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1.00mue moJ1oKeHus.

1.1 Hacrosmee momoxeHne pa3paGoTaHo B COOTBETCTBHH ¢ PDelepanbHBIM 3aKOHOM OT 29
nexabpst 2012 r. Ne 273-®3 ct1.18,34 u 35 «O6 ob6pasosanuu B Poccmiickoit denepamumny,
3axoHoM Cankr-IleTep6ypra c1.7 ot 17.07.2013 roma Ned461-83 «O6 o6pasoBanuu B CaHKT-
IletepGypre»; npuxaszoM Munucrepctsa o6pazosanus P® or 24 asrycra 2000 r. N 2488 «O6
yuére Oubimoreynoro Qomma OuUOTHOTEK 06pazoBaTENBHBIX —YyupexaeHHil»; IIpukas
Munncrepersa KynsTypsl Poccuiickoit ®enepanuu ot 08.10.2012 Ne 1077«06 yTBepx aeHuu
[lopsinka ydyeta JOKYMEHTOB, BXOASINMX B COCTaB 6u6IMOTEdHOro (hoHAa». Ycrasom I'BOY
mkosia Ne 582.

2. lMopsaaok yuéra ponaa yueGHoil iuTEPATYPBI

2.1. K ¢Qonmy ydueGHOM mHTepaTypbl OTHOCATCSA: BCE YYeOHHMKH; Y4eOHBIE OCOOHS;
opporpapuyeckue croBapH; MaTeMaTHYecKHe TabIHUIbl; COOPHHKH YIpaXKHEHHH W 3ajad;
NPaKTUKYMBI; KHUTH JIJIs YTEHH; XPECTOMATHH; paboyre TeTpaIH.

2.2. Yuér GubmmoreunHoro ¢GoHOa Y4eGHHKOB IOJDKEH CHOCOOCTBOBATH E€r0 COXPAHHOCTH,
NpaBUIbHOMY (GOPMHPOBAHMIO H ILEJIEBOMY HCIOJIB30BAaHUIO. Bee omepamuu 10 y4éTy
IIPOU3BOJATCS 3aBeylomed 6HOINOTEKOM, CTOMMOCTHBIN YUET BeAETC OyXraaTepuel IIKOJIbL.
CBepKy naHHBIX OHOTHOTEKH U OyXraiTepUu HEOOXOIUMO IPOU3BOIUTE €KETOIHO.

2.3. Yuér yyebHHKOB ocymiecTBisercs B «Kuure cymmaproro yuéra» (manee - KCY). KCY o
y4eOHHMKaM XpaHUTCS B OUOIMOTEKE IIOCTOSHHO.

2.4. KCY Bengrcs B Tpex 4acTsx:

1 gacts. IToctynnenue B Gpoun. [locne moayueHns: yueOGHUKOB 3alMCHIBAETCS 00IIEE KOJIHYECTBO
U UX CTOMMOCTb, C 00s3aTeIbHBIM yKa3aHHEM HOMEpa M JaThl COMPOBOJUTENHFHOIO JOKYMEHTA.
Howmep 3anmcu exeronno HaunHaeTcst ¢ Ne | 1 HAET 1O MOPSAAKY MOCTYIUICHHH.

2 4acTb. BpiOGbiTHE M3 (oHma. 3ammchIBalOTCS HOMepa aKTOB Ha CIHCaHHE YYEOHHUKOB C
yKa3aHMEM JJaThl yTBEP)KACHHS aKTa M OOINEero KOJIWYeCTBAa CIHMCAHHBIX Y4eOHHUKOB Ha OOLIyIO
cymmy. Hymepanus 3anuceit o BEIOBIBIIMX U3AAHUSAX U3 TO/A B TOJ IPOJOJIKAETC.

3 wacTh. Mtoru yuéra aBrokeHHs (OHIOB. 3alMCHIBAIOTCS UTOTH JABHXEHUS (HOHIA y4eOHHUKOB:
oflIiee KOJIMYECTBO MOCTYIHBIIMX YIeOHHUKOB 3a TEKyLIHi rof, Ha cymmy. OOIee KOIM4eCTBO
BBIOBIBIIMX YUeOHHMKOB 3a TEKYLIHi ToJ], Ha cymMmmy. OOIee KOJIMYeCTBO y4eOHHKOB, COCTOSIIUX
Ha | THBaps MOCJEIYIONEro roja, Ha CyMMY.

2.5. Yuér yueGHHMKOB OCYINECTBISIETCS B KapTOTeKe y4éTa y4eOHHKOB, Ha KaTaJ0)KHBIX
KapTOYKax CTaHAapTHOro pasmepa. Ha kaprouke ykaspmBaeTcs 6ubnuorpaduueckoe omucaHue
y4eOHHMKA, CBEJEHHS O KOJHYECTBE MOCTYIMBIINX YYeOHMKOB C yKa3aHHEM II€HBI, HX
pErucTpaloOHHbI HOMep. Ecnu y4eOHMK NOCTynmaeT HEOJHOKPAaTHO W HE HMMEET OTIHMYHMI,
KpOME T0Jla U3/aHUs U LIEHBI, TO BCE MOCTYIUIEHHUS 3aHOCATCS Ha eMHYIO KapTo4Ky. Eciu xe B
yyeOHHKE BHECEHBI MIONOJIHEHHS W HM3MEHEHMs, TO Ha HEro 3aBOJMTCS HOBasd KapTodka.
KapTouku paccTaBiIsiOTCS B YYETHYIO KapTOTEKy IO KjaccaM, a BHYTPH KIJIacCOB  IIO
PETMCTPAIMOHHOMY HOMepy. KapTouky Ha CIHCaHHBIE Y4YeOHHKM H3 KapTOTEKH y4era
y4eOHUKOB H3BIMAIOTCS Cpa3y ke MOCIIe TOIMUCAHUS aKTa O BBIOBITHH. '



2.6. Yuéry mommexar Bce BHIBI Y4eOHHKOB M y4eOHBIX mOcoOMi. Paboume TETpaH,
ANNIAKTHYCCKUE MaTepPUalbl, TAONHUIBI, IPOIUCH U T.I. M SBISIOTCS JIOKYMEHTaMH BPEMEHHOTO
Xapakrepa. Mx yuér npoussoautes B «Terpanu Y4€Ta IOKYMEHTOB BPEMEHHOI'O XapaKTepay.

2.7. B3aMeH yTepsHHBIX W HCTIOPYCHHBIX y4eOHHKOB MPUHAMAIOTCS ApyrHe YYeOHHKH,
HEOOXomMMBIe mIKoNe. YueGHUKH, YICPSHHBIC W IPUHATHIE B3aMeH, yuuTHIBaloTCsS B «Terpanu
Y4€Ta YTEPAHHBIX M 3aMEHBI YYeOHUKOBY.

2.8. Cnucanue y4e6HHKOB [IPOBOJUTCS HE PEiKE OJHOIO pasa B rof. Ha kaxmpri Bum crimcanus
(«Berxme», «YcrapeBmme mo CONCPXKAHUIO», «YTEPSHHBIC YHMTATEISIMUY, «XHIIeHue»)
COCTAaBIIICTCS aKT B 2-X SK3EMIULIPaX, KOTOPBIA IOMMHCHIBACTCS KOMHCCHEH M yTBEP)KIAaeTCs
aupexTopoM I'BOY mikona Ne 582. Onun SK3EMIUIIp aKTa XpaHUTCS B OHOIHMOTEKe, APYToif
TIepEagTCs MOA PacluCcKy B GyXranTepuro IIKOJIBI, KOTOpast IIPOU3BOAMT CIIMCAHUE C OajaHca
IIIKOJIBI yKa3aHHOW B aKT€ CTOMMOCTH y4eOHHUKOB.

2.9. y‘-IC6HI/IKI/I, Haxonsmuecs B XOPOILIEM COCTOSHHUHU, MOCJIE CIOUCAHHUS MOT'YT BBIIAaBaThCs
ydamuMces Ijis MOATOTOBKH K SK3aMeHaM HIIK B y‘—Ie6HBIC KaOHHETEI

3. llopsinok y4éra BLIIA4YH yueOHHKOB

3.1. Belmaua yuyeGHHKOB OCYIIECTBIIACTCS OMOIHOTEYHBIM PaGOTHHKOM B KOHIE HIIH nepen
HaYaJoM y4eOHOro rozia 1o rpaduxy, YTBEPXKACHHOMY AUPEKTOPOM.

3.2. Y4eOHMKH BBINAIOTCS yYaiuMcs Ha OJIMH y4eOHBIN roj. Y4eGHUKH, 110 KOTODPBIM 00y4eHHe
BENIETCS JIBA MIIM HECKOJBKO JIET, MOI'YT GBITH BHIIAHEI yYaluMcsl Ha HECKOJIBKO JIET.

3.3. @opmoit yuéra BBIIAUM yYEOHUKOB MOTYT OBITh: XypHaI BbIIaud y4eGHHKOB. Jl06as u3
Ha3BaHHBIX  (opM, BeIOpaHHAas OGUONHMOTEKApEM, IOMKHA OTBEYATH YCTaHOBJIEHHBIM
TPeOOBaHUSM: aKKypaTHOE BeJCHHE 3aliCH, HAIAIHE NOAIMCH MOJydYaTeNs, CTPOTui
UHITMBU/YalIbHBIA YYET BBIIAHHBIX YIEOHUKOB.

4. BoIObITHE yueOHHKOB H3 GUGIMOTEIHOr0 donga
4.1. Cpoxk ucronb30Banus yae6HIKA He MEHee IISITH JIeT.

4.2. BbiObiTHe yueOHUKOB M3 (oHZA GHOIHOTEKH IIPOM3BOJUTCS II0 NPUYMHAM: BETXOCTH
(pusnyeckuit u3HOC); HckmMoueHHe u3 OITY; yTpare (¢ yka3aHHEM KOHKPETHBIX 0OCTOSITENLCTR
yTpaTsl). B akre o BHIOBITHE (QUKCHPYIOTCS CBENEHHS 06 y4eOHMKaX, HCKITFOYAEMBIX TOJIBKO IO

OJIHOY NPUYHHE.

4.3. BriObiTHE y4eOHHKOB U3 (oHHA GUOIMOTEKH opopmieTcss aKTOM 06 HMCKIIIOYEHHH |
OTpaXacTCsi B KHUIC CYMMapHOIO y4era, a TakKe B KapTOTEKE ydeTa Y4eOHHKOB. BHIOBITHe
Y4eOHBIX MaTepHaoB BPEMEHHOTO XPAHEHHS IPOM3BOMUTCA B KOHIE KaJIEHJapHOrO Trojia IIo
aKTy € yKa3aHHEM IPUYHHBI: «MaTe€pHall BpEeMEHHOTO XpaHEHHU.

4.4. AKTBI Ha cIHCaHHE y4eGHUKOB BU3MPYIOTCS WIEHAMH KOMHCCHH IIO COXPaHHOCTH (hOHIOB.
3aBH3MPOBAHHBIE AKThI YTBEPHKIAIOTCS TUPEKTOPOM LIKOJIBL.

4.5. Chucangele 110 aKTy y‘{e6HI/IKI/I MOTyT OBITh HCITOJIB30BAaHbI JJII  HA3TOTOBJICHUSA
AUTAaKTHYECKOro MaTepyaa, IJis pecTaBpaiiOHHBIX p8.6OT.
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4.6. XpaHeHue CIIHCaHHBIX Y4eOHUKOB B (DOH/IE 3AIIPELIAETCS.

4.7. AKTel Ha cIHCaHUE y4eOHMKOB U3 (OHIOB GMOIHOTEKH M IPUIIOKEHHBIE K HUM CIIUCKH
y4eOHHKOB MOZIJIEKAT IIOCTOSIHHOMY XPaHEHHUIO, BECh CPOK CYLIECTBOBAHHS OUOIHOTEKH.

5. MuBenTapu3anus GoHIa y4eOHHKOB

5.1. Vupenrapusanus ydeOHOro ¢oHaa OHUOIHOTEKH MIKOJIBI OCYIIECTBISAETCS C LEIBIO
KOHTPOJIS HaJl COXPAaHHOCTBIO U 3()(hEKTUBHOCTHIO HCIIOIB30BaHUS YIEOHUKOB, a TAKXKE C LENIBIO
y4€Ta 00€eCIIeYeHHOCTH MMH JITOTHBIX KaTerOpHH y4allUuXcs M COCTABIEHHUs PEaJbHOIO 3aKasa
Ha Y4eOHHKH.

5.2. lnBeHTapu3anus y4eOHUKOB IIPOBOJUTCS 10 TPEOOBAHUIO aIMUHUCTPAIIMH LIKOJIBL.

5.3. ViHBeHTapH3aIlMOHHAs BEIOMOCTh yuéTa (hoHIa YUEOHUKOB COAEPIKUT CIIEAYIOIINE JAHHBIE:
aBTOp, HAMMEHOBaHME y4eOHMKa; Kilacc; o0Iee KOJHMYeCTBO yueOHHKOB B (pOHIAX, B TOM YHCIIE
IpHOOPETEHHBIX Ha BHEOIOJDKETHBIE CPENCTBA; KOJHYECTBO YYEOHHKOB IO TOJaM MOJIYYEHHS.
V4eOuuKH, TpHoOpeTEHHBIe OoJiee MATH JIeT Hasal, OTMEYaloTcs B rpade Ge3 ykasaHus roja
IIOCTaBKH.

5.4. MHBeHTapH3allMOHHAs BEJIOMOCTH COCTaBJISIE€TCS B ABYX JK3eMIUIIpax, OJHA M3 KOTOPBIX
nepenaércs B OyXrajTepHIO IIKOJBI, BTOpas XpaHUTCS B OMOIHOTEKE IIKOJBI M IPUMEHSETCS
IPH OTCIIEKUBAHUH I1ETIEBOTO UCIIOIH30BAHUS YUCOHUKOB.

6. PacctanoBka u xpaHeHue ¢poHIa y1eOHHUKOB

6.1. Y4eOHUKHU pacCTaBISAIOTCS Ha CTeUTaxkax 1o kiaccam. OOIee HanpaBIeHHUE PACCTAHOBKU
KHUT Ha CTeJIakaX CBEpXy BHHU3 U CJIeBa HaIIPaBo.

6.2. PaboTHHKH OMOJIHOTEKM IOCTOSHHO MPOBEPAIOT HPABHIBHOCTH DACCTaHOBKM (oHIa

y4eOHUKOB.
7. O0s3aHHOCTH PAGOTHHKOB HIKOJIbI 10 COXPAHHOCTH y4e€0HHKOB

7.1. OTBETCTBEHHOCTh 3a COXPAHHOCTH OWOIMOTEYHOro (OHAA HECYT: MUPEKTOp IIKOJBIL
3aMECTHTENH TUPEKTOpa MO BOCIHUTATENHHON U y4eGHO-BOCIUTATEbHOM paboTe, 3aBe/y OIHi
GHGIHOTEKOl, KIIACCHBIE PYKOBOJUTENH, Apyrie pabOTHHKH, HMEIOIIHE JOCTYI K y4eOHHKaM.

7.2. JIMpEKTOp IIKOJBI OTBEYAET 3a OPraHM3alHMIO pabOTHI MO CO3MaHHIO M CBOEBPEMCHHOMY
MONOJHEHHUIO 6ubaroreynoro ¢pouaa yuyeOHUKOB. Hampapisger AesTeNbHOCTh MENaroruieckoro,
KOJUIEKTHBA 110 (OPMHUPOBAHHIO y OOydarommxcs GepesKHOTO OTHONIEHHsS K y4eOHHKaM,
TIpelycMaTpUBaeT MEphI [0 COBEPIICHCTBOBAHUIO 3TOH pabOTHI NPH ITAHWPOBAHMH yuebHO-
BOCITMTATENHLHOTO IIPOIECCa Ha OYepeHOM ydeGHBIA IOl M 06ecreunBacT CHCTeMAaTHYECKUH

KOHTPOJIb 3a €€ BBIIIOJIHEHUEM.

7.3. 3aMecTATENH AUPEKTOpa MO BOCHHUTATENBHOM paboTe M y4eOGHO-BOCHHTATENbHON pabote
COBMECTHO C OHONHMOTEKAapeM pa3pabaThIBAIOT M IPEABSBIAIOT €IMHbIC TPEOOBAHUA K
0GYYarOIIMMCS 110 HCTIOb30BAHMIO U [0 COXPAHHOCTH y4eOHHKOB. COBMECTHO C KJIACCHBIMH
DYKOBOIHMTEIAMH M YYHTENSMHU-TIPEAMETHHKAME OCYIIECTBISET CHCTEMATHYECKHH KOHTPOIb
HaJl HCTIOIB30BAHHEM U COXPAHHOCTHIO Y4EOHUKOB B TEUEHHE BCETO YUEOHOrO roza.



7.4. Knaccuble pykoBoauTenul-11 kiaccos:

1) OCYIIECTBISIOT HOCTOSIHHYIO paboTy ¢ yYalUMHUCS KJIacca W X POIMTENSIMH (3aKOHHBIMHU
IIPeICTABUTENISAMHE) 110 BOCIIMTAHUIO GEPEKHOT0 OTHOIMIEHHS K y4eOHOH KHHUTE;

2) y4acTBYIOT B Bbljade y4eOHHMKOB ydammmcs 1-9 KiaccoB, OpraHM3yIOT HX BO3BpaT B
6GUOIMOTEKy MIKOILI 1O OKOHYaHMU ydeOHOro ropa; Yuammuecs 10-11 kmaccoB momydaioT
y4eOHUKHU UHAUBUAYAIBHO;

3) OTBEYAIOT 32 CBOEBPEMEHHOE ODOPMIICHHE YATATENECKHX (HOPMYIISIPOB YHAITUXCSL,
4) HOCTOSIHHO KOHTPOJIMPYIOT COCTOSHUE yYEOHUKOB;

5) 00s3BIBAIOT y4Jalmuxcs Kijiacca I0CjI€ OKOHYaHHA yqe6H0r0 roga yqe6HI/IKI/I, nmoajiexaliue
PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATh U TOJIBKO IIOCJI€ DTOTO C/IaBaThb B 6I/I6HI/IOTeKy IIKOJIBI.

7.5. VuuTeNs-IPeAMETHAKH O0S3aHbl CHCTEMATHYECKH IIPOBEPATh COCTOSHHE YYEOHHKOB IO
CBOEMY HPEAMETY M COOOIIATh KJIACCHOMY PYKOBOMMTEIIO, POMUTENAM yJAIIMXCsl 4epe3 3aluch
B JJHEBHUKE O IJIOXOM OTHOLIEHMH yJaIerocs K y4eOHbIM KHUTaM.

7.6. HemocpencTBeHHyI0 pa6oTy ¢ OHOMHOTEdHBIM (DOHIOM YYCOHHKOB BEIyT pabOTHUKH
6uboTeKH. [IepCOHANBHYIO OTBETCTBEHHOCTD 32 paboTy ¢ GUOIHOTEUHBIM bouzOM yueOHHKOB
HeCET 3aBeyroras ONOIMOTEKOH MIKOJIBL.
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