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Honoacenue o nopsaoke eedenuss TUUHbBIX 0€1 PAOOMHUKOS
MKOQOY COIl ¢ YUOII cena Illypmur Yporcymckozo pationa Kupoeckoi oo1acmu

1. O0uue mos10:keHUs

1.1. Hacrosimee [lonoxenue omnpeneiseT MOPSAOK BEIEHUS JMYHBIX JeN MEAaroroB M HHBIX
COTPYJIHUKOB U Pa0OTHUKOB IIKOJIBI, OMPEENIeT MOPSAA0K (POPMUPOBAHUS, YyUeTa U XPaHCHHS,
BBIJIAYU JINYHBIX JI€]T BO BPEMEHHOE I0JIb30BaHKE, a TAK)KE OTBETCTBEHHOCTH, IPpaBa pabOTHUKOB U
JTUPEKTOpa 00111€00pa30BaATEIHLHOTO YUPEIKICHHUS.

1.2. IlonoxxeHnue pa3paboTaHO C IEJIbIO periiaMeHTAaIK padOoThl C JIMYHBIMU JIEJIaMU COTPYIHUKOB
wKoJibl 1 B coorBercTBUU ¢ TpynoBeiM Koaexkcom Poccuiickoin denepanuu, KosuieKTHBHBIM
JIOTOBOPOM, Y CTaBOM 00111€00pa30BaTEILHOTO YUPEKACHUS.

1.3. Hacrosimiee [losoxkeHne yTBEpKAaeTCs MPUKA30M TI0 IIKOJIC U SBISETCS 00S3aTeIbHBIM TSI
BCEX KaTeropui MeAarorn4eckux u APyrux COTPYAHUKOB IIKOJbI.

1.4. Benenue JNHMYHBIX €1 MENAroroB M COTPYIHMUKOB IIKOJIBI BO3JIArae€TCs Ha CeKperaps
00111e00pa30BaTEIHLHOTO YUPEKICHUS.

2. Ilopsipok ¢popMHpOBaHMS JHYHBIX /1€ COTPYIHUKOB
2.1. ®opMupoBaHHE JUYHOTO Je€jla T[EJaroroB M COTPYAHUKOB 00IIe00pa3oBaTEIbHOTO
YUPEXKIEHUS TMPOU3BOAUTCS HEMOCPEACTBEHHO TIOcie IMpuemMa B  001eodpa3oBaTeIbHOTO
VUpEXKICHUS WM TIEPEeBOAA IEaroroB MW COTPYAHHKOB U3 JPyroro 00pa3oBaTeIbHOTO
YUPEKICHUS.
2.2. B cOOTBETCTBHY C HOPMATHBHBIMU JIOKYMEHTAMH B JIMYHBIC JIeJIa IEAAroroB M COTPYIHUKOB
00111e00pa30BaTEIHLHOTO YUPEKIECHUS BKIAABIBAIOTCS CIACAYIONINE TOKYMEHTHI:
Jlnsa nedazoeos:

* 3agBJICHHE MIpHEMa Ha paboTy;

* aBrobOuorpadus;

*  KOMHUA MacmopTa WU MHOTO JOKYMEHTA, YAOCTOBEPSIOIIEr0 JUUYHOCTD;

*  KOIIHAS CTPAXOBOT'O CBHJIETEIIHCTBA IEHCHOHHOTO CTPaXOBAHUS;

*  KOMUA UACHTU(PHUKAITMOHHOTO HOMEpa HaJOTOTIaTeNbITNKA;

*  KOIHUA JOKYMEHTOB 00 00pa30BaHuU;

*  KOMHUA JOKYMEHTOB O KBaTU(UKALIUY WM HAJTHUUE CTICIMATbHBIX 3HAHUI;

*  KOIHS aTTECTAIMOHHBIX JIUCTOB;

* cpaBKka 00 OTCYTCTBHHM CyJMMOCTH WM (paKTa YrOJOBHOTO IMPECIEAOBAHUS, BBIJAHHOTO

COOTBETCTBYIOIIUM OPTaHOM TIPABOITOPSIIKA.

s pabomnuxog:

* 3asBIICHHE O IIpHEME Ha PadoTy;

*  KOMHUS MacropTa WU MHOTO JOKYMEHTA, YAOCTOBEPSIOIIEro JMYHOCTD;

*  KOIMHAS CTPAXOBOT'O CBHJIETEIIHCTBA IEHCHOHHOTO CTPaXOBAHUS;

*  KOMUA UACHTU(PUKAITMOHHOTO HOMEPA HATOTOIIATEIbIINKA;
Pabomooamenv ogpopmnsem:

*  TPYIOBOI JOTOBOP B IBYX IK3EMILISIpax;

* TpHKa3 0 IpHeMe Ha paboTy (0 mepeMenieHnur Ha APYTHe TOKHOCTH);

e nu4HyI0 KapTouky Ne T-2;

*  JIOJDKHOCTHYIO HHCTPYKITHIO B JIBYX 3K3EMILISAPaXx.
Pabomooamens 3naxomum:




* ¢ HOPMAaTHUBHO-TIPABOBBIMHU JIOKyMEHTaMH LIKOJbI (YcTraBoM, KOJIEKTHBHBIM 10TOBOPOM,
[IpaBunamu TpyIOBOIO pacopsiiKa U JIp. JOKaJIbHBIMHU aKTaMH);
*  C JOJDKHOCTHOW MHCTPYKLIMEH;
* IPOBOJUT BBOJHBIA MHCTPYKTaX, MHCTPYKTaX II0 OXpaHE TpPyAa, MHCTPYKTaX II0
MIPOTHBOIOKAPHOM OE30MACHOCTH.
2.3. C penbto obecriedeHns HaJuIexkKaleil COXpaHHOCTH JIMYHOTO Jella MeJaroroB U COTpyIHUKOB
00111€00pa30BaTENILHOTO YUPEXKICHUsI U yno0cTBa B OOpalleHUH ¢ HUM Opu (POpPMHUPOBAHUH
JOKYMEHTBI IOMELIA0TCS B OTJENIbHYIO MAIKY.
2.4. TpynoBble KHUKKH XPaHSATCS OTIIENIBHO B ceiide.

3. llopsinoxk BedeHUs] JHYHBIX JeJI MeJaroroB M COTPYAHUKOB 0011e00pa3oBaTe1bHOIO
yUpexIeHUst

3.1. JIuyHOe n€no menaroroB M COTPYAHMUKOB 00I1IEOOpAa30BATEIBbHOIO YUPEKICHHUS BEIETCS B
TEYEHHE BCEro Iepuoja padoThl KaKAOTO Menarora W COTPYIHHMKAa B 00IIe00pa30BaTeIbHOTO
YUPECKACHUSA.

3.2. BeneHue JIMYHOTO Jienia pelycMaTpUBaeT:

® XPaHCHUEC JIMYHBIX ACT B XPOHOJIOTHYCCKOM IMOPAAKE;

* ©KCTOJHYIO TPOBEPKY COCTOSHHMS JIMYHOTO JieJla IEaroroB M COTPYIHUKOB
00111€00pa30BaTEILHOTO yUPEKACHUSI HAa MPEIMET COXPAHHOCTH BKIIOYEHHBIX B HETO
JOKYMEHTOB M CBOEBPEMEHHOE 3aII0JIHEHHUE.

3.3. JIOKyMEHTBI B IMYHOM JIeJI€ MTOJUIEKAT OIMCH, KOTOPasi XpaHUTCS B COCTABE JINYHOTO JEa.

4. Tlopsimok y4déra W XpaHeHUsl JHYHBIX JieJ TeJaroroB M  COTPYAHHKOB
00111€00pa30BATEILHOI0 YUPeKACHHS.

4.1. XpaHeHue W YyYeT JHMYHBIX JIeJT TIEAaroroB U COTPYIHUKOB 0O0IIe00pa30BaTEIHLHOTO
YUPEXKIEHUSI OPraHU3yITCS C IENbI0 OBICTPOTO W 0e30MHUO0YHOr0 TMOWCKA JUYHBIX e,
obOecrieueHUsT WX COXPAHHOCTH, a Takxke oOecnedyeHus KOH(UICHIIMAIBHOCTH CBEICHUH,
COJIEp>KaIINXCS B JOKYMEHTaX JIMYHBIX JeJ, OT HECAHKIIMOHUPOBAHHOTO JAOCTYIIA.

4.2. JInynbie nena COTPYIHUKOB XpaHSTCS B ceiide 001meoopazoBaTenbHOrO yupexaeHus. Joctymn
K JINYHBIM JIeJlaM TIeIarOrOB U COTPYIHUKOB OOIIE00pa30BaTENBHOTO YUPEKACHUS UMEIOT TOJIBKO
CeKpeTaph, TUPEKTOP 00IIe00Pa30BATETHLHOTO YUPEHKICHHUS.

4.3. JluyHble Aena MEeAaroroB M COTPYAHHUKOB 00IIE0Opa30BATENBHOTO YUPEKICHHS, UMEIOIINX
roCyaapCTBECHHBIC 3BaHH, IPEMUHN, HArpaabl, YUCHBIC CTCIICHU U 3BAHHUA, XPAHATCA IMOCTOSAHHO, a
OCTaJbHBIX COTPYJHUKOB - 75 JET ¢ roja yBOJIbHEHHUS paOoTHHKA (B cooTBeTcTBUHU ¢ [lepeunem
THUITOBBIX YIPABJICHUYCCKHUX I[OKYMCHTOB).

5. Iops10K BhIIa4YM JUYHBIX /IeJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bbigaua auuHBIX Jen (OTIENBHBIX JTOKYMEHTOB B COCTaBe JIMYHOIO Jejia) BO BPEMEHHOE
M0JIb30BAaHHUE NPOU3BOJUTCS C Pa3pelICHUs TUPEKTOpa 00meoOpa3oBaTeIbHOTO YUPEKACHUS IO
3asBJICHUIO COTPYJHHKA 0011e00pa30BaTEIbHOIO YUPEXKICHHS.

5.2. Pabora (0o3HaKOMJICHHE) C JIMYHBIMU JI€JaMH  [€JaroroB M  COTPYJHUKOB
00111€00pa30BaTENILHOTO YUPEXKACHUS POU3BOIUTCA B MPUEMHON AupekTopa. B koHie pabodero
AHA CCKpETapb 00s3ana Y6CJII/ITBC${ B TOM, 4YTO BCC JIMYUHBIC [I€jiIa, BbBIAAHHBIC BO BPEMCHHOC
MOJIb30BaHKE, BO3BPAIIEHBl HA MECTO XPaHEHHs U €CTh JIM HEOOXOAMMOCTb Uil MPUHSATHS Mep K
WX BO3BPAIICHHUIO WA PO3BICKY.

6. OTBETCTBEHHOCTH
6.1. Tlemaroru W COTPYAHHUKH OOIIEOOPAa30BATEIHLHOTO YUPEKACHUS O0S3aHBI CBOEBPEMEHHO
MPEACTABIIATh CEKPETapI0 CBENCHHS 00 W3MEHEHWW B MEPCOHAIBHBIX JIaHHBIX, BKIIOUEHHBIX B
COCTaB JIMYHOTO JIeJa.



6.2. PaGoronarenp 00eCleYnBaeT:

COXPaHHOCTb JIMYHBIX J€Jd IeJaroroB M COTPYAHUKOB  00LI€00pa30BaTEIbHOIO
YUpEXKIACHUS,
KOH(QHIECHIMAIBHOCTh CBEACHMH, COJAEpXAllUXCi B JIMYHBIX Jelax IeJaroroB u
COTPYAHHUKOB.

7. IIpaBa
7.1. Ina obecneuyeHus] 3alIUThl NEPCOHAIbHBIX JIAHHBIX, KOTOPbIE XpaHATCA B JUYHBIX Jejlax
[IE/IaTOTOB U COTPYAHMKOB 00IIe00pa30BATEIbHOTO YUPEXKJICHHs, TEIarord ¥ COTPYIHUKH

O6H.I€O6D330B3TCJ'IBHOFO YUIPCKACHUA UMCIOT ITPaBoO.

MOJIyYHUTh TIOJIHYI0 WH(OPMAIMI0O O CBOMX IEPCOHANBHBIX JaHHBIX W 00paboOTKe ATHX
JTAHHBIX;

MOJIy9UTh CBOOOHBIN JOCTYII K CBOUM TEPCOHAIBLHBIM JaHHBIM;

MOJIYYUTh KOIIMH, XPAHSIIHECs B JIMYHOM JIEJIe U COJICPIKallINe TIEPCOHAIBHBIC JaHHbIC.
TpeOOBaTh WCKIIOYCHHS WM HWCIPABIICHUS HEBEPHBIX FJIM HEIOJHBIX IMEPCOHATBHBIX
JTAHHBIX.

7.2. PaGoronarens UMEET NPaBo:

00pabaThIBaTh MEPCOHANBHBIC JaHHBIC MIEIAroroB U COTPYAHUKOB 00IIe00pa30BaTEIHLHOTO
YUPCIKACHUA, B TOM YHUCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX,

3alPOCUTh OT TMEAaroroB M COTPYAHUKOB O0IIC00pa30BATEIBHOTO YUPESIKIACHUS BCIO
HEO0OXOTUMYO HH(OPMAIIHIO.



	Положение о порядке ведения личных дел работников

		2021-03-12T14:45:00+0300
	МАОУ СОШ с УИОП с. Шурмы Уржумского района Кировской области
	Трушкова Людмила Михайловна
	Я являюсь автором этого документа




