PACCMOTPEHO YTBEPXJIEHO
Ha 001IeM coOpaHnu pabOTHUKOB IIpukazom mo MBOY «OOI»
IIpotokom ot 27.02.2020 r. Ne 3 ¢. Ycrb-JIbnka

ot 27.02. 2021 1. Ne 82

MMOJOKXEHUE
0 MopsiiKe BeJleHUsl JTUYHBIX J1eJ1 pA00OTHUKOB
MBOY «OOl» c. Yerb-JIblka

1.OBIUE ITOJIOXKEHUA

1.1. Hacrosmee Ilonoxenue onpeaenser MOpsA0K BEeISHUS JTUYHBIX 1ei1 padoTHukoB MBOY
«OOI» c. Yerp-JIbKa.
1.2. TlonoxxeHue pa3pabOTaHO B COOTBETCTBUHU C:

o ®denepanbHbIM 3ak0HOM OT 27.07.2006 N 152-03 "O nepcoHanbHbIX JaHHBIX"

e @enepanbubiM 3akoHOM OT 22.10.2004 N 125-®3 "O6 apxuBHOM jene B Poccuiickoi
Oenepanun"

e T'OCT P 6.30-2003 "YHuduuupoBaHHble CUCTEMbl JOKYMEHTAIUU. YHU(UIUPOBAHHAS
CUCTEMa  OpPraHU3alMOHHO-PACIIOPSIUTEIIBHON  JIOKYMEHTAaUMd. TpeO0oBaHHS K
0(OPMIICHUIO TOKYMEHTOB"

e TpynoBsiM KogekcoMm PD;

e KomnektuBasiMm norosopom OV

e YCTaBOM MIKOJIBI.

1.3. JluyHoe neno - 3TO KOMIUIEKT JOKYMEHTOB, COJEpKAaIlMX IEePCOHATIbHBIC IaHHBIC
paborHuka. JluyHOE nemo BeAETCS B TEUEHHE BCEro Iepuoaa padoThl KaXKIOTO pabOTHHUKA
MBOY «OOI» c. Ycrb-JIbpKa.

1.4. Benenue TMUHOTO JeNa MpeayCcMaTpUBacT:

— BEJICHUE 3allUCeN B COOTBETCTBYIOLIUX pa3zeliax JUYHOTO Jea;

— MOMEIIEHNE JOKYMEHTOB, MOJIJISKAIIUX XPAHEHUIO B COCTABE JIMUHBIX JIET;

— U3bATHE JOKYMEHTOB, HAJOOHOCTh B KOTOPBIX MHHOBAJIA;

—TEPUOUIYECKYIO POBEPKY COCTOSHUSI JIMUHOTO Jieja Ha TIPEIMET COXPAHHOCTH BKITFOUEHHBIX
B HETO JIOKYMEHTOB.

[Ipu ¢dopmupoBaHHH JUYHOTO Jeia pabOOTHHKA OCYIIECTBISIETCS TakKXe IEPBHUYHOE
oopmIIeHHe, YTO O3Ha4aeT BHECEHHE COOTBETCTBYIOIIMX JAaHHBIX B CTPOKH Ha JIUIIEBOMN
CTOpPOHE, COCTABJICHUE BHYTPEHHEN OTHUCH.

1.5. Jluunoe neno opopmisiercs u Beaetcs nokymentoseqom MbBOY «OOII» ¢. Yerb-JIbika.
1.6. Bnecenue 3amucedl B JOKYMEHTHI JIMYHOTO J€la OCYIIECTBISIETCS HA OCHOBAaHUU
MOJJTMHHUKOB JOKYMEHTOB (WM HaJIeKalle 3aBepeHHBIX KOMUil JokyMeHToB). Bce 3amucw,
MPOU3BOJUMBIE B JIOKYMEHTaX B TMPOIECCE BEIACHUS JUYHOTO Jieia, JENAlTCs OT PYKH
[IApPUKOBOM pyYKOW YEPHOTO, CHHETO UJIH (PHUOJIETOBOTO I[BETa, pa300pUMBO U 0€3 UCIIPABICHUH.
B HEoOX0oMMMBIX CiTydasx 3TH 3alHCH 3aBEPSIOTCSA MOANUCchio aupekropom MBOY «OOIl» c.
VYere-JIbnka u neuatero MBOY «OOIL» c. Ycrb-JIbKa.

2. HOPAAOK ®OPMHUPOBAHMUS JIMYHBIX TEJI PABOTHHUKOB

2.1. ®opmupoBaHHE JHYHOTO Jiela COTPYJHHKOB IIKOJIBI MPOU3BOIUTCS HEMOCPEICTBEHHO
nocie npuema B OO nim mepeBojia COTPYIHHUKOB M3 JIPYroil OPraHM3alMy OCYIIECTBIISIOMEH
00pa30BaTEeNbHYIO JESTEIbHOCTD.
2.2. Jlmanoe neno padotauka MBOY «OOIll» c¢. Ycre-JIbbka COCTOMT W3 JIOKYMEHTOB,
c(OpMUPOBAHHBIX B OTAEIBHON JUIS KayKJ0r0 pabOTHUKA TarKe:
1) HOoKyMeHTHI, IpebsBiIsieMble pa0OTHUKOM IIPH IIpHEMe Ha padoTy:

®  KOIMIO MaCHOPTA WK UHOTO TOKYMEHTA, yIOCTOBEPSIOIIErO JINYHOCTD;



KOMUU JIOKYMEHTOB 00 00pa3oBaHHWH, KBANU(UKANUKA WIA HAIAYUH CIEIUATHHBIX
3HAHUH;

KOIIMIO CTPAaXxOBOTO CBUJIETEIHCTBA TOCYAAPCTBEHHOTO MIEHCHOHHOTO CTPaXOBAHHUS;
KONMM JOKYMEHTOB BOMHCKOI'O yd4eTa sl BOCHHOOOS3aHHBIX W JIMI, MOJUICKAIIUX
MPHU3BIBY HA BOCHHYIO CITYKOY;

KOIMIO CBMJETEIbCTBA O IIOCTAHOBKE Ha HAJOIOBBIM y4yeT (U3MUECKOro Jjula B
HaJIOTOBOM OpPTraHe;

CIpPaBKU O pe3yabTaTax IPeIBAPUTEIBHOTO MEIUIIMHCKOTO OCMOTpa (0OcienoBaHus)
IPOBOJUMOIO Ul ONPEAETICHUS TNPUTOJHOCTH ATUX PAOOTHUKOB JJIsI BBITOJHEHHS
1opy4aeMoi paboThI (B cilydasix, IPeIyCMOTPEHHBIX 3aKOHOIATEIbCTBOM);

CIpaBKy O Haduyuu (OTCYTCTBHHM) CyAMMOCTH M (win) (akra YroJoBHOTO
npecieoBaHUs  JMOO O  TPEKpalleHMH  YroJOBHOTO  IpECIeNOBaHHUS IO
pEadMIINTUPYIOIUM OCHOBaHMSIM TP IOCTYIJICHMH Ha paboTy, CBS3aHHYIO C
JIeATEIbHOCTBIO, K OCYLIECTBICHUIO KOTOpodM B coorBercTBUM ¢ TK P®, wnHbIM
(denepaabHbIM 3aKOHOM HE JOIYCKAIOTCS JIMLA, UMEIOLIUE WM UMEBIIUE CYAUMOCTb,
MIOJIBEPTAFOIIMECS UIIH MTOJIBEPTABIINECS YTOJIOBHOMY MPECIIETI0OBAHHMIO;

2) TOKYMEHTHI, (PUKCUPYIOIIHE TPHEM Ha padoTy:

COOCTBEHHOPYYHO HAIMCAHHOE 3asIBJICHUE O MIpUeMe Ha padoTy;

aBToOuorpaduio - MOKYMEHT, COIEpXalluii KpaTKoe OMHCAHHWE B XPOHOJIOTMYECKOM
MOCIIE0OBATEILHOCTH OCHOBHBIX JTaloOB JKU3HM M JIEATENbHOCTH JAaHHOTO juna. B
aBroOuorpaduu JODKHBI ObITH ocBemeHbl: ®.UM.O., ron, YuCiHo, Mecsi U MEeCTO
pPOXKIEHMsI, TMONTy4eHHOe oOpa3oBaHHe (TAe, KOrja), ¢ Kakoro BpEMEHH Hadalach
CaMOCTOSITeNIbHASL TPYJAOBas NESATEIBHOCTh M KAaKOBBI NPUYMHBI IEPEeXofa C OJIHOU
paboTel Ha Apyryr, obmiecTBeHHass paboTa (Tae, Koraa, KeMm), y4acThe B BBIOOPHBIX
opraHax, OTHOIIEHHE K BOHMHCKOW OOS3aHHOCTH UM BOMHCKOE 3BaHHE, HAINYHE
MPABUTENHCTBEHHBIX HArpaj, MOOUIPEHUN, CBEICHUS O CEMEITHOM IMOJIOKEHUU U OJIU3KUX
pOJCTBEHHUKAX (OTLE, MaTepH, KeHe (MyXke), OpaTbsX, cecTpax, JAeTsAX), NaclOpPTHHIE
JaHHBIE, JOMAIIHWK ajpec U TenedoH, JaTa COCTaBJICHHs aBTOOHOrpaduu, MOAMUCH
paboTHHKA.;

JUYHBIN JTUCTOK IO YYeTy KaJpOB, KOTOPHIN paOOTHUK 3aMONHIET JUYHO Ha OCHOBAaHUU
nokyMeHTOB. Ha Bce Bompochl paOOTHHK JOKEH JaBaTh MOJHBIE OTBETHI, HE JIOMYyCKast
COKpAIIIeHUH, TPOYEPKOB, UCTIPABICHUI U IOMAPOK. M JIOTIOJTHEHUS K HEMY;

JlomonHeHre K JUYHOMY JIUCTKY. B HEM yKa3bIBarOTCs BCE M3MEHEHUS, MPOU3OMIEIIINE
nocyie 3anoJHEHUS JIMYHOTO JIMCTKA y4eTa KaJpoB

KOITHUIO TIPUKa3a 0 IpreMe Ha padoTy;

AK3EMIUIAP TPYAOBOTO JJOTOBOPA

JIUCT corjiacusi Ha 00pabOTKY MEPCOHAIBHBIX JAHHBIX

3) IOKyMEHTBI, BBITTYCKaeMbI€ B TIEPHO]T AEATEITHHOCTH pa0OTHIKA B OpTaHU3aIUH:

KOMHMM JIOKYMEHTOB, IOATBEPKIAIOMIMX IPaBO pPaOOTHUKA HA HAJIOrOBBIE BBIYETHI,
npenycMmoTpensbie cT. 218 HK PO (manpumep, cBUIETENBCTBO O POXKACHUM peOCHKA),
npy nojaue paboOTHUKOM 3asIBJICHUS O MPEAOCTABICHUH €My YKa3aHHbBIX BBIYETOB;

KONUU JOKYMEHTOB 00 YCTaHOBJIEHUM WHBAJIMIHOCTH M OTPAHUYEHHH CIIOCOOHOCTHU K
TPYJOBOH AESITETbHOCTHU (/17151 paOOTHHUKOB, UMEIOUINX JaHHbIE TTOKa3aHUs);

HK3EMIUIAP JOIMOJHHUTEIbHBIX COIJIAIIEHUH K TPYJOBOMY JIOTOBOPY 00 HW3MEHEHHHU
YCIIOBUH TPYTOBBIX OTHOIIICHUH;

KOIUU MPHUKA30B O MEPEBOJE, MOOIIPEHUH, MPUMEHEHUU U CHATUU JUCHHUIUTMHAPHBIX
B3BICKAHUI Ha pa0dOTy U MHBIX MIPUKA30B, KACAIOIIUXCS KOHKPETHOTO pabOTHHUKA;
AK3EMILISP 10OTOBOPA O MOJIHOM MaTepHalbHON OTBETCTBEHHOCTH;

COIJIAIIEHUE O HepasMIalmieHud uHpopMaruu (Uit pabOTHUKOB, MMEIOLIUX JOCTYI K
Takoi nHpopmanun);

MaTepuaibl aTTeCTaluy;



® JOKYMCHTHI, MOATBCPIKAAOIINC N3MCHCHUC aHKCTHO-6I/IOI‘pa(1)I/I‘-ICCKI/IX JaHHBIX
(CBHACTENBCTBO O 3aKJIFOYCHUH WJIM PACTOPKEHUU Opaka, mepeMeHe paMuiInu u T.11.);

3. IOPAAOK BEJAEHUSA JTUYHBIX AEJI

3.1. Jluunoe neno paOOTHHKOB IIIKOJBI BEJETCS B TEUCHHE BCEro Mepuoja paboThl KaAoro
ne/1arora u COTpyIHUKa.
3.2. BeneHnue muuHOTO J1ea MpeaycMaTpUBaeT:

o [IlomemnieHne JOKYMEHTOB, MOUICKAIIUX XPAHCHHUIO B COCTaBE JIMYHBIX JIEJ, B
XPOHOJIOTUYECKOM TTOPSIIKE.

e EsxerogHyro mpoBepKy COCTOSIHHS JHYHOTO JIeJia TIeIaroroB U COTPYAHUKOB IIKOJIBI Ha
MpeIMET COXPAHHOCTH BKJIFOUEHHBIX B HETO JOKYMEHTOB M CBOCBPEMEHHOE 3aIlOJIHCHUE.
[TpoBepka MpOBOIUTHCS B IeKaOpe KaxI0ro roja.

e JIUCTBI TOKYMEHTOB, MOJIIMTHIX B JIMYHOE JCIO, MOaIeKaT HyMmepanun. CBeneHus: oo
9THX JIOKYMEHTaX, BKJIIOYas HYMEpaIMi CTPAHMIl, B TMpeaeinax KOTOPBIX OHH
PACTIONIOKEHBI B IMYHOM JIETIE, OTPAXKAIOTCSI BO BHYTPCHHEH OIIHICH.

4.110OPAJOK YUETA U XPAHEHUA JIMYHBIX JEJI PABOTHUKOB IIKOJIBI.

4.1 XpaHeHue U y4yeT JIMYHBIX JIe] PaOOTHUKOB IIKOJBI OPTaHU3YIOTCS C IIENIbI0 OBICTPOTO U
6€30mMO0YHOr0 MOUCKA JIMYHBIX /e, 00eCHeueHus] MX COXPAaHHOCTH, a TaKXe OOeCIeYeHHUs
KOH(MUICHIIMATBHOCTA  CBEICHHM, COAEpKAIIMXCS B JOKYMEHTAaX JIMYHBIX JeN, OT
HECaHKI[MOHUPOBAHHOIO JOCTYTIA:
4.2. Jluunbie pena pabotHukoB MBOY «OOI» c. VYere-JIbpka XpaHATCS B MecTe,
MCKITFOYAIOIIEM JIOCTYI IIOCTOPOHHHUX JIUI, BO3SMOKHOCTb XUIICHHUS M YTPaThl TUYHBIX JICII.
4.3. locTyn K TUYHBIM JiefaM paOOTHUKOB IIKOJBI UMEIOT JOJKHOCTHBIE JIUIIA, OMpe/IeTICHHbBIE
JIOKaJIbHBIM aKTOM IIIKOJIBI.
4.4. Jluua, BUHOBHBIE B HAPYIIEHUU HOPM, PETYIUPYIONINX IMOJy4eHHEe, 00paboTKy U 3aIIUTy
MEPCOHANIBHBIX JIAHHBIX Pa0OTHUKA, TPUBIEKAIOTCS K JIUCHUIUIMHAPDHOM M MaTepuUaTbHOU
OTBETCTBEHHOCTH B Mopske, ycraHoBieHHOM TK P® u wnHbIMU QenepanbHbBIMU 3aKOHAMH, a
TaK)Xe K TpakJIaHCKO-TIPABOBOM, aIMUHUCTPATUBHON U YTOJIOBHON OTBETCTBEHHOCTH B TIOPSJIKE,
MPelyCMOTPEHHOM (eepaTbHbIMU 3aKOHAMHU.
4.5. TpynoBbie KHIKKH, XPAHITCS OTACIBHO B ceiie TUPEKTOpa IMIKOJIbI, METUIIMHCKUE KHIKKU
— B MEIUIIMHCKOM KaOMHETEe y MIKOJIBHOTO MeAPaOOTHHUKA.
4.6./10;KHOCTHBIC MHCTPYKIIMHU XPAaHATCS B oTAeNbHOM mamnke OO.
4.7 JInyHble Aena XpaHsaTCs Tpynnamu:
® JIMYHBIE JIeJIa IeJaroru4eckux pabOTHIUKOB IIKOJIHI,
e JMYHbBIE JeNla aJMUHUCTPATUBHO — YIPAaBICHYECKOTO, y4eOHO — BCIOMOTaTEIbHOIO
MepcoHana,
e  JIMYHBIE JIea MJIAAIIEro o0CIyKUBAIOIIEro MepcoHarna.
JluunbIe nena 0HOM TPYMIBI XPAHITCS B AI(aBUTHOM TTOPSJIKE.
4.8.JInunble Aena paOOTHUKOB IIKOJIBI XPAHITCS 75 JIET ¢ roJla yBOJIbHEHHS paOOTHHUKA.
4.9.0¢popMiicHHE JIMYHBIX JIENT JJIs TEepeadd B apXUB MPOU3BOAMTCS KaIPOBOU CITy)00H mpu
METOAMYECKON MOMOIIN COOTBETCTBYIOILIETO apX1Ba. JTa Mpolieaypa BKIIOUYAET:
® MOAIMBKY (TIeperuier) aena;
YTOYHEHHE HyMepaluu JINCTOB JIeNa;
COCTaBJICHHE JIUCTa-3aBEPUTEIIS;
COCTaBJICHHE (YTOUHECHHE) BHYTPEHHEH OIHCH;
BHECEHHUE YTOUYHEHUI B PEKBU3UTHI JUIEBOW OOJI0KKH Jena.
4.10. Ilepenava IWYHBIX el B apXWB OCYIIECTBISCTCS HE TMO3JAHEE TpeX JeET Tocie
3aBepIICHUs] UX B JEJIONPOU3BOJCTBE B COOTBETCTBMM C TrpadukoM. [IpeaBapurtenbHO



MIPEACTABUTENIEM apXHBa MPOBEPSETCS MOJHOTA U MPABWIBHOCTh MOATOTOBKH JIMYHBIX €I K
nepenave. BolsiBiIeHHbIE IPU MIPOBEPKE HEJOCTATKU YCTPAHSIOTCS MHCIEKTOPOM IO KaJapam
MBOY «OOIll» c. VYcrb-JIbpka. Ilepemaya u mnpueM MOPOU3BOAATCS IO OINUCH, C
MPOCTAHOBKOM OTMETOK O HAJTMYMUU JIMYHBIX JEIl.

S.IOPAJAOK BbIJAYH JIMYHBIX JEJI BO BPEMEHHOE ITOJIb30BAHHE

5.1. Beigaua nuvHBIX A€ (OTAEIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jiea) BO BPEMEHHOE
MOJIb30BAaHUE MTPOU3BOIUTCS C Pa3pelICHUs JUPEKTOpa KOkl Bpems paboThl orpaHU4YMBaETCS
npeaenaMu ogHoro pabodero maHsA. B xoHIle pabouero IHS JTOKYMEHTOBE] 00s3aH yOSIUTHCS B
TOM, YTO BCE JIMYHBIC [I€]a, BbIJIAHHBIE BO BPEMEHHOE I0JIb30BAaHKE, BO3BpAICHbl HA MECTO
XpaHEHUS U €CTh JIM HEOOXOUMOCTh JIJIsl IPUHATHUS MEP K UX BO3BPAIIICHUIO WU PO3BICKY.

5.2. @akT BBIIaYM JIUYHOTO Jelia GUKCUPYETCsl B KOHTPOJIHHOM KypHAJIE.

6. OTBETCTBEHHOCTbD

6.1. O nrOOBIX WU3MEHEHUSX IMEePCOHATBHBIX JTaHHBIX, BKIFOUYCHHBIX B COCTaB JIMYHOTO A,
paboOTHUKHK 00s3aHBI CBOEBPEMEHHO coobmaTh noKkymentoBeqy MbOY «OOII» c. Ycrp-JIbnka
B THCHbMEHHOH (opMe C MNPWIOKEHHEM JIOKYMECHTOB, IOATBEPXKIAOMNUX W3MeHEeHus. C
JIOKYMEHTOB CHUMAIOTCSI M 3aBEPAIOTCS KOMUHU, TIPUOOIIaeMble K TUUHOMY JIEITy.
6.2. Pabomooamenb 00eCIICUMBAET:

e  COXPaHHOCTb JINYHBIX JIET PAOOTHUKOB IITKOJIBI;

e KOH(HJICHIIMATBHOCTh CBEICHUH, COJACPKAIIUXCS B IMYHBIX JIeTaX paOOTHUKOB IITKOJIBI.

7. IPABA

7.1. Jlns oGecrniedyeHHs 3alIUThl IEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHATCS B JUYHBIX JeNax
MIEJaroroB U COTPYAHUKOB IIKOJbI, PAOOTHUKH WKOIbL UMEIOM NPABO:
e [lonyunth MOMHYIO MHPOPMALIMIO O CBOMX NMEPCOHAIBHBIX JAHHBIX U 00pabOTKE ITHUX
JAHHBIX;
e [lonmyuuth 1OCTYN K CBOUM NEPCOHATBLHBIM JaHHBIM;
e [lonyunth KONUU, XpaHALUIUECS B JTUYHOM JIEJI€ U COAEPKAILME TEPCOHATIbHBIE JaHHBIE.
e TpebGoBaTh UCKIIFOUECHUS WIJIM UCTIPABIICHUS HEBEPHBIX W HETOJIHBIX
MEePCOHANBHBIX TAHHBIX
Pabomooamenv umeem npaso:
e (OOpabaTeiBaTh TMEpCOHATbHBIC JAHHBIE TIEIArOTOB M COTPYIHUKOB HIKOJIBI, B TOM YHCIIE
Y Ha DJICKTPOHHBIX HOCUTEIAX;
e 3ampocuTh OT MEeIaroroB U COTPYIHUKOB IIKOJIBI BCIO HEOOXOAUMYIO UH(OPMAIIHIO.
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