MPUHATO TBEPKJIAIO
Ha o0mmem cobpanuu paboTHHUKOB [QY. THemopnaHcKuii
MBJOV Illemopnanckuii A Gat. ; "m KyTiepe»
JETCKH ca,z( Ne 3 «Canasar kynepe» Vi '
nporokon Ne ot «7/P» M0L457M 20 Hr

Ionoxenue
0 NOPSIIKE BEICHUS JINUHBIX A€ IeJarorudeckux pad WX COTPYIHHKOB
MYHHLMIAIBHOTO OHOKETHOTO IOIIKOJIBHOTO 06pa3OBaTenLHom«ygpe, enus «lllemopaanckui
neTckuii can obuiepassusarouiero Buga Ne 3 «Canasar kynepe» ¢. [llemoprnan Cabunckoro
MYHULIMINAIBHOTO paiiona Pecriy6muku TaTapcTany

1.OBIIHME MOJIOXEHUA

1.1 Hacrosimee IlomoxkeHue OMpenensieT MOPSAOK BEACHHWS JHWYHBIX J€]I [EJaroroB
COTPYAHMKOB MYHHOMIIAJBHOTO  OIOMKETHOr0  JOUIKOJNBHOTO 00pa3oBaTELHOTO YUPEHIACHUS
«Illemopnanckuii nerckmii cany obmepassusaromero Buma Ne 3 «Camasat xymepe» c. Illemopnan
Cabunckoro MyHUIMTIATBHOTO paiiona Pecniyonuku Tatapcran» (nanee — Yupexnenue).

1.2 JImanoe neno paGoTHHKA — COBOKYIHOCTh JOKYMEHTOB IIEPCOHAIBHOTO YYETa, COAEPIKAIMX
CBEZICHUs 0 pabOTHHUKE U €r0 TPYAOBO# IEATETHHOCTH.

1.3 Tlonoxenue pazpabotano B coorBeTcTBHU ¢ TK, denepansHbiv 3akoHoM oT 27.07.2006 Ne
152 «O HepCOHaJ'IbHBIX AaHHBIX», METONMYECKUMU PEKOMEHALMAME PocapXHBa VYkasom [Ipesunenta
cnyxcamero Poccnucxon Ddenepau ¥ BEACHUH €0 JIMYHOTO JENa», KOJJICKTHUBHBIM IIOFOBOpOM U
YCTaBOM Y UpEHKIACHHUS.

2. MOPA/IOK ®OPMUPOBAHUA IMYHBIX IEJI COTPYIHUKOB

2.1 ®opmupoBaHHE JMYHOTO [eNia TENaroroB W COTPYAHHKOB YUPEKICHHS MPOU3BOMAUTCS
HENOCPEACTBEHHO MOCHE npuema Ha paboTy B YUpekIeHUE Wi repenoia néaaroros u COTPYAHUKOB i3
ApYyroro 00pa3oBaTebHOTO YUPEKICHHS.

2.2 Tlpu nocrynienun Ha paboTy compyoHuk npedocmaensem (npu Hanuuuu):

. [Tacnopt win HHOI JOKYMEHT, YIOCTOBEPSIOIIHA JIMIHOCTD,

. CnpaBky 0 Hanmunu (OTCYTCTBMM) CYOMMOCTH W (WiM) (pakra YroJiOBHOTrO mipe-
CIIC{OBAHS,

. JIOKyMEHT BOMHCKOTO yueTa (Jisi BOCHHOOOSI3aHHBIX JIHIL);

. JloxymenT 06 06pa3zoBaHum;

. TpynoByro KHIKKY;

. 3asBieHUE 0 ripUeMe (WITH O TIePeBoe) Ha padoTy,

. MennupHCeKy0 KHWXKKY;

. Astobuorpaduro,

. JlokymenT 0 kBanu(uKamuy (aTTeCTallMOHHbIH JIUCT),

. Y nocToBepeHus 0 MPOXOXKICHUH KYPCOB;

. CrpaxoBoe CBUAETENBCTBO IEHCHOHHOTO CTPAXOBAHMS,

i WnentudukaonHbIi HOMED HATOTOILIATE BLINKA,

. CauzerenscTBO 0 Opake;

. CBUIETENECTBO O POXKICHHUH JETEH,

. JIOKyMEHTBI 0 HarpaxIeHUH.

Pabomooamens ohopmnaem:

. TPYAOBO# JOTOBOP B ABYX SK3EMIUIAPAX;

. [puKa3 o mpreMe Ha paboTy (0 mepeMeIieHAN Ha APYTHE TOJHKHOCTH);

. MIMYHYIO0 KapTouky NeT-2.

Pabomooamens snakomum:

. ¢ YcTaBoM YUpeKIeHus;

. ¢ JIOJDKHOCTHOM MHCTPYKIHEIH;

. ¢ IIpaBunaMu BHYTPEHHETO TPYAOBOTO PACTIOPSIKA;

. ¢ KonmnekTiBHBIM 1OrOBOPOM;

. ¢ IMonoxenuem o nopsiake 06paboOTKH NIEPCOHANBHBIX NAHHBIX;

. IIPOBOJMT BBOJHBIA MHCTPYKTaK, MHCTPYKTaX IO OXpaHe TPyAa Ha paboueM MecTe,

MHCTPYKTaX 110 POTUBONOXKAPHOH 6€30MaCHOCTH, TI0 AHTHTEPPOPHCTHYECKOMN 3aIMIIIEHHOCTH.



3. HOPSIIOK BEJAEHUA JIAMYHBIX AEJ IIEJATOI'OB H COTPYIHUKOB

3.1 JIu4HOE HENO MENaroroB W COTPYIHUKOB YUPEXKAECHHs BEICTCHA B TCUCHHE BCEr0 Mepuoaa
paboThI KAKIOTO MeAarora ¥ COTpyIHHKA.

3.2 ®opMHpOBaHHE JUYHOTO JeNa paboTHHKA NPOU3BOAUTCA paboToaTeeM He MO3AHEE NATH
pabounx 1Hell CO JHA 3aKIOYEHMs TPYAOBOTO JOrOBOPA M TONBKO IOCHE MOTYYEHHS OT PabOTHKKA
cornacus Ha 00paboTKy ero NEpCOHAIBHBIX TaHHBIX.

3.3 JIOKyMEHTHI MOMEINAIOTCS B MAIKY - CKOPOCIIMBATENb. IIpH yBONbHEHHH PabOTHHKA BCE
JUCTHI U3 THYHOrO Aella W3bIMAIOTCS M3 CKOPOCHIMBATENS MANKH, NPOLIMBAOTCA HUTKAMH U CIA0TCs B
apXxwB.

3.4 BHyTpeHHSs OMKMCh JOKYMEHTOB, IMEIOIIMXCS B IMYHOM J€Jie, O/DKHA COAEPKaTh CBEACHUA
0 MOPSANKOBBIX HOMEpAX, HAMMEHOBAHHUAX NOKYMEHTOB J€jia, KOJMYECTBE JIUCTOB, 1aTaX BKIIHOUYCHHS
JOKYMEHTOB B JIMUHOE JENI0 ¥ M3bATHS U3 [IEN1a, 3 TAIOKE KEM M3bAT JOKYMEHT U TI0 KaKOW MPUYMHE.

3.5 BHYTpEHHSS OIMICh COCTABIIAETCS HA OTACIPHOM JIHCTE IO YCTAHOBJIEHHOH (hopMme (COriacHo
npunokernto Nel). JIucTel BHyTpEHHEHR ONMCH HYyMEPYIOTCS OTACIIBHO.

3.6 Benenue TMYHOTO A€ja MPEAYyCMATPHBACT:

3.6.1. Ilomemieane  JOKYMEHTOB, MOANEKAIIMX XPAHEHHIO B COCTaBe JIMYHBIX NEI, B XpO-
HOJIOTHYECKOM TTOPAIKE:

¢ BHyTpEHHSS OMUCH TOKYMEHTOB,
AHKCTa;
ABTtobuorpadus;
Komuu 1oxkymMeHTOB 006 00pa3oBaHuy;
3asBJIeHHE COTPYAHHKA O IpHEMe Ha pabory;
Konws mprikasa o nippeme Ha paboTy;
Cornacue Ha 00padOTKy NEPCOHAJIbHBIX NAHHbIX;
Cnpaska 0 Haqu4uu (OTCYTCTBHH) CYAMMOCTH H (1K) (aKTa YyroJoBHOTO NPECICA0BAHNS,
Komnuu 10KyMEHTOB 0 KBATH(UKALMH (JTOKYMEHTBI T10 aTTECTALAN);
KOIIHE TOKYMEHTOB KYPCOB MOBBILIEHHS KBAIA(HUKALIN;
Kommu nocnenyronmux MpUKa3oB 10 JHYHOMY COCTaBY, KOTOPBIE KacaloTcs pabOTHHKA,
Kormu MHBIX JOKYMEHTOB COTPYIHHKA (IIPU HEOOXOIUMOCTH),
e Jluct 03HAKOMJICHHUS JIMYHBIM JIEJIOM.

3.6.2. BxxerogHyr0  MpOBEPKY COCTOSHMSL JIAYHOrO Ji€fia TeAaroroB U COTPYAHHKOB
VuapexneHus Ha MPeaMeT COXPAHHOCTH BKIIOUEHHbIX B HETO IOKYMEHTOB M CBOEBPEMEHHOC 3aM0IHCHHC,
110 Pe3y/IBTATaM KOTOPOTO BHOCHTCS 3aITiCh 00 03HAKOMIIEHHH (COTTIaCHO MpHIIOKEHHs Ne2)

4.TIOPATOK YYETA 1 XPAHEHWSI JIMYHBIX JIEJI IEJAT'OTI'OB 1
COTPY/IHUKOB YYPEX/JIEHMA
4.1 XpaHeHue W y4e€T JAYHBIX Je/ MEeIaroroB U COTPYIHUKOB YUPESKACHHUS OPraHU3yHOTCA C
LENBI0 GBICTPOro M 6e30mMBOYHOr0 TMOMCKA JMYHBIX AEN, 00ECTeueHHs MX COXPaHHOCTH, a TakKe
obecrieueHns KOH(DUIESHIMATBHOCTH CBEACHMH, COACPKAINMXCSA B JOKYMEHTaX JHMYHBIX ACT, OT
HECaHKLIMOHMPOBAHHOTO JOCTYIIA:

. Tpy/0BbIe KHIXKKH XPAHSTCS OTHENBHO B ceiihe 3aBenyIOIIEro YUpexaeHHs,

. TpymoBoii 1OroBop, AOTOTHUTEIBHBIE COITIAIEHUS K TPYAOBOMY JIOTOBOPY XPaHATCS B
OTIENbHOMH Mamnke y 3aBeAyOIIero Y YperkaCHuU,

. MenuuMHCKIE KHIDKKH XPAHATCS OTAENbHO V CTapmiell MEIMLMHCKOH —CecTpsl
YupexaeHus,

* JIOIKHOCTHBIE MHCTPYKLAA XPAHATCS B OTAENBHOMN MANke y 3aBEYIOLIEro Y YperICHHUS.

. JIvumbie kaprouku paGotHukoB (dopma NeT.2.) XpaHATCS B OTHENBHOH mHamke y
3aBEAYIOLIETO YUPESKICHUS.

. JluuHoe HeN0 KaKIOro COTPYJHHMKA XPAHHUTCS B MMArke CKOPOCIIMBATENE B KaOUHETE
3aBEAYIOLIETO YUPEIKIACHUS.

. JloCcTyn K JMYHBIM JejiaM TEAaroroB ¥ COTPYJHUKOB YUPESKIACHUS HMEIOT TOJIBKO

JENONPOU3BOAUTEIIb, 3aMECTUTE/b 3aBEAYIOIICIO IO y‘IC6HO-BOCHHTaTeHLHOf/'I pa60Te, 3aMECTUTCIIb



3aBEAYIOIEr0 1O  aJAMHHMCTPATMBHO-XO3SACTBEHHOM 49acTH, CTapmias MEXHIMHCKAs CecTpa,
3aBENYIOMHANA YUpEeKACHHS.

. CucremaTysanms TMYHBIX JIEN IEJAroroB ¥ COTPYAHUKOB YUPEKIEHUS TTPOU3BONHUTCS B
a(aBUTHOM TIOPSIIKE.
; JInunbic nena nenaroroB M COTPYAHUKOB YUPEKICHMS, XPaHATCA 75 JIET ¢ rojia yBOJb-

HEHUs paboTHHKA.

S.HOPATOK BbLJAYY JIMYHBIX TEJ BO BPEMEHHOE IIOJIL3OBAHUE
5.1 Bolnaya nuuHbIX men (OTAENbHBIX HOKYMEHTOB B COCTABE JHYHOTO JI€a) BO BPEMEHHOE
OJIb30BAHKE IIPOM3BONUTCS C PA3PEILCHHUS 3aBEYIOMEro YupexaeHus. Bpems paGoTs! orpannuusaercs
npenenaMu 0Horo pabodero nus. B koHIie pabodero fHs ATONPOU3BOAHMTENb 0053aH yOSIUTHCS B TOM,
9TO BCE JIMYHBIC JIEIA, BEITAHHBIC BO BPEMEHHOE II0JIb30BaHKE, BO3BPAIIICHBI HA MECTO XPaHEHHS U €CTh
1M HEOOXOMMOCT /ISl IPHHATHS MEP K MX BO3BPALIECHHMIO MIIH PO3BICKY.

6. OTBETCTBEHHOCTD

6.1 Ileparoru wu coTpymHMKH VYupexneHus o00s3aHbI CBOEBPEMEHHO IIPEICTABIIATH
ACTIONPOU3BOAUTENTIO, 3AMECTUTEIO 3aBEAYIOLIEr0 0 y4eOHO-BOCIMTATENBHOM paboTe, cBeneHus o6
HU3MCHECHUH B NICPCOHAJIBHBIX JAHHbBIX, BKJIFOUEHHBIX B COCTAB JIAYHOIO [EJa.

6.2 Paboroaatens obecricunBaeT:

. - COXPaHHOCTH JIMYHBIX €] [IEJArOr0B U COTPYAHUKOB Y YPEXKICHHUS,

. KOH(HICHIMATPHOCTh CBEICHHWH, CONEPKAIIMXCH B JUYHBIX JENaX MeJaroros |
COTPYIHUKOB Y YpEeXKICHHUS.

7. HPABA
7.1. {ns obecrievenus 3almUThl NEPCOHATBHBIX TAHHBIX, KOTOPBIE XPAaHATCS B JIMUHBIX AEaxX
TMIEaroros ¥ COTPYAHUKOB YUPEKICHHS,
NEJaroru ¥ COTPYAHHKH YUPEKICHHUS HMEIOT NPaBo;

. Ionyuuts monHy:o MHGOPMAMIO O CBOMX MEPCOHANBHBIX JaHHBIX H 00paboTke 3THX
JAHHBIX;

. Tony4uTh ZOCTYI K CBOMM MEPCOHANBHBIM JaHHBIM;

. IToyunTs KonuM, XpaHAIHMECS B IMYHOM JIENe ¥ CONEPYKAIIME NIEPCOHATIBHBIE TAHHBIC.

. TpeGoBath MCKNIOYEHHS MM WCHPABICHHS HEBEPHBIX MM HEMOJHBIX MEPCOHATHHBIX
JAaHHBIX

paGorozaresb HMeeT MMPaBo:

. O6pabatsiBaTh TEpCOHAJIbHbIC AAHHBIEC IENAroroB M COTPYAHUKOB YUPEXACHHS C UX

Pa3peIieH s, B TOM YHCJIE M Ha JIEKTPOHHBIX HOCHTEIIAX,
. 3anpocuTs OT ENArOroB ¥ COTPYAHUKOB YUPEXKIEHHS BCIO HEOOXOAMMYIO HHMOPMALIHIO.



BHYTPEHHAA OITMCh
JIOKYMEHTOB JIMYHOTO fieia Ne

ITpunoxenne Ne 1

(®amumis, Ums, OTaecTtBO paboTHHKA)
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HawumeHnoBanme nokymenra Hata
BKJIFOYE-
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JOKYMEH-
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JIMYHOE
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Kon-so
JIUCTOB

JlaTa
U3bATUS
JOKyMEHTa

Kem
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JOKYMEHT




JIMCT O3HAKOMIJIEHHA C JIMYHBIM JIEJIOM

ITpunoxenne Ne2

Ne Tloamuce ®HO Jlata

| C nugHbIM AEI0M
O3HaKoOMJIeH(a)

2 C nu4aHBIM Je10M
O3HaKoOMJICH(a)

3. C nuuHBIM IemoM
0o3HaKomuieH(a)

4. C nuaHBIM Je10M
O3HaKoMJIeH(a)

3. C nuuHbBIM 1€70M
O3HaKOMJIEH(a)

6. C nuiHBIM 1eoM
O3HaKOMJICH(a)

7. C nuvHBIM 1e10M
O3HaKOMJIEH(a)

8. C NUYHBIM ETIOM
O3HaKOMIIeH(a)

9. C MHYHBIM [EJIOM
O3HaKOMJIeH(a)

10. | C nuunEBIM feioM
O3HaKOMJICH(a)

11, | C puansmv genom
03HAKOMJIEH(a)

12. | C mauHBIM neoM
O3HaKoMJIeH(a)

13. | C nu4nbIM nenom
O3HaKOMJICH(a)

14. | C nuunbiM nenom
O3HaKoMeH(a)

15. | C nuuHBIM Ae0M
03HaKoMJIeH(a)

16. | C nuanbIM nenom
O3HaKOMJIeH(a)

17. | C nmm4HBIM ne10M
03HaKOMJIeH(a)

18. | C muunbIM festomM
O3HaKOMJIEH(a)

19. | C nuunBIM HE0M
O3HaKOMJIEH(a)

20. | C TM4HBIM ZENoM
O3HaKOMJIEH(a)

21. | C nuuHbBIM A€I0M
O3HaKOMJIEH(a)

22. | C nU4HBIM fENOM
03HAKOMIICH(a)

23. | C nuuHbBIM JEI0M

O3HaKomiieH(a) -




