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INOJOXEHHUE
O nopsiike BeJeHHUs THYHBIX /eJI MEAATOTHYECKHX PAGOTHHKOB

1. Obuiee mosioskeHust

1.1. Hacroamee ITonoxenue onpemnesnser NOps0K BeASHUS THYHBIX A€l Ie1aroroB U
cotpyarKoB MBOY «COI Ne2 c. Meckep-IOpt um. V.M. JlayT™mep3aesa» (naiee-
[ITkona).

1.2. ITonoxenune pa3paboTaHO B COOTBETCTBUH C:

- ®enepanbHEIM 3aK0HOM 00 06pazoBanuy B PO Ne 273-@3 ot 29.12.2012 .

- VYxasom Ilpesunenra Poccuiickoit ®emeparu ot 30.05.2005 r. Ne 609 «O6

YTBEPK/CHUH [IOJIOKEHHUST O MEPCOHANBHBIX JaHHBIX TOCYIAPCTBEHHOIO CIYKAIIEro

Poccuiickoit Denepaliviv U BeIEHHH €0 JUYHOTO eIy,

- TpynoBeim kogexcoMm PD.

- KonnextuBHbIM goroBopom I1Ikosr;

- YCcTaBOM ILIKOJIBL.

2. Iopsinok ¢popMupOBaHHUS JHUHBIX e COTPYAHHKOB

2.1. ®opmupoBaHue JUYHOTO  Jlefla TeJaroroB M COTPYOHUKOB  IIKOJIbI
IPOMU3BONUTCS HEMOCPEACTBEHHO IOC/IE IIPUEMa B IIKOJY WJIH [TEPEBOA NENArOI0B
U COTPYAHUKOB M3 IPYyTroro 00pa3oBaTeNbHOTO yUPEKIEHUS.

2.2. B COOTBETCTBHH C HOPMATHBHBIMH JOKYMEHTaMU

Iledazozuneckuil pabomHuk wikotvl Npu npueme Ha pabomy npedocmasiaen:

- 3asgBIlIeHHE O NpueMe Ha paboTy;

- TpynoBy10 KHIXKY;

- MeuIMHCKYIO KHIKKY;

- ATTeCTallMOHHBIH JUCT (IPU HATUYUK KATETOPHH );

- ITacniopr uiau UHOM JOKYMEHT, YAOCTOBEPSIOIINN TUYHOCTb;

- CTpaxoBoe CBUIETENbCTBO IIEHCHOHHOTO CTPAXOBAHUS;

- nenTu(uKanuoHHbI HOMEp HATOTOILIATEbIIUKA;

- HoxymMenTtnl 06 obpasoBaiimm;

- JIOKyMEHTBI 0 KBaJTHM(QHUKAIUHN WK HATHYUH CIIELUATbHbIX 3HAHU;



- JIOKyMeHTBI BOMHCKOTO yueTa (171 BOSHHOOOS3aHHbIX ML),
- JHOKyMEHTBI O HAarpaKI€HUU;
- YZI0OCTOBEpeHHs O MPOXOXKIEHUN KyPCOB, SKCIIEPTHBIE 3aKTF0UCHH.
-CripaBKy (CBEAECHHUS O CYAMMOCTH)
C opuruHanos KoKyMeHTOB mm.5-12 paGoTonaTens CHUMAEST KOMUY I 3aBepsieT
noxkymeHTt: «Komnus Bepuaay.
Compyonuk wikoner npedocmasnsem:
- 3asBIEHKE O TIpUEMe Ha paboTy;
- TpyloBYIO KHUKKY;
- MenununcKy1o KHUKKY (IIpY HAJTMYHN);
- ITacriopt vkt MHOM TOKYMEHT, YA0CTOBEPSIONIHI INYHOCT,
- CTpaxoBoe CBUIETENTBCTBO IEHCUOHHOIO CTPAXOBAHHSL;
- nenTruKanoHHbIH HOMEpP HAIOTOIIATENbIIHKA;
- JlokyMenTEI 06 06pa3oBaHuu (TIpH HATMYINK);
- JIOKyMEHTBI 0 KBaNMQUKAIIMH WK HATHIUK CHEUMATBHEIX 3HAHHI (IpH HAJIUIWH );
- IOKyMEHTbI BOMHCKOTO y4deTa (17151 BOSHHOOOA3aHHBIX JIHL);
- CripaBKy (cBeeHHUS O CYJUMOCTH);
C opuruHanoB TOKyMeHTOB M11.4-9 paboTogaTeNns CHUMAET KOMUHU U 3aBepsieT
noxkyMeHT: «Komnus BepHay.
Pabomooamenv oghopmnsem:
. TPYZAO0BOH JIOTOBOP B JIBYX 9K3EMILIAPax (OIHUH SK3EMILIAP BBIAAETCS HA PYKH).
. puUKa3 o Ipueme Ha paboTy (0 nepeBoie, O epeMelleHIN Ha IpyTHe
JOJKHOCTH ),
. JTUYHYIO0 KapTouKy NoT-2;
. JOJDKHOCTHYIO UHCTPYKIIHIO.
Pabomooamenw 3naxomum pabomuuxa wkonwl c:
. YcTaBoM MIKOJIBL;
. C IOMKHOCTHOU UHCTPYKIUEH;
. IIpoBOMT BBOAHEIN HHCTPYKTAXK, HHCTPYKTAXK 1O OXpaHe Tpyla, HHCTPYKTAXK
I10 IPOTUBOIIOXKAPHON O€30IIaCHOCTH.
2.3. Obs3aTenpHOMN SBIACTCS BHYTPEHHSAS OMUCH JOKYMEHTOB, HIMEIOIUXCS B THUHOM
nene.

3. Ilopsiiok BegeHust IMYHBIX Je1 MeIarorH4ecKux paboTHHKOR H COTPYIHHKOB

3.1. Jlu4yHoe neno mejaroroB W COTPYIHMKOB IIKOJNBI BENETCS B TeUeHHE BCEro
neproa paboTsl KaXKJOT0 Ielarora U COTpy JHHUKA.

3.2. Ilpu BeleHUK TMYHOTO Jies1a HOPMUPYIOTCS CleqyIONHe Pa3iebl:

Pazgen JokyMeHTBI pa3iesa

JIMYHAA KAPTA. - omuck HOKYMEHTOB;
- TUYHAas KapTouka paboTHuka (Y@ NeT-2);
- aBTOOUOrpadus.



OOUILIMAJILHBIE  crnpaBka (cBeIeHHUS O CYAUMOCTH);

HOKYMEHTEI - MMChMEHHOE corjlacue paboTHHUKa Ha 00paboTKy
[IEPCOHAIBHBIX JaHHBIX;
KOTIMH JOKYMEHTOB 00 00pa30BaHUH;

aTTECTAlIMOHHBINA JTUCT (TIPU HATHYUKH );

[TOBBIIIIEHUE .

KBAJTMOUKALIAN KOITMK YJOCTOBEPEHUN (CBUIETEIHCTB) O IOBBIIIEHUN
KB UKAITUH;

ITPUKA3BI IIPHKa3 O IpueMe Ha padoTy (MU ero KOIus ),
MPUKa3bl O IPEJOCTaBIEHUH OTITyCKa pabOTHHKY (KK
UX KOIIHUH);
- TPy JOBOM JOTOBOD;

MHCTPYKILIMU - IOJDKHOCTHBIE UHCTPYKITHUH;

4. Iopsimok yyeTa u XpaHEHHs JIHYHBIX /ie/I MeAaroroB H COTPYAHHKOB HIKOIbI

4.1. XpaHeHue U y4eT JIMYHbIX JIe]I [IeJaroroB ¥ COTPYAHMKOB IIKOJBI OPTaHU3yIOTCS C
LENbI0 OBICTpOro u 0e30IMOO0YHOI0 ITOMCKA JIMYHBIX e, OOecledeHHs ux
COXPaHHOCTH, a Takke OOecCIedeHUus  KOH(QUIEHIMAILHOCTH  CBEICHMUH,
COIIEPXKAIIMXCSA B JOKYMEHTaX JIMYHBIX A€, OT HECAHKI[HOHUPOBAHHOTO JOCTYIIA:

- TpynoBble KHMXKKH, METULIMHCKUE KHIDKKU XPaHITCS OTAENBHO B ceiide
OUPEKTOPA IITKOJEI.

- Tpynosele  forosopa  XpaHATCS B JIMYHOM  Jefle  pabOTHUKA.
JOJKHOCTHBEIE HHCTPYKLUU XPAHATCA B IMUHOM fiejie pabOTHHUKA.

- JIu4HbIe fena COTPY JHUKOB XPaHSITCS B KaOWHETE TUPEKTOPA ILKOJIbL.

- JIOCTyIl K JIMYHBIM [ejiaM IIearoroB W COTPYIHMKOB IIKOJBl HMEIOT
TOJIBKO CEKpeTapb U AUPEKTOP IIKOJEI.

S. Hopsaaok BblAa4H JHYHBIX A€/ BO BpeMEHHOE MOJIb30BaHHe
5.1 Beimaya nuuHBIX [ell (OTAENBHBIX JOKYMEHTOB B COCTaBE JIMYHOIO J€Na) BO
BPEMEHHOE I10JIb30BAHNE IIPOU3BOAUTCS C pa3pellieHus] JUPEKTOpa IIKOJIbl. Bpems
paboThEl OrpaHUYMBaeTCs IpenesiaMy OfgHOro pabodero aHs. B xonie pabodero nus
CeKperapb (MM AUPEKTOp) 00s3aHBl yOENUTHCS B TOM, YTO BCE JIMUYHBLIE nela,
BBIJTaHHBIE BO BPEMEHHOE I10JIb30BaHKe, BO3BPAIlEHBl HA MECTO XPaHEHHS U €CTh JIH
HEe00XOIUMOCTD JIJIsI IPUHITHS MEP K MX BO3BPAIIEHHIO I PO3LICKY.
5.2. Brigaua Tpy 10BOM KHMKKY BO BPEMEHHOE IT0JIb30BaHUE MPOU3BOAUTECS TONBKO ¢
paspelleHus JMPEKTOpa Ha OCHOBAaHUM PaclUCKU pabOTHUKA, Ha CPOK He Ooee 3-X
pabouux JHEH.



6. OTBeTCTBEHHOCTH
6.1. Iledazozu u compyonuxu IIKOIBI OOS3aHEI CBOEBPEMEHHO IIPENICTaBIATE
CBeleHUs 00 M3MEHEHUU B IIEPCOHATBHBIX JaHHbIX, BKIFOUCHHBIX B COCTAB JTUYHOLO
nena.
6.2. Pabomooamens obecrieuuBaeT:
*  COXPaHHOCTh JIMYHBIX 1€ [IeJ]arOr0B ¥ COTPYIHUKOB IIKOJIBL;
* KOH(HUIEHLIMANBHOCTb CBEICHUH, COMepIKALITNXCS B IMYHBIX JeIaX MeIaroros i
COTPYIHUKOB IIKOJIEI.

7. IlpaBa
7.1. Jinst obecnievenns 3alIUTEl HEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHITCS B TAIHBIX
AellaX IIelaroroB U COTPYAHMKOB LIKOIIBL, 1€0a202U U COMPYOHUKU UIKOLbL UMEIOM
npago:
» Toy4uts 1mosHy0 HHPOPMALIKIO O CBOMX [EPCOHATBHBIX JAHHBIX U 06paGoTKe
3TUX JTAHHBIX.
- Ilomy4uTs JOCTYT K CBOMM IE€PCOHATIBHBIM JAHHBIM.
+ IlomyunTs KoMK, XpaHSIIIKECS B THIHOM Jelle U COAepKallKe IIepCOHATbHBIE
TaHHbIE.
+ TpeboBaTh HCKIIOUEHHA WM WCIIPABIEHUS HEBEPHBIX, WIH HEMOJNHbIX
IIEPCOHANIBHBIX TaHHBIX.
pabomoodamens umeen npaeso.
» OOpabatbiBaTh  IEPCOHATBHBIC AHHbBIE IENArOroB U COTPYIHHKOB LIKONBI, B
TOM YHMCIIE€ U Ha BJIEKTPOHHBIX HOCUTEIISX;
* 3aIpoCuTh OT TENaroroB M COTPYAHHKOB IIKONbI BCHO HEOOXOIHMYIO
UH(pOPMAITHIO.



