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0 MOPHAAKE BCACHUS JUIHBIX J€JI paﬁoTHI/IKOB
MyHMIUNIAJBHOTO OI0IKETHOT0 00111e00pa30BaTEJIbLHOI0 Yupe:xaenust ropoaa I'opaoBku
«CnennanuznpoBanHas mKosa Nel ¢ yriy0JileHHbIM H3yYeHHeM HHOCTPAHHBIX SI3bIKOB)

1. O01me MoJI0KeHUS.

1.1. Hacrosimiee IlomoskeHne o mopsiake BEACHUS JTMYHBIX JIeJT PAOOTHUKOB OpraHU3AIlNH,
OCYIIECTBISIONICH  00pa30BaTENbHYIO JIEATEIhHOCTh, pa3paboTaHO B  COOTBETCTBUU C
®enepanbabiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit deneparny»
¢ m3MeHeHusiMu ot 2 urons 2021 roma, dDepepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
NIEPCOHANBHBIX JaHHBIX» B penakuuu ot 2 utois 2021 rona, Ilpukazom denepabHOro apxuBHOTO
arerrcTBa oT 23 nekadbps 2009 roga N 76 «O0 yTBepxkacHMH MeToIUUeCKHX PEKOMEH AN 10
pa3paboTke HWHCTPYKIMI 10 JEJIONPOU3BOJCTBY B (elepanbHBIX OpraHax HCIOIHUTETHHON
Bractu», Ykazom IlIpesuaenta ot 30.05.2005 Ne 609 «O6 yrBepxknaenun Ilomoxenus o
IIEPCOHAJIBHBIX JAHHBIX T'OCYAApCTBEHHOro ciysxamero Poccuiickon denepanuu U BEICHUH €O
JU4YHOrO nena» B penakuuu ot 23 wurons 2019 roma, TpymoseiM Kopexkcom Poccuiickoit
@enepauny, KOJIJIEKTUBHBIM  JOrOBOPOM, YCTaBOM  OpraHM3alUH, OCYIIECTBISIOLIEH
00pa3oBaTeNbHYIO IEATCIbHOCTb.

1.2. Januoe IlonoxxeHue omnpenensieT MOPsAOK BEICHUS JTUYHBIX JI€T MEJaroroB U MHBIX
COTPY/JHMKOB W PaOOTHUKOB IIKOJIbI, OMPEACIICT MOPSAA0K (OPMHUPOBAHUS, Y4€Ta U XpaHCHUS,
BBIJIAYM JIMYHBIX JIETT BO BpPEMEHHOE IMOJIb30BAHKE, & TAK)KE OTBETCTBEHHOCTh, IIPaBa paOOTHUKOB U
JTUPEKTOPa 00pa30BaTEIHLHOM OpPTaHU3aIUH.

1.3. Hacrosmee Ilonoxkenue yTBepKAaeTcs MPUKAa30M [0 IIKOJIE U SBISAETCS
00s13aTEILHBIM JIJIS1 BCEX KaTeTOPUM MeIarornuecKuX U APYTUX COTPYAHUKOB IIKOJIBI.

1.4. Benenve MTUYHBIX JIed IEAAroroB U COTPYAHUKOB HIKOJIbI BO3JIATAETCS HA CIICIHAINCTA
10 KaJipaM OpraHU3aIliH, OCYIIECTBISIONICH 00pa30BaTEIbHYIO ACATEIHHOCTD.

1.5. JlugHOE NEn0 — OCHOBHOM JOKYMEHT MEPCOHATBHOrO Y4eTa, COoAepkKaluii Hanbolee
MIOJTHBIC CBEICHHS O PaOOTHHKE 00pa30BaTeIbHON OPraHU3aIliy U €T0 TPYIAOBOU AesTeNbHOCTH. B
JUYHOE JIETI0 BHOCSITCS CBEJICHUS, CBSI3aHHBIE C MMOCTYIUICHHEM Ha pa0OTy U YBOJIbHCHUEM.

1.6. Csenmenus, coaepKamuecss B JUYHOM JI€Jie, OTHOCATCS K KOH(PUACHIMATBHOU
nH(pOPMALIUY, UMEIOT OTPaHUYCHHBIN TOCTYI U pasriIallieHUuI0 HE TOJIekKAaT.

1.7. JInanoe neno BeACTCS B TEYCHHUE BCETO MEPHO1a pabOThl paOOTHHUKA.

1.8. BeaeHne HECKOMBKHUX JIMYHBIX JIET OJJHOTO pabOTHUKA 00pa30BaTeIbHON OpraHU3aluu
HE JIONyCKaeTCsl.

2. llopsinok popMuUpPOBAHUS JUYHBIX €] COTPYAHUKOB.

2.1. ®opMupoBaHHE JUYHOTO Jiela IEJaroroB M COTPYIHUKOB 00I1e00pa3oBaTeNbHOM
OpraHM3aly MPOU3BOJUTCS HEMOCPEACTBEHHO TIOcie IMpHemMa B 00IIe00pa3oBaTeIbHYIO
OpraHM3aIi0 WU T[epeBoJla IEJaroroB M COTPYAHUKOB U3 JApPYyroi oOpa3oBaTelbHOMN
OpraHu3alyH.



2.2. B COOTBETCTBHHM C HOPMATHUBHBIMHM JIOKYMEHTaMH B JIMYHBIC JeJia MEAaroroB M
COTPYTHUKOB OPraHU3allH, OCYIICCTBIAIONIECH 00pa30BaTEIbHYIO JIEATEIIHHOCTD, BKJIAILIBAIOTCS
CJIETYIOIINE JOKYMEHTBI:

Jlns nedazoeos:

3asiBJICHUE O MpUeMe Ha paboTy;
3asiBJICHUE O COrjacuu Ha 00pabOTKy MepCOHAIbHBIX IaHHBIX T€/1arora;
CIpaBKa O Hajauuud (OTCYTCTBUM) cyaumMoctd u (wim) (akTa yroioBHOTO

mpeCciacaoBaHmrsd, BBIATAHHOI'O COOTBCTCTBYIOIIUM OPIraHOM ITPABOIIOPSIKA,

aBTOOHMOTpadus;

KOIHSI MTAcTIOPTa WJIM MHOTO JOKYMEHTA, YIOCTOBEPSIOIIETO JTUYHOCTS;

KOS CTPAXOBOT'O CBUCTEIHCTBA ICHCHOHHOTO CTPaXOBaHUS;

KOIHS MIACHTU(PUKAIIMOHHOTO HOMEPA HAJIOTOTIIATEbIINKA;

KOMUs JOKYMEHTa BOMHCKOTO yueTa (IUIsi BOGHHOOOS3aHHBIX );

KOIHSI CBUCTEIIHCTBA O 3aKIIOUEHUN Opaka (Tpy HaJTU4HH);

KOIHSI CBUETENIBCTBA O POKICHUU JeTel (MpU HATUYKH);

KOIUH IOKYMEHTOB 00 00pa30BaHUU;

KOMUU JOKYMEHTOB O KBaJlH(PUKAIMU WIM HaTU4he CICUUATbHBIX 3HAHUHN (Tmpu

HaJU4HH ),

KOIUU aTTECTAIMOHHBIX JUCTOB (TIPY HATUYUH),

KOITUH TOKYMEHTOB O HarpakIeHUH (Ipy HATHYUHN);

XapaKTePUCTHKU, pEKOMEHIaTeIbHbIC THChMa (ITPH HAJTUYHH );

MpHUKa3 o MpueMe Ha pabdoTy;

IIPUKA3 O NEPEBOJIE HA MHYIO JOJLKHOCTH (MIpU HAJINYUH);

JOJHKHOCTHAS! MHCTPYKIUS (OJKHOCTHBIE MHCTPYKIIMU C MOMEHTa Ha3HAuY€HHUs Ha BCE

JIOJDKHOCTH);

TPYZIOBOH ITOTOBOpP (C TMOCJEAYIOMNUM BKJIFOYCHHEM JOTOJHUTEIBHBIX COTJIAICHUHA K

TPYZIOBOMY JIOTOBOPY);

TPYZIOBYIO KHUXKKY;
MEJUIUHCKYIO KHUXKKY.

s pabomnukos:

3asiBJIICHUE O MpUeMe Ha paboTy;
3asiBJICHUE O COrjacuu Ha 00pabOTKy MepCOHAIbHBIX IaHHBIX T€/1arora;
CpaBKa O Hajauuuud (OTCYTCTBUM) cyaumMoctd u (wim) (akTa yroioBHOTO

mpeCciacaoBaHmrsd, BBIATAHHOI'O COOTBCTCTBYIOIIUM OPraHOM ITPABOIIOPSIKA,

aBTOOHMOTpadus;

KOIUS acropTa UM UHOTO JOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTD;
KOS CTPAXOBOT'O CBUCTENHCTBA ICHCHOHHOTO CTPaXOBAHUS;

KONUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOTOILIaTebIINKA;

KOMUsI JOKYMEHTa BOMHCKOTO yuyeTa (IUIsi BOGHHOOOS3aHHBIX );

KOIHSI CBUCTEIIBCTBA O 3aKIIOUEHUN Opaka (Tpy HaJTU4KH);

KOIHSI CBUETENIBCTBA O POKICHUU JeTel (MpU HAIUYKH);

KOIUH JIOKYMEHTOB 00 00pa30BaHUU;

KOIIMY JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTePUCTHKHU, pEKOMEHIaTeIbHbIE TIChMa (ITPU HAJTUYUN);

MIPHKa3 O MpuemMe Ha paboTy;

MpUKa3 O MepeBOic Ha HHYIO JIOJDKHOCTD (TP HATMYHWN);
JOJHKHOCTHAS! MHCTPYKIUS (TOMKHOCTHBIE WHCTPYKIIMU C MOMEHTA Ha3HAYEHUsS Ha BCE

JOJKHOCTH);

TPYZIOBOM JIOTOBOp (C MOCHEAYIOIMIUM BKJIIOYEHHUEM JOMOJHUTEIBHBIX COTJIAIIEHUH K

TPYZIOBOMY JIOTOBOPY);

TPYAOBYIO KHUKKY;
MEIUIUHCKYIO KHUKKY.



Pabomooamenv oghopmasem:

* TPYAOBOI IOTOBOP B ABYX AK3EMILISpax;

* TpUKa3 o mpreMe Ha padoTy (0 mepeMeIeH!H Ha IPYTHe JOKHOCTH);

* JIMYHYIO KapTouky Ne T-2;

* JOKHOCTHYIO MHCTPYKIIHIO B IBYX SK3EMILIApax.

Pabomooamenwv 3naxomum:

* C HOPMATHBHO-TIPABOBBIMU JOKyMeHTamMH 1mKoJbl (YcraBoM, KoinekTuBHBIM
norosopom, [IpaBunamu Tpyn0BOro pacropsiaka u Ap. JIOKaIbHbIMU aKTaMHu);

* ¢ JOJDKHOCTHOW MHCTPYKLIHEH;

* TPOBOAMUT BBOJHBIM HHCTPYKTaX, MHCTPYKTaX IO OXpaHE Tpyda, MHCTPYKTAX IO
MIPOTHBOIIOKAPHOM O€30MaCHOCTH.

2.4. IlepBuyHoe oOpMIICHHE JIMYHOTO JeJa IPEAyCMaTPUBACT:

* TpPHUCBOGHHE JIMYHOMY Jelly HOMepa COTJacCHO JKypHaly YyuyeTa JHUYHBIX el
(mpunoxenue Ne 1);

* TPOCTaBJICHHE HA 00JIOKKE JIMYHOTO Jena (mpuioxkenne No 2) cneayronx peKBU3UTOB:
WHJEKC nena (B COOTBETCTBMM C HOMEHKJIATYPOHM Jien 0011eo0pa3oBaTeIbHOW OpraHU3alIluy;
MOJTHO€ HAaWMEHOBaHUE 0011e00pa30BaTeIbHON OpraHU3alMy; HOMEpP JIMYHOTO Jena; (aMuIus
UMs1 OTYECTBO paOOTHHKA B UMEHHUTEIILHOM IaJIeXKe; TaThl — r0Jl Havyajia U roJl OKOHYAHUS BEICHUS
Jielia; KOJIMYECTBO JTUCTOB; CPOK XPAHCHHUS,

* TOMEILIEHHE JOKYMEHTOB, MOMJEKAUIMX XPAHEHUI0 B COCTAaBE JIMYHBIX Jel, B
XPOHOJIOTUYECKOM MOPSAIKE:

* BHYTPEHHSS ONMUCH JOKYMEHTOB jena (mpuiiokerue Ne 3);

* JIMYHBIN JUCTOK 10 Y4eTy KaapoB (mpuioxeHus Ne 6);

* 3asBIIEHHUE O MIPHEME Ha paboTy;

* TpHKa3 O MpueMe Ha paboTy;

* TPYIOBOH JOTOBOP;

* JIOTOBOp O TOJHOW MaTepHaTbHOW OTBETCTBEHHOCTH (€CiM pabOTHUK — MaTepHAIBLHO
OTBETCTBEHHOE JIUIIO);

* XapaKTePUCTHKHU M PEKOMEHIATEIbHBIE MUChMA;

* coryiacue Ha 00pabOTKy MepCOHATBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JIEJI0, MMOJIEKAT HyMEepaInu.

2.6. C menpio oOecrieueHUs HaAJIEKaIIe COXPAHHOCTH JUYHOTO Jelia IeIaroroB H
COTPY/IHUKOB 00I1€00pa30BaTeIbHOW OpraHu3aly U ynoOcTBa B OOpalleHMM C HUM TIpH
(GbopMUPOBaHUM JTOKYMEHTHI MOMEMIAIOTCS B OTHENbHYIO manky. Ilpu yBoimbHeHUH paOOTHHKA
MPOIIMBAIOTCS HUTKAMU U CITAIOTCS B apXUB.

2.7. BHyTpeHHsSl ONMUCHh JOKYMEHTOB, UMEIOIIUXCS B JIMYHOM Jiejie, JOJKHA COAepXk aTh
CBEICHHUS O MOPSIKOBBIX HOMEPax, HAMMEHOBAHUAX JOKYMEHTOB Jielia, KOJIMYECTBE JINCTOB, aTax
BKJIIOUEHHUSI JOKYMEHTOB B JINYHOE JIEJI0 M U3BATHUS U3 JIeJIa, a TAKXKE KeM U3BAT JOKYMEHT U 110
KaKOHM IIPUYHHE.

2.8. BHyTpeHHsS ONMHUCHh COCTaBIACTCS HAa OTAEIBHOM JIMCTE IO YCTAaHOBIEHHOW (opme.
JIucThl BHYTpEHHEH OIIUCU HYMEPYIOTCS OTAENBHO.

2.9. Ilpy moAroToBKE JHUYHBIX JE€JI K NepeJadye Ha XpaHEHUE K BHYTPEHHEH OIUCH
COCTaBJISIETCSI UTOrOBasl 3aMiCh, B KOTOPOW YKa3bIBaeTCs HU(paMU U TPOIMHUCHI0 KOJTUYECTBO
BKJIIOUEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIHCTOB JeNa.

3. Ilopsigok BedeHUS] JHYHBIX /e MeJaroroB W COTPYIHHMKOB OPraHH3alMH,
ocylIecTBJISAIOIIEH 00pa30oBaTeIbHYIO 1eATeJbHOCTbD.

3.1. JIuuHoe 1eo meaaroroB U COTPYAHUKOB 00II€00pa30BaTEILHOM OPTaHU3alN BEIETCS
B TEUEHHE BCEro IMnepuoaa paboThl KaXJIOro Iejarora M COTpyIHHKa B 00mIe0O0pa3zoBaTeiIbHOM
OpraHHU3aluH.

3.2.  JlampHeiimmee  BeAGHHWE  JUYHOTO  Jiela  TEJAaroroB M COTPYJHHKOB
00meoOpa3oBaTeIbHON OpraHM3ali  MPEeIyCMaTpUBacT IIOMELICHHE B JEJI0 JOKYMEHTOB,
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o0pa3ymomuxcsi B Tpolrecce pabouelt NesATENIHHOCTH M WMEIONUMX 3HAYCHHUE IS TPYAOBBIX
OTHOIICHUH

* JOIIOJHEHHE K JIMNYHOMY JIUCTKY II0 YUETY KaJIpOB;

* JIOTIOJIHUTEIBHBIC COTJIANICHUS K TPYJAOBOMY JOTOBOPY;

* KONUH MPHUKA30B MO JIMYHOMY COCTaBY, KOTOPBIE KAacalOTCs MEJaroroB U COTPYAHUKOB
0011e00pa30BaTeIbHON OpraHU3aIiy;

* OT3BIBBl JIOJDKHOCTHBIX JIMI] O TeJarore M COTpPYAHHKE 0O0I1eo0pa3oBaTeIbHOM
OpraHU3aIlNH;

¢ KOIInu I[OKyMeHTOB O IMIOBBINICHU U KBaJ'II/I(I)I/IKaL[I/II/I;

* KOIHUH CepTU(PHUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIIb Jieia (COCTaBISIOT MPHU Cade JIMYHOTO JIeNia B apXUB);

* HWHBIC JOKYMECHTHI.

3.3. B mensax oGecniedeHus: KOHTPOJS 32 COXPAHHOCTBIO M aKTYaJIbHOCTBIO JIMYHBIX J€J B
0011e00pa3oBaTeIbHON OpraHU3aluy eXeroaHo (He mo3gHee | kBaprana roja, ciemyromero 3a
OT‘ICTHBIM) HpOI/ISBOILI/ITCH HpOBepKa X HAJIUYHUA U COCTOSAHUA.

3.4. ExXeroiHyr TpPOBEPKY COCTOSHHMS JIMYHBIX [Ie1 Ha TMPEIMET COXPaHHOCTHU
BKIJIOUCHHBIX B HET'O I[OKYMGHTOB HpOBOIII/IT CIICIIMAJIBHO CO31aHHAasA KOMHUCCHA. O HpOBeHeHHLIX
MPOBEPKaX JEJIaeTCI OTMETKA B JIUCTE O PE3YJIbTaTaX €KEroTHON MPOBEPKU COCTOSIHUS U HATHYUS
au4Horo fena (mpuinoxkeHue Ne 5) U cocTaBisieTcsl akT. Pe3ynpTaTsl MPOBEPKM JMYHBIX JI€71 B
00s13aTEILHOM TMOPSIKE TOBOISTCS 10 JUPEKTOpa 00111e00pa30BaTEIbHON OpraHU3aIiy.

4. Ilopsaok y4éTa U XpaHeHHUs] JTUYHBIX eI MeJaroroB U COTPYAHMKOB OPraHu3aluu,
oCyIeCcTBIIs0MIeli 00pa30BaTeIbHYIO IeATEIbHOCTD.

4.1. XpaHeHue ¢ YyYeT JIMYHBIX JI€JI TEeJaroroB M COTPYJHHMKOB OpraHHU3aIlNH,
OCYIIECTBISIONIEH 00pa30BaTeIbHYI0 JESATEIBHOCTh, OPTaHU3YIOTCS C LEIbI0 OBICTPOTO H
0e30mrO0YHOr0 TOMCKA JIMYHBIX 17, 00ECIeUeHUs WX COXPAaHHOCTH, a TaKXke OOCCTCUCHHS
KOH(UIEHIIMAILHOCTH  CBEJICHUH, COJEp)KalMXcs B  JOKYMEHTaX JUYHBIX  JIed, OT
HECaHKIMOHUPOBAHHOTO JJOCTYTIA.

4.2. JlnuHble Ae7a COTPYAHUKOB XpaHsTCs B celihe o01meoOpa3oBaTeIbHOM OpraHn3anuy.

4.3. TpynoBbie 1 MEIUIIMHCKNE KHIKKH XPAHATCS OTACIBHO B ceide.

4.4. Jloctyn K IJIMYHBIM JellaM T[I€aroroB W COTPYIHUKOB 0O0IIe00pa3oBaTeIbHON
OpraHM3alii  HMMEIOT  TOJBKO  CeKpeTapb,  CHEIUAJIMCT 1O  KajapaMm,  JTUPEKTOp
o0mieo0pa3oBaTeNbHOM  OpraHu3aluyd  JIMOO 3aMECTHTENH JTUPEKTOopa TMpH  HCIOJHEHHUH
00s13aHHOCTEN AUpeKTOpa 001Ie00pa30BaTeIbHON OpraHU3aIlHH.

4.5. Cucrtemaru3anusi JUYHBIX JET IEJaroroB M COTPYJHUKOB OO0IIe0Opa3oBaTeIbHOU
OpraHM3aIy MPOU3BOIUTCS B ali(paBUTHOM MOPSIKE.

4.6. JluyHple ngena MEJAaroroB M COTPYJHUKOB OO0IIE0Opa3oBaTENbHON OpraHU3allNH,
MMEIOIIUX TOCYAApCTBEHHbIE 3BaHUS, MPEMHM, Harpajbl, YUE€HbIE CTEIIEHW W 3BaHUS, XPaHITCS
MOCTOSIHHO, & OCTaJIBHBIX COTPYAHHUKOB — 75 JIET C TO/1a YBOJIbHEHUSI paOOTHHKA (B COOTBETCTBUU C
[lepeuHem THMOBBIX YIPaBICHYECKUX JOKYMEHTOB).

5. llopsinok BbIAa4H JMYHBIX €/l BO BpeMeHHOe M0JIb30BaHue.

5.1. Beigaua Jnu4HBIX Jen (OTHENbHBIX JOKYMEHTOB B COCTaBe JIMYHOTO JIeJa) BO
BPEMEHHOE II0JIb30BaHWE MPOU3ZBOJIUTCSA C pa3pelieHuss AUpeKTopa o001eo0pa3zoBaTebHOMN
OpraHu3alli 10 3asBICHUIO COTPYAHMKA OPraHU3allMM, OCYIIECTBIAIOMEH 00pa30BaTEIbHYIO
NeSITENIbHOCTbD.

5.2. Pabora (o3HaKoMJIeHHE) C JHMYHBIMH JlelaMH TI€JaroroB M COTPYAHHUKOB
0011e00pa3oBaTeIbHON OpPTraHU3alliy MMPOU3BOIUTCS B MPUEMHONW aupekTopa. B koHie padodero
IHS CEeKpeTapb WIHM CHEeIMaJINCT MO Kaapam o0s3aHa yOeIuThCsl B TOM, YTO BCE JIMYHBIE Jena,
BbIJIAHHBIE BO BpPEMEHHOE IIOJIb30BaHUE, BO3BpAIICHBl HAa MECTO XpaHEHHS M eCThb JIHI
HEO0XOAUMOCTD ISl IPUHATHS MEP K UX BO3BPALICHUIO WIIN PO3BICKY.

5.3. ®akT BBIAAYM JTUIHOTO Jieja GUKCUPYETCSI B KOHTPOJIHHOM JKypHAJe.



5.4. U3patue OTHENbHBIX JOKYMEHTOB M3 JINYHOIO J€jia MPOU3BOAUTCS C pPa3peLICHUs
TupeKTopa 001eo0pa3oBaTeIbHON OpraHu3alui ¢ 0(GOPMIICHHEM COOTBETCTBYIOIICH 3alliCH B
rpade «IIpumeuanue» BHyTpeHHeH omucu. [Ipu BpeMEHHOM HM3BATHH JOKYMEHTa Ha €ro MECTO
(MeXIy TUCTaMU COCETHUX JOKYMEHTOB) BKJIAJIbIBACTCS CIPAaBKa-3aMECTUTENb C YKa3aHUEM JIaThl
U NIPUYUH U3BATUS C MOAMNMCHIO JIMLA, BBIAABIIETO JOKYMEHT, U MOAINHUCHIO JIMLA, OJYyYUBLIETO
€ro BO BPEMEHHOE IM0JIb30BAHHUE.

6. OgopmuiteHne JJUYHBIX JeJ1 Nepe] caadeil B apXUB.

6.1. OdopmieHre TUYHBIX €1 Ui TepeJadd B apXHB MPOU3BOIUTCS CIEIUATHCTOM II0
KaJipam 0011e00pa3oBaTesIbHON OpraHu3alry. JTa Npoleaypa BKI0YaeT:

* MOAIIMBKY (MEpEIieT) 1ena;

* YTOYHEHHE HyMepaliH JINCTOB JIeNa;

* COCTaBJICHHE JUCTa-3aBepuTens (nmpunoxenue Ne §);

* cocTaBjcHUE (YTOUYHCHHE) BHYTPEHHEH OTHUCH;

* BHECEHHUE YTOYHEHUH B PEKBU3HTHI JHIIEBOI 0OJIOKKH JIea.

6.2. Jluct-3aBeputenb Aena AOKEH MOAMMCATh €r0 COCTABUTEIb, MPH ITOM JEIaeTCA
pacmmdpoBKa OMDKHOCTA W TIOJAMUCH, NPOCTABISETCS Jnata. B mporecce HCHOIB30BaHUS
apXUBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTENIE JIENal0TCsl COOTBETCTBYIOLIME OTMETKU. Ecnmu geno
MOAIIUTO 0€3 JMCTa-3aBEpUTEIIsl, TO €ro CIeAyeT HAKJICUTh Ha BHYTPEHHIOI CTOPOHY OOJIOXKKHU
nena.

6.3. C nenpio o0ecrieyeHns COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHTyeTCs:

* 00beANHATh UHMBUIYaJIbHBIC TUYHbIE J€Ia YBOJCHHBIX COTPYIHUKOB B OJHY OOJOXKKY
(0OBemMHEHHOE JIeJI0) C TAaKUM pacdyeToMm, 4ToObl 0O0beM aena (Toma) He mpeBbiman 250 TUCToB
(yTeM CIIMBKHM MaTepUaIOB UHAMBHUIYAIbHBIX JIEJT MO F0JIaM YBOJIbHEHHUS );

* pacmoyiaraTh MaTepuajbl HHAWBHIYATbHBIX NI B Mpeaenax jaena (Toma) B andaBUTHOM
nopsnake (modaMuiIbHO), OTAENSAS MaTepuaibl, OTHOCAILIUECS K pa3HbIM MHIUBUIYaTbHBIM JIeJIaMm,
YUCTHIM JIICTOM OyMard ¢ ykazaHHEM Ha HeM (haMWINH, IMEHH U OTYECTBA COOTBETCTBYIOIIETO
YBOJIGHHOTO T€JIarora U COTpyIHuKa 0011e00pa3oBaTeIbHON OpraHu3aluy;

* CHa0XaTh KaxJ0e OOBEIMHEHHOE J1e0 (TOM) BHYTPEHHEW OMHUCHIO C MEpPEeUrCICHHEM
(dbamMuIMii, UIMEH ¥ OTYECTB U YKa3aHHEM HOMEPOB CTPAHUII, B Mpeenax KOTOPBIX PaCHOIOKEHBI
COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Tlepemaya NWYHBIX J€J1 B apXUB OCYILIECTBISETCS HE MO3JHEE TPEX JIET TMOCIe
3aBepIICHHS UX B JCIOMPOU3BOICTBE B COOTBETCTBHH C TpadukoM. [IpenBapurensHo cekperapem,
CHEIHAIMCTOM IO KaJpaM IpOBEpsieTCsl MOJHOTAa U MPAaBUIBHOCTH MOATOTOBKH JIMYHBIX AEN K
nepeaayde. BrlsiBlIeHHbIE TPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKpEeTapeM, CIELUATUCTOM I10
kanpam. Ilepegaua u mpuemM NPOU3BOAATCS MO OMNUCH C MPOCTAHOBKOM OTMETOK O HAJIUYUHU
JUYHBIX JIEI.

6.5. JluuHble nenma TEAaroroB M COTPYIHUKOB OO0IIe00pa30BaTEeIbHON OpraHU3AIlNH,
3aKOHUYEHHBbIE Aenonpou3BoAcTBoM a0 1 suBaps 2003 roga, xpansarcsa 75 ner, nocie 1 sHBaps
2003 roma — 50 mer. JImuHble nena AUPEKTOpa, TIaBHOTO Oyxranrepa oOmieoOpa3oBaTelbHON
OpraHu3aIy UMEIOT MOCTOSIHHBIA CPOK XPAHEHUS.

7. OTBEeTCTBEHHOCTb.

7.1. Tlemaroru ¥© COTPYOHUKH 0OIIEOOpa30BATEIPHOM  OpPraHW3aldud  OOs3aHBI
CBOCBPCMCHHO MPCACTABIIATE CCKPCTAPIO WK CIICHUATIUCTY IO KaaApaM CBCACHUA 06 U3MCHCHHU B
MIEPCOHABHBIX JAHHBIX, BKIIFOUCHHBIX B COCTAB JIUYHOTO JIENIa.

7.2. PaboTtonarens o0ecrieunBaeT:

* COXPaHHOCTh JIMYHBIX JeJ TIeNaroroB W COTPYAHUKOB 00IIe00pa3oBaTeIbHOM
OpraHH3aINH;

* KOH(UICHIMATHHOCTh CBEICHHW, COJIEP)KAIIUXCS B JIMYHBIX JIeiax I[eJAaroroB Hu
COTPYIHHUKOB.



8. [IpaBa paGoronare.iss u padOTHHKA.

8.1. Jlms obecrieueHusi 3alIUThl MEPCOHAIBHBIX JTAHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX
JieNiax TeIaroroB U COTPYAHUKOB 00IIe00pa3oBaTeIbHON OpraHU3aliy, MMeJaroru U COTPYAHUKHU
0011e00pa30BaTeIbHON OpraHu3aIli UMEIOT MTPaBo:

* TOJYYUTH MOJHYIO WH(POPMAIMIO O CBOMX NMEPCOHAIBHBIX JAHHBIX MU 00pabOTKE 3THX
JaHHBIX;

* TOJYyYUTh CBOOOIHBIN TOCTYI K CBOMM IEPCOHATLHBIM JaHHBIM;

* TOJYyYUTh KOIUU JOKYMEHTOB, XpaHSIIMecs B JIMYHOM JieJe U COJepiKallue
MePCOHABHBIE TaHHBIC.

* TpeOoBaTh WCKIIOUEHHUS WIM HCIPABICHUS HEBEPHBIX M HEMOJHBIX IE€PCOHAIBHBIX
JTAHHBIX.

8.2. Paboromarens numeeT mpaso:

* o00OpabatsiBaTh MepCOHAaIbHBIC TTaHHBIC MeJaroros u COTPYJTHUKOB
o011eo0pa3oBaTeIbHON OpraHU3aIiy, B TOM YHCIIE U Ha 3JEKTPOHHBIX HOCUTEISIX;

* 3aMpoCHUTh OT TENAaroroB M COTPYJHHKOB OOIIE00pa30BaTEIbHOM OpraHU3alUd BCIO
HE0OXO0UMYI0 HH(GOPMAITUIO JIJIsl BEJICHUS JTMYHBIX JIeJT 1 00paOOTKH MEPCOHATBHBIX JaHHBIX.

9. 3akyII0YUTEIbHbIE MTOJT0KEHHS.

9.1. Hacrosmee I[lonoxxeHue o TOpsIKE BEICHHUS JIMYHBIX eI PaOOTHHUKOB SBISETCS
JIOKaJbHBIM HOPMAaTUBHBIM AaKTOM, IIpuHUMaercs Ha IlemarormyeckoM coBeT€ IIKOJBI U
yTBepxKaaercs (inb0 BBOAWTCS B JCWCTBHE) TMPUKA30M JUPEKTOpa  OpTaHU3AINH,
OCYILIECTBIISIONIEH 00pa30BaTEIbHYIO JEATEIbHOCTD.

9.2. Bce u3MeHeHUs U IOTIOJTHEHMsI, BHOCUMBIE B HacTosiee [lonoxkenue, opopmMisroTcs B
MMCbMEHHOM (OopME B COOTBETCTBHHM JICUCTBYIOIIMM 3aKOHOJATEIHLCTBOM Poccuiickoi
denepanuu.

9.3. TlomoxeHue O TOPSAAKE BEACHHS JHYHBIX Jel pPabOTHUKOB 0O0pa3oBaTEIbHOM
OpraHu3aly MPUHUMAETCS Ha HEONpeIeaeHHbIN cpok. 3menenus u gononaHeHus K [lonoxenuto
MPUHUMAIOTCS B MOPAJIKE, TpeaycMoTpeHHOM 11.9.1. Hactosmero [lonoxenus.

9.4. Tlocne npunstus Ilonoxenust (WM U3MEHEHUN U JOTOJHEHUN OTIEIbHBIX MTYHKTOB U
pa3aesoB) B HOBOM peakliiy MPeablIyIas peJakiis aBTOMaTHUYECKH yTPAuUBaeT CUITy.



JKypHan yuera muuHBIX 1€l

[Tpunoxenne Nel

K ITOJIOKCHHUIO O TOPAAKE BCIACHUA

JIMYHBIX ICJT pa6OTHI/IKOB

Ne JHata ®amunmust, | Tabens- | HomxHocts | CTpyKTyp- Hata n Hata n IIpumeua-
n/ odopmure- M, HBIN (mpodpec- HOE HOMEp HOMEp HUE
I | HUS JJMYHOTO | OTYECTBO HOMeEp cus, nojipase- MpHKasza MpHKasza
Jena nejarora u creLab- JIeHUE (pacmiopsi- (pacmiopsi-
COTpYIHHKA HOCTB) JKEHUSI) O JKEHUSI) O
nejarora u npueMe IpeKparie-
COTpYyIHHKA nejarora u HUH
coTpyaHHKa | (pacTopike-
Ha paboty HUN)
TPYZIOBOTO
JIOTOBOPA C
[elaroroM u
COTPYJHUKOM
(yBOJIBHE-
HUH)
2 3 4 5 6 7 8 9




Donm Ne

Omnuce Ne

Jlemo Ne

Wnanexc nena

O0J10KKa JIMYHOTO Jeia

ITpunoxenne Ne2
K TIOJIOKECHHUIO O MOPSI/IKE BEICHUS
JIMYHBIX Jie]1 paOOTHUKOB

(Ha3BaHHEe 00paA30BATEIBLHON OPTaHU3AIHH)

JIMYHOE JAEJIO Ne

Jara naygama

Jlata okoHUaHUs

Ha JINCTax
XpaHUTh JeT
Donn Ne
Omuce Ne

Jlemo Ne

(3aroJIoBOK Jena)



ITpunoxenne Ne3

K ITOJIOKCHUIO O IMMOPAAKE BEACHUA

BHYTPEHHA OITUChH
JOKYMEHTOB Jiesia Ne

JIMYHBIX IOCIT pa6OTHI/IKOB

No HNunexc Hata HasBanue Howmep [Tpumevanus
H/ II JOKYMCHTa AOKYMCHTa AOKYMCHTa JIUCTOB
nena
Uroro: JIOKYMEHTOB

(uudpamMu 1 IPOIHCHIO)

KonnuecTBo TMCTOB BHYTPEHHEN ONHCH

(uudpamu 1 MPONKCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIN Y4eT:

(MO AMHCh)

« » 202 roma




©.1.0.

ITpunoxenne Ned
K MOJIOKEHHIO O TIOPSIAKE BEICHHS
JIMYHBIX Jie]1 paOOTHUKOB

JomKxHOCTD

JInynoe nemno Ne

Jlata o3HaKoMIIeHHUS Tieaarora
Y COTPYAHUKA C TUIHBIM
JIEJIOM

IToanuck nenarora u OTMeTKH, TpUMeYaHus,
COTpYIIHHKA 3aMEYaHUs
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TIpunoxxenne No5
K TIOJIOXKEHHUIO O TIOPS/IKE BEIACHNUS
JIMYHBIX Je]T paOOTHUKOB

OTMeTKa 0 pe3yJibTaTax e;KeroJHoi MpPOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /1esia

©.1.0.

JlomxHOCTh

JInunoe neno Ne

[ara npoBepku

d.N.0. uneHosB
KOMUCCUU

Ilonmucu 4ieHoB
KOMUCCHU

Pesynbrar nmposepku
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1. ®ammnus

ITpunoxenne Ne6

K ITOJIOKCHUIO O MMOPAAKE BEACHUA
JIMYHBIX OCIT pa6OTHI/IKOB

JIMYHBIN JIUCTOK 10 y4eTy KaJApoB

J409¢:

OT4ecTBO

2. Ion

3. T'ox, 4nclio U MeCSI POXKIACHUS

4. Mecto poxaeHus

5. I'paxnancTBO

(cerno, nepeBHs, TOPOJ, paiioH, 00IaCTb)

6. OOpazoBaHue

Haspanune
y4eOHOT0
3aBEJICHUS U €T0

MECTOHAXO0XJICHUC

Ecnu me
OKOHYHII, TO
C KaxKoro

Kypca ymren

Ton
OKOHYAHHUS
WM yXo/a

Ton
MOCTYTIICHUS

DakynbTeT
WIH
OT/EJICHUE

Kakyto
CHEINAIbHOCTD
IOJIyYUl B
pesynbrare
OKOHYaHUuA
y4eOHOTO
3aBEJICHUS,
yka3athb Ne
JTUIIOMA WIN
yIIOCTOBEPEHUS

7. Kakumu HHOCTPAHHBIMU A3bIKAMU BJIAACCTC

8. YueHas cTerneHb, yHeHOE 3BaHUE

9. Kakue nmeere HayyHbIE TPYIbl U H300PETCHHS

('-lHTaeTC 1 NIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE 06’L5{CH5{TLC${, BJIaICCTC CBO6OE[H0)
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10. Brimonusiemas pa®oTa ¢ Havaja TPYHAOBOHM JeATENbHOCTH (BKIIOYas y4eOy B BBICIIMX U
CPEeIHUX CIIENHUATBHBIX YYCOHBIX 3aBE/ICHUSIX, BOCHHYIO CITYKO0Y 1 pabOTy 10O COBMECTUTEIILCTBY)

Mecsu u rox JIOJDKHOCTB € YKa3aHUEM YUPEKIACHUS, MecronaxoxaeHue
MIOCTYIUICHHUS yxoja OpPraHM3aLMH, IPEANIPUATHS, a TAKKE YUpEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHH3allH,
IPEITPUITHS

11. IlpeGriBanue 3a rpanuiieit (padora, ciy:keOHast KOMaHIUPOBKA, MMOE3/IKa C JIeJeranueil)

Mecsi u ron

B kakoi1 ctpane

Lenb npeObIBaHMs 32

C KaKkoro 0 Kakoe rpaHuLen
BpEMEHHU BpeMs
12. Yyactue B BEIOOPHBIX OpraHax
MecTto BBIOOPHOTO HazBanue Bei6opHoro | B kauectBe KOro I'og
opraHa opraHa BbIOpaH n30paHus | BBIOBITHS

13. Kakue nmeete npaBUTEIbCTBEHHBIE HATPAIbI

Korna u kem HarpaxaeH

14. OTHOLIEHNE K BOMHCKAM 00A3aHHOCTAM U BOMHCKOE 3BAHUE

CocraB

Pon Boiick

(KOMaHHBIH, MOJIUTUYECKUH, aAIMAHUCTPATUBHBIH, TEXHHYECKHUH U T. 1.)

15. CeMeliHO€E OJIOKEHNE B MOMEHT 3aIlIOJIHEHHUS JIMYHOI'O JIUCTKA

16. lomamuuii agpec

(4ICHBI CeMbH, C YKa3aHHEM BO3pACTa)

17. O6s3y10Ch CBOEBPEMEHHO M3BEIIaTh 000 BCEX M3MEHEHUSAX JaHHBIX, BKIFOUCHHBIX B JIMYHBIN
JIMCTOK IO YYETY KaJIpOB.

« »

202

roaa
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AHKETA

TIpunosxxerne No7
K TIOJIOXKEHHUIO O TIOPS/IKE BEIACHNUS
JIMYHBIX Je]T paOOTHUKOB

dammnus

J409¢:

OT4ecTBO

Jlata poxxneHus

1. I'paxxmadcTBO (€C/IM M3MEHSUIA, TO YKaXUTE,
KOr/Jia ¥ 10 KaKOil NpuyrHe)

2. OOpa3oBaHme, ydyeHasi CTENeHb (Korma u
Kakvue y4yeOHbIE 3aBeJCHUS OKOHYWIHM, HOMEpa
auruioMoB). CrienuanbHOCTh M KBaTH(PUKAIUS
10 IUTIOMY

3. KakuMu MHOCTPAHHBIMU SI3bIKAMU U SI3bIKAMHU
HaponoB Poccuiickoit denepanuy BiaJIeeTe U B
Kakol  cTerneHu  (UhTaeTe W MOXKETe
O0OBSACHSITHCS, BIaZeeTe CBOOOIHO)

4. BeimonHsiemas paboTta ¢ Hayasia TPYJO0BOU JIEATEIHHOCTH (BKIIIOYAs BOCHHYIO CITY)KOY U padoTy

110 COBMECTHUTEIHCTBY)

Mecsu u rox JIOJDKHOCTB € YKa3aHUEM YUPEKICHUS,

IMOCTYIIJIICHHUA yxoga opraHu3anvu, NpEaAIpuiaThs, a TAKXKC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaxoxIeHue
YApEKICHUS,
OpraHu3aluu,
TIPS ATPUSITHS

5. Bamm 6nm3kuie poIcTBEHHUKHU (3KeHA, MYX, OTEI, MaTh, OpaThsi, CECTPHI)

CreneHb damvunys, UM, I'ox

pOoACTBa OTYCCTBO POXIACHUSA

Mecto paboThl,
JOJKHOCTh

Anpec MecTa
KHUTCIIBCTBA

6. lomamauii aapec u HoMmep TenedoHa

7. IlacnopT WM JOKYMEHT, €ro 3aMEHS IO

(HOMED, cepus, KeM U KOTa BEIJaH)

8. JlomomHUTENBHBIE CBEICHUSI, KOTOpBIe BB jKemaeTe cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apiuiatel Bsl paccuntsiBaere?

« » 202  ropa

(IIOJPKHOCTH OTBETCTBEHHOT'O 32 KaJIPOBbIH yuer)

(pacurpoBKa MOIIUCH)
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ITpunoxenne Ne8
K TIOJIOKECHHUIO O MOPSIJIKE BEICHUS
JIMYHBIX Jie]1 pa0OTHUKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npommTo u npoHyMepOBaHO JINCTOB
(urpamMu 1 IPOIHCHIO)
c Ne mo Ne , B TOM YHCJIE:
JTUTEpPHBIE HOMEpPA JINCTOB
MPONYIIEHHbIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH ONUCH JINCTOB
OcobeHHocTy (PU3NIECKOTO COCTOSIHUS U Howmepa nucros
dbopMupoBaHUs JeTa
OTBeTCTBEHHBIN 3a
KaJpOBBIN y4yeT
(nmoamuce) (pacumpoBKa MOIIUCH)

« » 202  roma
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