO YPOBHS: AaTTeCTAlMOHHBIN JIHCT,
yIOCTOBEpEHHE O

MPOXOXKJCHUU KYyPCOB, KCIIEPTHOE 3aK/IIOYCHHUE;

- Konuy 1oKyMeHTOB 0 HarpakIeHUH, TOOIPEHNH;

- Cornacue Ha 00pabOTKy NTEPCOHATBHBIX TAHHEIX.

- CpaBKa 0 HAJIMYUH WM OTCYTCTBHH CYIMMOCTH.

e Kcepoxonmuu: - mnacnopra (CTpaHHUBI C MEPCOHAIBHBIMH JaHHBEIMH, O MECTE
PETUCTpAaIUN);

- BOGHHBIH OMiIeT (111 BOGHHOOOSI3aHHBIX JIUIT);

- CBUJIETEIBCTBO O Opake, pacTop)keHUU Opaka (eciiu TaKoh UMeeTcs);

- CBUJETENIECTBA O POXKIACHUU AETEH;

- CTPax0BOI'0 CBH/ICTEJILCTBA;

- IHH.

« E>XerogHyro IIpOBEPKY COCTOSIHUS JIMYHOIO JAeNia MEJaroroB M COTPYIHHUKOB IIKOJIEI
Ha I@peIMeT COXPAaHHOCTH BKJIIOYEHHBIX B HErO0 JOKYMEHTOB M CBOEBPEMEHHOE
3aroIHEeHHE.

o JIMCTBI TOKYMEHTOB, IOAIUMUTHIX B INYHOE [1€]10, TOAJIEXKAT HyMepaIluu.

» JIuyHOE nesio perucTpupyeTcs B )KypHale « YUeT JTHYHBIX el

o TpynoBele KHMKKH, MEIALMHCKUAE KHUKKH XPAHATCA OTAENBHO Y TUPEKTOPA IITKOJEI.
o JIOMKHOCTHEIE HHCTPYKIMH XPaHSTCS B OTAeNbHOM marke OV,

4.Ilopaaok y4era H XpaHeHHsl JHYHBIX JieJ] NeAArOoroB U COTPYAHHKOB

4.1. XpaHeHHe U y4YeT JUYHBIX Jell [1€JJaf0T0OB U COTPYAHUKOB LIKOJBI OPraHU3yITCs C
nenablo  ObicTporo W 0e30mMO0YHOrO IMOMCKAa JIMYHBIX Jeld, oOecrmeueHus uX
COXpPaHHOCTH, a TakXe obecreyeHrs KOH(QUISHIIHAIBHOCTY CBECHUH, CONEPIKAIIUXCS B
JOKYMEHTax JIMYHBIX Aell, OT HECAHKLAOHUPOBAHHOIO JOCTYIA:

» TpynoBble KHMKKHM, MEOULIMHCKHE KHIKKM XPaHITCA OTAEIBHO Y IUPEKTOPa IIKOJIBI.

o JlOJDKHOCTHBIE MHCTPYKIIMH XPaHATCS B OTAEIbHOM namnke OY.

 JlnuHble fena COTPYAHUKOB XPAHATCS Yy JUPEKTOpa LIKOJIE.

o JlocTyll K JWYHBIM JellaM II€JaroroB M COTPYAHHUKOB IIIKOJIBI HMMEIOT TOJBKO 3aM.
nupekropa o YP, BP, nupexTop mkosl.

o CucreMaTm3zalysi JUYHBIX JeJl MeIaroroB U COTPYAHHUKOB ILIKOJBI TPOHU3BOIHUTCS B
andaBUTHOM HOPSIKE.

o JluuHple genma MeJaroroB ¥ COTPYAHUKOB INKOJBI, HMMEIOUIMX TOCYyIapCTBEHHBIE
3BaHMs, NPEMHUH, Harpajbl, y4eHble CTEIleHH W 3BaHUs, XpaHITcs 75 jer ¢ ropa
YBOJIbHEHHUSI pabOTHHKA.

5. HOpﬂ,[[OK BblAA4YH JIHYHBIX 1€JI1 BO BPEMECHHOC MMOJIBb30BAHHC

5.1. Beimaya nu9HBIX Aen (OTHENBHBIX IOKYMEHTOB B COCTaBe JIMYHOIO [ejla) BO
BPEMEHHOE TIOJb30BaHHE IIPOM3BOIUTCH C pa3pelleHds JUpeKTopa IUKOoibl. Bpems
paboThl OrpaHHYMBAeTCs IMpeAenamMu OOHOro pabodero nHs. B xoHue paGodero nHs
OUPEKTOp 00si3aH yOeAMTHCS B TOM, YTO BCE JIMYHBIE AENa, BHIOAHHBIE BO BPEMEHHOE



[I0JIb30BaHKe, BO3BPAIlleHBl HAa MECTO XpaHEHHUs U eCTh JIH HeOoOXOOMMOCTBH JIs
IPUHATHAS MEP K UX BO3BPALLICHUIO WIH PO3BICKY.
5.2. @aKT BBIJIa4M JIMYHOTO fesia QUKCHPYETCs B KOHTPOIIBHOM XKypHAIE.

6. OTBETCTBEHHOCTH

6.1.1leoazozu u compyOHukumKONIBl 00s3aHBl CBOEBPEMEHHO INPEACTABIATh CBEICHMUS
00 W3MEeHEeHHNH B IIEPCOHAIIBHBIX JJaHHBIX, BKIIOYEHHBIX B COCTAB JTUYHOIO JeNa.

6.2. PabomooamenvbobecrieunBaeT:

¢ COXPaHHOCTH JIMYHBIX /1€l IEJaroroB U COTPYAHUKOB LIKOJIBI,

o KOH(HMIEHIMATBHOCTh CBENEHWH, Colep)KalluXcs B JIMYHBIX JejlaX [eJaroroB Hu
COTPYIHHUKOB IIKOJIE.

7. IlIpaBa

7.1. Ina obecnedeHus 3alllUThI IE€PCOHANBHBIX NaHHBIX, KOTOPBIE XPAaHATCS B JMYHEIX
JeJlax MearoroB ¥ COTPYIHHUKOB HIKOJIEI,
neoazozu u COMpYOHUKYU UWKONLL UMEIOM NPAaso.
o Ilomyunte nonHyo MHOOPMAIHIO O CBOMX NEPCOHAJBHBIX JaHHEIX H 00pabOTKe
STHX JaHHBIX;
o IlomyunTs AOCTYN K CBOMM IT€PCOHATBHBEIM JaHHEIM;
o [IlomyuyuTs KOIUM, XpaHAIIUECS B JIMYHOM JEJIe U COJAEPIKAIlHe IMEPCOHANBHEIE
JIaHHEIE.
o TpeboBaTh HCKIIOUEHHS WM HCIPABICHHS HEBEPHBIX WM HEIOJIHBIX
MEPCOHAIBHBIX JAaHHBIX
pabomooamens umeem npago:
« OO6pabatreiBaTh MepCOHANBHBIE AaHHBIE ITEIAroroB U COTPYIHHKOB IIKOJBI, B TOM
qHCIie U Ha 3JIEKTPOHHBIX HOCHTEJIIX;
« 3ampocuTb OT II€JaroroB M COTPYAHHMKOB IIKOJBEl BCKO HEOOXOIHUMYIO
“H(pOpMAITHIO.



