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Ilos10:keHHe 0 MOPSAIKe BeeHUsN JUIHBIX J1eJ1 PA0OTHUKOB
MyHUIIUTIAJIBLHOTO 0011e00Pa30BATEIbHOI0 YUPeKAeHUs
OxoBenkoi cpeaneii 001eo0pa3zoBaTeJIbHON HIKOJIbI

1. O01ue mos10KeHU A

1.1 Hacrosimuii JOKaIbHBIM aKT OMpPEAesaeT MOPSIOK BEICHHUsS, y4eTa U XPaHEHUS JTMYHBIX

aen pabOTHUKOB MyHUIHITATBHOTO 00111€00pa30BaTEIILHOTO YUPEIKIACHUS
OxoBenkol cpemHeit  oOmieoOpa3oBaTenbHOM — MmIKONBI  (masee — oOpasoBaTelbHAs
OpraHu3aius).

1.2. Tlopsinox pa3pa®oTaH B COOTBETCTBUM ¢ TpynoBbIM KojekcoMm PD, dexnepanbHbIM
3akoHOM oOT 27.07.2006 Ne 152-®3 «O mnepcoHambHBIX [TaHHBIX», METOAMYECKUMH
pexomenaauusamu Pocapxusa, Ykazom Ilpesunenta ot 30.05.2005 Ne 609 «O6 yTBepx)aeHun
[lonoxeHns O NEPCOHANBHBIX JAHHBIX TOCYAApCTBEHHOIO CilyKamero Poccuiickon
@enepaui M BEIECHUU €ro JIMYHOTO J€la», KOJUIEKTMBHBIM JOTOBOPOM M Y CTaBOM
o0pa30BaTeNbHON OpraHu3aluu.

2. @opMUpOBaHMe JUYHBIX /ieJ] PA0OTHHUKOB

2.1. ®opMHpoBaHUE JIMYHOTO JieNa pabOTHUKA MPOM3BOIUTCS paOOTHHUKOM, Ha3HAYEHHBIM
JAUPEKTOPOM 00pa30oBaTeNIbHOM OpraHu3anuy (J1ajgee — OTBETCTBECHHBIN 3a BEJCHHUE JIEI).

JInanoe geno hopMupyeTcst He MO3HEe MATH padouuX JHEH CO HS 3aKIIOYCHHS TPYAOBOTO
JIOTOBOpA W TOJIBKO TIOCJIE€ TIOMy4YeHUs OT pabOTHHWKA corjacusi Ha o0paboTKy ero
MEePCOHANBHBIX TAHHBIX.

2.2. Ilpu nocTymiieHHr Ha paboTy pabOTHHK MPEIOCTABISIET (IPU HATHMYKH):

e IaCHOPT WM MHOU JOKYMEHT, YAOCTOBEPSIONIUI TUYHOCTB;

e aBTOOHMOTrpaduIo;

e 3asBIIEHHE O NpHEeMe Ha paloTy;

e JIOKYMCHT, KOTOpBII)'I MOATBCPKIAACT PErUCTpaliii0O B CUCTEMC HHIAUWBHIYAJIBHOI'O
NepCOHU(UITUPOBAHHOTO Y4€Ta, B TOM 4ucie B (pOpMe IEKTPOHHOTO JJOKYMEHTa,
1100 CTPaxOBOE CBHUIETENHCTBO FOCYAAPCTBEHHOTO NIEHCHOHHOTO CTPaxOBaHMUs, 3a
UCKJTIOUEHHEM CIIy4aeB, KOT/Ia TPYIOBOM JI0TOBOP 3aKJII0UACTCS BIIEPBEIE;

e UACHTH(UKAIMOHHBIM HOMEP HAJIOTOILIATEIbINNKA,

e JIOKYMEHT BOMHCKOTO y4eTa (JIIsl BOCHHOOOS3aHHBIX JIHII);



JOKYMEHT 00 00pa3oBaHuH;

aTTeCTAllMOHHBIN JIUCT,

CIpaBKy O HaaWduu (OTCYTCTBHH) CyauMOCTH © (wiu) (akra YroJgoBHOTO
pecIie/I0BaHus;

TPYIOBYIO KHIKKY W (HJIH) CBEICHHS O TPYAOBOW AEATEIBLHOCTH, KPOME CIIydaes,
Korjga pabOTHHK TNPUHAMAETCS Ha paboTy BIEpBbIE WM Ha  YCIOBHAX
COBMECTHUTEIIbCTBA,;

METUIIMHCKYIO KHIKKY;

CBHJICTEJILCTBO O OpaKe;

CBH/ICTEIILCTBO O POKICHUH JETCH.

2.3. Ob6pa3zoBarenbHas opraHu3anys ohopmIIseT:

NpUKa3 0 IpueMe Ha paboTy (0 mepeMeIlIeH!H Ha JPYTHe JOJKHOCTH);
TPYIOBOH JOTOBOP B JIBYX 9K3EMILIApaX;
JOJDKHOCTHYIO MHCTPYKIIMIO.

2.4. TlepBuuHoe oopmIleHHE JIUYHOTO JIeNa MpeycMaTpUBaeT:

a) MPHUCBOCHUC JIMYHOMY €Ty HOMEpPA COITIACHO XKXYpPHANy Y4CTa JIMYHBIX 6) IIPOCTaBJICHUC
Ha 00JIOXKKE JTUYHOI'O Jejia CICAYIoIMX PECKBUM3UTOB. MHIACKC J€Ja, IIOJHOC HAMMCHOBAHUC
O6pa3OBaT€HBHOﬁ OpraHu3aluy, HOMEpP JIHUYHOI'O ICJa, (I)aMI/IJ'II/IH UM OTYCCTBO pa6OTHI/IKa B

HMCHHUTCIIBHOM IIaJCKE, OAaThbl — I'0J Hadajla U roJ OKOHYAHU BCACHUS [€j1a, KOJINYECTBO

JIMCTOB; CPOK XpaHCHHUSI,

B) INOMCHICHUC NOKYMCHTOB, IIOJIC)KAIUX XPAHCHHUIO B COCTAaBC€ JIMYHBIX NOCJI,
XPOHOJIOTUYECKOM IIOPSIAKE:

BHYTPEHHSS ONKMCh JOKYMEHTOB JI€Na,;

JUCT ¢ OTMETKaMH 00 O3HAaKOMJIEHUU pabOTHUKA C MEPCOHAIBHBIMU JAHHBIMHU U3
JIMYHOTO JIeNa,;

JIUCT C OTMETKaMHM O pe3yibTaTax €XKeroJHOM MPOBEPKU COCTOSHUS JIUYHOTO JIENa;
JIMYHBIN JINCTOK 1O y4YETY KaJIpOB UM AHKETA;

AHkeTa ¢ ¢potorpadueit

aBTOOMOrpadus;

3asiBJIEHUE O IIpHeMe Ha paloTy;

IpUKa3 O MpueMe Ha paborTy;

[Ipuka3zel 0 mepeBoIax Ha APYTyIO paboTy

Komusa JAUIIIIOMaA, CBUACTCIIbCTBA 00 06p8,30BaHI/II/I, 06y‘{€HI/II/I, nepeo6yquI/m, ITOBBIICHUN
KkBanupuKaumn

TPYAOBOM JOTOBOD;

JonosHuTeNnbHBIE COralleHusl K TPyJ0BOMY JIOTOBOPY

[Ipuka3er 00 U3MEHEHUIX YCIOBHHA TPYIOBOTO JOTOBOPA

JIOTOBOP O TIOJIHOW MaTepualibHONH OTBETCTBEHHOCTH (eciu pabOTHUK —
MaTepualibHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTHKU U pEKOMEH/IaTelbHbIE TUChMA,

ATTCCTaHI/IOHHBIe JINCTBI

ITIpoTokonsl arrecTanuu

2.5. JIucTel JOKYMEHTOB, MTOMEIIEHHBIX B JIMYHOE JENI0, MOJIekKAT HyMEPAIIUH.

2.6. JIokyMeHTHI TOMEIIAIOTCS B MaNKy-CKopocuBarens. [Ipu yBonbHeHUH paOOTHUKA €10
MIPOIITMBAETCS] HUTKAMH U CHACTCS B aPXUB.



2.7. BHYTpeHHS OMUCHh JOKYMEHTOB, MMCIOIIMXCS B JIMYHOM JIeNie, JIOJDKHA COIEPIKaTh
CBEJICHUS O TIOPSAIKOBBIX HOMEpPax, HAMMEHOBAHUAX JOKYMEHTOB JIefa.

2.8. BHYTpeHHSIS OMHCH COCTABIISICTCS HA OTICIHHOM JIUCTE IO YCTAaHOBJIICHHOH (opMme.
JIucThl BHYTPEHHEH ONTUCH HYMEPYIOTCS OT/ACIBHO.

2.9. Ilpu noaroToBke IWMYHBIX JI€1 K Iepeladye Ha XpaHEHHWE K BHYTPEHHEH omucu
COCTABIISICTCSI UTOTOBAs 3alKCh, B KOTOPOH yKa3bIBaeTcs HMHU(ppamMHu U MPOMHUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIENa.

3. Beenue JIMYHBIX /1eJ1 pA0OTHUKOB

3.1. JIugnoe neno BeAeTCS B TEUEHHE BCETO Mepuoaa padboThl pabOTHUKA 00pa30BaTEIbHOMN
OpraHH3aIuH.

3.2. Benenue nuyHoOro Aena pabOTHUKA MPEeAyCMaTPUBAET MOMEIICHHE B JENI0 JOKYMEHTOB,
00pa3yromuxcsi B mporecce padoueit NesaTeIbHOCTH M MMEIOIIUX 3HAUCHUE IS TPYIOBBIX
OTHOIIICHUMN

e JIOIOJIHEHHE K JINYHOMY JIUCTKY 10 YYETY KaJpOB;

e JIOIIOJHUTEIIBHBIE COTJIAIICHUS K TPYJOBOMY JI0TOBODY;

e KONHHM IPUKA30B 10 JUYHOMY COCTaBY, KOTOpbIE KacatoTcs paOOTHHKA,

e OT3BIBbI JIOJUKHOCTHBIX JIUI[ O PAOOTHHKE;

e KOMNWM JOKYMEHTOB O NOBBILIEHUH KBATU(PUKALIH;

e KOIIUM cepTU(UKATOB, IPaMOT;

e JIMCT — 3aBEPUTEIIb JieNa (COCTABISIOT MIPU ClIaue JIMYHOTO JIeNia B apXUB);

[ ]
3.3.Pa0oTHUK 3HAKOMHTCS C JMYHBIM JEJIOM B TEYEHHE TpeX paboumx JHEH C JaThl
MOJTy4eHUs] OTBETCTBEHHBIM 3a BEJCHME JIeJ 3asBJIE€HHs C MpocbOoit 00 o3HakomieHuH. 06
3TOM JIEJIaeTCsl OTMETKA B JIMCTE 03HAKOMJIEHHSI paOOTHUKA C JINYHBIM JIEJIOM.

3.4. O3HaKOMJICHHE C JIEJIOM MPOMCXOIUT UCKIIOUYUTEIHFHO B KaOMHETE OTBETCTBEHHOTO 3a
BEJICHUE /I U B €r0 MPUCYTCTBUU. 3anpelaeTcs BBIHOC Jiea U3 KaOMHeTa.

3.5. Beytaya komuii TOKYMEHTOB W3 JIMYHOTO JeJia MPOU3BOJUTCS IO JTMYHOMY 3asBICHHIO
paboTHUKa M C paspelieHus AupekTopa. Komuu HOKYMEHTOB JOJKHBI OBITH 3aBEPEHBI U
MPEA0CTaBIICHBI pA0OTHUKY B TE€YEHHUE TPEX THEH CO JTHS MOJa4u 3asBICHUS.

3.6. U3bsTHEe OTAETHHBIX JOKYMEHTOB W3 JIMYHOTO JIeNia TPOM3BOJUTCS C pa3perIeHus
JIUpeKTopa 00pa30BaTeNbHONW OpraHu3aluud ¢ O(GOPMIIEHHEM COOTBETCTBYIOLIEH 3alucH B
rpade «I[Ipumedanue» BHyTpeHHed omucu. [Ipm BpeMeHHOM H3BATUM JOKYMEHTa Ha €ro
MecTo (MEXIy JHCTaMH COCETHHX JOKYMEHTOB) BKJIAIBIBACTCS CIpPaBKa-3aMECTUTENh C
YKa3aHUEM JaThl U IPUYMH U3BSATHUS C MTOANKCHIO JIMIA, BBIAABIIETO TOKYMEHT, W MTOANHCHIO
JILA, TIOJIYYHBIIETO €70 BO BPEMEHHOE I10JIb30BaHUE.

3.7. B nensx obecrieueHUs] KOHTPOJI 32 COXPAHHOCTHIO M AKTyaJlbHOCTHIO JIMYHBIX JIEN B
0o0pa30BaTeNbHON OpraHM3ally €XKEroJHO MPOU3BOAUTCS TPOBEpPKAa UX HAIWYUS U
COCTOSIHUSL.

3.8. ExeronHyto mpoBepKy COCTOSIHUS JIMYHBIX JIe] Ha IPEeIMET COXPAaHHOCTH BKIIOUEHHBIX
B HEro JOKYMEHTOB MPOBOJIUT CIEUHUATBHO co3JaHHas komuccus. O MNpoBeAEHHBIX
MIPOBEpKax JENaeTcsi OTMETKA B JIUCTE O pPe3yNlbTaTax €XeroJHOM NMPOBEPKH COCTOSHUSA U



HJINYMS JIMYHOTO Jena. Pe3ynpTaTbl NPOBEpKM JIMYHBIX J1€1 B 00A3aTENbHOM MOpPSAKE
JOBOJIATCS 10 TUPEKTOpa 00pa30BaTeIbHON OpraHU3alHH.

4. XpaHeHue U y4eT JUYHBIX el pa00OTHHKOB

41 XpaHeHue W Yy4yeT JIMYHBIX Jell PaOOTHUKOB OOpa30oBaTEIbHON OpraHU3aINH
OpPraHU3ylTCs C LIeJbI0 OBICTPOrO IOUCKA JIMYHBIX [JeJl, 00ECIeYeHUsI UX COXPAaHHOCTH U
KOH(HUICHIIMATLHOCTH CBEACHUH, CoOAepXalmuxcs B JOKYMEHTAaxX JIMYHBIX [€N, OT
HECAHKIIMOHUPOBAHHOT'O JJOCTYIIA.

4.2. Jlnunbie nena paOOTHUKOB XPAHSITCS Y OTBETCTBEHHOTO 3a BEJCHHE JIeTT B CICIUATBHOM
METaJUTMYECKOM ceide.

4.3. JlocTym K JUYHBIM JefiaM paOOTHHUKOB MMEIOT TOJIBKO OTBETCTBEHHBIN 3a BEJCHHE AeN U
TUPEKTOp 00pa3oBaTeNbHON OpraHU3alUM JIMOO €ro 3aMeCTUTENIM IpU HCIOJIHEHUU
00s13aHHOCTEH TUpeKTopa 00pa3oBaTeIbHON OpraHU3aIIH.

4.4. Cucremaru3anus JUYHBIX JIe] paOOTHUKOB MPOU3BOAUTCS B al(aBUTHOM MOPSIKE.
5. OdopmiteHne THYHBIX /1€ pAOOTHUKOB Iepejl caAaueil B apXuB

5.1. Odopmienne AUYHBIX J€d A NepeJaud B apXUB MPOU3BOJIUTCS OTBETCTBEHHBIM 3a
BEJICHUE JIeN1. DTa IpoLeaypa BKIOYacT:

e NOMIHUBKY (MEperuieT) aena,;

e YTOYHEHHE HyMEPAIMH JINCTOB JIEIIa;

e COCTaBJICHHUE JINCTA-3aBEPHUTEIIS

e cocraBieHue (yTOYHEHHE) BHYTPEHHEN OIKCH;

e BHECEHHE YTOYHEHHUI B PEKBU3HTHI JIUIICBOI OOJI0KKH JIea.

5.2. Jluct — 3aBCPUTCIIb J€JIa OOJDKCH IMOoANHCATh €ro COCTAaBUTCIIb, IPH 3TOM ACJIACTCA
pach/I(prBKa AOJDKHOCTH W TIOATIMCH, ITPOCTABJIACTCA JaTa. B Imponecce MUCIOJIb30BaHUA
APXUBHBIX TOKYMCHTOB B JIMCTC-3aBEPUTECIIC ACIIAOTCA COOTBETCTBYIOIIHUE OTMCTKHU.

Ecmu nmenmo mommmrto 6€3 JmcTa-3aBepUTENsl, TO €ro CIeAyeT HAKJIeHTh Ha BHYTPEHHIOKO
CTOPOHY OOJIOKKH JieTa.

5.3. C nenbto obecrieueHnst COXPaHHOCTH JIMYHBIX JI€T PEKOMEH/TyeTCs:

e O00BEAMHATH WHAWBUIYAIbHbIE JIHYHBIE J€a YBOJCHHBIX PAOOTHHUKOB B OJHY
00110kKy (00BEAMHEHHOE JIeJI0) C TAKUM pacueToM, yToObl 00beM jeia (ToMa) He
npesbiman 250 nuctoB (MyTeM CIIMBKH MaTEPUAIOB MHIMBHIYAIbHBIX JEI I10
rojJiaM YBOJIbHCHUS);

e pacroyiaraTh MaTepUalbl WHAWBHIAYAIbHBIX [ B Mpeaenaax jaena (Ttoma) B
andaBuTHOM TOpsiake (mMoGaMUIIBHO), OTAESAS MaTepHalibl, OTHOCAIIMECS K
pa3HBIM HWHAMBHIYAIbHBIM J€JaM, YUCTHIM JINCTOM OyMarw ¢ yKa3aHWeM Ha HEM
(baMHIIUH, UMEHH U OTYECTBA COOTBETCTBYIOIIECTO YBOJICHHOTO COTPY/IHHKA;

e cHaOkaTh KaxkJoe OObeqUHEHHOEe Jeno (TOM) BHYTPEHHEW OIHChIO C
nepevncicHreM (aMuwinid, UMEH U OTYECTB U YKa3aHHEM HOMEpPOB CTPaHUI], B
npejienax KOTOPhIX Pacio0kKeHbl COOTBETCTBYIONIHE JOKYMCHTHI.

5.4. llepemaua nMYHBIX [J€J1 B ApPXHUB OCYIIECTBIIAETCS HE IO3[JHEE TpexX JeT Iocie
3aBepIICHHUs] UX B JEJIONPOU3BOJCTBE B COOTBETCTBUU ¢ Trpaduxom. IIpensapurensHo



OTBETCTBEHHBIM 3a BEJICHHE JICI TPOBEPSIETCS MOJHOTA U MTPABUILHOCTH MTOATOTOBKY JTUYHBIX
JieN K nepefayde. BoisiBIeHHBIE PU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a
BeneHue nen. llepemada w mpueM TPOU3BOAATCS TO OMUCH C MPOCTAHOBKOW OTMETOK O
HAIMYUH JIMYHBIX JEl.

5.5. Jlnunblie nena paOOTHUKOB, 3aKOHUEHHBIC Aenonpon3BoacTBoM a0 1 saBaps 2003 rona,
xpansTcs 75 nert, nocie 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTesisi U padOTHUKA

6.1. PaGorHuku o00pa3oBaTENbHON OpraHU3alMyd OO0S3aHBI CBOEBPEMEHHO IPEACTABIATH
CBEleHUs] 00 M3MEHEHUU CBOUX MEPCOHAIBHBIX JAHHBIX, BKIIOUEHHBIX B COCTAB JIMYHOIO
Jena.

6.2. OTBeTCTBEHHBI 3a BEACHHWE JCN PAOOTHUKOB HECET IUCIUILUIMHAPHYIO W WHYIO
OTBETCTBEHHOCTH 32 pa3rialleHre KOH(OUICHIINATbHBIX CBEICHHM, COAEPKAIIUXCS B JIMYHBIX
JieTax, ¥ 32 MHbIE HAPYLICHUS NTOPSAAKA BEACHUS JIMYHBIX JEI.

7. lIpaBa paGoTonaressi 1 padoTHUKA
7.1. PaboTHHMKHN 00pa3oBaTeIbHON OpraHu3aIiid UMEIOT MPaBo.

e TIOJIy4YaTh MOJIHYIO HH(pOpMaLHIO 00 00pabOTKE CBOUX MEPCOHAIBHBIX TAHHbIX;

e IIOJIY4aTh JOCTYI K CBOUM IIEPCOHAIBHBIM JaHHBIM,;

e II0JIy4aThb KOIUU JOKYMEHTOB, XPaHALIUXCS B JINYHOM JICIIE;

e TpeOOBaTh MCKIIIOYCHHUS WIIM UCIPABICHUS HEBEPHBIX M HEMOJHBIX (MCKAKCHHBIX)
CBOUX IIEPCOHATIBHBIX JaHHBIX.

7.2. PaboTonarens UMeeET MpaBo:

e o0OpabaThiBaTh TI€PCOHANBHBIE JaHHBIE pAOOTHUKOB, B TOM 4YHCIE€ U Ha
ANEKTPOHHBIX HOCUTEISX;

e 3ampammuBaTh OT PaOOTHUKOB MH(MOPMAINIO, HEOOXOIUMYIO MJisi BEIACHUS JIMYHBIX
nen 1 00paboTKU MePCOHANBHBIX JTaHHBIX.



