[NPUHATO YTBEPXIEHO

MEeIarOTHIeCKUM COBETOM MPUKa30M JTUPEKTOPA
npoTokoi Neb MBOY «COHI Ne2 um. I'.B. KpaBuenko»
ot 20.03.2015 1. r. Bykteun

ot 21.03.2015 1. Ne92

IoJi0:keHMe 0 OPSI/AKE Y4€TA, HCIOJIB30BAHNS U COXPAHEHUS
0M0JIM0TEeYHOTr0 (POHIA YH1eOHUKOB

1. Odwmue noJs1oKeHus

1.1. Hacrosuuee Ilonoxenne paspadotano B coorBercTBuH ¢ DemepanbHbiM 3akoHOM 0T 29.12.2012 Ne 273 -
®3 «O6 obpazoBanuu B Poccuiickoit denepaunny, [Ipukazom Munkynstypbl PO ot 08.10.2012 Ne1077 «O6
yrBepxaeHnn [lopsaka ydera JOKYMEHTOB, BXOSIIUX B cocTaB OubmmoreyHoro ¢gouma» u Ycrasom MBOY
«COMI No2 mm. I'. B. KpaBuenko» r. ByKkTsl.

1.2. Hacrosimiee Ilonoxxenue pernamentupyetr 8 MBOY «COLI Ne2 um. I'. B. KpaBuenko» (nanee — IlIkona)
MOPSIOK Y4€Ta, MCIOJIB30BAHUS M COXpaHEHMs OMONMoTedHOro (oHma y4eOHHKOB M pa3paboTaHO B HEINAX
COXpaHHOCTH ()OHAA, YCTAHOBJICHHS €IMHOTO MOpsAKa yuéTa OMOIMOTEUHBIX JOKYMEHTOB; CO3JaHMs YCIOBHMA
JUTSL COBEPLICHCTBOBAHUS OPTaHU3AIMH TPYa U BHEIPEHUS CPEJICTB KOMIbloTepr3anyu B ondmuoreke LIIkombr.

2. Tlopsiaok yuéra donga yuedHOi JUTEPATYPHI

2.1. K ¢ormy ydeOHOW nmTepaTrypbl OTHOCATCS: BCe Y4eOHWKH; ydeOHbBIe TocoOus; opdorpadrueckue

CIIOBapy; COOPHUKHU YIPaXHEHUH U 3a/1a4; KHUTHU JUTsl YTEHUSI, XpECTOMaThH; paboyne TeTpaiu.

2.2.  Yuér oubnuoreuHoro hoHma yueOHHKOB CIIOCOOCTBYET €r0 COXPAaHHOCTH, MPABUILHOMY (hOPMHUPOBAHUIO

U 1EJIEBOMY HCIIONB30BaHUIO. Bce omepanun 1o yduéry NpOM3BOIATCA 3aBEAYIOLIUM OHOIHOTEKOH,

CTOMMOCTHBIH yu€T Benércsi Oyxranrepueld. CBepka JaHHBIX OMONMMOTEKM W OyXTalnTepuyd MPOU3BOAUTCS

€XKEero/IHO.

2.3.  Yuér yueOHuKOB ocymectBisiercs B «Kuure cymmaproro yuéra» (manee - KCY). KCY no yueOnukam

XpaHUTCS B OMOIMOTEKE IOCTOSHHO.

2.4.  KCY Bengrcs B Tpex 4acTsx:

1l yacte. Iloctynnenne B ¢ona. Ilocie momyuyeHus y4eOHMKOB 3amMChIBaeTCsl oOlIee KOJMYECTBO M HUX

CTOMMOCTb, C 00s3aTeNIbHBIM YKa3aHHEM HOMEpa W JaThl CONPOBOIMTEIBHOTO JOKyMmMeHTa. Homep 3ammcu

exeroHo HaunHaeTcs ¢ Ne 1 u uaET 1Mo mMopsaAKy MOCTYIUIEHUH.

2 yacTh. BpiObITHE M3 (oHma. 3amuchiBalOTCS HOMEpa aKTOB Ha CHHCaHUEe y4eOHUKOB C YKa3aHHEM JIaThl

YTBEP)KICHUS aKTa M OOILIEro KOJIMYEeCTBA CHHMCAHHBIX y4eOHHMKOB Ha oOumyto cymmy. Hymepanus 3amuceit o

BBIOBIBIIMX M3JIAaHHUAX U3 TO/Ia B TOJI IPOJIOIDKACTCS.

3yacte. Mrorm yu€ra nBwkeHUS (OHAOB. 3alKCBIBAIOTCS HMTOTH JBWKEHUS (oHAa ydeOHUKOB: oOriee

KOJINYECTBO MOCTYNMUBIIUX y4eOHUKOB 3a TEKYLIUH roJ, Ha cymmy. OOI1ee KOJIMUYeCTBO BEIOBIBIINX YUEOHUKOB

3a TeKyLIUH roj, Ha cyMMmy. OO11ee KOJTMUecTBO Y4eOHUKOB, COCTOSIIIIMX Ha 1 sSTHBapsl MOCIeyomero roaa, Ha

CyMMY.

2.5.anuBuyanbHbiil (TpymmoBoi) y4éT yueOHUKOB OCYIECTBIISIETCSl B KAPTOTeKe y4éra y49eOHUKOB, Ha

KaTaJIOKHBIX KapPTOYKaX CTAHAAPTHOTO pa3Mepa.

Ha kaprouke yka3biBaeTcst OnOimorpaduueckoe onucaHue y4eOHHKa, CBEACHUS O KOJMWYECTBE MOCTYIHBIINX

y4eOHHUKOB C YKa3aHUEM IICHBI.

Ecnu yyeOHUK mMOCTymaeT HEOAHOKPAaTHO M HE HMMEET OTIMYMs, KpoMe TojJa H3JaHui U LEHBI, TO BCE

MOCTYIUICHUsSI 3aHOCATCS Ha €AMHYI0 KapToukKy. Eciiu jxe B yueOHHMKe BHECEHBI JJONIOJIHEHUS U U3MEHEHUS, TO Ha

HETO 3aBOJIUTCS HOBas KAPTOUKA.

Kaprouku paccraBisitorcss B y4€THYIO KapTOTEKy MO 00pa3oBaTesbHBIM 00JacTsiM, BHYTPU — IO KjaccaM.

KapTouku Ha criucanHble yUeOHUKU U3 KApTOTEKH y4€Ta YUeOHHKOB M3BIMAIOTCS Cpa3y K€ Mocie HOAMUCaHUs

aKTa O BHIOBITHH.

2.6. Yuéry mojajexxar BCe BUIbl YUSOHHKOB.

2.7. BzaMeH yTepsHHBIX WIM HUCIIOPYECHHBIX YYEOHHMKOB WIIM KHHUT JOIYCKAeTCS BO3MEIICHHE YHTATEISIMU

ymiep0a B (hopMe 3aMeHbI yTEePSHHOTO Y4eOHNKA WIIN KHUTH.

CTOPOHBI.

[Ipu BO3MelIeHMH yHTaTeNneM ymepda CTOMMOCTh YTPAadeHHBIX JOKYMEHTOB YCTaHABIMBAETCS SKCHEPTHOM

KOMHCCHEH MO OLIEHKE JOKYMEHTOB, Ha3HAUeHHOH MpHKa3oM aupektopa LLkombr.

[lpuem KHUT OT ywTaTeneil B3aMEH yTEPSHHBIX M NPH3HAHHBIX PABHOLEHHBIMH YTPAadeHHBIM, O(OPMIISETCS

aKTOM O TMpHEME JOKYMEHTOB B3aMEH YTEpSHHBIX. B akre ykaspIBaroTcs (GamMuius, WHULIUAIBl YATATENS,

CBeIcHUS 00 YTEepSHHBIX H3IaHUAX (PETrHCTPaLlMOHHBIA HOMeEp, KpaTkoe Oubimorpaduyeckoe omucaHue
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W3JIaHMs, T[eHa), CBEICHUS O MPUHATHIX M3JaHUsAX (KpaTkoe OmOmmorpaduueckoe ommcaHue W3/IaHUs, [EHA),
MOJIITUCH YUTATEIIS ¥ IPUHUMAIOIIEH

IIpmem nener oT uWTaTelell B3aMEH YTEPSHHBIX KHUT WM JAPYTHX JOKYMEHTOB OCYIIECTBIISIETCS KacCOM
LEHTPAIM30BaHHON Oyxrantepun YmpaeiieHUs oOpazoBaHuss MP «ByKTbUI» ¢ COCTaBIEHHUEM MPHXOJHOTO
opJiepa, ¥ YUTATENIO BBIJACTCSA KBUTAHIIMS YCTAHOBJICHHOTO 00pasIa.

Cormacao ct. 1073 'K P® 3a Bpen, npuinHEHHBI HECOBEPIICHHOJICTHHM, HE JOCTHTIINM 14 JeT, OTBEYaroT
€ro POAWTENH WM ONEKYyHBI, €CIIi He JAOKaXYT, YTO BpeI HE BO3HHWK HE 1O MX BUHE. Bpen, MpUIMHEHHBIH
HECOBEPIICHHOJETHUMH B Bo3pacTe OT 14 mo 18 ser, Bo3MenaeTcs UMM MPH HAIMYMH y HUX JIOXOJOB HIIU
WHOTO WMMYIIECTBA, JIOCTATOYHOTO IS BO3MEIICHWS Bpelna, B MPOTUBHOM CIIy4ae BpeJ BO3MEIIACTCS
POIUTENAMU (3aKOHHBIMH TIPEICTABUTEISIMHE ).

2.8. Crnucanue yuyeOHHMKOB TPOBOIMTCS HE PEXe OJHOrO pa3a B roa. Ha kaxnwiii Bun crivcanus («Berxuey,
«[ledextHpie», «YcrapeBime Mo coaepkanuto», «HenpoduinbHbie») cOCTaBIIeTCS akT B 3-X 3K3eMIUIApax,
KOTOPBIY TIOJIHICHIBAETCSI KOMUCCHEH 1 yTBepkaaeTcs qupekropoM LIkomsr. OquH S5K3eMITIsIp akTa XpaHUTCS B
oubnmoTeke, Mpyroi mepenaércs Moja PAclrCKy B OyXraiaTepHio, KOTopas MPOW3BOIUT CIHMCaHHE ¢ OamaHca
Illkoapl yKa3aHHOW B aKTe CTOMMOCTH Y4YeOHWKOB, Tpetudl mepemaercs B Komurer mo ummymectsy MP
«ByKTBLD.

2.9. Y4eOHUKH, HaXOIAIINECS B XOPOIIEM COCTOSIHHH, TOCIE CIHCAHWS MOTYT BBIAABATHCS YYAITUMCS IS
MOJTOTOBKH K 3K3aMEHaM WJIH B yUeOHbIC KAOMHETHI,

3. Ilopsinok y4yéTa Buliauu y4eOHHKOB
3.1. Briaua yueOHHMKOB OCYIIECTBISACTCS OMOINOTEYHBIM pa0OOTHUKOM B KOHIIC MJIM MEePe]l Ha4ajoM y4eOHOTro
roja.
3.2. Y4eOHUKH BBIIAIOTCS YYalTUMCS Ha OJUH y4eOHBIN roja. YUeOHHUKH, IO KOTOPBIM O0y4YeHHe BeAETCS JBa
W HECKOJIBKO JIET, MOTYT OBITh BBIJAHBI YYAIINMCS Ha HECKOJIBKO JIET.
3.3. ®opmoii yuéra BeIIAYM YUEOHHUKOB SIBISICTCSA: BKIAQIBI B (JOPMYJISIp MOJIB30BATENS, >KypHAJ BBIAAYU
yueOHnkoB. Popma yuéTa BBIHAYM YYCOHHKOB BEAETCS B COOTBETCTBHH CO CIICAYIONIMMH TPEOOBAHUSIMU:
aKKypaTHOE BEICHHE 3alMCH, HAJIWYNE ITOIIHCH MOTydYaTeNs, CTPOTHA WHIAMBUIYATbHBIA U CyMMapHBIN yu&T
BBIJIJAaHHBIX Y4€OHHUKOB.

4. BoiObITHE YUEOHHKOB U KHUT U3 OHOJIHOTEeYHOro hoHIA
4.1, lllkona BmpaBe B TEUEHHWE MSATH JIET HCIOJIB30BaTh B 00Pa30BATENbHOW JEATEIHHOCTH YUEOHHWKH,
MpHOOpETEHHBIE 10 BCTYIUICHUS B CHITY TIprKa3a MuHucTtepcTBa oOpasoBanus u Hayku P® ot 31 mapra 2014 1.
Ne 253 “O06 yrBepxaeHUU (enepalbHOT0 TepedHs Y4eOHHWKOB, PEKOMEHAYEMBIX K HCIIOIB30BAHHUIO MPH
peanu3anuyi UMEIOIINX TOCyJIapCTBEHHYIO aKKpPEIUTAIMI0 00pa30BaTeIbHBIX MPOTPaMM Ha4YaJbHOTO OOILETO,
OCHOBHOT0 0O0IIIET0, CPeIHEro o0IIero oopa3oBanus’”.
4.2. UckmoueHne y4eOHWKOB M KHUT W3 OMOIMOTEYHOrO (POHIA JOIyCKAeTCs 1O CIEAYIONIMM MPUIUHAM:
yTpara, BETXOCTb, JIe()eKTHOCTb, YCTAPEIOCTh M0 COJIEPKAHNI0, HENPO(PUIBHOCTS.
HenpoduinbHOCTh yUeOHUKOB ycTaHABIMBAETCS HA OCHOBE exeroaHoro mpukaza no MBOY «COILl Ne2 um.
I'.B. KpaBuenko» 1. BykTtbur «O0 yTBepkKIeHHM TepeuHs] Y4eOHMKOB, PEKOMEH/IOBAHHBIX (JOIMYIIEHHBIX) K
MCIIOJIb30BaHMIO B COOTBETCTBYIOIIEM YYEOHOM TOAy», YTBEpPKACHHBIM JupekTopoM MBOY «COILl Ne2 wm.
I'.B. KpaBuenko» r. BykTsLi.
[To mpuunHe Henpo(UIBHOCTH MOTYT HCKIOYAaThCs M3 (OHJA YYeOHMKM M KHHUTH, 3aMEHEHHble Ooliee
MOJIHBIMU 110 COJIEPKAHMUIO, JTYULIUMHU 10 OPOPMIICHUIO, (PU3NIECKOMY COCTOSIHUIO M3JaHHUSAMH; 110 UCTEUCHUH
CpoKa XpaHEHHUs y4eOHUKOB M KHUT, NPH HHU3KOM YpPOBHE YHTATEIHCKOTO CIIPOCa, MPH HECOOTBETCTBUH
AJIEKTPOHHBIX JOKYMEHTOB TEXHUYECKOMY U TIPOTPAMMHOMY OOECTIeYeHUI0 ONOINOTEKH.
4.3. BoiObITHE y4eOHMKOB U KHUT U3 (hoHIa OMOITHMOTEKH 0OPMIISETCS aKTOM 00 MCKITIOYEHUH U OTpaskaeTcs B
KHUT€ CYMMAapHOTO y4eTa, a TaKKe B KapToTeKe ydera Y4eOHHMKOB. BhIObITHE y4eOHBIX MaTephaioB
BPEMEHHOTO XpaHEHHS NMPOM3BOAUTCS B KOHIIE KaJICHIAPHOTO TOa 10 aKTy C YKa3aHWEM HMPUYHHBL: «MaTepuai
BPEMEHHOT'O XPaHEHHUSD).
4.4, AKTHl Ha cHUcaHUE YYEeOHHKOB M KHHUT BU3UPYIOTCS WICHAMH KOMMCCHHM II0 COXPAaHHOCTH (OHIOB.
3aBU3UPOBAHHBIEC aKThI YTBEPKAAIOTCS JUpeKTOpoM LIIKomb.
4.5. CnucaHHble TO aKTy Y4YeOHMKM MOTYT OBITH HCIIONB30BAaHBI Ui HM3TOTOBJICHHS JHIAKTHYECKOTO
Marepuaia.
4.6. XpaHeHHE CIICAaHHBIX y4EOHUKOB U KHUT BMECTE C JICUCTBYIONIMMH 3aIPEIIacTCs.
4.7. AXThI Ha clIMCaHKHE YYCOHUKOB M3 (POHIOB OMOIMOTEKH M MPUIIOKEHHBIC K HUM CIIUCKH YUCOHHKOB M KHHUT
MOJIEKAT IIOCTOSITHHOMY XPaHEHHIO, BECh CPOK CYILIECTBOBAHUS OMOIMOTEKH.



5. HHBeHTapu3auus yuyeOHoro ¢onga

5.1. NuBenTapu3zanus yaeOHOT0 (hoHIA OMOIMOTEKH OCYIIECTBISIETCS C IENbI0 KOHTPOJIS Ha/l COXPAaHHOCTHIO
1 3 ()EKTUBHOCTHIO MCTOJIB30BAHHUS YYCOHUKOB, a TaKXKe C IEIbI0 y4éTa OOCCIICYCHHOCTH YyYallluXCs U
COCTaBJICHHS PEANBHOTO 3aKa3a Ha yYCOHUKH.

5.2. VuBeHTapu3alys y4eOHUKOB MPOBOJUTCS 110 TpeOOBaHUIO aqMuHucTpanuu [1Ikombr.

5.3. MHBeHTapu3aIoHHas BeJOMOCTh y4uéra (oHIa y4eOHHUKOB COJCPKHUT CIEMYIONHe JaHHBIC: aBTop,
HauMEHOBaHUE yueOHHKa; KJacc; 00IIee KOJUIECTBO YIeOHUKOB B POHIAX, B TOM YHCIIE TPUOOPETEHHBIX HA
BHEOIO/PKETHBIC CPEJICTBA; KOJIMYSCTBO YUCOHHKOB IO TOJaM IMOJNydeHHs. YYeOHUKYU, TPHOOPETEHHBIE Ooee
TISATH JIET Ha3aJ[, OTMEYaloTCsl B Tpade 0e3 ykazaHus rojia TTOCTaBKH.

5.4. VHBeHTapU3alMOHHAS BEIOMOCTh COCTABJIACTCS B JIBYX 3K3EMIUISIpaxX, OJHAa U3 KOTOPBIX Mepenaércs B
VYupaenenue obpazoanus MP «Bykreur», BTOpas Xxpanutrcs B Oubmuorexe [llkomsr u mpuMeHseTcs npu
OTCJIC)KMBAHUH TEJIEBOTO UCTIONB30BAHUS (POHAUPYEMBIX YICOHUKOB.

6. Oo6s3anHocTH padoTHUKOB IIIKO0IBI MO COXPAHHOCTH 0MOIMOTEYHOTO (POHAA

8.1. OTBEeTCTBEHHOCTh 3a COXPAaHHOCTh OMOIMOTEHYHOro (oHma HecyT: aupekTop Illkonbl, 3amecTuTeNn
JUPEKTOpPa MO BOCHUTATENILHOW M yueOHO-METOAMYEeCKOH paboTe, 3aBeXylONMii OMOIMOTEKOH, KIacCHBIE
PYKOBOIUTENH, NpyrHe paOOTHUKHU, UMEIOIINE JOCTYII K YIeOHUKAM.

8.2. upextop Lllkosbl OTBeUaeT 3a OpraHu3anuio pabOTHI MO CO3JAHHUI0 U CBOCBPEMEHHOMY ITOTIOJHEHUIO
OoubnoTeunoro ¢oHga y4yeOHMKOB. HampaBnseT HAeATENBHOCTh TIENArOrMYECKOr0 KOJUIGKTHBA I10
(GOpMHUpPOBaHHIO Yy YydYamMXcs OEpeXHOro OTHOMICHHS K Yy4YeOHHWKaM, IpeoyCMaTpUBAaeT MeEpHl IO
COBEPIICHCTBOBAHMIO 3TOH pabOTHI NMPH IUTAHUPOBAHUHM Yy4eOHO-BOCIHTATEIBHOTO IpOIecca HAa OYepeTHOM
yueOHBIN TOJ M 00ECTIeYBaET CUCTEMATHUECKI KOHTPOJIb 32 €€ BBHIIIOJTHEHUCM.

8.3. 3amecturenm IUpEKTOpa MO BOCHHUTATENBHONH W Y4eOHO-METOAMYECKOW paboTe COBMECTHO C
OoubroTexapeM pa3padaThIBAIOT U MPEIBIBISIOT €IUHBIE TPEOOBAHUS K yUYAIIUMCS 110 UCTIOIB30BAHHIO U 110
COXpaHHOCTH Yy4eOHWKOB. COBMECTHO C KJIACCHBIMH PYKOBOJIUTEISIMH M YYHUTEISMHU-TIPEIMETHUKAMH
3aMECTHTENIM  JUPEKTOpa IO BOCIHUTATEIbHONM W  y4eOHO-METOAMYECKOH paboTe  OCYIICCTBISIOT
CHCTEeMAaTHYECKUI KOHTPOJIb HaJl UCIIOJIb30BAaHUEM U COXPAaHHOCTBHIO YUCOHHKOB B T€UEHHE BCErO y4eOHOTO
roja.

8.4. 3amecTuTens JAMPEKTOpa TIO BOCIUTATENBHOW pPa0OTe OpraHW3yeT JesTeNbHOCTh  KIACCHBIX
pykoBozuTeneil 1mo (OPMUPOBAHHUIO y y4alIMXcs OEpeKHOro OTHOIICHHS K ydyeOHukam. PaspabarteiBaer u
OpraHu3yeT MEpOINpPHUATHS II0 COXPAHHOCTH YYEOHMKOB: TEMaTHYecKHe Oeceapl C y4alluMHCS H HUX
POIUTENSIMU, CMOTPBI, KOHKYPCHI U JIp.

8.5. Kiaccusle pykoBoaurenu 1-11 knaccos:

1) OCyLIECTBISIIOT ~MOCTOSIHHYIO paboTy ¢ ydYallUMHCS Kiacca W HMX  POJUTEISIMH  (3aKOHHBIMH
NPEJCTABUTEISIMH) 110 BOCIIUTAHUIO OEPEKHOTO OTHOIICHHS K y4eOHOH KHHTE;

2) y4acTBYIOT B BbIJaue (OHIUPOBAHHBIX YYCOHHKOB ydal[MMCS KJlacca, OpPraHU3ylOT HX BO3BpaT B
O0uOIMOTEKy 10 OKOHYaHUH y4eOHOT0 T0/1a;

3) MOCTOSHHO KOHTPOJIHUPYIOT COCTOSIHNE Y4eOHHUKOB,

4) 00s3bIBAIOT yHanmxcs KJ1acca rocie OKOHYAHUS y4eOHOT0 roja Y4EeOHUKH,
MOJIeKAaIIIe PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATH M TOJBKO MOCJIE 3TOrO CIAaBaTh B OMOIHOTEKY.

8.6. VYuurens-npeAMETHUKH OOS3aHBl CHCTEMAaTHUECKH MPOBEPSATH COCTOSHUE Y4YEOHHUKOB MO CBOEMY
MpeMETy U COOOIATh KIIACCHOMY PYKOBOJUTEIIO, POJUTEISIM YHAIIHXCSl Yepe3 3aIKiCh B JIHEBHHUKE O IJIOXOM
OTHOIICHUH Y4alIerocs K yaeOHbIM KHUTaM.

8.7. Hemnocpenctsennyto padoty ¢ 6ubimoreunsiM GOoHIOM BeayT paboTHUKM Onbnuoreku. [lepcoHanbHyro
OTBETCTBEHHOCTH 3a paboTy ¢ OMOIMOTEUHBIM (DOHIOM YUSOHMKOB HECET 3aBeAyronuil Oudanorexoit [LIkobl.



