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1. Obmue nomoxennsn
1.1. Hacroswee [Tonoxenue o mopamke BeAeHMs AHUHBIX el pabOTHHKOB OpraHu3amtu,

OCYWIECTBAAIOEH — 00pasoBaTeNbHYIO  [EATENLHOCTb, pa3paloTAHO B COOTBETCTBHMH
Denepansuei 3axonom Ne 273-03 ot 29.12.2012 «O6 obpazosanui B Poccuiickoii Mejtepaummn
C H3MeHeHHAMH OT 4 abrycrta 2023 roga, Depepaibibiv 3axonom ot 27.07.2006 No 152 «O
NEPCOHANLHEIX JIAHHBIX® € H3IMEHEHUAMH OT 6 despans 2023 roma, Ykasom [lpesnmenta ot
30.05.2005 Ne 609 «O6 yrsepmkaenuu [lonoxenus o NEPCOHANBHBIX JAHHBIX [OCYIApCTBEHHOTO
cayxawero Poceuiickoit @emepauin M BeACHHUH €ro NHYHOrO aenay, Tpynoseim Koaexcom
Poccuiickoii ®enepaunu, Konnektusubiv norosopon, Yerasom OpraHy3alHyg, ocyLecTBAIOIIER
00pa3oBaTeNLHYIO ICATENLHOCTE.

1.2. Nannoe [Ilonowenue onpesenser nopaaok BEACHHA THYHBIX Je/ NEJATOrOE M HHBIX
COTPYAHHKOB H PabOTHHKOB MIKO/BI, ONpENEIAeT MOPsaok GOPMHPOBAHHS, yueTa H XpaHeHHs,
BBLIAH JIMUHBIX A€/ BO BPEMEHHOE M0/b30BAHNE, @ TAKIKE OTBETCTBEHHOCTD, Npapa paloTHHKOB
AHpeKTOpa 00pazoBaTeNLHOH Opramu3auny.

1.3. Hactosee ITonoxenue yTepiaeTea NPHKA3OM 10 LIKOJIE M ABAAETCH 0GA3ATENLHBIM IS
BCEX KATEIOpHH NMEAArorHYeCKUX H APYrHX COTPYAHHKOB [IKOJEL.

1.4. Beaenne nuunpIX N€n NMeJlarorob M COTPYAHMKOB LIKOMBI BOINATAETCA HAa CHEUHAIHCTA 11O
KELEIPE.M OpPraHH3alHH, DCj’lﬂECTﬁﬂﬂiﬂ'ﬂIEﬁ OEPMDHaTEJIb!'I}"IG OCATCIEHOCT,

1.5. Jluunoe ne1o — oCHOBHOM JOKYMEHT NEPCOHANLIOrO yueTa, cojepraiunii Hanbosee noiHbe
CBeAeHHA 0 paboTHiKe obpazoBaTennioil OpraHu3auny W ero TpyAoBoii aearensiocti. B nnunoe
JAEJ0 BHOCATCA CBEACHHA, CBAZAHHEIC C NOCTYIJIEHHEM Ha pﬂﬁﬂ'[‘_}' H ¥YRONBHCHHEM,

1.6. Cenenua, copepikaluecs B TMYHOM Jlele, OTHOCATCA K KOH(pHACHUHANLHON HudopMmalin,
MMEIOT OrpaHHH4eHHBINH JOCTYT M Pasrialleiinio He MOIeHAT.

1.7. Jlnunoe peno pejaerc B Te4eHHE Boero nepuoja pabotbl paboTHHKa.

1.8. Benenue HeckoNbKHX NHUHBIX jlen oaxoro pabornuka obpasoBaTenbHON OpPraHH3alLMH HE

nonyckaercs,

2. llopanok popmMupOBANHA ANHNLIX IC] COTPYAHNKOB
2.1. ®opmupopanue [HYHOrO JieNa [earoroB M COTPYAHHKOB 00uieobpasopareibHOl

OpraHM3auMu NpPOM3BOJHTCH HENOcpeacTBeHHO Mocie TnpHema B o0ueobpazoBaTeIbuyio




OpraHM3alli0 WU T[epeBoJa IeJaroroB W COTPYIHUKOB U3 JPYyroil oOpa3oBaTelbHOMN
OpraHH3aIlHH.

2.2. B coOTBEeTCTBUY C HOPMATHBHBIMU JIOKYMEHTAMH B JIMYHBIC JIeJIa TIEAAroroB U COTPYIHUKOB
OpraHM3alliK, OCYIIECTBIIAIONCH 00pa30BaTEIbHYIO JIEATEIBHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHME O COIVIACUM Ha 00pabOTKy NEPCOHAIBbHBIX JAaHHBIX I1€arora;

ClpaBKa O HAIWYKUU (OTCYTCTBUH) CYIMMOCTU M (WJIK) (paKTa yroJOBHOTO MPECIICOBAHUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOTpadus;

KOIIM TaCIOPTa WM MHOTO IOKYMEHTA, YJJOCTOBEPSIOIIEr0 JINYHOCTb;

KOIIUSI CTPAaXxOBOI'O CBUAETEILCTBA IEHCUOHHOTO CTPAXOBAaHMUS;

KOIMS UIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIIUKA,;

KOIHSI JOKYMEHTa BOMHCKOTO y4eTa (i1 BOCHHOOOSI3aHHBIX);

KOIIMsI CBUJIETEIbCTBA O 3aKIII0YEHUH Opaka (IIpU HAJIM4YMN);

KOIIHSI CBUJIETEIHCTBA O POXKICHHUH JeTeH (MPH HATWYHH);

KOIIMM JJOKYMEHTOB 00 00pa3oBaHuy;

KOIIMH JJOKYMEHTOB O KBaTH(PUKALNY WU HAJTHYUE CIICIHATBHBIX 3HAaHUH (ITPH HAIWYHHN);
KOIIMM aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUK);

KOIIUU JIOKYMEHTOB O HarpaKJAeHUH (IIPU HAJIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MUChMa (IIPU HAJIMYUN);

IIPUKa3 O IpuemMe Ha paldoTy;

IIPUKa3 O MEePeBO/Ie Ha MHYIO TOJKHOCTD (IIPU HAJIMYUK);

JOJDKHOCTHAS! MHCTPYKLHUS (JIOJDKHOCTHBIE MHCTPYKLMHM C MOMEHTa Ha3HAYeHHUS Ha BCe
JOJKHOCTH ),

TPYJAOBOH JOroBop (C MOCHENYIOIIMM BKJIIOYEHUEM JIONOJHUTENbHBIX COTJIAIlIEHUN K
TPYAOBOMY JIOTOBODY);

TPYAOBYIO KHIKKY;

MEIULUHCKYIO0 KHUXKKY.

s pabomuukos:

3asBJICHME O ITpHeMe Ha paboTy;

3asBJICHUE O COTJIACUM Ha 00pabOTKY MEePCOHATBHBIX JAHHBIX ME1arora;

CIIpaBKa O HAIWYUH (OTCYTCTBHHU) CYIUMOCTH ¥ (WiH) (akTa YroJOBHOTO MPECIICIOBaHMS,
BBIJIAHHOTO COOTBETCTBYIOLIIUM OPIaHOM MPaBONOPSAKA,

aBTOOHOrpadus;

KOIUS acopTa UM UHOTO IOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTB;

KOIIMSI CTPaXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAXOBAHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOIIaTeNbIIHNKA;

KOIMS JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENBCTBA O 3aKJIFOUEHUH Opaka (Ipu HaJIM4IKH);

KOIIHSI CBUJIETEIbCTBA O POXKICHHUHM JieTel (IIpU HATMYHHN);

KOIIMH JIOKYMEHTOB 00 00pa3oBaHUU;

KOIIMH JJOKYMEHTOB O HarpaxJeHuH (Ipy HAJIMYUH);

XapaKTePUCTHKH, PEKOMEHIaTeIIbHbIE THChMa (TP HATUYHN );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBo/ie Ha UHYIO JOKHOCTD (MIPH HAJTUYHH);

JIOJDKHOCTHAsT MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HAUYeHHUs Ha BCe
JOJKHOCTH)

TPYAOBOM JOTOBOp (C TMOCIEAYIONIMM BKJIIOYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHIXKKY;



*  MEIUIMHCKYIO KHUXKKY.
Pabomooamenv opopmasem:

* TPYIOBOH JOIOBOP B JIBYX K3EMIUIIpAX;

* IpUKa3 0 pueMe Ha padoTy (0 MepeMelIeHN Ha Apyrue JODKHOCTH);

* uuHyIo KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKLIMIO B ABYX 9K3EMILISIpax.

Pabomooamenv 3naxomum:

* ¢ HOPMAaTUBHO-IIPABOBBIMHU JOKyMEHTaMM LIKOJbI (YcraBoM, KoJIIEKTUBHBIM JIOTOBOPOM,
[IpaBmiiaMu TpyAOBOTO paclopsaka U Ap. JIOKAIbHBIMU aKTaMH);

*  C JOJDKHOCTHOW MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTaXX II0 OXpaHE TpyAa, HHCTPYKTAX IO
IIPOTHBOIOKAPHOU O€30MaCHOCTH.

2.4. llepBuuHoe o(hopMIIEHHE TUYHOTO JeJIa MPETyCMaTPUBALT:

* IPUCBOEHHUE JINYHOMY JIe]y HOMEpa COIJIaCHO JKypHaJly ydeTa JIMYHBIX Jiesl (IpUIIoKEeHHe
Ne 1);

* IPOCTaBJIEHHE Ha OOJIOKKE JIMYHOro jeina (mpuiokeHue Ne 2) cleAyIoUMX peKBU3UTOB:
MHJEKC Jeina (B COOTBETCTBMM C HOMEHKJIATypou jen  oOuieoOpa3oBaTenbHON
OpraHu3alyy; IOJHOE HauMEHOBaHHe 00I1e00pa30BaTeIbHOM OpraHu3alul; HOMEp
JUYHOTO Aena; GaMuins UMsi OTYECTBO paOOTHHKA B MMEHUTEIFHOM TaJIeKe; TaThl — TOX
Hayaja ¥ roJl OKOHYaHUs BeJICHHs JIe1a; KOJIUYECTBO JIUCTOB; CPOK XPAHEHHUS;

* IIOMEIIEHHWE JOKYMEHTOB, MOJUIekKAIIUX XPAHEHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM TOPSIIKE:

BHYTPEHHSS ONMCh JOKYMEHTOB Jiefa (nmpuiioxxenue Ne 3);

JUYHBIN JIMCTOK MO y4YeTy KaapoB (mpuioxxeHus Ne 6);

3asiBJIEHUE O IIpUEME Ha paloTy;

IIpUKa3 O pueMe Ha padory;

TPyZOBOM AOTOBOP;

JOrOBOp O IIOJIHOW MaTepuaJbHOW OTBETCTBEHHOCTH (eciu paboOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTEpUCTUKU U PEKOMEHIATEIbHBIEC TUCHMA;

corjacue Ha 00paboOTKy MEePCOHAIbHBIX TaHHBIX.

2.5. JIncTel JOKYMEHTOB, IOMEILEHHBIX B JIMYHOE JE€JI0, TOAJIEkKAT HyMEpaLlu.

2.6. C menpio obecrieyeHusT HaUIeKAIe COXPaHHOCTH JIMYHOTO Jiejla TeIaroroB U COTPYTHUKOB
001eo0pa3oBaTeIbHOM OpraHu3anu U ynoOcTBa B OOpallleHHH ¢ HUM Npu (OpMHUPOBAHUH
JOKYMEHTBl TMOMENIAI0TCA B OTAENbHYIO nanky. [Ipu yBoibHEeHUMM pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U CAIOTCS B apXUB.

2.7. BHyTpeHHSs onMCh JOKYMEHTOB, UMEIOIIMXCS B JJMUYHOM JIelie, TOJKHA COJIeP)KaTh CBEICHUS
O TMOPAIKOBBIX HOMEpaxX, HAaMMEHOBAHMAX JOKYMEHTOB [I€Jla, KOJIMYECTBE JIUCTOB, JaTax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3BATUS U3 JIeNa, a TAKXKE KeM U3bIT JOKYMEHT U IO
KaKoH IIpUYMHE.

2.8. BHyTpeHHsIsI ONUCh COCTaBIISIETCS HA OTAEJIBHOM JIMCTE MO YCTaHOBJIEHHOW (opme. JIucThl
BHYTPEHHEHN ONNUCU HyMEPYIOTCS OTAEIBHO.

2.9. Ilpn moAroTOBKE JIMYHBIX NI K Mepeadye Ha XpPaHEHHE K BHYTPEHHEH OMMCH COCTABIISIETCS
UTOTOBasl 3aIUCh, B KOTOPOH YKa3bIBaeTCs HU(PPaMU U MPOMHCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JIOKYMEHTOB M KOJIMYECTBO JIUCTOB JieNa.

YVV VVVVVY

3. HOPHZIOK BeaACcHUA JIMYHBIX aeJa neaaroron u COTPYAHHKOB opranmsanuu,
OCYHIeCTBJISAIOIIECH 00pa30BaTEIbHYIO AeTeIbHOCTh

3.1. JluuHoe neno memaroroB M COTPYAHUKOB O00IIE00pa30BaTEIbHOW OpraHU3aIliu BEICTCS B
TEYEHHE BCEro MepuoAa paldoThl KaXKIOro TMenarora M COTPyIHUKA B 00ImeoOpa3zoBaTeNbHOMN
OpraHu3aIyy.



3.2. JlanbHeiilmee BeJeHHME JUYHOTO Jeja MENaroroB U COTPYIHUKOB 00I1e00pa3zoBaTeIbHON
OpraHu3alK IpeAyCcMaTpUBacT MOMELIEHHE B JIEJI0 JOKYMEHTOB, 00pa3yrolluxcs B Ipolecce
paboueil 1esTeNbHOCTH U UMEIOINX 3HaYCHUE ISl TPYAOBBIX OTHOLICHUA:

* JIONOJHEHHE K JTUYHOMY JUCTKY I10 Y4ETy KaJpOB;

*  JIONIOJIHUTEJIBHBIE COIVIAIICHUS K TPYAOBOMY JOTOBODY;

* KOIMHU IPUKA30B IO JIMYHOMY COCTaBy, KOTOPBIE KacarOTCs II€JaroroB U COTPYIHHUKOB

00111e00pa30BaTEILHON OpraHN3aluY;
* OT3bIBBl JIOJDKHOCTHBIX JIMII O T[eJarore M COTPYAHHUKE 001eo0pa3oBaTeIbHON
OpraHu3aluy;

*  KONMH JOKYMEHTOB O IOBBILIEHUN KBATH(PUKALINY;

*  KONHH CEPTUPHUKATOB, TPAMOT;

* JIMCT — 3aBEpUTEIIb JieJia (COCTaBIIAIOT IIPU c/ladye JIMYHOIO JIejia B apXUB);

*  HHBIEC JOKYMEHTHI.
3.3. B menax oOecriedeHuss KOHTPOJS 3a COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX [€J1 B
001eoOpa3oBaTeIbHON OpraHu3aluy €XeroJHo (He mo3aHee | kBapTana ropa, CieayrOIIEro 3a
OTYETHBIM) MPOU3BOJUTCS MPOBEPKA UX HAIMUUS U COCTOSTHHSL.
3.4. ExXerogHyio MpoBEpKY COCTOSIHHS JIMYHBIX JIeJ Ha MPEeIMET COXPAaHHOCTH BKIIIOUCHHBIX B
HEro JOKyMEHTOB IPOBOJIUT CIELUAIbHO co3JaHHas Komuccusa. O IPOBEINCHHBIX IPOBEPKAX
JIeaeTcsl OTMETKA B JIMCTE O PE3yJbTaTax €XEroJHOM IMPOBEPKHU COCTOSHUSA M HAIWYUS JIUYHOTO
nena (mpunoxenue Ne 5) u coctaBisierTcs akT. Pe3yabTarhl IPOBEPKH JUUHBIX J1e]1 B 0053aTEIbHOM
HOPSAKE JOBOAATCA A0 IUPEKTOpPa 0011e00pa30BaTeIbHON OpraHUu3aluy.

4. Tlopsaok y4éra M XpaHeHHMs JHYHBIX JieJl MeJaroroB M COTPYAHMKOB OpraHu3anuu,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSITEIbHOCTD.

4.1. XpaHeHue U y4deT JUYHBIX /I Ie1aroroB U COTPYAHUKOB OpraHU3allMH, OCYILECTBISIOLIEH
00pa3oBaTeNbHYI0 JIEATEIbHOCTh, OPTAaHU3YIOTCS C IIeNIbI0 OBICTPOro U 0e301MO0YHOrO MoucKa
JUYHBIX JeJ, OOECIeYeHHsS WX COXPAHHOCTH, a TaKXke O0ecredeHus: KOH(UIACHINAILHOCTH
CBEICHMIA, COJIEPKAINXCS B JOKYMEHTaX JIMYHBIX Jell, OT HECAHKIMOHUPOBAHHOTO JIOCTYTIA.

4.2. Jlnanble Aesia COTPYIHUKOB XpaHATCs B cerie 001eodpazoBaTeIbHON OpraHu3alni.

4.3. TpynoBble U MEIUIIMHCKHIE KHIKKH XPAHATCS OT/IEIBHO B ceiide.

4.4. Jloctyn K JUYHBIM JIEJIaM T€JIarorOB U COTPYAHHKOB 00I11€00pa30BaTEIbHOM OpTraHU3aIluu
UMEIOT TOJBKO CEKpeTapb, CIEUUAIUCT IO KaapaM, JUPEKTop o001ieoOpa3zoBaTenbHOR
OpraHu3an JIM0O 3aMECTHTEIH JUPEKTOpa TPH HUCIOIHEHUH OOS3aHHOCTEH JHPEKTOpa
00111e00pa3oBaTeIbHON OpraHU3aIIH.

4.5. Cucrematuzauusi JUYHBIX JIeJ1 T€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTEIbHON
OpraHu3aliy MPOU3BOJIUTCS B all(paBUTHOM MOPSAKE.

4.6. JIuuHble neia MeaaroroB W COTPYAHHKOB OOIIE0Opa30BaTEIIBHON OpraHW3aIlud, WMCIOIINX
roCy/IapCTBEHHbBIC 3BaHUs, IPEMUU, HATPaJbl, YICHbIE CTENIEHU U 3BaHUS, XPAHITCS MOCTOSHHO, a
OCTJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJBHEHHUsI pabOTHHUKA (B cOOTBeTCTBUH C [lepeunem
TUIOBBIX YIPABIEHUYECKUX JOKYMEHTOB).

S. IlopsaoK BbIIAYH JUYHBIX /1€ BO BpeMEHHOE I0JIb30BaHHe

5.1. Beimaua nuuHbIX Jen (OTAEIBHBIX JTOKYMEHTOB B COCTAaBE JIMYHOTO JieJla) BO BPEMEHHOE
MOJIb30BaHKUE TMPOU3BOJUTCS C Pa3pelIeHus: AUPEeKTopa o0I1eoOpa3oBaTeNbHON OpraHU3aluy 10
3asIBJICHUIO COTPYIHHUKA OpraHU3allii, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO ACSITEIbHOCTD.

5.2. PabGora (o3HakKOMJIEHHME) C JIMYHBIMH  JellaMH  TeJJarofTOB U COTPYAHUKOB
o011eo0pa3oBaTenbHOW OpraHU3alluy MPOU3BOIUTCS B MPUEMHOI aupekTopa. B koHie padouero
JHSI CeKpeTapb WIM CHEelMaIMCT MO KaapaMm o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIJJaHHBIE BO BPEMEHHOE II0Jb30BAHME, BO3BPAIIEHBI HA MECTO XpaHEHUs U €CThb JHU
HE00XOAUMOCTB JJIsl IPUHATHUS Mep K UX BO3BPAIIEHUIO WIN PO3BICKY.

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



5.4. U3patue OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO J€J1a IPOU3BOJUTCS C pa3pelIeHUs JUPEKTopa
001eo0pa3oBaTelbHONM OpraHu3aluu ¢ O(QOpPMIICHHEM COOTBETCTBYIOIIECH 3amuch B Tpade
«[Ipumeuanue» BHyTpeHHeN onucH. [Ipn BpeMEHHOM U3BATHM JJOKYMEHTA Ha €r0 MECTO (MEXAY
JUCTAMHM COCEJIHUX JIOKyMEHTOB) BKJIQJIbIBAETCSl CIPaBKa-3aMECTUTEIb C YKa3aHHEM JaTbhl U
IIPUYMH U3BATHS C TIOJIUCHIO JIMLA, BBIIABIIETO JOKYMEHT, U MOANKCHIO JIUIIA, TOJIYYHUBILIErO €ro
BO BPEMEHHOE M0JIb30BaHHUE.

6. OdopmuileHne JIUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmiienne JTUYHBIX AET AJs Mepelayd B apXUB MPOU3BOIUTCS CIEIHATUCTOM I10 KaJpam
0011eo0pa3oBaTesIbHON OpraHu3aly. JTa NpoLeaypa BKIYAET:

* IOALIMBKY (TEpeIuieT) ena;

* YTOYHEHHE HyMEepaluH JUCTOB JIeNa;

*  COCTaBJIEHUE JIMCTa-3aBepuTels (mpuioxenue Ne 8);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMMCH;

* BHECCHHE YTOYHEHUH B PEKBU3HTHI JIUIIEBOI OOJIOKKH Jiena.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATh €ro COCTaBUTENb, IPH ATOM Jenaercs
pacmmudpoBKa IODKHOCTH W TOJNKCH, MPOCTAaBIseTCS JnaTa. B mpormecce WMCIONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENAI0TCA COOTBETCTBYIOLIUME OTMETKH. Eciau neno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYeT HAKJICUTh HA BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTyeTCSI:

* 00BEeIUHATh MHAWBUIYaJIbHBIE JIMYHBIE J€ja YBOJCHHBIX COTPYJHHKOB B OAHY OOJOXKKY
(0ObEeIMHEHHOE JIEI0) C TAaKUM pacdyeTroM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTe€M CLIMBKU MaTe€pHUajIoB UHAWBUIYAIBHBIX /1€ 10 F0JaM YBOJIbHEHNUS);

* pacrmojiaraThb MaTepHalibl WHAWBUIYAIBHBIX NI B Tpejaeiax nena (Toma) B al(aBHUTHOM
nopsiake (moaMuiIbHO), OTAENSAS MaTepualbl, OTHOCSIIUECS K Pa3HbIM MHIUBUAYAIbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMWiInd, UMEHH M OTYECTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO IeJarora M COTpyIAHMKa 001ieo0pa3oBaTeabHON
OpraHu3aIuiy,

* cHa0XaTh KaXJ0€ OOBEJUHEHHOE JeN0 (TOM) BHYTPEHHEH ONHChI0 C MEpEeYHCICHHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUIl, B TpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava TUYHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET TOCTE 3aBEPUICHUS HX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpeaBaputensHo cekperapeM, CleMaTucToM
Mo KaJpaM TIPOBEpSETCS IOJHOTa W TPAaBHIBHOCTH TOJTOTOBKM JIMUHBIX JeJ K Iepenade.
BelsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKHU YCTPAHSIOTCS CEKpeTapeM, CHEMAIMCTOM IO KaapaMm.
[lepenaua u mpreM MPOU3BOJATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMYHBIX JIET.
6.5. JInuHble nena nejaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM 1o 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0uieoopa3oBaTenbHON OpraHu3alMi UMEIOT
MOCTOSTHHBIN CPOK XPaHEHHUSI.

7. OTBEeTCTBEHHOCTDL
7.1. Tlemaroru W COTPYAHUKH OOIIE0OPa30BATENBLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KajpaM CBeJIeHUsT 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.
7.2. Paboronmarens o0ecrieYnBacT:
* COXpPaHHOCTh JIMYHBIX JIeN TMEeJaroroB M COTPYIJHUKOB  00IIeoOpa3oBaTebHOM
OpraHH3allVH;
* KOH(UIEHIMAILHOCTh CBEACHUN, COAEPKAIIUXCS B JIMYHBIX JelaxX T[eJaroroB M
COTPYTHUKOB.



8. [IpaBa paGoronaTe/isi U padOTHHKA
8.1. Jlns oOecnieueHHs 3alUThl MEPCOHAIBHBIX NAaHHBIX, KOTOPHIE XPAHATCS B JMYHBIX Jeiax
MeJaroroB U COTPYAHHKOB 001eo0pa3oBaTebHON OpraHu3alui, MEeAarord W COTPYAHHKHU
00111e00pa30BaTEILHOM OPraHNU3alui UMEIOT TPABO:
* TMOJYYHTh TOJHYIO HWH(OPMAIHMIO O CBOUX IEPCOHAIBHBIX JAHHBIX U 00pabOTKE ATUX
JAHHBIX;
*  MOJYYHUTH CBOOOIHBIN JOCTYI K CBOUM MEPCOHATLHBIM JaHHBIM;
*  TOJYYHTh KOIHH JOKYMEHTOB, XPaHSIIUECS B IUIHOM JIEJIC ¥ COACPIKAIIHNe TEPCOHATIbHBIE
JTaHHBIE.
* TpeOOBaTh HCKIIOYCHUS WM MCIIPABIICHUS HEBEPHBIX U HETIOJIHBIX IIEPCOHAIBHBIX JJAHHBIX.
8.2. PaboTonarens uMeeT Mpaso:
* 0o0pabaTbIBaTh MEepPCOHAIBHBIC JaHHBIC MEAarOrOB U COTPYIHHKOB 00IIE00pa3oBaTeILHON
OpraHM3aIlf¥, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEIISX;
* 3alpOCUTh OT TMENaroroB M COTPYJHHKOB 0OIICOOpa3oBaTENbHON OpraHU3aluu BCIO
HeoOXoMuMYy0 WH(OPMALMIO JUIS BEIACHHS JMYHBIX JIed U O00paOOTKH MEepCOHATBHBIX
JTAHHBIX.

9. 3ak/II04YnTe/IbHBIE 10JI0KEHUS

9.1. Hacrosimee [lonoskenue o mopsake BEACHUS JTUYHBIX /1€ PAOOTHUKOB SIBIISIETCS JIOKAJIBHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHKUMaeTcs Ha IlenarornueckoM coBeTe IIKOJIBI U yTBepxkaaeTcs (1ubo
BBOJIUTCS B JICHICTBUE) IPUKA30M JAUPEKTOPA OPraHU3aINHU, OCYIIECTBIIONEH 00pa30BaTeIbHYIO
NESATENBHOCTD.

9.2. Bce m3MeHeHHsI W JOIOJIHEHHs, BHOCHMbIE B Hacrtosiee [lomosxkeHue, odopmisiorcs B
NUCBbMEHHOW (opMe B COOTBETCTBUM JACHUCTBYIOLIMM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOpPsiAKE BEACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTENIbHOM OpraHu3aluu
IIPUHUMAETCS Ha HEONpeAeNeHHbI Ccpok. M3menenus wu gononHeHus K [lonoxkeHuro
IIPUHUMAIOTCS B OpsijiKe, IpeaycMoTpeHHoM 11.9.1. Hactosero [lonoxxeHus.

9.4. Tlocne npunsTus Ilonoxenus (WIM W3MEHEHWH W JIOTIOJIHEHWH OTHENBHBIX ITyHKTOB H
pa3zenoB) B HOBOW peJaKIuK MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMEp HHE
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
cOoTpyAHUKa | (pacTopike-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Mearorom u
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T paOOTHHKOB

O0JI0KKa JIMYHOTO Jeja

Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JIMYHOE JEJIO Ne

(3aroyioBOK Jiena)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Ommce Ne
Jemo Ne




BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN OIIMCH

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(uudpamu 1 MPOIHCHIO)

« » 202 roma

(monuce)




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIeHUS Tiearora
Y COTPYAHHUKA C TUYHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHUs
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[Tpunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

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

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku
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1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnaHcTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOro
3aBEJICHHS U €TO

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYAaHUS
WU yXo0/1a

Ecim ne
OKOHYMJI, TO
C KaKoro
Kypca yIien

Kakyro
CIELUAIBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)

12




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3al|K, IPEANPUATHS, a TAKXKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaibl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 1O y4eTy KaJIpoB.

« » 202  ronma
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[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

AHKETA

JIMYHBIX OCJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJIa ¥ 10 KaKO¥ MpUYuHe)

2. OOpa3zoBaHme, y4yeHas CTENeHb (Korma |
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIUICHUS yxoJa OpraHu3alMK, IPEANPUATHS, a TAKKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIu,
MPEATPUITHUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on MecTto paboThl,
poAcTBa OTYECTBO POXKIAEHUS JOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomaniauii agpec u HoMmep TenedoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)
8. I[OHOJ'IHI/ITC.HBHBIC CBCACHUA, KOTOPBIC BrI xenaete COO6H_II/ITB 0 cebe

10. Ha kxako#i ypoBeHb 3apruiatel Bel paccunteiBaere?

« » 202  ronma

(IOJDKHOCTH OTBETCTBEHHOT'O 33 KaIPOBBIH yUeT) (moamucs)
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(pacmupoBKa MOIINCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]T paOOTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmdpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHpoOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacumppoBKa MOAIKUCH)

« » 202  ronma
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