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IMOJOXEHUE
0 NOpsIAKe BeJeHHsl JHYHBIX /ieJl pa0OTHHKOB
MKOY «Coserckasa COIII um.III.T.AmauneBay

1. O0mHe moJI0KeHHus

1.1. Hactosmee IlonoxeHwe 0 MOpAAKE BENEHHS JIUYHBIX €T pabotaukoB MKOY
«Coserckas COIII um.II1.T.AmMauneBay» pa3paboTano B cOOTBETCTBHM ¢ DeepabHBIM 3aKOHOM
Ne 273-®@3 ot 29.12.2012 «O6 obpaszoBanuu B Poccuiickoit Oenepanun» ¢ KIMEHEHHSIMH Ha 16
anpenst 2022 ropa, @enepansHbM 3ak0HOM 0T 27.07.2006 Ne 152 «O mepcoHaNbHBIX JAHHBIXY C
u3sMeHeHussMH Ha 2 mona 2021 roma, Ykasom Ilpesmpenta or 30.05.2005 Ne 609 «O6
yTBepxkieHuH [10/10)keHHs 0 HEPCOHANBHBIX JAHHBIX TOCYIapPCTBEHHOrO CIIysKarmero Poccuiickoi
OQenepanv ¥ BEICHAW €ro JHYHOTO nena», Tpyrmosemm Komexcom Poccmiickoit ®eneparmm,
KonnexruBHeM forosopom, YcraBom MKOY «Coserckas COILI um.111.T. AMauneBay.

1.2. Jlannoe IlonoxeHue onpenensieT MOPSAOK BEJECHHs JIHYHBIX A€M IEJaroroB M WHBIX
COTPYIHHUKOB ¥ PaOOTHHKOB INKOJBI, ONIPENEISAET MOPSAIOK GOPMHUPOBAHHMS, YIETA U XPAHEHHS,
BBIJa9H JINYHBIX JIE]T BO BDEMEHHOE II0/Ib30BaHUE, a TAK)K€ OTBETCTBEHHOCTD, ITpaBa pabOTHUKOB
M IAPEKTOPA IKOJIBL.

1.3. Hacrosmee [Tonoxenue yTBepxaaeTcs IPUKA30M II0 IIKOJIE K SBISETCS 00S3aTeIbHBIM
JUIS BCEX KaTErOPHH IeJarOrMYeCKUX U JPYTUX COTPYAHUKOB IIKOJIEL.

1.4. BeneHue IMYHBIX JIe NEAaroroB ¥ COTPYIHHUKOB MIKOJIBI BO3JIAraeTCs Ha CIIEHANNCTA
0 KaJipaM.

1.5. JInyHoE neno — OCHOBHOM JOKYMEHT IEPCOHATBHOTO ydeTa, COAepKalluii Haubomee
TIOJIHEIE CBEIEHMS 0 pabOTHHKE 00pa30BaTENbHOM OPraHM3alliy U €T0 TPYAOBOM JEATENLHOCTH.
B nu4HOE 11€710 BHOCSATCS CBEICHHUS, CBSI3aHHEIE C MIOCTYIUIEHHEM Ha pabOTy ¥ YBOJILHEHHEM.

1.6. Ceenenus, comepxammecs B IMYHOM Jelle, OTHOCATCS K KOH(HIEHIMAILHOM
HH(OpMAIHH, HMEIOT OTPAaHUYCHHBIH JOCTYII M Pa3rIalIEHHIO HE MOJIENKAT.

1.7. JInunoe meno BeieTcs B TEYEHHE BCETo Meproia paboThl pabOTHHUKA.

1.8. Benenue HECKONBKHX JIMYHBIX JIEN OJHOTO pabOTHHKA 00pa30BaTeIbHOM OpraHM3aliH
HE JIOITyCKaeTCs.

2. Ilopsaaok (popMHEpPOBaHMS JIHIHBIX 1€JI COTPYAHHKOB
2.1. ®opMHpOBaHHE JIMYHOTO Ji€a NEJaroroB W COTPYAHHKOB IOKOJIBI IPOM3BOJUTCS
HETOCPEICTBEHHO IIOCJE IpHEMa B 00ImME0OOpa3oBaTENbHYI0 OpPraHH3aIMI0 WM IIEPEBOJA
IIEIarOroB ¥ COTPY/IHUKOB M3 APYroi 0Opa3oBaTeIbHOM OpraHU3aIlHiy.
2.2. B COOTBETCTBHM C HOPMATHUBHBIMH JIOKYMEHTaMH B JIMYHBIE [€lla INEJArOroB H
COTPY/IHHKOB INKOJIbI BKJIAABIBAIOTCS CIIEAYIONIHE JOKYMEHTEL:
Jlna neoazoeos:
* 3asdBIICHHE O IpUeMe Ha paboTy;
*  3ajBIICHHUE O COINIACHH Ha 00pabOTKY MEepCOHATBHBIX JaHHBIX IIE1arora;
* CIOpaBKa O HAIWYMH (OTCYTCTBHH) CyAMMOCTH U (W) (paKTa yroJIOBHOTO IPECIEN0BaHHS,
BBIJAHHOI'O COOTBETCTBYIOIM OPTaHOM MPaBOMOPSIKA;
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0 MOpsi/IKe BeJAeHNUs JIUYHBIX J1eJl pA00THUKOB
MKOY «CoBerckaa COUI um.lII. T.AMauueBa»

1. O01mue moI0:KeHus

1.1. Hacrosuuee IlonoxeHue o mopsiike BeAEHUS JUYHBIX Jen padboTHukoB MKOY
«Coserckass COUI um.II.T.AmauueBa» pa3paboTaHo B COOTBETCTBUH ¢ DepepanbHbIM 3aKOHOM
Ne 273-@3 ot 29.12.2012 «OG6 obpazoBanuu B Poccuiickoit @enepanum» ¢ n3MeHEHUsIMH Ha 16
anpenst 2022 roga, denepanbHbiM 3ak0HOM OT 27.07.2006 Ne 152 «O nepcoHaIbHBIX TAHHBIX» C
u3MmeHenussmu Ha 2 wions 2021 roma, Ykasom Ilpesummenta ot 30.05.2005 Ne 609 «O6
yTBepkaeHun [lonokeHus o nepcoHaabHBIX JaHHBIX TOCYJAPCTBEHHOTO ciysKariero Poccuiickoi
®denepanyy U BEICHUM €ro Ju4yHOro nena», TpynoBeiM Koxexcom Poccuiickoint ®enepanuu,
KonnexktusabiM norosopom, YcrtaBoM MKOVY «Coserckass COII um. 1. T.AmaunieBay.

1.2. Jannoe [lonoxenue onpenenseT NOPSAOK BEACHUS JIMYHBIX JEN MEJaroroB U MHBIX
COTPYJTHUKOB U PaOOTHUKOB IIKOJIBI, OTIPEICIIICT MOPSI0K (POPMUPOBAHHUS, yUeTa U XPAHCHUS,
BbIJIaYM JINYHBIX JIeJ BO BpPEMEHHOE TMOJIb30BaHUE, a TAK)KE OTBETCTBEHHOCTH, IPpaBa pabOTHUKOB
U JUPEKTOPA IIKOJIBI.

1.3. Hacrosimiee [TonoskeHue yTBepKaaeTcs IPUKa30M IO IIKOJIE U SBISETCS 00s13aTeIbHBIM
JUTISL BCEX KaTEropui MeJarorn4ecKux M IPyTux COTPYAHUKOB IITKOJIBI.

1.4. Benenue MMYHBIX 1€ IEAAroroB U COTPYIHUKOB IIKOJIbI BO3/1araeTcs Ha CleluanncTa
MO KaJpam.

1.5. JInuHOE €70 — OCHOBHOM JOKYMEHT MEePCOHANBLHOTO y4eTa, CojepKaluii Hauboee
TIOJIHBIE CBEICHUS O paOOTHUKE 00pa30BaTEIbHON OpPraHU3ally U €0 TPYJIOBOM JAESTEIHHOCTH.
B nudHOE /1710 BHOCSTCS CBE/IEHUS, CBSI3aHHBIE C TOCTYIUIEHHEM Ha paboTy U yBOJILHEHUEM.

1.6. CmexpeHus, coaepXkamuecs B JUYHOM JeJie, OTHOCATCA K KOH(PUIACHIIMATHLHOU
uH(pOpMaIIMU, UMEIOT OTPAaHUYECHHBIN TOCTYI U pa3TIallieHUI0 HE MOJUIekKAT.

1.7. JIluunoe neno BeleTCsl B TEUSHHUE BCETO Mepro/ia paboThl paOOTHHKA.

1.8. Benenue HECKONBKUX JIMYHBIX €T OJHOTO pabOTHUKA 00pa30BaTEIbHON OpraHU3aINH
HE JIOIyCKaeTcsl.

2. llopsinok ¢popMuUpOBAHUS JIUYHBIX €] COTPYAHUKOB
2.1. ®opMupoBaHME JIMYHOTO JieJla MEJAaroroB U COTPYJHHMKOB IIKOJbI TPOU3BOAUTCS
HENOCPEJCTBEHHO IIocie NpueMa B 0O0IIe00pa30BaTeIbHYI0 OpPraHMU3alMI0 WM IepeBoja
MEearoroB U COTPYAHUKOB U3 IPYToi 00pa30BaTEIbHON OpraHU3allNH.
2.2. B COOTBETCTBUM C HOPMATHUBHBIMH JOKYMEHTAMHU B JIMYHBIC Jeja TEAaroroB H
COTPYAHUKOB IIKOJIbI BKJIQIBIBAIOTCS CIEIYIOLINE JOKYMEHTHI:
s nedazoeos:
* 3agBJICHHE O MpUeMe Ha paboTy;
*  3asgBJICHHE O COTJIACUU Ha 00pabOTKY MEePCOHAIBHBIX TAHHBIX TIE/1arora;
*  CrIpaBKa O HATMYWU (OTCYTCTBUH) CYJAMMOCTH U (MJTH) (haKTa yroJOBHOTO MPECIIeIOBaHUS,
BBIJITAHHOTO COOTBETCTBYIOIIMM OPTaHOM IMPABOMOPSJIKA,



aBToOMoOTrpadus;

KOTIHSI TACTIOPTa MJIM HHOTO JOKYMEHTA, YJJOCTOBEPSIOIIErO JINYHOCTD;

KOIIMSI CTPAaXxOBOI'0 CBUETENbCTBA [IEHCHOHHOT'O CTPAaXOBaHMS;

KOMHSI UACHTU(PHUKAITMOHHOTO HOMEPA HAJIOTOILIATEIbIINKA;

KOIMsI JOKYMEHTa BOMHCKOT'O y4eTa (1J11 BOGHHOOOSI3aHHbIX);

KOIUS CBUAETEILCTBA O 3aKJII0UEHUH Opaka (Ipu HAIUYHH);

KOIMSI CBUJIETENBCTBA O POXKICHUHU AeTel (IIpU HAIMYMN);

KOIHH JOKYMEHTOB 00 00pa3oBaHu;

KOIIMH IOKyMEHTOB O KBAIM(UKALMHU WX HAJIMYUE CIIELUAIbHbIX 3HAHUH (IIPU HAJIMYUK);
KOIIMU aTTECTAL[MOHHBIX JIUCTOB (IPU HAINYHH);

KOIHMU JOKYMEHTOB O Harpa)aeHuH (IIpyU HAJIM4UN);

XapaKTePUCTHKH, PEKOMEHIaTeNIbHbIE TTICbMA (TIPH HAIWYHHN);

IpUKa3 0 IpueMe Ha padory;

IIPUKA3 O NIEPEBOJIE HA UHYIO JOJDKHOCTD (IIPH HAJTUYHHN);

JIOJDKHOCTHAs! MHCTPYKLUS (AOJDKHOCTHBIE MHCTPYKLIMM C MOMEHTA Ha3HAYEHUs Ha BCe
JIOJKHOCTH);

TPYAOBOM JOroBOp (C HOCIEAYIOIIUM BKIIOUEHHEM JONOJHMUTENBHBIX COIJIAIlCHUH K
TPYZOBOMY JI0TOBODY);

TPYAOBYIO KHUXKKY;

MEIUITUHCKYIO KHUXKKY.

s pabomuuxos:.

3asiBJICHUE O ITpUEME Ha paldoTy;

3as1BJICHHUE O COIJIACHM Ha 00pabOTKy MepCOHAIbHBIX JAHHBIX I€arora;

CIpaBKa 0 HATMYHU (OTCYTCTBHUHU) CYAUMOCTH U (1K) (hakTa yrojaoBHOTO PECIieIOBaHUs,
BBIJJAaHHOT'O COOTBETCTBYIOLIMM OPIaHOM IIPABOIOPSI/IKA;

aBTOOHOTpadus;

KOIMSI IACIOPTa MJIM MHOTO JOKYMEHTA, YJJOCTOBEPSIOIIETr0 JINYHOCTb;

KOIUS CTPAXOBOI'O CBUAETEIHCTBA IEHCUOHHOTO CTPaXOBaHMUS;

KOMMS UACHTU(PHUKAIIMOHHOTO HOMEpa HAJIOTOILIaTEeNbIINKA;

KOIUS JOKYMEHTa BOMHCKOT'O yueTa (111 BOEHHOOOs3aHHBIX);

KOIMsI CBUJIETEIbCTBA O 3aKIII0YEHUH Opaka (IIpu HAJIMYuK);

KOIUS CBUAETEILCTBA O POXKICHUU AeTel (TIpy HAJINYKH);

KOIHHU JOKYMEHTOB 00 00pa30BaHuy;

KOIIUU JIOKYMEHTOB O HarpaXAeHU! (IIpU HAITUYUK);

XapaKTepUCTUKH, peKOMEH1aTeNIbHbIE MHCbMa (TTPH HATUYHHN);

MpHUKa3 o puemMe Ha padoTy;

IIPHUKAa3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (IIPH HAJIMUHH);

JIOJIKHOCTHASI MHCTPYKLHUS (JOJKHOCTHBIE MHCTPYKIIMM C MOMEHTA Ha3HAuY€HUs Ha BCE
JIOJ>KHOCTH);

TPYZOBOH JOroBOp (C MOCIEAYIOIIUM BKJIIOYEHHEM JOMOJIHUTEIbHBIX COIJIAIEHUH K
TPYJIOBOMY JIOTOBODY);

TPYJOBYIO KHHKKY;

MEAMIMHCKYIO KHUXKKY.

Pabomooamenv opopmnsem:

TPYIOBOM JOTOBOP B IBYX IK3EMILIAPAX;

MpHUKa3 o pueMe Ha padoTy (0 MepeMelIeHnH Ha IPYTue JOIKHOCTH);
TUYHYI0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKIUIO B ABYX 3K3EMILIApax.

Pabomooamenw 3naxomum:

C HOPMATHUBHO-TIPaBOBBIMH JJOKyMEHTaMU IIKOJIbI (Y cTtaBoM, KoIeKTHBHBIM 10TOBOPOM,
[TpaBuiiaMu TpyAOBOTO pacnopsika U Ap. JJOKAIbHBIMU aKTaMH);
C JOJDKHOCTHOW MHCTPYKIMEH;
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* TPOBOAUT BBOAHBIM HMHCTPYKTaX, WMHCTPYKTa)X II0 OXpaHEe TPyJAa, HHCTPYKTaX IO
IPOTHBONOXKAPHOU OE30MaCHOCTH.

2.4. IlepBuuHoe oOpMIICHHE JIMYHOTO JieJia IPeTyCMaTPUBACT:

* IIPUCBOECHME JUYHOMY JIEJIy HOMEpaA COIJIAaCHO KypHAIly yueTa JIMYHbBIX /1€ (IPUI0KEHHUE
Ne 1);

* MPOCTaBICHHE Ha OOJIOKKE JIMYHOTO Jiena (mpuioxenue Ne 2) cleayIonmx peKBU3UTOB:
UHACKC Jena (B COOTBETCTBUM C HOMEHKIATypoil Jen o0ueo0pa3oBaTenbHOM
OpraHu3alliy; I0JIHOE HAMMEHOBAaHHWE OO0IIe00pa30BaTENLHON OpraHU3allui; HOMEp
JUYHOTO Jena; GaMuiIns UM 0TYECTBO pabOTHHKA B UMEHUTEIBHOM MaJeKe; AaThl — roJl
Hayaja 1 roJl OKOHYaHUs BEICHUS JI€J1a; KOJIMUYECTBO JUCTOB; CPOK XPAHEHHUS;

* TIOMEIICHHE JIOKYMEHTOB, I[IOJUICKAIIMX XPAaHEHHI0 B COCTAaBE JIMYHBIX [J€1, B
XPOHOJIOTUYECKOM IOPSAJIKE:

BHYTPEHHSIS OMKUCh JOKYMEHTOB Jiena (mpuiioskenue Ne 3);

JUYHBIA JTUCTOK O YUYETy KaJpoB (nmpuiioxkeHust Ne 6);

3asBIIEHUE O MIpHEME Ha paboTy;

MpHUKa3 o puemMe Ha padoTy;

TPYZI0BOM JAOTOBOP;

JIOTOBOP O TIOJHOM MaTepHaibHOW OTBETCTBEHHOCTH (eciu pabOTHUK —

MaTepuaIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEpUCTUKU U PEKOMEHIATEIbHbIE TUCHMA;

coriacue Ha 00pabOTKy MEePCOHANBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE J€J10, IOJIEkKAT HyMEPALUH.

2.6. C menpio obecrieyeHHUs] HaAJEKallell COXPAaHHOCTU JHMYHOTO Jejia IMeJaroroB u
COTPYIHUKOB IIKOJIBI M YOOOCTBa B OOpalieHWH ¢ HUM TpH (DOPMHUPOBAHUU JTOKYMEHTHI
MOMEIIAIOTC B OTAeNbHYI0 manky. [Ipu yBonbpHEeHUM pabOTHUKA MPOIIMBAIOTCS HUTKAMHU U
CHAIOTCS B ApXMB.

2.7. BHyTpeHHss ONUCh JOKYMEHTOB, UMEIOIIMXCA B JUYHOM JI€J€, JTOJKHA COAEepPKaTh
CBEJICHMSI O MOPSIIKOBBIX HOMEpax, HAMMEHOBAHUSIX JOKYMEHTOB JIeJ1a, KOJIMYECTBE JUCTOB, JaTax
BKJIFOYEHUS IOKYMEHTOB B JIMYHOE JIEJIO U U3BATHUS U3 JIeNa, a TAK)KE KEM U3BAT JTOKYMEHT U IO
KAaKOM MpHUYNHE.

2.8. BHyTpeHHsS ONMUCH COCTaBISIETCS HA OTJEIBHOM JIUCTE MO yCTaHOBJICHHOH (opme.
JIucTel BHYTpEHHEN ONUCH HYMEPYIOTCS OTIAEIBHO.

2.9. Ilpy NOArOTOBKE JIMYHBIX €] K Nepelaye Ha XpaHeHHEe K BHYTPEHHEW Omnucu
COCTaBJISIETCSl UTOrOBasl 3allUCh, B KOTOPOM yKa3bIBaeTcs LU(paMud U MPONUCHIO KOJIMYECTBO
BKJIFOYEHHBIX B HEE JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENA.

VV VVVVVY

3. opsiiok BeeHUs IMYHBIX /1€J1 earoroB U COTPYAHMKOB HIKOJIbI

3.1. JIuuHOe nemno neaaroroB U COTPYAHUKOB 0011e00pa3oBaTebHON OpraHU3alluy BEIETCA
B TE€UYEHHUE BCEro Mepuoja paboThl KaXKAOro Meaarora U COTpyJIHHKA B 00Ie00pa3oBaTeIbHON
OpraHu3aIuHg.

3.2. anpHeiiee BeJileHHE TUYHOTO JIeNIa NearoroB 1 COTPYIHUKOB 00111€00pa30BaTeIbHOM
OpraHu3aIy TpeAyCMaTPUBAET MMOMENIEHHE B JEN0 JOKYMEHTOB, 00pa3yroIIuXcs B MpoIecce
paboueil 1esITeTbHOCTH U UMEIOIUX 3HaYeHUE JUIsl TPYAOBBIX OTHOLICHHUIA:

*  JIONOJIHEHUE K JIMYHOMY JIMCTKY I10 YUYETy KaJIpOB;

*  JIONIOJHUTEJbHbIE COTIALICHUS K TPYA0BOMY JIOTOBODY;

° KOITMK IIPUKa30B IO JIMYHOMY COCTaBYy, KOTOPBIC KACAIOTCA IEAAroroB U COTPpyAHUKOB
o011eo0pa3oBaTebHOM OpraHnu3aluy;

* OT3BIBBI JIOJDKHOCTHBIX JIMI] O TIearore ¥ COTPyAHUKE o0meo0pa3oBaTenbHON
OpraHu3aIn;

° KOITMKU JOKYMCHTOB O ITOBBIIICHUHA KBaJ'II/I(i)I/IKaIII/II/I;

*  KOMWU CepTU(DUKATOB, TPAMOT;

*  JIMCT — 3aBEPHTEIb JieJia (COCTABIIOT MIPH c/1ade JJMYHOTO JeJia B apXUB);

*  HHBIE TOKYMEHTHI.
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3.3. B nensx obecrieueHrss KOHTPOJISI 32 COXPAaHHOCTHIO U aKTyaJbHOCTHIO JTMYHBIX JIeT B
IIKOJIe €KerogHo (He mo3aHee | kBapTama roga, CIEAYIOIIEro 3a OTYETHBIM) MPOU3BOIUTCS
NPOBEPKA UX HAIWYHSI U COCTOSHUSI.

3.4. ExxeroiHy10 MPOBEPKY COCTOSIHYSI JIMYHBIX JIeJ Ha MPEAMET COXPAHHOCTH BKITFOUEHHBIX
B HEro JOKYMCHTOB TPOBOIMT CIEIHAIBHO co3/1aHHass komuccus. O MPOBEICHHBIX MPOBEPKax
JIEJIaeTCsl OTMETKA B JIUCTE O PE3ysIbTaTax €KeroHOW MPOBEPKU COCTOSHUS U HATHYHUS JTTIHOTO
nena (nmpuitoskeHue Ne 5) v cocTaBisieTcst akT. Pe3ylibTaThl IPOBEPKH JIMYHBIX /I B 0053aTEIILHOM
MOPSIAKE TOBOIATCS 10 AUPEKTOPA LIKOJIBL.

4. Ilopsiaok y4éTa M XpaHeHHUsl THYHBIX /e earoroB i COTPYAHUKOB IIKOJIbI

4.1. XpaHeHue U ydeT JIMYHBIX JI€J1 NEelaroroB M COTPYAHMKOB OPIaHU3YIOTCS C LIENbIO
ObIcTporo u 0e30mHO0YHOrO MOUCKA JHYHBIX e, O0ECIeYeHHUs MX COXPAHHOCTH, a TaKKe
o0ecrieyeHHss KOHPHUAECHIIMAIBLHOCTH CBEACHUH, colepKalluXcs B JOKYMEHTaX JMYHBIX JEJl, OT
HECaHKLMOHMPOBAHHOI'O JOCTYTIA.

4.2. JInuHble feaa COTPYAHUKOB XpaHATCA B 3aKpbIBarOLIeMcs IIKade.

4.3. TpynoBbIe 1 MEAUIIMHCKUE KHIDKKU XPaHITCS OTACIBHO B celide.

4.4. JlocTyn K JMYHBIM JielaM HelaroroB M COTPYIHUKOB HMMEIOT TOJBKO CEKpeTapb,
CHEIHAINCT 10 KaJpam, AWPEKTOP HIKOJBI JIMOO 3aMECTUTENM IUPEKTOpa TPHU HCIOTHEHHU
00s13aHHOCTEH TUPEKTOpa IIKOJIBL.

4.5. CucremaTu3anusi JUYHBIX JI€JI NE€JAaroroB U COTPYAHMKOB ILIKOJbI IIPOU3BOJUTCS B
aJ1(haBUTHOM TOPSIZIKE.

4.6. JInvHbIe 1eTa Ne1aroroB U COTPYIHUKOB HIKOJIBI, UMEIOIINX TOCYIapCTBEHHBIC 3BaHUS,
IPEMUH, Harpajbl, ydeHbIE CTEIICHU U 3BaHMs, XPAHATCS MOCTOSHHO, @ OCTAJIbHBIX COTPYJHUKOB
— 75 net ¢ roja yBoJIbHEHUs1 pabOTHHKA (B COOTBETCTBUHU € IlepeyHeM THUIIOBBIX yIPaBIEHYECKUX
JIOKYMEHTOB).

S. Ilopsinok BbIIA4H JIMYHBIX €] BO BPEMEHHOE N10JI1b30BaHUE

5.1. Beiaua aM4UHBIX €7 (OTEIbHBIX JOKYMEHTOB B COCTaBE JINYHOIO /1€71a) BO BDEMEHHOE
I10JIb30BAHNE IIPOU3BOAUTCS C PA3PELICHUS IUPEKTOPA TI0 3asBICHUIO COTPYIHUKA.

5.2. PabGora (O3HaKOMJIEHME) C JUYHBIMU JeJlaMd [eJaroroB M COTPYJAHHUKOB
0011e00pa30BaTeIbHON OpraHU3aluy IPOU3BOIUTCS B IPUEMHON JupeKTopa. B koHIe paboudero
JTHSL CeKpeTaph WU CHEIHAINUCT MO KajpaM o0si3aHa yOequThCsl B TOM, YTO BCE JIMYHBIE €A,
BBIJIaHHBIE BO BPEMEHHOE II0JIb30BAHME, BO3BPALICHBl HA MECTO XPAaHEHUS M €CTb JIU
HEOOXOUMOCTD I MIPUHSTHUSI MEP K MX BO3BPAIICHUIO MU PO3BICKY.

5.3. ®aKT BbIIa4M JIUYHOTO JieNa (UKCUPYETCs B KOHTPOJIBHOM KypHaJIe.

5.4. U3bpATHE OTAENBHBIX NOKYMEHTOB M3 JIMYHOIO Jieja MPOU3BOJIUTCS C pa3pelieHUs
JpekTopa o01eo0pa3oBaTe/IbHOM OpraHu3aluu ¢ 0(hOPMIIEHHEM COOTBETCTBYIOLIEH 3amucH B
rpade «IIpumeuanue» BHyTpeHHel onucu. [Ipy BpeMEeHHOM H3BATHH JOKYMEHTa Ha €ro MEecCTO
(MeX ]y IMCTaMU COCETHUX JJOKYMEHTOB) BKJIIbIBA€TCSI CIIPaBKa-3aMECTUTEIIb C YKa3aHUEM JIaThl
U MIPUYMH U3BSITHUSI C TTOAIMKUCHIO JIMIA, BBIIABILIETO TIOKYMEHT, U TOJNUCHIO JIUIA, TIOJYyYUBLIETO
€ro BO BPEMEHHOE I10JIb30BAHHUE.

6. OopmieHne JIMYHBIX JeJI Nepe] caavei B apXuB
6.1. OopmieHne TUYHBIX I JJIA TIEpeIadyd B apXUB MPOU3BOIUTCS CIICIIHAIUCTOM I10
Kajpam. DTa Npoleaypa BKIIOYaeT:
* MOAIMBKY (IIEperuieT) Aena;
* yTOYHEHHE HyMepalluu JIMCTOB JIeTIa;
*  COCTaBJICHHE JIUCTa-3aBepuTels (mpuioxenue Ne 8);
* cocraBieHue (yTOUHEHHE) BHYTPEHHEH ONMCH;
* BHECCHHE YTOUYHEHHI B PEKBH3HTHI JIUIIEBOI OOJIOKKH JIeia.
6.2. Jluct-3aBepuTenb Jena JOJDKEH MOANUCATh €ro COCTaBUTENb, NMPH ITOM JIENaeTCs
pacm@poBKa JODKHOCTH ¥ TIOAIKCH, TPOCTABISCTCS aara. B mporecce MCHOIb30BaHHS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIE JIENAI0TCs COOTBETCTBYIONIME oTMeTKU. Eciu neno
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HOAMNTO O€3 JIHUCTa-3aBEPUTENS, TO €r0 CIeAyeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C menpto obecnieueHns: COXPaHHOCTH JIMYHBIX JIE]T PEKOMEH Ty eTCsL:

* 00BeNUHATH WHAWBUIYAIbHBIC JINYHBIC Jela YBOJICHHBIX COTPYJHHKOB B OJHY OOJOXKKY
(0OBeAMHEHHOE JIeJI0) C TAKUM PacueToM, 4ToObl 00beM Jena (Toma) He mpeBbiman 250
JUCTOB (ITyTE€M CIIMBKU MAaTE€PHUAIOB MHAWBUIYAIbHBIX JIE] [0 FOJaM YBOJIbHEHNU);

* pacroyiaraTb MaTe€pHalbl HHANBUIYAJIBHBIX Je] B IpeAenax aena (Toma) B andaBUTHOM
nopsijike (mopaMuIbHO), OTIEISAS MaTepPHUabl, OTHOCSIIUECS K Pa3HBIM HHANBUIYATbHBIM
JiesiaM, YUCTBIM JINCTOM OyMaru ¢ ykKa3aHWeM Ha HeM (aMWINU, UMEHH M OTYeCTBa
COOTBETCTBYIOIIETO YBOJIGHHOTO TIefarora M COTpyJIHHUKa 00I1eo0pa3oBaTeIbHOM
OpraHM3aLH;

* cHaOxaThb Kaxaoe OObEIUHEHHOE JIeJI0 (TOM) BHYTPEHHEH OIHMCBHIO C TEPEUUCIICHUEM
daMunnii, UIMEH M OTYECTB M YKa3aHHEM HOMEpPOB CTPaHHIl, B Ipeaenax KOTOPBIX
PAacIoIoKEeHbl COOTBETCTBYIONIUE TOKYMEHTHI.

6.4. Ilepemaya JIMYHBIX JET B apXUB OCYIIECTBISETCS HE IO3JHEE TPEX JIET MOocie
3aBEpILEHUS UX B ICTONPOU3BOJICTBE B COOTBETCTBUU C TpadukoM. [IpenBapurensHo cekpeTapem,
CIIEUATICTOM I10 KaJpaM IpPOBEPSIETCS MOJHOTA ¥ MPABHIBHOCTH MOJATOTOBKH JIMYHBIX JIEJ K
nepenaye. BeissBIeHHBIE TP IPOBEPKE HEOCTATKH YCTPAHSIOTCS CEKPETapeM, CIISIIHATICTOM 110
kaapam. Ilepenaya m mpuem mMpPOU3BOMATCS MO OMKMCH C MPOCTAHOBKOW OTMETOK O HAaJTHYUH
JMYHBIX JIEIT.

6.5. JlnuHble Aena MeJaroroB U COTPYIHUKOB IIKOJIBI, 3aKOHYCHHBIE JIEJIONPOU3BOICTBOM
no 1 suBapst 2003 roma, xpansres 75 net, nocne 1 saBaps 2003 roxa — 50 ner. JIuunble nena
JMPEKTOpA, TIABHOTO OyXrajaTepa MIKOJIBI UMEIOT IIOCTOSIHHBINA CPOK XPaHEHHS.

7. OTBeTCTBEHHOCThH
7.1. Ilegaroru ¥ COTpYAHUKH 001I€00pa30BaTEIHLHON OpraHu3aluy 00s13aHBI CBOEBPEMEHHO
IPE/ICTAaBIATh CEKPETapIO WM CIEHUAIUCTY 10 KaJipaM CBEIEHHUS 00 N3MEHEHUH B IIEPCOHATBHBIX
JTAHHBIX, BKIIFOUEHHBIX B COCTaB JIMYHOTO JIETIa.
7.2. PaboTomarens 00eCIeUnBaET:
* COXpaHHOCTh JIMYHBIX JIe] TIEaroroB M COTPYJHHKOB  00IIe00pa3oBaTeIbHOM
OpraHu3aluy,
*  KOHOQHUICHIMATHHOCTh CBEICHUH, COACPKAIIMXCS B JIMYHBIX Jejax TIeJaroroB M
COTPYAHUKOB.

8. IlpaBa pabdoToaare/isi U palOTHHKA
8.1. Jlns obecnieueHHs 3aIUTHI IEPCOHATBHBIX TAHHBIX, KOTOPBIC XPAHATCS B JIMYHBIX JeJIaX
MEJaroroB U COTPYIHUKOB 00111€00pa30BaTENbHON OpraHU3allui, IEAAroTH U COTPYTHUKH IIKOJIBI
HMMEIOT MPAaBO:
* MOJYYHUTh MOJHYI0O MH()OPMAIMIO O CBOMX MEPCOHAIBHBIX TAHHBIX M 00pabOTKE ITHX
JIAaHHBIX
*  MOJYYUTHh CBOOOJTHBIN JOCTYI K CBOUM MEPCOHAIBHBIM JIAHHBIM;
* TIONYYUTh KOMHHU JOKYMEHTOB, XpaHSIIMECS B JIMYHOM JeJie U COAepIKalue
MEPCOHANIbHBIE TAHHBIE.
* TpeOoBaTh WCKIIOUCHHSI WU WCIPABICHUS HEBEPHBIX M HEIMOIHBIX TMEPCOHATBHBIX
IaHHBIX.
8.2. PaboTonarens uMeeT MpaBo:
* 00pabaThIBaTh EPCOHATBHBIEC JaHHBIC TIEIarOTOB U COTPYTHUKOB 00111e00pa30BaTeIbHOM
OpraHu3aIiy, B TOM YHCJIE M Ha DJIEKTPOHHBIX HOCHTEIISX;
* 3alpOCUTHh OT MEJaroroB M COTPYAHHKOB 00IIeoOpa3oBaTeNbHON OpraHu3alud BCIO
HE0OX0oAMMY0 HH(POPMAIMIO JJIsi BEACHHUS JIMYHBIX JIeT U 00paOOTKU MEepCOHATBHBIX
aHHBIX.

9. 3ak0unTeIbHbIE MOJI0KEHHUS



9.1. Hacrosmee Ilomoxenne o mopsiake BEACHHUS JUYHBIX 1€ PaOOTHUKOB SIBIISETCS
JIOKaJbHBIM HOPMAaTHUBHBIM aKTOM, HIpHUHUMaeTcs Ha IlemarornyeckoM cOBETE€ WIKOJBI H
yTBepkaaeTcs (JTuO0 BBOJUTCS B ICMCTBUE) MPUKA30M JUPEKTOPA MIKOJIBI.

9.2. Bce u3MeHeHHMs U IOTIOJTHEHHSI, BHOCUMBIC B HacTosiee [lonoxkenue, ohopmisitores B
MMCbMEHHOW (opMe B COOTBETCTBUM JICHCTBYIOIIMM 3aKOHOJATEIILCTBOM Poccuiickoi
®denepauuu.

9.3. TlonoxxeHne O TOPSAAKE BEACHUS JHMYHBIX Je1 pPaOOTHUKOB TIPUHHMAETCS Ha
HEOIpEeEIEHHbI CpOoK. V3MeHeHuss u nononHeHus K 1100KeHn0 MpUHUMAloTCs B TOPSIKE,
npeaycMmoTperHHoM 11.9.1. Hacrosmiero [TonoxeHust.

9.4. Illocne npunsatus [lonoxeHus (WM U3MEHEHUH U AOMOJHEHUHN OT/IEIBHBIX ITYHKTOB H
pa3ziesIoB) B HOBOM PEAAKIIMU MPEAbIIYIIAs peJaKIIisI aBTOMAaTHYSCKH yTPAuYUBaeT CHUITY.



Ipunoxenne Nel
K MOJIOKEHUIO O MOPAAKE BEJCHUS

JIMYHBIX OEJ1 pa6OTHI/IKOB
Kypnai ydera TU4HBIX J1€]T

Ne Hara Oammmus, | Tabens | HomwkHOocTh | CTpyKTYp Harta u Haran [Mpumeda
1/ | odpopmie nms, - HBIA (mpodec- -HOE HOMED HOMEDp - HUE
I - HUA OTYECTBO HOMEp cHs, noapaszue- TIpUKa3a MprKasza
JUYHOTO | Tefarora u CTeTIHANb- JIeHHe (pacmops- (pacmops-
zena COTpYIHUK HOCTb) KEHHSA) O JKEHUSA) O
a nearora u npueme Ipexpaiie-
COTPYAHUK reyarora u HUH
a COTPYIHUK (pacTopxke-
a Ha pabory HUN)
TPYIIOBOTO
JIOTOBOPA C
MeIaroroM u
COTpPYTHHKO
M (yBOIIBHE-
HUH)
2 3 4 S 6 7 8 9




donpg Ne

Ormce Ne

Heno Ne

Nunexc nena

O010kKa JIMYHOTO Jiea

[punoxxenne Ne2
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHe 00pa30BaTENHLHON OpPraHU3aIHH)

[ara Hauana

(3aroJIOBOK Jierna)

Jlata okoH4YaHUSs

Ha JINCTax
XpaHUTh JeT
®onmg Ne
Omuce Ne

Hemo Ne




[punoxxenne Ne3
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

BHYTPEHHSIS OITMCH
JIOKYMEHTOB Jiesia No

Ne NHunekc [Hara Ha3Banue Howmep [Ipumeuanus
n/n JOKYMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jeina
Hroro: JIOKYMEHTOB

(undpamu 1 MPOIHCHIO)

KomnyecTBO THCTOB BHYTpeHHeﬁ OIMINCH

(undpamMu 1 IPONHCHIO)

OTBeTCTBEHHBIN 3a
KaJIpOBBIN yYeT:

(mozmcs)

« » 202 roma
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[punoxxenne Ned
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

JIOMKHOCTH

JIngnoe gemo Ne

Jara o3HakoMiIeHUS
nejarora ¥ COTPyAHHUKA C
JIMYHBIM ICJIIOM

Ilonnuce nnegarora u
COTpYAHUKA

OTMeTKH, MPUMEUYaHUs,
3aMeYaHus
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[punoxxenne Ne5
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

OtrMeTKa 0 pe3yabTaTax emeronnoﬁ MPOBEPKHU COCTOAHUSA
1 HAJINYUA JIHYHOI'0 JeJ1a

®.1.0.

JIOKHOCTh

JInunoe gemno Ne

[ara nposepku ®.1.0. unenon [Toanucu 4ieHos Pesynbrar nposepku
KOMUCCHH KOMMCCHUHU




1. ®amunus
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[punoxxenne Ne6

K OJIOKCHUTIO O NOPAAKE BECACHUS
JIMYHBIX JCJI pa60THI/IKOB

JIMYHBINA JTUCTOK MO y4eTy KaJApoB

Nwmsa

OTt4ecTBO

2. Ilox

3. 'ox, unciio u MecsL pOXKACHUS

4. Mecto poxeHus

5. I'paxxgaHcTBO

(ceno, 1epeBHs1, ropoll, paiioH, 001acTb)

6. OGpa3oBanue

Haspanue
y4e0HOT0
3aBEACHHS U €T0
MECTOHAXOXKICHHE

@DakysbTeT
1581071
OT/IENIEHHE

Tox
MOCTYILICHUS

T'on
OKOHYaHUS
WJIM yX0J1a

Ecau ne
OKOHYHII,
TO C
KaKoTo

Kypca
yIesn

CIICIaJIbHOCTD

YAOCTOBCPCHUS

Kakyto

HOJTYYHI B
pesyibTare
OKOHYaHUS

y4eOHOT0
3aBE/ICHNUA,
yKazatb Ne

JUIIOMA WIN

7. Kaknmu HWHOCTPAaHHBIMH A3bIKAMU BJIAACCTC

(qm‘ae‘re 1 IIEPEBOAUTE CO CJIOBAPEM, UUTACTE U MOKETE OGBﬂCHﬂTBCﬂ, BJIazIc€Te CBO60)1HO)

8. Y4eHas CTeneHb, yYeHOE 3BaHHE

9. Kakue nmeete HayyHble TPY/bl U U300peTeHUS
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10. Bemmonusemast pabora ¢ Havdayia TPYJOBOM AEATEIHHOCTH (BKIIIOYasl yueOy B BBICHIMX H
CPEIHMX CHEIHMATIBHBIX YIEOHBIX 3aBEJCHUSAX, BOCHHYIO CIIy:K0Y 1 paboTy IO COBMECTUTEIILCTBY)

Mecsii u ront JIOKHOCTB C yKa3aHHEM yUpeKIeHUS, MecToHaxoxaeHue
IIOCTYIUIEHUS yxoaa OpraHu3alyu, NPEIIPUATHS, a TAKKE YUPEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3alui,
MPEANPUITHS

11. IIpeOpiBanme 3a rpanuieii (padbora, ciryxeOHast KOMaHIUPOBKA, ITOE3/IKa C JAeyIeraiuei)

Mecsan u rox

B xaxoii ctpane

Llenb npedbiBaHus 32

C KaKoro 10 KaKoe IpaHMLIC
BpEMEHU BpeMsi
12. Yyactue B BBLIOOPHBIX OpraHax
Mecto BBIOOPHOTO HasBanue BeiOopHOTO | B KadecTBe Koro Top
opraHa BbIOpaH n30paHusi | BBIOBITHS

opraHa

13. Kakue umeere npaBUTEIbCTBEHHbIE HATPa bl

Korpa n keM HarpaxaeH

14. OTHOIIIEHHE K BOMHCKUM 00S3aHHOCTSM M BOUHCKOC 3BaHUE

CocraB

Pon Bolick

(KOMaHIHBIH, MONMUTHYECKUH, aMIHUCTPATHBHBIA, TEXHHIECKUIT U T. 1I.)

15. CeMeltHOE TIOJIOKEHNE B MOMEHT 3aMOJIHEHUS JTUYHOTO JIUCTKA

16. Tomamuuii aapec

(4JICHBI CEeMBH, C YKa3aHHEM BO3pacTa)

17. O6s13y10Ch CBOEBpEMEHHO M3BEIIaTh 000 BCEX M3MEHEHUSIX JaHHBIX, BKIIOYEHHBIX B TUYHBIN
JIUCTOK I10 YYETy KaJpoB.

« »

202

roaa
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[punoxxenne Ne7
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

AHKETA

damunusa

Nmsa

OT4ecTBO

Jara poxnenus

1. I'paxxnancTBO (€CIM U3MEHSUIN, TO YKAKUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. ObpazoBanue, yueHasi cTeneHb (Korma u
Kakue yueOHbIC 3aBEJICHUSI OKOHYMIIN, HOMEpa
aurIioMoB). CrienMaabHOCTh U KBATM(DUKAITUS
10 JUTIOMY

3. Kakumu WHOCTpaHHBIMH sI3BIKAMH U
sa3bIkaMi HaponoB Pocculickoit ®Pepepannn
BIIQJIcETe M B KakKOW CTeneHu (YuTaere u
MOYKETE 00BSICHIATHCSA, BIIaJIEETE CBOOOTHO)

4. Bemomnnsiemas paboTa ¢ Hayana TpyI0BOM AeITeIbHOCTHU (BKJIIOYas BOCHHYIO CIyK0y U paboTy
110 COBMECTHUTEIILCTBY)

Mecsii u ront JIOMKHOCTB C yKa3aHHEM yUpeKIeHUS, MecToHaxoxaeHue
MOCTYIUIEHUS yxojaa OpraHu3alyy, MPEIIPUATHS, a TAKKE YUPEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHH3aINH,
MPEANPUSITHS

5. Bamm Onam3kue poJCTBEHHUKHU (3K€HA, MYXK, OTeIl, MaTh, OpaThsi, CECTPHI)
Crenenn damunus, ums, T'on Mecto paboThl, Anpec mecTa
poJcTBa OTYECTBO POXKICHUS JIOJDKHOCTh JKUTEIIbCTBA

6. Jlomaninuii agpec 1 HoMep TeredoHa

7. IlacnopT WJIM TOKYMEHT, €r0 3aMEHS IO

(HOMeED, cepusl, KeM M KOT/Ia BBIIAH)
8. JlomoTHUTENbHBIC CBEJICHUS, KOTOphIe BB xKemaere cooOmuTh o cede

10. Ha xakoii ypoBeH»b 3apiuiatsl Bel paccunteiBaere?

« » 202  roma

(1OIKHOCTH OTBETCTBEHHOT'O 32 Ka/IPOBBIH yUeT) (Tmorvcs) (pacmmpoBKa MOIUCH)
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[punoxxenne Ne8
K TIOJIO’KEHHMIO O TOPSAKE BEJICHUS
JIMYHBIX JIe71 pabOTHUKOB

JIMCT-3ABEPUTEJIb

nejia Ne
B nene npouuto u npoHyMeEpOBaHO
JINCTOB
(uudpamu 1 IPOIHCHIO)
¢ Ne mo Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpa JINCTOB
MpONyIIeHHbIE HOMEPa JINCTOB
+ JINCTOB BHYTPEHHEU ONKUCHU JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHHS U Howmepa nucros
(hopmMupoBaHus ea
OTBeTCTBEHHEBIH 3a
KaJIpOBBIN y4eT
(TToITHCH) (pacmmdpoBKa HOAINCH)

« » 202  ronma




