PECITYBJIMKA ThIBA
MyHHUHNAIBHOE GI0KETHOE 10WKOIbHOE 00pa30BATEILHOE Y peRICHHE nerckuii caa Ne 2 ropona Typana
uii-Xemekoro koxyyHa Pecny6aukn Toisa

668510, Pecny6auka Toisa, [nii-Xemckuii kokyyH, r.Typau, yi Kouertosa, 21 Ten 8 (39435) 21-4-44

CoriacoBano Yasepxkaarw
Ipeacenareas CTK | 3aBexyrommit MBJIOY nerckmii cag Ne 2
MBJIOY nerckuii cag Ne 2 r.Typana r.Typana Y
: Msuuna A.T. ‘ é % ' H.C. Jaii6oBa
\ « 7'» /O Zﬂﬁr «_A» =NOH 20/} I
MOJIO)KEHHUE

O MOPSJIKE BEJEHHMS JUYHBIX AEJ IIEJATOT'OB U
COTPYJHHUKOB

1.0061mue nmojioKeHust

1.1. Hacrosuee [Tonoxenue onpeaenseT nopsaoK BEIECHUS U XpAaHCHUS JIMIHBIX
JIeJ1 mejaroroB ¥ COTpy/iIHMKOB

1.2. JIuunble gena opopMIISIOTCS Ha BCEX COTPYIHHUKOB JOV.

1.3. HacTosImee mojioxeHue yTBepxK/aaeTcs npukasom 3aseytouero I0Y u
gBJIseTCs 06A3aTeIbHBIM JUIs BCEX KaTerOpHH MeAarorniyeckux u Apyrux
cotpyanukos JIOV.

1.4. BejieHue JIMYHbIX JeJ1 Ieiaroros u corpyauukos JIOY Bosnaraercs Ha
zageyrotero J1OVY.

1.5. He nomyckaeTcst BeleHHe HECKOJIBKUX JTMYHBIX JIC]T pabOTHHKOB, 3a
MCKJIFOUEHHEM, eCili pabOTHUK MPHUHAT 110 BHYTPEHHEMY COBMECTHTEILCTBY.

2. Mopsaok GpopMHPOBAHHS JHYHBIX Je/1 1e1aroros H COTPyIHUKOB

2.1. OdopmiieHre TMYHBIX JeJ OCYLIECTBISETCSA B TeHCHNE 5 nHel co IHS npueMa
paboTHHKa Ha paboTy.

2.2. ®opMUpOBaHUE JIMYHOTO JIeJIa NeAAroros u cotpyaaukos J10Y npousBoaurcs



HENOoCPeACTBEHHO nocie npuema B JIOY unu nepeBoja rneaaroroB U COTpYAHUKOB
U3 JPYroro o0pa3oBaTeIbHOTO YUPEKICHUSI.

2.3. IIpu nocTymuieHHH Ha padoTy rpaXkIaHUH MPEICTABIISAET:

2.3.1. JInuHOE 3asiBJICHUE, HAMTMCAHHOE COOCTBEHHOPYYHO.

2.3.2. IOKyMEHT, yAOCTOBEPSIOIINMN JIUYHOCTb.

2.3.3. TpyaoBYIO KHHXKY.

2.3.4. lTokymeHT 00 0Opa30BaHUU.

2.3.5. CaHuTapHyIO KHUXKY.

2.3.6. CripaBKy 0 HAIMYHUH CYJJUMOCTH WA OTCYTCTBUM cyaumoctu u3z MB/I.

2.3.7. lpyrue AOKyMEHTHI, IpeaycMoTpeHHble DeiepaabHbIM
3aKOHOJIaTEIbCTBOM.

2.4. JInuHOMY ZieNTy MPUCBAUBAETCS HOMEP, COTIACHO KYPHAITY y4€Ta JUYHBIX JIEJ
MeIaroroB U coTpyaHukoB JOY.

2.4.1. Ha 065105kKe JTUYHOTO JIeJia OTPAKAIOTCS CJICTYIONTUE PEKBU3UTHI: TUYHOE
neno No cOriacHO KHUTH PETHCTPALIMU JIUYHBIX A€ MeAaroroB U COTPYJHUKOB

JOV.

2.5. JIokyMeHTBI B JINYHOM JEJ€ NEAAroroB U coTpyaHuKkoB JIOY pacnonararorcs
B CJIEYIOILEM HOPSJKE:

1) onmuCh TOKYMEHTOB, UMCIOIIHUXCS B TUIHOM JIEJIC;
2) TUYHBINA JUCTOK MO y4eTy KaJapoB ¢ Gororpadueii (3anomHsercs pabOTHUKOM);

3) IOTOTHEHUE K JIMYHOMY JIUCTKY TI0 YUYETYy KaJpoB (j1asiee 3amoaHsIeTcs
paboTomarenem);

4) aHKeTa, MPUHATOTO Ha PaboTy;
5) nu4yHOE 3asBJICHUE O TIpUeMe Ha PadoTy;
6) IpuKa3 o mpremMe Ha padoTy;

7) cornacue pabOTHUKA B MUCbMEHHOM BHJI€ Ha 00pabOTKY MEePCOHATBHBIX
JAHHBIX; 8) KCEPOKOMHUS MacropTa;



9) aBToOMOTrpadus paboTHHKA, HATUCAHHAS OT PYKH, B POU3BOJILHOM (opme U
coziepkaiiasi moApoOHOe M3I0KEHUE OCHOBHBIX MOMEHTOB €T0 KHU3HHU U
JeSITEIbHOCTH;

10) xkcepokomnus (uu) fokymeHTa (0B) 006 00pa3oBaHNM;
11) kcepoxonus ceunerensctea MHH, CHUJIC;

12) kcepokomnust BoeHHoro ouiera (ctp. 1,2,4,8,11,13,14 111 BOeHHOOOSI3aHHBIX U
JIUII, TIOJISKAIIUX MTPU3BIBY Ha BOCHHYIO CIYKOY);

13) cipaBka 0 HAIMYUU CYJTUMOCTH WJIH 00 OTCYTCTBUU CyauMocTu u3 MBJI;

14) xcepokonusi TPyAOBOM KHIKKH, €CJI PAOOTHUK MPUHST [0 BHEUTHEMY
COBMECTHUTEJILCTRY;

15) uHBIC TOKYMEHTBI, KOTOPBIE JOHKHBI OBITH MPEABIBICHBI PAOOTHUKOM C
y4eToM crienuuku paboTsl;

16) mpuka3bl 0 HA3HAYEHUSIX, IEPEBOJIaX, YBOJbHEHUU U JP.;

17) TOKyMEHTBI O MPOXO0XKICHUN paOOTHUKOM aTTECTallMK, COOECeI0BaHMS,
MOBBIIICHUS KBATU(UKAIUY.

2.6. C menpro obecrieueHus HaIexKaIield COXpaHHOCTH JIMYHOTO JIeJia TeJIaroroB
u corpynunkoB JIOY u yno0cTBa B 00pailieHuy ¢ HUM ipu POpMUPOBAHUU
JIOKYMEHTBI TIOMEMIAIOTCS B OTACIBHYIO IMAIKY.

2.7. TpynoBble KHIKKH XpaHATCS OTAEIBHO B celide y 3aBenyromieit MBJIOVY.
3. Topsaaok BeaeHus JUUYHBIX /€] €Iar0Or0B U COTPYTHUKOB

3.1. B ganpHeumeM B JIMYHOE A0 NEAAroroB U coTpyaHukoB JIOY BkiroyaroTes:
MPUKAa3bl WM BBITUCKHU U3 MPUKA30B O Ha3HAYEHUU, OCBOOOXKICHUU WU
MepEMEILICHUH TI0 TIOJDKHOCTH; JOKYMEHTHI 00 UTOrax arTecTaiuu (3asBiieHHE,
aTTECTAIlMOHHBIN JIUCT;

IPUKa3bl UM KCEPOKOIMH MPUKA30B [0 UTOTaM aTTeCTALMU WM BBIITUCKA U3
npuKasa);

JIMCT MOOIIPEHUH 1 B3bICKAHHI; KCEPOKOIMHUHU MOYETHBIX IPaMOT U
0J1arogapCTBEHHBIX MTUCEM, 3aBEPEHHBIC MT€YaThI0 U TOAMUCHIO OTBETCTBEHHOTO
JIN1LIA;

KCCPOKOIIMHU JOKYMCHTOB O IMOBBINICHUH KBaJ'H/I(l)I/IKaLII/II/I, O IIepCIIoaATrOTOBKCE,
3aBCPCHHBIC MIE€YATHIO U MMOAIINCHIO OTBETCTBCHHOTI'O JIMIIA,



KCEPOKOIHHU JOKYMEHTOB 00 M3MEHEHUU aHKETHBIX OMOTpaPUIecKuX TaHHBIX
(HampuMep: KOTUS CBHIECTEILCTBA O Opake, 3MEHEHUU (HaMUJTUH H T. 11.).

3.2. JluunHoe neno neaaroroB u coTpyaaukoB JIOY Bemercs B TeUEHUE BCETO
nepro/ia paboThl KAKIOTO MeJarora 1 COTpyJIHHUKAa B 00pa30oBaTEIIbHOM
YUPEKICHUH.

3.3. Benenue nuyHOrO Aena npeaycMaTpuBacT:

IMOMCHICHUC JOKYMCHTOB, ITOMJICKAIINX XPAHCHUIO B COCTABC JIMYHBIX ACJI, B
XPOHOJIOTHYCCKOM IIOPAOKE,

€KETOTHYIO POBEPKY COCTOSHUS JIUYHOTO JEJIA IEAAroroB U COTpyAHUKOB JIOY
Ha [IpeaMeT COXPAHHOCTH BKJIFOYEHHBIX B HETO JJOKYMEHTOB U CBOEBPEMEHHOE
3aIl0JIHEHUE.

3.4. JIokyMEeHTHI B IMYHOM JIeJIe TIOJIISKAT OMUCH, KOTOpast XPAHUTCSI B COCTABE
JIMYHOTIO Jena.

4. Ilopsiaok yyeTa U XpaHEeHH sl JIUYHBIX JIeJI MIearoros U corpyanukos 10Y

4.1. XpaHeHuE U y4eT JUYHBIX Ae] neaaroroB u cotpyanukoB JJOY. Iopsaok
y4eTa U XpaHEHUs JINYHBIX JIEJT TIe1aroroB u corpyauukos JJOY

DopMUPYIOTCS C LETBI0 OBICTPOTO U OE301TMO0YHOTO TTOUCKA JIMYHBIX JICI,
oOecreyeHus: UX COXpPAHHOCTH, a TaKke o0ecreyeHus: KOH(DUIEeHIUATbHOCTH
CBEACHUI, COJIEpKALINXCS B JOKYMEHTaX JMYHBIX A€, OT
HECAaHKIIMOHUPOBAHHOTO AOCTYyMA!

JInuHble Aena negaroroB ¥ COTPYIHUKOB XpaHATCA B celipe B marnke, a BHyTpU
nanku — no andasuty. JlocTyn K IMYHBIM J€JIaM Me1aroroB u corpyaHukoB JJOY
MMEIOT TONBbKO 3aBeayronui J1OY. JInunslie nena megaroroB U COTPYIHUKOB
JOY, nMeromux rocy1apCTBEHHbBIE 3BaHUS, IPEMUU, HArpaJibl, yY€HBIE CTETICHU U
3BaHUs, XPAHATCA MMOCTOSIHHO, & OCTAJIbHBIX COTPYJIHUKOB — 75 JIET ¢ roja
YBOJIbHEHUS paOOTHUKA (B COOTBETCTBUU C [lepeuHeM THUITOBBIX yNpaBIeHYECKUX
JIOKYMEHTOB).

4.2. B nuuHble 1e7a HE JOJKHBI BXOAUTH JOKYMEHTHI BTOPOCTENEHHOTO
XapakTepa, UMerole BpeMeHHbIe (10 10 1eT BKIIOYUTENbHO) CPOKU XPAHEHUSL.

4.3. CoaeprkaHue JIMUHBIX JIeJI paHee MPUHSITHIX PAOOTHUKOB MOXKET HE
COOTBETCTBOBATH II.

4.4. 3aBeayromuii, MpUHUMAS OT paOOTHHKA KCEPOKOTUHU TOKYMEHTOB, JTMYHBIN
JIMCTOK TI0 YY€TY KaJIpOB, IOJDKECH MMPOBEPUTH IMOJTHOTY €0 3aIOJTHEHUS U



AOCTOBCPHOCTDb YKA3aHHBIX CBCI[CHI/Iﬁ B COOTBCTCTBHH C IIPCABABIICHHBIMHA
OpUTHHAJIAMH JOKYMCHTOB U CJACJIATh COOTBCTCTBYIOIIYIO 3allMCh B aHKCTC.

4.5. COo0p 1 BHECEHHE B JIMYHBIE Jie)Ia 1eaaroroB U corpyaaukon JIOY cBenenumii
O YaCTHOM YKU3HU, MOJUTUYECKON U PEITUTUO3HON MPUHAJICKHOCTH 3alpeIacTcs.

4.6. JInuHOE JETI0 MOYKET OBITh BBIJJAHO B CICAYIOIIUX CIyYasX:
1o TpeboBaHUI0 pabOTHUKA JJIsT O3HAKOMJIeHHUs (Oe3 ITpaBa BEIHOCA);

HETOCPEJCTBEHHO PYKOBOJIUTEIIIO 1JIS O3HAKOMJICHHS C MaTepUaIaMu JTUYHOTO
Jiena;

4.7. CHTHE KONUI TOKYMEHTOB, XPaHAIIUXCS B JIMYHOM J€JIE, IPOU3BOIUTCS
TOJIBKO C MUCbMEHHOTO pa3pelleHus: paboTHUKA.

5. HOpSII[OK BbIAA49H JIMYHBIX JCJI BO BPCMCHHOC I10JIb30BAHUC

5.1. Bolgaua mMuHBIX €71 (OTAETBHBIX TOKYMEHTOB B COCTAaBE JIMYHOTO JI€a) BO
BPEMEHHOE T0JIb30BaHUE MPOU3BOAUTCS € pa3penienus 3aseayrouiero JJOY no
3asIBJICHUIO PaOOTHUKA.

5.2. Pabota (03HaKOMJICHHUE) C JIMYHBIMU JIeTIaMH TIE€AaroroB u coTpyaHukoB JIOY
MIPOM3BOJUTCS B 3/JaHUU JOUIKOJIEHOTO 00pa30BaTeIbHOIO YUPEKICHUS B
NPUCYTCTBHUHM 3aBeaytoniero. B koHue pabodero AHs 3aBeyrouiuil o0s3aH
yOeIuThCS B TOM, UTO BCE JIMYHBIC JIeJ1a WM TOKYMEHTHI U3 JIMYHBIX JIe,
BbI/IaHHbIE BO BPEMEHHOE T0JIb30BaHUE, BO3BPALLEHBI HA MECTO XPAaHEHUS U €CTh
J1 HEOOXOIUMOCTD ISl IPUHATHUS MEP K UX BO3BPAILICHUIO HIIA PO3BICKY.

6. OTBETCTBEHHOCTH

6.1. Ilegaroru u corpyauuku JJOY o0s3aHb CBOEBPEMEHHO MPEICTABISAThH
3aBelyIOIIEeMY CBEACHUsI, 00 N3BMEHEHUH B IEPCOHANIbHBIX JAHHBIX, BKIIIOUEHHBIX B
COCTaB JINYHOTO JIENIA.

6.2. PabGortonateins (3aBeayromuii) 00eCeurnBaeT:
COXPAaHHOCTbH JIMYHBIX JIEJ IEAaroroB U cotpyanukos JJOVY;

KOH(DUICHIIMATIBHOCTh CBEJICHUH, COJIEP KAIINUXCS B TUYHBIX JIeTIaX MMe1aroroB u
cotpyaHukoB JIOY.

7. IlpaBa

7.1. Ins obecrieyeHust 3alIUThI IEPCOHATIBHBIX TaHHBIX, KOTOPHIE XPaHITCS B
JUYHBIX JIeJax nenaroroB u corpyanukoB JIOY, nenaroru u corpyaauku JJOY
UMEIOT IPABO:



[TomyunTs MOTHYIO HHPOPMALIMIO O CBOMX MEPCOHABHBIX JAHHBIX U 00paboOTKe
ITHX JIAHHBIX;

INOJIYUIUTD CBO6OI[HBII>1 AOCTYII K CBOUM IICPCOHAJIBHBIM JIaHHBIM,

IMMOJIYUYHTD KOIIMH, XPAHAIIUCCA B JIMYHOM JCJIC U COACPKAINC IICPCOHAJILHBIC
JaHHBIC.

TpeboBaTh UCKIIIOUEHUS WM UCTIPABIECHUS] HEBEPHBIX WJIM HEMOJIHBIX
NEPCOHANIBHBIX JAaHHBIX pabd0OTOATENh UMEET IIPABO:

oOpabaTeiBaTh TMEPCOHANIbHBIC JaHHBIC TIe1aroroB U coTpyaHukoB JIOY, B Tom
YUCJIE U Ha JIEKTPOHHBIX HOCUTEIIAX;

3aMpPOCUTH OT MEJAroroB U coTpyaHUKoOB JJOY Bcro HE0OX0IUMYI0 HHPOPMALIUIO.



