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1. ObmHe nmoJIoKeHHs

1.1. Hacrosimee [lomokeHwe O NOpsAKe BEISHHsS JMYHBIX A€l PabOTHHKOB OpraHH3allH,
OCYIIECTB/IMIOMEH  00pa3oBaTeIbHYI0 JEATENbHOCTh, pPa3paboTaHO B COOTBETCTBHH €
denepanbabiM 3akoHOM Ne 273-03 ot 29.12.2012 «O6 obpaszosanuu B Poccuiickol Penepanuny
B penakuuu oT 1 centsbps 2020 roma, ®emepambHbiM 3akoHOM oT 27.07.2006 Ne 152 «O
MepCOHANBHBIX JaHHBIX» B pefakiuu ot 24 ampens 2020 roma, Ilpukasom ®@enepaibHOro
apxuBHOTO areHTcTBa OT 23 nexabps 2009 roma N 76 «O06 yTBepKaeHHH MeTOAMYECKHX
peKOMeHJauii Mo pa3paboTKe MHCTPYKLIHM IO JETONpOM3BOACTBY B (elepalbHbIX OpraHax
MCIIOJHATENbHOM BracTH», Ykasom Ilpesumenta ot 30.05.2005 Ne 609 «O06 yrBepxIaeHHH
[TostoxKeHus 0 TIEPCOHATBHBIX JaHHBIX TOCYIAPCTBEHHOTO ciyxkamero Poccuiickoi ®enepanuu u
BEIECHMM €ro JIMYHOro nena» B pemakuuu or 23 umrons 2019 roma, TpymossmM Kozmekcom
Poccuiickoit @enepanun, KoUIeKTHBHEIM JOTOBOPOM, Y CTaBOM OpraHH3AlMH, OCYIIECTBIAIOMICH
00pa3oBaTEIBHYIO AEATENBHOCTD.

1.2. Jlannoe IlonokeHwe oOIpenenseT MOPSAOK BENEHUS JMYHBIX JeJI TEeNaroroB M HHBIX
COTPYIHHKOB ¥ PaGOTHHKOB IIKOJIBI, ONpejenseT MopanoK (GopMUpoBaHusi, yyeTa U XpaHCHHUS,
BBITAYH JIMYHBIX JIE] BO BPEMEHHOE 110/Ib30BaHHe, a TAK)KE OTBETCTBEHHOCTD, IPaBa pabOTHHKOB H
nupekTopa oOpa3oBaTelbHON OpraHu3alty.

1.3. Hactosmee ITosoxeHne YTBEPKIAETCA IPUKA30M 10 MIKOJIE H ABISAETCA 00A3aTENBHBIM ISt
BCEX KaTEeropHii Mmejiarorndeckux U JPYTHX COTPYIHHKOB ILKOJIBL.

1.4. BeneHne JNMYHBIX € MEIAroroB M COTPYIHUKOB IIKOJIBI BO3JAraeTcs Ha CICHHAIHCTA IO

KajJjpaM OpraHu3alliy, OCYLIeCTBIIOMEH 00pa3oBaTeIbHyIO AeITEIbHOCTE.

1.5. JIuqHOE 1eN0 - OCHOBHOM JOKYMEHT NEPCOHAIBHOTO yUeTa, ColepKallui Hanbosiee moHbIe
cBeleHHs 0 paboTHHKE 00pa30BaTeIbHON OPraHH3alMK U €10 TPYJAOBOH JeATeIbHOCTH. B iu4yHOe
JIEJI0 BHOCATCS CBEJICHHS, CBSA3aHHBIE C IOCTYILUICHHEM Ha paboTy H YBOJIILHEHHEM,

1.6. Ceelienus, COAEPKAIMECS B IHYHOM JeJe, OTHOCATCA K KOH(HUICHIIHAIBHON HHDOPMAIIHH,
HMEIOT OTPAHHYEHHBIN AOCTYN M paszlialleHHI0 HE IOIEXKAT.

1.7. JluuHOE Heno BemeTcd B TEUCHHE BCEro meproja paboTel pabOTHHKA.
1.8. BeneHne HECKOJIBKHX JHMYHBIX el oaHOro paboTrHuKa o0pa3oBaTelbHOH
OpraHu3ali He JOIMYCKaeTCs.

2.[lopsinoxk QopMupoBaHHS JHYHBIX €] COTPYAHHKOB
2.1. ®opwmmpoBaHWe NMYHOTO JeNa INEJAaroroB M COTPYAHMKOB 00me00pa3oBaTenbHOM
OpraHH3allid TPOM3BOJMTCS HENOCPEACTBEHHO IocTe TpHeMa B 00meoOpa3oBaTelbHy

OpraHH3amyi HJIKM II€peBoJa neaaroroe M - COTPYIHHKOB — H3 IIp}’I“Oﬁ 06p6.30BaTCJ'IBHOﬁ
OpraHu3alyH.




2.2. B COOTBETCTBHM C HOPMATHBHBIMH JOKYMEHTAMH B JIMYHBIC [I€/1a II€aroroB U COTPYIHHUKOB
OpraHu3al{y, OCYLIECTBIIAIOMICH 00pa3oBaTeNbHyI0 JeATEIbHOCTh, BKIAIBIBAIOTCA CIEIYIONIHE
JOKYMEHTBI:

Mns neoazozos:
+  3agBlIEHHE O NpHUeMe Ha padoTy;
*  3asBIEHHE O COTJIAacHM Ha 00paboTKy NepcoHaNbHBIX JIAHHBIX Meaarora;
*  CcmpaBKa O HAMMYMM (OTCYTCTBHH) CYIMMOCTH M (i) (JaKra yronoBHOTO
Mpecie]0BaHNs,BBIIAHHOTO COOTBETCTBYIOIINM OPraHOM MPaBONOpsKa;
+ asroOuorpadus;
+ JMYHas KapTouka paboTHHKA
*  JTHYHBIA JTUCTOK 10 YYETy KaapoB
*  aHKeTa
*+  KOIMA MACIIOPTa WK MHOTO JOKYMEHTA, yI0CTOBEPAIOIIEro THIHOCTD,
*  KONHA CTPaxOBOTO CBH/ETENbCTBA NIEHCHOHHOTO CTPAXOBAHHUS,
«  KomHA HAEHTH(UKALMOHHOTO HOMEPA HAJIOTOTIIaTENIbLINKE;
*  KOmHS ZOKYMEHTa BOMHCKOTO y4YeTa (11 BOGHHOOOS3aHHBIX);
+  KOMMS CBHAETENHCTBA O 3aKIH0YeHHH Opaka (IpH HaTHIHHK);
*  KOIWS CBHICTEIBCTBA O POXKACHHUH JeTeil (PN HaTUYHH);
*  KOIHH JOKYMEHTOB 00 00pa3oBaHuH;
+  KOIMH JOKYMEHTOB O MOBBIIEHHH KBATH(QHKALMK K NPOhecCHOHANLHOH
TepernoAroTOBKI(TPY HAHYHH);
¢ KOMMWHM aTTECTAIMOHHBIX JIMCTOB U IIPHKA30B HA aTTeCTALMIO(IIPH HAJHYHK);
¢ KOIIMH JOKYMEHTOB O HarpakAeHHH (IpH HATHYHH);
*  TpY/I0BO# IOrOBOP (C MOCTEIYHOIIMM BKIIFOYEHHEM JONOITHUTENBHBIX coriameHuii x
TPYZOBOMY AOrOBOPY):
+  TPYIOBYIO KHHXKKY ;
MEIULMHCKYFOKHIKKY.
Jna pabomnuxos:
*  3agBJIEHHE O pHEMe Ha paboTy;
«  3agBIeHME O COrNMacuu Ha 00pabOTKy NMepCcoHaIbHBIX JAaHHBIX MeJarora,
e CIpaBKa O HATMYMK (OTCYTCTBHH) CYJIMMOCTH W (/1K) (aKra yroJloBHOTO
npecie0BaHuA, BBITAHHOTO COOTBETCTBYIOLIUM OPraHOM NPaBOMOPsAKa;
+ aproOuorpadus;
» JIM4YHas KapTouka pabOTHHKA
*  JIMYHBIH JUCTOK IO YYETy KaJpoB
* aHKeTa
*  KOMHA NACTOPTA MK HHOTO JOKYMEHTA, Y/I0CTOBEPSIOLIEro JIHIHOCTD;
*  KOMHSA CTPAxOBOTO CBHETE/IBCTBA IEHCHOHHOIO CTPAXOBAHHA,
»  Komus HAEHTH(HUKALMOHHOIO HOMEpA HAJOTOTIaTe/IbIIHKa;
¢ KOmHs ZOKYMEHTA BOMHCKOTO ydYeTa (11 BOGHHOOOS3aHHBIX);
«  KOIHS CBHIETETHCTBA O 3aKIHOYEHHH Opaka (Mpy HaNnH4YMK);
*  KOIIWA CBHAETENBCTBA O POXKAEHUH JeTeil (IpH HAHYHH);
*  KONHH JOKyMeHTOB 00 00pa3oBaHuy;
*  KOIMHM JOKYMEHTOB O HarpaxIecHuH (IIPH HATHYUH);
*  TPYZOBOIl JOroBOp (C TMOCTEAYIONMM BKIFOYEHHEM NOMOMHHTENBHEIX coryaueHui
TPYHZOBOMY AOFOBOPY):
+  TPYIOBYIO KHHXKKY :
*  MEIUIMHCKYI KHUXKKY.
Pabomodamenv ogopmasem:
*  TPYJOBOIi IOTOBOP B JABYX 3K3EMILIIPAX;
*  [pHKa3 0 IpueMe Ha paGoTy (0 IepeMemeHHH Ha ApyrHe 10KHOCTH);

«  IMYHYHO KapTouky Ne T-2; HOMKHOCTHYIO MHCTPYKLHIO B ABYX 9K3EMILIAPaX.




Pabomodamens 3Hakomum:
* C HOPMaTHUBHO-NIPABOBBIMH AOKYMEHTaMH WIKOJb! (YcTaBoM, KoNeKTHBHEIM Z0T0BOpOM,
IIpaBunamu TPy 10BOro pacnopsaKa U JIp. JOKATGHBEIME AKTAMH );

*  C JOMKHOCTHOW HMHCTPYKLHEH;

IPOBOIUT BBOAHBIN HHCTPYKTAK, HHCTPYKTAX II0 OXpaHe TPYAa, HHCTPYKTAX 110
IPOTHBONOKAPHON DE30MaCHOCTH. I0JKHOCTHYIO HHCTPYKIHIO B ABYX JK3eMILIAPAX.

[lepBruHOe 0opMiIeHHE TUYHOTO AeNa MPeLyCMaTPHBAET:

* [PHCBOCHHE JIMYHOMY eIy HOMEpa COIJIaCHO JKypHATy ydYera JMYHBIX Jen (MpHIoKeHHe
Ne 1);

* TpOoCTaBjeHWe Ha O0NOKKE JMYHOIO Jena (MpuuoxkeHHe No 2) CIEAYIOMMX PEeKBH3UTOB:
MHIEKC Jena (B COOTBETCTBHM C HOMEHKIATypoi gnen o6meo6pa3oBarenbHOl
OpraHM3allMH; II0JHOe HAaUMEHOBaHMEe 00Imeo0pa3oBaTebHOM OpraHHW3alllH; HOMEp
TMYHOTO 1ena; GaMuwinsg UMs 0T4ecTBO pabOTHHKA B UMEHMTEILHOM Majexke; JaThl — To
Ha4ajla H roJ OKOHYaHHs BeICHHS [€]1a; KOJMYECTBO JINCTOB; CPOK XPAHEHHUS;

* TOMEIIeHHE [OKYMEHTOB, MOANEXKAlMX XpaHEHHIO B 'COCTaBe JHMYHEIX 1el, B
XPOHOJIOTHYECKOM MOPSIAKE:

1. BHYTpEHHSS ONUCH TOKYMEHTOB Jena (npuioxkenue Ne 3);

2. JHYHBIA ITHCTOK MO YYeTy KaupoB (mpuioxkeHus Ne 6);

3. 3agBieHHe 0 pHeme Ha paboTy;

4. mpukas o mpueMe Ha paboTy;

5. TpyOBOH JOTOBOD;

6. mOroBop O NONHOH MaTepHalbHON OTBETCTBEHHOCTH (€cid paboTHHK

MaTepHalbHO OTBETCTBEHHOE JIHIIO);

7. XapaKTepHCTHKH U PEKOMEHJATeTbHEIE THCHMA;

8. cormacue Ha 00pabOTKY MEPCOHANBHBIX JAaHHBIX.
2.5. JIucTh TOKYMEHTOB, NIOMEIIEHHBIX B THYHOE €TI0, MOJIEKAT HyMEepalLHH.
2.6. C uenbio obecriedeHusl Ha/UIEKaIIel COXPAHHOCTH JTMYHOrO [efa [eJaroroB M coTpyAHHKOB
o6meobpasoBaTenbHO OpraHu3allil U yA006CTBa B OOpAIIEHMH ¢ HUM TIpH (HOPMHPOBAHHH
JIOKyMEHTBl NOMEIIAIOTCS B OTAEIbHYK mnanky. [Ipu yBombHeHHMH paboOTHHMKA NPONIHBAIOTCA
HHTKaMH U COAIOTCS B apXHB.
2.7. BHyTpeHHSAS ONMUCh JOKYMEHTOB, HMEIOIMXCS B JIMYHOM €€, I0JKHA CONEPHKATh CBEACHNS
0 TMOPSAIKOBEIX HOMEpax, HAaHMEHOBAHUSX JOKYMEHTOB [eNla, KONHYECTBE JIACTOB, AaTax
BKITIOYCHHS IOKYMEHTOB B JIMYHOE JEI0 M M3BATHA U3 JIeNa, a TaKKe KeM M3BAT JOKYMEHT M 110
KaKo# Mpu4uHe.
2.8. BHYTpeHHSIA ONKMCh COCTAB/IAETCS HA OTAENBHOM JIHCTE [0 YCTAHOBIEHHOM (opme. JIHCTHI
BHYTPEHHEH OIINCH HyMEpYIOTCS OT/IENBHO.
2.9. Ilpu MOArOTOBKE JTHYHEIX Je] K Nepefade Ha XpaHeHHe K BHYTPEHHEH OMMCH COCTAaBIAETCS
HTOTOBAs 3alKCh, B KOTOPOH yKa3blBaeTCA LUU(PpPaMU U TPONUCHI) KOIMYECTBO BKIIOYEHHBIX B HEe
JIOKYMEHTOB H KOJTMYECTBO JIUCTOB Jeja.

3. Ilopsinok BedeHHsl JHYHBIX JeJ MEJaroroB M COTPYAHUKOB OpPraHM3alLHH,
OCyHIeCTBJSIOIIEH 00pa30BaTeNbLHYIO 1eSITeJbHOCTh
3.1. Jlu4HOe 1[en0 MemaroroB M COTPYIHHKOB 00IIeo0pa3soBaTebHOH OpraHM3alUM BeJeTCs B
TeYeHHEe BCEro mepuoja paboTel KaxA0ro mejarora M COTpPYAHHKAa B 00meoGpa3oBaTenbHOM
OpraHU3aIiH.
3.2. [lanbHeiiiiee BeleHWE IHMYHOIO Jena NEJAaroroB M COTPYIHHKOB 06mieo6pa3oBaTenbHOM
OpraHH3alliy MNpeayCMaTpPHBACT MOMEIIEHHE B JEN0 JOKYMEHTOB, 00pa3yloIIHXcs B IPOLECCE
pabouel neaTeIbHOCTH H HMEIOIMX 3HAUeHHe sl TPYIOBBIX OTHOMICHHIA:

*  JIONOJHEHHUE K JMYHOMY JIUCTKY 110 YYETy KajJpoB;

*  JIOTOJTHUTEIbHBIE COTMALIEHUs K TPYAOBOMY JIOTOBOPY;



*  KOINHMM IIPUKA30B 10 JUYHOMY COCTaBY, KOTOpHIE KACalOTCs IEJaroros ¥ COTPYIHHKOB
o0meobpa3oBaTenbHON OpraHu3aluy;
*  OT3BIBHI JMODKHOCTHBIX JIMII O Tefarore M COTpyIHHKe o6meoOpa3oBaTenbHOH
OpraHu3aluH;
*  KOIHMH JOKYMEHTOB O MOBBIIIEHNH KBalTU(UKaALKH;
*  KONHH CepTH(UKATOB, IPaMoT;
*  JIECT — 3aBEpHUTENb JeNa (COCTABNAIOT NPH caye JIMYHOTO Je/a B apXHB);
*  HHBIE JOKYMEHTHI.
3.3. B pemsax obecrniedeHHsl KOHTPOJIA 33 COXPAHHOCTBIO U aKTYallbHOCTBIO JIMYHBIX JEN B
obmeobpazoBaTenbHON OpraHM3alUl exerojHo (He mo3gHee | kBaprama roja, cieayiommero 3a
OTYETHBIM) TIPOM3BOUTCS MPOBEPKA UX HAIUYHUA U COCTOSHHS.
3.4. ExeroiHyro NpoOBEPKY COCTOSHMS JMYHBIX €N Ha NPEeAMET COXPAHHOCTH BKIIOYEHHBIX B
HEr0 JOKYMEHTOB IPOBOAMUT CHELHANIbHO co3AaHHas Komuccus. O NpoOBEJEHHBIX IPOBEPKAx
JieNlaeTcsl OTMETKA B JIMCTE O pe3yibTaTax €XeroAHOH MPOBEPKH COCTOSHUS W HATHYHA JTHYHOTO
nena (npunoxenne Ne 5) U coctaBigeTcs akT. Pe3yabTaTsl IPOBEPKH JTHYHEIX A€ B 0043aTENBHOM
nopsiiKe JOBOAATCS 10 AupeKTopa obmeobpa3oBaTensHOI opraHu3auy.

4. Tlopsigok yuéTa W XpaHeHHMsl JHYHbBIX e/l MeJaroroB M COTPYAHHKOB OpPraHH3aLHH,
ocyumiecTBAsIOIIeH 06pa3oBaTeIbHYIO 1eSITeJIbHOCTD.

4.1. XpaHeHHe M y4eT JMYHBIX Jlell [IeJaroroB ¥ COTPYJHHMKOB OpraHM3allMH, OCYIIecTBIAIOMmel
o0pa3oBaTenbHyI0 JeSTeNbHOCTh, OPraHU3yIOTCA ¢ 1enbl0 OplcTporo u 6e30mub0YHOro MouckKa
NMUYHBIX [el, ofecredeHuss UX COXPAaHHOCTH, a Takke obecrnedeHHs KOHGHUICHINAILHOCTH
CBEJICHHH, COAepKalUXCcs B JOKYMEHTaX JIMYHBIX e/, OT HECAHKIHOHMPOBAHHOTO JOCTYTIA.

4.2. Jluunple Jena COTPYOHMKOB XpaHATca B ceiide obmeoOpasoBaTeNbHOM OpraHu3aLuHy.

4.3. TpynoBble U MeAMLMHCKHE KHIKKH XpaHATCA OTJAENBHO B ceiide.

4.4. Iloctyn K AMYHBIM J€laM MEJaroroB M COTPYAHUKOB 00meoOpa3oBaTeNbHOM OpraHU3aLiu
UMEIOT TONBKO CEKpeTapb, CHELHalIUCT MO KaapaM, AUpeKTop oO0meobpa3zoBaTenbHOM
opraHuzanuy Iu00 3aMecTHUTEeNd AUPEKTOopa IpH HCHOTHEHMH O00A3aHHOCTEH aupeKTopa
obmeoOpa3oBarenbHON OpraHU3aluy.

4.5. Cucremartu3anus /JIHYHBIX Jel II€JaroroB M COTPYAHHMKOB o0OIieoOpa3zoBaTenbHOM
OpraHu3aliy MpPOU3BOAUTCS B anaBUTHOM IMOPSIKE.

4.6. JluuHele fgena mejaroroB M COTPYAHHMKOB 00Iieo0pa3oBaTelbHONH OpraHU3alldy, UMEHOLIUX
rocylapCTBEHHBIE 3BaHMs, NIPEMHH, HArpajbl, y4YeHble CTENIEHH U 3BaHMS, XPaHATCA MOCTOAHHO, a
OCTaJIbHEIX COTPYAHMKOB — 75 JIeT ¢ rojia yBoipHeHHs paboTHHKA (B cOOTBETCTBHH ¢ [lepeunem
THIIOBBIX YTIPaBI€HYECKUX JOKYMEHTOB).

5. Ilopsiaok Bbiga4yu JHYHBIX JeJ BO BpeMeHHOe MoJIb30BaHHe

5.1. Belmaga nuuHbIX e (OTAENBHBIX JOKYMEHTOB B COCTaBE JMYHOTO fena) BO BPEMEHHOE
110J1b30BaHUE TPOM3BOIMTCA C paspelieHus aAupekropa o0meoOpa3oBaTeabHONH OpraHM3alMU IO
3asBJICHHI0 COTPYIHUKA OpraHHM3alMH, OCYIIECTRIAIONIEeH 00pa30BaTENbHY O NeATENEHOCTE.

5.2. Pabora (03HaKOMJIEHME) C JHYHBIMH JeJaMH IIeJaroroB ¥ COTPYIHHUKOB
06meoOpa3oBaTeNbHON OpraHU3alMy MPOM3BOAMTCA B MPHEMHOM aupekTopa. B koHue paGouero
JHS CeKpeTapb HJIM CIIeLHAIUCT O KajpaM o0s3aHa yOeauThecsl B TOM, YTO BCe JIMYHBIE Jena,
BBIIAHHEIE BO BPEMEHHOE II0Jh30BaHUE, BO3BpALEHbl Ha MECTO XPaHEHWs M €CTh JIH
HeO6XOIMMOCTb ISl IIPHHATHS Mep K HX BO3BPAIIEHHIO MM PO3BICKY.

5.3. ®akT BBIIaU¥ TUYHOTO Jea PUKCHpYeTCs B KOHTPOJIBHOM XKypHale.

5.4. U3patHe OTIENbHBIX JOKYMEHTOB M3 JMYHOIO Jea NPOU3BOAUTCS C pa3pelleHus JUPEeKTopa
001meo0pa3oBaTenbHON OpraHu3anuu ¢ oQOpMICHHEM COOTBETCTBYIOLLEH 3anucu B rpade
«[Ipumedanue» BHyTpeHHeH omucH. Ilpy BpeMeHHOM H3BATHH NOKYMEHTa Ha €ro MecTo (MeXIy
TUCTaMH COCEIHHMX IOKYMEHTOB) BKJIAJBIBACTCS CIPABKa-3aMECTHTENIb ¢ yKa3aHHMeM [aThl U
NPUYMH U3BATHS C MOJIHCHIO JIULA, BBIAABINETO JOKYMEHT, ¥ MOAMNUCHIO JHIA, OTYyYUBLIETO €ro
BO BPEMEHHOE I0JIb30BaHHE.




6. OopmiieHHe JHYHBIX Je] Nepea caaveii B apxuB

6.1. OopmneHre THYHBIX JeN AN Nepeady B apXUB MPOU3BOJUTCA CIIELMATHETOM M0 KazpaM

o6meo0pa3oBaTeIbHON OpraHu3alMi. JTa Npoleaypa BKI0YaeT:

*  MOJIIMBKY (Meperner) aena;

*  yTOYHEHHEe HyMepaluH JTHCTOB Jena;

+  COCTaBIEHHE JHCTa-3aBepuTens (mpuioxkerue Ne 8);

+ cocTaBieHHe (YTOYHEHHE) BHYTPEHHEH OTHMCH;

* BHECEHME YTOYHEHHil B peKBU3UTHI THIEBOH 00JI0KKH Jea.

6.2. Jlucr-3aBepuTenb Jena JOKEH IIOANHCATH €ro COCTaBHTEIb, IPH STOM JENaeTcs

paciipoBKa IOUKHOCTH M IOJINCH, IPOCTaBIseTCs Aara. B mporecce HCIONB30BaHUA

apXMBHBIX JOKyMEHTOB B JIHCTE-3aBepHTelle [ENaloTCsi COOTBETCTBYIOIIHE OTMETKH. Ecmu pmeno
noxmuto 6e3 IMCTa-3aBepHTeNs, TO €ro CIeIyeT HAKIeWTh Ha BHYTPEHHIOK CTOPOHY OOJIOKKH
nena.

6.3. C uensio obecrie4eHns COXPAaHHOCTH JTHYHEIX JIe]l PEKOMEH/TY eTCsA:

+  o0BeMHATH HHIWBHAyaTbHbIE JTUYHEIE JIENa YBOJICHHBIX COTPYIHHMKOB B OJHY OONOXKKY
(oGbeIMHEHHOE /IENI0) ¢ TAKMM pacyeroM, 4Tobsl o6beM jena (Toma) He MpeBhIma 250
MAcTOB (IyTeM CIIMBKH MaTePHANOB MHIMBUYATBHBIX €M 10 TO/IaM YBOJIBHEHHA);

+  pacronaraTh MaTepuaibl WHAMBHAyalibHBIX el B Tpejenax jema (Toma) B anpaBUTHOM
nopsiake (MoGaMuIBHO), OTHENAS Marepuaibl, OTHOCAIIMECH K PasHBIM WHIUBHIYalbHbIM
JeaM, YHCTBIM JIHCTOM OyMard ¢ yKasaHHeM Ha HeM (aMuiiu, AMEHM M OTYeCTBa
COOTBETCTBYIOIIEIO  YBOJNEHHOrO [eJarora M COTpyAHWKa 00LieobpasoBaTebHOU
OpraHu3aliy,

«  cHaGxkarTh Kaxjmoe oOBEIHHEHHOE jJen0 (TOM) BHYTPEHHEH OIHMCBIO C MEPEYHCICHHEM
dbaMummit, KMEH ¥ OTHECTB M YKAa3aHMEM HOMEDPOB CTPaHHIl, B Mpejenax KOTOPBIX
PACIIONOKEHbl COOTBETCTBYIOIIME JOKYMEHTEL.

6.4. Tlepegaya JIMYHBIX Jejl B apXMB OCYILIECTB/IAETCS HE MO3/HEE TPEX JIET I10CHE 3aBEPIICHAA X

B JIENOMPOM3BOJICTBE B COOTBETCTBUHM C rpadukoM. [IpeaBapUTENbHO CEKPETAPEM, CIICLHATUCTOM

110 KajpaMm IpOBEPAeTCs MOJHOTA M MPaBH/IBHOCTE IOArOTOBKH JIMYHBIX J€N K Tepenate.

BeisiBIIeHHBIE [P [IPOBEPKE HENOCTATKH YCTPAHAIOTCA CEKPETapeM, CNELHAIHCTOM IO KalpaM.

[Tepenaya v MpUEM HPOH3BOMATCS 110 ONUCH C MPOCTAHOBKON OTMETOK O HANHYHMH JIHYHBIX €.

6.5. JIqunble nena meJaroros M COTPYAHMKOB 00meo0pa3oBaTebHON OpraHU3alky, 3aKOHYCHHbIC

nenonpoussoactBoM 10 1 suBaps 2003 roxa, xpansarcs 75 1eT, nocie 1 suBaps 2003 roma — 50

ner. JInuHble Jena QMpeKTopa, riasHoro Oyxranrepa o0meo0pa3oBaTeIbHON OpPraHu3alii HMEIoT

MMOCTOSIHHBIN CPOK XpaHEHMS.

7. OTBeTCTBEHHOCTDh
7.1. Tlemarorn ¥ COTPYIHHKH o0meo0pa3oBaTenbHOd OpraHU3alHH 00s13aHBl CBOEBPEMEHHO
MPEJICTaBIATh CEKPETapI0 WM CTIELHAIUCTY 110 KaJpaM CBEICHHA 00 W3MEHEHHUH B MEPCOHAIBHEIX
JAHHBIX, BKIIFOYEHHEIX B COCTaB JIMYHOIO [ena.
7.2. PaboToaatenb 00ecneunBaeT:
¢ COXPaHHOCTh JIMYHBIX JeJ TeJaroroB M  COTPYIHHKOB obmeobpa3zoBaTeIbHOM
OpraHu3alHHu;
*  KOH(UICHUHMATBHOCTh CBEACHMUH, COJEPKAMMXCA B JMYHBIX JejlaX Tearoros H

COTPYIHHKOB.

8. IIpaBa paGoronaTtens u paboTHHKA
8.1. Jlma obecrieueHys 3allUTHl MEPCOHANBHBIX JIAHHBIX, KOTOPBIE XpaHATCA B JHYHBIX JCIaX
IearoroB W COTPYAHHKOB 00Ie00pa3oBaTeNbHOW OpraHU3allii, MEeJarord U COTPYAHHKH
00meo0pazoBaTeIbHOM OpraHu3alii UMEe0T NPaBo:
*  TOJNYYHTH TOJHYKH WH(GOPMALMI O CBOUX MEPCOHANBHBEIX NAHHBIX H obpaboTke 3THX
JAHHBIX;




*  TOJIy4UTH CBOOOMHEIN JOCTYN K CBOMM NEPCOHAIBHBIM JaHHBIM;
*  MOIYYHTH KOTIMM JOKYMEHTOB, XpaHsIIHecs B IMYHOM JieJie ¥ COepKallue epCoHaNbHEIe
JlaHHBIE.
+  TpebOoBATH UCKIIOYEHNS MM HCIIPABICHNA HEBEPHBIX M HEMOMHBIX NEPCOHAIBHBIX JAHHBIX.
8.2. PaGoToaarens HMeeT MpaBo:
+  obpabaTsIBaTh MepCOHANBHBIC JAaHHBIE IEJaroroB M COTPYAHHKOB 00meo0pa3oBaTelbHOM
OpraHu3alliy, B TOM YHCIIE U Ha JIEKTPOHHBIX HOCHTEIIX;
*  3alpOCHTh OT IEJaroroB M COTPYIHMKOB 00LIe00pa3oBaTeNbHON OpraHH3alUK BCHO
HEOOXOAUMYIO WMH(OPMAUMIO IS BeIeHHs IHYHBIX Jen W 0OpabOTKH MepCOHANBHBIX
JTAHHBIX.

9. 3aka0UHTENbHBIE MOJI0KEHHS

9.1. Hacrosmee ITosoeHHe O TMOpSAKe BeJCHUS JUYHBIX A€l pabOTHHKOB SBNAETCS JIOKAIbHBIM
HOPMATHBHEIM aKTOM, MPUHMMaeTcs Ha [lelarorudeckoM COBeTe WIKOMBI M yTBepxkaaercs (ubo
BBOIMTCS B JCHCTBHE) MPUKA30M JUPEKTOPA OPraHM3alliH, OCYIIECTBIAIEH 00pa3oBaTenbHyo
JESATENbHOCTS.

9.2. Bce u3MeHeHUs W JOMONHEHHMs, BHOCHMbIE B HacTosiee [Tomoxenne, ohOpPMISIOTCS B
MHCHMEHHOHM (opMe B COOTBETCTBHH JeMCTBYIONIAM 3aKOHONATENbCTBOM Poccuiickoit
Depnepanuu.

9.3. TlonoxkeHue O MOPsAIKe BEJEHHS JNHYHBIX Hel paboTHHKOB 00pa3soBarelbHON OpraHU3alHH
MPUHAMAETCs HAa HEOlpeleleHHblil cpok. M3venenus u jononHenns k IlomoxeHuro
NIPUHUMAIOTCS B [OPSIIKE, peXycMoTpeHHOM 11.9.1. HacTtosiero Ilonoxenus.

9.4. Tlocne npussTHs [TonoxeHus (MIH U3MEHEHMI ¥ JOMONHEHHH OTACNBHBIX IYHKTOB H
pas[eNoB) B HOBOH peaKLMy Npe/bIyas pejaKius aBTOMaTHIeCKH yTpauuBaeT CUIy.



KypHan ydera TH4HBIX Ael

[Mpunoxenune Nel
K TIOJIOKEHHIO O TTOPAAKE BEICHHA
JMYHBIX JeN pabOTHHUKOB

Ne JHata @amunns, | Tabeab- | HomxHocts | CTpykTyp- Hata u JHata u IIpumeua-
' | odopmie- nms, HbIH (mpodec- HOe HOMEp HOMep HHE
0 | HWSJIMYHOTO [  OTYECTBO HOMeEp CcHl, noppasne- rpuKasa npuKasa
nena neaarora crennans- neHue (pacmops- (pacnops-
COTpYIHHKa HOCTE) KEHHUS) 0 JKEHUs) 0
nejarora u pHeMe npexpare-
COTpYIHHKa nenarora v HUH
coTpyzHuka | (pacTopike-
Ha paboTy HUH)
TPYIOBOrO
IOroBOpa ¢
NeAaroroM
COTPYIHHKOM
(yBONBHEHHE)
1 2 3 4 5 6 7 8 9




[Mpunoxenue Ne2

K nonoxeHuw o
NMOPAAKE BEOCHUA THYHBIX e
paboTHHKO

O0n0XKa THYHOTO JIe1a

(HanMeHOBaHWe 00pa3oBaTENLHON OpraHU3aluH)

JIMYHOE JEJIO Ne

(®.H.0. paboTHuKa)

Jlata Hauana

JlaTa OKOHYaHHUS

Ha JTHCTAx

XpaHHUTb ner

TPYJOBASI KHHKKA Ne

MEJUIUHCKAS KHU/KKA Ne




T[Tpunoxenue Ne3

K MON0MXKEHHIO 0 NMOpALAKe BEACHUA

JHYHBIX A€ paﬁomnkoa

BHYTPEHHSS OITMCh
JIOKYMEHTOB JIHYHOToJena Ne
(®.1.0.paboTHUKA)

Ne Jlara Haszpaumue KoauuecTBO Jara KeM H3B4T H
n/n JOKYMEHT AOKYMEHTA JIUCTOB H3bATHHA Mo KaKoi

a AOKYMEHTA U3 npUYHHE

JHYHOTO
aena
WUTOT'O: JOKYMEHTOB

(urdpamu u NponNUCED)

KosuuecTBo JUCTOB BHYTPEHHEH OIHCH
(uudpamMu U NPONUCHIO)

OTBEeTCTBEHHEBIH 3a
KaJpOBBIH yUET:

« » .202__ronma




TpunoxeHue Ne5

K MOJIOKEHHIO O MOPAAKE BEACHHA

JTHYHBIX Ae]1 pabOTHHKOB

OTMeTKa O pe3yJbTarax eXeroJHON NPOBEPKH COCTOSHHS
W HAJTWYWSI TUYHOTO Jena

041@]

JIOIKHOCTD

JIuanoe nemo Ne

JlaTa IpoBEPKH

@.1.0. unteHoB
KOMMCCHH

IMoamucy 4neHoB
KOMHCCHH

Pesynbrar npoBepku




[Mpunosxenue Neb
K MOJIOXKEHHIO O NMOPANIKE BEISHUA
JMYHBIX 1el paGOTHHKOB

JI4HBIH JTUCTOK IO YYETy KaJpoB

1. ®amuusa

Hms OTuecTBO

2. Tlon

3. T'om, 9HCiI0 ¥ MecsL POXKICHHS

4. MecTo poKIEHHS

(ceno, nepeBHA, ropoj, paiioH, obnacTs)

5. I'pask1ancTBO

6. O6pa3oBaHue

HazBanue
yueOHOro
3aBeJICHHS] U €r0
MECTOHAXOKICHHE

@aKyneTeT
WIH
OTJIENIeHHE

T'om
MOCTYIIIICHHA

T'on
OKOHYAHHSA
HJTH yX0J1a

Ecnu He
OKOHYHJIL, TO
C KaKoro
Kypca yien

Kakyro
CNEUAIBbHOCTD
NOTY4HII B
pe3yJbTaTe
OKOHYaHHUs
yaeOHOTro
3aBElCHH,
ykaszatb Ne
JIATIOMA HITH
yIA0OCTOBEPEHHS

7. KakuMH HHOCTPaHHBIMHU S3bIKAMH BlIaeeTe

(4MTACTE U MEPEXONTE CO CIIOBAPEM, YHTAETE U MOXKCTS O0BACHHTLCA, BIALCETe ¢B060IHO)

8. YueHas cTelneHb, yueHOe 3BaHue

9, Kakue uMeeTe HaydHbIe TPYIbl H H300PETCHHUS




10. BemmonHsemas pabota ¢ Hauana TPYJIOBOW AEATENbHOCTH (BKIIOYas y4edy B BBICIIMX M
Cpe/IHHX CIelHaTbHEIX YueOHBIX 3aBeIeHUAX, BOCHHYIO Ciy: K0y U paboTy MO COBMECTUTENBCTBY)

Mecsy u rox JIOMKHOCTh ¢ yKa3aHHEM YYpEKICHUA, MecroHaxoxIeHHE
MOCTYIUICHUS yxoaa OpraHU3alyy, NPeINpHATHS, a TAKKe YUpEXKACHHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3alKH,
TpenpUATHS

11. IpeGriBanue 3a rpanuLeii (pabota, ciyxedHas KOMaHIMPOBKA, TIOE3/IKa C Aeneranuei)

Mecsy u roa B xaxoii ctpane €J1b pedbIBaHus 3a
¢ Kakoro 0 KaKoe rpaHuIel
BPEMEHHU BpeMs

12. Yyactie B BHIOOPHBIX OpraHax
Mecto BEIOOpPHOTO HasBanue BeiOopHoro | B kadecTse Koro I'ox
oprasa oprasa BbIOpaH u30panus | BBIOBITHA

13. Kakne uMeeTe paBHTE/ICTBEHHBIE HAIPaIbl

Korna u kem HarpaxieH

14. OTHOLIEHHE K BOUHCKHM 00A3aHHOCTAM M BOMHCKOE 3BaHHE

Cocrtas

Pon Bofick

15. CemeliHoe MOJI0KEHHEe B MOMEHT 3all0JTHEHHS IHYHOTO JTMCTKA

16. Jlomaiuuii aapec

(4eHBl CeMBbH, C YKa3aHHWeM BO3pacTa)

17. O0s3yr0ch CBOEBPEMEHHO M3BEIIaTE 000 BceX H3MEHEHHAX NAHHBIX, BKIIOYEHHBIX B JIHYHEIH
JHCTOK IO Y4YeTy KaJIpoB.

« »

202

roja




[Mpunoxexue Ne7
K TIOJIOXKEHHIO O TIOPAZKE BECHHUA
AMYHBIX JeN pabOTHHKOB

AHKETA

damunns

Hms

OTtuecTBO

Jlata poxaeHus

1. 'paxpancTBO (€CAM M3MEHAIH, TO YKAXKHUTE,
KOTJla U 110 KaKOH [IpUYHHE)

2. ObpazoBanue, ydeHas CTeleHb (Korja U
Kakue yueOHbIe 3aBeleHHS OKOHYHIHM, HOMEpa
numiomMoB). CrienuanbHOCTh U KBaTU(pUKaLHs
110 UIUIOM

3. KakuMu HHOCTpaHHBIMY A3BIKAMH H A3bIKAMH
HapooB Poccuiickoit denepanyu Brajeere U B
Kako#W  cTemeHW  (YUTaeTe M MOXKeTe
00BACHATHCS, BIageeTe cBOOOIHO)

4. Bemonnsemas paboTa ¢ Hayaja TPYIOBOH JeATeTFHOCTH (BKIIOYAs BOCHHYIO cl1yx0y ¥ paboty
110 COBMECTHTEIBCTRY)

Mecsii u rox JIOMKHOCTD ¢ YKa3aHHEM YUpexIeHHUs, MecToHax0X IeHHE
MOCTYIUICHHS yxoaa OpraHu3aliy, IPeANpUITHS, a TAKKe YUpPEeKACHHS,
MHHHCTEPCTBA (BEJOMCTBA) OpraHU3aluH,
TpeANpPHATHS

5. Bamu 6;1u3KkHe pOACTBEHHUKH (K€HA, MYK, OTell, MaTh, OpaThs, CECTPEI

Crenenp Qamunus, uMs, Ton Mecto paboTsl, Anpec mecta
poacTBa OTYECTBO POXKICHHS JIOJIKHOCTh JKATEILCTBA

6. lomamuuii anpec u Homep TenedoHa

7. TTacriopT WM JOKYMEHT, €ro 3aMEeHSIOMHUH

(HOMep, CepHH, KeM H KOT/a BbiAaH)
8. JlonmonHUTENBHEIE CBECHHUS, KOTOPbIe.Bbl xkenaere cooOmuTs o cede

10. Ha xakoii ypoBeHs 3aprniartsl Bel paccunteiBaere?

« » 202 rona

(I0/DKHOCTB OTBETCTBEHHOTO 3a Ka/JPOBBIH yHeT) (pacmndpoBKa NOAMKCH)
(moanuce)




TMpunoxenne N8
K MONIOKEHHIO O MOPALKE BEACHHA
JTHYHBLIX Jen pabOTHHKOB

JINCT-3ABEPUTEJIb

nemna Ne
B nmene mpomuTo B NPOHYMEPOBAHO JINCTOB
(urpaMu U MPOMHCHIO)
cepust HOMEp . B TOM YHCJIE:
JIMTEPHBIE HOMEpa JTHCTOB
MPOMyIIEHHEIE HOMEpa JIUCTOB
+ IHCTOB BHYTPEHHEH OIHCH JTHCTOB
OcobeHHOCTH (PU3HYECKOTO COCTOSHHS H Homepa nuctos
(hopMupoBaHHUS Iena
OTBeTCTBEHHBIH 3a
KaJpOBLIH y4eT
(noamnucs) (paciungpoBKa MOAMHCH)

« » 202 rojaa




