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IMonoxenune
O MOopsiAKe Bel€HHN JIHYHBIX e/l COTPYAHHKOB
MAJIOY «/leTcknii can o6wepassuBalomero sBuaa Ne 72» HMP PT

1. O0wHe nos10KeHHs

1.1. Hactosmee IlonoxxeHue onpenenser nopsaoK BeAECHHs JIMUHBIX e

pabotHukoB MAJIOV «Jletckuii can obuepasBuBatolero suaa Ne 72» (nasee- ;
HOY). |

1.2. IlonoxxeHune pa3paboTaHO B COOTBETCTBHH C:
o Tpynosem konexkcom P®;
» Komnextusneim gorosopom JI0V;

e 3akoHoM P® ot 27 utonsa 2006 roma Ne 152-®3 «O nepcoHanbHBIX
JAHHBIX»

2. Iopsgok odopmMiieHHs JHYHDBIX A€/l paOOTHHKOB.

2.1. ®opMHpoBaHHe JIMYHOTrO Aesa pabOTHUKOB MPOHU3BOANTCS HEMOCPEACTBEHHO
nocie npuema B JJOVY.

2.2. JInunoe aeno pabotHuka JJOY dopmupyeTcs B ClieAyOUIEM NOpsSKe: |
- 3asBneHHe o npueMe Ha pabory;
-CripaBKa 0 HaJIu4iH (OTCYTCTBMH) CYIMMOCTH H (HIIH) (aKkTa yroaoBHOro

npecie10BaHNuA nubo o NpeKpalleHHH YroJoBHOIO IIpeCii€A0BaHUs 10
peaﬁl’IHHTpr}OLuHM OCHOBaHHSAM,
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- 3asBJIeHME O COrNIacuM Ha 06paboTKy MepcoHaNbHBIX JAHHBIX pabOTHHKA,

- Komus nacnopTa MM HHOTO JOKYMEHTA, Y JOCTOBEPSIOILErO JHYHOCTH;

- Komwus cTpaxoBoro cBHAETENbCTBA IEHCHOHHOIO CTPaXOBAHMS;

- Konus naeHTH(HKALHOHHOIO HOMepa HAIOroNaTeNbLIHKA;

- Komnun noxymeHToB 06 ob6pazoBaHuu;

- Komuu 10KyMeHTOB 0 KBaTH(HMKALMH WM HAIMUMH CTIELHANBHBIX 3HaHMH (py
HaJIMYHH);

- Konuu 10KyMeHTOB BOMHCKOTO yyeTa (11si BOEHHOO6S3aHHBIX JHLL);

- Komus ceuzmerensctBa o Opake (Npu Halu4uM), ecid AMMIOM 06 06pazoBaHHUH
COJEPXKHUT JeBUYBI0 (haMHIIHIO;

- Komus cBunerenscTsa 0 poXXaeHHHU neTeii (Ipu Hanu4yum);

- MeauuMHCKas KHHXKA;

- XapakTepHCTHKH, pEKOMEHaTebHbIe MUChMa (TIPH HAJIMYHK);

- Konuu 10KyMEeHTOB 0 Harpa>xAeHUH (NpH HAJIMYUHK);

- Konuu atrecTallnOHHBIX TUCTOB (NIPH HATHYHH);

- Ilpuka3s o npueme Ha pabory;

- JOo/DKHOCTHAs HHCTPYKUHMA (JODKHOCTHBIE HHCTPYKIIMH C MOMEHTA Ha3HAYeHMS
Ha BCe JOJDKHOCTH);

-  Tpynosoit poroBop (C mOCHEOYIOLIMM BKIIOYEHHEM ONOJHHTENBHBIX
CorjallieHHi K TpyAOBOMY JAOTOBOpY);

- 3asBIeHHE O NepeBOe Ha HHYIO JOIDKHOCTH (TIPH HAJTHYHH);

- [Ilpuka3 o nepeBoJie Ha HHYIO JODKHOCTB (TIPH HAJTMYHH).

23. C upensto ofecrneveHHs HaUleXalled COXPAaHHOCTH JIMYHBIX Jel
padbotaukoB JIOY u ymobGcTBa B oOpamieHHH C HHMH, IpH (OPMHPOBAHHHM BCE
JOKYMEHTBl MOMEIIAITCS B OTHENbHYIO Manky. JIHuHOMy nemy mnpucBauBaercs
Y4YETHBIH HOMEP Y BHOCHTCS B KypHal y4eTa JIMYHBIX el

2.4. Jluynas kaprouka T-2 opopmisercs W XpaHUTCA OTAEIBHO OT JIMYHOIO
zena.

2.5. Kaxknoe nu4Hoe eno pabOTHHKA COAEPIKHUT THTYJIBHBIH JIUCT ¢ YKa3aHHEM
ero GaMuIMH, HMEHH, 0TYECTBA H 3aHHMaeMOH JOIDKHOCTH (JIODKHOCTEH).

2.6. [Tocne THTYNBHOTO JIMCTa B JIMYHOE [ENIO BKIIOYAETCH BHYTPEHHSS
ONHCh JOKYMEHTOB, UMEIOIIMUXCA B JINYHOM fene, pabOTHHKA. BHyTpeHHsAs omuch
JOKYMEHTOB COJIEP/KUT CBEJCHUS O TMOPAAKOBBIX HOMepax JOKYMEHTOB, HX
HaMMEHOBaHHUAX, 1aTaX U UHBbIE CBEICHHMS.

3. Iopsiaok BeaeHHs JHYHBIX 1eJ paGOTHHKOB.

3.1. Jlnynoe neno pabornuka JIOY Benercs B TeueHHE BCEro mnepvona
paboTel kaxaoro paboTHHKA.

3.2. BeneHue JHYHOTO Jela NpeyCMaTPUBAET: BKJIIOYEHHE JOKYMEHTOB
B COCTaB JIHYHOTrO JIe/la B XPOHOJIOPMYECKOM Mopsijke ¢ cobmojeHHeM nopsaka
¢opMHpoBaHus o onpeaeseHHOMY BblllE MEPEYHIO JOKYMEHTOB,

3.3. ExeMecayHyl0 MpOBEPKY COCTOSHHMs JIMMHOro Jefa Kaxzaoro
paboTHHKa Ha npeaMET COXPaHHOCTH H BKJIIOYEHHS B HEro BceX HEOOXOAUMBIX
AOKYMEHTOB H CBOEBPEMEHHOI0 HX 3aMOJHEHHA.
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4. [lopsinok yyera n XpaHeHHS AHYHBIX g€ paboTHHKOB.

4.1. XpaHeHHe M yYeT NHMYHBIX nen pabotuukoB JIOY oprauusyiorcs c
LENbI0 OBICTPOro M 6e30MMO0YHOr0 MOHCKA THUHELX aen, oOecnedyeHHs HX
COXPaHHOCTH, a TakkKe obecleYeHHs KOHOHIEHUHATHHOCTH CBEJIeHHI,
CONCpXKAIMXCA B AOKYMEHTaX JTHYHBIX A€, OT HEeCaHKLIHOHHPOBAaHHOIO AOCTYNa K
HHUM.

4.2. Jluunele pena pabGOTHHKOB XpaHiarcs B cedpe JIOY wuam B
3aliMparomemcsl WKkady, a BHYTPH - [0 HampaBlIeHHIO paboTsl (neaaroruyeckue
paboTHUKH, y4e6HO-BCIIOMOTaTe b HEII NEpPCOHa, 00C.TY)KHBAIOILHH NepcoHa).

flocTyn k uaHEIM aenam paboTHEKOB IOV HMEIOT TONBKO:
- MHCIIEKTOp M0 Kagpawm;
3aBenytomuit JJOY;
- CTapiuHii Bocniutarens JJOY;
- Oyxranrep no JIOY.

4.3. CucreMaTH3aUMs JIHYHBIX  Jen pabOTHHKOB  MpPOW3BOAMTCA B
allhpaBUTHOM NOpSAKE B KAXKAOM OTAEABHOM OJ0Ke 1o HamnpaB/JIeHHIO paboTbl H
CTPYKTYPHOMY MOAPA3IeNIEHHIO.

4.4. Jlnuuele pmema paboTHMKOB XpaHsTcs 75 1er ¢ roaa YBOJIbHEHHS
paboTHHKa.

S. IlopsiioK BBIZAYH IHYHBIX Je/l paGOTHHKOBBO BpeMeHHOE NO/Ib30BaNMHe.

5.1. Bblnaya THYHBIX AeN (OTAETBHBIX JOKYMEHTOB B COCTABE JHYHOIO aena)
BO BpEMEHHOE M0JIb30BaHHE MPOU3BOAMTCA C pa3pereHHs 3aseayiowero J0Y.

5.2.Pabora (03HaKOMJIEHHE) C JHYHBIMH Je1aMH pPaGOTHHUKOB A0V
npoussoautcs B kabuuere JIOY, a Bpems paGoThl orpaHMumHBaercs npenenamu
OIHOro pabouero mHsA. B koHue pabouero aus 3aBeyIOIHH 00s3aH yOeauThcsa B
TOM, 4TO BCE JIMYHBIC JeNIa, BBIIAHHBIE BO BDEMEHHOE M0/1b30BaHHe, BO3BPALEHbI Ha
MECTO XPaHEHHs H €CTh JIH HEOOXOMMMOCTh [ PHHATHS MeP K HX BO3BPALIEHHUIO
HJIH PO3BICKY.

6. OTBETCTBEHHOCTD.

6.1. Bee paborruku JIOY 0653aHEl CBOEBDEMEHHO MPECTARNATE HHCIIEKTOpY
10 KazpaM cBeneHHA 00 H3MEHEHHM B MEPCOHANBHBIX NAHHBIX, BKIIOYEHHEIX B
COCTaB JIMYHOIO JeNa.

6.2. PaboTonaress o6ecrieunBaet:
- COXpaHHOCTB IMYHBIX Aen paboTHUuKoB JJOY;
- KOHQUIEHIHAIBHOCTE CBEICHHI, CONlepXKAIMXCS B JIMYHBIX JeNax pabOTHHKOB

7. IlpaBa
7.1. Jina ofecrieyeHus 3amMThl MEPCOHAIBHBIX NAHHBIX, HMEIOIHXCA B

THYHBIX fienax, Bce pabotuuky JIOY uMeIOT npaBo:
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- MOMy4aThb TMOJHYI0O MH(OPMAaUMI0 O CBOMX MEPCOHAIbHbIX AAHHBIX H
06paboTKE ITHUX NaHHBIX;

MOy4aTh CBODOAHBIN AOCTYM K CBOMM MepPCOHANbHbIM AaHHbBIM;

MOJIy4aTk KOMHUH JOKYMEHTOB, XpaHsALLMXCA B JIHYHOM [e/Ie H COAepKallHe
nepcOHalIbHbBIE JaHHbIeE,

- TPeOOBATb MCKIIOYEHHS WM HCTIPABIEHHS HEBEPHBIX HIH HEMOTHBIX
NepCOHANIBHBIX JAHHBIX.

7.2.  Otaen obpasoBanus kak paboToxaTelb HMEET MPABO:

- 00pabaTbiBaTh repcoHanbHble NaHHblE PaGOTHMKOB, B TOM 4HCIe H Ha
3IEKTPOHHBIX HOCUTENSX;

- 3anpawuBath oT paGotHukoB JIOY Bco HEOOXOAMMYIO HH(pOPMALHIO,
CBA3aHHYIO C UX TPYAOBOH AECATEIBHOCTHIO.



