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IHoJi0:xeHue
0 nopsiAKe y4éTa, HCNOJIb30BAHUA U COXPAHEHUS
ono6auorednoro ponna yueonuxkon B 'bOY COL Ne 13 r.o.YanaeBck

1. O0mue moJi0KeHus1

1.1. Hacrosimee Ilonmoxxenne pa3pabotaHo B coorBeTcTBUM ¢ Ilopsakom ydera
JIOKyMEeHTOB  Oubnmoreunoro ¢ouma (yrBepxkaeH IIpukazom MuHuCTEpCTBa
KyneTypbl Poccuiickoit deneparum ot 08.10. 2012 1. Ne 1077), ®3-273 «O06
obOpazoBanuu B P®y» ot 29.12.2012r..

1.2. Hacrosimee IlonokeHue periiaMeHTUpYyeT NOPSAOK y4€Ta, UCIOIb30BaHUs
U coxpaHeHusi 6mbimoreunoro ¢onaa yueOHukoB B OV u pa3paboTaHO B LEIAX
COXpaHHOCTH (OHIA, YCTAHOBJICHUS EIMHOTO NOpsaKa y4éra OMOITMOTEYHBIX
JOKYMEHTOB; CO3JaHMsI YCIOBHM JJIsi COBEPIIEHCTBOBAHMS OpPraHU3ALMK TpyJa U
BHEJJPEHUS CPEJICTB KOMIIBIOTEPU3ALMN U MEXaHU3AUHU B OUOINOTEKE IIKOJIBI.

2. ITopsanok y4yéra ¢gonaa yueOHOM JUTEPATYPbI

2.1. K ¢ouny ydyeOHOW mnuTepaTypbl OTHOCSTCS: BCE YUYECOHHUKHU; Yy4deOHbIC
nocobusi; opdorpaduyueckue CcIOBapy; MaTeMaTHYECKUE TaOJHIIbl, COOPHHUKU
yOpaXKHEHUH W 3a/1a4; MPaKTUKyMbl; KHUTH JJIS YTCHHS; XpEeCTOMaTHH; padoune
TeTpaau.

2.2. Yuér 6ubnmoreunoro ¢GoHaa y4eOHHUKOB JIOJDKEH CIOCOOCTBOBATH €ro
COXPaHHOCTH, MPaBUILHOMY (OPMUPOBAHUIO U LIEIEBOMY HCIOJIb30BaHHUIO. Bce
orepalyu Mo y4é€ry MpOU3BOASATCA PAaOOTHUKOM OMOJMOTEKH, CTOMMOCTHBIN
yu€t BeA€Tcs Oyxranrepuei mkoibl. CBEpKy JaHHBIX OMOMMOTEKU U OyXraiaTepuu
HE0O0XO0MMO MTPOU3BOIUTH €KETOHO.

2.3. Yuér yueOHUKOB ocymiecTBisieTcss B «Kuure cymmapuoro yuéray (nanee -
KCY). KCY no yueOHMKaM XpaHUTCSI B OMOJIMOTEKE MTOCTOSHHO.

2.4. KCY Benércd B TpeX 4acTsX:

1 yacts. [loctymnenue B ¢ouz. Ilocne monydeHus y4eOHUKOB 3alMChIBACTCS
o0111ee KOJIMYECTBO U UX CTOMMOCTh, C 00s13aTEIbHBIM YKa3aHUEM HOMEpA U JIaThl
CONPOBOJUTENIBHOTO JOKyMeHTa. HoMep 3amucu exeronHo HaunHaercs ¢ Ne 1 u
UIET 1O MOPANKY MOCTYIIEHUMN.

2 yacTth. BriObiTHE U3 (oHAa. 3anuChIBalOTCS HOMEpa akTOB Ha CIIMCaHHE
y4eOHMKOB C YyKa3aHMEM JaThbl YTBEP)KICHUS akTa M OOIIero KOJUYecTBa
CIHMCAHHBIX YUYE€OHMKOB Ha 00uryr0 cymmy. Hymeparus 3amuceil o BBIOBIBIINX
U3JIaHUSX U3 T0J1a B TOJ MPOJIOJIKACTCS.



3 yacte. Utorm yuéra nmwxeHus ¢GoHAOB. 3amMUCBHIBAIOTCS WTOTH JBUKEHUS
dboHa yaeOHUKOB: 001ee KOJIUYECTBO MOCTYIMUBIINX YYCOHUKOB 32 TEKYIIHH TO/I,
Ha cymMy. OOI111ee KOJTMYeCTBO BRIOBIBIINX YUCOHUKOB 3a TEKYIIUN 'O/, HA CYMMY.
OO6m1ee KOJIMYECTBO YUEOHUKOB, COCTOSIINX Ha | sTHBaps MOCJEAYIOIIEeTo roja, Ha
CyMMYy.

2.5. Yuéry monnexar Bce BHIbI YU4eOHHKOB W y4eOHBIX mocoOuii. Paboume
TEeTpaaH, IUJAKTHYCCKHUE MaTepHasbl, TAOJHIBI, TPOMUCH W T.A. SIBISIOTCS
JIOKyMEHTaMHU BPEMEHHOTO XapakTtepa. x yuér mpousBoautcs B « Terpaam yuéra
JIOKyMEHTOB BPEMEHHOTO XapaKTepay.

2.6. B3aMeH yTepsiHHBIX WM HUCIOPYEHHBIX YYEOHMKOB IMPUHUMAIOTCA JIPYTHe
y4E€OHUKH, HEOOXOIUMBIE ILIKOJE. YUEOHUKH, YTEPSHHBIE M NPUHSATHIE B3aMEH,
YUUTBIBAIOTCSA B «TeTpaau yuéra mureparypsl, IPUHATOW B3aMEH YTEPIHHOW.

[IpueM y4eOHWKOB OT 4YHWTaTelICH B3aMEH YTEPSHHBIX H MPU3HAHHBIX
PaBHOIICHHBIMHU YTpauye€HHBIM, OPOPMIISICTCSI aKTOM O TIpUEME YIeOHHMKOB B3aMeH
yTepsSHHBIX. B akTe ykaspiBaeTcsi (paMuius, WHUITMATILI YUTATENs, CBEICHHUS 00
YTEPSHHBIX W3JaHUAX (PETUCTPAIIMOHHBIM HOMEp, KpaTkoe Oubimorpaduyeckoe
OMHMCAaHWE U3JIaHMs, I1I€Ha), CBEJACHUS O TPHUHATHIX W3AAHUAX (KpaTKoe
oubimorpaduueckoe ONHWCaHWE U3JaHMUS, IleHa), TOAMUCH 4YWTATelsd W
MIPUHUMAIOIIEH CTOPOHBI.

2.7. Cnucanue yueOHMKOB IPOBOJIUTCS HE pexe OJHOro pa3a B rof. Ha kaxpiii
Buj1 cnucaHus («Berxue», «YcrapeBumiMe IO COAEPXKAHHUIO», «YTEpSHHbIC
YUTATEISIMIY, «XHUIIEHUE») COCTABIAECTCS aKT B 2-X 3K3EMIUIIpax, KOTOPBIA
NOJANKCHIBAETCS KOMHUCCHEH M YTBEPKIOAETCA JUPEKTOPOM IIKOJbl. OnuH
HK3EMIUISIP aKTa XpaHUTCs B OMONHOTEKe, APYroil mepena€rcs Mmoj paclnucky B
OyXrajaTepuro UIKOJIbI, KOTOpas TMPOU3BOAUT CIHMCaHMEe C OajaHca IIKOJbI
YKa3aHHOH B aKT€ CTOMMOCTH YYEOHHUKOB.

2.10. Y4ueOHUKH, HAXOIAIIUECS B XOPOIIEM COCTOSHUH, TIOCIIE CIIMCAHUS MOTYT
BBIJIABAThCS yUAIIUMCS JJIsl TOATOTOBKH K AK3aMEeHaM WJIU B YU€OHbIC KAOUHETHI.

3. Mopsiaok yuéTa BbIIauu Y4eOHUKOB

3.1. Boplmaya y4eOHUKOB OCYIIECTBISETCS OUOIMOTEKApEeM IIKOJBI Tepe]]
HayajoMm y4yeOHOro roja.

3.2. Y4eOHUKH BBIIAIOTCS O0yJarONMMCS Ha OJIMH YUEOHBIN T0J1 OECIIIaTHO.

3.3. ®opmoii yu€Tta BbIIaYM Y9€OHUKOB MOTYT OBITh: BKJIAJBIIN B (OPMYIISIP
nojib30BaTelisl; (GopMyJsip Kjacca; >KypHal Bblgauu yuyeOHUKOB. Jlrobas wu3
Ha3BaHHBIX  (QopMm, BbIOpaHHas  OubOJMOTEKapeMm,  JOJDKHA  OTBEYaTh



YCTAaHOBJICHHBIM TPEOOBAaHUSAM: aKKypaTHOE BEJEHUE 3allMCH, HATMYUE TIOJIHCH
MoJIy4aresis, CTPOruil MHANBUAYATbHbIN YUET BbIIAaHHBIX YYEOHUKOB.

4. BbiObITHE YUEOHUKOB U3 0M0JM0TedHOTr0 hoHaa
4.1. Cpok ucroiab30BaHusl yaeOHUKA ITSTh JIET.

4.2. BoiObiTHE YU€OHUKOB U3 (POHIa OMOIMOTEKH MPOU3BOIUTCS MO MPUUMHAM:
BeTXOCTH ((U3MUECKUl W3HOC); YCTapeloCTH MO COJAEpKaHHio; yTpare (C
yKa3aHUEM KOHKPETHBIX OOCTOSATENbCTB yTpaThl). B akre o BBIOBITUH
bukcupyrorcs cBeneHuss 00 ydyeOHMKAX, HCKIIOYAeMbIX TOJBKO 10 OJIHOM
IpUYUHE.

4.3. BwiObiTHe y4eOHUKOB M3 (oHIa OMONMMOTEKH OGOPMIISIETCS aKTOM 00
UCKJIIOYEHUH U OTPAXKAeTCsl B KHUIE€ CYMMApHOTO YYeTa, a TaKK€ B KapTOTEKe
ydyera Y4YeOHHKOB. BbIObITHE y4YEOHBIX MaTEpHATIOB BPEMEHHOIO XpaHEHUS
MPOM3BOJAUTCS B KOHIIE KaJEHAAPHOTO TOAa MO aKTy C yKa3aHHEeM NPUYHHBL:
«MaTepuas BpeMEHHOTO XpaHEHUS.

4.4. AxThl Ha cnucaHue YYEOHHKOB BHU3HMPYIOTCS UJIEHAMHU KOMHUCCUU IO
COXPAaHHOCTH (POHAOB. 3aBU3UPOBAHHBIE aKThl YTBEPKIAIOTCS JAUPEKTOPOM
IIKOJIBI.

4.5. CnoucaHHble 1O aKTy Y4YE€OHUKH MOTYT OBITb HCIOJIB30BaHbI IS
W3TOTOBJICHUSI JUAAKTUUYECKOTO MaTepuaia, JJisl PEeCTaBPAallMOHHBIX PadOT WU
nepeIatoTCsl OpraHru3alysIM 10 3ar0OTOBKE BTOPCHIPHSI.

4.6. XpaHeHue CIMCaHHBIX yY€OHUKOB BMECTE C JIEUCTBYIOIMMH 3alpeIaeTCs.

4.7. AxThl Ha ciucaHue Y4eOHUKOB U3 (POHIOB OMOIMOTEKU U TIPHIIOKEHHBIC K
HUM CIIHUCKH YYEeOHWKOB TIOJJISKAT TOCTOSHHOMY XpaHEHHUIO, BECh CPOK
CYIIIECTBOBAHUSI OMOJIMOTEKHU.

5. NuBenTapu3anus ponaa yueOHMKOB

5.1. NuBenTapuzanus yueoHoro ponaa OMOIMOTEKH MIKOIBI OCYIIECTBISIETCS C
LEIbI0 KOHTPOJS HaJ COXPAaHHOCTBIO U A(P()EKTUBHOCTHIO HCIOIb30BAHUS
y4eOHUKOB, a TaKXKe C LEeIb0 yuéTa 00eCTIeYeHHOCTH MMHU JIbTOTHBIX KaTerOpHid
00yJaroIuXcs U COCTABIICHUS peajbHOro 3aKa3a Ha YIYeOHUKH.

5.2. uBeHnTapu3aius yueOHUKOB POBOAUTCS MO TPeOOBAHUIO aAMUHUCTPALIMH
LIKOJIBI.

5.3. VuBeHTapu3alMoHHas BEAOMOCTh (MHBEHTApHbIE KHUTH) yuéra (oHma
Y4EOHUKOB COJIEPKUT CICAYIOIIME JaHHbIE: aBTOpP, HAMMEHOBaHUE YYCOHHKA,
KJIacc; 00111ee KOJUYECTBO YUYEOHUKOB B (DOHJIAX, B TOM YHCJIE TPUOOPETEHHBIX Ha



BHEOIO/DKETHBIE CPEJICTBA; KOJWYECTBO YUYEOHWKOB TIO TOJaM TIOTyYCHUS.
VYueOHuku, npuoOpeTéHHbIe Oojiee MATH JIET Ha3ajl, oTMeuarTcs B rpade Oe3
yKa3aHUs T'0Ja TTOCTaBKH.

5.4. luBeHTapu3alMOHHAas BEAOMOCTb COCTABISAETCS B ABYX JK3EMILIApax, OAHA
U3 KOTOPBIX Mepeaaércs B OyXraiaTepuio IIKOJbI, BTOpask XpaHUTCS B OMOIHMOTEKE
IIKOJBl WM TNPUMEHSACTCS TPHU  OTCICKUBAHUM LEJIEBOIO  HCIOJIb30BAHUS
boHIUPYEMBIX YYCOHUKOB.

6. PacctanoBka u XxpaHeHue (pOH1a YUeOHUKOB

6.1. VYueOHUKH pacCTaBISIOTCS Ha CTeUlaxkax 1Mo mnpeaMeram. OOriee
HaIpaBJICHUE PACCTAHOBKHM KHUT Ha CTeJIaXkKaX — CBEpXY BHU3 U CJIEBA HAIPaBO.

6.2. PaboTHUKM OMONHMOTEKH TMOCTOSIHHO  MPOBEPSIOT  MPABUIBHOCTH
paccTaHOBKH (POHJ1a yUeOHUKOB.

7. O0513aHHOCTH PAa0OTHUKOB IIKOJIbI 10 COXPAHHOCTH Y4€OHUKOB

7.1. OTBETCTBEHHOCTH 32 COXPAHHOCTb OMOIHOTEYHOro (POHAA HECYT: TUPEKTOP
HIKOJIBI, OMOJIMOTEKaph, KIACCHBIE PYKOBOJUTENH, APYyrue padOTHUKHU, UMEIOIINE
JOCTYT K y4eOHHKaM.

7.2. JIupeKkTop IMIKOJBl OTBEYAET 3a OpPraHU3aIMI0 Pa0OTHI MO CO3JAHUI0 U
CBOEBPEMEHHOMY TOMOJHEHUIO OnbmuoTeunoro (ouna yueOnukoB. Hampasiser
JeSATEIbHOCTh MEJarorn4eckoro KoJJIEKTUBA MO0 (POPMUPOBAHUIO Y OOYHAIOIIMXCS
OEpeXKHOTO  OTHOIIEHHS K  ydyeOHUMKaMm, TMpeAycCMaTpuBaeT MeEpbl IO
COBEPILIEHCTBOBAHUIO 3TOM pabOTHl MPU IUIAHUPOBAHUU y4€OHO-BOCITUTATEIHHOTO
mporiecca Ha O4YEepeIHOW Y4eOHBIM roJ W OO0ECHeuuBaeT CUCTEMATHYECKUM
KOHTPOJIb 3a €€ BBIIIOJITHEHUEM.

7.3. 3aMecTuTeNN TUPEKTOpA MO0 Y4eOHO-BOCIIUTATEIHLHON paboTe COBMECTHO C
pabOTHUKOM OMOTMOTEKH pa3padaThIBAIOT U MPEAbIBISIOT €IUHbIE TPEOOBAHUS K
OOYYarOIIMMCS TI0 MCTIOJIb30BAHUIO U MO COXPAHHOCTH Y4eOHMKOB. COBMECTHO C
KJIACCHBIMU  PYKOBOJMTEISIMA M YUYUTEISIMHU-TIPEIMETHUKAMHU  OCYIIECTBIISIET
CUCTEMATUYECKUN KOHTPOJIb HAJl UCTIOJIB30BAHUEM U COXPAHHOCTHIO YUEOHUKOB B
TEYEHUE BCEro y4eOHOro roja.

7.4. Knaccusie pykoBoautenu 1-11 kiaccos:

1) ocylIecTBISAIOT MOCTOSHHYIO pa0dOTy € ydyalllUMHCS Kjacca U MX POJAUTEIISIMU
(3aKOHHBIMH TIPEACTABUTENISAIMH) IO BOCIHUTAaHUIO OEPEKHOIO OTHOIIEHUS K
y4eOHOU KHUTE;



2) yd4acTBYIOT B BbIaue (OHAMPOBAHHBIX YUYEOHMKOB yualIUMCs Kiacca,
OpPraHu3yIOT UX BO3BpaAT B OMOJIMOTEKY IIKOJIbI IO OKOHYAHUH Y4eOHOI0 rosa;
3) MOCTOSIHHO KOHTPOJUPYIOT COCTOSTHUE YU€OHUKOB;

4) pEKOMEHIYIOT ydYallluMCs KJlacca TMOoCiie OKOHYaHUS y4eOHOTo rojia y4eOHUKH,
MOJIJIeKAI[e PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATH M TOJIBKO IOCJIE 3TOTO
caBaTh B OMOJIMOTEKY IIKOJIBI.

7.5. Yuurens-npeIMETHUKN O0S3aHbl CUCTEMATHYECKU MPOBEPSATH COCTOSHHUE
YU4€OHHMKOB IO CBOEMY IMpEAMETY M COO0IIaTh KIACCHOMY PYKOBOIHUTEIIO,
POIUTENSIM YYAIIUXCS Yepe3 3aMUCh B THEBHUKE O IJI0XOM OTHOLIEHUU YYaIllerocs
K y4€OHBIM KHHUTaM.

7.6. HemocpeacTBeHHYIO paboTy ¢ OMOIMOTEUYHBIM (POHIOM y4eOHHKOB BEAET
OnOIMOTEeKaPh IITKOJIBI.

8. O0sI3aHHOCTH yYalMXCsl IIKOJIbI M UX POAUTe/Iel (3aKOHHBIX
NpeACTABUTEIel) 0 COXPAHHOCTH YUeOHUKOB

8.1. Yyammecss UHIWBHUIYAIbHO TOJYyYalOT YYEOHUKH Ha TEKYIIMH y4eOHBIN
rO/I.

8.2. O6ecnieunBaIOT COXPAHHOCTh YU€OHUKOB, BBIJJAHHBIX YYAIIUMCS, B TCUCHHUE
BCETO CPOKa IMOJIb30BAHUS KHUTAMH.

8.3. [lo yrBepkaeHHOMy rpaduKy IUpPEKTOpa ydalluecs CHAl0T YYeOHHKH B
KOHIIE Y4eOHOro roja.

8.4. Ponurenu (3aKOHHBIC MPEACTABUTEIM) MOTYT IOJIydaTh MHPOPMAIUIO 00
00€eCIEeYEeHHOCTH yJalluXxcs y4eOHOH TUTepaTypoi.

8.5. Pomurenu (3akOHHBIE TIPEACTABUTENIM) OOCCIICUYMBAIOT COXPAHHOCTH
y49eOHHUKOB, BBITAHHBIX YYAIIUMCSI, B TEUEHHUE BCETO CPOKA MOJIb30BAHUS KHUTAMH.

8.6. Pomutenu (3akOHHBIC MPEACTABUTENIM) B Ciy4ae TMOTEPU WIH IOPYH
ydeOHHKa 00s13aHbI IO COTJIACOBaHUIO ¢ OMOIMOTEKapeM IIKOJIBI 3aMEHHUTDH €0 Ha
PaBHOLICHHBIM.

8.7. PomuTenu (3aKOHHBIC MPEJACTABUTENINM) MOTYT Y4acTBOBATh B IUIAHOBBIX
MPOBEPKaX COXPAHHOCTU YUEOHOU JTUTEPATYPHI.





