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IToJ103keHHe 0 MOPSAOK BeIeHUS IMYHBIX e paboTHUKOB
MYHHIHNAJILHOTO OIO/I’KeTHOT0 A0MIKOILHOTO0 06Pa30BaTeILHOI0 Y4YpexaeHus
«Jlerckmii cag Ne 5 . Beciana» ITpaBoGepesxkHoro paiona Pecny6iukn
CeBepHast Ocerusi — Ananus

1.00mue moJioskeHust

1.1  Hacrosmee ITonoxenune ONpPEACIACT MOPANOK BEACHHUS JIMYHBIX e
PabOTHHKOB ~MYHHLHMIAILHOIO GIOMKETHONO  JOMIKONLHOIO o6pa3oBaTebHOro
yupexnaenus «Jlerckuit cag Ne 5 r. Becimanay IIpaBoGepexHoro pationa Pecry6nuku
Cesepras Ocetust — Ananus (nanee — YUpEXKIEHuE).

1.2 TlonoxeHue pa3paGoTaHO B COOTBETCTBHH C:

*Vkasom Ilpesunenta Poccuiickoit denepauun ot 30.05.2005 . Ne 609 « 06
yTBepXeHuH I1onoxeHus o mepcoHaTbHBIX MaHHbIX TOCYNapCTBEHHOTO CIIYXKaIllero
Poccuiickoit ®enepanyu 1 BeIeHHH €ro TMIHOTO nenay,

eDeiepallbHEIM  3aKOHOM 0T 27.07.04 Ne79 — @3 «O rOCyapCTBEHHOM
rpaxaaHcKoi ciryx6e Poccuiickoit ®enepanumy»;

¢ TpynoBbIM KomekcoMm PD;

* KoJ1eKTUBHBIM I0roBOpOM;

¢ YCTaBOM yUpexxIeHHs.

1.3 Bemenume 1MuHBIX Jenm  paGOTHHMKOB YUPEXKIEHUsT BO3JIaraercss Ha
3aBEYIOIIETO.

2. llopsiaok popMUPOBAHUS JTHYHBIX JeJT COTPYAHHKOB

2.1 ®@opmupoBaHME JHYHOTO Ieja IIPOU3BOIUTCS HEINOCPENCTBEHHO IOCTIe
pHEMa B yHUPEXKJICHHE HIM IepeBoja pabOTHHKAa M3 APYroro o6pa30BaTebHOro
YYpeXIeHHUS.

22. B COOTBETCTBUHM C HOPMATHBHBIMH JOKYMEHTaMHM B JIMYHEIE Jefa
PabOTHHKOB YUpesKEHUs BKIIAIBIBAIOTCS CIIEAYIOIIHE JOKYMEHTEHI:

- 3asiBIeHHE O IpHEMe Ha paboTy;

- Konmro macnopra minu uHoro noxymenra, YAOCTOBEPSIOLIETO JINYHOCTB,

- Komuro cTpaxoBoro cBuzieTebeTBa IEHCHORHOTO CTpaxOBaHUS,

- Konuro nnentuduxanuonnoro somepa HaJIOrOIJIaTeNbIIHKA,;

- Kommnu noxymenToB 06 06pazoBanuu;

- Kormmu 10KyMEHTOB 0 KBanMbUKaIH WM HATHIHH CHCIHAJIbHBIX 3HAHHUIA;
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- TpynoByto KHUXKY;

- Kormu noxymeHTOB BOMHCKOTO y4era (1711 BOSHHOOGSI3aHHbIX JIUL)

- XapaKTepUCTHKH, PEKOMEH/IaTeNbHbIE TUChMA (€CIIH €CTh B HaJIU4WH ),

- 3asBIIEHUE O TIEPEBOJIE;

- MeaunyHCKO€ OCBHIETENLCTBOBAHNE,

-MenMIIHCKY IO KHHXKKY;

- Konuy nokyMeHTOB 0 HarpaxJeHuu;

- Koy aTTecTallMOHHBIX JIMCTOB IS HEeIaroruyueckoit paboOTHHKOB;

PaGoronarens odopmiiser:

® TPYZAOBOH JTIOTOBOP B IBYX 3K3EMILIAPOB;

* IPHKas3 O IIPHEMe Ha paboTy (O IepeMeleHHH: Ha JpyTHe T0KHOCTH);

® INYHYIO KapTouky NeT-2;

® IOJDKHOCTHYFO HHCTPYKIIHUIO B IBYX SK3eMILIAPaX;

Paboronarens 3HaKOMUT:

¢ C HOPMaTHBHO — MPaBOBBIMH TOKYMEHTaMH JOIIKOJIBLHOTO YUPEXKICHHS,

® C TOJDKHOCTHOM MHCTPYKIIHEH;

® IPOBOJUT BBOAHBIA MHCTPYKTaX, MHCTPYKTaX IIO OXpaHe Tpyna, HHCTPYKTax
110 MMPOTHUBOIIOXKapHOH O€30I1acHOCTH

2.3 C uensro obecrieueHus Hazmexarmei COXPaHHOCTH JIMYHOTO Jeia
TIC/laroroB ¥ COTPYIHMKOB M YHOOCTBa B OOpalleHHMH C HUM IpH (GOPMHUPOBAHHH
JIOKYMCHTBI TIOMEIIAIOTCA B OTACNbHYIO MNamnky. JIM4HOMY neiy mpHcBamBaeTcs
YYETHBIH HOMED ¥ 3aBOAUTCS KHUTA yyeTa TUIHBIX Jell.

3. Ilopsinok BeaeHHs TMYHBIX eI PAGOTHHKOB

3.1 Jlnanoe nemo paGOTHHKA ydpeKIeHHS BENETCS B TEUSHHE BCEro nepuoja
paboThI KaXXI0ro paboTHHKA.

3.2 Benenne TMYHOTO fiefia Ipe Ty CMaTPHBAET:

eIlomemenue 10KyMEHTOB, IOJIEKAIIMX XPAHEHHIO B COCTABE JIMUHBIX Ien, B
XPOHOJIOTUYECKOM TIOPSIIKE;

*E>XErofiHyl0 NpOBEpKY COCTOSHHS JHMYHOTO fefna paGOTHHKA Ha IpeaMeT
COXPaHHOCTH BKJIFOUYEHHBIX B HETO JOKYMEHTOB ¥ CBOEBPEMEHHOE 3aIlOIHEHHE.

3.3 JIMCTBI MOKYMEHTOB, MOAUIMTHIX B JIMYHOE MENO, MOJIEKAT HyMepaIiH.
Caenenus 06 3TUX JIOKyMeHTaX, BKIIOYas HyMepaIHiO CTPAHMII, B npejienax KOTOPhIX
OHH PacCIIOJIOKEHBI B JIMYHOM JIEJIE.

4. Ilopsiiok y4eTa JHYHBIX A€ paGOTHHUKOB
4.1. XpaHeHHe U ydeT JHYHBIX [eN paGOTHHUKOB YUPEXKICHUS OPraHu3yITCs C
Henplo OBICTPOro M Ge30IMGOYHOTO MOMCKA JIMYHBIX JeN, O0OeCIeYeHHs HX
COXpAaHHOCTH, a TakkKe obecredeHHs  KOHQHACHUMATLHOCTH  CBEICHHIA,
COLCPXAINXCA B IOKYMCHTAX JIMYHBIX JIe]l, OT HECAHKIIMOHUPOBAHHOIO JIOCTYIIA:
Jlm4Hble ena COTPyIHUKOB XpaHsTcs B ceifde, a BHYTPH — I10 aaBuUTy.
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4.2. IocTyn K JUYHBIM JAelaM pabOTHHKOB HMMEIOT TOJIbKO 3aBEeNyIOIUN H
CTapIIMiA BOCIIUTATENb.

4.3. CucreMaruzanus JTUYHBIX €] paOOTHUKOB IPOU3BOIAMUTCS B al(aBHUTHOM
MOpsZIKE.

4.4. JInunple nena paOOTHUKOB, NMEIOIIHUX TOCYJAapCTBEHHBIE 3BaHHS, IIPEMUH,
Harpajapl, YYeHble CTENeHH M 3BaHHUS, XpaHATCS IMIOCTOSHHO, a OCTaJIbHBIX
COTPYOHHMKOB — 75 JIeT ¢ roa yBOJIbHEHUs paboTHHKA (B cOOTBETCTBUM ¢ [lepeunem
TUNOBBIX YIPABICHYECKHX JOKYMEHTOB, YTBEpXAE€HHBIM PocapxuBoMm 6 OKTSOps
2000 roxa)

S.nopsifok BbIAA4YM JIMYHBIX [1eJ1 BO BpeMeHHOe M0JIb30BaHHe

3.1 Brinaya TUYHBIX el (OTAENBHBIX JOKYMEHTOB B COCTaBe JIMYHOIO JIelia)
BO BPEMEHHOE I0JIb30BaHUE IIPOM3BOIAUTCSA C pa3pelleHus 3aBeAyIOIIero.

5.2 Pabora (03HaKOMJICHHE) C JIMYHBIMHU JielaMi PaOOTHHKOB IPOM3BOTHUTCS B
KaOuHeTe 3aBeHyIOLIero, a BpeMs paboThl OrpaHUYMBACTCS IpenesiaMH OIHOIO
pabouero aHs. B xoHIe paboyero qHs 3aBeXyrOIIHii 00s3aH yOEIUTHCSA B TOM, YTO BCE
JWYHBIE J€la, BBIJaHHBIE BO BPEMEHHOE IIOJIb30BaHUE, BO3BPALICHHI Ha MECTO
XpaHEHUs! M €CTh JIM HEOOXOMUMOCTb Ul NPHHATHS Mep K WX BO3BPAINEHUIO MU

PO3BICKY.
5.3 ®axT BeIAA4YM JIMYHOTO JieNia GUKCHpPYeTCs B KOHTPOJILHOM XYpHAJI€.

6. OTBETCTBEHHOCTD
6.1 PaGoTHHMKM 00sA3aHBI CBOEBPEMEHHO NPEACTABISATEH 3aBEMYIOIIEMY CBEICHUS
00 U3MEHEHNH B ITEPCOHAIBHBIX JaHHBIX, BKIFOYEHHBIX B COCTAB JIAYHOTO Jeja.
6.2 PaGotomarenb 0OecreunBaeT:
COXPaHHOCTB JIMYHBIX JeJ1 pAOOTHUKOB YUPEIKICHHS;
KOH(HUIEHIINATBHOCTh CBEICHHH, CONEPIKALUXCS B INYHBIX Je/laX PaOOTHUKOB.

7. IIpaBa

7.1. Ina obecredeHus 3alUTHl IEPCOHANBHBIX JAHHBIX, KOTOPBIE XPAHATCS B
JIMYHBIX JeNiaX pabOTHUKHA UMEIOT IIPaBo:

ellonmyynTts  MOJHYI0 HMHGOPMAIMIO O CBOMX IEPCOHAIBHBEIX [AHHBIX U
00paboTKe STHX JaHHBIX;

e IloyunTs CBOOOAHBIN JOCTYI K CBOUM IEPCOHATBHEIM JaHHBIM;

ellomyuntes KommMu, XpaHsAMmMecs B JUYHOM Jene | COZiepIKalue
IIEpPCOHAJIbHBIE TaHHEIE.

e TpeboBaTh MCKIIOYEHWS WIM HUCIPABIEHHS HEBEPHBIX WMJIM HENOIHBIX
IIEPCOHAJIBHBIX JaHHBIX.

7.2. Paboronmarenb UMeeT IPaBo:

e O6pabareiBaTh  NEPCOHAIBHBIE JAaHHBIC IIE€AAarOrOB M COTPYAHUKOB, B TOM
qHCIIe U Ha SJIEKTPOHHBIX HOCHUTEJX;

©3anpocUTh OT IENAroroB ¥ COTPYAHUKOB BCIO HEOOXOMUMYIO HH(DOPMALIHIO.




