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Jo/KHOCTHAS HHCTPYKUUSA OHO/IHOTEKAPH WIKOILHOI0 anl)OpmaBHOH{io ﬁnﬁJmO’re'{Horo
uentpa MBOY «COL» Ne 16

1.00mue nooKeHHs.

1.1. Hacrosmas 10/KHOCTHAs HHCTPYKLMs pa3paboTaHa Ha OCHOBE IIPUMEPHOH JOIKHOCTHOM

MHCTPYKLIMH U HalpaBJieHa JJ1sl PyYKOBOJCTBA B padoTe.

1.2. bubnuorexkapp  wmKoIBHOrO  HH(poOpMaunoHHO-OMOMMOTEYHOro  HeHTpa  (maiee

OdudnuoTekaps) HazHaA4aeTCsd H OCBOOOXKIAaeTcs OT JOKHOCTH «OHONIHOTEKaph» OUPEKTOPOM

HIKOJIBL.

1.3. buOnuorexkapp $BISETCS UICHOM IeJarorH4ecKoro KOJUIEKTHBAa, BXOAMT B COCTaB

Me1arornueckoro COBeTa.

1.4. bubnuoTekapb AO/KEH HMETh BBHICIIEE HJIM cpeaHee npodeccuoHanbHoe obpazoBanue Oe3

npeapsBIeHUs TpeOoBaHMH K cTaxy paboTel wiu ofmee cpeaHee oOpa3oBaHHE, KYpCOBYHO

[IOJArOTOBKY U CTax paboThl B IOJDKHOCTH OMONIHOTEKaps He MeHee Tpex JieT.

1.5. bubnmorekapp NOAYMHSETCS HEMOCPEACTBEHHO 3aMECTHTENI0 IMPEKTOpa IIKOJBI II0

yueOHO-BOCIIUTATENLHOMH padoTe.

1.6. B cBoeli nearenpHOCTH OHOIMOTEKaph PYKOBOJACTBYETCS 3aKOHOAATeNbCTBOM Poccuiickoit

Qenepauun O Ky/IbType, o00pa3oBaHHH H OHOIHOTEYHOM Jesle; I[OCTAHOBJICHHSIMH

[lpaButensctBa  Poccmiickoit  @enmepainuu, OnpeaeNsiONIMMH  pa3BUTHE  KYJIBTYPBI;

PYKOBOIAIIMMH JOKYMEHTaMH BBILIECTOAILMX OPraHOB MO BompocaM OHOMHOTEYHOH paboThI;

[paBUJIaMH OpraHusanuu OuOIHOTEYHOro Tpyda, ydeTa, HWHBEHTApU3allMH;, MPABHJIAMH 10

OXpaHe TpyZa, TeXHHKe Oe30IacHOCTH M IPOTHBOMOXKAPHOH 3allMTe, a TAKXKe YCTAaBOM H

IIpaBuaMu BHYTPEHHETO TPYI0OBOTO PaclopsaKa LIKOIbI U HacTosmeit UHCTpykuueii.

2. DyHruuM.

2.1. Opranuzanus padote! MBI kax o6pa3oBaTensHOro, HHOOPMALHOHHOTO M KYJIBTYPHOIO

LIEHTpa.

2.2. OOecneuenne y4eOHO-BOCIHTATEIBHOIO MpoOlLlECCa CPENCTBAMH OMOIMOTEYHOrO H

MHQOPMaLHOHHOTO 00CITY KHBaHHA,

2.3. CoBeplLIEHCTBOBaHHE TPaJUIMOHHBIX, OCBOCHHE U IPHMEHEHHE HOBBIX TEXHOIOTHIA.

2.4. ®opmuposanue Gponia GubrHOTEUHO-UHGOPMALHOHHEIX PECYPCOB 06111€06pa30BaTeIBHOTO

YUpeKICHHUS.

2.5..Ilponaranja 4reHus Kak GOPMBI KyIbTYPHOTO JOCYTa.

3. JlosKHOCTHBIE 0093aHHOCTH.

3.1. Oprauusyer paboty IIIMBLI, HeceT OTBETCTBEHHOCTH 3a AesTenbHOcTh LLIMBL] B npezaenax

CBOEH KOMIETEHLIHH.

3.2. PaspabateiBaer u koppektupyer [lonoxenue o IIWBLI, [Ipasuna nonssopanus LINBLI,

JOJIKHOCTHBIC HHCTPYKIHH COTpYAHHKOB IIIMBII, niaHel ¥ OTYETH B COOTBETCTBUH C IIAHOM

y4eOHo-BocnuTaTenbHol paboter OV, rpadux paGortel u pacrucanme pa6orsr LIMBLI;

[PEIOCTABIIAET HX Ha YTBEPXKIACHUE JupekTopy OV.

3.3. Bener OubnuoTeunyro y4eTHO-(QMHAHCOBYIO JOKYMEHTAIHMIO: KHUTH CYMMAapHOI'0 Yy4YerTa;

MHBCHTAPHBIE KHUIH; THEBHUK paOOThI LUKOIbHON OMOIHOTEKH, TeTpaab yyeTa KHHUT, IPHHATHIX

B3aMCH YTEPAHHBIX; aKThl H HaK/I4JHble Ha NOCTYIUIEHHE H CIHMCAHHE JOKYMEHTOB; aKTHI O

NpOBEACHHH WHBEHTApH3allMH H MPOBEPOK (oHIa; mamka akTOB ABWKEHHS (OHIA; KypHA
y4eTa CIpaBoK.



3.4. Mcnonp3yet B paboTe TeXHHYECKHE U HH(OPMALIHOHHEIE CPENCTBA, HOBBIE
MH()OPMALHOHHBIE TEXHOJIOTHH.

3.6. OBecneunsaet pexum padots! IIIMBL] B cOOTBETCTBHHE C norpedHocTamu OV,

3.7. OtBeyaer 3a 3CTETHKY 0OPMIEHUS IOMEIICHHS,

3.8. @opmupyeT ¥ OpraHusyeT OHOIMOTEYHBIH (QOHI: OCYIIECTBISET KOMIUIEKTOBAHHE
AOKYMCHTOB M HX Y4Y€T (NIpHEM, Bblady, BBIOBITHE); OpraHH3yeT TEXHHYECKYI0O U
AHATHTHKOCHHTETHYICCKYIO  (KJIaCCHQHKALMIO, KATaJOrH3aIHIO) 00paCoTKy MOJIy4eHHBIX
IOKYMEHTOB; ~ O0€CHICYHBAET  CHCTEMATUKO-a/1(aBHTHYIO PacCTaHOBKY [IOKYMEHTOB B
COOTBETCTBHM ¢ OubnuoTeyHO-OHGIHOrpaduueckoi knaccuukanueii;  odopmiser
OHO/IHOTEYHBI (OHA ¢ NMOMOMIBIO MOJOYHBIX H OYKBEHHBIX pa3JenuTeNell, MOJOYHBIX H
CTCHJIOBBIX BBICTABOK; OpraHu3yeT (oI 0c060 LEHHBIX JOKYMEHTOB. - H3y4aeT U aHaJIU3HpYyeT
cocraB OHIA H €ro HCIO/Ib30BaAHHE; [IPeyCMaTPHBACT MEPEI 110 COXPAHHOCTH OHOIHOTEYHOrO
(oHIa MPH OTKPBITOM AOCTYIIE, IPHHAMAET MEpBI /11 CBOCBPEMEHHOT'O BO3BpaTa JOKYMEHTOB;
CJACAUT 32 TPABHIBHOCTBIO DPACCTAHOBKH (DOHIA; OCYIIECTBISET BBISBJICHHE YTPATUBIIHX
HAyHUHO-IIO3HABATC/IbHYIO ICHHOCTh (YCTAapEBIUAX) W BETXHX IOKYMEHTOB, HX CBOGBPEMEHHOE
CIHCAHUE N0 YCTAHOBICHHBIM HOPMaM M IpaBHIaM; 00ECIIEYMBAET KOHTPOIL 33 BBLIAHHBIME
IHTATCIAM  IOKYMEHTAMH; TNPOBOAMT NEPHONMYECKHE MPOBEPKH (OHIA; OCYILECTBIISET
0opMIIEHHE OANNUCKH Ha TIePHOANYECKHE H3IAHHS (B TOM YHCIIE 3MEKTPOHHOM), KOHTPOJIb 3a
JOCTaBKOH M PErHCTPALHIO.

3.9. Opranusyer, BezeT, pelakTupyer CIpaBOYHO-OubIHOrpadudeckuii annapar GHGIHOTEKH
OV (xaramoru, KapToTeKW, peKOMEHIATENbHBIE CIIMCKHU JMTEpaTyphl, HH(POPMALMOHHEBIE
MATepHaNbl) Ha TPAAMLUHOHHBIX H MALIMHOYHTAECMBIX HOCHTENISX W HeceT OTBETCTBEHHOCTH 3a
€ro COCTOSIHHE.

3.10.0Opranusyer nuddeperunposannoe OubnuoTeynoe U
HHQOPMANHOHHOGHO O padHUecKoe obciyKuBaHHe yuTaTeNelt Ha aGOHEMEHTE U B YHTATLHOM
3ajie: MeJaroruyeckKuX pabOTHHKOB, YYAIUMXCS, APYTHX COTDYIHHKOB OV, ocymectpiser
[IEPEPETUCTPALIMIO YHTATENIEH B Havalle yueGHOro roja.

3.11.Pa3BuBaer MH(OPMALHOHHO-6HOTHOrpaduyecKyIo TPaMOTHOCTE II€aroroB H YYEHHKOB B
paMKax KOHCYJIbTallHH HIIH CIIENHATIBHO OPraHU30BAHHBIX 3aHSTHIL

3.12. CnocoGeTBYeT NpOABHKEHMIO JIy4UIHX 00pasioB JOKYMEHTOB, HHDOPMAIHH ¢ MMOMOIIBLIO
TEMAaTHYECKHX MO00POK, KHHKHBIX BEICTABOK, CTEHIOB, YTOJIKOB HH(OPMAIHH.

3.13. OpraHusyer COBMECTHO ¢ MeNarorHYeCKHUM KOJIJIEKTHBOM Pa3HOCTOPOHHIOIO MAaCCOBYIO
paboTy ¢ yyaluMHCA MO NPOMArasie KHHIH.

3.14. CompoBoxkaaer y4eGHO-BOCIHTATENLHbL npouece HHPOPMALHOHHBEIM obecreyeHreM
IIE1arOroB.

3.15. OGecneunBaeT uHpOpMaLHOHHOE obcitykuBaHue poauTeste yyammxes OV,

3.16. ®opmupyer 6uGIHOTE NI aKTHB K NpoBOAUT paboOTy C HHM.

3.17. IoBeimaer cBoro KBaTH(HKAIHIO H IpodeccHOHATBHOE MacTepcTBO.

3.18 VeranapnuBaeT u NONIEPKUBACT CBS3H C JApyruMH GuOIHOTeKaMH.,

3.19. Hcnons3yer HH(pOPMAIHOHHO-KOMMYHHKALHOHHEIE TCXHOJIOTHH H aBTOMATHU3aLHIO
OHOTHOTEYHBIX MPOLIECCOoB:

- OBJIA/ICBACT HABBIKAMH Noab3oBarens I1K, mpoxomut O0y4YeHHe, CBA3aHHOE C HOBBIMH
OubnuoTeuHBIMH  mporpamMmamu, OCYIICCTBIACT  KayeCTBEHHOE  IIOBBILICHHE
NPO(ECCHOHATBHOTO YPOBHSI;

- OCYIIECTBIACT  KOMIBIOTEPH3ALHIO  OCHOBHEIX OHOMMOTeYHBIX  mporeccoB:
KOMIIICKTOBAHHE, YYEeT, CHCTEMaTH3aLus, KaTalloru3alus, 4YUTaTeNbCKHIl IOHCK,
KHHIOBBIAYa;

- MCIONB3YeT HH(OPMALMOHHBIE PeCypchl  ceTH WHTepreT n1a  momonmenus
Gubnnoreynoro honna;

- OPraHH3yeT ¥ BEACT dJIEKTPOHHbIN KaTalor, 6a3bl aHHEIX 110 npopumo OV;

- KOHCYNIBTHPYET OOy4YalOmUXCS M [edarOrHYecKHuX pabOTHHKOB 10 mpaBuiam
HCIIOJIBE30BaHHs KoMIboTepa B [IIMBLI;

= OCYIUECTBJISET CHCTEMaTH3aIIHIO HMEMIHXCA PECYpCOB Ha ayauo-, BHACO- W
SNICKTPOHHBIX HOCHTEJISIX;




- OCYWICCTB/ISACT XPaHEHHE PECYPCOB B COOTBETCTBHH C CYIIECTBYIOIIMMH HOPMAaMH H
NIPHHIUIIOM OTKPEITOrO JOCTYIIA K pecypeam;

- OpraHH30BBIBACT MOMNOJHEHHEe (DOHAA MEIMATEKH B COOTBETCTBHHM ¢ MOTPeGHOCTSIMH
YYaCTHHKOB 00pa30BaTeIbHOTO MpoIecca;

- OpraHM30BBIBAET CBOOOIHBIA JOCTYN YYaCTHHKOB O0Opa3oBaTENBHOTO MpoLecca K
MeJiHapecypcam;

- Beger BebO-cTpanuiy LUIWBI Ha caifTe 1KoIbL:

- KOHCYJIPTHPYET MONIb30BATENeH 110 TEXHOJIOTHH MOUCKa HHPOPMAIIMH ¢ HCHOIB30BAHHEM
KaTajloroB ¥ MOHCKOBEIX CHCTEM JIOKAIbHOM ceTH U MHTepHeTa;

- o0ecreyuBaeT YCIOBHS JIS CaMOCTOSTENILHOI paboThl y4acTHHKOB 0GpPa30BATEILHOTO
Tponecca, OTBEYaOIIHe CAHUTAPHBIM HOPMaM H TPeGOBaHHAM 3PrOHOMHKH;

*  OCYUICCTBIACT MOANKMCKY Ha J/IEKTPOHHbIE H3/IaHHMSl M CIIMCKH DACCBUIKH MO 3aKasy
aIMHHUCTPALIHH LIKOJIBI,

4. bubanoTekaps HMeeT NpaBo:

4.1. CaMOCTOATENBHO BBIGHPATE (BOPMBI H METO/IBI paboThl ¢ YHTATENsIMH M TIIAHHPOBATH €e,
HCX0/1s M3 o01ero miaxa padorer QY.

4.2. Y4acTBOBAaTh C NPAaBOM COBEMIATENHHOIO TOJIOCA B 3aCCHAHHAX IIeIArOrHYECKOro coBera
LIKOJIBI.

4.3. llpunnmars yyacTae B paGoTe CEMHHAPOB U COBELIAHMIA, HEIIOCPEICTBEHHO CBA3AHHBIX CO
CIELH(UKOMH ero 1esTeIbHOCTH.

4.4. [laBatb 00s3aTe/bHBIE U1 UCTIOTHEHHS YKA3aHUS oOywaromuMest # paboraukam OV mo
BOMpPOCaM, KacarolmmMes COOMIONeH s IPaBUI 0/b3oBanus [ITMBLL.

4.5. 3HaKOMHUTBCS ¢ KaTO00AMH H IPYrHMH AOKYMCHTaMH, COIEPIKAIIUMH OLIEHKY ero pabGoThl,
Z1aBaTh 110 HUM OOBACHEHHS.

4.6. UsbiMate M peanu3oBBIBaTh JOKYMEHTBI M3 (OHI0B B COOTBETCTBHH ¢ MHCTPYKIHEil 110
y4ery OubnnoreuHoro Gponna.

4.7. BHOCHTb TPEIOKEHHS pPYKOBOLUTENTIO 0011e00pa3oBaTeIbHOrO  yUpEKICHHS  II0
COBCPIICHCTBOBAHHUIO OIUIaThl TpyAa, B TOM 4YHCIe HanbaBOK, AOMIAT H [IPEMHDPOBAHUS
pabOTHHKOB OHOTHOTEKH 3a JONONHHTEIBHYIO paboTy, He BXOMALIYIO B KPYr OCHOBHBIX
00s13aHHOCTEH OGUOIHMOTEKH; 110 KOMIEHCAIHOHHbIM MEPOTIPHATHSAM, CBA3aHHBIM C BPEIHBIMH
ycnoBuaAMH Tpyaa (6uGIHOTEUHAs MbLIb, NMPEBbILEHHE HOpMaTHBa pabOThl Ha KOMIIBIOTEpE).
4.8. Hmeer mnpaBo coBMemaTh JODKHOCTH, [ony4aTe JOIUIATY 3a paclUHpPeHHE 30HBI
oOcyskHBaHHs, HANOABKH 3a BBICOKOE KaYeCTBO paboTel, 3BaHHS U HArpaIbL.

4.9. IloBbumats kBamH(UKAIHIO TyTeM [IPOXOXKIAECHUA KYPCOB MIIH HHBIM CIIOCOO0OM.
4.10.ITpoBOAHTE B YCTaHOBICHHOM nopsiaxke (aKyJIbTaTHBHBIE 3aHATHSA, YPOKH H KpPYXKH
OubmoTeuno-6uGHorpaduyecKux 3HAHMI 1 HH)OPMaLMOHHOM KYJBTYPBI;

4.11. OnpenensTe HCTOUHHKH KOMILIEKTOBAHUS HH(POPMAIHOHHBIX PECYPCOB;

4.12.0mpemenatb B COOTBETCTBHH ¢ NpaBHIaMH  IOJB30BaHHA  OHOIMOTEKOl
0bmeobpazoBaTensHOro YUPEKICHHS, YTBEPKICHHBIMH PYKOBOIHTEIEM
0011e00pa30BaTeILHOrO YUPEKISHHS, H 10 COIIACOBAHMIO C POIUTEILCKHM KOMHTETOM HIIH
TIONCYUTEIBCKHM ~ COBETOM  BHMABI M pasMephl KOMIEHCAIHH yuiepba, HaHeCeHHOro
[10JIb30BaTe/IIMH OHOTHOTEKH.

5. Bu0/IHOTeKApHL HeCeT OTBETCTBEHHOCTD:

5.1. 3a copepmenHsle B mpouecce OCYLICCTBICHHA CBOEH TPYIOBOH JeATEILHOCTH
[paBOHApYIIEHHs — B Ipejenax, ONpeaesIeMbIX ACHCTBYIOLUIMM ~ aIMHHHUCTPATHBHEIM,
YTOJIOBHBIM H I'PaKIAaHCKHM 3aKOHOAATEIbCTBOM PD.

5.2. 3a HeucnonHeHue Ge3 yBaKHTETBHBIX npuunH Ycerasa u [IpaBui BHyTpenHero TPYI0BOTO
pacnopsnka OV, 3aKOHHBIX pacropsuKeHHit AUPEKTOpA INKOJBl MM HHBIX JIOKAJIBHBIX
HOPMAaTHBHBIX aKTOB, JO/UKHOCTHBIX 00S3aHHOCTEl — JHCLHUIIHHAPDHYK0 OTBETCTBEHHOCTL B
COOTBETCTBHH C TPYIOBLIM 3aKOHOATEIECTBOM.

5.3. 3a BuHOBHOe npuunHenue OV iy y4acTHHKaM 00pa3oBaTeNLHOro Imporecca yiepba B
CBA3M C HCIOJIHEHHEM (HEHCIIOMHEHHEM) CBOMX MOKHOCTHBIX 00s3aHHOCTeH — YACTHUHYIO




MATCPHATILHYIO OTBETCTBEHHOCTD B MOPAAKE H B IIpeeNax, YCTAHOBIICHHBIX TPYAOBBIM H (HIIH)
TPaKIaHCKUM 3aKOHOJATENECTBOM.

6. BzaumooTHomenus. CBSI3H 110 105KHOCTHL. bubanorexaps IUBIL:

6.1. Ilonyuaer ot aupekropa OV u ero 3aMecTHTeeH HHPOPMALIMIO HOPMATHBHO-IPABOBOIO |
OPTaHH3aIHOHHO-METOAHYECKOTO XapaKTepa, 3HAKOMHTCS C COOTBETCTBYIOLUMMH JTOKYMEHTAMH.
6.2. PaGoTaeT B TecHOM KOHTakTe ¢ YUMTCIAMH, POAHTEISIMH OOydaromuxcs (IHLAMH, HX
3aMEHAIOIIMMH), CHCTEMaTHYECKH 0OMEHHBASTCS HH(pOpMalHeil II0 BOIpocaM, BXOSIIAM B €ro
KOMIICTCHIHIO, C aAMHHUCTPALHEN H NeIarorHueCKuMH paboTtHHKaMu OV,

6.3. Moxer npuBIeKaThes K SKCTPCHHOH 3aMEHe BPEMEHHO OTCYTCTBYHOLIMX YYHTENEeH Hu
BOCIIUTATENICH B Mpejesnax cBoero paGouero BPEMCHH C JONOJHHTEIBLHOM MOYACOBO OILIATOM
IIeIaroru4ecKoi paboThl.

6.4. B3sammoneiicTByer ¢ Oyxranrepuedl 1o BompocaM (HHAHCOBOro y4YeTa, OCYIIECTBISET
CBEPKY JTaHHBIX 0alaHCOBOTrO yuyeTa GUGIMOTEYHOrO orna ¢ nanHbIME Gyxrantepckoro yuera.
6.5. VYcranaenumaer u [IONICPKHBACT CBA3H C LEHTPAIM30BAHHBIMH OHOTHOTEUHLIMH
CHCTEMaMH, TNPOBOJHT COBMECTHYIO paboTy ¢ AeTCKUMH OubiuoTekamMu, ¢ conHaTEHBIMHU
naptHepamu OV, opranusyer Me:x6u6IHOTeYHbIH doHz.
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