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MHOPAIOK
BeJeHHs JIUYHBIX JieJ] pAa0OTHHKOB
MyHUIIMTIAJIBHOTO 0I0IKETHOT0 00111e00Pa30BaTEILHOI0 YUpesKIeHHsI
«Cpennsisi 001eo0pa3zoBaresbHas mkoJa Ne3 c.i.I'Bapaeiickoe»

1. O01mme moJ10KeHus

1.1 HacTostmuil TOKanbHBIN aKT ONpEENsaeT MOPSAAOK BEACHUS, yueTa U
XpaHEHUs JIMYHBIX Jied PpaOOTHUKOB ~MYHMIIMINIAIBHOTO  OIOJIKETHOTO
o01eo0pa3zoBaTenbHOTO yupexaeHus «Cpennssi o0mmeo0pazoBareibHas 1IKoJa
Ne3 c.n.I'Bapueiickoe» (nanee - oOpasoBaTeabHasi OpraHu3alus).

1.2. ITopsanox pa3paboTaH B COOTBETCTBUU:

- ¢ TpynoBsiM KosieKCOM PD;

- ®enepanbHbiM 3aKk0HOM OT 27.07.2006 Ne 152-®3 «O mepcoHaIbHBIX
TAHHBIX»;

- puka3zom PocapxuBa ot 31.07.2023 Ne 77 «O6 yrBepxaeHun IIpapui
OpraHU3alUU XPAHEHUS, KOMIJIEKTOBAHUS, y4€Ta U UCII0JIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onma Poccuiickoit deneparuu u Apyrux apXuBHBIX JOKYMEHTOB B
roCyJapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYIpaBl€HUA U
OpraHu3alUsIX»;

- KOJUIEKTUBHBIM JJOTOBOPOM;

- ycTaBOM 00pa30oBaTeIbHON OpraHu3anuu.

2. ®opMUpOBaHMe JUYHBIX /IeJ1 PAOOTHUKOB
2.1. ®opMupoBaHWE JHYHOTO Jeia pabOTHHKA MPOU3BOJAUTCS

pabOTHUKOM, Ha3HAYEHHBIM PYKOBOJUTEIEM OOpa30BaTEIbHON OpraHU3aIluu
(mamee — OTBETCTBEHHBIN 3a BeleHue nien). Jlmanoe aemno hopmupyercs



HE MO3/IHEee MATU padouuX JHEH co AHS 3aKII0UYEHUS TPYAOBOTO TOTOBOPA, HO HE
paHee TMOJy4YeHHsS] OT pabOTHHKA corjacus Ha 0OpabOTKYy €ro mepCcOoHaTbHBIX
TaHHBIX.

2.2. llepBuuHoe oopmiieHne JIMYHOTO JeNia pelyCMaTpUBaeT:

a) IPUCBOCHUE JINYHOMY JIeTTy HOMEpa COIJIACHO KYypHaJy y4deTa JIUUHbIX
nen (mpunoxenue Ne 1);

0) odopmieHue OOJOXKKH JUYHOTO Jela, KoTopas QopMmupyercs B
COOTBETCTBUM C TpeOoBaHUsIMU Ipukaza PocapxuBa ot 31.07.2023 Ne 77. B
00JIOKKY BHOCST CJIEAYIOIIME PEKBU3UTHL: WHIEKC Jelia (B COOTBETCTBUU C
HOMEHKJIATypOil /e’ 00pa3oBaTeIbHONM OpraHu3alliy); MOJHOE HaUMEHOBaHUE
o0pa3oBaTeNbLHON OpraHU3aIMK;, HOMED JIMYHOTO Jena; HaMIIis UM OTIECTBO
paboTHHKAa B MMEHHUTEIBHOM MaJeKe; JaThl — TOJ Haudajda M rojJ OKOHYAHUSA
BEJICHUS JIeJIa; KOJIMYECTBO JIMCTOB; CPOK XPAHEHUS;

B) MOMEIICHNUE TOKYMEHTOB, MOJICKAIINX XPAHEHUIO B COCTaBE JTUYHBIX
7eJ1, B XPOHOJIOTHYECKOM TOPSAKE:

- BHYTpPEHHSS OIKCh JOKYMEHTOB Jena, Kotopas ¢GopMupyercs B
COOTBETCTBHHM C TpeOoBaHUsIMU npukaza Pocapxusa ot 31.07.2023 Ne 77;

- JIUCT C OTMETKaMH 00 O3HAKOMJICHUU PAOOTHUKA C MEPCOHAIbHBIMU
JAHHBIMH U3 JIMYHOTO jena (mpuioxeHue Ne 2);

- JJUCT C OTMETKAMH O pe3yJIbTaTax €XKEeroJHOW MPOBEPKH COCTOSHUS
Tu4Horo niena (nmpuioxxenue Ne 3);

- TUYHBINA JTUCTOK MO y4eTy KaJipoB (mpuioxxkenue Ne 4);

- coryiacue Ha 00pabOTKy MEePCOHAIBHBIX JIAHHBIX;

- 3asIBJICHUE O MIpHeMe Ha padoTy;

- KOMHSI pUKa3a o MpueMe Ha padoTy;

- KOTIHSI TOJDKHOCTHOM MHCTPYKIIHH,

- TPYAOBOM JIOTOBOD;

- IOTOBOP O MOJIHOM MaTepUaibHOW OTBETCTBEHHOCTH (€CIu pabOTHUK —
MaTepHUaIbHO OTBETCTBEHHOE JIUIIO);

- PE3yNbTaThl IPEABAPUTEIILHOTO METUITMHCKOTO OCMOTPA;

- pPE3yJIbTaThl ICUXUATPUUECKUX OCBUACTEIILCTBOBAHU (€ciiu paOOTHUK
BBITIOJIHSAET OT/ICNIbHBIC BUIBI IEATEILHOCTH,

- UHbIE JOKYMEHTHI.

2.3. JIuctel JOKYMEHTOB, TOMEIICHHBIX B JIMYHOE [0, MOJIekKAT
HyMEpaInH.

2.4. JIokyMEHTBHl TMOMEIIAITCA B MalKy-ckopocuuBatenb. [lpu
YBOJBHEHUN pPAaOOTHUKA JI€J0 TMPOIIUBACTCS HUTKAMU W CHACTCA B apXHUB
0o0pa3oBaTeNbHON OpraHu3aluy.

2.5. BHyTpeHHSss OnUCh IOKYMEHTOB JIeJ1a JOJHKHA COIEPKaTh CBEICHUS O
MOPSAKOBBIX HOMEpaX, HANMEHOBAHMIX JOKYMEHTOB Jielia, KOJMYECTBE JINCTOB,
JaTax BKIIFOUEHUS JOKYMEHTOB B JIMYHOE JIETIO0 U U3BSITHUS U3 JIeTia, a TAKXKE KeM
U3BAT JOKYMEHT M 110 KaKOHW MpUYHHE.



2.6. BHyTpeHHs1 ONUCHh COCTaBISIETCA HAa OTAEIBHOM JIUCTE IIO
ycTaHoBJIeHHOU (hopMme. JINCThI BHYTpEHHEN ONMHMCH HyMEPYIOTCS OTACIBHO.

2.77. Ilpy mOATrOTOBKE JMYHBIX J€1 K Iepe1ade Ha XpaHEHUE K BHYTPEHHEN
OMKCH COCTaBJISIETCS MTOrOBas 3alUCh, B KOTOPOW YKa3bIBaeTcs LudpamMu U
IIPOIKCHI0 KOJIMYECTBO BKJIFOUECHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB
nena.

3. Benenne JJUYHBIX /1€ pA0OTHUKOB

3.1. JInyHoe Aenio BeAeTcsl B TE€YEHUE BCEro mneprojaa paboThl pabOTHUKA
00pa3oBaTeIbHON OpraHU3aLyUu.

3.2. Benenue nuuHOTrO Nena pabOTHHKA MpEAyCMaTpUBAET IOMELICHUE B
770 JOKYMEHTOB, OO0pa3ylolUXcs B Mpolecce padodeil NesTeNbHOCTH HU
HMMEIOIIUX 3HAUYCHUE JI TPYAOBBIX OTHOIICHUM:

- IOMOJTHEHUE K JINYHOMY JIUCTKY TI0 YUETYy KaJIpOB;

- JIOMIOJTHUTEIBHBIE COTJIAIEHUS K TPYJIOBOMY JOTOBOPY;

- KOIIMU MPUKA30B IO JUYHOMY COCTaBY, KOTOPbIE KACAIOTCsl paOOTHUKA
(o mepeBoje, MepeMENIEHUHU, POTAIMU, COBMEIICHUH, COBMECTHTEIIbCTBE,
YBOJIbHCHUH, oriaTe Tpyna, aTTeCTaIluH, MOBBIIICHUN
KBIU(PUKALIUU, TIOOIIPEHUHN, HArpaXJaeHuH, o0 M3MEHEHUU AaHKETHO-
OnorpauyecKux MaHHBIX, OTIYCKax MO yXOAy 3a peOeHKOM, OTHmyckax 0e3
COXpaHEHUs 3apabOTHOM TIJIaThl);

- OT3BIBBI JIOJDKHOCTHBIX JIUI] O paOOTHUKE;

- corjiacusi Ha 00pabOTKy MEePCOHANIbHBIX JaHHBIX;

- XapaKTEPUCTUKU U PEKOMEHIaTeIbHbIE TNChMa;

- aTTECTAllMOHHBIE JIUCTHI;

- pe3yJIbTaThl MEPUOTUYECKUX MEAUITUHCKUX OCMOTPOB;

- pe3yJbTaThl ICUXUATPUUECKUX OCBUACTEIHCTBOBAHUH (€CIM pabOTHUK
BBITIOJTHSICT OT/ACIIbHBIC BUBI IEATCILHOCTH,

- YBEJIOMJICHHSI 00 U3MEHEHHH YCIIOBHUI TPYI0BOTO JJOTOBOPA;

- KOITUU OOBSICHUTEIIbHBIX 3aIMCOK, 3asBJICHUN PaOOTHHUKA,

- MaTepualibl aTTecTanuu (eciid pabOTHHUK TMOJJICKUT MPOXOKICHUIO
aTTeCTalllH);

- JIUCT - 3aBEPUTEINb Jela (COCTABISIIOT MPHU cJade JIMYHOTO Jiefia B
apXuB);

- UHBIE JOKYMEHTHI.

3.3. B onuuHble pAena HE NOMEMIAITCS JOKYMEHTHI, HWMEIOIINE
BTOPOCTEINEHHOE 3HaUeHHE. Takue JOKYMEHTHI XPaHSITCS B OTIEIbHOM Jese No
4-09 «JlokyMeHTbI, HE BOIICAIINE B COCTaB JUYHBIX JETI».

3.4. PaGOTHUK 3HAKOMHTCSI C JIMYHBIM JIEJIOM B TEUEHHE TpeX pabounx
JTHEW ¢ JaThl MOJYyYEHHS] OTBETCTBEHHBIM 3a BEJICHHE JIEJT 3asIBJICHUS C ITPOCKOOM
00 o3HakomiieHuH. OO 3TOM JenaeTcs OTMETKa B JINCTE O3HAKOMJICHUS
pabOTHHKA C IMYHBIM JIEJIOM.



3.5. O3HakoMIIeHHE C JIeJIOM IPOUCXOIUT MCKIIOYUTENIBHO B KaOMHETE
OTBETCTBEHHOTO 32 BEJICHUE /1€l U B €r0 MPUCYTCTBUH. 3aMPENIAETCs BBIHOC J€1a
u3 KaOuHeTa.

3.6. Bpiaua konuid JOKYMEHTOB M3 JIMYHOIO J€Jia MPOU3BOAUTCS IO
JUYHOMY 3asBICHHI0O pabOTHUMKa W C paspenieHus aupekropa. Kommu
JOKYMEHTOB JIOJIKHBI OBITh 3aBEPEHBI U MPEIOCTABICHBl PAOOTHUKY B TE€UECHUE
TpPeX JHEH CO JHS MOAAYN 3ASIBICHUS.

3.7. I3psATHE OTAENBHBIX JTOKYMEHTOB M3 JINYHOTO Jiej]a MPOU3BOJUTCS C
paspelieHuss AUPEKTOpa 00pa30oBaTENbHOM OpraHu3alMi ¢ OQPOpPMIIEHHEM
COOTBETCTBYMOIIEH 3anmucu B rpade «lIpumeuanue» BHyTpeHHell omnucu. Ilpu
BPEMEHHOM HU3BITHH JOKYMEHTa Ha €ro MecTO (MEXIy JIMCTAMH COCEIHUX
JOKYMEHTOB) BKJIa/IbIBAE€TCA CIIPABKa-3aMECTUTENb C YKa3aHUEM AaThl U IPUYUH
U3BATHS C TOANUCHIO JIMIA, BBIJABIIETO JOKYMEHT, M TOJANUCHIO JUIA,
ITOJIYYHBIIETO €r0 BO BPEMEHHOE ITOJIb30BAHUE.

3.8. B nensax obecnieueHusi KOHTPOJISI 32 COXPAHHOCTBIO U aKTyaJIbHOCTBIO
JUYHBIX JeJI B 00pa3oBaTEIbHOW OPraHU3alUU €KEroJHO MPOU3BOJIUTCA
MIPOBEPKA UX HATTMYUS U COCTOSTHUS.

3.9. ExerogHyro IpOBEPKY COCTOSHMS JIMYHBIX JEJI Ha IPEeaMET
COXPAaHHOCTH BKJIIOYEHHBIX B HEro JOKYMEHTOB IPOBOJUT CHELUAIBHO
co3gaHHas Komuccus. O IPOBENEHHBIX IPOBEPKAX JIEJIAETCA OTMETKA B JIUCTE O
pe3ynbTaTax €KEroJHOM NPOBEPKH COCTOSIHUS W HAIM4YWsA JUYHOTO Jieja
(mpunoxenue Ne 3) u cocraBisieTcsi akT. Pe3ynbraThl IpOBEpKU JIUYHBIX €] B
00s13aTeIbHOM ~ TOPSAJKE  JOBOASTCS 10  JUPEKTopa 00pa3oBaTelbHON
OpraHu3aLMH.

4. XpaHeHue U y4eT JUYHBIX JeJ1 PA0OTHUKOB

4.1 XpaHeHue M YyYeT JHMYHBIX JeJl PaOOTHHUKOB OOpa30BaTEIbHOM
OpraHu3allid OPTaHU3YIOTCS C UENbl0 OBICTPOrO0 TMOUCKA JHMYHBIX J€,
o0ecrieyeHuss HUX COXPAaHHOCTH UM  KOH(PHUICHUMAIbHOCTH  CBEICHUH,
colepXKalluxcsi B JOKYMEHTax JIMYHBIX JEJI, OT HECAaHKIMOHUPOBAHHOIO
JOCTYyTIA.

4.2. JIuunele nena paOOTHUKOB XPAHATCS Y OTBETCTBEHHOI'O 3a BEJCHUE
e B CHEIMAIbHOM METAJUIMYECKOM ceide.

4.3. locTym K JINYHBIM JieJIaM paOOTHUKOB UMEIOT TOJIBKO OTBETCTBEHHBIH
3a BeJCHHME JeNl U JAUPEKTOp O00pa3oBaTeIbHOW OpraHu3aluy JU00 €ero
3aMECTUTENIM TMPU HUCHOJHEHUH OO0S3aHHOCTEH IUpEeKTOopa 00pa3oBaTelIbHON
OpraHM3aLH.

4.4. Cucremartuzauus JUYHBIX JeJl PaOOTHUKOB TMPOU3BOJIUTCA B
an(paBUTHOM TOPSJIKE.



5. O¢opmirenne TUYHBIX e pA00THUKOB Iepe/ cAaveil B apXuB

5.1. OdopmiieHne NUYHBIX JA€N AN Tepeadyd B apXuUB IMPOU3BOJIUTCS
OTBETCTBEHHBIM 3a BEJICHUE JIeJI. DTa MPOLEypa BKIOYAET:

- MOJIIMBKY (MEPEIUIeT) JIeNa;

- YTOYHEHUE HyMEpAaIlH JINCTOB JeJa;

- COCTaBIICHUE JINCTA-3aBEPUTENIS, KOTOPBIN (hOPMHUPYETCS B COOTBETCTBUU
¢ TpeboBanusimMu npukasza Pocapxusa ot 31.07.2023 Ne 77;

- cocTaBlieHue (YTOUHEHNE) BHYTPEHHEHN OIKCH;

- BHECEHUE YTOUHEHHUM B PEKBU3UTHI JIUIIEBOM OOJI0XKKHU Jea.

5.2. Jluct — 3aBepUTenb Jiea T0JKEH MOAMUCATh €r0 COCTaBUTEINb, ITPU TOM
nenaercss pacmmpoBKa JODKHOCTH W TOJIMUCH, TMPOCTaBisieTcss aara. B
MIPOLIECCE UCTIOJIB30BAHMS APXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTEIIE JETAIOTCS
COOTBETCTBYIOIINE OTMETKH.

Ecnu neno moammTo 0e3 JIMcTa-3aBEPUTENIA, TO €ro CIEIyeT HAaKJIEHTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKH JIelia.

5.3. C uenbto obecrneuyeHrs COXPaHHOCTH JIMYHBIX 1€ PEKOMEHYETCS:

- 00BEANHATh UHIUBUIyAJIbHBIEC JTUYHBIE JI€]a YBOJEHHBIX PaOOTHUKOB B
OJIHy 00JIOKKY (00BbEIMHEHHOE JEJI0) C TAKUM pacdyeToM, YToObl 00beM Jera
(roma) ©He mpeBbmman 250 JgUCTOB  (IyTeM CIUMBKM — MaTe€pHaJIOB
UHAUBUYAIBHBIX JIE] 10 T0JIaM YBOJIbHEHMUS ),

- pacrosiaraThb MaTepuajbl HHIAWBUYAJIbHBIX JIE] B MpeAeax Aena (Toma)
B an(aBUTHOM MopsaKke (MopaMuiIbHO), OTAENSIST MaTEPUAIIbl, OTHOCSIIIUECS K
pa3HbIM MHAMBHUIYaAJIbHBIM JeJiaM, YUCTBIM JIUCTOM Oymaru ¢ ykazaHHUEM Ha
HeM (GaMuiIuu, HMEHM U OT4YECTBA COOTBETCTBYIOIIETO YBOJEHHOIO
COTPYAHUKA;

- CHa0XaTh Kaxjaoe O0O0BEAMHEHHOE AENO0 (TOM) BHYTPEHHEH OIUCHIO C
nepevrciieHeM (paMuiInii, UMEH U OTYECTB U YKa3aHUEM HOMEPOB CTPAHULI, B
npezesiax KOTOPBIX PACHOI0KEHBI COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. llepenava NTMYHBIX JI€JT B APXUB OCYIIECTBIIETCA HE MO3HEE TPEX JIET
Hocjie 3aBepUICHUs] UX B JIEJIONPOU3BOJICTBE B COOTBETCTBUU C TpaduKOM.
[IpeaBapuTEIbHO OTBETCTBEHHBIM 3a BEACHHME JEJI NPOBEPSAETCS MOJHOTA U
OPaBUWIBHOCTh IOATOTOBKM JIMYHBIX J€NI K Iepenade. BpIsBIEHHBIE IpU
IPOBEPKE HENOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 32 BeieHue nen. [lepenaya
Y IIPUEM IIPOU3BOJSTCS IO OMUCHU C TPOCTAHOBKOM OTMETOK O HAJIMYUU JTUYHBIX
Jen.

5.5. JInunple nema paOOTHUKOB, 3aKOHYEHHBIE JIEIIOMPOU3BOJICTBOM 0 1
aaBaps 2003 rona, xpansaresa 75 net, nocne 1 suBapsa 2003 roma — 50 sner.

6. OTBeTCTBEHHOCTH padoToaaTe/ s M pa0OTHUKA
6.1. PaboTHUKM 00pa3oBaTeIbHON OpraHu3aiuu 00si3aHbl CBOEBPEMEHHO

MMpeACTaBIATh CBCACHUA 00 H3MEHEHHH CBOMX MNEPCOHANIbHBIX OAHHBIX,
BKIIIOYCHHBIX B COCTAaB JIMYHOI'O ACIA.



6.2.  OTBercTBeHHBI 33  BeACHHME  Jel  PabOOTHUKOB HECET
TUCITUIUIMHAPHYIO W HWHYK0 ~ OTBETCTBEHHOCTh  3a  pasrJiallieHue
KOH(DMICHIIMAIBHBIX CBEACHUH, COJAEPIKAIIUXCS B JTUYHBIX JENIax, U 32 WHBIC
HapYIICHUS MTOPSIIKA BEJCHUS JTMIHBIX JIC]I.

7. IIpaBa padoroaaresiss 1 pad0OTHUKA

7.1. PaboTHUKM 00pa3oBaTeIbHON OpraHu3aluiu UMEIOT MPaBo:

- ToJIy4aTh TMOJHYH HHpopMaIiuio o0 o0paboTKe CBOMX IMEPCOHAIBHBIX
JTAHHBIX;

- MOJTy4aTh JOCTYI K CBOUM NEPCOHATILHBIM TAHHBIM;

- MOJTy4aTh KOMUHU JOKYMEHTOB, XPAHSIIIUXCS B TUIHOM JIEIIC;

- TpeOOBaTh WCKIIOYCHUS WM WCIPABICHUS HEBEPHBIX M HEIOJHBIX
(MCKa)KEHHBIX) CBOUX MEPCOHATIBHBIX IAHHBIX.

7.2. PaboTonarenb UMEET MPaBo:

- 00pabaThIBaTh MEPCOHANBHBIC JTaHHBIC PAOOTHUKOB, B TOM YHCIIC M Ha
AIIEKTPOHHBIX HOCHUTEIAX;

- 3aIpalmBaTh OT paOOTHUKOB MHGOPMAIIHIO, HEOOXOIUMYIO JIJISl BEJICHUS
JUYHBIX JIe]T 1 00pabOTKH MEePCOHATBHBIX JTaHHbBIX.
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