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HOJIOKEHHUE
0 Be/IecHUH JIMYHBIX JIeJI pa00THUKOB
YacTHOro 0011€00PA30BATEIBHOI0 YUPEKICHUA
«IkoJ/1a KOMIVIEKCHOI'0 Pa3BUTHUA JIeTell U MOAPOCTKOB C 3JIeMEHTAMU
yriiy0JIeHHOr0 u3ydyeHust HayK u TexHoJioruii um. M. K. TenunmeBoin»

1. O61mue moJ10xKeHU

1.1 Hacrosimee mnosnokeHue ompenensieT MOPSAAOK BEACHMS JUYHBIX JIed IMEJaroroB U
corpyaHukoB B YOV «lllkosa KOMIUJIEKCHOTO pa3BUTHUS JI€TEH M MOJPOCTKOB C AJIEMEHTaMU
yriyOIeHHOro u3ydeHus Hayk u TexHonoruid uM. M. K. TenumeBoii» (nanee — OVY).

1.2. JluuHoe neno pabOTHHKA — COBOKYNHOCTH JIOKYMEHTOB IEPCOHAIBHOIO Y4YeTa,
COJIeprKalINX CBEJCHHS O PAOOTHHUKE U €T0 TPYAOBOH JEATEIbHOCTH.

1.3. Tlonmoxkenmne paszpaborano B coorBercTBHM ¢ TK, ®denepaibHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHalIbHBIX JAHHBIX», MeToan4eckumMu pekoMeHaanusmu Pocapxusa,
VYxazom [Ipesunenta ot 30.05.2005 Ne 609 «O6 yrBepxkaenuu IlonokeHUss 0 mMepcoOHATBHBIX
JIaHHBIX TOCYJIapCTBEHHOTO cityx)aniero Poccuiickoit @enepannu U BEACHUH €r0 JUYHOTO Jeay,
KOJUIEKTUBHBIM JTIoroBopoM u ycrtaBoM UYOY «lllkona KOMIUIEKCHOIO pa3BUTHS JeTell u
MOJAPOCTKOB C DdJEMEHTAMU YIIIYOJICHHOTO H3Yy4eHHs HayK U TexHosoruii um. M. K.
TenueBon».

2. ®opMupOBaHHE JIMYHBIX €]l pA0OTHUKOB

2.1. ®opmupoBaHHe JTUYHOTO Jeia padOTHHUKA MPOU3BOJAUTCS aIMUHUCTPATOPOM HE
MO3/1HEE MATH pabovuX JTHEH CO JHS 3aKJII0OUEHHS TPYIOBOIO 0I0OBOpa U TOJIBKO MOCIIe
MOJIyuyeHus: OT pabOTHHKA cOrylacusi Ha 00pabOTKy €ro NepCOHANbHbIX JaHHbIX.

2.2. IIpu nocTyrieHnu Ha paboTy COTPYJHHK MPEAOCTABIAET (IPU HATTMYUH):

— MacnopT WX UHOM TOKYMEHT, yIOCTOBEPSIOLINI TNYHOCTb;

— aBToOHorpaduio;

— 3asBJICHHUE O IIpUeMe Ha padoTy;

— CTPax0OBOE CBUIETENBCTBO IEHCMOHHOTO CTPAaXOBaHUS;

— UIeHTU(UKAIIMOHHBIA HOMEp HaJIOTOIUIAaTENbIINKA;

— IOKYMEHT BOMHCKOI'0 y4eTa (JUIsl BOCHHOOOS3aHHBIX JIHII);

— IOKYMEHT 00 00pa30BaHNH;

— aTTeCTAllMOHHBIN JIUCT;

— CHpaBKy O HaJIW4YUM (OTCYTCTBUH) CYAMMOCTH U (Uiau) Qakta YrojJoBHOIO
IIPECIIEI0BaHUS;

— TPYIOBYIO KHUXKY;

— MEJUIMHCKYIO KHIDKKY;

— CBUJIETEILCTBO O Opake;

— CBUJIETEJILCTBO O POKIEHUM JIETEM.



2.3. PaGoTtonmarens opopMIsier:

— MUYHYI0 KapTouky Ne T-2;

— MpUKa3 0 IpueMe Ha paboTy (0 MepeMelleHrH Ha Ipyrue TOJKHOCTH);

— TPYZI0BOM TOTOBOP B ABYX 3K3EMIUISAPAX;

— IOJDKHOCTHYIO UHCTPYKLIHUIO.

2.4. llepBuuHoe ohopMIIEHHE TUIHOTO JIeJIa PETyCMaTPUBALT:

a) MPHUCBOCHUE JIMYHOMY JIeNly HOMEpa COIJIaCHO >KypHajly ydera JIMYHBIX el
(mpunorxerne Ne 1);

0) mpocTaBicHHE Ha OOJOXKE JHYHOTO Jena (mpuiokeHue Ne 2) Clemyromux
PEKBU3UTOB: MHJAEKC Jeja (B COOTBETCTBUM C HOMEHKJIATYpOM Jel IIKOJIbl); IIOJHOE
HAaUMEHOBAHME IIKOJbl; HOMEpP JHUYHOro Jena; ¢GamMuwiusg HMs OTYECTBO pabOTHUKA B
MMEHUTENIBHOM MaJIeXe; aThl — roJl Hadajla M roJ OKOHYaHUs BEICHMS Jiela; KOJINYECTBO
JIMCTOB; CPOK XPAHEHUS;

B) IIOMELICHUE JIOKYMEHTOB, IOJUIEKAIIUX XPAaHEHUIO B COCTABE JIMYHBIX JI€J1, B
XPOHOJIOTUYECKOM IMOPSIKE:

— BHYTPEHHSISI OIKCH IOKYMEHTOB Jieiia (mpuioxenue Ne 3);

— JIUCT ¢ OTMETKaMH 00 03HAKOMJICHUH PabOTHHKA C TMYHBIM JeoM (mpusiokerue Ne 4);

— JIUCT C OTMETKaMH O pe3yjbTaTaX €KEroJHOW MPOBEPKU COCTOSHUS JIMYHOTO Jeja
(mpunosxerne Ne 5);

— JINYHBIN JIUCTOK IO YYETy KaJIpOB UJIM aHKETA,

— aBrobmorpadus;

— 3asBJICHHUE O IIpUeMe Ha padoTy;

— MpUKa3 0 mpuemMe Ha padoTy;

— JI0JDKHOCTHAsI UHCTPYKIINS,

— TPYZIOBOM TIOTOBOP;

— JIOTOBOP O TOJIHOM MaTepUaJbHOM OTBETCTBEHHOCTHU (€C/IM paOOTHUK — MaTEpHUAIbHO
OTBETCTBEHHOE JIUIIO);

— XapaKTEepPUCTUKH U PEKOMEHIaTeNIbHbIE [THChMA;

— corJiacue Ha 00paboTKy NepCOHANBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JIEJI0, MOAJIekKAT HyMepaluu.

2.6. JIokyMeHTbI MOMEIAIOTCS B ManKy-cKopocuuBareib. [Ipu yBonbHeHUH paOOTHUKA
MPOLIMBAIOTCS HUTKAMU U CAIOTCS B apXUB.

2.7. BHyTpeHH: ONMCh JOKYMEHTOB, UMEIOLIMXCS B JUYHOM JEJIE, TOJDKHA COIAEPKATh
CBEICHMSI O TOPSAKOBBIX HOMEpaxX, HAUMEHOBAHUSAX JIOKYMEHTOB Ji€jla, KOJUYECTBE JIMCTOB,
JlaTax BKJIFOUEHUS JOKYMEHTOB B JINYHOE JEJI0 U U3BATHUS U3 J€JIa, a TAKKE KEM U3bAT JOKYMEHT
Y 110 KaKOW ITPUYMHE.

2.8. BHyTpeHH:s ONUCHh COCTABISETCS HA OTAEIbHOM JIMCTE 1O YCTAaHOBJIEHHOM (opme.
JIucThl BHYTPEHHEN OMUCH HYMEPYIOTCS OTAEIBHO.

2.9. Ilpy MOATOTOBKE JIMYHBIX JEJI K IEpeJadye Ha XPaHEHHWE K BHYTPEHHEW ONMCH
COCTaBJISIETCSl UTOrOBasi 3allUCh, B KOTOPOM yKa3bpIBaeTcs LU(paMu U MPOMUCHIO KOJIMYECTBO
BKJIFOUEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JINCTOB JIENa.

3. BeieHne JIMYHBIX /1eJ1 pA00OTHUKOB

3.1. JIuyHoe neno BemeTcsi B TEUYEHHE BCEro meproia padoThl KaKAOro Teaarora H
cotpyanuka OY.

3.2. JlanbHelilee BeJeHHE JMYHOTO Jejia pabOTHHKA NMpeaycMaTpUBaeT MOMEIIEHUE B
JIeNI0 JIOKYMEHTOB, 00pa3yloluxcsl B mpoliecce pabodeld IesSTeNbHOCTH U UMEIOIUX 3HaueHHe
JUTSL TPYZOBBIX OTHOILLIEHHI:

— JIONIOJIHEHUE K JINYHOMY JIMCTKY 10 YYETY KaJpOB;

— JIONIOJTHUTEJIbHBIE COTJIAIICHUS K TPYJOBOMY J1I0TOBOPY;

— KOITUY MPHUKA30B 10 JTUYHOMY COCTaBY, KOTOPbIE KacaroTcs pabOTHHUKA,;

— OT3bIBbI JIOJKHOCTHBIX JIUI O pAOOTHHUKE;

2



— KOTHMH TOKYMEHTOB O MOBBIIICHUH KBATH(PUKAIIUY;

— KOIIUHU CepTU(PUKATOB, TPAMOT;

— JIUCT — 3aBEpUTEIIb Jiesa (COCTABISAIOT IpU cAaue JIMYHOTO JIejia B apXUB);

— MHBIE JJOKYMEHTBI.

3.3. B nuyHble nena He MOMEIAITCs JOKYMEHTBI, UMEIOIINEe BTOPOCTEIICHHOE 3HaYCHHE
U CpOK XpaHeHus MeHee 10 JieT BKIIFOUUTEIBHO.

3.4. B koHIIe KaJIeH1apHOTOo Toja U He mo3aHee 30 nekabps Bce padotHuku OY npoxoasT
O3HAaKOMJICHHE C JUYHBIMU jAenamu. OO 3TOM jenaercss OTMETKa B JIUCTE€ O3HAKOMIICHUS
pabOTHHUKA C IUYHBIM JIETIOM.

3.5. O3HaKOMJICHHE C JICTIOM IMPOUCXOAUT MCKIFOUUTEIHHO B KAOMHETE aIMUHUCTPATOPA
U B €r0 MPUCYTCTBUU. 3alpeliaeTcsi BEIHOC Jiea U3 KaOHHeTa.

3.6. Bplmaua komwii JOKYMEHTOB M3 JIMYHOTO Jefla MPOU3BOMUTCS IO JHMYHOMY
3agBJICHUI0 Pa0OTHMKAa M C paspelieHus Aupekropa. Komuu JOKYMEHTOB JOJKHBI OBITh
3aBEpPEHbI U MIPEOCTABIICHBI PAOOTHUKY B TEUCHHE TPEX THEH CO JHS MM0/1a4M 3asBICHHUA.

3.7. U3bsiTHe OTHENbHBIX JIOKYMEHTOB U3 JMYHOTO JIela MPOU3BOJIUTCS C pa3pelieHus
nupekropa OY ¢ odopmileHHEM COOTBETCTBYIOIIEH 3anucu B rpade «[Ipumeuanne» BHyTpeHHEH
omucu. [Ipu BpeMEHHOM H3BITHM [OKYMEHTa Ha €ro Mecto (MeXIy JHCTaMU COCEIHUX
JOKYMEHTOB) BKJIQJIBIBACTCS CIIPaBKa-3aMECTUTENb C YKa3aHHEM JaTbl U IPUYUH H3BITUS C
MOJIMKUCKIO JIMIA, BBIAABIIETO JOKYMEHT, M MOJANKCKHIO JIMIIA, MMOJYYHUBIIETO €r0 BO BPEMEHHOE
MOJIb30BAHNE.

3.8. B nensx obecnieueHus KOHTPOJIS 32 COXPAaHHOCTBIO U aKTyallbHOCTHIO JIMYHBIX JIET B
OV exeronHo (He mo3aHee | kBaprama roja, CIEQYIOIIErO 3a OTYETHBIM) IMPOU3BOAUTCS
MIPOBEPKA UX HATHYHUS U COCTOSHHUSL.

3.9. ExeromHyioo mpOBEpPKY COCTOSHHUS JHMYHBIX /€1 Ha TPEAMET COXPaHHOCTH
BKJIFOUEHHBIX B HETO JJOKYMEHTOB IIPOBOJUT CIIEIMATBLHO co3AaHHas Komuccus. O mpoBeIeHHBIX
IPOBEPKAxX JeNaeTcs OTMETKAa B JIUCTE O pPEe3ysbTaTaxX €XeTrOoIHOW INPOBEPKH COCTOSHUS H
HAIUYUS JIMYHOTO JieJa W COCTaBIIsAeTCS akT. Pe3ynbrarhl MPOBEPKU JMYHBIX €1 B
00s3aTeNIbHOM TOPSIIKE JOBOJATCS 10 nupekropa OVY.

4. XpaHeHue U y4eT JUYHBIX el pa00OTHHKOB

4.1 XpaHeHue M ydyeT JUYHBIX €N MENAaroroB U COTpyAHUKOB OY opraHusyrorcs c
1eJIbI0 OBICTPOrO MOMCKA JIMYHBIX /1€, 00ECIIEUeHHs] UX COXPAaHHOCTHU M KOH(PHUIAECHUIUATbHOCTH
CBECHMM, COlEpKaLINXCs B JOKYMEHTaX JIMYHBIX JI€J, OT HECAHKIIMOHUPOBAHHOI'O JOCTYTIA.

4.2. JInunsble Aena paOOTHUKOB, TOJKHOCTHBIE HHCTPYKLUU XPAHITCSA Y aIMUHUCTPATOPA
B CIIEIIMATILHOM MeTaJuIndeckoM ceilde. JInunple kapTouku no yHuduuupoBaHHoi ¢popme Ne T-
2 XpaHsTCs OTEIBHO.

4.3. TpynoBble KHU)KKH, METUIIUHCKIE KHUKKHU XpaHATCs B ceiide.

4.4. Jloctyn K TUYHBIM Jiej1aM paOOTHUKOB UMEIOT TOJIBKO a]MUHUCTPATOP U TUPEKTOP
OV, 1ubo 3aMecTUTeNN JUPEKTOpa MPH UCIIOIHEHUH 00s13aHHOCTEN aupekTopa OY.

4.5. Cucremarusanus JUYHbBIX J1eJ1 paOOTHUKOB MPOU3BOAUTCS B al(aBUTHOM MOPSIKE.

5. O¢gopmieHne JJMYHBIX J1eJ1 PpAOOTHUKOB Iepe/ ciaveil B apXuB

5.1. Odopmienne TUUHBIX A€ AJIs Nepeadyd B apXuB MPOU3BOAUTCS aAMUHUCTPATOPOM
OY. Dta nporneaypa BKIOYACT:

— MOJIIMBKY (IIEPEIIIET) JEa;

— YTOUHEHUE HyMepaluH JUCTOB JIEa;

— COCTaBJIEHHE JIMCTA-3aBEPUTEIIS,

— cocTaBiieHHe (YyTOUHEHNE) BHYTPEHHEW OMNCH;

— BHECEHHE YTOUHEHHH B PEKBU3UTHI JIUIIEBON OOJIOKKH JeTa.

5.2. Jluct — 3aBeputensb Aena JOJDKEH MOANUCATh €r0 COCTaBUTEIb, MPU ATOM JEIaeTCA
pacm@poBKa JODKHOCTH M TOIMMCH, NPOCTaBisieTcss Aara. B mporecce HCMOIb30BaHUA
apXUBHBIX JJOKYMEHTOB B JINCTE-3aBEPUTEIIE JIETAIOTCS COOTBETCTBYIOLINE OTMETKHU.
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Ecnu neno moamuro 0e3 mucTa-3aBepUTENsl, TO €ro CleAyeT HaKJIeUTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH Jena.

5.3. C uenpio obecredeHnsi COXpaHHOCTH JIMYHBIX JI€] PEKOMEHIYeTCsI:

— O0O0BeOMHATh WHAWBUAYAJIbHBIC JIMYHBIC JI€a YBOJEHHBIX COTPYIHUKOB B OJHY
00J10kKy (0OBETMHEHHOE JIeJI0) C TaKUM pacueToM, 4ToObl 00beM Jena (ToMa) He TPEBbIIIall
250 nucToB (IIyTeM CIIMBKU MaTEpUaoOB MHAMBUAYAIBHBIX JE€J1 10 I0J1aM YBOJIbHEHMS);

— pacroyiaraTb MaTepHalibl MHIUBUIYalbHBIX /€] B Mpejeiax aeia (Toma) B aipaBUTHOM
nopsiike (mogaMuIbHO), OTHENSS MaTepuaibl, OTHOCAIIMECS K PasHbIM HHIUBUIYaJIbHBIM
JeiaM, YUCTBIM JIMCTOM OyMmaru ¢ yKa3aHheM Ha HeM (aMuiuu, HMEHH M OT4YecTBa
COOTBETCTBYIOILIETO YBOJEHHOTO COTPYIHUKA;

— cHabXkaTh Kaxaoe 00beAMHEHHOE /1eJI0 (TOM) BHYTPEHHEH OMUCHIO C MEePEeUrCICHUEM
(amunuii, UMEH ¥ OTYECTB ¥ yKa3aHHEM HOMEPOB CTPAHMUII, B MPeJieiaX KOTOPHIX PACIIOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

5.4. Ilepenaua nUYHBIX €T B apXWUB OCYILECTBISETCS HE MO3AHEE TPEX JIET IOCie
3aBepIICHHUs] WX B JIEJONPOU3BOJCTBE B COOTBETCTBUU C TpadukoM. IIpeaBapurenbHO
aJMMHHCTPATOPOM IIPOBEPSIETCS MOJHOTA U NIPAaBUIILHOCTh MOJATOTOBKY JIMYHBIX /1] K epeaaye.
BrisiBieHHbIEe TP MPOBEPKE HEJAOCTATKU YCTPaHSIOTCS aAMHUHHCTpaTopoM. [lepenaya u mpuem
IPOU3BOJATCS MO OMUCH C MPOCTAHOBKON OTMETOK O HAJIMYUU JINYHBIX JIE.

5.5. JIuunbie nena paOOTHUKOB, 3aKOHYCHHBIC JEIONPOM3BOJACTBOM A0 1 stHBaps 2003
roja, xpausrcs 75 ner, nocine 1 suBaps 2003 rona — 50 ser. JInuHble nena qupeKkTopa, ri1aBHOro
Oyxrantepa OY MMEIOT MOCTOSIHHBIN CPOK XpPaHEHHUS.

6. OTBeTCTBEHHOCTH padoToaare/s U padOTHUKA
6.1. [legaroru u cotpynuuku LIKombl 00s3aHBI CBOEBPEMEHHO MPEACTABIATH CBEICHHUS 00
M3MEHEHUHU CBOMX MEPCOHAIBHBIX JAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIejIa.
6.2. Paboronarens oOecrieunBact:
— COXPAaHHOCTH JIUYHBIX JIeJ1 PAOOTHHUKOB;
— KOH(l)I/II[eHHI/IaJII)HOCTI) CBGI[GHPIfI, COACPIKAIMNXCA B JIMYHBIX ACJIaX pa6OTHI/IKOB.

7. [IpaBa paGoroaare/isi U pabOTHUKA
7.1. llegaroru u cotpyauuku OY UMEIOT MpaBo:
— HOJTy4aTh MOJHYI0 HH(pOpMaLKio 06 00paboTKe CBOMX MEPCOHATBHBIX JaHHBIX;
— MOJIy4aTh IOCTYN K CBOUM NEPCOHAIIbHBIM JaHHBIM;
— MOJIy4aTh KOMUHU JOKYMEHTOB, XPAHSIINXCS B JINYHOM JIETIE;
— TpeOOBaTh UCKIIOYCHHS WM HUCIIPABJICHUS HEBEPHBIX U HEMOJHBIX (MCKaXEHHBIX) CBOUX
MEPCOHAIIbHBIX IAHHBIX.
7.2. PaboToaarens uMeeT NpaBo:
— 00pabaTheIBaTh TMEPCOHAIbHBIC JaHHBIE PAaOOTHUKOB, B TOM YHCJIE€ M Ha JJIEKTPOHHBIX
HOCHUTEISIX;
— 3ampammBaTh OT paOOTHUKOB MH(OpPMAIKIO, HEOOXOAUMYIO IS BEJEHUS JIMYHBIX JIET U
00paboTKH MePCOHATBHBIX JaHHBIX.



