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1. OBLIME IMOJIOKEHUSA
11 Hacrosmee Ilonoxxenue omnpeznenseT MOPSAIOK BEACHUS JTUYHBIX €N MEJaroroB u
COTPYZIHUKOB ~ MYHHUIUIAIBHOTO  OIOKETHOTO 00111€00pa30BaTENBHOTO  YUPESIKICHUS
«ATBIIMXOBCKas CpeaHsis oliieoOpa3oBareibHas MKoiMa ByHHCKOro MyHUIIMIANIBHOTO pailoHa
PecniyOnuku Tarapctan» (nanee — YupexIeHHe).

1.2 Jluunoe naeno pabOTHUKA — COBOKYIHOCTh JOKYMEHTOB II€PCOHAJIBHOTO Y4YeTa,
COZIepIKALINX CBEICHHS O paOOTHHUKE U €r0 TPYAOBOU JAESITEIHHOCTH.

1.3 Tlomoxxenue pazpaborano B coorBeTcTBUU ¢ TK, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHanbpHBIX JaHHBIX», MeToquueckuMu pekoMeHaanusmu Pocapxusa,
VYkazom IIpesunenra PO ot 30.05.2005 Ne 609 «O06 yrBepxkaeHnu [1ooxeHus o mepcoHaAIbHBIX
JIAHHBIX FOCYIAPCTBEHHOIO ciykaiiero Poccuiickoit @denepaunu U BEACHUU €0 JIUYHOIO JENay,
KOJUIEKTUBHBIM JIOTOBOPOM M YCTaBOM Y UPEKICHHUS.

2. HIOPAAOK ®OPMHUPOBAHMA JIMYHBIX JEJI COTPYJIHUKOB
2.1 @®opMupoBaHHME JMYHOIO Jejla IIeJaroroB M  COTPYIHUKOB  YUpexICHUs
IIPOM3BOJIUTCS HENOCPEICTBEHHO IIOCie IpHeMa Ha padoTy B YupexJeHHe WU IepeBoja
[I€/1aroroB ¥ COTPYJHHUKOB U3 APYroro o0pa3oBaTeIbHOIO yUPEKIACHUS.

2.2 Ilpu nocrymieHn” Ha paboTy compyOHUK npedocmasisiem (npu HAAUYUN):

. [Tacopt Wi MHOM TOKYMEHT, yJJOCTOBEPSIOIINN JINYHOCTb;

. CrpaBKy 0 HamM4uu (OTCYTCTBUH) CYIMMOCTH W (WiH) (akTa yrojJOBHOTO Ipe-
ClJIeZIOBaHUS;

. JIOKYMEHT BOMHCKOTO yueTa (J11s1 BOGHHOOOS3aHHBIX JIMIL);

. JlokymeHT 06 00pa3oBaHuy;

. TpynoByro KHUKKY;

. 3asiBieHHe 0 pueMe (WK O MepeBo/ie) Ha paboTy;

. MenuIHCKYI0 KHUXKKY;

. ABTtoGuorpaguto;

. JIokyMeHT o0 kBasin(UKaIK (aTTECTAIlMOHHBIN JIUCT);

. Y nocroBepeHus 0 NPOXOKIEHUHN KypPCOB;

. CrtpaxoBoe CBUJIETEIHCTBO IEHCHOHHOTO CTPaXOBaHUS;

. W neHTuduKkamoHHbI HOMEp HaJOroIIaTeNbIINKa;

. CBuAeTENbCTBO O Opake;

. CBHzIETENBCTBO O POKACHUM JETEM;

. JIOKYMEHTBI 0 HarpaKAeHHH.

Pabomooamensv opopmnsaem:

. TPYAOBOM JI0rOBOP B JBYX IK3EMILISApax;

. IpUKa3 O MpueMe Ha paboTy;

. TUYHY0 KapTouky NoT-2.

Pabomooamens 3nakomum:

. ¢ YcTaBoOM YUpexIeHus;

. ¢ JIOM>KHOCTHOM MHCTPYKIUEH;

. ¢ [IpaBunamu BHyTpeHHETO TPYJOBOTO PACIOPSAKa;

. c [Tonoxxenuem 00 orare Tpyia U IPEMUPOBAHUH;

. ¢ KoninexkTuBHBIM 10TOBOPOM;

. c [TonoxxeHnem o nopsizke 06paboOTKH MEPCOHATBHBIX TaHHBIX;

. MIPOBOJUT BBOJAHBIN HHCTPYKTAX, HHCTPYKTAX 110 OXpaHe TpyAa Ha paboueM MecTe,

MHCTPYKTaX I10 MIPOTUBOIOKAPHOI 0€301MacCHOCTH, MO0 aHTUTEPPOPUCTUYECKON 3AIIUIIEHHOCTH.
3. IOPAAOK BEAEHUA JIMYHBIX AEJI IIEJAT'OI'OB U COTPYIHUKOB
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3.1 JIuyHoe Aeno MemaroroB M COTPYAHUKOB YUpPEXKIACHUS BEACTCS B TEUCHHE BCETO
neproJia paboThl KaKI0TO MEIarora U COTpyIHUKa.

3.2 ®opMupoBaHUE JUYHOTO Jiesia pabOTHHUKA MPOU3BOAUTCA paboTOIaTeNIeM He MO3/Hee
IATH pabOYMX THEH CO THS 3aKIIIOYCHHS TPYIOBOTO JOrOBOpPA M TOJIBKO IMOCTE MOJIYYEHHUS OT
paboTHUKa coriacus Ha 00pabOTKY €ro MepCoOHANbHBIX TAHHBIX.

3.3 JIMCTBI JOKYMEHTOB, IOMELICHHBIX B IUYHOE JEJI0, IOJIEKAT HyMEpaluu.

3.4 JlokyMeHTHI momeniaroTcs B (aitsioByto manky. IIpu yBonbHeHHH paOOTHHUKA BCe
JUCTHI U3 JIMYHOTO JIeJia U3bIMAIOTCS U3 (ailyIoBOM ManKy, MPOIIMBAIOTCS HUTKAMH M CHAIOTCS B
apXuB.

3.5 BHyTpeHHss ONKCHh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JIeJIe, JIOJDKHA CONEpXkKaTh
CBEJICHUS O MTOPSIKOBBIX HOMEPAaX, HANMEHOBAHMX JOKYMEHTOB JI€J1a, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOUEHUS IOKYMEHTOB B JIMYHOE JIEJI0 U U3BATUS U3 €I, a TAKXKE KEM U3BAT JOKYMEHT U IO
KakoW MpUYUHE.

3.6 BHyTpeHHSST OMHCh COCTABIISCTCS HA OTICIBHOM JIUCTE TIO0 YCTAaHOBICHHOU (hopme
(cornmacHo nipuiiokenuto Nel). JIucTel BHYyTpeHHEH ONMKUCH HyMEPYIOTCS OTAETBHO.

3.7 BeneHue nu4HOrO J1ea MpeayCcMaTpuBaeT:

3.7.1. [lomenienue  JOKYMEHTOB, MOJJIEKAIIUX XPAHEHHIO B COCTaBE JIMYHBIX €I, B
XPOHOJIOTUYECKOM MOPSIIKE:

— AHketa

— ABTOOHOTpadus

— Tpynosoit norosop

—Brimmcka U3 mpukasza o nmpueme Ha padoTy; KOMHUU MOCIEIYIOUINX MPUKA30B MO JTHYHOMY
COCTaBy, KOTOPBIE KacaroTcsi pabOTHHKA;

— Konuu nokymentoB 06 oO6pa3zoBaHuy;

— Konuu 10kyMeHTOB 0 KBaTH(PUKAIUU (IOKYMEHTHI [10 aTTECTAI|H);

— Komnuu 10KkyMeHTOB KypCcOB MOBBILIEHUS KBaTU(DUKALIUH;

— Cornacue Ha 00pa0OTKY MEepCOHANBHBIX IaHHBIX;

—CnopaBka 0 Hainuuuu (OTCYTCTBHHM) CYIUMOCTM U (WiM) (akTa YroJaoBHOIO IIpe-
CJIEIOBaHMS;

— JlonoJIHUTENBHBIE COTVIALIEHHS K TPYIOBOMY JA0TOBOPY;

3.7.2. ExxerogHyt0  IPOBEPKY COCTOSIHMS JIMYHOTO J€ja IEJaroroB M COTPYAHHUKOB
VYupexneHnus Ha OpeaIMeT COXPAaHHOCTH BKJIFOUEHHBIX B HEro JOKYMEHTOB U CBOEBPEMEHHOE
3all0JIHEHWEe, 10 pe3yjibTaTaM KOTOPOrO BHOCUTCS 3amuch 00 O3HAKOMJICHMM (COTJIAacHO
npuiioxeHus Ne2)

4.M1OPAJOK YYETA U XPAHEHUSA JIMYHBIX AEJ INIEJATI'OI'OB U
COTPYJIHUKOB YUYPEXJIEHUSA
4.1 XpaHeHue U y4yeT JUYHBIX JeJl Ie1aroroB U COTPYAHUKOB Y UpekACHHUS OPraHU3yIOTCS
C LEeNbI0 OBICTPOro M 0e30IMO0YHOr0 MOUCKA JIMYHBIX JeJ, 00eCreyeHus UX COXPAaHHOCTH, a
Takke obecriedeHHs] KOH(PHUIESHINATbHOCTH CBEICHUN, COJEpKAIMXCAd B JOKYMEHTaX JIMYHBIX
JieJ1, OT HECAaHKLIMOHUPOBAHHOT'O JOCTYIIA:

. TpynoBble KHIKKH XpaHITCS OTAEIBHO B celide AupekTopa YupexaeHus;

. MenuiuHCcKe KHUXKKH XPaHATCS OT/AEIbHO B ceipe TUpeKTopa YUpeKAeHUS;

. JIOMKHOCTHBIE HHCTPYKLIMHM XPaHATCA B OTAENBHOM mMamnke Yy JIUpeKTopa
Yupexaenus.

. JInunple kapTouku paboTHUKOB (hopma NeT.2.) xpaHsTcs B OTAEIBHOM MHamnke y
TUPEKTOpa YUpexaACHHUS.

. JlnyHOE NEeNo KaKI0TOo COTPYAHUKOB XpPaHUTCS B (halJIOBBIX Mamkax B KaOWHETe
TUPEKTOpa YUpexACHHUS.

. JlocTym K TUYHBIM JieJlaM [eJaroroB U COTPYAHUKOB YUpeXKIeHUS UMEIOT TOJIbKO

AUPCKTOP U 3aMECTUTCIIb AUPCKTOPA 110 yqe6H0-BOCHHTaTCHBHOﬁ pa60Te yLIpC)KI[CHI/ISI.
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. Cucrematu3anyss JHWYHBIX J€1 TIEJAaroroB M COTPYAHUKOB  YUPEKACHHS
MIPOU3BOIUTCS B aI(paBUTHOM MOPSIJIKE.

. JIn4yHbIe Nena meaaroroB M COTPYIHHMKOB YUpEXKICHHUS, XpaHATCA 75 JeT ¢ rona
YBOJIbHEHUS paOOTHHKA.

.

5.NOPAJJOK BbIJAYU JIMYHBIX AEJ BO BPEMEHHOE I1OJIb30BAHHUE

5.1 Beiaua TU4HBIX el (OT/AENBHBIX JOKYMEHTOB B COCTAaBE JJMYHOTO JIej1a) BO BPEMEHHOE
MOJIb30BaHKE TPOU3BOJHUTCS C pa3pelieHus JUpeKTopa YupexaeHus. Bpems paboTsl orpannyu-
BaeTcs MpeJiesiaMy OIHOro padbouero aHs. B koHIe pabodero qHs cekpeTapb 00s3aHa yOeAUThCS B
TOM, YTO BCE€ JIMYHBIC JIeNla, BBIJAHHbIE BO BPEMEHHOE IOJb30BAHKE, BO3BPAIICHBI Ha MECTO
XpaHEHUsI U €CTh JIM HEOOXOAMMOCTb [UISl IPHUHATHS MEP K UX BO3BPALICHUIO WIH PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ilemarorm W COTPYAHMKH YUpexACHUS O00s3aHbl CBOCBPEMEHHO IMPEIACTaBISATh
TUPEKTOPY CBEACHUS 00 U3MEHEHHU B MEPCOHANBHBIX JAHHBIX, BKIIOYEHHBIX B COCTaB JIMYHOTO
Jena.

6.2 PabdorTomareinb 00eClicUUBAaET:

. COXPAHHOCTB JIUYHBIX JI€J NIEJarOrOB U COTPYAHUKOB Y UPEXKICHUS,

. KOH(UIEHIIMATBHOCTh CBEACHUIM, COIEpPKAIIMUXCS B JMYHBIX JiejaX MelaroroB u
COTPYJIHHUKOB Y UpEKICHUS.

.

7. IIPABA

7.1. Ins obecrieyeHHs 3alIUThl NEPCOHATBHBIX AAHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX
JieJIax IeJaroroB U COTPYAHUKOB Y UPEKICHUS,

MeJaroru U COTPYAHUKH YUpexKJICHUS UMEIOT MPaBo:

. [TosnyunTh MONHYIO MHPOPMALUIO O CBOMX NEPCOHAIBHBIX JAHHBIX U 00paboTKe
9THX JaHHBIX;

. [TosnyuuTs AOCTYI K CBOUM NEPCOHAIBHBIM JIaHHBIM;

. [TonyunTe KONMMHM, XpaHALIMECS B JIMUYHOM JEJ€ U COAEpXKAllUe IEPCOHAIbHBIE
JTaHHbIE.

. TpeboBaTh UCKITIOUEHHS WIIM UCIIPABICHNS HEBEPHBIX MJIM HEMOJIHBIX MEPCOHAIb-

HBIX JTaHHBIX

padoToaareiib UMEET IPABO:

. OOpabatbIBaTh MEPCOHAIBHBIE JAHHBIE NIEAAroroB U COTPYAHUKOB YUPEXKACHUS C
UX pa3pelieHus, B TOM YHCJIe U Ha 3JIE€KTPOHHBIX HOCUTEIISIX;

. 3anpocuTh OT TMEAaroroB M COTPYAHHKOB YUPEKICHUS BCIO HEOOXOIMMYIO
HH(pOpMaLHIO.



JIucT o3HAaKOMIIEHUS

®.1.0.

Ioamnuce







