YTBEPXK/IEHO
et tricosbt Ne 39 Ipuxazom Ne 01-02/9
6.01.2024 ot 16.01.2024

IOPAIOK
- BeJCHHUS JIHIHBIX JIeJI paﬁoanKOB N -
Wnnunnanbnoro 00meo0pa3oBaTeILHOIO YUpesKaeHHs «Cpeumm mcoa Ne 39
(HoBas pexakmusn)

1. O6mme moJioskeHust

1.1. Hacrosimuii jiokaibHbIi akT onpeaesseT MOpsaoK BEACHHSA, y4eTa U XpaHEeHHsA JIMYHBIX JIE]T
pabOTHHKOB MYHHIMIANLHOIO 00me00pa3oBaTeNbHOro yupesknenus «Cpemnsis mkona Ne
39» (nanee — obpasoBaresbHas OpraHU3anys).

1.2. Tlopstnox paspaGoTan B cooTBeTcTBUH ¢ TpynoBbiM Kojekcom P®D, MesepanbHEM 3aKOHOM
ot 27.07.2006 Ne 152-®3 «O nepcoHanbHbIX JaHHBIXY, puKa3oM Pocapxusa ot 31.07.2023
Ne 77 «O6 yrBepxnenun [IpaBui OpraHM3allid XpaHEHHS, KOMIUICKTOBAHMS, ydJera U HC-
TI0JIb30BaHKs JIOKYMEHTOB ApXuBHOTO (onna Poccuiickoit Oenepaunu u Apyrux apxHBHBIX
JIOKYMEHTOB B FOCY/IapPCTBEHHBIX OpraHaX, OpraHaX MECTHOTO CaMOYIpaBJeHHs U OpraHu3a-
LHAX», KOJUIEKTUBHBIM IOTOBOPOM H yCTaBOM 00pa3oBaTelIbHOM OpraHA3aLuH.

2. ®opmupoBaHUe THYHBIX €] paG0THHKOB

2.1. ®opmupoBaHuE JIMYHOTO JeTa paGOTHHKA MPOU3BOIUTCS PAGOTHUKOM, HAa3HAYCHHEIM pyKo-
BOJIUTENIEM 00pa30BaTe/IbHON OpraHu3amuy (Jajiee — OTBETCTBEHHBIH 3a BeJIeHHe J1e)

2.2. Jluanoe neno GpopMupyeTcst He MO3AHEE MATH pabourX JHEH cO [HS 3aKTIOYeHHS TPYAOBOIO
AOTOBOPA, HO HE paHEeE MONYYCHHs OT pabOTHHKA COrIachst Ha 00paGoTKy ero ImepcoHaIBHBIX
TAHHBIX.

2.3. IlepBuunoe ohopmiIeHHE THIHOTO JieNia IPeAyCMaTPUBACT:

a) IPHCBOCHHME IMYHOMY JIeNly HOMEpa COIJIACHO XKYPHATY YYeTa TUYHbIX JIeNL;
6) odopmnenne 0610%kKH JTHYHOTO AeNa, KOTOpas (GOPMHUPYETCS B COOTBETCTBHH C TpeboBaHUAMU
npukasa Pocapxusa ot 31.07.2023 Ne 77. B 067105KKy BHOCST CIe/lyIOIIHE PEKBH3UTHI: HHIEKC AeNa
(B COOTBETCTBHH C HOMEHKJIATYpOIf Jiel 06pa3oBaTesbHOM OpraHU3aLHK); IONHOE HAHMEHOBAHME
00pa3oBaTeNbHOM OpraHU3allHy; HOMEp JHYHOro Jeia; GaMHIMs UM OTYECTBO PaGOTHHKA B UMe-
HUTEbHOM NaaeHke; NaThl — IOJl Havaja ¥ roJi OKOHYaHHs BEJIEHHUS JIella; KOJIMUYECTBO JINCTOBR; CPOK
XpaHEHHUS;
B) TIOMEIIICHNE JOKYMEHTOB, MOJIEKANTHX XPAHEHHIO B COCTABE JIMYHBIX JIEN, B XPOHOJIOTHIECKOM
HOpsifIKe:
* BHYTPCHHSS ONHMCh IOKYMEHTOB JieNia, KOTOpast (JOPMHUpPYeTCst B COOTBETCTBHH C TPeGOBAHHU-
smu npukasa Pocapxusa ot 31.07.2023 Ne 77;
* JIHCT C OTMETKaMH 00 O3HAKOMJICHMH PabOTHHKA C NEPCOHAILHBIMH JAHHBIMUA M3 JIYHOTO
nena;
* JIMCT C OTMETKAaMH O pe3yJIbTaTax €KETOIHOH MIPOBEPKH COCTOSHHS JIMYHOTO JIeNa;
* JIMYHBIH JIMCTOK 110 YYETY KaJPOB HITH aHKETA;
* 3aj4BIICHHE O IIpHeMe Ha pabory;
* KOMWs IPHKa3a o IpuemMe Ha paboTy;
* KONHA JIOJDKHOCTHOM MHCTPYKIIHH,
* TPYIOBOU JIOTOBOP H JIONOJIHHUTEIBHBIE COTTAIIEHHS K HEMY;
* JIOTOBOP O MOJNHOH MATePHAILHOM OTBETCTBEHHOCTH (€C/IH PaGOTHHIK — MATEPHAIBHO OTBET-
CTBEHHOE JTUIIO0);
* XapaKTEePUCTHKH H PEKOMEHIATe)IbHBIE TUCHMa;
 JIpyTHe paspelleHHbIe K XPaHEHHIO JJOKYMEHTEL.

2.4, JIuCTBI JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE IEJI0, TTOIJIEKAT HyMepaLuHu.

2.5. JlTokyMeHTBI MOMEINAIOTCS B NANKy-CKOPOCHIMBATe b, Ilpu YBOJIBHEHHH pabOTHHKA JIEJI0
NPOIIMBAETCS HUTKAMH M CLIACTCS B apXHB 00pa30BaTENILHOM Opralyu3aiyH.



2.6. BHyTpeHHss OnKMCh IOKYMEHTOB JIeNia JI0JIKHA COLEPXKATh CBEIEHHS O MOPSIKOBEIX HOMEpaX,
HAaUMMEHOBAHUAX NOKYMEHTOB JieJia, KOJIMYECTBE JIUCTOB, JaTaX BKIIFOYEHHS JTOKYMEHTOB B
JIAYHOE JIEJI0 M U3BSATHS U3 JIENla, 4 TAKXKe KEM H3BAT JOKYMCHT M 110 KaKOW IpHYHHE.

2.7. BHYTpeHHss. ONUCh COCTABNIACTCA HA OTAEIBHOM JIHCTE 110 yCTAHOBIEHHOH (opMme. JIHCTHI
BHYTPEHHEH OIMCU HYMEPYIOTCS OTHEIBHO.

2.8. Ilpu mozroToBKe JIMYHBIX 1€ K Tepejade Ha XpaHEeHHe K BHYTPEHHEH OMMCH COCTABIISIETCS
UTOrOBas 3aIKCh, B KOTOPOH YKa3hIBaeTCd IH(PaMH H IIPOIHMCEHIO KOJHYECTBO BKIIOUCHHBIX B
HEE JIOKYMEHTOB U KOJIMYECTBO JINCTOB €A,

Benenue muuHbIX qe1 paGbOTHHKOB

3.1. JlnaHoe €10 BeneTes B TeUEHHE BCETo NepHojia paboThl paGOTHIKA 06pa3oBATETBHON Opra-
HU3aIUH.

3.2. Benenue nuarOrO N€ia paGOTHHKA HPENyCMATPUBAET IOMEIIEHHE B €710 JOKYMEHTOB, obpa-
3YIOIMXCS B Iporecce paboyei NeaTeNbHOCTH W HMEIOLIUX 3HAYEHHE JUIs TPYHOBBIX OTHO-
IEHUIH:

 JIONOJIHEHHE K INYHOMY JIHCTKY IIO y4eTy KaIpoB;

* JIONIOJHUTEJIBHBIE COIIAIIEHHUS K TPYAOBOMY IOTOBOPY;

e KOIIMH IIPUKA30B I10 JITYHOMY COCTaBY, KOTOPbIE KacaroTcsi paboTHHKA;

* OT3BIBBI JIOJDKHOCTHBIX JIHI O paOOTHHKE;

* KONHH JOKYMEHTOB O NOBBIIIECHHH KBAIH(PUKAIIUH;

* KOIIMH CEPTH(OHUKATOB, IPAMOT;

* JIUCT — 3aBEPHUTENb JieJia (COCTaBJISIOT IIPU Claye JUYHOTO Jejia B apXHB);
* HUHBIE JOKYMEHTEHI.

3.3. B muHbIe nea He TIOMEINAOTCs AOKYMEHTBI, HMEIOIHe BTOPOCTENICHHOE 3HaYeHue. TaKie
JOKYMEHTBI XPaHATCS B OTHENBHOM Jeie «JIOKYMEHTHI, He BOLIEIIAE B COCTAB JIMYHBIX
JIEN.

3.4. PaGOTHUK 3HAKOMMTCS C JIMYHBIM JENOM B T€YeHHe TpeX pabodmX AHEH ¢ JaThl IIOJIyYEHHS
OTBETCTBCHHBIM 3a BEIICHUE JIe)T 3asBIICHUA ¢ MPock00it 06 o3HakoMaeHun. O6 3ToM jenaercs
OTMETKa B JINCTE 03HAKOMIJICHHS paOOTHHKA C JIMYHBIM JICTIOM.

3.5. O3HaKomJIeHHE € JIEIOM MPOUCXOMUT HCKIIOYATENBHO B KaOHHETe OTBETCTBEHHOTO 3a Bele-
HHE JIeJI i B €ro NPUCYTCTBHHU. 3arpelaeTcs BEIHOC JleNa U3 KaOHHeTa.

3.6. Boia4a Komuii JOKyMEHTOB U3 JIMYHOTO Jefa MPOM3BOJUTCS 10 JIMYHOMY 3asIBJICHHUIO paboT-
HHKa W C paspemeHus aupekropa. Komuu H0KyMEHTOB HOJDKHBI GBITH 3aBEpeHBI U MPEo-
CTaBJICHBI paOOTHUKY B TEUEHHE TPEX JIHEH CO JHS [0aul 3asBIICHHS.

3.7. VI3bsiTHE OTAENBHBIX JOKYMEHTOB 3 JINYHOTO A€jia MPOU3BOIMTCA ¢ Pa3pelleHHs IUpEeKTOopa
0bpazoBaTeNbHOH OpraHu3aluy ¢ 0QOPMIEHHEM COOTBETCTRYIOMIEH 3alUCH B rpade «IIpu-
MEYaHHe) BHYTPEHHEH OmuCH. [Ipi BpeMEHHOM U3BATHH JOKYMEHTA HA €10 MECTO (MEXIy
JIACTaMH COCEJTHHUX NOKYMEHTOB) BKIIaJIbIBAETCS CIPABKa-3aMECTHTENh C YKA3aHUEM JAThl U
TPUHHH U3BATHS C MOMHCHIO JIMLA, BBIAABLIETO JIOKYMEHT, H IIOJIHCHIO JIHIIA, TTONTYIHBIIETO
€ro BO BPEMEHHOE TI0JIb30BaHHE.

3.8. B nensx obecnieveHus KOHTPOIIA 338 COXPAHHOCTEIO H aKTYaJIbHOCTBIO JIMYHBIX Jiel1 B 06pa3o-
BaTEJIbHOH OPraHU3aIMK €XKEr0JHO IPOM3BOANTCS IPOBEPKA X HATHYUS H COCTOSHHA.

3.9. EskerofsyIo mpoBepKy COCTOSHHS JIMIHBIX JIE/ Ha TIPEIMET COXPAHHOCTH BKITFOYEHHBIX B He-
IO JIOKYMCHTOB NpPOBOJHUT CHENHAIbHO CO3laHHas Komuccus. O MpOBEJEHHBIX IPOBEpPKax
JeJIacTCs OTMETKA B JIHCTE O PE3yJIbTaTaX €XKEroJHOM MPOBEPKH COCTOSHUSA W HAJHUHS JTHY-
HOT'O Je]1a ¥ COCTABIIIETCA aKT. Pe3ysibTaThl POBEPKHM JIMYHBIX JeN B 0053aTEBHOM HOPSIIKE
AOBOJATCSA 110 MUPEKTOpa 00pa3oBaTeNIbHON OpraHu3aliH.

XpaneHne M y4eT JIMYHBIX JeJ1 pa6OTHHKOB

4.1. XpaHeHue u y4eT JIMYHBIX Jie1 pabOTHHKOB 06pa3oBaTeIbHOM OpraHM3alMK OPTaHU3YIOTCS C
LeJIbI0 GBICTPOro MOHCKA JIMTHBIX [e, 0OECIICUeHNs HX COXPAHHOCTH M KOH(H/EHITHATBHO-
CTH CBEJICHHH, COLEPXKAIUMXCA B NOKYMEHTAX JIMYHBIX JeJ, OT HECAHKIIHOHHPOBAHHOIO J0-
cTyIa,

4.2. Jlndnpie ienia pabOTHUKOB XPAHSTCS y OTBETCTBEHHOTO 3a BECHWE /e B CIEIHATBHOM Me-
TAJUIMUECKOM celide.



4.3. locTym K JIMYHBIM JejiaM PabOTHHUKOB MMEIOT TOJBKO OTBETCTBEHHBII 3a BEJICHHE e H OU-
PeKTOp 06pasoBaTeNbHON OpraHM3aIyK JIMGO €ro 3aMECTHTENH TIPH UCIIOMHEHHH 00S3aHHO-
cTeil IupeKTopa 06pa3oBaTebHON OpraHU3allHH.

4.4. CucteMaTH3aIHs THYHBIX €T pabOTHHKOB IIPOU3BOIUTCS B andaBUTHOM IOpPSIKE.

5. Odopmirenue THIHBIX Xes1 paGOTHHKOB Tepe/ caaveii B apxXuB
5.1. Odopmienne TUUHBIX e VIS Iepefiadd B apXHB IIPOM3BOLHTCS OTBETCTBEHHBIM 33 BEICHHE
Iel. JTa Nporeiypa BKIIOYAET:
e IIOQUIMBKY (HEperieT) aena;
* YTOYHEHUE HyMEpAIHH JIUCTOB JI€JIa;
* COCTaBJICHUE JIMCTA-3aBEPHUTENIS, KOTOPBIA HOPMUPYETCS B COOTBETCTBHM C TPeGOBAHUAMU
npukasa Pocapxusa ot 31.07.2023 Ne 77;
* cocTaBlicHHE (YyTOUYHCHUE) BHYTPEHHEN OIMCH;
* BHECCHHE YTOYHEHMI B PEKBU3UTEI JTUIIEBOI 00JIOKKY Jera.

5.2. JIluer — 3aBepuTeNnb JeNa 0JDKeH MOAIHUCAT €10 COCTABUTENb, IIPH ITOM JeJaeTcs pacud-
POBKa NOJDKHOCTH H IOJIKCH, IPOCTABISIETCS JaTa. B mpolecce MCIMOMb30BaHMS apXHBHBIX
JAOKYMEHTOB B JIUCTE-3aBEPUTENIE JIENAOTCS COOTBETCTBYIOLINE OTMETKH.

5.3. Ecin meno nopumro 6e3 JHcTa-3aBEPUTENS, TO €ro ClieyeT HaKIeHTh Ha BHYTPEHHIOIO CTO-
poHY 00JI0XKKH Hena.

5.4. C uenbto obecrieyeHnst COXPAHHOCTHU JIMYHBIX JIE] PEKOMEH/YETCS:

* OOBEIMHATH MHIMBUIYalbHbIC JIMYHBIE J€a YBONEHHBIX PaGOTHUKOB B OJIHY OOJOXKY
(06BeIMHEHHOE JIENI0) ¢ TAKHM PACYETOM, YTOOkI 06BeM Jena (ToMa) He npesplmain 250 ju-
CTOB (ITyTeM CIIMBKA MaTEPHAIIOB HHIMBHIYAIBHBIX € 10 FOaM YBOJIbHEHHUS);

* pacrosaraTh MaTepHasibl HHAHBH/YAIbHBIX [€] B Mpe/ielax aena (TomMa) B andaBuTHOM T10-
paznKe (0paMHIIbHO), 0TI MAaTEPHAIIbL, OTHOCSIIUECS K PA3HBEIM UHIHBHIYAJILHEIM Je-
JlaM, YHCTBIM JTUCTOM OyMaru ¢ ykasaHHeM Ha HeM (aMHJIMH, HMEHH M OTYECTBA COOTBET-
CTBYIOIIETO YBOJEHHOTO COTPYIHUKA;

* cHabxkaTh Kakmoe o6beMHCHHOE €10 (TOM) BHYTPEHHEH ONMHCHIO C IePeUrCIeHHeM ba-
MUJIMH, IMEH H OTYECTB U YKa3aHHEM HOMEPOB CTPAHMUII, B IIPEIENAX KOTOPBIX PACIIOJIOKE-
HBI COOTBETCTBYIOIIUE JOKYMEHTEIL.

5.5. Ilepenada MIHBIX €T B apXHB OCYIIECTBIISETCS HE MO3AHEE TPEX JIET IOC/IE 3aBEPIICHHS HX
B JIEJIONPOU3BOACTBE B COOTBETCTBHM ¢ rpadukoM. IIpeBapuTeIbHO OTBETCTBEHHBIM 32 Be-
ACHHE JIe]1 [IPOBEPSCTCS MOMHOTA U MPABHIBHOCTE MOATOTOBKH JIHYHEIX e K nepenade. Boi-
ABJICHHBIC [IPH POBEPKE HEJOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 3a BeleHue men. Ilepe-
Aava | IIPUEM IPOU3BOIATCA 110 ONHCH C IIPOCTAHOBKON OTMETOK O HATMYWH JTHIHBIX JEIL.

5.6. Jluunbie nena paGOTHUKOB, 3aKOHYEHHBIE IEJIOIPOM3BOICTEOM 10 1 auBaps 2003 rojna, xpa-
HaTCs 75 net, mocne 1 seBaps 2003 roma — 50 ner.

6. OTBercTBeHHOCTH paGoToAaTeNs1 H paboTHHKA

6.1. PaGoTHuKE 06pa3oBare/bHON OpraHu3anuy 06s3aHbl CBOCBPEMEHHO IIPEJICTABISATh CBEACHHS
00 U3MEHEHNH CBOMX [EPCOHABHBIX JAHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOTO JIEA.

6.2. OTBEeTCTBEHHBII 32 BeJleHHE e PaGOTHHKOB HeCeT MUCHHUIUITMHAPHYIO U HHYIO OTBETCTBEH-
HOCTb 32 pasrJiallieHHe KOHQUICHIHAIBHEIX CBEICHHI, COlEpIKAIUXCS B IMYHBIX Jejax, | 3a
HHBIC HApYLICHHs IIOPAAKA BENCHUS THYHBIX JIEl.

7. IlpaBa paGoToaarens u paboTHHKA

7.1. Paborauky 00pa3oBaTenbHON OpraHU3aIMi UMEIOT IPaBo:

* TOJyYaTh NONHYIO HHPOPMAIHIO 06 06paboTKe CBOMX epPCOHANbHBIX JAHHBIX;

* MOJIy4aTh JOCTYII K CBOMM II€PCOHAILHBIM JaHHBIM;

* IIOJIy4aTh KOIHHU JOKYMEHTOB, XPAHAIIMXCS B JINYHOM JIeNe;

 TpebOBaTh MCKIIOYEHHS HIIH HCIPABICHUS HEBEPHBIX W HEMOJHBIX (MCKa)XEHHBIX) CBOHX
[EPCOHAIBHBIX JIAHHEBIX.

7.2. Paboropnatens umeeT npaso:

» 00OpabathIBaTh IIEPCOHANBHBIE JAHHBIE pAGOTHHKOB, B TOM YHCJIE W Ha DJIEKTPOHHBIX HOCH-
TEJSIX;

* 3anpamuBaTk OT PabOTHUKOB MHGOPMAIHIO, HEOOXOAUMYIO A BE/ICHHS JIAYHDIX 16 U
00paboTKH NEPCOHATBHBIX TAHHMIX.



