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0 MOpsi/IKe BEACHUS JIHYHBIX [eJI NeJaroroB H COTPYAHHKOB
HaCTHOrO y4pexK/JAeHHs T0UIKOILHOro odpazoBanus «/lerckumii can
«Maabim»

1.OBHIME IMOJIOYKEHUS

I.I Hacrosmee Ilonoxenne ompejenser NOPSAOK BEJEHHS JIHMUHBIX G
[ICIaTOroB M COTPYAHUKOB  YacTHOrO  yupemkIeHHs HOLIKOJBHOIO 06pa3oBaHus
«[lerckumii can «Manpiiy (nanee - 4y J10).

1.2 Tlonoxenue pa3paboTaHo B COOTBETCTBHH C:

. Ykasom Ilpesunenta Poccniickoit @enepaunn ot 30.05.2005 r. Ne 609 «
OO0 yrBeprkaennu ITooxeHus 0 NEPCOHATBHBIX JAHHBIX FOCYapCTBEHHOIO CITY)KalIEro
Poccuiickoii Denepaunn u BeleHUH €ro TMYHOTO e1ay;

. ®enepanibHbM  3aK0HOM oT 27.07.2006 N 152-®3 "O EPCOHAIbHBIX
JlaHHBbIX"
. Tpynoseim kozexcom Pd;

. Ycrasom UYJ10.

1.3 Ha oswun, npusathix Ha paGoume  JOIDKHOCTH, OTHOCSAIMECS K
00CiIy KHBAIOIEMY TIEPCOHAITY, JTMYHBIE JeIa He BEeLyTCs (oopmiasieTcs TOIBKO JIMYHAS
KapTouka pabotHuka ¢. N T-2).

1.4. OTBeTCTBEHHBIM 3a BeJICHHE KajJPOBOTO JEIONPOM3BOACTBA, BEICHHUC H
XPaHEHHE JIMUHBIX 1]l paOOTHUKOB ABJISETCS AUPEKTOP.

2. IOPSITIOK ®OPMUPOBAHMSI IMYHBIX JIEJI COTPYIHUKOB

2.1 Jlnunoe neno paborruka YUY /IO opopmiisercs rocie u3naHus pacnopsKeHus
(npukasa) 0 ero Ha3HAYEHWH Ha JIOJKHOCT.

2.2 Ilpu tpynoycrpoiictee B UYYJIO paGoTHuKH [PEJIOCTABIIAIOT ClIeIYIOLIHE
JIOKYMEHTHI:

Ilenaror npejocrasnser:

. 3asiBieHuE 0 IpueMe Ha padoTy;
. Astobunorpaduio;
. CrnpaBky 0 HaJMuuH (OTCYTCTBMM) CYAHMOCTH M (namn) daxra yrosoBHoro

npecnefosanus b0 O NpeKpamleHMH  YrOJOBHOTO  MpEcIeJOBaHUS MO
PeabMIMTHPYIOIMM  OCHOBAHMSIM, BBUIAHHYIO B TOPSAKE M [0 dopme, KoToOpEIE
YCTaHaBIMBAIOTCS (e/lepaibHBIM OPraHOM MCTIOIHUTETBHOI BIIACTH;

. Konuio nacnopra uiu uHoro JOKYMEHTa, y/I0CTOBEPSIONIETO JUYHOCTE;

. Komuio  cTpaxoBoro  cBuaerenbcTBa  00S3aTEIBHOTO  MEHCHOHHOIO
CTpaxOBaHMUS;

. Konuio cBugerenbcTBa 0 MOCTAHOBKE (usnueckoro nmua wa yuer B
HAJIOrOBOM OpraHe 1o MecTy JKMTEIbCTBA Ha TeppuTopun Poccuiickoit ®eeparum.

. 3aKmrouYeHue MeIMIIMHCKOTO YUPSKICHHS 00 OTCYTCTBUH 3a00JIeBAHUS,

MpENATCTBYIOEro NoCTynIeHHIo B YY IO, MEIMUMHCKYIO KHUKKY;



- Komnuro CTPAaxoBOIr0 MCAUIMHCKOI'O ITOJIMCa 00s3aTeJIbHOTO MCIUIIMHCKOI'O
CTpaxOBaHMH,

. OpurvHan 1 KOUKu JOKYMEHTOB 00 00pa30BaHNY;

. OpuruHan ¥ KONUU JOKYMEHTOB O KBalu(UKAUA WIH HaTUIUU
CHEIUANbHBIX 3HAHUM;

. TpyaoByt0 KHIXKY;

. OpuruHan ¥ KOMUU JOKYMEHTOB BOMHCKOTO yueTa (i1 BOGHHOOOsI3aHHBIX
JIUIT)

. Konuto cBunerenncTBa o 6pake;

. Konwuro cBueTENbCTBA O POKACHUN JIETE;

. Komnuu 10KkyMEHTOB O HarpakJIeHUH;

. OpurvHasibl ¥ KOMUU aTTECTAllMOHHBIX JIUCTOB;

. Y aocroBepeHus 0 MPOXOKICHUU KYPCOB, SKCIIEPTHHIE 3aKITFOUCHUSI.

CoTpyAHHK TpPeIOCTaBIISIET:

. 3asBieHe 0 IpuemMe Ha padoTy;
. ABTo6HOrpaduio;
. CrpaBky 0 HaM4uM (OTCYTCTBMM) CYAMMOCTU U (Wi1H) (pakTa yrojJoBHOTO

npeciefoBanust MO0 O  TPEKPAlIEHUH  YrOJOBHOTO  MPECIENOBaHUS IO
peabUIUTUPYIOIIUM OCHOBAHUSIM, BBIJIAHHYIO B TMOpsSAKe W 1O QopMme, KOTOpbIe
yCTaHABIIMBAIOTCA (PeepaibHBIM OPTaHOM HCTIOJTHUTEIBHOM BIACTH;

. Kormuro macmopra Ui HHOTO IOKYMEHTA, YAOCTOBEPSIOIIETO TUIHOCTH;

. Komuro nokymenTa o6 00pa3oBaHuUU;

. Komnuio cTpaxoBoro cBUAETENHCTBA IEHCUOHHOTO CTPAXOBaHUS;

. Komnuro naeHTuUKamoHHOro HoMepa HaJIOroTUIaTeINbIINKa;

. TpynoByIO KHUXKKY;

. Komuu 10KkyMeHTOB BOMHCKOTO y4eTa (711 BOSHHOOOS3aHHBIX JIUII)

. Komnuro cBumerenscTBa o Opaxe;

. Komnuro cBuzieTensCcTBa 0 pOXKICHUU IETEN;

. Komuro cTpaxoBoro MeIMIIMHCKOTO TOJIKMca 00s3aTEIbHOTO MEIUITMHCKOTO
CTpPaxOBaHMS;

. 3aKII0ueHUe MEIUIIMHCKOTO YYPEXKJIEHUS 00 OTCYTCTBHHM 3a0oJieBaHUS,

NpEensTCTBYIONIEro nocTymieHuo B UYY 1O, MeIUIMHCKYI0 KHUKKY.
2.3. Ilpu npueme paboTHuka paboronarenb oGopmiIseT:

. TPYJOBOW JJOTOBOP B JBYX AK3EMILISIpaX;

. NpUKa3 O HA3HAUYE€HUU Ha JOJHKHOCTD;

. JTUYHYI0 KapTouky NeT-2;

. JOJDKHOCTHYIO MHCTPYKIIHIO;

. MHCTPYKLIMIO TI0 OXpaHe TpyJda M TEeXHUKe Oe30macHOCTH Ha paboueM
MECTE;

. BHOCHUT 3aITUCh B TPYJOBYIO KHIKKY paOOTHHKA.

2.4. PaboTomarenb 3HAKOMMUT:

. VYcTaBoM, KOJUIEKTUBHBIM JIOTOBOPOM, APYTUMH JIOKQJIBHBIMHU aKTaMH
qvJo;

. C I0JKHOCTHOM MHCTPYKIUEH;

. [TpoBOMUT BBOMHBIA WHCTPYKTaX, MEPBUYHBIA WHCTPYKTK MO OXpaHe

TPyAa, MHCTPYKTAXK IO IPOTHBOIIOKAPHOIH 0€30MacHOCTH.



2.5 .00s13aTenbHOM ABIISETCS BHYTPEHHSAS ONHCH JOKYMEHTOB, MMEIOIIMXCS B
JUYHOM JIenie.

2.6. Ilpu moctrymmenuu Ha padory B UY/IO odopmisercs nudHas KapTodka
PaGotnuka ¢. N T-2, xkoTopass XpaHUTCS B OTIEIbHOM KapTOTEKE M NPHUOOIIAeTCA K
AUYHOMY sieny PaboTHHMKA pu pacTOP>KEHUU TPYIOBOTO JJOTOBOPA.

3. HOPAAOK BEJAEHUSA JIMYHBIX JEJI

HEJATOI'OB U COTPYJHUKOB

3.1 JInuHOE n€70 MenaroroB U COTPYIHUKOB BENETCA B TEUEHHE BCEro Mepruoia
paboThI KaXKJI0T0 MeIarora ¥ COTpyIHUKA.

3.2 Benenue JIMYHOTO Jiea NPeIyCMaTpUBACT:

. [lomenieHne AOKYMEHTOB, MOJICKAIIMX XPAHEHUIO B COCTaBE JIUYHBIX
JIeJ1, B XPOHOJIOTHYECKOM TOPSJIKE:

- 3asgBJICHHUE;

- JINyHBIN JIUCTOK MO YYETY KaJIPOB;

- JInunas xaptouka ¢. N T-2.;

- ABTOOHOTrpadus;

- CropaBka 0 Hanuuuu (OTCYTCTBUH) CYAUMOCTH W (Win) (hakTa YroJOBHOTO
npeciefoBanust MO0 O  TPEKPAlIEHUH  YrOJOBHOTO  MPECIENOBaHUS IO
peabUIUTUPYIOIIUM OCHOBAHUSIM, BBIJIAHHYIO B TOpsSAKE W 1O QopMme, KOTOpbIe
YCTaHABJIMUBAIOTCS (efepaabHbIM OPraHOM HCIIOIHUTEIBHOMN BIACTH.

- JIOKyMEHTBI O TIOBBIIIEHUH KBATH(PUKAIMOHHOTO YPOBHS: aTTeCTAllMOHHBIN
JIUCT, YIOCTOBEPEHUE O MPOXOKIECHUH KYPCOB, SKCIIEPTHOE 3aKIIOUCHHUE;

- Konuu noxymeHToB 006 00pa3oBaHuy;

- Konust npukasa o npueme Ha pabory;

- Konuu nacnopta (CTpaHuIlsl ¢ IEPCOHAIbHBIMU JAHHBIMUA O MECTE PErUCTpalliH,
CEMEHHOM I10JIOKCHUN);

- BOCHHBIM OUJieT (/1711 BOGHHOOOS3aHHBIX JIUIT);

- Konuu cBUIeTENBCTBA O POKICHUH IETEM;

- Konuto cTpaxoBOro cBUIETENHCTBA IEHCUOHHOTO CTPaXOBAHMS;

- Konuto nieHTnuKaimoHHOro HoMepa HaJloroIJIaTeNbIINKa;

- Komuu [0KYMEHTOB O HarpaxJeHUH TOCYIJapCTBEHHBIMU Harpajamw,
MPUCBOEHUU TIOYETHBIX 3BaHUM, NPUCYXKIECHUU TOCYIJApPCTBEHHBIX MpeMHuil (eciau
TaKOBbIE UMEIOTCS).

- Konuu pacnopsbkennii (mprkaszoB) o nepeBoje PaboTHHKA HA UHYIO JOJKHOCTD,
0 BPEMEHHOM 3aMEIIeHUU UM UHOM JOKHOCTH.

- Konuu pemennii o BrimroueHnn PaOGoTHHKa B KaJpOBBIA pe3epB, a Takxke 00
WCKIIFOUEHHUH €TO U3 KaJPOBOT0 pe3epBa (€CIM TAKOBBIE HMEIOTCS).

- Komusa pacnopsokenust (mpukasa) O pacTOPKEHUU TPYAOBOTO JOroBopa ¢
PaGotaukoM.

3.3. JlokyMeHTbI, TpUOOIIEHHBIE K TUYHOMY Aeny PaboTHuka, OpomnmopyroTcs, K
JMYHOMY JIeNly MpUIararoTcs AOMOJHEHHE U ONMUCh. JIMCThI JOKYMEHTOB, MOAMIMUTHIX B
JUYHOE JIEJI0, MOJIeKAT HyMEpalluH.

3.4. B nu4HOE A€o0 HE BKIKOYAKOTCS JOKYMEHTBI, UMEIOIIUE BTOPOCTENEHHOE
3HaueHue (0 MPEeIOCTaBICHUM OTIYCKa, CIPABKM C MECTa >KUTEIbCTBA, O KWJIMIIHBIX
YCJIOBUSIX, YPHOBUKH JTOKYMEHTOB H T.I1.).
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4.ITIOPAJOK YYETA U XPAHEHUA JIMYHBIX JIEJI

HEJATI'OI'OB U COTPYIHUKOB.

4.1 B o6s3anHOoCcTH YUY J1O, Kak IOpHINYECKOTO JIMIA, OCYHIECTBIISIIOLIETO BEACHHE
JUYHBIX Jen PaOOTHUKOB, BXOIUT:

- [Ipno6iienne JOKYMEHTOB, yKa3aHHbIX B pazzaene Il Hacrosmero [lonoxenus, k
JIMYHBIM JesaM PaGOTHUKOB.

- ObecnieueHre COXpaHHOCTH JIMYHBIX J1es1 PaOOTHHKOB.

- OOecneyenre KOH(HUICHIMATHLHOCTA CBEJEHUM, COACPKAIIMXCA B JIMYHBIX
JieNax, B COOTBETCTBUU € (peiepaibHbIMU 3aKOHAMH, UHBIMU HOPMATHUBHBIMU ITPABOBBIMU
akramu Poccuiickoit @enepannu, a TakKKe B COOTBETCTBUH C HACTOAIINM [lonoxeHueM.

- O3nakomiieHne PaboOTHHKA ¢ TOKYMEHTaMHU CBOErO JIMYHOTO Jieja IO Mpochde
PaGoTHuka W BO BCeX WHBIX Cllydasx, MPEAYCMOTPEHHBIX 3aKOHOAATEIHLCTBOM
Poccuiickoit @enepanuu.

4.2. XpaHeHHne W y4eT JUYHBIX el MEeJAaroroB M COTPYAHUKOB OPTaHHU3YIOTCA C
Henblo  ObICTpOro M 0€30IMO0YHOr0 TMOMCKAa JIMYHBIX JeNl, OOeCHedYeHHs HUX
COXPaHHOCTH, a TaKke obecriedeHns] KOH(PUICHIINATLHOCTU CBEJACHHM, COEPKAITUXCS B
JIOKYMEHTAaX JINYHBIX JeJl, 0T HECAHKIIMOHUPOBAHHOIO JJOCTYyHA!

. JlocTynm K JNWYHBIM JellaM TIEAaroroB M COTPYAHHKOB HMEIOT TOJBKO
THPEKTOP.

. Cucrtemaruzanus JUYHBIX JIeJ NIE€AaroroB U COTPYIHUKOB IMPOU3BOIUTCS B
an(aBUTHOM TMOPSIIKE.

. JluuHble fAena MeJaroroB M COTPYAHUKOB XpaHATcs 75 JeT ¢ roja

YBOJIbHEHUS PAaOOTHHKA.

4.3. Komuu NIOKYMEHTOB BOHMHCKOTO YydeTa (i1 BOCHHOOOSI3aHHBIX U JIMII,
MO/JICXKANTUX TPHU3BIBY HAa BOCHHYIO CIYXKOy) XpaHSATCS B OTACIBHOW KapTOTEKE,
MPEyCMOTPEHHOM MeTOoIMYEeCKUMU PEKOMEHIAIMSIMU 110 BEJICHUIO BOMHCKOTO y4yeTa B
opranuzanusix. [Ipu pacTop:keHUu TPpyJ0BOr0 JOTOBOpa KOMUHU JTOKYMEHTOB U3bIMAIOTCS
U3 KapTOTEKHU U CAAIOTCS Ha apXUBHOE XpaHEHUE B COCTaBE JTUYHOTO jeia PaboTHuKaA.

4.4. ExeroHyr MpOBEPKY COCTOSIHUS JIMYHOTO JieJia MEeJIaroroB U COTPYIHUKOB
Ha TMpeIAMET COXPAaHHOCTH BKJIIOYEHHBIX B HEro JOKYMEHTOB W CBOECBPEMEHHOE
3anoJiHeHHue npoBoauT aupekrop YYJ1O.

4.5. TpynoBble KHIDKKA U MEAMIIMHCKUE KHIDKKH XPaHSTCS OTHAEIbHO B ceiide
JIUPEKTOPA.

4.6. JIOIDKHOCTHBIE MHCTPYKIIMM W MHCTPYKIIMU 1O OXpPaHE TPyJda XpaHSATCS B
oTaenbHbIX nankax B Y J10O.

5.10PAJOK BbIJAYU JIMYHBIX JEJ BO BPEMEHHOE
INOJIB30BAHUE

5.1 PabGoTHUK MMeEeT MpaBO HAa O3HAKOMJIEHHE C MaTepuajiaMH CBOETO JIMYHOIO
Jena.

5.2. Beigaua nuyHbBIX €1 (OTIENbHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO JIEia) BO
BPEMEHHOE TI0JIb30BAHME TPOU3BOJUTCS C pa3pelieHus aupekropa. Bpems paboTs
OTPaHUYMBACTCS TpPEJeIaMu OJHOro pabouero nHsA. B koHie paGouero IHS TUPEKTOP
00s3aH yOeIUThCs B TOM, YTO BCE JIMYHBIE JI€J1a, BBIIAHHBIE BO BPEMEHHOE 10JIb30BAHUE,
BO3BpAllleHbl HA MECTO XpPaHEHUS M €CTh JIU HEOOXOJIUMOCTh ISl MPUHATHS MEP K UX
BO3BPAILEHUIO WU PO3BICKY.

6. OTBETCTBEHHOCTD


http://bestpravo.ru/federalnoje/dg-gosudarstvo/y0k.htm

6.1 [legaroru U COTPyAHUKHA OOsI3aHBI CBOEBPEMEHHO TPECTABIATh CBEACHHS 00
U3MEHCHHH B MIEPCOHAIBHBIX JaHHBIX, BKIFOUEHHBIX B COCTAB JUYHOTO JIEJa.

6.2 Paboromarenb o0ecieunBacT:

. COXPaHHOCTD JIMYHBIX JIC]T MIEAaroroB U COTPY/THUKOB;

. KOH(HICHIIHAILHOCTh CBEACHHM, COAEPKAIMXCA B JIMYHBIX Jejax
IICIarOrOB U COTPYAHHUKOB.

6.3. Jluma, oTBETCTBEHHBIC 3a BEJACHHWE M XpaHCHHE JIMYHBIX el PabOTHUKOB,
MOTYT IPHUBIIEKATHCSA B COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickoit deneparuu K
JUCHUIIMHAPHOW M HMHON OTBETCTBEHHOCTH 3a pasriallieHne KOH(QUICHIINATbHBIX
CBEJICHUH, COJEPIKAIIMXCS B yKa3aHHBIX JIMYHBIX Je/IaX, a TAKXKE 3a MHbIC HApYIICHUS
HOpsiIKa BEICHUS JIMYHBIX JIe)T PAOOTHHKOB, YCTaHOBJICHHOTO HAacTOSIUM [lonoxeHneM.

7. IPABA
7.1 Jlna obecriedyeHus 3alIUThl MEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHSTCSA B
JIMYHBIX JIeJIaX NeAaroroB U COTPYIHUKOB, NMEJArord U COTPYAHUKHA UMEIOT MPaBo:

. [TonyunTh TMOJIHYIO WH(POPMAIMIO O CBOMX IEPCOHANBHBIX IaHHBIX H
00paboTKe ATUX JTAHHBIX;

. [TosryduTh TOCTYI K CBOUM TIEPCOHAIBHBIM JaAHHBIM;

. [MTomyuuTs KOTIHH, XpaHsIIIUecs B JTMYHOM nene
U COJIepIKallre TEepCOHAIBHBIC JaHHBIC.

. TpeOoBaTh HMCKIIOYCHHSI WU WCIPABICHUS HEBEPHBIX WU HETIOTHBIX

IICPCOHAJIBHBIX AAaHHBIX
pa6OT0,Z[aTeJIB HMCCT IIPaBO:

. OO0pabaTeiBaTh MEPCOHANBHBIC JaHHBIC TIEAArOTOB M COTPYAHHKOB, B TOM
YHCJIC U Ha YJICKTPOHHBIX HOCUTEIISIX;

. 3anmpocuTh  OT TEAAroroB M COTPYAHUKOB BCIO  HEOOXOIUMYIO
uHpopMaIuro.

nepeaacTCda Ha XpaHCHUC B ApXWUB MYHUIIUIIAJIBHOT'O 06paBOBaHI/I$I.

Ipunamo pewenuem neoacocuueckoeo cosema Ne3 om 18.02.2015 zo0a.



