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1.00mue nosioxkenus

Hacrosimmii jOKaibHBIA aKT ONpeACNdeT IMOPSAOOK BEIOCHHUSA, ydeTa H

xpadeHus JugHbBIX Aen paboramkos MYHUIIMITIAJIBHOI'O BIOJDKETHOI'O
JIOLLIKOJIbHOI'O OBPA3OBATEJIBHOI'O VUYPEXJIEHUSA  «JIETCKUM
CAL Ne 5 «KEMUYXHWHA» I'. HIEJIKOBCKAS» (nanee — obpa3zoBarenbHas
OpraHu3ans).
Ilopsanok pazpaborad B cooTBeTCTBUM ¢ TpyAoBbIM KogekcoMm PO, DenepanbHbiM
3akoHOM oT 27.07.2006 Ne 152-03 «O mnepcOHaIbHBIX MAHHBIX), MPUKA30OM
Pocapxusa or 31.07.2023 Ne 77 «O06 yrBepxneHuu [IpaBun opraamszanuu
XpaHeHus, KOMIUIEKTOBAHMSA, y4€Ta M HKCITONB30BaHUS JOKYMEHTOB ApPXHUBHOIO
¢onna Poccuiickoii ®emepauuMy W JOPYTHX APXUBHBIX JOKYMEHTOB B
rOCYyJapCTBEHHBIX  OpraHax, OpraHax MECTHOrO  CaMOYIpaBJIEHUS U
OpraHM3alyaX», KOJUIEKTUBHBIM ~ JIOTOBOPOM U YCTaBOM  00pa30BaTCIbHOM
OpraHu3alyH.

2.®opMHpoOBaHHE JHYHBIX 1eJ1 pAOOTHHKOB

2.1. ®opMupoBaHUE JTMYHOTO A€a pabOTHUKA TIPOU3BOAUTCS PAOOTHUKOM,
HA3HAYCHHBIM  DPYKOBOAMTENEM O0pa3oBaTeNbHON oOpraHu3aimy (Jajee —
OTBETCTBEHHBIN 3a BeAcHHe Aen). JlmgHoe aeno GopMuUpyeTcs He MO3JHEe IHITH
pabounx AHEH cO JHS 3aKIIOYSHUS TPYAOBOIO JOrOBOPA, HO HE paHee IMOJyIEeHUsS
0T paboTHUKA corjacusi Ha 00paboOTKy ero MePCOHANBHBIX JAHHbIX.

2.2. IlepBrgHOe 0opMIICHUE TMIHOTO JIENa TIPEYyCMAaTPUBALT



a) MPUCBOEHUE JMYHOMY Jelly HOMEpa COIVIACHO JKypHally ydyeTa JIMYHBIX Ael
(mpunoxenne Ne 1);

6) odopmiteHrE 0OJIOKKHA JTUYHOTO Aesia, KoTopast GOPMHUPYETCS B COOTBETCTBUH C
TpeboBanuamu npukasza PocapxuBa ot 31.07.2023 Ne 77. B 0010xky
BHOCST CJICAYIONTHE PEKBU3UTHI: MHJICKC Jieia (B COOTBETCTBUH ¢ HOMEHKJIATYPOi
nen oOpa3oBaTeNbHOW OpraHW3aliM), MOJIHOE HAMMEHOBAaHWE 0OOpa3oBaTeIbHOU
OpraHu3anyy, HOMEP JUYHOTO neia; (aMuiusd WM OT4eCTBO pPabOTHWKA B
WMEHUTETFHOM TIAJIeKe; JAThl — TOJ HAdajia W TOoJ OKOHYAHWS BEACHUS Neja;
KOJIMYECTBO JIMCTOB, CPOK XPAHCHHS,

B) MOMCIICHHUC AOKYMCHTOB, IOJICKAINKWX XPAHCHHIKO B COCTABC JIMYHBIX JACJI, B
XPOHOJIIOTHYCCKOM IIOPAAKE:

BHYTPEHHSAS ONMMCh JOKYMEHTOB Jiejia, KoTopas (hOpMUPYETCS B COOTBETCTBHHU C
TpedoBanuaMu nprkasza Pocapxusa ot 31.07.2023 Ne 77;

JIUCT ¢ OTMETKaMU 00 O3HAKOMJICHUH PA0OTHHUKA C MEPCOHAJILHBIMU JIAHHBIMU U3
JUYHOTO Jena (mprioxenue Ne 2);

JIMCT C OTMETKAMHM O Pe3yJIbTaTax €KETOAHON MPOBEPKH COCTOSHHS JUYHOTO Jeia
(mpunoxenne Ne 3);

JUYHBIN JIUCTOK 10 yueTy Kaapos (mpunoxenue Ne 4);
corjiacue Ha 00padOTKy MEPCOHATBHBIX JAHHBIX;
3asBJICHHE O TIpHUeMe Ha paboTy;

KOIHUS MPUKa3a O MpUeMe Ha padboTy;

KOTUA TOJKHOCTHOW WHCTPYKITUH,

TPYZOBOM IOTOBOP;

JIOTOBOP O TIOMHOW MaTepUalbHOW OTBETCTBCHHOCTH (€cliu pabOTHUK —
MaTepPUATbHO OTBETCTBEHHOE JIHTIO);

PE3yAbTaThl TPEABAPUTEILHOIO MEAUIIMHCKOTO OCMOTPA,

PE3YIAbTAaThl HICUXHUATPHUUCCKHUX OCBI/II[GTGHBCTBOBEIHI/Iﬁ (GCHI/I pa6OTHI/IK BBIINMOJIHACT
OTACJIbHBIC BUAbBI ACATCIBbHOCTH,

2.3. JlucTel HNOKYMEHTOB, TOMENIEHHBIX B JIMYHOE JE€J0, TMOJJIekKAT
HyMEpaI1H.

2.4. JIoKkyMeHTHI MTOMEIIAIOTCA B MANKy-CKOpOCIIMBaresib. [Ipyu yBOJIbHEHUN
paboTHUKA €710 MPOILIMBAETCA HUTKAMHU M CAACTCSA B apxXuB 00pa3oBaTENIbHOM
OpraHu3aluy.



2.5. BHyTpeHHs4 ONUCh HOKYMEHTOB Jiefia JAOJKHA COJAEPkKATh CBEACHUA O
MOPAKOBBIX HOMEpPAaX, HAMMECHOBAHMUAX JTOKYMEHTOB JI€JIa, KOJMYECTBE JIMCTOB,
JlaTax BKIIFOUEHHS NOKYMEHTOB B JIMYHOE AEIO0 WM W3BATHA U3 AENA, a TAKKE KEM
U3BAT TOKYMEHT U MO KAKOW MPUYUHE.

2.6. BHyTpeHHss ONWCh COCTABJISIETCA HA OTACJIBHOM JIUCTE [IO
yCTaHOBIICHHOH (hopme. JINCThI BHYTPEHHEH OTIMCH HYMEPYIOTCS OTACIBHO.

2.7. Ilpu moAroTOBKE JUYHBIX JIe]l K Mepeaaue Ha XPaHCHHE K BHYTPECHHEH
OTMMCH COCTABIIACTCA WMTOTOBAs 3alCh, B KOTOPOW YKa3biBaeTCA NHU(PpaMH H
MPOMUCHI0 KOJIMYECTBO BKJIIOUCHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB
nena.

3.BeneHue JTUYHBIX JeJ1 pA00THUKOB

3.1. JInuHoe meno BedeTcs B TEUCHHE BCEro mepuoaa padoThl pabOTHHKA
00pa3oBaTEIbHON OpraHU3alvH.

3.2. Benenuwe nUYHOTO jAena pabOTHUKA MPETyCMATPUBAET MOMEILCHHUE B
Je7I0 JOKYMEHTOB, OOpa3ylolmuxcs B Mmpolecce padoded ACATENBHOCTH H
UMEIONNX 3HAYCHUE I TPYTOBBIX OTHOIICHUN:

JOTIOJTHEHUE K IMYHOMY JIMCTKY IO YYETY KaApOB;
JOTIOJTHUTENTBHBIEC COTJIALICHUA K TPYAOBOMY JOTOBOPY;

KOMMWW TIPUKA30B TIO0 JIMYHOMY COCTaBY, KOTOPBIC KacaroTcsi paboTHWKA (O
NMepeBoie,  TMEPEMEIICHUH,  POTAIlMH,  COBMEICHWUH,  COBMECTHUTEIIHCTRBE,
YBOJIbHCHHH, oriaTe Tpy/a, aTTeCTaIluH, MOBBIIICHAN
KBATM(PUKAIIAA, TTIOOIPEHUHN,  HAarpakjaeHuu, 00  W3MEHEHWH  aHKETHO-
Oonorpaduueckux MAHHBIX, OTMYCKax MO yXOAy 3a peOeHKOM, OTmyckax 0e3
COXpaHEHUS 3apa0OTHOM TUIATHI);

OT3BIBHI JOJDKHOCTHBIX JIAIT O PAOOTHHKE,

corjiacusa Ha 00padOTKy MEPCOHATBbHBIX JTAHHBIX;
XapPaKTePUCTHKU U PEKOMEH/IaTeIIbHBIC MMIChMA,
aTTCCTAIlMOHHBIC JTUCTHI;

PE3YABTATHl NEPHOAMUCCKAX MEIHIIMHCKHX OCMOTPOB;

PE3YIAbTAaThl HICUXHUATPHUUCCKHUX OCBI/II[GTGHBCTBOBEIHI/Iﬁ (GCHI/I pa6OTHI/IK BBIINMOJIHACT
OTACJIbHBIC BUAbBI ACATCIBbHOCTH,

yBEJIOMJICHUS 00 U3BMEHEHHUH YCIOBUM TPYJ0BOrO JOrOBOPA;

KOITMH OOBSICHUTETBHBIX 3aIIuCOK, 3asBJICHUI pa6OTHI/IKa;



MaTcpualibl aTTCCTAllUA (GCJ'II/I pa6OTHI/IK MOAJICIKUT IMPOXOKACHHUIO aTTeCTaI_[I/II/I);
JIMCT — 3aBCPUTCIIb ACJIa (COCTaBHﬂIOT npu ¢Aa4C JIMYHOTO ACJIa B apXI/IB);
HHBIC JOKYMCHTHI.

33. B TnuuHble [qena  HE MOMEIIAKOTCSA  JAOKYMEHTBI, HWMEIOIIHE
BTOPOCTENEHHOE 3HAUCHUE. Takue JOKYMEHTHI XPaHATCSA B OTACIbHOM jeie Ne 4-
09 «JloKyMEHTHI, HE BOIIEAIINE B COCTAB JUUHBIX JEIY.

3.4. PaGOTHHUK 3HAKOMUTCS C JUYHBIM JIEJIOM B TEUEHUE TPeX paboumnx AHEH
C JIaThl TMOJYYEHUS] OTBETCTBEHHBIM 32 BEICHUE JEJ 3asBJICHUS C MPOCchOOH 00
o3HakomyieHH. OO 3TOM JenaeTcss OTMETKA B JIMCTE O3HAKOMJIEHUS PA0OTHHUKA C
JIUYHBIM JICJIOM.

3.5. OzHakomJieHHE C JEIOM MPOMCXOAWUT MCKIIOUMTEIbHO B KaOHWHETE
OTBETCTBEHHOTO 3a BEJCHHE JIC]I U B €r0 MPHUCYTCTBUH. 3aMpeInaeTcs BBIHOC Jea
13 KaOWHETA.

3.6. Bbijaua komud JOKYMEHTOB W3 JIMUHOTO JI€ja MNPOU3BOJUTCA IO
JUYHOMY 3asBJICHUIO pa0OTHUKA U C paszpellieHus aupekropa. Konuu qoKkyMeHTOB
JIOJIKHBI ObITh 3aBEPEHBbI U MPEAOCTABICHb PAa0OTHUKY B TEUCHHUE TPEX HHEH CO
JTHA TIOAA4M 3a5BJICHUS.

3.7. 3bATHE OTACIbHBIX JOKYMEHTOB M3 JIMYHOTO Jejia MPOU3BOJUTCS C
pasperieHuss IUpPEeKTopa 00pa3oBaTeNbHOM oOpraHu3anmuu ¢ OGOPMIICHHEM
cooTBeTCTBYIOMEH 3amucu B rpade «lIpumeuanuwey BHyTpeHHel ommcu. [Ipm
BPEMEHHOM W3BATHM JOKYMEHTAa Ha €ro MecTo (MEXKAy JMCTaMH COCEIHUX
JIOKYMEHTOB) BKJIQJIBIBAETCS CIPABKa-3aMECTUTENIb C YKAa3aHWEM JaThl W TPUUWH
W3BATAS € NOANUCHIO JIMIA, BBIAABIIETO JOKYMEHT, W TMOJANHUCHIO JIWIA,
MOJYYMBILIETO €r0 BO BPEMEHHOE MOJIb30BAHUE.

3.8. B nensax obecrieueHUs] KOHTPOJISA 32 COXPAHHOCTHIO M aKTYaJIbHOCTHIO
JUYHBIX Je]T B 00pa30BaTeIbHON OPTaHU3aIuH €XKETOAHO TPOU3BOIUTCS MPOBEPKA
WX HaJIWYUS U COCTOSTHUA.

3.9. EXerogHyro MpPOBEPKY COCTOSHHS JIMYHBIX JeJT Ha NpeaMer
COXPAaHHOCTH BKJIFOYEHHBIX B HETO JOKYMEHTOB ITPOBOAMT CIIEHUAIBHO CO3MAHHAS
komuccrd. O IpOBEIEHHBIX MPOBEPKAX JEIAETCSA OTMETKA B JIMCTE O pe3yJibTarax
€)XETOTHOM MPOBEPKU COCTOSHUS W HAIMYMUA JIMYHOTO Aena (mpuiokenne Ne 3) u
COCTAaBJIACTCA aKT. Pe3ynbTaThl MPOBEPKU JIMYHBIX €T B 00S3aTE€IbHOM MOPAJKE
JOBOJATCA 10 AUPEKTOPA 00Pa30BaTENbHON OpraHu3aliu.

4. XpaHeHue M y4eT JJUUHBIX €] pA0OTHUKOB

XpaHEHHE U yUET JUYHBIX JeJ pabOTHUKOB 00pa30BaTEIbHONM OpraHu3alvuu
OPraHM3yIOTCA C LEJbI0 OBICTPOTO TMOUCKA JIMYHBIX JeJI, OO0ECHNEUYeHUd HX



COXPAaHHOCTH H KOH(I)I/II[GHI_[I/IEUIBHOCTI/I CBGI[GHHﬁ, COACPKAIIUXCA B HOKYMCHTAxX
JIMYHBIX OCJI, OT HCCAHKIMMOHUPOBAHHOI'O AOCTYIIA.

4.2. Jluunble nena paOOTHUKOB XPAHATCA Y OTBETCTBEHHOTO 3a BEACHUE
JeN B CHEeHAIbHOM METaJTHYecKoM cefide.

4.3. JlocTyn K JIMYHBIM AejiaM PAaOOTHUKOB UMEIOT TOJIbKO OTBETCTBEHHbIN
32 BEIEHWE Jen W JAUPEKTOp 00pa3oBaTeNIbHOW OpraHu3aluy Ju00  €ro
3aMECTUTEM TPU WCHOJHEHUU OOA3aHHOCTEH JupeKkTopa 00pa3oBaTEIbHON
OpraHu3aluu.

4.4, Cucremaruzaiusi JIMUHBIX Jie PpaOOTHUKOB MPOU3ZBOAUTCSA B
anaBUTHOM TIOPSIIKE.

5.0¢opmiieHre TUYHBIX /1eJ1 pA0OTHUKOB Tepe/ caaveil B apXxuB

5.1. Odopmiieane TWYHBIX J€71 I TEpeaaddl B apXWB MPOU3BOIUTCS
OTBETCTBEHHBIM 32 BEJACHUE J€/1. JTa MPOIeAypa BKIIOYAET;

MOAIMMBKY (TIEPETUIET) Jena;
yTOYHCHHE HyMEpaIliH JINCTOB JIea,

COCTaBJICHUE JIMNCTA-3aBEPHUTEIIA, KOTOPHIH (DOPMHPYETCSI B COOTBETCTBHHM C
TpedoBanuaMu nprkasza Pocapxusa ot 31.07.2023 Ne 77;

cocTaBlicHHE (YyTOUYHEHUE) BHYTPEHHEH OTIUCH,
BHECEHUE YTOUHCHUH B PEKBU3UTHI JTULIEBOUM O0JI0KKHY J€a.

5.2. Jluct — 3aBeputenb Jenaa JOJKEH MOANMKMCATh €ro COCTaBUTENb, MPH
ATOM JieiaeTcs pacmu@poBka MTOJDKHOCTH W TOJIMUCH, TPOCTaBsieTcsA naTta. B
MPOLIECCE MCMOJIb30BAHUS APXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTENIE NEJIAOTCS
COOTBETCTBYIOIINE OTMETKH.

Ecnu neno moammnro 0e3 nMCTa-3aBEpUTENS, TO €ro CIEAYET HAKICHTh Ha
BHYTPEHHIOKO CTOPOHY OOJIOKKH JENa.

5.3. C uenbto obecnieyeHus: COXPaHHOCTH JIMUHBIX J1€JT PEKOMEHAYETCS:

OOBETUHATh WHIUBUAYAIbHBIC JIMYHBIC [I€JIa YBOJCHHBIX DPAOOTHUKOB B OJHY
00710%Ky (00BEAMHEHHOE JENI0) C TAKHUM PacueToM, 4ToObl 00BbeM Aena (TomMa) He
npesbima 250 TUcToB (IMyTEM CHIMBKM MAaTEPHATIOB WHIWBUAYAIBHBIX NIEN TIO
roJiamM YBOJIbHEHU);

pacrmojlaraTh MaTepHaiibl WHAWBHUAYAJIBHBIX JE B mpenaenax jaena (Toma) B
andasuTHOM TIOpsiAKe (MOaMHUIBHO), OTHAESAS MaTepuajbl, OTHOCAIIUECA K



Pa3HbIM MHIAWBUAYATbHBIM AEJIaM, YUCTHIM JIMCTOM OyMaru ¢ yka3aHHEM Ha HEM
(haMmIIFK, IMEHH B OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO COTPY/IHHKA,

cHaOXkaTh Kaxaoe OOBEAMHEHHOE Jel0 (TOM) BHYTPEHHEH OMHCHIO C
nepeuncacHueM (pamMuinii, UMEH W OTUECTB M yKa3aHWEM HOMEPOB CTPAHHMII, B
npeaenax KOTOPhIX PacroioXeHbl COOTBETCTBYIOIIME IOKYMEHTHI.

5.4. llepenaya JTUUHBIX AEJT B AQpXUB OCYIIECTBIIACTCS HE MO3/IHEE TPEX JIET
MOCJIC 3aBEPIICHUS WX B JICIIONPOH3BOACTBE B COOTBETCTBHH C TpadukoMm.
IIpenBapuTenbHO OTBETCTBEHHBIM 3a BEJICHHE JEN TMPOBEPSIETCA IMOJHOTA |
MPaBWILHOCTh MOJATOTOBKH JIMUHBIX A K Mepeaade. BeIABieHHbIC TTPU MPOBEPKE
HEJIOCTAaTKU YCTPaHAIOTCS OTBETCTBEHHBIM 3a BeaeHue nen. Ilepenaua m mpuem
MIPOU3BOAATCS IO OMMCH ¢ MPOCTAHOBKOKH OTMETOK O HAJIMUMH JIMUHBIX JIC]I.

5.5. JIuunbie nena paOOTHUKOB, 3aKOHYEHHBIE AEIOMPOU3BOACTBOM A0 1
aaaps 2003 rona, xpansarcs 75 ner, nocie 1 saBaps 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTH padoToaaTesisi U padOTHHKA

6.1. PaboTtHuku 00pa3oBaTebHON OpraHu3alu 00sA3aHbl CBOSBPEMEHHO
MPEACTABIATh CBEJACHHS 00 HW3MCHCHHHM CBOHX IIEPCOHAIBHBIX JaHHBIX,
BKJIFOUCHHBIX B COCTaB JIMYHOTO JISIa.

6.2. OTBETCTBEHHBIN 3a BeJACHUE /]I pA0OTHUKOB HECET AUCHMIUTMHAPHYIO
W HWHYIO OTBETCTBEHHOCTh 3a pasrjallieHue KOH(HICHIIHAIBHBIX CBEICHUM,
COAECPKAIMXCA B JIMUHBIX JE€7aX, W 3a HHbIC HaApPYyIICHUS TMOPAJKA BEACHUS
JIAYHBIX JE.

7. IlpaBa paGoToaaTensi 1 paboTHUKA
7.1. PaGoTHuKHM 00pa3oBaTebHONM OpraHU3alii UMEIOT MPaBo:
ITOJTYy4aTh MOTHYIO HHpOpMaIio 00 00padoTke CBOMX IMEPCOHAIBHBIX JaHHBIX;
MOJIy4aTh JTOCTYN K CBOMM NEPCOHAJIBHBIM JTAHHBIM;
MTOJIy4aTh KOMHMHU JOKYMEHTOB, XPAHSIIUXCS B JIMYHOM JIEJIC;

Tpe6OBaTI> HUCKITIOUYCHHA WJIKM UCIIPABJIICHHUA HCBCPHLIX W HCTIOJIHBIX (I/ICKa)KeHHBIX)
CBOHUX IICPCOHAJTBbHBIX TAHHBIX.

7.2. PaboTtonarens uMeeT paBo:

oOpabaTeiBaTh TMEPCOHANbHBIC JaHHbIE PAaOOTHUKOB, B TOM 4YHCIIE W Ha
3JICKTPOHHBIX HOCHUTEISAX

3amparmBaTh 0T PabOTHUKOB MH(POPMAITHIO, HEOOXOMUMYIO IS BEACHUS JIMIHBIX
nen 1 00pabOTKU MEPCOHATBHBIX TAHHBIX.
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