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IHonoxenune
0 NMOpsiAKe BeACHUs JIMYHBIX eI PA00THUKOB
MYHHUIMIAJIbHOTO 0I01KEeTHOT0 00111e00pa30BaTeILHOIO0 YUpPeKIeHUSA «AJIeIIKHH-
Canubikckas cpeanss o01meoodpa3oBaresbHas mKoJaa uMeHu JlementseBa B.C.»
JpoK:KaHOBCKOI0 MyYHUIIUNIAJBHOIO paiiona Pecnny0simku Tarapcran

1. O01mue mo10:xKeHAS

1.1. Hacrosiee Ilonoxenue o mopsake BeASHMs JUUYHBIX Jea paboTHMKOB MBOY «AnemkuH-
Camutblkckasi cpefHsas oOuieoOpa3oBarenbHas mikoiga uMmeHu JlementoseBa B.C.» paspabGorano B
cootBeTcTBUM € DenepanbHpiM 3akoHOM Ne 273-®3 ot 29.12.2012 «O6 o6pa3oBaHuu B
Poccuiickoit ®enepanun» ¢ usmeHeHusiMu ot § asrycra 2024 rona, denepanbHbIM 3aKOHOM OT
27.07.2006 Ne 152 «O nepcoHallbHBIX JaHHBIX» ¢ U3MEHEHUsIMU OT 6 geBpains 2023 roga, Ykazom
IIpesunenta ot 30.05.2005 Ne 609 «OO6 yrBepxnaeHuu IlonoxkeHHs O NMEepPCOHATBHBIX JAHHBIX
roCyapCcTBEHHOro ciyxaiero Poccuiickoii ®denepanuy M BEACHUU €r0 JUYHOIO JEla» ee,
Tpynoseim Konexcom Poccuiickoit ®@enepanun, KomrektuBHbiM norosopoM, Ycrasom MBOY
«AnemkuH-CarubIkcKast cpesiHas o01eoOpa3oBarenbHas mKoaa umMeHu /lementoena B.C.».

1.2. [dannoe IlonoxeHue ompenenser MNOPsSIOK BEACHHS JMYHBIX J€l IEJaroroB M HHbIX
COTPYIHUKOB U paOOTHUKOB IIKOJIbI, ONMpeeseT NopsAA0K (pOpMUPOBaHUS, YUe€Ta U XpaHEHMS,
BBIJIaUX JIMYHBIX JIEJI BO BDEMEHHOE I0JIb30BaHKE, a TAKXKE OTBETCTBEHHOCTb, ITpaBa paOOTHUKOB U
mupekropa MBOVY  «Anemkun-Caruiblkckasi CpefHsst 0011eo0pa3oBaTeibHasl IIKOJIa WMEHU
HementreBa B.C.».

1.3. Hacrosimiee IlomoskeHue yTBep>KIaeTCsl MPUKA30M IO IIKOJIE U SBISETCA 00sS3aTEbHBIM IS
BCEX KaTErOpUH NMEAArOrn4ecKuX U APYruX COTPYAHHUKOB IIKOJIBI.

1.4. Benenue nMUHBIX €1 NEAAroroB U COTPYAHHKOB IIKOJbI BO3JIaraeTcs Ha COBETHMKA
JUPEKTOpA.

1.5. JIuunoe neso — OCHOBHOM JTOKYMEHT TIEPCOHATBLHOTO y4YeTa, COASPKAINi HanboJsiee TOJIHbIE
ceeneHus o pabornuke MBOY «Anemxkun-Cariblkckas cpefiss o01eo0pa3oBaTeNbHas MIKOJIa
nmenu JlementoeBa B.C.» u ero TpynoBoW JIeATEIbHOCTH. B JUYHOE 1€5I0 BHOCSATCS CBEIICHUS,
CBSI3aHHBIE C MTOCTYIIJICHHEM Ha PabOTy U YBOJIbHEHHEM.

1.6. CBenenus, coaepskaiyecs B JMYHOM Jieie, OTHOCITCS K KOH(UIEHIIMATbHON HHPOpMAIIH,
HMMEIOT OTPAaHMYEHHBIN JOCTYII U Pa3IJIALIEHUIO HE MTOJIEXKAT.

1.7. JlnaHoe neno BeAeTCsl B TEYSHUE BCETro Meproaa padoThl paOOTHUKA.

1.8. Benenne HECKOJBKHX JMYHBIX NI OJAHOTO pabOTHHKA 00pa30BaTeNbHOM OpraHu3alud He
JIOTTYCKaeTCsl.
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2. llopsinok popMuUpPOBaAHMSA JIUYHBIX J1eJI COTPYAHHKOB

2.1

dopmMupoBaHUE JIMYHOTO Jieja TMeNaroroB M COTPYAHHMKOB 00I1e00pa3oBaTeIbHON

OpraHu3alyy MPOU3BOAUTCS HEMOCpPeACTBEHHO mociie npueMa B MBOVY «Anemkun-Canibikckas
cpenusisi obueoOpa3oBaTenbHas mkona umMenu JlementeeBa B.C.» win mepeBona mnegaroro u
COTPYAHHUKOB U3 JIpyroil o0pa3oBaTeIbHON OpraHU3aIuH.

2.2. B cooTBeTCTBUM C HOPMATHUBHBIMU JOKYMEHTaMH B JIMYHBIC JIea ME€JaroroB U COTPYIHUKOB
MBOYVY «Anemxun-Carmblkckas cpenHsisi oOrieoOpa3oBarenbHas HIKoJa MMEHU JleMeHTheBa
B.C.» BkiagpIBatoTCA ClIEAYIONINE JOKYMEHTBI:

Jlna nedazozos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asiBJICHUE O COTJIACHH Ha 00pabOTKY MePCOHATBHBIX IAHHBIX TIE/1arora;

CIpaBKa O HAJTUYUH (OTCYTCTBUH) CyIUMOCTH M (MH) (haKTa yroJOBHOTO MPECIICI0BaHUS,
BBIJIAHHOTO COOTBETCTBYIOLINM OPTaHOM ITPABONOPSIIKA;

aBroounorpadus;

KOIHS NAaCIOpTa WM MHOTO TIOKYMEHTA, yIOCTOBEPSIOLIETO TUYHOCTH;

KOIUSI CTPAXxOBOT'0 CBUECTENHCTBA ICHCHOHHOTO CTPaXOBaHUS;

KOIHS UICHTU(UKAITMOHHOTO HOMEPa HAJIOTOTIIATEIIbINKA;

KOIUs JOKYMEHTa BOMHCKOTO y4yeTa (IUIsi BOEHHOOOS3aHHBIX );

KOIHSI CBUJIETEIHCTBA O 3aKIIOYCHNH Opaka (IIpy HAJIM9HN);

KOIUSI CBUJIETENLCTBA O POXKACHUU JeTel (IIPU HATHYUN);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuuy;

KOIUU JTOKYMEHTOB O KBaTH(PUKALUU WM HATUYNE CTICHUaTbHBIX 3HAHUM (IIPH HATTUYHHN);
KOIIMYU aTTECTAllMOHHBIX JUCTOB (IIPU HAIUYUK);

KOIUU JOKYMEHTOB O HarpaKACHUH (IIPH HAJIHYUK);

XapaKTePUCTHKH, PEKOMEHIaTeNIbHBIC TTChbMa (TIPH HATUYHH);

MIPHUKa3 O puemMe Ha padoTy;

IIPUKa3 O NEPEBOJIE HAa UHYIO JOKHOCTD (IIPH HATMYHH);

JOJKHOCTHAS! MHCTPYKLHUS ([IOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HA4YeHHUS Ha BCe
JOJKHOCTH)

TPYAOBOW JOroBOp (C MOCIEAYIOIIMM BKJIIOYEHHEM JOMOJHHUTENbHBIX COTJIAIeHUH K
TPYJIOBOMY JIOTOBODY);

TPYAOBYIO KHHUXKKY;

MEIUIUHCKYIO0 KHUXKKY.

s pabomuuxos:

3asBJICHHE O IIpUEME Ha PaboTy;

3asBJICHHME O COTJIACUM Ha 00pabOTKY NMEePCOHATIBHBIX JaHHBIX Me1arora;

CIpaBKa O HaJIMYUU (OTCYTCTBUH) CYJUMOCTU U (WiK) (pakTa yroJoBHOTO MpecIe10BaHuUs,
BBIIAHHOTO COOTBETCTBYIOIIMM OPIaHOM MPaBONOPSIKA;

aBToOMorpadus;

KOIUS acTOpPTa UM UHOTO JTOKYMEHTA, YIOCTOBEPSIOLIETO JINYHOCTB;

KOIIUSI CTPAaXxOBOI'0 CBUIETENHCTBA IEHCUOHHOTO CTPaXOBaHUS;

KOIHS UICHTU(UKAITMOHHOT'O HOMEpa HAJIOTOIJIaTebIINKA;

KOIUsS JOKYMEHTa BOMHCKOTO yuyeTa (IUIsi BOEHHOOOS3aHHBIX );

KOIHSI CBUJIETEIHCTBA O 3aKJII0YEHNHU Opaka (IIpy HAJTM4KN);

KOIHUSI CBUETENHCTBA O POXKACHUHU AeTel (U HAIUYHUH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuy;

KOIUU JIOKYMEHTOB O HarpaKAeHUH (IIPHU HAJIUYUN);

XapaKTepUCTHKH, PEKOMEH IaTeNIbHbIE MHCbMa (TIPH HATUYHHN);

MIpHUKa3 O puemMe Ha padoTy;

IpUKa3 O MEepPeBO/ie Ha HHYIO TOJKHOCTH (IIPU HAJIMYMN);

JOJKHOCTHAS! MHCTPYKLHUS (JIOJDKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAYeHHUS Ha Bce
JOTKHOCTH);
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* TpPYAOBOM JOroBOp (C MOCIEIYIOIUM BKJIIOYEHHUEM JOINOJHUTEIbHBIX COIVIAIIEHUN K
TPYZIOBOMY JIOTOBOPY);

*  TPYIOBYIO KHUXKKY;

*  MEIUIIMHCKYIO KHUXKKY.

Pabomooamenv oghopmasem:

*  TPYIOBOH JOTOBOP B JIBYX SK3EMILIIpaX;

* TpHKa3 0 mpueMe Ha paboTy (0 MmepeMelIeHn Ha APYyrue JOHKHOCTH);

*  JUYHYIO KapTouky No T-2;

*  JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUIIpax.

Pabomooamens 3nakomum:

* ¢ HOPMAaTUBHO-IIPABOBBIMHU JIOKyMEHTaMH HIKOJBI (YcTaBoM, KOJJIEKTHBHBIM 10TOBOPOM,
[IpaBuiaMu TpyAOBOTO pacropska u Ap. JIOKaIbHBIMU aKTaMu);

*  C IOJDKHOCTHOHM MHCTPYKLMEH;

* TPOBOJUT BBOJHBIA HMHCTPYKTaX, HMHCTPYKTaXX IO OXpaHe TpyAa, HHCTPYKTaX IO
MIPOTHBOIOKAPHOU OE30MaCHOCTH.

2.4. IlepBuuHoe 0pOpMIIEHHE JTUYHOTO Jiejia MpeaycMaTpUBaeT:

* [PUCBOCHUE JMYHOMY JI€JIy HOMEpPA COIJIACHO >KYpHAJy y4deTa JIMYHBIX A€ (IpUIoKeHUe
Ne 1);

* IPOCTaBJICHUE Ha O0JIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) cieqyromux peKBU3UTOB:
UHIEKC Jena (B COOTBETCTBUM C HOMEHKJIATypod Jen  o0imeo0pa3oBaTenbHOM
OpraHu3aly;, I[OJHOE HaWMEHOBaHUE O0O0IIe00pa3oBaTeNbHON OpraHu3alud; HOMEP
JUYHOTO Jena; paMuiIns UMl OTYECTBO paOOTHHUKA B UMEHUTEIILHOM MAaJeXKe; JaThl — IO
Hayaja ¥ roJl OKOHYaHUs BEACHUS JI€J1a; KOJIMYECTBO JIMCTOB; CPOK XPAaHEHMUS;

* T[OMEIIEHHWE JOKYMEHTOB, TMOJJIeKAIIUX XPAaHEHHI0 B COCTaB€ JUYHBIX Jied, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSIS ONMKCh JOKYMEHTOB Jiena (mpuiioxenue Ne 3);

JUYHBIA JTUCTOK IO YYETY KaapoB (mpuitoskeHust Ne 6);

3asiBJICHUE O MIpHeMe Ha padoTy;

MIpHUKa3 O puemMe Ha paboTy;

TPYIOBOH JA0rOBOP;

JIOTOBOP O TOJHOW MaTepuaJbHOM OTBETCTBEHHOCTH (€CiIM padOTHHUK —
MaTepHabHO OTBETCTBEHHOE JIUIIO);

XapaKTepUCTUKU U PEKOMEHIaTeIbHbIE TUChMA;

corylacie Ha 00paboTKy NMepCOHAIbHbBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, MOMEIIEHHBIX B JIMYHOE JI€JI0, MOJIeXKAT HyMEpPallUH.

2.6. C nenbto obecreyeHus HaJuIexkalieil COXpaHHOCTH JINYHOTO JeNla MeJaroroB U COTPYIHUKOB
MBOY «Anemkun-Carmibikckasi cpefHsisi oOmieoOpazoBarenbHas IIKOJIa UMEHU JleMeHTheBa
B.C.» u ynobctBa B oOpalieHUM C HMM IpH (OPMHUPOBAHUHU JOKYMEHTHI IOMELIAIOTCS B
oTaenbHylo nanky. [Ipu yBonbHeHHH paOOTHHKA MPOIINBAIOTCS HUTKAMH U CAAIOTCS B ApXUB.

2.7. BHYTpeHHSs OMCh JOKYMEHTOB, UMEIOIIMXCS B JJMYHOM JEJIE, TOJDKHA CONEP)KATh CBEICHHUS
O TMOPSAJKOBBIX HOMEpax, HaMMEHOBAHMSIX JOKYMEHTOB Jiela, KOJMYECTBE JIMCTOB, JaTax
BKJIFOYEHHS JOKYMEHTOB B JIMUHOE JIENIO U M3BATUS U3 JIeJa, a TAKXKe KeM U3BAT JOKYMEHT U 110
KaKkoH! IpUYNHE.

2.8. BHYTpeHHsAS ONHUCh COCTaBISIETCA HAa OTJACIBHOM JIMCTE 10 YCTaHOBIIEHHOW Qopme. JIucTol
BHYTpPEHHEH OMKUCH HyMEPYIOTCS OTAETIBHO.

2.9. Ilpu noAroToBKe JWYHBIX /€] K NEpeade Ha XpaHEHHE K BHYTPEHHEW ONMCH COCTaBIISAETCS
UTOrOBAas 3aMHCh, B KOTOPOI yKa3bIBaeTCs MUPPaMU U MPOMKUCHI0 KOJIMUYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIENA.

VV VVVVVYVY

3. Ilopsaaok BeaeHMs JHYHBIX JAeq HNegaroro u corpyaHukos MBOY «AnemkuH-
Cambikckasi cpeansisi o0ueodpazoBaTebHas mKojaa umenn JlementoeBa B.C.»
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3.1. JIuunoe peno mnemaroroB U corpyaHukoB MBOY «AnemkuH-CarblKcKas CpenHss
obmeobpazoBarenbHas 1mkona uMeHu JlementreBa B.C.» Bemercs B TEUEHHME BCEro TMEpHOJa
paboTbl Kaxgoro memarora u coTpyaHuka B MBOVY  «AnemkuH-CamiblkcKas —CpenHss
obmeobpaszoBarenbHas mkojia umeHu lementeeBa B.C.».
3.2. [JlanbHelilee BEIEHUE JIMYHOIO Jiela IeJaroroB u corpyaHukoB MBOVY  «AunemkuH-
Caribikckasi cpenHss obmeodpa3zoBaTenbHas mkoia umeHu JlementoeBa B.C.» npenycmarpuBaet
MOMEIICHUE B JIETI0 TOKYMEHTOB, 00Pa3yIOIIKXCs B Tpoliecce pabodel JesiTeNbHOCTH 1 UMEIOIIHNX
3HAYEHUE JIJIS1 TPYIOBBIX OTHOILICHUH:

*  JIONOJHEHHE K JTUYHOMY JIUCTKY I10 YUYETY KaJpOB;

*  JIOTIOJHUTEIbHBIE COTJIAIIEHUS K TPYAOBOMY JOTOBOPY;

* KOIHHU NPUKA30B IO JIMYHOMY COCTaBYy, KOTOpbIE KacaroTCsl MEJaroroB M COTPYAHHUKOB

o01ieo0pa3oBaTeIbHONU OpraHu3allvy;
* OT3BIBBI JIOJDKHOCTHBIX JIMII O TIelarore W COTPYAHHKE 001meo0pa3oBaTenbHOMI
OpraHu3aluiy;

*  KOIHUHU JOKYMEHTOB O MOBBIIICHUN KBATU(DUKAIINN;

*  KOIHUU CepTU(]UKATOB, TPaAMOT;

* JIUCT — 3aBEPUTEIIb JeJla (COCTABIIAIOT IIPU Cllaye JIMYHOIO Jeia B apXUB);

*  UHBIC JOKYMEHTHI.
3.3. B nensx obecniedeHusi KOHTPOJIS 32 COXPAHHOCTHIO M aKTyalbHOCTBIO JUYHBIX Aen1 B MBOY
«AnemkuH-Carublkckast cpefHsisi obOmieoOpa3oBarenpHas mkona umenn JlementeeBa B.C.»
eXeroJHo (He nosaHee | kBapTana roja, CaeayroOLEro 3a OTYETHBIM) IPOU3BOIUTCS MPOBEPKA UX
HAJIUYUS U COCTOSIHHSL.
3.4. ExerogHyo NpoBEpKY COCTOSIHMS JIMYHBIX €Nl Ha MPEeIMET COXPAaHHOCTU BKIIIOUEHHBIX B
HEro JOKYMEHTOB MPOBOJUT CIEUUaNbHO co3laHHas komuccus. O MPOBENEHHBIX IMPOBEPKAX
JIeJIaeTCsl OTMETKA B JIUCTE O pe3yJibTaTaxX €KEroHOW MPOBEPKU COCTOSHUSA U HaJIMUUs JTUYHOTO
nena (mpumnoxxenue Ne 5) U coctaBisieTcs akT. Pe3ynbTaThl MPOBEPKU JTUYHBIX J€]1 B 00s13aTEIbHOM
MOPSIAKE JIOBOJISITCA bi (o) JHUPEKTOpPA MBOY «AnemknH-CaribIkcKas CpenHss
obmieoOpa3oBarenbHast mkona uMenu JlementoeBa B.C.y».

4. ITopsinok y4éTa M XpaHeHHUs JHMYHBIX e/ NeJaroros u corpyannkoB MbOY «AJiemikun-
Canubikckas cpeHsisi o01eo0pa3zoBare/ibHas KoJa nMeHu [lementbeBa B.C.».

4.1. Xpa"eHue W ydeT JUYHBIX A€ Nenaroro U corpyaHukoB MBOY «Anemknn-Carbikckas
cpenHss obOmieoOpa3zoBaTenbHas Iikojga uMeHH JlementeeBa B.C.» opraHusyroTcsi ¢ IeNbiO
ObICTporo M 0€30IMO0YHOr0 MOMCKA JIMYHBIX [el, 00ecreueHHs: UX COXPAaHHOCTH, a TaKKe
oOecrnieyeHns KOH(UEHIIMAIBHOCTH CBEJIEHUH, COAEpKAIUXCs B JOKYMEHTaX JUYHBIX I, OT
HECaHKLMOHUPOBAHHOTO JJOCTYTIA.

4.2. Jluunple nena coTpyAHUKOB xpaustcs B ceiipe MBOVY «Anemkua-CanbIKckass CpeaHsis
obmeoOpa3oBarenbHas mkosa uMeHu JlementoeBa B.C.y.

4.3. TpynoBble U MEIULIMHCKHE KHUKKH XPAaHATCS OTIENbHO B ceilde.

4.4. Jloctyn K JIMYHBIM JenaM IenaroroB U corpyaHukoB MBOVY «AnemxkuH-Caruiblkckas
cpenHssi oOmieoOpas3oBarenbHas mikoida uMeHU JlemeHTheBa B.C.» HMMEIOT TONBKO TUPEKTOP
MBOYVY «Anemkun-Camblkckas cpenHss oOuieoOpa3oBarenbHas HIKoJa MMEHH JleMeHTheBa
B.C.» 1mbo 3amectuTenu AUPEKTOpa TPH HCIOIHEHUH oO0s3aHHOCTEeH aupektopa MBOY
«AnemkuH-CarnibIKcKast cpeHss 001eo0pazoBaTenbHast mKkona umenu Jlementoesa B.C.y.

4.5. Cucremaru3zanus JUYHBIX J1eJ1 meAaroroB U corpyaHukoB MBOY «Anemkun-Camiblkckas
cpeanss obueodpaszoBarenbHas mkosna umeHu /lementeeBa B.C.» npousBoauTcs B angaBUTHOM
MOpSJIKE.

4.6. JIuunple nena mnenaroroB U corpyaHukoB MBOY  «Anemkus-Camibikckas CpemHss
oOmieoOpa3zoBarenbHas mkona uMeHu JlementeeBa B.C.», UMeOMUX rocyaapCcTBEHHbIE 3BaHMS,
IIPEMMHM, HArpaJpl, YUEHbIE CTENIEHU U 3BaHUS, XPAHATCS IIOCTOSHHO, a OCTaJIbHBIX COTPYJHUKOB —
75 ner ¢ roja yBOJIbHEHUS pabOTHUKA (B COOTBETCTBHU C [lepeyHeM TUIOBBIX YIPaBIEHUYECKUX
JIOKYMEHTOB).
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5. llopsinok BbIAa4YU JMYHBIX e/ BO BpeMeHHOe N0Jib30BaHue

5.1. Belgaua snnyHbIX zen (OTAENBHBIX JOKYMEHTOB B COCTAaBE JIMYHOIO JI€la) BO BPEMEHHOE
MOJIb30BaHUE MPOU3BOIUTCS ¢ pazpemieHus aupekropa MbOVY «Anemkun-CamiblKCKas CpeaHss
obmeoOpa3oBarenpHas 1mkojda uMmeHu JlementbeBa B.C.» mo 3asBnenuto corpynHuka MBOY
«AnemkuH-CarubIkcKast cpeiHas ooueoOpa3oBarenbHas mkona umenu /lementnena B.C.».

5.2. PaboTa (03HaKOMJIEHHE) C JIMYHBIMH JeJIaMH MEAaroroB U coTpyaHukoB MbOY «Anemkun-
Carmibikckasi cpeniHss oOmeodpa3zoBaTenbHas 1mkoiaa umeHu JlementeeBa B.C.» nmpousBoautcs B
pUEMHON JupekTopa. B KoHIe paboyero aHsS COBETHUK TUPEKTOpa 00s3aH yOEAUTHCS B TOM, UTO
BCE JINYHBIC JIeia, BbIAAHHBIE BO BPEMEHHOE MOJIb30BaHUE, BO3BPALICHBl HA MECTO XpPaHEHUS U
€CTb JI1 HEOOXOAUMOCTB JIJIsl IPUHATHUS MEp K UX BO3BPAIICHUIO HII PO3BICKY.

5.3. ®axT BbIIaYM JUYHOTO JAeia GUKCUPYETCsl B KOHTPOJIBHOM JKypHale.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMYHOTO J€J1a IPOU3BOJUTCS C pa3pelleHUs JUPEKTOpa
MBOY «Anemkun-Carmibikckas cpefHsisi oOmieoOpa3oBarenbHas IKOJIa UMEHU JleMeHTheBa
B.C.» ¢ odpopmienrem cootBeTcTByromIel 3anmucu B rpade «lIpuMedanue» BHyTpeHHEH ommcH.
[Ipn BpeMEHHOM H3BATUU JTOKYMEHTa Ha €ro MecTo (MEeXIy JHMCTaMU COCEIHUX TOKYMEHTOB)
BKJIaJIbIBAECTCS CIIPABKA-3aMECTUTENb C YKa3aHMEM JaThbl M NPUYMH U3BATUSA C MOJIUCHIO JIMLA,
BBIJIABILIETO JOKYMEHT, U MOAMUCHIO JTUIA, MOJIYYHUBILEr0 €ro BO BpEMEHHOE M0JIb30BaHHE.

6. OpopmiteHne TUYHBIX /11 NIepe/ cAaveil B apXuB
6.1. OdopmiteHre TUYHBIX €T I IEpeAadd B apXUB MTPOU3BOIUTCS COBETHUKOM JUPEKTOpa. JTa
Ipolelypa BKIIOYAET:

* IOALIMBKY (TEperuier) ena;

* YTOYHEHHE HyMEpaluH JUCTOB JIeNa;

* CcOCTaBJIeHUE JUCTa-3aBepurens (mpuioxenue Ne §);

* cocTaBiieHUE (YyTOUHEHHE) BHYTPEHHEH OMKCH;

* BHECCHHE YTOYHEHUH B PEKBHU3HTHI JIUIIEBOI OOJIOKKH JIea.

6.2. Jluct-3aBepurenp Jena JODKEH MOJNUCATh €ro COCTaBUTENb, INPU ITOM JIEJIAaeTCs
pacimindpoBKa JOJKHOCTH M TOJIMCH, NpOCTaBisgercs Jnata. B mporecce HCHoOIb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPUTENIE JIENAKOTCS COOTBETCTBYIOIME OTMETKH. Ecimm meno
MOAIIUTO O€3 JHMCTa-3aBEpUTEINsl, TO €ro CleAyeT HaKJIEUTh Ha BHYTPEHHIOI CTOPOHY OOJIOKKH
Jena.

6.3. C nenpio 00ecredeHnsi COXpaHHOCTH JIMYHBIX JI€]1 PpEKOMEHAYETCSI:

* 00BEeIUHATh MHAWBUIYaAJIbHBIE JIMYHbIE J€a YBOJECHHBIX COTPYJHHMKOB B OJHY OOJOXKY
(0ObEeIMHEHHOE JIENI0) C TaKUM pacdyeToM, 4ToObl 00beM jena (Toma) He mpesbiman 250
JMCTOB (ITyTe€M CLIMBKU MaTE€pHUaIOB UHIAWBUIYAJIbHBIX /€] 10 F0J1aM YBOJIbHEHNUS);

* pacrojaraTh MaTepuaybl MHAWBUIYaJbHBIX /€] B Mpezenax aena (Toma) B ajnpaBUTHOM
nopsiike (moaMuIIbHO), OTAETSS MaTepUalbl, OTHOCSIIUECS K Pa3HbIM MHIUBUAYAIbHBIM
JieriaM, YUCTBIM JIMCTOM Oymaru C yka3aHMEM Ha HeM (aMWIn{, UMEHU U OTYeCTBa
COOTBETCTBYIOLIIETO  YBOJEHHOIO TeJarora M COTpyJHHMKa 001ieo0pazoBaTeabHOM
OpraHu3aluiy;

* cHa0XaTh Kaxaoe OObEJUHEHHOE JeN0 (TOM) BHYTPEHHEH ONMUCHIO C MEPEeYHUCICHUEM
dbamMuInii, UMEH M OTYECTB W YKa3aHMEM HOMEPOB CTpaHUI], B Mpefeiax KOTOPBIX
Pacros0KeHbl COOTBETCTBYIOIINE JOKYMEHTHI.

6.4. Ilepenavya TUYHBIX J€1 B apXUB OCYIIECTBIISIETCA HE MO3JHEE TPEX JIET MOCIE 3aBEPIICHUS UX
B JIJIOTIPOU3BOICTBE B COOTBETCTBUU C rpaukomM. COBETHUKOM JUPEKTOpa MPOBEPSIETCs MOTHOTA
U MPaBWIBHOCTH MOJATOTOBKH JIMUHBIX JI€Nl K repeaaye. BrIsBiIeHHbIE pU NMPOBEPKE HEJOCTATKU
YCTPaHSIOTCS COBETHUKOM aupekropa. llepenaua u mnpuem mnpousBOAATCS 1O ONHMCH C
MPOCTAHOBKOM OTMETOK O HAJIMYMH JIMYHBIX JIEJI.

6.5. Jlnunele nena mnenaroroB M corpyaHukoB MBOY «Anemkun-Camiblkckas cpeasss
obmeobpaszoBarenbHas mkosia umeHu JlementreBa B.C.», 3akOHUEHHBIE AEIOMPOU3BOACTBOM 0 1
auBapss 2003 roma, xpanarca 75 ner, nocine 1 suBaps 2003 roga — 50 ner. Jluunbele nena
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mupektopa MBOVY  «AnemkuH-Cariblkckas cpenHsis oOuieoOpazoBaTeibHas IIKOJIA HMEHHU
HementreBa B.C.» UMEIOT MOCTOSIHHBIN CPOK XpPAHEHUS.

7. OTBETCTBEHHOCTD
7.1. Henarorn u corpyanuku MBOY «Anemkun-Caruiblkckasi cpefssis oOmeodpazoBaTeabHast
mkona umeHu JlementbeBa B.C.» 00s3aHbI CBOEBPEMEHHO INPEACTAaBIIATh COBETHUKY IUPEKTOpa
CBEICHUSI 00 U3MEHEHHUHU B IIEPCOHANIBHBIX JJAHHBIX, BKIIFOUEHHBIX B COCTAB JMYHOTI'O JIEJIa.
7.2. Paboronaresnb 00eCIIeYnBacT:
* COXpPaHHOCTb JMYHBIX JeN neaaroroB u coTpyaHukoB MBOVY «Anemxkun-Carblkckas
cpeaHss oOuieodpa3oBarenbHas mKona umeHu Jlementoesa B.C.»;
*  KOH(QHIEHIMAJIHHOCTh CBEJCHHUH, COICPKALUIMXCS B JIMYHBIX JIeNax IEeJaroroB M
COTPY/IHUKOB.

8. IIpaBa paGoronaresisi u paboTHHKA
8.1. Jlns oOecrmeyeHHs 3alIUTHl MEPCOHANBHBIX JAHHBIX, KOTOPbIE XPAHATCA B JIMYHBIX Jelax
MeJaroroB U COTPYAHUKOB 0011e00pa30BaTeIbHON OpraHU3ally, MeJaroru u corpyaauku MbOY
«AnemkuH-CarublkcKast cpefHsisi oOmeoOpa3oBarenpHas Iikona uMmeHu JlementeeBa B.C.»
HUMEIOT MIPaBo:
* TOJYYHTH MOJHYIO HWH(GOPMAIMIO O CBOUX IEPCOHAIBHBIX JAHHBIX M 00pabOTKe STHX
JTAaHHBIX;
*  IOJIy4UTb CBOOOIHBIN JOCTYIl K CBOUM IEPCOHAIBHBIM JaHHBIM;
* MOJIyYUTb KOMHU JOKYMEHTOB, XpaHSIIUECS B IUYHOM JIelie U COJIeprKalllie MepCOHATbHBIC
JTaHHBbIE.
* TpeOoBaTh UCKIIOUYECHUS WM UCIIPABJICHUS HEBEPHBIX M HETIOJIHBIX EPCOHABHBIX JAHHBIX.
8.2. Paboronarenb uMmeeT mnpaso:
* 00pabarbIBaTh MEpPCOHANbHBIC aHHBIE MEAAroroB U coTpyaHukoB MBOY «Anenkus-
Camtbikckasi cpenusst o0meoOpa3oBaTenbpHas mkosia umenu JlementeeBa B.C.», B Tom
YHCIIe ¥ HA AIEKTPOHHBIX HOCUTEIIAX;
* 3aMpoCHTh OT TemaroroB u coTrpyaHukoB MBOY «Anemkun-CaniblKCKas CpeIxHsst
obmeoOpa3oBarenbHas mkoida uMeHu JlementbeBa B.C.» Bclo  HeoOXOoAMMYyIO
MH(}OPMALIKIO [Tl BEJIEHUS JIMYHBIX J1e7 U 00paOOTKU NEPCOHAIBHBIX JaHHBIX.

9. 3ak/II04YUTE/IbHBIEC 10JI0KEHUS

9.1. Hacrosiiee [lonoskeHue o mopsjike BeAEHUS JTUYHBIX /1€ paOOTHUKOB SIBJISETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKTOM, NpUHUMaeTcsa Ha [legarornueckom coBeTe IIKOJBI U yTBepxkaaercsa (inbo
BBOAUTCS B JedcTBUe) mnpukazoMm gupektopa MBOY  «AnemkuH-CaruiblkcKas —CpegHss
oOmeodpaszoBarenbHas mkojia umenu [lementoeBa B.C.».

9.2. Bce u3MeHeHUs U JOINOJHEHMs, BHOCHMble B Hacrosuiee I[lonoxenue, odpopmisiorcs B
MMCbMEHHOW (QopMe B COOTBETCTBUM JIEHCTBYIOIIMM 3aKOHOJaTelbcTBOM Poccuiickoit
denepanuu.

9.3. Ilonoxenue o MOpsiAKE BEAEHUS JUYHBIX el pabOTHUKOB 00Opa30BaTEIbHOW OpraHU3aluu
IIPUHMMAETCS Ha HEONpENENEeHHbI cpok. M3meHeHns wu nononHeHuss K IlonoxeHuro
MIPUHUMAIOTCS B IOPAJIKE, MpeycMoTpeHHoM 11.9.1. Hactosmero [lonoxenus.

9.4. Ilocne npunsarus IlonoxeHus (WM U3MEHEHUH M JONOJIHEHMH OTIENbHBIX IYHKTOB U
pa3esioB) B HOBOM peJakliiy IpeablIylas peJakiiisg aBTOMaTHUYeCKH yTpauuBaeT CUITy.
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[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHMUS

JMYHBIX JIe]1 pa0OTHUKOB
>KypHaJ'I y4ucTa JIMYHbIX ACII
Ne Hata ®Qamumus, | Tabems- | JomxrocTs | CTpyKTyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
II | HUA JIMYHOIO | OTYECTBO HOMED cus, nozapasze- IpHUKas3a IIpUKa3a
zena negarora u crenualb- JICHUE (pacnops- (pacnops-
COTpYIHHUKA HOCTB) JKCHHS) O JKEHHS) O
nezarora u IIpueMe NpeKpaie-
COTpYHHUKA nezarora u HUU
COTpyAHHUKa | (pacTopke-
Ha paboTy HUH)
TPYI0BOIO
JI0roBopa ¢
IeJaroroM u
COTPYIHUKOM
(yBonBHE-
HUN)
1 2 3 4 5 6 7 8 9
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[Ipunoxxenne Ne2
K TIOJIOKEHHUIO O TOPS/IKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

O0J107KKa JIMYHOTO Jeia

Donxg Ne

Onuce Ne

Jeno Ne

WNupexc nena

(Ha3BaHHE 00PA30BATEILHON OPraHU3ALIIH)

JIMYHOE JEJIO Ne

(3aroyioBOK Jiena)

JlaTta Hayada

Jlata okoHUaHUs

Ha JIUCTAaX
XpaHuTh et
®ong Ne
Omnuck Ne
Jemo Ne
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BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

[Mpunosxenne Ne3

K ITOJIOKCHHUIO O MMOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
H/H JOKYMCHTAa AOKYMCHTa AOKYMCHTa JIUCTOB
aeciia
Hroro: JAOKYMCHTOB
(uudpamMu 1 IPOIHCHIO)
KonnyecTBo IMCTOB BHYTPEHHEN ONMCHU
(uudpamu ¥ MPOIHCHIO)
OTBETCTBEHHBIH 3a
KaJIpOBBIN y4eT:
(momnuck)
« » 202 roma
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©.1.0.

[Ipunoxxenne Ned
K TIOJIOKEHHUIO O TOPSIKE BEICHUS
JIMYHBIX JIe]1 pabOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakoMIIEHUS Tiearora Iloamnucek nemarora u OTMeTKH, TpUMeYaHus,
" COTPpYAHUKA C JIMYHBIM COTpYAHHKA 3aMCcYaHUus
JACIIOM
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ITpunoxxenune No5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e;KeroaHoii MpPOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JInganoe nemo Ne

[aTta npoBepku

d.N.0. unenosn
KOMHCCUU

Iloanucu yjieHOB
KOMUCCHUU

Pesynbprar nposepku
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[Ipunoxxenne Ne6

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OCJT paGOTHI/IKOB

JIMYHBIN JJUCTOK 10 y4eTy KaJpoB

1. ®amunus

Nmsa OT4ecTBO

2. Ion

3. Tox, umciio U MecsI POKIACHUS

4. MecTo poxKIeHUs

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

5. I'paxnancTBO

6. O6pazoBanue

HasBanue DakynbTeT l'on l'on Ecnu ne Kakyro
yueOHOro 5030 IOCTYIUIEHUS | OKOHYAHUSA | OKOHYWJI, TO | CIIELIUAIbHOCTD
3aBEACHUS U €T0 OTZCIICHUE I yXOJ1a C KaKoro MOJIYYHJI B
MECTOHAXO0KICHUE Kypca ymesn pesynbTare
OKOHYaHUS
y4eOHOTo
3aBEACHUS,
ykazatb Ne
JUIIIOMAa UIU
YIOCTOBEPEHUS
7. KakuMH HHOCTPAHHBIMU SI3bIKAMH BIIAJIEETE
(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)
8. Yuenas cTeneHp, yueHOE 3BaHHE
9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS
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10. Brmmonusiemass paboTa ¢ Havaja TPYJOBOH JAeATENbHOCTH (BKJIIOYass yyeOy B BBICIIUX H
CPEIHHUX CIEeNUATbHBIX YYEOHBIX 3aBEICHUSX, BOCHHYIO CIIYKO0Y 1 paboTy IO COBMECTUTEILCTBY)

Mecsu u rox JIOJKHOCTB C YKa3aHUEM YUpeXKIeHUS, MecToHaxoxaeHue
HOCTYIUICHUS yxoJa OpraHM3alMy, IPEAPUATHS, a TAKKE yUpeKACHUs,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIIPUATHS

11. IlpeOniBanue 3a rpanuiieii (padora, ciy:keOHasi KOMaHIMPOBKa, MOE3/IKa C JIeJeranuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKoro 10 KaKoe IpaHuLei
BPEMEHU BpEMsI

12. Yyactue B BEIOOPHBIX OpraHax

MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauectBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHbBIC HArpaIbl

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM OOS3aHHOCTIM M BOMHCKOE 3BaHUE

CocraB Pon Botick

(KOMaHJHBIN, MOJTUTHYECKUH, aIMUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3aIlI0OJIHCHUS JIMYHOTO JINCTKA

(4IIeHBI CEeMBH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEMIAaTh 000 BCEX U3MEHEHUSX JAHHBIX, BKIIOYCHHBIX B JTUYHBII
JIUCTOK T10 Y4YeTy KaJpOB.

« » 202  rona
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[Tpunoxxenue No7
K TIOJIOKEHHUIO O TIOPS/IKE BEACHUS
JUYHBIX JIe]T paOOTHUKOB

AHKETA

damunusa

Nmsa

OT4ecTBO

Jata poxxneHus

1. I'paxkmaHCcTBO (€CIIM M3MEHSUIA, TO YKaXKHUTE,
KOTJIa ¥ 10 KaKOW MpUYnHE)

2. OOpa3zoBaHme, ydeHas CTENEHb (Korma u
Kakue ydeOHbIe 3aBEJCHHS OKOHYMIM, HOMEpa
autuioMoB). CHeUMaibHOCTh M KBATH(DHUKAIISL
0 TUTIOMY

3. KakumMu MHOCTPAaHHBIMH SI3bIKAMU ¥ SI3bIKAMU
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
Kakoi  cremeHW  (YMTaeTe WU MOXKETE
0O0BSCHSTHCS, BIaJeeTe CBOOOIHO)

4. BeimonHsiemMas padoTta ¢ Hadalla TPYJI0BOU JIEATEIHbHOCTH (BKIIIOYAsi BOCHHYIO CITY»)O0Yy U paboTy
110 COBMECTHUTEIILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MectoHaxoxaeHne
MOCTYILJICHUS yxoja OpraHM3alu, IPEAPHUATHS, a TAKKE YUpEKICHUS,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
MpEANPUITUS

5. Bamm Onmu3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)
Crenenp damunus, UM, I'on Mecto paboTsl, Anpec mecta
poJcCTBa OTYECTBO POXKJICHUS JIOJDKHOCTB KUTEJIbCTBA

6. Jlomanauii agpec u HoMep TenaeoHa

7. IlaciopT WM JOKYMEHT, €ro 3aMEHSOIINI

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)
8. I[OHOJIHI/ITGHBHBIC CBCACHUA, KOTOPBIC BrI xxenaere COO6H.[I/ITB 0 cebe

10. Ha xaxoi1 ypoBeHs 3apruaTel Bel paccuntsiBaere?

« » 202  ropa
(IOJDKHOCTH OTBETCTBEHHOT'O 33 KaIPOBBIH yUeT) (moamucs) (pacmupoBKa MOIINCH)
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[Mpunosxxenne Ne8
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 pabOTHUKOB

JIMCT-3ABEPUTEJIb
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meJsa Ne
B nene npomnto U npoHyMeEpPOBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCJIE:
JINTEPHbIE HOMEPA JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ JINCTOB BHYTPEHHEW OMKUCHU JINCTOB
OcobeHHOCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIM y4eT
(moamuce) (pacuidpoBKa MOIIHUCH)
« » 202 ronma
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Jluct cornacoBaHus k gokymeHTy Ne 109 ot 30.10.2024
WHuumatop cornacoBanuna: Xanuynnos M.3.
CornacoBanune nHngumnposaro: 30.10.2024 11:55

Jluct cornacoBaHus Twvin cornacoBaHusa: nocnegoBaTesibHOe
N° (0] [e] Cpok cornacoBaHus Pe3ynbTaT cornacoBaHus 3ameyvaHus
iMopnucaHo

1 Xanwynnos M.3. 30.10.2024 - 11:56
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