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NOJMOXEHHE

0 NOpAAKe BeACHMs! JHYHBIX AeJl pAGOTHHKOB
MKOYVY «I'nmuazua Ne3» r. Xacasropr

1. O6mue monoxeHHsA

1.1. Hacrosmee Ilomoxenne o mopsake BeleHUs JIMYHEIX €N paOOTHHKOB OpraHHU3alliy,
OCYIIECTBIAIONIEH 00pa3oBaTeNbHYIO JEATEeNbHOCTD, pa3paboTaHo B COOTBETCTBHH €
DenepanbHeiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O0 ofpasoanuu B Poccntickoit @enepauumy
¢ u3MeHeHuaMH OT 4 aprycta 2023 roga, ®enepanpHbM 3akoEOM OT 27.07.2006 Ne 152 «O
NEPCOHANLHBIX NAHHEBIX» C H3MECHEHHAMH Ha 14 urons 2022 roxa, Ykazom [Ipesuaenra ot
30.05.2005 Ne 609 «O6 ytrepxaeHun [lonoxeHns o nepcoHaNbHEIX AaHHBIX TOCYAAPCTBEHHOTO
cinyxauero Poccuiickoit Pepepauyy U BeIeHRH ero JIMHHOTC Jenay, TpyaossiM KogekcoM
Poccuiickoii Qenepanuy, KonnekTHBHBIM JOroBOpoM, Y CTaBOM OpraHU3alMH, OCYLIECTBRIONIEH
00pa30BaTCABHYIO ACATENBHOCTD.

1.2, Mannoe [TonoxeHne onpenenacT NopanoK BEACHHA JIMYHEBIX JC) I€AaroroB U HHBIX
COTPYAHHMKOB W paGOTHHKOB LIKOJIEL, ONpesenseT HopsaoK $opMHpoBaHUs, ydeTa U XpaHeHHS,
BBITIAYM JIMYHBIX JIe]1 BO BPEMEHHOE NOJIL30BatKe, a TAKXKe OTBETCTBEHHOCTD, paBa pabOTHUKOB H
IupeKTopa o0pa3oBaTeNbHOM OpraHu3anym.

1.3. Hacrosmee Ilonoxenne yreepkaaeTcd NpHKa3oM IO IIKOJIE U ABJIACTCA 0OSA3aTENBHBIM 111
BCEX KaTErOpHH NEJArOTHUYECKUX H APYTHX COTPYAHHKOB IIKOJIBI.

1.4. BeneHve MTUYHEIX Je) I€1AaroroB ¥ COTPYAHHKOB IUKOJIBI BO3JIAraeTcs Ha CIelUalucTa o
KaJlpaM OpPraHn3aLyi, OCYECTRIAIOWEH 00pa3oBaTeNbHYIQ ASATECABHOCTD,

1.5. JIuunoe neno — OCHOBHOW NOKYMEHT MEPCOHANBHOTO y4eTa, CogepXaumii Hauboree oIHEIE
CBEACHNA 0 paboTHHKE 00pa30BaTe/IbHON OpraHN3aluy | ero TpyAoBo# AeATeNnbHOCTH, B nnanoe
AeNO BHOCATCS CBeJEHHS, CBA3AHHbIE ¢ MMOCTYIUIEHHEM Ha paboTy U YBOJIbHEHHEM.

1.6. Cezenns, cofepxampecs B JINYHOM JIENE, OTHOCATCS K KOH(PHUACHIMATLHON MHOpMalINH,
HMEIOT OTPaHUYCHHBLH JOCTYN U pazrIallieHHIo He MOAeKaT.

1.7, JInuHOE n€10 BeACTCA B TCUESHHE BCEro nepruoja paboTsl padoTHHKA,

1.8. BeaeHne HECKONBKHX JIMYHEIX Jie)1 OHOTO paboTHHKa 00pa30BaTe/IbHOM OpraHu3alluy He
AOTyCKaeTCH.

2. [Topanox popMHPOBAHHSA JTHYHBIX Je/I COTPYAHHKOB
2.1, GopMupoBaHKE TUYHOTO A IEAArOroB H COTPYAHHKOB 0011e00paszoBaTenbHON
OPraHu3alAY MPOK3BOAUTCA HEMOCPEACTBEHHO MOCE MpUeMa B 001eo0pa3oBaTeNIbHYIO
OpraHK3alHIO WIH MepeBoJa IeJaroroB ¥ COTPYAHUKOB U3 Apyrol o0pa3zoBaTenpHoH
OpraHH3aL{L.
2.2. B COOTBETCTBHM C HOPMATHBHEIMH JOKYMEHTAMH B JIHYHBIE A€/ MIEJArOTOB H COTPYIHHUKOB
OpraHU3alHY, OCYLISCTRAMIONIEH 00pa3OBATENBHYIO AEATENLHOCTD, BKIAABIBAIOTCA CICAYIOMIUS
NOKYMEHTBI:
Jna nedacoeos:

* 3agBlIeHHe O [TpHeMe Ha paboty;



3asiBJIEHHE O COTJachu Ha 00pabOTKY NMepCOHAIbHBIX TaHHBIX ME1arora;

CrpaBKa O HAIMYKUU (OTCYTCTBHH) CYJAMMOCTHU U (MiH) (haKTa yroJOBHOTO MPECIIeI0BaAHMS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM MPaBONOPSIKA,

aBTOOHMOTpadus;

KOIHUS AacopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTH;

KOIIHSI CTPAXOBOT'0 CBUCTENILCTBA IEHCUOHHOTO CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOIIaTEebIIHNKA;

KOIHSI IOKYMEHTa BOMHCKOTO y4eTa (JIJ711 BOEHHOOOSI3aHHBIX );

KOIUSI CBUETENHCTBA O 3aKJII0UeHUU Opaka (Ipy HAIUYHUH);

KOIIHSI CBUETENIHCTBA O POXKJICHUU JeTel (IIpU HATUYUH);

KOITMH JIOKYMEHTOB 00 00pa30BaHUU;

KOITUH JIOKYMEHTOB O KBaTH(UKALMU WA HATMYUE CTICIUATHHBIX 3HAHUH (IPU HATNYHH);
KOIUHU aTTECTAllMOHHBIX JIUCTOB (MPU HAIUYHH);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUN);

XapaKTePUCTHKHU, pEKOMEH/IaTeIbHbIE MIChMa (IIPU HAJTHYUN);

IIPUKa3 O IpuemMe Ha padoTy;

MIPHUKa3 O MEePEBOJIe Ha MHYIO JOJKHOCTD (MIPH HATUYHH);

JOJDKHOCTHASI MHCTPYKIHUS (JIOJPKHOCTHBIE MHCTPYKIIMU C MOMEHTA Ha3HAYCHUS Ha BCE
JOJKHOCTH ),

TPYIOBOM JOTOBOP (C MOCIEAYIONIUM BKJIIOUEHHEM JOMOTHUTEIBHBIX COTJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYJIOBYIO KHIIKKY;

MEIUIIMHCKYIO KHIDKKY.

s pabomuukos:

3asBJICHHME O IIpUEMe Ha padoTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX ME1arora;

CIIpaBKa O HATMYKMH (OTCYTCTBHH) CYJMMOCTHU | (HJK) (haKTa YrOJOBHOTO MpecieI0BaHus,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA,

aBTOOHOrpadus;

KOIUS TAacopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOILIETO JINYHOCTS;

KOIIMSI CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEpPa HAJIOTOILIATENbIINKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSsI3aHHbIX);

KOIUSI CBUJETENBCTBA O 3aKJIFOUEHUH Opaka (Tpy HaJIn4yuHm);

KOIIMSI CBUJIETEIBCTBA O POXKJICHUM JieTel (MpH HAINYHHN);

KOIIMH JIOKYMEHTOB 00 00pa30oBaHUU;

KOIIMH JJOKYMEHTOB O Harpa)JeHUH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEHIaTeIbHbIE TTHChMA (ITPH HATWYHH );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBO/Ie Ha UHYIO JOJKHOCTD (IIPH HATUYHH);

JOJDKHOCTHASI MHCTPYKIHS (AOJKHOCTHBIE MHCTPYKIIMHM C MOMEHTa Ha3HAUEeHUs Ha BCe
JOJKHOCTH ),

TPYAOBOM JOTOBOP (€ MOCIETYIONUM BKIIOUSHHEM JONOIHUTEIBHBIX COTTIAalIEHUH K
TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHIXKKY;

MEIUIUHCKYIO0 KHUXKKY.

Pabomooamenv oghopmnsem:

TPYZIOBOM AOTOBOP B JBYX 3K3EMILIAPAX;

MpHKa3 o mpuemMe Ha paboTy (0 mepeMeneH!: Ha JpyTrue JOHKHOCTH);
TUYHY0 KapTouky Ne T-2;

JODKHOCTHYIO HHCTPYKIIUIO B IBYX DK3EMILIAPAX.

Pabomooamenv 3Haxomum.:



*  C HOPMaTHBHO-TIPABOBBIMH JJOKYMEHTaMH IIKOJbI (Y cTaBoM, KoIekTHBHBIM 10TOBOPOM,
[IpaBmiiamMu TpyAOBOTO paclopska U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKILIMEH;

*  [IPOBOJUT BBOJHBIM MHCTPYKTaX, MHCTPYKTAX 110 OXpaHe TpyJa, UHCTPYKTAXK I10
IIPOTHBOIOKAPHOM O€30MaCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* IIPUCBOEHHUE JINYHOMY JIeIy HOMEpa COIJIaCHO JKypHaJly ydeTa JIMYHBIX /el (IpUIokKeHne
Ne 1);

* IPOCTaBJIEHME Ha OOJIOXKKE JIMYHOTO Jeina (mpuitoxkeHue Ne 2) crieayrommx peKBU3UTOB:
WHJIEKC Jie1a (B COOTBETCTBHH C HOMEHKIIATYPOU Jien 001ieo0pa3oBaTeabHOM
OpraHu3al|K; [I0JHOE HAMMEHOBaHUE 00111e00pa3oBaTeIbHON OpraHU3alii; HOMEp
JMYHOTO fena; paMuiIus UMl OTYECTBO PaOOTHUKA B MMEHUTEILHOM MaJIeKe; 1aThl — MO
Hayaja ¥ roJl OKOHYaHUs BEJICHUs JIe1a; KOJIUYECTBO JIUCTOB; CPOK XPAHEHHUS;

* IIOMEIIEHUE JOKYMEHTOB, [TOJIEKAIUX XPAHEHUIO B COCTAaBE JIUYHBIX JEll, B
XPOHOJIOTUYECKOM TMOPSTIKE:

BHYTPEHHSIS ONMCh JOKYMEHTOB Jiena (mpuiioxxkenue Ne 3);

JUYHBIN JIMCTOK MO y4eTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paldoTy;

IIpUKa3 O pueme Ha padory;

TPYyZIOBOM AOTOBOP;

JIOTOBOP O MOJHOM MaTepuanbHOM OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTePUCTUKH U PEKOMEHIaTeIbHbIE TUChMa;

coryacrie Ha 00paboTKy NMepCOHATBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, TIOMEUICHHBIX B JINUHOE JI€JI0, TIOJUIeKAT HyMEepaluy.

2.6. C nenpto obecrieueHns HaJIeKaIIeld COXpaHHOCTH JJMYHOTO JIejia MeAaroroB ¥ COTPYAHUKOB
00111e00pa30BaTeIbHOM OpraHu3aluy U yJ00CTBa B 0OpAIlleHUH ¢ HUM IpU (OPMHUPOBAHUHU
JIOKYMEHTBI TOMEIAI0TCs B OT/AETIbHYIO NManky. [Ipyu yBolbHEHUN paOOTHUKA MPOLINBAIOTCS
HUTKaMU U CIAIOTCS B apXUB.

2.7. BHyTpeHHsIs OIUCh JOKYMEHTOB, UMEIOLINXCS B JTJMUYHOM JI€N€, JOJDKHA CO/IEP)KATh CBEJCHUS
0 MOPSAJIKOBBIX HOMEPAX, HAMMEHOBAHMSIX JOKYMEHTOB JI€]1a, KOJIMYECTBE JIMCTOB, JJaTax
BKJIFOUEHUS JOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS U3 JeJIa, a TAKXKE KEM U3BAT JOKYMEHT U 110
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIs OIUCh COCTaBISETCS Ha OT/IEIbHOM JIMCTE M0 YCTaHOBIEHHOU (opMme. JIncTh
BHYTPEHHEHN ONNUCU HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu noAroToBKE JIMYHBIX €] K epejaue Ha XpaHEeHHE K BHYTPEHHEN OMKMCH COCTABIISETCS
UTOrOBasi 3alMCh, B KOTOPOH yKa3bIBaeTCs LU(paMU U MPOIUCHI0 KOJTUYECTBO BKIIOYEHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JINCTOB JiejIa.

YV VVVVVY

3. HOpﬂIlOK BEACHUA JIUYHBIX A€J II€e1aroroB 1 COTpyaAHuKoB Opranusanuu,
OCyLIeCTBIISAOIIeH 00pa30BaTeIbHYIO 1eITeIbHOCTD
3.1. JIuuHoe 1em0 meaaroroB U COTPYAHUKOB 00IIe00pa3oBaTEIbHON OPraHU3allii BEIEeTCS B
TEUeHHE BCEro rneproza padboThl KaKIAO0ro MeJarora 1 COTpyJaHUKa B 0011e00pa3oBaTeIbHON
OpraHu3aIyHy.
3.2. lanbHelinee BeIeHUE TUYHOTO JIeNa MIeJaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHOM
OpraHM3alMy MpeaycMaTpruBaeT MOMENIEHHE B JIEI0 JOKYMEHTOB, 00pa3yIouXcs B Ipolecce
paboueil eI TeNbHOCTH U UMEIOIUX 3HaYeHUE /ISl TPYAOBBIX OTHOLICHU:

*  JIONOJIHEHHE K JIMYHOMY JIUCTKY II0 YYETY KaJpOB;

*  JIOTIOJHUTEIbHBIE COTIALLIEHUS K TPYZAOBOMY JOTOBOPY;

*  KOIHHU MPUKA30B MO JIUYHOMY COCTaBY, KOTOpPbIE KacaroTcsl Me1aroroB U COTPYAHUKOB

00111e00pa30BaTEIbHON OpraHN3aluY;



*  OT3bIBBI JOJDKHOCTHBIX JIMI O MEJJarore U COTpyaHuKe o01ieo0pa3oBaTeabHOM
OpraHu3aluy;

*  KOIHUHU JOKYMEHTOB O MOBBIIIEHUN KBaU(UKALINY;

*  KOIHUHU CepTU(UKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIb Jelia (COCTABIIAIOT MPU cllaye JIUYHOTO Jeia B apXUB);

*  HHBIC JOKyMEHTHI.
3.3. B nensix obecrnieueHUst KOHTPOJIS 32 COXPAHHOCTHIO U aKTyaJIbHOCTBIO JIMYHBIX JIeJT B
00111e00pa30BaTEIbHOM OpraHn3aluy eXeroIHo (He mo3aHee | kBapraa roja, Cieayouero 3a
OTYETHBIM) MPOU3BOAUTCA MTPOBEPKA UX HATTMYUS U COCTOSTHUSI.
3.4. ExeroHyio mpoBepKy COCTOSIHUS TUYHBIX JIe]l Ha MPEAMET COXPAaHHOCTH BKIIOUYCHHBIX B
HEro JOKYMEHTOB IIPOBOJUT CIIEMAIbHO co3AaHHas KoMuccusi. O MpoBeIeHHBIX TPOBEPKAX
JIeJIaeTCsl OTMETKA B JIMCTE O PE3YJIbTATaX €XKETOJHON MPOBEPKHU COCTOSHUS U HAJTUYHS JINYHOTO
nena (npuioxenue Ne 5) u coctaBisieTcs akT. Pe3ynbTarsl IPOBEPKH JTUYHBIX JIE] B 003aTeIbHOM
MOPSIAKE JOBOJSATCA 10 IUPEKTOpa 0011eo0pa3oBaTeIbHON OpraHUu3aIiH.

4. llopsanok y4éTa M XpaHeHHUs JUYHBIX /e NearoroB U COTPYAHUKOB OPraHHU3aluM,
OCYHIECTBJISAIOIICH 00pa30BaTEIbHYIO AeSITEJIbHOCTD.

4.1. XpaHeHue 1 y4eT JIMYHBIX /€]l [Ie1aroroB U COTPYIHUKOB OpraHU3alluu, OCYIECTBIISIOIEH
00pa3oBaTeNbHYIO AEATEIbHOCTb, OPIaHU3YIOTCA C LIEJIbI0 OBICTPOro M 0€301MO0YHOr0 OUCKA
JIMYHBIX JIeJI, 00ECTIEYeHHUsI UX COXPAHHOCTH, a TAK)Ke oOecreueHus: KOH(PpHUICHIINAaTbHOCTH
CBEJIEHUH, cofiepKaluXxcs B JOKyMEHTaX JIMYHbIX J€J, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA.
4.2. JInganble 1e7a COTPYAHUKOB XpaHsTCS B ceide 00meo0pa3oBaTeIbHOM OpraHu3aIiy.

4.3. TpynoBble M MEAULIMHCKUE KHI)KKU XpaHATCS OTIENBHO B ceide.

4.4. Jloctyn K TUYHBIM JIeJIaM MEeIaroroB U COTPYIHUKOB 00I1e00pa30BaTEeIbHON OpraHUu3aliN
UMEIOT TOJIBKO CEKpPETaph, CHELMAIKCT 10 KaapaM, JUPeKTop 001ieo0pa3oBaTebHON
OpraHM3aIMy JUO0 3aMECTUTENN AUPEKTOPA IIPU UCIIOJIHEHUU 00S3aHHOCTEN JUPEKTOpa
00111e00pa30BaTeIbHON OpraHU3aIH.

4.5. Cuctemarusanys JUYHbBIX JIE] N1€Jar0oroB U COTPYJHUKOB 0011e00pa3oBaTeIbHON
OpraHU3alMK TPOU3BOAUTCS B al(paBUTHOM MOPSIKE.

4.6. JIngynble Jena me1aroroB U COTPYIHUKOB 00IIe00pa30BaTeIbHON OpraHU3aIlui, HMEIOIIINX
roCyJJapCTBEHHbIE 3BaHUS, IPEMHUH, HArpa/ibl, ydeHbIe CTEIIEHU U 3BaHUs, XPAHATCS IIOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIET C ro/la yBOJbHEHUS paboTHHKA (B cOOTBETCTBUM C [lepeunem
TUIOBBIX YIPaBICHUECKUX JOKYMEHTOB).

5. Ilopsinok BbIIa4H JMYHBIX €1 BO BpeMEHHOE M0J1b30BaHUE

5.1. Boigaua 1uyHBIX €7 (OTAEIbHBIX IOKYMEHTOB B COCTABE JIMUHOTO Jieja) BO BPEMEHHOE
M0JIb30BaHKE POU3BOUTCS C pa3peleHHs JUpeKTopa 001meo0pa3oBaTeIbHOW OpraHUu3aIiy 110
3asIBJICHUIO COTPYIHUKA OpraHU3allii, OCYIECTBIISIONIEH 00pa30BaTENbHYIO ACSITENbHOCTD.

5.2. Pabota (03HaKOMIJIEHHE) C JMYHBIMU JIEJaMHU TeJJaroroB U COTPYAHUKOB
o011eo0pa3oBaTeIbHON OpraHU3aly IPOU3BOANUTCS B IPUEMHOI nupekTopa. B koHie pabouero
JIHSI CeKpeTapb WM CHEIHMAINCT MO KaJpaM 00s13aHa yOeUThCS B TOM, YTO BCE JIMYHBIE JIENa,
BbIIAaHHBIE BO BPEMEHHOE M0JIb30BaHNE, BO3BPAILEHBI HA MECTO XPAaHEHUSI U €CTh JI
HE0O0XOAUMOCTB JJIsl IPUHATHUS Mep K MX BO3BPAIIECHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO JieNia PUKCUPYETCS B KOHTPOJIBHOM KypHaJe.

5.4. 3bsTHE OTJCNBHBIX JOKYMEHTOB U3 JINYHOTO JIeJ1a TIPOU3BOIUTCS C pa3pelieHHsl JUPEeKTopa
0011e00pa3oBaTebHON OpraHu3aIi ¢ 0pOopMICHHEM COOTBETCTBYIOIIEH 3aTUCH B Tpade
«ITpumeuanue» BHyTpeHHel onucH. [Ipy BpeMEHHOM U3BATHU TOKYMEHTa Ha er0 MECTO (MEeXIy
JUCTaMH COCEJITHUX JIOKYMEHTOB) BKJIa/IbIBAETCS CIpaBKa-3aMECTUTENb C YKa3aHUEM JaThl U
IIPUYMH U3BATHUSA C MOANKCHIO JINIA, BBIJABIIETO JOKYMEHT, U MOANKCHIO JINIA, TOTYYUBILIErO €ro
BO BPEMEHHOE I10JIb30BAHMUE.

6. OdopmuileHne JIUYHBIX JeJ1 Mepel claveid B apXuB



6.1. OdopmiieHre TUUHBIX €I AJIS IIepelayd B apXHUB IPOU3BOAUTCS CIIELUAIUCTOM 110 KaJpam
00111e00pa30BaTENIbHON OpraHu3ay. JTa MPoLeaypa BKIOYALT:

* TOMIUBKY (TIEperuieT) Aela;

* YTOYHEHHE HyMEpaluH JUCTOB JIeNa;

* coCTaBJIeHHE JHcTa-3aBepurens (npuoxenue Ne §);

* cocraBieHue (yTOUHEHNE) BHYTPEHHEH OMHCH;

* BHECEHUE YTOYHEHUI B PEKBU3MTHI JUIIEBOI 0OJI0KKH Jiena.

6.2. JIucT-3aBepuTeNb Jiena JOJDKEH MOANUCATh €r0 COCTaBUTEINb, IIPU 3TOM JENaeTCs
paci(poBKa J0JKHOCTH U MOAMUCH, IPOCTaBIIAeTCs JaTa. B nmpouecce ncnoab30BaHMs
apXHUBHBIX JOKYMEHTOB B JICTE-3aBEPUTEIIC ICTAIOTCS COOTBETCTBYIONINE OTMETKU. Eciu neno
HOJIIATO O€3 JIMCTAa-3aBEPUTEIISL, TO €T0 CIeyeT HAKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
Jena.

6.3. C nenbto o0ecrieyeHus: COXPaHHOCTH JIMUHBIX JIeJI PEKOMEH1yeTCs:

*  00BEIUHATH WHAMBUIYATbHBIC THYHBIC /I€1a YBOJICHHBIX COTPYIHUKOB B OJIHY OOJOXKKY
(0OBeaMHEHHOE JIEJI0) ¢ TAKMM PacyeToM, 9YToObI 00beM jena (Toma) He mpeBbiiai 250
JUCTOB (ITyTE€M CIIMBKY MaTE€PHajIOB MHAWBUIYAIBHBIX JIE] IO TOJaM YBOJIbHECHNUS);

* pacrnoJjiaraTh MaTepualbl MHIUBHyaJIbHbIX J€J1 B IIpesienax Jena (Toma) B anpaBUTHOM
nopsiake (moaMuIIbHO), OTAETSAS MaTEPUAIbl, OTHOCSIIUECS K Pa3HBIM HHIUBUIYATbHBIM
7ies1aM, YMCTBIM JINCTOM OyMaru ¢ ykazaHHeM Ha HeM (paMUJIMHM, UMEHU U OTYECTBa
COOTBETCTBYIOIIETO YBOJICHHOTO TE€Iarora U COTpyAHUKA 001Ie00pa3oBaTeIbHOM
OpraHu3aluy,

* cHabOXaTh Kaxa0e 00beTMHEHHOE JIENI0 (TOM) BHYTPEHHEH OMHCHIO C IIEPEUNCICHHEM
(bamunuil, UMEH 1 OTYECTB M YKa3aHHEM HOMEPOB CTPaHMII, B MpeIeiax KOTOPBIX
PAacIoNIOKEHbI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenaya TMUHBIX J1eJ1 B apXHUB OCYIIECTBIISIETCS HE MTO3/IHEE TPEX JIET 110CIIE 3aBEPLICHUS UX
B JIETIONIPOM3BO/ICTBE B COOTBETCTBHH C rpadukom. [IpenBapuTenbHO cekpeTapeM, ClielHaIicTOM
10 KaJpaM MpoBepsieTcs MOJHOTA U MPABUIBHOCTD MOJITOTOBKH JIMUHBIX JIE] K Iepeiaye.
BrIsiBIIEHHBIE TTIPH IPOBEPKE HEOCTATKH YCTPAHSIOTCS CEKPETapeM, CIIEUAIMCTOM 110 KapaMm.
Ilepenaua u mpueM NPOU3BOJATCS MO ONMUCHU C IPOCTAHOBKOM OTMETOK O HAJMYUH JIMYHBIX JIEI.
6.5. JInuHble J1ena mearoroB U COTPYIHUKOB 00111e00pa30BaTebHON OpraHn3aliui, 3aKOHYCHHBIC
nenorpousBoacTBoM 1o 1 ssuBaps 2003 rona, xpanstcs 75 nert, nocne 1 saBaps 2003 roga — 50
neT. JInuHble nena AUPEeKTopa, TJIABHOTO OyXraiarepa 001eo0pa3oBaTeIbHON OpraHu3allui UMEIOT
MOCTOSIHHBINM CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCTH
7.1. Ilegaroru u COTpYAHUKH 0011e00pa30BaATENHLHON OpraHU3alnK 00s3aHbBI CBOEBPEMEHHO
MIPEJICTaBIATh CEKPETapIo WIH CHEIHAINCTY MO KaJpaM CBEACHUS 00 U3MEHEHHUU B TIEPCOHANBHBIX
JTAaHHBIX, BKIIFOYCHHBIX B COCTaB JIMYHOTO JIejIa.
7.2. Pabotonarens obecnieunBaeT:
*  COXPaHHOCTb JIMYHBIX JIEJT MTeJJarOTOB M COTPYTHUKOB 00111€00pa3oBaTeIbHON
OpraHu3allvy;
*  KOH(DHIECHITMAITBHOCTH CBEJICHUH, COACPKAIMNXCS B IMIHBIX JIeJax MeJaroroB v
COTPYJIHUKOB.

8. [IpaBa paGoroaare/isi U padOTHUKA
8. 1. 21.]'[5[ oOecrieueHus 3aI0UTHI IEPCOHAIIBHBIX JAHHBIX, KOTOPBIC XPAHATCA B JIMYHBIX ACJIaX
MeJaroroB U COTPYAHUKOB 00I1e00pa30BaTEIbHON OpraHU3aIliy, IEJaroru U COTPYIHUKA
00111e00pa3oBaTeIbHON OpraHu3aIlii UMEIOT MPaBo:
*  MOJYYHUTb MOJHYIO HHPOPMAIIMIO O CBOMX MEPCOHANBHBIX JaHHBIX U 00pabOTKe ATHX
JTaHHBIX;
® MOJIYYUTHh CBO60,Z[HI>1ﬁ AOCTYII K CBOUM HCPCOHAJIbHBIM JJaHHBIM;



*  TOJYYHTbH KOTIHH JOKYMECHTOB, XPaHSIIAECS B TMYHOM JEJIE U COJepIKAIIIE TEPCOHATHHBIE
JTaHHBIE.

* TpeOOBaTh UCKIIOYCHUS WM MCIIPABIICHHUS HEBEPHBIX U HETIOJIHBIX NMEPCOHATBHBIX JJAHHBIX.

8.2. PaboTonarens uMeeT mpaso:

* 0o0pabarbIBaTh NEPCOHATBHBIE TAHHBIE ITEJ]ATOTOB U COTPYIHUKOB 00111€00pa30BaTeIbHOM
OpraHM3allfy, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEIISX;

*  3alPOCHTH OT MENAroroB U COTPYJHUKOB 00IIe00pa30BaTEIbHON OpraHU3aIuy BCO
Heo0X0IuMY0 HHPOPMAITUIO JJIs BEJCHHSI TUIHBIX JIEJT 1 00pabOTKH MEePCOHATBHBIX
JTaHHBIX.

9. 3akJII04uTe/IbHBIE 10JI0KEHUS

9.1. Hacrosiee Ilonoxxenue o mopsiike BEACHUS JIMYHBIX J1e7 paOOTHUKOB SBJISIETCS JIOKAJIbHBIM
HOpPMAaTHUBHBIM aKTOM, IpuHUMaeTcs Ha [lenarornueckoM coBeTe LIKOJIBI U yTBEpAkKAaeTcs (JIn6o
BBOJIUTCS B JICHICTBHE) IPUKA30M JUPEKTOpA OpraHU3aliu, OCYLIECTBIISIOEN 00pa30BaTeIbHYI0
NESATEIBHOCTD.

9.2. Bce u3MeHeHUs U JOTIOJIHEHHS, BHOCUMBIE B HacTosmlee [lonoxenne, ohopMitsiroTes B
MIUCbMEHHOMN (hopMe B COOTBETCTBUHU JAECUCTBYIOLIMM 3aKOHOIaTeNIbCTBOM Poccuiickoit
denepanuu.

9.3. [TonoxeHue o NOpsAKE BEACHUS JIMYHBIX JeJ1 paOOTHUKOB 00pa30BaTe/IbHOM OpraHu3auu
IIPUHUMAETCS Ha HEONpeAeIeHHbIN CpoK. V3menenns n nononanenus K [lonoxennro
IIPUHUMAIOTCS B Opsiike, npeaycMoTpeHHoM 11.9.1. Hacrosiero [lonoxxeHus.

9.4. ITocne npunstus [lonoxxeHus (WM N3MEHEHUH M TOTIOJTHEHUIA OTJEIIBHBIX TYHKTOB U
pa3zenoB) B HOBOW peJaKUK MpeIblIylias pelakliys aBTOMaTUYECKH yTpauuBaeT CUILy.



ITpunoxenne Nel

K MMOJIOKCHUTIO O MOPAAKE BEACHUA
JIMYHBIX OCJT paGOTHI/IKOB

JKypHan yuera mTu4HBIX €1

Ne Hara OQammwmms, | Tabems- | JomkrocTs | CTpyKTYp- Haran Haraun [prmeya-
1/ odopmire- ums, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUSI IMYHOTO | OTYECTBO HOMEp cHs, nojpasue- MpUKa3a IpUKa3a
zena nenarora u CHennatb- JIeHHe (pacnopsi- (pacmopsi-
COTpYIHHUKA HOCTB) JKESHUS) O JKEHUS) O
nejgarora u npueme IpeKpaie-
COTpY/JHHKA nearora u HHUH
COTpYyJHHKa | (pacTopie-
Ha paboty HUM)
TPYJOBOIO
JIOTOBOpA C
NIeIaroroM U
COTPYIHUKOM
(yBOmBHE-
HUH)
2 3 4 5 6 7 8 9




donng Ne

Onucek Ne

Hemo Ne

Wunexc nena

OO010KKa JIMYHOTO Jeja

[Mpunosxenne Ne2
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHE 00pa30BaTEILHON OPTaHU3AIHN)

Jara Hauana

Jlata okoHUaHUs

Ha JIACTax
XpaHuTh JeT
dona Ne
Omnuce Ne

Jleno Ne

(3aroyioBOK Jiena)



BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

[Mpunosxenne Ne3

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

Ne NHupekc Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKyMEHTa JOKyMEHTa JOKYMEHTa JIUCTOB
Jeia
Hroro: JIOKYMEHTOB

(uMgpamu 1 IPOIKCHIO)

KomuuectBo aucroB BHYTpeHHeﬁ OIINCH

OTBeTCTBEeHHBIH 32
KaJpOBBIN YYeT:

(1mdpamMu ¥ TPOIKCHIO)
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(TroxrvcH)




©.N.0.

[Mpunoxenne Ned
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JlomKHOCTD

JInganoe nemo Ne

JlaTa 03HAaKOMJICHHMS TIe1arora
Y COTPYAHUKA C JTUYHBIM
JIETIOM

ITonnuce nexarora u
COTpYAHMKA

OTMeTKH, MpUMEYaHus,
3aMeYaHus




[Mpunosxenne Neb

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMY U1 JIMYHOTO J1eJi1a

©.1.0.

JomKHOCTD

JInynoe nemo Ne

Jlarta mpoBepku

d.N.0O. unenos
KOMUCCHUU

Ilognucu uiieHOB
KOMHCCHU

PesynbTar mpoBepku




1. ®ammnus

[Mpunosxenne Ne6

K MMOJIOKCHUTIO O MOPAAKE BEACHUA
JIMYHBIX ACJI paGOTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT4ecTBO

2. Ilon

3. T'ox, unciio u MecsLl POXKACHUS

4. Mecto poxeHus

5. I'paxknancTBO

(ceno, nepeBHs, ropoj, paiioH, 001acTb)

6. O0OpazoBaHue

HazBanue
yueOHOro
3aBeICHUS U €T0

MECTOHAXOXIACHUC

daxkynbTeT
WIIN
OT/IENIEHHE

T'on
HOCTyl'[J'[eHI/ISI

T'on
OKOHYaHUA
WJIM yX0Ja

Ecnu ne
OKOHYHII, TO
C KaKoro

Kypca ymren

Kakyro
CHELMATbHOCTD
HIOJIy4YHII B
pe3yiabTare
OKOHYaHUS
yueOHOro
3aBE/ICHNUS,
ykazatb Ne
JUIIOMA WK
YIOCTOBEPEHHUS

7. Kakumu HHOCTPAaHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHp, y4eHOE 3BaHHE

9. Kakue nmeere HayyHbI€ TPY/Ibl U U300pETCHUS

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE OG'L?ICHSITBCSI, BJIAICETC CBO60)1HO)




10. Bemonnsemas paboTa ¢ Haudanga TPYAOBOW JEATEIHHOCTH (BKJIIOYas y4eOy B BBICHIMX H
CPeAHUX CTICIHUATBHBIX YU€OHBIX 3aBEJCHUSAX, BOCHHYIO CIYXOy U paboTy 110 COBMECTUTEIILCTBY)

Mecsii u ro JIOKHOCTB € yKa3aHHEM YUpeKIeHUS, MecToHaxoxaeHue
IIOCTYIUIEHHUS yxoja OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3alui,
PEANPUITUS

11. IIpeObiBanme 3a rpanuiiei (padbora, cirykeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeierauei)

Mecsan u rox B kakoii ctpane Llens mpeObIBaHMS 32
C KaKoro 10 KaKkoe IpaHMLIEH
BpEMEHU BpeMsi
12. YyacTre B BHIOOPHBIX OpraHax
MecTo BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro T'on
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHA

13. Kakue nmeere npaBUTEIbCTBEHHbIE Harpaibl

Korna n kem HarpaxaeH

14. OTHOIIEHNE K BOMHCKUM 00S3aHHOCTSM U BOMHCKOC 3BaHUE

CocraB Pon Botick

(KOMaH/HBIH, TOJNTHYECKUH, aIMIHACTPATUBHBIH, TEXHHYECKHH U T. 1.)

15. CeMeltHOE TTOJIOKEHIE B MOMEHT 3aIIOJIHEHUS JJUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. lomamuumii agpec

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIATh 000 BCEX M3MEHEHUSAX JTAHHBIX, BKIIOUCHHBIX B JIMUHBII

JIMCTOK IO YUCTY KaJpOB.

« » 202  roma




AHKETA

[Mpunosxenne Ne7

K MMOJIOKCHUTIO O MOPAAKE BEACHUA

JIMYHBIX ACJI paGOTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxkmancTBO (€ciiv U3MEHSIIU, TO YKaXUTE,
KOT/JIa M 110 KaKOW MPUYUHE)

2. OOpa3zoBaHue, y4yeHas CTENeHb (Korma u
Kakue ydeOHbIe 3aBEJACHUS OKOHYIIM, HOMEpa
qurIoMoB). CrenuanibHOCTh M KBadu(UKAIUS
0 TUTIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii ®denepanun BiajeeTe U B
KakoM  cTemeHu  (YuTaere U MOXKETe
OOBSICHATHCS, BIIaJIeeTe CBOOOIHO)

4. Bomonnsemas paboTa ¢ Hayana TpyJOBOM eATEbHOCTH (BKJIIOYAsi BOGHHYIO CIy»KO0y U paboTry

110 COBMECTHUTEIILCTBY)

Mecsn u rox JIOJDKHOCTB ¢ YKa3aHHUEM Y4PEKICHUA, MecronaxoxaeHue
MOCTYIUICHHUS yxoaa OpraHu3alyu, NPEIIPUATHS, a TAKKE YUpPEKIACHUS,
MHUHHCTEPCTBA (BEJIOMCTBA) OpraHu3aluy,
MPEANPHUITUS

5. Bamm Onu3kue poJCTBEHHUKH (OKE€HA, MYK, OTell, MaTh, OpaThsl, CECTPHI)

CreneHb Ddamuaus, UM, I'ox

pPOoACTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecTa
JKUTEJIbCTBA

6. Jlomamuuii aapec u HoMep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeEp, cepusl, KEM U KOTJIa BbIJIaH)

8. JlomoHUTENBHBIE CBEICHUSI, KOTOpBIE BB xKemaere cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apruiatel Bel paccuntbiBaere?
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(I[OJ'DKHOCTL OTBETCTBCHHOI'O 3a KaI[pOBI;IfI yqu)

(mozmmucs)

(pacuupoBKa IOIINCH)




[Mpunosxenne Ne8
K TIOJIOKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

meJsa Ne
B nene npoumnto u npoHyMepoBaHO JINCTOB
(mudpamu ¥ IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEpHbIE HOMEpA JINCTOB
MPONYILIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEU ONMUCHU JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
(dbopMupoBaHus Jea
OTBeTCTBEHHBIH 3a
KaJIpOBBII y4yeT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  rogma




