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1. O0mme noJI0KeHus

1.1. Hacrosimee IlomokeHne O TmTOpsAKE BEOEHUS JUYHBIX [l paOOTHUKOB OpTaHU3AIlHH,
OCYILIECTBISIONIEH 00pa30oBaTeNIbHYIO JESATENbHOCTh, pa3paboTraHo B coorBeTcTBUU ¢ DenepanbHbM
3akoHOM Ne 273-D3 ot 29.12.2012 «O6 obpazoBanuu B Poccuiickoii denepannm» ¢ N3MEHEHUSIMH OT 8
aBrycta 2024 ropa, ®enepanbHbiM 3akoHOM OT 27.07.2006 Ne 152 «O mepcoHalbHBIX AAHHBIX» C
m3MmeHeHusMu 6 ¢espans 2023 roga, Ykazom [Ipesunenta ot 30.05.2005 Ne 609 «O06 yTBEepKICHUH
[TonoxkeHus o nepcoHaNbHBIX IaHHBIX FOCYIapCTBEHHOTO ciy>kaniero Poccuiickoii deaepanuu u BeJeHUH
ero JmuyHoro nena», TpynoBeiM Kopexcom Poccuiickon ®enepanuu, KOUIEKTUBHBIM J1I0rOBOPOM,
YcTaBoM opraHu3aiuu, OCyIECTBISIIONICH 00pa30BaTEIbHYIO ACSITENbHOCTD.

1.2. Jlannoe IlonoxxeHue onpenenseT NOPSAOK BEACHUS JTUYHBIX JIeJ TIEIaroroB M HHBIX COTPYAHUKOB U
padotarkoB MAJIOY «JICKB Ne28» n.JlynmosoBo, omnpeaenser Mmopsaok (GOpMHUpOBaHHS, ydeTa M
XpaHEeHMs, BBIJAYM JIMYHBIX JIeT BO BPEMEHHOE TMOJb30BaHUE, a TaKXK€ OTBETCTBEHHOCTH, IpaBa
pabOTHUKOB U TUPEKTOpa 00pa3oBaTeIbHON OpraHnu3alliu.

1.3. Hacrosimee Ilonoxxenue yrBepkmaercs mpukazom mo MAJIOY «/ICKB Ne28» a.JlynmonoBo u
SBJIAETCS 00S3aTENBHBIM ISl BCEX KaTErOpHil MeJarornuyecKux 1 IpYrux COTPYIHUKOB YUPEKACHHUS.

1.4. Benenve NUYHBIX JIeJ MEAAroroB M COTPYAHUKOB YUPEKIEHHUS BO3JaraeTcs Ha CHElUaInucTa o
KaJl[paM OpraHu3alliu, OCYIECTBIISIONICH 00pa30BaTEIbHYIO ACSITENbHOCTD.

1.5. JluuHoe neno - OCHOBHOM JIOKYMEHT IE€PCOHAJILHOTO YdYeTa, COAep)Kamuidi Haubosee IMOJTHBIC
CBeIeHHs 0 pabOTHUKE 00pa30BaTENIbHON OpraHu3allii U ero TPYIAOBOHM JAedaTenbHOCTU. B nmuuHOe Aeno
BHOCATCSI CBE/ICHHS, CBSI3aHHBIC C MOCTYIUIEHHEM Ha padO0Ty ¥ YBOJLHEHUEM.

1.6. Csegenusi, coaeprKaiuecs B JUYHOM Jielie, OTHOCATCSA K KOH(pUIeHIIMaIbHOW HHPOPMAIIH, HMEIOT
OTPaHUYCHHBIN TOCTYII U Pa3rIAIICHUIO HE TIOJIEXKAT.

1.7. JInunoe neso BeneTcs B TEUSHUE BCEro Meproia paboThl paOOTHHKA.

1.8. BengeHue HECKONBKUX JUYHBIX JIeJI OJHOTO pab0OTHHWKA O0Opa3oBaTeIbHONW OpraHM3aIMH HE
JIOITyCKaeTcsl.

2. Ilopsinok ¢popMUpPOBAHMS JUYHBIX €] COTPYIHUKOB
2.1. ®opmupoBaHHE JHMYHOTO JIeJa IEJaroroB M COTPYAHHKOB 00pa3oBaTEIbHON OpraHU3aIliH
MIPOU3BO/IUTCSL HEMOCPEJICTBEHHO IOCie IMpHeMa B 00pa3oBaTelIbHYI OpraHU3alMi0 WM MEepeBoja
MeJaroroB U COTPYAHUKOB U3 IpYyroi 00pa3oBaTeIbHON OpraHU3aLUu.
2.2. B cooTBeTCTBUM C HOPMATHBHBIMM JOKYMEHTaMU B JIMYHBIE Jejia MeJaroroB M COTPYIHUKOB
OpraHM3aliM, OCYLIECTBISIIOIIEH O00pa30BaTEIbHYIO JI€ATEIbHOCTh, BKJIAJBIBAIOTCS — CIIEAYIOIINE
JOKYMEHTBI:
Jlns nedazoeos:

* 3asBJIEHHUE O MpUEME Ha padoTy;

*  3asBJICHHE O COTJIACHM HAa 00pabOTKY MEePCOHAIBHBIX JAaHHBIX TI€/1arora;

* CHpaBKa O HaTUYUU (OTCYTCTBUHM) CYJUMOCTH U (WiIM) (paKTa yroJgoBHOTO IMpPECiIeOBaHUS,

BBIJ]AHHOTO COOTBETCTBYIOIIMM OPTaHOM MTPABOTIOPSIIIKA;

*  KOIUU JIOKYMEHTOB 00 00pa3oBaHUH;

*  KOMHH JJOKyMEHTOB O KBaJH(PHKAIINY W HAIWYHE CTIEIUATBHBIX 3HAHUHN (TTPH HAJIMYHH);

*  KONHHU aTTECTALIMOHHBIX JIUCTOB (IIPU HAJIMYHUH);

*  KOIIMHU JIOKYMEHTOB O HarpaxieHuu (Mpu HAJIMYUK);

*  XapaKTepUCTHUKH, pEKOMEHJaTeIbHbIe MUChbMA (TIPH HATUYUH);

* TpHUKa3 O MpueMe Ha paboTy;

* IpHUKa3 0 EPEeBO/IEC HA UHYIO JOJDKHOCTH (IIPU HAJIMYUH);

¢ JOJDKHOCTHas HWHCTPYKIOUA ()IOJ'DKHOCTHBIC HHCTPYKIIMKM C MOMCHTA HA3HAYCHHUSA Ha BCC

JIOJKHOCTH);
*  TPYIOBOH JOTOBOP (C MOCIEAYIONIMM BKIIOYCHHUEM JIOTIOTHUTEIILHBIX COTJIAMICHUN K TPYIOBOMY
JIOTOBOPY);
s pabomnuros:

* 3asBJICHHUE O pUEME Ha padoTy;

*  3asBJICHUE O COTJacuu Ha 00pabOTKY MEPCOHATBHBIX JaHHBIX IE€Jarora;

* CHpaBKa O HaTUYMU (OTCYTCTBUH) CYJUMOCTH W (WiIM) (paKTa yroJgoBHOTO MpPECIeOBaHUS,
BBIJJAHHOT'O COOTBETCTBYIOLIMM OPIaHOM ITPABOIOPSIIKA;

*  KONHHU JTOKYMEHTOB 00 00pa3oBaHUM;

*  KOMNHHU JOKYMEHTOB O KBaJIM(PHUKALUU WU HAIWYKME CIIEHUAIBHBIX 3HAHUH (IIPU HATTMYHH);



*  KOIHUU aTTECTALMOHHBIX JUCTOB (IIPU HATMYHH);

*  KONHUH JJOKYMEHTOB O HarpakIeHUH (IIpH HAJTUIHHN);

*  XapaKTepUCTHUKH, PEKOMEHATeIbHbIC MUChMA (TIPH HATUYUH );
* [pHKa3 o IpreMe Ha paboTy;

* IIpHKa3 O IEPEBOJIE HA UHYIO JOJKHOCTD (IpU HAJIMYUK);

* JOJDKHOCTHAsT WHCTPYKIUS (JIOJDKHOCTHBIE HMHCTPYKIIMM C MOMEHTA Ha3HA4YCHUsS Ha BCE
JTOJKHOCTH);

*  TPYIOBOH AOTOBOP (C MOCICAYIONINM BKIFOYCHUEM JOMOJHUTEIBHBIX COTIAICHUN K TPYAOBOMY
JIOTOBOPY);

Pabomooamenv opopmnsem:

*  TPYIOBOM JOrOBOP B ABYX AK3EMILIIPAX;

* MpuUKa3 o npuemMe Ha paboTy (0 MepeMeleHur Ha APYTHe TOJKHOCTH);

* JIMYHYIO KapTouky Ne T-2;

*  JOJDKHOCTHYIO MHCTPYKIIHIO B IBYX SK3EMILISAPAX.

Pabomooamens 3nakomum:

* ¢ HOPMATHBHO-TIPABOBBEIMHU JOKyMEHTaMH IKOJbI (YcraBoMm, KOJIEKTHBHBIM JIOTOBOPOM,
[IpaBuiaMu TpyAOBOTO pacropsaka U Ap. JIOKaIbHBIMU aKTaMH);

*  C JOJDKHOCTHOM MHCTPYKIIMEW;

* TMPOBOAUT BBOJHBIA HMHCTPYKT@X, HWHCTPYKTQX IO OXpaHE Tpylda, HUHCTPYKTAX IO
IIPOTUBONOXKApHOH 0€3011aCHOCTH.

2.4. TlepBuuHoe oopmiIeHHE TUYHOTO Jelia MPeayCMaTPUBAET:

* TPUCBOCHHUE JUYHOMY JEIy HOMEpa COTJIaCHO KypHAITy yueTa JHUHBIX Jei (mprioxkenue Ne 1);

* MPOCTaBJICHHE HAa OOJIOKKE JTUYHOTO jeia (mpuioxxkeHue Ne 2) cieayronmx peKBU3UTOB: UHIEKC
nena (B COOTBETCTBMM C HOMEHKIJIATypoil el o0pa3oBaTeNIbHON OpraHu3aliH; IOJHOE
HauMEHOBaHHE 00pPa30BaTEIbHONW OpPraHU3allMK; HOMEP JUYHOTO Jena; haMuIus UMs OTUYECTBO
paboTHUKA B UMEHUTEIIEHOM I1aJIeXKE; CPOK XPaHCHHS;

* TOMEIIEHUE TOKYMEHTOB, MOJUICKAIINX XPAHEHHUIO B COCTAaBE JIMYHBIX Jel, B XPOHOJIOTHUYECKOM
MOpSI/IKE:

—  BHYTPEHHSISI OTHUCh JIOKYMEHTOB jieja (nmpuiokenue Ne 3);
—  JIMYHBIH JINCTOK IO y4YeTy KajapoB (mprioxeHus Ne 5);

— 3asBJICHUE O IIPHEMe Ha paboTy;

— TIIpHUKa3 o IpuemMe Ha palorTy;

— TpPYIOBOH IOTOBOP;

— corjacue Ha 00paboTKy MEPCOHATBHBIX TAHHBIX.
2.5. JIucThl TOKYMEHTOB, IOMEIIECHHBIX B INYHOE JETI0, TIOJIKAT HyMEpaIny.
2.6. C unenpio oOecrieyeHHs HaJUIeXKaLIeH COXPAHHOCTH JIMYHOTO Jefla MEeNaroroB U COTPYIHHKOB
o01ieo0pa3oBaTeabHONW OpraHU3alMK U yA00CTBa B 0OpaIleHuy ¢ HUM Ipu (OPMUPOBAHUU JOKYMEHTHI
MOMENIAIOTCS B OTAENbHYIO manky. [Ipy yBonbHEHMM paOOTHHKA MPOIIMBAIOTCS HUTKAMU U CHAIOTCS B
apXWB.
2.7. BHYTpeHHSS ONUCH JIOKyMEHTOB, UMEIOIIUXCA B JMYHOM JleJie, JOJDKHA COJepKaTh CBEACHUS O
MOPSIIKOBBIX HOMEpaxX, HaWMEHOBaHUSX JIOKYMEHTOB Jejla, KOJMYECTBE JIMCTOB, JaTaX BKIFOUCHUS
JOKYMEHTOB B JIMUHOE JEJI0 U U3BATUS U3 JIeNIa, a TAKXKe KEM U3BAT JOKYMEHT U 10 KaKOH MpHUYnHE.
2.8. BHYyTpeHHSS ONHCH COCTaBISIETCS Ha OTICIBHOM JIUCTE IO YCTaHOBIEHHOW Qopme. JIucThr
BHYTpPEHHEH OIUCH HyMEPYIOTCS OTAEIBHO.
2.9. Tlpum moaroToBKe JIMYHBIX [N K Tiepeiade Ha XpaHeHUe K BHYTPEHHEH OIFCH COCTABIISIETCSI HTOTOBAS
3aIiCh, B KOTOPOW yKa3bIBaeTCA LU(PpPaMU U MPOMUCHI0 KOJTUYECTBO BKIIOUYEHHBIX B HEE JIOKYMEHTOB U
KOJINYECTBO JIMCTOB JIEa.

3. Tlopsinox BeaeHHUs] JMYHBIX €] MeAArOroB U COTPYAHUKOB OPraHM3alMHU, OCYLIECTBJISIOIIEH
o0pa3oBaTe/IbHYIO 1eATeIbHOCTD

3.1. JIuyHOe Jeno meaaroroB U COTPYAHUKOB 00pa30BaTEIbHOM OpraHU3aIK BEJIETCS B TEUCHUE BCETO
neprozaa paboThl KaXKI0To Mearora u COTpyAHNKa B 00pa30BaTeIbHOM OpraHU3aluy.

3.2. JlanbHeiiee BeneHHE JMYHOTO Jeja MEAAaroroB M COTPYAHMKOB 00pa30BaTENbHONW OpraHU3aIlH
IpeaycMaTpUBaET MOMEIIEHHE B JIETI0 IOKYMEHTOB, 00pa3yIONIMXCs B poriecce padodeit 1esiTeIbHOCTH U
UMEIOIINX 3HaYCHUE TSl TPYIAOBBIX OTHOLICHUH:



*  JIOTIOJIHEHHUE K JIMYHOMY JIHCTKY 10 YYETY KaapOB;

*  JIONOJIHUTENBHBIC COTJIAIICHUS K TPYAOBOMY JOTOBOPY;

* KONUU MPHUKA30B IO JIMYHOMY COCTaBYy, KOTOPBIC KAaCalOTCS IEJaroroB M COTPYIAHUKOB

00pa3oBaTesbHOI OpraHu3aluH;

*  KOIUU JJOKYMEHTOB O MOBBIIICHUN KBAJTH()UKALIUH;

* KONHHU CepTU(UKATOB, IPAMOT;

* JIHCT - 3aBEpUTEIIb Jiena (COCTAaBISIOT IIPH cadye JINYHOTO JIe1a B apXUB);

*  HHBIC JJOKYMCHTBI.
3.3. B memsx oOecrieueHHss KOHTpPOJII 3a COXPAaHHOCTHIO M aKTyaJbHOCTHIO JIMYHBIX J€JI B
00pa3oBaTelIbHOI OpraHu3aluK eXeroaHo (He mo3qHee | kBaprana rona, CICIYIOIIEro 3a OTYETHBIM)
MIPOM3BOAUTCS MIPOBEPKA UX HATUYHUS U COCTOSIHUS.
3.4, ExeroiHylo NpPOBEPKY COCTOSHHS JIMYHBIX JEJ Ha HPEIMET COXPAaHHOCTH BKIIIOYCHHBIX B HErO
JOKYMEHTOB ITPOBOMT CHEIUAIBHO CO31aHHast Komuccusi. O MPOBECHHBIX POBEPKAX JICNAETCs OTMETKA
B JICTE O pe3yNIbTaTax eXEeroJAHON MPOBEPKU COCTOSHUS M HATMYHS JIMYHOTO fena (npuioxenue Ne 5) u
COCTaBJISIETCSI aKT. Pe3ysibTaThl POBEPKH JIMUHBIX JIC) B 0053aTEIILHOM MOPSIIKE TOBOASATCS 10 AUPEKTOpa
00pa3oBaTelIbHOI OpraHu3alny.

4. Mopsanok y4yéTra M XpaHeHHsl JHUYHBIX [ieJI [eJaroroB M COTPYAHMKOB OpPraHU3aIluu,
OCylIeCTBJISAIOIIEH 00pa30BaTEIbHYIO 1eATeIbHOCTb.

4.1. XpaneHue W y4yeT JHMYHBIX Jel TEJAaroroB M COTPYAHHUKOB OPTraHU3AIMH, OCYIIECTBISAIOIIEH
00pa30BaTeNbHYIO JEATCIBHOCT, OPTAHU3YIOTCS C LEIbI0 OBICTPOro U 0€30IMO0YHOTO IMOUCKA JIMIHBIX
nen, oOecrmeueHuss HUX COXPaHHOCTH, a Takke oOecreueHuss KOHOGUIACHIMATbHOCTH CBEACHMUIA,
coJiepKaluXxcs B IOKYMEHTAaX JIMYHBIX /1], OT HECAaHKIIMOHUPOBAHHOTO JOCTYIIA.

4.2. JluyHble ena COTPYIHUKOB XpaHATCA B ceiie 00pa3oBaTeIbHON OpraHu3aIii.

4.3. TpynoBsle (IpH HATMYUH) U MEAULIMHCKUE KHUKKHU XPaHATCS OTJENIBHO B celide.

4.4. JlocTyn K JMYHBIM JieJlaM IeJaroroB U COTPYJHUKOB 00I1€00pa30BaTeIbHON OpraHU3alMi UMEIOT
TOJIBKO CEKpeTaphb, CHELUAINCT 110 KajipaM, IUPEKTOp 00pa30BaTeNIbHONM OpraHu3aliy JIM00 3aMECTUTENN
JTUPEKTOPA MPHU UCTIOJTHEHUH 00S3aHHOCTEN TUPEKTOpa 00pa30BaTEIbHOW OpraHU3allvu.

4.5. CucreMaTu3alys JIMYHBIX J€JI ME€aroroB U COTPYIHUKOB 00I1€00pa3oBaTeIbHON OpraHu3aliu
MIPOU3BOJUTCS B aji()aBUTHOM MOPSIIKE.

4.6. JluuHble Jfena MEAAaroroB M COTPYAHHUKOB 0O0I1€00pa30BaTENbHON OpraHu3alny, HMEIOLINX
roCy/lapCTBEHHbIE 3BaHUS, MPEMHM, Harpajbl, y4eHbI€ CTEIEHW M 3BAaHUS, XPAHATCS IMOCTOSHHO, a
OCTaJIHBIX COTPYIHUKOB - 75 JIET C roJja YBOJIbHEHHs pabOTHHKA (B COOTBETCTBUU ¢ [lepeuyHeM THIOBBIX
YIPaBIEHYECKUX JOKYMEHTOB).

5. Ilopsaok BbIIaYU JUYHBIX €] BO BpeMEeHHOe M0JIb30BaHue

5.1. Brigaua nuyHBIX 1€l (OTAEIbHBIX JOKYMEHTOB B COCTaBe JUYHOTO JIeJ1a) BO BPEMEHHOE M0JIb30BaHNe
MPOU3BOJIUTCS C pa3pelieHus TUPEeKTopa 00pa30BaTeNbHONW OpPraHM3alMU 10 3asBICHUIO COTPYIHHMKA
OpraHu3alK, OCYLECTBIIAIONIEH 00pPa30BaTEIbHYIO JESTEIbHOCTD.

5.2. Pabora (03HaKOMJIEHME) C JIMYHBIMHM J€JlaMH I€JaroroB M COTPYJHHKOB 00pa3oBaTeIbHOM
OpraHu3aliy MPOU3BOJIUTCS B IPUEMHON AUpeKTopa. B KoHIle paboyero AHs cekpeTapb UM CHEeHaTUuCT
1o KajapaMm o0si3aHa yOeTUTHhCS B TOM, UYTO BCE JIMUHBIE JIeNa, BbIJIAHHBIE BO BPEMEHHOE IOJIb30BaHUE,
BO3BpallCHbI HA MECTO XPAHCHUA U €CTh JIN H606XO)II/IMOCTB JJI TPUHATHA MEP K UX BO3BPAIICHUIO UJIA
PO3BICKY.

5.3. ®axT BbIIaYM JIMYHOTO Jiea (PUKCUPYETCSl B KOHTPOJIBHOM KypHaJe.

5.4. U3paTtue OTACIBbHBIX TOKYMEHTOB W3 JIMYHOTO Jejia TMPOU3BOIAUTCS C pas3perieHus IUPEKTopa
o0Opa3oBaTeNbHOW OpraHu3auu ¢ oQGOpPMIIEHHEM COOTBETCTBYIOIIEH 3amucu B rpade
«IIpumeyanue» BHyTpeHHeH onucH. [Ipy BpeMEHHOM U3BSITUN JOKYMEHTA Ha €ro MeCTO (MEeX]ly JTUCTaMU
COCCOHUX I[OKyMeHTOB) BKJIaABIBACTCA CIIPABKA-3aMCCTUTCI/Ib C YKA3aHUCM JaTbl U NPUYHUH U3BATUA C
NOJNKUCHIO JIMIA, BBIIABUIETO JOKYMEHT, W HOJMNMCHIO JIMIA, IOJY4YMBIIETO €ro BO BPEMEHHOE
I10JIb30BaHMUE.

6. OdopMieHne JUYHBIX JIe] Nepe/ cAaveil B apXuB
6.1. Odopmienne NTUYHBIX AeN [JIs TMEpelayd B apXWUB MPOU3BOAMTCS CHEIHAIMCTOM MO Kaapam
0011e00pa3oBaTeIbHON OpraHu3aIi. JTa IPoIeaypa BKIIOYACT:

* MOJUIUBKY (TIEpEIIeT) JIena;



® YTOUHCHUC HYMCpallUH JIMCTOB ACJIA;

*  COCTaBJICHHUE JIMCTa-3aBepuTels (mprtokeHue Ne 7);

* cocTaBlicHHE (YTOUHCHHE) BHYTPCHHEH  OIUCH;

* BHECCHHE YTOYHCHUH B PCKBU3UTHI JIUIICBON OOJIOKKH JIeIa.

6.2. Jluct-3aBepurens Aena JOHKEH MOJIMNKMCATH €r0 COCTaBUTENb, MPU ATOM JellaeTcs pacmudpoBKa
JOJDKHOCTH W TIOJIKCH, TPOCTaBIseTCs nara. B mpoliecce MCIOJIb30BaHMS apXHBHBIX JTOKYMEHTOB B
JIMCTE-3aBEPUTEIIC ICTAI0TCS COOTBETCTBYIOLIME OTMETKH. Eciu neno moammro 0e3 nrcra-3aBepurelis, TO
€ro cJeIyeT HaKJICUTh Ha BHYTPEHHIOK CTOPOHY OOJIOXKKH JIelia.

6.3. C menbro obecrieueHus] COXPAaHHOCTH JIMYHBIX /1€ PEKOMEHIYEeTCS:

* O0BEIUHATh HMHIWBHIYaJbHBIC JIMYHBIC JIeJla YBOJICHHBIX COTPYIHUKOB B OJHY OOJIOXKKY
(0OBeIMHEHHOE JIENI0) C TAKUM PacdyeToM, 4ToObl 00beM jerna (Toma) He mpeBbiman 250 JIucToB
(yTeM CIIMBKHM MaTepUAIIOB MHIWBHyaIbHBIX JEJ 110 T0JIaM YBOJbHCHUS);

* pacrmojiaraThb MaTepHajbl HHIUBHYyaTbHBIX JIEN B Ipeaesax Jena (Toma) B andaBUTHOM HOPSIKE
(moaMHITbHO), OTAETSAS MaTePHAaIIbl, OTHOCSIIUECS K Pa3HBIM WHIWBUIYAIBHBIM JIEJIaM, YACTHIM
JIMCTOM 6YMaFI/I C YKazaHue€M Ha HEM ¢)aMI/IJH/II/I, HMCHU H OT4YECTBa COOTBCTCTBYIOLICTO
YBOJICHHOTO TI€/Iarora U COTpyIHUKa 00111e00pa30BaTelIbHOW OpraHU3aIiH;

* cHa0XaTh KaX10€ 00bEIMHEHHOE J1eJ10 (TOM) BHYTPEHHEH OMHCHIO C MEPEeUYHCICHHEM (aMUIITHiA,
UMEH M OTYECTB M YyKa3aHHMEM HOMEPOB CTpPaHUI], B TIpejaeiax KOTOPBIX pPacIOI0KCHBI
COOTBCTCTBYIOIIHUEC JOKYMCHTBI.

6.4. Tlepenada JIWYHBIX JIe] B apXUB OCYIIECTBIISETCS HE TO3/JHEE TPEX JIET IMOCIe 3aBEpIICHUS HX B
JIeTIOTIPOU3BOJICTBE B COOTBETCTBHHM C TpadukoM. [IpenBapuTeNbHO CeKpeTapeM, CICHHUATMCTOM I10
KaJpaM MpOBECPACTCA MMOJTHOTA U MMPABUJIBHOCTH IIOATOTOBKHU JIMYHBIX ACI K II€peaayc. Briasiennrie npu
MPOBEPKE HEIOCTATKH YCTPAHSIOTCS CEKpeTapeM, CIeIHaInucToM Mo kKaapam. [lepemada w npuem
IMPOU3BOJAATCA 1O OITHMCH C HpOCTaHOBKOI\/JI OTMETOK O HAJIMYNU JIMYHBIX ACII.

6.5. Jluunple nema memaroroB W COTPYAHHKOB O0Opa30BaTENbHON OpraHu3alud, 3aKOHYEHHBIE
nenorpoun3BoicTBOM 10 1 ssuBapst 2003 roma, xpansitcs 75 ner, mocne 1 suBaps 2003 roga - 50 mjer.
JIluuHble nena TUpeKTopa, IIaBHOTO OyxranTepa oOpa3oBaTeNbHON OpraHM3allMd WMEIOT MOCTOSHHBIN
CPOK XpaHCHHUSI.

7. OTBEeTCTBEHHOCTH
7.1. Tlemaroru M COTPYOHUKH 0Opa3oBaTelIbHON OpraHU3aluu O0s3aHbl CBOEBPEMEHHO IPEJCTaBIISIThH
CEeKpeTapro UM CIIEUAIUCTY MO KaJipaM CBEJICHUS 00 M3MEHEHUH B IEPCOHAIbHBIX JAaHHBIX, BKIIIOUEHHBIX
B COCTaB JIMYHOTO JIETIa.
7.2. Paboromarens 00eCIIEUnBAET:

*  COXPaHHOCTh JIMYHBIX JIEJ IEaroroB U COTPYIHUKOB 00pa30BaTEIbHON OpraHu3aluy;

*  KOH(HJEHIMAIHHOCTH CBEIEHUH, COJePKALIMXCS B IMYHBIX JieflaX MelaroroB U COTPYTHUKOB.

8. IlpaBa padoToaare/isi U pa0OTHHKA

8.1. 21.]'[5[ oOecrieueHus 3aI0UTHI IIEPCOHATIBHBIX JAaHHBIX, KOTOPBIC XPAHATCA B JIMYHBIX JCJIaX II€AaroroB
U COTPYIHHUKOB 00I1e00pa3oBaTeIbHONM OpraHu3aluy, MeJarord M COTPYAHHUKH 0Opa30BaTeNIbHON
OpraHM3ali UMEIOT MPaBo:

*  TIOJIYYHTH TOJTHYIO HH()OPMAIIHIO O CBOUX ITEPCOHAIBHBIX TAHHBIX B 00pabOTKE 3TUX JIaHHBIX;

*  MOJIYYUTh CBOOOMHBIN TOCTYN K CBOUM MEPCOHAIBLHBIM JaHHBIM;

* TIOJIYYUTh KOIHUH JIOKYMEHTOB, XPaHSIIHAECS B JIMIYHOM JeJie M COJEp)KaIie IMepCOHATbHBIC
JTaHHBIE.

* TpeOOBaTh HCKITFOUCHUS WU HCIIPABJICHHS HEBEPHBIX W HETIOJHBIX MIEPCOHATBHBIX JIAHHBIX.

8.2. PabGoTonarens uMeeT MpaBo:

* o0pabarpiBaTh TEPCOHAIBHBIC JAaHHBIC TEAArOrOB M COTPYAHUKOB 00pa3oBaTebHOU
OpraHM3aIlfy, B TOM YUCIIC U Ha SJICKTPOHHBIX HOCUTEISIX;

* 3alpOCHUTh OT TIEJaroroB H COTPYIHHKOB  00Opa3oBaTElbHOM OpraHM3allii  BCHO
HEO0OX0UMYI0 HH(MOPMAITUIO JIJIs BEJCHUS JTUYHBIX J1e7T 1 00paOOTKH MEepCOHATBHBIX JaHHBIX.

9. 3akJa4YuTeIbHbIC MOJI0KEHHUS
9.1. Hacrosimee IlomoxkeHue o mopsiake BeAEHUS JTUYHBIX JeJT PAaOOTHUKOB SIBJISICTCS JIOKAJTbHBIM
HOPMAaTUBHBIM aKTOM, IpUHUMAaeTcs Ha [legarornyeckom coBeTe MKOJIbI U YTBEpKAaeTCs (JIOO BBOAUTCS



B JICHCTBHE) IPUKA30M JIUPEKTOpPA OPTaHU3AINH, OCYIIECTBISIONICH 00pa30BaTENbHYIO ESTEILHOCTD.
9.2. Bce u3aMeHeHUs U JOTMOJIHEHUs, BHOCHUMBIE B HacTosulee [lonoxenne, ohopMisSioTcs B MUCbMEHHOM
(dhopMe B COOTBETCTBUU JICHCTBYIOIINM 3aKOHOAATENLCTBOM Poccuiickoit denepanuu.

9.3. IlonoxxeHue o MOpSAKE BEACHHS JHMYHBIX JeJ PpaOOTHUKOB O0pa30BaTEIbHONW OpraHU3aluu
MIPUHUMAETCA Ha HEOMpe/eNIeHHbIN Cpok. VM3MeHenus u nonoyiHeHust K [1oyiokeHu0 NMpUHUMAIOTCS B
nopsiJike, npeaycMoTpeHHoM 1.9.1. nacrosiero [lonoxenus.

9.4. Tlocne mpunsTus [lonoxenus (WM U3MEHEHUH U JTONOJHEHUH OTIEIBHBIX IMYHKTOB U Pa3/ielioB) B
HOBOH pellaKuy Ipeablayas pelakuus aBTOMaTUYECKH YTPauuBaeT CUILY.



IIpunoxenne Nel

K IIOJIOKCHUIO O MOPAAKE
BCACHUS JTMYHBIX ICIT

PabOTHUKOB, YTBEPKICHHOMY IIPHKA30M
yuapexaenns Ne 92 ot 30.08.2024 r.

JKypHan yyera nTM4HBIX A€l

Ne i/ MHara Damunus, Tabens- | JlomkHocts |CTpykTypHOe|[lata n HoMep | ata mHomep | Ilpumeua-
I | opopMIICHUS [MMsI, OTYECTBO|  HBIH (mpodeccust, | monpazne- | mpuKasza IpuKasza HHE
JIMYHOTO JieNa | TMefarora u HOMEpP CrHenualb- JICHHE (pacnops- (pacmopst-
COTpYIHHKA HOCTB) JKEHUS) O JKEHUS) O
nenarora u pueMe MpeKpaIleHun
COTpYAHUKA nenarora U |(pacTop>KeHHH)
COTpYyIHHKA TPYZIOBOTO
Ha paboTy JIOTOBOPA €
MEe1aroroM
COTPYJHHKOM
(YBOJIbHEHHN)
1 2 3 4 5 6 7 8 9




[Tpunosxxenne No2

K IOJIO>KEHUIO O MOpsAKE
BE/ICHHS JIMYHBIX JIEJT
PabOTHUKOB, YTBEPKICHHOMY MPUKA30M

O6J10KKa JJUYHOTO nena yapexnerns Ne 92 ot 30.08.2024 1.

Donpg Ne

Omucek Ne

Heno Ne

Wunexc nema

(Ha3BaHME 00Pa30BATENBEHON OpraHU3aLIN)

JIMYHOE JEJIO Ne

(3arosoBOK Jiena)

Jara Hauana

Jlata okoH"aHUs

Ha JIACTax

XpaHUTh J€T

Donx Ne

Omucek Ne

Hemo Ne




Ipunoxenue Ne3
K IOJIOXKEHHIO O TIOpsiIKe

BEJICHHS JIMYHBIX JIEJT
PabOTHUKOB, YTBEPKICHHOMY IPUKa30M
yapexnerns Ne 92 ot 30.08.2024 1.

BHYTPEHHAS OITMCH

JIOKYMEHTOB Jieia Ne

Ne i/ Hunexc Hara Ha3Banue
JOKYMEHTa JIOKYMEHTA JOKYMEHTa

IIpumeuanus
Homep

JIUCTOB AfCJ1a

Htor 0:IOKYMCHTOB
(undpamu 1 MPOMUCHIO)

KonunuectBo nmucros BHyTpeHHeI’I OITMCH

(undpamu U MPOIUCHIO)

OTBeTCTBEHHBIH 3a KaJPOBBIN yUeT:

(moxmuce)

«».202 roma




ITpunoxenue Ne4
K ITOJIOKEHHIO O MOPSIIKEe

BEJICHHS JIMYHBIX JIEJT
PabOTHUKOB, YTBEPKICHHOMY IPUKa30M
yapexnerns Ne 92 ot 30.08.2024 1.

OTrMeTKa O pe3yibTaTrax emeronnoifl MPOBEPKU COCTOSAHUA
1 HAJINYUA JIHYHOI'0 JeJ1a

©.1.0.

JIOMKHOCTH

JInunoe gemo Ne

[ara mpoBepku ®.1.0. uneHon [Toanucu unenos PesynbTaT npoBepku
KOMHCCUH KOMHUCCUH




IIpunoxenue No5
K TIOJIO>KEHUIO O TIOPSIAKE

BEJICHUSI JIMYHBIX JIEeT
PabOTHUKOB, YTBEPKICHHOMY
MPHKA30M

yupexaenus Ne 92 ot 30.08.2024 .

JIMYHBIN JJUCTOK IO YYETy KAPOB

1. damunusa

Nwmg OtuectBO

2. Tlon

3. T'ox, uncio u Mecsi poxIeHUS

4. MecTo poXIeHUS

(cerno, nepeBHs, TOPOJ, pailoH, 00J1aCTh)

5. TI'paxnancTBo

6. O6pazoBanue

HaszBanue yue6Horo| ®akynpTer I'on I'on Ecnu ve Kakyro
3aBE/ICHUS U €ro Wi MOCTYIJICHUS | OKOHYaHWSI |OKOHYMWII, TO C| CIIEIUATBHOCTh

MECTOHAXOKICHNE | OTHEIECHUE WIH yXOJa |Kakoro Kypca| IOJIy4Ws B

yIen pe3yabTare
OKOHYaHUS

y4eOHOro

3aBEICHHUA,
ykaszaTb Ne

JUIIIOMA WITH

YJIOCTOBEPEHUS

7. Kakumu HHOCTPAHHBIMU SA3bIKAMHU BJIAZICCTC

(qm‘aeTe 1 IIEPEBOAUTE CO CIIOBAPEM, YUTACTE U MOKETE OGBﬂCHﬂTLCﬂ, BJIAEETE CBOGOZ[HO)

8. VYueHnas CTCIICHb, YUCHOC 3BaHUC

9. Kaxkue nmeere HaydHbIE TPYABI U U300pETCHUS
10. BremonnHsiemas paboTa ¢ Hava1a TPYIOBOU EATENHOCTH (BKIIIOYast yueOy B BBICIIUX U CPETHUX
CHELUATbHBIX YIeOHBIX 3aBEICHHUSIX, BOCHHYIO CITYy>KOY M paboTy 110 COBMECTUTENIBCTBY)

| Mecsn u rox | MomkHOCTb € ykaszaHueM yupexienus, | MecTOHAXOXKIeHHE |



MOCTYTIJICHUS yxona

OpTaHM3ALUH, TPEINPHUATHS, a TAKXKE
MUHHUCTEPCTBA (BEAOMCTBA)

YUpEKICHUS,
OpraHu3alii,
OPEaIpUSTHS

11. IpeOrIBanUe 3a rpanuliei (padoTa, cayxeOHass KOMaHIUPOBKA, TOE3/IKA C JAeTIeTaIieii)

Mecsu u rox

B kakoii cTpane

Lenb npebpiBanus 32

C Kakoro rpaHuLen
BPEMEHHU |10 KAKOe BpeMs
12. Y4dacrtue B BEIOOPHBIX OpraHax
Hazpanue BpiGopHOro | B KauecTBe Koro T'on

MecTto BbIOOpHOTO OpraHa

oprasa BbIOpaH

n30paHusi | BBIOBITHS

13. Kakue numeere IMpaBUTCILCTBCHHBLIC HArpaJbl

Korma u keM HarpaxieH

14. OrHolIeHHE K BOMHCKUM 00S3aHHOCTSM U BOMHCKOE 3BaHUE

Cocras Pon Boiick

(KOMaHJHbI!, TIOIUTUYECKHUH, aIMUHUCTPATUBHBIN, TEXHUYECKHUIT U T. 11.)

15. CemeiiHo€ MOJI0KEHNE B MOMEHT 3aI0JIHEHUS JTUYHOTO JIUCTKA

16. Jlomamuuit aapec

(4IICHBI CEMBH, C yKa3aHHEM BO3PAcTa)

17. O6H3YIOCL CBOCBPCMCHHO HU3BCUIATH 000 BCeX M3MEHEHUAX JaHHBIX, BKIIFOYCHHBIX B JIMYHBIA

JIMCTOK IO YUCTY KaApOB.

«.202

rojga




ITpunoxenue Ne6
K IOJIOXKEHHIO O TIOpsiIKe

BEJICHHS JIMYHBIX JIEJT
PabOTHUKOB, YTBEPKICHHOMY IPUKa30M
yapexnerns Ne 92 ot 30.08.2024 1.

AHKETA

damuug

Nmsa

OTtuecTBO

JlaTa poxxaeHus

1. I'paxxaHCTBO (€CIM HU3MEHSUIM, TO YKaKHUTE,
KOT/J[a 1 10 KaKOW MPUIUHE)

2. ObpasoBanue, ydeHasi CTeneHb (KOrja U Kakue
yueOHbIe 3aBeIeHU OKOHYMJIH, HOMEPA
nurioMoB). CrienMaibHOCTh U KBATM(DHUKAIIUA TI0
TTUTUIOMY

3. KakuMu MHOCTpaHHBIMH SI3BIKAMU U S3BIKAMU
HaponoB Poccuiickoii denepaunu BIaJeeTe U B
KakoW  cTemeHH  (YUTaeTe U MOXKETe

OOBSICHATKCS, BlIaJieeTe CBOOOIHO)

10 COBMECTHUTEIILCTBY)

4. BrimonHseMasi paboTa ¢ Havaja TPYIOBOM MEATENHHOCTH (BKIIIOYas BOCHHYIO CIY»)O0y U paboTy

Mecsu u rog JIOJDKHOCTB € yKa3aHUEM YUPEKICHNUs, MecTtoHaxoxaeHue
MOCTYTIJICHUS yxoza OpraHu3aluy, NPEIIPUATHS, a TAKKE YUPEKICHHUS,
MHUHHCTEPCTBA (BEJOMCTBA) OpraHu3aluy,
IPEITPUSITHS

5. Bamm 61u3kue poacTBEHHUKM (GKEHA, MYIK, OTEIl, MaTh, OpaThs, CECTPHI)

CreneHb T'on

poxcrBa  |DaMumins, UMsl, OTYECTBO | POXKICHUS

Mecto paboTsl, Anpec mecta
JOJKHOCTb KUTEIbCTBA

6. lomamHuii aapec u HoMep TenedoHa

7. TlacmopT uiu JOKYMEHT, €ro 3aMEHSIOIUN

(HOMEp, cepHsl, KeM U KOT/1a BBIIaH)
8. JlomoJHUTENbHBIC CBEJICHUS, KOTOpbIe BEI jkenaeTe cooOIHMTh 0 cede

10. Ha kakoii ypoBeHb 3apruiatel Bel paccuntbiBaete?

«».202 roaa

(OIKHOCTH OTBETCTBEHHOTO 32 Ka[POBBIH yder)

(mozmucs) (pacumdpoBKa OAINCH)



Ipunoxenue Ne7
K HOJIOXKEHHIO O TIOpSIIIKE

BECHUS JINUHBIX JIENT
PabOTHUKOB, YTBEPKICHHOMY IIPUKA30M

JIUCT-3ABEPUTEJIb yapexaenns Ne 92 ot 30.08.2024 r.
nejia Ne

B ACJIC IPOUIUTO U MPOHYMEPOBAHO JIMCTOB
(zudpamMu 1 IPOIHCHIO)

¢ Nermo Ne, B Tom umcie:

JUTEPHBIC HOMEPA JIUCTOB
MIPOITYIIICHHBIC HOMEpa JIUCTOB
+ JINCTOB BHYTPEHHEHN OIMHMCH JIUCTOB

OcoOenHocTH (PU3UYECKOTO COCTOSHUS U Howmepa nuctos
(dbopMupoBaHus Aena

OTBETCTBEHHLIN 3a Ka,I[pOBHﬁ y4aeT

(moamuce) (pacumdpoBKa MOAIKCH)

«  »202 roaa




