I[MPUHATO YTBEPXIAIO
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MHOJOKEHUE
0 BEJICHUU JIMYHBIX JIeJ TIEJJaroroB U COTPYTHUKOB
MYHUIIMTIAIBHOTO KA3€HHOT'O JOIIKOJIBLHOTO
oOpa3zoBaTenpHOTO yupexaenus «Jlerckuii can «Pagyra» obmepa3BUBarONIero
BUJIA

1. O0uue mosn0KeHUA

1.1 Hacrosimiee IlonoxkeHue ompenensieT MOPSIOK BEACHUS U XpaHEHUs
JUYHBIX JIel TENaroroB W COTPYAHUKOB MYHUIMOAIBHOTO  KAa3€HHOIO
JOLLIKOJIBHOTO 00pa3oBaTenbHOro yupexnaeHus «Jlerckuit can «Pamyra» (manee
JOVY) na ocHoBanuu TK P® ot 30 nexabpst 2001 roga Nel97-®d3 (B penakuuu ot
13 wroma 2015 r., Ha ocHOBanum IlepedHss THUNOBBIX YIPaBIECHYECKUX
JIOKYMEHTOB).

1.2 Jluunsie nena odopmisiroTess Ha Beex corpyanukoB MKIIOVY «/lerckuit
caa «Panyra» o0miepa3BrUBarOIEro BUAA.

1.3 Hacrosiiee nonoxxeHue yrBepxkaaercs npukazom 3aseayromero MKJIOY
«[lerckmit cang «Pamyra» o01epa3BUBAIONIETO BUIA U SBISETCS 00SI3aTEIbHBIM JIJISI
BCEX KaTEeropuil meaarornyeckux u aApyrux corpyanukoB MK/IOY «Jlerckuit can
«Pamyra» oO1epa3BUBaIONIETO BUIA.

1.4 BeneHnve nMUuHBIX J1€1 MeaaroroB U corpyaHukoB JJOY Bosnaraercs Ha
HavajlbHUKa W crenuanucra otaena kaapoB MKJIIOVY «/lerckuit can «Pamyra»
00IIIepa3BUBAOIIETO BUA.

1.5 He npomyckaercsi BeleHUE HECKOJbKUX JIMYHBIX €1 paOOTHUKOB, 3a
HCKJIIOYEHUEM, €CJId PAOOTHUK MPUHST IO BHYTPEHHEMY COBMECTUTEILCTRY.

2. Ilopsinok (popMHUPOBAHUS JIUYHBIX JIeJI MIeIaroroB U COTPYAHUKOB

2.1 OdopmieHue TUYHBIX €N OCYIIECTBIISIETCS B T€UEHHUE 5 JHEW co AHS
npuema pabOTHHKA Ha padoTy.

2.2 ®opMmupoBaHUE JUYHOTO Jelia meaaroroB u corpynnukoB MKJIOY
«derckuit  cag  «Pamgyra»  oOmepa3BuBaromero  BUIa IIPOU3BOAUTCS
HEnocpeACTBEHHO nocie npuema B JIOY win nepesosa neparoroB U COTpyAHUKOB
U3 APYroro o0pa3oBaTeIbHOIO YUPEKICHUSI.

2.3 Ilpu nmocTymyieHnn Ha padboTy rpaskJJaHUH MPEACTABIISIET:

2.3.1 Jlnunoe 3asBiIeHNE, HAMMMCAHHOE COOCTBEHHOPYYHO.

2.3.2 JIOKyMEHT, y0CTOBEPAIONIUN TUYHOCTD.



2.3.3 TpynoBy10 KHHXKY.

2.3.4 loxymeHT 00 0Opa3oBaHUMU.

2.3.5 CaHuTapHyr0 KHHXKY.

2.3.6 CopaBKy 0 HUIMYHUH CYAUMOCTHU WUJIM OTCYTCTBUU cyauMocTu u3z MBJ/I.

2.3.7 Hpyrue JTOKYMEHTHI, IIPEAYCMOTPEHHBIE denepanbHbIM
3aKOHOJATEIBCTBOM.

2.4 JInuHOMY Jie7y IIPUCBAMBAETCS HOMED, COTJIACHO KHHUTU YyYeTa JIMYHOIO
COCTaBa NeaaroroB U coTpyaHukoB JJOY.

2.4.1 Ha TUTyIbHOM JHCTE€ JMYHOIO Jejla OTPAXAIOTCS CIEAYIOIIne
PEKBHU3UTHI: TUYHOE J1e10 Ne COryiacHO KHUIM y4yeTa JIMYHOTO COCcTaBa MeAaroroB
u corpynaukoB JIOY, ®.M.O. paboTHHMKa, HAWUMEHOBAaHHUE JOJIKHOCTH,
HaMMEHOBaHue yupexaeHusi, npuHsaT (Ne, mara mpukasza), yBoieH (Ne, nara
IpHUKa3a), OTBETCTBEHHBIN 3a opopmiieHue auaHoro aena O.1.0..

2.5 JlokyMeHTBl B JHWYHOM Jelie memaroroB u corpyaaukoB MKJIOY
«erckuit can «Pagyra» obuiepa3BuBaroOIIero BUAa pacloiaraloTcs B CIEAYIOIIEM
MOpsIIKE:

1) onuch JOKYMEHTOB, UMEIOIINXCS B JINYHOM JIEJIC;

2) JNWYHBIA JHCTOK TIO YYeTy KaapoB ¢ ¢ororpadueir (3amoiHseTcs
PabOTHUKOM);

3) IM4yHOE 3asBJICHUE O NMpUeMe Ha padoTy;

4) npukas o rpuemMe Ha pabory;

5) TpynoBo# JOrOBOP

6) 3asBieHHE-coriacue pabOTHUMKA B MHCbMEHHOM BHAE Ha O00pabOTKY
NEPCOHANIbHBIX JJAHHBIX;

7) cornamieHue o Hepas3rialieHuu epCoHaIbHBIX JaHHBIX (cyobekTa) JJOY.

8) KCepoKomus macnopra;

9) kcepokonus ceuaerensctea MHH, CHUJIC;

10) kcepokornust (Mu) f0KyMeHTa (0B) 00 00pa3oBaHuUU;

11) kcepokomusi BOEHHOro Owierta (71 BOCHHOOOS3aHHBIX W JIHII,
MOIISKAINX TTPU3BIBY HA BOCHHYIO CITYXKOY);

12) cnpaBka 0 HaTU4YUKU CYAMMOCTU WM 00 OTCYTCTBUU cyauMocTH u3 MB/I
WM BbINKCKa U3 uHGopMaImoHHoro nucbma MB/I;

13) kcepokomnus TPYAOBON KHUXKKH, €CIM PAOOTHUK MPHUHAT IO BHEIIHEMY
COBMECTHUTEJIbCTBY;

14) uHbBIE TOKYMEHTBI, KOTOPbIE AOJLKHBI OBITh MPEIBSABICHB PAOOTHUKOM C
y4eToM cnenuduku padoThl;

15) npukasbl 0 Ha3HAYEHUSIX, IEPEBOJIAX, YBOJILHEHUU U JIp.;

16) TOKyMEHTBI O MPOXOXKJICHUM PAOOTHHUKOM aTTECTalluM, cOOeceq0BaHUs,
MOBBIIIEHUS KBATU(UKAIIIH.

2.6 C wnenpio obecriedeHUs] HaAJEKaLIEH COXPAaHHOCTU JIMYHOIO Jena
negaroroB u corpyaaukoB MKJIOVY «Jlerckuii can «Pagyra» oOuiepa3BUBaOIIETO
BUJa M yaoOcTBa B OOpalieHMH ¢ HUM Tpu  (HOPMUPOBAHUHU JTIOKYMEHTHI
IOMEIIAIOTCS B OTJAEIBHYIO NANKY.

2.7 TpynoBble KHUXKKH XPaHSITCS OTJIEIBbHO B ceiide OTAena Kaapos.



3. Iopsaok BeaeHNsI TUYHBIX /Ie] N1€1aroroB U COTPYAHNKOB

3.1 B panpHeimieM B JIMYHOE AEIO0 NEeAaroroB u corpyaHuko MKJIOY
«erckuit can «Pagyray o01iepa3BUBalOIIEro BUAa BKIIOYAIOTCS :

— TpUKa3bl WU BBIMUCKU W3 MPUKA30B O HA3HAYEHUU, OCBOOOXKIECHUU
WJIY TIEPEMELIEHNH 110 JOJDKHOCTH;

— JOKYMEHTBI 00 UTOrax arrectanuu (3asBieHue, aTTeCTAI[MOHHBIN JIUCT;
MpUKa3bl WA KCEPOKOIIUM MPUKA30B II0 WUTOraM arTeCTaluu WU
BBITIMCKA U3 MPUKA3A);

— JIACT TIOOUIPEHUN U B3bICKAHUM;

— KCEpPOKONHUM TIOYETHBIX TpaMoOT U  OJIarOJapCTBEHHBIX  ITUCEM,
3aBEPEHHBIC NIEYATHIO U MOAMUCHI0 OTBETCTBEHHOTO JIUIIA;

— KCEpPOKOIMUHM JOKYMEHTOB O TIOBBINICHWW KBaIH(PHUKAIIUUA, O
MIEPENOATOTOBKE, 3aBEPEHHBIE ME€YAThI0 M MOJANKUCHIO OTBETCTBEHHOI'O
JMLa;

— KCEpPOKONHUM JOKYMEHTOB 00 M3MEHEHUH JaHHBIX pabOTHUKA
(HampuMep: KOMMSI CBUJIETENILCTBA O POXICHUM JIETEH, KOIMS
CBHUJIETEIIbCTBA O Opake, M3MEHEHUH (paMuIiu | T. 1.).

3.2 Jluunoe peno memaroroB W corpyaHukoB MKIOVY «Jlerckuit can
«Pamyra» 00111€pa3BUBAIOIIETO BHUAA BEJETCA B TEUEHHE BCErO Iepuoia padboThl
KaXKJI0T0 Me/1arora ¥ COTPyJIHUKA B 00pa30BaTEIbLHOM YUPEKICHHH.

3.3 Benenue 1M4HOTO JAena mpelycMaTpUBacT:

— IIOMEIIECHUE JOKYMEHTOB, IOUICKAIUX XPAHEHUIO B COCTaBE JIMYHBIX
JeJ1, B XPOHOJIOTUYECKOM MOPAJIKE;

— ©XErOAHYI0 TMPOBEPKY COCTOSAHUSA JIMYHOTO Jejla I[eJaroroB Hu
corpyaaukoB MKJIOV «/lerckuii can «Panyra» oOuiepa3BuBaroniero
BHJA HA MPEAMET COXPAHHOCTHU BKJIFOUEHHBIX B HErO JIOKYMEHTOB U
CBOEBPEMEHHOE 3aI0JIHEHHUE.

3.4 JlokyMeHTBHl B JUYHOM J€Ji€ TOJJICKAT OMUCH, KOTOpas XpaHUTCS B
COCTaBE JIMYHOTO JIETIa.

4. Ilopsizok yyera U XpaHeHHMs JIMYHBIX JeJ 11eJaroroB U COTpPyAHMKOB
A0Y

4.1 XpaHeHue M y4yeT JMYHBIX JEJ IEJaroros " corpyaHukos JOY
OpPraHu3ylTCi C LEIbl0 ObICTpOro M 0€30MMOO0YHOrO MOMCKA JIMYHBIX €I,
o0ecrieueHus] MX COXPAaHHOCTH, a Takke oOecreueHuss KOH(PHUIACHIUATbHOCTH
CBEICHUN, COJIEPIKALLNXCS B JOKyMEHTax JIMYHBIX nel, oT
HECaHKIIMOHUPOBAHHOIO JIOCTYIIA:

— JluuHble ena menaroroB W COTPYAHUKOB XpaHATCA B ceil(pe B mamkax
1o angaBuTy.

— JlocTyn K JIMYHBIM JeiaM MneaaroroB u corpyaHukoB J1OY wumerot
tonbko  pykoBogutens  MKIOVY  «Jerckmnt can  «Pamyra»
00111epa3BUBAOILETO BUJA, HAYAJbHUK U CIIELUAJHUCT OTJENa KaJpoB
oOpasoBaHus.



— Jluuneie nena memaroroB u corpyaHukoB MKJIIOVY «Jlerckuii can
«Pamyra» o00IIepa3BUBAIOIIETO BHJIA, HMEIOIIUX TOCYIapCTBEHHbIE
3BaHUsA, MPEMUM, HArpaJbl, yYEHbIC CTENECHU W 3BaHUS, XPAHITCSA
MOCTOSIHHO, & OCTaJbHBIX COTPYIHUKOB — 75 JIET C roja yBOJIbHEHHUS
paboTHUKa (B COOTBETCTBUU C llepeuHeM THUMOBBIX YHpPaBICHUYECKUX
JOKYMEHTOB).

4.2 B nuuHBIe AeNa HE JOJDKHBI BXOIWUTH JOKYMEHTHI BTOPOCTETICHHOTO
XapakTepa, UMerolre BpeMeHHbIe (10 10 JeT BKIIOYUTEBHO) CPOKU XPAHECHHUSI.

4.3 CopepxaHue JHMYHBIX JeJl paHee NPUHATHIX PAOOTHUKOB MOXET He
COOTBETCTBOBaTh II. 2.5. Hactosiiero IlojmoxkeHusi, Tak Kak KOMILIEKTAIUs
JMYHBIX J1e7 He Obuta npeaycMoTpera denepaibHbIM 3aKOHOJATEIHCTBOM.

4.4 HavallbHUK WIM CIEHHAIUCT OTHeNa KaJpoB, MpUHUMAas OT pabOTHUKA
KCEPOKOIMUHU JOKYMEHTOB, JIMYHBIN JIUCTOK MO y4Y€TYy KaJApOB, NOHKEH MPOBEPUTH
MOJIHOTY €r0 3aM0JHEHUS U JOCTOBEPHOCTh YKA3aHHBIX CBEJICHUN B COOTBETCTBUU
C IPEABSIBICHHBIMU OPUTHHAIIAMHU JOKYMEHTOB.

4.5 COop ¥ BHeceHWE B JIMUHBIE JieTa menaroroB u cotpyaankos MKJIOY
«Jlerckuii canx «Pagyra» o0Iiepa3BUBAIONIETO BUJIa CBEJICHUM O MOJUTHYECKON U
PENUTHO3HON TPUHAJIEKHOCTH 3aIIPELIACTCS.

4.6 JImaHOE JeJI0 MOXKET OBITh BBIJJAHO B CIEAYIOMIUX CIIyJasx:

— 10 TpeOOBaHUIO paOOTHUKA JJIs O3HAKOMJIEHHUS (0Oe3 IpaBa BBIHOCA);

— HEMOCPEJICTBEHHO PYKOBOJUTEIIO MJIi O3HAKOMIICHHUSI C MaTepHallaMHu
JUYHOTO JIeNa;

4.7 CHsatue konmuil Ha OyMaKHbIE HOCUTEIM W CKaH KOMHUHU JOKYMEHTOB,
XPaHAIIUXCS B JIMYHOM JIelie, TPOU3BOJIUTCS TOJIBKO C pa3perieHus paboTHUKA.

5. Ilopsiaok BbIAa4YM JIMYHBIX /IeJ]1 BO BpEMEHHOE M0JIb30BAHUE

5.1 Bbigaya nu4uHbIX e (OTIETbHBIX TOKYMEHTOB B COCTaBE JUYHOIO JENa)
BO BpPEMEHHOE II0JIb30BAaHUE MPOU3BOJUTCA C pa3pelieHus] 3aBeyIONIEro,
HayajJbHHUKA oTaesa KaJI[pOB MKJIOY «Jlerckuit caja «Panmyra»
00111epa3BUBAIOIIIETO BU/IA O 3asIBJICHUIO paOOTHHKA.

5.2 Pabota (03HaKOMJIEHHE) C JIMYHBIMU JI€JaMU TEAaroroB U COTPYIHUKOB
JOVY npousBoautcs B 31aHUM JOLIKOJBHOTO OOpPa30BATENLHOIO YUYPEKIAEHUS B
PUCYTCTBUU 3aBEAYIONIETO WM HadaJbHUKA OTJAENa KaJpoB. B koHile pabouero
JTHSL 3aBEJIYIOIIMI WM HAYaJIbHUK OTJeNa KaJpoB 00s3aH yOeauThCS B TOM, YTO
BCE JIMYHBIC JieJla WM JOKYMEHTHI M3 JIMYHBIX [I€J, BbIJIAHHBIE BO BPEMEHHOE
M0JIb30BaHKE, BO3BpAIICHbl HA MECTO XpPaHEHHUS U €CTh JU HEOOXOJUMOCTh JIs
MPUHATHS MEP K UX BO3BPAILLCHUIO WU PO3BICKY.

6. OTBeTCTBEHHOCTDH
6.1 Ileoacoeu u compyonuxu JJOY 00s13aHBI CBOEBPEMEHHO MPEACTABIATH
HAaYaJbHUKY WM CHEIUATUCTY OTAeNa KaJapoB CBEACHUS 00 W3MEHEHUU B
NEPCOHANBHBIX JAHHBIX, BKJIFOUEHHBIX B COCTAB JINYHOTO JIEJIa.
6.2 Omoen kaopos obecrieunBacT:
— COXPaHHOCTh JIMYHBIX JeJ TnegaroroB M corpyaHukoB MKIIOY
«Jlerckuii can «Pamyra» o6miepa3BuBaroIIero BUaa,



— KOH(PUACHITMATBHOCTh CBEACHUH, COACPXKAIMMXCA B JIMYHBIX JeJax
nemaroroB u cotpyaHukoB MKIIOVY  «/lerckuit cam «Pamyra»
o0Iepa3BUBAOIIETO BH/IA.

7. IlpaBa
7.1 JIns oOecrieueHus 3alIUThl IEPCOHATBHBIX JTAHHBIX, KOTOPHIE XPAHSITCS B
JUYHBIX JAenax mnexaroroB U cotpynHukoB MKJIOVY «llerckuit cam «Pamyra»
o011epa3BUBAIOIIETO BUA,
nedazozu u compyonuxu J[OY umerom npaeo:
— TOJY4YUTh TIOJHYI0 WH(OPMAIMIO O CBOMX MEPCOHATBHBIX JAHHBIX U
00paboTKe ATUX JaHHBIX;
— TOJYYUTh CBOOOHBIN TOCTYI K CBOMM MEPCOHAIBHBIM JJAHHBIM;
— TIOJIyYUTh KOINHH, XpaHAIIHUECS B JMYHOM JeEle U COJAEprKallue
MEePCOHAJIbHBIE JTAHHBIE.
— TpeboBaTh WMCKJIIOYEHUS WM HMCIPABICHUS HEBEPHBIX WM HEMOJHBIX
MEPCOHATBHBIX JaHHBIX
pabomooamenv umeem npaso.
— o0OpabaThiBaTh IEPCOHAJbHBIC JAHHBIC IEJAaroroB W COTPYAHUKOB
JIOVY, B TOM 4YHCII€ U HA NEKTPOHHBIX HOCUTEIISIX;
— 3ampocuTh OT nexaroroB U corpyaHukoB MKJIOVY «Jlerckuii can
«Pagyra»  oOmepa3BUBaIOLIEro  BUAA  BCIO  HEOOXOIUMYIO
uHdopmarIuro.



