MYHMITUIIAJIBHOE BIOJDKETHOE OBILIEOBPA30OBATEJIbHOE VUYPEXJIEHUE

«CPEJTHSAA OBII[EOBPA30BATEJIbHAS IKOJIA Ne21»

COTI'JIACOBAHO:

HpOTOKO.H IeCOBETa

or 31.08.2019 roga Ne 1

[MookKeHne 0 MOPsIAKe BeIeHN sl JIMIHBIX e pabOTHHKOB
1. O0mue moJoKeHns

1.1 HacTosimee moJIoKeHHe Ompe/IeseT TOpAI0K BeJICHUS JIMYHBIX JIETT T1Ie1aroros n
cotpyauukos B MBOY «COIINe21» (nastee — llxoira).

1.2. JInuanoe j1e10 paboTHHKA — COBOKYTTHOCTE JOKYMEHTOB HepCOHATBHOIO yUeTa,
COJIepKAIX CBEJICHUS 0 PaOOTHHUKE 1 €TO TPY/IOBOM J€ATETEHOCTH.

1.3. Tosto’)keHne pa3paboTaHO B COOTBETCTBHH € TK, ®eepaibHBIM 3aKOHOM OT 27.07.2006
Ne 152 «O nepcoHaIbHBIX JIaHHBIXY, MeToHuecKHMHI pekoMeHtanusamu Pocapxusa, VYkazom
[pesunenta ot 30.05.2005 No 609 «O6 yrBepxeHun [lonoxkenns o mepcoHalbHEIX JTaHHBIX
rOCyapCTBEHHOTO CITYKaIlero Poccuiickoii Meiepanuy ¥ BeICHUH €ro JIATHOTO Aeiay,
KOJUTEKTHBHBIM JOTOBOPOM ¥ ycTaBoM LIIKoIbI.

2. ®opmMupoBaHue JTHYHbIX 1€ paboTHHKOB

2.1. dopMupoBaHHE JIMYHOTO JIeT1a paGoOTHHKA IPOM3BOJIUTCS CEKPETAPEM HE TO3/HEE TATH
paboumX JIHEH CO JHS 3aKIF0UCHHUA TPYNOBOTO JIOTOBOpPA U TOJIBKO MOCTIE MOy ICHUA OT paboTHHKA
coracusi Ha 00paboTKy ero MepcoHaNbHBIX JTaHHBIX.

2.2. Ilpu mOCTYTIJICHNU Ha paboTy COTPYIHUK ITPEIOCTABIACT (TTpY HATUYHUH):
— [AcMOPT UM MHOM JOKYMEHT, YI0CTOBEPSIOLIAIA THYHOCTD;

— aBTOOMOrpaduIO;

_ 3agBlIEHKE O IIpHeMe Ha padoTy;

— JIOKYMEHT, KOTOPBIH MOATBEPK/IACT PETUCTPALALO B cHCTEME MHIMBULYaJIbHOTO
NepcOHMGUIMPOBAHHOrO YUeTa, B TOM HHCIIC B (opme 3IEKTPOHHOTO TOKYMEHTa, 1100 CTPAXoBOC
CBUJICTEITHCTBO TOCYIAPCTBEHHOTO MEHCHOHHOTO CTPaXOBAHMA, 38 UCKJTIOUEHUEM CITy4aeB, KOraa



TPy10BOi I0rOBOP 3aK/II0UACTCS BICPBIC: o
— pneHTHHUKAIMOHHBII HOMEP HANOTOILIATE/bIIIKA;
_ JIOKYMEHT BOMHCKOTO yueTa (JU1s BOEHHOOOSM3aHHBIX JIMLL);
— JIOKyMEHT 00 00pa3oBaHuH;
— aTTeCTAIlMOHHBIN JIUCT;
— CIIPaBKY O HAITMYHH (OTCYTCTBHH) CY/ITMOCTH (vui) dakTa yroJoBHOTO MPECTIe0BAHHA;
— TPY/IOBYIO KHIKKY;
— MEJIMLMHCKYIO KHHIKKY:
— CBUJICTEJILCTBO O Opake;
— CBUJIETEJIHCTBO O POXKIEHUH JICTCH.
2.3. Paboroaaresis opopmiisier:
— nuaHyro Kaprouky Ne T-2:
— 1IpHKa3 O IpHeMe Ha padoTy (0 IepeMeIIeHrH Ha JIPYTUe JIOJDKHOCTH);
— TPYJOBO#i J0TOBOP B ABYX SK3EMILIAPAX;
— JOJDKHOCTHYIO HHCTPYKIHIO.
2.4. Tleppuunoe 0pOpMIICHHUE TMYHOTO J1€]1a npe/lycMaTpUBacT:

a) IPUCBOEHHE JIMYHOMY JIeTy HOMEPA COTJIACHO KypHATY ydeTa JIMIHBIX JIET (pUIIOKEHHE
No 1);

6) mpOCTaBIICHHE HA OOJI0KKE JINYHOTO J1C]1a (npunoskenue Ne 2) ceyrouX peKBU3UTOB:
MHEKC Jena (B COOTBETCTBUH C HOMEHK/IATYPOH J1eJ1 LIKOJIbI); [OTHOE HAUMCHOBAHHE LITKOJIBI;
HOMEp JHYHOrO Jena; GpaMuiIus uMs 0THECTBO paboTHUKA B MMEHUTEIBHOM MAJEKE; JaThl — roJ
Hayasa ¥ oJl OKOHYAHMS BEJCHHS Jiefia; KOIMYECTBO JIMCTOB, CPOK XpaHEHHUS ;

B) MIOMEIICHAE JIOKYMCHTOB, MOUICHKAIIMX XPaHEHHIO B COCTABE JIMUHBIX 1], B
XPOHOJIOTUYECKOM HOPSIKE:

— BHYTPEHHSISl ONUChH JIOKYMCHTOB J1¢/1a (npunoxxenne Ne 3);
_ IMCT ¢ OTMETKaMHu 00 03HAKOMJICHHH pabOTHHKA C JIMYHBIM JIC/IOM (mpunoxenue Ne 4);

_ JTHCT ¢ OTMETKAMHU O PE3yIbTaTaX eXKeroIHOH MPOBEPKH COCTOSIHHS JIMYHOTO Jeja
(mpunoxenue Ne 5);

_ JTWYHBIN JIMCTOK 110 YUeTy KaJIpoB WJIM aHKETa (mpunosxerust Ne 6 1 Ne 7);

— aBToOmorpadus;



— 3asBJIEHUE O IPHEME Ha paboTy;
— [IpUKa3 0 IpUeMeE Ha pabory;

— JIOJDKHOCTHAsI HHCTPYKLMS;

— TPY/10BO#M JI0rOBOP;

— JIOTOBOP O MOJTHOHM MaTepHAIbHOM OTBETCTBEHHOCTH (ecrit pabOTHUK — MaTEpUAITBHO
OTBETCTBEHHOE JIULO);

— XapaKTCpUCTUKH U PEKOMEHIaTEeJIbHBIC ITUChbMaA;
— corjlacue Ha o6pa60T1<y EPCOHATBHBIX JaHHBIX.
2.5. JIuctel JIOKYMEHTOB, IOMEUICHHbBIX B JIMYHOE J1€J10, ITOAJIeKAT HyMEpalluu.

2.6. JIOKyMEHTbI IOMEMIAOTCS B MAINKY-CKOPOCIINBATE]Ib. [Ipu yBoJIbHEHUH PaOOTHHUKA
NPOLIMBAIOTCS HUTKAMH U C/IAl0TCA B apXUB.

2.7. BHyTpeHHss OMUCh JOKYMEHTOB, MMEICIIUXCA B JIMUHOM JeJie, I0IDKHA COACPHKATE
CBEIEHHUS O OPSIKOBBIX HOMEPAX, HAUMEHOBAHUSX JOKYMECHTOB JIe/1a, KOMMICCTBE JIMCTOB, JaTax
BKJTIOUEHHMS JIOKYMEHTOB B JIMYHOE JI€J10 M U3bATHs U3 11, & TAIOKE KeM H3BAT JIOKYMEHT 1 11O
KaKO# IpUYHHE.

2.8. BHyTpeHHSIsl OKCh COCTABJIACTCS HA OTAEILHOM JIMCTE 110 yCTAQHOBJICHHOH opme.
JIvcThl BHYTPEHHEW OIUCH HYMEPYIOTCS OTAEIBHO.

2.9. IIpu noAroTOBKE JMYHBIX JIeJI K Iepe/iaue Ha XPAaHCHUE K BHYTPEHHEH OIUCH
COCTABIISIETCS. HTOTOBAs 3alliCh, B KOTOPOH yKa3blBaeTcs iudpamu U NPONUCHIO KOTHIECTBO
BKJIFOUYEHHBIX B HEE JJOKYMEHTOB U KOJIMYECTBO JIUCTOB JC/Ia.

3. Beaenue JJMYHBIX 1€ pA0OTHHKOB

3.1. JIudHOE /€710 BEASTCS B TEYEHHE BCEro Meproia paboThl KaXKI0ro nejarora u
corpyauuka IIxosbr.

3.2. JlanpHeliee BEJACHNE JIMYHOTO JIe1a paboTHHKA Ipe/lyCMaTpUBACT NOMELICHHE B 1CJI0
JIOKYMEHTOB, 00pa3yroIuxcs B nmpornecce paboueil IesTeIbHOCTH ¥ MMEIOLIMX 3HAYCHHE U1
TPYAOBBIX OTHOIICHHUM:

— JIOMIOJTHEHHE K JIMYHOMY JIUCTKY IO YUETY KaJIpOB;

— JIONIOJTHUTEbHBIE COTJIAILEHHS K TPYJA0BOMY JIOTOBOPY:

— KOTIMH MIPUKA30B IO IMYHOMY COCTaBY, KOTOPBIE KacatoTcs paboTHHUKA;
— OT3BIBBI JIOJDKHOCTHBIX JIUI] O PaDOTHHUKE;,

— KOIHH JJOKYMEHTOB O TIOBBIIICHNY KBATH(UKALNH;

— KOnuH cepTU(UKaTOB, rPaMoT;



— JIACT — 3aBCPUTEJIb €j1a (COCTaBHH}OT IIpu ¢a4e JJUYHOI'O /ejia B apan);
— UHBIC JOKYMCHTBI.

3.3. B 1nuHble e/1a He MOMEIIAI0TCS TOKYMEHTbI, HMEIOLINE BTOPOCTENIEHHOE 3HAYCHUE 1
CpOK XpaHeHus MeHee 10 JieT BKIounTeNbHO. Takne JOKyMEHTBI XpaHATCs B OTAEIBHOM Hapsae Ne
4-09 «/lokyMeHTbI, He BOLIEIIINE B COCTAB JIMYHBIX JIET.

3.4. B xoHLe KaneHaapHOro roja u He no3axee 30 nexabps Bee paboTHUKH [ITK0BI
IPOXOJIAT 03HAKOMIICHHE C JIMYHBIMU JiejaMu. OO0 3TOM Jie/1aeTes OTMETKA B JINCTE 03HAKOMIICHHS
pabOTHHUKA C JTMYHBIM JICTIOM.

3.5. O3HaKOMJICHHE € JIEJIOM MPOUCXOJIUT HCKIFOUHTENbHO B KAOUHETE CEKPETapsi U B €ro
INPUCYTCTBHUHM. 3anpeuiacTcst BLIHOC Jiesia U3 KaOuHeTa.

3.6. Bblaaya Konui 10KyMEHTOB M3 JINYHOTO JeJ1a POM3BOIUTCS 110 JIMYHOMY 3asIBICHHIO
pabOTHHMKA M C pa3pelenus aupekTopa. Komuu 10KyMEHTOB J0JDKHbI ObITh 3aBEPEHBI H
IPE0CTaBIEHbl PAOOTHUKY B T€YEHHUE TPEX JHEH CO JIHS [10/1a4H 3asBJICHMUS.

3.7. VI3bsiTHE OTAEIBHBIX TOKYMEHTOB M3 JIMYHOTO JieJ1a POU3BOMTCS C Pa3peleHUs
aupekropa [kosel ¢ opopmiienrem cooTBercTBYOIIEH 3anucy B rpade «IIpumedanue»
BHYTpEHHe onucH. [Ipy BpeMEHHOM H3bATUH TOKYMEHTA Ha €0 MeCTO (MEX/1y JTUCTAMU COCE/HHUX
JIOKYMEHTOB) BKJIa/IbIBA€TCSl CIIPABKa-3aMECTHTEIIb C YKA3aHUEM JaThl M IPHYUH U3BATHS C
HOJMHUCBIO JIMIA, BBIJABLICTO JIOKYMEHT, ¥ IOANUCHIO JIMIA, IOJTYyYUBIIETO €ro BO BPEMEHHOE
I10JIb30BaHUE.

3.8. B nensax obecneyenns KOHTPOJISE 32 COXPAHHOCTBIO M AKTYalbHOCTBIO JTHYHBIX JIe/] B
Ixoze exeroaHo (He nosauee | kBapTana roja, CaeIyOLIEro 3a OTYETHBIM) IPOU3BOUTCS
[IPOBEPKA UX HAJTMYMS U COCTOSIHHS.

3.9. Exeroiny1o npoBepKy COCTOSHUSI JIMYHbIX JIE] Ha IIPEIMET COXPAHHOCTH BKIIOYEHHBIX
B HEr'0 JIOKYMEHTOB IIPOBOJUT CIICHHAIBHO cO3aHHasi KomuccHs. O HPOBEICHHBIX MPOBEPKAX
JIC/IaeTCsl OTMETKA B JIUCTE O Pe3y/IbTaTax €KEroJHONW MPOBEPKH COCTOSIHHUS M HAJTUYUS JTMYHOTO
nena (npunoxenne Ne 5) u cocraBisiercst akT. Pe3ynbTaTsl IpoBepKH JTMUHBIX JIEJT B 00S3aTEIEHOM
MOpsIJIKE A0BOAATCS 10 upekTopa [Ikossr.

4. XpaHenue H y4eT JIMYHBIX /1eJ1 pAOOTHHKOB

4.1 XpaHeHue 1 y4eT JIMUHBIX J€]I [1€aroroB 1 cotpyauukoB LKobl opranusyoTcs ¢
LIeJIbE0 OBICTPOro MOMCKA JIMYHBIX /171, 00CCHeYCH S MX COXPAHHOCTH ¥ KOH(UICHIINATIBHOCTH
CBEJICHUM, COZCPKAIIMXCS B IOKYMEHTAX JIMYHBIX JIeJT, OT HECAHKIIMOHMPOBAHHOTO JIOCTYTIA.

4.2. Jluunble siena pabOTHUKOB, J0JKHOCTHbIE HHCTPYKIMH XPAHATCS y CEKpeTapsi B
CHeHAIbHOM METAUTNYECKOM celide. JInunple KapTouky 1o yauduuuposannoi Gopme Ne T-2
XPaHATCS OTACIBHO.

4.3. Tpya0BbIE KHHKKH, MEJMIIMHCKHE KHIKKH XpaHsTCs B cefie nupextopa I11KkossL.

4.4. Jloctyn K IMYHBIM JieiaM paGOTHHKOB HMEIOT TOJILKO CeKpeTaph 1 upektop 111Kkossl



160 3aMECTUTENIN JUPEKTOPa MPU UCIIOTHCHUHI obssannoctei mupexropa IKossl.
4.5. CucTeMaTH3aius JHYHbIX J1e]1 PaOOTHUKOB NPOU3BOAUTCA B angaBUTHOM IOPSJIKE.
5. OopmIenne JTHIHBIX e PAOOTHHKOB Mepe/t caayeil B apXuB

5.1. OopmiieHHE JTMYHBIX JICJT IS NIEpe/iain B apX1B npousBomTest cekperapeM IHKobL.
Dta nmpoleaypa BKIIOYaeT:

— MOIIIUBKY (TMEperuieT) aena;

— YTOYHEHHEe HyMEpalUH JIMCTOB JIe71a;

_ cocTaBJieHHMe JmcTa-3aBeputens (npunoxenue Ne 8);

_ cocTapieHue (YTOUHEHHE) BHYTPEHHEH OIUCH;

— BHECEHHME YTOUHEHHI B PEKBU3HTBI JIULICBOH 00JI0KKH €.

5.2. Jluct — 3aBCpHUTE]Ib ALCIa JTOJIKEH moAnucarh ero COCTABHUTEJIb, IIPHA OTOM JeJacTCA
pacum(prBKa JOJDKHOCTH M IIOAIIMCH, IPOCTaBJIACTCA Jarta. B npouecce MCII0J1b30BAaHUs apXHUBHBIX
JOKYMEHTOB B JILCTE-3aBEPUTEIIC JIEJIAI0TCS COOTBETCTBYIOIIHC OTMETKH.

Ec/u J1e710 MOALINTO 6€3 IMCTa-3aBEPUTENsL, TO €T0 CIIE/yCeT HAKICUTD Ha BHYTPEHHIOIO
CTOpOHY 00JI0XKKH JieJa.

5.3. C 11eTbIo 06eceueH s COXPAaHHOCTH JIMYHBIX J1€J1 PEKOMEHLY €TCsL:
 0GbeIMHATH WHAXBHAYATbHBIC JTHUHBIE JIENIA YBOJICHHBIX COTPYIHUKOB B OZIHY

06JI0KKY (0OBENHEHHOE JIENO) C TAKUM PacieToM, qT00BI 00BEM JIeTa (ToMa) HE TTPEeBBIIAT
250 nueTOB (ITyTEM CLIMBKM MaTEPHAOB MHAWBHYalbHBIX JIE/ 1O ro/laM YBOJIbHEHHMS);

— pacriosiaraTh MaTepHasbl HHANBAIYAIBHBIX JIEJT B TIPEACTIAx nena (Toma) B aipaBUTHOM
nopsiike (ToGpamMHIIBHO), OTAEISS MaTepHaibl, OTHOCAIIHECH K pa3HBIM HHIMBU/YaIbHBIM JIETIaM,
YHCTBIM JIHCTOM OYMart ¢ yKasaHueM Ha HeM (paMUIIMu, IMCHH 1 OTHECTBA COOTBETCTBYIOIIETO
YBOJICHHOTO COTPY/THUKA;

_ cHAGKATH KAXI0€ 00BbEAMHEHHOE 1€NI0 (TOM) BHYTPEHHEH OMHUCBIO € NIEPETUC/ICHICM
aMuIHii, IMEH W OTUECTB M yKa3aHNEM HOMEPOB CTPAHHLL, B rpe/enax KOTOPBIX PACIOOKEHbI
COOTBETCTBYIOIINE JJOKYMEHTBI.

5.4. Tlepeaaua TMUHBIX JIEN B @DXMB OCYIICCTBIISICTCA HE TIO3AHEC TpeX JIeT Mmocie
3aBepIIEHUs UX B JIEIONPOM3BOJICTBE B COOTBETCTBIH € rpaduxom. [TpeiBapuTeIbHO CEKPETAPEM
[POBEPSETCS MOJTHOTA M NPABU/ILHOCTb MOATOTOBKHA JIMHDIX eI K nepejiade. BpisBICHHbIE P
MPOBEPKE HEAOCTATKU YCTPAHAIOTCS CCKPETAPEM. Tlepenaya 1 mpUeM MPOU3BOAATCS 110 OMHUCH €
[IPOCTAHOBKO} OTMETOK O HAJTMYMH JMYHBIX JCII.

5.5. JInunble Je/1a pabOTHUKOB, 3aKOHYEHHBIC J1€JI0NPOU3BO/CTBOM 10 1 suBaps 2003 roa,
xpansites 75 net, nocie 1 sipaps 2003 roxa — 50 ner. JInuHble Aesa TMPEKTOPA, TJ1aBHOTO
oyxranrepa l1Ikosbl UIMEIOT MOCTOSIHHBIM CPOK XpaHEHUS.



6. OTBeTCTBEHHOCTH paboToaare/is H padOTHHKA

‘

6.1. [leparoru u corpyanuku [1Ikoabl 00sA3aHbl CBOCBPEMEHHO NPE/ICTABIATL CBE/ICHIA 00
M3MEHEHHH CBOUX MEPCOHAJIbHBIX JIAHHBIX, BKIFOYECHHBIX B COCTaB JINYHOTO JIC/1A.

6.2. PaGotomarenb 00ecneunBacT:

— COXPAHHOCTH JINYHBIX J1e]1 pA0OTHHKOB;

— KOH(UAEHIMATBHOCTb CBEJCHUM), COACPKAILMXCS B JIMTHBIX JIC/1aX pabOTHUKOB.
7. llpaBa paboroaareisi u paboTHHKA

7.1. Tlenaroru u cotpyaHuky 1Kol HMEIOT TIPABO:

— moyyath HoJHyo nHdopmanuio 06 00padoTke CBOMX MEPCOHANBHBIX TAHHBIX;
— T10J1y4aTh JOCTYII K CBOMM [EPCOHAIBHBIM JIAHHBIM;

— [10JTy4aTh KOTHH JJOKYMEHTOB, XPaHSILUXCs B JIAYHOM JieJIe;

= TpC60BaTI> UCKJIIOUEHHUS UJIU UCTIPABJICHUS HEBECPHBIX M HCITOJIHBIX (VICKH)KGHHLIX) CBOUX
EPCOHAIbHBIX JaHHBIX.

7.2. Paboronaresib UMEET MPABO:

— 0b6pabarsiBaTh IEPCOHATBLHBIC TAHHBIE pabOTHUKOB, B TOM YMCJIE M HA SJIEKTPOHHBIX
HOCHUTEJISIX;

— 3ampalMBaTh OT pabOTHUKOB HH(OPMAIHIO, HeOOX0UMYIO JIUIsl BEICHUS JIMYHBIX eI U
00paboOTKH TIEPCOHANBHBIX JIAHHBIX.



