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“TATAPCRAA
CPRAAA
OBIEOEPASOBATENbHAS
TRONA No129»
TIPRBOJXCKOTO PAROHA
KA3A

HHPOPMANHOHHO-0HOIHOTEYHOr 0 IEHTPA
1.00mme nosioxxenus

1.1. PyxoBoguTens uHGOpManMOHHO-OuOMOTeyHOro 1eHTpa (manee MBI]) Hasnauaercs,
0CcBOOOXKAAaeTCA OT JODKHOCTH U TIOJYUHSIETCS HETTOCPEACTBEHHO qupekTopy OV.
1.2. PyxoBomutens UBL] sBisieTcs 4aeHOM MEHaroruvyeckoro KOJUIEKTHBA, BXOJHUT B COCTaB
[I€JarOTHYEeCKOro COBETA.
1.3. PaGoTaer no rpaduKy, yTBEpKAEHHOMY JHPEKTOPOM 00pa30BaTEIBFHOIO YUPEKICHHUS.
1.4. Ha mepmon oTmycka W BpeMeHHOH HeTpyaocnocoOHocTH pykoBomutens MBI ero
0053aHHOCTH MOTYT OBITH BO3JIOXKEHBI Ha APYroro wWieHa MEJarorH4ecKoro KOJIJIEKTHBA.
BpemenHoe ucnoiHeHHe OOS3aHHOCTEM B JTHX CJIydasx OCYUIECTBIIIETCS Ha OCHOBaHUHU
npukasza gupexropa OY, u3nanaoro ¢ coOmoaeHneM TpeboBaHMM 3aKOHOAATEIBCTBA O TPY/IE.
1.5. B cBoeil pnesdrenpHOCTH pyKoBoauTens WBI] PYKOBOJCTBYETCSI JOKYMEHTaMH
BBIIECTOSAIIUX OPraHoB II0 BOIpocaM OMOIMOTEeYHOU paboThl, MpaBWIaMH IO OXpaHe Tpy.a,
TeXHUKE O€30IacHOCTH M NPOTHUBONOXAPHOW 3ammre, a Takxke YcraBoM u IlpaBuiamu
BHYTPEHHETO0 TpyHoBoro pacnopsaka OV u macrosmeit MacTpykiueit.
2. DyHKIHHA
2.1.  Opraamzanus pabotsl MBI kak oOpa3zoBaTeibHOT0, HHHOPMAIIMOHHOTO ¥ KYJIBTYPHOTO
YUPEXKICHHS.
2.2. ObGecneuenne y4eOHO-BOCIHTATEIBHOIO IPOIECCa CPEJICTBAMH OUOIMOTEYHOIO H
“H(POPMAITUOHHOTO O0CITYyKHUBaHUSI.
2.3. CoBeplueHCTBOBAaHUE TPATUIIMOHHBIX, OCRBOCHUE U IPUMEHEHNE HOBBIX TEXHOJIOIUH.
3. Jlo/kHOCTHBIE 00SI3aHHOCTH
3.1.  Opranusyer pabory HBL] oOpa3zoBarensHOro yupexIeHus, HeCeT OTBETCTBEHHOCTh 3a
nesitensHOCTh MBI OV B npenenax cBoei KOMIETCHIIUH.
3.2.  PaspabarsiBaeT u xoppektupyeT [lonoxenue o MBI OV, IlpaBuna nons3osanus UbL,
JIOJDKHOCTHBIE MHCTpYKIMM coTpynHukoB MBI, miaHbl © OTYETHI B COOTBETCTBUHU C IUIAHOM
yuyeOHOBOCIHUTaTeNbHOU pabotel OV, rpaduk paGorsl u pacnucanue paboter UBLL;
NIPENOCTABISIET UX HA yTBEpKACHUE AupekTopy OV.




3.3.  Bemer OuOnmoTe4YHYHO YYETHO-(QUHAHCOBYIO JIOKYMEHTAI[MIO: KHHITHU CYMMapHOIO
y4era; UHBEHTApHbIE KHUTH; JTHEBHHK paOOTHI IIKOJbHOW OMOIMOTEKH, TETpaab ydeTa KHHT,
INPUHATHIX B3aMEH YTEPSHHBIX; aKThl U HaKJIaJHbIE HA MOCTYIUICHHE M CIUCAHUE JOKYMEHTOB;
aKThl O IPOBENCHWM WHBEHTAPH3allUH M NPOBEpOK (OHIA; Iamka akTOB IBIDKEHHs (OHMA;
XKypHaJI y4eTa CIIpaBoK.
34. Hcnonpzyer B paboTe TeXHHYeCKME M HMH()OPMALMOHHBIE CpPEACTBA, HOBHIE
MH(POPMALIMOHHBIE TEXHOJIOTHH.
3.6.  ObecreynBaet pexxum padotsl MBI B COOTBETCTBHHU ¢ MOTPEOHOCTAMH U crielU(UKOM
Oy
3.7.  OrtBeuaer 3a 3CTETUKY 0OPMIICHUS MOMEILEHUS.
3.8.  ®opmupyet u opranuszyert 6ubauoTeyHbId GOHA:
* OCYIIECTBJISIET KOMILJIEKTOBAHHE JOKYMEHTOB U UX y4eT (IIpHeM, BblJ1ady, BBIOBITHE).
* OPraHMU3yeT TEeXHUYECKYIO U aHAIUTHKO-CHHTETHYECKYIO (KIacCH(pHUKAIUIO, KaTalOTH3aLuIo)
00paboTKy MOJIy4EHHBIX JOKYMEHTOB.

obecrieynBaeT CHCTEMATUKO-aJI()aBUTHYIO PACCTAaHOBKY JOKYMEHTOB B COOTBETCTBHH C
bubmuoteuno-6ubnuorpadpuyeckoit kinaccuduxauei.

opopmisier OuGMMOTEYHBIH (OHI C MOMOUIBIO IMOJIOYHBIX U OYKBEHHBIX Da3JeUTENEH,
IOJIOYHBIX ¥ CTEHJOBBIX BHICTABOK.
- opranuzyet GoH 0c000 EHHBIX TOKYMEHTOB.
* A3y4aeT U aHAJIM3UpYeT cocTaB (POHJA U €r0 HCIIO0Ib30BAHHUE.
* IpeIyCMaTpUBAET MEpHI 110 cdxpaHHocm 6ubnuoTeuHOro (GoHAA MPH OTKPBITOM JIOCTYIIE,
IIPUHUMAET MepBI JJIs1 CBOEBPEMEHHOI'0 BO3BpaTa JIOKYMEHTOB.
* CJIEIIUT 3a MIPaBUJIBHOCTHIO PACCTaHOBKH (oHAA.
* OCYIIECTBJISICT BBISIBIICHHE YTPATHBIINX HAYYHO-IIO3HABATEJILHYIO IIEHHOCTH (YCTApEBIIMX) U
BETXHX JIOKYMEHTOB, HX CBOEBPEMEHHOE CIIMCAHUE 10 YCTAaHOBJICHHBIM HOPMaM U IpaBHJIaM.
- obecrieunBaeT KOHTPOJIb 3a BHIIAHHBIMU YATATENSIM JJOKYMEHTAMHU.
* IPOBOJIUT ITEPUOTUYECKHE TPOBEPKH (PoHa.

ocymecTBIsieT O(OpMIIEHHE TOANUCKM Ha IEpUOANYECKUE H3JaHus (B TOM YHCIE
SNIEKTPOHHOM ), KOHTPOJIb 33 JOCTABKOM U PErHCTPALIUIO.
3.9. OpranusyeTt, BeET, peAaKTUPYET CIpaBOYHO-OubIuorpadguueckuii annapar OHOIMOTEKH
OVY (xaramorw, KapTOTEKH, pPEKOMEHJIATeJIbHBIE CIHCKH JUTEepaTypsl, HH(QOpMalHOHHBIE
MaTepHasbl) Ha TPAJIULMOHHBIX U MAIIHHOYMTAEMBIX HOCUTENSIX U HECET OTBETCTBEHHOCTH 3a
€ro COCTOSIHHE.
3.10.  Oprammsyer  mudpdepeHUHpoBaHHOEe  OMONMMOTEYHOE W HH(POPMAIMOHHO-
Oubnuorpaduyeckoe oOciyxuBaHue uyuTarenedl Ha aOOHEMEHTE M B YHTAIBHOM 3aje:
NEearoruYeckuX pabOTHUKOB, Yy4YalIMXCs, JApyrux corpyaHukoB OV, ocymecTBiser
IepeperucTpalmio yuTaTeei B Hayane y4eOHoro roja.
3.11.Pa3BuBaer uapopmMaunoHHO-OUOIHOrpaduUeCcKyI0 rpaMOTHOCTD N1€JAroroB U y4€HHKOB B
paMKax KOHCYJIbTAIlMi MU CIIELUaIbHO OPraHM30BAHHBIX 3aHSTHH;
3.12. CnocoOcTByeT NPOABIKEHUIO JIydIIHX OOpa3sloB [JOKYMEHTOB, HH(pOpPMAIUH C
MIOMOIIBIO TEMAaTHYECKUX MOA00POK, KHM)KHBIX BEICTABOK, CTEHIOB, YTOJIKOB HH()OPMAIHUH.
3.13.  OprasusyeTr COBMECTHO C MEAArorn4ecKUM KOJJIEKTHBOM Pa3HOCTOPOHHIOI MacCOBYIO
paboTy ¢ yJaruMuUcs 10 Iponaranie KHUTY.
3.14. ConpoBoxaaeT y4eOHO-BOCIHTATEIbHBIN Mpoliecc HHGOPMAIMOHHBIM 00ECIIeYeHUEM
IIe/1aroro..
3.15. OGecneuynBaeT HHGOPMALMOHHOE 0OCTy)KUBaHUe poauTenel yqaumxes OY.
3.16. ®opmupyer OUOIMOTEYHBIH aKTUB U IPOBOIUT pabOTy C HUM.




3.17. TloBslmmaer CBOIO KBATH(PHUKAIHIO U TPOPECCHOHATEHOE MAaCTEPCTBO.

3.18. Hcmoan3yer HHPOPMALHOHHO-KOMMYHHKALIMOHHbIE TeXHOJIOTHH H

aBTOMATH3alUI0 OMO/IHOTEYHBIX IPOLECCOB:

- OBnaneBaer HaBbIKaMu Tmosb3oBatens [IK, mpoxomut oOyueHue, CBSI3aHHOE C HOBBIMH
O6ubMoTeYHBIMU IporpaMMaMH, OCYILECTBIISIET KayeCTBEHHOE MIOBBIIICHUE
npodeccHoHATBEHOTO YPOBHS. - OCYIIECTBISIET KOMIIBIOTEPU3ALIUI0 OCHOBHBIX OMOIMOTEUHBIX
IPOIIECCOB: KOMIUJIEKTOBAHUE, YUET, CUCTeMAaTU3allusl, KaTaJIoTu3alusl, YATATEIbCKUH MOUCK,
KHUTOBBIIaYa.

- Ucnionb3yer wHGOpPMAIIMOHHBIE peCypchl ceTH VMHTEpHeT i MOInoJHeHUsT OUOIHOTEYHOro
dbonpa.

-OpraHusyeT U BeJIeT 3JeKTPOHHBIN KaTaior, 0a3bl JaHHBIX 10 mpoduo OY.

- Korcynbrupyer oOyyvaromuxcs ¥ Mearoruueckux paboTHUKOB 110 ITpaBHJIaM MCIIOJIb30BAHUS
kommbrorepa B MBLI.

- OcymecTBiISIET CUCTEMATH3AIMIO UMEIOLINXCSl PECYPCOB Ha ayIQHO-, BUAEO- U JJIEKTPOHHBIX
HOCHUTEIISIX.

- OcymiecTBiIsIET ~ XpaHEHHE pPECYpCOB B COOTBETCTBUU C CYIIECTBYIOIIMMH HOpMaMH H
IIPUHIUIIOM OTKPBITOTO JIOCTYIA K pecypcaM.

- OpraHu30BBIBa€T IOMOJTHEHHE (OHIA  MEOUAaTeKd B COOTBETCTBHH C INOTPEOHOCTAMHU
YYaCTHUKOB 00pa30BaTeIbHOTO Mpolecca.

- Opranu3oBbiBaeT CBOOOAHBIM JOCTYN Y4acTHHKOB OOpa3oBaTeNbHOrO Ipouecca K
Meuapecypcam.

- Bener Be6-ctpanuny MBI Ha caiite mkonsl

- KoncynpTupyer monp3oBaresieil IO TEXHOJOTMH MOUCKA MH(OPMAIUH C HCIIOJB30BAHUEM
KaTaJIOTOB U MMOMCKOBBIX CUCTEM JIOKaIbHOH ceTd U VIHTepHeTa;

- OGecnieunBaeT yCJIOBUS JUISI CaMOCTOSITEIBHON pPaboThl y4acTHHKOB 00pa3oBaTEIbHOIO
IpoIiecca, OTBEYAIOIINE CAHUTAPHBIM HOpMaM 1 TpeOOBAHUSIM SPrOHOMHUKH;

- OcymiecTBisIeT MOAIKMCKY Ha OJJIEKTPOHHBIE H3JaHUS M CIHMCKH pacChUIKM II0 3aKasy
aJIMUHUCTPAIUH [IKOJIBI.

4. IIpaBa

PykxoBomutens MBI umeer npago:

4.1. CamocCTOATENbHO BBIOMPATH (HOPMBI U METOJABI pabOTHl ¢ YUTATENAMH U IUIAHHUPOBATh
ee, UCX0/s U3 001ero niaHa paboTh! MIKOJIBL.

42. VYyacTBOBaTh C IIPaBOM COBEIIATEIBHOIO T0JIOCA B 3aCeNaHMsSIX IeJaroru4yeckoro
COBETA LIKOJIBI.

43. Ilpunumats y4yactue B paboTe CEMHHAPOB U COBEIIAHUHN, HEITOCPEICTBEHHO CBSI3aHHBIX
CO crielu(PUKOH ero NesTeIbHOCTH.

44. JlaBath oOs3aTesNbHBIE [UIS MCIOJTHEHHs yKazaHUs oOydaromumcs ¥ paboTHUKaM
IIKOJIBI 10 BOIIPOCAM, KaCaroIIMMCsl COOTIOIEHUS TPaBHII IIOJIB30BaHUs OUOIHOTEKOH.

4.5. 3HaKOMHUTBCS ¢ X)ajlo0aMH M APYTUMH JOKYMEHTaMH, COIEpP)KAIIUMH OLICHKY €ro
paboThl, 1aBaTh 110 HUM OOBSICHEHHUSI.

4.6.  V3pIMaTh M peayn30BBIBATH JOKYMEHTHI U3 (DOHIOB B COOTBETCTBUH C MHCTPYKLHUEH 110
yuyery Oubnuoreunoro ponma.

47. BHOCUTH NIpeNOXKEHHS PYKOBOAUTETIO 00Ieo0pa3oBaTeIbHOIO YUPEKIACHUS 110
COBEPLICHCTBOBAHHUIO OIUIATHI TpyJda, B TOM 4YHCIE Haa0aBOK, IOIJIAT W IIPEMHPOBAHHUS
pabOTHUKOB OMOJMOTEKH 3a JOMOJHHUTEIbHYIO paboTy, HE BXOISIIYI0 B KpPYr OCHOBHBIX



00s13aHHOCTeM OMOIMOTEKH; IO KOMIICHCAIIMOHHBIM MEPOIPHUITHIM, CBA3AHHBIM C BPEAHBIMU
yCIOBUSIME Tpya (0HMOIMOTeYHast bLTb, IPEBBIIICHHEC HOPMATHBA paboThI Ha KOMIIBIOTEPE).
4.8. VMeer mpaBo COBMEIIATh JOJDKHOCTH, IMOJNy4aTb JOIUIATY 3a PACHIMPCHHUE 3OHbI
06CITy KUBaHHU, HAI0ABKH 3a BBICOKOE KaueCTBO paboThl, 3BaHMS U HArpablL.

4.9. TlepuomuyecKu MOBBHIIATH KBAITA(DHUKAIKIO IIyTeM MPOXOXIEHHUS KypCOB HIHM MHBIM
CIIoco6oM.

5. OTBeTCTBEHHOCTD

PykoBoautens MBI HeceT OTBETCTBEHHOCTD:

5.1. 3a coBeplIeHHbIE B IMPOIECCE OCYMIECTBICHUSI CBOECH TPYAOBOM JIE€SATEIBHOCTH
IIpaBOHApYyIIEHHsT — B MpefeNax, OMNpeJeNseMbIX ICHCTBYIOIMM aIMHHUCTPAaTHBHBIM,
YTOJIOBHBIM M FPaKIAHCKUM 3aKOHOJATeNbCTBOM PD.

52. 3a BHHOBHOE NPHYMHEHHWE WIKOJE KM ydJacTHHKaM 00pa3oBaTeIBHOrO mpouecca
ymep6a B CBSI3M C MCIOJHCHHEM (HEHMCIIOJHEHHEM) CBOMX —IOJDKHOCTHBIX 00s3aHHOCTEH —
YaCTHYHYIO MATEpPUAbHYIO OTBETCTBEHHOCTh B MOPSIKE M B Ipeeiax, yCTaHOBICHHBIX
TPYIOBBIM U (MJIH) TPaKAaHCKUM 3aKOHOAATEIBCTBOM.

6. BzaumooTHomeHnusi. CBSI3H 10 J0JUKHOCTH.

Pyxosoaurens MBLI:

6.1. TlonydaeT OT OMPEKTOpa IIKOJIBl M €ro 3aMeCTHTElNeH nH(GOpMaIMI0 HOPMATHBHO-
TIPaBOBOTO ¥ OPraHU3alHOHHO-METOIMYECKOTO XapaKTepa, 3HAKOMHUTCS ¢ COOTBETCTBYIOMIMMU
nokymeHTamu. 6.2. PaboTaeT B TECHOM KOHTakTe C y4HTEIAMHU, PONUTCILIMH o0yyaromuxcs
(IMIAMH, X 3aMEHSIONIMMHU), CHCTEMATHYeCKH OOMEHHBACTCS uHOpManue Mo BOIpOCaM,
BXOIAIIAM B €ro KOMIIETCHIWIO, ¢ aAMHHHCTpALded M IMeJarorMuecKuMu pabOTHHKAMH
IIKOJIBI.

6.3.  MoxeT npuBJIeKaTbcs K SKCTPEHHOW 3aMEHE BPEMEHHO OTCYTCTBYIOLIMX yuuTenei u
BOCTIMTATEJIEH B IIPEeNaX CBOEro pabouero BpEeMEHH C JIOMOIHUTEIbHON M09acoBOH orIaToi
[eJaroruueckoil paboTsl.

6.4. BsamMmopeiicTByeT ¢ OyxrajTepueil 0 BOmpocaM (UHAHCOBOTO y4eTa, OCYIIECTBIIICT
CBEpKY JaHHBIX OalaHCOBOro ydeTa OmOIHOTEdHOro (oHAa C NaHHBIMHU OyXrajaTepcKoro
ydeTa.

6.5. VcraHapiuBaeT ¥ I[OIJIEPKMBAET CBA3M C LEHTPAIN30BAHHBIMH OHOIMOTEYHBIMHU
CHCTeMaMH, IPOBOIUT COBMECTHYIO paboTy € IETCKMMHU OHOIMOTeKaMH.

C MHCTPYKLHEH 03HAaKOMIeH(a) /% ~_ Kamanosa M. /L.
TIOJTITHCh
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