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1. OBIIME ITOJIOXKEHU A

1.1. Hacrosiee IlomoskeHue o mopsiake BEACHHS JIMYHBIX JieJ PaOOTHUKOB OpraHU3allHH,
OCYIICCTBISIONIEH  00pa30BaTEIbHYIO  JIEATEIBHOCTh, pa3pabOTaHO B  COOTBETCTBHUU  C
®denepanbHbM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccutickoii @denepamumy ¢
n3menenusmMu Ha 30 nexabpst 2021 roma, PenepanbHbiM 3akoHOM 0T 27.07.2006 Ne 152 «O
MEePCOHANIbHBIX JaHHBIX» C HU3MeHeHusamu Ha 2 wutona 2021 roma, Ykazom Ilpesunmenta ot
30.05.2005 Ne 609 «O0 ytBepxkaeHuu IlonokeHns o nepcoHanbHBIX JAHHBIX T'OCYJapCTBEHHOTO
cinyxauiero Poccuiickoir ®enepaniuu M BEAEHUM €ro JU4YHOro aena», TpynosiM Koaekcom
Poccuiickoit ®@enepanun, KomnekrusabiM noroBopom, Ycrasom ['BOY «IIIKOJIA Ne 36 T'.0O.
I'OPJIOBKA.

1.2. Hannoe Ilonoxxenue ompesaenser MOPSIOK BEIEHUS JIMYHBIX JIeN MEIaroroB M WHBIX
COTPYJIHUKOB U PabOTHHUKOB IIKOJBI, OMpEIeNseT MOpsAaoK (HOPMUPOBAHMS, yUeTa U XpaHEHUS,
BBIJIa4M JIMYHBIX JIeJT BO BPEMEHHOE TMOJIb30BaHHE, a TAK)KE OTBETCTBEHHOCTD, MpaBa paOOTHUKOB U
JTUpPEKTOpa 00pa3oBaTeIbHON OPraHU3aIUH.

1.3. Hacrosmee Ilonoxenue yrBep)aaeTcsi MPUKa30M IO IIKOJIE U SIBISIETCS 00s3aTeIbHBIM
JUTSL BCEX KaTErOpui NeAaroruueckux U JIpyrux COTPYIHUKOB IIKOJIBI.

1.4. Benenue TUYHBIX JEN MEJAroroB M COTPYIHUKOB IIKOJIBI BO3JIAraeTcs Ha CEKpeTapsi-
MalIHHHUCTKY.

1.5. JluyHO€ AENI0 — OCHOBHOM JOKYMEHT IMEPCOHAIBHOTO yueTa, CojepKauui Hanbosee
TIOJIHBIE CBEICHUS O paOOTHHKE 00pa30BaTeNbHOM OpraHU3aIlMd U €r0 TPYAOBOH AesTensHOCTH. B
JIUYHOE JIEJI0 BHOCSATCS CBEICHUS, CB3aHHBIE C TTOCTYIUICHUEM Ha pa0OTy M YBOJbHEHHUEM.

1.6. CsenmeHus, cojaepxamuecs B IJHUYHOM JieJe, OTHOCATCS K KOH(HIEHIIMAIbHON
nH(pOpMaIuy, UMEIOT OTPAaHUYCHHBIN JOCTYI U pa3TJIalIeHUIO HE TOJIekKaT.

1.7. Jluunoe meno BeaeTcs B TEUEHUE BCETO MepHoia paboThl pabOTHHUKA.

1.8. Benenune HECKOMBKUX JIMYHBIX JIEJT OJHOTO PaOOTHHKA OOpa30BaTEIHHOW OpraHU3aIUN
HE JIOITyCKaeTcsl.

2. HOPAAOK ®OPMUPOBAHUSA JIMYHBIX JTEJ COTPYIHUKOB

2.1. ®opMupoBaHHE JHMYHOTO JieJa IEeJaroroB M COTPYJHHMKOB 00Ie0o0pa3oBaTeNbHON
OpraHu3ali IPOU3BOJUTCS HENOCPEJICTBEHHO IIOcCiIe IpHeMa B 00I1e00pa30BaTe/IbHYIO



OpraHu3alMi0 WIM IepeBoja IeAaroroB M COTPYJHMKOB U3 Jpyroi oOpa3oBaTeIbHON
OpraHH3alMH.

2.2. B COOTBETCTBMM C HOPMAaTHBHBIMHM JOKyYMEHTaMH B JIMYHbIE Je€Jla [€JaroroB u
COTPY/ZHUKOB OpraHHU3allid, OCYIIECTBIISIOMEH 00pa3oBaTeNbHYIO NESTENbHOCTh, BKIIAJBIBAIOTCS
ClIeAYIOLINE JOKYMEHTBI:

Jlns nedazoeos:

* 3a5IBJICHUE O COIJIaCHU Ha 00pabOTKY IEPCOHANBHBIX IaHHBIX [1€1arora;

* CTIpaBKa 0 HAMUYHUH (OTCYTCTBHH) CYJUMOCTH U (MJH) (haKTa yroJIOBHOTO IMPECIIeAOBAHNUS,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSIIKA;

* aBrobuorpadus;

* KOMHs NacropTa UiIu HHOTO JOKYMEHTA, YAOCTOBEPSIOIIET0 JUYHOCT;

* KOIMS CTPAXOBOT'0 CBU/IETEILCTBA IEHCUOHHOI'O CTPAXOBAHHUS;

KOIMS UIEHTU(UKAMOHHOI'O HOMEPa HAJIOTOIJIaTeNbIINKA,;

KOIHS JOKYMEHTa BOMHCKOTO y4eTa (111 BOCHHOOOs3aHHBIX );

KOIIMSI CBUJIETEIbCTBA O 3aKJI0YEHUH Opaka (IIpy HAJIM4YUK);

* KOIMS CBUETEILCTBA O POXKJICHUU AeTel (IpU HAJINYHH);

* KOIUU JIOKyMEHTOB 00 00pa3oBaHuH;

KOIIMU JIOKYMEHTOB O KBaJIM(UKALUU WIN HAIUYUE CTIEHHUaIbHbIX 3HAaHUH (IIPU HAaJIU4YUN);
* KOIIMYU aTTECTALMOHHBIX JIUCTOB (MIPH HATUYHUH);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIPU HAJIUYUUN);

* XapaKTepUCTUKHU, PEKOMEHaTeIbHbIE MMChMa (IIPU HAJTMYUK);

* IIpUKa3 O IIpUEME Ha paboTy;

* IPUKa3 O [IEPEBO/IC Ha HHYIO JOJDKHOCTD (MPH HATUYHUH);

* JIOJDKHOCTHAsI MHCTPYKLUS (JIOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTa Ha3HAuyeHUs Ha Bce
JOJDKHOCTH ),

* TPy/I0BOIl JOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JOIOJHUTENbHBIX COMVIAIIEHUN K
TPYAOBOMY JI0TOBOPY);

* TPYJOBYIO KHHXKKY;

* MEIULIMHCKYIO KHUKKY.

s pabomnukos:

* 3asBJICHUE O COTJIaCUU Ha 00pabOTKY NEepCOHANBHBIX JIaHHBIX M1€arora;

* CrpaBKa O HAJM4YMU (OTCYTCTBHM) CYJUMOCTU U (WiIH) (paKTa yroJIOBHOTO NpECIIeJOBAHMUS,
BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM MPaBONOPSIKA;

* aBTOOMOTrpadus;

* KOMHMS MacIopTa WIA HHOTO TOKYMEHTA, YIOCTOBEPSIOIIETO JUYHOCTD;

* KOIHS CTPAXOBOTO CBU/IETEIHCTBA IEHCUOHHOIO CTPAXOBAHHUS;

KOIMS UICHTU(UKAIIMOHHOTO HOMEpa HaJIOTOIIaTeNbINKa;
KOIUS JOKYMEHTa BOMHCKOIO yueTa ([UIsl BOEHHOOOS3aHHBIX);
KOIMsI CBUJIETEIbCTBA O 3aKII0YEHUH Opaka (Ipu HaJIU4YuK);

* KOIHS CBUIETENBCTBA O POXKJICHUU JieTel (MpU HATMUHH);
KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIPU HAJIHUUN);

* XapaKTepPUCTUKHU, peKOMEHaTeIbHbIe MUChMa (IIPU HAJTMYUH);

* IIpUKa3 o pHeMe Ha paboTy;

* MIPUKa3 O MEPEBO/IE Ha HHYIO JOJDKHOCTD (TIPH HATMYHH);

* TIOJDKHOCTHAsI MHCTPYKUUS (JIOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAuYeHHUs Ha Bce
JOJDKHOCTH ),

* TPy0BOIl JOTOBOp (C MOCIEAYIOIMM BKJIIOYEHHEM JOIMOJIHUTENbHBIX COIVIALICHUH K
TPYIOBOMY JIOTOBOPY);

* TPYJOBYIO KHHXKKY;

* MEIULIUHCKYIO KHUKKY.

Pabomooamens opopmnsem:

* TPY/A0BOI1 IOTOBOP B ABYX DK3EMILISAPAX;



* IpUKa3 O IpueMe Ha paboTy (0 MepeMeIIeHUH Ha IPYTue JOKHOCTH);

* TMYHYI0 KapTouky Ne T-2;

* JIOJDKHOCTHYIO HHCTPYKLHUIO B IBYX IK3EMILISApax.

Pabomooamenv 3naxomum:

* C HOPMAaTUBHO-TIPABOBBIMU JOKyMeHTamMH HIKOJbI (YcraBoMm, KosieKTUBHBIM JIOTOBOPOM,
[IpaBmiiamMu TpyA0BOIO pacropsaka U Ap. JIOKaIbHBIMU aKTaMu);

* C JOJDKHOCTHOM MHCTPYKIIMEH;

* MPOBOAMT BBOJHBIA HMHCTPYKTAX, HHCTPYKT@X II0 OXpaHE Tpyla, HHCTPYKTAX IO
MIPOTUBOMNOXKAPHOI 0€30MacHOCTH.

2.4. llepBuuHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* IPUCBOEHUE JINYHOMY JeNy HOMEepa COIJIAaCHO KypHajy ydeTa JUYHBIX JeN (IIPHIOKEeHHE
Ne 1);

* IPOCTaBJICHHE Ha OO0JIOXKKE JMYHOrO fena (mpuinoxenue No 2) cledyromuXx peKBHU3UTOB:
WHJEKC Jiena (B COOTBETCTBUM C HOMEHKIJIATYpOH Jen o0Imieo0pa3oBaTeNIbHOM OpraHU3aluy;
MOJIHOE HAMMEHOBaHue 0011e00pa30BaTeIbHON OpraHu3aluy; HOMEp JUYHOTO Jema; haMuIus UMs
0T4eCcTBO pabOTHHWKAa B MMEHHUTEIHFHOM TaJIeXKe; JaThl — roJl Hadajla W TOJ OKOHYAHUS BEICHUS
Jiea; KOJIMYECTBO JTUCTOB; CPOK XPAHEHHUS,

* IOMEUICHUE JIOKYMEHTOB, MOJUIekKAIIUX XPAaHEHUI0O B COCTAaBe JIMYHBIX JeJl, B
XPOHOJIOTUYECKOM MOPSIIKE:

> BHYTPEHHSS ONKCh JOKYMEHTOB Jiena (nmpuiioxkenue Ne 3);

> JUYHBIN JIMCTOK MO yueTy KaJapoB (mpuioxkeHus Ne 6);

> 3asBJICHUE O MpUeMe Ha paboTy;

> MIPHUKa3 O puemMe Ha paboTy;

> TPYJOBOH JJOTOBOP;

> JOTOBOpP O TIOJIHOM MaTepuaabHOM OTBETCTBEHHOCTH (ecnu pabOTHUK —
MaTepHaIbHO OTBETCTBEHHOE JIUIIO);

> XapaKTePUCTUKHU M PEKOMEH1aTeNIbHbIE MIChMA,

> coryiacue Ha 00pabOTKy NMEePCOHAIBHBIX TaHHBIX.

2.5. JIMCThI NOKYMEHTOB, TOMEIIEHHBIX B IMYHOE AEI0, MOANIEKAT HyMepaIiu.

2.6. C menpro obecriedyeHUs] HaJUIekKAIlIe COXPAaHHOCTH JIMYHOTO JieNia TEeAaroroB u

COTPY/AHUKOB 00111€00pa30BaTeIbHOW OpraHu3auy U ynoOcTBa B OOpalleHMM € HHUM IIpH
(OopMHPOBaHUM JIOKYMEHTHI IMOMEILAIOTCA B OTHAEIbHYIO Hanky. llpu yBoibHeHHH paboTHHKA
MIPOLIMBAKOTCA HUTKAMU U CIAIOTCS B apXHUB.

2.7. BHyTpeHHsAs onuchk JOKYMEHTOB, HMEIOIIMXCS B JINYHOM JIEJIE, TOJKHA COAEPKATh
CBEJICHUs O MOPAJKOBBIX HOMEpaX, HAMMEHOBAHUAX JIOKYMEHTOB JI€J1a, KOJIMYECTBE JINCTOB, 1aTax
BKJIFOYEHUS JTOKYMEHTOB B JINYHOE JIEJIO M U3BIATHS U3 JI€a, a4 TAaKKE KEM U3BIT JOKYMEHT M I10
KaKoH IIpUYMHE.

2.8. BayTpeHHss onuch cOCTaBiIseTCs HA OTNIETBLHOM JINCTE 10 YCTAHOBIIEHHOHN (opMme.
JIucThl BHYTPEHHEH ONMUCH HYMEPYIOTCS OT/IEIBHO.
2.9. [Ipu moAroToBKE JMYHBIX J€7 K Iepeladye Ha XPAaHCHHE K BHYTPEHHEW OMUCH

COCTaBJIAICTCA HUTOIroOBasA 3allucCb, B KOTOpOﬁ YKa3bIBaCTCA I_II/I(I)paMI/I U TPOMUCBIO KOJIHNYCCTBO
BKIIFOYCHHBIX B HEC JOKYMCHTOB U KOJIMYCCTBO JIMCTOB J€JIa.

3. ITOPAAOK BEJAEHUA JIMYHBIX JAEJ INEJATI'OIOB U COTPYJIHUKOB
OPI'AHU3AIIMA, OCYHIECTBJISIOIMIEN OBPA3OBATEJBHYIO JEATEJIBHOCTD

3.1. JIuuHOE €TI0 MeJaroroB U COTPYIHUKOB 00IIe00pa30BaTeIbHON OpTraHU3aINH BEICTCS B
TEUEHHWE BCEro IMepuoaa paboThl KaXIOro Mejarora W COTPyJHHKA B 001Ie00pa3oBaTeIbHOM
OpTraHH3aIlHH.

3.2. lanpHeliee BeACHNE JIMYHOTO JeNia TIeIarOroB U COTPYAHUKOB 00111e00pa3oBaTeIbHOMN
OpraHM3aIfy IMpeaycCMaTPUBaeT MOMEIIEHUE B JIEI0 JOKYMEHTOB, OOpa3ylomIuxcs B IPOIlecce
pabodeii IeSTENbHOCTH U UMEIOIIUX 3HAYEHUE JIJISl TPYIOBBIX OTHOIICHUH:

* IONOJIHEHUE K IMYHOMY JIMCTKY I10 YYETY KaJgpOB;



* TONOJIHUTEIIbHBIC COTIAIICHHUS K TPYIOBOMY JOTOBOPY;

* KONIMHM TIPUKA30B TI0 JMYHOMY COCTaBYy, KOTOPBIC KacaroTCsl IEJaroroB W COTPYAHUKOB
0011e00pa3oBaTeIbHON OpraHU3aIlIH;

* OT3BIBBI JOJDKHOCTHBIX h11700 Q) nejarore u COTpPYTHHKE
0011eo0pa3oBaTeNbHOI OpraHu3alyy;

* KOIIMH JJOKYMEHTOB O MOBBIIICHUU KBATM(PUKALIH;

* KOIHHU CePTH(UKATOB, IPAMOT;

* JIUCT — 3aBEPUTEIIb Jieja (COCTABIISIOT IPH C/Ia4e JIMYHOTO JIejia B APXUB);

* WHbBIC JOKYMEHTBI.

3.3. B nemnsax obecrieueHust KOHTPOJIS 32 COXPAHHOCTBIO U aKTYaJIbHOCTBIO JIMYHBIX JIC] B
0011e00pa3oBaTebHON OpraHU3aliK eXEeroJHo (He mo3fHee | KBapTaia roja, CIEAyrOLIEro 3a
OTYETHBIM) TIPOU3BOJIUTCS IIPOBEPKA UX HAJTHYHS U COCTOSHUSL.

3.4. E>xerofHyt0 MpOBEPKY COCTOSIHUSL JIMYHBIX Jell Ha TPEeIMET COXPaHHOCTH
BKJIFOUCHHBIX B HErO JOKYMEHTOB IPOBOJUT CIICIMAIBHO CO3JaHHas Komuccus. O MpoBeIeHHBIX
HPOBEPKax JIEJIaeTCsi OTMETKA B JIUCTE O PE3yJbTaTaX €KEroIHOI MPOBEPKH COCTOSHUS U HATUYUS
auyHoro nena (mpuioxenue Ne 5) m cocraBnsiercss akT. Pe3ynbTaThl MPOBEPKU JIMYHBIX JIENl B
00s13aTeIbHOM TOPSIIKE TOBOJSITCS JI0 TUPEKTOpa 001e00pa3oBaTeIbHON OpraHU3alHiu.

4. MNOPAJOK YYETA U XPAHEHUSA JUYHBIX JEJ HEJAIOroB n
COTPYIHUKOB OPI'AHU3AIINU, OCYHWECTBJIAIOIIEN OBPA3OBATEJIBHYIO
JAEATEJIBHOCTb.

4.1. XpaHeHHMe M Yy4yeT JMYHBIX JeJ IEeNaroroB M COTPYIHUKOB OpraHU3aLUU,
OCYLIECTBIIIOMIEH 00pa30BaTEIbHYIO [JESTENIBHOCTh, OPTaHU3YIOTCSA C LENBI0 OBICTPOrO U
6€301IM00YHOr0 IMOMCKA JIMYHBIX Je]l, OOeCleYeHUsl MX COXPAaHHOCTH, a TaKke obecrneueHus
KOH(UICHIIMAILHOCTU  CBEJECHUH, coAepXkalllMxcsi B  JOKYMEHTaxX JIMYHBIX  Jel, OT
HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

4.2. JlnuHbple fenda  COTPYOHUKOB XpaHATCS B cedipe  oOmeoOpa3oBaTenbHOM
OpraHu3aIMH.

4.3. TpynoBble 1 MEAUIIMHCKUE KHUKKHU XPaHITCS OTAEIBHO B cerde.

44. JlocTyn K JU4YHBIM JejlaM [eJaroroB M COTPYJHHKOB 0011e00pa3oBaTeIbHOM

OpPraHM3allMl HMMEIOT TOJBKO CEKpeTaphb-MAIMHKUCTKA, JUPEKTOp o00meo0pa3oBaTenbHON
opraHuzanuu JM00 3aMECTUTENM JAUPEKTOpa NpU MCIOJHEHHHM OO0S3aHHOCTEH JHupeKTopa
o011eo0pa3oBaTeabHON OpraHU3aIiy.

4.5, CucremaTu3aius JUYHBIX JEN MEJaroroB U COTPYIHHKOB 0O0IIeo0pa3oBaTeabHON
OpraHu3aIiK MPOU3BOIUTCA B ali(haBUTHOM TOPSIIKE.
4.6. JluuHble nena TMenaroroB W COTPYIHHKOB 00Ie00pa3oBaTeNbHON OpraHH3aIliH,

MMEIOIIMX TOCYJIAPCTBEHHBIC 3BAHMS, NPEMHUU, HATPabl, YYEHBbIC CTEIICHHW M 3BaHUA, XPaHATCA
MIOCTOSIHHO, @ OCTAJIbHBIX COTPYAHUKOB — 75 JIET ¢ TOa yBOJbHEHUs paOOTHUKA (B COOTBETCTBHHU C
[lepeunem TUMOBBIX yNPaBIECHUYECKUX JOKYMEHTOB).

5. HOPAAOK BbIJIAYH JIMYHBIX JEJI BO BPEMEHHOE I10JIb30OBAHHUE

5.1. Beimaya nudHBIX €7 (OTACIBHBIX IOKYMEHTOB B COCTaBE JIMYHOTO JI€JIa) BO BPEMEHHOE
MOJIb30BAHUE TMPOU3BOJUTCS C pa3pelieHus AUPEKTopa 00meoOpa3oBaTebHON OpraHU3aIlH T10
3asBJICHUIO COTPYIHUKA OPTaHU3AIMH, OCYIIECTBIISIONIEH 00pa30BaTEbHYIO IEATeIbHOCTD.

5.2. Pabora (03HakOMJIEHHE) C JIMYHBIMH JellaMd T[eJaroroB U  COTPYJAHHUKOB
0011e00pa3oBaTeIbHON OpPTaHU3allid MPOU3BOJAUTCS B MPUEMHON aupekTopa. B konie padodero
JTHSI CEeKpeTapb o0s3aHa yOemuThCs B TOM, YTO BCE JIMYHBIC J€a, BBIJIAHHBIE BO BPEMEHHOE
MI0JIb30BaHKE, BO3BPAILCHBI HA MECTO XPAHEHUS U €CTh JIM HEOOXOIUMOCTh ISl IPUHATHUS MEP K HX
BO3BPAILCHHUIO UK PO3BICKY.

5.3. @akT BbIIAYU IUYHOTO Jenia GUKCUPYETCsl B KOHTPOJIBHOM JKypHAle.



5.4. V3psiTHEe OTAECNBHBIX JOKYMEHTOB M3 JIMYHOTO Je€la INPOU3BOJIUTCSA C pa3peIIeHHs
aupeKTopa o0mieobpa3oBaTenbHOl OpraHu3aluu ¢ O(hOPMIIEHHEM COOTBETCTBYIOIICH 3alHCH B
rpade «IIpumeuanney» BHyTpeHHeH ommcH. IIpm BpeMEHHOM H3BATHH TOKYMEHTa Ha €ro MECTO
(Mexy JMCTaMH COCEIHMX JOKYMEHTOB) BKJIAQJBIBACTCS CIIPaBKa-3aMECTUTEINb C YKa3aHUEM JaThl
Y NPUYUH U3BATHS C IOAMUCHIO JIMIA, BBIJABIIETO JOKYMEHT, M IOMINKCHIO JIMIA, TTOJyYHBIIETO
€ro BO BPEMEHHOE I0JIb30BaHHUE.

6. OPOPMJIEHUE JIMYHBIX JEJ IEPEJ] CIAYEN B APXIB

6.1. Odopmienne TUYHBIX JA€T A NEpeAayd B apXUB MPOU3BOAUTCS CIHELHUATHCTOM II0
KajzpaM 00111e00pa3oBaTeIbHON OpraHu3anyi. JTa MpoIeypa BKIIOYaeT:

* IIOJIMBKY (IIEpEIIET) JENa;

* YTOYHEHHE HyMEepaluH JHCTOB JIeNa;

* COCTaBJIEHME JHCTa-3aBeputens (mpuiioxxenue Ne 8);

* cocTaBlIcHHE (YTOUYHEHNE) BHYTPEHHEH OMHCH;

* BHECEHUE YTOYHEHUI B PEKBU3UTHI JIUIIEBOW OOJIOKKH JIEeNa.

6.2. JIucT-3aBepuTens 1ena JODKEH MOJIHCATh ero COCTaBUTENb, IPU 3TOM JIENIAeTCs
pacmm¢ppoBKa MODKHOCTH U IOMIMCH, INPOCTABISETCS JAara. B mpomecce MCHOIb30BaHMSA
apXMBHBIX JOKYMEHTOB B JIUCTE-3aBEpUTEJE JETAOTCS COOTBETCTBYIOUIME OTMETKH. Ecim merno
HOJIINTO Oe3 JHMCTa-3aBEpUTENsl, TO €ro CIeIyeT HAKIEUTh Ha BHYTPEHHIOIO CTOPOHY OOJIO0XKKH
aena.

6.3. C nenpio obecriedyeHns COXpaHHOCTH JIMUHBIX JIEJT PEKOMEH Ty eTCSI:

* 00BCIUHATh MHIUBUIYAJIbHBIC JTMYHBIC JIeJla YBOJECHHBIX COTPYJHHKOB B OJHY OOJIOKKY
(oObeaMHEHHOE MIENI0) ¢ TAaKUM pacueToM, 4ToObl 00beM aena (Toma) He mpeBbiman 250 imcToB
(TyTeM CHIMBKM MaTepUaliOB MHANBHUIYyaTbHBIX JIEN 110 FOaM YBOJIbHEHHUS);

* pacmonaratb MaTepualibl MHIUBHIYaJbHBIX NENI B Ipezenax gena (Toma) B andaBUTHOM
nopsinke (moaMuiIbHO), OTAENSS MaTepualibl, OTHOCSIIMECS K pa3HbIM MHAMBUAYAIbHBIM JEJIaM,
YHUCTBIM JIUCTOM OyMaru ¢ ykazaHueM Ha HeM (paMuInd, UMEHH M OTYECTBA COOTBETCTBYIOIIETO
YBOJICHHOTO I1€1arora U COTpyAHUKa 00111e00pa30BaTeIbHON OpraHu3aIiiy;

* cHaOXaTh KaxXJ0€ OOBbEIMHEHHOE JAeN0 (TOM) BHYTPEHHEH OIUCBIO C MEPEYUCICHUEM
(dbamunuii, UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpaHMII, B MpeaesiaX KOTOPBIX PaCIOI0KEHBI
COOTBETCTBYIOIIME TOKYMEHTEI.

6.4. [lepenaua JNUYHBIX 1€ B apXWUB OCYIIECTBIISIETCS HE TO3[HEE TpeX JET Mocie
3aBepIIEHHs WX B JIETIONMPOU3BOJICTBE B COOTBETCTBHHU C rpadukoMm. IlpeaBapuTensHO cekpeTapeM
MIPOBEPSAETCS MOJIHOTA U TPABUIBHOCTH IMOATOTOBKH JIMYHBIX JIeN K Iepeaaye.

BrlsiBIIeHHBIE TIpH TIPOBEPKE HEJOCTAaTKH YCTPAHSIOTCS CEKpeTapeM, CIEIHATUCTOM II0
kagpam. [lepenada u mpuem MpoU3BOASTCS MO ONMUCH C IPOCTAHOBKOM OTMETOK O HAJTMYUU JIMYHBIX
aed.

6.5. JIuuHble Jena MeAaroroB M COTPYAHHUKOB 00IIe00pa3oBaTeIbHOM OpraHH3alui,
3aKOHYEHHBIE Jeonpon3BoAcTBOM 10 | suBaps 2003 rona, xpansrcs 75 net, nocie 1 saBaps 2003
roga — 50 ner. JluyHble Jnena JAUPEKTOpa, IJaBHOTO Oyxraiarepa o01eo0pazoBaTeIbHON
OpTaHU3aIHA UMEIOT ITOCTOSIHHBIA CPOK XPaHECHUSI.

7. OTBETCTBEHHOCTD

7.1. Tlegaroru ¥ COTPYIHUKHU 0OIIE00pa30BaTEIbHON OpraHU3aIi 00s3aHBl CBOCBPEMEHHO
MIPEJICTaBIATh CEKPETAPIO WM CIEIUATHUCTY 0 KaJapaM CBEICHUs 00 U3MEHEHUHU B MEPCOHATBHBIX
JaHHBIX, BKJIIFOYCHHBIX B COCTaB JIMYHOT'O ACJIA.

7.2. PabotonaTens o0ecrneynBacT:

* COXpPaHHOCTh JIMYHBIX Jen  TMeJaroroB u COTPYTHUKOB

o01ieo0pa3oBaTenbHON OpraHU3ally;

* KOHQUACHIIUATHHOCTh CBEICHUH, COAEpKAIIMXCS B JHUYHBIX JellaX TMeJaroroB Hu
COTPYIHHKOB.



8. ITPABA PABOTOJATEJIA U PABOTHHUKA

8.1. Jls obecrieueHHst 3alUTHI IEPCOHANBHBIX JTAHHBIX, KOTOPHIC XPAHITCS B JTMYHBIX JIEIax
MeJJaroroB M COTPYJHHMKOB 0O0Ie00pa3oBaTeIbHOW OpraHu3allii, IeJarord W COTPYIHUKH
0011e00pa3oBaTeIbHON OpraHU3aIlii HMEIOT MPaBO:

* IOJIYYUTh TOJHYK HH(OpPMAIMI0O O CBOMX IEPCOHAIBHBIX JAaHHBIX M 00pabOTKE 3THX
JIAHHBIX

* TIOJIYYUTh CBOOOHBIN JTIOCTYIT K CBOMM TIEPCOHATIBHBIM JIaHHBIM;

* TIOJTyYUTh KOMTUU JOKYMEHTOB, XPaHSIIHECS B JIMYHOM JEJe U COACpKAIINEe MePCOHATbHBIC
JaHHEIE.

* TpeOOBaTh UCKIIIOUEHUS WIIM UCTIPABIICHUS HEBEPHBIX U HETIOJIHBIX MEPCOHATBHBIX JIAHHBIX.

8.2. Paboronarenb uMmeeT npaso:

* 00pabaTeiBaTh MEPCOHANBHBIC JaHHBIC MEJAroroB M COTPYIHUKOB 0OIIe00pa3oBaTeIbHON
OpraHU3aIKH, B TOM YUCIIC U Ha AJICKTPOHHBIX HOCUTEIIAX;

* 3alPOCUTh OT TIEJarorOB W COTPYIHUKOB OOIIE0Opa30BaTCIIbHON OpraHU3aIii BCIO
He00X0IUMYI0 HHPOPMAITUIO AJIsi BEACHUSI TUYHBIX JIe]l U 00pabOTKU MEePCOHANBHBIX JaHHBIX.

9. BAKVIIOYUTEJIBHBIE ITOJIOXKXEHUA

9.1. Hacrosimee IlonoxxeHue o mopsake BeIACHUS JHUYHBIX A€l PAOOTHUKOB SBIISETCS
JIOKQJIbHBIM HOPMATHUBHBIM AaKTOM, IHpuUHHMaeTcs Ha IlegarornyeckoM COBETE€ WIKOJIBI U
yIBepxkaaercss  (auOo0  BBOAMTCS B JeMCTBUME) NPUKA30M  JUPEKTOpa  OpraHu3alluy,
OCYILECTBIIAIONIEH 00Pa30BaTENIbHYIO AEATEIbHOCTD.

9.2. Bce u3aMeHeHUs U JONOJIHEHUs, BHOCUMbIE B HacToswee [lonoxkenue, opopmisoTcs B
MUCHMEHHOM (hOpME B COOTBETCTBUU JICHCTBYIOLINM 3aKOHOIATENLCTBOM Poccuiickoit denepanmu.

9.3. TlonoxeHue O TOpsSAKE BEACHUSA JIMYHBIX Jei1 pabOTHUKOB 00pa3oBaTeIbHON
OpraHM3aly NPUHUMAETCS Ha HEOoNpeAeseHHbIH cpoK. M3meHnenus u gononaHeHus k [lonoxenuro
IIPUHUMAIOTCSL B ITOPSIIKE, IpeyCMOTpeHHOM 11.9.1. HacTosmiero [lonoxeHus.

9.4. llocne npunsaTus [lonoxxeHus (MIM U3MEHEHUH U JTOMOJHEHWM OTIENbHBIX IYHKTOB U
pa3zenoB) B HOBOW peJaKIUK MpeIblIylas pelakliis aBTOMaTUYECKH yTpaunBaeT CUITy.



[Tpunoxenue Nel
XKypHan ydyera TMUHBIX A€

Ne JHata Gamunust, | Tabens | JomkHOCTD CrpykrypHoe | Jlarau Homep | [larau Homep | IIpumeua
odopmie ums, - HbIN (mpodeccust, | moxmpaznencHu IpHKa3a IpHKa3a - HUe
n/ - OTYECTBO | HOMEp | CHEIMANIbHOCTb e (pacnopspkeHus | (pacopspKeHUS
I HUS negarora u ) ) o mpueme )o
JIMYHOTO | COTPYIHUK nejarora u nejarora u IpeKpalleHNH
nena a COTpYIHUKA COTpYAHHUKA Ha | (pacTOP>KEHIH)
paboty TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBOJIBHEHMN)
1 2 3 4 5 6 7 8 9




O0J10KKa JIMYHOTO JIej1a

[Mpunoxenne No2

Donxg Ne

Omnuce Ne

Jeao Ne

Wunexc nena

(Ha3BaHME 00pa30BATEIHLHON OPraHU3aIINHN)

JIMYHOE JEJIO Ne

JlaTta Hayama

(3arosioBOK Jerna)

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
donx Ne

Onuchk Ne

Jeao Ne




JIOKYMEHTOB Jiena Ne

BHYTPEHHA OITUCH

[Mpunosxenne Ne3

Ne NHunekc [Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKyMEHTa JOKYMEHTa JIOKYMEHTa JIUCTOB

Jiena
Hroro: JIOKYMEHTOB

(dpamMu ¥ IPOITHCHIO)

KommuectBo mrucTOB BHyTpeHHeﬁ OITNCH

OTBETCTBEHHBIH 3a
KaJIpOBBIN YYeT:

« » 202 ronma

©.1.0.

(mdpaMu 1 TIPOTTUCHIO)

(moamuch)

JIOIDKHOCTD

JInuuoe nemo Ne

I[aTa O3HAKOMJICHHA 1I€aarora
H COTpYAHHKA C JINYHBIM

ACIIOM

ITognuce negarora u
COTpYAHUKA

OTMeTKH, MpUMeYaHus,
3aMeYaHus




[Mpunoxenne Ned
OT1MeTKa 0 pesyJabTaTrax emeronﬂoﬁ NMPOBEPKHU COCTOAHUA H HAJIUYHUA JHYHOI'O A€JIa

©.N.0.

JlomKHOCTD

JIngnoe nemo Ne

Jlata npoBepku @®.1.0. uneHos IToanucu ueHoB Pesynbrar nposepku
KOMMCCUU KOMMCCUH




JIMYHBIA JJUCTOK MO y4eTy KaJApPoB

1. dammmsg

[Mpunosxenne Neb

Nwms OtyecTBO
2. Tlon
3. T'ox, uncio u Mecs1 posKACHUS
4, Mecrto POXKIICHUS
(ceno, nepeBHs, TOpo, paioH,
00acTh)
5. TI'paxxnanctBo
6. OOpa3oBaHue
HasBanue dakynbTeT I'on l'on Ecnu e Kakyro
y4eObHOro WIn HOCTYIJICHUS | OKOHYAHHUS | OKOHYMWI, TO | CHEIMAJIbHOCTb
3aBEJICHHS U €TO OTIENICHHE WIN yX0Jia C KaKoro MOJTYYHIT B
MECTOHAXO0XKACHUE Kypca yuiesn pe3yibTare
OKOHYaHUS
y4eOHOTO
3aBEJICHHUS,
ykaszatb Ne
JUIIIOMA W
yJIOCTOBEPEHHSI

7. Kakumn HHOCTPAHHBIMU A3bIKAMHU BJIAACCTC

(unTaere U NEPEBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCS, BilaJleeTe CBOOOIHO)

8. Vuenas

CTCIICHb,

yUeHOE

9. Kakue

HMECTEC

Hay4HbIE

TPy bl

3BaHHC

M300peTeHUS



10. Bemonnsemas paboTta ¢ Hauajga TPYJIOBOH JEATEIHHOCTH (BKJIIOUYas yueOy B BBICIIUX U
CPEIHMX CIICIUAIBHBIX YYEOHBIX 3aBEACHHUSAX, BOCHHYIO CIyXO0y u pabory 110

COBMECTUTEJILCTBY)
Mecsu u roa JIOJ>KHOCTB € yKa3aHUEM YUPEKICHNUS, MecToHaxoxk1eHne
HOCTYILJICHUS yxoJna opraHusanuu, NPEAIPUATHUA, a TAKKC YUPEKIACHUA,
MUHHUCTEPCTBA (BEAOMCTBA) OpraHu3aluy,
MPEAIIPUATHS

11. TlpeGriBanue 3a rpanuIiei (pabora, ciaykeOHass KOMaHIUPOBKA, IMOE3/IKa C JIeJICTaIHeH )

Mecsn u ron B xaxoii ctpane L{ens nmpeObIBaHUS 3a
C KaKkoro IO KaKoe rpaHuLei
BpEMCHHU BpeMs

12. Yuactue B BBIOOPHBIX OpraHax

Mecto BBIOOPHOTO HasBanue BEIOOpHOTO B kauectBe koro Toxg
opraHa opraHa BbIOpaH u30paHust | BBIOBITUSA
13. Kakue MMeeTe MPaBUTEIbCTBEHHBIE Harpazpl

Korz[a " K€M HarpaxxJicH

14. OtHOLICHHE K BOMHCKHM 0053aHHOCTSAM u BOHMHCKOC 3BaHHUC

Cocras Pon Boiick

(KOMaHIHBIN, TOJIUTUYECKUH, aIMUHUCTPATUBHBINA, TEXHUUYECKUH U T. 11.)

15. Cewmeiinoe TIOJIOKEHIE B MOMEHT 3aII0JTHEHUSA JIMYHOTO JINCTKA

(‘-IJ'ICHBI CCMbH, C YKa3aHHUCM B03paCTa)

16. JomamrHuit azpec

17. O6s3y10ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX HM3MEHEHHSX JaHHBIX, BKIIOYCHHBIX B
JIMYHBIN JTUCTOK MO YYETY KaJpOB.

« » 202  rona
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AHKETA

Ipunoxenne Neb

damunus

Nmsa

OT4ecTBO

[Jata poxxnenus

1. I'pasxgaHCTBO (€cau U3MEHSIIH, TO YKaXKUTE, KOTIa U 110

KaKoil mpuymHe)

2. O6pa3oBaHue, YUCHAs CTCICHD (KOT/Ia U KaKUe
y4eOHBIC 3aBEICHHUS OKOHYMIIH, HOMEpa AUIUIOMOB).
CrienanbHOCTh U KBATH(DUKAIUS 110 TUTLIOMY

3. Kakumu HWHOCTPAaHHBIMU SA3bIKAMU U A3bIKAMU HApOAOB
Poccuiickoit denepanuu Bnajgeere U B KAKOH CTENEHU

(dunTaere ¥ MOKETE
O0O0BSACHATHLCS, BIIaJICETE CBOOOIHO)

4, Boimosnusiemass paboTa ¢ Hayana TpYIOBOH JeATENbHOCTH (BKIIOYAs BOEHHYIO

cayx0y u paboTy Mo

COBMECTHUTEJIBCTBY)

Mecs 1 rox JIOIKHOCTB € yKa3aHUEM YUpPeKICHIS, MecToHaxoxaeHne

TOCTYTUTCHHA yxoma OpTaHU3AINH, TIPEATIPHUATHS, a TAKKE YUpESKICHNUS,

MUHHUCTEPCTBA (BEJIOMCTBA) OpTaHU3aINH,

TIPEIIPUATHS

5. Baum 6nm3kue POJICTBCHHUKHU (JKEHA, MYXK, OTEIl, MaTh, OpaThsl, CECTPHI)

CreneHnp damunmsa, uMsl, 0OTYSCTBO Ton Mecto paboThI, JODKHOCTH Anpec mecrta
JKHTENLCTBA

poACTBa

POXACHUA

6. Jomamnuii anpec u Homep TenedoHa

7. [TacniopT wiu TOKYMEHT, €ro 3aMEHSFOLLIUN

8. I[OHOJ'IHI/ITGJ'ILHLIC CBCICHUSI, KOTOPLIC Br1 xenaere COO6IIII/ITI) 0 cebe

« » 202 roma

(HOMED, CepHs, KeM U KOTJa BBIIaH)

(OJKHOCTH OTBETCTBEHHOTO 32 KaJPOBEIHA yUeT)

(pacmudpoBKa MOANHUCH)

(moxmuch)
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[Ipunoxxenne Ne7

JUCT-3ABEPUTEJID nena Ne

B nene npoumuto u npoHyMepoBaHO
JICTOB

(mrdpamMu ¥ IPOIUCHIO)

¢ Ne mo Ne , B TOM YHCJIE: JTUTEPHBIE
HOMEpA JINCTOB
MIPOITYIIIEHHBIE HOMEpa
JUCTOB + JINCTOB BHYTPEHHEN OMUCH
JINCTOB

OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopmupoBaHus rena

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4yeT

(moamnuce)
(pactmpoBKa MOIITUCH)

« » 202  rona
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JIMCT O3HAKOMJIEHUSI C
IMOJIO’)KEHUEM
O BEJIEHUHU JIMYHBIX JIEJI COTPYJHUKOB
B TOCYJAPCTBEHHOM BIO I’ KETHOM OBIIIEOBPA3OBATEJIBHOM
YYPEXKJEHUH «IIIKOJIA Ne 36 TOPOJICKOI'O OKPYTI'A TOPJIOBKA»
JTOHEINIKOM HAPOJJTHOM PECITYBJINKH
(TBOY «IIIKOJIA Ne 36 I'.O. TOPJIOBKA»)

DPUO Hoanuch [dara
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