[MpunsTO : YTBEpKICHO:
Ha I1€aroru4yeckoM COBETe 3aseayiommit MBJIOY «HuKHEAKHHCKHH
MBJIOY «HuKHEIKUHCKUH TETCKUA cay» JETCKHUH camy MamabIlcKoro
npotoxon Ne ¢ or/2 oy 2021r. MYHHIIIIATARHOTO paiiona PT
/.PM “%. Iluramosa A.T'.

:\\ —

CornacosaHo Ha 061eM coOpaHuy pabOTHHKOB:
MBJIOY- « HuKHESIKHHCKHH JIETCKUHM ca»
Ipotokon Ne _3 or</8 04 2021r.

Monoxenne v o=
0 Mopsi/iKe BeJeHHs JIMYHbIX €]l NeJaroruieckux
paGOTHUKOB M JPYTMX COTPYAHHWKOB MYHHLHIIATILHOTO 0101KETHOTO
JIOILIKOJIBHOTO 00pa30BaTEIbHOIO yUpEeKACHHUS «HKHESKUHCKUM TETCKUH caj »
MaMaIBIICKOro MyHHIMIATBHOTO paiiona PecmyOmukyu TaTtapcran

1.OBIIHUE ITOJIOXEHWA
1.1 Hacrosumee ITonoKeHHWe ONpeAeNnseT NOPAIOK BEJCHMs JMYHBIX JeJ MEIaroros M

COTPYAHUKOB MYHMIIUTIATEHOTO OrOUKETHOTO 0611e06pa30BaTEIbHOIO yUpeKICHHUA
MBJI0Y «HixHesKMHCKUI AeTckui cajy  MaMajbllcKoro MyHUIMIATILHOTO paiona Pecrnybnnku
Tarapcran (nanee — YUpekaACHHE). =t

|2 JluuHoe meno paGOTHHKA — COBOKYIHOCTb AOKYMEHTOB [MEPCOHANBHOIO  yHeTd.

COEpKAIIMX CBENEHHUs O PabOTHHKE U €ro TPYAOBOH AEATEIBHOCTH.

1.3 TlonoxeHue pa3paboTaHo B COOTBETCTBUH ¢ De/epabHBIM 3aKOHOM OT 29.12.2012r. Ne
273-®3 «O6 obpasoanuu B Poccuiickoit ®enepaunn»; DenepalbHbM 3aKOHOM OT 27.07.2006 Ne 152
«O nepcoHATBHBIX JaHHBIX» B PEJAKIHU OT 30 mexabps 2020 roxa , MeToau4eCKUMH PEKOMEHIAIUAMH
Pocapxusa, Ykazom Ilpesunenta PO ot 30.05.2005 Ne 609 «O6 yreepxnaenun [lonoxenus o
TIEPCOHANBHBIX JAHHBIX TOCYHapCTBEHHOrO CIy’KaIlero Poccuiickoit dDenepaunu U BEJICHHH  €r0
JIMYHOTO Jena» B pemakuuu oT 23 mons 2019 rona .Tpynosoii Koznexcom Poccuiickoi ®denepauuy ,
KOIeKTHBHBIM 0TOBOPOM U YCTABOM Y UPEXKIACHHS.

2. TIOPSIZIOK ®OPMUPOBAHUS JIMYHBIX JIEJI COTPYJJHUKOB
2.1 ®opMHMpOBaHHE JMYHOIO Jela IEeJaroroB ¥ COTPYIHHKOB VypekIeHUs TPOM3BOAUTCH
HeroCpe/ICTBEHHO TOCIE IpHeMa Ha paboTy B YUPEXKIIEHHE HITH IIEPeBO/Ia NMEJaroron U COTPYJAHUKOB M3
Jpyroro 06pa3oBaTeNbHOTO yUPEeKACHHMS.

2.2 Tlpu mocTyIUIeHUH Ha paboTy compyoHuK npedocmasnaem (npu HATUUL):

. TTaciopT MM HHOM JOKYMEHT, Y0CTOBEPAIONIMHA JTUIHOCTD;

. CropaBKky O HalWYUH (OTCYTCTBMH) CYAMMOCTH M (HIJIH) (akTa yroJlOBHOrO Ipe-
ClIe/I0BAHHUS;

. JIOKyMEHT BOHHCKOTO yyeTa (s BOEHHOOOSI3aHHBIX JIHIL);

. JlokymeHT 06 06pa3oBaHHH;

. TpyoBYIO KHHIKKY;

. 3asBieHne 0 mpHeMe (WK O TIepeBoie) Ha paboTy;

. MeIMIMHCKYIO KHHIKKY;

. ApToGuorpaduio;

. JIOKyMEHT O KBaH(UKALKK (aTTECTallMOHHBIHA JIACT);

. VY 10CTOBEPEHHS O TIPOXOIKACHUH KYPCOB;

. CTpaxoBO€e CBHACTENHCTBO MEHCHOHHOTO CTPaXOBAHHUY,

. U neHTHUKAIMOHHBIH HOMED HAJIOTOIIATENbIINKA,

. CBH/IETENILCTBO O Opake;

. CBHIETENBCTBO O POXICHHH JIETEH;

. JIOKYMEHTBI O HarpaXXIeHHH.

. CkopocIuBareib

. TPYIOBOH JOTOBOP B IBYX IK3EMILIAPAX;



. MpUKa3 o mpueMe Ha padoTy;

. JUYHYIO KapTouky NeT-2.

Pabomooamens 3naxkomum:

. ¢ YCcTaBOM YUpexIcHUs;

. ¢ JIOJDKHOCTHOM MHCTPYKIIUEH;

. ¢ [IpaBunamu BHYTPEHHETO TPYAOBOTO PACIIOPSIIKA;

. c [lonoxenuem 06 oruiare TpyAa U IPEMUPOBAHUH;

. ¢ KomiekTuBHBIM JOTOBOPOM;

. ¢ [lonoxenuem o nopsike 0OpabOTKH NEPCOHABHBIX JaHHbIX;

. MIPOBOANT BBOJHBIM WHCTPYKTAXK, MHCTPYKTAXK IO OXpaHE Tpyda Ha pabodeM MecTe,

MHCTPYKTaX I10 IPOTUBOINOXKAPHOI 0€30M1acCHOCTH, 10 aHTUTEPPOPUCTUUYECKON 3AIIUIIEHHOCTH.

3. ITOPAJOK BEJAEHW A JIMYHBIX JEJI IIEJATOI'OB 1 COTPYJHUKOB

3.1 JInuHOE neno meaaroroB U COTPYAHMKOB YUpEXKIEHUS BENETCSA B TCUEHUE BCEro IEpUOAA
paboThI KAKAOT0 Meaarora 1 COTpyaHHKA.

3.2 ®opMupOBaHHUE JUYHOTO Jea pabOTHUKA MPOU3BOJUTCA pabOTONATENEM HE MO3HEE MATH
pabouux JHEH CO JHA 3aKIHOYEHUs TPYAOBOIO JOTOBOPAa M TOJBKO IOCIE MOIY4EHHUS OT pabOTHHKA
coryiacust Ha 00pabOTKy €ro MepCOHANbHBIX JaHHBIX.

3.3 JIuCTBI JOKYMEHTOB, IOMEIIEHHBIX B JINYHOE AEJI0, OJIEKAT HyMEpaliHy.

3.4 JIoKyMEHTHI TIOMEIIAIOTCSl B TMANKY - CKOpOCIIUBaTeNb. [Ipu yBONbHCHHH paOOTHHKA BCE
JIUCTBI U3 JIMYHOTO JIeJ1a U3bIMAKOTCS U3 CKOPOCLIMBATENS MANKH, IPOIIMBAKOTCS HUTKAMU U CAAKOTCS B
apXuB.

3.5 BHyTpeHHsA ONHCh JOKYMEHTOB, HMEIOLIMXCS B JIMYHOM JI€Ne, JOJDKHA COJEp)KaThb
CBEJICHUSI O IOPSAJKOBBIX HOMEpaX, HaUMEHOBAaHHUAX JIOKYMEHTOB Ji€jla, KOJIMYECTBE JIMCTOB, JaTax
BKJIIOUEHUS IOKYMEHTOB B JIMYHOE JIEJI0 U U3BATUA U3 [€N1a, a TAKXKE KEM U3BAT JOKYMEHT U IO KaKou
IIPUYMHE.

3.6 BHyTpeHHsIsI OmMChb COCTaBIS€TCS Ha OTJAENBHOM JIMCTE€ [0 YCTaHOBJIEHHOW (opme
(cornmacHo npuiioxeHuto Nel). JIucTel BHYyTpeHHEH ONMCH HYMEPYIOTCS OTAEIBHO.

3.7 BeneHue nu4yHOrO /1e€na MpexyCcMaTpuBaeT:

3.7.1. Ilomemienne  JOKYMEHTOB, IMOJUIEKAIIUX XPAHEHUIO B COCTABE JIMYHBIX M€, B XpO-
HOJIOTUYECKOM IIOPSIIKE:

e BHyTpeHHsIS ONUCH JOKYMEHTOB;
Amnkera;
ABTtobuorpadus;
Konuu noxymenToB 00 o0pazoBaHuy;
3asBIEHUE COTPYAHHKA O pUEeMe Ha paboTy;
Konus npukasza o npueme Ha pabory;
TpynoBoii 10roBop;
Cornacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;
CrpaBka 0 HaTM4YUU (OTCYTCTBUH) CYTUMOCTH U (MJTH) (hakTa yroJIOBHOI'O Mpecie0BaHuUs;
Konuu 1okyMeHTOB 0 KBaNU(UKALUU (JJOKYMEHTHI [0 aTTECTALNH);
Konuu 10KkyMEeHTOB KypCcOB MOBBIIICHHSI KBATU(UKALIH;
Konuu nocienyronmx npukas3oB M0 JIMYHOMY COCTaBY, KOTOpbIE KacatoTcs paOOTHUKA;
JlononHUTENBHBIE COTIALIEHUS K TPYAOBOMY JOTOBOPY;
Konuu uHBIX TOKyMEHTOB COTpYAHUKA (TP HEOOXOJMMOCTH);
e JlucT 03HaKOMJICHUS JIMYHBIM JIETIOM;

3.7.2. ExxerogHyto  IpPOBEPKY COCTOSIHMSI JIMYHOTO Je€jla IEJaroroB MU COTPYIHUKOB

VYuypexneHus Ha NpPeaIMET COXPAaHHOCTH BKIIIOUEHHBIX B HEro JOKYMEHTOB U CBOEBPEMEHHOE

3all0JIHEHHE, 110 Pe3yJabTaTaM KOTOPOIO BHOCHUTCS 3alHCh 00 O3HAKOMIICHMHU (COIJIACHO IPHIIOKEHUS
Ne2)

4.JIOPAAOK YUETA U XPAHEHMUS IMYHBIX AEJ IIEJATOI'OB U
COTPYJHHUKOB YUYPEXJIEHU S
4.1 XpaHeHue W ydeT JIMYHBIX JIeT MEJaroroB U COTPYAHHKOB YUpPEKIACHHS] OPTaHU3YIOTCS C
[ETBI0 OBICTPOTO M OE30MMOO0YHOTO TMOMCKA JTUYHBIX 1€, 00ECTICUeHUs] WX COXPAHHOCTH, a TaKKe
2



obecneueHUs KOH(I)I/IILCHL[I/IEUIBHOCTI/I CBeﬂeHHﬁ, COoACpKAMMUXCAd B HOKYMCHTAx JIMYHBIX [OCJI, OT
HCCaAaHKIIMOHUPOBAHHOI'O JOCTYyIIA:

. TpynoBbie KHMKKU XPaHITCS OTACITHFHO B KOMHATE 3aBEAYIONIETO YUpEKICHUS;

. MenuIHCKIe KHIKKU XPaHSATCS OTACIBHO B KOMHATE 3aBEIYIOUIETO Y UPEeIKIACHUS;

. JIOMKHOCTHBIC MHCTPYKITUU XPAHATCS B OTACIBHOM IMAIKe Y 3aBEAYIONIETO Y UPESIKICHUSI.

. Jlnyaele kapTO4yku paboTHHUKOB (popma NeT.2.) XpaHsITCs B OTAEIBHOW TalKe Y
3aBEIYIOLLETO Y UpEKICHUS.

. JIuuHOE JeJ0 KaXIOoro COTPYIHHKA XPAaHUTCS B Mamke B CHalbHE TYMOOYKE
Yupexaenus.

. JIoCTyn K JHMYHBIM JIelaM TIeJarOTOB W COTPYAHUKOB YUPEXKICHHS HMEIOT TOJIBKO
3aBEYIOLIMI Y UPEKICHUS.

. CucremaTtu3anus JUYHBIX JeJT TIEJaroroB U COTPYIHUKOB YUPEKICHHS MTPOU3BOIUTCS B
asi(haBUTHOM TOPSIIIKE.

. JIuuHbIe J1ena MeIaroroB U COTPYIHUKOB YUpPEKICHUS, XpaHATCS 75 JIeT ¢ roja yBOJb-

HeHHs pabOTHHUKA.
5.MN0PSJOK BbIJAYU JTUYHBIX JAEJ BO BPEMEHHOE I1OJIb30BAHUE
5.1 Bolgaya nuuHbBIX Jen (OTAETBHBIX JTIOKYMEHTOB B COCTaBE JIMYHOTO Jefla) BO BPEMEHHOE
M0JIb30BaHUE TPOU3BOIUTCS C pa3pelieHHs 3aBeayloniero YupexaeHus. Bpems pa®oTsl orpaHuyu-
BaeTCs MpejesiaMu OJHOro pabodero nHs. B koHIe pabodero mHs 3aBenyronmii o0s3aH yOeAWTHCS B
TOM, YTO BCE JIMYHBIC JIeJIa, BBIJJAHHBIC BO BPEMEHHOE I0JIb30BaHKHE, BO3BPAIICHBI HA MECTO XPaHCHUS U
€CTb JIM HEOOXOAUMOCTB JIJIsl IPUHATHS MEp K MX BO3BPAIICHUIO WM PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ilexaroru M COTPYAHUKH YUpEeXJEHUS O0S3aHbl CBOEBPEMEHHO IPEJCTABIATH
3aBCIIYIOIlI€FO CBCIACHUS 06 N3MCHCHHUU B HCpCOHaJ'IBHBIX JAaHHBIX, BKJIIIOYCHHBIX B COCTaB JIMYHOI'O
Jiena.

6.2 PaboromareiL oOecrieunBacT:

. COXPaHHOCTh JIMYHBIX JIC]I MIEIarOroB U COTPYTHUKOB Y UPEIKICHHS,;

o KOH(l)I/II[eHHI/IaJIBHOCTI) CBCI{GHI/Iﬁ, coaepncanmxcs{ B JIMYHBIX JOcJIaxX II€JaroroB u
COTPY/ZIHUKOB YUpEKICHUSI.

7. IPABA
7.1. Ina obecrieyeHus 3alIUThI EPCOHAIBHBIX JAaHHBIX, KOTOPbIE XPAHATCS B JIMYHBIX Jeiax
[I€JJarOroB U COTPYIHUKOB Y UPEKICHUA, UMEIOT IIPaBO:

. [TonyunTs monHy0 WHGOPMAIIMIO O CBOMX MEPCOHAIBHBIX JaHHBIX M 00pabOTKe ITHX
JTAaHHBIX;

. [TonyuuTs OCTYN K CBOUM MEPCOHAIBHBIM JJAHHBIM;

. [TonyuuTs KONKHU, XpaHSIIKECS B IMYHOM JI€JIE€ U COJIepKalllie MepCOHAIbHBIE JTaHHBIE.

. TpeboBaTh WCKIIOYEHHUS WJIM WCIPABICHUS HEBEPHBIX WM HETOJHBIX MEPCOHATbHBIX
JTAHHBIX

paGoTonaresb UMEET IPaABO:

. OOpabatbIBaTh MEpPCOHATIBHBIC JaHHBIE MEAAroroB W COTPYAHHUKOB YUPEXKIEHHUS C UX
paspelnieHus, B TOM YHCIie U Ha DJIEKTPOHHBIX HOCUTEISIX;

. 3anpocuTh OT MEeIaroroB U COTPYAHUKOB YUPEKICHHS BCIO HEOOXOIMMYI0 HH(POPMAIUIO



Omnuck AOKYMCHTOB, UMCIOIIUXCA B JIMYHOM JCJIC

(®.1.0.)
No | HaumeHnoBanue qoKkyMeHTa [ara Koxa-Bo | JlaTa Kem
n/n BKJIFOYE- | JIUCTOB | H3BATHS U3BSAT
HUs JOKYMEHTA | TIOKYMEHT
JIOKYMEH-
Ta B
JMYHOE
JIeJI0
1 | BHyTpeHHSss ONHCh JOKYMEHTOB
2 | AHkera
3 | ABTobuorpadus
4 | Konuu 1OKyMeHTOB 00 00pa3oBaHUH
5 | 3asBieHue pabOTHHKA O IpUeMe Ha paboTy
6 | Komus npukasa o mpueme Ha paboTy
7 | TpynoBoii 1oroBop
8 | Cormacue ©Ha 00pabOTKy NEepCOHAIBHBIX
JAHHBIX
9 |CopaBka 0  Hanumuuu  (OTCYTCTBHH)
CYyIUMOCTH U (uiu) (pakTa yroJxoBHOTO mpe-
CIICIOBaHUS
10 | Konuu  JOKyMEHTOB O  KBalH(pPUKAUU
(JIOKYMEHTEHI IO aTTECTAIIUN)
11 | Konun MAOKYMEHTOB KYypCOB TMOBBIIICHUS
KBaJIM(DUKAITIH
12 | Komun  mocnenyommx  TpPUKa3oB 10
JUYHOMY COCTaBY, KOTOpbIE KacaroTcs
paboTHUKa
13 | JomomHUTETHHBIE CoTJIameHust K
TPYAOBOMY JIOTOBOPY
14 | Konuu MHBIX TOKYMEHTOB COTPYIHHUKA (TIPU
He00X0JIMMOCTH)
15 | JIucT o3HAKOMIIEHHS JIMYHBIM JEJIOM




JIMCT OBHAKOMJIEHMA C JIMYHBIM JIEJIOM

Ne IToamuce DUO [ara

1.| C ntuuHBIM fejioM
03HAKOMJIEH

2.| C mU4HBIM IeI0M
03HAKOMJIEH

3.| C muuHBIM e10M
03HAKOMJIEH

4. C mu4HBIM JIeJI0M
03HAKOMJIEH

5. C nuuHBIM Ie10M
03HAKOMJIEH

6. C TU4HBEIM JEeI0M
03HAKOMIJIEH

7.| C TUYHBIM OEJIOM
03HAKOMJIEH

8. C nuuHBIM 1e1oM
03HAKOMIJIEH

9./ C nU4HBIM JEI0M
03HAKOMIJIEH

10 C nuuyHBIM AeiioM
03HAKOMJIEH

11 C nuydasM neaom
03HAKOMJIEH

12 C 1u4yHBIM AejioM
03HAKOMJIEH

13 C nuuyHBIM feiioM
03HAKOMJIEH

14 C nu4uHBIM Je10M
03HAKOMJIEH

15 C nuuHBIM genoM
03HAKOMIJIEH

16 C nuuyHBIM fejioM
03HAKOMJIEH

17 C nuuHBIM 1enoM
03HAKOMIJIEH
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