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JIOIZKHOCTHASI HHCTPYKLHS g

pyKoBoanTE/Isi HHPOPMAUHOHHO-OHOIHOTEYHOI0 UEHTPA

1.061mHe noJ10KeHns
1.1. PykoBoauTe/s HHHOPMALHOHHO-OHOIMOTEYHOTO LgHTpa (1anee WPB11) Haznayaetcs,
OCBOBOKIACTCS OT AOJKHOCTH U MTOJUMHSETCS HEMOCpeACTBeHHO aupekTopy OVY.
1.2. PykoBomutens MBIl BXOIWUT B COCTaB Ielaroru4ecKoro coBeTa.
1.3. PaGotaet 1o rpaduKy, yTBepKAeHHOMY AMPEKTOPOM 06pa3oBaTeIbHOM
OpraHu3aLuy .
1.4. Ha mepuost OTIycKa i BPEMEHHOI HeTpyn0CroCOOHOCTH PYKOBOAUTEIA Ubllero -
0053aHHOCTH MOTYT OBITH BO3JIOJKEHb! Ha APYTOro 4ieHa Neaarornieckoro KoIeKTHBa.
BpemeHHOe HCTIONHEeHHe 0053aHHOCTEN B 3TUX CITyHasX OCYLIECTBIACTCS Ha OCHOBAHHH
npukasa aupekropa OO, H3AaHHOTO ¢ COOMIOACHHEM TpeGoBaHUIi 3aKOHOATe/ILCTBA O
Tpyze.
1.5. B cBoeit aestensHocTH pykoBoantesb MBLL pyKoBoACTBYeTCS TOKyMEHTAMH
BBLILIECTOALIMX OPIaHOB MO BONpocaM GuGIMOTeUHOH paboThl, MPaBUIaMU MO OXpaHe
Tpyaa, TeXHUKe Ge30MaCHOCTH ¥ MPOTHBOIOKAPHOM 3allUTe, a TAKKe YcraBoM M
[IpaBunamMu BHYTPEHHEr0 TPy a0BOro pacnopsaka OO 1 gactosei MHcTpyKIHeH.

2. DyHKUHH
2.1. Opranusauus pabots UBL] kak 06pazosaTenbHOro, HHPOPMALMOHHOIO 1
KyJBTYPHOIO KjacTepa.
2.2. ObecrieyeHne 00pa3oBaTEIbHO-BOCIHTATEIbHOMH AEATETPHOCTH CPEACTBAMU
6ubIHOTEUHOro ¥ MHGOPMALIHOHHOTO OOCITY/KMBAHHUS.
2.3. CoBeplleHCTBOBAHNE TPAIULMOHHBIX, OCBOEHHE M MPUMEHEHHE HOBBIX TeXHOJIOTHH.
2.4. VI0BIETBOPEHHUE 3alpOcOB 1 HHOOPMALHOHHBIX MTOTPeOHOCTEH 00y4alouxcs U
pabotHukos OO.

3. J1o15KHOCTHBIE 00SI3aHHOCTH
3.1. Opranusyer paboty MBL] OO, HeceT OTBETCTBEHHOCTD 3a ACATC/IBHOCTE UBL] OO B
npeaenax cBOei KOMIETEHLHH.
3.2. PaspaGateiBaet u koppektupyer I[lonoxenue o UL OO, I1paBuia nos308aHus
MBI, n1aHbl ¥ OTYETHI B COOTBETCTBHH € MIAHOM y4eGHO-BOCTIUTATENLHON PabOTHI 00,
rpaduk paGoTsl i pacnucanne pabotel MBLL; npegocTaBaseT uX Ha yTBEPKACHHE
aupextopy OO.
3.3. BegeT GUOIMOTEUHYO Y4eTHO-(DUHAHCOBYIO JOKYMEHTALIHIO: KHUTH CyMMapHOTO
yteTa; MHBEHTapHble KHUTW; AHEBHUK PabOThI LUIKOMBHON GHOMHOTEKH, TeTpalh ydera
KHUT, MPUHATBIX B3aMeH yTePSHHBIX; aKThl M HAaKIIa/HbIC HA MOCTYI/ICHHUE U CIIHCAHHE



JOKYMEHTOB; aKThl O MPOBEICHUU MHBEHTApU3AlUU U TPOBEPOK (POHA; Marka akToB
IBYKEHUs (DOHIA; )KypHAN y4yeTa CIpaBoOK.

3.4. Ucnonb3yer B paboTe TeXHUUECKUE U MTHGOPMAIIMOHHBIE CPEJICTBA, HOBBIE
UH(GOPMAIMOHHBIE TEXHOJIOTHUH.

3.6. Ob6ecneunBaet pexuM padoTel UBL] B cOOTBETCTBUM C MOTPEOHOCTAMHU U
crienudukoit OO.

3.7. OTBeyaeT 3a ACTETUKY O(POPMIICHUS TOMEILICHHUS.

3.8. ®opmMupyeT U opranuszyeT OUOIMOTEUHbIN (OH:

* OCYILECTBIISIET KOMILJICKTOBaHHE TJOKYMEHTOB M UX Y4eT (IIpHeM, BbI1auy, BEIOBITHE).
* OpraHU3yeT TEXHUUYECKYIO U aHAIMTUKO-CUHTETUYECKYIO (KJ1accu(UKaInIo,
KAaTaJIOrM3alui0) 00padOTKy MOITYYEHHBIX JOKYMEHTOB.

- 00ecreynBaeT CUCTEMaTUKO-alI(DaBUTHYIO PACCTAaHOBKY IOKYMEHTOB B COOTBETCTBUU
¢ OubMoTeuHo-onbdIMorpaduueckoit kiaaccudukammei.

- ohopmitsieT OUOIMOTEUHBIN POH]T C TOMOIIBIO MOJOYHBIX U OYKBEHHBIX
pa3lieTUTENeH, MOJIOYHBIX U CTEH/IOBBIX BBICTABOK.

* opranusyet (poHg 0co00 LIEHHBIX JOKYMEHTOB.

* U3y4aeT U aHAIM3UPYET COCTaB (JOH/A U €r0 UCIOJIb30BaHUE.

* IPeyCMaTpUBAET MEPHI MO0 COXPAHHOCTH OUOIMOTEYHOTO (hOH/IA PU OTKPHITOM
J0CTyIe, IPUHUMAET MEPHI Il CBOEBPEMEHHOT'0 BO3BpaTa JOKYMEHTOB.

* CIIEJTUT 3a MPABUIBHOCTHIO PACCTAHOBKU (hOH/IA.

* OCYIIIECTBIISIET BBISIBJICHUE YTPATUBIINX HAyYHO-TIO3HABATEIHHYIO IIEHHOCTh
(ycTapeBHINX) U BETXUX TOKYMEHTOB, UX CBOEBPEMEHHOE CIIMCAHUE TI0 YCTAHOBICHHBIM
HOpMaM U TpaBUjIaM.

- 00ecTeynBaeT KOHTPOJIb 32 BbIIaHHBIMH YUTATEISIM JOKYMEHTAMH.

* IPOBOJUT MEPUOUIECKIE POBEPKH POHA.

* OCYIIECTBIISIET 0OPMIICHHE TTOANMCKHA Ha IEPUOANYECKUEC U3AHUS (B TOM UHCIIe
AIEKTPOHHOM), KOHTPOJIb 32 JOCTABKOW U PErUCTPALUIO.

3.9. Opranusyer, BeIET, peJaKTUPYET CIPAaBOYHO-OMOIMorpaduueckuit anmapar
oubnuorexn OO (karanoru, KAPTOTEKH, PEKOMEHIATEIbHbIE CIIUCKU JTUTEPATYPHI,
UH(OPMAITMOHHBIE MAaTEPHUAIIBI) HA TPAJUITUOHHBIX U DJIEKTPOHHBIX HOCUTEIISIX U HECET
OTBETCTBEHHOCTb 3a €0 COCTOSIHUE.

3.10. Opraausyet qudpepeHImpoBaHHOS OMOIMOTEUHOS U MHPOPMAITMOHHO-
oubmorpaduueckoe 00CTy)KMBaHUE YATATENICH Ha aDOHEMEHTE U B YUTAJILHOM 3aJie,
30HAaX MPOEKTHO-UCCIEA0BATEIHCKON NEATEIHHOCTH.

3.11.Pa3BuBaeT nHpopManoHHO-OUOIMOTpadhUYECKYIO IPAMOTHOCTh NIEAArOrOB U
00ydaromuXxcsi B paMKaxX KOHCYJIbTAIlU WK CHEIIHAIbHO OPTaHU30BAaHHBIX 3aHSATH;
3.12. CnocoOCTBYET NMPOABMKEHUIO JTYUIINX 00pa3loB JOKYMEHTOB, HH(POPMALIUU C
MIOMOIIIBIO TEMATUYECKUX MOA00POK, KHUKHBIX BBICTABOK, CTCH/IOB, MPE3ECHTAIIHH,
YTOJKOB UH(OPMAIIUH.

3.13. Opraausyer COBMECTHO C MMEeIaroru4eCcKuM KOJIEKTUBOM Pa3HOCTOPOHHIOIO
MacCOBYIO pabOTy C yJalIuMHUCS 10 MPOoTMaral/e KHUTH.

3.14. ConpoBoxaaeT 00pa30BaTeIbHO-BOCIUTATEIbHYIO JEATEIbHOCTh
nH()OPMAITMOHHBIM 00ECTICYCHUEM TIE1aroroB.

3.15. Ob6ecneunBaeT HPOPMAIIMOHHOE 00CTy)KMBaHUEe poauTeneit ooyyatonuxces OO.
3.16. ®opmupyeT OMOTUOTEUHBII aKTUB U TPOBOJUT PabOTY C HUM.



3.17. IloBbImaeT CBOXO KBAM(PHUKAIINIO 1 TPOPECCHOHATHPHOE MACTEPCTRO.

3.18. Ucnonb3yer HHPOPMALIMOHHO-KOMMYHHKAIIMOHHbBIE TEXHOJIOTUHU U
aBTOMATH3AIMI0 OMOIMOTEUHBIX MPOLIECCOB:

- OBJIaZIeBaeT HaBbIkaMu nosb3oBarens [IK, mpoxonut obydenue, cBI3aHHOE ¢ HOBBIMU
OUONIMOTEYHBIMU NTPOTPaMMaMH, OCYILIECTBIIAECT KAUeCTBEHHOE MTOBBIIICHHE
npo¢eCcCUOHATHFHOTO YPOBHH.

- OCYILIECTBIIIET KOMITBIOTEPHU3AIMIO OCHOBHBIX OMOIMOTEUHBIX MPOLIECCOB:
KOMIUIEKTOBAHHE, YUET, CHCTEMATH3aIs, KaTaIOTU3allMsl, YUTATEIbCKUN TTOUCK,
KHHUT'OBBIAYa.

- UCTIOJIb3YeT MH(POPMAIIMOHHBIE PECYPCHI CeTH MIHTEpHET JIs MONOTHEHUS
oubmmoTeunoro GoHma.

-OpraHu3yeT U BEJET JICKTPOHHBIN KaTaor, 0a3bl JaHHbIX 1o npoduiio OO.

- KOHCYJBTUPYET 00yUaIouXcs U eIarorn4eckux pabOTHUKOB IO TIPaBUIaM
ucnosb3zoBanus 11K B BLI.

- OCYULIECTBJIIET CUCTEMATHU3AIINIO UMEIOIINXCS PECYPCOB Ha ayAMO-, BUIEO- U
AJIEKTPOHHBIX HOCUTEIAX.

- OCYULIECTBJIIET XPAaHEHUE PECYPCOB B COOTBETCTBHUHU C CYIIECTBYIOIIUMUA HOPMaMU U
IPUHLIUIIOM OTKPBITOTO JIOCTYIIA K PECYPCaM.

- OpraHu3yeT MONoJIHeHHE (POHAA METUATEKU B COOTBETCTBUH C TOTPEOHOCTIMU
Y4aCTHUKOB 00pa30BaTEeIbHON JESTEIBHOCTH.

- OpraHu3yeT CBOOOIHBIN JOCTYI yYaCTHUKOB 00Pa30BaTEIbHON AESITEIBHOCTH K
Merapecypcam.

- BegeT BeO-cTpanuiy MBI Ha caiiTe mIKOJIbI.

- KOHCYJBTUPYET MOJIh30BaTENeH TI0 TEXHOJIOTHH MOUCKA MH(POPMAIIH C
MCIIOJIb30BaHNEM KaTaJIOrOB M IOMCKOBBIX CUCTEM JIOKaJIbHOU ceTn u HTepHeTa;

- oOecrieunBaeT yCIOBHS AJII CAMOCTOSITENIbHON PabOThl YHaCTHUKOB 00pa30BaTeIbHON
JesITeIbHOCTH, OTBEUYAIOLINE CAHUTAPHBIM HOPMaM U TpeOOBaHUSIM 3PTrOHOMUKHU;

- OCYUIECTBJIET MOJIMKUCKY Ha JIEKTPOHHBIEC U3/IaHUS U CIIUCKH 10 3aKazy
aJIMUHUCTPAIMH [IKOJIBI.

4. IIpaBa
PyxoBogutens UBL] umeer npaso:
4.1. CamoCTOSITENBHO BHIOMPATH (POPMBI I METOIBI PAOOTHI C MOJIH30BATEISIMU U
IJIAHUPOBATH €€, UCXOJI U3 OOIIEro MiiaHa padoThI IIKOJIbI.
4.2. YyacTBOBaTh C IIPAaBOM COBEIIATEILHOTO TOJI0CA B 3aCEAaHUIX MeJarornyeckoro
COBETA IIKOJIBI.
4.3. [IpuarmaTh ydacTue B paboTe CEMUHAPOB U COBEIIIAHUM, HEMOCPEICTBEHHO
CBSI3aHHBIX CO CTICIIM(PUKON €ro ACATEITHHOCTH.
4.4. JlaBaTh o0sA3aTeNbHbBIE IJISl UCTIOJHEHUS YKa3aHUs 00y4JaromMUMcs U pabOTHUKAM
IITKOJTBI TIO BOTIPOCAaM, KaCaIOIIUMCSI COOTFOICHUS TIPABIII MTOJIH30BAHUS PECYypCaMu
WBII.
4.5. 3HaKOMUTKCS C )KAI0OaMH U IPYTUMHU JJOKYMEHTaMH, COJEPIKAIMMHU OIIEHKY €TO
paboThI, 1aBaTh IO HUM OOBSICHEHUS.
4.6. I3pIMaTh 1 peain30BBIBATh TOKYMEHTHI U3 (DOHIOB B COOTBETCTBUU C MHCTPYKITUEH
1o y4ety Oubnmnoredynoro ¢poHpa.



4.7. BHocuTh nipeuioxkenus pykoBoautento OO 1o COBEPIIEHCTBOBAHUIO OILIATHI
TpyJa, B TOM Yucie Ha10aBOK, JOMIIAT U peMupoBanus pabotuukoB MBI 3a
JIOTIOJTHUTENbHYIO pa0doTy, HE BXOJSIIYIO B KPYT OCHOBHBIX 00s3aHHOCTEW OMOINOTEKH;
10 KOMIIEHCAITMOHHBIM MEPONPUATHSIM, CBSI3aHHBIM C BPEAHBIMU YCIOBUSIMU TpyAa
(6bubnuoTeyHas MbLIb, IPEBLIIIICHUE HOPMATHBa paOOThl HA KOMITBIOTEPE).

4.8. ImeeT mpaBo COBMEIIATH JOJKHOCTH, MMOIYYaTh JAOIJIATY 3a pacIIupPeHUE 30HbI
oOcny>kuBaHUsl, Ha0ABKHU 32 BHICOKOE Ka4eCTBO paOOThI, 3BaHUS U HATPaJIbl.

4.9. Ileproauyecku MOBHIIATH KBATU(UKAITUIO ITyTEM TPOXOKIEHUS KYPCOB WIJIA UHBIM
CoCOOOM.

5. OTBEeTCTBEHHOCTH
PykoBonurens MBI HECET OTBETCTBEHHOCTD:
5.1. 3a coBepIeHHBIE B MPOLIECCE OCYIIECTBICHUS CBOEH TPYIOBOM AEATEIBHOCTH
IPaBOHAPYIIECHUS B MPEEIax, ONPEAETIIEMbIX JEHCTBYIOIINM aAMUHUCTPATUBHBIM,
YTOJIOBHBIM U FPaXXIAHCKUM 3aKOHOJIaTE€IbCTBOM PD.
5.2. 3a HeucnoyiHeHHE 0€3 YBaKUTEIbHBIX TPUUUH Y cTaBa U [IpaBuil BHyTpeHHETO
TPYZIOBOTO paclopsJiKa IIKOJIbI, 3aKOHHBIX PACIOPSKEHHUN TUPEKTOPA IKOJIBI WU
WHBIX JIOKAJIbHBIX HOPMATUBHBIX aKTOB, IOJDKHOCTHBIX 00S13aHHOCTEHN —
JUCLUIUIMHAPHYIO OTBETCTBEHHOCTh B COOTBETCTBUU C TPYAOBBIM 3aKOHOATEIBCTBOM.
5.3. 3a BUHOBHOE NPUYMHEHUE IIKOJIE WK YYaCTHUKAaM 00pa30BaTeIbHOro Mpolecca
yiiepOa B CBA3U C UCHOJHEHUEM (HEUCIIOJIHEHUEM ) CBOMX JIOJKHOCTHBIX 00S3aHHOCTEM
— YaCTHUYHYIO0 MaTEpUAIbHYIO OTBETCTBEHHOCTh B MOPSJKE U B MPEAEIIax,
YCTaHOBJICHHBIX TPYAOBBIM U (WJIH) TPAKJAHCKUM 3aKOHOATEIbCTBOM.

6. BzaumooTHomeHusi. CBSI3U 10 T0JKHOCTH.
Pykosomurens UBII;
6.1. Ilomyuyaer OT TUpEKTOpPA MIKOJBI U €r0 3aMECTUTENEH HHPOPMAIIMI0O HOPMATUBHO-
IPAaBOBOI'0 M OPraHU3AIMOHHO-METOANYECKOIO XapaKkTepa, 3SHAKOMUTCS C
COOTBETCTBYIOIIMMU JOKYMEHTAMMU.
6.2. PaboTaeT B TECHOM KOHTAaKTE C yUUTEISIMHU, POTUTEISIMU (3aKOHHBIMU
PEACTABUTEIISIMHU ) OOYJAIOIINUXCs, CHCTEMAaTHYeCKH OOMEHUBaeTCs HHMOpMaIIMeH 1mo
BOIIPOCaM, BXOJSIIUM B €r0 KOMIIETEHIIUIO, C aIMUHUCTPAMEN U Me1IarOTHY€CKUMHU
pabOTHHUKAMU TITKOJIBI.
6.3. B3aumopeicTByeT ¢ OyxraiaTepuei o BonpocaMm (pMHAHCOBOTO yYeTa,
OCYILIECTBIISIET CBEPKY JIaHHBIX 0AJIaHCOBOTO y4eTa OMOIMOTeuHOro (POoHIa C TaHHBIMU
OyXTaJITepCKOro yuera.
6.4. YcTaHaBiIMBaeT U MOACPKUBAET CBSI3U C LICHTPATIU30BAHHBIMU OUOTNOTECYHBIMHU
cucteMamu r.o.Yamaesck, FO3Y, npoBoauT COBMECTHYIO paboTy .

C MHCTPYKILIHEN 03HAKOMIICH(Q)

MOANUCH pacmmdpoBKa MOAMUCH



