oIl V1. TIOTIOHHUK

MNOJNOXEHHUE
O MOpsJKE BEAEHUs JTUYHBIX eI I1e1aroroB U COTPYAHUKOB
MBOY r.Kepuu PK «Illkona-rumuazus Ne 1»

1.OBIIHUE ITOJIOKEHUA

1.1 Hacrosiee [TonoxeHnue onpenensieT NopsIoK BeASHUS JTUUHBIX A€l IIelaroroB U
corpyauukoB MBOY r.Kepuu PK «llIxona-rumuasust Ne 1» (manee — mkosja-ruMHasms).
1.2 TlonoxeHue pa3paboTaHO B COOTBETCTBUHU C:

o Ykasom IIpesunenra Poccuiickoit @eneparuu ot 30.05.2005 r. Ne 609 « O6
yTBepXkaeHUU [1o105keHus 0 nepcoHaNBHBIX JaHHBIX TOCYIaPCTBEHHOTO CIIYXKaIEeTo
Poccuiickoit @enepanuy U BeAEHUH €ro IMYHOTO IeJIay;

e TpynoseMm konekcoM P®;

« KonexTuBHBIM 1OrOBOPOM LIKOJIBI-TUMHA3HY;

e YCTaBOM HLIKOJBI-THMHA3HH.

1.3 KoHTpoub 3a BeleHueM JTMYHBIX Je IearoroB ¥ COTPYIHUKOB BO3JIaraeTcs Ha
JAUPEKTOPA HIKOJIBL.

2. IOPAIOK ®OPMUPOBAHNUSA JIMYHBIX AEJ COTPYIHUKOB

2.1 ®opmupoBaHKE IUYHOTO Aea NeJaroroB U COTPYAHMUKOB IIIKOJIBI PON3BOIUTCS
HENOCPEACTBEHHO 10CJIE IpHeMa B IIKOJIY-THMHA3HIO WU TIEPEBO/Ia TIe1aroroB U
COTPYHUKOB U3 JPyroro 00pa3oBaTeIbHOTO YUPEKIECHHUS.
2.2 B coOTBeTCTBUM ¢ HOPMATUBHBIMU TOKYMEHTAMH B JIMYHEIE JIejIa TIe1aroroB U
COTPYIHMKOB IIKOJIBI BKJIQIBIBAIOTCS CIEAYIOIINE TOKYMEHTBI:
[leoazoz wikonvl npedocmasnaem:

o 3asiBIEHHE O IIpUEME Ha padoTy;

e ABTobOHOrpadumo;

« Konuro nacnopra Uiy UHOTO TOKYMEHTa, YOCTOBEPSIFOIIErO THYHOCTE;

« Komnuro cTpaxoBoro cBUAeTENbCTBA IEHCUHOHHOTO CTPAaXOBaHUS;

e Konuo uneHTH(UKalMOHHOTO HOMepa HaJIOTOTIATETbIIHKA;

« Konuu noxymeHnToB 06 oOpazoBaHuu;

o Komnuy 10KyMEHTOB O KBAIM(PUKALUY UM HAMYUY CIeIIHAIbHBIX 3HAHUH;

e TpyIOBYIO KHUXKY;

o Konuu 1o0xyMeHTOB BOMHCKOTO yueTa (1711 BOSHHOOOS3aHHBIX JIHII)

o Komnuro cBunerenscTBa o Opake;

o Komnuro cBuneTenbeTBa 0 pOKICHUH IETEl;

« 3asiBIEHUE O NIEPEBOJE;



e MeIuuuHCKYIO KHIXKY;
o Kommu 1oKkyMeHTOB 0 HarpaxIeHUH;
o Komnuu arrecTalinoHHbBIX JIUCTOB,;
e YI0CTOBEpEHHS O IPOXOXKIECHUN KyPCOB, DKCIIEPTHEIE 3aKTIOUEHHS;
o Cornacue Ha 00pabOTKY NEPCOHANBHEBIX JaHHBIX.
CompyOoHux wKoNbl- 2UMHA3UY NPEedOCMABTIAeN.:
o 3asBIEHUE O IpUeMe Ha paboTy;
« Komnuro nacnopra uix ©UHOTO JOKYMEHTa, YAOCTOBEPSIOIIETO JTHIHOCTS;
» Komuro nokymeHnTa 06 o6pazoBanuu;
« Konuo cTpaxoBOro cBUAETENbCTBA IEHCHOHHOTO CTPAXOBAHHUS;
« Komnuro naeHTHPUKaLIMOHHOTO HOMEPa HaJIOrOILIaTEIbIIHKA,
e TpynoByro KHHXKKY;
« Komnuu 10KyMEeHTOB BOMHCKOTO yueTa (7151 BOEHHOOOS3aHHBIX JIUII)
o Komnwmro cBunetenscTBa o Opake;
o Komnuro cBuzeTenscTBa 0 pOXKIAEHHH LETEH;
o Cornacue Ha 00pabOTKy NMEPCOHATBHBIX JaHHBIX;
o  MeaunUHCKYI0 KHYXKY.
Pabomooamens oghopmnsem:
e TpYJOBOH OTOBOP B ABYX 3K3EMIUISIpax;
e IIPHMKa3 O IIpHeMe Ha paboTy (0 mepeMelleHr  Ha IPYTHe JOKHOCTH ),
e JIMYHYIO KapTO4Ky NeT-2;
e JOJDKHOCTHYIO HHCTPYKIIHIO;
Pabomooamenw 3uakomum:
e YCTaBOM HIKOJIBI-TUMHA3HH;
o C DOMKHOCTHOW MHCTPYKIIHEH;
o IIpoBOIUT BBOIHBIN HHCTPYKTaX, UHCTPYKTAX IO OXpaHe TPy/a, HHCTPYKTAX IO
IIPOTHBOIOXKaPHOU 6€30ITaCHOCTH.
2.3.00s13aTeNBbHOM SBISIETCS BHYTPEHHSS OIKUCH TOKYMEHTOB, HMEIOLIMXCS B IMUHOM JIEJIE.

3. HOPSIOK BEAEHUSA JIUYHBIX JEJ NEJATOIOB 1 COTPYITHUKOB

3.1 JIu4HOe €10 NeaarorosB U COTPYJHUKOB IIIKOJIBI BEIETCS B TEYEHHE BCETO NEpUoIa
paboThl KaXXI0T0 Neflarora U COTPYAHHKA.
3.2 BeneHue IMYHOTO [ena IpeyCMaTpUBAeT:
» IlomenieHue 1OKYMEHTOB, IOAJIEKAIMX XPAHEHHIO B COCTABE JINYHBIX JI€T, B
XPOHOJIOTHYECKOM TOPSIIKE:
- 3agBIIEHHE;
- JInunas xaptouka T-2;
- ABrobuorpadus;
- Komuu noxymeHTOB 006 00pa3oBaHuy;
- Komnus npukasa o npueme Ha pabory;
- JIOKyMEHTEI 0 NOBBILIEHUN KBaNW(DUKALMOHHOTO YPOBHS: aTTECTAIMOHHBIMN JIUCT,
YZIOCTOBEPEHHE O MMPOXOKIACHUH KYPCOB, IKCIIEPTHOE 3aK/IIOUEHUE;
- Konuy 10KyMeHTOB 0 HarpaxaeHuH, MOOIIPEHNH;



- Cornacue Ha 00pabOTKy NEePCOHATBHBIX JaHHBIX.
e Kcepokomnuu: - nacropTa (CTpaHHUIBI ¢ IePCOHATBHBIMU JaHHBIMH, O MECTE
perucTpanuu);
- BOCHHBIH Ouet (1151 BOeHHOOOS3aHHBIX JIHI);
- CBUJIETENIBCTBO O Opake, pacTOp)KeHUU Opaka (eciu Takoi uMeeTcs);
- CBUJIETENIbCTBA O POXKICHUH JIETEN;
- CTPaxOBOTr'0 CBUJETENBCTRA,;
- UHH
o ExeroaHyro npoBepKy COCTOSIHUS TUYHOTO Jiejia IeJaroroB ¥ COTPYIHUKOB LIKOJIbI-
I'MMHA3UHY Ha IPeIMeT COXPAaHHOCTH BKJIFOUEHHBIX B HETO TOKYMEHTOB U
CBOEBPEMEHHOE 3arloJHEHHE.
o JIMCTBI TOKYMEHTOB, IOALIUTHIX B IMYHOE €TI0, TIOIeKAT HyMepalyu.
o JIn4HOeE feno perucTpupyeTcs B )XypHaJIe « YUeT JUYHBIX eI
o TpynoBble KHIXKH, MEAULIMHCKUE KHWKKU XPAHSATCS OTAENIBHO Y TUPEKTOpa IIKOJIbIL.
o JIOJDKHOCTHBIE HHCTPYKLIHMH XPaHIATCS B OTAEIbHOM nanke OY.

4.ITOPSIOK YYETA U XPAHEHUSA JIUYHBIX AEJ NEJATOTIOB 1
COTPYZHUKOB HIKOJIbI.
4.1 XpaneHue U y4deT JUYHBIX [l IeJaroroB U COTPYAHUKOB LIKOJIBI-THMHA3UH
OPraHU3YIOTCS C LENBIO0 OBICTPOro U 0€30IUO0YHOrO MOMCKA JTHYHBIX JIeJT, 00eCIIeYeHUs UX
COXPaHHOCTH, a TaKKe o0ecrieueHus] KOHPHUACHIUATbHOCTH CBeIEHUH, COepKAIUXCS B
JOKYMEHTAaX JIMYHBIX [€]1, OT HECAaHKLIIMOHMUPOBAHHOTO JOCTYIIA!
e TpynoBble KHWKKH, MEAULIMHCKIE KHIDKKH XPaHSATCS OTIENBHO Y IUPEKTOpA.
e JIOJDKHOCTHBIE MHCTPYKLIMU XPaHSATCS B OTAENBHOM IMaIKe IIKOJbI-THMHa3UH.
o JlvuHble fena COTPYAHUKOB XPAHSITCS y TUPEKTOPA IIKOJIBI-TUMHA3UH.
e JloCTymn K TMYHBIM JA€aM [earoroB ¥ COTPYIHUKOB LIKOJIBI-TUMHA3UU UMEIOT TOJBKO
3aM. qupekTopa 1o YP, BP, nupexTop MIKOIbI-TUMHA3HH.
o CucremaTH3anus JUYHBIX [T IEAaroroB ¥ COTPYIHUKOB IIKOJIbI-TUMHA3HH
IIPOU3BOAUTCSA B ali()aBUTHOM TOPSIJIKE.
o JlvuHble fe71a IIe1aroroB ¥ COTPYAHUKOB IIKOJIBI-THMHA3UH, UMEFOIIHNX
roCyIapCTBEHHBIE 3BaHMUsI, IPDEMUY, HArpabl, yUEHbIE CTEIIEHU U 3BaHUs, XpaHsaTcs 75
JIeT € r0Jla yBOJbHEHUS pabOTHHUKA.

S5.MMOPSAIOK BbIJIAYHY JIMYHBIX JEJ BO BPEMEHHOE INIOJIb3OBAHHUE

5.1 Beigaya TMYHBIX Je (OTAENBHBIX JOKYMEHTOB B COCTaBe JIMUHOTO Jiejia) BO BPEMEHHOE
0JIb30BaHKE NIPOU3BOAUTCS C Pa3pelleHUs IUPEKTOpa MIKOJIbI-TUMHa3un. Bpems paboTsr
OTrpaHUYMBAETCS NpeNeIaMyu OgHOro pabouero qHs. B koHIe pabodero 1HS TUPEKTOp 00sI3aH
yOeIUTBECS B TOM, UTO BCE JINYHBIE JIeJia, BhIaHHbBIE BO BPEMEHHOE IM0JIb30BaAHME,
BO3BpAILIEHBl HA MECTO XPAHEHUS U €CTh I HEeOOXOIUMOCTD JIJIsl IPUHATUS Mep K UX
BO3BPALIEHHUIO WU PO3BICKY.

5.2. @aKT BBIJAYM JIMYHOTO Jiesa GUKCUpYeTCs B KOHTPOIBHOM JXypHAJIE.

6. OTBETCTBEHHOCTbD



6.1 Ileoazoeu u compyoruxku MKOIBI-TUMHA3HH 00sI3aHBI CBOEBPEMEHHO ITPEICTABIIATh
CBeJIeHUsI 00 U3MEHEHUH B IIEPCOHATIBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOIO J€eNa.
6.2 Pabomooamens 00eCIIeUnBaET:

e COXPaHHOCTH JIMYHBIX J€JI 1e1aroroB U COTPYAHUKOB LIKOJbI-TUMHA3UH;

o KOH(UICHLIMAIBHOCThH CBE/ICHUH, COEPIKAIIUXCS B IMYHBIX JIejIax I1eJaroros u

COTPYAHUKOB LIKOJIbI-TUMHA3HUH.
7. IIPABA

7.1 Jlna obecniedeHus 3alUThHI IEPCOHATBHBIX TaHHBIX, KOTOPBIE XPAHSTCS B JIMYHBIX JejIax
II€JaroroB U COTPYAHMUKOB LIKOJIBI-TUMHA3UH, Ne0a202U U COMPYOHUKU ULKOJIbL UMEIOM
npago:
o IlomyunTs NOTHYIO MH(GOPMALIUIO O CBOMX MTEPCOHAIBHBIX JaHHBIX U 00pabOTKe 3TUX
JIaHHBIX;
o Ilomy4yuTs HOCTYN K CBOMM MEpPCOHAIBHBIM JAaHHBIM;
o IlomyuyuTs KOIMHU, XpaHAIIMECS B IMYHOM JeJIe U COJEPIKAIIHe MEPCOHATbHBIE
IaHHBIE.
o TpebGoBaTh UCKIIOUEHHS UM UCTIPABJIEHUS HEBEPHBIX WM HETIOJIHBIX IIEPCOHAIBHBIX
TaHHBIX
pabomooamens umeem npago.
o OO6pabateiBaTh INEPCOHATBHbIEC NaHHBIE [1E1arOroB U COTPYIHMKOB IIKOJIBI-TUMHA3UH,
B TOM YHCJI€ U Ha 3JIEKTPOHHBIX HOCUTEJISX;
« 3ampoCHUTh OT NEAroroB ¥ COTPYIHUKOB IIKOJIBI-TMMHA3MK BCHO HEOOXOIUMYIO
HH(pOpMALIUIO.
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