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1.0011ee noJioxkeHue

[Tonoxxenue 00 opraHu3aly yueTa BOCIIUTAHHUKOB, BEJICHUU Tabens yueTa
MOCEIIAeMOCTH JIeTel ¢ yueToM ux npeObiBanus (nanee — [lonoxenue) B JleTckom
caze Neo 2 (nanee — YupexaeHue) BBOAUTCSA C 1I€JIbIO CHCTEMaTU3alluu Ipoliecca
cbopa u 006paboTku HH(GOPMAITUH O MOCEIIEHUN BOCITUTAHHUKAMU TPYIIIT
YupexaeHus.

1.2. Hacrosiee Ionmosxenue pa3paborano Ha ocHoBaHUU DeneparbHOTo 3aK0Ha
o1 29.12.2012 No 273-®3 «O06 obpa3oBanuu B Poccuiickoit deneparun», [lopsaka
OpraHu3aIy U OCYIIECTBICHUS 00pa30BaATEIbHOM JESITEIIBHOCTU 10 OCHOBHBIM
o011eo0pa3oBaTeIbHbIM MIPOrpaMMaM — 00pa3oBaTEIbHBIM IPOrpaMMamM
JIOLLIKOJIBHOTO 00pa3oBaHusl, ycTaBa Yupexaenus, TpedoBanusmu CanlluH
2.4.1.3049-13 ¢ uenbio periiaMeHTaluu padoThl 10 YYETY OCEUICHHS
BOCIIMTAHHUKOB U ONpEeNseT NOPSA0K JIeHCTBUIN BCEX KaTeropuil pabOTHUKOB
YupexaeHus, y4aCTBYIOIIUX B padoTe C BhIIICHA3BAHHOM TOKyMEHTAalIUEH.

2. 3axa4u yvyera nmocemeHuss BOCMUTAHHUKAMM Y YpeKIeHUs

VYuyer nocemaeMoCcTy AeTeN B Y UpeKACHUN OPraHUu3yeTCs IS

2.1. OGecnieueHrs KOHTPOJISI CBOEBPEMEHHOMN SIBKM BOCITUTAHHUKOB B
VYupexneHue, BbISIBICHUS ON03/1aBIINX WM HESBUBIIHUXCS JIE€TEH.

2.2. KoHTpoJIsl CBOEBPEMEHHOI'0 IIPUX0/1a U YX0/a BOCIIUTAHHUKOB IO

3asIBJICHUIO pOJIUTENEN (3aKOHHBIX IPECTaBUTENEH) 00 UHIMBUYaJIbHOM I'pauke
MOCEIIEHUS B CBSI3M C IIOCEIIEHUEM BOCIIMTAHHUKAMH KPY>KKOB M CEKLIUI1 BHE
YupexeHus.

2.3. dukcupoBaHUs NPUXOJA BOCIUTAHHUKOB B Y UPEKICHUE.

2.4. Yyera axTrueckoro npeObIBaHMs, BpeMEHU 00JIE3HH, OTITYCKOB U APYTUX
(GbopM OTCYTCTBHS BOCIIUTAHHUKA B YUPEKACHUU.

3. TpeGoBaHus K BeJleHHIO TA0eJLHOI0 y4eTa I0CelaeMoCcTH 1eTeil B YUpekaeHun
3.1. OTBeTCTBEHHBIMHU 3a BEJICHUS XKypHasla TabeIbHOI0 y4eTa BOCHUTAHHUKOB B
VYupexaeHnn Ha3HayaeTcs KaJIbKYJISTOp, B IPyINax 3a BeJeHue Tadens yuera
MIOCEIAEMOCTH AE€TEH, HA3HAYAIOTCSI BOCIIUTATEIIH.

3.2. B cinyyae HEBO3MOKHOCTH BPEMEHHO UCHOJHATH O0S3aHHOCTH I10 BEIECHHUIO
TabeIbHOI0 Y4eTa Ha3HAYCHHBIM COTPYTHUKOM, PyKOBOAUTENb Y UPEKICHUS
Ha3HayaeT MPUKa30M Ha 3TOT MEPHO/J] IPYTroro OTBETCTBEHHOI'O UCIIOJHUTES.

3.3. Bce paboTHHKH, B 00513aHHOCTH KOTOPBIX BMEHEHO BeJleHHE TaOeIbHOTO
y4dera, B 00513aTeIbHOM MOpsAIKE 3HaKOMATCA ¢ HacTosuM [lonoxenuem noa
POCIINCE.

3.4. PaGoTHUK, OTBETCTBEHHBIN 3a TAOEIBHBINA yUeT 0053aH BECTH YUET
npeObIBaHMS, KaXKIbIM BOCIIMTAHHUKOM TPYIIIIBI U Y UpexkICHHSL.

3.5. BxiroueHrne BOCIMTAHHUKA B Ta0EJb U UCKIIIOYEHHE U3 HErO IPOU3BOJUTCS

Ha OCHOBAHMHM MPUKa3a O 3a4UCICHUHN U OTUNCIIEHUH BOCIIMTAHHHUKA.

3.6. ExxenHeBHO paOOTHUK, KaJIbKYJISITOP ~-OTBETCTBEHHBIH 3a TaOEIbHBIN yUET B
VYupexxaenun, cooupaeTr AJaHHbIe y BOCIUTATeNel 0 npeObIBaHUN BOCIIUTAHHUKOB B
rpymnmnax.

3.7. Bocriutatenu rpynm o0s3aHbl €KeTHEBHO YBEIOMIIATh paOOTHHUKA,

BEIYIIETO KypHAT TaOEIHHOTO yueTa BOCIUTAHHUKOB B YUpEeXKACHUH, 00
OTCYTCTBHHM JI€TEH B IPYIIE C yTOUHEHUEM MPUYHHBI OTCYTCTBHSI, HA MOMEHT
3aIoJIHEHHS KypHaja TabeIbHOTr0 y4eTa BOCIUTAHHUKOB B YUPEXKICHUH WIH CAAYH



Tabens yueTa MoCemaeMOoCTH JeTei B OyXTralTepuio.

3.8. B momKkHOCTHBIE 00513aHHOCTH PAOOTHUKOB, OTBETCTBEHHBIX 32 TaOCIbHBIN
y4eT, BBOAATCA (QYyHKLIUU:

3.8.1. Begenue yuera ciCOYHOIO COCTaBa Py U 110 Y UPEKICHUIO.

3.8.2. BHeceHure B CLIMCOK U3MEHEHHU, CBSI3aHHBIX C PUEMOM, OTUUCIICHUEM,
nepeMeNIeHNeM BOCIUTaHHUKA B Tpynnax, Y YpekIeHUN.

3.8.3. KonTtposb pakTrueckoro BpeMeHH MpeObIBaHUS BOCITUTAHHUKOB B

IpyINIax, Y4pexacHuu.

3.8.4. Benenue TabenpHOr0 y4yeTa ¢ OTBETCTBEHHOCTHIO 32 MPAaBUIILHOE

oTpakeHHe B Tabese BpeMeHU NpeObIBaHus peOCHKa B IPYMIax, Y YperkICHUN.
3.8.5. [Ipeacrasnenue Tabesns ydera MmocenaeMoCTH JIETe Ha pacyeT B
Oyxrajireputo YUpexaeHHusl.

3.8.6. KOHTpOJIb CBOEBPEMEHHOCTHU MPEIOCTABICHUS U MPABUILHOCTH
0(OpMIICHHS TOKYMEHTOB, MOATBEPKAAFOIINX MPABO BOCIIUTAHHUKOB Y UPEKICHUS
Ha OTCyTCTBHE B JleTcKOM cafy: CIIpaBKu MO OOJIE3HU, OTITYCK, 3asIBJICHHE POIUTENIEH
(3aKOHHBIX MPEJCTABUTENIEH ), CAHATOPHO-KYPOPTHOE JICUCHUE, IPYTUE TPUUUHBI.
3.9. [lanHble 0 BOCHUTAaHHUKAX BHOCSTCS B Ta0elb y4yeTa MOCeIaeMOCTH AeTen

B CTPOTOM COOTBETCTBHH C UCIIOJHEHUEM CIIUCKA TPYMIIbI, YTBEPKICHHBIM ITPUKA30M
PYKOBOIUTENS YUpEKICHUS.

3.10. 3a 1O0CTOBEpPHOCTH CBECHUI, KAUECTBO BEJICHUS TabeIs HECeT
OTBETCTBEHHOCTh paOOTHUK, OTBEUAIOLIHII 32 €ro BeJleHUe ( BOCIIUTATENH B IPYyIIax,
KQJIBKYJIATOP 10 BCEMY Y UPEKICHUIO).

3.11. Criucok BOCIUTaHHUKOB COCTaBIsieTCs B alipaBuTHOM nopsiake. Damuus,
UM, 3aITUCBIBAIOTCS B rpade MoHOCTRIO. [Ipr 3TOM TIAaTeNbHO BBIBEPSETCS
HanucaHue (paMuiIuu, UMEHU B COOTBETCTBUH C JOKYMEHTOM (CBUIETENHCTBO O
poxaeHun pedeHka). B cimydae cMeHbl (paMHITUU, IMEHH, OTYECTBA, HOBBIC JJTaHHBIC
BHOCSITCS B Ta0€Jb TOJILKO MOCIIE U3JaHMs COOTBETCTBYIOIIETO MPUKa3a 00
W3MEHEHUH TIEPCOHATILHBIX CBEJIEHUI Ha OCHOBAHUH yIOCTOBEPSIONIETO JOKYMEHTA.
4. 3akI04UTeIbHBbIE MOJI0KEHUS

4.1. TaGenpb yuera nNocenaeMoOCTH I€TeN B TPYIIAaX MOXKET BECTUCH
BOCTIMTATEISIMU KaK B OyMa)KHOM, TaK U B JIEKTPOHHOM BapHaHTe, a )KypHaI yuyeTa
4.2. mocemaeMocTH JieTell B YUpeKIeHUH, BEJIETCS KaIbKYyJIITOPOM B

OyMa)XHOM BapHaHTe.

4.3. [Ipu 3anonHeHUU Tabess y4yeTa MmocenaeMoCTH JIeTe B OyMaxHOM

BAapUAHTE, 3alMCH BEAYTCS BOCIIUTATEIEM IIIAPUKOBOM PYUKOM CUHETO 1IBETa, YETKO U
aKKypaTHo, 6e3 ucnpasieHuil. Micnpasienus, cieTaHHbIe B UCKITIOUNTEIbHBIX
ClIy4asix, OrOBapUBAIOTCSI BHU3Y CTPAHUIIBI 3 MOMUCHIO OTBETCTBEHHOr0. He
JIOTTyCKAeTCsl TOAYepKUBaHUE, CTUPAHUE, 3aMMCH KapaH/IalloM.

4.4. Ilpu 3anonHeHnu Tabess He JOMyCKaloTCs UCIIPABIICHHUS, TOMAPKH,
BBI3BIBAIOIINE COMHEHHUSI B IPABMIIBHOCTH BHECEHHBIX U3MEHEHHIA.

4.5. BBOA TaHHBIX y4eTa MOCEIEHUS TIPOU3BOAUTCS C Pa3OUBKOM MO THSM.

4.6. BeixoHpIe ¥ Ipa3qHUYHBIC HEPaOOUYHNE THH YKa3bIBAIOTCS B Tabeme, HO THU
MOCEMICHHUS] HE OTMEUa0TCsl.

4.7. OTCyTCTBYIOIINE BOCIUTAHHUKH OTMEYAIOTCS MPOYEPKOM «-», 3a00JIeBIIINE

- OyKBO# «0», OTITYCK — «O», MPUCYTCTBYIOIIHE U(Ppoit «12%», mponuckiBaeTcs
HUTOTOBOE KOJIMYECTBO CMEH IMOCEIICHUS, TIOIIeKAIINX OTUIaTe, CKOJIBLKO CMEH
MPOMYyIIEHO ( U3 HUX YKa3bIBAETCS CKOIBKO «OTIMYCK», CKOJIBKO «00ye3Hb»). B
HIDKHEW 9acTH Tabess To/1 CIIMCKOM JIETeH €KETHEBHO MPOIUCHIBACTCS UTOTOBAs
1u¢pa, COOTBETCTBYIOMIASI KOTUYECTBY MPUCYTCTBYIONTUX JETEH.

4.8. B nenpb cnaun Tabens MoJICYUTHIBAIOTCS UTOTOBBIE IIU(PHI THEN

MOCEIIEHUS, MTOJIeKAIINX OIUIaTe, THEH OTCYTCTBHS MO OOJIE3HU U OTIYCKY, TAKXKe
UTOTO- «OTITYCK», «OO0JIE3HbY.



4.9. laToii cocTaBieHUs TaOeNsl ydeTa MOCeIaeMOCTH ACTeH B YUpeKICHNUH,
SBJISIETCS IOCTIEAHEE YUCIIO OTYETHOTO MECSIIA.

4.10. Tabenp NONMUCHIBACTCA BOCIUTATEIEM IPYIIIIbI, 3aMOTHUBIINM JaHHbII
JIOKYMEHT, PyKOBOJIUTEJIEM, YKa3bIBAETCSI MECSIL, 32 KOTOPBIN MPOU3BOIUTCS
3aroyiHeHue Tabers, mponuckiBaeTcst HauMeHoBaHue Yupexaenus (erckuii cag No
22), Bo3pacTHasl rpylilia, Ha3BaHUe IPYIIIbI, BUJ pacdyeTa (pOAUTENbCKas I1aTa),
pexuM paboThI Jata ciaaun tadens, (12 gacor), koa mo OKIIO (50294969), Bce
JTAHHBIE CBEPSIIOTCS KAJIBKYJISITOPOM, CIIAIOTCS IETONPOU3BOAUTEINI0, KOTOPHIN
CKaHUpYeT Bce Tabens B apxuB J{eTcKoro caja, a OpuruHaibl nepeaaet B
OyXrajrepurio.

4.11. KonTpois BeJieHUs )KypHaJla U Tabels y4yeTa IMocenaeMOCTH JIeTCeH B
rpyIIax u YUpexaeHUuu, OCYyIIECTBISIETCS HE MEHee 2-X pa3 B T'0Jl PYKOBOJIUTEIEM
YupexaeHus.

4.12. Ilo utoram KOHTPOJIsl pyKOBOJIUTEND Y UPEXkKACHUS BIIPABE IPUMEHSATH K
OTBETCTBEHHBIM JIUI[aM MEPbI MOOLIPEHUS U B3bICKAHUA.

4.13. Tabenp ABASETCS YUETHBIM IOKYMEHTOM, CPOK XpaHEHHS HE MEHee 5 JIeT.



