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MHOJIOKEHUE

0 OubIHOTeKe-MeanaTeKe 00pPa30BaTeJIbHOI0 YUPeKICHHUS

1. O6mue moJioxKeHust
1.1. Hacrositiiee noJioskeHHe SBISIETCS OCHOBOM JIJIsi OpTraHU3AlMK JIEATeIbHOCTH
OMOIMOTEKU-MEIUATEKN 00Pa30BaTEIILHOTO YUpexKACHUS (Janee — YUpexaeHue).
1.2. Menuareka SBISETCS CTPYKTYPHBIM TOJPA3ACICHUEM YUPSKICHUS WU
OCYIIECTBJISIET CBOIO JIEATCILHOCTh C YYETOM OCHOBHBIX HANpaBIICHUH, IeJIeH U 3a1ad
JEeSTETLHOCTH YUPEIKICHUSI.

2. Heau u 3a1a494 AeSITEJIbHOCTH OMOJIHOTEKN-MeIuATEKH

2.1. OCHOBHBIMHU LIETISIMU JEATETLHOCTH OMOIMOTEKU-MEANATEKH SBIISIOTCS:

-o0ecrieyeHne  pabOTHUKaM W y4YallUMCS  YUYPEXKIEHUs  JocTynma K
MH(POPMAITMOHHBIM pecypcaM, MPEJCTABICHHBIM Ha Pa3HbIX HOCHUTENSX: OyMasKHBIX
(KHUTH, )XypHAJIBI, Ta3€Thl), MATHUTHBIX (QyJIHO- U BHIEO- KacceThl), IudpoBeix (CD-,
DVD-nuckn) u 1p.;

- BHEJPECHHE HOBBIX MH(POPMAIMOHHBIX TEXHOJOTHHA B y4€OHO-BOCITUTATEIHHBIN
IIpoLIeCC;

- peanmm3aius TPOEKTOB, CBA3aHHBIX C HCIOJIb30BaHUEM WH()OPMAIMOHHO-
KOMMYHUKAITMOHHBIX TEXHOJIOTHH.

2.2. JlesTenbHOCTh ~ OMOJMOTEKU-MEIUMATEKH  HamlpaBjeHA  Ha  pelieHue
CJIEIYIOLIUX 3aa4:

-BBISIBJICHME HH(DOPMAIMOHHBIX MOTpeOHOCTEH PAOOTHUKOB W OO0YyYarOIIMXCS
YUPEKICHUS;

- cOop, HakoruIeHHe, 00paboTKa U cucTeMaTu3anus nHPpopMaru, He0OX0IUMON
JUTSI YCTIETITHOTO OCYIIECTBICHHS 00pa30BaTEIHLHOM U MHOM JACSITENHPHOCTU YUPEKICHHUS;



- YJIOBJIETBOPEHUE 3aNPOCOB W MH(POPMAIMOHHBIX MOTPEOHOCTEH paOOTHUKOB U
o0yJaromuxcs yIpeKIeHuUs;

- OKa3aHWe MOMOIIM TMeAaroraM u 00ydYaroluMCsl YIPEXKICHUS B MOATOTOBKE K
3aHATUSAM, BHEKJIACCHBIM MEPOTIPHSITHSIM, Peau3alii 00pa30BaTeIbHBIX IPOSKTOB;

- OKa3aHWE TMOMOINM IeJaroraM NpHU TPOBEACHHM 3aHATHH B OMOIMOTEKe-
MeIuaTeKe C HCMOJb30BaHWEM HWH(GOPMAIMOHHO-KOMMYHHUKAIIMOHHBIX  CPEJICTB
o0yueHus;

- hopMHpOBaHUE Y 00YUYaAIOIINXCS HABBIKOB U YMEHUN CaMOCTOSITEITFHOU pabOThI
C pa3IMYHBIMH  HWCTOYHMKAMH  WHQPOpMAIlMH,  TOJIb30BaHUS  OMOJIMOTEYHO-
MHPOPMAITMOHHBIMU PECypcaMu;

- popmupoBanue MK-koMreTeHTHOCTH TIE€Aaroros;

- CO3JIaHH€ IIKOJIBHOTO OaHKa TaHHBIX Y4eOHOU nHMOpMaINy;

- TOATOTOBKAa HWH()OPMAIMOHHBIX MAaTEPHUAJIOB I MPOBEACHHUS KYJIBTYPHO-
MIPOCBETUTEIIBCKON paOOTHI C POAUTEIISIMH,

- TIPOBEJICHNE MTUAarHOCTHYECKUX OOCJICIOBAHUNA M TICUXOJOTHYCCKUX TPCHUHTOB
COBMECTHO C MEaroroM-TICUX0JIOTOM;

- OCYILIECTBJICHUE B3aUMOJICHCTBUS C MH(POPMAIIMOHHBIMH LIEHTPAMU ropoja AJis
oOMeHa uHdopmarnuen.

3.0pranu3anus AesiTeJIbHOCTH OMOJIMOTEKH-MeAUATEKH

3.1. bubnmoreka-mMeanareka pacroyiaraeTcs B~ NOMEIIEHUH  OMOIHOTEKH
VUPEKIACHUS, HWMEET TIOJC3HYI0 IUIONIaAb, HEOOXOMUMYIO [JII XpaHCHHS U
WCITOJIB30BAaHUS TEXHUKH, ayJWO- W BHJICO3ANMMCEH, AJICKTPOHHBIX 00pa30BaTEIbHBIX
PECYPCOB U IIpUEMa IMMOCETUTEIIEH.

3.2. PykoBoJicTBO OMOIMOTEeKON-MeIuaTEeKOM OCYIIECTBIISIET  JTUPEKTOP
YUPEKJICHHUS, HEMOCPEICTBEHHOE PYKOBOACTBO — 3aBEAYIOIIUMH  OHOIHOTEKOM-
Menuatekoi. [lomumMo 3aBeayromiero B mrar OUOIMOTEKU-MEANATEKN BXOIUT MeAaror-
OubIMOTEKAPD.

3.3. 3aBenyromuii  OMOMMOTEKON-MeIUAaTeKo pa3padaThiBa€T U MPEACTABISCT
TUPEKTOPY YUPESIKICHUS Ha yTBEPIKICHUE CICAYIOIINE TOKYMEHTBI:

- TIOJDKHOCTHBIE 00S3aHHOCTH PAOOTHUKOB OHOIHOTEKH-MEIUATEKH;

- UIHCTPYKIIMU TI0 OXpaHEe TPy/ia pabOTHUKOB OMOIHOTEKN-MEINATEKY;

- OJIO’KEHUE 0 OUOIMOTEKEe-MEINATEKE YUPEKICHHUS;

- MpaBWJIa TOJIb30BAHUST OMOINOTEKON-MENATEKOM;

- TOJIOBOM TUIaH pabOThl OUOINOTEKU-MEUATEKH;

- rpaduK paboThl OUOINOTEKU-MEIUATEKH;

- )KypHaJ BbIJa4M 3JICKTPOHHBIX HOCUTEJIEH;

- JKypHAJI 3a5IBOK 10 TEXHHYECKOMY U WH()OPMAITMOHHOMY 00€CTIeueHUI0 Y4eOHO-
BOCIUTATEIHHOTO MPOIIECCA;
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- JKypHaJl PETUCTpAIlMU TOJb30BaTelied KOMITBIOTEPHOTO 3ajla OMOJMOTEKHU-
ME/IMaTeKH;

- HTHCTPYKITHIO TI0 yueTy 6ubnro- u Mmeauadona;

- OTYETHYIO IOKyMECHTAIIUIO.

3.4. ITocemaTth OMONMMOTEKY-MEUATEKy MOTYT Bce oOydaromuecs U pabOTHHKHU
YUIPEKICHUS.

3.5. I'paduk paboTel OUOIMOTEKU-MEAMATEKH COCTABISETCSI B COOTBETCTBUU C
pEXKUMOM pabOTHl W TpaBUJIAMU BHYTPEHHETO TPYIOBOTO PACIOPSAKA YUPEKICHHUS.
[Tocmeqamii 9eTBepr KakIOro Mecsma OubOaroTeka-Meauareka 3akpbiBaeTcs Ha
CaHUTAPHBIN JCHb.

3.6. O6cnyxnBaHue B OMOIMOTEKE-MeIUaTeKe MPOU3BOAUTCS B COOTBETCTBUU C
npaBuUjaMUd  TEXHUKA  O€30MACHOCTH,  MPOTUBOMOXAPHBIMM W CaHUTAPHO-
TUTHCHHYECKIMU TPEOOBAHUSIMH.

4.11paBa 1 00513aHHOCTH PA0OTHUKOB OMOJIMOTEKH-MeIHATCKH

4.1. IlpaBa u 00513aHHOCTH PAOOTHUKOB OMOJIMOTEKU-MEIUATEKN OMPEEISIOTCS
3aKOHOJIATEIHLCTBOM PD 1 ycTaBOM yupexaeHUsI.

4.2. PaboTHUKY OMOIMOTEKN-MEIUATEKU UMEIOT TIPaBo:

- pa3pabaThiBaTh TpaBUia MOJB30BAHUS OMOTMOTEKON-MEIMATEKON H JIPYTYIO
JOKYMEHTAINIO, PErJIaMEHTUPYIOIIYIO €€ paboTy;

- TpeboBaTh OT AJIMHUHHUCTPALMU YUpeXAeHUs UH(DOpManuio 00 opraHu3auuu
y4eOHO-BOCIIUTATEIBHOW pabOThl BCEX TMOJPA3JCICHUM C IEIbI0 TUIAHUPOBAHUS
JESITCIIBHOCTH OMOINOTEKH-MEIHUATCKH;

- BHOCHUTH TPEIJIOKEHHUS HAa PACCMOTPEHHE JUPEKTOpa YUYPEKICHUS TI0
COBEPIIIEHCTBOBAHUIO PAOOTHI OMOIMOTEKH-MEANATEKN U OTUIATHI Tpya €€ paOOTHUKOB,
B T. 4. 110 BBEJICHUIO HAJI0ABOK, IOTUIAT M TPEMUPOBAHUIO 3a JOTIOJTHUTEIbHYIO paldoTy,
HE BXOJAIIYI0 B KPYI OCHOBHBIX OOS3aHHOCTEH, W KOMIICHCAITMOHHBIX BBIIIAT 3a
paboTy C BPEIHBIMHU YCIOBUSIMH TPY/Ia;

- OBITBH TIPE/ICTABJIICHHBIM K Pa3JIMYHBIM (hopMaM MOOIIPEHUS, HarpajaaM 1 3HaKaM
OTJINYHS, TIPETyCMOTPEHHBIM JIJII paOOTHUKOB 00pa30BaHUs U KYJIbTYPHI.

4.3. PaboTHUKY OMOTNOTEKU-METUATEKU 00sI3aHbI:

- BBITIOJIHATH JTOJDKHOCTHBIC 00SI3aHHOCTH, OTIPEICIICHHBIC TPYJIOBBIM JOTOBOPOM
U JOJKHOCTHBIMU WHCTPYKITUSIMU;

- o0ecrieuynBaTh MOJB30BATENIAM OMOTUOTEKU-MEIUATEKH BO3MOXKHOCTD pabOTHI €
UH(D)OPMAITMOHHBIMH PECYyPCaMH;

- 00ecCneunTh COXPAaHHOCTh HOCHTENICH WH(OpMaIuu, WX CHCTEMAaTH3aIuIo,
pa3MelleHrue U XpaHEeHHUE;

- COBEPIICHCTBOBATh WH(MOPMAITMOHHO-OMOmMorpadudeckoe M OUOIMOTEYHOE
o0cy’)KUBaHUE TMOJTH30BATEIIEH.
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