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0 Mops/IKe BeJeHUs JJUIHBIX J1e]
PadOTHUKOB

1. O0uIMe Mo0KeHU

1.1. Hacrtosimee IlomokeHue o TOpsAKE BEICHHS JHWYHBIX el paOOTHUKOB THMHA3HH
pazpabotano B coorBeTcTBUU ¢ DemepanbHbiM 3akoHOM Ne 273-O3 ot 29.12.2012 «O6
obpazoBanuu B Poccuiickoit ®emepanun» ¢ u3MmeHeHusMu Ha 30 nexabps 2021 rona,
®enepanbHbiM 3aKOHOM OT 27.07.2006 Ne 152 «O mepcoHanbHBIX JTaHHBIX» C U3MEHEHUSMH
Ha 2 wmrong 2021 roma, Ykasom IIpesmpenta ot 30.05.2005 Ne 609 «OO6 yrBepkaeHUU
[TonoxkeHnss O MEPCOHANBHBIX JAHHBIX TOCYJAPCTBEHHOIO ciykamero Poccuiickoit
denepany U BEICHUM €ro JMYHOro aena», TpyaoBeiM Koaekcom Pocculickoin @enepannu,
YcTaBoM THMHA3UH.

1.2. Jannoe IlonoxkeHue omnpenenser NOPSAOK BEACHUS JMYHBIX JEJI MEAaroroB M MHBIX
COTPYAHUKOB W pPaOOTHHUKOB THMHA3WH, OMpEIeseT MOpsaoK (GopMuUpoBaHHs, ydeTa W
XpaHEHUs, BbIJIaud JIMYHBIX JIeJI BO BPEMEHHOE IOJIb30BaHUE, a TAaKXKE OTBETCTBEHHOCTb,
npaBa paOOTHUKOB U JUPEKTOPA TUMHA3UH.

1.3. Hacrosmee Ilonoxkenne yTBepKAaeTCa MNPUKA30M 1O THUMHA3UM W SBJISETCS
00s13aTeILHBIM JIISI BCEX KaTErOPUH MeIarOTHYEeCKUX M IPYTUX COTPYAHUKOB TUMHA3HH.

1.4. Benenue MTMYHBIX A€ NEJArOrOB U COTPYAHUKOB TMMHA3MM BO3JIAraeTCs Ha CIECIMAINCTa
M0 KaJpaM TUMHa3HH.

1.5. JluyHoe neno — OCHOBHOW MOKYMEHT MEpPCOHAILHOTO yueTa, COoJepKaluil Haubonee
MOJIHBIE CBEACHHWsI O paboTHUKE 00pa3oBaTeIbHOW OpraHu3alii HW €ro TPYIOBOM
JeATeTLHOCTH. B MUYHOE /1e710 BHOCATCS CBEACHUS, CBSI3aHHBIC C MOCTYIJIEHUEM Ha padoTy U
YBOJIbHEHUEM.

1.6. CseneHus, cojepkamiyecss B JIMYHOM Jielie, OTHOCATCA K KOH(HUICHIIUATHLHOU
nH(popMauK, UMEIOT OTPAHUYEHHBIN JOCTYI U Pa3MIAICHUIO HE TTOJIekKAT.

1.7. Jluanoe Aeno BeneTcs B TEUCHHUE BCEro mepuoja paboThl pabOTHUKA.

1.8. Benenne HeCKOIBKUX JIMYHBIX JIETT OJTHOTO PAOOTHHKA THMHA3UHU HE JIOMYCKAETCS.

2. ITopsinok ¢popMHUPOBAHUSA JTUYHBIX e/l COTPYIHUKOB
2.1. ®opMmupoBaHHE JHMYHOIO Jeja MEeAaroroB M COTPYAHUKOB THMHA3WU MPOU3BOJUTCS

HEMOCPEJCTBEHHO IMOCie IMpuemMa B 0O0IIe00pa3oBaTeNIbHYI0 OpraHU3alldI0 WM TEepeBoja
MeJaroroB U COTPYIHUKOB U3 IPYroil 00pa3oBaTeIbHON OpraHU3aIUu.



2.2. B coOTBETCTBUM C HOPMAaTUBHBIMU JOKYMEHTAMHM B JIMYHbIE Ji€Ja IEJaroroB M
COTPYJIHUKOB TMMHA3UH BKJIA/IBIBAIOTCS CIEAYIOLINE JOKYMEHTHI:

s nedazoeos:

* 3asBJIEHUE O NpUeMe Ha paboTy;

* 3asBJICHUE O COTJIAaCUU Ha 00pa0OTKY NMEPCOHANIBHBIX JaHHBIX II€/1arora;

* CIIpaBKa O HaNW4YuU (OTCYTCTBHH) CYIUMOCTHU U (WiH) (pakTa yrojaoBHOTO MPECIIeIOBAHMUS,
BBIJIAHHOT'O COOTBETCTBYIOIIUM OPraHOM IMPaBOMOPSIKA;

« aBroOuorpadus;

* KONIMS MacropTa WK UHOTO TIOKYMEHTA, YAOCTOBEPSIIOUIETO JINYHOCTD;

* KOIUS CTPAXOBOT'O CBHUAETEIHCTBA IEHCMOHHOTO CTPAXOBAHUS;

* KOMNUS MACHTU(PUKAITMOHHOTO HOMEPA HAJIOTOIUIATENbIINKA,

* KONMS JOKYMEHTa BOMHCKOTO y4eTa (JJIs BOCHHOOOS3aHHBIX);

* KONMS CBUAETENIBCTBA O 3aKIIOYEHUU Opaka (IIpy HATMYHH);

* KONUS CBUACTEILCTBA O POXKJICHUU AeTel (IPU HATTUYHH);

* KOIMH TIOKYMEHTOB 00 00pa3oBaHUU;

* KONHUH JOKYMEHTOB O KBAIM(DPHUKAIUU WA HATUYKE CTIEHUATbHBIX 3HAaHUH (MpU HAIUYUK);

* KONHUH aTTECTAllMOHHBIX JIUCTOB (MPU HATUYHUN);

* KONHUH JTIOKYMEHTOB O HarpaxaeHuu (IIpH HAJTTUYIHNH);

* XapaKTEepUCTHKHU, PEKOMEH IaTeIbHbIe MUChMa (TIPU HATUYUN);

* TIpUKa3 O MpueMe Ha padoTy;

* TIpUKa3 O MEePEeBOJIe Ha UHYIO JOHKHOCTH (TIPY HAJTHYUN);

* JOJDKHOCTHAs MHCTPYKUHUSA (AOKHOCTHBIE MHCTPYKIMM C MOMEHTa Ha3HAau€HHUsS Ha BCe
JIOJDKHOCTH);

* TPYAOBOH JOroBOp (C MOCHENYIOUIUM BKJIIOYEHHEM OMOJHUTENBHBIX COTJAIICeHUNH K
TPYJIOBOMY JOTOBOPY);

* TPYIOBYIO KHUXKKY;

* MEAMIMHCKYIO KHUXKKY.

s pabomnukos:

* 3agBJICHUE O NpUeMe Ha paboTy;

* 3asBJICHUE O COTJIACHMU Ha 00pa0OTKY NMEePCOHANIbHBIX JAHHBIX MEarora;

* CHpaBKa O HAMWYUU (OTCYTCTBUHM) CYAMMOCTU U (UJU) (paKTa yroJIOBHOTO MPECieI0BaHNUs,
BBIJIJAHHOI'O COOTBETCTBYIOLIUM OPraHOM IPaBONOPSAIKA;

* aBroOuorpadus;

* KONMS MacrnopTa WM UHOTO IOKYMEHTA, YAOCTOBEPSIOUIETO JINYHOCTD;

* KONMS CTPaxOBOI'O CBHJIETEILCTBA IEHCUOHHOIO CTPAaXOBaHUS;

* KONMS MACHTU(PUKAMOHHOTO HOMEPA HAJIOrOIIATENbIINKA;

* KONUS JOKYMEHTa BOMHCKOTO y4eTa (/15 BOCHHOOOSI3aHHBIX);

* KONUS CBUICTENHCTBA O 3aKIFOUEHUH Opaka (Mpu HAIUYHUH),

* KOIUSI CBUAETEIBCTBA O POXKIACHUU JeTel (TPU HAIMYUHN);

* KOIUU IOKYMEHTOB 00 00pa3oBaHUM;

* KONHUH JTOKYMEHTOB O HarpaxaeHuu (IIpy HATUYHNH);

* XapaKTEPUCTUKH, PEKOMEHAATelIbHbIE MUChbMa (MPU HATUYUN);

* TIpUKa3 O MpuUeMe Ha padoTy;

* TpHKa3 O NMEepPeBOIC Ha MHYIO JAOKHOCTH (MPU HAIUYUN);

* JOJDKHOCTHAs MHCTPYKUHUSA (AOKHOCTHBIE MHCTPYKIMM C MOMEHTA Ha3HAauY€HHsS Ha BCE
JOJKHOCTH);

* TPYAOBOM JOroBOp (C MOCHENYIOUIMM BKJIIOYEHHEM JOMOJHUTENbHBIX COTJAIleHUH K
TPYIOBOMY JOTOBOPY);

* TPYAOBYIO KHHXKY;

* MEAMIMHCKYIO KHUXKKY.

Pabomooamenwv oghopmnsem:



* TPYIIOBOM JOTOBOP B ABYX IK3EMILISPAX;

* IpHKa3 O IpueMe Ha paboTy (0 NEPEMEILEHNHU Ha APYTUe JOHKHOCTH);

* nUuHYyI0 KapTouky No T-2;

* JOJDKHOCTHYIO MHCTPYKIIMIO B IBYX 3K3EMIUISIpaXx.

Pabomooamens 3nakomum:

* C HOPMAaTUBHO-NIPAaBOBBIMU  JOKyMeHTamMu rumHa3ud (YcraBoMm, KoinmekTUBHBIM
noroBopowm, [IpaBuiamu Tpya0BOTO pacmopsiaKa U JIp. JTOKaIbHBIMUA aKTaMH);

* C JOJDKHOCTHOM MHCTPYKLMEH;

* MPOBOJUT BBOJHBIM WHCTPYKTaX, HWHCTPYKTaX [0 OXpaHe TpyAa, HHCTPYKTaX IO
MIPOTHUBOMOKAPHOM 0€30MaCHOCTH.

2.4. IlepBuunoe oopmIIeHHE JTUYHOTO Jelia Tpe1yCMaTpPUBAeT:

* TPUCBOCHHUE JINYHOMY JIEIy HOMEpa COIIACHO KypHaly ydeTa JIMYHBIX el (MPUII0KEHUE
Ne 1);

* TpOCTaBJiCHHE Ha OOJIOKKE JIMYHOTO neja (mpuioxeHue No 2) cieAyromux peKBU3UTOB:
MHJIEKC JieJa (B COOTBETCTBUU C HOMEHKJIATYpOH Jesl 0011eo0pa3oBaTeIbHONM OpraHu3alluu;
MIOJIHOE HauMEHOBaHUe o01Ie00pa3oBaTENbHON OpPraHMU3aluK; HOMEp JUYHOTO Jena; haMuiaus
UMl OTYECTBO pa0OTHHKA B MMEHHMTEIHHOM IaJIeXke; JaThl — TOJl Hauaja U roJl OKOHYaHUs
BEJICHHUSI JI€J1a; KOJIMYECTBO JIMCTOB; CPOK XPAHEHHUS;

* TOMENIEHHWE JOKYMEHTOB, TMOJJISKAINX XPAaHCHUI0 B COCTaBE JHMYHBIX JIel, B
XPOHOJIOTHYECKOM TOPSIIKE:

BHYTPEHHSSI OMTUCH JOKYMEHTOB jiena (mpuiosxkenue Ne 3);

JUYHBIN JIUCTOK IO y4eTy KaapoB (mpuioxeHus Ne 6);

3asiBJICHHUE O MpUEMe Ha padoTy;

MpHUKa3 O MpueMe Ha paboTy;

TPYZIOBOM JOTOBOD;

JIOTOBOP O TMOJHOW MAaTepualbHOM OTBETCTBEHHOCTH (€ciau PabOTHUK — MaTepHUaJIbHO
OTBETCTBEHHOE JIUIIO);

» XapaKTePUCTUKH U PEKOMEH/IATEIIbHBIC MTUChMA;

» comracue Ha 00pabOTKy MepCOHAIBHBIX JTAHHBIX.

2.5. JIucThl TOKYMEHTOB, MIOMENIEHHBIX B IUYHOE JEJI0, MOJICKAT HyMEPALH.

2.6. C menpto obecrieyeHHs] HaJJICKAIEd COXPAHHOCTH JIMYHOTO Jiefla TeJaroroB |
COTPYIHUKOB TUMHA3MHM U yI0OCTBa B OOpallleHWH ¢ HUM Tpu (HOPMHUPOBAHUU TOKYMEHTHI
MOMENIAIOTCST B OTACNBHYIO manky. [Ipu yBonbHEeHHHM paOOTHHMKA MPOIIMBAIOTCA HUTKAMU U
C/AIOTCS B apXUB.

2.7. BHYTpeHHssI ONUCHh TOKYMEHTOB, MMEIOIIMXCS B JIMYHOM Jeje, JOJDKHA COAEpP)KATh
CBEJICHUS O TMOPSIKOBBIX HOMEpax, HAMMEHOBAHUAX JOKYMEHTOB JI€Jia, KOJUYECTBE JIUCTOB,
JaTax BKIIOYECHHS JOKYMEHTOB B JIMYHOE JEJIO W U3BATUSA U3 Jejla, a TaKKe KeM H3BAT
JOKYMEHT U 110 KaKOW IPUYHHE.

2.8. BHYTpeHHsIS OMUCH COCTABIISICTCS HA OT/IEILHOM JIMCTE TIO YCTAaHOBJICHHOH dopme. JIncTh
BHYTPEHHEH OMUCH HYMEPYIOTCS OTACIBHO.

2.9. Tlpu moATrOTOBKE JWYHBIX JeNl K TMepelauye Ha XpaHCHHE K BHYTPEHHEW OmNUCH
COCTaBIISIETCS UTOTOBAs 3alMCh, B KOTOPOW yKa3bIBaeTCs IUPpPaMu U MPOMUCHI0 KOJIUYECTBO
BKJTFOYEHHBIX B HEE€ IOKYMEHTOB M KOJIMYECTBO JIUCTOB JIeJa.

YVVVVYVYVYY

3. [Mopsiiok BeaeHUsI TUIHBIX /1€J1 eJaroroB U COTPYAHUKOB THMHA3HHU

3.1. JInaHOE N1e0 MeaaroroB M COTPYAHUKOB 00IIe00pa3oBaTeIbHON OpraHu3aluy BEJCTCS B
TEUYCHHE BCETO Meproaa padoThl KaXKI0TO TIeJarora U COTpyIHUKa B THMHA3HUH.

3.2. JlanmpHelee BeJCHUE JTUYHOTO JIENa TeJaroroB U COTPYJAHUKOB 00IIe00pa3oBaTeIbHOM
OpraHM3aIUy MPeIyCMaTPUBACT TTOMEIIEHNE B €TI0 JOKYMEHTOB, 00pa3yIOMUXCsl B MPOIiecce
paboyeii IeATeTbHOCTH U UMEIONIUX 3HAYCHHE ISl TPYIOBBIX OTHOIICHUI:

* JIONIOJIHEHHE K JUYHOMY JIUCTKY TI0 YYETY KaJpoB;



* JIOTIOJHUTEJBHBIE COTJIAIICHUS K TPY0BOMY JOTOBOPY;

* KOIHUM MPUKA30B MO JIMYHOMY COCTaBYy, KOTOPBIE KacarOTCs MEJaroroB M COTPYIHUKOB
o0ureo0pa3oBaTelIbHON OpraHU3aIUy;

* OT3BIBBl JOJDKHOCTHBIX JIMI[ O TeJarore u COTpyAHHKE oOmeo0pa3oBaTeIbHON
OpraHu3aluu;

* KOIUU IOKYMEHTOB O MOBBIIICHUU KBATU(PUKAIIIY;

* KONHUH cepTU(UKATOB, PAMOT;

* JIUCT — 3aBEpPUTENb Jela (COCTaBISAIOT MPHU Ccllayue JIMYHOTO JIeJia B apXUB);

* UHBIC JOKYMEHTHI.

3.3. B mensax obecrnieueHuss KOHTPOJIS 32 COXPAHHOCTBIO M aKTYyaJIbHOCTBIO JIMYHBIX JI€] B
o0mreo0pa3oBaTesIbHON OpraHU3alluy exXeroaHo (He no3anee | kBaprana roaa, ciaeayromero 3a
OTUYETHBIM) TPOU3BOAUTCS MTPOBEPKA UX HATHYMS U COCTOSIHUS.

3.4. ExxeroiHyto mMpoBEPKY COCTOSHUS JIMYHBIX JIE] HAa TIPEAMET COXPAHHOCTU BKIIFOUEHHBIX B
HEro JOKYMEHTOB MPOBOAMT CHELUAJIBbHO CO3/aHHas KoMmuccus. O MpoBEAEHHBIX MPOBEpPKax
JienaeTcsi OTMETKa B JIUCT€ O Pe3yJbTaTax €KETrOJAHOW MPOBEPKU COCTOSHHUS M HaIWYUs
augHOro nena (mpuiokeHue Ne 5) u coctaBisieTcss akT. Pe3ynbTaTsl IpOBEPKHU JTUYHBIX €T B
00s13aTeIbHOM TMOPSAKE JOBOISTCS 10 AUPEKTOPA TUMHA3HH.

4. llopsok yuéTa U XpaHeHUs! JMYHBIX JIeJ] eIaroroB U COTPYAHUKOB ITMMHA3UHN

4.1. XpaHeHre W y4eT JMYHBIX JIeJ MEAaroroB W COTPYJHUKOB TMMHA3WU OPTaHU3YIOTCS C
1eb0 OBICTPOTO U 0€30MMO0YHOTO MOUCKA JIMYHBIX JIe], 00ecleueHus: X COXPaHHOCTH, a
TakKe oOecrieueHUs] KOHPUACHIIMAITBHOCTH CBEICHUH, COJCPKAIIUXCS B JOKYMEHTaX JTMIHBIX
7eJl, OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

4.2. JInuHble Nena COTPYAHUKOB XpaHITCs B celide o0ieo0pa3zoBaTeIbHON OpraHU3aIUu.

4.3. TpynoBble 1 METUIIMHCKHUE KHIKKH XPaHSITCS OTIENBHO B celde.

4.4. JlocTym K TUYHBIM JIeIaM TIE€aroroB U COTPYIHUKOB THMHA3HH UMEIOT TOJIBKO CEKPETAph,
CHEIUATUCT TI0 KaJapam, IUPEKTOop 0011e00pa3oBaTeIbHON OpraHU3aIuu JHU00 3aMECTUTEIN
JUPEKTOpa MPHU UCIIOIHEHUH 00513aHHOCTEH TUPEKTOpa TUMHA3HUH.

4.5. CucrtemaTu3auus JHUYHBIX JeNl MENaroroB M COTPYAHHKOB 00I1e00pa3oBaTenbHON
OpTaHW3alluyU TPOU3BOIUTCS B aaBUTHOM TOPSIAKE.

4.6. Jluunple pgena TMEJAaroroB M COTPYAHUKOB 001I€00pa30BaTeIbHONM OpraHu3aluy,
MMEIOIINX TOCYJapCTBEHHBIC 3BaHMsI, IPEMHH, HATPa/ibl, YICHbIE CTETIEHU U 3BaHUs, XPAHITCS
MOCTOSIHHO, a OCTaJbHBIX COTPYJHHUKOB — 75 JeT C roja yBOJbHEHUS paboTHWKA (B
cooTBeTcTBUU C [lepednemM THIOBBIX YIPAaBIEHYECKUX TOKYMEHTOB).

5. HOpHIlOK BbBIAAYH JIMYHBIX A€J1 BO BPEMECHHO€ MOJIB30BAHUEC

5.1. Beimaya Jn4HBIX Aen (OTAEIbHBIX JOKYMEHTOB B COCTaBE€ JIMYHOTIO JI€JIa) BO BPEMEHHOE
MOJIb30BaHUE MPOM3BOAUTCS C pa3pelleHusi TUPEeKTopa 001meoOpa3oBaTeIbHON OpraHU3aiuH
T10 3asBJICHUIO COTPYJHNKA TUMHA3HH.

5.2. Pabora (o3HakOMJEHHWE) C JUYHBIMH JIelaMd TIEJJaTOTOB M  COTPYIHUKOB
001eo0pa3oBaTeIbHON OpraHM3allMd MPOU3BOAUTCA B MPHEMHON aupekTopa. B konie
paboyero AHS ceKpeTapb WM CIEHHATUCT MO KajpaMm o0s3aHa yOeauTbCcs B TOM, UYTO BCe
JIMYHBIEC JI€1a, BbIJAHHBIE BO BPEMEHHOE IOJIb30BAHHUE, BO3BPAIIEHBl HA MECTO XPAaHEHUS U
€CTh JIM HeOOXOJUMOCTH JIJIsl MPUHATHS MEP K X BO3BPALCHHUIO MU PO3BICKY.

5.3. ®akT BBLAAYN JTUYHOTO Jiea (PUKCHpYyeTCss B KOHTPOJIBLHOM KypHale.

5.4. U3bsATHE OTHENBHBIX JNOKYMEHTOB M3 JIMYHOIO Jejla IMPOU3BOJIUTCA C pa3pelICHUs
IUpeKTopa oluieo0pa3zoBaTeNbHON OpraHu3aluu ¢ 0(pOPMIIEHHEM COOTBETCTBYIOIIECH 3amucu
B rpade «IIpumeuanue» BHyTpeHHe# onucu. [Ipy BpeMEeHHOM H3BATHH TOKYMEHTa Ha €ro
MECTO (MEXJy JHMCTaMU COCEIHUX JOKYMEHTOB) BKJIAJbIBAETCS CIpPaBKa-3aMECTUTENb C



YKa3aHUCM AAaThl U MIPUYINH HU3BATHA C IMOAINUCHIO JIMIA, BBIAABIICTO JOKYMCHT, U INOJAIMUCHEIO
JiMna, moJiyduBIICTO €0 BO BPEMCHHOC ITOJIB30BaHUC.

6. OopmiieHne THYHBIX J€JI Ilepe/l cAavYell B apXuB

6.1. Odopmienue TUYHBIX Jed AJIA MEepellayd B apXUB MPOU3BOAMUTCS CIHEHUATUCTOM 10
KaJipam 00111e00pa3oBaTesbHOM OpraHu3alui. JTa Mpoleaypa BKIYaeT:

* MOJIIMBKY (MEpEIvieT) Aena;

* YTOYHEHHE HyMEpAaIllH JIUCTOB JIENa;

* COCTaBJICHHE JHCTa-3aBepuTes (mpuioxenue Ne §);

* cocTaBiieHHe (YyTOUHEHHE) BHYTPEHHEH OMUCH;

* BHECEHHE YTOUHEHHM B PEKBU3UTHI JIULIEBOU OOJI0KKH Jiena.
6.2. Jlucr-3aBeputenp JAena AOJDKEH MOAMUCATh €ro COCTaBUTENb, MPU STOM JEIAeTCs
pacmudpoBKa MODKHOCTH M TOJIWCH, MPOCTaBIsieTcss AaTa. B mpoliecce HCIONb30BaHUS
apXUBHBIX JOKYMEHTOB B JIMCTE-3aBEPHUTENIC JENIAl0TCS COOTBETCTBYIOIIME OTMETKU. Ecmu
JIeJI0 MOJIIMTO O€3 JIMCTa-3aBEPUTEINIsl, TO €ro CleNyeT HAKIEUTh Ha BHYTPEHHIOI CTOPOHY
00JIOXKKH Jeia.
6.3. C nenpto obecriedeHnst COXPaHHOCTH JIMYHBIX JIe] PEKOMEHYeTCS:
* 00BEIUHATH WHIUBHUAYAJIbHBIC JUYHbBIC JI€Jla YBOJICHHBIX COTPYIHHKOB B OJIHY OOJIOKKY
(oObemuHEHHOE MEN0) C TaKUM pacueToM, 4ToObl oObeM Jnena (Toma) He mpeBbiman 250
JUCTOB (ITyTEM CIIMBKHU MAaTEPUATIOB UHIUBUIyaJIbHBIX JIEN 110 TOAaM YBOJIbHEHHS);
* pacmoJyiaraTh MaTepuasibl WHIWBHUAYaJIbHBIX €N B Tpejaenax jaena (Toma) B ajadaBUTHOM
nopsiake (modaMUIIbHO), OTAEIAS MaTepHalbl, OTHOCSIIUECS K Pa3HBIM WHIUBUAYaTbHBIM
JieliaM, YHCTBIM JIMCTOM OyMmMaru ¢ ykKa3aHheM Ha HeM (amMiud, UMEHU U OT4YecTBa
COOTBETCTBYIOIIETO  YBOJEHHOTO TeJarora M COTpYIOHHKa  0011eoOpa3oBaTeIbHOM
OpraHu3aIuy;
* cHaOxaThb Kaxaoe OO0BbEAMHEHHOE J1eJ0 (TOM) BHYTPEHHEH ONHUCBHI0 C MepedHrcleHUueM
dbaMuInii, UMEH M OTYECTB M YKa3aHMEM HOMEpPOB CTpPaHHUIl, B TMpeaeNiaXx KOTOPBIX
PaCIOJIOKEHBI COOTBETCTBYIOLIUE JOKYMEHTHI.
6.4. Ilepenaya TMYHBIX €] B apXUB OCYIIECTBISAETCS HE MO3IHEE TPEX JIET MOCIE 3aBEPIICHUS
WX B JICJONPOU3BOJCTBE B COOTBETCTBHHM C rpadukxom. IlpenBapuTenbHO cekpeTapem,
CHELHATMCTOM IO KaJpaM MPOBEPSETCS MOTHOTA U NPABUIBLHOCTH MOATOTOBKHU JTMYHBIX JIEJT K
nepeaayve. BeIsBIeHHBIC MPU MPOBEPKE HEJOCTATKU YCTPAHSAIOTCS CEKpETapeM, CIelUaTucToOM
o kaapam. [lepenaua u mpuemM NPOU3BOJATCS MO OMUCH C MPOCTAHOBKOW OTMETOK O HAJIMYUU
JIUYHBIX JE.
6.5. JluuyHble pgena mnegaroroB W COTPYAHUKOB 00I1€00pa30BaTENbHON OpraHu3alui,
3aKOHYEHHbIE Jeaonpou3BoAcTBOM A0 1 suBaps 2003 roga, xpausrcs 75 net, nocne 1 ssuBaps
2003 roma — 50 nmer. JluuHble nena AMPEKTOpa, TIABHOrO OyXraiaTepa TUMHA3HH HMEIOT
IIOCTOSIHHBIN CPOK XPaHEHHS.

7. OTBEeTCTBEeHHOCTD

7.1. Tlemaroru U COTPYAHHUKH OOICOOPAa30BATEILHOM OpraHMU3aluKi 005A3aHbI CBOCBPEMEHHO
MPEACTAaBIIATh CEKPEeTapi WM CIEHUAINCTy 10 KaapaM CBEACHHS 00 H3MEHEHUH B
MEPCOHAIILHBIX JTAHHBIX, BKIIFOUCHHBIX B COCTAB JIMYHOTO JICJIa.

7.2. PaboTomarens 00ecIieunBacT:

* COXPaHHOCTH JIMYHBIX JCIT IIEIar0roB U COTPYAHUKOB THMHA3HH,

* KOH(DHMICHIMAILHOCTh CBEACHUH, COAEPKAIIMXCA B JIMYHBIX J€JIaX I[eJarorop M
COTPYIHHKOB.

8. [IpaBa paGoronaressi u pabOTHUKA



8.1. lns obecnieyeHus: 3alllUThl MEPCOHAIBHBIX AAHHBIX, MEIArOrd U COTPYAHUKUA TMMHA3UU
HMMEIOT TPaBO:

* TIOJYYUTh TOJHYIO HH(OpPMAlMIO O CBOMX IEPCOHAIBHBIX JAHHBIX U 00pabOTKe ATUX
JTAaHHBIX;

* TOJIYYUTh CBOOOJHBIN JOCTYI K CBOUM MEPCOHATBHBIM IaHHBIM;

* TIOJYYUTh KOIUHU IOKYMEHTOB, XpaHSIIHECS B JUYHOM JIeJIe U COJIepKaIlie MepCOHATbHBIC
JaHHEIE.

* TpebOBaTh UCKIIOUCHHUS WIIM UCTIPABJICHUS HEBEPHBIX U HETIOJHBIX MEPCOHATBHBIX JTAHHBIX.
8.2. PabGoTonaTens uMeeT Mpaso:

* 00pabaThIBaTh MEPCOHANTBHBIC JAHHBIE TEAArOrOB M COTPYAHUKOB O0OIIe00pa3oBaTEIbLHON
OpraHu3aliuy, B TOM YKCIIE€ U Ha AJIEKTPOHHBIX HOCUTESX;

* 3alpoCUTh OT TEJAaroroB M COTPYIHHUKOB OOIIE00pa30BaTEIbHON OpraHu3alid BCIO
HEO0OXO0UMYI0 HH(POPMAIIHIO SISl BEJCHUS TUIHBIX JeT U 00pabOTKH IIEPCOHATBHBIX TaHHBIX.

9. 3aKJII0uYNTEeIbHbIC MOJIOKEHUA

9.1. Hacrosmee IlomoxkeHne o moOpsiAKe BEACHHUS JMYHBIX €1 PaOOTHUKOB SIBJISIETCS
JIOKaJIbHBIM HOPMAaTHBHBIM aKTOM, NpuHUMaercs Ha [lemarormuyeckoM cCOBET€ TMMHA3MM U
yTBEpKIaeTcs (MO0 BBOJUTCS B ACHCTBHUE) MPUKA30M TUPEKTOpPA TUMHA3UU.

9.2. Bce u3MeHeHHs U JOTOJIHEHUS, BHOCHMBIe B HacTosmiee [lomoxkenue, ohopmistoTcs B
MUCbMEHHOW (opMe B COOTBETCTBUHM JEUCTBYIOIIMM 3aKOHOJATEIHCTBOM Poccuiickoi
denepannu.

9.3. TlomoxeHue o TOpsAAKE BEAEHUS JIMYHBIX Jell pabOTHUKOB 0O0pa3oBaTeNIbHOMN
OpraHM3allii TMPUHUMAETCS Ha HEOMpeNeNeHHBId Cpok. V3MeHeHHs U JOMONHEHHS K
[TonoxeHnIo TPUHUMAIOTCS B ITOPSIAKE, IpeaycMOTpeHHOM 11.9.1. HacTosmero [lonoxenns.
9.4. Tlocne npunstus [lonoxenus (WM U3MEHEHUN W JOMOJHEHUN OTICIBHBIX MYHKTOB U
pa3zenoB) B HOBOM peAaKIUy NPeAplIyIlas peaaKus aBTOMaTHYECKH YTPAUUBAET CUITY.



Kypnan yuera IMUHBIX J1€]T

IIpunoxenne Nel

K OJIOKCHUTIO O NOPAAKE BEACHUS
JIMYHBIX JCJI pa6OTHI/IKOB

Ne [Hata Oammwms, | Tabems- | JomxaOoCcTh | CTPyKTYp- Hatau Hatau [Ipumeua-
/ odopmie- ums, HBIN (mpodec- HOE HOMEp HOMEp HUC
I | HUS JMYHOTO | OTYECTBO HOMeEp cus, nojpasse- IpHKasa npuKasa
nena nejarora u CrieIanb- JIeHUEe (pacmops- (pacmops-
COTpYJHHUKA HOCTbD) JKEHUs) O JKEHUS) O
nejarora u nmpueme IpeKparie-
COTpYAHUKA nearora u HHUHU
COTpynHUKa | (pacTopxe-
Ha paboTy HUH)
TPYZIOBOTO
JIOTOBOPA C
Me[aroroM u
COTPYIHHKOM
(yBONBHE-
HUW)
2 3 4 5 6 7 8 9







Donx Neo

Omuce Ne

Hemo Ne

Wunexc nena

O010KKa JIMYHOI0 Jiej1a

ITpunoxenne Ne2
K MOJIOKCHHIO O MOPSIKE BEICHHUS
JIMYHBIX JIE]T pAOOTHUKOB

JIMYHOE JEJIO Ne

(Ha3BaHME 00pa30BaTENILHON OpPraHM3aIiH)

Jara Hauana

Jlata okoHUaHUS

Ha JIACTax
XpaHuTh JeT
Dong Ne
Omuce Ne
Hemo Ne

(3aroJyioBOK fesa)



ITpunoxenne Ne3
K MOJIOKCHHIO O MOPSIKE BEICHHUS
JIMYHBIX JIE]T pAOOTHUKOB

BHYTPEHHSIS OITNCH
JIOKYMEHTOB jiesia No

Ne NHunekc Hara Ha3Banue Howmep [Ipumeuanus
n/n JIOKyMEHTa JOKYMEHTa JOKYMEHTa JIUCTOB
Jeia
Hroro: JIOKYMEHTOB

(umgpamu 1 IPOIKCHIO)

KomnyectBo nmucToB BHYTpeHHeﬁ OIIMCH

(uudpamMu U IPOIHCHIO)

OTBeTCTBEHHBIH 32
KaJIpOBBIN YYeT:

(TroVCH)

« » 202 roma
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®.1N.0.

ITpunoxenne Ned
K MOJIOKCHHIO O MOPSIKE BEICHHUS
JIMYHBIX JIE]T pAOOTHUKOB

JlomKHOCTD

JImunoe nemno Ne

JlaTa o3HaKOMJIEHUS IleJarora
U COTPYIHHUKA C JINYHBIM
JIEIIOM

ITonnuce neparora u
COTPYAHMKA

OTMeTKH, MpUMEYaHus,
3aMcYaHus
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IIpunoxenne No5

K OJIOKCHUTIO O NOPAAKE BEACHUA

JIMYHBIX JCJI pa6OTHI/IKOB

OtrMeTKa 0 pe3yabTaTax eKeroJHOH MPOBEPKHU COCTOSAHUSA
1 HAJINYUA JIHYHOI'0 JeJ1a

®.1.0.

JomxHOCTD

JInunoe nemno Ne

[Hara npoBepku

d.N.0O. uneHoB
KOMHCCHU

Tloamucu uieHoB
KOMUCCHH

Pesynbrar nmpoBepku

12



1. ®ammnus

ITpunoxenne Ne6

K OJIOKCHUIO O NOPAAKE BECACHUS
JIMYHBIX JCJI pa6OTHI/IKOB

JIMYHBINA JTUCTOK MO yUeTy KaJaApoB

Nmsa

OT4ecTBO

2. Ilon

3. 'ox, unciio u MecAL POXKACHUS

4. Mecto poxaeHus

5. I'paxxnaHcTBO

(ceno, nepeBHs, ropoj, paiioH, 001acTb)

6. OOpasoBaHue

Hazpanue
yueOHOro
3aBEACHHUS U €T0
MECTOHAXOXKICHHUE

®PakynbTeT
WIIN
OT/IENIEHHE

T'ox
MOCTYIJICHUS

Tox
OKOHYaHUSA
WUJIM yX0Ja

Ecnu ne
OKOHYHII, TO
C KaKoro

Kypca ymren

Kakyto
CIELIUAIBHOCTD
MOJY4HII B
pesyabTare
OKOHYaHHUs
y4ueOHOro
3aBeJICHHUS,
yKa3aTb Ne
JUIIIOMA WITH
YOCTOBEPEHHS

7. Kakumu HHOCTPAHHBIMU A3bIKAMHU BJIAACCTC

8. Y4eHas cTeneHp, yueHOE 3BaHHNE

9. Kakue nmeere HayyHbIe TPY/bl U U300pETCHUS

(‘-II/ITaeTe 1 NIEPEBOAUTE CO CIIOBAPEM, UUTACTE U MOKETE OGBﬂCHﬂTLCﬂ, BJIaZIECTE CBO60I[HO)

10. Beimonusiemast paboTa ¢ Hayajia TPyAOBOI eATeNbHOCTH (BKJIIOYasi yueOy B BBICIIMX M CPEIHHUX
CIELUANBHBIX YUeOHBIX 3aBEICHHSIX, BOCHHYIO CITYy>KOY M paboTy 110 COBMECTUTEIILCTRY)
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Mecsn u rox JIOJKHOCTB C YKa3aHHUEM Y4pPEKICHUS, MecronaxoxaeHue
MTOCTYIUICHHUS yxojaa OpraHM3alMH, IPEIIPHUATHS, & TAKXKE YUpEKICHUS,
MUHHCTEPCTBA (BEIOMCTBA) OpraHu3allH,
IPEIITPHUSITH

11. IlpeOriBanue 3a rpanulieii (padora, ciy:keOHast KOMaHIUPOBKA, MOE3/IKa C JIeIeTaIueil )

Mecsu u ron

B kakoi1 ctpane

Llenp npeObIBaHUs 32

C KaKkoro 10 KaKoe rpaHuLen
BpEMEHU BpeMsl

12. Yyactue B BEIOOPHBIX OpraHax
MecTo BBIOOPHOTO Ha3zBanue BeibopHoro | B kagectBe KOro I'on

oprana

opraHa BBIOpaH

n30paHus | BBIOBITHSA

13. Kakue nmeere npaBUTEIbCTBEHHBIC HArPaIbl

Korna u kem HarpaxaeH

14. OTHOILIEHUE K BOUHCKAM 00S3aHHOCTSAM U BOUHCKOE 3BAHUE

Cocras

Pon Bolick

(KOMaH/JHBIN, MOJIUTHYECKUH, a]MUHUCTPATHBHBIN, TEXHUYECKUH H T. I1.)

15. CemeliHOE TTOJI0KEHUE B MOMEHT 3allOJIHCHUS JTUYHOTO JINCTKA

16. Jlomamnuii agpec

(4IICHBI CEeMBH, C YKa3aHHEM BO3PAcTa)

17. OO6s3y10Cch CBOEBPEMEHHO H3BEIIaTh 000 BCEX M3MEHEHUSX MAHHBIX, BKIIOYEHHBIX B JIMYHBIN
JIUCTOK T10 YYeTy KaJpOB.

« »

202

rojaa
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IIpunoxxenne No7
K TOJIOKEHUIO O TIOPSJKE BEACHUS
JIMYHBIX JIE]T pAOOTHUKOB

AHKETA

damunna

Nmsa

OT4ecTBO

Jarta poxnenus

1. I'paxknancTBo (€cid U3MEHSIIU, TO YKaXHUTE,
KOT/JIa M 110 KaKOW MPUYNHE)

2. OOpa3zoBaHue, yd4eHas CTeNeHb (Korma |
Kakue ydeOHbIe 3aBEJCHHS OKOHYIIINA, HOMEpa
auruioMoB). CrenuanbHOCTh M KBaMH(PUKAIIS
10 TUTUIOMY

3. KakuMu MHOCTpaHHBIMHU S3bIKAMU U S3bIKAMU
HaponoB Poccuiickoii denepanun BiajeeTe U B
Kakol  cTemeHu  (4uTaere U MOXKETe
OOBSICHATHCS, BlIaJieeTe CBOOOJIHO)

4. BeinonHsiemas paboTa ¢ Hayajla TPYAOBOM eATEIbHOCTU (BKJIIOYAs BOGHHYIO CIyk0y M paboTy 1o
COBMECTUTEIILCTBY)

Mecsi u ront JIOMKHOCTB C YKa3aHHEM YUpEeKIeHUS, MecToHaxoxaeHue
MOCTYIUIEHHUS yxozaa OpraHu3aly, MPEIIPUATHS, a TAKKE YUpEKICHUS,
MUHHUCTEPCTBA (BEIOMCTBA) OpraHu3aInH,
PEANPUITHS

5. Bamm Onm3kuie poJCTBEHHUKHU (3K€Ha, MYK, OTeIl, MaTh, OpaThsi, CECTPHI)

Crenenn damumnust, UM, Ton Mecto paboThl, Anpec mecTa
pOJCTBA OTYECTBO POXKICHUS JIOJIKHOCTh KUTEIIbCTBA

6. JlomamHuii agpec u HoMep TenedoHa

7. ITacnopT WM JOKYMEHT, €r0 3aMEHS IO

(HOMED, cepusi, KeM M KOT/Ia BbIJIaH)
8. JlomomHUTENBHBIE CBENICHUSI, KOTOpBIE BB *xKemaere cooOmuTh o cede

10. Ha xaxoii ypoBeHb 3apiuiatel Bel paccuntsiBaere?

« » 202  roma

(IOKHOCTH OTBETCTBEHHOTO 32 KaJPOBBIN YUeT) (moanuce) (pacumpoBKa MOAIMKCH)
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ITpunoxenne Ne8
K MOJIOKCHHIO O MOPSIKE BEICHHUS
JIMYHBIX JIE]T pAOOTHUKOB

JIMCT-3ABEPUTEJIb

nea Ne
B nene npommto u npoHyMepOBaHO JIMCTOB
(mudpamu 1 IPONHCHIO)
¢ No o Ne , B TOM YHCJIC:
JINTEPHBIE HOMEPA JIUCTOB
MPONYIIEHHBIE HOMEPA JIUCTOB
+ JINCTOB BHYTPEHHEW ONUCHU JINCTOB
OcobenHoCTH (PU3NYECKOTO COCTOSTHUS U Howmepa nucros
dbopMupoBaHus Nea
OTBETCTBEHHBIH 3a
KaJIpOBBII y4eT
(monmucs) (pacmmndpoBKa HOIITHCH)

« » 202  ronma
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