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IHos10:keHune
0 MOps/AKe y46Ta, HCIO0JIb30BAHUS U COXPAHEHUS
OudmoreyHoro gponaa yueOHukoB B MAQOY «llepBomaiickasi IKOJIa»

1. O01mue mMoJI0KeHu s

1.1. Hacrosmmee Ilonmoxxenme paspaboranHo B cooTBeTcTBUH ¢ «WHCTpyknuen o0 yuére
6ubnuoreynoro Gouaa» (yreepkaeHa npukazoM MuHkyasTypbl Poccun ot 02.12.1998 N 590) u
MeToauueckuMU PEeKOMEHJAIMSIMH TI0 TpUMeHeHuto «HCTpykuuu o0 yuére OMOIMOTEeYHOTO
donma» B OuOnMoTekax oOpa3oBaTENBHBIX  yupexnaeHuil  (yrBepkaeHsl  Ilpukazom
Muno6pazoBanusi PO ot 24 aBrycta 2000 1. No 2488 «O06 yuére OubnmoreuHoro Qonma
6ubnMoTeKk 00pa30BATENBHBIX YUPEKICHHI» ).

1.2. Hacrosimee IlonmoxkeHue permaMeHTHPYET MOPAIOK Y4ETa, UCTOIB30BAHUS M COXPAHEHHS
oubmuoreunoro (Gouma y4uebHukoB B OY u pa3paboTaHo B LENAX COXPAaHHOCTH (OHIA,
YCTaHOBJICHHSI €MHOTO TOpsAIKa y4éTa OMOIMOTEUHBIX TOKYMEHTOB; CO3JaHUS YCIOBHH st
COBCPHICHCTBOBAHUA OpraHu3allid Tpyda W BHCAPCHHUA CPCACTB KOMIIBIOTCpU3ALlUU U
MEXaHU3AINH B OMOINOTEKE IIKOJBI.

2. llopsinok yuéra gonaa y4eOHOM JIUTEPaATypPbl

2.1. K d¢onagy yueOHOW muTepaTypbl OTHOCATCA: BCE YYCOHHWKH; Y4YeOHBIC IMOCOOMS;
opdorpadudeckue CciaoBapu; MaTeMaTHUYECKHE TaONHIBI; COOPHUKM YIpaXHEHUN W 3ajad;
NPaKTUKYMbl; KHUTHY JIJIsl YTCHUS; XPECTOMATHH; pabovne TeTpau.

2.2. Yuér O6ubmmoreyHoro ¢oHAa y4eOHHUKOB JOJIKEH CIIOCOOCTBOBATh €r0 COXPAHHOCTH,
NpaBWIbHOMY (OPMHUPOBAHUIO U IEJIEBOMY HCIONIb30BaHMI0. Bce omepamuu 1mo yuéry
MIPOM3BOJISTCS TIEIaroroM-On0IMoTeKapeM, CTOMMOCTHBIH yu€T Beaércest Oyxrantepueir. CBepKy
JAHHBIX OUOIMOTEKN U OyXTaaTepru HE0OXO0AUMO MTPOU3BOIUTH €KETOIHO.

2.3. Yuér yueOHUKOB ocymecTBisercs B «Kuure cymmaproro yuéra» (nanee - KCY). KCY no
yueOHMKaM XpaHUTCS B OMOIMOTEKE TOCTOSIHHO.

2.4. KCVY Benércs B Tpex 4acTsXx:



1 gacts. [Toctymuienue B pona. [locie momydeHns yueOHUKOB 3aMUCHIBAETCS 00IIee KOJINIECTBO
U UX CTOUMOCTB, C 00s13aTeIbHBIM YKa3aHUEM HOMEpa U JaThl COIMPOBOAUTEIBHOTO JOKYMEHTA.
Howmep 3anmcu exeronno HaunHaeTcs ¢ Ne 1 ¥ Ma€T 1o nopsaKy NOCTYIIJICHUN.

2 yacte. BpiObiTHE 13 (oHnma. 3ammchBaroTCS HOMEpa aKTOB Ha CIHCAaHUE YYEOHHKOB C
yKa3aHHEM JaThl YTBEPXKAECHUS aKTa U OOILIEro KOJIMYEeCTBAa CHHCAHHBIX Y4eOHMKOB Ha OOIIyIO
cymmy. Hymeparnus 3anviceii 0 BEIOBIBIINX W3JAHUSAX U3 TOJa B TOJ] MPOJOIKACTCS.

3 gactb. Utoru yuéra napmwkeHus (GoHIOB. 3alMCHIBAIOTCS UTOTH JBMKEHUS (POHAA y4eOHUKOB:
o0I1ee KOJIMYECTBO MOCTYMUBIINX YYEOHUKOB 3a TEKYIIUH rof, Ha cymmy. O01iee KOJIMIecTBO
BBIOBIBIIMX YUYCOHUKOB 32 TEKYLIHH roj, Ha cyMMy. O0111ee KOJIM4eCTBO Y4eOHHKOB, COCTOSIIMX
Ha | THBaps MOCIIEAYIOIIETO IO/1a, HA CYMMY.

2.5. UnpuBuayanbHbld (TpynnoBoi) Y4€T y4eOHMKOB OCYILECTBISIETCS B KapTOTEeKe yuéra
y4eOHMKOB, Ha KaTaJOXXHBIX KapTOUKax CTaHAApTHOro pasmepa. Ha kapTouke ykasbIBaeTcs
oubnuorpaduueckoe onucanue yueOHUKA, CBEICHUS O KOJIWYECTBE MOCTYIUBIINX YYeOHUKOB C
yKa3aHHEM IIeHbI, UX PErucTpallMOHHbIN HoMep. Eciu yueOHHMK mocTynaeT HEOJAHOKPATHO U He
UMEeT OTIWYMSI, KpOME TOJa M3JaHHs W ILIEHbI, TO BCE IMOCTYIUICHHUS] 3aHOCSTCS Ha €IUHYIO
KapTouky. Ecnu ke B yueOHHMKEe BHECEHBI JONOJIHEHUS M M3MEHEHUs, TO Ha HEro 3aBOJHUTCSA
HoBasi KaprTouka. Kaprouku paccraBisitoTcs B y4€THYIO KapTOTEKy MO KilaccaM, a BHYTPHU
KJIaccoB — MO mpeameraM M 1o andasuty dammwinii aBTopoB WM 3arnaBuil. Kaprouku Ha
CIHCaHHbIE YYeOHUKU U3 KaPTOTEKH y4€Ta y4eOHUKOB U3BIMAIOTCS Cpa3y JKe MOCIIe MOIIHCAHUS
aKTa O BBIOBITHH.

2.6. Yuéry momnexaT BC€ BHIb YYCOHMKOB M Y4eOHBIX TmocoOuil. PabGoume Terpanm,
AUOAKTUYCCKUEC MAaTCpUallbl, Ta6JII/II_IBI, MpoNuCHU U T.A. U ABJIAKOTCA JOKYMCHTAMU BPCMCEHHOT'O
xapakrepa. x yuér npomsBoaurcs B « TeTpaan yuéra TOKYMEHTOB BPEMEHHOTO XapaKTepay.

2.8. B3aMeH yTepsHHBIX WM UCIIOPYEHHBIX YUYE€OHUKOB MOTYT ObITh PUHSATHI APYTHe YUeOHUKH,
HEOOXOMMbIE IIKOJIE. YUeOHUKH, YTepPsIHHbIE U MPUHATHIC B3aMeEH, yUuThiBatoTca B «Terpanu
yuéTra yTepsIHHBIX U 3aMEHbI Y4EOHHUKOB.

2.9. Cnncanue y4eOHUKOB MPOBOAUTCS HE PEXKE OJHOTO pasza B roj. Ha kakaplil Bua crimicaHust
(«Berxue», «YcrapeBline 10 COAEPKAHUIO», «YTEPSHHbIC YHUTATEJAMU», «XHUIIECHUE))
COCTABIIICTCS aKT B 2-X IK3EMIUIAPaX, KOTOPBIA TMOANUCHIBACTCS KOMHUCCHEW M YTBEPIKIACTCS
nupekropoM. OIMH SK3EMIUISIP aKTa XpaHUTCS B OMOINOTEKe, NPyroi nepeaaérest Mol pacimucKy
B OyXTaJTepHIO IIKOJBI, KOTOpasi MPOU3BOAUT CHHCAHUE C OajlaHCca IIKOJIBI YKa3aHHOW B aKTe
CTOMMOCTH Y4EOHHUKOB.

2.10. Y4eOHHMKH, HAXOMSIIMECS B XOPOIIEM COCTOSHHUHM, TIOCIE CIMCAHUS MOTYT BBIJIaBaThCS
y‘IaH_[I/IMCSI JJIA ITIOATOTOBKH K OK3aMCHaAM UJIU B y‘le6HBIe Ka6I/IHeTBI.
3. Ilopsigok yuéta Bbija4u Y4eOHUKOB

3.1. Bolgaua y4yeOHMKOB OCYHIECTBIISIETCS OMOIMOTEYHBIM PAOOTHUKOM B KOHIIE WJIM TEpen
HayajoM y4eOHOro roja.

3.2. Y4eOHMKY BBIJAIOTCS yUAITUMCS Ha OJIUH YYEOHBIN roj. YUYeOHUKH, 10 KOTOPHIM 00ydeHHe
BeJETCS IBA WIH HECKOJIBKO JIET, MOTYT OBITh BBIJAHBI yYaIIUMCS HA HECKOJBKO JIET.



3.3. ®opmoii yuéra BBIJAUYM y4EOHWKOB MOTYT OBITH: BKJIAABIII B (OPMYISIp IMOJB30BATEIS,
dbopMynsap kiacca; KypHad BblAaud y4eOHUKOB. JItoOas u3 Ha3BaHHBIX (hopM, BeIOpaHHAS
OubnuorekapeM, IOJDKHA OTBEYATh YCTAHOBJICHHBIM TpPEOOBAaHUSAM: aKKypaTHOE BEJCHHE
3aIiCH, HAIMYKE TTOAMICH TT0JTydaTes, CTPOTUI HHANBUAYaJIbHBIA yYET BBIAAHHBIX yYCOHHKOB.

4. BpiObITHE YUeOHMKOB U3 OM01MOTEeYHOr0 hoHIa
4.1. Cpok UCIIOIb30BaHMs YUeOHHKA HE MEHEE YETBHIPEX JIET.

4.2. BpiObiTHEe yuyeOHMKOB U3 (poHAa OUOIMOTEKH MPOU3BOJIUTCS MO NPUYMHAM: BETXOCTHU
(pusnueckuii M3HOC); YCTapenoOCTH IO COJEpXKaHMIO; yTpaTe (C yKa3aHHMEM KOHKPETHBIX
00CTOSITENBCTB yTpaThl). B akre o BBIOBITUHM (UKCUPYIOTCS CBeACHUA 00 YyueOHUKax,
UCKJII0YaeMbIX TOJIBKO 10 OJHON IIPUUYUHE.

4.3. BpiObiTHe y4eOHMKOB M3 (poHIA OMOIMOTEKH O(GOPMIISETCS aKTOM 00 HCKIIOYCHHH U
OTpakaeTcs B KHUTE€ CYMMapHOTO ydeTa, a TaKkkKe B KapTOTeKe ydera y4eOHUKOB. BBIObITHE
y4eOHBIX MaTEepPHaJOB BPEMEHHOTO XpaHEHHS MPOU3BOJIUTCS B KOHIIE KAJICHAAPHOTO TO/a 1O
aKTy C YKa3aHHEM MPUUYUHBL «MaTepral BpEMEHHOTO XPAHCHUS».

4.4. AXThl Ha criMcCaHue YUY€OHHMKOB BU3UPYIOTCS WICHAMH KOMHUCCHH MO COXPAaHHOCTH (DOHJIOB.
3aBU3MPOBAHHBIE AKThl YTBEPKAAOTCSA AUPEKTOPOM ILKOJIBI.

4.5. CrhucaHHble 1O aKTy Y4YyeOHMKH MOTYT OBITh HCIHOJB30BaHbl JUIsl HM3TOTOBJICHHUSA
JTUIAKTHYECKOr0 MaTepuania, Uil PECTaBpallMOHHBIX pabOT WM MEPeNaloTCs OpraHu3aIusIM 10
3aroTOBKE BTOPCHIPHSL.

4.6. XpaHeHue CIMCAHHBIX YUeOHUKOB BMECTE C ACHCTBYIOLUIMMHU 3alPELIaeTCs.

4.7. AKTHI Ha crucaHue y4eOHUKOB W3 (HOHIOB OMOIMOTEKH M TPUIOKEHHBIE K HUM CITHCKH
y4eOHHMKOB TIO/JIEKAT NOCTOSTHHOMY XPaHEHHUIO, BECh CPOK CYIECTBOBAHUS OMOIHOTEKH.

5. UuBenTapu3anus (poHIa y1eOHUKOB

5.1. WuBenTtapusauust ydeOHOro ¢oHaa OMOIMOTEKH IIKOJBl OCYIIECTBISETCS C ILEJNIbIO
KOHTPOJISl HaJl COXPAaHHOCTHIO U 3((EKTUBHOCTHIO MCITIOJIb30BAaHUs YUEOHHKOB, a TAKXKe C IEIbI0
yuéTa 00eCTIeueHHOCTH UMH JIbTOTHBIX KaTeTOPUI YUaIlIUXCsl U COCTABIICHUS PEalbHOTO 3aKasa
Ha YYeOHMKH.

5.2. NuBeHTapu3amus y4eOHUKOB IMPOBOIUTCS 10 TPEOOBAHUIO aIMUHUCTPAIIUH IIIKOJIBI.

5.3. luBeHTapu3aIimoHHas BEIOMOCTh yuéTa (oH/Ia YICOHUKOB COJIEPKHUT CIICAYIOIINUE TaHHbIE:
aBTOp, HANMEHOBaHKE Y4eOHMKa; Kiacc; o0Iee KOMMYeCTBO YIeOHUKOB B (DOH/IaX, B TOM YHCIIE
MPUOOPETEHHBIX HA BHEOIO/DKETHBIE CPECTBA; KOJIUYECTBO YUEOHHMKOB MO TOJIaM TMOJYYCHHUSI.
Y4eOHuKH, MpHOOpEeTEHHBIE O0JIee YeThIPEX JIET Ha3a/l, OTMEUaloTCs B rpade 0e3 yka3aHus roaa
MMOCTaBKH.

5.4. VlHBeHTapU3aIMOHHAsT BEOMOCTh COCTABIIIETCS B JBYX JK3EMIULIPAx, OJHA U3 KOTOPBIX
nepenaércsi B OyXraaTepuro IMIKOJIbI, BTOpas XpaHUTCS B OMOIIMOTEKE IIKOJIBI U TPUMEHSETCS

MIPHU OTCIICKUBAHUU 1IETIEBOTO UCIIOIH30BaHUS (POHIUPYEMBIX YUEOHUKOB.

6. PacctanoBka u xpaHeHue (poH/1a y1eOHUKOB



6.1. VY4eOHWKHM pacCTaBISAIOTCS Ha CTeulaxkax 1o mnpeaMeram. OOmiee HampaBiIeHHE
paccTaHOBKM KHUT Ha CTeJIaKaxX — CBEPXY BHU3 U CJI€Ba HAIPaBO.

6.2. PaboTHUKKM OUOJMOTEKH IOCTOSHHO NPOBEPSIOT MPaBUWIBHOCTh PAcCTaHOBKU (oHIA
y4eOHUKOB.

7. O0s13aHHOCTH PA0OTHHKOB HIKOJIBI 110 COXPAHHOCTH Y4eOHHKOB

7.1. OTBETCTBEHHOCTb 3a COXPAaHHOCTb OMOJIMOTEYHOrO (HOHJA HECYT: IUPEKTOp IIKOJbI,
3aMECTHTEIH JAUPEKTOpa IO Y4eOHOH, BOCIUTATEIbHONH W yueOHO-BOCHHUTATENBHOW padoTe,
nenaror-o6M0IMoTeKaph, KJIacCHblE PYKOBOAWTENH, APYrue pPaOOTHHKH, MMEIOLIUE JOCTYN K
yueOHHUKaM.

7.2. JIMpeKTOp IIKOJIbI OTBEYAeT 3a OpPraHu3alfio paboThl MO CO3MaHUI0 U CBOEBPEMEHHOMY
MOTIONTHEHNI0 OMOIMoTeYHOTO (QoHMa yueOHMKOB. HampaBiser nesarenbHOCTh MearorndecKoro
KOJJIGKTHBAa 1O (OPMHUPOBAHUIO Yy OOyYaromuxcss OepeKHOr0 OTHOIIEHHS K YyueOHMKaM,
npeaycMaTpuBaeT Mephl MO0 COBEPIICHCTBOBAHMIO 3TOW pabOTHI NpH TUTAHUPOBAHWH Y4eOHO-
BOCIIUTATEIBHOIO Mpollecca Ha OuepeqHON ydeOHbIM roa M obecreynBaeT CUCTEMaTHUECKUi
KOHTPOJIb 3a €€ BBIITOJTHEHUEM.

7.3. 3amMecTHTENHN TUPEKTOpa MO y4eOHOW, BOCIIUTATSIIFHON M y4eOHO-BOCITUTATEIILHON padoTe
COBMECTHO C TearoroM-0u0InoTekapeM pa3padaThiBalOT U MPEIBSIBISIOT eIUHbIE TPeOOBaHUS
K 00y4aroImuMcs 10 MCIIOJIB30BAHMIO U TI0 COXPAHHOCTH y4eOHMKOB. COBMECTHO C KJIACCHBIMHU
PYKOBOAMTENSIMU U YYUTEISIMU-TIPEIMETHUKAMHU OCYIIECTBISIET CHUCTEMAaTHYECKUI KOHTPOJIb
HAaJT UCTIOJIb30BaHUEM U COXPAHHOCTHIO YICOHHKOB B TCUECHHE BCETO YIeOHOTO T0/1a.

7.4. Knaccubie pykoBoautenul-11 kmaccos:

1) ocymIecTBISIOT MOCTOSIHHYIO PabOTy C YYalUMHUCS KJacca U MX POAUTEISAMHU (3aKOHHBIMHU
MIPEJICTABUTEISIMU) 110 BOCIIUTAHUIO OEPEKHOTO OTHOIIEHUS K YICOHOW KHUTE;

2) y4yacTBYIOT B Bblgaue (POHAMPOBAHHBIX YUEOHHKOB YdYalllUMCSl Kjacca, OpPraHM3ylOT HX
BO3BPAT B OMOIMOTEKY LIKOJIBI IO OKOHYAHUHU Y4eOHOTO T0/1a;

3) OTBeYaIOT 3a CBOEBPEMEHHOE 0(hOPMIICHUE YUTATEIBCKUX (POPMYIISIPOB YUAIIUXCS;
4) IOCTOSIHHO KOHTPOJHUPYIOT COCTOSIHHE YI€OHUKOB;

5) o00s3pIBalOT ydamuxcd ~Kjacca TOCJI€  OKOHYaHUS ydyeOHOro roja  y4eOHHKH,
HOJUIeXKAIE PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATH M TOJBKO IOCIE 3TOrO CAaBaTh B
OMOJIIMOTEKY TITKOJIBI.

7.5. Yuurens-npeAMETHUKH 00s13aHbl CUCTEMAaTHUYECKU NPOBEPSATh COCTOSHHE YYEOHHUKOB IO
CBOEMY NPEAMETY M COO0LIaTh KIACCHOMY PYKOBOIMTENIO, POJAUTEINSAM YyUaIIUXCsl Yepe3 3aluch
B JTHEBHHKE O IUIOXOM OTHOIIEHHUHU y4Yallerocsi K y4eOHbIM KHUTaM.

7.6. HemocpenctBeHHyto paboty ¢ OHOIMOTEYHBIM (OHIOM Yy4eOHHUKOB BeIyT PaOOTHUKHU
oubmoteku. [lepcoHanbHYI0 OTBETCTBEHHOCTH 32 pabOTy ¢ OMOIMOTEYHBIM (POHIOM YICOHUKOB
HEcET menaror-onoIMoTeKaph MKOJIBI.



