VTBEPHJIEHO “ .

Tpwkas N6375:07/.30.08.2019_
napgierop. MBOSCOTH Ne 9

a. AEKOT >f

"SLMA - AGynaxoBa

IMonoxenne
0 BeJICHHH JIMYHBIX JeJ COTPYAHHKOB !
MYHHIHTIAJIBLHOTO GI0KeTHOT0 0011e00pa3oBaTe/IbHOT0 YUpeKIeH s CpeHei
00meotpazoBaTeIbHOMH MKOJIbI Ne Yumenu « OTIHYHAKA HAPOAHOTO
npocsemiennsi » Tumosa Mypara Moccouya aysia YpyncKoro MyHHIHNAILHOTO
o0pa3oBaHHsl Y CNEHCKHIl  pailoH

1.OGLIIUE INOJOXEHUSA

1.1. Hacrosee TTosoxkenne onpeessieT mopsIoK BeICHHs JIMUHBIX JEJT TIeJIaroroB U
paGotaukos  MBOY COIII Ne 9 (nanee - «I1lkona).
1.2. Benenue JIMUHBIX J1€J1 TIeAaroros ¥ pabOTHUKOB BO3JIaracTcd Ha JUPEKTOPA HIKOJIbI.

2. MOPSANOK ®OPMUPOBAHHUSA IHYHBIX IEJ PABOTHHKOB

2.1. ®opMmupoBaHKe INYHOrO JIENa MEAaroros H paboTHUKOB IIKOJIBI TIPOU3BOUTCA
HerocpeCTREHHO M0CJIe TIPHeMa B IITKOITY WJIH NEPEBO/1a MeJlaroros 1 paboTHHKOB 13
JPYTOro 00pa30BaTEIbHOI0 YIPEHACHHS.

2.2. B COOTBETCTBHHM C HOPMATUBHBIMH JIOKYMEHTAMH B JIMYHBIE JI€J1a [1€/1aroroB 1
' pabOTHHUKOB MIKOJIbI BKIAABIBAIOTCS CICAYIOIINE IOKYMCHTERI:

HHole pabomHuku wKowl npedocmaeinon |

. 3asBjenwe o npueMe Ha paboTy;,

. Konuio macrmopra Wik HHOTO JIOKYMEHTA, YIOCTOBEPSIIOLLEr0 IMYHOCTE;
. Konuio jjokymenTa 06 00pa3oBanuu;

. Konuio cTpaxoBoro CBHAETEILCTBA IEHCHOHHOTO CTPAXOBAHMA,

. Konuio naenTHGUKALIMOHHOT0 HOMEPa HaJIOror/IaTe/IbInKa;

. Tpy10ByI0 KHHIKKY:

. Kommu JOKyMEHTOB BOMHCKOTO yueTa (17151 BOGHHOOOSI3aHHBIX JIHIT)
. Konuro cBueTenseTsa 0 Opake;

Konuio CBUIETEIRCTBA O POKIAECHHH JICTEH;

CripaBky 00 OTCYTCTBHH CYJIMMOCTH.

MeIHUIIMHCKYIO KHHIKKY.



Padomooamens opopmnsem:

- TPYZI0BOH JIOrOBOP B JIBYX 9K3EMIIISIPaX;

- IpAKa3 o nipreme Ha paboTy (0 nepemernennn Ha APYTHE JIOJDKHOCTH);
- JIMYHYIO KapTo4yky NeT-2;

» TOJBKHOCTHYIO HHCTPYKIHIO.

Paﬁomooameﬂb JHAKOMUmM.

- YCTaBOM IIKOJEL ¥ HHBIMH JOKAIBHBIMH HOPMaTUBHBIMHU aKTaMu;,

C nomxHOCTHOI UHCTPYKIIHEH;

. IpoBonT BBO AL MHCTPYKTaX, HHCTPYKTax 110 OXpare Tpy/a, HUHCTPYKTaX 110
IPOTHBOMOXAPHOH Ge3onacHocTy.

2.3. Obs3arensHOM sBisercs BHYTPCHHSISL OMUCH IOKYMEHTOR, HMEIOIIMXCS B JMYHOM
Jene.

3. IOPSIIOK BEJIEHUS JIMYHBIX AEJ MMEJATOrOB
U PABOTHHUKOB

3.1. JInunoe jeno negaroros u PabOTHHKOB IIKOJTE! BeeTcs B TEYCHHE BCETO neproja
paboThl KaX10ro mexarora u paboTHHKA.

3.2. Beaenwue anynoro nena npeaycMaTpuBaert:;

- lomernenne 10kymenToB, MOANIEKANX XPAHEHUIO B COCTABE JIMYHEIX JIET, B
XPOHOJIOTHYECKOM TMOpSIKE:

- 3asBlIeHuE;

- Jlmanwrit uctok mo yuery Ka/IpOB;

- Jlononuenne THIHOMY JIHCTKY 110 YYETy KaJpoB;

- JInunas xaprouka;

- ABTOOHOTpadus;

- Konnu nokymenTos 06 00pazoBanuy;

- Konust npukasa o npueme na pabory;

- JIoKyMeHTHI 0 moBBIIEHIH KBATH(UKALIMOHHOTO YpORHSs: aTTeCTALMOHHBII JINCT,
YAOCTOBEPEHHE O MPOXOAKAECHHH KYPCOB, OKCIIEPTHOE 3aKITI0YEHHE;

- Konm nokymentos o HarpaX<1CHUH, NOONIPEHNH;

* Kcepokomnuu:

- MAcropTa (CTPaHKIIBI ¢ MEPCOHAITBHBIMH JaHHBIMI 0 MecTe

perucTparmn); -

BOCHHBIH OMIIET (1711 BOEHHOOOA3aHHEIX mn);

- CBHIICTENILCTBO 0 Opake, pacTop)KeHHH Opaxka (ecim Takoii uMeercs);

- CBHJICTEIIBCTBA O POXKACHHH JIETEi;

- CTPaxoBOIr0 CBHJETEIILCTRA;

= CBHIICTENBCTBO O NprcBoeHun MHH
EXXETOJIHYIO IPOBEPKY cocTostimst Jiumoro ACHIa IeIaroroB W pabOTHHKOB TTKOJIBI HA



TIPCIMET COXPaHHOCTH BKIIFOYEHHBIX B HEro AOKYMEHTOB 1 CBOEBPEMEHHOE 3aI10/THeHHe.

- JIucte nokymentos, noaumThIx B THIHOE NIeJ10, MouIeskaT HyMepanmn.

. JInunoe neno PETHCTPUPYETCS B KypHAIE « YUeT THunpx Je»

* TpyoBeIe KHMKKH, MeHMIMHCKIE KHWKKH XpaHATCS OTJIeIBHO B ceide y
CHEMHAIINCTA 110 KaJpOBOMY ACIIONPOU3BO/ICTRY.

- llomkrocTHEIE HuCTpYKIMHK XPaHATCA B OT/CIIBHOM Mallke y clienmaicTa o
Ka/IpOBOMY JI€IONPON3BOICTRY.

4.NIOPSIIOK YYETA U XPAHEHUSI JIMUHBIX AEJ TIEAATOIOB "
PABOTHUKOB IHKOJIBI

LEJBEO ORICTPOro 1 Ge30MMUGOTHOro okHCKa JIMYHBIX Je]1, o0ecTieueHns ux COXpaHHOCTH, a
TaKKe 0OeCIIeYeH s KOHDUIHIHATEHOCTH CBEICHHH, COACpIKALIINXCS B JIOKyMeHTax
JIMMHBIX JIC]I, OT HECAHKLIHOHUPOBAHHOTO Jocryna:

- Tpynosrre kuwsin, Meumunckue KHIDKKH XPaHATCs! OT/CNBHO B ceifche JIMpeKTopa
IIKOJTBI.

- HomkHocTHEIE HBCTPYKLMH XPaHsITCA B OTNE/IBHOM Narnke y crienmanmicra o
KaZIpoBOMY IIeJI0TpON3BOCTRY.

- Jln4nele nena paGoTHukoB XPaHATCA B ceitde MmKopl.

- Hoctyn k mansv renam nearoros PAOOTHHKOB IITKOJNE HMEIOT TOJIEKO CeKperaps,
JMHUPEKTOP IIKOJIEI.

- Cucremarnsanus maunsix gen MCAAroroB H pabOTHNKOB WIKOJIHI [IPOM3ROANTCS B
aJIhaBUTHOM MopsIKe,

. Jlmunkle nena nexaroros u PabOTHHMKOB IIKOBI, MMEFOLIX FoCy1apcTBeHHbIe 3Banws,
HPEMHH, HATPALIbl, YYCHBIE CTENIEHH 1 3BaHMsI, Xpanares 75 ner ¢ roja yBonsHeHus
paboTHuKa.

S.NOPSITOK BbIAAYM JTHYHBIX AEJI BO BPEMEHHOE INOJIb30BAHUE

5.1 Beigava muansix nest (otsessmnpix /IOKYMEHTOB B COCTaBe JIMYHOTO Jiena) Bo
BPEMCHHOC NOTb30BaHHE IIPOU3BOIUTCS C PASPCLICHIs IMPEKTOpa MKOIBI. Bpems paboTnI
OTPaHUHBACTCS NPE/IC/IaMH OHOTO paGouero aus. B KOHLE paGoyero jius cekperaps
00si3aHa yOEIMTECS B TOM, 4TO BCe IHYHLIe ACl1a, BBIIaHHBIE BO BPEMEHHOE MOJIL30BaHHeE,
BO3BPAIIEHBI HA MECTO XPAHEHHS W €CTh JIH HEOOXOAMMOCTE JUISt IPHHsITHSI Mep K UX
BO3BPAILECHUIO WJIH PO3LICKY.

5.2. ®axT BBIIAYM MTHYHOTO nesa duxcupyercs B KOHTPOJILHOM KypHare,

6. OTBETCTBEHHOCTD

6.1. Iearorn u paGoTHUKM mrKkoILI 00s13aHEI CBOEBpEMENHO PEACTaBIIATE AMPEKTOpY
CBEZICHHA 00 H3MEHEHHH B TIePCOHATBHEIX A@HHBIX, BKIFOUYEHHBIX B COCTAB JIHYHOTO 1ea.
6.2. PaGotomaress obecrieunpaer:
- COXPaHHOCTB JIMYHBIX JIEI NE/IArOr0B 1 paGOTHHKOR TIKOJIBL;. KOH(UACHIMAIBHOCTE
CBCJICHHH, CONEPKALIMKCS B JIMYHEIX J€/1aX I1€/IAr0roR 1 pabOTHHKOB IIKOJILI,

7.IIPABA



7.1 Jlna obecrieuenus 3anmre TICPCOHANILHBIX IAHHBIX, KOTOPHIE XPAHSTCA B IHYHLIX
AeJax I€/1aroros 1 paboTHHKOB ITKOJIEI,

neoazozu u paGomnuKu wKoabl umerom npaso:

. Homyanrs nosnyio HUH(OPMALIUIO 0 CBOKMX IEPCOHATLHEIX TAHHBIX W 00paboTKe FTHX
JIAHHBIX;

. HOJ’ly‘{I/ITb HOCTYII K CRBOUM NEPCOHAJILHLIM HAaHHBIM;

: HOJIquTB KOIMUAH, XpaHAUIHeCs B JHYHOM ACJIC U coziepokalme HEPCOHA/ILHEIE
JIAHHEBIE.

2 TpGGOBaTI: UCKITFOYEHUS UITH HCTIpaBJICHH A HEBEPHBIX WJIH HEMOIHBIX
NEPCOHAIBHBIX JIAHHBIX.

pabdomooamens umeem npago:
. OGpabarbiBates  nepconanbhbie manmbe MICNIaroToOB M pabOTHUKOB MIKOJIBL, B TOM

HHCIIE M HA JJICKTPOHHBIX HOCHTEISIX;
. 3ampoCHTh OT Ne1aroros 1 pabOTHHUKOB IITKOJIBI BCIO HE0OX0IMMYIO HH(OPMALIHIO.



