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IMosoxenune
0 MopsiAKe BeeHHs JHYHBIX e/l paOOTHHKOB

1. O0mue moJiokeHNst

1.1. Hacrosmee IlomoxkeHHe O mOpsAAKE BEAEHHS JIMYHBIX Jeil pabOTHHUKOB OpraHH3alui,
OCYHIECTBISIIOINEH  00pa3oBaTeNbHYIO  JIeATENBHOCTh, pa3pabOoTaHO B COOTBETCTBHH €
®enepanbHbM 3aKkoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazopanun B Poccuiickoit ®enepanun»
B penakimu ot 25 wmrons 2022 roma, @enepansueiM 3akoHOM oT 27.07.2006 Ne 152 «O
[EPCOHAIBHBIX NAaHHBIX» ¢ H3MeHeHusMH Ha 2 uions 2021 roma, Ykasom IIpesmpenta ot
30.05.2005 Ne 609 «O6 yrBepxnenuu [lonoxkeHus o mepcoHaNbHBIX JAHHBIX IOCYAapCTBEHHOIO
cnyxamero Poccuiickoit Depmepaiii ¥ BeJI€HHH €ro JHYHOrO nenay», 1pynoseiM Kopexcom
Poccuiickoit ®enepanun, KoJeKTHBHBIM J0TOBOPOM, Y CTaBOM OpraHM3alliH, OCYIIECTBRIAIOMIEH
00pa3oBaTeIbHYIO AEATEIBHOCTb.

1.2. Jlannoe Ilonoxenue ompenenseT NOPSIOK BEACHHS JHMYHBIX A€ I€4aroroB M HMHBIX
COTPYZAHHKOB U pabOTHHKOB IIKOJIBI, OIIpPeJeseT MOpsaA0oK (OpMHpPOBAHHUS, yUeTa U XpAHCHHS,
BBIJIa4H JIMYHBIX JIeJI BO BpeMEHHOEe MO0JIb30BaHKe, a TAK)Ke OTBETCTBEHHOCTD, IIpaBa pabOTHHKOB U
JUpeKkTopa 00pa3oBaTebHOM OpraHi3aliky.

1.3. Hacrosiee [lonoxeHne yTBepKIaeTcs MPHKA30M IO IIKOJE H SBIsSeTCA 00s3aTe/IbHBIM IS
BCEX KaTEeropHii MeJarorudeckuXx U APYTUX COTPYAHHKOB IIKOJIBL.

1.4. Benenue MTHYHBIX JE7 MEJaroroB W COTPYAHHKOB IIKOJBI BO3JIAraeTcsl Ha CIEHAINCTA I10
KaJIpaM OpraHu3anuy, OCyIlecTRIsIomeil 00pa3oBaTeIbHYIO eI TeIbHOCTD.

1.5. JIuuHoe J1e10 — OCHOBHOM JOKYMEHT IePCOHAIBHOIO y4eTa, cojepiKalnii Hauboee moyiusie
CBeJieHHUs! 0 paboTHHKe 00pa3oBaTeIbHON OPraHU3alliid U ero TPYJ0BOM JAesTeIbHOCTH. B jIuuHOe
JIEJI0 BHOCATCS CBEJICHHUS, CBA3aHHBIE C ITOCTYIUIEHHEM Ha paboTy U YBOJIEHEHHEM.

1.6. Ceenenus, conepxaniecs B THYHOM JIeJle, OTHOCATCA K KOH(HICHIHATLHONH HHOpMAIHH,
HMEIOT OTPaHWYEHHBIH TOCTYI H Pa3rJIallleHHIo He MOJIIekar.

1.7. JIluunoe neno BeneTcs B TeYEHHE BCero nepuojia paboTel paboTHHKA.

1.8. Benenue HeCKONBKHX JIMYHBIX [eJI OJHOro paboTHHKA 00pa30BaTeIbHOM OpraHH3allMd HE
JIOITYCKaeTCH.

2. IMopsaaok popMHpPOBAHHS JIMYHLIX /1€J1 COTPY/AHHKOB



2.1. ®DopMHpOBaHHE JMYHOTO Jefia [EJaroroB u COTPYJAHHKOB 0011e00pa3oBaTenbHOI
OpraHu3alliil  MPOM3BOAWTCS HEMOCPENCTBEHHO TMOCAE TpHeMa B  00IIeoOpa3oBaTeIbHyIO
OpPraHM3allIo HMJIM TIEPEBOJA IIEJaroroB W COTPYJHHKOB W3 Jpyroif o6pa3oBarebHOI
OpraHu3aIu.
2.2. B COOTBETCTBHHM ¢ HOPMATHUBHBIMH JIOKYMEHTAMH B JIMYHbIE JIe/Ia IEIArOrOB U COTPYJIHHKOB
OpraiM3alliy, OCYMECTBIIOMEH 00pa30BaTE/IbHYIO ACATENEHOCTD, BKIAALIBAIOTCS ClIEAYIOLIHE
JIOKYMEHTBI:
s neoazozo6:
* 3asBJICHHE O IIPHeMe Ha paboTy;
* 3a4BJICHHE O COTJIacHH Ha 00paboTKy NepcOHABHBIX JaHHBIX IEarora;
* ChpaBKa 0 HaH4YuM (OTCYTCTBHMM) CYAMMOCTH U (WiH) GaKkTa YrOJIOBHOIO IIpecie/I0BaHus,
BBIIAHHOTO COOTBETCTBYIOIIMM OPTaHOM IIPAaBOIIOPSIKA;
* asToOMoOrpadus;
* KONHA NacnopTa MM HHOTO JI0KYMEHTA, YI0CTOBEPSIONIEr0 IMYHOCTE,
* KOMHA CTPaXOBOTO CBHJIETENIHCTBA HEHCHOHHOTO CTPAXOBAHHS,;
*  KOIWsl HACHTH(HUKAIHOHHOTO HOMEPA HaJIOTOMIATe bIIHKA;
*  KOIMA JOKYMEHTa BOMHCKOIO yueTa (JUIsi BOEHHOOOA3aHHBIX);
* KOmus CBHJETE/ILCTBA O 3aKJIOYEHMH Opaka (IpH HAIHYHH);
*  KOIHA CBHJICTEJ/ILCTBA O POK/IEHUH AeTell (IpH HATHYIHH);
*  KONHH JJOKyMeHTOB 00 00pa3zoBaHuH;
*  KONHH JOKYMEHTOB O KBAIH(UKALUU WM HATHYHE CIIEIHAIBHBIX 3HAHUH (TpH HaIUYHH);
*  KOIIMHM aTTeCTAlHOHHBIX JTHCTOB (IIPH HAJTHYHH);
*  KOIIMH JIOKYMEHTOB O HArpaKIeHHH (TIPH HAJIMYHH);
* XapaKTEepPUCTHKH, PEKOMEH/aTeIbHbIE TMChbMA (P HATHYHH);
* IpHKa3 o IpHeMe Ha paboTy;
* [IpHKa3 O epeBo/Ie Ha HHYIO JOJDKHOCTH (IIPH HAIMYHH);
* JIOJDKHOCTHAs HHCTPYKIHA (J0/JKHOCTHBIE MHCTPYKIIMH C MOMEHTa Ha3HAYCHMs Ha BCE
JIOJDKHOCTH);
* TPYAOBOH [JOroBOp (¢ IOCIEAYIOIMM BKIKOYEHHEM JIONOJHUTEIBHBIX COMVIAINCHHH K
TPYJAOBOMY ZIOTOBOPY);
*  TPYAOBYIO KHHKKY;
*  MEIMUUHCKYIO KHHKKY.
Jnsa pabomuuxos:
* 3agBJICHHE O NpHeMe Ha pabory;
* 3adBJICHHE O COTJIaCHH Ha 00pabOoTKY MepCOHANBHBIX JaHHBIX I1€/arora;
* COpaBKa O HAMHYMH (OTCYTCTBHM) CYAMMOCTH H (WIH) (BaKTa yroJoBHOTO MpecieIoBaHus,
BBIJIAHHOT'O COOTBETCTBYIOIMM OPraHOM IPaBOMOPSIIKA,
* astoOHorpadus;
*  KOMHJA [aCNOpTa MM MHOTO JOKYMEHTA, YIOCTOBEPSIOUIErO THIHOCTD;,
* KOIHS CTPaXOBOI'O CBHETENLCTBA NEHCHOHHOTO CTPAXOBAHHS;
*  KONHA HACHTH(HKAHOHHOTO HOMEPA HAJIOrOIJIATE TbIHKA,
* KOMNHA JOKyMEHTa BOMHCKOI'O y4eTa (Ul BOCHHOOOS3aHHBIX);
*  KOIIMA CBH/CTENIBCTBA O 3aK/IOUEHHHU Opaka (IIpH HaJIHYHH);
*  KOIHA CBHETENLCTBA O POXKICHUH AeTel (IIPH HAIHYHHK);
*  KOIMH JOKYMEHTOB 00 00pazoBaHuH;
* KOIHMH JOKYMEHTOB O HarpaxIAeHWH (IIPH HATHYHH);
*  XapaKTePUCTHKH, PEKOMEH/IaTe/IbHbIe MUChMA (IIPH HAIMYHH);
* [PHKa3 0 mpueMe Ha paboTy;
* TIpHKa3 O NEPEBOJIE Ha HHYIO IOJDKHOCTE (IIPH HAJIMYHH);
* JODKHOCTHAs MHCTPYKIHUSA (JIOJPKHOCTHBIE MHCTPYKIMH C MOMEHTA Ha3HAYeHHS HA BCe
JIOJI>KHOCTH);



* TpyZOBO# JOroBop (C MOCIEAYIOUMM BKIOYEHHEM JOMOIHHTEIBHBIX COIIalIeHHH K
TPYZAOBOMY JOTOBOPY);

*  TpPYAOBYIO KHHKKY;

*  MEIHIHHCKYIO KHHKKY.

PaBomooameav ogpopmasem.

*  TPYAOBOIi JOrOBOP B ABYX K3EMIULAPAX;

* mpHKa3s o NpHeMe Ha paboTy (0 nepeMelleHHH Ha ApyrHe JIOJDKHOCTH);

- myHyro kaprouky Ne T-2;

*  JO/DKHOCTHYIO HHCTPYKIHMIO B IBYX 9K3€MILIApaAX.

Pabomooamens snaxomum:

* ¢ HOPMAaTHBHO-NPABOBBIMHU JIOKyMEHTaMH MIKOEI (¥YcTaBoM, KoIeKTHBHEIM I0TOBOPOM,
[TpaBuiaMu TPYAOBOTO pacnopsiika u p. JOKaIbHBIMA aKTaMH);

*  C JIOJDKHOCTHOH MHCTPYKIIHCIH; ;

* TPOBOJMT BBOJHBIA HHCTPYKTaX, HHCTPYKT@X IO OXpaHe TpyAd, HHCTPYKTaK IO
IIPOTHBOIIOXKAPHOH O€30I1aCHOCTH.

2.4. ITepeuunoe 0OPMIIEHHE JTHIHOTO JieJla MPeyCMaTpHBACT:

*  IPUCBOEHHE JIMYHOMY JeTy HOMEpA COITIACHO XKypHAIY y4eTa JUYHBIX Je (mpunoxxkeHue
Ne 1);

*  TIpocTaBjieHHE Ha OOJIOXKKE JIMYHOTO Jeia (IpHIOKEHHE Ne 2) cnepyromux peKBH3HUTOB:
MHIEKC nena (B COOTBETCTBHH C HOMEHKIATYpoil jen olueobpasoBaTesbHOM
OpraHM3alMM; TOJHOE HAMMEHOBaHHE 00Ieo0pa3oBaTe/IbHOH OpraHu3aluy; HOMEP
JMYHOTO Jena; GpamMuiiksg UMs OTYECTBO pabOTHMKA B HMEHHTEIBHOM Ma/exke; AaTel — IO
HAuaja ¥ roJl OKOHYaHMA BEJICHHA Jella; KOJHYECTBO JIMCTOB; CPOK XPaHCHHS,

* [OMeNICHHE JOKYMEHTOB, MOIIEXKAMX XPaHEHHIO B COCTaBe JIMYHBIX JI&Jd, B
XPOHOJIOTHYECKOM OPSIKE:

BHYTPEHHss OMHUCH JIOKyMEHTOB Jena (npuioxkerne Ne 3);

JTMYHBIH JIMCTOK TI0 YUeTy KaapoB (npuioxenus Ne 6);

3asBJICHHE O ITpUeMe Ha paboTy;

IpHUKa3 O mprueMe Ha paboTy;

TPY0BOI1 1OrOBOP;

JOTOBOP © TOJHOW MAaTepHAlbHOM OTBETCTBEHHOCTH (€C/IH pabOTHHK —
MaTepHAILHO OTBETCTBEHHOE JIHIIO);

XapaKTepHCTHKH H PEKOMEH/IaTeIbHBIC ITHChMA;

cornacue Ha 00paboTKy NepCOHAIBHBIX TaHHbIX.

2.5. JIucTel JOKYMEHTOB, TIOMELIEHHBIX B JIAYHOE JIEJI0, OAIEXKAT HyMCPalliH.

2.6. C nenbio obecriedyeHHs HaajeKaled cOXpaHHOCTH JTHYHOTO Jie/1a [1e1aroroB u COTpy/IHUKOB
0611e06pa3oBaTenbHOM OpraHu3aldd M yA00cTBa B OOpAIICHHH C HAM IPH dhopMHpOBaHHH
JOKYMEHTHI TMOMEIAOTCsi B OTAEBbHYIO mHanky. IIpu yBoIbHEHHH pabOTHHKA MPOLIMBAOTCH
HUTKaMH U C/Ial0TCS B apXHB.

2.7. BHYTpeHHSIs OIUCH JOKYMEHTOB, HMEIOIMIUXCS B IMYHOM JIENe, T0JLKHA CO/IepKaTh CBE/ICHUA
0 TOPSJKOBBIX HOMEpax, HAaWMEHOBAHHMAX JOKYMEHTOB [ieNa, KOJHYECTBE JIUCTOB, Harax
BKJIIOYEHHS JOKYMEHTOB B JIHYHOE JIEJI0 U M3bATHA M3 JI€Ja, a TAKXKE KEM H3BAT JOKYMEHT H IO
KaKoi NpHYHHE.

2.8. BHYTpeHHSS ONMMCh COCTABISETCS HA OTAETBHOM JIUCTE MO YCTAHOBJICHHOH tdhopme. JlucTel
BHYTPEHHEH ONMUCH HYMEPYIOTCS OTJIEJIBHO.

2.9. Ilpu mOAroTOBKe NHMYHBIX JeN K nepefade Ha XpaHEHHE K BHYTPEHHEH OIMCH COCTAB/IACTCS
MTOroBas 3alucCh, B KOTOPOii yKa3piBaeTcs H(PaMH H MIPONHKCHIO KOIHYECTBO BKIIIOYEHHBIX B HES
JIOKYMEHTOB H KOJTHYECTBO JIMCTOB JEa.

VN NNV N

e HOpHJIOK BeleHHsl JIHYHBIX [eJI MeJaroroB H COTPYAHHKOB  OpraHH3allHH,
OCyIlIeCTBJlHlOIIIEﬁ oﬁpasonaTeubHym AeATEJIbHOCTD



3.1. JIu4Hoe [e/0 MENaroroB M COTPYAHHUKOB 00meoOpa3oBaTe/bHON OpraHM3ali¥ BEIETCS B
TEUEHHE BCEro mepHojaa paGoThl KaKIOro MeJarora M COTPyAHHMKAa B 001eo0pa3oBaTelbHOM
OpraHu3aIuy.
3.2. JlanbHeifnee BeJeHHE JIMYHOIO Jejia MENaroroB M COTPYJHHKOB 00mieoOpa3oBaTelbHOM
OpraHM3alM{ [peJycMaTpUBaeT MOMEIIEHHE B JIEJ0 JOKYMEHTOB, 00pasyrolHMXcs B Iporuecce
paouei esTeIbHOCTH W UMEIONIHX 3HAYeHHUE IS TPYJOBBIX OTHOIICHHMH:

*  JIONOJHEHHE K JINYHOMY JINCTKY TI0 YUETY KaJpOB,;

*  JIONOJHHUTEBHBIE COMIAIeHUs K TPYAOBOMY JIOTOBODY;

*  KOIHM MPHKA30B [0 JIAYHOMY COCTaBy, KOTOpBIE KacarOTCs MEJaroroB M COTPYIHUKOB

o061eoOpa3oBaTeIbHOM OpraHu3alluy;
*  OT3bIBBl JO/DKHOCTHBIX JIMI[ O Tlefarore ¥ COTpyAHHKe 00ImeoOpa3oBaTebHON
OpraHu3aliHy;

*  KOIIMH JOKYMEHTOB O MOBLIIIEHHH KBaTH(DUKALIUH;

*  KOIHH CEepTH(HKATOB, TPaMOT;

JIHCT — 3aBEpUTEIIH JieJia (COCTABMISIOT MPH ¢/1aye JIMYHOTO JIeia B apXuB),

*  HHBIC JOKYMEHTBL
3.3. B nemsx obecrmedeHus KOHTPOJIS 332 COXPAHHOCTBIO M aKTYyalbHOCTBIO JIHYHBIX JIeJl B
ob1meo6pazoBaTeNbHON OpraHu3aluy exerofHo (He mosaHee | KBaprana roja, ClexyromIero 3a
OTYETHBIM) IIPOU3BOUTCS TPOBEPKA HX HAJTMYHMSA U COCTOSHHUSI.
3.4. ExeromHyio IMpoBEPKY COCTOSHMS JMYHBIX /Il HA MPEAMET COXPAaHHOCTH BKIHOYECHHBIX B
HEro JOKYMEHTOB ITPOBOJMT CIELHAIbHO CO3JaHHas KomuccHs. O MpOBEICHHBIX MPOBEPKaX
JleNaeTcsa OTMETKA B JIACTE O PE3yNbTaTax €KEeroJHOH IPOBEPKH COCTOSHHS W HAIMYMA JIMYHOTO
nena (mpumnoskerne Ne 5) ¥ cocTaBnsieTcst akT. Pe3ynbTaTel IPOBEPKH JIMYHBIX €I B 00s3aTeIbHOM
nopsKe JOBOJATCS 0 IUpeKTopa 0bmeodpasoBaTebHON OpraHu3alHtH.

4. TMopsizok yuéra W XpaHeHHs] JHYHBIX /1] IeJaroroB W COTPYAHHKOB OPraHH3allMH,
OCylecTBIsIIONIelH 00pa30BaTeIbHYI0 1eHTEIbHOCTD.

4.1. XpaHeHHe W yYeT JMYHBIX el [EIaroroB ¥ COTPYHHKOB OPraHM3allHH, OCYIIECTBIIAIOMECH
06pa3oBaTeIBHYIO AEATENLHOCTh, OPraHU3YIOTCS € HEbI0 GBICTpOro u 6e30mHOOYHOro MoyucKa
IMUHBIX €N, oOecledeHHs MX COXPAaHHOCTH, a Takke obecreueHHs KOHQUICHIHAIbHOCTH
CBeJICHHIA, COJIEpKALMXCsl B JOKYMEHTaX JTMYHBIX €], OT HECAaHKITHOHHPOBAHHOTO J0CTyTIA.

4.2. JIuguble aea COTPYAHHKOB XpaHsTcs B ceiide obmmeobpaszoBaTebHON OpraHH3alllH.

4.3. TpynoBBIe H MEHIMHCKHE KHHKKH XPaHATCA OTAEIBHO B cefide.

4.4. JlocTyn K JIMYHBIM f€jlaM NEJaroroB M COTPYIHMKOB 00lie0oOpa3oBaTe/IbHOH OpraHd3aluu
HMEIOT TONBKO CEKpeTaph, CHENHAIMCT [0 KajapaM, JHUpeKTop 00meobpasoBaTenbHOM
OpraHM3aliy MHO0 3aMECTUTENH JUPEKTOpa IpPH HCTIONHEHHH OOS3aHHOCTEH JMPEKTOpa
001meo0pa3oBaTe/IbHOM OpraHU3alliy.

4.5. CHcreMaTusamds JIMYHBIX JeJ1 TEJaroroB M COTPYAHMUKOB 00meobpa3oBaTe/bHOM
OpraHM3alyy MPOU3BOANTCA B alpaBUTHOM IOPSIIKeE.

4.6. JIuuHble mena TMeJaroroB M COTPYAHHKOB 00meo0pa3oBaTeNbHONW OpraHH3alldH, HMEIOIIMX
rOCyIapCTBEHHbIE 3BAHMS, IPEMHH, HATPa/ibl, y4CHBIE CTENICHH W 3BaHHA, XPAHATCSA NOCTOSHHO, a
OCTaJIbHBIX COTPYAHMKOB — 75 JIeT ¢ Tola yBOJIbHEHHs pabOTHHKA (B COOTBETCTBHH C [Tepeunem
THIIOBBIX YIIPABIEHIECKUX JIOKYMEHTOB).

5. IopsaaoK BbIIa4H JIHYHBIX 1eJ1 BO BPEMEHHOE M0JIb30BAHHE

5.1. Bulmaua JMYHBIX A€l (OTAENBHBIX JOKYMEHTOB B COCTaBE JHYHOTO JENa) BO BPEMEHHOE
110J130BaHHE TIPOM3BOIMTCS C paspelleHus TUpeKTopa o0meobpa3zoBaTe/lbHOH OpraHH3aliu 110
3asBJICHHIO COTPYHMKA OPTaHM3aIMK, OCYIIECTBIAIOMIEH 00pa3oBaTe/bHYIO AEATETLHOCTD.

5.2. Pabora (o3HakoMJleHHe) C JMYHBIMH  JI€laMM  TI€Jaroro ¥ COTPYIHHKOB
061e06pa3oBaTeIbHOM OPraHHU3aluN TIPOH3BOUTCSA B IPUEMHOM aupekTopa. B KoHIe pabouero
IHS CeKpeTaph HJIM CIELHAIHCT IO KajpaM o0s3aHa yOeIWThCA B TOM, YTO BCE JIMYHBIC Jea,



BbIIJaHHBIE BO BpEMEHHOE II0Jb30BaHHE, BO3BpAllleHBl HA MECTO XpaHEHHS U €eCThb JIH
HEOOXOAMMOCTD U1 IPUHATHA MEP K X BO3BPAIIEHHIO HIIH PO3BICKY.

5.3. @axT BBIAAYH JTHYHOTO Jena GHKCHPYETCS B KOHTPOJIBHOM XKypHae..

5.4, U3psiTHE OTAENBHBIX JOKYMEHTOB M3 JIMYHOrO Jiejia IIPOU3BOJUTCS C pa3pelleHus JUpeKTopa
obmeoOpa3oBarenbHOH OpraHu3anmud ¢ OQOPMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«[Ipumeuanue» BHyTpeHHE#H omucH. [Ipy BpeMEHHOM HM3BATHH JAOKYMEHTa Ha €ro MecTo (MEXIy
JTHCTAaMH COCETHHX IOKYMEHTOB) BKJIAJBIBACTCSI CIpaBKa-3aMECTHUTENb C yKa3zaHHEM JIaTbl U
IPUYUH U3BATHA C TMOANMKUCHIO JIUIA, BBIAABIIETO JOKYMEHT, U MOANKCKHIO JTHIA, TOJYYHBILIErO €ro
BO BPEMEHHOE I10JIb30BaHHE.

6. OdopmiieHne JIHYHBIX /1eJ1 epe] cladeii B apXuB
6.1. Odopmnenne JTHYHBIX JeJ JUIS TIepejayd B apXHB MPOH3BOJUTCS CIICIHAIUCTOM 0 KaJpam
obmeobpazoBarebHON OpraHu3aiy. JTa NpoLeaypa BKIOYAET:

*  NOALIMBKY (NEpeIvieT) aena;

* YTOYHEHHE HyMepalluH JUCTOB JIeJIa;

*  cOCTaBJICHHE JIHCTa-3aBepuTels (nmpunoxenue Ne 8);

* cocTaBJeHHE (YTOYHEHHE) BHYTPEHHEH OMHCH;

* BHECCHHE YTOUHCHHI B PeKBU3HTHI JIHLIEBOI OOI0KKH Aena.
6.2. Jlucr-3aBepuTens nena JODKEH MOAMHCATh €r0 COCTABUTENb, IIPH 3TOM JeJIaeTcs
paciiupoBKa [JOMKHOCTH M IIOANHCH, IIPOCTaBiIseTcs Jara. B mpolecce HCIOIb30BaHHS
apXHBHEBIX JIOKYMEHTOB B JIHCTe-3aBepUTeNie JelaloTcsi COOTBETCTBYIOmHKe oTMeTKH. Ecnu neno
noamuTo Ge3 JMcTa-3aBepUTelis, TO ero cliefyeT HAKJIeHTh Ha BHYTPEHHIOIO CTOPOHY OOJOMKKH
Jiena.

6.3. C nesnpto obecneueHHs: COXPAaHHOCTH JTMYHBIX JIEJI PEKOMEHyeTCs:

* 00benMHATH, MHAWBHAyalbHBIEC JIMYHBIE J€/la YBOJIEHHBIX COTPYAHHUKOB B OJHY OOJIOKKY
(oOBeIMHEHHOE JIeJI0) ¢ TaKUM pacdeToM, 4ToObl 0ObeM jena (Toma) He mpebiman 250
JUCTOB (IIyTEeM CUIMBKH MaTepHAIOB HHIAMBH/IYAJIbHBIX JIEJT 110 I'0/1aM YBOJIbHEHHA);

* pacnosiarath MaTepHajabl HHAMBHIYalIbHBIX AEN B Ipenenax jena (toMa) B aagaBHTHOM
nopsake (mogaMmIIbHO), OTAENSAS MaTepUalbl, OTHOCSAIIHECS K pPa3sHbIM HHAMBHAYAIbHBIM
IenaM, YHCTBIM JHCTOM OyMaru ¢ yKa3aHHeM Ha HeM (aMHIHH, HMEHH H OTYecTBa
COOTBETCTBYIOIIET0 YyBOJEHHOr0 TeJarora M COTpyAHHKa 001eo0pa3oBaTelbHON
OpraHH3alliy;

* cHabxkaTh Kaxnoe oObeIMHEHHOE Jeno (TOM) BHYTPEHHEH ONHCBIO C IEpeYHCICHHEM
tdamMuinii, UMEH M OTYECTB M YKa3aHWeM HOMEPOB CTPaHHI, B IMpejesiax KOTOPBIX
PacmoI0KeHbl COOTBETCTBYIONINE TOKYMEHTEL

6.4. [lepenava THYHBIX JIe)l B apXUB OCYIIECTBIISIETCS He MO3/Hee TpeX JIET 110c/e 3aBepIleHMs HX
B JICJIONIPOM3BOJICTBE B COOTBETCTBHH C rpadukoM. [IpeaBapuTebHO cekpeTapeM, CIenHaTHCTOM
0 KaJapaM I@pOBEpSEeTCs II0JIHOTA W MPaBUIBHOCTH MOATOTOBKM JIMYHBIX e K Mepenadye.
BeisiBlIeHHBIE TIPH MPOBEpKE HENOCTATKH YCTPAHSIOTCH CEKpeTapeM, CIEIHATHCTOM II0 KaapaMm.
ITepenaya u mpueM NPOU3BOAATCS 110 OMKUCH C IPOCTAHOBKOM OTMETOK O HAJTMYHH JIMYHBIX JIE1.
6.5. JInunble fena nejaroroB U COTPYAHUKOB 001eo0pa3oBaTellbHOi OpraHH3allii, 3aKOHYCHHEIE
nenonpoussoAcTBoM 10 1 sHBaps 2003 roxa, xpanstes 75 ner, mocne 1 suBaps 2003 roga — 50
neT. JInunble fena qUpeKTopa, ri1aBHoro oyxrantepa obmeobpa3oBaTenbHOM OpraHu3aniuu HMEIOT
TIOCTOSTHHBIH CPOK XpaHEHHS.

7. OTBeTCTBEHHOCTH
7.1. Ilemarorn M cOTpyIHHKH o0O0IeoOpa3oBaTeNbHON OpraHH3aldl OOA3aHEl CBOEBPEMEHHO
NPECTaBIIATL CEKPETAPIO MIIH CIEIMATUCTY 110 KaJpaM CBeIeHHs 00 H3MEHEHHH B MIEPCOHATBHBIX
JIAHHBIX, BKJTFOUEHHBIX B COCTAaB JTHYHOTO Jiejia.
7.2. PaboronaTens obecrneynBaet:
* COXpPaHHOCTh JIMYHBIX J€J TIeJaroroB W  COTPYAHMKOB 00meodpazoBaTeibHOM
OpraHH3aluy;



*  KOH(HIECHIMAILHOCTH CBEJEHHMI, COIAEPKAIUMXCS B JHYHBIX JleJlaX [ENaroros H
COTPYAHHKOB.

8. IIpaea paboronaTeisi H pabOoTHHKA
8.1. Jlna obecrmeueHus 3alUTHl MEPCOHATBHBIX NaHHBIX, KOTOPBIC XPaHATCA B JIHYHBIX J€jax
[eJaroroB M COTPYAHMKOB 00meoGpa3oBaTebHOR OpraHU3alliH, MEJaroru M COTPYAHUKH
o6ieoOpasoBaTelbHOH OpraHu3allui HMEIOT MTPaBo:
* [OJYYUTh TONMHYK HMH(OPMAIHMIO O CBOMX MEPCOHAIbHBIX JaHHBIX H 00paboTke ITHX
JIAHHBIX;
*  [ONYYMTH CBOOOHBIHM JOCTYI K CBOMM MEPCOHANILHBIM JJAHHBIM,;
*  MOIYYHTh KONHH JOKYMECHTOB, XpaHAILIMECA B IMYHOM JIE/IE H CO/IEPIKAIINE IEPCOHATILHBIC
JaHHBIE.
*  Tpe6oBaTh HCKIIOYEHHS WM HCIIPAB/IEHHs HEBEPHBIX H HEMOTHBIX EPCOHATIBHEIX TAHHBIX.
8.2. PaboTonareilb UMEET MPABO:
+ 00pabaThiBaTh NMEPCOHAIBHBIE JaHHBIE [1€JAr0roB U COTPYAHHKOB 061meo0Opa3oBaTeILHOM
OpraHM3aIiy, B TOM YHCIE M Ha JIEKTPOHHBIX HOCHTEIIAX,
¢ 3anpOCHTh OT MEJaroroB M COTPYJHHKOB 00meo0pa3oBarebHOH OpraHu3aldd BCHO
HEOOXOAMMYI0 HH)OPMAILMIO Ul BEJEHHS JHMYHBIX 1€l M 0oOpabOTKH NMEepCOHATBHBIX
JIaHHBIX.

9. 3aK/JI04YHTeIbHbIE N0J0KEHHS

9.1. Hacrosmee ITooxeHue 0 MOPS/IKE BEACHHS THYHBIX el pabOTHHKOB SBJIAETCS JIOKATbHBIM
HOPMATHBHBIM AKTOM, NIpHMHMMaeTca Ha [lelarorm4eckoM COBETE IKOJIBI H yTBEPKIACTCA (mubo
BBOJIMTCS B [CHCTBHE) MPHKA30M JHPEKTOPA OPraHU3aIliH, OCYIIECTBIIOMEH o0pa3oBaTeNbHYIO
NeATeNbHOCTD.

02. Bce M3MEHEHHMs M JONOJHEHWs, BHOCHMBble B HacTosiuee ITonoxenue, odopMIAIOTCS B
MHCHMEHHOH (opMe B  COOTBETCTBMH JACHCTBYIONIMM  3aKOHOAATCIBbCTBOM Poccuiickoit
denepanuu.

9.3. TNonoxeHHe O TOPSAAKE BEACHHS JTHYHBIX €T pabOTHHKOB oOpa3oBaTenbHON OpraHH3aIuu
NpHHHMaeTcs HA HEONpeseneHHblit Ccpok. M3MeHeHus M JIOTOJHEHHA K [TonoxeHuio
PUHAMAIOTCS B [IOPSIKE, IIPEYCMOTPEHHOM I1.9.1. HACTOAIIETO [TonoxeHwus.

9.4, Tlocne mpuHsaTHs IlonokeHHs (HIM M3MEHEHMH M JONOMHEHHH OTAEHbHBIX IYHKTOB M
pa3zeNoB) B HOBOM peJaKIMy Npe/IbIIyILias peakiis aBTOMATAIECKH YTPATHBACT CHITY.



Kypnan ydyera TUYHBIX 1€

[Tpunoxenue Nel
K MOJIOKEHHIO O MOPAIKE BEACHHS
JMYHBIX J1eJ1 palOTHHKOB

Ne Hata @®amunun, | Tabenb- | JlomkHocTh | CTpyKTYp- Iara u Hara u ITpumeua-
n/ oopmie- UM, HbIH (mpodec- Hoe HOMEp HOMEp HHE
N | HHA THYHOTO | OTYECTBO HOMED cH, nozpasje- npHKasa MpHKa3a
nena negarora u CrelHab- NeHHe (pacnops- (pacnops-
COTpYIHHKA HOCTB) HKEHHUA) 0 KEHHA) 0
nenarora M npueme Tpekpatie-
COTpYIHHKA nejarora u HHH
coTpyaHuka | (pactopike-
Ha paboTy HHH)
TPYZ0BOTO
JIOrOBOpA C
nejaroroM u
COTPYIHHKOM
(yBONBHE-
HHUH)
1 2 3 4 5 6 7 8 9




O0610KKa JIMYHOTO Jena

Donm Ne

Ommce Ne

Jlemo Ne

Wnnekc gena

IMpunoxexue No2
K MOJIOKEHHIO O MOPSIKe BeACHUS
JTMYHBIX 1]l pabOTHUKOB

(naspanue 0Gpa3zoBaTeNbHOI OPraHU3alKuH)

JIMYHOE JIEJIO Ne

Jlara Hauana

(3aronoBOK Jena)

JlaTa OKOHYaHUS

Ha JIACTaX
XpaHHUTB ner
®onjg Ne
Omnuce Ne

Hemno Ne




BHYTPEHHA OITMCh
JIOKyMeHTOB fena Ne

IMpunoxenue Ne3

K MOJIOKEHHIO O NOPAAKE BEACHHUSA

JIHYHBIX J1eJ1 pab0THUKOB

Hnpexc Hara Ha3Banue Homep [Tpumeuanns
JOKyMEHTa JOKYMEHTa JIOKyMEHTa JTHCTOB
aena
Hroro: JIOKYMEHTOB

(umpamu 1 MPOMHCEIO)

KoJinyecTBO TMCTOB BHYTPEHHEH ONUCH

OTBeTCTBEHHBIH 32
KaJIpOBBIi yYeT:

(uudpaMu U MPOMHCHIO)

« » .202__roma
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’ [Tpunoxenne Nog
K MOJIOXKEHHIO O MOPAAKE BeJeHHS
JIMYHBIX JIe]1 pabOTHHKOB

©.1N.0.

JIOKHOCTE

Jluunoe gemo Ne

JlaTta o3HaKOMJIEHHS Ile1arora ITonmuce nmegarora u OTMeTKH, IpUMEYaHHuS,
U COTPYAHHKA C JIHYHBIM COTpPYy/IHHKA 3aMeuaHHs
TIeJIOM




[Tpunoxenue Ne3
K MONIOYKEHHUIO O TIOPAIKE BEACHHA
JMYHBIX JeN pabOTHUKOB

OTMeTKa 0 pe3y/bTaTax eKeroHoi NPoBePKH COCTOSIHHS
H HAJHYHS JIHYHOIO Jeja

©.1.0.

JIOIKHOCTD

Jluunoe meno Ne

JlaTa IpoBEpKH ®.1.0. uneHoB [Toamucy 4ieHoB PesysbTar IpoBepKH
KOMHCCHH KOMHCCHH




, [Tpunoxenune Ne6
K M0JIOKEHHIO O TIOPAIKE BEACHHS
JIMYHBIX JIe]l padOTHUKOB

JIn4HBIi THCTOK MO YYETY KaapoB

1. Gamunus

Wmsa OtyecTBO

2. Ilon

3. Ton, uncno u Mecsi poxIeHUs

4. Mecto poxaeHus

(ceno, niepeBHs, ropoj, paioH, 00IacTs)

5. I'paxkgancTBo

6. ObpazoBanue

Hazpanue ®dakynbTer ['on I'on Ecnu He Kakyro
yueGHOro WIH NOCTYIUICHHS | OKOHYAHHS | OKOHYMI, TO | CIIEHHAIBHOCTD
3aBe/ICHHs U €ro OT/IeTIeHue WK yXo/ia C KaKoro HOJIY4HT B
MECTOHAXO0MK/IeHUE Kypca ymiea | pesyabTare
OKOHYaHHS
yuebHOrO
3aBEJICHHS,
yka3zarb No
JMIIIOMA HITH
YJIOCTOBEPEHHS

7. Kakumu HHOCTPaHHBIMH A3bIKaMH BJIAICETC

(unTaeTe u NEPEBOANTE CO CNIOBAPEM, YHTACTE H MOXKCTC 0OBACHATHLCS, BlIAICETE CBOﬁOJIHO)

8. YueHnas cTeneHb, yueHOE 3BaHHE

9. Kakue uMeeTe Hay4yHbIE TPYIbI U H300peTEHUS




10. Bemonnsemass paborta ¢ Ha4ajga TPYIOBOM OEATENBHOCTH (BKIIOYas y4edy B BEICIIHX H
CPeIHUX CHEeLHAIBHBIX YUeOHBIX 3aBEICHHUIX, BOCHHYIO CIIy:KOY H paboTy 10 COBMECTHTEILCTBY)

Mecsii 1 ro JIOIKHOCTD € yKa3aHHEM YUPeXKIeHHS, MecroHaxox/ieHue
MOCTYTUICHHS yxoza OpraHH3alliH, IPEeANPHATHS, a TaKxKe yUPEeKICHHUS,
MHHHCTEpCTBa (BEJIOMCTBA) OpraHu3aIluy,
IpeIIPHSITHSI

11. IpebuiBanue 3a rpanunei (pabota, cryxeOHas KOMaHIUPOBKa, TIOE3/KA C JeleralHe)

Mecsu 1 rox B xakoii ctpane [lenp npebriBanus 3a
C KaKkoro 10 KaKoe rpaHuIei
BPEMEHHU BpeEMsI

12. Yyactue B BRIOOPHEIX OpraHax

Mecro BrIOOpHOTO HasBanue BeibopHoro | B kauecTBe koro I"on
oprasa opraHa BBIOpaH u30paHust | BBIOBITHA

13. Kakue nMeeTe npaBHTENLCTBEHHBIC HAIPAIbI

Korpa u xeM HarpaxaeH

14. OTHOIIEHHE K BOMHCKUM O0SI3aHHOCTSM H BOMHCKOE 3BaHUeE

CoctaB Pojt Boiick
(KOMaH[HBIHA, NONMHTHYCCKHI, AAMHHUCTPATHBHBIA, TEXHHUYECKHH M T. 1)

15. CemeiiHoe MMOJIOKEHHE B MOMEHT 3al0JIHCHHA JIHYHOI'O JIMCTKa

(4NIeHBl CEMBH, C YKa3aHHEM BO3PacTa)

16. Jlomammnwuii agpec

17. O6a3y10ch cBOEBPEMEHHO H3BelIaTh 000 BCEX M3MEHEHHSX JAaHHBIX, BKIIOYEHHBIX B JHUHBIN
JHCTOK IO y4YeTy KaJpoB.
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AHKETA

ITpunoxenue Ne7
K MOJIOMKEHUIO O MOPAAKE BEAEHHA
JIMYHBIX €1 paGOTHHKOB

Damunus

Nms

OTtyecTBO

Jlata poxaeHus

1. I'paxaaHcTBO (€CIM M3MEHSUIH, TO YKaXKHUTE,
KOrJa ¥ 10 KaKoil MpuInHe)

10 JUILIIOMY

2. Ob6pazoBanue, yueHas CTeNeHb (Koraa M
Kakue ydyeOHble 3aBeJleHMs OKOHYHIIM, HOMEpa
muruioMoB). CrenyanbHOCTh M KBaTH(UKAIUA

3. KakxuMu HHOCTPAHHBIMH S3bIKAMH M A3BIKAMH
HaponoB Poccuiickoit Denepannu Biaueere U B
KakoH CTEIICHH
00BACHATECA, BlIajieeTe CBOOOIHO)

(udTaere

H MOJKCETE

4. BeimonHsemas paboTa ¢ Havajia TPYJI0BO# JesTelbHOCTH (BK/II0OYas BOEHHYIO CIyx0y u paboty
110 COBMECTHTEIBCTBY)

Mecsin 4 roxt JIOJIKHOCTB C yKa3aHHEM YUPEeKICHHS, MecTonaxoxaenue
MOCTYTUICHUSA yxoaa OpraHu3alMH, IPEJNPHATHS, a TAKKe yUpeKIeHHS,
MHHHCTEPCTBA (BEIOMCTBA) OpraHH3alluH,
IpeIIpUsTHS
5. Bamu 6143KHe POACTBEHHUKH (KEHA, MYK, OTell, MaTh, OpaThbs, CECTPHI)
CremneHn damunus, uMs, I'on Mecto paboTsl, Anpec mecTa
poJcTBa 0TYECTBO POKAEHHS JOJKHOCTD KHTEJIbCTBA

6. Jlomarnuuii afgpec 1 HoMmep TenepoHa

7. IlacnopT UM JOKYMEHT, €T0 3aMEHSIOLIHH

8. JlonoHUTENbHBIE CBEEHHS, KOTOpbIe BEI jxKenaeTe coobmuTh 0 cebe

(HOMep, CepHs, KeM W KOrja BhlJaH)

10. Ha kakoii ypoBeHb 3apiuiatel Bl paccunTbiBaete?

« »

202

roga

(MOMKHOCTB OTBETCTBEHHOTO 3@ KaJPOBLIH yueT) (noanuce)

(pacmmgpoeka nojnuck)




[Tpunoxenne N8
K MOJIOKEHUIO 0 TTOPAKE BeJeHUs
JIUYHBIX €N pab0THUKOR

JIUCT-3ABEPUTEJIb

nea Ne
B 1es1e mpomHTO M IPOHYMEPOBAHO JIHCTOB
£ (HdpamMu U NPONKUCHIO)
c Ne 1o Ne , B TOM 4HCJIE:
JIMTEpHbIE HOMepa JIUCTOB
[POIyIIEHHbIE HOMepa JIHCTOB
+ JIMCTOB BHYTPEHHEH OIHCH JTHCTOB
OcobennocTn QU3HYECKOTO COCTOAHHUSA H Homepa nucros
¢opmupoBanus rena
OTBeTCcTBEHHBII 3a
KaJIpOBBIH y4eT
(noanwce) (pacuiMdpoBKa NOANMKCH)

« » 202 rona




