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ITos10:keHue 0 BegeHNHU JIUYHBIX e cOTPYAHUKOB MBOY «fIna byaskckas OOI» Tykaesckoro
MYHMUIHUNAJIBHOTO paiiona PT

1.1. Hacrosmee Iloi0:keHne 0 BeleHMH JHUYHBIX JieJ] COTPYAHUKOB ILIKOJIBI ONpPEAENsieT MOPAI0K
BEJICHUS JMYHBIX €]l MEJaroroB M MHBIX COTPYAHUKOB M PAaOOTHUKOB IIKOJIbI, OIPEIENSET MOPSII0K
dbopmMHUpoBaHUs, ydeTa M XpPaHEHMs, BbLIaYM JUYHBIX JEJI BO BPEMEHHOE I0Jb30BAHUE, a TaKXKe
OTBETCTBEHHOCTD, [TpaBa paOOTHUKOB U AUPEKTOpa 00I11e00pa30BaTENbHOIO YUPEKICHUS.

1.2. annoe Ilonoowcenue o 6edeHuu auunbix 0el KOJbl pa3padoTaHo C IEIbI0 perjiaMeHTalul paboThl ¢
JUYHBIMHU JIeJIaMH COTPYJHHUKOB 00111€00pa30BaTENbHOIO YUPEXKACHUS, B COOTBETCTBUM C TpynoBBIM
Kognexcom Poccuiickoit denepanun, KoneKTHBHBIM JOrOBOPOM, Y CTaBOM.

1.3. Hacrosiiee Ilonoxkenne o mopsake BeJEHUS JUYHBIX 7€)1 paOOTHUKOB YTBEPXKAAETCS MPUKA30M 10
IIKOJIE U SBJISIETCS 00s3aTEIbHBIM JUISl BCEX MEAAroroB U JPYIUX COTPYIHUKOB 0011e00pa30BaTeIbHOIO
YUpEXKICHUS.

1.4. BeneHne NMMUHBIX A€J IIEAArOroB U COTPYIHUKOB LIKOJIBI BO3JIaracTCsl Ha AEIONPOU3BOAUTEIIS.

2. Iopsiniok popMUPOBAHMS JIUYHBIX /IeJI COTPYAHUKOB

2.1. ®opMupoBaHUE JUYHOTO JIEN1a IIEAArOoroB U COTPYAHUKOB OV POU3BOINTCS HENTOCPEACTBEHHO MOCIE
npuema B OV wiu nepeBojia Me1aroroB U COTPYAHUKOB U3 IPYroro o0pa3oBaTeIbHOTO YUPEKACHHUS.

2.2. B cooTBeTCTBHM C HOPMATHBHBIMHU JIOKYMEHTAMH B JIMUHBIE J€Ja MEJAaroroB U coTpyaHukoB OY
BKJIQJIBIBAIOTCSI CIEAYIONINE TOKYMEHTHI:

s nedacozos:

d®opma T-2;

3asBJICHHME TIpUeMa Ha paboTy;

aBToOMorpadus;

KOIUS NacIopTa UM MHOTO JOKYMEHTA, YIO0CTOBEPSIOLIETO JINYHOCTE;

KOIHUSI CTPAaXxOBOI'0 CBUAETEIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIMs WICHTU(UKAITMOHHOTO HOMEpPa HAJIOTOIIaTebIINKA;

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

KOIHsI TOKYMEHTOB BOMHCKOTO yueTa (/17151 BOeHHOOOS3aHHBIX JIUIY);

KOIHsI IOKYMEHTOB 00 00pa3oBaHUU;

KOIUs TOKYMEHTOB O KBTM(DPUKALUU WM HAJTMYUE CHeIMaIbHBIX 3HAHUIA;

KOIMSI TOKYMEHTa O IPOXO0XKJICHUN aTTeCTAllNH;

KOIHUs HarpaaHbIxX Jo0kyMeHToB ( PT, PO)

cnpaBka 00 OTCYTCTBMM CyIUMOCTM MiIM (akTa YrojJOBHOIO IpECIeOBaHUs, BBIJAHHOTO
COOTBETCTBYIOIIUM OPraHOM IIPABOIIOPSIIKA;



coryacue Ha 00paboTKy NepCOHATbHBIX JAHHBIX;

Il compyOHuxos:

3asiBJICHUE O TIpHeMe Ha padoTy;

KOIUs acopTa WK UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIHsI CTPAXOBOT'O CBUCTEIHCTBA ICHCHOHHOTO CTPAXOBAHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOT OILIaTeIIbIIHKA.

Pabomooamenv oghopmnsiem:

TPYJIOBOH JOTOBOP B IBYX SK3EMILIApaX;

IpUKa3 o mpueMe Ha padoTy (0 mepeMerieHu Ha APYyTrue JOHKHOCTH);

TUYHy KapTouky Ne T-2;

JOJHDKHOCTHYIO HHCTPYKIIMIO B IBYX SK3EMIUISPaX.

PaGoronarens 3HakOMUT:

C HOPMATHBHO-IIPABOBBIMU JOKyMeHTamMH IKoJbl (YcraBoM, KomnektuBabiM goroBopoM, IIpasumiamu
TPYJIOBOIO paclopsiika U Jp. JOKATIbHBIMHU aKTaMH);

C IOJDKHOCTHOM MHCTPYKLUEH;

MIPOBOAUT BBOJHBII MHCTPYKTAXX, MHCTPYKTaX IO OXpaHe TPyJa, MHCTPYKTAX IO MPOTHUBOIMOKAPHOM
0€30MacHOCTH.

2.3. C nenpto obecrieyeHus HaJJIeKaIIeH COXPAaHHOCTH JIMYHOTO JieNa MeAaroroB u cotpyaHukoB OV u
y1o0CTBa B OOpalieHUH ¢ HUM TpU (POPMUPOBAHUH JOKYMEHTBI TOMEIAIOTCS B OT/ICIBHYIO MAIKY.

2.4. TpynoBble KHHXKKH XPaHATCS OTIIEIBHO B ceiide.

3. [opsinok BeaeHNs JUYHBIX JIeJI EIAroroB U COTPYAHUKOB QY

3.1. JIluyHoe neno menaroroB U coTpyaHukoB OV Bedercs B TEUEHHE BCEro Mepuojaa padoThl KaXI0TO
negarora u corpynnuka B OV,

3.2. Benenue nuyHOTO JieNa MpeaycMaTpuBaeT:

XpaHEHUE JINYHBIX JIET B XPOHOJIOTUICCKOM IMOPSIIIKE;

€XKEroJIHYIO MPOBEPKY COCTOSHUS JINYHOTO JieJia MeIaroroB U coTpyaHukoB OV Ha nmpeaMeT cOXpaHHOCTH
BKJIFOUEHHBIX B HETO JIOKYMEHTOB U CBOEBPEMEHHOE 3aIl0JIHEHHE.

3.3. JIoKyMEeHTHI B TUYHOM JIeJIe MOJIekKAT OIUCH, KOTOpasi XPaHUTCS B COCTaBe JIMYHOTO JIeNa.

4. Topsaaok y4éTa U XpaHeHUsl JTUYHBIX €] MeIaroroB U COTPYAHUKOB

4.1. XpaHeHue U y4eT JTUYHBIX el TIeIaroroB U COTpyTHUKOB OV OpraHU3yrOTCs C IENbI0 OBICTPOTO U
0e30mHrO0YHOr0 TMOWCKA JIMYHBIX Jell, O00ecreueHus WX COXPAaHHOCTH, a Takke oOecrnedeHus
KOH(UIEHIIMATBHOCTH CBEACHUMN, COAEPKAIIUXCS B JOKYMEHTaX JIMYHBIX JIE]T, OT HECAHKIIMOHUPOBAHHOTO
J0CTyMA.

4.2. JluuHble nena COTPYOHUKOB Xxpanstcs B ceiipe OVY. [locTynm K JMYHBIM JelaM TEJaroroB U
coTpyAHUKOB OY UMEIOT TOJIHKO JIETTOTPOU3BOIUTENh, 3aMeCTUTENh AupekTopa o YBP u nupexrop OV.
4.3. JInuHble feJa neaaroroB U cOTpyaHUKoB OV, UMEIONUX rOCYAapCTBEHHbIE 3BaHNUs, TPEMHH, HATPAIbI,
YVYEHBIC CTCTICHH W 3BaHUS, XPAHATCS MTOCTOSHHO, & OCTAILHBIX COTPYIHUKOB -75 JIET € TOJ[a YBOJbHEHUS
paboTHuKa (B COOTBETCTBHH ¢ [lepeyHeM TUMOBBIX yIpaBIeHUECKUX JOKYMEHTOB).

5. [lopsinok BbIIAYH JUYHBIX €1 BO BpeMeHHOe M0JIb30BaHUe

5.1. Beigaua muuHBIX Aen (OTAENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JeJia) BO BpEMEHHOE MOJIb30BaHNE
ITPOU3BOJUTCS C paspeuieHus nupexkropa OY no 3assieHuto cotpyanuka OY.

5.2. Pabora (o3HaKOMIIEHHE) C JIMYHBIMHU J€JaMH TEAaroroB U cOTpyAHHUKOB OV MpoOU3BOIUTCS B
MIpUEMHOHN AupeKkTopa. B koHile pabodero IHs NeIONPOU3BOAUTENL 00s3aHa YOEIUThCS B TOM, UYTO BCE
JUYHBIE JIeNia, BBIJAHHBIE BO BPEMEHHOE IOJI30BAHHE, BO3BPAIEHBI HA MECTO XpPaHEHUS U €CTh JIH
HEO0OXOIUMOCTD IS TPHHSTHS MEP K UX BO3BPAIICHHUIO HJIH PO3BICKY.

6. OTBEeTCTBEHHOCTH

6.1. [lenaroru u corpynauku OY 00s3aHbI CBOEBPEMEHHO MPECTABIATE JIEJIOMPOU3BOIUTEIIO CBEIACHUS
00 M3MEHEHUH B TIEPCOHANBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTAaB JINYHOTO JIENa.

6.2. Pabotonarens o0ecrieunBaer:

COXPAaHHOCTH JTUYHBIX JIEN MIEearoroB U coTpyaHukos OY;

KOH(UICHITMAIEHOCTD CBEJICHUH, COIePIKANTUXCS B IMYHBIX JIEJIaX IeIaroroB U COTPYIHUKOB.

7. IIpaBa

7.1. 1ns obecrieueHus 3alIUThl IEPCOHABHBIX JAHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX JIeJaxX MeJaroroB u
corpyaHukoB OV, nenaroru u corpyaauku OV umeroT npaso:

MOJIYYUTh MOJHYIO MHPOPMALIMIO O CBOMX NEPCOHATBHBIX JaHHBIX U 00pabOTKe 3TUX JTaHHBIX;

MOJIYYUTh CBOOOIHBIN JOCTYI K CBOMM ITEPCOHATBLHBIM JaHHBIM;



MOJIYYUTh KOITUH, XPAHSIIUECS B IMYHOM JeJie ¥ COAepIKAIIne TIePCOHANILHBIC TaHHBIC;

TpeOOBaTh UCKIIIOUSHHSI MITH UCTIPABIICHUSI HEBEPHBIX MJIH HETIOTHBIX TIEPCOHAIBHBIX TaHHBIX.

7.2. PaboTonarens UMeeT MpaBo:

00pabaTbIBaTh MEPCOHATBHBIC TAHHBIE TTEAroroB U COTpYAHUKOB OV, B TOM YHCIIE U Ha AJIEKTPOHHBIX
HOCHTEJISIX;

3alPOCHUTh OT MEAAaroroB U coTpyaHIKoB OY BCIO HEOOXOAMMYIO HH(DOPMAITHIO.

Onuce AJOKYMCHTOB, XPaHAIINUXCA B JIMYHOM ICJIC

No Hata 3aroj0BOK TIOKyMEHTa IIpumeuanue

n/m JIOKyMEHTa

1 2 3 4
®dopma T-2;

1
3asiBieHUE IpUeMa Ha paboTy;

2
ABTroOuorpadwus;

3
Komnus rnacrnopra 158105 WHOTO JIOKYMEHTA,
YIOCTOBEPSIOLIETO JIUYHOCTE;

4
Komuss  cTpaxoBOro  CBUIETENBCTBA  MEHCUOHHOTO
CTpPaxOBaHUS;

5
Kornus UJEHTU(UKAITMOHHOTO HOMEpa
HAJIOTOIUIATENBIINKA;

6
Komusi cBumerensctBa o Opake (B ciiydae W3MEHEHHUS
bamunun);

7
Konus JIOKYMEHTOB BOMHCKOI'O ydera (mms
BOEHHOOOSI3aHHBIX JIUIT);

8
Komnus nokymenToB 06 06pa3oBaHuu;

9

Komnus 1okyMeHTOB 0 KBanuUKalUK WIH HATHYUE
10 CIIEAAIBHBIX 3HAHUN
Komnust 1o0kyMeHTOB 0 MPOXOKJAEHUHN aTTECTAllUU

11
Konus narpaassix nokymenTos ( PT, PO)
12
CrnpaBka 00 OTCYTCTBMM CYAMMOCTH WIH (akTa
YTOJIOBHOTO Ipecie10BaHus, BBIIAHHOTO
13 COOTBETCTBYIOIIUM OPraHOM IIPaBOIOPAIKA;

14 Cornacue Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX
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