


1. O0mme noJio:KeHUst

1.1. Hacrosimee IlonoxxeHne o mOpsAKe BEIEHUA JUYHBIX Jeh paboTHMKOB MBOY
«OOHI c. Hoxum-Kemoit» (mamee — mkona, oOmieoOpa3oBaTenbHas OpraHHU3aINs),
pa3zpabotaHo B cooTBeTcTBUHM ¢ DemepanbHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6
obpazoBanuu B Poccuiickoit @enepanuny, OenepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
NEPCOHANIBHBIX JaHHBIX», [Ipukazom denepallbHOrO0 apXMBHOTO areHTCcTBa OT 23 nexadps
2009 roma N 76 «O06 yTBepXkJIeHHMHM METOIUYECKHX PEKOMEHJAlMK 10 pa3padoTKe
WHCTPYKIUN TIO0 JEJIONPOU3BOJCTBY B (eepalibHbIX OpPTraHax HUCIOJHUTEIBbHON BIACTH,
VYkazom IIpesngenta ot 30.05.2005 Ne 609 «O06 yrBepxkaeHuu [lonoxeHnuss o nepcoHaIbHbIX
JIAHHBIX TOCYJApCTBEHHOTO ciyxxauero Poccuiickoit denepaniivi ¥ BEACHUU €r0 JIMYHOTO
nena», TpynoBeiM Kopexkcom Poccuiickonn ®enepannn, KOJUIEKTUBHBIM JOTOBOPOM,
YcraBom MBOY «OOIIl c¢. Hoxum-Kemoit» (mamee — 1mkomna, o6iieoOpa3oBareibHas
OpraHu3aIus).

1.2. Jannoe Ilonoxxenue onpeaenseT NopsAoK BEACHUS JIUUHBIX JIe] IeAaroroB U MHbIX
COTPYJIHUKOB U paOOTHUKOB WIKOJbI, OMpenessieT MOpsaoK ¢GOpMHpPOBaHUS, Y4eTa U
XpaHEeHUs, BbIJAa4M JUYHBIX JI€JI BO BPEMEHHOE IMOJb30BaHUE, a TAK)KE OTBETCTBEHHOCTb,
npaBa pabOTHUKOB U IUPEKTOpa 0Opa30BaTEIbHON OpraHu3aIuu.

1.3. Hacrosimee IlomokeHue yTBEp)KIaeTCs TNPHUKA30M [0 IIKOJE W  SBISETCS
00s13aTeIBLHBIM JIJISl BCEX KaTEropuil MeAaroruueckux 1 Ipyrux COTPYTHUKOB IIKOJIBI.

1.4. BeneHue AMYHBIX JeJI NEJAroroB M COTPYAHUKOB IIKOJBI BO3JIaraercss Ha
CIIELIMAJINCTA TI0 KaJpam.

1.5. JluuHoe J1eno — OCHOBHOM JOKYMEHT IE€PCOHAJIbHOIO YYeTa, COJAepKallui
HanOoJiee MOJHbIE CBEJICHUS O paOOTHHKE 00pa30BaTeNIbHOM OpraHU3allMi U €ro TPYI0BOH
NesATEIbHOCTH. B TUYHOE J1e70 BHOCATCS CBEJEHUS, CBA3aHHBIE C MOCTYIJIEHUEM Ha paldoTy
U YBOJIbHEHUEM.

1.6. Csenenmusi, conmepkaimruecss B JHYHOM J€J€, OTHOCITCA K KOH(UACHIIMATHLHOU
uH(bOpMAIUHU, UMEIOT OTPAHUYCHHBIN JOCTYII U PA3MJIANICHUIO HE MOJIeKAT.

1.7. Jluanoe nemo BeneTcsl B TEUCHUE BCETO Meprojia paboThl pabOTHHUKA.

1.8. Benenme HECKOTBKMX JUYHBIX JEJI OJHOTO pPabOTHUKA 0O0pa30BaTEILHOM
OpraHu3allK HE TOMYCKaeTCsl.

2. Iopsinok popMUPOBAHUS JIMYHBIX €] COTPYAHUKOB

2.1. ®opMupoBaHHe JUYHOTO Jieja MEeJIaroroB U COTPYAHUKOB 00I11e00pa30BaTeIbHOM
OpraHu3aliKi TPOU3BOAMUTCS HEMOCPEACTBEHHO TOCNEe TMpueMa B 00IIeo0pa30BaTeIbLHYIO
OpraHU3alMI0 WM TEepeBOjJa IENaroroB W COTPYAHHKOB W3 JPYyrol o0Opa3oBarerbHOMN
OpTraHu3alnH.

2.2. B cOOTBETCTBMU C HOPMATUBHBIMM JIOKYMEHTaMH B JIMYHBIC J€jla MEAAroroB U
COTPYJIHHUKOB ILIKOJIbI, BKJIAJBIBAKOTCS CICAYIOIINE TOKYMEHTHI:

s nedacocos:



* 3aBJICHHE O IpHEME Ha padoTy;

* 3a5IBJICHUE O COTJIACUU Ha 00pabOTKy MEePCOHANBHBIX JaHHBIX ME/1arora;

ecnpaBka O Haguuuk (OTCYTCTBUM) CyIMMOCTH # (wim) ¢akTa YroJOBHOTO
IIPECIIeIOBaHMs, BBIIAHHOTO COOTBETCTBYIOIMM OPraHOM IPABOMOPSAKA,;

* aBTOOHOTpadus;

* KOs MACMOPTa UM MHOTO IOKYMEHTA, YIOCTOBEPSIIOIIETO JIMYHOCTH,

* KOIUSI CTPaXOBOI'O CBUJIETEIHCTBA IEHCUOHHOTO CTPaXOBAHUS;

* KOs UACHTU(HUKAIIMOHHOTO HOMEPA HAJIOTOIUIATEIbIIMKA;

* KOTIHSI TOKyMEHTa BOMHCKOTO y4eTa (111 BOCHHOOOS3aHHBIX );

* KONUSI CBUJIETEIBCTBA O 3aKJIIOUEHUU Opaka (IpHU HaJM4KK);

* KOIIWSI CBUJICTEIIECTBA O POXKICHHUHU AeTeH (IPH HAIWYWH);

* KOIIMH JOKYMEHTOB 00 00pa30BaHUY;

* KOMUU JOKYMEHTOB O KBaIU(PUKAIMKA WM HaJW4YUE CIHENUAIbHBIX 3HAHUU (MPU
HaJINYUN);

* KOITUU aTTECTAI[MOHHBIX JINCTOB (TIPU HATTUYHH);

* KOIUH IOKYMEHTOB O HarpaKJIeHUH (MpU HAJIUYUHN );

* XapaKTePUCTUKH, PEKOMEH IaTeNIbHbIC TIChbMa (TIPU HAJTHYUH );

* IpUKa3 O MpUeMe Ha padoTy;

* IPUKa3 O EPEBOJE HA UHYIO JOJKHOCTD (IIPY HAJIMYHUN);

* JOJDKHOCTHAsE MHCTPYKLMS (IOKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HAYEHUs Ha
BCE JIOJDKHOCTH);

* TPyAOBOW OroBOp (C MOCIEIYIOUIUM BKIOYEHUEM JTOMOJHUTEIBHBIX COIVIAIIEHUN K
TPYAOBOMY JIOTOBOPY);

* TPYJIOBYIO KHUKKY;

* MEJIUIIMHCKYIO KHUXKKY.

s pabomuuxos:

* 3as1BJICHUE O TIpHUeMe Ha padoTy;

* 3a5BJICHHE O COTJIaCHU Ha 00pabOTKy MEPCOHATBHBIX JJAHHBIX T€]arora;

eCnpaBka O Haau4uu (OTCYTCTBHHM) CyAMMOCTH U (uWiau) (akta YroJIOBHOTO
IpeciieI0BaHus, BBIJAHHOTO COOTBETCTBYIOIMM OpPraHOM MPaBOMOPSAKA;

* aBTOOHOTpadus;

* KOIUSI MACMOPTA UM UHOTO JIOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTD;

* KOIIUSI CTPaxXOBOI'O CBUJIETEIBCTBA IEHCUOHHOTO CTPAXOBAHUS;

* KONUs UACHTU(UKAIIMOHHOTO HOMEpa HAJIOTOIJIaTeIbIINKA;

* KOITHs JJOKyMEHTa BOMHCKOTO yueTa (i1 BOGHHOOOSI3aHHbIX);

* KOTIHSI CBUJIETEIBCTBA O 3aKIIOYEHUH Opaka (Mpu HATUYHH);

* KOIUSI CBUJIETEIBCTBA O POXKIICHUHU JIeTeH (MPU HAJTUUHH );

* KOIIMU JOKYMEHTOB 00 00pa3oBaHuu;

* KONIUU JOKYMEHTOB O HarpaxJaeHuu (Mpy HAJTUYUHN);
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* XapaKTePUCTUKH, PEKOMEH IaTe/IbHbIC TTMChbMa (MPU HAJTMYUH);

* IpUKa3 0 MpueMe Ha padoTy;

* IPHUKa3 O IEPEBOJIE HA UHYIO JOJDKHOCTD (IIPU HAIMYUN);

* TOJDKHOCTHAsE MHCTPYKLMS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTA HA3HAYEHHs Ha
BCE€ JIOJDKHOCTH);

* TPYJIOBOH J0TOBOp (C MOCIEAYIONIMM BKJIFOUYCHUEM JIOTIOJHUTEIBHBIX COTJIAIICHUN K
TPY/ZI0BOMY JIOTOBOPY);

* TPYZAOBYIO KHUXKKY;

* MEIUITUTHCKYIO KHIXKKY.

Pabomooamensv opopmnsiem:

* TPYZAOBOM JJOTOBOP B JIBYX 3K3EMILISAPAX;

* IpUKa3 O IpUeMe Ha paboTy (0 MepEeMEIICHUH Ha APYTUe JOKHOCTH);

* IMYHYI0 KapTouky Ne T-2;

* TOJHKHOCTHYIO HHCTPYKITUIO B JIBYX DK3EMILISIPaXx.

Pabomooamens 3nakomum:

*C HOPMaTHUBHO-TIPABOBBIMH JOKYMEHTamMH IIKOIbl (YcraBoM, KoIEeKTHBHBIM
noroopoM, IIpaBunamu TpyA0BOro pacnopsika v Jp. JIOKAJIbHBIMU aKTaMH );

* C JOJDKHOCTHOM MHCTPYKLIMEM;

* IPOBOJUT BBOJHBIM HHCTPYKTAXK, UHCTPYKTAX MO OXpaHe TpyAa, MHCTPYKTAX IO
IPOTUBOINOXKAPHOI 0€30MacHOCTH.

2.4. TlepBuuHoe opopMIIeHHE JTUYHOTO JieNa MPeyCMaTpUBAeT:

* IPUCBOCHHE JIMYHOMY JIeJTly HOMEpa COTJIACHO >KypHalIy YydeTa JUYHBIX el
(mpunoxenne Ne 1);

* IpOCTaBJIEHHWE Ha OOJIOKKE JIMYHOro Jena (mpuioxkenne No 2) clieayrommx
PEKBU3UTOB: MHJIEKC Jiesia (B COOTBETCTBUU C HOMEHKJIATYpOM Jea o0lieo0pa3oBaTebHON
OpraHu3alliK; OJHOE HAUMEHOBaHKE 00111€00pa30BaTENbHON OpraHru3alui; HOMEP JIMYHOTO
nena; ¢hbaMuius UMsI OTYECTBO PAOOTHHKA B MMEHHUTEJIBHOM MaJiekKe; aThl — TOJ Havajia u
roJl OKOHYAHUS BEJCHUS JIeia; KOJIUYECTBO JIUCTOB; CPOK XPAHEHUS,

* IOMEIIEHUE JOKYMEHTOB, MOMJIEKAIINX XPAaHEHHWIO B COCTaBE JIMYHBIX [N, B
XPOHOJIOTHYECKOM MOPSIAKE:

> BHYTPEHHSISI ONKUCh IOKYMEHTOB Jiena (npuinoxenue Ne 3);

> JIMYHBIA JTUCTOK IO YUYETY KaapoB (puiaoxeHus Ne 6);

> 3asBJICHUE O TIpUEeMe Ha padoTy;

> MpUKa3 o mpruemMe Ha padoTy;

> TPYIOBOM JIOTOBOP;

> JIOTOBOP O TIOJTHOW MAaTepuajbHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);

> XapaKTEePUCTUKU U PEKOMEH/IaTeJIbHbIE MUChMa;

> corsjacue Ha 00pabOTKy NEPCOHATBHBIX JaHHBIX.
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2.5. JIucThl JOKYMEHTOB, TOMEIIEHHBIX B JIMYHOE JIEJI0, MOJJIeKAT HyMepaliu.

2.6. C menplo obecriedeHHs] HaJJISKAIIEH COXPAHHOCTH JIMYHOTO Jejia TEAaroroB u
COTPYAHHUKOB 0011€00pa30BaTeIbHON OpraHu3anui M yao0cTBa B OOpalieHuHd ¢ HUM TIPHU
dbopMHpOBaHUM JTOKYMEHTHI IIOMEMIAIOTCSA B OTACNIbHYI0 mnanky. [lpum yBoibHEeHUH
paboOTHHKA MPOIITUBAIOTCS HUTKAMHU U CAAIOTCS B apXHUB.

2.7. BHyTpeHHss ONUCHh JOKYMEHTOB, UMEIOLIMXCS B JIMYHOM JIEJe, JOJKHA COAePKATh
CBEJICHUS O MOPSIKOBBIX HOMEpPAax, HAUMEHOBAHUSIX JOKYMEHTOB Jiea, KOJUYECTBE JIMCTOB,
JaTax BKIIIOYEHMS] JOKYMEHTOB B JIMYHOE €0 M U3BIATHS U3 Jela, a TakKe KeM H3BAT
JOKYMEHT | 10 KaKOW MpUYrHE.

2.8. BHyTpeHHSS ONMHUCHh COCTABIISIETCS HAa OTIACIHHOM JIHCTE TI0 YCTAaHOBIIEHHOH (hopme.
JIucTel BHYTpEHHEN OIUCH HYMEPYIOTCS OTAENBHO.

2.9. Ilpu moArOTOBKE JIMYHBIX Jed K Iepejadye Ha XpaHEHHWE K BHYTPEHHEH omucu
COCTAaBJISIETCS] UTOTOBAsI 3aMKCh, B KOTOPOU YKa3bIBaeTCs MU(PPaMHU U MPOMUCHI0 KOJIUYECTBO
BKJIFOYEHHBIX B HEE JIOKYMEHTOB U KOJMYECTBO JIUCTOB JIETa.

3. Ilopsaok BeJeHNsl JIUYHBIX /IeJI IearoroB U COTPYAHUKOB

3.1. JluuHoe neno memaroroB M COTPYAHUKOB 0O0II€00pa30BaTEIbHON OpraHU3aluu
BEJIETCS B TEYEHUE BCEro INepuoaa pabdoThl KaXkAOro mejarora M COTPYyJHUKA B
00111e00pa3oBaTeIbHON OpraHU3AIIHH.

3.2.  JlanpHeilee BeAEHUE JMYHOTO  Jeja NeJaroroB MU COTPYAHUKOB
00111e00pa30BaTeIbHON OpPTraHU3aIuU MPEyCMaTPUBACT MOMEIICHUE B JEJIO0 JIOKYMEHTOB,
o0Opa3yromuxcsi B mpolecce paboueil ASSITEIbHOCTH M UMEIOIIMX 3HAYEHUE NI TPYAOBBIX
OTHOUIICHHUIA:

* IOTIOJIHEHHE K TUYHOMY JIUCTKY 1O YYETY KaJPOB;

* IOTIOJIHUTEJIbHBIC COTJIAIICHUS K TPYJOBOMY JIOTOBOPY;

* KOIUM TTPUKA30B MO JIMYHOMY COCTaBY, KOTOPBIE KacaloTCsl MeJaroroB U COTPYIHUKOB
o011eo0pa3oBaTeIbHOM OpraHu3aIliu;

* OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TIEJarore M COTpyAHUKE o001eo0pa3oBaTenbHON
OpraHu3aIlNH;

* KOITUM JIOKYMEHTOB O MOBBIIICHUH KBATHU(UKAIUH;

* KOIUK CEPTUPUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEJIb JIe1a (COCTABIISAIOT MIPH CAayue JIUYHOTO Jiejia B apXUB);

* UHBIE JOKYMEHTHI.

3.3. B nensx obecrnedueHnst KOHTPOJIS 32 COXPAHHOCTHIO U aKTYaTbHOCTHIO JIMYHBIX JIETT
B 00meo0pa3oBaTeIbHON OpraHu3aluu exerogHo (He mo3mHee | kBapranma rona,
CJEAYIOUIETO 3a OTYETHBIM ) MPOU3BOAUTCS TPOBEPKA UX HAIMYUS U COCTOSHHUSL.

3.4. EXeroiHyro NpPOBEPKY COCTOSIHUSI JIMYHBIX J€J1 Ha MpeAMET COXPaHHOCTH
BKJIIOYEHHBIX B HEro JOKYMEHTOB MPOBOJUT CIEUUAIbHO co37aHHas kKomuccus. O
MIPOBEICHHBIX MPOBEpPKaXxX JeNlaeTcsd OTMETKAa B JIMCTE O Pe3yJbTaTax €XEroJHON MPOBEPKHU
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COCTOSTHHSL U HAJIMUUsI JTMYHOTO Jena (mpuioxenne Ne 5) u cocraBisieTcs akT. Pe3ynbTarsl
NPOBEPKH JIMYHBIX JIed B  OOS3aTETPHOM TOPSJAKE  JOBOASATCS 1O  JUPEKTOpa
0011e00pa3oBaTeIbHON OpraHU3aIIH.

4. llopsaaoK y4éTa U XpaHeHUsl JUYHBIX JieJI 1eJaroroB U COTPYIHUKOB

4.1. XpaHeHue M y4eT JIMYHBIX JIeJl M1eJaroroB U COTPYIHUKOB, OPraHU3YIOTCS C LEIBIO
ObICTpOro M 0€30IIMOO0YHOrO MOUCKA JIMYHBIX JEJ, 00ECIeUeHHs] UX COXPAHHOCTH, a TaKkKe
obecrieueHrs KOH(UICHIIMATLHOCTH CBEICHU, COJIEpKAIUXCS B TOKYMEHTAX JIMYHBIX JIET,
OT HECAaHKLIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JluyHble Jena COTPYOHUKOB XpaHsATcs B celde o6meoOpa3oBaTenbHON
OpTaHHU3aIIH.

4.3. TpynoBbie 1 METUITMHCKUE KHUKKHA XPAHITCS OTJIEIBHO B ceide.

4.4. Jloctyn K JNUYHBIM JeJlaM NEAaroroB M COTPYAHUKOB 00I1€00pa3oBaTeIbHON
OpraHu3alMi UMEIOT  TOJIbKO  CEKpeTaphb, CIEUUATUCT IO  KajpaMm, JAUPEKTOp
0011e00pa30BaTeIbHON OpraHu3aluyd JU00 3aMECTUTENM JUPEKTOpa IpH HCIOIHEHUU
00s13aHHOCTEN AUPEKTOpa 001Ie00pa30BaATEIbHON OPraHU3AINH.

4.5. CucreMatu3anus JUYHBIX JI€] MEJAroroB U COTPYIHHUKOB 00IIE00pa30BaTENbHON
OpTraHMU3aIH MPOU3BOIUTCS B aI(DaBUTHOM MOPSIKE.

4.6. Jluunpie nena MegaroroB M COTPYIHUKOB 0011e00pa30BaTeIbHONW OpraHU3allly,
UMEIOIINX TOCYJAapCTBEHHBIC 3BaHUs, MPEMHUU, HArpajbl, y4eHbIe CTENEHW W 3BaHUS,
XPaHITCS IOCTOSIHHO, @ OCTaJIbHBIX COTPYAHUKOB — 75 JIET ¢ ro/ia YBOJbHEHHUs paboTHHKA (B
coOoTBeTCTBUH C [lepeyHeM TUTIOBBIX yIPaBICHUYECKUX JOKYMEHTOB).

5. Ilopsinok BbIAa4YM JIUYHBIX /IeJ1 BO BpEeMEHHOE M0JIb30BaHHe

5.1. Beigaya gu4HBIX Je7 (OTIAEIBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO J€ja) BO
BPEMEHHOE T0JIb30BaHUE MPOU3BOJUTCA C pa3pelieHus] AUpeKTopa o0ieo0pa3oBaTenbHON
OpraHHu3allHy 10 3as1BJICHUIO COTPY/IHUKA.

5.2. Pabora (03HAaKOMJICHHWE) C JIMYHBIMH JIeJlaMW TIEaroroB W COTPYJAHHUKOB
00111e00pa3oBaTeIbHON OpraHU3aIii TPOU3BOAUTCS B TMPUEMHON aupekTopa. B konie
pabouero AHS CEKpeTapb WM CIEUUATUCT MO KaapaMm o0si3aHa yOenuTbcsl B TOM, YTO BCE
JUYHBIEC Jiesa, BbIJJaHHbIE BO BPEMEHHOE MOJIb30BaHKME, BO3BPAIICHBI HA MECTO XpPaHECHUS U
€CThb JIU HEOOXOJUMOCTD JIJIsl IPUHATHS MEP K UX BO3BPAIIICHUIO WJIH PO3BICKY.

5.3. dakT BbIIAYM JIUYHOTO Jesa PUKCUPYETCS] B KOHTPOJIBLHOM KypHaJle.

5.4. 3bsiTHE OTIENBHBIX JOKYMEHTOB M3 JIMYHOIO Jejia MPOU3BOJUTCS C Pa3pelICHUs
JTUPEKTOpa 00111e00pa30BaTEIHLHON OpraHu3aIuu ¢ 0OpMIIEHUEM COOTBETCTBYIOIICH 3amucu
B rpade «IIpumeuanue» BHyTpeHHeH omucH. [Ipu BpeMEeHHOM HM3BATHH JOKYMEHTa Ha €ro
MecTO (MEeXIy JHMCTaMH COCEAHMX JOKYMEHTOB) BKJIAJIBIBAETCS CIPABKA-3aMECTUTENb C
YKa3aHHUEM JIaThl U IPUYHUH U3BATUS C MOJINUCHIO JINIA, BBIJABIIETO JOKYMEHT, U MOIIUCHIO
JIM1A, TTOTYYHUBILETO €0 BO BPEMEHHOE MOJIb30BAHUE.
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6. OdopmiieHne JTMYHBIX JeJ1 Iepe] caadeil B apXuB

6.1. OdopmiieHne TUYHBIX A€ AJIS epeladl B apXUB MIPOU3BOAUTCS CIIEHUATHCTOM TI0
KaJipaM o01meo0pa3oBaTebHON OpraHu3aluy. JTa MPoIeaypa BKIIOYAET:

* MOAMIUBKY (IIEperuieT) aena;

* YTOUHEHUE HyMepalluy JUCTOB JIefa;

* COCTaBJICHHE JTUCTa-3aBepuTens (nmpuioxxkenue Ne 8);

* cocTaByieHHE (YTOUYHEHUE) BHYTPEHHEH ONUCH;

* BHECCHHE YTOYHEHHM B PEKBU3UTHI JIMLIEBON OOJI0KKH JeTa.

6.2. Jlucr-3aBepuTens nena JAODKEH MOAMMCATh €r0 COCTABUTENb, MPU ITOM ACNAeTCs
pacmmdpoBKa TOKHOCTH W TMOANKCH, MPOCTABIsETCs Aara. B mporecce MCIONMb30BaHUS
apXUBHBIX JOKYMEHTOB B JINCTE-3aBEPUTENIE JAENAIOTCS COOTBETCTBYIOIIME OTMETKHU. Eciu
JIeJI0 TIOJIIMTO O€3 JINCTa-3aBEPUTENIs, TO €ro CIEAYET HAKIEUTh Ha BHYTPEHHIOI CTOPOHY
00JIOKKH Jiena.

6.3. C uenbio oOecredeHnsi COXpaHHOCTH JINYHBIX J1€] PEKOMEHAYETCSI:

* O0BEIMHATh WHIUBUAYaTbHBIC JHUYHBIC Jella YBOJEHHBIX COTPYIHHUKOB B OJIHY
00JI0KKY (00BbEAMHEHHOE JIEJI0) C TAKUM PAacde€TOM, UTOOBI 00BEM Jiesia (ToMa) HE MPEBBIIIAI
250 nuctoB (ImyTeM CHIMBKY MAaTEPHATIOB WHAWBHUIYATBHBIX JIET 110 T0JIaM YBOJILHEHHUS);

* pacmojaratb MaTepuaibl HMHIAMBUAYaJIbHBIX JeJ B Tpeaenax jeina (Toma) B
andaBuTHOM TmOpsAKe (MOGamMmIbHO), OTAENSsI MaTepuajbl, OTHOCSIIUECS K pPa3HbIM
WHUBUyaJIbHBIM JIeJIaM, YUCTHIM JIJUCTOM OyMaru ¢ ykazaHuem Ha HeM (aMUJIMd, UMEHHU U
OTYECTBA COOTBETCTBYIOLIETO YBOJIEHHOI'O IEJarora U COTpyIHHKa oOLIe00pa3oBaTeIbHON
OpTraHH3aIH;

* CHa0XaTh KaXJ10€ 00bEIMHEHHOE A€JI0 (TOM) BHYTPEHHEN OMUCHIO C MEPEUUCICHUEM
dbamMunmii, UMEH W OTYECTB U YKa3aHHMEM HOMEPOB CTpaHUI], B Tpeaenax KOTOPBIX
PacroI0KEHBI COOTBETCTBYIOIINE JJOKYMEHTHI.

6.4. Ilepenaya JAMYHBIX A€ B apXWUB OCYIIECTBIISIETCS HE MO3JHEE TpeX JIET MOcie
3aBepUICHUs] UX B JEJOMPOM3BOJCTBE B COOTBETCTBUM C TIpaduxom. IIpeaBapurenbHO
CEKpeTapeM, CIELHUAINCTOM 0 KaJpaM MPOBEpSAETCs MOJTHOTA U MPABUIBHOCTh MOJATOTOBKU
JUYHBIX Jel K Tmepefade. BBISIBICHHBIE TIpU MPOBEPKE HEIOCTATKA YCTPAHSIOTCA
CEKpeTapeM, CIenHualnucToM Mo Kaapam. Ilepemaga u mpuem MPOU3BOIATCS TO OMHCH C
MIPOCTAaHOBKOW OTMETOK O HaJMYWM JIMYHBIX eIl

6.5. JIuunble nena meaaroroB M COTPYAHUKOB OO0IIe00pa3oBaTeIbHON OpraHU3alllM,
3aKOHYEHHbIE Jenonpou3BoAcTBOM 110 | stuBaps 2003 roma, xpaustcss 75 ner, mocie 1
saBaps 2003 rtoma — 50 gmer. JluuHele pgenma aupekTopa, TJIABHOTO Oyxrajirepa
o011eo0pa3oBaTeabHON OpraHU3alii UMEIOT MMOCTOSHHBIN CPOK XpaHEeHHUS.

7. OTBEeTCTBEHHOCTDH



7.1. Tlemarorn © COTPYOHHKH O00IIE0Opa30BaTEIbHON OpraHu3alid  O00sI3aHbI
CBOCBPEMCHHO IPEACTABIIATh CEKPETapl0 WM CICHHAINCTY IO KajapaMm CBeJIeHUS 00
WU3MCHEHUH B TICPCOHAIILHBIX JAHHBIX, BKIIFOUCHHBIX B COCTaB JIMYHOTO JIieja.

7.2. PabotomaTtenns 00eCcIeunBaeT:

* COXpaHHOCTh JIMYHBIX J€JI I[E€JaroroB M COTPYAHUKOB 00Ic00pa30BaTeIbHOM
OpraHM3aIiH;

* KOH(HUICHINAIBLHOCTh CBEICHUHN, COIEP)KAIMXCS B JIMYHBIX JejaX I1eJaroroB M
COTPYIHHUKOB.

8. IIpaBa padoroaartesisa U padOTHUKA

8.1. JIns obOecrieueHuns 3alIMThl TEPCOHABHBIX JTAHHBIX, KOTOPBIE XPAHITCS B JIMYHBIX
Jesax TIeJaroroB U COTPYIHUKOB 0O0IIe00pa3oBaTeIbHOM OpraHu3aluy, I[EJaroru u
COTPYJIHUKHU 0011€00pa30BaTeNbHON OpraHu3aluid UMEIOT MPaBo:

* IOJYYUTh MOJHYI0 MHPOPMALUIO O CBOMX NEPCOHAIBHBIX JaHHBIX U 00pabOTKe 3THX
JTAHHBIX;

* IOJYYUTH CBOOOIHBIN JOCTYM K CBOMM MEPCOHATBHBIM JIaHHBIM;

* IOJIyYUTh KONUU JIOKYMEHTOB, XpaHSIIHECS B JIMYHOM JE€Jl€ U COJAEpIKallue
NIEPCOHAIILHBIE JIaHHBIE.

* TpeOOBaTh HCKJIIOYEHUS] WM HCIPABICHHUS] HEBEPHBIX M HEMOJHBIX MEPCOHAIbHBIX
JTAHHBIX.

8.2. PaboTonarens umeer mpaso:

* 00pabaThIBaThH NepCOHAIbHbIE JTaHHbIE neAaroroB u COTPYJIHUKOB
00111600pa30BaTEILHON OpraHu3aluy, B TOM YUCJIE U Ha JIEKTPOHHBIX HOCUTEIISX;

* 3alPOCUTH OT IEJAaroroB M COTPYAHUKOB 00II€00pa30BaTENbHON OpraHu3alli BCIO
HEOOXOAMMYI0 HWH(OpMALUIO JUIsl BEIEHUS JHMYHBIX 1€l U 0OpabOTKH MEepCOHATbHBIX
TaHHBIX.

9. 3akII0YNTEIbHbIE MOJIOKEHUS

9.1. Hactosmee [lonoxeHnue o mopsiike BEACHUS JIMYHBIX eI PAOOTHUKOB SIBIISIETCS
JIOKaJTbHBIM HOPMATHUBHBIM aKTOM, NpHHHMaeTcs Ha [lemarormyeckoM COBETE INKOJbI U
yTBepkaercs (1100 BBOJUTCS B AEHCTBUE) TUPEKTOPOM ILKOJIBI.

9.2. Bce wu3MeHEHHMS W JOIIOJHEHUS, BHOCHUMBIE B Hacrtosmice IlomoxkeHue,
0pOpMIISIOTCS B TUCBMEHHOH (hOpME B COOTBETCTBHH JICHCTBYIOIIUM 3aKOHOJIATEIHCTBOM
Poccuiickon @enepanum.

9.3. TlomokeHWe O TOPSAKE BEACHUS JUYHBIX JeJ PaOOTHUKOB 00pa3oBaTEILHOM
OpraHu3aly TMPUHAMACTCS HAa HEONpPENeNeHHBIN CpoK. V3MeHeHusT W JOMOJHEHHS K
[TonoxeHuto NPUHUMAIOTCS B TIOPSAJIKE, TpeAycMOTpeHHOM 11.9.1. HacTosiiero [lonoxxenus.

9.4. Ilocne npunstus [lonoxenus: (M1 U3MEHEHUH U JOMOTHEHUIN OTAEIBHBIX TyHKTOB
Y Pa3zesioB) B HOBOM peJakiMK MPEeAbIIyIias peJakiis aBTOMaTUYECKU YTPAUMBAET CUITY.

8






Kypnan yuera TMUHBIX J1€]T

IIpunoxenne Nel

K IMOJIOKCHUIO O MOPAAKE BEACHUSA

JIMYHBIX OCJI pa6OTHI/IKOB

Ne Hara Qammmus, | Tabems- | JomkHOCTh | CTpYKTYp- Harta u Haran [Ipumeua-
n/ odopmie- nms, HBIN (mpodec- HOE HOMED HOMEDp HUE
I | HUS JMYHOTO | OTYECTBO HOMEp cHs, nozpase- TIprKa3za TIpUKa3a
zena mearora u CTeTIHANb- JIeHHe (pacmops- (pacmops-
COTpYIHHUKA HOCTbB) JKEHUs) O JKEHUs) O
nearora u npueme npeKparie-
COTpY/IHHKA nearora u HUHU
COTpyAHHKA | (pacTopike-
Ha paboTy HHN)
TPYJOBOTO
JIOTOBOPA C
Me[aroroM u
COTPYJHHUKOM
(yBONBHE-
HUH)
2 3 4 S 6 7 8 9

10



Ipunoxenue No2
K MOJIOXKEHHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe] paOOTHUKOB

O010KKa JIMYHOTO Jeia

doHpa Ne

Onuncb Neo

Nunexc nemna

(Ha3BaHME 00pa30BaTEILHON OPTaHM3aINH)

JIMYHOE JEJIO Ne

(3arosIoBOK jena)

ara Hauana

Jlata okoHUYaHUS

Ha JINCTax
XpaHUTb Jer
®oHpa Ne
Onwucb Neo
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BHYTPEHHSIS OITNCH
JTIOKYMEHTOB jiesia No

IIpunoxenue Ne3
K TIOJIOKCHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIeN paOOTHUKOB

Ne WNupekc [Hara HasBanue Howmep [Ipumeyanus
n/n JOKYMEHTa JIOKyMEHTa JOKyMEHTa JHUCTOB
Jena
Hroro: JIOKYMEHTOB

(umdpamu 1 MPOIHCHIO)

KoauuecTBo nucToB BHYTpeHHeﬁ OITMCHU

(umdpamu 1 IPONHCHIO)

OTBETCTBEHHBIN 32
KaJIpOBBIN yYerT:

(mozmcs)

« » 202 ronma
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©.1N.0.

Ipunoxenne N4
K MOJIOXKEHHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIeN paOOTHUKOB

JIOKHOCTh

JIngnoe gemno Ne

JlaTa o3HAKOMIICHHS IIe1arora
U COTPYAHHKA C JIMYHBIM
JEIOM

IToanuce nenarora u
COTpY/HHKA

OTMeTKH, MpUMEYaHus,
3aMecYaHus
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Ipunoxenue Ne5
K TIOJIOKECHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

OtmeTKka o pe3yJabTaTrax e’KeroJHoO M NMPOBEPKU COCTOAHUA
H HAJINYUA JTHYHOI0 JeJ1a

®.1.0.

JIOKHOCTD

JInunoe gemo Ne

Jara mpoBepku ®.1.0. unenon IToanucu wieHos PesynbTaT npoBepku
KOMHCCHUH KOMHCCHH
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JIMYHBINA JTUCTOK MO0 yUeTy KaJApoB

1. ®amunus

Ipunoxenue Ne6
K TIOJIOXKCHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIeN paOOTHUKOB

Nwmsa

OTt4yecTBO

2. Ilox

3. 'ox, uKciio U MecsL pOKACHUS

4. Mecto poxaeHus

5. I'paxxnaHcTBO

(ceno, pepeBHs, ropoji, paiioH, 0061acThb)

6. OGpa3oBanue

Hazpanue
y4eOHOro
3aBEACHHS U €TO
MECTOHAX 0K JICHUE

dakynbTeT
WU
OTJIEIIEHHE

T'on
HOCTYHJ'IGHI/ISI

T'on
OKOHYaHUA
WJIM yX0Ja

Ecnn He
OKOHYHII, TO C
Kakoro Kypca

yien

Kakyro
CHELMATbHOCTD
HOJIy4YHII B
pe3yiabTare
OKOHYaHMS
yueOHOro
3aBE/ICHNUA,
ykazatb Ne
JUIIIOMA WIIH
YIOCTOBEPEHUS

7. Kakumu HHOCTpPAHHBIMU A3bIKAMU BJIAZICCTC

(‘-II/ITaeTe 1 IEPEBOAUTE CO CIOBAPEM, YUTACTE U MOKETE O6BHCH5[TBCH, BJIaZICETE CBOGO}IHO)

8. Y4eHas CTeneHb, y4eHOE 3BaHHE

9. Kakue nmeere HayyHbI€ TPY/Ibl U H300PETCHUS
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10. BrmmonHsiemass paboTa ¢ Hadajia TPYAOBOW NEATEILHOCTH (BKJIIOYass yueOy B BBICHIUX M CPEIHHMX
CHeUUAIbHBIX YIeOHBIX 3aBE/ICHUAX, BOGHHYIO CIIY:KOYy U pabOTy IO COBMECTHTEIHCTBY)

Mecsi u ron JIOJIDKHOCTB C YKa3aHUEM YUPEIKICHUS, MecToHaxoXaeHHE
MOCTYIUJICHUS yxoaa OpraHu3aly, NPeaNpUsiTUs, a TAaKKe YUpexKACHUS,
MHUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIyH,
IPEITPHUSITHS

11. IIpeGsiBanue 3a rpaHulieii (pabota, ciaykeOHast KOMaHIUPOBKA, IOE3/IKa C JAeJIeTalucii)

Mecs u ron B kakoii ctpane Llens mpeObIBaHMS 32
C KaKoro 10 KaKoe rpaHULEN
BpEMEHU BpeMmsi

12. Yyactue B BBIOOPHBIX OpraHax

Mecto BBIOOPHOTO HazBanue BEIOOpHOTO B xauectBe koro Ton
oprasa oprasa BbIOpaH n30paHusi | BBIOBITHA

13. Kakue umeere npaBUTEIIbCTBEHHbIE Harpa bl

Korna u kem HarpaxiaeH

14. OTHOIIEHHE K BOMHCKUM 0053aHHOCTSM M BOMHCKOC 3BaHUE

CocrtaB Pon Botick
(KOMaHIHBIH, MONMUTUYECKHUH, aIMIHUCTPATHBHBIH, TEXHHIECKHI U T. 1I.)

15. CemeliHoe TTOJIOKEHUE B MOMEHT 3allOJHEHUS JIMYHOT'O JIMCTKA

(4JICHBI CEMBH, C YKa3aHHEM BO3PAcTa)

16. lomamHuit agpec

17. O6s3yr0Cch CBOEBPEMEHHO U3BELIaTh 000 BCEX M3MEHEHUSX JAAHHBIX, BKIIFOUEHHBIX B JINYHBIA JTUCTOK IO
y4eTy KaJIpoB.

« » 202 rouaa
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IIpunoxenue Ne7
K TIOJIOXKCHUIO O MOPSIIKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

AHKETA

damunuga

Nwmsa

OT14ecTBO

Hara poxneHus

1. I'paxknancTBo (eciy U3MEHSIIU, TO YKAXKUTE,
KOI'JIa ¥ 10 KaKOW pUYHHE)

2. OOpa3oBaHue, y4yeHas CTENeHb (Korma u
Kakue ydeOHbIC 3aBEJICHHUS OKOHYIIM, HOMEpa
qurIoMoB). CHenuanbHOCTh M KBaTU(UKAIUS
110 JIUTIIOMY

3. KakuMu MHOCTpaHHBIMHU SI3bIKAMU U SA3bIKAMHU
HaponoB Poccuiickoit denepanun Biaaeere U B
Kakoil ~ cTemeHu  (4uTaere U MOXKETe
00BSCHATHCS, BIIaJIe€Te CBOOOIHO)

4. BreinonHsiemass pabora ¢ Hayajla TPYAOBOH AesITEIbHOCTH (BKJIOYash BOCHHYIO ClIykOy M paboTy o
COBMECTUTEIILCTBY)

Mecsn u rox JIOJDKHOCTB C YKa3aHUEM YUPEKICHUA, MecronaxoxaeHue
MOCTYIUICHUS yxozna OpraHu3aluy, NPEeIIpUsATUs, a TAKKe YUpEeKACHUS,
MHHHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEANPHUSITHS

5. Bamu 61m3kue po/IcTBEeHHUKHU (3k€Ha, MYXK, OTell, MaTh, OpaThsi, CECTPHI)

Crenenn damMuius, UM, l'on Mecto paboThl, Anpec mecta
poAacTBa OTYECTBO POXKJICHUS JIOJKHOCTh KUTEIbCTBA

6. Jlomamauii aapec u Homep TenedoHa

7. ITacnopT WJIM TOKYMEHT, €r0 3aMEHS IO

(HOMED, cepusi, KeM U KOT/Ia BbIJIaH)
8. JlomoTHUTENbHBIC CBEJICHUS, KOTOpBIe BBl *Kemaere cooOuuTh 0 cede

10. Ha kaxoii ypoBeHb 3apruiatel Bsl paccuntsiBaeTe?

« » 202  ronma

(IOIKHOCTH OTBETCTBEHHOT'O 32 KaJPOBBIH y4er) (TmoAmucs) (pacumpoBKa IOIIUCH)
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Ipunoxenue Ne§
K TIOJIOKECHUIO O MOPSI/IKE BEICHUS
JIMYHBIX JIeN paOOTHUKOB

JIMCT-3ABEPUTEJIb

B nene npommTo u npoHyMepoBaHO

aejia Ne

JINCTOB

(uudpamMu U IPOIHCHIO)

¢ No mo Ne , B TOM YHCJIC:
JUTEPHbIC HOMEpa JINCTOB
MPOIYIICHHbIE HOMEpa JINCTOB
+ IMCTOB BHYTPEHHEHN OMKCH JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSTHUS U Howmepa nucroB
dhopMupoBaHHSI J1ena
OTBETCTBEHHLIH 3a
KaJIpOBBIN y4eT
(moxnuce) (pacuidpoBKa MOIIHCH)

« » 202  ropa
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