MynununansHoe 6rokeTHOe 001eo0pa3oBaTeIbHOE YUPEKICHHE CPeTHIS
oO1eobpazoBatenbpHas mkoa Ne 6 r. Mnmatoso I/IlpIOBC-KQFO paHOHa
CraBpomnonbekoro kpas

/

CoryacoBaHo YTBEP)KI[EHO zfx -
¢ npodcorozHbiM komureToM MBOY COIIl  nmpukazam, IlI/IpeKTOpa l\/fB{)Y
No 6 r. UmaTtoBo COLLI ' No 6 r. I/IrIaTOBo
(mportokou ot 20.01.2020 Ne 1) ot 10.01 2020 Ne 4/A

) o "

ITopsinok
BeJleHHs JIHYHBIX e/l COTPYAHHKOB MYHHIIHNIAJIbHOIO OI01KETHOT 0
o0meo0pa3oBaTe/IbLHOIO YUpe:KIeHHUsI cpelHel 001eodpa3oBaTe/ILHOM
wkoJbl Ne 6 r. UmatoBo UnatoBckoro paiiona CTaBponosibcKoro kpas

(MBOY COMI Ne 6 r. UnaToBo)

1. O0mue moJ10keHHs

1.1 Hacrosimuii nopsiok onpenensieT BEASHUs JIMYHBIX €]l COTPYIHHKOB B
MBOY COLI Ne 6 r. Unaroso.

1.2. JInuHoe neno pabOTHHKA — COBOKYMHOCTh JOKYMEHTOB I1€PCOHAJIEHOTO
yuera, CoiepXKallliuX CBeJIeHHUsI 0 pabOTHUKE U €ro TPyJAOBOU A€ TEIbHOCTH.

1.3. Tlonoxxenue paszpadboraHo B cooTBeTcTBUU ¢ TK P®, KOIEKTHBHBIM
JOTOBOPOM M yCTaBOM 00111e00pa3oBaTesIbHON OpraHu3alty.

2. @opMHUpOBaHHeE JHYHBIX JeJ1 pA0OTHHKOB

2.1. ®opmupoBaHue JTUYHOIrO Jena pabOTHHUKA MPOU3BOAUTCS CEKpeTapeM
HE IM03/1Hee MATH pabouux [OHEW CO JHS 3aKJII0YeHHUs TPyAOBOIO J0roBopa H
TOJIBKO IIOC/e TIOJIydeHHs OT paboTHHMKa corjacusi Ha o00paboTKy ero
NEePCOHAIbHBIX JAHHBIX.

2.2. Ilpu mnocrtymieHHH Ha pabOTy COTPYAHUK IperocTaBiseT (IpH
HaJIMYUH):

— NacHOPT WJIK HHOM TOKYMEHT, YIOCTOBEPSIOLIUI JIMYHOCTD;

— aBrobuorpaduio;

— 3asiBJIEHHE O MpHeMe Ha padoTy;

- JIOKYMEHT, KOTOpBIM TMOATBEP)KIAET pPErucTpaluid B CHCTEME

WHIUBHYQJIbHOTO TIEPCOHHU(DUIIMPOBAHHOTO y4eTa, B TOM 4ucie B (hopme

3JIEKTPOHHOIO JOKYMEHTa, 1160 cTpaxoBoe CBUJIETEIBCTBO

rOCy/1apCTBEHHOIO TIEHCHOHHOTO CTpaxOBaHus, 3a

HCKJTFOYEHHEM ClTyyaeB, Koraa Tpy10BOM 1OroBOp 3aKJIIOYAETCs BIIEPBbIE;

— UACHTU(PUKAINOHHBIA HOMEP HAJIOrOIIATENbIIIHUKA,

— JIOKYMEHT BOMHCKOrO yd4eTa (IJii BOCHHOOOS3aHHBIX JIMI) W JIMI,
MOJIIe)KAINX MPU3bIBY HAa BOCHHYIO CIIYkKOY;

— JIOKYMEHT 00 00pa30BaHuUH;

— aTTeCTALlMOHHBIN JIUCT;



— CIIPaBKy O HaJIM4YMU (OTCYTCTBUH) CYJUMOCTH U (WiH) (haKTa yrojJoBHOIO
MpecieoBaHus 100 O MpeKpalleHWH YrOJOBHOTO —IPEC/IEOBaHHUs  II0
peadUIUTUPYEMBIM OCHOBaHHUSAM;

— TPYAOBYIO KHWXKY U (MJIM) CBEIEHHUS O TPYIOBOU IeATETbHOCTH ( B TOM
YHCIIe B DJIEKTPOHHOM BHJIE), 3@ UCKJIIOUEHHEM CllydaeB, KOTJa TPYI0BOH JOTrOBOP

3aK/IIOYAETCS BIIEPBble WM PAOOTHUK TMOCTymaeT Ha paboTy Ha YCIOBHSX
COBMECTHUTEILCTBA ;

— MEIUIIMHCKYIO KHHXKKY,
— CBHACTCJIBCTBO O 6pa1<e;
- CBHIACTCJIILCTBO O POXACHHUH JIETEH.

2.3. Pabortonarens odhopmisieT:

— JINYHYIO KapTouky Ne T-2;

— IpUKa3 o npueme Ha paboTy (0 rmepemMelleHuH Ha Ipyrue JOIKHOCTH);

— TPyZOBOM JOTOBOP B IBYX IK3eMILISIpPax;

— IOJKHOCTHYIO HHCTPYKLIHIO.

2.4. IlepBuuHoe oopmIiIeHHE IUYHOTO JeJia peayCMaTpUBaET:

a) NPHUCBOEHHUE JUYHOMY JIeJly HOMepa COIVIaCHO JKypHally ydeTa JIMYHBIX
nen (mpunoxenue No 1);

0) mpocraBieHHe Ha OOJOKKE JMYHOrO Jeja CJIEeIyIOLIUX PEKBHU3UTOB:
MOJHOE HaWMEeHOBaHMEe 001eo0pa3oBaTeIbHON OpraHu3allyi; HOMEp JIMYHOIO
nena; GamMHIUsS UMS OTYECTBO pabOTHHKA B MMEHHUTEIBHOM Mafeke; JaThl — IoJ
HayaJla ¥ roJl OKOHYaHUS BeJeHUs Jea; KOJIMYECTBO JIUCTOB; CPOK XpPaHEHHS,

B) MOMEILEHUE JOKYMEHTOB, MOJUIeKAIUX XPAaHEHHIO B COCTaBe JIMYHBIX
JieJ1, B XPOHOJIOTMYECKOM IOPsIIKE:

— BHYTPEHHsS ONUCH JOKYMEHTOB JeNa;

— JINCT C OTMETKaMU 00 03HAKOMJIEHHH pabOTHHUKA C JINYHBIM JIEJIOM;

— JIUCT C OTMETKaMH O pe3yJibTaTaX eXerojHOH IPOBEPKH COCTOSHHUS
JUYHOTO J1ena;

— JINYHBIN JIUCTOK 110 YYETy KaJpOB UM aHKETa,

— aBToOHOrpadus;

— 3asiBJICHUE O IpHeMe Ha padoTy;

— MpUKa3 o puemMe Ha paboTy;

— JIOTOBOP O TIOJIHOM MaTepHajbHOW OTBETCTBEHHOCTU (€CM pabOTHHMK —
MaTepualbHO OTBETCTBEHHOE JIULIO);

— coryacve Ha 00paboTKy MepCOHaIbHBIX JAHHBIX.

2.5. JlucTel OOKYMEHTOB, IOMEILIEHHBIX B JIMYHOE [€JI0, IMOJJIeKar
HyMepauuH.

3. Benenne JUYHBIX e/l pa0OTHHKOB
3.1. JIuuHoe [eno BeleTcs B T€YEHHE BCEro Iepuoja paboTbl COTPYIAHHUKA
o011eoOpazoBarenbHOM OpraHu3aluu.
3.2. JlanbHeiiiee BeleHHE JHYHOrO Jesa pabOTHHKa IpeaycMaTpuBaeT
MoMellleHHe B JeJ0 JOKYMEHTOB, OOpasyrolMxcsi B Ipolecce pabodeit
JEeSATENIbHOCTH U MMEIOIINX 3HaU€HHUE JJIs TPYAOBBIX OTHOLIEHHIA:



— JIONIOJIHEHHE K JTMYHOMY JIMCTKY I10 YUYETy KaJIpoB;

— KOIIMH MPHUKA30B 110 JUYHOMY COCTaBy, KOTOpbIEe KacatoTcsi pabOTHHKa,

— OT3BIBBI JOHKHOCTHBIX JIHI] O paOOTHHKE;

— KOIMH JOKYMEHTOB O MOBBIIIEHUH KBATH(DUKALMH;

— KOIUU cepTU(UKATOB, IPaMoT;

- KOIIMM aTTECTAllMOHHBIX JIUCTOB;

- 3asBJICHHE O BblJaye KOIMH TPYJOBOM KHWKKH (CpOK XpaHEHUs 3asiBICHUS
— 1 ron).

3.3. B xoHue kaneHaapHoro roja u He no3aHee 30 nexadbpsi Bce paOOTHUKH
obueoOpa3oBaTeibHOW  OpraHU3alii  MPOXOIAT O3HAKOMJICHHE C JIMYHBIMH
nenamu. O6 3TOM enaeTcst OTMETKA B JIMCTE O3HAKOMJIEHHS paOOTHHKA C JIMYHBIM
JIEJIOM.

3.4. O3HakoMJIEHHE C J€JIOM NPOUCXOJIUT HCKIIOUUTEIBbHO B KaOWHEeTe
CeKpeTapsi U B €ro MpUCyTCTBUU. 3ampelaeTcsi BBIHOC [ejla U3 KabuHeTa.

3.5. Bpigaua Konmuid [OKYMEHTOB W3 JMYHOrO Jejia IMPOU3BOAMUTCS I10
JUYHOMY  3asBJIeHWI0  pabOTHWKA W C  paspeuieHuss  JAUpeKTopa
obuieobpa3zoBarenbHOM  opraHu3aiuu. KoOmuu OKYMEHTOB JOJDKHBI  OBITh
3aBepeHbl M MPeNOCTaBlIeHbl padOTHUKY B TEUEHHUE TpexX IHEW CO OHS MOoJa4yH
3asiBJICHUS.

3.6. U3pATHE OTAENBHBIX AOKYMEHTOB W3 JIMYHOIO Jeja MPOU3BOAUTCH C
pa3pelleHuss JUpeKkTopa 00I1eodpa3oBaTebHOM OpraHu3alMd ¢ O0(OPMIIEHUEM
cooTBeTCTBYIOIIEH 3amucu B rpade «IIpumedanue» BHyTpeHHeW onucu. Ilpu
BPEMEHHOM H3bIATHM JOKYMEHTa Ha ero MecTto (MeXAy JIMCTaMH COCEIHHUX
JOKYMEHTOB) BKJIaJbIBa€TCsl ClIpaBKa-3aMeCTUTENIb C yYKa3aHHUEM JaTbl U IPUYUH
M3BbATHS C TIOANKUCHIO JIMLA, BBIJABIIErO0 JOKYMEHT, W TOANUCBIO JIHIIA,
MOJIyYMBIIIETO €ro BO BpeMeHHOE M0JIb30BaHUe.

3.7. B uensix oGecriedeHus: KOHTPOJIsL 32 COXPAaHHOCTBIO U aKTyaJbHOCTBIO
JWYHBIX JIel B 00lIeoOpa3oBaTeIbHON OpraHW3aluu €XeroaHo (He mosaHee |
KBapTaja rojia, CJIeaylolIero 3a OTYETHBIM) MPOU3BOAUTCS NIPOBEPKA MX HaIUYHS
M COCTOSIHUS.

3.8. ExeromHyro TIpOBEpKYy COCTOSHUS JIMUHBIX JeJI Ha IpeaMeT
COXPaHHOCTH BKJIFOUEHHBIX B HEr0 JOKYMEHTOB IPOBOJAUT CIELIHAIIBHO CO3AaHHas
pabovas komuccus. O MPOBENEHHBIX MpOBEpKax [AeJaeTcsi OTMETKAa B JIMCTE O
pe3yJbTarax €KeroJHOW MPOBEPKA COCTOSIHUS W HaJIM4YUA JIMYHOrO Jeja |
HHpOpPMAIUI O MPOBEPKH JTUYHBIX J1e] B 005A3aTeIbHOM IOpsAAKE HOBOASATCS M0
aupekTopa o011eobpazoBaTeIbHON OpraHU3alii B BUJIE CIIPABKH.

4. XpaHeHHe H y4YeT JHYHBIX JeJl pA0OTHHKOB
4.1 XpaHeHWe M Yy4YeT JIMYHBIX JeJ IeJaroroB M COTPYJAHHKOB
06111e06pa30BaTeILHON OpraHU3ali OPraHU3YIOTCS C LEblo OBICTPOro MOKCKa
JIMYHBIX Je], o0ecreyeHuss X COXPAaHHOCTH U KOH(MUIEHLHAIbHOCTH CBEICHHUH,
COZepIKAILIUXCS B TOKYMEHTaX JHYHBIX Je]I, OT HECAaHKIIHOHHPOBAHHOTO 10CTYTIA.
4.2. Jluunpie nena paOOTHUKOB, AOJDKHOCTHBIE HMHCTPYKIMH XPAHATCS Yy
cekperaps B crenuanbHoM Iukady. JIMdHBIE KapTOYKM IO YHH(DUIMPOBAHHOH



dopme Ne T-2, TpynoBbIe 1OrOBOPHI, JOTIOJHUTEIbHbIC COTIAIIEHUS K TPYJOBOMY
JIOTOBOPY XPaHATCS OTJEIBHO.

4.3. TpynoBble KHM)XKH, MEIMIIMHCKHE KHIDKKH XpaHsTCs B celde
cekperaps.

4.4. JJoctyn K JAU4YHBIM JenaM paOOTHUKOB MMEIOT TOJBKO CEKpeTapb U
IUPEKTOp 0011e00pa3oBaTeIbHON OpraHu3aluy JTH00 3aMEeCTUTEIHN TUPEKTOpa IIpU
UCIIOJIHEHUH 00s3aHHOCTEN AUpeKkTopa 001eodpa3oBaTeibHON OpraHU3alNy, Ui
HEO0OXOIMMOCTH MPeI0CTaBIeHUs CBEEHUH.

4.5. Cucremaruszauusi JUYHBIX Je71 pabOTHUKOB TPOU3BOAMTCS B
ai)aBUTHOM TTOPSIIKE.

4.6. Jluunble nena paOOTHUKOB, 3aKOHYEHHBIE EJIONPOU3BOACTBOM A0 |
ssuBapst 2003 roxa, xpansrces 75 net, nocie 1 suBaps 2003 roxa — 50 Jer.

4.6.1.Cpox XpaHeHHs IHYHOTO Jeja JUpeKTopa o0Ieo0pa3oBaTeIbHON
OpraHM3alliK Terepb TAKOW jKe, KaK JIMYHBIX J1e]1 paOOTHUKOB, - 50 uau 75 et

5. OTBeTCTBEHHOCTH paboToaaTe/isi H pabOTHHKA
5.1. Tlemaroru U COTPYAHHKH 00IIe0Opa3oBaTeNbHON OpraHU3aluU O00A3aHbBI
CBOEBPEMEHHO TPEJCTABNIATh CBEeeHHUs 00 M3MEHEHHMH CBOMX IIE€PCOHATBHBIX
JaHHBIX, BKIIFOYEHHBIX B COCTAB JIMYHOIO JIe1a.
5.2. Pabortonarens obecrieunBaeT:
— COXPaHHOCTD JIMYHBIX J1e]1 pAOOTHUKOB;
— KOH(HUIEHLMATBHOCTb CBEIEHMH, COAepXalluXcs B JIMYHBIX Jejax
pabOTHHUKOB.

6. [IpaBa paGoToaarenss 1 pabOTHHKA
6.1.CoTpyaHuku o01ieo0pa3oBaTebHON OpraHU3aluyd UMEIOT MPaBo:
— TOJyYaTh MOJHYIO HWHQopMaiuioo 00 00paboTke CBOMX I€PCOHAIBHBIX
JTaHHBIX;
— T0JIy4aTh JOCTYI K CBOMM NEPCOHAJIBHBIM JaHHBIM;
— MOJIy4aTh KOMUHU JOKYMEHTOB, XPaHSLIUXCS B TUYHOM JIEJIE;
— TpeOoBaTh HCKJIIOUEHHUS WJIM HCIPABIEHUS HEBEPHBIX W  HEMOJIHBIX
(MCKa)KeHHBIX ) CBOMX I€PCOHAIIBHBIX JaHHBIX.
6.2. PaboTonarens umeer npaso:
— 00pabaTeiBaTh MEpCOHAIbHBbIE JaHHble PAOOTHUKOB, B TOM YHCJIEe W Ha
3JIEKTPOHHBIX HOCUTEJSX;
— 3ampaliuBaTh OT pa0OTHUKOB HH(OpPMALNIO, HEOOXOAUMYIO I BEICHUS
JTUYHBIX Je1 U 00pabOTKH MepCOHAIBHBIX JaHHbIX.
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