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1. O6mue noJoxKeHUst

1.1. Hacrosmee IlonmoxeHHe O MOpsAKe BeNECHHS JHMYHBIX Jel PabOTHHKOB OpraHH3aIluH,
OCYWIECTBISIIOIIEH  0Opa3oBaTENbHYIO JNESTENbHOCTh, pa3paboTaHO B COOTBETCTBHH  C
@enepanbHbM 3aKk0HOM Ne 273-®3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoit ®enepanuny»
¢ u3MeHeHMsaMH oT 2 mions 2021 roma, @enmepamsHeM 3akoHOM oT 27.07.2006 Ne 152 «O
NEPCOHATBHBIX JaHHBIX» B pefakuuu oT 2 mois 2021 roga, [Ipukaszom PesnepallbHOro apXHBHOTO
areHTcTBa oT 23 mexabps 2009 roga N 76 «O6 yrBepxaeHnr MeToauuecKuX fﬁéﬂome}maunﬁ o
pa3paboTke MHCTPYKIHI IO IENONPOU3BOACTBY B (helepalbHBIX OpraHax HCIONHUTEIBHOM
Bracta», YkasoM Ilpesmnenta ot 30.05.2005 Ne 609 «OG6 yrtBepkmenuu IlomoxeHus o
MIEPCOHATBHAIX JAHHBIX T'OCYAapCTBEHHOrO ciyxamero Poccuiickod denepanyiy U BEOCHUH €r0O
IM4YHOro Jena» B pemakumu ot 23 wmrons 2019 roma, Tpymosemm Konexcom Poccuiickoit
@enepanun, KomnekruabM noroBopom, Ycrasom MKOY «3apeuenckas COIll» Kuzmspckoro
paiioHa, OCYIIEeCTBILIOMIEH 00pa30BaTENbHYIO AESITEBHOCT.

1.2. amnoe IlonojkeHHWe oOIpeneiseT IOPSAOK BEIEHHS IHWYHBIX el IENaroroB M HHBIX
COTPYZIHMKOB M PabOTHHMKOB IIKOJIBI, ONPENEIeT HOPSIOK (hOPMHPOBAHMS, ydeTa H XPaHEHHS,
BBIIa4H JIMYHBIX J€ BO BPEMEHHOE MOJIb30BAaHHUE, @ TAKXKE OTBETCTBEHHOCTD, [IpaBa paOOTHHUKOB U
JpeKTopa 06pa3oBaTeIbHOM OpraHm3aIHy.

1.3. Hactostmee [TomoxeHue yTBep)KAAeTCS MPUKA30M IO IIKOJIE U SIBISCTCS 00S3aTENbHBIM UL
BCEX KAaTErOpuif eJarorn4ecKux i APYyruX COTPYJHUKOB IIKOJIBL.

1.4. Benenne NUYHBIX [eN NEJaroroB M COTPYIHHKOB INKOJBI BO3JIAraeTCs Ha CIENHAIHCTa 10
KajipaM OpraHu3aliyy, OCYIIECTBILIOIEY 00pa30BaTeIbHYIO IEITEIbHOCTb.

1.5. JIuuHOE 1EeNo — OCHOBHOM JJOKYMEHT MEPCOHAIBHOTO ydeTa, CoepxKaluii Hauboee moIHbIe
CBeZIeHHs 0 paboTHHKEe 00pa30BaTeIbHOM OpraHu3aliy U ero TPyJOBOH AesTeTbHOCTH. B nuunoe
JIETI0O BHOCSTCS CBEJICHHS], CB3aHHBIE C IIOCTYIJIEHHEM Ha pabOTy U YBOJILHEHHEM.

1.6. Cenenus, comepxaluecsi B IMYHOM Jelie, OTHOCATCS K KOHGHICHITHAIbHOH HHpopMaIuy,
MMEIOT OTPaHUYEHHBIH JOCTYII U pasTIalIeHHIO He IOIekaT.

1.7. JInaHO€ meno BeneTcs B TEUEHHE BCEro meproaa paboThl paboOTHHKA.

1.8. Benenue HECKONBKHMX JIMYHBIX JIEJI OJHOTO Pa0OTHHKA OOpa30BaTEIbHOW OpPraHU3alluU HE
JIOYCKAeTCsl.



2. ITopsigok popMUpOBaAHMS JTHUYHBIX /IeJ1 COTPYAHUKOB

2.1.

@®opmMupoBaHUE JIMYHOIO Jiela T[EeJaroroB M COTPYAHUKOB 00111€00pa3oBaTeIbHON

OpraHu3ali TPOM3BOJUTCS HEMOCPEACTBEHHO IIOCIE TMpHeMa B  00IIeo0pa3oBaTEeIbHYIO
OpraHM3alMi0 WU I[IepeBOJla IEJaroroB M COTPYIHUKOB U3 Jpyroi oOpa3oBaTeIbHOM
OpraHH3aI1u.

2.2. B cooTBeTCTBHH ¢ HOPMATHUBHBIMU JOKYMEHTAMH B JIMYHBIE JIEJa MEJarOTOB U COTPYIHUKOB
OpraHu3alliK, OCYIICCTBIISIONICH 00pa30BaTEIbHYIO ACSTEIbHOCTD, BKJIAJBIBAIOTCS CICIYIOLINC
JOKYMEHTBI:

s nedazoeo8:

3asBIICHHE O IIpUEME Ha padoTy;

3asBJICHHME O COIIACUM Ha 00pabOTKY NepCOHAIbHBIX JaHHBIX IIe1arora;

CIpaBKa O HaJIM4YUU (OTCYTCTBUH) CYJUMOCTU U (WiIK) (pakTa yroJloBHOrO Mpeciae 0BaHus,
BBIJIAaHHOT'O COOTBETCTBYIOLIMM OPraHOM IIPaBONOPSIKa;

aBTOOMOTrpadus;

KOIMsSI IaCIOpTa WM MHOTO IOKYMEHTA, YI0CTOBEPSIOIIEr0 JINYHOCTD;

KOIIUSI CTPAXOBOI'O CBUAETEIHCTBA IEHCUOHHOTO CTPAXOBaHUS;

KOIMS UIEHTU(UKATMOHHOIO HOMEpa HAJIOTOIIaTe IbIINKA;

KOIUS JOKYMEHTa BOUHCKOI'O yuyeTa (151 BOEHHOOOS3aHHBIX);

KOIMsI CBUETENBCTBA O 3aKJII0YEHNUH Opaka (Ipy HaJIM4uK);

KOIUSI CBUAETEILCTBA O POXKACHUHU AeTel (IIpU HAIUYUK);

KOIIMM JJOKYMEHTOB 00 00pa30BaHuuy;

KOIIMY IOKYMEHTOB O KBaTM(PHUKALMU WK HAIUYUE CTIELUAIbHBIX 3HAHUH (IIpU HAJIUYUN);
KOIIMH aTTECTAllMOHHBIX JIUCTOB (IIPU HAJIMYUN);

KOIIUU JIOKYMEHTOB O HarpaXAeHU! (IIpU HAIUYUN);

XapaKTepUCTUKH, PEKOMEHIaTeIbHbIE MMCbMA (IIPU HAIUYHHN);

MIPHUKa3 O pueMe Ha paboTy;

IIPUKa3 O MEePEBOIEC HAa MHYIO OJDKHOCTH (IPU HAJIMYUK);

JOJDKHOCTHAsT MHCTPYKLHUS (JOJKHOCTHBIE MHCTPYKIMU C MOMEHTa Ha3HAa4eHMs] Ha Bce
JOJDKHOCTH);

TPYAOBOH [JOroBop (C MOCIEAYIOLIMM BKJIIOYEHUEM JIONOJHUTENIBHBIX COTJIAIIEHUNH K
TPYZAOBOMY JI0TOBOPY);

TPYZOBYIO KHIKKY;

MEIULUHCKYIO KHUXKKY.

s pabomuukos:

3asBJICHHME O IIpUEMeE Ha paboTy;

3asBJICHHE O COTJIACUH Ha 00pabOTKY MepCOHATBHBIX JAHHBIX IIe1arora;

CIpaBKa O HAIMYUM (OTCYTCTBUH) CYJUMOCTH U (WiK) aKTa yroJOBHOTO IPECiIeOBaHus,
BBI/IAHHOT'O COOTBETCTBYIOLLIUM OPIaHOM IIPAaBONOPSIKA;

aBroounorpadus;

KOIUS IaclopTa Wik UHOTO TI0KYMEHTA, yIOCTOBEPSIOLIETO JINYHOCTS;

KOIIMSI CTPAaXxOBOI'0 CBUJIETENHCTBA IEHCHOHHOTO CTPAXOBaHUS;

KONHsI UACHTU(UKATMOHHOTO HOMEPa HAJIOTOTIATEIIbIINKA;

KOIMsI JOKYMEHTa BOMHCKOT'0 yueTa (11 BOCHHOOOs3aHHbIX );

KOIUS CBUAETEILCTBA O 3aKJIIOUEHUH Opaka (Ipy HAJIUYUH);

KOIIMsI CBUAETENbCTBA O POXKJICHHUM JeTel (IIpH HAIUYHH);

KOIIMH JJOKYMEHTOB 00 00pa3oBaHuu;

KOIIMM JOKYMEHTOB O Harpa)aeHuH (IpyU HAJIMYUN);

XapaKTePUCTHKH, PEKOMEH IaTeIIbHbIE MTChMA (ITPH HATWYHHN);

IIpUKa3 0 pueMe Ha padorTy;

IIPUKa3 O NEPEBOJIE HA UHYIO JOJDKHOCTD (MIPU HATTMUMH);

JIOJDKHOCTHAsT MHCTPYKLUS (JOJDKHOCTHBIE MHCTPYKIIMM C MOMEHTa Ha3HAu€HUs Ha Bce
JOJIKHOCTH);



* TPYOOBOH JOroBOp (C TOCIEAYIOIIMM BKIIOYEHHEM JIOMOJHUTENIBHBIX COTJAIICHUNH K
TPYZAOBOMY JIOTOBODY);

*  TPYIOBYIO KHIXKY;

*  MEIUIUHCKYIO KHUXKKY.

Pabomooamenv opopmasem:

*  TPYIOBOH JIOTOBOP B JIBYX IK3EMILIPAX;

* IpHUKa3 o nmpueme Ha paboTy (0 mepeMeleHur Ha JPYTUe JOIKHOCTH);

* Ju4Hylo KapTouky Ne T-2;

*  JOJDKHOCTHYIO HHCTPYKIIMIO B IBYX 9K3EMIUISIPaXx.

Pabomooamenwv 3nakomum:

* ¢ HOPMAaTHUBHO-TIPABOBBIMU JIOKyMEHTaMU IIKOJbI (YcTaBoM, KOJJIEKTUBHBIM 10TOBOPOM,
[IpaBunamMu Tpya0BOTO pacHOpPsAKA U JIP. TOKAJTHHBIMH aKTaMH );

* ¢ JOJDKHOCTHOW MHCTPYKIUEH;

* TPOBOJUT BBOJIHBIA HMHCTPYKT@X, MHCTPYKTaX IO OXpaHE TpyAa, HHCTPYKTaX II0
MIPOTUBOMOKAPHOH 0€30MaCHOCTH.

2.4. IlepBuuHO€E OQPOPMIIEHHE JIUUHOTO Jieja IPeAyCMaTPUBAET:

* PUCBOCHHE JIMYHOMY JeNy HOMEpa COTJacHO KypHANy ydeTa JMYHBIX Ael (MPUIOKEHHE
Ne 1);

* MpOCTaBJICHHE HA OOJIOKKE JMYHOTO Jena (mpuioxeHue Ne 2) cieayromux peKBU3UTOB:
MHJIEKC Jieria (B COOTBETCTBUH ¢ HOMEHKJIATYPOil J1en 001eo0pa3oBaTeIbHON OpraHn3alny;
MOJIHOE HaMMEHOBaHUE OO0IIe00pa30BaTeIbHON OpraHu3aldd; HOMEpP JUYHOTO JIela;
(amuus UMsI OTYECTBO pabOTHHKA B MMEHUTEIHLHOM MaJeXKe; JaThl — TOJl Hadaia U roj
OKOHYAHUS BEACHUS JIe1a; KOJIMUYECTBO JTUCTOB; CPOK XPAHEHHUS,

* IIOMEIIEHHWE JOKYMEHTOB, IOJUIEkKAIIUX XPAaHEHUID B COCTaBE JIMYHBIX JI€d, B
XPOHOJIOTUYECKOM MOPSIKE:

BHYTPEHHSS ONMCh JOKYMEHTOB Jiena (rpuiioxxenue Ne 3);

JUYHBIN JIMCTOK MO Y4eTy KaJapoB (mpuiiokeHus Ne 6);

3asBIICHHE O IpUEME Ha padoTy;

MIPHUKa3 O pueMe Ha paboTy;

TPYZOBOM AOTOBOP;

JOTOBOP O TOJHOW MAaTepuaabHOM OTBETCTBEHHOCTH (€ciu pabOTHUK —
MaTepUaIbHO OTBETCTBEHHOE JIULIO);

XapaKTePUCTHKU M PEKOMEHIaTeIbHbIC TUChMA;

coryiacie Ha 00paboTKy MePCOHATIBHBIX JaHHBIX.

2.5. JIucThl JOKYMEHTOB, IOMEIICHHBIX B JTJMYHOE JIEJI0, MOJIeKAT HyMEPAIIHH.

2.6. C nenpio obecriedeHrst HaUIekKaleil COXpaHHOCTH JIMYHOTO JIela TIeJaroroB U COTPYIHUKOB
o0mieo0pa3oBaTeIbHOM OpraHU3allMk W YAOOCTBA B OOpalleHHH C HUM MpH (HOpMHpPOBAHUHU
JOKYMEHTHI TOMEIIAIOTCS B OTHENbHYIO manky. llpum yBompHEHMH paOOTHHKAa MPOIIMBAIOTCS
HUTKaMU U CIIAI0TCS B apXUB.

2.7. BHYTpeHHS ONUCHh JOKYMEHTOB, UIMEIOIIUXCS B JIMYHOM JIeIe, JIOJDKHA COJIEpKATh CBEICHUS
O TMOPSAIKOBBIX HOMEpax, HAaWMEHOBAHHIX JOKYMEHTOB Jiela, KOJMYeCTBE JIMCTOB, JaTax
BKJIFOYCHHUS JIOKYMEHTOB B JIMYHOE JIENIO0 U M3BATHA U3 JeJa, a TAKKE KeM H3bIT JOKYMEHT U I10
KaKoOH MpUYHHE.

2.8. BHYTpeHHSISI ONHUCH COCTABISIETCS Ha OTIEIBHOM JIMCTE 10 YCTaHOBIEHHOW Qopme. JIucTo
BHYTpPEHHEH OIKUCU HYMEPYIOTCS OTAETIBHO.

2.9. Ilpu MoOArOTOBKE JIMYHBIX AEN K Mepeaaye Ha XpaHCHHE K BHYTPEHHEW ONMHCH COCTAaBIISAETCS
UTOTOBAas 3aMUCh, B KOTOPOH yKa3bIBaeTcs MUbpaMu U MPONKUCHIO0 KOJTHMUYECTBO BKIIOYCHHBIX B HEE
JIOKYMEHTOB M KOJIMYECTBO JINCTOB Jiea.

YVV VVVVVY

3. Tlopsimoxk BegeHWsi JHYHBIX [eJ MeJAroroB MW COTPYAHHMKOB OpPraHU3alMU,
OCYLIECTBJISAIOIIEH 00pa30BaTEIbHYIO A TeIbHOCTh



3.1. JluyHOE nE€NO MenaroroB M COTPYAHHMKOB OOIIE0Opa30BAaTENLHON OpPraHU3alud BEIETCS B
TEUEHHE BCETO Mepuoja paboThl KaXAOro Ieaarora M COTpyOHHMKa B 00IeoOpa3oBaTebHON
OpraHH3aIUH.
3.2. JlanpHeiliee BeACHHE JIMYHOIO Ji€Jia IE€JaroroB M COTPYAHUKOB 0011€00pa3oBaTeabHOM
OpraHM3alfH TIpeyCMaTpUBaeT MOMEIICHHUE B JIENI0 JTIOKYMEHTOB, OOpa3yIOIIMXCs B IIpoLecce
pabodeii IesSTEIFHOCTH U UMEIONIUX 3HAYCHUE JIJISl TPYTOBBIX OTHOIICHUM:

*  JIOTIOJIHEHHUE K JTMYHOMY JIICTKY IO Y4eTy KaJpOB;

*  JOIIOJIHUTEJIBHBIC COrJIAICHUA K TPYIOBOMY JOIOBOPY;

* KOIWH TPHKA30B IO JIMYHOMY COCTaBY, KOTOpBIE KacalOTCs IEJaroroB M COTPYAHUKOB

0011e00pa30BaTeNLHON OpraHU3aINHg;
* OT3BIBBl JOJDKHOCTHBIX JIMI] O TeJarore H COTPYyAHUKE 00IeoOpa3oBaTeIbHOM
OpraHu3aIuy;

*  KOIIMH JJOKyMEHTOB O IOBBIIICHHH KBAIU(UKAIINY;

*  KONHH CEePTUPHUKATOB, TPAMOT;

* JIUCT — 3aBEPUTEIb Jiesa (COCTABISAIOT MPH CAa4e JIMYHOTO Jeja B apXUB);

® HWHBIC JOKYMCHTHBI.
3.3. B memsax oOecrmedeHUs] KOHTPOJIS 332 COXPAHHOCTHIO W aKTyaJbHOCTBIO JIMYHBIX JIEN B
001eo0pa3oBaTeIbHOM OpraHU3alui eXeronHo (He mo3aHee | KBaprama roga, CIEAYIOUIETo 3a
OTYETHBIM) TIPOU3BOIUTCS MIPOBEPKA UX HAJTMYHS U COCTOSHUSL.
3.4. Exerognyio NpoBEpPKY COCTOSIHHSI JTUYHBIX €1 Ha MPEAMET COXPAHHOCTH BKJIIOYCHHBIX B
HEro JIOKYMEHTOB IPOBOJHUT CHEIUAIBHO co3/laHHas Komuccus. O MPOBEISHHBIX IPOBEpKax
JieTIaeTCs OTMETKA B JINCTE O PE3yJIbTaTaxX €KEroAHON MPOBEPKU COCTOSHUS M HAJIUUUS JIMIHOTO
nena (mpunoxenue Ne 5) u cocraBisieTcs akT. Pe3yapTaTsl MPOBEPKH JIMYHBIX JIEN B 0013aTEIIEHOM
MOPSAKE JOBOASATCS JI0 TUPEKTOpa 001eo0pa3oBaTeIbHOW OpraHu3aIi.

4. Ilopsinoxk y4éra M XpaHeHHMs JHMYHBIX JeJ IeJaroroB M COTPYJIHUKOB OpPraHM3aLMH,
OCYLIECTBJISAIOIIECH 00pa30BaTEIbHYIO AeATEIbHOCTbD.

4.1. XpaHeHue U y4yeT JUYHBIX I IIe1aroroB U COTPYJHUKOB OpraHU3alluy, OCYIECTBISAIOLIEH
00pa3oBaTeNbHYIO AEATENbHOCTh, OPraHU3YIOTCSA C LENbI0 OBICTPOro W 0€30IMO0YHOIO MOMCcKa
JUYHBIX JeJ, OOECIEeYeHHs HMX COXPAHHOCTH, a TaKXke o0ecredeHuss KOH(UACHIUAIbHOCTH
CBEJICHUI, cofiepKaluXxcs B JOKyMEHTaX JIMYHbIX J€Jl, OT HECAaHKIIMOHUPOBAHHOTO JIOCTYIA.

4.2. JInuHble 1ena COTPYAHUKOB XpaHsTcs B cerihe 00meoOpa3oBaTeIbHOM OpraHn3aIiuy.

4.3. TpynoBble M MEAULIMHCKNE KHIKKU XpaHITCs OTIENBHO B ceide.

4.4. locTyn K JUYHBIM JeJaM MEAaroroB M COTPYAHHKOB 00IIe00pa30BaTEIbHON OpraHu3alluu
UMEIOT TOJBKO CEKpeTapb, CIELUAINCT IO KajapaMm, JTUPEKTOp o001ieo0pazoBaTeabHON
OpraHu3ali JIMOO 3aMECTUTEIH JUPEKTOpa TPH HUCIOIHEHWH OOS3aHHOCTEH JHMpeKTopa
00111€00pa30BaTEIbHON OpraHu3aluy.

4.5. Cucrematuzauusi JUYHBIX JI€J1 TI€1aroroB M COTPYJIHUKOB 0011e00pa3oBaTeIbHON
OpraHu3al1K IPOU3BOANUTCS B al(aBUTHOM MOPSIKE.

4.6. Jlnunple Aena TMEJaroroB M COTPYTHHKOB 00MIE00pa3oBaTEIbHON OpPraHU3aIlNH, WMEIOIINX
rOCyJJapCTBEHHbIE 3BaHUs, IPEMUH, HArpaJibl, yU€HbIe CTEIICHH U 3BaHMA, XPAHATCS MOCTOSIHHO, a
OCTJIHBIX COTPYIHUKOB — 75 JIET ¢ TOAa yBOJBbHEHHUs pabOTHHUKA (B coOTBeTCTBUU C [lepeuHem
TUIOBBIX YIPABJIECHUECKUX JOKYMEHTOB).

5. Ilopsinok BbIAAYH JMYHBIX €] BO BpeMeHHOe N0JIb30BaHue

5.1. Beimaua au4HbIX J1e7 (OTACNIBHBIX JOKYMEHTOB B COCTaBE JIMYHOTO J€JIa) BO BPEMEHHOE
MOJIb30BAHKUE MPOU3BOIUTCS C pa3pelieHus] AUPEKTOpa o0IIe00pa3oBaTeIbHOW OpraHU3aIUK 10
3asIBJICHUIO COTPYIHUKA OpraHU3aIliH, OCYIIECTRISIFOIICH 00pa30BaTEIIbLHYIO ACSITEILHOCTb.

5.2. Pabora (o3HakOMJIEHHE) C JIMYHBIMH JeJlaMd  T[EJaroroB ¥  COTPYAHUKOB
0011e00pa3oBaTebHON OpraHU3aIliy POU3BOAUTCS B IPUEMHON aupekTopa. B koHie padodero
IHS CeKpeTapb WM CIEHHANUCT MO KajpaM oOs3aHa yOeIuThCs B TOM, YTO BCE JIMYHBIC JeTa,



BBIIAHHBIE BO BPEMEHHOE II0Jb30BAaHUE, BO3BpAlICHbl HAa MECTO XPAaHEHHA M €CThb JIU
HEOO0XOUMOCTS JIJISl IPUHSTHS Mep K MX BO3BPAIICHUIO WIIA PO3BICKY.

5.3. @aKT BbIIa4X JIMYHOTO Jiea (PUKCUpYeTCs B KOHTPOJIBHOM JKypHaJIe.

5.4. U3patue OTAENbHBIX JOKYMEHTOB U3 JIMYHOTO JIeJ1a IPOU3BOAUTCS C pa3pelieHUs JUPEKTOpa
o01eo0pa3oBaTesibHOM  OpraHu3anuuu ¢ OoGOpMIIEHUEM COOTBETCTBYIOLIEH 3amucu B Tpade
«I[Ipumeuanue» BHyTpeHHeN onucH. [Ipu BpeMEHHOM H3BATHUHM JTIOKYMEHTA Ha €ro MECTO (MEXIy
JUCTaMU COCETHUX JOKYMEHTOB) BKJIAJbIBAETCS CIIPaBKa-3aMECTUTENIb C YyKa3aHMEM JaThl U
IIPUYMH U3BATHS C IMOJIUCHIO JIMIA, BEIAABUIETO JTOKYMEHT, U IIOANKCHIO JIUIA, ITOIYYUBILIErO €ro
BO BPEMEHHOE 10JIb30BaHUE.

6. OopmuteHne THYHBIX 1€ Mepe] cAavYell B apXuB
6.1. OdopmiieHne JTUYHBIX A€ JUIsl epeaayu B apXUB MPOU3BOAUTCS CHEIUAIIMCTOM I10 Kaapam
00111e00pa30BaTeIbHOM OpraHu3aluy. JTa NpoLeaypa BKIIOYAET:

* IOALIMBKY (TMeperuier) aena;

* YTOYHEHHE HyMepalluu JIMCTOB JIeNa;

*  COCTaBJIEHHUE JIMCTa-3aBepUTeNs (npuioxeHue Ne 8);

* cocTaBiieHuE (YyTOUHEHHE) BHYTPEHHEH ONHCH;

* BHECCHHE YTOYHECHHH B PEKBHU3HTHI JIUIIEBON OOJIOKKH JIea.

6.2. Jlucr-3aBeputenp Jena JODKEH MOJNKMCATH €ro COCTaBUTENb, INPU ITOM JIEJIAeTCs
pacmudpoBKa IODKHOCTH W TOMIKCH, MPOCTAaBIseTcs naTa. B mpormecce HCHONb30BaHUS
apXMBHBIX JOKYMEHTOB B JIMCTE-3aBEpUTEIIC JIENal0TCsA COOTBETCTBYIOLIME OTMETKU. Ecnm geno
NOJIIATO O€3 JIMCTa-3aBEPUTENS, TO €ro CIEAYeT HAKJICUTh Ha BHYTPEHHIOIO CTOPOHY OOJOXKKH
nena.

6.3. C nenpto o0ecrieyeHns COXPaHHOCTH JIMYHBIX JIJT PEKOMEH/TYETCS:

* 00BEeIUHATh UHAWBUIYAJIbHbIEC JIMYHBIE JIeJla YBOJEHHBIX COTPYIHUKOB B OJHY OOJIOKKY
(0OBEeIMHEHHOE JIETI0) ¢ TaKUM pacdeTroM, 4ToObl 00beM jena (Toma) He mpeBbiman 250
JMCTOB (ITyTe€M CIIMBKU MaTe€pHaIOB MHAWBUIYAIbHBIX JI€] 10 F0JaM YBOJIbHEHHUS);

* pacrmojiaraTh MaTepualibl WHAMBHIYAIbHBIX /] B Ipezenax jaena (Toma) B andaBUTHOM
nopsike (moaMmiIbHO), OTAENSS MaTepUallbl, OTHOCSIIUECS K Pa3HBIM MHIUBHyaIbHBIM
7e7iaM, YUCTBIM JINCTOM OyMaru C yKa3aHHeM Ha HeM (aMHuiINH, UMEHH M OTYEeCTBa
COOTBETCTBYIOLLIETO  YBOJEHHOIO IeJarora M COTpyAHHMKa 00lieo0pa3oBaTeabHON
OpraHu3aIuy,

* cHa0XaTh Kaxaoe OObEIUHEHHOE [1eJI0 (TOM) BHYTPEHHEH OIUCBIO C NEPedUCICHUEM
damunuii, UMEH W OTYECTB M YKa3aHHEM HOMEPOB CTPaHUI], B MpeesaX KOTOPBIX
PacIoyioKeHbl COOTBETCTBYIOIIUE JOKYMEHTBHI.

6.4. Ilepenada TUYHBIX A€ B apXUB OCYIIECTBIISIETCS HE MO3/IHEE TPEX JIET TOCIE 3aBEPUICHUS UX
B JIEJIONPOU3BOJICTBE B COOTBETCTBUM ¢ rpaduxoM. [IpenBapurenbHo cekperapeM, CrieUualucToM
M0 KaJpaM TMPOBEPSETCsS IOJIHOTa W MPABUIBHOCTH TOATOTOBKM JIMYHBIX JI€T K Mepenade.
BblsiBiIeHHBIE NIPU NIPOBEPKE HEAOCTATKH YCTPAHSAIOTCS CEKpeTapeM, CHELMaIMCTOM IO Kajpam.
[lepenaya u mpreM MPOU3BOJATCS IO OIHUCHU C MMPOCTAHOBKOW OTMETOK O HAJTMYUH JIMYHBIX JIEII.
6.5. JInunble fena nefaroroB U COTPYAHUKOB 0011e00pa3oBaTeIbHON OpraHnu3alui, 3aKOHYEHHbIE
nenorpou3BoacTBoM 10 1 suBapst 2003 ronxa, xpanstces 75 net, nocne 1 siuBaps 2003 roga — 50
ner. JInuHble Aena IUpeKTopa, IIaBHOro Oyxrairepa ooueoopa3oBaTeaIbHON OpraHUu3ali UMEIOT
MOCTOSTHHBIN CPOK XpPaHEHHUSI.

7. OTBETCTBEHHOCTD
7.1. Tlemaroru W COTPYAHUKH OOIIEO0pa30BaTEIbHONW OpraHu3aluud O0s3aHbI CBOEBPEMEHHO
MPEJICTABIATh CEKPETAPIO WIIH CIICIUATKMCTY 0 KaJpaM CBEJACHHS 00 U3MEHEHUH B MEPCOHATBHBIX
JaHHBIX, BKIIOYEHHBIX B COCTAB JIMYHOIO Jela.
7.2. PaboTomaTenb 00eCIeYnBaEeT:

*  COXPaHHOCTH JIMYHBIX JIeT MEeIarOrOB U COTPYIHUKOB 0011e00pa30BaTeIbHOM OpraHU3aIuy;



*  KOHQHIEHIMAIBHOCTb CBEJCHMH, COJepXalUuXcsi B JMYHBIX Je€lax IelaroroB u
COTPYIHHUKOB.

8. [IpaBa paGoToaaresisi U pabOTHUKA
8.1. Jlna oOecriedyeHHs 3alIUThI TEPCOHANBHBIX JIAaHHBIX, KOTOPhIC XPAHATCSA B JIMYHBIX Jeax
MeJaroroB W COTPYAHHKOB O0OIMIe00pa3oBaTebHON OpTraHW3aliy, TEAarord W COTPYIHHKHU
00111€00pa30BaTENILHOM OPraHU3aIlUH UMEIOT MPABO:
* TMOJIYYHUTH TOJIHYI0O HWH(DOPMAIHUIO O CBOMX IEPCOHATBHBIX JAHHBIX M 00pabOTKE 3THUX
JIAHHBIX;
® IOJIYYHUThb CBO6OI[HBII>'I AOCTYII K CBOMM IICPCOHAJIIBHBIM JaHHBIM;
*  TOJYYHTh KOIUH JOKYMEHTOB, XPAHSIIUECS B IUIHOM JIEJIC U COACPIKAIIHNE ITEPCOHATLHBIE
JaHHBIC.
* TpeOOBaTh MCKIIOYCHUS HIIM UCIIPABIICHHSI HEBEPHBIX M HEMIOJIHBIX MEPCOHATIBHBIX JAHHBIX.
8.2. Paboronarenb nuMeeT mpaso:
» 00pabaTbIBaTh MEPCOHANLHBIC JAHHBIC MEAArOrOB U COTPYAHHKOB 00IIC00pa30BaTeIbHON
opranusanyu, B TOM YHCJIC U HA 3JICKTPOHHBIX HOCUTCIIAX,
* 3alpOCHTh OT TNENAaroroB M COTPYIHHKOB 0OIIe00pa30BaTENbHON OpraHU3aluu BCHO
HeoOXouMYyI0 WH(OPMALUIO IS BEACHHUS JIMYHBIX JIe U 0O0pa0OTKH TEpCOHAIBHBIX
JTAHHBIX.

9. 3ak/II04nTeNIbHbIC ITOJI0KEHHU S

9.1. Hacrosiiee Ilonoxenue o nopsike BEACHUS JUUHBIX J€J1 PAOOTHUKOB SIBJISETCS JIOKAJIbHBIM
HOpPMAaTHUBHBIM aKTOM, IpUHKUMAaeTcsa Ha IlenarornueckoM coBeTe MIKOJBI U yTBepKAaeTcs (J1ubo
BBOJUTCS B JIEWCTBUE) MPUKA30M TUPEKTOpPA OpPraHU3alliy, OCYIIECTBISAIOLEH 00pa3oBaTeIbHYIO
NS TeNbHOCTb.

9.2. Bce u3MeHEHHMs U JIONOJHEHMs, BHOCHMble B Hacrosimee llonmoxkenue, opopmisitoTcss B
MUCbMEHHOMN (hopMe B COOTBETCTBUU JICHCTBYIOLIMM 3aKOHOaTeIbCTBOM Poccuiickoit deneparyu.
9.3. IlonoxeHne O MOPSAKE BEACHUS JIMYHBIX JeN paOOTHUKOB 00pa30BaTENbHOW OpTaHU3aINH
IPUHUMAETCs Ha HeompeAeleHHbI cpok. M3meHenus u gononHeHus K  [lososkeHuro
IIPUHUMAIOTCS B MOPSIZIKE, IpeycMOTpeHHOM 11.9.1. HacTosuero [lonoxenus.

9.4. Ilocne npunstus IlonoxkeHus (MM HM3MEHEHUM W JIONOJHEHWH OTIENBHBIX ITYHKTOB H
pa3/esioB) B HOBOM peJaklMy IPeablIylas peJakliisg aBTOMaTUYECKH yTpauuBaeT CUILy.

Hacrosimee IlonoxkeHue, ¢ LeIbI0 O3HAKOMIIGHHS C HHM YYacTHHKOB 0OpPa30BaTENbHBIX
OTHOIICHUH, yOnuKyercs Ha opunuanbHoMm caiilte MKOYVY «3apeuenckas COII» Kuznspckoro
pailoHa https://zarec.dagestanschool.ru/
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JKypHan ydera nTu4HBIX €1

IIpunoxenne Nel
K MOJIO’KEHHMIO O TIOPSAKE BEICHUS

JIMYHBIX IEJI pa6OTHI/IKOB

Ne Jara Gamunus, | Tabenb- | domxuocth | CTpyKTYp- Hatau Hatau IIpumeua-
/ odopmue- ums, HBII (podpec- HOE HOMEp HOMEp HUe
I | HUA JIUYHOTO | OTYECTBO HOMEp cus, mopase- IpuKasza IpuKasza
nena nejarora u CIeTHab- JICHHE (pacmops- (pacmops-
COTpYIOHUKA HOCTb) JKEHUS) O JKEHUS) O
nejarora u pueme IpeKparie-
COTPYIHHKA nearora u HUH
coTpyaHuKa | (pacTopike-
Ha paboTy HUM)
TPYAOBOTO
JIOroBOpa ¢
IIe1aroroM U
COTPYAHUKOM
(yBOJIBHE-
HUH)
2 3 4 5 6 7 8 9




Donx Ne

Onuce Ne

Jeno Ne

upexc nena

O0J107KKAa JIMYHOTO J€e1a

ITpunoxenne No2
K MOJIO’KEHHMIO O TIOPSAKE BEICHUS
JIMYHBIX JIe]1 paOOTHHKOB

JIMYHOE JIEJIO Ne

(Ha3BaHME 00Pa30BATEIbHON OPraHU3ALUH)

Jara Hauana

Jlata okoHUaHUA

Ha JIACTax
XpaHHTH Jer
Donx Ne
Omuce Ne

Jeno Ne

(3aronoBoK Jiena)



BHYTPEHHA OITNCH
JIOKYMEHTOB Jiesia No

ITpunoxenne Ne3

K IIOJIOKCHUTIO O MOPAAKEC BSACHUS

JIMYHBIX OCJT pa6OTHI/IKOB

Ne Nunexe Jara Ha3zBanue Howmep [Ipumeuanus
/1 JIOKYMEHTa JIOKYMEHTAa JIOKYMEHTAa JIMCTOB
Jena
Hroro: JIOKYMEHTOB

(undpamu 1 IPOIHCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN ONUCH

OTBETCTBEHHBIH 3a
KaJIpOBBII y4eT:

(uudpamMu U IIPOIHCHIO)

« » 202 roma

(moxnuce)




©.1.0.

IIpunoxenue N4
K MOJIO’KEHHMIO O TIOPSAKE BEICHUS
JIMYHBIX JIe]1 paOOTHHKOB

JIOIDKHOCTD

JInanoe gemo Ne

IIaTa O3HAaKOMJICHHUA II€aarora
" COTpYAHHUKA C JINYHBIM
JCIIOM

INoamnucek nemarora u
COTpYJIHUKA

OTMeTKH, IpUMeYaHus,
3aMeYaHus




ITpunoxenne Ne5

K IIOJIOKCHUTIO O MOPAAKEC BSACHUS

JIMYHBIX OCJT pa6OTHI/IKOB

OTMeTKa 0 pe3yJibTaTax e;KeroHoii MPOBEePKH COCTOSTHUS
1 HAJIMY U1 JIMYHOTO 1ejia

©.1.0.

JIOIDKHOCTD

JInanoe gemo Ne

JlaTta npoBepku

d.UN.0. uneHoB
KOMUCCUU

Iloanucu 4yjieHoB
KOMHCCHUHU

Pesynprar nmposepku




IIpunoxenue Ne6

K IIOJIOKCHUTIO O MOPAAKEC BSACHUS
JIMYHBIX OCJT pa6OTHI/IKOB

JIMYHBIN JUCTOK 10 Y4eTy KaJApPOB

1. ®ammnus

Nmsa

OT14ecTBO

2. Ion

3. T'ox, unciio u MecsL POXKACHUS

4. Mecto poxaeHuUs

5. I'paxnancTBO

(cemno, nepeBHs, ropos, paifo, 061acTh)

6. O6pazoBaHue

Ha3Banue
yueOHOro
3aBEJICHUS U €TO
MECTOHAXOKIACHUE

DakynbTeT
WIH
OTJIEJICHHE

Ton
MOCTYIUICHUS

Ton
OKOHYaHUS
WJTU yX0J1a

Ecnu me
OKOHYHMJI, TO
C KaKoro

Kypca yIiesn

Kakyro
CHeLHaTbHOCTD
MOJIy4UJI B
pe3ynbTare
OKOHYaHUS
yueOHOro
3aBe/IeHUs,
yKa3arb Ne
JUIUIOMA WK
yJI0CTOBEPEHHUSI

7. Kaknmu HHOCTPAHHBIMU A3bIKAMHA BJIACCTC

(4uTaere U MEePEBOJUTE CO CIOBAPEM, YUTAECTE U MOXKETE OOBIACHSTHCS, BlIaJIeeTe CBOOOIHO)

8. Yuenas CTCIICHb, YYCHOC 3BAHUC

9. Kakne nmeere HAY4YHBIC TPYIAbI U H306peTeHI/IH




10. BrimonHsiemas pa®oTa ¢ Hadana TPYAOBOM [eATENBbHOCTH (BKJIIOYass ydyeOy B BBICIIUX H
CPeIHHUX CIIEIUATIbHBIX YUYEOHBIX 3aBECHUSAX, BOCHHYIO CIYKO0y 1 paboTy 110 COBMECTUTEIILCTBY)

Mecsu u rog JOMKHOCTB € yKa3aHUEM YUPEKICHHUS, MecToHaxoxk1IeHUE
MOCTYILICHUS yxozaa OpraHM3alVH, IPEAPHUATHS, a TAKKE YUpEKIACHUS,
MUHHUCTEpPCTBA (BEIOMCTBA) OpraHu3aluy,
IPEANPUITHS

11. Ilpe6riBanue 3a rpanutieit (padbota, cnyxeOHasi KOMaHIMPOBKA, MOE3/Ka C JeJeranuei)

Mecsi n ron B kaxoii ctpane [lens mpeObIBaHMS 32
¢ KaKoro 110 KaKoe rpaHulieit
BpEMEHU BpeMsl

12. Yyactue B BEIOOPHBIX OpraHax

Mecto BEIOOpHOTO HasBanue BEIOOpHOTO B kauectBe koro Ton

oprasa oprasa BbIOpaH U30paHusi | BBIOBITHS

13. Kakue uMeere npaBUTEIbCTBEHHbIC HArPajIbl

Korna u keM HarpaxaeH

14. OTHOILIEHNE K BOUHCKAM 00S3aHHOCTSAM M BOMHCKOE 3BaHHUE

CocraB Pon Boilick
(KOMaHHBI{, NOJIUTUYECKHH, aIMUHUCTPATUBHBIN, TEXHUUECKUH U T. ]1.)

15. CeMeltHOE TOJIOKEHME B MOMEHT 3aITOJTHEHNS JINYHOTO JIUCTKA

(4JIeHBI CeMbH, C yKa3aHHEM BO3pPacTa)

16. Jlomamnuii agpec

17. O6s3yr0Ch CBOEBPEMEHHO H3BEIIATh 000 BCEX M3MEHEHUSX JAaHHBIX, BKIFOYCHHBIX B JTMYHBIN
JUCTOK TI0 YYETy KaJIpOB.

« » 202  roxma




AHKETA

IIpunoxenune Ne7

K IIOJIOKCHUTIO O MOPAAKEC BSACHUS

JIMYHBIX OCJT pa6OTHI/IKOB

damumnnsa

Nmsa

OT4ecTBO

Jarta poxnenus

1. I'paxkmancTBO (€CiM M3MEHSUIA, TO YKaXHUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. OOpa3oBaHmue, y4eHas CTENEeHb (Korjga u
Kakue y4yeOHble 3aBeJeHHs OKOHYMIIM, HOMepa
auruioMoB). CHenuanibHOCTh M KBATH(DHUKAIUS
10 JIUTIIIOMY

3. Kakumu HHOCTPAHHBIMH SI3IKAMU U SI3bIKAMHU
HapoaoB Poccuiickoit denepanuu BiageeTe U B
Kakoi  CTemeHW  (YhTaeTe ©  MOXKETe
O0OBSCHSTHCS, BIQJICETE CBOOOIHO)

4. Bemonasiemast paboTa ¢ Hadana TPYAOBOH JEATENILHOCTH (BKIIIOUAsi BOCHHYIO CITy’KOY U paboTy

110 COBMECTHUTENILCTBY)

Mecsin u rox JIOJKHOCTB C yKa3aHUEM yUpexkKAeHus, MecTtoHaxoxaeHue
MOCTYIUICHHUSI yxoja OpraHM3alMH, IPEAPHUATHS, a TAKKE yUpEKACHUS,
MUHHUCTEpPCTBa (BEAOMCTBA) OpraHu3aluy,
OPEANPUSATHS

5. Bamu 6n1m3kue poJICTBEHHUKH (3KeHA, MYXK, OTEI], MaTh, OpaThsi, CECTPHI)

Crernenb damMuius, UM, T'on Mecto paboThi, Anpec mecta

pOACTBA OTYECTBO POXKIAECHUS JOJDKHOCTD JKUTEIIHLCTBA
6. lomamnrauii anpec 1 Homep TenedoHa
7. ITaciopT WM JOKYMEHT, €ro 3aMEHSIOIIUI

(HOMED, cepysi, KeM M KOT/Ia BEIJIaH)
8. JlomoaHUTENbHBIC CBEICHHS, KOTOPBIE BB jKemaeTe cooOmHMTh 0 cede
10. Ha kaxoii ypoBeHb 3apiuiatel Bol paccuntbiBaere?
« » 202 ronma
(OIKHOCTH OTBETCTBEHHOT'O 32 Ka/IPOBBIH y4eT) (TIoamuck) (pacmmdpoBKa MOIITHCH)




ITpunoxenne Ne§
K TIOJIO)KEHHIO O MOPSIKE BEICHHS
JIMYHBIX JIeNT paOOTHUKOB

JIMCT-3ABEPUTEJIb

aeaa Ne
B nene npomunto u npoHymMepoBaHO JIMCTOB
(undpamu 1 MPOIHCHIO)
c Ne mo Ne , B TOM 4HCJIE:
JIUTEPHbIE HOMEpA JINCTOB
MPONYILLIEHHBIE HOMEpa JINCTOB
+ JINCTOB BHYTPEHHEW ONKUCHU JINCTOB
OcobeHHOCTH (PU3UYECKOTO COCTOSIHUS U Howmepa nuctoB
dbopmupoBaHUs J1ea
OTBETCTBEHHBIH 3a
KaJpOBBIN y4yeT
(TIoamuce) (pacumpoBKa OJITHCH)

« » 202  ronma
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