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XYA0KEeCTBEHHO-3CTETHUECKOr0 pa3BUTHs BOCITUTAHHUKOB Ne 14 «Cxaska»

1. O0mme MoJI0KeHHUNA

1.1 Hacrosimuii JOKaNbHBIA aKT OMNpeneNseT IOpANOK BEICHHS JIMYHBIX eI
negaroros ¥ pabotaukos B MBJIOY netckom cany Nel4 «Ckaska» (nanee JJOVY).

1.2. JInunoe neno pabOTHHKA — COBOKYITHOCTh JOKYMEHTOB IEPCOHAIBHOIO y4eTa,
COJepIKalIMX CBEIEHUs O pabOTHUKE U €ro TPYAOBOH JeATeIbHOCTH.

1.3. Tlopsimok paspabotan B cooTBeTcTBHH ¢ TK PO, ®OenepalbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mepcoHaJbHBIX HAaHHBIX», MeTOANYECKUMHU
pekomennauusimu PocapxmuBa, Ykazom [Ipesugenta or 30.05.2005 Ne 609 «O6
yTBepkaeHUH [loloXeHWs © TepcOHaNBHBIX JAaHHBIX TIOCYAapCTBEHHOIO
cayxawmero Poccubickod @enepauud M BEACHHM €ro JIMYHOrO Jejay,
KOJUUJIEKTUBHBIM JI0roBOpoM # ycrasom J[OV.

2. ®opmMHupOBaHHE JIHYHBIX J€J1 pA00THHKOB

2.1. Jlmunoe neno paboTHuKa GopMupyeTcs He Io3[Hee NATH pabouux IHEH co
IHs 3aK/IH0YeHUs TPYAOBOIO JOTOBOpa W TOJBKO MOCHE MOIy4eHHs: OT paboTHHKA
cornacus Ha 00paboTKy ero nepcoOHaNbHbIX JaHHBIX

2.2. Tlpu noctynneHuy Ha paboTy paOoTHUK NpenocTapiseT (IpH HATHYHH):

« MACMIOPT WM MHOM JOKYMEHT, YIOCTOBEPSIOLIHI JINYHOCTD;
. aBTOGHOIpaduIo;



. 3asiBJICHUE O IIpHeMe Ha pabory;

. JIOKYMEHT, KOTOpbI  TMOATBEPXKJAET  PErHCTpalMilo B CHCTEME
WHIMBHIYaJbHOIO MEPCOHH(HULUMPOBAHHOIO Y4era, B TOM HHCIC B bopme
3NIEKTPOHHOTO JOKyMEHTa, MO0 CTpaxoBoe CBHACTENBCTBO IOCYNAapCTBEHHOTO
MeHCHORHOTO CTPAXOBAHHS, 32 HCKIIOYSHHEM CITydaeB, KOrja TpyI0BOH 0roBop
3aKJTI0YaeTCs BIIEPBbIE;

. HIeHTH(GUKALMOHHBIN HOMEP HAIOTOIIaTeIbIIMKA,

. JIOKYMEHT BOMHCKOTO yueTa (ZU1si BOSHHOOOA3aHHBIX JIHII);

. IOKyMeHT 00 o6pa3oBaHHH;

B aTTeCcTAllHOHHBIN JIHCT,

. CIIpaBKy O Hanw4uy (OTCYTCTBHH) CyAMMOCTH H (HIIH) (hakTa yrojaoBHOIo
npeciieI0BaHus;

B CrpaBKy O TOM, SIBJIAETCA MM He SBJIAETCS JMIO MOABEPIHYTHIM

aZIMHHHCTPaTHBHOMY HAKa3aHHIO 3a MOTped/ieHHe HapPKOTHYECKAX CPEeICTB MK
IICHXOTPOIHBIX BeLleCTB Oe3 Ha3Ha4YeHWs Bpaya nu0b0 HOBBIX TNOTEHIHAIBHO
OMAacHbBIX ICHXOAKTUBHBIX BEIIECTB;

. TPYZIOBYIO KHHXKKY H (HMJIH) CBEICHHA O TPYHLOBOH NEATEIBHOCTH, KPOME
ciIy4aeB, Korga pabOTHHK NPHHUMAETCA Ha paboTy BrepBBIE HIIM HA yCIOBHAX
COBMECTUTENIBbCTBA,

. MEIMIIMHCKYO KHUXKKY,
. CBHJETENILCTBO O Opake;
" CBHJIETEIBCTBO O POKICHHUH JETEH.

2.3. CriemWaycT 1o KaapaMm (AeI0npor3BoIuTeNb) 0GOpMIISeT:

« JTHYHYIO KapTouKy 1o dopme Ne T-2;

« npuKas o npueme Ha paboTy (0 nepeMelleHHH Ha IpyTHe IOJIKHOCTH);
« TpPY/IOBOI ZOTOBOP B ABYX 3K3eMIUIAPAX;

 IOJKHOCTHYIO HHCTPYKIIHIO.

2.4. TlepuuHoe ohopMIICHHE JIMYHOTO [e1a IPEay CMaTpHBACT:
a) IPYCBOEHKE JIMYHOMY JIely HOMepa COTTIacHO JXypHaITy ydeTa JIMIHBIX 1€,

6) mpocTaBlneHHe HA OOJOXKKE JIMYHOrO JeNia CNEIYIOMMX PEKBU3UTOB: MHICKC
nernia (B COOTBETCTBHH ¢ HOMeHKIaTypo# nen JIOY); monHoe HanMeHOBaHHE H0Y;
HOMep JIMYHOrO 7ena; (Gamuius HMs OTYECTBO paGoTHHKa B HMEHHTEIIBHOM
nazje)ke; JaThl — FoJl Hayasia U rojl OKOH4YaHHs BEICHUS JeNla; KOJIHIECTBO JIHCTOB;
CPOK XpaHEHHs,



B) NOMEIIEHHe AOKYMEHTOB, MOIEKAIMX XPAaHEHHIO B COCTaBe JIMIHBIX N€], B
XPOHOIOTHYECKOM MOpPsIKe:

BHYTPEHHsIs OITHCh OKYMEHTOB JI€J1a;

« JHCT C OTMETKaMH 00 O3HakoMiIeHWHM pabOTHHKa C TepelaHHbLIMH M3
JIMYHOTO JIENa;

o JIMYHBIN JTUCTOK MO Yy4YeTy KaJapoB,

« aprobHorpadus;

« QaHKeTa,

« 3asBlEHHE O IpHeMe Ha padoTy;

. coryiacue Ha 00paboTKy NMepCOHAITBHBIX JaHHBIX,

« IIpHKa3 o ImpHeMe Ha paboTy;

o JIOJDKHOCTHAsI HHCTPYKLIHA;

« TPYIOBOH JOrOBOP;

« JOrOBOp O MOJHOW MaTepHalbHON OTBETCTBEHHOCTH (ecnu pabOTHHK —
MaTepHATbHO OTBETCTBEHHOE JIMILO);

« XapaKTEePUCTHKH H PEKOMEHMATEIbHBIC MHChMA,

e aTTECTALIMOHHBIE JIUCTHI;

« pe3ynbTaThl MPEBAPUTENBHOrO W 00A3aTENBHBIX  MEPHOIMIECKAX
OCMOTPOB;

e JUCT C OTMETKAaMM O pe3yibTaTax €KeroJHOH MPOBEPKH COCTOAHHA
JIUYHOTO Jena;

2.5. JIucThl IOKYMEHTOB, TOMELIEHHBIX B JIHYHOE J1€710, IIOUISKAT HyMEpALHH.

2.6. JIoKyMeHThl TMOMEINAKTCS B TMANKY-CKOPOCIIMBATE/E. IIpy yBONBHEHHH
pabOTHHUKA MIPOIINBAOTCS U CAIOTCS B apXHB.

2.7. BHyTpeHHssI ONMMCh NOKYMEHTOB, MMEIOIIMXCA B JIMYHOM Jene, NOJDKHA
COZIepiKaTh CBEEHMS O MOPSANKOBBIX HOMEpaX, HAMMEHOBaHUAX IOKYMEHTOB 11€]1d,
KOJIMYECTBE JIACTOB, JaTaxX BKJIIOYEHHS JOKYMEHTOB B JIMYHOE JENI0 W U3BATHA H3
nena, a TakKe KeM M3BAT JOKYMEHT H [0 KAKOH MPHYHHE.

2.8. BHyTpeHHSsSI OIMCh COCTABJIAETCS HA OTACIBHOM JIHMCTE IO YCTAHOBJIEHHOM
dopme. JIuCTEI BHYTPEHHEH OMHCH HYMEPYIOTCS OTACIBHO.

2.9. TTpu MOArOTOBKE MHYHBIX AET K Mepelaye Ha XpaHCHHE K BHYTpPEHHEH ONHUCH
COCTARJISETCS HTOroBas 3alHCh, B KOTOPOM yKa3blBaeTCs LH(paMu M MPONHCHIO
KOJTMUECTBO BKJIIOUESHHBIX B HE€ JOKYMEHTOB H KOJIMYECTBO JTUCTOB ACTIA.

3. Benenne JUYHBIX A€/l pAa00THHKOB



3.1. JIugHOe [e0 BeIeTCs B TeYeHHE BCEro meproza padoThl KaXIoro rneaarora u
paborHuka JOVY.

3.2. JlaneHeifiee BeleHWE JHYHOrO neia pabOTHWKA TNpenycMaTpUBacT
OMeIleHHe B /€0 HIOKyMEHTOB, oOpasylolmuxcs B mpouecce pabouei
NeATeIFHOCTH ¥ MMEIOLIUX 3Ha4YeHHe [UIsl TPYJOBbIX OTHOMIEHUH:

e JIOTIOJTHEHHWE K JIAYHOMY JIMCTKY IO YYETY KaJpOB;

« yBemOMIEHHS 00 W3MEHEeHHAX 00A3aTebHBIX YCIOBHH TpPYIOBOTO
JIOrOBOpA;

« JIOTIOJIHUTEJIbHBIE COTJIAlIEeH s K TPYAOBOMY 10T0OBOPY,

« KOIHMH IPHKA30B I10 TMYHOMY COCTaBY, KOTOPbIE KacaloTCs paboTHHKA;

« ynocToBepeHHsi MO OOYYEHMIO M NpOBEPKe 3HAHWA MO OXpaHE TPYHa,
TOKapHOM 6e30IMaCHOCTH, OKa3aHHIO MePBOi METHUIMHCKOM ITOMOILIHN;

e JIHCT — 3aBEPUTEJIb ena (COCTABIAIOT [TPH Cia4ye JINYHOTO Jeia B apXxHB);

« HWHBIE TOKYMEHTBI.

3.3. B nuuHble Jiena He MOMENATCsd HJOKYMEHTHI, HMEKOIIHEe BTOPOCTENIEHHOE
3HaYeHHe W CPOK XpaHeHus meree 10 yer BKIHOYMTENbHO. Takue JOKYMEHTHI
XpaHATCs B MOPTGHOIHO COTPYAHHKOB (KOMHM ITOKYMEHTOB O TIOBBIIICHHH
KBaTH(PHUKALIMK; KONHH IpaMoT, cepTH(hUKATOB) B METOJAHIECKOM KaOWHETE U B
celidhe KaIpOBOH CIIYHKOBI.

3.4. PaboTHHK 3HAKOMHUTCS C JIHYHBIM JI€JIOM. 00 >ToM nenaeTcs OTMETKA B JIMCTE
O3HaKOMJICHHA paﬁommca C JJTHYHBIM ICIIOM.

3.5. O3HakOMJIeHHe C JelOM I[POHCXOAMT HCKITIOYMTENPHO B KaluHere
3aBeyIOMero B MPHCYTCTBHM CHNELMAIMCTA M0 Kanpam, ACJIONPOU3BOMHTEINS.
3anpemiaeTcs BRIHOC Je/1a U3 KaOHHeTa.

3.6. Beimaua KOmMii JOKYMEHTOB K3 JIMYHOIO Jeja MPOH3BOAUTCA IO JHIHOMY
3asBICHMI0 PAOOTHMKA M C paspemeHus 3asemyromero. Komu IOKYMEHTOB
JIOKHBI OBITh 3aBepeHbl W MpPEeOCTaBIeHbl PabOTHHKY B TEYEHHE TPEX IHEH Co
JIHS TI0a4H 3asBICHHS.

3.7. W3psaThHe OTHEABLHBIX [OKYMEHTOB M3 JIHYHOrO Jejia MNPOU3BOJHUTCA C
paspeluenus 3asexywomero JJ0Y ¢ odopmieHHeM COOTBETCTBYIOLIEH 3alHCH B
rpade «IIpumevanue» BHyTpeHHeH omucH. [Ipn BpeMEHHOM H3BATHH IOKYMEHTa
Ha ero MecTo (MeXIy JIACTaMH COCEIHHX JOKYMEHTOB) BKJIa/IbIBAaeTCs CIpaBKa-
3aMEeCTHUTEllb ¢ yKAa3aHHeM JaThl U IPUYHH H3bATHS C IONHMCHIO JIMIA, BHIIABIIETO
JIOKYMEHT, M TTOMKUCHIO JTHLIA, TIOTyYHBIIEro €ro BO BpEMEHHOE MOJIb30BaHHe.



3.8. B mensx obecriedeHnss KOHTPOJIA 32 COXPAHHOCTBIO ¥ aKTYaIbHOCTBIO JIMYHBIX
nen B JIOY exeronso (He mo3auee | kBaprana roja, CliefyIoOIIero 3a OTYETHBIM)
MPOU3BOAUTCS MPOBEPKA WX HATMYNSA H COCTOSHHS.

3.9. ExeroaHyio NpOBEepKYy COCTOSHHS JIMYHBIX JIeJl Ha NPeaMET COXPaHHOCTH
BKJTIOYEHHBIX B HEro JOKYMEHTOB IPOBOIMT CIELHAIbHO co3aaHHas KoMuccus. O
NPOBEJIEHHBIX MPOBEPKaxX HeTaeTcs OTMETKa B JICTE O pe3ylbTarax €XeroJaHOu
NPOBEPKH COCTOSIHHS W HAJTMYHS JIMYHOTO JeNa H COCTaBIAeTCs akT. Pe3ynbrarsl
NPOBEPKM JTUYHBIX e/l B 00s3aTebHOM IOpPSIKe NOBOAATCA 1O 3aBEQyIOLIEro
JOV.

4. XpaHeHue ¥ y4eT JTHYHBIX e padoTHHKOB

4.1. XpaHeHue U y4eT JHYHBIX Jel negaroros u pabotaukos JIOY opranusyrorcs
C LEeNbl0 OBICTPOrO MOWCKA JIMYHBIX Jel, OOecreyeHHss HX COXPAaHHOCTH H
KOH(HIEHIMATBHOCTH CBEIEHUH, CONeP)KAIUXCs B IOKYMEHTaX JIMYHBIX €M, OT
HEeCaHKIIMOHUPOBAHHOIO AOCTYIA.

4.2. Jluunsle pnena pabOOTHWUKOB, [O/DKHOCTHBIE MHCTPYKIMH XpaHATCA Yy
CHIeLMANUCTa MO KaapaM B CHENHATBHOM MeTaummdeckoM ceiide. JlmuHbie
KapTo4KH 1Mo yHHpuumpoBaHHo# Gopme Ne T-2 XpaHATCs OTAETBHO.

4.3. TpynoBble KHHXKH, MENULMHCKAE KHIKKH XpaHATCA B ceiidpe KampoBoii
CITYKOBL.

4.4, [locTyn K JTWYHBIM AejaM pabOTHHKOB HMEIOT TOJIBKO CIIELHAIUCT 0 Kaapam,
NeJIONPOU3BOAUTENb, 3aBEAYIOIUN JHOO 3aMECTUTENH 3aBEIyIOIIEro IpH
HCIIOJIHEHUH 00sa3aHHOCTeH 3aBeaytomero [JOVY.

4.5, Cucremarysanus JUYHBIX A€l pabOTHHKOB NMPOM3BOAMTCA B an(aBUTHOM
MOps/IKe.

5. OdopmiieHHe THYHBIX eI pAa00THHKOB Mepea caa4vei B apXuB

5.1. OdopmieHde JWYHBIX JAen JUld MEpefayd B apXUB IMPOHU3BOIUTCA
KOMMCCHOHHO. DTa MpoLeaypa BKIHOYaeT:

« TIONMIMBKY (Meperuier) aena;

¢ YTOYHEHWE HyMepalHH JUCTOB JIea;

e COCTaBJICHHUE JIUCTA-3aBEPUTE]IA,

« cocTaBleHHe (YTOYHEHHEe) BHYTPEHHEH OIUCH;



« BHECEHHE YTOYHEHMH B PEKBH3HTHI JIMIIEBOH 0OJI0KKH Aena.

5.2, JIuct — 3aBepuTeNb JeNa JO/KEH IOIMUCATh ero COCTaBHTENb, IPH 3TOM
nenaeTcs pacA(pPOBKa AOKHOCTH | IIOITHCH, IPOCTaBiseTcs nara. B mponecce
WCTIONB30BAHUS  APXMBHBIX [JOKYMEHTOB B  JIHCTe-3aBEpUTENIE  JIEJIArOTCA
COOTBETCTBYIOIIHE OTMETKH.

Ecnm meno TMOAIIMTO ©O€3 JHMCTa-3aBepUTeNs, TO €ro CICAyeT HaKJICeUTe Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKKH Jierna.

5.3. C uenpro obecrieyeHUss COXPaHHOCTH JIHIHBIX ]I PEKOMEHYeTCA:

. 06beIMHAT WHAMBHIyaIbHBIE THYHBIE [€Na YBOJEHHBIX PabOTHHKOB B
ofHy 06n0kKy (0OBEOUHEHHOE JIEN0) ¢ TAKUM pacyeToM, yToOBI 00BEM J€Na
(Toma) He npessnual 250 1UCTOB (IMyTeM CIIMBKH MaTepHaloB HHANBHIYaTbHBIX
e 10 rojiaM YBOJIbHEHHS);

. pacrofiaraTh MaTepHallbl HHIMBHIYaTbHBIX €] B MPEAenax Aena (Toma) B
anbaBuTHOM mnopsake (MOpaMHIBHO), OTAENSA MaTepHallbl, OTHOCAIIMECH K
pa3HEIM UHAWBHILYAIGHBIM Je7laM, YHCTHIM JIHCTOM OyMaru ¢ yKasaHueM Ha HeM
(haMHIHH, IMEHH ¥ OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYIHHKA;

. cHabXkaTh Kaxkaoe OOBeIMHEHHOE /e0 (TOM) BHYTPEHHEH OIMCBIO C
nepeurcienreM (GaMuIMH, UMEH H OTYECTB M yKa3aHHWeM HOMEpOB CTpaHHLl, B
npefenax KOTOPBIX PAacIONOKEHbI COOTBETCTBYIOMIHE NOKYMEHTBL.

5.4, Tlepenaya JTMYHBIX el B apXUB OCYLIECTBIAETCA HE MMO3AHEE TPeX JIET IIOCIIC
3aBeplleHWss HX B  [EJONPOM3BOACTBE B  COOTBETCTBHH C rpadHUKOM.
[IpesBapuTeNbHO  CIEHMMATACTOM [0 KajgpaM [POBEpAETCA IONHOTA U
[PaBUIBEHOCTH MOATOTOBKH JIMYHBIX /€N K nepesaye. BEIABICHHbBIC NPH IPOBEPKE
HEJIOCTATKM  yCTpaHsiorcs  jAenonpousBoautenem. Ilepemasa ¥ mpHeM
MPOHM3BOAATCS MO OIHCH € POCTAHOBKOH OTMETOK O HATMYIHH JIHYHBIX JE]L.

5.5. JluuHele nena pabOOTHHMKOB, 3aKOHYEHHBIC [1€I0NPOM3BOACTBOM O 1 stHBaps
2003 rona, xpausaTca 75 nert, nocie 1 suBaps 2003 roxa — 50 ser. JIuuHble Aena
3aBeyrouiero, riiasHoro Oyxranrepa JIOY umeror MOCTOSIHHBINA CPOK XpaHEHHS.

6. OTBeTCTBeHHOCTH paboToaaTens U pabloTHHKA

6.1. Tlemaroru u paborHuku JIOY o00s3aHBl CBOEBPEMEHHO NPEACTABIATH
cBeleHHs 00 M3MEHEHHH CBOMX MEPCOHAIbHBIX JAHHBIX, BKIIOYEHHBIX B COCTaB
JUYHOTO Jiena.



6.2. PaboTonarens 00eCreunBaeT:

« COXPAHHOCTH JIMYHBIX JI€] pabOTHHKOB;
« KOHOMIEHUMATBHOCTh CBENEHMH, COACPXKAMMXCA B JIHYHBIX J€IaX
pabOTHHKOB.

7. lipasa paGoToaareisi H pabOTHHKA
7.1. [lenaroru u padorHuku JI0Y UMeErOT Npaso:

nonydats nonHyro uHpOpMammio 06 o6paboTke CBOMX MEPCOHATBHBIX
JaHHBIX;

MoJTydarh JOCTYI K CBOMM MEPCOHATBHBIM IaHHBIM,

[10JTy4aTh KOMMH AOKYMEHTOB, XpaHALIHXCA B JIMTHOM JIEIIE;

TpeGoBaTh HCKIIOYEHHsS WM MCIPABICHHS HEBEPHBIX M HEMONHBIX
(MCKaXKEHHBIX) CBOMX MEPCOHATLHBIX NAaHHBIX.

7.2. Paboroparenb UMEET MPaBO:

« 0OpabaTeIBaTh TEpPCOHATbHBIC JaHHBIE PAOOTHHKOB, B TOM YMCIe H Ha
3/IEKTPOHHBIX HOCHTEJIAX;

« 3aIpalIuBaTh OT PaOOTHHKOB HH(QOPMALMIO, HEOOXOMHMYIO Ul BEACHHA
JTUYHBIX J1eJ1 1 00paboTKH NepCOHAIbHBIX AaHHBIX.



