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IMonoxenne
O MOpsiiKe BeJleHHs1 H XpaHEeHHsl JIHYHBIX /€1 paGOTHHKOB
MBY IO «I'opoanmenckas gerckasi MKoJIa HCKYCCTB»

1. O6mue nosoxenus
1.1. Hacrosimee Ilonoxenue ycranapiusaeT IOPSAZOK BEIEHMs, ydeTa U XpaHEHHUs
IMYHOTO JieNla paboTHHUKA 06pa3oBaTeNbHONO YIpex/IeHus (1ajlee - THIHOE Jie0), y4eT u
XPaHCHHE JTMYHBIX [IeNT B 00pa30BaTeNbHOM YUpekKJeHHUH.

1.2. Jluu"oe geno - OCHOBHOIM JAOKYMEHT ME€PCOHAJIBHOIO Yy4eTa, COACpKallHii
HauboJee TIONHBIE CBEJEHUS O paboTHMKE O00pa30BATENBHOTO YUPEKIEHHS H €ro
CIyXeOHOH gedrensHOCTH. B nuunoe JIEJIO BHOCSITCSL CBEJIEHUS, CBSI3aHHBIE C
[IOCTYIUIEHNEM Ha paboOTy W YBOJIbHEHUEM.

1.3. Ceenenusi, colepxKalgecs B JINYHOM nee, OTHOCSTCS K
KOH(DHIEHIMATBHOM MH()OPMAINH, MMEIOT OrpaHUYeHHBIH IOCTYN W pasTjalleHuI0 He
[IOJIJTEKAT.

1.4. JInunoe neno Besmercs B TeueHue Beero neprona paboTsl paboTHUKA.

1.5. Bemenve HeCKONBKHX JIMYHEIX A€l OJHOrO pabOTHHKA 00pa30BaTEILHOIO
YUPEXKIEHUS HE TOIMyCKaeTCs.

2. IlepevyeHn NOKYMEHTOB, BXOASIIHX B JHIHOE €10
2.1. B uM4HOe [eno  BKIIOYAIOTCS TOKYMEHTBI,  3aKpeIuisonme  (axThl
HOCTYIJICHVS TpaX/JaHUHa Ha paboTy B  0Opa3oBaTENBHOE YUpEXICHHE, YPOBEHb
IPOdeCCHOHATEHOTO 00pasoBansl, GUKCHPYIONIUE YPOBEHb MHUCLHUILTHHDI paboTHHKA, U
APYTUE NOKYMEHTEI, OTPaXKarolilie pe3yIbTaThl IPAKTUUECKOH IesITebHOCTH.

2.2. JluynHoe nemo COACPXKUT CIIEAYIOLINE TOKYMEHTHI:

OIINCh TOKYMEHTOB, HAXOMALIMXCS B THYHOM JeIe;

JIAYHBIA JIUCTOK 10 yY€eTy KaJpOB;

aBTOOHOTrpadus;

KOMHY TOKYMEHTOB 00 00pa3oBaHuu;

KOITMH TOKYMEHTOB O KBATU(MMKAIINK WK HATMYMH ClIIIMATbHBIX 3HAHUI,
THYHAas KapTouka (dopma-T2);

TPYJAOBOM JOTOBOD;

JIMHOE 3asBJI€HUE O IIOCTYIUICHHH Ha paboTy;

KOTMHA ITactiopTa Wik UHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO THYHOCTH,
KOTHs CTPaxoBOI'0 CBUETENLCTBA NEHCHOHHOTO CTPAXOBAHMSL,

KOIUS HIEHTU(DUKAITHOHHOIO HOMepa HaJIOTOILIATE bIIHMKA;



¢ KOmusA JOKYMEHTa BOMHCKOIO yueTa (111 BOEHHOOOS3aHHbBIX THII)

¢ KOS CBHIETENIBCTBA O IIPOXOAICHHUH KYPCOBOM IO OTOBKH:

KONUS yNOCTOBEPEHHs (CBMIETEIbCTBA) O MPOXOKICHHM KVPCOB. JKCIIEpPTHHE
3aKITIOYEHUS;

KOITUM aTTECTAlMOHHBIX JIUCTOB;

KONHS CBUIETEIBCTBA O Opake;

KOITUsl CBUIETEBCTBA O POXKIEHHUH [IETEH;

KOIHMH JOKYMEHTOB O HarpakIeHHUH;

CTIpaBKa O HAJTMYHH WIIA OTCYTCTBHH CYIUMOCTH

ApyIrie TOKYMEHTBI, OTpaXkarolIue pe3yJbTaThl MPAKTHYECKOM AeITEIbHOCTH.

2.3. Bce TOKyMEHTHI THYHOTO Jea ITO/AIIXBAIOTCS B MAIKYy.

2.4. Bce M3MCHEHHS B YYeTHBIX [aHHBIX paboTHUKAa 00pa30BaTEILHOTO YUPEKICHUSA
oTpaxarorcs B popme T-2.

3. Ilopsinok o3HaKOMIIEHHS! PaGOTHHKOB 06Pa30BATENLHOIO y4peKIeHHs
C JIMYHBIMH AeJIaMH
3.1. PaGoTHHK 06pa3oBaTeNbHOrO YUpERAEHNS 3HAKOMUTCS CO CBOMM JINYHEIM JIEJIOM He
peXe oxHOrO pasaB roa. MarepHansl JHYHOTO Je€Na IMPEeAOCTAaBISIOTCS s
O3HaKOMJICHHS TakXe IO €ero mpock0e W B HHBIX CIy4asX, MOpeIyCMOTPEHHBIX
3aKOHOaTeIbCTBOM Pocculickoit Denpeparnuu.

3.2. Kpyr mmu, pomyckaemsx k paGoTe ¢ JOKYMEHTAMH JIMYHBIX JeJl pabOTHHKOB
00pa30BaTeNbHOTO  YUPEXKIEHHUS, OIpeeseTcs pyKoBoguTeNeM 00pa3oBaTEIbHOTO
YYPEKACHUS.

3.3. Ha JINIO, MOJIy4YUBIIIEE JIUYHOE EII0 AJIs1 O3HAKOMIJICHHUS, BO3JIaracTcs 1nepCoOHaIbHAsA
OTBCTCTBEHHOCTE 34 €TI0 COXPaHHOCTL.

3.4Ilpu pabore ¢ IMYHBIM ACNOM, BBIJAHHBIM JUIsI O3HAKOMIICHHS, 3alpelaeTcs
[IPOM3BOANTE KaKHe-TM00 HCHpaBIeHHs B paHee CASNIAHHBIX 3allUCSIX, BHOCHTH B HETO
HOBBI€ 3aIIUCH, U3BJIEKATh U3 JMYHOIO JeJla UMEIONIUECS TaM JOKYMEHTHI UK TOMEIATh
B HEI'O HOBBIC, a TAKKe pasrialarh CoAepxKalinecs B HeM KOH(UIeHIHANEHbIE CBECHHS.

4. Yder u XpaHeHHe JJHYHBIX A€
4.1. JluyHble nema YYUTHIBAIOTCH M XpaHATCS KaK JOKYMEHTHI Il CIIy)KeOHOTo
ITOJIb30BaHHUS.

4.2. JIuunsle nena XPaHATCS B CIELMATBHO BBIJIEICHHOM IS 3THX LE€JIEW METAIUINYECKOM
celde.

4.3. JIuunsle nena na pabOTHHKOB 06Pa30BATENIBHOTO YUPEXKICHUS XPAHSATCS OTAEJIBHO OT
JINYHBIX JIEJ]T YBOJICHHBIX.

4.4.  Jlnunere nera mearoros i paGOTHUKOB LIKOMbL, AMEIOLIUX rocyaapCTBEHHbBIE
3BaHKsd, NPEeMHH, HArpanabl, y4eHble CTENCHH W 3BAHUS, XPAHIATCH 75 ner ¢ roxa
YBOJIbHEHHS paOOTHUKA.
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