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0 TIOPSIIKE BEXEHUs] JTHYHBIX e HETar
MBOY «OOIII Ne5y

1.OBIIME MMOJIOKEHU ST
1.1 Hacrosmee Ilonoxenue ompenemser NOPSZIOK BENEHHs JIMYHBIX JIeJ II€JaroroB M
COTPYIHHUKOB IIKOJIBL
- 1.2 TlonoxeHue paspaboTaHO B COOTBETCTBHH C:
-Yka3om Ilpesunenta Poccuiickoii @enepannm ot 30.05.2005 r. Ne 609 « 06 YTBEPKICHUH
IomoxeHnst 0 MePCOHATBHEIX TaHHBIX TOCYIAPCTBEHHOTO ciyxarero Poccuiickoit @eneparuu
Y BEACHUH €r0 JIMIHOTO JEIan,
-DenepanbHEIM 3aKOHOM 0T 27.07.04 No79 — @3 «O TOCYTapCTBEHHOM TPaXKHAHCKOM CitykOe
Poccuiickoit @eneparumy;
-TpynoBemM konekcom P@;
-KomnextuBHBIM HOTOBOpOM OV
-YCTaBOM IIKOJIBL.
1.3 Benenue MUYHBIX M€ €1arOrOB BO3IATAETCS HA JUPEKTOPA IIKOJIBL.
2. HOPAITOK ®OPMUPOBAHUA JUYHBIX JEJI COTPYJIHUKOB
2.1 ®opMHpOBaHKE JTMYHOTO HEJa MEIArOTOB IKOJTEI MPOU3BOIUTCS HEIIOCPEACTBEHHO OCIIE
mpuemMa B OY WM TlepeBofa IEJaroroB W COTPYAHHKOB W3 JApyroro o0pa3oBaTeILHOIO
YUPEKICHUSI.
2.2 B cOOTBETCTBUHM ¢ HOPMATHBHBIME TOKYMEHTAMH B JIMYHBIE /1A IIEar0r0B i COTPYIHUKOB
UIKOJIBI BKJIA/IBIBAIOTCS CIIELYIOIINE TOKYMEHTHI:
ITearor mKoJIBI IPEIOCTABIISET:
-3asBJIcHNE O IIpHEeMe Ha paboTy:;
-ABTOOHOIrpadHIO;
-Kormmio racmopra nimi nHOTO OKyMeEHTa, YI0CTOBEPSIOIETO JIMYHOCTB;
-Kommio ¢TpaxoBoro cBUIeTEIbCTBA IEHCHORHOTO CTPAXOBAHHS,
-Kornio nnenmpukanimoHHOro HoMepa HaTOTOIIIATEMBITHKA;
-Kormu moxymeHToB 06 06pasoBanmy;
-Kormuu 1oxkyMeHTOB 0 KBATM(DHKAITMY MM HATWYMH CHIEITHATBHBIX 3HaHUH;

-TpynoBYIO KHUKKY:;



-Komnun 10xymeHTOB BOHHCKOrO yueTa (Uit BOSHHOOOA3aHHBIX THII)
-Komnuio cauaerensersa o Opake;
-Konmio cBUIETETbCTBA 0 POKIEHNH JETEH;
-3astBIEHHC O MTEPEBO/IE;
-MeIUIHCKYI0 KHUKKY;
-Komin 10KyMEHTOB O Harpa)/ICHUH,
-Kommu arrectaltmoHHBIX [THCTOB;
-YIOCTOBEPEHUS O POXOKICHHH KYPCOB, IKCIIEPTHBIE 3aK/IIOYEHHA.
COTpYIHUK IIKOJIBI TIPEIOCTABIISET:
-3asBIICHUE O TIpHEME Ha paboTy;
-Koruio mmacriopra MM HHOTO IOKYMEHTA, yI0CTOBEPAIONIETO THIHOCTE,
-Kommuto noxymenTa 06 o6pa3zosanui;
-Konnio cTpaxoBoro cBHICTEIbCTBA IEHCHOHHOTO CTPAXOBAHHS;
-Konuio naeHTUPHKAIIHOHHOTO HOMEPA HAJIOT OIS IATe b IIHKA;
-Tpy10BYIO KHHKKY:
-Komnuu 10KkyMeHTOB BOHHCKOTO yueTa (J11s BOCHHOOOS3aHHBIX JTHIT)
-Kommuto cButeTepcTBa 0 Opake;
-Konmio cBHeTEIBCTBA O POKACHHY JI€Tel;
-MeanumHCKyI0 KHUKKY.
Paboroaareas odopmiiser:
-TPYA0BOH AOTOBOP B ABYX IK3CMILIAPAX;
-IIPHKA3 O pUEMe Ha padoTy (O TIepeMeLeHHH Ha APYTHE JIOTKHOCTH);
-JIAYHYIO KapTouky NeT-2;
-IOJDKHOCTHYIO MHCTPYKIIHIO;
Paboronarens 3HAKOMHUT:
-YCTaBOM IIKOJIBL;
-C IOJKHOCTHOM MHCTPYKIHEH;
-IlpoBOJIMT  BBOMHBIM HMHCTPYKT&X, HWHCTPYKT@X [0 OXpaHe Tpyla, HMHCTPYKTAX 110
MPOTUBOIIOKAPHOK Oe30TacHOCTH.
2.3 .O0a3aTeIbHOM SBIISICTCSI BHY TPEHHSS O1MCH JOKYMEHTOB, MMEIOLIMXCS B JIHYHOM JIeTIe.

3. HOPAAOK BEJEHUSI TUYHBIX JTEJI HEJATOT'OB
, ‘ H COTPYJTHHUKOB MBOY «OOIII Ne5»
3.1 JluvHOoe mEo MEeTaroroB M COTPYAHMKOB IIKONBI BEAETCS B TEUEHHE BCETO MEPHOIA

paboTBI KaKAOTO MEAarora i COTPYIHUKA.

3.2 BezeHHe TUYHOTO JIeIa IPEyCMATPUBACT:



[loMerleHne NOKYMEHTOB, MHOMANEKAMMX XPAHCHHIO B COCTABE JIMYHBIX JIen, B
XPOHOJIOTHYECKOM TOPSIIKE:
- asBicHUE;
- JIM4HBIH TMCTOK 1O yueTy Kanpos;
- Jlnunas kaprouka;
- ABroOunorpadus;
- Kommum moxymenTtos 06 o6pazoBanny;
- Komnust mpukasa o npreme na pa6ory;
- JIOKYMEHTBI O TIOBRITCHMH  KBAIH(UKAIMOHHOTO  YPOBHS:  ATTECTAIIHOHHBI JIACT,
YAOCTOBEPEHHE O MPOXOKAEHNH KYPCOB, YKCIIEPTHOE 3AKITIOUEHHE,
- Konnu JI0KyMEHTOB 0 HarpakIeHuH, NOOIPEHMUH;
-Kcepoxonuu: - macnopra (CTpanuIis! ¢ IEpCOHATBHBIMH JAHHBIMH O MECTE pETHUCTpAIHHN);
- BOCHHBIH OHIET (1151 BOGHHOOOSI3aHHBIX JTHIT);
- CBHICTEIIBCTBO 0 Opake, pacTopkeHnu Opaka (ecim Takod HMeeTes );
- CBHJICTEJILCTBA O POKJICHUH JIeTeH;
- CTPaXOBOT'O CBUIETEBCTRA,
- MTHH

EJKEeToHYI0 TIPOBEPKY COCTOSIHUS JTHYHOTO JC/a EAaroroB 1 COTPYJHHMKOB IIKOJEI Ha
IPEIMET COXPAHHOCTH BKITIOYEHHBIX B HETO JOKYMEHTOB W CBOECBPEMEHHOE 3aIT0JIHEHHE,
JIACTB  TOKYMEHTOB, IIOJIUUTHIX B JHYHOE [1E10, [TOIIEKAT HyMepanuwu. Jlnunoe nero
PETUCTPUPYETCA B JKYpPHAIE « YUeT JHUYHBIX AeT». TpPYIoBbIe KHUKKH, MEIUIIMHCKAC KHIKKU
XpamdTcs OTHENBHO B CeHpe IMPEKTOpa WKOIEL JOMKHOCTHBIE WHCTPYKIHM XPAHSITCS B
oTaenbHOH namnke OV,

4.110PSIIOK YUETA U XPAHEHMUS JIMYHBIX JEJ IEJATOIOB U
COTPYJJHUKOB HIKOJIbI.

4.1 Xpanenue u yueT JIMYHBIX JI€] TIEATOTOB M COTPYAHHKOB [IKOJIBI OPraHU3YIOTCS ¢ HEIBIO
OpicTporo  n 6e30HMOOYHOr0 MOMCKA THUHBIX 11, 00eCleUCHUS UX COXPaHHOCTH, a TaKKe
obecrieyeHus KOH(DNICHIHATBHOCTH CBEIEHNH, COCP/KALIIIKCS B JTOKYMEHTax JHYHBIX A€, OT
HECAaHKIIMOHUPOBAHHOT'O JIOCTYTIA:
TpynoBbIe KHMKKH, MEIHITMHCKIE KHHYKKH XPAHATCS OTACTBHO B ceifde mupexTopa UIKOJIEL.
JIOJKHOCTHBIE HHCTPYKITMH XpaHaTes B OT/eTbHOM anke OV,
JInunble aena 'COpr;[HHKOB XpaHATCs B CEH(E MTKOTRI,
JlocTynm K JIMUHBIM JefaM IMe1aroroB W COTPYAHMKOB IIKOMBI  HMEIOT TOMBKO ceKkpeTaphb,

TUPEKTOP MIKOJIBI.



CHeTeMaTH3AIHS JIMIHBIX S0 [Ie1aroroB H COTPY,IHHKOB [IKOTH! TPOU3BOINTCS B a;1haBUTHOM

MOpsIKE.

JlnaHEIC fenia Meqaroros i COTPYAHMKOB IIKOMIBI, MMEIOIIHX TOCYIapCTBEHHBIE 3BAHMS, [IPEMHH,

Harpajbl, YICHBIC CTCTICHH U 3BAHMSI, XPAHATCS 75 JIET € roj1a YBOJILHEHHS PaOOTHHKA.
S.TOPSAOK BbLIAYY JIMYHBIX AEJ BO BPEMEHHOE IMOJbL30BAHUE

5.1 Beriawa jM4HBIX 1€ (OTAETBHBIX JOKYMEHTOB B COCTABE JTHYHOTO Jea) BO BPEMEHHOE

[10JIL30BAHME TTPOM3BOIANTCA ¢ Pa3peIICHUs IMPEKTOPA MIKOJIBL. Bpemst paBoThl orpaHuurBacTCs

[Ipe/IesIaMu OTHOTO paboyero mHs. B koHIle pabouero aHs cekperaph 00d3aHa yOEIUTHCS B TOM,

1TO BCC JIMHHEBIC JICIA, BLIIAHHBIC BO BPEMEHHOE T10/1b30BaHAe, BO3BPALICHDBI Ha MECTO XPAaHEHUS

M €CTh :111 HEOOXOAMMOCTh TS IIPHHSITHST MEP K MX BO3BPALICHUIO HITH PO3BICKY.

5.2. Qaxr BLLA&YH THUHOTO HeTa (bVIKCI/Ip}"CTCS{ B KOHTPOILHOM KYypHaJe.

6. OTBETCTBEHHOCTDb
6.1 Tlemarorn M COTPYIHMKH IIKOJIBI  OGS3aHBI CBOCBPEMEHHO NPEICTABIATh CEKPETapIO
CBCICHHMS 00 M3MEHEHNH B TIEPCOHABHBIX JIAHHBIX, BKIIOYCHHBIX B COCTAB JTMYHOTO A,
6.2 Paboromarens obecrieunpaet:
-COXPAHHOCTB JIMYHBIX JIEJT IEAaroroB U COTPYIHHKOB IIKOJIBI;
-KOH(DUIECHINATBLHOCTE CBEAEHNUH, CONEPKAIIIXCS B TMIHBIX J1eTaX [EJIaroros COTPYIHUKOB
LIKOJIBI,
7. IPABA
7.1 Jlns obecrievenus 3aUmMThl TePCOHAIBHBIX JIaHHBIX, KOTOPBIC XPAHSATCS B JIMUHBIX [eTax
MIEJaroroB U COTPY/IHUKOB IIKOTbI,
[lemaroru 1 COTPYTHUKH UIKOITBI KMEIOT [IPABO:
-[lonyuuts MonHy0 HHGOPMAIIHIO O CBOMX MEPCOHATHHBIX JaHHBIX 1 00paloTKE 3TUX TaAHHBIX;
-ITo:1y4nTh J0CTYT K CBOMM MepPCOHANBHBIM JTAHHbIM;
-llofyanTh KOTHH, XPAHSIUIMECs! B JIMYHOM Jee U COICpIKALIIE [IEPCOHAIBHBIE JAHHbIC,
-TpeboBath  HCKMIOYEHHS WM WCIPABJICHWUS HEBEPHBIX HIH HETONHbBIX MEPCOHANBHBIX
JTAHHBIX
PaGoToare:1s nMeeT MpaBo:
-O6padaTbIBaTh TIepCoOHalbHEIE- TaHHbIE [1€/1aT0T0B COTPYJHHKOB IIKOIIBI, B TOM YHCIC W HA
“1EKTPOHHBIX HOCHTEIISX;

-3apoCUTh OT NEAATOTOB W COTPYTHUKOB KO Tl BCIO HEOOX0IMMYIO HHPOPMAITHIO.



