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BEJICHHN JHYHBIX Je1 pRboTHHKOB
MKOY «Kyaebakuuckas HOLI»

1. Obmue noaoxkesns

1.1 Hacrosmmit noxanbHbil aKT OnpeaesseT NOpsAoK Be[eHH, YIeTa H XPAHEHHA THYHBIX
nen paboruuxkos MKOY «Kynebaxunckas HOII» (nanee — obpasoBatensHas OpraHM3amss).
1.2. Ilopanox paspaGotan s coorsercTery ¢ TpylossiM kojsekcom PO, OejiepanbHbiv
zakosoM o1 27.07.2006 Ne 152-®3 «O nepcoHaNbHEIX AaHHLIX, METOARYECKHMH
pexomeniauuamn Pocapxusa, Yxaszom [lpesuaenta ot 30.05.2005 Ne 609 «O6 yrBepmacHuu
Ionoxkenus 0 NEPCOHANBHBIX JAHHbIX IOCYAAPCTBEHHOIO Crykamero Poccuiickoi
Descpauny H BEJCHHH €70 IHYHOTO JIefia, KOJUIEKTHBHEIM JJOTOBOPOM H YCTABOM
06pazoBaTe/IbHON OPraHH3aLHH,

2. Dopmuposanue THIALIX A€ paboTHnKos
2.1. JIuanoe aeno dopMupyercs B TeueHHe 3 AHEH CO AHA 3AKIIOYCHAN TPYA0BOTO JIOr0BOPA
H TOJIBKO 10CHE NOMYHEHHA 0T paboTHHKA cornacHs Ha 06paboTKy ero nepeoHaTbHBIX
JAHHBIX.
2.2 llpn nocrynnenun Ha pabory pabOTHHK HPEROCTARNAET (NPH HANHYHH):
TIACTIOPT HiIH HHOMN JOKYMEHT, Y/I0CTOBEPRIOMIHK THYHOCTD!
aprobuorpadmuio;
JARBIEHAE O NPHEME Ha paboTy;
JAOKYMEHT, KOTOPBIH NOATBEPRKIACT PEHCTPALMIO B CHCTEME HHIHBHIYAILHOIO
NepcOHH(PHIIHPOBAHHOID Y4eTa, B TOM YHC/E B JOPME JEKTPOHHOIO JOKYMEHTE,
60 CTPAXOBOE CBHACTEIBCTBO MOCYAaPCTBCHHOIO NEHCHOHHOIO CTPAXOBAHHK, 34
MCKJTFOHEHHEM CYHAcB, KOrIa TPYA0BOH A0M0BOD 3AKITIOHACTCR BIICPREIC;
WIEHTHOHKAUMOHHBIH HOMED HAOTOILIATE/IbILHKE,
JAOKYMEHT BOHHCKOTO y4era (Ui BOeHHOODAaHHEIX JTHIL);
AoKyMeHT 00 obpasoBanuy;
ATTeCTALHOHHBIN JTHCT;
CIPABKY O HATHYHH (OTCYTCTBHH) CYHMOCTH H (HiiH) (aKTa yroNoBHOIO NpECceloBaH .
TPYAOBYHO KHHAKKY H (HJIH) CBEJICHHR O TPYAOBOH IEATENLHOCTH, KPOME CITYyYacs, Koraa
pabOTHHK NpHHEMaeTCH Ha paboTy BIEPBLIC KK HA YCIOBHAX COBMCCTHTE/IBCTRA,
MEIHUMHCKYK KHHKKY;
cBreTeNbCTRBO 0 Opake;
CBHJIETENLCTRO O POKAECHHUH JETER,
2.3. Obpasosare/bHan OpraHH3aHa OhopMiseT:
IPHKa3 O npHeMe Ha pabory (0 mepeMeleHHH Ha APYTHE JIODKHOCTH ),
TPYAOBOM JJOrOBOP B JIBYX IKIEMILIRpAX;



-TOJDKHOCTHYIO UHCTPYKIIHIO.
2.4. IlepBuyHoe 0pOpMIIEHHE JIUYHOTO Jiejia peaycMaTpUBaeT:
a) IPUCBOCHUE JIMUHOMY JIeJly HOMEPA COIIACHO JKypHAJy y4eTa JIMYHBIX A€ (IPUII0KEHHUE
No 1);
0) mpocTaBiIeHHE HA 00JI0XKKE JIMYHOTO Jiena (mpuokeHue Ne 2) ClIeIyroX PeKBU3HTOB:
MHJIEKC Jieia (B COOTBETCTBUU C HOMEHKIIATYpOH Jes1 00pa3oBaTeIbHOM OpraHu3alim);
MOJTHOE HAMMEHOBaHUE 00pa30BaTEIbHON OpraHU3alyy; HOMEP JIMYHOTO J1eNa; haMUIIus UM
OTYEeCTBO PaOOTHHKA B UMEHUTEIHLHOM MaJIeKe; AaThl — FOJ] Hauaia U Tojl OKOHYaHU
BEJICHUS JIeJ1a; KOJIMYECTBO JINCTOB; CPOK XPaHEHUS;
B) IOMEIICHUE TOKYMEHTOB, MOJUIeKAIINX XPAaHEHHUIO B COCTaBe JINYHBIX JIETI, B
XPOHOJIOTUYECKOM HOPSIKE:
BHYTPEHHSIS ONKUCh JOKYMEHTOB Jiefa (mpuiioxkenue Ne 3);
JIMCT C OTMETKaMHU 00 03HAKOMJICHHH pabOTHUKA C IEPCOHATLHBIMU JTaHHBIMHU M3 JIMYHOTO
nena (mpunoxxenue Ne 4);
JIUCT C OTMETKAaMHU O Pe3yJbTaTax €KeroJHOM IPOBEPKU COCTOSHUS JIMYHOTO JENIa
(npumnoxenue Ne 5);
JIMYHBIN JIMCTOK MO yYETY KaJpoB WK aHKeTa (mpusoxxeHus Ne 6 u Ne 7);
aBroounorpadus;
3asiBJIEHUE O IIpUEME Ha paloTy;
MIpHUKa3 O pueme Ha paboTy;
JOJDKHOCTHAS! HHCTPYKITHS,
TPYJIOBOH AOTOBOD;
JIOTOBOP O TIOJIHOM MaTepHAIbHOW OTBETCTBEHHOCTH (€ciii pabOTHUK — MaTepUaIbHO
OTBETCTBEHHOE JIUIIO);
XapaKTEPUCTHKH U PEKOMEHIaTeIbHbIE MHChMA.
2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE €10, MOAJICKAT HYMEPAIIUH.
2.6. lokymeHThI momeniarotces B ceid. [Ipu yBonbHeHUN pabOTHHKA AETI0 MPOIINBACTCS
HUTKaMU U C/Ia€TCs B apXUB.
2.7. BHyTpeHHsIs ONUCh JOKYMEHTOB, UMEIOUINXCS B IMYHOM JIeNe, JOKHA COJIEPIKaTh
CBEJICHUS O MOPSJIKOBBIX HOMepaX, HAUMEHOBAHUAX JJOKYMEHTOB JIeJla, KOJMYECTBE JIUCTOB,
JaTax BKIIFOUEHUS TOKYMEHTOB B JIMUHOE JIEJI0 U U3BATHS U3 JIeja, a TAKKE KEM U3BIT
JOKYMEHT U 110 KaKoW MpU4MHe.
2.8. BHyTpeHHSsIs OITUCH COCTABIISIETCS] HA OTJEIHHOM JINCTE 10 YCTAaHOBIIEHHOM (hopMme.
JIMcThl BHYTpPEHHEH ONMCH HyMEPYIOTCS OTIENBHO.
2.9. Ilpu noaAroToBKE JIMYHBIX /€] K IIepejaue Ha XpaHeHHe K BHYTPEHHEH oNucu
COCTAaBJISI€TCSI UTOTOBAs 3aIUCh, B KOTOPOM YKa3bIBaeTCs LHU(PpaMu U MIPOMHUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HE€ JOKYMEHTOB M KOJMYECTBO JIUCTOB JIEjIa.

3. Beaenne TUYHBIX Aes1 pa0OTHMKOB
3.1. JInuHOe €0 BeAEeTCs B TEUEHUE BCETO Mepro/ia paboThl paboTHHKA 00pa30BaTEIbHOMN
OpraHu3aIMH.
3.2. Benenue TUYHOTO Jiena pabOTHUKA MTPEAyCMaTPUBAET MTOMEIICHUE B J€JI0 JOKYMEHTOB,
00pa3yromuxcs B rmporecce pabouel AeaTeNbHOCTH U UMEIOLIMX 3HaUeHHE 11 TPYIOBbBIX
OTHOIIICHUM:
JIOTIOJTHEHUE K JINYHOMY JIUCTKY IO YUeTy KaJpoB;
JIOTIOJTHUTEJIbHBIE COTJIALIEHUS K TPYIOBOMY JOTOBOPY;
KOIIMH MPUKA30B MO JMYHOMY COCTaBY, KOTOpPbIE KacaloTcsl pabOTHHKA;
OT3BIBbI JIOJDKHOCTHBIX JIMI] O paOOTHHUKE;
KOIMH JJOKYMEHTOB O IMOBBIIICHUN KBaTH(PUKALINY;
KOIIMH CEPTUPHUKATOB, TPAMOT;
JIMCT — 3aBEPUTENb Jie)1a (COCTABISIOT MPH CAaye JUYHOTO JeNla B ApXUB);



WHBIC TOKYMEHTHI.
3.3. B ninuHble en1a HEe MOMEIIATCs TOKYMEHTHI: konuu nacnopta, MHH, ctpaxoBoro
nosinca. Takue MOKyMEHTHI MPEAOCTABIISIFOTCS paOOTHUKOM TI0 TPEOOBAHUIO.
3.4.PabOTHUK 3HAKOMUTCS C JIMYHBIM JICJIOM He OoJjiee 3 qHEel ¢ AaThl MOTyYSHUS
OTBETCTBEHHBIM 3a BEJICHUE JICIT 3asBIICHUS C MPOCch00it 00 o3HakomieHuu. 00 3TOM
JIeJIaeTCsl OTMETKA B JIMCTE 03HAKOMJICHUS PAOOTHHUKA C IMYHBIM JIEJIOM.
3.5. O3HaKOMIIEHHUE C JIEJIOM IPOUCXOUT UCKITIOYUTEIILHO B KAOMHETE OTBETCTBEHHOTO 32
BEJICHUE JIe]1 U B €ro IPUCYTCTBHUHU. 3alpeliaeTcs BEIHOC Jelia U3 KaOuHeTa.
3.6. Brimaua konuii JOKYMEHTOB U3 JTUYHOTO JIeJia IIPOU3BOAUTCS 0 IUYHOMY 3asIBICHUIO
paboTHUKA U C pa3pelieHus Jupekropa. Konun 10KyMeHTOB AOTKHBI ObITh 3aBEPEHBI U
MIPEIOCTaBIICHBI PAOOTHUKY B TEUECHUE TPEX CO JIHS MOIa4YH 3asBICHHUSI.
3.7. 3bsiTHE OTAEIBHBIX TOKYMEHTOB U3 JIHUYHOTO Jieja MPOU3BOIUTCS C pa3peIIeHUs
JTUPEKTOpa 00pa3oBaTEIbHON OpraHu3auu ¢ 0pOpPMIICHUEM COOTBETCTBYIOIIECH 3aITUCH B
rpade «IIpumeuanue» BHyTpeHHeH onucH. [Ipy BpeMeHHOM U3BSATUU JOKYMEHTA Ha €ro
MeCTO (MEXIy TUCTAMH COCETHUX JIOKYMEHTOB) BKJIQ/IBIBAETCS CIIPABKA-3aMECTHTEIh C
yKa3aHHUEM JaThl ¥ IPUYUH U3BATHUS C TOJMHUCHIO JIUIIA, BBIIABIIETO IOKYMEHT, U TOIUCHIO
JIUIIA, TTOJTYYHBIIIETO €r0 BO BPEMEHHOE T0JIb30BAHHE.
3.8. B nensix obecrnieyeHss KOHTPOJIS 32 COXPAHHOCTHIO U aKTyalbHOCTBIO JIMYHBIX JIeIT B
00pa30BaTeNbLHON OpPraHu3aliy KEroTHO MPOU3BOJIUTCS IPOBEPKA UX HATHYHUS U
COCTOSIHUSI.
3.9. ExeroaHyio mpoBepKy COCTOSIHHSI TMYHBIX JIE]T Ha MPEIMET COXPAaHHOCTH BKIFOUCHHBIX
B HEro JOKYMEHTOB IIPOBOJUT CIIeLMaIbHO co3AaHHas koMuccusi. O MpoBeIeHHBIX
MIPOBEPKaXx JieJacTcss OTMETKA B JIUCTE O Pe3yIbTaTax €KEroIHOW MPOBEPKH COCTOSHUS U
HaJIMYUs JTUYHOTO Jiena (mpuioxkenue Ne 5) u coctaBisieTcs akT. Pe3yiabTaTsl IpoOBEpKU
JUYHBIX JIEJT B 00S3aTSIIEHOM MOPSIIKE TOBOJSATCS JI0 JUPEKTOpa 00pa3oBaTeIIbHOM
OpraHH3aIlHH.
4. XpaHeHue U y4eT JUYHBIX e pPA00THHKOB

4.1 XpaHeHue 1 y4eT JUYHBIX Jell pabOTHHUKOB 00pa30BaTeNIbHOM OpraHu3aluu
OPTraHMU3YIOTCA C TENIBI0 OBICTPOTO IMOUCKA JIMYHBIX JIeTI, 00SCIICUYCHHS NX COXPAHHOCTH U
KOH(UIEHIIMATBHOCTH CBEJICHUH, COIEPIKAIUXCS B TOKYMEHTAX JIMYHBIX JIEN, OT
HECaHKIIMOHUPOBAHHOTO JIOCTYTIA.
4.2. JInynble nena paOOTHUKOB XPaHATCS Y OTBETCTBEHHOTO 3a BeAeHue aen B MKOY
«Kynebakunckas HOII».
4.3. JlocTyn K TUYHBIM JieJlaM paOOTHUKOB UMEIOT TOJILKO OTBETCTBEHHBIH 32 BeJIEHUE /1T
00pa30BaTeNbLHON OpraHu3aIy JTHO0 ero 3aMECTUTENH TP HCIIOJTHEHUN 00sS3aHHOCTEH
JTUpPEKTOpa 00pa3oBaTEIbHON OPraHU3aIUH.
4.4. Cucremaru3anus JUYHbIX J1eJ1 paOOTHUKOB MPOU3BOAUTCS B al(paBUTHOM HOPSIIKE.

5. O¢gopmiieHHe JIMYHBIX JeJ1 pA00THHKOB Nepe] ciave B apXuB
5.1. OdopmiteHne JIMYHBIX e IS IIepeaadd B apXUB IPOU3BOIUTCS] OTBETCTBCHHBIM 32
BeJICHUE JIeN. DTa MpoleAypa BKIIOYAET:
MOJLIMBKY (MIE€perieT) 1ena;
YTOYHEHHE HyMepaIluu JINCTOB JieNa;
COCTAaBJICHHE JIMCTa-3aBepuTes (mpunoxenue Ne 8);
cocraBiieHHe (YTOYHEHHE) BHYTPEHHEH OMUCH;
BHECEHHUE YTOUHECHUH B PEKBU3UTHI JTUIICBOW OOJIOKKH JIeIa.
5.2. Jluct — 3aBepuTeNb Aela T0JKEH MOAIUCATh €M0 COCTABUTENb, IPU 3TOM JIeJaeTCs
pacmmdpoBKa JODKHOCTH | ITOJAINCH, TIPOCTABIIIETCS AaTa. B mporiecce HCImob30BaHMS
APXUBHBIX JOKYMEHTOB B JIUCTE-3aBEPUTENIC JIETAIOTCS COOTBETCTBYIOIINE OTMETKH.
Ecnm neno momammTo 6e3 mucra-3aBepuTedis, TO €0 CIeAyeT HAKJICUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH JiefIa.



5.3. C nenbio o0ecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJT PEKOMEHTyeTCS:
O00BbEIUHATD UHANBUYAJIbHbIEC JTUYHBIE JIeJIa YBOJIEHHBIX pAOOTHUKOB B OJHY O0JIOKKY
(0ObeaAMHEHHOE /IeJI0) C TAKUM pacueToM, YToObI 00beM siena (Toma) He npeBbimai 250
JUCTOB (ITyTe€M CLIMBKU MaTe€pHUajIoB UHAWBUIYAIBHBIX JI€] 110 F0JaM YBOJIbHEHNU);
pacrioyiarate MaTepHaibl HHIUBUAYAIbHBIX JIE] B TIpeesax jaeia (Toma) B ai)aBuTHOM
nopsake (moaMuibHO), OTAEISAS MaTepUabl, OTHOCSIUECS K pa3HbIM MHIUBUAYAIbHBIM
JiefiaM, YMCTBIM JINCTOM OyMaru ¢ yKkazaHHeM Ha HeM (paMUIIH, UMEHU U OTYECTBa
COOTBETCTBYIOLIETO YBOJIEHHOTO COTPYHHKA,
CHa0XaTh KaxJ10€ 00BbETMHEHHOE JIENI0 (TOM) BHYTPEHHEH ONHUCHIO C MEPEUHCICHUEM
(bamunuil, UMEH 1 OTYECTB M YKa3aHHEM HOMEPOB CTPAHMUII, B IIpeiesax KOTOPhIX
PAacIoyIoKEeHbl COOTBETCTBYIONINE TOKYMEHTHI.
5.4. llepemaua JMYHBIX J€d B apXUB OCYLIECTBISIETCA II0CJIE 3aBEpUICHUS HX B
JIETIOTIPOU3BOJACTBE B COOTBETCTBHM ¢ rpadukom. llpeaBapuTenbHO OTBETCTBEHHBIM 32
BEJICHUE JIeJ1 MPOBEPSETCS MOJIHOTA U IMPAaBUIBHOCTh IOATOTOBKH JIMYHBIX JI€] K Iepeaaye.
BrbsiBIIeHHBIE TIPU NPOBEPKE HEOCTATKH YCTPAHSIOTCS OTBETCTBEHHBIM 32 BEJICHHUE JIEI.
Ilepenaua u npueM MpOU3BOAATCSA MO OMMCU C MPOCTAHOBKOW OTMETOK O HAJMYMU JIMYHBIX
aell.
5.5. JInunbie nena pabOTHUKOB, 3aKOHYCHHBIC JCIONPON3BOACTBOM 10 1 stHBaps 2003 rona,
xpansarcs 75 ner, nociae 1 ssaBaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaare/ss U padOTHUKA
6.1. PaboTHukM 00pa3oBaTenbHON OpraHU3alyi 00s13aHbl CBOEBPEMEHHO MPECTABIIATh
CBe/leHUs 00 N3MEHEHUH CBOUX MEPCOHABHBIX JAaHHBIX, BKJIIOUYEHHBIX B COCTaB JINYHOTO
nena.
6.2. OTBeTCTBEHHBIH 3a BeJIeHHUE 1]l pAOOTHUKOB HECET AMCLUUIUIMHAPHYIO U UHYIO
OTBETCTBEHHOCTbH 32 pasIiialieHne KOH(QUICHINAIBHBIX CBEICHHA, COACPIKALIMXCS B IMIHBIX
7ieniax, ¥ 3a MHbIE HApYLIEHUs NOPs/IKa BEACHUS JIUYHBIX Je]l.

7. llpaBa paGoTonaresisi 1 padOTHUKA
7.1. PaboTHHKK 00pa30BaTEeNbHON OpraHU3aIMi UMEIOT IIPaBo:
MOJIy4aTh MOJMHYI0 HH(pOopMaIHio 00 00paboTKe CBOUX MEPCOHATBHBIX TaHHBIX;
II0JIy4YaTh JOCTYII K CBOUM IIEPCOHAIBHBIM JaHHBIM;
MOJIy4aTh KOMUHU TOKYMEHTOB, XPAHSIIUXCS B INYHOM JeTie;
Tpe60BaTB HCKITIOYCHHUA UJIW UCHTIPABJICHUA HCBCPHBIX U HCIIOJIHBIX (I/ICKa)KeHHI)IX) CBOUX
MEePCOHANBHBIX TaHHBIX.
7.2. PaboTonaTens UMEET MPaBo:
o0OpabaThIBaTh MepcoHaIbHbIC JAHHBIE pAOOTHUKOB, B TOM YHCJIE U HA DJIEKTPOHHBIX
HOCHUTEIISX;
3anpammBarh OT paOOTHUKOB HUHGOPMAIUIO, HEOOXOAUMYIO I BEIEHUS JTUUHBIX AT U
00pabOTKH MEPCOHATBHBIX JTAHHBIX.



