®opma Ne H - 3.04
Bepasincbknii 1ep;KaBHUI NeIarorivYHuil yHiBepcuTeT
Kadenpa coniajnbHoi pod0TH Ta iHKJIKO3UBHOIL OCBITH

“SATBEP/KYIO”
3aBigyBau

/ Kadeapu
Karepuna I[IETPOBCBHKA

“1” BepecHsa 2021 poky

POBOYA ITPOI'PAMA HABYAJIBHOI JUCHUIIJIIHU
M1JrOTOBKH 3700yBaviB nepiioro (6akaiaBpChbKOTro) piBHS BUIIOI OCBITH

CB 07

OPTAHIBAIIISI CHCTEMU TOKYMEHTYBAHHS
COIIAJIBHOI POBOTH

CrneniaapHicth: 231 ComansHa podoTa

OcBiTHbO-ipoQeciiini nporpamu: CouiansHa poOoTa Ta colliagbHa NeIarorika

CrheuiaJjgizanisi: corjajgbpHa Meaarorika

dakyJbTeT JIONIKIIbHOI, CTICIIAIILHOIL Ta COIIAIILHOI OCBITH

bepasucbk, 2021



PoGoua mporpama “Opranizailis CUCTEMU JOKYMEHTYBAaHHS _COIadbHOI poboTu”
1151 3100yBadiB | piBHs BUIOT ocBiTH crieriaabHOCTi 231 CorianbpHa podoTa

Ocsimvo-npogeciiina npoepama. «ColianbHa poOoTa Ta colllaibHa MeIarorika

Po3po6uuku: Harans 3AXAPOBA, nouenTt kadenpu coriaabHOi poOOTH Ta
IHKJIFO3UBHOI OCBITH, KaHIUAT TIEIaroTiuHuX HayK

(BKa3aTH aBTOPIB, TXHI II0CAN, HAYKOBI CTYIIEH] Ta BUCHI 3BaHHS)

PoGouy mporpamy TMOromkKeHO MPOEKTHOIO TPYINOI0 OCBITHBO-MPOQECIHOT
nporpamu  «CorianbHa poboTa Ta coIliajibHAa MEJarorika» Ta CXBaJeHO Ha
3acimanHi Kadeapu coliaibHOT pOOOTH Ta IHKIIFO3UBHOI OCBITH.

Bin “1” Bepecus 2021 poky (mpotoxos Ne 1)

3aBigyBau kadeapu coliaabHol poooTH %

Ta 1HKJIFO3UBHOI OCBITH Karepuna IIETPOBCBKA

["apaHT 0CBITHBO-TIPOGECIHOI TporpamMu % Amnacracis TYPTEHEBA
«CorriambHa po0oTa Ta colliajibHa TIeAarorikay

© BAITY, 2021 pix
© Harans 3AXAPOBA, 2021 pix



Onuc HABYAJIBLHOI AMCIUILIIHA

["anmy3b 3HaHb,

XapaxkTepucTuka
HABYAJIbHOI TUCIUTUTIHUA

HaitmenyBanns CIIeLlaJIbHICTh, OCBITHS
TIOKa3HHKIB nporpama, OCBiTHIf ACHHA 3a01Ha
CTYIIIHb dbopma dopma
HABYAHHS HaBYaHHS
l'any3b 3HaHB
23 CormiansHa poboTa
KinpkicTh KpeauTiB — (umcpp 1 Hassa) 3a eubopom

3

CremaipHICTD
231 ComianpHa podoTa

MonymiB — 6 Pik miaroroBku
3MICTOBUX MOJYJIIB — OcBiTHBO-TIpOdeciitHa 4-i1 ‘ 4-i1
3arajibHa KUTbKICTh nporpama:
- Cemectp

roaux — 120 ComiansHa poboTa Ta

colianabHa [e1arorika 8- ‘ -
MoBa HaBUYaHHS:
YKpaiHChKa Jlexuii

16 ron. | 8 rox.

TwxHEeBUX rOAUH IS
NeHHO1 hopMH
HaBYaHHS:
ayIUTOPHUX —
caMoCTiitHO1 poOoTH
CTyJICHTa —

[TpakTuuHi, ceMiHApCHKI

14 ron. 8 ro.

JlabopaTopH1

OCBITHIi CTYIIIHB:

rOJI. | roJ.

___ OaxanaBp

CamocriiiHa poOoTa

9rox. | 104 ron.

[HauBiyanbHI 3aBIAHHS:

rond.

Bun konTposIIO:

3al. | 3al.

[TpumiTka.

CHiBBITHOIICHHS] KUIBKOCTI TOAWH ayJUTOPHUX 3aHATH JO CaMOCTIHHOT 1
1HIUBITyaIbHOI pOOOTH CTAaHOBUTH (%0):

it qeHHoi popmu HaBuauus — 30/90 (25/75)
1ist 3a0uHoi hopmu HaBuauHs — 16/104 (13/87)




1. Mera Ta 3aBJaHHSI HABYAJIbHOI IMCIUILTIHI

MeTor BHUKJIaaHHS HaBYANBHOI MUCHUIUTIHE “‘OpraHizaiis CHCTeMU IOKYMEHTYBAaHHS
coriabHOI poOOTH” €: O3HAWOMJICHHS MaHOYTHIX COIIJIbHUX TMPAIIBHUKIB 3 OpraHi3alli€ro
JOKYMEHTAIIHHOTO 3a0e3neueHHs CIyKO0BOi MisIbHOCTI Ha OCHOBI YMHHOTO 3aKOHOJIABCTBA,
CydyaCHHX BHMOTI, MpaBWI JOKYMEHTYBaHHS Ta poOOTH 3 JOKyMEHTamH; (QOpMYyBaHHS Yy
3100yBadiB BO 3araiibHO1 6a30BOi TEOPETHYHOT Ta MPAKTUIHOT OCHOBH 3 JILTOBOJICTBA.

OCHOBHUMU 3aBJAaHHAMU BUBYECHHSI IUCHAIUIIHA “Opranizartis CHUCTEMU
JOKYMEHTYBaHHS COLIaIbHOI poOOTH” €. (OpMyBaHHS HABUYOK OINAHYBAaHHS NpPUHOMaMH
paiioHagbHOi poOOTH 3 TOKYMEHTAaMH; CKJIaJlaHHS, ONPAlbOBYHHS Ta OQOPMIIEHHS OCHOBHHX
BUJIIB JTOKyMEHTallii; yMiHb BUOMpATH HEOOX1IHY JEKCHUHY, TpaMaTu4Hy (OpMH IPHU CKIaJaHHI
JIOKYMEHTIB; BUKOHYBaTH TEXHIYHI oreparlii, moB’s3aHi 13 JOKYMEHTOOOIroM, KOHTPOJIEM 3a
BUKOHAHHSM JIOKYMEHTIB.

OcHOBHi pe3yJbTaTH HABYAHHS i KOMIETEHTHOCTI 3TiIHO 3 BUMOTaMU OCBITHBO-
npodeciifHoi nporpamu:

Ne 3/m |[Iporpamui Komnerenmii* Pe3ysnbTaTn HABYaHHS
KOMIIETEHTHOC
Ti

1. 3K-4 3natuicts cminkyBatucs |I[IP-3  3pmaten  OymnyBatu  mpodeciiine
JIEP)KAaBHOIO MOBOIO  SIK [CITUTKYBAaHHSI 31 CIOKMBa4aMH COIliaTbHIX
YCHO, TaK 1 MUCbMOBO. HOCTYT.

2. DK-8 31aTHICTD no|IP-15 3pmateH poOWTH BHCHOBKH IIOJIO
nudepeHIiFoBaHHS BUJIIB|BIACHOI IsTIBHOCTI (haxiBIis, OIIHIOBATH
npodeciifaoi pe3yabTaTH BIUIMBY, COLIATBHY 1CTOPIIO.
JIOKYMEHTAIlli Ta BeJCHHS
i BIJIOBIJIHO 0 YHMHHUX
HOPMAaTUBHUX BHUMOT Yy
corianpHIi chepi.

2. Mporpama HaABYAIBbHOI TUCIHILTiHI
Tema 1. Micue 10KyMeHTYBaHHS B JisVIbHOCTI OpPraHiB coniajJbHOI podoTn
1.1. IcTopis po3BUTKY AijI0BOACTBA
BunukHeHHs qi10BoJCTBa. AKTOBE A1J10BOACTBO. HakaszHe 1iJI0BOACTBO.
Konerianpae mginoBoactBo. BukonaBdye AinoBOACTBO. JITOBOACTBO 3a PaISHCHKUX YacCIB.
HinoBoacteo B Ykpaini. 3akoH Ykpainu «IIpo nizoBoactBo». CTpyKTypa JOKYMEHTO3HABCTBA:
3arajbHe, CHelialbHe Ta YaCTKOBE JIOKYMEHTO3HABCTBO. B3aeM03B’S30K JOKYMEHTO3HABCTBA 3
IHIIIMMU Tany3sMH 3HaHb.
1.2. KnacudikaniiiHi 03HaKH 0OCHOBHUX /IOKYMEHTIB
Kitouosi TEPMiHU HaBYAJIbHOI  JUCLHUIUTIHU: JIOKYMEHT, JIOKYMEHTO3HABCTBO,
JOKYMEHTOBE/ICHHS, JOKYMEHTYBAaHHS, JOKYMEHTO0OIr. XapakTepucThKa JIOKyMEHTa SK
cucteMHOro 00’ekta. O3HaKW AUTOBOrO AOKyMeHTa. [IOHATTS MisUIBHOCTI OpraHiB COLIaIbHOI
pobotu Ta ii AoKyMeHTaliiiHoro 3abesnedeHHd. DyHKIT oQIUIHHUX JOKYMEHTIB: IpaBOBa,
yIpaBIiHChKa, 1H(QOpMalliiiHa, JOBIJKOBa, PEryJIIOBaJIbHA, KYJIbTypoHOCHa Tomo. Crocobu i
3acobu nepenaBaHHs iH(popMallii y T0KyMEHTaXx.

Tema 2. /liioBoAcTBO y He3aslexKHil YKpaiHi; 0CHOBHI nmpodgeciiiHi 10KyMeHTH JiflJIbHOCTI
NpaniBHUKA COLIATbHOI YCTAHOBH



2.1. HopmaTuBHa i 1oBinKoBo-iH(opmaniiina qoKyMeHTaIlist

OcCHOBHI HampsMH COIIIAJIbHOT TONITUKA B YKpaiHi. 3aranpHa ACKiapallis MpaB JIOIMHH.
OcHoBHi nonoxkeHHs1 3Y «[Ipo comianbHi mociayru», «IIpo 0XOpoHY MEepCOHANBHUX daHUX).
Jlep>kaBHI HOPMATUBHI JIOKYMEHTH, SIKi HiATBEPUKYIOTh MPABOMIPHICTD AisTBHOCTI MpaliBHUKA
COIllaIbHOI YCTAHOBH; COIIAJLHOTO MpalliBHUKA B CHCTEMI OCBITH; COILAJIbHOI CIIY>KOM st
monozi. Knacudikariisi HopMaTHBHOT Ta JOBIKOBO-1H(POPMALIHHOT JOKYMEHTAIIi.

2.2. Knacudikanisi 10KyMeHTIiB

[TonsaTTS, MeTa, MPUHLUMIMN Ta 3HAYEHHS KJIAacH]ikalmii JOKYMEHTIB. 3arajbHa XapaKTepHUCTUKa
HanioHajapHOTO cTaHaapty VYkpainu «JICTY 4163-2003 JlepxaBHa yHi(ikoBaHAa cucTeMa
JOKyMeHTalli. YHipikoBaHa cHCTeMa OpraHi3aliifHO-po3nopsa4oi JokyMeHTauii. Bumoru no
odopMITIOBaHHS JTOKYMEHTiB». ETHYHI NPUHIMIIKA BEICHHS JOKYMEHTAIll IS CIy>kO00BOTO
KopuctyBaHHs. [loHATTS pekBi3uTa, popmymnsipa ta Gpopmyisipa-3pazka ciyKO0BOro JOKyMEHTA.
Ckyaa peKBi3HTIB JTOKYMEHTIB Ta CXEMH iX posramryBaHHs. [TOCTiHiHI 1 HEMOCTIWHI PEKBI3UTH
nokyMeHTa 1 oprasizaiii. [Tonarts ta Buau 6maHkiB. Bumoru moao ckiaganss, ohOpMIIEHHS i
BUKOPUCTAHHS OJIaHKIB.

Tema 3. Cucrema 10KyMeHTYBAHHS OLiHIOBAHHS NMOTPed cim’i, aiTeit

3.1. OcobsmBocCTi oiHIOBaHHS MOTPed cim’i, aiTeil 3 pisHUMH pobJIeMaMu
JloKkyMeHTyBaHHS OI[IHKM NOTpeOd AMTWUHH Ta ii ciM’i, opopMIICHHS 1HIMBIAYaTbHOTO IJIAHY iX
comianpHOro cymnpoBoay. OcoOGnMBOCTI TPOBEAEHHS Ta JOKYMEHTYBaHHS EKCIIPEC-OI[IHKH.
Crnenudika 3milicHeHHsT Ta O(QOpPMIICHHS TOYaTKOBOi OIiHKK. KOMIUIEKCHA OIliHKa: Jiorika ii
MIPOBEJICHHS Ta TOKYMEHTYBaHHS. [HIUBIqyanbHUI MIJIaH COLIANBHOTO CYMpPOBOAY AUTHUHU Ta Il
cim’1

3.2. Oco0MBOCTI OLIHIOBAHHA MOTPed JOPOCIUX 3 Pi3HUMH NPodIeMaMu

JIOKyMEeHTYBaHHS JOPOCIHMX OCI0 3 TICHXIYHUMH pO3JaJaMH: THUIOBA (GOpMa OIiHIOBAHHS
notped; BU3HAYCHHS 1HIWBIMyaTbHUX MOTpeOd OTpUMyBaya; KOMIUIEKCHE 0a30BE€ OLIIHIOBAHHS;
IHAMBINya bHUN IJIaH HAJAHHS MTOCIYT; CKJIaJaHHs JOTOBOPY PO HAJAHHS COLIaJbHHUX MOCIYT.
JlokyMeHTyBaHHs KJII€HTIB 3 KaTeropii O0e3MoMHHX o0ci0: OJlaHK TEePBUHHOTO OI[IHIOBAHHS,
CTPYKTYpa iHAMBIIya bHOTO IUIAHY BiATIOBIAHO 10 MOTPEO.

Tema 4. Oco0aMBOCTI MiATOTOBKH Ta BeJAeHHS OCHOBHUX MpodeciiiHUX TOKYMeHTIB
NpaniBHUKA COLiaJIbHOI YCTAHOBHU

4.1. ITpakTuka ogopmiieHHs JOKYMeHTANil 3 BeJleHHSI COiaJIbHOT0 BUMAAKY

[TizctaBu nns BeneHHS BUIAAKY. XapaKTEPUCTHUKA KPHUTEPiiB BU3HAUSHHS TUMY CKIAJHOCTI
BUMAAKY. Tabmuisg 0coOIMBOCTEN BeIEHHS COLIaIbHOTO BUMAIKY CIMEH 3 TITbMH.

4.2. OdopmieHHs IVIAaHY BTPYYAHHSA

[TepeBaru Ta OOMeKEHHsI OCHOBHHMX METOJIB 300py iH(popmarlii npo kiieHTa. IIoHATTS «u1an
BTpPYYaHHs» SIK 3aci0 po3B’s3aHHSA NpoOJieM, 3 SIKUMHU 3BEpTarOThCs KiieHTH. [lii couiaabHOro
IpaliBHUKAa Ha eTarli peanizaulii miaHy BTpy4yaHHs. MOHITOPHHT SK METOAMKA BiJICTEKEHHS
BUKOHAHHS TUIaHY BTPYYaHHS.

Tema 5. OO0/iKOBO-3BiTHA [JOKYMEHTAllisi HAJAaHHA COLIAJBHHUX MOCIYr 0co0aM, fIKi
onunuauck y C2KO

5.1. Benennst foKyMeHTANIl Pi3HUX I'PYyN KJIi€HTIB (ciM’s1, AiTH)

TepmiHu Ta BU3HAYEHHS TOHSTH; YCTAHOBH, IO HAJAIOTh COLIAJbHI MOCIYTH CIMSAM, SKi
onuumuce 'y CKO. @opmu 001Ky COLIaIbHUX MOCTYT CiM’aM (ocobam), sKi nepedyBaroTh y
CKJIQJIHUX >KUTTEBUX oOcTaBuHax: IloBinomiieHHs/iHpOpMallis Mpo TUTHHY, CiM 0 (0c00y), sKa
nepedyBae y CKJIaIHUX KHUTTEBUX 0OcTaBuHaX; KapTka o0miky poboTu 3 ciM’ero (0c00010); AKT
OILIIHKM MOTpe0 AWTHMHU Ta ii ciM’i (IMoYaTKoBa OLIHKA); AKT OIIHKM mOoTped ciM’i (0coOm)
(moyaTtkoBa OIliHKA); AKT OIIHKH TOTpe® AUTHHU Ta ii ciM’i, ciM’i (ocobu) (KOMIUIEKCHA
ominka); I[lnan comiampHOro cympoBoay ciM’i (ocobu); [HauMBiAyaJbHMH IUIaH COL1ATBHOTO
CYIIPOBOJly MOTEHIIITHOrO OTpHMyBaya coliadbHUX Tociyr; HampasienHns cim’i (ocoOu) 1o
1HIoro cy6’ekta; 3BIT 3a pe3yiabTaTaMy COIIAJLHOTO CympoBOay cimM’i (ocobm); Tadopmarris
10710 00Ky MOTEHI[IHHUX OTPUMYBaUiB colliabHUX Tocayr; OcoboBa cmpasa ciM’1 (0coOn).
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HoxymenTartiss crBopenus [IC, JIBCT, BnamrTyBaHHS AUTHHU Ta CYMPOBOAY NPHUHOMHOIT
ciM’1 Ta MPUHOMHOI TUTHHU. TeXHiYHA JOKYMEHTAIIIS A0 CTAaHAAPTY COLIANLHUX MOCITYT, 10
HAJAIOThCS JITAM, SKi 3a3HaMM HacuiabcTBa y cim’i.. Hakaz 09.07.2014 Ne 450 «IIpo
3aTBep/UKeHHS (HopM OOMIKY cOLiaJbHHX MOCIYr ciM’siM (ocobam), ski mepeOyBaroTh Y
CKJIQJIHUX )KUTTEBUX OOCTaBUHAX) .

5.2. lIpakTuka opopMIIeHHS JOKYMEHTIB COLiaIbHOI0 00CIYrOBYBAaHHS HacCeIeHHS
CTtpykTypa akTy OOCTEXKEHHs MaTepiaibHO-MOOYyTOBUX YMOB; (opma 3asBU KJIIEHTa Ha
couianbHe OOCIYrOBYBaHHS;KapTa BH3HAYCHHS IHIUBIAyaJlbHUX TOTpeOd OTpHMyBaua
COLlaJIbHUX MOCIYT; opMa JAOroBOpY MpO HAJAHHS COLIAIbHUX MOCHYT 1HAWBIAYAIbHHUM IJIaH
HaJIaHHS COIAJIbHOI TOCIIYTH; JKypHaJl HaJaHHS COLiaJbHHUX MOCHyr (0e30IIaTHO Ta IJIaTHIN
OCHOBI).

Tema 6. O0J1ikoB0-3BiTHA JAOKYMEHTaLisi HAJaHHS COLIaJbHUX MOCJHYI 3 3aXHCTy NpaB
JIIOIUHH

6.1. JlokymMeHTYBaHHS IiSlJIbHOCTI 3 NMHUTaHb MNeHCiliHOro 3ale3mevYeHHs
3aXHCTY HACeJIeHHS

[lepenik JAOKYMEHTIB, HEOOXiTHMX I OQPOPMIICHHS 0COOOBHX CIIpaB JIIOACH, sKi
00CIYroBYIOThCS Y BIIIIICHHSIX COI[iaIbHOT JOMOMOrd Baoma. [lepenik JOKYMEHTIB 1HBaJiiB,
OIMHOKHMX  Hempare3iaTHuX TpomaisH. CTaHgapTH3alis eIeKTPOHHOTO JIOKYMEHTOOOIry.
Knacudikaniss mporpamHoro 3a0e3neueHHs] CUCTEM YIPaBIiHHS €IEeKTPOHHUMHU JOKYMEHTaMHU
(CYEN).

6.2. IoKkyMeHTYBaHHS COLIAJbLHOI MOCTYIH 3 NPaleBJIaIITyBAHHS

[epenik moxymentiB HeoOximumx C3H. 3asBa. Tpymosa yrona. IlocamoBa iHCTPyKIisi. AKTH.
3BiT. Y3aranpHeHuil 3BiT. MeToauka odopmieHHs kKaapoBoi nokymentanii. OcoboBa KapTka.
Kanposa noxymenranis. Bxinna. Buxigna. Po6ota 3 [lepxaBaum knacudikaropom mpodeciii ta
JloBimHUKOM  KBamiikamifHMX  XapaKTepUCTUK  Mpodecid  MpamiBHUKIB:  OCOOJUBOCTI
JlepxaBHoro kinacudikaropa mpodeciii; po3’sICHEHHS OCHOBHUX IIOHATh Y KiacudikaTopi;
cTpykTypa JloBigHuka kBaniikaifHuX XapakTepuCTHK Npodeciii mpailiBHUKIB.

i couiaJbHOroO

2. CTpyKTypa HABYAJIBLHOI IMCUHUILIIHI

Ha3Bu 3MicTOBHX KinpkicTs roguu
MOJYJIB 1 TEM JIeHHa Gopma 3aouna popma
yYCBOT y TOMY YHCII yCBOTO y TOMY YHCII
0 n | m | nma | iHO | C.p. A1 | o | nab | A c.p.
0
4 120 |1 |10 | - - 94 120 6 | 6| - - 108
6
1 2 31415 6 7 8 9 10| 11 | 12 13
Moayas 1
Tema 1. Micue 10KyMeHTYBaHHS B Jlisl/IbHOCTi OpPraHiB coniajabHoi podoTH
1.1. IcTopist pO3BUTKY 7 -1 2 - - 5 7 - - - - 7
ITIJTOBOJICTBA.
1. 2. Knacudikaniiini 8 2 - - - 6 8 2 - - - 6
O3HAaKH OCHOBHUX
JTIOKYMEHTIB.
Pa3om 3a Temoro 1. 15 2| 2 - - |11 15 2 | - - - 13
Tema 2. JlisioBoACTBO B He3aJIeskHiil YKpaiHi; ocHOBHI npogeciiini J0KyMeHTH NpaniBHUKA
COLiaJIbHOI YCTAHOBH
2.1. HopmartuBHa i 7 2| 2 - - 3 7 2 | - - - 5
JIOB1JIKOBO-
iHpopMariiina
JIOKYMEHTAITIS




2.2. Knacudika-mis 8 2| 2 - - 4 8 - 2 - - 6

JIOKYMEHTIB.

Pa3omM 3a Temoro 2 15 4 | 4 - - 7 15 2 2 - - 11
Tema 3. Cucrema J10KYMeHTYBaHHS OLiHIOBAHHS NMOTPed cim’i, aiTeit

3.1. OcobmauBocTi 7 -1 2 - - 5 7 - 2 - - 5

OIIIHIOBaHHS MOTPEO

cimM’i, miTelt 3 pi3HUMHU

npoOJIeMaMu.

3.2.0co0muBocCTi 8 2| 2 - - 4 8 - 2 - - 6

OIIIHIOBaHHS MOTPEO

JOPOCIIUX 3 PI3HUMH

npoOJIeMaMu.

Pa3oM 3a Temoro 3 15 2| 4 - - 9 15 - 4 - - 11

Tema 4. Oco0MBOCTi MiATOTOBKY TA BeJleHHS OCHOBHMX NPodeciiHNX JOKYMEHTIB
NMPaliBHUKA COLIAJbHOI YCTAHOBH

4.1. Ilpaktuka 7
o opMIIEHHS
JOKYMEHTAIIi1 3
BEJICHHS COI1aTbHOTO
BHIIAJIKY.

-7 -T771 7 [ -T2]-T1T-1 5

4. 2. Opopmnenns 8
TUTAHY BTPYYaHHSL.

2| - -16] &8 [ -|-]-1-71 8

Pasom 3a Tremoro 4 15

2 - - 13 15 - 12 - - 13

Tema 5. O0s1ik0BO-3BiTHA JOKYMEHTALlisl HAIAHHS COLIAJBLHUX MOCJIYT 0c00aM, sIKi ONMHUINCH

y C’KO

5.1.Benenns 7
JOKYMEHTAIi1 pi3HUX
Ipymn KII€HTIB (CIM’T,
TiTei).

2

2 -1 -3 7 [ -1-1-7-71 7

5.2.IlpakTuka 8
oopMIIeHHS
JIOKYMEHTIB
COILIIaTTbHOTO
00CITyroByBaHHS
HACEJICHHS.

Pasom 3atemoro 5 15

4

2 - - 9 15 2 | - - - 13

Tema 6. O0,1ik0B0O-3BiTHA IOKY

MeHTaHiﬂ HaJaHHA COIIiaJ'IbHHX MmoCJIyr i3 3aXUCTy npaB JIOJIWHA

6.1. JlIokyMeHTy-BaHHS 7
IISTIBHOCTI 3 TTUTAaHb
MEHCIH-HOTO
3a0e3reueH-Hd i
COILIIaJTHOTO 3aXUCTY
HaCeJICHHS.

2

-1 -Ts5] 7 [ 2-T-T7T-7T 5

6.2. JlIokyMeHTyBaHHs 8
COIIIaTbHOT IMOCTYTH 3
Ipale-BJIAIITYBaHHS.

Pasom 3a Temoro 6 15

4

- - - |11 15 2 - - - 13

Yeboro 120 [16[14 [ -] - [94] 120 | 8 |8 - | - 104




4. Temu dexkuii

Ha3zBu tem

Kinexicts ronuna

2

[enna | 3aouna

Micuye 0okymenmysanns 8 diA1bHOCMI OP2anie couiaibHoi podomu

2

IcTopist po3BUTKY iJ10BOACTBA

BuHUKHEHHS TIJIOBOJCTBA.; BUIU AIOBOJICTBA B Pi3HI IEPIOIH.
HinoBonctBo B Ykpaini. 3akoH Ykpaiau «[Ipo mimoBoacTBoy.
CtpykTypa MOKYMEHTO3HABCTBA: 3arajibHe, CIICI[ialbHE Ta YaCTKOBE
JIOKYMEHTO3HAaBCTBO.

B3aeM03B’s130K TOKYMEHTO3HABCTBA 3 1HIIMMHU T'ay3siMU 3HaHb.

1.2.

KnacudgikaniifHi 03HaKH 0CHOBHUX IOKYMEHTIB

Kitrouosi TEPMiHH HaBYAJILHOI JUCLUITIIHUA: JIOKYMEHT,
JOKYMEHTO3HABCTBO, JOKYMECHTOBEICHHS, JOKYMCHTYBaHHS,
JIOKYMEHTOOOIT.

[TonsaTTss  gislbHOCTI  OpraHiB  comiaapHOi  pobotm  Ta il
JOKYMEHTAI[IHHOTO 3a0€3TeueHHSI.

OyHKii odiiHHUX JIOKYMEHTIB: MpaBoBa, yIIpaBIiHCHKA,
iHpopMmamiiiHa, JOBIKOBA, pETyJIIOBAIbHA, KyJbTYpOHOCHA TOIIO.
Crnoco6u 1 3aco0u nepefaBanHs iHGopMaIlii y JOKyMeHTax.

Jinoeoocmeo y nezanexncnin Yxpaini; ocnoeni npogheciiini
00KyMeHmu 0isibHOCMi NPAYIGHUKA COUIAIbHOT YCHAHO8U

2.1.

HopMmaTtuBHa i 10BigkoBo-iHdopManiiiHa TOKyMeHTaLs

OCHOBHI HaINIPSIMH COLIIATBHOT MOJIITUKU B Y KpaiHi.

Ocnosui nonoxeHHs 3Y «lIpo couiansHi nociayru», «IIpo oxopony
MEPCOHATBHUX JAHUX).

Jlep>kaBHI HOPMATHBHI JJOKYMEHTH, SIKI HIATBEP/UKYIOTh PaBOMIPHICTb
JUSTTEHOCTI MpalliBHUKA COIIaIbHOI YCTAaHOBH; COILIAJIBHOTO IMpaIliIBHUKA
B CHCTEMI OCBITH; COIIAIbHOT CITY>KOH 7151 MOJIO/I].

Knacudikaris HOPMAaTHUBHOI1 Ta JOB1IKOBO-1H(OpMaIitHOT
JIOKYMEHTaIli.

2.2.

Kaacudikauisi 1okymeHTiB

[ToHsaTTs, MeTa, NMPUHIMIM Ta 3HAYCHHA Kiacuikaiii JOKYMEHTIB.
3aranpHa XapaKTepUCTUKA HAIllOHAIBHOTO cTaHmapTy Ykpainu «ICTY
4163-2003  Jlep>xaBHa  yHiikoBaHAa  cHUCTeMa  JOKyMEHTAIlil.
VHipikoBaHa cucTeMa OpraHizaliifHO-poO3NopAIdOi  JTOKyMEHTallii.
Bumoru 110 oopMITtOBaHHS TOKYMEHTIBY.

ETnunHi  mpuHOMIM  BENEHHS  JOKyMEHTauii Juisi  ciy>KO00BOro
KOPHUCTYBaHHS.

Cucmema 00KymMeHmMy8anHs ouin06aHHA nompeod cim’i, oimeil

3.1.

Oco0smmBocTi  OoniHIOBaHHA moTped ciM’l, giTell 3 pi3HEUMH
npoodjgemMamMu

JIOKyMEHTYBaHHSI OLIIHKM TNOTpe0 AUTHHM Ta ii ciM’i, OQOopMIICHHS
1HIMB1TyaJIbHOTO TIJIAHY 1X COIIaJbHOTO CYIPOBOY.

OcobmuBOCTI TPOBENEHHS Ta JOKYMEHTYBaHHS €KCIIPEC-OLIiHKH.
Cnemmudika 3milicHeHHs Ta OQGOPMIICHHS IOYaTKOBOi  OIIHKH.
KommnekcHa oriHka: Jjorika i NpOBEJEHHS Ta JOKYMEHTYBaHHS.
[HnuBinyanbHUN MaH COLIANBHOIO CYNMPOBOJY JWTHUHU Ta ii CIM’i SK
JOKYMEHT.

3.2.

Oco0/1MBOCTi  OWiHIOBAHHA  MOTpPed  JAOPOCAHMX 3 Pi3HUMH




npodJjemamu

JIOKyMEeHTyBaHHSI JIOPOCIUX OCIO 3 TMCHXIYHUMHU pO3JajaMHu: THUIIOBA
¢dopma OIiHIOBaHHSA TOTPeO; BHU3HAYCHHS IHIWBIAYaIbHUX MOTPEO
OTpUMYBaya TOIIIO.

JIOKyMEHTYBaHHsI KJII€HTIB 3 KaTeropii 6e310MHHX 0Ci0.

Ocoonueocmi nio2omoeKku ma 6e0eHHA OCHOGHUX NpPogeciiinux
O0OKYMEHMI8 NpayieHUKa coyiaibHoi ycCmanosu

4.1.

IIpakTuka ogopmiieHHSI JOKYMEHTAIlil 3 BeJleHHS COLiaJIbHOIO
BUNIAJIKY

[TincTaBu IS BEICHHS BUITAJIKY.

XapakTepucTuKa KpUTEPiiB BUBHAYCHHSI TUITY CKIIATHOCTI BUTIAKY.
Tabnuist 0co6JIMBOCTEH BEICHHS COIIAILHOTO BUITAJIKY CIMEH 3 TIThMHU.

4.2.

OdopmieHHs IJIaHY BTPYYaHHS

[TepeBaru Ta 0OMeXEHHS OCHOBHUX METO/IIB 300py 1H(OpMAaIIii Ipo
KITIEHTA.

[ToHATTS «IUIaH BTPYYaHHS» SIK JOKYMEHT PO3B’sI3aHHS TPOOJIEM 3
SIKMMH 3BEPTAIOTHCS KIIEHTH.

Crnoco6u dikcalii pe3yapTaTiB BUKOHAHHS TUIaHY BTPy4YaHHSI.

001iK060-36iMHaA 0OKyMeHmauia HAOAHHA COUIATbHUX NOCTIY2
ocobam, axi onunuauce y C2KO

5.1.

Benennsi nokyMeHTallii pisHuX rpyn KJIi€HTIiB (ciM’s1, 1iTH)

TepMiHu Ta BH3HAUEHHS MOHAThH; YCTAHOBH, IO HAJAIOTh COLIANbHI
nocayru cim’sim, siki ommHmWIHCh y CXKO. ®opmu 00Ky comianbHUX
nocnyr ciM’siMm (ocobam), siki mepeOdyBalOTh Yy CKIAAHUX >KUTTEBHX
oocraBunax. Jloxymentanis crBopenHs IIC, JABCT, BnamryBaHHs
OUTUHA Ta CYINPOBOAY MpHHOMHOI ciM’i Ta NpPUHOMHOI JUTHHH.
TexHiyHa JOKyMEHTAIlis 1O CTaHAAPTy COMIAbHUX IIOCIYT, IO
HAJAIOTHCS JITIM, SIK1 3a3HAIM HACUJIBCTBA Y CIM 1.

5.2.

IIpakTuka opopMiieHHS JOKYMEHTIB cOLiaJbHOI0 00CIyrOByBaHHSA
HaceJIeHHA

CtpykTypa akTy 00CTEKEHHS MaTEPiaIbHO-TIOOYTOBUX YMOB.

®opmu (3pa3ku) JOKYMEHTIB, 110 MOJIAI0THCS KIIIEHTOM.

®dopmu (3pa3Kku) JOKYMEHTIB, 10 0GOPMITIOIOTHCS JUTsl HATaHHS
COLIIAJIBHUX MOCTYT.

001iK060-36iMHaA OOKyMeHmMauin HA0AHHA COUIATbHUX ROCTY2 3
3axucmy npag 100uHu

6.1.

JlokyMeHTyBaHHS JifJIbHOCTI 3 MUTaHb MEHCIHOrO 3a0e3neYeHHs |
CoHiaJIbHOTO 3aXUCTY HACEJTeHHS.

[lepenik TOKYMEHTIB, HEOOXITHUX JUIsI OQPOPMIICHHS OCOOOBHX CIIPaB
JONIeH, SK1I OOCIYrOBYIOTHCS Yy BIIIJIEHHSX COIIATBHOI JOMOMOTH
BJIOMa.

[Tepenik JOKyMEHTIB 1HBaJIIB, OMHOKUX HEMpare3JaTHUX TPOMAJISH.
CranyapTu3sallisi eJIeKTPOHHOT'O JOKYMEHTOOOIry.

6.2.

JIOKyMEeHTYBaHHSI COIaIbHOI MOCIYTH 3 MPaleBJIAIITYBAHHS
[Mepenik ToKyMeHTIB HEOOXITHUX Ciyk0i 3aitHsaTocti HaceneHHs (C3H).
OcobmuBocti [lepkaBHoro kiacugikaropa mpodeciii; po3’sCHEHHs
OCHOBHHUX TOHSTh Y KJIaCH(iKaTOPi.

Crpykrypa JloBigHuKa KBamiQikaliiHUX XapaKTepUCTUK mpodeciit
IPALIiBHUKIB.

Ycnoro:

16




5. Temu ceMiHAPCHKHMX 3aHATH

Ha3zBu tem

Kinexicts ronuna

2

[enna | 3aouna

Micuye 0okymenmysannsa 6 JiA1bHOCHMI OP2anie couianibHOi podomu

2

IcTopist po3BUTKY iJ10BOACTBA

BunukHeHHSs Ai10BOACTBA. AKTOBE JA1710BOACTBO. HakasHe Aij10BOACTBO.
Komnerianpae aimoBoacTBo. BukoHaBue mizoBoacTBO. Jli10BOACTBO 3a
pPaJSIHCHKUX YaciB.

HinoBoactBo B Ykpaini. 3akoH VYkpainum «[Ipo minmoBoacTBo».
CTpykTypa MOKYMEHTO3HABCTBA: 3arajibHe, CIICI[ialbHE Ta YaCTKOBE
JIOKYMEHTO3HABCTBO.

B3aeM03B’s130K TOKYMEHTO3HABCTBA 3 1HIIMMHU T'ay3sIMU 3HAHb.

2

1.2.

Kanacudikaniiini 03HaKu 0CHOBHHX JOKYMEHTIB

Jinosoocmeo y nezanexncunin Yxpaini; ocnoeni npogheciitni
00KyMeHmu OiAIbHOCMI NPAYIGHUKA COUIANbHOT YCMAHO8U

2.1.

HopmatusHa i 1oBiakoBo-iH(popManiiiHa JOKyMeHTaLisA

OCHOBHI HaIpsSIMH COIIATBLHOT TOJIITUKH B Y KpaiHi.

3aranpHa JIeKJIapariisi mpas JIIOHHH.

Ocnosai nonoxeHHs 3Y «lIpo couiansHi nociayru», «IIpo oxopony
MEPCOHATBHUX JAHUX).

JlepaBHI HOPMATUBHI JOKYMEHTH, SIKi MiITBEPIKYIOTh MPAaBOMIPHICTb
TiSUTBHOCTI TIPalliBHAKA COIIaIbHOI YCTAaHOBH.

Knacudikaris HOPMAaTHBHOT Ta JIOB1IKOBO-1H(pOpMaIIiifHOT
JIOKYMEHTAIli.

2.2.

Kuaacudikanisi 1oKymeHTIiB

[lonsaTTs, Mera, NPUHIMIM Ta 3HAUYEHHSA Kilacuikaiii JOKYMEHTIB.
3arajibHa XapaKTepUCTHUKA HAI[lOHAIBHOTO craHaapty Ykpainu «ICTY
4163-2003  JlepxaBHa  yHi()iKOBaHAa  CHUCTEMa  JIOKYMCHTAIIIi.
VHipikoBaHa cUCTeMa OpraHi3aliiHO-pO3NOPAIUOl  JTOKYMEHTAIlii.
Bumoru 10 opopMiItoBaHHS JOKYMEHTIBY.

ETvuyHi npuHUMOM — BEAGHHSA  JOKyMEHTauii s ciIy>kO60BOro
KOPHUCTYBaHHSI.

[TonarTs peksi3uTa, (opmyispa Ta QGopmynspa-3pazka CiIyxkO0BOro
TOKYMEHTA.

Ckian pexBI3UTIB JOKYMEHTIB Ta CXeMHM iX po3TamryBaHHs. [locTiiiHi
1HENOCTINMHI PEKBI3UTH JOKYMEHTA 1 OpraHizaiii.

[TonarTs Ta BuaM OnaHkiB. Bumoru moao ckiagaHHs, opOpMIICHHS 1
BUKOPHUCTAaHHsI OJIaHKIB.

Cucmema 00Kymenmyganusa oyinlo6anusa nompeod cim’i, oimeit

3.1.

3.1. Ocob6amBocTi OHiHIOBaHHA mnoTped cimM’i, aiTed 3 Ppi3HUMH
npoodjgemMamMu

JIOKyMEHTYBaHHSI OLIIHKM TNOTpe0 AWTHHM Ta ii ciM’i, OQOopMIICHHS
1HIMB1TyaJIbHOTO TIJIAHY 1X COIIaJbHOTO CYIPOBOY.

OcobmuBOCTI TPOBENEHHS Ta JOKYMEHTYBaHHsS €KCIIPEC-OLIHKH.
Cnemudika 3milicHeHHs Ta OQGOPMIIEHHS IOYaTKOBOI  OIIHKH.
KommniekcHa orfiHka: Jjorika ii NpOBEJEHHS Ta JOKYMEHTYBaHHS.
[HuBinyaIbHUM TUTAH COLIAJIBHOTO CYIPOBOAY IUTHHU Ta ii ciM’i

3.2.

Oco0mmBocTi  OWiHIOBaAaHHA  mOTpPed JAOpPOCAMX 3 Pi3HUMH




npodJjemamu

JIOKyMEeHTYBaHHSI JIOPOCIUX OCi0 3 TMCUXIYHUMHU pO3JaJaMH: THUIIOBa
¢dopma OIiHIOBaHHSA TOTPeO; BHU3HAYCHHS IHIWBIAYaIbHUX MOTPEO
OTpHUMYBaya; KOMIUIEKCHE 0a30B€ OIIIHIOBAHHS; 1HAWBIAYIbHUHN IIJIaH
HAQJIaHHS TIOCIYT; CKJIAQJaHHS JIOTOBOPY IpO HAJaHHS COLIAJIbHUX
TOCTIYT.

JIOKyMEHTYBaHHSI KJI€HTIB 3 KaTeropii ©Oe3moMHUX 0ci0: OmaHk
MEPBUHHOTO  OLIHIOBAaHHS, CTPYKTypa IHIUBIAyaJIbHOTO  TUIAHY
BiJIMTOBITHO JI0 TOTPEO

Ocoonueocmi nio2omoeKku ma 6e0eHHA OCHOGHUX Npogeciiinux
O0OKYMEHMI8 NpayieHUKa couiaibHoi yCmanosu

4.1.

IIpakTuka ogopmiieHHsI JOKYMEHTAIlil 3 BeJeHHS COLiaJIbHOIO
BUNIAJIKY

[TigcraBu 175 BEACHHS BUIAAKY. XapaKTePUCTUKA KPUTEPIiB
BU3HAYCHHS THITY CKJIQJHOCTI BUNIaAKY. Tabmuist ocobmmBocTei
BEJICHHS COI1aJIbHOTO BUIAJKY CIMEH 3 TIThbMHU.

4.2.

Od¢opmiieHHs VIAHY BTPYYaHHSA

[lepeBaru Ta 0OMEXEHHS OCHOBHUX METOAIB 300py iH(dopmalii npo
KITI€HTA.

[ToHATTS «TU1aH BTpYYaHH» 5K 3aci0 po3B’si3aHHS MpoOIIeM, 3 IKUMHU
3BEPTAIOTHCS KITIEHTH.

JIii couiaapHOTO MpalliBHUKA Ha €Talll pealizalii iaHy BTpyJYaHHs..
MOHITOPHHT K METOJIMKA BiJICTS)KCHHS BUKOHAHHS TJIAHY BTPYYaHHS.

001ik060-36imna O00OKymenmauia HAOAHHA COUIANbHUX NOCAY2
ocobam, aki onunuaucey y C2KO

5.1.

Benennsi fokyMeHTauii pi3HUX rpyn KJIi€HTIB (ciM’s1, AiTH)

®opmu 00Ky COIialbHUX MOCTYT CiM’siM (oco0am), ki nepe0yBaroTh
Y CKJIQJHUX KUTTEBUX 00CTaBHHAX.

HNoxymenTtaniss crtBopenns IIC, JIBCT, BnamTyBaHHS JAWTHHU Ta
CYIPOBOJY PUMOMHOI CiM T Ta MPUHOMHOI JUTHHHU.

TexHiyHa JOKyMEHTallis 1O CTaHAApPTy COLIaNbHUX TMOCIYT, IO
HaJIAI0ThCS TITSIM, SIKI 3a3HaJIM HACUJIHCTBA y CIM 1.

5.2.

IIpakTnka opopmiIeHHS JOKYMEHTIB COLiaJIbHOTO 00CIyrOBYBaHHS
HaCeJICHHHA

CTpykTypa akTy 00CTEXEHHS MaTepiaJbHO-IOOYTOBUX YMOB.

PopMu TOKYMEHTIB Ha colliaJibHe 00CITyrOBYBaHHS.

Ycboro:

14

6. Camocriiina po6orta

HazBu tem

Kinekicts roanu

2

Jenna ’ 3aouna |

Micue 0oKymenmysanns ¢ OiA1bHOCMI OP2aAHie COuianbHOi pobomu

11

13

IcTopis po3BuTKY AijioBoACTBA
Komu BuHUKIO ainoBoacTBo? 3poO0iTh MOPIBHIBHY XapaKTEPUCTHKY
JIJIOBOJICTBA 32 PAJTHCHKUX YaciB 1 HE3aJIeKHOI YKpaiHu.

5

7

KuacudgikaniiiHi 03HaKN OCHOBHHX JOKYMEHTIB.

inoeoocmeo y nezanesxncuniii Ykpaini; ocnoeni npogeciitni
00Kymenmu 0iaibHOCmi NPAYi6HUKA COUianbHOT YCManosu

11




2.1.

HopMmaTtuBHa i 1oBigkoBo-iHdopManiiiHa TOKyMeHTaLif
3aKoHCIIEKTYBaTH OCHOBHI TosoxkeHHs 3Y «IIpo coriaabHi MOCITYTH»,
«[Ipo 0XOpOHY NEPCOHAIBHUX JTaHUX) IIOJO JIJIOBOJCTBA B COIIAJIbHIN
po6oti. Ilo3HalloMHTHCS 3 TIEPETiKOM Ta KOJaMH OCHOBHUX O3HaK 1
YHHHMKIB CiMi/0CO0H.

2.2.

Knacudgikanis 10kyMeHTIiB

3aKOHCHEKTYBAaTH OCHOBHI MOJOXEHHS cTaHaapry Ykpainu «ACTY
4163-2003  [epxaBHa  yHipiKOBaHA  CHUCTEMa  JOKyMEHTaIlii.
VHidpikoBaHa cucTeMa OpraHi3aliiHO-PO3MOPAIUOl  JTOKYMEHTAII].
Bumoru 110 oopMITtOBaHHS JTOKYMEHTIB.

O3HallOMUTHCS 3 POLIEAYPOIO KOJAYBaHHS MPOOJIEM KITIEHTIB, OCHOBHHX
O3HaK, BHUIIB JEpPKaBHOI JOTMOMOTH, HEOOXITHUX 3aXOMdiB MI0JI0
1oioTanHs mpooyem (tabdm.. 5.1.).

Cucmema 00OKymeHmy8anHsa OYiHIO8aAHHA nompeo cim’i, dimeil

11

3.1.

3.1. Ocob6uamBocTi ouHiHIOBaHHA moTped cimM’i, aiTed 3 Ppi3HUMH
npoodjaemMamMu

HaBuanpHe ompartoBanHs KapTok ((opM) OLIHKKA MOTped TUTHHHU 3
0coOMMBUMU TOTpeOaMu; NWTUHU, fKa 3ajJUIIWiIach Oe3 MiKITyBaHHS
0arpkiB; mnpuiioMHOT auTUHUA. (OCHOBHI CKJIAQJIOBI  OIIHIOBAaHHS
BIJIMOB1THO TPOOJIEMU AUTHHH.

3.2.

Oco0mmBocTi  OWiHIOBAaHHA  mOTped  JAOpOCAMX 3 Pi3HUMH
npoodjaemMamMu

HaBuanpHe omparfoBaHHs KapTKu ((GOpMH) TMEPBHHHOTO OIIHIOBAHHS
notped KIieHTIB (iHBadiAiB Ta 0ci®d MOXWIOro BIKy) Ta 3 Kareropii
0€3I0MHHX; CTPYKTYpa iHIMBiAyaJIbHOTO TUIaHY BiJIIOBITHO J0 MOTPeEO.

Ocobueocmi niocomoeku ma 6e0eHHA OCHOBHUX RpOdeciliHux
O0OKYMEHMI8 NPayieHUKA coUiaibHOoi YCManosu

13

15

4.1.

IIpakTuka odopMiIeHHS JOKYMEHTANil 3 BeJJeHHS COLiAJIbLHOI0
BHIAJIKY

4.2.

Od¢opmiieHHs IJIAHY BTPYYaHHS.

OsnaifomuTHCs 3 KapTkoio ((popmoro) MO0 BHU3HAUEHHS THUIY Ta
CKJIQJTHOCT1 BHUIIAQJKY: TPOCTUH, CEPENHbOI CKIAJHOCTI, CKJIAJIHUH,
EKCTPEHUH.

001iK060-36imMHa 0OKyMeHmauian HA0aHHA COUIAIbLHUX NOCITY2
ocobam, axi onunuauce y C2KO

11

5.1.

Benenns nokymeHTauii pi3HUX rpyn KJi€HTiB (cim’s, aiTu)
O3HallOMJIEHHS 3 MaKeTOM JOKYMEHTIB I[0JI0 BJIAIITYBaHHS AUTHHU Ta
CYIIPOBOJy MpPHHOMHOI ciM’i Ta mpuitoMHOI AUTHHU (0coOoBa crpasa,
aKT OOCTEXEHHs >KUTJIOBO-NOOYTOBMX YMOB, IulaH cynpoBony [IC
TOIO).

5.2.

IIpakTuka ogpopmiIeHHsSI JOKYMEHTIB COLiaJIbHOI0 00C/JIyTOBYBAHHA
HaceJeHHs (TEPIIEHTPOM)

001iK060-36iMHA 0OKyMEeHmMauian HA0AHHA COUIATIbHUX ROCTIYZ 3
3axucmy npae a100uHu

11

13

6.1.

JlokyMeHTyBaHHS TifJIbHOCTI 3 MUTAHb NMeHCIiiHOTO 3a0e3ne4yeHHs i
COIiAJILHOI0 3aXHCTY HACEJICHHS.

6.2.

JlOKyMeHTYBaHHS COLiAJbHOI MOCJIYIH 3 NPaleBJIalITYBAHHS

Ycnoro:

94

104

7. InguBinyanabHa podora

1.1. Cknactu CXEMY B3a€M03B’H3Ky JOKYMCHTO3HABCTBA 3 1130000509071 rajxy3siMU 3HAHb.




2.1. Ha3BiTh kimacudikaiiiiHi 03HaKM OCHOBHHMX JOKYMEHTIB. SIKy poyib BiZlirpa€e cydacHe
JOKYMEHTO3HABCTBO JIJIsl OpPraHiB coliagbHOi poboTH?

2.2. OpieHTYBaTHCS Y BIAMOBIAHOCTI KOy Ta 3MICTY BUIIB JIEPKaBHOT JOIMIOMOTH UM HEOOX1THUX
3aX0/iB y mojoyianHi nmpooiemu kiienta (Hamionanpamii crangapt Ykpainu «ICTY 4163-2003;
tabm.. 5.1.).

3.1. BukoHaTy HaBYajgbHE 3alOBHEHHS KapTOK OILIHIOBaHHS MOTPeO MUTUHH (BIAMOBITHOTO
OJTHOTO BUTIAJIKY).

3.2. CknacTi HaBUAJIBHUHM 3pa3oK 1HAWBIAYAIbHOTO IUIAHY KII€HTA BIAMOBIAHO IO TOTPEO
(ocobucricth 3 OM3 ab0 6e310MHI A0POCITi).

4.2. Cky1acTi HaBYaJbHHUN TUIAH COL[iaJIbHOT MIATPUMKH CiM’1/0cO0HM BIATOBIAHO BUITAJKY.

5.1. O3Haitfomutucs 3 KapTkamu (hopmamu) cyrepsisii coriaabHoro cynpoBopkeHHs [1C.

8. MeToau HaBYaHHSA
CroBecHi: nekiii, Oeciia, TUCKYCisi, MO3KOBHUH IITYypM TOIIO
HaouHi: cnocrepexeHHs 3a AiSUTBHICTIO (axiBIiB, HaBYaJbHA TMpe3eHTallis, (opmu,
OJaHKHU TOKYMEHTYBaHHSI TOILO
[IpakTUYHi: MPaKTUYHI BIIPaBH, METO aHANII3Y, CHCTEMaTH3alii iHpopmarii Tomo
9. 3aco0u oniHIOBaHHA
3aco0amu OIIHIOBaHHA Ta METOJAMHU JIEMOHCTPYBAHHS PE3YJIbTATiB HABYAHHS MOXKYTh
OyTu:
—  3aIK
— CKJIQJaHHS 3pa3KiB JOKYMEHTIB;
—  odopmiteHHs TOpTHOITio 3pa3kiB MpodeciitHOl JOKyMeHTaIIii.

10. Po3nonin 0aJiB, iKi OTPUMYIOTH 3100yBayi BUILOI OCBITH

[Toroune TecTyBaHHs Ta caMOCTiiiHa poboTa Cepenne 3anmik | Cyma
Tema 1 Tema 2 Tema 3 Tema 4 apupMeTuIHE
11 | 12 | 21 [22] 31 [ 32 | 41. | 42| sanorouny
25 25 25 25 poGoty
Tema 5 Tema 6 (MaKcUMalbHO 50 100
51 | 52 | 61 |62 50 Ganis)
25 25
MNOTOYHUH KOHTPO.Ib

[ToTouHMii KOHTpOJIb 3/AIMCHIOETbCA 3a pe3yJbTaTaMH yCIX BHMKOHAaHUX 3aBJIaHb,
nepeadayeHuX IUIaHAMHM CEeMIHAPChKUX, CAMOCTIHHUX Ta 1HAMBIyalbHUX pOOIT. 3a BUBUCHHS
KOXKHOT TeMH MaKCHUMAaJIbHO HapaxoBYyeTbcs 25 OaniB, 3 HUX: 5 0all. — yCHa BIJMOBIb, 1O S5 Oail.
3a camocTiiiny ta IH/I3, 10 Gan — tect.

Kpurepii oniHroBaHHs1 ceMiHapChbKOro 3aHATTSA (yCHA BiNOBIAb)

«5» 0Ganu — MOBHO, 3MICTOBHO, 3 IOCHJIAHHSM Ha HOPMAaTHBHO-TIPaBOBI JIOKYMEHTH Ta
HAyKOBI1 JKepena, 3B’SI30K 3 TOIMEpeHbO BUBUYEHUMH TeMaMM Ta MPOEKLIEI0 Ha MpodeciiiHy
JISITbHICTD, TIOBHA BI/IMOBI/Ib HA YTOYHIOKOY1 MTUTAHHS, YACTKOBA OTIOpPa HA KOHCIIEKT.

«4» 6amy — JOCTaTHbO MOBHO, 3 NMOCHJIAHHSIM Ha HOPMATHBHO-IIPABOBI JIOKYMEHTH Ta
HAyKOBI JDKEpesia, BIAMOBIIHICTh TeMi Ta TUTaHy, 3B’S30K 3 MONEPEIHHO BUBYCHUMHU TEMaMU Ta
MPOEKITi€I0 Ha TpodeciiiHy AisUTBbHICTh, 00'€MHA BIAMOBIAbL HA JOJATKOBI MUTAHHS, YaCTKOBA
Oropa Ha KOHCIEKT.

«3» 6anu — HEMOBHE PO3KPUTTS 3MICTy NMUTAaHHs, HEMTOBHA a00 HETPYHTOBHA BiANOBIAb HA
JTIOTaTKOB1 TUTAHHS, JOMYIICH] HE3HAYH1 TOMUJIKY 1] 9ac BIAMOBII, OMTOpa Ha KOHCIIEKT.




«2» GanM — YaCTKOBE PO3KPHUTTS MPOrPAMHOTO MUTAHHS, CIa0Ke 3HAHHS BUIIB JOKYMEHTIB
Ta MPaBWJI POOOTH 3 HUMH, HEMOBHA a00 BiZICYTHS BiJIMOBiIb HA OJATKOBI MUTAaHHS, YHUTAHHS 3
KOHCIICKTA.

«1» 6an — mAroTOBICHO MUCHMOBHIA (DIKCOBaHMIA BUCTYI O€3 YCHOT IOTIOBIII.

Ha 3aHATTI 320X04Yy€ThCS aKTUBHICTH 3700yBadiB, y4acTh B OOTOBOPEHHI NHUTaHb.
Bucoka akTHBHICTP Ha CeMiHapChbKOMY 3aHATTI (Bix 3 1 Oliblie 3MICTOBHUX JOMOBHEHB)
omiHtoeThest Bim 1 mo 3 OamiB; cepenHs aKTUBHICTh — (IOTIOBHEHHS HE IOBHI, YaCTKOBE
MOBTOPEHHS MOTEpeIHBOro AonoBinava) Bix 1 go 2 6amis.

Kpurepii oniHlOBaHHA caMOCTiiHHOI po0oTH

CamocriiiHa po0oTa € YacTUHOI MIArOTOBKM 37400yBada 10 3aHATTSA. [IpoBoauThCS Y
dbopmi MUCHMOBOI BIAMOBIAI Ha TEOPETUYHI MUTAHHA. Y CKJIaJli TUCbMOBOI POOOTH MICTHTHCS
OJIHE TCOPETHYHE TUTAHHS.

«5» Oanm — mMOBHA, OOTPYHTOBAaHA BIJMOBiINb HAa MHUTAHHS MPHUKIAJIHOTO XapaKTepy
(«omparrroBaTi 3pa3Ku JIOKYMEHTIBY», «O3HAHOMHTHCS 3 MAKETOM JOKYMEHTIB (0co0OBa CIpaBa,
aKT OOCTEKCHHSI..)», «3aCBOITH MpaBUJIa CKJIaJaHHs, 0()OPMIICHHS JIOKYMEHTIB.

«4» 0any — HEJOCHTH TIOBHA BIJIOBiAb, HEAOCTAaTHS apryMEHTOBAHICTh HAa IMHTaHHS
MOBSI3aHI 31 3HAHHSIMH HOPMATHUBHO-TIPABOBUX JOKYMEHTIB, BHU[IB JOKYMEHTIB («3pa3Ku
JIOKYMEHTIBY», «IaKeT TOKYMEHTIB (0coOOBa CIpaBa, aKT OOCTEXKEHHS..)», «3aCBOITH IMpaBHIIa
CKJIQIaHHS, OOPMIICHHS JJOKYMEHTIBY.

«3» Oanmu — HEMOBHI BIAMOBIAlI HAa 3amUTaHHs, TPyOdl MOMWIKHM MpPHU BHUCBITJICHHI
TEOPETUYHOTO MaTepiany; MOMIJIKH IIPH BHOOPI HEoOX1aHOT (hopMH, 3pa3Ky TOKYMEHTY.
«2-1» Oamu — YacTKOBE BHMKOHAHHS 3aBJaHHS, BIJCYTHICTh TMPaBUILHOTO BHOOPY

OUTBIIOCTI 3pa3KiB, (HOPM TOKyMEHTYBaHHSI.
Kpurepii oniHroBaHH# iHAUBIIYaIbHO-10CTITHUX 3aBIaAHb

[H/I3 € wacTuHOIO MiAroTOBKH 3100yBaya 10 3aHATTA. [IpoBoauTECS Y OopMi MHCEMOBOI
BIJIMOBiIl Ha TEOPETHYHI MUTAHHS, ajie BIUIMBAaE Ha (QopMyBaHHsS (PaxOBUX KOMIIETEHTHOCTEH
3no0yBava. Y ckiaji micbMOBOI pOOOTH MICTHTBCS OJTHE 3aBJIAHHS.

«5» Gasin — NOBHA, PO3TOPHYTA BIANOBIAb HA MUTAHHS JIOCIIAHOTO Ta TBOPUYOTO XapaKTepy,
0oOrpyHTOBaHO BHOIp HEOOXIAHOrO 3pa3Ky, (OpPMHU JOKYMEHTIB HPUPOOOTI 3 KOHKPETHUM
BUIIA/IKOM, BUMOT 1110710 O(OPMIICHHS.

«4» Oamu — He AOCUTh IMOBHA BIANOBIAb, HEAOCTAaTHSI apryMEHTOBAHICTh BHOOpY
HEOOX1HOTO 3pa3Ky, (OpMH JOKYMEHTIB IpH POOOTI 3 KOHKPETHUM BMIIaJKOM, BUMOT II0JIO
o(opMIIeHHS.

«3» Oanu — HEMOBHI BIANOBIJAI Ha 3amUTaHHs, TpyOdl MOMWIKM NpPHU BHUCBITJIECHHI
TEOPETUYHOI0 MaTepiaiy, HaByallbHii poOOTI 31 3pa3kaMu IOKyMEHTIB.

«2-1» Oamum — yacTKOBE BMKOHAHHS 3aBJIaHHS, TMOMUJIKMA NpPU HaBYaJIbHIA pPOOOTI 31
3pa3kaMu JIOKyMEHTIB.

OuinoBaHHs
ogopMmiIeHHs1 TOPT(oJ1io 3pa3KiB nmpodeciitHOl JTOKyMeHTalil

[Toptdomnio popmyeThest 3100yBaueM MPOTATOM BCHOTO KypCY BUBUCHHS TUCHUILIIHU Ta
BIJIMIOBIJJa€ IUIaHY CEMIHAPCBKUX 3aHATh, caMmocTiiHoi pobotu Ta IH/3. Cxrnamaerbes 3
HOPMAaTHUBHO-TIPaBOBUX  JOKYMEHTIB Ta Kiacuikaiis HOpPMaTUBHOI Ta  JIOBIJIKOBO-
iH(popMaliifHOI JOKyMeHTallii, 3pa3KiB JOKYMEHTIB, 5IKi 0(OPMIIIOIOTHCS COLIAIBHOIO CIYX)0010
B KOHKPETHHMX BUMaJAKaX (OLIIHIOBaHHS MOTpeO ciM’i, aiTeH, TOpOCIUX 3 PI3HUMH MPOOIeMaMu,
JIOKYMEHTIB COILIaJIbHOTO OOCIYrOBYBaHHSI HACENEHHs, OCOOOBHX CIIpaB, JOKYMEHTAIis JUIs
CIIy’)KOOBOTO KOPHCTYBAaHHS, JOKYMEHTYBAaHHS COIIIQJIbHOI MOCTYTH 3 TpaleBIalITyBaHH:). 3a
noBHe MOpT Qomio 3700yBad MO 3aKiHUEHHIO BUBYEHHSI Kypcy Moke HaOpatu 20 OamiB (3a
KOXHY TeMy MakcuMyM 10 Oan. x 8 Tem : 4 kpenutu =20 6ait.)

MIICYMKOBUHI KOHTPO.JIb

dopMa 1 TEpMIHM CEMECTPOBOTO KOHTPOIIO 3 AWCHUIUTIHM “‘OpraHizaimisi CHUCTEeMH

JOKYMEHTYBaHHS COLIaJIbHOI poOOTH” Uil AEHHOI Ta 3a04HOI ()OPMH HABYAHHS BU3HAYAIOTHCA



poOOYMM HABYAJIBHUM IUIAHOM CICIIaIbHOCTI, PO3KIAIOM cecii 1 BKIIFOYAIOTh IPOBEICHHS

3aJiKy.

CemecTpoBUl KOHTPOJIb NMPOBOAMUTHCS Y (OPMi YCHOTO ONUTYBAaHHS (32 MPOrPamMoOro
3aITiKy, pO3pOOJICHOI s 3aliKy 3 Ii€i TUCHUIUTIHK). Y TpoIleci criBOeciiu i BIAMOBiNI Ha
3aJTIKOBE THTaHHS 3100yBay Mae HpO,I[eMOHCTpYBaTI/I Il pe3ynbTaTH HABYAHHS SIK, HAIPUKIA!
«ineHtudikyBata, (opmymoBaTH 1 po3B’s3yBaTH 3aBAaHHA y cdepi comiambHOi poOOTH,
IHTErpyBaTH TEOPETUYHI 3HAHHS Ta MPAKTHYHHA AOCBia». dopMa MpoBEIEHHS CEMECTPOBOTO
KOHTPOJIIO 3a3HAYAETHCS B poOOUill Ta HABYAIBHIM Mporpamax.

MakcumanbHa KUTbKICTh OalliB, 110 HApaXxOBYEThCS 3a 3ai1ik S0 OauiB.

Tabauys 2
Kpurepii ouinioBanHs (yCHUX BianmoBigei)

Bbamm

Kputepii oniHOBaHHA

40-50

BiamoBigi, B SIKMX HaBYaJIbHUN MaTepian BIATBOPIOETHCS B MOBHOMY
00cs131, BIAMOBIH MPaBUIIbHA, OOIPYHTOBAHA, JIOT1YHA, MICTUTh aHAII3
i CHCTEMaTH3AllIfo, 3po0IieHi apryMeHTOBaHl BHCHOBKH.
Crocrepiraerbcsi  TJIMOOKE — BOJIOJIHHS — MarepiayioM,  3100yBad
OpIEHTYeThCS Yy BHAax, (opmax Ta mnpaBwiax mnpodeciiHoro
JIOKYMEHTYBaHHS, TPOSBJISE BMIHHS CaMOCTIHHO Ta apryMEHTOBAaHO
BUKJIQJIATH MaTepial.

15-39

BinmoBigi, B SKHX BIOTBOPIOETHCS 3HAYHA YaCTHHA HABYAIBLHOTO
marepiany. 37100yBau BHABISE€ 3HAHHA 1 PO3YMIHHA OCHOBHHUX
MOJIOKEHb 3 HABUYAIBHOI JUCHUIUIIHMA, II€BHOIO MIpOI0 MOXE
aHai3yBaTU MaTepiall, MOPIBHIOBATH Ta POOUTH BUCHOBKH. [IuTanHs
BHCBITIIIOE ITOBHO, a TAKO)K BUKOHYBAaTH HaBYAIIbHI 3aBJaHHS 3 POOOTH
31 3pa3kamMM JOKYMEHTAllii. Y BIANOBIAAX MJOMYIIEHI HECYTTEBI
ITOMMJIKH, HETOYHOCTI.

BiamoBizgi, B SKUX BiITBOPIOIOTHCS OCHOBHI ITOJIOYKEHHS HAaBYAJIBHOTO
Marepiany; 37100yBad y IIJIOMY OBOJIOJIIB CYTTIO ITUTaHb 3 JIaHOI TEMH,
BUSIBJISIE 3HAHHA Martepiany, (OpM JOKYMEHTIB, aje Ja€ HEeNOBHI
BIJIMOBI/I1 HA 3allUTaHHS, IPUIYCKAETHCSA IPYONX MOMUIOK IIpU BUOOPI
3pa3KiB JJOKYMEHTIB 11010 KOHKPETHOI'O BUIIAJIKY.

3a migcyMKamMu

INIIACYMKOBA OLTHKA

BUBYCHHS JUCHUIUIIHU “Oprasizaiisi CHUCTEMH JTOKYMEHTYBaHHS

comianbHOi po6oTH” 3100yBay BUIIOT OcBiTH Moxe oTpumari 100 Gamis (50 Gami! — motoune
omiHroBaHHs + 50 6amiB — KOHTPOJBHE OLIHIOBAHHS (3aJIiK).
[TimcymkoBa KUTbKICTh OaiB BU3HAYAETHCS 32 (HOPMYJIOHO:

_ 3K, + 3K, + 3K, + 3K, 502100
n

ne M — KUIbKicTh HaOpaHuX OalliB 3a BUBUEHUI KypC;
N — KUIBKICTh 3aJIIKOBUX KPEAMTIB;

50 6aniB — 3aJiK.

3aranbHa KUIBKICTH OaliB 32 BHUBUEHHUH Kypc OOYHCIIOETbCS TaKUM UYHHOM:
HiApaxoBYEThCS KUIBKICTh OaiiB, HAOpaHUX MiJl Yac MOTOYHOI'O KOHTPOJIIO 32 BCIMa 3aJiKOBUMHU
KpeAuTaMHU Ta JUINTBCA Ha 3arajibHy KUIBKICTh KpEAWTIB (BU3HAYA€ThCS CepefHiil
apupmernunuii 6am). IToTiM 10 OTpUMaHOro MOKa3HMKA JOJNAIOThCS Oanu, HaOpaHi Mg 4vac

3aJIiKYy.

BinnoBinHicTh NiAcyMKOBUX PeHTHHIOBHX OLIHOK y 0a/1ax oHiHKaM




32 HAiOHAJILHOIO IIKAJI0I0
IIIkana oninoBanHga: HanioHaJnLHa Ta EKTC

CymMma 6aiiB 3a BC1 BUIU
HaBYaJIbLHOI IISJIBHOCTL
90-100 A
78-89 B
65-77 C
58-64 D
50-57 E
35-49 FX
1-34 F

"MinimMansHHI TOMYCK 10 MiJICYMKOBOI aTecTallii 3100yBaya MOKIMBHI 32 YMOBU HaOpaHHS HUM 35
OaiB 32 BUKOHaHI pOOOTH MPOTATOM CEMECTPY.
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