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Ilonoxxenue No27
0 NopsiiKe BeAeHHs JTHYHBIX JIeJ [eJAroroB H COTPYAHUKOB

1. O6mue nos1oxkeHUs

1.1. Hacrosmee ITomoxenue pa3paGoTaHO B COOTBETCTBHH C DenepanbHBIM
3aKOHOM OT 22 OKTAGPs 2004 r. Ne125-®3 «O6 apXHBHOM jelen (c U3MeHEeHUAMU
mo cocrosHuio Ha 27 wmons 2010 r.), Ilocranosnenuwem IIpaBHTenbcTBA
Poccutickoit ®enepauyn ot 15.09.2008 r. Ne687 «O6 yrBep)XaeHuu Ilonoxenus o6
OCOOEHHOCTAX 00paGOTKM IEpCOHANBHBIX —JAHHBIX, ocylecTBisieMoit  Oe3
UCII0JIb30BaHHUS CPEACTB aBTOMaTH3alMW», PenepalbHBEIM 3aKkoHOM oT 27.07.2006
r. Ne152-@3 «O nepcoHalbHEIX JaHHBIXY.

1.2. KoHTpounb 32 Be/leHHEM JIMYHBIX J€Jl NIEJaroroB U COTPYAHUKOB BO3NATACTCS
Ha JHUPEKTOpa IIKOJIEI.

2. Ilopsinok ¢popMHPOBAHHS JIHYHBIX J€1 Mear0r0B H COTPYIHHKOB

2.1. ®opMupoBanue JIAYHOTO nena [Ie1aroroB 51 COTPYIHHUKOB
IIKOJIBI IPOM3BOJIUTCSA HEMOCPeACTBEHHO mocie mpuema B OV wmnm mepeBona
TIE[IarOroB U COTPYXHUKOB U3 IPYroro 06pa3oBaTeIbHOTO YUPEkKISHHUS.

2.2. B cooTBeTCTBUM ¢ HOPMATUBHBIMU JOKyMEHTAMH B JIMYHBIE Jej1a MIeJaroroB U
COTPYTHUKOB IIIKOJIBI BKJIaJBIBAIOTCS CIEAYIONIME JOKYMEHTHI:

Ileoazoe wikonvl npedocmasnsem:

« 3asBjeHHe 0 IpueMe Ha paboTy;

« Asrobuorpaduio;

« Kommio nacnopra unm nHOro JoKyMeHTa, y10CTOBEPSIOIIEr0 INYHOCTE,

+ Komuro ctpaxoBoro cBHIETEIHCTBA IEHCHOHHOTO CTPAXOBAHMS,

« Komnuro uneHTuuKaImoHHOro HoMepa HaJIOrOIIATeNbIHKA,

+ Konmu nokymeHTOB 06 06pazoBaHumy;

 Konuu noxymeHToB 0 KBanmu(UKaLMy WiK HATMYKME CIIEIUATBHBIX 3HAHHIL

« TpynoByio KHHXKKY;

« Konun noxymeHToB BOMHCKOTO ydera (1ist BOeHHOOGSA3aHHBIX JIHLL)

« 3asBIEHHUE O IIEPEBOIE;

» Komuu 10KkyMeHTOB 0 HarpaxJaeHuy;

« Komuu arrectraliuoHHBIX JUCTOB;

« Y[OCTOBEpEHHS O IIPOXOXKACHUH KyPCOB, SKCIIEPTHBIE 3aK/TIOUESHHUSE;



« Cornacue Ha 00pabOTKY IIePCOHATBHBIX JAHHBIX;
¢ CIPaBKy O HaJM4MUH (OTCYTCTBHUH) CyAUMOCTHU U (HIIH)
pakTa yromoBHOro IIpecieNOBaHHs JUOO O INPEKPAlIeHHH YTOJIOBHOTO
IpecieIoBaHus 110 peabUIUTUPYIOIUM ocHOBaHUIM (cT. 65 TK PD).
Compyonux wixonvl npedocmasnsiem:
« 3asBJeHHE O IIpUeMe Ha paboTy;
+ Komnwro macrnopra uiax HHOTO JOKYMEHTa, yI0CTOBEPSIOIIEr0 IMYHOCTE,
« Komnuro nokymenra o6 oOpazoBaHuy;
« Konmro cTpaxoBoro CBUAETENHCTBA IICHCHOHHOI'O CTPAXOBAHMS;
» Kommro uneHTu(UKamoHHOr0 HoOMepa HaJIOroIIaTeNbIIUKA;
« TpynoByIOo KHHXKY;
« Konuu 10KyMeHTOB BOMHCKOTO y4eTa (it BOEHHOOOA3aHHBIX JIMIY)
« Cornacue Ha 06pabOTKY IEPCOHANBHEBIX JaHHBIX;
« CropaBKy 0 HUIMYUHU WIH OTCYTCTBHHU CYIUMOCTH.
Pabomooamenv ogopmisem:
e TPYIOBOU OTOBOP B ABYX dK3eMILIApax;
 IpHKa3 O IIpueMe Ha paboTy (0 NepeMeIleHUH Ha JpyTHe JOJKHOCTH);
e JINYHYIO KapTO4Ky NoT-2;
e JOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamenwv 3nakomum:
e YCTaBOM LIKOJBI,
o C IOMKHOCTHOM MHCTPYKIIHEH;
« IIpoBoauT BBOAHBINA MHCTPYKTaX, HHCTPYKTAX IO OXpaHE TPyAa, HHCTPYKTAXK
10 IIPOTUBONOXKApPHOH 6e30IacHOCTH.
2.3 .0O06s3aTenbHON SBNISIETCS BHYTPEHHSSI OIUCH JOKYMEHTOB, HMMEIOIIUXCS B
JUYHOM JIeJIe.

i % HOpﬂlIOK BE€ACHHUA JIMYHBIX 1€J1 IIeJaroroB H COTpyaiHHKOB

3.1. JInuHOE neno MenaroroB M COTPYOHUKOB IIKOJIBI BENETCS B TeUYEHHUE BCETO
neprosa padoThl KaKIOTOo IeJarora ¥ COTpyIHHUKA.

3.2. Benenue IUYHOrO Aesa npeaycMaTpUBaeT:

o Ilomemenue NOKyMEHTOB, MOJIEXKAIIUNX XPAaHEHUIO B COCTaBE JHYHBIX eI, B
XPOHOJIOTHYECKOM MOpPSIKE:

- 3asIBJIEHHE;

- JInunas kaprouka T-2;

- ABTo6uorpadus;

- Konmuu noxymMeHTOB 06 00pazoBaHuy;

- Konmus npukasza o nmpueme Ha padoTy;

- JIOKyMEHTBI O MOBBIIIEHUH KBaTU(UKALMOHHOTO YPOBHS: aTTECTAI[HOHHBIN JIUCT,
YAOCTOBEpPEeHHE O

IIPOXOXKAEHUU KYpPCOB, SKCIIEPTHOE 3aKIIIOUeHHE;

- Konmuu 1oxyMeHTOB 0 HarpaxJIeHuH, OOIIPEHUH;

- Cornacue Ha 00pabOTKY MePCOHANBHBIX JAaHHBIX.

- CripaBka 0 HAJIMYMU WA OTCYTCTBUU CYJUMOCTH.



e Kcepokonuu: - macmopra (CTpaHHIBI C MEPCOHANBHBIMU AAHHBIMH, O MECTe
perucrpanun);

- BOGHHBIM OuneT (17151 BOGHHOOOS3aHHBIX JIUIT);

- CTPaxoBOTr'0 CBUAETEIBCTBA;

- IHH.

« ExXeroiHyio IpOBEpKy COCTOSHHS JHYHOTO Jejia IeJaroroB W COTPYIHHKOB
IIKOJBI Ha TIIpeMET COXPAaHHOCTH BKIIOYEHHBIX B HEr0 [JOKYMEHTOB H
CBOEBPEMEHHOE 3aII0IHEHHE.

o JIMCTBI JOKyMEHTOB, IOIIUTHIX B IMYHOE JIEJI0, TOJIEKAT HyMEpALUH.

« JIM4HOE J1eN10 perucTpupyeTcs B )KypHale «YdeT JIMYHBIX JeN»

« TpynoBble KHWKKM, MEIUIMHCKHE KHIDKKH XPAHATCS OTHENBHO y AMPEKTOpa
IIKOJTEI.

o JIOJDKHOCTHBIE MHCTPYKLIUU XPaHSTCs B OTAenbHOM nanke OY.

4. Ilopsinok y4era M XpaHeHHUsl JIHYHBIX [eJI 1earoroB U COTPYAHHKOB

4.1. XpaHeHue M ydYeT JHYHBIX Jell IIeJaroroB M COTPYJHMKOB IIKOJBI
OPraHW3yIOTCA C LENbI0 OBICTPOro U 0e30IIMOOYHOro IMOMCKA JIHYHBIX e,
obecrieueHHss MX COXPAHHOCTH, a TaKkxke oO0ecredyeHns KOH(PUAEHIMATbHOCTH
CBEJIEHUH, COAEPIKAIIMXCS B JOKYMEHTaX JIMYHBIX JeJI, OT HECAHKIHOHUPOBAHHOTO
IOCTyIIa:

« TpymoBble KHMXKKM, MEIULIMHCKHE KHIDKKM XPaHATCS OTHENBHO y IHUpPEKTOpa
IIKOJIBI.

o JIOJDKHOCTHBIE MHCTPYKIIUU XPAHIATCS B OTEAbHOM manke OV,

« JIuuHEIE Nies1a COTPYAHUKOB XpaHATCS y TUPEKTOPA IIKOJIEL.

« JIOCTYII K TMYHBIM JeJiaM [1eJJarOroB U COTPYAHUKOB IIKOJIBI HMMEIOT TOJIBKO 3aM.
nupexropa o YP, BP, nupektop mkoJsI.

« CucreMaTusanus JUYHBIX €] [1€4aroroB U COTPYIHUKOB IIKOJBI IIPOM3BOIUTCS
B a1()aBUTHOM TIOPSIZIKE.

« JIuuHbIE Hea NenaroroB U COTPYJHHUKOB IIKOJIBI, UMEIOIIMX TOCYAapCTBEHHEIE
3BaHUs, IIPEMUHU, HArpajabl, YYE€HbIE CTEIIEHU U 3BaHUS, XpaHATCS 75 JeT ¢ roxa
YBOJIbHEHHS pabOTHUKA.

- B HOpﬂlIOK BbIJa4YH JIHYHBIX €1 BO BPEMECHHO€ MMOJIb30BaAHHE

5.1. Beinaya nu4HBIX 1en (OTOEeNBbHBIX JOKYMEHTOB B COCTaBe JIUYHOIO J€jia) BO
BPEMEHHOE I10JIb30BaHUE ITPOU3BOAUTCS C pa3pelleHus JUPEeKTOpa MIKOJIbl. Bpems
paboThI OrpaHUYUBaETCs MpeesiaMu OHOro pabodero mHs. B koHIe paboyero qHs
OUPEeKTOp 00s3aH yOeguThCS B TOM, YTO BCe JIMYHBIE J€jia, BBLIJAHHEIE BO
BPEMEHHOE II0JIb30BAHUE, BO3BpAILEHBI Ha MECTO XpaHEHHUS MU €CTh JH
HEOOXOIUMOCTD AJISl IPUHATHUS Mep K X BO3BPAIIEHUIO WA PO3BICKY.

5.2. @akT BBIIaYU JIMYHOTIO Jiesia PUKCUPYETCs] B KOHTPOJIBHOM XKypHAJIE.

6. OTBEeTCTBEHHOCTDH

6.1. Iledazoeu u compyoHuku WIKOJBI O0S3aHBI CBOEBPEMEHHO IPe/CTABISATEH
CBEeJleHHs 00 H3MEHEeHMM B IIepCOHAJIBHBIX MJaHHBIX, BKIIOUEHHBIX B COCTaB



JIMYHOTO Jelia.
6.2. Pabomooamenv 00ECIEUUBAET;
¢ COXPaHHOCTB JUYHBIX JIeJI IeJarOr0OB U COTPYIHUKOB IIIKOJIEI;

. KOH(I)I/IIIGHI_II/IEUIBHOCTB CBeIIeHI/Iﬁ, COACPXKAIIKUXCA B JIMYHBIX JejJIaX IIeJaroroB u
COTPYAHUKOB IIKOJIBI.

7. IlpaBa

7.1. Jlna oOecnedeHus 3alUThl II€PCOHANBHBIX NaHHBIX, KOTOpPbIE XPAHATCS B
JIMYHBIX JleJlaX [1e1aroroB U COTPYIHUKOB IIKOJIBI,
neoazo2u u COmpYOHUKU UIKONbL UMeIOm NPaeo.
o Ilomyuuts mnonHyro HHGOPMALMIO O CBOUX IIEPCOHANBHBIX HAaHHBIX U
00paboTKe 3THX JaHHBIX;
o IlomyuuTs AOCTYII K CBOMM IE€PCOHAIBHBIM JAHHBIM;
o IlomyunTes KONMM, XpaHSIIWECS B JIMYHOM Jelle U  COJEpIKaIlue
IIepCOHANIbHBIE JaHHBIE.
o TpeboBaTb WCKIIOUEHUS] WM WCIPABICHUS HEBEPHBIX WM HEIOJHBIX
MIEPCOHAIBHBIX JTaHHBIX
pabomoodamens umeem npago:
« (OOpabaTbiBaTh II€pCOHANBHBIE JaHHBIE [€JarOTOB U COTPYIHUKOB ILIKOJIBI,
B TOM YHCJIE U Ha 3JIEKTPOHHBIX HOCUTEISX;
e 3ampocUTh OT II€JAaroroB U COTPYOHUKOB IIKOJBI BCIO HEOOXOIMMYIO
uHpopMaIuio.



