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0 mopsiake GopMHPOBAHHUS, BeICHHS U XPaHEHHsI JTHIHBIX €] COTPYAHHKOB

1. O6mmue moJioxKeHUsI
1.1. HacTosmee moNoXeHHE O JTUYHBIX Jej1aX paGOTHUKOB MyHUIIUIATILHOTO GFOKETHOTO
o0meob6pa3zoBaTenbHOro yupexaenus «mMHazus Ne25» HmxHexkaMckoro MYHHUITATIATEHOTO
paiiona Pecry6muxu TaTapcran (mamee - Illkona) ompesenser IOPSOOK BENCHHS IMIHBIX el
PabOTHHKOB (TI€arorHIeCcKuX M HHEIX paboTHHKOB) I1TKOIMEL
1.2. Tlonoxenue paspaboTaHo B COOTBETCTBHM ¢ IIpaBHiiaMyM BHYTPEHHETO TPYZIOBOIO
pacnopsaka [1Ikomsr. '

2. Ilopsagox (opMHpPOBaAHHS THIHBIX T€J

2.1. ®opmmpoBaHHE JHMYHOrO jeiia paboTHuKa IIIKOJBI IPOH3BOMUTCA C IIEJBIO
YIIOPSAOYECHHON IPYNIHMPOBKU HOKYMEHTHPOBAaHHOM HH(opMamuu o pabOTHHUKE, IepeqaHHOM
UM paboTomaTelo Py IpreMe (EPEBOJIE) Ha COOTBETCTBYIOIIYIO IOIDKHOCTb.

2.2. ®opmupoBaHue (TIOCIENyIOMEe BeeHHE U OQOPMIICHHE) JIMYHBIX €] PaGOTHHKOB
IIxoser Bo3naraeTcs Ha ODKHOCTHOE JIMIIO, KOTOPOE HECET MEPCOHATLHYIO OTBETCTBEHHOCTD 32
obecreueHre HaIeKAIIEro oOpaIeHns ¢ STUMH TOKyMEHTAMH.

2.3. ®opMHpPOBaHKE JIMIHOTO Jeia,. paboTHUKOB [1IKOJIbI IPOM3BOAUTCS HEMOCPEICTBEHHO

“mocite nprema B Ikouy.

7. 2.4. B COOTBETCTBAM C HOPMATHBHEIMH JOKYMEHTAMH B JIUHEIE Jena paboTHHKOB ITTkomIE!
"t BKJIQ/IBIBAIOTCS JIOKYMEHTSHI, IIPE/CTaBIEHHble pabOTHMKOM IIPH HOCTYIUIEHHM Ha paboTy, a
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Taxoke 06pa3yIoIrecs: B MPOLECCe ero Npo(ecCHOHAIBHOMN NesTeTbHOCTH:

- IMYHBIHA JHCTOK ydeTa KaJpoB;

- aBTOOHOrpadus;

- IpHKa3 O mpHeMe Ha paboTy (o mepeBoze, 00 YBOJIBHEHHH) H OPHUTHHAJIEI 3asSBJICHHUM,
€CIIH 3asBJICHUE CTAJI0 OCHOBAHUEM U3aHUS MIPHUKa3a,

- OTOBOp 00 MHIOMBHIyalbHOH MaTepHAIBHOW OTBETCTBEHHOCTH (ECIH €ro JOJDKHOCTH
IpeayCMaTpUBaeT HATMYUE JaHHOTO JOKYMEHTA),

- KomMs (KOIMH) IOKYMEHTOB 00 00pa3soBaHWM; KOmHsS (KOIHM) IOKYMEHTOB O
HEPENOATOTOBKE (T Te1arOTHIEeCKUX PAOOTHHKOB);

- KomMs (KOIHMM) JEeHCTBYIOIIMX JIOKYMEHTOB O IIOBHINEHWM KBamubukamud (y
IIEAaroru4ecKux paboTHHUKOB);

- Komus (KOIMM) JOKyMEHTOB II0 pe3yibTaTaM aTTecTamud (y IeJarormgecKux
pabOTHUKOB);

- CIIpaBKa 00 OTCYTCTBHH CYIHMOCTH;

- TPYIOBOM TOTOBOP ¥ NOIOJHUTEIHHBIE COTJIAMNECHHS K HEMY;

- 3asBJICHHE-COIIIachue Ha 00paboTKy nepcoHaNbHBIX JaHHBIX ([Ipunoxenue 1);

- BBIIIACKH M3 JOKYMEHTOB (KOIHMH JOKYMEHTOB) O HarpaXACHHUH WJIM O NPHUBJICYCHUU K
TUCLMITIIMHAPHON OTBETCTBEHHOCTH.

2.5. Ha nmunieBo#t cTopoHe HamKku yKa3hBaeTCs OMKCH JOKYMEHTOB, HMEIOIUXCS B JITTHOM

nene (Ilpunoxenue 2).

3. Ilopsaaok BeneHUs JHIHBIX e
3.1. JImanoe meno paboraukos I1Ikoiel BemeTcs: B T€YEHUE BCETo Ieproa paboThL




3.2. Bce 3anucu, Npou3BOAMMBIE B JOKYMEHTaxX B IpOLIECCE BEACHUS JIMYHOIO Jeia,
IPOM3BOJATCS OT PYKHM UIAPUKOBOM PY4YKOH cHHEro, (UOJETOBOr0 WM YEPHOrO IIBETA,
pa3bopunBo U 6e3 ucrpaBieHUd. B HEOOXOIUMBIX ClTydasiX 3TH 3alHCH 3aBEPAIOTCS MOIMHUCHIO
JUPEKTOpa UM OTBETCTBEHHOI'O 3a BEJIEHUE JIMUHBIX JIeJI JIMLA U redathio [1Ikosbl.

3.3. Benenue nuyHOro Je1a npeycMaTpuBaeT:

- IIOMEUICHHWE JIOKYMEHTOB, IIOJUIeXKAIUX XPAHEHUIO B COCTaBE JIMYHBIX J€l, B
XPOHOJIOTUYECKOM IOPSIIIKE;

- MPOBEPKY COCTOSHUS JMYHOI'O JieNa MeAaroroB M corpyaHukoB llIkosisl Ha mpeamer
COXPaHHOCTH BKJIFOUEHHBIX B HET'O JJOKYMEHTOB U CBOEBPEMEHHOE 3aII0JIHEHUE;

- HyMEpAaLUIO JIUCTOB JJOKYMEHTOB, OJIIUTBIX B IMYHOE JEIO.

- PETUCTPALIMIO JIMYHBIX JIEN B XKypHAJIE «YUeT JINYHBIX JIET».

3.4. TpynoBble KHIKKH, MEAUITUHCKHE KHUKKUA XPAHITCS OTIEIbHO B ceiide LLIkombl.

3.5. JInunslie kapTouku (T2), 3asiBI€HUS HA OTIYCK U AP. XPAHATCS B OTJICJIBHBIX MAIKaX.

4. Ilopsinok y4yeTa M XpaHEeHHUs JTUYHBIX A€

4.1 XpaHenue u y4er JUUYHBIX paOOTHUKOB IIIK0JIBI OpraHU3yIOTCS C LEeNbl0 OBICTPOro U
0€301mM00YHOr0 MOKUCKA JIMYHBIX /I, 00eCHeueHHUs] MX COXPaHHOCTH, a TaKkXke oOecredeHus
KOH(QUIEHIIMAJIBbHOCTH  CBEIEHUH, cojepXkalmuxcs B JOKYMEHTAaxX JIMYHBIX Jiel, OT
HECAHKIIMOHUPOBAHHOIO JOCTYIA:

- JINYHbIE JIeJla XpaHIATCs B 3aKpbliBaromiemMcs mkady B npueMHoi nupexropa Lkomnsl nin
B oTiene kajapos llIkomnsl (mpu Hanuuum);

- IMYHbIE J1e/1a Ha pa0OTHUKOB XPAHSTCS OTAEIBHO OT JINYHBIX €I YBOJCHHBIX;

- CUCTeMaTH3alus JUYHBIX JeJl IPOU3BOAUTCS B alI(PaBUTHOM MOPSAKE, OTAEIbHO —
aJIMUHUCTpAIMsl, lelarornyeckue pabOTHUKHU, UHbIE PAOOTHUKHU, COBMECTUTENH;

- Kpyr JMI, JONMYyCKaeMbIX K paboTe C JJOKyMEHTaMH JIMYHBIX el pPaOOTHHKOB,
OIIpeieNsIeTCsl IUPEKTOPOM, BpeMsl paboThl OrpaHUYMBAETCS MpeAeIaMU OJTHOTO paboyero JHs;

- B KOHIIE pab0o4ero JHS OTBETCTBEHHBIN 3a BeIEHUE JIMYHBIX JIeJ 00513aH yOSUTHCS B TOM,
YTO BCE JIMUHBIE JIeJIa, BbIIAaHHBIE BO BPEMEHHOE I10JIb30BaHKE, BO3BPALLECHBI HA MECTO XPaHEHUs
U €CTh JI1 HEOOXOMMOCTb JUIS IPUHSATHS MEP K UX BO3BPAILIEHUIO HITH PO3BICKY;

- Ha JIMLO, MOJIy4yuBILIEe JHYHOE JIEJIO I O3HAKOMJICHMS, BO3JIaraeTcs MepCOHAlIbHAs
OTBETCTBEHHOCTH 33 €r0 COXPAHHOCTB;

- npu paboTe C JIMYHBIM JEJIOM, BBIIAHHBIM JUIS O3HAaKOMJICHUS, 3alperiaercs
MIPOU3BOJIUTH KaKue-TM00 HCIPaBICHUS B paHee CAENaHHBIX 3aIlUCSAX, BHOCUTh B HETO HOBBIE
3alMCH, W3BJIEKAaTh W3 JIMYHOTO Jiela, MMEIIIMECS TaM JOKYMEHThl WM IIOMENaTb B HETO
HOBBIE, a TAK)KE PA3TJallaTh COJEepKalliecs: B HeM KOH(UIEHIIUAIbHbIE CBEJICHUS;

- (hakT BBIJAUM JIMYHOTO JieNa GUKCUPYETCsl B KOHTPOJIBHOM JKypHAJIe,;

- JINYHOE JIeJI0 XpaHuTcs B apxuBe 50 JeT nocie yBOJIbHEHUS, Ha MPOTSHKEHUU MEpBBIX 3-
X JIET XpaHUTCcA B IpueMHO# ntupekropa llIkonsl unu B otaene kaapos LIkosnsl (pu HaIM4Yum);

- [IOCJIE€ YBOJIbHEHUS JINYHOE JIEJI0 HAa PYKU HE BBIJIAeTCsl.

5. OTBEeTCTBEHHOCTH

5.1. Pa6otHuku [Ikosbl 00s13aHBl  CBOEBPEMEHHO  TPEACTABISITH  JIE€IONPOU3BOIUTEIIO
CBe/IeHUS 00 U3MEHEHHUH B IEPCOHAIBHBIX JaHHBIX, BKIFOYEHHBIX B COCTAB JMYHOTO JEa.

5.2. Paboronmarens obecrieynBaeT:

e COXPAHHOCTB JINYHBIX J1e1 paOb0oTHUKOB L1IKomBI;

e KOHQHUICHIINATLHOCTh CBEJICHHUI, COACPIKAIIMXCS B IMYHBIX JIEJIaX.

6. [IpaBa

6.1. s obecriedeHUs] 3alIWTHI TIEPCOHANBHBIX ITaHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX
Jienax Mearornuyeckux U UHbIX coTpyaHUKOB LlIkomsl, paboTHuku K06 UMEIOT MpaBo:

- MOJYYUTb MOJHYI0 MH(OpPMAIMIO O CBOUX MEPCOHAIBHBIX JaHHBIX W 00paboTKe ATHX
JAHHBIX;

- IOJTYYHTH JOCTYHI K CBOUM TEPCOHATBHBIM JaHHBIM;

- IOJTYYUTh KOIMH, XPaHAIIHeCs B IUYHOM JIeJIe U COAEpIKalllie epCOHaNIbHbIE JaHHbIC,



- TpeOOBaTh UCKITFOUCHHS MJTM UCIIPABIICHHUS HEBEPHBIX WJIM HETOIHBIX MEPCOHATBHBIX
JTAHHBIX.

6.2. PaGoTonaTenb UMEET MpaBo:

- oOpabaTpiBaTh TepcOHaNbHBIC NMaHHBIE paboTHUKOB IlIKONmB, B TOM 4YHCIIe W HaA
AJIEKTPOHHBIX HOCUTEJISX (C MMCbMEHHOTO COoTJiacksi pa0OTHUKOB);

- 3alpOCHUTh Y TENaroru4ecKuX W WHBIX COTpyAHHKOB IIIkombl BCIO HEOOXOIUMYIO
nHpopMaIuto.



Ipuioxkenne 1
3asiByieHHe-coryIacue pa0OTHIUKA HA 00pa00TKY ero nepcoHaJbHbIX JAHHbIX.
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MIPOKUBAIOLIUHI IO aJIpeECy:
MacIopT Cepust Ne , BBIZITAHHBIN

(kem u Ko2oa)

B cooTBeTCcTBUU ¢ DenepanbHbiM 3akoHOM 0T 27.07.2006 r. Ne 152 ®3 «O mnepcoHanbHBIX
JaHHBIX» Al CBOE coriacue MyHHIMMAILHOMY OIOKETHOMY 0011e00pa3oBaTeIbHOMY
yupexaeHuto «l'mumHazus Ne25» HmkHekamMCKOro MyHHIIMNAIBHOTO paiioHa PecmyOmmku
Tarapcran (ganee - Illkoma), pacmojokeHHOMy To aapecy PecmyOmmka Tarapcran, T.
Hwxnekamck, yn. luaaukoB 1.60, Ha 00paboOTKy MOUX MEPCOHATIBHBIX JAHHBIX, K KOTOPHIM
OTHOCSITCS:

— MAacHOpPTHBIEC JaHHbIE;

— JaHHbIe cTpaxoBoro CBUIETENbCTBA FOCYAAPCTBEHHOIO IEHCUOHHOI'O CTPAXOBAHMUS;

— JIaHHbIE JOKYMEHTa BOMHCKOI'O yUeTa;

— JOKYMEHTBI 00 o00pa3oBaHHH, MpPO(ECCHOHATBFHONW MEPErOArOTOBKE, IOBBIIICHUN

KBAJTM(HUKAINY, CTAKUPOBKU, IPHUCBOCHUM YYEHOW CTENEHH, YYEHOro 3BaHUS (eciu

TaKOBbIE UMEIOTCS);

— aHKETHbIC JAaHHbIC, NPEJOCTABICHHbIE MHOK IPU IOCTYIUIEHUM Ha paboTy WU B

nporecce paboTel (B TOM 4Hcle - aBToOMorpadus, CBEJEHUS O CEMEHHOM IMOJIOKECHHH

paboTHUKA, IepeMeHe GaMWIHH, HATMIUH JIETSH U WK IMBCHIICB);

— JaHHBIE UHBIX JOKYMEHTOB, KOTOPBIE C YUeTOM clielu(uKku paboThl U B COOTBETCTBHUH C

3akoHoAaTenbCcTBOM Poccuiickoit denepanuu JOKHBI ObITh MPEABABICHB MHOK MIpU

3aKJIFOYEHUHU TPYALOBOTO I0I0OBOPA WM B NIEPUO/]] €0 IEHCTBUS;
JaHHBIE TPYIOBOTO JI0TOBOPA U COIVIALIEHUH K HEMY;
JaHHbIE KaJPOBBIX IPUKA30B O MOEM IIpHEME, IEPEBOJIAX, YBOJIbHEHNY;
— JIaHHBIE JIUYHOM KapTouku 1o ¢popmam T-2 u T-1,
JlaHHbIE JOKYMEHTOB O MPOXOKIACHUU MHOM aTTecTaluu, coOeceqOBaHUs, MOBBIIICHUS

KBaJTM(UKALNU, Pe3yJbTaTOB OLIEHKU 1 00yUeHMUS;

— (ororpadus;

— WHBIE CBEJEHUs 000 MHE, KOTOpbhle HEOOXOAMMBI (OomepaTopy) JUisi KOPPEKTHOTO

JOKYMEHTaJIbHOTO 0()OpMIIEHUS PAaBOOTHOIIEHUH Mex 1y MHOMO U I1Ikonoil.

S naro cornacue Ha UCIIOJIB30BaHNUE MOUX MEPCOHATBHBIX JAHHBIX B LESIX:

— KOPPEKTHOI'0 IOKyMEHTAJILHOTO O(OPMIICHHS TPYAOBBIX MPABOOTHOIIEHUI MEX/1y MHOIO

u HIxomoi;

— oOecrie4eHHsl BHIITOJIHEHUSI MHOIO JIOJPKHOCTHBIX 00s13aHHOCTEH (TpYyA0BOM (YHKIINH);

— IpenocTaBiieHUs MHGOpPMAIMU B rocynapcTBeHHbIe opranbl Poccuiickoit denepanuu B

NOpsAIKE, IPETyCMOTPEHHBIM JIEHCTBYIOIIMM 3aKOHOAATEIbCTBOM;

— TpefocTaBlieHUs UH(YOPMAIMK B MEIUIIUHCKUE YUPEkKACHUS, CTPAXOBble KOMIIAHUU;

— o0ecrieyeHus Npe0CTaBIEHUS] MHE COLUAIEHOTO TIaKeTa.

Hacrosee cornacue npeaocTaBisieTcs Ha OCYIIECTBICHHUE JIFOOBIX AEUCTBUI B OTHOLICHUN
MOMX TMEPCOHANbHBIX JIAHHBIX, KOTOpPblE HEOOXOMUMBI WM JKEeNaeMbl JUIsl JIOCTHKEHUs
yKa3aHHBIX BbIIIE Iesiel, BKIodas (06e3 orpaHuuyeHus) cOOp, CUCTEMAaTH3alMI0, HAKOIUICHHE,
XpaHeHue, yrouHeHue (OOHOBJIEHHE, U3MEHEHHE), HCIOIb30BaHUE, paclpocTpaHeHHe (B TOM
qucie nepefady TPeTbUM JIMaM), 00e3InYuBanue, OJIOKUPOBaHKE, TPAHCTPAaHUUHYIO TIepeaayy
NEPCOHAIBHBIX JAaHHBIX, a TaKXe OCYUIECTBIEHHUE JIIOObIX MHBIX JACHCTBUM C MOUMH
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MEePCOHAJILHBIMU JAaHHBIMU, IPEYCMOTPEHHBIX ACHCTBYIONIMM 3aKOHOIaTENbCTBOM Poccuiickoii
denepanuu.

[lkona rapantupyer, 4ro oOpabOTKa MOHMX JIMYHBIX JAHHBIX OCYIIECTBISIETCS B
COOTBETCTBHUH C ACUCTBYIOIUM 3aKoHOAaTeIbeTBOM PO u Ionoxennem «O mopsake 00paboTKu
u obecrieueHUu O€30MaCHOCTU TMEPCOHANBHBIX JAaHHBIX B MYHUIIMIAIBHOM OIOJHKETHOM
obmieoOpazoBarenbHoM yupexacHun «[mMuHazus Ne25» HrpkHEKaMCKOro MYHHUIIUIIATBHOTO
paitfona PecniyGnuku Tatapctan» ¢ KOTOPBIM sl 03HaKOMJICH(a).

Hannoe Cornacue OeHCTBYeT ¢ MOMEHTa 3akjioueHus MHOw TpymoBoro aoroBopa co
[[IkosoM M 10 HCTEUEHUs CPOKOB, YCTAHOBJEHHBIX JEUCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

Sl monTBepknaro, 4to, gaBas Takoe Coriacue, s JIEMCTBYIO CBOEHM BOJIEd U B CBOMX
UHTEpecax.

Cornacue BCTyIllaeT B CHJIy CO JHSI €r0 MOJAINKUCAHMS B TEUEHUE HEONPEJCICHHOIO CpOKa.
Cornacue MOXeT OBITh OTO3BAaHO MHOIO B JIF00O€ BpeMsi HA OCHOBAaHUU MOETO MHUCHMEHHOTO
3asIBJICHUSI.

Hara: [Moamuch / /




Ipuio:xxkenue 2
Obpasey ogopmnerus onucu OOKyMeHmMO8, UMEIOUWUXCS 8 TUUHOM Oelle
Onucek J0KYMEHTOB, UMEIOLINXCS B JTUYHOM JIeje
1. Onuch TOKYMEHTOB
2. JInyHbIi TUCTOK
3. ABroOuorpadus
4. 3asBneHue o mpueMe Ha padoTy
5. TpyaoBoi1 AOTOBOP WM JOMOJHHUTENBHBIE COTJIALIECHUS K HEMY
6. JlokymeHTHI 00 00pa3zoBaHUM
7. JIOKyMEHTBl O MPOXOXKACHUH KYPCOB MOBBIIICHUHU KBATH(PUKAIIUU
8. JlokyMeHTBI 00 yCTaHOBJICHUU KBAIM(DUKAIIMOHHOM KaTeropuu
9. Cornacue Ha 00pabOTKY MEPCOHATBHBIX JAHHBIX

10. CripaBka 06 OTCYTCTBUH CYIUMOCTH



