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JO/IKHOCTHASI HHCTPYKIHS
3aBeayromero 6uéanoTeKoi

1. O6mue mos10KeHUsA

1.1. HacTosmas TOJDKHOCTHAs WHCTPYKIIHS 3aBeIyIOIIero OuOIMoTeKol B obpaso-
BaTebHOM OpraHusanuy paspaboTana Ha ocHOBe ENuHOTO KBaMM(UKAIMOHHOrO Cripa-
BOYHMKA JOJDKHOCTEH PYKOBOIMTENEH, CHELUAIMCTOB M APYTUX CIHyXallluX, pasmeln
«KBanmudrkanmoHHbIe XapaKTePUCTUKH JOJDKHOCTEH pabOTHUKOB KYIIBTYPEIL, HCKYCCTBA
u KuHeMaTtorpadum», yTBepxkneHHbBIH IIpukaszom MunsapaBconpassutas PO or
30.03.2011 Ne 251-H.; na ocHoBanum ®3 Ne273 ot 29.12.2012 «O6 obpasosanuu B Poc-
cuiickoil Menepanum»; B COOTBETCTBUU ¢ TpynoBsIM KoaekcoM P® u npyrumu HOpMa-
THBHBIMM aKTaMH, PErYJIUPYIOIIMMHA TPy AOBBIE OTHOIIEHHS MEXTy pabOTHHUKOM U pabo-
TOJATENIeM.

1.2. 3aBegyrommii OMOIMOTEKOM Ha3HATAETCS M OCBOOOKIAETCS OT JOKHOCTH [IH-
PEKTOPOM HIKOJIBI. _ ,

1.3. 3aBenyronuii OuOIHOTEKOM OMKEH MMETh BBICIIICE WM CpefHee Mpodeccho-
HalbHOe 00pa3oBaHue Oe3 npebsBiieHUs TPeOOBaHui K CTaXy paboThl Witk o0iiiee cpei-
Hee oOpa3oBaHue, KypCOBYIO MOJITOTOBKY M CTaX PabOTHI B HOJDKHOCTH OMOIHOTEKApS
HE MEHee TpeX JIeT. ‘

1.4. 3aBemyromuii GHOIHOTEKOM MOIUHSICTCS HEMOCPEACTBEHHO JIUPEKTOPY 00pa-
30BaTEIbHON OpraHU3aluy.

1.5. B cBoeii mesTenpHOCTH 3aBeAylomuMil GubimoTexol pykoBoacTByercs Koncru-
Tyuuei Poccuiickoit @enepanuu, esepansapiM 3akoHoM «O6 obpasosanun B Poccuii-
ckoit ®enepanun», 3akoHoAarenbcTBoM Poccutickoit @enepamyu o KyIbType, 0Opa3oBa-
HuM ¥ 6ubmmoredyHoM pene; mocraHoBieHusMu IlpaBurensctBa Poccuiickoit @enepa-
I[1Y, ONPEEIAIONIMME Pa3sBUTHE KyJIbTYPbI; PYKOBOISIITMMEI JOKYMEHTAMH BBIIIECTOS-
IUX OPTaHOB II0 BoIpocaM OHONMOTEYHOM paboThl; MpaBUIIaMH OpraHKU3alAN OUOIIHO-
TEYHOrO TPYyAa, yueTa, HHBeHTapU3aliy; TpeOOBaHUIMHI OXpaHbl TPy AA U IOXKAPHOU 6e3-
ONACHOCTH. JaBemyromuii OHOIMOoTeKo# pyKOBOJACTBYeTCS Takxe YcTaBoM u IlpaBu-
JlaM¥ BHYTPEHHET0 TPYIOBOI'0 pacmopsiika, HaCTOSAIEN JO/DKHOCTHON MHCTPYKIEeH 3a-
BeIyoLEero OUGIMOTEKOM IIKOJIEL. '

1.6. 3aBemytonmii OMOITUOTEKOM HOIDKCH 3HATH:

- 3aKoHOAaTeNnsCTBO Poccuiickoit @enepanuu 00 o6p_a3013aH1/11/1 A OHOIHOTEYHOM

Zene;



- PYKOBOJSIIFE TOKYMEHTHI BBIIIECTOAIINX OPraHOB IO BOIpocaM OHOIHOTEUHOMH
paboThI;

- mocranosnenus [IpasutenscrBa P®, onpenensioinue pa3sBUTHE KyIbTYpbI;

- MIPUOPUTETHHIE HAIIPABICHUS pa3BUTUSA 00pa3oBaTeNIbHOM cucTeMbl Poccuiickoit
Denepanuy;

- @3 Ne 273 ot 29.12.2012 «O6 obpazoanuu B Poccuiickoit Denepanun»;

- COAepX aHWe XyAOXKECTBEHHON, HAYYHO-IOMYJISIPHON JIMTEpaTypsl, IepHOAUIe-
CKHX M3IaHUM, Haxoamuxcs B OndmuoreunoMm Gorae o0rmeodbpazoBaTeIbHOIO yUpexKie-
HUS, 4
- TEOPHIO U MTPAKTUKY OUOIMOTEYHOrO [IENa;

- OCHOBHI OuONHMOTeKOBeIeH s 1 Ouborpadumy;

- OCHOBBI TPYJOBOTO 3aKOHO/IATENIbCTBA, OpraHu3alyy TPyAa;

- OCHOBBI SKOHOMHFKH H YIIPaBJIeHUS OMOIHNOTEUHBIM JEJIOM, OTEYECTBEHHBIC U 3a-
pyOeXHBIE JOCTHKEHHS B COOTBETCTBYIOLIECH 00IacT! 3HAHMIA;

- TEXHOJIOTUIO OUOJIMOTEUHBIX MIPOIIECCOB;

- MEXaHHU3ALHUIO ¥ aBTOMATH3AIMIO0 OMOIHMOTEUHBIX IIPOLIECCOB;

- METOIHUKY MPOBencHuUA 6ecer, POpMBI M METOABI MPOBEICHIS KOH(PEPEHLIN, BBI-
CTaBOK;

- COBpeMeHHBIe HMH(GOPMAHOHHO-KOMMYHUKAIIOHHBIE TEXHOJOIMH (TEKCTOBBIE
PeaKTOPhI, HICKTPOHHBIE TaOIHIIBI, IPOTPaMMbI CO3IaHMUs IPEe3eHTalNH, Pa3InIHbIC HH-
(bopMaITHOHHEIE CHCTEMBI aBTOMATH3aI[iH OHOIMOTEYHOM NesTeIbHOCTH), IPHHIAIILL pa-
60Tl B cetu FIHTEpHET, IIpHEMbI HCIIOIH30BaHUs MYJIETHMEIUHHOTO 000PYIOBaHHUS U Be-
JCHHS DIIEKTPOHHOI'O JJOKyMEHTOO00POTa;

- CHCTEeMY KJTacCH(pHMKAI¥H HHPOPMAIUH U IIPaBUIa COCTABICHUS KaTaJIOIOB;

- IOPSAIOK COCTABJICHUS OTISTHOCTH O paboTe OMOIHOTEKH;

- TIpaBUJIa TIO OXpaHe TPyAa, MOKApHOH 6e30I1aCHOCTH, IOPSAOK NEHCTBUM IIPH BO3-
HUKHOBEHUH M0XKapa.

1.7. B pabote cobroiaeT HHCTPYKLUIO IO OXpaHe TpyJa 3aBeryrolero o6ubnuore-
KOH. ‘

1.8. 3aBemyrommii OMOIHOTEKOMH TOJKEH TIPOUTH 00ydeHre U IMETh HaBbIKW OKa3a-
HUS TIEPBOM ITIOMOILIH.

2. OyHKIMHA

K OCHOBHBIM HaITpaBIICHUSAM JAEATETHHOCTH 3aBeIyIOmero OuMOIMOTeKo# OTHO-
CATCSA: '

2.1. Opranuzamnus paboOTHl ITKOJIBHONH OMONIMOTEKH Kak 00pa3oBaTeIbHOro, WH-
(hOpMaLIMOHHOT'O B KyJIBTYPHOT'O YUPEXKICHHUS;

2.2. NndopmarmonHoe obecrieueHre y4eOHO-BOCIIUTATENIEHON AEATCIbHOCTH B
IIKOJIE;

2.3. ®opmupoBanue 6udmoTedHoro Gpouaa;

2.4. Yuet 6ubmuotequHoro (GoHma U o0ecredeHns yCTaHOBICHHOH OTYEeTHOCTH.



3. J1o/KHOCTHBIE 00SI3AHHOCTH

3aBenyromuii GUOIMOTEKOM BEIONHSET CIICIYIONIHE JOJKHOCTHBIE OOS3aHHOCTH

3.1. Opranusyet paboTy OMOIMOTEKH MIKOJEL, (OPMHUPOBaHKE, 00pabOTKY U CHCTE-
MaTH3UPOBaHHOE XpaHeHue Oubnuoreynoro Gouna. PopMupyer 3aka3 yaIeOHHKOB Ha HO-
BBl yueOHEIi o,

3.2. Pa3pabatsiBaeT u koppektupyet [lomoxenne o OubmmoTeke mkoisl, IlpaBua
HOJb30BaHUA OMOMMOTEKOH, MOJKHOCTHBIE HHCTPYKIHMH COTPYIOHHUKOB OHONIHOTEKH,
IUIAHBL U OTYETH B COOTBETCTBUU C IUIAHOM y4eOHO-BOCIIUTATENIbHOM paboTel oOpa3oBa-
TEJIBHOU opranu3anuy, rpapuk paboTsl U pacnucanue paboTel OHOTHOTEKH; MPETOCTaB-
JISeT UX Ha YTBEPXKICHUE TUPEKTOPY 00pa30BaTeIbHOM OpraHu3alluy.

3.3. CocrasisieT KaTaJloTH, KapTOTeKH, yKa3aTelnn, TeMaTHIeCcKue CIIACKU U 00305l
JUTEPATYPHI.

3.4. O6cnyxuBaeT 00yJaromuxcsi 1 pabOTHUKOB IIKOJIEI Ha aOOHEMEHTE, OpraHu-
3y€eT M IPOBOAMT CBA3AHHYIO C 3THM HHOOPMALMOHHYIO paboTy (BBICTaBKH, BUTPHUHBI U
ApYTHE MEPONIPHATHS 110 IIPONaranae KHUTH), OCYIMIECTBIACT 000D JIUTEPaTypEI 110 3a-
sIBKaM 4YHUTaTeseH.

3.5. Pa3BuBaeT HHGOpMAITMOHHO-OHOIHOTpadUIECKyIO TPAMOTHOCTH IIE€IaroroB 1
YYEHUKOB B paMKax KOHCYJNbTAlMH WK CIIEUAITBHO OPTraHN30BaHHBIX 3aHATHIA.

3.6. Beger yuet paboTsl OMOIHOTEKH H IPEACTABIAET YCTAHOBIEHHYIO OTYETHOCTb.

3.7. IlpuHuMaeT KHIDKHBIC (JOH/IBI Ha OTBETCTBEHHOE XpaHeHHe 110 aKTy U Pa30BBIM
JOKYMEHTaM M BEAET COOTBETCTBYIOIIMN yUYeT, yJacTBYeT B MHBEHTAPHU3AIMH KHIKHBIX
(OHJIOB, CIIMCAaHUM YCTapeBIIel U BEeTXOU JUTEepaTyphl IO YCTAHOBJIEHHBIM IIPAaBAJIaM H
HOpMaM.

3.8. IlpuHuMaeT B yCTaHOBJICHHOM NOPSAIKe MepPhl K BO3MEIIECHHUIO yliepoa, Ipudn-
HEHHOT'0 KHIDKHOMY U MHBIM (poHAaM OMOIHOTEKH 110 BUHE UhTaTeNei (Irojib3oBareneii) u
B CBA3H C HEIOCTayel, yTpaToi Wiy TOpYeii KHUT.

3.9. YcranaBnuBaeT ¥ OANECPKUBACET CBSI3H C JPYTUMHU OMOIHOTEKAMH, OPraHUu3yeT
MeXONOIMOTeu Bl 0OMEH.

3.10. OdopmirsieT MOANKCKY IIKOJIBI HA IEPHOMYESCKUE H3IAHUI ¥ KOHTPOIUPYET
WX JIOCTABKY.

3.11. Croco6cTByeT IPOIBIKEHHIO JIyUIIAX 00pa3IoB JOKYMEHTOB, HH(OOPMALHH
C MMOMOIIBIO TEMaTUYECKUAX MOJO0POK, KHUKHBIX BBICTABOK, CTEHJIOB, YT'OJIKOB HH(OpMa-
1107078

3.12. Mcnone3yer B paboTe TeXHHYECKUE U HHOOPMAITHOHHBIE CPENICTBA, HOBBIE HH-
(dhopMaIuOHHbBIE TEXHOJIOTHH.

3.13. OtBegaer 3a 3cTeTHKY OPOPMIIEHHS ONOIMOTEYHOTO IIOMEIIIECHHS.

3.14. Opranusyer COBMECTHO C IE€AAroru4ecKiM KOJUIEKTHBOM Pa3HOCTOPOHHIOIO
MacCOBYIO paboTy ¢ YJaIMMHUCS 110 IIPOIaratie KHUIH.

3.15. IlpuaumMaeT Mepsl K oOecriedeHHI0 OUOIHOTeKN HeOOXOIUMBIM 000pyIOBa-
HUEM.

3.16. Opranu3yeT guTaTeNbCKUE KOH(DEPEHIUH, TUTEPATYPHBIE Beuepa U APYyrue
MacCOBBIE€ MEPOIPUSTHS.



3.17. CobmoaeT npaBmia 0 OXpaHe TPyIa, TEXHUKE Ge30IacHOCTH H IIPOTHBOIIO-
KapHOH 3aluTe, TpeOOBaHMUs JaHHOH JOJDKHOCTHOM MHCTPYKIMMH 3aBEAyOMEero Ouomo-
TEKOH, CJISIIUT 33 HaJjie)KalliM CAaHUTAPHBIM COCTOSIHIEM [TOMEILEHUH U (OHI0B OUOIHO-
TEKH. , ‘

3.18. IToBBlIIaeT CBOKO KBAM(DUKAIHIO U IPOQPECCHOHATFHOE MaCTEPCTBO.

3.19. Mimeer HABBIKM OKAa3aHUS IIEPBOL OMOIIY OCTPAIABIINM.

4. IlpaBa

3aBenyromuii ONOIMOTEKO HMEET MPaBo:

4.1. laBaTh 00s3aTeNbHBIE I HCIOJHEHHS YKa3aHus o0yJaromuMcs U paboTHH-
KaM IIKOJIBI II0 BOIIPOCaM, KacaroIUMCsl COOJTFOICHUS TIPAaBUIT ITOJIb30BaHus OHOIHOTEY-
HBIME HOHIAMH.

4.2. KoHTpOmpoBaTs B HAaIPaBJISATh PAabOTy yOOPIIHKA CITYKEeOHBIX IIOMEIIEHHH 1
paboyero o o6CIy)XHBAHHUIO K TEKYIIEMY PEMOHTY 3IaHHi, COOPYKeHuH 1 060pyRoBa-
HUS B IOMEIIEHUIX OUOIMOTEKH.

4.3. YyacTBOBaTh ¢ IpaBOM COBEILIATEHFHOrO rojioca B 3acemanusax Ilegarornue-
CKOT'O COBETA IIKOJIEI.

4.4, Ilpupiekars K JUCHHUIIMHAPHOM OTBETCTBEHHOCTH OOYYArOIMMXCS 3a IpOo-
CTYINKH, J€30PraHu3yIomue yueOHO-BOCIHUTATENbHYIO NEATeILHOCTD, B MOPS/IKE, yCTa-
HOBIIeHHOM | IpaBriamMu o MOOHIPEHUsIX U B3bICKAHHIX.

4.5. Ha zamurty npodeccHOHaATBHOMN YeCTH U JOCTOMHCTBA.

4.6. Ha npencraBnenye K pa3nuvHEIM (popMaM MOOIIPEHHS, HarpajjaM U 3HaKaM OT-
JIAYYSL, TPy CMOTPEHHBIM ISl PabOTHUKOB 00pa30BaHus ¥ KYJIBTYPEL.

4.7. IloBeIIaTh CBOXO KBATU(DHUKAIIHIO.

5. OTBeTCTBEHHOCTH

5.1. 3a HeucnOMIHEHNE WM HEHAITIEXalllee UCTIONIHEHHE 0€3 YBaXKUTEIbHBIX TIPUINH
Vcrasa u [lpaBun BHYTpeHHErO TPYAOBOIO PACcIOPSAAKa IIKOJBI, 3aKOHHBIX pacIropskKe-
HUU JUpeKTOpa MKOJbI U MHBIX JIOKATbHBIX HOPMATHBHEIX aKTOB, JOJDKHOCTHBIX 00s3aH-
HOCTEH, YCTaHOBJICHHBIX HacTosmed MucTpykiueil, B TOM 9HCIE 33 HE HCIOIb30BaHUe
IIPEIOCTABJICHHBIX IIpaB, 3aBEAYIOMMM OHOMHOTEKOW HeceT MMCHMINIHHAPHYIO OTBET-
CTBEHHOCTH B MOPANIKE, ONPEISICHHOM TPYAOBHIM 3aKOHOAATEIHLCTBOM.

'5.2. 3a mpuMeHeHue, B TOM YUCIIE OTHOKPAaTHOE, METOAOB BOCIIMTAHUS, CBI3aHHBIX
¢ QU3NYESCKUM U NCUXUYESCKUM HACHIMEM HaJ| IMIHOCTHIO O0YJaromerocs, 3aBe Iy oyt
OuOIMOTEKAph MOXKET OBITH OCBOOOXKIIEH OT 3aHMMAaeMO# OJDKHOCTH B COOTBETCTBHU C
TPYAOBBIM 3aKOHOJIATENLCTBOM U 3akoHOM Poccmiickoit ®@enepannu «O6 obpazoBanumy.
VBoJIbHEHHE 3a JaHHBIH MPOCTYIIOK HE ABJIETCS MEPO TUCIUILTHHAPHON OTBETCTBEHHO-
CTH. '

5.3. 3aBexyromuit OMOIHOTEKOM HECET MOJIHYI0 MaTepUaIbHYIO OTBETCTBEHHOCTH B
ClIy4dae HeJIOCTauH, yTPaThl WX IIOPYH KHHT, IIPUHATHIX Ha XpaHeHUE Ha OCHOBAHWUH ITHCh-
MEHHOI'O JIOTOBOPA O IIOJHOM MaTepUalbHOM OTBETCTBEHHOCTH, €CIIM HE NOKAXET, 4TO
yiep0 npHIrHEH He 10 €¢ BUHE.



5.4. 3a HapyleHMe IPaBIII OXKAPHOM 0€301acHOCTH, OXpPaHbl TPYAa, CAHUTAPHO-
THI'MeHUYECKUX IIPaBUII pab0ThI OMONIMOTEKH 3aBe Ly ronuii GHOINOTEKOi HPUBIIEKACTCS K
aJIMAHUCTPaTUBHON OTBETCTBEHHOCTH B HOPAMKE U B CIIyUasX, IPETyCMOTPEHHBIX aIMU-
HUCTPAaTUBHBIM 3aKOHOAATEIHCTBOM.

_ 6. Bzanmoornomenns. CBS13M 110 J0/IKHOCTH

3aBeqyromuil OuOIMOTEKOM:

6.1. Paboraer o rpaduky, cocTaBiieHHOMY Hcxons u3 40-yacoBoii paboueit Henemu
H YTBEPKICHHOMY IMPEKTOPOM MIKOJBI MO IIPECTABICHUIO 3aMECTHTENS AMPEKTOpa
IIKOJIBI ITO y4eOHO-BOCTIUTATEIBHOM paboTe.

6.2. [lomygaer oT mupexTOpa MIKONBI U ero 3aMecTureneit nHPOpMAaIUIo HopMa-
THBHO-IIPABOBOI'0 M OpraHU3alliOHHO-METOAMYECKOTO XapaKTepa, 3HAKOMHUTCS IOJ pac-
IIUCKY C COOTBETCTBYIOUIAMH JOKYMEHTAMH. :

6.3. CaMOCTOSATENBHO IITAHUPYET CBOIO PabOTy Ha KKl yueOHBIH MO/ U KaXIyIo
y4e0HYIO YeTBEPTb. ‘

6.4. BzanmoieiicTByeT ¢ OpraHu3aisaMH 0 BOITPOCcaM IpHeMa-Caauu MaKyJIaTyphl,
IIOArOTaBIMBACT K CIa4e CIIUCAHHYIO JIATEPATYPY.

6.5. YcraHaBIMBaeT U MOJIEPKUBAET CBS3H C IIEHTPAM30BaHHBIME OHOIHOTEY-
HBIMU CUCTEMAaMH, TIPOBOANUT COBMECTHYIO paboTy C IETCKUMH OHOIMOTEKaMH.

6.6. PaboTaeT B TECHOM KOHTAaKkTe C YUHTENISIMH, POAUTEIIMU OOyJaromuxcs (Ju-
[[aMU, UX 3aMEHSIOIINMHN ); CHCTeMaTndecku oOMeHMBaeTCsl HH(pOopMalyeii 10 Bompocam,
BXOJIAIIKM B €r0 KOMIIETSHIUIO, ¢ afMUHKUCTpanue!l ¥ nefarorndeckuMy paboTHUKAMHU
IIKOJTBL.

C uHCTpyKIHeH 03HaKoMJIeH(a), BTOPOi SK3EMILIAP ITOJTY kL

TTopnuce davmug 1.0.

ITonmucek davummuga 1.0.
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