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MOJIOKEHHUE
O NOPSAKE BEAEHW S JUYHBIX JEJI
IIEJATOT'OB IIKOJbI 1 COTPYITHUKOB



1. O0Me moJI0KeHus

1.1. Hacrosmee IlomoxeHne o TOpsiIKE BeACHHWsS JHYHBIX Jell PaOOTHUKOB OpraHU3allly,
OCYILECTBIISIONIEH 00pa3oBaTeNbHYIO JESITENbHOCTh, pa3padoTaHo B COOTBETCTBUU ¢ DeaepalbHBIM
3akoHOM Ne 273-D3 ot 29.12.2012 «O06 obpazoBanuu B Poccutickoit deaeparumy ¢ M3MECHEHUSIMHU OT
8 nekabpst 2020 roga, denepanbHbiM 3ak0oHOM OT 27.07.2006 Ne 152 «O mepcoHaIbHBIX JaHHBIX» B
penakiyu ot 8 nekadps 2020 roxa, [Ipukazom denepabHOr0 apXUBHOTO areHTCTBA OT 23 Aekadps
2009 roma N 76 «O6 yrBepxneHMH MeTOIMYECKUX PEKOMEHIAUK MO pa3paboTKe WHCTPYKLHUH 110
JIeTIOTIPOU3BOJICTBY B (hefepalibHbIX OpraHax MCIHOJHUTENBHON BiacTuy», Ykasom lIpesunmeHra ot
30.05.2005 Ne 609 «O6 yrBepxaennu llonoxeHHs O MEPCOHATBHBIX JAHHBIX TOCYIApCTBEHHOTO
ciyxamero Poccuiickoit @eaepanuu 1 BeleHUHN €0 JTUYHOTO JAea» B pemakuuu ot 23 wutons 2019
rona, TpynoseiM Konmexkcom Poccuiickoit ®enepanuu, KomnektuBusiM JoroBopoM, YcraBom HOY

cpenssis mwkona umenu C.T.Iankoro.

1.2. Jannoe [lonoxenue onpenemiseT NOpAA0K BeASHHS TUUHBIX €T MeJaroroB U MHBIX COTPYAHUKOB
1 paOOTHHKOB IIIKOJIBI, OTIPEIENSIET MOPAA0K (OPMHUPOBAHHMS, YUeTa U XPaHECHUsI, BBIJAUN JTUUHBIX JETT

BO BPpEMCHHOC IIOJIb30BAHUEC, a TAKKC OTBCTCTBCHHOCTD, IIpaBa pa6OTHI/IKOB " JUPEKTOpa HIKOJIbI.

1.3. Hacrosimee Ilonoxenne yTBepikIaeTcs MPUKa30M 10 IIKOJIE U SIBIIIETCS 0053aTEIbHBIM JIJIS BCEX

KaTeropuil eAarorndeckux u Ipyrux COTPYAHUKOB LIKOJIBI.

1.4. Benenue TUYHBIX €T IEarOrOB M COTPYIHUKOB IIKOJIBI BO3JIAraeTCs Ha CIICIIMAIIUCTA 110 KaJipam

OopraHuvsanuu, OCyHIGCTBHHIOHIGfI O6pa30BaTCHbHYIO JACATCIIBHOCTD.

1.5. JluyHO€ AENI0 — OCHOBHOM JOKYMEHT IMEPCOHAIBHOTO y4yeTa, COAepKaluii Hanbosee
MOJIHbIE CBEIECHUA O paboTHUKE 00pa30oBaTENbHON OpraHM3allii W €ro TPYAOBOM
NesTeNbHOCTH. B MTUYHOE €70 BHOCATCS CBEJCHHUS, CBSI3aHHBIE C MTOCTYIUICHHEM Ha paboTy U
YBOJIbHEHUEM.

1.6. Csenenusi, cojepkamuecs B JIMYHOM JeJie, OTHOCATCS K KOH(HUIEHIIUATHLHON
nH(OpMAaILIUY, UMEIOT OTPaHUYCHHBIN JOCTYI U pasriIalleHUuI0 He O IekKaT.

1.7. JIuunoe neno BeaeTcs B TEUEHUE BCETO Mepuoia padoThl pabOTHHKA.

1.8. Benenne HECKOMBKUX JIMUHBIX JIEJT OJHOTO pabOTHHUKA 00pa30BaTEIHLHOM OpraHu3aIlii He

JIOTTYCKaeTCsl.

2. Mopsiaox (popMUPOBAHUSA JTUYHBIX J€J COTPYAHUKOB

2.1. @opmupoBaHME JHUYHOTO Je€ja TENaroroB W COTPYJHHUKOB IIKOJBI  MPOU3BOIUTCS
HEIOCPEICTBEHHO IIOCJE INpUEMa B IIKOJY WM IEpeBOJa IE€JaroroB M COTPYIHUKOB W3 JIPYrou

06pa30BaTeHBHOﬁ OpraHuvsanuu.



2.2. B COOTBETCTBUH C HOPMATUBHBIMHU AOKYMCHTAMH B JIMYHBIC OC€JIa II€AaroroB U COTPYIHHUKOB

IIKOJIBI, BKJIA/IBIBAIOTCS CIICAYOIIHE TOKYMEHTBI:
s nedazozos:

*  3asBJICHME O IIpUeMe Ha paboTy;

*  3asBJICHHE O COIJIAaCHU Ha 00pabOTKy MEepPCOHAIBHBIX JaHHBIX II€1arora;

* cmpaBka 0 HaMW4YUH (OTCYTCTBHH) CyIUMOCTH W (Win) (pakTa yroioBHOTO MpECIIeOBaHUA,
BBIJJAHHOTO COOTBETCTBYIOIIIMM OPraHOM IIPABOIOPSIKA;

* aBTOOWOrpadus;

*  KOIH [1aCIOpTa UM MHOTO JOKYMEHTA, YAO0CTOBEPSIOILET0 JTMUYHOCTb;

*  KOIM CTPAaXOBOI'O CBUIETENHCTBA IEHCHOHHOIO CTPAaXOBAHUS;

*  KONUS WACHTHU(PHUKALNOHHOIO HOMEpa HAJOrOIJIaTeNbIINKA;

*  KOMNMsI JOKYMEHTa BOMHCKOTO y4eTa (JIsi BOGHHOOOsI3aHHbIX);

*  KONUsI CBUICTENLCTBA O 3aKIIOUECHUH Opaka (py HATHIHH);

*  KONMS CBUJETENHCTBA O POKIACHUM JeTel (IIpy HATU4KN);

*  KOIHUH JOKYMEHTOB 00 00pa3oBaHUH;

*  KONHUH JOKYMEHTOB O KBaTH()UKAIIUK WIN HaJTMYUE CHICIUAIBLHBIX 3HAHUH (TIPH HAINYHN);

*  KONHHU aTTECTAI[MOHHBIX JINCTOB (TIpY HAJINYHH);

*  KONHHU JOKYMEHTOB O HarpakJIeHUH (IIpU HAIUIHUH);

*  XapaKTepUCTUKHU, peKOMEHIATEeIbHbIC MUChbMa (TIPH HAJTMYUH);

*  TIpUKa3 O IpUEME Ha PadoTYy;

*  IIpPHKa3 O MEPEBOJIC Ha MHYIO TOJDKHOCTH (IIPY HAJHMYHUH);

*  JOJDKHOCTHAss MHCTPYKUHS (IOJDKHOCTHBIE HWHCTPYKLUMHM C MOMEHTa Ha3HAuUeHHMs Ha BCe
JIOJDKHOCTH );

* TpyAOBOH J0roBOp (C MOCJIEOYIOUIMM BKJIIOYEHHWEM JIONOJHUTENBHBIX COIJIAIICHUH K
TPYAOBOMY JOTOBOPY);

*  TPYAOBYIO KHHXKY;

*  MEAMLMHCKYIO KHIKKY.

s pabomnuxos:

*  3asBIICHHE O IIpUeMe Ha PadoTy;

*  3asABJICHHE O COTJIACHH Ha 00pa0OTKY MEePCOHAIBHBIX JaHHBIX IIeIarora;

* cIpaBKa O HATM4YUM (OTCYTCTBUH) CYAMMOCTH U (WiM) (aKkTa yroJlOBHOTO TpeciieI0BaHus,
BBIJIAHHOTO COOTBETCTBYIOIIMM OPTraHOM IIPABOTIOPSIKA;

* aBTOOHMOrpadus;

*  KONUs [acIopTa WK HHOTO TOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTD;

° KOIIUA CTPAXOBOI'0 CBUACTCIILCTBA IICHCUOHHOTO CTPAXOBAaHUS



KOTVS WICHTH(HUKAITMOHHOTO HOMEpa HAJIOTOILIATEIBIINKA;

KOITHS IOKYMEHTa BOMHCKOTO ydeTa (/11 BOeHHOOOsI3aHHBIX );

KOITHSI CBUIETEILCTBA O 3aKII0UCHUH Opaka (TIpu HAJTUIHH);

KOTIVSI CBUJICTENTLCTBA O POXKICHUU JieTel (TP HATUYUH );

KOITUH IOKyMEHTOB 00 00pa3oBaHUM;

KOIHHU JOKYMEHTOB O HarpaXAeHUH (IIPHU HAJIMYUH);

XapaKTepPUCTUKH, PEKOMEHJAaTeIbHbIC THChMa (MIPY HATHYHH);

MpHKa3 O MpreMe Ha paboTy;

MIPUKa3 O MepeBo/Jic HA HHYIO JOKHOCTH (IPY HANWYHN);

JOJDKHOCTHAST MHCTPYKIHMS ([JODKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAa4YeHUS Ha Bce
JIOJKHOCTH);

TPYAOBOW JIOTOBOp (C TMOCJCIYIOUMM BKJIIOUCHHEM JOIMOJHHUTENBHBIX COTJAICHHNH K
TPYIOBOMY JIOTOBODY);

TPYAOBYIO KHUXKKY;

MEAUIUHCKYIO KHHXKY.

Pabomoodamensv ogpopmasem:

TPYIOBOM IOTOBOP B JABYX K3EMILIIpaXx;
MpUKa3 o IpreMe Ha paboTy (0 mepeMeIleHnH Ha APYTHE TOJHKHOCTH);
JTUYHYI0 KapTouky Ne T-2;

OOJDKHOCTHYIO MHCTPYKIMIO B AIBYX 2K3EMILIApax.

Pabomooamens snakomum:

C HOPMATHBHO-TIPABOBEIMH JIOKyMEHTaMH MKOJIBI (YcTaBoM, KOJIEKTHBHBIM ITOTOBOPOM,
[IpaBunamu TpyI0BOTO pacHoOpsaKa U Ip. JTIOKATHHBIMH aKTaAMH);

C JOJDKHOCTHOM MHCTPYKUUEH;

MPOBOJAWT BBOJHBIN HMHCTPYKTaXX, WHCTPYKTaX II0 OXpaHe TpyJda, HHCTPYKTaX II0

MIPOTUBOIOKAPHOH 6€3011aCHOCTH.

2.4. IlepBuunoe oopmMiieHHE TUYHOTO JieJIa IpeyCMaTPUBAET:

MIPUCBOCHUE JIMYHOMY JIeJTy HOMEpa COTJIaCHO JKypHAITy y4eTa JHYHbBIX Jien (mpuioxkenue No
1);

MPOCTaBJICHNE Ha OOJOXKKE JUYHOTO nena (mpuiokeHne No 2) cleylomuX PEeKBHU3UTOB:
WHJIEKC nena (B COOTBETCTBHM C HOMEHKJIATYPOH nen oOmieo0pa3oBaTeIbHOM OpTraHU3aIlig;
MOJTHOE HAMMEHOBaHUe 00111e00pa30BaTEBHON OPraHU3aIlui; HOMEP JINYHOTO JIeNa; (haMuIHs
HUMsI OTYECTBO pabOTHMKA B MMEHMTEIIFHOM MaJeXKe; NaThl — TOJ Havaja U roJi OKOHYAHUS

BCACHUA [1€JIa, KOJIMYCCTBO JIUCTOB; CPOK XPAHCHU,;



* T[IOMENICHWE JIOKYMEHTOB, TMOJUICKAIUX XPAHEHHUIO B COCTaBe JIMYHBIX JIeN, B
XPOHOJIOTHYECKOM TIOPSIJIKE:
» BHYTpPCHHSISI ONUCH TOKYMEHTOB Jiena (rmpuiokenue Ne 3);
JIUYHBIN JTUCTOK MO y4eTy KaapoB (mpunoxeHus Ne 6);
3asBJICHUE O TIpUEeMe Ha padoTy;
MpHKa3 O MpreMe Ha paboTy;

TPYyAOBOM JOTOBOD;

YV V. V V V

JIOTOBOP O TOJTHOM MaTepUalIbHOI OTBETCTBEHHOCTH (€CIH PaOOTHUK — MaTePHAIBHO
OTBETCTBEHHOE JIMIIO);

»  XapaKTepPHUCTHKU M PEKOMEH/IaTeNIbHbIC THChMa;

» coriacue Ha 00pabOTKy MEepPCOHANBHBIX TAaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B TUYHOE JEJI0, MOJJICKAT HyMEpallUu.

2.6. C uenpro obecrieueHus] HaJIekKAIIEH COXPAHHOCTH JIMYHOTO Jieia ITENaroroB M COTPYIHHKOB
0011e00pazoBaTeNbHOM OpraHU3aIiy 1 YA00CTBa B 00PAIEHUH C HUM ITPH (POPMHUPOBAHIH TIOKYMEHTHI
MOMEIIAIOTCS B OTACIBbHYIO Nanky. [Ipu yBonbHeHHH paOOTHHKA IPOLIMBAIOTCSI HUTKAMH U CHAIOTCS B

apXuB.

2.7. BHyTpeHH:sl OMKUCh TOKYMEHTOB, UMEIONIUXCS B JIMYHOM JIeJie, JOJDKHA COJEpPKaTh CBEICHUS O
MOPSAJKOBBIX HOMEpax, HAUMEHOBAHUSAX JAOKYMEHTOB [I€J1a, KOJUYECTBE JIMCTOB, JaTax BKIIIOYEHUS

JOKYMCHTOB B JIMYHOC A€JI0 U U3BATHUA U3 ACJIA, 4 TAKIKE KEM U3BAT JOKYMCHT U I10 Kakou IIPUYINHE.

2.8. BHyTpeHHSS ONUCH COCTaBJISIETCSl HAa OTHENIBHOM JIUCTE IO YCTaHOBJIEHHOH Qopme. JIuCThI

BHYTPEHHEH ONUCH HyMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JHMYHBIX JEN K Iepenade Ha XpaHEHHWE K BHYTPEHHEH OMHCH COCTaBISETCS
WTOTOBAs 3alich, B KOTOPOH yKa3bIBaeTcs HU(PpPaMU M MPOMUCHI0 KOJMYECTBO BKIIOYCHHBIX B HEe

JOKYMCHTOB U KOJIMYCCTBO JIMCTOB JCJIA.

3. HOpﬂlIOK BE€ACHUSA JIMYHBIX 1€ MEeIaroroB U COTpyIHUKOB HIKO0JIbI.

3.1. JIuunoe ACJIO0 MeAaroroB U COTPYAHUKOB MIKOJIbI BEACTCA B TCUYCHUC BCCro nepuoga pa60TLI

KaXao0ro neaarora 1 COTpyAHUKa IIMKOJIbI.

3.2. lanpHeliiee BeleHUE JIUYHOTO Jieja e1aroroB U COTPYAHUKOB MIPEeAyCMaTPUBAET IIOMEILICHUE B
JIeNI0 JIOKYMEHTOB, 00pa3yroIuxcsi B mpoliecce paboueid IeATeNbHOCTH M UMEIONIMX 3HAYCHUE IS

TPYOBBIX OTHOILLEHUI:

*  JIONOJHEHUE K JIMYHOMY JIUCTKY I10 y4eTy KaJpOB;

° JONOJHUTCIIbHBIC COTJIAILICHUS K TPYAOBOMY JJOT'OBOPY,



* KONWHM TPUKA30B MO JINYHOMY COCTaBY, KOTOPBIC KAacaroTCs II€JaroroB M COTPYIHHKOB
0011e00pazoBaTeILHON OpraHu3aIlNiy;

*  OT3BIBBI JOJDKHOCTHBIX JIUII O MEIarore U COTPyAHUKE 001e00pa3oBaTeIbHON OpraHu3allig;

*  KOIHH JOKyMEHTOB O TIOBBIIICHUN KBATU(UKAIINY;

*  KOIHUH CEPTUPHKATOB, TPAMOT;

*  JIACT — 3aBEPUTEIIh Jiena (COCTABIISIOT ITPY cadue JIMYHOTO Jieia B apXUB);

*  UHBIC JIOKYMCHTHI.
3.3. B nensx obecnieueHuss KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX €I B €XKETOTHO (HE
no3aHee | kBaprayna roja, CISAYIONIETO 3a OTYETHBIM) MPOU3BOJUTCS MPOBEPKA WX HAIUYHS H

COCTOsSHUA.

3.4. ExxerosHyo MpoBEpKY COCTOSHHS JHYHBIX [€J1 Ha MPEIMET COXPAaHHOCTU BKJIIOUEHHBIX B HETO
JOKYMEHTOB NPOBOAMT CIELMANBbHO CO3JaHHAs KoMuccusi. O NPOBEACHHBIX IMPOBEpPKax AEIaeTCs
OTMETKa B JIMCTE O pe3yJbTaTaX €XKEroAHOM MpPOBEPKU COCTOSHHUA W HaJM4YUs JIMYHOTO Jeja
(mpunoxenue Ne 5) u cocraBnsieTcs akT. Pe3yapTaTsl IPOBEPKH JIUYHBIX J1€J1 B 0043aTEIIEHOM IOPSIKE

TOBOJATCS IO AUPEKTOPA IIKOJEIL.

4. ITopsiaok y4éTa u XpaHeHHsl JTUYHBIX JeJI [1eJaroroB ¥ COTPYAHUKOB LIKOJIbI.

4.1. XpaHeHHe U yYeT JUYHBIX Je]l IIearoroB U COTPYAHUKOB OPTaHU3YIOTCS C LENbI0 OBICTPOTrO M
0€30MIMO0YHOr0 TMOMCKA JIMYHBIX Jied, OOECHeUeHUs WX COXPAHHOCTH, a TakkKe OOCCICUCHUS
KOH(UICHIIMAIBHOCTH  CBEICHHUM,  COAEpKAIMXCA B JOKYMEHTax  JIMYHBIX  JI€J,  OT

HECaHKIIMOHUPOBAHHOTO JIOCTYTIA.
4.2. JInvHbIe Nlena COTPYAHUKOB XpaHATCS B celihe 001ieodpa3oBaTebHONM OpraHnu3aIny.
4.3. TpynoBble 1 MEAWIIMHCKHAE KHWKKH XPAHATCS OTIENBLHO B celide.

4.4. JlocTyn K TUYHBIM JeliaM IEJaroroB U COTPYIHUKOB UMEIOT TOJIBKO CEKpeTaph, CIEIUATIUCT 10
KajgpaMm, JUPEKTOp o0meo0pa3oBaTeIbHOW OpTaHM3alud JIMOO 3aMEeCTUTENH JUPEKTopa MpH

WCTIOJIHEHNH O00S3aHHOCTEH TUPEKTOPA MIKOJbI.

4.5. CI/ICTeMaTPBaI_II/IH JIMYHBIX ACJI MEAAaroroB u COTpyAHUKOB HIKOJIbI ITPOU3BOAUTCS B aJ'I(I)aBI/ITHOM

MOPSIKE.

4.6. JInunnie JcJia IeaaroroB 1 COTPyAHUKOB IIKOJIbI, UMCIOINNX I'OCYyAapCTBEHHBIC 3BaHUA, IIPEMUH,
Harpazibl, Y4€HbIC CTCIICHU U 3BaHUA, XPAHATCS ITOCTOAHHO, a OCTaJIbHBIX COTPYAHUKOB — 75 nerc roaga

YBOJIbHEHUS pabOTHUKA (B COOTBETCTBHU C [lepeyHeM THUTIOBBIX YIIPaBIEHYECKUX JOKYMEHTOB).



5. HOpfl}lOK BblIAQa4M JIMYHBIX 1€/ BO BPDEMCHHOC I10JIb30BaHUE

5.1. Breimaua nuuHBIX Aea (OTI[CJ'ILHI:.IX JOKYMCHTOB B COCTaB€ JIMYHOTO I[CJ'Ia) BO BPCEMCHHOC

MOJIb30BAHUEC MMPOU3BOAUTCA C pa3pCUICHUA JUPCKTOPA HIKOJIbI 110 3a4BJICHUIO COTPYAHHUKA HIKOJIBI.

5.2. PaboTta (03HaKOMIIEHHUE) C JIMIYHBIMU JeTIaMH TIeIarOrOB M COTPYAHUKOB IITKOJIBI TIPOMU3BOIUTCS B
MpUeMHON nupekTopa. B koHIe pabodero AHS CEKpeTaph MM CHENUAIMCT MO Kajapam o0s3aHa
yOeIMTLCS B TOM, YTO BCE JIMYHBIC Jieja, BBIIAHHBIC BO BPEMEHHOE IOJIb30BaHUE, BO3BpAIICHBI HA

MECTO XPaHEHHUS U €CTh JIM HEOOXOJUMOCTh Il IPUHATHS MEP K MX BO3BPAILCHHIO MIIN PO3BICKY.
5.3. ®akT BeIJaYM JUYHOTO J1ena GUKCUPYETCS B KOHTPOJIBLHOM JKypHale.

5.4. U3psTue OTHENBHBIX JOKYMEHTOB M3 JIMYHOIO J€J1a IPOU3BOAUTCS C Pa3pelIeHUs] AUPEKTopa C
odopmileHHEM COOTBeTCTBYyIOmIerd 3ammcu B Tpade «lIpummeuanuwe» BHyTpeHHe# ommcu. [lpm
BPEMEHHOM U3BSITUU JOKYMEHTA Ha €r0 MeCTO (MEXKIY JIUCTAMH COCEIHUX TIOKYMEHTOB) BKJIA/IbIBAETCS
CIpaBKa-3aMECTHUTEINb C YKa3aHHEM JaThl U IPUYMH U3BSITHS C IOAMHUCHIO JINIA, BBIAABLIETO JOKYMEHT,

1 IOATIIMCHIO JIMLA, OJTYUYHMBIIET0 €Iro BO BPEMEHHOEC I10JIb30BaHUCE.

6. OdopmiieHue JIMYHBIX /e Iiepe] caaveil B apXuB

6.1. OdpopmiieHne TUYHBIX A€N AJS MEpelayd B apXUB MPOU3BOAUTCS CIHEIHAIUCTOM IO Kajpam

0011e00pazoBaTeNbHOM OpraHU3ard. JTa MPOLEAYyPa BKIIOYAET:

*  TOJIIHMBKY (TIEperuieT) Jaena;

*  YTOYHEHHE HyMepalliH JHCTOB JIeTa;

*  COCTaBJICHHUE JICTa-3aBepuTens (mpuinoxenue Ne §8);

* cocraBieHue (YTOUYHEHHE) BHYTPEHHEN OIUCH;

*  BHECCHHE YTOYHEHHUH B PEKBHU3UTHI JINLIEBOK OOJIOKKH Jera.
6.2. JIuct-3aBepuTens Aena JODKEH MOANHMCATh €ro COCTaBUTENb, IPH 3TOM JAeJaeTcsl pacumdpoBka
JOJDKHOCTH M TIOAIKUCH, NPOCTABIsieTcs AaTa. B mpouecce UCnoab30BaHusl apXUBHBIX JOKYMEHTOB B
JIICTE-3aBEPUTEIIE JIEJIAI0TCS COOTBETCTBYOIIME OTMETKH. Eciin geno nmoxmmto Oe3 aucra-3aBepuTes,

TO €ro CJeIyeT HAKJIEHTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH JIeIa.
6.3. C nenbio oOecrieueH s COXPAaHHOCTH JIMYHBIX JIeTl PEKOMEH Ty eTCs:

* O0BECIUHATH MHIWBUIYAIbHBIC JINYHBIC JieJa YBOJEHHBIX COTPYIHUKOB B OJIHY OOJIOXKY
(0OBEeIMHEHHOE JIETI0) ¢ TAKKM PacyeToM, 4TOObI 00BheM Jjiena (ToMa) He npeBbIman 250 TucToB
(TyTeM CIIMBKY MaTEpUAIIOB HHIUBUAYAIBHBIX A€ 10 TO/aM YBOJIbHECHHUS);

* pacrmoyaraTh MaTepuallbl WHIMBUAYAIBHBIX JEN B Nperenax jena (TomMa) B andaBUTHOM

MOpAAKE (HO(l)aMI/IJ'IBHO), OTACIIAA MATCpHAJIbl, OTHOCAIIHECA K pPa3HbIM HWHAWBUAYaAJIbHBIM



JefiaM, YHCThIM JINCTOM OyMard C yka3aHWeM Ha HeM (aMWiInd, WMEHH W OT4YeCcTBa
COOTBETCTBYIOIIIETO  YBOJICHHOTO TMeJarora ¥ COTPYAHUKA  0O0IIeoOpa3oBaTebHON
OpraHu3alluy;

* cHaOXaTh Kaxmoe oOBeNWHEHHOE [el0 (TOM) BHYTPEHHEH ONHCHI0 C TEePEeYUCICHUEM
dbamMunuii, UMEH W OTYECTB M YKa3aHHEM HOMEPOB CTpaHWIl, B TMpeaeliaX KOTOPBIX
PaCIOJI0XKEHBI COOTBETCTBYIOIINE JOKYMCHTEHI.

6.4. Ilepenava TUYHBIX JENT B apXUB OCYIICCTBIISICTCS HE MO3JHEE TPEX JIET MOCJe 3aBEPUICHHUS UX B
JICJIONPOU3BOJICTBE B COOTBETCTBHM C rpadukoM. [IpenBaputensHO ceKkpeTapeM, CICIUATUCTOM IO
KaJipaM IMPOBEPSETCS MOJIHOTA U MPAaBUIBHOCTh MOATOTOBKU JIMYHBIX JIEN K mepenade. BEISBICHHBIC
IIPY TPOBEPKE HEJIOCTATKU YCTPAHSIOTCS CEKpeTapeM, ClielMaucToM 1o kanpam. [lepenaya u npuem

MMPOU3BOAATCA IO OIMUCHU C HpOCTaHOBKOﬁ OTMCTOK O HAJIMYHMH JIMYHBIX OCII.

6.5. JludHbIe nena megaroroB W COTPYIHUKOB OOIIE0Opa30BaTENbHONW OpraHMW3AlN{, 3aKOHYCHHBIC
nenonpousBoacTBoM A0 1 ssHBaps 2003 rona, xpanstes 75 net, nocie 1 saBaps 2003 roma — 50 ner.
JludHbIe nmenma nmWpeKTopa, TIIABHOTO Oyxranrepa o00meo0pa3oBaTeNbHON OpraHu3aliil HMEIT

MOCTOSIHHBIN CPOK XpaHEHHUS.

7. OTBeTCTBEHHOCTD

7.1. Tlemarorm W COTPYAHHUKH IIKOJBI O00s3aHBI CBOEBPEMEHHO TMPEICTABIATH CEKPETaplo HIIH
CHELUAIUCTY IO KaapaM CBeleHHs] 00 M3MEHEHHH B NMEPCOHANBHBIX JaHHBIX, BKIIOUCHHBIX B COCTAB

JIMYHOTO JIeJIa.
7.2. Paboronarenb 00eCIIeUnBaET:

° COXPAHHOCTD JIMYHBIX ACJI IEAAroroB 1 COTpyAHUKOB O6HI€O6pa3OBaT€J'IBHOfI OpraHu3aluu,

° KOH(bI/I,IleHLII/IaIIBHOCTB CBeHCHHﬁ, COACPIKAIUXCA B JIMYHBIX ACJIaX MI€JaroroB 1 COTpy AHUKOB.

8. [IpaBa paboToaaTeisi U paGOTHUKA

8.1. I[.TISI obecrnieyeHus 3alIUThI [ICPCOHAJIbHBIX TaHHBIX, KOTOPBIC XPAaHATCA B IMYHBIX ACJIaX II€AaroroB

" COTPYAHUKOB HIKOJIBI, IEAATrOTU U COTPYAHUKU HIKOJIBI UMCIOT IIPABO:

*  TOJYYHTb MOJHYIO HHGOPMAIHIO O CBOUX MEPCOHANBHBIX JaHHBIX B 00pab0TKE 3TUX JaHHBIX;

*  TIOJIYYUTHh CBOOOJHBIN JOCTYII K CBOMM IEPCOHAILHBIM JTAHHBIM;

*  [OJYYUTh KOMHUHU JIOKYMEHTOB, XpaHSAUIMECS B JIMYHOM JIEJIE€ U COJIEpPKAIIUE MEPCOHANIbHbIE
JTaHHBIC.

*  TpeboBaTh UCKIIOUYCHHUS WU MCTIPABIICHNS HEBEPHBIX M HETIOMHBIX MIEPCOHATBHBIX JTAHHBIX.

8.2. Paboronmarens umeer mpago:



* 00pabaThIBaTh MEPCOHANBHBIC JaHHBIC IIEJaroroB W COTPYJHHKOB, B TOM 4YHCIE H Ha
AJIEKTPOHHBIX HOCHTEJSX;
*  3ampoCUTh OT TIEeJaroroB W COTPYAHUKOB OO0IIE00pa3oBaTeIbHON OpraHU3alii BCIO

He00X0MMYI0 HH(OPMAIIHIO TS BECHHSI IMIHBIX 1€ 1 00paOOTKH MEPCOHANBHBIX TaHHBIX.

9. 3aK/II0YHTEIbHbIE MOJI0KEHHS

9.1. Hacrosmiee IlomoskeHrne O TMOpsSAKE BENCHUS JIMIHBIX JET PaOOTHHKOB SBIISICTCS JIOKAJTHHBIM
HOpPMaTHUBHBIM aKTOM, NMpUHUMaeTcs Ha llemarormueckoM coBeTe MIKONBI U yTBepkaaercs (imbo

BBOJWTCA B ACHCTBHE) MPUKA30M IUPEKTOPA IIKOJIBI.

9.2. Bce u3MeHeHHS U JOIIOJIHCHHA, BHOCHMBIC B HACTOSAIICC HOJ'IO)KGHI/IG, Oq)OpMJ'IHIOTCH B

MUCBMEHHOH OopMe B COOTBETCTBHH ACHCTBYIOIIMM 3aKOHOIATeNLCTBOM Poccuiickoit depepanui.

9.3. TlonmoxxeHWe O TOpPSIKE BEACHWS JUYHBIX el paOOTHUKOB 00pa3oBaTeIbHON OpraHW3alliH
MIPUHUMAETCS] Ha HEONpelesIeHHbIN cpok. M3MeHeHus u nomnonHeHus K 11oy1okeHno NpUHUMAKOTCS B

nopsiake, npeagycMoTpeHHoM 11.9.1. nactosmero [onoxenus.

9.4. Ilocne npunstus [onoxenus (Mim U3MEHEHUH U JOMOTHEHUH OTJENBHBIX ITYHKTOB U pa3/esioB) B

HOBOMW peJaKIuy Ipeablayias peaakiiys aBTOMaTHUECKH YTPAUYUBA€ET CUITY.



[Mpunoxenne Nel

K ITOJIOKEHHIO O MOPAAKE BEACHUA

XKypnan yuera TMUHBIX J1€]T

JIMYHBIX ICJI pa6OTHI/IKOB

Ne Hara Qammmus, | Tabems | Jomkaoct | CTpykTyp Haran Harta u [Ipumeua
n/ | odopmie nms, -HBIA | b (Ipodec- -HOE HOMEp HOMED - HHE
i - HUA OTYECTBO HOMeEp cus, nojipassie npUKa3a npUKa3a
JUYHOTO | Tefarora u Crennatb- -JICHUE (pacnopsi- (pacnopsi-
nena COTPYIHUK HOCTbD) JKEHUS) O JKEHUS) O
a negarora u npueme TIpeKparie-
COTPY/HHUK negarora u HUH
a COTpyAHUK | (pacTopke-
aHa HUW)
paboty TPYAOBOTO
JIOTOBOpA C
HearoroM u
COTPYIHUKO
M (yBOJIbHE-
HUW)
1 2 3 4 5 6 7 8 9

10
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[Ipunoxxenne Ne2
K TIOJIOKCHHUIO O MOPSI/IKE BECHUS

JIMYHBIX ICJI pa6OTHI/IKOB

O010KKa JIMYHOTO Jeia

®oHpa Ne

Onuncb Neo

Wupekc nena

(Ha3BaHKe 00pa30BaTENbHON OpraHU3AIMN)

JIMYHOE AEJIO Ne

(3aroJy1oBOK jena)

12



Jara nagana

Jlata okoHuaHus

Ha JIMCTax
XpaHUThb JEeT
®oHpa Ne
Onucb Ne

13



[Tpunosxxenne Ne3

K ITOJIOKEHHIO O MOPAAKE BEACHUA

BHYTPEHHAA OIIUCH

JIOKYMEHTOB Jiesia No

JIMYHBIX ICJI pa6OTHI/IKOB

Ne Wnpexc Hata HasBanue Howmep IIpumeyanus
/o JOKYMEHTa JIOKyMEHTa JOKyMeHTa JUCTOB
nena
Hroro: JIOKYMEHTOB

(pamu 1 TPOTIHCHIO)

KonmnuecTBo 11MCTOB BHYTpEHHEN ONMUCH

OTBETCTBEHHBIH 3a

KaJIpOBBII y4eT:

(umdpamu ¥ TPONKCHIO)

14



«

»

202 roma

(moxmuCH)
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©.N.0.

[Ipunoxxenne Ned
K TIOJIOKECHHUIO O MOPSI/IKE BECHUS

JIMYHBIX ICJI pa6OTHI/IKOB

JlomKHOCTD

JInunoe nemno Ne

JlaTa o3HAKOMJICHHS IIeJarora
U COTPYIAHUKA C JIMYHBIM
JIeTIOM

Ilommuces nenarora u
COTpYIHHKA

OTMeTKH, TprMedaHus,
3aMEYaHUs

16



ITpunoxxenne No5

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTAaTaX e:KeroHoii MPOBEePKH COCTOSIHUS

©.1N.0.

H HAJINYUA JIUHTHOI'0 JeJ1a

JlomKHOCTD

JInunoe nemno Ne

[ara nposepku

®.1.0. uneHoB
KOMHCCHHA

Tlonmucu yneHoB
KOMHCCUH

Pesynbrar nposepku

17



1. ®ammnus

[Ipunoxxenne Ne6

K ITOJIOKEHHIO O MOPAAKE BEACHUA

JIMYHBIX ICJI pa6OTHI/IKOB

JIMYHBINA JTUCTOK MO0 yYeTy KaJaApoB

Nms

OTtuecTBO

2. Ilon

3. Tox, uncio u MecsL pOKACHUS

4. MecTo poKIeHUS

5. I'paxnaHcTBO

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

6. O0pazoBanue

HazBanue
yueOHOTO
3aBEJICHUS U €T0
MECTOHAX0XK/ICHUE

DakynbTeT
WIn
OTJEJICHHE

Ton
MOCTYTUIEHUS

Ton
OKOHYAaHUA
WJIM yX0J1a

Ecnu ne
OKOHUYHII,
TO ¢ KaKOTr'o

Kypca
yIen

Kaxkyro
CHENHATBHOCTh
TIOJTYYHJI B
pe3yibTaTe
OKOHYaHUS
y4eOHOTro
3aBeJICHUS,
yka3aTb No
JUIIIIOMa UJIN
YAOCTOBEPEHUS

18




7. Kakumu HWHOCTPAHHBIMU A3bIKAMU BJIAZICCTC

(‘II/ITaeTe U IIEPEBOAUTE CO CIIOBAPEM, UNTACTE U MOXKETE OGLHCHHTBCH, BJIagCECTC CBOGOI[HO)

8. Y4eHas creneHp, yueHOE 3BaHHUE

9. Kakne nmeeTe HaydHBIC TPYIBI H H300pETEHHS

10. Beimmonusiemast pabota ¢ Hayaia TPYIOBOH JesITEIbHOCTH (BKJIIOYas yueOy B BBICIINX M CPEAHUX
CHETMAFHBIX YIeOHBIX 3aBEeICHUSAX, BOCHHYIO CITy>KOY U padOTy 10 COBMECTHTEIHCTRY)

Mecs u rog JIOIKHOCTH € yKa3aHUEM YUPEXKIeHUS, MecToHaxox/1eHne
OpTraHM3aINY, TPEATIPUATHS, a TAKKE YApEKISHHUS,
HOCTyILICHHA yxona MUHHUCTEpCTBA (BEIOMCTBA) OpraHM3aInH,
MIPETPHUATHS

11. IIpebriBanue 3a rpanuiieii (padboTa, caykeOHaAs KOMaHIUPOBKA, MMOE3/IKA C JeIeraneil)

Mecsn u rox B kakoii ctpane Ilens mpeObIBaHUS 32
rpaHuLEen
C KaKoro 0 KaKkoe
BpEMCHHU BpeMs

12. YyacTre B BBIOOPHBIX OpraHax
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MecTo BBEIOOpHOTO Haspanue BeiOopHOTO | B KadecTBe KOro lon
opraHa opraHa BBIOpaH

n30paHus BBIOBITHS

13. Kakue nmeeTe mpaBUTEIHCTBEHHBIC HATPAIbI

KOI‘I[a 1 K€M HarpaxacH

14. OTHOLIEHNE K BOMHCKAM 00SI3aHHOCTSM M BOMHCKOE 3BaHUE

CocraB Pon Boiick

(KOMaHJHBI{, OJIUTUYECKUH, a]MUHUCTPATUBHBIN, TEXHUUECKUH U T. 1)

15. CemeliHoe TIOJIOKEHHUE B MOMEHT 3aIIOJTHEHUS JIMYHOTO JINCTKA

(4IICHBI CEeMBH, C yKa3aHHEM BO3PacTa)

16. Homamrauii aapec

17. OO0s13y10Ch CBOCBPEMEHHO HU3BelIaTh 000 BCEX W3MEHEHMSIX JTaHHBIX, BKJIIOUCHHBIX B JIMUHBIN
JIUCTOK T10 YYETY KaJpOB.

« » 202 rona
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[Tpunoxxenne No7
K TIOJIOXKEHHUIO O TIOPS/IKE BEACHUS

JIMYHBIX ICJI pa6OTHI/IKOB

AHKETA

damuus

Nmsa

OTuecTBO

Hata poxnaeHus

1. I'paxknancTBo (eciu U3MEHSUTH, TO YKaXHUTE,
KOT/Ia ¥ 110 KaKO¥ MpUYrHE)

2. O0pa3oBaHue, yudeHas CTeTeHb (KOT/Aa U KaKkue
ydeOHBIE  3aBEJeHHWs  OKOHUWIH, HOMepa
quIuioMoB). CenuaibHOCTh U KBaTH(pHUKAIIHS TIO
TUTLIOMY

3. KakumMu MHOCTPaHHBIMU SI3BIKAMH U S3BIKAMU
HaponoB Poccuiickoii denepanuu BiageeTe U B
KaKOMW CTEIEHHU (YUTACTE U MOXKETE OOBICHITHCS,
BIIaZic€Te CBOOOJIHO)

4. BrinosiHseMast paboTa ¢ Havajia TPYIOBOM JIEATSIIbHOCTH (BKJIIOYAsi BOCHHYIO CIY:KOY U paboTy 1o
COBMECTHUTEIIECTRY)

Mecsin u rog JlOIKHOCTD € YKa3aHUEM yUpexKIeHHUS, MecToHax0XaeHnEe
OpraHu3allu, NPEANPHUITHS, a TAKKE YUpEXKACHUS,
TOCTYTLIICHHA yxona MUHHCTEPCTBA (BEIOMCTBA) OpraHu3aIuy,
NPEONPUSITHS

5. Bamm Gnu3kue po/ICTBEHHUKH (JKEHA, MYXK, OTEIl, MaTh, OpaThsi, CECTPHI)

Crenenn Damumus, UM, l'on Mecto paboTHI, Anpec mecta
poacTBa OTYECTBO POXIACHUA JOJIDKHOCTB JKHUTECIIBCTBA

21



6. lomanrnuii anpec u Homep Teiedona

7. ITaciopT UM TOKYMEHT, €ro 3aMEHSIOIINNA

(HOMeED, cepHsl, KeM H KOT/a BEIJIaH)

8. JlommoTHUTENbHEIC CBEACHMSI, KOTOPHIE BEI jkemaeTe cooOmuTh 0 cebe

10. Ha xakoii ypoBeHb 3apIuiaTsl Bel paccunTeiBaeTe?

« » 202 ronma

(I1OKHOCTH OTBETCTBEHHOT'O 32 KaJJPOBBIN yueT) (nmoanuce)
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[Mpunoxxenne Ne8
K TIOJIOKCHHUIO O MOPSI/IKE BECHUS

JIMYHBIX ICJI pa6OTHI/IKOB

JIMCT-3ABEPUTEJIb

neaa Ne
B nene mpommTo u mpoHyMepOBaHO JINCTOB
(mudpamu 1 IPONHCHIO)

¢ Ne o Ne , B TOM YHCIIC:

JTUTEPHBIC HOMEPa JINCTOB

MIPOIYIICHHBIC HOMEPa JINCTOB

+ JIMCTOB BHYTPEHHEN ONUCH JINCTOB

OcobeHHOCTH (PU3NIECKOTO COCTOSIHUS U Howmepa nuctos

(dhopMupoBaHus aena

OTBETCTBEHHBIN 3a

KaJpOBBIN y4eT

(ronmmcB) (pacmmidpoBKa HOIITHCH)

« » 202 rona
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