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0 MOpsAKe BeJeHHs JIHIHBIX e/ coTpyiinnKos
rocyapcTBEHHOr0 GI0/UKETHOro 061meo0pa3oBaTe/IbHOT0 YUPeKAeH s CpeHel
o6meobGpasoBaTenbHoii mKosbl Ne 354 MockoBckoro paiiona Cankr-IlerepOypra

1. O6mme moJI0xKeHU s

1.1 Hacrosiee mooXeHHe ONpeaesieT HOPSIOK BEICHHs JIMIHBIX €1 COTPYIHHKOB B
rocyIapcTBEHHOM OXOKETHOM 061eo0pazoBaTeNbHOM YUPEXKICHUH cpemuei
o6ureobpasosarensHoit mKomsl Ne 354 Mockosekoro paiiona Camkt-IlerepGypra (mamee —
[Ikomna).

1.2. Jlmanoe meno paGOTHHUKA — COBOKYIHOCTh JOKYMEHTOB IEPCOHAJBHOrO YYETa,
COJIEpIKAIINX CBEACHHS O paOOTHHKE M €r0 TPYAOBOH NEATEIBHOCTH.

1.3. Tlonoxenne paspaborano B cootBerctBuM ¢ TK, ®denepaibHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O mepcoHanbHBIX AaHHBIX », MeTOAUYECKUMHU peKoMeHnauusmu Pocapxusa,
Vkasom Ipesunenta or 30.05.2005 Ne 609 «OG6 yrBepxknenuu IlonoxeHus O NepCOHATBHBIX
JAHHEIX TOCYIApCTBEHHOTO cirysxKamero Poccuiickoit @enepanv 1 BeCHHHU €ro JITIHOrO JAenay,
KOJUIEKTHBHBIM JOTOBOPOM H YCTaBOM IIKOJIBL.

2. ®opMHpOBAHHE JHYHBIX e/ Pa0OTHHKOB

2.1. ®opMUpOBaHHUE JTUYHOTO Je1a pabOTHHKA IPOU3BOJUTCS CEKPETAPEM HE I03/1HEES
nATH paGoYKX JHEH cO THS 3aKIFOUEHHS TPYAOBOTO AOrOBOPA H TOJIBKO MOCIE MOYYEHHS OT
paboTHHKa coracusi Ha 06paboTKy €ro INepCoOHaIbHbIX TaHHBIX.

2.2. TIpu mocTyIUIeHHH Ha paGoTy COTPYIHHK NMPENOCTaBAeT (MPH HATHIHH):

— [ACIIOPT WJIM HHOU JOKYMEHT, YI0CTOBEPAIOIUH JINYHOCTB;

— aBTobOHOrpaduio;

— 3asBJICHHE O IpHeMe Ha paboTy;

— CTPax0OBOE CBH/ETENCTBO IEHCHOHHOIO CTPaXOBaHHUS;

— WIEHTA(QUKAIMOHHBIA HOMEpP HAJIOroIUIaTe/IbIINKa;

— JIOKyMEHT BOMHCKOTO y4eTa (Il BOSHHOOGSI3aHHBIX JIAIL);

— JOKyMeHT 06 00pa3oBaHuH;

— aTTeCTalOHHBIN JIKCT;

— cmpaBKy O HamM4uM (OTCYTCTBHH) CymIMMOCTH u (wid) (akra yrojloBHOTO
npeciIeI0BaHus;

— TPYHOBYIO KHHKKY (3aBEPEHHYIO KCEPOKOIIHIO I10 COBMECTHTENBCTBY);

— MEIULIUHCKYIO KHIKKY;

— CBUJIETEJIECTBO O Opake;

— CBUJIETEBCTBO O POXKACHUH JIETEH.

2.3. Paboromarens 0hOpMIISET:

— nmu4HyIo KapTouky Ne T-2;

— TpHKa3 O mpHeMe Ha paboTy (O mepeMeNeH:H Ha pyTHe A0DKHOCTH);

— TPYZOBO# IOrOBOP B ABYX 3K3€MILISPAX;

— JIOJDKHOCTHYIO MHCTPYKIHIO.



2.4. [lepBuuHoe ohopMIICHHE JIMYHOTO JeJIa IPEAyCMaTPUBACT:

a) TPUCBOCHUE IMYHOMY [y HOMEpa COTJACHO JKypHaly Yyd4yeTa JHMYHBIX el
(mpuosxenue Ne 1);

0) mpocraBieHHME Ha OOJIOKKE JHWYHOrO Jjena (mpuwiokeHue Ne 2) criemyrommx
PEKBU3UTOB: HHJAEKC Jena (B COOTBETCTBHM C HOMEHKJIATYpPOM JIel IIKOJIbI); TOJHOE
HaNMEHOBAHME IIKOJBI; HOMEp JMYHOrO Jena; (aMwing HMs OTYECTBO pab0OTHUKA B
MMEHUTENIbHOM TMaJieXe; NaThl — roJl Havaja M ToJl OKOHYAHUS BEACHMS [eNa; KOJMYECTBO
JIMCTOB; CPOK XPaHEHHUS,;

B) IOMEILICHHE JIOKYMEHTOB, MOJUICKAIIMX XPAaHEHUIO B COCTaBEe JIMYHBIX [€], B
XPOHOJIOTUYECKOM TTOPSIKE:

— BHYTPEHHSISI OTUCh TOKYMEHTOB Jieiia (mpusioxenue Ne 3);

— JIUCT C OTMETKaMU 00 03HAKOMJICHUH PabOTHHKA C IMYHBIM JieToM (ripuiiokenue Ne 4);

— JIUCT C OTMETKaMH O DPEe3yJbTaTaxX €XEroAHOW MPOBEPKH COCTOSHUS JUYHOTO Jela
(mpunoxxenue Ne 5);

— JIMYHBIN JIUCTOK 1O YYETY KaJapoB WK aHkeTa (mpuitoskeHust Ne 6 u Ne 7);

— aBroOuorpadus;

— 3asBJICHHUE O TpUeMe Ha paboTy;

— IIPUKa3 0 IpueMe Ha padoTy;

— IOJDKHOCTHASI UHCTPYKIINS,

— TPYAOBOW JIOTOBOD;

— JIOTOBOP O TMOJHON MaTepHaabHOW OTBETCTBEHHOCTHU (€ciid pabOTHUK — MaTepHUaIbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEePUCTUKH U PEKOMEHJaTeNIbHbIE MTHChMa;

— coracue Ha 00pabOTKY MePCOHATBHBIX TAHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JIENI0, MOAJIeKAT HyMepaluu.

2.6. JIoKyMeHTBI TIOMEIAIOTCS B MaNKy-cKopocumuBareib. [Ipu yBompHeHHH paOOTHUKA
MPOIIMBAIOTCS HUTKAMU U CAIOTCS B apXUB.

2.7. BHyTpeHHsIsI ONUCHh JOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIeJie, JOJDKHA COAEPIKaTh
CBEIICHHSI O TOPSAKOBBIX HOMEpax, HAUMEHOBAHUAX JIOKYMEHTOB Jella, KOJUYECTBE JIMCTOB,
JaTax BKITFOUEHHS IOKYMEHTOB B JIMYHOE JIEJIO M U3BATHUS U3 JIeJa, a TAK)KE KEM H3BST JOKYMEHT
U TI0 KaKoW pUYHUHE.

2.8. BHyTpeHHss ONMKUCh COCTABIISIETCS] HA OTAEIBHOM JIUCTE MO YCTaHOBIEHHOW (hopme.
JIucTel BHYTpEHHEH OMUCH HYMEPYIOTCS OTIEBHO.

2.9. Tlpyn TMOATOTOBKE JHWYHBIX I K Tieperavye Ha XpaHEHWE K BHYTPEHHEH OIWCH
COCTaBIISIETCSl UTOTOBasi 3allMCh, B KOTOPOM yKa3bpIBaeTcs HU(paMu U MPOMUCHIO KOJHMYECTBO
BKITIOYCHHBIX B HEE€ JIOKyMEHTOB U KOJMYECTBO JINCTOB JeTa.

3. BeneHue JJMYHBIX J1eJ1 PA0OTHHKOB

3.1. Jluunoe menmo BemeTcss B TEUEHHE BCEro mepuoja padoThl KaXAOro mMejarora u
corpynnuka [Ikomsr.

3.2. JlanbHeiilee BeJeHHE JUYHOTO JeNia pabOTHHKA MpEeaycMaTpUBaeT MOMENICHUE B
JIeJI0 TOKYMEHTOB, 00pa3yoIuXcsl B Mpolecce padoyeil JesTeNbHOCTH M MMEIOUINX 3HauYeHUe
JUISL TPYIOBBIX OTHOLIEHUM:

— JIOTIOJIHEHUE K JINYHOMY JIUCTKY 110 YUYETY KaJIpOB;

— JIOTIOJIHUTEBHBIE COTJIALLIEHHS K TPYAOBOMY JIOTOBODY;

— KOITMY TIPUKA30B 10 JUYHOMY COCTaBY, KOTOPBIE KacaroTCsl paOOTHHUKA,;

— OT3BIBBI JIOJDKHOCTHBIX JIUI O pAOOTHUKE;

— KOIUHU JJOKYMEHTOB O TTOBBIIICHUH KBATU(DUKAIUH;

— KOTIMH CePTU(PHUKATOB, TPAMOT;

— JINCT — 3aBEpUTEIIb Jiesa (COCTaBISAIOT IpU cAaue JIMYHOTO JIeNa B apXUB);

— UHBIE JOKYMEHTBI.



3.3. B nuuHbIe nena He TOMEIAIOTCs JOKYMEHTBI, UMEIOIIUE BTOPOCTEIIEHHOE 3HAUCHUE
U CpOK XpaHeHHUs MeHee 10 jieT BKIIIOUNTEeNbHO. Takue JOKYMEHTBI XPAHITCS OTIICIBHO
«/loKyMEHTBI, HEe BOIIC/IINE B COCTAB TUYHBIX JIEI.

3.4. B xonue kaieHmapHoro rojga u He mosaHee 30 aexadOps Bce paboTHuku IIIKoib
MPOXOJAT O3HAKOMJICHME C JUYHBIMH JenamMud. OO0 3TOM Jienaercs OTMETKa B JIUCTE
03HAKOMJICHHS PA0OTHHKA C JTUYIHBIM JICTIOM.

3.5. O3HaKOMIICHHE C J€TIOM IPOUCXOIUT UCKIIIOUUTEILHO B KAOWHETE CEKpeTaps U B €ro
MPHUCYTCTBHH. 3ampeniaeTcs BEIHOC Jeia U3 KaOuHeTa.

3.6. Bpyraua komui JOKYMEHTOB W3 JIMYHOTO JIela MPOU3BOIUTCS MO JIMYHOMY
3asBJICHHI0O PAOOTHHKA M C pa3pelieHus AupekTopa. Komuu JOKYMEHTOB JOJKHBI OBITh
3aBEPEHBI U MPEIOCTABICHBI PAOOTHUKY B TCUCHHE TPEX JHEH CO HS MOJIa4YM 3asBICHHUSL.

3.7. U3bsiTHE OTIENBHBIX JIOKYMEHTOB W3 JIMYHOIO Jieia MPOU3BOJIUTCS C pa3pericHUs
mupektopa Llkoner ¢ odopmieHrneM coOOTBeTCTBYIOmICH 3amucu B rpade «[Ipumedanuey
BHyTpeHHeH omucu. [Ipy BpeMEHHOM H3BATHH JOKYMEHTa Ha €ro MecTo (MEXIy JUCTaMH
COCETHUX JIOKYMEHTOB) BKJIAJ[LIBACTCS CIPaBKa-3aMECTHTENh C YKa3aHHUEM JaThl U MPUYUH
U3BATHS C MOANKMCHIO JIMIA, BBIAABIIECTO JOKYMEHT, M IOAMKCHIO JIUIA, MOJYYHBIIETO €ro BO
BPEMECHHOE TI0JIb30BaHUE.

3.8. B nensix obecrieueHus: KOHTPOJIS 32 COXPAHHOCTBIO U aKTYyaJbHOCTHIO JIMYHBIX JIC] B
[IIkone exeromno (He mo3aHee | KBaprama roja, CIEAYIOMIErO 3a OTYETHBIM) MPOU3BOIUTCS
IIPOBEPKA UX HAJIMYHMS U COCTOSTHHS.

3.9. EsxeromHyr TPOBEPKY COCTOSHHUS JIMYHBIX [ Ha MPEIMET COXPAaHHOCTH
BKJIFOUEHHBIX B HETO JJOKYMEHTOB IIPOBOJUT CIIEIMATIBLHO co3aHHas Komuccus. O mpoBeIeHHBIX
MPOBEPKAX JEJIAeTCs OTMETKA B JIHCTE O PEe3y/IbTaTax €XETrOJAHOW IPOBEPKH COCTOSHUS U
HAJIMYHS JTMYHOTO Jiea (mpuiokenue Ne 5) U cocTaBisieTcsi akT. Pe3ysbTaThl MPOBEPKU JTMYHBIX
JIeNT B 00513aTEIILHOM MOPSIIKE TOBOJATCS 10 aupekTopa [Ikomsl.

4. XpaHeHue U y4eT JUYHBIX Je1 pa00OTHHKOB

4.1 XpaHeHue M y4yeT JIMYHBIX JIeJ] [eAaroroB U corpyAHukoB IlIkonbl opranusyrores ¢
[ENBbI0 OBICTPOTO TIOMCKA JIMYHBIX /I, 00eCTIeYeHNs MX COXPAaHHOCTH M KOH(UACHINAIBHOCTH
CBECHMM, COlEpKalINXCs B JOKYMEHTaX JIMYHBIX J€JI, OT HECAHKIIMOHUPOBAHHOI'O JOCTYTIA.

4.2. JInunble nena paOOTHUKOB, TOJKHOCTHBIE MHCTPYKIIMM XPAHATCA Yy CEKperapsl B
crielMaibHOM MeTajuindeckoM ceiide. JInunble kapTouku 1o yHupuupoBanHoil gopme Ne T-2
XPaHATCA OT/EIBHO.

4.3. TpynoBble KHH)KKH XpaHATCS B ceiide cekperapsi.

4.4. Jloctyn K TMYHBIM Jies1aM paOOTHUKOB UMEIOT TOJIBKO CEKpeTapb U AUPEKTOP
Ixosbl 1100 3aMECTUTENH JUPEKTOpa MPH UCIIOIHEHUH 00s13aHHOCTeN aupekTopa LIkosbl.

4.5. Cuctemarusanus JUYHbBIX J1eJ1 paOOTHUKOB MPOU3BOANUTCS B al(aBUTHOM MOPSIKE.

5. O¢gopMmieHue JJMYHBIX 1]l PpA0OTHUKOB Iepe/ ciaveil B apXuB

5.1. Odopmiienne JIUYHBIX Jed JUIsl Mepeladyd B apXHuB TMPOU3BOAHUTCA CEKpeTapeM
[Ixonbl. DTa poLieIypa BKIIOYAET:

— MOJIIMBKY (TIEPETTIET) JeNna;

— YyTOYHEHUE HyMEpaINH JINCTOB JIEa;

— COCTaBJICHHE JIUCTa-3aBepuTeNs (mpuioxkeHue Ne 8);

— cocTaBJieHHE (YTOUHEHHE) BHYTPEHHEHN OIHCH;

— BHECCHHE YTOYHEHH B PEKBU3UTHI JINIIEBON OOJIOKKH JieTa.

5.2. Jluct — 3aBepuUTeNIb JieNa JOJKEH MOJANMUCATh €r0 COCTaBUTENb, PU 3TOM JIEJIACTCS
pacuindpoBKa JOHKHOCTH W TMOAMMCH, IPOCTaBIseTcsl jJara. B mporecce HMCHOIb30BaHUS
ApPXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC JIETAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecnu neno mommmuro 6e3 mucTa-3aBEpUTENs], TO €r0 CIeAYeT HAKICUTh HAa BHYTPEHHIOIO
CTOPOHY OOJIOKKH Jena.

5.3. C uenwio obecredeHnst COXpaHHOCTH JIMYHBIX JIe] PEKOMEHIYeTCsI:



— OO0BEIMHATh WHAWBUAYAJIbHBIC JIMYHBIC JI€a YBOJEHHBIX COTPYIHUKOB B OJHY
00J10)kKy (0OBETMHEHHOE IeJI0) C TaKUM pacueToM, 4ToObl 00BheM Jienia (ToMa) HE MPEBBIIIAN
250 nucToB (IIyTeM CIIMBKU MaTepUaOB MHAMBUAYAIbHBIX JEJI 10 T0J1aM YBOJIbHEHMS);

— pacroyiaraTb MaTepHalibl MHIUBUIYalbHBIX /€] B Mpejeliax aesa (Toma) B aipaBUTHOM
nopsiike (moamMHuIbHO), OTHENSST MaTepuaibl, OTHOCALIMECS K DPa3HbIM HHIWBUIYAIbHBIM
JellaM, YUCTBIM JIMCTOM OyMard ¢ YyKa3aHHeM Ha HeM (aMuiuu, HMEHH M OT4YecTBa
COOTBETCTBYIOILIETO YBOJEHHOTO COTPYIHUKA;

— cHabXkaTh Kaxaoe 00BbEAMHEHHOE J1eJI0 (TOM) BHYTPEHHEH OMUCHIO C MEepPEeUrCICHUEM
(damunuii, UMEH ¥ OTYECTB M YKa3aHHEM HOMEPOB CTPAHMII, B MPEIeIax KOTOPHIX PACIOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. Ilepenaua NUYHBIX €T B apXMB OCYILECTBISETCS HE MNO3AHEE TPEX JIET IOCie
3aBepIICHUs] WX B JIEJONPOU3BOJCTBE B COOTBETCTBUU ¢ Tpadukom. I[IpenBaputenbHO
CEKpETapeM IPOBEPSETCS IOJIHOTAa U IPaBWIBHOCTh IOJIIOTOBKM JIMYHBIX €N K Iepenaye.
BrisiBieHHble TpU NPOBEPKE HENOCTATKU YCTpaHsAIOTcS cekperapeM. llepemaya u mnpuem
IIPOU3BOJIATCS MO OMUCH C IPOCTAHOBKON OTMETOK O HAJIMYUU JINYHBIX JIE.

5.5. JIuunbie nena paOOTHUKOB, 3aKOHYCHHBIC JEIONPOM3BOACTBOM A0 1 stHBaps 2003
roja, xpansrcs 75 ner, nocne 1 suBaps 2003 roxa — 50 ser. JInunble nena qTupeKkTopa, ri1aBHOro
Oyxrantepa [1Ikoibl UMEIOT MOCTOSIHHBIN CPOK XpaHEHUS.

6. OTBeTCTBEHHOCTH padoToaare/s U padOTHUKA
6.1. [legaroru u cotpynuuku LIKombl 00s3aHBI CBOEBPEMEHHO MPEACTABIATH CBEICHHUS 00
M3MEHEHUHU CBOMX MEPCOHAIBHBIX JAaHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIeNa.
6.2. Paboronarens obecrieunBact:
— COXPAaHHOCTbH JIUYHBIX JIe]1 PAOOTHHUKOB;
— KOH(l)I/II[eHHI/IaJII)HOCTI) CBGI[GHPIfI, COACPIKAIMNXCA B JIMYHBIX ACJIaX pa6OTHI/IKOB.

7. [IpaBa paGoroaare/isi 1 pabOTHUKA
7.1. [lenaroru u corpyauuku LIIkomasl UMEIOT IPaBo:
— TOTy4aTh MOJTHYI0 HH(OPMALIHIO 00 00padOTKEe CBOMX MEPCOHATBHBIX JTAHHBIX;
— TONy4aTh JIOCTYI K CBOMM IEPCOHATIBHBIM JaHHBIM;
— TIOJTy4YaTh KOIMH JOKYMEHTOB, XPAHSIIUXCS B IANTHOM JICTIC;
— TpeOOBaTh UCKIIOYCHHS WM HCIIPABIICHUS HEBEPHBIX M HETOJHBIX (MCKaKEHHBIX) CBOUX
MEePCOHATBHBIX JaHHBIX.
7.2. PaboTonarens uMeeT NpaBo:
— o0pabaTeiBaTh MEPCOHATBHBIC TaHHBIC PAOOTHHKOB, B TOM YHCJIEC M Ha JJICKTPOHHBIX
HOCHTETISIX;
— 3ampanmBaTh OT PaOOTHUKOB MH(DOPMAIHIO, HEOOXOAUMYIO ISl BEACHUS JIMUHBIX TSN H
00paboTKH MePCOHANBHBIX JaHHBIX.



		2021-02-26T15:33:24+0300
	Шнырикова Людмила Авенировна




