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1. O6mmue nonoxKkeHUs

1.1. Hacrosimee IlonoxkeHne o TOpsSAKe BeIEHUs JIMYHBIX Jel1 PaOOTHUKOB OpraHHU3alluH,
OCYIIECTBISIONIEH 00pa30BaTEebHYIO NIEATEIBHOCTh, Pa3padoTaHo B cooTBeTcTBHH ¢ DenepalbHbIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBannu B Poccuiickoii denepanun» ¢ U3BMEHEHUsIMU OT 4
aBrycra 2023 roma, ®enepanpabiM 3akoHOM oT 27.07.2006 Ne 152 «O mepcoHanbHBIX JAHHBIX» C
m3meHeHusmu 6 despans 2023 roga, Ykazom IIpesuaenta ot 30.05.2005 Ne 609 «OO6 yTBepkIeHUU
[TonoxxeHus O NEpPCOHAIBHBIX JAHHBIX T'OCYIAapCTBEHHOIO ciyskamero Poccuiickon ®dexpepanuu u
BEICHUU €ro Ju4yHoro pena», TpynoBsiM Koxaekcom Poccuiickoit ®enepanuu, KosuieKTUBHBIM
norosopoM, ¥YcraBoM MKOVY «Kynanunckas COLL».

1.2. Jlannoe IlonoxeHue onpeaenseT NOPSAOK BEACHUS JTUYHBIX /1€ MIe1aroroB U UHBIX COTPYJHUKOB U
PabOTHUKOB IIKOJIBI, OMPEEISIET MOPSIOK (POPMUPOBAHUS, YIETa U XPAHCHHUS, BbIIaYM JTUYHBIX ]l BO
BPEMEHHOE TMOJb30BaHUE, a TaKKe OTBETCTBEHHOCTb, IpaBa pPaOOTHUKOB U jupektopa MKOVY
«Kynanunckas COLI».

1.3. Hacrosiee [Tonoxenue yTBepikIaeTcsi MPUKA30M IO IIKOJE U SBISETCS 00s3aTeNbHBIM JJISi BCEX
KaTeropHil MeIarornueCKuxX U IPyrux COTPYTHUKOB IIKOJIBI.

1.4. BeneHue NUUHBIX J€N MEJAroroB U COTPYIHUKOB IIKOJBI BO3NIAraeTCsl Ha CIELUAINCTA MO KajJpam
OpraHu3aIyy, OCYIIECTBIISIONICH 00pa30BaTEIbHYIO JEATEIHHOCTD.

1.5. JluyHOe Aeno - OCHOBHOHM [IOKYMEHT IMEpPCOHAIBHOIO yueTa, COAepkalluid Hambosee IOJIHbIe
CBEIICHHS O pa0OTHUKE 00pa30BaTEILHON OpPraHU3alyy U €ro TPYJOBOU JESATEILHOCTH. B nuuHOE nerno
BHOCSITCS CBEJICHUS, CBSI3aHHBIE C MTOCTYIUICHHEM Ha pa0boTy U yBOJIbHEHUEM.

1.6. Ceenenwsi, coaepKauecs B JUIHOM JIeJIe, OTHOCATCS K KOH(DHISHITMAIBHON NH()OpMALIUY, UMEIOT
OTpaHUYEHHBIN JOCTYI U PAa3TIAICHUIO HE MOIJIeKAaT.

1.7. Jluunoe neno BeneTcs B TEUEHUE BCEro Mepuoia paboThl pabOTHUKA.

1.8. Benenne HECKONbKUX JHUYHBIX [eJI OJHOrO pabOTHHKA O0pa30BaTeNbHOW OpraHU3ali He
JIOTTyCKaeTCsl.

2. Ilopsaok ¢popMUpPOBAHMSA JHUYHBIX [1eJ COTPY/IHHKOB
2.1. ®dopmupoBaHME JMYHOIO Jeja MeJaroroB U COTPYAHMKOB 00IIe00pa3oBaTelbHON OpraHu3aluu
IIPOU3BOIUTCS HEMOCPEACTBEHHO IOCIIE MTpHEMa B 001Ie00pa30BaTeIbHY0 OPraHU3aAIMI0 UM IEpeBojia
MI€/1aroroB ¥ COTPYIHUKOB U3 JPyroi 00pa3oBaTebHON OpraHU3aliH.
2.2. B cooTBeTCTBHMM C HOPMATHBHBIMH JOKYMEHTaMH B JIMYHBIC Jella TEIaroroB M COTPYIHUKOB
OpraHu3alM, OCYIIECTBIAIOLICH 00pa3oBaTeabHYIO0 JESITEIbHOCTb, BKIIAABIBAIOTCS — CIEIyIOIIUe
JIOKYMEHTBI:
s nedazo2os:

* 3asBJICHUE O IIPHEME Ha padoTy;

*  3asBJIEHHE O COIJIaCHM Ha 00pabOTKY MEePCOHANIBHBIX JTaHHBIX ME1arora;

* CIIpaBKa O HAMYMM (OTCYTCTBHM) CYJUMOCTU U (WIK) paKTa yrojaoBHOIO MpECIeOBaHMUS,

BBIIAaHHOT'O COOTBETCTBYIOIIMM OPIaHOM IPABOIOPSAKA;

* aBrobuorpadus;

*  KOIHKA NacnopTa WK HHOTO JOKYMEHTA, YJOCTOBEPSIOIIETO JTMYHOCTD;

*  KOIUS CTPAaXxOBOT'0 CBUAETEIHCTBA IEHCHOHHOTO CTPaXOBAaHMUS,;

*  KOMNMS UAECHTH(PHUKAIIMOHHOTO HOMEpa HAJIOTOIIATEIbIINKA;

*  KOIHUA JOKyMEHTa BOMHCKOTO yueTa (AJ11 BOEHHOOOS3aHHbIX );

*  KOMMS CBUJETENIHCTBA O 3aKIIOUYCHUH Opaka (IIpy HAJIMYUK);

*  KOIKSA CBUAETEIHCTBA O POXKJIEHUU JIeTel (MPU HATTMYUHN);

*  KONHHU JOKYMEHTOB 00 00pa3oBaHUH;

*  KOIMHU JIOKYMEHTOB O KBATM(DUKAIIUN WU HAJTMYKE CIeIMAbHBIX 3HaHUH (IIPU HAJIUYUN);

*  KOMNHHU aTTECTALMOHHBIX JTUCTOB (IIPU HAJIMYUN);

*  KOIIMHU JIOKYMEHTOB O Harpa)xaeHUH! (Tpy HATUYHUH);

*  XapaKTEepUCTUKH, PEKOMEHIAaTeIbHbIC MUChMA (TIPH HATUYHHN);

* MpHUKa3 O MpueMe Ha paboTy;

* IIpHKa3 O NIEPEBOJIE HAa MHYIO AOJDKHOCTD (IIPU HAIMYUN);



JIOJDKHOCTHASI MHCTPYKIUSA (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAYCHHS Ha BCE
JIOJHKHOCTH);

TPYIOBOM OTOBOP (C MOCIEAYIOIIMM BKIOYEHHUEM JTOTIOJHUTEIBHBIX COMIAICHUH K TPYA0BOMY
JIOTOBOPY);

TPYIOBYIO KHIKKY;

METUIIMHCKYIO KHUXKKY.

s pabomuuxos:

3asBJICHUE O IIpueMe Ha paldorTy;

3asBJICHHE O COIJIaCMU Ha 00pabOTKY MepCOHAIBHBIX JaHHBIX II€1arora;

CHpaBKa O HATMYUM (OTCYTCTBUH) CYAMMOCTH U (M) (aKTa yroJOBHOTO MPECIeIOBAHUS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

aBTOOHOTrpadus;

KOIMSI IAacTopTa UM HHOTO I0KYMEHTA, Y10CTOBEPSAIOLIET0 JUYHOCTb;

KOIIUSI CTPAXOBOT'0 CBUJIETENILCTBA IEHCUOHHOI'O CTPAaXOBaHUS;

KOIMSI UICHTU(PHUKAIIMOHHOTO HOMEpa HaJIOTOIIaTeNIbIINKA;

KOIUS JIOKYMEHTAa BOMHCKOTO Y4eTa (/111 BOEHHOOOS3aHHbIX );

KOIMSI CBUIETEJILCTBA O 3aKJII0OUEHUH Opaka (MpH HAIMYHHN);

KOIUS CBUIETEILCTBA O POKICHUU JIeTeH (IIpU HAIUYUK);

KOIHHU JOKYMEHTOB 00 00pa3oBaHMH;

KOIIUU JIOKYMEHTOB O Harpak/IeHuu (Tpu HAJIUYUN);

XapaKTepUCTUKH, PEKOMEH1aTelIbHbIE MUChMa (IIPU HAJIMYUN);

IpUKa3 o IpreMe Ha paboTy;

IIPUKa3 O NEPEBOJIE Ha MHYIO I0OJKHOCTD (TIpY HAJIMYHH);

JOJDKHOCTHAS! MHCTPYKLUSA (JI0JKHOCTHBIE MHCTPYKIMM C MOMEHTA Ha3HaueHHs Ha BCe
JIOJKHOCTH);

TPYAOBOH J1OrOBOP (C MOCIEAYIOUMM BKIOUEHUEM JIOTIOJIHUTENBHBIX COTJIAIIEHUH K TPY10BOMY
JIOTOBOPY);

TPYZAOBYIO KHUKKY;

MEAMIMHCKYIO KHUXKKY.

Pabomooamenv ogpopmnsiem:

TPYAOBOM JOTOBOP B JIBYX IK3EMILISIPAX;

IpUKa3 o preMe Ha paboTy (0 mepeMelleHny Ha Jpyrue JOHKHOCTH);
TaHY0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIIMIO B IBYX 9K3EMIUISIpax.

Pabomooamenv 3nakomum:

C HOPMaTHUBHO-TIPAaBOBBIMHU JOKYMEHTaMH IIKOJIBI (Y cTaBoM, KOIeKTUBHBIM 10TOBOPOM,
[IpaBmiiamMu TpyAOBOTO pacropska U Ap. JIOKaIbHBIMU aKTaMH);

C IOJDKHOCTHOM MHCTPYKLIMEH;

IIPOBOJNUT BBOAHBIA MHCTPYKTa@X, HWHCTPYKTaX II0 OXpaHe TpyJda, MHHCTPYKTaX IO
MIPOTHBOMOXKAPHON OE30MaCHOCTH.

2.4. Tlepu4Hoe 0QOpMIICHHE JIMYHOTO JIeTa TPeayCMaTPHBACT:

NPUCBOSHHE JIMYHOMY JIeJTy HOMepa COTJIACHO XKYPHAIly ydueTa JIMYHBIX Jen (npuinokerne Ne 1);
IIPOCTaBICHHUE HA OOJIOKKE JINYHOTO Jena (mpunoxeHne Ne 2) cleqyronmX peKBU3UTOB: HHIEKC
nena (B COOTBETCTBMM C HOMEHKJIATYpoH jaen o0mieoOpa3oBaTesIbHOM OpraHM3alyu; IOJHOE
HauMEHOBaHME O00I1e00pa30BaTEIbHON OpraHu3allii; HOMEpP JUYHOro Jena; GaMuwiusg HuMs
OTYECTBO PabOOTHHKA B MMEHHUTEIBHOM MaJeXe; JaThl - TOJ] Hadala M roJl OKOHYaHUS BeJCHHS
7ieJ1a; KOJIMYECTBO JINCTOB; CPOK XPAHEHUS;
MIOMEILEHUE TOKYMEHTOB, MOJIEKAIINX XPAHEHNIO B COCTABE JIMUHBIX 1€, B XPOHOJIOTHYECKOM
MOpsATIKE:

— BHYTPEHHSS ONKCH TOKYMEHTOB Jiena (npuiiokerue Ne 3);

— JMYHBIN JUCTOK 1O Y4eTy KaJapoB (mpuioxeHus Ne 6);

— 3agBJICHUE O MpHeMe Ha padoTy;



— TMpHUKa3 o MpueMe Ha paboTy;

— TPYIOBOW JOTOBOP;

— JIOTOBOD O MOJHOW MaTepUaTbHON OTBETCTBEHHOCTH (€cii pabOTHUK - MAaTEpUAIBHO

OTBETCTBEHHOE JIUIIO);

— XapaKTCPUCTUKU U PCKOMCHIATCIIbHBIC TNChbMA,

— corjacue Ha 00pabOTKy MEePCOHAIBHBIX JJAHHbIX.
25 JIncTel AOKYMCHTOB, IOMCIHICHHBIX B JIMYHOC ACJIO, ITOAJIC)KAT HyMCPpAaLlUH.
2.6. C unenbto olecrnieyeHMs HaJuIeXkallell COXpaHHOCTH JIMYHOIO [ejla IMEeAaroroB M COTPYAHUKOB
00111e00pa30BaTENIbHON OpraHU3aK U yA00CcTBa B 0OpAIlIeHUH C HUM IIpU (DOPMUPOBAHHH JTOKYMEHTHI
MIOMENIAIOTCS B OTJCNbHYIO Manky. [Ipu yBosibHEHMHM paOOTHHKA MPOIIMBAIOTCS HUTKAMU U CHIAIOTCS B
apXuB.
2.7. BHYTpeHHs ONUCh JOKYMEHTOB, UMEIOIIMXCS B JIMYHOM Jelie, JTOJDKHA COJEpXKaTb CBEACHHUS O
MOPAAKOBBIX HOMEpax, HAMMCHOBAHUAX HOKYMCHTOB [i€JiIa, KOJIMYCCTBC JIMCTOB, JaTaX BKIIOYCHHA
JOKYMEHTOB B JIMYHOE J€JI0 M U3bATHUS U3 JI€J1a, a TAK)KE KEM U3bAT JOKYMEHT U 10 KaKOi pUUYuHe.
2.8. BHYTpeHHSS OIUCh COCTABJIACTCS Ha OTIEIBHOM JIMCTE IO YyCTAaHOBIEHHOH (opme. JlnucTsl
BHYTPEHHEH OMUCH HyMEPYIOTCS OTAEIbHO.
2.9. Ilpu mOAroTOBKE JIMYHBIX JeNl K Iepeladye Ha XpaHEeHHe K BHYTPEHHEH OIHMCH COCTaBIIAETCS
UTOroOBasl 3alKCh, B KOTOPOW yKa3blBaeTcsl LUGpPaMU M IPONHMCHIO KOJIWYECTBO BKIIIOUEHHBIX B Hee
JOKYMEHTOB M KOJIMYECTBO JICTOB JIEJA.

3. Tlopsinox BeaeHHsI JIMYHBIX €] MeAATOrOB W COTPYAHHKOB OPraHH3AIMHU, OCYIIECTBISIOMIEH
00pa3oBaTe/IbHYIO 1eAITeTbHOCTD
3.1. JIuyHOe &eNo mejaaroroB U COTPYIHUKOB 00IICO0pa30BaTEIbHON OpraHU3alluy BEIETCS B TCUCHHUE
BCET0 Mepuoja padoThl KAKIOT0 Iefarora U COTpyIHruKa B 001ieo0pa3oBaTeIbHON OpraHu3alii.
3.2. JlanpHelinee BeICHHE JIMYHOTO Jiela IEJaroroB W COTPYAHHMKOB 00IIe00pa3oBaTeIbHON
OpraHU3aIMH MPEIyCMaTPUBACT MTOMEUICHNE B JIET0 JOKYMEHTOB, 00pa3yIOUIMXCs B Mpolecce padoueit
JEeSTeNbHOCTH U UMEIOIINX 3HAYSHHE TSl TPYOBBIX OTHOIICHUI:

*  JIONOJIHEHHE K JINYHOMY JIUCTKY I10 Y4ETYy KaJIpOB;

*  JIONOJHUTENbHBIE COTJIANICHUS K TPYJOBOMY JJOTOBOPY;

*  KONHH MPHUKA30B T10 JIMYHOMY COCTaBY, KOTOPbIE KacalOTCs MEaroroB U COTPYAHUKOB

00111e00pa30BaTeIbHON OpraHn3aluy;

*  OT3BIBHI JJOJDKHOCTHBIX JIUI] O MEAArore U COTPyIHUKE 001me00pa3oBaTeIbHON OpraHU3alHu;

*  KOMHH JOKYMEHTOB O MOBBIIIEHNU KBaTU(DUKALINH;

*  KOMNWH CepTU(]PUKATOB, TPAMOT;

* JIACT - 3aBEpPUTEIIb JieNia (COCTABIISIIOT MPH clladye JTUYHOTO JieTia B apXUB);

° HWHBIC JOKYMCHTHBI.
3.3. B mensx o0ecrneueHuss KOHTPOJS 3a COXPAHHOCTBIO M AaKTyalIbHOCTHIO JMYHBIX [l B
0011e00pa3oBaTeibHON OpraHu3aluu  eXerogHo (He mno3gHee | kBapTama roja, Cleayromero 3a
OTYETHBIM) MPOU3BOAUTCS TPOBEPKA UX HATHYHUS M COCTOSHHUS.
34 E)KCFO)IHYIO MMPOBEPKY COCTOAHUA JIMYHBIX ACIT Ha NPECAMET COXPAHHOCTH BKIIOYCHHBIX B HET'O
JOKYMEHTOB TPOBOAMT CIEUATbHO co3JaHHas Komuccus. O TpOBENEHHBIX MPOBEpPKax Jelaercs
OTMCTKAa B JIMCTE O PpeE3yJbTaTax e>1<er0)1H0171 OPOBEPKHU COCTOSAHHUA W HaJIW4YUA JIMYHOIO JAcjia
(mpumnoxenue Ne 5) u coctaBisieTcs akT. Pe3ynbTaThl IPOBEPKHU JIMYHBIX JIeT B 005S3aT€ILHOM TOPSIKE
JOBOJISITCSI 10 AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHUu3aIliy.

4. Topsaok y4yeéTa M XpaHeHHsl JIMYHBIX [eJ MeJaroroB W COTPYAHUKOB OpPraHU3aluu,
ocyuiecTBIsAIOLIEH 00pa30oBaTeIbHYIO 1eATeIbHOCTb.

4.1. XpaneHue W ydYeT JIMYHBIX JEJ TENaroroB W COTPYJAHHKOB OPTaHMW3AIMH, OCYIIECTBIISIONICH
00pa3oBaTeNbHYIO JEATENIEHOCTh, OPIaHU3YIOTCS C LENbI0 OBICTPOro U 0e30MMO0YHOr0 MOUCKA JIMUHBIX
nen, oOecmeueHUs: HX COXPaHHOCTH, a Takke obOecrnedyeHus KOH(MUICHIMAIBHOCTH CBEJICHHH,
COZIEPIKAIIUXCS B TOKYMEHTAX JIMYHBIX JIeJ, OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHATCS B ceilde o0rieodpa3zoBaTenbHOM OpraHu3aiuy.



4.3. TpynoBble U METUIIMHCKUE KHIKKH XPaHATCS OTACIBHO B ceide.

4.4, JlocTyn K JUYHBIM JieJaM I1E€JaroroB U COTPYJHUKOB 00LIE00pa30BaTEIbHON OpraHU3alul UMEIOT
TOJIBKO CEKpeTapb, CHELMAIMCT IO KajapaM, IJUPEKTop oO0I1eo0pa3oBaTebHOM oOpraHusanuu oo
3aMECTHTEIM JTUPEKTOpa TP HUCIOIHEHUH OO0SM3aHHOCTEH JupekTopa 00Imeo0pa3oBaTebHON
OpraHu3aLMH.

4.5. CucremaTu3ainys JUYHBIX JIEJI ME€aroroB U COTPYAHUKOB 001Ie00pa30BaTeIbHON OpraHu3aIlu
MIPOU3BOINTCS B alI(paBUTHOM MOPSIKE.

4.6. Jluunple gena MmegaroroB M COTPYJHHMKOB 00LIe00pa3oBaTelNbHON OpraHu3alMy, HMEHOIUX
rOCYJapCTBEHHbIE 3BaHUs, IPEMHUM, HArpajbl, y4eHbIC CTENEHU U 3BaHMs, XPaHATCS IOCTOSHHO, a
OCTJIHBIX COTPYIHHUKOB - 75 JIET ¢ TOfla YBOJIBHEHHUSI paOOTHHUKA (B COOTBETCTBUH ¢ [lepeyHeM THIIOBBIX
YIPaBIEHYECKUX IOKYMEHTOB).

5. Topsaok BbIIa4YH JUYHBIX €1 BO BpeMEHHOe M0J1b30BaHue

5.1. Beijaua nuuHbIX A€ (OTHAENBHBIX JOKYMEHTOB B COCTaB€ JIMYHOTO JieJla) BO BPEMEHHOE
MOJIb30BaHHUE TPOU3BOJUTCA C pas3pelieHuss TUpeKTopa oO0IIeo0pa3oBaTeIbHON OpraHU3aIuy 110
3asBJICHUIO COTPYIHUKA OPraHU3aIliH, OCYIIECTBIISIONIEH 00pa30BaTEeIbHYIO IEATEIbHOCTD.

5.2. Pabora (03HaKOMIIEHHE) C JTMYHBIMU J€JIaMU MEAaroroB U COTPYIHUKOB 00IIe00pa3oBaTeabHON
OpraHHU3aIM¥ MPOU3BOIUTCS B IPUEMHOUN TUpEeKTOpa. B KoHIE pabodero THS CeKpeTaph WK CIICIUATHCT
o KajapaMm o0si3aHa yOeIUThCS B TOM, YTO BCE JIMYHBIC JIeNa, BBIAAHHBIE BO BPEMEHHOE IOJIb30BAHHE,
BO3BpAIICHBI HA MECTO XPAHCHHS M €CTh JIM HEOOXOUMOCTD ISl IPUHSATHS MEP K UX BO3BPAIICHHUIO WIIH
PO3BICKY.

5.3. ®akT BBIJAYM JIMYHOTO JieNia (PUKCHPYETCS B KOHTPOJIBHOM JKypHAJIE.

5.4. 3bsaTHe OTHEIBHBIX JOKYMEHTOB W3 JIMYHOTO Jiejia IMPOU3BOJUTCSA C Pa3pelieHUs IUPEKTOpa
o011eo0pa3oBareabHON OpraHu3aluu ¢ opopmIIeHHEM COOTBETCTBYIOIIEH 3amucH B rpade
«IIpumeuanue» BHyTpeHHeW omnucu. [Ipy BpeMEHHOM HU3BATUM JIOKYMEHTa Ha €ro MecTto (Mexay
JUCTAMH COCETHUX JOKYMEHTOB) BKJIQJBIBACTCS CIIPaBKa-3aMECTUTENIb C yKa3aHWEM JaThl M MPUYUH
U3BATHS C TIOJIUCHIO JIUIA, BBIIABIIETO JOKYMEHT, U TTOAIHMCHIO JIUIA, TTOJYYUBIIETO €r0 BO BPEMEHHOE
MOJIb30BaHUE.

6. OdopmiieHue JUYHBIX €] Mepe] caaveil B apXuB
6.1. OdopmiieHre THYHBIX JeJ JJIs Tepelaud B apXHUB MPOU3BOANUTCS CIICIUAIUCTOM TI0 KaJpam
00111e00pa30BaTeIbHON OpraHu3aluy. JTa MpoLeaypa BKIIOYAeT:

*  MOJIMBKY (Teperuier) nena;

*  YTOUHEHHUE HyMEpPALUHU JIMCTOB JIENa;

* cocraBjieHHe JucTa-3aBeputens (mpunokenue Ne 8);

* cocraBieHue (yTOUHEHHE) BHYTPEHHEH  omucH;

* BHECEHME YTOYHEHMH B PEKBU3UTHI JIULIEBOM 0OJI0KKH Jena.

6.2. Jluct-3aBeputens Aena AODKEH IMOAMMCATH €r0 COCTaBHTENb, IIPU TOM Jejiaercs pacumdpoBka
JOJKHOCTH W TOAINHKCH, IpOCTaBisieTcs aara. B mporecce MCnonb30BaHUs apXUBHBIX JTOKYMEHTOB B
JIMCTEe-3aBEpUTENIE JIeNAl0TCsl COOTBETCTBYIONIME OTMETKH. Ecnu neno moammumTo Ge3 jucra-3aBepuTels,
TO €ro cJelyeT HaKJIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOXKKH Jiena.

6.3. C uenbio obecrieueHusi COXPaHHOCTHU JIMYHBIX JETT PEKOMEHIYeTCs:

* 00benUHATh UHAMBHUAyAIbHbIE JIMYHBIE [€la YBOJEHHBIX COTPYAHHKOB B OJHY OOJOXKY
(0ObeIMHEHHOE JIeNI0) C TAKUM PacdyeToM, YToObl 00beM jena (Toma) He mpeBbiman 250 TucToB
(TyTeMm CIIMBKHM MaTepHaJIOB MHAWBUIyaJIbHBIX A€ M0 T0JjaM YBOJIbHEHHUS);

* pacmojaraTh MaTepHalbl MHAWBHUIYAIBHBIX JIEN B Ipeaenax aena (Toma) B an(aBUTHOM MOPSIKE
(moaMuiIbHO), OTHIENSIST MaTepUaibl, OTHOCAIINECS K PA3HBIM WHAUBUAYAIbHBIM JI€JIaM, YUCTHIM
JUCTOM OyMmMarm ¢ yKa3aHMeM Ha HeM (aMHUIMM, MMEHH U OTYeCTBa COOTBETCTBYIOILETO
YBOJIEHHOTO IleJlarora U COTpyIHuKa 0011e00pa3oBaTeIbHON OpraHN3aluy;

* cHa0XaTh KaXJ10€ 00bEIUHEHHOE J1eJI0 (TOM) BHYTPEHHEN OMHCHIO C MepedyrcIeHneM (paMuiInid,
MMEH U OTYECTB M YKa3aHHEM HOMEpPOB CTpaHMIl, B IMpelenax KOTOPbIX paCHOIO0KEHBI
COOTBETCTBYIOINE JOKYMEHTBHI.



6.4. Ilepenaua MUYHBIX JIe71 B apXUB OCYIIECTBISIETCS HE IMO3JHEE TPEX JIET MOCJe 3aBEepIICHHUS HX B
JIeTIOTIPOM3BOJACTBE B COOTBETCTBUHM C Tpadukom. IIpenBapurenbHO ceKpeTrapeM, CHEIHaIHCTOM IIO0
KajlpaM IPOBEPSAETCS MOTHOTA U MPABUIBHOCTH MOATOTOBKY JIMYHBIX A€ K nepenaue. BoisiBieHHble npu
NPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKpeTapeM, CIEeHUalicToM Mo Kaapam. llepemaua u mpuem
MPOU3BOASATCS IO OIUCH C MTPOCTAHOBKOM OTMETOK O HAJTMYMH JIMYHBIX JIETI.

6.5. JIuuHble nena MeAaroroB M COTPYIHUKOB 00IIE00pa30BaTeNbHONW OpPraHU3alUuM, 3aKOHYCHHBIC
nenorpou3BoicTBoM 10 1 stuBapst 2003 rona, xpansites 75 ner, nocne 1 suBaps 2003 roga - 50 ner.
JlnyHple fgena JUPEeKTOpa, TJIABHOrO Oyxraiarepa oO0Ieo0pa3oBaTeNbHON OpraHM3allid HMEIOT
MOCTOSTHHBIA CPOK XpaHEHHUSI.

7. OTBeTCTBEHHOCTD
7.1. Ilemaroru © COTPYOHHKM 00II€00pa30BaTENbHON OpraHu3anmuud 00s3aHbI  CBOEBPEMEHHO
MPEACTABIIATh CEKPETaplo WM CICIHAIMCTY IO KajapaMm CBEIACHUS 00 M3MEHCHHH B IEPCOHAIBHBIX
JIAHHEIX, BKJIIOYCHHBIX B COCTAaB JIMYHOI'O JIcia.
7.2. Paboronaresns 00ecrieynBacT:

*  COXPaHHOCTbH JIMYHBIX JEJI IEAaroroB U COTPYAHUKOB 00111€00pa30BaTeIbHON OpraHU3aIlHH;

*  KOH(HICHUIUATBHOCTH CBEICHUH, COACPKAIIMXCS B IMUHBIX JIeJIaX MEAaroroB U COTPYIHUKOB.

8. IIpaBa paGoTonare/isi 1 paGOTHUKA

8.1. lng obGecrnieueHus 3alIUThl IEPCOHANBHBIX JAHHBIX, KOTOPbIE XPAHATCA B JIMYHBIX JIelax MeJaroron
U COTPYIHHUKOB 00IIEO0pa30BaTEILHON OpraHU3alNK, EAarord U COTPYIHUKH 00IIe00pa3oBaTEIbHOM
OpraHM3aIi UMEIOT MPaBo:

*  TIOJYYHTb MOJHYIO HH()OPMAIIHIO O CBOMX MEPCOHAIBHBIX TAHHBIX U 00PA00OTKE ATHX JIaHHBIX;

® MOJIYYHUTh CBO6OI[Hin/JI AOCTYII K CBOUM IIEPCOHAIbHBIM JaHHBIM,

*  TOJYYHTbH KOIUHU JOKYMEHTOB, XPAHSIIUECS B JINYHOM JIeJIC M COJCPIKAIINE MTePCOHALHBIC
JaHHBIC.

* TpeOOBaTh UCKIIIOUEHUS UIIM UCTIPABIICHHS HEBEPHBIX U HEMOIHBIX MEPCOHATBHBIX TaHHBIX.

8.2. PabGoTonarens uMeeT Mpago:

* 00pabaTbIBaTh NMEPCOHANBHBIE JAHHBIE TIEIarOTOB M COTPYIHUKOB 00111€00pa30BaTeNbHOM
oprann3anviv, B TOM 4YHCJIC U Ha 3JICKTPOHHBIX HOCUTCIIAX

* 3ampocCHTh OT TMENaroroB M COTPYAHHUKOB 001e00pa3oBaTeNbHON OpraHu3aluud  BCIO
He00X0UMYI0 HHPOPMAITUIO ISl BEACHUS JTMYHBIX AN U 00paOOTKH MePCOHATbHBIX TAHHBIX.

9. 3ak/a0uMTebHbIE 0JI0KEHH

9.1. Hactosimee IlonoxeHune o mopsake BeIEHHs JMYHBIX 7€l pabOTHHUKOB SIBJISETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, HpuHUMaeTcs Ha [legarornueckom coBeTe IWIKOJIBI M yTBepxkaaercss (1u0o
BBOJUTCS B JIEHCTBHE) NPUKA30M JAUPEKTOpAa OpPraHU3allMH, OCYIIECTBISIONEH 00pa3oBaTeIbHYIO
NEeSATEIbHOCTD.

9.2. Bce u3MeHeHMs U JONOJIHEHUs, BHOCUMBIE B HacTosulee [Tonoxenne, opopMIIsItoTcst B MUCbMEHHOM
(bopMe B COOTBETCTBHHM JICHCTBYIOIINUM 3aKOHOAATENbCTBOM Poccuiickoii deneparuu.

9.3. lonoxxeHne o mOpsAKE BEICHHS JUYHBIX Jell PaOOTHUKOB 0Opa30BaTeNbHONW OpraHHU3aluu
MIPUHUMAETCA Ha HEONpPENENeHHbIN Cpok. M3MeHeHns u nonojHeHus K [lookeHuo NMpUHUMArOTCS B
MOpsAJIKE, IPEeyCMOTpeHHOM 11.9.1. HacTosmero [lonoxenus.

9.4. Tlocne npunsTus [Tonoxenus (WM U3MEHEHUH W JIOTIOJTHEHUH OTACIBHBIX ITyHKTOB M Pa3J/iejioB) B
HOBOW pENaKIMM MPEABIAYIIAs PEAAKIINSA aBTOMAaTUYECKH YTPAUYUBAET CHILY.



[Tpunoskenne Nel K MO0KESHHIO O

OPAAKE BEACHUSA JIUYHBIX OCJT

pabOTHUKOB
>KypHaJ'I yuc€Ta JUYHBIX JCJI
Ne i/ Hara Damms, HomxHocTs |CTpyKTypHOE|/laTa 1 HOMeEp IIpumeya-
n | obopMIICHUS |MMs, OTYECTBO (mpodeccus, | mompasnme- HUE
JIMYHOTO Jiela | meaarora u crieruab- JICHUE
COTpYJHHUKaA HOCTbD)
niearora u Hara n HOMEp
COTpYAHHUKA IpUKa3a
(pacmops-
JKEHUS) O
MIPpEeKpaeHNH
(pacTop:xeHun)
TPYyZIOBOTO
JIOTOBOPA C
MelaroroM u
COTPYAHUKOM
(YBOJIbHEHUH)
1 2 3 5 6 8 9




O0J10KKa JIMYHOTO Jelia

Ipunoxenne Ne2 K IMOJIOKEHHIO O
MOPSIKE BEACHUS JTMIHBIX JIEIT
pabOTHUKOB

Donx Neo

Onucek Ne

Heno Neo

WNupexc nena

Jara nayana

Jlata okoHuaHUs

Ha JIUCTaxX

XpaHUTBb JIeT

(Ha3BaHMe 00pa30BATEILHOM OPraHU3aIiN)

JIMYHOE JEJIO Ne

(3arosi0BOK Jena)

Dong Ne

Omuce Ne

Hemo Ne




ITpunoxenne Ne3 K IMOJIOKEHHIO O

OPAAKE BEACHUSA JIUYHBIX OCJT

PpabOTHHUKOB
BHYTPEHHAA OIINCH
JIOKYMEHTOB Jiesia Ne
Ne n/nt HNunexc Hara Ha3Banue [Ipumeuanus
JOKYMEHTa JIOKyMEHTa JIOKyMEHTa Homep

JIMCTOB J€J1a

Hrtoro:nokyMeHTOB
(undpamu 1 MPOIHCHIO)

KomnyecTBo a1ucToB BHYTpeHHeﬁ OIMINCH

(1M pamu 1 IPONUCHIO)

OTBeTCTBEHHBIH 3a KaJPOBBIN yUeT:

[z
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®.1.0.

[Mpunoxxenne Ned K MOJIOKEHUIO O
MOpAAKE BEACHUS TUYHBIX A€T
paboTHHUKOB

JIOKHOCTh

JIngnoe nemo Ne

I[aTa O3HAKOMJICHHS 11€aarora u
COTpYAHUKA C JIMYHBIM JICJIOM

Iloanuce nienarora u
COTPYIHUKA

OTMeTKH, TpUMEYaHHUS,
3aMeYaHUs




[Mpunoxxenne Ne5 K MOJIOKEHUIO O
MOpAAKE BEACHUS TUYHBIX A€T

paboTHHUKOB
OTMeTKa 0 pe3yJIbTaTaX €:KeroHoil NMPOBEePKH COCTOSIHUS
" HAJINYIUA JTUYHOI'0 JeJ1a
®.N.0.
JIOMKHOCTH
JInynoe nemo Ne
[ara mpoBepku ®.N.0. uneHon IToanvcu wieHoB PesynpTar npoBepku

KOMHUCCHH KOMUCCHHU




[Mpuoxxenne Neb K MOJIOKEHUIO O
MOpAAKE BEACHUS TUYHBIX A€T

paboTHHUKOB
JIMYHBIN JJUCTOK 10 YYETy KaJAPOB
1. damunus
HNms OtuectBO
2. Tlon
3. T'ox, yuciio u MecsI poKIACHUS
4. Mecto poxaeHus
(cemo, nepeBHs, TOpo, paifoH, 061acTh)
5. I'paxxmancTBO
6. O6pazoBaHue
HasBanue yueOHoro| ®axynbTeT I'on l'on Ecnu ne Kakyro
3aBEeJICHHS U €ro HIIH MOCTYIJICHUSI | OKOHYAHMS |OKOHYMI, TO C| CHEIMAIbHOCTh
MECTOHAXOKIEHHUE | OTIeJIECHUE WJTU yXO/a | KaKoro Kypca MOJTYYHJI B
yien pe3yabTaTe
OKOHYaHUS
yueOHOro
3aBeICHUS,
yka3arb Ne
JIUILIOMA UIH
YAOCTOBEPEHMSI

7. Kakumu HHOCTPAHHBIMU A3bIKAMU BJIACCTC

(4MTaeTe M MIEPEBOAUTE CO CIIOBAPEM, YUTACTE M MOXKETE OOBSICHSTHCA, BlIaiceTe CBOOOIHO)

8. VYuenas CTCIICHb, YUCHOC 3BAHUC

9. Kakue nmeete Hay4dHbBIE TPYABI K U300pETCHUS
10. BemonHsemast paboTa ¢ Hayaia TPYJAO0BOH NeATETFHOCTH (BKIIIOYast yueOy B BHICIINX U CPEIHUX
CIEIMAJIbHBIX YUeOHBIX 3aBEACHUSIX, BOCHHYIO CIIyKO0y U paboTy O COBMECTUTEILCTBY)

‘ Mecsu u rog ‘ I[OJ'DKHOCTB C YKa3aHUCM YUPCKIACHUA, ‘ MecToHaX0XAeHIE ‘



IIOCTYIUICHUS yxozaa OpraHu3aluy, NPEeAIPUATUs, a TAKKe YUpEKIACHUS,
MUHHCTEPCTBA (BEOMCTBA) OopraHu3anuu,
IPEANPUATHS

11. IIpeObIBaHuE 3a rpaHuLeH (

paboTa, cy)KeOHasi KOMaHIUPOBKA, TOE3/IKa C Jeeraiuei)

Mecsu u roa B kakoi1 ctpane Llens mpeObIBaHUS 32
C KaKoro IpaHuLIC
BPEMEHU |10 KAKOE BPEMs
12. YyacTtre B BBIOOPHBIX OpraHax
Hazpanue BeibopHoro | B kauectBe koro Lon

MecTo BBIOOpHOTO OpraHa

opraHa

BbIOpaH

n30paHus | BBIOBITHS

13. Kakue nmeere IMpaBUTCIbCTBCHHBIC HAI'paJabl

Korma u kem HarpaxaceH

14. OrHolEHNE K BOMHCKAM 00A3aHHOCTAM M BOUHCKOE 3BAHUE

CocraB Pon Boiick

(KOMaH/JHbIN, TOJIUTUYECKUH, aIMUHUCTPATUBHBIA, TEXHUYECKHU U T. J1.)

15. CemeitHoe OJIOKEHUE B MOMEHT 3aITOJIHEHUS JIMYHOTO JINCTKA

16. Jlomamnuii aapec

(4JICHBI CEMBH, C yKa3aHHEM BO3PAcTa)

17. O06s3yroch CBOEBPEMEHHO M3BELIaTh 000 BCEX U3MEHEHUSX JTAHHBIX, BKIIOUEHHBIX B JINYHBIN

JHMCTOK I10 Y4ETy KaJIpOB.

«».202

rojaa




[Mpuoxxenne Ne7 K MOJIOKEHUIO O

AHKETA

HOPSAAKE BEICHUS JINUHBIX A€
PabOTHHUKOB

damunusa

Nms

OT4ecTBO

Jlata poxxaenus

1. I'paxxgancTBO (€CIM HM3MEHSIIN, TO YKAKHUTE,
KOT/JIa U 10 KaKOW MPUYNHE)

2. OOpa3oBaHue, yueHasl CTEIeHb (KOTJa W KaKue
yaeOHbIC 3aBeACHU OKOHYHJIH, HOMEDA
TUTUIOMOB). CIIeIIMABHOCTh M KBATH(DHUKAITHS 110
TTUTITIOMY

3. Kakumu MHOCTpaHHBIMHU SI3BIKAMHU M S3BIKAMH
HaponoB Poccuiickoit denepaunu BIAIEETE U B
Kakol  CTemeHh  (YuTaeTe U MOXKETe

00BSACHATHCS, BiIaJIe€TE CBOOOIHO)

I10 COBMECTUTEILCTBY)

4. BeinosiHsiemast paboTa ¢ Hayajia TpyAOBOM JesITeIbHOCTH (BKIII0OUasi BOEHHYIO CiIyk0y U paboTy

Mecsiu 1 rox JIOJDKHOCTB € yKa3aHUEM YUPEKICHNUs, MecronaxoxaeHue
MOCTYIUICHUS yxozaa OpraHu3alMH, IPEANPUATHS, a TAKKE YUpEeXKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
OpEANPUSTHS
5. Bamn 0au3Kkue poJICTBEHHUKHU (OKEHA, MY, OTEll, MaTh, OpaThsl, CECTPHI)
Crenenb I'on MecTto paboThl, Anpec mecta
pojacrBa  |PaMuius, MMsi, OTYECTBO| POXKJECHUS JIOJKHOCTB KHUTEIbCTBA

6. Jlomanrauii aapec 1 HoMep TenedoHa

7. TlacmopT uiu JOKyMEHT, €ro 3aMEeHS IO

(HOMEp, cepusi, KeM U KOT/Ia BbIJIaH)
8. JlomoJHUTEBHBIE CBEJICHUS, KOTOPBIE BhI XkemaeTe cooOmuTh 0 cede

10. Ha kako#i ypoBeHb 3apruiatel Bel paccunteiBaete?

«».202 roaa

(IOIKHOCTH OTBETCTBEHHOTO 32 KaJPOBLIN ydeT)

(moxrcs)

(pacuupoBKa IOAMICH)



[Mpuoxxenne Ne8 k M0JIOKEHUIO O
HOPSAAKE BEICHUS JINUHBIX A€
PabOTHHUKOB

JIUCT-3ABEPUTEJIb
nesa Ne

B nemne IIPOLIXNTO X MPOHYMEPOBAHO JINCTOB
(undpamu 1 IPOIHCHIO)

¢ Nemmo Ne, B Tom unce:

JUTEPHBIC HOMEPA JINCTOB
MPOIYIIEHHbIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEN OMMICH JINCTOB

OcoOeHHoCTH (PM3HYECKOTO COCTOSIHUS U Howmepa nucros
dbopmupoBaHus eIa

OTBeTCTBEHHBIN 3a KaJPOBBINA y4eT

(moanuce) (pacuidpoBKa MOIIUCH)

«».202 roaa




