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MOJIOKEHHUE

0 MopsiAKe BeJeHHs JIHYHBIX /IeJl [1e]aroroB H COTPYAHHKOB
MBJOY «/leTckuii caa ¢.301bIH»



1.OBILIHME ITOJIOKEHHMA y
1.1 Hacrosee ITonoxxeHue onpenenseT NOpsA0K BEACHHS JIMYHBIX ACJI II€Aaroros
¥ COTPYAHHMKOB 00pa30BaTEIbHOI0 YUPEKACHHUS;
1.2 INonoxeHnue pa3paboTaHO B COOTBETCTBHUHU C:

e Vkasom IIpesunenta Poccuiickoit ®enepaunn ot 30.05.2005 r. N 609 « O6
yTBepKIeHHH [IONOXKEHUsI O MEPCOHAIBHBIX MAaHHBIX IOCYIapCTBEHHOIO
cyxainero Poccutickoii ®denepaiy U BEACHUH €ro JIMYHOIO Jejiay;

e TpynoBbiMm konekcoMm PD;

e KoOJIEKTUBHBIM JOTOBOPOM,;

e VYcraBoM MBJIOVY «JleTckwii caf ¢.3UIbIM»

1.3 BeeHue JIMUHBIX €] II€JarOrOB U COTPYAHUKOB JIETCKOI'O cajla BO3JIaraeTcs Ha
nenornpousBoautens Jloesy M.b.

2. TIOPSIJIOK ®OPMHUPOBAHUS JIMYHBIX AEJI COTPY IHHUKOB
2.1 ®opMHpOBaHHE IMYHOIO Je€jla MeJaroroB U COTPYAHHMKOB MPOHU3BOAUTCH
HETOCPEeICTBEHHO IOC/e NpUeMa B JIOIIKOJIBHOE YYPEeXKASHHE HIIM TepeBoza
TIeJaroroB M COTPYAHMKOB U3 APYroro o6pa3zoBaTelbHOTO YYPEIKACHHA.
2.2. B cOOTBETCTBMH C HOPMATHBHBIMU JOKYMEHTAMH B JIMYHbIE [I€/1a TIEJaroroB u
COTPYJIHHKOB JOIIKOIBHOTO YUPEKACHHS BKIIA/BIBAIOTCS CI€YIOIME NOKYMEHTBI:
[Tegaror yupexaeHus IpeaOCTaBIseT:

e TUTYNIBHBIN JIUCT

e Jluunas xaprouka Ne T-2;

e 3asgBleHHUE O MpUeMe Ha paboTy;

e CrpaBka 0 HaIMYMH (OTCYTCTBUH) CYJMMOCTH M (WIH) (paKkTa yroioBHOIO
npecienoBaHds JU60 O TIPEKpalleHWH YrOJOBHOTO IIPEC/IEN0BaHUs 110
peabUIMTHPYIOIIMM ocHOBaHUAM K3 OBJL;

ABTrobuorpadus;

3asBIeHHE O COrNIACHH Ha 06paGOTKy MEPCOHANBHBIX JaHHBIX PaOOTHHKA,;
Komus nacnopra Wik HHOTO IOKyMEHTa, y JOCTOBEPSIOIIETo IMYHOCTB;
Komnus cTpaxoBOro CBUAETENbCTBA IEHCHOHHOTO CTPaXOBaHMS;

Konus uaeHTH()UKAIIMOHHOTO HOMEPA HAJIOTOILIaTebIIMKA,

Konuu 10KyMeHTOB 06 06pa3oBaHuH;

Konuu TOKYMEHTOB O KBATAGUKALMK HIH HAMYHM CHELUATbHBIX 3HAHUMU
(Ip¥ HAJTMYHH);

Komnuu JOKYMEHTOB BOMHCKOTO y4eTa ([ BOSHHOOOS3aHHBIX JIHL);
Komnus cBUaeTenscTBa 0 Gpake (IpY HaJMYKK);

Konus CBUIETENHCTBA O POXKIECHUH [eTel (IIpU HAIMYUH);

JIOKyMEHT O MEAULIUHCKOM OCBHIETEbCTBOBAHHH;

XapakTepUCTHKH, peKOMeHIaTelbHbIe UCbMa (TP HaJIUYMH);

KOmu# JOKYMEHTOB O HarpaXkIAeHUH (IIpH HATHYUHK);

KONuM aTTeCTAlMOHHBIX JIUCTOB (IIPY HAITHYHH);

ITpukas o nmpueMe Ha paboTy;




JIOJKHOCTHAs ~MHCTPYKIMA —(ZOJDKHOCTHBIE HHCTPYKLMHM C - MOMCHTa
Ha3HaueHHs Ha BCE JOJDKHOCTH);

TpyznoBo#t JoroBop (C TMOCTEAYIOIMM BKIIOYEHHEM JOTOTHATEIBHEIX
coryiaieHu K Tpy10BOMY IOTOBODY);

TpynoBast KH¥KKa(KOIHs)

3asBiieHre O IIepeBOie Ha HHYIO JODKHOCTD (IIpH HAJTUYUH);

IIprka3 o mepeBojie Ha HHYIO JOJDKHOCTD (p¥ HAJIMYHKH).

MeHUIHHCKYIO KHIDKKY(KOMH).

CoTpyOHHUK VUYPEKIAECHUSA NTPEAOCTABIIACT.

TUTYNbHBIN JIKCT;

JInunas kaprouka Ne T-2;

3asBIeHME O IpreMe Ha paboTy;

KOMKIO MacropTa Wik HHOTO JOKyMEHTa, YJOCTOBEPAIOIICTO JMIHOCTD;
KOMHIO CTpaxoBOro CBUIETENLCTBA IEHCHOHHOTO CTPaXOBaHHA,

Komnwuio naeHTA(GUKAHOHHOIO HOMepa HallOoroMaTe/IbIHKa,

TpynoByIO KHHXKY;

Komuu JOKYMEHTOB BOMHCKOTO y4eTa (1 BOEHHOOOA3aHHBIX JIUII);

Komuio cBUIETENBCTBA O Opake;

KONHIO CBUAETENHCTBA O POXKACHUH JIETEH;

MeauiuHCKOe OCBUETENILCTBOBAHHUE.

Me qUIMHCKYIO KHIKKY(KOTHS);

Komuu 10KyMeHTOB 06 06pa3oBaHuM,;

TpynoBoii noropop (¢ MOCHEAYIOIMM BKIIIOUCHHEM JOTOTHUTEIbHBIX
corfaieHuii K Tpy0BOMY AOTOBODY);

CrpaBka o Hanuuuu (OTCYTCTBHM) CYJMMOCTH H (unu) ¢axTa yrojoBHOIO
mpecieoBaHus MO0 O MPEKpalleH!H YrojloBHOIO npeciefioBaHus IO
peabUITUTHPYIOIIMM OCHOBAHUAM U OBJ]

Konuu JODKHOCTHBIX HHCTPYKIIUH.

PaGoronarens opOpMISET:

TpyAOBO# JIOTOBOP B IBYX 3K3EMILISIPOB;

npuKa3 o npueme Ha paboTy (0 MepeMeIleHNH Ha IpyTHe JOJKHOCTH);
NTHYHYIO KapTouky NeT-2;

JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3E€MILLApax;

PaGoTonaresb 3HAKOMHT:

C HOPMaTHBHO - IPABOBBIMH JIOKyMEHTaMU JOLIKOJBHOTO YUPEXACHHUS;

C JIOJDKHOCTHOM MHCTPYKIIUEH;

C JKypHAJIOM PEerHCTpaliy TPyIOBBIX JOTOBOPOB 10, POCITMCB;

IPOBOAUT BBOJAHBIH HHCTPYKTAX, MHCTpyKT@X II0 OXpaHe TpyHa,
HMHCTPYKTaX IO TIPOTHBOIIOXKAPHOH 0€30MaCHOCTH



2.3 C nenbio obecredeHus Hajyiexalllel COXpaHHOCTH JMYHOTO JieNa MeJIaroros u
COTpYZHUKOB M y100CTBa B obpalleHrd ¢ HUM TIpH (opMHUpOBaHUH JOKYMEHTHI
[IOMEIAIOTCs B OTAENBHYIO MarnKy. JIT1HoMy Aely IPUCBaMBAETCs yIETHBIH HOMEP
1 3aBOJIUTCS KHUTA y4yeTa JJMYHBIX Al

3. [TIOPSAJJOK BEJIEHWA JIMYHBIX JEJI
[MEJAT'OI'OB 1 COTPYIHUKOB.
3.1 JIu4yHOe Aeo IeAaroroB U COTPYIHHUKOB MBJIOY Benercs B Te4eHHE BCETO
nepuojia paboThl KaXJ0ro mnejarora 1 COTpY/JAHHKA.
3.2 BeeHue TMYHOTO Jiejia peyCMaTpuBacT.
e [loMeleHHe JOKYMEHTOB, MOIEKAIIMX XPaHEHHUIO B coCTaBe JIMUHBIX JIe, B
XPOHOJIOTMYECKOM TTOPSI/KE;
e E’XerofHylo MpoBepKy COCTOSHHSA JMIHOTO Ne/a [IeJaroroB 1 COTPyAHUKOB
Ha [peIMeT COXPAaHHOCTH BKIIOUCHHBIX B Hero JOKyMEHTOB U
CBOEBPEMEHHOE 3aMlOJTHEHHE.

4. TIOPSIOK YYETA U XPAHEHUS JTUYHBIX JEJI
[MEJATOI'OB 1 COTPYIHMKOB

4.1 XpaHeHHe W y4eT JUYIHBIX JCI [eaaroroB ¥ COTPYAHHUKOB MBOY
OpraHM3yloTCs C HENbIO 6picTporo ¥ 0e30IKMO0YHOrO MOHCKA JUYHBIX A€,
obecrieueHrss MX COXPAHHOCTH, a TaKKE obecreyeHuss KOHGUIAEHINAIBHOCTH
CBe/IeHMiA, COIEPKALIMKCA B JOKyMEHTaX JTHIHBIX JIC], OT HECaHKIIMOHUPOBAHHOTO
JOCTyIa:
JIu4HBIEe fefia COTPYAHUKOB XPaHATCS MOA 3aMKOM.
42. JlocTym K JMYHBIM JejaM Tefaroros H COTpYIHHUKOB HMEIOT TOJIBKO
IeTI0NPOU3BOIUTEID, 3aBeyIOIIMIA U CTapLIXAK BOCTIUTATEID.
4.3 .JIqduble fejia MefaroroB ¥ COTPYHHKOB, HMEIOIINX rocyapcTBeHHbIE 3BaHHA,
IpEeMHH, Harpasl, y4eHble CTCHICHH 1 3BaHMsl, XPAHATCS MOCTOSHHO, & OCTAJILHBIX
COTPYIHHUKOB - 75 JIET € T0/1a yBOILHEHHA paboTHHKA (B COOTBETCTBUH C [TepeuHeM
TUIIOBBIX yTpaBieHYECKUX JTOKYMEHTOB, yTBEpXKAEHHbIM POCapXHBOM 6 okTAOpPA
2000 roga)

5. OTBETCTBEHHOCTD
5.1 [learory 1 COTPYAHHKM 00sI3aHBI CBOEBPEMEHHO MNPEACTABIIATH PyKOBOJUTEITIO
cBe/eHuUs 00 M3MEHEHHH B IEPCOHANBHBIX JIAHHBIX, BK/IIOYEHHBIX B COCTaB JIMHOTO
nena.
5.2 PaGoronaresnb 06eCIeIHBacT:
COXPaHHOCTh JTMYHBIX JIeJl [e/]aroros ¥ COTpPYIHHMKOB JOLIKOJBHOTO yUpeKIAEHU;
KOH(pHIEHIIUATBHOCTD CBeJEHUH, CoepXKalixcs B JIMIHBIX nenax MeaaroroB u
COTpPYIHHMKOB.

6. [TIPABA
6.1. Jlns obecniedeHns 3aliThl TIepCOHABHBIX JAHHBIX, KOTOPBIC XpaHATCS B
JIMYHBIX JIefIaX T1earoroB ¥ COTpy AHUKOB, Iegarord ¥ COTpyAHUKH MBJOY
«JleTckuii caj ¢.3UNbrm» UMEKOT npaso:



[1oy4HTh TONHYI0 HHGOPMALMIO O CBOMX MEPCOHANBHBIX laHHBIX U
00paboTKe 3THX JaHHBIX;

[Tosry4uTh CBOGOIHBIH JOCTYI K CBOMM MEPCOHANBHBIM JaHHBIM;
[ToNyYnuTh KONHMH, XPaHAIIMECS B JMYHOM JeiIC M cojiepKallue
riepCOHANIbHBIE JaHHbIC.

TpeGoBaTh UCKIIOYEHHs MIIA UCTIPABICHHUs HEBEPHBIX HIIA HETIOJIHBIX
IIEPCOHAIbHBIX JIaHHBIX.

6.2. PaboTomaresib UMEET MPABO:

O6paGaThiBaTh MePCOHANbHBIE JaHHBIE MEaroroB U COTPYAHUKOB, B
TOM YHCJIe ¥ Ha 3JIEKTPOHHBIX HOCUTETIAX,

3anpocuTh OT MEJaroroB M COTPYAHHUKOB BCHO HEOOXOIUMYIO
HHPOpMALIMIO.



