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ITOJIO’KEHHUE

0 nopsiike BeJleHUus JUYHBIX Jes1 padotHukoB MBOY COLI Ne 11 um. A.M. Ilo3pinuua

1. OOmue moJI0KeHus

1.1. Hacrosiiee moyioykeHue onpeesieT Nops 10K BeICHHs TUIHBIX ]I COTPYAHHUKOB
B MBOY CONI Ne 11 um. A.M. Ilo3siHNYA.

1.2. Jluunoe neno pabGOTHHKA - COBOKYIMHOCTh JTOKYMEHTOB IEPCOHAIBHOTO y4ETa,
COJIepIKaIIUX CBEJCHUS O PAOOTHUKE U €TO TPYIO0BOM JACSITEIHHOCTH.

1.3. Tlonoxkenne pa3pabOTaHO B COOTBETCTBHHM C TpyAOBBIM Kojaekcom Pd,
®denepanbHbIM 3aKOHOM 0T 27.07.2006 Ne 152 «O nepcoHadbHbBIX TaHHBIX», METOANYECKUMHU
pekomeHanussMu Pocapxusa.

2. MopMHupoBaHHUE JUYHBIX /Ie]1 pAOOTHHKOB

2.1. dopMupoBaHUe JUYHOTO nena paboTHUKa MIPOU3BOJUTCS
JICJIONPOU3BOIUTEIEM HE TO3JIHee MATH pabodmx JHEH CO JHS 3aKIIOYCHUS TPYAOBOTO
JIOTOBOpAa U TOJBKO TIOCHIE TONY4YeHHs OT paOOTHHMKA corjiacusi Ha o0O0paboTKy ero
NIEPCOHATBHBIX JIAHHBIX.

2.2. [Ipy mocryrmiieHun Ha paboTy COTPYAHUK MpenocTaBisieT (IpU
HaJU4UH):

MAaCcTOPT WJIM WHOW JOKYMEHT, YIOCTOBEPSIFOIIUNA JTUMYHOCTH;
- 3asiBJIGHUE O IpuemMe Ha padoTy;
- CTPaxoOBOE CBHJIETEIIbCTBO IIEHCUOHHOTO CTPaxOBaHMUS;
- WICHTH()UKAIMOHHBIN HOMED HAJIOTOTUIATEIBIINKA;
- JIOKyMEHT BOMHCKOT'O y4eTa (/17151 BOGHHOOOS3aHHBIX JIUIL);
- JOKyMeHT 00 00pa3oBaHUH,
- aTTeCTallMOHHBIH JIUCT;
- CIOpaBKy O HaMWuuu (OTCYTCTBHHM) CYAMMOCTH W (uWiau) (pakta YroJIOBHOTO
npecie0BaHus;
- TPYIOBYIO KHUXKKY;
- MEIUIMHCKYIO KHIKKY;
- CBUJETEILCTBO O Opake;
- CBHJIETENICTBO O POKICHHUH JCTEH.
2.3. PabGoTtonarens odopmiser:
JUYHYIO KapTOUKy YHUGUIUPOBaHHON (opmbl Ne T-2;



- IIpUKa3 O pHeMe Ha paboTy (0 NepeMelIeHNN Ha IpyTrue JODKHOCTH);

- TPYyZIOBOI1 IOTOBOP B JIBYX K3EMIUISIPAX;

- JIOJDKHOCTHYIO MHCTPYKIHIO.

2.4. [lepBuuHOEe 0opopMIIEHHE TUYHOTO J€NIa IPEAYCMATPUBAET:

- ) IPUCBOCHME JINYHOMY JIeTTy HOMEpa corjlacHO Homepy B KHure yyera Jm4Horo
cocraa MBOY COII Ne 11 um. A.M. Ilo3piHNYA;

- ) IpocTaBJIeHUE Ha 00JI0kKKE JJMUYHOTO JIeJIa CIEYIOIUX PEKBU3UTOB: HHJIEKC JIes1a
(B COOTBETCTBMM C HOMEHKJIATYpOH JeJ IIKOJIbI); HOMEp JIMYHOTO Jeia; (paMuiIus UMs
OTYECTBO PAOOTHUKA B UMEHUTENILHOM I1aJI€XKe; 1aThl - F0Jl Hayaja U ol OKOHYaHUS BEJCHUS
Jiea; CPOK XpaHEHHUs;

- ) IOMEILEHUE JTOKYMEHTOB, MOAJEKAIIUX XPAaHEHUIO B COCTaBE JIMUHBIX /€N, B
XPOHOJIOTUYECKOM MOPSIKE:

- BHYTPEHHSISI OTIMCH JOKYMEHTOB JIeJIa;

- coryiacue Ha 00paboTKy MepPCOHABHBIX TaHHBIX;

- COpPaBKy O HaJIW4Yuu (OTCYTCTBMM) CYIAMMOCTH M (W) (pakTa YroJoBHOTO
npeciel0BaHus;

- 3asBJICHHUE O pUEMe Ha paboTy;

- TPYZIOBOM JOTOBOD;

- aHKeTa;

- MpHUKa3 O MpueMe Ha paboTy;

2.5.  JIucThl JOKYMEHTOB, IOMEIICHHBIX B JINYHOE JEJI0, OJUIekKAT HyMepaIiHy.

2.6. JIOKyMEHTBI TMOMEIIAIOTCS B ManKy-ckopociuBarenb. [Ipu yBoibHEHUM
paOOTHHKA MPOIIMBAIOTCS HUTKAMU U CAIOTCS B apXMB.

2.9. [Tpu moAroTOBKE IMYHBIX JE K [Iepe/iaue Ha XpaHEHHUE K BHYTPEHHEH onucu
COCTaBJISIETCS UTOTOBAsI 3aIIMCh, B KOTOPOH YKa3bIBaeTCs IU(PpaMu U MPOMHUCHIO KOJTUYECTBO
BKJIIOYCHHBIX B HE€ JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEJIa.

3. BeneHue JUYHBIX JeJ1 pAOOTHHKOB

3.1. JlmgHOe Aeio BeJeTCs B TCUCHHE BCETO MEepHoja padOThl KaXKI0TO Meaarora u
COTPYTHUKA IIKOJIBI.

3.2. JlanpHe#1ee BeJICHUE JUIHOTO JIeja paOOTHUKA IIPEeTyCMaTpUBACT ITOMEIIEHHE
B JICJI0 JIOKYMEHTOB, OOpa3yrolIuXcsi B Mpoliecce pabouelt NesITENbHOCTH W HMEIOIINX
3HAYCHUE JJI TPYIOBBIX OTHOIIICHHIA:

- JIONIOJTHEHUE K JIMYHOMY JIUCTKY 110 yYETy KaJIpOB;

- JIONIOJTHUTEJIbHBIC COTJIAIICHUS K TPYIOBOMY JIOTOBOPY;

- KOIIMH MPUKA30B I10 JIMYHOMY COCTaBY, KOTOPBIE KacaloTcsi pabOTHUKA;

- KOIMH JJOKYMCHTOB O TIOBBIIIICHUH KBATU(UKAIIHH,

- WHBIC JOKYMECHTHI.

3.3. B nmunHBIC Nena HE MOMEMIAIOTCS JIOKYMEHTBI, MMCIOIINE BTOPOCTEIICHHOE
3HAUYEHHE U CPOK XpaHeHus: MeHee 10 JIeT BKIIOUUTETBHO.

3.4. Bplgavya konuil JIOKYMEHTOB M3 JIMYHOTO JeJia MPOU3BOJAUTCSA IO JTUYHOMY
3asBJICHUIO PaOOTHUKA W C paspenieHus aupekTopa. Komuum JOKYMEHTOB JOJKHBI OBITh



3aBCPCHLBI U ITPCAOCTABJICHBI pa60THI/IKy B TCUCHHUC TPCX JIHEW CO AHS MOJa4u 3asiBJICHUS.

4. XpaHeHHe M y4YeT JIMYHBIX e pa00OTHUKOB

4.1. XpaHeHHe U y4eT JIUYHBIX JIeJI IEaroroB U COTPYAHUKOB HIKOJIBI OPTaHU3YIOTCS
C Uenpl0 OBICTPOTO TIOWCKAa JIMYHBIX I, OOecledeHus MX COXPaHHOCTH U
KOH(UICHIIMATFHOCTH CBEJCHHUH, COAEp)KAIIMXCA B JOKYMEHTaxX JHYHBIX JIeJ, OT
HECaHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. Jluunble nena paOOTHUKOB XPAHATCS B CHEIHATFHOM METAITMYECKOM ceide.
JInynble KapTOUKH N0 yHUHUIMPOBaHHOH Gopme Ne T-2 xpaHATCS OTAECTBHO.

4.3. TpynoBbie KHUKKH, METUITMTHCKIE KHIDKKUA XpaHATCS B ceide.

4.4. JlocTyn K JIUYHBIM JielaM paOOTHUKOB MMEIOT TOJBKO JEIOMPOU3BOIAUTEND U
JUPEKTOP LIKOJIBI INOO 3aMECTUTENH JUPEKTOPA MIPU UCTIOIHEHUN 0053aHHOCTEH AUPEKTOpa
TIKOJTBI.

4.5. Cucrematuzanusi JIMYHBIX Jie]1 PaOOTHUKOB IPOU3BOIUTCS B aji(haBUTHOM
TOPSIZIKE.

5. OTBeTCTBEHHOCTH padoToAaTe/isi U pA0OTHUKA

5.1. Tlemarorm u corpyauuku Illkomel 00si3aHBI CBOEBPEMEHHO MPEACTABISATH
CBEJICHHsI 00 M3MEHEHHWH CBOMX TEPCOHANBHBIX JAHHBIX, BKIFOYCHHBIX B COCTaB JUYHOTO
Jena.

5.2. PaGoronarens oOecrieynBaer:

COXPAaHHOCTD JIMYHBIX JCJI pa60THI/IKOB;

KOH(l)I/II[eHLII/IaJIBHOCTB CBeI[eHI/Iﬁ, COACPIKAINNUXCSA B ITHYHBIX ACIaX pa6OTHI/IKOB.

6. IIpaBa padoToaare/isi 1 paGOTHHKA

6.1. Ilemaroru u COTpYAHUKHU IIKOJIbI UMEIOT MPAaBO:

- TIOJyYaTh MOJHYIO HHPOpMaIHio 00 00paboTKe CBOMX IMEPCOHATLHBIX IAHHBIX;
- MOJIy4aTh JOCTYI K CBOMM MEPCOHAIBHBIM JTAHHBIM;

- MOJTy4aTh KOMUU JOKYMEHTOB, XPAHSIIUXCS B IMIHOM JICIIC;

TpeOOBaTh UCKITFOUCHUS WJIU UCIIPABJICHUS HEBEPHBIX U HETIOJIHBIX (MCKaKEHHBIX )
CBOMX MEPCOHATBHBIX JaHHBIX.

6.2. PaboronaTens uMeeT MpaBo:

- 00pabarpiBaTh TIEpPCOHAJbHBIC JAaHHBIC pPAOOTHUKOB, B TOM 4YHCJIE W Ha
DIIEKTPOHHBIX HOCUTETISX;

- 3ampamuBaTh OT paOOTHUKOB HH(OPMAINIO, HEOOXOUMYIO /ISl BEICHUS JTUIHBIX
Jien 1 00paboTKHU MEPCOHANBHBIX TaHHBIX.
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