[TpunsTo oOmmM codpanueM pabOTHUKOB
[Ipotokoin Nel ot 31 aBrycra 2017 roga

HOJIOKEHHUE
0 Mopsi/IKe BeJeHUs] JTUYHBIX JIeJ] MeJaroroB U COTPYAHNKOB
OO0mecTBa ¢ OrpaHMYeHHON 0TBETCTBEHHOCTbIO «CTyAus pa3BUTHA «IT0»

|. OBILIUE IMTOJIOKEHU A

1.1. Hacrosimee IlonoxeHue ompeaenseT MOPSI0K BEACHHUS JIMYHBIX JIE
NIEIaroroB U COTPYMHUKOB OOIIEcTBa ¢ OrpaHUYCHHOW OTBETCTBEHHOCTHIO «CTymus
pa3ButHs «Jroy» (naee - Ctyaus).

1.2. Ilonoxenne pa3pabOTaHO B COOTBETCTBHH C:

. VYka3zom [Ipesunenta Poccuiickoit @enepanuu ot 30.05.2005 1. Ne 609 «O0
yTBepKAeHUU [lonokeHuss O NMEepCOHANBHBIX AAHHBIX T'OCYAAPCTBEHHOTO CIY’KaIEro
Poccuiickoit @eaepannu U BEJACHUH €TI0 JUYHOTO JICIIaY;

. denepanpapiM 3akoHOM OT 27.07.2006 Ne 152-®3 "O mepcoHaIbHBIX
JTAHHBIX"

. TpynoBbiM kojiekcOM PD;

. YcraBom Crynun.

1.3 Ha oun, unpuHATEIX Ha paboyue JOKHOCTH, OTHOCSINHECS K
00CIy)KHBAOIIIEMY TepCOHAIy, JTUYHbIC Jela He BeayTcs (ohopMiiseTcs TOIbKO JIMYHAs
KapTouka padoTHuKa ¢. Ne T-2).

1.4. OTBETCTBEHHBIM 3a BEJICHHE KaJPOBOTO JEJIONPOU3BOJICTBA, BEACHHE W
XpaHEHUe JIMYHBIX JeNl pabOTHUKOB siBIsieTcst AupekTop CTynuu.

1. HOPAJOK ®OPMUPOBAHUSA JTNYHBIX JEJ COTPYJIHUKOB

2.1. Jluunoe peno pabotHuka Cryaun odopmisiercs Tmociae U3AaHUS
pacrniopsikeHust (IprKasa) 0 ero Ha3HAYeHUHU Ha JOJDKHOCTb.

2.2. Tlpu tpynoyctpoiictBe B CTyauto paOOTHUKH MPEIOCTABISIOT CIEAYIOIINE
JIOKYMEHTBHI:

[Temaror nmpegocraBnser:

. 3asiBiieHHEe O pueMe Ha paboTy;

. ABToOuorpaduro;

. CrpaBky 0 HaJM4YUM (OTCYTCTBHM) CYAMUMOCTU U (WiH) (pakTa yrojJOBHOTO
npecienoBaHus  JUO0 O TMPEKpPalleHWH  YroJOBHOTO  MpPECTeNOBaHHs IO
peadMIUTUPYIONIMM OCHOBAHMSM, BBIJAHHYIO B TOpsSAKe U 1O (opme, KOTOphIE
yCTaHABJIMBAIOTCS (peiepaabHBIM OPTaHOM HCIIOJIHUTEIILHOM BIACTH;

. Komnwuro macmopra uim HHOTO TOKYMEHTA, Y0CTOBEPSIONIETO INYHOCTD;

. Konuio  cTpaxoBOro CBHIETENBCTBA  O0S3aTENIBHOTO  MEHCHOHHOTO
CTpaxoOBaHUS,


http://bestpravo.ru/federalnoje/zk-praktika/g5g.htm

Komnuro CBUICTCIIBCTBA O IIOCTAaHOBKC (1)I/ISI/I‘IGCKOFO Juija Ha Y4YC€T B

HAJIOTOBOM OpraHe 1o MEeCTY KUTeJNbCTBa Ha Tepputropun Poccuiickoit @enepanuu;

MenuIuHCKYI0 KHIDKKY;
OpuruHan 1 KOUKA JOKYMEHTOB 00 00pa30BaHNY;
OpurvHal W KONMWU JOKYMEHTOB O KBaTU(HUKAIWK WIH HaJIHYUH

CIICOuaJIbHBIX 3HaHHﬁ;

JIUI);

TpyroByIO KHUXKKY;
OpuruHan u KONuu TOKyMEHTOB BOMHCKOTO y4eTa (JUIsi BOEHHOOOS3aHHBIX

Komnurio cBuserenscTBa o Opaxe;

Konuro cBuzieTeNnbCTBA O POKACHUN JIETEM;

Konuu 1oKkyMeHTOB 0 HarpaxxJacHuH;

OpurvHaibl ¥ KONUU aTTECTAIMOHHBIX JIUCTOB,;

VY noctoBepeHus 0 MPOXOKIECHUU KYPCOB, SKCIIEPTHHIC 3aKIIOUCHHUS.

CoTpyaHHK TTPEIOCTaBIISET:

3asBiieHHe O MpueMe Ha paboTy;
ABToOuorpaduio;
CnpaBky 0 HaMM4UU (OTCYTCTBUU) CYAUMOCTH U (WiH) ¢dakTa yroJoOBHOTO

npeciefoBanust MO0 O  TPEKPAlIEHUH  YrOJOBHOTO  MPECIENOBaHUS IO
peabUITUTUPYIOIUM OCHOBAHUSIM, BBIJIAHHYIO B TMOpsSAKe W 1O QopMme, KOTOpbIe
yCTaHABIMBAIOTCA (PeepaibHBIM OPTaHOM HCTIOJTHUTEIBHOM BIACTH;

Konuto nacnopra mwin MHOTO JOKYMEHTA, YIOCTOBEPSIONIETO TUIHOCTH;
Komuro nokymenTa o6 00pa3oBaHuUU;

Komnuio cTpaxoBoro cBUAETENHCTBA IEHCUOHHOTO CTPAXOBaHUS;
Komnuro naeHTuUKamoHHOro HoMepa HaJIOroTUIaTeINbIINKa;
TpyaoByI0 KHIXKY;

Konuu 10KkyMeHTOB BOMHCKOTO y4eTa (JJisi BOGHHOOOS3aHHBIX JIMII)
Komnuio cBumerenscTBa o Opake;

Komnuro cBuzieTensCcTBa 0 pOXKICHUU IETEN;

MeauumuHCKY0 KHUKKY.

2.3. Ilpu npueme paboTHHKa paboToAaTenb 0POPMIISIET:

MECTE;

TPYJOBOM JJOTOBOP B JBYX IK3EMILISIPAX;

MPHUKa3 O HA3HAYEHUH Ha JIOJKHOCTB;

JMYHYI0 KapTouky NeT-2;

JOJKHOCTHYIO WHCTPYKIIHIO;

WHCTPYKIIMIO TI0 OXpaHe TpyJda M TEXHUKE Oe30MacHOCTH Ha pabouem

BHOCHT 3alIUCh B TPYAOBYIO KHMKKY paOOTHUKA.

2.4. PaboTomarenb 3HAKOMMUT:

¢ YcTaBoM, JpyrMMH JIOKaIbHBIMU akTamMu CTyauu;
C JOJDKHOCTHOW MHCTPYKIIUEN U

IIPOBOJUT BBOJHBIM MHCTPYKTQX, II€PBUYHBIA HHCTPYKTaX II0 OXpaHe Tpyna,
MHCTPYKTaX MO IPOTHUBOIIOXKapHOK 6€30MacHOCTH.

2.5. OO0s3aTenbHON SBISETCS BHYTPEHHSISI OMHUCH JTIOKYMEHTOB, MMEIOIIUXCS B
JIMYHOM JEIIe.



2.6. Ilpu moctymenun Ha pabdotry B Crymuio odopmisieTcss JudHAs KapTOukKa
Pabotnuka ¢. Ne T-2, xoTtopast XpaHUTCSI B OTAEIBHOM KapTOTeKe M MpHOOIIaeTcs K
angHOMY ey PabGoTHHKa mpu pacTOpP>KEHUHU TPYIOBOTO JJOTOBOPA.

1. HOPAJOK BEJAEHUSA JIMUHBIX AEJ NIEJATOI'OB U COTPYJIHUKOB

3.1 JImunoe ACJIO IISAaroroB 1 COTpyaAIHHKOB BCACTCSA B TCUCHHUC BCCI'O IICPHOIA
pa6OTBI KaXXaoro negarora 1 COTpyaHuka.

3.2 Benenue JIMYHOTO Jiea NpeTyCMaTpUBACT:

. [TometieHre TOKYMEHTOB, MOUIEKAIINX XPAHEHUIO B COCTABE JIMYHBIX Jel,
B XpOHOJIOTUYECKOM MOPSIIKE:

- 3a5BJICHUE;

- JIMYHBIHN JILCTOK MO YYETY KaJpPOB;

- muuHas kaptouka ¢. Ne T-2;

- aBToOMOTpadus;

- COpaBKa O Hamu4yuu (OTCYTCTBHM) CYAUMOCTH U (Wiau) (akTa yrojJoBHOTO
npeciefoBaHusi MO0 O  TPEKPAIEHUH  YrOJOBHOTO  MPECHIENOBAaHUS IO
peabUIUTUPYIOIIUM OCHOBAHUSIM, BBIJIAHHYIO B TMOpsSAKe W 1O QopMme, KOTOpbIe
YCTaHABJIUBAIOTCS (efepaJIbHBIM OPTaHOM MCIIOJHUTEIBHOMN BJIACTH;

- IOKYMEHTBI O TIOBBIIICHUH KBATU(PUKAIIMOHHOTO YPOBHS: aTTECTAIIMOHHBIN JIUCT,
YIOCTOBEPEHUE O MPOXOKACHUU KYPCOB, IKCIIEPTHOE 3aKITIOYCHHE;

- KOIIUU JJOKYMEHTOB 00 00pa30BaHNH;

- KOIUs MpUKa3a 0 IpueMe Ha padboTy;

- KOTHS MacropTta (CTpaHUIlbl ¢ MePCOHAIBHBIMU JJAHHBIMH O MECTE PETUCTPAIINH,
CEMCHHOM I10JIOKCHUN);

- BOCHHBIN OUJieT (1711 BOCHHOOOS3aHHBIX JIUIT);

- KOTIMU CBUJIETEIILCTBA O POKJICHUU JIETEH;

- KOIIHS CTPaXOBOTO CBUJIETENILCTBA IEHCUOHHOTO CTPAaXOBaHNUS,

- KOTIUS UJSHTU(UKAIIMOHHOTO HOMEpa HAJIOTOILIATEIbIITNKA;

- KOINHUM JOKYMEHTOB O HarpaxJeHUW TOCYJAApPCTBEHHBIMH HarpajgaMu,
NPUCBOCHUM TIOYETHBIX 3BaHUN, TPUCYKICHUU TOCYNAPCTBEHHBIX TpeMHid (eciu
TaKOBbIE UMEIOTCS);

- KOMHUH pacropsbkeHu# (Mmpuka3oB) o nepeBoge PaboTHHKa Ha WHYIO JOJKHOCTD,
0 BPEMEHHOM 3aMEIICHUH UM WHOM JOKHOCTH.

- KONUU pEHIeHW O BKIIOUYeHWH PaboTHWKA B KaJpOBBIM pe3epB, a Takxke 00
HCKIIFOUEHUH €T0 U3 KaJpOBOro pe3epBa (€CIM TAKOBbIE UMEIOTCS).

- KOMHMs pacmopsskeHus (MpUKaza) O PacTOP’KEHUU TPYAOBOrO JIOTOBOpa C
PaGotaukOM.

3.3. JIokyMeHThI, pUOOIIIEHHBIE K JTHUYHOMY Aeny PaboTHuka, OpomopyroTes, K
JUYHOMY JENy MPUJIaraloTcs JOMOJHEHHE W OMUCH. JIMCThI JOKYMEHTOB, MOJIIUTHIX B
JIMYHOE JIETI0, MOAJIeKAT HyMEpalHH.

3.4. B nu4HOE J€J0 HE BKJIIOYAIOTCS JOKYMEHTBI, UMEIOLIUE BTOPOCTEIEHHOE
3HaueHue (0 MPETOCTABICHUH OTITYCKa, CIIPABKH C MECTa JKUTEIHbCTBA, O >KHJIUIIHBIX
YCJIOBUSIX, YePHOBUKH JTOKYMEHTOB H T.I1.).

IV. TOPSITOK YUETA U XPAHEHMS JIMYHBIX JIEJ NEJATOTOB U
COTPYJHUKOB

4.1. B oGs3annoctn CTyauu, Kak OPUIAYECKOTO JIUIA, OCYIIECTBISIOIIETO
BEJICHUE JTUYHBIX Jie] PaOOTHUKOB, BXOAUT:
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- [IproGiienre 1OKYMEHTOB, yKa3aHHbIX B paszzaeine Il Hacrosmero Ilonoxenus, k
JIMYHBIM Aej1aM PaOOTHHKOB.

- ObecnieueHre COXpaHHOCTH JIMYHBIX J1es1 PaOOTHHKOB.

- ObecneueHne KOH(MUICHIMAIBHOCTU CBEACHUM, COJEPKAIIUXCS B JIMYHBIX
Jienax, B COOTBETCTBUU ¢ (peiepalbHBIMU 3aKOHAMH, HHBIMH HOPMAaTUBHBIMU ITPaBOBBIMU
aktamu Poccuiickoin @denepanuu, a TakKe B COOTBETCTBUHU € HACTOSIIUM [looxxeHnuem.

- O3nakomiieHne PaboOTHHKA € TOKYMEHTaMHU CBOErO JIMYHOTO Jieja MO Mpochde
PaGoTHuka ¥ BO BCeX HHBIX CIy4YasX, MPEAYCMOTPEHHBIX 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu.

4.2. XpaHeHue W y4eT JIUYHBIX JIeJI TIeJaroroB U COTPYJAHHKOB OPTaHU3YIOTCS C
LEJIbI0 OBICTPOro U 0€30MMO0YHOT0 OUCKA TUYHBIX 1€, 00ECIeUeHUs UX COXPAHHOCTH,
a Taxke obecrieueHUs] KOH(QUISHIIMATIBHOCTH CBEJICHUM, COJIEPKAIIUXCSI B JOKYMEHTaX
JIUYHBIX JI€JI, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA.

JloCcTyI K JIMYHBIM JeJIaM MEeIaroroB U COTPYAHUKOB UMEIOT TOJIBKO AUPEKTOP.

CucremMaTtuzaius JUYHBIX J€J TEJaroroB M COTPYIHMKOB IPOU3BOJIUTCS B
an(aBUTHOM TTOPSIIKE.

JInuHple nena meaaroroB M COTPYIHUKOB XpaHATCS 75 JIET € roja yBOJbHECHHS
paboTHHKA.

4.3. Komum NIOKYMEHTOB BOHMHCKOTO YydeTa (i1 BOCHHOOOS3aHHBIX M JIMII,
MO/JIe)KAIMX TPU3BIBY HAa BOCHHYIO CIyXOy) XpaHATCS B OTIEIBHOM KapTOTEKe,
MpeAyCMOTPEHHON MeTOInYeCKMMHU PEKOMEHIAlUSIMU TI0 BEJICHUIO BOMHCKOTO y4yeTa B
opranuzanusx. [Ipu pacTopkeHUn TPyA0BOIO JOTOBOPA KOMHUHU JIOKYMEHTOB U3bIMAIOTCS
13 KapTOTEKHU U CAAIOTCS Ha apXMBHOE XpaHEHHUE B COCTaBe JUYHOTO jaesia PaboTHuKa.

4.4. ExXeroaHyro NpoBEPKY COCTOSIHUSA JUYHOTO JIeJIa MEJaroroB U COTPYIHUKOB
Ha TMPEIMET COXPAHHOCTH BKJIIOYEHHBIX B HEro JOKYMEHTOB U CBOEBPEMEHHOE
3al0JIHEHUE MPOBOIUT AUPEeKTOp CTyIHu.

4.5. TpynoBble KHIKKH U MEIUIIMHCKUE KHUXKH XPaHATCS OTACIBHO B ceide
JTUPEKTOpA.

4.6. JlomKHOCTHBIE MHCTPYKIIMM W WHCTPYKIIMU IO OXpaHE Tpyda XpaHATCS B
OTACBHBIX Mankax B CTyauu.

V. HOPAAOK BbIJAYMA JIMUHBIX JEJI BO BPEMEHHOE ITIOJIb30BAHUE

5.1 PaboTHUK MMeeT MpaBO HAa O3HAKOMJICHHE C MaTepUalaMH CBOETO JUYHOIO
Jena.

5.2. Beiiaua TMYHBIX Jen (OTAETBHBIX JOKYMEHTOB B COCTaBE JUYHOTO Jieja) BO
BPEMEHHOE TMOJIb30BaHUE MPOU3BOAUTCS C pa3pellieHus aupekTopa. Bpems paGoTs
OrpaHUYMBACTCS IpeJesaMu OJHOro pabouero nHsA. B koHie paGodero AHA TUPEKTOP
00s13aH yOeIUThCSI B TOM, UTO BCE JIMYHBIC JIea, BbIJaHHBIE BO BPEMEHHOE I10JIb30BAHNUE,
BO3BpallleHbl HA MECTO XPaHEHHUS M €CTh JIU HEOOXOJIUMOCTh ISl MPUHATHS MEP K UX
BO3BPAILICHUIO WU PO3BICKY.

V1. OTBETCTBEHHOCTb

6.1. Ilemaroru u COTpyAHUKH 0053aHBI CBOEBPEMEHHO MPECTABISATH CBEACHHS 00
M3MEHEHUHU B MEPCOHAIIBHBIX JAaHHBIX, BKJIOYEHHBIX B COCTAB JMYHOIO JIeNa.

6.2. PaboTomarens o0ecIeYnBacT:
. COXPaHHOCTb JIMYHBIX JIEN MeJJarOTOB U COTPYIHUKOB,;


http://bestpravo.ru/federalnoje/dg-gosudarstvo/y0k.htm

. KOH(QUICHIIMAIBHOCTh CBEJICHUH, COAEPKAIIMXCS B JIMYHBIX JeJax
MEeIaroroB U COTPYIHUKOB.

6.3. JIuma, OTBETCTBEHHBIC 32 BEJICHWE M XPAaHCHUE JIMYHBIX Nl PaboTHHKOB,
MOT'YT IIPUBJIEKATHCS B COOTBETCTBUH C 3aKOHOJATEIbCTBOM Poccuiickorn denepanuu K
JTUCHIUTUIMHAPDHON ¥ HWHOW OTBETCTBEHHOCTH 3a pa3IUIallieHHe KOH(HUICHITHATBHBIX
CBEJICHUM, COACPKAIIUXCA B YKa3aHHBIX JIMYHBIX JI€JIaX, a TaKXKE 3a MHbIC HApYyIICHUS
MOpsIIKa BEJICHUSI IMYHBIX J1e71 PaGOTHMKOB, ycTaHOBIEHHOTO HacTosAmuM [lonoxenuem.

ViI. IIPABA

7.1. HJ’I}I o0OecrieueHus 3allIUThI IICPCOHAJIBHBIX IAaHHBIX, KOTOPBIC XPAHATCA B
JIMYHBIX JCJaxX neaaroroB 1 COTpyaHmuKoB,

neaaroru 1 COTpyaHuKu MMCIOT IIPaBoO:

. MOJIYYUTh TOJIHYIO HH(OPMAIMI0 O CBOMX IEPCOHAIBHBIX JaHHBIX U
00paboTKe ATUX JTaHHBIX;

. MOJIYYUTh JOCTYI K CBOUM TIEPCOHAIBHBIM JTaHHBIM;

. MOJIYYUTh KOIHUHU, XpaHAIIHeCs B JIMYHOM JIeJe M COJAep Kalllue
nepCcoHaIbHbIC JaHHBIC.

. TpeOOBaTh WCKIIOUCHUS WM HWCHPABJICHUS HEBEPHBIX WM HEIOJHBIX

MEPCOHAIBHBIX TAHHBIX.

pa6OT0,Z[aTeJIB HMCCT IIPaBO:

= O6pa6aTBIBaTB MCPCOHAJIBHBIC NAHHBIC IICJAaroroB U COTPyYAHHKOB, B TOM
YUCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX,
= 3aIIpOCUTDb oT neaaroroB 151 COTPYAHUKOB BCIO H€O6XOI[I/IMYIO

uHpopMaIuro.



