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MoBa HaBYaHHSA: YKpAalHChKA.

KurouoBi ciioBa: 1110BOACTBO, BUIU TIOKYMEHTIB, aKT, JOTOBIP, TTOJI0KECHHS.

MeTta Kypcey: o3HaiOMIICHHS MalHOyTHIX COLIaJIbHUX MPAI[iBHUKIB 3 OpPraHi3ali€lo JOKYMEHTAIIHHOTO
3a0be3neueHHs] Cayk00BOi MisUTBHOCTI HAa OCHOBI UYMHHOTO 3aKOHO/JABCTBA, CYYaCHHX BHUMOT, MPABHI
JIOKYMEHTYBaHHS Ta poOOTH 3 TOKyMeHTaMu; GpopMyBaHHs y 3100yBaviB BO 3aranpHoi 6a30B0i TeOpeTHYHOI
Ta MPAKTUYHOI OCHOBH 3 JIIJIOBOJICTBA.

IIpeamer Kkypcy: kinacudikarisi JOKYMEHTIB, MPUIOMH PalliOHATbHOI POOOTH 3 TIOKyMEHTAMH.

KoMnieTeHTHOCTI Ta mporpaMHi pe3yJibTATH HABYAHHSA:

IIporpamMHi KOMIIETEHTHOCTI:

3K-4 31aTHICTh CIJIKYBATUCS JIEPKABHOIO MOBOIO SIK YCHO, TaK 1 MUCHMOBO.

®K-8 3naTHicTh 10 nudepeHIlitoBaHHs BB MpoQeciiiHOl ToKyMeHTallii Ta BeACHHS 11 BiIMOBIAHO O YAHHUX
HOPMAaTUBHUX BUMOT Yy COLIIaNIbHIN cdepi.

Pe3yabTaTn HaBYaHHSA:

I1P-3 3naren OyayBatu npodeciiiHe CIiKyBaHHS 31 CIIO)KUBaYaMH COLIaIbHUX TOCIYT.

IIP-15 3pateH poOMTH BHCHOBKHM WIOJO BJIACHOI MisIIBHOCTI (haxiBIs, OLIHIOBAaTH pPe3yabTaTH BILIUBY,
CoIllaJIbHY 1CTOPIIO.

3micT Kypcey:

1. Micue 10KyMEHTYBaHHS B AiSTIBHOCTI OpPraHiB COIiabHOI pOOOTH.

2. JlimoBOACTBO y He3aIeXkHI YKpaiHi; OCHOBHI Mpo(eciitHi JOKYMEHTH AisUTHHOCTI MpalliBHAKA
COLIaIbHOT YCTaHOBH.

3. Cucrema MOKYMEHTYBaHHSI OI[IHFOBaHHS OTPEO CiM’1, TITEH.

4. Oco0aMBOCTI MIATOTOBKU Ta BEJCHHS OCHOBHUX MPOQeCciHHUX JOKYMEHTIB MpalliBHUKA COL[iaJIbHOT
YCTaHOBH.

5. OO6iKOBO-3BITHA JOKYMEHTAIIisl HAJaHHS COLIAILHUX MOCIYT ocobam, siki onuHuiucek y CXO.

6. OO0IiKOBO-3BITHA JOKYMEHTAIIiSl HAAHHS COLIATBHUX MOCIYT 3 3aXUCTY MPaB JIIOIHH.

7. IlpakTuka ckiagaHHs i oOpMIICHHS JOKYMEHTIB.

8. Bumoru 10 BeZieHHs MpoQeciitHOi JOKyMeHTaIlii.

MeToau HaBYAHHS:CJIIOBECHI (MOSCHEHHS, PO3IMOBiAb, JEKIis, ceMmiHapu Oecima (BcTymHa, Oecina-
MTOBTOPEHHS); HAOUHI (0O3HAMOMJICHHS 31 3pa3kaMu JOKYMEHTIB); MPaKTH4HI: (BIpPaBU 13 3allOBHEHHSAM
3pa3KiB JIOKyMEHTIB, BEJCHHS JOKYMEHTAllii); METOJM KOHTPOJIO 1 CaMOKOHTPOJIIO(METOJ YCHOTO
KOHTPOJTIO (METO MHChMOBOI'O KOHTPOJIIIO, CTBOPSHHS IMOPT (hOJIi0 3pa3KiB JOKYMEHTIB).


https://edu.bdpu.org/course/view.php?id=685
https://dspace.bdpu.org/handle/123456789/1133

IoaiTuka Kypcy (0c00JIMBOCTI NPOBeIeHHSI HABYAJIBHUX 3aHATH):HABYAIbHUN KypC CKIIAJAETHCS 3
JEKIid, ceMiHapChKUX 3aHATh, CAMOCTIHHOI Ta IHIUBIAyalbHOI poOotH. JlekmiiiHi 3aHITTS
nepen0avyaroTh BEJACHHS MUCbMOBOTO KOHCHEKTY. [1iqroToBka ceMiHapChKUX 3aHATh Nependavyae ycHe
OTIpAIIOBaHHs TEOPETHYHUX MUTAHb Ta AUCKYCiIO0 3a TeMoro. IliaroToBka 3aBgaHb 1O CaMOCTIHHHUX Ta
IHAMBIIyalbHUX pPOOIT 3IilCHIOETBCA y ApykoBaHomy Burisaai (dopmar MicrosoftWord a6o
PowerPoint (ze HeoOXigHO) 3a BU3HAYEHUM IIIa0JIOHOM Ta mepeabavae yCHE ONMUTYBAaHHS 3100yBadiB
MPOTATOM CEMIHAPCHKOIO 3aHATTS 10 TEMH a00 HA IPYINOBIN/IHAMBIIyalIbHIM KOHCYJIbTALII].

Texniune it mporpamue 3a6e3ne4eHHs1/001aTHAHHNA, HAOUHICTh: mexHiune (KOMIT IOTEP,IIPOCKTOP);
npozpamne (MicrosoftOffice: Moodle, perosuTtapiit); naounicms (3pa3ku poOOYUX JOKYMEHTIB).

Cucrema olliHIOBAaHHA Ta BUMOTH:
Dopma nidcymMKo8020 KOHMPOIO YCHIUHOCMINAGYANHS 3aT1K
Cuctema oLiIHIOBaHHS Tependayae MOTOYHHMI Ta MiJCYMKOBHI KOHTpOJb (3alliK) 3a pe3yiabTaTaMu
BUBYCHHS JJUCIUILIIHH.
VY 3aranpHOMY PO310ia 6ajiB (IOTOYHOTO Ta IMiJICYMKOBOTO KOHTPOJIO), sIKi OTPUMYIOTH 3100yBaui BO
npescTaBieHo y Tabmui 1

Tabnuys 1
Po3noain 6auis, siki orpumyoTs 3100yBadi BO
JIeHHO1 (hopMU HaBYAHHS
[TorouHe TecTyBaHHs Ta caMoCTiliHa poOoTa Cepenne 3aJiK Cyma
Tema 1 Tema 2 Tema 3 Tema 4 apupMeTHYHE 32
11 | 12 21 | 22| 31 | 32 4.1. | 4.2 | norouny poGory
25 25 25 25 (MakcuManbHO
Tema 5 Tema 6 Tema 7 Tema 8 50 Gauis) 50 100
51 | 5.2 51 |52 ] 71 | 72 | 81 | 82
25 25 25 25
MOTOYHUN KOHTPOJIb

[ToTounuit KOHTPOJB 3MIHCHIOETHCS 3a Pe3yJIbTaTaMU YCiX BUKOHAHUX 3aBIaHb, NEpPeN0aYCHNUX TTaHAMH
CEeMIHAapChKHUX, CAMOCTIMHUX Ta I1HAMBIIyaldbHUX pOOIT. 32 BHMBUCHHS KOXHOI TEMHM MaKCHMAJIbHO
HapaxoByeThcs 25 OaniB, 3 HUX: 5 Oan. — ycHa BIANOBiAb, 0 5 Gai. 3a camoctiiiny Ta IH/I3, 10 6an —
TECT.

KpuTepii oniHiOBaHHS1 ceMiHAPCHKOI0 3aHATTS (YCHA BiANOBiAb)
«5» 6anu — MOBHO, 3MICTOBHO, 3 MTOCUJIAHHSAM Ha HOPMaTUBHO-NIPABOBI JOKYMEHTH Ta HAayKOBI JDKepena,
3B’430K 3 MONEpeIHhO0 BUBYEHUMHU TEMaMH Ta MPOEKIIE0 Ha TPOodeCiiiHy IisIbHICTh, TOBHA BIIMOBIIb Ha
YTOYHIOIOUi TTUTaHHS, YACTKOBA OMOpa Ha KOHCITEKT.
«4» O6anmy — 1OCTaTHHO MOBHO, 3 MOCUJIAHHSAM Ha HOPMAaTUBHO-IIPABOBI IOKYMEHTH Ta HAyKOBI JKepena,
BIJIMIOBITHICTh TeMI Ta IJIaHy, 3B’S30K 3 MONEPEIHHO BUBYCHUMH TEMaMHM Ta MPOEKLI€I0 Ha mpodeciiny
TisUTBHICTH, 00’€MHA BIANOBIAb HA 101aTKOBI MUTAaHHSI, YaCTKOBA OIIOPa HA KOHCIIEKT.
«3» Oanu — HEMOBHE PO3KPUTTS 3MICTY NMUTAHHS, HEMOBHA a00 HETPYHTOBHA BiJIOBIJb HA JI0/aTKOBI
MMATaHHS, TOMYIIEH] He3HAYH1 ITOMMJIKH IT1/1 Yac BiJMOBI/II, OTIOpa HA KOHCIIEKT.
«2» 0anu — yacTKOBE PO3KPUTTS MPOTPAMHOTO MHUTaHHS, cllabKe 3HAHHS BUJIB JOKYMEHTIB Ta MPaBHII
poOOTH 3 HUMHU, HETIOBHA 200 BIJICYTHS BIATOBIAb HAa TOAATKOBI MUTAHHS, YUTAHHS 3 KOHCIIEKTA.
«1» 6an — mAroTOBIEHO MUCHMOBHH (PiKCOBaHMIA BUCTYI 0€3 YCHOI AOMOBI/I.

Ha 3aHATTI 320X04y€eThCS aKTUBHICTH 3/100yBaviB, y4yacTh B OOMOBOpPEHHI MHUTaHb. BUCOKa akKTHUBHICTh
Ha ceMiHapChKOMy 3aHATTI (Bifg 3 1 Oiiblme 3MICTOBHUX JOTIOBHEHB) OIIHIOETHCS Big 1 mo 3 OGamis;
Cepe/iHs aKTHBHICTh — (JIOTIOBHEHHS HE MOBHI, YaCTKOBE MOBTOPEHHS IMONEPETHHOr0 J0MNoBijaya) Bif 1
110 2 OaiB.

KpuTepii oniHoBaHHS1 caMOCTiiiHOI podoTHn
CamocriitHa po0OOTa € YacTHHOK MIATOTOBKM 3M00yBaua 10 3aHATTA. [IpoBomutbes y dopmi
MMCHEMOBOT BIJIIOBI/II HA TEOPETUYHI MUTAHHS. Y CKIIaJi MUCEMOBOI POOOTH MICTUTHCS OJIHE TEOPETUUHE
IIUTAHHS.




«5» Oanu — OBHA, OOTPYHTOBaHA BIANOBIAb HA MUTAHHS MPHUKJIATHOTO XapaKTepy («OMpaIloBaTH 3pa3Ku
JIOKYMEHTIBY», «O3HAMOMHTHCS 3 TAKETOM JIOKYMEHTIB (0c000OBa CIipaBa, aKT OOCTEKEHHS..)», «3aCBOITH
npaBuiIa CKJIalaHHs, OPOPMIICHHS JJOKYMEHTIBY.
«4» Oanum — HEAOCHUTHb TOBHA BIMOBIb, HEIOCTAaTHS AapryMEHTOBAaHICTh Ha IHUTAHHS TOBS3aHI 3i
3HaHHSAMH HOPMATHBHO-TIPABOBHUX JIOKYMEHTIB, BHUIIB JIOKYMEHTIB («3pa3Kd JOKYMEHTIBY», «IaKeT
JOKYMEHTIB (0co0OBa cIpaBa, aKT OOCTEKEHHS..)», «3aCBOITH IIpaBWia CKJIaAaHHS, OQOPMIICHHS
JOKYMEHTIBY.
«3» Oanu — HEMOBHI BIJMOBI/II HA 3aNTUTAaHHS, TPYO1 MOMUJIKY IIPH BUCBITJICHHI TEOPETUYHOTO MaTepially;
MIOMMUJIKH TIpH BUOOP1 HeoOXiaHO1 popmu, 3pa3Ky JOKYMEHTY.
«2-1» Gaym — 9yacTKOBE BHUKOHAHHS 3aBJaHHS, BIJCYTHICTh NMPABUIBLHOIO BHOOPY OUIBIIOCTI 3pasKiB,
($opM TOKYMEHTYBaHHS.
Kpurepii oniHlOBaHHSA iHAMBIAYaIbLHO-10CTIIHIX 3aB1aHb
IH/I3 € wacTHHOIO MiArOTOBKHU 3100yBada A0 3aHATTs. [I[poBOoIUTECSA ¥ (hOpMi MHUCHMOBOI BiIMTOBIIL
Ha TEOPETUYHI MUTaHHS, aJie BILUTMBAE Ha (GopMyBaHHS (PaXxOBUX KOMIIETCHTHOCTEH 3/100yBava. Y CKiaji
MUCHMOBOI POOOTH MICTUTHCS OJTHE 3aBJIaHHSI.
«5» Oamu — TMOBHA, PO3rOPHYTAa BIANOBII, HA THTAaHHS JOCTIJHOTO Ta TBOPYOTO Xapakrepy,
OoOTrpyHTOBaHO BUOIp HEOOXiTHOTO 3pa3Ky, (HOpMH TOKYMEHTIB HPUPOOOTI 3 KOHKPETHHUM BHITAJKOM,
BHMOT III0JI0 O(OPMIICHHS.
«4» 6any — HE JOCUTH NMOBHA BIAINOBiAb, HEJOCTATHS apTYMEHTOBAHICTh BHOOPY HEOOXITHOTO 3pa3Ky,
(dbopMHU JOKYMEHTIB IIpHU POOOTi 3 KOHKPETHUM BUIAJAKOM, BUMOT HIOJI0 O(OPMIICHHS.
«3» Oayn — HETOBHI BI/MOBI/II HA 3aTUTAaHHS, TPYO1 TOMWJIKH IIPH BUCBITICHHI TEOPETUYHOTO MaTepiamy,
HaBYallbHI poOOTI 31 3pa3KaMu JOKYMEHTIB.
«2-1» Ganmu — 9acTKOBE BUKOHAHHS 3aBJIaHHS, TOMWJIKH [TPH HaBYAIBHINA POOOTI 31 3pa3kaMu JOKYMEHTIB.
OninoBaHHA
oopmiieHHs1 MOPT(oJ1io 3pa3kiB npodeciiiHOi TOKyMeHTaLil
[Toprdonio dhopmyerbes 3100yBaueM HPOTATOM BCHOTO Kypcy BHUBUEHHS AMCLUMILUIIHU Ta BiAMOBITAE
IUTaHy CEMIHApChKUX 3aHATh, camocTiiiHoi podotm Ta I[HJ3. Cknamaerbess 3 HOPMAaTUBHO-TIPABOBUX
JOKYMEHTIB Ta Kjacudikallis HOPMAaTUBHOI Ta JOBIIKOBO-1HPOpPMAIIIIIHOI JOKYMEeHTaIlii, 3pa3KiB JOKYMEHTIB,
K1 O()OPMITIOIOTHCSI COLIIAJIBHOKO CITY’KOOI0 B KOHKPETHMX BHUIJAKaxX (OLIIHIOBAaHHS MOTpeO ciM’i, HiTeH,
JOPOCIINX 3 PI3HUMHU MpoOeMaMH, JOKYMEHTIB COLIaIbHOTO OOCIYrOBYBAaHHSI HACEJIEHHS, OCOOOBUX CIpaB,
JTOKYMEHTAITS ISl CIY’>KOOBOTO KOPHCTYBaHHSI, JOKYMEHTYBAHHS COLIAIILHOI MOCIYTH 3 MPAlCBIAIITYBaHHS).
3a noBHe nopT (oo 3100yBay MO 3aKiHUEHHIO BUBYEHHS Kypcy Moxke HaOpatu 20 OaiiB (3a KOXHY TeMy
MakcumyMm 10 6an. x 8 Tem : 4 kpenutu =20 6ai.)

HIJJICYMKOBHIA KOHTPOJIb

dopma 1 TepMIHH CEMECTPOBOIO KOHTPOJIO 3 JUCHMILUIIHM “OpraHizaiis CUCTEMHU JOKYMEHTYBaHHS
COLIaJIbHOI POOOTH™ Ui JIEHHOI Ta 3a04HOI (JOPMM HABUAaHHS BU3HAYAIOTHCS POOOYUM HABYAJIBHUM ILJIAHOM
CHeLiaTbHOCTI, PO3KJIAJ0M CECii 1 BKIIIOYAIOTh POBEICHHS 3aJIKYy.

CemMecTpoBUll KOHTPOJb MPOBOAUTHCS Yy (OpMI YCHOTO ONUTYBaHHS (3a MpPOrpaMol0 3alliKy,
pO3pOONIeHOr0 JUIS 3aMiKy 3 Mi€i TUCIUILIIHK). Y Tporeci cmiBOeciiu 1 BiAMOBIAI Ha 3aliKOBE MUTAHHS
31100yBa4 Ma€ MPOJEMOHCTPYBATU M pe3yabTaTH HaBYAHHS SIK, HAPUKIIAA: «1AeHTU(]IKYyBaTH, GOPMYIIOBATH 1
PO3B’A3yBaTH 3aBIaHHA y cdepi colianbHOi poOOTH, IHTETpyBaTH TEOPETHYHI 3HaHHS Ta MPAKTUYHUN JOCBIA».
dopMa MPoBEACHHS CEMECTPOBOTO KOHTPOJTIO 3a3HAYAETHCS B pOOOUiid Ta HABYAIBHIN MPOTpaMax.

MakcumanbHa KUIbKICTb 0aiB, 110 HApaXxoBYeThCs 3a 3aiik 50 Oanis.

Tabauys 2
Kpurepii ouinoBanHs (yCHUX Bianosigeii)
baun Kpurepii ouiHioBaHH#
«BigmiHHO» Binnosini, B SAKMX HaBYaJIbHUH Marepiajd BIATBOPIOETHCA B IOBHOMY
00cs31, BIJMOBIAb MpaBWIbHA, OOTPYHTOBaHA, JIOTIYHA, MICTUTh aHami3 1
40 -50 cucTeMaTH3alliio, 3po0JeHi apryMeHTOBaHI BHCHOBKH. CrocTepiraerbcs

rrOOKe BOJIOIHHS MaTepiayioM, 3100yBa4 OPIEHTYEThCS Y BUAaX, hopmax
Ta TpaBWiaX NpoQecifHOr0O JOKYMEHTYBaHHS, MpPOSBISLE€ BMIHHA
CaMOCTIWHO Ta apr'yMEHTOBAHO BHUKJIQIaTH MaTepial.

«/loope» BinnoBini, B AKMX BIATBOPIOETHCS 3HAYHA YacTHHA HABYAIBHOTO




marepiany. 3100yBay BUSBIISE 3HAHHS 1 PO3YMIHHS OCHOBHHX IOJIOKEHB 3
15-39 HaBYAJIbHOT JUCIUIUIIHY, TEBHOIO MIPOI0 MOXKE aHalli3yBaTH Marepial,
HOpPIBHIOBAaTH Ta pOOUTH BUCHOBKHU. [IMTaHHSA BHCBITIIOE TIOBHO, a TaKOX
BUKOHYBAaTH HaBYaJbHI 3aBIaHHsS 3 pOOOTH 31 3pa3kamMu JTOKyMeHTarii. Y
BIJIMOBIISIX JOMYIIEHI HECYTTEBI TOMUIIKHA, HETOYHOCTI.

«3a10BiILHO» BinmoBini, B SKHX BIiATBOPIOIOTHCS OCHOBHI IOJIOXKCHHS HAaBYAIBLHOTO
Marepiany; 3100yBad y IJIOMY OBOJIOJIB CYTTIO NMHUTaHb 3 JIaHOI TEMH,
1-14 BUSIBJISIE 3HAHHS MaTepiany, (opM JOKYMEHTIB, ajie Ja€ HETIOBHI BiAMOBiAL

Ha 3alWTaHHS], TPHUITYCKAETHCA TPyOMX ITOMUJIOK TpuU BHOOpPI 3pa3KiB
JIOKYMEHTIB IIOZI0 KOHKPETHOTO BUITAJIKY.

HIJCYMKOBA OIIIHKA
3a mijcyMKaMH BHBYCHHS JUCHMIUIIHK “Oprasizaiisi CHCTeMH JIOKYMEHTYBAaHHS COIliajJbHOI poboTh”
3106yBay BHmOi OCBiTH Moxke oTpumaté 100 6amie (50 6anis! — moroune omiHloBamus + 50 GamiB —
KOHTPOJIbHE OIIHIOBaHHS (3aJ1iK).
[TincymMKoBa KUIBKICTh OaiB BUZHAYAETHCS 32 (DOPMYIIOIO:

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

n

e M — KUTbKICTh HAOpaHUX OaTiB 3a BABYCHHI KYPC;

N — KIJTBKICTh 3a1IKOBHX KPEIUTIB;

50 GautiB — 3aliK.

3arajipHa KUIBKICTh OaiiB 32 BUBYEHUH Kypc OOUMCIIIOETHCS TaKMM YHMHOM: MiIPaXOBYETbCS KUIbKICTb
OaxiB, HaOpaHMUX IIiJ{ Yac MOTOYHOTO KOHTPOJIO 32 BCiMa 3aIIKOBUMH KPEIUTaMHU Ta JUTUTHCS Ha 3arajlbHy
KUIBKICTh KpEAWTIB (BU3HAYAEThCS cepeaHiil apudmernunuid Oam). IlotiMm 10 OTpMMaHOro moOKa3HUKA
TOJar0Thes Oamy, HaOpaHi IMij] Jac 3aJiKy.
BinnmoBigHicTh NiACyMKOBUX PEHTHHIOBHX OLHIHOK y 0a/1axX OLiHKaM
32 HAliIOHAJIbHOIO HIKAJIOK0
IIIkanxa ominoBanua: HanioHaJanLHa Ta EKTC

+50=100

Cyma 6aniB 3a Bei Bum O11iHKa 32 HaIlIOHAJTBHOO IIKAJIOK0
HABYAIIbHOT A1STBHOCTI 1St 3aTTiKy
90-100 A
78-89 B
65-77 C
58-64 D 3apaxoBaHO
50-57 E
35-49 EX HE 3apaxoBaHO 3 MOXJIUBICTIO
MOBTOPHOTO CKJIaIaHHS
HE 3apaxoBaHo 3 000B’A3KOBUM
1-34 F ITOBTOPHUM BHUBUYEHHSAM
JUCITUTLTIHA

"MiniManbH## TOMYCK /10 TICYMKOBOI aTecTarii 3100yBada MOKIIMBHIA 32 YMOBH HaOpaHHS HUM 35 GaliB 32 BUKOHAHI
POOOTH MPOTSITOM CEMECTPY.
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