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IMPUKA3
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00 yrBepxaennu IonoxeHus1 0 nopsiike BeJeHUs JUYHBIX /1€l PpA0OTHUKOB
MBJOY «Kpenbiun»

PykoBoactBysice TK PO, denepanbabiv 3akoHoM oT 27.07.2006 Ne 152 «O nepcoHaIbHBIX
JIaHHBIX», MeToanyeckumu pekomeHaanusmu Pocapxusa, Ykazom [Ipesuaenta ot 30.05.2005
Ne 609 «O6 yrBepxkaenun I1on0keHns1 0 TEPCOHANBHBIX JaHHBIX TOCYJAPCTBEHHOTO CITYXKAIEro
Poccuiickoii @enepaiiuu 1 BeICHUHU €ro JTUYHOTO JIeIay, KOJIEKTUBHBIM JJOTOBOPOM U YCTaBOM
MBJIOY «Kpensiiy, pemenueM o0miero coopanusi paboTHUKOB (TpoTokoi oT 18.05.2018 Ned)

INMPUKA3BIBAIO:

1. VrBepauts [lonoxeHnue o nopsiike BeleHUs JIUYHBIX ea pabotHukoB MB/I0OY
«Kpensl» B COOTBETCTBUHU € IIPUIIOKEHUEM | K IIpHKa3y.

2. Ha3HaunTh OTBETCTBEHHBIM 3a BEACHWE JMYHBIX /€1 COTPYAHHKOB CIIEIUAINCTA II0

kazapam 3aBugoBy H.A.

3. Ha Bpems ormycka 3aBunoBoid H.A. BO3JIOKHUTH OTBETCTBEHHOCTD 32 BEJICHHE JTMUHBIX JIEIT

corpynnukoB Ha TykrapeBy H.M., cienmanucra o OT.

4. 3amecturento 3aBeayromiero CrapieBoit E.I'. pasmectuts [lonoxxenue o mopsiike BeICHUS
anuHbIX fen pabotHukoB MB/IOY «Kpenbimy Ha opunuansaom caiite MBZIOY
«Kpensim.

5. KoHTposb 32 UCTIOIHEHNEM HACTOSIIEr0 MPUKa3a OCTaBIISAIO 32 COOOM.

3asenyromuit MBJIOY  «Kpenbii» JL.B. Ipym

O3HaKOMJIECHBI:

B neno 04 — 05
«_» 20_r
3aBunoBa H.A.
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IIpunoxenue 1
k npukasy MBJIOY «Kpemnbim»
o1 22.06.2018r. Ne 221-ox

IHosi0keHue 0 MOpPsiiKe BeAeHUS JIMYHBIX /IeJ1 pA00OTHUKOB
MYHHUIIUNIAJTBHOTO 0I0’KETHOI0 J0IIKOJIbHOr0 00pa30BaTeIbHOI0
yupesxkaeHus «Kpenbinn MyHUIIMIIAJIbHOTO 00pa3oBanus ropoa Hosiopbck

1. O01mme moJ10KeHus

1. Hacrosiiee mosiokeHHE OIpENEseT MOPSAOK BEACHUS JIMYHBIX J€] INEAaroroB u
COTPYAHUKOB B MYHMLMIAJIBHOM OOJDKETHOM JOLIKOJIBHOM OOpPa30BaTENbHOM YUPEKIACHUU
«Kpenblimy MyHUIMITATBHOTO 00pa3zoBanus ropoa HosOpbek (nanee — YupexaeHue).

1.1. JluyHoe neno paOOTHMKA — COBOKYIIHOCTb JIOKYMEHTOB HEPCOHAJIbHOIO Y4YErTa,
COJIEpIKalINX CBEJCHUS O PAOOTHHUKE U €r0 TPYAOBOM AEATEIbHOCTH.

1.2. Tlonoxenue paspaborano B cooTBercTBUM ¢ TK, ®DenepaiabHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHanbHbIX TaHHBIX», MeToauyeckumMu pekoMeHaauusimu Pocapxusa,
VYkazom Ilpesuaenta ot 30.05.2005 Ne 609 «O06 yrBepxknenuu llomoxkeHust o mepcoHaNIbHBIX
JIaHHBIX TOCYJIapCTBEHHOTO cityx)aniero Poccuiickoit denepauvv ¥ BEICHUH €r0 JUYHOTO JIEIay,
KOJIJIEKTUBHBIM JOTOBOPOM U YCTaBOM Y UPEXKICHHSL.

2. ®opmupoBaHHEe JIUYHBIX J€T pAOOTHUKOB.

2.1. ®opMUpOBaHUE JTUYHOTO Jiesia pabOTHUKA MTPOU3BOAUTCS CIIELUAIUCTOM I10 KaJpaM
HE MO037Hee MNATH padouyux AHEW CO JHS 3aKJIIOUEHHUs TPYJOBOrO JIOTOBOpAa M TOJBKO IOCIIE
HOJIy4EeHHUsl OT pabOTHHKA coriacusi Ha 00pabOTKy ero NepCcoHaIbHBIX JaHHBIX.

2.2. Ilpu nocrymiieHuu Ha paboTy COTPYAHUK NMPEAOCTABISIET (IPU HATUYUUN):

— MacNopT UM UHOHM TOKYMEHT, yIOCTOBEPSIOLINI INYHOCTH;

— aBTobmorpaduio;

— 3asBJICHUE O NpHeMe Ha padoTy;

— CTPaxOBOE CBU/IETENHCTBO IEHCMOHHOTO CTPaXOBaHUs;

— UJICHTU()UKALMOHHBIH HOMEP HAJIOTOIIATEIbIINKA;

— IOKYMEHT BOMHCKOT'O y4eTa (i1 BOEHHOOOS3aHHBIX JIMIL);

— JIOKyMeHT 00 00pa30BaHuH;

— aTTECTaIlMOHHBIN JIUCT;

— CHpaBKy O HaIWYMM (OTCYTCTBUHM) CYIUMOCTH M (WiM) ¢akTa YroJaoBHOTO
Ipecie10BaHus;

— TPYZIOBYIO KHUXKKY;

— MEJUIMHCKYIO KHIKKY;

— CBUJIETEILCTBO O Opaxe;

— CBUJIETEIBCTBO O POKICHUH JIETEH.

2.3. Paboronarens odopmiser:

— TUYHYO KapTouky Ne T-2;

— MPHUKa3 0 mpueMe Ha paboTy (0 MepeMeleHUH Ha JpyTue T0JKHOCTH);

— TPYJI0BOM TOTOBOP B ABYX 3K3EMIUISAPAX;

— IOJDKHOCTHYIO UHCTPYKIUIO.

2.4. IlepBuuHoe 0popMIIEHHE JIUYHOTO JIeja IpeaycMaTpUBaET:

a) IPUCBOCHHUE JINYHOMY JIeTy HOMEpa COTJIaCHO JKypHaly ydeTa JIMUHBIX JIeT;

0) mpocTaBieHHe Ha 00JI0XKKE JIMYHOTO JIea CIeIYIOIINX PEKBU3UTOB:

e MHJEKC Jiena (B COOTBETCTBHU C HOMEHKJIATYPOU /I YUpeKICHHS);
e II0JHOE HAMMEHOBAHUE YUPEIKICHHUS;

e HOMED JMYHOTO JIETa;

e (amMmIns UMs OTYECTBO PAOOTHHKA B UMEHHUTEIBHOM IAJIEKE;

e JaThl — rOJ HaYaJla ¥ roJi OKOHYAHUsI BEJICHUS JIeNa;

e  KOJIMYECTBO JIUCTOB,;
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e CpOK XpaHEHHUS;

B) IIOMEIEHUE JIOKyMEHTOB, IO/UIeKAIIUX XPAaHEHUI0O B COCTaBE JIMYHBIX Jiel, B
XPOHOJIOTUYECKOM HOPAJIKE:

— BHYTPEHHSIS OIIUCH TOKYMEHTOB JIEJIa;

— JIUCT C OTMETKaMH 00 03HAKOMJIEHUH paOOTHUKA C TUYHBIM JEIIOM;

— JIACT C OTMETKaMU O Pe3yJIbTaTax €KeroJIHOM NPOBEPKH COCTOSHUS JIMYHOTO J1E114;

— JIMYHBIN JIUCTOK I10 Y4€Ty KaJpOB WIH AaHKETA,

— aBrobmorpadus;

— 3as1BJICHUE O TpHEeMe Ha padoTy;

— [IpUKa3 0 IpueMe Ha paboTy;

— JIOTOBOp O IOJIHOW MaTepUalbHON OTBETCTBEHHOCTH (€Ciu pabOTHUK — MaTepHaIbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEPUCTUKU U PEKOMEHAATEIIBHBIC ITMCHbMA;

— corjacue Ha 00pabOTKy MEePCOHAIBHBIX TaHHBIX.

2.5. JIucTpl TOKYMEHTOB, IOMEIIEHHBIX B JJMYHOE JIEN0, I0JUIeKAT HyMEPaLUH.

2.6. JIokyMeHTBI NOMELIA0TCs B MANKy-cKopocimuBaTenb. [Ipu yBospHEeHMH pabOTHHKA
IIPOILLIMBAIOTCS HUTKAMH U CIAIOTCS B APXHUB.

2.7. BHyTpeHHss OIUCh JOKYMEHTOB, UMEIOUIMXCS B JIMYHOM JIEJIE, JOJDKHA CONEP)KATh
CBEJICHUs O MOPSAJIKOBBIX HOMEpax, HAMMEHOBAHUAX IOKYMEHTOB J€Jla, KOJIMYECTBE JIUCTOB,
JlaTax BKJIFOYEHUS JOKYMEHTOB B JINYHOE JIEJI0 U U3BATHS U3 A€JIa, a TAKKE KEM U3bAT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHHss ONUCh COCTABIISIETCS HA OTJEJIBHOM JIUCTE 110 YCTAHOBJICHHOH (opMme.
JIucThl BHYTPEHHEN OMUCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpy noAroTroBke JWYHBIX €]l K IEepelade Ha XPaHEHUE K BHYTPEHHEH OIUCH
COCTaBJISIETCSl UTOrOBasi 3allMCh, B KOTOPOM yKa3bIBaeTcs LU(paMu U MPONUCHIO KOJIMYECTBO
BKJIFOYCHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEA.

3. Beaenne TUYHBIX Aes1 pa0OTHMKOB

3.1. JIuuHoe neno BeAeTcs B TEUEHHE BCEro Mepuojia paboThl KaXAOro Imegarora u
COTPYJIHHKA Y UpEexKICHHUS.

3.2. JlanpHeiiliee BeIeHUE JHYHOTO Jena pabOTHHKA MpelycMaTpUBAeT MOMEIIECHUE B
JIeJI0 TOKYMEHTOB, 00pa3yloIIuXcsl B Ipolecce padboueil NesTeIbHOCTH U MMEIOLUX 3HAYeHHE
JUISl TPYAOBBIX OTHOUIEHUH:

— JIONIOJTHEHHE K JINYHOMY JIUCTKY 10 YUETY KaJpOB;

— KOTIMH MPUKA30B M0 JUYHOMY COCTaBY, KOTOPbIE KACalOTCsl paOOTHHUKA,

— OT3bIBbI JIOJDKHOCTHBIX JIUIL O paOOTHUKE;

— KOTIMH JOKyMEHTOB O MOBBIIIEHUH KBATH(PUKAINY;

— KOMHH CePTUPHUKATOB, FPaMOT;

— JIUCT — 3aBEPUTENb JeNa (COCTABIISIOT MPU CAaue JMYHOIO JIea B apXUB);

— UHBIC IOKYMEHTHI.

3.3. B xoH1e kanenmapHoro roja u He noznHee 30 nekadps Bce paOOTHUKH YUpeKICHUS
IPOXOJAT O3HAKOMJIGHWE C JUYHBIMH JenamMu. OO0 3TOM Jenaercs OTMETKa B JIUCTE
03HAKOMJICHUS PAOOTHHKA C TUYHBIM JICJIOM.

3.4. O3HaKOMIIEHHE C JIeIOM MMPOUCXOJNUT UCKIIOUYUTENHFHO B KaOWHETE CIEIHaIncTa Mo
KaJ[paM U B €ro MPUCYTCTBHUH. 3amperiaeTcs BEIHOC Aelia U3 KaOuHeTa.

3.5. Bpimaua KOMWH JOKYMEHTOB W3 JIMYHOTO JIea TPOM3BOAMTCSA IO JIMYHOMY
3aBJICHUIO pa0OTHHUKA M C pa3pelieHus 3aBeayromiero. Komuu JOKYyMEHTOB MOJIKHBI OBITH
3aBepeHbl U NPEJOCTaBICHBI PA0OTHUKY B TE€UEHHUE TPEX AHEU CO THS MOJauU 3asiBICHUS.

3.6. U3psATHE OTHENBbHBIX JOKYMEHTOB M3 JIMYHOTO JeJia TMPOU3BOIUTCS C pa3peIIeHUs
3aBEAYIONIETO YUpexkaeHHUs ¢ opopMIeHHEM COOTBETCTBYIOIICH 3anucu B rpade «[Ipumedanuer
BHyTpeHHell omucu. [Ipy BpeMEHHOM H3BATHU JOKYMEHTa Ha €ro MecCTo (MEXIy JHCTaMHu
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COCEIHMX JIOKYMEHTOB) BKJIQJbIBACTCS CIIpaBKa-3aMECTUTENIb C YKa3aHUEM JaThl U TNPUYUH
U3BATUS C MOAMMCHIO JIUIA, BBIAABILETO JOKYMEHT, M MOJAINHUCHIO JIHIA, OJYyYUBIIETO €ro BO
BPEMEHHOE I10JIb30BaHUE.

3.7. B nensax obecrieyeHUs] KOHTPOJIS 32 COXPAHHOCTBIO U aKTyaJbHOCTBIO JIMYHBIX JIE] B
VYupexnenun exerogHo (He mno3nHee | kBaprama roga, CIEAYIOLIETO 3a OTYETHBIM)
MIPOU3BOUTCS MPOBEPKA UX HAIUYMUSI U COCTOSHUS.

3.8. ExeromHyro TIPOBEpPKY COCTOSHHUS JIMYHBIX JI€T HAa MPEeIMET COXPaHHOCTU
BKJIFOUEHHBIX B HETO JJOKYMEHTOB IIPOBOJUT CIIELIMATIBLHO co3aHHas Komuccus. O mpoBeeHHBIX
MpPOBEPKaAX JeJaeTcsi OTMETKA B JIUCTE O pe3yjibTaTaxX €XEroJHOM MPOBEPKU COCTOSHUS U
HAJIMYUs JUYHOTO Aena (mpusoxkenue Ne 5) u cocraBisieTcst akT. Pe3ynbraTel IpOBEpKH JIUYHBIX
JIeJ1 B 0053aTEILHOM MOPSIIKE TOBOJATCS /10 3aBEAYIOILEr0 Y UPEKACHUEM.

4. XpaHeHHe U y4eT JHUYHBIX el pa00THHKOB

4.1 XpaHeHue U Yy4eT JHUYHBIX JIeJd II€IaroroB M COTPYJHUKOB YUpeKICHUS
OpPraHU3yIOTCA C IEJbI0 OBICTPOrO INOWUCKA JIMYHBIX JeJ, OOECleYeHHs MX COXPAHHOCTH U
KOH(QHICHIIMATHLHOCTH  CBEICHUH, COAepXaluXxcs B JOKYMEHTAaxX JIMYHBIX JIeJd, OT
HECaHKLIMOHUPOBAHHOTO JAOCTYIIA.

4.2. JInunble nena pabOTHUKOB, JOJKHOCTHBIE HHCTPYKLUU XPAHATCS Yy CIIELHUATIUCTA O
KaJpaM B CIELHaJbHOM MeTaulndeckoM ceilde. JInunble KapTOuku 1O yHU(DULIHUPOBAHHOMH
¢dopme Ne T-2 xpaHATCS OTAEIBHO.

4.3. TpynoBble KHHXKH, MEIULIMHCKUE KHIKKHU XpaHATCA B ceiipe y cnenuanucra o
KaJipam.

4.4. JlocTyn K JUYHBIM JieqaM paOOTHUKOB MMEIOT TOJBKO CHEIMAIMCT MO Kaapam U
3aBeayronui Yupexaenus (JInO0 3aMECTHTENN 3aBEIYIONIETO PU UCIOIHEHUH 00S3aHHOCTEH
3aBEAYIOIIETO YUpexKACHUS).

4.5. Cucremaru3anus JUYHBIX J1€]1 paOOTHUKOB MPOU3BOAUTCA B al(aBUTHOM MOPSAIKE.

5. Odopmitenne TUYHBIX /1€ pAa0OTHUKOB Tepe/ cAavyeid B apXUB

5.1. OdopmiieHre TUYHBIX JENT IS TIEpeladyd B apXUB MPOU3BOJAUTCS CIEIUATUCTOM I10
KaJipam.

Dta nporeaypa BKIIOYACT:

— MOJIIMBKY (TIEPETIIET) JeNna;

— YyTOYHEHUE HyMEpaINH JIUCTOB JIEIa;

— COCTAaBJICHHE JIMCTA-3aBEPUTETIS;

— cocTaBJieHHE (YTOUHECHHE) BHYTPEHHEHN OIHCH;

— BHECCHHE YTOYHEHHI B PEKBU3UTHI JIMIIEBON OOJIOKKH JeTa.

5.2. Jluct — 3aBepuTenp Jeyia JA0JKEH MOANUCATh €r0 COCTABUTENb, PU 3TOM JEIAeTCA
pacuindpoBKa JOHKHOCTH W TMOAMMCU, IMPOCTaBIseTCs Aara. B mpollecce UCHOIb30BaHUs
ApPXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIC JIETAIOTCS COOTBETCTBYIOIINE OTMETKH.

Ecnu neno moxammTo 06e3 JucTa-3aBepUTENsl, TO €ro CIeAyeT HAKIEUTh Ha BHYTPEHHIOK
CTOPOHY OOJIOKKH Jena.

5.3. C uenbio obecreueHrss COXpaHHOCTH JIMYHBIX JIe] PEKOMEHIYETCSI:

— O6’BC)II/IH$ITI) I/IHJII/IBI/I}IyaJ'H)HBIe JIMYHBIC Jc1a YBOJ'ICHHBIX COpr,HHI/IKOB B O)IHy O6J'I0)I(Ky
(0OBbeIMHEHHOE JIeTI0) C TAKUM pacdeToMm, 4ToObl 00beM jena (ToMa) He mpeBbIian 250 TucToB
(HyTeM CIINBKHN MaTepI/IaJ'IOB I/IH)II/IBI/II[yaJ'IBHI)IX CJI 110 rogamM YBOJ'H)HCHI/ISI);

— pacmojaraTh MaTepuaibl HHIMBUAYAIBHBIX /I B IpeAesax Aena (Toma) B andaBUTHOM
nopsiike (1Mo ¢GamMuiIbHO), OTHESAS MaTepHUaibl, OTHOCSIIHMECS K Pa3HbIM HHAWUBUIYaTbHBIM
JAcj1aM, YHMCTBIM JIMCTOM GYMaFI/I C yKaBaHI/ICM Ha HEM (baMI/IJII/II/I, HMCHU U OTYECCTBA
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYAHHUKA;



— cHa0XaTh KaXJI0€ 00bEIMHEHHOE JIeJ0 (TOM) BHYTPEHHEU OMHUCHIO C MEepEUHCICHUEM
dbamMunnii, IMEH U OTYECTB U YKa3aHWEM HOMEPOB CTPAHHUILI, B Mpe/ieiaX KOTOPHIX PaCIOI0KEHBI
COOTBETCTBYIOIINE JIOKYMEHTHI.

5.4. Ilepegaya NUYHBIX J€1 B apXWB OCYILIECTBISICTCA HE IO3JHEE TPEX JIET IOcie
3aBEpIICHUS WX B JICIOMPOW3BOJACTBE B CcOOTBeTcTBUM C TpadukoM. [IpeaBapurenpHO
CIIELMAJIMCTOM [0 KaJpaM IPOBEPSAETCsS MOJHOTAa U MPaBUIbHOCTh MOATOTOBKU JIMYHBIX AEN K
nepenaue. BroisgBieHHbIE NMPU MPOBEPKE HEIOCTATKUA YCTPAHSIOTCA CHEIUATMCTOM IO KaApam.
[lepenaya u mpueM nIpoOU3BOAATCS IO OMUCU C TPOCTAHOBKOW OTMETOK O HAJIMYUU JIUYHBIX JIE]T.

5.5. Jluunple nena paOOTHHKOB, 3aKOHYEHHBIC NIEIOMPOU3BOJACTBOM 10 1 sHBaps 2003
roga, xpauarcs 75 ner, nocine 1 suBapsa 2003 roma — 50 ner. JluyHoe A€o 3aBeayIOILIETO
YupexIeHueM UMEET ITIOCTOSIHHBIN CPOK XPAHECHMSL.

6. OTBeTCcTBEeHHOCTH padoToaarTesss 1 pa0OTHHKA

6.1. Ilemarorm u COTPYIHUKH YUPEKIACHHUS O0O0SI3aHBI CBOECBPEMECHHO IPEICTABIISTH
CBeZIcHHS] 00 M3MEHCHHM CBOMX IEPCOHATIbHBIX JAHHBIX, BKIIOYCHHBIX B COCTAB JIMYHOTO
Jena.

6.2. Paboronarens obecrieynBacT:

— COXPAHHOCTbH JIMYHBIX JIeJT PAOOTHHUKOB;

— KOH(HUACHIIMATLHOCTD CBEJACHHIM, COJICPIKAIMXCS B JIMUHBIX Je/IaX paOOTHUKOB.

7. IllpaBa paGoroaaresisi 1 pabOTHUKA

7.1. Ilenaroru u COTpyJHUKN YUpEXKIECHUS UMEIOT IIPaBO:

— HOJTy4aTh MOJHYI0 HH(pOpMaLKo 00 00paboTKe CBOMX MEPCOHATBHBIX JAHHBIX;

— TOJIy4YaTh JOCTYI K CBOMM IIE€PCOHAIbHBIM JaHHBIM;

— HOJTy4YaTh KOMMH JJOKYMEHTOB, XPAHSILUXCS B INYHOM JIEJIE;

— TpeOOoBaTh MCKIIIOYEHUsI MM UCIPABJICHUS] HEBEPHBIX M HEMOIHBIX (MCKA)KEHHBIX) CBOUX
NEPCOHAIBbHBIX JaHHbBIX.

7.2. PaboToaarens uMeeT NpaBo:

— 00pabarbIBaTh MEPCOHAIbHBIE JJTaHHBIE PAa0OTHHUKOB, B TOM YMCJIE W Ha 3JIEKTPOHHBIX
HOCHTEIISX;

— 3ampaluBaTh OT paOOTHUKOB MH(OPMAIIKIO, HEOOXOJUMYIO JUIsl BEIEHUS JINYHBIX JIe1 U
00pabOTKM NEPCOHANbHBIX JAHHBIX.



