Paccmortpeno: YTBEPXJIAIO:
ITenaroruyeckum COBETOM W.o. nupexTopa
KI'bOVY«bonpmemypTaHCcKas YT« onbIIeMy pTHHCKAS
IIKOJIa-HHTEPHAT) 'Qna-nHTepHa?
IIpotoxon Ne 1 ot 31.08.2018r Ilpmc

INOJIOKEHHUE
0 MopsiiKe BeJeHHsl JHYHBIX e/ NearoroB H COTPyJAHHKOB

1.OBIIIME ITOJIOKEHUSA
1.1 Hacrosimee [Tonoxenue onpezenseT MOpsAA0K BeACHUS THYHBIX JIeJ]I NIEaroroB ¥ COTpY /-
HHKOB IIIKOJIBL.
1.2 ITonoxenue pa3paboTaHO B COOTBETCTBHH C:
o Vkazom [Ipe3unenta Poccuiickoii ®enepanun ot 30.05.2005 r. Ne 609 « 06 YTBEP)KIACHUA
[TonoxxeHus 0 NepCOHANTBHBIX JaHHBIX IOCYAapCTBEHHOrO cyxamero Poccuiickoit ®enepanuu
¥ BEJICHHUH €r0 JINYHOTO JIeNay;
e TpynoBemM koaekcoM PO;
o KomrextusasmM goroBopoM KI'BOVY «bonpmemypTHHCKas IKOIa-HHTEPHAT;
¢ YCTaBOM IIKOJIBL

2. IOPAAOK ®OPMHUPOBAHUS JIMYHBIX JEJ COTPYIHUKOB
2.1 ®opmEpOBaHKE JIMIHOTO JeJIa IEAAroroB ¥ COTPYAHHUKOB IIKOJIBI IPOU3BOAMTCS HETIO-
cpeacTBeHHO mociie npuema B OV Wiu nepeBojia neJaroroB u COTPYAHHKOB U3 Ipyroro o6paso-
BaTEJIbHOTO yUPEKICHHUS.
2.2 Ilpu mocTyruieHHH Ha paboTy compyoHuUK npedocmaenaem (npu HAAUYUU):
o [lacnopr WM HHOM JOKYMEHT, yAOCTOBEPSIOIIHH IHYHOCTD;
e CnpaBky 0 HaH4UH (OTCYTCTBHH) CYAUMOCTH U (WIH) (akTa yroJIOBHOIO IIPECIIE/I0BAHMUS;
o JIOKYMEHT BOMHCKOIO y4eTa (111 BOeHHOOOS3aHHBIX JIUIY);
o JlokymeHT 00 00pa3zoBaHHH;
e TpynoByIO KHHXXKY;
3asBreHuE 0 IpHeMe (WK O IepeBojie) Ha paboTy;
MeHIMHCKYIO KHEXKKY; 4
JIoKyMeHT 0 KBaTH(UKAUH (ATTECTALIMOHHBIA JTUCT) WIKM O HAJIMYMH CIIELHAIbHBIX 3HAHHH,
Y 10CTOBEpEHHUS O IPOXOXKACHUH KYPCOB, IKCIIEPTHBIC 3aKTIOUEHHS.
CTpaxoBoe CBHIETEILCTBO IEHCHOHHOTO CTPaXOBaHHUS;
W neHTHUKaMOHHBI HOMEpP HAJIOTOIUIATEIbINNKA;
CBuuetenscTBO 0 Opake;
o CBHIETENBCTBO O POXKIACHUH JIETEH;
o JIOKyMEHTBHI O HarpaXKJIeHHUH ;
Pabomooamenv ogpopmnaem:
e TPYZOBOMH JOTrOBOP B IBYX 3K3EMILIAPAX;
e IIpHKa3 O MpueMe Ha paboTy (0 mepeMeIeHHH Ha ApYTHe J0JDKHOCTH);
e JIMYHYIO KapTOuKy NeT-2;



e JIOJDKHOCTHYIO HHCTPYKIIHIO.
Paboomooamens 3nakomum:

e YCTaBOM IIKOJIBI;

e C N0MKHOCTHOW MHCTPYKLMEH;

o [IpoBoauT BBOJHBII HHCTPYKTAXK, HHCTPYKTAX [0 OXPaHE TPy, HHCTPYKTAX I10
IPOTHBONOXKAPHOU OE30MaCHOCTH.

3. MOPAAOK BEJAEHUSA JTUYHBIX AEJI IEJATI'OT'OB U COTPYJHUKOB
3.1 JInuHOE /€710 NeJaroroB U COTPYAHUKOB ILIKOJIBI BEAETCS B TEUEHUE BCETO Neproia
paboThI KAKAOTO MeJarora ¥ COTPyAHUKA.
3.2 Beaenue nuyHOTO JI€7a IpeayCcMaTpPUBACT:
3.2.1.IlomenieHre JOKyMEHTOB, IOUIEKAIMX XPAHEHUIO B COCTaBE JIMYHBIX /€I, B
XPOHOJIOTUYECKOM MOPSIKE:
- JIn4yHbIi IMCTOK 110 y4EeTy KaJApOB UJIU aHKETA;
- JIonoJHeHue K JINYHOMY JIMCTKY IO y4eTy KaJpoB;
- ABToOHMorpadus;
- Konuu nokymeHToB 06 00pazoBaHuy;
- Konnu 10KyMEeHTOB O TOBBIIEHHH KBAJTU(PUKAIIMOHHOTO YPOBHS: aTTECTAIMOHHBIN JIHCT,
yJIOCTOBEPEHHE O MPOX0XKIEHUH KYPCOB;
Konuu ocTanbHBIX TOKYMEHTOB COTPYAHUKA XPAHSTCS OTICIBHO.
3.2.2.ExeroHy0 IpoBEpKY COCTOSIHUS JIMYHOIO Jeja MeAaroroB U COTPYJHHMKOB ILIKOJbI Ha
IpEIMET COXPAaHHOCTH BKJIFOUYEHHBIX B HETO JOKYMEHTOB M CBOEBPEMEHHOE 3aIlOJIHEHUE.
3.2.3.JIuCThl JOKYMEHTOB, IOMELIEHHBIX B JINYHOE J€JI0, OIekKaT HyMepaluu.
3.2.4. TpynoBble KHIKKH, MEAMIMHCKHE KHW)KKH XPaHATCS OTHENBHO B ceiipe mupekropa
IIKOJIBI.
3.2.5. JloiKHOCTHBIE MHCTPYKLIMU XpaHATCS B 0TAesbHOM nanke OY.

4.IOPSAJOK YUETA U XPAHEHMUS JIMYHBIX JEJ INIEJATOI'OB U
COTPYJHHUKOB HIKOJIBI.

4.1 XpaHeHue U y4eT JIUYHBIX JIeJl IeAaroroB 1 COTPYAHUKOB LIKOJIBI OPTaHU3YIOTCS C LIETBI0
ObICTpOro ¥ 6€30IMO0YHOr0 MOUCKA JIUYHBIX A€, 00eCIeUeHHs UX COXPAHHOCTH, a TaKXe
oOecrnieueHrs KOH(UIEHIIMAIIbHOCTH CBEJICHUH, COIEPIKALIUXCS B IOKYMEHTAX JIMYHBIX JI€], OT
HECaHKLIMOHMPOBAHHOIO JOCTYTIA:
TpynoBble KHMKKH, METUIIUHCKUE KHUKKU XPAHITCS OTAEIBHO B celie TUPEKTOpa HIKOJIbI.
o JIOIKHOCTHBIE MHCTPYKIIMM XPAHATCS B OTAEIbHON nanke OV,
e JIuuHble fieN1a COTPYAHUKOB XPAHATCS Y CEKpeTapsl IKOJIbI.
e JIOCTYII K TMYHBIM JI€J]1aM I1€JaroroB U COTPYJHUKOB IIKOJIBl MMEIOT TOJBKO CEKPETaph,
JUPEKTOP LIKOJBI.
o CucremaTn3zanus JMYHBIX €] MIE1arOroB U COTPYIHUKOB LIKOJIbI IPOU3BOJUTCS B
an@aBUTHOM MOPSAIKE.
o JInuHbIE f€N1a IEAArOTOB U COTPYAHUKOB IIKOJIBI, XPAHATCA 75 JIET C ro/la yBOJIbHEHUS
paboTHHKA.

5.MO0PAJOK BbIJAYU JIUYHBIX AEJ BO BPEMEHHOE INOJIb30BAHUE
5.1 Bolgaya nuuHbIX Jen (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMUHOTO Jeja) BO BpPEMEHHOE
MOJIb30BAHME  IPOU3BOJIUTCS C pa3pelieHuss TUPEeKTopa  IIKOJIBI. Bpemss  paboTtsl
OTpaHUYMBACTCS MpeJeaMu o JHOro pabouero nHs. B koHile pabouero qHs cekperapb o0si3aHa
yOeIuThCs B TOM, UYTO BCE JIMYHBIE JI€N1a, BbIIaHHbIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPALICHBI
Ha MECTO XpaHEHMS U €CTh JHM HEOOXOAMMOCThH ISl MPUHATHS MEp K MX BO3BPAIICHUIO WU
PO3BICKY.

6. OTBETCTBEHHOCTDb



6.1 Ileoacoeu u compyOruxu MIKOIBI 00s13aHBI CBOCBPEMEHHO MPEJICTABIIATh CEKPETaAPIO
CBeZICHHsI 00 M3MEHEHHH B MTEPCOHATBHBIX JIAHHBIX, BKIIFOYCHHBIX B COCTAB JIUYHOTO JeTa.
6.2 Pabomooamens 00€CIIEUNBACT:

e COXPAHHOCTH JIMYHBIX JIEN MEAArorOB U COTPYAHUKOB IIKOJIBI;

e KOH(DMICHIMAIBHOCTh CBEICHUH, COJIEPIKAIIUXCS B JINYHBIX JeJax MearoroB u
COTPYTHUKOB IIKOJIBI.

7. IPABA
7.1 Jlns obecriedueHus 3alUThl IEPCOHAIBHBIX TaHHBIX, KOTOPBIC XPAaHATCS B JIMYHBIX Jeiax
MEaroroB ¥ COTPYAHUKOB IIKOJBI,
neoazoeu u COMpYOHUKU WKObL UMEIOM NPaso:
e [lomyunTs MONHYIO MH(DOPMALIHUIO O CBOMX NIEPCOHAIBHBIX JAaHHBIX U 00pabOTKe ITHX
JTAHHBIX;
e [lomyuuTh IOCTYHI K CBOMM IEPCOHAIHHBIM JAHHBIM;
e [lony4nTh KOMMM, XPAHSIIAECS B JTMYHOM JICTIC U COZACPIKAINe TEePCOHAIBHBIC JaHHBIC.
e TpeboBaTh WCKIIOYCHHS WM WCIIPABJICHUS HEBEPHBIX MJIM HETMOJHBIX MEPCOHATBHBIX
JTAHHBIX
pabomoodamens umeem npago:
e OO0pabarbiBaTh IEpCOHATIbHBIC JAHHBIE MEIaTOTOB U COTPYIHUKOB IIKOJIBI C UX
pa3penieHus, B TOM YHCIIC U Ha AJICKTPOHHBIX HOCUTEIISX;
e 3ampocuth OT MEAArOroB M COTPYAHUKOB IIKOJIBI BCIO HEOOXOIUMYIO HH(DOPMALIHIO.
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