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COI''TACOBAHO YTBEPX/IEHO

o0miero coopanus pabOTHHKOB MIPUKA30M JUPEKTOPa
AHOO «IlerepOyprckuii TUIei» AHOO «llerepOyprckuii Tuiein»
(mporoxkon ot 28.12.2020 ) ot 30.12.2020 Ne163

IHopsinok Benenust imuHbIX Aena padoraukoB AHOO «IletepOyprekuil iunein»

1. O01ue moJI0KeHUA

1.1 Hacrosimuii TOKagbHBIA aKT ONpenesieT MOPSJ0K BEICHUS, YUeTa U XpPAaHEHUS JIMUHbIX el
pabotaukoB AHOO «IletepOyprckuii mmein» (Jajiee — mKoa).

1.2. Tlopsinok pa3paboTaH B COOTBETCTBUH ¢ TpynoBbIM KojiekcoM PD, denepaibHbIM 3aKOHOM
o1 27.07.2006 Ne 152-®3 «O nepcoHANBHBIX MaHHBIX», METOIUYEeCKUMH PEKOMEHIAIUIMU
PocapxuBa, VYxkazom IIpesunenta ot 30.05.2005 Ne 609 «OO yrBepxaenun Ilonoxenus
0 NIEPCOHANBHBIX JAHHBIX TOCYJApPCTBEHHOTO ciyxaniero Poccuiickoin denepannu U BEICHUU
€ro JIMYHOTO JIeN1a», KOJUIEKTUBHBIM JJOTOBOPOM U YCTaBOM ILIKOJIBI.

2. ®opMupoOBaHHUe JHYHBIX €]l pA00THUKOB

2.1. ®opMupoBaHUE JUYHOTO Jejla pabOTHHKA MPOU3BOMUTCS pPabOTHUKOM, Ha3HAUYECHHBIM
JTUPEKTOPOM IIIKOJIBI (J1ajiee — OTBETCTBEHHBIN 3a BeneHue jen). Jlmunoe neno dopmupyercs
HE Mo3/7Hee MATH padouMx [HEH co AHS 3aKJIIOYEHUs TPYJOBOTO JOrOBOpa U TOJBKO IOCIHE
MOJIy4eHUs: OT pabOTHUKA coryiacus Ha 00pabOTKY €ro MepcoHalbHBIX JaHHbBIX.

2.2. Ilpu nocrymieHuu Ha paboTy pabOTHUK MPeIOCTABISET (PU HATUYHH):

e MAcMOPT WM UHOM TOKYMEHT, yOCTOBEPSIOUINIT TNYHOCTb;

e aBTOOHMOrpaduio;

e 3asBJIEHHE O IIpUEMe Ha paboTy;

e JIOKYMEHT, KOTOPBII MOATBEP)KIAET PErUCTPALIUIO B CHCTEME UHIMBUTyaIbHOTO
NepcOHU(UIIMPOBAHHOTO yUYeTa, B TOM YHCIIC B (JOpPME IIIEKTPOHHOTO JOKYMEHTA, TU00
CTPaxoBO€ CBUJETEIHCTBO FOCYAaPCTBEHHOTO MTEHCUOHHOTO CTPAaXOBaHMUS,
3a HUCKIIIOYEHUEM CITy4aeB, KOTla TPYJA0BOM I0TOBOP 3aKIJIFOYAETCs BIEPBbIE;

e  HIeHTU(UKALNOHHBIA HOMEp HAJIOTOIIATENbIINKA;

e JIOKYMEHT BOMHCKOTO y4eTa (1Ji1 BOGHHOOOSI3aHHBIX JIUIT);

e JIOKyMEHT 00 00pa3oBaHHH;

e  aTTECTAl[MOHHBIN JIUCT;

e CIpaBKy O HAIWYUHU (OTCYTCTBUH) CYIUMOCTHU U (W) aKkTa yrojaoBHOTO
IpeciieI0BaHNUS;

e TPYIOBYIO KHIDKKY U (WJIM) CBEACHUS O TPYIOBOU NEATEILHOCTH, KpOME CITy4aeB, KOT1a
paboOTHUK MPUHUMAETCSI HA Pa0OTy BIEPBHIE HIIM Ha YCIOBUSX COBMECTUTEIHCTBA;

e  MEIUIMHCKYIO KHUXKKY;

e CBHJETEIBCTBO O Opaxe;

e  CBHJETEIBCTBO O POKICHUH JIETEH.

2.3. llIkoia oopmitsier:
e TMpHUKa3 0 mpHeMe Ha padoTy (0 MepeMelIeHUH Ha APYrUe TOJDKHOCTH);
e TPYIOBOH IOTOBOP B ABYX IK3EMIUIIPAX;
¢  JIOJDKHOCTHYIO MHCTPYKIIMIO.
2.4. llepBuuHoe oopMiIeHHE JINYHOTO JIeNia PeaycMaTpUBaeT:
a) MPUCBOCHUE JTMYHOMY JIe]Ty HOMEpPA COTIACHO JKypHaIy y4ueTa JIMYHBIX JIeNT
0) mnpocTaBieHHE Ha OOJIO)KKE JIMYHOTO Jeja CIeIyIOIUX pPEKBU3UTOB: HHIEKC Jena
(B COOTBETCTBMM C HOMEHKJIATYpOH JeNl IIKOJbI); IOJHOE HAaWMEHOBAaHUE IIKOJIbI; HOMEp
muuyHoro gena; @.M.O. paboTHMKa B UMEHUTEIHHOM TMAJeXe; IaThl — TOJ Hayala U o
OKOHYAHUS BEACHHUS JI€)1a; KOJIMUYECTBO JUCTOB; CPOK XPaHEHHS;
B) TIOMEIIEHHE JIOKYMEHTOB, TOJJIKAIIMX XPaHEHHIO B COCTaBe  JIMYHBIX  JIEeM,
B XPOHOJIOTUYECKOM IOPSIJIKE:

e BHYTPEHHSS ONUCH JOKYMEHTOB JieNa



e JIHCT C OTMETKaMHU 00 03HaKOMJIEHUH pabOTHUKA C IEPCOHATLHBIMU TAHHBIMHU
13 JIMYHOTO JelIa

e JIUCT C OTMETKAMHU O Pe3yiIbTaTaX €KeroHOM MPOBEPKU COCTOSHUS JIMYHOTO JIENa

e JINYHBIN JIUCTOK IO YYETY KaJIpOB WJIM aHKETa

e aBToOumorpadus;

e 3asBJICHHUE O IIpUEME Ha paboTy;

e IIpUKa3 O IpUEME Ha padoTy;

e  JIOJDKHOCTHAsl HHCTPYKLUS;

e TPYAOBOH JIOrOBOpP;

e JIOTOBOP O MOJIHOW MaTepHaIbHON OTBETCTBEHHOCTH (€CJIM pabOTHHUK — MaTepHaIbHO

OTBETCTBEHHOE JIUIIO);

e  XapaKTEpUCTUKU U PEKOMEH]IaTeNIbHbIE MUChMA.
2.5. JIucTel TOKYMEHTOB, IOMEIIEHHBIX B IMYHOE JIENI0, MOJUIekKAT HyMEepaluu.
2.6. JlokyMeHTBl MOMEUIAIOTCS B MallKy-cKopocmuBareiab. [Ipy yBoibHEHHH pabOTHUKA AEJO
MIPOLIMBAETCS HUTKaAMH U CIA€TCS B ApXUB.
2.7. BHyTpeHHS ONUCh JOKYMEHTOB, HMEIOUIMXCS B JIMYHOM Jieje, JOJDKHA COJEPXKaTh
CBEICHUS O MOPSJIKOBBIX HOMEpaxX, HAUMEHOBAHMSIX NOKYMEHTOB JieNla, KOJIWYECTBE JIMCTOB,
JaTax BKIIFOYEHUS JOKYMEHTOB B JINYHOE JIEJI0 U U3BSITHS U3 JeJia, a TAKKE KEM U3bIT JOKYMEHT
U 110 KaKOW NpUYHUHE.
2.8. BHyTpeHHSs OIUCH COCTaBJISETCS] HAa OTJEIBHOM JIMCTE 0 YCTaHOBIIEHHOW (opme. JIucTsl
BHYTPEHHEH ONKcH HyMEPYIOTCS OTAEIbHO.
2.9. IIpn moAroTOBKE JIMYHBIX €I K Iepeaye Ha XpaHEHHE K BHYTPEHHEHW OMMUCH COCTaBIIAETCS
UTOrOBasi 3alllCh, B KOTOPOW yKa3bIBaeTCs LHU(PpPaMU U NPOMUCHI0 KOJIUYECTBO BKIIFOUEHHBIX
B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIEJIA.
3. Benenue JJMYHBIX J1eJ1 pAOOTHUKOB
3.1. JIuunoe aenmo BeAeTCs B TE€UEHUE BCETrO Meproia padboThl pabOTHUKA IITKOJIBI.
3.2. Benenue nuYHOTO Jena pabOTHUKA TMpeaycMaTpUBaeT MOMEIICHHE B JCJIO JOKYMEHTOB,
oOpasyromuxcs B npolecce padoueil AeATeNbHOCTH U UMEIOIMX 3HAueHHe JUIsl TPYJOBBIX
OTHOIICHUMN:

e  JIONOJIHEHUE K JINYHOMY JIUCTKY II0 Y4ETY KaJpOB;

e  JIONOJIHUTEIIBHBIE COTJIAIICHUS K TPYJOBOMY IOTOBODY;

e KOIIMH NPHUKA30B I10 JUYHOMY COCTaBY, KOTOPbIE KacaroTcsi pabOTHHKA,

e OT3BIBbI JIOJUKHOCTHBIX JIUI] O PAaOOTHHKE;

e  KOIIMH JOKYMEHTOB O MOBBIIIEHUH KBATU(DHUKALIUL;

e  KOIIMU cepTU(UKATOB, IPAMOT;

e JIMCT — 3aBEPUTENb Jie1a (COCTABIAIOT MPH CAaye JIUYHOTO JIeJla B apXUB);

¢ MHbIE JOKYMEHTHI.
3.3. B nuuHble feiia He MOMEIIAOTCs JOKYMEHTBI, UMEIOIME BTOPOCTENICHHOE 3HaueHue. Takue
JTOKYMEHTBI XpaHATCs B 0TAeIbHOM jiene Ne 4—09 «/loKyMeHTbI, He BOILEAIINE B COCTAB JIMYHBIX
JeI».
3.4. PaGoTHHUK 3HAKOMUTCS C JIMYHBIM JIEJIOM B T€UEHHUE TpeX pabouMx JIHEH ¢ AaThl MOJy4EeHUs
OTBETCTBEHHBIM 3a BEJICHUE JIeN 3asBJICHMS C Mpocb0oi 00 o3HakomiieHHH. OO0 3TOM Jenaercs
OTMETKa B JINCTE O3HAKOMJICHUSI PAOOTHHKA C JIMYHBIM JIEJIOM.
3.5. OszHakoMJIeHHE C JIeJIOM MPOUCXOJUT HCKIIOUYUTENBPHO B KaOMHETE OTBETCTBEHHOI'O
3a BEJICHUE JIeN U B €ro MPUCYTCTBUH. 3alpeliaeTcs BEIHOC Jiefla U3 KabuHeTa.
3.6. Bblgaua xomuii JOKYMEHTOB H3 JINYHOIO Ji€ja IMPOU3BOAUTCS IO JUYHOMY 3asiBICHUIO
paOOTHHMKA U C pa3pelieHus aupekTopa. Komuu JOKYMEHTOB JIOJDKHBI OBITh 3aBEPEHBI
U TIPEAO0CTaBIEHBI pAaOOTHUKY B T€UEHHE TPEX JHEH CO THS M0/1auy 3asBICHHUSL.
3.7. U3pATHE OTAEIBHBIX JOKYMEHTOB W3 JIMYHOIO J€ja TMPOU3BOJAUTCS C pa3pelieHus
JMPEKTOpa LIKOJBI ¢ OOPMIICHHEM COOTBETCTBYIOIIEH 3amucu B Tpade «lIpumeuyanue»
BHyTpeHHell ommcu. [Ipy BpeMEHHOM H3BATHHM JIOKyMEHTAa Ha €ro MecTo (MEeXAy JIMCTaMH
COCEHUX JOKYMEHTOB) BKJIQ/BIBAETCS CIIpaBKa-3aMECTUTENb C YKa3aHUEM JaTbl W IPUYMH



U3BATHS C MOAINUCHIO JIMLA, BBIJABLIETO JOKYMEHT, W MOANMCHIO JIMIA, IOJYYUBLIETO €ro
BO BPEMEHHOE MOJIb30BaHUE.

3.8. B nensix obecrieueHuss KOHTPOJIS 32 COXPAHHOCTBIO U AKTYaIbHOCTBIO JIMYHBIX JIEN B IIKOJIE
€KET0JIHO MPOU3BOANUTCS IPOBEPKA UX HAJIUUUS U COCTOSIHUSL.

3.9. ExeroaHyr NHpOBEPKY COCTOSHHUS JIMUHBIX i€l Ha MPEAMET COXPAHHOCTH BKJIFOUEHHBIX
B HErO JOKYMEHTOB IIPOBOAMT CHELHAIBHO co37aHHAs Komuccus. O MpoBEIEHHBIX MPOBEpKax
JIeNIaeTCsl OTMETKA B JIUCTE O PE3YJIbTaTaX €XKEroJHON MPOBEPKU COCTOSHUS U HAJTUYUS JIMYHOTO
nena (mpwioxkenue Ne 5) ucocraBisercs akT. Pe3ynabTarbl NPOBEPKH JIMYHBIX €T
B 00513aTEILHOM TMOPSAKE TOBOAATCS J0 AUPEKTOPA MIKOJBI.

4. XpaHeHue U y4eT JJMYHBIX J1eJ pA0OTHUKOB

4.1 XpaHeHHe W y4eT JIMYHBIX JIeI pAaOOTHHUKOB MLIKOJIBI OPraHU3YIOTCS C IENBI0 OBICTPOTO
MOMCKA JIMYHBIX JIeJ, OOECHeueHUsi MX COXPAHHOCTH U KOH(QHUIECHUUAIbHOCTU CBEJICHHI,
COJIepKalIUXCs B IOKyMEHTaX JMYHBIX JeJ, OT HECAaHKIIMOHUPOBAHHOIO JIOCTYTIA.

4.2. Jluunble nena paOOTHUKOB XpaHSTCS Y OTBETCTBEHHOI'O 3a BEJIEHHE JEJ B CHELHATIbHOM
METaJUTHYECKOM ceide.

4.3. JlocTyn K JIWYHBIM JefaM pabOTHUKOB HMMEIOT TOJIbKO OTBETCTBEHHBIM 3a BEACHHUE [l
U JUPEKTOP LIKOJIBI IMOO €ro 3aMeCTUTENH MPU UCTIOJHEHUH 00s13aHHOCTEN AUPEKTOPA IIKOJIBI.
4.4. CucremaTtu3anus JUYHBIX J€J1 paOOTHUKOB MPOU3BOAUTCS B ali()aBUTHOM IOPSIIIKE.

5. O¢dopmiieHune JUYHBIX €)1 pA0OTHUKOB Iepel caaveil B apxus

5.1. OdopmieHue IMYHBIX M€l U1 Tepeladyd B apXuB IPOU3BOJUTCS OTBETCTBEHHBIM
3a BeJleHue JieJ. JTa Mpoleaypa BKIIOYAET:

e TOJIIMBKY (TIepervier) aena;

e YTOUHEHHUE HyMEpaluH JHUCTOB JeNa;

e COCTaBJICHME JINCTa-3aBEPUTEIS

e cocTaBjcHHUE (YTOUHEHHE) BHYTPEHHEH OIHCH;

e BHECEHME YTOUHEHHH B PEKBU3UTHI JINLIEBON OOJIOKKHU JeTa.

5.2. Jlucr-3aBeputrenb Jiena JOJDKEH TMOAMMCAaTh €ro COCTaBUTENb, HPU ITOM  JACNIaeTCs
paclimppoBKa JOJDKHOCTH U MOANHUCH, IPOCTaBIseTcs JAara. B mpounecce HUCNONb30BaHUS
apXMUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE AETAIOTCS COOTBETCTBYIOLINE OTMETKH.

Ecnu geno noxmwuro 6e3 nucra-3aBepuUTeis, TO €ro CleAyeT HaKJIeUTh Ha BHYTPEHHIOK CTOPOHY
00JIOXKKH Aea.

5.3. C nenbio o0ecrieyeHns: COXpaHHOCTH JIMUHBIX JIe]1 PEKOMEH1yeTCsl:

e 00BeAMHATH MHIUBHUYyaIbHbIE JIUUHBIE J€la YBOJEHHBIX PAOOTHUKOB B OJHY OOJI0XKKY
(oObeuHEHHOE /Ie10) ¢ TAKUM PAacueToM, 4TOOBI 00beM Jiena (ToMa) He TpeBbiman 250
JMCTOB (ITyTeM CLIIMBKU MaTE€pPHAJIOB MHAWBUIYAJIBHBIX JIEJ] IO F0JIaM YBOJIbHEHNU);

e pacroyiaraTb MaTepHajbl HHIUBUAYAIbHBIX JI€] B IpeAeiax jiena (ToMa) B andaBUTHOM
nopsiake (mo¢GaMuibHO), OTAEIAS MaTepUabl, OTHOCSIIUECS K pa3HbIM
WHAMBUYAJIbHBIM JIeJ1aM, YUCThIM JIMCTOM OyMaru ¢ yka3aHueM Ha HeM (haMuiny,
HMMEHH U 0TYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/AHUKA;

e cHaOXaTh KaXxa0e 00beUMHEHHOE J1eJ10 (TOM) BHYTPEHHEH OMMCHIO ¢ NEPEeYUCICHUEM
(dbamunuii, UMEH U OTYECTB U YKa3aHUEM HOMEPOB CTPAHMUII, B IIpeesaX KOTOPbIX
PacIoyoXeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

5.4. Tlepenaua IUYHBIX /1€ B apXUB OCYIIECTBISIETCS HE MO3JHEE TPEX JIET MOCIE 3aBepIICHUS
UX B JIEJIOTIPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukoM. IIpenBapuTenbHO  OTBETCTBEHHBIM
3a BEJICHHE JIeJ MPOBEPSAETCs MOJIHOTA U MPaBHJILHOCTh MOATOTOBKHM JIMUHBIX JIENI K Iepeaaye.
BblsiBieHHBIE TIpU NpPOBEpKE HEAOCTATKM YCTPAHSIOTCS OTBETCTBEHHBIM 3a BEIEHHE JIe.
[lepenaya u mpueM NPOU3BOJATCS MO0 OIKMCH C MPOCTAHOBKOI OTMETOK O HAJTMYMU JIMYHBIX 1.
5.5. JInunble nena paOOTHHUKOB, 3aKOHYEHHBIE AENONpou3BOJCTBOM 10 1 stHBaps 2003 rona,
xpansTcs 75 nert, nocne 1 suBaps 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe/si H pa0OTHUKA

6.1. PaGoTHHKM LIKOJIBI 00s3aHBI CBOEBPEMEHHO INPEJICTABIATh CBEACHUS 00 U3MEHEHUU CBOUX
NEPCOHAIBHBIX JAHHBIX, BKJIIIOYEHHBIX B COCTaB JINYHOTO JIENA.



6.2. OTBeTCTBEHHBIM 3a BeJeHHWE M€l PaOOTHUKOB HECET IUCHUIUIMHAPHYIO | HHYIO
OTBETCTBEHHOCTH 3a pas3rjalleHHe KOHQHUACHIHAIbHBIX CBEICHUH, COAEPIKAIMXCS B JIMYHBIX
7ienax, ¥ 3a MHbIE HAPYIICHUS OPSAAKA BEACHUS JINYHBIX JEI.
7. IlpaBa paGoToaare/isi 1 padOTHUKA
7.1. PaOOTHHKY MIKOJIBI UMEIOT TIPABO:
e TOJIy4YaTh MOJIHYIO HHPOpMAHIO 006 00pabOTKe CBOMX NMEPCOHAIBHBIX JaHHBIX;
e MOJIy4YaTh JOCTYI K CBOMM IEPCOHAIBHBIM JaHHBIM;
e IOJIy4aTh KOMUH JOKYMEHTOB, XPaHSIIUXCS B INIHOM JIETIC;
e TpeOOBaTh UCKIIIOYCHHS WIIH UCTIPABJICHUSI HEBEPHBIX M HETIOJHBIX (MCKAKEHHBIX) CBOUX
MEPCOHATBHBIX JaHHBIX.
7.2. PaboTomaTens UMEET MpaBo:
e 00pabaThIBaTh MEPCOHALHBIC TaHHBIE PAOOTHUKOB, B TOM YHCIIE M HA DIIEKTPOHHBIX
HOCHTEJISX;
e 3ampamuBaTh OT pabOTHUKOB MH(DOPMAITNIO, HEOOXOAUMYIO JUISl BEACHUS JIMYHBIX JETT
1 00pabOTKH MEPCOHAIBHBIX JIAHHBIX.
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