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ITonoxeHue
0 TIOpSA/IKe YUYETa, HCII0/Ib30BaHusI U COXPaHEeHHA
GuommoTeunoro GoHga yueOHHKOB
I'BOY cpepueii o6iieo6pa3oBaTe/1bHON WK0/bI Ne 416
«[IIKo/1a pa3sBUTHs THYHOCTH MMeHH Bepsl Bacunbesnb! IlaB/oBoii»
Ierpopsopiosoro paiona CankT-IlerepGypra

1. O6uHe moI0KeHUAMH

1.Hactosmiee ITonokeHyde paspaBoTaHO B COOTBETCTBHM M «VIHCTDYKLMeH 06 yuére 6HOMIOTEUHOrO
domga» (yTBeprkieHa NpHKa3oM MUHKy/IbTyphl Poccud OT 02.12.1988 Ne 590) u MeTonu4ueCKUMH
pEeKOMEeHJALsAMH TI0 TIpHMeHerHi0 «VHCTpykuyy 00 yuére fubmoreusoro ¢oHga» B OubmioTekax
o6pa3oBaTe/bHbIX yUpexieHH (yTeepx/ieHs! [IprKasom Muro6pasopanus P® ot 24 aerycra 2000 r. Ne
2488 «O6 yuére 6ubmoreuroro pona 6ubmorex o6pasoBaTe/lbHBIX yupesk/ieHui» u «[TopsoK yuéra
[JOKyMEHTOB, BXOJSLMX B cOCTaB GubmioTeuHsIX QoH/a» (YTBEPK/AEHA IIPHKA30M MUHKyIBTYpbl PO 0T
08.10.2012 r. Ne 1077)

2.Hacrosimjee IlonokeHue peryiaMeHTHpyeT —TIOps/OK yuéTa, MCIO/Mb30BAHHA M COXPAHEHHT
Gu6muoTeyHOro GOHAA, YCTAHOBNEHHsS eAMHOrO MOpsAaKa yuéra OHOMMOTeuHbIX AOKYMEHTOB;CO3/aHNS
JC/IOBUE /1A COBEPLIEHCTBOBAHMS OPraHM3alidd TPYAA ¥ BHE/PEHUS CDEACTB KOMITBIOTEPU3ALMA U
MexaHu3aluy B OubmoTeke MIKOJIBL

2.ITopsfok yuéra (ona yueGHOH INTeparyphbl
2.1.K ¢onay yuebHOH /MTepaTypbl OTHOCATCA:BCE yueGHuKy;yuebHble 1n0cobus; opdorpapuueckie
C/I0Bapy;MaTeMariueckie  TabmHLbLCOOPHUKH yIpaKHEHHI ¥ 3a7ay;[PaKTUKYyMBLKHAIA  [/IA
yTeHUs;XpecToMaTrui;paboune TeTpaH.
2.0.VuéT GubmmoTeuHoro GoHza yueGHHKOB JOJDKeH CrIoCOBCTBOBATE €ro COXPaHHOCTH, NPAaBU/ILHOMY
(hOPMUPOBAHMIO U TIeIeBOMY KCIIONB30BaHMIO. BCe ormepali no yueTy MpOoH3BOAATCS 6ubHoTEKapeM.
CBepKy JaHHbIX 6U6MHoTeKM U GyXranTepun HeoOX0AUMO NPOU3BOUTE EXKErOAHO.
2.3. YuéT yueGHUKOB OCyIeCTBIAeTCs B «KHUre CyMMapHOro yuétar» (ganee-KCY).
KCY 1o yuebHukam xpaHutcs B 6u0/moTeKe OCTOSAHHO.
2.4. KCVY Befercs B TPeX UaCTAX:
1 wacts. TocTymrenue B Goug. Iloce moyuenus yu4eOHMKOB 3aIMChIBACTCA obirjee KOIHYECTBO M HX
CTOMMOCTB, C 06s3aTebHbIM yKa3aHHeM HoMepa ¥ [aThl COTIPOBOAWTETbHOTO JOKyMEHTa. Homep 3anucu
eKeroHo HauuHaeTcs ¢ Ne 1 ¥ W/eT 110 TOPSYIKY MOCTYIUIEHHI.
2 yacTs. BeibbITHe U3 (QOHAA. 3aNMCEBAIOTCSA HOMepa aKTOB Ha CrHCaHHe yueGHUKOB C yKa3aHUEeM JIaThl
yTBesKAEeHHUs akTa i 0011Iero KoMuecTBa CrIMCaHHBIX yue6HHKOB Ha oburyro cymmy. Hymepaius 3arucen
0 BBEIGLIBIIMX U3/JaHMAX U3 TOZA B IOJ] MPO/0/DKAETCH.
3 wacTb. MTOrM yuéra [BIKeHHs (QOH/OB. 3aIMCBIBAIOTCS UTOIM ABHIKEHUA doumos yueGHHUKOB:001ee
KOMMUYECTBO TOCTYTHBIIMX YUeOHMKOB 32 TeKyIWH rofj, Ha CymMmy. OfImee KOMMUYECTBO BBIOBIBIIMX
yueOGHHKOB 3a TeKyIuii Iof, Ha CyMMmy. Ofijee KOMHUECTBO YueGHMKOB, COCTOAMMX Ha 1 sHBApS
TIOC/Ie/[yIOLIero rozia, Ha CyMMy.
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2.5. amuBu tyanbHEIH (IpynnoBoil) yuéT yaeGHUKOB OCYILECTBILIETCS B KAPTOTEKE
YH€Ta yueOHHMKOB, Ha KATAIIOXKHbIX KapTOYKaX CTAHIapTHOTO pasMepa. Ha KapTOUKe
yKaspIBaeTCst Oubnuorpaduieckoe onucanue yaeGHUKA, CBENEHUS O KOTHYCCTRE
NOCTYIMMBLINX YYEOHHKOB ¢ yKa3aHUEM IIEHbI, HX PETHCTPALHOHHBIN Homep. Ecnu
Y4eOHHUK MOCTYNaeT HEOTHOKPATHO U HE MMeeT OTIIMYMA, KpOME ToZ1a U3aHHuI U
LICHBI, TO BCE IIOCTYIICHNUA 3aHOCATCS Ha €/IMHYI0 KapTouKy. Eciu jke B yueOHmKeE
BHECCHEBI IOTIOHECHHUS ¥ H3MEHEHHS, TO Ha HEro 3aBOIMUTCS HOBasd KapTOYKA. .
Kaprouky paccTaBisroTes B yu&THYHO KapTOTeKy [0 KilaccaMm, a BHYTPH KJIaCCOB 10
IpeAMeTaM ¥ 110 alpaButy hamunmi aBTopoB wiM 3ariapuii. Kaprouku na
CIMCaHHBIC yYeOHUKH U3 KapTOTEKH YUETa YIeOHUKOB M3BIMAOTCS cpasy ke rocle
MOANMCAHUA aKTa O BEIOBITHHY.

2.6. «OKypHan perdcTpaniyu y4ETHBIX KapToUeK 6UBIMOTeUHOro (GoHIA MIKONMEHEIX
Y4eOHHKOBY BECTH 110 06pasIy: HOMEp IO MOPSIKY, HA3BaHHE, KOJIIMYECTBO, LicHa
OJTHOTO 3K3EMILISIPa .

2.7. Yuéry nopiexat Bce BHIB yIeGHUKOB M YIeGHBIX TTocobuit, PaGoune TETpaju,
AUNIAKTHIECKUE MaTepUalibl, TAOIULBL, TPOIACH M T.JI. SBJISFOTCS JOKYMEHTAMHU
BPEMCHHOTO XapakTepa. Mx yu€r npousBomutes B « TeTpanu yuéra JOKYMEHTOB
BPEMEHHOTO XapaKTepay.

2.8. B3aMeH yTepsHHBIX HIIH HCIIOPYCHHBIX yIeOHUKOB IPHHHMAIOTCS IpyTHe
Y4eOHUKH, HEOOXOIMMBIE IIKOJIE, WK B3UMAETCS HOMHHANBHAS CTOMMOCTD
Y4eOHHUKa, ECIIM OH MCIONb30BAJICS He S0JIee OIHOTO roja . YueGHuKH, YTEPSHHEIE U
IPUHATHIC B3aMEH, YUUTEIBAIOTCS B « TeTpanu yuéra yTepsHHBIX U 3aMeHbI
yHEOHUKOBY.

2.9.Criucanve y4eOHUKOB IIPOBOIMTCS HE PEIKE OTHOTO paza B roa. Ha kax it Bun
cnucanust («Berxue», «YcerapeBuive no comepkanuion, «YTepsIHHBIE YUTATEIIAMEY,
«XUMIIEHHEY ) COCTABNALTCS aKT B 2-X SK3EMIMSpax, KOTOPEBIM OANZCHIBAETC
KOMHCCUEH U YTBEPKIACTCS TUPEKTOPOM MKOME!. OuH SK3EMIUIIP 4KTa XPAHHUTCS B
OnbmuoTeKe, Npyroif nepenasTes Moy PacucKy B OyXranTeprIo KO, KOTOpast
MPOH3BOIUT CIIMCAHUE ¢ OallaHCa IKONbI yKa3aHHOM B AKTe CTOMMOCTY Y4eGHUKOB,

2.10. YuebHuKH, HAXOISMMECS B XOPOLIEM COCTOSIHMH, TIOCIIC CIHCAHMSA MOTYT
BRILABATLCA yHIAMMMCS J1Jisl IOATOTOBKY K 3K3aMEHaAM WK B yYeOHBIe KaGWHETEL.

3. BeibbiTHE yuebHEKOB U3 6UGAHOTeYEOrO dGorza

1. Cpok ucrionp3oBanus yueOHKKa HE MEHEE [eCSTH JIeT.

2. BeiGpiTre yueOHUKOB u3 (hoHIA GUEIMOTEKH TIPOU3BOTHTCS 10 IPAYHHAM:
BETXOCTH ((U3HYECKHI H3HOC); YCTAPENOCTY TI0 CONESPIKAHUKY; yrpare (¢ ykazauuem
KOHKPETHEBIX OOCTOATENBCTB yTparsi). B axre o BEIOBITUH (bUKCHPYIOTCS CBefieHus 06
YYeOHMKAX, UCKITFOYaEMBIX TONBKO TIC OfHOM [IPUYKHE.



Kputepuu ot60pa yaeOHUKOB 1715 BRIOBITHS U3 (OHIa OHOMIOTEKH:

" BBIOBITHE TI0 BETXOCTH IIPOM3BOAUTCS NP HAIMYUH Ne(EKTOB, NPUBO/SIIAX K
HCKa)KEHHIO WM [T0Tepe MHPOPMAUH, YXyIIIatoHX yI0004uTaeMOCTE, YCIIOBUS
qrenus (NoTeps SIEMEHTOB U300paKeHys, IATHA, IapaliHEbl, OTCYTCTBHE OFHOU U
Goree CTpaHMIL, CKJIEMBAHKE CTPAHAL] U IOBPEKICHHE TEKCTA WK HIUTFOCTPALi NPy
PACKpPHITUH, e(OPMAIIHs, BETXOCTE GJI0KA MK NEPEIUIETHON KPBIIIKH);

" BBIOBITHE I10 TIPHUMHE YCTAPEIOCTH MO COASPIKAHUIO TPOU3BOIUTCA B COOTBETCTBUH
¢ M3MeHeHusIMHE B «DemepanbHbIX TEPETHAX yIeOHHKOB, PEKOMEHI0BAHHBIX
(mOTyIIEHHEIX ) K UCMOJB30BAHUIO B 00pa30BaTeIbEHOM IpoLiecce B 06pasoBaTebHbIX
VUpEKIEHHAX, PEATH3YIOIHX 00pa3oBaTeNbHbIE IIPOTrPAMMBI 001IEro 00pasoBaHUs 1
UMEIOIHUX TOCY/IaPCTBENHYIO aKKPSIUTALMIO Ha yueOHbIM IOfl, YTBEPKAEHHOTO
MuHKCTEpCTBOM 00pa30oBaHus U Hayku Poccriickol Deziepaium;

" BBIOBITHE 110 IPHYWHE YTpaThl U3 PoHna OubmioTexky. brdnuoTekaps ycTaHaBIMBaeT
OpUYKMHY YTPATHI ¥ BIIpaBe MOTpeGoBaTh OT BUHOBHIKA 3aMEHBI YTPAICHHOTO
y4eOHHKA Ha TOT JKe YUIeOHHUK MK ApyroH, HECOXOMMMBIH IIKOTIE, SCITH CPOK
MCIIONB30BaHMs YIeOHMKA HE NPEBbIIIaeT ISCATH NIeT. Y Tpa4eHHbIE yIeOHUKH, CPOK
WCIIONE30BAHKSA KOTOPBIX TPEBHIINIACT YETHIPE F07a, CIIUCHIBAIOTCS 0€3 BO3MEIIEHH

yOBITKa.

3. BriObITHE yueOHKKOB U3 (POHIA 6I/IGJII/IOT€KI/I CiCbOp'\aJ]ﬁcTCi{ aKTOM 06 UCKITIOUEHUH
¥ OTPAKAETCH B KHATE CYMMAapPHOTO yeTa, a TAKIKE B KapTOTEeKe yJeTa yIeGHUKOB.
BrIOBITHE YUeOHBIX MATEPHUATIOB BPEMEHHOIO XpaHEHUs IPOM3BOLUTCS B KOHIIC
KaJIEHapPHOro rojia [0 aKTy C yKa3aHueM pPUYHHEL «MaTepuan BPeMEHHOIC
XpPaHEHUsD.

4. AKTHI Ha ClIMCaHie YUeOHUKOB BU3UPYIOTCS WICHAMH KOMUCCHH I10 COXPaHHOCTH
(oH10B. 3aBU3MPOBAHHBIE aKTHI YTBEPIKAAFOTCS MUPEKTOPOM IIKOIEBL.

5. CnucaHHbie 110 aKTy YIeOHUKA MOTYT OBITh MCIONb30BAHb! I H3TOTOBICHUS
IUIAKTHYECKOrO MaTeprana, [Uid DecTaBpalliOHHEIX deOT WK IEPELAr0TCA
OpraHy3alysaM Mo 3aT0TOBKE BTOPCHIPhS.

6. XpaHeHue CIIHCAHHBIX yueOHUKOE BMECTE ¢ NEHCTBYIOIINMY 3aTIPeniacTes.

7. AKTBHI Ha crvcaHie yueOHUKOB U3 PoHA0B OMONHOTEKY U NPHIIOKEHERIE K HUM
CIIMCKH Y4eOHUKOB TIOJUIEKAT IOCTOSHHOMY XPaHEHHIO, BECh CPOK CYIIECCTBOBAHYS
OHOIMOTEKH.

4. insenrapusanus godaa yueCHHKOB

1. MaBenTapuzaims yaeOHoro (porna 6MOIMOTEK: MIKOIEI OCYIISCTBIACTCS ¢ HEIbIO
KOHTPOIIS Hall COXPaHHOCTHIO ¥ 3)HEKTHRHOCTEIO HCIIONL30BARNSA YICOHUKOB, &
TAKKE C LEIbI yI8Ta 00eCIIEdeHHOCTH MMM JIBTOTHERIX XaTEropui y4alyxcs 1
COCTaBJIEHUS PEANbHOTO 32Ka3a Ha yUeOHMKEY.

2. UspenTapu3arms yueOHUKOB NPOBORETCA O TPEOOBAHUIO aiMUHACTPALHN



LIKOJBL.
3. MiHBeHTapU3alMOHHAS BEJOMOCT yu&Ta (hoHIa yieGHUKOB CONEPIKHUT CIENYIOIIHE
HAHHBIC: aBTOP, HANMEHOBAHKE yueOHHKa; Kiace; o0llee KOMUYECTRO YUeOHHKOB B
dbormax, B ToM uncie NPHOGPETEHHbIX HA BHEGIOMKETHEIE CPE/ICTBa; KONUIECTBO
yIEOHUKOB TI0 TO/IaM TONydeHHs. Y deGHuK, npuoGpeTéHHbIe 6oMee NECSTH TTeT
Hasaz, OTMeYareTCst B rpade 0e3 ykasanus romga noCTaRKY.

4. VlHBeHTapU3allMOHHAS BEJIOMOCTh COCTABIISIETCS B OBYX 5K3eMILIApax.

S. O0s3aHHOCTH PAGOTHHKOB MIKOIbE [0 COXPAHHOCTH YueOHUKOB

1. OTBETCTBEHHOCTE 38 COXPAHHOCTH GUBIHOTETHOrO (bonzma HecyT: TUPEKTOP
IIKOJIBI, 3aMECTUTENIH TUPEKTOPA 110 BOCHUTATEALHON U y4eOHO-BOCITHTATEILHOM
pabote, 6uONKOTEKAPE, KIIACCHBIE PYKOBOIOHATENH, APyTre pabOTHHKH, UMEIOITI
JIOCTYII K y4eOHHKaM. '

2. TApeKTOp MKOMBI OTBEYALT 38 OPTAHU3AIMIO PAGOTHI 10 CO3NARMIO 1
CBOEBPEMCHHOMY IIOTIONIHEHHIO OubmoTeunoro hon/a yuebuuxon. Hampapser
ACATENLHOCTE NEAArora4eCcKoro KOICKTHBA 10 (JOPMUPOBAHUIO ¥ 06YIAIOIHXCS
OepexHOro OTHOMEHHS K y4eOHUKaM, TpeLyCMaTpPHBAET MEPEI 10
COBEPIICHCTBOBAHUIO 3TOH pabOThl NPH IIEHUPOBEHUE YIeOHO-BOCIIHTATENBHOTO
npornecca Ha O4epeaHON yueOHbId rof ¥ 00eCcIeurBaeT CHCTEMAaTHIeCKIIL KOHTpPOJIb
3a €€ BBITOIHEHUEM. '

3. 3aMECTUTENH JUPEKTOPa [10 BOCIHUTATENBHOMN pabote 1 yuebHO-BOCIMTATENRHOM
pabote coBMeCTHO ¢ GUbIHOTEKApEM pazpadaTIBAIOT U TIPEAbBISIOT SIUHEIE
TpeOOBaHKS K 00YUYAOIIAMCS 110 HCTIOML30BAHMI0 ¢ TI0 COXPAHHOCTH YICOHMKOB.
CoOBMECTHO ¢ KJIACCHBIME PYKOBOUTENSAMEA 1 YUHTENAMU-TIPEAMETHHK MU
OCYINECTBIIACT CHCTEMATHIECKHM KOHTPOIIb Hafl HCIIOIB30BAHHEM M COXPAHHOCTHED
Y4eOHUKOB B TeYEHHE BCEro y4eOHOTO rojia. |

4. 3amMecTUTeIb TUPEKTOPA TI0 BOCIIUTATELHOMN paboTe OpraHu3yeT HesITeNbHOCTD
KJIACCHBIX PYKOBOAMTENIEH 110 (POPMHPOBAHHUIO Y YUAIIHXCA OEPEIKHOTO OTHOIIEHIS K
ydeOHuKaMm. PaspabaTeIBaeT 4 OpranusyeT MepOoIpPHsTHS MO COXPaHHOCTH
YUCOHHUKOB: TeMaTHUeCKue Gece/ibl ¢ 00y aONMMHACS 1 TX POIUTENSAMHM, CMOTPHI,
KOHKYDCEI H IIp.

5. Kitaccnsle pykoBomurenu 1-11 kinaccos:

- OCYMIECTBIIAIOT IIOCTOSHHYIO paboTy ¢ y4alluMuUCs KIacca U HX POIUTENSAMY
(32KOHHBIMY TIPEIICTABUTENAMH) ITO BOCIIUTAHYIO OEpEKHOro OTHOMICHHUS K y4eOHO
KHHTE;

- YHacTBYIOT B BhUIaYC y4eOHUKOB (POHMA yIALMMCS KIIACCA, OPIaHHU3YIOT HX
BO3BpaT B OMOIMOTEKY LIKONEI O OKOHYAHHHM YUeGHOro rofa;
- OTBEHAIOT 3a CBOEBPEMEHHOE O(POPMIICHHE YUTATEN6CKUX (OPMYIIPOB VUAIIHXCS;



- IOCTOSIHHO KOHTPOJMPYIOT COCTOSHUE YIeOHUKOB;

- 00s3BIBAIOT yYaIIUXCA KIacca M0cie OKOHYaHHS y4eOHOro roga yaeOHuKy,
HOZJIEXKAIHE PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATH U TOJIBKO IIOCIIE 3TOTO
caBarhk B B OMOIIMOTEKY IIIKOJIEL.

6. BeIOBIBarOIMM yYaluMces TUIHOE Ie0 BBIAASTCS TOIBKO MOCIe BO3BpaTa
y4eOHUKOB B OMOIHMOTEKY IIKOJEL.

7. YUHUTENA-IPEIMETHHKH 00s13aHbi CUCTEMATHYECKH TTPOBEPSATH COCTOSHHAE
Y4EOHHKOB 110 CBOEMY IIPEAMETY U COOOIIATH KIIACCHOMY PYKOBOIHUTEIIIO, POMUTEIIAM
YUaIUXCsl YEPE3 3allUCh B JIHEBHUKE O IUIOXOM OTHOILIEHUH YJalllerocs K yueOHBIM
KHHUTaM.

8. HemocpezcreenHyro padoTy ¢ 0ubmoTedHbIM QOoHIOM y4eOHUKOB BEIET pabOTHHK
Onbmorexu. IlepcoHaBHYO OTBETCTBEHHOCTD 3a paboTy ¢ OMOMHOTEUHBIM (OHIOM
yueOHUKOB HecéT OMOMMOTEKaph IIKOJEIL.



