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MBOY «Ocmanwoprosckasa COLI um.U.A.beitdynaroBa»

1. O0mue moJ10KeHUA

1.1. Hacrosimee Ilonoxenue o mopsAaKe BeACHHS JTUYHBIX Jel paOOTHUKOB OpraHMU3allNH,
OCYIIECTBISIONIEH  00pa3oBaTENbHYIO JIEATEIBHOCTh, pa3pabOTaHO B  COOTBETCTBUU  C
®enepanbHbM 3aKk0HOM Ne 273-D3 o1 29.12.2012 «O6 obpazoBanuu B Poccuiickoit denepanum»
¢ mmeHenussmu ot 2 utonst 2021 roma, ®PenepanpHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MePCOHANBHBIX TaHHBIX» B penakiuu oT 2 utois 2021 rona, [Ipukazom deneparibHOTO apXUBHOTO
arentctBa oT 23 gekadps 2009 roma N 76 «O06 yrBepxkneHnr METOAMYECKUX PEKOMEHIAIUH 110
pa3paboTke HMHCTPYKIMM MO JEJIOMPOU3BOJICTBY B (hedepalbHbIX OpraHax HCIOIHUTEIBHON
Brnactu», Ykazom IIpesumenta ot 30.05.2005 Ne 609 «OG6 yrBepxkaeuuu Ilonoxenus o
MEePCOHANBHBIX JaHHBIX TOCYIApCTBEHHOTO ciyxkamiero Poccuiickoit @enepaiiuu U BeIGHUU €O
nugHOro nena» B pemakmuu ot 23 wurons 2019 roma, Tpymoseim Kogexkcom Poccuiickoi
Oeneparuy, KoONNEKTUBHBIM ~ JOTOBOPOM,  YCTaBOM  OpraHHW3alldH, OCYIIECTBISIOLICH
00pa3oBaTeNbHYIO JeATETLHOCTD.

1.2. Hannoe IlonokeHue ompenensieT MOPAIOK BEACHHS JHMYHBIX JEN IEJaroroB M HHBIX
COTPYIHUKOB M PAOOTHUKOB IIIKOJIBI, ONpEAeiieT MOPAA0K (GOpMUPOBaHUs, ydeTa W XpaHCHUS,
BBIJIaYM JIMYHBIX JIeTT BO BpEMEHHOE MOJIb30BaHKE, a TAK)KE OTBETCTBEHHOCTH, MpaBa PabOTHUKOB U
TUPEKTOpa 00pa30BaTeIbHON OpPTaHU3AIIHH.

1.3. Hacrosimee [lonoskeHue yrBep)KaaeTcs MPUKA30M IO IIKOJIE U SBISETCS 00sS3aTENbHBIM IS
BCEX KaTETOpHil MeAarornyeckux U Jpyrux COTPYAHUKOB LIKOJIBI.

1.4. Benenue IUYHBIX Je MEJAroroB M COTPYIHUKOB IIKOJIBI BO3JAraeTCs Ha CIEUANMCTA I10
KaJipaM OpraHu3alliy, OCYLECTBIISIIONIEH 00pa30BaTeIbHYIO ACSITENIbHOCTD.

1.5. JInuHoe €710 — OCHOBHOM JOKYMEHT IEPCOHAIBHOIO Y4eTa, CoJepKalluii Hanbosiee MOoIHbIe
CBeJIeHHUs 0 pabOTHHUKE 00pa30BaTEIbHON OpPTaHU3alMKA M €0 TPYJAOBOU AesATEIbHOCTH. B nmuuHOe
JIEJI0 BHOCSTCS CBEJICHUS, CBSI3aHHBIC C TIOCTYIJICHUEM Ha PabOTy U YBOJIbHCHUEM.

1.6. CBenenusi, copepxkaIirecs: B JIMTYHOM JI€Ji€, OTHOCATCSA K KOH(pHACHIMAIBHOW MHGOPMAIIUH,
MMEIOT OTPaHUYCHHBIN JOCTYII U PA3TIAIICHUIO HE MTOJIEKAT.

1.7. JIluunoe neno BeAETCs B TEUCHHE BCETO NEpro/ia paboThl pabOTHHKA.

1.8. BeneHne HECKONBKUX JIMYHBIX JEJI OJHOTO paOOTHHKA OOpa30BATENBHOU OpraHM3aliy He
JIOITYCKaeTCsl.

2. llopsnok (popMUpPOBAHUSA JIUYHBIX JIe]1 COTPYIHUKOB
2.1. ®opmupoBaHME JUYHOTO Jejila TEeNaroroB M COTPYAHHMKOB 0011e00pa3oBaTebHON
OpraHu3allii HPOM3BOJIUTCS HEMOCPEACTBEHHO IIociie IpueMa B 00I1e00pa30BaTeIbHYIO



OpraHM3aIMi0 WM TepeBoJa TNEeAaroroB W COTPYAHHKOB U3 JpYyroil oOpa3oBaTeNbHOMN
OpTaHM3aIIH.

2.2. B cOOTBETCTBMU C HOPMATUBHBIMH JIOKYMEHTAMU B JIMYHBIC JI€Jia TIEAaroroB U COTPYIHUKOB
OpraHM3aIiK, OCYIIECTBIISIONICH 00pa30oBaTEelbHYIO JCATCIIBHOCTD, BKIIAIBIBAIOTCS CIICIYIOIIHNC
JTIOKYMEHTHI:

s nedazoeos:

3asiBJICHHE O MpUeMe Ha paboTy;

3asiBJICHHE O COTJIacHM Ha 00pabOTKy NMepCOHANBHBIX TaHHBIX MEAarora;

CIIpaBKa O HAIWYKHU (OTCYTCTBUH) CYIUMOCTH U (MJU) (aKTa yroJOBHOTO MPECiIeI0BaHuU,
BBIIAHHOTO COOTBETCTBYIOIIUM OPTaHOM MPABOMOPSIKA;

aBTOOHOrpadus;

KOIUS acropTa UM UHOTO JOKYMEHTA, YI0CTOBEPSIOIErO JIUYHOCT;

KOIIUSI CTPAXOBOI'O CBUJETENBCTBA IEHCHOHHOTO CTPaXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOIIaTeNbIIHNKA;

KOS JOKYMEHTa BOMHCKOTO y4eTa (i1 BOEHHOOOS3aHHBIX);

KOMUS CBUAETENHCTBA O 3aK/II0UeHUU Opaka (Tpy HAIUYUH);

KOIUSI CBUAETENBCTBA O POXKACHUHU AeTel (IIpU HAIUYUN);

KOIUU TIOKYMEHTOB 00 00pazoBaHuy;

KOIHMH JOKYMEHTOB O KBATH()UKALWMY WM HAJTHYUE CIICIMATBHBIX 3HAHUH (TP HAJIMYUN);
KOIUU aTTECTAIlMOHHBIX JIUCTOB (MPU HATUYUH);

KOIIMU IOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);

XapaKTepUCTHKH, peKOMEHAaTeIbHbIe TUChMa (TP HAJUYUH);

MpUKa3 o MpueMe Ha padoTy;

MIPHUKA3 O MEePEBOJIe Ha HHYIO JODKHOCTD (MIPH HATTUYUN);

JOJKHOCTHAsI MHCTPYKUUS (JOJDKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HA4yeHMsI Ha BCe
JOJDKHOCTH )

TPYAOBOM JOTOBOp (C MOCHENYIOIIMM BKIIOYEHHEM JOIMOJHUTENIbHBIX COTJAIIEHUH K
TPYZAOBOMY JIOTOBODY);

TPYAOBYIO KHHKKY;

MEUIIMHCKYIO KHIDKKY.

s pabomuukos:

3asiBJICHHE O MpueMe Ha paboTy;

3asBJICHUE O COTJIACHH Ha 00Pa0OTKY MepCOHATBHBIX JaHHBIX MEarora;

CIpaBKa O HAIMYMH (OTCYTCTBUHU) CYJUMOCTH U (W) (aKkTa yroJOBHOTO MPECIICIOBaHuUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPTAaHOM TIPABOIIOPSIIKA;

aBTOOHMOrpadus;

KOITHS TIACTIOPTA MM HHOTO JJOKYMEHTA, YIOCTOBEPSIOIIETO JIHYHOCT;

KOS CTPAXxOBOT'O CBUETENHCTBA IEHCHOHHOT'O CTPAXOBAHMUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTrOIIaTeNbIIHNKa;

KOMUS JOKYMEHTa BOMHCKOTO y4eTa (i1 BOEHHOOOS3aHHBIX);

KOIHSI CBUCTENIHCTBA O 3aKII0UEHUN Opaka (Tpyu HAJTUYKH ),

KOS CBUACTEIHCTBA O POXKACHUU JeTel (TPU HATUYHH);

KOITUH JJOKYMEHTOB 00 00pa3oBaHUH;

KOIIMY IOKYMEHTOB O HarpaKJAeHUH (IIpU HaJIUYUN);

XapaKTepUCTHKHU, peKOMEHAAaTeIbHbIe MUChbMa (ITPU HAJIUYUN);

MpPHKa3 O MpueMe Ha paboTy;

MIPHUKA3 O MEePEBOJIe HA UHYIO JODKHOCTD (IIPH HAJTMYUN);

JOJKHOCTHAS. MHCTPYKIUS (IOJKHOCTHBIC MHCTPYKIIMM C MOMEHTA Ha3HAYCHHsS Ha BCE
JOJDKHOCTH);

TPYAOBOH JOTOBOP (C MOCIEIYIOIIMM BKIIOYCHHEM JIOTIOJHUTEIBHBIX COTJAIICHUN K
TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHUXKKY;,



*  MEIUIIMHCKYIO KHUXKY.
Pabomooamenv oghopmnsiem:

*  TPYAOBOH JOTOBOP B JIBYX IK3EMIUISIPAX;

* pHKa3 0 IpHeMe Ha paboTy (0 mepeMenIeHUU Ha APYTHUE TOJDKHOCTH);

*  JuyHylo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIIMIO B JIBYX 9K3€MILIApax.

Pabomooamens 3naxomum:

* ¢ HOPMATHBHO-TIPAaBOBBIMH JIOKYMEHTaMU IIKOJBI (YcTaBoM, KOJJIEKTUBHBIM J10TOBOPOM,
[IpaBunamu Tpya0BOTO pactopsika v JIp. JTOKaJIbHBIMU aKTaMH);

*  C JOJDKHOCTHOM MHCTPYKIUEH;

* TMPOBOJUT BBOJHBIA HMHCTPYKTAX, HHCTPYKTAXK IO OXpaHE TPyAa, HHCTPYKTAX IO
MIPOTUBOMOXKAPHOI 0€30MaCHOCTH.

2.4. llepBruyHoe 0(hopMIIEHHE JIMYHOTO JeNla TIPEAyCMaTPHUBAET:

* TPHUCBOCHHE JIMYHOMY JIeJy HOMEpPA COTJAcHO KYpHANy ydeTa JIMYHBIX Jel (MPUIoKEeHHEe
Ne 1);

* MpOCTaBlICHUE Ha OOJIOKKE JTUYHOTO Jea (mpuioxeHue Ne 2) ciieqyromux peKBU3UTOB:
UHACKC Jena (B COOTBETCTBMM C HOMEHKIATYpOW el  0O0IIeo0pa3oBaTeNbHOM
OpraHM3aliy; TOJHOE HaMMEHOBaHUE 00I1e00pa3oBaTeIbHON OpraHu3aluu; HOMEp
JUYHOTO JAena; GpaMumins UM 0T4eCTBO paOOTHHKA B MMEHUTEIHHOM Iafieke; TaThl — TOJI
Hayasa ¥ roJl OKOHYaHUS BEJCHHUS JIeNa; KOJIHMUECTBO JIUCTOB; CPOK XPaHECHHUS,

* IIOMEIIEHHE JOKYMEHTOB, IOJJIEkKAIIUX XPAaHEHUI0 B COCTaBE JIMYHBIX JI€J, B
XPOHOJIOTUYECKOM TOPSJIKE:

BHYTPEHHSS ONKCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

JUYHBIN TUCTOK MO y4YeTy KaapoB (mpuiosxeHus Ne 6);

3asiBJICHUE O MpUEME Ha paloTy;

MIPHUKa3 O MpuemMe Ha paboTy;

TPYZAOBOM 10I0OBOP;

JIOTOBOP O TIOMHOW MaTepHallbHOM OTBETCTBEHHOCTH (€ciu pabdOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIUILIO);

XapaKTepUCTUKU U PEKOMEHAATeIbHbIC TUChMA;

corjlacue Ha 00pabOTKy MEPCOHANIbHBIX TAHHBIX.

2.5. JIuCTBI JOKYMEHTOB, IOMEILIEHHBIX B INYHOE JIE€JI0, OJIEKAT HyMEPALIUH.

2.6. C menpio obecriedeHnsT HaIekKAIIEH COXPaHHOCTH JIMYHOTO JIeJia MeJAaroroB M COTPYIHUKOB
o0mieo0pa3oBaTebHOM OpraHu3alii U yao0CcTBa B OOpalleHHMH ¢ HUM MpH (HOPMHUPOBAHHUH
JOKYMEHTBhl TMOMEIIAIOTCA B OTHENbHYI nHanky. [Ipu yBonbHEHHMM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U CIIal0TCS B apXUB.

2.7. BHYTpeHHSS ONKCH TOKYMEHTOB, UMEIONINXCS B JINYHOM JeJie, TOJDKHA COACPIKATh CBEICHMUS
O TMOPSIKOBBIX HOMEpax, HAaWMEHOBAHMIX JOKYMEHTOB JieJa, KOJWUYECTBE JIMCTOB, JlaTax
BKJIFOUEHUSI JOKYMEHTOB B JIMYHOE JEJI0 U U3BATUS U3 JIeNa, a TAKXKE KEM U3BIT JOKYMEHT U IO
KaKOH IpUYUHE.

2.8. BHyTpeHHSIs OMHUCh COCTABIISIETCS HA OTACIBHOM JIUCTE 1O YCTaHOBIIGHHOW (opme. JIucTh
BHYTPEHHEHN ONMKUCH HYMEPYIOTCSl OTIEIIBHO.

2.9. Ilpu moAroTOBKE JIMYHBIX A€ K Nepeaade Ha XpaHCHHE K BHYTPEHHEW OMKMCHU COCTABIISETCA
UTOTOBAs 3aMHCh, B KOTOPOH yKa3bIBaeTcs uppamMu U IPONUCHI0 KOJTMYECTBO BKIIOYCHHBIX B HEE
JIOKYMEHTOB M KOJMYECTBO JIUCTOB JIea.

YV VVVVVY

3. HOpﬂI[OK BCACHUSA JIMYHbIX aeJ1 nmeaaroroB n COprI[HI/IKOB opraHn:saul/m,
OCYHIECTBJISIOIIEH 00Pa30BaTEJIbHY IO A1eATeIbHOCTh

3.1. JIuunoe nenmo memaroroB M COTPYAHUKOB 00IIe00pa30BaTEIbHON OpPraHHW3aIllid BEJETCS B
TEYCHHE BCETO Meprofa padoThl KaXKIOro Teaarora W COTPyJHUKAa B 00IIeoOpa3oBaTeIbHON
OpraHu3aIuy.



3.2. lanpHelmiee BeleHHE JHMYHOTO Jeja ITeJaroroB W COTPYJHHKOB OO0IE00pa3oBaTebHON
OpraHu3aluy TPeIycMaTpUBaeT MOMEIICHHE B JIEJNO JOKYMEHTOB, 00Opa3yOIIUXCs B Ipolecce
pa60qei/’1 ACATCIIbHOCTU U UMCIOIUX 3HAYCHUC JIA TPYAOBBIX OTHOIIICHHUM:

*  JIONOJIHCHHUE K JINYHOMY JIUCTKY I10 y4eTy KaJIpoB;

*  JONIOJIHUTEJIbHBIE COIJIALIECHUS K TPYA0BOMY JI0r0OBODY;

® KOITMKU IIPHUKA30B IO JIMYHOMY COCTaBy, KOTOPBIC KACAKOTCA IMEAAroroB M COTPYAHHKOB

00111e00pa30BaTeNbHON OpraHu3aluy;
* OT3BIBBl JIOJDKHOCTHBIX JIMI[ O TeJarore M COTPYAHUKE 0O0IIe00pa3oBaTebHOM
OpraHH3aluy;

*  KOIHH JOKYMEHTOB O IOBBIIICHUH KBATHU(DUKAIINY;

*  KOIIUH CePTH(PUKATOB, IPAMOT;

*  JIHCT — 3aBEpUTEIb Jieia (COCTABISIFOT IIPH cljadue JINYHOTO Jiejia B apXHB);

® HWHBIC TOKYMCHTBI.
3.3. B memsx oOecriedyeHUss KOHTPOJS 32 COXPAHHOCTBIO M aKTyallbHOCTBIO JIMYHBIX J€T B
00meo0pa3oBaTeIbHON OpraHW3aIlMK €KerofHo (He mo3aHee | kBaprama ropa, CleIyroIIero 3a
OTYETHBIM) MIPOM3BOAUTCS MPOBEPKA UX HATUYHUS U COCTOSHHSI.
3.4. Exerognyto TMpPOBEPKY COCTOSIHHS JIMYHBIX JENI Ha MPEAMET COXPAaHHOCTH BKIIIOUCHHBIX B
HEro JOKYMEHTOB IPOBOAMT CICIHAIBHO CO3AaHHas Komuccus. O MPOBEICHHBIX MPOBEpKax
JieTaeTcsl OTMETKA B JIUCTE O PE3yNbTaTax €XEroJHOW MPOBEPKU COCTOSHUS M HAJMYUS JTHYHOTO
nena (mpunoxenue Ne 5) ¥ cocTaBisieTcs akT. Pe3yabpTaThl IPOBEPKHU JIMYHBIX JIET B 00513aTEIIEHOM
HOPSAKE JOBOIATCS 10 AUPEKTOpa 0011e00pa3oBaTeIbHOI OpraHn3alyy.

4. Tlopsimiok y4éra M XpaHeHHUsl JMYHBIX [eJI MeJaroroB W COTPYAHMKOB OpPraHu3aluu,
OCYyLIEeCTBJISIIONIEH 00Pa30BaATEJbHYIO 1EATEILHOCTD.

4.1. XpaHeHue U ydeT JMYHBIX JIeJ] MelaroroB U COTPYAHUKOB OpraHU3alliy, OCYIIECTBISIOLIEH
00pa30BaTEIIbHYIO JCSTEIBHOCTh, OPTaHU3YIOTCS C IEJIbI0 OBICTPOro M OE30IIMOOYHOTO MOKCKA
JJMYHBIX O, oOecrneyeHusT HX COXPAaHHOCTH, a TaKXKC oOecrieueHus KOH(i)I/IIleHHI/IaHLHOCTI/I
CBEJICHUH, COMIEpIKAIIUXCS B JOKYMEHTaX JIMYHBIX JIEJ, OT HECAaHKIIHOHUPOBAHHOTO JJOCTYTIA.

4.2. JInganble 1e7a COTPYAHUKOB XpaHATCS B celihe 001meo0pa3oBaTesIbHON OpraHu3aIiiy.

4.3. TpynoBbie M MEIUIIMHCKUE KHIDKKHA XPAHATCS OTICIBHO B ceiide.

4.4. Jloctyn K JUYHBIM JejlaM TeIaroroB U COTPYIHUKOB 0OILIe00pa3oBaTebHOW OpraHU3aluu
UMEIOT TOJBKO CEKpeTapb, CICHUATUCT MO KaapaM, JTUPEKTop o00Ieodpa3oBaTeIbHOM
OpraHu3anui JMOO 3aMECTUTENH JHPEKTOpa TPU HCIOJTHEHWH OOS3aHHOCTEH JHMpEeKTOpa
00111e00pa30BaTENIbHON OpraHn3aIUH.

4.5. Cucrematm3anms JHYHBIX [l T[E€AaroroB H COTPYAHHKOB 00mIe00pa3oBaTeIbHON
OpraHHU3aIuH MPOU3BOAUTCS B AI(PABUTHOM MOPSIKE.

4.6. JIuuHble nena MegaroroB W COTPYIHHUKOB 00IIe0Opa3oBaTeIbHONW OpraHW3aIluH, HMCIOIINX
roCcyaapCTBCHHBIC 3BaHHA, IPCMUHN, HArPAbl, YUCHBIC CTCIICHU U 3BAHHA, XPAHATCA IMOCTOAHHO, a
OCTaJIBHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJBbHEHUS paOOTHHKA (B coOTBeTCTBUU ¢ [lepeunem
TUIIOBBIX YIIPABJICHYCCKUX ,Z[OKyMeHTOB).

S. Ilopsinok BbIAAYM JTHYHBIX €1 BO BpEeMEHHOE MOJIb30BAHHE

5.1. Bblgaua nuuHBIX A€l (OTACJIBHBIX JOKYMEHTOB B COCTaBE€ JMYHOIO Ji€Ja) BO BPEMEHHOE
MOJIb30BAHKE TPOU3BOJUTCS C pa3pelleHuss AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHu3aluu 10
3asBJICHHUIO COTPYIHHMKA OpraHU3alliu, OCYIIECTBIISIOIENH 00pa30BaTEIbHYIO 1E€ATEIbHOCTb.

5.2. PabGora (03HaKOMJIGHHWE) C JHUYHBIMH  Je€JaMH  T[EIaroroB MU  COTPYAHHUKOB
00111e00pa30BaTeIbHON OpraHu3aluy IPOU3BOJUTCS B MPUEMHOM nupekropa. B koHue pabouero
THSI CeKpeTapbh WM CHEIHAIUCT MO Kajpam o0s3aHa yOeAMThCS B TOM, YTO BCE JIMYHBIC JIEla,
BBIJIaHHBIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAllleHbl HAa MECTO XpaHEHHs M €cTb JIU
HEOO0XOAMMOCTD JJIsl IPUHSTHS MeP K UX BO3BPALICHUIO WIIN PO3BICKY.

5.3. ®akT BbIJa4M JIMYHOTO J1e1a (PUKCUPYETCs B KOHTPOJIBHOM JKypHalle.



5.4. U3psTHE OTAEIBHBIX TOKYMEHTOB U3 JIMYHOTO JIeJIa TIPOU3BOJUTCS C Pa3pelIeHUs] TUPEKTOpa
0011e00pa3oBaTeIbHON OpraHu3anu ¢ Oo(QOpMICHHEM COOTBETCTBYIOIIEH 3amucu B Tpade
«IIpumeuanue» BHyTpeHHEW onucH. [Ipy BpeMEHHOM M3BATUHM TOKYMEHTA Ha €ro MECTO (MEXIy
JUCTaMU COCEJIHUX JOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENIb C YyKa3aHHUEM JaTbl U
IIPUYUH U3BATHA C IOJIMUCHIO JIMIA, BBIIABLIETO JOKYMEHT, U MOANKCHIO JIMLIA, TOJYYUBIIETO €T0
BO BPEMEHHOE M0JIb30BaHHE.

6. OopmireHne JTHMYHBIX J1eJ1 Iepe/ cAadeil B apXuB
6.1. OdopmiieHue TUUHBIX €T JUIS TepeJaud B apXHUB IMPOU3BOAUTCS CIEHUAIUCTOM MO KaJapam
0011e00pa3oBaTeIbHON OpraHU3aIii. JTa MPoIeypa BKIIOYAECT:

* MOJUIMUBKY (NIEperuieT) Aena;

* YTOYHEHHE HyMepalluu JIUCTOB JeNa;

*  COCTaBJICHHE JMCcTa-3aBepuTeis (mpunoxenue Ne 8);

* cocTaBiieHHE (YTOUYHEHHE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHHH B PEKBU3UTHI JIULIEBOI OOJIOKKH J1ea.

6.2. Jluct-3aBeputenp Jena JOJDKEH MOJMHUCATh €ro COCTaBUTENb, IMPU ITOM J€NaeTcs
pacmudpoBKka JODKHOCTH W TONIHUCH, MPOCTAaBIsSETCS Jgara. B mpormecce HCHONBb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIE JAETaroTcsd COOTBETCTBYIOLIME OTMeTKU. Ecnm geno
MOJIIATO O€3 JHMCTa-3aBepUTENs, TO €r0 CIEAYeT HAKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH
nena.

6.3. C nenbio o0ecnieyeHHst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHIYETCS

* 00BEIMHATh WHAMBHUIYaAJIbHBIC JIMYHBIE J€ia YBOJEHHBIX COTPYJHHKOB B OAHY OOJIOXKKY
(oOBeuHEHHOE JIE0) C TaKHUM pacyeToM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTe€M CIIMBKU MAaTE€pHUaJOB UHAWBUAYAIBHBIX JIE] MO FOJlaM YBOJIbHEHUS);

* pacrmoyiaraTh MaTepualbl WHAWBHIYAIBHBIX NIe] B Tpejaenax jaeia (Toma) B ajapaBUTHOM
nopsiake (moaMuiIbHO), OTAENAS MaTepUabl, OTHOCAIIMECS K Pa3HbIM MHIUBUAYaJIbHBIM
7ienaM, YMCTBIM JINCTOM OyMaru ¢ yKa3aHueM Ha HeM (paMWiIind, UMEHH M OTYECTBa
COOTBETCTBYIOLIETO YBOJEHHOIO IeJarora M COTpyAHMKAa 00Iieo0pazoBaTeIbHOM
OpTaHu3alny,

* cHa0XaThb Kaxa0oe OOBbEJUHEHHOE JeJI0 (TOM) BHYTPEHHEH ONHMCHIO C IEepeyUclIeHUEM
dbamuuii, UIMEH W OTYECTB M YKa3aHWEM HOMEPOB CTPaHUI], B TMpeesiaX KOTOPHIX
PacIoyioKeHbl COOTBETCTBYIOLINE JOKYMEHTBI.

6.4. [lepenava TUYHBIX €T B apXUB OCYIICCTBISICTCS HE MO3IHEE TPEX JIET TIOCIIE 3aBEPIICHUS UX
B JI€JIONPOU3BOJICTBE B COOTBETCTBHHM C rpadukom. IIpeaBaputensHo cekperapeM, CIerraaTucToM
MO0 KaJapaMm TPOBEPSETCS TIOJHOTa W MPAaBHIBHOCTh IOATOTOBKH JIMYHBIX I K Tepeaade.
BbisiBIeHHBIE TPH MPOBEPKE HEJOCTATKH YCTPAHSIOTCS CEKpETapeM, CIEHHUATUCTOM IO KaJlpaM.
[Nepenaua u mpreM MPOU3BOIATCS MO OTHCH C MMPOCTAHOBKOW OTMETOK O HAJTMYWH JIMIHBIX JIEJ.
6.5. JInunble fena neaaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3alluy, 3aKOHUCHHbIE
nenonpousBoacTBoM 10 1 ssHBaps 2003 roma, xpassarcs 75 ner, nocne 1 saBaps 2003 roga — 50
net. JInuHble Aena TUpeKTopa, TIaBHOro Oyxrajurepa o0meoopa3oBaTeIbHON OPraHU3aul HMEIOT
IIOCTOSIHHBINA CPOK XPaHEHHUS.

7. OTBETCTBEHHOCTh
7.1. Tlemaroru W COTpyZHUKH 0OIIC0O0pa30BaTEIbHON OpraHM3alUU OO0S3aHbl CBOCBPEMEHHO
HPEACTaBIIATh CEKPETAPIO WM CIICHHAIHCTY IO KaJpaM CBEICHUS 00 N3MEHEHHH B TIEPCOHAIIBHBIX
JAHHBIX, BKJIIFOYEHHBIX B COCTAB JIMYHOTO JeNa.
7.2. PabGoronaresnb 00eCIIEYnBaAET:
* COXpaHHOCTh JIMYHBIX [€JI T[EAaroroB W COTPYAHHUKOB  001Ie00pa3oBaTeIbHON
OpraHM3aINH;
*  KOH(HIEHIMATBHOCTh CBEJICHHH, COJCPXKALIMXCS B JIMYHBIX JelaXx IeJaroroB |
COTPYJHHKOB.



8. IlpaBa paborogarensi U padOTHUKA
8.1. Jlnst obecriedeHus 3alIUTHl NEPCOHATIBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JHYHBIX Jeax
NIEIaroroB U COTPYJHHUKOB 00Ie00pa30BaTEeIbHOW OpraHu3alMy, MEAarord M COTPYIHUKH
00111e00pa3oBaTEIbHON OpPraHU3aIluy UMEIOT MIPaBo:
*  TOJYYUTh MOJHYI0 HH(POPMALMIO O CBOMX IEPCOHAIBHBIX JAHHBIX U 00pabOTKe 3THX
JTAHHBIX;
*  TOJY4YUTh CBOOOTHBIN TOCTYIl K CBOMM NEPCOHAIBHBIM JIJAHHBIM;
* MOJIyYUTb KOIUHU JOKYMEHTOB, XpaHs;IIUECs B IMYHOM JIeJie U COoJIepIKalllie NepCOHAIbHbIE
JaHHBIE.
* TpeOOBaTh UCKIIOUECHUS UM UCTIPABICHHS HEBEPHBIX U HETIOJIHBIX IEPCOHANBHBIX JaHHBIX.
8.2. PaboTonaTens uMeeT npaso:
* 00pabaTpIBaTh MEPCOHAIBHBIC JaHHBIC TEIaroroB U COTPYIHUKOB 00IIe00pa3oBaTeIbLHOM
OpraHu3alliy, B TOM YHCJIE U HA DJIEKTPOHHBIX HOCUTEIAX;
* 3ampocUTh OT TENaroroB M COTPYIHHUKOB 00111€00pa30BaTEIbHON OpraHu3allyd BCIO
HeoOXoMMMyI0 WH(MOPMALUIO IS BEICHHUS JIMYHBIX JIe1 U OO0paOOTKH MEepPCOHATBHBIX
JaHHBIX.

9. 3akII04YUTeIbHBIE M0JI0KEHHUSI

9.1. Hacrosimee IlonosxeHune o mopsiike BeIE€HUS JTUYHBIX [ PAOOTHUKOB SBISETCS JOKAJIBHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHUMaeTcsa Ha IlenarornueckoM coBeTe LIKOJBI U yTBEpKAaeTcs (J1udo
BBOJUTCS B IEWCTBHE) MPUKA30M TUPEKTOpPa OPraHMU3ALMU, OCYIIECTBIAIOMENH 00pa30BaTEIbHYIO
NESATENBHOCTD.

9.2. Bce m3MeHeHUs W JOMOJHEHMs, BHOCHMBIC B Hacrtosimee Ilomoxxenue, opopmisitoTcs B
MUCBMEHHOW (QopMEe B COOTBETCTBHM JICHCTBYIOIIMM 3aKOHOJATENbCTBOM  Poccuiickoii
denepanuu.

9.3. IlonoxeHue O MOpsiAKE BEJCHMS JMYHBIX A€l paOOTHUKOB 00pa30BaTEIbHOM OpraHM3aluu
IIPUHUMAETCS Ha HEOIpeNeNIeHHbI1 Cpok. M3menenus wu pononHeHus Kk [lonokeHuro
NPUHUMAIOTCS B OpsiiKe, mpeaycMoTpeHHoM 11.9.1. HacTosero [TonoxxeHus.

9.4. Tlocne npunstus [lonoxeHus (WM W3MEHEHWA W JOTOJHEHUH OTIENBHBIX ITYHKTOB H
pa3zenoB) B HOBOW peJakLUK MpeIblIyIiasi pelaklius aBTOMaTUYECKH yTPaunuBaeT CUIY.



Kypnan yuera TMUHBIX J1€1

[Tpunoxenue Nel
K MOJIOXKEHHIO O TIOPSIIKE BEACHHS

JIMYHBIX OCTT pa6OTHI/IKOB

No Hata ®damunus, | Tabens- | JomkaocTh | CTpyKTYp- Hatau Hatau [Tpumeua-
/ odopmie- M, HBIH (mpodec- HOC HOMEp HOMEp HUE
I | HUSI JIMYHOTO | OTYECTBO HOMeEp cus, nojpasue- IprKasa npuKasza
nena reaarora u CHennab- JIeHHne (pacmopst- (pacnops-
COTpYAHHUKA HOCTb) JKEHUs) O JKEHUS) O
nenarora u npueMe TIpeKparie-
COTpYyAHHUKA nearora u HUHU
COTpyaHUKa | (pacTopke-
Ha paboTy HUM)
TPYIOBOTO
JIOTOBOpA C
MIe1aroroM H
COTPYJHUKOM
(yBonbHE-
HUHN)
2 3 4 5 6 7 8 9




Doug Ne

Omuch Ne

Jemo Ne

Wanekc nena

O010KKa JIMYHOTO Jejia

Ipunoxenne Ne2
K TIOJIOXKEHHIO O TTOPSIIKE BEICHHSI
JIMYHBIX JCJ1 pa6OTHI/IKOB

JINMHHOE JIEJIO Ne

(Ha3BaHHE 00Pa30BaTENHHON OpPraHU3aIINH)

Jara naygama

Jlata okoHUaHUs

Ha JIMCTax
XpaHUTb Ier
®onm Neo
Omnuce Ne

Jemno Ne

(3aroyoBOK Jiena)



BHYTPEHHAA OIIMCH
JIOKYMEHTOB Jieia Ne

Ipunoxenne Ne3

K ITOJIOKCHHIO O MOPAAKE BEACHUA

JIMYHBIX OCTT pa6OTHI/IKOB

No HNunexc ara Haspanue Homep [Tpumeuanus
n/n JIOKyMEHTa JIOKYMEHTa JIOKyMEHTa JIUCTOB
Jena
Hroro: JIOKYMEHTOB

KonnyecTBo 1MCTOB BHYTPEHHEN ONKMCHU

(1mdpamMu 1 TPOIKCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIN Y4eT:

« »

(mudpamu ¥ POMKCHIO)

202 ronma

(TIOIHUCH)




®.1.0.

[Tpunoxenue Nod
K MOJIOXKEHHIO O TIOPSIIKE BEACHHS
JIMYHBIX JCJ1 pa6OTHI/IKOB

JIOIDKHOCTB

JInuHoe nemo Ne

JlaTta o3HaKOMIIEHUS TTe1arora
Y COTPYIHUKA C JINYHBIM
JIETIOM

[Toanuck nenarora u
COTpY/IHHKA

OTMeTKH, MPUMEYaHus,
3aMCYaHM




[Tpunoxenue No5

K ITOJIOKCHHIO O MOPAAKE BEACHUA

JIMYHBIX OCTT pa6OTHI/IKOB

OTMeTKa 0 pe3yJIbTaTaX e:KeroHOH MPOBEPKHU COCTOSTHUS
U HAJIMYUS JUYHOTO Jiesa

®.1.0.

JlomxHOCTh

JInynoe nemno Ne

JlaTta npoBepku

d.1.0. unenosB
KOMUCCUHA

Iloanucu wieHoB
KOMUCCHUU

Pesynbrar mposepku




1. ®amunus

ITpunoxenne Ne6

K ITOJIOKCHHIO O MOPAAKE BEACHUA
JIMYHBIX OCTT pa60THI/IKOB

JIMYHBIN JJUCTOK M0 YYeTy KaJAPOB

Nms

OT4ecTBO

2. Ilon

3. T'ox, 4Kcio U MecsIl POKACHUS

4. MecTo poxIeHUs

5. I'pasktancTBO

(cerno, nepeBHs, ropo/, paiioH, 001acTb)

6. O6pa3zoBanue

HazBanwue
yueOHOro
3aBEJECHUS U €70

MECTOHAXOXIACHUC

@daxynbTeT
WIN
OT/IETICHHUE

I'on
HOCTyHHeHHH

T'on
OKOHYaHUuA
WM yX0Ja

Ecian ne
OKOHYMII, TO
C KaKoro

Kypca yImiemn

Kaxkyto
CHEIHAIbHOCTb
MOJTY4rI B
pe3ynbraTte
OKOHYaHUA
y4eOHOT0
3aBENICHUA,
yka3atb No
AUITIIOMAa NN
YIOCTOBEPEHUS

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJCETE

8. Y4eHas CTEeNeHb, yU€HOE 3BaHUE

9. Kakue nmeere HayyHble TPYAbl U U300peTEHUS

(‘{I/ITaeTe U IIEPEBOAUTE CO CIOBAPEM, YUTACTE U MOKETE O6’I)HCHSITBCSI, BJIagCCTC CB060,IIHO)




10. Brimonusiemast paboTa ¢ Hauyana TPYAOBOW JESATENbHOCTH (BKIOYas yueOy B BBICHIUX H
CPEIIHUX CTIeUAbHBIX YUeOHBIX 3aBEJCHHSIX, BOCHHYIO CIIY>)KOy U pab0Ty IO COBMECTUTENILCTBY)

Mecsi u rog

MOCTYIIJICHUA

yxoJa

JIOJIKHOCTB C YKa3aHUEM YUPEKIACHUS,
OpTaHU3aIuH, TPEINPUATHSA, & TAKKE
MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxox)1eHUE
YUPEKICHUS,
OpraHu3alui,
PEANPUATUS

11. IlpeOriBanue 3a rpanulieit (padbota, ciyxkebHast KOMaHIUPOBKA, MOE3/Ka C Jeeralueil)

Mecsn u ron

B kakoii ctpane

Lens npeObiBaHus 3a

C KaKoro 10 KaKoe rpaHuLeH
BpEMEHU BpeMs

12. YyacTtue B BBIOOPHBIX OpraHax
MecTto BEIOOPHOTO HasBanue BoiOopHoro | B kadectBe kKoro I'og

opraHa

opraHa BBIOpaH

n30paHusi | BBIOBITHS

13. Kakne nmeere npaBUTEIbCTBEHHBIE HATPAIbl

Korna u kem HarpaxiaeH

14. OTHOIIIEHHE K BOMHCKUM 0053aHHOCTSM M BOMHCKOE 3BaHUE

CocraB

Pon Boiick

(KOMaHIHBIH, TOJUTUYECKUI, aIMUHUCTPATUBHBIHN, TEXHUYECKUH U T. 11.)

15. CemeliHoe NoI0KeHHE B MOMEHT 3aIl0JTHEHHUS JJUYHOTO JIMCTKA

16. lomamnauii agpec

('-IJ'ISHLI CEMbH, C YKa3aHUEM Bo3pac1‘a)

17. Obs13yr0ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSX JAHHBIX, BKIIOYCHHBIX B JIMYHBINA
JUCTOK TI0 Y4eTy KaJpoB.

« »

202

roua




AHKETA

[Tpunoxenne Ne7

K ITOJIOKCHHIO O MOPAAKEC BEACHUA

JIMYHBIX OCTT pa6OTHI/IKOB

damunusa

Nms

OT4eCTBO

[ara poxnenus

1. I'paxxmancTBO (€CiM M3MEHSIH, TO YKaXHTE,
KOrJla ¥ M0 KaKoi NpuynHe)

2. OOpa3oBaHme, ydeHas CTENEHb (Korma |
KaKue y4eOHBIC 3aBEJCHUS OKOHYWIIM, HOMepa
nuruioMoB). CHenuanbHOCTh M KBATM(DUKAIIS
10 JTUTLIIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U SI3bIKAMU
HaponoB Pocculickoin @enepannn BIaJeeTe U B
Kakod  cTemeHW  (UMTaere M MOXKETe
OOBSCHSITHCS, BIaJCeTe CBOOOIHO)

4. BrinoniHgeMas paboTa ¢ Hayana TpyJAOBOH NeATENbHOCTH (BKIIOYasi BOCHHYIO CITY»KO0y U paboTy

110 COBMCCTI/ITCJ'ILCTBy)

Mecsu u rox JIOOKHOCTB € YKa3aHUEM YUPEKICHUS,

MOCTYIIJICHUA yxoaga opraHusanuuv, MPECAIPUATHUA, a TAKKC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpEeKICHHUS,
OpraHu3alui,
PEANPHUATHS

5. Bamm Gnam3kue poacTBEHHUKH (KeHA, MYX, OTEI], MaTh, OpaThsi, CECTPHI)

Crernenb damMuius, UMs, Ton

poacTBa OTYECTBO POXIACHUA

MecTto paboThI,
JOJDKHOCTh

Anpec mecra
KUTEJIbCTBA

6. JlomamHuii agpec u HoMmep TenedoHa

7. ITacnopT WK TOKYMEHT, €r0 3aMEHSIOIIHI

(HOMEp, cepus, KeM M KOT/Ia BbIJaH)

8. JlomomHUTENbHBIC CBEICHUS, KOTOPBhIE BB *xeltaeTe cooOImuTh 0 cede

10. Ha kakoii ypoBeHb 3apriatel Bol paccuntbiBaeTe?

« » 202  roma

(IOJPKHOCTH OTBETCTBEHHOT'O 32 KaJPOBBIN YUeT)

(moanuce)

(pacimdpoBKa MOIHUCH)




ITpunoxenne Ne8
K TIOJIOXKEHHIO O TTOPSIIKE BEICHHSI
JIMYHBIX JCJ1 pa6OTHI/IKOB

JIMCT-3ABEPUTEJIb

neaa Ne
B nene npommTo u mpoHyMepOBaHO JINCTOB
(zupaMu U IPOIHCEHIO)
c Ne mo Ne , B TOM 4HCJIE:
JTUTEpPHBIC HOMEpa JINCTOB
MPOMYLIEHHbIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH ONUcH JINCTOB
OcobeHHOCTH (PU3NYECKOTO COCTOSTHUS U Howmepa nucros
hopmupoBaHMs ea
OTBETCTBEHHEIH 3a
KaJpOBBIM y4eT
(moamnuce) (pacum¢ppoBKa HOIIUCH)

« » 202  roma




