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1. O0uIHe NMoJI0KEeHH A

1.1. [TonoxeHue O BEAECHUHM IMYHBIX pabOTHUKOB MyHHUIMIIAIBHOTO OFOKETHOTO

JOIIIKOJIBHOTO 00pa3zoBaTenbHOrO yUpeXIEHUSA «Jlerckui cag
obmepaspuBaromero Buaa Ne53» ropoxckoro okxpyra ropon Camasat
Pecny6nuku Bamkoprocran (manee — MBJIOY Ne53 r.Canasara) (manee —
ITonmoxeHne) ompeneNseT MOpsAoK (GOpMHpPOBaHHMs, BEACHHS W XpaHEHUS
mvyHeIx nen pabotHrkoB MBJIOY Ne53 r.Canasara.

1.2.Hacrosmee Ilonoxenne paspaboraHo B cooTBercTBHE ¢ DenepabHBIM

3akoHOM OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM paene B Poccuiickon
denepanun»; DenepanbHbiM  3akoHOM 0T 27.07.2006 Nel52-®3 «O
TIepCOHATBHBIX JaHHBIX»; DenepaabHbIM 3aKOHOM OT 29.12.2012 Ne273-@3
«O6 obpazoBannu B Poccuiickoit ®Denepanmu»; TpymoBbIM KOAEKCOM
Poccuiickoi @enepanuu; YcraBom MBJIOY Ne53 r.Canasara.

1.3.JIu4HOE [€0 — COBOKYIHOCTh JJOKYMEHTOB, COJepIKallluX Hauboee IOHbIe

cBeJleHHs O pabOTHHKE U €0 TPYIOBOH NesITeNbHOCTH. JINYHbIE [e1a BETyTCA
C LIEJIBIO KOHIIEHTpaliK Bcel HHpopManuy 06 0JHOM pabOTHHKE B OTAEIBEHOM
KOMILJIEKCE.

1.4.JIuunsie nena pabotarkoB MBJIOY Ne53 r.CanaBarta OTHOCATCS K KaJpOBBIM

2.1,

2

2.3,

JOKYMEHTaM, O(i)OpMJ'ISIIOTCSI U BEAYTCs JIMIIOM, OTBETCTBEHHBIM 3a pa60Ty C
KaapOBBIMH NOKYMEHTaMH.

2. ITopsinok odopmJiieHHs IHYHOIO Aejia

JIuunoe neno dopmupyercs B MBJIOY Ne53 r.Canasara. JlugHoe neno
3aBOJUTCS Ha KaXIOro IPUHMMAEMOIo COTPYAHHMKA, 32 HCKIIOYEHHEM
COTPYIHHUKOB, pabOTAIOIIKX Ha YCIOBUAX IPAXKIaHCKO-IIPaBOBOI'0 I0r0BOpa.
JImgnoe neno paGornuka MBJIOY Ne53 r.CanaBata (popMHupyeTcs Iocie
W3/laHKs MpHKa3a o IpueMe Ha paboTy M BeIETCs Ha NPOTSHKEHHHM BCETO
nepuojia paboThl COTPYIHHKA.
[Ipi 3aKIIOYEHHH TPYHOBOTO JOrOBOpa, JHIIO, TOCTyHaiollee Ha paboTy,
npezcTaBiseT paboToJaTeNo:
IaCIOpPT WIIA WHOM TOKYMEHT, yIO0CTOBEPSIOIINH JINYHOCTB;
TPYJOBYIO KHWXKKYy W (WJIH) CBeJE€HHS O TPYJOBOH NEATENbHOCTH, 32
HCKIIIOYEHHEM CIIyYaeB, €CIM TPYAOBOM JOTOBOP 3aKIIFOYAE€TCs BIEPBLIC
Wiy pabOTHUK MOCTYIaeT Ha paboTy Ha yCIOBUSIX COBMECTUTENBCTBA;
JIOKYMEHT, TOATBEPKJAIOIHMH PETHCTPALIMIO B CHCTEME MHIUBUYaIBHOTO
(mepcOHMGUIMPOBAHHOIO) y4eTa, B TOM 4YHCJE B (OpMe 3JIEKTPOHHOrO
JOKYMEHTa; - JOKYMEHTBI BOMHCKOTO y4eTa — JUIi BOEHHOOOS3aHHBIX H
JIATL, TIOVIEXKAIIUX ITPU3BIBY HA BOSHHYIO CITyXOYy;
JIOKyMeHT 06 o6pasoBaHM# M (WIM) O KBAIMGUKALUM WM HAIMYHH
CHeNUANBHBIX 3HAHWM — TpU ITOCTyIUIeHMH Ha paboTy, TpeOyrollyro
CIIEHMANIbHBIX 3HAHUH WU CTIeLIHAIbHON ITOJATOTOBKH;
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2.8

CIIPaBKy O HAJIW4YUM (OTCYTCTBHH) CYJUMOCTH U (uu) dakTa yrojioBHOTO
TpeciesioBaHus 00 O MPEKPAlleHHH YrONOBHOTO MpPECIeOBAHUsA 10
peabUIUTUPYIOIIMM OCHOBAHHAM, BBIIAHHYIO B MOpsIKe H MO dopme,
KOTOpBIE YCTaHaBIMBAIOTCS (eepalbHbIM OpraHoM UCIIOTHUTEIbHOM
BJACTH, OCYIIECTBIMOmMMM (YHKIMH MO BbIpabOTKe M peanu3aliy
roCyJapCTBEHHOM [OTHTHKE M HOPMATHBHO-TIPABOBOMY PETyIHPOBAHHIO B
cepe BHYTPEHHHMX [IETT;

MEIUIIMHCKYIO KHIDKKY (JUIsl COBMECTHTEIIEH — 3aBEPEHHYIO 110 OCHOBHOMY
MecTy pabOThI KOTIHIO MEIUIIMHCKON KHUKKH);

B OTHENBHBIX CIy4asx C y4eToM CrelupuKd paboThl JEHCTBYIOLMM
3aKOHOJATENbCTBOM P® MOXeT TNpefyCMaTpUBaThCs HEOOXOMMMOCTD
TpebABIEHAs IPH 3aKJIFOYEHHH TPYAOBOrO JOrOBOpa AOTOIHHTENLHBIX
JIOKyMEHTOB.

3anpemaercs TpeGOBaTh OT JMIA, OCTYNAIOIIETO Ha paboTy, JOKYMEHTBI
[IOMHMO TIPeLyCMOTpeHHbIX TpynoBBIM 3aKOHONATENHCTBOM P®, uHbIMH
denepansHBIMU 3aKOHaMH, ykasamu IIpesuneHTa Poccuiickoit @enepanuu
¥ moctanoBnenusiMu IIpasutenscta Poccutickoii Oeiepalii.

Bce IOKYMEHTBI JIMYHOTO JIeNa TIOMELIAIOTCS B MamNKy-CKOPOCITHBATEID.
JIOKyMEHTHI B TMYHOM fieJle OJJIEXkAT OIIUCH, KOTOpas XpaHUTCA B COCTABe
JUYHOTO Jela.
B cnydae yTpaThl WIHM MOPYHM JIMYHOIO J€ja IO KaKMM-JIH0O TpUYHHAM,
3apenyrommii MBJIOY Ne53 r.CamaBara COCTaBISIeT aKT 06 yTepe WA
[Iopye JTMYHOrO fena i pOpMUPYeTCs: HOBOE JIMIHOE ALJIO.
B cocTaB JUUHOIO Jella BXOAAT CIEAYIONHe JOKYMEHTHI:

BHYTPEHHSIS! OIKCh JOKYMEHTOB, MMEIOIIUXCS B JINTHOM JIETIE;

JIMYHBIN JIACTOK MO YYETY KaJpOB (aHKETa);

JIMYHOE 3asBIEHKE O MpreMe Ha paboTy;

TPYZOBOM JOTOBOD;

KOMKsi IPHKa3a o Npreme paGoTHHKa Ha paboTy;

IHCBMEHHOE corjiacie cyGbekTa Ha 00paboTKy ero TepCcOHAlBHBIX
JAaHHBIX;

KOMHUs JOKYMeHTa 06 oGpa3oBaHuH U (WIIK) O KBaJTM(UKAIIMY WK HATHIMA
CIeNMaTbHBIX 3HAHWA — MpH TOCTYIUIEHHH Ha paboty, TpeOyrouIy:o
CIIeNMAbHBIX 3HAHMM WK CIIEI[MaIbHON TOArOTOBKH;

CIIpaBKa O Hamu4uuy (OTCYTCTBUM) CyAUMOCTH U (unu) axTa yroJoBHOTO

mpecnenoBaHus 60 O MPEKpalleHWH  YrOJIOBHOTO
TIpece0BaHus; - JOJDKHOCTHAs MHCTPYKIHA paboTHHKA.
Jl71si IIeJaroru9ecKux paboTHUKOB (TIPH HAJTU4MH):

KOIIMIO PAcIOpsDKEHHUS! BBIIIECTOSIINX OpPraHoB 06 yCTaHOBJIEHUM NEPBOH
(BBICIIEH) KBaTH(UKAIIMOHHON KaTerOpHH;
KOTIHH JOKYMEHTOB O IIPOXO0XIEHAH KypCOB MOBBIICHAA KBaJTHU(pUKALUH U

JIp.



3.1.

B.2.

3. Tlopsmok BeJeHHs! JHUHOIrO €A

Cpenenns 060 BceX M3MEHCHHAX, KacaroIuxcsi paGOTHHKA, MPOUCIISIIIMX
ocjie 3arojHeHHs JHUYHOro JHMCTKa IO ydeTy KaJpoB, OTPKAroTCH B
JIOTIOJTHEHHH K TMYHOMY K JIMCTKY WIIA B xapTouke GopMBI T-2.

B mporecce K JIMYHOMY JEIY paboTHUKA IpHOGIIAIOTCs  CTIEAYIONHe
JIOKYMEHTHI B XPOHOJIOTHIECKOM nops/Ke B 3aBHCHMOCTH OT BpEMEHH HX
MOCTYTUIEHHS:

KOMAM CBUIETENTsCTB 00 00pasOBaHHH, obydeHu#, O TIOBBIIICHAN

KBaJIM(UKALIUY;

KOIMH TOYETHBIX TPaMOT 1 6:1aroiapCTBEHHbIX IIHCEM;

ATTeCTAMOHHBIE JTUCTHI M APyTHe JOKyMEHTEI 1O pe3yJibTaTaM aTTeCTallkH;

IHCbMEHHBIE 3asBIEHHs COTPY/AHMKA O nepeBojie, MepeMellleHlH Ha HHYIO

JIOTKHOCTB, O BpeMEHHOM 3aMeIIeHIN M WHOM JIOJDKHOCTH;

KOIIAM TIPHKA30B O Ha3HAYCHHUH, [IEPEBO/IE COTpY/IHUKA Ha UHYIO IOTDKHOCTE,

0 COBMEIIIEHUH UM HHOHU JIOJDKHOCTH;

9K3EMIUIAPBl  TMCHMEHHBIX JOTIOJIHUTEIBHBIX coryaiieHuii, KOTOPBIMA

ohOpMIISIOTCS. H3MEHEHHSA 1 JIOTIONTHEH!S], BHCCEHHBIC B TpyHOBOH OTOBOP

pabOTHHKA,;

[IMCEMEHHbIE 3asfBIeHHs pabOTHHKa 06 0ocBOOOXAEHUU OT 3amMelaeMon

JIOJDKHOCTH, O MPEKpallleHuH TPy0BOTO JIorOBOpa M YBOJIBHEHUH,

KOIMM TIpUKa3oB 00 OCBOOOXIEHHH COTpyJAHMKa OT 3amelaeMon

JIOTKHOCTH, O TIPEKpallIeHHH TPYIOBOTO JIOTOBOpA U YBOJIBHEHUH;

yIOCTOBEPEHHS O MOBBIICHAN KBTI UKL,

Jpyrue JOKYMEHTEI, HaXOXK/CHHUC KOTOPBIX B JIAYHOM JI€TIe GyneT IpU3HAHO

11eJ1ec000pa3HbIM U HE IpOTHBOpEYALIAM NeUCTBYIOLIEMY

saxononarenscTBy PO.

3.3. B nuuHble jea pabOTHUKOB HE BKJIFOYAIOTCS JOKYMEHTBI BTOPOCTETIEHHOTO

4.1.

4.2.

4.3.

aHAYEHHS, MMEIOIIME BpeMEHHBIH (mo 10 yet BKJTIOUMTEIBHO) CPOK XPaHCHHS
(0 IpelOCTaBIICHHH OTITYCKOB, 006 yCTaHOBIICHUH Haa6aBOK K JOJDKHOCTHOMY
OKJIALLy, EKEMECTIHOTO IEHEKHOTO TIOOILIPEHHs, O BBIILIATE peMui U T. 1.)-

4. Tlopsaok y4yera H XpaHCHHS JIMYHBIX JeJl COTPYAHHKOB

JImauste nena MBIIOY NeS3 T. CanraBaTta XpaHsATCA B CreaibHOM mkady KaK
JOKYMEHTBI CTPOro# OTYETHOCTH. YcmoBusl XpaHeHus THIHBIX JET JOJKHBI
ofeceunBaThCs X COXPaHHOCTE OT XUIIEH:sd, TOpUK, yHUYTOKCHIA 6o
HecaHKIIMOHAPOBAHHOTO UCIIOJIB30BAHMA.

JlocTynn K JHAYHBIM nenam pabOTHUKOB JAMeeT 3aBeyIOIIUH JIOIIKOJIBHOM
oGpa3oBaTelbHON OpraHu3alii ¥ eJONPOU3BOAUTEND.

JIuuHple Aea COTPYAHHKOB MBJOY Ne53 r.CajnaBata OTHOCATCA K
JIOKyMEHTaM BpPEMEHHOTO (cBpmme 10 ner) cpoka XpaHeHHs ¥ MOJUIeKaT
XpaHEHMIO B TEUCHUC 75 ner.



4.4. JluqHOe 1eN0 MOXET OBITh BBIIAHO MO TpeGoBaHHMIO paboTHHMKA A
o3HakomJiieHus (6e3 mpaBa BEIHOCA).

4.5. JIluyHple nena JMWI, C KOTOPHIMH TPYAOBBI€ OTHOLICHUS IPEKPALICHEL,
MepejaloTCs YCTAHOBIEHHBIM NopsiikoM Ha xparenue B apxuB JIOO.

5. OTBeTCTBEHHOCTDb

5.1. PaboTHHKH 00s3aHbI B T€UEHHE 3 JHEU IIPEACTABIIATh CBEACHHU 00 U3MEeHEHUH
MePCOHAIBHBIX JIETI.
5.2. Paboroaarenb 00ecrie4rBaeT:
- COXpaHHOCTH JIMYHBIX A€l COTPYAHUKOB J10O0;
-  KOHQUIEHIMATBHOCTh CBEJCHHWH, COJepXalluXcd B JHYHBIX Jelax
pabOTHHKOB.

6. IlpaBa

6.1. Jlns obecrieueHus 3alUTHl MEPCOHANBHBIX NAHHBIX, KOTOPbI€ XPaHATCHA B
nuuHBIX Aenax pabotaukoB MBJIOY Ne53 r.Canaparta, pabOTHHKH HMEIOT
TIPaBo: - TOJIYYHTh IIONHYIO HHPOPMAIIKIO O CBOUX NEPCOHANBHBIX NaHHBIX H
06paboTKe 3TUX JaHHBIX,

- TIOIy4YHMTH CBOOOMHBI JOCTYN K CBOUM IEPCOHANBHBIM JaHHBIM;

- [0 MUCHMEHHOMY 3asBJIEHHIO He MO3/Hee TpeX pabounx JHEeH CO JHA Mofa4H
3TOr0 3asBJCHUS IIONYYWTh KONHM, XpaHAIIWeCs B JMYHOM Je€je |
cofieprKalyecs NepCoHaNbHEIE TaHHbIE;

- Tpe6OBaTh MCKIIOYEHMS HIM MCIPABJICHHsS HEBEPHBIX WM HEMOJHBIX
IIEpCOHATBHBIX JAHHBIX.

6.2. PaboTomarens UMeET IPaBo:

- obpabaTeiBaTh IEPCOHANBHBEIE [aHHBIE COTPYJHHMKOB JOLIKOJIEHOM
06pa30BaTeNbHOM OpraHU3alliy, B TOM YUCIIE ¥ Ha JIIEKTPOHHBIX HOCHTELAX;

- 3ampocuTh ot cotpyanukos JJOO BCro Heo6GXOTUMYIO HHYOPMAIIHIO.

[TpunsTO

Ha 001meM cobpanuu

pa6otarkoB MBJIOV Ne 53 r. Canasara

IIpoToKom A or L0, 08 ABL/2 )
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