MyHuuunajibHoe aBTOHOMHOE JOIIKO/IbHOEe 00pa30BaTe/bHOE YUpeKIeHHe
«YepabIHCKHI JeTCKHI caa»
(MAOY «YepablHCKHI AeTCKHUH ca1»)

[TPUHATO
001muM cobpanuem pabOTHHKOB

MAJIOY «YepabIlHCKHi TeTCKHIT cap»
(mporokoun ot 05.06.2020 Ne 1)

ITono:keHne 0 mopsiake BeAeHUA JTHIHBIX
el pa0OTHHUKOB




1. O6mue nosoxkeHus

1.1 Hacrosmee nonoxenue ompejensieT MOPAAOK BeIEHHUS JHYHBIX e
negaroroB ¥ corpyaHukoB B MAJIOY «YepapiHckuiit neTckuii cam» - (nanee —
MAJIOY).

1.2. JInunoe neno paGoTHUKA — COBOKYITHOCTH IOKYMEHTOB I1€PCOHATBHOTO
yuera, CoAepKalluX CBEACHHs 0 pabOTHUKE U €Tr0 TPYA0BO J1eATeIbHOCTH.

1.3. Tlonoxenue paspabotano B cootBercTBuM ¢ TK, ®enepaabHbM
3akoHOM OT 27.07.2006 No 152 «O mnepcoHalbHBIX AAHHBIX», MeTOAMYEeCKUMH
pekomeHaauusiMu PocapxuBa, Ykazom Ilpesumenta ot 30.05.2005 Ne 609 «O6
yTBepxaeHnu IlonoxeHns o0 mnepcoHaNmbHBIX [JaHHBIX OCYIAapPCTBEHHOTO
cayxamero Poccuiickolt ®Denepanyu W BeeHHMM €ro JMYHOrO  Jesay,
KOJJIEKTUBHBIM JIOrOBOPOM M yctaBomM MAJIOY

2. ®opMHpOBaHHE JIHYHBIX 1eJ1 pA0OTHHKOB

2.1.  ®opmupoBaHHE  ITMYHOrO  Jella  pabOTHUKA  MPOM3BOAMTCS
CHELMAJIMCTOM 110 KaJpaM He IO3/Hee MATH pabovyuX AHEH cO JHS 3aKIIOYeHHS
TPYAOBOTO IOTOBOPa M TOJIBKO IOC]E MOJY4YeHUs OT pabOTHHMKA coriacHs Ha
00paboTKy ero nepcoHaIbHBIX JaHHBIX.

2.2. Ilpm nocrynneHuH Ha paboTy COTPYIOHMK MpenocTaBiaser (MpH
HaJIMYMH):

— MacropT UM UHOH JOKYMEHT, YOCTOBEPSIOLIMM THUHOCTD;

— aprobuorpaduio;

— 3asiBJIEHHE O MpuUeme Ha pabory;

— CTPaxoBO€ CBUETENLCTBO IEHCHOHHOIO CTPaxOBaHHS;

— UIEHTU(PUKALIMOHHBIM HOMep HAJIOTOILIaTE bIIHKA;

— JIOKYMEHT BOMHCKOTO yueTa (17151 BOeHHOOOS3aHHBIX JIUIL);

— IOKyMeHT 00 00pa30BaHuH;

— aTTeCTAalMOHHBIH JIUCT;

— CIIPaBKy O HalM4HMH (OTCYTCTBHMM) CYJMMOCTH U (MJIM) aKTa YroJIOBHOIO
npeciie0BaHus;

— TPYZAOBYIO KHUKKY;

— MEJULMHCKYIO KHUKKY;

— CBUJIETENBCTBO O Opake;

— CBHU/IETEJIBCTBO O POXKACHHUU JETEH.

2.3. PaGotonarens opopmiser:

— JIMYHYIO KapTouky Ne T-2;

— MpUKa3 0 preMe Ha paboTy (0 nepeMelleHUH Ha ApyTrue JODKHOCTH);

— TPY/I0BOM JOrOBOP B [IBYX IK3eMILIsApaX;

— IOJPKHOCTHYIO MHCTPYKLIHIO.

2.4. IlepBuuHoe opopMIIeHHE JTHYHOTO Aejia NpeayCcMaTpUBaeT:

a) MPUCBOCHHE JTUYHOMY eIy HOMEepa COTJIACHO XypHATy ydeTa JIMYHBIX
nen (npunoxenue Ne 1);

0) mpocraBieHMe Ha 00JI0kKKe JMYHOrO Jena (mpuiaoxeHue No 2)
CIIEIYIOLIMX PEKBU3UTOB: MHIEKC nefia (B COOTBETCTBUU C HOMEHKIATYpOW el
IIKOJIbl); MOJIHOE HAaUMEHOBAHHUE YUPEKJACHHUS; HOMEp JIMYHOrO aena; (haMuius




UMS OTYECTBO pabOTHHMKA B MMEHMTENIBHOM Majexe; AaThl — roj Havajla U roj
OKOHYaHHUs BeJCHHS Jej1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHHS ;

B) MOMEIIEHHWE [IOKYMEHTOB, MOMJIEKALUX XPaHEHHIO B COCTaBe JIMYHBIX
Jel1, B XPOHOJIOTHYECKOM MOpsIKe:

— BHYTPEHHSIs OIUCh IOKYMEHTOB Jiena (npusioxeHue Ne 3);

— JIMCT C OTMeTKaMH 00 O3HaKOMJIEHMM pabOTHHMKA C JIMYHBIM JIEJIOM
(mpunoxkerue Ne 4);

— JIMCT € OTMETKaMU O pe3ysbTaTaX eXeroJHOW MPOBEPKU COCTOSHMS
JUYHOTO /ena (mpunoxenue Ne 5);

— JIMYHBIN JIUCTOK IO YYETYy KaJApOB WK aHKeTa (rpuiaokeHus Ne 6 u Ne 7);

— aBToOMOrpadus;

— 3asiBIEHHE O Mpueme Ha padoTy;

— MpUKa3 o rpueme Ha padory;

— JI0JKHOCTHAsl UHCTPYKLUS;

— TPY/IOBOH J10r0OBOpP;

— JIOFOBOp O IOJIHOW MaTepuajibHOW OTBETCTBEHHOCTH (eCiu pabOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIULIO);

— XapaKTEePUCTHKH U PEKOMEH/IaTelIbHbIE TUChbMa;

— corjacue Ha 00paboTKy MepcoHaIbHbIX JaHHBIX.

2.5. Jluctel [OKYMEHTOB, IIOMEUIEHHBIX B JIMYHOE [0, TMOAJeXKaT
HyMEepalH1Hu.

2.6. JIoKyMeHTBI IOMELIAKTCs B Nanky-ckopociuusaTeb. [Ipu yBonbHeHUH
paboTHHKA MPOLIMBAIOTCS HUTKAMH U CIAIOTCS B aPXHUB.

2.7. BHyTpeHHss ONUCh TOKYMEHTOB, UMEIOLIUXCS B IMYHOM Jiejie, J0/IKHA
Co/lepKaTh CBEJICHUS O MOPSJAKOBBIX HOMEpax, HAMMEHOBAHUAX JIOKYMEHTOB Jlela,
KOJIMYECTBE JIMCTOB, JaTaX BKJIIOYEHUS JIOKYMEHTOB B JIUYHOE JI€JI0 U U3BIATHUS U3
Jiej1a, a TAK)Ke KeM U3bAT JJOKYMEHT U 10 KaKOi NMpU4HuHE.

2.8. BHyTpeHHsis ONMCb COCTaBJISIETCS HA OTAEJIBHOM JIHCTE [0
yCTaHOBJIEHHOHN (hopMe. JIMCTbI BHYTPEHHEHN OMUCH HYMEPYIOTCS OTIEIBHO.

2.9. Ilpu nmoAroToBKe JUYHBIX J€Jl K MNepejaye Ha XpaHeHWe K BHYTpPeHHeMH
OIUCH COCTABJIACTCS MTOrOBas 3aluch, B KOTOPOH Yyka3biBaeTcs Ludpamu u
[POMUCHI0 KOJIUYECTBO BKJIKOYEHHBIX B Hee JAOKYMEHTOB M KOJMYECTBO JMCTOB
nena.

3. Beaenne JIHYHbIX e/l pa0OTHHKOB

3.1. JluyHoe neno Beaercs B TeYeHWE BCEro nepuoja paboThl KaX10ro
nejarora U corpyaHuka MAJIOV.

3.2. JlanbHeiliee BeJeHHE JIMUHOrO Jejia pabOTHMKA INpealycMaTpHBaeT
MoMellleHHe B Je0 JOKYMEHTOB, 00pasylolluxcsi B Ipolecce pabouei
JAEeATEJIBHOCTH U UMEIOLLMX 3Ha4YeHHe AJ1 TPYAOBBIX OTHOLIEHHIA:

— JIOTIOJTHEHHE K JIMYHOMY JIMCTKY IO YYETY KaJpoB;

— JIOTIOJIHUTEJIbHBIE COTVIAILEeHUs K TPYA0BOMY 0OTOBOPY;

— KOTIMH MPUKA30B M0 JIMYHOMY COCTaBY, KOTOpbIe KacatoTcsl paboTHHKA,

— OT3bIBbI JIOJPKHOCTHBIX JIUL O pabOTHHUKE;

— KOIHH JJOKYMEHTOB O [OBBIILIEHNH KBaJTH(HUKALIUH;




— KONUHU cepTU(HUKATOB, TPAMOT;

— JIUCT — 3aBEPUTEJIb JIej1a (COCTABISIOT MPU clayde JIUYHOTO JIeJia B apXUB);

— UHBIE IOKYMEHTHI.

3.3. B uuHble Jlena  He MOMEMIAIOTCS  JAOKYMEHTBI, HMEOIIHe
BTOPOCTEINEHHOE 3HAa4eHUe U CPOK XpaHeHHUs meHee 10 ner BrmouuTtenbHo. Takue
JIOKYMEHTBI XpaHATCs B OTAeIbHOM Hapsije Ne 4-09 «JlokymeHTbI, He BolleIlIMe B
COCTAaB JIMYHBIX JIeT».

3.4. B koHue kaneHaapHoro rojaa u He nosjaHee 30 nexkabps Bce pabOTHUKH
MAJIOY npoxoasT o3HakoMlieHMe ¢ JHYHBIMH JeidamMd. OO0 3ToM nenaercs
OTMETKa B JIMCTE O3HAKOMJIEHHSI paOOTHHKA C JTUYHBIM JIEJIOM.

3.5. O3HakomIileHME C JIeJIOM TPOUCXOJUT HCKIIIOYMTEIbHO B KaOuHeTe
crieMaiucTa no Kajapam M B €ro MpUCYTCTBMM. 3arpelaeTcsi BBIHOC Jejla U3
KaOuHera.

3.6. Bblnaua konui JOKYMEHTOB M3 JIMYHOrO Jiejla MPOW3BOIUTCS I10
JTMYHOMY 3asBIeHUI0 pabdoOTHMKAa M C paspelleHust 3aseaytouero. Konuu
JOKYMEHTOB JOJDKHBI OBITh 3aBepeHbl M MpenocTaBleHbl pabOTHUKY B TeYeHHe
Tpex AHeH CO JIHS MMOoJayu 3asBIeHHUS.

3.7. U3bsiTHe OTHENbHBIX JOKYMEHTOB W3 JIMUHOIO Jiella MPOU3BOIAUTCS C
pazpeuienus 3aBeaytomero MAJIOVY ¢ odopmieHneM cOOTBETCTBYIOIIEH 3aIMUCH B
rpade «IIpumeuanue» BHyTpeHHe# onucH. [Ipy BpeMeHHOM HM3bITHU JOKYMEHTA
Ha ero MecTto (MeXay JIMCTaMH COCeIHUX JOKYMEHTOB) BKJIAbIBaeTCs ClpaBKa-
3aMeCTUTelb ¢ YKa3aHUeM JaThl M PUUUH U3BATHUS C MOAMUCHIO JIMLA, BbIAABUIETO
NOKYMEHT, U MOAIMUCHIO JIW1IA, OJYYHBIIET0 €ro BO BpeMEHHOE 0JIb30BaHHe.

3.8. B uensax oOecneyeHuss KOHTPOJISI 32 COXPAHHOCTBIO M AKTYyalbHOCTBHIO
amyHelX aen B MAJIOV exeroano (He nosnxee | kBaprana roja, cieaylolero 3a
OTYETHBIM ) MPOU3BOJIUTCS TPOBEPKA UX HATUYUSL U COCTOSTHUSI.

3.9. EXeroaHyw MNpOBEPKY COCTOSHHS JIMYHBIX JI€J1 Ha [peaMeT
COXPAHHOCTH BKJTFOYEHHBIX B HEr0 JJOKYMEHTOB MPOBOIMT CIELIUABHO CO3aHHast
Komuccus. O npoBejieHHBIX MPOBEPKAX JeaeTcss OTMETKA B JIUCTE O pe3yJjibTaTax
€KEeroJJHOM IMPOBEPKH COCTOSIHUS M HAJIMYMS JIMYHOTO jena (npuioxenue Ne 5) u
COCTaBISETCS aKT. Pe3ynbTarhl MPOBEPKU JTUYHBIX JeNl B 00s3aTelIbHOM MOpsiKe
noBoasTcs 10 3aBeayrouero MAJIOVY.

4. XpaHeHHe U yUeT JIMUHBIX e/l pa00THHKOB

4.1 XpaHeHHe W y4YeT JUYHBIX €] reaaroroB u corpyanukos MAJIOY
OpPraHU3ylTCSd C UeJbl0 OBICTPOro MOMUCKa JHUYHBIX /e, O0ecleueHus HX
COXPAHHOCTH M KOHGMUIEGHLMAIBHOCTH CBEACHHi, coaep:Kalluxcs B JOKYMEHTax
JIUYHBIX JIe]l, OT HECAHKLIHOHUPOBAHHOIO 10CTYIA.

4.2. Jluunble nena pabOOTHUKOB, AOJAKHOCTHBIE WHCTPYKLMH XpaHATCS Y
crelMalucTa Mo KaapaM B CHelHaJbHOM MeTajnyeckom ceide. JInunble
KapTOuKH 1Mo yHubULupoBaHHoU hopme No T-2 XpaHATCS OTACIBHO.

4.3. TpynoBble KHWXKKH, MEIUIMHCKME KHWXKKH XpaHsTcs B ceiide
crienuanucta o kaapam MAJIOVY.




4.4. Jloctyn K JIMYHBIM JiefaM paOOTHUKOB MMEIOT TOJBKO CHELMAJIUCT 110
kKagpam ¥ 3asenyroumi MAJIOY  n1ubo 3amecTuTeNH 3aBEAyIOIIETO [MpH
MCTIOJHEHUH 00s13aHHOCTeH 3aBenytouiero MAJIOVY.

4.5. Cucremaruzauusi JHUYHBIX JeJ pabOTHUKOB TPOU3BOAMTCS B
a(haBUTHOM MOPSIIKE.

5. Odopmiienne THYHBIX e pAaGOTHHKOB Nepej ciaveil B apXuB

5.1. OdopmneHue nuYHBIX Jea s Mepejadyd B apXUB MPOU3BOIUTCS
cnetanucToM no kaapam MAJIOY. Dra npoueaypa BKIKOYAeT:

— MOAIMBKY (Tneperuier) jaena;

— YTOYHEHHEe HyMepaluH JTUCTOB Jiea;

— COCTaBJIEHHE JIMCTA-3aBepuTels (rpuioxkenue Ne 8);

— cocTaBjieHHe (yTOUYHEHHE) BHYTPEHHEH OIUCH;

— BHECEHHE YTOUHEHHUH B PEKBU3UTHI JULIEBON 00JIOKKH Jera.

5.2. Jlucer — 3aBepuTelnb Jella JOJDKEH MOJANMCATh €ro COCTaBUTENb, IPH
3TOM JleJlaeTcsl pacluM(poBKa JOJDKHOCTH W TOJIUCH, NpocTaBisercs aata. B
MpOLECcCe UCMOAb30BaHUS APXMBHBIX JOKYMEHTOB B JIMCTE-3aBepUTENE JeIar0TCs
COOTBETCTBYIOIIHE OTMETKH.

Ecnu neno noammro 0e3 nucTa-3aBepuTesi, TO €ro cleayeT HakJIeUTh Ha
BHYTPEHHIOIO CTOPOHY 00JIOKKH J1eJ1a.

5.3. C uenwro obecrneyeHuss COXPaHHOCTH JTMYHbIX J1e]1 PEKOMEHyeTCs:

— 00beIMHATh UHIMBH/yallbHEIE JIMYHBIE Jle/la YBOJICHHBIX COTPYIHHKOB B
OJIHy 00JI0KKY (00BEIMHEHHOE J/1e]10) ¢ TaKkuM pacyeTtom, 4yToObl obObem nena
(toma) He npesbiian 250 JMCTOB (MIyTEM CIUMBKHM MaTEpHaJOB MH/IAHBUIYAJbHbBIX
J1e]1 TI0 TO/1aM YBOJIbHEHHS ),

— pacrnoJsiaraTb MaTepuallbl MHAMBHIYaJIbHBIX /1] B Ipeaenax Jena (toma) B
andaBUTHOM TMopsiAke (ModaMuiIbHO), OTAENSS MaTepualibl, OTHOCSLIHECH K
pa3HbIM MHAMBUAYaJbHBIM J€JIaM, YACTBIM JIUCTOM Oymaru ¢ ykazaHHEM Ha HeM
(haMHIUKH, UMEHHU U OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOIO COTPY/THHKA;

— cHa0xkaTh Kax10€ OOBEJMHEHHOE Me/0 (TOM) BHYTPEHHEH ONHUCHIO ¢
nepeyucieHemM (GaMHINMNA, UMEH W OTYECTB M YKa3aHWeM HOMEpOB CTpaHHIl, B
npezenax KOTOPbIX PacnoyokeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

5.4. Ilepenaya JIMYHBIX /€)1 B a@pXUB OCYLIECTBIISETCS HE MO3[HEE TpeX JeT
nocjie 3aBeplieHHs MX B JIEJONPOU3BOJACTBE B COOTBETCTBHH C rpaduKom.
[IpensapuTenbHO cekpeTapeM MpoBepsieTCs MOJHOTa U MPaBUIILHOCTE MOATOTOBKH
JMYHBIX JeJ1 K nepenade. BuisiBIeHHbBIE NMPU NPOBEPKE HEAOCTATKH YCTPAHSAKOTCH
crielMaIucToM 1o KazapaM. llepejgavya u npueM NpPOU3BOAATCS MO OINMCH C
MPOCTAHOBKOH OTMETOK O HaJIMUUK JINYHBIX JIeJ1.

5.5. Jlnunple pena paOGOTHUKOB, 3aKOHYEHHbBIE JICJONPOU3BOACTBOM 10 |
auBaps 2003 roxa, xpansres 75 aet, nocne 1 suBaps 2003 roga — 50 jer.

6. OTBeTcTBeHHOCTH paGoToaaTe/isi H paGOTHHKA



6.1. Ileparoru u corpyauuxu MAJIOY o6si3aHbl CBOEBPEMEHHO MPE/ICTABIATE

CBeJIeHHs 00 U3MEHEHHWH CBOUX NEPCOHAJIBHBIX JTaHHBIX, BKIIIOUCHHBIX B COCTaB
JIHYHOTO A€la.

6.2. Paboronarens obecrieuunaer:
— COXPAHHOCTb JIMYHBIX JIe]1 paOOTHHKOB;

— KOHQHIEHUMATbHOCTh CBEJICHHH, COJEpKALIMXCd B JHYHBIX Jejax
pabOTHUKOB.

7. IlpaBa paGoroaarte/isi H pabOTHHKA

7.1. Tlenaroru u corpyauuku MAJIOY umeror npaso:

— Mojy4aTh MOJHYIO HHpopmauuio o0 o0paboTke CBOMX TMEepPCOHATBHBIX
JIaHHBIX;

— MoJy4aTh JIOCTYI K CBOUM MEPCOHAIBHBIM JIaHHBIM;

— M0J1y4YaTh KOMHUH TOKYMEHTOB, XpaHSAIIUXCS B JIMYHOM JIeTIe;

— TpebOBaTh WUCKIIOYEHHS WJIM HCHPABICHHsS HEBEPHBIX M  HEIOJHBIX
(MCKa)KeHHBIX ) CBOMX NMEPCOHATBHBIX TaHHBIX.

7.2. Paboroaarenbs uMeeT Mpaso:

— obOpabatpiBaTh NepcoHallbHbIe JaHHble PaOOTHUKOB, B TOM YMCIe M Ha
3JIEKTPOHHBIX HOCUTEISX;

— 3ampamuBaTh OT pabOTHUKOB HMH(OPMALMIO, HEOOXOAUMYIO OISl BeIEHHS
JUYHBIX J1e]1 1 00pabOoTKH NepCcoHaNbHbIX JaHHBIX.
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