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MOJIOKEHHUE
O MOPAJIKE BEAEHWS JIMYHBIX JAEJ IEJAT'OI'OB H COTPY JHUKOB

1.06mue noJiokeHunst
1.1. Hacrosmee ITonoxenue ompeaenseT MOPAI0K BeICHUS U XpPaHEHU IMYHEIX JIe] IEJaroros
U COTPYZIHMKOB MYyHHITHITATEHOTO OIODKETHOrO 06pa3oBaTebHOT0 yapexkaeHus « Cpemnnss
obmeobpaszoBarenpHas mkona Ne 48 umenu I'epos Coserckoro Coroza Kosuna Hecropa
Jmutpuesuyar» (nanee — MBOY «COI Ne 48») ra ocHoBaruu TK P® ot 30 nexabps 2001r.
No197-®3 (neiicteyromas penakigs ot 04.11.2022).
1.2. JIugnbie nena ohopmistotes Ha Beex coTpyaHuKoB MBOY «COILL Ne 48».
1.3. Hacros1uee 1nojoXeHne SBIETCs 0083aTeIbHBIM [UI BCeX KATEerOpHi Me1arorudeckux u
apyrux corpyanukoB MBOY «COIIT Ne 48».
1.4. Benenue nuunsix nen neparoros u cotpyaaukoB MBOY «COILI Ne 48» Boznaraercs Ha
JIEJIOTIPOU3BOAUTEIIS.
1.5. He momyckaeTcs BeIeHUE HECKOIbKHUX JTHYHBIX €T PAOOTHUKOB, 38 HCKIIOYEHHUEM, €CITH
pabOTHUK MIPUHSAT 110 BHYTPEHHEMY COBMECTHTEIILCTBY.

2. Iopsitox popmMupOBaHHAS JHYHBIX /IeJI 1€Jaroros U COTPYIHHKOB
2.1. OdopmIieHre THYHBIX JIell OCYIIECTBIAETCA B TEUEHNE 5 THEH CO qHsA nprueMa paboTHHKA Ha
pabory.
2.2. ®opMUpOBaHKE IMYHOTO JIeIa TTearoroB 1 corpynankoB MbOY «COIII Ne 485
POU3BOMTCS HemocpeacTBeHHo mocrne npuema B MBOY «COILL Ne 48» nnu niepeBona
MEe/IaroroB U COTPYAHUKOB U3 JAPYTOTro 00pa30BaTeIbHOTO YIPEIKICHHS.
2.3. Ilpu noctynneHuu Ha paboTy rpakKIaHUH IPEICTaBIISICT:
2.3.1. JIuynOeE 3asBIEHHE, HAHCAHHOE COOCTBEHHOPYHYHO.
2.3.2. JIoKyMEeHT, yIOCTOBEPSIOMIUI TUIHOCTb.
2.3.3. TpyZoBYIO KHHKKY.
2.3.4. JloxymeHT 06 06pa3oBaHuH.
2.3.5. CaauTapHyr0 KHUXKY.
2.3.6. CripaBKy 0 HaJTHUYHM CyIMMOCTH WM OTCYTCTBHHM cyaumoctu u3 MBJI (depes rocyciyrs).
2.3.7. Jlpyrue I0KyMEHTSIL, TpefycMoTpeHHbIe DefiepanbHbM 3aK0HO01aTEILCTBOM.
2.4. JlngHOMY [Ty IPUCBANBACTCS. HOMED, COTJIACHO JKypHAITY y4eTa JIMYHBIX JICI IEJaroros 1
cotpyaukoB MBOY «COILL Ne 48».
2.4.1. Ha 0610%Ke THIHOTO JIeNia OTPAKAIOTCA CIIEAYIONINHe PEKBU3HUTHL: THUHOE Jei0 Ne
COTJIACHO KHHTH PETHCTPAIIHH THYHBIX [N neaaroros i cotpyauukoB MBOVY «COIIL Ne 485.
2.5. JIOKyMEHTEI B JIMYHOM J€jIe neaaroros u corpyaaukoB MBOY «COLLT Ne 48
pacmosaraioTes B CIeIyIOIIEM MOPsIKe:
1) onuch JOKYMEHTOB, HMEIOIIHUXCA B IMYHOM JICJIE;
2) IM4HBIH JIMCTOK TI0 yueTy KaapoB ¢ hoTorpadueii (3amonnsercs paboTHUKOM);
3) MOMONHEHHE K TMYHOMY JIUCTKY II0 Y4eTy KaapoB (1ajlee 3aroHseTcs paboTonarenem);
4) mu4HOE 3asBlIeHNe O TIpueMe Ha paboTy;
5) mpuka3 o mpueMe Ha paboTy;
6) cornacue paboTHHKa Ha 00pabOTKY EPCOHAIBHBIX TaHHBIX;
7) KcepOoKOIHs MacIopTa;



8) aBroGmorpadus paboTHHKA, HaHCaHHAst OT PyKH, B IIPOM3BOJIBHOM GopMe U conepKarias
110Ip0OHOE U3JI0XKEHUE OCHOBHBIX MOMEHTOB €I'0 XU3HU U [CATCIBHOCTH,;

9) xcepokomus (HU) TOKyMeHTa (0B) 06 00pa3oBaHUM,

10) xcepoxomnus ceunerenscrsa UHH, CHUJIC,

11) xcepoxomus Boennoro 6unera (ctp. 1,2,4,8,11,13,14 mmga BoeHHOOOS3aHHBIX U JIHII,
MOJTEKAIINX IPU3BIBY HA BOGHHYIO CIIykKOY);

12) cripaBKa 0 HAIMYHA CyUMOCTH HITH 06 0TCyTCTBHU cyaumocTs u3 MB/I;

13) KcepoKOMmHs TPYI0BOH KHIIKKH, €C/IH paOOTHUK TIPHHAT 110 BHEITHEMY COBMECTHTEIBCTBY;
14) mHBIE TOKYMEHTEI, KOTOPEIE HOJDKHEI OBITH TIPEIBABICHB! pAOOTHUKOM C yU9ETOM CIIeNUPUKU
paboTsr;

15) mpuKa3sl 0 HA3HAUEHHUSIX, IEPEBOJIAX, YBOJIBHEHHH H JIP.,

16) TOKYMEHTBI O IPOXOXKAECHUH PaOOTHHKOM aTTeCTalluu, COOECENOBAHMS, OBBIIIECHUS
KBaTM(HUKALMH.

2.6. C nenpio obecreveHus HalIexaieif COXpaHHOCTH JIMYHOTO [e1a Mearoros u
corpymaukoB MBOY «COIII Ne 48» u ynob6crsa B 06pameHuy ¢ HUM IpH OPMHUPOBAHHH
MOKYMEHTHI IOMENIAIOTCS B OT/AENILHYIO T1aIKy.

2.7. TpyioBBIE KHFMKKH XPAHSATCS OTAEIBHO B cefide y AUpeKTopa MIKOJIBL.,

3. IMopsaok BeXeHHH JHYHBIX JeJ1 IearoroB H COTPYAHHKOB
3.1. B nanpHeiimem B auuHOe Jieno neparoros u cotpyauukoB MBY IO LT sxmovaroTes:
- IIPEKA3bl MM BBITHCKA U3 IPHKA30B O HA3HAYEHUH, OCBOOOKIEHUH HITH IIEPEMEIICHHUH 110
JIOJDKHOCTH;
- JIOKYMEHTHI 00 UTOTrax aTTecTaluy (3asBIeHHE, aTTECTAIlMOHHEINA JIHCT; TIPUKA3BI HITH
KCEPOKONUHU [IPUKA30B 110 HTOraM aTTeCTAIHH MM BEIIKCKA U3 IIPAKA3a);
- KCEpOKOIHMY JIOKYMEHTOB O [OBBIIECHAH KBaTH(HUKAIMK, O IEPENIOArOTOBKE, 3aBEPEHHBIC
MEYaThio ¥ MOJITHCHI0 OTBETCTBEHHOTO JIUIIA;
- KCEPOKOIIMH JIOKYMEHTOB 00 H3MEHEHUU aHKETHBIX OHorpaduuecKux JaHHbIX (HampuMep:
KOTIHs CBHJIETENBCTBA 0 Opake, H3MEHEHUH (aMHUITHH U T. 11.).
3.2. Jlmunoe meno negaroros u cotpyaaukoB MBOY «COILL Ne 48» BejieTcs B TEUEHHE BCETO
nepuojia paboThl KKIOTO Mearora ¥ COTpy IHAKa.
3.3. Benenue nu4HOTO Jeya IpeayCMaTpUBaCT:
- IOMELIEHHE IOKYMEHTOB, IOITeXaliX XPaHEHHUIO B COCTABE JTUYHEBIX Jell, B
XPOHOJIOTHYECKOM ITOPSJIKE;
- ©KETOHYIO IPOBEPKY COCTOSHES JIAIHOTO JieJia Iefaroros i corpyaaukos MBOY «COLL Ne
48y Ha mpe/IMET COXPAHHOCTH BIUIIOYEHHBIX B HETO JOKYMEHTOB U CBOCBPEMEHHOE 3all0/THEHHE.
3.4. JIoKyMEeHTBI B IMYHOM JieJie TIO0IeKaT OIIMCH, KOTOpas XpaHHUTCs B COCTABE JINYHOTO Jeia.

4. Iopsiiok yueTa ¥ XpaHEHHs JJHYHBIX /1eJI earoros u
corpyaankoB MBOY «COIII Ne 485
4.1. XpaHeHHe U y4eT JTUIHBIX JIeJ1 TearoroB u cotpynankos MBOY «COII Ne 48y
OPTaHM3YIOTCA C IENBIO GBICTPOro 1 6e30HO0YHOT0 MOUCKA JIMYHBIX ACI, 00SCTICHCHH HX
COXPaHHOCTH, a TaKkxke obecliedeHns KOHQHIEHIMATbHOCTH CBE/ICHUH, CONEPKAIMXCS B
TOKYMEHTAX JIMIHBIX JIell, OT HECAaHKIIMOHUPOBAHHOTO HOCTYIIA:

o JIuunble mena MeJaroroB ¥ COTPYIHHKOB XPaHSTCH B MarKe, & BHYTPH MANKH — 10
anhaBuTy.

o JIOCTYH K IMYHBIM fenaM Ienaroros i corpyaHukos MBOY «COILLl Ne 48» umeroT
TOJIEKO JEOIPOU3BOIUTENb U THPEKTOP.

o Jlmunple gena negaroros u cotpyaHukoB MBOVY «COII Ne 48», umeromumx
rocyZapcTBeHHbIE 3BaHus, TPEMUH, Harpaibl, y4eHbIE CTEIICHH H 3BaHUs, XPaHATCA
MOCTOAHHO, & OCTAIBHLIX COTPYAHHKOB — 75 JIeT ¢ rofia yBoIsHeHus paboTauka (B
cooTBeTCTBHH C IlepeuneM THMOBBIX YIIPaBICHUECKUX JOKYMEHTOB).



4.2.B nuuHbIe ea He JODKHBI BXOAUTH JOKYMEHTHI BTOPOCTEIIEHHOTO XapaKkTepa, HMEOIHe
BpeMeHHbIe (10 10 neT BKIIOYUTENBEHO) CPOKA XPAHEHHUS.

4.3.Coneprxanue THYHBIX JeN paHee MPUHATHIX pab0THUKOB MOJKET HE COOTBETCTBOBATH 1. 2.5.
Hacrosuiero [Tonoxenus, Tak KaK KOMIUIEKTAlKs JIMYHBIX e He Obuia [peaycMoTpeHa
(DGHEPMLHBN 3aKOHOJATEJIECTBOM.

4.4 Jlenonpou3BOIATEND, IPUHAMAS OT PabOTHUKA KCEPOKOIIUYU JOKYMEHTOB, JTMYHbIHA JTUCTOK
10 Y4eTy KaZpoB, H0JDKEH IPOBEPHTE IOIHOTY €r0 3al0JHEHUS U JOCTOBEPHOCTh yKa3aHHBIX
CBEJCHHH B COOTBETCTBHHU C IIPE/IbSIBIIEHHBIMYA OPUTHHATIAME JJOKYMEHTOB U CIeIaTh
COOTBETCTBYIOIIYIO 3alIUCh B AHKETE.

4.5.C6op u BHECEHHUE B TMUHbIE Je1a negaroros U corpyaaukoB MbBOVY «COIII Ne 48
CBEJICHUM 0 YaCTHOM JKU3HH, NOJIMTHYECKON U PETMTHO3HON IPUHAIIEKHOCTH 3allpeiaeTCs.
4.6.JInanoe meno MoxeT OBITh BBIIAHO M0 TpeboBanuio paboTHUKa 15 03HaKOMIIeHUs (6e3
[IpaBa BBIHOCA);

4.7.CHATHE KOIMH JOKYMEHTOB, XPaHSIIUXCS B JIMYHOM JIeTie, IPOU3BOUTCS TOJIBKO C
MUCBMEHHOTO pa3perieHus paboTHHKA.

5. Ilopsiaok BeIAAYH JTHYHBIX /[€]1 BO BpeMeHHOE M0JIb30BAHHE
5.1. Beijtaua JTUYHBIX J1e)1 (OTIeNFHBIX TOKYMEHTOB B COCTABE IMYHOTO JI€7Ia) BO BPEMEHHOE
MI0JIb30BaHKe IPou3BoAUTCs ¢ paspemenus aupektopa MBOY «COIII Ne 48» mo 3aasnenuio
paboTHHKA.
5.2. Pabora (03HaKoMIIeHHE) C IMIHBIMHA JIeTaMu Iefaroros u corpygaukoB MBOY «COIII Ne
48» npoussomures B 3qarnu MBY J1O LIAT B nmpucyrcTBun qupekropa. B xonue pabodero mus
IUPEKTOP 00s13aH YOEAUTRCS B TOM, YTO BCE JIMYHBIE JIE]Ia MU JOKYMEHTHI U3 JIMYHBIX AT,
BBIJAHHBIE BO BPEMEHHOE IT0JIb30BaHUe, BO3BPALIEHB! HA MECTO XPaHCHHUS U €CTh JTH
HE0OXO0IUMOCTD JUIS IIPUHATUS MEP K UX BO3BPAINEHMIO HITH PO3BICKY.

6. OTBEeTCTBEHHOCTH
6.1. Ileoazozu u compyonuxu MBOY «COILLL Ne 48 00s3aHbI CBOEBPEMEHHO IIPEICTABIIATE
JEeTTOTIPOU3BOIUTENIO CBeIeHUs 00 H3MEHEHUH B IIEPCOHANBHBIX [JAHHBIX, BKIIFOYEHHBIX B COCTAB
JTMYHOTO fleNa.
6.2. [upexmop obecrednBaer:
1) coxpaHHOCTB JTMYHBIX en nefgaroros u corpynaukos MBY JIO LIIT;
2) KoH(HIEHIIHATFHOCTD CBEICHUM, COIepKAIUXCA B IMYHBIX JIENIaX MEJaroros U COTPYIHHKOB
MBOY «COIII Ne 48».

7. Ilpaga
7.1. s obecriedeHns 3aIATH IEPCOHANBHBIX JAHHBIX, KOTOPEIE XPAHATCA B JIMYHBIX Je/ax
nenaroroB u cotpyaauKoB MBOY «COIII Ne 48»,
nedazo2u u COmpyOHUKY UMeIOm npaego.
- TIOJTY9HMTH TTOJTHYIO0 MHGOPMAIIHIO O CBOMUX IIEPCOHAIBHBIX NaHHBIX B 00paboTke 3THX NaHHBIX;
- IOJTy4UTh CBOOOJHBIM JOCTYI K CBOMM IEPCOHAILHBIM JaHHBIM,
- TIOJTY9UTh KOTIUH, XPAHAIIMECS B IMYHOM JIEJIE U COIEPIKAlUe IIEpCOHATbHBIE TaHHBIE.
- TpeGOBaTh UCKIIOUEHUS WA UCIPABIEHHS HEBEPHBIX MM HEIIOJHBIX MEPCOHATBHBIX NAHHBIX
pabomodamens umeem npaso:
- 06pabaTbiBaTh TIepCOHATBHBIE JaHHBIE efaroros 1 coTpyaaukoB MBOVY «COII Ne 48», B
TOM YHCITC H Ha 3JIEKTPOHHBIX HOCHTEIAX;
- 3aMpOCHUTB OT renaroroB U coTpyaHukoB MBOY «COIII Ne 485 Bcio HEOOX0MHUMYIO
HH(}OpMaLHIO.



