COTI'JTACOBAHO: VTBEP)KII,AIO

COTPYAHHKOB MYHHUHNIAAbHOI0 OX0/IZKETHOIO /] OULKOTLHOT O 0 06pa30BaTEILHOrO
yupexIeHus AeTCKOro caja KOMOHHHPOBAHHOI0 BH/IA  Ne14 «Pomamka» ropojaa
Besopeuencka MyHHIHIIAAbHOT0 o0pasosanus beropeyenckuii paioH

1. O6mmue NONOKEHHA.

1.1. Ilonoxenwe o mopsinke (HOPMUPOBAHHUA, BEJEHHUS W XpaHEHUs JIMYHBIX N7
[1eJaroroB ¥ COTPyAHHKOB (nanee—IlonoxkeHue) pa3paboTaHO B COOTBETCTBHUH C
Koncturyuueii Poccuiickoit ®enepaimn, @enepanbHbiM 3akoHom ot 27 utoinst 2006
roga Ne 152-@3 «O nepcoHaibHBIX JaHHBIX», DenepajbHbIM 3aKOHOM OT 29
nexabpst 2012 roga Ne 273-®@3 «O6 obpasoBanun B Poccuiickoit Oexnepaunn» (¢
nocneayromumu uiMenenusmu), Ycerasom MBJIOY JI/C14 (nanee-10Y).

1.2. Hacrostmee Ilonoxenue onpejenseT MOPSIOK (OPMHUPOBAHMs, BEIECHUS H
XPaHEHWs! JINYHBIX Jell leJaroros u cotpyanukor JI0V.

1.3. ®opmupoBaHue M BeJeHUe JIMYHBIX Jel TeaaroroB U COTpPyIHMKOB
(o6cayxusaromuii mepconan) JAOY Bo3znaraercs Ha JIOKyMEHTOBE 2,

1.4. XpaHenue JMYHBIX JeJ1 [EHAroroB M COTPYAHHKOB (0BCIyKHUBArOLIUH
MEPCOHAJT) BO3araeTcsi Ha 3aBEAYIOLIEro JIOV.

2. Ilopsaok popMHupOBAHHA THYHBIX A

2.1. dopMupoBaHME JUYHOTO Jelia MPOU3BOJUTCA HETOCPEACTBEHHO IIPH IIpHUeMe
nenarora uiu corpyanuka s J0OV. '
2.2. Tlpu mocTyrmiieH|H Ha padoTy rpakIaHuH peICTaBseT:

2.2.1. Jluunoe 3asBIeHHe, HAMUCAHHOE COOCTBEHHOPYYHO.

2.2.2. JIOKYMeHT, YI0CTOBEPSIOLIHH JHIHOCTD.

2.2.3. TpyAOBYIO KHUXKKY. '

2.2.4. JlokymMeHT 00 00pa30BaHuu.

2.2.5. JIpyrue JOKyMEHTHI, [IpelyCMOTPEHHBIE AeHCTBYIONIMM 3aKOHO/IATEBCTBOM.
2.2.6. JInuHyIO MEIUIIMHCKYIO KHIKKY.

2.2.7. CnpaBky 00 OTCYTCTBUU CYAUMOCTH.

2.3 JIuuHOMY JieNy TIPACBAUBaETCs HOMED, COIVIACHO JKypHAIly y4YeTa JUYHBIX JEN
neaaroros u corpyiaukoB IOV

Ha 00/105KKe JIMYHOTO Jejla OTPAKalOTCs CIEAYIONIMe PEKBH3UTHI: HOMED JIMYHOIO
nena, GaMHIIHS, UMs, OTYECTBO pabOTHUKA, TOIKHOCTS.

2.4  ]JloKkyMeHTBI B JIUYHOM JIEJI€ PACIIOIararoTcs B CIEIYOIIEM MOPsIKe:

2.4.1. JlokyMeHTHI B IMIHOM jene inegaroros JOY:

- BHyTpeHHSS ONUCH JOKYMEHTOB, UMEIOILMXCS B INYHOM JIETIE;

- JIM4HBIN JIMCTOK 110 YYETY KapoB ¢ (oTorpaduei;



JIuuHoe 3asiBlIeHHE O pueMe Ha paboTy;

Konun noxymenTos 06 odpazoBaHuy;

- KOMWs CBHUETENHCTBA 0 TroCyaapCTBEeHHOH perucrpanmu aKra
rpa’k/1aHCKOI0 COCTOSTHUS;

- aBTOOMOrpadus;

- copaBKa 00 OTCYTCTBHH CYAUMOCTH;

- IIpHUKa3 O Ipueme Ha paboty;

- KOIMM JIOKYMEHTOB O KypCOBOI IIOATOTOBKE, MOBBIILIEHUH KBaTU(QUKALIUK;

- KOIHH JOKYMEHTOB O MPHUCBOCHUH KBATH()UKALUOHHON KaTeropuu;

- KOTWH IOKYMEHTOB O HarpaKJIeHHUH;

- 3asBIIEHUS U TIPHUKa3bl O TIEPEBO/IAX, YBOJBHEHHUH U JP.

2.4.2. JlokyMeHTHI B TUUHOM Jienie coTpyaHukoB J[OY:

- BHyTpeHHss OTHCh JOKYMEHTOB, HMEIOILMXCS B IMYHOM JIeie;

- JluaHoe 3asiBNeHHWE O NpUeMe Ha paboTy;

- Komus noxymenTta 06 obpazoBanuu;

- CnpaBka 006 OTCYTCTBUHM CYIUMOCTH;

- IpHKa3 0 npueme Ha padory;

- KONMHM JOKYMEHTOB O KypCOBOH IMOJArOTOBKE, MOBBIIICHMM KBanuuKauuy (Ipu
HAJTMY KK );

- KOIMH JOKYMEHTOB O Harpak[eHUHU;

- 3asBJIEHUS U [IPUKA3bl O IEPEBOAAX, YBOJIBHEHUH U JIP.

243.B onuuHele fAena pabOTHHMKOB, MPUHATBIX HA YCIOBHUSIX  BHEILIHErO
COBMECTHTENILCTBA, BKJIAABIBAECTCS CIIPaBKa ¢ OCHOBHOI'O MeCTa pabOThI.

3. Tlopsaok BeaeHHN JTHYHBIX eI

3.1 JluuHoe Heso BedeTcs B TeUEHUE BCero nepuoaa padboThl KaXK10ro nejarora u
corpyanuka JIOY.

3.2 Bepnenue TMYHOTO JeJia NPELyCMaTPUBAET:

3.2.1. IlomenieHre JOKYMEHTOB, MOAJIEKALUX XPAHEHHUIO B COCTaBe JIUYHBIX [, B
XPOHOJIOTHUECKOM MOPSAIKE; :

3.2.2. Exeromasyro MpoBEPKY COCTOSHUS THYHBIX €71 HA IPEAMET COXPAHHOCTH
BKJTFOYEHHBIX B HETO JIOKYMEHTOB ¥ CBOEBPEMEHHOE 3aIl0JTHEHHE.

3.3 JloKyMeHThI B IMYHOM JIeJie TO/IJIe)KAT BHYTPEHHEH OTMCH, KOTOpas XpaHUTCs
B COCTaBe JIMYHOTO jAena. JIMCThl T0KyMEHTOB, BIOXEHHBIX B JINYHOE JEIIO,
ojIekaT HyMepalyH.

4. Tlopsjaok y4era H XpaHeHHs] JHYHBIX JeJI

4,1 XpaHeHue M Yy4eT JUYHBIX JeJI OPraHU3YIOTCS C LB OBICTPOro u
Oe30mMO0YHOro MOUCKa U obecrieyeHuss UX COXPaHHOCTH, a TaKxke obecrnedeHus
KOHGbHICHIIUATBHOCTH CBEIEHUH, coepKalmuxcs B IOKYMEHTax oT
HECAHKLIMOHHUPOBAHHOI'O JOCTYIIA.

4.2 JlocTyn K THYHBIM [eJlaM UMEIOT TOJIBKO JOKYMeHTOBe, 3aBeaytomuii JIOVY.
4.3 CucreMaTH3allus JUIHBIX A€ TPOU3BOAUTCS B al(haBUTHOM MOPAJIKE.

4.4 Jluunple paena XxpaHstcs 75 ner ¢ jgaThl yBOMbHeHHs paboTHuKa (B
COOTBETCTBHMM ¢  llepeuHeM  THINOBBIX  YMPaBICHYECKHUX  JOKYMEHTOB,
yTBEpKIeHHBIM Nprka3om Pocapxusom 06.10.2000).

4.5 S3ampemraercs cOop ¥ BHECEHHE B JTMYHBIC Jiela CBEICHUNA O YaCTHOH XKU3HH,
MOTUTUYECKON U PEITUTHOZHON TTPUHAITIEKHOCTH.



4.6 JInuHoe neso MOXKeT OBITh BBIJIAHO B CIASAYIOMIMX CIydasX:

4.6.1. ITo nuceMenHoMy TpeOoBaHHIO paboTHHKA I O3HaKomyieHHs (Oe3 mpasa
BBIHOCA).

4.6.2. Herocpe/ICTBEHHOMY PYKOBOJMTENO JUIsi O3HAKOMJIEHHSI ¢ MaTepHalaMu
JIMYHOTO Jiejia padOTHHUKA.

4.7 CHATHe KOIHK NOKYMEHTOB, XpAaHSIIUXCA B JIMYHOM Jiefle, MPOU3BOIAUTCS
TOJIBKO C MMUCBMEHHOT'O pa3pelieHus paboTHUKA.

5. Ilopsaok BbIIAYH JHYHBIX 1€/l BO BpEMEHHOE N0.1b30BaHHe

5.1 Bseinaya au4HbIX Aen (OTAENbHBIX JOKYMEHTOB B COCTABE JMYHOIO Jiejia) BO
BPEMEHHOE TI0JIb30BaHWE MPOU3BOMUTCS C paspewieHus 3asenyromero IOV mo
3asiBJIEHUIO PabOTHHKA.

5.2 PabGora (0O3HaKOMIIEHHE) C JIMYHBIMH JellaMd [POU3BOAMTCS B KabuHeTe
3aBeJ[YIOIIEr0, a BpeMs pabOoThl OrpaHMYUBAETCs TIPeeaMi OJHOTro paboyero aHs.
5.3. B konue pabodvero aHs MOKyMeHTOBen 00s3aH yOeluMThCS B TOM, 4YTO BCE
JUYHBIE JIe]la, BBIJAHHBIE BO BpEeMEHHOE I[10JIb30BaHWE, BO3BpAIllEHBl HA MECTO
XpaHeHHs W €CTh JIi HEOOXOAMMOCTh Ul NPHHATHS MeP K WX BO3BPAILEHUIO WIIH
PO3BICKY.

6. OTBeTCTBEHHOCTH

6.1 Ilemaroru ©®  COTpyAHUKM  OOs3aHBI  CBOEBPEMEHHO  MPENCTABIIATH
zagenyiomemy JOVY cBegenuss 00 M3MEHEHHMM II€PCOHANIBHBIX  JIaHHBIX,
BKJIFOMEHHBIX B COCTaB JIMYHOIO JeNna. )

6.2 3asenyroumuii IOV obecneuynBaer:

6.2.1. CoxpaHHOCTb JIMYHBIX J€JI I1eJaroroB U COTPY/IHUKOB.

6.2.2. KonhuaeHIMaNbHOCTh CBEACHUMN, COAEPKALIUXCS B INYHBIX JIeTIax.

7. Ilpasa

7.1 Jlna obecnevyeHusi 3alIUATHl MEPCOHANBHBIX [JaHHBIX, KOTOPBIE XpaHATCSH B
JMYHBIX Jiej1ax, negaroru u cotpyauku JIOY nmerot npago:

7.1.1. [Tonyuats noJIHYI0 HHQOPMAIMIO O CBOMX TIEPCOHANBHBIX [JaHHBIX |
00paboTke 3THX AaHHBIX. '
7.1.2. [lonyuats CcBOOOAHBIM AOCTYN K CBOMM TIEPCOHANBHBIM JaHHBIM IIO
NNUCBMEHHOMY 3asBJICHHUIO.

7.1.3. [NomyyaTte KOMMHM, XpaHsHecs B JIMYHOM Jlele H  CoJaepKamue
TMepCOHAIbHbIE JaHHbIE TI0 TUCHMEHHOMY 3asBJIEHHIO.

7.1.4. Tpeboratb UCKITFOYEHUS I HUCIIPaBJICHUs] HEBEPHBIX, WITH
HETIOTHBIX TIePCOHAIBHBIX JaHHbIX.

7.2. 3asemyromuii IOY nmeer npaso:

7.2.1. O6pabaTeiBaTh TepCOHATBHBIC JaHHBIE IEJAaroroB M COTPYAHHKOB, B TOM
YKCJIE U HA JIeKTPOHHBIX HOCHUTEINSX.

7.2.2. 3anpammBarte OT TI€JaroroB W  COTPYAHHMKOB BCIO  HEOOXOAUMYIO
HH(OpMALIHIO.

8. 3akiounTeNbHBIE NMOJIOKEHHS.

8.1. Hacrosiuee [lonoxeHue BcTymaeT B JeHCTBHE C MOMEHTa YTBEPXKICHHUS W
W3aHus MprKasa 3aBenyrouero [0V,

8.2. Usmenenuss M [onojiHeHHs B Hacrtosuee [lonoxenue BHOCATCS IIPH
HEOOXOIMMOCTH H MOJJIEIKAT YTBEpIKAeHUIO 3apeaytoumm JJOVY.



