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N /
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BEJAEHUSA JIMYHBIX JEJ PABOTHHUKOB

1. O6uue nos10xkeHUA

1.1 Hacrosimuii ToOKaabHBIA akT ONpeaesiseT NOPSA0K BEJCHUs, yUeTa U XpaHEHUs JIMYHBIX JE
pabotarkoB MBOY «COIII Ne3» (manee — mikosa).

1.2. Tlopsmox pa3paboTaH B COOTBETCTBUHUPA3pAOOTaHO B COOTBETCTBUHM C DenepalibHbIM
3akoHOM Ne 273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit denepanumn» ¢ U3MEHEHUSAMH OT 4
aprycta 2023 roma, deaepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O mnepCOHANBHBIX TaHHBIX» C
m3menenusmMu 6 Qepans 2023 roma, Ykazom IIpesumenta ot 30.05.2005 Ne 609 «O6 yrBepx)aeHUU
[TosmoxeHnss 0 TEpCOHAIBHBIX JAHHBIX TOCYIApCTBEHHOTO ciyxaiiero Poccuiickoin dPenepanuu u
BEJICHUU €ro JuyHoro pemna», TpynoBsiM Konpekcom Poccuiickont @eneparuu, KoaeKTUBHBIM
noroopoMm , mpukazom PocapxuBa ot 31.07.2023 Ne 77 «O6 yrBepxaenuu [IpaBun opranuzanuu
XpaHEeHMsI, KOMIUICKTOBAHUS, Y4e€Ta W KCIOJIb30BaHUS JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
Qdenepauuy M JAPYTUX apXUBHBIX JTOKYMEHTOB B TOCYJAPCTBEHHBIX OpPraHax, OpraHax MECTHOIO
CaMOYIPAaBJICHUS U OPraHU3aLUAX», KOJJIEKTUBHBIM JIOTOBOPOM M YCTABOM IIIKOJIBI.

2. @opMupoBaHUe JUYHBIX JIeJ1 PAOOTHUKOB

2.1. ®opmupoBaHHE JIUYHOTO Jejla paOOTHHKA IMPOU3BOJIUTCA PaOOTHUKOM, HAa3HAYCHHBIM
pyKoBoIUTENIEM 00pa30BaTENIbHOM Opranu3anuu (J1anee — OTBETCTBEHHBIHN 3a BefieHue aein). JInuHoe aeno
(dbopmupyeTcs He MO3/HEe MATH pabounx JHEH CO JHS 3aKIIYEHHUs TPYAOBOIrO JOTOBOpAa, HO HE paHee
MOJIyueHus: OT pabOTHHKA coriacus Ha 00paboTKy ero NepcoHabHbIX JaHHBIX.

2.2. IlepBuuHoe 0opMIICHHE JTUYHOTO JIeja MPeTyCMaTPUBAET:

a) MPUCBOCHUE JIMYHOMY JIeJy HOMEpPA COTJIACHO JKypHAJy yueTa JIMYHBIX Je;

0) odopmieHue OOJOXKKH JUYHOTO Jena, KoTtopas (OPMHpPYETCS B COOTBETCTBHU C
TpeboBanusaMu npukaza PocapxuBa ot 31.07.2023 Ne 77. B 005105kKKy BHOCST CJICAYIOIIUE PEKBH3UTHI:
UHJEKC Jienia (B COOTBETCTBUHM C HOMEHKJIATYPOU JeJl IKOJIbI); MOJTHOE HaMMEHOBaHUE 00pa30BaTEIbHOM
OpraHu3aIiy; HOMEp JIMYHOTO Jiena; paMuius UMs OTYECTBO PaOOTHHKA B UIMEHUTEIHHOM MaJeKe; JaThl
— TOJ] HayaJla ¥ ToJ OKOHYAHUS BEACHUS JIeNIa; KOJIMYECTBO JINCTOB; CPOK XPAHECHHUS,

B) TIOMEIIeHHE JOKYMEHTOB, TO/UIKAIIMX XPaHEHHWI0O B COCTaBe JIMYHBIX Jel, B
XPOHOJIOTUYECKOM TMOPSIKE:

e BHYTPEHHSISI OMUCHh JOKYMEHTOB Jelia, KoTopas (OpMHUPYETCS B COOTBETCTBUU C TPEOOBAHHIMHU
npukasa Pocapxusa ot 31.07.2023 Ne 77;

e JIACT C OTMETKaMU 00 03HAKOMIIEHUHU paOOTHHKA C IEPCOHATBHBIMY TAHHBIMU U3 JJMYHOTO JIeNa;

e coryiacue Ha 00pabOTKy MepCOHANBHBIX JaHHBIX;

e 3asBIIEHUE O IpHEMeE Ha padoTy;

e KOMHS MPHUKa3a O MprueMe Ha paboTy;

e KOIHUS TOJDKHOCTHOW MHCTPYKLHUU;

e TPYAOBOH JOr0OBOP;

e JIOTOBOpP O TIOJHOH MaTepUaabHOW OTBETCTBEHHOCTH (€CiM pabOTHUK — MaTepUaTbHO
OTBETCTBEHHOE JIMIIO);

e PE3yNbTaThl IPEABAPUTEIHHOIO MEIUIIMHCKOTO OCMOTPA;

e PpE3yNbTaThl MCUXHATPUYECKHX OCBHJIETEIHCTBOBAHUN (€CIM PaObOTHUK BBIMOJHSET OTICIbHBIC
BH/JIBI JACSITEIBHOCTH.
2.3. JIucThl TOKYMEHTOB, IOMEILIEHHBIX B JINYHOE JIEJI0, MOAJIEXKAT HyMEpalluH.



2.4. JIoKyMeHTBbI MOMEMIAIOTCS B MAaIKy-CKopocmuBatenib. [lpu yBosibHEHUH pabOTHHKA JeEo
IIPOLIMBAETCS HUTKAMH U CAAETCS B ApXUB LIKOJIBI.

2.5. BHyTpeHHss ONHCHh JOKYMEHTOB J€ja JO/DKHA COJEp’KaTh CBEICHHUS O IOPSIKOBBIX
HOMEpax, HaUMEHOBAHMSX JIOKYMEHTOB JI€Jla, KOJMYECTBE JIMCTOB, JlaTaX BKIIIOYEHHUS JIOKYMEHTOB B
JIMYHOE JIEJI0 U U3BATUSA U3 1€T1a, a TAKKE KEM U3BAT JOKYMEHT U [0 KaKOU IpUYKHE.

2.6. BHyTpeHHSAS ONHMCH COCTABIISIETCS HA OTJCIBHOM JIUCTE MO YCTAaHOBJICHHOH (opme. JIucTo
BHYTPEHHEH ONNUCH HYMEPYIOTCS OTAEIBHO.

2.7. Ilpu noAroTOBKE JIMYHBIX /1€ K Iepeaaye Ha XpaHEHWE K BHYTPEHHEH OIMCHU COCTaBIISETCS
WTOTOBAas 3allUCh, B KOTOPOH YKa3bIBaeTCs IH(PpaMH M MPOMHCHIO KOJIMYECTBO BKIIOUCHHBIX B HeEe
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIENA.

3. Benenne JTUYHBIX /1eJ1 pa0OTHUKOB

3.1. JIuuHOE n€en0 BEeAEeTCsl B TEUEHUE BCETO Neproja padoThl pabOTHUKA IIKOJIBL.

3.2. Bexgenue nuyHOTO JMena paOOTHHUKA TMPEAYyCMATPUBACT MOMEIICHHE B JEJIO JIOKYMEHTOB,
00pa3yromuxcs B mporecce padoyei esiTeIbHOCTH U MMEIONTNX 3HAY€HUE ISl TPYIOBBIX OTHOIIICHHIA:

e JIOTIOJIHEHUE K JJMYHOMY JIUCTKY MO YUETy KapOB;

e JIOTIOJIHUTENBHBIE COTJIAIIEHHSI K TPYZIOBOMY JIOTOBOPY;

e KOMWM TPUKA30B 10 JIUYHOMY COCTaBy, KOTOpbIe KacaroTcsi paboTHMKa (0 TepeBoje,
MepeMEIIeHNH, POTAIMH, COBMEIIEHUH, COBMECTHTENBCTBE, YBOJBHEHHH, OIUIATE TPY/a,
aTTeCTAIlNH, TOBBIIIICHUN KBAJTU(HUKAIINH, TOOIIPEHUH, HarpaXJAeHUH, 00 W3MEHEHHH aHKETHO-
OnorpauuecKuX NaHHBIX, OTIYCKax MO YXOIy 3a peOeHKOM, OTIycKax 0e3 COXpaHeHUs
3apaboOTHOM MIaThl);

e OT3BIBHI JIOJDKHOCTHBIX JIUI] O pa0OTHHKE,

e coryiacus Ha 00pabOTKYy NEPCOHANBHBIX JaHHbIX;

e XapaKTEPUCTHKHU M PEKOMEHIATEIbHBIC TIChMA;

e aTTECTALMOHHBIE JIUCTHI;

e pe3yabTaThl IEPUOANYECKUX METUIIMHCKUX OCMOTPOB;

e pe3ynabTaThl NCUXUATPUUECKUX OCBHUIETEIbCTBOBAHMH (€CIM PaOOTHHUK BBHINOJIHAET OTHAENbHBIE
BU/[IbI AEATEIBHOCTH;

e yBEIOMIIEHUS 00 U3MEHEHHUH YCIOBUM TPYAOBOIO IOTOBOPA;

e KOIUU OOBACHUTEIBHBIX 3aIIUCOK, 3asBJICHUN paOOTHHKA;

e Marepuabl aTTeCTaluu (€CIU pPabOTHHUK MOAJISKUT MPOXOKACHUIO aTTECTALIUN);

e JIUCT — 3aBEpPUTENb JIe1a (COCTABISAIOT MPH cljaye JIUYHOTO JIeJia B apXUB);

e HHBIE JOKYMEHTBHI.

3.3. B nuuHble Jena He MOMEIATCs JOKYMEHThI, UMEIOIINE BTOPOCTEIIEHHOE 3HaueHue. Takue
JOKYMEHTBI XpaHsTcs B 0TesIbHOM Jeiie Ne 4-09 «JlokyMeHTbI, He BOLLIEAIINE B COCTAB JIMYHbIX AEI.

3.4. PaOOTHUK 3HAKOMUTCS C JJMYHBIM JIEJIOM B T€UEHHUE TpeX pabouMx JHEH C JaThl MOJIyYSHHS
OTBETCTBEHHBIM 3a BE/ICHUE JIeJ 3asBJICHUS C MPOochkOoi 00 o3HaKoMiIeHUU. OO 3TOM JienaeTcs OTMETKA B
JIMCTE O3HAKOMJIEHUS! paOOTHHKA C JIMYHBIM JICJIOM.

3.5. O3HaKOMJIEHHE C JIeJIOM HPOUCXOAUT HCKIIOYUTEIBHO B KaOMHETE OTBETCTBEHHOTO 3a
BEJICHUE JIeN U B €ro MPUCYTCTBUU. 3anpeliaeTcs BEIHOC Jiefla U3 KaOuHeTa.

3.6. Bblnaua konuii JOKYMEHTOB W3 JIMYHOIO J€da IMPOU3BOJAUTCS IO JMYHOMY 3asiBICHUIO
paOoOTHHKA U C pa3pelieHus qupekTopa. Konun 10KyMEeHTOB JIOJDKHBI ObITh 3aBEPEHBI M IPEAO0CTABICHbI
paOOTHHKY B TeUEHHUE TPeX JHEH co HS MOoJauu 3asBICHHUS.

3.7. U3baTue OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO JieJla MPOU3BOAUTCS C pa3pelieHust
JIMPEKTOpa IIKOJIbI ¢ OQOpPMIICHHEM COOTBETCTBYMOLIEH 3amucu B rpade «lIpumedyanuey» BHyTpeHHEH
ornucH. [Ipy BpeMEHHOM HU3BATUU JTOKYMEHTa Ha €ro MecTo (MEXIY JIMCTAaMHU COCEAHUX JOKYMEHTOB)
BKJIQ/IbIBAE€TCSl CIPAaBKa-3aMECTUTENIb C YKa3aHHMEM JaTbl W TMPUYMH M3BATUS C MOJIHUCHIO JIMIIA,
BBIJIABIIETO JJOKYMEHT, M MOJIIHUCHIO JIMIIA, MTOJYYUBIIETO €ro BO BPEMEHHOE M0JIb30BaHUE.

3.8. B mensx obecriedyeHUs] KOHTPOJS 3a COXPAHHOCTbIO M aKTYyaJlbHOCTBIO JIMYHBIX JIENl B
00pa3oBaTeIbHON OPraHU3aIK €XKET0THO TPOU3BOIUTCS POBEPKA UX HAINYMS U COCTOSHHUSL.

3.9. ExeroiHyto NpoBEepKY COCTOSIHUS JMYHBIX JIe] Ha MPEeIMEeT COXPAaHHOCTH BKJIIOYEHHBIX B
HEro JIOKYMEHTOB NPOBOAUT CIELHaIbHO co3JaHHas KoMmuccHs. O MPOBEACHHBIX MPOBEpKax JeNaeTcs
OTMETKa B JIUCTE O pE3yJbTaTax eXeroJHOW TIPOBEPKH COCTOSIHUS M HAJIWYMA JIMYHOTO JIena
(mpunosxenue Ne 3) u coctaBisieTcs akT. Pe3ynbTarel MPOBEPKH JIMYHBIX A€ B 005S3aTENHOM MOpsIIKEe
TOBOJATCS /10 TUPEKTOPA IIKOJIBL.



4. XpaHeHue U y4eT JMYHBIX e pa00OTHMKOB

4.1 XpaHeHue M ydeT JUYHBIX €]l PaOOTHUKOB ILIKOJbl OPraHU3YIOTCS C LENbI0 OBICTPOrO
MOMCKA JIMYHBIX JIeNl, 00eCIIeUeHHs] UX COXPAaHHOCTH M KOH(HUACHIIMATBHOCTH CBEACHUI, COACPIKALMXCS
B IOKyMEHTaX JIMYHBIX J€Jl, OT HECAHKIIHOHUPOBAHHOTO JIOCTYTIA.

4.2. Jlnunble nena pabOTHUKOB XPAHATCS y OTBETCTBEHHOTO 3a BEJACHHE /eI B CIECHUAIBHOM
METaJUTUIECKOM cerde.

4.3. Jloctynn K JNUYHBIM JejaM paOOTHUKOB MMEIOT TOJBKO OTBETCTBEHHBIN 3a BEJEHUE e U
IMPEKTOp 00pa30BaTENbHON OpraHU3aliy JU00 €ro 3aMEeCTHTENH TPU HCHOJIHEHUH O0O0s3aHHOCTEH
IUPEKTOpa 00pa30BaTEIbHON OPraHU3ALUHL.

4.4. Cucrematu3anus JJMYHBIX /11 paOOTHUKOB MPOU3BOJUTCS B aJI()aBUTHOM TTOPSIKE.

5. Odopmiaenne JUUYHBIX e PAOOTHUKOB Tepel caaveii B apXuB

5.1. Odopmiienrne JUYHBIX NIl JUIS TIEepeladyd B apXuB MPOU3BOIAUTCS OTBETCTBEHHBIM 3a
BEJICHUE JIeN. JTa Mpoleypa BKIIOYACT:

e TOJIUBKY (MIEPEIUIET) Jena;

e YTOYHEHHE HyMEpAINH JINCTOB JIEIa;

e COCTaBJICHUE JIMCTA-3aBEPUTENS, KOTOPBIA (POPMHUpPYETCS B COOTBETCTBUU C TpeOOBaHUSIMH
npukasa Pocapxusa ot 31.07.2023 Ne 77;

e CcoCTaBJeHHUE (YTOUHECHHE) BHYTPEHHEH OIHCH;

e BHECCHHE YTOUHCHHH B PEKBU3HTHI JTUIEBOI OOJI0XKKH Jiea.

5.2. Jluct — 3aBepuTesb Jena JOJKEH NOAMUCaTh €ro COCTaBUTENb, MPH STOM JENIaeTCs
pacimudpoBKa JTOJDKHOCTH M TIOJIMKCH, TPOCTaBIsETCs JaTa. B mpoliecce HMCHOMb30BaHUSI apXUBHBIX
JOKYMEHTOB B JIUCTE-3aBEPUTENIC IETAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecnu neno moammro Ge3 nucTa-3aBepUTes, TO €ro CleayeT HaKJIeUTh Ha BHYTPEHHIOIO CTOPOHY
00JIOXKKH Aena.

5.3. C uenbio 00ecrnedeHnsi COXPaHHOCTH JTUYHBIX JIeTT PEKOMEHYeTCS:

e OOBENMHATh WHIUBUAYyAIbHbIE JIMYHbIE Jeja YBOJEHHBIX pPAOOTHUKOB B OJHY OOJOXKKY
(oObeauHEHHOE JIeTI0) ¢ TAKUM pacdeToM, YToObl 00BheM jaena (ToMa) He mpeBbiman 250 mucToB
(TyTeM CIIMBKHM MaTepUaIOB MHAUBHIyaJIbHBIX JI€J M0 TOJaM YBOJIbHEHNS);

e pacmoJiaraThb MaTepHasbl MHAUBUYaJIbHBIX JE]l B Mpejenax aena (ToMa) B an(aBUTHOM MOPSIKeE
(moaMunbHO), OTIIENSISI MAaTEpUalIbl, OTHOCAIINECS K Pa3HBIM WHIUBUAYAIBHBIM J€JIaM, YUCTHIM
JUCTOM OymMaru C YyKa3aHHMeM Ha HeM (aMuiIud, UMEHHM U OTYECTBA COOTBETCTBYIOLIEIO
YBOJIGHHOTO COTPY/AHHUKA;

e CHaOXaTh KaXJI0€¢ 00BEAMHEHHOE J1eJI0 (TOM) BHYTPEHHEH OIMHUCHIO C MEepEeYUCICHUEM (haMIITUH,
MMEH U OTYECTB M YyKa3aHHEM HOMEpPOB CTpaHMIl, B IMpeleiax KOTOPHIX PaCHOJOKEHBI
COOTBETCTBYIOIINE JOKYMEHTBHI.

5.4. Ilepenaya TUYHBIX JeNl B apXUB OCYILIECTBISETCS HE MO3JHEE TPEX JIET MOCJe 3aBEpUICHUS
WX B JICJIONPOU3BOJICTBE B COOTBETCTBUHU € TpadukoM. [IpenBaputensHO OTBETCTBEHHBIM 32 BEJICHUE €T
MIPOBEPSIETCS TMOJIHOTA WM TMPABUIBHOCTh IMOATOTOBKHM JIMYHBIX J€l K Iepenadye. BbIsSBiIeHHbIE MpH
MIPOBEpPKE HEIOCTATKH YCTPAHSIIOTCS OTBETCTBEHHBIM 3a BeAeHue aei. [lepenaya u mpueM mpou3BOASTCA
IO OIUCH C MPOCTAHOBKOM OTMETOK O HATMYHMH JIMUHBIX JETI.

5.5. Jluynble nena paGOTHUKOB, 3aKOHYEHHBIE NeNnompou3BoAcTBOM 10 1 suBaps 2003 roxa,
xpansTcs 75 nert, nocne 1 saBaps 2003 roxa — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe/isi H pa0OTHUKA
6.1. PaGoTHHKM HIKOJIBI 0053aHBI CBOEBPEMEHHO MPEACTaBIATh CBEAECHUS 00 U3MEHEHHH CBOMX
NIEPCOHAIBHBIX JaHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOIO JIENa.
6.2. OTBeTCTBEHHBI 3a BeAEHUE Jeld pPaOOTHUKOB HECET MAUCHUIUIMHAPHYI0O U MHYIO
OTBETCTBEHHOCTD 3a pa3rialieHne KOH(GpUICHINANbHBIX CBEICHHM, COlepKAIINUXCs B IMYHBIX JIeNax, U 3a
VHBIE HApYIIEHUs TOPSIIKA BEAECHUS JIMUHBIX JIE.

7. IlpaBa paGoToaare/isi 1 pabOTHHKA
7.1. PaOOTHHMKY IIKOJIBI UMEIOT MPAaBO:
e TIONyYaTh MOJHYIO HH(POPMALIHIO 00 00paboTKe CBOMX MEPCOHAIBHBIX JAHHBIX;



MoJIydaTb JOCTYII K CBOUM IICPCOHAIBHBIM JTaHHBIM,
IIOJIy4aTb KOIIMU JOKYMCHTOB, XpAHAIINUXCA B JIMYHOM ACIIC;
Tpe6OBaTB HUCKIIFOYCHUA HWJIM MCIIPABJICHUSA HCBCPHLIX W HCIOJHBIX (I/ICKEDKCHHBIX) CBOUX
NECPCOHAJIBHBIX JaHHBIX.

7.2. PaboTonaTens UMEET MpaBo:
OGpaGaTBIBaTb NEPCOHAJIBHBIC JAHHBIC pa6OTHI/IKOB, B TOM 4YHCIC U Ha J3JICKTPOHHBIX
HOCHUTENIAX;
3arpamuBaTrb OT pa6OTHI/IKOB I/IH(l)OpMaIII/IIO, HGO6XOILI/IMYIO 11 BEACHUA JIMYHBIX €I U
00pabOTKM MEPCOHATILHBIX JIAHHBIX.



