YTBEpKIAEHO H BBEEHO B EHCTBHE
npukazoM Ne 266 ot 09.09.2013 r.

IOJIOKEHHE
0 Be/leHHe JINYHBIX /el pA0OTHHKOB

1. Obmue nonoxkeHust

1.1. Hacrosimue Ilonoxenue onpejensieT MOPSJIOK BEJCHHS JIMYHBIX JeT IeHarorHyecKux
pabOTHHKOB ~ M(MJIM) COTPY/JHHMKOB MYHHIIMIAILHOrO OIOKETHOro  00IIeo0pa3oBaTeibHOro
YUpEXKICHHs MyHHLMITAILHOrO oOpa3oBanus r. CassHoropek Jlumeit Ne 7 (nanee Jluneii);

1.2. [Tonoxenue pa3paboTaHo B COOTBETCTBHH C:

- Vkasom Ilpesunenra Poccuiickoit @enepanuu ot 30.05.2005r. Ne 609 «O6 yTBEpKACHUH
[Tonoxenus o mepcoHaNBHBIX AHHBIX IOCYAapcTBeHHOro ciykailero Poccuiickoit ®enepanuu u
BEJICHUH €r0 JIMYHOTO JIeNay;

- O®enepanbubiM 3akoHOM 0T 29.12.2012r. Ne 273-d3 «O06 obpaszoBanun B Poccuiickoii
®enepanuny;

- TpynoBeiM konexkcom PO;

- KoJIeKTUBHEBIM TOTOBOPOM;

- YcraBom Jlunes.

1.3. Benenne MUUHBIX Je] MearoroB U coTpyiHUKOB JIuiles Bo3iaraercsl Ha CIEIHAINCTA 110
kaapam Jlumes.

2. Mopsiaok popMHUPOBAHHUS JIHYHBIX /I€]I COTPY/IHHKOB

2.1. GopMUpOBaHKE JIMYHOIO JleJla MearorHueckoro paboTHHKA H(HIIH) coTpyaHuKa JInies
NPOU3BOJIUTCSA HEIMOCPEJCTBEHHO Iocie npueMa B Jlumell uiaM mnepeBoja IearorHyYecKoro
paboTHHMKa H(MIIN) COTPYIHHKA U3 JPYroil 00pa3oBaTeIbHOM OpraHu3almu.

2.2. B COOTBETCTBMHM € HOPMATHBHBIMH JIOKYMEHTAMH B JIMYHBIE JIeJla I€JarorH4ecKux
pabOTHHKOB H(MJIH) COTPYIHUKOB JIHIles BKIAABIBAIOTCS CIIEAYIOUIME JOKYMEHTHI:

- BHYTPEHHSsIsl OIIUCh JIOKYMEHTOB JIeJ1a;

- JINYHBIH JIUCTOK MO YUETY KaJpOB;

- IONOJIHEHHME K JINYHOMY JIHCTKY IO YUETY KaJIpoB;

- corsiacue Ha 06paboTKy MepCOHAIBHBIX JIAHHBIX;

- KOITHH JIMYHBIX 3asBlICHUI paboTHHKA O pHeMe, TIepeBo/IC;

- KOIIMH IIPUKA30B O IIpHeMe, MepeBo/JIe;

- TPYZI0BOM IOTOBOD;

- KOIHIO ITACIOPTa HJIH HHOTO JIOKYMEHTA, YAO0CTOBEPSIOIETO THYHOCTh;

- KOIHUsS HIEHTHQHKALMOHHOTO HOMEPa HAJIOTOIJIATEIIBIIHKA;

- KOITHH CTPaxoBOT'0 CBUAETENBLCTBA IEHCHOHHOTO CTPaXOBaHHS;

- KOITHH JJOKYMEHTOB 00 00pa3oBaHuy, CBHJIETEILCTBO 0 Opake (IpH HeOOXOMMOCTH);

= ATTCCTAllHMOHHLIC JIMCTBI,

- KOITHH JIOKYMEHTOB BOMHCKOI0 yueTa (111 BOeHHOOOs3aHHBIX )

- XapaKTepUCTHKH U PeKOMeH/IaTel/IbHbIE THChMA;

- CIIPABKH O COCTOSIHUHM 3/10POBBSI;

- ClpaBKa O (HaJIMYMM) OTCYTCTBHH CY/AMMOCTH (B TOM YHCJIE MOTalleHHOM CHATOM);

- ¢pororpadus (6e3 rososHoro ybopa);

- IpyTHE JOKYMEHTBI, HAX0XK/IEHHE KOTOPBIX B IMYHOM Jiesie OyeT 1elecooOpasHbIM;

- TUCT-3aBEPHTEIID JIeN1a (COCTaBIIAETCs IPH c/ladye TMYHOIO JIelia B apXHUB).

2.3. C uensto obecrieueHHs HAUICKAIECH COXPAHHOCTH JIMYHOIO JIeJia T1€arOrMUYecKUX
paboTHHKOB H(MjM) coTpyaHukoB Jlnues u yaoOcTBa B OOpallleHHMH ¢ HHM NpH (OPMHpPOBaHHH
JIOKYMEHTBI IIOMEIIA0TCS B OT/E/IBHYIO MalkKy.



3. Ilopsok Belenus JTHYHBIX /1]

3.1. Jld4yHOe Neno MeaarorMueckuX paboTHMKOB W(HIH) coTpyaHukoB Jluies Benercs B
TEUGHHE BCEro MepHoja paboThl KaX/I0ro Meiaroruyeckoro paboTHHKA H(WMIHM) COTPYAHHKA B
Jnnee.

3.2. Benenue JIMYHOIO J€j1a peyCcMaTpUBaeT:

- TloMmemmeHHe JOKYMEHTOB, IO/UICKAIMX XPaHCHHIO B COCTaBe JIMYHBIX JIg], B
XPOHOJIOTHYECKOM MOPSIIKE.

3.3. JIMcTHl JIOKYMEHTOB, HOMIIMTEIX B JMYHOE AEIO, NOjeKaT Hymepauud. CpeieHus 00
STHX JOKyMEHTax, BKJIFOYas HYMEpAIMIO CTPaHHIl, B Npe/ciaX KOTOPbIX OHH PACHOJIONKCHBL B
JIMHHOM JIEJIE.

4. Ilopsl0K y4eTa H XpaHeHHs JIHYHBIX /1e]1

4.1. XpaHeHHe ¥ yueT JMUHbBIX eIl N1e/larorHIecKnX paboTHHKOB H(MIIM) COTPY/IHNKOB Jlunues
OPraHM3yIOTCs C LEJIbI0 OBICTPOro W 0e30LIMO0YHOrO MOMCKA JIMYHBIX JICT, obecrieueHuss HX
COXPaHHOCTH, a TaKKe oOecredeHns KOH(HJICHUHATLHOCTH —CBEIICHMH, COJCPIKAIIMXCs B
JIOKYMEHTaX JIMYHBIX JIe)l, OT HECAHKIHOHHPOBAHHOIO JIOCTY A

JTudmble Tea COTPYAHHUKOB XpaHsTes B celide.

JlocTyn K JIMYHBIM JIEJIaM [1eJarorHyeckuX paboOTHHKOB H(HIH) COTPYIHHUKOB Jlunes: UMEOT
TOJIBKO CIIEIHANUCT 110 Kajpam, JupeKTop JInies Wil 3aMeCTHTEIH JHPEKTOPA.

CHCTeMaTH3aIMs JIHUHBIX JIe] TIearorHueckuX paboTHHKOB H(HJIM) COTPYIHHKOB Jlnnes
IIPOM3BOUTCS B al()aBUTHOM IOPSIIKE.

JliuHble Jeia  MeaarorHd4eckux paboTHUKOB — H(MIM) COTPYAHMKOB JIHmes, HMEIOLIHX
roCyapCcTBEHHBIC 3BAHHS, IPEMHH, HArpajibl, YUCHBIC CTENCHH W 3BAHMs, XPaHATCA TOCTOAHHO, a
OCTANLHBIX COTPYJHHKOB — 75 JIET ¢ roja yBOJbHEHHs paloTHHKA (B COOTBETCTBHH € ITepeunem
THIOBBIX YIPABICHYCCKHX JOKYMEHTOB, YTBEPIK/ICHHBIM POocapXuBom 6 oxts6pst 2000 roga)

5. Ilops/10K BLIIAYH JIMMHBIX 1€/l BO BDEMEHHOE 110/1b30BaHIe

5.1. Bolzaua JM4HBIX 6T (OTIeIbHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jelid) BO BPEMEHHOE
[OJIB30BAHME TIPOM3BOJIMTCS C pa3penieHus aupexkropa Jlumes.

5.2. Pabora (03HaKoM/ICHHE) C JIMYHBIMH JCJIAMH [CAaroruyecKux pabOTHHKOB  H(HIIH)
coTpyaHukoB Jluies HpOW3BOJAMTCA B KaDHWHETE CHELMAIMCTA [0 KalpaM, a BpeMs paboThI
OrpaHHuMBaeTCs NpesesiaMi oiHoro pabouero aHsa. B koHue padodero JHA CHEHMATUCT IO KaJlpam
obsi3an  yOeaMThes B TOM, UTO BCE JIHYHBIE Jeja, BBUIAHHBIC BO BPEMEHHOE TIOJIL30BAHHC,
BO3BPAINEHBI Ha MECTO XPAHEHHUs U €CTh JIH HEOOXOAMMOCTD /ISl TIPHHATHS MEP K HX BO3BPAIICHHIO
WJIH PO3BICKY.

6. OTBEeTCTBEHHOCTD

6.1. lleparornyeckue  paboTHUKH — M(uan) coTpyaHuKkH Jlumes o0s3aHbl  CBOEBPEMEHHO
NPeJICTABNATE CIEHHAIMCTY MO KajpaM CBeleHHs 00 H3MCHEHHH B TICPCOHAIBHBIX JIaHHBIX,
BKJIIOUEHHBIX B COCTAB JIMYHOTO JIEJIa.

6.2. Paboromareiib o0ecreunBaeT:

- COXPAHHOCTB JHYHBIX JIe]l [IearorHueckuX paboOTHUKOB H(WII) COTPYIHHKOB Jlunes;

- KOH(QMICHIMAILHOCTh CBCJCHMI, COJEPKALIMXCS B JIMYHBIX J€/ax [eJarornyeckux
pabOTHUKOB M(HJIK) COTPYAHUKOB Jluies.

7. [lpaBa
7.1. Jlna obecrieyeHust 3alMThl NEPCOHAIBHBIX JAHHBIX, KOTOPHIC XPAHSATCA B THYHBIX Je/laX

[Ie/IarorHueckux paboTHUKOB H(MIH) COTPY/IHHKOB JIHIes, TefarorHyeckue pabOTHHKH H(MIIH)
COTPYJIHHKH JIHIles HMEIOT 1paBo:

- Tonyuuts 1oIHYK HHGOPMAIHIO O CBOMX IIEPCOHATBHBIX JIAHHBIX H 00paboTKe ITUX JJAHHBIX;

- [TonyuuTh cBOGOIHBII JIOCTYI K CBOWM IIE€PCOHATBHBIM JIaHHBIM;

- [TonyuuTh KOMMHM, XPAHALIHECA B JTHYHOM JIEJIC B COACPIKALINE NEPCOHAILHBIC TaHHbIC.

- TpebGoBaTh HMCKJIIOYCHHS HIM HMCIPABICHHUS HEBCPHBIX HJH HEIOJHBIX NEPCOHANBHBIX
JTAHHBIX.



7.2. Pabotonarens MMeeT IpaBo:
- OOpabarpiBaTh NepCcOHANbHBIC JaHHBIC NEArOMHYECKHX PabOTHHKOB H(HIH) COTPYIHHUKOB
Jluues, B TOM YHCIIC H Ha DJIEKTPOHHBIX HOCHTEIIAX;

- 3anpamMBath OT MeJarorHyeckuX paboTHUKOB M(HIM) cOTpyIHMKOB JIuues Bero HEOOXO0/IHMYIO
HHPOPMALHIO.



