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(mpotokon ot 07.10.2019 Ne 2)

[Monosxenue
0 MopsiAKe BeAeHHs JHIHBIX 1eJi paboOTHHKOB

1. O0mue noJIoKeHud

1.1 Hacrosiee NojI0KeHue ONpeIeNsieT NOPs/I0K BeIeH s IMYHBIX J€]l TIEaroroB u co-
TpyHUKOB B MIOY IMexneyxuii demcxui cad « Conrvruroy (nanee — JleTckui capu).

1.2. JIuunoe jgeno paGoOTHMKA — COBOKYNHOCTH JIOKYMEHTOB IEPCOHAIIBHOIO ydeTa, CO-
JiepIKalix cBeeHrs: 0 pabOTHHKE U €ro TPYIOBO# JIeSITeBHOCTH.

1.3. Tlonoxenue paspaGorano B coorBercTBuM ¢ TK, @DepepanbHBIM 3aKOHOM OT
27.07.2006 Ne 152 «O mepcoHaIbHBIX JaHHBIX», MeToauueCcKIuMHA pexomenanusaMu Po-
capxuBa, YkazoM [Ipesunenra ot 30.05.2005 Ne 609 «OG6 yrsepxaenuu Ilonoxenus o
TIEPCOHANBHBIX JAHHBIX TOCY/IaPCTBEHHOTO ClIyariero Poccniickol Denepanuy u Beje-
HUM €0 JIMYHOTO J1e/1a%», KOJUIEKTUBHEIM JJOrOBOPOM H ycTaBoM JleTckoro caja.

2. @opMHpPOBAHHE JIHIHBIX €)1 pA0OTHHKOB

2.1. ®opMupoBaHKE JTUYHOTO Jejia pabOTHMKA MPOU3BOJUTCA JIMIIOM, OTBETCTBCHHLIM
3a (OpPMHUPOBAHUE JIMIHOTO JIejIa, HE TO3/IHee ISTH PabounX JHEH CO JHA 3aKIFOUCHUS
TPYZOBOTO JIOTOBOPA M TOIHKO IIOC/IE TOMy4eHHs OT pabOTHHKA COTIACHs HA obpaboTky
€ro MepCoOHaJbHBIX JaHHBIX.

2.2. Jlumo, OTBETCTBEHHOE 3a (OPMHUPOBAHUE JIMYHOTO Jefa, TPOBEpAeT y paboTHHKA
[p¥ TIOCTYIUICHMH Ha paGoTy HaIHYHe JOKYMEHTOB, IIPEyCMOTPEHHBIX CTATheH 65 TK,
B TOM YHCJIE:

— TAcHopT WK UHOU JOKYMEHT, Y0CTOBEPAOIINH TUIHOCTD;

— ‘3asgBJICHHE O NpHeMe Ha paboTy (He 0043aTeNbHO);

— JIOKYMEHT, KOTOPBIH INOJATBEPM/AET PErHCTPAlMIO B CHCTEME UHIMBUIYalBHOTO
nepcoHM(UIMPOBAHHOTO yUeTa, B TOM 4YUCIe B (pOpME JIEKTPOHHOIO JHOKYyMEHTa,
60 CTPaxoBOE CBUIETEIHCTBO IOCYIAPCTBEHHOTO MEHCHOHHOIO CTPaXOBaHUS, 3a
UCKITIOUECHHUEM CJTyYaeB, KOT/Ia TPYAOBOH JIOrOBOP 3aKII0YAcTCs BIIEPBEIC,

—  WIeHTH()UKAIMOHHbBIN HOMEp HaJIOroILIaTEbIINKA]

—  JIOKYMEHT BOMHCKOTO y4eTa (JUIs BOSHHOOOSA3aHHBIX JIHIL);

—  JIOKyMeHT 00 00pa3oBaHuM;

—  crpaBKy O Haju4uu (OTCYTCTBHH) CYIMMOCTH ¥ (W) (akra yrojgoBHOIO Ipecie-
TOBaHMS,



— TPYAOBYIO KHHXKY;
— MEIMIUHCKYIO KHIKKY (€C/IH 3TO PEyCMOTPEHO JUIs JaHHOM JOJKHOCTH);
— CBHIETEIbCTBO O Opaxe;
— CBHJIETEIBCTBO O POMKIACHHUH JICTEH.
2.3. JInuo, OTBETCTBEHHOE 3a KaJPOBOE JIEI0NPOU3BOICTBO, 0QOPMIISET:
— JIMYHYI0 KapTouky Ne T-2;
— TpHKa3 o preMe Ha paboTy (0 HepeMeNIeH N Ha APYTHe JOKHOCTH);
— TpPY/IOBOH IOTOBOP B ABYX 3K3EMILISApaAX;
— JIOJDKHOCTHYIO HHCTPYKIIHIO;
— JKypHAJIBI 00 O3HAKOMIICHMHM pabOTHHKA C JIOKAIBHBIME aKTaMHM, JOKYMEHTaMH 110
OXpaHe Tpy/ia.
2.4. IlepBuyHoe ohopMIIEHHE IMYHOTO JIe/1a IIPe/lyCMaTPHBACT:
a) IPUCBOCHHE JINYHOMY JIeTy HOMEpa COIVIACHO JKYPHATY YYeTa JIMUHBIX e/ (mpunoxe-
Hue Ne 1);
6) npocrasienne Ha 0610KKe JITIHOTO fenia (mpuioskenne No 2) crieyiomux PEKBU3UTOB:
MHJICKC Jieia (B COOTBETCTBHH ¢ HOMEHKJIATYPOii JIe)l IETCKOTO cajia); MOJIHOE HAMMEHOBA-
HHe JIeTCKOro cajia; HOMEp JIMYHOrO jena; GaMuiIus, UM, OTIECTBO PAGOTHIKA B MMEHH-
TEJIGHOM IIaJICXKE; J1aThl — IOJ1 HaYalia M o/l OKOHYaHWUS BEICHHS JeJ1a; KOJIMUECTBO JIUCTOB;
CPOK XpaHeHWUs;
B) NOMEIICHUE OKYMEHTOB, NOUISKAIMX XPAHEHHIO B COCTABE JIMYHBIX /I, B XpOHO-
JIOTHYECKOM TOPSITIKE:
— BHYTPCHHSS OIUCH JOKYMEHTOB Jeia (npuioxenue Ne 3);
— JIMCT C OTMETKaMH 00 03HaKOMIIEHHHU pabOTHHKA C JIMYHBIM JeioM (TIpHIokeHue No
4); :
— JIACT C OTMETKaMM O Pe3yabTaTaX €KEroJHOW MPOBEPKHM COCTOSHUS JIMIHOTO [Iea
(mpunoxenue Ne 5);
— JIAYHBIH JIUCTOK MO YYeTy KaJpOB MK aHKeTa (npmioxenus Ne 6 u Ne 7);
— 3asgBJICHHE O NIPHEME Ha paboTy;
— [IIpHKa3 0 npueMe Ha pabory;
— JI0JDKHOCTHAsI HHCTPYKIIHS;
— TPYJIOBOH J0r0BOp;
— JIOTOBOp O IOJNHOM MaTepUabHON OTBETCTBEHHOCTH (€cii paGOTHUK — MaTepHATHHO
OTBETCTBEHHOE JIUIIO);
— cornacue Ha 06paboTKy IepCOHANBHBIX JIaHHBIX.
2.5. JIacTHl JOKYMEHTOB, OMEIIEHHBIX B THYHOE €710, OUIEIKAT HyMepalluy.
2.6. JIOKyMEHTBI OMEINAIOTCS B MAIKy-CKOpOCIIMBaTe b, IIpi yBoIsHeH!H paboTHUKa
MPOIIUBAIOTCA HUTKAMH M CIAKOTCS B apXHB.
2.7. BHyTpeHHASL ONMCH JOKYMEHTOB, MMEIOIMXCS B JINYHOM JeJe, J0/DKHA CoZlepIKaTh
CBEJICHHA O TOPS/IKOBBIX HOMEpaX, HAMMEHOBAHMSAX TOKYMEHTOB Jella, KOJIUYeCTBe JIH-
CTOB, JjaTax BK/TIOYEHHsS! JOKYMEHTOB B JMYHOE JENO M M3BSATHS W3 Jena, a TaKKe, Kem
U3BAT JOKYMEHT M 110 KaKOH MpUYHHE.
2.8. BHYTpeHHSs OIMCh COCTABIIAETCS HA OTAEIBHOM JIHCTE TO YCTAHOBICHHOMN bopme.
JIuCTEI BHYTpEHHEH OIUCH HyMepYIOTCs OT/E/BHO.
2.9. Ilpu mOArOTOBKE JIMYHBIX el K Ilepeiade Ha XpaHeHWe K BHYTPEHHeH OIHCH CO-
CTaBJIACTCSL UTOrOBasl 3alMCh, B KOTOPO# yKa3bIBaeTCsl MUGpaMHU U IPOIKCHIO KOJIHYE-
CTBO BKJIFOYCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIMCTOB JI€IA.



3. Berenne JHYHBIX e pa0OTHHKOB

3.1. JImuHOE [€JI0 BeJeTcs B TeUEHHE BCEro TMeproja paboThl KaXKIOro neparora u co-
TpyAHuKa JleTckoro caza.
3.2. JlanpHeiimee BeICHHE JMYHOTO Ji€a pabOTHHKA MPEyCMaTpHBACT MOMEIIECHUE B
/110 IOKYMEHTOB, 06pasyioluxcs B rpouecce paboyei NesTebHOCTA H HMEIOIIIX 3Ha-
YeHHe IS TPYHAOBBIX OTHOIICHHIA:

— JIOTIOJIHEHHME K JIMYHOMY JIMCTKY IIO YYETY KaJpOB;

—  JIOTIOJHUTEIBHBIE COIJIAIIEHUA K TPYIOBOMY I0TOBOPY;

—  KOIIMHM MPUKA30B I10 JUYHOMY COCTaBY, KOTOPHIE KacatoTCs paboTHHKA,

— JIACT-3aBEpUTENH Jiea (COCTaBIsIOT PU ¢/laue JIMYHOro Aea B apXxuB);

— HWHBIE JJOKYMEHTHI.

3.3. B auunble [eia He MOMEIaTCes JOKYMEHTE], MEIOIHE BTOPOCTCICHHOE 3HAICHNC
1 CpoK XpaHeHus Meree 10 JieT BKIOUMTENbHO. Takue TOKYMCHTBI XPAHATCA B OTACHE-
HoM Hapsjie Ne 4-09 «JloKyMeHTEI, He BOIICIIINE B COCTAB JIMTHBIX ICID.

3.4. B KOHITe KAIEH/IapPHOro rojia U He nojHee 30 1exabps Boe paboTHUKH Jlerckoro ca-
J1a TIPOXOJAT O3HAKOMJICHHE C JIMYHBIMH JCTIaMH. O6 sToM JenaeTcs OTMETKAa B JIUCTE
O3HAKOMJIEHHS pa0OTHHKA C JIMYHBIM JIETIOM.

3.5. O3HAKOMJICHHE C JIJIOM TIPOUCXO/UT HCKIIOYUTEILHO B KaOMHETE CeKpeTaps U B €ro
IPUCYTCTBUH. 3aIIPELIaeTCs BEIHOC Jiena U3 KaOuHeTa.

3.6. Beigaya KONMil JOKYMEHTOB W3 JIAYHOIO Jie/ia IPOM3BOJMTCS 110 JIMIHOMY 3asdBJIC-
HEIO pabOTHHKA HAa MMs 3aBeyromero. Konuu 10KyMEHTOB JO/DKHBL OBITH 3aBEPEHBI U
[pel0CTaBIeHH! paGOTHHKY B TeYEHHE TPEX pabodmX JHEM cO JIHS MOJayy 3asBICHU.
3.7. U3psaTue OTAEIBHBIX JOKYMEHTOB H3 JIUYHOIO Jieja TIPOM3BOJIATCS C Pa3peIleHHUst
3aBeytomero JeTckiuM caloM ¢ 0QOpMICHHEM COOTBETCTBYIOINEH 3aluch B rpage
«IIpumeuanue» BHyTpeHHeit omicy. [Ipu BpeMEHHOM U3BATAN JOKYMEHTA HA €0 MECTO
(MEXIy TUCTAMH COCEIHMX JOKYMEHTOB) BK/IAJBIBACTCA CIPABKA-3aMECTHTENb C yKasa-
HEeM JaThl W TPHYMH M3BATHS C MOAMKCHIO JIMIA, BBIJABIIEIO JOKYMEHT, H HO/IMICHIO
JIUIA, TIOIYYMBIIIETrO €ro BO BPEMEHHOE MO/Ib30BAHKE.

3.8. B nensx obecrieueHns KOHTPOIIS 338 COXPaHHOCTBIO ¥ aKTYalbHOCTBIO JIMIHBIX /I B
JleTckoM cajy exerofHo (He mosjaHee I kBapTaja roza, CICIyromero 3a OTYETHBIM) MPO-
M3BOMTCS IIPOBEPKA MX HAMYHS U COCTOAHMA.

3.9. EsxeroiHyio IpOBEPKY COCTOSHMUS JIMYHEIX JIE]T HA PE/MET COXPAHHOCTH BKJIIOYEH-
HBIX B HEro JOKyMEHTOB IPOBOJMUT CIEIUAIBHO CO3aHHas KOMHCCHA. O npoBeeHHBIX
TIpOBEpKaXx JIENAeTCs OTMETKA B JIICTE O pe3yabTarax €KErOIHOM MPOBEPKH COCTOSHUS U
HaJIMaus TA9HOro jeia (nmpuiokeHue Ne 5) ¥ cOCTaBjACTCs aKT. Pe3ynpTaTsl IPOBEPKU
JIMUHBIX e B 0053aTeIbHOM HOPS/IKE I0BOATCA 10 3aBEYIOMEro JIETCKUM CajloM.

4. XpaHeHHe W y9eT JHYHBIX AeJ Pa0OTHHKOB

4.1. XpaneHue ¥ y4eT JIMYHBIX JIEJI I€[aroro u coTpyIHHKOB JleTckoro caja OpraHusy-
JOTCS ¢ [EJBI0 GBICTPOro MOWCKA JMYHBIX Jlell, 0OecrieueHus HX COXpaHHOCTH H KOHU-
JHIMATBHOCTH CBEJICHHIA, CONEPIKAIMXCS B AOKYMEHTaX JMIHBIX A€, OT HECAHKIMOHH
POBaHHOTO JOCTYIIA.

4.2. Jlwunsle Jena paOTHUKOB XPAHSTCS B CHSIMATEHOM METAIHICCKOM cetide.

4.3. Tpy/10Bble KHIDKKH, MEMIIMHCKHIE KHIDKKH XpaHATCS B celie 3aBeYIOIIETO.

4.4. JlocTyn K JMYHBIM JejJaM pabOTHUKOB HMEKOT TOJIBKO 3aBeyIoIuii 1160 3aMecTu-
TeJH 3aBEYIONIEro IPH UCTIOMHEHUH 0053aHHOCTEH 3aBEYIOIIEro JleTcKuM caioM.



4.5. CucreMaTH3alysi JIMIHBIX el pa0OTHHKOB IIPOU3BOIUTCA B an(aBUTHOM IOPS/IKE.
Beaure ydeT JUYHBIX JIe] B XKypHAJIE.

5. OcpopmiieHHe JHIHBIX /1eJ1 PAOOTHHKOB Nepel caadveil B apxXuB

5.1. OdopmiieHHe JIMYHBIX e JUIsl Tepelayu B apXuB MPOU3BOATCA cexperapem JleT-
CKOTO cajla. JTa Mpole/ypa BKIIOYaeT:

—  NOJMCTHBIH MPOCMOTP JIOKYMEHTOB jelia (Ha NpeaMeT HCKITOHCHI JIOKYMEHTOB
BpeMeHHbIX (0 10 et BKJIIOYUTEIBHO) CPOKOB XPaHEHHS, HE TIOUIEXKAMNX apXUB-
HOMY XPaHEHHIO);

— [OAUIMBKY (IIEpEeIUIeT) Jena;

— YTOYHEHHE HyMEpaIluy JIUCTOB Jea;

_  cocraBicHHe mucTa-3aBepurens (npuaoxenue Ne 8);

— cocTaBjieHUE (YTOYHECHUE UITH I1epeCcOCTABICHNIE) BHYTPEHHEH OITUCH;

_  BHeceHWe YTOUHEHMH B PEKBU3HUTHI 00JIOKKH JI€1a.

5.2. Jlucr-3aBepHTENb €A JOJUKEH MOANMCATh €ro COCTABUTEIb, TIPH TOM JIeNaeTCst
pacmm(bpoBKa TODKHOCTH U TIOINCH, IPOCTABIIACTCS AaTa. B mporiecce UCTIONb30BaHMS
apXMBHEIX JIOKYMEHTOB B JIHCTE-3aBEPUTEIC ICIAIOTCA COOTBETCTBYIOIUE OTMETKH.
Ec/u f1elo TouTo 6e3 JIHcTa-3aBepuTeis, T0 ero cielyeT HakIeuTh Ha BHYTPEHHIOIKO
CTOPOHY OOJIOXKKH JeJ1a.

5.3. B nensix obecrede s COXPaHHOCTH JIHYHBIX JIET PEKOMEH/TY €TCA:

—  OGBeIMHATH MHIUBAAYATHHBIE JMYHBIE /A YBOJICHHBIX COTPYJAHHUKOB B OJHY 00-
JNOKKy (00BEeIMHEHHOE JIE]I0) C TAKUM pactieToM, yT06BI 06BEM JENa (ToMa) He Ipe-
seman 250 muctoB (IyTeM CIIMBKM MaTepHaloB MHIMBHUIYaILHBIX JIET IO rojiam
YBOJIGHEHNA ), '

— pacrojiaraTh MaTepHallbl WHIMBUIYaJIBHBIX 1€ B Mpeeiax nena (Toma) B anda-
BHTHOM TIOPSIKE (II0(GaMIIBHO), OIS MaTEPHaIbl, OTHOCAIIMECH K pa3HBIM HH-
JMBUIYaIbHBIM JIEJaM, YHCTBIM JHCTOM Gymaru ¢ yKasaHHeM Ha HEM bamuiuu,
JMMEHH ¥ OTYECTBA COOTBETCTBYIOLIETO YBOJICHHOTO COTPYIHUKA,

_ cHabykaTh Kaxoe 00beIMHEHHOE €10 (TOM) BHYTPEHHEH OMHUCHIO C MEPeaHCICHI-
eM (haMuIHMiL, MMEH M OTYECTB H yKa3aHHeM HOMEpOB CTpaHHIL, B TIpefiesiax KoTo-
PBIX PACIIOIOMKEHB! COOTBETCTBYIOIME TOKYMEHTHI.

5.4, Tlepenada JIMYHBIX JI€]l B apXUB OCYIIECTBIIACTCA HE MO3HEE Tpex JIeT I0CIie 3aBep-
[IeHHS WX B JEJIONPOU3BOJICTBE B COOTBETCTBHHU C rpadpukom. [IpeaBapuTenbHO CEKpeTa-
peM TIPOBEPSIOTCA MONHOTA U NPABHIBHOCTH MOATOTOBKH JIMYHBIX JIe] K 1epejade. Boi-
SBJICHHBIE TIPU IPOBEPKE HEJOCTATKH YCTPAHSIOTCH CEKPETAPEM. [lepenada U TpHUEM
TIPOM3BOJIATCS TI0 OIHMCH € TIPOCTAHOBKOM OTMETOK O HATHIMM JIMIHBIX JEI.

5.5. Jlpunsie aena paGOTHHKOB, 3aKOHYEHHBIC JIEIONPOU3BOACTEOM no 1 sxBaps
2003 roja, xpasstes 75 ner, mocie 1 aHBaps 2003 roza — 50 ser. JInuHbIe €A TUPEK-
TOpa, rIaBHoro Oyxrairepa JIeTCKOro cajia HMeroT [TOCTOSIHHBIM CPOK XpaHCHHUS.

6. OTBeTCTBEHHOCTH padoToaarens H paboTHHKA

6.1. TTeparoru u coTpy/aHuKy Jlerckoro cajaa 00s3aHBI CBOEBPEMEHHO NPEJICTABIIATE CBe-
jeHusi 06 W3MEHEHHH CBOUX IepPCOHAIBHBIX JaHHBIX, BKJIFOYEHHBIX B COCTaB JIMYHOTO
fena.

6.2. PaboTopareih 00ecneynBacT:

—  COXPaHHOCTH JIMIHBIX A€ pabOTHHUKOB;

—  KOH(pMAECHIMATBHOCTH CBEJICHWI, CONEepIKalIuXCs B JIMYHBIX JIeIax pabOTHHKOB.



7. TIpaBa paboTojaTeJisd H paboTHHKA
7.

7.2.

[Tearory ¥ COTpYIHUKH JIETCKOrO cana HUMEIOT NPaBo:

[OJIy4aTh MOJIHYIO urdopManmo 00 06paboTKe CBOMX IIepCOHANBHBIX JTAHHBIX;
110;Ty9aTh JI0CTYI K CBOMM TIepCOHATBHBIM JTAHHBIM;

[0JTy4aTh KOTIHH JOKYMEHTOB, XPAHALAXCS B JITTHOM JIETIE;

TpeGoBaTh MCKIIOICHUS WM WMCTIpaBJICHMsSI HEBEPHBIX H HETOHBIX (MCKaKEHHBIX)
CBOMX IEPCOHAIBHBIX JaHHBIX.

PaborogaTenb UMEET MpaBo:

oGpabaTsiBaTh NEPCOHATBHEIC J[aHHble pabOTHIKOB, B TOM THCIC H Ha HJIEKTPOHHBIX

HOCHUTEISX;
3anpamuBarh OT pabOTHUKOB uHGOPMAITHIO, HEOOXOIMMYIO U BEICHHMs JIMTIHBIX

e 1 06paboTKK NepCoHaNbHbIX JI@HHBIX.



