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1. O0mmue nosoxxeHAs

1.1. HacTostmee moioxeHue pa3paboTaHo B COOTBETCTBHH ¢ HopMaMmu TpynoBoro koaekca PO,
nokampHEIMA akTamu OO0 Y4ebHsIi NeHTp « OKCIepT», KOJUIEKTUBHEIM IOTOBOPOM OpraHU3alud U
HOpMaMH JIEHCTBYIOMIETO TPYIOBOTO 3aKOHOIaTeNbCTBa PD.

1.2. Hacrosmee monoxeHue omnpenenseT IOpsSAoK BeIEHU U XpaHEeHUS TNIHBIX I
cotpynuaukoB OO0 YueOHBINM NEeHTp « DKCHEepT» Ha OCHOBaHUHU TpynoBoro koaekca Poccuiickoit
denepanyi.

1.3. JIngmsie nena oopMIISFOTCS. Ha BCEX COTPYIHUKOB OpraHW3aIlii.

1.4. HacTosmiee MOJI0XKEHHE YTBEPKIACTCS IIPUKA30M IUPEKTOpA OPraHu3alliy U SBIISETCS
00s13aTeTbHBIM T BeeX cOTpyXHUKOB OO0 YueOHEIM NeHTp « DKCIEPTY.

1.5. Benenue TUYIHBIX JIET COTPYTHUKOB OpraHU3AINH BO3JIaraeTcs Ha pyKOBOJIUTENS OTIeNa
KaZIpoB.

1.6. He nomyckaetcs BeJileHHE HECKOMBKUX JIMIHBIX A€ paO0THUKOB, 32 HCKIIIOYEHUEM ECITH

pabOTHHK IPUHST ITO BHYTPEHHEMY COBMECTUTENHCTRY.

2. llopsigox ¢popMUPOBAHHS JHIHBIX J€JI COTPYAHHUKOB

2.1. Odopmnenue TUIHBIX A€ OCYIIECTBISIETCS PYKOBOAUTENEM OTAENA KapOB B T€UEHHUE 5
(maTH) mHEH co THS IpUeMa COTpyIHHKA Ha paboTy.

2.2. ®opMupoOBaHUE JIMIHOTO JIejIa COTPYIHUKA IPOU3BOIUTCS HEMOCPEACTBEHHO IIOCIIE IpHEMa B
OpraHu3alHio.

2.3. Ilpu moCTyIUIEHMH Ha pabOTy COTPYAHMK MPENCTaBISET:

2.3.1. JIOKyMeHT, yAOCTOBEPSIOIIMM JINYHOCTE.

2.3.2. TpymoByto KHIKKY Wi cripaBky 1o ¢popme CT]I-P, ecnu coTpyIHHK OTKa3aiucs OT
OyMa)kHOH TPy TOBOU KHIDKKH. VMcKiroueHne — COBMECTUTENN B COTPY IHHKH, KOTOPBIX BIIEPBBIE
IIOCTYIIAIOT Ha paboTy

2.3.3. JIOKyM€eHT, KOTOPBIi IOJTBEP)KIAET PETUCTPALMIO B CUCTEME MHIUBUIY AJILHOTO
epCOHUGHUIIMPOBAHHOTO ydeTa uinH kaprouky CHIJIC.

2.3.4. TIpu HEOOXOTUMOCTH — CIIPABKy O HAJIMYMHU CyAMMOCTH HIIA OTCYTCTBHH CyIMMOCTH K3
MB/I.

2.3.5. Jlpyrue JOKyMEHTHI, IpeayCMOTpEHHEIE (elepabHBIM 3aKOHOIAaTEECTBOM.

2.4. JIoKyMeHTHI B INIHOM JeJie COTPYAHHUKA OpraHU3allMy PacIoNaraloTCs B CIEIYOIEM
TOPSIIIKE:

1) ommch JOKyMEHTOB, UMEIOIIUXCS B TUIHOM JIENIE,

2) TUYHBIN JIACTOK II0 YYETY KaIpoB;

3) JOMONMHEHHE K TUIHOMY JHUCTKY 10 YYETY KaapOB,;

4) aHKeTa COTpYAHHKA, IPHHATOrO Ha paboTy;

5) IM4HOE 3asBIICHUE O IIpHeMe Ha paboTy;



6) TPyIOBO# JOTOBOD;

7) npuxa3 o mpueMe Ha padoTy;

8) coriacue cOTpyIHHKA B IECBMEHHOM BHJIe Ha 00pab0TKy EpCOHATIBHEIX JaHHBIX;

9) crpaBka O HATHIHH CyIAMOCTH MK 00 OTCYTCTBUH cyxuMocTy u3 MBJI;

10) uHEIE JOKYMEHTEI, KOTOPEIE JOJDKHEI OBITH IPEABABICHEI COTPYTHUKOM C YIETOM Clenu(puKA
paboTEL.

2.5. 3anpermiaercs mory4aTs, 00padaTeBaTh U IpHOOIATh K TMIHOMY Je)Ty paOOTHUKA HE
yCTaHOBJICHHBIE (eIepaT-HBIMH 3aKOHAMH IIEPCOHATBHEIE TaHHEIE O €r0 MOJIUTHIECKUX, PEIUTHO3HEIX H
UHBIX YOSXKIEHUIX, YaCTHON JKA3HHU, WICHCTBE B OOIMIECTBEHHBIX O0BEANHEHMSX, B TOM JHUCIIE B
Ipo(eCCHOHATBPHEIX CO03aX.

2.6. CreneHus, CoAepIKaIAecs B IMTHOM Jieie pabOTHHKA, SBIIOTCS KOHGUICHIINATbHBIMHE.

2.7. C nenmsro obecriedeHus HaIIeXalel COXpaHHOCTH JIMIHOTO Jeina coTpynauka OO0
Y4eOHbIi HeHTp «DKCIepT» U ya00CTBa B 00pameHny ¢ HUM Ipu GOPMHUPOBAHUY TOKYMEHTHI
MIOMEMTAIOTCS B OTACTHHYIO IAIKYy.

2.8. TpynoBbIe KHHYKKH XpaHATCS OTOENBHO B celie y mupexropa OO0 YueOHBIHM HeHTp
«DKcmepT».

3. Ilopaaok BeaeHHs JHYHBIX J€JI COTPYIHHKOB

3.1.B mpomecce paboTH K JIMIHOMY eIy IpHOOIMIaroTCs:

e JIOTIOJTHEHHE K aHKETE YCTaHOBJICHHOM (POpMEI;

° JOKYMEHTEI O IIPOXOXKICHUHN MCIBITAHUS, €CIIH TAaKOBOE yéTaHaBnnBanocs ;

. aTTEeCTAI[MOHHEIE JIUCTEI;

. KOITUH peméﬂnﬁ 0 TIOOLIPEHHUH ¥ HarpaKICHUH;

e KOITMH JUILUIOMOB H CBHIETENHCTB O IMOIyIEHHOM JOMOJIHUTEIEHOM 00pa30BaHUH,

IIPOXO’KICHUH MOBBINICHUS KBTH(UKAIUH (IEpETIOATOTOBKH ), IPUCYXKICHUH YIECHOH CTENCHH U

IIPUCBOCHHH YUYCHOI'O 3BaHHUA,

° KOIIMK JOKYMEHTOB O IepeBOie Ha IPYTYIO HOJDKHOCTH M YBOJILHEHHUH;
® JOTIOJHUTENbHBIE COTJIalIeHus K TPy JOBOMY JIOTOBODY;
. KOITHH 3HAYUMBIX ITPOGECCHOHANBHBIX TPaMOT, TUIUIOMOB U OJ1arofapHOCTeH.

3.2. JIugHOE [EeNo COTPYTHUKOB OPraHW3alliy BEJETCS B TEIEHIE BCEro Iepruoa paboTe
COTpYIHUKA.

3.3. Bce moKyMeHTHI JIMYHOTO JIejia IOMENIA0TCs B MalKy, Ha KOTOPOH MPOCTaBIIAeTCS
IIPHECBOEHHEIH e mopsiakoBEIi HoMep (kox). [Tox sTHM HOMEPOM JIMIHOE JEJI0 perHCTPUPYETCS B
XypHaJle yJeTa JTUIHBIX Jel.

3.4. IoKyMeHTHI, IpUOOIIEeHHBIE K INYHOMY Aeily pabOTHHKA, OpOIIIOPYIOTCS, CTPAaHULIBI
HyMEpYIOTCs, K THYHOMY A€y IpUiIaraeTcs BHYTPEHH S OITUCh. BHyTpeHHII OIIMCh COCTABIAETCS Ha

OTIEIFHOM JINCTE IO YCTAHOBJICHHOM (opMe.



3.5. HpPI IIOATOTOBKE JIMIHBIX JCJI K IIEPEAAY€ Ha XpaHCHHC B apXWUB B KOHIEC ACJIa IIOAININBACTCI
JIACT-3aBEPUTEIIb, B KOTOPOM YKa3bIBArOTCsI I.II/I(l)paMI/I U IIPOIIACHIO KOJIMYICCTBO JIUCTOB B ACJIC K
KOJIUYECTBO JIUCTOB BHyTpeHHeﬁ OITHCH.

4. HOpﬂI{OK BbBLIAYH JHYHBIX J€JI BO BDEMEHHOC€ II0JIb30BAHHE

4.1. JImgHOE ACII0 pa6OTHI/IKa MOJKET OBITH BBIJaHO BO BPEMCHHOC IIOJIB30BaHUE COTPYNHHUKY Ha
OCHOBaHHH €T0 3asBICHHS, COCTaBJICHHOT'O B IIPOU3BOJIBHOH (hopMe.

4.2. ITpu paboTe ¢ TMIHEIM JEJIOM, BEITAHHEIM BO BpEMEHHOE II0JIb30BaHKE, 3alIpemacTCs
TIPOM3BOJMTE KaKHe-Tr00 HCIPaBIEHNs, BHOCHTH HOBEIE 3alllCH, U3BIEKATh JOKYMEHTEI, pa3IJiaiaTh
cojieprKamyecs B HeM KOH(PUIECHITNATbHEIE CBEICHMS.

5. OTBeTCTBEeHHOCTHh PA0OTHHKOB

5.1. Pabotaukur OO0 YueOHBIH IEHTp «IKCIepT» 00s13aHBl CBOEBPEMEHHO IIPEICTaBIATh
CBeZIeHH 00 H3MEHEHUH IePCOHATFHBIX JaHHBIX, BKIIOYEHHBIX B COCTAB JUIHOIO JEIa.

5.2. Tupextop OO0 YuebOHbI neHTp «DKCHepT» 00eCIeunBacT:

. COXPaHHOCTH IUYHBIX JIeT PaOOTHUKOB;

. KOHGHUIESHITMATFHOCTh CBEIEHHI, COIEpKaIUXCs B IWIHEIX Aenax pabotHukoB OO0
YaeOHBIH HEHTP « DKCIIEPT».

5.3. PykoBoauTens oT/iena KagpoB HeCET JUCIUILIMHAPHYIO X HHYIO OTBETCTBEHHOCTE 3a
pasriameHnye KOH(GUAeHIHATbHEIX CBECHUH, CONEPKAMMXCS B IMIHEIX JENaX, U 32 HHEIE HapyIICHHS
IIOPsIIKA BeIEHUS JTUIHBIX JEIL.

6. IIlpaBa paboTHHKOB B padoTogaresst

6.1. JIns obecrnedeHust 3aIiThH IEPCOHANBHBIX TaHHBIX, KOTOPHIE XPAHITCS B TUYHBIX JEIax

pa6otaukoB OO0 YueOHEI meHTp « DKCIepT», paOOTHUKH HMEIOT IIPaBO:

e IIOJIy9aTh MOJIHYIO HHGOPMAIIHIO O CBOMX IIEPCOHANBHBIX JaHHBIX M 06paboTKe 3THX
JAaHHBIX;

. IIOJIy4aTh JOCTYI K CBOMM IEPCOHATHHBIM IaHHBIM;

. IIOJIy9aTh KOIHMH, XpaHIIIUecs B IMIHOM JeJie U COIEp Kalllie IEPCOHANBHEIE JaHHEIE.

6.2. PaboTomarens uMeeT IIpaBo:

. TpeboBaTh UCKITIOYEHHS WIIH UCIIPABICHNS HEBEPHBIX MM HEIIOIHBIX

° oOpabarsiBaTh epcoHaNbHEIE JaHHble paboTHIKOB OO0 YueOHBI HEeHTp «OKCIEPTY, B
TOM 9HCIIE Ha
BIIEKTPOHHEIX HOCHUTEISX, IIOCIIE 3aI0NHEHNS COTPY AHMKAMH 3asIBJICHHUA-COTTIachs Ha 06paboTKy
MIEPCOHABHEIX TaHHBIX;

. sanpammuBath y pabotaiukoB OO0 YueOHbIH IeHTp « OKCIEPT» BCIO HEOOXOAUMYIO
“HGOpMAIIIo, HEOOXOIUMYIO

UL OCYIIECTBIICHHUS TPYAOBOH NEITENbHOCTH.



7. Ilopsigok ydeTa U XpaHeHAS JIAIHBIX e

7.1. JIugnsie nena paboTHHKOB xpaHsTes y pykopogutenss OOO VaeOHbI HeHTp « DKCIEpT» HIIH
PYKOBOAMTEIIS OTAENAa KaAPOB KaK JOKYMEHTHI CTPOroi OTYETHOCTH. E3KEroqHo IpoBOAUTCS IIPOBEPKA
HAJIM9IHS] ¥ COCTOSHHS JTMIHEIX e, akT mpoBepku GUKCUPYETCs B JOIOIHEHUN K aHKETE.

7.2. Jluganbie fgena pabOTHAKOB XpaHATCSA B HAJE)KHO 3aipacMoM ImKady, B KOTOPOM JINIHEIE
JleJIa pacIoiararoTcs B aiaBUTHOM MOPSIKE.

7.3. JIugubie nena paOOTHUKOB YUPEXKICHUS XPAHITCS OTJEIHHO OT JMYHBIX JEJI yBOJIEHHBIX
COTpPYIHUKOB.

7.4. TpynoBbIe KHIXKKH, MEIUITMHCKAC KHUKKA XPAHITCS OTIOENBHO B ceide.

7.5. JIOJDKHOCTHBIE HHCTPYKIMH XPAHSATCS B OTAETBHOMN ITallKe.

7.6. JlocTynl K THNYHEIM JIeiaM pabOTHHUKOB UMEIOT TOJIBKO JIAIA, OIIPEIEICHHBIE IIPHKAa30M
mupektopa OO0 YuebHbIi IEHTp « DKCIEPTY.

7.7. Jluausie nena corpynaukoB OO0 YueOHEIH eHTp «OKcIepT» XpaHaTcs 75 JIeT ¢ roga
YBOJIbHEHUS pabOTHHUKA.

8. 3axkiIrounTeILHBIE NOJIOKEHHS

8.1. HacTosmee monoxeHne BCTYIIAET B CHIIy C MOMEHTA €0 YTBEPKICHUS U NEHCTBYET

6eccpOoYHO O IPUHATHS HOBOTO ITOJIOKCHHS.






