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1. O61mme moJ1o:keHNs

1.1. Hacrosimiee [TonoxkeHue o nopsiike BeJICHUS JUYHBIX J1e]1 paboTHHKOB MBOY
«Topnamu-FOptoBckas CIL» (manee — mikona, oOuieoOpa3zoBareibHas OpraHU3alus),
pa3zpaboTaHo B cooTBeTcTBUU ¢ DenepanbHbiM 3ak0oHOM Ne 273-03 ot 29.12.2012 «O06
obOpazoBanuu B Poccuiickoii @enepanun», DeaepanbHbiM 3akoHOM 0T 27.07.2006 No
152 «O nepcoHasbHBIX AaHHBIX», [Iprkazom deneparbHOro apXMBHOIO areHTCTBA OT
23 nmexabpst 2009 roma N 76 «OO6 yTBepx)aeHUU METOAMYECKUX PEKOMEHIAITUN I10
pa3pabOTKe WHCTPYKIHH TI0  JEJIOMPOM3BOJACTBY B  (efepalbHBIX  OpraHax
UCIIOTHUTEILHON Biacthy», YkKazom Ilpesmaenta ot 30.05.2005 Ne 609 «O6
yTBepxKAcHUU [l0N0KEHHSI O MEPCOHANBHBIX JAHHBIX T'OCYJAPCTBEHHOT'O CIIYKAIIEro
Poccuiickoit ®depepanui M BEACHWM €ro JUYHOro Jeia», TpyaoBeiM Koaekcom
Poccuiickoii ®enepanuu, KosmnexktuBHbIM noroBopoM, YcraoM MBOVY «l'oppanu-
IOpTtoBckas CII» (nanee — mikosna, o0ieodpa3zoBaTesibHasi OpraHu3ausl).

1.2. Jaunoe Ilosioxenue onpenenseT NOpsSA0K BEACHUS JIMYHBIX JEN MeAaroroB u
HHBIX COTPYIHUKOB U PaOOTHUKOB IIKOJIbI, ONPEAEsSeT NOPSAI0K (GOPMUPOBAHMS, yUeTa
M XpaHEHHWs, BbIJAYM JIMYHBIX JEJI BO BpPEMEHHOE IIOJb30BAaHUE, a TaKkKe
OTBETCTBEHHOCTb, IPaBa paAOOTHUKOB U IUPEKTOPA 00pa30BaATEIHHON OpraHU3aIIHH.

1.3. Hacrosimee IlonokeHue yTBEpKIaeTcsl MPUKA30M IO IIKOJE WU SBISIETCS
00s13aTeJIbHBIM 17151 BCEX KATETOPUM MeIarorudeckux U APYrux COTPYAHUKOB IIKOJIBI.

1.4. Benenue AWYHBIX A€ NENAaroroB M COTPYAHHMKOB IIKOJbI BO3JIAraeTCs Ha
CIIEUAIIACTA MO KaJpaM.

1.5. JInuHOE nEeno0 — OCHOBHOM NOKYMEHT IEPCOHAIBHOIO YYETa, COIEpKALIUh
HauOoJiee TOJHBIE CBEJCHUS O PaO0OTHHUKE OOpa30BaATENIbHOW OpraHu3allid U €ro
TPYAOBOM JEATENbHOCTU. B IJIMYHOE [1€10 BHOCSTCSA CBEICHHUS, CBSI3aHHBIE C
MOCTYIIJIEHHEM Ha PaboTy U YBOJIbHECHUEM.

1.6. CBeneHus, copepxanirecs: B JIUYHOM JieJie, OTHOCSTCS K KOH(PHICHIIMATbHON
nH(pOpMaIU, UMEIOT OTPAaHUYEHHBIN JOCTYI U Pa3TJIallleHUIO HEe TTOJIeXKaT.

1.7. JIlnuHOe nesio BeaeTcsl B TE€YEHUE BCETo Nepuojia padboThl paOOTHHUKA.

1.8. BeneHue HECKOJBKUX JUYHBIX €7 OJHOr0 pabOTHHKA 0Opa3oBaTEIbHOU
OpraHU3alliy HE IOMyCKAeTCsl.

2. ITopsinok (popMHUpPOBAHUS JIHYHBIX J€JI COTPYIHUKOB

2.1. dopMUpOBAHME  JIMYHOTO  JI€JIa  I€JaroroB W COTPYAHUKOB
00111600pa30BaTEIbHON OpraHu3aIuy MPOU3BOIUTCS HEITOCPEACTBEHHO MOCTIe NprueMa B
00111€00pa30BaTeIbHYI0 OPTaHU3alMI0 WM TEPeBOJia MEAaroroB M COTPYIHUKOB U3
Ipyroi oOpa3oBaTeILHON OpraHU3alluH.

2.2. B cOOTBETCTBUU C HOPMATUBHBIMU JIOKYMEHTaMU B JIUYHBIC JieJIa IEAArOoroB u
COTPYIHHUKOB LIKOJIbI, BKJIJIBIBAIOTCS CICIYIOIINE JOKYMEHTHI:

Jlns nedazocos:



* 3aBJICHHE O TIPHEME Ha padoTy;

* 3asIBJICHHME O COTJIacCuU Ha 00pabOTKy MEPCOHANBHBIX JaHHBIX MEarora;

*CIlpaBKa O HAJIMYUM (OTCYTCTBUM) CYAUMOCTH W (W) (akra yroJIOBHOTO
npeciieJOBaHusl, BBIJIAHHOTO COOTBETCTBYIOIIUM OPraHOM MPABOIOPSJIKA;

* aBTOOMOTpadus;

* KOIUS MACIOPTA UM UHOTO IOKYMEHTA, yJIOCTOBEPSIFOLIETO JTUYHOCTH;

* KOIUSI CTPaxOBOI'O CBUJIETEIBCTBA IEHCHOHHOIO CTPaXOBaHUS;

* KOTHS UJICHTU(UKAMOHHOTO HOMEpa HAJIOTOTIATENbIIUKA;

* KOs JJOKyMEHTa BOMHCKOTO yueTa (/1711 BOEHHOOOS3aHHBIX);

* KOTIMSI CBUJICTENIBCTBA O 3aKJIFOYCHUHU Opaka (IIpy HAJIMYHHN);

* KOIHUSI CBUJIETEIHCTBA O POKICHUU JIeTeH (MPU HAJTUYHH );

* KOIMH JOKyMEHTOB 00 00pa30BaHUU;

* KOMUH JOKYMEHTOB O KBaJH(PHUKAIUU WM HAIWYHE CHCIHMANbHBIX 3HAHUU (TIpH
HaJIM4Yun);

* KOITUU aTTECTAI[MOHHBIX JINCTOB (TIPH HAJTUYHH);

* KOMUU JOKYMEHTOB O HArpaXKJAeHUU (MPU HATHUYHHN);

* XapaKTepUCTUKH, PEKOMEH IaTeIbHbIEC MUChbMa (IIPU HAIMYHWN );

* IpUKa3 O pUeMe Ha padoTy;

* IPHUKa3 O NEPEBOJIE HA UHYIO JOJKHOCTD (IIPU HAIMYUN);

* TOJDKHOCTHASE MHCTPYKIHUS (JODKHOCTHBIE WHCTPYKIIMU C MOMEHTa Ha3HAYCHUS
Ha BCE JIOJKHOCTH);

* TPYyZOBOM  JTOTOBOpP (C  MOCJHEAYIOIIMM  BKJIIOYEHUEM  JOMOJHUTEIbHBIX
COIIAICHUH K TPYJAOBOMY JOTOBOPY);

* TPYZOBYIO KHUXKKY;

* MEJUITUHCKYIO KHUXKKY.

Il pabomuukos:

* 3asBJICHHE O IPHEME Ha padoTy;

* 3asIBJICHHME O COrJacuu Ha 00pabOTKy NEPCOHATBHBIX JaHHBIX MEAarora;

*CllpaBKa O HaJIMYUM (OTCYTCTBUM) CYAuUMOCTH W (WiaM) (QakTa YroJgoBHOTO
npecie0BaHus, BbIIAHHOTO COOTBETCTBYIOLIMM OPraHOM MPaBONOPSIIKa;

* aBTOOHOrpadus;

* KOMHS MacropTa WIK HHOTO JOKYMEHTA, YOCTOBEPSIIOIIETO JUYHOCTD;

* KOTIHS CTPAXOBOTO CBUIETEILCTBA IEHCHOHHOTO CTPaXOBaHMUS;

* KONUs UAEHTU(UKAIITMIOHHOTO HOMEPa HAJIOTOIJIaTeNbIIUKA;

* KONUs JOKyMEHTa BOMHCKOTO yueTa (/111 BOEHHOOOS3aHHBIX);

* KOIUS CBUJIETEIHCTBA O 3aKJIIOUEHUU Opaka (TpHU HaJTM4KM);

* KOIHSI CBUJIETEIILCTBA O POXKACHUU JAeTel (IPU HATUYKH);

* KOMUU JOKYMEHTOB 00 00pa3oBaHuu;

* KOIHMH JIOKYMEHTOB O HarpaKJIeHUH (PU HAJIUYHUH);
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* XapaKTePUCTUKH, PEKOMEH IaTeIbHbIC MUChMa (TIPU HATMYNN );

* IpUKa3 0 IpUeMe Ha padoTy;

* IPHUKa3 O EPEBOJIC HA UHYIO JOJIKHOCTD (IIPU HAIMYUH);

* JOJKHOCTHASI UHCTPYKIUS (JOJKHOCTHBIE MHCTPYKIIUU C MOMEHTA Ha3HA4YCHMUS
Ha BCE JIOJKHOCTH);

* TPYZOBOM  NTOTOBOP (C  TMOCJHCAYIOMUM  BKJIIOYEHUEM  JOTIOJHUTEIBHBIX
COTJIAIICHHUH K TPYAOBOMY JOTOBODPY);

* TPYZOBYIO KHUXKKY;

* MEJUIIUHCKYIO KHUXKKY.

Pabomooamenv opopmnsiem:

* TPYZIOBOI TOTOBOP B JIBYX 3K3E€MILIAPAX;

* [IpUKa3 0 IpueMe Ha padboTy (0 mepeMenIeHnU Ha IPYTrue I0HKHOCTH);

* TUYHYIO KapTouky Ne T-2;

* TOJHDKHOCTHYIO HHCTPYKITHIO B IBYX DK3EMIUIAPaXx.

Pabomooamens 3snaxomum:

* C HOPMATHMBHO-TIPABOBBIMH JIOKyYMEHTaMu MIKOIbl (YcTaBoMm, KoimekTuBHBIM
noroBopoM, [IpaBuiamMu Tpy10BOTO pacopska U Jp. JOKaIbHBIMHU aKTaMu);

* C IOJDKHOCTHOW UHCTPYKIIUEH;

* IPOBOJUT BBOJIHBIN WHCTPYKTAXK, HHCTPYKTAX 0 OXpaHe TPY/a, HHCTPYKTaX 10
MIPOTHUBOIIOKAPHOK OE30IaCHOCTH.

2.4. IlepBuuyHoe 0popMIIEHHE JTUYHOTO JeNIa MPEIyCMaTPUBAECT:

* IPUCBOCHHUE JUYHOMY JIeJly HOMEpa COTJIACHO JKYpHAIy ydeTa JIMYHBIX e
(mpunoxxenue Ne 1);

* IPOCTaBlICHWE Ha OOJIOKKE JWYHOrO Jjerna (mpuiokeHue Ne 2) cienyroniux
PEKBU3UTOB:  HMHJIEKC jena (B COOTBETCTBMM C  HOMEHKJIATypoul  Jen
00111e00pa3oBaTeIbHON OpPraHW3allMK; MOJHOE HaMMEHOBaHHE OO0Ie00pa3oBaTeIbHON
OpraHW3allih, HOMEP JUYHOro 1ena; (amMunus WM OTYECTBO pabOTHHKA B
MMCHUTEILHOM TQJeKe;, NaThl — TOJ Hadaja M TOJ OKOHYaHWS BEICHHS JIelia;
KOJIMYECTBO JIUCTOB; CPOK XPAHCHHUS;

* IOMEIICHUE JOKYMEHTOB, MOJICKANIUX XPAHCHHIO B COCTaBE JUYHBIX JIET, B
XPOHOJIOTHYECKOM TMOPSIAKE:

> BHYTPEHHSISI ONKUCH IOKYMEHTOB jeina (npuioxeHue Ne 3);
> JIMYHBINA JJUCTOK MO y4eTy KaJapoB (mpuioxeHus Ne 6);

> 3asBJICHHE O MpUeMe Ha paboTy;

> pHKa3 0 IpueMe Ha padoTy;

> TPY/I0BOM JIOTOBOP;

> JIOTOBOP O TOJHOM MaTepuaIbHOM OTBETCTBEHHOCTH (€ciii PabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUIIO);
> XapaKTEPUCTUKH M PEKOMEHIATEIIbHBIE TUChMA;
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> corjacue Ha 00paboOTKy MEPCOHATBHBIX JaHHBIX.

2.5. JIucTel JOKYMEHTOB, IOMELIEHHBIX B JIMYHOE JEJI0, IOJIEKAT HyMEpaLluu.

2.6. C uenbto obecrieueHus: HaaIexKallel COXpaHHOCTH JINYHOTO JIENa MeAaroroB u
COTPYJHHUKOB 0O0I1e00pa30BaTEIbHON OpraHU3alMi U yA0O0CTBa B OOpAILEHUH C HUM
npu pOpMHUPOBAHUM TOKYMEHTHI TIOMEIIAIOTCS B OTJENbHYIO Tanky. [Ipu yBolbHEHUN
pabOTHHKA MPOIIUBAIOTCS HUTKAMH U CAAIOTCS B ApXHUB.

2.7. BHyTpeHHsAsI ONMCh JTOKYMEHTOB, MMEIOIIMXCS B JIMYHOM JIENe, JIOJDKHA
COZEpKaTh CBEACHUSA O ITOPSAKOBBIX HOMEpPAX, HAUMEHOBAHUSAX JTOKYMEHTOB JIENa,
KOJIMYECTBE JINCTOB, 1aTaX BKJIIOYECHUS JOKYMEHTOB B JUYHOE JIEJIO U U3BITHUS U3 JIENa,
a TAK)KE€ K€M 3BT JOKYMEHT U 110 KaKOM IIPUUYNHE.

2.8. BHyTpeHHs OIMCh COCTABISICTCA HAa OTHECIBHOM JIUCTE 10 YCTAHOBIICHHOM
dbopwme. JIucTel BHYTpEHHEHN OMMMCH HYMEPYIOTCS OTICTBHO.

2.9. Ilpy noAroTOBKE JUYHBIX JEN K MEpeladye Ha XpaHEHUE K BHYTPEHHEN OINKCH
COCTABJISIETCSI MTOTrOBasl 3alUCh, B KOTOPOW YKa3bIBA€TCS LU(PpaMH W MPOMUCHIO
KOJINYECTBO BKJIIOUCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIUCTOB AENa.

3. [Topsinok BeeHUs JTUYHBIX JIeJ NeJAroroB U COTPY/AHNUKOB

3.1. JIuuHoe €0 meaaroroB U COTPYJIHUKOB 00111€00pa30oBaTEILHON OpraHu3aluu
BEJIETCSI B TEUYCHHE BCETO MepHofa pabdOThl KaXAOro IeJarora M COTPYJHUKA B
00111e00pa3oBaTeNbHON OpraHu3aluu.

3.2. JlampHeWliee BEACHUWE JIMYHOTO JIeJla TE€JAaroroB M COTPYAHUKOB
o0mieo0pa3oBaTeIbHOM  OpPraHM3alMd  MPEeIyCMATPUBAET TIOMEIICHHEe B JIEeJIO
JIOKYMEHTOB, OOpa3yloluxcsi B TMpolecce paboyell JesTeNbHOCTH M UMEIOIIUX
3HAYEHUE ISl TPYIOBBIX OTHOIIICHUIA:

* JIOTIOJTHEHHUE K JIMYHOMY JIUCTKY TI0 YUETY KaJIpOB;

* JIOTIOJTHUTEIIbHBIE COTJIAICHUS K TPYJOBOMY JOTOBODPY;

* KON TPUKA30B MO JIMYHOMY COCTaBY, KOTOPBIE€ KACAarOTCS II€IaroroB M
COTPYJIHUKOB 00111€00pa30BaTEILHON OpraHu3aIliy;

* OT3BIBBI JIOJDKHOCTHBIX JIMI[ O TENarore W COTPyAHUKE 0011eo0pa3oBaTeIbHOM
OpraHu3allNy;

* KOMUU JOKYMEHTOB O TIOBBIIICHUN KBATH(PUKAIINH;

* KOITUU CEPTHU(PUKATOB, TPAMOT;

* JINCT — 3aBEPUTEJIH JieJia (COCTABIISIIOT MPU Ca4e JJUIHOTO JIeia B apXUB);

* UHBIC IOKYMEHTBI.

3.3. B nensax obGecrieueHnst KOHTPOJIS 32 COXPAHHOCTBIO M aKTYaJIbHOCTHIO JTMYHBIX
nen B 001eo0pa3oBaTesIbHOM OpraHu3aluy eXeroaHo (He mo3aHee | kBaprana rona,
CJIEIYIOIIETO 32 OTYETHBIM ) TPOU3BOJAUTCS MPOBEPKA UX HATUYHUS U COCTOSTHHUS.

3.4. EXeromHywoo MPOBEPKY COCTOSHUS JTUYHBIX JIE€JT HAa TPEIMET COXPaHHOCTH
BKJIFOYCHHBIX B HEro JIOKYMEHTOB IMPOBOJUT CHEIMAIbHO co3daHHas komuccus. O
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MPOBEJICHHBIX MPOBEPKAX JIeJIaeTCsl OTMETKAa B JIMCTE O pe3yJbTaTaxX €xXKeroJaHou
IPOBEPKHU COCTOSIHUSL W HAJW4Msl JIMYHOTO Aena (mpuiioxkeHue Ne 5) u cocTaBisieTcs
akT. Pe3ynbTaThl MPOBEPKH JUYHBIX JEN B 00s3aTENIbHOM MOPSAJKE TOBOAATCS [0
JTUpEeKTOpa 00111e00pa30BaTeIbHON OpraHU3aINH.

4. Ilopsiaok y4éTa U XpaHeHHUs JUYHBIX /ie]I eIaroroB U COTPY/IHUKOB

4.1. XpaHeHue W y4eT JIMYHBIX JIeJ MeIaroroB U COTPYIHUKOB, OPTaHU3YIOTCS C
IeJbI0  OBICTPOrO W 0e30MMOOYHOTO TMOMCKA JIMYHBIX JEJI, OOCECIEYCHHS UX
COXPAaHHOCTH, a TaKke 00ecredeHns] KOH(QUICHIIMAIBHOCTH CBEJCHUM, COlepKalXcs
B JIOKYMEHTaX JIMYHBIX J€Jl, OT HECAHKI[MOHUPOBAHHOTO JIOCTYIIA.

4.2. JluuyHble 1ena COTPYIHUKOB XpaHATCS B ceiie oOmeodpa3oBaTeabHON
OpraHu3alMH.

4.3. TpyaoBble 1 METULMHCKHE KHUKKU XPAHATCS OTAENBHO B cerde.

4.4. JlocTyn K JUYHBIM JI€JlaM TE€JaroroB U COTPYAHHUKOB 0011€00pa30BaTeIbHON
OpraHM3alii HMMEIOT TOJBKO CEKpeTapb, CIEHUAINCT M0 KaJpaM, JAHPEKTOp
o011eo0pa3oBaTeabHON OpraHu3aluy JIMOO 3aMECTUTENN JUPEKTOpa IMpPU HCIOIHEHUU
00s13aHHOCTEN TupeKTopa 00111e00pa30BaTENIbHON OpraHu3aluy.

4.5. Cucremaruzauuss  JMYHBIX  J€l  MENaroroB W COTPYJHUKOB
0011e00pa3oBaTeNbHON OpraHu3alyy MPOU3BOAUTCS B al(PaBUTHOM MOPSJIKE.

4.6. JluuHple Jena TMENaroroB M COTPYJHUKOB  0O0IIe00pa3zoBaTelbHON
OpraHM3alii, WMEIOIIUX TOCYIapCTBCHHBIC 3BaHHs, NPEMUHU, HATPajabl, y4YCHBIC
CTETICHU U 3BaHUS, XPAHATCS MOCTOSHHO, & OCTAJIbHBIX COTPYIHUKOB — 75 JIET € TofAa
yBOJIbHEHUsI paboTHHKA (B cOOTBETCTBUU C [lepeuHeM THUIOBBIX YIPaBICHUYECKUX
JIOKYMEHTOB).

5. ITopsiioK BbIIa4H JIUYHBIX JIeJI BO BpeMEHHOE M0JIb30BaHHe

5.1. Beimaua nuuHbIX Aen (OTAEIbHBIX JOKYMEHTOB B COCTaBe JIMYHOIO Jiejia) BO
BpEMEHHOE M0JIb30BAHUE MIPOU3BOJIUTCS c pasperieHus TUpeKTOpa
001e00pazoBaTeNbHON OpraHU3alyy Mo 3asBJICHUIO COTPYIHUKA.

5.2. Pabora (o3HaKOMJIEHHE) C JMYHBIMU JEJaMH TE€aroroB M COTPYIHUKOB
0011e00pa3oBaTeNbHON OpraHu3alliy MPOU3BOAUTCS B IPUEMHON TupeKTopa. B koHiie
pabodero JIHS CEKpeTaph WM CICIHUAIKMCT IO KajapaMm o0s3aHa yOSOUThCS B TOM, YTO
BCE JIMYHBIC JIeNla, BbIJAHHBIE BO BPEMEHHOE IOJb30BAaHHUE, BO3BPAILECHBI HA MECTO
XpaHEHUs U €CTh JI1 HEOOXOJAMMOCTh JJISI MPUHATHS MEpP K WX BO3BPAIICHUIO WIIU
PO3BICKY.

5.3. ®akT BbIIAYU JUYHOTO Jiea GUKCUPYETCSl B KOHTPOJIBLHOM KYypHAJIE.

5.4. U3bsTue OTACNBHBIX JOKYMEHTOB W3 JIMYHOTO J€Jla IPOU3BOJUTCS C
paspelieHuss JaupeKkTopa o0IeoOpa3oBaTeIbHOW OpraHu3alud ¢ oopMIICHHUEM
cooTBeTcTByIOmEeH 3amucu B Tpade «[lpumeuanme» BHyTpeHHer onucu. [lpu
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BPCMCHHOM HU3BATHUHU JOKYMCHTA Ha Cro MceECTo (Memny JUCTaMH COCCIHHX
,Z[OKYMCHTOB) BKJIQJBIBACTCA CIIPAaBKa-3aMCCTUTCIIb C YKa3aHUMEM JaTbl W IIPUYHH
HU3BbATHA C ITOAIIMCBIO JIMIA, BBIAABIICTO JOKYMCHT, W IIOAIIMCBHIO JIMIIA, IMOJYYHBIICTO
€TI0 BO BPpCMCHHOC I10JIb30BAHUC.

6. OdopmiieHne JTMYHBIX JeJ1 Nepe] caadeid B apXuB

6.1. OdopmneHne AUYHBIX JA€NT Uil Tepeladyd B apXUB MPOU3BOIUTCS
CHEUUAINCTOM MO KaapaMm oO0uieo0pa3oBaTeabHON OpraHu3aluu. JTa Mpoueaypa
BKJIFOYAET:

* IOAIIMBKY (TIeperieT) aena;

* YTOYHEHUE HyMepalliy JUCTOB JIefa;

* COCTaBJICHHE JIUCTa-3aBepuTeis (npuioxeHue Ne 8);

* cocTaBlicHHE (YyTOYHEHNE) BHYTPEHHEH OMUCH;

* BHECEHHE YTOYHEHHUI B PEKBU3UTHI JIUIIEBON OOJI0XKKHU Jea.

6.2. Jlucr-3aBepuTenp nena JODKEH IOAIMCATH €ro COCTaBHUTENb, HPH HTOM
aenaercss paclmpoBKa JOJDKHOCTH W MOAINHKCH, HpocTaBisgercs ngata. B mporecce
UCIIOJIb30BAaHUSl ~ apXWUBHBIX  JIOKYMEHTOB B JIMCTE-3aBEpUTENE  JIETAOTCS
COOTBETCTBYIOIIME OTMETKH. Eciam neno moamurto Oe3 JMcTa-3aBEpUTENs, TO €ro
ClIelyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jierna.

6.3. C nenbto o0ecrneyeHuss COXpaHHOCTH JIMYHBIX A€l PEKOMEHIYETCS:

* O0BEIUHATh WHANBUAYAIbHBIC JINYHBIE JeNla YBOJCHHBIX COTPYIHHKOB B OJIHY
00510kKy (0ObEIMHEHHOE JEJI0) C TaKUM pacdyeToMm, 4ToObl oObeM jenia (ToMa) He
npesbian 250 TUCTOB (MyTeM CIIMBKM MAaTEpUajOB MHAMBHIYAJIbHBIX N1 MO rojaM
YBOJIbHEHHUS);

* pacrmoyiaraTb MaTepualibl MHAMBHUIYaJbHBIX J€J1 B Mpeaenax jena (Toma) B
anaBUTHOM mopsanke (ModaMUIbHO), OTAENAS MaTepualbl, OTHOCSIIUECS K Pa3HbIM
WHANBUAYAIBHBIM JIe1aM, YUCTHIM JIUCTOM OyMmarud C yka3aHueM Ha HeMm (amuinw,
MMEHH U OTYECTBA COOTBETCTBYIOIIETO YBOJICHHOTO TMeJarora W COTPYAHUKA
001eo0pa3oBaTeNbHON OpraHu3aluu;

e cHaOXaTh KaxJaoe OObeIUHEHHOE Jeid0 (TOM) BHYTPEHHEH OIHCHIO C
nepeyucienrieM (GaMuwinid, UMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTpaHUI, B
npejenaax KOTOPbIX pacloi0KEHbl COOTBETCTBYIOIINE TOKYMEHTHI.

6.4. Ilepenauya TMYHBIX JI€] B apXUB OCYILECTBIISICTCS HE MO3[HEE TPEX JIET MOCie
3aBEepIICHHs] WX B JICTONMPOM3BOJICTBE B COOTBETCTBHU C Tpadukom. [IpenBapurensHo
CeKpeTapeM, CIEIMUAINCTOM M0 KajapaM IMPOBEpsETCS TMOJIHOTA W TPaBHIBLHOCTD
MOJTOTOBKMA JIMYHBIX JeNl K TIepenade. BwIABIEHHBIE TPH TMPOBEPKE HEIOCTATKU
YCTPAHSAIOTCA CEKpeTapeM, CHeIUaJMcTOM 1o KaapaMm. Ilepemaya u  mnpuem
MIPOU3BOJATCS MO OMUCH C MPOCTAHOBKONW OTMETOK O HAJIMYUU JIMYHBIX J1E1.



6.5. Jluunble gema TWeAaroroB W COTPYIHUKOB  0011€00pa3oBaTeNIbHOM
OpraHu3alyu, 3aKOHYCHHBIE J1eJ10Npon3BoaAcTBOM 10 1 suBapsa 2003 roga, xpanstes 75
ner, nocie 1 smBapsa 2003 roma — 50 ner. JluuHble nena AUPEKTOpA, TIIABHOIO
OyxranTepa o011eo0pa3oBaTeIbHON OpPraHU3alMM UMEIOT MIOCTOSTHHBIN CPOK XpaHECHHS.

7. OTBeTCTBEHHOCTDH

7.1. Tlemaroru W COTPyAHHWKH OOIIE00pa30BaTEILHON OpraHu3alud O00s3aHBI
CBOEBPEMEHHO TPENICTABIATh CEKPETAPI0 WM CICIHAINCTY IO Kaapam CBEIEHUs 00
M3MEHEHUH B TIEPCOHAIBHBIX JAHHBIX, BKIIFOYEHHBIX B COCTAB JIMYHOTO JeJIa.

7.2. PaboTomareir 00eCIIeUnBaET:

* COXpPaHHOCTh JIMYHBIX JIeJl TMEJaroroB U COTPYAHUKOB 00IIe00pa3oBaTeIbHOM
OpraHU3aIlNH,

* KOH(HUICHIIUATLHOCTh CBEJICHUM, COMEPKAIIMXCS B JIMYHBIX JejlaX TEeaaroroB
COTPYTHHUKOB.

8. IlpaBa padoroxaresss u padoTHHKA

8.1. lna obecrieueHusl 3allUThl MEPCOHAIbHBIX JAaHHBIX, KOTOPbIE XPaHATCSA B
JUYHBIX JeJaX INeJaroroB U COTPYAHUKOB 0011e00pa30BaTeIbHON OpraHu3anui,
MeAarord ¥ COTPYAHUKHU 00I1e00pa3oBaTebHON OPTaHU3aIMA UMEIOT TIPABO:

* IOJIYYHUTh MOJHYI MH(OPMALUIO O CBOMX NEPCOHAJIBHBIX JAHHBIX U 00paboTKe
ATUX JTAaHHBIX;

* IOJyYUTh CBOOOIHBIN JOCTYM K CBOMM MEPCOHATBHBIM JTaHHBIM;

* IOJlyYUTh KOIMU JOKYMEHTOB, XpaHSLIMECs B JUYHOM JIeJ€ M COJEeprKalue
NEPCOHANIbHBIC JAHHBIE.

* TpeOOBaTh MCKIIIOUEHUS WM  HUCHPABICHUS  HEBEPHBIX M  HEMOJIHBIX
NEPCOHANBbHBIX JTaHHBIX.

8.2. PaboTonarenb UMEET MpaBo:

* 00pabaTbiBaTh  MEPCOHAJIBHBIE  JAHHbIE  [EJAroroB W  COTPYJHHUKOB
00111€00pa30BaTeIbHON OpraHu3aliuy, B TOM YUCJIE U Ha JICKTPOHHBIX HOCUTEIIAX;

* 3a[IPOCUThH OT MEJAroroB M COTPYAHHMKOB OO0IIE00pa3oBaTeIbHON OpraHU3aLUH
BCIO HEOOXOIMMYH HWH(pOpMAruioo 1Jisg BEACHUSA JIMYHBIX JeI W 00paboTKH
NEPCOHANBHBIX JaHHbIX.

9. 3ak/I04YNTeIbHBIE MOJI0KEHUS

9.1. Hacrosmee IlonoxkeHue o MOpsSAKE BEACHUS JUYHBIX Jed paOOTHUKOB
SIBJISIETCS JIOKAJbHBIM HOPMAaTUBHBIM aKTOM, IIpuHUMaeTcsi Ha [legaroruyeckom coBete
IITKOJTBI U yTBEepKaaeTcst (JIn00 BBOAUTCS B ICUCTBUE) TUPEKTOPOM IITKOJIBI.



9.2. Bce wu3MeHeHUsT W JIOTIOJNHEHHWsS, BHOCHMMBIE B Hacrtosilee [lomoxenue,
opopMisitoTcsi B NHUCbMEHHOW  QopMe B COOTBETCTBHM  JICMCTBYIOIIMM
3aKOHOJATENLCTBOM Poccutickon deneparuu.

9.3. TlonoxeHue o MOpsAIKE BEACHUS JUYHBIX JieJ paOOTHUKOB 00pa3oBaTeIbHOM
OpraHu3allid MPUHUMAETCS Ha HEOMpPEACICHHBIN CpoK. M3MeHeHUsI U JOMOJHEHHUs K
[TomoxeHn0o TPUHUMAIOTCS B TMOPAAKE, NOPEAyCMOTpeHHOM 1m.9.1. Hacrodiero
[Tomoxenus.

9.4. Tlocne npunsitua Ilonoxxkenuss (MM U3MEHEHUN U JOMOJHEHUM OTAEIIBHBIX
INYHKTOB M pa3/ieJIOB) B HOBOM pENaKIMU MPEbIAyIIas peJakius aBTOMAaTHYECKU
yTPAuMUBAET CUITY.



JKypHan yuera mTu4HBIX €1

IIpunoxxenue Nel

K ITOJIOKCHUIO O TOPAAKE BCIACHUSA
JIMYHBIX OCIT pa6OTHI/IKOB

Hata Gamunust, | Tabens- | Jomxaocts | CTpyKTyp- Hara u Hata u IIpumeua-
/ odopmure- ums, HBIN (mpodec- HOE HOMEp HOMEp HUE
0 | HYUS JJUYHOTO | OTYECTBO HOMEp cus, nojpase- IpUKasa MIpUKa3a
nena nejarora u CIenuanb- JIeHHue (pacnops- (pacnops-
COTpYIHHUKA HOCTb) JKCHHS) O KEHHS) O
rearora u mpueMe IpeKparie-
COTpyIHHKA negarora u HUH
COTpyAHUKa | (pacTopike-
Ha paboTy HUM)
TPYAOBOTO
JIOTOBOPA C
MearoroM u
COTPYAHUKOM
(yBoJNIBHE-
HUW)
2 3 4 5 6 7 8 9
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doHpa Ne

Onucb Ne

Nunexc nena

O00XKKa JIMYHOTO Aeia

ITpunoxenne Ne2
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHKME 00OPA30BATEILHON OPraHU3ALIUH)

Jlata Hayana

Jlata okoHUaHUs

Ha JIMcTax
XpaHuTh Ier
doHpa Ne
Onwuck Ne

(3aroyioBOK Jiena)
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BHYTPEHH A OITNCH
JIOKYMEHTOB Jiesia Ne

ITpunoxenne Ne3
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 pabOTHUKOB

No HNunexc ara Haspanue Howmep [Ipumevanus
/1 JIOKYMEHTA JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamu 1 IPOIKCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN OIIMCH

(uudpamu 1 MPOIHCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIM yYerT:

(monuce)

« » 202 roma
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©.1.0.

ITpunoxenne Ned
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomxHOCTD

JInynoe nemno Ne

Jlata o3HaKoMIIeHUS Tiearora
Y COTPYAHHUKA C TUIHBIM
JIEJIOM

Iloanuce nienarora u
COTpYIHUKA

OTMeTKH, TpUMeYaHus,
3aMeYaHus

13



IIpunoxenne No5
K MTOJIOKECHHIO O MTOPSAAKE BEACHUS
JIMYHBIX Je7T paOOTHUKOB

OTMeTKa 0 pe3yJibTATaX e;KeroHoii MPOBEPKH COCTOSIHUS
¥ HAJIMYHSI JIMYHOTO /1ej1a

®.1N.0.

JlomKHOCTD

JImgnoe ngeno Ne

[aTta npoBepku ®.1.0. uneHos IToanucu 4eHoB Pesynbrar nposepku
KOMHCCUU KOMMCCUU
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ITpunoxenne Ne6

K ITOJIOKCHUIO O TOPAAKE BCIACHUSA
JIMYHBIX OCIT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 YYeTy KaJAPOB

1. ®ammnus

Nmsa

OT4ecTBO

2. Ion

3. T'ox, 4nuciio U MeCSI POKICHUS

4. MecTo poxaeHUs

5. I'paxnaHcTBO

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

6. O6pazoBanue

HasBanue PakynbTeT
yueOHOro WIH

3aBEJICHUS U €T0 OTJEIICHHE

MECTOHaXO0KJCHHE

T'on

T'on

MOCTYIIJIICHU OKOHYaHUuA

WM yX0/1a

Ecan ne
OKOHYMJI, TO
C KaKoro
Kypca yien

Kakyro
CHEeLUAIbHOCTD
MOJTYYHJIT B
pe3ysbTare
OKOHYaHUS
yueOHOro
3aBeJICHHUS,
ykazatb Ne
JUIIIOMA WITH
YJIOCTOBEPEHHUSI

7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BJIAJCETE

(4uTaere U NEepeBOJUTE CO CIOBAPEM, YUTAETE U MOXKETE OOBACHATHCA, BIIAJICETE CBOOOHO)

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbl€ TPYAbI U U300pETEHUS
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10. Bemmonnsiemast pabota ¢ Havaja TPYAOBOW JESATEIbHOCTH (BKJIOYas yuyeOy B BBICIIUX U CPEIHUX
CHeIUaIbHBIX YUeOHBIX 3aBEJCHUSAX, BOCHHYIO CIIY)KOY U paboTy 110 COBMECTUTEILCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHue
HOCTYIUICHUS yxoJa OpraHU3alH, IPEIIPUATHS, a TAKKE yUpEKACHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3anuy,
IPEIPUSATHS

11. IlpeOriBanue 3a rpanulieii (padora, ciy:keOHast KOMaHIUPOBKA, MOE3/Ka C JIeeTaIueil )

Mecsu u rog B kakoi1 ctpane L{enp npeObIBaHUs 32
C KaKoro 10 KaKoe IpaHuLei
BPEMEHU BpEMsl

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO HaszBanue BeibopHoro | B kagectBe KOro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPaIbl

Korna M KCM HarpaxxJicH

14. OTHOLIEHNE K BOMHCKUM O00S3aHHOCTIM M BOMHCKOE 3BaHUE

Cocras Pon Botick

(KOMaH/JHBIN, MOJIUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3aIlIOJIHCHUS JTUYHOTO JINCTKA

(4IIeHBI CEMBH, C YKa3aHHEM BO3pacTa)

16. Jlomamnuii agpec

17. OGs3yt0ch CBOEBPEMEHHO H3BEIIaTh 000 BCEX M3MEHEHHSX [aHHBIX, BKIIOUYEHHBIX B JUYHBIN
JIUCTOK T10 YYeTy KaJpOB.

« » 202  rona

16



IIpunoxxenne No7
K MTOJIOKESHHIO O MTOPSAAKE BEACHUS
JIMYHBIX Je7T paOOTHUKOB

AHKETA

damumnusa

Nmsa

OT4ecTBO

Jlata poxxaeHus

1. I'paxkmancTBO (€CiIM M3MEHSIN, TO YKaXHTE,
KOTJla M 10 KaKoW MpUYrHE)

2. OOpa3oBaHme, ydeHasi CTENEeHb (KOorja u
Kakue ydyeOHBIE 3aBEJCHHUS OKOHYIIM, HOMEpa
auruioMoB). CHeUanibHOCTh M KBATH(DHKAIISL
0 TUTIIOMY

3. Kakumu MHOCTPaHHBIMH SI3IKAMU U SI3bIKAMU
HapoaoB Poccuiickoit denepanuu BiiaaeeTe U B
Kakoi  cTemeHW  (YMTaeTe U MOXKETE
O0OBSCHSTHCS, BIaJICETe CBOOOIHO)

4. BeinonHsiemast paboTa ¢ Hayajla TPYJOBOU AESATEIbHOCTH (BKJIIOUas BOCHHYIO CIYKO0y U padoTy 1o
COBMECTUTEJILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MectoHaxoxIeH1E
MOCTYIJICHUS yxoja OpraHM3alH, IPEIIPUATHS, a TAKKE YUpEKIACHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
NpEANPUITUS

5. Bamm Gnm3kue poJaCcTBEHHUKH (3K€HA, MYXK, OTEIl, MaTh, OpaThs, CECTPHI)

CrencHb damMuus, UM, T'on MecTto paboThl, AJpec mecta
poAcTBa OTYECTBO POXKIAEHUS JOJDKHOCTD JKUTEIILCTBA

6. Jlomaniauii agpec u HoMep TenaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIINI

(HOMeED, cepusl, KeM M KOT/ia BBIIaH)
8. I[OHOJ'IHI/ITC.HBHBIC CBCACHUA, KOTOPBIC BrI xenaete COO6H_[I/ITB 0 cebe

10. Ha xaxoii ypoBeHsb 3apruiaTtsl Bel paccunteiBaere?

« » 202  ronma

(IOJHKHOCTH OTBETCTBEHHOT'O 33 KaJIPOBBIH yUeT) (moammcs) (pacumpoBKa OIITNCH)
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JIMCT-3ABEPUTEJIb

nesa Ne

B nene npommto u mpoHyMeEpPOBaHO

ITpunoxenne Ne8
K MOJIOKEHHIO O TIOPSIKE BEICHHUS
JIMYHBIX JIe]1 pabOTHUKOB

JINCTOB

(tmpamu U IPOIHCHIO)

c Ne mo Ne , B TOM YHCIIC:
JTUTEPHBIE HOMEpPA JINCTOB
MPOMYIIIEHHBIE HOMEpa JINCTOB
+ TMCTOB BHYTPEHHEH Onucu JINCTOB
OcobeHHoctr pU3NIECKOTO COCTOSTHUS U Howmepa nuctos
dbopMupoBaHUs 1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacuidpoBKa MOIIHCH)

« » 202  ronma
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