MHOJIOKEHHUE
0 NOps/IKe BeleHUsl JIMYHBIX /e eJaroroB U cCOTpyAHUKOB
MKOY COHII Ne10 Kypckoro MyHMIMnaabHoro paiiona CtaBpomnoJibCcKoro Kpas

1.OBIIME ITOJIOKEHUSA
1.1 Hacrosimee [TonoxxeHue onpenenseT NOpAI0K BEICHHS JINIHBIX eI IIearoroB U COTPYIHUKOB IIKOJIBI.
1.2 Tlonoxenue pa3paboTaHO B COOTBETCTBHUH C:

3akonoM 00 ob6pazoBanuu B PO Ne 273-D3 o1 29.12.2012 1.

VYkazom [Ipesuaenta Poccuiickoii @eneparu ot 30.05.2005 r. Ne 609 « O6 yrBepxkaenuu [lonoxenus
0 MEPCOHAIBHBIX TAHHBIX FOCYIAPCTBEHHOTO cityx)auiero Poccuiickoit @enepanuu U BEAEHUU €r0
JIMYHOTO JIesia;

®enepanbubIM 3ak0HOM OT 27.07.04 Ne79 — @3 «O rocynapcTBEeHHON TPpaKIaHCKON CITy»)Oe
Poccuiickoit deneparuny;

TpynoBbiMm KoaekcoMm PD;

KomnektuabiM gorosopom OV

YcTaBoOM IIKOJIEI.

1.3 Bejenue AMUHBIX A€l IEAaroroB U COTPYAHUKOB BO3JIaraeTcsl Ha ceKpeTapst IIKOJbI.

2. MOPAJOK ®OPMUPOBAHUS JIMYHBIX JEJI COTPYJIHUKOB

2.1 ®opMupoBaHHE JTHUYHOTO Jiejia MeJaroroB U COTPYIHUKOB KOl MTPOU3BOJUTCS HETTOCPEICTBEHHO MOCIE
npuema B OV wiu nepeBojia Me1aroroB U COTPYIHUKOB U3 IPYroro o0pa3zoBaTebHOTO YUPEKACHHUS.

2.2 B cooTBeTcTBUM C HOPMATHUBHBIMU JOKYMEHTaMH B JIMYHBIE JIeTIa TIeIarOrOB U COTPYIHUKOB IITKOJIBI
BKJIQ/IBIBAIOTCS CJICIYIONINE JOKYMEHTHI:

Onuce;

Konun noxymeHToB 00 00pazoBanuu

TpynoBoii 10roBop U A0NOJHUTEIbHbIC COIJIALLICHUSA
Konuu arrecTalfMOHHBbIX JIUCTOB;

JIMCT 03HAKOMJICHHUS CO C/IeAYIOLIel 1aToi aTTeCTaluHu;
CnpaBka 0 HeCyIMMOCTH

CompyoHuk wKobl npedocmasiiaem:

3asBIeHUE O MprUeMe Ha paboTy;

Konuro nmacnopra uim MHOrO JOKYMEHTA, YAOCTOBEPSIOIIErO JIMUHOCTD;
Konuto nokymenTa o6 o6pa3oBanuy;

Komnuto cTpaxoBoro cBUAETENbCTBA IEHCHOHHOTO CTPaXOBaHUS;
Konuto naeHTndukaiioHHoro HoMepa HajloronjaaTeabIInKa;
TpynoByro KHUXKKY;

Konuu 10kyMeHTOB BOMHCKOTO y4eTa (711 BOEHHOOOSI3aHHBIX JIUIY)
Konwuto cBuaerenscTBa o 6paxe;

MenuurHCKYI0 KHUXKKY.

Pabomooamenv ogopmnsiem:

TPYJIOBOH JOTOBOP B JIBYX K3EMILIApAX;

MpUKa3 o mpueme Ha padoTy (0 mepeMeIieHu Ha APYyTrue JOKHOCTH);
TUYHYIO0 KapTouky NeT-2;

JOJDKHOCTHYIO HHCTPYKLIHIO;

Pabomooamenv 3naxomum.:

YcTaBOM IIIKOJHI,



e C IOKHOCTHOW MHCTPYKIIUEH;
o IIpoBoauT BBOJHBIN MHCTPYKTAXK, HHCTPYKTAXK 10 OXpaHe TPYAa, HHCTPYKTAXK 10 IPOTUBOIIOKAPHON
0€30MacHOCTH.
2.3 .0O0s13aTebHOM SBISETCS BHYTPSHHSISI OMTUCH JIOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIEJIE.
3. MOPAJOK BEAEHUSA JIWYHBIX JAEJI IIEJATI'OI'OB
N COTPYJHUKOB MKOY COII Ne10
3.1 JInyHoe A€o negaroroB M COTPYAHUKOB IIKOJIBI BEJIETCS B TEUEHUE BCETO Meproia padoThl KaXk 100
nejarora ¥ COTPYJIHUKA.
3.2 Beaenue nuyHOrO Jieya npeaycMaTpruBaeT:
o TloMenieHne JOKYMEHTOB, MOJICKAIINX XPAHCHHUIO B COCTABE JTMYHBIX JIEN, B XPOHOJIOTUIECKOM
MOpsAIKE:
- 3asgBJIEHHUE;
- JIn4HbII TMCTOK MO y4YeTy KaJIpoB;
- JlonoyiHeHHE K JIMYHOMY JIUCTKY IO YUYETY KaJpOB;
- Jluunas kaprouka;
- ABroOuorpadus;
- Konuu nokymenToB 06 00pazoBaHuu;
- Konms mpukasza o mpueme Ha padory;
- JIoKyMEHTBI O TIOBBIIICHUH KBAIU(DUKAIIMOHHOTO YPOBHS: aTTECTALIMOHHBIN JIUCT, YIOCTOBEPEHHE O
MIPOXOXKJACHUH KYPCOB, IKCIIEPTHOE 3aKIIFOUCHHE;
- Konuu 10kyMeHTOB 0 HarpakJeHuH, MOOIIPEHHH;
e Kcepokonuu: - nacnopTa (CTpaHUILIBI C IEPCOHATBHBIMU JAHHBIMU O MECTE PETUCTPALIUN);
- BOCHHBIN OmiieT (1t BOGHHOOOS3aHHBIX JIUII);
- CBHJICTEIILCTBO O Opake, pacTOp)KeHUH Opaka (€ciii TaKOW UMEeTCsl);
- CBUJICTEIIbCTBA O POXKJCHUU JETEH;
- CTPaxoBOTO CBHJIETEIHCTBA,
- UHH
e EXeroaHyro MmpoBepKy COCTOSIHUS JIMYHOTO JeNia TIEIaroroB U COTPYAHUKOB IIKOJIBI Ha MPEAMET
COXPaHHOCTH BKJIFOUEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE 3aMOJTHEHUE.
e JIUCTBI JOKYMEHTOB, MOANIUTHIX B IMYHOE €0, MOANEKAT HyMepaIuu.
e JIn4HOE AeJI0 PETUCTPUPYETCS B KYpHAJIC « YUET JIMYHBIX JIETI»
e TpynoBbie KHIKKH, MEAUIIMHCKIE KHIDKKH XPAHATCS OT/IEIBHO B ceiide AUPEKTOpa HIKOIBI.
e JIOJDKHOCTHBIC HHCTPYKIIMH XPAHSATCS B OTISIBbHOMN manke OY.
4.1NIOPAJOK YUETA U XPAHEHUSA JIMUYHBIX AEJ NIEJATOI'OB U COTPYJAHUKOB HIKOJIBI.
4.1 XpaHeHue ¥ y4eT JIMYHBIX JeJT IeAaroroB M COTPYIHUKOB IIKOJIBI OPTaHU3YIOTCS C IEbI0 OBICTPOTO U
0€301uO0YHOT0 MONCKA TUNYHBIX JIE), 00ECIIEUeHUS UX COXPAHHOCTH, a TaK)Ke 00ecTieueHus
KOH(UICHIIMATEHOCTH CBEJICHHH, COIEPIKANTUXCS B IOKYMEHTAX JIMYHBIX JIEN, OT HECAHKIIHOHUPOBAHHOTO
JOCTYyTIA:
e TpynoBble KHIKKH, MEAWIIMHCKHE KHIDKKH XPAHATCS OTJICIBHO B celide TUPEKTOpa IIKOJIBI.
e JIO/DKHOCTHBIE HHCTPYKIIMU XPaHATCS B OTAENbHOM manke OY.
e JlugHbIe €TIa COTPYAHUKOB XPAHATCS B aPXUBE IITKOJIBI.
e JlocTyn K JIMYHBIM J€JIaM MEJaroroB U COTPYAHUKOB IIKOJIbl UMEIOT TOJIBKO CEKpeTaphb, JUPEKTOP
TITKOJTBI.
e Cucremaruzaiys JUYHBIX JIE] €JarOroB U COTPYTHUKOB IIKOJIBI TPOU3BOIUTCS B ali)aBUTHOM
TOPSIIKE.
e JluyHbBIE J€Ta MEIaroroB U COTPYIHUKOB IIKOJIBI, UMEIOIIUX TOCYIapCTBEHHBIC 3BAHUS, TPEMHUU,
Harpajibl, ydeHble CTEIICHH U 3BaHUS, XpaHATCS 75 JIET ¢ rojJja yBOJIbHEHUS paOOTHHKA.
5.10PAAO0K BbIJAYU JINYHBIX JIEJI BO BPEMEHHOE ITOJIb3OBAHHUE
5.1 Beigaua au4HbIX 1€ (OTAENbHBIX JOKYMEHTOB B COCTaBE JIMYHOIO JieJia) BO BPEMEHHOE MOJIb30BaHKE
MIPOU3BOJIUTCS C pa3pelleHus JUPEKTOPa MIKOJIbI. Bpems paboThl OrpaHUYMBAETCS PEAETIaMHU OJTHOTO
pabouero qHs. B koHIIe pabouero qHs cekpeTaph 00s13aHa yOEIUTHCS B TOM, YTO BCE JTUYHBIC JIENa, BhITAHHbBIE
BO BPEMEHHOE MMOJIh30BaHKE, BO3BPAIICHBI HA MECTO XPAHECHUS U €CTh JIU HEOOXOAMMOCTH JIJIsl IPUHSATHUS MEP K



UX BO3BPAIICHUIO MM PO3BICKY.
5.2. @aKT BbIIaYM JIMYHOTO Jiea (PUKCUPYETCs B KOHTPOJIBHOM JKypHAJe.
6. OTBETCTBEHHOCTbD
6.1 Ileoazoeu u compyonukuy MKOJIBI 005S3aHBI CBOEBPEMEHHO IMPEJICTABIISATH CEKPETAPIO CBEICHHS 00
M3MECHEHHH B TIEPCOHAIBHBIX TAaHHBIX, BKJIIOUCHHBIX B COCTAB JIMYHOTO JIefa.
6.2 Pabomoodamens 0becrieurnBaeT:

e  COXPaHHOCTH JIMYHBIX JICJ IEJaroroOB M COTPYAHUKOB IIKOJIBI;

e  KOH(UACHIMAIBLHOCTH CBEJICHUN, COAEPIKAIIMXCS B JTMYHBIX JIeJIaX MEJaroroB M COTPYIHUKOB LIKOJIBI.
7. IPABA
7.1 Jlns obecrieueHus 3aIIUTh IEPCOHANBHBIX IaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX JIeJIaX MEAaroroB u
COTPYJHHUKOB IIIKOJIBI,
neoazozu u compyOHUKU WKOIbL UMEIOm NPago:

e [lomyuuts monHy MH(GOPMALKIO O CBOMX MEPCOHATBHBIX JAaHHBIX U 00pabOTKe 3TUX JaHHBIX;

e [lomyunTh AOCTYH K CBOMM IEPCOHAIBHBIM JAHHBIM;
[Toxy4nTh KONMM, XpAHSIIHECS B JIMYHOM JIeJe M COJCpIKallie NepCOHATIbHbIC JaHHbIE.

e TpeboBaTh HMCKIIOYECHUS WM WCHPABICHUS HEBEPHBIX WM HETIOJIHBIX MEPCOHAIBHBIX JaHHBIX
pabomooameins umeem npaso:

e OOpabareiBaTh MEPCOHAIBHBIC TaHHBIE TIEJArOTOB U COTPYAHUKOB IIKOJIBI, B TOM YHCIIE U HA

AIIEKTPOHHBIX HOCUTEIISIX;
e 3ampocuTh OT MEAAroroB U COTPYIHUKOB IIKOJIBI BCIO HEOOXOIUMYIO HH(POPMALIHUIO.



