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1. O0mue moJ1oKeHus

1.1. HacrosAmmii TOKaNBHBIN aKT ONpeesseT IIOPSITIOK BECHUs], y4eTa U
XpaHEeHHUS JTUYHBIX el paboTHUKOB MyHHUIMIIAIBHOTO 010 1KETHOTO
JOUIKOJIEHOTO 00pa3oBaTeabHOro yupexaenus Jetckuit cag Ne 4 «Jleiicany
ropoJickoro okpyra ropon Oxkrsa6psckuil PecryOnuku barmkoprocras (nanee —
JETCKUH caf).

1.2. Tlopsimok paspa6oTaH B cooTBeTcTBUH ¢ TpymoBEIM KomekcoMm P,
DezepabHbIM 3aKOHOM 0T 27.07.2006 Ne 152-®3 «O nepcoHaIbHBIX TaHHBIXY,
Metonudeckumu pexomeHganusMu Pocapxusa, Ykazom [pesunenTa ot
30.05.2005 Ne 609 «O6 yrBepxaerun [TOM0KEHIS O IePCOHATBHBIX TaHHbIX
rOCyAapCTBEHHOTO Ciryxamlero Poccuiickoit Menepaliuu ¥ BEEHUH €ro JIMIHOTO
Aiesiay, KOJJIEKTHBHBIM JOTOBOPOM U yCTaBOM JETCKOIO cala.

2. @®opmMHpOBaHHE JHYHBIX €1 pA0OTHHKOB

2.1. @opmupoBaHHE TMYIHOTO Aeiia pabOTHHUKA IIPOU3BOAUTCS PAGOTHHUKOM,
HA3HAYCHHBIM 3aBEIYIOLIUM JETCKOTO caja (Ianiee — OTBETCTBEHHBIH 3a
BezieHue Jien). JInunoe feno hopMupyercs He mo3zHee MATH pabodux JHEH co
JHS 3aKITFOYEHHUS TPYIOBOIO JIOrOBOPa M TOJIBKO MOCITE TOIYYEHHUS OT
paboTHMKa coraacus Ha 00paboTKy ero MepcoOHANbHEIX JaHHBIX.

2.2. Ilpu nocTyruieHn# Ha paboTy pabOTHUK IIPeNOCTaBISET (IPY HATHUINH):

e TIACIOPT WJIM MHOM NOKYMEHT, YOCTOBEPSIOIIMMA TUIHOCTS,

+ aBTOOUOrpaduIo;

* 3agBJICHHE O IIpueMe Ha paboTy;

¢ JIOKYMEHT, KOTOPBI! IIOATBEP)KIAET PETUCTPALIMIO B CUCTEME
UHIUBHY aJIbHOIO IEPCOHU(UIIMPOBAHHOTO YUETa, B TOM YHUCIIE B
(opMe 37IeKTPOHHOTO JOKYMEHTA, IGO0 CTPaXx0BOE CBUNETEIBCTRBO
roCyIapCTBEHHOI'O IIEHCUOHHOTO CTPaXx0OBaHus, 32
MCKITFOUEHHEM CIIy4aeB, KOTAa TPYIOBOM JOrOBOP 3aK/IIOYAETCS
BIIEPBEIE;

o WJIEHTU(UKALNOHHEIN HOMEP HAJIOrOILIATEIbIINKA,

¢ JOKYMEHT BOMHCKOI'O y4eTa ([JI BOSHHOOOS3aHHBIX JIKIY);

e JOKYMEHT 00 00pa3oBaHUU; '

¢ aTTECTAI[MOHHBIH JIKCT;

* CIIPaBKy O HAIUYUH (OTCYTCTBUHU) CyOUMOCTH U (W) BakTa
YyTOJIOBHOT'O MpPeCIeOBaHUS;

 TPYIOBYO KHWXKKY U (MJIM) CBEJIEHHUS O TPYIOBOM JAESTENBLHOCTH, KPOME
ClIy4aeB, KOTa pabOTHUK IPUHAMACTCS Ha paboTy BIIEPBEIE UK Ha
YCIIOBHUSIX COBMECTHUTEINIbCTBA,

e MEIUIMHCKYIO KHIKKY;

e CBHUJETEIBCTBO O Opaxe;

¢ CBHJIETENBCTBO O POXKICHUHM JETEMH.




2.3. letckuii cax ohopMIISeT:

« IpHKa3 0 mpreMe Ha paboty (0 MepeMeIleHUH Ha IpyTie IOJDKHOCTH);
e TPyIOBOH JOrOBOP B IBYX IK3EMILLIPAX;
¢ JOJDKHOCTHYIO MHCTPYKIIHUIO.

2.4. TlepBruHOEe OGOPMIIEHHE JIMYHOTO JIEIIa IIPeAyCMaTpUBacT:

a) IIPHCBOEHKE JIMYHOMY JIelly HOMePa COITIaCHO JKYypHAILY yaIeTa JUYHBIX Aell
(mpunoxerne Ne 1);

6) mpocTaByeHke Ha 00JI0XKKe JTIYHOTO [eia (mpuiosxerre Ne 2) cieryromux
DEKBU3MTOB: HHIEKC Jiena (B COOTBETCTBUH C HOMEHKJIATypPO#i 1eN JETCKOro
cajia); MOoJHOe HauMEHOBAHHIE 06pa30BaTeNbHOM OpraHU3aliy; HOMEp JIMIHOTO
nena; haMIIIsA UMs OTIeCTBO PabOTHUKA B MMEHUTEIBHOM Ia/eXKe, JIaThl — FOJ{
HAUANA ¥ FOJl OKOHUAHHS BeJIeHHs fena; KOJIMYeCTBO TUCTOB; CPOK XpAHEHHA,

B) moMellleHe TOKYMEHTOB, IoJJIeKaluX XpaHeHHUIO B COCTaBE JIUYHBIX J€CJI, B
XpOHOJ’IQI‘I/I‘-IeCKOM IOpsAAKeE:

 BHYTPEHHS ONHUCH JIOKYMEHTOB JieJIa (mpmioxerue Ne 3);

e JHCT C OTMETKAaMH 00 03HAKOMJICHUH Pa0OTHHKA C II€PCOHAIBHBIMA
JAHHBIMY U3 TMYHOTO Jena (MPIIoKEHNE Ne 4);

« JIHCT C OTMETKAMH O Pe3yJIbTaTaX eXKEerOJHOH IPOBEPKU COCTONHIA
gHOTro feia (mpuioxernue Ne 5);

o TMYHBIHA JTACTOK TIO YUETY KaApOB M aHKeTa (IIPHI0KEHS Ne 6);

« aprobuorpadus,

« 3asBJEHUE O IpHeMe Ha paboTy;

. TpHKAa3 O IPHEeMe Ha paboTy;

¢ JOJDKHOCTHAsI HHCTPYKIINS,

¢ TPYJOBOW JOTOBOP;

« JIOTOBOP O MOJIHOM MaTephalbHON OTBETCTBCHHOCTH (eciut pabOTHHK —
MaTepHaIbHO OTBETCTBEHHOE JIUIO);

e XApPaKTEPUCTUKU ¥ PEKOMEH/IATEIIbHBIC IHChMA,

2.5. JIuctel JOKYMEHTOB, IIOMEIIEHHBIX B JINYHOEC ACJIO, MOJJICKAT HyMepalluu.

2.6. JJOKyMeHTBHI [IOMEMIAIOTCS B IAIKY-CKOPOCIIMBATEIE. IIpu yBOJIBHEHUH
paGOTHHKA 1eNI0 MPOLIMBAETCS HUTKAMK U CIACTCA B APXUB.

2.7. BHyTpeHHsIsI OIIMCH JIOKYMEHTOB, MMCIOLIUXCA B JUYHOM Jelie, TOJDKHA
COZepKaTh CBEJEHMS O TOPSIKOBBIX HOMEPaXx, HaMEHOBAaHUIX JOKYMEHTOB
JleJia, KOJIMYEcTBe JIICTOB, IaTax BKIIOYCHNS TOKyMEHTOB B JAYHOE A0 U
N3BSATHS U3 JeNa, a TaK)Ke KEM U3BAT JOKYMEHT U 110 KaKol MpUYHHE.

2.8. BHyTpeHHsIs OIUCH COCTABNACTCA Ha OTACTBHOM JINCTE II0 YCTaHOBJIEHHOM
dopme. JINCTHI BHYTPEHHEH OIACH HyMEPYIOTCs OTAEJBHO.

2.9. TTpy MOATOTOBKE JTMYHBIX JeJ K Mepeaie Ha XpaHeH!e K BHyTpEHHEH
OIIVICH COCTABIISETCS HTOTrOBAs 3aIiCh, B KOTOPOX yKa3bIBACTCA nudpamMu u




IIPONKCHIO KOJTMYECTBO BKJIIFOUEHHBIX B Hee AOKYMEHTOB U KOJIMYECTBO JIUCTOB
Aeja.

3. Benenue THYHBIX 1€ paGOTHHKOB

3.1. JInuHoe meno BeseTCs B TeUEHHE BCEro Meprofia paboThl paGOTHHKA B
JIETCKOM cay.

3.2. Bezienvie TMYHOrO JieTa pabOTHHKA MPeLyCMaTpPUBACT IIOMEIEHHE B IeJI0
AOKYMEHTOB, 00pa3yoIuxcs B IIporecce paboveii e TeIbHOCTH W NMEIOLIHNX
3Ha4YeHHUe JJI TPYIOBBIX OTHOIIECHHH:

3.

¢ JIONOJHEHHUE K JINYHOMY JIUCTKY II0 YIETY KaJpOB;

* JIOTIONIHUTEIIBHbIE COTJIAIIEHHS K TPYIOBOMY IOTOBODY;

* KOITMHM NIPHUKA30B I10 JIMYHOMY COCTaBY, KOTOPbIE KAacaroTcs pabOTHUKA;

e OT3BIBEI JOJDKHOCTHBIX JIUI O Pa0OTHHKE;

* KOIIMU TOKYMEHTOB O MOBBIIICHUY KBATU(DUKALINN,

 KOITUH CEPTU(UKATOB, IPAMOT;

e JIMCT — 3aBEPHUTENb JielIa (COCTABISIOT IIPU Caue JIMYHOTO Jelia B
apXuB);

e UHBIE JOKYMEHTBI.

3.3. B jnvnble fena He MOMeNaloTCs JOKyMEHTBI, IMEIOIIIe BTOPOCTEIIEHHOE
3HaveHue. Takue JOKyMEHTHI XpaHSITCs B OTHEIBHOM neie Ne 4-09
«JlOXyMEeHTBI, He BOIIEAIINE B COCTAB JINYHEBIX JE.

3.4.PabOTHIK 3HAKOMHUTCS C JIMYHBIM JEJIOM B TeUeHHe TpeX paboumx AHEH ¢
A&TBI MOJIyYEHNSI OTBETCTBEHHBIM 32 BEJICHUE e 3asBJIEHHUs C IPOCKOOi 06
o3HaKoMIIeHHH. OO 3TOM JieaeTcs OTMETKa B JIHCTE O3HAKOMIIEHHUS pabOTHHKA
C JINYHBIM JICJIOM.

3.5. O3HaKOMIIEHHE C JIeJIOM IPOMCXOIUT UCKITIOUNTEILHO B KaGHHETe
OTBETCTBEHHOI'O 3a BEZICHUE JI€JI U B €0 IIPUCYTCTBHUHU. 3alpelaeTcs BEIHOC
Jeia U3 kabuHeTa.

3.6. Beiaua Komuil JOKYMEHTOB U3 JIMYHOTO JeJ1a IPOU3BOIITCS I10 JTUTHOMY
3asIBIICHUIO PA0OTHHKA U C paspelleHus 3aBeyromero. Komuu TOKYMEHTOB
JOJKHBI OBITh 3aBEPEHBI U IIPEN0CTABIICHEI pabOTHUKY B T€UEHHE TPeEX JHEH CO
JIHS TT0/1a4 M, 3asIBJIICHUSI.

3.7. VI3pATHE OT/IENBHEIX JOKYMEHTOB U3 JIMYHOTO JefIa IIPOM3BOIUTCS C
paspeuenns 3aBeyIOLIero ISTCKOro cana ¢ 0hOpMICHHEM COOTBETCTBYIOLIEH
3anucy B rpade «lIpumeuanne» BHyTpeHHei onucy. [Ipd BpeMEHHOM H3BSTHH
JIOKYMEHTa Ha ero MeCTO (MeXIy JTUCTaMH COCeHUX JI0KYMEHTOB)
BKJIA/[BIBACTCS CIIPAaBKA-3aMECTUTENb C YKa3aHUEM JIaThl U IPUYMH U3BATHS C
MOMIKCBHIO JIALQA, BBIAABIIErO OKYMEHT, U IOAIICEIO JIKIIA, IIOJIyYUBIIETO €0
BO BPEMEHHOE T0JIE30BaHuE.




3.8. B uemnsx obecrieyeHust KOHTPOJIS 38 COXPAHHOCTRIO U aKTyaJIbHOCTBIO
JINYHBIX JIe] B 00pa30BaTeIbHOM OpraHu3aliy €KEr0IHO MTPOU3BOIUTCS
IPOBEPKa WX HAIUYHUS ¥ COCTOSHHUSI.

3.9. Exxeroinyro MpoBepKy COCTOSHUS JIMYHEBIX Je] Ha TPeAMET COXPAaHHOCTH
BKJIIOUEHHBIX B HETO JTOKYMEHTOB IIPOBOAUT CIIELIMAIBEHO CO3/TaHHAs KOMUCCHS.
O npoBeIeHHBIX IIPOBEPKaxX JIENaeTCs OTMETKA B JICTE O Pe3yNIbTaTax
€IKETO/HON [IPOBEPKY COCTOSHUS ¥ HAJIMYMSI JINYHOTO fefa (mpunoxenre Ne 5)
¥ COCTABIISCTCS aKT. Pe3ylbTaThl MPOBEPKH JIMIHBIX JIeN B 00s13aTEIbHOM
HOpsIZIKE TOBOJSATCS A0 3aBeIyIOIIEero AETCKOro caja.

i 5
4. XpaHenue 4 y4eT JIHYHBIX JeJ1 paOOTHHKOB

4.1 XpaHeHre U y4eT JUYHBIX Jel paG0THUKOB 00pa30BaTeNbHON OpraHu3aliy
OpraHU3YIOTCS C LEJbI0 GBICTPOro MOMCKA IMYHBIX A€, 00CCIIeUeHUS HX
COXPAHHOCTH ¥ KOHGHUICHINATEHOCTH CBEJICHIU, CONCPKAIMXCS B
JOKYMEHTaX JIMYHBIX JeJ, OT HECAHKIIMOHUPOBAHHOT'O IOCTYIA.

4.2. JInuHble fenia paOOTHUKOB XPaHATCS y OTBETCTBEHHOTO 38 BEJICHUE IET.

4.3. JlocTyT K TMYHBEIM JeJlaM paGOTHHKOB HMEIOT TOJIbKO OTBETCTBEHHEIH 32
BeJleHHe [ell U 3aBeIyIONIui, 1100 ero 3aMeCTUTENH IPY UCTIOIIHEHUU
00s13aHHOCTEHR 3aBeIyIOIIEro AETCKOro caja.

4.4, CrucTeMaTH3aIMs TAYHEIX e PAOOTHUKOB IPOU3BOJUTCS B al()aBUTHOM
TIOPSIZIKE.

5. OdopmiienHe JUIHBIX JeJl pAGOTHHKOB Nepe/ caaveil B apxXuB

5.1. OdopmiieHrEe TUYHBIX A U1 Iepefaur B apXUB POU3BOAUTCS
OTBETCTBEHHBIM 33 BeleHHe JIeNl. JTa NpoLelypa BKIIOYaeT:

+ [OMIIMBKY (TIeperuieT) Aeia;

 YTOYHEHHE HyMepalllu JIICTOB Jefa;

¢ COCTaBIICHHE JIUCTa-3aBEPUTEIS,

« cocraBjienre (YTOUHEHNE) BHYTPEHHEN OIKCH;

« BHECEHHE YTOUHEHWI B PEKBI3UTHI JIUIEBON OOJIOKKY Jea.

5.2. JIuCT = 3aBepUTENb Aela JOJDKEH ITOANUCATh €ro COCTaBUTEIb, IIPH TOM
feaeTcs paciupoBKa JODKHOCTH M ITOIIUCH, IIPOCTABIIACTCS JaTa. B
TIPOLIECCE MCIIONTBb30BAHUSA apXUBHEIX JOKYMEHTOB B JINCTE-3aBEPUTEIIE
JIEJIAI0TCST COOTBETCTBYIOILME OTMETKH.

Ecan neno noammro Oe3 JIICTa-3aBEPUTEIIA, TO €r0 CJIEAYCT HAKICUTD Ha
BHYTPEHHIOIO CTOPOHY 00J10KKHU JAcJa.

5.3. C nenpro o0ecriedeHus] COXPaHHOCTY JIMYHBIX J€I PEKOMEHTyeTCs:

o O0BENWHSTH UHAUBUYJIbHBIE JIMYHEIE I€1a YBOJICHHBIX pabOTHUKOB B




oHY 00JI0XKY (00BbeIMHEHHOE JIE]10) C TAKHAM PacueToM, 4To0bl 00beM
neia (Toma) He mpesbiman 250 IucToB (myTeM CIIMBKH MaTepHajIOB
MHTHBALYAIEHBIX JIEM [0 TO/]aM YBOJbHEHH);

« pacronaraTh MaTepHalbl HHAMBUYATLHBIX [CN B IIpe/iesiax eia
(Toma) B a1aBUTHOM IIOPSAAKE (moaMuIBbHO), OTAEINSST MaTEPUAIIB,
OTHOCSIIMECS K PA3HBIM MHIUBHIYaIBHBIM JIelIaM, THCTHIM JINCTOM
GyMary ¢ yKkasaHueM Ha HeM GaMUIIUK, AMCHH I OTIECTBa
COOTBETCTBYIOIIETO YBOJIEHHOIO COTPYTHUKA;

« CHa0XaTh KaXa0€ 00bEeAUHEHHOE ACTIO (TOM) BHYTpEHHE#! OMHUCBHIO C
nepeuncienreM (GaMuIui, IMEH U OTIECTB U yKa3aHEM HOMEPOB
CTpAHHII, B MPeZeNaX KQTOPBIX PacIookEHbL COOTBETCTRYIOMINE
JOKYMEHTBEL.

5.4. Hepenaqa JIMYHEBIX [eJI B apXUB OCYIIECTBIACTCA HE [Mo3aHee TPEX JICT
[10CJI€ 3aBEePIICHU UX B JeJI0IpOu3BOACTBC B COOTBETCTBHHU C I’paCbI/IKOM.
HpeﬂBapI/ITe.TIBHO OTBETCTBEHHEIM 3a BEACHUE [CII POBEPACTCI IMOJIHOTa U
NpaBUJIbHOCTD OATOTOBKUY JIMYHBIX ICJI K nepenade. BrisBii€eHHBIE IPHU
IIPOBEPKE HeJIOCTaTKU yCTPaHAIOTCA OTBETCTBCHHBIM 3@ BEACHUE ICII. Hepenaqa
U IIpueM IIPOU3BOISATCA 110 OITMCH C HpOCTaHOBKOﬁ OTMETOK O HAJINUWHU JTUYHBIX
pI(SAI

5.5. Jlnunble feia pabOTHUKOB, 3aKOHYECHHBIE IENONPOU3BOACTBOM A0 1 saBaps
2003 rona, XpaHsTcs 75 JIeT, ocie 1 suBaps 2003 roma — S0 yeT.

6. OTBeTCTBEHHOCTh paboToaaTe/isi H padOTHHKA

6.1. PaGoTHHKN 06pa30BaTeIbHON OpraHu3aluy 00s3aHbBI CBOEBPEMEHHO
[PECTaBIIATH CBEIeHNs 00 H3MEHEHUH CBOUX MEPCOHAIIBHEIX JAHHBIX,
BKJTFOUEHHBIX B COCTaB JINYHOTO JeNa.

6.2. OTBeTCTBEHHBIN 3a BEACHUE JICII pabOTHUKOB HECET AUCHUIIAHAPHYIO 1
MHYIO OTBETCTBEHHOCTB 33 Pa3IVIallCHUe KOH(MUACHIIAATBHBIX CBEJIEHUH,
COZEPIKAIIMKCS B JIMYHBIX JeNaX, U 33 HUHBIC HapyLISHMs OPsAIKa BEICHU
JIAYHEIX JIEJ.

7. IpaBa paGoToaaTeisi U pabOTHHKA

7.1. PaGoTHHKY 0Opa30BaTeIbHON OpraHu3aliy UMEIOT IIPABO.

B

[10JTy4aTh [OJIHYIO HHPOPMAIIHKIO 06 00paboTKe CBOMX MEPCOHANBHBIX
JaHHBIX;

[10JTy4aTh TOCTYII K CBOMM [IEPCOHATBHBIM AaHHBIM;

[10JTy9aTh KOTIME JOKYMEHTOB, XPaHAIMXCS B JITTHOM ACTIC,

o Tpe6OBaTh UCKIIOYEHNs MM HCIIPABJICHNS HEBEPHDIX 1 HETIOJIHBIX
(MCKaKEHHBIX) CBOMX TTEPCOHANBHBIX JAHHBIX.

7.2. PaGoToaarenb UMeeT IIpaBo:

« 06pabaThIBaTh MEPCOHANBHBIE AHHBIC pabOTHUKOB, B TOM YHCIIE U Ha




SJIEKTPOHHEIX HOCHUTECIIAIX,

* 3alpaliMBaTh OT pabOTHHKOB HH(OPMAIHIO, HEOOXOUMYIO IS
BEJICHUS JIMYHBIX JIeJT 1 00pabOTKK MEPCOHANIBHBIX TAHHBIX.



