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MHOJIOXKEHUE
0 Mopsi/iKe BeJAeHMsl JJUYHBIX /IeJI MeAarornyeckux paboTHUKOB M IPYTrUX
COTPYAHMKOB MYHUIMIIAJIHLHOTO 0K/I:KETHOT0 00Pa30BaTEIbHOI0 YUpeKIeHUS -
cpeaHsis 001eo0Opa3oBaTejbHas mKoJa Nel
r. ApaoH

. OOmme nmoJio:keHust

1.1. TlonoxxeHue O MOPSAKE BEACHUS JTUYHBIX JI€J MEAarorudeckux paboOTHHUKOB U
npyrux cotpyaaukoB MBOY COIII Ne 1 (manee — Ilonoxxenue) onpenensieT NOPsSI0K
BEJICHUS M XPaHEHUsSI TUYHBIX JeJ] MeAarorudeckux pabOTHUKOB U IPYTUX COTPYIHUKOB
MYHHUITUTIATBHOTO  OFOJKETHOTO  00Ie00pa3oBaTEeIbHOTO  YUPEXKACHHUS  CPEIHSS
obmeobpaszoBarenpHas mkoida Ne 1 Ha ocHoBanum TpymoBoro Kopmekca Poccuiickoii
depnepanuu, Ha OCHOBaHUHU [lepedHst TUIOBBIX YIIPABICHUECKUX JOKYMEHTOB.

1.2. Jluynbie gena opopMIISIIOTCS HAa BceX paOOTHHKOB. KommuiekTarusi JTMYHBIX
JIeNT TIeIaroTHYeCKUX PaOOTHUKOB MIKOJIbI OTJIMYAETCA OT KOMIUICKTAIIMU JIMYHBIX IPYTUX
COTPYJIHUKOB IIKOJIBI.

1.3.  Hacrosimee mojgokeHUE YTBEPXKAACTCS MPHUKA30M JUPEKTOpa MIKOJIbl U
SBJISIETCS 00513aTEIBHBIM JJ1s1 pa0OTHUKOB.

1.4.Benenne JHMYHBIX Jed  BceX pPaOOTHUKOB INKOJBI  BO3JIAaraeTcss Ha
JEJONPOU3BOAUTEINS MO JIMYHBIM KOHTPOJIEM JTUPEKTOPA IKOJIbI.

1.5. C uensro o3gakomiieHnsa c¢ HacrosumM Ilomoxkeamem MBOY COII Ne 1
r. ApIoH pa3Meliaer ero Ha uMH(opmManumoHHOM cTeHjae B Opranuzanuu v (WiM) Ha
opunmanbHoM caiite OpraHuzalud B MHPOPMALMOHHO-TEICKOMMYHUKAMOHHON CETH
«HuTepuer» (http://ardonl.ucoz.ru).

Il. Tlopsinox ¢popmMupoOBaAHMSA JUYHBIX JIeJ1 1€JATOT0OB U COTPYIHNUKOB

2.1. OdopmiieHne TUYHBIX A€ OCYIIECTBISETCS B TeUeHUE 5 THEH co AHS mpuema
paboTHHKa Ha padoTy.

2.2. @®opMUpOBaHHE JHYHOTO Jejia IeIarorndeckoro pabOTHHKA W JAPYTroro
COTPYJIHUKA IIKOJIbI MPOU3BOJIUTCS HEMOCPEICTBEHHO IMOCJIe IpUEeMa WM MEePeBOJa €ro
U3 JPYroro o0pa3oBaTeIbHOTO YUPEKICHUSI.

2.3. Ilpu nocrymieHuu Ha paboTy rpaXkJIaHUH MPECTaBISAET:

2.3.1. JInuHoe 3asBJICHUE, HATMCAHHOE COOCTBEHHOPYYHO.
2.3.2. JIOKyMeHT, y10CTOBEPSIIOLINNA TUIHOCTb.


http://ardon1.ucoz.ru/

2.3.3. Tpy10ByIO KHUXKKY.

2.3.4. JloxymeHT 006 oOpa3oBaHUMU.

2.3.5. JInuHy10 METUIIUHCKYIO KHUXKKY.

2.3.6. CripaBKy 0 HAJIMYUU CYJUMOCTU WIM OTCYTCTBHHM cynumocTu u3 MBJI.

2.3.7. llpyrue JOKyMEHTBI, IpeaycMOoTpeHHble DeepaabHbIM 3aKOHOIATEIBCTBOM.

2.4. JluuHOMYy ney MPUCBAaMBAETCS HOMEP, COTJIACHO KypHAJIaM ydyeTa JIMYHbBIX
JIeJT TIeAarorTnYecKuX pabOTHUKOB U COTPYIHUKOB.

2.4.1. Ha 00J105KK€ JIMYHOTO JI€JIa OTPAKAIOTCS CIAEAYIOIINE PEKBUZHTHIL:

auyHoe aeno  Ne  corjmacHO JKypHajgaM —PErucTpalu JUYHBIX Jell

NEeAarorn4eckux pabOTHUKOB U COTPYIHUKOB.

2.5. JIokyMeHTbl B JMYHOM JeJie IeNaroru4eckux pabOTHUKOB U PAOOTHHUKOB
aJIMAHHCTPATUBHO-YIIPABJICHUECKOTO IE€pPCOHANa  pacloyiaraloTcsi B CIEAYIOLIEM
HOpSIIKE:

1) ommCh MTOKYMEHTOB, HIMCIOIIUXCS B JINYHOM JICJIC;

2) JIMYHBIN JUCTOK TI0 YYETY KaJpoB ¢ ¢oTorpaduei (3amonHsercss pabOTHHKOM);

3) JMYHOE 3asBJICHUE O MPUEME Ha padoTy;

4) TpymOBOW OTOBOP, MOMOJHUTEIHLHOE COTJANIEHHE K TPYJAOBOMY JOTOBOpY (B
JUYHOM JIeJI€ — 32 TEKYLIUH y4eOHBIN roj1, OCTAJIbHBIE — B OTJEIBHOM IaIKe);

5) BBIIMCKAa W3 TpHKa3a O TMpuUeMe Ha paboTy (Ha3HAUYCHWU Ha JIOJDKHOCTb,
NepeBOJIe Ha APYTYIO padoTy);

6) xomus (um) foKyMeHTa (0B) 00 00pa30BaHuUY;

7) KOmIMsI CBHJICTEIBCTBA O 3aKIIOUYCHUH Opaka (B cilydae, eClid B KOIIHH JUILIOMa
yKa3aHa apyras pamMumus);

8) KomMH aTTEeCTAllMOHHBIX JIMCTOB, BHIIMCKH U3 TMPHKa3a 00 aTTeCTaIUH;

9) KomMH JOKYMEHTOB O MPOXOXJICHHU KYypPCOB IOBBIIICHUS KBATU(QHUKALINY,

10) kcepokorus macmopTa;

11) aBroOmorpadus paOOTHHMKA, HAlUCaHHas OT pPyKU (WM HareyaTaHHas) B
MPOU3BOJILHOU (popme;

12) komusi CBHIETEILCTBA O IIOCTAHOBKE Ha y4eT B HajoroBoit oprane (MHH);

13) komusi  CTPaxOBOTO  CBHUICTEIbCTBA  TOCYIAAPCTBEHHOTO  MEHCHOHHOTO
ctpaxoBanusa (CHUJIC);

14) cmpaBka 0 HATMYWU CYAUMOCTH WM 00 OTCYTCTBHU CyauMocTi ux MB/I:

15) cornacue pabOTHMKa B THCBMEHHOM BHJE Ha 00pabOTKy
NEPCOHABHBIX JaHHBIX;

16) komuu TOKYMEHTOB O HATPaKICHUH BEJIOMCTBEHHBIMH U IPYTUMH HArpajaMu;

17) kcepokomusi BOGHHOIO OwiieTa JJisi BOCHHOOOSI3aHHBIX M JIMII, MOJUICKAIINX
pU3BIBY Ha BOCHHYIO CITYXO0Y;

18) kcepokomusi TPYAOBOW KHYKKH, €CIM PAOOTHUK MPHHAT TI0 BHEIIHEMY
COBMECTHUTEJIbCTBY;

19) wuHBIE JOKYMEHTBI, KOTOPBIC IOJUKHBI OBITh MPEABSBICHBI PAOOTHHUKOM C
y4eToM crieuu@uku paboThl.

2.6.  JIOKyMEHTBbl B JHMYHOM JieJieé COTPYAHUKOB Y4EOHO-BCIOMOIAaTEIbHOIO H
00CITyKMBAIOIIETO TIEPCOHANIA IIKOJIBI PACIIOIATAIOTCS B CICAYIONIEM OPSIKE:

1) onuchk JOKYMEHTOB, UMEIOIIMXCS B INYHOM JICIIC;

2) JIMYHBIN JUCTOK TI0 YUYETY KaJpoB ¢ GoTorpaduei (3amonHsercss paboOTHUKOM );

3) Ju4YHOE 3asABJICHHE O MPUEME Ha padoTy;

4) TpyHOBOW TOTOBOP, JOMOJHUTEIBHOE COTJIAIICHUE K TPYIOBOMY JOTOBOPY (B



JMYHOM JIeJie — 32 TeKYUIUH y4eOHBIN roj1, OCTaJIbHbIE — B OTJEIBHOM Marke);

5) BeIIMCKAa W3 TpUKa3a O MpHEeMe Ha paboTy (Ha3HAUECHUHM HAa JIOJDKHOCTD,
MIEPEBOJIC HA APYTYIO paboTy);

6) xomus (um) JOKyMeHTa (0B) 00 00pa3oBaHWH (TPY HATAYHH );

7) KCepOKOIHs MaclopTa;

8) aBroOmorpadus pabOTHUKA, HANMCaHHAsA OT PYKH (WJIM HaleJaTaHHas) B
IPOU3BOJIBHOU (hopme;

9) Komms CBUAETENHCTBA O IOCTAHOBKE Ha y4eT B Hasorooi oprane (MHH);

10) komusi  CTPaxOBOTO  CBHUJCTEIbCTBA  T'OCYJAAPCTBCHHOTO  MEHCHOHHOTO
ctpaxoBanus (CHUJIC);

11) cmpaBka O HATMYKHU CYJAUMOCTH WM 00 OTCYTCTBHU CyauMocTH ux MB/I:

12) cornacue paboTHMKa B TIMCBMEHHOM BHJIe Ha  00pabOTKy
MEPCOHANIBHBIX JAHHBIX;

13) kcepokoIusi BOCHHOI'O OwiieTa JJisi BOCHHOOOSI3aHHBIX M JIMII, MOJUICKAIINX
IPU3bIBY HA BOCHHYIO CITYKOY;

14) wHBIE IOKYMEHTBI, KOTOPBIC IOJDKHBI OBITh TPEIBSIBICHH PAOOTHUKOM C
y4eToM crieuuuku paboThl.

2.7. C menpio oOecrnieueHHMs] HaAJUICKAMIEH COXPAaHHOCTH JIMYHOTO  JIeia
NeJaroruueckux paboTHUKOB U Apyrux coTpyaHukoB MBbOY COLI Ne 1 u ynob6ctBa B
o0OpanieHnuu ¢ HUM 1pu (POPMUPOBAHUH TOKYMEHTHI IOMEIIAIOTCS B OTJIEIbHYIO MAMKY.

2.8. ®opwmbl T-2 Bcex paOOTHUKOB IIKOJIBI XPAHSTCS B OTAEJIBHON Manke, KoTopast
MMeEET CBOM HOMEHKJIaTYPHBI HOMED.

2.9. TpynoBble KHIKKH U JTUYHbIE MEAUIIMHCKUE KHMKKH XPaHSATCS OT/AEIBHO B
ceride.

I11. Tlopsox BeaeHUs JUYHBIX JeJ MeAArorn4eckux padOTHUKOB M JAPYrHX
COTPY/IHUKOB

3.1. B nmampHelmeM B JIMYHOE JENIO TNEAArOTMYECKUX PAOOTHHKOB W JIPYTHX
COTPYTHUKOB BKJIFOYAFOTCSI:

- IPUKa3bl WM BBIMMCKH U3 MMPUKA30B O HA3HAYCHUH, OCBOOOKICHUHN

- WM TIEPEMEIIEHUH TI0 IOJDKHOCTH;

- TOKYMEHTBI 00 UTOTax aTTeCTaluu (BBIMKUCKA U3 TPUKA3a);

- KCEpOKOIMY TIOYETHBIX TPaMOT U OJIaroIapCTBEHHBIX MHCEM,

- 3aBEpEHHBIC TIEYAThIO U TOJMUCHIO0 OTBETCTBEHHOTO JIUIIA.

3.2. JluyHoe nemno meaaroru4eckoro paboTHUKA UITH APYTOTO COTPYAHUKA BEACTCS
B TEYCHHUE BCETO Meprojia paboThl KaXkKI0T0 pabOTHUKA B IIIKOJIE.

3.3. Benenue nmuuHOTO A€TA TPETyCMATPUBACT:

- . TIOMEIIEHNE JOKYMEHTOB, MOJICKAITNX XPAHCHHUIO B COCTABE JIMYHBIX

- 7IeJ1, B XpOHOJIOTHYECKOM TTOPSIIKE;

- . ©KETOJIHYIO ITPOBEPKY COCTOSHUS JIMYHOTO JIea BCEX COTPYIHUKOB

- Ha MPEIMET COXPAHHOCTH BKJIIOYEHHBIX B HETO JOKYMEHTOB W CBOCBPEMEHHOE

3arMo0JIHCHHUE.

3.4.  JIOKyMEHTHI B JUYHOM JIeJie MOJICKAT OMUCH, KOTOpasi XpaHUTCS B COCTaBe

JUYHOTO Jiena.



IV. Tlopsinok yyera u XpaHeHHs THYHBIX JieJI eIaroru4ecKux padoTHUKOB H
APYTUX COTPYAHUKOB.

4.1. XpaHeHuE€ WU YYeT JHMYHBIX JAEJI MeJarorm4ecKux pPabOTHHUKOB U APYrHX
COTPYJIHUKOB OPTaHU3YIOTCS C IIeJIbI0 OBICTPOTO M 6€30MIMO0YHOTO MOUCKA JIMYHBIX e,
oOecreueHns X COXPaHHOCTH, a TakKe oOecreueHus: KOHPUACHIINAIbHOCTH CBEACHUH,
coZIepKaIIMXCs B TOKYMEHTaX JIMYHBIX JEJ, OT HECAHKIIMOHUPOBAHHOIO JOCTYIIA!

- IOCTYI K JIMYHBIM JejlaM MeAarorndeckux pabOTHUKOB M JIPYTHX COTPYIHUKOB
KpOME JAMPEKTOpa IIKOJbI, UMEIOT PAOOTHUKH, 00padaThIBAIOIINE TIEPCOHATBHBIC
JaHHbBIE COTPYAHUKOB LIKOJIbI;

- IUYHBIE JeJla TEeNaroruueckux pabOTHUKOB U JAPYTUX COTPYIHHMKOB HMEIOIIUX
rOCy/lapCTBEHHbIE 3BaHUsS, NPEMHH, Harpajpl, Y4YEHbIE CTEIEHH U 3BaHMI,
XPpaHATCS MOCTOSIHHO, @ OCTaJbHBIX COTPYIHUKOB - 75 JET € roja yBOJIbHEHMS
pabotHuka (B coorBercTBUM ¢ llepeyHeM THIOBBIX  YIpPaBJIEHYECKUX
JIOKyMEHTOB).

4.2. B nuyHBle [e7da HE JOJKHBI BXOAHWTH JOKYMEHTHI BTOPOCTETIEHHOTO

XapakTepa, UMeroIIre BpeMeHHble (10 10 JeT BKIIOYUTENbHO) CPOKU XPAaHEHUS.

4.3. CopepxaHWe JHUYHBIX [ paHee TMPUHATHIX pPAOOTHUKOB MOXET He
COOTBETCTBOBaTh 1. 2.5. HacTosAwmero [lonoxeHus, Tak Kak KOMIUIEKTalUs JIMYHBIX JE
He ObLIa npeaycMoTpeHa PeaepanbHbIM 3aKOHOAATEIbCTBOM.

4.4. JlupexTop IIKOJAbl WM JEeJONPOU3BOAUTENb, IMPUHUMAs OT pPabOTHUKA
KCEpOKONUHU JIOKYMEHTOB, JIMYHBIM JIMCTOK IO YYeTy KaJpoB, JIOJDKEH IPOBEPUTH
IIOJIHOTY €r0 3allOJHEHUS M JOCTOBEPHOCTh YKAa3aHHBIX CBEICHHA B COOTBETCTBUM C
IIPENBSABICHHBIMI OPUTMHAJIAMU JIOKYMEHTOB.

4.5. COop W BHeceHUE B JIMYHbIE J€JIa MEJArornyeckux pabOTHHUKOB WM JPYTUX
COTPYIHUKOB CBE€ACHHM O YaCTHOM JKW3HU, TMOJUTHUYECKOM ¢  PEIUTHO3HON
IPUHAJIEKHOCTH 3aIPEIaeTCs.

4.6. JIndHOE J1e710 MOXKET OBITh BBIJIAHO B CISAYIOITUX CITyYasx:

- 10 TpeOOBaHUIO PabOTHHUKA JIJIs1 O3HaKOMJIEHHUs (0€3 IpaBa BBIHOCA).

4.7.  CHsATHe KONUU JOKYMEHTOB, XPaHAMIMXCA B JIMYHOM JeJie, TPOU3BOAUTCA
TOJIBKO C MUCbMEHHOTO pa3pelleHus: paboTHUKA.

V. Tlopsiiok BbIIa4u JUYHBIX /€I BO BpeMeHHOE M0 Ib30BaHHe

5.1. Beigaya au4HBIX 7€ (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jejia) BO
BPEMEHHOE TI0JIb30BAaHUE MPOU3BOAMTCS TOJBKO C pa3pelieHUs TUPEKTOpa IIMKOJBI 10
3asBJICHUIO PaOOTHUKA.

5.2. Pabota (03HaKOMJICHHE) C JIMYHBIMU JeJIaMU TEJaroruaeckKux pabOTHUKOB U
JIPYTUX COTPYJAHHUKOB MPOM3BOJUTCS B 3/IaHUU IIKOJIbI B MPUCYTCTBUM AWPEKTOpa. B
KOHIIe paboyero JTHS TUPEKTOp 00s3aH yOEAWTHhCS B TOM, YTO BCE JIMYHBIC Jeia WA
JIOKYMEHTBI W3 JIMYHBIX JEJ, BbIIAHHBIC BO BPEMEHHOE IOJh30BaHME, BO3BPAICHBI HA
MECTO XPAaHECHHS U €CTh JIU HEOOXOIUMOCTh JIJIsl PUHATHS MEP K UX BO3BPAICHUIO WU
PO3BICKY.

V1. OTBeTcTBEHHOCTH
6.1. Ilemaroruyeckue paOOTHUKH U IPyTryUe COTPYAHUKU 00s13aHBI CBOEBPEMEHHO
MPEACTABIATh TUPEKTOPY CBEAECHUS 00 U3MEHEHUH B IEPCOHAIIbHBIX TAHHBIX,
BKJIFOUEHHBIX B COCTAB JIMYHOTO JIENa.
6.2. Pabortomarens (IupekTop) oOecrieynBaeT:



- COXPAHHOCTh JIMYHBIX JEJ MeIarorudeckux paboTHUKOB U JPYTUX COTPYIHUKOB;
- KOHQUJIEHIMAIBHOCTh ~ CBEJICHUM,  COJEpXkKaIUuXCs B JUYHBIX  JIeJlax
MeJIarorM4eCKuX pabOTHUKOB U JPYTUX COTPYIHUKOB.

VIl. TlpaBa
7.1. Ins oOecriedeHus] 3alIMTHI MEPCOHATBHBIX JAHHBIX, KOTOpPbIE XPAaHATCA B

JMYHBIX JIeNaX TelIarornyeckux pabOTHUKOB M JIPYTHX COTPYAHUKOB IE€JAarOrHuecKue
pabOTHUKH U IPYrue COTPYIHUKU UMEIOT MPaABO:

MOJIYYUTh MOJHYI0 MHGOPMAIMIO O CBOMX MEPCOHAIBHBIX JAAHHBIX U 00pabOTKe
ATUX JAHHBIX;

MOJIYYUTh CBOOOIHBINA JOCTYI K CBOUM IEPCOHAIBHBIM JaHHBIM;

MOJIYYUTh KOMHH, XPAHSIIMECS B JIMYHOM JIeJie W COAEp Kallue MepCOHATbHBIC
JTAaHHBIE;

TpeOOBaTh HUCKIIOUEHUS WJIM HUCIOPABICHUS HEBEPHBIX WJIM  HEMOJHBIX
MEePCOHATBHBIX JIAHHBIX

PabGoTonaTens umMeeT mpaso:
0o0pabaTpiBaTh TEPCOHAIBHBIC TAaHHBIC MEIArOTHYCCKUX PAOOTHUKOB W JIPYTHX
COTPYIHHUKOB, B TOM YHUCJIC M HA DJICKTPOHHBIX HOCHUTEIIAX;
3alPOCUTh  OT TIEAArOTMYECKHMX pPaOOTHUKOB W JIPYTUX COTPYIHUKOB BCHO
HE00X0IMMYI0 HH(OPMAIIUIO.



