{iPUHATO VTBEPXXIEHO

Ha 3aceqaHHM NeIaroruyeckoro CoBeTa Jupextop_/ Z—  TInernesa JLIO.
TMporokon Ne 8 ot «22» 08.2022 . TIpukas N9{130/1 ot «30» 08.2022 r.
HooxeHne

0 TOpsIIKe BeAEHN I XPAHSHH JIHELX JieJi IeAAroroB M COTPYTHHKOB
MKOQY «/lepabuHcKas COI»

1. OBLIUE MOJIOMKEHS

1.1.Hacrosimee ITonoxeHue ONMPEACIACT MOpPANOK BEIEHHS U XpaHCHWA IUYHBIX Jed Ieaaroros H
COTPY/IHUKOB ~00Pa30BaTeILHOTO yupexaeHus  (aanee O() Ha OCHOBaHHM TPYAOBOTO KozeKca
= _.licxon ®emepamuu oT 30 mexaGpa 2001 1. Ne 197-@3 (8 pemakuud OT 30 umrons 2006 r), Ha
OCHOBAHMH TEPEUHs TUMOBBIX YIPABICHICCKHX TTOKYMEHTOB.

1.2 Jlpunsie Aena oGopMIISIOTCS Ha BCEX cotpymeukos OO.

1.3 HacTosumee IloyoxeHue YTBEPKAACTCA mapexktopom OO # SBILACTCA 00s3aTeNnbHBIM A BCEX
KaTeropHii eJarorHueckuX 1 IpyTrax cotpyaurkos OO.

1.4 Benenue MMYHBIX €N NEAroros u corpyaauxos OO Bo3naraeTes Ha 3aBeIyIOIIero OT/eIOM KalpoB
00.

1.5.He momyckaeTcs BEICHHE HECKOIBXUX IHUHBIK €N PaBOTHHKOB, 32 MCKIIOHCHNCM, ecy pabOTHHK
TIPUHST II0 BHYTPEHHEMY COBMECTHTEINLCTBY.

2. IIOPH,[[OK QO_PMHPOBAHHH JIMYHBIX TEJ MEJATOI'OB 1 COTPYIHUKOB

2.1.0popmMrenue THIHBIX AT OCYIIECTBIIAETCS B TCUCHAC 5 mHeil co HA IpUeMa paboTHHUKA HA pabory.
2.2.@opMUPOBAHKE JITHOTO Je/a [eNEroroB ¥ COTPYAHNKOB OO 1mpou3BOTUTCS HEIIOCPEICTBEHHO TIOCIIE
mrema B OO WIE TepeBojia Neaaroros 1 COTPYIHHKOB U3 IPyroro 00pa30oBaTeIbHOTO yUpexIeHN.
2.3.11py IOCTYTIIICHWH Ha paboTy rpaKaaHiH NPSICTaBIIsieT:
3.1 _JiuHOe 3asABJIEHHE, COOCTBEHHOPYIHO HAIHCaHHOE;
s noxymeHT,' yﬁBéTdBepﬂ}omHﬁ TWIHOCTD;
3.3.TpyJOBYIO KHIDKKY;
4. 1oxyMeHT 00 00pa30oBaHUM;
.5.CaHATApPHYIO KHIDKKY;
2.3.6.cripaBKy O HalUIlH (OTCYTCTBUH) CyAUMOCTH 13 MBI,
2.3.7.0pyrHe JOKyMEHTH, OperyCMOTPEHARIC denepallbHbIM 3aKOHOJATEIHECTBOM.
7.4 JlpuHoMy Heiy IpPUCBaMBAETCS HOMED, cOrIacHO JKypHalTy ydera JHIHBIX [en Ienaroros H#
corpymaunkos OO.
7.4.1. Ha 06IOMKe. JIHUYHOro Nejd OTpadKatoTCs CIEAYIOUINC PEKBH3UTHL JHIHOS JENO Ne, (cormacHo
KypHally perucTpainin TMYHBIX [eN [enaroroB H COTPYAHHKOB 00), ®NO coTpyAHHKA, TIOJDKHOCTD,
poMep 1 iata TpyIO0BOTO JIOTOBOPA, TabeNbHbIH HOMEP COTpPY/IHHKA.
2.5.JI0OKyMEHTBI B JIAIHOM JEJIC [IeqaroroB ¥ COTPYAHAKOR OO0 pacronararoTcs B ClieyIOIEeM OPSI/IKE:

1) omuch TOKYMEHTOB. AMEIOHIFXCsi B THYHOM JEIIC,
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2) MTUYHOE 3asBJICHHE O MPHEME Ha paboty;

3) TpyZIOBOM AOTOBOP (KOHTPAKT);

4) BBINWCKA W3 IIPHKa3a O IprueMe Ha paboTy;

5) nu4HAs KapTouKa pabOTHHKA, yHEGUIEpOBaHHAs HopMa Ne T-2;

6) cornacue pabOTHHKA HA 06paboTKy HEePCOHATBHBIX IAHHBIX;

7) DOIDKHOCTHASA MHCTPYKIIHS pabOTHHKA,;

8) KCepOKOIIHs MaclopTa;

9) kcepoxomnus (UK) TOKyMEHTa (oB) 06 0Opa3oBaHKY;

10) KcepOKOIHs CBHIACTEILCTBA MHH, CHAJIC;

11) Kcepokomusi BOEHHOTO 6unera (ctp.1,2,4,11,1 3,14 png BOCHHOOOsM3aHHBIX U JIHIL,
[OJUTEKAIIMX TPU3bIBY Ha BOSHHYIO ciyx0y);

12) KCepOKOIHUS CBUIETEIECTB O POXKACHHH, [IaCTIOPTOB HECOBEPIICHHOIETHHX IeTen;

13) KCEpOKOIHUSI CBUIETENBCTBA C 3aK/II0ICHAN (pacTopixeHuH) OpaKa;

14) cupaBKa O HAJIUIUH (OTCYTCTBUH) CYAUMOCTH 13 MB[;

15) KcepOKOIHsl TPYIOBOM KHMIKKH, €CITH PaOOTHHK MPUHST IO BHEITHEMY COBMECTUTEILCTBY;
16) uHBIE JOKYMEHTbI, KOTOPBIC ODKHEL GBITH NPEJ(bSBICHB PAOOTHUKOM C yHETOM creuQ UK
paloTHl;

17) npuka3ssl 0 Ha3HAUCHHUAX, IEPEBO/AX, YBOJIbHEHHUH;

18) HOKYMEHTHl O IPOXOMKICHUH paGOTHUKOM &ITeCTAlUH, cobecenoBanus, IOBBIIECHAA
KBaTM(UKAIHH.

2.6.C TeTBI0 ObeCIeueHns Ha/ule/Kacii COXPaHHOCTH JHHIHOTO JieJia TIeJaroroB ¥ COTPYJHUKOB
OO u ymobersa B oOpamieHHH C HAM, TPH (QOpMUPOBAHUY JIOKYMCHTEL [IOMEIIAIOTCA B
OTJIENBHYIO MATKy.

2.7.TpymoBble KHMKKA XPAHATCS OTASIBHO B ceitbe y mapexropa OO.

3. TMOPSAIOK BEJIEHWA JHHBEX AEJT HEJIAPDFOB " COTPYIHUKOB

.1.B nanpHeiinieM B IIHIHOES AENO MIENArOTOB M COTPYHHHKOB Q) BKITIOUAKOTCS:

.1.1.npuKa3bl WIH BBIIMCKH H3 IIPUKA3OB 0 HA3HAYCHHU, OCBOOOMICHHMH WIH nepeMelIeHIy 110
IIOJIKHOCTH,

" 12 aoxyMeHTHl 00 WTorax arrecTalui (3as1BIIEHHE, ATTECTAMOHHBIA JTHCT; MPHUKA3bl MM KCEPOKOTIHH
IPUKA30B [0 HTOraM aTTeCTallH Uik BLUTHCKA U3 TPUKA3a);

3.1.3.JIHCT MOOIIPEHAH 1 B3BICKAHMI;

3.1.4.KCepOKONUK MOYCTHBIX IPamMoT I HIArOHAPCTBEHHEIX [THCEM, 3aBEPCHHBIC [eyaTbio ¥ IOMIHUCHIO
OTBETCTBEHHOI'O JINLIA,

3.1.5.KCEPOKOMUHU JOKYMEHTOB O TiOBLITIEHTIH xBaEuKaLiHi, O MSpPeroroTOBKe, 3aBEepEHHBIE NEYATHIO
¥ [OIHACHIO OTBETCTBEHHOTO JIMIIE:

3.1.6.KCEpPOKOIMHU TOKyMEHTOB 00 u3MeHeHHH aHKETHBIX GuorpadpuIeCcKuX TaHHBIX (mampumMep: KOTIHSL
CBHIETENbCTBA O Opake, U3MEHCHIH amMITHA | T.IL).

3.2 JIguHoe [eNo MeIaroroB M COTPYAHAKOB OO Bezercss B TedeHHE BCEro IEpHona paboThl KaXIO0TOo
[lejarora M COTPYJHHKA B 00pazoBareibhium YpEHKIEHUF.

3.3 .BeseHue THYHOTO Aefla NpefycMarpiBacT:

3.3.1.momericHne JOKYMEHTOR,  TOMLAEIKANIIN NpAHeHNHI0 B COCTABE JUYHBIX J€N, B
XPOHOJNIOTHYECKOM HOPSAIKE;

3.3.2.e)KErOHYI0 TPOBEPKY COCTOAHWS JIMIHOTO jena Tenaroros 4 COTPYAHHMKOB OO Ha npenMeT
COXDAHHOCTH BKJIFOYEHHBIX B HErO JOKYMEHTOB 1 CBOEBPEMEHHOE 3aIOJIHCHHUE.

3.4.JlOKyMEHTHI B TMYHOM JE€]IE MOLEKAL OTHCH, KOTOPas XPaHHTCS B COCTABE JIMIHOTO Jena.
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4. TIOPSJIOK VYYETA U XPAHEHUS JHWYHBIX JEJ IEJAI oros M
COTPYJHUKOB OO

4.1 XpaHeHHe JTUYIHBIX NEN [EJaroroB ¥ COTPYIHHKOB OO opraHu3yercst ¢ LENbI0 OBICTPOTO H
6e30IHGOTHOTO TIOMCKA INIHBIX eI, OT HECAHKIIMOHUPOBAHHOIO J0CTYIIA.

4.1.1.mWdHbBIe feia IeJaroroB i COTPYIHHKOB XpaHATCA B cefidpe B marmke, a BHyTpH Ianky — IO
an(aBUTy;

4.1.2.10CTyII K JIAYHBIM J€JIaM [1e[IarorTOB i COTPYIHIUKOB 0O mmeet Tonbko aupexrop OO0;
4.1.3.mpuHble Aeia TeNaroros # COTPYAHKKOE OV, MMeromux TOoCyJapCTBEHHBIC 3BaHHA,
IIpEMUH, HArpa/pl, yIEHbIE CTCIICHN U 3BAHHS, XPaHATCA [OCTOSTHHO, & OCTAIBHBIX COTPYAHHKOB
_ 75 jieT ¢ ToNa yBONbHEHH DabOTHHKA (B COOTRETCTBHH € IEPEIHEM TUIIOBBIX YIIPaBICHICCKHUX
JIOKYMEHTOB).

42 B nmuuHble Jeqa He JOIDKHBI BXOAHUTH NOKYMEHTBI BTOPOCTENCHHOTO XapakTepa, HMEIOINNe
BpeMeHHBIe (10 10 et BKJIIOUMTETBHO) CPOKH XPaHEHHUS.

4.3.JlupexTop, npuHUMAas OT paboTHHKA KCEPOKOIMK NOKYMCHTOB, JAYHYIO KapTOUKYy
COTpY/HWKA, NOIDKEH MPOBEPHTH MOIHOTY €r0 3amOJIHEHHS M JOCTOBEPHOCTh YKa3aHHBIX
CcBeJIeHMil B COOTBETCTBLH C IPE(bABICHHBIMY OpHIHHA.1AMA JIOKYMEHTOB.

4.4.Coop u BHeceuue B MupLie nena Tenaroros u corpyammkos OO CBEICHHI O YacTHON
KV3HH, TIOJIATHYECKOH U PeNiriG3HON IPAHAMTCHKHOCTH samperaeTcs.

4.5 JIAgHOe HEN0 MOXKET ObiTh B5IIAH0 B CIEAYIOUNX CILyasx:

4.5.1.m0 TpeGoBaHuIo PabOTHUKE [l O3HAKOMIICHRHA (Ge3 mpaBa BEIHOCA);

4.5.2 HEMOCPEICTBEHHO PYKOBOIUTEIIIO IS O3HAKOMIICHHUS C MaTepuaiaMy JIAYHOTO JENa;
4.6.CHsITHE KOMAN MOKYMEHATOB, XpaHSAIUXCS B JIATHOM [IEIC, HPOM3BOIMTCSA TOIBKO C
MHCHMEHHOTO Pa3perenys padoTHIKA,

5. TIOPSIIOK BhIAAYI JIMUHBIX JIEJI BO BPEMEHHOE MOJb30BAHME

5.1.Beimada NUUHBIX Aeh {OTACTbHBIX AOKYMEHTUE B cocTaBe JWYHOTO Jiela) BO BPEMEHHOC
[IO/b30BAHKME IPOM3BOLHTCS C DA3PEIICHHA 3aBEAYOMICTO 0O 110 3asBJIEHUIO pAOOTHHKA.
5.2:Pa60T4a (03HAKOMIEHNE) C T THBIMH JICIaMi nenaroros i coTpyAHuKos OO IPOM3BOIUTCA B
spapmm OO B APUCYTCTBHM A@PEKTOpa. B KOHLC pabo4ero JHS IUPEKTOP AOIDKCH yOemuTLCS B
TOM, UTO BCE JIMYHBIEC JEAa HIH AOKyMEHTRL JIMHHBIX €N, BBIJAHHBIE BO BPEMEHHOC
[iOJIB30BAHKE, BO3BPAMIEHE! 12 ME0TO XKDAHEHMS ¥ 0T I HeeOXOIUMOCTD UL IPUHATHI MEP K
MX BO3BPAIICHUIO WITH PO3HICKY.

6. OTBETCTBEHHOCTE

6.1 Ilemarorn 1 corpyneixi GO 00s3aHpl IPERCTABITTE nUpEKTOpy CBeNEHHs 00 H3MCHCHHY B
IEPCOHANBHBIX JAHHBIX, BRMOUCHABN B COCTAR THHHONC LEna.

6.2.JIupeKTop 00ECHeHMBa: !

6.2.1.COXpaHHOCTD JIMYHBIX I/ [1€aroros 1 corpvmivkos OU;

6.2.2 KOHQHIEHIMATBHOCTE  CBEACHAH, cojlepiKaliixed B JIHIHBIX - JeNax [EeJaroroB M
cotpyauukos OO.

7. IPABA

7.1.Jlns obecmeyeHnst 3auiTsl 1EPCOHATBHBIX JAHHBIX, KOTOpBIE XPAHATCS B JIAYHBIX JCNaX
[1e/IarOTOB 1 COTPYIHIKOB GO, NENarOr U COTEYIHHKIL HUMEIOT IIPaBo:

7.1.1 MONy4YAT TONHYIO HHMOPMALHIO O CBOHX TEPCOHANBHBIX JAHHBIX H 00paboTke 3THX
JAHHBIX,



7.1.2.m0y4uTH CBOOOAHBIHM HOCTYM K CBOMM MIEPCOHANBHBIM JaHHBIM,

7.1.3.0OMyYnTH KOMHH, XPAHSIIHECS B IMYHOM JieJie U COJEPIKAIKE EPCOHATBHBIC TaHHbIC,
7.1.4.Tpe60BaTh MCKIFOUEHMs MM HCIIPABIIEHHMS HEBEPHBIX WM HETOJHBIX IEPCOHANBHBIX
TAHHBIX.

7.2.Jln obecHeueHus 3ailiThl [IEPCOHALHBIX TAHHBIX, KOTOPBIE XPAHATCS B JIMIHBIX N€ax
nenaroros u corpyauukos OO, paboromarenb HMEET IIPaBo:

7.2.1.06pabaTeBaTh EPCOHANBEbIE JAHHBIE MElaroroB M COTPYAHHKOB OO, B TOM umcle Ha
SIIEKTPOHHBIX HOCUTEIIAX;

7.2.2. sampocuth OT memarores #u  cotpymnuxos OO  BeHO HEoOXOIUMYI0 HMH(OPMAIHIO.
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