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1.1. Hacrosiee Ilosio:keHue o BegeHMHM JHYHBIX JieJI COTPYJAHUKOB IIKOJIBI ONpPENENsieT MOPSI0K
BEJICHUSI JIMYHBIX JEJI TeJaroroB M WHBIX COTPYJHUKOB W PAOOTHHKOB IIKOJBI, ONPEACNISICT MOPSAIOK
dbopMupoBaHUs, Yy4eTa M XpaHEHHs, BBIJAUYM JIMYHBIX JeNl BO BpPEMEHHOE IOJb30BAaHME, a TaKKe
OTBETCTBEHHOCTb, IIpaBa paOOTHUKOB U TUPEKTOPA 00111€00pa30BaATEIIHLHOTO YUPEIKICHHUS.

1.2. JTaanoe Ilonooicenue o 6ederuu auunbix Oel KOl pa3padoTaHO C MEJbI0 perjaMeHTaIllud padoThl ¢
JUYHBIMHU JISJIAMH COTPYJHUKOB O0IIE00pa30BaTEIBHOTO YUPEKACHHUS, B COOTBETCTBHH C TpyIOBBIM
Konexcom Poccuiickoit @eneparuu, KosmeKTUBHBIM I0TOBOPOM, Y CTAaBOM.

1.3. Hacrosiee IlonoxxeHue o nopsiake BeASHUS JUYHbBIX J1€J1 paOOTHUKOB YTBEPKAAETCS MIPUKA30M I10
IIKOJIC U SIBJISIETCS 00sI3aTeNbHBIM ISl BCEX MEAAaroroB M IPYTHX COTPYIHUKOB 00IIE00pa30oBaTeILHOTO
YUPEKICHUSI.

1.4. Benenue NUYHBIX /1] MEIarOrOB U COTPYIHUKOB IIKOJIBI BO3JIaraeTcs Ha JAeTONPOU3BOAUTEIS.

2. lopsinok (popMUPOBAHUSI JIUYHBIX €1 COTPYTHUKOB

2.1. ®opmupoBaHUe TUYHOTO JIeja IEaroroB U cCOTpyAHUKOB OY MPOU3BOIUTCS HETIOCPEICTBEHHO MOCHE
npuema B OY uiu nepeBojia mearoroB ¥ COTPYIHUKOB U3 IPYroro 00pa3oBaTeIbHOTO YUPEKICHMUS.

2.2. B cooTBeTCcTBUM C HOPMATUBHBIMHU JIOKYMEHTAMH B JIMYHBIC Jelia MEeJaroroB U coTpyaHukoB OY
BKJIQ/IBIBAIOTCS CJIEIYIONINE JOKYMEHTHI:

s nedazo2o8:

®opma T-2;

3asiBIICHUE TIpreMa Ha padoTy;

aBToOMorpadus;

KOIIHSI MMAcTiopTa WK UHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTE;

KOIIHSI CTPAXOBOT'O CBUETEIIHLCTBA IEHCUOHHOTO CTPAXOBAHUS,

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAIOTOIJIATEeNbIINKA;

KOIIHSI CBUJIETENIBCTBA O Opake (B ciiydae M3MEHEHHs (haMUJTHH);

KOMUs JOKYMEHTOB BOMHCKOTO y4eTa (AJ11 BOEHHOOOSI3aHHBIX JIUIT);

KOIUs JOKYMEHTOB 00 00pa30BaHuu;

KOMUs JOKYMEHTOB O KBaTH(UKAIUN I HATHMYUE CTICUATbHBIX 3HAHHIA,

KOIHSI IOKYMEHTa O MPOXOXKJICHUHU aTTECTaIUH,

KOIHUs HarpagaHbix JokyMeHToB ( PT, P®D)

cmpaBka 00 OTCYTCTBHM CYAUMOCTH WM (akTa yroJOBHOTO TMPECIIECNOBAaHUS, BBIJAHHOTO
COOTBETCTBYIOIIMM OPraHOM MPABOIOPSAKA;

corjacue Ha 00paboOTKy MEePCOHAIBHBIX TAHHBIX;

Jna compyonukos:

3asBJICHUE O MpUeMe Ha paboTy;

KOIHSI MacTopTa WIK UHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JIMUHOCTE;

KOIIHsSI CTPAXOBOTO CBUCTEIIHCTBA TICHCHOHHOTO CTPAaXOBAHUS;

KOMUs UACHTU(DUKAIIMOHHOTO HOMEPA HAIOTOILIATEIbIIHNKA.

Pabomooamenv ogpopmnsem:

TPYJI0OBOI 1IOTOBOP B ABYX 3K3EMILIAPAX;

MpuKa3 o mpueMe Ha paboTy (0 MepEeMEIIeHUH Ha IPyTre JOJIKHOCTH);

JTUYHYI0 KapTouky Ne T-2;



JOJDKHOCTHYIO MHCTPYKIIMIO B ABYX SK3EMILIsIpax.
Paboromarens 3HaKOMHUT:

C HOPMATHBHO-IIPABOBBIMU JOKyMeHTamMH IKojbl (YcraBoM, KomnektuBHbIM qoroBopom, [IpaBumamu
TPYIOBOTO PaclopsiKa u Jip. JIOKAJIbHBIMU aKTaMH ),

C NOJDKHOCTHOM MHCTPYKIUEH;

MIPOBOJIUT BBOJHBIM MHCTPYKTAX, MHCTPYKTAX IO OXPaHE TPyAa, MHCTPYKTAX IO MPOTHBOMOKAPHOM
0E30I1acHOCTH.

2.3. C uenpro obecreyeHus1 HaJUIeKaIed COXPAaHHOCTH JIMYHOTO JIeja MeIaroroB u coTpyaHukoB OV u
yno0cTBa B 0OpamieHnu ¢ HUM npu GOPMUPOBAHUHN JOKYMEHTHI TIOMEIIAIOTCS B OTJCIBHYIO TATKY.

2.4. TpynoBbIe KHUKKH XPAHITCS OTIIEILHO B ceiide.

3. [opsinok BeeHNs TUYHBIX JIeJI MeIaroroB U COTPyAHUKOB QY

3.1. JImy"oe nmeno meaaroroB U coTpyaHukoB OV BeneTcs B TEUCHHE BCEro MEpHoja padoThl KaKIOTO
negarora u corpynnuka B OVY.

3.2. Beaenue nuyHOrO J1€71a peycCMaTpruBaeT:

XpaHEeHHE JIMYHBIX JIEJT B XPOHOJIOTUYECKOM TMOPSIJIKE;

€XKETOIHYIO MPOBEPKY COCTOSIHUS JIMYHOTO JieJia TIeAaroroB U coTpyaAHukoB OY Ha mpeIMeT COXpaHHOCTH
BKJIFOYEHHBIX B HETO IOKYMEHTOB ¥ CBOEBPEMEHHOE 3aII0JTHCHHE.

3.3. JIoKyMEeHTHI B TUYHOM JIEJI€ TOJIekKAT OIUCH, KOTOpasi XpaHUTCS B COCTaBe JINYHOTO JIENa.

4. Tlopsinok y4éTa M XpaHeHHs JTUYHBIX JIeJ NeJaroroB U COTPYAHUKOB

4.1. XpaHeHue U y4eT JUYHBIX JIeJl IeAaroroB U coTpyaHUKoB OV OpraHusyroTcs ¢ Lelblo OBICTPOro U
0€30MMO0YHOr0 TIOMCKA JIMYHBIX JIeJ, OOeCleYeHHs WX COXPAHHOCTH, a Takke OOecreueHus
KOH(UIEHIINATbHOCTH CBEACHUN, COAEPKAIINUXCS B JOKYMEHTAX JIMYHBIX JIe]l, OT HECAHKIIMOHUPOBAHHOTO
JOCTYTIA.

4.2. JluuHble nena COTPYOHUKOB XxpaHsTcs B ceiipe OY. JlocTynm K JMYHBIM JelaM MEAaroroB U
coTpyaAHUKOB OY UMEIOT TOJIBKO JIeTTOTPOU3BOIUTEND, 3aMeCTUTENh AupekTopa 1o YBP u nupexrop OV.
4.3. JIuunble feja neaaroroB U coTpyaHUKoB OV, UMEIONINX rOCyAapCTBEHHBIE 3BaHUs, IPEMHH, HATPAIbI,
YYEHBIC CTETICHU U 3BaHUs, XPAHSITCS MMOCTOSTHHO, & OCTAJILHBIX COTPYIHUKOB -75 JIET C TOAa YBOJIbHEHUS
paboTHuKa (B cOOTBETCTBHH ¢ [IlepeuHeM TUMOBBIX yIpaBICHUECKUX JOKYMEHTOB).

5. [lopsiiok BbIIAYM JIMYHBIX /IeJ1 BO BpeMEeHHOeE M0JIb30BaHHe

5.1. Beigaua nuyHBIX A€ (OTAETBHBIX JOKYMEHTOB B COCTaBe TUYHOTO JIeNia) BO BPEMEHHOE MOJIb30BaHUE
MIPOU3BOUTCS C pazpernieHus nupekropa OV mo 3asBieHuto cotpyaauka OY.

5.2. Pabota (03HaKOMJIEHHE) C JIMYHBIMU JIelaMH TIEIaroroB ¥ coTpyAHUkKoB OV mpou3BoAUTCS B
MpueMHON AaupexTopa. B xoHie pabodero aHS AeIONPOU3BOIUTENL 00s3aHa YOEIUTHCS B TOM, UYTO BCE
JUYHBIE JIeNa, BBIJAHHBIE BO BPEMEHHOE IOJIb30BAaHHE, BO3BpAIllEHBl HA MECTO XpPaHEHUS U €CTh JIH
HEOOXOMMOCTH JIJIsl IPUHATHS MEP K UX BO3BPAIIEHUIO WA PO3BICKY.

6. OTBeTCTBEHHOCThH

6.1. [lenaroru u corpynauku OY 00s3aHbI CBOEBPEMEHHO MPECTABIATH JIEJIOMPOU3BOIUTEIIO CBEIACHUS
00 U3MEHEHUH B IEPCOHANBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAaB JINYHOTO JIENa.

6.2. Paboroarens o0ecIeynBacT:

COXPAHHOCTb JIMYHBIX JIE] [1€1aroroB U COTpyAHUKOB OV

KOH(PHUACHITMAIBHOCTD CBEICHUM, COACPIKAIIIUXCS B JIMUHBIX JIeJIaX TMEeIaroroB u COTPYAHUKOB.

7. IIpaBa

7.1. lna obecnieueHus 3alTUThI IEPCOHATBHBIX JAHHBIX, KOTOPBIE XPAHATCS B IMYHBIX JETaX MeJaroroB u
corpyanukoB OV, negaroru u corpyaHuku OY uMeroT npaso:

MOJTYYUTh TIOJIHYIO HH(POPMAITUIO O CBOMX MEPCOHATBHBIX JAaHHBIX U 00pabOTKe ITHX JAHHBIX;

MOJIYYUTh CBOOOAHBIN JOCTYI K CBOMM MEPCOHATBLHBIM JaHHBIM;

MOJTYYUTh KON, XPAHSIIHUECS B IUIHOM JIeJIE ¥ COJIeprKaIllie MePCOHAIbHBIC JaHHBIC,

TpeOOBaTh UCKIIFOUEHUS WM UCTIPABIICHUS HEBEPHBIX WU HETIOTHBIX TEPCOHATBHBIX TAHHBIX.

7.2. PaboToaTens UMEET MPaBo:

o0OpabaTeIBaTh MEepPCOHAIbHBIC JaHHBIC TIEAaroroB U cOTpyaHUKoB OV, B TOM YHUCIIe U Ha DIEKTPOHHBIX
HOCHUTEIISIX;

3aMpOCUTH OT MEJAroroB U COTpyAHUKOB OV BCO HEOOXOANMYIO HH(GOPMAIIUIO.

Onuce JAOKYMCHTOB, XpaHAIIMUXCA B JIMYHOM CJIC.



Ne Hara 3aro0BOK TOKyMEHTA IIpumeuanue
/1 JIOKyMEHTa
1 2 3 4
®opma T-2;
1
3asBieHue IpremMa Ha paboTy;
2
ABtoOuorpadus;
3
Komus nacropTa SN0 HMHOTO JIOKYMEHTA,
YIOCTOBEPSIOIIETO JTUYHOCTD;
4
Komust  crpaxoBoro  CBHJETENbCTBA  NEHCHOHHOTO
CTpaxOBaHUS;
5
Komms UJIEHTU(UKAITMOHHOTO HOMEpA
HaJIOT OILIATCIbIIMKA;
6
Komust cBumerensctBa 0 Opake (B ciiydyae HU3MEHEHUS
hamunun);
7
Komnus JOKYMEHTOB BOMHCKOI'O ydera (st
BOCHHOOOSI3aHHBIX JIUIT);
8
Komus qokymeHToB 06 00pa3oBaHuu;
9
Kormust 1oOkyMEHTOB 0 KBaTU(UKAINN WA HATHIUE
10 CIICIIMaIbHBIX 3HAHUH
Kormust JOKyMEHTOB O TIPOXO0XKJICHUU aTTECTAIIUN
11
Konus narpaaneix nokymenToB ( PT, PO)
12
CmnpaBka 00 OTCYTCTBHHM CYIAHUMOCTH WM  (akTa
YTOJIOBHOTO MpeciieI0BaHus, BBIJIAHHOTO
13 COOTBETCTBYIOIIUM OPraHOM MPABOIOPSIKA;
14 Cornacue Ha 00pabOTKy NEPCOHATBHBIX TAHHBIX




		2024-03-05T20:34:20+0300
	МУНИЦИПАЛЬНОЕ БЮДЖЕТНОЕ ОБЩЕОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ "СЕМЕКЕЕВСКАЯ ОСНОВНАЯ ОБЩЕОБРАЗОВАТЕЛЬНАЯ ШКОЛА" ТУКАЕВСКОГО МУНИЦИПАЛЬНОГО РАЙОНА РЕСПУБЛИКИ ТАТАРСТАН




