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HOPAJOK

Be/leHHsl JIMYHBIX /IeJ1 pA0OTHUKOB

1. OOmue moI0KeHUus

1.1. Hacrosimuuii 1oKanbHBIN aKT ONpENEsIeT NOPSA0K BEACHUS, YUeTa U XPAaHEHUS! JIMYHBIX
nen  paOOTHUKOB ~ MyYHUIMNAIBHOIO  Ka3€éHHOro  00Ieo0pa30BaTEeIbHOTO  YUPEKICHUS
«ApTeMOBCKasi cpenHsisi  oOmeoOpazoBaTenbHass MIKOJa» (Hasee —  oOpa3oBareibHas
opraHu3arus).

1.2. Tlopsimox paszpaboraH B COOTBETCTBHHM C TpyaoBbiM KoaekcoMm PD, denepanbHbIM
3akoHOM oT 27.07.2006 Ne 152-®3 «O mnepcoHalbHBIX JAaHHBIX», MpUKazoMm PocapxuBa oT
31.07.2023 Ne 77 «O6 ytBepxxkaernu llpaBui opraHu3anuy XpaHeHus, KOMILUICKTOBAHUS, ydeTa
U UCIIOJIb30BaHMs IOKyMEHTOB ApxuBHoro (¢onna Poccuiickoit denepanuu 1 Ipyrux apXuBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
OpraHu3alUsaX», KOJJIEKTUBHBIM JOTOBOPOM U YCTaBOM 00pa30BaTeIbHONW OpraHU3aIiH.

2. ®opMHpOBaHHE JUYHBIX e/ PA0OTHHKOB

2.1. ®opmupoBaHUE JMYHOTO JieiNa paOOTHHKA MPOU3BOIUTCS PaOOTHUKOM, Ha3HAYCHHBIM
PYKOBOJIUTENEM O0pa3oBaTeIbHOM OpraHu3aluM (Jajiee — OTBETCTBEHHBIM 3a BEICHUE [el).
JInanoe neno ¢opmupyercs He MO3/HEE NATH pabouyMX THEH CO AHS 3aKIOYEHHs] TPYIOBOIO
JIOTOBOpa, HO HE paHee MOJy4YeHHs OT pabOTHHKa corjacus Ha oOpabOTKy ero nepcoHajIbHbBIX
JTAHHBIX.

2.2. TlepBuuyHoe oopMIIeHHE TUYHOTO JeIa IPeyCMaTPUBAET:
a) MPUCBOEHUE JINYHOMY JIeJly HOMEpa COTJIacHO KypHally ydera JIMYHbIX Jien (nmpuioxxeHue Ne
1);
0) odopmieHre OOJOXKH JIMYHOTO Jena, KoTopas (GOpMUPYETCs B COOTBETCTBUHU C
TpeboBanusMH npuka3a Pocapxua ot 31.07.2023 Ne 77. B 0070XKYy BHOCSAT CIEIYIOLIHE
PEKBU3HUTHI: HMHACKC Jena (B COOTBETCTBUM C HOMEHKJIATYpol Jein oOpa3oBaTeabHOM
OpraHu3alim); MOJHOe HaMMEHOBaHHE 0Opa30BaTENbHON OpraHM3allui; HOMEpP JIMYHOIO JIelna;
dbamMunusi UMs OTYECTBO pPaOOTHHMKA B MMEHHUTENBHOM Tajexe; JaTbl — roJl Hayajla U ToJ
OKOHYAHUS BEACHHUS JIENa; KOJIMYECTBO JIMCTOB; CPOK XPaHEHHUS,
B) TMIOMEIICHHWE JOKYMEHTOB, TOJUIeKAlIUX XpaHEHHWI0O B COCTaBe JIMYHBIX [N, B
XPOHOJIOTUYECKOM MOPSAIKE:

® BHYTPEHHSSI ONHCHh JOKYMEHTOB Jiela, KoTopas (GOpMHUPYETCS B COOTBETCTBHH C

TpeboBaHusMU npukasza Pocapxusa ot 31.07.2023 Ne 77;
® JIMCT C OTMETKaMH OO0 O3HAKOMJIGHMH paOOTHHMKA C MEPCOHAJIBHBIMH JAHHBIMH U3
JUYHOTO Jena (nmpuioxkenue Ne 2);

® JIUCT C OTMETKaMU O pe3yjbTaTax €KEroJHOW MPOBEPKU COCTOSHUS JIMYHOTO Jelia
(mpunoxenue Ne 3);
JUYHAas KapToyka paboTHHKA (mpuitoxenue Ne 4);
coryiacue Ha 00paboTKy MepCOHATIBHBIX JaHHBIX;
3asBJICHHUE O IpUEME Ha pPadoTy;
KOIMsI ITpHUKa3a o pueMe Ha padorTy;



® TPYAOBOW JOTOBOD;

® JIOrOBOp O IOJHOM MaTepHaJbHOW OTBETCTBEHHOCTH (€ciii pabOTHUK — MaTepUaJIbHO
OTBETCTBEHHOE JIUIIO);

® pe3yabTaThl IPEABAPUTEILHOIO MEIUIIMHCKOTO OCMOTPA;

® pe3yJbTaThbl TCUXUATPUUECKUX OCBUJIETEIHCTBOBAHUM (€cM PaOOTHUK BBIMOJIHSET
OTACJIBbHBIC BUABI ACATCIIBHOCTH.

2.3. JIMcThl JOKYMEHTOB, IOMELIEHHBIX B INYHOE JEJI0, TI0JJIeXKAT HyMEepaIiH.

2.4. JIoKyMEHTHI TMOMEIIAIOTCA B MAINKy-CKOpocmmBarenb. [Ipu yBoibHEHUU pabOTHUKA
JIeJI0 MIPOIIMBAETCSI HUTKAMU U CAAETCs B apXUB 00pa30BaTeIbHON OpraHu3aIum.

2.5. BHyTpeHHSS ONUCH JOKYMEHTOB Jelia JIOJDKHA COJAEPKATh CBEACHHUS O TMOPSIKOBBIX
HOMEpaxX, HAMMEHOBAaHUAX JOKYMEHTOB J€Jla, KOJIMYECTBE JIMCTOB, Jarax BKIIOUYEHUS
JOKYMCHTOB B JIMYHOC JCJIO U U3BATUA M3 [€JIa, a TAKKC KEM HU3IbAT JOKYMCHT U 110 KakoM
IIPUYUHE.

2.6. BHyTpeHHSS ONMHCh COCTaBIISICTCS HA OTAEIBHOM JIMCTE 10 YCTaHOBJICHHOW (opme.
JIucTel BHYTpEHHEN ONIUCH HYMEPYIOTCS OTIENBHO.

2.7. Ilpy mOATrOTOBKE JWYHBIX JEN K IMepelJadye Ha XpaHEHHWE K BHYTPEHHEW OIUCH
COCTaBJIIETCSI UTOTOBasi 3allMCh, B KOTOPOM yKa3blBaeTcs LHU(pamMu U MPOMHUCHIO KOJIMYECTBO
BKJIFOYCHHBIX B HEC JOKYMCHTOB U KOJUYCCTBO JIMCTOB ACJIA.

3. Benenue JUYHBIX 1€ pAOOTHHKOB

3.1. JluuHoe meno BeJeTcsl B TEUEHHUE BCETo Mepuojia paboThl paboTHUKA 00pa3oBaTeIbHON
OpTaHH3aIIH.

3.2. Begenue IU4YHOrO Jeia pabOTHUKA MpeaycCMaTpUBAET MOMEIICHHUE B €TI0 TOKYMEHTOB,
oOpasyromuxcs B mpolecce paboueid ACATEIHPHOCTH W HMMEIONIUMX 3HAYEHUE IS TPYHAOBBIX
OTHOIICHU:

® JIOTIOJHEHHE K JTUIHOMY JIUCTKY IO YIETY KaJpOB;

e JIOTIOJHUTEIHHBIC COTJIANICHUS K TPYAOBOMY JTOTOBOPY;

® KOMWU TPHUKA30B M0 JIMYHOMY COCTaBY, KOTOpBIE KacaroTcs paboTHHKa (O TMepeBOJgE,
MepPEeMEeIICHUH, POTAIlUH, COBMEIIICHIH, COBMECTHTEILCTBE, YBOJIBHCHUH, OIJIaTe TPY/a,
aTTecTallid, TMOBBIIICHUN KBalU(UKAIMH, TOOLPEHNH, HArpaxJAeHuu, 00 H3MEHEHUU
aHKETHO-Omorpaduuecknx JTaHHBIX, OTITYCKaX MO YXOay 3a pPeOEHKOM, OTIycKax Oe3
COXpaHeHHs 3apab0THOI MIaThl);

OT3BIBBI JIOJDKHOCTHBIX JIMI] O pa0OTHHUKE;

cornacus Ha 00pabOTKy MEePCOHATBHBIX IaHHBIX;

XapaKTepUCTUKU U pEKOMEHAaTeIbHbIe TUChMA;

aTTeCTallMOHHBIE JIUCTHI,

pe3yNbTaThl MEPHUOJUIECKIX MEAUIIMHCKIX OCMOTPOB;

pe3ynbTaThl TMCUXMATPUYECKUX OCBHJICTEIHCTBOBAHUN (€clU paOOTHUK BBIMOITHSIET
OTJIeTbHBIC BUBI ICITEILHOCTH;

YBEJIOMJICHHS 00 H3MEHEHHH YCIIOBUH TPYIOBOTO JIOTOBOPA;

KOMUU OOBSICHUTETBHBIX 3aITUCOK, 3asiBICHUN PaOOTHHKA,

MaTepuaibl aTTecTaluu (ecIu pabOTHUK MOMICKHUT MPOXOKICHHUIO aTTeCTAIlNH );
JIUCT — 3aBEPUTENb JieNia (COCTABIIAIOT MPH cllade JTUYHOTO Jelia B apXUB);

® UHBIE TIOKYMEHTEHI.

3.3. B nuuHbIe fena He MOMENIAt0TCs TOKYMEHTHI, UMEIOIINEe BTOPOCTEIIEHHOE 3HAUYCHHE.

3.4. PabOTHUK 3HAKOMHUTCS C JIMYHBIM JICJIOM B TEUEHUE TpPeX pabOdYuX ITHEH C JIaThl
MOJTyYeHUs] OTBETCTBEHHBIM 3a BEICHUE JIEN 3asBICHUS C TPOCKOol 00 o3HakomieHuU. 00 3TOM
JIEJTaeTCsl OTMETKA B JINCTE O3HAKOMJICHHS paOOTHHUKA C IMIHBIM JICTIOM.

3.5. O3HakOMJICHHE C JIEJIOM MPOUCXOTUT MCKIIOUYUTEIHHO B KaOMHETE OTBETCTBEHHOTO 32
BEJICHHE JIeJl U B €r0 MPUCYTCTBHUHU. 3alpeliaeTcs BEIHOC Jelia U3 KaOuHeTa.



3.6. Bbmaqa KOmuit JOKYMCHTOB U3 JIMYHOI'O JCJIa NPOU3BOJAUTCA MO JIMYHOMY 3asABJICHUIO
pabOTHMKAa M € paspenieHust aupekTopa. Kommu MOKYMEHTOB MOJDKHBI OBITH 3aBEPEHBI H
MpeaoCTaBJICHBI pa6OTHI/IKy B TCUCHUC TPCX Z[Heﬁ CO JHM I1oJa4YM 3asBJICHUA.

3.7. "3paTue OTAENBHBIX JOKYMEHTOB M3 JHMYHOTO Jejla IMPOU3BOJUTCSA C paspeIleHHs
IUpeKTOpa 00pa30BaTeIbHON OpraHu3aluy ¢ 0(OPMIIEHUEM COOTBETCTBYIOIIEH 3amucu B rpade
«[Tpumeuanne» BHyTpeHHEW onucH. [Ipu BpeMeHHOM U3BATHH JOKYMEHTa Ha €r0 MECTO (MEeXIy
JIUCTaMHU COCCAHHX I[OKyMeHTOB) BKJIQABIBACTCA CIIPpAaBKa-3aMCCTUTCIIb € YKa3aHUCM JaTbl U
NPUYMH U3BATHUS C MOJNKCHIO JIMIA, BBIIABIIETO JOKYMEHT, M IOAMUCHIO JIHIA, ITOJyYHBIIETO
€ro BO BPEMEHHOE M0JIb30BaHHUE.

3.8. B nemsx oOecrieueHHss KOHTPOJIS 32 COXPAHHOCTBIO M AKTyalbHOCTBIO JUYHBIX JIeN B
00pa3oBaTeNbHON OPraHU3AIMH €KETOTHO TPOU3BOIUTCS MTPOBEPKA UX HATUYHS U COCTOSHUSI.

3.9. ExerogHyro npoBepKy COCTOSHHS JIMYHBIX JIe] Ha MIPEIMET COXPAaHHOCTH BKJIFOYEHHBIX
B HCI'O JOKYMCHTOB HPOBOAUT CIICHUAIBHO CO3JaHHAA KOMUCCHA. O IMPOBCACHHLBIX IMPOBEpPKax
JIeTIaeTCsl OTMETKA B JIUCTE O PE3yJbTaTax €KeroJHON MPOBEPKH COCTOSIHUS Y HAJTHYHS JTMYHOTO
nena (mpuwiokeHue Ne 3) u cocraBisieTcst akT. Pe3ynbTarbl HPOBEPKHM JIMYHBIX JI€T B
00513aTeIbHOM HOPSIKE JOBOJISATCS A0 TUPEKTOPa 00pa30BaTeIbHON OpraHU3aluy.

4. XpaHeHHe U y4eT JIMYHBIX /ieJ] PAOOTHHUKOB

4.1. XpaHeHue u ydeT JMYHBIX Jel pabOTHUKOB 00Opa3oBaTeNbHON OpraHu3aluu
OpPraHU3yIOTCA C IIeJbI0 OBICTPOTO MOWUCKA JIMYHBIX JeJ, OOECleYeHHUs HMX COXPAHHOCTH U
KOH(QHICHIIMATHPHOCTH  CBEICHUH, COAepXalmuXxcs B  JOKyMEHTAaX JIMYHBIX JIed, OT
HECaHKLIMOHUPOBAHHOTO AOCTYIIA.

4.2. Jluunele nena paOOTHUKOB XPAaHATCS y OTBETCTBEHHOTO 3a BEIACHHE Jiel B
CrenHatbHOM METAIIIMUECKOM cede.

4.3. JlocTym K JIMYHBIM JieJIaM paOOTHHUKOB UMEIOT TOJIKO OTBETCTBEHHBIN 3 BEJICHHE JCI U
JUPEKTOp 00pa3oBaTelbHOM  OpraHu3alyy MO0 €ro 3aMecTHTEIM IpPU  HUCIOJIHEHUH
00s13aHHOCTEN AUpPEeKTOpa 00pa30BaTEIHLHON OpraHU3AIINH.

4.4. Cucremarusanus JIMYHBIX 7] paOOTHUKOB MIPOU3BOIUTCS B aJI()aBUTHOM HOPSIZIKE.

5. OdopmiieHHne JUYHBIX /1eJ1 pA00THUKOB Iepejl ciaveii B apXuB

5.1. OdopmieHnue MUUHBIX A€N A Mepefadyd B apXUB IMPOU3BOJUTCS OTBETCTBEHHBIM 3a
BEJICHHE JIe). DTa IPOLEAYPA BKIIOYAET:

e MOAIMBKY (TEpeIuieT) aena;

® YTOYHEHHE HyMEpalluy JUCTOB JeNa;

® COCTaBJIEHHE JIMCTa-3aBEpUTENs, KOTOpbIH  (QopMupyeTcs B  COOTBETCTBHM C
TpeboBanusMH npukaza Pocapxusa ot 31.07.2023 Ne 77;

e cocTaBieHUE (YTOUHEHUE) BHYTPEHHEN OMNCH;

® BHECEHHE YTOUHEHUU B PEKBU3UTHI JIULIEBOI OOJIOXKKH Jiena.

5.2. Jluct — 3aBepuTeNh JIeNa JIOJDKEH TOJIHCATh €r0 COCTABUTENb, NMPH ATOM JeNaeTCs
pacm@poBKa JODKHOCTH M TOANMCH, MPOCTaBisgeTcs jAara. B mporecce HCHOIb30BaHUSA
ApXUBHBIX JJOKYMEHTOB B JINCTE-3aBEPUTEIIE JIETAIOTCS COOTBETCTBYIOLINE OTMETKH.

Ecnu neno noammTo 6e3 1ucTa-3aBepuTesl, TO €ro ClIeayeT HaKIeUTh Ha BHYTPEHHIOIO CTOPOHY
00JIOKKH 1ea.

5.3. C uenbto obecrieyeHHst COXPAHHOCTH JIMYHBIX JI€]T PEKOMEH1yeTCs:

e 00bEIUHATh WHAUBUAYAIbHbIE JUYHbIE JI€Jla YBOJEHHBIX PAOOTHUKOB B OJHY OOJIOXKKY
(0OBeIMHEHHOE J1eJI0) C TAaKUM pacueToM, YTOOBI 00beM Jena (Toma) He mpebimain 250
JUCTOB (ITyTEM CUIMBKU MaTEpUaIOB MHIAMBUAYAIBHBIX JIEJ MO TOJaM YBOJIbHEHUS);

e pacrojarath MaTepuaibl HHAMBUAYAJIbHBIX €Nl B Mpeaenax jaena (Toma) B al(aBUTHOM
nopsinke  (modamMuiIbHO),  OTHENSAS ~ Marepuaigbl, OTHOCSIIMECS K  pa3HBIM
UHIWBUYAJIbHBIM JIeJlaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMHIuH,
MMEHHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOI'O COTPYAHUKA;



® CHa0XaTh KaXa0oe OO0OBEIMHEHHOE N1e70 (TOM) BHYTPEHHEH OMHCHIO C TEepeUYHCICHUEM
dbaMuuii, UMEH W OTYECTB M yKa3aHHWEM HOMEPOB CTpaHUIl, B Mpeaeraax KOTOPBIX
PacIoJIOKEHbI COOTBETCTBYIOLIUE JOKYMEHTHI.

5.4. Tlepenaya JUYHBIX €1 B apXWUB OCYIICCTBIICTCS HE IO3THEE TpeX JET Iocie
3aBEpUICHUS] WX B JICJIOMPOM3BOJACTBE B COOTBeTcTBHM C TpadukoMm. [IpeaBapurenpHO
OTBETCTBEHHBIM 3a BEJICHUE JICJI MPOBEPSICTCS MOJHOTA U MPABUIBLHOCTH IMOJITOTOBKH JIMYHBIX
Jen K mepenadye. BbIsiBIEHHbIE TPU MPOBEPKE HEJOCTATKU YCTPAHSAIOTCS OTBETCTBEHHBIM 3a
BeneHue nen. [lepegava u npueM Mpou3BOIATCS MO OMKMCH C MPOCTAHOBKOH OTMETOK O HAJIMYUU
JIAYHBIX JICIIL.

5.5. Jluunbie nena paOOTHUKOB, 3aKOHYCHHBIC JIeTONPOon3BoaAcTBOM 10 1 sHBaps 2003 rona,
xpandares 75 net, nocne 1 suBapst 2003 rona — 50 ner.

6. OTBeTCTBEHHOCTH padoToAaTe/isi H pa0OTHHKA
6.1. PaGoTHukM oOpa3oBaTeNbHON OpraHM3alid O0sS3aHBI CBOEBPEMEHHO IMPEACTABIATH
CBE/IEHUS 00 M3MEHEHUH CBOMX MEPCOHAIBHBIX TAHHBIX, BKJIIOYEHHBIX B COCTaB JINYHOTO JIEJA.
6.2. OTBETCTBEHHBII 3a BeAeHUE el PAOOTHUKOB HECET IUCIHUIUIMHAPHYI0 M HHYIO
OTBETCTBEHHOCTH 3a pasrijalieHue KOH(UICHIMAIBHBIX CBEICHUH, CONEPKAIIUXCS B JIMYHBIX
JieNiax, U 3a UHbIe HapyIICHUs MOPsAKa BeIeHUs JTMYHBIX Je7l.

7. IlpaBa paboroaartens u paboTHHKA

7.1. PaGoTHUKM 00pa30BaTEIHHOM OpPraHU3aIlMi UMEIOT MPaBO:

® [OJyYaTh MOJHYIO HHPOPMALIHIO 00 00pabOTKE CBOMX MEPCOHATIBHBIX JAHHBIX;

® [OJyYaTh JOCTYI K CBOUM IEPCOHAILHBIM JaHHBIM;

® [OJy4YaTh KOMHMH JOKYMECHTOB, XPaHSIIUXCS B IMYHOM JIEJIC;

e TpeOOBaTh UCKIIFOUCHUS WM UCIPABJICHUS HEBEPHBIX U HEMOJIHBIX (MCKAKECHHBIX) CBOMX
MEPCOHAIBHBIX JaHHBIX.

7.2. PaboTonaTens UMEET MpaBo:

e 00pabaTbiBaTh MEpPCOHAIBHBIC JIaHHBIE PA0OTHUKOB, B TOM YHKCJIE€ U Ha DJIEKTPOHHBIX
HOCUTEIISIX;

e 3ampamuBaTh OT paOOTHUKOB MH(OPMAIHIO, HEOOXOIUMYIO JUIsl BEACHUS JIMYHBIX JIEN U
00pabOTKH MEPCOHATBHBIX JAHHBIX.
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