MYHUUURATIbHOE 0100)CEMHOE 0OULKOIbHOE 00pa308amebHoe
yupescoenue «/lemckuil cao oouepazeusarouiezo euoa Ne 22
n. Hoeviii Haoexcounckozo paiiona»

«YTBep:KIaI0»

T.IO.MapmuioBa

ZEPBIOTS RGNS

0,
0% WEPA3B/g, Y50
\*033,«::“;?%4

MMPUHATBI ra OBIIEM COBPAHNI PABOTHNKOB
« 01 » mapra 2020 1.

Iopsiaok
BeJCHUA JUYHBIX /1eJ1 PA0OTHUKOB

MYHHMIUIIAJbHOE OI0KETHOE JOIIKOJIbHOE 00pa3oBaTe/ibHOE YUpeKIeHUe
«JleTckmii caja o01epa3zBuBaoiero Buaa Ne 22
n. HoBoblii Hagexanackoro painona
MBAOY ACOBNe22

n.Hoswrit 2020



1. O0mue moJ10KeHU s

1.1 Hacrosiimumii JIOKaJIbHBIA aKT ONpEeNseT MOPSI0K BEIACHUS, YUeTa U XPaHCHHS JIMYHBIX
nen pabOTHUKOB MYHHUIMINAIBHOTO  OFOJDKETHOTO  JIOIIKOJIBHOTO  00pa3oBaTeIbHOTO
yupexaenus: «Jlerckuii cax oOmepasBuBatoniero Buna Ne 22m. Homwiii Hapexnanmuckoro
paitonay» (maee — obpaszoBarensHas JJOVY).

1.2. Ilopsinox pa3zpaboran B coorBeTcTBHU ¢ TpynoBbiM kogekcom PD, denepanbHbiM
3akoHOM OT 27.07.2006 Ne 152-®3 «O nepcoHaIBHBIX JAaHHBIX», MEeTOINYeCKUMU
pexomennanusmu Pocapxusa, Yka3zom [Ipesunenta ot 30.05.2005 Ne 609 «O06 yTBep)KacHUH
[TonoxkeHus o0 MepCoOHaIBHBIX JAHHBIX TOCYAapCTBEHHOTO ciyxaiiero Poccuiickoit
denepanyu U BEJCHUH €0 JTUIHOTO JIeJIa», KOJUIEKTUBHBIM JIOTOBOPOM U YCTaBOM
o0pa3oBaTeNbHOI OpraHu3aluu.

2. ®opMUpOBaHHE JUYHBIX /1] PA0OTHUKOB

2.1. ®opMupOBaHUE JUYHOTO Jiefla pabOTHUKA TPOU3BOAUTCS pAOOTHUKOM, Ha3HAYEHHBIM
IAUPEKTOPOM 00pa30BaTeNIbHOM OpraHu3anuy (J1ajee — OTBETCTBECHHBIHN 3a BEJCHUE /)

JInuHoe 1e0 GopMHUPYETCs HE TO3/IHEE MATH pab0oYnX THEH CO JHS 3aKJIFOYCHUS TPYI0BOTO
JIOTOBOPA U TOJIBKO TOCIIE TTOJIYYeHHST OT pabOTHHMKA corjiacusi Ha 00paboTKy ero
MEPCOHABHBIX JAHHBIX

2.2. Ilpu mocTyIuieHH: Ha paboTy pabOTHHUK MPEIOCTABISIET (P HATMYHH):

e TIACTIOPT WJIM HHOH JIOKYMEHT, yIOCTOBEPSIONIUHN JINIHOCTS;

e aBTOOHMOTrpaduIo;

e 3asiBJICHHE O MpUEeMe Ha padoTy;

e JIOKYMEHT, KOTOPBIA MOATBEPKAAET PETUCTPAIIMIO B CUCTEME UHIUBUYaTbHOTO
MEePCOHUPHUITUPOBAHHOTO YIETa, B TOM YHCIIe B (hOpPME MIEKTPOHHOTO JOKYMEHTA,
7100 CTPaXxOBOE CBUAETEIHCTBO FOCYAaPCTBEHHOT'O IEHCHOHHOTO CTPAaXOBaHuUs, 32
UCKITIOYCHHUEM CITy4aeB, KOTJa TPYIOBOM JJOTOBOP 3aKITFOYACTCS BIICPBHIC;

e HICHTU(DUKAIMOHHBIA HOMEP HAJIOTOIIATEIIbINKA,

e JIOKYMEHT BOMHCKOTO ydeTa (JIIsl BOCHHOOOS3aHHBIX JIHII);

e JIOKyMEHT 00 00pa3oBaHuH,

e aTTECTAIIMOHHBIN JINCT,

e CIpaBKy O HATUYUH (OTCYTCTBUH) CYAMMOCTH U (Min) (pakta yroJoBHOTO
peciieI0BaHus;

e TPYIOBYIO KHIKKY ¥ (WJIM) CBEJCHHUS O TPYAOBOM JACATEIBHOCTH, KPOME CITy4acs,
KOr/1a paOOTHHK MPUHUMAETCS Ha pabOTy BIIEPBBIC WIIH HA YCIOBHUSIX
COBMECTUTEIIHCTBA,

e MEIUIHUHCKYIO KHIKKY,

e CBHJIETEIBCTBO O OpaKe;

e CBHJICTEIBCTBO O POXKJICHUU JICTEH.

2.3. O0Opa3zoBarenbHast opraHu3amys ohopMIIsIeT:



e MpHUKa3 0 MpUeMe Ha paboTy (0 mepeMeIIeHUH Ha IPYTUe JODKHOCTH);
e TPYIOBOI IOTOBOP B ABYX 3K3EMILISIPAX;
e JOJDKHOCTHYIO MHCTPYKLHIO.

2.4. TlepBuuHoe oopmileHHE JIUYHOTO JIeNa MpelyCMaTpUBaeT:

a) IPUCBOEHUE JTMYHOMY JIEJIy HOMEPA COIIACHO KYPHAIY YYeTa JUUHBIX aei (IPHI0KEHHE
Ne 1);

0) mpocTaBjeHue Ha 00JI0KKe JTUIHOTO JAeia (npuaoxenue Ne 2) claeayonmx peKBU3UTOB:
MHJIEKC Jieia (B COOTBETCTBHH C HOMEHKIIATYPOil 171 00pa30BaTeIbHOM OpraHU3alim);
MIO0JIHOE HAUMEHOBaHUE 00pa30BaTEIbHON OpraHU3aIK; HOMEP JTUYHOTO Aena; haMuInus UM
OTUYECTBO PabOTHHKA B UMCHHUTEILHOM IaJIeXKe; TaThl — FOJ Hadajaa U o] OKOHYaHUS
BEJICHUS JIeJIa; KOJIMYECTBO JINCTOB; CPOK XpaHEHUS,

B) MNOMCIICHNUE JOKYMCHTOB, ITOJJICKAIIINX XPAHCHHUIO B COCTABC JIMYHBIX IICJI, B
XPOHOJIOTUYECKOM IIOPSIAKE:

e BHYTPEHHSISI ONUCh JOKYMEHTOB jena (mpunokerue Ne 3);

e JIUCT C OTMETKaMU 00 O3HAKOMJIEHUU PaOOTHHKA C IEPCOHAIBHBIMU IaHHBIMU U3
au4yHOTro nena (npunoxenue Ne 4);

e JIUCT C OTMETKAMU O pPe3yJIbTaTaxX €XKeroJHON MPOBEPKH COCTOSIHUSI IUYHOTO JIeTa
(mpunosxerne Ne 5);

e JIMYHBIH JIUCTOK TI0 YYETY KaJpoB win aHketa (rmpuiosxkeHus Ne 6 u Ne 7);

e aBToOWoOrpadusi;

e 3asBJICHHUE O MpUEMe Ha padoTy;

e TpHUKa3 O MpHEeMe Ha padoTy,;

e JIOJDKHOCTHAs HHCTPYKLIUS;

e TPyAOBOH AOTOBOD;

e JIOTOBOP O MOJHOI MaTepHaIbHOW OTBETCTBEHHOCTH (€CIH PAOOTHHK —
MaTepHalbHO OTBETCTBEHHOE JIHIIO);

e XapaKTEpUCTUKH U PEKOMEHJaTeNIbHbIE MUChMA;

o <, >,

2.5. JIucTel JOKYMEHTOB, TOMEIIEHHBIX B JIMYHOE JIENO0, MOJIekKAT HyMEPAIIUH.

2.6. JIOKyMEHTHI IIOMEIIAFOTCS B IMANKY-CKOPOCIIMBATENh. [Ipy yBOIBHEHNH paOOTHUKA JCIIO
MPOLITNBAETCS] HUTKAMH U CAAETCS B apXUB.

2.7. BHyTpeHHﬂfI OIMIKUCHh JOKYMCHTOB, UMCIOIIIUXCA B JIMYHOM ACJIC, NJOJIKHA COLACPIKATH
CBCACHUA O IMOPAAKOBBIX HOMEpaX, HAMMCHOBAHUAX JOKYMCHTOB [1€JId, KOJIUYCCTBE JINCTOB,
AaTax BKIIFOUYCHUS JOKYMCHTOB B JINYHOC JCJI0 U U3BATUA U3 [1€JIA, 4 TAKIKC KEM U3BAT
AOKYMCEHT U 11O KaKou IMPUYIHUHE.

2.8. BHyTpeHHsIS OITUCH COCTABIISCTCS HAa OT/ICITIBHOM JIMCTE 10 YCTaHOBJICHHOU (hopMme.
JIucThl BHYTPEHHEH OMUCH HYMEPYIOTCS OTIEIHHO.

2.9. Ilpy moATrOTOBKE JIMYHBIX JET K Tepeiavye Ha XpaHeHHe K BHyTPEHHEH OMUCH
COCTABIISIETCSI UTOTOBAs 3aMUCh, B KOTOPOH YKa3bIBaeTCs U(PpPaMU U MIPOMHUCHIO KOJIMYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENA.



3. BeneHue JTHYHBIX J1eJ1 PAOOTHUKOB
3.1. JIuuHoe neno BeAeTCs B TEYCHHUE BCETO Meproaa paboTel padboTHuka JJOVY.

3.2. Benenune nuuHOrO Nea paboTHUKA NPEyCMaTPUBACT MOMEIICHUE B JEJI0 IOKYMEHTOB,
00pa3yromuxcs B Mporiecce pabodeii 1eATeTbHOCTH U UMEIONINX 3HAYSCHUE I TPYTOBBIX
OTHOIIIEHHUMN

e JIOIOJHEHHE K JINYHOMY JIUCTKY IO yUYE€Ty KaJIpOB;

e JIONIOJIHUTENbHBIE COTTIAIEHHS K TPYJOBOMY J0TOBOPY;

e KOIIMM NMPHKA30B 10 JTUYHOMY COCTaBY, KOTOPBIE KacaroTcs pabOTHUKA,

e OT3BIBbI JIOJUKHOCTHBIX JIUI[ O PAOOTHHUKE;

e KOIUH JJOKYMEHTOB O MOBBIIICHUH KBAJIU(UKAIIH;

e KOIUM cepTU(UKATOB, IPaMOT;

e JIMCT — 3aBEPUTEIIb JieNa (COCTABIISIOT MIPU ClIaue JIMYHOTO JIeNia B apXHB);
e UHBIEC JOKYMEHTHI.

3.3. B nmuunble Aena He MOMEeIalTCs JOKYMEHThI, UMEIOIUEe BTOPOCTEIIEHHOE 3HAUCHHE.
Takue moxkymMeHTBI XpaHATcs B oTAenbHOM jeie Ne 4-09 «J{okyMeHTHI, He BOIICIIINE B
COCTAaB JINYHBIX JIEID).

3.4.Pab0OTHUK 3HAKOMUTCS C TUYHBIM JICJIOM B TEUCHHE TPEX pabOduX THEH C JaThl
MOJIy4€HHUsI OTBETCTBEHHBIM 3a BEICHUE JIe]l 3asiBIICHUs C IPOCchOoi 00 o3HakomieHuu. OO
9TOM JIETIAeTCsl OTMETKA B JINCTE O3HAKOMJICHUS PAOOTHHUKA C JIMUYHBIM JICJIOM.

3.5. O3nakomieHue ¢ ACJIOM IMPOUCXOANUT UCKITFOUUTCIIBHO B KaOWHETE OTBETCTBCHHOIO 3a
BCACHUC NCII U B €TI0 IIPUCYTCTBUU. 3anpemaeTc;1 BBIHOC [€J1a U3 KaOHHETA.

3.6. Brimaua konuii JOKYMEHTOB W3 JIMYHOTO JieJia TIPOU3BOAUTCS 0 IHIYHOMY 3asIBIICHHIO
paboTHUKA U C pa3pelieHus Jupekropa. Konun 10KyMeHTOB JOKHBI ObITh 3aBEPEHBI U
MPEAO0CTaBIICHBI PA0OTHUKY B TE€UEHUE TPEX JHEH CO JTHS MOJa4M 3asBICHUS.

3.7. 3psiTHE OTACNBHBIX JOKYMEHTOB U3 JITYHOTO JIEJIa TIPOU3BOUTCS C pa3pPEIICHHS
JMpeKTopa 00pa3oBaTeIbHOM OpraHu3aluu ¢ 0pOpMICHHEM COOTBETCTBYIOMIEH 3amucu B
rpade «IIpumedyanue» BHyTpeHHeH onucu. [Ipu BpeMEHHOM U3BATHH JOKYMEHTa Ha €ro
MecTO (MEXTy JINCTAaMU COCEIHMX JOKYMEHTOB) BKJIA IbIBACTCS CIIPABKA-3aMECTHTEIh C
YKa3aHUEM JaThl U IPUYUH U3BATHS C MIOAIMUCHIO JIUIA, BBIIABIIETO JOKYMEHT, U TOANKUCHIO
JIMLA, TOJIyYMBLIETO €r0 BO BPEMEHHOE T10JIb30BaHUE.

3.8. B nensix obecnieueHust KOHTPOJIS 32 COXPAHHOCTBIO M aKTyaJIbHOCTBIO JIMUHBIX JIEN B
o0pa30BaTeNbHON OpraHu3aluy €XKEroIHO MPOU3BOIUTCS IPOBEPKA UX HAIUYUS U
COCTOSIHUSL.

3.9. ExeroHyro MpoBepKy COCTOSIHHSI IMIHBIX JIE]T Ha TPEIMET COXPAaHHOCTH BKITFOUSHHBIX
B HETO JIOKYMEHTOB IIPOBOJIUT CIIELIMATIBHO co3aHHasi KoMuccus. O MpoBeIeHHBIX
MPOBEPKAX JIETAETCSI OTMETKA B JIUCTE O PE3yIbTaTaX €KEroJHON MPOBEPKU COCTOSHHS U
HaJIM4Ms TUYHOTO Jena (npuinoxenue Ne 5) u cocraBisercs akT. Pe3ynbTaThl MpoBepKU
JUYHBIX JEJT B 0053aTEILHOM TOPSIIKE JOBOJISATCS IO TUPEKTOpa 00pa3oBaTeIbHOM
OpraHu3alyu.



4. XpaHeHue H y4eT JUMYHBIX /1€ PpAOOTHMKOB

4.1 XpaHeHue U y4eT JUYHBIX JieJl paOOTHUKOB 00pa30BaTEIbHON OpraHU3allu
OpPTraHHU3YIOTCS C IENBI0 OBICTPOrO MOUCKA JTHYHBIX JIeT, 00CCIICYSHHS NX COXPAHHOCTH H
KOH(MUIEHIIMATBHOCTH CBEJICHUH, COePKAIIUXCS B IOKYMEHTAX JIMYHBIX JIe], OT
HECaHKI[MOHUPOBAHHOTO JIOCTYTIA.

4.2. Jlnynble nena pabOTHUKOB XPAHSTCS Y OTBETCTBEHHOTO 32 BEJICHHE JIeTl B CIICHUAIBHOM
METaJUIMYeCKOM ceiide.

4.3. 1oCTyH K JIMYHBIM JiesilaM paOOTHUKOB UMEIOT TOJBKO OTBETCTBEHHBIH 3a BEJICHHUE JET U
IUPEKTOp 00pa3oBaTeIbHON OpraHu3alyu JIM00 ero 3aMeCTUTENH IIPH UCIIOTHEHUN
00s13aHHOCTEH TUpeKTopa 00pa3oBaTeIbHON OpraHU3alny.

4.4. Cucremaru3anys JUYHbIX J1€J1 pAOOTHUKOB IPOU3BOAUTCS B al(paBUTHOM IMOPSJIKE.
5. OdopMieHue JJHYHBIX J1eJ pAOOTHUKOB Iepe] c1ayeil B apXuB

5.1. Oopmiienne TUYHBIX e IS Iepeadd B apXUB MIPOU3BOJUTCS OTBETCTBEHHBIM 32
BEJICHUE JIe/1. DTa MpoLeaypa BKIOYAeT:

e TNOMIIUBKY (MeperuieT) aena;

e YTOYHEHHE HYMEpAIIUH JIUCTOB e,

e COCTaBIICHHUE JIUCTa-3aBepuTens (npuioxenue Ne 8);

e cocraBieHue (YTOYHCHHE) BHYTPEHHEH ONUCH;

e BHECEHHC YTOYHCHHI B PEKBH3UTHI JIUIIEBOM OOIOKKH JIEIa.

5.2. Jluct — 3aBepuTenb Aeia J0JKEH MOAMUCcaTh €r0 COCTaBUTENb, IIPU ATOM JeNaeTcs
pacidpoBKa JOJPKHOCTH U TIOJIIIKMCH, TIPOCTABIISIETCS 1aTa. B mporecce ncnoib30BaHus
apXMBHBIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE JENAIOTCA COOTBETCTBYIOLIUE OTMETKHU.

Ecnu neno moamuro 6e3 mucTa-3aBepuTeNs, TO €ro CIeIyeT HaKIeuTh Ha BHYTPEHHIOO
CTOPOHY OOJIOKKH JieTa.

53.C OCIIBIO obecneueHust COXPaHHOCTH JIUYHBIX JIC]I PCKOMCHIYCTCH.

e 00BEIMHATH HHAUBUIYaTbHbIC THYHBIC J€1a YBOJICHHBIX pAOOTHUKOB B OJHY
005105kKy (00BEAMHEHHOE JIEI0) C TAKKUM pacueToM, 4ToOBI 00beM jeia (ToMa) He
npessitran 250 TUcToB (MyTeM CINUBKU MaTepUAIOB HHIUBHIYATbHBIX JEI 110
rojiaM YBOJIbHEHWUSI);

e pacrosarath MaTepHasbl HHIMBUIyaIbHBIX J€] B Tpeenax jaena (TomMa) B
anaBUTHOM TOpsiIKe (MOMaMUIIBHO), OTACISISI MATEPHAIIBI, OTHOCSIIHECS K
Pa3HbIM UHIUBHIYATbHBIM JIEJIaM, YUCTHIM JTMCTOM OyMaru ¢ yKa3aHHeM Ha HEM
(aMITHK, IMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPYIHHKA,

e CHa0XaTh KaXkJ0¢ 00beANHEHHOE €10 (TOM) BHYTPEHHEH OIHCHIO C
riepevrciicHneM (haMuITNiA, IMEH M OTYECTB M yKa3aHHEM HOMEPOB CTPAHHUII, B
npeenax KOTOPBIX PACIOI0KEHbI COOTBETCTBYIOIIHE TOKYMEHTHI.

5.4. Ilepenaya TUUHBIX JIEJI B apXHUB OCYIIECTBIISIETCS. HE MTO3/IHEE TPeX JIET 1Mociie
3aBepUICHMs] UX B JIEJIONPOU3BOJICTBE B COOTBETCTBUU C rpadukom. [IpenBaputenbHo



OTBCTCTBCHHBIM 3a BCACHHUC JACII IIPOBEPACTCA IMMOJIHOTA U IPABUIIBHOCTD IMTOATOTOBKH JIMYHBIX
ACII K IIepeaayc. Brrasnennnie IIpU MPOBEPKC HEAOCTATKHU YCTPAHAIOTCA OTBECTCTBCHHBIM 3a
BEACHUEC OCII. Hepez[aqa " IpUEM ITPOU3BOAATCS IIO OIMHUCHU C HpOCTaHOBKOﬁ OTMECTOK O
HaJIM4YHUW JUYHBIX JCII.

5.5. JInunbie nena pabOTHUKOB, 3aKOHYCHHEIE JIenonpon3BoacTBoM 10 1 saBaps 2003 rona,
xpansTcs 75 ner, nocne 1 suBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH PadoToaaTe/ I M PA0OTHHKA

6.1. PaGoTHHKH 00pa30BaTEIbHON OpraHU3alu 00s13aHBI CBOEBPEMEHHO IPEACTaBIATh
CBeJIeHUs 00 N3MEHEHHH CBOMX MEPCOHAIBHBIX JJAHHBIX, BKJIOYEHHBIX B COCTaB JINYHOTO
Jena.

6.2. OTBETCTBEHHBI 3a BeICHUE JIeTl paA0OTHUKOB HECET TUCIUIUIMHAPHYIO U UHYIO
OTBETCTBEHHOCTH 32 pasriiallieHue KOHPHUICHIIMATbHBIX CBEICHUN, COACPKAIINXCS B TNYHBIX
Jieax, ¥ 32 UHbIC HAPYLIECHUS MTOPSAKA BEACHUS JIMUYHBIX JEI.

7. IIpaBa pa6oToaaresisi 1 padOTHHKA
7.1. PaboTHHKHM 00pa30BaTeIbHON OpraHu3aIii UMEIOT MPaBo.

e TIOJIyYaTh MOJHYIO HH(POpMaIK0 00 00pabOTKE CBOMX MEPCOHAIBHBIX JTAHHBIX;

e TOJyYaTh JIOCTYI K CBOMM IEPCOHATIBHBIM JaHHBIM,;

e TIOJIy4aTh KONMUHU JOKYMEHTOB, XPAHSIIINXCS B JINYHOM JICTIC;

e TpeOOBaTh UCKIIOUYCHHS UIIA UCIIPABICHUS HEBEPHBIX U HEMOIHBIX (MCKaKCHHBIX)
CBOUX MEPCOHATBHBIX JAHHBIX.

7.2. PaboTonarens UMEET MpaBo:

e 00pabaThIBaTh NMEPCOHAIbHBIE JaHHBIE PAOOTHUKOB, B TOM YHCIIE U HA
DIIEKTPOHHBIX HOCUTEIISX;

e 3ampamuBaTh OT paOOTHUKOB MH(POPMAIIMIO, HEOOXOAUMYIO ISl BEICHHS IMUHBIX
nen 1 00pabOTKU NePCOHANIBHBIX JaHHBIX.



