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Hupexrtop Ha OY ,,0xén Hancnii*
rp. Knexa

MHCTPYKLIUSA

3a MepkuTe 32 32I0HTA HA JHYHHTe AaHHH B OY ,,Oten Mancuit” — rp. Knexa

I. O6mu mo/1oxeHus

Yn.1. (1) OY ,,Oten [laucuii” e opuandecko nuie cbe ceganmuiie rp. Knexa, ¢ ocHoBeH
npenMéT Ha JeiiHocT oOpa3oBanue U 00pa3oBaTeNIHU YCIIYTH.
(2) Yuunuuero e aAMHHUCTPATOP HA JIMYHM JaHHW MO CMHCHIa Ha wi.3 an.l ot 33J1]1 u e
BIIUCAH B PETHCTHpa HAa aIMHHUCTPATOPUTE HA IMYHH JaHHHU M Ha BOJCHHTE OT TAX PETHCTPH
no 4i.10, an.1, 1.2 ot 33JI/1 ¢ yHukanen uaentudukanuosen Homep 1501103  (3)
Yuunumero o6paboTpa TMYHU JaHHH BBB BPB3Ka ChC CBOATA AEHHOCT M CaMO OITPeIeis LIeIuTe
U cpeacTBata 3a 00pabOTBaHETO MM.
(4) B crotBeTcTBHE ¢ ui. 11 an. 3 or Hapenda Ne 1 ot 30 sitnyapu 2013 1. 328 MUHMMAaJIHOTO HUBO
Ha TEXHUYECKHM M OPraHU3allMOHHU MEPKH M JONMYCTHMHMS BHI 3allUTa HA JTHYHUTE JaHHH,
OLICHKATA Ha BB3/IEHCTBUETO C€ H3BBPIIBA IIEPUOUYHO Ha BCEKH 1B TOAMHU HJTH TP IIPOMSHA
Ha XapakTepa Ha 00paboTBaHUTE JTUYHH JaHHU U Opost Ha 3acerHaruTe GU3NUYECKH JIULIA.

Yn.2. Hactosimara MHeTpykis ypexaa opranuzanusaTa 3a odpaboTaHe U 3aiiura Ha
JIMYHH JaHHU Ha YYHUTEJIMTE, CIYKUTEIUTE, YYECHHLMTE, POIMTEINTE, KAaKTO W ApYTd
(u3MYECKH JMLIa, CBBP3aHHU C OCHUIECTBIBAHETO HA HOpMAJIHATA JEMHOCT HA YYHJIMINETO.
Un.3. ObpaboTBaHeTO Ha JIMYHM JaHHH C€ ChCTOU B OCHIYpPSABAHE HA JOCTHII JO OMpeEesieHa
MHGpOpMaLMA caMo 3a JIMIA, YHHTO CIIYKeOHH 3ab/DKEHNS UM KOHKPETHO Bh3JIOKEHH 3a/1au

Hajarat TaksB JOCTHBII.



Yn.4. IlpaBo Ha AOCTBI A0 PETUCTPHUTE C JIUYHH JaHHH MMaT CaMO OTOPHU3UpAHUTE
JJIIBAKHOCTHH JIMLA.
(1) OTtopusnpanero ce W3BbpUIBA Ha 0a3a JUIBKHOCTHA XapaKTePUCTHKA W/MIM 4pes
y3pHyHa 3anose] Ha Jlupektopa Ha OV ,,Oten Iaucuii™ — rp. Kuexa.
(2) CrryskuTeIMTEe HOCAT OTTOBOPHOCT 3a OCHI'YpsiIBAHE M IapaHTHpPaHE Ha perjlaMeHTHPaH
JOCTBIT JI0 CIIyKeOHUTE NMOMELIEHUsT U Ona3BaHe Ha PerucTpUTe, ChIbPXKAIIKM JHYHU JaHHH.
BesKO yMHIIUIEHO HapyIlIEHHE Ha NpaBUiaTa ¥ OTPAaHUYEHHSATA 3a JJOCTHI 10 THYHUTE JaHHU
OT MepCcoHaja MoXe /1a Obie OCHOBAHME 3a HajaraHe Ha JUCLMIUTMHAPHU CAHKIIHHU.
(3) JUTBIKHOCTHHTE JIMLIA HAMAT MpaBO Ja pasnpocTpaHsBaT MH(popMauus 3a JTHYHHTE
JJaHHU, CTaHAJIM UM M3BECTHH IIPU U3IIBJIHEHHE HA CITY)KEOHUTE UM 3a]IbIKEHHS.

Yn. 5. (1) JlokymMeHTHTE M NIpenucKuTe, MO KOMTO paboTaTa € NpUKIIIOYHIA, CE
apXHMBUpaT.
(2) TpaiiHoTO chXpaHsBaHe Ha AOKYMEHTH, CBABPMKAILM JTUYHH JaHHH, Ce M3BBPIIBA HA
XapTHEH HOCHTEN B INOMEIEHHETO, ONPENENEHO 3a apxuB, 3a CpPOKOBE, ChOOpa3eHH C
JleiicTBaoTo 3aKoHoAarencTBo. [lomemenueTo, ompeneneHo 3a apXxuB, € o0OpyABaHO C
IOYKapOTacuTell ¥ 3aB/LKUTETHO Ce 3aKIII0YBRA.
(3) CpxpaHeHHeTo Ha [OKYMEHTUTE M IMpPENUCKUTE Ha XapTHeH  HOCHTEI,
apXMBHPaHETO/YHHUIOKABAHETO HA TE3M C M3TEKBJI CPOK, C€ M3BBPIIBA 1O pela Ha 3aKoHa 3a
Hauuonanuus apxuseH GoH/I.
(4) JIOKYMEHTHTEe Ha €eJeKTPOHEH HOCHTENl C€ CbhbXpaHsABaT Ha CHEIMATH3HPaAHH
KOMITIOTBPHU CUCTEMU W/WJIM BBHUIHM HOCUTENIM HAa MHpOpManus. ApXHMBHpaHE Ha JIMYHUTE
JIaHHU Ha TEXHUYECKU HOCHUTEJ €€ M3BLPIIBAa MEPUOANYHO OT oOpaboTBainus/onepaTopa Ha
JIMYHYU JaHHU C OTJIe]l 3ala3BaHe Ha MH(opManMsaTa 3a ChOTBETHHUTE JIMLA B aKTyaJleH BHJ{
BB3MOKHOCTTA M 32 BH3CTAHOBSBAHE, B ClIyyaii Ha MOTMBaHe Ha OCHOBHMS HOCHUTEI/CHCTEMA.
ApXMBHHTE KONHS C€ CBXpaHSBAaT Ha pa3IUdHO MECTONOJOXKEeHHe OT MSACTOTO Ha
KOMIIIOTBPHOTO oO0opyzaBaHe, oOpaboTBamo aaHHHTe. J[OCTBI A0 apXUBHTE MMAaT CcaMmo
00paboTBalusAT /onepatopbT/ Ha TUYHHU JaHHHU U OTOPHU3UPAHUTE JTBKHOCTHH JIMIIA.

(5) Jannute oT peructspa ,,.Buaeonabmoaenne” ce cbxpasssat 14 qHu.
(6)  JlocThl 1O apXMBHUPAHUTE JOKYMEHTH, CHABPKAIIM JIMYHU JIaHHH, UMAT eAHHCTBEHO

OTOpPHU3MPAHH JTHLIA.



II. Croupane, 06paboTBane, cbXpaHeHHe H 3aIIHTA HA IHYHATE JaHHH B JIHYHHTE
TPYAOBH JOCHETA HA CJIYKHTEIHTE
Hi.6. PaboronarenaT € AabxeH Aa oopMs JIMYHO JOCHE Ha BCEKH YIEH Ha TepcoHala B
YUHIIHIIIE.

1.7, JINYHOTO J10CHe 3aABIKUTETHO ChABPIKA CIICAHUTE JIOKYMEHTH:
1. 3asBneHue 3a nocThIBaHe Ha paboTa ¢ BXOAAI] HOMED.

ITpodecnonanna asrodbuorpadus.

Konue ot TpyzoBa KHUXKa.
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Konue ot aunioma 3a 3aBbpliieHo o6pa3oBaHue.

CBHIETEICTBO 33 CHIAMMOCT.

MeauuuHCKo CBHETENCTBO 3a NOCTBIIBaHE Ha paboTa, 3aBepeHO OT JINYHHUS JieKap.
CBHIETENICTBO OT LEHTHP 3a IMCUXHYHO 3/IpaBe.

JUTBXKHOCTHA XapaKTepUCTHKA.
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Tpynos norosop.

10. 3asBeHH 3a MOJI3BaHE HA OTIYCK.

11. JlombIHUTENTHY CTIOpa3yMEHUs U JIp.

Yn.8. JInyHMTE J0CHETa Ha NepCcOHalla ce ChbXpaHsaBaT B KabuHeTa Ha 3AC.

Y9, JlocTen 10 THYHKTE JlocueTa uMat aupekropa, 3JIY/1, caerosoauten u 3AC.

III. O6paborBane, cbXpaHeHHe H 3alIMTA HA JHYHHTEe JaHHH B [IATHOTO
pasnHcaHue.

Y10, JIMpexTopbT Ha YUMIMHIETO € OTIOBOPEH 3a M3TOTBSIHETO HA IIATHOTO
pasnvcaHue Ha NepCcoHala B HA4YalloTO Ha BesAKa ydyeOHA M KaJleH/IapHa TOAWHA, KAKTO U MpH
NpOMsHa Ha 11arta, pabOTHHUTE 3arjaTd 1 Jp.

Un.11. ll]atHOTO pasnucanue chABpPXKa ciiefHaTa HHGOPMALIHS:

1. Homep no pen.

2. JnBXHOCT.

3. Tpure uMeHa Ha pabOTHHKA H CITYKHTEIIS.

4. OO0pa3zoBareHa CTeNeH.

5. Koa mo HKW/I.

6. Kox no HKIIL.

7. MUHUMaIHO TPYAOBO Bb3HAIPAKIACHHE.



8. Tpynos cTax no crnenuagHoCTTa U 00II TPYIOB CTaXK
9. HuamBuayanHo TPpyZOBO Bh3HArpaxIeHHeE.

10. Cyma B nega.

11. JIonbIHUTENIHH Bb3HATPAKICHHUS.

12. bpyTHO TpyZ10BO Bb3HarpaxieHue.
Un.12. IllatHoTO pasmucanue ce u3rotss or 3AC, chrilacyBa ce ¢ CYETOBOIMTEIN U CE

YTBBPIK/IaBa OT JIMPEKTOPA HA YYMIIMIIETO.

Yn.13. JlocTen 10 IMATHOTO pasnucaHue uMar aupektopa, 31 V1, cuetroroauren u 3AC.

IV. Cnboupane, obpaborBaHe, cbXpaHeHHe H 3aIHTAa HAa JHYHHTE JAHHH B
3ApABHHTE JOCHETA HA CIIYKHTEJHTE,

Yn.14. JInpekTopbT Ha YYHIMILETO € JUTBKEH J1a ChOupa 1 06paboTBa 3/[paBHOTO JIOCHE
Ha BCEKH €IMH YJIEH OT nepcoHana. To chabpika:

1. bonuuuny nucToBe U excriepTHo pemenue Ha TEJIK.
- OOJHMYHHTE JIUCTOBE C€ MPE/ACTABAT Hall-KbCHO 10 1 AeH cien u3naBaneto M. 3AC
W3/1aBa BXOAANI HOMEpP Ha OOJHMYHMAT JIMCT W 3a€JHO C HEOOXOAMMHTE JOKYMEHTH ce
npenpama B HAIIL.
- excriepTHuTe pemenus Ha TEJIK ynoctoBepsiBat mpolieHTa Ha HETPYAOCIOCOOHOCT Ha
pabOTHUKA U CIIYXKHTesl, IIPECTABAT Ce Ha TUPEKTOpa U ce ChXpaHABaT B JHMYHHUTE JOCHETA
Ha JIM1IaTa.

JlocTen [0 AaHHHUTE 3a 3APaBHOTO CHCTOSHHME Ha PabOTHHIMTE W CIYKHTEIUTE B
yuunumie umar aupekrop, 3/IVJl, 3AC u cayx0ata o TpyaoBa MeaMIIMHA.

V. Cnbupane, odpaboTBaHe, CbXpaHeHHe H 3alIHTA HAa JIHYHHTE JaHHH B
PerucThpa Ha TPYAOBHTE 3JIONMOIYKH
.15, 3AC Ha y4MIMIIETO € JUIbKEH [1a BOAM KHHTa 32 PETHCTPHpaAHE aKTOBETE 3a TPY/AOBH
3JI0TIOSYKH.

1. PeructepsT Ha TpyIOBHUTE 3JONONYKH CBHIbPXKA CJEIHMTE JAaHHH: HOMEp M Jara Ha
AeKapanuaTa, BXOJAAI HoMep Ha Jeknapauusta B HAIL, TpuTe uMena Ha mocTpajganus,
EI'H na noctpananus, MACTO Ha 3JI0MOJyKaTa, BpeMe Ha 3JI0M0JIyKaTd, HOMEp M Jara Ha

pasnopeXXJaHeTO Ha HAIIza IMPpHEM HJIM OTKa3 Ha 3JIONIOJIYKaTa, MOCICAUIH OT 3JI0IT0JIyKara.

2. PeructoppbT Ha TPYIOBUTE TONOJIYKH ce chxpanssa oT 3AC.



3. JloCThIl 10 AAHHUTE Ha JIMIETO NPETHPISIIO TPYAOBa 3JI0TOIyKa UMaT gupekropa, 3 Y/ u
3AC.

VI. Croupane, odpaboTBane, cbXpaHeHHe H 3alIMTA HA JIMYHHTE JAHHH HA YYeHHIHTE

Yn.16. Beeky y4eHHK NIPH NOCTBIBAHE B YUMIIUIIE HMA JINYHO JOCHE, KOETO ChABPIKA:

1. MeauimHcka 31paBHO-NIpoGUIAKTHYHA KapTa; MMYHH3alHOHEH acnopt. Te3u JOKyMeHTH
Ce ChXpaHsABaT OT MeJIMLIMHCKaTa cecTpa. [Ipu HanyckaHe UM IpeMecTBaHe T € JUTBXKHA Ja
npejaze JOKyMEHTHTE Ha pOAUTENUTE Ha yUeHHUKa.

2. 3asB/IeHME 3a NIOCTHIIBAHE B YYMJIMINE, KOIIUE OT aKTa 3a paxkaaHe. 3AC cbXpaHsBa IisiaTa
0a3a JaHHM 3a yYEHHULUTE M TEXHUTE POJIMTENH B eJIeKTpOHHaTa cuctema Ha MOH.

3. KynacHuUST pBKOBOAMTEN ChXpaHSBa 3asBICHUATA 3a OTCHCTBHS 110 CEMEMHM TIPUYHHH,

napagupaHu OT Hero.

VII. Peructbp ,,Buneonadnwonenue”

Yan.17. (1) Buneonabmnionenuero ce ochuiecTssra ot ¢gupma ,.JJUMAKC COI* OO/I.
JlaHHuTe ce MOnBJBAT aBTOMAaTMYHO OT JIEHOHOIIHO BHIeoHaOmomeHue (Buacoobpa3) 3a
JBUKEHHETO Ha CIYKUTEIUTE W MOCETUTEINTE KbM IMOIXOAUTE HA YUWIIMIIETO. 3arnucuTe C
BHI€000Pa3HK Ce ChbXPaHABAT Ha IIEPCOHAJIEH KOMITIOTHP, MOHTHPAH B KabuHeTa Ha JlupekTopa.
(2) JlanHuTe B pErMcTHpa ce IMpPefOCTAaBAT AOOPOBOTHO OT JHIATa IIPH BIM3aHETO MM B
crpagara Ha OV ,Oren Ilaucuii” — rp. Kuexxa. Ha BxojoBeTe Ha crpajara ca IOCTaBeHH
npeaynpeanTennn Tabenu, ye oO0eKTBT ce HamMHupa INOJA TNOCTOSHHO BHAeOHAOIIONeHHE.

HaHHHTe OT TO3H PETrUCThLP CC ChXpaHABaT €IHH MECEII.

(3)Hp0HYCKaT€HHHHT PEXHM B YUHUITHIIE M 3alllMTaTa Ha JAYHUTE JaHHHU CE€ OCBIICCTBIBA OT

JEKYPHHSA YUCTAY-XUTHCHHCT.

VIIL IIpaBa H 3aAb/sKeHHA HA JIHHATa, 00paboTBaIM JHYHH JaHHH.
Y. 18. (1) JInne no 3aumTa Ha THYHKUTE JaHHU € JIUpeKTOPBT Ha YYUITHIIETO.

(2) JInueto no 3anyTa Ha JIMYHUTE JAHHH MMa CIICAHUTE TIPaBOMOLIHS:

1. OCHIypsiBa OpraHu3alKATa 110 BOJEHE Ha PErUCTPHTE, CHIVIACHO MPEIBHACHHTE
MEpKHM 3a rapaHTHpPaHe Ha a/IeKBaTHa 3alluTa;
2 CIIE/IH 3a CIIa3BaHETO HAa KOHKPETHUTE MEPKH 3a 3allMTa M KOHTPOJ Ha J0CThIa

cb0Opa3Ho, cnenu(puKaTa Ha BOICHUTE PETHCTPHU;



3. OCBILECTBSABA KOHTPOJI 10 CM1a3BaHe Ha M3MCKBAHMATA 3 3alllMTa HAa PETUCTPUTE;

- nouibpka Bpb3ka ¢ Komucusara 3a 3ammra Ha JIMYHMTE JaHHH OTHOCHO
NPEANPUETHTE MEPKH M CPEJICTBA 3a 3allliTa Ha PETUCTPUTE M IMOJAJECHUTE 3asBJICHUS 3a
NpeOCTaBSHE Ha JIMYHH JaHHHU;

o KOHTPOJIMpa CNa3BaHETO Ha IIpaBaTa Ha NOTpeOMTEIUTE BBB Bpb3Ka C
pErucTpUTE U NPOrpaMHO-TEXHUYECKHTE PECYPCH 3a TAXHATa 00paboTKa;

6. crieuUIUpa TEXHUYECKUTE PecypeH, NpUilarady 3a obpaboTka Ha JNUYHUTE
JaHHH;

7 ClIe/IM 3a Cla3BaHe Ha OpraHu3allMOHHaTa npoueaypa 3a obpaboTBane Ha
JMYHUTE JJAHHHM, BKJIOYBAIlla BpEMe, MACTO U pea npH obpaboTBaHe, upe3 perucTpauus Ha
BCHYKH M3BBPIIEHH JHCTBUS C PETUCTPUTE B KOMITIOTBPHATA Cpe/a;

8. OIpeleNs pell 3a ChbXpaHABaHE M YHHINOKaBaHe Ha HH(POPMALIMOHHN HOCHTEIIN;

9. NpOBeXkAa NEepPHOAMYEH KOHTPOJ 3a Cla3BaHe HM3UCKBAaHMATA MO 3allMTa Ha
JIAaHHUTE U TIPYA OTKPUTH HEPEJHOCTH B3€Ma MEPKH 3a TAXHOTO OTCTpaHSBaHE.

(3) JIuuero mo 3amKTa Ha JMYHUTE JaHHH MOE Jia JIeJlerHpa CBOMTE IbJIHOMOILUS
M3IU10 U/MIM YaCTUYHO Ha APYTH JIUIA.

Y. 19. CayxuTenure Ha yUUIHUIIETO ca JUTHKHU:

L. Ja 00paboTBaT TMYHM JaHHM 3aKOHOCHOOPa3HO M J0OPOCHBECTHO;

. Jla M3MOJI3BAT JIMYHHUTE JJaHHHM, 10 KOMTO MMAT JOCTHI, ChoOpa3HO LENUTE, 3a
KOHTO ce ChbOHpaT, ¥ 1a He ' 00paboTBaT JOMBIHUTENIHO 110 HAYMH, HECHBMECTHM C T€3H LeJIH;

3. J1a aKTyanu3upaT perucTpUTe Ha TMYHHUTE JaHHU (TIpU HeoOXOAMMOCT);

4, Ja 3ajMyaBaT MJIH KOPUIMpaT JIMYHWTE NaHHM, KOraTo ce yCTaHOBM, 4e ca
HETOYHM WJIM HENPOINOPILIMOHAJIHY 110 OTHOLIEHHE Ha LIEJIUTE, 3a KOUTO ce 00paboTBaT;

0 Ja MOAABPKAT JIMYHHUTE JIaHHU BB BHJI, KOWTO N03BOJISIBA HAEHTU(PHIIMPaHe Ha
CHOTBETHUTE (PU3MYECKHU JIMIIA 3a MEPUOJ HE TMO-ABJIBI OT HEOOXOAUMHS 3a LIETHUTE, 38 KOUTO
Te3H JaHHHU ce oOpaboTear.

6. Jla He pa3rjiacsiBar JMYHH JaHHHM, 10 KOHTO ¢a MOJYYHIIH JOCTHII IIPH H 10 TIOBOJL
H3IIBJIHEHKE HA 3ab/DKCHUATA CH.

Yn. 20. (1) 3a wHecnasBaHeTo Ha pasnopeadUTe Ha HACTOSAIIATA WHCTPYKIMUS

CIYNXUTEJIHUTE HOCAT a/IMUHUCTPAaTHBHA OTTOBOPHOCT.



(2) Axo B pe3ynTar Ha AeiCTBUSATA Ha CHOTBETEH CIIYKUTEN 0 00paboTBaHe Ha JIHYHH
JIAaHHHM €a [IPOM3TEKIIM BPE/IM 3a TPETO JIMIIE, CBIIOTO MOXKE J1a MOTHPCH OTTOBOPHOCT 110 pejia
Ha OOIIOTO TpakIaHCKO 3aKOHOAATeICTBO MWIIM MO HakasaTelleH pel, aKo CTOPEHOTO

IIpeacTaBlIsiBa NMO-TEXKO NEAHME, 3a KOCTO CE MPEABMIKAA HAKa3aTeJIHA OTTOBOPHOCT.

NPEXOJHH H 3AK/IIOYUTEJIHMU PAZIIOPEABH

& 1. Ta3u HHCTPYKIMA ce W3/aBa OT JUPEKTOPa Ha YYHIIMIIETO HA OCHOBaHHE uil.23
an.4 or 33JI11 u Hapenba Ne 1 ot 30.01.2013r. 32 MHHMMAaTHOTO HMBO Ha TEXHHYECKH M
OpraHM3allMOHHM MEPKH M JIOIyCTHMMMS BMJ Ha 3alliTa HA JUYHUTE JaHHHW, WU3JajJeHa OT

KomucusTa 3a 3amuTa Ha TUYHUTE JaHHH.
& 2. JIeHCTBMETO HA HacTosLIaTa MHCTPYKIIUSA BaXKH 3a PHKOBOACTBOTO Ha
YYUJIMILETO, MENarorMyeckus U HEeNeJarorMyecky NMepcoHal M yYeHHUIUTE.
& 3. JlupeKTopbT Ha YYWIMOIETO 3all03HaBa IENds KOJEKTHB C
HacTosmara MaCcTpyKIus.
& 4. Heusnbinenuero Ha MHeTpyKLMsATa € HapyllaBaHe Ha TpyaoBaTa JHUCLHILIHHA
U ce Hakaspa chIiiacHo aerctpamuTe B KT pasnopendu.
& 5. KOHTpONBT 110 M3N'BJIHEHHETO e Bb3nara Ha 3/IV]I.
& 6. UncTpykuusTa e yIBbpaeHa cbe 3anoBen Ne92(0/14.09.2023 r. Biau3a B cuia

or 14.09.2023 r.



