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0 MOPHAAKE BEACHUS JUIHBIX I€JI paﬁoTHI/IKOB

1. O0mue mo10:xKeHAS

1.1. Hacrosuiee [lonoxenue o mnopsake BEACHUsI JMYHBIX J€J paOOTHUKOB OpraHU3alllH,
OCYILIECTBISIONIEH  00pa3oBaTeNbHYIO JAEATENbHOCTh, pa3pabOoTaHO B  COOTBETCTBHHU C
®enepanpHbM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccuiickoit deneparum»
¢ u3MeHeHHsiMU OT 25 nexabps 2023 roma, denepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEPCOHANBHBIX JAHHBIX» € U3MeHeHusMu oT 6 ¢espans 2023 roga, Ykasom IlpesuneHra ot
30.05.2005 Ne 609 «O06 yrBepxxaeHuu [lookeHHst O MEPCOHANBHBIX AAHHBIX TOCYAAPCTBEHHOTO
cnyxaniero Pocculickonn denepanuu M BEEHUN €ro JIMYHOTO Aena» ee, TpynoBeiM Komexcom
Poccuiickoit ®@enepanun, Ycraom MOY «Bonomapckas CpefHss IIKOJa», OCYIIECTBISIOLIEH
00pa3oBaTeNbHYIO JEATeTbHOCTb.

1.2. [dannoe IlonmoxeHue ompenenser MNOPANOK BEACHHUA JMYHBIX JEN IEeJaroroB U HWHBIX
COTPYIHUKOB U paOOTHUKOB IIKOJIbI, ONMpEeseT NOpsAA0K (pOpMUpPOBaHUS, YUe€Ta U XpaHEHMS,
BBIJIaUM JIMYHBIX JIEJI BO BPEMEHHOE I10JIb30BaHKE, a TAKXKE OTBETCTBEHHOCTb, IpaBa paOOTHUKOB U
JTUPEKTOpa 00pa3oBaTeIbHON OpraHU3alliH.

1.3. Hacrosiee IlonoxeHnue yrBepkaaercsl MIPUKa30M IO LIKOJIE U SBIsSETCS 00s3aTeIbHBIM JUIS
BCEX KaTeropuii MeAarorn4eckux u APyrux COTPYAHUKOB IIKOJIBI.

1.4. Benenue nuuHBIX J1€1 NEAAroroB M COTPYAHMKOB ILIKOJIBI BO3JIaraeTcs Ha CIEHUAIUCTA IO
KaJlpaM OpraHu3allii, OCYIIECTBISIONIeH 00pa30BaTENbHYIO AESITENbHOCTD.

1.5. JInuHoe €710 — OCHOBHOM JOKYMEHT MEepPCOHAIBLHOIO y4eTa, CoJepKalluii Haubosee MoyiHble
CBEICHUsI 0 pabOTHHKE 00pa30BaTEeNbHON OpraHU3allii U €ro TPYIOBOM AesTenbHOCTH. B muuHoe
JIeJI0 BHOCSATCS CBEJICHHsI, CBA3aHHBIE C MOCTYIICHHEM Ha paboTy U YBOJIbHEHUEM.

1.6. CBenenus, conepKamuecsi B JIMYHOM JieJie, OTHOCATCS K KOH(pHUICHINAIBHOW HH(OpMAIIHH,
MMEIOT OTPAaHMUYEHHBINA JOCTYII U PA3TJIAIICHUIO HE TIOJIEKAaT.

1.7. JIluunoe nenmo BeAETCs B TEUCHHE BCETO MEproia paboThl pabOTHHKA.

1.8. Benenue HECKONBKHX JIMYHBIX J€Jl OJHOTO pabOTHHMKA OOpa3oBaTENbHOW OpraHM3alUU He
JIOTTYCKaETCsl.



2. Ilopsinok popMUpOBaHMS JIUYHBIX JeJI COTPYAHUKOB
2.1. ®opmupoBaHHE JMYHOTO JieJla TENaroroB H COTPYAHHMKOB 00IIe00pa3oBaTeIbHOM
OpraHu3ali IPOM3BOJUTCS HENOCPEACTBEHHO Iociie IpueMa B 00I1e00pa30BaTesIbHYIO
OpraHu3allMi0 WIM T[EpPeBOAa IEJaroroB M COTPYAHMKOB W3 JApPYroi o0pa3zoBaTeiabHOMN
OpraHu3aLMH.
2.2. B coOTBETCTBUM C HOPMATUBHBIMU JOKYMEHTaMU B JIMYHBIE JI€J1a IEAAroroB U COTPYIHUKOB
OpraHu3allK, OCYIIECTBIIOMEH 00pa30BaTENbHYIO AEATENbHOCTh, BKJIAbIBAIOTCS CIELYIOLIUE
JIOKYMEHTBI:
s nedazoeos:
* 3asgBJICHHE O NMpUEME Ha PaboTy;
*  3asBJICHME O COIVIACHM Ha 00pabOTKY NEPCOHAIbHBIX JAHHBIX I1€1arora;
* CIpaBKa O HAIWYHUH (OTCYTCTBUU) CYAUMOCTH U (MJH) (aKTa YrOJIOBHOTO MPECIICOBAHHUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;
* aBToOHMOrpadus;
*  KONMs [aCHOpTa WM MHOTO JOKYMEHTA, YJJOCTOBEPSIOIIErO JINYHOCTD;
*  KOIHA CTPAXOBOI'O CBUJETENLCTBA IEHCHOHHOTO CTPaXOBaHU;
*  KONMs UIAEHTU(UKALMOHHOI'O HOMEpPa HAJIOTOIIaTeNbIIUKA;
*  KOIHA JOKYMEHTa BOMHCKOI'O yuyeTa ([Isl BOEHHOOOS3aHHbIX);
*  KONMs CBUJETENbCTBA O 3aKJII0UYEHUH Opaka (IIpy HAJIMYUK);
*  KOIHS CBUJETENIbCTBA O POXKIACHUM JIeTeH (IIPH HAJIUYUN);
*  KONMH JOKYMEHTOB 00 00pa3oBaHuy;
*  KONHH JOKYMEHTOB O KBATH()HUKALMHU WM HATWYHE CIICIUATBHBIX 3HAaHUH (IIpY HAJTUYWN);
*  KONMHM aTTECTALlMOHHBIX JIUCTOB (IPU HAJIMYUK);
*  KOIHHU JOKYMEHTOB O HarpaxJeHuu (Mpu HATUYHH);
*  XapaKTepUCTHUKH, PEKOMEHIaTeIbHble MUChMa (IIPU HAJIMYUN);
* IIpUKa3 O pueMe Ha padoTy;
* IPUKa3 O EepPeBOie Ha MHYIO IOJDKHOCTD (IIPU HAJIMYUK);
*  JIOJDKHOCTHAsi MHCTPYKUMS (JIOJPKHOCTHBIE MHCTPYKLMHM C MOMEHTAa Ha3HAYeHHUs Ha Bce
JOJDKHOCTH ),
* TpPYyIOBOH J0roBop (C MOCIEAYIOUIMM BKJIIOYEHHEM JONOJHUTENbHBIX COTJAIlEHUN K
TPYJIOBOMY JIOTOBODY);
*  TPYIOBYIO KHUXKKY;
*  MEIULUHCKYIO KHUXKKY.
s pabomuukos:
* 3asBJICHME O IIpUEME Ha PaboTYy;
*  3asBJICHHE O COTJIACHHU Ha 00pabOTKY MEPCOHANBHBIX JIAaHHBIX ME/1arora;
* CHpaBKa O HAIMYUM (OTCYTCTBHM) CYIUMOCTH U (WiIK) (haKkTa yrojlOBHOTO Ipecie0BaHus,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA;
* aBTOOMOrpadus;
*  KOIHA MacnopTa WM UHOTO JOKYMEHTA, YAOCTOBEPSIOIIEr0 JUUHOCTD;
*  KONMS CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;
*  KOMNHUA UACHTU(PHUKAITMOHHOTO HOMEpPA HAJOTOIIATEeNbIINKA;
*  KONMs JOKYMEHTa BOMHCKOTO yueTa (1711 BOEHHOOOS3aHHBIX ),
*  KOIHUS CBUJETENIbCTBA O 3aKJII0YEHUU Opaka (IIpyU HAIUYUK);
*  KONMs CBUJETEIHCTBA O POXKICHUHU JeTeH (IIpU HAINYHHN);
* KONHWU JOKYMEHTOB 00 00pa3oBaHuUU;
*  KONHHM JOKYMEHTOB O HarpaxJaeHuH (IIpU HAJTUYHN);
*  XapaKTepUCTHKH, PEKOMEHIaTeIbHbIE MHChMa (ITPHU HATNYHN );
* TpHUKa3 o Mpueme Ha padory;
* IpPHUKa3 O MepeBo/ie Ha MHYIO JOJKHOCTH (MpU HAJIUYHH);



* JOJDKHOCTHAsl MHCTPYKLMS (IOJKHOCTHBIE MHCTPYKLMU C MOMEHTA Ha3HAuYEHUS Ha BCE
JOJKHOCTH),

* TpPYyIOBOH J0roBop (C MOCIENYIOIIMM BKIIOUEHHUEM JONOJHUTENbHBIX COTJIAIIEHUN K
TPYAOBOMY JIOTOBODY);

*  TPYIOBYIO KHIXKY;

*  MEIULUHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

* TPYIOBOH JAOrOBOP B JIBYX JK3EMIULIpax;

* TpuUKa3 o mpueMe Ha paboTy (0 mepeMeIIeHu Ha APYTHe JOKHOCTH);

* JMYHYIO KapTouky Ne T-2;

*  JOJUKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3naxomum:

* C HOPMAaTUBHO-TIPaBOBBIMU JOKyMeHTamMHu MIKojibl (YcraBoMm, IlpaBunamu TpynoBoro
pacropsiika 1 Jp. JIOKQJIbHbIMU aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTaXX II0 OXpaHE Tpyda, HHCTPYKTaX IIO
IIPOTUBONOXKApHOI 0€3011aCHOCTH.

2.4. llepsuuHoe oopMIIeHHE JIUYHOTO JeJ1a IPeyCMaTpUBaeT:

* IIPUCBOCHME JMYHOMY /€]y HOMEpPA COIJIaCHO JKypHAJy y4eTa JIMYHBIX AeJ (IPUIOKEHHE
Ne 1);

* IPOCTaBJIEHUE Ha O0JIOKKE JMYHOTO Jiena (mpuinoxeHue Ne 2) ciieqyromux peKBU3UTOB:
UHJAEKC Jena (B COOTBETCTBUM C HOMEHKIATYpod jen  obuieoOpa3zoBaTeiabHOM
OpraHM3aliy; II0JIHO€ HAaUMEHOBaHUE O00I11e00pa30BaTEeIbHON OpraHu3aluu; HOMEp
JMYHOTO Aena; GpaMuinsg UMsl OTYECTBO paOOTHHKA B MMEHUTEIBHOM IMaJeKe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEJACHUS JI€J1a; KOJIMYECTBO JINCTOB; CPOK XPAHEHMUS;

* IIOMEIIEHHE JOKYMEHTOB, MOJJIEKAIIUX XPAaHECHUID B COCTaBE JIMYHBIX JI€l, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB Jena (npuioxenue Ne 3);

JTUYHBIA JTUCTOK TIO YYETY KaapoB (mpuitoskeHust Ne 6);

3asBJICHHME O IIpUEME Ha PaboTYy;

MIpHUKa3 O pueme Ha paboTy;

TPYAOBOM JOTOBOpP;

JIOTOBOP O TOJHOW MAaTepuaJbHOM OTBETCTBEHHOCTH (€CiM pabOTHUK —
MaTepHalbHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U PEKOMEH1aTeNbHbIE MHChMA;

corylacie Ha 00paboTKy NMepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEILIEHHBIX B JIMYHOE J€JI0, MOJIekKAT HyMEepalllu.

2.6. C nenbio obecrieyeHust HaJuIekKale COXpaHHOCTH JIMYHOTO Jiejla MEeIaroroB U COTPyIHUKOB
o01ieo0pa3oBarenbHOW OpraHu3alMM W yA0OCTBa B OOpalleHWH C HUM Npu (GOPMHUPOBAHUU
JOKYMEHThl TMOMEIIAIOTCA B OTHENbHYIO MNanky. Ilpum yBogbHEeHMM pabOOTHHKA MPOIIMBAIOTCS
HUTKaMU U CIal0TCS B apXUB.

2.7. BHyTpeHHs OMCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM JEJIE, TOJKHA CONEP)KAaTh CBEICHUS
O TMOPSAJKOBBIX HOMEpax, HAaUMEHOBAHMSX JOKYMEHTOB Jiejla, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOUEHUSI JOKYMEHTOB B JINYHOE JEJIO U U3BATHS U3 JIeJa, a TAKKE KEM U3BAT NOKYMEHT U II0
KaKOH IPpUYNHE.

2.8. BHyTpeHHs ONHUCH COCTaBIseTCS Ha OTIACIBHOM JIMUCTE MO YCTAaHOBIEHHOM (opme. JIMCThI
BHYTpPEHHEH OMUCU HYMEPYIOTCS OT/IEIbHO.

2.9. Ilpu noAroToBKe JMYHBIX /€] K NEpeJade Ha XpaHEHWE K BHYTPEHHEH ONMCH COCTaBIISETCS
UTOrOBAasl 3aIlKCh, B KOTOPOIl yKa3bIBaeTcs HUPpaMy U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.
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3. Tlopsinok BeaeHusl JIMYHBIX JieJ TMeAaroroB W COTPYAHUKOB OpPraHU3aluu,
OCyLIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh
3.1. JluuHoe neno memaroroB U COTPYAHUKOB 00I11€00pa30BaTEIbHOM OpraHu3alliu BEICTCS B
TEYEHHE BCEro Imnepuoja padoThl KakIOro Ieaarora W COTpyAHHKA B 00IIe00pa3oBaTelbHON
OpraHH3aIliH.
3.2. JlanpHelee BeACHUE JUYHOTO Jieja IEIaroroB M COTPYIHUKOB 00IIe00pa3oBaTEIbHOM
OpraHM3aly MPeIyCMAaTPUBACT MOMEIIECHHUE B JIEJI0 JOKYMEHTOB, OOpa3ylolIuxcs B IpoIecce
paboueii IesSTeNbHOCTH U UMEIOLIUX 3HAYEHUE JIJIsl TPYIOBBIX OTHOIIICHUH:

*  JIOTIOJHEHHE K TUYHOMY JIMCTKY IO YYETYy KaJIpOB;

*  JIOTIOJHUTEJIbHBIE COTJIAIIEHUS K TPYAOBOMY JOTOBOPY;

* KOIWU TPUKA30B MO JHUYHOMY COCTaBY, KOTOPBIC KACAIOTCSl IEJAaroroB U COTPYIHHUKOB

o01ieo0pa3oBaTenbHONU OpraHu3alluy;
* OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TeJarore W COTPyAHHKE 0O0Ieo0pa3oBaTeIbHOM
OpraHu3aluiy;

*  KOIUU JOKYMEHTOB O MOBHIIICHUN KBATU(UKAIINN;

*  KOIHUU CepTU(]UKATOB, TPaAMOT;

*  JIUCT — 3aBEPUTEIb Jelia (COCTABJISIOT IPH ClIadye JIMIHOTO JIeNIa B apXUB);

*  UHBIC JOKYMEHTHI.
3.3. B memsax oOecriedeHHss KOHTPOJS 3a COXPAHHOCTBIO W aKTYaJIbHOCTBHIO JIMYHBIX JEN B
o01ieo0pa3oBaTeIbHONM OpraHU3aluu €XeroJHo (He mo3aHee | kBapTama roja, CIEIYyIOIIEro 3a
OTYETHBIM) TIPOU3BOAMUTCS MTPOBEPKA WX HATTUYHS U COCTOSTHUSI.
3.4. ExxerogHyo MpoOBEPKY COCTOSIHHS JIMYHBIX JEN Ha MpeIMEeT COXPAaHHOCTH BKIIIOUEHHBIX B
HEro JIOKYMEHTOB IIPOBOJUT CICIUATBHO co3MaHHas Komuccus. O TPOBEACHHBIX MPOBEPKaX
JIeNIaeTCcsl OTMETKA B JIUCTE O PEe3yNibTaTaxX €KEroJHOW MPOBEPKU COCTOSHUSA U HAJIHUUs JTUYHOTO
nena (mpunoxenne Ne 5) u cocTaBisieTcs akT. Pe3yabTaThl MPOBEPKH JTMYHBIX JIENT B 0053aTEIIEHOM
MOPSAZIKE JOBOJSATCS 10 IUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHU3alliH.

4. Tlopsigok y4éta M XpaHeHMsl JUYHBIX JieJ MeJaroroB M COTPYAHMKOB OpPraHU3alMH,
ocyllecTBJsIONIEH 00pa30BaTeIbHYIO 1eATeJIbHOCTD.

4.1. XpaHeHue M y4eT JUUYHBIX JeJ MeJaroroB U COTPYIHUKOB OpPraHU3aIlMH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JEATEIbHOCTh, OPTAaHU3YIOTCS C IETBI0 OBICTPOro M 0€30mMO0YHOr0 MOUCKa
JUYHBIX JeJ, oOecledeHHs MX COXPAHHOCTH, a TaKxke oOecrnedeHus KOH(UIACHIUAIbHOCTH
CBENIEHUI, COMIEPKANTUXCS B JIOKYMEHTAX JIMYHBIX €T, OT HECAHKIIMOHHPOBAHHOTO JIOCTYTIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B celie 001eo0pa3oBaTeIbHOW OpraHu3aIiHy.

4.3. TpynoBble U MEIULIMHCKHE KHUKKH XPAaHATCS OTIIENBbHO B ceilde.

4.4. locTyn K JUYHBIM JeJaM IeJaroroB U COTPYAHMKOB 0O0I1e00pa3oBaTeNbHON OpraHu3aluu
UMEIOT TOJBKO CEKpEeTaph, CIEMUAIUCT TI0 KaapaM, IUpeKTop o0I1eodpa3oBaTenbHOM
OpraHu3any JMOO 3aMeCTHTENM JAUPEKTOpa IpPU HUCIHOJIHEHUH OOS3aHHOCTEH JAMpeKTOpa
o011eo0pa3oBaTeabHON OpraHU3aIuy.

4.5. Cucremaruzauus JHMYHBIX JIe] T[€aroroB M COTPYJHHMKOB 001Ie00pazoBaTeIbHON
OpTaHU3aIMH TPOU3BOIUTCS B alI(paBUTHOM MOPSIIKE.

4.6. JInunble Aena MeJaroroB M COTPYTHHKOB 00IIE00pa30BaTeNbHONW OpPraHM3allud, UMEIOIINX
rOCYJapCTBEHHBIC 3BaHUs, IPEMUH, HATPaJIbl, YICHbIC CTETIEHH W 3BaHHS, XPAHATCS MOCTOSIHHO, &
OCTQJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa yBOJbHEHHUsI pabOTHHKA (B cooTBeTCcTBUU C [lepeunem
THUTIOBBIX YIIPABIEHUYECKUX TOKYMEHTOB).

5. Ilopsaaok BbIIAYM JIMUYHBIX /IeJ]1 BO BpeMEeHHOe M0JIb30BaHUe

5.1. Bpimaua nUYHBIX Jen (OTAENbHBIX JIOKYMEHTOB B COCTAaBE JIMYHOTO Jiejla) BO BPEMEHHOE
MOJTb30BaHUE TTPOU3BOIUTCS C pa3pelIeHUs TUPEKTOpa o0Ieo0pa3oBaTeIbHON OpraHU3alUH T10
3asIBJICHUIO COTPYIHUKA OpPraHU3alliH1, OCYIIECTBIISIONICH 00pa30BaTENbHYIO ACSITEITbHOCTD.

5.2. Pabora (o3HaKOMJIEHHWE) C JIMYHBIMHU JIeJJaMM  [€JaroroB M  COTPYIHUKOB
0011e00pa3oBaTeNbHON OpraHu3alliy MPOU3BOIUTCS B IPUEMHOM aupekTopa. B koHie padodero



THSI CeKpeTapb WIHM CHEeIMaIMCT MO Kaapam o0s3aHa yOenuThCsl B TOM, YTO BCE JIMUHBIC Jena,
BBIIAHHBIC BO BPEMEHHOE II0Jb30BAaHUE, BO3BpAIlCHBI HAa MECTO XPaHEHUS U €CThb JIU
HEOO0XOAUMOCTS JIJIsl IPUHATHUS Mep K UX BO3BPAIICHUIO WM PO3BICKY.

5.3. ®akT BbI1auM JIMYHOTO J1es1a GUKCUPYETCSl B KOHTPOJIBHOM JKypHAJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMUHOTO J€J1a IIPOU3BOAUTCS C pa3pelieHNus JUPEKTOpa
o01eo0pa3oBaTesIbHOM  OpraHu3aluu ¢ O(OPMIIEHHEM COOTBETCTBYIOLIEH 3amucu B TIpade
«[Ipumeuanue» BHyTpeHHeH onucH. [Ipn BpeMEHHOM U3BATHM JJOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTaMU COCEJHHMX JOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENb C YyKa3aHUEM JaThl U
IIPUYUH U3BATHUS C IOJIUCHIO JIMLA, BEIAABIIETO JOKYMEHT, U IIOANKCHIO JIULA, ITIOJTYYUBIIErO €ro
BO BPEMEHHOE I10JIb30BAHUE.

6. OdopmuileHne JJUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmienue JTUYHBIX A€ AJs Mepeadyd B apXUB MPOU3BOJUTCS CHEIMATMCTOM IO KaJapam
00111e00pa3oBaTeNIbHON OpraHu3aluy. JTa NpoLeaypa BKIYAET:

* IOALIMBKY (TIEpEIuIeT) ena;

* YTOYHEHHE HyMEpaluH JIUCTOB JIeNa;

*  COCTaBJIEHUE JIMcTa-3aBepuTels (mpuioxenue Ne 8);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIUIIEBOH OOJI0KKH J1ea.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJAINMCATH €ro0 COCTaBUTENb, IMPU STOM JIeJIaeTcs
pacmudpoBKa IODKHOCTH W TOJNKCH, MPOCTAaBIseTcs JnaTa. B mpomecce WMCIONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENIE JIENaI0TCsA COOTBETCTBYIOLIME OTMETKU. Ecnu aeno
MOJIIATO O€3 JHMCTa-3aBEPUTENS, TO €r0 CIEAYeT HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOXKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTyeTCSI:

* 00BEeIUHATh MHAWBUIYaJIbHBIE JIMYHbIE J€jla YBOJCHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(0ObEIMHEHHOE JIEI0) C TaKUM pacdyeTroMm, 4ToObl 00beM jena (ToMa) He mpesbiman 250
JMCTOB (ITyTe€M CIUMBKU MaTe€pHajoB MHAWBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHU);

* pacrmojiaraTh MaTepHallbl WHAWBUIYAIBHBIX NI B Tpejaeiax nena (Toma) B al(aBHTHOM
nopsiike (moaMuiIbHO), OTAENS MaTepUallbl, OTHOCSIIUECS K Pa3HbIM MHIUBUAYaIbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMWiInHM, UMEHH M OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO TeJarora M COTpyIJHHMKa 00lieo0pazoBaTeabHOM
OpraHu3aIiy,

* cHa0XaTh Kaxa0e OOBEJUHEHHOE JIeN0 (TOM) BHYTPEHHEH OIUCBhIO C MepeurciIeHUEM
dbamuuii, UIMEH W OTYECTB M YKa3aHHEM HOMEPOB CTPaHUI], B MpeesiaX KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. [lepenada TMUHBIX A€ B apXUB OCYIIECTBIIIETCS HE TIO3THEE TPEX JIET IMOCIIe 3aBEPIICHHS UX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpeaBaputensHo cekperapeM, CleHaTucToM
Mo KaJpaM TIPOBEpSETCS IOJHOTa W TPAaBHIBHOCTH TOJTOTOBKM JIMUHBIX JeJ K Iepenade.
BrblsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKHM YCTPAHSIOTCS CEKpeTapeM, CHEIMAIMCTOM IO Kajpam.
[lepenaua u mpreM MPOU3BOIATCS MO OTHUCH C MTPOCTAHOBKOW OTMETOK O HAJTMYUH JIMYHBIX JIET.
6.5. JInunble nena nefaroroB U COTPYIHUKOB 001e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbBIE
nenonpousBoacTBoM qo0 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 roma — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3zoBaTenbHON OpraHu3alii UMEIOT
MTOCTOSTHHBII CPOK XPaHEHUSI.

7. OTBEeTCTBEHHOCTDL

7.1. Tlemaroru W COTPYAHUKH OOIIE0OPa30BATENLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETAPIO WU CICIIHATUCTY 0 KaJpaM CBeJIeHUsT 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O J€ea.

7.2. PaboTtonmarens o0ecrneynBacT:



* COXpaHHOCTh JIMYHBIX [JeJl [EeJaroroB H  COTPYAHHKOB  00IIeo0pa3oBaTeNbHON
OpraHM3alvy,

*  KOH(QHIEHIMAJIHHOCTh CBEJCHHUN, COICPKALIMXCS B JIMYHBIX JIeNax IE€JaroroB M
COTPYJHUKOB.

8. [IpaBa paGoTonare/isi 1 padoTHUKA
8.1. Jlns obecnieueHHs 3alMTHl MEPCOHAIBHBIX JaHHBIX, KOTOPbIE XPaHATCA B JIMYHBIX Jellax
MEeIaroroB U COTPYJHHUKOB 00IIe00pa30BaTeIbHOW OpraHW3alMy, MEJAaroru W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIii KMCIOT MPABO:
*  TOJNYYHTH MOJHYIO WH(POPMAIHI0O O CBOMX IEPCOHAIBHBIX TAHHBIX U OOpabOTKE 3THX
JTAaHHBIX;
*  TOJYYHUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIHHBIM JIAHHBIM;
*  TOJYYHUTb KOIHUH JOKYMEHTOB, XpaHSIUECS B JUYHOM JIEJIe ¥ COAEpIKaINe EePCOHATIbHBIE
JIaHHBIE.
* TpebOoBaTh UCKIIOYCHHUS MIIM HCIIPABIICHHS HEBEPHBIX M HETIOJIHBIX MMEPCOHATIBHBIX JAHHBIX.
8.2. PabGoTonaTenp UMEET MpaBo:
* 0o0pabaTbIBaTh NMEepCOHAIBHBIC JAHHBIEC MEAArOrOB U COTPYIHHUKOB 00IIE00pa3oBaTeIbHON
OpraHu3aIiK, B TOM YKCIIC ¥ Ha 3JICKTPOHHBIX HOCUTEIISX;
* 3alpOCUTh OT MENAaroroB M COTPYJHHKOB 0OIIe00pa3oBaTENbHON OpraHU3aluu BCIO
HEOOXOMMYI0 MH(OPMAIIMIO JUIS BEACHUS JHMYHBIX JieJd U 00pabOTKH MEepPCOHAIBHBIX
JTAHHBIX.

9. 3ak/1I04YUTE/IbHBIEC 10JI0KEHUS

9.1. Hacrosiee [lonoxxenue o nmopsjike BeACHUS JUYHBIX /1€ PAOOTHUKOB SIBJISETCS JOKAJIbHBIM
HOpPMATHUBHBIM aKTOM, IPHHUMAaeTcsa Ha llemarornyeckoM CoBETE MIKOJIBI M yTBepkIaetrcs (Jmbo
BBOJIUTCS B JICHCTBHE) MPUKA30M JIUPEKTOPA OpraHU3alMK, OCYILECTBIIAIONIEH 00pa30BaTeIbHYIO
NESITENbHOCTD.

9.2. Bce u3MeHeHUs U JOIOJIHEHMs, BHOCHMble B Hacrtosiuee [lomoxenue, odopmisitorcs B
MUCBMEHHOW (QopME B COOTBETCTBUM JIEHCTBYIOIIMM 3aKOHOJATeslbCTBOM  Poccuiickoii
denepanuu.

9.3. Ilonoxenue o MOpsAKE BEAEHUS JUYHBIX 1€l paOOTHUKOB OOpa30BaTEIbHOW OpraHU3aluu
NPUHUMAeTCs Ha HeOoNpejaeieHHblH cpok. IM3meHenus wu pgononHeHuss Kk Ilomoxenuro
MPUHUMAIOTCS B TIOpsi/IKe, ipeaycMoTpenHoM 11.9.1. Hacrosmero [TomosxkeHus.

9.4. Tlocne npunstus IlonoxeHus (UaM HW3MEHEHMM W JOMOJHEHWH OTAEIbHBIX IYHKTOB H
pa3esioB) B HOBOM pefaKluy NpeablIylas peJakliis aBTOMaTUYeCKU yTPauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMEp HHE
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
COoTpyAHUKa | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIe1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

[Ipunoxxenne Ne2
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayada

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



[Tpunosxxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OCJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Ipunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHus




ITpunoxxenne No5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WU yXo0/1a

Ecim ne
OKOHYMJI, TO
C KaKoro
Kypca yIien

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTAECTE U MOXKETE OOBICHSITHCS, BIIIEETe CBOOOTHO)




10. Brimonusiemas pa0oTa ¢ Hauyana TPYAOBOW IeATENbHOCTH (BKIIOYas y4eOy B BBICHIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3al|K, IPEANPUATHS, a TAKXKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUS 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaibl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBI!, MOJTUTHYECKUH, aIMUHUCTPATUBHBIN, TEXHUYECKUN U T. 11.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 1O y4eTy KaJIpoB.

« » 202  rona




AHKETA

[Tpunoxxenne No7

K ITOJIOKCHHUIO O TOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJIa ¥ 10 KaKO¥ MpUYuHe)

2. OOpa3zoBaHme, y4yeHas CTENeHb (Korma |
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
auTuioMoB). CHeMaibHOCTh M KBATH(DHUKAIUS
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Bemonasiemasi paboTa ¢ Hadana TPYAOBOH EATENbHOCTH (BKIIIOUAsi BOCHHYIO CITy:KO0y U paboty

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

5. Bamm Onm3kue poJICTBEHHUKHU (3K€Ha, MYX, OTel], MaTh, OpaThsl, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMep TeaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHEIE CBENIEHUS, KOTOpBIE BhI jkemaere coodmuTh o cede

10. Ha xakoi1 ypoBeH»b 3apruiaTsl Bel paccunteiBaere?

« » 202  ronma

(IOMMKHOCTB OTBETCTBEHHOT'O 32 KaJIPOBBIN y4eT)

(moamucs)

(pactipoBKa MOITHCH)




[Mpunoxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacuidpoBKa MOAHCH)

« » 202  ronma
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