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MOJIOKEHUE
0 MopsIIKe BeJeHUsI THYHBIX /1eJ1 pa0OTHHKOB
MyHHUIHIIAABHOT0 ABTOHOMHOT0 0011e00pa30BaTeILHON0 YUPeKIeH U
«Cpeausns odmeodpasoarenbHas mkoga Nel r.Hemana»

1. O0mue nooKeHHus

1.1. Hacrosmee [TosoxeHne o nopsake BeACHUS JTUYHBIX 1€l paboTHUKOB My-
HULIMITAJIBHOTO aBTOHOMHOro oOmeoOpasoBaTenbHOro yupexaeHus «Cpennss obuieod-
pasoBarenbHas mkona Nel r.Hemana» (manee no rexcry — Illkona) onpenensier nopsaaok
BEICHUS JIMYHBIX JIENl MeIaroru4ecKuX paboTHUKOB M y4eOHO-BCIIOMOTATEIBHOTO Mep-
conana IIIkomsr.

1.2. Ilonoxenue paspaboraHo B cooTBeTCTBUM C TpynoBemM kojexcom P®; Koi-
JIEKTUBHBIM JJOTOBOPOM, Y CTABOM IIKOJIBL

1.3. JluuHOe J1e0 — OCHOBHOM JOKYMEHT MEPCOHATBHOTO yUeTa, COAEpKaImit
Haubonee moyiHbie cBeieHus 0 paboTHuke [lIkonsl 1 ero ciayxebHol HedTeTbHOCTH.

1.4. Ceenenus, cofiepikaliuecs B IMYHOM Jelie, OTHOCATCS K KOHQHACHIHMATBHON
UH(OpPMAIIMHU U [TOJUIEKAT 3alIUTE OT HECAHKIIMOHHPOBAHHOI'O JOCTYIIA, HENPABOMEPHOTO
UX UCMOJIL30BaHUS WIIM YTpaThl B COOTBETCTBUH C 3akoHOM Poccuiickoit ®enepanuu ot
27.05.2006 roma Ne 152-®3 «O mepcoHaIbHBIX JaHHBIX», [IOM0OXKEHHEM O 3alHTe Mep-
COHAJIBHBIX JJAaHHBIX 00yYalolmuXcs, BOCIUTAHHUKOB, poauTeel (3aKOHHBIX IIPE/ICTaBU-
teneil) ¥ paGoOTHUKOB MyHMIIMITAIIEHOTO aBTOHOMHOIO 001e00pa3oBaTeasHOr0 yupekK-
nenus «Cpennss obuieobpazoBarensHas mkosa Nel r.Hemana».

1.5. Benenne muunbix gen paboraukos Lllkonsr Bosnaraerca Ha crielHalHCTa 110
KaJipam.

2. lopsgok ¢popMHPOBAHHSA, BeleHHH, Y4eTa H XPAaHEeHHS JTHYHBIX el pA0OTHHKOB

2.1. ®opmupoBaHue JUYHOro Jiena paborHUKoB IlIkossl npoM3BOAUTCA HEMO-
CpeacTBeHHO nocie npuema B [lkomy uinu nepepoaa U3 Npyrux opraHu3auii.



TMosiokeHe 0 NopsaKe BefeHUs JUYHbIX Jesl pAGOTHUKOB 2017

2.2. B nuunsie fena paboTHrkoB 11IKoIIEl TOMEMAoTCs CIENYOMUE JOKYMEHTEI:
Joxymenmyl, npedocmasisemvle ne0a2o2uieckumu pabomuuxamu.

— 3asBiIeHHE O NIpUEMe Ha paboTy;

— Astobuorpadus;

— Konwus nacropra wim HHOTO JOKYMEHTa, Y10CTOBEPAIOIIET0 JIMYHOCTD;

— Komnus cTpaXoOBOro CBHJIETE/ILCTBA IEHCHOHHOTO CTPaXOBAHU;

— Komnus uneHTHGUKAIIMOHHOTO HOMEPa HAJIOTOTUIATEbINHKA;

— Komun nokymenToB 06 06pa3oBaHuy;

— Konuu IOKYMEHTOB O TOBBIIIEHHH KBalU(HKALMH, HAJTHYMH CIICHH-
aJIbHBIX 3HAHWI;

— Konus TpynoBoii KHIWKKH (U1 COBMECTUTENIEH);

— Komnus 10KyMeHTa BOMHCKOrO yueTa (JUls BOCHHOOOSM3aHHBIX OCHOBHBIX
COTPYIHHUKOB);

— Komnus cBuzerenbeTBa 0 Opake (Ipu HEOOXOIHUMOCTH);

— XapakTepUCTHKH, peKOMEH/IaTeIbHbIC MHChMA, OTHOLIECHHS (eClU eCTh
B HAJIMYHH ),

Konuu 1I0KyMEeHTOB O HarpaXKIeHHH;
— Komnmn aTrecTallnOHHBIX JIHCTOB;
CorJracue Ha 06paGOTKy NepCOHATBHBIX NaHHBIX;

CnpaBka 00 OTCYTCTBHM CYIUMOCTEH.
Toxymenmsl, npedocmasiiemvle pabomHUKaMU U3 YUcaa y4eOH0o-6CnoM02anieibHo20

nepcoHana.

— 3asiBIeHME O IIpHeMe Ha padoTy;
— Komnna macropra Wid HHOTO NOKYMEHTA, YAOCTOBEPAIOLICTO JINYHOCTE,
— Komnms cTpaxoBOro CBHJAETEILCTBA IEHCHOHHOTO CTPAXOBAHW;
—  Konua naeHTHOUKAMOHHOIO HOMEpa HaJIOrOIIaTeNbIINKA;
—  Konuu noxymenTos 06 06pa3oBaHuH, KBaTU(QUKALUK (ECIH I0JDKHOCTD
TpebyeT HaIMYKs CrIeLUaIbHBIX 3HAHHH U HABBIKOB);
— Konms TpyaoBOit KHIKKY (17151 COBMECTHTENEH);
— Konusa 10KyMeHTa BOUHCKOIO y4yeTa (IJ1 BOGHHOOOS3aHHBIX OCHOBHBIX
COTPYOHHUKOB);
— Konus cBuerenscTBa o Opake (py He0OXOAUMOCTH);
— Cornacue Ha 06paboTKy NEpCOHATBHBIX JaHHBIX;
— CopaBka 00 OTCYTCTBHH CYIUMOCTEN.
Jloxymenmol, ohopmisiemvie pabomodamenem:
— TpynoBoii 1oroBop;
— Komus mpukasa o npueme Ha paboTy (0 mepeMelleHWH Ha Jpyrue
JIOJDKHOCTH);
— JInunas kaptouka popma NeT-2.
Hpyaue doxymenmoi.
B TeUEHHUE Meproa paboThl B THYHOE JIENO B XPOHOJIOTHYECKOM MOPAIKE MOTYT
npuoGIaThes M Apyrue JTOKYMEHTBI (Kpome BHILIEYKA3aHHBIX), OTpaXkaiomue npodec-
CHOHAJIBHYIO JlesiTenbHOCTh B 11IKoue (XapaKTepHCTHKH, PECTaB/ICHHs | T.1.).
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2.3. C uensio obecrieueHns Hauiexale COXpaHHOCTH JI0KYMEHTOB H y00CTBa
B 0OpammieHuy, Npyu GOPMUPOBAHUHM JIHYHOIO Jelia, JOKYMEeHTHl pabotuukos I1IKkoms! mo-
MEINAIOTCA B OTAENBHYIO MATNKY.

K nuuxomy neny npuiiaraercs onuch HaXOSIINXCS B JIHYHOM JIeIe IOKYMEHTOB.

2.4, Jlnanoe peno paGoruukos 11IKonbl BeeTcst B TeUEHHE BCErO NEPHOAA Pa-

* 6oTe! paboTHuKa B [llkoie.

2.5. Benenue JIMYHOrO Aea NpeaycMaTpHBaeT:

— Ilomelenue NOKyMEHTOB, MOIEKAIUX XPAHEHUIO B COCTABE JIMYHBIX
JIEN1, B XPOHOJOTHYECKOM MOPSIKE;

— Esxerojnyio 1poBepKy COCTOSAHHS JMYHOI'O Jeia Ha MPEIMET COXpaH-
HOCTH BKJIFOUYEHHBIX B HEr0 IOKYMEHTOB Y CBOEBPEMEHHOCTH 3aTIOTHEHHS.

2.6. XpaHeHue ¥ y4eT JUYHBIX Jes paboTHUKOB [1[K0iIBI OpraHu3yIoTCs C 1EBI0
OpIcTpOro 1 6€301MHO0YHOr0 ITOUCKA INYHBIX eiT, 00eCIIeYeHIs X COXPAHHOCTH, a TAKKE
obecrieuenys KOH(GUAECHIMATEHOCTH CBEJICHHM, CONEep)KalUXCA B JIOKYMEHTAX JMYHBIX
Jel1, OT HECAHKIIMOHUPOBAHHOTO AOCTYIIA:

— Jluynble fesia XpaHATCA B 3aKPEIBAEMOM Ha 3aMOK Ikady.
— JlocTynm K JIMYHBIM J€jlaM HMEIOT TOJIBKO OTBETCTBEHHBIH 3a BEICHHE
JHYHEIX e, aupekTop 1IKosl WM 3aMeCcTUTENH AUpeKTopa.

— CucremaTusanums JUYHBIX e IPOU3BOJUTCS B aI(haBUTHOM IOPSIIKE.
— JIugnsle nena paborHukos IIkomnsl XpaHsTcs 75 JIET ¢ rojia YBOJIBHEHHS
paboTHHKa.

3. HOPH}.[OK BbIAa4H JIHYHBIX [1eJ1 BO BpeMeHHOe NOJIbB30BaHHe

3.1. Beigaua TuuHBIX Jien (OTAENbHBIX JOKYMEHTOB B COCTABE JIMYHOTO JIe/1a) BO
BPEMEHHOE I10JIb30BAHUE [IPOU3BOIMUTCS C paspenteHus qupexropa 11Ikoms!.

3.2. Pabora (o3HakOMJIEHHE) ¢ JIMYHBIME JefamMid pabGoTHuKOB 11IKosbl npoms-
BOJMTCA B KaOMHETE CHENMANKCTA 110 KaJpaM, a BpeMs paboTbl OrpaHHYHBAETCA Mpeje-
namu ofHoro pabouero aHs. B KoHIle paGoyero JHS OTBETCTBEHHEIH 3a BeJICHUE JIMYHBIX
nen o6s3aH yOeIUThCs B TOM, YTO BCE JIMYHBIE J€JIa, BRIIAaHHBIE BO BPEMEHHOE T10J1530~
BaHME, BO3BPAIIEHE! HA MECTO XPAHEHUA H, CCIM €CTh HEOOXOAUMOCTD, IPHHATH MEPHI K
MX BO3BPAIEHUIO HIIU PO3BICKY.

4. OTBETCTBEHHOCTE H IpaBa paloTHHKOB H padoToaares
4.1. Pabomnuxu 111konsl 0653aHbl CBOEBPEMEHHO MPE/CTABIATH OTBETCTBEHHO-

MY 3a BEIOCHHE JIMYHBIX JCJI CBCICHHA 00 U3MEHEHUH B NNEPCOHAIBHBIX JaHHBIX, BKIIO-
YEHHEIX B COCTaB JIMYHOTO Iciia.
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472. Pabomodamens OGECIICUABAET COXPAHHOCTH JIMUHBIX JIEN PabOOTHHKOB
LLIKoyIBI B KOHPUICHITHATLHOCTD COEPIKAIIMXCS B HUX CBEACHHH.
4.3. Jlng obecrieueHus 3alUThl MEPCOHAIBHBIX [AHHBIX, KOTOPBIC XpaHATCA B
JIYHBIX Jefax, pabomnuxu [lIxoner umerom npaso:
_ — TlomydyaTs MOJHYK MHQOPMAUMIO O CBOMX NMEPCOHANBLHBIX TAHHBIX H
obpaboTke 3TUX JIaHHBIX;

— TlonyuaTs cBOOOHBIH JOCTYI K CBOMM IE€PCOHATBHBIM AaHHBIM;

— TlomyyaTh KOMAH, XPAHAIIHEC B JINYHOM JETIE W COZIEPIKAIIUE NEPCO-
HaJIbHbIC TaHHBIE.

— TpebGoBarTs UCKIIOUEHUS WM WCIPABICHUS HEBEPHBIX WIH HOIMOJTHBIX
[IEPCOHAIBLHBIX JTAHHBIX.

4.4. Pabomoodamens umeem npago:

— OG6pabaThBaTh NEPCOHANBHEIE JAHHEIE NIEIArOrHYeCKuX pabOTHUKOB U
y4eGHO-BCTIOMOraTeIbHOro Tnepconana IIKombl, B TOM YHC/IC M Ha JICKTPOHHBIX
HOCHUTEIAX;

— 3Banpamwusath 0T paborHukoB IlIKoiEl BCIO HeobxoauMy0 MH(pOpMa-
11O,

5. TlopsioK NPHHATHS ¥ CPOK JeHCTBHS MOJI0KEHHS

5.1. Hacrosmee IToj0%keHNUe yTBEPIKAAETCS H BBOJIUTCA B [CHCTBHE TIPHUKa30M
mupektopa 11Ikoisl U siBseTcs OOs3aTeNBHBIM Ul UCTIONHCHHA BCEMH paGoTHHKAMU
MAQY «COIII Nel r.Hemana».

5.2. Tlonoxenue o paGoTe C NMEPCOHANBHBIMH JAHHBIMU PaGOTHHKOB U o0y-
yaroumxess MAOY COIIL Ne 1 r. Hemana, yTBEpPKIACHHOE NpHKA3OM Ne 326/1 or
14.11.2013 roga, yrpartmwio cwry ¢ 01.05.2017 roga B CBs3H C IPHHATHEM HOBOTO ITo-
JIOYKEHHUA.
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