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IOJIO’KEHHUE
0 MopsiAKe BeleHUs JJMYHBIX Aes coTpyaHukoB MBOY OO Ne 69 ropona Kuposa

1. Ob6aacTh npuMeHEeHUsA

Hacrosiiee nonoxeHue SBISETCS JIOKATHHBIM aKTOM U ONPEACTSET MOPSI0K BeICHUS
JUYHBIX Jen neparoroB U cotpyaaukoB MBOY OOII Ne 69 ropoma Kuposa (manee -
[IIkona), OCHOBHAs Ielb KOTOPOTO - pErJIAMEHTAaluu paboThl C JMYHBIMH JeJIaMu
COTPYJIHUKOB IIKOJIbI HEMOCPEACTBEHHO TOCe pruemMa Ha padoTy.

2. HopmaTuBHbBIE CCHLITKH:

Hacrosmee lonoxxenue pazpabotaHo Ha OCHOBAaHUU:

. Vxaza Ilpesunenra Poccuiickoit @enepanuu ot 30.05.2005 1. Ne 609 « O6
yrBepxkaeHun [lonokeHus: O TMepCOHANBHBIX JAaHHBIX TOCYJApPCTBEHHOTO CIIY)KAIEro
Poccuiickoit @enepaliiv ¥ BEICHUH €0 JIMYHOTO JIeIa;

. [Tpukaza Munobprayku Poccun ot 30.08.2013 N 1015 (pen. ot 13.12.2013)
"O6 yrBepxkaenuu Ilopsaka opraHuM3alid W OCYIICCTBJICHHS  00pa3oBaTelIbHOM
NESTENIbHOCTH IO OCHOBHBIM 00111€00pa30BaTe/IbHBIM TpPOrpaMMaM - 00pa3oBaTeIbHBIM
mporpaMMaM HadaJlbHOTO OOIIero, OCHOBHOTO OOINEro W CpeaHero oodmiero odpa3oBaHus"
(3apeructpuposano B Muntocte Poccun 01.10.2013 N 30067).

. ®enepanpHoro 3akoHa oT 27.07.04 Ne79 — ®3 «O rocynapcCTBEHHOU
rpakaaHckoi ciyxoe Poccutickoit @enepanuny; (pea. ot 05.10.2015, ¢ u3m. ot 14.12.2015)
(c u3m. u gor., Berym. B cuiy ¢ 01.01.2016)

. Tpynosoro koxekca PO;

. KosmektuBHOrO 10roBopa;

3. OO1me moJI0KeHu

3.1. Hacrosimee Ilonoxxenue ormnpenensieT NOpsA0K BEACHUS JIMUHBIX J€J e1aroroB 1
COTPYIHUKOB IIKOIIBI.

3.2. Hacrosimee moNIOkKEHUE YTBEPKAAECTCI MPHUKA30M IO IIKOJE U SIBISETCS
00s13aTeNBHBIM ISl BCEX KaTETOPHid MeJaroruueckux U IPYruX COTPYAHUKOB IIKOJIBI.

3.3. Beaenue nWYHBIX A€ TEAAroroB M COTPYAHUKOB IIIKOJIBI BO3JIAaraercs Ha
CEKpeTaps HIKOJIBI.

4. lopsaaok popMUPOBAHUS JUYHBIX J€JI COTPYTHUKOB

4.1 ®opmupoBaHUE TUYHOTO JIeNa MeIaroroB U COTPYIHUKOB IIKOJIbl TTPOU3BOAUTCS
HETMOCPEICTBEHHO IOCe MpHeMa B IIKOJY WIH TEpPeBOJia IMEeJaroroB M COTPYAHHKOB W3
Ipyroi o0pa3oBaTenbHON OpraHu3aluy.

4.2 B cOOTBETCTBHHM C HOPMATHBHBIMHU JIOKYMCHTAMH B JIMYHBIC JeJlia TIEIaroroB U
COTPYIHUKOB IIKOJIBI BKJIAJBIBAIOTCS CIEAYIONINE TOKYMEHTHI:

Ileoazoeu:

e Jluunas kapTouka pabOTHHKA,;

e AsrobOuorpadus;

o 3asBneHue pabOTHUKA O IIpHEMe Ha PadoTy;

o Ilpuka3 o mpueme Ha paboTy;

e TpynoBoii JOTOBOP U JOMONTHUTEIHHBIEC COTIIAIICHHUS;
e Jluruiom 06 0Opa3oBaHuy;

e ATTecCTalMOHHBIH JTUCT;

e JIOKyMEHTHI O TIOBBIIIICHHH KBAIA(DHUKAIIHH;

o Cornacue Ha 00pabOTKY MEPCOHAIBHBIX JaHHBIX;



e CnpaBka 00 OTCYTCTBUU CYyTUMOCTH;
o [lIpuxa3ssl, 3asBiCHUSA.
Pabomooamenv ogopmnsiem:
e TPYIOBOW JOTOBOP B IBYX IK3EMIUISIPAX;
e MpHUKa3 O MpueMe Ha paboTy (0 MepeMeNIeHUH Ha IPYTHE JOJKHOCTH);
e JIMYHYIO KapTOUKy NoT-2;
e JIOJDKHOCTHYIO HHCTPYKIIHIO B IBYX IK3EMIUISIPaXx;
Pabomooamens 3naxomum:
e C HOPMAaTHUBHO — IIPABOBBIMU JIOKYMEHTAMH IITKOJIBI;
e C JOJDKHOCTHOM MHCTPYKIIUEH;
e COKYpPHAJIOM PETHCTPAIH TPYIOBBIX JOTOBOPOB O]l POCIUCH;
e TPOBOJIUT BBOJHBIN HMHCTPYKTX, MHCTPYKTAXX MO OXpaHE Tpyna, MHCTPYKTaX IO

IPOTHBONOXKAPHOW OE30MaCHOCTH

4.3. C nenpio obecrieueHHs HaANEXKaleld COXPAHHOCTU JIMYHOTO Jieia MeJIaroroB u
COTPYIHUKOB IIKOJBl U YAOOCTBAa B OOpamieHWu ¢ HEUM TpU (HOPMUPOBAHUU JTOKYMEHTHI
MOMEIIAIOTCS B OTACNIbHYIO MAMKYy.

5. Ilopsiiok BeaeHHs JIUNYHBIX eI

5.1 JluyHoe Aeno MegaroroB W COTPYJHUKOB INKOJBI BEJETCS B TEUEHHE BCETO
neprozaa paboThl KAKIOTO MeJarora ¥ COTPYAHUKA B 00pa30BaTeIbHON OpraHU3aIiy.

5.2 Benenue JIMYHOTO JeNa MpelycMaTpUBaeT:

e [lomemeHne JOKYMEHTOB, IMOJICKAIINX XPAHCHHIO B COCTAaBE JIMYHBIX JIEJ, B
XPOHOJIOTUYECKOM TTOPSIIIKE;

e EXerogHyi MNpPOBEPKY COCTOSHUS JIMYHOTO [ejla TEeAaroroB M COTPYAHHUKOB
IIKOJIBI, Ha TPEIMET COXPAHHOCTH BKIIIOUCHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE
3aroJIHEHHUE.

5.3 JIOKyMEeHTBl B JMYHOM JeJie TOJJICKAT OIKCH, KOTOpas XPaHUTCS B COCTaBE
JUYHOTO Jena.

6. ITopsiTok y4yeTa u XpaHeHHUSs JTUYHBIX €.

6.1 XpaHeHue U y4eT JMYHBIX JIe] Me1aroroB M COTPYAHUKOB IIKOJIBI OPTraHU3YIOTCS
C TEJIBIO OBICTPOTO ¥ 0€30IMO0YHOTO TTOMCKA JIMIHBIX JIeJI, 00SCIICUeHUSI UX COXPAaHHOCTH, a
Takke obecriedeHus KOH(PUACHIIMATBLHOCTH CBEICHHM, COJEpKAIIUXCI B JIOKYMEHTax
JUYHBIX JIeJT, OT HECAaHKITMOHUPOBAHHOTO JOCTYIIA:

. JInuHble Niena COTPYAHUKOB XPAHATCS B 3aKPBITHIX HIKadax IIKOJIbI, a BHYTPU
— 10 andaBuTy.

. TpynoBble KHIKKU XpaHTCs B celipe y AMPEKTOpa LIKOJIBI.

. JIOJKHOCTHBIE HHCTPYKIIUH XPAHATCS B 0TAeNbHON nanke [Ikounst.

. JlocTyll K IUYHBIM JI€jlaM I1€1aroroB U COTPYAHHUKOB IIKOJbI MMEKT TOJIBKO
CeKpeTaph, JUPEKTOP IIKOJIBIL.

. JInynble ena negaroroB U COTPYIHUKOB IIKOJIBI, UMEIOIIUX TOCY1apCTBEHHbIE

3BaHUA, NIPEMUH, HArpaJibl, yU€Hble CTEIIEHU M 3BaHUS, XPAHATCSA MOCTOSHHO, @ OCTaJIbHBIX
COTPYJIHUKOB — 75 JIET ¢ rojia yBOJIbHEHUs padOTHUKA (B COOTBETCTBUU C [lepeuHeM TUIIOBBIX
yNpaBJIEHYECKUX IOKYMEHTOB).

7. Iopsi1oK BbIIAYH JIMYHBIX /IeJ BO BpeMEeHHOe M0JIb30BaHue

7.1 Bblmaya nuYHBIX Aen (OTIENBHBIX JOKYMEHTOB B COCTaB€ JIMYHOTO Jeja) BO
BPEMEHHOE MOJIb30BAHNWE MPOU3BOJUTCS C pa3pellieHus JUPEKTOpa MIKOJIbI MO 3asBICHUIO
COTPY/AHUKA MIKOJBI.

7.2 Pabota (03HaAKOMJICHHE) C JIMYHBIMH JI€JIaMU TI€IaroroB M COTPYAHUKOB IITKOJIBI
NPOM3BOIUTCS B NPUEMHOM aupekTopa. B KoHue pabouero aHs cekperapb 00s3aHa
yOenuThcss B TOM, YTO BCE JIMYHBIC Jeja, BBIJAHHBIE BO BPEMEHHOE IIOJb30BaHUE,
BO3BPAIIEHbl HAa MECTO XPaHEHUS U €CTh JIM HEOOXOAUMOCTh Ul IMPHUHATUS MEp K HX
BO3BPAIIICHUIO UJTH PO3BICKY.



8. OTBeTCTBEHHOCTH
8.1 Ileoacoeu u compyonuxu MKOJBI  00s3aHBI CBOEBPEMEHHO IPEICTABIATH
CEKpeTapio CBeACHHMsS 00 W3MEHEHWU B IMEPCOHANTBHBIX JaHHBIX, BKIIOUEHHBIX B COCTaB
JMYHOTO JIeTa.
8.2 Pabomooamens 0becrieunBaeT:
. COXPaHHOCTh JIMYHBIX JIEN NIEIarOroB U COTPYTHUKOB IITKOJIBL;
. KOH(UIEHIIMATLHOCTh CBEICHHM, COJEPKAIIMXCS B JUYHBIX Jeliax
NIE/IarOrOB M COTPYIHHUKOB.
9. IIpaBa
9.1 Jlns obecrievueHust 3aIIUThI IEPCOHANBHBIX JIaHHBIX, KOTOPBIC XPAHSATCS B TMYHBIX
JIeJIax TeIaroroB U COTPYTHUKOB IIKOJIBI,
neoazoeu u cOmpyOHUKU WKOJIbL UMEION NPABO:

. [TonyunTts mOMHYIO HH(DOPMAIHIO O CBOMX NMEPCOHANBHBIX JAHHBIX U
00paboTKe ITUX JaHHBIX;

. [TosrydnTh CBOOOAHBIHN TOCTYIT K CBOMM IEPCOHATBHBIM JaHHBIM;

. [ToyydnTh KOITUH, XPAHSILIUECS B JIHYHOM JIeJIC B COJIepIKAIUe
MEePCOHATBHEIC TAHHBIC.

. TpeboBaTh MCKIIOYCHMS WM HCIPABJICHUS HEBEPHBIX MJIM HEMOJIHBIX

NEPCOHANBHBIX JTaHHBIX
pabomooamenv umeem npago:

. OOpabarbiBaTh IE€PCOHAJIBHBIE JaHHbBIE MIE1arOrOB U COTPYIHUKOB
IIKOJIbI, B TOM YHCJIC U Ha AJIEKTPOHHBIX HOCHTEJISIX;

. 3anpocuTh OT MENaroroB M COTPYJHUKOB HIKOJIBI BCIO HEOOXOMMYIO
uHpopMaIuto.

Hacrosimee Ionoxenue
Paccmotpeno Ha 3acenanuu [legarornyeckoro coBera (mporokod or14.03.2024 Ne 5)
PaccmoTpeno Ha 3acemanun YTIpaBiistiomiero cosera (mpotokon ot 13.03.2024 Ne 9)1
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