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Ilopsjaok Beaenust JuuHbIX e paboTHHKOB

1.061mue noJioxeHus

l.1.Hactosiumit nokaabHbli  akT OINpEeaeNseT BEJEHHE, Yy4yeTa, XPaHEHHUS  JIMYHBIX JIeJ
pabotunkoB MBOY «Anacrosckas COILI» (nanee IIkona).

1.2. Tlopsanok paspaboTan B COOTBETCTBHH ¢ TpynoseiM konekcom PP, denepanbHbiM 3aKOHOM
ot 27.07.2006 Ne 152-®3 «O nepcoHabHbIX AaHHBIX», IPUKA3OM Pocapxusa ot 31.07.2023 Ne
77 «O6 yreepkachHun [lpaBui OpraHM3aUMH  XpaHCHHS, KOMILICKTOBAHHS, ydera H
HCIIO/Ib30BaHMS JOKYMEHTOB ApXUBHOTO (oHaa Poccuiickoit ®deepaunn u Apyrux apXmBHbIX
AAOKyMCHTOB B TOCYyJIapCTBCHHBIX ~OpraHax, OpraHax MECTHOrO CaMOYMpaBICHUS U
OpTaHU3alMAX», KOJNIEKTHBHBIM J0rOBOPOM M YCTABOM MIKOJIBI.

2. ®opMHpoOBaHHE JTHYHBIX 1€ paGoTHHKOB

2.1. @opmupoBanHe nMYHOrO nena paGoOTHHKA NPOU3BOANTCA PabOTHHKOM, Ha3HAYEHHBIM
AMPEKTOPOM WIKOJBI (f1a/iee — OTBETCTBEHHBIH 3a BeneHue aen). JIudunoe aeno (opmupyercs He
M03/1Hee NATH pabouMX AHEH CO JHA 3aK/IOUEHUS TPYA0BOIO 10rOBOPA, HO HE PaHee MONyYeHuUs
OT paboTHHKa coracus Ha 06paboTKy ero nepcoHaIbHbIX JAHHBIX.

2.2. IlepBuyHOE 0hOpPMIIECHHE TMYHOTO eNa npeaycMaTpHBaeT:

a) IPUCBOCHHE INYHOMY €Ty HOMEpA COIJIAcHO KYPHaJIy y4eTa JMYHbIX Jen (npuiokenue Ne
1);

6) odopmnenue obnoxkm aMuHOrO aena, KoTopast (OpPMHpPYETCS B COOTBETCTBHH C
TpeboBanusmu npukasa Pocapxusa ot 31.07.2023 Ne77. B 00J10)KKY BHOCST CIIEIyHOIIHE
PCKBH3HTBI:  MHIACKC Jena (B COOTBETCTBMM C HOMCHKJIATypol nen  obpasoBaTebHOI
OPraHU3alMK); MOJTHOE HAHMEHOBAHWE WWIKOJILI; HOMEp JIMYHOTO Jena; haMuiis UMS OTYECTBO
paboTHHKA B MMEHHMTE/NBHOM MaJEkKe; JaThl — O HAYaia M rof OKOHUAHMS BEIEHHs aena;
KOJIMY€CTBO JINCTOB; CPOK XPAHEHHS;

B) TMOMECUICHHE [IOKYMEHTOB, MOANEXAIIMX XPAHEHHIO B COCTABE JIMYHBIX J€T, B
XPOHOJIOrHYECKOM IMOPSAKE:

“BHYTPCHHAS OMUCh JOKYMEHTOB ji€/1a, KOTopas (JOpPMUPYETCst B COOTBETCTBUH ¢ TPeBOBAHUAMH
npukasa Pocapxusa ot 31.07.2023 Ne 77;

-JIUCT ¢ OTMETKaMu 06 03HaKOMJICHUH PaGOTHHKA C TICPCOHAIBHBIMU JAHHBIMU W3 JIMYHOTO JC/Ia
(mpunoxenne Ne 2);

“IACT € OTMCTKAMHM O pe3ysibTaTax EXKEroAHOM NPOBEPKM COCTOSHUS JIMYHOTO JIeia
(mpuitoskenue Ne 3);

~/INYHBIH JIMCTOK 1O y4eTy Kaapos (npusoxerne Ne 4);

-cornacue Ha 06paboTKy NepCcOHANbHBIX JaHHBIX;

-3asBJICHHE O MpHeMe Ha paboTy;

-KOIHA NpHKa3a 0 npueMe Ha padory;

-KOMNHsA 10JKHOCTHOH MHCTPYKLIMH;

-TPYA0BOH 10TOBOP;

~A0TOBOp O MOJHOH MaTepuanbHOH OTBETCTBEHHOCTH (€CaM pabOTHHK — MaTepHaibHO
OTBETCTBEHHOE JIMIIO);
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~PE3YIBbTaThl IPEIBAPHTEILHOIO MEAHIIMHCKOTO OCMOTPA;
“PE3Y/IbTAThl ICHXHATPHYECKHX OCBHM/ETENbCTBOBAHUM (€C/AM PaGOTHHK BBIMOIHSET OTACAbHBIC
BH/Ibl 1€ATENbHOCTH;

~CIIpaBKa O HAJIMYMK (OTCYTCTBMHM) CYJIMMOCTH M (M) (HaKTa yroJIOBHOTIO Mpec/e/I0BaHUS.

2.3. JTUCTBI JOKYMEHTOB, IOMELUEHHBIX B JIHYHOE A€I0, NOoJUIekaT HyMepalHH.

2.4, JlokyMeHTBI MoMeIaTes B narnky-ckopocwuareis. [Ipu yBonbHenun paborHuka neno
[TPOLIMBACTCA HUTKAMM M CAeTCS B aPXMB ILKOJIbI.

2.5. BHYTpeHHSs ONMCh JOKYMGHTOB fena JOJKHA COAepKaTh CBEJACHHA O TOPSAKOBBIX
HOMCpaX, HAaWHMCHOBAaHWAX [OKYMCHTOB Jeiia, KOJMYECTBE JIMCTOB, J4TaX BKIIOUCHHS
JIOKyMCHTOB B JIMYHOC 110 M M3BATHA M3 JIe/id, a TAKXKE KeM M3BAT JOKYMEHT M 10 KaKoil
NpHYHHE,

2.6. BHYTpeHHAS ONHCh COCTABIACTCSA HA OTACTBHOM JIHCTE 110 ycraHosieHHOH (opme. JIucTe
BHYTPEHHEH OIHCH HYMEPYIOTCA OTAENBHO.

2.7. Ilpx MOArOTOBKE IMYHBIX A€M K nepenaye Ha XpaHeHHE K BHYTPEHHEH OMMCH COCTABIISAETCA
HTOTOBas 3alKCh, B KOTOPOH yKa3blBAaeTCA LH(BPAMU U MPONUCHIO KOTHYECTBO BKIIOYEHHBIX B
HEC IOKYMEHTOB H KOJIHYECTBO JIMCTOB feia.

3. Beaenue imunbix ae1 paGoTHuKoB

3.1. Jluunoe neno BemeTcs B TeueHue Beero nepuozaa pabotel paboTHHKa 00pa3zoBaTebHOI
OpraHH3alnH.

3.2. Benenue nuunoro nena pabortHuka NpEyCMaTpUBACT MOMELIEHHE B EJIO JIOKYMEHTOB,
obpasyrommuxcs B npouecce paboycit ICATEILHOCTH M MMEIOUIMX 3HAYCHHE JUIS TPYIOBBIX
OTHOLIEHHI:

~AOMOJIHEHHE K IMYHOMY JIHCTKY 110 y4eTy KaJpoB;

~/I0TIOTHATEIIbHBIE COIVIALLIEHHS K TPYI0BOMY JOrOBOPY:

~KOTHH  TIPHKAa30B MO JIMYHOMY COCTaBy, KOTOpble KacaloTcs paGoTHHKa (0 nepeBoe,
NCPEMELICHHH, POTALMH, COBMELIEHHH, COBMECTHTENLCTBE, YBOIBHEHHHM, OILIATE TpyXa,
aTTCCTAllNH, MOBBILICHHH KBAIM(DHUKALIMH, MOOUIPEHHH, HArPAXKACHHH, 00 H3MEHEHHM AHKETHO-

Onorpaduueckux aaHHbiX, oTmyckax no yxony 3a pebGeHkom, ornyckax 6e3 coxpaHeHus
3apabOTHOM MuaTh);

~OT3bIBbI I0OJUKHOCTHBIX JTULL O pabOTHHKE;

-Coryiacust Ha 00paboTKy NMEPCOHANBHBIX JAHHBIX:

~XapaKTCPUCTUKH H PEKOMEHIATE/IbHBIC THChMA;

-aTTeCTALlHOHHBIC JINCTBI;

“PE3Y/IbTaThl IEPHOAUUECKHX MEANIIMHCKHX OCMOTPOB;

“PE3YNIbTAThl NICUXHATPUYECKUX OCBHACTENCTBOBAHMH (eciu pabOTHHUK BBINOJIHAET OTAEIbHBIE
BUIIBI IESATEIbHOCTH,

-YBEOMIICHHS 00 H3MEHEHHH YCIIOBHIA TPYZIOBOIo J0rOBOpa;

~KOMHH O0BACHUTENbHBIX 3aMUCOK, 3asBJICHUI paboTHuka,

-MaTepualibl aTTeCTalUMH (€Ciin pabOTHUK NOANEHKHT [IPOXOXK/AECHHUIO ATTECTALIMH);

~/TUCT — 3aBEpUTEIb J1e1a (COCTaBIAIOT NPU cAaye JMYHOTO Jea B apxHB);

~HHEIE )IOKyMeHTbl.

3.3. B nuunble nena He MTOMCIIAKOTCA JOKYMEHTBI, HMEIOLLIME BTOPOCTENEHHOE 3HaueHue. Takue

AOKYMCHTBI XpaHATCSA B OTACAbHOM aene Ne 4-09 «JIoKkyMEHTBI, HE BOIICAIINE B COCTAB THYHbIX
oem».

3.4. PaGOTHHK 3HAKOMHUTCS C JIMYHBIM [€/IOM B TeUEHHeE Tpex paboumnx AHeH ¢ AaThl MONydeHns
OTBETCTBCHHBIM 32 BEJICHHE €/ 3aABleHHs ¢ Npock6oii 06 o3Hakomiennn. 06 3ToM menaercs
OTMETKa B JINCTE O3HAKOMJICHHMS PaGOTHMKA C JIMYHBIM J€/I0M.

3.5. O3HaKOMNEHHEe C J1e70M MPOMCXOMMT WCKITIOYHTEIHO B KaGHHETe OTBETCTBEHHOro 3a
BEACHHE 1€ W B €ro NPUCYTCTBHH. 3anpeiaeTcs BbIHOC [e/1a U3 KabuHera.

3.6. Bblnaua konuii JOKYMEHTOB M3 JIMYHOIO Aesla MPOMU3BOAMTCA MO JMYHOMY 3asABJIEHHIO
paboTHMka M C pa3spewenus ampexropa. Konmm JAOKYMEHTOB J0JKHbI OBITH 3aBepeHsl M
NpeocTaBeHbl pabOTHHKY B TEUEHHE TPeX JHEH CO JHS M0a4M 3asBJICHHS.

3.7. WisbATHE OTAENBHBIX JOKYMEHTOB M3 IMYHOTO je/ia MNPOMU3BOAMTCA C pa3peLIeHus
AMpEKTOpa 06pa3oBaTe/IbHOI OpraHU3aLum ¢ 0(hOpMIIEHHEM COOTBETCTBYIOIIEH 3amucH B rpade
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«IIpumeuanne» BHyTpeHHei onucH. [Ipu BpeMEHHOM M3BATHH JOKYMEHTa Ha €ro MecTo (MEX1y
JTHCTaMH COCEHHMX [OOKYMEHTOB) BKJIAAbIBA€TCA CIpPaBKa-3aMECTHTENb C YKa3aHHEM JaTbl H
[IPUYUH M3BATUA € NOANMCHIO JIMLA, BbIAABLIETO J0KYMEHT, U MOAMUCHIO M@, MOJTY4YHBILETO
€ro BO BPEMEHHOE I10J1b30BaHHUE.,

3.8. B uensx oGecrieyeHUss KOHTPONS 3a COXPAHHOCTHIO M AKTYANbHOCTBIO JIMUHBIX €l B
00pa3oBaTeNbHOM OPraHU3aLMK €XKEroAHO MPOU3BOAUTCS MPOBEPKA UX HATMYHMSA M COCTOSHHS.
3.9. Exeroanyio npoBepKy COCTOSIHHS JIMYHBIX Jejl Ha MPEAMET COXPAHHOCTH BKIKOYEHHBIX B
HCTO JOKYMCHTOB IPOBOJMT CINCUMAIBHO CO3/laHHas koMHccusi. O NMpOBEJCHHBIX MPOBEpPKax
JICITaETCsl OTMETKA B JIUCTE O PE3yJIbTATAX €XEroAHON NPOBEPKH COCTOAHUS U HAIIMYMS JINYHOTO
nena (mpuiaokenue Ne 3) u cocraBisieTcsi akT. PesynbTaThl NPOBEPKH JIMYHBIX €T B
00s3aTeILHOM MOPSAIKE JOBOAATCS 10 AMPEKTOpa 06pa3oBaTe/IbHON OpraHu3alnH.

4. XpaHeHue H y4eT JJHYHBIX e paloTHUKOB

4.1 XpaHeHHe M yuer JIM4HBIX Ae] paGOTHMKOB 06pa30BaTEILHON OPraHU3aLUMH OPraHU3YIOTCs
C LIeNIBIO OBICTPOro MOMCKa JTHYHBIX e, obecrneyeHust HX COXPAHHOCTH H KOH(PHASHHATEHOCTH
CBE/ICHMH, COEPKALMXCS B JOKYMEHTAX JMUHBIX [€/, OT HECAHKLIMOHMPOBAHHOTO JOCTYIA.

4.2. Jlnunble nena pabOTHHUKOB XPaHATCA Y OTBETCTBEHHOrO 32 BEJAEHHME JI€J1 B CHELHATLHOM
METaJlJIHYECKOM celde.

4.3. JlocTyn K NUYHBIM JelaM pabOTHMKOB MMCIOT TOJILKO OTBETCTBEHHBIH 3a BEICHHE el W
JAHPEKTOp  00pa3oBaTe/JIbHOW  OpraHM3auWy JHOO €ro  3aMECTHTENM T[PH  HCIOIHCHHH
00s13aHHOCTE] IMpeKTOpa 06pa3oBaTEIbHOMN OpraHU3allkHy.

4.4. CuctemMaTH3alMs THYHBIX 1€ paGOTHUKOB MPOM3BOAMTCS B a/ihaBUTHOM MOPS/IKE.

5. Odopmiienne THYHBIX /ie]1 paGOTHHKOB Nepe/l ¢/1aueil B apXuB

5.1. OdopmieHne THUHBIX el IS [epefayd B apXHB [POM3BOAMTCS OTBETCTBEHHBIM 32
BeJIEHHE Jiefl. DTa Npoueaypa BKIIYaeT:

-MOJUIMBKY (MepernieT) aena;

-YTOYHEHHE HyMepaLHH JTMCTOB J1e1a;

-COCTaBJIEHHE JINCTA-3aBEPUTEII, KOTOPBIA (hOpMHpYeTCs B COOTBETCTBHH C TpeOOBaHHAMH
npukasza Pocapxusa ot 31.07.2023 Ne 77;

-COCTaBJIcHHE (YTOYHEHHE) BHYTPEHHEH OIUCH;

-BHCCCHHMC YTOYHEHMH B PCKBH3HMTHI JIMLIEBOH 00JI0%KKH Aea.

5.2. Jluer — 3aBepuTenb Aena AODKEH MOANMCATH €rO COCTABMTENb, MPH 3TOM JEIaeTCs
pacu@poBka JODKHOCTH M TOAMKMCH, MPOCTaBiseTcs jara. B mporecce HCHONb30BAHUSA
APXUBHBIX IOKYMEHTOB B JIUCTE-3aBEPUTEJIC JCTAKOTCS COOTBETCTBYIOLUINE OTMETKH.

Ecnu geno noammTo Ge3s sikcTa-3aBepuTesis, TO €ro ciieayeT HakJIenTh Ha BHYTPEHHIOI CTOPOHY
0010XKKH J1ena.

5.3. C uenpio obecreueHus: COXPaHHOCTH JTHYHBIX JI€]1 PEKOMEHIYETCS:

-00beIMHATL HHAMBHAYalbHblEe [IMYHbIE J€la YBOJIEHHBIX pPAaOOTHUKOB B OJHY OOIOKKY
(oObenmHeHHOE [1€10) ¢ TAKUM pacueToM, utobObl 00beM jaena (Toma) He mpesbiian 250 1ucToB
(nmyTem CLUMBKM MaTepHAJIOB HHAMBHMAYAIbHBIX €/ 10 [0aM YBOJIbHEHHUS);

-pacnojaraTb MaTepuajbl HHAMBHAYaJIbHLIX Jel B npejaenax jaena (toma) B andaBHTHOM
nopsaake (nogaMuiIbHO), OTACNAA MaTepHasbl, OTHOCALIMECS K pa3sHbIM HHIVMBHIYyalbHbIM
JieriaM, YHCTBIM JIMcTOM OymarM ¢ ykasaHWeM Ha HeM (aMHIHH, HMEHH W OTHeCTBa
COOTBETCTBYIOIIETO YBOJICHHOTO COTPYAHUKA;

-cHabxaTh Kakjoe Oo0BeAWHEHHOEe Hesio (TOM) BHYTPEHHEH OMHCBIO C TEepeyHClIeHHEM
(bamunuii, UMEH U OTYECTB M yKa3aHWeM HOMEPOB CTPaHHIL, B MpejiesiaX KOTOPBIX PacrioNoKeHb
COOTBETCTBYIOILHE JOKYMEHTBI.

5.4. Tlepenaua nMHuHBIX J1e]1 B apXHB OCYLIECTBISETCS He MO3/IHee TPeX JIeT Mocie 3aBeplIeHMs
HX B JIEJIONPOU3BOACTBE B COOTBETCTBMM ¢ rpadukom. [lpeasapuTesbHO OTBETCTBEHHBIM 3a
BE/JICHHME Jle] MPOBEPAETCA I10JHOTA M NPABHUILHOCTH MOArOTOBKM JIMYHBIX J€J1 K nepejaye.
BoisiBnennble npu npoBepke HEAOCTATKH YCTPAHAKOTCA OTBETCTBEHHBIM 3a BEJICHHE JEll.
[Tepenaua n npuem NPoU3BOAATCS MO OMHMCH C IIPOCTAHOBKON OTMETOK O HAJIMYMH JIMUHBIX €.
5.5. JInunble nena paGOTHHKOB, 3aKOHYEHHBIE JEJIONPOM3BoACTBOM a0 1 suBaps 2003 roaa,
xpansatcsa 75 ner, nocne 1 suBaps 2003 roaa — 50 ner.
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6. OTBeTcTBeHHOCTH pabGoToaaTessi M paboTHHKA

6.1. PaGoTHuKH MIKObI 00s3aHbl CBOEBPEMEHHO MNPEACTABNIATh CBEACHNUS 00 H3MEHEHHH CBOMX
NEPCOHAIbHBIX JaHHbIX, BKJIIOYEHHbIX B COCTAB JIMYHOIO Jea.

6.2. OTBeTCTBeHHbIH 3a BeaeHHEe jei1 pabOTHMKOB HeceT [AMCLMIUIMHAPHYIO M HHYIO
OTBETCTBEHHOCTb 3a pasrjallieHHe KOH(UAEHUHAIbHBIX CBEAEHHH, COAEPKALIMXCA B JIMYHBIX
JieN1ax, ¥ 3a MHbIE HApYLLIEHUS NOPAIKA BeJEHUs JINUHBIX JeJl.

7. Ilpasa paboroaare/is u paboTHHKa

7.1. PaborHukH 0Opa3oBaTe/IbHOM OpraHu3allii HMEIOT NIPaBo;

-MoJTy4ath MojHy0 WHpopmauuio 06 06paboTke CBOMX NMEPCOHATBHBIX aHHBIX;

-T0JTyqaTh JOCTYT K CBOMM MEPCOHAIBHBIM JaHHBIM;

-110JTy4aTh KOMMH JOKYMEHTOB, XPaHALLUXCS B IMHHOM JIeIe;

-TpeboBaTh MCKIIOYEHHSI MM MCIPABJICHHS HEBEPHBIX M HEMOJHbIX (HCKaKEHHBIX) CBOMX
IEPCOHAILHBIX JaHHBIX,

7.2. PaboronaTeb HMEET Mpaso:

-00pabatbiBaTh NEpPCOHA/IbHbIE JaHHble PAOOTHMKOB, B TOM YMCJIE H HaA 3JIEKTPOHHBIX
HOCHTEJISX;

-3anpammBaTh OT pabOTHHUKOB MHGPOPMAalLMIO, HEOOXOAMMYIO JUIl BEICHHUS JIMYHBIX Jel M
00paboTKH NepCoOHaNbHBIX JaHHBIX.
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INuet cornacosanua k aokymeHTy NQ 33 o1 17.01.2026

WHuynatop cornacosanua: Mabuaynnuna M.K. samectutens avpekrtopa no YBP
CornacosaHne WHHLUKMHpOBaHO: 17.01.2026 15:23

Nuct cornacosanun Tun cornacoeaHuA: nocnegosaTenkHoe
N° PUO Cpok cornacoBaHuA PeayneTar cornacosaHuA 3ameuanunn
1 3uatauHosa I.C. &Moanucaro

17.01.2026 - 15:30
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