[TPUHAT YTBEPX/IEH
earorHYecKuM cCoOBeTOM npukasom MbJ/IOY nerckoro cana

MBJ1OVY nerckuii cag Ne 16 "JlacTouka” e No 16 "Jlactouka”

(mporoxkoin or 10.09.2020 Ne 1) //"/ =
Wpn#” H.10. Manaxosa

ot 10.09.2020 r. Ne 92-0

NOJIOKEHHE
0 NOPS/IKE BeAeHNs JHanbIX e paborankos Myunuunaasnoro 61oaxernoro
AOMIKOALHOr0 00pasoBaTeILHOI0 YUPEAICHHH ACTCKIIT cal 00mepassuBaomero sujia
¢ HPHOPHTETHBIM OCYIIECTB/ICHHEM ACHTEALHOCTH 110 PHINYECKOMY Pa3BHTHIO aeTeil
Ne 16 «Jlacrouka»

1. OO01Iue mon0KEeHMs

1.1 Hacrosimuii JIOKadbHBIA aKT ONpPEAEHSeT MNOPSAOK BEICHUS JIMYHBIX JIEI
MeJaroroB M pabOTHUKOB B MyYHHITUIIAIBEHOM  OFOKETHOM  JIOIIKOJBHOM
00pa3oBaTEIbHOM YUPEXKICHUU JETCKUM caji OOIIepa3BHBAIOIIETO BHAA C
MIPUOPHUTETHBIM OCYIIECTBICHUEM JEATEIBHOCTH 10 (U3NUYECKOMY Pa3BUTHIO
nereit Ne 16 «Jlactoukay (manee JIOY).

1.2. JInunoe neno paboTHHKA — COBOKYIMHOCTh JOKYMEHTOB MEPCOHAIBHOTO y4eTa,
coJiepKalluX CBEJICHUS O paOOTHHUKE U €ro TPYJOBOU J€ATETbHOCTH.

1.3. Tlopsinok pa3pabotan B cooTrBeTcTBHHM ¢ TK P®, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152-®3 «O mnepcoOHANbHBIX MAHHBIX», METOANYECKUMHU
pexkoMennanusiMu PocapxuBa, Ykazom Ilpesugenta ot 30.05.2005 Ne 609 «O06
yTBepkAeHUM [lonoXKeHHsT O MEepPCOHANbHBIX JIAaHHBIX TOCYJIapCTBEHHOTO
canyxamero Poccuiickorn ®epepaniii W BEACHUM €0 JMYHOTO  JEJay,
KOJUJIEKTUBHBIM JOTOBOPOM U yctaBoM /JOY.

2. ®opMUpPOBAHHUE JUYHBIX J1eJI PA0OTHUKOB

2.1. Jluunoe neno paboTHuka (GopMupyeTcss He TO37Hee MATH pabodyux AHEH Co
JTHST 3aKJTFOYEHHS] TPYAOBOTO JIOTOBOPA M TOJIBKO MOCTE TOMYyUYEeHUSI OT paOOTHUKA
corJyiacusi Ha 00pabOTKY €ro MepCcoHaIbHBIX TaHHBIX

2.2. ITpu noctyruieHnH Ha paboTy pabOTHHUK MPEAOCTABISAET (IPU HATTUYHH):

MACIOPT WM MHOW JOKYMEHT, YAOCTOBEPSIOIINI JIMIHOCTD;
aBToOHOTrpaduIo;



. 3asiBJICHUE O IIpUEME Ha padoTy;

. JOKYMEHT,  KOTOPBIA  MOATBEPXKIAET  PETUCTPALMI0 B  CUCTEME
WUHAMBUIYAIHOTO MEePCOHU(UIIMPOBAHHOIO YyuyeTa, B TOM uucie B (opme
AJIIEKTPOHHOTO JOKYMEHTa, JIMOO CTPAXOBOE CBHJIETEIHCTBO T'OCYAAPCTBEHHOIO
MIEHCHOHHOI'0 CTPaXOBaHMUs, 3a UCKIIFOUEHHUEM CIIy4aeB, KOT1a TPYI0BOM JOTOBOP
3aKJIF0YAETCS BIICPBBIC;

. UIEeHTU(UKAITMOHHBI HOMEP HAJIOTOTUIATEIIBIINKA;

. JTIOKyMEHT BOMHCKOTO y4eTa (JJ11 BOEHHOOOS3aHHBIX JIHII);

. JOKYMEHT 00 00pa30BaHUU;

. aTTeCTallMOHHBIN JIUCT;

. CIIPaBKy O HAJIMYMUU (OTCYTCTBUM) CYIUMOCTU U (WMH) (haKTa yroJOBHOIO
npeciie/IoBaHus;

. CIIpaBKy O TOM, SIBJISETCS WJIM HE SBJISETCS JIMIO TOABEPTHYTHIM

aJIMMHHACTPATUBHOMY HaKa3aHUIO 3a NOTPEOJIEHUE HAPKOTUYECKUX CPEACTB WIIU
ICUXOTPOMNHBIX BeELIeCTB 0€3 Ha3HaueHHs Bpaya JHOO HOBBIX NOTEHUIHUAIBHO
ONACHBIX IICUXOAKTHUBHBIX BEIECTB;

. TPYAOBYIO KHUXKY U (WJIM) CBEIACHUS O TPYIAOBOM NEATEIBHOCTH, KPOME
CIIy4yaeB, KOrja paOOTHHK NMPUHUMAETCS Ha paldOTy BIEPBBbIE WM Ha YCIOBHSX
COBMECTUTEIBCTBA;

. METUITTHCKYO KHUKKY;
. CBUJIETEJILCTBO O Opake;
. CBUJIETEITBCTBO O POXKICHUU JCTCH.

2.3. Crieruaauct 1o Kajapam ohopmIIseT:

o JIMYHYIO KapTouKy 10 hopme Ne T-2;

o TIPHKA3 O IpHEME Ha padoTy (O MepeMeIeHUH Ha IPyTrue JOJIKHOCTH);
s TPYIOBO JOTOBOP B IBYX IK3EMIUTSIpax;

¢ JIOJDKHOCTHYIO HHCTPYKITHIO.

2.4. TlepsuuyHoe odopMIICHHE JTUYHOTO JIeja MPEyCMaTPUBACT:
a) MPUCBOEHUE JUYHOMY JIeJTy HOMEpa COrIacHO XKypHay ydeTa JIMYHBIX Jell;

0) mpocTraBieHrne Ha OOJIOKKE JIMYHOTO Jeia CICAYIONUX PEKBU3UTOB: HHJICKC
nena (B cooTBeTcTBUU ¢ HOMeHKIarypoil aen JIOY); nonHoe HaumenoBanue J0Y;
HOMEpP JIMYHOTO Jena; (GaMuiaus UM OTYECTBO PaOOTHHKA B HMMEHUTEIHHOM
naJie’ke; AaThl — TOJl HA4aJla M ToJi OKOHYAHUS BEJICHUS JI€1a; KOJIMYECTBO JIUCTOB;
CPOK XpaHEHUS;



B) IMOMCHICHUEC NOKYMCHTOB, INOJICKAIINX XPAaHCHHUIO B COCTABC JIMYHLIX IACJI, B
XPOHOJIOTHMYCCKOM ITOPAOKE:

e BHYTPEHHSISI OIUCH JOKYMEHTOB JIEJIa;

e JINCT C OTMETKaMU OO0 O3HAKOMJIEHMM pa0OTHHKA C IEpPEIaHHBIMU M3
JUYHOIO JIeNa;

¢ JIMYHBIN JIUCTOK MO YUYETY KaJIpOB;

o aBTOOHOrpadus;

o AHKETa;

e 3asBJICHHUE O IIpHEME Ha padoTy;

e corjacue Ha 00pabOTKy MEPCOHATBHBIX JaHHBIX;

o TIPHUKA3 O IpHEME Ha PadoTy;

¢ JOJDKHOCTHASI MHCTPYKIHS,

e TPYIOBOW JIOTOBOP;

e JIOTOBOP O IMOJHOW MaTepHalbHOW OTBETCTBEHHOCTH (€ciu PabOTHUK —
MaTepHalIbHO OTBETCTBEHHOE JIUIIO);

e XapaKTEPUCTHUKHU U PEKOMEHAATEIbHbIC MTUChMA;

¢ ATTECTALMOHHBIC JUCTHI;

o pE3yJNbTAThl MPEABAPUTEIBHOTO M  O0S3aTEIBHBIX NEPHOJUYECKUX
OCMOTpOB;

e JHUCT C OTMETKAMU O pPE3yJbTaTaxX €KEroJAHOW NPOBEPKU COCTOSHUS
JUYHOTO JeNa;

2.5. JIucThl JOKYMEHTOB, TOMEIIEHHBIX B JUYHOE JI€JI0, OJIEKAT HyMEPaLIUH.

2.6. JIOKyMEHTHI TOMEIIAIOTCA B IMANKy-CKOpocmMBareib. lIpu yBOIpHEHHH
pabOTHHKA NPOIIMBAIOTCS U CAIOTCS B ApXUB.

2.7. BHYTpeHHﬂﬂ OIIKUCh AOKYMCHTOB, HMCHOIIUXCA B JIMYHOM MOCJIC, OOJIKHA
COACPIKATh CBCACHUA O IMOPAAKOBBIX HOMCPAX, HANMMCHOBAHUAX JOKYMCHTOB JCJIA,
KOJIMYCCTBC JIMCTOB, JaTaX BKIIOYCHUA JOKYMCHTOB B JIMYHOC JICJIO U U3BATUA U3
AcJIa, a TAKKC KEM U3BAT JJOKYMCHT H 110 KaKoM IIPUYHHC.

2.8. BHYTpeHHssSI ONMCh COCTABIISIETCS HA OTAEJIIBHOM JIMCTE IO YCTAHOBJICHHOW
dbopme. JIUCTBI BHYTPEHHEHN OMUCU HYMEPYIOTCS OTIEIBHO.

2.9. I1pu noaroToBKe JUYHBIX J€] K Mepeaye Ha XpaHEHUE K BHYTPEHHEN OMUCH
COCTABJISIETCS] UTOTOBAS 3aMMKCh, B KOTOPOM YKa3bIBAETCs ITUBpaMu U MPOIMHUCHIO
KOJIMYECTBO BKIJIFOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIEJIA.

3. BeneHnne JUYHBIX /1eJ1 pA0OOTHUKOB



3.1. JIuuHOE N1eIo BemeTcsl B TeUEHUE BCEro Meproia paboThl KaXKIOTO MeAarora u
pabotnuka JIOVY.

3.2. JanbpHeiilnee BeJCHHE JHYHOTO Jeia pabOTHHKA MpeaycMaTpuBaeT
MOMEIIEHHE B JIeJI0 JOKYMEHTOB, OOpa3ylolmxcsi B Mmpoliecce padbouei
JESTENIbHOCTH U UMEIOIINX 3HAaYCHHE JIsl TPYIOBBIX OTHOILEHUI:

¢ JIOTNIOJIHEHUE K JJUYHOMY JIUCTKY MO YUYETY KaJPOB;

o YBEAOMJICHUS OO0 UW3MEHEHUSX 00s3aTeIbHBIX YCIOBHH TpPYIOBOTO
JIOTOBOPA;

¢ JIOTIOJIHUTEJIBHBIE COMIAIIEHUS K TPYAOBOMY JIOTOBODPY;

¢ KOIMHU IIPUKA30B I10 JUYHOMY COCTaBY, KOTOPbIE KAaCatOTCsl pAOOTHHKA;

e JIMCT — 3aBEPUTENH JeJa (COCTABIISIIOT IPH CIay€e JINYHOTO JI€NIa B apXUB);

o UHBIEC IOKYMEHTHI.

3.3. B nuuHbIC J1e7a HE MOMEMIAIOTCS JOKYMEHTBI, UMCIOIINE BTOPOCTEIICHHOS
3HaYCHHE M CPOK XpaHeHHs MeHee 10 JieT BKIIOYUTEIBHO. Takue TOKYMEHTHI
XpaHATCsA B MOPTHONHO COTPYAHUKOB (KOMHMHM JTOKYMEHTOB O IIOBBIIICHUN
KBJIM(PUKALIUK, KOIIUU I'PaMOT, CepTU(HUKATOB) B METOAUYCCKOM KaOWHETE W B
ceride KampoBOI CITYKOBI.

3.4. PaOOTHUK 3HAKOMUTCA C JIMYHBIM nesioM. O0 3TOM feraeTcss OTMETKA B JINCTE
03HAKOMJICHUSI PA0OOTHUKA C JIMYHBIM JIEJIOM.

3.5. OzHakomyieHHE€ C [I€JIOM TMPOUCXOJUT MCKIIOUUTEIHPHO B KaOWHETe
cCrienuaiucTa 1mo KajapaM W B €ro MPUCYTCTBUHU. 3ampeniacTcss BBIHOC Jefla U3
KaOuHeTa.

3.6. Bpimaua xomwuii JOKYMEHTOB M3 JIMYHOTO J€ja MPOU3BOAMTCS IO JIMYHOMY
3asBJICHUI0 PaOOTHUKA U C pa3pelieHus 3aBenyromiero. Komuum AOKYMEHTOB
JOJKHBI OBITH 3aBEPEHbl U MPENOCTaBICHbl PAOOTHUKY B T€UEHUE TPEX THEH CO
IHS TTIOJa4U 3asIBJICHUA.

3.7. U3bsAiTHE OTHOEABHBIX JOKYMEHTOB W3 JIMYHOTO JieJia TMPOU3BOAUTCSA C
paspemenust 3asenytomiero JJOY ¢ odopmieHremM COOTBETCTBYIOIIECH 3amiCH B
rpade «I[Ipumeuanuey BHyTpeHHeW omucu. [Ipu BpeMEHHOM H3BATUHM JOKYMEHTA
Ha €ro Mecto (MeXIy JIMCTaMH COCEIHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-
3aMECTUTENb C YKa3aHUEM JIaThl U IPUUYUH U3BITUSA C TTOANUCHIO JIUIA, BHIIABIIETO
JOKYMEHT, U MOJMKUCHIO JINIA, MOJYYUBIIETO €r0 BO BPEMEHHOE MOJIb30BaHHUE.



3.8. B nensax oGecrieueHusi KOHTPOJIS 32 COXPAHHOCTBIO U aKTyaJIbHOCTHIO JTUYHBIX
nen B JIOY exeronno (He mo3anee | kBapTama roja, CiaeayroIIero 3a OTYETHBIM)
IIPOU3BOIUTCS MPOBEPKA UX HATMYMS U COCTOSIHUS.

3.9. ExXeroiHyr MNpPOBEPKY COCTOSHUA JIMYHBIX NI€JI Ha MPEIMET COXPAaHHOCTH
BKJIIOUEHHBIX B HETO JIOKYMEHTOB MPOBOJIUT CIICHMAIIBHO cO3/laHHas komuccus. O
MPOBEJICHHBIX MPOBEPKAX JENACTCS OTMETKA B JIUCTE O pe3yJibTaTaxX €KeroJaHOM
IIPOBEPKH COCTOSIHUSA U HAJIWYUS JTUYHOTO JIeJla U COCTaBJISETCS akT. Pe3ynbrarhl
IIPOBEPKH JIMYHBIX JeNl B 00s3aTE€ILHOM MOPSAKE JOBOJATCA O 3aBEIYIOLIETO
JOV.

4. XpaHeHue U y4eT JUYHBIX JIeJl PA0OTHUKOB

4.1. XpaHeHue U y4eT JIMYHBIX Jie] neaaroroB u padbotHukos JJOY opranusyrorcs
C IeNbl0 OBICTPOrO TMOMCKA JHMYHBIX JeJ, OOECHEeUEeHUs HX COXPAHHOCTU U
KOH(UICHIIUATLHOCTH CBEJEHUM, COEepPKAIIMXCA B JOKYMEHTAaX JUYHBIX €N, OT
HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. Jluuynble pnenma pabOOTHHUKOB, JOJDKHOCTHBIE MHCTPYKUMU XpaHATCS Y
3aBeAyroero. JInunple kKapTouku 1o yHupuuupoBanHoil popme Ne T-2 xpansarcs
OTJENBHO.

4.3. TpynoBbIe KHIKKH B ceiibe y 3aBeIyIONIETr0, MEIUIIMHCKUE KHIDKKH XPaHSATCS
B MEIUIIMHCKOM KaOWHETE

4.4. Jloctyn K JUYHBIM JenaM pabOTHUKOB HMMEIT TobKO Chnenyaiuct Mo
KazpaM, 3aBeAyIOIIMid JUOO0 3aMECTUTENM 3aBEAYIOIIEr0 MpPU HCIOJIHEHHUH
obs13anHOCTEM 3aBeayromiero JJOY.

4.5. CucrtemaTuzanusi JUYHBIX 7€ paOOTHUKOB MPOM3BOIUTCS B ajiaBUTHOM
MOPSIJIKE.

5. OgopmiieHMe JJUYHBIX JIeJ1 PpA0OTHUKOB Iepe/l caavyed B apXuB

5.1. Odopmienne JNUYHBIX €71 JJs Tepernadyd B apXWB MPOU3BOJIUTCS
KOMHCCHUOHHO. JTa MPOLEAYpa BKIIOYAECT:

e TOJIIMBKY (NIEpEIUIeT) AeNa;

¢ YTOYHEHHWE HyMepalluH JTUCTOB JIeJIa;

¢ COCTaBJICHHE JINCTA-3aBEPUTEIIS;
 cocTaBiieHHE (YTOUYHEHHE) BHYTPEHHEH onucy;



e BHCCCHHC YTO‘{HeHI/Iﬁ B PCKBU3HUTHI J'IPIHCBOﬁ 00JI03KKH Jcia.

5.2. Jluct — 3aBeputenb Jena AOJDKEH IMOAIKUCATh €r0 COCTABUTENb, IMPU ATOM
nemaercst pacmm@poBka JOKHOCTH M TIOANMCH, IPOCTABIsIETCS faTa. B mporecce
WCITIONB30BaHUSA  apPXUBHBIX JIOKYMEHTOB B  JINCTE-3aBEpPUTENEC  JENaloTCs
COOTBETCTBYIOIINE OTMETKH.

Ecin neno mommmro 6e3 JucTa-3aBepuTeNs, TO €ro CleAyeT HaKJIeUTh Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKKH JIeTa.

5.3. C uenbto o0ecreyeHns COXpPaHHOCTH JIMYHBIX [ PEKOMEHYETCS:

. OoOBEIUHATh WHANBUIYAJIbHBIE JIMYHBIE Jiea YBOJICHHBIX PAOOTHUKOB B
OJIHy 00JI0kKY (0OBEIMHEHHOE JIeJI0) C TaKUM pPacueToM, 4ToObl o0BeM Jieria
(Toma) He npesbImian 250 JTUCTOB (IMyTEM CHIMBKH MaTEPUAIOB UHIWBUIYATbHBIX
JIeJT 110 TOJIaM YBOJIbHEHUS );

. pacrojaraTh MaTepyualibl MHAUBUIYAIbHBIX JIe] B Ipejenax Aena (Toma) B
andaBuUTHOM MOpsake (MOopaMUIIBHO), OTAEISAS MaTepHalbl, OTHOCSIIHECS K
Pa3HBIM HHIWBUAYAJIbHBIM J€JIaM, YHCTHIM JINCTOM OyMard ¢ ykazaHueM Ha HeM
dbaMmIMKM, UMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOTO COTPY/IHUKA;

. CHa0XaTh KaXJ0€ OObEIMHEHHOE Jel0 (TOM) BHYTPEHHEH OIHUCHIO C
nepevyuciaeHueM (pamMuauil, IMEH U OTYECTB U yKa3aHWEM HOMEpPOB CTpaHUII, B
npejenax KOTOPhIX pacloiOAKEHbI COOTBETCTBYIOIINE TOKYMEHTHI.

5.4. Ilepenaya TUYHBIX JE€1 B ApXUB OCYIIECTBISIETCS HE MO3IHEE TPEX JIET MOCTE
3aBEpIICHUS WX B  JEJONPOU3BOJCTBE B COOTBETCTBUM C  TIpapUKOM.
[IpenBapuTenbHO  CHELMATMCTOM MO  Kaapam MPOBEPSETCS MOJHOTA U
MPAaBUJILHOCTh MOATOTOBKH JIMYHBIX JI€]I K nepefaye. BoIsBIIeHHBIE IPU TPOBEPKE
HEJIOCTAaTKM  YCTpaHSIOTCS  aenonpousBonurenieM. llepemaya wu  mpuem
MPOU3BOIATCS MO OMUCH C MPOCTAHOBKOM OTMETOK O HAJIMYUH JIMYHBIX JIE]I.

5.5. Jluunble nena paOOTHUKOB, 3aKOHUYEHHBIC JEIOMPOU3BOACTBOM 10 | sHBaps
2003 ropna, xpaunsarcs 75 net, nocie 1 saBaps 2003 roga — 50 ner. JIuunsie aena
3aBeAyIOIIeTro, riaBHOro Oyxrantepa JJOY uMeroT MOCTOSHHBIN CPOK XPaHECHHUSI.

6. OTBeTCcTBEHHOCTH padoToaaTE ISl M PA0OTHUKA

6.1. Tlemarorm u pabotuku JIOY 00s3aHBI CBOEBPEMEHHO MPEICTABISATH
CBeJieHUsI 00 M3MEHEHWW CBOUX MEPCOHAIBHBIX JAHHBIX, BKIIOYECHHBIX B COCTaB
JUYHOTO JeNa.



6.2. PaboTomareis 00eCIIeUnBaET:

e COXPaHHOCTbH JIMYHBIX JC]I PAOOTHUKOB;
e KOH(MUICHIINATHLHOCTh CBEACHUH, COAEPIKANTUXCS B JIMYHBIX JIeTaxX
PabOTHUKOB.

7. IIpaBa padoroaaresiss 1 padOTHUKA

7.1. Ilenaroru u padotHuku OV umeroT npaso:

noJiyyaTh MOJHYH0 HHopMamuioo 00 00paboTKe CBOMX NEPCOHAIBHBIX
JAHHBIX;

MOJIy4aTh JJOCTYN K CBOUM IEPCOHAJIBHBIM JIAaHHBIM;

MOJTy4aTh KOMUH JOKYMEHTOB, XPAHAIIUXCS B TUIHOM JICIIC;

TpeOOBaTh HCKIIOUCHUS WM MCIPABICHUS HEBEPHBIX M HEMOJHBIX
(MCKa)KEHHBIX ) CBOUX MEPCOHATBHBIX JIAHHBIX.

7.2. PaboTonaTens UMEET MPaBo:

o 00pabaTbiBaTh MEpPCOHANBbHBIC JaHHbIE PAOOTHUKOB, B TOM YHCIE U Ha
AJIEKTPOHHBIX HOCUTEISIX;

e 3alpamnmBaTh OT PaOOTHUKOB MH(OpPMAIUIO, HEOOXOIUMYIO JIJISi BEICHHUS
JUYHBIX J1e7T ¥ 00pabOTKU MEPCOHANBHBIX TaHHBIX.



