rocyapcTBeHHoe 01o/pKeTHoe 00leobpazoparenbHoe yupexiaenue CBepanoBCKoi
obsractn «BepxHecanauHckas MKoa, peaarsyionias ajanTipPOBaHHbIE OCHOBHbIE
o0IeoOpazoBaTesibHbIE MPOrPaMMbI»

[Ipunsito Y IBEPXJIAIO
ITenarorn4eckum ¢OBETOM /. v;zixv:x’p-e.KTopa I'OY CO
[Tporoxon Ne / il

or FC.0F. AL 2

«BepxHecanmguHckas 1Koaa»
60Y COVAZ% —  W.C. becconosa

0 PRO. OF ACEA 7.

IMNOJIOKEHUE
0o hopMHPOBAHHHU, BEAEHHIO, KOHTPOJIIO
M XpaHeHUI0 JIMYHBIX J1eJ YIanuxcs.



1. O0mue moJ10KeHUA

1.1. Hacrosimee nosoxeHue paspaboraHo B cooTBerctBur ¢ D3 PD «OO6
obpazoBannu B PD» ot 29.12.2012 1. Ne 273 - @3, Konusenuueit OOH o mpaBax
pebeHka, YcTraBoM 00I11€00pa30BaTENbHOIO YUYPEXKICHUS, SBISETCA JIOKAJIbHBIM
aktoM ['KOY CO «BepxHecanniuHcKasi IIKOJa» W YCTAHaBIMBAECT €IUHBIC
TpeOoBaHUS K (OPMUPOBAHUIO, BEACHUIO, KOHTPOJIO U XPAHCHHUIO JIMYHBIX JIE]
yYaIuxcs.

1.2 Hacrosimee monoxeHne pa3paboTaHO C LENBI0 PeryiaMeHTalluu padoThl ¢
JUYHBIMM JI€JIaMHM  YYalllUXCsl IIKOJbl M ONpeleNsieT MOpPSIOK JEHCTBUI Bcex
KaTeropuil COTPYJHUKOB UIKOJbBI, YYacTBYIOIIMX B paboTe C BbIIIEHA3BAaHHOU
JIOKYMEHTALUEH.

1.3.JInuHoe €m0 sIBIeTCA TOKyMEHTOM yUYEHUKa, U BEJIEHUE €ro 00s3aTeIbHO
JUISL KQXKIOrO YYallerocs LIKOJIbI (C MOMEHTa IOCTYIUIEHMsSI B IIKOJIYy U 10 €€
OKOHYAHUS/BBIOBITHS).

1.4.0TBeTCTBEHHOCTh 32 (DOPMHPOBAHHE U BEJCHUE JIMYHBIX JIE€] YUalUXCS
BO3JIaraeTcsi Ha KIACCHBIX PYKOBOJUTENCH KJIaccoB, B KOTOPHIE 3a4YHMCIICHBI
ydaImecs.

1.5.IlonoxkeHne o00sA3aTENBHO K NPUMEHEHHIO BO BCEX CTPYKTYPHBIX
noapazaenenusax ' KOY CO «BepxHecanauHCKas MIKOIa.

1.6. Hacrosimee «IlomoskeHue» BCTymaeT B CUJIy IOCJIE PACCMOTPEHHS Ha
negarorndeckom cosere OY u yTBepKIaeTcsl AMPEKTOPOM IIKOJIBI.

2.Ilopsinok odopMiIeHUs IMYHBIX JeJI MIPU NOCTYIJICHUH
2.1.JIuuHble nena ydyamuxcs 3aBOASTCS KIACCHBIMU PYKOBOJUTEISIMU IpHU
NOCTYIUIEHUH YYaIIUXCs B IIKOJTY.

2.2.K MoMeHTy (hOpMHUPOBAHUSI JIMYHOE JIEJI0 JTOJDKHO CONEPKATh CISAYIOIINE

00s13aTebHbIE JOKYMEHTBI:

o JUYHas KapTa ydalerocs,

o 3asABJICHUE O TMpHUEeME OT POJUTENICH (3aKOHHBIX TMpEJICTaBUTENCH)
pebeHKa ¢ HATMYMEM PE30TIOLUU AUPEKTOPA HIKOJIBI;

o JIOTOBOP 00 OKa3aHWUU TOCYAAPCTBEHHBIX YCIYT;

o KOIHS CBUJIETEIILCTBA O POXKICHUU PEOCHKA;

o konusg nacrnopta (¢ 14 ner) (2 crpanuup);

o KOITMH NacloOpTOB poauTeNeH (3aKOHHBIX MPEICTaBUTENEH );

o corjacue 3aKOHHOTO TMPEACTaBUTENSI Ha 0O0pabOTKy MepCOHATBHBIX
JAHHBIX;

° KOMMM JIOKYMEHTOB, TOJTBEPKIAIOIIUX OCOOBIM cTaryc pedeHka
(moCTaHOBJICHUS OPTAHOB OINEKU U MOIMEUUTENIbCTBA, PEOCHOK — MHBAJIU U JP.);

. MPOTOKOJ WJIM BBIMUCKA U3 TIpoTokoia obmactHoit [IMIIK ¢ ykazanuem

o0pa30BaTeIbHON TPOTPaMMBI, MO KOTOPOM pekoMeHayeTcs oOydenue. Komms
J0JDKHA OBITH 3aBEpEHA MpejiceaaTesieM KOMUCCHH.

o MEIMIMHCKAasT KapTa (B JajbHEWIIEM HAaXOAUTCA y MEIUIIMHCKOTO
paboTHUKA);

o dbortorpadus pedeHka,



o XapaKTEPUCTHKA YYalIEerocs 3a KaXIbld ToJ OOy4YeHHs, 3aBEpEeHHAs
HaJJIeKamuM 00pa3oM (CTaBUTCS MeyaTh 00Pa30BATENBHOTO YUPEKACHUS, MOAMNUCH
KJIACCHOTO PYKOBOJUTEIS], TUPEKTOPA IIKOJIbI, JaTa COCTABIICHUS XapaKTEPUCTHKH).

2.3.Bce xomuu B JIMYHOM Jejie OOydYaroIlerocs OJDKHBI OBITh 3aBEPEHbI
HaJUIe)KaluM o0pa3oM (CTaBUTCS HAANKUCh «KONUS BEpPHA», MOJINUCH, YKA3bIBAECTCA
JOJDKHOCTH paOOTHHKA, MHUITHAIBI U (haMuiTust pabOTHUKA, J1aTa, TIeYaTh).

2.4.Ponutenu  (3aKOHHBIE  MpEACTaBUTENM)  peOCHKa,  SBISIOLIECTOCS
WHOCTPAHHBIM TPAXIAHMHOM WM JHIIOM 0€3 TpakIaHCTBA, JOMOJHUTEIHHO
NPEABABISIIOT 3aBEPEHHbIE B YCTAHOBJICHHOM TMOpPSAKE KOMUU JOKYMEHTA,
MOATBEPKIAIONIETO POJICTBO 3asiBUTENsI (WM 3aKOHHOCTh MPEJICTaBIICHUS IpaB
oOy4aromierocs), ¥ TIOKyMEHT, MOJITBEP IO MPaBo 3asiBUTEIS Ha MPeObIBAaHUE B
Poccuiickon @enepanum.

2.5.J10KyMEHTbI IOJIIIMBAIOTCS B JIMYHYIO KapTy y4Yallerocs.

2.6.1Ipu npuoOIeHn:d B JIMYHOE JI€JI0 KOMHUM JOKYMEHTOB Ha HUX CTaBUTCS
3aBEpUTENIbHAs HAJNUCh «KOMHUS BEpHA», IMOANKCH, YKAa3bIBAETCSA JOJHKHOCTD
pabOTHUKA, UHUITUAIBI U paMuiiisg pabOTHUKA, 1aTa, 1eYaTh.

2.7.Bce NOKyMEHTbl HMHOCTPAaHHbIE TpakJaHe M Juua 0e3 TrpaxaaHcTBa
NPEACTABIIAIOT Ha PYCCKOM SI3bIKE WMJIM BMECTE C 3aBEPEHHBIM B YCTAaHOBICHHOM
MOPSIJIKE MIEPEBOJIOM HA PYCCKUM S3BIK.

2.8.He nomyckaercss xpaHEHHE INOCTOPOHHHUX JOKYMEHTOB B JIMYHOM JEJIE
y4arerocs.

3. llopsioKk BeleHUs JTUYHBIX J1eJ1 00y4aronXcs

3.1.JIuunoe neno odopmisieTcsl Ha KaKIOro OOydYaromierocss M BEACTCS C
MOMEHTA MOCTYIUJICHUS B IIKOJIY U JI0 €€ OKOHYAHUS/BBIOBITHS.

3.2.JInyHOE 1710 TOKHO OBITH 3aMOJIHEHO KJIACCHBIM PYKOBOJUTENIEM B CPOK
10 10 ceHTsIOpst TeKyIiero yueoHoro roja.

3.3.JIuuHO€E n€7n0 HMMEET WHAMBUIYAIbHBIN HOMED, COCTOSIIMN U3 INEPBOU
OykBbl (pammiuu oOydyaromerocs M HUQPPbI, COOTBETCTBYIOIIEH HOMEpPY 3allMCU B
an(aBUTHON KHUTH.

3.4.JIuunoe neno ¢opmupyer OTBETCTBEHHBIN (3aMECTUTENbL JAUPEKTOpa IO
VYBP) 3a npuémM JO0KyMEHTOB IO 3a4uCeHuI0 (nanee — OTBETCTBEHHBIHN). 3amoaHsIeT
1 1 2 cTpaHULBl JUYHON KapThl 0OyYarOUIErocs W 3aBepsieT BCE KOMUHU B JIMYHOM
nene o0yyarolerocs HaiekaluM oO0pa3oM (CTaBUTCS HAAMUCh «KOIMMS BEpHAy,
MOJIMKCH, YKA3bIBACTCS JOJHKHOCTh PAOOTHUKA, MHHUIMAIBI M (aMuius pabOTHUKA,
JaTa, revyarTh).

3.5.B BepxHeM JIeBOM YINIy JUYHON KapThl O0OYydYaroIIerocss HaKJIEHBAETCs
dboTorpadust yueHuka pazmMepom 3x4cM.

3.6.0TBEeTCTBEHHBIA BHOCHT B JMYHBIC JIeJla CBEICHUS O TPUOBITHH WIIH
BBIOBITHH (KyJa BBIOBLI, OTKY1a IpUOBLI, No 1 gaTa mpukasa).

3.7.00mue cBeneHuss 00  ydyallUXCAd  KOPPEKTUPYIOTCA  KJIACCHBIM
PYKOBOJAMTENIEM IO MEpe M3MEHEHHUs JaHHBIX: TEpeMeHa ajJpeca, BbICTABJICHHE
rOJIOBBIX OILICHOK, MPOIYCKH YPOKOB 3a T'OJ U 3aBEpPSIOT IepOOBOM MeyaThio IS
JIOKYMEHTOB B KOHIIE Y4e€OHOTO To/1a.



3.8.Bce 3anucy B TMYHOM KapTe MOJKHBI OBITH ClIeJIaHbl MAPUKOBOM PYUYKOU
cuHero ((uoneToBOro) IBETa YETKO, aKKypaTHO, pasz0opuuBo. Hemomyctumbl
WCIIPABIICHUS C TPUMEHEHUEM KOPPEKTUPYIOIINX CPEICTB.

4. Boi1aua 1OKYMEHTOB IPH Nepexo/ie y4amerocsi B Apyroe
o0meo0pa3oBaTe/ibHOE YUpeKAeHne

4.11lpu mepexone ywamerocs B Jpyroe oOpa3oBaTelbHOE YUPEKICHUE
JIMYHOE JI€JIO BBIJIAETCS HA OCHOBAHUMU:

-IIUCbMEHHOTO 3asIBJICHUS pOAUTENEH (3aKOHHBIX MPEICTaBUTENCH);

-IOKyMEHTa, MOATBEPKIAIOIIECTO  3a4HCICHUE yYallerocsi B  JPYyroe
o011e00pazoBaTeNbHOE YUPEKICHHUE.

4.2.B nuunyto kapty OTBETCTBEHHBIM 3aHOCSATCS CBEACHHS O BBIOBITUU
y4alerocs U3 MKOJIbI.

4.3.B nuyHOE 1e510 TpH BBIOBITUM YYAIIEroCsl U3 MIKOJIBI B T€UEHHUE y4eOHOTO
rojila BKJIAJIbIBAETCA BEAOMOCTh TEKYIIUX OTMETOK MO BCEM YyUeOHBIM IpeaMeTam,
3aBEpEHHAs M€YaThIO IIKOJIBL.

4.4 Boimaua JNUYHBIX el Mpou3BoauTcs OTBETCTBEHHBIM 32 BEJCHHE U
XPAHECHUE JIUYHBIX JEI.

4.5.Bpi1aua JIMYHBIX J€71 OCYIIECTBISETCA TOJBKO POJIUTENSAM (3aKOHHBIM
MPEACTABUTEIISIM) YUalIerocs.

4.6.1pu Beigadye nuuHOTO Jema OTBETCTBEHHBIH OQGOpMIIIECT 3aluch B
an(aBUTHON KHUTE O BHIOBITUM YUaIIETOCs.

5. [IpueM JOKYMEHTOB y4allerocsi, NpuoObIBIIEr0 U3 APyroro
00111€00pa30BATEIBLHOTO YUPEKIACHUSA

5.1.10pu npueMe y4Jalmierocs, MPUOBIBILIETO u3 JIPYroro
00111e00pa30BaTENHLHOTO YUPEKICHUS, CBEICHUS O HEM YTOYHSIOTCS, U 3aIOHSICTCS
JUYHas KapTa y4auerocs.

5.2.Ha TurynpHOM nucTe JIMUHOW KapThl ydaierocs 3a4¢pKUBACTCS CTAPBIM
HOMEpP W TIPOCTABIISICTCA HOMEP Jielda B COOTBETCTBUM C 3alUCHhI0 B alipaBUTHOM
KHUTE MIKOJIBI.

6. [Topsiiok XpaHeHUsA M KOHTPOJIb COCTOSIHUSI JIMYHBIX J1€J1 00yYAKOIIHXCSI

6.1.Jlnunbie nmenma ydvammxcs B TepHoJ OOYyYCHHS XpaHATCS B CTPOTO
OTBEJICHHOM MECTE.

6.2.JInuHbIe AeNTa yJammxcs OJJHOTO KJlacca HaXOASATCS BMECTE B OJHOM TaIke
Y PacKJIaJIbIBAIOTCS B AJIpaBUTHOM MOPSIJIKE.

6.3.B mamke TUYHBIX 7 KiIacca HAXOJIUTCS CIIMCOK yYalluXCs ¢ YKa3aHHEeM
dbaMuuu, UMEHHU, OTYECTBA, JAThl POXKICHUS, HOMEpa JMYHOTO Jela, JIOMAITHETO
anpeca u ®.M.O. xnaccHoro pykoBoauTens. B Hauame ydeOHOTO Toja CIHCOK
oOHOBsieTcs. B Tedenwe yueOHOTO TOJa B CIHHCOK BHOCATCA HM3MEHCHUS,
JIOTIOJTHEHUS B COOTBETCTBUH C JIBUKCHUEM YUaIlIUXCS.

6.4.OTBETCTBEHHOCTH 32 BEJICHUE JTUYHBIX JICNT 00yJaronuxcsl BO3araeTcsi Ha
KJIACCHBIX PYKOBOJMTENEH, KOHTPOJb TMPABUILHOCTH BEACHUS U  OQOpPMIICHUS
JIAYHBIX JEJ BO3JIaraeTcsa Ha 3aMECTUTENIEH TUpeKTopa 1o Y BP.

6.5.1lpoBepka JWUYHBIX J€d  yYalluXCs OCYIIECTBIISIETCS TI0  IUIaHY
BHYTPHUIIIKOJILHOTO KOHTPOJISI JIBa pa3za B roj (B Hayaje y4eOHOro rojia, B KOHIIE



ydebHoro roga). B HeoOXoIMMBIX cilydasix, IPOBEPKa OCYIIECTBIISIETCS] BHEILJIAHOBO,
OIIEPaTUBHO.

6.6.Llenn 1 OOBEKT KOHTPOJII — NPAaBWIBHOCTb O(DOPMIICHUS JIMYHBIX €I
yYaIIAXCS.

6.7.I1o uToram mpoBepKu 3aMecTUTENb IupeKTopa o Y BP, ocymectsistonuit
IIPOBEPKY, TOTOBUT CIIPABKY C YKa3aHHEM 3aMEUYaHUM.

6.8.B cmyuae BBISIBICHHS HEAOCTATKOB paboTa KIACCHOTO PYKOBOAMTENS
CTaBUTCSI Ha WHAUBUAYAIbHBI KOHTPOJIb. 32 CUCTEMAaTHYECKUE TpyOble HapyIIECHUsS
py paboTe C JIMYHBIMU JI€JaMHU y4YalUXCsl JUPEKTOP BOpPAaBE OOBABUTH KIACCHOMY
PYKOBOJMTEIIO 3aMEYaHUE WIN BBITOBOP, CHATh CTUMYJIMPYIOIIME TOIUIATHI.

6.9.Il0 OKOHYAHUIO WIKOJBI JIMYHOE €0 YYAILErocs XpaHWUTCS B apXUBE B
TEYEHHUE TPEX JIET, IIOCIIC YETO YHUUTOXKAECTCS B YCTAHOBICHHOM MOPSIKE.

7. Ilopsiiok BHeCEHUS U3MEHEHUH B MOJI0KEHUE U NPEeKPAILleHUs €ro
NEeHCTBUA

7.1.B mnacrosimee Ilonoxenne CoOBETOM YyUpEeXJIEHUS MOTYT BHOCUTBCS
U3MEHEHUS M JIONIOJIHEHMsI, BBI3BAHHBIE HW3MEHEHHMEM 3aKOHOAATENIbCTBA H
MOSIBJIECHUEM HOBBIX HOPMATUBHO-TIIPABOBBIX JOKYMEHTOB IMOBEICHHUIO JOKYMEHTALIH
B 00111€00pa30BaTEILHOM YUPEKICHUU.



