[IpunsiTo Ha 0o6mIEeM coOpaHuu pabOTHUKOB VYTBEpXKIAEHO U BBEJECHO B JIEHCTBUE
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\. y,
NHCTPYKIUA
0 nopsake popMuUpoBaHUs, BeACHUS U XPAHEHUSs] JINYHBIX e/l pA0OTHHKOB
MBOY “JIuueit Ne149 ¢ TaTapcKkuM A3bIKOM 00y4YeHHUS B»
CoBerckoro paiiona r. Kazann

1. O0mue nos10KeHUu
1.1. Hacrosimass wHCTpyKIusi paspaborana B coorBeTcTBUU ¢ Konctutynumenr Poccuiickoit
®epnepaunn, TpynoBeiM kojuekcoMm Poccuiickoir @epepaunn, PenepalibHbIM 3aKOHOM OT
27.07.2006 Nel49-®3 «OO0 wunHpopmanuy, UHPOPMALUOHHBIX TEXHOJOTUAX U O 3allluTe
uHpopmanuny, OenepanbHbM 3aKk0HOM 0T 27.07.2006 Nol152-D3 «O nepcoHaNbHBIX JaHHBIXY,
Vkazom [Ipesunenta Poccuiickoit @enepanun ot 06.03.1997 Ne 188 (B pea. ot 23.09.2005) «O06
VTBEPKACHUHM TIEpeYHs CBEACHHM KOH(PUACHIIMAIHLHOTO XapakTepa», IOCTAaHOBJICHHUEM
[TpaButensctBa Poccuiickoit ®enepanuu ot 17.11.2007 Ne 781 «OO0 yrBepxaenuun Ilonoxenus
00 oOecrieyeHUN 0€30MMaCHOCTH MEPCOHANBHBIX JAHHBIX MPU X 00paboTke B HH(POPMAITMOHHBIX
cHUCTeMax NEPCOHAIbHBIX JAaHHBIX», MocTaHoBIeHUEM [IpaBurenscTBa Poccuiickonn denepaunu
or 15.09.2008 Ne687 «O6 yrBepxkaenun Ilonoxkenus 00 0coOeHHOCTsIX 00paboTKU
NEPCOHAIBHBIX JIaHHBIX, OCYILECTBIsIeMOM 0€3 HCMOIb30BaHUS CPEJICTB aBTOMATHU3AINI,
KOJUIEKTUBHBIM JJOTOBOPOM U Y CTaBOM JIUIIES
1.2. Hacrosimass MHCTPYKUHMS OMpenessieT MOpsSAoK (GopMUpOBaHUS, BEICHUS W XpaHEHUS
anuHbIX Jien pabotHukoB MBOVY «JIuneit Nel49 ¢ tarapckum A3bIkoM 00ydeHus» COBETCKOro
pationa r. Kazanu (ganee -Illkomna).
1.3. JInunble nena ogopmisitoTcss Ha Bcex paboTHUKOB IlIkomnbl. CBeneHus, coaepskamuecs B
JUYHOM JieJie paOOTHUKA, SBISAIOTCS KOH(DUICHIIMATEHBIMHU.
1.4. Hacrosimast ”HCTPYKIIMS YTBEPKAACTCS MPUKA30M TUPEKTOPA U SIBISIETCSA 003aTeNbHOM IS
Bcex paboTHUKOB IIKOIbI.
1.5. @opmMupoBaHue, BEe€HUE U XPaHEHHWE JIMYHBIX Jed coTpyAHHMKOB IlIkonbl Bo3nmaraercs
IPUKA30M JIUPEKTOpa Ha OTBETCTBEHHOE JIUILIO.
1.6. He nomyckaeTcs BeieHHe HECKOJIBKHX JIMYHBIX JIeTT paOOTHUKOB.
2. lMopsinox popMUPOBaHUS JIUYHBIX /i€ COTPYAHUKOB

2.1. ®opMupoBaHUEe TUYHOTO JeTa pabOTHHUKA MIPOU3BOIUTCS HEMOCPEACTBEHHO MOCIe IpreMa
paboTHUKA B OPraHU3AIIHIO.
2.2. OdopmieHHe TUYHBIX JIe1 OCYIIECTBIISIETCS] OTBETCTBEHHBIM JUIIOM B TeueHUe 3 (Tpex)
JHEH co aHs puemMa paboTHHKA Ha paboTy.
2.3. Ilpu noctymiueHuu Ha paboTy pabOTHHK MPECTABIISCT:

e . [lacmopt (HOKyMEHT, YAOCTOBEPSIOIMINIA JTUIYHOCTD).

e . TpynoByro KHMXKKY (32 UCKIIOUEHHE CIIy4aeB, KOTJa TPYJOBOM JIOTOBOP 3aKIHOYAETCs
BIIEPBBIE WJIM PAOOTHUK MOCTYIAET HA YCIOBUSIX COBMECTUTEIS).
CtpaxoBo€ CBUIETENBCTBO TOCYIAPCTBEHHOIO IEHCMOHHOTO CTPaXOBaHUS.
W nenTuduKkaimoHHbBI HOMEp HAIOTOIIaTebIINKA
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e JIOKYMEHT BOMHCKOTO yd4eTa JUIsi BOCHHOOOS3aHHBIX JIMII, MOMJIEKAIIUX IMPH3BIBY Ha
BOEHHYIO CITYXKOYy.
e JlokymeHT 00 00pazoBaHUU.
e CmnpaBky o0 Ham4yud (OTCYTCTBHHM) CyOUMOCTH # (wiM) (¢dakrta YroJoBHOTO
npecie0BaHus MO0 O MPEKPaICHHH YTOJIOBHOTO MPECIeI0BaHMUS.
e Komwro TpyaoBoi KHUXKHU (111 COBMECTUTEIICH )
e JIMYHYIO MEIULMHCKYIO KHUXKKY.
e Jlpyrue 10KyMEeHTHI, IPEAYCMOTPEHHBIE (elepaTbHbIM 3aKOHOAATEIbCTBOM.
2.4. CoctaB JAOKYMEHTOB, BKJIIOYA€MbIX B JIMYHOE JI€]0 PAOOTHHUKA, 3aBUCUT OT JOJKHOCTH,
KOTOPYIO OH 3aHMMAeT, U CIIEHU(UKHU ero CiIy>KeOHOH aearenbHocTU. [lepBoHayansHO B IMYHOE
JIeJI0 IPYNIUPYIOTCS TOKYMEHTHI, 0(OpMIISIOLINE ITpoLece IpreMa Ha paboTy, a BIIOCIEACTBUN -
BCE OCHOBHBIE JJOKYMEHTBI, OTpaXKarolIle MPoLecc padoThl B YUPEKACHUU.
2.5. Tlpu nepBoHayaabHOM O(OPMIIEHHH JMYHOIO JAejda pabOTHMKA B HEro BKIIOYAIOTCA
CIIEYIOIINE JOKYMEHTBI:
® aHKeTa YCTaHOBJIEHHOW (hOPMBI JTMUHOE 3asBJICHUE JIMLA, IPETEHYIOLIEr0 Ha T0JIKHOCTb
B IlIkoite;
e KOIHs MpUKa3a o0 IpueMe Ha paboTy;
® KOINHUHU JIOKyMEHTOB, MOATBEPXKIAIOIIUX MPOodheccHoHallbHOEe 00pa30BaHHE, MOBBIILICHHE
KBaJIM(UKALMY, HATMYME YYEHOH CTENeH! WM YYEHOr0 3BaHUs (€C/IM UMEIOTCS TaKOBbIE
WX KOTIMU JIOKYMEHTOB, TOJTBEPKIAIOIINX 3TH (aKThI);
e cIpaBKa 00 OTCYTCTBUU CYAMMOCTH;
® KONUM PEUICHWH O HarpakJeHUM TOCYIJApCTBEHHBIMM U BEIOMCTBEHHBIMU HarpaiaMu,
IIPUCBOCHUHU IIOYETHBIX M CHELUAJBHBIX 3BAaHUM, IPUCYKIECHUU TIOCYIAapPCTBEHHBIX
IpEeMUN U.T.J. (ECIIU TaKOBBIE UMEIOTCS);
e CIIpaBKa C OCHOBHOI'O MecTa paboThl (11 COBMECTHUTENECH);
®  3asBIIEHHE-COIIacue Ha 00pabOTKy MEPCOHAIBHBIX JaHHBIX.
2.6. B mporiecce pabOThI K TUYHOMY €Ty IPUOOIIAIOTCS:
® JIONOJIHEHHE K aHKETE YCTaHOBIEHHON (OPMBI
® JIOKYMEHTBI O IPOXO0KIEHUH UCIIBITAHUS, ECIIM TAKOBOE YCTaHABIINBAJIOCH;
® JOKYMEHTbI, NOJTBEPXKJAIOIIME HW3MEHEHHE AaHKETHO-OMOorpauMuecKkux JaHHBIX,
XapakTepu3yrolue npodeccuoHaibHble, 1€710BbIe U INYHOCTHBIE Ka4eCTBa;
®  aTTECTalMOHHBIE JIUCTHI
® KONUM pPEICHU O MOOLIPEHNUN U HarpaskICHUH;
® KONUM JUIUIOMOB M CBHJETENBCTB O JOIOJHUTEIBHO MOJIY4YEHHOM OOpa30oBaHMH,
NPOXOXKJICHUS MOBBIMIEHUS KBaTM(UKALMU (MIEPernoJroTOBKH), MPUCYXKIECHUH yueHOU
CTENeHH U IPUCBOECHUHU YUEHOTO 3BaHMUS;
®  KONHMM JOKYMEHTOB O IIEPEBOJE HA APYTYIO JOJDKHOCTB;
3asBlIeHHE 00 YBOJIbHEHHH;
e  KOMMs NPUKAa3a O paCTOP>KEHUH TPYAOBOIO JOrOBOPA.
2.7. 3anpemiaercs moiy4yarb, oOpabarbiBaTh M NpUOOIIATh K JMYHOMY Jelly paOOTHHKA He
yCTaHOBJIEHHbIE (efepadbHbIMA 3aKOHAMU IE€PCOHANbHBIE JAHHBIE O €ro IMOJUTUYECKUX,
PETUTHO3HBIX W MHBIX YOEXKIEHUSX, YaCTHOM JKM3HHM, YJICHCTBE B OOIIECTBEHHBIX
00BeAMHEHUSX, B TOM YHCIIE B MPO(ECCHOHANBHBIX COH03aX;
2.8. Bce NOKYyMEHTBHI JIMYHOIO J€ja IOMEUIAIOTCS B MalKy, Ha KOTOPOM MpOCTaBIIAETCS
MIPUCBOEHHBIN €l mopsaaKoBeIi HOMep (Kox). [loa 3TUM HOMEpPOM JINYHOE J1€710 PEruCTPUPYETCS
B JXypHaine ydera JIMUHBIX A€
2.9. JlokyMeHTbI, MPHUOOIIEHHbIE K JIMYHOMY Jiely paOOTHHMKA, OpOUIIOPYIOTCS, CTPaHUIIBI
HYMEPYIOTCS, K JMYHOMY JIe]ly MpHUJIaraeTcs BHYTPEHHsISI OMUCH (TpritoskeHne Ned).
2.9.1. BHyTpeHHSA ONHUCHh COCTABISAETCS HA OTACIBHOM JIUCTE.
2.9.2. BHyTpeHHsAs OIUCh JOKYMEHTOB COCTOMT M3 CBEIEHUI O MOPSAKOBBIX HOMeEpax,
HAaUMEHOBAHUSX JOKYMEHTOB Jella, KOJIMYECTBE JIMCTOB, JaTax BKJIIOYEHHS] JOKYMEHTOB B
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JIMYHOC JCJIIO U U3bATUA U3 [ICJId, a TAKIKC JAHHBIX O TOM, KCM HU3BAT HOKYMCHT H I10 Kakoi
npuurHe. [Ipy Hymepanuu JIUCTOB Jejia JIMCTHl BHYTPCHHEW OIHCH HYMEPYIOTCS OTIENBHO.
BHyTpeHHsIsI ONMUCHh 3alOJHSACTCS Cpasy JK€ IMpH 3aBEICHHM JIMYHOTO Jelia, 3aTeM 3allucH
BHOCSATCSI BO BHYTPCHHIOIO ONKCH [0 MEpe BJIOXKEHHs JOKYMEHTOB HAa MHPOTSHKCHUH BCEl
TPYAOBOM AEATEIBHOCTH PAOOTHHKA.

3. Ilopsinok 3amoJIHEHNSI AHKEThI, ABTOONMOrpadum, 10N0JHEHHUS K aHKeTe,
BKJII0YAEeMbIX B JIMYHOE /1eJ10 pa0OTHUKA
3.1. AmHkera 3amojHsieTcsi paOOTHUKOM COOCTBEHHOpPY4YHO. B aHkere He momyckaroTcs
COKpallleHUs, IPOYEPKU, UCIIPABIICHUS.
3.2. Ilpu 3amojHEHUU AaHKETHl UCHOJB3YIOTCS CIEAYIOIIME AOKYMEHTHI: MacropT, TPYyIoBas
KHIDKKA, BOCHHBIA OWIIET, JTOKYMEHThI 00 00pa3oBaHWU (IUILIIOM, CBUAETEIHCTBO, aTTECTAT,
YIIOCTOBEPEHUE), JOKYMEHTHI, MOATBEPKAAIOIINE YICHYIO CTeNeHb (Y4eHOe 3BaHUE) U APYTue
JIOKYMEHTBHI.
3.3. OTBeTCTBEHHBI 3a KaJApOBOE JEIIONPOU3BOACTBO YUPEKICHUS OOpa3oBaHHs o00s3aH
IMPOBCPHUTH ITOJHOTY U IHPAaBUJIIBHOCTD 3allOJIHCHUA AHKCTHI B COOTBCTCTBHUU C NPCABABJICHHBIMU
JOKyMEHTaMHu. AHKeTa 3aBepseTcs MOANKUCHhI0 OTBETCTBEHHOTO 32 KaJIpOBOE JEIIONPOU3BOJICTBO,
ME€YaThiO U JATOM.
3.4. JlomonHeHue K aHKETe 3aloJIHAETCS OTBETCTBEHHBIM 3a KaJpPOBOE AENOMPOHM3BOACTBO B
mporecce padoThI, MPU HEOOXOIMMOCTH BHECEHHS B JIMYHOE JIEIO CBEJICHUHM 00 M3MEHEHUSX B
npodeccuoHaNbHOM NesTeNIbHOCTH pabOTHUKA
3.5. B mepBom pa3zaene (QUKCUPYIOTCS CBEICHUS O IEPEBOJAaX HA JPYTHE JOJDKHOCTH
(mepemelieHrs ¢ yKa3aHHEM JaT BCTYIUIEHHS B JOJDKHOCTh M yXOJa C HEe) CO CCBhUIKON Ha
JOKYMCHTBI O HA3HAYCHUU, IICPCBOJAC, YBOJIbHCHUH.
3.6. Bo BTOpoM pazzerne oTpakaroTcs JaHHBbIE O MPO(ecCHOHAIBHON AeATeIbHOCTH PabOTHHUKA
(HOZ[FOTOBKa, NNeperoAroToBKa M IOBBIMICHUC KBaJII/I(l)I/IKaIII/II/I, HarpaxacHue opAacHaMnu H
MeAaNsiMH, TPHUCBOEHUE YYEHOW CTENeHW, YYEHOro U IOYETHOTO 3BaHHUsA, MpeObIBaHHE 3a
FpaHI/IIIGI\/'I, HAJIOOKCHHUEC H CHATHUC B3BICK3HI/II>1, N3MCHCHHUA B JOPYIrux YUYCTHBIX JaHHBIX
pabOTHHUKA).
3.7. Bce BHOCMMBIE M3MEHEHHUS [JOJKHBI OBITh TMOATBEPXKIACHBI COOTBETCTBYIOIIMMHU
JIOKyMEHTaMH.
4. XpaHeHue JUYHBIX J1eJ
4.1. Jluuynsie nena paOOTHUKOB XpaHATCSA B ceiie y OTBETCTBEHHOTO COTPYAHHMKA 3a KaapOBOE
JEIIONPOU3BOJICTBO, KaK TOKYMEHTBI CTPOTOi OTUETHOCTH.
4.2. ExxeroHo MpoBOAUTCS MPOBEPKA HAIMYUS U COCTOSHUS JIMYHBIX JIEJI.
4.3. Jlnsg XpaHeHUs JUYHBIX el paOOTHUKOB HCIONB3YETCS B 3aKPHITOM MIKady, B KOTOPOM
JIMYHBIE JIeJla pacrojaraTcs B anpaBUTHOM MOPSIKE.
5. Ilopsiiok BbIIAYH JJUYHBIX /IeJ1 BO BpeMEeHHOe M0J1b30BaHHe
5.1. Jluunoe peno pabOTHUKA MOKET OBITH BBIIAHO BO BPEMEHHOE HCIOJIb30BAaHUE
JOJKHOCTHBIM JIMIIaM, KPYT KOTOPBIX OIpenessieTcss AUPEKTOPOM C YCTAaHOBIEHHEM CpOKa
BPEMEHHOT'O TIOJTb30BAHUS.
5.2. Ilpu pabore C JTUYHBIM [1€JOM, BBIJIAHHBIM BO BPEMEHHOE IOJIb30BAHHE, 3aIPEIaeTCs
IMPONU3BOJUTH Kakue-110o HCIIpaBJICHWsA, BHOCHUTb HOBBIC 3alllCH, HU3BJICKATb OOKYMCHTHI,
pasriamarh coaepKaiuecs: B HeM KOH(pHIeHIIUAIbHBIE CBEICHUS
5.3. PaGoTHHMK UMeeT IpaBO Ha 03HAKOMJICHHE CO BCEMH MaTepuajaMy CBOET0 JUYHOTO Jiefia
6. O0s13aHHOCTH OTBETCTBEHHOI'0 32 KaJ[POBOE /1eJI0NPOU3BOACTBO 10 BeIeHNI0
JIMYHBIX e
6.1. B 00s3aHHOCTH OTBETCTBEHHOTO 3a KaJPOBOE JEJIOMPOU3BOJICTBO, OCYIIECTBIISIIOIIETO
BEJICHHE JTUYHBIX JIEN, BXOIUT:
e - IpPHOOIIEHUE K JTUYHBIM JIeJIaM TOKYMEHTOB;
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e - TpOBEpKa IMOJIHOTHI 3allOJHEHUSI AHKEThl U COOTBETCTBUSI YKA3aHHBIX CBEACHHI
MPEIBABISIEMBIM MIPU MOCTYIJIEHUH IOKYMEHTAM;
- 3aBEpEHUE aHKETHI;
- oOecrieyeHre COXPAaHHOCTH U y4eTa JTHYHBIX JCT;
- obecrieueHre KOH(PHUICHIINATHHOCTH CBEICHUMN, COACPKAIIUXCS B JINYHBIX JIeaxX;
- 03HaKOMJICHHE PAaOOTHUKOB C JOKYMEHTAMHU UX JTUYHBIX JCIl.
7. OTBETCTBEHHOCTh PA0OTHUKOB
7.1. JIuua, ynmonHOMOYEHHBIE Ha TOJIyYeHHE, 00padOTKy, XpaHEHHE, TIepeIady U J00e Ipyroe
UCIIOJIb30BaHUE MEPCOHATBLHBIX JIAHHBIX Pa0OTHUKOB HECYT OTBETCTBEHHOCTh B COOTBETCTBHUH C
JICUCTBYIOIIUM 3aKOHOAATENbCTBOM Poccuiickoit denepanuu 3a HapylUICHHE PEXUMa 3al[UThI
ATUX MEPCOHATBHBIX JAHHBIX.
7.2. OTBETCTBEHHbIC JIMIA, BUHOBHBIE B HAPYIICHUU HOPM, PETYIUPYIOUIUX IOJTy4YEHHUE,
00paboTKy u Tepenady MepcoHaIbHBIX JaHHBIX JAPYroro padOTHUKA, HECYT OTBETCTBEHHOCTH B
COOTBETCTBUU C JECHCTBYIOIIUM 3aKOHOIATEeILCTBOM Poccuiickoit deneparuu
7.3. OTBeTCTBEHHBIC JUIA, YINOJIHOMOYEHHBIE 3a BEJICHUE U XpaHEHUE JMYHBIX [T, B
COOTBETCTBUM C JEHCTBYIOLIMM 3aKOHOAATENbCTBOM Poccuiickoit denepaiin NpuBIEKaOTCs K
JUCITUTUIMHAPHON W MHOW OTBETCTBEHHOCTH 3a Pa3rJallicHHEe KOH(HUICHIIUAIBHBIX CBEICHHUI,
CoZIepXKalInXcsl B JIMYHBIX JIEJIaX, a TAK)KE 3a UHbIE HAPYILIEHUS NOPsAJIKA BEICHUS JIMYHBIX AEII,
YCTaHOBJICHHOT'0 HacTosAwmend NHeTpykumen
8. IloaAroToBKA JMYHBIX /€] K APXUBHOMY XPAHEHHUIO
8.1. 3akoHYCHHBIC B JCIIONPOM3BOJACTBE JIMYHBIC Jena pPaOOTHHUKOB IOATOTaBIMBAKOT K
apXUBHOMY XPAaHECHHUIO.
8.2. [ToaroroBka JIMYHBIX JIe] K apXUBHOMY XPaHEHHUIO MPEIyCMaTPUBAET MOJHOE O0(OpMIICHHE
Jiena; - MOAIIMBKY WM MEPEIIeT JIMYHOTO JIeNa;
® - HyMEpAalHUIO JIUCTOB B JINYHOM JIEJIE;
- COCTaBJICHUE BHYTPEHHEH OMMUCH JTOKYMEHTOB JIUYHOIO JIea
; - COCTaBJICHUE 3aBEPUTEIHLHON HAAMKUCH JIMYHOTO JIETIa;
- OIICAaHUE JINYHOTO JieJia Ha 00JI0KKE.
- MeTaJUIMYeCKHe CKperuieHus (CKOoObl, CKpenku, OyJaBKM) W3 JUYHBIX JIEJ
MIPEABAPUTEIILHO YIAISIOTCS.

8.3. CormacHo YCTaHOBIIEHHBIM TPEOOBaHUSM JIMYHBIE JeJa paOOTHUKOB MOMAILIMBAIOTCS B
TBEPYI0 OOJIOKKY M3 KapTOHA HAa TPH MPOKOJA WJIU TMEPEIIETAIOTCS ¢ YYETOM BO3MOKHOCTHU
CBOOOJHOTO YTEHUS TEKCTa BCEX JJOKYMEHTOB, JIaT, BU3 U PE30IOIMI Ha HUX.

8.4. IloammTeie TUYHBIC JIea YBOJIECHHBIX paOOTHUKOB miepenatoTcs B apxuB [1Ikoms
. 8.5. Cpok XxpaHeHUs JIUYHBIX A€l -75 JeT
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