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INOJIO’)KEHHUE
O IIOPSIZIKE BEJCHUS JTMYHBIX el IIelarOroB U COTPYIHUKOB
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1. OBIIHE ITOJIOKEHUSA

1.1. Hacrosmee IlomoxxeHue ompenenser HOPSAOK BEISHHs JIMYHBIX J€JI II€JaroroB H
corpyauarkoB MBOVY «Maiikopckas O nns ob6yuaronmmxces ¢ OB3» (manee [1koia).

1.2. Tlonoxenue pa3paboTaHO B COOTBETCTBHH C:

. Vkazom Ilpesupenta Poccuiickoit ®enepamuu ot 30.05.2005 r. Ne 609 « O6
yrBepKaeHuH [lonoXeHHs O IEepCOHANTBHBIX [aHHBIX TIOCYJapCTBEHHOTO  CIIy)KAIEro
Poccwuiickoii @enepanuy U BESHUH €r0 JHYHOTO JeiIay;

. DenepanbHbM 3aK0HOM 0T 27.07.04 Ne 79 — @3 «O rocynapcTBEHHOM IpakIaHCKOR
ciryx6e Poccuiickoit @enepariumy;

. TpynoBemM konexcom POD;

. KonnekTuBHBIM TOTOBOPOM;

. VYcrasoMm IkombL

1.3. Benenwe IMYHBIX Jiel NEIaroroB M coTpyaHHKoB IIIkombr Bo3maraercss Ha JHUpEKTOpa
[MIxomsL

2. IOPAIOK ®OPMHUPOBAHUS JIMYHBIX AEJI IIEJATOI'OB U COTPYJIHUKOB

2.1.  ®opMHpPOBaHHE JMYHOIO Jejla MEeJaroroB H COTPYAHHMKOB IIIKOJBI IIPOM3BOAMTCS
HETIOCPEICTBEHHO Tociie mpueMa B I1Ikonmy mimu nmepeBoia e1aroroB u COTPYAHHKOB U3 JAPYTOro
00pazoBaTEIBLHOTO YUPEIKICHHUS.

2.2. B COOTBETCTBHH C HOPMATHBHBIMH ' JOKYMEHTAMH B JIMYHBIE J€Ja IENaroroB Hu
cotpyaHUKOB [1IK0IBI BKIIaBIBAIOTCS CIEIYIONMIHE TOKYMEHTHI:

B nmunoe neno nexarora I1Ikomsr:

. Onuce TOKyMEHTOB, HIMEIOIIUXCS B INYHOM JIETIE;




3asBieHne o npueme Ha padory;
Konus mpuxasa o npueme Ha paGory;
ABTobOuorpadus;
Kormus macmopra uiix HHOTO JOKyMEHTa, YI0CTOBEPSIONIEro INYHOCTS,
Komus cTpaxoBoro cBuieTeIbCTBA IIEHCHOHHOTO CTPAXOBAHHS;
Komnus uieHTHOHUKAIIMOHHOrO HOMEpa HAJOTOTLIATEBITHKA;
Komuu noxymeHToB 06 06pasoBanuu;
Komnuu 10KyMeHTOB 0 KBaTH(DHKALMHA MM HATMYHY CTICIHATbHBIX 3HAHMIA;
Konuu 10KyMeHTOB BOMHCKOTO y4eTa (i BOEHHOOOS3aHHbIX JIALY)
Konus cBuzeTenseTBa 0 3aKimoueHns 6paka (0 pacTOpKEHHH);
Komnus cuznerenscTBa o poxaenuu pebenka (nereir);
XapaKTepHCTHKH, peKOMEH IaTeIbHbIE TUCHMa,
3asBlIeHHE O TIEPEBO/IE;
Konmu noxyMeHTOB 0 HarpaxJIeHuu;
Komnu aTTecTanioHHBIX JIHCTOB;
ITucemenHoe cormacue paGoOTHHKA HA 06pabOTKy CBOMX NEPCOHATBHBIX JAHHBIX.
Cornamenue o HepasIJallleHUY TIEPCOHATBHBIX JAHHBIX;
Tpynosoit norosop.

B muunoE neno corpyanuka I11koJb:

Onuce TOKyMEHTOB, HMEIOMIUXCS B IMIHOM JIEJIE;
3asBieHue 0 pueMe Ha paboTy;
Komnus npukasa o mpueme Ha paGoTy;
Komnus nacmnopra uimi HHOTO JOKyMEHTA, yI0CTOBEPSIOMIETO IHYHOCTD,
Kormus ¢TpaxoBoro cBHIeTeIbCTBA IEHCHOHHOTO CTPAXOBAHHS;
Komnus uieHTHOUKAIIMOHHOrO HOMepa HaJIOTOTLIATEbIIHAKA;
Kormuu 10KymMeHTOB BOMHCKOTO ydeTa (1711 BOEHHOOGS3aHHbIX JIHIT)
Komus cBuieTeNbCTBA 0 3aKITIOUeHIN (PACTOPKEHNH) OpaKe;
Komnust cBuzieTenscTBa 0 poxkaenun pebenka (aetei);
ITucemenHoe cormnacue paboTHHKA Ha 06pabOTKy CBOMX NEPCOHATBHBIX JAHHBIX.
Cornamenue o HepasrJalleHAH TIEPCOHATBHBIX JAHHBIX;
Tpynosoii norosop.

PaboTomarens obopmiser:

TPYZOBO# JIOrOBOP B IBYX K3EMILISPOB;

TNpHKa3 0 IIpueMe Ha paboTy (0 HepeMEIeHHH Ha APYTHe JODKHOCTH);
JUYHYIO KapTouky Ne T-2;

JOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX 9K3EMILISIpaXx;

Paboromarens 3HAKOMHUT:

C HOPMaTHBHO — IIPaBOBBIMH JToOKyMeHTamMu [1IkosI;
C IOJDKHOCTHOW MHCTPYKIIHEH;

IIPOBOJUT BBOJAHBI HHCTPYKTaX, HHCTPYKTaX IO OXpaHe Tpyla, HHCTPYKTAX

IIPOTHBOIOXAPHOU 0€30IIacCHOCTH.
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2.3. C nenpio obecniedeHus: HaJUIEKAMEH COXPaHHOCTH JIMYHOTO Jiefia eAaroroB ¥ COTPY/THHKOB
[IIxoner ¥ ynoOcTBa B OOpaleHUuu ¢ HUM, IPH (HOPMUPOBAHUH, JOKYMEHTHI TIOMEIIAIOTCS B
OTHENBHYIO MankKy (CKOpocIIuBareib). JIMYHOMY Jely NpPHCBAaMBAETCS YYETHBIM HOMEp H
3aBOJIUTCS KHHTA y4UeTa JTMYHBIX JIE]I.

3. MIOPAAOK BEAEHUSI IMYHBIX AEJI IEJAT'OI'OB
U COTPYJHUKOB HIKOJIbI
3.1. JIuynoe neno memaroroB W coTpynHuKoB IIIKONBI BemeTcs B TeUeHHE BCETO IMEPHOa
paboTHhI KaXxaoro nexarora u corpynauka IIIKkobr
3.2. Bexpenue nUYHOTO J€ja MpeyCMaTpUBAET:

>4 ITomemenue JAOKYMEHTOB, IIOHJICXKAIIUX XPAaHCHUIO B COCTaB€ JIMYHBIX JCJI, B
XPOHOJIOTHYCCKOM IIOPAIOKE;
* E)KGFOI[H}’IO IIPOBEPKY COCTOAHUS JIMIHOTO ACJia IEAAroroB U COTPYIHHUKOB [lIxomer HA

IpeIMET COXPAaHHOCTH BKJIFOYEHHBIX B HETO JJOKYMEHTOB M CBOEBPEMEHHOE 3aIl0JTHEHHUE.

3.3. JIuCTBI JOKYMEHTOB, IIOJIIUTHIX B JIMYHOE AEIIO0, MOJIEXKAT HyMEpaIluH.

3.4. JIudqHOE N1eI0 PETUCTPUPYETCS B XKypHAIE « Y UET JIMYHBIX JIET».

3.5. Jlnunbie kapTouku Ne T-2 XpaHSATCS B OTIAEBHOM ManKe-perucTparope.

3.6. TpynoBble KHM)XKH, CAHUTApHBIE KHIDKKH XpaHATCS OTAENbHO B cerde [1IkombL.

3.7. JIoMXHOCTHBIE HHCTPYKIIUU XpaHATCS B 0TeNbHOM nanke [1Ikosbl B kabuHeTe TupekTopa.

4. IIOPAJOK YUYETA U XPAHEHUS JIMYHBIX JAEJI ITEJAT'OT'OB U
COTPYAHHUKOB HIKOJIbI

4.1. XpaHneHue U y4eT JUYHBIX JE MEJaroroB u coTpyAHHUKOB IIIK0IBI OpraHu3yroTcs C IeNbI0
OpicTporo ¥ 0€30mMO0YHOrO MOMCKA JIMYHBIX /e, 00ECIeUeHHs] UX COXPAHHOCTH, a TakKXkKe
obecrieyeHrs KOHPHUICHIMATHHOCTHA CBEIEHUH, COAEPXKAIMXCS B JOKYMEHTaX JIMYHBIX JIEN, OT
HECaHKI[HOHUPOBAHHOTO JOCTYIIA.

4.2. JlmuHbple nena IeAaroroB U COTPYAHHKOB XpaHATCS B kaOuuere nupekropa Illkomnsl B
METAJTHYECKOM IKady.

4.3. locTynn K JWYHBIM JeNaM IIearoroB U coTpyAHUKOB IIIKOJBI MMEIOT TOIBKO CEeKpeTaps,
mupektop IlIkonsl uau 3aMecTHTENM IUPEKTOpa IPU HCIOIHEHHH 00s3aHHOCTEH IupekTopa
[IIxomsI.

4.5. Jlmuynsle nena memaroroB U coTpyaHUKoOB IIIkomer xpaHsitcs 75 €T ¢ roga yBOJbHEHUS
pabotHuka. (B coorBercTBMM C IlepeuHeM THUNOBBIX YIPaBIE€HYECKUX JIOKYMEHTOB,
yrBepkaeHHbIM PocapxuBom 06 oktsa6pst 2000 rosa).

5. NOPAAOK BbIIAYH JIMYHBIX EJI BO BPEMEHHOE I1OJIb30OBAHUE

5.1. Belgaua JU4HBIX Aen (OTAETBHBIX JTOKYMEHTOB B COCTaB€ JIMYHOTO Jiejia) BO BPEMEHHOE
[IOJIb30BAHKE ITPOU3BOAUTCS C pazpemmeHus aupexropa [IIkobr.

5.2. Pabora (o3HaKkomJieHHWE) C JMYHBIMH JeIaMH @eJaroroB M coTpyAHHKOB IlIkosbr
IPOU3BOJUTCS B KaOWHETE JUPEKTOPA, a BpeMs pabOThl OrPaHUYUBACTCS MPEENaMU OJHOTO
pabouero mus. B xoHIe paboyero nHs cekperapb oOsi3aHa yOETUTHCS B TOM, YTO BCE JIMYHBIE
Jienia, BBIJAHHBIE BO BPEMEHHOE II0JIb30BAaHHME, BO3BpAIEHBl HA MECTO XPAaHEHUS U €CTh JIU
HEOOXOIUMOCTH JUISl IPUHSATHUS MEP K UX BO3BPALEHHUIO UM PO3BICKY.



5.3. dakT BBIJaUYM JTAYHOTO Jiejia GUKCUPYETCS B )KypHAJIe IBHKCHHUS JIMYHBIX JE]I.
6. OTBETCTBEHHOCTb

6.1. Tlemaroru u cotpynuuku IIIkonbl 00s3aHBI CBOEBPEMEHHO IPEJICTABIATH CEKPETaprO
CBe/IeHHUS 00 U3MEHEHHH B IIEPCOHAJIBHBIX JTAHHBIX, BKJIFOYEHHBIX B COCTAB JIMYHOI'O J€Ja.

6.2. Paboronarenb oOecrieunBaeT:

. COXPaHHOCTH JTMYHBIX JIEJT IIEJaroroB U coTpyaHUKOB [1Ikomsr;

. KOH()HAECHIMAIFHOCTh CBEICHHUH, COIEpXKAIMUXCS B JIMYHBIX Jelax IEeJaroroB |
cotpyaHuKoB I1IkobL.

7. IIPABA

7.1. Jlns obecriedeHus 3alUThI MEPCOHAIBHBIX JaHHBIX, KOTOPBIE XPaHATCSA B JIMYHBIX J€JIax
neaaroroB u coTpyaHukoB [1Ikosl,

nenarord ¥ coTpyaHukH [Ikombl UMEIOT IpaBo:

. [TomyunThs NOMHYIO MHGOPMALHIO O CBOMX MEPCOHATBHBIX JAHHBIX M 00paboTKe THX
JTAHHBIX;

. [TomyunTh CBOOOJHBIHN TOCTYII K CBOUM IEPCOHAIBHBIM JAHHBIM;

. [ToTyYnTh KOTIHY, XpAHSIIUECS B JTHYHOM JIeJie U COJEpKaIlie IePCOHATbHBIE JaHHbIE,
. TpeboBaTh WMCKITIOUCHHS WM MCIPABICHHUS HEBEPHBIX WM HEIOJIHBIX IEPCOHAIBHBIX
JTAHHBIX.

PaboTonarens uMeeT npago:

. OG6pabarsBaTh IEPCOHAIBHBIE JAaHHBIE IEAroroB U COTpYAHUKOB [IIK0IIBI, B TOM UHCIe
U Ha DJIEKTPOHHBIX HOCUTEIISIX;

. 3ampocuTh OT IeJaroroB U coTpyaHuKOB I1IKoIb! BClo HE0OX0qMMYI0 HHBOPMALHIO.



