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1. O0mue MoJI0KeHUd

1.1. Hacrosmee Ilonoxenue o0 MOpsAAKE BEACHUS JHUYHBIX Jell pPaOOTHUKOB
MYHHUIIMIIAJIBHOTO  OIO/DKETHOTO  O0IIe00pa3oBaTEIbHOIO  YUPEKICHUS — CrelHraabHas
oOmieoOpa3oBarenbHasl —IIKOMAa-UHTEpHAT  (manee - [lopsiiok) ycTaHaBIMBAEeT MOPSIOK
BEJICHUS JIMYHBIX nen paboOTHUKOB MYHUIIATNIATHHOTO OI0/1KETHOTO
0011e00pa30BaTEIBLHOTO YUPESKACHHUS CIieluanbHas  00IeoopazoBaTeabHAs IKOJIA-
UHTepHAT  (Jasee - YUpexkaeHue). aJIMUHUCTPATUBHBIX PAOOTHHUKOB; IMEIarOorHuYeCKUX
pabOTHUKOB; PaOOTHUKOB, OTHOCSIIUXCS K MNPO(ECCHOHAIBHBIM KBaJIU(UKALIMOHHBIM
rpynmnaM OOIIEOTPACIEBbIX JTOJDKHOCTEH PYKOBOJIUTENEH, CHENUAINCTOB U  CIyXallluX;
PabOTHUKOB, OCYIIECTBISIOUINX MPO(PECCHOHAIBHYIO AESITENBHOCTh 10 00IIEOTPACIEBBIM
npodeccusiM pabounx; pabOTHUKOB, 3aHUMAIOIINX HWHBIE TOHKHOCTH (mpodeccun) (nanee
- PaGoTHuknm).

1.2. TlonoxeHnue pa3paboTaHO B COOTBETCTBUM C TpPYyAOBBIM  KOJEKCOM
Poccuiickori @enepammu ot 30 mexabps 2001 Ne 197-®3, denepanbHbIM 3aKOHOM OT
27.07.2006 No 152-®3 «O mepcoHaNbHBIX JaHHBIX», [lucemMa MwuHOOpa3oBaHuUs
Poccmiickoit ®epeparuun ot 20.12.2000 Ne  03-51/64 «O  MeTOAMYECKUX
PEKOMEHJAIUsAX MO0 padoTe ¢ JOKYMEHTaMH B 0OIe00pa30BATENbHBIX YUPEKICHUIAXY,
VYcraBa Yupexaenus, KomekTuBHbIM JOTOBOPOM YupexkaeHus (IPU HATUYUN).

1.3. B nuuyHoe geno PaGoTHHWKa BHOCATCS €ro NEpCOHAIBHBIC NaHHBIE U WHBIC
CBEIICHMS, CBS3aHHBIC C TIOCTYIUIEHHEM Ha paboTy, BBINOJHEHHEM JIOJDKHOCTHBIX
00s13aHHOCTEM U yBOJBHEHHUEM C pabOThl,  HeoOXoauMble  JUIsi  oOecHedeHus
JESITEIbHOCTU Y YpEXkKACHHUS.

14. [IlepcoHanpHble JaHHbIE, BHECEHHble B JHM4YHOe Jeino  PaboTHuKa,
UHbIE CBEJCHUS, COJAep)Kaluecss B JUMYHOM  jene PaboTHuka, OTHOCATCS K
CBEJICHUSIM KOH(PHUIEHIIMAIBHOTO  XapakTepa (3a UCKIIOYEHHEM CBEJEHUI, KOTOphIE
B YCTAaHOBJICHHBIX (eiepalbHBIMU 3aKOHAMM CJIy4asiX MOTYT ObITh ONYyOJIMKOBAaHBI B
cpencTBax MaccoBOM MH(MOpMaIUn).

1.5. PaboTHUK WMeeT TMpaBO Ha O3HAKOMJIEHME C MaTrepuajaMyd  CBOEro
JUYHOTO JIeTa.

1.6. OTBeTcTBEHHBIM 3a BEIEHHUE JHUYHBIX el PaOOTHMKOB Ha3HauaeTcs
3aMECTUTENb AupeKTopa 1o Y P u 3amecturens nupekropa no AXP Yupexnenus.

1.7. KoHTpoJib 32 BEIEHHEM M XPAHEHHUE JIMYHBIX JieJ PaOOTHUKOB BO3JIAaraercs Ha
TUPEKTOPA Y UpEKACHUS.

2. Mlopsinok ¢opmupoBaHus JUYHBIX Aej PaboTHHKOB

2.1. ®opmupoBaHUE JMYHOIO  Jela PaGoTHmKa Yupexaenus

IIPOM3BOJUTCS HENOCPEICTBEHHO IIOCJIE€ W3JaHUS INIpUKa3a O €ro IpueMe Ha
paboty B YupexacHHe B TECUCHHE D THEH.

2.2. K nuunomy neny PaGoTHuka mpuoOmiarorcs:

2.2.1. ABTobuorpadus.

2.2.2. Konuu NOKyMEHTOB O Mpo¢ecCHOHATBHOM 00pa30oBaHUMU.

2.2.3. Konuu 10KyMEHTOB O MNpo(dhecCHOHATBLHON NepenoAroToBKE, MOBBIIICHUH
KBAIM(PUKALIMKA, CTAKUPOBKE, MPUCBOCHHWE YYEHON CTENEHU, YYEeHOro 3BaHUs (eciu
TaKOBBbIE UMEIOTCH).



2.24. Konusi cBUAETENbCTBA O 3aKIOYEHUH Opaka (B ciydae, €CId B KOMHH
JUIIIIOMA yKa3aHa Jipyrasi hamumims).
2.25. CropaBka 0 Hamuyuu (OTCYTCTBHUS) CyAMMOCTH W (Wiu) ¢aKkTa YroJIOBHOTO

npecieioBaHus  JUO0 O  TPEKpalIeHHWH  YTOJOBHOTO  TMPECIIETOBAHHUS 1o
peaOUIUTUPYIOIIUM OCHOBAHMSM, BBIJAHHYIO B TOpsAKe HU 10 ¢opMe, KOTOpbIe
YCTaHABJIMBAIOTCS denepanbHbBIM OpraHoM VCIIOJIHUTEIILHON BJIACTH,

OCYIIECTBISIIOIIMM  (YHKIIMM [0 BBIPAOOTKE U pealu3alid  TOCYJapCTBEHHOM
HOJUTUKA U HOPMATHUBHO-TIPAaBOBOMY DETYJIMPOBAaHUIO B  cdepe BHYTPEHHHX Jell,
IIPU TOCTYIUIEHUU Ha paboTy, CBS3aHHYIO C IEATEIbHOCTBIO, K OCYIIECTBICHUIO KOTOPOH B
coorBeTcTBUM € TpynoBeiM koxekcoM P®, wuHbiM @DenepalibHbIM  3aKOHOM  HE
JNOIYCKAIOTCA JIMIA, MMEIOIIUE WM HMEBIIME CYAUMOCTb, IOJBEPraroluecs WIH
IIOABEPraBIIUECs YTOJIOBHOMY IIPECIIEIOBAHUIO.

2.2.6. Cornacue Ha 00pabOTKYy IEpPCOHAJIbHBIX JaHHBIX PaboTHHKA.

2.2.7. DK3eMIUIp TPYZOBOTO JOTOBOPA, 4 TAKXKE SK3EMIULIPHI JOMOJHHUTEIBHBIX
COTJIAlIEHUH, KOTOPBIMH O(OPMIISIIOTCA HW3MEHEHUsT W JONOJHEHUS, BHECEHHBIE B
TPYJOBOM IOrOBOP (JIONOJHUTEIbHBIE COTJAIICHUS MPUOOIIAIOTCS K JUYHOMY Jedy IO
Mepe MX IPHUHITHSA).

2.2.8. YBemgomieHHs.

2.29. Kommu JOKYMEHTOB O HAarpaXXJI€HUM BEIOMCTBEHHBIMHU U JIPYTUMH
HarpajgaMu (€ciau TaKOBbIE UMEIOTCH).

2.2.10. TpynoBasi KHMXKa M MEAMLMHCKAs KHM)KKA XPaHATCA OTAEIBHO B ceilde.

2.2.11. JIOJKHOCTHBIE HHCTPYKLHMMU XPAHATCA B OTACIBHOW IMAanKe YYpeKICHU.

2212, K 1uyHpIM  JenaM  paOOTHUKOB, palOOTAONIMX 1O  BHEIIHEMY
COBMECTUTEJIbCTBY, MNPUOOILIAIOTCS  KOMUA  TPYJOBOM  KHMXKKH, 3aBEpEHHas IO
OCHOBHOMY Me€CTy pa0OTbl, OpUTMHAJ WJIM KOMNMS 3aK/IIOYEHUS IMPEIBAPUTEHHOTO
(IepUOIMYECKOTO0) MEAMIIMHCKOTO OCMOTpa, CIpaBKa C OCHOBHOTO MecTa paldOThl O
XapakTepe U YCIOBUSIX TpyAa.

2.2.13. Konus mpukaza O pacTOp:KEHUH TPYIAOBOro AO0roBopa ¢ PaOOTHHUKOM.

2.3. Komuu noxymeHToB PaOOTHMKA, BHECEHHBIE B €ro JUYHOE JEJ0, 3aBEPSIOTCA
JOUPEKTOPOM Y UPEIKICHHUS.

24. llpu mnoctymieHun Ha paboOTy 3aMecTuTeNb JAupeKkTopa 1no YP wumm
3amecTtuTenieM aupekropa no AXP VYupexaeHus odpopmisieTcs IMdHas KapToyka (pOpMbI
NeT-2, koTopas XpaHUTCS B OTHCIBLHOM Tamke W MPHOOIIAETCSs K JUYHOMY JACIy
PabGoTHUKa mIpU pacTOP’KEHUU TPYIOBOTO JTOTOBOpA.

25. Konum [JOKyMEHTOB BOMHCKOIO YydeTra (AJi1 BOEHHOOOSI3aHHBIX U JIUI,
NOJUIeKANX TPHU3bIBY HAa BOCHHYIO CIYKOY) XpaHATCS B OTIEIbHOM KapTOTEKe,
IIPEAYCMOTPEHHOW METOANYEeCKMMU PEKOMEHIALMAMU 110 BEACHUIO BOMHCKOIO ydeTa B
Yupexnaenuu. llpm  pacropkeHnM  TpyZOBOIO  JIOroBOpa  KONUM  JTOKYMEHTOB
U3BIMAIOTCS U3 KapTOTEKM M CHAKOTCA HA apXMBHOE XPAaHEHHWE B COCTAaBE JIMYHOIO Jeia
PaboTHuKa.

26. K nuunomy gneny PaboTHuka mnpuoOIIAalOTCS  MHBIE  JIOKYMEHTHI,
NpEeayCMOTPEHHbIE (PeiepadbHBIMU  3aKOHAMU W WHBIMH  HOPMATHUBHBIMH  aKTaMH
Poccuiickon @enepaunu u I[lepmckoro xpas.

2.7. B n1M4HOE [€70 HE BKJIIOYAKOTCA KOMUMU MPUKA30B O HAJIOKEHHUHM B3BICKAHUM,
CIpaBKH O COCTOSIHMM 3JI0POBBSl M C MECTa XKUTEJIbCTBA, 3asBJIEHUS 00 OTIYCKaX, KOMHHU



MPUKA30B 00 OTIYCKAaX U JAPYrue JHOKYMEHTHI BTOPOCTENEHHOTO 3HAYECHUS.
3. Iopsinok BeaeHusi JUYHBLIX Aej PadoTHukoB

3.1. Jlnynoe pneno PaborHuka VYupexiaeHuss Beaercss B TEYEHHE  BCErO
nepuojia padoTel Kaxkaoro PadoTHuKa.

3.2. BexmeHwe JMYHOrO Jena NPEAYyCMAaTPUBAET IIOMEIICHUE JIOKYMEHTOB,
MTOJUIEKAIIMX XPAHEHUIO B COCTABE JIMYHBIX JEI B XPOHOJIOTMYECKOM MOPSJIKE:

3.2.1. ABrobuorpadus.

3.2.2. Konuu nokymMeHTOB 00 oOpa3oBaHUH.

3.2.3. Konust cBuaeTenbCcTBA O 3aKIIOUYEHHH Opaka (B ciyyae, €CliM B KOIUHU

JUTIJIOMA yKa3zaHa Japyras pamuims).

3.24. CmpaBka o0 Hamuuuu (OTcyTcTBHs) cyaumoctu MBJI.

3.25. Cornacue Ha 00pabOTKYy MEPCOHAIBHBIX JIAHHBIX.

3.2.6. Komuu JI0OKyMEHTOB BOMHCKOrO yuera ([uisi BOEHHOOOS3aHHBIX U JIUL,
MOJIEXKAIINX MPU3BIBY HA BOEHHYIO CIIYKOY).

3.2.7. Komnusa TpyJI0BOil KHUXKKH, 3aBEPEHHAsI 10 OCHOBHOMY Me€CTy padoOThl  (IJisd
BHEIITHUX COBMECTHUTEJICH).

3.2.8. DK3eMIUIsIp TPYIOBOrO JOTOBOpA.

3.3. B nmanpHeiimeM no mMepe MOCTYIUIEHHS JOKYMEHTOB B JIM4HOE Jeno PaboTHuka
BKJIIOYAFOTCS:

3.3.1. YBenomiieHus.

3.32. Komuum [OKYMEHTOB O HarpaXJIC€HUU BEIOMCTBEHHBIMHM W JAPYTMMH
Harpajamu (€ciu TaKOBBbIE UMEIOTCH).

3.3.3. Komuu pA0kyMeHTOB O mpodeccHOHaIbHOM NepenojroToBKe, MOBBILICHUH
KBaJIM(UKAIMM, TPUCBOCHUE YYEHOM CTENEeHH, Y4YeHOro 3BaHMs  (€ClM  TaKOBBIE
HMEIOTCH).

3.3.4. DK3eMIUIApbl JONOJHUTENBHBIX COTJAIICHUN.

3.3.5. XapaKTepuCTUKHU.

4. TlopsiioKk ydera M XpaHeHMs JHUYHBIX jJeq PadoTHuKOB

4.1. XpaHeHUEe U y4yeT JUYHbIX Jell PaObOTHHKOB YupexjaeHus OpraHu3ylTCs C
LENbI0 OBICTPOTO W OE30IIMOOYHOr0 TOWCKAa JIMYHBIX JIed, obecrnieyeHus ux
COXPaHHOCTH, a TaKxe obecrieueHus KOH(UICHIIUATEHOCTH CBEJICHHI,
COJIEpKAIUXCA B JOKYMEHTAX JIMYHBIX AEJ, OT HECAHKI[MOHUPOBAHHOIO JIOCTYIIA.

4.2. JInunbie nena PaGoTHUKOB XpaHsTcs B mKady B KaOWHETE JUPEKTOPA.

43. Jloctyn K JuYHBIM JenaM  PaOGOTHUKOB UWMEIOT: JUPEKTOp YUpEeKICHUS
3aMecTuTeNb aupektopa mo YP, 3amectutrens mupekrtopa mo AXP u PaGoTHukw,
oOpabaTpIBaroIIie TEPCOHANbHBIE AaHHbIC PAaOOTHUKOB YupexaeHus.

4.4, CucremaTtusalusi JUYHBIX e PaOOTHUKOB mNpoW3BOAUTCA B  an(aBUTHOM
MOPSIKE.

4.5. JInynwie nena PaOOTHUKOB XpaHATCS 75 JIET ¢ roja yBoJibHeHUs PaboTHuKa.

4.6. CoxaepxaHue JUYHBIX el paHee NPUHATBIX PabOTHHKOB MOXKET HE
COOTBETCTBOBATH II. 3.2. HacToAmero [1onokeHus, Tak Kak KOMILUICKTAIWs JIMYHBIX e He
Obuta mpenycMoTpeHa denepanibHbIM 3aKOHOAATEIHLCTBOM.



5. HOpﬂI[OK BbI/IAYH JIUYHBIX 1€J1 BO BPE€MEHHOC IMOJIbB30BaAHHE

5.1. JlugHoe nmemo MokeT ObITh BBITAHO PaGoTHHWKY it o3HakoMyeHHUs (0e3 mpasa
BBIHOCA) U CHATHUS KONMUU JOKYMEHTOB, XPaHAIIUXCA B JIMYHOM JEJi€.

5.2. Beijaua TUYHBIX JI€J1 HA PYKH BO BPEMEHHOE MOJIb30BAHUE B Mpeeiaax OJHOTO
pabouero JHS TPOU3BOJUTCS C pa3pelieHUs AUPEKTOpa YUPEKACHUS MO 3asBICHUIO
PaboTHuKa.

5.3. @aKkT BBIIAaYU JUYHOTO jelia (pUKcupyercs B >KypHajie IOJ POCIHCH.

6. OTBeTCTBEHHOCTDH

6.1. PaboTHukm YupexaeHus o0s3aHbI CBOSBPEMEHHO IPEACTABIATh CBEACHHS 00
M3MEHCHHH B TMEPCOHAJBHBIX JAaHHBIX, BKIIOUYCHHBIX B COCTaB JUYHOTO JIEJIa.

6.2. PaboTtomarenb 0O0ECIEUMBAET COXPAHHOCTh JHWUYHBIX Jel PaOOTHUKOB U
KOH(HUICHIIMATLHOCTh CBEJICHUMN, COJEpIKAIINXCS B JIMYHBIX Jenax PaOGoTHUKOB.

/. IIpaBa

Jliist oGecniedeHust 3aluThl IEPCOHANBHBIX JTAHHBIX,PAOOTHUKH UMEIOT IPABO:

1 nmonyyaTe MONHYHO MH(OPMALUIO O CBOMX MEPCOHAIBHBIX JAHHBIX M 00pabOTKe
ATUX JIaHHBIX;

2. IoJlyyaTh JOCTYI K CBOUM IEPCOHAJIbHBIM JaHHbIM;

3. moiy4yaTb KONHMM, XpaHAIIMECS B JMYHOM J€Jie U COJAEpIKaIlUe IEePCOHAIbHbIE
JaHHbIE;

4. TpeboBaThb HWCKIIOYEHUS WM HWCIPABJICHUS HEBEPHBIX WM HEMOJHBIX
NEPCOHAIbHBIX JaHHbIX,
paboTosiaTtesib UMEET MPaBO:

1. oOpabaTeiBaTh NEpPCOHANbHbIE JaHHble PaOOTHMKOB, B TOM YHCI€ U Ha
ANIEKTPOHHBIX HOCHUTENSX;

2. 3ampamuBaTh OT PaOOTHHKOB BCHO HEOOXOAMMYIO HH(OPMAIIHIO.



