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IIOJIOT(EHIIE
o [opsAKe BeAeHr{fl JrrrrrHbrx AeJr rreAafofoB rI coTpyAHrIKoB' MEAOy <<[ercrclrfr caA J\b 4 r:, Bec.nana>>



1 .OBIIII4E IIOJIOXEHI',If

1.1 Hacrosqee floloxeHl,Ie O[peAeJIteT [OptAoK BeAeHI'Ifl JIHqHbIX Aen [eAafoloB ]I COTpyAHI'IKOB

o6paeonateJlbHoro YqPexAeHlIt;
1.2 flonoxeuue paspa6oraHo B coorBercrBl'Ill c:

o Yxagou ilpesrogeHta Poccufrcxofi (De4epaqult or 30'05'2005 r' J\lb 609 < 06 yrnepxAeHl{I'I

floloxenufl o nepcoHaJlbHblx AaHHbIx rocyAapcTBeHHoro cnyxaqero Poccuficrofi (De4epaquu

I4 BeAeHpIn ero JII',IqHoro AenD;
o Tpy4onblM KoAeKcorr'r P(D;

o KouerrIlBHbIMAoroBoPoM;
o YcrasoN,I MEAOy <[ercrufi ca.q Ns 4 r' Eeclana>

1.3 BeAesue Jrr4rrHbrx Aen [eAaroloB kr )oTpyAHlIKOB AeTcKoro ca4a Bo3Jlaraercfl Ha

AenonpoI43BOAI4Tent.
z.norrAoKoOPMI4POBAHI4,IJII4IIHbIXAEnCoTPyro{I4I(oB

2.1 @oprr,rraponaHl,Ie JIurIHoro AeJIa 11eAa1.oroB I4 CoTpyAHlIKoB npolr3BoAl4Tcfl HenocpeACTBeHHo

IIocJIeIIpI,IeMaBAoIxKoJIbHoeyqpeXAeHI,IeHnI4nepeBoAa[IeAaroroBucoTpyAHI,IKoBI,I3Apyrorc
o6pasonareJlbHoro YqPexAeHIlt'
2.2. B cooreercrBtrr{ C HOpMaT}IBHrIMII AOKytt[eHTaMI',I B JII4qHbIe Aena neAaIoIoB I4 COTpyAHLtKoB

AOIIIKOJIbHoTo yrpexAeHut BKJIaAbIBaIoTcf cneAyloq[e AOI(yMeIrrbI:

o TurylrHsIfi ruacr

o IIu\Has KaproqKa J..|b T-2;
o 3aqsreHl4e o npueMe na Pa6otY;
o Cnpaexa o HaJII{qnu (otcyrcmnu) cy4urvrocrr'r n (ruu) Qarm yronoBHoro flpecneAoBagvfl

na6oonpeKpauIeHLILIyronoBHofonpecJIeAoBaHI{tnopea6ranuTl'IpyloullMOCHOBaHI'Lf,MLI3
OBA;
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Anro6raorpa[us;
3assreHrae o corJracr4r,r Ha o6pa6orKy nepcoHaJrbHbrx AaHHbrx pa6oruura;

KouusnacnopraIIJIHllHoroAoKyMeHra'yAocroBepflIolqeroJII4qHocrb;
Konus crpaxoBoro cBI'IAereJIbcrBa [eHclloHHoro crpaxoBaHl'Is ;

Konuqu4enru([uraquoHHoroHoMepaHanoronJrarenblrll'IKa;
Konun AoKyMeHTon o6 o6pasoBaHI'II4;

Konun AoKyMeHTon o xnalutf ilKAIf,IuIIJII'I HiuIlIqI4u CneqnanbHblx 3HaHnft (npn naluunu);

Konun AoKyMeHTo" "o"ta*oio 
yqera (4nn noeuuoo6'sgaHHstx nuq);

Konus cBl,IAereJlbcrna 6 6paxe (npu nanuvran);

Konnx cBI,IAereJIbcrBa o poxAesuw Aereit (npra nannunra);

[orcyrr,rent o MeAuIrlIHcKoM ocBl'IAererbcrBoBauvu;

XaparrepracruKfi' peKoMeHAareJIbHbIe nLIcbMa (npra nannuun) ;

Konna AoKyMeHToB o HarpaxAeHI'Iu (npr'r nanu'ruu);

Konuu atrecralruoHHslx JII4croB (npn Hannuuu) ;

flprarar o rPLIeMe na Pa6orY;

Aolxnocrnu" """tpyo$ar 
(AOnxnocTHbIe I,IHCTpyKIII4II c MOMeHTa Ha3HaqeHl[fl Ha Bce

4olxHocru);
Tpy,qoeofi AOroBop (C nOcne4yIOqI,IM BKJIIO IeHI',IeM AOnonH[TeJIbHbIx couauresufi r

rpyAoBoMy 4oronopy);
Tpy.uonar ruruxxa(ronur)
3arsreuue o nepeBoAe Ha uHylo AonxHocrb (npr'r nannuran);

o

a



o flpuxas o nepeBoAe Ha r,rHyro AonxHocTb (npu na-nra'rnn).

o MeAuquHcKYIo rHuxxY(ronm).

o Tutylsnrrfi ruacr; I

o JIu.IHaq KaproqKa Ib T-2;
o 3aqereHneo npueMe napa6orY;
o Konnro nacnopTa r,rJrr,r r,rHoro AoKyMeHTa, yAocToBeptrculelo JII'IqHocTb;

o Konurc cTp,xoBoro cBr,rAeTeJrbcTBa IIeHcI{oHHOrO CTptxoBaHI',It;

o Konurc u4enrutluxaqproHHoro HOMepa HaJIofolJIaTenbIIII',IKa;

o Tpy4oryo KHIIxKY;

o Konuu AOKyMSHTOB BOT,THCKOTO yrleTa (AJ1q eoeuuoo6sgaHsstx nuq);

o Konuto cBl,IAerenbcrBa o 6PaKe;

o Konuro cBI'IAereJIbcrBa o poxAeuuu geteit;

. MeAuquHcKoe ocBl4AerenbcrBoBaHl'Ie'

o MeAuuuHcKYro xnuxxY(xonnr);
o Konzn AoKyMeHTon o6 o6PasoBanw4;

o Tpy4onoft 4Oronop (C nocneAyrcIql'IM BKJIIoqeHLIeM AoIIoJIHUTeJIbHbIx

rpyAoBoMy 4oronopy);
o CnpasKa o HaJrr,rrrr4r4 (orcyrcrnuu) cyArarvrocru n (rlnu) Qarra yronoBHoro

nr6o o npeKparrleHr,ru yroJroB'oro rpecneAoBaHl,It no pea6uluTl'pyrc'ul.M

OBA
o KonuuAonxHocrHblxI'IHcrpyKlrnfi.

Pa6oro.uarem odootruqer:
o rpyAoBofi 40ronop B AByx grceMnntpoB;

o [pr,rKa3 o nppreMe Ha pa6ory (o neperr,rerueHl,Iu Ha Apyfue ,qonxuocru);

. rHqHyIo KaprorrKy NsT-2;

. AOJIXHOCTHyT uHCTpyKIII4IO B AByx grceMflntpax;

Pa6ororarelr gsaxoultt :

o c HopMaTLIBHO - IIpaBoBbIMI'I AOKyMeHTaMI',I AOIIIKOJIEHO|o yl{pexAeHl4t;

o c AoJlxHocuroft rauctPYrquefi;
o c xypHanoM pefI4cTpaIII4I4 TpyAoBFrX AOTOBOpOB noA pocnucb;

. npoBOAI,IT neo4urtfi I4HcTpyI$ax' I4HcTpyICax no oxpaHe TpyAa, I4HcTpyKTax no

nporl{BonoxaPuofi 6eeonacHo cru

2.3 C qenblo o6ecne'IeHl'Is saAlexaqefi coxpaHHocTl4 JII4r{H6IO Aena neAaroroB r4

corpyAHr.rKon u yAo6crna n o6parueHl.Iu c HuM npI'I (foptvtupoeaHl4l4 AoKyMeHTbI

noMeulaloTcfl B oTAenbHylo [anKy. Jlnuuouy Aeny rtpllcBavnaeTcfl yreruufi HoMep I'I 3aBoAI{Tct

KHI,Ira rleTa JII,IqHbIX AeJI.

3. TIOP'AOK BEAEHI4TI nI4qHbIX ren
TIEAA|O| oB 14 COTPyAHI'IKOB.

3.1 Jluqnoe Aeno neAaro1oB I,I coTpyAHIrKoB AOy BeAeTcfl B Ter{eHI'Ie Bcero nepuoAa pa6oTLI

couaruenuil K

npecneAoBaHut
OCHOBAHI,I'M 143



r@xAoro neAarora H coTpyAHr,rKa.

3.2 Begeyue Jrr4qHoro Aena npeAycMarpnBaer:
o floueuleHue AoKyr{errroB, rroAnexarrlrix xpaHeH}rro B COCTABE JII,IIIHbIX AEN, B

xpoHonorlrqecKoM nopqAKe;
o ExeroAHylo npoBepKy cocrotHl.It JrnrrHoro Aena neAaroroB rn corpyAHr4KoB Ha npeAMer

coxpaHHocTI'I BKTIOqeHHFIX B HerO AOTCyMeHToB H CBOeBpeMeHHOe 3anonHeHr,re.

4. TIOP'AOK yrrETA 14 XPAHEHI4TI il4lIHbIX AEn
TIEAA| O|OB I4 COTPyAI{r,IKOB

4.1 Xpauenue u yqer JII,IqHEIx Aen neAaroroB rr corpyAHr4xon IOV opraHr.r3yrcTcfl, c rlen6ro
buctporo u 6esoun6oqHoro novcKa rI4rrHLIX 4el, o6ecneqeHl,Ifl r4x coxpaHHocrl,I, a rarcI(e
o6ecneqeszr ron([u4eHIII,IaJIbHocrH cBeAeHufi, co4epxarquxcf, B AoKyMeHTax rr,rrrH6rx AeJr, or
HecaHKrIr4OHLrpOBaHHOfO AOCTyna:
JlraqHrre Aena corpyAHr,rKoB xpaHrrcfl rroA 3aMKoM.
4.2. locryn K JII'I.IH'IM AenaM ueAaroroB r,r corpyAHr,rKoB uMeror roJrbKo Aeno[por43BoAr,rreJrL,
3aBeAyrcrqufi u crapunfi eocnurarem.
4.3.Jluquue Aena neAal'oroB [I corpyAHHKoB, r,rMeroq[x rocyAapcrBeHHLre 3BaHufl, npeMr4r,r,
HalpaAbl' yqeHble CT9II€HI'I n3BaHvIs, xpaIUITC.lI nOcTOtHHO, a OCTaJIbHbIx CoTpyAHLrKoB - 75 rct c
roAa yBonLHeHux pa6oruuxa (n coorBercrBur.r c flepeuueu rrdnoBbrx ylpaBneHqecKr.rx
AoKyN{eHToB, yrBepxAeHHbrM Pocapxnnorr,r 6 orrr6pr 2000 roga)

5. OTBETCTBEHHOCTb
5.1 flelaroru tI corpyAHttxl,t o6ssaHLI cBoeBpeMeHHo npeAcraBJrflTb pyxoBoAureJrro cne4eunr o6
I,I3MEHEHI,II B IEPCOHANLHbIX AAHHbIX, BKJIK)qEHHbIX B COCTAB JII,ITIHOTO AEJIA.
5.2 Pa6oroaareJrb o6ecne.rnsaer:
coxpaHHocTb rr,rrrHbrx.(en neAarofoB r,r corpyAHlrKoB AOIuKOIbHOTO yqpexAeHr4q;
ron([n4enquaJlbHocrb cne4ennft, coAepxarquxcr B Jrr{rrHhrx Aenax neAaroroB r,r corpyrHr,rKoB.

6. IIPABA
6.1. ltn o6ecneqenrlt 3aIrII,ITbI nepcoHanbHlrx AaHHbrx, Koropbre xparurrcr B Jrr.rqHbrx Aenax
reAaroroB rI corpyAHlrKoB, rreAarorn u corpyAHt4Kr,r l{EAOy <,{ercrufi ca4 J\b 4 n Eeclasa>
rrMeroT npaBo:

o flory'rntr [onHylo ran([oprr,raqnlo o cBor4x [epcoHanLHhrx AaHHbrx u o6pa6orKe gTr{x
AaHHhrx;

o florrrurr cno6o4nrrfi 4ocryn K cBor4M rrepcoHanbHhrM AaHHbrM;o flolyqurb Korluu, xpaHtlquecq B rHqHoM Aene kr coAepxarqve flepcoHanbHbre AaHH6re.o Tpe6onarr IrcKJIIoqeHI,It krJra LrcnpaBneHr4rl HeBepHbIx r4JII4 HenonHbrx nepcoHaJlbH6lx
,IIAHHEIX.

6.2. Pa6oroAarenb rMeer npaBo:
o O6pa6arHsarr nepcoHanbHble AaHHbre neAaroroB r{ corpyAHrlKoB, B ToM ttr4cre v Ha

gneKTpoHHbIX HO Cr4TeJrrx;
o 3anpocl'ITb or reAaroroB H corpyAHHKoB Bcro ueo6xogurr,ryro uu([oprvraqlrrc.


