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1. O0uue nmos1o:keHUs

1.1. Hacrosimiee [TonoxxeHre o mopsike BEACHUS JIMYHBIX JIe7 paOoTHUKOB opranmu3anuu MKOY
«KocropHsHckass OcHOBHas 0011eoOpa3zoBaTesibHas IIKOJa» pPa3padOTaHO B COOTBETCTBUU C
®enepanbHbIM 3aK0HOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoii deaepanum»

¢ n3meHeHusMu Ha 30 nekaOpst 2021 roga, PenepanbHbiM 3aKkoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANIBHBIX TAHHBIX)» ¢ U3MeHeHnsIMU Ha 2 uroist 2021 roga, Ykazom [Ipesuaenrta ot 30.05.2005

Ne 609 «O6 ytBepxkaenuu [TonoxeHus 0 MepCOHAIBHBIX JTAHHBIX TOCYJIAPCTBEHHOTO CITYXKAIIeTo
Poccuiickoit ®denepanu ¥ BeACHUU €ro JuyHoro aena», TpynoBeiM Koaekcom Poccuiickoii
Oenepauun, KosiektuBHbiM joroBopoMm, YcraBoM MKOVY  «KocTopHsiHCKas OCHOBHast
o0mieoOpa3oBarenbHasH MKOIAY.

1.2. Hannoe IlonoxxeHue ompenenser HOPSAAOK BEIEHUS JWYHBIX JEJI TelIaroroB W HHBIX
COTPYJIHUKOB M PAaOOTHUKOB ILIKOJbI, OMpeneisieT MopsaaoK (GOpMUPOBaHUS, yUeTa U XPaHEHUS,
BBIJIaYU JINYHBIX JIe] BO BPEMEHHOE MOJIb30BaHUE, a TAKKE OTBETCTBEHHOCTh, IIPaBa paOOTHUKOB U
JTUPEKTOpa 00pa30BaTEIIHLHOM OpPraHU3aIUy.

1.3. Hacrosimiee [lonoxkenne yTBep)KaaeTCs MPUKA30M IO IIKOJIC U SBISETCS 00sS3aTeIbHBIM IS BCEX
KaTeropuil MearornuecKux U IPyrux COTPYTHUKOB IIKOJIBI.

1.4. Benenue TUYHBIX A€M MEJAroroB U COTPYAHHUKOB IIKOJIBI BO3JIAraeTcsl Ha CHEIUAIMCTa 10 KaJapaM
OpraHM3alliy, OCYIIECTBIIAIONIEH 00pa30BaTENbHYIO 1€ATEIbHOCTb.

1.5. JIuunoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBHOTO y4eTa, CoJIep KAl Hauboee MoJIHbIe
CBEICHHS O paOOTHUKE 00pa30BaTEIHLHON OPTaHU3AlNN U €T0 TPYAOBOH AesITeNbHOCTH. B mrmuHOe
JIEJI0 BHOCATCS CBE/ICHHUS, CBSI3aHHBIC C MTOCTYIUICHUEM Ha pabOTy ¥ YBOJIbHEHHUEM.

1.6. CBenenusi, cofepxKalirecs B IMYHOM JeJie, OTHOCATCS K KOH(PHUASHIIMAIbHON HHGOpMaIIUU, UMEIOT
OTpaHUYEHHBIN JOCTYI U Pa3TIAICHUIO HE MOIJIeKaT.

1.7. JInaHOe N1e710 BeAeTcs B TEYSHHE BCEro Meprojia paboThl pabOTHUKA.

1.8. BeneHue HECKONbKMX JIMYHBIX JI€]1 OAHOrO paboTHMKAa 0Opa3oBaTEeNbHOM OpraHu3aluu He
JIOTTYCKaeTCsl.

2. llopsinok (popMupoOBaHUS JIMYHBIX eI COTPYIHHKOB
2.1. ®opmupoBaHHE JMYHOTO Jejla [eJaroroB M COTPYAHHUKOB 00Ieo0pa3oBaTeNbHON
OpraHu3ali TMPOU3BOAMTCA HEMOCPEJICTBEHHO IIOCie MpHeMa B 00I1eo0pa30BaTeNIbHYIO
OpraHU3aIMIo0 WK [IEPEBO/IA M1€aroroB U COTPYTHUKOB U3 IPYToil 00pa3oBaTeIbHON OpraHnu3alum.
2.2. B cooTBETCTBUM C HOPMATUBHBIMU JIOKYMEHTAMH B JIMUHBIE JieJla TIE1aroroB U COTPYIHUKOB
OpraHu3alyy, OCYLIECTBIISIOMEH 00pa30BaTENIbHYIO IEATEIbHOCTD, BKJIAJIBIBAIOTCS CIELYIOLIUE
JNOKYMEHTSI: /[ nedazo208:

* 3asBJICHME O IIpUEME Ha paboTy;

* 3asBJICHME O COIJIACHH Ha 00pabOTKY MEPCOHATIBHBIX JaHHBIX MEarora;

* CHpaBKa O HaIM4UU (OTCYTCTBHM) CYyIUMOCTH M (WiM) (pakTa yrojJoBHOTO NpeciieOBaHUs,

BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM MPaBONOPSIKA;

* aBrobOuorpadus;

*  KOMHUA MacnopTa WM MHOTO JOKYMEHTA, YAOCTOBEPSAIOIIEro JUUYHOCTD;

*  KOIHA CTPAXOBOTI'O CBUJETENIBCTBA IEHCMOHHOTO CTPaXOBAaHUS;

*  KOmus WIACHTU(UKAIMOHHOT'O HOMEpa HAJIOTOIJIaTebIINKA;

*  KONMs JOKYMEHTa BOMHCKOTO y4eTa (i1 BOGHHOOOSI3aHHbIX);

*  KOIHUS CBUJETENIbCTBA O 3aKII0YEHNUU Opaka (IIpU HAIUYUN);



KOIHSI CBUETENBCTBA O POKIECHUU JeTel (MpU HATUYHH ),

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOITMU JIOKYMEHTOB O KBaTH(PUKAIIMU WIIM HATMYUE CTICIUATbHBIX 3HAHUH (IPH HAJTHYUN );
KOIUU aTTECTAlMOHHBIX JIUCTOB (MpU HAIWYHH);

KOIUU JIOKYMEHTOB O HarpaKACHUH (IIPU HAJIHYUUN);

XapaKTepUCTUKHU, pEeKOMEHIaTeIbHbIE THChbMa (IIPU HAJIHYUN);

MpUKa3 O MpueMe Ha padoTy;

IIPUKA3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (MIPU HATTMYHH);

JOJDKHOCTHAST MHCTPYKIMA (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTAa Ha3HaueHHWs Ha BCe
JOJDKHOCTH ),

TPYJOBOM JOTOBOP (C MOCIEIYIOIIMM BKIOYEHUEM TOTIOIHUTEIbHBIX COTJIAIEHUN K TPYIOBOMY
JIOTOBOPY);

TPYIOBYIO KHIKKY;

MEIAULMHCKYIO KHWXKKY. 1 pabomuukos.

3asiBJIEHUE O IIpUEME Ha paloTy;

3asiBJICHHE O COTJIacHH Ha 00pabOTKy MEepPCOHAIbHBIX IaHHBIX ME1arora;

CIpaBka O HaIW4YMHM (OTCYTCTBUH) CYyIMMOCTH W (uiu) (akTa yroJoBHOTO IMpeclieOBAHUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM MPaBOMOPSAKA;

aBToOMOrpadus;

KOIHS NAaCTOpTa WM HHOTO IOKYMEHTA, YI0CTOBEPSIOIIETO JINYHOCTD;

KOIIHSI CTPaxOBOTO CBUJIETEIHCTBA ICHCHOHHOTO CTPAaXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAIOTOIIATEeNbIINKA;

KOs JOKYMEHTa BOMHCKOTO yueTa (IJisi BOGHHOOOS3aHHBIX);

KOIUsI CBUETENHCTBA O 3aKJII0UEHUH Opaka (Tpu HAJIW4KH);

KOTIHSI CBUJICTEIHCTBA O POXKICHHUH JIeTeH (MIPH HATWYIHHN);

KOIIMH JIOKYMEHTOB 00 00pa30BaHUY;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIPU HAJTUYUUN);

XapaKTepUCTUKHU, pEKOMEHIaTeIbHbIE MHChMa (MTPU HAJTHYWH);

IpUKa3 O MpueMe Ha paboTy;

MIPHUKa3 O MePEBO/Ie Ha MHYIO JOJHKHOCTH (MIPH HATUYHH);

JOJDKHOCTHAS WHCTPYKIMSA (JOJDKHOCTHBIE WHCTPYKIIMM C MOMEHTAa Ha3HAueHHWs Ha BCe
JOJKHOCTH);

TPYAOBOH TOTOBOP (C TOCIEAYIOUINM BKJIIOUEHHEM JOMOTHUTEIBHBIX COTJIAICHUH K TPYAOBOMY
JIOTOBOPY);

TPYJIOBYIO KHIKKY;

MEIHUIIMHCKYIO KHIUXKKY. Pabomodamens opopmusem:

TPYAOBOH JOTOBOP B IBYX IK3EMIUISIpax;

MpuKa3 o nmpueMe Ha paboTy (0 MepeMeNeHUH Ha IPYTUe JOKHOCTH);

TUYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO MHCTPYKIIMIO B JABYX 9K3eMILISpax.

Pabomooamenw suaxomum:

C HOPMAaTUBHO-TIPABOBBIMU JIOKyMEeHTaMH IIKOIbl (YcTtaBoM, KoJleKTMBHBIM J1OrOBOpPOM,
[IpaBuiaMu TpyAOBOTO pacropsaka u Ap. JIOKaIbHBIMU aKTaMH);
C TOJDKHOCTHOM MHCTPYKIMEH;



* IPOBOJUT BBOJHBIM HHCTPYKTaX, HWHCTPYKTaX II0 OXpaHE TpPyAd, HMHCTPYKTax IIO
MIPOTHBOIOXKAPHOM OE30MaCHOCTH.

2.4. llepBuuyHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* IIPUCBOEHHUE JINYHOMY JI€Ty HOMEpa COIJIaCHO JKypHally y4eTa JIMYHbIX e (mpuinoxenue Ne 1);

* IPOCTaBJIEHME Ha 00JI0XKKE JIMYHOro Jena (nmpuioxkeHue Ne 2) cieiyrolnux peKBU3UTOB: HHAEKC
nena (B COOTBETCTBHHM C HOMEHKJIATYpOW Jen o0mieoOpa3oBaTelnbHON OpraHM3aliu; IOJHOE
HAaMEHOBaHME O00Ie00pa30BaTENIFHON OpTaHU3aIMKM;, HOMEP JHMYHOTO Jena; (aMIIus UM
0T4YeCTBO pabOTHHKA B UMEHUTEIBHOM MaJeKe; IaThl — IOJ] Hayajla U TOjl OKOHYAHHS BEICHUS
JieJ1a; KOJIMYECTBO JINCTOB; CPOK XPAHEHUS;

* [IOMEIIEHUE JOKYMEHTOB, MOAJIEKAIIMX XPAHEHHUIO B COCTaBE JIMYHBIX JI€]l, B XPOHOJOTHUYECKOM
HOpsKe:

» BHYTpPEHHSSI OIUCHh JOKYMEHTOB Jiena (mpuiioskenue Ne 3);
JUYHBIA JTUCTOK MO YUueTy KaapoB (mpuiioxkeHust Ne 6);
3asiBJIEHUE O IIpUEME Ha paloTy;
IIpUKa3 O Mpueme Ha padoTy;
TPYAOBOM JOrOBOP;

YV V VYV

JOTOBOP O MOJHOW MaTepHaJbHOM OTBETCTBEHHOCTH (€CIM PAaOOTHUK — MaTepualibHO
OTBETCTBEHHOE JIUIIO);

» XapaKTEePHCTUKU M PEKOMEH/IaTEIbHbIC TUChMA;

» coryiacue Ha 00pabOTKy MePCOHANBHBIX TAHHBIX.

2.5. JIucTel JOKyMEHTOB, TOMEIICHHBIX B JIMYHOE €TI0, [TOUIe)KAT HyMEPaIHH.

2.6. C nenpio obecrieyeHnsT HaJIeKaIeH COXPAaHHOCTH JIMYHOTO JIea IeJaroroB M COTPYIHHKOB
0011e00pa30BaTENbHON OpraHu3ali U yI00CTBa B OOpAleHUH ¢ HUM NPH (HOPMHUPOBAHUN
JOKYMEHTBI TIOMEIIAIOTCS B OTAENbHYIO manky. [Ipu yBosbHEeHNH pabOTHHKA MPOLIMBAIOTCS
HUTKaMH U CIIAIOTCS B apPXUB.

2.7. BHyTpeHHss ONUCH TOKYMEHTOB, UMEIOIINXCS B IMYHOM JIeJie, JOJKHA COJIepKaTh CBEICHUS O
HOPS/IKOBBIX HOMEpPax, HAaUMEHOBAaHMSIX JOKYMEHTOB [eJla, KOJHMYECTBE JIMCTOB, JaTax
BKJIIOYEHHUS IOKYMEHTOB B JIMUHOE JI€JI0 U U3BATUS U3 JIEJ1a, a TAKXKE KEM U3BIT JOKYMEHT U 10
KAaKOM IpHUYNHE.

2.8. BHyTpeHHSS OMHCh COCTABIISIETCS HA OTAEIHHOM JIUCTE IO YCTaHOBIIEHHOW Qopme. JIucTs
BHYTPEHHEH OIUCH HYMEPYIOTCS OT/AEIbHO.

2.9. Ilpy moAroToBKe JUYHBIX /€] K Iepefade Ha XpaHeHHE K BHYTPEHHEW OMMCU COCTaBIISETCS
UTOTOBas 3aIlUCh, B KOTOPOH yKa3bIBaeTCs HHU(pamMH U MPONHUCHIO KOJMUYECTBO BKIIOYEHHBIX B
Hee JOKYMEHTOB M KOJIMYECTBO JICTOB JIEJa.

3. ITopsipok BeaeHMS JMYHBIX /€] N1earoroB ¥ COTPYAHMKOB OPraHU3aLMH, OCYIECTBIISIOLIEH
00pa30BaTeJILHYIO 1eATeJIbHOCTD
3.1. JIuuHoe Aeno MeAaroroB W COTPYJHUKOB OO0IIE0Opa30BaTENbHON OpraHu3allid BEAETCS B
TEYEHHE BCET0 TMepuoaa paboThl KaXIOTO MeAarora U COTPYyAHHMKA B 00IIeo0pa3oBaTeIbHOM
OpraHu3aIyy.
3.2. JlanpHeliiee BeACHHE JUYHOTO Jela TEJaroroB W COTPYAHUKOB 00Ie00pa3oBaTebHON
OpraHM3aliy MpeIycMaTpUBAeT MOMEINIEHUE B JENO0 JOKYMEHTOB, OOpa3ymIIUXCS B MpOIecce
paboueii IeSTENbHOCTH U UMEIONIUX 3HAYEHUE JIJISl TPYIOBBIX OTHOIICHUH:

*  JIONOJIHEHHUE K JIMYHOMY JIUCTKY 10 YYETy KaJIpOB;

*  JOIIOJHHUTEJILHBIE COTJIAIIEHUSA K TPYJOBOMY JOrOBOPY;



* KONWHM TMPHKA30B IO JIMYHOMY COCTaBYy, KOTOpBIC KAacalOTCsl IEAaroroB M COTPYAHUKOB
001e00pa3oBaTeIbHON OpraHu3aInig;
® OT3BIBbI JOJDKHOCTHBIX JIAIL (6] regarore nu COTPYAHUKC
0011e00pa3oBaTEbHON OpraHU3allHy;

*  KOIIMU JOKYMEHTOB O IOBBIIICHUH KBATU(PUKAIINY;

*  KOIIUH CEPTH(PUKATOB, IPAMOT;

*  JIHCT — 3aBEpPHUTEIIb Jiea (COCTAaBIAIOT IPY caye JINYHOTO Jejia B apXHB);

® HWHBIC TOKYMCHTEIL.
3.3. B memsax oOecriedyeHUs] KOHTPOJS 32 COXPAaHHOCTHIO M aKTYAJIbHOCTBIO JIMYHBIX M€ B
001Ieo0pa3oBaTebHON OpraHMU3alMy €XKeroqHo (He mo3jaHee | kBaprana roja, CleIyoLIero 3a
OTYETHBIM) IIPOU3BOAUTCS MPOBEPKA UX HAIUYHUS U COCTOSHHSI.
3.4. ExeromHyro IMpOBEPKY COCTOSIHUS JTUYHBIX JIEJ Ha MPEIMET COXPAHHOCTH BKJIIOYCHHBIX B
HEro AOKYMCHTOB IIPOBOJUT CICHHUAIBHO CO3JaHHAasd KOMHUCCHUS. O MPOBCACHHLIX IIPOBCPKAX
Jie7IaeTCsl OTMETKA B JIMCTE O PE3yJibTaTaX €KeroJHON MPOBEPKU COCTOSIHUS M HAIMYMS JTHYHOTO
nena (npunoxenue Ne 5) u cocTaBisieTcs akT. Pe3ysbTaTel IpOBEpKH JTMYHBIX JIEN B 00s3aTEIEHOM
HOPSAKE JOBOIATCS JI0 AUPEKTOpa 0011e00pa30BaTeIbHOM OpraHU3auH.

4. IMopsiok y4éTa U XpaHeHHs JUYHBIX JIeJI 1eIaroroB U COTPYAHMKOB OPraHU3aINu,

oCylIeCTBIAOLIEH 00pa30BaTEIbHYIO0 1eATEIbHOCTD.

4.1. XpaHeHue M y4eT JUYHBIX JeJ IeJaroroB U COTPYAHMKOB OpraHM3alli, OCYLIECTBISIOIEH
00pa30BaTeNbHYIO AEATEIILHOCTh, OPIaHU3YIOTCA C LIEIbI0 OBICTPOro U 0€30IHNO0YHOr0 OUCKA
JUYHBIX J1eN, 00eCleyeHuss UX COXPAHHOCTH, a Takxke obecredyeHus: KOH(PUICHIHATbHOCTU
CBGI[GHI/If/'I, COACPIKAIMXCA B JOKYMCHTAX JIMYHBIX J€JI, OT HCCAHKIIMOHHUPOBAHHOI'O AOCTYIIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHATCs B cerihe 001meo0pa3oBaTeIbHOM OpraHu3aIig.

4.3. TpynoBbIe M MEAWIIMHCKNE KHIDKKH XPaHITCS OTICIBHO B ceiide.

4.4. locTyn K JUYHBIM JielaM TeJaroroB M COTPYJHUKOB 001e00pa3oBaTeIbHON OpraHU3aluu
UMEIOT TOJBKO CeKpeTapb, CHEIHMAIMCT IO KaJIpaM, TUPEKTOp o001ieo0pazoBaTeabHON
OpraHu3aii JHOO 3aMECTUTENM IWPEKTOpa TPH HCIOJHEHWH OOS3aHHOCTEH IUpeKTopa
0011e00pa3oBaTeabHON OpraHu3aluy.

4.5. Cucremaru3alys JMUHBIX JI€J1 IEJarOroB U COTPYJHUKOB 00111€00pa30BaTeIbHOM OpraHu3aum
IPOU3BOUTCS B al(paBUTHOM MOPSJKE.

4.6. JInuHble Jena MelaroroB U COTPYJHHMKOB 00IIe00pa3oBaTeIbHON OpraHM3alUU, MMEIOLINX
roCyJapCTBEHHbIE 3BaHUS, IPEMHH, Harpa/ibl, ydeHbIE CTEIICHU U 3BaHUsI, XPAaHATCS IOCTOSHHO,
a OCTalbHBIX COTPYAHHUKOB — 75 JeT ¢ roja yBOJIbHEHHsS paOOTHHMKA (B COOTBETCTBUU C
[lepeyHem TUMOBBIX YNPABICHUECKUX JTOKYMEHTOB).

5. llopsiAoK BbIIAYH JTMYHBIX /IeJ]1 BO BpEMEHHOE M0JIb30BaHHE

5.1. Bpigaua guYHBIX 7N (OTIENBHBIX JOKYMEHTOB B COCTaBe€ JIMYHOTO Ji€la) BO BPEMEHHOE
MOJIb30BaHKE MPOU3BOJUTCS C Pa3pelleHus TUpeKTopa o01eo0pa3oBaTebHON OpraHu3aluu 1o
3asIBJICHUIO COTPYJAHMKA OpraHU3alliy, OCYIIECTBIISIIOIIEH 00pa30BaTEIbHYIO ACSITEIbHOCTD.

5.2. PabGoTa (03HaKOMJIEHHE) C TMYHBIMHU JI€JIaMH TI€1aroroB ¥ COTPYIHUKOB 00111€00pa30oBaTeIbHOM
OpraHM3aly MPOU3BOAUTCS B NMPUEMHOIN nupekTtopa. B koHue pabodero AHS cekpeTapb WIH
CIELUAIUCT 110 KaJpaM 00s3aHa yOeIUTHCS B TOM, YTO BCE JIMUHBIE JieJia, BbIIAHHBIE BO BDEMEHHOE
M0JIb30BaHKE, BO3BpAILEHbl HA MECTO XPaHEHHsI U €CTh JIU HEOOXOAMMOCTD JJISl IPUHSTUS MEp K UX
BO3BPAIIICHUIO WU PO3BICKY.



5.3. @aKT BbIIa4YM JIMYHOTO Jiea (PUKCUPYETCsS B KOHTPOJIBHOM JKypHAJIE.

5.4. U3patue OTAENBHBIX JTOKYMEHTOB U3 JINYHOTO J€Ja MPOU3BOAUTCS C pa3pelleHus] TUpEKTopa
o01ieo0pa3oBaTebHONM OpraHu3anud ¢ Oo(OpMIICHHEM COOTBETCTBYIOIIECH 3amucu B rpade
«[Ipumeuanuey» BHyTpeHHEH ommcH. [Ipu BpeMEHHOM H3BSATHH JOKYMEHTa Ha €ro Mecto (MexmIy
JMCTAMUA COCEIHUX JIOKYMEHTOB) BKJIAJIBIBACTCS CIPABKA-3aMECTUTENb C yKA3aHWEM JaThl W
IMPpHUYUH U3BATUA C MOANUCHIO JIMIA, BEIAABIICTO JOKYMCHT, U NIOANMCHIO JIMIA, ITOJTYYUBIICTO €ro
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopmileHHne JJUYHBIX J€J1 Mepe] caveid B apXuB

6.1. Odopmienue NIUYHBIX A€M Ui Tepefadyd B apXUB IMPOU3BOJIUTCS CHEIUAIMCTOM IO Kajapam

o011ieo0pa3oBaTeabHON OpraHu3alii. JTa MpoLeaypa BKIIOYAET:

* TOIIUBKY (IIEpEIUIeT) Jea;

*  YTOYHEHHE HyMEpalluH JIUCTOB JIENa;

*  COCTaBJIEHUE JIMcTa-3aBepuTelis (mpuioxenue Ne 8);

* cocraBiieHue (YTOUHEHHE) BHYTPEHHEH OMHCH;

* BHECEHHE YTOYHEHUU B PEKBU3UTHI JTUIEBOI OOJIOKKH Jiena.

6.2. Jluct-3aBepurensb Aena JOHKEH MOAMKUCATh €T0 COCTaBUTEb, IPH ATOM JIeJIaeTcs paciudpoBKa
JMOJKHOCTH W TOJIUCH, TMPOCTaBiseTcs JAara. B mporecce HCMONB30BaHUS aPXUBHBIX
JOKYMEHTOB B JIUCTE-3aBEPHUTEIIC JACTMAIOTCS COOTBETCTBYIOMIME OTMETKH. Eciin 1e10 moamuTo
0e3 mucTa-3aBEepUTEIIS, TO €TO CIIEAYET HAKICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeNa.

6.3. C nenpto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIJT PEKOMEH/TyeTCS:

* 00beoUHATh WHIWBUIYaJbHbIC JIMYHBIE J€Jla YBOJCHHBIX COTPYAHHKOB B OAHY OOJOXKKY
(oOBeaMHEHHOE JIE10) C TAKMM pacdeToM, 4ToObl 00beM jena (Toma) He mpeBbiman 250 JTucToB
(TyTeM CIIMBKHM MaTepHaIOB WHAMBHYaIbHBIX JEJ 110 T0JIaM YBOJIbHEHHUS);

* pacrmojiaraTh MaTepHabl HHIUBUIYAIBHBIX JIEN B MIpeenax jena (Toma) B anaBUTHOM TOPSIKE
(modamMHUITEHO), OTENSISI MATepUAITBI, OTHOCSIINECS K Pa3HBIM MHIMBUAYAIBHBIM JeJIaM, YACTHIM
aucToM Oymard C yKa3aHMEM Ha HeM (aMMIMH, MUMEHHM M OTYECTBAa COOTBETCTBYIOILIETO
YBOJICHHOTO I1€1arora U COTpyAHUKa 00111e00pa30BaTeIbHOW OpraHu3aIiiy;

* cHa0XaTh Kaka0e 00beTUHEHHOE /110 (TOM) BHYTPEHHEH OMUCHIO C IIepedncieHneM GpamMuinii,
UMEH M OTYECTB W YKa3aHWEM HOMEpPOB CTPAaHMIl, B TpEAeNax KOTOPBIX PACIIOI0KEHEI
COOTBETCTBYIOIIME JOKYMEHTEI.

6.4. Ilepenaua TUUYHBIX JieNl B apXHMB OCYILECTBISETCS HE MO3/IHEE TPeX JIET MOCie 3aBEPLICHUS

UX B JIEJONPOU3BOJACTBE B COOTBETCTBUM C TpadpukoM. [IpenBapurenbHO cekpeTapem,

CMELUAINCTOM IO KaJpaM IMpOBEpsSeTcs MOJIHOTa U MPaBHIBLHOCTh MOATOTOBKU JIMYHBIX JEN K

nepenaye.

BrisiBIeHHBIE TIpH TIPOBEPKE HEAOCTATKH YCTPAHAIOTCS CEKpeTapeM, CHEIHaINCTOM I0 KaJpam.

[lepenaua v mpreM MPOU3BOIATCS IO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIUMYHBIX .

6.5. Jluunele fena TeNaroroB M COTPYAHUKOB 00IIe00pa3oBaTeIbHOM  OpraHHu3alluy,

3aKOHUYEHHBIE JAEI0NPOU3BOACTBOM 110 1 stHBaps 2003 roga, xpausrcs 75 net, nocie 1 suBaps 2003

rona — 50 mer. Jluunble nena nauMpeKTOopa, TJIAaBHOTO Oyxranrepa o0IeoOpa3oBaTeIbHOM

OpTaHU3aIH UMEIOT ITOCTOSIHHBIA CPOK XpaHECHUSI.



7. OTBETCTBEHHOCTh
7.1. Tlemaroru W COTPYAHHKH 0OIIEO0pa30BaTEIBLHON OpraHU3auK 00sS3aHbl CBOEBPEMEHHO
MPEJCTABIATh CEKPETAPIO MIIM CIICHUAIMCTY TI0 KaJpaM CBeIIeHHsI 00 N3MEHEHHH B IIEPCOHATBHBIX
JaHHBIX, BKIIFOUCHHBIX B COCTAaB JIMYHOTI'O ACJIA.
7.2. Pabotonarens obecrieunBaeT:

*  COXPaHHOCTh JIUYHBIX el TeAaroroB | COTPYJTHUKOB 00I11€00pa30BaTEIIbLHON

OpraHu3aINH;
*  KOH(HICHIMATHLHOCTDh CBEJACHUMN, COJICPKAIINUXCS B JIMYHBIX JIeJIaX MEIaroroB U COTPYTHUKOB.

8. [IpaBa paGorTonare/isi 1 paGoTHUKA
8.1. lns obecrnieueHus: 3alIUThl MEPCOHAIBHBIX NAHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX JEJIax
MeJaroroB U COTPYAHHUKOB OO0IIe00pa3oBaTeIbHON OpraHu3aluy, MNEAarord W COTPYAHUKH
o0mieo0pa3oBaTeabHON OpraHU3ali UMEIOT MIPaBo:
*  IOJIy4YMTb MOJIHYIO HH(POPMAIMIO O CBOMX [IEPCOHANBHBIX JAHHBIX U 00pa0dOTKE ITUX JaHHbIX;
*  TOJYYHUTH CBOOOIHBIN JOCTYI K CBOMM IIEPCOHAIBHBIM JITAHHBIM;
* IIOJIy4UTh KOIIMU JOKYMEHTOB, XpaHSAIIMECS B JIMYHOM JE€Jie U COJAepiKalllue IepCOHAJIbHbIE
JaHHbIE.
* TpeOoBaTh UCKIIOUYECHUS WM UCIIPABJICHUS HEBEPHBIX U HEMOJHBIX NEPCOHANBHBIX JAHHBIX.
8.2. PabGoronarenp uMeeT mnpaso:
* oOpabaTbIBaTh NEpPCOHAIBHBIC [aHHBIC TIIEJAaroroB M COTPYAHUKOB 00I1€00pa30BaTEIbHOM
OpraHM3aliM, B TOM YUCIIE U Ha SJIEKTPOHHBIX HOCUTEIIAX;
* 3ampoCUTh OT TIEJaroroB W COTPYAHHKOB 0OIIe00pa3oBaTeNbHON OpraHU3ali  BCIO
He00X0IUMYI0 HH(POPMAITUIO AJIsi BEJCHHSI TUYHBIX JIe)I U 00pabOTKU NEPCOHANIBHBIX JaHHbBIX.

9. 3ak/II04YUTENbHbIC MOJI0KCHHUS

9.1. Hacrosimee IlonoxxeHue o mopsiake BEAEHUS JMYHBIX €] PaOOTHUKOB SIBISIETCS JIOKAJIbHBIM
HOpPMATHUBHBIM aKTOM, NpuHHMaeTcss Ha [lemarormyeckom coBeTe IIKOJNBI W yTBepxkaaercs (I1mbo
BBOJUTCS B JIEHCTBHE) NPUKA30M AMPEKTOpa OpraHu3alMM, OCYIIECTBIAIOLIEH 00pa3oBaTeIbHYIO
NEeSITENbHOCTbD.

9.2. Bce u3MeHeHHs W JOMOJHEHHUS, BHOCHUMBbIE B HacTosmee llomoxxeHue, ohopmIsiOTCsS B
MMCbMEHHON (hopMe B COOTBETCTBUH JEHCTBYIOINM 3aKOHO1aTesIbeTBOM Poccuiickoit @eneparuu.

9.3. IlonoxeHue O MOPsJIKE BEACHUS JIMUHBIX /i€l PabOTHUKOB 0Opa3oBaTeNbHON OpraHu3aluu
IIPUHUMAETCS Ha HEONPEEIIEHHBIN CpoK. M3MeHeHus u nononHenus k [1o10xeHno MpUHUMAIOTCS

B MOpAJIKE, IpeTycMOTpeHHOM 11.9.1. Hactosimero [lonoxenus.

9.4. ITocne npunsaTus [lonoxxenus (WM U3SMEHEHUN U JIOMIOJIHEHUH OTAENbHBIX MYHKTOB U pa3JieioB) B
HOBOM pelaKINK MpeabAyIIas peAaKkIis aBTOMaTHYECKH YTPAUYUBaeT CHUITY.



K ITOJIOKCHHUIO O MOPAAKE BEACHUA

Kypnai ydera TUUHBIX J1€]

[punoxenne Nel

JIMYHBIX ICJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens-| JlomkHOCTB CrpykTypHOE Hara u HOMep Harta u Homep | IIpumeua-
1/ | opopmie- M, HBIH (mpodeccust, | mompasneneHue TpuKasa npuKasza HHE
II HUS OTYCCTBO HOMED | CrIeHMaIbHOCTH) (pacnopspkerns) | (pactopsbKEHHS)
nugnoro | leAarorau nejarora u 0 mpHueMe 0
nena | COTPyIHHKA COTPYJHHUKA nejarora u HpeKpanieHuu
COTPYAHHUKA HA | (pacTOp)KECHUH)
paboty TPYZAOBOTO
JIOTOBOPA C
NeIaroroM u
COTPYTHHKOM
(YBOJIBHEHHN)
1 2 3 4 5 6 7 8 9




Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPS/IKE BEACHHUS
JIMYHBIX JIe]1 pabOTHUKOB

O0J10KKa JIMYHOTO JIejia

donng Ne

Omnuce Ne

Jeno Ne

Wunexc nena

(Ha3BaHKME 00Pa30BATEIBHON OPraHU3ALIN)

JIMYHOE JIEJIO Ne

(3aroyoBoK Jena)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIICTax
XpaHUTh aer




Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHAA OITMCh
JIOKYMEHTOB Jiesia No

JIMYHBIX JCJI paGOTHI/IKOB

No HNunexc Hara Haspanue Howmep [Ipumevanus
/1 JIOKyMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
zena
Hroro: JIOKYMEHTOB

(uMgpamu ¥ TPOIKCHIO)

KomuuectBo aucroB BHyTpeHHeﬁ OIINCH

(rpamu 1 IPOITHCHIO)

OTBETCTBEHHEBIN 3a
KaJIpOBBIN YYeT:

(Troxrvcs)

« » 202 ronma

©.1.0.

JlomKHOCTD

JInunoe nemo Ne




[Mpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]T pAOOTHUKOB

Jlata o3HaKoMIIeHUS Tie1arora
U COTPYIHHUKA C JIMYHBIM

JACIIOM

Iloanuce nienarora u
COTPYIHUKA

OTMeTKH, TpUMEYaHus,
3aMCYaHU




[Ipunoxxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX JCJI paGOTHI/IKOB

OtmeTKka o pe3yJabTaTrax e)KeI‘OIlHOﬁ MPOBEPKU COCTOSAHUA H
HaJIN4IUAA JIMYHOI'O AeJ1ia

®.1.0.

JlomKHOCTD

JInganoe nemo Ne

Jlata mpoBepku

®.N.0O. uneHoB
KOMHCCHU

Ilongnucu yieHoB
KOMHCCHU

PesynbTar nmpoBepku




Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX JCJI paGOTHI/IKOB

JIMYHBIN JJUCTOK 10 Y4eTy KaJApoB

1. damunusa

Nms OT4ecTBO

2. Tlon

3. T'ox, uncno u MecsI] poXKICHHS

4. Mecto poxxIeHUs

(ceno, nepeBHs, TOPOJ, paifoH, 0071acTh)

5. I'paxmaHcTBO

6. OOpa3oBaHue

HasBanue dakynbpTeT I'on l'on Ecnu ne
y4eOHOro WU IIOCTYIUICHUS | OKOHYAaHWUS | OKOHYWI, TO

3aBEICHUSA U €T0 OT/IETICHUE WJIM yXOaa C KaKkoro
MECTOHAXOXKICHUC Kypca yme

Kakyro
CHEINAILHOCTD
MOJIy4UJI B
pe3ynbTare
OKOHYaHUS
y4eOHOTO
3aBe/leHus,
ykaszatb Ne
JTUIUIOMA WK
YI0CTOBEPEHUS

7. Kaxumu HHOCTPAaHHBIMU A3bIKaAMHU BJIAACCTC

(4uTaeTe ¥ NEPEBOJUTE CO CIOBAPEM, YUTACTE U MOKETE OOBACHSATHCS, BlIaJIeeTe CBOOOJIHO)

8. VYuenas CTCIICHb, YUCHOC 3BAHUC

9. Kakue umeere Hay4dHbIEe TPY/IbI U H300PETCHUS




10. BeimonHsemas paboTa ¢ Hadana TPyJ0BO AeATEIbHOCTH (BKIIIOYAs y4eOy B BBICIINUX U CPEAHUX
CTEUANBHBIX Y4eOHBIX 3aBEICHHUIX, BOCHHYIO CIIy>KOY M paboTy 110 COBMECTUTENIBCTBY)

Mecsu u roa JOMKHOCTB € yKa3aHHEM YUPEKICHHUS, MecTtoHaxoxkIeHHE
MOCTYIUICHUS yxoaa OpraHu3aLMu, IPEANPUATHS, A TAKKE YUpEKIACHUA,
MUHHCTEPCTBA (BEIOMCTBA) Opranu3anuu,
NpEeANPUITHS

11. TIpebriBanue 3a rpanuIie (paboTa, cirykeOHass KOMaHAUPOBKA, TIOE3/IKA C JACIIeraiuei)

Mecsan u ron B kakoii ctpane L{ens npeObIBaHUS 3a
C KaKkoro 10 KaKoe rpaHuLei
BpEMEHU BpeMs

12. Yyactue B BEIOOpHBIX OpraHax

MecTo BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro Ton

oprasa oprasa BBIOpaH n30paHusl | BBIOBITHS

13. Kakue numeete IMPpaBUTCIILCTBCHHBLIC HAIrpalbl

Korga u xeM HarpaxaeH
14. OTHOMIEHNE K BOUHCKUM 00S3aHHOCTSM M BOMHCKOE 3BaHUE

CocraB Pon Botick

(KOMaH/JHBI{, MOJIUTHYECKHUH, aIMUHUCTPATHBHBIN, TEXHUUECKUH U T. I1.)

15. CemeliHo€e MOJIOKEHNE B MOMEHT 3aIlOJIHEHUS JIMYHOTO JTUCTKA

(uneHbI CeMbH, C yKa3aHHEM BO3pacTa)

16. Tomamruuit aapec

17. O6s13y10ch CBOEBPEMEHHO H3BelIaTh 000 BCEX M3MEHEHMSX JIAaHHBIX, BKIIOUEHHBIX B JTMUHBIN
JHUCTOK IO y4YeTy KaJIpoB.

« » 202  ronma




AHKETA

[Tpunoxxenne No7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX JCJI paGOTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jara poxneHus

1. I'paxxnancTBO (€ciid U3MEHSIU, TO YKaXHUTE,
KOT/JIa M 10 KaKOW MpUYuHE)

2. O6pazoBanue, yueHas CTeneHb (Koraa U Kakue
y4eOHbIC  3aBEJCHUS  OKOHYHIIM, HOMEpa
auTuIoMoB). CHeUaNbHOCTh M KBaTH(DHUKAIHS
0 TUTUIOMY

3. KakuM# MTHOCTpaHHBIMU S3bIKAMU U A3bIKAMHU
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KaKO¥ CTENeHU (YUTAaeTe U MOXKETE

O0OBSCHSTHCS, BIaIeeTe CBOOOIHO)

4. BeimonHsemas paboTa ¢ Hayajia TpyJJOBOH J€ATEIbHOCTU (BKJII0OYasi BOGHHYIO CIIY>KOy U paboTy

110 COBMeCTI/ITeHBCTBy)

Mecs u ron

MOCTYILIICHU A yxoaa

JIOJDKHOCTB C YKa3aHUEM YUPEIKICHUS,
OpraHM3aIiH, TPEIMPHUITHS, a TAKKe
MUHHUCTEPCTBA (BEIOMCTBA)

MecToHaxoXIeHUE

YUpEXKIEHUS,
OpraHu3aIui,
peANpUATHS

5. Bamm 6nu3kue poJICTBEHHUKH (3KE€Ha, MyXK, OTell, MaThb, OpaThsi, CECTPHI)

damunus, UM, I'ox
OTYECTBO

Crereun
poxcTBa

POXIAEHUS

Mecto paboThl,
JIOJIKHOCTh

Anipec mecta
KHUTECIIbLCTBA

6. Jlomanrawuii agpec u HoOMep TenedoHa

7. [TacopT Wiu JOKYMEHT, €r0 3aMEHS IO

(HOMED, cepusl, KEM M KOT/Ia BbIJIaH)

8. JlononHuTeNnbHBIE CBEIEHUS, KOTOpbIe Bl skenaere cooOmuTh 0 cede




10. Ha xaxoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  ropa

(IOJDKHOCTB OTBETCTBEHHOTO 32 KaJPOBBIH y4eT)

(Tmoamcs)

(pacmpoBKa IOIUCH)



[Mpunoxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIE]T pAOOTHUKOB

JIMCT-3ABEPUTEJIb nena Ne

B nene npomuto u npoHyMepoBaHO

JINCTOB

(uudpamu ¥ MPONKCHIO)

¢ Ne 110 Ne , B TOM 4HCJIE: INTEPHBbIE HOMEpa
JMCTOB IPOIYIIEHHBIE HOMEpa
JIMCTOB + JINCTOB BHYTPEHHEH
OIMCH JIUCTOB

OcobeHHocTr (PU3NYECKOTO COCTOSTHUS U
(dbopMupoBaHus aena

Howmepa nuctoB

OTBETCTBEHHBIN 3a
KaJIpOBBIN y4YeT

(monmucs)

« » 202  ropga

(pacum(poBKa MOAKCH)




