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MOPSIOK
BCHCHHUA JIMYHDBIX JeJI p&ﬁOTHEiKOB
MyHlHUEiﬂaﬂbHOFG 6E{}EH€I€THOE—G 06m906p33OBaTeﬂbHOTO yqpemeﬂnﬂ

«CPEAHSASA OBLEOBPA3SOBATEJIBHAS IKOJIA c.n. BEHO-IOPT umenn
T'EPOA POCCUUCKON ®EJEPALIANA AXMEJA TAITYPOBUYA 3ABIAEBA»

1. O6mue noJioskeHUsI

1.1 Hacrosmuii TOKaNbHBINA aKkT OnpeesisieT MOPSAOK BeJeHHUs, ydeTa ’
XpaHEHUs JWUYHBIX Jlel  PabOTHUKOB MyHUIUNATBEHOIO  OOIKEeTHOTO

00meobpazoBaTeNbHOTO  yupexaeHus «CPEIHAS OBIIEOBPA30OBATEJILHAS
IIKOJIA c.i. BEHO-IOPT umenu TEPOS POCCUMCKOM ®OEIEPALIMU AXMEJIA
[AITYPOBUYA 3ABI'AEBA»

(nanee - oOpasoBaTesbHAsE OpPTaHU3aLINs).

1.2. Ilopsnok pa3paboTan B COOTBETCTBUM:

- ¢ TpynoBbiM KogeKcoM PD;

- @epepanpHbIM 3aKk0HOM OT 27.07.2006 No 152-®3 «O mnepcoHalbHBIX
IaHHBIXY;

- npukaszom Pocapxmsa ot 31.07.2023 Ne 77 «O6 ytBepxaenuu IIpasun
OpraHM3alWK  XpaHEHHs, KOMIUIEKTOBAHHUS, ydeTa U  HCIOJIb30BAHMUS
NOKYMEHTOB ApxuBHOro (oxzaa Poccuiickoit @enepanyiu U OpyruX apXUBHbIX
JOKYMEHTOB B I'OCYIapCTBEHHBIX OpraHax, OpraHax MeCTHOIO CaMOYIPaBIeHUS
U OpraHu3allnsIx»;

- KOJJIEKTUBHBIM JIOTOBOPOM;

-yCTaBOM 00pa30BaTelibHON OpraHu3allin.



2. @®opmMHpOBaHHe JHYHBIX e/ paGOTHHKOB

2.1. @opmupoBaHHE JIHYHOIO Jela pabOTHUKA  [IPOM3BOIUTCS
pabOTHHKOM, HA3HAYEHHBIM PYKOBOIUTENEM 0OpPa30BaTENbHONW OpraHM3alni
(masiee — OTBETCTBEHHBIH 3a BeaeHue aen). Jiuunoe neno Gpopmupyercs
He Mo3[Hee NATH padouux nHel co AH#A 3aK/IOUYEeHHs TPYJAOBOTO JI0Or0BOpa, HO
HE paHee MnojyyeHust o1 paboTHMKa cornacust Ha 00paboTKy ero mepcoHaIbHBIX
JaHHBIX.

2.2. IlepBuyHoe oopmIleHHE JIMYHOTO Aeia [peLyCMaTpUBaeT:

a) MPUCBOEHHUE JIMIHOMY [Ny HOMepa COMIACHO XKyPHAy ydyeTa JIMUHbIX
nen (npunoxenue Ne 1);

0) odopmnenne OOGMOKKM JIMYHOTO [efa, KoTopas (GOpMHUpPYeTcs B
COOTBETCTBUHM ¢ TpeboBaHMAMU Mpukaza Pocapxusa ot 31.07.2023 Ne 77. B
OOJIOKKY BHOCAT CIELYIOLIHE PEKBU3MTEHI: MHAEKC 1ena (B COOTBETCTBUM C
HOMEHKJIATypo# Jen 00pa3oBaTelbHON OpraHu3allii); IONHOE HaluMEHOBAHUE
00pa3oBaTeNbHON OpraHU3alN{; HOMED JIMYHOTO fefa; GaMUIHUSI UM OTYECTBO
pabOTHUKA B MMEHUTEIBLHOM Majiexe; NaThl — rOI Hadala U IO OKOHYAHWS
BEIECHUS Jief1a; KOJTUMYECTBO JTUCTOB; CPOK XPaHEHUS;

B) MOMEILeHMEe JOKYMEHTOB, MOANEKALINX XPAHEHHIO B COCTABE JIMUHBIX
1eJl, B XPOHOJIOTHYECKOM MOPsIKe: .

- BHYTPEHHSs ONUCH [JOKYMEHTOB Jefia, KoTopas (opMupyeTcs B
COOTBETCTBUU C TpeboBaHUAMHU NpuKasa Pocapxusa or 31.07.2023 No 77;

- JTUCT C OTMETKaMu 00 O3HaKOMIIEHWH PabOTHUKA C MePCOHATBHBIMU
JAHHBIMH W3 JIMYHOIO nena (npunoxenue No 2);

- JJUCT C OTMETKaMH O pe3yJibTaTax €XKerONHOH MPOBEPKH COCTOSHHUS
nu4YHOro gena (npunoxxenue No 3);

- INYHBIN JIUCTOK I10 yUeTy KaapoB (mpunoxenue Ne 4);

- corylacue Ha 06paboTKy MepCOHANbHBIX JaHHBIX;

- 3asiBJIEHME O IIpUeMe Ha paboTy;

- KOTIMs IIpMKa3a o IpreMe Ha paboTy;

- KOTIUS NOJKHOCTHOM MHCTPYKLMU;

- TPYAOBOU JOTOBOpP;

- IOroBOp O MONHON MaTepHallbHOW OTBETCTBEHHOCTH (eciu paboTHUK
— MaTepHUallbHO OTBETCTBEHHOE JIMLO);

- Pe3yNnbTaThl MPeABAPUTENBHOIO MEIULIMHCKOTO OCMOTPA;

- pe3ylbpTaThl  MCUXUATPUYECKUX  OCBUAETEIbCTBOBAHUM  (ecnm
PabOTHMK BBIMOJIHSET OT/IE/bHbIE BUIb] 1€ATENbHOCTH,

- UHBIE JOKYMEHTHI.

2.3. JIMCTBI NOKYMEHTOB, MOMEIIEHHLIX B JIMYHOE JeJI0, IOJJIekKAT
HyMepaluH.



2.4. ]JIoKyMeHTbl —MOMEIIAOTCS B  MAKy-CKOPOCIIHBATENb. [Ipu
YBOJIbHEHHM DabOTHHKA JAEN0 MpOILIMBAETCd HUTKAMH M CHAETCS B apXuB
00pa30BaTeIBHON OpraHU3aLiH.

2.5. BHyTpeHHss ONHCh TOKYMEHTOB [eNa JOMKHA CONEPIKATH CBETEHUS
O MOPAAKOBBIX HOMEpax, HAaHMEHOBAaHUSIX JOKYMEHTOB Jella, KOJHYECTBE
JIACTOB, HaTax BKIIIOYCHUS OKYMEHTOB B JIMYHOE NENIO W M3BITHUS U3 Jela, a
TaK)Ke K€M H3BsIT TOKYMEHT U 110 KaKO¥ IpuYMHe.

2.6. BHyTpeHHs OIKCh COCTAaBIAETCS Ha OTAESABHOM JIHCTE IO
YCTaHOBICHHOH (hopme. JINCTBI BHYTPEHHEH ONMUCH HYMEPYIOTCS OTIENBHO.

2.7. Tlpu mnOAroTOBKE JMYHBIX MHel K Iepelade Ha XpaHEeHUe K
BHYTPEHHEH OIICH COCTaBJI€TCS MTOrOBas 3alKCh, B KOTOPOH yKa3blBaeTcs
UM(paMl U MPOMHCHI KOJIHYECTBO BKIIOUEHHBIX B Hee NOKYMEHTOB U
KOJTM4€ECTBO JIUCTOB Jea.

3. Benenne JH4YHBIX fesi paGOTHHKOB

3.1. Jluunoe neno BeneTcs B TedeHMe Beero nepHona paboTs paGOTHUKA
00pa3oBaTeNbHON OpraHU3aLHH.

3.2. Bezienne nmuuHOTO Jena paGoTHUKA TPelyCMaTpHBAET [IOMEIIEHHE B
JIENO JIOKyMEHTOB, 00pasyloLIUXcsi B mpolecce pabodeill NesTebHOCTH U
UMEIOITNX 3HAYEHUE IS TPYOBBIX OTHOLIEHUH:

- IIOIIOJIHEHUE K JTMYHOMY JTHCTKY IO YUeTy KaIpoB;

- IOTIOJIHUTENIbHbIC COTTIALIEHHS K TPY/JOBOMY JOTOBOPY;

- KOTIMH MPKUKA30B M0 JIHYHOMY COCTaBY, KOTOPBIE KacarTcs paboTHUKA
(0 mepesoze, MNepeMewleHnt, DOTALKMHM, COBMELIEHHH, COBMECTHTENbCTBE,
YBOJIbHEHUH, oriare Tpyna, aTTecTaluu, MIOBBILLIEHUN
KBalM(pUKaUKK, TOOLIPEHUH, HATPaKIEGHUH, 00 W3MEHEHHH aHKEeTHO-
buorpaduueckux MaHHBIX, OTIYCKAX MO YXOMy 3a peGeHKOM, oTmyckax 0e3
COXpaHeHHs 3apabOTHOM TIaThl);

- OT3BIBBI IOJKHOCTHBIX JIUIl O pabOTHHKE;

- coriacus Ha o6paboTKy MePCOHANBHBIX NAHHBIX,

- XapaKTePUCTUKH U PEKOMEHAaTeIbHbIE IIHChMA,

- aTTECTAlMOHHbBIE JINCTEL;

- P€3yNbTaThl IEPUOUUECKUX MEIUIIUHCKUX OCMOTPOB;

- Pe3ylnbpTaTel  NCUXMATPHUYECKUX  OCBUAETENHCTBOBAHUM  (ecnu
pabOTHUK BBINOIHACT OTAEIbHbIE BUIBI AESTEIBHOCTH;

- YBEZIOMJICHHS 00 M3MEHEHMH YCIOBU TPYI0BOrO 1OrOBOPA;

- KONUK OOBACHUTENBHBIX 3aIUCOK, 3asiBNeHUH pabOTHHKA;

- Marepuanbl aTTecTauuy (ecnu pabOTHUK MOMJIEKUT IMPOXOKACHHUIO
aTTeCTalUu );

- JIUCT - 3aBEpUTEJ]Ib Jeja (COCTaBISAIOT NPU CAade JIMYHOIO efia B
apxXuB);

- HHbIC NOKYMCHTHI.



3.3. B uuHple [efa HE TOMELIATCA [JOKYMEHTHl, HMEOIIHe
BTOPOCTENEHHOE 3Ha4ueHue. Takue JOKYMEHTBI XpaHSITCS B OTAEIBHOM nene Ne
4-09 «JIoKyMeHTbI, HE BOLIEIIIME B COCTAB JUYHBIX JEi».

3.4. PabOTHUK 3HAKOMUTCS C JIHYHLIM €JIOM B TeYeHHe TpeX paboumx
JHEN C [arbl IOJy4YEeHUsS OTBETCTBEHHBLIM 3a BEIEHUE JeJl 3asBICHUS C
npock0ol 00 o3HakomJeHuu. O6 3ToM nenaercs OTMETKAa B JIHCTE
O3HAKOMJIEHUS PA0OTHHUKA C JTMYHBIM IEJIOM.

3.5. O3HakoMIIeHHE C JeJIOM IMPOUCXONMUT HUCKIIOYUTENHHO B KaOUHETe
OTBETCTBEHHOTO 3a BEIEHHE [ M B €ro MPHUCYTCTBUH. 3alpeliaeTcs BBIHOC
nena U3 KaOuHeTa.

3.6. Brimaya xonuil MOKyMEHTOB M3 JUYHOIO J€ja IPOM3BOIMTCH 10
JUYHOMY 3asBJIEHMIO pabOTHMKA U C paspelleHus aupektopa. Komuu
JOKYMEHTOB JIOJIZKHbI OBITH 3aBEpPEHbl U MPeA0CTaBIEHbI pa6OTHl/IKy B TeUYEHUE
Tpex AHEH CO NHS MOoJaqyy 3asiB/IeHus.

3.7. M3baTHe OTHENbHBIX NOKYMEHTOB U3 JTUUYHOIO JAeja MPOU3BOIAUTCS C
paspellieHus AUpPeKTopa 00pa3oBaTENbHOW OpraHu3alud ¢ Oo(GOpMIEHHEM
COOTBETCTBYyMOMIEH 3amucu B rpage «llpumeuyanue» BHyTpeHHe#t omumcu. Ilpu
BPEMEHHOM H3BATHM JOKYMEHTa Ha €ro MecTto (MeXIy JIMCTAMH COCEIHHUX
JIOKYMEHTOB) BKJIaIbIBAeTCs CIpaBKa-3aMECTUTENb C YyKa3aHWeM [aThl U
NPUYKH U3BATHSA C MOANUCHIO JIMLA, BBIIABLIErO NJOKYMEHT, U MOMAMUCLHIO JIHIIA,
IIOJIyYMBIIIETO €r0 BO BPEMEHHOE MOJIL30BaHHE.

3.8. B memax oOecreyeHuss KOHTpPONS 3a COXPAaHHOCTBIO U
aKTyambHOCTBIO JIMYHBIX J€l B 00pa30BATEIIBHON OpPraHW3aldd €XKETONHO
IIPOU3BOJIUATCS MPOBEPKA UX HATHMUMS U COCTOSIHUS.

3.9. ExeromHyro mNpoBepKy COCTOSHHUSI JMYHBIX Jel Ha [PEIMET
COXPaHHOCTH BKJIKOUYEHHBIX B HEro JOKyMEHTOB IPOBOAMT CIIELHAILHO
cozmanHas koMucchd. O nposefeHHbIX IPOBEPKaX NeIaeTcss OTMETKA B JIUCTE O
pe3ylibTaTax €KEerogHOW TMPOBEepPKH COCTOSIHUS W HalIW4yus JIMYHOTO Jeja
(mpunokenue No 3) U cocTaBnseTcss akT. Pe3ynbTaThl MPOBEPKH JIUUHBIX e B
00s3aTE€NbHOM  TOpPSIKE JOBOMSITCS [0 JUpeKTopa  0bOpa3oBaTeNbHOM
OpraHU3aIluH.

4. XpaHeHHe H y4eT JHYHBIX A€ pAGOTHHKOB

4.1 XpaHeHue U yd4eT JHMYHBIX Jel pabOTHUKOB 0Opa3oBaTeNbHOM
OpTraHu3allii OPraHu3yKTCS C LEeNbl0 OBICTPOro IIOMCKa JIMYHBIX e,
obecrieuyeHHss HUX COXPAaHHOCTH U KOH(QUISHLMANLHOCTH  CBENEHUH,
CoIepiKalluxcs B [OOKYMEHTax JHWYHBIX e, OT HECAHKIHOHHPOBAHHOIO
JNOCTyIa.

4.2. Jlnunele nena pablOTHUKOB XPAHSITCS Y OTBETCTBEHHOTO 3a BEIEHUE
JeJl1 B CIeLHaIbHOM MeTa/lJIYecKoM cefide.

4.3. JocTynm K JW4YHBIM JenaM  pa0OTHHUKOB HMEIOT  TOJBKO
OTBETCTBEHHBIM  3a  BeneHME Jel U  JUpeKTop  o0pazoBaTesIbHOM



OpraHusaluk JNubO ero 3aMecTHTeNM Npd HCIOIHEHHH 00g3aHHOCTeH
JMPEKTOpa 00pa3oBaTENbHOU OpraHu3ailliu.

4.4. CucreMaTusalus JHMYHBIX Jel pPabOTHUKOB IPOU3BONUTCA B
anaBUTHOM TIOPSIIIKE.

S. Odopmienne THYHbIX e paGOTHHKOR Nepe] caa4yeil B apxXup

5.1. Odopmienne TUYHBIX HeJ AJIs [Epefaud B apXUB HPOU3BOLUTCS
OTBETCTBCHHBIM 3a BEJIEHHE [eJ. DTa Ipoleaypa BKIIOUaeT:

- IOJIIMBKY (TIeperieT) nea;

- YTOUHEHHEe HyMepaluu JIUCTOB Jea;

- COCTaBJICHUE NIUCTa-3aBEPUTENA, KOTOPbIM (POPMUPYETCS B COOTBETCTBUU
¢ TpebosaHusAME Npukaza Pocapxusa ot 31.07.2023 Ne 77;

- COCTaBJICHHE (YTOYHEHNE ) BHYTPEHHEH ONKCH;

- BHECEHHE YTOYHEHUH B PEKBU3UTHI JINLIEBOM OOJI0KKH €.

5.2. Jluet — 3aBepuTenb Jena AOKEH IMOAMKMCATh €r0 COCTABUTENb, MPH
3TOM JIeNlaeTCsl paclIu(ppoBKa JOKHOCTH ¥ MOAMUCH, [IPOCTaBIsgeTcs naTa. B
[IpOLIeCCe HUCIOJNB30BaHMs APXMBHBIX [JOKYMEHTOB B JIHCTE-3aBEPUTEIE
JEIar0TCs COOTBETCTBYIOIIHE OTMETKH.

Ecmu neno nopwmrto 6e3 nucTa-3aBepuTesis, TO €ro cieayeT HaKIeUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKKH JIeNa.

5.3. C nenbro obecrieyeH st COXPaHHOCTH JIMUHBIX A€ PEKOMEHTyeTCS:

- 00beIUHATE UHIMBUIyaJbHbIE JTUYHbIE [€1a YBOJIEHHBIX PAOOTHUKOB B
ONIHY 00II0XKKY (00BEeJUHEHHOE JIENO0) ¢ TAKAM PacdyeToM, 4To0bl 06BbeM nera
(roma) He mpesbiman 250 aucTOB  (NyTeM  CLUMBKU MaTepUaoB
WHJIWBUAYANbHBIX €] 10 roJamM YBOJbHEHHS ),

- pacrionaraTh Marepuailbl HHAMBUAYyalbHbIX Ael B peAenax aeia (ToMa)
B al(paBUTHOM TIOpsIIKE (HO(])aMnﬂbHO) OTZElIslsl MaTepHuabl, OTHOCSIIUECS K
Pa3HbIM WHIMBUJIYyalbHBIM ellaM, YACThIM JINCTOM OyMaru ¢ ykKa3aHWeM Ha
HeM (GaMuIuM, HMEHM U OTYEeCTBA COOTBETCTBYIOLIErO YBOJIEHHOTO
COTPYIHHKA,

- CHa0XaTh KakJoe OO0beIMHEHHOE He0 (TOM) BHYTPEHHEH OIHCBHIO C
nepeduciieHremM GaMuini, HMEH U OTYECTB U yKa3aHUMeM HOMEPOB CTPAHHUII, B
Ipenienax KOTOPBIX PacIOIOKEHbl COOTBETCTBYOIIME JOKYMEHTEL.

5.4. Ilepenaua NUUHBIX 7€ B apXHB OCYIIECTBISETCS HE MO3/HEE TpeX JeT
IIOCJIE 3aBEpIICHUs KX B JEJIOIPOU3BOJCTBE B COOTBETCTBUU C TI'DAPUKOM.
IIpeBapuTENBEHO OTBETCTBEHHBIM 3a BeIEHME NN IPOBEpsieTcsl MOJHOTA U
NPaBUIBHOCTh TIOATOTOBKH JIMYHBIX Jiel K I[epernade. BbIBICHHbIE MpH
MPOBEPKe HEJIOCTATKU YCTPAHSIKOTCSA OTBETCTBEHHBIM 3a BeAeHue nen. [lepenayua
U IIpUeM MPOU3BOLSITCS 10 ONUCHU C NPOCTAHOBKOW OTMETOK O HAIMYWHU JINYHBIX
Je.

5.5. JlnuHble nena pabOTHHMKOB, 3aKOHYEHHBIE IEJONPOU3BOACTBOM 10 1
suBapst 2003 rona, xpanusrcs 75 net, mocie 1 sasaps 2003 roma — 50 ner.



6. OrBeTcTBeHHOCTH paboToaaTe/sa H PAaGOTHHKA .

6.1. PabotHukn obpasosartenbHOl OpraHu3alny 00s3aHbI CBOEBPEMEHHO
NPENCTaBNATh CBeleHHsi 00 W3MEHEeHMH CBOHX IE€PCOHAIBHLIX TAaHHEIX,
BKJIIOYEHHBIX B COCTaB JIMYHOTO Jea.

6.2.  OtBeTcTBeHHbI 3a  BeneHue Jen  pabOTHMKOB  HECET
OUCLMUIIMHAPDHYIO M MHYI0O  OTBETCTBEHHOCTh 3@  pasrjiallieHue
KOH()UIEHIMAIBHBIX CBEIEHUH, CONEPIKAIMKCS B JIMYHBIX JENaX, U 3a HHBIE
HapyllIeHUs NOpsAKa BeJIeHUS INIHBIX el

7. llpaBa paGoToaarTe/si ¥ paGoTHHKA

7.1. PaborHuku oOpazoBaTensHON OpraHu3aui UMEOT IPaBo:

- MoJiy4yaTh NONHYIO HHpopMaluo ob obpaboTke CBOMX MEePCOHANBHBIX
JAHHDbIX;

- IOJIy4aTh JOCTYI K CBOMM TMEPCOHAIbHBIM JaHHBIM;

- IIOJIy4aTh KOIIUHU JOKYMEHTOB, XPAHSLLMUXCS B TUUHOM JeJie;

- TpebOoBaThb HCKJIIOYEHWS WM HUCIpABIIEHMS HEBEPHBIX W HEMOIHBIX
(MCKaXXEHHBIX) CBOUX MEPCOHANBHBIX JaHHBIX.

7.2. PaboTomarens UMEET MpaBo:

- 00pabaTbIBaTh [E€PCOHANBHBIE JaHHbie PAOOTHMKOB, B TOM 4MCIe U Ha
3JIEKTPOHHBIX HOCUTEJISIX;

- 3aIpallMBaTh 0T paOOTHUKOB WH(GOPMAIIHIO, HEOOXOAUMYIO I BEAECHUS
JUYHBIX 1] U 00pabOTKU NEePCOHATBHEIX JaHHEIX.



