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0 MopsiiKe BeAeHHUA THYHDLIX eI
TNEAATOrOB M COTPYAHUKOB O0PA3IOBATLILHOTO YUPLIKACHNS

1. OBIIME MOJIOXEHUA

1.1. Hacrosmee IlonokeHue ompeensieT MOPSAOK BENEHHMA W XpaHCHHUS JIMYHBIX [l
[IeIarOroB ¥ COTPYIHUKOB 00pa3oBaTeIbHOIO yUPEKICHHUS (Hanee oVv).

1.2. Jluynple nmena pabOTHHKA- COBOKYIIHOCTh TOKYMCHTOB II€PCOHAIIBHOTO Y4YETa,
coZep KalliX CBEJeHUs O pabOTHUKE H €r0 TPYAOBOU NESITEIBHOCTH.

1.3. Ilomoxenue paspaborano B coorBercTBuM ¢ TK, @enepaibHBIM 3aKOHOM
0127.07.2006 1.Ne 152 «O mepcoHaANBHBIX NaHHBIX», METOANIECKUMU PEKOMEHAAUUIMU
Pocapxusa, Y CcTaBOM LIKOJIEL.

2. MOPIANOK ®OPMHUPOBAHMSA JIMYHBIX JEJ IIEJATOIOB H
COTPYJHHUKOB

2.1. OdopMieHre JIHYHBIX Jel OCYLISCTBISETCS B TedeHWe 5 [JHEH cO JHA MpHeMa
paboTHHKA Ha paboTy.

2.2. ®opMHpOBaHME JUYHOTO JeNid IeJJaroroB d coTpyAHuKoB OV IIPOM3BOAMTCS
HeTNocpeACTBeHHO Tocie npuemMa B OV WM IepeBoia MeJaroroB W COTPYAHMKOB U3
APYroro 06pa3zoBaTeIbHOrO yUPEKACHUS.

2.3. Ipu moCTyIUIEHUH Ha paboTy rpakIaHuH IPEICTABIAET:

- NUYHOE 3asBIeHHUe O MpreMe Ha paboTy;

- JIOKYMEHT, yIOCTOBEPSAIOIIUHI THYHOCTD;

- TPYIOBYIO KHUXKKY,

- JOKyMeHT 00 00pa3oBaHuY,

- JIWYHYIO MEIUIIMHCKYIO KHHXKY;

- CTPaXOBOE CBH/CTEIBCTBO 003aTEIBHOIO IIEHCUOHHOIO CTPaxOBaHU;

- UeHTH(UKAIMOHHBIA HOMED HaJOromIaTe/IbIINKa;

- CIpaBKy O HATMYUH (OTCYTCTBHMH) CYAVMOCTH H (unu) Qakta YroJoBHOI'O
TIpeciieJOBaHMs;

- JIOKYMEHT BOMHCKOrO y4eTa (JUish BOCHHOOOA3aHHBIX JIHLL);

- aTTeCTAllMOHHBIN JIUCT;

- CBUJIETENBCTBO O Opake;

- CBUJETENHCTBO O POXKIECHUU JETEH;

- IpyrHe JOKyMEHTBI, IpeycMoTpeHHble DenepanbHbiM 3aKOHOAATSILCTBOM.



2.4, JluyHOMYy penly mpHcBauBaercs HOMED, COMIaCHO JXYpHally y4eTa JIHYHBIX el
NeJIaroroB u coTpynHukos OV,

2.4.1. Ha o0ioxKe THYHOTO JeNa OTpaaroTcs CICIYIOUINE PEKBU3UTHL: JINYHOE [0 No,
(COINIacHO XKypHAlly PErdCTpALHH JIUYHBIX JIe IenaroroB u corpyguukos QV), ®HMO
COTPYAHHMKA, NOJDKHOCTb, HOMEp H JaTa TPYAOBOTO JOrOBOpa, TaGelbHbIi HOMED
COTPY/IHHKA.

2.5. JIOKyMeHTBI B JMYHOM Jielie INeTarOroB H corpynHukos OV pacnonararotcss B
CIIEAYIOLIEM TIOPSIIKE:

1) omuCh NOKYMEHTOB, UMEIOIUXCS B THIHOM Heine;

2) nTMYHOE 3asIBIEHHUE O TIPHEMe Ha paboty;

3) TpynoBo# TOroBOp (KOHTPAKT);

4) BBINKCKA U3 IPHUKA3a O TIPHEME Ha paborty;

5) mA4Has KapTodka paboTHHKA, yHUuuuposannas Gpopma Ne T-2;

6) cormacue paboTHHKa Ha 00paboTKy MepCOHANBHBIX AHHbIX;

7) KcepoKoTHs (1K) T0KyMeHTa (0B) 06 o0pazoBanuy;

8) KCepOKONHSA BOCHHOTO GHIeTa IS BOSHHOOGS3aHHEIX 1 ML, NOJUIEKAIUX NPU3BIBY Ha
BOCHHYIO CIIyX0Y);

9) KCepoKoITHs CBUAETENBCTB 0 POXKICHNH, TACIIOPTOB HECOBEPIICHHOJIETHUX JETEH;

10) kcepoxonust cBuETENBCTBA O 32K TIOYEHUH (pacTopixerun) 6paka;

11) cupaBka o HamHYUH (OTCYTCTBHH) CYIMMOCTH;,

12) Kcepokomus TpymOBOW KHWKKH, eciu PabOTHUK TNPHHAT 1O BHeMHeMy
COBMECTHTENIECTRY;

13) HHBIE NOKYMEHTBI, KOTOpBIE HOMKHBI GBITH TIPEBABICHBl PaOOTHUKOM C y4eToM
crenubuKu paboTs!;

14) mpukase! o HasHaUYeHUAX, IlepeBoax, YBOJIbHEHHH;

15) moxymenTsI 0 mpoxomeHHE PaGOTHHKOM aTTecTalyy, co0ece/[0BaHus, TOBBIIICHHS
KBaubHUKaLUH.

2.6. C nensio obecrmeueHms HAJUIeXAINeH COXPAHHOCTH JIMYHOTO ella [IeJaroroB u
cotpyninkos OV u ymo6cTBa B obparmenun ¢ Huwm, IpH GOPMUPOBAHHUH [OKYMEHTHI
MIOMEIIAIOTCS B OTAETBHYIO MaIKy.

2.7. TpynoBBIe KHIKKH XPAHSTCS OTASIBHO B ceiie y mupektopa OY.

3. IIOPSIIOK BEAEHUS JIMYHBIX AEJ IMEJATOTOB " COTPYAHUKOB

3.1. B manpHeitmem B 1uyHOe A1€JIO MENaroroB ¥ cOTpyaHUKOB OV BKIIOYAIOTCS:

3.1.1. TpuWKasel WM BBIOUCKA U3 [NPUKA30B O HA3HAYCHUHU, OCBOOOXIEHHU WU
IEePEMEILEHHH TI0 TOJKHOCTH;

3.1.2. mOKyMeHTHI 06 uTOrax aTTeCTallMy (3asBJIE€HHE, aTTeCTALHOHHBIN JIUCT; IpHUKAa3bl
VI KCEPOKOITHH IIPHKA30B 110 UTOTaM ATTECTAINH MM BBIIMCKA 13 [IpyKaza);

3.1.3. nuct [TOOIIPEHHH U B3BICKAHMUIL;

3.1.4. KCepOKOIINH MOYETHBIX TpaMOT ¥ 6J1aroJapCTBEHHEIX ITHCEM, 3aBEpPEHHEBIE TTEYaThI0
U [TOJIHUCEHIO OTBETCTBEHHOTO JINLIA,;

3.1.5. xcepokomnuu AOKYMCHTOB O IOBBIIEHMH KBaTA(PHUKALUH, O IIEPENOATOTOBKE,
3aBEPCHHBIC NIEYATHIO U OAMCHIO OTBETCTBEHHOTO JIHIIA;

3.1.6. xcepoxonuu JOKYMEHTOB 00 H3MEHEHHH AHKETHBIX Onorpauyecknx TaHHBIX
(HaIpuMep: KOIUS CBHUJIETENHCTRA O Opake, U3MEHEHHH (GaMUINH U T.11.).



3.2. JlnuHoe pmeio Henaroros u corpyanukos OY Bemercs B TCYCHHE BCEro Ieproma
paboThI KaXxa0ro mexarora u COTPYZHHKA B 00pa30BaTeIbLHOM yUpeskIeHHUN.

3.3. Benenue magnorO fema IIPEAyCMaTPUBAET; =
3.3.1. momemenwme AOKYMCHTOB, IIOIVIEXKALINX XPAaHEHHIO B COCTABE JUYHBIX Jej, B
XPOHOJIOTHYECKOM IOPSIIKE;

3.3.2. exeromayio IIPOBEPKY COCTOSHMSA JIMYHOTO JIeNa [Iearoros u coTpynnukoB OV nHa
TIPEAMET COXPaHHOCTH BKJIFOYEHHBIX B HEro AOKYMCHTOB U CBOEBPEMEHHOE 3aII0THEHHE,
3.4. JIoKyMeHTHI B I9HOM Hejte MOATEXKAT OMUCH, KOTOPas XPaHUTCS B COCTABE JTHYHOIO
zena.

4. IIOPANOK YYETA H XPAHEHUSA JIMYHBIX AEJ IEJATOI'OB M
COTPYIHUKOB Oy

4.1. XpaHeHue JIUYHBIX ACI NEeNaroroB u corpygHukos QY OPraHM3YEeTCI C LEeJIbI0
OBICTPOro u 6e30mu609HOro IIOUCKa JINYHEIX JIeJT, OT HECAaHKUMOHUPOBAHHOTO LOCTYIIA:
4.1.1. TuuHEBIe Nera eaaroros u COTPYAHHKOB XpaHATCS B Kady, — 1mo angasury;

4.1.2. pmocrtynm x mudHBIM A€TaM NeNaroroB U cotpygHukoB OV mMeroT JUPEKTOP,
3aMECTUTENN TUPEKTOPA IKOJIEL 1 CEKPETaphp IIKOJIBL;

4.1.3. nU4HbBIE Kela enaroros u cotpynuukos OV, uMmeronux TOCyapCTBEHHEIE 3BAHUS,
IIPEMUH, Harpaibl, y4YeHblE CTENEeHH K 3BAHUS, XPaAHATCS IIOCTOSHHO, a OCTATBHBIX
COTPYIHHMKOB — 75 meT ¢ ropa YBOJIbHEHUS. pabOTHHKA (B COOTBETCTBHU C IepevyHeM
THITOBBIX YIIPaBJIEHYECKHUX JOKYMEHTOB).

4.2. B nuuHble gena me AOIKHBEI BXOIMTH JOKYMEHTEI BTOPOCTEIICHHOIO XapakTepa,
HMeromye BpeMeHHbIe (10 10 jer BKIIFOYMTENIEHO) CPOKH XPAHEHHS.

4.3. Cexkperaps, NIPUHUMAs OT paOOTHHKA KCCPOKOTIMH JTOKYMEHTOB, JTHYHYIO KapTOYKy
COTPYIHHKA, TOJDKEH IIPOBEPHTE IIOJIHOTY €ro 3aloJjHEeHUs U MOCTOBEPHOCTh YKa3aHHBIX
CBEICHHUH B COOTBETCTBUH C [IPETbABICHHEIMU OPUTHHATAMH MOKYMEHTOB.

4.4. C60p v BHeceHMe B THYHLE Acia nenaroros u cotpyanHukoB OY cBeneHwmit o YaCTHOH
KHU3HH, [TOJTUTUYECKOH U PEIIUTHO3HOI] IIPUHAUIEXKHOCTH 3arpenaercs.

4.5. JIugnoe neno Moxer GBITE BBIIAHO B CIIEAYIOIUX CIIyqasx:

4.5.1. no Tpe6oBaumIo paboTHHKa 1S 03HAKOMIIeHHMS (6e3 npaBa BeIHOCA);

4.5.2. HemocpencTBeHHO PYKOBOJIHTEIIIO IS O3HAKOMIICHHUS C MaTepralaMid JIAYHOIO
nena;

4.6. Cuatue xomnuii AOKYMEHTOB, XPaHSIUIUXCA B JIHYHOM AeJe, NPOU3BOAUTCS TOILKO C
IIHCBbMEHHOI 0 paspelleHns paboTHHKA.

S. IOPSTOK BBITAYH JIUYHBIX AEJI BO BPEMEHHOE MOJb30BAHUE
5.1. Bblmawa nmunbpix gen (OTHENBHBIX MOKYMEHTOB B cocTase JUYHOTO [ena) BO
BPEMEHHOE TI0JIb30BAHUE TIPOU3BOUTCS C Pa3peILICHHs AUPEKTOPA IUKOJIBI 10 3aSBICHHUIO
paboTHuKa.

5.2. Pabora (0O3HAaKOMJIEHHE) ¢ JIMYHBIMH ACIaMH  MENaroroB U COTPYAHUKOB QY
IpousBoxuTCA B 31a0un OV B npucyTcTBHM AUPEKTOpa mKonsl. B xoHume paGouero mus
AUPEKTOP NOKEH YOCNUTBCST B TOM, 9TO BCE JIHUHELE Aela WA JOKYMEHTBI JIMYHEIX fel,
BBIAHHBIC BO BPEMEHHOE IOJIb30BAHHE, BO3BpAIlICHEI Ha MECTO XpaHEHHUS W ecThb JIH
HEOOXOMMOCTb /s IIPUHSTHS MEp K HX BO3BDAILCHHUIO MIIH PO3BICKY.



6. OTBETCTBEHHOCTbD

6.1. Ilegaroru u corpypuuxku OV 06s3aHbI [IPEACTABIATL CBEACHHA 00 M3MEHEHUU B
IEPCOHATIbHBIX JAaHHBIX, BKIIOYEHHEBIX B COCTAB JUYHOTO JIejia.
6.2. Cekperaps o0ecrieunBaeT:

6.2.1. COXPaHHOCTH JTUYHBIX AEJ IEATOr0B U coTpynHukoB OY;
6.2.2. KOHQUACHIMATBHOCTD CBENEHWH, CONEPIKALMXCA B THYHBIX Telax [IEJaTOTOB U
coTpyaHukoB OV,

-

7. IIPABA
7.1. lns obecrieveHns 3alldThl MEPCOHATBHEIX NAHHBIX, KOTOpBIE XPaHATCS B JTHYHBIX

A€Jlax Menaroros u COTpyAHUKOB OV, Meqarorut ¥ COTpYAHAKH HMEIOT MPABO:

7.1.1. mOTy9UTH NONMHYO HHGOPMALHIO O CBOMX IICPCOHAIIBHBIX AaHHBIX B 00paboTKe 3TUxX
TAHHBIX;

7.1.2. momy4uTh CBOGOIHBIN JOCTYI K CBOUM IIEPCOHATBHBIM JTAHHBIM;

7.1.3. TOMy4YMTH KOLHMH, XpaHsIIHecs B JIMYHOM 1elle U CoIleprKalllie TIepCOHabHbIE
JAHHBIE;

7.1.4. TpebOBATH MUCKIFOYECHHUS WM HCTIPABIICHHUS HEBEPHBIX MIIH HETIOJIHBIX TIEPCOHATBHBIX
JaHHBIX.

7.2. JTns obecnievenust 3allUThl IePCOHATBHBIX NAHHBIX, KOTOpBIE XPaHATCA B JIMYHBIX
A€J1aX IIefaroros u coTpy AHUKOB OV, paboToaaTess UMeET IPaBo:

7.2.1. 06pabaTHIBaTE MEpCOHANBHBIE TAHHBIE [HEIArOrOB 1 coTpynuukos OV, B ToM uncie
Ha 3JIEKTPOHHBIX HOCHTEIISX;

7.1.2. 3ampocuTh OT Iefaroros u corpynuuxos OV Bero HEOOXOINMYFO HHGOPMAaLHIO.



