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Onuc HABYAJIBHOI TUCHUTLIIHA
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MOKa3HUKIB
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OCBITHS IpOrpamMa, OCBITHIi
CTYIIHb
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JUCUUIUIIHA
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IHAWBITYaTbHOT POOOTH CTAHOBUTH (%):
I IeHHoi (hopmu HaBYaHHS — 26/94 (22/78)
1T 3209HOI hopmu HaBdanHs — 12/108 (10/90)




1. MeTta T2 3aBJaHHA HABYAJILHOI AMCHUILIIHA

MeToro BUKIAJaHHA HaBYAJIbHOI AUCHUIUIIHK “Oprasizanisi CHCTEMH
JIOKYMEHTYBAaHHS COIlaIbHOT POOOTH” €: 03HAMOMIIEHHS MalOyTHIX COIlaJbHUX
MpaIiBHUKIB 3 OpraHizali€lo JOKyMEHTallMHOro 3a0e3medyeHHs Cayk00BOi
JUSTTBHOCTI HAa OCHOBI YWHHOTO 3aKOHOJABCTBA, CYYaCHUX BHMOT, MPaBUII
JOKYMEHTYBaHHS Ta poOOTHM 3 JOKyMeHTamu; (QopMyBaHHA Yy 3100yBauiB BO
3arajbHOI 0a30BOi TEOPETUYHOT Ta MPAKTUYHOI OCHOBHU 3 JILJIOBOJICTBA.

OCHOBHMMH 3aBJIaHHSIMW BHUBUCHHS JUCHMIUIIHM “Oprasizaiiss CUCTEMU
JOKYMEHTYBAaHHS CoLllaJibHOI poOoTH” €. (OopMyBaHHS HAaBUUOK ONaHyBaHHS
npuifoMaMu paiioHaabHOT POOOTH 3 TOKYMEHTAMM; CKJIaJIaHHS, ONPalbOBYHHS Ta
oQopMJIEHHS OCHOBHMX BHJIB JOKyYMEHTAllli; yMIHb BHUOHpAaTH HEOOXIJIHY
JIEKCUYHY, TpaMaTUYHy (OpMU NpU CKIIAJaHHI JOKYMEHTIB; BUKOHYBAaTH T€XHIYHI
orepailii, MOB’s3aH1 13 JOKYMEHTO00IroM, KOHTPOJIEM 332 BUKOHAHHSIM JOKYMEHTIB.

OCHOBHi pe3yJbTaTH HABYAHHA i KOMIETEHTHOCTI 3T1IHO 3 BUMOTaMH
OCBITHBO-TIPO(ECIHHOT TPOrpaMH:

Ne IIporpammi K e

o | KoMmeTenTHOCTE oMIeTeH il Pe3ynbTaTi HABYAHHS

1. [3K4 3natHicts cnuikyBatucsa|I[IP-3 3paten OynyBatu mpodeciiine
JIEP’)KaBHOIO MOBOKO  SIK|CHUIKYyBaHHS 31 CIOKUBAaYaMu
YCHO, TaK 1 MUCHMOBO. COITIAJTBHUX TTOCHYT.

2. |DPK-8 31aTHICTD no|IIP-15 3garen poOUTH BUCHOBKH II0JI0
nudepeHIlitoBaHHS BUJIIB |BJIaCHOT ISUIBHOCTI (haxiBs,
npodeciitHoT OIIHIOBATH pe3ynbTaTh BILIUBY,
JIOKYMEHTAITIi Ta BEJICHHSI |COIIaIbHY iCTOPIIO.
1i BIAOOBIIHO IO YMHHHUX
HOPMATHUBHUX BHMOT Y
COIlIaJIbHIN cdepi.




2. Ilporpama HABYAJIBLHOI AMCIUIIIHH

Tema 1. Micue 10KyMeHTYBaHHS B AislJIbHOCTi OPraHiB cOLiaJIbHOI pO00TH

1.1. IcTopist pO3BUTKY IlJIOBOACTBA

BunukHeHHs q110BOJACTBA. AKTOBE JL10BOJICTBO. HakazHe Ni10BOICTBO.

Konerianpae nginoBoacTBo. BmkoHaBue mumoBoacTBo. J[imoBoACTBO 3a
paasHchkux vaciB. [{inoBoacTBo B Ykpaini. 3akoH Ykpainu «lIpo AinoBoacTBoy.
CtpykTypa  JOKYMEHTO3HAaBCTBAa:  3arajbHe, CIELlaJbHE Ta  YacTKOBE
JOKYMEHTO3HABCTBO. B3a€M03B 430K JOKYMEHTO3HABCTBA 3 IHIIUMHU Tally3IMH
3HaHb.

1.2. KnacudikaniiiHi 03HaKM OCHOBHUX JOKYMEHTIB

KitouoBi TepMiHM HaBYAJIBHOI JUCHUIUIIHU: JOKYMEHT, TOKYMEHTO3HABCTBO,
JOKYMEHTOBEJICHHS,  JOKYMEHTYBaHHS, JOKYMEHTOOOIr.  XapakTepucTuka
JOKYMEHTa $IK CHUCTeMHOro o0’ekta. O3HakM JUIOBOrO JAOKYMeHTa. [loHSTTS
JISTTBHOCTI OpraHiB COIIaJIbHOI poOOTH Ta ii JOKyMEHTAIlIHOrO 3a0e3NeueHHS.
OyHkIii  opimiftHUX JOKYMEHTIB: TMpaBoOBa, YIpaBIIHChKA, 1HpOpMaIliiiHa,
JIOBIIKOBA, PETYIIOBaIbHA, KyJIbTYpOHOCHA TOIIO0. CIocoOM 13ac00M nepeiaBaHHs
iHbopMaIlii y TOKyMeHTax.

Tema 2. [u10BOACTBO y He3aJiexkHiM YKpaiHi; 0CHOBHI npodeciiiHi JOKYyMeHTH
AiSUVILHOCTI MPANiBHUKA COiaJIbHOI YCTAHOBH

2.1. HopmaTuBHa i 10BiiKoBO-iH(opMaNiiiHa TOKyMeHTAaILisi

OCHOBHI HampsiIMH COIIAILHOT TOJITUKA B YKpaiHi. 3arajipbHa JeKiiapariis
npas moauau. OcHoBHI nosioxkeHHst 3Y «llpo couiansHi mociayruy, «Ilpo oxopony
NepCOHAIBHUX aHux». [lep:kaBH1 HOpPMATHUBHI IOKYMEHTH, SIK1 MATBEPIKYIOTh

IIPaBOMIPHICTh JISUTBHOCTI TpAIliBHUKA COIIaJbHOI YCTaHOBH; COIIIaJbHOTO
IpaliBHUKa B CHCTEMI OCBITH; COLIAJIIBbHOI ciyxO0m mis momoxai. Kiacudikarris
HOPMATHBHOI Ta JOBIIKOBO-1H(GOPMAIIIHOT JOKYMEHTAIT].

2.2. Knacudikauisi 10kyMeHTiB

[TonsATTS, METa, MPUHIIMIIK Ta 3HAYCHHs Kjiacuikailii JOKyMeHTIB. 3arajibHa
XapaKTepucTUKa HalioHanbHOTO cTaHmapty Ykpainu «JICTY 4163-2003
JlepkaBHa ~ yHiikoBaHA cHCTeMa JOKyMeEHTarii. VYHiikoBaHa cHCcTeMa
OpraHizamiifHO-po3mopsAa4oi  JokyMeHTamii. Bumorm 10  odopmitoBaHHS
JOKYMEHTIB». ETW4YHI TpUHIMOM BeJACHHS JAOKYMEHTalll HJs CIy>KOOBOTO
kopuctyBaHHs. [loHsTTss pekBi3uta, dopMmymsapa Ta  dopMyisipa-3pa3Ka
cayxx6oBoro gokymenta. Ckimanx peKBI3UTIB JOKYMEHTIB Ta CXEeMH 1X
po3tanryBanHs. [loCTiifHI 1HEMOCTIHHI PEKBI3UTH JOKYMEHTAa 1 OpraHizaiii.
ITonssTrs Ta Buam OmaHkiB. BuMorm momo ckiamaHas, OQOPMIICHHS 1
BUKOPUCTaHHS OJIAHKIB.

Tema 3. Cucrema 10KyMEHTYBaHHSI OLIHIOBAHHS MOTPeOd cim’1, AiTel

3.1. Oco0uauBoCcTi OUIHIOBAHHA MOTpPed ciM’l, airedl 3 PpI3HUMHU
npoodjieMaMu

JIOKyMEHTYBaHHSl OIIIHKM MOTpeOd JUTUHM Ta 1i ciM’i, odOpMIEHHS
IHAMBINYaJbHOTO IJIAHY 1X COLIaJbHOTrO cynmpoBoay. OcoOIMBOCTI MPOBEACHHS Ta



JOKYMEHTYBaHHsS ekcrpec-ouiHkd. Crneuundika 3aiHCHEHHS Ta OQOpPMIICHHS
Mo4yaTtkoBoi  OWIHKKA. KoOMIUIeKCHa OIiHKa: Jiorika 1ii MOpOBEIEHHA Ta
JOKYMEHTYBaHHs. [HAMBIOyaJIbHUM IUIaH COLIAJIBHOTO CYNPOBOAY OWUTUHU Ta ii
ciM’1

3.2. Oc00,1MBOCTI OLiIHIOBAHHS MOTPEd AOPOCIUX 3 Pi3HUMHU NPOdIEMAMK

JIOKyMEHTYBaHHSI JJOPOCIHUX OCIO 3 MCUXIYHUMH PO3JaJaMH: TUIIOBa (opma
OLIIHIOBaHHA TMOTPeO; BU3HAYEHHS IHAMBIAyalbHUX MOTPed OTpUMYyBaya;
KOMIUJIEKCHE 0a30B€ OIIIHIOBAHHS; 1HJIWBIAYaJdbHUN TUIAH HAJaHHS TOCIYT;
CKJIaJaHHs JOrOBOPY NP0 HAJaHHSA COLIAJbHUX MOCAyr. JloKyMeHTyBaHHS
KJIIEHTIB 3 KaTteropii 6e340MHHUX 0Ci0: OJaHK MEPBUHHOIO OLIHIOBAHHSA, CTPYKTYpa
IHAMBIAYaJTLHOIO MJIaHy BIAMOBIIHO A0 MOTPEOD.

Tema 4. Oco0aMBOCTI HiATOTOBKM Ta BedeHHS OCHOBHHUX MNpodeciiiHnx
AOKYMEHTIB NpaliBHMKA COLIAJIbHOI yCTAHOBH

4.1. IlpakTtuka oQopMJEeHHSI JAOKyMeHTalil 3 BeJeHHSl COLIAJIbHOIO
BHNAKY

[TincTaBu ns BEACHHS BHITAJKy. XapaKTEPUCTHKA KPUTEPIiB BH3HAYCHHS
TUIY CKJIAQJHOCTI BHUMAnAKy. TaOmuisl OCOOJMBOCTEH BEIEHHS COIIaJIbHOTO
BUIAJIKYy CiMeH 3 TIThMHU.

4.2. OdopMiaeHHs JIAHY BTPYYaHHS

ITepeBaru Ta 0OMexKeHHS OCHOBHMX METOAIB 300py iH(opmaIlii mpo KiIi€HTa.
[ToHATTS «IJ1aH BTpYUYaHHS» SIK 3aC10 pO3B’si3aHHA MPOOJIEM, 3 SIKUMHU 3BEPTAIOTHCS
kiieHTd. Jlii coliaJbHOrO TMpalliBHUKA Ha €Taml peami3aiii IUlaHy BTpy4YaHHS.
MOHITOPHUHT SIK METO/IMKA BIJICTE)KCHHS] BUKOHAHHS IJIaHY BTPYYaHHS.

Tema 5. OO0Jik0BO-3BiTHA JOKYMEHTAlisl HAAAHHA CONIAJbHUX TMOCJIYT
ocodam, ki onnamwincs y CAKO

5.1. BeaneHHs1 JOKyMeHTAIIl Pi3HUX IPyN KJII€HTIB (ciM’s1, 1iTH)

Tepminu Ta BU3HAUCHHS MOHATH; YCTAHOBH, 110 HAJAOTh COIIANBHI MOCIYTH
cimaMm, ski onuHmIHCh y CXO. ®opmu 0O0MIKY COIIaJbHUX TOCIYT CIM’SIM
(ocobam), ski  mepeOyBalOTh Y  CKIAQOHHUX  JKATTEBUX  OOCTAaBHHAX:
[ToBimomnienns/indopmariiss po AUTHHY, ciM’i0 (ocoOy), sika mepelyBae y
CKJIQJHUX XKUTTEBUX 00cTaBuHaX; KapTka 00miky po6oTu 3 cim’e€ro (0c00010); AKT
OIIIHKK TIOTped AUTHHM Ta ii ciM’1 (MoYaTKoOBa OIIHKA); AKT OIIHKK MOTped cim’i
(ocobwm) (movaTkoBa OIliHKA); AKT OILIIHKHK MOTpeOd TUTUHU Ta ii ciM’1, ciM’1 (0coOn)
(komriekcHa ~ omiHka); Ilmam  comiampHOro  cympoBoay ciM’i  (ocoOm);
[HnuBinyanpHUN TIIAH COIIAJBHOTO CYIMPOBOAY TMOTEHIIMHOTO OTpUMYyBada
comianbHux mocayr; HampaBnenus cim’i (ocoOu) mo iHmoro cy6’ekra; 3BiT 3a
pe3yNbTaTaMu COIIATbHOTO CympoBoay ciM’i (ocobm); Indopmariis momo 00Ky
MOTEHIIITHUX OTPUMYBadiB colianbHuX mociyr; OcoboBa crpasa cim’i (ocobmn).

HoxymenTtariss ctBopenss I1C, JIBCT, BmamTyBaHHS AUTHHU Ta CyIPOBOAY
MPUMOMHOT CIM’1 Ta MPUHUOMHOI TUTHHHU. TeXHIYHA JOKYMEHTAIlS 10 CTaHAapTy
COIlIaJIbHUX TOCHYT, 1110 HaAaIOThCS ITSIM, K1 3a3HaJIM HaCUJIbCTBA y ciM’i.. Hakas
09.07.2014 Ne 450 «IIpo 3atBepmxeHHs (HopM OOIIKY COIMIATBHUX MOCTYT CiM’ SIM
(ocobam), siki mepeOyBarOTh y CKIAJIHUX JKUTTEBUX 00CTaBUHAX) .


https://zakon.rada.gov.ua/laws/file/text/26/f431214n26.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n26.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n40.doc
https://zakon.rada.gov.ua/laws/file/text/31/f431214n47.doc
https://zakon.rada.gov.ua/laws/file/text/31/f431214n47.doc
https://zakon.rada.gov.ua/laws/file/text/31/f431214n48.doc
https://zakon.rada.gov.ua/laws/file/text/31/f431214n48.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n30.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n30.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n38.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n39.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n39.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n33.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n43.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n43.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n44.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n44.doc
https://zakon.rada.gov.ua/laws/file/text/26/f431214n45.doc

5.2. IIpakTuka 0(pOpMJICHHA JOKYMEHTIB COLIAJIBHOIO 00C/JIYrOBYBAHHA
HaceJIeHHS

CtpykTypa akTy OOCTEKEHHA MarepiaJbHO-OOYTOBHX YMOB; (popma 3asiBU
KJIIEHTA Ha CoLlaJibHE O0OCIyrOBYBaHHS;KapTa BU3HAYEHHS 1HAMBIAYaJIbHUX
norped oTpuMyBaya COLIAJBHUX MOcAyr; ¢opma JOroBOpy Npo HaJdaHHS
COLIIAJIBHUX TOCIYT 1HIMBIyaJlbHUH TUIaH HAJlaHHSA COLIANbHOI MOCIYTH; KypHaI
HaJIaHHSI COLIIAJIbHUX MOCTYT (0€30IJIaTHO Ta MJIATHIA OCHOBI).

Tema 6. O0,ik0oBO-3BiTHAa JOKyMeHTAallid HaJaHHSA COLIAJBHUX MOCJAYr 3
3aXHMCTYy NMPaB JIOAUHI

6.1. JlokymMeHTYBaHHS AisSUILHOCTI 3 MUTaHb MEHCiiiHOro 3a0e3neyeHHs i
COLiaJILHOTO 3aXHCTY HACEJIeHHS

[lepenik JOKYMEHTIB, HEOOXIAHUX JJIs1 OPOPMIIEHHSI OCOOOBHX CIIpaB JIIOJIEH,
Kl OOCIyroBYIOTBbCS Yy BUIAUICHHSAX COLIaNbHOI Jonmomoru Biaoma. Ilepenik
JIOKYMEHTIB 1HBaJIAIB, OJMHOKUX Hempane3aaTHux rpoMajsH. CraHmapTuzarlis
€JEKTPOHHOTO J0KyMeHTooOIry. Kiacudikaiis mnporpaMHoro 3a0e3nedyeHHs
CUCTEM YIIpaBJIiHHA eaeKTpoHHUMH TokyMeHTamu (CYE]).

6.2. JlokyMeHTYBaHHS cOLiaJIbLHOI MOCIYIH 3 MPaleBJIAlITYBAHHSA

[Tepenik moxymentiB HeoOximuux C3H. 3asma. Tpymoa yroma. IlocamoBa
IHCTpYKIisl. AKTH. 3BIT. Y3arajapbHeHUM 3BIT. MeToauka opOpMIICHHS KaJIpoBOi
nokymenTaiii. OcobOoBa kaptka. Kanmpoa mokymenTtaiiis. Bxinmna. Buxigna.
PoGora 3 JlepkaBHUM  Kiacu(piKaTOpOM npodeciii Ta JloBiTHUKOM
KBamiiKallIfHUX  XapaKTepUCTHUK  mpodeciii  mpaliBHUKIB:  OCOOJHUBOCTI
HepxxaBHoro kiacudikaropa mnpodeciif; po3’siCHEHHS OCHOBHMX IMOHSTH Y
kinacudikaropi; cTpykrypa JloBigHuka KBadihiKaifHUX XapaKTEPUCTUK Mpodeciid
IpaIiBHUKIB.



2. CTpyKTypa HaBYAJbHOI JMCUMILIiHHA

KinbkicTs rogua
Hazsu 3micToBux JieHHa opMa 3aouna ¢opma
MOJIYIIIB 1 TEM YeBOro y ToMy uHcx YChOro Y TOMy 1HCIi
7| om | 7mab | iHO | c.p. bl n | mab | iHO | c.p.
4 120 [16(120 - | - |94 | 120 | 6|6 - | - |
1 2 3| 4 5 6 7 8 9 |10 11 | 12 | 13
Mogyas 1
Tema 1.Micue 10KyMEHTYBaHHS B AislJIbHOCTI OpPraHiB couiajabHOi po0oTH
1.1. IcTopis
PO3BUTKY 7 - 2 - - 5 7 - - - - 7
JIJTOBOJICTBA.
1. 2. Knacudika-
ifHI O3HAKH 8 9 i i i 6 8 ) 5 ) ) 6
OCHOBHUX
JIOKYMEHTIB.

Pazom 3a Temorol. 15 2 | 2 - - |11 15 - 2 - - | 13
Tema2. /lis1oBoACTBO B He3aJIe:KHill YKpaiHi; 0CHOBHI mpogeciiiHi J0KyMeHTH NpaniBHUKA
COLiaJILHOI YCTAHOBH

2.1. HopmaTuBHa 1
HOBUIKOBOY 7 22| -]-1]3 7 2 | -| - |- |5
iHpopMarliitHa
JIOKYMEHTAITis
2:2. Knacnfixa- 8 |22 -|-]a| 8 | -|2|-]-1|s
I1is1 TOKYMEHTIB.
Pazom 3a Temoro2 15 4 | 4 - - 7 15 2 2 - - |11
Tema3. Cucrema JOKYMeHTYBAHHSI OLIHIOBAHHS NIOTPed cim’i, niTei
3.1. OcobauBocTi
OLIIHIOBAaHHS
notped cim’i, 7 - 2 - - 5 7 - 2 - - 5
JUTEH 3 pI3HUMHU
podsIeMamH.
3.2.0cobmuBocTi
OL[IHIOBAHHSA
nmoTped JopoCIuX 8 2 | 2 - - 4 8 - 2 - - 6
3 pI3HUMH
po0IeMamH.
Pazom 3a Temor03 15 2 | 4 - - 9 15 - 4 - - |11
Tema 4. Oco0MBOCTI MIATOTOBKYU TA BeleHHS OCHOBHUX NMPogeciiiHNX T0KYMEeHTIB
NMPAaliBHUKA COMIAJbLHOI YCTAHOBH
4.1. IlpakTuka
oopmieHHS
JOKYMEHTAIII] 3 7 i i i i 7 7 i i i i 7
BEJICHHS
COLIaJIbHOrO
BUIIAJIKY.
4. 2. OpopmieHHs 8 i 9 i i 6 8 i i i i 8
TUTaHYy BTPYYaHHS.
Pasom 3a remoro4 15 - 2 - - 13 15 - - - - | 15




Tema5. O0,1ik0BO-3BITHA TOKYMEHTALlisl HAZAHHS COLIAJbHUX MOCJIYT 0c00aM, SIKi

omnamwiauck y C;KO

5.1.Benenns
JIOKyMEHTAIli1
pi3HUX TpyN 7 2 | 2 - - 3 7 -
KJTIEHTIB (CiM’1,
JiTei).

5.2.Ilpaktuka
oopmieHHs
JIOKYMEHTIB 8 5 | . ] ] 8 8 5
COIIiabHOTO
00CITyroByBaHHs
HaCEJICHHS.

Pasom 3aremoro 5 15 4 2 - - 11 15 2

2

13

Tema 6. O0J1ik0BO-3BiTHA TOKYMeHTallisl HAIAHHS COLIATbHUX MOCTY
JIIO[IMHH

rizs

axucTy npaB

6.1. lokymenTy-
BaHHS JISIBHOCTI 3

[IUTaHb IIEHCIH-
HOro 3a0e31neyeH- 7 2 - - 5 7 2
HA 1 COIIAIBHOTO
3aXHCTY
HaCeJIEHHS.

6.2. JlokymeHTy-
BaHHS COIIAJIBHOT
MOCTTYTH 3 TIpare-
BIIAIITYBaHHS.

PasomM 3a Temoro 6 15 4 - - - 11 15 2

13

Ycboro 120 16|10 | - - |1 9% 120 6

108




4. Temu JeKuiu

Ha3Bu Tem

KinbkicTh rognu

2

[enna

3aouHa

Micuye 0okymenmyeannsa ¢ 0iA1bHOCHMI OP2AHIE COUIATbHOT
pobomu

2

1.1.

IcTopis po3BUTKY AijIoBOACTBA

BuHHMKHEHHS TUTOBOJICTBA.; BUJIU JUIOBOJICTBA B Pi3HI MEPio M.
HinoBoactBo B Ykpaini. 3akoH Ykpaiau «IIpo aimoBoacTBo».
CrpykTypa JOKYMEHTO3HaBCTBA: 3arajibHe, CIELIalbHE Ta
YaCTKOBE JIOKyMEHTO3HABCTBO.

B3aeM03B’5130K JOKYMEHTO3HABCTBA 3 IHIIMMU T'ally3sIMU 3HAHb.

1.2.

Kaacudikauniiini 03Hakyu 0CHOBHUX JOKYMEHTIB

KirouoBi  TepMiHM  HAaBYAJIBHOI  JUCHUIUIIHU:  JIOKYMEHT,
JOKYMEHTO3HAaBCTBO,  JOKYMEHTOBEJIEHHS, JOKYMEHTYBaHHS,
JIOKYMEHTOOOIT.

[ToHATTST MIATBHOCTI OpraHiB  comiadbHOI poboTH Ta il
JOKYMEHTAIIHHOTO 3a0e3NeYeHHS.

OyHkuii  oQINIAHUX JOKYMEHTIB: IpaBOBa, YIPaBIIHCHKA,
iHpopMalliiiHa, TOBIKOBA, PEry/I0BaIbHA, KYJIbTYpPOHOCHA TOLIO.
Crnioco0Owu 13aco0u nepenaBaHHs iHGopMallli y JOKYyMEHTaXx.

inoeoocmeo y nezanexncuniii Ykpaini; ocnosni npoghpeciiini
00KymMeHmu OiAIbHOCMI NPAYIGHUKA COUIAIbHOT YCMAHO8U

2.1.

HopmaTtuBHa i 1oBinkoBo-iHGopmaniiHa TOKyMeHTaLis
OCHOBHI HaIPsIMU COITIAIBHOT MOJIITUKA B YKpaiHi.

OcnoBHi monoxkerHss 3Y «IIpo comianbHl mocayru», «IIpo
OXOpOHY MEPCOHATBHUX TAHHX).

Jlep>kaBHI ~ HOpPMAaTHBHI ~ JIOKYMEHTH, SIKI  IIITBEPIKYIOThH
MPaBOMIPHICTh ASUIBHOCTI TpaIliBHUKA COINIAJIbBHOI YCTaHOBH;
COITIAJILHOTO TIpaIiBHUKA B CHUCTEMi OCBITH; COILIAIBHOI CIIYKOH
IUTSL MOJIOII.

Knacudikamiss HOpMaTtuBHOI Ta  JOBIIKOBO-iH(pOpMaIiiHOT
JOKYMEHTAITIi.

2.2.

Kuacugikanisa 10kymeHTiB

[TonarTs, Mera, TNPUHIMIOM Ta 3HAYCHHS  Kjiacudikamii
JOKYMEHTIB. 3arajibHa XapakTepUCTHKA HAIIOHATHHOTO CTaHAAPTY
VYxpainn «JACTY 4163-2003 [epxaBHa yHi(ikoBaHa cUCTeMa
JTOKyMeHTalii. YHi(ikoBaHa CUCTeMa OpraHizaliiHO-po3nopsSAUO0T
JIoKyMeHTalii. Bumoru 10 ogopmiioBaHHS TOKYMEHTIBY.

ETvuHi npuHOUOM BeAEHHS JOKyMEHTalii ans Cciyk00BOro
KOPHUCTYBaHHSI.

Cucmema 00KyMeHmMy8anHsa oWin08anusa nompeod cim’i, oimeil

3.1.

Ocob0mBocTi oniHIOBaHHA mNoTped ciM’I, aiTedl 3 pi3HUMH
npodJjemamu

JIOKyMEHTYBaHHS OLIIHKU MOTped TUTHHU Ta ii ¢iM’1, o(hopMIIeHHS
IHAMBIAYaJIbHOTO TUTAHY 1X COLIaJIbHOTO CYPOBOIY.

Oco06MBOCTI MPOBEJCHHS Ta JOKYMEHTYBAaHHS EKCIpPEeC-OLIHKH.
Crnenudika 3aiiicHeHHs Ta O(OPMIEHHS IOYAaTKOBOI OILIHKH.
KommuiekcHa oriHka: jiorika ii mpoBeieHHs Ta JOKyMEHTYBaHHS.
[nauBinyanbHU TUTaH COIIAIEHOTO CYMPOBOAY JUTHHH Ta il ciM’i
SIK IOKYMEHT.




3.2.

Oco0mmBocTi OWiHIOBAaHHA T1OTpPed AOpOCAMX 3 Pi3HUMH
npoodJjemMamMu

JIOKyMEHTYBaHHSI JIOpPOCIUX OCI0 3 TCHUXIYHHMH pO3JIaJaMu:
TUNOBA (popMa OIIHIOBAHHS MOTPeO; BU3HAUYCHHS 1HAWBITyaTbHUX
noTped OTpUMyBaya TOIIO.

JIOKyMEHTYBaHHsI KJII€HTIB 3 KaTeropii 0€3J0MHUX 0Ci0.

Ocobueocmi niocomoeKu ma 6e0eHHA OCHOGHUX RNPOghecitHux
00KyMeHmi6é nPAyi6HUKA COYianbHOI YCIAaHOo8U

4.1.

IIpakTuka opopmiIeHHS JOKYMEHTANII 3 BeJleHHS COLiaJIbHOr0
BUIAIKY

[TincTaBu 1S BEACHHS BHUITAJIKY.

XapakTepucTUKa KPUTEPiiB BU3HAYCHHSI THUITY CKIIQIHOCTI
BUMAAKY. TaOnuIlst 0COOMBOCTEH BECHHS COIIAIbHOTO BUMAAKY
ciMel 3 NITbMH.

4.2.

Od¢opmiieHHs MUIaHY BTPY4YaHHS

[lepeBaru Ta 0OMEXEHHS OCHOBHUX METOIB 300py 1H(pOopMallii
PO KJTIEHTA.

[ToHATTS «TU1aH BTPYYaHHSD) SIK JOKYMEHT PO3B’si3aHHS pooiieM 3
SKHUMH 3BEPTAIOTHCS KITIEHTH.

CrniocoOu ikcalii pe3yabTaTiB BUKOHAHHS TUIaHY BTpPYYaHHSI.

001iK060-36imMHa 0OKyMeHmayis HA0AHHs COUIATbHUX
nocayz ocovoam, aki onununuce y C2KO

5.1.

BenenHsi nokymMeHTalil Pi3HUX Py KJIIEHTIB (ciM’s1, TiTH)
TepMminu Ta BH3HAUEHHS TOHATH, YCTAaHOBH, WLIO HAJIAIOTh
COIliaJIbH1 TOCHYru ciM’siM, siki ommHWIHCh y CXO. dopmu
00JIIKYy COIllaIbHUX TOCTYT ciM’siM (ocobaM), sIKi TepedyBaTh y
CKJIQJIHUX KXUTTE€BUX oOcTaBUHAX. JloxkymenTaris ctBopeHHs [1C,
JBCT, BrnamTyBaHHS TUTHHHU Ta CYMPOBOIY MPUMOMHOI CiM’1 Ta
NpUOMHOT AUTHHU. TexHIYHAa JOKyMEHTalis 10 CTaHAapTy
COIlIAJIbHUX TIOCHYT, IO HAJAIOThCA JITSAM, SKI  3a3HAIU
HACWJIbCTBA Y CIM 1.

5.2.

IIpakTuKa 0(popMIIeHHS JOKYMEHTIB COLiaIbLHOI0
00CIyrOByBaHHSI HACEJIEHHSA

CTpyKTypa aKTy 0OCTEKEHHS MaTepialbHO-ITIOOYTOBUX YMOB.
®opmu (3pa3Ku) TOKYMEHTIB, IO MOJAIOTHCS KIIEHTOM.

®opmiu (3pa3Ku) JOKYMEHTIB, 110 OQOPMITIOIOTHCS 1711 HaIaHHS
COIIAJIbHUX TIOCTIYT.

001iK060-36imHa 0OKyMeHmMayia HA0AHHA COUIANbHUX NOCTY2Z 3
3axucmy npag 1100uHU

6.1.

JlokyMeHTyBaHHsI  JiSlJIBHOCTI 3 MNHUTaHb  INEHCIHOrO
3a0e3ne4eHHsl i COLIATBHOIO 3aXMCTY HACEJICHHS.

Ilepenik NOKYMEHTIB, HEOOXiTHUX Ul OQOpMIIEHHS 0COOOBHX
cripaB Jtofed, sfKi OOCIYroBYIOTHCS Y BIJJIUIEHHAX COLIAIBHOT
JIOTIOMOTH BJIOMa.

[lepenik AOKYMEHTIB IHBaTiJiB, OJUHOKHX  HEMpale3IaTHUX
rpomajsH. CTaHgapTH3allis eJIeKTPOHHOTO JOKYMEHTOO0OIry.

6.2.

JIoOKyMeHTYBaHHSI cOLiaJbHOI MOCJIYIH 3 NPaleBJIAITYBAHHA
[Tepenik MOKyMEHTIB HEOOXITHUX CIIYyKOl 3aHSATOCTI HaCEICHHS
(C3H).

Oco6nuBocTi Jlepx’aBHOTO KkiacugikaTopa npodeciii;
PO3’CHEHHs] OCHOBHUX HOHSATH Y KJIacH(iKaTopi.




Crpyktypa  JoBigHuka  KBamiikamifHUX  XapaKTEPUCTHK
npodeciii mpaiBHUKIB.

Ycnoro:

16 6

5. Temu ceMiHAPCBLKHUX 3aHATH

Ha3Bu Tem

KinbkicTh rognn

2

Jlenna | 3aouna

Micuye 0okymenmyeannsa ¢ 0iA1bHOCHMI OP2AHIE COUIATbHOT
pobomu

2 -

1.1.

IcTopis po3BUTKY AijIoBOACTBA

BunukHenns AuIoBoACTBa. AKTOBe OUI0BOACTBO. Hakazme
JIUTOBOJICTBO.

Konerianbnae ainoBoacTBo. Bukonasue aiioBoACTBO. J[UI0BOICTBO
3a paJTHCHKUX YaciB.

HutoBonctBo B VYkpaini. 3akoH Ykpaiau «I[Ipo mimoBOACTBOY.
CrpykTypa JOKYMEHTO3HAaBCTBA: 3arajibHe, CIICIlialbHE Ta
9aCTKOBE JIOKYMEHTO3HABCTBO.

B3aeM03B’s130K TOKYMEHTO3HABCTBA 3 IHIIMMU TaTy3sMH 3HAHb.

Kaacudikauiiini 03Haku 0CHOBHHX 10KYMEHTIB

Jlinosoocmeo y nezanexcuin Ykpaini; ocnoeni npogeciiini
00KyMeHmu OisA/IbHOCMI NPAYIGHUKA COUIAIbHOT YCMAHO8U

2.1.

HopmaTtuBHa i 1oBigkoBo-iHGopmaniiHa TOKyMeHTaLis
OCHOBHI HaIPsIMU COITIAIBHOT MOJIITUKA B YKpaiHi.

3aranpHa JIEKJIaparlis mpas JIOAUHU.

OcnoBHi monoxkeHHs: 3Y «lIpo comianeHi mociayru», «IIpo
OXOpOHY MEPCOHATBHUX TAHHX).

Jlep>kaBHI ~ HOpPMATHBHI ~ JIOKYMEHTH, SIKI  IIATBEPIKYIOThH
MPaBOMIPHICTh ASUTBHOCTI MpalliBHUKA COIIAIBHOT YCTaHOBH.
Knacudikamiss HOpMaTHBHOI Ta  JIOBIIKOBO-iH(pOpMaIiiHOT
JOKYMEHTAITIi.

2.2.

Knacudgikanist 10kymeHTiB

[TonarTs, M™MeTa, TPHHIUOM Ta 3HAYCHHS  Kiacudikaii
JOKYMEHTIB. 3arajibHa XapaKTepUCTHKA HAI[IOHAJIHHOTO CTAaHIAPTy
VYxpainun «JACTY 4163-2003 [epxaBHa yHipikOBaHa cHUCTEMa
JOoKyMeHTalii. YHi(ikoBaHa CUCTeMa OpraHi3aliifHo-po3nops 4ol
JToKyMeHTalii. Bumoru 10 ogopmiioBaHHS TOKYMEHTIBY.

ETvuHi npuHOUnM BeneHHS JOKyMEHTAIil s CiIy)k0OBOTO
KOPHCTYBaHHSI.

Ilonsattss  pekBi3uta, Qopmynsapa Ta  (opMynspa-3paska
CIIy’KO0BOT0 JIOKyMEHTA.

Cknag pexkBI3UTIB JOKYMEHTIB Ta CXEMH iX pO3TallyBaHHS.
[MocrTiitHi iHENOCTIIHI PEKBI3UTH TOKYMEHTA 1 OpraHizatii.
IMonsTTs Ta BuaM OnaHkiB. Bumorn 1momo ckiagaHHS,
o(OopMIICHHS 1 BAKOPUCTAHHS OJaHKIB.

Cucmema 00KyMeHmMy8anHnsa ouino6anus nompeod cim’i, oimeil

3.1

3.1. Oco0auBoOCTI OLiHIOBaHHSA MOTPed ciM’i, aiTeil 3 pi3HUMH
npoodJjemamu

JIOKyMEHTYBaHHS OI[IHKU MOTped TUTHHU Ta 1i ¢iM’1, ohopMIIeHHS
IHAMBIAYaJILHOTO TUTAHY 1X COIIaJIbHOTO CYPOBOIY.




Oco06nmBOCTI MPOBEACHHA Ta JOKYMEHTYBAHHS EKCIPEC-OILiHKH.
Crnenudika 3aiiicHeHHS Ta O(OPMIIEHHS MNOYAaTKOBOI OLIHKH.
KommuiekcHa ominka: jorika i IpoBeJCHHS Ta JTOKYMEHTYBAaHHS.
[HMBigYyaIbHUH TJIAH COLIAIBHOTO CYNPOBOY AMTHHM Ta 1i ciM’1

3.2

Oco0mmBocTi OUiHIOBAaHHSA T1OTPed AOpPOCAMX 3 Pi3HUMH
npoodJjemMmamMu

JIOKyMEHTYBaHHSI JIOPOCIUX OCI0 3 TMCUXIYHUMH PpO3JIaJaMu:
TUNOBA (popMa OIIHIOBAHHS MOTPEO; BU3HAYCHHS 1HANBITyaTbHUX
moTped OTpUMyBada; KOMIUIGKCHE  0a30BE  OI[IHIOBAHHS;
IHIMBITyaIbHUNA TUTAH HAJIAaHHS MTOCIIYT; CKJIaJIAHHS IOTOBOPY PO
HaJaHHS COIIAJIbHUX MTOCIYT.

JlokyMeHTyBaHHs KIJII€HTIB 3 Kareropii 0e3oMHUX oci0: OjmaHK
MEPBUHHOIO OI[IHIOBAHHS, CTPYKTypa IHAWBIAYaJIbHOTO IUIAHY
BIJIMOBIJIHO JI0 MOTPeO

Ocobueocmi niocomoeKu ma 6e0eHHA OCHOGHUX RNPOGhecitHux
00KyMeHmieé npayi6HUKA COUianbHOl YCMAaHOo6U

4.1.

IIpakTuka odopmMiieHHs JOKYMEHTANIl 3 BeJeHHS CONiaJbHOr0
BUIAIKY

[TincTaBu 11 BEACHHS BHITAIKY. XapaKTEPUCTHKA KPUTEPIiB
BU3HAUYEHHS TUITY CKJIAIHOCTI BUMAAKY. TaOuuirsi ocoOmmBoCTeH
BEJICHHSI COIIAJIbHOTO BHUIAJIKYy CIMEH 3 TITbMH.

4.2.

O¢opmileHHS UIaHY BTPYYaHHS

[lepeBaru Ta 0OMeXEHHsSI OCHOBHUX METOIB 300py 1H(opMarii
PO KIJTIEHTA.

[ToHATTS «TUTaH BTPYYaHHS» K 3aci0 PO3B’s3aHHS IpoOIeMm, 3
SKHUMH 3BEPTAIOTHCS KITIEHTH.

J1ii coriaibHOTO TpaIliBHUKA HA €TaIll pearizallii miany
BTpYy4YaHHS.

MOHITOPHHT SIK METO/IMKA BIACTEKEHHS BUKOHAHHS IJIaHy
BTpYYaHHS.

0011iK080-36IMHA OOKYMEHMAYiA HAOAHHA COUIAIbHUX ROCTTY2
ocodam, aki onunuaucey y C’KO

5.1.

Benennsi nokymMmeHTalil pi3HUX rPyN KJII€HTIB (CiM 51, 1iTH)
®opmu  00JIKYy comialbHUX TOCIyr ciM’sM  (ocobam), sKi
nepedyBarOTh Y CKJIAIHUX KUTTEBUX 0OCTaBHHAX.

HoxymenTariss ctBopenns [1C, IBCT, BnamtyBaHHs AUTUHU Ta

CYIIPOBOJIy IPUHOMHOT ¢iM’1 Ta MPUHOMHOI AUTHUHHU.

TexniyHa AOKYMEHTAIlisl MO CTaHIAPTY COIiaIbHUX TOCIYT, IO
HAJAIOTHCS JIITSAM, SIKi 3a3HAJIM HACHJIBCTBA Y CIM i

5.2.

IIpakTuka odopm/IeHHSI JOKYMEHTIB COiaIbHOI0
00CJIyroByBaHHS HaceJeHHS

CTpykTypa akTy 00CTeXEHHS MaTepialbHO-MOOYTOBUX YMOB.
@dopMHU JOKYMEHTIB Ha colliaJibHe 00CITyroBYBaHHS.

001iK060-36imna 00OKyMeHmauia HA0AHHA COUIATbHUX NOCTIYC 3
3axucmy npag 1100uUHU

6.1.

JlOKyMeHTYBaHHA  JiSJIBHOCTI 3  NHTAaHb  NEHCiHOro
3a0e3ne4eHHsl i COLIATBHOIO 3aXMCTY HACEJICHHS

[lepenik JOKYMEHTIB, HEOOXITHUX Ui OQOPMIICHHS 0COOOBHX
cripaB Jiofed, fKi OOCIYroBYIOTbCS Y BIIJUICHHSX COLIAIBHOT
JIOTIOMOTH BJIOMa.

Ilepenik AOKYMEHTIB IHBaNiAiB, OJMHOKMX  HEMpale3laTHUX
rpomajsaH. CTaHgapTH3allis eJIeKTPOHHOTO JOKYMEHTOOOIry.
Knacudikanis nporpamHoro 3a0e3neyeHHs] CHUCTEM YIpaBJIiHHS




enexkTpoHHUME gokymentamu (CYE]D).

6.2.

JIoOKyMeHTYBaHHS cOLiaJIbHOI MOCIYIH 3 NpaleBJIAlITYBAHHSA
[epenix noxkymenTiB Heooxinuux C3H.

Po6oTa 3 [lepxaBauM knacudikaropom mnpodeciii Ta JloBigHUKOM
KBaJTi(iKaIIfHUX XapaKTepUCTUK Tpodeciii mpaliBHUKIB.
Oco6mmBocTi Jlep>kaBHOTO kiacugikaTopa npodeciii;
PO3’CHEHHS] OCHOBHUX TIOHSATH Y KJIacH]iKaTopi.
Crpykrypa  JoBigHuka  KBamidikariifHUX
npodeciii mpaliBHUKIB.

XapaKTEPUCTHK

Ycnoro:

10

6. CamocrTiiina podora

Ha3Bu Tem

KinbkicTh rognu

2

[enna

3aouna

Micue 0ooxymenmyeanns 6 OisA1IbHOCMI OP2AHI8 COUIATbHOT
pooomu

11

13

IcTopis po3BUTKY AijIoBOACTBA

Komn BUHMKJIO JITOBOACTBO? 3pobiTh MOPIBHSUTbHY
XapaKTEPUCTHKY JUTIOBOJICTBA 32 PAISTHCHKUX YaciB 1 HE3aJIekKHOT
YkpaiHu.

5

7

KnacudikaniiiHi 03HaKH 0CHOBHUX JIOKYMEHTIB.

Jinoeoocmeo y nezanexncuniii Ykpaini; ocnosni npoghpeciiini
00KymMeHmu OisA/IbHOCMI NPAYIGHUKA COUIAIbHOT YCMAHO8U

11

2.1.

HopmaTtuBHa i 1oBigkoBo-iHGopmaniiHa JOKYMeHTaList
3akoHCIIeKTYBaTH OCHOBHI TmosioxkeHHs 3Y «IIpo comianpHi
nociyrm», «IIpo  OXOpOHY MEpPCOHATBHUX JaHHX»  I0JI0
JUTOBOJICTBA B COIIaNIbHIN po0OoTi. [lo3HalloMHuTHCS 3 TIEpeTikoM
Ta KOJaMM OCHOBHHMX O3HAK 1 YUHHUKIB CIM1/0COOM.

2.2.

Knacudgikanist 10kymeHTiB

3aKOHCIIEKTYBATH OCHOBHI IIOJIOKCHHSI CTaHIApTy YKpaiHH
«ICTY  4163-2003  JlepxaBHa  yHiiKOBaHa  cHUCTEMa
JTOKyMeHTallli. YHipiKoBaHA CHCTeMa OpraHi3aliiHO-po3nopsauoi
JIokyMeHTalii. Bumoru 10 ogopmiitoBaHHS TOKYMEHTIBY.
O3zHalloOMUTHCS 3 TPOLEAYPOIO KOJYBaHHS MPOOJIEeM KIIIEHTIB,
OCHOBHHX O3HaK, BHJIB JEpXKABHOI JOIMOMOIH, HEOOXITHHUX
3aXOJiB 11010 TIOI0JTaHHS poosieM (Taodur.. 5.1.).

Cucmema OOKymMeHmy6aHHA OUIHIO6AHHA nompeod cim’i,
Jdimeit

11

3.1.

3.1. Oco0auBocCTi oniHIOBaAaHHSA MOTPed ciM’i, AiTel 3 pisHUMH
npodJjemamu

HaBuanbHe omnpairoBaHHs KapTok ((popM) OIIHKH MOTped AUTUHU
3 0coOnMBMMHU TOTpeOaMM; JUTUHU, sKa 3aJdIIniach 6e3
MIKTyBaHHS 0aThbKiB; MNpuiOMHOI AUTUHU. OCHOBHI CKIIAJOBIi
OI[IHIOBaHHS BIANOBITHO MPOOIEMH TUTHHH.

3.2.

Oco0/1mBOCTI OWIHIOBAHHS TMOTPed JOpPOCIMX 3 PI3HHUMH
npoodJjemMamMu

HaBuanpHe ompamtoBaHHs  KapTku  (popMH)  TEPBHHHOTO
OLIIHIOBAaHHS MOTpeO KIIiEHTIB (IHBATiIIB Ta OCI0 MOXHMJIOTO BIKY)
Ta 3 Kareropii 0e3J0MHHX; CTPYKTypa IHAWBIAYaIbHOTO IUIAHY
BIJIIIOBIJTHO 710 IOTPeEO.




4 Ocobueocmi niocomoeKu ma 6e0eHHA OCHOGHUX RNPOghecitHux 13 15
] 00KyMeHmie npayi6HUKA coOyianbHol yCmanosu
41 IIpakTuka oopmiaeHHs T0KyMeHTAlil 3 BeleHHS COLiaJILHOIO 7 7
BHIIAIKY
OdopmiieHHs IUIaHY BTPYYAHHS. 6 8
49 O3HaI\/JIOMI/I?‘I/IC$I 3 KapTKOIO (qlopMO}o) IIOAO BU3HAYCHHA THUILy Ta
CKJIAJJTHOCTI BHIIAJIKy: TPOCTHH, CEPEeIHBOI CKIAAHOCTI, CKIIaTHHIA,
EKCTPEHUH.
5 001iK060-36imHa 0OKyMeHmauia HAOAHHA COUIATIbLHUX ROCTIY2 9 11
' ocooam, aki onunuauces y C2KO
Benenns noxkymeHnrauii pisHux rpyn Kjai€HTiB (ciM’s1, 1iTH) 3 5
O3HallOMJIEHHS 3 MAKeTOM JOKYMEHTIB IIOJ0 BJAlTyBaHHS
5.1. | iuTUHU Ta CynpoBOAY MPHUHOMHOI ciM’i Ta MPUHOMHOI JUTHHU
(ocoboBa cmpaBa, aKT OOCTEXKEHHS >KUTIOBO-NIOOYTOBHX YMOB,
maH cynpoBoxay I1C tomno).
59 IIpakTuka opopmiIeHHS TOKYMEHTIB COLiaIbHOIO 6 6
" | 00CTyroByBaHHSI HaceJIeHHs (TEPIEHTPOM)
6 001iK060-36imMHa 0OKyMeHMayin HA0AHHA COUIATbHUX NOCTIY2 3 11 13
] 3axucmy npae a00unu
6.1 JlokyMeHTYBaHHs  JisSUIbHOCTI 3  NHUTAaHb  MeHCiiiHOTO 5 5
" | 3a0e3me4eHHs i COLIAJbHOIO 3aXHCTY HACEJIEHHSI.
6.2. | JlokyMeHTYBaHHsI COLiAJIbHOI MOCJIYTH 3 MPaleBJIAlITYBAHHS 6 8
Ycboro: 94 108

7. ImpuBinyajabHa podorta

JIOKYMEHTO3HABCTBO JIJIsi OpTaHiB COIiabHOT poO6oTH?

1.1. Cxiactu cxeMy B3a€MO3B’SI3KY JOKYMEHTO3HABCTBA 3 IHIITUMU TATY35IMU 3HAHb.
2.1. Ha3Bite knacudikaiiifHi 03HaKu OCHOBHUX JOKYMEHTIB. SIKy pojib Bimirpae cydacHe

2.2. OpieHTYBaTHCS y BIAMOBIAHOCTI KOAY Ta 3MICTY BHJIB JCp)KaBHOI JOMOMOTH YU

HEOOXITHUX 3axXOJliB y TMOjo0JiaHHI mpoOnemu kimieHta (HarmionaneHuit cranmapt Ykpainu
«JICTY 4163-2003; Tabm.. 5.1.).

OJIHOTO BHUMAJIKY).

(ocobucTicth 3 OM3 abo 6e310MHi A0pOCITi).

8. MeToau HABYAHHA

CroBecHi: nekitii, 6eciga, AUCKYCisi, MO3KOBUH ITYpM TOIIO
HaouHi: cnocrepexkeHHs 3a AiUIbHICTIO (axiBIiB, HaBYallbHa TMpe3eHTalis, (opmu,

OJTaHKH AOKYMCHTYBAHHSA TOIIO

9. 3aco0M OLiHIOBAHHSA

IIpakTU4HI: MPaKTUYHI BIPaBH, METOJ aHAII3y, CUCTEMaTU3allil iHpopmalii T

3.1. BukoHaTu HaBYaJIbHE 3aITIOBHEHHS KapPTOK OILIIHIOBAHHS MOTPEO MUTHUHHU (BIAMOBIIHOTO
3.2. CkiacTy HaBYAJIbHUHN 3pa30K 1HAUBIAYaJbHOTO ITUIAHY KJIIEHTa BIAMOBITHO A0 MOTpEO

4.2. CknacTv HaBYaJIbHUIM IJIaH COI[IAIbHOT MIATPUMKH CiM’17/0COOH BIAMOBITHO BUIIAJKY.
5.1. O3naitomuTucs 3 KapTKaMu (popmMamu) cyrepBizii conianbHoOro cymnposoxerHs [1C.

3acobamu OI_[iHIOBaHH}I Ta METOAAMU IACMOHCTPYBAHHSA pe3yJ'ILTaTiB HaBYaHHA MOXYTb

Oytu:
—  3aIiK




— CKJIQ[IaHH$ 3pa3KiB JOKYMEHTIB;
— odopmiieHHs opTHoITio 3pa3kiB MpodeciiHoi JOKyMEHTAITIl.

10. Po3noais 0aJiB, AiKi OTPUMYIOTH 3100yBa4i BUILOI OCBITH

[Toroune TecTyBaHHS Ta caMOCTiliHA poOoTa Cepenne zamik | Cyma
Tema 1 Tema 2 Tema 3 Tema 4 apupMeTuIHe
11 | 12 | 21 [22] 31 [ 32 | 41. | 42| s3anotouny
25 25 25 25 poboty
50 100
Tema 5 Tema 6 (MaKkCUMabHO
51 | 52 | 61 |62 50 Gauis)
25 25
MNOTOYHUI KOHTPOJIb

[ToTouHMII KOHTPOJIb 3AIMCHIOETHCS 3a pe3yJbTaTaMH YCIX BUKOHAaHUX 3aBJaHb,
nependavyeHuX IMIaHaAMH CEMIHApChKUX, CAMOCTIMHUX Ta IHAMBIAYaJIbHHUX pOOIT. 3a BUBUEHHS
KOKHOT TeMH MaKCHMaJIbHO HapaxoBYyeThes 25 Oani, 3 HUX: 5 6an. — ycHa BIAMOBIAb, TTO 5 Gail.
3a camoctiiny Ta IHJI3, 10 6am — Tecr.

KpuTepii ouiHioBaHHA ceMiHapcbKOro 3aHATTH (YCHA BiANOBiAb)

«5» Oanu — MOBHO, 3MICTOBHO, 3 MOCHJIAHHSM HAa HOPMAaTHUBHO-TIPAaBOBI JOKYMEHTH Ta
HayKOBI1 JpKepena, 3B’SI30K 3 MOIMepeHhO0 BUBUCHMMHM TE€MaMH Ta MPOEKI€I0 Ha mpodeciiny
JISUTHHICTB, TIOBHA BIANOBIIL HA YTOYHIOKOY1 MUTAHHS, YaCTKOBA OMOPA Ha KOHCIICKT.

«4» 0anu — MOCTaTHBO TMOBHO, 3 TMOCHJIAHHSIM Ha HOPMAaTHUBHO-TIPABOBI JOKYMEHTH Ta
HayKOBI1 JDKEpelia, BIAMOBIIHICTh TEMI Ta TUTaHy, 3B’A30K 3 MOIEPEAHHO BUBUCHUMH TEMaMH Ta
MPOEKIIiEI0 Ha TPOoQeciiiHy ASUTBHICTh, 00’€MHa BiIMOBIIb HA JO0JATKOBI MUTAHHS, YaCTKOBA
oTiopa Ha KOHCIIEKT.

«3» OGayi — HEMOBHE PO3KPUTTS 3MICTY ITUTAHHS, HEITOBHA 200 HETPYHTOBHA BIANOBIAbh Ha
JTOJIaTKOBI TUTAHHS, JOIYIICH] HE3HAYH1 TOMUJIKH il 4ac BiMOBI/II, OTIOpa HAa KOHCIIEKT.

«2» 6anu — 9acTKOBE PO3KPHUTTS MPOTrpaMHOTO MTUTAHHS, Cl1a0Ke 3HaHHS BUIIB TOKYMCHTIB
Ta MpaBwI poOOTH 3 HUMH, HETIOBHA a00 BiJCYTHS BIAMOBIAh HA JJOJATKOBI MUTAHHS, YUTAHHS 3
KOHCIIEKTA.

«1» 6ayt — mMAroTOBJICHO MUCHhbMOBHUH (hiKCOBAHHUI BUCTYIT O€3 YCHOT IOMOBIII.

Ha 3ansaTTi 3a0X04yeThCsl aKTUBHICTh 3700yBadiB, y4yacThb B OOrOBOpPEHHI MHUTaHb.
Bucoka akTuBHICT, Ha ceMiHapcbkoMy 3aHATTI (Big 3 1 Ouibllie 3MICTOBHHMX JOMOBHEHbD)
OoliHIOEThCA Bix 1 mo 3 OamiB; cepeaHss aKTHBHICTh — (JIOTIOBHEHHS HE TIOBHI, YacCTKOBE
MMOBTOPEHHS TIONEPEIHLOTO J0MOBina4ya) Bix 1 g0 2 Oais.

Kpurepii ouiHioBaHHs1 caMOCTiHHOT podoTH

CamocriiiHa poboTa € YaCTHHOIO MIATOTOBKU 3100yBaya 10 3aHATTA. lIpoBoauThCs Y
¢opMi MUCHMOBOT BIANOBIl HA TEOPETHYHI MUTAHHA. Y CKJIaJAl MMCbMOBOI pOOOTH MICTUTHCS
OJIHE TEOpETHYHE MUTaHHS.
«5» ©Oanum — mOBHa, OOrpyHTOBAaHA BIANOBIAb Ha MUTAaHHA MPUKIAJAHOTO XapakTepy
(«omparroBaTi 3pa3ku JOKYMEHTIB», «03HaHOMUTHCS 3 MAKETOM JIOKYMEHTIB (0coboBa cIipaBa,
aKT 0OCTEXEHHS..)», «3aCBOITH ITpaBUJIa CKJIaJaHHs, 0(OPMIIEHHS TOKYMEHTIBY.
«4» Ganu — HEJOCUTH MOBHA BIMOBIb, HEJOCTATHS APTYMEHTOBAHICTh Ha MUTAHHS MOBS3aHI 31
3HaHHSIMH HOPMAaTHBHO-TIPABOBHX JIOKYMEHTIB, BH[IB JIOKYMEHTIB («3pa3Ku JOKYMEHTIBY,
«akeT JOKYMEHTIB (0co0oBa cmpaBa, akT OOCTEKEHHS..)», «3acBOITH NpaBUia CKIIAJAaHHS,
o(QOopMIICHHS JOKYMEHTIBY.
«3» 0any — HEMOBHI BIAMOBIJAI Ha 3alUTaHHS, TPyOl MOMUIKM MPH BUCBITJIEHHI TEOPETUYHOTO
MaTepiany; HOMHJIKU Ipu BUOOPI HEOOXiAHOT PopMHU, 3pa3Ky JOKYMEHTY.




«2-1» Oanmu — 4yacTKOBE BHKOHAHHS 3aBJAHHS, BIICYTHICTh NMPAaBUIBHOTO BHOOPY OLIBIIOCTI
3pa3kiB, (HOpM JTOKyMEHTYBaHHS.

Kpurepii ouiHioBaHHA iHAUBITYaIbHO-10CTi/THUX 3aB1aHb

IH/13 € yacTHHOIO MiArOTOBKH 3100yBaya 10 3aHATTA. [IpoBoauThecs y ¢opmi MuCbMOBOT
BIJMOBIZIi HA TEOPETUYHI MHUTAHHS, aje BIUIMBAE Ha (popMyBaHHS (aXxOBUX KOMIIETEHTHOCTEH
3100yBava. Y CKiIali TUCbMOBOI pOOOTH MICTHTHCS OJTHE 3aBIaHHS.
«5» 0anu — MOBHA, PO3TOpPHYTA BIANOBIAb HA NMUTAHHSA JOCTIIHOTO Ta TBOPYOTO XapakTepy,
oOrpyHTOBaHO BHOIp HEOOXiAHOTO 3pasKy, (GopMH TOKYMEHTIB MPUPOOOTI 3 KOHKPETHUM
BHIIKOM, BUMOT 1010 O(POPMIICHHSI.
«4» Oany — He JOCHTH IMOBHA BIAMOBi/Ib, HEJOCTATHA apryMEHTOBAHICTH BHOOpPY HEOOXIITHOTO
3pasky, GopMH JOKYMEHTIB IpU POOOTI 3 KOHKPETHUM BUIIAJKOM, BUMOT I0J0 O(OPMIICHHS.
«3» Oanu — HEMOBHI BIANOBIII HAa 3aUTaHHs, IPyOl MOMMJIKA MPU BHUCBITIEHHI TEOPETUYHOTO
Marepiany, HaBYaldbHINA PoOOTI 31 3pa3KaMu IOKYMEHTIB.
«2-1» Ganu — 4acTKOBE BUKOHAHHS 3aBIaHHS, TIOMHJIKM TMPU HaBYAIBHIA POOOTI 31 3pa3kamMu
JIOKYMEHTIB.

OuiHoBaHHA
oopmiieHHs OPT(oJTio 3pa3kiB npodeciiiHoi TOKyMeHTaNIT

[Toptdomio dhopmyeThes 3M100yBaueM MPOTATOM BCHOTO KypCY BUBUCHHS TUCHIUTLIIHU Ta
BIIMIOBI/Ia€ TIIaHY CEMIHAPChKUX 3aHsITh, camocTiiHoi pobotn Ta IHJ/3. Cxnamaerbcs 3
HOPMAaTUBHO-NIPAaBOBUX  JIOKYMEHTIB Ta  Kiacuikaiisi HOPMAaTUBHOI Ta  JIOBILAKOBO-
1HpopMaLiitHOT TOKyMEeHTaIlli, 3pa3KiB IOKYMEHTIB, K1 0()OpPMIIIOIOTHCS COLIATBHOIO CIYXKOO0I0
B KOHKPETHUX BHMaAKaxX (OIIHIOBAHHS MOTPeO CiM’i, AIT€H, JOPOCIUX 3 PIZHUMH MPOOIEMaMH,
JOKYMEHTIB COIIIaJIbHOTO OOCIYroByBaHHS HACEJIEHHS, OCOOOBUX CIIpaB, MOKYMEHTAIliS st
CITy’)KO00BOTO KOPHUCTYBaHHSI, JOKYMEHTYBaHHsI COIIaJbHOI TIOCIYTH 3 TpaleBJIalTyBaHHs). 3a
moBHE TOpT (oo 3700yBay MO 3aKIHYCHHIO BHUBUYCHHS Kypcy Moxe HaOpatu 20 OamiB (3a
KOXKHY TeMy MakcumMyMm 10 6ait. x 8 TeMm : 4 kpenutu =20 6ait.)

MNIJICYMKOBHIA KOHTPOJIb

dopma 1 TEpMIHM CEMECTPOBOTO KOHTPOJIO 3 AWCHUIUTIHM “‘OpraHizaiiss CHCTEeMH
JOKYMEHTYBaHHSI COILIAIBHOI poOOTH Ui JEHHOI Ta 3a04HOi ()OpPMU HABUAHHS BH3HAUYAIOTHCSI
poOOYMM HaBYAIBHUM IUIAHOM CIHEIAIbHOCTI, PO3KIAIOM cecii 1 BKIIFOYAIOTh IPOBEACHHS
3aITIKYy.

CemecTpoBHld KOHTPOJb TPOBOAMUTHCSA y (OPMi YCHOTO ONMTYBAaHHS (3a MPOTPaMOI0
3alliKy, po3poOJeHO A 3aiiKy 3 Ii€i AUCUMILIIHK). Y mpolieci crmiBOeciay 1 BiAMOBiAI Ha
3aJIKOBE MUTaHHS 3100yBay Ma€ MPOJCMOHCTPYBATH W Pe3y/bTaTH HABYAHHS SIK, HAIPUKIA;
«ineHtudikyBaTd, (GOpMyIarOBaTH 1 PO3B’SA3yBaTU 3aBAaHHA y cdepi coliaibHOT POOOTH,
IHTErpyBaTH TEOPETHYHI 3HAHHS Ta MPAKTHYHHUHA JOCBia». Dopma MpOBEJCHHS CEMECTPOBOIO
KOHTPOJTIO 3a3HAYAEThCS B POOOYid Ta HABYAIIBHIN MpOrpamax.

MaxkcuManbHa KUIbKICTh OaliB, 110 HapaXxoBYeTbes 3a 3aiik 50 Gaiis.

Tabauys 2
Kpurepii oniHioBaHHs (YCHHX Bianosigei)
baau Kpurepii oniHIOBaHHA
«BigMiHHO» Binnosini, B SIKHX HaBUaJIbHUI MaTepiaj BIITBOPIOETHCS B IMOBHOMY
00cs131, BIAMOBIAL MpaBUIIbHA, OOTPYHTOBAHA, JIOT1YHA, MICTHTh aHAIi3
40 - 50 1 cucreMaTH3ailiio, 3po0JieHI ~ apryMEHTOBaHI  BHCHOBKH.

CrnocrepiraeTbcsi  rMOOKe  BOJIOAIHHS — MarepianoMm, 3100yBau
OpiEHTYyeThCSI Yy BHAax, (opmax Ta mnpaBwiax mpodeciiiHoro
JNOKYMEHTYBaHHS, MPOSBIIAE€ BMIHHS CaMOCTIHHO Ta apryMeHTOBAaHO
BUKJIQJIaTH MaTepiaJl.




«/loope»

15-39

BinmoBini, B SKHX BIATBOPIOEThCS 3HAYHA YaCTHHA HABYAIBHOTO
Mmatepiany. 3700yBad BHSBISE€ 3HAHHS 1 PO3YMIHHS OCHOBHHUX
NOJIOKEHb 3 HABYAJIbHOI JUCHMIUIIHM, TIEBHOIO MIpOI0 MOXeE
aHaJi3yBaTW Marepias, MOPIBHIOBATH Ta POOUTH BUCHOBKH. lIuTaHH:S
BUCBITITIOE TIOBHO, @ TAKOX BUKOHYBATH HaBYaJIbHI 3aBJIaHHS 3 POOOTH
31 3pa3kaMu JOKyMEHTamii. VY BIAMOBIAAX JOMYIIEHI HECYTTEBI
ITOMMJIKU, HETOYHOCTI.

«3a10BIILHOY

1-14

Binmosizi, B SKMX BiATBOPIOIOTHCS OCHOBHI MOJIOKCHHSI HABYAIBHOTO
MaTepiany; 3100yBad y IIUIOMY OBOJIOJIB CYTTIO TIUTAHb 3 JAHOI TEMH,
BUSIBIISIE 3HAHHS Martepiainy, (opM IOKyMEHTIB, aje Ja€ HEMOBHi
BIANIOBIZIi HA 3aMMUTaHHS, IPUITYCKAETHCS TPYOUX TIOMUIIOK TIPU BUOODI
3pa3KiB JOKYMEHTIB I110JJ0 KOHKPETHOT'O BUMIAJIKY.

MNIACYMKOBA OLIHKA

3a miacyMKaMu BUBYEHHS JUCHMILIIHM “Oprasizamisi CHCTEMH JOKYMEHTYBaHHS
cotiaabHOi po6oTH” 37100yBau BUIOI OCBiTH MOxke otpumard 100 Gasis (50 Ganis! — moroune
o1iHioBaHHS + 50 6ajiB — KOHTPOJIbHE OLIHIOBAHHS (3aJIK).

[TimcymKkoBa KUTBKICTh OaiB BU3HAYAETHCS 32 (POPMYIIOI0:

Mo 3K, + 3K, + 3K, + 3K,
n

+50=100

e M — KUTBKICTh HaOpaHUX OaiB 32 BUBUYEHUN KYPC;
N — KUIbKICTh 3aJIIKOBUX KPEIUTIB;

50 OauiB — 3aiIK.

3aranpHa KUIBKICTH OajiB  3a BHUBYEHHH Kypc OOYHCITIOETBCA TaKUM YHHOM:
MIPaxoOBYETHCS KUTBKICTh OaiB, HAOpaHUX IiJ] YaC MMOTOYHOTO KOHTPOJIIO 3a BCiMa 3aTIKOBUMH
KpeauTaMyd Ta JUTMTBCS Ha 3arajbHy KUIBKICTh KpPEOUTIB (BU3HAYAETHCS  CEpPeaHIN
apudmernynuii 6an). [loTiM 10 OTpHMaHOrO TMOKAa3HWKA MOJAIOTHCA Oanu, HaOpaHi IMix Yac

3aITIKYy.

BinnoBigHicTh migcyMKOBMX PEHTUHIOBHUX OLIHOK y 0aJjiaX OliHKaM

32 HAIOHAJILHOI0 IIKAJI0I0

MIxana oninoBanus: HagioHaabHa Ta EKTC

Cyma GauniB 3a BCi BUAM HaBUAIbHOT Oninka 32 HAIIOHATHHOIO NIKATOK0
IISUIBHOCTI 115 3aTiKy
90-100 A
78-89 B
65-77 C 3apaxoBaHO
58-64 D
50-57 E
35-49 EX HE 3apaxOBaHO 3 MOYKIIUBICTIO TOBTOPHOTO
CKJIaJaHH
1-34 E HE 3apaxoBaHO 3 000B’I3KOBUM MMOBTOPHUM
BUBUYEHHSIM JTUCLIUILTIHA

"MiniManpHui JOMYCK 10 MiACYMKOBOI aTecTalii 3100yBaya MOXJIMBHMM 3a YMOBM HaOpaHHS HMM 35 GaiiB 3a
BHKOHaHI poOOTH ITPOTATOM CEMECTPY.
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