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1. Obmue moJioKeHUA
1.1. Hacrosmiee Ilomoxxkenue o BeaeHUU TUYHBIX Aen padoTHukoB MBOY «COII Ne3

1.2.

2.1

2.2.

uMm. IILII. AnmaeBa c. Karap-lOpt» (manee — Ilonoxkenue) paspaboTaHo B
COOTBETCTBMM C TpyaoBbIM koaekcom PD, @enepanbHbIM 3aKOHOM OT
27.07.2006 Nel52-®3 «O mnepcoHaANbHBIX JAHHBIX», METOANYECKUMHU
pexoMenganusiMu PocapxuBa, Ykazom Ilpesuaenta ot 30.05.2005 Ne609 «OO0
yTBepxkaeHuu [lojoxkeHuss O TepCOHAIbHBIX JAHHBIX TOCYJapCTBEHHOTO
cinyxamiero Poccuiickort denepanny U BEICHUU €0 JUYHOTO JIETIa).

Hacrosimee  Ilonoxkenue — ompenensieT  MOPSIOK — BEACHHWS, ydeTa U
xpanenus TnuHbiX nen pabotHukoB MBOY «COII Ne3 um. HIII. Anaea c.
Katap-FOpt» (nanee — mkosna).

2. ®opMupoBaHMe JUYHBIX JIeJ1 pA0OTHUKOB

dopmMUpoBaHUE JMYHOTO Jiela Ppa0OTHHKA TMPOU3BOAMTCS PaOOTHHUKOM,
HA3HAYCHHBIM JIUPEKTOPOM IIKOJIbI (J1ajiee — OTBETCTBEHHBIM 3a BEIACHHE JICH).
JImaHoe meno popMUpPYETCs HE TO3IHEE TIATH PabounX JHEH CO JTHS 3aKITFOUCHUS
TPYAOBOTO JIOTOBOpPA M TOJBKO TOCIE TOJNyYeHHUs OT pabOTHHKA COTJacHs Ha
00paboTKy ero MepcoOHAIbHBIX IAHHBIX.

[Tpu nocTymnieHnu Ha paboTy pabOTHUK MPEAOCTABISIET (IPU HATUYUH):
— MAcNOPT WIA NHON JOKYMEHT, yIOCTOBEPSIOIIUIN JIMYHOCTD;
— 3asBJICHHE O NpUeMe Ha paboTy;



2.3.

2.4.

2.5.
2.6.
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— JIOKYMEHT, KOTOpPbIA  MOATBEPKIAET  PETUCTPALMI0O B  CHUCTEME
WHIUBUYAIbHOTO MEPCOHU(UIIMPOBAHHOTO y4yeTa, B TOM 4Hcie B ¢dopme
AIIEKTPOHHOTO JIOKyMEHTa, 1160 CTPaxoBOE CBUJIETEIIHCTBO
roCyJapCTBEHHOIO MEHCHOHHOTO CTPaXOBaHMs, 3a WCKIIOYEHHEM CIIy4aes,
KOI'/Ia TPYJIOBOM JIOrOBOP 3aKJIFOYAETCS BIEPBBIE;

— WICHTU(DHUKAITMOHHBIA HOMEP HAJIOTOIIATEIIbINKA,

— JIOKYMEHT BOMHCKOTI'O y4eTa (Iisi BOGHHOOOSI3aHHBIX JIUIT);

— JIOKyMEHT 00 00pa30oBaHUH;

— CHOpaBKy O HaTW4WM (OTCYTCTBUH) CYIUMOCTH W (Win) (hakTa YroJIOBHOTO
MpeCIeI0BaHuUs;

— TPYNOBYIO KHIKKY U (WJIM) CBEJIEHHUS O TPYAOBOM NEATEIHLHOCTH, KpOME
cllyyaeB, Korja paOOTHHUK TPUHUMAETCS Ha pabOTy BIEpPBBIE WIM Ha
YCJIOBUSIX COBMECTUTENIHCTBA;

— MEJUIHUHCKYIO0 KHUXKKY;

— CBUJETENIBCTBO O Opake;

— CBHUJETENICTBO O POXKIACHHUH JIETEH.

[Ixona odopmiiser:

— TMpUKa3 o mpueMe Ha paboTy (0 MepeMEeIIeHUH Ha JPYTUe T0HKHOCTH);
— TPYyIOBOM JOTOBOP B ABYX IK3EMILISPAX;

— JOJKHOCTHYIO HHCTPYKIIHIO.

[lepBuuHoe odopmieHHe JIMYHOTO Jieja MPEeAyCMaTpUBAET TOMEIICHHE

JOKYMEHTOB, TMOJJIEXKAIIUX XPaHEHUID B  COCTaBe JMYHBIX JI€d, B

XPOHOJIOTMYECKOM IOPSJIKE:

— BHYTPEHHsIA OIUCH TOKYMEHTOB €114,

— 3asBJICHUE O MpUeMe Ha padoTy;

— TMpHUKa3 o0 mpueMe Ha paboTy;

— JIOJDKHOCTHAs UHCTPYKLHS;

— TPYIOBOM JIOTOBOpP;

— JIOTOBOp O TIOJIHOM MaTepHaJbHOW OTBETCTBEHHOCTH (eciu pPabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

— XapaKTCPpUCTHUKH U PCKOMCHAATCIbHBIC ITMCbMA.
JIucTel AOKYMCHTOB, IOMCHICHHBIX B JIMYHOC JCJ10, ITOJJIC)KAT HyMCpalluu.

JIOKyMEHTBI TIOMEIIAKTCS B MaNKy-CKOpocwmuBarenb. llpu  yBOIbHEHUU
pabOTHUKA JIeNI0 POILIMBAETCS HUTKAMU U CIIA€TCS B apXUB.

BHYTpeHHﬂH OIMMCb JOOKYMCHTOB, HMCHOIIMUXCA B JIMYHOM JCJIC, JIOJDKHA
COACPIKATb CBCACHUS O IOPAAKOBBIX HOMCpPAX, HAMMCHOBAHUAX ITOKYMCHTOB
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Acjia, KOJIHMYCCTBC JIMCTOB, JAaTdX BKIIIOYCHHA JOKYMCHTOB B JIMYHOC JACJIO H
HU3BATHA U3 OCJIA4, 4 TAKIKC KCM U3bAT JOKYMCHT U I10 KaKoM IMIPUYIHHC.

BHyTpeHHSII ONMHMCh COCTaBJSIETCS HAa OTIEIBHOM JIUCTE IO YCTAaHOBJICHHOMU
dbopme. JIucTel BHYTpEeHHEHN ONMUCH HYMEPYIOTCS OTJIEIBHO.

[Ipy mOArOoTOBKE JMYHBIX J€] K MepeJade Ha XpaHEHHWE K BHYTPEHHEW ONuch
COCTaBJISIETCSI UTOrOBas 3alKCh, B KOTOPOH yKa3pIBaeTcs HU(ppaMu U MPOMUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB JEIIA.

3. BejaeHue JUYHBIX e/ pA0OTHUKOB
JIndHoe N1e0 BeAEeTCs B TEYEHHE BCETO NMepHoia padoThl pabOTHUKA LIKOJIBI.

Benenue nuyHOro paena pabOTHHUKA MpEeaycMaTpUBaeT IOMEIIEHUE B JEJI0
JIOKYMEHTOB, 00pa3yoIUXcs B Ipolecce padouel NesTENIbHOCTH M MMEIOIINX
3HA4YCHUE JJIs1 TPYAOBBIX OTHOIIICHUM:

— JIONOJIHUTEJIBHBIE COMJIALIEHUS K TPYI0BOMY JIOTOBOPY;

— KONHH NPUKA30B MO JINYHOMY COCTaBy, KOTOPbIE€ KacaroTcsi pabOTHUKA;

— OT3bIBHI JOJHKHOCTHBIX JIUIL O PAOOTHHUKE;

— KOIIUU IOKYMEHTOB O MOBBIIICHUH KBAUTU(PUKAIUY;

— KOIUU CepTUPUKATOB, TPAMOT;

— JIMCT — 3aBEpUTENb Jiea (COCTaBISAIOT MPH CIaue JTUYHOTO Jeja B apXHB);

— HWHBIC JOKYMCHTEI.

B anunbie AcIa HC IOMCHIAIOTCA AOOKYMCHTBLI, HMMCIOIIMNC BTOPOCTCIICHHOC
3Ha4YCHHC.

PaboTHHUK 3HAKOMHUTCSI C TMYHBIM JICJIOM B T€UCHHUE Tpex pabouunx gHei. O0 3ToM
JIeJIaeTCs OTMETKA B JIUCTE O3HAKOMJICHUS paOOTHHKA C JIMYHBIM JISTIOM.

O3HakoMJIeHHME C  JIeIOM  TPOUCXOJUT  HCKJIIOYUTEIbHO B  KaOuHETe
OTBETCTBEHHOTO 3a BEJICHHE I U B €r0 MPUCYTCTBUU. 3aMpeIiaeTcsl BHIHOC Jeia
n3 KaOuHeTa.

Brimaua komuii JOKYMEHTOB W3 JIMYHOTO J€ja NPOU3BOAUTCS MO JUYHOMY
3asiBJICHUIO paOOTHHKA U C pa3pelieHus AupekTopa. Konuu JOKyMEHTOB JTOKHBI
OBITh 3aBEpPEHBI U TMPEJOCTABJICHBI PAOOTHUKY B TEUEHHUE TPEX MHEU CO JHS
MOJIa4u 3asIBJICHUS.

N3bsiTHE OTAEIBHBIX JOKYMEHTOB U3 JIMYHOTO JIeNla MPOU3BOAUTCS C pa3pelieHus
JUPEKTOpa IWIKOJBI € O(QOPMIIEHHEM COOTBETCTBYIOIIEH 3amucu B Tpade
«IIpumeuanue» BHyTpeHHeH onucu. [Ipu BpeMEeHHOM U3BSITHH TOKYMEHTa Ha €ro
MecTo (MEXIy JHCTaMU COCEIHUX JOKYMEHTOB) BKIJIAJbIBA€TCAd CIIpaBKa-
3aMECTUTENIb C YKa3aHUEeM JaThl M MPUYUH U3BITUS C TMOJANHUCHIO JIUIA,
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BbLIABHICTO JOKYMCHT, M HOAIMKCBIO JIKMIAd, ITOJYYMBIOCTO €TI0 BO BPCMCHHOC
II0JIB30BAaHUC.

4. XpaHeHHe W y4eT JIMYHBIX e/l pA0OTHMKOB

XpaHeHHE W y4YeT JIMYHBIX JieJ paOOTHUKOB IIKOJIBI OPTraHU3YIOTCS C IIEJIBIO
OBICTPOTO  TIOMCKA JIMYHBIX JIeJI, OOECTIeUYeHuss WX COXPAaHHOCTH U
KOH(DHICHIIMATEHOCTH CBEJICHUM, COACPKAITUXCS B JOKYMEHTAX JIMYHBIX JIEJ, OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

JInunble nena paOOTHHUKOB XPAHATCA Yy OTBETCTBEHHOTO 3a BEJCHHE [N B
CHELMAILHOM METaNInYeCKOM cerde.

Jloctyn K JWYHBIM JejlaM paOOTHUKOB HMEIOT TOJIBKO OTBETCTBEHHBIM 3a
BEJICHUE J€J1 U AUPEKTOp IIKOJbI IM00 €ro 3aMeCTUTENM MPU HUCHOIHEHUH
00s13aHHOCTEN TUPEKTOPA IIKOJIBI.

CucremMatuzanus JHUYHBIX Jie1 paOOTHUKOB TMPOU3BOAUTCS B aja(aBUTHOM
MOPSIKE.

5. Od¢opmiieHne JUYHBIX €)1 pa00THUKOB Nepe] caavyeil B apXuB

OdopmiieHne TUYHBIX JeN 715 Iepeadd B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM
3a BEJICHHE JIeJ. DTa Mpoleaypa BKIIOYaeT:

— TOJIIMBKY (TIEperieT) /1ena;

— YTOYHCHHE HyMEpaIliy JINCTOB JIEea;

— COCTaBIICHHUE JIMCTa-3aBEPUTEIIS,

— cocraBiieHre (YTOUHEHHE) BHYTPEHHEH OIHCH;

— BHECEHUE YTOYHEHUI B PEKBU3UTHI JULEBOIN OOJI0KKH JIeTa.

JlucT-3aBepuTenb aena AOJKEH MOANUCATh €r0 COCTABUTENb, IPU ATOM JENAETCS
pacmimdpoBKa OJDKHOCTH M TOANMCH, NpOCTaBisercs naara. B mporecce
UCIIOJIb30BAHUSI ~ ApPXMBHBIX JIOKYMEHTOB B  JIMCTE-3aBEPUTENE  JIEJAKOTCS
COOTBETCTBYIOIINE OTMETKH.

Ecnu peno moamuro 0e3 JMCTa-3aBEpUTENsl, TO €ro CIEAyeT HaKJIEUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeTa.

C nenpro obecniedeHus COXPaHHOCTH JIMYHBIX JEJT PEKOMEHYETCS:

— OOBCIWHATh WHAWBUIAYAJbHBIC JIMYHBIC Je€ja YBOJEHHBIX PAaOOTHHKOB B
OJIHY O00JIOKKY (0OBbETMHEHHOE J€JI0) C TAKUM PACYeTOM, YTOOBI O0BEM Jeia
(toma) He mnpeBblman 250 auUCTOB (MyTeM CIIMBKA MaTepUaoB
WHJMBUAYAJBHBIX JCJ 10 T0/IaM YBOJIbHCHUS );

— pacnoJiaraTb MaTepualibl UHAMBUIYAIBHBIX JCN B Ipejenax jaena (Toma) B
andaBuTHOM TOpsAaKe (TTOGaMUIBHO), OTIEISS MAaTePHANIBI, OTHOCSIITUECS K
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pPa3HBIM WHAUBUAYAJIBHBIM JI€JaM, YUCThIM JIUCTOM OyMaru ¢ yKa3aHUEM Ha
HeM (aMuIMM, WMEHH | OTYeCTBAa COOTBETCTBYIOIIETO YBOJICHHOTO
COTPYIHUKA;

— CHa0XkaTh KaXJa0e OOBEAMHEHHOE J1eJI0 (TOM) BHYTPEHHEH OIHUCHIO C
nepevncieHneM (GpaMuInii, IMEH U OTYECTB M YKAa3aHHEM HOMEPOB CTPAHHUII,
B TIpeiesiax KOTOPBIX PACOIOKEHBI COOTBETCTBYIOIINE TOKYMEHTHI.

Hepenaqa JIUMYHBIX JOCJ B apXHMB OCYIICCTBJEICTCA HC IMO3JHCC TPEX JICT ITOCIIC
3aBCpHICHUA HMX B  AOCIOIIPOU3BOACTBEC B  COOTBCTCTBHHU C I‘pa(bI/IKOM.
HpCI[BapI/ITeJII)HO OTBCTCTBCHHBIM 34 BCIACHHC [OCJI IIPOBCPACTCA IIOJHOTA H
MMPaBUJIBHOCTD ITIOATOTOBKH JIMYHBIX AOCJH K IICPCaaycC. BrisiBiieHHEBIC IIpH IIPOBCPKC
HCAOCTAaTKN YCTPAHAKOTCA OTBCTCTBCHHLIM 34 BCIACHHC HACII. Hepe):[aqa " IIPUECM
IMPOU3BOAATCA 110 OIIMCH C HpOCTaHOBKOﬁ OTMCTOK O HAJIMYUH JIMYHBIX OCII.

JInunbie nena paOOTHUKOB, 3aKOHUEHHBIE J1€JIONPOU3BOICTBOM A0 1 stuBaps 2003
roaa, xpaunsires 75 ner, nocie 1 saBapst 2003 roma — 50 ner.

6. OTBeTcTBEHHOCTH padoToaaTessi U padOTHHUKA

PaboTHHKM 1IKOJBI 0OS3aHBI CBOCBPCMCHHO IIPCACTABJIATL CBCIACHHA 00
HN3MCHCHHUHU CBOUX IICPCOHAJIBHBIX HAHHBIX, BKIIOYCHHBIX B COCTAaB JIMYHOI'O ACJIA.

OTBeTCTBEHHBIN 32 BEACHHUE Jie] PAaOOTHUKOB HECET AMCLMIUIMHAPHYIO U UHYIO
OTBETCTBEHHOCTh 3@  pasrjalleHHe  KOH(QUIAECHUMAIbHBIX  CBEJICHUU,
COZIEpKAIMXCA B JIMYHBIX JAENaX, U 3a WHbIE HAPYUIECHUs IOPSAKA BEACHUS
JIUYHBIX 1€

7. TlpaBa pabotonaTesisi 1 paGOTHUKA

PaboTHHKHN TITKOJIBI UMEIOT MPABO:

— ToJIy4aTh TMOJHYI HHMoOpManuio 00 00paboTKe CBOMX IEPCOHAIBHBIX
JIAHHBIX;

— TMOJy4aTh JOCTYI K CBOMM MEPCOHAIbHBIM JaHHBIM;

— MOJy4YaTh KOIWH JOKYMEHTOB, XPAHSIIIMXCS B IMYHOM JIETIE;

— TpeOoBaTh MCKJIIOYEHUS WM WCHPABICHUS HEBEPHBIX W  HEMOJHBIX
(MCKaXXE€HHBIX) CBOMX MEPCOHAIbHBIX TaHHBIX.

PabGoTonarens umeer mpaso:

— o0pabaTbiBaTh TMEPCOHANIbHBIE JaHHBIC PAOOTHUKOB, B TOM YHCIC W Ha
AJIEKTPOHHBIX HOCUTEISIX;

— 3ampammuBaTh OT PabOTHUKOB HH(OpPMAINIO, HEOOXOIUMYIO IJISl BEIACHHS
JIMYHBIX JeN U 00pabOTKH MEePCOHATBHBIX TaHHBIX.
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