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1. O0mme mosokeHust
1.1 Hacrosmee monoXeHHe OImpefeNnseT MOPSOOK BEINEHHs JMYHBIX Jel MeJaroroB H
COTPYAHHKOB B MyHUIMNANbHOM  OIOMKETHOM  0OLIe00pa3oBaTeNbHOM  YUPEXKIECHHH
«CpenHexaMBIIUTHHCKAS cpenHss obmmeobpa3oBarebpHas IIKoJa Hypnarckoro
MYHHUIMIIATbHOI0 paiioHa Pecybmuku Tarapcran (nanee - Illkoa)
1.2. JlayHoe 0110 pabOTHHKA - COBOKYIHOCTh TOKYMEHTOB EPCOHAIBHOTO y4&Ta, COAEPKAIIMX
CBEJIEHHS O pabOTHHKE U €r0 TPYAOBOM AEATEILHOCTH.
1.3. Ilonoxxenue paszpaborano B coorBercTBud ¢ TK, ®enepanbHeM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcOHANbHBBIX HAHHBIX», METOAUYECKMMH PpEKOMEHIAIMAMH
PocapxuBa, Vkaszom IIpesmmenta ot 30.05.2005 Ne 609 «O6 yteepaenuu IlonoxeHHs o
NEePCOHATBHBIX JaHHBIX IOCYJapCTBEHHOrO ciyxamero Poccuiickoit ®enepaiuy u BEIEHHH €ro
JIMYHOTIO Je71a), KOJUIEKTHBHBIM JJOrOBOpOM M Y cTaBoM IIIkoisl.

2. ®opMupoOBaHHE JUYHBIX JeJ1 PA0OTHHKOB
2.1. @opmupoBaHue€ JIMYHOTO Jejia pabOTHHKA IIPOU3BOMTCS JIEIONPOU3BOAUTENEM HE II03HEE
IATH pabovuX JHEH cO JHS 3aKIIOYEHHUS TPYLZOBOTO JOTOBOPA M TOJBKO IMOCIE MOIYYEHHS OT
paboTHMKaA corylachs Ha 06paboTKy ero IMepcoHaNbHBIX JaHHBIX.
2.2. Ilpu mocTyniaeHuH Ha paboTy COTPYIHUK MPeNOCTABIAET (IIPH HAIHYHH) :
- ACIOPT HJIK HHOH TOKYMEHT, YAOCTOBEPSIOIIH JIHYHOCTS;
- aBToOHOrpaduro;
- 3asBJICHHE O IpHUEMe Ha paboTy;
- CTPaxoBO€ CBHJETEIHCTBO IEHCHOHHOTO CTPaXxOBaHHUS;
- HICHTH()UKAIIMOHHBIH HOMep HAIOrOILIaTe bIIHKA;
- TOKYMEHT BOMHCKOI'O y4eTa (1711 BOeHHOOOS3aHHBIX JIHII);
- IOKyMeHT 06 oOpa3zoBaHuu;
- JOKYMEHT O KBaIM(UKAINH (aTTECTAIIMOHHBIH JIKCT);
CIIPaBKy O HAJIWYUH (OTCYTCTBHH) CyJUMOCTH U (WIH) (aKTa yroJIOBHOTO IIPECIIeJOBAHHNS;
- TPYIOBYIO KHHXKKY;
- MEJULIMHCKYIO KHIKKY;
- CBHAETENLCTBO 0 Opake;
- CBUZIETEJICTBO O POXKICHHUH JETEH;
- IOKYMEHTBI O HarpaXKJACHUH.
2.3. PaGotonarens opopmiiseT:
- IMYHYIO KapTouky NeT-2;
- IpMKa3 o pyMeMe Ha paboTy (0 NepeMeleHUH Ha Jpyrye J0JKHOCTH),
- TPYZOBOH JIOrOBOP B ABYX 3K3EMILISAPaXx;
- IOJDKHOCTHYIO HHCTPYKLHIO.
2.4. TlepBuyHoe oopMIICHHE JIMYHOTO Jej1a PeyCMaTPUBAET:
a) IPUCBOEHHUE JIMYHOMY JIeJly HOMEpa COIJIACHO JKYPHAJIY ydeTa JIMYHBIX Je]
(mpunoxxenue Nel);
6) npocTaBieHHe Ha 06JI0XKKe JIHYHOTO Jeia (mpriokenne Ne2) caeayrommx
PEKBH3UTOB: HHIEKC JieJIa (B COOTBETCTBUU C HOMEHKJIATYPOM JeJT IIKOJIBI); MOJIHOE
HaMMEHOBAHHUE ILKOJIBI; HOMEP JIMYHOTO JeNa; (aMHIIUS UMsI OTYECTBO PaOOTHHKA B
HMEHHUTEJILHOM IIaJIeXKe; NaThl - FOJ] Hayajla U ol OKOHYAHHS BEACHHUS Jelia; KOJHYECTBO
JIUCTOB; CPOK XPaHEHHS,
B) IOMEIIEHNE JOKYMEHTOB, ITOUIe)XAIIUX XPAHEHHIO B COCTABE JIMYHEBIX Jel, B
XPOHOJIOTHYECKOM MOPSIKE :
- BHYTPEHHSS OIIUCh JOKYMEHTOB Jiena (npuioxenue Ne3);
- JIMCT C OTMETKaMH 00 03HaKOMJIEHUH pabOTHHKA C JIMYHBIM AeJioM (TpuiioxeHue Ned);
- JIMCT C OTMETKaMH O pe3yJbTaTaX €XXeroJHO# MPOBEPKH COCTOSHUS JIMYHOTO Jea



(mpunoxerue Ne5);

- TMYHBIHN JIACTOK 110 YYETy KaJpOB HJIA aHKETa;

- aBroOuorpadus;

- 3agBJICHHE O MpUeMe Ha paboTy,

- IpHKa3 O mpreMe Ha paboTy;

- KOIIHH JIOKYMEHTOB 00 00pa30BaHHUH;

- IOJDKHOCTHAsE MHCTPYKIIMS,

- TPYAOBOH OrOBOD;

- JIOTOBOP O TIOJTHOM MaTepHaIbHOM OTBETCTBEHHOCTH (€CITH paGOTHHK - MaTEPUAIIBHO
OTBETCTBEHHOE JIMIIO);

- XapaKTepUCTUKH M PEKOMEHIaTeNIbHBIE MHChMA,

- cornacue Ha 00paboTKy NEPCOHATBHBIX TaHHBIX;,

-CIIpaBy O HAJIWYHHU (OTCYTCTBHH) CYJUMOCTH H (unu) akra yroroBHOro

npecie0BaHMts;

2.5. JIUCTHI JOKyMEHTOB, IOMEIIEHHBIX B JIMYHOE JIEJI0, IIO/UICKAT HyMEpaliy.

2.6. JIOKyMEHTHI IIOMEIIAIOTCA B IANKy-CKopocmmBaresb. [Ipy yBoNbHEHIH paboTHHKA
IIPOLIMBAIOTCS HUTKAMH, M CIIOTCA B apXUB.

2.7. BHYTpEHHS ONHUCh IOKyMEHTOBB, HMEIOIMXCS B IMIHOM JIeNIe, N0IDKHA CONEPXKATE
CBEJIEHUS O MOPSIKOBBIXM HOMEPaX, HANMEHOBAHUSX JIOKyMEHTOB JIeJ1a, KOJIMIECTBE JINCTOB,
JaTax BKIIOYEHHS JOKYMEHTOB B JINYHOE JIENO M U3BATHS U3 JIENIa, a TAKKE KeM U3BAT IOKYyMCEHT
H 110 KaKoi NpHYHHE.

2.8. BHyTpeHHSIS OITHCh COCTABJIATCS HA OTACIBHOM JIUCTE 110 ycTaHOBJIeHHOH (opme. JIUCThI
BHYTpEHHEH OIHCH HyMEPYIOTCS OTAECIIBHO.

2.9. TIpu moAroTOBKE JIMYHBIX JIEN K Iepesiade Ha XpaHEHHE K BHYTPEHHEH ONUCH
COCTABJISETCS HTOrOBas 3aIlUCh, B KOTOPOi yKa3biBaeTcs u@paMu ¥ MPOMHCHIO KOJIHIECTBO
BKJTIOUEHHBIX B HEE JJOKYMEHTOB M KOJIMYECTBO JIMCTOB JACA.

3. Begenne JHYHBIX e pa0OTHHKOB
3.1. JInuHOE NeNo BeIeTCs B TEUEeHHE BCero meproa paboThl KaX/I0ro nearora i
cotpyanuka I1Ixosl.
3.2. JlanpHeifnee BeeHHe JUIHOTO Jeja pabOTHHKA PElyCMaTPHBACT OMEIICHHUE B
Jleno ZOKYMEHTOB, 06pa3yIoIuXcs B Iponecce paboyel NeATeNbHOCTH i MMCIOIIHX 3HAMCHIC
JIeJ1 TPYAOBBIX OTHOIIEHHUH :
- JIOTIOJTHEHME K JIMYHOMY JIUCTKY IO Y4YETY KaapoB;
- JIOTIOJIHUTENBHEIE COTJIAIEHHs K TPYAOBOMY AOTOBODY;
- KOITMH IIPUKA30B [0 JUNYHOMY COCTaBy, KOTOPBIX KacaroTcs pabOTHUKA;
- OT3BIBHI IOJDKHOCTHBIX JIAIL O paOOTHHKE;
- KOIIMH JOKYMEHTOB O TIOBBIIICHAH KBATH(HUKALHH;
- KOIIMH cepTU(PHUKATOB, IPaMOT;
- JIUCT - 3aBEPHUTEIH Jelia (COCTABIIAIOT IPH CAadYe JIMIHOro /iejia B apXxuB);
- HHBIE JIOKyMEHTBI.
3.3. B nuuHbIe fea He OMEIAoTCs JOKYMEHTHI, MMEIOIHe BTOPOCTEIICHHOE 3HAUCHHUE
HCPOK XpaHeHHs MeHee 10 JIeT BKIIOUHTENbHO. Takue NOKyMEHTEI XpaHATCA B OTACTIBHOM aene
«JI0OKyMEHTEI, He BOLIEIIHNE B COCTAB JINYHBIX JEI».
3.4. B KoHIle KaJeHAapHOTo rofia U He no3nHee 30 nexabps Bee paboTHuKkH [IKOIBI
[IpoXOAAT 03HAKOMIIEHHE C JINYHBIMU JEIaMH. 06 3TOM JienaeTcs OTMETKA B JIUCTE
03HaKOMJIEHHS pabOTHYKA C JINYHBIM JICJIOM.
3.5. O3HAaKOMJICHHME C J€JIOM IIPOMCXOJUT UCKIIOUMTELHO B KAOUHETE IMPEKTOpa H B
ero IPUCYTCTBUH. 3aNpelaeTcs BBIHOC Iea U3 KaOuHeTa.
3.6. Beigaga Konuii JOKyMEHTOB U3 JIMYHOrO Jiejia MPOM3BOIUTCS TI0 IMIHOMY
3asBlIeHUIO PaGOTHHKA M C pa3pelieHus TupeKTopa. Komuu J0KyMEHTOB JOJDKHEI OBITH
3aBepEHBI M IPEIOCTABIICHEI PA0OTHHKY B TEIEHHE TPEX IHEH CO JHS MOAAaYH 3asBJICHHS.




3.7. U3baTHE OTAEIBHBIX JOKYEHTOB U3 JIMYHOTIO JIejIa IIPOM3BOAUTCS C pa3pelICHUs
JHpEKTOpa IIKOJIBI ¢ 0OpMIIEHHEM COOTBETCTBYIomek 3amucy B rpade «IIpumedanuey
BHyTpeHHel onucy. [Ipy BpeMEHHOM H3BSTHH JOKYMEHTA Ha €0 MeCTO (MK JIMCTaMH
COCEIHHX JOKyMEHTOB) BKJIA/IBIBAETCS CIIPABKa-3aMECTUTEI C YKaBaHHEM JaThl U IPHIHH
H3BATHS C IIOANKCHIO JIMIA, BBIIABIIETO JOKYMEHT, ¥ IOAMUCHIO JIMLA, ITOJTy4YUBLIETO BO
BPEMEHHOE I10JIb30BaHHUE.

3.8. B nenax obecrnedeHnss KOHTPOJIS 32 COXPaHHOCTHIO U aKTYJIBHOCTBIO IMYHBIX J€EIT B
IlIxone (e mo3mHee I kBapTana roja, CJIeAyIOIIETO 33 OTYETHBIM) IPOU3BOAUTCS
MpOBEpKa UX HAJIMYUS U COCTOSHHS.

3.9. Exxeroiayo IpoBepKy COCTOSHUSA JTHYHBIX JEN Ha IIPEAMET COXPaHHOCTH
BKIIOYEHHBIX (B HEro JOKYMEHTOB IIPOBOAMT CIELHANbHO co3faHHass komuccus. O
TIPOBEJICHHBIX MPOBEPKAX [ENaeTcs OTMETKa B JIMCTE O pe3yNbTaTaX eXErofHOH IPOBEPKH
COCTOSIHHS M HaJIW4Ms JM4HOro nena (mpwioxkeHue NeS) M cocTaBisercs akT. Pe3ynbrarhl
IPOBEPKH JIMYHBIX €] B 00A3aTENHHOM HOPSIKE TOBOAATCS 10 Jupektopa Kok

4. XpaneHue u y4eT JHIHBIX el pab0THUKOB

4.1 XpaHeHue ¥ y4&T JTUYHBIX €)1 IeJJaroroB ¥ coTpyAHMKOB IIIKosBI OpraHusyroTcs ¢
LeNTBIO GBICTPOTO MOMCKA JIMYHBIX eI, 00SCIIeYeHHs. HX COXPAHHOCTH U KOH(HACHIHATBHOCTH
CBEJICHHIH, COIEPKAIUXCS B JOKYMEHTaX JIMYHBIX JI€]1, OT HECAHKIIMOHUPOBAHHOIO IOCTYIA.

4.2. Jluunble nena paGOTHUKOB XPAHSTCS B CIICLIHAIEHOM METALIMYECKOM cefide y
JUpeKTOpa MIKOJEL. JIMdHEIe KapTouKy 1o yHH(uIupoBaHHOH popmeNe T-2 xpansTcs
oTaenbHO. JIOIKHOCTHBIE MHCTPYKIMH XpaHATCS B OTAeNbHOM nanke [Ikossr.

4.3. Tpy[oBble KHHKKH, MEIMIIMHCKAE KHIDKKH XPaHATCSA B ce(e AMpeKTopa IIKOJBI.

4.4. JTocTyn K JTMYHBIM JeJilaM pabOTHHKOB MMEIOT TOJBKO 3aMECTUTENH JUPEKTOpA U
JUPEKTOP IIKOJIBL.

4.5. CucteMaTH3amys JTHYHBIX A€ paGOTHUKOB IIPOU3BOJHUTCA B a/I(paBUTHOM HOPSIKE.
5. OdopmiieHHE JHYHBIX XeJ1 paGOTHHKOB Iepe/ caaveiil B apXuB

5.1. OdopMiIeHHE THYHBIX A€j Tepefaud B apXHB MPOH3BOJMTCS NMPEKTOPOM LIKOMEL OJTa
Ipoleaypa BKIIOYAET:

- MOJIIKMBKY (TIEpEeIIeT) Aena;

- YTOUYHEHHE HyMepalMH JIHCTOB JIENa;

- COCTaBJICHUE JIUCTA-3aBEPUTENA ;

- cocTaBjieHde (YTOYHEHHE) BHYTPEHHEN OIMCH,

- BHECEHHE YTOUYHEHHH B PEKBHU3UTHI JIHLEBOH 00JI0KKH Jena.

5.2. Jlucr- 3aBepuTenb Jena AODKEH INOANHKCATh €0 COCTaBUTENb, NPH 3TOM JEIacTCH
pacmm(ppoBKa JODKHOCTH M IIOMIIMCH, NPOCTaBJseTcs Jara. B mporecce HCMOIb30BaHHSA
apXHBHBIX JIOKYMEHTOB B JIMCTe-3aBepHTeNe AENAlOTCA COOTBETCTBYIOIIME OTMETKH. Eciu neno
nomuTO 63 JIMCTa-3aBEpHTENs, TO €ro CeAyeT HAKICHTh Ha BHYTPEHHIOK CTOPOHY OOJIOXKKH
Jena.

5.3. C uensio obecrieyeHuss COXpAHHOCTH JIMYHBIX JIEJI pPEKOMEHAYETCA:

- 0OBENUHSTh HHAWBHIYANbHBIC JUYHBIE J€ja YBOJICHHBIX COTPYJHHMKOB B ONHY OOJOXKY
(0GbEIMHEHHOE JIe0) C TAKHM pacyeToM, YyToObl 00beM Jena (Tom) He mpesbiman 250 1ucToB
(TIyTeM CINMBKY MaTEPUATIOB HHIMUBHAYAIBHBIX €] IO TOJaM YBOJILHEHHU);

- pacroiaraTh MaTepHANbl MHAMBHAy&IbHBIX el B Mpeenax nena (Toma) B an(aBATHOM
nopsake (MoGaMHIIBHO), OTAENSA MaTepHalbl, OTHOCSIIMECS K DasHBIM HHIAMBHUIYaIbHBIM
JenaM, YHCTBIM JIACTOM OyMmard C YyKa3aHHeM Ha HeM (aMHJIMH, MMEHH M OT4YeCTBa
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYIHHKA,

- cHaOXaTh Kaxaoe OOBeAMHEHHOE J1el0 (TOM) BHYTPEHHEH OIHCHIO C NEpEevYHCICHHEM
(aMuIHii, IMEH U OTYECTB M YKa3aHHEM HOMEPOB CTPAHUIL, B MPe/ieNiaX KOTOPBIX PAaCIIONOKEHEI
COOTBETCTBYIOLIME JOKYMEHTBHIL.

5.4. Tlepemaya JNWYHBIX Hel B apXUB OCYINECTBIACTCS HE IIO3JHEEC 3aBEPUICHHA HX B
JIETIONIPOU3BOJICTBE B COOTBETCTBUM ¢ rpadukoM. IIpenBapuTeqbHO JAMPEKTOPOM MPOBEPSETCS
MOJIHOTA M NMPaBUIBHOCTH TIOATOTOBKY JIMYHBIX JeN K mepenaye. BBIIBICHHBIC IIPH NPOBEPKE



HEJOCTATKH YCTpaHsIoTcsa. Ilepemaya M IpHEM INIPOM3BOIATCS IO  ONMCH C IPOCTAHOBKOH
OTMETOK O HAIMYHMH JINYHBIX.

5.5. Jluunble nena paGOTHMKOB 3aKOHYEHHBIE AENONPOM3BOACTBOM 10 1 auBaps 2003 rona,
xpansrtcs 75 net, nocne 1 suBaps 2003 roga- 50 ner. JInuHble nefa AUPEKTOpa MIKOJIBI HMEIOT
MOCTOSHHBIN CPOK XpaHEHHUS.

6. OTBETCTBEHHOCTH paboToaaTesss H padoTHMKA

6.1 Tlemaroru U COTPYJHHKH LIKOJIBI 00SI3aHbI CBOEBPEMEHHO IPECTABIATE CBEACHHUSA 00
H3MEHEHHH CBOMX MEPCOHAIBHBIX TAaHHBIX, BKIIOYEHHBIX B COCTaB JINYHOTO JAea.

6.2. PaGotonarens obecrieynBaeT:
- COXPaHHOCTB JINYHBIX €] IEJaroroB ¥ COTPYAHHUKOB IIKOJIEI,
- KOHQHICHIHAILHOCTh CBEIEHHH, COIEpXKAalMX B JIMYHBIX Je€jIaX [eAaroroB UCOTPYJHHUKOB
IIKOJIBL.

7. IlpaBa paGoroaaTens u paboTHHKA

7. 1. Ilegaroru ¥ COTpyAHHMKH IIKOJBI HMEIOT IIPABO:
- IIOJTy4aTh HOJIHYIO HH(popMaIHio 06 06paboTKe CBOMX NMEPCOHANBHBIX TaHHBIX;
- OJY4aTh AOCTYI K CBOUM IIEPCOHAIBLHBIM JaHHEIM;
- OJy4aTh KOMHMH JOKYMEHTOB, XpaHAIIUXCS B IMYHOM JIETIC;
- Tpe0oBaTh HCKIIIOYESHNUS WIH UCIIPABJICHHS HEBEPHEBIX M HEMOJHBIX MEPCOHATBHBIX JaHHBIX;
7.2. Paboronarens UMEET NPaBo: ,
- 00pabaTsIBaTh EPCOHANBHBIE JaHHbIE PA0OTHUKOB, B TOM YHCJIC H Ha JICKTPOHHBIX
HOCHTEISX;
- 3aIpamMBarh OT pabOTHUKOB HH(OPMAIIHIO, HEOOXOAUMYIO UL BEACHUS IMYHBIX el U
00paboTKH MEepCOHANBHBIX JaHHBIX.
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[Tpunoxenue Ne 2
K [TOJIOXKEHHIO O TIOPSIKE BEJACHHUS JTHYHBIX 1€ pabOoTHUKOB

WUnnekc nena

_(Ha3BaHHe OpraHU3aIMU H CTPYKTYPHOTrO MOApa3Ie/ICHHS)

JIMYHOE AEJIO Ne

(3aros1oBOK Jiena)

Jlara Hayana

Jlara oKkOHYaHus
Ha JIMCTAax
XPaHHUTD aer




ITpunoxenue Ne 3
K TIOTIOEHHIO O TIOPSA/KE Be/IEHUS JINYHBIX A€ paOOTHUKOB

BHYTPEHHSIA OITUCh

JOKyMeHTOB fiena Ne

Ne Hunexc Jara Haspanue JOKyMEHTa Homep [Ipumeyanue
n/nm | IOKyMeHTa | [JOKYMEHTa JIUCTOB
1 nena
i
HUroro: JIOKyMEHTa

(urppamMu U NPONHUBIO)

KosnnyecTBo JIMCTOB
BHYTPEHHEH OITHUCH

(upamMy 1 IPONHUCHIO)

OTBETCTBEHHBIH 3a
KaJpOBbIH yYerT:

(moamnuce)

« » roaa




Ipunoxernune Ne 4
K [IOJIOIEHHIO O HOPSANKE BEASHHUS IMYHBIX €N pabOTHHKOB

D.1.0.
JIOIDKHOCTD
JIuunoe neno Ne
JlaTa 03HAKOMJ/ICHHS Moanuch, paboTHHKA OTMeTKH, IPHMEYaHHs,
3aMeYaHHus

padoTHHKA ¢ JHMYHBIM
AeJI0OM




[Tpunoxenne Ne 5
K NOJIOKEHHUIO O MOPAIKE BEJICHUS JIMYHBIX €] pabOTHUKOB

OtrMeTka o pe3yibpTarax eXerogHou IIPOBEPKH COCTOSHHA H HATHYHS JIMYHOIO Jejia
$.1.0.

JIOJKHOCTE:
Jlnanoe neno Ne

Hara ®.1.0. 41eHOB KOMHCCUH IToamucH 4wieHOB PesyneTar nposepku
IIPOBEPKH KOMHCCHH
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