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MBOY «COIIl» c. Yerb-BoiMb

1. O6mue mosoxeHust

1.1. Hacrosee [Tonoxenue o mopsaake BeJeHHS JTHYHEIX ae pabotarkos MBOY «COILLy c.
Yere-BhiMb, ocymmecTrastomei 00pa3zoBarensHy0 AeATeIbHOCTD, pa3paboTaHo B COOTBETCTBHH C
Oenepanbhbiv 3akoHoM Ne 273-03 o1 29.12.2012 «O6 obpazosanuu B Poccuiickoit eneparumy»
¢ m3MeHeHusIMH 0T 2 uroys 2021 roga. @enepanpubm 3akoroM 0T 27.07.2006 Ne 152 «O
NEPCOHATBHEIX JaHHBIX» B penakiuu ot 2 urons 2021 roaa, [Ipukaszom denepaisHOro apXuBHOIO
arentTcra oT 23 mekabps 2009 rona N 76 «O6 yrBepskaeHnr MeToIMYeCKUX PeKOMEHIAIHI 10
paspaboTKe MHCTPYKIHIH [0 1eT0IPOH3BOACTBY B (eiepanbHbIX OpraHax HCIOJIHUTEILHOMN
BIacTH», YKazoM IIpesunenta ot 30.05.2005 Ne 609 «O6 yreepxaenun [lonoxeHus o
NEePCOHANBHBIX TaHHBIX TOCYAapCTBEHHOTO ciayskamiero Poccuiickoit enepanuu u BeIEHHH €T0
JHYHOTO Aefa» B pefakimy ot 23 utong 2019 roxa, Tpyaoseim Kogekcom Poccuiickoi
®enepannn, Konnektusuem gorosopom, Yceragom MBOY «COIIDy ¢. Yerb-BoiMb.

1.2. Jannoe IlomoxeHue onpenenseT MNOPANOK BENCHHS IHMYHBIX €N II€JArOTOB M HHBIX
COTPYIHHKOB ¥ PabOTHHKOB IIKOIBL ONpeNelseT MOPAIoK (HOPMHUPOBAHHUS, yIeTa H XPAHEHHS,
BBLIa4H JIMYHEIX J€]l BO BpeMEHHOE I10Ib30BaHHUE, & TAKIKE OTBETCTBEHHOCTH, IIpaBa pabOTHHKOB M
JUpeKTOpa 00pa3oBaTe/IbHOMH OpraHu3aIlHH,

1.3. Hactosmee IlonoxeHue yTBepKIaeTcs MPUKA3OM MO HIKOJE M SBJSETCA 00S3aTeTLHBIM ISt
BCEX KAaTETOPHH MeJarorHyecKuX | IPYTHX COTPYIHHKOB IIKOJIEL.

1.4. Benenne THYHBIX JIe1 I€NAroroB W COTPYAHHKOB IMKOJLI BO3JI4raeTcs Ha CIEIHATHCTA T10
KajpaM OpraHU3allHH, OCYIIECTBIIAONIEH 00pa30BaTeIbHYIO AeITEIbHOCTD.

1.5. Jlmgnoe 110 — OCHOBHOH JOKYMEHT MEepPCOHATBLHOrO y4YeTa, coepkanmii Hanboee noiHbie
CBeJIeHUs O pabOTHHKE 00pa30BaTebHOM OPTraHM3aIMH U €T0 TPYIOBOH JeSTeNbHOCTH. B nuunoe
€10 BHOCSATCS CBEICHHS, CBA3aHHbIE C TOCTYIUIEHHEM Ha paboTy U YBOJbHEHHEM.

1.6. CBenenust, conepskaluecs B JIHUHOM JeNe, OTHOCATCS K KOH(HUICHIHANBHON HHpOpMAIIH,
HUMEIOT OTPaHHYEHHBIN JOCTYII H pa3rJIAlllCHUIO He TIOJUIeXkAar.

1.7. Jluunoe neno BeneTcs B TEUCHHE BCETO MepHO1a paboTh pabOTHHKA.

1.8. BezmeHue HeCKOJBKMX JHYHBIX Jel OJHOrO pabOTHHKA 00pa3oBATENLHOM OpPraHM3aIlHH He
JOMTyCKaeTCsL.

2. [Topsaaox popMHPOBAHHS JIMYHBIX JeJ1 COTPYIHHKOB



2.1. ®opMupoBaHHE JIUYHOTO Jieja neJaroros u corpyaaukos MbOVY «COLI» c. Ycrb-Boimb
MIPOU3BOIUTCS HETIOCPEICTBEHHO IOCIIe TpreMa B 00111e00pa30BaTeIbHYI0 OPraHUu3allnio UITN
nepeBo/ia MeJaroroB U COTPYAHUKOB U3 IpYroi 00pa3oBaTeIbHON OpraHu3aluu.

2.2. B coOTBETCTBUU C HOPMATUBHBIMH JIOKyMEHTaMU B JINYHBIE JI€JIa ME€JaroroB U COTPYAHHUKOB
OpraHu3aIMM, OCYLIECTBISIOMEH 00pa30BaTENbHYIO ACATENbHOCTh, BKJIAIBIBAIOTCS CIICAYIOLINE
JIOKYMEHTBI:

s nedacozos:

3asiBJICHUE O MpUeMe Ha palboTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKY MEepCOHATBHBIX JaHHBIX Ie/1arora;

CIpaBKa O HAIMYUU (OTCYTCTBUM) CYJTUMOCTU U (M) (hakTa YroJOBHOIO MPECiIeIOBaHMs,
BBIIAaHHOT'O COOTBETCTBYIOLIMM OPTaHOM IPaBOMNOPSIKA;

aBToOMorpadus;

KOIIUS MacIopTa WK UHOTO TOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTD;

KOIHUSI CTPAXOBOI'O CBUETEIHCTBA IEHCUOHHOTO CTPaXOBaHMUS;

KOMHA WACHTU(PHUKAIIMOHHOTO HOMEpa HAJIOTOIUIaTENIbIINKA,

KOIUS JOKYMEHTa BOMHCKOTO yuyeTa (JIJIs1 BOGHHOOOS3aHHBIX);

KOIMMS CBUAETENIBCTBA O 3aKII0UYEHUH Opaka (pu HAJIMYUH);

KOIUSI CBUAETEILCTBA O POXKACHUU JeTel (IpU HAIUYHUH);

KOIMHU JOKYMEHTOB 00 00pa30BaHuM;

KOIUU JIOKYMEHTOB O KBaJU(PUKAIMU WK HAIWYUE CTIeHUaIbHBIX 3HAHUH (TP HaJIU4YKN);
KOIMHU aTTECTALIMOHHBIX JINCTOB (TIPH HATUYHH);

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIpHU HaJIUYUN);

XapaKTePUCTHKH, PEKOMEHIATENbHbIE TMChbMa (IIPU HAJIMYUN);

MpUKa3 o npuemMe Ha pabdoTy;

IpUKa3 O MEePEBOC HAa UHYIO TOJHDKHOCTD (TIPH HATMYHH);

JOJKHOCTHAsT MHCTPYKLHUS (JIOJDKHOCTHBIE MHCTPYKIMM C MOMEHTAa Ha3HA4yeHHs Ha Bce
JOJIKHOCTH);

TPYJAOBOM JOTOBOP (C TMOCIEAYIOMIUM BKIIOYEHHEM [JOMOJHUTEIbHBIX COMIAICHUH K
TPYZOBOMY JIOTOBODY);

TPYJOBYIO KHIKKY;

MEAMIMHCKYIO KHIXKKY.

s pabomnukos:

3asBIICHHE O ITpUeMe Ha padoTy;

3asBJICHUE O COTJIACHH Ha 00pa0OTKy NMEPCOHATBHBIX JAHHBIX ME1arora;

CTpaBKa O HAIWYMU (OTCYTCTBUHU) CYJUMOCTH M (MJIH) (aKTa yroJIOBHOIO MpecieI0BaHMs,
BBIJJAHHOTO COOTBETCTBYIOIIMM OPTaHOM MPABOTIOPSIIIKA;

aBTOOHOTpadus;

KOTIHSI TACTIOpTa WIIM MHOTO IOKYMEHTA, yI0OCTOBEPSIOIIETO JINIHOCTD;

KOIMHS CTPAaXOBOT'O CBUAETENIHCTBA IEHCUOHHOTO CTPAXOBAHMS;

KONHSI HIACHTU(UKAITMOHHOTO HOMEpa HAJIOTOTIIATEIbINKA;

KOMHMA JJOKYMEHTa BOMHCKOTO yueTa (J11 BOGHHOOOS3aHHBIX);

KOIUS CBUAETEILCTBA O 3aKJIIOUEHUH Opaka (Mpu HAIUYHH);

KOIMMS CBUAETENIBCTBA O POXKJICHUH AeTel (IIpU HAJTMYUK);

KOIUH TOKYMEHTOB 00 00pa30BaHUH;

KOMMHU JOKYMEHTOB O HarpaxJIeHUH (Ipy HAJIMYUK);

XapaKTepUCTHKH, PEKOMEHIaTeIIbHBIE TTHChMA (TTPH HAIWYHH);

IpUKa3 o preMe Ha padory;

MIPHUKa3 O MEePEBOJIe Ha UHYIO JOJDKHOCTH (TMPH HATUYHHN);

JIOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HaueHHUs Ha BCe
JOJIKHOCTH);

TPYAOBOM JOroBOp (C TMOCIEAYIOMIMM BKIIOYCHHUEM JIOTIOJIHUTENBHBIX COTJIAIIEHUH K
TPYJIOBOMY JIOTOBODY);



*  TPYAOBYIO KHUXKKY;
*  MEAUIMHCKYIO KHUXKKY.
Pabomooamenv oghopmasem:

*  TPYAOBOW JIOTOBOP B JIBYX IK3EMIUIIPAX;

* MpuKa3 o mpuemMe Ha paboTy (0 MepeMenIeHud Ha IPYTHe JOIKHOCTH);

* JIM4YHYIO KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIHUIO B IBYX SK3EMIUISPAX.

Pabomooamenwv 3naxomum:

* C HOPMATHUBHO-IIPABOBBIMHU JOKyMeHTamMu HIKOJbI (YcTaBoM, KOJIEKTUBHBIM JOTOBOPOM,
[IpaBunamMu TpyI0BOTO pacmopsaKa U Jp. JOKATHHBIMHA aKTaMH);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* TPOBOIUT BBOAHBIA HWHCTPYKT@X, HHCTPYKTAX IO OXpaHE TpyAa, HHCTPYKTaX IO
IPOTUBONOXAPHOU OE30MaCHOCTH.

2.4. IlepsuuHoe oopMIICHHE TUIHOTO JieJia TIPEeTyCMaTPUBAET:

* TMPUCBOCHUE JHUYHOMY JENy HOMEpa COTJIACHO JKypHATy ydeTa JIMYHBIX JIed (MPUIoKEeHUE
Ne 1);

* MpOCTaBlICHHE Ha OOJIOKKE JIMYHOTO Jena (mpuiioxkeHne Ne 2) cleayrolmX pPeKBU3UTOB:
WHIEKC Jena (B COOTBETCTBMM C HOMEHKJIATYpoM Jen  o0mieo0pa3oBaTeIbHOM
OpraHM3alliM;, TIOJIHOE HAUMEHOBaHUE O00IIe00pa30BaTEIbHON OpraHu3aluu; HOMEp
JUYHOTO Jiena; paMUIus UMl OTYECTBO paOOTHHKA B UMEHUTEIHLHOM IMAJIekKe; JaThl — O]
HayaJla ¥ roJl OKOHYAHUS BEJCHUS JI€N1a; KOJIMYECTBO JIMCTOB; CPOK XPAHECHHS;

* T[OMEIIEHHWE JOKYMEHTOB, TMOJUIekKAIIUX XpPAaHEHUI0 B COCTaBe JIMYHBIX JIed, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONHCh JOKYMEHTOB Jiena (mpuiioxkenue Ne 3);

JUYHBIA JTUCTOK 10 Y4YeTy KaapoB (mpuioxeHus Ne 6);

3asiBJICHUE O MpUeMe Ha palboTy;

npHKa3 o MprueMe Ha padoTy;

TPYAOBOM AOTOBOP;

JOTOBOP O TOJHOW MaTepHaabHOW OTBETCTBEHHOCTH (eciu pabOTHUK —
MaTepHUaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEPUCTUKU U PEKOMEHATEIbHbIE MUChMa;

corjacue Ha 00pabOTKy MEepCOHAIBHBIX JTAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEUIEHHBIX B TUYHOE JI€J10, OAJIekKAT HyMEpaLUH.

2.6. C nenpio obecrneueHus HaJJIeKalle COXpaHHOCTH JIMYHOTO Jiejia TIeJJarOrOB M COTPY/IHUKOB
o0mieo0pa3oBaTebHOM OpraHM3allMd W YJA0O0CTBAa B OOpalieHHud ¢ HUM Tpu (HOPMUPOBAHUU
JIOKyMEHTBI TIOMENIAIOTCS B OTACIBbHYIO manky. [Ipw yBoJbHEHMH paOOTHHMKA MPOITHUBAIOTCS
HUTKAMH U CIAIOTCS B apXUB.

2.7. BHYTpeHHss OMUCh JOKYMEHTOB, UMEIOIINUXCS B JJUYHOM JieJie, JOJKHA COJEPKaTh CBEICHUS
O TOpPSIKOBBIX HOMEpax, HAMMEHOBAHUSAX JOKYMEHTOB Ji€fla, KOJMYECTBE JIUCTOB, JaTax
BKJTFOYCHHS JOKYMEHTOB B JIMUYHOE JICJIO M U3BATHS U3 JeNa, a TAKKe KEM U3BAT JOKYMEHT U TI0
KAaKOW IpUYHUHE.

2.8. BHyTpeHHsS1 OMHCHh COCTaBISACTCS HA OTACIBHOM JIMCTE MO yCTaHOBIIGHHOW (Gopme. JIucTei
BHYTPEHHEH OMKUCH HYMEPYIOTCSl OTAEIBHO.

2.9. Ilpn noAroTOBKE JUYHBIX JEJ K NEpelade Ha XpaHEHUE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOTOBasl 3allMCh, B KOTOPOH yKa3bIBaeTCs MU(PpaMu U MPOIMUCHI0 KOJTUYECTBO BKIIFOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIETIA.

YV VVVVVY

3. llopsaok BeieHUs! JIMYHBIX AeJ1 neaaroros u corpyanukos MbOY «COILL» c. Yerb-BoiMb

3.1. JlugHOE AENIO MenaroroB U COTPYAHUKOB BEACTCS B TEUCHHE BCETO MEPHOJia pabOThl KaXI0T0
nej1Iarora ¥ COTpyAHUKA B 00I11e00pa30BaTeIbHOM OpraHn3alllu.



3.2. JlanpHeiiiee BEACHME JIMYHOIO Ji€ja IEAaroroB M COTPYJHHUKOB IPEAyCMaTpUBAET
MOMEIIEHUE B JIEJI0 JOKYMEHTOB, 00pa3yroluxcs B Ipolecce padoueil AesiTeTbHOCTH U UMEIOLIUX
3HA4YEHHUE /7151 TPYAOBBIX OTHOIICHUH:

*  JIONOJIHEHUE K JIMYHOMY JIUCTKY II0 YYETY KaJApOB;

*  JIONIOJTHUTENbHBIE COTJIALICHUS K TPYI0BOMY JIOTOBODY;

® KOIIMKU IIPHUKA30B 110 JIUYHOMY COCTaBy, KOTOPBIC KaCarOTCA II€JaroroB M COTPYAHHUKOB

00111e00pa30BaTeIbHON OpraHn3aIiig;
* OT3BIBBI JOJKHOCTHBIX JIMIl O TIeJarore © COTPyAHHKE 0011e00pa3oBaTelbHON
OpraHu3aIuy;

® KOIIMKU JOKYMCHTOB O INOBBIIICHUHN KBaJ'H/I(bI/IKaHI/II/I;

*  KONHHU CEPTUPHUKATOB, TPAMOT;

*  JIUCT — 3aBEPUTENb Jelia (COCTABIISIIOT MPU cllaye JIMYHOTO Jeia B apXUB);

*  UHBIE JJOKYMEHTHI.
3.3. B menax oOecnedeHHs KOHTPOJIS 3a COXPAHHOCTbIO W aKTyaJbHOCTBIO JIMYHBIX JI€J B
0011eo0pa3oBaTe/IbHON OpraHU3alul eXeroaHo (He mo3aHee | kBaprana roja, CIEAYIOIIEro 3a
OTYETHBIM ) IPOU3BOAUTCS MTPOBEPKA UX HATHUMUS U COCTOSIHHSL.
3.4. ExerogHyio MpOBEpPKY COCTOSIHUS JIMUHBIX JeJ Ha MpeIMET COXPAaHHOCTHU BKIIIOUCHHBIX B
HETO JOKYMCHTOB MNPOBOAWT CIICHHWAJIBHO CO3JaHHAsA KOMHCCHUS. O IMPOBCACHHBIX ITPOBEPKAX
JieNlaeTcs OTMETKA B JIUCTE O PE3yJIbTaTax €KEroJHOM NMPOBEPKU COCTOSHHS M HAIWYMS JTMYHOTO
nena (nmpuioxkenue Ne 5) u cocTaBisieTcst akT. Pe3ynbTaTel MpOBEPKH JIMUHBIX JIe] B 00s3aTEIIHHOM
HOPSIZIKE JIOBOJAATCS J10 TUPEKTOpa 00111e00pa3oBaTeIbHON OpraHU3aI|H.

4. Ilopsinok y4éra 1 XpaHeHHsl JTUYHBIX /e MearoroB H COTPY/AHUKOB.

4.1. XpaneHue U y4eT JUYHBIX Je1 neaaroroB u corpyaHukoB MbOY «COILD» ¢. Ycrb-Beims,
OPraHU3yIOTCA C 1IEIbI0 OBICTPOro M 6e301IMO0YHOr0 MOUCKA JIMYHBIX €], 00eCTeueH s UX
COXPAaHHOCTH, a TaKXke odecrneueHns: KOHPUASHINATbHOCTH CBEACHUMN, COEPKAIIUXCS B
JIOKYMEHTaX JIMYHBIX J€J, OT HECAaHKIIMOHUPOBAHHOI'O AOCTYTIA.

4.2. JInyHble Aena COTPYAHUKOB XpaHsTcs B cerde.

4.3. TpynoBble U1 MEUIIMHCKUE KHIDKKU XpaHIATCS OTIENBHO B cede.

4.4. JlocTyn K JUYHBIM JI€JIaM TI€IarOrOB U COTPYJAHHKOB 00Ie00pa3oBaTeIbHON OpraHU3aAINH
UMEIOT TOJIBKO CEeKpeTapb, CIEHUAIUCT M0 KajpaMm, JUPEeKTOp o0meo0pa3oBaTebHON
opraHmzali Ju00 3aMECTUTENH JAUPEKTOpa MpPU MCIOJIHEHUH O0sS3aHHOCTEH JHUpeKTopa
00111e00pa30BaTeIbHON OpraHn3aIUg.

4.5. Cucrematuzanusi JUYHBIX JIeJ1 TENaroroB M COTPYJHUKOB 00IIe00pa3oBaTeIbHOM
OpraHU3aIMH TPOU3BOAUTCS B aJ(PaBUTHOM MOPSIKE.

4.6. Jluunble nena TMeaaroroB M COTPYTHUKOB OOIe0Opa30BaTEIbHON OpraHU3aIiH, UMEIOIINX
rOCy/IapCTBEHHBIE 3BaHUs, IPEMUM, HArPaJbl, YUEHbIE CTEIIEHU U 3BAHUS, XPAHATCS MOCTOSIHHO, a
OCTaJIbHBIX COTPYIHHUKOB — 75 JeT ¢ roja yBoJbHEHUs paboTHHKA (B cooTBeTcTBHM ¢ [lepeunem
TUIIOBBIX YIIPABJIEHYECKUX JOKYMEHTOB).

5. llopsinok BbIIAYM JMYHBIX /1eJI BO BpeMEeHHOe M0J1b30BaHHe

5.1. Beimaua nuuHbIX Jen (OTAETBHBIX JOKYMEHTOB B COCTaBe JIMYHOTO Jiejla) BO BPEMEHHOE
MOJIb30BAHUE MTPOU3BOAUTCS C pa3pelICHUs] TUPEKTOPA MO 3asBICHUIO COTPYAHUKA OpTraHU3al1H.
5.2. ®@axT BbIIaYM JIUYHOTO Jenia GUKCUPYETCs B KOHTPOJIIBHOM >KypHaJe.

5.3. U3bsiTHE OTIENBHBIX JOKYMEHTOB M3 JIMYHOTO JIeja MPOU3BOJIUTCS C pPa3pelIeHUus TUPEKTOpa
001eo0pa3oBaTenbHONM OpraHu3auu ¢ O(QOpMIICHHEM COOTBETCTBYIOMIEH 3amucu B Tpade
«IIpumeuanue» BHyTpeHHeH onucH. [Ipu BpeMEHHOM U3BATHU JOKYMEHTAa Ha €ro MECTo (MEXIY
JUCTAMU COCEJHHMX JTOKYMEHTOB) BKJIAJBIBACTCS CIIpaBKa-3aMECTUTENh C YKa3aHUEM JaThbl
MPUYUH U3BATUS C MOJANUCKIO JIMIA, BBIIABIIETO JOKYMEHT, U MOJIUCHIO JIMIIA, TTOJYYUBIIETO €ro
BO BPEMEHHOE M0JIb30BaHUE.

6. OpopMireHHe TMYHBIX /Ie]1 NIepe] cAa4e B apXUB



6.1. OdopmiieHne TUYHBIX AET AJIS MepeJayd B apXHUB MPOU3BOAUTCS CIEIUAIUCTOM MO KaJapam
o011eo0pa3oBaTeabHON OpraHU3aii. JTa MpoLeaypa BKIOYaeT:

* MOANMBKY (TIEperuieT) aena;

* yTOYHEHHE HyMEepalluy JINCTOB JIeTIa;

*  COCTaBJICHHUE JHCTa-3aBepuTeNs (puioxeHue Ne 8);

* cocraBiieHUE (YTOYHEHNE) BHYTPCHHEH OMUCH;

* BHECCHHE YTOYHECHUN B PEKBU3UTHI JIUIIEBOI OOJIOKKH Jiena.

6.2. Jlucr-3aBepurens Jena  JOJDKEH IOANMCATh €r0  COCTAaBUTENb, IIPU 3TOM JelaeTcs
pacmudpoBKka TODKHOCTH M TOJIMKMCH, MPOCTABIsSETCS [aTa. B mpoiiecce HCMONb30BaHUS
apXHWBHBIX JOKYMEHTOB B JIHCTE-3aBEpUTEIIC JICTAIOTCS COOTBETCTBYIONIME OTMETKH. Ecim meno
HOJIINTO O3 JINCTAa-3aBEPUTENs, TO €ro CielyeT HAKJIEHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKHU
nena.

6.3. C nenbio obecredeHns: COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTCsl:

*  00BCIUHATH MHIUBUAYATbHBIC JIMYHBIC JIeJa YBOJCHHBIX COTPYIHHKOB B OJIHY OOJIOXKKY
(oObeaMHEHHOE JIeJI0) C TaKMM pacdyeToM, YToObl 00beM jerna (Toma) He mpebiman 250
JTUCTOB (TIyTEM CIIIMBKH MAaTEPUAIOB WHIMBHIYAIBHBIX JCIT IO T0JIaM YBOJIBHCHHS);

* pacmojaraTh MaTepuaibl MHAWBHUIYaIbHBIX €N B Mpeaenax jena (Toma) B aipaBUTHOM
nopsizike (oaMHUIIbHO), OTACISAS MaTEPHUaIbl, OTHOCSIIUECS K Pa3HBIM WHIWBHIYATbHBIM
JieNiaM, YUCTBIM JTUCTOM Oymard ¢ yka3aHHeM Ha HeM (aMHuiIuu, UMEHHM U OTUYeCTBa
COOTBETCTBYIOIIIETO YBOJICHHOTO TIieJjarora H COTPYIOHHKAa 00mIeo0pa3oBaTebHOM
OpTraHH3aINH;

* cHaOXkaTh Kaxjoe OOBEAMHEHHOE Je0 (TOM) BHYTPEHHEHW OMHCHIO C TEPEUHCICHUEM
dbamunuii, UMEH W OTYECTB W YyKa3aHHEM HOMEPOB CTpPAHUI], B MpeaelaXx KOTOPBIX
PacIIoIOKEHBI COOTBETCTBYIOIINE IOKYMEHTHI.

6.4. Ilepenaya TUYHBIX €T B apXHUB OCYIIECTBISICTCS HE MO3HEE TPEX JIET MOCie 3aBEePIICHUs HX
B JICJIONPOM3BOJICTBE B COOTBETCTBHH C rpadukoMm. [IpeaBapuTenbHO cekpeTapeM, CIEeIHaIHCTOM
Mo KajJpaM TMPOBEpSAETCS MOJHOTAa W MPaBWIBHOCTh MOJATOTOBKM JIMYHBIX el K Tepenade.
BrIsiBIIeHHBIE TIPH TIPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpETapeM, CHEIHAIMCTOM IO KajJpam.
[Tepenaya u pueM MPOU3BOJIATCS MO OMKICH C TPOCTAHOBKOM OTMETOK O HAJTMYUU JTHYHBIX JeTl.
6.5. JInaHple J1ea mearoroB U COTPYIHUKOB 00111e00pa3oBaTeIbHON OpraHU3allid, 3aKOHYCHHBIC
nenonpoussoacTsoM 10 1 sHBaps 2003 roxa, xpansarcs 75 ner, nocne 1 sauBaps 2003 roga — 50
net. JImuHble nema AMpeKTopa, TIaBHOro Oyxranrepa o01eo0pa3oBaTeIbHOW OpTaHU3aIlid UMEIOT
MOCTOSTHHBIN CPOK XpaHEHHUSI.

7. OTBEeTCTBEHHOCThH
7.1. Ilemaroru u COTPYAHHUKH OOSI3aHBI CBOCBPEMEHHO TPEJICTABIISATH CBEACHUS 00 M3MCHEHUH B
MEPCOHANIBHBIX JJAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIeja.
7.2. PabotonaTenb oOecnieunBaeT:
* COXpPaHHOCTh JIMYHBIX JEN T[eJaroroB H COTPYIHHKOB  00IIe00pa3oBaTenbHOM
OpTraHu3aIH;
* KOH(DHIEHIMAIBHOCTh CBEACHHIA, COAEpXKAIMUXCS B JUYHBIX JeJaX I[eJaroroB Hu
COTPYAHHKOB.

8. IIpaBa paGoronaresisi u padoOTHHKA
8.1. lna oOecrniedeHuss 3alUTHl MEPCOHATBHBIX JAHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX JEIax
MeJarOrTOB M COTPYJAHUKOB 00Ie00pa3oBaTeIbHONM OpraHu3allii, TEeAarord W COTPYIHUKH
0011eo0pa3oBaTeIbHON OpraHU3aIlii UMEIOT MPaBo:
* TIOJYYHUTh TOJHYIO HH(POPMAIMIO O CBOMX TNEPCOHAIBHBIX MTaHHBIX M 00pabOTKE ATHX
JAHHBIX;
® IIOJIYUHUTH CBO60)IHBIf/i AOCTYII K CBOMM NEPCOHAJIIBHBIM JJaHHBIM;
*  TOJYYHUTh KOIUU JOKYMEHTOB, XPAHAIIUECS B JIMUHOM JIEJI€ U COJIepKalllie MepCOHATbHBIC
JaHHBIC.



e TpeOOBaTh UCKIIOUCHUS WU UCIIPABICHUS HEBEPHBIX M HETIOJHBIX MEPCOHAIBHBIX JTaHHBIX.
8.2. PabGoTonarens uMeeT mpaBo:
* 00pabaThIBaTh MEPCOHANBHBIC JAHHBIE TIEaroroB U COTPYIHUKOB 00Ie00pa30BaTEIbHOM
opraHnu3anyiv, B TOM YHCJIC KU HA 3JICKTPOHHBIX HOCUTECIIAX
* 3ampoCHTh OT TENaroroB M COTPYAHHUKOB 00I1Ie00pa3oBaTebHON OpraHu3aluid BCIO
HEOOXOoauMYy0 HHGOPMAIHMIO I BEACHHUS JIMYHBIX JeT W O0pabOTKH IMEePCOHATBHBIX
JTAHHBIX.

9. 3aki09YHTeIbHbIE MOJ0KEHHS

9.1. Hacrosimee [TonoxkeHne o mopsIKe BEACHUS JIMYHBIX JET PAOOTHUKOB SIBIISCTCS JIOKAJTHHBIM
HOPMATHUBHBIM aKTOM, MpHUHUMaeTcsl Ha [legarornyeckoM coBeTe MIKOJBI M YTBEpKIaeTcs (JInO0
BBOJIUTCS B ICHCTBUE) MTPUKA30M TUPEKTOPA.

9.2. Bce w3MeHeHHsI W JIOMOJHEHHUs, BHOCHMBbIE B Hacrosimee [lomoxenue, odopmistorcs B
MUCbMEHHOW (¢opMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATeNbcTBOM  Poccuiickoii
denepauuu.

9.3. TlonoxeHue o MOPSAKE BEACHUS JIMYHBIX € PAaOOTHUKOB 0Opa30BaTEbHOW OpraHU3aIliu
NPUHUMAETCS Ha HeompeleieHHbI cpok. W3menenuss u pgononHeHus Kk [lonoxkenuto
MIPUHUMAIOTCS B IOPAJIKE, MpeycMoTpeHHoM 11.9.1. Hactosmero [lonoxenns.

9.4. Tlocne npunsarus [lonoxkeHus (WM W3MEHEHUH W JOMOJHEHUN OTIEIBHBIX MYHKTOB W
paszenoB) B HOBOM peaKIUy MPEABITYIIasi peIaKIis aBTOMATHIYCCKH yTPAYUBACT CUITY.



Kypnan ydera IMUHBIX 1]

[Ipunoxenne Nel
K IIOJIOKEHHIO O OPSAAKE BeACHHS

JIMYHBIX ICJI pa6OTHI/IKOB

Ne JHara @ammms, | Tabens- | Homxnoets | CTpyKTyp- Hara n Hara u IIpumeua-
n/ odopmite- M, HBIN (mpodec- HOE HOMED HOMED HUe
I | HUS JIMYHOTO | OTYECTBO HOMeEp cus, rnojpasue- NpUKa3za IpUKas3a
nena mejarora u Crennantb- JICHHUE (pacmops- (pacmiopsi-
COTpYJTHUKA HOCTbD) JKEHUS) O JKEHUS) O
nejarora u nmpueMe IpeKparie-
COTpYIHHKA nejarora u HUH
coTpynHuKa | (pacTopike-
Ha paboTy HUH)
TPyIOBOTO
JIOrOBOpA C
MeIaroroM u
COTPYIHUKOM
(yBombHE-
HUW)
2 3 4 5 6 7 8 9




Donpg Ne

Ormmce Ne

Jemno Ne

HNunexc nena

O0J105KKa JIMYHOTO J€ia

ITpunoxenne Ne2
K TIOJIOKEHHIO O TIOPSJIKE BEIACHHSI
JUYHBIX JIE]T PaOOTHUKOB

(Ha3BaHMe 00pa30BaTENBHOI OpPraHU3alNN)

JIMYHOE JEJIO Ne

Jlara Hadama

Jlata okoHUaHUS

Ha JIACTax
XpaHUTh JeT
Ddong Ne
Ormce Ne

Hemo Ne

(3aroJI0BOK Jiefa)



[Tpunoxenne Ne3

K ITOJIOKCHUIO O TOPAAKE BECACHUSA

BHYTPEHHIS OITMCH
JTIOKyMEHTOB Jienia Ne

JIMYHBIX ICJI pa60THI/IKOB

Ne WNupeke Hata HasBanue Howmep [Ipumeuanus
n/n JOKYMEHTa JIOKYMEHTa JIOKYMEHTa JIMCTOB
Jena
HUroro: JIOKYMEHTOB

(umdpamu 1 IPONKCHIO)

KoauuectBo aucToB BHyTpeHHeﬁ OIIMCHU

(uudpamMu 1 IPOIHCHIO)

OTBETCTBEHHBII 3a
KaJpOBBIN yUerT:

(TIoamuce)

« » 202 roma




®.1.0.

[punoxenne N4
K ITOJIOKEHMIO O MOPSAIKE BEJCHUS
JIMYHBIX J1e]1 paOOTHHKOB

JIOMmKHOCTD

JImaaoe nemo Ne

JlaTa o3HaKOMJICHUS IIeJarora
U COTPYAHHUKA C JTUIHBIM
JIeJIOM

Ilonmuce nnenarora u
COTpYIHHUKA

OTMeTKH, MpUMeYaHusl,
3aMeYaHus




[Ipunoxenne No5

K ITOJIOKCHUIO O TOPAAKE BECACHUSA

JIMYHBIX ICJI pa60THI/IKOB

OTMeTKa 0 pe3yJIbTaTaxX esKeroHOi NPOBEPKU COCTOSTHUS
1 HAJIMYHUS JJMYHOIO /1esa

®.1.0.

JIOIDKHOCTB

JInuHoe nemo Ne

[ara npoBepku

®d.N.0. unenos
KOMHUCCHUU

IToamucu 4ieHoB
KOMHCCHUH

Pesynprar nmpoBepku




1. ®amunus

[punoxenne Neb

K ITOJIOKCHUIO O TOPAAKE BECACHUSA
JIMYHBIX ICJI pa60THI/IKOB

JIMYHBIN JIUCTOK 10 YYeTy KaJpPOB

Nms

OT4ecTBO

2. Iox

3. Tox, 4uciio U MecsIT POKICHUS

4. MecTo poxKIeHH

5. I'paxxnancTBo

(ceno, nepeBHs, ropol, paiioH, 00IacTb)

6. OOpa3oBaHue

HasBanne
yueOHOro
3aBeJICHHS U €r0
MECTOHAXOXK/ICHHE

DaKyJIbTeT
W
OTZIEJICHUE

Ton
MOCTYILJICHUS

Ton
OKOHYAaHHUS
WM yXo/a

Ecan He
OKOHYUJI, TO
C KaKoro
Kypca yen

Kakyro

CIICIaJIbHOCTb

TIOJTYYHJI B
pe3yiabTare
OKOHYaHUS

yueOHOro
3aBeJICHUS,
ykazatb Ne

TATIIIOMA VT

yJIOCTOBEPEHHSI

7. Kakumu HHOCTPAHHBIMU A3bIKAMH BJIAZICCTC

8. YueHas cTeneHb, yueHOE 3BaHUE

9. Kakue nmeere HayuHbI€ TPY/Ibl U H300pETCHUSA

(uuTaeTe U MEPEBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBSICHATHCS, BiIaeeTe CBOOOIHO)




10. Brimonusemas paboTa ¢ Hadaia TPYJOBOM [IeATENbHOCTH (BKJIIOYas y4eOy B BBICIIUX H
CPEIHUX CIIEUATbHBIX YUeOHBIX 3aBEJCHUSIX, BOGHHYIO CIIYXO0y M paboTy 110 COBMECTUTEIILCTBY)

Mecs u ron JIOJKHOCTD € YKa3aHUEM YUPEKICHNUS, MecTtoHaxoxneHne
MOCTYIUICHUS yxoza Opra’u3aluy, IpeanpuaTis, a TAaKxKe YUpEKIACHU,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIu,
HpEAIPULTHS

11. TIpeGriBanue 3a rpanulieil (padbota, cayebHas KOMaHAUPOBKA, IOE3/IKA C JeNeranei)

Mecsu u rox B kakoi cTpane Lenp npeObIBaHu 32
C KaKoro 10 KaKoe IpaHULIEN
BPEMEHHU BpeMs

12. Yuactue B BLIOOPHBIX OpraHax

MecTo BbIOOpHOTO HasBanwue Bei6opHoro | B kaudecTBe Koro lon

opraHa opraHa BbIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPAIbI

Korna u keM HarpaxaeH

14. OTHOLIEHNE K BOUHCKUM O0S3aHHOCTSM U BOMHCKOE 3BAHUE

CocrtaB Pon Borick

(KOMaHIHBIN, MOJTUTUYCCKHH, aIMUHUCTPATHBHBII, TEXHUUCCKUH U T. 11.)

15. CeMeliHOE MTOJIOKEHNE B MOMEHT 3alIOJIHEHUS JIMYHOTO JTUCTKA

(4ICHBI CeMBH, C YKa3aHHEM BO3pacTa)

16. Jomamuuii aapec

17. O0s13y10Ch CBOEBPEMEHHO HM3BEIIATh 000 BCEX M3MEHEHHSIX JaHHBIX, BKIIOUEHHBIX B JIMYHBIA
JIUCTOK TIO YYETY KaJpOB.

« » 202  roma




AHKETA

[punoxenne Ne7

K ITOJIOKCHUIO O TOPAAKE BECACHUSA

JIMYHBIX ICJI pa60THI/IKOB

Ddamunnua

Nms

OT4ecTBO

[ara poxneHus

1. I'paxknancTBO (€CIu M3MEHSIIH, TO YKaXKHTE,
KOT'JIa ¥ 110 KaKoW pUYHHE)

2. OOpasoBanme, yd4eHas cCTeneHb (Korga |
Kakue y4yeOHble 3aBEJICHHs OKOHYMIIM, HOMEpa
quruioMoB). CrienuanbHOCTh M KBaTH(DHUKALMS
10 JAMIIIIOMY

3. KakuMy HHOCTpaHHBIMU SI3bIKAMH U SI3bIKAMU
HapoaoB Pocculickoit denepanuu BrajgeeTe U B
KaKkoW  CcTemeHW  (YuTaeTeé W MOXKETE
OOBSICHSITBCS, BJIaJICETe CBOOOTHO)

4. BeimostHsiemasi paboTa ¢ Hadaja TPYI0BOH JAEATEIHHOCTH (BKIIOUYAs BOCHHYIO CIIYKOY B paboTy

110 COBMECTHUTEJILCTBY)

Mecsin 1 rost JIOIDKHOCTB € yKa3aHHEM YUpeKIeHus, MecToHaxoxaeHue
MOCTYTUICHUS yxozaa OpraHu3aliy, NPEINPULTUs, a TAKKE YUPEKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3alui,
PEANPUATUS

5. Bamu Onu3kue poJCTBEHHUKH (3Ke€Ha, MY, OTell, MaTh, OpaThbsl, CECTPHbI)

CrerneHb damMunus, uMs, T'on

poJCTBa OTYECTBO POXKJICHHSI

MecTto paboThl,
JOJDKHOCTh

Anpec mecta
KHUTEIbCTBA

6. lomamnawuii anpec u Homep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHSIOIINI

(HOMeED, cepHsl, KeM H KOT/a BBIIaH)

8. JlomomHUTENbHBIE CBEIEHUS, KOTOPhIE BhI jkenaere cooOmuTs o cede

10. Ha xakoii ypoBeHb 3apiuiatsl Bel paccunteiBaere?

« » 202  ropa

(1OIKHOCTH OTBETCTBEHHOTO 32 KaJPOBBIN yUeT)

(moxnucek)

(pacumgpoBKa MOAMKCH)




ITpunoxenne Ne§
K TIOJIOKEHHUIO O MOPSIKE BEIICHNUS
JIMYHBIX JIe]T paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeja Ne
B nene npomnto u npoHyMepoBaHO JINCTOB
(umdpamu 1 IPONKCHIO)
c Ne mo Ne , B TOM YHCIIC:
JUTEPHBIE HOMEpA JINCTOB
IIPOIMYIIEHHBIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEW OMKUCHU JINCTOB
OcoOenHocTH (PU3UYECKOTO COCTOSIHUSI U Howmepa nucros
dhopMHupoBaHHUS Jiea
OTBeTCTBEHHEIH 3a
KaJIpOBBIN y4yeT
(mozamuce) (pacim$poBKa HOIIHCH)

« » 202  ropa
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