[Tpunsro :

Ha 3aCeJIaHuH NearorHyeckoro CoBeTa
MBJIOY «CyHbckuii neTckuii camy
npotokon Ne 4 ot 28.05.2021r.

Cornacosano:

Ha 3ace/laHnuH 0011ero coopaHus paboTHUKOB
MBJIOY «Cyubckuii nerckuit camy
ITpotoxon Ne 4 ot 27.05.2021r.

/Myxamerxanosa I".P./
ot 28.05. 2021roxa

ITonoxenue
O TIOpSI/IKE BEJICHUS JIMYHBIX JIENT Mearornueckux
pabOTHUKOB M IPYyTUX COTPYIHUKOB MYHHIUNAIBHOTO OI0KETHOTO
JIOUIKOJIBHOTO 00pa30BaTeIbHOTO yupexaeHus «CyHbCKH AeTCKHUil cajl »
Mamapiickoro MyHUIMIANBEHOTO paiiona PecryGmmkn Tarapcran

1.OBIIME ITOJIOXKEHU S

I.1 Hacrosimee [Tonoxenue ompezenser nopsaok BeICHHs JIMUHBIX Je] MEAroroB 1 COTPY/IHUKOB
MYHULUIIATILHOTO OI0JKeTHOro 00meobpasoBarensHoro yupexerns MBJIOY «CyHbCKHH HeTcKuil cany
MamazbieKkoro MyHHIMIATBLHOTO paifoHa Pecniy6imxu Taraperan (nanee — Yupexenue).

1.2 Jlnunoe neno paGOTHHMKA — COBOKYNHOCTB JIOKYMEHTOB MEPCOHATBHOTO ydera, COJepiKallux
CBE/ICHHS O pabOTHUKE U €r0 TPYAOBOi AEATEILHOCTH.

1.3 Tlonoxenue paspaborano B cootBeTcTBUM ¢ DeneparbHbM 3akoHOM OT 29.12.2012r. No 273-d3
«O0 obpasosanuu B Poccuiickoit deneparmmy; ®enepanbHbM 3akoHOM OoT 27.07.2006 Ne 152 «O
NCPCOHAILHBIX NTAHHBIX» B penakuud ot 30 nexabps 2020 roma , MeTOAMYECKMMH PEKOMEH/AIHSAMH
Pocapxusa, Ykasom IIpesunenta P® or 30.05.2005 Ne 609 «O6 yrBepxaeHuu [lonoxenust o nepconaabHbIX
A@HHBIX TOCY1apCTBEHHOTO Cityxauiero Poceniickoit Genepaniuy u BEACHHH €r0 JIMYHOTO JIeJIay B PEJAKIHH OT

23 mrons 2019 rona , Tpynosoit Kogexkcom Poceuiickoii Denepanun , KomleKTHBHBIM JI0TOBOPOM M YCTaBOM
Yupexaenus.

2. IOPAIOK ®OPMHPOBAHUSI JIMYHBIX JIEJI COTPY JHUKOB
2.1 ®opmupoBaHHE JMYHOIO JeNia IENArorOB M  COTPYIHHKOB VYupexJieHuss TMpOU3BOMTCS

HETIOCPENICTBEHHO MOC/IE MpHEMa Ha PaboTy B Yupexk/IEHHe MM NepeBoa NeJaroroB M COTPYAHHKOB U3
ApYroro 06pa3oBaTeNIbLHOTIO YUPEKICHHUS.

2.2 Tlpu nocrynyienny Ha paboTy compyoHuK npedocmasnsem (npu Hanuyuun):

. [lacriopt uiM HHOM IOKYMEHT, Y10CTOBEPSIOIIHI JIHIHOCTS;
. CripaBky o HaM4uH (OTCYTCTBHH) CYMMOCTH H (HIIH) (akTa yrooBHOTO 1pecienoBaHus;
. JIOKyMEHT BOMHCKOTO ydeTa (JUIsi BOEHHOOOS3aHHBIX JIHLL);

. JlokymeHT 06 oOpa3zoBanuu;

. TpynoByio kKHIKKY;

. 3asiBlIeHHE O NpHeMe (MM 0 IepeBojie) Ha paboTy;

. MeHIHHCKYI0 KHUXKKY:;

. ABTobHOrpaduio;

. JIoKyMeHT 0 KBanu(UKaLUHK (aTTeCTAMOHHBIH JIUCT);

. Y10CTOBEPEHHUS O IPOXOXKIAEHHH KYPCOB;

. CrpaxoBoe CBHIETENECTBO IEHCMOHHOTO CTPAXOBAHHSL;

. WV nenTudukanoHHbIH HOMEp HAJIOTOIIATE bIHKA;

. CBunetenscTBo 0 Opake;

. CBHIETENBCTBO O POXKIECHHH AETEil;

. JIOKYMEHTBI 0 HarpaxJIeHHUH.

. CkopocuuBaresinb



. TPYJOBOH JOTOBOP B IBYX SK3EMILIApax;
. MpHKa3 O IpueMe Ha padoTy;

. TUYHYI0 KapTouky NeT-2.
Pabomooamennv 3naxomum:

. ¢ YcraBom YupexaeHus;

. ¢ JIOIKHOCTHOM MHCTPYKLUEH;

. ¢ [IpaBuiiamu BHYTpEHHETO TPYIOBOI'O PACHOpsAKa;

. ¢ [Tonoxxenuem 00 omare Tpyna ¥ MPEeMUPOBAHUH;

. ¢ KosiekTuBHBIM 0roBOpOM;

. ¢ [Tonoxxenuem o nopsijiKke 0OpadbOTKU MEPCOHATBHBIX TAHHBIX;

. IPOBOJUT BBOJHBIM HMHCTPYKTaXX, MHCTPYKTaXX [0 OXpaHe Tpyda Ha paboueM MecTe,

MHCTPYKTAX IO MPOTHUBOIOKAPHOH 6€30MaCHOCTH, IO aHTUTEPPOPUCTUYECKON 3AIIUIIIEHHOCTH.

3. IOPAJOK BEAEHW A JIMUHBIX IEJ ITEAAT'OI'OB 1 COTPY/JHMKOB

3.1 JIudHoe AeNo MeIaroroB U COTPYIHUKOB YUPEKIACHHS BEACTCS B TEUCHHUE BCETO MEPHUOIa PAOOTHI
Ka)XJIOTO Ilefjarora 1 COTpyIHUKa.

3.2 dopmupoBaHUEe JUYHOTO Jefla pabOTHHKA MPOU3BOAUTCS paboTojaTesieM HE MO3JHEe MATH
pabounx THEH co IHA 3aKII0YEHHs TPYIOBOTO JOTOBOPa M TOJBKO IMOCIIE MOIYYeHUS OT pabOTHUKA COTIacHs
Ha 00pabOTKy ero NepcoHaIbHbBIX JaHHbBIX.

3.3 JIncThl JOKYMEHTOB, IIOMELICHHBIX B JIMYHOE JEJI0, IOJIEXKAT HyMEpaLuu.

3.4 JIoKkyMeHTHI TOMEIIAIOTCS B MANKy - ckopociuBatenb. [Ipu yBonsHeHUN pabOTHUKA BCE JIUCTHI U3
JIMYHOTO JIeJIa U3bIMAIOTCS U3 CKOPOCILIMBATEIS MallKK, IPOLIMBAIOTCS HUTKAMH U CAAIOTCS B apXUB.

3.5 BHyTpeHHss onuch JOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIEJI€, JOJIKHA COJEPKATh CBEICHUS O
HNOPSAKOBBIX HOMEpPax, HAUMEHOBAHMSX JIOKyMEHTOB JI€la, KOJIMYECTBE JIMCTOB, JaTax BKJIIOYEHHUS
JIOKYMEHTOB B JIMYHOE JEJIO U U3BATUS U3 JIeJIa, @ TAKKE KEM U3BAT JOKYMEHT U 110 KaKOW MpUYUHE.

3.6 BHyTpeHHSIsI OMHUCH COCTaBJISIETCSI HA OTACIBHOM JIUCTE MO YCTAaHOBJIICHHOW (opme (COriiacHO
npuniokeHuto Nel). JIuctsl BHyTpeHHEH OMKMCH HYMEPYIOTCS OT/IEIbHO.

3.7 BeneHune TUYHOrO Jiea MpelycMaTpuBaeT:

3.7.1. IlomenieHne  TOKYMEHTOB, NOJUIEKALIUX XPAHEHHIO B COCTaBE JIMYHBIX J€l, B XpO-
HOJIOTUYECKOM TOPSIJIKE:

e BHyTpeHHss OUCH TOKYMEHTOB;
Amnkera;
ABTtobuorpadus;
Komuu noxymenToB 06 06pa3oBaHuy;
3asiBieHUE COTPYAHUKA O TIpUEME Ha paboTy;
Konus npukasza o npueme Ha padbory;
TpynoBoii 10roBop;
Cornacue Ha 00pabOTKY MEPCOHATBHBIX JaHHbIX;
CrpaBka 0 HaJIM4uM (OTCYTCTBUM) CYTUMOCTH U (M) (haKTa YrOJIOBHOTO IPECIeIOBAHNUS;
Konuu 1okyMeHTOB 0 KBanM(UKaLUU (JOKYMEHTHI 110 aTTECTaIIH);
Konuu 10KkyMeHTOB KypCcOB HOBBIIIEHHS KBaJIU(UKAIIH;
Konuu nocnenyronmx npruka3oB o JUYHOMY COCTaBy, KOTOpPbIE KacaroTcst pabOTHHKA;
JloTIOJIHUTENBHBIE COIVIALLIEHHS K TPYI0BOMY JA0T'OBOPY;
Konuu uHBIX TOKyMEHTOB COTpYJHUKA (TP HEOOXOIMMOCTH);
e JlucT 03HaKOMJICHUS INYHBIM JIETIOM;

3.7.2. EXXeroHyr0  MPOBEPKY COCTOSIHUS JJUYHOTO JIeJIa MEeJaroroB U COTPYJHUKOB Y UPEXKICHUS HA
IPEIMET COXPAHHOCTH BKJIIOYEHHBIX B HETO JIOKYMEHTOB M CBOEBPEMEHHOE 3aIlOJHEHHUE, 10 Pe3yjbTaTaM
KOTOPOT'0 BHOCUTCS 3aITUCh 00 03HAKOMJIEHUH (COTIacHO mpuiiokeHus Ne2)

4.IIOPAOK YUYETA U XPAHEHUSA JIMYHBIX JEJI ITIEJATOI'OB 1
COTPYJHUKOB YUYPEXKXJIEHUSA
4.1 XpaHeHHe U y4eT JUYHBIX JeJ MEeAaroroB U COTPYAHUKOB YUPEKICHHUS OPTaHU3YIOTCS C LEJbIO
OBICTPOrO M 0€30MMOO0YHOr0 TOWCKA JIMYHBIX NI, 00eCIeueHUs] UX COXPAHHOCTH, a TakXe oOecredeHUs



KOH()HICHIIMAIBHOCTH CBEICHUM, COACPIKAIUXCS B JOKYMEHTaX JIMYHBIX JIeJl, OT HECAHKIIMOHUPOBAHHOTO

JI0CTyMa:

. TpynoBble KHUKKU XPaHITCS OTAEIBHO B CTIajbHE TYMOOYKE 3aBEYIOIIET0 Y UpexICHNUS;

. MeauiuHCKIEe KHIKKU XPAHSTCS OTACIBHO B ClIalbHE TyMOOYKE 3aBEAYIOMIETO Y UPEKICHUS;

. JI0JPKHOCTHBIE MHCTPYKLIUU XPAHATCS B OT/AEJIBbHOMN NANKE Y 3aBEAYIOIIEr0 Y UpexkICHHUS.

. Jlnunble KapTOUKH pabOTHUKOB (popma NeT.2.) XpaHATCS B OTAETHHOHN MankKe y 3aBEAYIOIIETO
YupexnaeHus.

. JIndHOE JeNI0 KaKI0ro COTPYAHUKA XPAHHUTCS B MAINKEe CKOPOCIIUBATENIC B CHAIBHE TYMOOUYKE
YupexnaeHus.

. JocTym K TUYHBIM JIej1aM MeIaroroB U COTPYAHUKOB Y UPEKICHUS UMEIOT TOJIbKO 3aBEAYIOIINMA
YupexnaeHus.

. CucremaTtuzanusi JIMYHBIX JIeJT TEJaroroB M COTPYAHHMKOB YUpPEKJEHUS NPOU3BOJIUTCA B
an(aBUTHOM MOPSIKE.

. JInuHble Niena nmeaaroroB U COTPYAHUKOB YUpEKICHHS, XpaHATCA 75 JIET C To/la YBOJIbHEHHUS
paboOTHHKA.

5.ITOPSA1OK BBIJIAYM JIMUHBIX AEJI BO BPEMEHHOE [TIOJIb30OBAHUE
5.1 Boigaua nuyHbIX 1en (OTAENBHBIX JOKYMEHTOB B COCTaBe IUYHOIO Jelia) BO BpPEMEHHOE
MOJIb30BAHNE TIPOM3BOAMTCS C Pa3pelICHUs 3aBEAYIONICT0 YUpexacHus. Bpems paOoThl OrpaHUYHBACTCS
npenenaMu ogHoro pabouero aHs. B kouie pabodero nHs 3aBeayromuil 00s3aH yOeAUTHCS B TOM, YTO BCE
JUYHBIC JI€7la, BBIJAHHBIE BO BPEMEHHOE I10Jb30BAHHME, BO3BpAIEHbl HA MECTO XpaHEHUsT U €CTh JIU
HEOOXOUMOCTD I IPUHSITHUS MEP K MX BO3BPAILICHUIO UM PO3BICKY.

6. OTBETCTBEHHOCTD
6.1 Ilegarorm M COTPYAHMKM YUpexXAeHUs 00s3aHbl CBOEBPEMEHHO IPEJCTaBISTh 3aBEAYIOLIETO
CBe/IeHUs 00 U3MEHEHUH B IEPCOHAIBHBIX JAHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO JEa.
6.2 PaGotonaTe/b oOecrieunBacT:

. COXPAHHOCTB JIMYHBIX JI€J] ME€IaroroB U COTPYAHUKOB Y UPEXICHHUS;
M KOH(l)I/II[GHHI/IaJ'H)HOCTI) CBCI[GHI/II\/JI, COACPIKAIMXCA B JIMYHBIX ACJaX ICAaroroB 1 COTpyJHUKOB
YupexneHus.
7. IPABA

7.1. lnst oGecrieueHus 3alTuThI TEPCOHATIBHBIX TAHHBIX, KOTOPHIE XPAHATCS B IMYHBIX JI€JIaX Ie1aroroB
U COTPYAHUKOB YUpPEKIEHUS, UMEIOT MPABO:

. [TomyunTs OHYIO HHMOPMAIHIO O CBOMX MEPCOHATBHBIX JaHHBIX U 00Pa00TKE TUX JaHHBIX;

. ITonyunTs AOCTYII K CBOUM NEPCOHAIBHBIM JaHHBIM;

. [Tonyunts KONKM, XPAHSIIHECS B IUYHOM JIEJI€ U COAEPIKAIINE IEPCOHATBHBIE JaHHBIC.

. TpebGoBaTh UCKIIIOUEHUS WIIA UCTIPABIICHUSI HEBEPHBIX MJIM HETIOJHBIX IEPCOHAIBHBIX TAHHBIX

padoTonaresib UMEET IIPABO:

. OOpabaTpiBaTh TEpCOHANBHBIE JaHHBIE TMEAArOrOB M COTPYIHUKOB YUPEXKACHUS C HX
pa3penieHus, B TOM YHCII€ U Ha JIEKTPOHHBIX HOCUTEISX;

. 3anpocuTh OT MEJAroroB U COTPYAHUKOB YUPEKICHHUS BCIO HEOOXOAMMYIO HH(OPMAIIHIO.



Onuch TOKYMEHTOB, HIMEIONIUXCS B TMIHOM JIENIE

(®.1.0.)
Ne | HaumeHoBaHuE TOKYMEHTa [ara Kou-Bo | JlaTta KeM uzbsar
n/m BKJIIOYE- | JIUCTOB | U3BSTHS JIOKYMEHT
HUS JOKYMEHTA
JIOKYMEH-
Ta B
JUYHOE
JIEJI0
1 | BHyTpeHHss onuch TOKYMEHTOB
2 | AHkera
3 | ABrobuorpadus
4 | Konuu 1oKyMeHTOB 006 00pa30oBaHuU
5 | 3asBnenue paboTHHKA O IpHEeMe Ha paboTy
6 | Komus npukasa o mpueme Ha paboTy
7 | TpynoBoit noroop
8 | Cormacue Ha 00pabOTKy MepCOHATBHBIX
TAHHBIX
9 | CopaBka o  Hamuuuu  (OTCYTCTBHH)

CyIuMOCTU U (uiu) gaxTa YyrojaoBHOIO IIpe-
CJICZIOBAHUS

10 | Komum JOKYMEHTOB O  KBaIH(pHKAIUH
(ITOKYMEHTHI 10 aTTeCTaI1H)

11 | Konuu [AOKYMEHTOB KypCOB HOBBILICHUS
KBaJTM(DUKAITIH

12 | Komun  mocnenyromux  OpPUKa3oB 10
JUYHOMY COCTaBy, KOTOpble KacaroTcs
paboTHUKA

13 | JlonomHUTENbHBIE COTAIICHUS K TPYAOBOMY
JIOTOBOPY

14 | Konuu MHBIX TOKYMEHTOB COTpYAHMKA (IIPU
HEO0OXOIMMOCTH)

15 | JIuct 03HaKOMIIEHUS JIUYHBIM JIEJIOM




JIMCT O3BHAKOMJIEHH A C JIMYHBIM JIEJIOM

Ne TToamuce dUO Hara

1. C IUYHBIM I€I0M
03HAKOMJIEH

2. C IUYHBIM I€I0M
03HAKOMJIEH

3. C IUYHBIM JI€I0M
03HAKOMJIEH

4, C IUYHBIM I€I0M
O03HAKOMJIEH

5. C IUYHBIM JEJIOM
O3HAKOMJICH

6. C IUYHBIM JEJIOM
O3HAKOMIJICH

7. C INYHBIM OEJIOM
O3HAKOMJICH

8. C INMYHBIM OEJIOM
O3HAKOMJICH

9. C INMYHBIM OEJIOM
O3HAKOMJICH

10. C INMYHBIM OEJIOM
O3HAKOMJICH

11. | C nuyHBIM O€I0M
O3HAKOMJICH

12. | C nUYHBIM IEJIOM
03HAKOMJIEH

13. C IWYHBIM [EJIOM
03HAKOMJIEH

14. C IUYHBIM JEI0M
03HAKOMJIEH

15. C IWYHBIM [EJIOM
03HAKOMJIEH

16. C IUYHBIM [EJIOM
03HAKOMJIEH

17. C IUYHBIM JEI0M

O3HAKOMJICH
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