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MNPUHATO YTBEPX/IAIO
Ha 3aCEeIaHUH 1e1arOTUYeCKOro COBETa Hupexkrop MBOY «Capmanosckas COLL»
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IHonoxenne
0 MOps/AKe BeleHUs JUYHbIX e/l pa00OTHUKOB
MyHUIIMTIAJIBHOT0 OI0IKETHOr0 0011e00Pa30BaATEIBLHOI0 YUpeKIACHUS
«CapMaHoBcKasi cpeHss o0meodpasoBaTelbHas MIK0J12» CapMaHOBCKOI0
MYHUIHMIIAJIBHOIr0 paiiona Pecnyoiuku Tatapcran

1. O01ue moJI0:KeHus

1.1. Hactosimee IlonoxxeHue o mOpsSAKE BEIEHUS JTUYHBIX Jel PaOOTHUKOB OpraHU3aIliH,
OCYIIECTBIISIONMIEH  0Opa30BaTENbHYIO  JEATEIBHOCTh, pa3pabOTaHO B  COOTBETCTBUH C
®enepanpHbiM 3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccutickoit deneparum»
¢ m3MeHeHus MU oT 25 nexabps 2023 romga, denepanpHbiM 3akoHOM OT 27.07.2006 Ne 152 «O
MEePCOHANBHBIX JAHHBIX» ¢ H3MEeHEeHHsAMHU oT 6 deBpans 2023 roma, Ykazom Ilpesmaentra ot
30.05.2005 Ne 609 «O6 yrBepxkacHnu [1onoeHuss 0 MePCOHAIBHBIX JTaHHBIX TOCYAapCTBEHHOTO
cinyxkamero Pocculickoit denepaium U BEEHUM €ro JUYHOTO nena» ee, TpymoBeiM Koaexcom
Poccuiickoit ®enepannu, KomuieKTUBHBIM AOTOBOPOM, Y CTaBOM OPraHU3alliu, OCYIIECTBIISIIOIEH
00pazoBaTeNbHYIO JIEATEILHOCTD.

1.2. JlanHoe IlosoxeHne omnpenenser MNOPSAAOK BEICHHUS JMYHBIX 1€ NEeJaroroB M HMHBIX
COTPYIHUKOB U PAOOTHUKOB IIKOJIbI, OMIPEACISACT MOPSAOK (OPMHUPOBAHUS, ydeTa W XpaHCHHS,
BBIJIA4H JINYHBIX JIEJT BO BPEMEHHOE 10JIb30BaHUE, & TAK)KE OTBETCTBEHHOCTD, ITPaBa pAOOTHUKOB U
JTUPEKTOPa 00pa30BaTEIHLHON OpPraHU3aIUH.

1.3. Hacrosmmee Ilosoxkenue yrBepaaeTcsl IPUKa30M IO MIKOJIE W SBIISETCS 00sS3aTEIbHBIM IS
BCEX KaTErOpHH Me1arornyecKuX U APYruX COTPYAHUKOB IIKOJIBI.

1.4. Benenve NUYHBIX I MENArorOB W COTPYIHHMKOB IIIKOJIBI BO3JIAracTCs Ha CICIHAIKNCTA I10
KaJipaM OpraHu3alIliy, OCYIIECTBIISIONIEH 00pa30BaTeIbHYIO ACSITEIIBHOCTD.

1.5. JIuunoe neno — OCHOBHOM JOKYMEHT MEPCOHAIBLHOTO yueTa, cojepxaiiuil Hanboee MOoJHbIe
cBeZieHHs 0 pabOTHHKE 00pa30BaTEILHOM OpraHU3aIlMi U €T0 TPYIOBOHM JIesSTeNbHOCTH. B muuHoe
JIeNI0 BHOCSATCS CBEJICHUS, CBSI3aHHBIE C TIOCTYIJICHUEM Ha paObOTy U YBOJIbHEHUEM.

1.6. Cenenusi, coaepKaIiiecs: B JIMYHOM JIeJe, OTHOCATCA K KOH(PpHIACHIIMAIbHOW MH(POPMAIINH,
HMMEIOT OTPaHUYEHHBIN JOCTYII U Pa3ralIeHUIO He MOIJIexKaT.

1.7. JIuunoe neno BeAETCsS B TEYCHHUE BCETO MepHo/ia paboThl paOOTHHKA.

1.8. BeneHue HECKONBKHMX JHYHBIX JIe] OJHOTO pabOTHHUKA 00pa30BaTeIbHOW OpraHu3alu He
JOTyCKaeTcsl.

2. ITopsanok (popMupOBaHMSA JHMYHBIX eI COTPYAHHKOB

2.1. ®opmupoBaHHME JIMYHOTO JieJla TEJaroroB M COTPYAHHUKOB 001Ie00pa3zoBaTeIbHOMN
OpraHu3allii MPOM3BOJUTCS HEMOCPEACTBEHHO TIociie TMpHeMa B 00I1e00pa3oBaTelbHYIO
OpraHu3allii0 WIM TepeBoJa TeNaroroB M COTPYAHUKOB M3 JPYroi oOpa3oBaTeiabHOM
OpraHu3aluu.

2.2. B COOTBETCTBMM ¢ HOPMATHUBHBIMU JOKYMEHTAMHM B JIMYHBIE JI€]Ia TIEAArOrOB U COTPYAHUKOB
OpraHu3alliuM, OCYIIECTBIIAIONIEH 00pa30BaTENbHYI0 JEATEIbHOCTb, BKJIAJBIBAIOTCS CIEIYIOLINE
JOKYMEHTBI:



s nedazoeos:

3asBIICHHE O MpHEeMe Ha padoTy;

3asBJICHUE O COTJIACHH Ha 00pa0OTKY MEPCOHATBHBIX JaHHBIX MEarora;

CIpaBKa O HAJMYUH (OTCYTCTBUHU) CYJUMOCTH U (MJIM) (paKTa yroJOBHOTO IPECiICIOBaHUS,
BBIJJAHHOT'O COOTBETCTBYIOLUM OPraHOM IIPABOIIOPSIKA;

aBTOOHOTpadus;

KOIKS NacopTa UM UHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTD;

KOIIHS CTPAaxOBOI'O CBUJETENBCTBA IEHCUOHHOTO CTPAXOBAHMUS;

KOS UICHTU()UKAITHIOHHOTO HOMEPa HAJIOTOTIIATENbIINKA;

KOIKS JOKYMEHTa BOMHCKOIO y4yeTa (Uil BOEHHOOOS3aHHbIX);

KOIIHS CBUJETENIBCTBA O 3aKJIIOUEHUH Opaka (IIpy HAJIUYUK);

KOIHS CBUJETENBCTBA O POXKACHUN JeTel (IIPU HAIUYUK);

KOIHUHU JOKYMEHTOB 00 00pa30oBaHuU;

KOIHUU JOKYMEHTOB O KBaJU(UKALUU WIM HAIMYUE CIIEHUATbHBIX 3HAHUH (TIPU HATTMYMN);
KOIHUHU aTTECTAllMOHHBIX JUCTOB (IIPU HATUYHUH);

KOIHHU JOKYMEHTOB O HarpaKJAeHUH (IIpU HAJIUYUK);

XapaKTEePUCTUKH, pEeKOMEH1aTeIbHbIE TChbMa (IIPU HAJIUYUN);

MpUKa3 o mpuemMe Ha paboTy;

MIPHUKa3 O MEePEBOJIE Ha UHYIO JOJDKHOCTD (TMPU HAJTMUUH);

JOJIKHOCTHAs! MHCTPYKUUS (JIOJKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAu€HHUs Ha Bce
JOJIKHOCTH);

TPYAOBOW JOrOBOp (C MOCIEIYIOIIUM BKJIIOYEHHEM JIOTIOJHUTENBHBIX COTJAllleHUuN K
TPYZIOBOMY JIOTOBOPY);

TPYIOBYIO KHUXKKY;

MEAULUHCKYIO KHUXKKY.

s pabomHukos:

3asBIICHHE O MTPHEMeE Ha PadoTy;

3asBJICHHE O COTJIACUU Ha 00pabOTKy NMEPCOHATBHBIX JaHHBIX TEarora;

CIpaBKa O HAJIMYUH (OTCYTCTBUM) CYIUMOCTH M (WH) (akTa yroJOBHOTO MPECIICIOBAHMSI,
BBIJIAHHOTO COOTBETCTBYIOIIIMM OPTaHOM IPABOIOPSIIIKA;

aBToOHorpadus;

KOIHS MMacriopTa WM HHOTO TIOKYMEHTA, YI0CTOBEPSIOIIETO JIMYHOCTD;

KOITUS CTPaXOBOTO CBHJIETEIIHCTBA ICHCHOHHOTO CTPaXOBAHUS;

KOS UICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIATEBIIUKA;

KOIUS TOKYMEHTa BOMHCKOTO y4ueTa (711 BOCHHOOOSI3aHHBIX ),

KOIHUS CBUJICTEJIHCTBA O 3aKIIOYCHUU Opaka (IIpy HAJIHYUK ),

KOS CBUJICTEIIHCTBA O POXKICHUH JeTeH (IPH HATUYHH );

KOITUH JOKYMEHTOB 00 00pa30oBaHUU;

KOIUH JOKYMEHTOB O HarpaX<JeHUU (IIpy HAJIUYHN ),

XapaKTePUCTUKH, PEKOMEHIaTeIIbHbIC THChbMA (IIPU HATUYHH);

MpHKa3 O MpUeMe Ha padoTy;

MIPHUKa3 O MEePEBOJIe HAa MHYIO JODKHOCTH (MPU HATMYUHN);

JOJKHOCTHAS! MHCTPYKIUUS (IOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHHs] Ha BCe
JOJDKHOCTH);

TPYAOBOW JOTOBOp (C TMOCHEIYIOMIUM BKIIOYEHHEM JOTIOJHUTENBHBIX COTJAlIeHUN K
TPYAOBOMY JIOTOBODPY);

TPYIOBYIO KHUXKKY;

MEUITMHCKYIO KHIDKKY.

Pabomooamens ogpopmnsem:

TPYAOBOMH JOrOBOP B JIBYX IK3EMILIApAX;
MpUKa3 0 MpueMe Ha paboTy (0 MepeMelIeHny Ha Apyrue J0HKHOCTH);
JMYHYI0 KapTouky Ne T-2;



*  JIOJDKHOCTHYIO MHCTPYKILIMIO B IBYX K3EMIUIIpax.
Pabomooamenv 3nakomum:

* C HOPMATHUBHO-IIPABOBBIMU JJOKyMEHTaMH IIKOJIbI (¥YcTaBoM, KoIeKTHBHBIM JOTOBOPOM,
[IpaBunamMu TpyAOBOIO pacnopsiika U Ap. JOKaJIbHbIMU aKTaMu);

*  C JIOJDKHOCTHOM MHCTPYKLIMEH;

* TPOBOJUT BBOJHBIM HMHCTPYKTaX, MHCTPYKTaX II0 OXpaHE TpyAa, HMHCTPYKTaX IO
MIPOTHBOIIOKAPHOM OE30MMaCHOCTH.

2.4. IlepBuuHoe 0(OpMIIEHHE JIUYHOTO JIea IPETyCMaTPUBAET:

* IPUCBOECHME JMYHOMY JEIy HOMEpPA COTJIACHO JKYPHAy ydeTa JIMYHBIX A€l (MPUI0KEHHE
Ne 1);

* IPOCTaBJIEHUE Ha OOJIOKKE JIMYHOTO Jena (mpuioxkeHue Ne 2) cieqyromux peKBU3UTOB:
WHJEKC Jena (B COOTBETCTBMM C HOMEHKJIATypou Jen  oOmreoOpa3oBaTesbHOM
OpraHM3aliy; I[I0JHOE€ HauMEHOBaHUE 0011eo0pa30BaTeIbHON OpraHu3aluu; HOMEp
JUYHOTO Jena; GaMIIUs UMsI OTYECTBO pabOTHHMKA B MIMEHUTEIFHOM TaJIeKe; NaThl — TO
Hayaja ¥ roJi OKOHYaHUs BEJCHUS JIe1a; KOJIMUECTBO JIMCTOB; CPOK XPAHEHHUS;

* IIOMEIICHHE JOKYMEHTOB, TOJUIekKAIIUX XpPaHEHUI0 B COCTaBe JIMYHBIX JIeJl, B
XPOHOJIOTUYECKOM TOPSIJIKE:

BHYTPEHHSS1 OIIUCh TOKYMEHTOB Jena (rmpunoxenue Ne 3);

JUYHBIN JIUCTOK IO YYETYy KaJapoB (prutoxeHus Ne 6);

3asiBJICHUE O MpUeMe Ha paloTy;

MpUKa3 o mpuemMe Ha pabdoTy;

TPYZIOBOM AOTOBODP;

JOTOBOp O TIOJHOW MAaTepHaIbHOM OTBETCTBEHHOCTH (€ciau pabOTHUK —
MaTepHaJIbHO OTBETCTBEHHOE JIUIIO);

XapaKTEePUCTUKHU U peKOMEHAaTeIbHbIe TUChMA;

coryiacue Ha 00pabOTKy MEPCOHAIBHBIX TaHHBIX.

2.5. JIuCcThl TOKYMEHTOB, TOMEUIEHHBIX B IMYHOE JIEJI0, MTOJUIeKAT HyMEpPaIuu.

2.6. C uenpio oOecnieueHus HaJexKalleld COXpaHHOCTH JIMYHOTO JIeNla EeAaroroB U COTPYAHUKOB
00111e00pa3oBaTEIbHON OpraHU3alMil W yIoOCTBa B OOpalieHud C HUM TpH (OPMUPOBAHUHU
JOKYMEHTHI TMOMEINAIOTCS B OTHENbHYIO manky. [Ipu yBoibHEHHMH pabOTHUKA MPOIIMBAIOTCS
HUTKaMU U C/IAIOTCS B apXUB.

2.7. BHYTpeHHSAs ONKCh JOKYMEHTOB, UMEIOIINXCS B JIMYHOM JIelie, I0JDKHA COAEPKaTh CBEACHUS
O TMOPSIKOBBIX HOMEpax, HAaWMEHOBAHMSIX JOKYMEHTOB Jejia, KOJUYECTBE JIMCTOB, JaTax
BKJIIOUEHUS JJOKYMEHTOB B JINYHOE JENO U U3BITUA U3 JIeNa, a TAKKE KEM U3BAT NOKYMEHT U IO
KakoW MpUYUHE.

2.8. BHYTpeHHsIsI ONUCH COCTaBJISIETCSl HA OTICIBHOM JIMCTE MO YCTaHOBJIEHHOUW (opme. JIucTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTAEIBHO.

2.9. IIpu moAroToBKe JTUYHBIX Je] K Mepeladye Ha XpaHEeHHWE K BHYTPEHHEH OMHCH COCTaBIISETCS
UTOrOBAsl 3aMUCh, B KOTOPOH yKa3bpIBaeTcs HU(PpaMu U MPOMKUCHI0 KOJINYECTBO BKIIIOUEHHBIX B HEe
JOKYMEHTOB M KOJIMYECTBO JIUCTOB JIea.

YV VVVVVYVY

3. Tlopsinoxk BeaeHUsl JIMYHBIX [JeJ TMeJAroroB M COTPYAHMKOB OpPraHM3aluu,
OCYLIEeCTBJIAIONICH 00pa30BaTEeIbHYIO 1eITEIbHOCTh
3.1. JIuyHOe Aen0 MenaroroB W COTPYAHMKOB 0O0IIe00pa30BaTeNbHON OpraHu3alui BEAETCS B
TE€YEHHE BCEro mnepuojia paboThl KaKIOro mejarora M COTpyJHHMKa B 00meoOpa3oBaTeNbHON
OpraHu3aIuy.
3.2. JlanbHelllee BeleHHE JIMYHOTO Jeja MEeNaroroB M COTPYJHMKOB 0O0I1e00pa30BaTebHON
OpraHu3allui NpeaycMaTpUBaeT MOMEIIEHHE B JIeN0 JOKYMEHTOB, OOpa3yloLIuXcs B Ipolecce
paboueil 1esTeNbHOCTH U UMEIOIUX 3HaYeHUE ISl TPYAOBBIX OTHOLICHUI:

*  JIONOJHEHME K JIMYHOMY JIMCTKY IO YYETY KaJIpOB;

*  JIONOJHUTEJIbHbIE COTJIAICHUS K TPYIOBOMY JOT'OBODY;



* KONHUHU TPUKA30B IO JIMYHOMY COCTaBY, KOTOPBbIC KAacalOTCs IEJaroroB M COTPYIHHKOB
0011e00pa30BaTeNbHON OpraHnu3aluig;
* OT3BIBBI JOJDKHOCTHBIX JIMII O TIearore W COTPYAHUKE 00Ieo0pa3oBaTenbHOMI
OpraHH3aluH;
® KOIIMU JOKYMCHTOB O IMOBBIICHUN KBaJII/I(bI/IKaL[I/II/I;
*  KONUH CepTU(PHUKATOB, TPAMOT;
* JIUCT — 3aBEPUTEIb Jiea (COCTABJISIIOT IPH CAa4e JIUIHOTO JieIa B apXUB);
® HWHBIC TOKYMCHTBI.
3.3. B memsix oOecriedeHUs] KOHTPOJSL 332 COXPAHHOCTHIO M aKTYalbHOCTBIO JIMYHBIX JET B
0011eo0pa30BaTebHON OpraHnu3alui eXeroaHo (He mosaHee | KBaprTama rofa, CIEIyIOMIEro 3a
OTUYETHBIM) IPOU3BOAUTCA IPOBEPKA UX HATUYUS U COCTOSIHUSL.
3.4. ExeroHyro TMPOBEPKY COCTOSHHS JIMYHBIX JET Ha MPEAMET COXPAHHOCTH BKJIFOUYCHHBIX B
HEro MJOKYMCHTOB HPOBOAWT CICHUAJIBHO CO3JJaHHAasA KOMHCCHUA. O MPOBCACHHBIX IMMPOBEpPKax
JielaeTcs OTMETKA B JIMCTE O Pe3yJIbTaTax €KEroJHOM MPOBEPKU COCTOSIHUS M HATUYMUS JINYHOTO
nena (npunoxkenue Ne 5) u coctaBisieTcs akT. Pe3ynbTaThl MpOBEPKH JIMUHBIX JI€] B 003aTEIHHOM
MOPSIJIKE TIOBOJSATCS IO IMPEKTOpa 00I1e00pa3oBaTeIbHON OpraHUu3alry.

4. Topsimok y4éra M XpaHeHUS JHMYHBIX JieJl MeJaroroB W COTPYAHMKOB OPraHU3AlMH,
OCYIIEeCTBJISAIOMIE 00Pa30BaTe/IbHYIO 1eSITeJIbHOCTD.

4.1. XpaHeHue M y4deT JUYHBIX JEJI NEAAroroB U COTPYAHUKOB OpPraHU3alUM, OCYIIECTBIISIOMIEH
00pa3oBaTeNbHYIO JEATEIHPHOCTh, OPTAaHU3YIOTCS C LENTbI0 OBICTPOTO W 0€30MMO0YHOTO TOMCKA
JUYHBIX JIe7, OOecreyeHuss MX COXPAaHHOCTH, a Takke oOecrnedeHHus] KOH(PHUIACHIIMATHHOCTH
CBEJICHUH, COJICPKAIIUXCSA B IOKYMEHTAX JIMYHBIX JIEJ, OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

4.2. Jlnunble AeNa COTPYAHUKOB XpaHITCS B celie o0meoOpazoBaTeIbHOM OpraHUu3alliy.

4.3. TpynoBbie 1 MEIUIIMHCKUE KHIDKKH XPaHATCS OTACIBHO B cerde.

4.4. Jloctyn K JUYHBIM JINaM TI€IaroroB W COTPYIHUKOB 0O0IIe00pa3oBaTEILHON OpraHu3aluu
UMEIOT TOJBKO CEKpeTapb, CIEUUaINCT 1O KaapaMm, JTUPEKTOp o00Ieo0pa3oBaTenbHOM
OpraHu3anuy Ju00 3aMEeCTUTENN JUPEKTOpa NpHU UCHOJHEHHH OOsA3aHHOCTEH JUpeKTopa
00111600pa30BaTEIHLHON OPraHU3aIUH.

4.5. Cucrematuzauusi JHUYHBIX JIe]1 TEAaroroB W COTPYOHUKOB 0011eoOpa3zoBaTeIbHOMN
OpraHu3aluy MPOU3BOAUTCS B aI(PaBUTHOM HOPSIKE.

4.6. Jluynple nena MeJaroroB U COTPYIHUKOB 00II€00pa3oBaTeIbHONW OpraHU3aluu, UMEIOIINX
rocy/lapCTBeHHbIC 3BaHUs, IPEMUU, HArpaJbl, YUCHbIC CTEIICHN U 3BaHUS, XPAHATCSA MOCTOSHHO, a
OCTaJIbHBIX COTPYAHHUKOB — 75 JIET C rojia yBOJbHEHUsI paOOTHUKA (B cOOTBETCTBUM C [lepeunem
TUIOBBIX YIPABICHYECKUX TOKYMEHTOB).

5. Ilops/10K BbIAAYH JIMYHBIX JIeJl BO BpeMEHHOe 10J1b30BaHue

5.1. Bplgaua Ju4YHBIX Jies1 (OTHEJNBHBIX JIOKYMEHTOB B COCTaBE JIMYHOIO JeJla) BO BPEMEHHOE
[I0JIb30BaHUE MPOU3BOJIUTCSA C pa3pellieHUs AUPEKTopa 001eo0pa3oBaTeIbHON OpraHu3aluu 10
3asBJICHHUIO COTPYAHMKA OpraHU3alliu, OCYIIECTBIIOIEN 00pa30BaTeNbHYIO 1EATEIbHOCTb.

5.2. Pabora (o3HakOMJIEHME) C JIMYHBIMH  JlelaMM  IIeJarOofOB U COTPYAHUKOB
o01mieo0pa3oBaTebHOM OpraHu3aluy MIPOU3BOIUTCA B MPHUEMHOM TupekTopa. B koHue pabodero
JHS. CEeKpeTapb WM CHEeHaIUCT MO KajpaMm o0s3aHa yOeauThCsl B TOM, YTO BCE JIMYHBIE /€A,
BBIJJAHHBIE BO BPEMEHHOE IIOJb30BAHUE, BO3BpAllEHBl HAa MECTO XpaHEHUS M €CTh JIH
HE00X0AUMOCTh JJIsl PUHATHS Mep K UX BO3BPALIECHUIO WIIN PO3BICKY.

5.3. ®akT BbI1a4X JTUYHOTO Jiea (PUKCUPYETCS] B KOHTPOJIBHOM XKYpHaJle.

5.4. N3bsiTHE OTAENBHBIX JTOKYMEHTOB U3 JIMYHOTO JIeNla MPOU3BOANTCS C pa3pelieHus JUpEeKTopa
o0mieoOpa3oBaTebHOM Oopranu3anuu ¢ OQGOpMIECHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«I[Ipumedanne» BHyTpeHHeN onucH. [Ipu BpeMEHHOM HM3BATHM JJOKYMEHTa Ha €r0 MECTO (MEXKIY
JUCTAMHM COCEIHHUX JIOKYMEHTOB) BKJIAJBIBAETCS CIIPABKa-3aMECTHTENb C YKa3aHMEM JaTbhl U
IIPUYMH U3BSTHSL C TIOJIUCHIO JIMLA, BBIIABIIETO JOKYMEHT, U MOANKCHIO JIMLA, TOJYYUBIIETO €T0
BO BPEMEHHOE T0JIb30BaHUE.



6. OdopmireHMe INYHBIX JeJ1 Nepe] cAavel B apXuB
6.1. Odopmienne JIMYHBIX AeT U MepeJadyd B apXuB MPOU3BOIUTCS CHEIHAINUCTOM IO Kajapam
0011e00pa30BaTeNbHOM OpraHu3auy. JTa MpoLeaypa BKIIOYACT:

*  IOJIUBKY (MEpeIuieT) aena;

* yTOYHEHHE HyMEpaIuH JIMCTOB JIENa;

*  COCTaBJICHHE JIMCTa-3aBepuTens (mpuioxenue Ne §);

* cocraBiieHue (YyTOUYHEHHE) BHYTPEHHEH OTHCH;

* BHECCHHE YTOYHEHHU B PEKBH3HTHI JIUIICBOIM OOJIOKKH JIea.

6.2. Jlucrt-3aBepuTenb Jena JOJDKEH MOJIHCATh €ro COCTaBUTENb, TP OSTOM  JIENIaeTCs
pacmudpoBKa ODKHOCTH W TOINKCH, MPOCTaBIsSeTcs JaTa. B mpormecce HUCIOIb30BaHUS
apXMWBHBIX JIOKYMEHTOB B JICTE-3aBEPUTENIC JEIAIOTCS COOTBETCTBYIOIINE OTMETKH. Eciu nmemno
MOAIIATO 0€3 JHCTa-3aBepUTeNisi, TO €ro CleAyeT HAKICUTh Ha BHYTPEHHIOI CTOPOHY OOJOKKH
nena.

6.3. C nenbto obOecrieyeHns COXpaHHOCTH JIMYHBIX JIe]T PEKOMEHTyeTC s

* 00BeNMHATH WHAWBHIYAJIbHBIC JIMYHBIC JIe7la YBOJCHHBIX COTPYIHHKOB B OJHY OOJOXKY
(oOBenMHEHHOE AEN0) C TaKUM pacyeToM, YToObl 00beM jena (Toma) He mpebiman 250
JUCTOB (ITyTEM CITUBKU MaTePHAJIOB WHAWBUIYAIBHBIX JIEN TIO TOJ]aM YBOJIBHEHUS),

* pacrmoJlaraTh MaTepualbl WHIAWBHIYAIBHBIX NI B TpeAenax nena (Toma) B anpaBUTHOM
nopsiake (modaMuITbHO), OTIETSAST MaTepPHaibl, OTHOCSIUECS K Pa3HBIM HHIUBHIyaTbHBIM
Je7laM, YUCTBIM JIUCTOM OyMaru ¢ yka3aHHeM Ha HeM (QaMuJINH, UMEHH M OTYeCTBa
COOTBETCTBYIOIIIETO  YBOJICHHOTO TIearora ¥ COTPYIOHHKAa 0OIIeoOpa3oBaTeIbHON
OpraHu3aIniy,

* cHaOXkaTh KaxJaoe OOBETUHEHHOE Je0 (TOM) BHYTPEHHEH OMNMHUCHIO C TEePEUYHCICHUEM
¢dbamunnii, UIMEH M OTYECTB W YKa3aHHEM HOMEPOB CTpPaHUI, B Mpeesax KOTOPBIX
PacroJIO’KEeHbl COOTBETCTBYIONINE JOKYMEHTHI.

6.4. [lepenava TUYHBIX A€ B apXUB OCYIIECTBISETCS HE MO3/IHEE TPEX JIET MOCe 3aBEepPIICHUS UX
B JICJIONIPOU3BOJCTBE B COOTBETCTBUU C Ipadukom. [IpeaBapurenbHO cekperapeM, CeluaaiucToM
o KaJapaMm MpoBepsieTcs MOJHOTa M MPAaBUIBHOCTb MOATOTOBKM JIMYHBIX € K Iepenadye.
BrisiBneHHble pu MPOBEpPKE HEJAOCTATKU YCTPAHSIOTCA CEKpeTapeM, CHEIUAIUCTOM IO Kajapam.
[lepenaua u mprieM MPOU3BOAATCS MO OMUCH C IPOCTAHOBKOIM OTMETOK O HAJIMYMU JIMYHBIX AETI.
6.5. JIuunsle ena nearoroB U COTPYIHUKOB 00111€00pa30BaTeNIbHOM OpraHu3alii, 3aKOHYCHHbIE
nenonpou3BoacTBOM 10 1 stHBapst 2003 ronxa, xpansarcs 75 aet, nocne 1 saBaps 2003 roga — 50
net. JInyHble nenna qupeKTopa, riaaBHoro oyxrairepa o0mieo0pa3oBaTeabHON OpraHu3aiil UMEIOT
MTOCTOSIHHBIM CPOK XpaHEHHUSI.

7. OTBETCTBEHHOCTh
7.1. Tlemaroru W COTPYAHUKU O0OIIEO00pa30BaTEIbHON OpraHu3ali O0sS3aHbl CBOCBPEMEHHO
MPEJCTABIATh CEKPETAPIO WM CIEIMATICTY 110 KaJpaM CBEICHHs 00 M3MEHEHUH B TIEPCOHATBHBIX
JIAHHBIX, BKJIFOYEHHBIX B COCTAB JIMYHOTO JEJIa.
7.2. PaGoronarenb 00ecIIeynBacT:
* COXpPaHHOCTb JIMYHBIX JIe TMEeJaroroB H COTPYAHHUKOB  00IIeoOpazoBaTeNbHON
OpraHu3aIuy;
* KOH(HIEHIMAIBHOCTh CBEACHUI, COAEpKAIIMXCS B JHUYHBIX JlelNaX TMeAaroroB M
COTPYJTHHUKOB.

8. [IpaBa paGoToaaresi 1 padOTHHKA
8.1. JIns obecnieueHMs! 3alIUThl MEPCOHATBHBIX JAHHBIX, KOTOPHIE XPaHATCSA B JIMYHBIX Jejax
MEIaroroB U COTPYIAHHUKOB 00II€00pa30BaTeNbHON OpraHu3aluu, MNEeJaroru M COTPYIHHKH
o01m1eo0pa3oBaTeNbHOM OpraHu3aluy UIMEIOT IPaBo:
*  TOJY4YUTh MOJIHYIO HMH(OpPMAIMIO O CBOMX IEPCOHAIBHBIX JAHHBIX U OOpabOTKe 3THX
JTAHHBIX;



*  TOJyYUTh CBOOOJHBIN JOCTYI K CBOMM IEPCOHATIBHBIM JJTAaHHBIM;

® MOJYYHUTh KOIIMHU JOKYMCHTOB, XpaHAIIUCCA B JIMYHOM ACJIC U COACPKAIUC ICPCOHAIILHBIC
JaHHBIC.

® Tpe6OBaTB HCKIIIOYCHUS WJIW UCIIPABJICHUA HCBCPHBIX W HCIIOJIHBIX NICPCOHAJIBHBIX JAHHBIX.

8.2. PaboTomarens MMeeT Mpaso:

* 00pabarbIBaTh MEpPCOHANbHBIE JAHHBIE IIEJArOTOB U COTPYIHUKOB 00I11€00pa30BaTEIbHON
opraHusali, B TOM YHCJIC U Ha DJICKTPOHHBIX HOCUTCIIAX

* 3ampocCUTh OT IEJAaroroB U COTPYIHUKOB 00I1€00pa3oBaTeIbHON OpraHu3alli BCHO
HE0OX0MMYyI0 HH(pOpPMAIMIO JUIS BEIACHHS JMYHBIX JIeT U O00paOOTKH TEpCOHATBHBIX
JaHHBIX.

9. 3aKJII04YUTE/IbHBIE M10JI0KEHUS

9.1. Hacrosimiee [lonoxkenne o mopsiike BEACHUS JIMUYHBIX JIET PAOOTHUKOB SIBJISIETCS JIOKAJIBHBIM
HOPMAaTUBHBIM aKTOM, NMpUHUMaeTcs Ha [lemarornueckoM coBeTe LIKOJbI U yTBepxkAaeTcs (JI1udo
BBOJUTCS B JCWCTBUE) MPUKA30M JUPEKTOpPa OpraHU3alllK, OCYIIECTBISAONIEH 00pa3oBaTebHYIO
NESITENIbHOCTD.

9.2. Bce u3MeHeHHs U JIOTIOJIHEHMs, BHOCUMble B Hacrtosimiee Ilomoxkenue, ogopmisiiorcst B
MUCbMEHHOM ¢GopMe B COOTBETCTBMM JIEHCTBYIOIIMM 3aKOHOJaTesnbcTBOM  Poccuiickoit
denepanuu.

9.3. TlonoxeHue o MOpSAAKE BEACHUS JUYHBIX A€l pabOTHUKOB 00pa30BaTEIbHOW OpraHU3aluU
IIPUHAMAETCST Ha HEONpeAeNeHHbIM cpok. M3menenmsa wu jononHeHus K I[lonoxeHuro
MPUHUMAIOTCS B TIOpsiAKe, peaycMoTpeHHoM 11.9.1. Hactosimero [lomoskeHust.

9.4. Tlocne mpunstus [lonoxenus (WIM W3MEHEHUN M JIOTIOJHEHUH OTIENBHBIX IMYHKTOB U
pa3zeoB) B HOBOM pelakIMK Mpe bl AyIlas PeJaKkiis aBTOMATHYECKN YTPauUBaET CUITY.



KypHnan yuera TU4HBIX A€

ITpunoxenune Nel
K MOJIOKEHUIO O MOPSIIKE BEACHUS

JIMYHBIX IOCJI pa60THI/IKOB

No Hara Oammnust, | Tabems- | JlomxHOCcTh | CTPYKTYp- Harta u Jara u [Ipumeua-
n/ ot opmute- UM, HBIN (mpodec- HOE HOMEp HOMEp HUE
I | HUSI JJMYHOTO | OTYECTBO HOMeEp cus, nozipase- npuKasza npuKasza
nena nearora u Crenuaib- JIeHUe (pacmops- (pacmops-
COTpYZIHHUKA HOCTB) JKEHUST) O JKEHUSI) O
nearora u npueme npeKparie-
COTpYIHUKA nearora u HHUA
coTpyaHuka | (pacropixe-
Ha paboty HHN)
TPYOBOT'O
JIOroBOpa C
Nejarorom u
COTPYJHHKOM
(yBOnbHE-
HUN)
2 3 4 5) 6 7 8 9




Donx Ne

Omuce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOTO el1a

ITpunoxenne Ne2
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIe]T paOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHMe 00pa30BaTENbHON OpraHU3aIMN)

JlaTa Hayaja

JlaTta OKOHYaHMS

Ha JUcTax
XpaHUTh Ier
dounpg Ne
Omuce Ne

Hemo Ne

(3aroJIoBOK j1ej1a)



BHYTPEHHSA S OITNUCh
JIOKYMEHTOB siesia Ne

ITpunoxenne Ne3

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

Ne NHuneke [Hara Hasanue Howmep IIpumeuanus
n/m JOKYMEHTa JOKYMEHTa JOKYMEHTa JIMCTOB
Jena
Hroro: JTIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

(undpamu ¥ IPONUCHIO)

OTBETCTBEHHBIH 3a
KaJpOBBIi yYerT:

« »

(udpamu 1 IPOHHCHIO)

202 roma

(moamnuce)




®.1.0.

ITpunoxenne N4
K MOJIOKEHUIO O MOPSIIKE BEACHUS
JIMYHBIX JIe]T paOOTHUKOB

JOIKHOCTB

JIngnoe nemo Ne

I[aTa O3HAaKOMJICHHA rI€aarora
" COTpYAHHKA C JIMYHBIM
JCII0M

Tloamuce nemarora u
COTpYIHHUKA

OTMeTKH, MPUMEUYaHUs,
3aMeYaHus




ITpunoxenne NoS5

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

OTMeTKa 0 pe3yJIbTaTaxX eKeroHOH NPOBEPKU COCTOSIHUS
U HAJIMYMS JTUYHOTO J1eJ1a

®.1.0.

JOIKHOCTD

JIngnoe nemo Ne

Jlata npoBepku

d.1.0. unteHos
KOMHUCCHUHU

IToamucn uneHoB
KOMHCCHH

Pesynprar npoepku




1. ®amunus

[Mpunoxxenne Ne6

K OJIOKCHUIO O TOPSAAKE BEACHUA
JIMYHBIX IOCJI pa6OTHI/IKOB

JINYHBIN JTUCTOK 0 Y4eTy KA/JpPOB

Nms

OT4ecTBO

2. Ilon

3. l'on, yucno u Mecsl poxACHUS

4. Mecto poxaeHUs

5. I'paxnancTBO

(ceno, nepeBHsl, ropoji, pailoH, 00JIacTb)

6. Ob6pazoBanue

HazBanme
y4eOHOTO
3aBEJCHUS U €T0

MECTOHAXOXIACHUC

®daKkynbTeT
W
OTJIeJICHHE

TI'on
MOCTYTUICHUS

T'on
OKOHYAHUS
WM yX0/1a

Ecnu ue
OKOHYUJI, TO
C KaKoro

Kypca yien

Kakyro
CHEIUAITBHOCTh
MOJIy4n B
pe3ynbpTaTe
OKOHYaHUS
y4eOHOTO
3aBe/IeHus,
yKka3zatb No
JTUILIOMA WIIN
YIOCTOBEPEHUS

7. Kaknmu HHOCTPAHHBIMU A3bIKAMH BJIAACCTC

8. Yuenas CTCIICHb, YUICHOC 3BAHUC

9. Kakue nmeere HayyHble TPY/bl U H300pETCHUS

(‘II/IT&QTC 1 IEPEBOAUTE CO CJIOBAPEM, YUTACTEC U MOXKETE OG’bﬂCHfITLCH, BJIAJICCTE CB060HHO)




10. Bemonnsiemass pabora ¢ Hadana TPYJOBOW JEATEIBHOCTH (BKIOYas y4eOy B BBICHIMNX U
CPeIHUX CHEIUATBHBIX Y4eOHBIX 3aBECHUSIX, BOCHHYIO CITY)KOY U pabOTy 10O COBMECTUTEIILCTRY)

Mecsu u rox JIOJIKHOCTB C YKa3aHUEM YUPEKICHUS, MecTtoHaxoxaeHue
HOCTYIUICHUS yxoJa OpraHu3alUu, IPEANIPUATHS, a TAKXKE YUpEXKICHUS,
MUHHUCTEPCTBA (BEAOMCTBA) OpraHu3aunuy,
peIPUSITUS

11. [IpeGriBanue 3a rpanuiieii (pabota, ciry>xeOHasi KOMaHIUPOBKA, TIOE3/IKa C JAeieranuei)

Mecsi v ron

B xaxoii ctpane

Llens mpeObIBanms 3a

C KaKoro 10 KaKoe rpaHuuen
BpEMEHU Bpemsi

12. YuacTtue B BBIOOPHBIX OpraHax
MecTto BbIOOpHOTO Hazpanue Boi6opHoro | B kxaudectBe Koro T'on

opraHa

opraHa BbIOpaH

n30paHus | BBIOBITHS

13. Kakue nmeeTe npaBUTEIILCTBEHHBIE HATPaJIbl

Kornma u keM HarpaxieH

14. OTHOLIEHNE K BOMHCKHUM O0S3aHHOCTSIM M BOMHCKO€E 3BaHHE

CocraB

Pon Botick

(KOMaHIHBIH, MONTHUTHYCCKHI, a IMUHICTPATHBHBIN, TEXHUYECKUH H T. 1.)

15. CemeliHoe MOJIOKEHHE B MOMEHT 3ar0JIHEHHUS JIMYHOT'O JIMCTKA

16. lomaminuii agpec

(4NeHBI CEMBH, C YKa3aHUEM BO3pacTa)

17. O6s13yr0ch CBOEBpEMEHHO M3BENIATh 000 BCEX M3MEHEHUSX NaHHBIX, BKIFOUEHHBIX B JTMYHBIN
JIMCTOK IO YYETY KaJIpOB.

« »

202

roga




AHKETA

ITpunoxenune Ne7

K OJIOKCHUIO O TOPSAAKE BEACHUA

JIMYHBIX IOCJI pa60THI/IKOB

damunug

Nms

OT14ecTBO

Hara poxaeHus

1. I'paxxgancTBO (€Ciid U3MEHSIU, TO YKaXKHTE,
KOI'/Ia U TI0 KaKOW MpUYUHE)

2. OOpa3zoBanue, yuyeHash CTENeHb (Korjga u
Kakue ydeOHbIE 3aBEJICHUSI OKOHYMIIM, HOMEpa
qurioMoB). CreruanbHOCTh U KBaTU(UKAIUs
0 JAUTUIOMY

3. KaKI/IMI/I I/IHOCTpaHHBIMI/I A3BIKAMH U A3bIKAMH
HapoJ0B Poccuiickoit denepaiuy BiIaieeTe U B
Kakol  cremeHH  (YdTaeTe U MOJXKETE
O0OBSICHATHCS, BIaZeeTe CBOOOIHO)

4. BeinonHsiemasi paboTa ¢ Hayana TPyJOBOM AEATENbHOCTH (BKIIIOYasi BOGHHYIO CIyX0y U paboTy

110 COBMECTUTEIIHCTRY)

Mecsan u rog JIOKHOCTB € yKa3aHUEM yUpexKICHUS,

IMOCTYIIJICHHUA yxonga opraHusaluu, MPEAINPUATHUA, a TAKKEC

MUHHCTEPCTBA (BEIOMCTBA)

MecToHaX0KICHHUE
YapeXKACHHUS,
OpraHu3aIu,
MIPEANPUSITHS

5. Bamm 61m3kue poJCTBEHHUKH (OK€HA, MK, OTEIl, MaTh, OpaThsi, CECTPHI)

CreneHb damunans, UM, I'on

POACTBA OTYECTBO POXKACHUA

Mecto paboThl,
JIOJDKHOCTh

Anpec mecta
JKUTEILCTBA

6. Jlomamrauit aapec u Homep TenedoHa

7. [lacnopT Wi JOKYMEHT, €ro 3aMEHSIOIINN

(HOMeEp, cepHsi, KEM U KOTJIa BbIIaH)

8. JlonmonHuTENbHBIE CBENIEHHS, KOTOPbIe Bbl jxenaere cooOmuTs 0 cede

10. Ha xakoi1 ypoBeHb 3apiuiatel Bsl paccuntsiBaeTe?

« » 202  ronma

(IOIDKHOCTB OTBETCTBEHHOT O 33 KaJPOBBIH yUeT)

(moanuce)

(pacumd poBKa MOAITUCH)




ITpunoxenne Ne8
K TIOJIOXKECHUIO O TTOPSIJIKE BEJCHUS
JIMYHBIX JIe]T paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npomuto u npoHyMeEpPOBaHO JINCTOB
(uudpamu 1 IPOIMUCHIO)
c Ne mo Ne , B TOM YHCIIC.
JINTEPHBIE HOMEPA JINCTOB
MPONYILIEHHBIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW OMHUCHU JINCTOB
OcoOeHHOCTH (PU3HUECKOTO COCTOSIHUS U Howmepa micros
dhopmupoBaHus Aena
OTBETCTBEHHBIN 3a
KaJIpOBBIN y4eT
(moamucek) (pacmmppoBKa HOANUCH)

« » 202  ronma
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