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ITopsinok BegeHHUs! TNYHBIX JeJ paGOTHHKOB MBOV «E&eﬂoanckaﬂ COI»

1. O0mue mo10KeHUust

1.1 Hacrosimuit TOKaTbHBIH aKT onpeelsieT MOpIO0K BEICHHS, yueTa H XPaHeHHs JTHIHBIX el
pabotaukoB MBOY «EcenoBuuckas COL» (nanee — mxona).

1.2. Tlopsinok paspabotan B cooreTcTBUM ¢ Tpyn0BbIM Koftekcom P®D, MeiepalibHbIM 3aKOHOM
o1 27.07.2006 Ne 152-03 «O nepcoHaNIbHBIX JaHHBIX», METOAMYECKHMH PEKOMEHIALUIMH
Pocapxusa, VYxkasom Ilpesumenta ot 30.05.2005 Ne 609 «OG6 yrsepkaenun Ilonoskenust
0 MEPCOHAIBHBIX JIAHHBIX IOCYAapCTBEHHOro ciyskamero Poccuiickoit Denepanun U BeJCHHN
€ro JIMYHOTO JIe/1a», KOJUIEKTHBHBIM JOTOBOPOM M YCTABOM IIKOJIBL.

2. ®opMupoBaHNe JHYHBIX 1] pa00THHKOB .

2.1. PopMupoBaHHe JMYHOrO Jiena pabOTHHKA IPOM3BOAMTCS pPAGOTHHKOM, HA3HAYCHHBIM
AUPEKTOPOM MIKOJIBI (Jlajiee — OTBETCTBEHHBIH 3a Benenue jen). JludHoe xeno (popmupyercs
HE [Mo3/iHee MATH pabouux JHeill co HS 3aKIIOYEHHs] TPYIOBOTO IOTOBOPA M TOIBKO IOCIE
HOJIy4eHHUs OT pabOTHHKA corjacusi Ha 06paboTKy ero MepcoOHaNbHBIX JaHHbIX.

2.2. Ilpu moctymuieHuu Ha paboTty pabOTHHK IpefocTaBisieT (IPH HAIHYKH):

e IACIOPT WJIK HHOH JIOKYMEHT, YIOCTOBEPSIIOIINI THYHOCT;

e aBrobuorpaduio;

e 3asiBJICHHE O IIpHeMe Ha paborTy;

e JIOKYMEHT, KOTOPBIH IOATBEPKAACT PETUCTPALIMIO B CHCTEME HHIUBHIYAILHOIO
epCOHH(HIIMPOBAHHOTO y4eTa, B TOM YHCIIe B JOPME 3JIEKTPOHHOIO JOKYMEHTA, JTH60
CTPax0BOE CBUJIETEILCTBO I'OCYIaPCTBEHHOIO IEHCHOHHOTO CTPAXOBAHMS,
3a UCKJIIOYEHHEM CIIy4yaeB, KOr/la TPy0BOI JOroBOp 3aKIIIOYAeTCs BIIEPBLIE;

e MJIEHTU(DHUKALMOHHBIA HOMEP HAJIOrOIJIATE ILIINKA;

e JIOKYMEHT BOMHCKOIO yueTa (Juisi BOCHHOOOSI3aHHBIX JIUIL);

e JOKyMeHT 00 0Opa3oBaHuu;

e  ATTECTAIIMOHHBIN JIUCT;

*  CHPaBKy O HAIMYMH (OTCYTCTBHH) CYZAUMOCTH U (HJIH) (paKkTa yroJIOBHOIO
npecaeI0BaHus;

* TPYJIOBYIO KHHIKKY M (MJIM) CBEJICHHS O TPYJIOBOM JIESITEILHOCTH, KPOME CIIydaeB, KOrjaa
pabOTHHK NIPUHUMACTCS Ha pabOTy BIIEPBHIE HJIM HA YCIOBUIX COBMECTHTEILCTBA,

e  MEIMUHUHCKYIO KHHXKKY;

e CBHJETEILCTBO O Opaxe;

*  CBHJIETEJILCTBO O POKICHHHU JICTEH.

2.3. lllkona odopmisier:

e IpHKa3 o0 npueme Ha paboTy (0 MepeMeleHHH Ha JPYTrue JOJKHOCTH);
e TPYJOBOH JIOTOBOP B JIBYX 9K3EMIUISpax;



e JIOJDKHOCTHYIO HHCTPYKIIHIO.
2.4. IlepBuyHoe ohopMIIEHUE JTUYHOTO JIea PETyCMaTPUBALT:

a) NPUCBOCHHE JTMYHOMY JI€JIy HOMEpA COIVIACHO JKypHAy ydera JMYHBIX e (IPHIOKEHHE
Ne 1);

0) mpocrtaBiieHHE Ha 00JOXKKE NTUYHOro jaena (mpuioxkeHue Ne 2) cienyrolmux peKBU3UTOB:
UHJIEKC Jienia (B COOTBETCTBUU C HOMEHKJIATYPOH JIeJ IIKOJIBI); MOJHOEC HAMMEHOBAHHE IIKOJIBL;
HoMmep nuuHoro nena; @.M.O. paboTHHKA B UMEHUTEIHLHOM TAJIeXkKe; AaThl — TOJl HaYaia | roJl
OKOHYaHUs BEJICHUS JIeNa; CPOK XPAHCHHUS;

B) IIOMCHICHHUC JOKYMCHTOB, noaJaexKamunux XPaHCHUIO B COCTaBC JIMYHBIX pI(S)
B XPOHOJIOTHYCCKOM ITOPAIKE:

e BHYTPCHHsS OIKUCH JOKYMEHTOB Jiena (npuiioxenue Ne 3);

e aBToOMOrpadus;

e 3agBJICHME O NpUeMe Ha paboTy;

e IIpUKa3 O pUeMe Ha paboTy;

e  JIOJDKHOCTHAsI MHCTPYKLUS;

e TpPYIOBOH J0OTOBOP;

e JIOTOBOP O IOJIHOM MaTepHalibHOM OTBETCTBEHHOCTH (€CIM pabOTHUK — MaTepUaIbHO
OTBETCTBEHHOE JIUIIO);

e  XapaKTEPUCTUKU U PEKOMEHJATEIbHbIE TMChMA.

2.5. JIuctel AOKYMCHTOB, IIOMCIICHHBIX B JIMYHOC ACJIO, MOMJICIKAT HYMCPAIllUU.

2.6. JIokyMeHTBI MOMEIIAIOTCS B MANKy-CKOpOCIIUBaTeb. [Ipu yBONbHEHUM PaOOTHHKA AEJ0
MPOLIMBACTCSI HUTKAMU U CAAETCS B aPXUB.

2.7. BHyTpeHHS ONUCh JOKYMEHTOB, HMMEIOIIMXCS B JIMYHOM JeNe, JOJKHA COJEep’KaTh
CBEJICHUs O MOPSAKOBBIX HOMEpax, HAaMMEHOBAaHUAX JOKYMEHTOB J€Jla, KOJIMYECTBE JIUCTOB,
JlaTax BKJIFOYEHHMsI JOKYMEHTOB B JIMYHOE JIEJI0 U U3BITHUS U3 JIeNa, 4 TAKXKE KEM U3BAT JOKYMEHT
U 10 KaKOU IIpUYMHE.

2.8. BHyTpeHHSS ONKUCh COCTAaBIISIETCS HA OT/AEIBHOM JIUCTE MO YCTaHOBJIEHHOU (opme. JIucTsl
BHYTPEHHEHN OIUCU HYMEPYIOTCS OTIENBHO.

2.9. Ilpu noAroTOBKE JIMYHBIX JIEN K II€pelade Ha XpaHEHUE K BHYTPEHHEH OIUCH COCTABIIAETCS
UToronas 3aIliucChb, B KOTOpOfI YKa3bIBacTCs I_[I/I(fbpaMI/I W IIPONHUCBIO KOJIMYECTBO BKIIIOUYCHHBIX
B HEE JIOKYMEHTOB U KOJIMYECTBO JIMCTOB JENa.

3. Benenune JTUYHBIX el pa0OTHHKOB

3.1. JInuHOe n1e0 BeJeTcsl B TEYEHHE BCETO Mepro/ia padoThl pabOTHUKA IIKOJIBL.

3.2. Beaenue nuuHOTO fAena pabOTHHUKA TPEIyCMATPUBAET TMOMEIICHHUE B JIEJIO JTOKYMEHTOB,
0o0pa3ylonMxcsl B Ipolecce paboyei NeATENTbHOCTH U UMEIOUMX 3HAYeHHE Uil TPYIOBBIX

OTHOIIIEHUI:

e JIOTNIOJHEHME K JIUYHOMY JIUCTKY 10 YUETY KaJpOB;
e  JIONOJHUTEINIbHBIE COTJIAIEHUS K TPYIOBOMY JI0TOBOPY;



e KONMHM MPUKA30B MO JUYHOMY COCTaBY, KOTOpPbIE KacaloTcsi pabOTHHKA;

e  OT3BIBBI JOJDKHOCTHBIX JIUI] O paOOTHHKE;

e KONHUH JOKYMEHTOB O TOBBIIICHUH KBAJTU(HKAINH;

e KOIMHM CepTU(PUKATOB, TPAMOT;

e JIMCT — 3aBEPUTEIIb JieJ1a (COCTABIISIIOT MIPU CAAaY€e JINYHOTO JIEJIa B apXUB);
e  UHBIE JJOKYMEHTHI.

3.3. B imuHBIe nena He MOMEIAoTCs TOKYMEHTHI, HMEIOIINE BTOPOCTENeHHOE 3HaYeHue. Takue
JOKYMEHTBHI XpaHsrcs B oTaenbHoM gaene Ne 7-02-07 «JlokyMeHTBI, HE BOIIEAIINE B COCTaB
JUYHBIX JIEI».

3.4. PaGoTHHMK 3HAKOMHTCS C JIMYHBIM JIEJIOM B T€UEHUE TPEX pabouyux THEH ¢ JaThl MOTyYeHUs
OTBETCTBEHHBIM 3a BEJICHUE JIeJ 3asBJICHHUS C MPOChOOi 00 o3HakomieHud. OO0 3TOM Aenaercs
OTMETKA B JTUCTE O3HAKOMJICHHS pAOOTHHUKA C JINYHBIM JIEJIOM.

3.5. O3HakomJieHHE C JIeJIOM HPOUCXOAUT HCKIIOYUTEIbHO B KaOMHETE OTBETCTBEHHOTO
3a BeJICHHE JIe] U B €ro MPUCYTCTBHH. 3amperiaeTcs BEIHOC Aelia U3 KaOuHeTa.

3.6. Bpimaua xonuii AOKYMEHTOB W3 JIMYHOIO Je€jia IPOU3BOAUTCS IO JUYHOMY 3asIBICHUIO
paboTHHKA W C paspenieHus aupekropa. Komumu JOKYyMEHTOB JOKHBI OBITH 3aBEPEHBI
U TIPEIOCTaBICHBI PAOOTHHUKY B TEUCHHE TPEX AHEU CO THS MOJIa4YH 3asBICHHUS.

3.7. U3bsATHE OTHENIBHBIX JIOKYMEHTOB W3 JIMYHOIO Jeja IPOU3BOAUTCS C pa3pelieHus
JTUpPEKTOpa MIKOJBI € OPOPMIICHHMEM COOTBETCTBYIOHeH 3amucu B Tpade «lIpumedanue
BHyTpeHHel omucu. Ilpu BpeMEHHOM HU3BATHHM JOKYMEHTAa Ha €ro MecTo (MEXIy JUCTaMu
COCETHUX JOKYMEHTOB) BKJIQ/bIBAETCSl CIIpaBKa-3aMECTUTENb C YKa3aHHUEM JaTbl W MPUYUH
U3BATUS C MOAINMUCBHIO JIMIA, BBIJABLIETO JOKYMEHT, W MOANMCHIO JIMLA, IOJYYUBIIETO €r0
BO BPEMEHHOE I10JIb30BaHMUE.

38.B OCIIAX obecneueHust KOHTPOJIA 3a COXPAaHHOCTBIO U aKTYAJIbHOCTBIO JIMYHBIX JACJI B IIKOJIC
CIKECTOJHO MPOU3BOJUTCA IMMPOBEPKA UX HAJTUYUUA U COCTOAHUA.

4. XpaHeHHe U y4eT JUYHBIX el pa00THHKOB
4.1 XpaHeHHe U y4yeT JIMYHBIX e pPaOOTHUKOB IIKOJbl OPraHU3YIOTCS C LENbI0 OBICTPOro
IIOUCKAa JIMYHBIX JIed, OOecrneueHus HMX COXPAaHHOCTH W KOH(UAEHIMAIbHOCTH CBEJICHHH,

COACPIKAIMMNXCA B JOKYMCHTAX JIMYHBIX ACJI, OT HCCAHKIIMOHUPOBAHHOT'O AOCTYIIA.

4.2. Jluuneie nena paOOTHUKOB XPaHATCS Yy OTBETCTBEHHOTO 3a BEJEHHE JIeJ B CIICUaIbHOM
METaJUTMYECKOM ceide.

4.3. JlocTyn K JIMYHBIM JenaM pPabOTHHUKOB HMMEIOT TOJIBKO OTBETCTBEHHBINM 3a BEJEHUE e
U IUPEKTOP HIKOJIBI TUOO €ro 3aMECTUTENH MPU UCTIOTHEHUH 00SI3aHHOCTEH TUPEKTOPa IIKOJIBL.

4.4. Cucrematu3anus JNYHBIX JIe] paAOOTHUKOB IPOU3BOJIUTCS B al()aBUTHOM IMOPSIJIKE.
5. O¢gopmiieHune JJUYHBIX €)1 pA0OTHUKOB Iepel cAadeil B apXuB

5.1. OdopmieHrne AUYHBIX 1€l JUIsl TepeAadyd B apXUB IPOU3BOJUTCS OTBETCTBEHHBIM
3a BeJIEHUE JIeJ1. DTa MpoLeaypa BKIOYAET:

e TIOAIUBKY (TIEpETUIET) Jena;



e YTOYHEHHE HyMEpallUU JIMCTOB JEIa;
e  COCTaBIJICHHUE JINCTA-3aBEPUTEIIA;

e cocTaBlieHHE (YTOUYHEHHE) BHYTPEHHEH OIKUCH;

e BHECEHHE YTOUHEHUU B PEKBU3UTHI JIULIEBON OOJIOXKKH JeTa.

5.2. Jlucr-3aBepuTenb Jena JOJDKEH IOJNHCATh €ro COCTaBUTENb, IPU AITOM JIeTaeTCs
pacu@poBKa TOHKHOCTH U MOAINMCH, MPOCTaBIseTcs Jaarta. B mporecce HCMOIb30BaHUA
ApPXUBHBIX JJOKYMEHTOB B JINCTE-3aBEPUTEIC JIETAIOTCS COOTBETCTBYIOLINE OTMETKHU.

Eciu neno moammTo 0e3 JrcTa-3aBepuTelisi, TO €ro ClIeAyeT HAKJICUTh Ha BHYTPCHHIOK CTOPOHY
00JIOKKH Jeia.

5.3. C uenbio o0ecrieueHns] COXPaAaHHOCTH JTMYHBIX JIe]T PEKOMEHYeTCS:

e 00BEAMHATH MHIUBHyaIbHBIC INYHBIC JIe]la YBOJICHHBIX PAOOTHUKOB B OJTHY OOJIOKKY
(0OBeAMHEHHOE JI€JI0) C TAKUM pacyeToM, YTOObI 00BheM jeina (Toma) He npesbiman 250
JHUCTOB (ITyTEM CIIMBKU MAaTEpUAIOB MHIUBHIYyAIBHBIX €] IT0 TOJaM YBOJIbHEHHUS);

e pacroyaraTh MaTe€pUaibl HHINBUAYAJIHHBIX JIe] B IIpeesax aena (Toma) B ai)aBUTHOM
nopsake (mohaMHuIbHO), OTIEISAS MaTepUalIbl, OTHOCSIINECS K Pa3HbIM
HHIUBHUAYAJIbHBIM J€JIaM, YACTBIM JIUCTOM 6yMaFI/I C YKa3aHHuEM Ha HEM (1)3.MI/IJII/II/I,
MMEHH U OTYECTBA COOTBETCTBYIOLIETO YBOJICHHOTO COTPY/JHHKA;

e CHa0XaTb KaxKJ0€ 00BEAMHEHHOE /1€10 (TOM) BHYTPEHHEN ONHUCHIO C NEPEUUCIECHUEM
(aMuInii, UMEH ¥ OTYECTB M yKa3aHHUEM HOMEPOB CTPAHUI], B IIpe/ieax KOTOPBIX
PACIIOJIOKCHBI COOTBECTCTBYIOIIUC NOKYMCHTEI.

5.4. Hepej:[aqa JIMYHBIX OCJI B apXUB OCYHICCTBIIACTCA HC MO3JHCEC TPEX JICT IMOCJIC 3aBCPIICHUA
HX B ACJIONPOU3BOACTBE B COOTBETCTBHU C Fpa(bI/IKOM. Hpe,[[BapI/ITCJ'IBHO OTBCTCTBCHHBIM
3a BEACHHUEC ICJI MPOBEPACTCA IMOJHOTA U MPABHIIBHOCTH MOATOTOBKH JIMYHBIX JCJI K IEpEaaudc.
BrisBienHbIe IIpru HOPOBCPKE HCAOCTATKH YCTPAHAIOTCA OTBETCTBCHHBIM 3a BEIACHUC [CJI.
Hepez[aqa " IPpUEM ITPOU3BOAATCS MO OIHUCHU C HpOCTaHOBKOfI OTMETOK O HAJIMYUU JIMYHBIX JICII.

5.5. JIuuneie nena paOOTHUKOB, 3aKOHUYEHHBIE Nenonpou3BojacTBOM A0 1 suBaps 2003 rona,
xpanstcs 75 net, mocine 1 saBapst 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTe sl H paGOTHHKA

6.1. PaboTHMKH IIKOJBI 00s3aHBI CBOEBPEMEHHO MPEACTABIATh CBEACHHUS 00 MU3BMEHEHUU CBOMX
NEPCOHAIBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JIETIa.

6.2. OTBeTCTBEHHBIH 3a BeACHHE Jel paOOTHUKOB HECEeT AMCLUUIUIMHAPHYIO U UHYIO
OTBETCTBEHHOCTh 3a pasrjalleHne KOH(QUACHIUAIbHBIX CBEJCHHUH, COJEpIKALIMXCS B JIMYHBIX
JieNax, U 3a UHbIe HapyUICHUs MOpPsAKa BeIeHUs JTUYHBIX Jedl.

7. IllpaBa padoronare/iss 1 pa0OTHHKA
7.1. PaOOTHHMKM HIKOJIBI UMEIOT MPaBo:

e MOJyYaTh NOJHYIO HHPOPMALIKIO 00 00pabOTKE CBOMX MEPCOHATBHBIX JAHHBIX;

e TOJYYaTh JOCTYIN K CBOUM ME€PCOHAIBHBIM JIaHHBIM;

e TI0JIy4aTh KOMHUU JOKYMEHTOB, XPAHSIIUXCA B JINYHOM JIETIE;

e TpebOBaTh UCKIIOYCHHMSI WU UCTIPABICHUSI HEBEPHBIX M HETOIHBIX (MCKaXXEHHBIX) CBOMX
MEPCOHAIIbHBIX TAHHBIX.



7.2. PaboTtonarens UMeeT MpaBo:

e 00pabaTbIBaTh MEPCOHAIBHBIC TaHHBIC pAOOTHUKOB, B TOM YHUCIIE M HA 3JICKTPOHHBIX

HOCUTCIIAX,

e 3ampammBaTh OT PAOOTHUKOB UH(DOPMAIIHIO, HEOOXOIUMYIO JIJISl BEACHUS JTUYHBIX eIl

u O6pa6OTKI/I INEPCOHATIbHBIX TaHHBIX.

Hpnioxenne Ne 1
CrpaHuubl KypHajaa «Y4eT JUYHBIX e/

Ne O®UO paboTHuKa
nena

JlOMmKHOCTD
paboTHHKA

CrpykTypHOE
1oJIpa3ieeHue

Jara
dhopmupoBaHus
nena

[ara
nepeaaun
JIeJia B apXUB

MBOY «Ecenosnuckasa COILI»

JInuanoe ges1o Ne

IIpunoxenne Ne 2
O0/10:KKa JITHYHOTO J1eJ1a

(@N0)

Jara npuHATHA HA padoTy:

JlaTa yBOJIbHEeHUS:

7-02-06

Cpok xpaHenust 1u4HOro aeqa: 50 jger

Jara cnaum B apXuB:




IMpuioxenne Ne 3

BHYTPEHHSA OIIUCH
AOKYMEHTOB JIMYHOIO0 JeJia Ne

(®.1.0. paboTHuKA)

Ne Homepa Hara 3aroJi0BOK 10KYMEHTOB IMpumeyanue
n/n JIUCTOB | JOKYMeEHTA
aesa
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
Hroro (IOKYMEHTOB)

KonnuectBo nuctoB BHYTpeHHeﬁ OITMCHU

(tdpaMu 1 IPONHUCHIO)

(untpamu ¥ IPOTUCEHIO)

OTBETCTBEHHLI 3a BCACHUEC JINYHOTO

(mata) (moxmuce) (pacumdpoBKa MOIIUCH)




