IIPUHSATO:
Ha IlemarornueckomMm coBeTe

MKOYVY «Morunesckas COLI um.H.Y.A3uzoBa»
[Tpotokon Ne 1 ot 27.08.2022r

IHouoxxenue
0 MOpsi/iIKe BeJAeHUsI JJUYHBIX €]l pA00THUKOB
MKOY «Mormjaesckasg COII um.H.Y.A3uzoBa»

1. O01ue moJ10KeHuA

1.1. Hacrosimmee IlonoxkeHue o TOpSAKE BEACHUS JMYHBIX JIeJ PaOOTHUKOB OpTraHU3AIWH,
OCYUIIECTBIISIONMIEH  00pa3oBaTeNbHYI0  JESATEIbHOCTh, pa3pabOTaHO B  COOTBETCTBUU  C
®denepanbHbIM 3aKkoHOM Ne 273-D3 ot 29.12.2012 «O06 obpa3zoBanun B Poccuiickoit deneparum»
¢ u3MeHeHusiMu Ha 16 ampensa 2022 rona, denepanbHbiM 3aKoHOM 0T 27.07.2006 Ne 152 «O
MEPCOHANIBHBIX JaHHBIX» C W3MeHeHusMH Ha 2 wuioas 2021 roma, Ykaszom IlpesumeHta ot
30.05.2005 Ne 609 «O6 yrBepxxkaeHnn [lomokeHHst O IEPCOHANBHBIX JaHHBIX TOCYIapPCTBEHHOTO
ciyxamero Poccuiickoit ®@enepanuu U BeACHHH €ro JWYHOro aenay», TpymoBbeiM Koaexcom
Poccuiickoit @enepanun, KomnexktuBHbiM oroBopoMm, YcraBom MKOV «Morunesckas COIIL
uM.H.V.A3u30Ba», ocyliecTBIAIONMIEH 00pa30BaTeIbHYIO NESTEIbHOCTD.

Jannoe IlonmoxeHue ompenensier MOPSIOK BEICHUS JIMYHBIX JIeJ IEeJaroroB M HHBIX
COTPYIHUKOB U paOOTHUKOB IIKOJIbI, OMpeeseT NopsSAoK (OopMUpOBaHUS, YUe€Ta U XpaHEHHs,
BBIJIAYY JIMYHBIX JICTT BO BPEMEHHOE IT0JIb30BAHKE, 4 TAK)KE OTBETCTBEHHOCTD, ITpaBa pAOOTHUKOB U
JTUPEKTOpa 00pa30BaTEIIbHOM OpPraHU3aIUH.

1.3. Hacrosimiee IlomoskeHue yTBep)KIaeTCsl MPUKA30M IO MIKOJIE U SBISETCS 00S3aTEIbHBIM IS
BCEX KaTeropuii MeAarorn4eckux u APYyrux COTPYAHUKOB IITKOJIBI.

1.4. Benenue NMUYHBIX JIeNT MEAAroroB M COTPYJAHHKOB ITKOJIBI BO3JIAaracTcs Ha CICIHAIUCTA IO
KaJl[paM OpraHu3alliu, OCYIECTBISIONIeH 00pa30BaTENbHYIO ASSITENbHOCTD.

1.5. JluyHO€ Ne0 — OCHOBHOM JOKYMEHT IMEPCOHATBHOTO YUeTa, COACepKAIIUi HanboJee MOJHbIe
CBEICHHsI 0 pabOTHHKE 00pa30BaTENbHOM OpraHU3aIlui U €T0 TPYIOBOH AesITenbHOCTH. B mudHOe
JICJIO BHOCSATCSI CBEJICHHS, CBSI3aHHBIC C TIOCTYIICHUEM Ha PabOTy U YBOJIHHCHHUEM.

1.6. Cenenusi, cogepxaiuecs B JIMYHOM JeNe, OTHOCATCSA K KOHGUACHIIMAIbHOW HH(OpMALINH,
MMEIOT OTPAHMYEHHBIN JOCTYIT U PA3TIIAIICHUIO HE TIOJ[JICKAT.

1.7. JInuanoe neno BeAeTcs B T€YSHHE BCEro mepruoja padoTsel paboTHHKA.

1.8. BeneHrne HECKOJIBKUX JIMYHBIX I OJHOTO pa0OTHUKA OOpa30BaTEIbHOUN OpraHHW3aliH HE
JIOTTYCKAETCsI.

2. llopsinok (popMuUpPOBAHUS JIMYHBIX e/ COTPYIHHKOB
2.1. ®opmupoBaHHWE JIMYHOTO [ieJa TEJaroroB W COTPYAHUKOB o00IIe00pa3oBaTenbHON
OpraHu3ali TPOM3BOIUTCS HEMOCPEACTBEHHO IOociie IpHeMa B 00I1e00pa3oBaTebHYIO
OpraHM3alli0 WM T[epeBoja IeJaroroB M COTPYIHUKOB U3 Jpyroil oOpa3oBaTelbHOMN
OpraHu3alyHu.
2.2. B COOTBETCTBHH C HOPMAaTUBHBIMHU TOKYMEHTAMHU B JIMYHBIC JIeja MEAaroroB ¥ COTPYIHUKOB
OpraHu3alfK, OCYIIECTBISIOMEH 00pa30BaTENbHYIO AEATENbHOCTb, BKJIAIbIBAIOTCS CIEIYIOIINE
JOKYMEHTBI:
s nedazoeos:

* 3asBJICHUE O NpUeMe Ha paboTy;

* 3asBJICHME O COIJIACHH HA 00pabOTKY MEPCOHATIBHBIX JAaHHBIX I1€Jarora;

* ChpaBKa O HAIMYUHU (OTCYTCTBHH) CYJMMOCTH U (MJH) (aKkTa yroJOBHOTO MpECiieI0BaHuUs,

BBIJJAHHOTO COOTBETCTBYIOIIMM OPIaHOM IPABOIOPSIKA,;



aBTOOHOTpadus;

KOIIHSI TacTIOpTa I MHOTO JJOKYMEHTA, YIOCTOBEPSIOIIETO JIMYHOCTE;

KOIIHSI CTPAXxOBOT'0 CBUCTENILCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIHSI MACHTU(PUKAIMOHHOTO HOMEPA HAJIOTOILIATEIbIINKA;

KOs JOKYMEHTa BOMHCKOTO yueTa (IUIsi BOGHHOOOS3aHHBIX );

KOITHsI CBUIETEIIBCTBA O 3aKIIOUEHUN Opaka (IIpu HAJTMIuN ),

KOIIHSI CBUETENIBCTBA O POXKICHUU JeTel (IIpU HATUYUH);

KOITMH JIOKYMEHTOB 00 00pa30oBaHUMU;

KOITUU JIOKYMEHTOB O KBaTH(UKAINU WA HATHYUE CTICIUATBHBIX 3HAHUH (MIPU HATNYHH);
KOITMH aTTeCTAIIMOHHBIX JTUCTOB (TIPHU HAJIMYHUH);

KOIIUU JIOKYMEHTOB O HarpaKAeHUH (IIpU HAJIUYUN);

XapaKTEPUCTUKU, PEKOMEHAATEIIbHBIC THChMa (TTPH HATUYHWH );

IpUKa3 o mpueme Ha padory;

MpUKa3 O MePEeBOIC HA MHYIO TOJDKHOCTH (TIPH HAJTMYHUH);

JOJDKHOCTHAS MHCTPYKUUS (AOHKHOCTHBIE MHCTPYKIIMM C MOMEHTA HA3HAUEHUS Ha BCE
JOJKHOCTH ),

TPYIOBOM JOTOBOP (C TOCIEAYIONIUM BKJIIOYEHHUEM JIOMOJHUTEIBHBIX COIJIAICHUH K
TPYJIOBOMY JIOTOBODY);

TPYJIOBYIO KHIKKY;

MEIUIIMHCKYIO KHIDKKY.

s pabomuukos:

3asiBJICHUE O MpUeMe Ha paboTy;

3asBJICHUE O COTJIACUU Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX MEJarora;

CrpaBKa O HAIWYUU (OTCYTCTBHH) CYIUMOCTH M (WiK) (aKTa yroJOBHOTO MPECIICAOBAHNS,
BBIJIAHHOT'O COOTBETCTBYIOLLIMM OPI'aHOM MPaBONOPSAKA,

aBroounorpadus;

KOIUS AacopTa UM UHOTO TOKYMEHTA, YI0CTOBEPSIOLIET0 JIUUYHOCTD;

KOIIMSI CTPaXxOBOTO CBUJIETEIHCTBA IEHCHOHHOTO CTPAaXOBaHUS;

KOIUS UACHTU(DUKAIIMOHHOTO HOMEPA HAJIOT OIIaTeNbIIHNKA;

KOIMs TOKYMEHTa BOMHCKOTO y4eTa (111 BOGHHOOOSI3aHHbIX);

KOIUSI CBUJETENHCTBA O 3aKJIFOUEHUH Opaka (Ipu HaJIM4YKH);

KOIIMS CBUJETEIBCTBA O POXKJIECHUM JeTel (MPH HATUYKH);

KOIIMH JIOKYMEHTOB 00 00pa3oBaHUY;

KOIIMH JJOKYMEHTOB O HarpaxJeHUH (Ipy HAJIMYUK);

XapaKTePUCTHKH, PEKOMEH IaTeIIbHbIE TChMa (TP HAJIMYHN );

IpUKa3 o mpueMe Ha padory;

MIPHUKa3 O NMEePEBOJIe HAa UHYIO JOKHOCTD (IIPH HATTUYHH);

JIOJDKHOCTHAsT MHCTPYKLHMS (JOJPKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HA4YeHHUs Ha Bce
JOJKHOCTH);

TPYAOBOM JOTOBOp (C TMOCIEAYIONIMM BKJIIOYEHHEM JOMOJHHUTENbHBIX COIJIAIIEHUN K
TPYJIOBOMY JIOTOBODPY);

TPYAOBYIO KHIXKKY;

MEIUIUHCKYIO0 KHUXKKY.

Pabomooamenv oghopmnsem:

TPYAOBOM JJOTOBOP B IBYX IK3EMIUISIpax;

MpUKa3 o mpueMe Ha padoTy (0 mepeMeIleHuH Ha APYyTrue JOKHOCTH);
JTMYHY0 KapTouky Ne T-2;

JOJDKHOCTHYIO HHCTPYKLIMIO B ABYX 9K3EMIUISIpax.

Pabomooamenwv 3nakomum:

C HOPMATHBHO-TIPABOBBIMU JOKYMEHTaMH IIKOJbI (YcTaBoM, KOMIEeKTUBHBIM JOTOBOPOM,
[IpaBunaMu TpyI0BOTO paCTIOPSAIKA U JP. TOKATLHBIMH aKTaMH);
C JOJDKHOCTHOW MHCTPYKLUEH;



* TPOBOIUT BBOJHBIA HMHCTPYKT@X, WHCTPYKTaX II0 OXpaHE TpPyAa, MHCTPYKTAX IO
MIPOTUBOMNOXKAPHOI 0€30MacHOCTH.

2.4. llepBuuHoe o(hopMIIEHHE TUIHOTO JeJIa MPETyCMaTPUBALT:

* PUCBOCHUE JHUYHOMY JIeNTy HOMEpPaA COIJIACHO KYpHANly Y4eTa JIMYHBIX Ael (MPUIOKEHHE
Ne 1);

* MpoCTaBlEHHE Ha OOJIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) cieqyomux peKBU3UTOB:
MHJEKC Jeina (B COOTBETCTBUM C HOMEHKJIATypoill jJen  oOmieoOpa3oBaTesbHON
OpraHu3aliy; II0JIHOE HauMEHOBaHUE 00I11e00pa3oBaTEIbHON OpraHu3alud; HOMEP
JUYHOTO Aena; GpaMuins UMsi OTYECTBO pabOTHHKA B MMEHUTEILHOM IaJeKe; NaThl — TOJ
Hayaja ¥ roJl OKOHYaHUS BEJICHUS JIe)1a; KOJIMYECTBO JIUCTOB; CPOK XPaHECHHUS,

* IIOMEIIEHHE JOKYMEHTOB, MOJUIEXKAIIUX XPAHEHUID B COCTaBE JMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIIKE:

BHYTPEHHSIS1 OMCh JOKYMEHTOB Jiena (npuiioxkenue Ne 3);

JIUYHBIA JIUCTOK IO YYETY KaapoB (MpuitoskeHust Ne 6);

3asiBJIEHUE O IIpUEME Ha paloTy;

MIPHUKa3 O puemMe Ha pabdoTy;

TPyZOBOM JAOTOBOP;

JIOTOBOP O TOJHOW MaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIUILIO);

XapaKTePUCTHKU U PEKOMEH IaTeNIbHbIE MIChMA;

coryiacrie Ha 00paboTKy NMepCOHATBHBIX JAHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIIEHHBIX B JIMYHOE JIENI0, MOAJIeKAT HyMepaluu.

2.6. C menpio obecrieyeHusT HaUIeKAIeH COXPaHHOCTH JIMYHOTO Jiejia MeIaroroB U COTPYTHUKOB
o01ieo0pa3oBaTenbHOW OpraHM3ali U yJ0OCTBa B OOpalleHHMH ¢ HUM OpH (HOPMHUPOBAHHH
JOKYMEHTBl IOMELIAIOTCS B OTAENbHYI0 mnanky. [Ipu yBojibHEeHUMM pabOTHUKA MIPOIIMBAOTCS
HUTKaMU U C/Ial0TCS B apXUB.

2.7. BHyTpeHHss onMCh JOKYMEHTOB, UMEIOIIMXCS B JIMUHOM JIeJie, TOJIKHA COJIePIKaTh CBEICHUS
O TOpPSIKOBBIX HOMEpaxX, HAUMEHOBAaHUAX JOKYMEHTOB JleNla, KOJMYEeCTBE JIMCTOB, JlaTax
BKJIFOUEHUSI JJOKYMEHTOB B JINYHOE JEJI0 U U3bATUS U3 JIeNa, a TAKXKE KeM U3bIT JOKYMEHT U 10
KaKoH IIpUYUHE.

2.8. BHyTpeHHsIsI ONUCh COCTaBIISIETCS HA OTAEIBHOM JIMCTE M0 YCTaHOBIEHHOW (opme. JIMCTbI
BHYTPEHHEHN ONNCU HYMEPYIOTCS OTAEIBHO.

2.9. Ilpu moAroToBKe JIMYHBIX /€] K Nepe/laye Ha XpaHEHWE K BHYTPEHHEW OMUCH COCTaBIISETCS
UTOrOBasl 3aIUCh, B KOTOPOH yKa3bIBaeTcs HU(PPaMU U NPOMHCHIO KOJIMYECTBO BKIOUYEHHBIX B Hee
JOKYMEHTOB M KOJIMYECTBO JINCTOB JIETIa.

YV VVVVVY

3. Tlopsinoxk BeaeHHsl JHUYHBIX /e TeAaroroB M COTPYAHUKOB OpraHu3amuu,
ocyuiecTBIsAIOLIEeH 00pa30oBaTeIbHYIO 1eATeIbHOCTD
3.1. JluuHoe neno memaroroB W COTPYAHUKOB O00IIE00pa30oBaTEIHbHOM OpraHU3aIliu BEICTCS B
TEUEHHE BCEro IMepuoia paboThl KaXAOTro Ienarora U COTpyIHHMKA B 00Iieo0pa3zoBaTeilbHOMN
OpTaHU3aIH.
3.2. JlanbHeiimee BeJeHHME JUYHOTO Jeja MENaroroB U COTPYIHUKOB 00I1e00pa3zoBaTeIbHON
OpraHu3aly TPEeAyCMAaTPUBACT IOMEIIEHHE B JeJI0 JOKYMEHTOB, OOpa3yroIIUXcs B IpoIecce
pabodeii IesSTENbHOCTH U UMEIONUX 3HAUYEHUE JIJISl TPYIOBBIX OTHOIIICHHIA:
*  JIONOJIHEHHUE K JIMYHOMY JIMCTKY 110 Y4ETY KaJpOB;
*  JIOTIOJHHUTEIbHBIC COTJIANIEHUS K TPYZOBOMY JOTOBOPY;
* KONHH TIPUKA30B IO JIMYHOMY COCTaBY, KOTOpPBIE KacaroTCs MEJaroroB M COTPYIHUKOB
00111e00pa30BaTEIbHON OpraHn3aluy;
* OT3BIBBI JOJKHOCTHBIX JIMII O TIelarore W COTPYAHUKE 00I1eo0pa3oBaTeabHOM
OpraHH3aIi;
*  KOIHHU JOKYMEHTOB O MOBBIIIEHUN KBaTU(UKALINN;
*  KOIHUU CepTU(UKATOB, TPAMOT;



* JIUCT — 3aBEpUTEb Jiea (COCTABISIOT MPH CAa4e JIUYHOTO Jejia B apXUB);

*  HHBIC JOKYMCHTHL.
3.3. B memsax obecriedeHusi KOHTPOJS 32 COXPAHHOCTBIO W aKTYaJIbHOCTBIO JIMYHBIX J€T B
001eo0pa3oBaTeIbHON OpraHu3alnuy eXeroJHo (He mo3zaHee | kBaprana roja, cieayrOIIEro 3a
OTYETHBIM) TIPOU3BOJIUTCS MIPOBEPKA UX HATHYHS U COCTOSHUSL.
3.4. ExeroJHyro NMpOBEPKY COCTOSHMS JMYHBIX /e Ha NMPEIMET COXPAaHHOCTH BKIIOYEHHBIX B
HEro JOKYMEHTOB MIPOBOJIUT CHEUMATBbHO co3laHHas Komuccuss. O TpOBENEHHBIX NPOBEPKax
JieTaeTcsl OTMETKA B JIUCTE O Pe3yNbTaTax €XEroJAHOW MPOBEPKU COCTOSHUS W HAJIMYMS JIMYHOTO
nena (mpunoxenue Ne 5) u cocTaBisieTcs akT. Pe3yiabTaThl MIPOBEPKH JTUYHBIX JIe]T B 0053aTEIIbHOM
HOPSIZIKE TOBOASATCS IO AUPEKTOpa 00I1e00pa3oBaTeIbHON OpraHu3alyy.

4. Tlopsaok y4éra M XpaHeHHs JHYHBIX JieJl MeJaroroB M COTPYAHHKOB OpPraHU3alnuu,
ocyllecTBJIsIONIEH 00pa30BaTeIbHYIO 1eATeJbHOCTD.

4.1. XpaHeHue M y4eT JHYHBIX JIeJ TEeJaroroB U COTPYIHUKOB OpPTaHU3aIl|K, OCYIIECTBIISIONMICH
00pa3oBaTEeNbHYIO JIEATEIHHOCTh, OPTAHU3YIOTCS C IENIbI0 OBICTPOrO U 0€30IMO0YHOTO TOUCKa
JUYHBIX 77, OOCECIICYCHHUS WX COXPAHHOCTH, a TaKXke OOecrnedeHus KOH(MUICHIIMAILHOCTH
CBCI[@HI/Iﬁ, CoACpIKAIMXCA B JOKYMCHTAaX JIMYHBIX JCJI, OT HCCAHKIIUOHUPOBAHHOI'O JOCTYIIA.

4.2. JlnuHble 1ena COTPYAHUKOB XpaHsTCs B cerie 0011eo0pa3oBaTesIbHOM OPraHUu3aIiH.

4.3. TpynoBble M MEAUIIMHCKNE KHIKKH XPaHITCSA OTIEIBHO B ceide.

4.4. JlocTyn K JUYHBIM JiejlaM TIeIaroroB M COTPYAHHUKOB 0O0IIe00pa3oBaTebHON OpraHu3aluu
UMEIOT TOJBKO CEKpEeTapb, CIEHUAIUCT IO KaapaM, AHPEKTOp 00meoOpa3oBaTeIbHON
opraHuzanu JiM0O 3aMECTHTEIH JUPEKTOpa IPU HUCIOJIHEHUH OO0S3aHHOCTEH JIUPEKTOpa
001eo0pa3oBaTeIbHON OPTaHU3AIHH.

4.5. Cucremarm3anus JIMYHBIX JIeJ [€JarOroB M COTPYJHHKOB 00IIe00pa3oBaTeIbHOMN
opranu3auvu MMpOrU3BOJUTCA B aﬂ(baBI/ITHOM IMOpAaKE.

4.6. JlnuHble Aena MeJaroroB M COTPYIHHKOB OO0IIE0Opa30BaTEbHONW OpPraHU3alluU, UMEIOIIHX
roCcyaapCTBCHHBIC 3BaHHA, IPEMUH, HArpaabl, YUCHBIC CTCIICHU U 3BaAHH, XPAHATCA IMOCTOAHHO, a
OCTaJbHBIX COTPYAHHKOB — 75 JEeT ¢ roja yBOoJbHEeHHs paboTHUKA (B cooTBeTCTBUH C [lepeunem
TUIOBBIX YIIPABIEHYECKUX IOKYMEHTOB).

5. Iops10K BhIIa4YM JJUYHBIX /1eJ1 BO BpeMEHHOe M0JIb30BaHue

5.1. Bbigaua auuHBIX Jen (OTIENBHBIX JIOKYMEHTOB B COCTaBe JIMYHOIO Jeja) BO BPEMEHHOE
M0JIb30BAaHHUE TPOU3BOJUTCS C Pa3pelIeHus] JUPEKTopa 00Ieo0pa3oBaTeIbHON OpPraHU3alUH O
3asBJICHUIO COTPYIHHMKA OpraHU3allli, OCYIIECTBISIOEH 00pa30BaTeIbHYIO 1EATEIbHOCTb.

5.2. Pabora (03HakOMJIEHME) C JIMYHBIMU JI€JJaMH  [€JaroroB 1  COTPYIHUKOB
00111e00pa30BaTeNIbHON OpraHU3aluy MPOU3BOJIUTCA B NMPUEMHON qupekTopa. B koHue pabodero
AHA CCKPETaph WIIH CICHUAIHMCT IO KaJapaM 00s3aHa Y6GHI/ITI>C$I B TOM, 4UTO BCC JIMYHBIC JCJIa,
BbIIaHHBIE BO BPEMEHHOE II0JIb30BaHHE, BO3BpAlllEHbl HA MECTO XpaHEHHS M €CTh JIH
HeO6XOHI/IMOCTB JJI IIPUHATHUSA MEP K UX BO3BPAIICHHUIO UJIU PO3BICKY.

5.3. @aKT BbIIa4YM JIUYHOTO Jiea (PUKCUPYETCs B KOHTPOJIBHOM JKypHaJIe.

5.4. VI3psaTHE OTAETBHBIX JOKYMEHTOB M3 JIMYHOTO Jieia TIPOU3BOJMUTCS C PA3pelICHHs TUPEKTOpa
o01meo0pa3oBaTeibHOM  OpraHu3aluu ¢ Oo(GOpMIIEHHEM COOTBETCTBYIOLIEH 3amucu B Tpade
«[Ipumeuanue» BHyTpeHHel onucH. [Ipu BpeMEHHOM H3BATHH JTIOKYMEHTa Ha €ro MecTO (MEXIYy
JUCTaMU COCETHHX JOKYMEHTOB) BKJIAJbIBAETCS CIIpaBKa-3aMECTUTENb C YyKa3aHHEM JaThl U
IMPHUYUH U3BATHUA C IOANHMCHIO JIMIIA, BEIAABIICTO JOKYMCHT, U IMOANMUCHIO JIMIA, IMTOJYYHUBIICTO €T0
BO BPEMEHHOE I0JIb30BaHHE.

6. OdopMmiieHHe JIMYHBIX JeJI Iepe] caavel B apXuB
6.1. OdgopmieHre JTUYHBIX JeN JUIs Mepefadyd B apXUB MPOU3BOAUTCS CHEIHAINCTOM IO Kaapam
00111e00pa30BaTeNIbHON OpraHu3aiy. JTa NpoLeaypa BKIOYALT:

* TONIMUBKY (TIEpEIuIeT) aena;

* YTOYHEHHE HyMEpaluH JUCTOB JIENa;



* CcoCTaBJIeHHE JHcTa-3aBeputens (mpuoxenue Ne §);

* cocraBieHue (yTOUYHEHHE) BHYTPEHHEH OIUCH;

* BHECCHHE YTOYHEHHUH B PEKBU3HTHI JIUIIEBOH OOJIOKKH Jiena.

6.2. Jlucr-3aBeputenb Jena JODKEH MOJIKCATh €r0 COCTaBHUTENb, IPH ATOM JeNaeTcs
pacmmdpoBKa IODKHOCTH W TOIIKMCH, NPOCTaBIseTcs nara. B mporecce HCIOIB30BaHUS
apXMBHBIX JOKYMEHTOB B JIHCTE-3aBEPUTEIIC JIEIAIOTCS COOTBETCTBYIOLIME OTMETKU. Ecim geno
MOJIIATO O€3 JMCTa-3aBEPUTENS], TO €ro CIEAYST HAKJICUTh HAa BHYTPEHHIOIO CTOPOHY OOJIOKKH
nena.

6.3. C nenbto obecrieyeHnst COXPaHHOCTH JIMUHBIX JIEJI PEKOMEHTyeTCsI:

* 00BEIUHATH WHAWBUIYAIbHBIC JIMYHBIC €A YBOJCHHBIX COTPYIHUKOB B OJHY OOJIOKKY
(0OBbeIMHEHHOE JIETI0) C TAaKUM pacdeToM, 4ToObl 00beM jena (Toma) He mpeBbiman 250
JUCTOB (ITyTE€M CIIMBKY MaTE€PHAaIOB WHAWBUIYAIBHBIX JIE] 11O TOJaM YBOJIbHECHU);

* pacrmojiaraTh MaTepualibl WHAMBHUIYAIbHBIX /€1 B Mpeaenax jaena (tToma) B aapaBUTHOM
nopsiike (moaMuIIbHO), OTACISISI MaTepUAIIbl, OTHOCSIIUECS K PA3HBIM HHIMBHIYaIbHBIM
JiefiaM, YUCTBIM JINCTOM OyMaru ¢ yKa3aHueM Ha HeM (paMWiInd, UMEHH M OTYECTBa
COOTBETCTBYIOIIETO  YBOJEHHOTO TIelarora ¥ COTPYJHHKA 00mIeo0pa3oBaTeIbHON
OpraHu3aIuy,

* CcHa0XaTh KaXJ0€ OOBECIUHEHHOE JeNI0 (TOM) BHYTPCHHEH OIUCBHIO C IEPEUYUCIICHUEM
dbamunuii, UIMEH W OTYECTB M YKa3aHHEM HOMEpPOB CTpPaHUIl, B TNpeAesax KOTOPBIX
PacIIoJIOKEHBI COOTBETCTBYIOIIUE TOKYMEHTHI.

6.4. Ilepenada TUUHBIX A€ B apXUB OCYIIECTBIIICTCS HE TIO3/IHEE TPEX JIET TMOCTE 3aBEPUICHUS UX
B JICJIONIPOM3BOJICTBE B COOTBETCTBUH ¢ rpadukom. [IpeaBapuTensHO cekpeTapeM, CIEIHaTuCTOM
M0 KaJpaM TPOBEpSETCS IOJHOTa W MPAaBHIBHOCTh MOJATOTOBKM JIMUHBIX JeJ K Iepenade.
BrbIsiBIIeHHBIC TIPU MPOBEPKE HEAOCTATKH YCTPAHSIOTCS CEKPETapeM, CHCIMAIMCTOM IO KaJapaMm.
[lepenaua u mpreM MPOU3BOJATCS MO OTHUCH C MTPOCTAHOBKOW OTMETOK O HAJTMYUH JIMYHBIX JIEI.
6.5. JInunble nena neaaroroB U COTPYIHUKOB 00Ie00pa3oBaTeIbHON OpraHN3allui, 3aKOHUCHHBIC
nenonpousoacTBoM 1o 1 saBapst 2003 roma, xpansarcs 75 ner, mocne 1 saBaps 2003 romga — 50
net. JInuHble Aena TMpeKTopa, TIaBHOro Oyxranrepa o0ieoopa3oBaTenbHON OpraHu3alMi UMEIOT
MOCTOSTHHBIN CPOK XPaHEHHUSI.

7. OTBETCTBEHHOCThH
7.1. Tlemaroru W COTPYAHUKH OOIIE00Pa30BATENLHON OpraHU3alMu OO0S3aHBI CBOEBPEMEHHO
MIPEJICTABIIATh CEKPETAPIO WU CIICIIHAIUCTY 0 KaJpaM CBeJIeHUsT 00 N3MEHEHUHN B IMIEPCOHATBLHBIX
JMAaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOI'O JIela.
7.2. Paboronmarens obecrieqYnBacT:
* COXpPaHHOCTh JIMYHBIX JIe TMEeJaroroB M COTPYIOHUKOB  00IIeoOpazoBaTebHOMN
OpraHH3allVH;
* KOH(UIEHIMAIBHOCTh CBEACHUN, COAEPKAIIUXCS B JIMYHBIX JelaxX T[eJaroroB Hu
COTPYIHUKOB.

8. [IpaBa pa6oroaaresisi H padOTHUKA
8.1. Ilns obecriedeHHs 3alIUThl MEPCOHAIBHBIX JAHHBIX, KOTOPHIE XPAHATCA B JIMYHBIX Jeiax
MEearoroB W COTPYJHHUKOB 00IIe00pa30BaTeIbHOW OpraHW3alud, MEeAarord W COTPYIHUKH
00111e00pa30BaTENIbHOM OpraHNU3alui UMEIOT MPaBO:
* TIOJyYUTh TOJHYIO HH(POPMAIMIO O CBOMX TMEPCOHAIBHBIX JIaHHBIX M O0pPabOTKE ATHX
JTAaHHBIX;
*  TOJNYYHUTH CBOOOJHBIN JOCTYI K CBOMM MEPCOHATIHHBIM JIAHHBIM;
* MOJYYHUTH KOMUHU JJOKYMEHTOB, XPAHSIIUECS B TUYHOM JIelie U COJIepIKalllie TepCOHATbHBIC
TaHHEIE.
* TpeOOBaTh UCKIIOUCHHUS UM UCIIPABICHUS HEBEPHBIX M HETIONHBIX MEPCOHAIBHBIX JTaHHBIX.
8.2. PaboToaTens UMEET MpaBo:



* oO0pabaTbIBaTh NMepCOHAIBHBIC JaHHBIE MEAArOroB U COTPYIHHUKOB 00IIe00pa3oBaTeIbHON
OpTaHM3aLNH, B TOM YHCIIC M Ha YJIEKTPOHHBIX HOCUTEISX;

* 3aIpOCUTHh OT IEJAaroroB U COTPYAHUKOB 0O0I1€00pa30BaTeIbHOW OpraHu3aluy BCIO
HEOOXOMMYI0 HMH(GOPMALMIO ISl BEACHHS JIMYHBIX JIel U OOpabOTKH MEePCOHATBHBIX
TAHHBIX.

9. 3akII04YUTe/IbHBIE MOJI0KEHUS

9.1. Hacrosee [lonoxxenue o nmopsjike BeACHUS JUYHBIX /1€ PAOOTHUKOB SIBJIAETCS JIOKAJIbHBIM
HOPMAaTUBHBIM aKkTOM, IpuHuMaercs Ha Ilemarornueckom coere MKOVY «Morunesckas COIIL
uM.H.Y.A3uzoBa» u yrBepxkaaercs (InOO BBOJUTCA B JEHWCTBUE) IPUKA30M JUPEKTOpa
OpraHM3alIH, OCYIIECTBIIAIOIIEH 00pa30BaTENbHYIO AEATEIHOCTD.

9.2. Bce u3MeHeHus U JOIOJHEHMs, BHOCHMMble B Hacrosiuee Ilomoxkenue, opopmisiiorcs B
MUCHbMEHHOW (opMe B COOTBETCTBMH JICHCTBYIOUIMM 3aKOHOJATENLCTBOM Poccuiickoii
denepanuu.

9.3. IlonoxeHne O MOPSAKE BEACHUS JIMYHBIX e paOOTHHKOB 0Opa30BaTENbHON OpraHU3aluu
IPUHUMAETCs Ha HeOoNpeAeieHHblH cpok. IM3menenus wu pgononHeHuss kK Ilomoxenuro
MPUHUMAIOTCS B IOpsiiKe, mpeaycMoTpenHoM 11.9.1. Hacrosimero [lonoxxeHus.

9.4. Ilocne npunsatus IlonoxkeHus (MIM HM3MEHEHUM W JONOJIHEHWH OTHENbHBIX IYHKTOB HU
pa3aesioB) B HOBOM peakluy IpeablIylas peJakliis aBTOMaTUYECKU yTPauuBaET CUILY.




JKypHan yuera mTu4HBIX €1

[Tpunoxxenne Nel
K TIOJIOKEHHUIO O MOPSIJIKE BEICHHUS

JIMYHBIX OECJT pa6OTHI/IKOB

Ne Hata Gamunust, | Tabens- | Jomxuocth | CTpyKTYyp- Harta u Hara u IIpumeua-
n/ odopmue- ums, HBII (mpodec- HOE HOMeEp HOMeEp HUe
I | HUA JIMYHOTO | OTYECTBO HOMEp cus, nojpasze- IpUKa3a IpUKa3a
Jena nejarora u crenuanb- JIeHUe (pacnops- (pacmops-
COTpYIHHKA HOCTB) JKCHHS) O JKEHHS) O
nejarora u npueme IpeKpaiie-
COTpYAHHKA nejarora u HUH
coTpyAHUKa | (pacTopixke-
Ha paboTy HUH)
TPYAOBOTO
JIOTOBOPA C
Me1aroroM U
COTPYAHUKOM
(yBonbHe-
HUN)
2 3 4 5 6 7 8 9




Donxg Ne

Omnuce Ne

Jeno Ne

WNupexc nena

O0J107KKa JIMYHOTO Jeia

Ipunoxenne No2
K TIOJIOKEHHUIO O TIOPSI/IKE BEACHUS
JIMYHBIX JIe]T pa0OTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHHME 00Pa30BATEILHON OPraHU3ALIH)

JlaTa Hayama

Jlata okoHUaHUs

Ha JIHACTax
XpaHuTh et
Donx Ne
Onuchk Ne

Hemo Ne

(3aroyioBOK Jiena)



Ipunoxenne Ne3

K ITOJIOKCHHUIO O MOPAAKE BECIACHUA

BHYTPEHHA OITNCH
JIOKYMEHTOB ziesia No

JIMYHBIX OECJT pa6OTHI/IKOB

No Nunexc ara Haspanue Howmep [Ipumevanus
/i JIOKyMEHTa JIOKyMEHTA JIOKyMEHTA JIUCTOB
nena
Uroro: JIOKYMEHTOB

(umpamMu ¥ IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTpEHHEN OIUCH

(1mdpamMu ¥ TPOIKCHIO)

OTBeTCTBEHHBIN 32
KaJIpOBBIN y4eT:

(monuce)

« » 202 roma




©.1.0.

[Tpunoxxenne Ned
K TIOJIOKEHHUIO O MOPSI/IKE BEJCHUS
JIMYHBIX JIe]1 paOOTHUKOB

JomKHOCTD

JInynoe nemo Ne

Jlata o3HakomIIeHUS Tiearora
U COTPYJIHUKA C INYHBIM
JIETIOM

Iloanuce nienarora u
COTpYAHHKA

OTMeTKH, IpUMeYaHus,
3aMeUYaHus




[Ipunoxxenne Neb5

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e;KeroJaHoii MpPoOBePKH COCTOSIHUS
U HAJIMY U] JIMYHOTO /e

©.1.0.

JlomKHOCTD

JIngauoe nemo Ne

[ara npoBepku

d.N.0. unenosn
KOMHCCUU

Iloxnucu yieHoB
KOMUCCHUU

Pesynbprar nposepku




1. ®amunus

Ipunoxenne Neb

K ITOJIOKCHHUIO O MOPAAKE BEACHUA
JIMYHBIX OECJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJAPOB

Nmsa

OT14ecTBO

2. Ion

3. Tox, uKciio U MecsI POKICHUS

4. MecTto poXxacHUS

5. I'paxnancTBO

(cerno, nepeBHs1, ropoJ, paiioH, 001acTb)

6. O6pazoBanue

HasBanue
yueOHOro
3aBeJICHUS U €r0
MECTOHAXOKICHUE

QaKkynbTeT
W
OTZIEeNICHUE

Ton
MOCTYTICHUS

Ton
OKOHYAHUS
WU yXo0/1a

Ecim e
OKOHYMUII, TO
C KaKoro
Kypca yIien

Kakyro

CIICOaJIbHOCTD

TIOJTYYHJI B
pe3yibTare
OKOHYaHUS

y4eOHOTo
3aBEJICHHUS,
ykazatb Ne

JUIIIOMA WITH

YAOCTOBCPCHUSA

7. KakuMH HTHOCTPAHHBIMU SI3bIKAMH BJIAJEETE

8. YueHas CTeneHb, yUeHOE 3BaHHE

9. Kakue umeere Hay4dHbI€ TPYAbI U U300pETEHUS

(4uTaere U MePEeBOJUTE CO CIOBAPEM, YUTACTE U MOXKETE OOBSCHATHCS, BIIAJICETE CBOOOTHO)




10. Brimonusiemas pa®oTa ¢ Hadana TPYAOBOM [EATENBbHOCTH (BKIIOYas y4eOy B BBICIIUX H
CPEHHUX CITeIMATBHBIX YYEOHBIX 3aBEJICHUSX, BOCHHYIO CIIYKOYy U paboTy MO0 COBMECTUTEIHCTBY)

Mecsu u rox JIOJKHOCTB C yKa3aHUEM yUpeKIeHUS, MecToHaxoxaeHne
HOCTYIUICHUS yxoJa OpraHU3alMH, IPEIIPUATHS, a TAKKE yUpeKACHUs,
MUHUCTEPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEIPUATHS

11. IlpeOriBanue 3a rpanulieit (padbora, ciykeOHast KOMaHIUPOBKA, MOE3/Ka C JeIeTaIuei)

Mecsu u rog B kakoi1 ctpane Llenp npeObIBaHUs 32
C KaKkoro 10 KaKoe rpaHulen
BPEMEHU BpeMsl
12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Hazpanue BoiOOpHOro | B kauecTBe Koro I'on
oprasa oprasa BBIOpaH n30paHusi | BBIOBITHS

13. Kakue nmeere npaBUTEIbCTBEHHBIE HATPAJIbI

Korz[a 1 K€M HarpaxJicH

14. OTHOLIEHNE K BOMHCKUM O0S3aHHOCTAM M BOMHCKOE 3BaHME

Cocras Pon Botick

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

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3alIOJIHCHUS JTUYHOTO JTUCTKA

(4UIeHBI CeMbH, C YKa3aHHEM BO3pacTa)

16. Jlomaminuii agpec

17. O6s3y10ch CBOEBPEMEHHO M3BEIATh 000 BCEX M3MEHEHUSX TAHHBIX, BKIFOUCHHBIX B JTHYHBIH

JMCTOK 10 y4eTy KaJpoB.
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AHKETA

[Ipunoxxenne Ne7

K ITOJIOKCHHUIO O MOPAAKE BEACHUA

JIMYHBIX OECJT pa6OTHI/IKOB

damunusa

Nmsa

OT4ecTBO

Jata poxxaeHus

1. I'paxkmaHCcTBO (€CIM M3MEHSUIH, TO YKaXHUTE,
KOTJ[a ¥ 10 KaKo¥ MpuYuHe)

2. OOpa3oBaHme, ydeHas CTCNECHb (Korja u
Kakue ydeOHbIC 3aBEJCHHsSI OKOHYWIIM, HOMEpa
autuioMoB). CHeUaibHOCTh M KBATH(DHUKAIISL
10 JIUIIIIOMY

3. KakumMu HHOCTpaHHBIMH SI3bIKAMH U SI3bIKAMH
HaponoB Poccuiickoit denepaiuy BlajaeeTe U B
KakoW  cremeHW  (UMTaeTe U MOXKETe
O0OBSCHSTHCS, BIaJIEETe CBOOOIHO)

4. Brinonnsiemas padoTta ¢ Hayajla TpPYJOBOU JeATENbHOCTH (BKJIIOYasi BOCHHYIO CIyX 0y U padboTy

110 COBMeCTI/ITeHBCTBY)

Mecsu u ron JIOJDKHOCTB C yKa3aHHUEM Y4pEKICHUS,

MOCTYIIJICHHU A yxona OpraHusanuu, IpeAIrpuAaATHA, a TAKKC

MUHHUCTEPCTBA (BEOMCTBA)

MecToHax0XICHHIE
YUpeXKICHUS,
OpraHu3aIuy,
NpEANPUITUS

5. Bamm Onmn3kue poJICTBEHHUKHU (3K€HA, MYXK, OTell, MaThb, OpaThsi, CECTPHI)

CrencHb damMuus, UM, T'on

pPOACTBA OTYECTBO POXIACHUA

MecTto paboThl,
JTOJDKHOCTD

Anpec mecta
JKUTCIIBCTBA

6. Jlomanauii agpec u HoMep TeaeoHa

7. ITaciopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMeD, cepusl, KeM M KOT/ia BBIIaH)

8. JlonmomHUTENbHEIE CBE/IEHUS, KOTOPhIE BhI jkemaere cooOmuTh o cede

10. Ha xakoi1 ypoBeH»b 3apruiaTsl Bel paccunteiBaere?
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(ZlO.]'DKHOCTB OTBETCTBEHHOI'O 3a KaI[pOBLIﬁ y'-IeT)

(moanuck)

(pacrmpoBKa MOIIUCH)




Ipunoxenne Ne8
K TIOJIOKEHHUIO O TIOPSI/IKE BEACHHS
JIMYHBIX JIe]T pa0OTHHKOB

JIMCT-3ABEPUTEJIb

naea Ne
B nene npommTo u npoHyMepoBaHO JINCTOB
(uudpamu ¥ MPONKCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEpHBIE HOMEpa JINCTOB
MpONYIIEHHbIE HOMEPA JINCTOB
+ TMCTOB BHYTPEHHEH onucu JINCTOB
OcobeHHoCTH (PU3NIECKOTO COCTOSTHUS U Howmepa nucros
dbopMHUpOBaHHUs J1ea
OTBeTCTBEHHEIN 3a
KaJpOBBIM y4eT
(moamuce) (pacumpoBKa MOAMKCH)

« » 202  ronma




