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IHOPAIOK
00paboTKH NepCOHANLHLIX JAHHBIX B CBA3H
C BEICHUEM Ka[pOBOTO JEIOIPOU3BOACTEA H IMYHEIX [e]]
paborarkos IIkomns!

1. OBIIIHE NHOJIOKEHUSA
1. Tlopsanox o0paGOTKE IEPCOHANBHBIX JAHHBIX B CBS3H BEJICHHEM KaIpOBOIO
ACIONPOU3BO/ICTEA H TMIHBIX A& paboTHIKOE ITTkomsr 8 MBOY CIII Ne 65 (nasiee - Iopsnox),
ONPCHCNAeT JUli KaXNOM mmenu oOpaloTKH NEepCOHATBHEIX JaHHBIX COZEpXaHue
00pabaThiBaeMBIX [EPCOHATBHEIX [AHHEIX, KaTeTOpHE CYOLEKTOB, NEPCOHAIBLHBIE NAHHBIC
KOTOPEIX 00pabaTsIBAIOTCs, CPOKE MX 06paboTK: XPaHCHHUS, IOPANOK YHWYTOXEHHS MPH
AOCTHKCHHH IeIed 00paboTKY MK IPHHACTYIICHHH HHEIX 3aKOHHEIX OCHOBAHHI.

2. IlepcomaneHBle NaHHEE CyOBEKTOB 00pabaThBAIOTCS B LENIX BEIECHHA IHYHBIX [El
pabotaEKOB [1IKOIEI

3. Cy0OpexTamu epcoHanbHbIX JaHHEIX SBITIOTCS paboravku IlIxomns..
4. B nensx, onpeencHHEX B MyHKTE 2 opsizxa, o6pabatsBaioTes cremyromue KaTeropuu
[EPCOHATIBHBIX TAaHHBIX YKA3aHHBIX CyOBEKTOR:

- (baMEIHs, HMS, OTIECTEO;

- HpexHHe GaMUTHs, IMs, OTIECTBO, JATA, MECTO U IPHYKHE U3MEHEHUS (B CITydae
H3MEHEHHS);

- llaTa H MeCTO POKJIEHHS, BO3PACT;

- u3obpaxenue (pororpadus);

- TAclOPTHEIC TaHHEIE, B TOM YHCIIE CEPHs, HOMEP, KOT/IA M KEM BbIIAH, KOJI
HOJpa3aeTIeHus;

- HICHTH(DUKAIHORHEI HOMED HATOTOIIATEIEIIHKA;

- PCKBH3HTLI CTPaX0BOI'0 CBH/IETENHCTRA 0043aTEIEHONO IEHCHOHEOTO CTPaxOBaHUs;

~ PEKBH3HTEL [IO/IHCA 0053aTENBHOTO MENMITHHCKOTO CTPAXOBAHMS,

- obpasosanue (KOIZa u Kakue 06pazoBaTeBHEE YUPEXISHAS 3aKOHIMII(a), HoMepa
AUILIOMOB, HAITPABIICHAE IOATOTOBKH HIF CIIEHHAIBHOCTE 110 JHIIIOMY, KBaTUGUKAIKS [0
IHILIIOMY);

- &/IpEC PETHCTPALMH 10 MECTY JKUTENBCTBA H (W) (haKTHIECKOTo [POXUBAHHUS,

- [laTa PETACTPALHAH 110 MECTY KHUTEIbCTRA,

- FHQOPMANHS O HaIMIHH/OTCYTCTEHH CYIHMOCTH;

5. Benenwe muasbx nen pabotaunxos Ikome! BosIaraeTes ua cexperaps.
2. NNIOPSAATOK ®OPMMPOBAHUS JIMUHELIX HAEJIPABOTHHKOB

2.1. ®opmupoBaHWE IWYHOrO Jtena paboTtHHKOB IIIKOIBI TNPOH3BONUTCA HENOCPEACTBEHHO
nocye npuema B OV B Teuenue 5 mHei.

2.2. B COOTBETCTBHE C HOPMATHBHBIMH JOKYMCHTAMH B JIMYHBIE Iea PaOOTHUKOB IHKOJEL
BKJIANBIBAIOTCS CIIEAYIOIINE JOKYMEHTEL:

* 3asdBIeHHE O NpHEME, HANHCAHHOE COOCTBEHHOPYYHO;



 Konuu JOKyMEHTOB 0 HarpaKICHHH;

* Konwun arTecTanfoHHbIX IHCTOB;

*  Kommro macmopra i WHOTO TOKYMEHTA, YIOCTOBEPSAIOIMETO JTHYHOCTE;,
* Kommro foxymenTa 06 06pazoBaHuy; :

¢ Komnmio cTpaxoBoro ceueTescTBa NIEHCHOREOTO CTPAXOBAHKS;

¢ Konwro nreaTuhukanmoEHOro HoMepa HATOTOILIATETBITAKA;

* TpynoByio KHUXKKY;

* Kommu J0KyMEHTOB BOMHCKOTO y4eTa (Il BOSHHOOBS3aHHEX JIVIL)

*  Kommio cuzeTenseTsa 0 6pake (B cIygae H3MeHSHHS dbanvwmmm);

©  JIMYHYI0 MEMIMHCKYIO KHIKKY (ceprudHKAT O IPHBHEBKAX).

*  CropaBKy 0 HaTWYAY CYIMMOCTH WK OTCYTCTBHY CYIHMOCTH H3 MB]I;
*  Cornacre Ha 06pabOTKy HEpPCOHATBHBIX IAHHEIX; i

*  OO6s3aTeNECTBO 0 HEPA3ITIAMCHHH HEPCOHAIBHBIX JAHHBIX (IIPH HEeOOX0mMMOCTH);

Pabomooamens ogpopmnsem:

° TPYIOBOH JOTOBOP B JBYX 3K3EMILISIDAX;
* TPYNOBOMY NOTOBOPY IPHCBAMBACTCS HOMED, COTNIACHO XKYPHAILY YI€Ta TPYLOBEIX
JIOTOBOPOB paGOTHHKOE; ‘ ;
* TpHKa3 O IpHeMe Ha paboTy (O IepeMEIeH N Ha APYTHE JOJDKHOCTH);
* IHYHYIO KapTouky No T-2;
2.3. OBs3aTeNnbHOM SBIsIeTCS BHYTPEHHSS OTIHCH ZMOKYMEHTOB, HMEIOMIHUXCA B JIMIHOM JETe.
2.4. Jlmameie nena QEKCHPYIOTCS B XKypHAIE y4€Ta THYHEBIX JOE;
2.4.1. Ha o6noxKe JHYHOTO [eNa OTPaKarTCs CIIEIYIOIMHE PEKBH3NTEL: (haMHIIHs,
HMs, 0T9eCTBO paboTHEKa [IkoIE;

2.4.2. nUYHEIe eTa MearOrH9ecKuX PabOTHEKOB 1 pabotaukoB MOIT odopmisroTes B
CKODOCIIMBAaTENHA. %

3. TIOPAIOK BEJEHVIA JIMYHBIX AEJ PABOTHHUKOB IIKOJIBL

3.1 Jlmumoe meno nemaroros  m COTPYIHWKOB IIKOJIBI RBENETCH B TEUYSHHE BCErO
TIepHO/Ia pabOTEI KaXIOT0 HeJarora ¥ COTPYIHHKA.
3.2 Benerue nmuHOTO Nena NPETyCMaTpHBAET:
¢ Ilomemenwe IOKYMEHTOB, IIOJUIEIKAIMHX XpaHCHHI0O B COCT4BE€ JIHYHBIX
A€T1, BXPOHOIIOTHYECKOM HOPSAIKE:
v' 3assnenue;
v' JloHOTHEHH e K IAIHOMY THCTKY [0 Y4YETY KaIpoB;
v’ JInusas kaprouxa— T-2 XPaHUTBCS OTACILHO OT JIMYHOIO JETa;
v Komuu noxymenToB o6 0Gpasosanmu;
v' Komns npukasa o npreme na padory;
v’ JIOKyMEHTEI O HOBBIICHHH KBAIMUKAIHOHHOTO YPOBHS: ATTECTAMHOMHbIA
JHCT, YIOCTOBEPEHHAE O IPOXOXKASHHY KYPCOB, SKCIIEPTHOS 3aKIOYCHHE;
v" Kommy okyMeHTOB 0 HarpaKICHUH, IOOMIPEHHH,
v Komms Megummackoit KHIDKKH;
*  Kcepoxommmu:
v’ macmopra (CTpaHHIE ¢ TICPCOHANBLHBIMA IaHHBIME O MECTE PETHCTPAIIHK);
v’ BOGHHBIN GUNeT (IUIst BOSHHOOGS3ARHE EI);
v CBHIETENBCTRO 0 Opake, pacTopxernn Gpaxa (ecu Takolt mmeetcs);
v’ CTPaxOBOTO CBHJIETENLCTRA:

v THH

3.3 IlIxona exeroaso IpoBoaHT TIDOBEPKY COCTOSHHSA THIHOTO JEJIa TIEaroros u



3.4 cotpynuuKoB 11Kk Ha IPEIMET COXPAHEOCTH BKIIOYEHHEIX B HETO JOKYMEHTOB U
CBOEBPEMEHHOE 3aIIOIHEHNAE. : _
3.4. TpynoBEIEe KHIDKKH, METHITMHCKHE KHYDKKI XpaHATCS OTAEIBHO B celide AupeKTopa KoL
JOJDKHOCTHEIE HECTPYKIMHE XPaBEITCs B OTHeNbHOH namke OV,
3.5. B naneHeiiueM B THYHOE [0 pabotruKa I1IK0IIEI BKIFOYarOTCS: ‘

* TPHKAa3ki MM BEITHCKH W3 IPUKA30B O HA3HAYEHNH, OCBOGOMKIEHUH

WA TIEPEMETEHNH TI0 JOIKHOCTH,

* ZIOIL. COTTMAMICHUS K TPYLOBOMY JIOTOBOPY palOTHHKA, KOTOpEIE (DHKCHPYIOTCS B

KypHalle y4eTa [OIOJHHTEIBHBIX COINAIICHUN H H3MEHEHHH K TPYAOBOMY
_ IOTOBODY; '

* [AOKYMEHTHI 00 HTOTaX aTTecTAlHH (BBIIACKA U3 IIPHKa3a);

* KCEPOKOIMH IMOYECTHBIX IPAMOT ¥ O/1aroapcTBEHHBIX IIHCEM,

SABEPEHHPBIC ICHIATHI0 U MOAIMCHIO OTBETCTBEHHOTO JIHNA IPH HEOOXOUMOCTH;

4. IIOPSIIOK YYETA W XPAHEHUS JIMYHBIX AEJI
; HEJATOI'OB ¥ COTPY/THHMKOB IKOJIBL.

4.1 Xpanenue ¥ y9eT TUIHBIX [ie) pPaGOTHUKOB H APYTHX coTpyxrEKoB ITIKkoirs! opranmsyroTes ¢
[ENBI0 OBICTPOro u 6e30MmuO0TIHOr0 IOKCKA JIHYHELX meit, obecliedeHns X COXPaHHOCTH, a
TaKxe 00ecreIeHns KOEPHACHIHATEHOCTY CBEICHMI, COICPXKAIUXCS B JOKYMEHTAX JIMIHBIX
Iell, OT HeCAHKIIMOHAPOBAHHOTO JOCTYIIA:

* JlnyHele Mena mefaroruYecKux paGoTHHKOB APYTHX COTPYIHHKOB XpaHATCS B IOKady B
KkabHHETe IUPEXTOPA B IUIACTHKOBEIX CKOPOCIIHBATEIAX.

° JIoCTyn K NMHYHBIM JeliaM IeHarOrH9ecKEX paboTHIKOB U APYTHX cOTpyasmKoB IITkomsL,
KpOMe THPEeKTOpa IIKOJIb], KIMEET CHEIHAIHCT HO KaJpam.

* JludHBle fena OENarorudeckux paGOTHEKOB H APYTHX COTpYyZAHHKORB IIIKOIBL, MMEROITHX
TOCYZIapCTBEHERIC 3BAHMAS, [IPEMUH, HArPaLIbl, yIeHBIE CTETICHH | 3BAHNS, XPAHITCS IIOCTOSHHO,
4 OCTABHBIX COTPYAHHKOB — 75 JIET ¢ TONa yBOJNBHEHMS pabOTHHKA (B cootBeTCcTBHE C
TlepeyneM THIOBEIX YIIPaBIEHISCKHAX JOKYMEHTOB).

4.2. B madHBe NeNa B NOIDKHEL BXOTHTE, JOKYMEHTEL BTOPOCTEIIEHHOT'0 XapaKTepa, HMEIONIHE
BpEMEHHEIC (10 10 JieT BRIIOYHTENHHO) CPOKH XpaHEHHS. ' :
4.3. JTMpeKTOp WIKONEI MIH HEJIONPOU3BOAUTEND, IPUEHMAS OT paboTHHKA KCepoKOIuH
AOKYMEHTOB, JIA9HBIH JIHCTOK [0 4Ty Ka{POB, HOJDKEH IPOBSPHTE TIOJIHOTY €T'0 3aMOJIHEHAT |
HOCTOBEPHOCTH YKA3aHHBIX CBEJCHHN B COOTBCTCTBHM C NPEABSBICHHBIMA OPHTHHAIIAMY
JTOKYMEHTOB. " 2o ‘

4.4. COop 1 BHECEHHE B TMYHEBIE E)ia MeJArOIHICCKAX PabOTHHKOB U APYTHX

CoTpynruKos IIIKONEI cBemeHHH O uYACTHOM JXKW3HH, HONHTHIECKOH I DPEJMIHO3HOH
IPHHAJUICKHOCTH 3aIIPENIaeTCs.

4.5. JlnaHOe meno MokeT GBITh BEIIAHO B CICOYIOINUX CIy9asx:

* 110 TpeOOBaHHIO PAGOTHYKA TS O3HAKOMIICHHS (6e3 npaBaBEIHOCA);

4.6. Cuarue xommit AOKYMCHTOB, XpaHAIIMXCS B IMIHOM IEJie, IIPOM3BONHTCS

TOIBKO C MUCEMEHHOTO paspeImesus paboTHRKA '

S.IIOPSIOK BBITAYM JIMUHBIX AEJ BO BPEMEHHOE IIQJIb30OBAHUE

5.1 Belnaga nmu9HEX feT (OTHETBHEX AOKYMEHTOB B CCCTaBe IUYHOTO JIeNla) BO BPEMEHHOE
TOTE30BAHHE NPOM3BOAMTCS © Pa3peNIeH s JUPEKTOPa MIKOMEL Bpemsa paboTs! orparmauBaetcs
IIpeeNiaMy OAHOrO pabodero fag. B korme pabogero mEs AHPEKTOp 00s138Ha yOeIuTECS BTOM,
TOBCCTHIHEIE Ie71a, BEIaHHBIC BO BDEMEHHOE HOJIb30BAHHUE, BO3BPAMICHBI HA MECTO X PAHEHUS 1
©CTh /I HeOOXOMMMOCTE JUIS IPHHSITHS MEp K ¥X BO3BPAIICHHUIO HIH PO3BICKY.

6. OTBETCTBEHHOCTE



6.1 PaGoraykn I1IkoIE 0653aHE CBOEBPEMEHHEO IPEICTABIIITH JUPEKTOPY CBEICHUS
00 W3MEHECHHY B IEPCOHATBHAIX [IaHHEIX, BKIOYEHHBIX B COCTAB IMYHOTO IE/A.

6.2 Pabomooamens obeclieunBaeT:

® COXpaHHOCTh IHWYHBIX A&l IeOaroror u COTPYITHHKOB INKOJBIL,
* KOH(ilH,IIeI{E[I/IaJIBHOCTB CBELCHHH, COICpXalMxCs B IMYHEIX JeNlax [1eJaroroB 1
COTPYIHHKOB IIKOQJIBI.

7. IIPABA

7.1 Jins obecredeHys 3aATh IEPCOHAIBHEIX TaHHEIX, KOTODEIE XpaHATCS B IHYHEIX JejIax
TIEaroros ¥ coTpyaHuKoB IlIkoms],

nedazozu 1 COMpPYOHUKY UKObL UMEION NPABO:

¢ THomyurs nomHyro nEGOPMAITHIO 0 CBOMX IEPCOHATEHBIX TaHHEX 1 06paboTKe ITHX
JAHHBIX;

* HOHY‘IPITB HOCTYII K CBOMM IEPCOHANBHBIM JAHHEBIM;

@ HOJ'IY‘E[HTB KOIWH, XpauAIHeCs B JHYHOM ,uene H COI{EPX{&II[HG IIEPCOHAIBHEBIE ,I[aHHBIe.
. Tpe6013a1"b HCKIIIOSCHHS HIIM HCIIPaBIIEHHS HGBGPHIAIX HIIH HCIIOJIHBIX
IEPCOHANBHBIX JTaHHBIX

pabomodamens umeem npaso.

* OOGpabaTeiBaTh IEpPCOHANBHEIE JAHHBIC ENATOTOB U COprJIHHKOB TOKOJIEL, B TOM JHCIe
U Ha 3JIEKTPOHHEIX HOCHTEJISX,

3anpoCHTh OT HENArOroB ¥ COTPyMHUKOB I1Ikons Beio He00XOIIMYT0 HHPOPMAITHIO.



