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1.1.

}.2.

1.3.

1.4.

1. O6umue NOJI0MKEHHS
Hacrosmee IlonoxeHue ompeenseT TOpanoK BelcHUS U XPaHEeHHA
JWYHBIX el Tefaroros ¥ - COTPYyAHHKOB MyHHIUTATEHOTO
GromKeTHOTO  00IIE00Pa30BATENBHOE yUpesKIeHHEe cpenHast
06meoOpazoBarebHas IIKojIa Ne 9 (manee - MBOY COLI Ne 9) Ha
ocuopanyi TK P® ot 30 nexabps 2001r. Ne 197 — @3 (B penakuuy
or 30 wmions 2006 1., Ha OCHOBaHHH [epedns = THIOBBIX
yIIpaBIeHIECKUX JOKYMEHTOB).
JIsgubie nena oGOpMIISIOTCS Ha BCEX nex. paboTHUKOB MBOY COII
Ne 9.
Hacrosimee TTONOXeHHe YTBEPXKAAeTCA MPHKA3OM mupextopa MBOY
COIII Ne 9 u gBudeTcs o0s3aTenbHBIM A9 BCEX KaTeropui
IeJarorugecKux COTPY THHKOB MBOY COIII Ne 9.
He fomycKaeTcsi BelieHHe HECKONBKHX JIAIHBIX nen pabOTHUKOB, 34
HCKITIOueHHeM, ecnd  pabOTHHK — DpHHAT  TIO BHYTpPEHHEMY
COBMECTHUTEJIBCTBY.

2.Ilopsimox hopMHPOBAHHAS JHUHBIX [(€J1 1eaaroroB H
COTPYAHHKOB

2.1.0opmIicHIe JTIIHBIX [/ OCYMECTRIACTCS B TeueHye 5 JHEH co JAHA pueMa
paboTHHKa Ha paboTy.

2.2. ®opMHUpOBaHME JIUIHOTO JIENa Me/[aroros MBQOY COIII Ne 9 mpou3BOAUTCA
HEIIOCPEICTBEHHO MOCIIe NpreMa B MBOY COIII Ne 9.

2.3. Ilpu mocTyIUIeHHHA Ha paboTy rpaKIaHiH NPEACTaBIACT:

2.3.7.

2.3.1. JIndHOE 3asBIeHUE, HAKCAHHOE COOCTBEHHOPYIHO.
2.3.2. JoKyMeHT, yAOCTOBEPSIOIIUA TMIHOCTB.

2.3.3. TpynoBy1O KHIXKY.

2.3.4. JlokymeHT 00 00pa30BaHUK

2.3.5. CaHHTapHYIO KHIXKY

2.3.6. CripaBKy 0 HAJIHYUH CyAHMOCTH WK OTCYTCTBHH CYIMMOCTH U3
MB/I.

Hpyrue JOKYMEHTHI, IperLyCMOTPEHHEIE (denepabHBIM

3aKOHOIaTEJILCTBOM.

2.4, JIugHOMY JeJly IPUCBaKBACTCA HOMED, COITIACHO KypHATY y4eTa JIMIHbIX Ae]
nemaroros MBOY COII Ne 9.



27 4.1. Ha 0BIOXKe JIIHOTO JeNa OTPpakKatoTCi cyleyIollie PeKBU3UTHL: JIMIHOE
nero Ne cornacHO KHUTH pEerucTpanyy THIHBX Jel nenaroros MbOY COILI Ne 9.

2.5. JIOKyMeHTHI B JTAYHOM JI€NE TIEaroros MBOY COIII Ne 9 pacronararorcs B
CIeQyIOIIEM TTOPSIKE:

1) omuch JOKYMEHTOB, IMCIOIIUXCS B JIUYHOM JIENIE;

2) MMUHBA JMCTOK IO Y4eTy KalpoB C doTorpadueit (3amONHACTCA
paboTHHKOM);

3) momOJHeHWe K JIHYHOMY JIMCTKY o yd4ery Ka/poB (mamee
3aIIONHSAETCS paboTOIaTENIeM);

4) aHKeTa IPUHATOrO Ha paborty;

5)nuyHOE 3asABICHHE O IPUEME Ha paborty;

6) mpuKa3 O IpPHEMe Ha pabory;

7) coriacue pabOTHHKA B ouchMEHHOM Bujae Ha 00paboTKy
HIepCOHANBHbIX JTaHHbIX;

8) KcepOoKOIHsL ITacIiopTa;

9) aproGuorpadus paboTHIMKA, HAlMCAHHAs OT PyKH, B IPOU3BOJIEHOM
dopme u conepiKarias TTO/(pOGHOE M3I0KEHNES OCHOBHBIX MOMEHTOR
ero KU3HH U [1eATENbHOCTH,

10) xcepoxomus (¥H) JOKyMEHTa (oB) 06 0Opa3soBaHKH,

11) KcepoKoIMs CBUIETENBCTBA VHH, CHUJIC;

12) Kcepokomus BOSHHOTO 6unera (ctp. 1,2,,4,8,1 1,13,14 pna
BOGHHOOOS3AaHABIX ¥ JHL, IOJUIEKAIMX IPU3bBY Ha BOESHHYIO
ciryxK0Y);

13) crpaBka O HAIAIHM CyIMMOCTH WA 00 OTCYTCTBHH CYIUMOCTH
us MB/JJ;

14) xcepoKOIuA TPYZOBOH KHVIKKH, €CIH pabOTHMK TNPHHAT TIO
BHEIIIHEMY COBMECTUTEIBCTBY,

15) wHBIE HOKYMEHTBI, KOTOPBIC JOJDKHEI OBITH TPEIbSIBICHEL
pPabGOTHUKOM C YIETOM crienuuKa paboThL;

16) mpuKa3sl 0 HA3HAYCHHUAX, IICPEBOLAX, YBOJIbHEHHH U JIP.;

17) MOKYMEHTBI O IPOXOXKICHHH pabOTHUKOM  aTTeCTalluH,
co6eceIoBaHs, TOBBILIEHN KBaMbUKAILH,

2.6. C meipio obecredeHus Haiexalell COXpaHHOCTH JIMTHOTO Aela eIaroroBs
MEOY COIII Ne 9 m ymobGcTBa B OOpalleHWd ¢ HUM IIpH hopMHPOBaHUH
JIOKYMEHTBI [IOMEIIAF0TCs B OT/IENBbHYIO0 NAlKy.

2.7. Tpy/10Bble KHIKKH XPaHATCS OTACIBHO B celithe y IUpeKTOpa LIKOJIbI.



3. TlopsiaoKk BeaeHHs JHTHBIX J€1 nexaroros
3.1. B nampHeliieM B THYHOE JIEN0 TIeAaroros MBOY COIII Ne 9 Bxiro4aroTCs:

v IpuEKassl MIH BBIIACKM M3  IIPUKAsob 0 Ha3HAUEHUY,
0CBOGOXKIEHHH MM TIEpEMEEHUH TI0 TOTDKHOCTH,

v/ TOKyMEHTBI 00 UTOrax aTTecTallil (3asiBiIEHHE,
ATTECTAHORHBI JIMCT; TIPHKA3BI MM KCePOKOIHUH IPUKA3O0B 110
ATOTaM aTTECTAIMY MM BEITIECKA U3 NIPUKa3a)

v/ KCEepOKONHMH JIOKyMEHTOB O IOBBIIICHIN kBanudUKanyy, O
epelloiroTOBKe, ~ 3aBEPeHHBIE  NCUATRio M HOJITUCEHIO
OTBETCTBEHHOTO JTHIIA;

v Kcepoxoruu  JOKyMCHTOB 06  M3MEHEHMH  AHKETHBIX
GrorpathuIecKix NaHHBIX (HalpuMep: KOIIHs CBUIETENHCTBA O
6pake, H3MEHEHHH (aMUIVA 1 T.J.)

3.2. Jluguoe neno negaroros MBOY COIII Ne 9 B TeueHHE BCETO IIEpHOIA paboThI
KaXKIOTo Tefarora B 00pa3oBaTeIbHOM YIPeKACHHH.

3.3. Benenue JIMYHOTO Jgja NpeayCMaTpruBacT.

v TloMmeleHye [OKYMEHTOB, IOIEKAIIUX XPAHCHUIO B
COCTABE JIMYHBIX JIe)l, B XPOHOJIOTHYECKOM MOPAAKE;

v EeroHylo MPOBEPKyY COCTOSHI JITIHOTO JeNIa TE/Iaroros
MBOVY COIII Ne 9 Ha mpeMeT COXPaHHOCTH BKIIOUEHHBIX
B HEro JOKYMEHTOB U CBOCBPEMECHHOE 3aIIOIHEHHE.

3.4. JIOKyMeHTHI B JIAYHOM JieNe MOJJIC)KAT OIMCH, KOTOpas XpaHUTCS B COCTaBE
JTUYHOTO Jena.



4. Tlopsi/IoK yueTa ¥ XpaHeHHus! JHIHBIX e/ NeAaroros
MBOY COHI Ne 9

4.1. XpaHeHue U y4eT JTUYHBIX JIEJ [e/]aroros MBOY COIL Ne 9 opranusyercs €
nembio OBICTpOro W 0e30mmb0YHOro MOWCKA JHHHBIX AT, obecrieyeHust MX
COXpPaHHOCTH, a TaKKe obecrieuenus KOHMUICHIIHATBHOCTH CBEIICHHH,
COZePKAIIMKCS B IOKYMEHTaX JIMIHBIX [eL, OT HECAHKIIMOHUPOBAHHOI'O TOCTYIIA!

o Jlwumble Iefa TEefAaroroB XpaHsTcs B cedi(e B IaIKe, a BHYTPH TAIki - 10
andaBury.

e JlocTyn K JNHYHBIM JieNlaM IIEaroros MEBOY COIIl Ne 9 umeroT TOIBKO
IUPEKTOD, CIENHUAIKCT 10 KaZpam (cexperaps) MBOY COLLL Ne 9.

o JTwumsie mena megaroros MbBOY COIII Ne 9, mmeromux rocyAapCTBEHHBIC
3BaHMS, [PEMMH, Harpafbl, ydYeHble CTENeHH K 3BaHHA, XPaHATCH
IOCTOSIHHO, & OCTANBHBIX COTPYZHHKOB — 75 JIET C roja YBOIbHCHHA
paGoTEmKa (B coorBeTcTBMM C llepeuHeM THIOBBIX YIPaBIEHUYECKHUX
IOKyMEHTOB).

47 B nuyHble jeia He MO/DKHBI BXOOWTh JOKYMEHTHI BTOPOCTEIICHHOTO
XapakTepa, IMEIOIIe BPEMEHHBIC (o 10 neT BKIFOYMTEHHO) CPOKH XPAHCHHUS.

43. CopjepxaHre JHYHBIX JIe]l paHee TPHHATHIX pabOTHUKOB MOXET He
COOTBETCTBOBATH II. 2.5. HacTosmero ITomokeHus, Tak KaK KOMILUICKTalus JTAIHBIX
nen He GbuTa peaycMoTpeHa OenepanbHbIM 3aKOHOAATEIECTBOM.

4.4, Jlupextop, TpHUHHMas OT pPabOTHHKA KCEPOKOIMH JOKYMEHTOS, JIMYHBIHA
JIACTOK TIO yUeTy KaapoB, JAODKEH NPOBEPUTH IOJNHOTY €ro 3amlOoHeHMT 1
JOCTOBEPHOCTh YKa3aHHBIX CBEJEHUH B COOTBETCTBMH  C MpPEBABICHHBIMH
OpHI'HHATIAMH JJOKYMEHTOB H C/IeNlaTh COOTBETCTBYIOLIYFO 3aIiCh B aHKCTE.

4.5. C60p u BHECEHHE B JIMYHbIC [ieNa IeIaroros MBOY COIII Ne 9 cBeneHuid 0
YaCTHOM YKU3HM, TOIMTAYECKON U PETUIHO3HON IPUHATIEKHOCTH 3aNpeIiacTCs.

4.6. JTyunoe meno MoxkeT OBITh BBIIAHO B CICAYIOLIMX CIIyJasX:

v/ 1o Tpe6oBaHUIO PAOOTHHUKA IS O3HAKOMIICHHUS (6e3 mpaBa BEIHOCA)
v/ HEIOCPEe[ICTBEHHO DPYKOBONHTEMIO [Uis O3HAKOMIEHHMsS C MarepHalamu
JMYHOTO JIENa,



47. CusiTve KOIMHA JOKYMEHTOB, XPaHAIMXCS B JIMIHOM nene, MPOU3BOAUTCS
TOIBKO C MACHMEHHOI'0 paspeleHua paboTHUKA.

5. HOpfl;‘IOK BbIIAYM JHYIHBIX AeJ BO BpeMeHHO€ NOJIL30BaHHUE

5.1. Bpiaga JTYHBIX 7en (OTAeTBHBIX JOKYMEHTOB B COCTaBe JIMIHOTO mena) BO
BpEMEHHOE TIOJTh30BAHKE IIPOM3BOMNTCS C PasPEIICHH mupextopa MBOY COII
Ne 9 Mo 3asgBIEHUIO PAOOTHHKA.

5.2. PaboThl (03HaK0MJIeHHe) ¢ JIMYHBIMHU AEJIaMH IIeJaroroB u MBOY COII Ne 9
npouspoautes B 3nanuu OY B TIPUCYTCTBAH jupexTopa. B KoHie pabodero AHs
[EpeKTop o0s3aH yOenuTECA B TOM, HTO BCE nUYHBE Jeja WIA JTOKYMEHTHI U3
JIMGHBIX JIeN, BBIIAHHBIE BO BPEMEHHOE IOJIB30BAHME, BO3BpAllleHbl Ha MECTO
XpaHeHUs! ¥ €CTh JIU HeoOXO0MMMOCTE I/l IPUHATHS Mep K MX BO3BPAIICHHIO HIIH

POBBICKY.
6. OTBEeTCTBEHHOCTH

6.1. ITedazoeu MBOY COIIl Ne 9 o00s3aHBl CBOEBPEMEHHO IPE/ICTABIATE
3aBe/yIOLIEMY CBeJeHHs 06 W3MEHeHHUH B TIEPCOHATIBHBIX NaHHBIX, BKJIFOUEHHBIX B
COCTaB JIMYHOTO JIETIa.

6.2. Pabomodamens (Oupexmop) o0ecriedrBaeT:

v’ coxpanHocTb jen negaroro MBOY COII Ne 9;
v KOHQUICHIMATPHOCTh ~CBOJCHUH, ~COACPKAIMXCA B NMUYHBIX  Jenax
negaroros MBOY COIII Ne 9.

7. IlpaBa

7.1. Jlns obecrieueHns 3alUThl IEPCOHANBHBIX NaHHBIX, KOTOpPBIE XPaHATCA B
aabrK nenax memaroroe MBOY COI Ne 9, nedazozu MBOQY COIII Ne 9
umerom npaeo:

v/ THONyYdTh TIONHYI0 MHGOPMAIMIO O CBOMX TEPCOHAIBHBIX AAHHBIX U
00paboTKe STHX JaHHBIX;

v TIOIy4HTh CBOGOIHBIA HOCTYI K CBOMM MEPCOHAIBHBIM NaHHBIM,

v/ TONyYWTh KOMWHM, XpaHsIMecs B IHYHOM JI€Ne M CONCPXKallye
IIepCOHAIbHBIE JaHHBIC.

v/ TpeGOBATh HCKIIOYEHHS WM HCTIPABICHUS HEBEPHBIX MM HEOJHBIX
[IEpCOHATBHBIX TaHHBIX.
pabomodamens umeem npaso.



v 06pabaTsIBaTh [epCOHANLHBIC TaHHEBIE T1earoroB MBOY COII Ne
9, B TOM YHCIIE ¥ Ha DIEKTPOHHBIX HOCHUTEIIX;
v/ 3ampOoCHUTH OT Ne/aroros ¥ COTPYAHHKOB MEBOVY COIII Ne 9 BCIO

HeoOX0IIMYI0 HHPOPMALIKIO.
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