


1. O6mue moJioKeHU

1.1. Hacrosimee ITonoxkeHue o mopsiake BeneHUs! JUUHBIX nei padotHukoB MBOVY «KyOsiHCKas
cpennsis obmeoOpaszoBaTenbHasl IKOIA» ATHUHCKOIO MyHHLMMNAIbHOroO paiioHa PT, ocymecTsisromei
00pa3oBaTeNbHYIO IeSITeIBHOCTD, pa3padoTaHo B cooTBeTcTBUM ¢ DenepaapbHbiM 3akoHOM Ne 273-D3 ot
29.12.2012 «O6 obpazosanuu B Poccuiickoii @enepanumny ¢ usmenenusimu Ha 30 nexabps 2021 rona,
®DenepanbHbIM 3aKk0HOM OT 27.07.2006 Ne 152 «O nepcoHanbHbIX JaHHBIX» C U3MEHEHMSIMH Ha 2 HIOJS
2021 roga, Ykazom IIpesunenta ot 30.05.2005 Ne 609 «O06 yreepkaernu [TonoskeHUs1 0 MepCOHATBHBIX
JAHHBIX TOCYAApPCTBEHHOro ciayxamero Poccuiickoil @enepauni U BEOCHUU €ro JIMYHOIO Aeia» B
penakuuu ot 23 urons 2019 ronma, Tpynoseim Kogexcom Poccuiickoin ®enepaunu, KomnekTUBHBIM
JIOrOBOPOM, Y CTaBOM OpPTaHHM3aLNH, OCYIIECTBISIIOmEN 00pa30BaTENbHYIO NEATENbHOCTD.

1.2. annoe IlonoxeHue omnpeaenseT MOOPANOK BENCHUS JHUYHBIX J€JI MNeAaroroB M MHBIX
COTPYZIHUKOB M pabOTHHMKOB IIKOJBI, ONpPEAeIsieT MOPSAAOK (GOPMUPOBAHHS, YIeTa U XPAHECHUS, BbIIAYH
JUYHBIX JI€J1 BO BPEMEHHOE IOJIb30BAHUE, a TAK)KE OTBETCTBEHHOCTb, MpaBa PaOOTHUKOB U IHPEKTOPA
00pazoBaTeNbHON OPTaHU3ALHIH.

1.3. Hactosimee [lonoskeHne yTBepkIaeTCs MPUKA30M IO HIKOJIE U SIBJISIETCS 00S3aTeIbHBIM JIJIsl BCEX
KaTeropuil negjaroruueckux 1 Apyrux COTPyIHUKOB IIKOJIBL

1.4. Benenue NUUYHBIX A€Nl MENArOrOB M COTPYAHUKOB LIKOJBI BO3JIAraeTCs Ha CHELUAIUCTa IO
KaJpaM OpraHU3alHy, OCYLIECTBISOIIEH 00pa30BaTEIbHYIO NEATEIbHOCTD.

1.5. JluuHOe neno — OCHOBHOW JOKYMEHT MEPCOHATBHOTO y4ueTa, COAepKaIluii Hauboee MOJTHbIe
CBeZIeHUs] O pabOTHHKE 0Opa30BAaTEIbHON OpraHM3alMy U ero TPYAOBOH AeATeNbHOCTH. B nudHoe meno
BHOCSITCS] CBEJICHHSI, CBSI3aHHBIE C MTOCTYIUICHHEM Ha padOTy U YBOJBHEHHEM.

1.6. Cenenus1, copeprkalmuecss B JJUYHOM JI€Jie, OTHOCATCS K KOH(pHUIECHIHAIbHONH MH(OpMALHH,
HUMEIOT OrPaHUYEHHBIN JOCTYII U pa3rialleHuI0 He TOJJIeKaT.

1.7. JInuHOe meso BeneTcsl B TEUEHHE BCEro nepruona padboTel pabOTHUKA.

1.8. Benenne HECKONBKHX JIMYHBIX J1€]1 OXHOro paboTHHKA 00pa3oBaTENbHOH OpraHu3aluu He
JIOTTYCKAEeTCsl.

2. ITopsinox ¢popMHUpPOBAHMS JTHYHBIX €] COTPYAHHKOB

2.1. ®opMupoBaHHUE JTMYHOTO JIeJia MearoroB U COTPYAHUKOB 0011e00pa3oBaTeIbHON OpTaHH3aINH
MPOM3BOIUTCS HEMOCPEICTBEHHO IOCHIE TIpreMa B 001eo0pa3oBaTeIbHy OPraHNU3aLUI0 WIN TepeBoaa
MEaroroB U COTPYIHUKOB U3 IPYroi 00pa3oBaTebHON OpraHU3alluu.

2.2. B cOOTBETCTBUU C HOPMATUBHBIMHU JOKYMEHTaMH B JIMUHBIE JleJla NIelaroroB U COTPYAHUKOB
OpPTaHu3aliy, OCYLIECTBISIIOIIEH 00pa3oBaTeNbHYIO OESITEIBbHOCTh, BKJIAABIBAIOTCS  CIECAYIOIIUE
JOKYMEHTHI:

st menaroros:

* 3asIBJIEHUE O MPHEMe Ha padoTy;

* 3asIBJICHHE O COTJIACUU Ha 00paboOTKy MepCOHAbHBIX TaHHBIX MEAarora,;

* ClIpaBKa O HaJM4YUU (OTCYTCTBUH) CyOUMOCTH M (Wik) (pakTa YroJOBHOTO MpPeCciIeNOBaHus,
BBIJIAaHHOT'O COOTBETCTBYIOLMM OPTaHOM IPaBONOPAIKA,;

* aproduorpadus;

* KOMMsI ACMOpTa WJIK HHOTO JOKYMEHTA, YOCTOBEPSIIOILEro JTUYHOCTD;

* KOMMSI CTPAxOBOT0 CBUETENbCTBA IEHCUOHHOTO CTPAXOBAHUS,

* KOIMUS HASHTH()UKALMOHHOTO HOMEPa HAJIOTOTIATEIIbINNKA,

KOMHSI JOKYMEHTa BOMHCKOTO yueTa (11 BOeHHOOOS3aHHBIX ),

* KOITUSI CBUJIETENBCTBA O 3aKJIIOUEHHH Opaka (MpH HAIWIHN),

* KOITUS CBUJIETENBCTBA O POXKIAECHUH JieTel (IPU HAJTHIUH);

KOIHMHU JOKYMEHTOB 00 00pa3oBaHuy,

KOIHHU JTOKYMEHTOB O KBAIN(UKALNY WM HAIWYHE CIIELUATbHBIX 3HAHUH (TIPY HATUYNN);,
* KOITUH aTTECTALMOHHBIX JIUCTOB (IIPU HAJIMYUN),

KOIHHU JOKYMEHTOB O HarpakaeHuH (Ipy HAIMYUH);

* XapaKTEePUCTUKH, PEKOMEHAATENbHbIE MUChbMA (TIPH HAJTHYHH);

* IPUKa3 O pueMe Ha padoTy;

* IPUKA3 O NEePEBOJIE HA MHYIO TOJDKHOCTD (IIPU HAJTMYUN),

* TOJUKHOCTHAsI WHCTPYKUMSA (DOJDKHOCTHBIE HWHCTPYKLIMH C MOMEHTAa HA3HA4YeHHsT Ha BCeE
TOJDKHOCTH),

* TPYAOBOH AOTOBOP (C MOCIEAYIOIUM BKJIIOUEHHEM AONOJHHUTEIBHBIX COTJIAIIEHUH K TPYAOBOMY
JOTOBOPY);

* TPYJOBYIO KHUXKKY;



* MEITULUHCKYIO KHHKKY.

Jlnst pabOTHUKOB:

* 3asIBJIEHUE O MPHEME Ha padoTy;

* 3asIBJICHHE O COTJIACHU Ha 00paboOTKy MepCOHABHBIX TaHHBIX MEAarora;

* ClIpaBKa O HaJW4YUU (OTCYTCTBHUH) CyOUMOCTH H (Wik) (pakTa YroJOBHOTO MpPECiIeNOBaHUs,
BBIJAHHOT'O COOTBETCTBYIOLIMM OPTaHOM IPABOMOPSIZIKA;

* aproduorpadus;

* KOITUS TTACTIOPTa WJIM WHOTO IOKYMEHTA, yIOCTOBEPSIOLIETO JHYHOCTH;,

* KOITUSI CTPAXxOBOI0 CBUETENBCTBA MEHCHOHHOTO CTPAXOBAHUS,

* KOIMUS HASHTH()UKALMOHHOTO HOMEPa HAJIOTOILIATE IbINNKA,

KOMHSL JOKYMEHTa BOUHCKOTO yueTa (11 BOGHHOOOS3aHHBIX ),

* KOITUS CBUJIETENLCTBA O 3aKJIFOUEHUH Opaka (Mpu HAJTHYUH);

* KOMHUsI CBUIETEIbCTBA O POKIACHUU JeTel (pU HATUYHN),

* KOITUH TOKYMEHTOB 00 00pa3oBaHUM;

* KOIMHMHU TOKYMEHTOB O HarpaxKaeHuu (Mpu HATMIHK),

* XapaKTePHUCTHKH, peKOMEHIaTebHbIe MICbMa (TIPH HATUYHK);

* IPUKa3 O mpueMe Ha padoTy;

* MIPUKA3 O NMEPEBO/IE HA MHYIO TOJDKHOCTD (IIPU HAIUYHHN),

* TOJUKHOCTHAsI WHCTPYKUMA (DOJDKHOCTHBIE HWHCTPYKLIMH C MOMEHTAa HA3HA4YEeHUsT Ha BCE
JOJKHOCTH),

* TPYAOBOH AOTOBOP (C MOCIEAYIOIUM BKJIIOUEHHEM AONOJHHUTEIBHBIX COTJIAIIEHUH K TPYAOBOMY
JOTOBOPY);

* TPYAOBYIO KHIKKY;

* METULUHCKYIO KHHKKY.

Paboronarens oopmisier:

* TPYAOBOM JOTOBOP B IBYX SK3EMILISIPax;

* IPHUKa3 O mpueMe Ha padboTy (O mepeMeLIeHHH Ha PyTye TOJKHOCTH);

* TMYHYKO KapTouky Ne T-2;

* TOJUKHOCTHYIO MHCTPYKIHMIO B IBYX SK3EMILISPAX.

Paboronarens 3HAKOMUT:

* C HOPMATHBHO-TIPABOBBIMU JOKyMeHTamu wLiKoJbl (YcraBoM, KOJIEKTHBHBIM JOrOBOPOM,
[IpaBunamMu TPyAOBOTO PACIOPsiAKA U AP. JIOKAJIBHBIMU aKTaMH),

* C IOJDKHOCTHOM MHCTPYKLUEH;

* IPOBOAMT BBOAHBIA HMHCTPYKTAX, HMHCTPYKTQX MO OXpaHe TPYyAd, HHCTPYKTAXK IO
MPOTHBOIOXKAPHON OE30MaCHOCTH.

2.4. IlepsuuHOe 0(hOPMIIEHHE JINYHOTO J1eJ1a TIPEAyCMaTPHBAET:

* IPUCBOEHHE JJMYHOMY AeNTy HOMepa COTJIACHO XKypHAJy y4eTa JJUIHbIX Ael (rnpuioxenne Ne 1);

* MPOCTABJIEHUE HA OOJIOKKE JTMUHOTrO Aena (mpuiioxkerne Ne 2) CleAyromux PeKBU3UTOB. HHIEKC
nena (B COOTBETCTBHM C HOMEHKJATypol Jaen oO0meoOpa3oBaTeIbHONM OpTaHU3AlHK, TOJIHOE
HaNMEHOBaHHE O0Ieo0pa3oBaTeNbHON OpraHM3alW{, HOMEp JIMYHOro aeia; (haMuwius HMs OTYECTBO
pabOTHHKA B IMEHUTEIBHOM TaJeKe; AaThl — rOJl Hadasla M roJ OKOHYAHHS BEIACHMS AeJa; KOJHMYECTBO
JIFICTOB; CPOK XPaHEHMS,

MOMEIIEHHE JOKYMEHTOB, MOMJIEKAIINX XPAHEHHIO B COCTaBE JIMYHBIX JIeNl, B XPOHOJIOTHYECKOM
NOPSIZIKE:

- BHYTPEHHSISI ONMCh JOKYMEHTOB fena (rmpuioxerue Ne 3);

- IMYHBIN JIUCTOK MO yUeTy Kaapos (mpuiokeHus Ne 6);

- 3asiBJIEHUE O MpHeMe Ha padoTy;

- IPHKa3 O pueMe Ha padoTy;

- TPyZAOBOM JOTOBOP;

- JIOrOBOp O TOJHOH MaTepHaJbHONW OTBETCTBEHHOCTH (ecnu pabOTHHK — MaTepHabHO
OTBETCTBEHHOE JIUIIO);

- XapaKTePUCTHKH U PEKOMEHIaTEIbHbIE MMUChMA,

- coryacue Ha 00paboTKy MePCOHANbHBIX JaHHBIX.

2.5. JIuCcTel IOKYMEHTOB, TOMELIEHHBIX B IWYHOE AEJ0, MOAJIEKAT HyMEpPaLUH.

2.6. C nenpro obecnieueHus] HaJUIekKaleil COXPAaHHOCTH JIMYHOTO JieNia MEeNaroroB U COTPYAHHUKOB
001meo0pa3oBaTeNbHON OpraHnu3alui U yaoOCTBa B OOpAaIeHUH ¢ HUM NPH (POPMUPOBAHUH AOKYMEHTHI



MOMEINAIOTCS] B OTHENbHYI nanky. Ilpu yBompHeHMH paOOTHUKA MPOLIMBAIOTCS HUTKAMH M CHAFOTCS B
apxuB.

2.7. BHyTpeHHss1 ONUCh AOKYMEHTOB, UMEIOLINUXCS B INYHOM JieJie, JOJIKHA COAEPIKATh CBEACHUS O
MOPSAKOBBIX HOMEpax, HaUMEHOBAaHUAX JOKYMEHTOB Ji€Ja, KOJMYECTBE JIUCTOB, [aTaxX BKJIIOUEHUS
JOKYMEHTOB B JINYHOE €JI0 U U3BATHUS U3 JeNa, & TAKXKe KM U3bT JOKYMEHT U 10 KaKoH IpUYuHe.

2.8. BHyTpeHHSS1 OMHUCh COCTABJISIETCSI HA OTHEJIBHOM JIUCTE 1O YCTaHOBJIEHHOH (opme. JIMCThI
BHYTPEHHEHN OMUCH HYMEPYIOTCS OTIENbHO.

2.9. Ilpu noAroTOBKE JIMYHBIX A€N K Mepefade Ha XPaHEHHe K BHYTPEHHEH OMUCH COCTAaBISETCS
UTOTrOBasl 3aliCh, B KOTOPOH yKa3bIBaeTCsl HHM(pamMH U MPONHCHIO KOJIMYECTBO BKJIIOUEHHBIX B HEe
JOKYMEHTOB U KOJIMYECTBO JINCTOB JieIa.

3. Ilopsinok BeaeHUs IMYHBIX J1eJ1 1eJAr0oroB H COTPYAHHUKOB OPraHU3allUH, OCYLIeCTBJIs o el
00pa3oBaTeJIbHYIO 1eSITEJIbHOCTD

3.1. JIlugHOe mneno memaroroB W COTPYAHUKOB OOMEo0pa3oBaTENbHOW OpraHu3allud BEHeTCs B
TEYEeHHE BCEro neprona padboThl KAKIOTO Mearora U COTpyIHUKa B 0011e00pa30BaTeNbHON OpraHu3aLiH.

3.2. anpHeiilee BeOeHHE JUYHOTO Jejla IMENaroroB M COTPYIHUKOB o00meoOpa3oBaTenbHON
OpTaHU3aLUH MPETyCMaTPUBAET MOMEIEHHE B I€JI0 JOKYMEHTOB, 00pa3yrooIuxcs B mpolecce padoueit
JEsITeNIbHOCTH U UMEIOLINX 3HaUeHHe JJIs1 TPYAOBBIX OTHOIIEHUH:

* IONOJHEHHE K JINYHOMY JIUCTKY IO Y4eTy KaapoB;

* IONOJHUTEJIbHBIE COrJIallleHUsl K TPYAOBOMY JOTOBOPY;

* KOMMU TMPUKA30B [0 JIMYHOMY COCTaBy, KOTOpblE KacarOTCsl IeNaroroB M COTPYOHHUKOB
001meo0pa3oBaTeNbHON OpraHNu3alny,

* OT3bIBBI IOJUKHOCTHBIX JIUI O TIEIarore U COTpyAaHUKe o01eo0pa3oBaTebHON OpraHu3alyy,;

* KOITUHU TOKYMEHTOB O MOBBIIIEHUH KBAIN(UKALHH;

* KOITUH CepTU(PUKATOB, TPAMOT;

* JIUCT — 3aBEPUTENb JeNa (COCTABISIIOT MPH CAa4e JINYHOTO JeNia B APXHB);

* UHbIE IOKYMEHTBHI.

3.3. B memsax oOecrneueHHss KOHTPOJA 32 COXPAHHOCTBEO M AKTYaJbHOCTBIO JINYHBIX €1 B
001meo0pa3oBaTeNbHON OPraHU3aLH €XKeroaHO (He rno3aHee | kBapTana roaa, CIeayromero 3a OTYETHBIM)
MIPOU3BOAUTCS MPOBEPKA UX HATUYMSI U COCTOSTHUS.

3.4. ExxeroiHy10 pOBEPKY COCTOSIHUS JIMUHBIX 7€)l Ha MPeAMET COXPaHHOCTH BKJIFOUEHHBIX B HETO
JOKYMEHTOB MPOBOJAUT CHELMAIbHO co3AaHHast koMuccusi. O MpoBeNeHHbIX IPOBEPKaX Je1aeTcss OTMETKa
B JIUCTE O PE3yJIbTAaTaX €KEerOHOUN MPOBEPKU COCTOSIHUS U HAJIMYUS JIMYHOTO Aena (mpuiioskeHue Ne 5) u
COCTaBIISIETCS aKT. Pe3ybTaThl MPOBEPKHU JIMUHBIX J1E) B 00s13aTEIBHOM MOPSIIAKE JOBOASITCS 10 AUPEKTOPA
001mmeoOpa3oBaTeNbHON OpraHu3aLnu.

4. llopsgok y4éra M XpaHeHUsl JIMYHBIX e/l MeJaroroB M COTPYJAHHUKOB OPraHU3aLHH,
OCYLIeCTBJISAIOIIeH 00pa3oBaTeIbHYIO 1esITeIbHOCTD

4.1. XpaneHue U y4eT JUYHBIX AeJl NEAArorob U COTPYAHUKOB OpPraHU3alUH, OCYLIECTBISAIOIIEH
00pa3oBaTENbHYIO ACATEIBHOCTb, OPTAHU3YIOTCS € LENbI0 ObICTPOro u 6€30MHO0YHOr0 MOMCKA JTMYHBIX
nen, obecriedeHusi WX COXPAHHOCTH, a TakXke o0ecrneueHnss KOH(QUACHIMAIbHOCTH CBEIEHH,
COJIEPIKALIMXCS B JOKYMEHTaX JIMUHBIX JeJl, OT HECAHKLMOHUPOBAHHOIO JOCTYIIA.

4.2. JIuuHble nenia COTPYAHUKOB XPaHITCS B cetide o0meo0pa3oBaTeIbHOM OpraHU3aluu.

4.3. TpynoBble 1 MEAULIMHCKNE KHIDKKH XPAHSTCS OTAENBHO B ceiide.

4.4. locTyn K JUYHBIM JejlaM TEAaroroB U COTPYAHHKOB OOIeo0pa3oBaTeNbHONW OpTraHU3alHid
UMEIOT TOJIBKO CEKpEeTaph, CIEHHAICT 10 Kaapam, TUpekTop odueodpa3zoBaTeapbHON OpraHu3aiy Judo
3aMECTUTENN JAMPEKTOpa TNPU HCHOJHEHWH 00s3aHHOCTeH aupekTopa 00meodpa3oBaTeNbHOM
OpraHu3aLuu.

4.5. CucreMaTn3anus JUYHBIX JeJ IEJaroroB 1 COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHi3anuu
MPOU3BOIUTCS B a1()aBUTHOM MOPSIZIKE.

4.6. Jluuable nmena MeJaroroB M COTPYIHUKOB OOIIeO0pa3oBaTEbHOW OpPTaHHU3AIUH, UMEFOIIIX
roCyJapCTBEHHbIE 3BaHUA, MPEMUH, HArpajbl, yUeHble CTENEHHW M 3BaHMs, XPAHATCA IOCTOSIHHO, a
OCTaJIbHBIX COTPYIHUKOB — 75 JIET C rOAa yBOJIBHEHHUS pabOTHHUKA (B COOTBETCTBUU C [lepedHeM THIIOBBIX
yIPaBJICHYECKIX JOKYMEHTOB).

S. Ilopsinok BbIAAYH JTHYHBIX /€] BO BPEMEHHOE MOJIb30BAHHE

5.1. Bpimaya nuuHBIX €1 (OTAENBHBIX JOKYMEHTOB B COCTaBE€ JIMYHOTO [1€1a) BO BPEMEHHOE
NOJIb30BAHNUE TPOHM3BOOUTCS C pa3pelIeHUs] AMpPeKTopa o0meoO0pa3oBaTeNbHON OpTraHU3alud 110
3asIBJICHUIO COTPYIHUKA OPTraHU3alUH, OCYIIECTBISIIOIIEH 00pa30BaTEeIbHYIO 1EATENbHOCTD.



5.2. Pabota (03HaKOMIIEHHE) C TMYHBIMH JI€JIaMH [TEAaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON
OpTaHu3aLH MPOU3BOANTCS B IPUEMHON AupekTopa. B koHIe pabodero aHs cekpeTrapb WIN CIELHAINCT
o Kazapam o0si3aHa yOemIUThCS B TOM, YTO BCE JIMYHBIE JeJia, BBIAAHHBICE BO BPEMEHHOE MOJb30BAHUE,
BO3BPALICHbI HA MECTO XPAHEHHUS U €CTh JIM HEOOXOAMMOCTD ISl IPHUHSITHUS MEP K UX BO3BPALICHUIO HIIH
PO3BICKY.

5.3. @akT BbIIA4YM JIUIHOTO J1e1a PUKCUPYETCS B KOHTPOJIBHOM Ky pHAJIE.

5.4. U3batue OTAEIPHBIX JOKYMEHTOB U3 JIMYHOIO Jieja MPOU3BOAUTCS C Pa3pelIeHUs] AUPEKTOpa
o0mmeoOpa3oBaTeNbHON OpraHu3aLiy ¢ opopMIIEHHEM COOTBETCTBYIOIIEH 3anucu B rpade «IIpumeuanne»
BHyTpeHHel omucu. [Ipy BpeMEHHOM H3BSITHU JOKYMEHTa Ha €ro MecTo (MEXAy JHCTaMH COCEIHHX
IOKYMEHTOB) BKJIQJbIBAETCS] CIPABKA-3aMECTHTENb C YKAa3aHUEM AaThbl U NMPUYHH H3BIATUS C MOIMUCHIO
JIMIA, BBIAABIIErO JOKYMEHT, U MOAMUCHIO JIULA, MOJYYHBIIErO €r0 BO BPEMEHHOE MOJIb30BAHHE.

6. OgopmiieHue JHYHBIX JeJI epe] caaveil B apXuB

6.1. OdopmieHne JTUUHBIX AeN [UIA Tepenaddl B apXUB MPOU3BOAUTCS CHELHUAIHCTOM IO Kaapam
001meo0pa3oBaTeNbHON OpraHU3alui. JTa MPOLEAYPa BKIFOUALT:

* MOALITUBKY (TIEpPEILIeT) ena;

* YTOYHEHHE HyMepalliH JHCTOB JeNa,

* COCTaBJICHUE JTHCTa-3aBepuTets (mpuoskenue Ne 8);

* cocTaBJieHHE (YTOYHEHHE) BHYTPEHHEH OITUCH;

* BHECEHHE YTOUHEHHH B PEKBU3UTHI JINLIEBOH OOJIOKKHU AeTa.

6.2. JIucT-3aBepUTENb J1eN1a TOJDKEH MOAIUCATh €r0 COCTABUTEIb, IIPH 3TOM JIEJIaeTCsl pacindpoBKa
JOJDKHOCTH U TIOJIHCH, TPOCTABIIsieTCs JaTa. B mponecce Ncnonb30BaHUs apXUBHBIX JOKYMEHTOB B JINCTE-
3aBepUTENIe NIENATCS COOTBETCTBYIOINE OTMETKH. Eciu meno moamuTo 0e3 JMcTa-3aBepuTenis, TO €ro
CJIEAyEeT HAKJIENTb HA BHYTPEHHIOK CTOPOHY OOJIOJKKHU Aea.

6.3. C uenbto o0ecrieueHnst COXPaHHOCTH JIMUHBIX J1EJT PEKOMEHYeTCS:

* 00BeNNHATP WHAMBHUAYAJbHBIE JIMYHBIE J€Ja YBOJEHHBIX COTPYOHHKOB B OAHY OOJIOXKKY
(oObennHEHHOE 1ETI0) ¢ TAKUM pacyeToM, 4ToObl 0ObeM nena (Toma) He mpesbiman 250 auctos (myTem
CIIMBKH MaTE€PHAJIOB HHAMBHIYAJIbHBIX A€ IO roJaM yBOJbHEHHUs),

* pacronarathb MaTepuaibl UHANBUIYAJIbHBIX 1€ B Mpeneiax nena (TomMa) B an(aBUTHOM MOPSIIKE
(modpamMuIbHO), OTAENSAS MaTePHaIbl, OTHOCSAIINECS K PA3HbIM WHANBHAYAIbHBIM JI€JaM, YHCTHIM JICTOM
Oymaru ¢ ykazaHueM Ha HeM (aMIIN{, UMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO Iearora u
COTpyaHUKa 0011e00pa30BaTeIbHON OpraHU3aIiHy,

* cHaOkaTh KaXaoe OObeAMHEHHOE AeN0 (TOM) BHYTPEHHEH OMHCBHIO C MepeunciIeHneM (paMuimid,
UMEH U OTUECTB M YKa3aHHEM HOMEPOB CTPAHMII, B MPEENIaX KOTOPBIX PACMOJIOKEHBI COOTBETCTBYIOLIHE
TOKYMEHTBL.

6.4. Ilepenava TUUHBIX €] B apXUB OCYILIECTBJISETCS HE MO3AHEE TPEX JIET MOCIE 3aBEPLICHUS UX B
JEeJONPOU3BOACTBE B COOTBETCTBHH ¢ rpadukom. [IpenBapurenpHO cekpeTapeM, CIIeHHAIUCTOM 10 Kaapam
MPOBEPSIETCSI MOJHOTA U MPABIWJIbHOCTD IIOATOTOBKY JIMUHBIX €I K repeaaye. BesiBIeHHbIE TPH TPOBEPKE
HEIOCTAaTKN YCTPAHAIOTCS CEKPETapeM, CIICLUAIUCTOM 10 Kaapam. Ilepenaya u npuem npousBOASITCS 1O
OIHCH C MPOCTAHOBKOH OTMETOK O HAJMYUH JIMYHBIX JIEJ.

6.5. JInuHble [eNa menaroroB U COTPYAHHUKOB O0IEe00pa3oBaTeIbHOW OpraHU3aLNH, 3aKOHUEHHbBIE
aenonpousBoAcTsoM 10 1 sHBaps 2003 ropa, xpansites 75 ner, nocne 1 sHBapsa 2003 roga — 50 ner.
JludaHble nena naupekTopa, TIIaBHOrO Oyxranrepa o0meoOpa3oBaTeNIbHONH OpraHu3alud  HMEIOT
MIOCTOSIHHBINA CPOK XPAHEHHUSI.

7. OTBEeTCTBEHHOCTD

7.1. Tlemarorm W COTPYOHUKH OO0INE0Opa3OBaTENbHOW OpTraHu3ali O0s3aHbI CBOEBPEMEHHO
NPEACTABISITh CEKPETapPI0 WIM CHELUAIUCTY MO KaapaM CBeAeHHs 00 M3MEHEHUH B MEPCOHABHBIX
JAHHBIX, BKJIIOUEHHBIX B COCTAaB JINYHOTO JIENA.

7.2. PaboTtonarens obecrieunBaeT:

* COXPaHHOCTD JIMYHBIX EJI MEJaroroB U COTPYAHUKOB 00Imeo0pa3oBaTeIbHOW OPraHU3aLUH;

* KOH(UACHIUAIBHOCTD CBEEHHH, COAEPIKALIMXCS B JIMUHBIX J1€JIaX MEeJaroroB U COTPYIHUKOB.

8. [IpaBa paGoroaaress u padoTHHKA

8.1. lna oOecrniedeHHs1 3aIOUTHl TEPCOHANBHBIX JAaHHBIX, KOTOPBIE XPAHATCS B JIMYHBIX [eJax
NeNaroroB M COTPYAHUKOB 00OmeoOpa3oBaTelbHONH  OpraHM3ald{, MENarord W COTPYOHHUKH
001eo0pa3oBaTeIbHON OPTraHU3AI[MU UMEIOT MPABO:

* TTOJIyYUTh MOJIHYIO HH(POPMALHIO O CBOUX NMEPCOHANBHBIX JaHHBIX U 00pabOTKe 3TUX JaHHBIX;

* MTOJTyYUTHh CBOOOMHBIA JOCTYI K CBOUM IEPCOHABHBIM TaHHBIM,;

* MTOJIyYUTh KOMTUU JOKYMEHTOB, X PAHSIIIHECS B IMYHOM JIeJie U COAepIKaLIIe IePCOHATbHBIC JaHHBIE.



* TpeOOBaTh UCKJIFOUEHHSI UM UCTIPABJICHUS] HEBEPHBIX U HETIOJIHBIX MEPCOHAIBHBIX JAHHBIX.

8.2. PaboTonarens numeeT mpaso:

* 0OpabaTeiBaTh NEPCOHAJbHBIE JaHHBIE II€AArOrOB M COTPYAHHUKOB 00Imeo0pa3oBaTebHON
OpraHu3aluy, B TOM YUCIIE U HA 3JI€KTPOHHBIX HOCUTEISAX,

* 3aIPOCUTH OT MENAroroB M COTPYAHHUKOB 001e00pa3oBaTeIbHON OPraHU3aLH BCEO HEOOXOIUMYIO
UH(OPMALIUIO AJIS1 BEIEHUS! JIMYHBIX 11 U 00pabOTKHU MEePCOHATBHBIX JaHHBIX.

9. 3ak/I0uuTeIbHDbIE MOJI0KEHHS

9.1. Hacrosinee [lonoskeHne O MOpsiAKe BENEHUs JIMYHBIX J1e1 paOOTHUKOB SIBIISIETCS JIOKAIBHBIM
HOPMAaTHBHBIM aKTOM, IPUHUMAeETCs Ha [lemarornyeckom coBeTe IKOJbI U yTBepkaaeTcs (JIM00 BBOAUTCS
B ICHCTBHE) MPUKA30M TUPEKTOpPA OPTaHU3ALMH, OCYLIECTBISIIOIIEH 00pa30BaTEeIbHYIO 1EATENbHOCTD.

9.2. Bce W3MeHEHHS WM MOIOJNHEHMs, BHOCHUMBbIE B Hacrosimee llojoxeHue, OQOpMIIOTCS B
MUCHMEHHOM (hOpMe B COOTBETCTBUH IEHCTBYIOIINM 3aKOHOAAaTeIbCTBOM Poccuiickoii ®enepannu.

9.3. TlonoxkeHue O TOPSAIKE BEACHHS JIMYHBIX Aesl PaOOTHUKOB 0Opa30BaTENIbHOW OpraHH3alHuu
IIPUHUMAaETCsl Ha HeomnpeaeneHHbIH cpok. M3meHenust u nononHeHus: K IlonokeHHI0 NMpUHUMAIOTCS B
nopsiake, npenycMoTpeHHoM n.9.1. Hacrosiero [lonoxenus.

9.4. Tlocne npunstys [TonosxeHus (MM N3MEHEHHH 1 TOMIOJTHEHUH OTAENbHBIX TYHKTOB U Pa3ieiioB)
B HOBOMW pelakLMU Mpeblnylas pelakiiis aBTOMaTHUeCKU yTPauuBaeT CUIY.






























