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1. O01mMe moJ10KeHus

1.1. Hactosmee I[lonoxenue o mnoOpsaKe BEACHHUS JHMYHBIX Jied1 pPaOOTHUKOB B
l'ocymapcTBeHHOM O10IKETHOM JIOIIKOJIBHOM 00pa30BaTEeIbHOM YUpEXACHUH AeTCKuil cax Ne79
KOMOMHHpOBaHHOTO BHIa [Ipumopckoro paitona Cankr-IlerepOypra (mamee — I'BIOY),
paspabotano B cootBeTcTBUM ¢ DenmepanbHbiM 3akoHOM Ne 273-03 ot 29.12.2012 «O6
obpazoBanuu B Poccuiickoit @eneparuny», OenepanbHbiM 3aKk0HOM OT 27.07.2006 Ne 152 «O
NEPCOHANBHBIX JaHHBIX», YKa3zoM IIpesugenta ot 30.05.2005 Ne 609 «O6 yTBepxkaeHUU
[TonoxeHust 0 NEPCOHANBHBIX JaHHBIX TOCYAAPCTBEHHOTO ciyskaiiero Poccuiickoit @enepanuu
U BEJIECHMM ero juyHoro aena», TpynoBeiMm Komexkcom Poccuiickoit ®deneparuu, YcraBom
I'BAOY, ocymectBistonieit 00pa3oBaTeNbHYIO ACSTEIHLHOCTD.

1.2. Jlannoe IlonoxxeHue ompeaenseT MOPSNAOK BEACHUS JIMYHBIX €1 paOOTHHUKOB
I'BAOY, onpenensier nmopsaok GopMUpPOBaHUS, ydeTa M XpaHEHHS, BbIJAYU JIMYHBIX € BO
BPEMEHHOE I0JIb30BAaHUE, a TaKXKe OTBETCTBEHHOCTb, MpaBa pPaOOTHUKOB M 3aBEAYIOIIETO
I'OY.

1.3. Hacrosmee Ilonoxenune yrBepxknaercs npukazom 1o ['BJIOY wu saBusercs
00s13aTeNIbHBIM JIJIs1 BCEX KaTETOpHil Mefarorndeckux u apyrux corpynuukos I'B/I0Y.

1.4. Benmenue JUYHBIX Jed paOOTHMKOB JETCKOTO cajJa  BoO3Jaraercss Ha
nenonpousBoautens (mokymentosena) 'bJIOY.

1.5. JIuuHo€ eno — OCHOBHOM TIOKYMEHT NEPCOHAIBHOTO y4eTa, COAepKalluii Hanboee
TIOJIHBIE CBEICHUS O pPaboTHHKE 00pa30BaTEIbHONM OpPraHU3allUU U €r0 TPYJOBOU JIEATEeIbHOCTH.
B nuuyHOe neno BHOCSTCS CBEACHUS, CBA3aHHbBIE C TIOCTYIUICHUEM Ha paOOTy U YBOJIbHEHUEM.

1.6. Ceenenusi, coaepxamuecs B JHYHOM Jejie, OTHOCATCS K KOH(HICHIHUATHLHOU
uH(pOpMaILIUU, UMEIOT OTPAHUYECHHBIN TOCTYI U Pa3rJIallieHUIO HE TOJIJIeKaT.

1.7. Jluanoe aeno BeneTcst B TEUCHUE BCEro nmepuoja paboTel pabOTHUKA.

1.8. BeneHue HECKOIBKUX JHYHBIX JEJI OJHOTO pPabOTHHKA 00pa3oBaTEIHHOM
OpraHu3aluu HEe JOMYCKaeTCsl.

2. lTopsinok ¢popMupoBaHUS JUYHBIX AeJ pA0OTHUKOB

2.1. ®opmupoBaHuEe JIUYHOTO [eja pPaOOTHUKOB JIE€TCKOTO caja MPOU3BOJUTCS
HerocpeacTBeHHO 1mocie mnpuemMa B ['BJIOY wim nepeBoga COTPYIHUKOB U3 JIpYyroi
00pa3oBaTeIbHON OpraHU3aIHH.

2.2. B COOTBETCTBHMU C HOPMATHUBHBIMU JIOKYMEHTaMHU B JUYHBIC Jeia pabOTHHUKOB
JIETCKOTO CaJia, BKJIaABIBAIOTCS CIEIYIONTUE JOKYMEHTHI:

— 3asBIIEHUE O IIpHeMe Ha paboTy;

— 3asBIIEHUE - COTTIacUe Ha 00pabOTKY MEePCOHANBHBIX JaHHbBIX;

— chmpaBka O Haau4uu (OTCYTCTBHUM) CYIMMOCTH M (Miau) ¢akTa YroJOBHOIO
MpeciieI0BaHus, BEIIAHHOTO COOTBETCTBYIOIIMM OPTraHOM MPaBOMOPSIIKA;

— KOIIMU JJOKYMEHTOB 00 00pa3oBaHUH;

— KOMHH JOKYMEHTOB O KBATM(PHUKAIMU WIM HAIWYME CHEIUANBHBIX 3HAHUHN (TIpH
HaJIMYNHN);

— KOIMHU aTTEeCTAIIMOHHBIX JIUCTOB (MPU HATUYUN);

— KOIUHU JOKYMEHTOB O HarpaxJeHUu (MIpU HATUIHH);

— XapaKTepPUCTUKH, PEKOMEH/IaTeJIbHbIC MTHChMa (TIPU HATUYUH);

— KOIUA MpHKa3a 0 mpreme Ha padoTy;

— KOMNMs MPUKAa3a O NEPEBOJIE HA UHYIO IOJKHOCTH (ITPU HAJTMYMH);

— JOJKHOCTHAsl MHCTPYKITUS (JIODKHOCTHBIC MHCTPYKIIMUA C MOMEHTA Ha3HAUCHUS Ha
BC€ JIOJDKHOCTH);

— TPYIOBOM JOTOBOP (C MOCIEAYIONIMM BKIFOUCHUEM JTOTIOTHUTEIHHBIX COTIAIICHUN
K TPYyJIOBOMY JIOTOBOpY);



— JIOTOBOp O TIOJIHOW MaTepHaTbHOM OTBETCTBEHHOCTH (€CiM pabOOTHHK —
MaTepHaTbHO OTBETCTBEHHOE JIHIIO).
Pabomooamenv ogpopmnsiem:
— TPYAOBOU AOTOBOP B JIBYX IK3EMILISAPAX;
— TIpHUKa3 o pueMe Ha paboTy (0 MepeMeleHUH Ha APYTHe T0HKHOCTH);
— JIOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 9K3EMILIAPAX.

Pabomooamenw snaxomum:

— ¢ HopMatuBHO-TipaBoBeIMH JokyMeHTamMu ['BJIOY (YcraBom, KosmekTUBHBIM
norosopowm, [IpaBunamu TpyA0BOIrO pacnopsika u Ap. JIOKaJbHBIMHU aKTaMH);

— C JIOJDKHOCTHOW MHCTPYKILIMEW;

— TMPOBOJUT BBOAHBIN MHCTPYKTAXK, MHCTPYKTAX IO OXpaHE TPyAa, MHCTPYKTAX I10
IPOTHUBOIIOKAPHOW O€30MaCHOCTH.

2.3. JIucThl TOKYMEHTOB, IOMENIEHHBIX B IUYHOE JEJI0, MOJICKAT HyMEPALIUH.

2.4. C uenpto oOecrieyeHUs] HaJUIEKaIEd COXPAaHHOCTH JUYHOIO Jejla paOOTHUKOB
I'BAOY u ymobcTBa B 0OpalleHUH C HUM TpH (HOPMUPOBAHWUU JTOKYMEHTHI IMOMEIIAOTCS B
oTAeNbHYI0 manky. [Ipu yBoapHEeHHM paOOTHUKA MPOIIMBAIOTCS HUTKAMU U CHAIOTCS B apXUB.

2.5. BHyTpeHHsIS ONUCh JOKYMEHTOB, UMEIOIIUXCS B JJUYHOM JIEJie, JOJDKHA COAEpKaTh
HAaUMEHOBAHUSAX JIOKYMEHTOB J€Jla, KOJIMYECTBE JIMCTOB, JaTaX BKJIIOYEHHS JIOKYMEHTOB B
JUYHOE JIEJI0 U U3bITHUS U3 JieJa, a TAKKE KeM U3bIT JOKYMEHT U M0 KaKoi MPUYUHE.

2.6. BHyTpeHHsIsI ONMKCh COCTABISETCS Ha OTACIBHOM JINCTE MO YCTAaHOBICHHOU (hopme.
JIucTel BHYTPEHHEN ONMCU HYMEPYIOTCS OTIAEIBHO.

2.7. 1lpu MmMOAroTOBKE JWYHBIX J€J K Iepe/laue Ha XpaHCHHE K BHYTPEHHEW OIHMCH
COCTaBJISIETCA WTOrOBasl 3alKCh, B KOTOPOM yKa3bIBaeTcs HU(ppPamMu U MPOMUCHI0 KOJTMYECTBO
BKJIIOUCHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIUCTOB JIEJIA.

3. llopsinok BexeHusi JUYHBIX e padoTHukoB I'B/IOY

3.1. Jlmanoe neno paborHukoB ['BJIOY Benmercs B TeueHHe Bcero mnepuoga pabOThI
Kaxoro corpyanuka B 'b/IOY.

3.2. JlanbHeilmee BeneHue nuyHOro nena pabotnukoB ['BJIOY mpenycmarpuaer
MOMEIICHUE B JEI0 JIOKYMEHTOB, OOpa3yroluxcs B Ipoiecce pabouell NeITeNIbHOCTH |
MMEIOIIUX 3HAYEHHE JIsSI TPYJIOBBIX OTHOIIEHUIA:

— JIONOJIHUTEJbHBIEC COTJIAIEHUS K TPYAOBOMY JOTOBOPY;
— KOTHH MPHUKA30B I10 JIMYHOMY COCTaBY, KOTOphIe kacatoTcsi pabotauka ['BIOY;
— KOIIMH JJOKYMEHTOB O TIOBBIIICHUH KBATH(PUKAIIIH;
— JIMCT — 3aBEPUTEIIb Jies1a (COCTABIISAIOT MIPU Caye JUYHOTO JIejia B apXUB);
— WHBIE JOKYMEHTHI.
4. Ilopsinok yuéTa U XpaHeHHs JHYHBIX JeJ1 padoTHukos I'B/1OY.

4.1. Xpa"eHue W y4eT JIMYHBIX JIe] paOOTHUKOB JCTCKOTO Cajia, OPTaHU3YIOTCS C LEIbIO
ObIcTporo U 0€30mMO0YHOr0 IMOMCKAa JUYHBIX JIe]l, 00CCIeUCHUsS MX COXPAaHHOCTH, a TaKkKe
obecrieueHus] KOHPUICHIIUATLHOCTH CBEJCHUMN, COJEPKAIMMUXCS B TOKYMEHTaX JIMYHBIX JEd, OT
HECAHKIIMOHUPOBAHHOTO JOCTYIA.

4.2. Jluunsle nena paOOTHUKOB XpaHITCA B CTPOTO OTBEIEHHOM MecTe B celide (mkady
3aKkpbIThIM Ha 3aMoK) ' BJIOY.

4.3. TpynoBbie U MEAUIIMHCKUE KHIDKKH XPaHITCS OTACIBHO B celide.

4.4. loctyn k nu4HbIM niernaMm paboTHUKOB ['BJIOY uMErOT TONBKO JeI0npPOU3BOUTEND
(moxkymenrtoBen), 3aBenytomuid ['BJIOY u 3amectuTeny 3aBeAyroHIero MPU HUCIOIHEHUH
obsi3anHocTel 3aBeayromiero ['6I0Y.

4.5. Cucremaruzanusi Tu4dHbIX aen padotHukoB ['BJIOY mpousBoautcs B andaBUTHOM
MOPSIKE.



4.6. JInunbie nena padbotaukos ['6/IOY, uMerommx rocynapcTBeHHbIC 3BaHUS, IPEMUU,
Harpa/ibl, y4€HbIE CTEIICHU U 3BaHUS, XPAHATCA IOCTOSIHHO, a OCTAJbHBIX COTPYIHUKOB — 75 JIEeT
C Toja yBOJbHEHHS paOOTHHMKA (B COOTBETCTBUM C llepeuHeM THUIMOBBIX YNPABICHUECKUX
JIOKYMEHTOB).

S. llopsiioK BbIIaYH JIUYHBIX /IeJ]1 BO BpEeMEHHOE M0JIb30BAHHE

5.1. Bpimaya nu4HBIX Ael (OTHAENBbHBIX JOKYMEHTOB B COCTAaBE JIMYHOTO Jiefia) BO
BPEMEHHOE MOJb30BaHUE MPOU3BOAUTCS ¢ paszpemienus 3aBenyromiero ['bJIOY no 3asBrnenuto
COTPYIHUKA.

5.2. Pabota (03HaKOMJIeHHE) C JUYHBIMH JCIaMH TiefAaroroB U corpyanukoB I'BIOY
IPOM3BOJIUTCA B KaOuHeTe 3aBenytouiero. B koHue pabouero aHS JA€IONPOU3BOAUTEIND
(mokyMeHTOBea) o0si3aHa YOEAUThCA B TOM, UYTO BCE JIMYHBIC JieJia, BhIJIAHHBIE BO BPEMEHHOE
M0JIb30BaHKE, BO3BPAIIEHBI HA MECTO XPAHEHUS U €CTh JIM HEOOXOAMMOCTD sl IPUHSATUS MEP K
MX BO3BPAILEHUIO I PO3BICKY.

5.3. U3psATHE OTHENBHBIX JNOKYMEHTOB W3 JINYHOTO JEJIa MPOU3BOAUTCA C PAa3pELICHUS
3aBenyroniero I'bJIOY ¢ odopmienueM cooTBercTByromIei 3anmucu B rpade «IIpumedanue»
BHyTpeHHEN omnucu. IIpy BpeMEHHOM HU3BATHUM JOKYMEHTa Ha €ro MecTo (MEXIy JIMCTaMHu
COCEIHMX JTOKYMEHTOB) BKJIQJBIBACTCSl CIIpaBKa-3aMECTUTENIb C YKa3aHHEM JaThl U MPUYUH
U3BITHS C TIOAMKCHIO JIMIA, BBIAABIIETO JOKYMEHT, U MOJIMUCHIO JIUIA, TTOJYYUBIIETO €ro BO
BPEMEHHOE I0JIb30BAHUE.

6. OpopMireHne JMYHBIX [€J1 IIepel cAa4Ye B apXuB

6.1. Odopmnenue JAMYHBIX Jed JJIA [epeJayd B apXuB  NPOU3BOAMTCS
nenonpousBoaureneMm (nokymenrosenoMm) ['BJIOY. Ora mpouenypa BKIIIOYAET: MOALIUBKY
(meperuier) jena; yTOYHEHHWE HYyMeEpalldd JUCTOB Jieja; COCTaBIICHUE JIMCTa-3aBEPUTEIS;
cocTaBjeHUE (YyTOUHEHHE) BHYTPEHHEH OMUCHU; BHECEHHE YTOUYHEHHM B PEKBU3HUTHI JIMIIEBOM
00JIOKKH Jiena.

6.2. JIuct-3aBeputenp Jeia AOKEH MOANKMCATh €ro COCTABHUTEINb, IPU 3TOM JAENIAEeTCs
pacimm@poBKa OJDKHOCTH W TOJINUCH, TPOCTaBJIsSeTCsS aara. B mpoliecce HCMOIb30BaHUS
ApXMBHBIX TOKYMEHTOB B JINCTE-3aBEPUTEIIE IETIAIOTCS COOTBETCTBYIOIIME OTMETKH. Ecin aeno
noAmuTo 0e3 JIMCTa-3aBEPUTENs, TO €r0 CIEAYET HAKIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKU
zena.

6.3. C nenpto o0ecrieueHnst COXPaHHOCTH JIMYHBIX JI€] PEKOMEHYeTCS:

— 0OBeIUHATh WHIWBHUAYaJIbHbIE JIMYHBIC JIeJa YBOJCHHBIX COTPYIHUKOB B OJIHY
00J10KKY (00BEMHEHHOE JIeJI0) C TAKUM PacueToM, 4ToObl 00beM jierna (Toma) He
npesbiman 250 nucToB (IyTeM CHIMBKM MaTepUajoB WHIWBHUAYAJbHBIX JEN IO
roJilaM yBOJIbHEHUS);

— pacrnoyiaraTh MaTepHasibl MHIMBUIYAJbHBIX Jell B Ipeaenax Jena (Toma) B
andaBuTHOM TOpsnKe (MOGaMUIBHO), OTAENSAS MaTepHalibl, OTHOCSIIUECS K
pPa3HBIM MHJWBHIYAIBHBIM JI€JIaM, YUCTHIM JINCTOM OyMaru ¢ yKka3aHueM Ha HeM
(dbaMuIMK, IMEHH U OTYECTBA COOTBETCTBYIOIIETO yBoJeHHOTo paboTHuka [ BIOY;

— cHa0XkaThb Kaxaoe OOBEIWHEHHOE Jeno (TOM) BHYTPEHHEH ONHChIO C
nepevrciaeHrueM (GpaMuiInii, IMEH U OTYECTB U YKAa3aHHEM HOMEPOB CTpPaHUII, B
npezenax KOTOPbIX PacioyIOKEHbI COOTBETCTBYIOIIUE JOKYMEHTHI.

6.4. Ilepenaya AMYHBIX 1€ B APXUB OCYLIECTBISAETCA HE IO3JIHEE TPEX JIET IOCIE
3aBepIIeHHs] MX B Jenonpous3BoAcTBe.  [IpeaBapuTenbHO  E€TONPOU3BOAUTEIIEM
(IOKYMEHTOBEIOM ) POBEPSETCS OJHOTA U MPABUILHOCTH MOATOTOBKH JIMUHBIX J€JI K ITepeaye.
BrisBieHHblE  NpU  TPOBEPKE  HEJOCTATKU  YCTPAHSIOTCS  JICJIONPOU3BOIUTEIEM
(IOKYMEHTOBEIOM).

6.5. Jlnunbie nena pabotaukoB 'B/IOY, 3akoHYeHHBIE AETOMPON3BOJICTBOM 110 | sTHBAps
2003 roga, xpansites 75 net, nocne 1 suBaps 2003 rona — 50 net. JIuunble nena 3aBeayrOnIero,
rnaBHoro oyxranrepa 'b/IOY uMeroT NoCTOSHHBIN CPOK XpaHEHUS.



7. OTBETCTBEHHOCTD

7.1. Tlemarorm wu cotpynaukd ['BJIOY 00s3aHBI CBOEBPEMEHHO MPEICTABISITH
JIEJOTPOU3BOIUTENO (JOKYMEHTOBEly) CBEACHUSI 00 M3MEHEHHWU B IMEPCOHAIbHBIX JAHHBIX,
BKJIFOYEHHBIX B COCTAB JINYHOTO JENA.

7.2. Pabotomarens obOecreuMBaeT: COXPAaHHOCTb JWUYHBIX Aen paboTHukoB ['BJIOVY;
KOH(UIEHIIMAIBHOCTh CBEJICHUH, COACPKAIINXCA B TUYHBIX JieJaX paOOTHUKOB.

8. IlpaBa paGoronaressi u padOTHHKA

8.1. lnsa obGecnieyeHust 3alUThl IEPCOHANBHBIX JAHHBIX, KOTOPHIE XPAHITCS B JIMYHBIX
nenax pabotaukoB ['BJIOY, cotpyauuku ['BJIOY umerot mpaBo:

— MOJYYUTh MOJIHYI0O MH(OPMALIMIO O CBOMX NEPCOHANBbHBIX JAHHBIX U 00paboTKe
ITUX JIaHHBIX;

— TOJY4YUTh CBOOOAHBIN JOCTYM K CBOMM IEPCOHAILHBIM JIaHHBIM;

— TOJIYYUTh KONUU JOKYMEHTOB, XpaHSIIHMECS B JUYHOM J€J€ M COJepKaliue
NIEPCOHAJIbHBIE JJAHHBIE;

— TpeOoBaTh UCKIIOUCHHUS WIIM UCIIPABICHUSI HEBEPHBIX U HEMOJIHBIX TEPCOHATBHBIX
JAHHBIX.

8.2. PabGoTonaTens nmMeeT mpaso:

— o0pabaTeiBaTh nepcoHanbHble naHHbie paboTHUKOB ['BJIOY, B TOM umcne u Ha
3JIEKTPOHHBIX HOCHUTEISX;
— 3ampocuTts oT pabotHukoB I'BJIOY Bcio HE0OX01uMYI0 HH(DOPMALIUIO 1J1s1 BEICHUS
JUYHBIX JIe] U 00paOOTKH MEPCOHATBHBIX JaHHBIX.
9. 3ak/II0YUTEIbHbIE IM0JI0KEHHUS

9.1. Hacrosmee IlonoxkeHue o mopsjake BEACHHUS JIMYHBIX /€71 PaOOTHUKOB SIBIISIETCS
JIOKaJIbHBIM HOPMATUBHBIM aKTOM, puHUMaeTcd Ha OomeM coOpanun padotHukos ['BJIOY u
yTBEpKIaeTcs (JTu60 BBOIUTCS B IeicTBHE) MpuKa3oM 3aBeaytomiero ['BJIOY.

9.2. Bce n3MeHeHus U JOTOIHEHMsI, BHOCUMBIE B HacToswee [Tonoxenue, opopmistorces
B IHUCBMEHHON (opMe B COOTBETCTBUHM JAECHCTBYIOIIMM 3aKOHOJATENbCTBOM Poccuiickoi
®denepanuu.

9.3. IlonoxxeHue o mopsiiKe BeAeHHs TUUHBIX ned padoTaukoB ['BJIOY npunumaercs Ha
HEOIpeIeTeHHbIN CpoK. M3meHeHus u gonosnHeHus K [10710)KeHUI0 MPUHUMAIOTCS B TOPSJIKE,
npeaycMoTpeHHoM 1.9.1. Hacrosimero [lonoxenust.

9.4. Tlocne npunsaTus IlonoxeHus: (UM U3MEHEHUHN U JOMOJIHEHUN OTJIEIbHBIX TYHKTOB
U pa3/ieNioB) B HOBOM pellaKIMK MPEAbIAYIIAs PelaKis aBTOMATUYECKH YTPAuYMBaEeT CUITY.

JOKYMEHT MOZMUCAH SMEKTPOHHOM MOAMNUCHIO

rOCYAAPCTBEHHOE BHODKETHOE JOLUKOJIbHOE OGPA30BATEJIbHOE 20.04.26 09:12 (MSK) Ceptudmkat 1D68891F9COC5403AF2F8FEEECAF179A
YYPEXXAEHUE OETCKUA CAQl N 79 KOMBMHUPOBAHHOIO BUAA

MPUMOPCKOIO PAMOHA CAHKT-METEPBYPIA, AracoHoBa AneBTiHa

BacunbeBHa, 3aBeaytoLmii




