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I. OBIIIME INOJIOKEHUSA
1.1. Hacrosiuee ITonoxxenue onpeaenser NOpsSAOK BEAESHUS JINYHBIX JI€] 1€Jar0roB
1 COTPpYAHUKOB YacTHOTO yUpeKAeHHUsS TOTOJHUTEIbHOTO oOpa3zoBanus "Llentp "[lnanera nercrea" (nanee
(masee - Llentp).
1.2. TTonoxenue pa3paboTaHO B COOTBETCTBHH C:
m Yka3oMm IIpesunenta Poccuiickoit @enepaunu 0130.05.2005 r. Ne 609«06
yTBepxkaeHUH [1o10keHNs 0 epCOHAIBHBIX JAHHBIX TOCYIaPCTBEHHOIO CITYKAILEro
Poccuiickoit denepanny 1 BEICHUU €ro JIMYHOTO JIENIay;
m OenepanbubiM 3akoHOM 0T 27.07.2006 Nel152-D3 "O nepcoHanbHbIX JaHHBIX"
m TpynoBeim kojekcom PD;
m YcraBom Llentpa.
1.3 Ha siun, npuHATHIX Ha paboyme JOKHOCTH, OTHOCSIINECS K 00CITYKUBAIOIIEMY
MepCcoHaIy, TMYHbIE JIe]a He BeayTcs (opopmiiseTcs TOJbKO JIUYHAs KapTouyka paboTHHKA (.
Ne T-2).
|. OTBeTCTBEHHBIM 32 BEJICHUE KaJPOBOTO JEIONPOU3BOICTBA, BEICHUE U
XpaHEeHHE JINYHBIX e paOOTHUKOB sBiseTcs nupektop LlenTpa.
II. HOPAAOK ®OPMUPOBAHMUS JIMYHBIX JEJ COTPY IHUKOB
2.1. JImunoe neno padorHuka LlenTpa odopmisiercst mocie u3ganus pacnopsKeHUs
(mpukasa) o ero Ha3HaYE€HUH HA JOJHKHOCTb.
2.2. Ilpu Tpynoycrpoiictse B LleHTp paOOTHUKY NPEJOCTABISAIOT CIEYIOIINE
JOKYMEHTHI:
IIenaror npenocrasiser:
m 3asBIlIeHUE O IIPHEME Ha paboTy;
m CpaBKy 0 HaTM4KU (OTCYTCTBHHU) CYAUMOCTH | (WIK) (paKTa yroJoBHOTO
npecie0Banus 100 O MPEKPaICHUH YTOJIOBHOTO MPECcieIoBaHus MO PeaduIUTUPYIOIIUM
OCHOBAHUSIM, BBIIAHHYIO B MOPSAKE U IO (hOpMe, KOTOPBIE YCTaHABIMBAIOTCS (eepaTbHbIM
OpPraHOM HCIOJIHUTEIBHOU BIIACTH;
m Konuio nacnopra uiam MHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTB;
m Konuio cTpaxoBOro CBUAETENLCTBA 0053aTE€IHLHOIO IEHCHOHHOTO CTPAXOBaHUS;
m Komnuto cBuzieTenbeTBa O NOCTAaHOBKE (PU3NYECKOT0 JIMIA Ha YYET B HAJIOTOBOM
OpraHe 1o MeCTY KHUTeJbCTBA Ha TeppuTopun Poccniickoit denepanuu;
m Komnus canuTapHON KHUKKH;
m OpuruHan U KONuM JTOKyMEHTOB 00 00pa30BaHUH;
m OpuruHai v KONUH JTOKyMEHTOB O KBaU(DUKAIIMK UIH HATUYUU CIIEIHATbHBIX
3HAHUM;
m TpyZnoBYyIO KHUXKKY €CIIM HE 110 COBMECTUTEINILCTBY;
m OpurvHai u KoUK IOKYMEHTOB BOMHCKOTO y4eTa (JjIs BOCHHOOOS3aHHBIX
L),
m Y10CTOBEpPEHUS O MPOXOKIACHUH KYPCOB, IKCIIEPTHBIE 3aKIIOUCHHUS.
CoTpynHUK NPEAOCTaBIISIET:
m 3asBIEHUE O MpUeMe Ha paboTy;
m CrnpaBKy 0 HaTM4KU (OTCYTCTBUHM) CYAUMOCTHU M (WJIK) (aKTa yroJOBHOTO
npecie0BaHus 100 O MPEKPaLIeHUH YTOJIOBHOTO MpPecieI0oBaHus M0 PeaduINTUPYIOIIUM
OCHOBAHUSIM, BBIIAHHYIO B MOPsIKE U 10 (opMe, KOTOPbIe YCTaHABIUBAIOTCS (eiepaaIbHbIM
OpPraHOM HCIOJHUTEIbHOM BIIACTH;
m Konuio nacnopra uiam MHOrO JOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTE;
Kommro nokymenTta 06 o6pa3oBaHuu;
m Konuio cTpaxoBOro CBUAETEILCTBA IEHCUOHHOIO CTPAXOBaHMS;
m Konuio naeHTnukanmoHHOro HoMepa HaJIorOIIaTeNbIINKA;
m TpyaoBYyIO KHIXKY;
m Konuu 10KyMeHTOB BOMHCKOTO yueTa (/1711 BOEHHOOOSI3aHHBIX JIUIT)
[Tpu npueme paboTHHKa paboTonaTens 0hOpMIISIET:
B TPYJIOBOM 10rOBOp B ABYX IK3EMILIApAX;
W [IpUKa3 O HA3HAYEHUH Ha JOJDKHOCTD;



W JINYHYIO KapTouky NeT-2;
B JOJDKHOCTHYIO HHCTPYKIIHIO;
B MHCTPYKIUIO 110 OXpaHe TPyAa U TEXHUKE 0€30MacHOCTH Ha pabovyeM MecCTe;
B BHOCHT 3aIlMCh B TPYAOBYIO KHIKKY paOOTHHKA.
2.3. PaboTonarens 3HAKOMUT:
m ¢ YcTaBoM, IpyruMH JIOKadbHbIMU akTaMu LleHTpa;
B C JOJDKHOCTHOW MHCTPYKIMEN U IPOBOJUT BBOJAHBIM MHCTPYKTAXK, [IEPBUYHbBIN
MHCTPYKTaX 110 OXPaHe TPYAa, HHCTPYKTaX [0 MPOTHUBOIIOKAPHOHN 6€30MacHOCTH.
2.4. O0sA3aTenbHOM SIBJIIETCS BHYTPEHHSS ONUCH JOKYMEHTOB, UMEIOIUXCSI B
JUYHOM JIeTIe.
2.5. Ilpu nocrymienuu Ha paboty B LleHTp odopmIiiseTcs IngHas KapTodka
Pab6oTtHuka ¢. Ne T-2, koTopasi XpaHUTCS B OT/ICJIBHON KapTOTEKE U MPHUOOIIAETCS K
nuaHOMYy Jenty PaGoTHMKA PU pacTOPKEHUU TPYIOBOTO JI0TOBOPA.

IIL. IMTOPAJOK BEJAEHUSA JIMYHBIX AEJ HEJATI'OI'OB U COTPYIHUKOB
3.1 JInyHOE A€o0 nesaroroB U COTPYJHUKOB BEAETCSA B TEUEHHUE BCErO IEpUOAa
paboThI KaXKIOTO MeJarora U COTpyJHUKA.
3.2 Benenue JUYHOTO Jieia MpeycCMaTpUBaeT:
m [Tomemenne 1OKyMEHTOB, OIJISKAIINX XPaHEHUIO B COCTABE JIMUHBIX e, B
XPOHOJIOTUYECKOM HOPSIKE:
- 3a5IBJICHUE;
- IMYHBIH JINCTOK MO y4YEeTy KaJIpOB;
- nu4Has kaprouka . Ne T-2;
- CIIpaBKa O HAIMYHUH (OTCYTCTBHH) CYAMMOCTH U (WiIH) (paKTa yroJIOBHOTO
npecieoBaHus TM00 O IPEeKPaIeHUH YTOJIOBHOTO MPecieI0oBaHus M0 PeaduIUTUPYIOIIUM
OCHOBAHUSIM, BBIIAHHYIO B TIOPSIKE U IO (hopMe, KOTOPbIE YCTaHABIMBAIOTCS (eepaTbHbIM
OpPraHoOM HCTIOJHUTEIBHOU BIIACTH;
- TOKYMEHTBHI O MOBBIIICHUN KBATH(PHUKAIMOHHOTO YPOBHSI: aTTECTAI[MOHHBIN JIUCT,
yIIOCTOBEPEHHE O MPOXOKIEHUU KYPCOB, IKCIIEPTHOE 3aKITIOUCHUE;
- KOTIMH JIOKYMEHTOB 00 00pa3oBaHuu;
- KOs MIpHKa3a o pueMe Ha padorTy;
- KOIKA NacnopTa (CTPaHUIIBI C TEPCOHATBHBIMU JAHHBIMHU O MECTE PETUCTPALIUH,
CeMEHHOM MOJIOKEHNH);
- BOGHHBIN OmiieT (/1711 BOGHHOOOS3aHHBIX JIMIL);
- KOIIHS CTPAXOBOI'O CBUJIETENIHCTBA IEHCMOHHOTO CTPaXOBaHUS;
- KOIUA UACHTU(PHUKAITMOHHOTO HOMEpA HaJIOrOIJIaTebIINKa;
- KOIIMU JOKYMEHTOB O HarpaxJ€HUH roCyAapCTBEHHBIMH HarpajgamH,
MIPUCBOEHUU TIOYETHBIX 3BAaHUH, IPUCYXKACHUU FOCY1apCTBEHHBIX MPEMUH (€CIH TaKOBbIE
UMEIOTCS);
- KOIIMHU pacropsbkeHui (MpuKas3oB) o nepeBojie PaboTHHKA HA MHYIO JOKHOCTD, O
BPEMEHHOM 3aMEUICHUN UM UHOW JOJIKHOCTH.
- KOTIMM peleHni 0 BKIItoueHnn PaboTHHKA B KaJpOBHIN pe3epB, a TaKkKe 00
MCKJIIOUEHUH €ro U3 KaJIpOBOT0 pe3epBa (eciau TaKOBbIE HMEIOTCS).
- KOIUA pacnopsbKeHus (IprKas3a) 0 pacTOPKEHUH TPYJO0BOrO JJOTOBOpA C
PaboTHHUKOM.
3.3. JIokyMeHTbI, IPUOOIIEHHbIE K TUYHOMY Jieny PaboTHuKa, OpoLIopyroTCs, K
JUYHOMY €Ny MPUJIararTcs JOMOJIHEHUE U ONUCH. JINCTBI JOKYMEHTOB, MOALIUTHIX B
JUYHOE JIeJI0, TIOJIeKaT HyMEepaluH.
3.4. B nu4HOE 1€710 HE BKIIIOYAIOTCS JOKYMEHTBI, UMEIOIINE BTOPOCTENIEHHOE
3HauYeHue (0 MPeAOCTaBICHUH OTITYCKa, CIIPABKH C MECTa JKUTEIbCTBA, O KUIHIIHBIX
YCIIOBUSIX, YEPHOBUKU JOKYMEHTOB H T.I1.).

IV.TIOPAIOK YUETA U XPAHEHMUS JIMYHBIX JEJ NEJATOI'OB U COTPYJIHUKOB
4.1. B o0s3anH0CcTH LleHTpa, Kak I0pUINUECKOro JIUIA, OCYIIECTBISIONIEr0 BEIeHUE
JUYHBIX Jien PaGOTHUKOB, BXOAMT:

- [Ipuobmienne T0KyMEHTOB, yKa3aHHBIX B pa3zene [ nactosmero I[lomoxenus, k
JUYHBIM AenaM PaboTHUKOB.



- OGecnieueHre COXPAHHOCTH JIMYHBIX J1e71 PaOOTHHKOB.
- OGecnieueHre KOHGUICHIIMATLHOCTH CBEACHHM, COEPKALINXCS B IMYHBIX JENIax, B
COOTBETCTBUH C (heJiepaTbHBIMHA 3aKOHAMHU, THBIMA HOPMATHUBHBIMH ITPABOBBIMU aKTaMHU
Poccuiickoit ®denepanuu, a Takke B COOTBETCTBUM ¢ HacToAuM [lonoxkennem.
- O3HakomiieHue PaboTHHKA ¢ JOKYMEHTaMH CBOETO JIMYHOTO JeJia 1o MPockoe
PaGoTHuKa 1 BO BCeX MHBIX ClIydasix, IPEAYCMOTPEHHBIX 3aKOHOIaTeNbCTBOM Poccuiickoit
denepanuu.
4.2. XpaHeHue U y4eT JIMYHBIX JIeJ] [e1aroroB U COTPYAHUKOB OPraHU3YyIOTCS C
LEJIBI0 OBICTPOTO M 06€30INO0YHOTO MOMCKA JINYHBIX JIeJI, 00ECIIEYCHUSI UX COXPAaHHOCTH, a
Takke o0ecreueHus: KOH(UICHIIMATbHOCTH CBEICHUH, COIePKAIUXCS B TOKYMEHTaX
JIMYHBIX €)1, OT HECAaHKIIMOHUPOBAHHOI'O JOCTYIIA.
JlocTyn K TUYHBIM JI€JaM NeAaroroB U COTPYIHUKOB UMEIOT TOJIBKO TUPEKTOP.
CucremaTu3anus JJMYHBIX JI€] IEar0roB U COTPYIHUKOB IIPOU3BOIUTCS B
an(aBUTHOM MOPSIKE.
JInuHble 1€na NeJaroroB U COTPYAHUKOB XPaHATCA 75 JIET C T0Ja YBOJIbHEHUS
paboTHHKA.
4.3. Konuu 10OKyMEHTOB BOMHCKOIO yueTa (J1s1 BOEHHOOOS3aHHBIX U JIULL,
MOJIEXKAIUX MIPU3BIBY HA BOCHHYIO CITY)K0Y) XpaHATCS B OT/IEIbHON KapTOTEKe,
IIpeyCMOTPEHHON MeToanuecKUMU PEKOMEHJAlIUSIMU 110 BEJCHUIO BOMHCKOTO y4eTa B
opranuzanusx. [Ipu pactop>xeHuu TpyA0BOro 10roBopa KONUU JOKYMEHTOB U3bIMAIOTCA U3
KAapTOTEKH U CAAIOTCS HA apXMBHOE XpaHEHHUE B COCTaBE JIMYHOTO Jiena PaboTHUKA.
4.4. ExxerogHyro NpoBEepKYy COCTOSIHUS JIMYHOIO JI€JIa MeJaroroB U COTPYAHUKOB Ha
IIpeIMET COXPAHHOCTH BKJIFOUEHHBIX B HETO JIOKYMEHTOB U CBOEBPEMEHHOE 3all0JTHEHHE
npoBoaut gupekrop Llenrtpa.
4.5. TpynoBble KHW)KKH U CAHUTAPHBIE KHUKKH XPaHATCS OTIIENIBHO B ceiide
JTUPEKTOPA.
4.6. J1oKHOCTHBIE MHCTPYKLIMU U MHCTPYKIMU 110 OXPAHE TPYAA XPAHATCS B
OTJIEeNbHBIX Mankax B LleHTpa.
V. HOPAJOK BbIJAYH JIMYHBIX JEJ BO BPEMEHHOE IIOJIb30BAHUE
5.1 PaGoTHHUK UMeeT MpaBo Ha O3HAKOMIIEHHE C MaTepHallaMU CBOETO TUYHOTO
nena.
5.2. Boigaua muuHbIX Aeln (OTAENBHBIX JOKYMEHTOB B COCTaBe TUYHOTO JeJia) BO
BPEMEHHOE 0JIb30BaHUE MPOU3BOANUTCS C pa3pelieHus 1upeKTopa. Bpems paboTsl
OrpaHUYMBaETCS MpeesiaMi OHOT0 pabouero 1Hs. B koHIe pabodero aHs AUPEKTOP
00s13aH yOeIUTHCS B TOM, UTO BCE JIMYHBIE JIeN1a, BHIAAHHBIE BO BpEMEHHOE M0JIb30BaHUE,
BO3BpAIIICHBI HA MECTO XPAHEHUS U €CTh JIU HEOOXOAUMOCTH JIJIsl IPUHATHUS MEP K UX
BO3BPAIIICHUIO UJTU PO3BICKY.
VI. OTBETCTBEHHOCTD
6.1. [lenaroru u coTpyJHUKH 00s13aHBI CBOEBPEMEHHO MPEACTABIATH CBEIEHUS 00
M3MEHEHUH B MIEPCOHANIBHBIX IAHHBIX, BKJIIOUEHHBIX B COCTaB JIMYHOIO JIea.
6.2. Pabotonarens o0ecrieunBaer:
B COXPAHHOCTH JIMYHBIX JI€J] MEeIaroroB U COTPYIHUKOB;
B KOHQUICHIIMATBHOCTD CBEJACHHM, COIepKalXCs B IMYHBIX JieJIaX MeJaroroB
U COTPYJHHUKOB.
6.3. JIuta, OTBETCTBEHHBIC 32 BEICHHE U XpaHEHHUE JIMYHBIX JIe]1 PaOOTHHUKOB,
MOTYT IPUBJIEKATHCS B COOTBETCTBHHU C 3aKOHOAATeNbCcTBOM Poccuiickoit deneparuu K
JUCHUIUIMHAPHON M UHOM OTBETCTBEHHOCTH 3a pasriallieHne KOHQUACHINATbHBIX
CBEJICHUH, COJIepKAIIMXCS B YKa3aHHBIX JIMYHBIX JI€JIaX, a TAKKE 32 UHbIC HAPYIICHUS
MOpsAJIKa BeJICHUS JINYHBIX Jie]1 PaOOTHUKOB, yCcTaHOBIEHHOTO HacTosAuuM [lonoxeHuem.
VII. IPABA
7.1. Anst obecriedeHust 3alIUThI IEPCOHATIBHBIX TaHHBIX, KOTOPbIE XPAHSTCS B
JUYHBIX JeJiax NeAaroroB U COTPYJIHUKOB,
MeJaroru ¥ COTPYIHUKU UMEIOT MPaBo:
B [TOJTYYUTh TIOJIHYIO HH(OPMAITHIO O CBOMX TMEPCOHATBHBIX JaHHBIX U 00paboTKe
ATUX JIaHHBIX;



B [IOJIYYUTh JOCTYII K CBOUM IIEPCOHAIIBHBIM JaHHBIM;

W [IOJIYYUTh KOIIHUHU, XPAHAIIHUEC B INYHOM JIE€JI€ U COJEp KAILKE IEPCOHAIBHBIE
JAHHBIE.

m TpeOOBaTh UCKIIFOYEHUS UM UCIIPABICHUS HEBEPHBIX, MM HEMOIHbBIX
IIEPCOHAJIBHBIX TAHHBIX.

pa0boTozaresb UMEET IPaBo:

m 00pabaTeIBaTh NEPCOHAIbHBIC JAHHBIE [IEar0roB U COTPYIHUKOB, B TOM
YUCJIE U HA JJIEKTPOHHBIX HOCUTEIIAX;

W 3aIPOCUTH OT MEJAaroroB U COTPYAHUKOB BCIO HEOOXOIUMYIO HH(POPMALIHUIO.



