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1. O6mme momoxenus.

1.1 Hacrosimee mnonoxkeHme o MOpsigKe BeACHHWs JMYHBIX Jell paGOTHUKOB OpraHH3aIlUH,
OCYIICCTBIISFOINEH 0Opa30BaTENBHYIO JESITEFHOCTD, Pa3paboTaHO B COOTBETCTBHH C HOPMaMH
Tpynosoro koxmexca Poccuiickoit denepanuu, @enepanbasm 3akoHoM Nel25-d3 ot 22.10.2004r
«O6 apxmBHOM Jnene Poccuiickoit ®epepanum», DenepanbHeIM 3akoHOM Nel52-®3 ot
27.07.2006r «O mepcoHaNBHBIX NaHHBIX» B penakimu oT 24.04.2020r,PemnepadbHEIM 3aKOHOM
No273-®3 ot 29.12.2012r «O6 obpasoBanuu B Poccuiickoii ®emepamum» B peIakIHdH OT
1.09.2020r., MeToauueckuMH pexoMeHmanuamMu Pocapxusa ot 19.07.2018r. 6/H, KOJUIEKTHBHBIM
JIOTOBOPOM, Y CTaBOM OpPTaHM3aLlHH, OCYILECTBILIONIEH 00pa30BaTENbHYIO AEATENLHOCTD.

1.2 I[aHHOC IIOJIOKEHUE OIPEACIEaCT IMOPSOOK BEIAEHHUS JIMUHEBIX €I HNeJaroroB M HHBIX
COTPYAHHKOB ¥ PaOOTHMKOB IOKOJBI, OLpEAeisieT HOPAIOK (OPMHpPOBAaHHS, ydeTa U
XpaHEHUsI, BBIIAYM JUYHEBIX JI€]I BO BDEMEHHOE I10JIb30BaHKE, a TaK K€ OTBETCTBEHHOCTE,
npaBa pabOTHHKOB M TUPEKTOpa 00pa30BaTeIbHON OPraHU3aIliH.

1.3 HacTosiinee IONOXKEHUE yTBEPXKIAETCS [IPUKA30M IO IIKOJIE M ABISETCS 00S3aTeIbHBIM
JULL BCEX KaTErOpHMH NeAarorudeckKuX U IPYTUX COTPYAHUKOB IIKOJIEL.

1.4 Benenne MMYHBIX €N IEaroroB U COTPYAHUKOB IIKOJILI BO3/IAraeTcs Ha CHEIIHAIHNCTA 10
KaZpaM OpraHM3alliK, OCYIIECTBILIIONIEH 00pa30BaTEIbHYIO AEITENBHOCTD.

1.5 JlugHoe meno — OCHOBHOM MOKYMEHT IIEPCOHAILHOIO YdeTa, COAEpXKAllui Hauboee
IIOJIHBIE CBEACHMS O paboTHHKE 0Opa3oBaTelbHOM OpraHu3aliid H €ro TPYAOBOM
NEeSTeNbHOCTH. B nmuuHOEe fmeno BHOCSTCS CBEJEHHS, CBSI3aHHBIE C IIOCTYILUIEHHEM HA
paboTy ¥ YBOJILHEHUEM.

1.6 Ceemenuss comepxxaimuecss B JMYHOM JI€jie, OTHOCATCA K KOHGMHICHIHATHLHOM
HH(OpMalKK, UIMEIOT OrPAaHHYEHHBIH JOCTYI ¥ pa3riIallleHUIO He MOIeXKaT.

1.7 JIuuHoe neno BeneTcst B TEUEHUH BCETo Meproa paboTel paboTHHKA.

1.8 Benenne HECKONBKUX JIMUHBIX JIE]I OMHOTO PaGOTHHKA 0OPa30BATEILHOTO YUPEKICHUS HE
JIOITyCKaeTCsl.



2. Tlopsmox GOpMHUPOBAHHS IMYHBIX e COTPYIHHUKOB.
2.2. B cOOTBETCTBHY C HOPMATUBHBIME AOKYMEHTaMH B JINYHEIE JIENIA TI€JaTOTOB U COTPYIHHKOB

OpraHu3anuy, OCYIIECTRIISIONICH 06pa3OBaTeJH>HyIO JACATCIBHOCTD, BKJIAIBIBAIOTCS CJICOYIOIIHE
HOKYMECHTHI:

s neoazozos:

TPYIOBOX [OroBOp (C IOCNEAYIOIMM BKIIOYEHHEM AOTOMHHTENbHBIX COLNALICHHN K
TPYIOBOMY JOTOBODY);

3asBJICHHE O IIpHEMe Ha paboTy;

IpUKa3 O IpreMe Ha paboTy;

COrJIacHH Ha 00paboTKy MepCOHANBHBIX NaHHBIX [EArora;

KOIIMK JOKYMEHTOB 00 00pa3oBaHuH;

KOMMH  TOKYMCHTOB O KBaNMMGHKALWA WIM HAIMYAC CHENUATHHBIX 3HaHMH (LpH
HaJIMYHH ),

CIpaBka O HamMIuH (OTCYTCTBHHM) CYAMMOCTH u (Wmm) (akra YTOJIOBHOTO
TIPECIICIOBAHNS, BHITAHHOTO COOTBETCTBYIOIIMM OPraHOM MPABONOPSIKA,;
aBTobuorpadus; (mpunoxenue 5)

KOIIHSL TPYOBOH KHIDKKH MM CBEJIEHHS O TPYAOBOH JESTENEHOCTH (IIPH HATHINHK);
KOITMH aTTECTA[MOHHBIX JIACTOB (IIPY HATHYHH);

KOITMH JOKYMEHTOB O HarpaIeHUH (IIPH HAIHUNH);

XapaKTCPUCTHKH, PEKOMEHIATENLHEIE TUChMa (TIPH HATMYHH);

IIpUKa3 O IIEPEBOJIE HA HHYIO JODKHOCTD (TIPH HAIMYHH);

Lna pabomnuxoe:

TPYZOBOH HOroBOp (C IOCIHELYIOLIAM BKIIOUEHHEM MOIOJHHUTENBHBEIX COTVIAIICHHH K
TPYZIOBOMY JIOTOBODY);

3asBJICHHE O IIpHEME Ha pabory;

IIpUKa3 O IpHeMe Ha paborTy;

Corjacuy Ha 00paboTKy IIePCOHATBHBIX JAHHBIX TIe[arora;

KOIIHUH TOKYMEHTOB 06 00pa3oBaHum;

KOIHM [OKyMEHTOB O KBalU(QUKAIWMM MIM HAIMYHE CHENUANBHBIX 3HAHHH (IpH
HaJIM4WH),

CpaBka O HamMuud (OTCYTCTBHH) CyIMMOCTH U (WiH) (akTa yTOJIOBHOTO
TPECIICI0BAHHS, BEIIAHHOIO COOTBETCTBYIOIMM OPTaHOM [PaBONOPSIKA;
aBToOMOrpadus; (mpuIoxkeHue 5)

AOTOBOp O IIOJHOH MAaTepHalbHOM OTBETCTBEHHOCTH (eciM pabOTHHK — MaTepPUAILHO
OTBETCTBEHHOE JIUIIO)

KOIIUsl TPY/I0OBOH KHIKKH HIIA CBEIEHHS O TPYHOBOM I€STENBHOCTH (TIPH HAIMYNH);
KOIIWM aTTECTAMOHHBIX JIUCTOB (IIPU HAJTHUMK);

KOIIMK JOKYMEHTOB O HarpaXXJeHHUH (IIPY HATHYKH);

XapaKTEPHCTHKH, PEKOMEHIaTENbHbIE MUChMa (IPH HAJIMYNH);

NIpHKa3 O IEPEBOJIC HA HHYIO IOJDKHOCTH (IpU HAJIMYHH);

2.3 ®opMupOBaHHE IMYHOTO MAeJla IIEHATOrOB H COTPYIHUKOB 00IMeo0pa3oBaTeIbHOrO
YIPEXICHAA [IPOU3BOAWTCSA HEMOCPEACTBEHHO IOCHE IIpHEMa B  00mIe06pa3oBaTelbHYIO
OpraHM3alliio WM I[EPEBOJA IIENaroroB M COTPYAHMKOB H3 IPYrodl 0OIeoGpa3oBaTelIbHOMN
OpraHH3allvH.

Pabomooamenv ogpopmasiem:

TPYIOBOM OTOBOP B IBYX SK3EMILIAPAX;
IpUKa3s o IpuemMe Ha paboTy (0 mepeMEIeHHH Ha APYTHE M0JDKHOCTH);



Pabomooamens snaxomum:

* © HOpDMAaTHBHO-TIPABOBBIMH ~ JOKYMEHTaMH mKOJel (YcTaBoM, KOJIeKTHBHBIM
AOroBopoM, IIpaBuiiamu TpyIOBOTO paclopsaka i Ap. TOKATEHBIME aKTaMu);

* € JOJDKHOCTHOH MHCTPYKIIHEH;

*  CHCHHAIHCT IO OXpaHe TPyZa NPOBOJUT BBOJHBIH HHCTPYKTaX, HHCTPYKTaX 110 oxpase
Tpyna, HHCTPYKTaX 10 IPOTUBONOXKAPHOM OE301IaCHOCTH.

2.4. IlepBruunoe ohopMIIEHHE JTHYHOTO AeIa IIpexyCcMaTpUBaET:

*  [IPHCBOCHHE JITIHOMY JIENly HOMEpA COINAaCHO XypHAIIA yueTa JIMUHBIX A6 (IIPHIOKCHHE
Ne 1);

° TpOCTaBJICHHE Ha 00JIOXKKE MMYHOTO Hena (mpuioxkenne Ne 2) CIENYIOIMUX PEKBH3HTOB:
MHIEKC Jena (B COOTBETCTBHH C HOMEHKIATYpOH Ieln 061meobpa3oBaTeIbHOM
OpTraHM3aluy; IOJHOC HAMMEHOBAHHE O0IIe00pa3OBATENbHOM OpraHM3aIuK; HOMEp
JIMYHOTO Ziena; (GamMuims UM OTIECTBO PAGOTHHKA B HMEHHTEIBHOM MAIENKE; TATHI — T
Hadalla ¥ rOA OKOHYaHHS BEACHUS JIeNa; KOJMYECTBO JIHCTOB; CPOK XPaHEHH. )

° TOMEIICHHE OKYMEHTOB, IIONISXKAIIMX XPAHEHHIO B COCTABE JIMYHBIX JIEN IPH IepeIaye
B apXWB, B XPOHOJIOTHYECKOM TIOPSIKE:

BHYTPEHHSS OIIMCh JOKYMEHTOB J€JIa;
TPYZOBOM  JOrOBOp (C  IOCHCAYIOIMM  BKIIOYGHWEM  OMOJHHTEIbHBIX
COTJIAIICHUH K TPYAOBOMY JOTOBOPY);
3asBJICHHE O IIpHEME Ha paboTy;
IpHKas3 o0 pueMe Ha paboTy;
IPHKa3 O MePEBOJI€ HA HHYIO JOJKHOCT (TIPU HAJIMIHH)
coryiacuy Ha 06paboTKy MepCOHANbHBIX JaHHBIX;
AOTOBOp O TIONHOH MAaTepHalbHOH OTBETCTBEHHOCTH (€CiM pabOTHHK —
MaTepHabHO OTBETCTBEHHOE JTHIIO);
KOITUH TOKYMEHTOB 00 00pa3oBaHuH (TIPH HAIHYKH);
KONMK JOKYMEHTOB O KBATM(UWKAIMM MM HAIMYHE CHENUATbHBIX 3HAHUH (IIpH
HAJINYHH);
XapaKTEePHCTUKH, PeKOMEHIATEILHEIE TUChMa (TIPH HATHYIHH)
CIpaBKa O HauM4Md (OTCYTCTBHM) CYOUMOCTH W (WiH) (akTa yrOJOBHOTO
TIpECIE0BAHNS, BEITAHHOTO COOTBETCTBYIOIIUM OPTaHOM MPABOIIOPSIKA;
KONKA TPYIOBOH KHIDKKA MIIM CBEJEHHS O TPYHDOBOM [EATENLHOCTH (IpH
HAJIUYHH )

> Asrobuorpadus (Ipu HaTAYHK)
2.5. JIuCTBI TOKYMEHTOB, NO/IIEXAT HyMepAlliy B JINYHOM JIejie, TOIBKO IIpH (OPMUPOBAHUY €T0
K cllaue B apXuB.
2.6. C nenblo obecriedeHus HAIEXaIel COXPaHHOCTH JIMYHOTO J€/Ia HeJAroroB 1 COTPYIHUKOB
0011eobpasoBaTenbHON OpraHu3alMu ¥ yAoOCTBA B OOpAlIeHHH C HAM IIPA (dbopMHEpOBaHUH
AOKYMCHTBI IIOMEIIAIOTCA B OTACNBHYIO Manky. IIpu yBonbHEeHWH paGOTHHKA HPOIIMBAIOTCS
HUTKaMH U CIAIOTCS B apPXHB.
2.7. BHYTpeHHSS ONHMCh IOKYMEHTOB, MMEIOIMXCS B JIHYHOM Jejie, JOJDKHA cozepKaTh
CBEIICHUA O IIOPANKOBBIX HOMEpaxX, HaUMEHOBAaHMUSIX JOKYMEHTOB J€ja, KOJIHYECTBE JIUCTOB,
AaTax BKIIFOYCHUA NJOKYMEHTOB B JINYHOE €TI0 U M3BATHSA U3 JeJIa, a TAKXKE KEM U3BAT JOKYMEHT
U I10 KaKo# npuunse. (npunoxenue Ne 3)
2.8. BHYTpeHHSA OMMCH COCTABIIETCS Ha OT/IEIBHOM JIACTE [0 yCTAHOBICHHOMH dopme. JlucTer
BHYTPEHHEH OIIUCH HYMEPYIOTCS OTHENBHO.
2.9. Ilpu OATOTOBKE JTMYHBIX JIe/I K Iepe/iade Ha XpaHEeHHe K BHYTPEHHEH OIMCH COCTABISETCS
UTOTOBas 3alUCh, B KOTOPOH yKa3hIBaeTCs IU(paMH U MPOIHUCHI0 KOJIHYECTBO BKJIIOYCHHBIX B
HEE TOKYMEHTOB U KOJMYECTBO JINCTOB JIEIA.

vV VYV VV VVVVVY VY

3. HOpﬂHOK BE€ICHHUSL JIUYHBIX JeJt nmegaroroB )% § COTPYAHUKORB OopraHu3anuM,
OCYIIeCTBJIAIOINEH 00pa3oBaTE/ILHYIO JeATEeJbLHOCTh



3.1. Jlmynoe meno memaroros m COTPYIHMKOB 001e06pa3oBaTEeNbHON OpraHH3aky BEETCI B
TCHYCHUE BCEro IepHofia PadoThl KAKAOTO IEAArora H COTPYIHHKA B obmmeobpasoBarenpHOH
OpraHu3aIlvH.

3.2. lanbHelee BeleHHE JMYHOTO meia IIENaroroB U COTPYAHHKOB 00Ie00pa3oBaTENbHOM
OpraHusaluy IpeNyCMaTPHBACT [IOMEIIEHHE B 1€I0 TOKYMEHTOB, 00pasyroImuxcs B mporecce
pabodell NesTeNbHOCTH i MMEIOIIX 3HAYSHHE [ TPYIOBBIX OTHOIIEHHIH:

*  JONOJIHUTE/IBHBIE COTNAMIEHHS K TPYIOBOMY JIOTOBODPY;
® KOIHM IIPHKA30B II0 JMYHOMY COCTaBY, KOTOPHIE KACAIOTCS IIENATOTOB M COTPYIHHKOB
00111e00pa30BaTeNBHOM OpraHH3aIHHY;
° OTSBIBBL NODKHOCTHBIX JMII O INeENarore ¥ COTPYOHHKE OOIeoGpasoBaTeNbHOM
OpraHH3aIlHH;
® KOIHWH JOKYMEHTOB O IOBBIIICHUH KBAIH(DHKAIIUH;
* KOIWH CEPTHUKATOB, IPAMOT;
® JIHCT — 3aBEPUTENB Jieiia (COCTaBIIIOT IIPK Cjade JIMYHOTO [€eNa B apxuB); (MPHIOKEHE
6)
® HUHBIE TOKYMEHTEL.
3.3. B memax obecredenus KOHTpons 3a COXPaHHOCTBIO M aKTyaJIbHOCTBIO JIMYHBIX I B
001e00pa3oBaTeIbHON OPraHM3aluy  [IPOU3BOIATCS IIPOBEPKA HX HAJIWYHS H COCTOSHHS
JUPEKTOpOM  MyHHMITMMATEHOTO  GFOMKETHOTO 00Ie00pa30BaTEeNbHOIO  yUPEXKICHHUS
«ManoBuiHEHCKAsS CpemHs obmeobpa3zoBarenbHasd ImKosna wMeHH CelrrMoBa Mycradsr
BeiicoBuua» Baxuncapaiickoro pationa PecryGnuku KpeM, H3maeTcst mprKas 1mo opraHmu3alyy ¢
YKa3aHHEM YJIEHOB KOMHCCHH.

4. Ilopsmok yuéra M XpaHeHHs JHYHBIX /eJ MEJATOrOB H COTPYAHHKOB OpraHH3AIHH,
OCymECTBJIAIOMEl 00pa3oBaTe/IbHYIO 1eATEJIbHOCTD.

4.1. XpaHeHHe U yd4eT TUYHBIX e [EIaroroB u COTPYJTHUKOB OPraHHU3aI[iH, OCYIIECTBIIIONICH
00pa3oBaTENbHYIO AESTEILHOCTD, OPTAHU3YIOTCS C IENBIO OBICTPOro U 6e30MMO0YHOro HOMCKa
JUYHBIX Jel, OO€CHEedeHHs] UX COXPAaHHOCTH, a TaKKe OOeCIIeUeHHsS KOH(HACHITHATLHOCTH
CBEJICHUM, COMEPIKAIIUXCS B TOKYMEHTAX JIMIHbIX eI, OT HECaHKI[HOHHPOBAHHOTO JOCTYIIA.

4.2. Jluqmble nena ¥ TPYZOBBIE KHUKKH COTPYIHHKOB XpaHATCS B cedde (Kene3HOM mKady)
001e00pa3oBaTeNbHON OpraHH3aIHH.

4.3. MeUIMHCKAE KHMKKH XPAHATCS OTIENBHO B celide y METUITUHCKOMN CECTPEL

4.4. locTyn K MIMYHEIM [eaM TeIaroroB H COTPYIHAKOB 0011e00pa3oBaTeNbHON OpraHU3anUH
MMEIOT  TOJIPKO CEKpeTaph, CHEHHATACT 10 KafpaM, IUPEKTOp o6INeo6pa3oBaTenbHOM
OpraHM3ali JIMOO 3aMECTUTENH IUPEKTOPA IIPH HCIONHEHHH OOS3aHHOCTEN TUpEKTOpa
001meo6pazoBaTesbHOM OpraHm3aiy.

4.5. CucreMaTusanys IMYHBIX [eJ [EJarOroB M COTPYIHHMKOB 00IIe00pa3oBaTenbHOM
OpraHM3alliy IPOU3BOJMTCS B alIGaBUTHOM MOPSIKE.

4.6. Jlnunble fena mearoroB ¥ COTPYIHUKOB 001meo6pazoBaTebHOM OpraHU3aIiy, UMEIOIIHX
TOCYNapCTBCHHBIC 3BAHWS, IPEMHH, HATPajIbl, yYEHBIE CTENICHH U 3BaHMs, XPAHATCS ITOCTOSHHO,
4 OCTalbHBIX COTPYAHHKOB — 50 yeT ¢ roma yBombHeHHS paboTHHKA (B COOTBETCTBHH C
llepeunem THIIOBBIX yIIpaBleHYECKHX JOKYMEHTOB).

5. Ilopsinok BBITAYH JHYHBIX 1€ BO BPEMEHHOE [0/Ib30BaHHe

5.1. Belmaua muYHBIX e (OTAENBHBIX JOKYMEHTOB B COCTABE JIHYHOLO Jiena) BO BpPEMEHHOE
TOJIb30BAHKE IIPOU3BOMUTCA C paspelIeHus] AUPEKTOpa 001IIe00pa3oBaTeIbHON OPraHH3aIiy IO
S&ABJICHUIO COTPYAHUKA OPTaHU3AaIMHU, OCYLIECTBIIAIONIEH 00pa30BaTENbHyIO AESITEIHHOCTS.

5.2. Pabota (0O3HAKOMIICHHE) C JIMYHBIMH J€JaMM  TEJaroroB | COTPYIHHKOB
0011e06pa3oBaTeIbHOM OpraHU3alliy IPOU3BOIATC B KaOHHETE CICIHAJINCTa 0 Kaapam. B
KOHIIe pabodero mHS CHelHaIuCcT I10 Kanpam o0s3ana y6e,Z[HTI>C}I B TOM, 4TO BCE JIMYHBIC IeJIa,



BBIIAHHBIE BO BPEMCHHOE IONB30BaHKE, BO3BPAICHBI HA MECTO XDAHEHHS W €cTh JIH
HEOOXOIMMOCTB JIIsl IPHHATHS MEP K X BO3BPAIICHHIO ITH PO3BICKY.

5.3. QaKT BEIAYM IMYHOTO Jena GHKCHPYETCS B KOHTPOJILHOM XYypHaie. (Ipuioxexue 4)

5.4. U3pathe OTHENBHBIX JOKYMEHTOB H3 JHYHOTO Iena IPOU3BOJMTCS C pa3peIlcHus
AMpPEKTOpa 0011e06pa3oBaTebHOM OpraHu3auy ¢ ohOPMICHHEM COOTBETCTBYIOLIEH 3aIlHCH B
rpade «[lpumedanne» BHyTpenneit omucy. [Ipy BpeMEHHOM H3bSTHE JOKyMEHTa Ha €ro MecTo
(MeXIy JHCTAMH COCEJHHX JOKYMEHTOB) BKIAIBIBACTCS CIIpaBKa-3aMECTHUTEb C YKa3aHHUEM
AQThl W TIPUYIUH HM3BATHSA C IOIIMCHIO JIMIA, BBIIABINETO IOKYMEHT, M IOJIMMCHIO JIHIIA,
IIOJYYHUBIIIETO €r0 BO BpEMEHHOE [I0JIb30BaHHUE.

6. OdopmieHHe THYHBIX e IIepes cadeii B apxuB
6.1. Odopmrenne MMYHBIX €N ISl IEpeaun B ApXHUB IIPOU3BOIUTCS CHENUAINCTOM TI0 Kaapam
001meobpa3oBarTebHON OpraHu3anuy. Ja IIPOLEAypa BKITFOYAET:

° IOJIIMBKY (IIEpEIUIeT) [ea;

° HyMEpaIuH JIMCTOB JIENa;

° COCTaBJIEHME JINCTa-3aBepuTeNns (Mpuiokenie Ne 6);

® cocraBjieHHe (YTOUHEHHE) BHYTPEHHEN OIIMCH;

° BHECCHHUE YTOYHEHHUH B PEKBU3UTHI IUIEBOM OOJIOXKKH JejIa.

6.2. Jlucr-3aBepuTens Jena NOIDKEH IIOANKCATH €ro COCTaBUTENb, IPHU OTOM JEIAETCI
paciuudpoBKa JOKHOCTH W MOMIHCH, HPOCTABISETCH naTa. B IIPOLIECCE HCIOJIE30BAHUS
ApXUBHBIX TOKYMEHTOB B JIUCTE-3aBEPUTEIE JENAIOTCS COOTBETCTBYIOIINE OTMETKH. ECiM nesno
NOAMHMTO 0€3 JIHCTa-3aBEPUTEIIA, TO €0 CIeNyeT HAKIEHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOMKKH
Iena.

6.3. C nenpro obecreyeHns COXPaHHOCTH JIMIHBIX €T PEKOMEHTyeTCs:

*  OOBCAMHSATH MHIMBH/IyalbHBIC JHYHbIE JENa YBOJTEHHEIX COTPYAHHKOB B OJIHY OOJIOXKY
(0OBeMHEHHOE [IENI0) ¢ TAKMM PacyeToM, 4TOOBI 00BEM ea (Toma) HE mpeBbIman 250
JIHCTOB (ITyTeM CIIMBKH MATEPHATOB HHAMBHAYAIbHBIX €N 10 TOaM YBOIBHEHIS);

® pacuonaraTb MaT€pHaibl HHAMBUAYANBHEIX el B Ipelelax Jeia (TomMa) B andaBUTHOM
nopsuke  (MOQaMmIBHO),  OTAENSAA  MaTepHalbl, OTHOCSIIMECS K  PAsHBIM
MHIUBUAyalbHbIM JIellaM, YUCTBIM JIACTOM OyMarw ¢ yKasaHHEM Ha HeM (aMUIIHH,
UMCHH W OTYECTBA COOTBETCTBYIOIIETO YBOJEHHOTO IIE€Aarora M COTPYAHHKA
00meo6pa3oBaTeIbHON OpraHU3aIHy;

°* CHabXaTh Kax[oe 0OBEIMHEHHOE 1eJo (TOM) BHYTPEHHEH OIHCHIO C IIepevYrCcIeHUEM
amumuii, MMEH M OTYECTB M yKa3aHWEM HOMEpOB CTDAHHI, B Ipenenax KOTOPBIX
PacnoI0KeHBI COOTBETCTBYIOIINE JOKYMEHTEL.

6.4. Ilepenaua THYHBIX [eJl B apXHUB OCYITECTBIACTCS HE HO3/HEE ISTH JIeT TIOCHe 3aBEpIICHHS
X B JICTIONPOM3BOJCTBE B COOTBETCTBMU C rpadukoM. IIpemBapurenbHO —cekpeTapeM,
CICHHAIHMCTOM II0 KaZpam IPOBEPSAETCS IIOJIHOTA U MPaBUIBHOCTH IIOATOTOBKH JUYHBIX IET K
nepenade. BeLIBICHHBIE IPU NPOBEPKE HETOCTATKH YCTPAHSIOTCS CEKPETapeM, CIELHATHCTOM
o xaznpam. Ilepesaya u mpreM MPOU3BOISITCS IO OIKCH C TIPOCTAHOBKON OTMETOK O HAJIHYHH
JHUYHBIX JET.

6.5. Jludmeble jena IemaroroB M COTPYIHHKOB 06IIeoGpa3’oBaTebHOM OpraHu3alllH,
3aKOHYCHHBIC NETIOMPOM3BOACTBOM 10 1 sHBaps 2003 roxa, xpansrcs 75 net, mocie 1 sHBaps
2003 rona — S0 met. JlmuHBIe [eNa JUPEKTOpA, TJIABHOTO Gyxrairepa o0meo6pa3oBaTenbHOM
OpraHU3aIMK UMEIOT IOCTOSHHBIA CPOK XPAHEHHUS.

7. OTBETCTBEHHOCTH

7.1. Ilenaroru u COTpyIHHKH 0OINEOGPA30BATENBHON OPraHHM3AMH OOA3aHBI CBOCBPEMEHHO
IPENCTaBIATE CEKPETapro MM CIELHAIHCTY II0 KaapaM CBeIeHHs 00 W3MEHEHWH B
IIEPCOHANBHBIX TaHHBIX, BKIIFOYEHHBIX B COCTAB JTUYHOTO JeTa.

7.2. PaboTtonatens obecrieunBaer:



* COXpaHHOCTb JIMYHBIX J€J IeJaroroB H COTPYAHHKOB 00MIE06pPa3oBaTEIBHOMN
OpraHU3alluH;

* KOHQHICHIMANLHOCTD CBEJCHHH, CONEPXAIINXCS B JIMYHBIX NeNaX [EJaroroB H
COTPYAHHUKOB.

8. IIpaBa paGoTomarens u paGoTHHKA
8.1. I[JIH O6CCHC‘-I€HI/ISI 3aIlMUuThl IIEPCOHAIBHBIX JaHHBIX, KOTOpPBIC XpaHATCAd B JIHYHBIX Jejiax
NIEZIarOroB U COTPYAHHWKOB 00INe0Opa3oBaTeNbHOM OpraHW3allH, NENarord u COTPYIHHUKH
0011e06pa30BaTeNbHOM OpraHU3alMK KMEIOT TIPABO:
° TOJYHIUT TOJHYI0 HHGOPMAIHMIO O CBOMX IEPCOHANBHBIX JAHHBIX M 06pabOTKE 3THX
JTAHHBIX;
* TOJY4YHTh CBOOOIHBIM JOCTYII K CBOMM IIEPCOHANBHEIM JAHHbIM,
° TONyYMTh KONHH [OKyMEHTOB, XpaHAIIMECS B JIMYHOM JIENe M  COZIEpKaIlHe
IIE€PCOHABHEIE JAHHEIE.
° TpeboBaTh HMCKIOYEHHS MM WCIPABICHAS HEBEPHBIX M HENONHBIX IEPCOHAIBHBIX

JAHHBIX.
8.2. PaboTomateins umeeT paso:
e oOpabaTrIBaTh IIEpPCOHATIHHBIE JAHHBIE [IeJaroroB u COTPYIHUKOB

0011e06pasoBaTeNbHOM OpraHU3allii, B TOM YUCIIE U HA SIEKTPOHHBIX HOCHTEIIIX;

° 3ampoCHTh OT MENaroroB M COTPYIHHMKOB O0IIe00pa3oBaTeNbHOM OpraHH3aliy BCIO
HE00X0MMyI0 MH(OPMAIHIO [ BEACHUS JNTHYHBIX JeN B 0OPaGOTKH MepCOHATBHBIX
JAHHBIX.

9. 3aKJIIYATEIbHBIE M0JI0KEHHS

9.1. Hacrosmee [Tonoxenue o mopsaake BeACHUS JTHUHBIX I pabOTHUKOB SIBIIETCS JIOKATHHBIM
HOPMaTHBHBIM aKTOM, IPHHEMaeTCs Ha [lemarornaeckoM coBeTe MIKOJIBI M yTBEpKAaeTcs (160
BBONUTCS B  JeHCTBHE) NpPUKa3OM  [MPEKTOpa  OpraHH3aIl|H, OCYIIECTBIISAIOIIEH
00pa3oBaTEILHYIO AEATENEHOCTb.

9.2. Bce u3MeHEHHS U IOIONHEHHUs, BHOCHMBIE B HACTOsmee 1l0N0XKeHHe, oopmisIoTCST B
IICEMEHHOW (OpME B COOTBETCTBHH JEHCTBYIOIIMM 3aKOHOJATENBCTBOM POCCHHMCKOM
Denepanun.

9.3. IlonoxeHue o TOPs/KE BEACHUS JUIHBIX 1€ pabOTHHKOB 00pa3oBaTebHON OpraHu3anuu
IPHHUMAETC Ha HEONPEACICHHBI CpOK. V3MeHeHHsS U [OOHONHEHHS K IlOJ0KEHHIO
IIPEHUMAIOTCS B TIOPSIKE, IpeayCMOTpeHHOM 11.9.1. Hactosamero [Tonoxenus.

9.4. Tlocne mpumsatus [lonoxeHust (WM M3MEHEHHMH W JOIONHEHHHA OTIEIBHBIX IIyHKTOB H
Pa3/ieNioB) B HOBOM peNaKIUy IIPeNbIIyINas PNk aBTOMATUIECKH YTPAIHBAET CHITY.



