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IMos0skenue
0 nopsiake y4éra, HCIOJIb30BAHHS H COXPaHEHHS

oubanoTeuynoro gpouaa yue6HuKkoB B MyHHIHNIAJIBLHOM 010’KETHOM
o6meo0pa3zoBaTe/ibHOM yupe:xkaeHnn r. MpkyTcka cpeaHei
o61meo0pa3oBaTebHOI WK0JIbI Ne 76 nmenu I'Bapaeiickoin UpkyTcko-
IInHCcKON AMBU3HH

1. O0wmue noJ1osKeHus

1.1. Hacrosee ITonoxenue pazpaboTrano B cooTBeTCTBHU ¢ «HCTpyKIHeH 00
yuéTe OubIHoTeuHOro GoHaa» (yTBEepikKAeHa NprkazoM MHUHKYIETYpsl Poccun ot
02.12.1998 N 590) m MeToau4yecKUMHU pPEKOMEHIALMAMHU [0 MPUMEHEHHUIO
«actpykuuu 06 yuére  OubmworeuHoro  QGoHga» B OuOmMoTEKax
00pa3oBaTeNbHBIX yupexaeHui (yrBepikaens! [1prkazom Munobpasosanust PO ot
24 aprycra 2000 r. Ne 2488 «O6 yuére OubamuoreyHoro Qonma OUOMHOTEK
00pa3oBaTeIbHBIX YUPEIKICHUN ).

1.2. Hacrosee ITonoxeHue permaMeHTHPYeT MOPAI0K y4€Ta, UCIIOJIb30BaHUS
¥ coxpaHeHus 6ubnroreuroro Gonna yueornkoB B MBOV r. Mpkyrcka COL Ne
76 u pa3paboTaHo B IEJSIX COXPAHHOCTU (DOHZA, YCTAHOBJIEHHS €IMHOTO MOpsaKa
yuéra OUOIMOTEUHBIX JOKYMEHTOB; CO3/IaHUS YCIOBHH Ul COBEPIICHCTBOBAHMUS
OpraHW3aliy TPyAa U BHEIPEHUS CPEJICTB KOMIIBIOTEPHU3AlMKM U MEXaHU3aLUH B
OMOIUOTEKE IIKOJIBI.

2. Ilopsinok y4éra ponaa yueOHOH JIUTEPATY PbI

2.1. K Qonmy yueGHOM nuTepaTypbl OTHOCSATCS: BCce y4EOHMKH; ydyeOHbIE
mocobusi; opdorpapuyecKkre CIOBapd; MaTeMaTHdeckue TaOluIbl; COOPHHKH
yIIpaKHeHHH M 3a1a4; NPaKTHKYMbl; KHHUIU JUIS 9TEHHs; XpEeCTOMaTuH; pabodue
TeTpaH.

2.2. Vuyér 6ubnuoredHoro (GoHIa y4eOHHKOB JOJDKEH CIOCOOCTBOBAThH €rO0
COXPAHHOCTH, MPaBHIBHOMY (DOPMHPOBAHHIO H ILIeJIeBOMY HCIOJIb30BaHUIO. Bee
Onepaliy IO Y4YETy MpPOM3BOMATCS 3aBeiyrolel OMOIMOTEKOH, CTOMMOCTHBIM
yuéT BeasTcs Oyxrantepuei Koyl CBEpKy TaHHBIX OUOIMOTEKH U OyXraarepuu
HEOOXOIUMO MMPOU3BOIUTE €XKETOIHO.



2.3. V4éT yueOGHUKOB OCYILIeCTBIsAETCs B «KHUIe CyMMapHOTo yuéray (nanee -
KCV). KCVY 1o yueGHHKaM XpaHUTCS B OHOINOTEKE IOCTOSHHO.

2.4. KCY Benércs B Tpex 4acTsX:

1 wacte. INoctymienue B Gonx. ITocne momyuenus y4eOHUKOB 3alUCHBACTCS
ob1IIee KOTHUYECTBO M UX CTOMMOCTb, ¢ 00sA3aTe/IbHBIM YKa3aHMEM HOMEpa H JIaThl
CONPOBOJUTEHLHOrO JOKyMeHTa. Homep 3amuci €KErofHO HaduHAeTCs ¢ Nelmn
UIET 110 MOPSAKY MOCTYIICHHH.

2 uacTh. BuIObITHE U3 (OHIA. 3aNMCBHIBAIOTCS HOMEpa aKTOB Ha CIIHCAHHC
yueOHMKOB C YKa3aHMEM [aTbl YTBEPXKJICHMS aKra H o0IIero KOJIU4YeCcTBa
CIIMCAHHBIX YueOHHMKOB Ha obmiyro cymmy. Hywmepamus 3anuceil O BBIOBIBIIUX
W3JaHUAX U3 Tofa B TOJ IIPOJA0IKACTCS.

3 yacTte. Mtoru yuéra asimkeHus GOHI0B. 3ariChIBAIOTCA HTOTH JABHKCHHUA
(onga yueOHUKOB: 001Iee KOITHUIECTBO MOCTYTHUBILIHMX y4eOHUKOB 3a TEKYIIHH TO,
Ha cymMMy. OGlIee KOJIM4IeCTBO BHIOBIBIINX y4COHHKOB 32 TEKYyIIHUH IoJ, Ha
cymmy. Obliee KOIM4IecTBO y4eOHUKOB, COCTOAIINX Ha 1 sHBaps MOCIEAYIOIIETO
roja, Ha CyMMy.

2.5. WuauBuayanbHblil (rpymmnoBoif) y4ér y4eOHHKOB OCYLIECTBIACTCA B
KapToTeKe yuéra yueOHHKOB, Ha KaTAJIOXKHBIX KapTOYKax CTAHAApTHOIO pasMepa.
Ha kapTouke yka3biBaeTcsi 6nOmmorpadguieckoe onucanue yueOHUKa, CBEJEHHUS O
KOJIMYECTBE IOCTYIUBIINX YYeOHUKOB C yKa3aHMEM LICHBI, UX perucTpaloOHHbINA
HoMep. Ecii y4eGHHK [OCTYNaeT HEOAHOKPATHO U HE HMECT OTIHIHA, KpOME rojd
W31aHus U [IeHBl, TO BCE MOCTYIUIEHHs 3aHOCSTCS Ha €IMHYIO KapTO4Ky. Ecnu xe B
yu4eOHHKEe BHECEHbl IOTONHEHMs W HM3MEHEHHS, TO Ha HEro 3aBOIMTCSA HOBAd
xapToyka. KapToUKy pacCTaBIISIOTCS B yU4ETHYIO KapTOTEKY II0 KIIacCaM, & BHYTPH
KJacCOB MO MpeaMeTamM H 1o andasuTy (aMHIHE aBTOPOB HIH 3arjaBUM.
KapTouky Ha CriMCaHHbIe yUeOHUKM U3 KapTOTeKH y4era y4eOHUKOB M3BIMAIOTCS
cpasy JKe TI0CJIe TIOITUCAHHUs aKTa O BBIOBITHM.

2.6. Yuéry mnopjjexar Bce BHIbl Y4eOHHKOB H yue6GHbIX mocobuil. Paboune
TeTpaiy, AMIAKTHYeCKHe MaTepuaibl, TaONIMLbl, MPONXCH M T.JA. W ABIAIOTCH
JIOKyMEHTaMH BPeMEHHOro Xapakrepa. X y4€r mpou3BoanTCs B «Terpanu yuéra
JIOKyMEHTOB BPEMEHHOT0 XapaKTepay.

2.8. B3ameH yTepSHHBIX WM HCIOPYEHHBIX y4COHNKOB MPUHAMAIOTCSA APYTHe
y4eOHUKY, HEOOXOMMMBIE IIKOJIE. YUeOHHKH, yTEpAHHbIC M MPUHATHIC B3aMeEH,
yuutsiBatotcs B «TeTpanu yuéra yTepsHHbIX U 3aMCHEL yUEeOHUKOBY.

2.9. CrircaHue y4eGHHUKOB IIPOBOUTCS He pexke OHOro pasa B TO. Ha xaxnasii
un crnucanusa(«Berxuey, «YcrapeBlde IO  COACPKAHHUION, «YTepsiHHBIE
qUTaTeNsAMiy», «XHIIEHHE»)COCTaBIAeTCs akT B 2-X OIK3eMIUIApax, KOTOPBIH
[OIMCHIBACTCS KOMHUCCHEW M YTBEPKIAeTCsl IMPEKTOPOM TIMMHA3UH. Onun
SK3eMIULIp aKTa XpaHuTcst B OuOimoreke, Apyro nepeaéTcsl MO PacIuCcKy B
OyXrajTepHIO ILIKOJbI, KOTOpas TPOU3BOAMT CITHCAHHE C OaaHca IIKOJIBI
yKa3aHHOM B aKTe CTOMMOCTH y4eOHNKOB.

2.10. YueOHUKH, HAXOAAIIMECS B XOPOLIEM COCTOSIHUM, MOCIIE CIIMCaHUA MOTYT
BBIIABAThCS y4YalUMCs I MTOJrOTOBKH K OK3aMEHaM UJIH B y4eOHble KaOUHETHI.



3. Iopsiiok yuéTa BbIAa4H y4eOHHKOB

3.1. Bslgaua y4eOGHMKOB OCYLIECTBISIETCSl OMONMOTEYHBIM PabOTHHKOM B
KOHIIE MJIM TIepe]] HayajaoM yueOHOro roja.

3.2. YueGHUKM BBIIAIOTCS YYallMMCS HA OJMH yd4eOHBIM rox. YueOHHKH, 110
KOTOpBIM OOydeHHe BEeNETCS [BA KM HECKOIBKO JIET, MOTYT OBITh BbIIAHBI
y4almMcs Ha HECKOJIBKO JIeT.

3.3. ®opmoii yuéTa BblIa4M YUEOHHKOB MOTYT OBITH: BKIAJBILI B bopmysap
nonb3oBarelst; (GopMyssp Kiacca; JKypHal BbIAaYM y4eOHHKOB. Jlrobas w3
Ha3BaHHBIX  (opm,  BblOpaHHas  OubnuorekapeM, — JO/DKHA — OTBEHaTh
YCTAaHOBJIEHHBIM TPeOOBaHHAM: aKKypaTHOE BEJCHUE 3alMCH, HAIWYHC TOANHCH
[OJTydaTeIsl, CTPOTUH MHINBHLYaIbHBIH YUET BbIIAHHbIX Y4COHHKOB.

4. BbIObITHE Y4eOHHKOB U3 0H0JIH0TEYHOro oHa
4.1. CpoK HCIIOJIb30BaHHs yueOHHKA HE MEHEe YeTBIPEX JIET.

4.2. BIObITHE YU€OHUKOB U3 (PoHAA OMOIMOTEKH MPOU3BOAUTCS 110 MPUIHHAM:
BeTXOCTH ((U3MYeCKuil H3HOC); YCTApelOCTH IO CONEPXKAHHUIO; yTpaTe (c
yKasaHHeM KOHKDETHBIX OOCTOATeNbCTB yTparsl). B akre 0 BBIOBITUH
dukcupyrotcss cBefeHHs 00 y4yeOHHMKax, HCK/IOYAaeMbIX TOJIBKO IO OJTHOM
pUYHHE.

4.3. BoiObiTie ydeOHHKOB U3 (oHAA OHOMMOTEKH OPOPMIAETCS AKTOM 00
WCKJIFOYEHUH U OTPakaeTcss B KHMIE CyMMapHOro yd4eTa, a TaKKe B KapTOTEKE
yyera y4eOHHMKOB. BpIOBITHE y4eOHBIX MaTepHajOB BPEMCHHOIO XpaHCHH
NPOM3BOJUTCS B KOHIIE KAalI€HJApHOrO roja IO aKkTy ¢ yKasaHHeM NPUIHHBL:

«MaTepHall BpeMEHHOI0 XpaHEeHHUs.
4.4. AKTBl Ha CIHCaHMEe y4eOHWUKOB BU3UPYIOTCS 4YICHAMH KOMHCCHHU IIO

COXpaHHOCTH (OHJIOB. 3aBU3HPOBAHHBIC aAKTBl YTBEPXKAAIOTCA IHPEKTOPOM

IIKOJIBL. A
4.5. CrucaHHble IO AaKTy Yy4eOHHKHA MOIyT OBITH MCIOJIB30BaHbI sl

W3COTOBJIEHUS AUJIAKTAYECKOro marepuasa, s pecTraBpalliOHHBIX pa60T HJIN

TepeIaloTCsl OPraHU3aLKUsM [10 3arOTOBKE BTOPCHIPESL.
4.6. XpaHeHue CIIMCAHHBIX Y4YeOHHMKOB BMeECTE C JEACTBYIOIUMHU

3arperaeTcs.
4.7. AKTBI Ha CIIHCAHUE y4eOHUKOB U3 HOHI0B OMOIMOTEKH 1 IPUIIOKCHHBIC K

HUM CIHCKH y4eOHMKOB IIOJJIEKAT [OCTOSHHOMY XPaHEHHIO, BECh CPOK
CyIIIECTBOBAHUS OMOIHOTEKH.

5. MuBenTapusauusi GoH1a yueOHHKOB

5.1. VuBenTtapu3amus y4e6Horo Gonaa GnOIMOTEKH MIKOJIBI OCYMIECTBIIACTCA
C Iebl0 KOHTPOIS HaJ COXPaHHOCTBIO H O((QEKTHBHOCTBIO HCIOJIB30OBAHN
yueOHHUKOB, @ TAKKe C LENBI0 yueTa 006eceYeHHOCTH MMM JIbFOTHBIX KaTeropHi
yYalLIUXCsl U COCTABJIEHMsI PeallbHOrO 3aKasa Ha y4eOHUKH.



e MuBenTapu3aiyss  y4eOHMKOB  MPOBOJAUTCA IO  TPeOOBAHHIO
aMUHHUCTPALMU LIKOJIBIL.

5.3. VHBeHTapu3alMOHHAs BEIOMOCTH y4éra (hoHIa YIEOHHUKOB COIEPIKUT
ClleIyIoIlie JaHHbIe: aBTOp, HAMMEHOBaHKUEe yueOHMKa; Kilacc; o0lee KOJIHIeCTBO
y4eOHUKOB B (DOHIAX, B TOM YHUCIIe IPUOOPETEHHBIX Ha BHEOIOKETHEIE CPEICTBA;
KOJIMYECTBO Y4eOHUKOB I10 IOJaM IOIydeHus. YueOHUKH, IpuodpeTénnble Oomee
qJeThIpEX JIeT Ha3a/l, OTMEYaroTcs B rpade 6e3 yka3aHHUs rojia IOCTaBKU.

5.4. VHBeHTapu3alMOHHAs BEJOMOCTH COCTaBIIAETCS B JABYX JK3EeMILIIpax,
OJlHa W3 KOTOPBIX Mepemaércss B OyXrajTepuro WIKOJIBI, BTOpas XPaHUTCS B
OMOIMOTEKe IIKOJIBI M TPUMEHSIETCSI IIPY OTCJIEKUBAHUHU LIEJIEBOTO UCIIOJIB30BAHMS
boHAMpPYEeMbIX YUEOHUKOB.

6. PacctanoBka u xpaHeHue )oHJa Y4eOHUKOB

6.1. VYueOHHMKHM pacCTaBIAIOTCS Ha CTe/ulaxax 1o mnpeameram. OOmee
HarpaBJIeHUEe PAacCTAHOBKU KHUT Ha CTeJlIakaX CBEpXY BHHU3 U CJIEBA HAIPaBo.

6.2. PaGoTHuku OMOMMOTEKHM TIOCTOSIHHO  IIPOBEPSIIOT  IIPaBHIIBHOCTH
paccTaHOBKH (oH/Ia yUeOHUKOB.

7. O6s13aHHOCTH PAa0OTHHKOB LIKOJIbI 10 COXPAHHOCTH Y4eOHHKOB

7.1. OTBETCTBEHHOCTD 32 COXPAHHOCTh OMOIHMOTEYHOrO (hOHAA HECYT: TUPEKTOP
ILIKOJIBI, 3aMECTUTEIHN JUPEKTOPA 10 BOCIUTATEIBHON U yueOHO-BOCIUTATEIbHON
pabote, 3aBeayromuid OUOIMOTEKOM, KJIACCHbIE PYKOBOIAWTENH, ApYyTue
paOOTHUKHU, UMEIOIIINE JOCTYI K yUeOHUKAM.

7.2. JIWpeKTOp IIKOJBI OTBEYAET 3a OPraHU3aLHUI0 PAabOTHI IO CO3JAHMIO U
CBOEBPEMEHHOMY ITOTOJHEeHUI0 OubnuoreuHoro (onaa ydeOnukos. Hampasiser
NEATENLHOCTD TearorHueckoro KOJUIEKTHBa 110 ()OPMUPOBAHHUIO Y 00yUYarOIIUXCs
Oepe)XHOro  OTHOIICHWsI K  ydyeOHHMKaM, IIpeIyCMaTpuBaeT  Mephl  II0
COBEPIIEHCTBOBAHHIO 3TON paboThI NIPU IJIAHUPOBAHUHU y4eOHO-BOCIIUTATENILHOTO
mporiecca Ha oOdYepeAHOW Yy4eOHbI roi U 00ecledyrMBaeT CHCTEMATHYECKHN
KOHTPOJIb 32 €€ BBIIIOJHEHUEM.

7.3. 3aMecTuTenH JUpEKTOpa IO BOCHHMTATENbHOH pabore H  y4eOHO-
BOCIIMTATEILHOM paboTe COBMECTHO ¢ OuOIMOTEeKapeM pa3padaThlBalOT U
IPENBSBISIOT eAuHble TpeOOBaHMs K 00ydarolIMMCs II0 MCIIOJNIB30BaHHIO U 10
COXpaHHOCTH y4eOHUKOB. COBMECTHO C KIACCHBIMM PYKOBOJUTEISIMH |
YUUTENISIMUA-TIPEIMETHUKAMU OCYILIECTBIISIET CHUCTEMaTHYECKHM KOHTPOJIb HaJ
HCII0JIb30BaHMEM M COXPAHHOCTBIO YUeOHUKOB B T€USHHE BCEro y4eOHOro roja.

7.4. KnaccHble pykoBoautenul-11 ximaccos:



1) OCYIIECTBIISIFOT MOCTOSHHYIO pabOoTy ¢ y4allMMHCs Kilacca U UX POAUTEISMU
(3aKOHHBIMH IIPEJICTABUTENSIMU) MO BOCHMTAHMIO OEpPENKHOro OTHOLICHUS K
y4eOHOU KHUTE;

2) y4acTBYIOT B Bblgade (OHAMPOBAHHBIX Y4YeOHHMKOB ydallUMCs Kiacca,
OpraHU3YIOT UX BO3BPAT B GHOIMOTEKY IITKOJNBI 10 OKOHYAHUHU y4eOHOro roza;

3) OTBEYAOT 3a CBOEBpPeMEHHOe OGMOPMIECHHE YMTATENbCKHX (OPMYISIPOB
yUalmxcs;

4) MOCTOSIHHO KOHTPOJIUPYIOT COCTOSIHUE YUeOHUKOB,;

5) 06A3BIBAIOT YUAIMXCs KJacca [0cjie OKOHYaHMs yd4eOHOro roja y4eOHHUKH,
MoJJIeXkKAle PEMOHTY, CBOEBPEMEHHO DEMOHTHPOBATH M TOJIBKO IOCJIE 3TOrO
claBaTh B OMOIMOTEKY LIKOJIBL.

7.5. VuuTens-npeaIMEeTHUKH O00sI3aHbl CUCTEMATHYECKH TPOBEPSTH COCTOSHHUE
yueGHHUKOB II0 CBOEMY MpeIMeTy M COoOo0L@aTh KJIacCHOMY pPYKOBOIMUTEIIO,
POIUTENSAM YUYAIUXCsI Yepe3 3aluch B JHEBHUKE O IIJI0XOM OTHOLICHHH y4allerocs
K yueOHBIM KHUIaM.

7.6. HemocpecTBeHHyI0 paboTy ¢ GuOIMOTedHbIM (OHIOM Y4eOHHKOB BELYT
paGOTHHKH OuOIHOTeKH. IlepCOHANBHYIO OTBETCTBEHHOCTH 3a padoTy ¢
GUOTHOTEUHBIM (OHIOM YUeOHUKOB HECET 3aBe/Iylolas GUOIMOTEKOH HIKOJIBL.



