MyHununagpHoe 001eo0pa3oBaTeIbHOE YUPExKICHUE
«JlanmuHCcKas ocHOBHas 001Ie00pa3oBaTeabHas ITKOJIa)
BoxoMckoro myrunumnansHoro paiiona Kocrpomckoii obnactu

[MTPUHATO
Ha 3aCeJaHNUHU NIeJarornyeckoro coBeTa
npotokoa Ne 5 ot «18» suBaps 2024r.

IHouoxxenue
0 MOpsi/IKe BeJAeHNs JJUYHBIX J1eJl pA00THUKOB

1. O61mue moJioKeHU

1.1. Hacrosmee [lonoxenne o mOpsAaKe BEACHHS JIUYHBIX Jel paOOTHUKOB OpraHU3aINH,
OCYUIIECTBJISIFOIIEH  00pa3oBaTeNbHYI0  JESATEIbHOCTh, pa3palOTaHO B  COOTBETCTBHU  C
®denepanbHbIM 3ak0HOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
¢ u3MeHeHusiMu oT 25 nekabpst 2023 roga, denepanbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JAHHBIX» C U3MeHeHusMu oT 6 ¢espans 2023 roma, Ykaszom [IpesuneHtra ot
30.05.2005 Ne 609 «O06 yrBepxkaeHnn [1omokeHHsT O IEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
cnyxaniero Poccuiickoii denepauu U BEJEHUU €ro JIMYHOrO jAena» ee, TpynoBeiM Koaexcom
Poccuiickoit ®enepannu, KomiekTUBHBIM JOTOBOPOM, Y CTaBOM OPraHU3aIMU, OCYIIECTBIISIOMIECH
00pa3oBaTeNbHYIO 1eATEIHHOCTb.

1.2. Jlannoe Ilonoxxenue ompenensieT MOPAIOK BEICHUS JUYHBIX JEJ TeJaroroB M HMHBIX
COTPYIHUKOB U PaOOTHUKOB IIKOJIBI, OMpeAeseT MopsSAoK (OpMUpOBaHUS, YUeTa U XpaHEHHs,
BBIJIa4M JIMYHBIX JIE] BO BPEMEHHOE MOJB30BaHME, a TAK)KE OTBETCTBEHHOCTh, MPpaBa paOOTHUKOB U
JTUpPEKTOpa 00pa3oBaTeNbHON OPraHU3aIUH.

1.3. Hacrosimiee IlomoskeHue yTBep)KIaeTcsi MPUKA30M IO MIKOJIE U SBISETCS 00S3aTeIbHBIM IS
BCEX KaTeropuil MeAarorn4eckux u APYyrux COTPYAHUKOB IITKOJBI.

1.4. Benenue JNUYHBIX JIeT MEAaroroB W COTPYAHUKOB IIKOJIBI BO3JIAraeTCsl Ha CIEIHAINCTA T10
KaJl[paM OpraHu3alliu, OCYIECTBISIONIeH 00pa30BaTENbHYIO ASSITENbHOCTD.

1.5. JluyHO€ Ne0 — OCHOBHOM JOKYMEHT MEPCOHATBHOTO YUeTa, COACepKAIIUN HanboJIee MOJHbIC
CBEICHHsI 0 pabOTHHUKE 00pa30BaTENbHOM OpraHU3aIlui U €T0 TPYIOBOU AesITenbHOCTH. B mudHOe
JIEJI0 BHOCATCS CBEJICHHUS, CBI3aHHBIC C TTOCTYIJICHUEM Ha pabO0Ty M YBOJILHEHUEM.

1.6. Cenenusi, comepxamuecs B JINYHOM JeNie, OTHOCATCSA K KOHGUACHIIMATbHOU HH(OpMALINH,
MMEIOT OTPAaHUYCHHBIN JOCTYI U pa3TJIallIeHUIO HE TTOIJIekKAT.

1.7. JInanoe nieno BeAeTCs B TEYCHHE BCETro Mepruoa paboTel paboTHHKA.

1.8. BejeHne HECKOJIBKHX JIMUHBIX I OJHOTO pa0OTHHWKA OOpa30BaTEIbHOUN OpraHHW3allH He
JIOTyCKaeTCsl.

2. llopsinok (popMuUpOBAHUS JIMYHBIX €] COTPYIHHKOB

2.1. ®opmupoBaHHE JIMYHOIO [€jla TMEJaroroB M COTPYIHUKOB 0011e00pa3zoBaTebHOMN
OpraHu3alMi TPOM3BOJUTCS HEMOCPEACTBEHHO IIOoclie IpHeMa B 00I1e00pa3oBaTebHYIO
OpraHu3alMl0 WIM [epeBOAa IEeJaroroB M COTPYAHMKOB M3 JApYyroi oOpa3oBaTeiabHON
OpraHu3alyHu.



2.2. B cooTBeTCTBUM C HOPMATHBHBIMU JIOKYMEHTaMH B JIMYHBIC JIeJIa MEJaroroB U COTPYIHUKOB
OpraHM3allfK, OCYIIECTBIAIONICH 00pa30BaTCIbHYIO JEATSIIBHOCTh, BKJIAJBIBAIOTCS CJICIYIOIIHE
JOKYMEHTBI:

s nedazo2os:

3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHHE O COrjachu Ha 00pabOTKY MepCOHAIbHBIX IaHHBIX M€1arora;

CIpaBKa O HAJIW4YUU (OTCYTCTBUH) CyIUMOCTH U (WiH) aKTa yroJIOBHOTO MPECieA0BaHUS,
BBIJIAHHOTO COOTBETCTBYIOIIUM OPIaHOM MPaBONOPSAKA;

aBTOOHMOTpadus;

KOIUs AacopTa UM UHOTO JIOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTB;

KOIIHSI CTPAXxOBOT'0 CBUACTENILCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOMUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOIIaTebIINKA;

KOs JOKYMEHTa BOMHCKOTO yueTa (IIsi BOGHHOOOS3aHHBIX );

KOIHUSI CBUETENIHCTBA O 3aK/II0UeHUU Opaka (Ipy HAJIUYUH);

KOIHSI CBUIETEIIHCTBA O POXKIACHUU JeTel (TIpU HATUYHH);

KOIUU JIOKYMEHTOB 00 00pa3oBaHu;

KOITUH JIOKYMEHTOB O KBaTH(UKAINHU VIIH HATHYUE CIICIIHATBHBIX 3HAHUH (IPU HATNYIHH);
KOIUU aTTECTAI[MOHHBIX JIUCTOB (TPU HAIUYMH);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIPU HAJIUYUN);

XapaKTePUCTHKHU, pEeKOMEHIaTeIbHbIe TUChMa (IIPH HAJTMYUH );

IIPUKa3 O IpuemMe Ha padoTy;

MIPHUKa3 O MePEBO/Ie Ha MHYIO JODKHOCTH (MIPU HAJIUYHH);

JOJDKHOCTHAST MHCTPYKUHUS (AOHKHOCTHBIE MHCTPYKIIMM C MOMEHTa HA3HAuY€HHUS Ha BCE
JOJKHOCTH ),

TPYJAOBOH [JOroBop (C MOCHEAYIOIIMM BKJIIOYEHUEM JIONOJHUTENbHBIX COTJIAIlIEHUN K
TPYJIOBOMY JIOTOBODY);

TPYIOBYIO KHIKKY;

MEIUIIMHCKYIO KHIDKKY.

s pabomuukos:

3asBJICHME O ITpUeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKY MEePCOHATBHBIX JaHHBIX MEarora;

CIpaBKa O HATUYMM (OTCYTCTBUHU) CYAMMOCTH M (MJIM) (aKTa YroJIOBHOTO Mpeciie0BaHMs,
BBIJIAHHOTO COOTBETCTBYIOILIUM OPIaHOM MPaBONOPSAKA;

aBTOOHOrpadus;

KOIUS AacopTa UM UHOTO I0KYMEHTA, YI0CTOBEPSIOLIET0 JINYHOCTD;

KOIIMSI CTPAXxOBOT'O CBUJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOT OIIaTeIbIIHKA;

KOIMs JOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENHCTBA O 3aKJIFOUEHUH Opaka (Ipu HaJIM4YKH);

KOIHSI CBUJETEIHCTBA O POXKJICHUH JieTel (IPH HAIUYHHN);

KOIHH TOKYMEHTOB 00 00pa30oBaHUY;

KOIIMH JJOKYMEHTOB O HarpaxJeHUH (Ipy HAJIMYUH);

XapaKTePUCTHKH, PEKOMEH IaTeIIbHbIE TChMa (TP HATNYHN );

IpUKa3 o mpueme Ha padory;

MIPHUKa3 O NMepPeBO/Ie Ha UHYIO JOJKHOCTD (IIPH HAJTMYHH);

JOJDKHOCTHAsT MHCTPYKLUS (IOJDKHOCTHBIE MHCTPYKIIMHM C MOMEHTAa Ha3HA4YeHUS Ha BCe
JOJKHOCTH)

TPYAOBOM JOTOBOp (C TMOCIEAYIONIMM BKJIIOYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYJIOBOMY JIOTOBODPY);

TPYAOBYIO KHIXKKY;

MEIUIIUHCKYIO0 KHUXKKY.



Pabomooamenv oghopmnsem:

*  TPYIOBOH AOTOBOP B JIBYX JK3EMIULIpAX;

* TpUKa3 o mpueMe Ha paboTy (0 mepeMeIIeHu Ha APYTHe JOKHOCTH);

* JMYHYIO KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3nakomum:

* ¢ HOPMAaTUBHO-NPAaBOBBIMM JTIOKyMEHTaMU LIKOJIbI (YcTraBoM, KOJIEKTUBHBIM J10TOBOPOM,
[IpaBunamu Tpy10BOTrO pacopsiiKa U JIp. JOKaJIbHBIMHU aKTaMH);

*  C IOJDKHOCTHOM MHCTPYKLIMEH;

* IPOBOJUT BBOJHBIM HMHCTPYKTaX, HMHCTPYKTAXX II0 OXpaHE TpPyAa, HHCTPYKTAXK IO
MIPOTHBOIOXKAPHOM OE30MAaCHOCTH.

2.4. IlepsuuHoe oopMIIEeHHE JIUYHOTO JeJ1a PeyCMaTpUBaeT:

* IIPUCBOCHME JMYHOMY JEJly HOMEpPA COIJIacHO KypHaJly Y4eTa JMUYHBIX A€l (MPUIOKEHUE
Ne 1);

* IPOCTaBJIEHUE Ha O0JIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) ciieqyromux peKBU3UTOB:
UHJAEKC Jena (B COOTBETCTBUM C HOMEHKJIATYpod jen  obueoOpazoBaTebHON
OpraHM3aliy; II0JIHOE HAaUMEHOBaHUE O00I11e00pa30BaTEIbHON OpraHu3aluy; HOMEp
JMYHOTO Aena; GpaMuinsg UMsl OTYECTBO paOOTHHKA B MMEHUTEIBLHOM IMaJeKe; 1aThl — I'OJ
Hayaja ¥ roJl OKOHYaHUs BEACHHUS J€J1a; KOJIMYECTBO JIUCTOB; CPOK XPaHEHUS;

* IIOMEIIEHHE JOKYMEHTOB, MOJJIEKAIIUX XPAaHECHUID B COCTaBE€ JIMYHBIX JI€l, B
XPOHOJIOTUYECKOM MOPSIIKE:

BHYTPEHHSS ONUCH JTOKYMEHTOB Jena (npuioxenue Ne 3);

JIMYHBIN JINCTOK MO y4YeTy KaapoB (mpusoxxeHus Ne 6);

3asBJICHHME O IIpUEME Ha paboTy;

IIPUKa3 O puemMe Ha padoTy;

TPYZAOBOU JAOrOBOD;

JOTOBOp O TIOJIHOW MAaTepHabHOW OTBETCTBEHHOCTH (ecnu paboOTHHK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U PEKOMEH1aTeNIbHbIE MIChMA;

corylacie Ha 00paboTKy NMepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, TOMEILIEHHBIX B JIMYHOE JI€JI0, TOAJIekKAT HyMepaluu.

2.6. C nenbio obecrieyeHust HaJuIeXKalle COXpaHHOCTH JIMYHOTO Jiejla MEeIaroroB U COTpyIHUKOB
o01ieo0pa3oBarenbHOW OpraHu3alMM W yA0OCTBa B OOpalleHWH C HUM Npu (GOPMHUPOBAHUU
JOKYMEHThl TMOMEIIAOTCA B OTHENbHYIO mNanky. Ilpum yBombHeHMHM pabOTHHMKA MPOIIMBAIOTCS
HUTKaMU U CIAl0TCS B apXUB.

2.7. BHYTpeHHss OMCh JOKYMEHTOB, UMEIOIIMXCS B JJUMYHOM JIEJI€, TOJKHA COAECPkKAaTh CBEICHUS
O TMOPSAJKOBBIX HOMEpax, HAaUMEHOBAHMSX JOKYMEHTOB Jiejla, KOJIMYECTBE JIMCTOB, JaTax
BKJIFOUYEHUSI JOKYMEHTOB B JINYHOE JEJIO U U3BATUS U3 JI€Na, @ TAK)XKE KEM U3bIT JOKYMEHT U IO
KaKko! IpUYNHE.

2.8. BHYTpeHHs ONUCh COCTaBISIETCS Ha OTJECIBHOM JIUCTE 1O YCTaHOBJIEHHOW Qopme. JIucTol
BHYTpPEHHEH OMUCU HYMEPYIOTCS OT/IEIbHO.

2.9. Ilpu noAroToBKe JIMYHBIX €] K Nepeade Ha XpaHEHWE K BHYTPEHHEW OIMCH COCTaBIISETCS
UTOrOBAasl 3aIlKCh, B KOTOPOIl yKa3bpIBaeTcs HUPpaMu U MPOMUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENa.

VV VVVVVY

3. Ilopsinoxk BefeHHsl JMYHBIX [JeJd TMeAaroroB M COTPYAHUKOB OpraHHM3auuu,
OCYILIeCTBJISAIONIEH 00pa30BaTE/IbHYIO 1eITeJIbHOCTh

3.1. JInyHOe Aeno MenaroroB M COTPYJHHKOB 0OIIe0Opa3oBaTeNbHON OpraHu3alMi BEAETCs B
TEYEHHE BCEro mnepuoja padoThl KakIOro mnejarora U COTpYAHHMKA B 00I1e00pa3oBaTelbHON
OpraHu3aIMH.



3.2. JlanpHeiimee BeJeHHME JUYHOTO Jeja MEJaroroB M COTPYJHHKOB 00IIeoOpa3oBaTeNbHON
OpraHu3alK IpeAyCcMaTpUBacT MOMELIEHHE B JIEJI0 JOKYMEHTOB, 00pa3yrolluxcs B Ipolecce
paboueil e TenbHOCTH U UMEIOIIUX 3HAYCHUE JIJIsl TPYAOBBIX OTHOLICHHUIA:

* JIONOJHEHHE K JTUYHOMY JIMCTKY IO YYETy KaJpOB;

*  JIONIOJIHUTEJIBHBIE COIVIAIICHUS K TPYAOBOMY JOTOBODY;

* KOIIMU IPUKA30B IO JIMYHOMY COCTaBy, KOTOpBIE KacarOTCsl NE€JaroroB M COTPYIHUKOB

001e00pa30BaTeNbHON OpraHu3aInig;
* OT3bIBBl JIOJDKHOCTHBIX JIMII O IIefarore M COTPYyAHUKE 0011eo0pazoBaTeabHON
OpraHu3aluy;

*  KONMH JOKYMEHTOB O IOBBILIEHUN KBATH(PUKALINY;

*  KONHH CEPTUPHUKATOB, TPAMOT;

* JIMCT — 3aBEpUTEIIb JieJia (COCTaBIIAIOT IIPU c/ladye JIMYHOIO JIejia B apXUB);

*  HHBIEC JOKYMEHTHI.
3.3. B nmenax obecriedeHuss KOHTPOJS 3a COXPAHHOCTbIO M AKTYalbHOCTBIO JIMYHBIX i€l B
001eo0pa3oBaTeIbHON OpraHU3aluy €XeroJHo (He mo3zaHee | kBapTama ropa, ciegyrOIIEro 3a
OTYETHBIM) MPOU3BOJUTCS MPOBEPKA UX HAIMUUS U COCTOSTHHSL.
3.4. EXerogHyio MmpoBEpKYy COCTOSIHHS JIMYHBIX JIeJ Ha MPEIMET COXPAHHOCTH BKIIFOYCHHBIX B
HEro JIOKyMEHTOB IPOBOJUT CIIELUAIbHO co3JaHHass KoMuccusa. O NPOBEACHHBIX IPOBEPKax
JIeaeTcsl OTMETKA B JIMCTE O PE3yJbTaTax €XEroJHOM IMPOBEPKHU COCTOSHUSA M HAIWYUS JIUYHOTO
nena (mpunoxenue Ne 5) u coctaBisierTcs akT. Pe3yabTarhl IPOBEPKH JUUHBIX J1e]1 B 0053aTEIbHOM
HOPSAKE JOBOAATCA A0 IUPEKTOpPa 0011e00pa30BaTeIbHOM OpraHu3alum.

4. Tlopsaok y4éra M XpaHeHHMs JHYHBIX JieJl MeJaroroB M COTPYAHMKOB OpraHu3anuu,
OCYHIeCTBJISAIOIICH 00pa30BaTEIbHYIO AeSITEIbHOCTD.

4.1. XpaHeHre U ydeT JUYHBIX JIe] IEe1aroroB U COTPYJHUKOB OpraHU3alli, OCYIIECTBISAIOLIEH
00pa3oBaTeNbHYIO AEATEIbHOCTh, OPTaHU3YIOTCS C LENbI0 OBICTPOro M 0e30IMO0YHOrO MoKCKa
JUYHBIX JeJ, OOECIeYeHHsS WX COXPAHHOCTH, a TaKXke O0ecredeHus: KOH(UIACHINAILHOCTH
CBEJIEHUH, cofiepKaluxcs B TOKyMEHTaxX JINYHBIX /1], OT HECAHKIIMOHUPOBAHHOTO JOCTYIA.

4.2. Jlnanble Aesia COTPYIHUKOB XpaHATCs B cerie 001eodpa3zoBaTeIbHON OpraHu3alni.

4.3. TpynoBble M MEAULIMHCKUE KHIDKKU XpaHIATCS OTAEIBHO B celde.

4.4. Jloctyn K JUYHBIM JejlaM I€JaroroB U COTPYJHUKOB 0OLIe00pa30BaTEeIbHON OpraHU3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUMAIUCT M0 KajapaMm, JTUPEKTOp o00iieoOpazoBaTeabHON
OpraHu3an JIM0O 3aMECTHTENH JUPEKTOpa TPH HCIOIHEHUH OOS3aHHOCTEH JHPEeKTOpa
00111e00pa3oBaTeIbHON OpraHU3aIIH.

4.5. Cucrematuzauusi JUYHBIX JIeJ1 T€AaroroB M COTPYIHUKOB 00I1€00pa3oBaTEIbHON
OpraHu3alMK TPOU3BOAUTCS B aI(PaBUTHOM MOPSIKE.

4.6. JlnuHble Aena TMeJaroroB M COTPYTHHKOB O0IIE00pa3oBaTENbHONW OpPraHM3allud, MMEIOIIHX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HATpa/ibl, YUCHbIE CTEIIEHH U 3BaHMS, XPAHATCS MMOCTOSIHHO, a
OCTQJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa YBOJbHEHHUs PaOOTHHUKA (B COOTBETCTBHU C [lepeuHem
TUIOBBIX YIPaBICHUYECKUX JOKYMEHTOB).

S. IlopsaoK BbIIAYH JUYHBIX /1€ BO BpeMEHHOE I0JIb30BaHHe

5.1. Beimaua nuuHbIX Jen (OTAEIBHBIX JTOKYMEHTOB B COCTAaBE JIMYHOTO JieJla) BO BPEMEHHOE
MOJIb30BaHKUE TMPOU3BOJUTCS C pa3pelIeHus: AUPeKTopa o0I1eo0pa3oBaTelbHON OpraHU3aluy 10
3asIBJICHUIO COTPYIHUKA OpraHU3allii, OCYIIECTBIISIONIEH 00pa30BaTENbHYIO ACSITEIbHOCTD.

5.2. PabGora (o3HakKOMJIEHHME) C JIMYHBIMH  JellaMH  TeJJarofTOB U COTPYAHUKOB
o011eo0pa3oBaTenbHOW OpraHU3alluy MPOU3BOIUTCS B MPUEMHOI aupekTopa. B koHie padouero
JHSI CeKpeTapb WIM CHEelMaIMCT MO KaapaMm o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMUHBIE Jena,
BBIJJaHHBIE BO BPEMEHHOE II0Jb30BAHME, BO3BPAIIEHBI HA MECTO XpaHEHUs U €CThb JHU
HE00XOAUMOCTB JJIsl IPUHATHUS Mep K UX BO3BPAIIEHUIO WIN PO3BICKY.

5.3. @axT BbIIaYM JUYHOTO Jesia GUKCUPYETCs B KOHTPOJIBHOM JKypHaJe.



5.4. U3patue OTAENBHBIX JOKYMEHTOB U3 JIMUHOIO J€J1a IPOU3BOAUTCS C pa3pelIeHNus AUPEKTOpa
0011e00pa3oBaTelbHOM OpraHu3alui ¢ O(GOpPMIICHHMEM COOTBETCTBYIONIEH 3amucu B Tpade
«I[Ipumeuanue» BHyTpeHHeH onucH. [Ipy BpeMEHHOM HU3BATHM JOKYMEHTA Ha €ro MEecCTO (MEXIy
JUCTAMHM COCEJIHUX JIOKyMEHTOB) BKJIQJIBIBAETCSl CIIPAaBKa-3aMECTUTENIb C YKa3aHHEM JaTbl U
IIPUYMH U3BATHS C TIOJIUCHIO JIMLA, BBIIABIIETO JOKYMEHT, U MOANKCHIO JIUIIA, TOJIYYHUBILIErO €ro
BO BPEMEHHOE M0JIb30BaHHUE.

6. OdopmuileHne JIUYHBIX JeJ1 Mepe claveid B apxXuB
6.1. Odopmienue TUYHBIX A€ AJs Mepeladyd B apXUB MPOU3BOJUTCS CHEIMATIMCTOM IO KaJapam
0011eo0pa3oBaTesIbHON OpraHu3aly. JTa NpoLeaypa BKIYAET:

* IOALIMBKY (TEpeIuieT) ena;

* YTOYHEHHE HyMEepaluH JUCTOB JIeNa;

*  COCTaBJIEHUE JIMCTa-3aBepuTels (mpuioxenue Ne 8);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMMCH;

* BHECCHHE YTOYHECHUH B PEKBU3HTHI JIUIIEBOI OOJIOKKH J1ea.

6.2. Jlucr-3aBepurenp Jena JODKEH MOJANMCATh €ro COCTaBUTENb, IPH ATOM Jenaercs
pacmmudpoBKa IODKHOCTH W TOJNKCH, MPOCTAaBIseTCS JnaTa. B mpormecce WMCIONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTENIE JIENaI0TCsA COOTBETCTBYIOLIME OTMETKU. Ecnu aeno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYeT HAKJICUTh HA BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMYHBIX JIEJT PEKOMEHTyeTCSI:

*  00BEeIUHATh MHAWBUIYAJIbHbIE JIMYHBIE JIeJla YBOJCHHBIX COTPYIHUKOB B OJHY OOJIOXKKY
(0ObEeIMHEHHOE JIEI0) C TAaKUM pacdyeTroM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTe€M CLIMBKU MaTe€pHUajIoB UHAWBUIYAIBHBIX /1€ 10 F0JaM YBOJIbHEHNUS);

* pacrmojiaraTh MaTepHallbl WHAMBUIYAIBHBIX /€1 B Mpeaenax jaeia (Toma) B anpaBUTHOM
nopsiake (moaMuiIbHO), OTAENSAS MaTepUallbl, OTHOCSIIMECS K Pa3HBIM MHIUBHUYaIbHBIM
JefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHWeM Ha HeM (paMWiInd, UMEHH M OTYECTBa
COOTBETCTBYIOLIIETO ~ YBOJEHHOIO TeJarora M COTpyAHHMKa 00lieo0pazoBaTeabHON
OpraHu3aIuiy,

* cHa0XaThb Kaxa0e OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH OIUCBhIO C MepeurciIeHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUIl, B TpeAesax KOTOPBIX
PAacIoyioKeHbl COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenava TUYHBIX A€ B apXUB OCYIIECTBIISICTCS HE TIO3/IHEE TPEX JIET MOCTE 3aBEPUICHUS HX
B JIEJIONPOM3BOJICTBE B COOTBETCTBUM ¢ rpadukom. [IpeaBaputensHo cekperapeM, CleMaTucToM
Mo KaJpaM TIPOBEpSETCS IOJHOTa W TPAaBHIBHOCTH TOJTOTOBKM JIMUHBIX JeJ K Iepenade.
BrblsiBIIeHHBIE TTPU NPOBEPKE HEAOCTATKHM YCTPAHSIOTCS CEKpeTapeM, CHEMAIMCTOM IO KaapaMm.
[lepenaua u mpreM MPOU3BOJATCS MO OTHCH C MTPOCTAHOBKOW OTMETOK O HAJTHYUH JIMYHBIX JIET.
6.5. JInuHble nena nejaroroB U COTPYIHUKOB 0011e00pa3oBaTeIbHON OpraHn3allui, 3aKOHUEHHbIE
nenonpousBoacTBoM 1o 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3oBaTenbHON OpraHu3alii UMEIOT
MTOCTOSTHHBII CPOK XPaHEHUSI.

7. OTBEeTCTBEHHOCTDL
7.1. Tlemaroru W COTPYAHUKH OOIIE00Pa30BATENBLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CICIIHAIUCTY 0 KaJpaM CBeJIeHUsT 00 N3MEHEHUHN B IMIEPCOHATBHBIX
MAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO J€ea.
7.2. PaboTonmarens o0ecrneynBacT:
* COXpaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYIAHUKOB  00IIeoOpazoBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIMAILHOCTh CBEACHUN, COAEPKAIIUXCS B JMYHBIX JeJaX T[eJaroroB Hu
COTPYTHUKOB.



8. [IpaBa paGoronaTe/isi U padOTHHKA
8.1. Ilna oOecrieyeHUs 3alUThl MEPCOHAJIBHBIX JAaHHBIX, KOTOPbIE XPaHATCA B JIMYHBIX Jeiax
MeJJaroroB U COTPYAHUKOB 00I€00pa3oBaTeIbHOW OpraHu3alllKi, MEJarorut U COTPYAHHUKHU
o011eo0pa3oBaTeIbHON OpraHU3alui UMEIOT MPaBo:
* TMOJYYHTh TOJHYIO HWH(OPMAIHMIO O CBOUX IEPCOHAIBHBIX JAHHBIX U 00pabOTKE ATUX
JTAaHHBIX;
® MOJIYYUTHh CBO6OI[HLIﬁ AOCTYII K CBOUM IICPCOHAJIBHBIM JJAHHBIM;
* IOJIyYUTb KOIHUHU JOKYMEHTOB, XpaHSIIUECS B IUYHOM JI€Jie U COJIeprKalllie epCOHATbHBIC
JaHHBIC.
* TpeOOBaTh UCKIIOYECHUSI UIIN UCIIPABICHUS HEBEPHBIX U HETIOIHBIX EPCOHAIBHBIX JAHHBIX.
8.2. PaboTonarens uMmeeT mpaso:
* 00pabarbIBaTh MEPCOHANBHBIC JAHHBIE NEJIAroroB U COTPYIHUKOB 0011e00pa3zoBaTebHOMN
opranu3anuvu, B TOM YUCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX
* 3ampoCUTh OT TMENaroroB U COTPYIHUKOB 001Ie00pa30oBaTeNbHON OpraHu3aluu BCIO
HE0OX0MMYI0 WH(OPMALUIO IS BEACHHS JIMYHBIX JIeT U OOpa0OTKH TEepCOHATBHBIX
JAHHBIX.

9. 3ak/II04YUTeIbHbIE M0JI0KEHHU S

9.1. Hacrosiiee IlonoxxeHne o nopsjke BeACHUS JIMYHBIX JI€]1 paOOTHUKOB SIBJISETCS JIOKAIbHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHUMaeTcs Ha IlenarornyeckoM coBeTe IIKOJIBI M yTBepxkaaeTcs (J11bo
BBOJIUTCS B JICHCTBHE) MPUKA30M JTMPEKTOpA OpPTaHU3aINK, OCYIIECTBIIIONIEH 00pa3oBaTEIbHYIO
NESATENBHOCTD.

9.2. Bce u3MeHeHMs] U JONOJHEHMs,, BHOCUMble B Hacrosimee llomoxkenue, opopmisitoTcss B
INUCBbMEHHOW (opMe B COOTBETCTBUM JACHUCTBYIOLIMM 3aKOHOAATENbCTBOM  Poccuiickoit
denepanuu.

9.3. IlonoxeHue O MOpPsiAKE BEIACHUS JIMYHBIX e paOOTHUKOB 0Opa30BaTEIbHOM OpraHuU3aluu
IIPUHUMAETCS Ha HEONpeAeNeHHbI Ccpok. M3menenus wu gononHeHus K [lonoxkeHuro
IIPUHUMAIOTCS B Opsiike, peaycMoTpenHoM 11.9.1. Hacrosiero [TonoxxeHus.

9.4. llocne npunstus IlonoxeHus (WM U3MEHEHUH U JOMOJIHEHUH OTIENbHBIX IMYHKTOB U
pa3zenoB) B HOBOW peJaKIuK MpeIblIylias pelakliis aBTOMaTUYECKH yTpauuBaeT CUITY.



JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
NIearoroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0JI0KKa JIMYHOTO Jeia

[Ipunoxxenne Ne2
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayada

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Jemo Ne

(3aroyioBOK Jiena)



[Tpunosxxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Ipunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIeHUS Tie1arora
Y COTPYAHHUKA C TUYHBIM
JIETIOM

Iloanuce nienarora u
COTpYIIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHUs




ITpunoxxenne No5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e:KeroHoil MPoOBePKH COCTOSIHUSA
U HAJIMYHUSI JIMYHOTO Jejia

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POXKIACHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

(cerno, nepeBHs, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0

MECTOHAXOXACHUC

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim ne
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro
CIEeLUATBHOCTh
TIOJTYYHJI B
pe3yibTare
OKOHYaHUS
y4eOHOTo
3aBEJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHS

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS,

HOCTYIUICHUS yxoJa OpraHu3al|K, IPEANPUATHS, a TAKXKE
MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHE
YUpEKICHUS,
OpraHu3aluy,
PEATPUITHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue numeere npaBUTEIbCTBEHHbBIC HArpaibl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Boiick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 1O y4eTy KaJIpoB.
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AHKETA

[Tpunoxxenne No7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJIa ¥ 10 KaKO¥ MpUYuHe)

2. OOpa3oBaHme, ydeHasi CTCNECHb (KOorja |
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHATBCS, BIajeeTe CBOOOIHO)

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKKC

MUHUCTEPCTBA (BEIOMCTBA)

MecToHax0XICHHIE
YUpEeXKICHUS,
OpraHu3aIu,
NpEANPUITUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMmep TenedoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha kakoii ypoBeHb 3apiiaTsl Bel paccuntbiBaete?
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(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moamnuce)

(pacrmpoBKa MOIIUCH)




[Mpunoxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(tmpamu U IPOIHCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHocTr (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
dbopMHupoOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacuidpoBKa MOIIHUCH)
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