MyHnunMnansHoe 6r0IKeTHOE TOMKONBHOE 06pa3oBaTeIEHOE yUpeKIeHHE
Aetckuii cag Ne 10 r, Bassmbel CMOJICHCKOH 06TTACTH
(MBJIOY m/c Nel0)

MPHHSATO: VTBEPKIAIO
Ha cofpanmm paGoTHRKOB enyiorii MBJIOY a/c Ne 10
MBJIOV e Ne 10 = '

Tpotokon Ne 277 ot <d’_/}» OF 208k,

COI''TACOBAHO

Tpejceng rens [IK MBJIOVY n/c Ne 10
2o A.A.Pyukuna

MNOJOXEHUE
0 NOpsiiKe BeleHMs! THIHBIX /i1 paGOTHHKOB



MyHuInaibHoe 010 KETHOE JOIIKOJIbHOE 00pa30BaTeIbHOE YUPEKACHUE
nerckui cag Ne 10 r. BaseMmbr CMosteHCKON 001acTH
(MBJOY n/c Nel0)

[MPUHATO: YTBEPXIAO

Ha cobpanny pabOTHHUKOB 3asenytommit MBJIOY n/c Ne 10
MBJOY n/c Ne 10 IIpemens JLT.
IIporokon Ne  oT «_ » 20 T Ilpukaz N oT«_ » 20 1.

COI''TACOBAHO

[Ipenacenarens [IK MBAOY n/c Ne 10

A.A PyukuHa
IMOJIOKEHHUE

0 MOpsAAKE BECACHUSA JUYHBIX 1€J1 paﬁoTHI/IKOB



1. O6mme moxoxKeHus

1.1 Hacrosinee mojiokeHHe ONpeAeiseT NMOPANOK BEeJISHUS JHYHBIX AEN II€Jaroros u
corpyauukos B MBJIOY 1/c Ne3 r. Basemer CMosteHCKO#H obnacTu

1.2. JIuunoe neno pabOTHHKAa — COBOKYNHOCTH JOKYMEHTOB IIEPCOHAIBHOTO Y4eTa,
cozepKanux CBeeHUs 0 pabOTHHKE H €T0 TPYAOBOU AESTEIbHOCTH.

1.3. Ilonoxenue paspaborano B cooTBercTBuH ¢ TK, PenepanbHpM 3aKOHOM OT
27.07.2006 Ne 152 «O mepcoHaNbHBIX JAHHBIX», METOANUECKMMH peKoMeHNanuaMu Pocapxusa,
Vxazom Ilpesugenra ot 30.05.2005 Ne 609 «O6 yreepxaenun 1I0n0KEHUA O MEPCOHATBHBIX
JIAHHBIX TOCYAPCTBEHHOTO ciyxarero Poceuiickoit ®enepanyn 1 BEACHUH €TI0 JIAUHOTO JeIay,
KOJUIEKTHBHBEIM JIoroBopoM i yerasom MBIIOV a/c Ne3 r. Bsisemer CMoneHckoi obnacTw.

2. ®opMHpOBaAHHE JHYHBIX Ie]l PA0OTHHKOB

2.1. ®opMupoBaH#Ke JTUYHOTO Jeia pabOTHHKA TOJIBKO IOCIE MONYYeHHs OT paboTHHKA
coryiacug Ha 00paboTKy ero IepCOHaIBHBIX JaHHBIX.

2.2. Ilpu mocTynieHns Ha paboTy COTPYAHHK IPeIoCTaBiseT (IpH HaIH4IMHu):

— [IacIIOPT WM MHOM JIOKYMEHT, Y/IOCTOBEPSIONIHI THYHOCTD;

— aBToOHOrpaduIo;

— 3asBJICHHE O IIpHeMe Ha paboTy;

— CTPaXxOBO€ CBH/IETEJILCTBO IEHCHOHHOIO CTPaXOBaHUS;

— ueHTH(UKAIMOHHBI HOMEp HAIOToIIaTelbIIHKa;

— JOKYMEHT BOMHCKOTO y4eTa (JUIS BOSHHOOOS3aHHEIX JIUIY);

— IOKYMEHT 00 oOpa3oBaHuu;

— arTecTallHOHHEIN JIUCT;

— copaBKy O Hanuuuu (OTCYTCTBMM) cCyauMmMocTd M (wik) ¢akra YTOJOBHOTO
IpeclieI0BaHHUS;

— TPYJOBYIO KHHXKKY;

— MEJTUITHHCKYIO KHUXKKY;

— CBUJIETEIBCTBO O Opake;

— CBU/IETEJIBLCTBO O POXKIAEHUH JETEH.

2.3. Paboronarens oopmnser:

— MUYHYIO KapTouky Ne T-2;

— IpHKa3 0 IpueMe Ha paboTy (0 epeMENIeHHH Ha JIPyTHe JOJKHOCTH);

— TPYJIOBO# TOTOBOP B ABYX K3EMIUIIpax;
— IOJKHOCTHYIO MHCTPYKIUIO.

2.4. IlepBuyHoe ohopMIIEHHE TUYHOTO JIeJia PeyCMaTpUBaLT:

a) IPUCBOCHHE JIMYHOMY JIelly HOMeEpa COIJIaCHO JKypHaly YydueTa JIMYHBIX JAel
(npunoxenue Ne 1);

0) mpocTtaBieHHe Ha OOJOXKKE JU4YHOro Jena (mpuioxkeHue No 2) cleqyromux
PEKBU3UTOB: HMHJICKC Jena (B COOTBETCTBHM C HOMEHKJIATYpOW JIeNI IIKOJIBI); IOJTHOE
HalMEHOBAHME WIKOJBl; HOMEp JIMYHOro Jena; (aMumiusg MM OTYECTBO pPaOOTHHKA B
MMEHHUTEIILHOM TMaJeXe; MaThl — roJl Hayajla M TOJ OKOHYAHMs BEACHUS Jela; KOJIWYECTBO
JIMCTOB; CPOK XPAaHEHHUS ;

B) IOMEIICHHE JOKYMEHTOB, TNOJUICKAIINX XPAHEHUI0 B COCTaBE JWYHBIX J€J, B
XPOHOJIOTUYECKOM TOPSIIKE:

— BHYTPEHHSIS ONUCH JOKYMEHTOB Jiena (mpuioxkenue Ne 3);

— JIUCT ¢ OTMETKaMH 00 03HaKOMJIEHUH pabOTHHKA C IMYHBIM JiesioM (TpuitoskeHue Ne 4);

— JHCT C OTMETKaMH O Pe3yJIbTaTax €XKErOJHON MPOBEPKH COCTOSHHS JIMYHOTO Jera
(mpunoxkerne Ne 5);

— JINYHBIN JIMCTOK IO y4EeTy KaJpoB WM aHkeTa (mpuiioxkeHus Ne 6 u Ne 7);

— aBroOmorpadus;

— 3asiBJICHUE O TIpHEeMe Ha padoTy;

— MpHUKa3 o0 IpuemMe Ha paboTy;

— JIOJDKHOCTHAS! MHCTPYKIUS;

— TPYJOBOH 10TOBOD;



— JIOTOBOp O TOJIHOW MaTepHabHOW OTBETCTBEHHOCTH (€CIM PaOOTHHK — MaTEpUAIBHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEPUCTUKH U PEKOMEHIATENbHbIE TUChMA;

— corjacue Ha 00pabOTKy MEePCOHABHBIX JTAHHBIX.

2.5. JIucTsl JOKYMEHTOB, IOMEIIEHHBIX B JINYHOE JEJI0, TOAJIEXKAT HyMEpaLiy.

2.6. JIOKyMeHTBI NOMeENIalTCA B NankKy-ckopocmusareab. IIpu yBoJbHeHMH
Pa0OTHHKA NPOIIMBAIOTCS HUTKAMH U CAAKOTCSA B apXHUB.

2.7. BHyTpeHHssl ONUCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM J€Jie, I0JKHA COJIEPKATh
CBEICHHS O MOPAJKOBBIX HOMEpaX, HAaMMEHOBAaHUSAX NOKYMEHTOB JI€Ja, KOJWYECTBE JIUCTOB,
JlaTax BKIIOYEHUS JTOKYMEHTOB B JIMYHOE JIETIO U U3BATHUS U3 JIENIa, @ TAK)XKE KEM U3BIT JJOKyMEHT
U TI0 KaKOW ITPUYHUHE.

2.8. BHyTpeHHS ONMUCh COCTaBIISETCA HA OTICIHHOM JINCTE 1O YCTAaHOBJICHHOU (opme.
JIucTel BHyTpEHHEN ONUCH HYMEPYIOTCS OTIEIBHO.

2.9. Ilpm moAroToBKE JIMYHBIX J€N K Iepelade Ha XPaHEHHWE K BHYTPEHHEH OIUCH
COCTaBIISICTCSI MUTOTOBasl 3alKCh, B KOTOPOM yKasbIBaeTcs LU(PpPaMU U MPOIMHUCHIO0 KOJUYECTBO
BKJIFOYEHHBIX B HEE JJOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

3. Begenne TU4YHBIX €]l pA0OTHUKOB

3.1. JluyHoe neno BeneTcs B TEUEHHE BCEro MepHoAa padoThl KaXKAOro megarora |
cotpynnuka /JOVY.

3.2. [lanbHelilee BeJACHUE JUYHOTO Jelia paOOTHUKA IMpeaycMaTpuBaeT MOMEIIECHHE B
JIeJI0 JOKYMEHTOB, 00pa3yIoluXxcsl B mpolecce pabodeil AeITeIbHOCTH U MMEIOIINX 3HAaYeHHe
JUISl TPYAOBBIX OTHOIICHUI:

— JIONOJTHEHHE K JINYHOMY JIUCTKY 1O y4eTy KaJIpoB;

— JOTIOJHUTEIIbHBIE COTJIAIEHUS K TPYI0BOMY JIOTOBOPY;

— KOTHH MPUKA30B [0 JUYHOMY COCTaBY, KOTOPbIE KacaloTcsi pabOTHHKA,

— OT3BIBBI JIOJDKHOCTHBIX JIMII O pAa0OTHUKE;

— KOIMHU JJOKyMEHTOB O TOBBIIICHUH KBATU(DUKAIUH;

— KOTIHH CepTU(PHUKATOB, TPaMOT;

— JIUCT — 3aBEpUTEIIb Jiesa (COCTaBISAIOT IPU cAaue JIUYHOTO JIeNia B apXUB);

— UHBIE IOKYMEHTHI.

3.3. B nuyHble Jena He TOMENIAIOTCS TOKYMEHTHI, UMEIOIIIEe BTOPOCTEIIEHHOE 3HAaUCHHE
U CPOK XpaHeHus1 MeHee 10 JieT BKIIFOUUTENBHO.

3.4. Bce paOOTHUKHM TNPOXOAAT O3HAKOMJICHHE C JUYHBIMH jaenamu. OO0 3ToM Jenaercs
OTMETKa B JINCTE 03HAKOMJICHHUSI PAOOTHHUKA C TUYHBIM JICJIOM.

3.5. O3HakOMJIEHHE C JEJIOM IPOMCXOAUT MCKIOYUTEIBHO B €ro NPHUCYTCTBHUU.
3ampenaercs BEIHOC Jiefia U3 KaObuHeTa.

3.6. Bblmaua Komui JOKYMEHTOB W3 JIMYHOTO Jiejla TMPOU3BOAUTCA IO JUYHOMY
3asBJICHUI0 paOOTHUKA W C pa3peuieHus 3aBenayromiero. Komuu JOKYMEHTOB JOJDKHBI OBITh
3aBepeHbl U MPE0CTaBIeHbl PAOOTHUKY B TE€UEHHE TPEX AHEU CO JTHS MOJauM 3asiBICHUS.

3.7. 3patue OTAENbHBIX JOKYMEHTOB M3 JIMYHOIO J€jia MPOM3BOAMUTCSA C pa3pelIeHUs
3aBelyroniero ¢ opopMIEHHEM COOTBETCTBYIOLIEH 3anucu B rpade «[Ipumedanuey BHyTpeHHEH
ormucu. [Ipy BpPEeMEHHOM HU3BATUU JTOKYMEHTAa Ha €ro MecTo (MEXIy JHMCTaMH COCETHUX
JIOKYMEHTOB) BKJIaJIbIBA€TCS CIIPABKa-3aMECTUTENb C YKa3aHMEM JaThbl M MPUYUH U3BATHS C
MOAMKCHIO JIMIIA, BBIIABIIETO JOKYMEHT, U MOJIUCHIO JHIA, MOJYYUBIIETO €r0 BO BPEMEHHOE
10JIb30BaHUeE.

3.8. B nemsix obecrieueHUs] KOHTPOJIS 32 COXPAaHHOCTBIO M aKTYaJbHOCTHIO JIMYHBIX JEI B
JOVY exeromno (He mosmHee | kBapranma rojma, CIEAYIOMIETO 3a OTYETHBIM) IMPOU3BOIUTCS
MPOBEPKA UX HAIMYUS U COCTOSHUS.

3.9. EXeroiHyr NpPOBEPKY COCTOSIHUA JIMYHBIX [JI€J1 Ha TMPEAMET COXPaHHOCTH
BKJIIOYEHHBIX B HETO JIOKYMEHTOB NMPOBOAMT CHEIHAIBHO CO3/1aHHas KoMuccus. O nMpoBeAeHHBIX
MIPOBEpPKax JejlaeTcsi OTMETKAa B JINCTE O pe3ysibTaTaX €XeroJHOM MpPOBEPKU COCTOSHHUS U



HAIMYUS JTUYHOTO jena (mpunoxeHue No 5) u cocTaBisieTcs: akT. Pe3ynbTaTsl IPOBEPKU TUYHBIX
JIeNT B 00s13aTEIbHOM TIOPSIIKE AOBOJIATCS 110 3aBeaytomiero JJ0OVY.

4. XpaHeHue U yueT JUYHBIX /1eJ1 pA00THUKOB

4.1 XpaHeHue M y4yeT JUYHBIX JIe] NeJaroroB u corpyaHukoB llIkonsl opranusyrores ¢
1eJIbI0 OBICTPOTrO MOMCKA JIMYHBIX JIeJ, 00EeCNEeUYeHUs X COXPAaHHOCTU M KOH(UIEHIINATBbHOCTH
CBEICHMMN, COJIEPIKALIMXCS B JOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKIIMOHUPOBAHHOT'O JOCTYTIA.

4.2. Jluunple nena pabOOTHUKOB, JIOJDKHOCTHBIE HWHCTPYKUMH B  CIEHUAIBHOM
MeTauindeckoM ceiide. JInunble kapTouku mo yHUHUuupoBaHHOH ¢opme Ne T-2 xpansTcs
OTJEIBHO.

4.3. TpynoBble KHU)KKH, MEIUIIMHCKHE KHUKKH XpaHATCS B ceilde.

4.4. Cucremaru3anusi JUYHBIX JIe]1 pAOOTHUKOB MPOU3BOAUTCS B al(aBUTHOM MOPSIKE.

5. Odopmienne JUYHBIX /1€ pA0OTHUKOB Tepe/ caavyeil B apXuB

5.1. OdopmieHne TUYHBIX A€ IS TIepefadd B apXUB MPOU3BOIUTCS OTBETCTBEHHBIM 3a
XpaHECHHE W BEJICHHE JIMYHBIX JIENI. DTa MPOIeAypa BKIIOYACT:

— MOJIIMBKY (IIEPEIIIET) JENa;

— YTOYHEHHUE HyMEPAINH JINCTOB JICIIa;

— COCTaBJICHHE JTUCTa-3aBeputens (mpunoxkenue Ne §);

— cocTaBJicHHE (YTOUHECHHE) BHYTPEHHEH OTIHCH;

— BHECCHHE YTOYHEHHI B PEKBU3UTHI JIMIIEBON OOJIOKKH JeTa.

5.2. Jluct — 3aBepuUTENb JieNia JOJKEH MOJNKUCATh €r0 COCTABUTENb, MIPU ATOM JI€JIA€TCs
pacmudpoBKa TOMKHOCTH W TMOAINUCH, MPOCTaBIseTcss Aara. B mporecce HMCIOIb30BaHUS
ApPXUBHBIX JOKYMEHTOB B JINCTE-3aBEPHUTEIIC JEITAFOTCS COOTBETCTBYIOIINE OTMETKH.

Ecnu geno moammTo 0e3 NHCTa-3aBepUTENs, TO €ro CIeAyeT HAKICUTh Ha BHYTPEHHIOKO
CTOPOHY OOJIOKKH Jiena.

5.3. C uenbio obecrieueHrss COXpPAaHHOCTH JIMYHBIX JIe] PEKOMEHIYETCS:

— OOBCIUHATh WHAWBUIyAIbHBIC JUYHBIC JieJla YBOJICHHBIX COTPYJAHHKOB B OJIHY
00710%Ky (00BEAMHEHHOE JIeNI0) C TAaKUM PAacyeToM, YTOObl 00BEM Jena (ToMa) He MPEBBIIIAT
250 nucToB (IMyTeM CIIMBKHA MAaTEpUAIOB MHANBUAYAIBHBIX JIEJ TI0 TO/IaM YBOJIHHEHUS);

— pacroyiaraTh MaTepHaibl HHIUBUAYATBHBIX JIE] B Mpeenax faena (ToMa) B ai(aBUTHOM
nopsiike (moaMUIIbHO), OTHAETSIE MaTepPHaNIbl, OTHOCSIIHMECS K Pa3HbIM HWHAWBUIYAJTbHBIM
JenaM, YUCTBIM JIMCTOM OyMarm ¢ YyKa3aHWeM Ha HeM (aMWind, UMEHH U OT4YecTBa
COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/THHKA;

— cHaOXkaTh Kaxa0e O0BEAMHEHHOE JIe70 (TOM) BHYTPEHHEH OIMHUCKHIO C MEPEUUCICHUEM
(haMuiIMii, UIMEH B OTYECTB M YKa3aHHEM HOMEPOB CTPAHUII, B Mpe/enax KOTOPBIX PACIIOIOKEHBI
COOTBETCTBYIOIIME IOKYMEHTHI.

5.4. Tlepegaya AWYHBIX J€J B apXHWB OCYLIECTBIISIETCS HE MO3AHEE TPEX JIET MOCIe
3aBepIICHUS WX B JICJONPOU3BOJCTBE B COOTBETCTBUU ¢ TpadukoMm. I[IpenBaputensHo
CEeKpeTapeM TMPOBEPSETCS IMOJTHOTA W TMPABUIBLHOCTH IMOJATOTOBKH JIMYHBIX JEJN K Tepenadye.
BoisBieHHBIE TIpUM TIPOBEPKE HEJOCTATKU YCTpaHsSIOTCA cekperapeM. llepenaua u mnpuem
MIPOU3BOJIATCS IO OMUCH C TPOCTAHOBKOW OTMETOK O HAIMYWHU JTUIHBIX JICII.

5.5. Jlnunele nena paOOTHUKOB, 3aKOHYEHHBIE AEIONPOU3BOACTBOM a0 1 stHBaps 2003
rojaa, xpauarcs 75 ner, nocne 1 saBaps 2003 roga — 50 ner.

6. OTBeTcTBEeHHOCTH padoToAaTesss H pa0OTHHKA

6.1. Tlemaroru u corpynuuku JIOY 00s13aHBI CBOCBPEMEHHO MPEACTABISTH CBEACHHS 00
W3MEHEHUU CBOUX MEPCOHANBHBIX JAHHBIX, BKJIIFOUEHHBIX B COCTAB JINYHOTO JIENa.

6.2. Paboromarens o0ecrieynBacT:

— COXpPaHHOCTb JTUYHBIX €]l paOOTHHUKOB;

— KOH(UICHIIUATFHOCTH CBEJICHUH, COJIEPIKAIIMNXCS B IMYHBIX JeIax PaOOTHUKOB.

7. IlpaBa paGoronartesisi ¥ padOTHUKA



7.1. Ilenaroru u corpyanuku JIOY nmMeror mpaso:

— TIOJTy4aTh MOJHYIO HHPOpMaIHo 00 00paboTKe CBOMX NMEPCOHATBHBIX JIAHHBIX;

— MOJy4aTh JOCTYIl K CBOMM II€PCOHAIbHBIM JAHHBIM;

— MOJy4aTh KOMUU JOKYMEHTOB, XpaHSLINXCS B JJUUYHOM JIEJIE;

— TpeOoBaTh MCKIIOYCHUSI WIM UCHPABICHUS HEBEPHBIX M HETOJIHBIX (MCKaKEHHBIX) CBOUX
MEPCOHAIBHBIX JaHHbBIX.

7.2. PaboTonarens uMeeT npaBo:

— 00pabaThIBaTh MEpPCOHANbHBIE JaHHbIE PAOOTHUKOB, B TOM YHCIE U Ha 3JIEKTPOHHBIX
HOCHTEJISX;

— 3ampaiirBaTth OT pabOTHUKOB MHGOPMAIMIO, HEOOXOIUMYIO Ul BEACHUS JIMYHBIX JET U
00pabOTKH MEPCOHABHBIX JIAHHBIX.



