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MMOPAAOK

Be/IeHUsl JIMYHBIX /ieJ1 pAa00THUKOB
MyHMUIHMIAJBLHOTO JOUIKOJBLHOI0 00111e00pa30BaTeJIbLHOI0 YUpeKIeHUs
«Jlerckmii can «Maasiupy n. Kapsimckoe»

1. O01ue moJI0KeHUus

1.1 Hacrosimuii TOKaJIbHBIM aKT ONpeesiseT NOPAIOK BEACHUS, yUeTa U XpaHEHHS JIMYHBIX /€]
paboTHMKOB MyHUIIMTIANBHOTO JOUIKOJIBHOTO 00I1€00pa30BaTeIbHOTO yupeKaeHUs «JleTckuii
can «Mabimny 1. KapeimMckoey» (nanee — oOpazoBartenibHasi OpraHu3anms).

1.2. Tlopsimok pa3paboTaH B cOOTBETCTBUH ¢ TpynoBeIM KosiekcoM PO, DenepaabHBIM 3aKOHOM
ot 27.07.2006 Ne 152-®3 «O mepcoHaIbHBIX JaHHBIX», TprKa3oM Pocapxusa ot 31.07.2023 Ne
77 «O6 yrBepxkeHuu [IpaBui opranu3auy XpaHeHus, KOMIUIEKTOBAHUS, yUeTa U
HCIIOJIb30BaHUs IOKYMEHTOB ApxuBHOTO (hoHIa Poccuiickoit denepanuu u Ipyrux apXuBHBIX
JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHUS U
OpraHu3alUsaX», KOJUICKTUBHBIM JIOTOBOPOM M YCTaBOM 00pa30BaTEIbHON OpraHn3aluy.

2. ®opMHUpOBaHMe JUYHBIX JIe]1 PA0OTHUKOB

2.1. ®opMHpOBaHUE JTUIHOTO JeNIa paOOTHHKA ITPOU3BOANUTCS paOOTHUKOM, Ha3HAYEHHBIM
PYKOBOIMTENIEM 00pa30oBaTeIbHON OpraHu3aiuy (ajiee — OTBETCTBEHHBIH 32 BEICHHE JIE).
JInuHoe neno hopMHUpyeTCs He TIO3/IHEE MSATH pad0vHX THEH CO THS 3aKIIFOYCHUS TPYIOBOTO
JIOTOBOPA, HO HE PaHee MOJIy4eHHs OT paOOTHHKA COTJIacusi Ha 00pabOTKyY ero MepCcoHaIbHBIX
JTAHHBIX.
2.2. IlepBuuHoe oopmIiIeHHE IMYHOTO Jelia TPeayCMaTPHBAET:
a) IPUCBOCHUE JINYHOMY JICJTy HOMEpa COTJIACHO XKypHAIy ydeTa JIHYHBIX Je;
0) oopmiteHHE 00I0KKH JTMIHOTO JIej1a, KOTopas GOPMHUPYETCS B COOTBETCTBHU C
TpeboBanusamMu npukaza Pocapxupa ot 31.07.2023 Ne 77. B 001105kKy BHOCSAT CJEIYIOILINE
PEKBHU3HTHI: HHJIEKC Jieia (B COOTBETCTBHH C HOMEHKIIATYpPO#t J1es1 00pa30BaTeabHOM
OpraHu3alliK); MOJIHOe HAMMEHOBAaHHE 00Pa30BaTEIbHON OPraHU3aI|K; HOMEP JIMYHOTO JIeJa;
(bamMuIus ©MsI OTYECTBO paOOTHHKA B UMEHHUTEIBHOM IaJICKe; IaThl — TOJ] Havyajia U Tl
OKOHYAHUS BEJCHHUSI JIeN1a; KOJTUYECTBO JINCTOB; CPOK XpaHEHHUS,
B) TMOMEIIIEHUE JOKYMEHTOB, MOUIEKAIINX XPAHECHHUIO B COCTABE JIMYHBIX 1], B
XPOHOJIOTUYECKOM TOPSIJIKE:
e BHYTPEHHsISI OMUCH JOKYMEHTOB Jiefia, KoTopasi (GopMHUpYyeTCsi B COOTBETCTBUU C
TpeboBaHusmu npukaza Pocapxusa ot 31.07.2023 Ne 77,
e JIACT C OTMETKaMHU 00 03HAKOMJIEHUU PaOOTHUKA C TIEPCOHANBHBIMU JAHHBIMH U3
auyHoro nena (npunoxenue Ne 2);
e JIACT C OTMETKAaMU O Pe3yabTaTaX €XKeroAHON MPOBEPKH COCTOSHUSI TUYHOTO Aelia
(mpunosxenue Ne 3);
e JIMYHBIN JIMCTOK 10 yueTy KaapoB (npuioxeHue Ne 4);
e coryiacue Ha 00pabOTKy MEPCOHANBHBIX TAHHBIX;
e 3asBIIEHUE O IPHEME Ha PadoTy;
e KOMHS MPHUKa3a 0 MpueMe Ha paboTy;



e KONUA JOJLKHOCTHOM MHCTPYKLIMH;
e TPYNOBOM JOrOBOP;
e JIOTOBOP O MOJHON MaTepHaIbHOW OTBETCTBEHHOCTH (€CIH PabOTHHK — MAaTEPHAIBHO
OTBETCTBEHHOE JIUIIO);
e PE3yJBTATHI IPEABAPUTEIILHOIO MEAUIIMHCKOTO OCMOTPA,;
o peSYHBTaTBI HCI/IXI/IanI/I‘-IeCKI/IX OCBI/II[eTeHBCTBOBaHI/Iﬁ (eCJII/I pa6OTHI/IK BBITIOJIHSCT
OTACIIBHBIC BUBI ICATCIIBHOCTH,
23 .HI/ICTI)I I[OKYMGHTOB, INOMCUICHHBIX B JIMYHOC ACJI0, ITOAJICKAT HyMepaHI/II/I.
2.4. JIokyMEHTBI TIOMEIIAFOTCS B IMANKY-CKOPOCIIUBATENb. [Ipy yBOIbHEHHH paOOTHUKA JEIIO0
MIPOLIMBAETCS HUTKaAMH U CIAAETCS B apXUB 00pa30BaTEIbHON OpraHU3alMH.
25 BHYTpeHHﬂﬂ OIINCH I[OKYMGHTOB neljia J0JDKHa COI[ep)KaTI) CBCICHUS O HOpSIIIKOBI)IX
HOMean, HAaNMMCHOBAHUAX I[OKYMGHTOB Jcj1a, KOJIMYECTBEC JIMCTOB, AaTaX BKIIFOUCHUA
I[OKYMCHTOB B JIMYHOC ACJIO U U3BATUA U3 ACJIa, a TAKKE KEM UIBAT IIOKyMeHT H 110 KaKOfI
MIPUYMHE.
2.6. BHyTpeHHSISI OTIMCh COCTABIISIETCS] HA OTJEIFHOM JIMCTE 10 YCTaHOBIIEHHOU opme. JIncTh
BHYTPEHHEN OIIUCU HYMEPYIOTCS OTAEIIBHO.
2.7. IIpu moAroToBKE JTMYHBIX JIeT K Tiepe/iadue Ha XpaHEeHHe K BHYTPEHHEH OIHMCH COCTABIISETCS
UTOTrOBasd 3aI1UCh, B KOTOpOI;’I y1(a3I)IBaeTC$I HI/I(i)paMI/I nu HpOHI/ICI)IO KOJINYCCTBO BKIIFOUCHHLBIX B
HEe JJOKYMEHTOB M KOJMYECTBO JIMCTOB JIEla.

3. Beienne JINYHBIX /ieJ pA0OTHUKOB

3.1. JInurOeE A€o0 BeeTCsl B TeUEHUE BCETO Meprojia padoThl pabOTHHUKA 00pa30BaTEIBHOMN
OpraHH3aIIH.
3.2. Benenune muuHOTO Jiea pabOTHUKA IPEIyCMaTPUBAET TIOMEIICHHE B JICJIO JIOKYMEHTOB,
oOpa3yromuxcs B mpolecce padoyeil 1esTeNbHOCTH U UMEIOIIUX 3HaY€HUE 7S TPYIOBbIX
OTHOILEHUM:
e JIONOJIHEHUE K JINYHOMY JIUCTKY IO Y4YETY KaJpoB;
e JIONOJIHUTENIbHBIE COTJIAIIEHUS K TPYJOBOMY JI0TOBODY;
e KOIIHMH MPHUKA30B MO JINYHOMY COCTaBY, KOTOpbIE KacarTcs paboTHHKa (0 mepeBoe,
MepeMeIleHUH, POTalliH, COBMEILIEHUU, COBMECTUTENHCTBE, YBOJIbHEHHUH, OTLIIATEe
TpyJAa, aTTECTAlUHU, TOBBIIICHUH KBATH(PUKAIIUH, TOOLIPEHUH, HArpakIeHUH, 00
W3MEHEHUH aHKETHO-Onorpaguueckux JaHHBIX, OTIYCKaX MO YXOIy 32 peOEHKOM,
OTITyCKax 0e3 COXpaHeHHs 3apabOTHOM II1aThI);
e OT3bIBBI JIOJKHOCTHBIX JIUI] O paOOTHUKE;
e coryiacus Ha 00pabOTKYy MEPCOHATbHBIX TAHHBIX;
e XapaKTEPUCTUKU U PEKOMEHJIaTeNIbHbIC MHChMA;
e aTTECTAI[MOHHBIE JIUCTHI;
e PpEe3yNbTaThl NEPUOAUYECKUX MEIUIIMHCKUX OCMOTPOB;
e PE3YIbTAThI ICUXUATPUIECCKUX OCBUICTEIbCTBOBAHUI (€CITM PAOOTHHUK BBIMTOJIHSIET
OTJIelbHbIC BUJBI ACSITETLHOCTH;
e yBeJOMIJIEHHUS 00 U3MEHEHUH YCIOBHI TPYJOBOTO JOTOBOPA,;
e KONHUH OOBSICHUTEIHHBIX 3aIUCOK, 3asIBICHUN PaOOTHHKA,
e MaTepHabl arTecTanuu (€Ciiu pabOTHHK MOUTEKUT MTPOXOKIACHHIO aATTECTAIIUH);
e JIMCT — 3aBEPHUTEIIb Jiesia (COCTABIIAIOT MPH CIayue JTUYHOTO JIejia B apXHB);
e HHBIE JOKYMEHTHI.
3.3. B nuuHbIe Aena He MOMEMIAITCS TOKYMEHTHI, UMEIOIIe BTOPOCTENIEHHOE 3HaueHue. Takue
JOKYMEHTBI XpaHaTcs B oTAeabHOM fene Ne 4-09 «J[okyMeHThI, He BOLIEAIINE B COCTAB JIMYHBIX
JeI».
3.4. PaGOTHHK 3HAKOMUTCS C IMYHBIM JICTIOM B TEYCHHUE TPEX pabOunX THEH C IaThl MOTy4eHUS
OTBETCTBEHHBIM 32 BEJICHHE JIEJ 3asBJICHUS C IPOChO0# 00 o3HakomiieHuu. OO ATOM JenaeTcst
OTMETKA B JIUCTE O3HAKOMIICHHsSI paOOTHUKA C JINYHBIM JETIOM.
3.5. O3HaKOMIIEHHE C JIeJIOM MIPOUCXOUT UCKIIIOUUTENHHO B KAOMHETE OTBETCTBEHHOTO 3a
BEJICHUE JIe U B €T0 MPUCYTCTBHUH. 3aNpeliaeTcsl BRIHOC JieNia U3 KaOuHeTa.



3.6. Bpiaua konuii JOKYMEHTOB M3 JIMYHOTO JeJ1a IPOU3BOIUTCS TI0 JIMYHOMY 3asIBJICHUIO
pabOTHHKA U C pa3pelieHus: AupekTopa. Konuu 10KyMeHTOB JOKHBI OBITH 3aBEPEHBI U
MpeJOCTaBICHbl PAa0OTHUKY B TEUEHUE TPEX JTHEH CO JHS MOAAYH 3asiBICHUS.

3.7. 3psiTHE OTACNBHBIX TIOKYMEHTOB U3 JIMYHOTO JI€JIa IPOU3BOIUTCS C Pa3peIICHHS
IUpEKTOpa 00pa30BaTEIbHOM OpraHu3anuy ¢ 0(hOpMIICHUEM COOTBETCTBYIOLIEH 3amucu B rpagde
«[Ipumeuanue» BHyTpeHHEH onucu. [Ipy BpeMEHHOM U3bATUH JOKYMEHTA Ha €ro MecTo (MEX1y
JIMCTaMH COCETHUX TOKYMEHTOB) BKJIA/ILIBACTCS CIIPaBKa-3aMECTUTENb C YKa3aHUEM JIaThl U
MIPUYMH U3BATHUSA C TIOJNKCHIO JIULIA, BBIJIABLIETO JTOKYMEHT, U IOIUCHIO JINLA, TOJYyYUBIIETO
€ro BO BPEMEHHOE II0JIb30BAHME.

3.8. B nemsax obecniedueHuss KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMUHBIX JIENT B
00pa3oBaTebHON OPraHU3aIlUH €KETOTHO MTPOU3BOIUTCS MTPOBEPKA UX HATHYUSI U COCTOSTHUS.
3.9. Exxeroanyro mpoBepKy COCTOSHHS JIMYHBIX JIE]T Ha MPEIMET COXPaHHOCTH BKIIFOUCHHBIX B
HEro JOKYMEHTOB IMPOBOJUT CHELMATIBHO co3JaHHas koMuccus. O IpoBeIEHHBIX TPOBEPKAX
JIEJIAeTCsl OTMETKA B JIUCTE O PE3YJIbTATAaX €XKErOJHON POBEPKH COCTOSTHUS U HAJTUYHS JINYHOTO
nena (mpunoxenne Ne 3) u cocraBisieTcs akT. Pe3ynbTaThl IPOBEPKU JIMYHBIX JICT B
00s13aTeJIbBHOM MOPSAAKE TOBOAATCS A0 AUPEKTOPA 00pa30BaTENbHON OpraHU3aLHH.

4. XpaHeHue U y4eT JJMYHBIX JeJl pA0OTHHKOB

4.1 XpaHeHue U y4eT JUYHBIX Jiell paOOTHUKOB 00pa30BaTEIbHOMN OPraHU3aluy OPraHU3yIoTCs
C IEJTBbI0 OBICTPOTO MOUCKA JIMYHBIX JIE), 00CCIICUCHHS HX COXPAaHHOCTH U
KOH(DHICHITHATEHOCTH CBEJICHUH, COACPKAIIUXCS B IOKYMEHTAX JIUIHBIX JIE]T, OT
HECaHKITMOHUPOBAHHOTO JIOCTYIIA.

4.2. JInunHble Aena paOOTHUKOB XPAHATCS Y OTBETCTBEHHOTO 32 BEJICHUE JIe] B CIICIUATBHOM
MeTaJJIn4ecKoM ceiide.

4.3. JlocTyn K JIMYHBIM JiellaM pabOTHUKOB UMEIOT TOJILKO OTBETCTBEHHBIN 3a BEACHUE JIe U
TUPEKTOp 00pa3oBaTeIbHON OpraHU3aliy JUO0 €ro 3aMeCTUTENU PU UCTIOTHEHUH
00s13aHHOCTEN AUPEKTOpa 00pa30BaATEILHON OpraHU3AIIHH.

4.4, CuctemaTu3alus JIMYHBIX 1T pAOOTHHUKOB MTPOU3BOAUTCS B all(haBUTHOM TOPSIZIKE.

5. OdopMieHne JUYHBIX e PA0OTHUKOB NepeN cAavyeid B apXuB

5.1. OdopmiieHre TUYHBIX JIEIT IS TIepeiadd B apXHUB MPOU3BOIUTCS OTBETCTBEHHBIM 32
BEJICHHUE Jiell. DTa Mpoleaypa BKIIOYALT:

e moAmuBKy (mepemner) aena,

e YTOYHEHHE HyMEpalllH JHCTOB JIela,

e COCTaBIICHHE JINCTA-3aBEPUTENS, KOTOPBIA (POPMHUPYETCS B COOTBETCTBUU C
TpeboBaHusaMU npukasza Pocapxusa ot 31.07.2023 Ne 77;

e cocraBiicHHE (YTOUYHCHHE) BHYTPCHHEH OIMHUCH;

e BHECCHHUE YTOYHCHUIl B PEKBU3UTHI JIMIIEBOM OOJI0XKKH JIeIa.

5.2. Jluct — 3aBepuTeNb Jeiia TOJDKECH MOIKUCATh €r0 COCTABUTEIb, IIPH ATOM JICIaeTCs
pacmudpoBKa J0JDKHOCTH U TIOJIKMCH, IPOCTABIISIETCS 1aTa. B mporiecce UCIob30BaHuMsI
ApXMBHBIX JJOKYMEHTOB B JINCTE-3aBEPUTEIIC JICTAOTCS COOTBETCTBYIONINE OTMETKH.

Ecnu neno noamuTo 6e3 mrcta-3aBEpUTENis, TO €ro CIIEAYeT HAaKJICUTh Ha BHYTPEHHIOK CTOPOHY
00JI0XKKH Jena.

5.3. C nenbro o0ecrnieueHnsi COXpaHHOCTH JIMYHBIX JIET PEKOMEHIYETCS:

e O00BEIMHATH MHIUBUIAYAJbHBIC JINYHBIC JIeJIa YBOJICHHBIX PAOOTHUKOB B OJJHY OOJIOKKY
(0OBemMHEHHOE [1E710) C TAKHM PAacueToM, YT0OBI 00beM Jieia (TOMa) He MPEBBIIIA
250 nuctoB (ImyTeM CIIMBKH MaTepHAIOB HHIMBUIYaIbHBIX €] MO TOJ1aM
YBOJIbHCHUS);

e pacroJiaraTh MaTepHalibl MHAWBUIYAIbHBIX JICN B TIpe/eax aena (Toma) B
asihaBUTHOM TIOpsizike (MO(aMUIIBHO), OT/ACSISI MaTePUAIIbl, OTHOCSIIIIUECS K Pa3HBIM
WH/IMBHUIYyAJIbHBIM JIeJIaM, YUCTBIM JIUCTOM OyMaru ¢ yka3aHueM Ha HeM (paMuuu,
UMEHH U 0TYECTBA COOTBETCTBYIOIIECTO YBOJCHHOTO COTPY/IHUKA;



e CHaOXaTh KaKJI0€ 00BETUHEHHOE JIe7I0 (TOM) BHYTPCHHEH OIHUCHIO C MIEPEUHCICHHEM
(dbamMuIuil, IMEH M OTYECTB U YKa3aHUEM HOMEPOB CTPaHHUII, B ITpe/esiaX KOTOPhIX
PAacIoJI0KEHbI COOTBETCTBYIOLIUE IOKYMEHTHI.

5.4. Tlepenaya TUYHBIX JIE)I B @PXHUB OCYIIECTBIISICTCS HE MO3HEE TPEX JIET MOCIIE 3aBEePIICHHSI
UX B JICJIONPOU3BOICTBE B COOTBETCTBHUHM € TpadukoM. [IpeaBapuTenbHO OTBETCTBCHHBIM 32
BEJICHHUE JIeJI MPOBEPSICTCS MOJIHOTA U MPABUIIBHOCTD MIOTOTOBKY JIMYHBIX JEJ K Iepenaye.
BrIsiBIIeHHBIC TIPU TIPOBEPKE HEOCTATKU YCTPAHSIOTCS OTBETCTBEHHBIM 3a BEJICHHE JICII.
[epenaya v mpreM IPOU3BOIATCS 1O OMKCH C MPOCTAHOBKOM OTMETOK O HAJIMYWU JIMYHBIX JICII.
5.5. JInunble nena pabOTHUKOB, 3aKOHYCHHBIE JIeTonpon3BoacTBoM 1o 1 saBaps 2003 rona,
xpansrtes 75 net, mocne 1 saBapst 2003 roga — 50 ser.

6. OTBeTCTBEHHOCTH padoToaaTe sl 1 padOTHUKA

6.1. PaGoTHHKHM 00pa30BaTeIbHON OpraHU3ary 00s13aHbl CBOEBPEMEHHO MPEICTABIISATh
CBEICHUsS 00 U3MEHEHUH CBOUX MEPCOHAIBHBIX IaHHBIX, BKJIIOUYEHHBIX B COCTAaB JINYHOTO JIEJIa.
6.2. OTBETCTBEHHBIH 32 BeJICHHE JIe]l paOOTHIKOB HECET MUCIHUILTMHAPHYIO M HHYIO
OTBETCTBEHHOCTb 32 pasrialleHue KOHPHUAECHINATbHBIX CBEJICHUHN, COEPKAIINXCS B JINYHBIX
JieNiax, U 3a WHbIe HapYIIeHUs OPsAKa BEACHUS JIUYHBIX /1€,

7. IlpaBa paGoTonare/isi 1 padOTHUKA

7.1. PaGoTHHKK 00pa30BaTEIbHON OpPraHu3aIii UMEIOT MPaBo:
e TIOJYYaTh MOJIHYIO HH(pOpMaInio 00 00paboTKe CBOMX MEPCOHATBHBIX JTAHHBIX;
e TIOJIYYaTh JOCTYN K CBOMM MEPCOHAIBHBIM JIAHHBIM;
e TIOJYYaTh KOMUU JOKYMEHTOB, XPAHSIIUXCS B JIMIHOM JIEJIC;
e TpeOOBaTh UCKITIOUCHHS WM UCIIPABJICHUS HEBEPHBIX M HETOIHBIX (MCKaKCHHBIX)
CBOUX MEPCOHATbHBIX JaHHBIX.
7.2. PaboTomaTenb KMEET TIPaBO:
e 00pabaThIBaTh NepCOHANIbHBIE JAHHBIE PAOOTHUKOB, B TOM YHCJIE M Ha AJIEKTPOHHBIX
HOCHTEJIAX;
e 3ampaluBaTh OT paOOTHUKOB MHPOPMAIINIO, HEOOXOAUMYIO AJISl BEACHUSI INYHBIX JIEI
1 00pabOTKU NEepCOHAIBHBIX JAHHBIX.
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