PaccmoTpeno
Ha NeJaroru4eckoM coBere

Iporokon Ne 2 or« 0S » _OA 20{Gr.

2076 ¢

Iopsinok BeAeHHUs THYHBIX [1eJI 1€aroroB H COTPYJAHHKOB
MBOY «Yepnakckas COLI»

1.OBHIHUE ITOJIOKEHUS

1.1. TTopsiaok ompeaenser BeACHNE IMUHBIX JeJI IearoroB ¥ COTPYIHUKOB yUPEKICHHUS.
1.2. ITopsimok pa3zpaGoTaH B COOTBETCTBUH C:

e Vxasom Ilpesupmenrta Poccmiickoit ®@emepammu ot 30.05.2005 r. Ne 609 «O6
yTBep)kIeHHH [loNoXkeHHs O MepcOHANBHBIX JAHHBIX TIOCYJApPCTBEHHOIO CIIYXKalllero
Poccuiickoit @enepanyii ¥ BeJICHUH €0 JIMYHOIO Jeiay,

o ®enepansubiM 3akoHOM 0T 27.07.04 Ne79 — @3 «O rocyaapCTBEHHOH TIpa)KIaHCKOH
ciryx6e Poccuiickoit denepauuny;

o Tpynosbmm konexkcom PO;

e KomnextusubiM norosopom OV

VYcraBoM 00pa3oBaTeIbHOrO yUpEKIEHHS

1.3. Begenue TUYHBIX JIe] IEaroroB 1 COTPYAHHKOB BO3Jlara€rcsia Ha JIMIO, OTBETCTBCHHOC 3a
BEICHHE KaJIpOBOI'0 OEJIOMPOHU3BOACTBA.

2. POPMUPOBAHUME JIMYHBIX AEJ COTPYJIHUKOB

2.1. ®opMmMupoBaHHe JHMYHOTO Jeia MeAaroroB M COTPYJHHKOB TMMHAa3WH IPOU3BOAUTCH
HEMoCpeACTBeHHO mocne mpueMa B OV uiM mepeBoja NeJaroroB U COTPYIHHKOB M3 JPYroro
00pa3zoBaTEIbHOIO YUPEXKIACHHUS.
2.2. B cOOTBETCTBUH ¢ HOPMAaTHBHBIMH JIOKyMEHTaMHU B JIMYHBIE JIeJIa TI€JIaroroB ¥ COTPYIAHHKOB
TMMHA3UH BKJIAJIIBAIOTCS CIICAYIOIINE JOKYMEHTBI:

e 3asBIIeHHE O MpHeMe Ha pabory;

o Astobuorpadus;

o Komus macrnopra Wi HHOro JOKYMEHTa, YIOCTOBEPSIOLIErO JINYHOCTE;

o Komus cTpaxoBOro CBHAETENLCTBA HEHCHOHHOTO CTPaXOBaHHUs,;

o Konwus naeHTH()UKAMOHHOTO HOMEpa HATOTOTLIATE IbIIHKA;

o Konuu nokyMeHTOB 00 00pa3oBaHuH;

e Komnuu J0KyMEHTOB 0 KBaJU(HUKALMH HIIM HATMYUK CIIEIHAIBHBIX 3HAHUH;

o Komnus Tpy10BO# KHUKKH;

o Komnuu 10KyMEHTOB BOHHCKOTO y4eTa (/11 BOGHHOOOS3aHHBIX JIHII)

e Komus cBUAETENBCTBA O 3aKIIOYEHUH (pacTopKEeHHH) Opaka;



¢ Komnuu cBHAETENBCTB O POKACHUHU ACTEH;
e Komnuu 10KyMEHTOB O HarpaKIeHHSX;
+ Komnun atrecTalilmOHHBIX JIUCTOB;
o Komuu y10cToBepeH i 0 MPOXOKIACHUH KYPCOB, SIKCIEPTHBIE 3aKITIOYEHHUSI.
2.3. OGs3aTenpHOM ABNSAETCA BHYTPEHHSS OMUCH JOKYMEHTOB, HMEIOIIUXCA B JIMYHOM JICJIE.

3. NOPSIIOK BEJIEHMSI JIMYHBIX AEJI ITIEJATOI'OB U COTPYJTHHUKOB

3.1. JIugHO€ AENI0 NEeAaroroB ¥ COTPYAHHKOB YUYPEXKJIEHHS BEJETCS B TEYEHHE BCEro mepuoia
paboThl COTPYAHHKA.
3.2. Benenune nTUYHOrO Jiena npeaycMarpHBaeT:
o Pa3MmelneHne JOKYMEHTOB, MOUIeKAIMX XPAaHEHHIO B COCTABE JIMYHBIX JIe], B
XPOHOIIOTUYECKOM TTOPSIIKE:
- 3asBjIeHHE;
- JInuHbli THCTOK 1O y4eTy kaapoB (o6HoBaseTcs Kaxable 10 set paboThl);
- JlomosiHeHHe K JIMYHOMY JHCTKY 1O y4yeTy KaapoB (OOHOBISETCS TPH CYIIECTBEHHBIX
H3MEHEHUSAX NEPCOHAIBHBIX JIaHHBIX);
- JIugynas xaprouka;
- Aprobuorpadus (o6HoBisercs kaxable 10 ner paboTel);
- Konuu noxymenToB 06 oOpa3oBaHuy;
- Konus npukasa o npueme Ha paborty;
- JIOKyMeHTbI O IOBBIIICHHH KBATH(HKALMOHHOIO YPOBHS: aTTECTAHOHHBIH JIHCT,
yJIOCTOBEPEHHE O NMPOXOXKICHHH KYPCOB, SKCIIEPTHOE 3aKIIIOUCHHE;
- Konuu J0KyMEHTOB 0 HarpaJIeHHH, MOOLIPEHHH;
e Kcepoxonuu:
- macnopra (CTpaHUIbI C IEPCOHAIBHBIMH JAHHBIMH, MECTOM PErHCTpalliH);
- BOGHHBIH Ouuter (119 BOeHHOOOS3aHHBIX JIHIL);
- CBUJIETEILCTBO 0 Opake, pacTopikeHHH Opaxa (eciu Takoe uMeeTcs);
- CBHJICTEJILCTBA O POXKIACHHH JeTei;
- CTPaxXoOBOI0 CBUETEILCTBA MIEHCHOHHOTO (GonIa;
- UHH
o ExXerojinyio npoBepKy COCTOSHHS THYHOTO JIe/Ia MeiaroroB ¥ COTPY/HMKOB yUpeK/IeHHU
Ha MpeIMeT COXPaHHOCTH BKJIIOYECHHBIX B HEro JOKYMEHTOB H CBOEBPEMEHHOE
3aroJHEHHE.
o JIMCTBI JOKYMEHTOB, TOMIIMTHEIX B JIMYHOE JIEJNO, TMOJUIeKAUIEMY apXHBallHH,
HYMEpPYIOTCS.
o JIn4yHOE J1eJIO perucTpUpYeTCs B )KypHAIE « YUeT JTHYHBIX JeI
e TpynoBbie KHHKKH, KOIMHH IAcrOpPTOB, MEIUIIMHCKHE KHHIKKH XPaHATCS OTIENBHO B
ceite.
e JIOJDKHOCTHBIE HHCTPYKLIHH XPAHSTCS B OTAe/bHOM nanke OY.

4. NOPSAJIOK VYYETA MW XPAHEHUS JIMYHBIX JIEJI TIEJATI'OIOB H
COTPYJHHUKOB

4.1. XpaHeHHe M y4eT JIHYHBIX JeJI MeNaroroB U coTpyaHHKoB OY OpraHusylorcs ¢ LEIbIO
ObicTporo U 06e30mMO0YHOrO MOMCKA JHYHBIX Aei, o0ecrnedeHus MX COXPAHHOCTH, a Takxke
obecniedeHns KOH(DUASHIIMAILHOCTH CBEJCHMI, COlepKALIMXCs B JOKYMEHTAX JIMYHBIX JIe], OT
HECaHKIHOHHPOBAHHOIO JIOCTYIIA:

e TpynoBble KHM)XKH, KOIIMH IAclOPTOB , MEIULUMHCKHAE KHHIKKHM XPaHATCS OTAEIBHO B

ceitde.
¢ JIOIKHOCTHBIE HHCTPYKIIMU XPAHATCS B OT/ebHOM manke OV .
e JluuHble Aena COTPYAHUKOB XpaHATcs B ceiide.




e JlocTyn K JMYHBIM Je/laM MeJaroroB M COTpyaHHKOB OY HMEIOT TOIBKO JIMIA,
olnpeeleHHbIe IIPUKA30M AUPEKTOPA.

o CucTeMaTH3alUs JTHYHBIX JIe] MeJaroroB U COTPYIHUKOB TIPOU3BOJUTCS B allhaBUTHOM
MOPSTKE.

e JIWumble fHeNa TENAroroB M COTPYIHUKOB IIKOJBI XpaHATCA 75 JIET € TOjJa yBOJIbHECHUS
paboTHHKA.

5.IIOPSITOK BBIJJAYM JIMYHBIX JEJI BO BPEMEHHOE IMOJIb3OBAHHE

5.1. Boigaua JMYHBIX e (OTAETbHBIX JOKYMEHTOB B COCTaBe JIMYHOrO J€jia) BO BPEMEHHOE
T0JIb30BAaHHE MPOU3BOAMTCS ¢ pasperienus aupexropa OY. Bpems paboTHl OrpaHUYUBACTCH
npejenaMu ofHoro pabouero aHs. B xonue pabodero JHs JIMLO, OTBETCTBEHHOE 33 BEICHHE U
yueT IHYHBIX Jell 00s3aHO YOEeIUThCA B TOM, YTO BCE JIMYHBIC Je/a, BBIIAHHBIC BO BPEMCHHOC
110J1b30BaHNUE, BO3BPAIEHE! HA MECTO XPAHEHHs M €CTh JIH HEOOXOUMOCTD JUIs MPUHATHSA MEpP K
UX BO3BPALIEHHIO HJIA PO3BICKY.

5.2. ®axT BHIIAYM JTHYHOIO Jiena PUKCHpYeTCs B KOHTPOJILHOM JKypHaJIe.

6. OTBETCTBEHHOCTbD

6.1. Iedazoeu u compyonuxu OY 06s3aHbl CBOCBPEMEHHO IIPEICTABIATH CBEACHHS 00
M3MEHEHNH MePCOHATBHBIX JaHHBIX, BKIIOYEHHBIX B COCTAB JTMYHOIO Jeia.
6.2. Pabomooamens obecrneynBaeT:
e  COXPaHHOCTH JIMYHBIX JEJ [IeJ[aroros u coTpyaHuKoB OY;
e KOH(HIEHIHATLHOCTH CBEICHHHU, COAEPHKAIMXCS B JIMYHBIX JelaX Ielaroros u
cotpyanukoB OY.

7. IIPABA

7.1. Ilns obecriedeHns 3allThI EPCOHAIBHBIX JAHHBIX, KOTOPbIC XPaHATCSA B JIMYHBIX JEraxX
[eJaroroB U COTpyaHUKOB OV,
neoazoz2u u compyonuxu OV umeiom npaso:
o Ilonyunts MOJHYIO UHGOPMALMIO O CBOMX MEPCOHANBHBIX JAHHBIX H 00paboTKe 3THX
JAHHBIX;
e TlomyuuTh JOCTYI K CBOMM IEPCOHAIBHBIM JaHHBIM;
o [lony4uTh KOIKH, XpaHSIIKECS B IMYHOM JIEJIe U COJIepIKaIHe NePCOHAIBHBIC TaHHBIC.
o TpeboBarh MCKIIOUECHWS WM HCIPAaBIEHUs HEBEPHBIX HIIM HEIOJHBIX NEPCOHATBHBIX
ITAHHBIX
pabomooamens umeem npaso:
o O6GpabaTHIBaThH IEPCOHATBHBIE JAHHBIE NIEIaroroB | cOTPYAHUKOB OV, B TOM YHCIIE U HA
3NIEKTPOHHBIX HOCHUTEIAX;
e 3ampocHTh OT IIEAroroB U cOTpyAHNKOB OV BCIO HEOOXOAMMYIO HH(OPMALIHIO.



