[TpuHATO HA 3aCelaHuU YTBEepxKaAAIO

[1e1aroru4ecKoro CoBeTa pexTop I'BY NOIKOCII Ne 2
I'BY OO «AFOCHI Ne 2 \iTepeunoro paiioHar
HaarepedHoro paiioHay '
ITporokoa Ne4 ot «09»01.17 .

0 BEeAEHHH AMYHBIX ZieA NIefaroroB H COTPyAHHKOB
I'BY 0 «IIOCII Ne 2 HaaTepe4HOIro pafioHa»

1.00u1ue noJIoKeHus!

1.1 Hacrosmee [TonoxeHue onpezenseT NOPANOK BeICHUS IMYHBIX €]l [I€/1aroTos 1
COTPYIHHUKOB yIPEXKICHHUS.

1.2 TlonoxxeHue pa3paboTaHO B COOTBETCTBHHU C:

« Vxazom Ipesunenra Poccuiickoit @efepaninu OT 30.05.2005 r. Ne 609 « O6
yTBepkAeHnN IToN0oXkeH s O NePCOHANBHBIX JaHHbIX rocyaapCTBEHHOTO
cimyxamero Poccuiickoit ®ezepaliiyl 1 BECHHUI €ro TUIHOTO Ae1a»;

. ®exepanpHbIM 3aK0HOM OT 27.07.04 Ne79 — ®3 «O rocyaapcTBEHHOM
rpakiaHcKoit ciryxbe Poccuiickoi denepauuny,

« TpynossiM KoaekcoM PD;

« KomtextusHeM gorosopom OV

e YCTaBOM yUpeXKIACHUS.

1.3 BezeHue JUYHBIX €] IearoroB ¥ COTPY/AHNKOB BO3/araeTcs Ha CeKpeTaps
yupeXIeHH.

2. Mopsinok GOpMHPOBAHHUS JTHYHBIX A€/ COTPYTHHKOB
2.1 ®opMHpOBaHHEe JMYHOIO e NeJaroros u COTPyAHAKOB yupexAeHHs
TIPOM3BOIUTCS HETIOCPEICTBEHHO NIOCIIE MpreMa B yHIPEKACHAC Hill nepeBoJa
[1eIarOroB ¥ COTPYAHUKOB U3 IPYTOro YUpeXKACHUs.
2.2 B COOTBETCTBUM C HOPMATHBHBIMH JOKYMEHTaMH B JIMYHBIE [1eJIa ME/1aroros i
COTPYAHHMKOB yYPEXKICHHUs BKIIAJBIBAIOTCA ClIEYIOMHE OKYMCHTEL:
[Tedazoz OONONHUMENbHO20 06PA308AHUS NPEOOCMaB/IAen.!

. 3asBIeHHE O mpueMe Ha paboTy;

« Asrobuorpaduro;

« Komuio macropTa Wiv HHOTO JOKyMEHTa, yI0CTOBEPIOMIETO IMTHOCTS;

« Kormuo cTpaxoBOro CBUAETEIBCTBA TICHCHOHHOTO CTPaXOBaHMs,

« Komuio uaeHTHUKAMOHHOr0 HoMepa HaJIoroIIaTe IbIInKa,

. Komuu noxymenToB 06 06pa3oBaHuy;

« Komuu JOKyMEHTOB O KBaIM(QUKALNY WIH HAJIMYUH CIICHHATBHBIX 3HAHUH,;

o TpynoByro KHHXKKY;

e 3asiBeHHE O MEPEBOJIE,;

o  MeIUUUHCKYIO KHUXKY,

« Komnuu 10KyMEHTOB O HAarpaXJCHUH,



« Kommu aTTecTallMOHHBIX JIUCTOB;
o V1ocTOBEpeHHUS O MPOXOXKASHHUHI KypCOB, IKCIIEPTHBIC 3aKIIFOUCHHS.
Compyonux yupestcOeHus npedocmasiiem.
« 3asBreHHE O Mpueme Ha pabory;
« Komuio nacrmopTa WK HHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO JIUIHOCTE;
« Komuio nokyMeHTa 06 00pa3oBaHuH;
« Komuro cTpaxoBoro CBUAETENLCTBA IEHCHOHHOIO CTPAXOBAHMS,
« Komnuio uieHTHPUKAIIMOHHOIO HOMEpa HaIOTOIIaTeIbIIHKA,
« TpynoByro KHHKKY;
« Komnuu 10KyMEeHTOB BOMHCKOTO y4eTa (U1 BOSHHOOOSA3aHHBIX JIALL)
o  MeaUIMHCKYIO KHHXKY.
Pabomooamenv ogopmasiem:
« TPYZOBOMH JOrOBOP B IBYX K3eMIULIPAX;
e IpHKa3 0 IpueMe Ha pabory (0 nepeMelieHn Ha Ipyrue JIOJKHOCTH );
o JW4HYRO KapTodKy NeT-2;
e JOJDKHOCTHYIO MHCTPYKIIHIO;
Pabomooamens snakomum:
o YcraBoM YUpeKICHHUS;
o C [0IDKHOCTHON MHCTPYKIHEH;
o IIpoBOAMT BBOAHBIH HHCTPYKTAXK, HHCTPYKTAXK IO OXPAHE TPY/a, HHCTPYKTAK
10 IPOTHBOIOKAPHOM 6€30MaCHOCTH.
2.3 .00s3aTeNbHOM ABISETCS BHYTPEHH OIMCh JOKYMEHTOB, HMEIOIIUXCS B
JIMYHOM JelIe.

3. TopsiioK BeAeHHs JIHYHbIX 1€/ NearoroB H COTPyAHHKOB
3.1 JIuyHOeE Ie0 MeJaroroB H COTPYAHHUKOB YUYPEKICHUS BeIETCs B TEUEHUE BCEIO
neproja paboTel KaXI0ro negarora 4 COTpyJHUKA.
3.2 Benenue TUYHOTO J€j1a IIpeayCcMaTpuBacT:.
« TloMmelneHue JOKYMEHTOB, IOUIEXKAIIUX XPAaHEHUIO B COCTABE JIMTHBIX AC], B
XPOHOJIOTHYECKOM MOPsIIKE:
- 3asBlIEHHE;
- JIWYHBIN JTUCTOK I10 YYETy KaapOoB;
- JlononHeHUe K TUYHOMY JIUCTKY 110 y4eTy KaJpOB;
- JInyHas KapTOUKa,
- ABToOHOrpadus;
- Kormuu 10KyMeHTOB 00 06pa3oBaHuy;
- Konus npukasa o npreMe Ha paboTy;
- JIOKyMEHTBI O TOBBIIIECHUH KBAIU(PUKALHOHHOIO YPOBHA! aTTeCTAllMOHHBIN
JIACT, yOCTOBEPEHHE O NPOXOXKAEHUH KYPCOB, IKCIIEPTHOE 3AKIIOUCHHE;
- Konuu JOKyMEHTOB 0 HarpaXJaeHHH, IIOOLIPEHNH
-Kcepokonuu:
- macnopTa (CTpaHUIIbI ¢ IEPCOHATBHBIMU TaHHBIMU O MECTE PEruCTpaLuy);

- CTPaxOBOI'O CBU/IETEJILCTBA,;
- THH




« Exeroanyro mpoBepKy COCTOSHHS JIMYHOIO Jiejia [1e1aroros ¥ COTPY AHUKOB
IKOJIBI HA MIPEAMET COXPAHHOCTH BKJIFOYEHHBIX B HEIO IOKYMEHTOB U
CBOEBpPEMEHHOE 3allOJTHEHHUE.

4.Tlopaaok y4eTa ¥ XpaHeHHs JIHYHBIX e/l MelaroroB H COTPYIHHKOB
yupexKIeHus

4.1 XpaHeHue ¥ y4eT JIMYHbIX €1 1eJaroros ¥ COTPYAHUKOB IIKOJIbI OPraHu3yI0TCs

C I{e/bI0 GBICTPOro ¥ 6e30mUO0YHOr0 MOKUCKA THYHBIX [ell, 00eCTIeICHHS UX

COXPAHHOCTH, a TaKkxe obecriedeH s KOHQHUISHIMATbHOCTH CBEICHUH,

COIEPKAIMXCS B JOKyMEHTaX JUYHBIX J€7, OT HeCAHKLIIHOHMPOBAHHOTO JOCTYTIa:

« TpynoBble KHIKKH, MeMLMHCKIE KHIKKU XPaHSTCS OT/IETbHO B celipe
IUPEeKTOpa YUYpEeKIACHHUS.

+ JIOKHOCTHBIE MHCTPYKLIUM XPAHATCS B JIMYHOM JIeNe NIelarora 1 COTpy AHMKa.

o JluuHble fega COTPYAHHMKOB XPaHATCA Y AUPEKTOpa yUpEeKACHHA.

o JlOCTyII K JIMYHBIM J€NIaM NeIaroroB U COTPYAHUKOB YUPEKACHHUS. UMCIOT
TOJIBKO CEKpeTaphb, JUPEKTOp yUPEeKIeHH s, HaualbHUK OT/ENA 110 KaapaMm,
ri.0yxranrep.

o CucreMaTH3alMs JUYHBIX [eJ1 IEJaroroB U COTPYAHUKOB yIPeKACHHUA
POM3BOAUTCS B alI(paBUTHOM MOPSLIKE.

o JIpmuHBIE A€Ja [eJaroroB U COTPYAHUKOB YUPESKICHUS, UMEIOIIUX
rocyJapCTBeHHbIE 3BaHHA, IPEMUH, Harpa/bl, ydeHbIe CTENIEHU U 3BaHU,
XpaHaTcss 75 JIeT ¢ rofia yBOJIbHEHHs paboTHHKA.

5.ITops10K BbIAAY4H JTHYHBIX /1€JI BO BpeMeHHOe N0/1b30BaHHe

5.1 Beigaua JU4HGIX el (OTAENBHBIX JOKYMEHTOB B COCTABE JIMYHOIO [eJ1a) BO
BpeMEHHOE T10J1b30BaHHE MPOU3BOAUTCS C Paspelle s TUPEKTOpa yPexKACHH .
Bpemsi paGoThl OrpaHHYMBAETCS TIPeJIeNlaMi OHOTo pabodero aHs. B xonue
pabouero JHS ceKpeTaph o0s3aHa yOeauThes B TOM, YTO BCE JIUIHEIC Aena,
BBIZIAHHBIE BO BPEMEHHOE I10JIb30BaHKeE, BO3BPALIEHbl HA MECTO XPAHEHHs U €CTh JIU
HE0OXOAUMOCTB JUIsSl IPHHATHS Mep K MX BO3BpAllleHUIO UIIH PO3BICKY.

5.2. MakT BpIa4¥ JIMYHOIO Aeja GUKCHPYeTCs B KOHTPOJIBHOM JKypHae.

6. OTBEeTCTBEHHOCThH
6.1 ITedazozu u compyOHuky yupexJaeHus o0s3aHbl CBOCBPEMEHHO NPEICTABIATE
ceKkpeTapio CBeleHHs 00 M3MEHEHHH B [IEPCOHANIBHBIX JaHHBIX, BKIIOUCHHBIX B
COCTaB JIMYHOIO JejIa.
6.2 Pabomooamenv 00€CIIEUNBAET:

¢ COXPaHHOCTB JIMYHBIX JIe]l eJ]aroroB ¥ COTPYJHUKOB YUPEKICHHUS,

¢ KOH(HIEHINATEHOCTh CBEJICHHUH, COAEPKAIIMXCS B IMYHBIX [€/1ax [E€Aaroros

1 COTPYAHHUKOB YUPEXKICHHUS.

7. llpaBa

7.1 Jlns obecriedeHus 3alUThI IEPCOHATBHBIX JaHHBIX, KOTOPBIE XPaHATCH B
JUYHBIX JeJlaX e1aroroB U COTPYAHHKOB yIpeKACHNU,

neoazo2u u COmpyOHUKU YYPEHCOEHUA UMEIOm Npaso:



[Tosy4uTs MONHYIO MHOOPMAIUIO O CBOMX MEPCOHAIBHBIX JaHHBIX U
00paboTKe 3TUX JAAHHBIX;

[TonyuuTh AOCTYN K CBOUM IE€PCOHAIBHBIM JaHHBIM;

[Tosmy4uTh KOIHH, XPAHSIIUECS B JTMYHOM Aejie U CoJepiKalye
IIepCOHANIBHBIE JaHHEIE.

Tpe6oBaTh HCKIIOYEHUS WIM MUCHPABICHHUS HEBEPHBIX MM HEMONHBIX
MePCOHANIBHBIX NaHHbBIX

pabomooamens umeem npago.

OO6pabaTeIBaTh MepCcOHAIbHBIEC JaHHBIE I1€1aroroB U COTPYAHUKOB
yUYpeXIEeHHUs, B TOM YHCIEe U Ha 31eKTPOHHBIX HOCUTEIISX;

3ampocuTh OT MEAAaroroB U COTPYIHUKOB YyUPEKAEHHs BCIO HEOOXOAUMYIO
uH(opManuo.




