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0 MOPHAAKE BEACHHUSA JUIHDBIX A€J NEAAIrOTHYECCKHUX paﬁoTHI/IKOB H IPpyrux COTpyaiHuKoB

I. O6mme mostoxeHNst

1.1. TlonoxeHue o MOpsAKE BEACHUS JIMYHBIX NI MEIArOTHYECKUX PaOOTHHUKOB U
npyrux corpyaarnkoB MBOY COIII c. Kaarapon (manee - [Tooxenne) onpenenset mopsoK
BEJICHUS W XPAHECHUS JIMYHBIX JEN MeJarorudeckux paOOTHHUKOB M JIPYTHUX COTPYIHUKOB
MYHUITUTIATHHOTO OIOKETHOTO 00pa3oBaTEIHLHOTO YUPEKICHUS cpeaHss
oOmreoOpa3oBarenbHas mkoia c. Kagrapon Ha ocaoBannu TpynoBoro Koxekca Poccuiickoit
®denepanuu, Ha OCHOBaHUU [lepedHst TUTIOBBIX YIIPABICHUECKUX JOKYMEHTOB.

1.2. JImunele nena opopMIISIOTCS Ha BeeX paOOTHUKOB. KOMIUIEK TS TMYHBIX J1ETT
MeJJarOTUYEeCKUX PAOOTHUKOB IIKOJbI OTJIMYACTCS OT KOMIUIEKTAIIMU JIMYHBIX JPYTHUX
COTPYJIHUKOB IIIKOJIBI.

1.3. HaCTOSIH_[eC IMOJIOKCHUC YTBCPIKAACTCA IIPHUKA30M JUPCKTOPA IHIKOJBI H
SIBJISICTCSI 00513aTEIIbHBIM JUIA pa60THI/IKOB.
1.4. BG,E[CHI/IG JIMYHBIX ACJT BCCX pa6OTHI/IKOB IOTKOJIBI BO3JIAracTCsa Ha CCKPCTApPs

MO/ TUYHBIM KOHTPOJIEM AUPEKTOPA IIKOJIBI.

1.5. C nenbro o3Hakomienus ¢ HacrosuwuM llonoxxennem MBOY COIII c. Kaarapon
pasMeniaer ero Ha uHpopmarmoHHOM cTeHae B OpraHuzanuu ¥ (Wiau) Ha OQHUITHATHEHOM
caifte Opranuzaiu B HHOOPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOW cetn «MHTepHeT
(http://arkadgaron.alaniyaschool.ru).

I1. ITopsanok popMupoOBaAHUS JIUYHBIX /Ie] N1€1Ar0r0B U COTPYAHUKOB

2.1.  OdopmieHue JTUYHBIX JEJ OCYIIECTBISECTCA B Te€UEHUE 5 HEW CO JIHA Mpuema
paboTHHKa Ha padoTy.

2.2. @®opMmupoBaHUE JHMYHOTO Jiejia T[eJarornyeckoro pabOTHUKA U APYroro
COTPYJHHUKA IIKOJIBI IPOU3BOAUTCS HEMOCPEACTBEHHO NOCIIE MPUEMA WM NIEPEBOJA €TO U3
Jpyroro o0pa3oBaTebHOTO YUPEKICHHUS.

2.3. Ilpu noctymieHud Ha pabOTy rpakKJaHUH MPEJICTABISET:

2.3.1. JInuHOE 3asIBICHHE, HAITMCAHHOE COOCTBEHHOPYYHO.
2.3.2. JIOKyMEHT, yJIOCTOBEPSIOIINN TUIYHOCTbD.



2.3.3. TpyllOBYIO KHUXKKY.

2.3.4. JloxymeHT 00 0Opa30oBaHUHU.

2.3.5. JIN4HyI0 MEAUIIMHCKYIO KHIKKY.

2.3.6. CrpaBKy 0 HAJIM4YUHU CYyIMUMOCTH WJIM OTCYTCTBUM cyauMocTu u3 MB/I.

2.3.77. Jlpyrue TOKyMEHTHI, IpelyCMOTpeHHbIE DeiepanbHbIM 3aKOHOAATEILCTBOM.

2.4.  JluuyHoMmy ey MPUCBAUBAETCSI HOMEP, COTJIACHO KypHallaM yuyeTa JIMYHBIX Aell
neAaroruueckux paboOTHUKOB U COTPYAHUKOB.

2.4.1. Ha 006503 Ke JINYHOTO JIe7Ia OTPAXKAIOTCS CIEAYIOLINE PEKBUZHUTHI:

augHOe 1710 Ne cornacHo »KypHajaM PErucTpalyu JHYHbIX eI

negaroruueckux paboTHUKOB U COTPYAHHUKOB.

2.5. JIokyMeHThl B JMYHOM [ejie MeNaroruuyeckux pabOTHUKOB U PabOTHHUKOB
aJIMUHUCTPATUBHO-YIPABIEHYECKOIO NIEPCOHAJIA PACIIONAralTCs B CIEAYIOIIEM HOPSIKE:

1) onuck JOKYMEHTOB, UMEIOIKXCS B JIMYHOM JIETIE;

2) JUYHBIN JUCTOK MO yUYeTy KaJpoB ¢ ¢ororpadueii (3amnonnHsercs pabOTHUKOM);

3) nu4HOE 3asBJIEHHE O MpUeMe Ha padoTy;

4) TpyIOBOH NOTOBOp, IOMOJHHUTEIBHOE COIJIALIEHUE K TPYJOBOMY JIOTOBOpPY (B
JUYHOM JIEJNIE - 33 TeKYIIUI Y4eOHbBIN TO/l, OCTAIbHBIC - B OT/IEJILHOM MarKe);

5) BBIIKCKA U3 MIPHKa3a O MpUeMe Ha paboTy (Ha3HAYEHUU Ha JIOJDKHOCTH, IEPEBO/IE
Ha JAPYTyIo padboTy);

6) komus (uu) foKyMeHTa (0B) 00 00pa3oBaHU;

7) Komus CBUAETENIBCTBA O 3aKIIOYCHHH Opaka (B cllydae, €clid B KOMHUH AUIIOMA
yKa3zaHa Jipyras haMumus);

8) KONMM aTTECTAllMOHHBIX JIMCTOB, BHIUCKH U3 MpPUKa3a 00 aTTeCTallH;

9) KomMH JOKYMEHTOB O MPOXO0KJIEHUH KYPCOB MOBBIIICHUS KBATH(PUKAIIH;

10) kcepoxormnus nacmnopra;

11) aBroOuorpadgusi paOOTHUKA, HANMCaHHAas OT pPYKU (WIM HameyaTaHHas) B
MPOU3BOJILHOU (hopme;

12) komus CBUAETEIHCTBA O MOCTAHOBKE Ha yueT B Hajorosoil oprane (MHH);

13) xomwus cTpaxOBOr0 CBUAETENHCTBA TOCYAAPCTBEHHOTO TIEHCUOHHOTO CTPAXOBAHUS
(CHUJIC);

14) cnpaBka 0 HAJIMYUH CYAUMOCTH UM 00 OTCYTCTBUU cyauMocTH ux MBJI:

15) cornacue paboTHUKA B TUCBbMEHHOM BHUE Ha 00pabOTKY MEePCOHAIbHBIX
JTAHHBIX;

16) komuu JOKYMEHTOB O Harpa)<JICHUH BEJIOMCTBEHHBIMHU U APYTHUMH HarpaJaMu,

17) kcepokomusi BOCHHOTO Owsieta JJis BOCHHOOOS3aHHBIX M JIWII, TMOJJIEHKAITUX
NPU3bIBY Ha BOGHHYIO CIIYKOY;

18) kcepokomusi TpPyAOBOM KHIXKKH, €Cld paOOTHUK MPHUHAT IO BHEIIHEMY
COBMECTHUTENBCTBY;

19) wuHBIE JOKYMEHTBI, KOTOPbHIE IOJKHBI ObITh MPEABABICHB PAOOTHUKOM C YYETOM
crenupuKu paboTHI.

2.6.  JIOKyMEHTBl B JHMYHOM Jiel€ COTPYAHUKOB Y4eOHO-BCIIOMOTaTEebHOTO MU
00CTyKUBAIOLIETO MepPCOHaa UIKOJIbI PAacoaraloTcs B CIIeIyIOIIEeM MOpsIKe:

1) omnuce JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIETIE;

2) JNHWYHBIN JIUCTOK IO YUYETY KaJpoB c ¢oTorpadueii (3anomHseTcs pabOTHUKOM);

3) JMYHOE 3asBIICHHE O MpHUEMe Ha padoTy;

4)  TpyAOBOI IOTOBOP, NOTMOJIHUTEIHLHOE COTJIAIEHHE K TPYI0OBOMY JIOTOBOPY (B



JIMYHOM JIEJIE - 33 TEKYIIU Y4eOHBIN TOJl, OCTAIbHBIC - B OT/ICJILHOM IMarKe);

5) BBINKCKA U3 MpUKa3a o0 MpueMe Ha paboTy (Ha3HAYEHUU Ha TOJKHOCTH, IEPEBOJIE
Ha JIpyTryio paboTy);

6) komus (Mu) JoKyMeHTa (0B) 00 0Opa3oBaHUM (IIPU HATUYHWN);

7)  KCepoKOIus MMachopTa;

8) aBrtoOuorpadus paOOTHHKA, HAMUCaHHas OT pyku (WIM HameyaTaHHas) B
MPOU3BOJILHON (hopme;

9) Komus CBUAETEIHCTBA O MOCTAHOBKE Ha yueT B Hajorosoi oprane (MHH);

10) xomusi CTpaxOBOTrO CBUAETENIHCTBA TOCYAAPCTBEHHOIO MIEHCHOHHOTO CTPAaXOBaHUS
(CHUIIC);

11) cmpaBka 0 HATMYUU CYAMMOCTH WM 00 OTCYTCTBUU CyIuMOCTH nx MB/I:

12) cornacue pabOTHHMKA B TUCBMEHHOM BUJIE HAa 00paOOTKY NEPCOHANbHBIX IaHHBIX;

13) kcepokomusi BOGHHOTO OujeTra JUisi BOCHHOOOSA3aHHBIX M JIMI, MHOJAJIEXKAIIUX
PU3BIBY HA BOGHHYIO CITYKOY;

14) wuHbBIE TOKYMEHTHI, KOTOpPBIE TOJKHBI OBITh MPEAbIBICHB PAOOTHHUKOM C yU4E€TOM
crieru(uK paboThI.

277. C uenpto oOecrieyeHus HaJUIeXKalled COXPAaHHOCTUM  JIMYHOIO  Jiefia
MeIarOTHYeCKUX pabOTHUKOB U Apyrux cotpynuukoB MBOY COIII c. Kagrapon u yno6ctBa
B oOpallleHuu ¢ HUM Tpu (OPMUPOBAHUU JOKYMEHTHI IOMEIIAIOTCS B OTACIBHYIO MAIKYy.

2.8. ®opmbl T-2 Bcex paOOTHUKOB IIKOJIBI XPAHSATCS B OTACIBHOM Marke, KOTopas
MMEET CBOW HOMEHKJIATyPHBIM HOMED.

2.9. TpynoBble KHWKKA U JIMYHBIE MEIUUHUHCKHAE KHUXKH XPAHATCS OTAEJIBHO B
ceride.

III. ITopsinok BeAeHMs JTUYHBIX eI MeIaroru4ecKuX padOTHMKOB U APYTHUX
COTPYAHUKOB

3.1. B panbHeillieM B JMYHOE JEJIO MEJArOrMUYECKUX pPaOOTHUKOB U JIPYTUX
COTPYJHUKOB BKJIFOYAIOTCS:

- IPUKa3bl WIH BBIMUCKHU U3 TIPUKA30B O HA3HAYCHUH, OCBOOOKICHUHU

- WY TIEPEMEILIEHUH MO JOJKHOCTH;

- IOKYMEHTBI 00 UTOTax arTecTanuu (BBIMUCKA U3 PUKa3a);

- KCEpOKOTIMH TIOYETHBIX TPaMOT | 0J1aroJapCTBEHHBIX THCEM,

- 3aBE€PEHHBIE TIEYaThIO U MOJANUCHI0 OTBETCTBEHHOTO JIUIIA.

3.2. JluyHoe AeNo MeJaroruueckoro paboTHUKA WIN APYTOro COTPYIHUKA BEJETCS B
TE€YEHHUE BCETro NMeproa paboThl KaKI0T0 padOTHHUKA B IIKOJIE.

3.3. BeneHue nu4HOTO A€na Npe1ycMaTpuBacT:

- . IOMELIEHNUE TOKYMEHTOB, ITOJIEKAIINX XPAHEHNUIO B COCTAaBE JIMYHBIX

- JIEN, B XPOHOJIOTHYECKOM MOPSIKE;

- . ©XKETOJIHYIO IIPOBEPKY COCTOSHMS JIMYHOIO JI€JIa BCEX COTPYIHUKOB

- Ha IPEIMET COXPAHHOCTH BKIIFOUEHHBIX B HETO JOKYMEHTOB U CBOEBPEMEHHOE

3ar0JHEHUE.

3.4.  JIoKyMEHTHI B JIMYHOM JI€JI€ MOJJIEkKAT ONUCH, KOTOpas XpaHUTCS B COCTaBe

JUYHOIO JeNa.



IV. Ilopsinok yyera u XpaHeHUs JJUYHBIX JIeJI eJarornyeckux padoTHUKOB U
JAPYTUX COTPYIHUKOB.

4.1. XpaHeHue M yuyeT IUYHBIX JeJ MEJAaroru4eckux paOOTHHUKOB U JIPYTUX
COTPYJIHUKOB OPTraHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMO0YHOr0 MOUCKA JUYHBIX [,
oOecrieueHusi UX COXPAHHOCTH, a TaKke oOecredeHus KOH(QUICHIMAIbHOCTU CBEJICHUH,
coJIepKaIINXCS B JOKyMEHTaX JIUYHBIX /1€, OT HECAaHKIIMOHUPOBAHHOTO JTOCTYTIA!

- IOCTYTI K JIMYHBIM JIeJIaM MeJaroruueckux pabOTHUKOB U IPYTUX COTPYIHUKOB
KpOME€ IUPEKTOpa IIKOJBI, UMEIOT pabOTHUKH, 00pabaThIBaroOmIue IMEPCOHATbHBIC
JAHHBIE COTPYIHUKOB IIKOJIBI;

- IMYHBIE JIeIa TIeIarOTUYeCKUX PaOOTHUKOB U APYTUX COTPYIHUKOB UMEIOIITNX
rOCy/IapCTBEHHbIE 3BaHMsI, IPEMUHU, HArpaJibl, yUeHbIe CTETICHU U 3BaHU, XPaHATCS
MOCTOSIHHO, @ OCTaJIbHBIX COTPYAHUKOB - 75 JET ¢ roja yBOJbHEHUs paOOTHUKA (B
COOTBETCTBUHU ¢ [lepeuHeM TUIOBBIX yIIPAaBICHUYECKUX JOKYMEHTOB).

4.2. B nuuHbIe Jiena HEe JOJIKHBI BXOAUTH TOKYMEHThI BTOPOCTEIIEHHOTO XapaKTepa,

uMerolre BpeMeHHsble (10 10 et BKIIOUNTENbHO) CPOKU XPaHEHHUS.

4.3. CopepxaHue JHUYHBIX JEN paHee TMPUHATHIX pPaOOTHUKOB MOXET He
COOTBETCTBOBATH M. 2.5. HacTosmiero [lomoxxenusi, Tak Kak KOMIUICKTAIUsl JTUYHBIX JET HE
obu1a pexycmoTpeHa denepaibHbIM 3aKOHOAATEIbCTBOM.

4.4. JlupexkTtop IIKOJbI WJIA JEJIONMPOU3BOAUTENb, TMPUHHMAS OT pabOTHUKA
KCEpOKONUHU JOKYMEHTOB, JIMUHBIN JIMCTOK MO y4€Ty KaJpOB, JHOJDKEH MPOBEPUTH MOJTHOTY
€ro 3aI0JIHEHUS U IOCTOBEPHOCTh YKa3aHHBIX CBEACHHIN B COOTBETCTBHUH C MPEIbSIBICHHBIMU
OpUTHUHATAMH IOKYMEHTOB.

4.5. COop W BHeceHHWE B JIMYHBIE JeNia IMEJarormueckux pabOTHUKOB W JIPYTHX
COTPYAHHUKOB CBEJCHUI O YACTHOM JKU3HU, MOJUTUUECKON U PEITUTHO3HON PUHAIEKHOCTH
3anpenaeTcs.

4.6. JIndHOE Aes0 MOXKET ObITh BBIAAHO B CIAEAYIOIIUX CIIydasiX:

- 10 TpeOoBaHUIO pabOTHUKA JUIsl O3HAKOMIIEHHUSI (0€3 IpaBa BEIHOCA).

4.7. CHATHE KONMUU JOKYMEHTOB, XPaHALIUXCS B JUYHOM J€le, MPOU3BOJUTCA
TOJIBKO C MMUCbMEHHOTO pa3perieHus: pabOTHHKA.

V. Ilopsi1oK BbIIa4¥ JMYHBIX /IeJ1 BO BpeMEeHHOe M0JIb30BaHHe

5.1. Bpimaua nuyHBIX Jen (OTAEIBHBIX JOKYMEHTOB B COCTaBE€ JIMYHOTO JEja) BO
BPEMEHHOE TMOJb30BAHUE MPOU3BOAUTCS TOJBKO C pPa3pelieHHs IUPEKTOpa IIKOJbI IO
3asIBJICHUIO pa0OTHHKA.

5.2. Pabora (03HAKOMIIEHHE) C JUYHBIMU JeJlaMU TeAaroruuyeckux pabOTHUKOB U
JIPYTUX COTPYAHUKOB MPOU3BOAMUTCS B 3[JaHUU IIKOJBI B IPUCYTCTBUU AUPEKTOpa. B KoHIIE
pabouero qHS AUPEKTOp 00s3aH yOSTUTHCSA B TOM, YTO BCE JIMYHBIC JIeJIa WIIA TOKYMEHTHI U3
JUYHBIX JIeJ, BBIJJAHHBIE BO BPEMEHHOE IOJIb30BAaHUE, BO3BPAIEHB HA MECTO XpaHEHHS U
€CTh JIU HEOOXOAUMOCTH IS IPUHATHS MEP K MX BO3BPAILICHUIO WU PO3BICKY.

VI. OTBEeTCTBEHHOCTH
6.1. TIlemarornueckue pabOTHUKH U JPYTUE COTPYIHUKH O00S3aHBI CBOEBPEMEHHO
IPEJCTABIATh IUPEKTOPY CBEACHUS 00 N3MEHEHUH B IEPCOHABHBIX JaHHBIX, BKIIOYCHHBIX B
COCTaB JIMYHOTO JIeJa.
6.2. PaGotomatensp (MuUpEeKTOp) OOECIIEYNBAET:
- COXPaHHOCTb JINYHBIX JIeJ IEJarOTHYECKUX PAOOTHUKOB U IPYTUX COTPYIHUKOB;



- KOH(PUICHIIUATFHOCTh CBEICHUA, COIEPKAIIMXCS B TUIHBIX JIeIax
MearoTHYeCKUX pabOTHUKOB M IPYTHX COTPYIHUKOB.

VII. IIpaBa
7.1. Ins oGecnieueHust 3allUTHI IEPCOHANBHBIX JAHHBIX, KOTOPbIE XPAHATCSA B JIMYHBIX
JieNax Mearorndyeckux paboOTHUKOB U IPYTUX COTPYIHUKOB MEAArornueckue pabOTHUKH U

TIPYTHUE COTPYAHUKH UMEIOT TIPaBo:
- TIOJIYYHUTb TIOJTHYIO HH(POPMAITHIO O CBOMX NIEPCOHANBHBIX JAaHHBIX U 00pabOTKeE 3THX

JIAaHHBIX
- TIOJIyYUTb CBOOOHBIN TOCTYI K CBOMM IIEPCOHAIBHBIM JIaHHBIM;

- MOJYYHUTb KOIIMH, XPAHAIIUCCS B TUYHOM ACJIC U COACPKAINMC IICPCOHATIBHBIC

JAaHHBIC,
- Tpe60BaTB HUCKIIIOYCHUS WJIW UCITPABJIICHUA HCBCPHBIX NJIM HCIIOJIHBIX IICPCOHAJIbHBIX

JaHHBIX

Paboronarens numeer mpaso:
- 00pabaTpIBaTh IMEPCOHAIBLHBIC IAHHBIC TICIarOTHYSCKUX PAOOTHUKOB U APYTHX

COTPYJHUKOB, B TOM YHCJIC U Ha SJIEKTPOHHBIX HOCUTEISX;
- 3aIpOCUTH OT MEJArOTUYECKUX PA0OOTHUKOB U IPYTUX COTPYIHUKOB BCIO
HEOOXOMMYI0 HH(OPMALIHUIO.
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