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MVYHUITUITAJIBHOE BIOJDKETHOE OBIITEOBPA3OBATEJIBHOE
YYPEXJAEHUE
«JUKYT'YPTUHCKASA CPEJAHAA IKOJIA
UMEHU AAYPY BAAYJAOBHUYA UEPATIMOBA»

IHonoxenue
0 MOPSA/IKe BeJIeHU JUUYHBIX JeJ1 PA0OTHUKOB

1. O01ue moJI0:KeHus

1.1. Hactosimee IlonoxxeHue o mOpsSAKE BEIEHUS JUYHBIX Jel PaOOTHUKOB OpraHU3aIlHH,
OCYIIECTBIISIONMIEH  0Opa30BaTENbHYIO  JEATEIBHOCTh, pa3pabOTaHO B  COOTBETCTBUH C
®denepanpubiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deaepanum»
¢ mMeHeHussMH Ha 30 nexabps 2021 roma, denepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JaHHBIX» C W3MeHeHusMu Ha 2 wuions 2021 roma, Ykaszom I[lpesuwmenra ot
30.05.2005 Ne 609 «O6 yrBepxaeauu [1omoxxeHus 0 MepCOHAIBHBIX JaHHBIX TOCYAaPCTBEHHOTO
cinyxkamero Poccuiickoii @enepaunu ¥ BEAECHWM €ro JIMYHOTO Jnena», TpynoBsiM Koaexkcom
Poccuiickoit ®enepannu, KouieKTUBHBIM AOTOBOPOM, Y CTaBOM OPraHU3alliu, OCYIIECTBIISIIOIEH
00pa3zoBaTeNbHYIO JEATEIHLHOCTD.

1.2. Jlannoe IlosnoxeHune omnpenenser MNOPSAOK BEICHHS JUYHBIX J€1 TEJaroroB M HWHBIX
COTPYIHUKOB YW PAOOTHUKOB IIKOJIbI, OMIPEACISACT MOPSAOK (OPMHUpPOBAHUs, ydeTa W XpaHCHHS,
BBIJIA4H JIMYHBIX JIEJT BO BPEMEHHOE I0JIb30BaHUE, & TAK)KE OTBETCTBEHHOCTD, ITPaBa PpAOOTHUKOB U
JTUPEKTOPa 00pa30BaTEIHFHOM OpPraHU3aIUH.

1.3. Hacrosmmee ITosoxeHnue yrBepKaaeTcsl MPUKA30M 10 IIIKOJIC U SBISIETCS 00sS3aTEIbHBIM IS
BCEX KaTerOPHH Me1arornyeCKuX 1 APYruX COTPYAHUKOB IIKOJIBI.

1.4. Benenve NUYHBIX I MEIArorOB W COTPYIHHMKOB IIIKOJIBI BO3JIAracTCs Ha CICIHAINCTA I10
KaJipaM OpraHu3aIliuH, OCYIIECTBIISIONIEH 00pa30BaTeIbHYIO ACSITEIIBHOCTD.

1.5. JIuunoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBLHOTO yueTa, cojepxaiiuidi Hanboee MOoJHbIe
cBeZieHHs 0 pabOTHHKE 00pa30BaTEIbHOM OpraHU3aIlMi U €T0 TPYIOBOM JesSTeNbHOCTH. B muuHoe
JIeNI0 BHOCATCS CBEJICHUS, CBSI3aHHBIE C MOCTYIUICHHEM Ha paboTy U YBOJIbHEHHEM.

1.6. Cenenusi, cojepKaIriiecss B JIMYHOM JIeNe, OTHOCATCA K KOH(PpHIACHIIMATIbHOW MH(POPMAIINH,
HMMEIOT OTPaHUYEHHBIN JOCTYII U Pa3ralIeHUIO He MOIJIexKaT.

1.7. JIuunoe neno BeAETCsS B TEYCHHUE BCETO MEepHo/ia paboThl paOOTHHKA.

1.8. BeneHue HECKONBKHMX JHYHBIX JIe] OJHOTO pabOTHHUKA 0Opa3oBaTeNbHOM OpraHu3aliu He
JIOTTYCKAETCS.

2. ITopsanok popMupOBaAHMSA JHMYHBIX eI COTPYAHHNKOB

2.1. ®opmupoBaHHME JIMYHOTO JieJla TEJaroroB M COTPYAHHUKOB 001Ie00pa3zoBaTeIbHOMN
OpraHu3allii MPOM3BOJUTCS HEMOCPEACTBEHHO TMociie TMpHeMa B 00I1e00pa3oBaTelbHyIO
OpraHu3allii0 WIM T[epeBoJa INeJaroroB M COTPYAHMKOB M3 JpYyroi oOpa3oBaTeiabHOM
OpraHu3aluu.

2.2. B cooTBETCTBUM ¢ HOPMAaTUBHBIMHU JIOKYMEHTaMU B JIMYHBIE JI€a MEIAaroroB U COTPYIHUKOB
OpraHu3alluM, OCYIIECTBIIAIONIEH 00pa30BaTeNbHYIO0 AEATENILHOCTD, BKJIAJBIBAIOTCS CIIEIYIOLINE
JOKYMEHTBI:



s nedazcoeos:

3asBIICHHE O MpHEeMe Ha padoTy;

3asBJICHUE O COTJIACHH Ha 00pa0OTKY MEPCOHATBHBIX JaHHBIX MEarora;

CIIpaBKa O HAJM4YHU (OTCYTCTBUH) CYIUMOCTH M (WJM) (paKTa YroJOBHOTO MPECIICAOBAHMUS,
BBIJJAHHOT'O COOTBETCTBYIOLIUM OpPraHOM IIPaBONOPSAKa,;

aBTOOHOTpadus;

KOIKS NAcIOpTa UM UHOTO JOKYMEHTA, YI0CTOBEPSIOLIETO JIUYHOCTS;

KOIIHS CTPAaxOBOI'O CBUJETENBCTBA IEHCUOHHOTO CTPAXOBAHMUS;

KOS UICHTU()UKAITHIOHHOTO HOMEPa HAJIOTOTIIATENbIINKA;

KOIKS JOKYMEHTAa BOUHCKOI'O y4yeTa (i1 BOEHHOOOSI3aHHBIX);

KOIIHsS CBUJETENIBCTBA O 3aKJIIOUEHUH Opaka (IIpy HaIU4Yum);

KOIHS CBUJETENBCTBA O POXKACHUN JeTel (IIPU HAIUYUK);

KOIHUHU JOKYMEHTOB 00 00pa30oBaHuU;

KOIHUU JOKYMEHTOB O KBaJU(UKALUU WIM HAIMYUE CIIEHUATbHBIX 3HAHUH (TIPU HATTMYMN);
KOIHUHU aTTECTAllMOHHBIX JUCTOB (IIPU HAIUYHUH);

KOIHUHU JOKYMEHTOB O HarpaKJIeHUH (IIpU HaJIU4YHHN);

XapaKTEePUCTUKH, pEeKOMEH1aTeIbHbIE TChbMa (IIPU HAJIUYUN);

MpUKa3 o mpuemMe Ha paboTy;

MIPHUKa3 O MEePEBOJIE Ha UHYIO JOJDKHOCTD (TMPU HAJTMUUH);

JOJIKHOCTHAs! MHCTPYKUHUS (JOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAa4yeHHs Ha Bce
JOJIKHOCTH);

TPYAOBOW JOrOBOp (C MOCIEIYIOIIUM BKJIIOYEHHEM JIOTIOJHUTENBHBIX COTJAllleHUuN K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

s pabomHukos:

3asBIICHHE O IpHeMe Ha padoTy;

3asBJICHHE O COTJIACHU Ha 00pabOTKy MEePCOHATBHBIX JAHHBIX IEarora;

CrpaBKa O HaJM4YMU (OTCYTCTBUH) CYIUMOCTH M (WiIK) (aKkTa YyroJOBHOTO MPECiIeI0BaHMUS,
BBIJIAHHOTO COOTBETCTBYIOIIIMM OPTaHOM IPABOTIOPSIIIKA;

aBToOHorpadus;

KOIHS MMacriopTa WM HHOTO TIOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

KOS CTPAXOBOTO CBHJICTEIHCTBA ICHCHOHHOTO CTPAaXOBaHUS;

KOS HICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTLIATEIIbIINKA;

KOIUS TOKYMEHTa BOMHCKOTO y4ueTa (711 BOCHHOOOSI3aHHBIX ),

KOIHUS CBUJICTEJIHCTBA O 3aKIIOYCHUU Opaka (IIpy HAJIHYUK ),

KOS CBUJICTEIIHCTBA O POXKICHUH JeTeH (IPH HATUYHH );

KOIUH JOKYMEHTOB 00 00pa30BaHuH;

KOIUH JOKYMEHTOB O HarpaX<JeHUU (IIpy HAJIUYHN ),

XapaKTePUCTUKH, PEKOMEHIaTeIIbHbIC THChbMA (IIPU HAIUYHH);

MpHKa3 O MpUeMe Ha padoTy;

MIPHUKa3 O MEePEBOJIe HAa MHYIO JODKHOCTH (MPU HATMYUHN);

JOJKHOCTHAS. MHCTPYKIUHUS (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAa4YeHHs Ha Bce
JOJDKHOCTH);

TPYAOBOW JOTOBOp (C TMOCHEIYIONIMM BKIIOYEHHEM JOTOJHUTENbHBIX COTJAIIEHUH K
TPYAOBOMY JIOTOBODPY);

TPYIOBYIO KHUXKKY;

MEUIIUHCKYIO KHUXKKY.

Pabomooamens ogpopmnsem:

TPYAOBOMH JOrOBOP B JIBYX IK3EMILIApAX;
MpUKa3 o mpueMe Ha paboTy (0 MepeMelIeHnH Ha IpyTrue J0KHOCTH);
JMYHYI0 KapTouky Ne T-2;



*  JIOJDKHOCTHYIO MHCTPYKIIMIO B ABYX 3K3EMILISPAX.
Pabomooamenv 3nakomum:

* C HOPMATHUBHO-IIPABOBBIMU JJOKyMEHTaMH IIKOJIbI (¥YcTaBoM, KoIeKTHBHBIM JOTOBOPOM,
[IpaBunamMu TpyAOBOIO pacnopsiika U Ap. JOKaJIbHbIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* TPOBOJUT BBOJHBIM HMHCTPYKTaX, MHCTPYKTX II0 OXpaHe TpyJa, HHCTPYKTaX IO
MIPOTHBOIIOKAPHOM OE30MMaCHOCTH.

2.4. IlepBuuHoe 0(OpMIIEHHE JIUYHOTO JIea IPETyCMaTPUBAET:

* IPUCBOECHME JMYHOMY JEIy HOMEpPA COTJIACHO JKYPHAy ydeTa JIMYHBIX A€l (MPUI0KEHHE
Ne 1);

* IIpPOCTaBJIEHUE Ha OOJIOKKE JIMYHOTO Jeia (mpuioxxkeHue Ne 2) cienyromux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypou Jen  oOmreoOpa3oBaTesbHOM
OpraHM3aliy; I[I0JHOE€ HauMEHOBaHUE 0011eo0pa30BaTeIbHON OpraHu3aluu; HOMEp
JUYHOTO JAena; (aMIUs UMsI OTYECTBO pabOTHHUKA B MMEHUTEIHHOM IaJIekKe; aThl — T
Hayaja ¥ roJi OKOHYaHUs BEJCHUS JIeNa; KOJIMYECTBO JINCTOB; CPOK XPaHEHMUS,

* IIOMEIICHHE JOKYMEHTOB, TOJUIekKAIIUX XpPaHEHUI0 B COCTaBe JIMYHBIX JIeJl, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSS1 OIIUCh TOKYMEHTOB Jena (rmpunoxenue Ne 3);

JUYHBIN JIUCTOK TI0 YYETy KaapoB (prtoxeHus Ne 6);

3asiBJICHHE O MpUeMe Ha paboTy;

MpUKa3 o mpuemMe Ha pabdoTy;

TPYZIOBOM AOTOBODP;

JOTOBOp O TIOJHOW MAaTepHaIbHOM OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepHaJIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEePUCTUKHU U peKOMEHAaTeIbHbIe TUChMA;

coryiacue Ha 00pabOTKy MEPCOHAIBHBIX TaHHBIX.

2.5. JIuCcThl TOKYMEHTOB, TOMEIIECHHBIX B JIMYHOE JEJI0, MOJIeKAT HyMEPaIUH.

2.6. C uenpio oOecnieueHus HaJexKalleld COXpaHHOCTH JIMYHOTO JIeNla EeAaroroB U COTPYAHUKOB
0011e00pa3oBaTeIbHON OpraHu3aIid M YA0O0CTBa B OOpallleHWd C HUM TpH (HOPMUPOBAHHH
JOKYMEHTHI TMOMEINAIOTCS B OTHENbHYIO manky. [Ipu yBoibHEHHMH pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U C/IAIOTCS B apXUB.

2.7. BHYTpeHHSAs ONKCh JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIelie, I0JDKHA COAEPKaTh CBEACHUS
O TMOPSJIKOBBIX HOMEpax, HAaWMEHOBAHMSIX JOKYMEHTOB J[ieJa, KOJMYECTBE JIMCTOB, JaTax
BKJIIOUEHUSI JJOKYMEHTOB B JINYHOE JIEJI0 M U3BATHUS U3 JIeJIa, a TAaKKe KeM U3BAT JOKYMEHT U IO
KakoW MpUYUHE.

2.8. BHYTpeHHsIsI ONUCH COCTaBJISIETCSl HA OTICIBHOM JIMCTE MO YCTaHOBJIEHHOUW (opme. JIucTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTAEIBHO.

2.9. IIpu moAroToBKe JTUYHBIX Je] K MepeJadye Ha XpaHEeHUEe K BHYTPEHHEW OMUCHU COCTaBISETCS
UTOrOBAsl 3aMUCh, B KOTOPOH yKa3bpIBaeTcs HU(PpaMu U MPOMKUCHI0 KOJINYECTBO BKIIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

YV VVVVVYVY

3. Tlopsinoxk BeaeHUsl JIMYHBIX [JeJ TMeJAroroB M COTPYAHUKOB OpPraHM3aluu,
OCYLIEeCTBJIAIONICH 00pa30BaTeIbHYIO AeATE/ILHOCTD
3.1. JIuyHOe Aen0 MenaroroB W COTPYAHMKOB 0O0IIe00pa30BaTeNbHON OpraHu3alui BEAETCS B
TE€YEHHE BCEro mnepuojia paboThl KaKIOro mejarora M COTpyJHHMKa B 00meoOpa3oBaTeNbHON
OpraHu3aIuy.
3.2. JlanbHeiiliee BeJeHHE JIMYHOTO Jejia IEeAaroroB M COTPYIHUKOB 001Ie00pa3zoBaTeIbHON
OpraHu3allui NpeaycMaTpUBaeT MOMEIIEHHE B JIeN0 JOKYMEHTOB, OOpa3yloLIuXcs B Ipolecce
paboueil 1esTeNbHOCTH U UMEIOIUX 3HaYeHUE ISl TPYAOBBIX OTHOLICHUI:

*  JIONOJHEHME K JINYHOMY JIUCTKY 10 YYeTy KaJIpOB;

*  JIONOJHUTEJIbHbIE COTJIAICHUS K TPYIOBOMY JOT'OBODY;



* KONHMH NPUKA30B IO JUYHOMY COCTaBY, KOTOPBIE KacaroTCs IENaroroB M COTPYIHHKOB
o0m1eo0pa3oBaTenbHOI OpraHu3alny;
* OT3BIBBl JOJDKHOCTHBIX JIMIl O TI€Jarore W COTPYJHUKE 001ieo0Opa3oBaTeabHON
OpraHu3aIuy;
® KOIIMU JOKYMCHTOB O INOBBINICHUHA KBaJII/I(i)I/IKaL[I/II/I;
*  KONUH CepTU(PHUKATOB, TPAMOT;
* JIMCT — 3aBEpUTEIb JeJia (COCTABIIOT MIPH C/1a4e JIMYHOTO Jeia B apXHB);
® HWHBIC TOKYMCHTBI.
3.3. B memsax oOecriedeHus: KOHTPOJS 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX JIEJI B
00m1eo0pa30BaTebHOI OpraHU3alu eXeroaHo (He mosmHee | KBaprTama roja, CIEIYIOMIEro 3a
OTUYETHBIM) IIPOU3BOAUTCS ITPOBEPKA UX HATUYUUS U COCTOSIHUSL.
3.4. ExeroHyro TMPOBEPKY COCTOSHHS JIMYHBIX JET Ha MPEAMET COXPAHHOCTH BKJIFOUYCHHBIX B
HEro MJOKYMCHTOB HPOBOAWT CICHUAJIBHO CO3JJaHHAasA KOMHCCHUA. O MPOBCACHHBIX IPOBCPKAX
JIeTIaeTCsl OTMETKA B JINCTE O PE3YJbTaTax €KErOAHOW MPOBEPKH COCTOSIHUSA W HATUYUS JTHYHOTO
nena (npunoxkenue Ne 5) u coctaBisieTcs akT. Pe3ynbTaThl MpOBEPKH JIMUHBIX JI€] B 003aTEIHHOM
MOPSIIKE TOBOAATCS JI0 TMPEKTOpa 001Ieo0pa3oBaTeIbHOM OpraHnu3aIig.

4. Tlopsinok y4yéra W XpaHeHHs JHMYHBIX JeJ TMeJaroroB M COTPYJAHHKOB OPTaHU3ALMH,
OCYIIEeCTBJISAIOMIE 00Pa30BaTe/IbHYIO 1eSITeJIbHOCTD.

4.1. XpaHeHue M y4deT JUYHBIX JEJI NEAAroroB U COTPYAHUKOB OpPraHU3alUM, OCYIIECTBIISIOMIEH
00pa3oBaTeNbHYIO JEATEIHPHOCTh, OPTAaHU3YIOTCS C LENTbI0 OBICTPOTO M OE30IMO0YHOTO TMOHCKA
JUYHBIX JIe7, OOCCIeYeHHS WX COXPAHHOCTH, a Takke oOecneveHus KOHQPUIACHIIMATHLHOCTH
CBEJICHHIA, COJICPIKANTUXCS B JOKYMEHTaX JIMYHBIX JeJl, OT HECAaHKITMOHHUPOBAHHOTO JIOCTYIIA.

4.2. JluyHble nenma COTPYAHHKOB XpaHATCA B KaOWHETE IUPEKTOpa 001eo0pa3oBaTeIbHON
OpraHu3aliy.

4.3. TpynoBble KHUXKKH XpaHATCA OTIENbHO B ceiide, MEIUIUHCKUAE KHIKKH XpaHATCS B
MEJIYHKTE.

4.4, Jloctyn K JUYHBIM JIelaM TE€IaroroB U COTPYAHUKOB 00IIe00pa3oBaTEILHON OpraHu3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUaINCT 1O KajapaMm, JTUPEKTop o00meoOpa3zoBaTebHOMN
opraHuzanuu Ju00 3aMecTUTENH JUPEKTOpa MpPU HUCHOJHEHHHM OOsA3aHHOCTEH JUpeKTopa
o011eo0pa3oBaTeIbHOM OpraHU3aIiH.

4.5. Cucrematuzauusi JUYHBIX JIe]1 TEAaroroB W COTPYOHUKOB 0011e00pa3oBaTeIbHOMN
OpraHu3aliy MPOU3BOAUTCS B aI(PaBUTHOM HOPSIKE.

4.6. Jluynple nena MeJaroroB U COTPYIHUKOB 00II€00pa3oBaTeIbHONW OpraHU3aluu, UMEIOIINX
rocy/lapCTBeHHbIC 3BaHUs, IPEMUU, HArpaJbl, YUCHbIC CTEIICHU U 3BAaHUS, XPAHATCA MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIET C rojia yBOJbHEHHs paOOTHUKA (B COOTBETCTBUM C [lepeunem
TUIIOBBIX YIPABICHYECKUX TOKYMEHTOB).

S. Ilops/10K BbIAAYH JIMYHBIX [1eJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bplgaua JU4YHBIX Jies1 (OTHEJBHBIX JTOKYMEHTOB B COCTaBE JIMYHOIO J€Jla) BO BPEMEHHOE
[10JIb30BaHKE MPOU3BOJIUTCA C pa3pellieHus AUPEKTopa 0o01eo0pa3oBaTeIbHON OpraHu3aluu 10
3asBJICHUIO COTPYAHMKA OpraHU3alliu, OCYIIECTBISIOMENH 00pa30BaTEeIbHYIO 1EATEIBHOCTb.

5.2. Pabora (o3HakOMJIEHHME) C JMYHBIMM  JlelaMH  TeJaroTOB U COTPYAHUKOB
o01meo0pa3oBaTebHOM OpraHM3aluy MIPOU3BOIUTCA B MPHUEMHOM TupekTopa. B koHue pabodero
JHS CEeKpeTapb WIM CHEIMATIMCT N0 KajpaMm o0si3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIJJAHHBIE BO BPEMEHHOE IIOJIb30BAaHUE, BO3BpAIlEHBl HAa MECTO XpaHEHUS M €CTb JIH
HE00X0AUMOCTD JJIsl PUHATHS Mep K UX BO3BPALIECHUIO WIIH PO3BICKY.

5.3. @axT BbLIaYM JMYHOTO Jea (PUKCcHpyeTcss B KOHTPOJIBHOM JKypHAJe.

5.4. N3psiTHE OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO JeJa MPOU3BOAUTCS C pa3pelieHus] JUpeKTopa
o0mieoOpa3oBarenbHO  opranuzanuu ¢ 0oQGOpMIECHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«I[Ipumevanne» BHyTpeHHeN onucH. [Ipu BpeMEHHOM M3BATHM JJOKYMEHTa Ha €r0 MECTO (MEXKIY
JUCTAMHM COCEIHHUX JIOKYMEHTOB) BKJIAJBIBAETCS CIIPAaBKa-3aMECTHTENb C YKa3aHMEM JaTbhl U



MPHUYUH U3BATHUA C IIOANUCHIO JIMIA, BBIAABIICTO JOKYMCHT, U MOANUCHIO JIMIA, IOJYYHUBIICTO €Iro
BO BPECMCHHOC IOJIb30BAHUC.

6. OdopmireHne JIMYHBIX JeJ1 Nepe] cAavel B apXuB
6.1. OdopmieHne JIMYHBIX €1 JUIA MepeJadyd B apXUB MPOU3BOJUTCS CHEIMATIMCTOM IO KaJIpam
0011e00pa30BaTeNbHOM OpraHu3aluK. JTa MPoLeaypa BKIIOYACT:

* OJIIUBKY (TEperuieT) aena;

* yTOYHEHHE HyMEpaIuH JIMCTOB JICNa;

* CcOCTaBJICHHE JIMCcTa-3aBepuTens (mpusoxenue Ne 8);

* cocraBiieHue (YyTOUYHEHHE) BHYTPEHHEH OTIHCH;

* BHECCHHE YTOYHEHHU B PEKBH3HTHI JUIIEBOI OOJIOKKH Jiea.

6.2. JlucT-3aBepuTenhs Jena JOJDKEH MOJIHCATh €ro COCTaBUTENb, TP OTOM JIENIaeTCs
pacmudpoBKa ODKHOCTH W TOJINKCH, MPOCTaBIseTCcs JaTa. B mpormecce WUCMONIb30BaHUS
apXMWBHBIX JIOKYMEHTOB B JIFCTE-3aBEPUTEINIC JETAIOTCS COOTBETCTBYIONIME OTMETKH. Ecim merno
MOAIKATO 0€3 JHMCTa-3aBepUTeNisi, TO €ro CleayeT HAKICUTh Ha BHYTPEHHIOI CTOPOHY OOJOKKH
nena.

6.3. C nenbto obOecrieyeHns COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTCs:

*  00BeNMHATH WHAWBHIYAIBHBIC JIMYHBIC Je7la YBOJCHHBIX COTPYIHHKOB B OJHY OOJOXKY
(oOBenMHEHHOE JENI0) C TaKUM pacdyeToM, 4yToObl 00beM Jena (Toma) He mpesbiman 250
JUCTOB (ITyTEM CITUBKH MaTEepPHAJIOB WHAWBUIYAIBHBIX JIEN TIO TOJ]aM YBOJIBHEHUS),

* pacrmoJlaraTh MaTepuaibl WHIAWBHIYAIBHBIX NI B TpeAenax nena (Toma) B anpaBUTHOM
nopsiake (modaMuITbHO), OTAETSS MaTepHaibl, OTHOCSIUECS K Pa3HBIM HHIMBHIyaTbHBIM
Je7laM, YUCTBIM JIUCTOM OyMaru ¢ yKka3aHHeM Ha HeM (QaMuJINH, UMEHH W OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJIEHHOTO IeJarora M COTPYIOHHMKAa 0OIieo0pa3oBaTeabHOM
OpraHu3aluy,

* cHaOXkaTh KaxJaoe OOBETUHEHHOE Ie0 (TOM) BHYTPEHHEH OIMCHIO C TEPEUHCICHHEM
Gbamunuii, UIMEH M OTYECTB M YKa3aHUEM HOMEPOB CTpaHUI], B Hpeeiax KOTOPbIX
PacIoioKeHbl COOTBETCTBYIOLINE JOKYMEHTHI.

6.4. Ilepenaya TUUHBIX A€ B apXUB OCYLIECTBIISAETCS HE MO3/IHEE TPeX JIET MOCIIE 3aBEPIICHUS UX
B JIEJIONIPOU3BOJICTBE B COOTBETCTBUM € IpadukoM. [IpenBapurtesbHO cekperapeM, CenruaaTucToM
[0 KajJpaM IpoBepsieTcs IOJIHOTa M IPAaBWIBHOCTh IOJATOTOBKM JIMUHBIX J€1 K Iepenaye.
BblsiBiIeHHBIE TPU NMPOBEPKE HENOCTATKH YCTPAHSIOTCS CEKPETapeM, CHELHATUCTOM IO KaJpam.
Ilepenaya u npuemM NPOU3BOIATCS 110 OMMCU C IPOCTAHOBKOIM OTMETOK O HAJIMUUH JIMUHBIX JIEII.
6.5. JInunble nena neaaroroB U COTPYJHUKOB 001e00pa3oBaTeIbHON OpraHn3aluy, 3aKOHUEHHbIE
nenonpou3BoacTBOM 10 1 stHBapst 2003 rona, xpansarcs 75 net, nocne 1 saBaps 2003 roga — 50
ner. JInuHble fena AMpeKTopa, IIIaBHOro Oyxranrepa o01eo0pa3oBaTeIbHON OpraHu3ali UIMEIOT
MIOCTOSIHHBIM CPOK XpaHEHHUsI.

7. OTBETCTBEHHOCTh
7.1. Tlemaroru W COTPYAHUKU O0OIIE00pa30BATEIbHON OpraHu3alu O00sS3aHbl CBOCBPEMEHHO
MPEJCTABIATh CEKPETAPIO WM CIEIHATICTY 10 KaJpaM CBEICHHs 00 H3MEHEHUH B TIEPCOHAIBHBIX
JMAHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.
7.2. PabotomaTens 00eCIEYNBAET:
* COXpPaHHOCTb JIMYHBIX Je TMEeJaroroB H COTPYAHHUKOB  00IIeoOpazoBaTeIbHON
OpraHu3aIuy;
* KOH(HIEHIMAIBHOCTh CBEACHUI, COAEpKAIIMXCS B JHUYHBIX JlelNaX TMeAaroroB M
COTPYJTHHUKOB.

8. [IpaBa paGoTonare/isi U padOTHUKA

8.1. Ilnst obecriedeHHs 3allUThl NMEPCOHANBHBIX JAaHHBIX, KOTOPHIE XPAHITCS B JIMYHBIX Jerax
MeJaroroB M COTPYAHHUKOB 0O0I1e00pa30BaTENbHON OpraHW3aIluy, MEeJAarorTd U COTPYAHUKH
0011e00pa3oBaTeTbHON OpraHU3aIul UMEIOT MPaBo:



* TMOJYYHUTh TMOJHYIO HH(OPMAIMIO O CBOMX TNEPCOHAIBHBIX TaHHBIX M O0pabOTKE ATHX
JTAHHBIX;

*  TOJYyYUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIBHBIM JJTAaHHBIM;

*  TOJYYUTh KOIUH JOKYMEHTOB, XPAHSIIIUECS B JIMYHOM JIEJI€ U COJEpIKAIe TepCOHATbHbIE
JTaHHBIE.

* TpebOBaTh UCKIIOYCHHUS WM UCTIPABJICHHS HEBEPHBIX M HETIOJIHBIX IEPCOHATBHBIX JTAHHBIX.

8.2. PaboTomaTens uMeeT mpaso:

* 00pabarbIBaTh MEpPCOHANbHBIE JAHHbBIE IIEJArOTOB U COTPYIHUKOB 00I11€00pa30BaTEIbHON
OpraHu3alluy, B TOM YHCIIE U HA HJIEKTPOHHBIX HOCUTEIISX;

* 3ampoCUTh OT IMEAAaroroB M COTPYIHHMKOB 0O0IMe00pa3oBaTebHOW OpraHu3alii  BCIO
HE0O0X0MMYyI0 WHGOPMALNIO sl BEACHUS JUYHBIX A€ W 00pabOTKM MEepCOHATBHBIX
JTAHHBIX.

9. 3akiII0YUTE/IbHBIE MOJI0KEHUS

9.1. Hacrosmiee IlososkeHne o MOpsiiKe BEACHUS JTUYHBIX Je]T PAOOTHUKOB SIBISETCS JIOKATBHBIM
HOPMAaTUBHBIM aKTOM, NMpUHUMaeTcs Ha llenarormueckoM coBeTe IIKOJBI U yTBEpxkAaeTcs (JI1udo
BBOJUTCS B JCWCTBUE) MPUKA30M JUPEKTOpa OpraHU3allK, OCYIIECTBISAONEH 00pa30oBaTebHYIO
NeSITENbHOCTD.

9.2. Bce u3MeHEHHs W JIOTIOJIHEHWs, BHOCHMBIE B Hactosimiee [lomoxkeHue, opOpMIIIOTCS B
MUCbMEHHOM ¢GopMe B COOTBETCTBHM JIEHCTBYIOIIMM 3aKOHOJATeNbcTBOM  Poccuiickoif
denepanuu.

9.3. lonoxeHne O MOPSAAKE BEACHHS JHYHBIX Je7 paOOTHHKOB 00pa30BaTENBbHON OpraHW3aluu
IIPUHAMAETCST Ha HEONpeAeNeHHbIM cpok. M3menenms wu jononHeHusa K IlonoxeHuro
IIPUHUMAIOTCS B Opsake, npeaycMoTpeHHoM 11.9.1. Hactosimero Ilonoxxenust.

9.4. Tlocne mpunustus [lonmoxxeHus (MW W3MEHEHHH W JIOTIOJIHEHUM OTACIBHBIX MYHKTOB H
pa3zenoB) B HOBOW pelakIMK Mpe bl AyIlas PeJaKiis aBTOMATHYECKN YTPauUBaET CUITY.



KypHnan yuera TU4HBIX A€

ITpunoxenune Nel
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IOCJI pa60THI/IKOB

No Hara Oammnust, | Tabems- | JlomxHOCcTh | CTPYKTYp- Harta u Jara u [Ipumeua-
n/ ot opmute- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JJMYHOTO | OTYECTBO HOMeEp cus, nozipase- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuka | (pacropixe-
Ha paboty HHN)
TPYOBOT'O
JIOroBOpa C
Nejarorom u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9




Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO el1a

[Mpunoxxenne Ne2
K TIOJIOXKECHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIe]T paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JUcTax
XpaHUTh Ier
dounpg Ne
Omuce Ne

Hemo Ne

(3aroJIoBOK J1ej1a)



BHYTPEHHSA S OITNUCh
JIOKYMEHTOB siesia Ne

[Mpunoxxenne Ne3

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

Ne NHuneke [Hara Hasanue Howmep IIpumeuanus
n/m JOKYMEHTa JOKYMEHTa JOKYMEHTa JIMCTOB
Jena
Hroro: JTIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(undpamu ¥ IPONUCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

« »

(udpamu 1 IPOHHCHIO)

202 roma

(moamnuce)




®.1.0.

[Mpuoxenne Ned
K TIOJIOXKECHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIe]T paOOTHUKOB

JOIKHOCTB

JIngnoe nemo Ne

I[aTa O3HAaKOMJICHHA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloanuce emarora u
COTpYIHHUKA

OTMeTKH, MPUMEUYaHUs,
3aMeYaHus




[Mpunoxxenne Ne5

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroHOH NPOBEPKU COCTOSIHUS
U HAJIMYMS JTUYHOTO J1eJ1a

®.1.0.

JOIKHOCTD

JIngnoe nemo Ne

Jlata npoBepku

d.1.0. unteHos
KOMHUCCHUHU

IToanmcn uneHoB
KOMHCCHH

Pesynprar npoepku




1. ®amunus

[Mpunoxxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JpPOB

Nms

OT4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. Mecto poxaeHUs

5. I'paxnancTBO

(ceno, nepeBHsl, ropoji, pailoH, 00JIacTb)

6. Ob6pazoBanue

HazBanme
y4eOHOTO
3aBEJCHUS U €T0

MECTOHAXOXIACHUC

®daKkynbTeT
W
OTJIeJICHHE

TI'on
MOCTYTUICHUS

T'on
OKOHYAHUS
WM yX0/1a

Ecnu ue
OKOHYUJI, TO
C KaKoro

Kypca yiien

Kakyro
CHEIUAITBHOCTh
MOJIy4n B
pe3ynbpTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JTUILIOMA WIIN
YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETCHUS

(‘II/ITS.CTG 1 NEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE OﬁBHCHHTLCX, BJIAICCTE CB060[[H0)




10. Bemonnsiemast paboTa ¢ Hadaja TPYAOBOH JAeATENbHOCTH (BKIIOYas y4e0y B BBICHIMX H
CPeIHUX CHEIHMATIBHBIX YUYCOHBIX 3aBEICHUSIX, BOCHHYIO CIIY>KOY M pab0Ty IO COBMECTHTEIIHCTBY)

Mecsi u ron

IMOCTYIIJICHHUA

yxoJa

JIOTKHOCTB C yKa3aHUEM YUpexkKICHHUS,
OpraHu3aluy, IPEANPHUATHS, a TAKKE
MUHHUCTEPCTBA (BEJOMCTBA)

MecToHax0oXIeHNE
YUpeXKIACHUS,
OpraHu3aluu,
NpENIPUATUL

11. [IpeGriBanue 3a rpanuiieii (pabota, ciry>xeOHasi KOMaHIUPOBKA, TIOE3/IKa C JAeieranuei)

Mecsi v ron

B xaxoii ctpane

Llens mpeObIBanms 3a

C KaKoro 10 KaKoe rpaHuuen
BpEMEHU Bpemsi

12. YuacTtue B BBIOOPHBIX OpraHax
MecTto BbIOOpHOTO Hazpanue Boi6opHoro | B kxaudectBe Koro T'on

opraHa

opraHa BbIOpaH

n30paHus | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaJIbl

Kornma u keM HarpaxiaeH

14. OTHOLIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB

Pon Botick

(KOMaHHBIH, TTOJIMTUYECKUI, aIMUHUCTPATUBHbIA, TEXHUYECKUH U T. [1.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3ar0JIHEHHUS JIMYHOT'O JIMCTKA

16. lomaminuii agpec

(4NeHBI CEMBH, C YKa3aHUEM BO3PACTa)

17. O6s13yr0ch CBOEBpEMEHHO M3BENIATh 000 BCEX M3MEHEHUSX NaHHBIX, BKIFOUEHHBIX B JTMYHBIN
JIMCTOK IO YYETY KaJIpOB.

« »

202

roga




AHKETA

[Mpunoxenne Ne7

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciid U3MEHSIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yuyeHash CTENeHb (Korjga u
Kakue ydeOHbIe 3aBEJICHUs OKOHUYMIIM, HOMEpa
qurioMoB). CreruanbHOCTh U KBaTU(UKAIUs
0 JAUTUIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U A3bIKAMH
HapoJ0B Poccuiickoit denepaiuy BiIaieeTe U B
Kakol  cremeHH  (YdTaeTe U MOJXKETE
O0OBSICHATHCS, BIaZeeTe CBOOOIHO)

4. BeinonHsiemasi paboTa ¢ Hayasia TPyJ0BOM AEATENbHOCTH (BKIIIOYasi BOCHHYIO CITyX0y U paboTy

110 COBMECTUTEIIHCTRY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUS,

IMOCTYIIJICHHUA yxonga opraHusaluu, MPEAINPUATHUA, a TAKKEC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0KICHHUE
YapeXKACHHUS,
OpraHu3aIu,
MIPEANPUSITHS

5. Bamm 61m3kue poJCTBEHHUKH (OK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damunans, UM, I'on

POACTBA OTYECTBO POXKACHUA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecta
JKUTEILCTBA

6. Jlomamrauit aapec u Homep TenedoHa

7. [lacnopT Wi JOKYMEHT, €ro 3aMEHSIOIINN

(HOMeEp, cepHsi, KEM U KOTJIa BbIIaH)

8. JlonmonHuTENbHBIE CBENIEHHS, KOTOPbIe Bbl jxenaere cooOmuTs 0 cede

10. Ha xakoi1 ypoBeHb 3apiuiatel Bsl paccuntsiBaeTe?

« » 202  ronma

(I[OJ'DKHOCTI) OTBETCTBECHHOT O 3a Kal[pOBbIﬁ y‘ICT)

(moamuce)

(pacumdpoBKa OAITUCH)




[Mpunoxxenne Ne8
K TIOJIOXKEHHUIO O TIOPSIIKE BEICHUS
JIMYHBIX JIeN paOOTHHKOB

JIMCT-3ABEPUTEJIb

aea Ne
B nene npomuto u npoHyMEpOBaHO JINCTOB
(uudpamu 1 IPOIMUCHIO)
c No o Ne , B TOM YHCJIE:
JINTEPHbIE HOMEPA JINCTOB
MPONYILIEHHBIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW OMHUCHU JINCTOB
OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa micros
dhopmupoBaHus Aena
OTBETCTBEHHEIN 3a
KaJIpOBBIN y4eT
(moxmnucek) (pacumppoBKa MOIIHUCH)

« » 202  ronma
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