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1. O6mme noJioxeHUs1

1.1. Hacrosimee IlonmokeHue O MOpsSAKE BEACHHS JIMYHBIX Jell PabOTHUKOB OpTraHHU3AINH,
OCYILECTBISIIOLIEH  00pa30BaTeNbHYIO  JIEATENbHOCTh, pa3pabOTaHO B  COOTBETCTBUU  C
®denepanbHbIM 3aKk0HOM Ne 273-D3 o1 29.12.2012 «O06 obpazoBanuu B Poccuiickoii Deneparumy ¢
n3MeHeHussMu ot 4 amrycra 2023 roma, deaepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
NEPCOHANBHBIX JaHHBIX» ¢ H3MeHeHusMu 6 ¢eBpans 2023 roma, Ykazom Ilpesugenra ot
30.05.2005 Ne 609 «O6 yrBepxkacHuu [lonokeHHuss 0 IEPCOHATBHBIX JAHHBIX TOCYJAPCTBEHHOTO
cnyxauiero Poccuiickoin ®enepanuu ¥ BENCHUM €ro JUYHOro nena», TpynoBeim Kopexcom
Poccuiickoit @eneparuu, KoysteKTUBHBIM JOTOBOPOM, Y CTaBOM OpraHM3alluu, OCYILECTBISIONICH
00pa3oBaTEeNbHYIO IeATEIHHOCTb.

1.2. Jlannoe IlonmoxxeHue ompeznenseT MOPANOK BEACHHUS JMYHBIX [eJ IeJaroroB M HHbBIX
COTPYTHUKOB U PAOOTHHKOB IIKOJIBI, OMPEACIseT MOPSAI0oK (GOPMUPOBAHUS, y4eTa M XpaHCHUS,
BBIJIaYU JIMYHBIX JIEJI BO BPEMEHHOE IMOJIb30BAHKE, & TAK)KEe OTBETCTBEHHOCTh, IIPaBa pabOTHUKOB U
JIMpEKTOpa 00pa3oBaTEIbHOM OpraHU3allry.

1.3. Hacrosimee [lonoxxenue yTBepKaaeTcs MPUKa30M IO IIKOJE U SBJISETCS 00s3aTeNbHBIM IS
BCEX KaTErOpHil MeIarornyeckux U APyrux COTPYIHUKOB IIKOJIBI.

1.4. BeneHnve NUUYHBIX AeN MEAAaroroB M COTPYAHHUKOB IIKOJBI BO3JAraeTcss Ha CIELUAINCTa I0
KaJpaM OpraHu3aliH, OCYIIECTBISIONEH 00pa30BaTeNbHYIO ACSITEIBHOCTD.

1.5. JluyHoe 1eno - OCHOBHOHM JOKYMEHT MEpPCOHAIbHOIO y4eTa, COAep Kalluii Haubosee MoIHbIe
cBeneHus 0 pabOTHHUKE 00pa3oBaTEIbHON OpPraHU3alliy U €r0 TPYAOBOU JEATEILHOCTH. B miudaHOe
JIeJI0 BHOCATCS CBECHHUS, CBSI3aHHBIE C MIOCTYIJICHUEM Ha paboTy U YBOJIbHEHHEM.

1.6. Cenenus, conmepskalyecss B JUYHOM JIee, OTHOCATCA K KOH(UICHIIHMATbHONW WH(pOpMAINH,
MMEIOT OTPAaHUYEHHBIN JOCTYII U Pa3TIalleHnI0 He TOJJIeKaT.

1.7. Jluunoe nesno BeneTcs B TEUYEHUE BCETro Mepuoia paboThl pabOTHHKA.

1.8. BeneHnue HECKONbKHX JIMYHBIX €I OJHOTO pabOTHHMKA 0Opa30oBaTENbHON OpraHU3alliu He
JIOITyCKaeTCsl.

2. Ilopsaaok ¢popMUPOBAHMS JHYHBIX €] COTPYIHUKOB
2.1. @opmupoBaHHE JHMYHOTO Jella T[EJaroroB M COTPYJHUKOB 00I1IeoOpa3zoBaTebHOMN
OpraHW3allii  MPOM3BOIUTCS HEMOCPEICTBEHHO IIOCiie TMpHeMa B 00mmeo0pa3oBaTeNbHYIO
OpraHu3alMi0 WIM TepeBoja IMEeAaroroB M COTPYIAHMKOB U3 JIpyroil oOpa3oBaresbHOM
OpTaHU3aINH.
2.2. B cOOTBETCTBUU C HOPMATHUBHBIMH JOKYMEHTAaMH B JIMYHBIC JIeTa MEJaroroB U COTPYIHUKOB
OpTraHU3aIlH, OCYIIECTBISIONICH 00pa30BaTENbHYIO NEATEIHHOCTh, BKIIAJBIBAIOTCS CIETYIOIINE
JOKYMEHTBI:
Jlns nedazoeos:

* 3asBJIEHHUE O MpUEME Ha padoTy;

*  3asBJICHHE O COTJIACHM HAa 00pabOTKY MEePCOHAIBHBIX JAaHHBIX TI€/1arora;

e CIpaBKa O HAMMYUU (OTCYTCTBUHM) CYAUMOCTH U (WiIH) (akTa yroJIoBHOTO

NPECIIeIOBaHUS, BBIIAHHOTO COOTBETCTBYIOIIUM OPTraHOM ITPABOIIOPS/IKA;

* aBroOumorpadus;

*  KOIUA JOKYMEHTa BOMHCKOTO y4eTa (/11 BOGHHOOOSI3aHHbIX);

*  KOIUHU JIOKYMEHTOB 00 00pa3oBaHUH;

*  KOIIMW JIOKYMEHTOB O KBTM(DHUKAIMH WJIH HATHIUE CIICITUATBHBIX 3HAHUH (TIPY HAJTMYWH ),

*  KOIIUHU aTTEeCTAI[MOHHBIX JIUCTOB (MIPU HATUYHHN);

*  KOIIMHU JIOKYMEHTOB O HarpaxaeHuu (Mpu HAJIMYUK);

*  XapaKTEpUCTHKH, pEKOMEH/IaTeIbHbIE MIChbMA (TIPU HATIMYUH);

* TpHUKa3 O MpUeMe Ha paboTy;

* MpHKa3 O NMEePeBO/Ie Ha UHYIO JOJKHOCTH (MPU HAJTUYWK ),



AOJDKHOCTHAsA UWHCTPYKIUA (I[OJI)KHOCTHLIC HHCTPYKIIMK C MOMCHTA HA3HAYCHUSA Ha
BCE€ JIOJIKHOCTH);

TPYI0BOM AOrOBOP (C MOCIEAYIOIINM BKJIFOUEHUEM JIOMOJIHUTENbHBIX COTJIAIIEHUN K
TPYZOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIULIMHCKYIO KHUXKY.

s pabomnukos:

3asBIICHHE O IpUeMe Ha pabory;

3asBJIEHUE O COTJIACUU Ha 00pabOTKY NMePCOHAIbHBIX JAHHBIX MEIarora;

CIipaBKa O HAIMYUM (OTCYTCTBHUH) CYAMMOCTH W (Win) (hakTa YroJOoBHOTO
IPECIeIOBaHUs, BBIIAHHOTO COOTBETCTBYIOIIUM OPraHOM IPABOIMIOPS/IKA;
aBroOuorpadus;

KOMHSI JOKYMEHTa BOMHCKOTO y4eTa (JIsi BOGHHOOOS3aHHbIX ),

KOITUU JJOKYMEHTOB 00 00pa30BaHUU;

KOIIMU TOKYMEHTOB O HarpakJIeHUM (IIpH HATUYUH);

XapaKTEPUCTHKH, PEKOMEHIATEIbHbBIC MTUChbMA (TIPH HATUYUH );

MPUKa3 O MpHeMe Ha paboTy;

IIPUKA3 O EPEBOJIE HAa UHYIO JOJDKHOCTSD (TIpU HAJIMYUK);

JOJKHOCTHAS MHCTPYKIUS (JOJDKHOCTHBIE HMHCTPYKIIMM C MOMEHTa Ha3HA4YeHUs Ha
BCE€ JIOJIKHOCTH);

TPYAOBOM AOTOBOP (C MOCIEAYIOIINM BKIIOUEHHUEM JOTOJHUTEIbHBIX COTTIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEIMIIMHCKYIO KHUXKY.

Pabomooamenv ogpopmnsiem:

TPYZOBOM JOTOBOP B JBYX IK3EMIUISIPAX;

IpUKa3 O MpueMe Ha padoTy (0 MepeMenIeHUH Ha JPYTHe J0DKHOCTH);
TaHy0 KapTouky Ne T-2;

JIOJDKHOCTHYIO HHCTPYKIIUIO B IBYX 9K3EMILISIPaXx.

Pabomooamenv 3nakomum:

C HOPMATHBHO-TIPAaBOBBIMMU JIOKyMeHTaMM IIKoibl (YcraBoM, KosiekTuBHBIM
norosopoM, I[IpaBunamu Tpy10BOTO paciopsiiKa U Jip. JOKAJIbHBIMU aKTaMH);

C TOJDKHOCTHOM MHCTPYKIUEH;

IPOBOJUT BBOAHBI MHCTPYKTaX, MHCTPYKTaX IO OXpaHe TpyAa,
MHCTPYKTAK 10 TPOTUBOI0KaPHOI 0€30MacHOCTH.

2.4. TlepBuuHoe opopMIICHHE JIMIHOTO JIeNIa TPeyCMaTPHBALT:

IIPUCBOEHNUE JINYHOMY JIEJy HOMEPA COIVIACHO JKypHAJIy ydeTa JIUYHbIX JE;
IIPOCTABICHHE Ha OOJOXKKE JMYHOIO Jejla CICAYIOIIUX PEKBU3UTOB: HHIAEKC Aena (B
COOTBETCTBUM C HOMEHKJIATypol Jien o0I11eo0pa3oBaTelbHON OpraHn3aluy; IOJIHOE
HalMEHOBaHME 001e00pa30BaTEIbHON OpPraHU3allui; HOMEp JIUYHOTO JeNa; paMuus ums
OT4YeCTBO Pa0OTHUKA B MMEHHUTEIBHOM IMaJieke; JaThl - TOJA Hadalga U TroJi OKOHYAHHS
BEJICHUS JIeJIa; KOJIMYECTBO JIMCTOB; CPOK XPaHEHUS;
MOMEIlEHuEe JOKYMEHTOB, TMOJUIekKAIIUX XPaHEHUI0O B COCTaBe JHMYHBIX Jied, B
XPOHOJIOTHYECKOM TMOPSIIKE:

— BHYTPEHHSS ONIUCH IOKYMEHTOB JIENa,;

— JINYHBIN JIUCTOK MO y4YETY KaapoB ;

— 3asBJICHUE O NIpHEMe Ha paboTy;

— TIIpHUKa3 o0 IpuemMe Ha padorTy;

— TPYAOBOM JIOTOBOpP;

— JIOrOBOD O MOJHON MaTepuanbHON OTBETCTBEHHOCTH (€ciii pabOTHUK -
MaTEpUaIbHO OTBETCTBEHHOE JIULIO);

— XapaKTCPpUCTUKH U PCKOMCHJATCIIbHBIC ITUCbMA,

— corjacue Ha 00paboOTKy MEePCOHATBHBIX JAHHBIX.

2.5. JIuCTHI TOKYMEHTOB, IIOMEIICHHBIX B JIMYHOE IO, ITOJIKAT HyMEpaIlny.



2.6. C menpro obecriedeHus1 HaIeKAIICH COXPAaHHOCTH JIMYHOTO JIeJia TMIeIaroroB U COTPYIHUKOB
001eo0pa3oBaTeIbHOM OpraHu3alMi W yA00CTBa B OOpAaIIEHWHM C HUM TpH (POPMUPOBAHUH
JOKYMEHTBI TOMEIaloTcs B OTAENbHYI0 manky. [Ipu yBonbHeHMH paOOTHHKA MpPOIIMBAIOTCS
HUTKaMU U CIAI0TCS B apXUB.

2.7. BHYTpeHHsS ONKUCH JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIeJie, JODKHA COACPKATh CBEACHHUS
O TMOPSAKOBBIX HOMEpaX, HAUMEHOBAHMSIX JOKYMEHTOB Jelia, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOUEHUSI JOKYMEHTOB B JIMYHOE JIEJIO0 U U3BATUS U3 JieTa, a TAKKE KeM H3BIT JTOKYMEHT U I10
KakoW MpUYUHE.

2.8. BHyTpeHHssS OMHCH COCTABIISETCS HA OTIEIHHOM JINCTE MO yCTaHOBIEHHOUW (opme. JIuCThI
BHYTpPEHHEH OIUCU HYMEPYIOTCS OTIEIbHO.

2.9. Tlpu moAroTOBKE JIMYHBIX JIe] K Tepefade Ha XPaHCHHE K BHYTPEHHEW OMHMCH COCTABJISCTCS
UTOrOBAas 3alKCh, B KOTOPOM yKa3bIBae€TCs LU(PpPaMU U MPOMHUCHI0 KOJIUYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB ¥ KOJTMYECTBO JINCTOB JiejIa.

3. Tlopsinox BeaeHHsi JHUYHBIX [eJ TMeJaroroB W COTPYAHMKOB OpPraHU3alHMH,
ocyuIecTBIsAIONIEH 00pa3oBaTeIbHYIO 1eATeIbHOCTD
3.1. JluyHOe neNio MeNaroroB M COTPYIHUKOB 0OIIe0Opa3oBaTebHON OpraHW3allui BEACTCS B
TEUEHHE BCEro Mepuoaa padoThl KaXkJAOro IMemarora M COTPYOHHUKA B 00IIe00pa3oBaTeIbHOM
OpraHu3aIiH.
3.2. JlanbHeiiliee BeIEHHE JIMYHOTO JieNia TEJAroroB W COTPYIHHKOB 00IIe00pa3oBaTenbHOM
OpraHu3aly MPeayCMaTPUBACT MOMEIICHUE B JIEJI0 JOKYMEHTOB, OOpa3yloIMXCs B IMPOIECCe
pabodeii e TEIILHOCTH U UMEIONIUX 3HAYCHUE JIJISl TPYTOBBIX OTHOIIICHUH:

*  JIONOJHEHHUE K JINYHOMY JIUCTKY 10 YYETYy KaJpOB;

*  JIOIOJIHUTEJILHBIE COTVIALLIEHUS K TPYAOBOMY JOTOBOPY;

* KONWHM IMPHKA30B IO JIMYHOMY COCTaBy, KOTOPBIE KacalTCs IICIaroroB H

COTPYAHHUKOB 00111€00pa30BaTEIbHOM OpPraHU3aInu;

*  OT3BIBBI JIOJDKHOCTHBIX JIMII O TIEIarore ¥ COTPYAHHUKE 00111e00pa30BaTeIbHON OpraHU3aIlny;

*  KOIMH JOKYMCHTOB O IOBBIIICHUN KBATU(HUKAIINY,

* KOINHHU CepTU(UKATOB, IPAMOT;

* JIUCT - 3aBEPUTENH JieNa (COCTABISIOT MPH claue JIMYHOTO JIea B apXUB);

® HWHBIC JOKYMCHTBI.
3.3. B menax oOecrieyeHus] KOHTPOJIS 33 COXPAaHHOCTBIO W AaKTYalIbHOCTHIO IJMYHBIX JEN B
0011e00pa3oBaTeIbHON OpraHU3allii €XeroJaHo (He mo3gHee | kBapranma roga, ClEIyIOIIEro 3a
OTYETHBIM) MPOU3BOAUTCS MTPOBEPKA UX HATTMYUS U COCTOSTHUSI.
3.4. ExeromHyo MPOBEPKY COCTOSIHHSI JIMYHBIX I Ha TMPEIMET COXPAHHOCTH BKITIOYCHHBIX B
HEro JOKYMEHTOB MPOBOAHT CIEIUANbHO co3laHHas komuccus. O MPOBEACHHBIX MPOBEPKAX
JIeJIaeTCsl OTMETKA B JIUCTE O PE3yJIbTaTaX €KErOJHOW MPOBEPKU COCTOSHUS W HAIHYHUS JTUIHOTO
nena (mpunosxxenue Ne 5) u cocraBisieTcst akT. Pe3ynbTaTel MPOBEPKHU JIMYHBIX 1€l B 00513aTEIHLHOM
MOPSAKE TOBOASTCS 10 TUPEKTOpa 0011e00pa3oBaTeIbHOW OpraHU3aIiH.

4. TlopsoK y4éTa ¥ XpaHeHUsl JUYHBIX JieJ MeAaroroB M COTPYAHHKOB OPraHU3alUM,
OCYLIECTBJIAIONIICH 00pa30BaTeIbHYIO 1eITEIbHOCTD.

4.1. XpaHeHue W y4eT JUYHBIX JIe] MEJaroroB U COTPYIHUKOB OPTaHU3AIH, OCYIIECTBIISIONMICH
00pa3oBaTeNbHYIO JESITEeIbHOCTh, OPTraHU3YIOTCS C LENbI0 OBICTPOTO M 0€30IIMO0YHOro MOHMCKa
JUYHBIX JeJI, OOecCHeueHuss UX COXPAaHHOCTH, a Takke oOecrneueHus KOH(HIACHUUATbHOCTH
CBEJIEHUH, cofepKaluxcs B JOKyMEHTaxX JINYHBIX /1€, OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JlnuHble Nena COTPYIHUKOB XPAHATCS B ceiide 001eodpa3zoBaTebHOM OpraHu3aIny.

4.3. TpynoBbie U MEIUITUHCKIE KHUKKH XPAHSITCS OTJEIBHO B cere.

4.4. JlocTyn K JUYHBIM JieJlaM TEJaroroB U COTPYAHUKOB 0OIIe00pa30BaTeIbHOM OpraHU3aIlluu
HUMEIOT TOJILKO CEKPETaph, CICIHAIUCT 110 KaapaM, JUPEKTOp 00meo0pa3oBaTeIbHON OpraHu3aiui
00 3aMECTUTENN TUPEKTOpa MPHU UCTIOTHEHUH 00S3aHHOCTEH qUpeKTopa o0Ieodpa3oBaTebHON
OpraHu3aIuH.

4.5. Cucrematuzanusi JUYHBIX J€JI TIEJaroroB M COTPYIHHUKOB 0O0IIe00pa3oBaTenbHON
OpFaHI/ISaHI/II/I HpOI/I3BOJII/ITC$[ B aﬂ(l)aBI/ITHOM nopsmKe.

4.6. JluyHble Nena MenaroroB M COTPYJHUKOB 001e00pa3oBaTeNbHON OpraHU3aIiH, UMEIOIINX
TOCYJIapCTBCHHBIC 3BaHHUS, IPEMHUH, HArpabl, YICHbIC CTEIICHU M 3BaHUS, XPAHITCS MOCTOSHHO, a



OCTAJIbHBIX COTPYAHHUKOB - 75 JIET C ToJla YBOJIbHEHHUs paboTHUKA (B COOTBETCTBUU C [lepeunem
TUIIOBBIX YIIPABJICHYCCKUX I[OKyMeHTOB).

5. Topsiaok BbIIAYHU JUYHBIX /1€ BO BpeMEHHOE MM0JIb30BaHHe

5.1. Brigaua nuyHbIX Jen (OTACNbHBIX JOKYMEHTOB B COCTaBE JMYHOrO Jiejia) BO BPEMEHHOE
M0JIb30BAHUE IMPOU3BOJUTCS C Pa3peUIeHHUs AUPEKTOpa 00Ieo0pa3oBaTeIbHON OpraHu3aliy 1o
3asBIICHHUIO COTPYIHHMKA OPTaHU3aLMH, OCYIIECTBIIAIONIEH 00pa30BaTEIbHYIO IESITEIbHOCTb.

5.2. Pabora (03HaKOMJICHHE) C JIMYHBIMH JIeJJaMd  TI€JaroroB M COTPYIHHUKOB
001e00pa3oBaTeNbHON OpraHU3alMy MPOU3BOAUTCS B MPHUEMHOM aupekTopa. B konie pabouero
IHSL CeKpeTapbh WIM CIEHUAINUCT MO KaapaMm oOs3aHa yOeIUThCS B TOM, UYTO BCE JIMYHBIC Jea,
BBIAHHBIE BO BPEMCHHOE II0JIb30BAaHKME, BO3BpAIlCHBI HAa MECTO XpaHCHHWs] U €CTh JIU
HEO0OXOIUMOCTD ISl IPUHSTHS MEP K UX BO3BPAIICHUIO WU PO3BICKY.

5.3. ®akT BbIIAYH JIUYHOTO Jiefia PUKCUPYETCS B KOHTPOJIBLHOM XKYypHAJIE.

5.4. U3bparue OTACNBbHBIX JOKYMEHTOB M3 JTUYHOTO Jieia MPOU3BOJUTCS C Pa3pelIeHUs TUPEKTOpa
o0muieo0pa3oBarenbHOW  OpraHu3al ¢ OQOPMIICHHEM  COOTBETCTBYIOIIEH  3amucu B
rpade «l[Ipumeuanue» BHYTpeHHEW omucH. [Ipy BpPEeMEHHOM HM3BITHH JOKYMEHTa Ha €ro MeCTO (MEXIy
JUCTaMHM COCETHUX JOKYMEHTOB) BKJaJbIBaeTcs CIpPaBKa-3aMECTUTENb C yKa3aHHEM JaThl U NPUYMH
U3BATHA C NOANMCHIO JIMIIA, BBIAABIICTO JOKYMCEHT, U MOANWCHIO JIMIA, MOJYYHMBIICTO €0 BO BPEMEHHOC
II0JIB30BaHUC.

6. OdopmieHue JNYHBIX e Nepe cAaveil B apxXxuB
6.1. OdopmiieHrEe JIWYHBIX JeJN ISl Tepefadyd B apXWB TPOU3BOJHUTCS CIICHUAIUCTOM I10
KaJpaM o01eo0pa3oBaTebHON OpraHu3aliy. JTa MpoLeaypa BKIIOYACT:

* OALIMBKY (IIEpeIieT) Jena;

* YTOYHEHHME HyMepaliH JUCTOB JIeNa;

*  COCTaBJICHUE JIMCTA-3aBEPUTEIIS,

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEW  OIHUCH;

* BHECEHUE YTOUHEHUH B PEKBU3UTHI JINLIEBOM OOJIOKKH JIEna.

6.2. Jlucr-3aBepuTens Jena JOJDKEH MOANMCATh €ro COCTaBUTENb, IPH 3TOM JIENAETCs
pacmudpoBKa TOHKHOCTH ¥ TOJIKCH, TPOCTABIsIETCS JAara. B mporecce HCMOIb30BaHHSA
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENIe AETAlTCs COOTBETCTBYIOIIME OTMETKH. Ecnmu aeno
MOJIIATO O€3 JIMCTa-3aBEPUTENs, TO €r0 CIEAyeT HaKJIEHTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH
nena.

6.3. C menpro obecrieueHus: COXPAaHHOCTH JIMYHBIX 1€ PEKOMEHTyeTCS:

* 00BEeIUHATh WHAMBHUIYATbHbIE JUYHBIC JI€]a YBOJEHHBIX COTPYIHHKOB B OJHY OOJIOXKKY
(oOBeaMHEHHOE JIeJI0) C TAKUM pacueToM, 4ToObl o0beM jena (Toma) He mpeBbiman 250
JMCTOB (ITyTE€M CIIMBKU MaTe€pHajIoB MHAWBUIYAIbHBIX /1€ 10 F0JJaM YBOJIbHEHNUS);

* pacnojaraTh MaTepuanbl MHAMBUAYAJIbHBIX J€J B Ipejaenax aena (ToMa) B ali(aBUTHOM
nopsiake (modaMuiIbHO), OTAEINSAS MaTepHalibl, OTHOCSIIUECS K Pa3HbIM MHIMBHYaIbHBIM
JcjiaM, 4YUCTbIM JIMCTOM 6YMal"I/I C YKAa3aHUCM Ha HEM q)aMI/IJ'II/II/I, HUMCHHU MU OT4YECTBa
COOTBETCTBYIOLIIETO  YBOJIGHHOI'O IeJarora M COTpyJHHMKA 00IeoOpa3oBaTebHON
OpTaHu3aINH;

* cHaOXxaThb Kaxgoe OOBEIMHEHHOE JeJ0 (TOM) BHYTPEHHEH OINUCHIO C IMepeyrclIeHUEeM
dbamMuInii, UMEH W OTYECTB M YKa3aHWEM HOMEPOB CTpaHHUIl, B MpeJenax KOTOpPbIX
PAacIoyioKeHbl COOTBETCTBYIONINE TOKYMEHTHI.

6.4. Ilepenaua TMUYHBIX /1€ B apXHUB OCYLIECTBISETCSA HE MO3HEE TPEX JIET MOCIE 3aBEepIICHUs UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBHHM € rpadukoM. [IpenBapurenbHo cekperapeM, CrenuaiicToM
M0 KaJpaMm MpOBEpsAETCs MOJHOTAa W MPaBUIBHOCTh MOATOTOBKM JIMYHBIX JIeJI K Iepenaye.
BrisiBneHHbIE TIPU MPOBEPKE HENOCTATKH YCTPAHSIIOTCS CEKpEeTapeM, CIEeHUaINCTOM IO Kaapam.
Ilepenaya u mpreM NpOU3BOIATCS IO OIKMCH C IPOCTAHOBKOW OTMETOK O HAJIMYMM JIMYHBIX JEII.

6.5. JIuuHble Aena MeJaroroB ¥ COTPYIHUKOB 00I111€00pa30BaTEIbHOM OpraHu3alnu, 3aKOHUEHHbIE
nenonpousoAcTBoM 10 1 suBaps 2003 roga, xpansres 75 net, nocne 1 suBaps 2003 roga - 50 ner.
JlnyHble Aena AMPEKTOpa, TIAaBHOTO Oyxranrepa oO0IeoOpa3oBaTeIbHON OpraHU3ANH HUMEIOT
IIOCTOSIHHBIA CPOK XPaHEHUS.

7. OTBEeTCTBEHHOCTDH



7.1. Tleparoru W COTPYAHUKH 0O0IIe00pa30BaTEILHON OpraHU3aluu O0sS3aHBl CBOCBPEMEHHO
NpCACTABIATL CCKPECTAPIO WM CICHHUAIMCTY IO KaApaM CBCACHUA 06 HU3MCHCHUU B IICPCOHAJIBHBIX
TAHHBIX, BKIIFOUEHHBIX B COCTAB JIMYHOTO JIENIa.
7.2. Paboromarens obecrieunBaeT:
*  COXPaHHOCTh JJMYHBIX JIEJI IIEJ]arOTOB U COTPYTHHKOB 0011Ie00pa30BaTeIbHOM OpraHU3aIlny;
*  KOH(QHIEHIMAJIBHOCTh CBEICHHIA, COJIEP)KAIIUXCS B JIMYHBIX JIeaX IIeNaroroB u
COTPY/IHUKOB.

8. IlpaBa paGoTonareisi 1 padOTHHKA

81 I[JISI 06€cnequH5{ 3alUThl NECPCOHAJIBHBIX JAHHBIX, KOTOPLIC XPAHATCA B JIMYHBIX OCJIAX
MEeIaroroB M COTPYAHHUKOB O0IIE00pa3oBaTeIbHOW OpraHW3ally, IeAarord W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIi UMEIOT MTPABO:

*  TIOJYYHTH MOJHYIO HH(OPMAIIMIO O CBOMX IEPCOHABHBIX TAHHBIX U 00pabOTKe ITHX
JTAHHBIX;

*  TOJYYHTh CBOOOIHBII JJOCTYI K CBOMM MEPCOHATBHBIM JaHHBIM;

*  TIOJYYHTh KOIHHU JIOKyMEHTOB, XPaHSIIMECS B JIMYHOM JEJIC U COJACpIKaIlIne
IEPCOHAJIBHBIC OaHHBIC.

*  TpeOOBaTh UCKJIFOUCHUS WM UCTIPABJICHUS] HEBEPHBIX M HETOIHBIX TIEPCOHAIBHBIX JIaHHBIX.

8.2. PabGoTonarens MMeeT MpaBo:

* 00pabarbIBaTh MEPCOHAIBHBIC JaHHBIC IEAArOrOB M COTPYAHUKOB
0011e00pa3oBaTeIbHON OpPTraHU3AIMK, B TOM YUCIIC U HA AJICKTPOHHBIX HOCHUTEIISX;

* 3alpOCUTh OT TIEJaroroB M COTPYJHHKOB  OOIICOOpa30BaTEIbHON  OpraHU3aIluu
BCEO HEOOXOAMMYIO HH(OPMAIIHIO [T BEACHUS JIMYHBIX 1] 1 00pabOTKH NePCOHATbHBIX
JTAHHBIX.

9. 3ak/I0uHnTeJIbHbIE I0JI0KEHUS

9.1. Hacrosmiee [TooxxeHne o MOpsIKEe BEACHUS JTMIHBIX JIe]T PAOOTHUKOB SIBJISICTCS JIOKATBHBIM
HOPMAaTUBHBIM aKTOM, IpuHHUMaeTcs Ha [lemarorumueckom coBeTe IMIKONBI M yTBepxkaaercs (J1ubo
BBOJIUTCS B JIUCTBHE) MPUKA30M JUPEKTOpA OpraHU3aIH, OCYIIECTBISAIONICH 00pa30BaTelIbHYIO
JESATEIIBHOCTD.

9.2. Bce w3MeHEHHMS W JONOJIHCHWS, BHOCHMBIE B Hactosimee [lomoxkeHue, opopMIISIOTCS B
MUCBEMEHHOM (hOpMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHOAaTeNbCTBOM Poccuiickoit denepanuu.
9.3. TlonoxxeHue O TOPSIKE BEICHUS JIMYHBIX JIeN paOOTHUKOB OOpa30BATEIHHOW OpraHW3aI[uu
MIPUHUMAETCS Ha HEOTIPEAENIeHHbIN CpoK. MI3MeHeHus u qononaHeHus K [lonoxeHnto npuHuMaroTcs
B MOpAJIKE, IpexycMOTpeHHOM 11.9.1. Hactosimiero [lonoxenus.

9.4. Tlocne npunsatus [lonoxkeHus (WA M3MEHEHHH M JIOMOJHEHWH OTAEIBHBIX IYHKTOB U
paszienoB) B HOBOM peAaKIMK MPEIbIAYIas peJaKI|s aBTOMATHIECKN YTPAuYUBaET CUITY.



