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1. O6mue noJiokeHus

1.1. Hacrosmee [Ilonoxkenue o mopsjke BENEHHS JMYHBIX AeN PabOTHUKOB OpraHU3aildy,
ocymecTBIIomed  o0pa3oBaTeNbHYI0  JEATENbHOCTh, paspabOTaHO B COOTBETCTBHM C
QexpepanbaeM 3akoHOM Ne 273-03 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoi Denepanuuy
¢ uameHeHusmu 0T 2 mona 2021 roma, Pemepanshem 3akoHoMm ot 27.07.2006 Ne 152 «O
TIEPCOHAIBHBIX JaHHBIX» B pefakiuyu ot 2 mons 2021 roxa, Ilpukasom ®enepanbHOTO apXHBHOTO
arerrcTBa oT 23 nexabps 2009 rona N 76 «O6 yrBepxaenns MeTopuueckux peKOMEHAAH 1Mo
pa3paboTKe WHCTPYKUHH 0[O JENIONpOH3BOJACTBY B (eldepalbHBIX OpraHaX HCIOIHHTEILHOM
Bractu», YxasoM [Ipesumerta ot 30.05.2005 Ne 609 «OG yreepxnenwn Ilonoxkernus o
NIEpCOHANIBHBIX JaHHBIX TOCYAapPCTBEHHOrO ciyxauero Poccuiickoit Denepauny 4 BeIASHHH €ro
muHoro aenma» B pemakmud oT 23 wmong 2019 roma, Tpynosemm Kopmexkcom Poccuiickoit
®enepanuu, Komnektusaem goropopoM, ¥Ycraeom MOV — COIII c. [TapnoBka.

1.2. Jlannoe IlonoxeHue ompelenser NOPANOK BENCHHSA JIMYHBIX M€/ NENaroroB ¥ HHBIX
COTPYHMKOB ¥ PabOTHHKOR INKOJBL, ONpENe/AeT MOPSAOK (POpMUPOBAHUS, yueTa M XpaHEHMS,
BBEIZIAYM JTHYHEBIX €T BO BPEMEHHOE TTONB30BAHAE, & TAKIKE OTBETCTBEHHOCTH, IpaBa pabOTHHUKOB U
JIUPEKTOpa IIKOJBL. )

1.3. Hacrosimuee Ilonoxenue yrBepaaeTcss MpUKa3oM IO IIKOJIE ¥ SBIACTCS O0S3aTeNbHBIM s
BCEX KaTeropuit nelaroruueckKux u APyrux COTPYAHHKOB IIKOIIBL

1.4. Benenue MUYHBIX [l 1€AaroroB ¥ COTPYAHHUKOB INKONEI BO3NAaraercs Ha CIIENHATHCTA IO
kanpam MOY — COIlI c. [TaBnoBxka.

1.5. Jlmunoe geno — OCHOBHOM NOKYMEHT IEPCOHAIBHOIO ydera, cojlepKamuil HanboJiee 1morHble
cBelieHHs 0 paboTHHKE 00pa3oBaTe/IbHOM OpraHU3allUy U €ro TPyA0BOM NEATENFHOCTH. B imuHOe
JIEN0 BHOCATCS CBE/ICHUS, CBA3AHHbIE C IOCTYIJIEHHEM Ha paboTy H YBOJIBHEHHEM.

1.6. Cpenenus, copepKalniecs B JIMYHOM Jienie, OTHOCATCS K KOH(uAeHMaNbHOH nHGOpManuH,
HMEIOT OTPaHUYeHHbINA JOCTYH U pasmIalleHuI0 He TOUIeKaT.

1.7. JIngnoe geno BeieTcs B Te9eHUE Beero neproa paborsl paboTHHUKA.

1.8. Benenue HECKONBKHX NUYHBIX Jle71 OAHOro paboTHHKAa 00pa30BaTeNbHON OpraHu3alii He
JIOIyCKaeTcCs.




2. Iopsnok GOpMHPOBAHHUS JHIHBIX /1€ COTPYAHHKOB

2.1. opMHpOBaHHE IJIMYHOrO Jeia TEAaroroB M COTPY/HMKOB IIKONBI IPOM3BOMTCA
HEMOCPEACTBEHHO Ioche HpueMa B 00meo0pasoBarebHYI0 OpraHH3alMio HIH IEpeBoia
IIe/IarOrOB ¥ COTPYAHUKOB U3 APyToif 06pa3oBaTeIbHON OpraHu3alliy.

2.2. B COOTBETCTBHHM C HOPMATHBHBIMH JIOKYMEHTaMHM B JIMYHBIC Jie/la [E€Aaroros ¥ COTPYIHAKOB
OpraHM3al|iK, OCYLIECTBIIONIEH 00pa3soBaTE/IbHYIO JCSTEIBHOCTD, BKIAIBIBAIOTCA CIIEYIOIIHe
JOKYyMEHTBI: .

s nedazoz08:
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3asBIIeHME O IIpHeMe Ha paboTy;

3asBJIEHKE O COTIacHy Ha 00pabOoTKY MEepPCOHANBHEIX JaHHBIX IEarora;

crpaBKa O Hamuuuy (OTCYTCTBHH) CYAUMOCTH H (unm) axTa yrojoBHOTO Mpecie/oBaHuA,
BBIJAHHOIO COOTBETCTBYIOIIUM OPTaHOM IIPaBOMOPSAKA;

asrobuorpadus;

KOTIUS NacTIOpTa MK MHOTO JOKYMEHTA, YAOCTOBEPAIOWIETrO JIMIHOCT;

KOIIMS CTPaxOBOrO CBUAETENLCTBA IEHCHOHHOTRO CTPAXOBAHUS;

KOTIHS HAeHTH(QUKAIMOHHOTO HOMEPA HaIOT OILIaTE bIIHKa,

KOIMS JOKYMEHTA BOMHCKOTO ydeTa (JULs BOEHHOOOS3aHHBIX);

KOTIHS CBU/IETENHCTBA O 3aK/IIoueHur Opaka (TpH HaJliduH);

KOIIHS CBHJIETENBCTBA O POYKIEHAH JeTel (IpH HAIHYHH);

KOTIMH JIOKYMEHTOB 00 00pa3oBaHuy;

KOTIHH JOKYMEHTOB O KBau(bUKALMY WA HATHIME CTIELMalbHBIX 3HAHUH (py HAJTYKH);
KOIIMH ATTECTAIMOBHEIX JIUCTOB (TIPH HATUYMH);

KOIIMH JIOKYMEHTOB O HarpaXIeHUH (U HAIUYAN);

XapaKkTEepUCTHKH, PEKOMEH/IaTeIbHBIE THChMa (MPU HAIMIHH);

IpHKa3 0 pueMe Ha paboTy;

IIPHKa3 O IePeBOJIE Ha HHYIO JOJUKHOCTD (TIPH HATIMYHH);

JOJDKHOCTHAS MHCTPYKIHs (HOJDKHOCTHBIE MHCTPYKUMH C MOMEHTa HasHAuCHHS Ha BCE
JIOJKHOCTH); .

TPYZOBOH JOTOBOP (C IIOCJIEAYIOUIMM BKIIOYEHHEM [IOMOIHHTCIBEHBIX COrNameHui K
TPYJAOBOMY JOTOBOPY);

TPYIOBYIO KHHXKKY;

MEIMIMHCKYIO KHIKKY.

M pabomnuxos:

3asBIIEHHE O IpUeMe Ha paborTy;

3asBJIEHUE O COIJIacCHH Ha 00pabOTKY NMEPCOHAIBHBIX NaHHBIX I1€1arora,

CIIpaBKa O HATHYHMA (OTCYTCTBHH) CYIMMOCTH U (W) (axra yroJOBHOrO Mpecie0BaHMs,
BBIJAHHOI'O COOTBETCTBYIOIIMM OPraHOM ITPaBONOPsIKa;

aBToOHorpadus;

KOIIHA NacIopTa MM MHOTO JOKYMEHTA, YIOCTOBEPSIOLIErO JTHIHOCT;

KOTIHA CTPAXOBOT0 CBUJIETENECTBA IEHCHOHHOIO CTPAXOBaHHA,

KOS MACHTHOUKAIHOHHOTO HOMEpPa HAJIOTOILIATe IbIIHKA;

KOIWMS IOKYMEHTa BOMHCKOT'O ydeTa (JUIsi BOSHHOOOS3aHHBIX);

KOIIUsI CBH/ICTENBCTBA O 3aK/oYeHi: Opaka (Ipu HaIAYuH);

KOIIMs CBHACTENHCTBA O POIKICHUH HeTell (IpH HaIMYUH);

KOIIUH IOKYMEHTOB 00 06pasoBaHu;

KOIIMM JIOKYMEHTOB O HarpaxaeHuy (IIpU HaTHIum);

XapaKTepHCTUKH, PEKOMEH/[aTeIbHbIE MIChMA (TIPY HATHYHH);

IpHKa3 0 IpueMe Ha paboTy;

TIPHKA3 O NEPeBOJIE Ha MHYIO JOJDKHOCTD (IIPU HATHYMH);

JOJDKHOCTHAS MHCTPYKIHMS (JOJDKHOCTHBIE MHCTPYKUMH C MOMEHTA Ha3sHA4eHHs Ha BCE
JIOJDKHOCTH);
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* TPYAOBOH J0roBop (C MOCIERYIOIMAM BKIIOYCHHEM J[ONOJHHUTENBHEIX COMVIAINEHHH K
TPYAOBOMY ZIOTOBODPY);

*  TPYHOBYIO KHHKKY;

*  MEIHIHHCKYIO KHHXKKY.

Pabomodamenv ogpopmnsem:

*  TPYZOBOH JIOTOBOP B ABYX SK3EMILISIPax;

* IpHKa3 0 mpueMe Ha paboTy (0 mepeMeIneHUH Ha APYTHe JO/DKHOCTH);

*  JHYHYIO KapTouky Ne T-2;

*  JIOJDKHOCTHYIO MHCTPYKIIHIO B JIBYX DK3eMIUIApax.

Pabomodamens 3nakomum:

* C HOPMAaTHBHO-TIPABOBLIMU JOKyMEHTaMH MIKOJEI (YcTaBoM, KOMIEKTHBHEIM HOrOBOpPOM,
ITpaBunamMu TPy/IOBOTO pacIopsaAKa H Ap. JOKAIBHBEIMH aKTaMHu);

*  C JOKHOCTHOW HHCTPYKIHEH;

* IPOBOAUT BBOAHBIM MHCTPYKTaX, HMHCTPYKTaX II0 OXpaHe TpyAa, HHCTPYKTAX II0
IIPOTUBOIOKAPHOU 0€30ITaCHOCTH.

2.4. Tlepuunoe oopMiIeHHE TMYHOTO JIeJia IPeIyCMaTpUBaeT:

* TPHCBOCHHE JIMYHOMY JIEJIy HOMEpA COTITIACHO JKYpPHAIY y4eTa JIMYHBIX JeN (IPUIOKEHHE
Ne 1);

* TpocTaBlieHHEe Ha OOJOXKKe JTHYHOro fena (mpunoxenue No 2) CHeAylOmuX PEeKBH3HTOB:
MHIEKC Jena (B COOTBETCTBHH C HOMEHKJIATYpoH men  o6meo6pasoBaTenbHON
OpraHusalliH; IIOJHOEC HaMMEHOBaHHE 00MmEe00pa3oBaTeNbHOM OpraHu3aluy; HOMEp
JTHYHOTO Jefa; GaMuiIus UM 0TYeCTBO pabOTHUKA B MMEHHMTEIBHOM IazeKe; AaThl — TOI
Havaja ¥ rojl OKOHYaHHs BEJEHHUS [ejia; KOJHYECTBO JIUCTOB; CPOK XPaHEHHST;

* TOMEIIEHHE JOKYMEHTOB, IIOJUIEKAIMMX XPaHEHHID B COCTaBe JIMYHBIX [, B
XPOHOJIOTUYECKOM TOPSIIKE: -

BHYTPEHHSAA ONUCEH JIOKYMEHTOB Jiena (npuiioxenue Ne 3);

JIMYHBIA JIMCTOK II0 y4eTy KaZpoB (mpunoxerus Ne 6);

3asBIIEHHE O IpHeMe Ha paboTy;

IpHKa3 0 IpueMe Ha paboTy;

TPYJIOBOH JI0TOBOD;

JOrOBOp O TMOJHON MaTepHaJbHOH OTBETCTBEHHOCTH (ecnw pabOTHHK —
MaTeprallbHO OTBETCTBEHHOE JIHIIO);

XapaKTEPHCTHKH M PEKOMEH/1aTe/IbHbIe ITHChMa;

coryacue Ha 00paboTKy epcoHaNBHEBIX JaHHBIX.

2.5. JIuCTBI JOKYMEHTOB, IIOMEIIEHHBIX B JIMYHOE JEN0, OIEKAT HyMEPALIHH.

2.6. C nenpro obecnieyenust HaIeKame COXpaHHOCTH JIMYHOTO fIela NEJaroroB ¥ COTPYIHHKOB
obmeo6pa3oBaTenbHO OpraHu3anui ¥ ygobcrBa B OOpalleHMH C HHM IpH (OPMHPOBAHMH
NOKYMEHTBEI NOMEINAITCA B OTACNBHYIO Hanky. [Ipu yBonbHEHHH pabOTHHKA HPOIIMBAIOTCS
HATKaMH H CAAIOTCS B apXHB.

2.7. BEyTpeHHAs ONMHCh JOKYMEHTOB, HMEIOIIMXCS B JIAYHOM JIElie, I0JDKHA CONEPKATh CBEICHHUS
0 TNOpAIKOBBIX HOMEpax, HAUMEHOBAaHUSAX JOKYMEHTOB [ieJia, KOJIMYECTBE JIMCTOB, Jarax
BKJIIOYEHHS [IOKYMEHTOB B JIMYHOE JIEJIO M U3BATHA U3 Jle]la, a TaKXKe KeM H3BAT JOKYMEHT U I10
KaKoH MpuYHHE.

2.8. BHYTpeHHSs ONUCh COCTABIAETCS Ha OTAENBHOM JIUCTE 110 YCTAHOBJIEHHOM (opme. JIMCTEI
BHYTPEHHEH OIUCH HYMEPYIOTCS OT/JIEIIBHO.

2.9. Ilpu MOATOTOBKE JHYHBIX JIeN K Iepejiadye Ha XPaHCHHE K BHYTPEHHEH OIMCH COCTaBIISETCS
UTOrOBas 3alkCh, B KOTOPOH yKa3bIBaeTcs NH(PPaMHU ¥ IPOMHCHIO0 KOJHYECTBO BKIFOYEHHEBIX B HEe
JIOKYMEHTOB U KOJIMYECTBO JIUCTOB JIENA.

YV VVVVVY

3. Ilopsimoxk BedeHHs JHYHBIX JeJ MeJaroroB M COTPYAHHKOB OpPraHHM3allMH,
ocymecTB/IsOm el 00pa3oBaTeIbHYIO AeATEIbHOCTD



3.1. Jluunoe meno memaroro U corpyauukoB MOY — COIII c. IlaBnoBxa BeA€TCA B TEUCHUE BCETO
neprosia paGoThl KaX/I0ro Ielarora i COTpyAHUKA B 0611e06pa3oBaTebHOR OpraHu3alyy.
3.2. JlanbHeifiee BeJeHWE JTMUHOTO J€Na IEJaroroB M COTPYAHHKOB 00meo6pasoBaTeibHOMN
OpraHM3aIMM TPeyCMATPUBACT IIOMEIICHHE B JET0 JOKYMEHTOB, 0OpasyIoIUXCs B MPOLECCE
paboueit IeATETLHOCTH H HMEIOIIHX 3HaUYEHHE /U TPYAOBBIX OTHOIICHHH!

*  JIONOJHEHHUE K THYHOMY JIMCTKY 10 Y4ETY KaJpoB;

e JIONONHHUTEJIBHEIE COrJIalleHUs K TPYAOBOMY JA0TOBOPY;

* KOIMH IIPHKA30B IO JMYHOMY COCTaBy, KOTOPBHIE KacaroTCs €AroroB u COTPY/HUKOB

o6mieo0pa3oBaTebHOM OpraHu3aluu,
«  OT3BIBBl JIOJDKHOCTHBIX JIHII O Ilefarore H COTpyAHHKe o00meo6pa3oBarTenbHOH
OpraHu3alliH;

*  KONHUM JIOKYMEHTOB O IOBBIIIEHUH KBaIAPUKAIMH;

*  KOIMH CepTH(HHUKATOB, IPAMOT;

*  JIHCT — 3aBEpHTENb Jeja (COCTABISIOT IPH CIaue JIMYHOTO JIENa B ApXUB);

*  UHBIE JOKYMEHTHL
3.3. B mensx ofecreueHuss KOHTpOIA 34 COXpaHHOCTka ¥ aKTyalbHOCTBIO JHUYHBIX [€I B
061me06pa3oBaTeIbHON OpraHU3alK eXerojHo (He mosiHee | xBaprana roja, CJIeAyIOIIEro 3a
OTYETHBIM) IIPOU3BOAUTCS IIPOBEPKA UX HATTHYUS M COCTOSHHUS.
3.4. Exeroanyio MpoOBEPKY COCTOSHMS JHYHBIX € Ha MPEAMET COXPaHHOCTH BKIOYCHHBIX B
HEro JOKYMEHTOB MPOBOJMT CIENHAIbHO CO3JaHHas KoMHcCHi. O MpOBEIEHHBIX HPOBEPKax
nenaercs OTMETKA B JIUCTE O Pe3yjbTaTax €KeroJHOM IPOBEPKH COCTOSHHSA M HAIWYHA JIHIHOTO
nena (mpuioxenue Ne 5) ¥ cocTaBisieTcs akT. Pe3yIbTaThl IPOBEPKH JIMYHBIX Jiell B 0053aTEIbHOM
HOPSLIKE JOBOIATCS 10 JUPEKTOPA IKOJIBL

4. Topsimox y4éra ¥ XpaHeHHs] JHYHBIX /el HEeJaroroB H COTPYAHHKOB OpraHU3alHM,
OCyIIeCcTB/SIIONIel 00pa30BaTeNbLHYI0 AeATEIbHOCTD.

4.1. XpaHeHue ¥ y4eT JMUHbIX eI [€JaroroB U COTPYIHHKOB OPraHM3allMH, OCYIIECTBISIOMCH
06pasoBaTeNbHYIO JeATeNEHOCTh, OPraHU3YIOTCS ¢ LENbi0 OBICTporo u 6e30mmub09HOro MoucKa
JTMYHBIX JIel, OoOecredeHHs HMX COXPAHHOCTH, a Takke obecnedeHHs KOHQUICHIHATBHOCTH
CBEICHMH, COJEPIKAIMXCS B JOKYMEHTAX JIMYHBIX J€]I, OT HECAHKIMOHHPOBAHHOTO JOCTYTIA.

4.2. JIugHele [ej1a COTPYTHHKOB XpaHsTcs B cefide obmeobpa3oBarebHON OpraHU3aluy.

4.3. TpymoBble ¥ MEAUIMHCKUE KHIDKKU XPAHATCS OT/EIBHO B cefde.

4.4, JlocTyn K JNHYHBIM J€JaM IEJaroroB ¥ COTPYAHHUKOB 00ImeoOpa3oBaTeNbHOM OpraHU3aluy
HMEIOT TONBKO CEeKpeTaph, CHELMATMCT IO KajpaM, JUpeKkTop o06meobpa3oBaTebHON
opraHm3alMy MO0 3aMEeCTUTeNH JUPEKTOpa IIPH HCIOJIHEHMM OOS3aHHOCTEH JHUPEKTOpa
001meoOpa3oBaTenbHON OpraHu3aliy.

4.5. Cucremarvsauus JHYHBIX JI€JI [I€JaroroB ¥ COTPYAHMUKOB obOmeoGpazoBaTelbHOM
OpraHU3al{y IIPOH3BOJUTCS B alaBUTHOM IOPSIKE.

4.6. JIuunele Jena NEIaroroB M COTPYAHUKOB 00meoOpasoBaTebHON OpraHM3alMu, HUMEIOIIHX
roCy/IapCTBEHHBIE 3BaHHUS, IIPEMUH, HArpabl, yUeHble CTCIICHH M 3BaHMsl, XPAHATCS [OCTOSHHO, a
OCTaILHBIX COTPYAHMKOB — 75 JIET ¢ rojia yBoJIbHEHHs paboTHHKA (B cooTBETCTBHM C [lepeunem
THIOBBIX YIIPaBICHYECKUX JTOKYMEHTOB).

5. llopsiaok BHIZAYH JHYHBIX 1€/ BO BpEMEHHOE M0JIb30BaHHe

5.1. Brigaya muuHBIX e (OTAENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JIENa) BO BPEMEHHOE
[0JIb30BAHKE IIPOM3BOIUTCS C paspelleHMsl JUPEKTOpa MIKOIbI II0 3asiBICHHIO COTPYAHHKA
OpraHu3aIuy, OCYIIECTBIIOMEH 00pa30BaTEIbHYIO JEATEILHOCT. ;

5.2. Pabora (o3HaKoMJIeHHE) C JIMYHBIMH J€JlaMHd  [I€aroroB H  COTPYJHHUKOB
061meo6pa3oBaTenbHOM OpraHM3auy MPOH3BOIUTCSA B IPHEMHOH JupexTopa. B xonme pabodero
JIHS CeKpeTaph MIIM CIeNHaNMCT IO KajapaM oOs3aHa yOeIuThCs B TOM, YTO BCe JIMYHBIE JEna,
BBIJJAHHBIC BO BPEMEHHOE II0JIB30BaHHUEC, BO3Bpall€Hbl Ha MECTO XpaHEHHA H €©€CTb JIH
HBOﬁXOI[HMOCTB I IIPHHATHS MEP K HX BO3BPaIICHHIO HJIH PO3BICKY.



* BCETO

JNBHOH
niecce

1HKOB

IbHOH

€1 B
70 3a

BIX B
pxax
HOTO
>HOM

mu,

et

iCKa
ICTH

IHH
q0H
opa

10H

), &
eM

oe
Ka

OB
ro

&

[

5.3. daxT BeIIa9M TUYHOTO Aeia GHKCHPYETCs B KOHTPOIBLHOM JKypHAIe.
5.4. M3psTHE OTOENBHBIX JOKYMEHTOB U3 JIMYHOTO [eNa NMPOH3BOJUTCA C paspelleHus JUpEKTopa
obmeobpa3oBaTebHOM OpraHu3alud ¢ OQOpPMIIEHHEM COOTBETCTBYIOIIEH 3amucH B rpade
«ITpumevanue» BHyTpeHHE#H ormcu. IIpy BpeMEHHOM H3BATHH JOKYMEHTA Ha €ro MecTO (MEXIy
JIHCTAMH COCEIHHX IOKYMEHTOB) BKJIAJBIBAETCS CIPAaBKa-3aMECTHTENb C YKa3aHHEM [aThl M
IIPHYMH HU3BATHA C TOAMUCHIO JIUIA, BRIIABIIETO JOKYMEHT, M IOAMUCHIO JINIA, TIOTYIHUBIIETO ero

BO BPEMEHHOC IIOJIE30BaHHE.

6. Odopmirenne MUIHBIX 1 epex caadeii B apxus
6.1. OdopmiteHHe NHYHBIX A€ A IEepeadd B apXUB MPOU3BOJUTCS CIICIHAIHCTOM I10 Kaapam
o0meoOpa3oBaTeIbHOM OpraHu3auy. DTa NpoleAypa BKIIOYAET:

* TIOAMMUBKY (TI€perieT) aena;

* YTOYHECHHE HyMEpalluH JHUCTOB JIeNa;

*  COCTaBJICHHE JIUCTa-3aBepuTess (npumnoxenue Ne 8);

* cocraBieHue (YTOYHEHHE) BHYTPEHHEH OIHCH;

* BHECCHHE YTOYHECHHH B PEKBU3UTEI JIMLIEBOH 00I0KKH fena.

6.2. Jlucr-3aBepuTeNns JeNa JO/DKEH IOANHKCATH €ro COCTaBHTENb, IPH 3TOM Jelaercs
pacmmdpoBKa JOKHOCTH M IIOJAMMCH, TNPOCTABIsAETCS JAaTa. B Ipolecce HCIOIb30BAHUS
ApXMBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENE JENAlOTCS COOTBETCTBYIOIME OTMETKH. Ecmu neno
NOAMMKTO Oe3 JIMCTa-3aBEPUTENS, TO €ro CIeAyeT HAKIEHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
Jiena.

6.3. C nenbto obecnieyeHus COXPAaHHOCTH JIMYHBIX JIEJT PEKOMEH TyeTCs:

* 00BEIUHATD WHIMBHIyaIbHBIC JIMYHBIE J1eJIa YBOJICHHBIX COTPYAHHKOB B ONIHY OOIOMKKY
(oOBeaMHEHHOE JIEN0) ¢ TaKHM pacueToM, 4To0B! 00beM ena (ToMa) He npepbimai 250
JIMCTOB (TTyTeM CIIMBKY MaTepHaIoB WHIMBHIYAIbHBIX JIEN 10 F0JaM YBOJIBHEHHUS);

* pacrojaraTh MaTepuaabl HHAUBUAYAIBHBIX €] B IIpefenax jena (ToMa) B aa(aBHTHOM
nopszake (Io(paMHuIbHO), OTAEIs MaTepHalbl, OTHOCSINUECS K Pa3HBIM WHIMBUIYaTbHBIM
JejaM, YHMCTBIM JIHCTOM ﬁymam C YKa3zaHHEM Ha HEM @aMHJTHPI, HMEHH H OT4YECTBa
COOTBETCTBYIOIIEr0 YBOJIEHHOIO Ielarora M COTPyJHHKa o0meoOpa3oBaTeIbHOH
OpraHHU3aIuy;

* cHabxaTh Kaxpoe oOBeJUHEHHOE 1esl0 (TOM) BHYTPEHHEH ONHCHIO C IEPEUHCIICHHEM
(amunuif, UIMEH W OTYECTB W YKa3aHMeM HOMEpPOB CTPAHHMI, B IpeJerax KOTOPBIX
PACITONIOKEHEI COOTBETCTBYIOIIHE JOKYMEHTEIL.

6.4. Ilepenaga TUYHBIX [€]1 B apXUB OCYILIECTBIIIETCS HE IIO3/IHEE TPEX JIET IOCIIe 3aBEPIIECHHUs UX
B JETIONPOU3BOICTBE B COOTBETCTBUH ¢ rpadukom. [IpeaBaputensHo cexperapeM, CHELHATHCTOM
II0 KagpaM IIpOBEPACTCA MMOJTHOTA H IIPAaBHJIBHOCTE MOATOTOBKH JIMYHBIX €I K IIEpeaaye.
BrigBieHHEBIE IPH NpOBEpKE HEAOCTATKH YCTPAHSIOTCA CEKPETApeM, CIEIUAIHCTOM II0 KajpaMm.
Tlepenaua u nmpueM MPOU3BOAATCS IO OITUCH C MPOCTAHOBKOH OTMETOK O HAJIMYUH JIMYHEIX JIE]L.

6.5. JIngnble Jiena neaaroroB ¥ COTPYAHUKOB 001e00pazoBaTeIbHOM OpraHu3aliy, 3aKOHYEHHBIE
nenonpoussogcTBom Ao 1 suBaps 2003 roxa, xpausres 75 ner, nocne 1 suBaps 2003 roga — 50
net. JIuynble Aena JUpeKTOpa, raBHOro Gyxranrepa o0meobpa3oBaTeIbHON OpraHH3alii HMEIOT

IIOCTOSTHHBIN CPOK XpaHEHHS.

7. OTBETCTBEHHOCTH
7.1. Tleparorsm u coOTpyaHHKE 0011€00pa30BaTENbHOM OpraHu3andi O00s3aHBl CBOEBPEMEHHO

IIPEACTaBIATE CEKPETapIO HIIH CIICIUANIHCTY 110 KaJpaM CBEOCHHA 00 M3MCHEHHH B IICPCOHATIBHBIX
JAHHBIX, BKJIFOYCHHBIX B COCTaB JIKYHOI'O ACA.

7.2. PaboronaTens obecrieunBaeT:
* COXpPaHHOCTh JIAYHBIX JIEl TeJaroroB M COTPYJHHMKOB o00meoOpaszoBaTenbHOH

OpraHusalnuy,
e KOH(})H}I&HHI’I&JTBHOCTB CBEIICHUH, CoZiCpKalmuXCcd B JHYHBIX [OCIaX TIICOaroroB H

COTPYIHUKOB.



8. IlpaBa paboroxaTens H paboTHHKA
8.1. Jlns obecredeHys 3aUMTHI NEPCOHAIPHBIX NAHHBIX, KOTOPHIC XpauATCS B JMYHBIX Jenax
IeJaTOroB ¥ COTPYIHMKOB 00meoOpa3oBaTe/bHOM OpraHusalud, M[€farord H COTPYIHUKH
0611e06pazoBaTebHOM OpraHu3aluy KIMEIOT IPaBo:
+  [OJNYYHTH MONHYK MH(OPMANMIO O CBOMX NEPCOHANBHBIX JAHHBIX H 06paboTKe S5THX
JTaHHBIX;
¢ IIOJIy4YHTH CBOGOJHBILA OCTYII K CBOMM MEPCOHANBHBIM NAHHBIM;
¢ MONYYUTH KOMHM HOKYMEHTOB, XPAHSIIUECS B JIMIHOM JCIE H CONCPKAIINS IIEpCOHAIbHBIE
JaHHEIE.
*  TpeGOBaTh HCKIIOYEHHS HIIM HCTIPABIICHHS HEBEPHBIX U HEIIOHBIX NEPCOHATBHBIX JIAHHBIX.
8.2. PabGoToarens HMEET NIPaBo:
 obOpabaTeBaTh IEPCOHANBHBIE JAHHBIC NEJAroroB M COTPYAHUKOB 061e06pasoBaTeIbHON
OpTaHU3aIKH, B TOM YHCIIE U Ha SJIEKTPOHHBIX HOCHTEIX;
«  3aTIpOCHTH OT IIEJaroroB M COTPYAHHKOB .06meo6pa3oBaTebHON OpraHu3aluy  BCHO
HeoOXomuMyI0 HHGOpMAIMIO JUls BeJCHHs JIMYHBIX JCT H 06paboTKH IEPCOHAIBHBIX
JIaHHBIX.

9. 3aKII0YHTEIbHbIE I0J0KEHHS

9.1. Hacrosumee [Tonoxkenue 0 MOPSAKE BEAEHHS TUYHBIX JIe]l paGOTHAKOB ABISETCS JOKATbHBIM
HOPMATHBHEIM aKTOM, TIpHHEMaeTcs Ha IlenarorudeckoM COBETE UIKOIBL 1 yTBepKaaeTcs (Jubo
BBOJMTCS B [EHCTBHE) IPHKA30M JMPEKTOpa IIKOJIBL, ocymecTBisomeil  06pasoBaTeIbHYyIO
NEATEEHOCTD.

92 Bee M3MeHeHHS W JOTOJHEHHs, BHOCHMble B Hacrosumee I[lomoxenue, oQopMifioTCs B
MUCHMEHHOM (OopME B COOTBETCTBMM  [CHCTBYIOIIMM  3aKOHOZATCIBCTBOM Poccuiickoit
Odenepanym.

9.3. TTonoxeHHe O IOPSAIKE BEACHHS JMUYHBIX J€]1 PabOTHHKOB 00pa3oBaTenbHON OpraHu3alii
[IPUHAMAETCS HA HEONPEJCNCHHBIH CpoK. VI3MeHeHus ¥ JOMONHCHMA K [Tonoxxenuio
[[PUHAMAIOTCS B OPSIKE, IIPSAYCMOTPEHHOM I1.9.1. HacTOAIMEro [TonoxeHus.

9.4, Tlocne mpunstus Ilonoxenus (WA U3MEHEHHH H JOIOJIHEHMHM OTHEINBHBIX IIYHKTOB H
pasJiesioB) B HOBOM peIaKIIi| MPeBILyIIast Pe/IaKIlis aBTOMaTHICCKH YTPaIHBacT CHILY.
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TTpunoxenue Nel
K TTOJIOKEHHMIO O MOPANKE BEACHHA
JIAYHBIX Jie]l pa0OTHUKOB
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rejarora u rnpueme HpeKpaimne-
COTpYIHHKA nejiarora u HHH
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Ha paboty HHH)
TPYZOBOrO
HOroBopa ¢
HefaroroM u
COTPYTHHKOM
(yBONBHE-
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ITpunoxenne Ne2
K MONOXKEHUIO O TOpsKe BeIeHHA
JIMYHBIX e pabOTHHUKOB

O0n0XKa TUYHOTO Aena

®onx Ne
Omnuce Ne

Jlemo Ne

WUnnekc nena

(nazsanue oBpa3oBaTeNBHON OpPraHH3aLHH)

JIMYHOE JIEJIO Ne

(3aronoBok agna)

Jara navyana

JlaTta oxoHYaHHS

Ha JHCTax
XpaHHTh JeT
Donpg Ne
Omuce Ne

Hemo Ne




eHue No2
BeIeHHUdA
JOTHHKOB

Iprnoxenne Ne3

K MOJOKEHHIO O NOPANKE BEACHHA

NMYHBIX €71 paOOTHHKOB

BHYTPEHH15 OITVCh
JIOKYMEHTOB fienia Ne
Ne Hnpekc Jarta Hazpauue Howmep [Tpumeuanus
wn JIOKyMEHTa JIOKYMEHTa JIOKyMEHTa JIUCTOB
Jena
|
|
HWroro: JIOKYMEHTOB

(undpamMu H NPOMHCHIO)

KonuuecTBo THCTOB BHYTPEHHEH OIHCH

OTBETCTBEHHEIH 32
KaJIpOBBIH y4eT:

(umbpamu ¥ NPONMCEIO)

« » 202__ roxa

(noanmcs)




©.1.0.

ITpunoxenue Ned
K TIOJIOYKEHHIO O TOPAIKE BEAEHHA
JIMYHBIX AeN pabOTHHKOB

JomxHOCTE

JInynoe neno Ne

JlaTa 03HAaKOMJIEHHMS TI€JIarora
H COTPYQHHKA C JIAYHBIM
JIETIOM

Ilomgmuce memarora u
COTpY/JIHUKa

OTMeTKH, IIpUMEHaHHus,
3aMcYaHHuA




KeHue Nod

TTpunoxkenue Ne5

€ BEIIEHHA K INONOKEHHIO O MOPANKE BEICHHA
160THHKOB JIMYHEIX JieN pabOTHHKOB
OTMmeTka 0 pe3yJibTaTax eKeroaHoil MPOBEPKH COCTOSHHS
H HAJIH4YHs JIHYHOI0 Jejia

©.1.0.

omKHOCTB
HEs, JImmoe feso Ne

Hara nposepku ®©.1.0. unenos [Toamucu wieHOB Pesynerar nposepku
KOMHCCHH KOMHCCHH




1. ®amunusg

TIpunoxenue Nt

K MOJNOKEHHIO O NIOPAJIKE BEACHH:
JIHYHBIX O€1 pa6OTHHKOE

JIMYHBIN JIHCTOK 110 YUeTy KaJpoB

Ums

OTtyecTBO

2. Ilon

3. I'on, wmcI0 ¥ MecsII poXKASHUS

4. MecTo poXKIeHHS

5. I'paxascTBO

(ceno, nepesna, ropos, paioH, 06nacTs)

6. ObpazoBanue

Hazpauue
yueOHOro
3aBEJICHUS U €T0

MECTOHaXOXICHHE

DakynsTeT
58171
OTJIEJIEHHE

Ton
. MOCTYILUICHHUS

Tox
OKOHYAHUS
WY yXo/[a

Eciu ne
OKOHYHMIIL, TO
C KaxKoro

Kypca ymiein

Kakyro
CIIEIMAIEHOCTh

MOJIYYHII B
pe3ynbTaTe
OKOHYaHHSA
yaebHOro
3aBelIeHus,
ykazats Ne
JUILIOMA W
YOCTOBEPEHHS

7. Kaxumu HHOCTPaHHBIMH A3bIKaMH BJIAACCTE

8. Yuenas crenens, yueHoe 3BaHHE

9. Kakue umeete Hay4dHbIe TPY/Ibl U H300peTeHHS

(uMTacTE H NEPEBOIHTE CO CAOBAPEM, HHTACTE H MOMETE OOBLACHATECA, BlAEETe CBOBOAHO)




keHue N 10. Bemomansemas paboTa ¢ Hayaja TPYAOBOM JesATENBHOCTH (BKio4as ydeOy B BBICIDHX H

K& BeeH
,aﬁonfmg: CDEIHFX COENHAIBHBIX Y4eOHBIX 3aBEICHHAX, BOSHHYIO ClIy)KOy H paboTy II0 COBMECTHTEILCTBY)
Mecs u roz JIOJDKHOCTE C YKa3aHHEM YUPEXIEeHHUs, MecToHaxoxaeHHe
TOCTYIUICHHSA yxojza OpraHM3alyy, IPEATPUATHs, a TAK/Ke YYPEKIACHHUS,
MHHHCTEPCTBA (BEIOMCTBA) OpraHu3alIiH,
IPEIIPUITHS
11. IIpeOriBanue 3a rpanuieii (padora, ciyxeOHas KOMaHIAPOBKaA, TOE3/KA C JIeNIeranueii)
—_— Mecs u roxt B kakoii cTpane Ilens npebbBaHuS 32
C KaKoro 110 KaKoe rpaHuIen
BPEMEHH BpEMSs
12. YgacTre B BEIOOPHBIX Oprasax
Mecro BEIGOpHOTrO Hazpanue BpibopHoro | B xauecTBe Koro T'on
T = opraHa oprana BEIOpaH n30paHus | BBEIOBITHA
yI0 13. Kakue uMmeeTe paBUTEILCTBEHHBIE HArpaIbl
IbHOCTB
IHI B Korna u xem Harpaxaex
bTaTE
aHusA
1010 14, OTHONIEHHE K BOMHCKUM 00A3aHHOCTSAM H BOHHCKOE 3BaHHE
SHUS,
b Ne Cocras Pon Boiick
@ W (KOMaHAHEBIH, TONHTHYECKHH, aIMMHHCTPATHBHBIH, TEXHHUECKHH H T. 1.)
SpeHus

15. CeMeliHOE ONOKEHHE B MOMEHT 3aIIOJHEHHS JTHYHOTO IHCTKA

(W/ieHBI CEMBH, C YKa3aHHEM BO3pacta)

16. Jlomammuuit agpec

17. OBs3y10ch CBOEBPEMEHHO H3BeIaTh 000 BCEX M3MEHEHMSAX NAHHBIX, BKIIOYEHHBIX B JTHYHBIA
JTHACTOK IO Y9ETY KaJpoB.

« » 202 ronma




[Mpunoxenue Nej

K MONOMKEHHIO O MOPAAKE BEOCHHS:

AHKETA

JIMYHBIX JIel pabOTHUKOE

Damuus

WUms

OtyecTBO

Hara poxxaeHus

1. I'paxkpancTBO (€CIH M3MEHSIH, TO YKaXKHTE,
KOT/Ia M 110 KaKoH ITpUYHHE)

2. Ob6pazoBanue, ydeHas CTeNneHb (Korma H | -
Kakue ydeOHBIe 3aBe/IeHUSI OKOHYMIM, HOMEpa
guroMoB). CrenuansHOCTh W KBaMpUKanus
110 JUILTIOMY

3. Kaxumu HHOCTpaHHBIMU A3BIKAMH U S3bIKAMHU
HaponoB Poccuiickoit @enepanuu Brageere U B
Kako#  cremeHu  (UMTaeTeé M MOXKETE
00BICHATHCH, BIIAZIEETE CBOOOIHO)

4. Bremonusiemas pabota ¢ HayaIa TPYAOBOH AesATeIbHOCTH (BKIIXOYAs BOCHHYIO Ciryxk0y u paboTy

TI0 COBMECTHTEILCTRY)

Mecsii 1 roj JIOIDKHOCTE C yKa3aHUEM YUPEKICHHs, MecToHax0KIeHHE
MIOCTYTLICHUS yxoza OpraHu3alui, IPeIIPUsITHs, a TAKKe YUpEKIAEHUS,
MHHHCTEpPCTBa (BEIOMCTBA) OpraHu3alluH,
IIPEeANPHSTHS
5. Bamwm 61m3Kue poACTBEHHUKH (OKeHa, MYK, OTeIl, MaTh, OpaThs, CECTPhI)
Crenenp Qamuus, UM, I'ox Mecto paboTeL, Anpec mecra
poJICTBA OTYECTBO POXKICHHS JIOJDKHOCTD KHUTEIBCTBA

6. Jlomamnuii agpec u HoMep Tenedona

7. IlaciopT UM TOKYMEHT, €r0 3aMeHsFOIHH

(HOMep, cepHA, KEM M KOTa BhiaH)
8. JlomosHUTEIBHBIE CBEIEHUS, KOTOpBIE Bl jkenaere cooOImuUTh 0 cede

10. Ha xakoit ypoBeHb 3apruiatel Bel paccunThiBaete?

« » 202 roma

(10/DKHOCT OTBETCTBEHHOTO 33 KAIPOBBIH yueT) (noanucs)

(paciuudporka noAmMUCcH)



vikeHue NeoJ

ITpunoxenne Ne8

Kk BECHHS K TOJIOYKEHHIO O MOPSIKE BeACHHUA
abOTHHMKOE JIMYHBIX Je]1 pa0OTHUKOB
JINCT-3ABEPUTEJIb
neiaa Ne

5 ze7e NpOImKTO B MPOHYMEPOBaHO JIACTOB
—— (uspamu 1 NPONKCEIO)

c e o Ne , B TOM YHCJIE:
— TETepHBIC HOMepa JIHCTOB

TIpONVIIeHHBIE HOMEpa JIACTOB

~ IHCTOB BHYTPCHHEH OIUCH JIACTOB

OcoberrocTr QU3UIECKOr0 COCTOSIHUSA U Homepa nmucToB
(bopMHpoBaHus Aea
OTseTCTBEHHEIN 32
XaIpOBBIA yUeT
(moanMce) (paciuH(pPOBKa NOANHCH)
pabot
y « » 202 roma

NeHHe
s,
au,
U
ecra




[TporymMepoBaHo
- TIpommypoBano
- CxpelIeHo nevarhbio
e A4 ucros
N gu KTOD IIKOJIBI:

L

/O6pytesa E. B./




