CormnacoBaHo: YTBepxkaaro:
O61ee cobpanue pabOTHUKOB 3apenyrouuit MB/IOVY
MBJIOV «JleTckuii cag ¢.30710TOE» aJl c. 30JI0TOE

[Tporokon Ne A, ot L5 0/ 4674 > ﬁaﬁ\:%B
IENOT £V APTE

IOJIOKEHHUE

O MOPJAIKE BEAEHUS JIMYHBIX AEJI
IMNEJATOI'OB 1 COTPYAHHUKOB
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1.001mue noJioKkeHust
1.1. Hacrosiee IlonoxeHue omnpenenser NOPSANOK BEIEHUS W XPAaHEHMs JIMYHBIX JIe IE€JaroroB H
COTPYIHUKOB MyHHIIMTIATHFHOTO OFOPKETHOTO JOIIKOJIBHOTO 00pa3oBaTeIbHOTO YUpekaeHus «JleTckuit can
cena 3onmoroe Kpacnoapmeiickoro paiiona CaparoBckoii oonactu» (nanee — JJOY) Ha ocHoBanuu TK PO ot
30 mexabps 2001r. Nel97-®3 (B pemakiuu ot 30 wurons 2006r., Ha ocHoBaHuu I[lepedHs THUITOBBIX
YIPaBICHUYECKUX JOKYMEHTOB.
1.2 JInynsle nena opopmiisitoTcs Ha BceX coTpyaHukoB JJOV.
1.3. Hacrosiiee nojioxxeHue yTBEpxkaaeTcs mpukasoMm 3asenytouiero JJOY u sBisercs 00s3aTeNbHBIM s
BCEX KaTeropuii neaaroruyeckux u Apyrux corpyaHukon JJOVY.
1.4. Benenue nuuHbIX Je neaaroros u corpyaHukos JIOY Boznaraercs Ha 3aBeayrouiero JOVY.

1.5. He nomyckaeTcst BeJeHHE HECKOJIBKUX JMYHBIX eI PaOOTHHUKOB, 32 HCKIIOYEHHEM, €CIM PabOTHUK
IIPUHAT IO BHYyTPEHHEMY COBMECTUTEIILCTBY.

2. Iopsinox ¢popMuUPOBAHMS JIUYHBIX JI€JI M1€JATOr0B U COTPYIHUKOB
2.1. OdopmiieHne IUYHBIX 1] OCYIIECTBISETCS B TEUYCHHE S5 THEH co JHS mpuemMa pabOTHUKA Ha padoTy.
2.2. ®opmupoBaHUE JIUYHOIO Jejia eAaroroB U corpyaHukoB {0V npousBoauTcs HENOCPEACTBEHHO MOCIE
npuema B J1IOY wiu nepeBoja neaaroroB ¥ COTPYIHUKOB U3 IPYTOr0 00pa30BaTeIbHOTO YUPEKICHUS.
2.3. Ilpu mocTyruieHn” Ha paboTy TpakAaHUH MPECTABIISET:
2.3.1. JIugHOeE 3asiBIIEHUE, HATMCAHHOE COOCTBEHHOPYYHO.
2.3.2. JIOKyMEHT, yI0CTOBEPSIOMINN TUIYHOCTb.
2.3.3. TpyloByr0 KHUXKKY.
2.3.4. loxymeHT 00 0Opa30BaHUMU.
2.3.5. CanuTapHy10 KHUXKKY.
2.3.6. CrpaBky 0 HAJIMYUU CYIUMOCTH WJIM OTCYTCTBUU cymuMocT u3 MBJI.
2.3.7. Apyrue n1OKyMEHTHI, mpeaycMoTpeHHbie DenepaibHbIM 3aKOHOIATEIHCTBOM.
2.4. JIuuHOMY €]y IPUCBAUBAETCS HOMEP, COITIACHO KYpHAIly yyeTa JUYHBIX JIe] NEeIaroroB U COTPYJHUKOB
JOV.
2.4.1. Ha o0noxke JTUYHOTO Jieia OTPaKaloTCs CIASAYIOINE PEKBU3UTHI: JTUYHOE JeI0 Ne COTIacCHO KHUTH
perucTpanyy JUYHbIX eI IEAaroros u corpyaHukos /10Y.
2.5. JIokyMeHTBI B JINUHOM JI€JI€ TTearoroB U coTpyaHukoB JIOY pacnonaratorcsi B CIEQyIOLIIEM MOPSJIKE:
l)onuch TOKYyMEHTOB, UMEIOIIMXCS B TUYHOM JIEIIE;
2) AMYHBIN JTUCTOK IO YYETY KaJpPOB U JOMOJIHEHUE K HEMY
3) nuuHOE 3asIBJIICHKE O MPUEMe Ha PadoTy;
4)Kcepokonusl TpHKa3a O IpUeMe Ha padoTy;
5) TpyznoBoOi 1OroBOp
6 ) AHkera
7) cornacue pabOTHUKA B MUCbMEHHOM BHJIE Ha 00pa0OTKY MEPCOHATBHBIX JaHHBIX
8) KcepoKoIus macmnopTa
9) kcepokonuu ceuaerensctsa MHH
10) kcepoxoruu cBuaerensctsa CHUJIC
11)komust JokymeHTa 00 00pa3oBaHUU
12) 1OKYMEHTHI O MPOXOXKICHUH PaOOTHHKOM aTTECTAI[MH, COOECEIOBAHMS, TTOBBIIICHNUS KBaTU(UKAITIT
13) kcepoxomnust BoeHHOTo Omieta (ctp. 1,2,4,8,11,13,14 s BOeHHOOOS3aHHBIX U JIHII, TIOTKAIINX
MIPU3BIBY HA BOCHHYIO CITYKO0Y);
14) cripaBKa 0 HATMYUH CYAUMOCTHU WK 00 OTCYTCTBUU CymuMocTH u3 MBJI;
15) kcepoxomnust TPyJI0BOM KHIKKH, €CITM paOOTHHUK MIPUHSAT 10 BHEIITHEMY COBMECTUTENLCTBY; 16) HHBIC
JTOKYMEHTBI, KOTOpPbIE JJOJKHBI OBITh MPEIbIBICHBI PAOOTHUKOM C YUE€TOM CIeUU(pUKH pabOTHI;
17) TpynoBast KHUKKa



2.,6. C menplo obecrieueHUs] HAAJEXKaAIeW COXPAHHOCTH JIMYHOTO Jejla IMelaroroB M
corpynHukoB JIOY u ynobctBa B oOpamieHMH C HUM 0OpU  (POPMHUPOBAHUM JOKYMEHTHI
MIOMELIAIOTCS B OTAEIBHYIO MAIIKY.

3. Ilopsinok BegeHMs JIMUYHBIX JIe] N1€1aroroB 1 COTPYAHUKOB
3.1. B nanpHeHmeM B JIMYHOE JI€JI0 IEAAroroB U coTpyaHukoB JIOY BKITOUArOTCS:
0 mpukasbl WIK BBHITUCKK U3 MPUKA30B O HA3HAYCHUU, OCBOOOXKICHUH WU TIEpEeMEIICHUH
1O JTIOJOKHOCTH;
0 MOKyMEHThI 00 WTOrax aTrTecTalud (3asiBICHUE, aTTECTAIMOHHBIN JIHCT; MPUKA3bl WIH
KCEPOKOITUH MPUKA30B TI0 UTOTAM aTTECTAllUH WM BBITTMCKA U3 MPUKa3a);
0 JIMCT MOOLIPEHUN U B3BICKAHUI;
0 KCEepOKOIMH TOYETHBIX TPAMOT M OJIAarOAAPCTBEHHBIX IMHCEM, 3aBEPEHHBIC TMEYATHIO U
MOJIHCHI0O OTBETCTBEHHOIO JIMIIA;
0 KCepOKOIMUHU JIOKYMEHTOB O TIOBBIIICHUH KBATM(DHUKAIIUH, O TIEPENOTOTOBKE, 3aBEPECHHBIE
I€YAThIO M IMOAMUCHI0 OTBETCTBEHHOTO JIUIIA;
[ KCepoKONmMU JIOKyMEHTOB 00 W3MEHEHHU AaHKETHbIX Ouorpauueckux JaHHBIX
(HarpuMep: KOIMHUs CBUETENLCTBA O Opake, N3MEHEHUH (paMUIIUU U T. 11.).
3.2. JInunoe neno memaroroB u cotpyauukoB JIOY BemeTcs B T€UeHHE BCETO MepHona padOThI
Ka)XJIOT0 TeJlarora u COTpyIHUKa B 00pa30BaTeIbHOM YUPEKICHHU.
3.3. Bexaenue JIMYHOTO JI€7a IPELyCMaTpUBAECT:
0 mnomelleHHe JOKYMEHTOB, NOJUIKAIIMX XPAHEHUI0 B COCTaBe JIMYHBIX [IeJ, B
XPOHOJIOTHYECKOM TOPSIIKE;
0 eXerogHyr NPOBEPKY COCTOSHMS JIMYHOTO JieJla NeaaroroB M cotpyaHukoB IOV Ha
MPEIMET COXPAaHHOCTH BKJIFOUEHHBIX B HETO JIOKYMEHTOB M CBOEBPEMEHHOE 3aIOJIHEHNE.
3.4. JIokyMEHTBI B IMYHOM JI€JI€ MOJJIEkKAT OMKUCH, KOTOpasi XpaHUTCA B COCTABE JIMYHOTO JIeNa.

4. Ilopsaaok yyeTa U XpaHeHHs JUYHBIX JeJ1 1earoroB U coTpyaHuxon J10Y

4.1. XpaHeHHe M y4deT JIMYHBIX JEJN MeAaroroB u corpyaHukoB JIOY opranusyrorcs ¢ LEIbIO

OBICTPOrO M 0E30MIMO0YHOTO TMOUCKA JUYHBIX Jell, 00eCTeUeHHs] UX COXPAHHOCTH, a TaKkKe

obecrieueHns KOHOUICHIIUATTLHOCTHA CBEICHUM, COACPKAIIMXCSA B JTOKYMEHTAX JMYHBIX JIEJ, OT

HECAHKIIMOHUPOBAHHOTO JJOCTYTIA:

JluvHbIe Nena megaroroB U COTPYAHUKOB XpaHATCS B ceiide B Marke, a BHYTPH MAIKH —
1o andasuTy.

JlocTynl K TMYHBIM J€J1aM MelaroroB U corpyaHukoB JJOY uMMET TONBKO 3aBeNyrOIUN
JOV.

JInuneie nena megaroroB M cotpyaHukoB J[OVY, MMeEOmMMX TrocyAapCTBEHHBIE 3BaHUS,
MIPpEMUM, HArpajabl, YUCHbI€ CTENEHW M 3BaHUS, XPAHATCA MOCTOSHHO, a OCTaJbHBIX
COTPYIHUKOB — 75 JIeT C TO/la YBOJIbHEHHUS paOOTHHKA (B COOTBETCTBUHU C [lepeunem
TUIOBBIX YIPABICHUECKUX JTOKYMEHTOB).

42. B nuuHble nAena HE JOKHBI BXOMUTH JOKYMEHTHI BTOPOCTENEHHOTO XapakTepa,
uMmeroIe BpeMeHHbIe (10 10 JieT BKIIOYUTENHHO) CPOKU XPAHEHHUSL.

4.3. ConepkaHue JUYHBIX JEJI paHee MPUHATHIX PaOOTHUKOB MOXKET HE COOTBETCTBOBATH II.
2.5. nactosimiero IlonoxeHus, Tak Kak KOMILIEKTAIUs JTUYHBIX JIe] He Oblia MpeIycMOTpeHa
®denepaabHBIM 3aKOHOIATEILCTBOM.

4.4. 3aBenyromui, TpuHUMas OT PaOOTHHKA KCEPOKOMHUU TOKYMEHTOB, JTUYHBIN JIUCTOK TIO
y4eTy KaJpOB, JOJDKEH MPOBEPUTH TMOJHOTY €T0 3allOJIHEHHSI U JOCTOBEPHOCTh YKa3aHHBIX
CBEJICHUH B COOTBETCTBUM C MPEAbSIBICHHBIMM OpPUTMHAJIAMHU JIOKYMEHTOB M CJI€NaTh
COOTBETCTBYIOIIYIO 3aIHCh B aHKETE.

4.5. COop u BHECEHHE B JIMUHBIC JleNia TIeNaroroB u cotpyanukoB JJOVY cBexeHui o 4acTHOM
JKU3HU, TTOJIUTUYECKON U PETUTHO3HOW MPUHAJICKHOCTH 3aMpeIaeTcs.

4.6.  JluuHOoe memo MOXKET OBITh BBIJAHO B CIEAYIOIINX CIydasK:

0 mo TpeboBaHMIO pabOTHHKA JJIsl O3HAKOMJIEHUs (0e3 mpaBa BBIHOCA);
0 HEnocpeaCcTBEHHO PYKOBOJIMTENIO JUIsl O3HAKOMJIEHUSI C MaTepUallaMU JIUYHOTO JIENa;

4.7. CHATHE KONUWA JOKYMEHTOB, XPAHSAIIMXCS B JIMYHOM J€JI€, MPOU3BOAMUTCS TOJBKO C

NUCbMEHHOTO pa3penieHus paboTHHUKA.



5. [lopsinok BbIAA4M JIUYHBIX /IeJ] BO BpeMEeHHOe 10JIb30BaHue

5.1. Beigaya nu4HBIX J1en (OTACNBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO Jiela) BO BPEMEHHOE
MOJIb30BaHME TIPOU3BOIUTCS ¢ paspenieHus 3aBeayroniero JJOY no 3asBneHuto paboTHHKA.

5.2. PabGora (o3HaKOMIIGHHWE) C JHMYHBIMH JellaMd TMeJaroroB u corpyaHukoB JIOY
MPOU3BOAUTCA B 3[aHUM JIOIIKOJBHOTO O0pa30BaTeNbHOTO YUPEXKACHUS B MPUCYTCTBUU
3aBenyroliero. B koHile pabouero MHs 3aBEAYIONUN 00s3aH YOSTUTHCS B TOM, YTO BCE JIMYHBIC
JIeNia UM TOKYMEHTBI U3 JIMYHBIX JIE, BhIJaHHBIE BO BPEMEHHOE IMOJIb30BaHUE, BO3BPAIICHHI Ha
MCCTO XpaHCHUA U CCThb JIHK HCO6XOI[I/IMOCTB AJid MPUHATUA MCP K HMX BO3BPALICHHUIO WA
PO3BICKY.

6. OTBeTCTBEHHOCTH
6.1. [Ileoazoeu u compyonuxu JIOY 00s3aHBI CBOEBPEMEHHO IIPEJICTABIIATH 3aBEAYIOIMIEMY
CBeICHUS 00 M3MEHEHUH B TIEPCOHAIBHBIX JAHHBIX, BKIIFOUCHHBIX B COCTaB JIMYHOTO JIEINA.
6.2. Pabomooamens (3asedytowuti) 00eCIIeUNBaCT:
0 COXpaHHOCTb JIMYHBIX JEJ] MEeJaroroB u coTpyaHukos J10OY;
0 KOH(PUACHIHAIBHOCTh CBEICHUM, COJEPIKAIIMUXCS B JMYHBIX JIeNIaX IEJaroroB u

cotpyaurkoB JIOV.

7. IllpaBa
7.1. lna obecriedeHus 3alllUThl MEPCOHATIBHBIX JAHHBIX, KOTOPbIE XPaHATCS B JIMYHBIX JENIax
IIe1aroroB u corpyxHukos IOV,
neoazoeu u compyonuxu J{OY umeiom npaso:
0 MOMYYHTH MOJHYIO MH(OPMAIHMIO O CBOMX NEPCOHANBHBIX JAHHBIX U 00padoTKe
STUX JaHHBIX;
0 momy4uTh CBOOOAHBIN TOCTYH K CBOMM IEPCOHAIBHBIM JaHHBIM;
0 MONy4duTh KOMUH, XpaHSIIMECS B JUYHOM Jelie U COAEpKaIUe TMepCOHATbHBIE
JTaHHBbIE.
0 TpeboBaTh HCKIIOYEHHMS] WM HCIPABICHUS HEBEPHBIX WM  HETMOJHBIX
NEPCOHAIBHBIX JaHHBIX
pabomooamens umeem npago:
0 oOpabarbiBaTh MEepCOHANBHBIC AaHHBIC MEAAroroB u coTpyaHukoB OV, B ToMm
YHCIIE U HA JJIEKTPOHHBIX HOCUTESX;
0 3ampocuTh OT negaroros u cotTpyaHukoB JIOY Bcro He0OXoaUMyr0 HHGOPMAIIHIO.



