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1.0OBIIHUE ITOJIOKEHUA

1.1 Hacrosimee Ilonoxxenue ompenensieT MOPSAOK BEACHUS JIMYHBIX AeN TpeHe-
pOB-TIpenoaBaTeseii U COTPYAHUKOB MYHUILIUIIAIEHOTO OIO/IKETHOTO YUPEXKICHUS
JOTIOJTHUTENBHOTO 00pa3oBaHus [[eTCKO-IOHOMIECKOM CIOPTUBHOM IIaXxMaTHOU
kol (nanee — MBY J1IO JHOCILI).

1.2 Tlonoxenue pa3paboTaHO B COOTBETCTBUM C: YKa3zoMm [Ipesumenrta Poccuii-
ckori @eneparuu ot 30.05.2005 1. Ne 609 « O6 yrBepxkaenun [lonoxenus o nep-
COHAJBHBIX JAaHHBIX TOCYJApCTBEHHOro ciyxamero Poccuiickon ®denepanuu u
BEJICHUU €r0 JIMYHOTO Aena»; PenepanbHbiM 3akoHOM OT 27.07.04 Ne79 — @3 «O
roCyJIapCTBEHHON TpaxkaaHckou ciyx0e Poccuiickoit denepaunny; TpyaoBbIM
kojiekcoM P®; KomektuBabiM oroBopoM OY; Yerasom MBY /10 JHOCIHIIII.

1.3 BeneHnne MUUHBIX A€ MEAArOTOB U COTPYAHHUKOB BO3JIaracTcsi Ha JUPEKTOpA
MBY JO AHOCIIIL.

2. HOPAJOK ®OPMHUPOBAHUSA JIMYHBIX JEJ COTPYJIHUKOB

2.1 ®opmupoBaHUE JIUYHOTO JieJla COTPYAHUKOB IIKOJIBI TMPOU3BOJIUTCS HEMO-
cpelcTBeHHO nocie npueMa B OY uiM nepeBojia COTPYIHUKOB U3 JPYroro oopa-
30BaTEIBHOTO YUPEKICHHUS.

2.2 B cooTBeTcTBUY C HOPMATHUBHBIMHU JTOKYMEHTAMH
B JIMYHBIC JIeJIa COTPYAHUKOB IIKOJBI BKIAJABIBAIOTCS CIETYIOIINE JOKYMEHTHI:
o 3asBieHUE O IpUeMe Ha padoTy;
« Komutio macnopra uim HHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO TUYHOCTD;
« Komuio cTpaxoBoro cBUAETENHCTBA IEHCHOHHOTO CTPaXOBaHUS;
« Konuto naeHTudukaioHHOro HoMepa HajloronaTeNIbIINKa;
o Kommu noxymentoB 06 oO6pazoBanuu;
o Kommu noxymeHTOB 0 KBaguUKAIMKU WA HAJTUYUH CTICIIMATIbHBIX 3HAHUM;
« Komnuu n10kyMeHTOB BOMHCKOTO y4eTa (i1 BOEHHOOOSI3aHHBIX JIMLI)
« Kommro cBunerenscTBa 0 Opake (B ciayyae U3BMEHEHUH (paMUIINN);

B JIMYHBIE Jiena TpeHepoB- npenogasareneid MBY JIO AFOCIIII BkianpiBatoTcs
CJIEIyIOLIME JOKYMEHTBI:

o 3asiBJICHUE O MEPEBOJE;

Konuu 10KyMEHTOB 0 HarpaKJICHUH;

o Komnuu arrecTaiimoHHBIX JIMCTOB;

o YI0CTOBEpEHHUS O MPOXOKIECHUU KYPCOB, SKCIIEPTHBIE 3aKIIIOUEHHUS.

o 3asBieHUE 0 IpUeMe Ha padoTy;

« Komnuro nacropta win HHOTO JOKYMEHTA, YI0CTOBEPSIOLIETO JIUYHOCTB;

« Komnuto gokymenTa 06 o6pa3oBanuu;

« Komuro cTpaxoBoro cBUETENCTBA IEHCUOHHOTO CTPAXOBAHMS;

o Komwmro naeHTHHUKAIMOHHOTO HOMEPA HAJIOTOIUIATEIbIIUKA;

o Kommu moxkymMeHTOB BOMHCKOTO y4deTa (111 BOGHHOOOSI3aHHBIX JIHIY)
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« Kommro cBunerennscTBa 0 Opake( B cirydae M3MEHEHUH (DaMUIIHH );

Pabomooamenv ogopmnsem:

e TPYIIOBOH JIOTOBOP B ABYX IK3EMILISAPAX;

¢ IpHUKa3 O pueMe Ha padoTy (0 MepeMelleHUU Ha APYTHe TI0OJKHOCTH);

o JUYHYIO KapTOuKy NeT-2;

e JOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamenwv 3nakomum:

e C YCTaBOM IIKOJBI;

e C JIOJDKHOCTHOW MHCTPYKIIUEH;

e TPOBOAMT BBOJHBIM MHCTPYKTAX, HHCTPYKTAX MO OXpaHE TPyJa, HHCTPYK-

Ta) MO MPOTHUBOIOXKAPHOU O€30ITACHOCTH.

2.3. TpynoBble KHWXKH COTPYIHUKOB, TpeHepoB-mipenogasateneii MBY 10
JIOCIHIII xpansitcs B ceiide, B kabunere aupexkropa MBY 10 FOCIIIII. Kirou
OT celipa HAXOAUTCS HA MMOCTOSTHHOM XpaHeHuu y cekperaps MBY 10 JIFOCHIIII.
2.4. O06s13aTeNbHOM ABIIAETCS BHYTPEHHSISI OMTUCH TJOKYMEHTOB, UMEIOIIUXCS B JIMY-
HOM JIeJIE.

3. MOPJOK BEJAEHMS INYHBIX IEJ TPEHEPOB-
IMPEINIOJABATEJIEU U COTPYHUKOB

3.1 Jluynoe peno TpeHepoB-IpenoAaBarened u corpynHukoB MbY 1O
JIOCHIII Benmercs B TEUEHHE BCETO IMepuoja pabOThl KaKJIOro TpeHepa-
NPEnoaBaTessi U COTPYIHHKA.
3.2 BeneHue TMYHOTO Jiejia NPEAyCMaTPUBAET:
o IloMemeHnue JOKYMEHTOB, MOJIEKAIINX XPAHEHUIO B COCTaBE JIMUHBIX J€T:
- 3asBJICHUE;
- JInunas kapTouka;
- Koniuu noxymenToB 00 00pazoBanuy;
- Konust mpukasa o npueme Ha paboTy;
- JIokyMEHTBI O MOBBINICHUH KBaTU()UKAITMOHHOTO YPOBHS: aTTECTAIMOHHBIN
JIUCT, YAOCTOBEPEHUE O MPOXOKAECHUN KypCOB, IKCIIEPTHOE 3aKIIFOUEHNUE;
- Konuu 10KyMeHTOB O HarpaxJ€Huu, NOOIIPEHNH;
e Kcepokomnuu: - macnopra (CTpaHHIIbI C IEPCOHATBHBIMUA JAHHBIMU O MeE-
CTE€ PEruCTpaIlun);
- BOGHHBIN OWJIET ([ BOGHHOOOS3aHHBIX JIUII);
- CBUJIETEILCTBO O Opake, pacTOp>KeHUH Opaka (eciiv TaKol uMeeTcsl);
- CTPaxOBOI'0 CBUJIETENLCTBA;
- UHH
o Exerognyro mpoBepKy COCTOSIHUSI JUYHOTO JieJla MeAaroroB U COTPYIHUKOB
IIKOJIBI HA MPEIMET COXPAHHOCTH BKIIFOUEHHBIX B HETO JIOKYMEHTOB U CBOE-
BPEMEHHOE 3aII0JIHEHHE.
o JIMCTBI TOKYMEHTOB, MOJIIUTHIX B JINYHOE JEI0, MOJIeKAT HyMEpaIuu.
o TpynoBble KHMKKH, MEIUIIMHCKUE KHIDKKU XPAHSITCS OTNIETIBHO B cerde nu-
pexropa MBY 1O JTHOCIIII.



o Jl0JKHOCTHBIE HHCTPYKLIMU XPaHATCS B OTAENbHOU nanke OY.

4. HOPSIIOK YUETA U XPAHEHHWA TMYHBIX TEJI TPEHEPOB-
IMPENNIOJABATEJIEU U COTPYJHUKOB MBY 0 JIOCHIII

4.1 XpaHeHue W y4deT JIMYHBIX JIeJl TPEHEPOB-TpenojaBaTeiei u COTPYIHUKOB
IIKOJIBl OPTaHM3YIOTCS C LENBI0 OBICTPOr0o U 0e30MMO0YHOr0 MOMCKA JIMYHBIX
nien, 00eCTeueHrs UX COXPAHHOCTH, a TaKKe 00eCIeYeHHS] KOH(PUACHITHATHHOCTH
CBEJICHUI, COJIEpKAIIUXCS B JOKYMEHTAX JUYHBIX 1€, OT HECAHKIIMOHUPOBAHHO-

ro JOCTyIa:
o TpymoBble KHIKKH, MEIUIIMHCKNAE KHIDKKU XPAHSTCS OTIEIBHO B ceride mu-
pexkropa MBY 10 AHOCIIIII.

o JlomKHOCTHBIE MHCTPYKIIMU XpaHATCA B OTHeNbHOM nanke OY.

o Jluunble nena COTPYAHUKOB XPAHSITCS B ceilde MIKOIIbI.

o JloCcTyn K JIMYHBIM JI€JIaM TPEHEPOB-IIPENOAABATEIIEN U COTPYIHHUKOB IIKO-
JIbl UMEIOT TOJIBKO JUPEKTOP LIKOJIBI U IEJIONPOU3BOIUTEND.

o CucremaTuzanus JUYHBIX 1€ MEAAroroB U COTPYAHUKOB LIKOJIBI IPOU3BO-
JUTCS B al1()aBUTHOM TIOPSIJIKE.

o JlnuHble nena TPEHEPOB-NPENOAABATENEN U COTPYAHUKOB IIKOJIBI, UMEFO-
IIMX FOCYJAapCTBEHHbIC 3BAHUS, IPEMUHU, HATPAJIbl, YUYCHbIC CTCIICHU U 3Ba-
HUSI, XpaHATCsT 75 JIeT ¢ To/ia YBOJbHEHUS paOOTHHKA.

S5.11IOPAJOK BbIJIAYHA JIMYHBIX AEJ BO BPEMEHHOE
HHOJIb30OBAHHUE

5.1 Bbeigaya nuuHbIX Jed (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jiejia) BO
BPEMEHHOE TMOJIb30BaHHWE MPOU3BOJUTCS C paspeuieHus aupekropa MBY 10
JIOCIII. Bpemst paboThl orpaHMYMUBAETCS MpeaesiaMu OJHOTO pabouero nHs. B
KOHIIE pabodero JHs TUPEKTop ob0si3aHa yOSAUTHCS B TOM, UTO BCE JIMYHBIC JCIa,
BBIJJAHHBIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPAIIEHbI HA MECTO XPaHEHUS U €CTh
JI1 HEOOXOIMMOCTB JJIs IPUHSATHS MEP K UX BO3BPAIICHUIO UJTH PO3BICKY.

5.2. ®akT BbIIAYN JIMYHOTO Jeia GUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

6. OTBETCTBEHHOCTD

6.1 Tpenepwvi-npenooasamenu u compyoHuxku TIKOJIBI 00s3aHBI CBOESBPEMEHHO
MPEACTABIIATh JUPEKTOPY CBelIeHUS 00 M3MEHEHWH B TEPCOHAIBHBIX JaHHBIX,
BKJIFOUCHHBIX B COCTaB JINYHOTO JIeya.
6.2 Pabomooamens 00ecrieYNBaET:
e COXPAaHHOCTh JIMYHBIX JIeNl TPEHEPOB-TIpErojaBaTeieii W COTPYIHUKOB
TITKOJTBI;
e KOH(PHUACHIIMAIBHOCTh CBEJICHUN, COMEPKAIMMXCA B JUYHBIX JeNIax TPeHe-
pOB-TIpenofaBaTeIeii U COTPYIHUKOB IITKOJIBI.



7. IPABA

7.1 Jlns oOecrniedeHus 3alIMTHI MEPCOHANBHBIX JTAHHBIX, KOTOPHIE XPaHSATCS B
JMYHBIX JeNlaX TPEHEPOB-TIPEIoIaBaTeNicii U COTPYTHUKOB IIKOJIBI,
Tpenepvi-npenooasamenu u cOmpyOHUKY WKOJIbI UMEIOM NPAGo.
o [lomyuuTts moOTHYIO MHPOPMAIIUIO O CBOUX MEPCOHAIBHBIX JAHHBIX U 00pa-
OOTKE 3THUX JAHHBIX;
o [lomyuuTs mOCTYH K CBOMM NEPCOHAIBHBIM JTAHHBIM;
o [lomyuuTs KOTMM, XpaHAIMHUECS B JIMYHOM JEJ€ W COJICpKaIIUue Iepco-
HaJIbHBIC TAHHBIC.
o TpeOoBaTh WCKIIOYCHHS WM WCIPABICHUS HEBEPHBIX WM HETOJIHBIX
MEPCOHANIBHBIX JAHHBIX
pabomooameb umMeem npaso.
o (OOpabaTbiBaTh NEPCOHATIBHBIC JAHHBIC MEIarOTOB U COTPYAHUKOB IIKOJIBI,
B TOM YHCJIC U Ha DJIEKTPOHHBIX HOCUTEIIAX;

3anpocuTh OT TpeHepoB-lipenojaBarene u corpyaHuko MBY JIO JJFOCIIIIII
BCIO HEOOXOIUMYIO MH(OPMAIIHIO.



