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IlOJl‘/KHOC"l"H ast HHCTPYKIH
3aBeayloero 0M0/IHOTEKOoN

1. O0mme Mo0KEeHHS

1.1. Hacrosmas [JO/DKHOCTHAas MHCTPYKUMs paspaboTaHa Ha  OCHOBE  Tapu(hHO-
KBaTMUKALMOHHBIX XapPAaKTEPUCTHK, COIJIACOBAHHBIX MOCTAHOBJICHHEM MuHHCTEPCTBA TpyAa
Poccuiickoit ®enepaunu ot 1 despans 1995 r. u HanpaBICHHBIX VIS PYKOBOJCTBA B pabote
nuchMoM MuHucTepeTBa o6paszoanust Poccuiickoit ®enepannu 4 asrycra 1995 r. No 58-M.

1.2. 3aBenyronmii OuOIMOTEKOH HazHA4YaeTcst U 0OCBOOOXKIACTCH OT J0DKHOCTH AUPEKTOPOM H
O JUUHAETCS HEMMOCPEACTBEHHO JUPEKTOPY LIKOJIBI.

1.3. 3aseayrommii GUOIMOTEKOH MO/DKEH MMETh BBICIIEE HIIM CpEaHEe mpo(heCCHOHATIbHOE
obpazoBanue Ge3 npeabsBIeHUs TPeOOBaHUM] K CTaxy pabOThL.

1.4. B cBoeil AeSTENbHOCTH 3aBeIyIOIMH OMOIMOTEKOM PYKOBOJACTBYETCS 3aKOHOAATC/ILCTBOM
Poccuiickoii ®ezepaiuu 0 KyibType, 00pa3oBaHuu ¥ OHOMMOTEIHOM JI€/I€; MOCTAHOBICHUSIMH
IpaButenscTBa  Poccuiickoit — (Dexepaumn  ONPEICAIONMMHE  pasBUTHE  KyJbTYpBI;
PYKOBOASLIMME JOKYMEHTAMH BBIIIECTOSIUHX OPraHOB IO BONPOCaM OuOIHOTEUHOH padoThI;
NMpaBHJIAMM OpraHu3alii OHOIMOTEYHOro TpyAd, yYera, MHBEHTAPU3ALMM; MPABUIAMU TIO
OXpaHe TpyJa, TEXHHKEe O€30MacHOCTH M MPOTHBOMOXKAPHOM 3alMTE, a TaKKe YcTaBoM H
[IpaBuiaMi  BHYTPEHHENO TPYAOBOIO PAcHOpsIKa LIKOJIbI, [TonoxkenreM o OuOIMOTEKE H
HacTtosmed WMHCcTpyKUMeHn.

2. DyHKUMH

2.1. Opranmsauus paboThl OMONMOTEKH Kak 00pa3soBaTEILHOIO, UH(OpPMALIMOHHOIO U
KYJIbTYPHOTO YUPEKICHHUSI.

2.2 Obecrnedyenne y4eOHO-BOCIUTATENLHOTO MPOIECca M €amMo00pa3oBaHMs CPEACTBAMH
GUOIHOTEYHOro ¥ MHPOPMAIUOHHO-OHOMHOrpahuyeckoro  OOCIY)KMBAHMA  ydallMXCs,
[1eJIaroroB ¥ APYIMX KaTeropHi YuTaTeiei.

2.3. ®OpMHpOBaHHE y YHMTaTeJIeld HAaBBIKOB HE3aBUCHMOrO OMOJIMOTEUHOrO I0JIb30BATENS:
o0ydeHNe MONb30BAHAI0 KHHUTOM M JPYTMMH HOCHTEISIMH HH(OPMAIHUH, [OUCKY, orbopy H
KPUTHYECKOH OLIEHKE HH(OPMALIHH.

2.4, CoBepILICHCTBOBAHUE TPAMIIHOHHBIX H OCBOCHHE HOBBIX OMOITHOTEUHBIX TEXHOJIOIHH,

3. JloJuKHOCTHBIE 0053aHHOCTH

3aBeryroinuii GUOIMOTEKON BBINOIHAET CICAYIOLIME JOKHOCTHBIC 00sI13aHHOCTH:

3.1. Pa3pabatbiBaeT, yTBEpiKIaeT, 0 Mepe HEOOXOAUMOCTH BHOCHT KOPPEKTHBbI B [Tonoxxenue
o 6ubnrorexe, Ilpasuia onb30BaHus OUOIMOTEKOM

3.2. CocTaB/ISIeT TUIAHBI M OTYETHI, BEET yueT paboTel OMOIMOTEKH.

3.3. BesleT U HeceT OTBETCTBEHHOCTD 3a J0CTOBEPHOCTh OMOIHOTEYHON JOKYMEHTALMH:

- MHBEHTApPHOM KHHUIW, KHMI CYMMapHOrO yd4era, YHMTaTe/IbCKHX (bopMyIISIpOB, aKTOB Ha
MOCTYIUIEHHE M CIUCAHHE JOKYMEHTOB; al(haBUTHOIO M Tornorpaduyeckoro Karajaoros,
9JIeKTPOHHOM KapToTeKH GOHIa yueOHUKOB U y4eOHBIX mocoOuH.



- WHBEHTAPHOHM KHHIM, KHUI CYyMMAapHOro y4era, yuTaTeIBCKUX (OPMYIAPOB, aKTOB Ha
[OCTYIUIEHWE ¥ CIIMCAHHME JOKYMCHTOB; andaBUTHOrO ¥ TOMOrpaduyecKoro KaTajioros.
3IEKTPOHHOM KapToTeku (onIa y4eOHHKOB 1 y4eOHBIX IIOCOOUH.
3.4. Ha ocHOBe W}3y4YE€HHUs] COCTOSHHA GoHaa ¥ UYATATENBCKOIO CHpoca dbopmupyer
oubanoreunnrii  GoHA B COOTBETCTBMH ¢  0Opa3oBaTelbHbIMH  TPOrpaMMaMu
06111e00pa30BaTEILHOTO YUPEIKACHHA:
- KOMIUIEKTyeT (OHI HayuHO-TIO3HABATE/IBHBIX M XyJI0KECTBEHHBIX JIOKYMEHTOB, OKa3bIBas
[peTOYTEHHE CIIPABOYHMKAM, IHIMKIOTIC/HAM. CI0BApAM M KJ1aCCHYECKOM JIUTEPATYPE;

- nomonusier Gorx CJI AMCKOB U ayAMOBU3YAIBHEIX JTOKYMEHTOB.
3.5. Opranusyer 6uOIMOTEYHbIH HOHI:
- OCYIIECTBIISET YUET (MOCTYIICHHE, BbIAYa, BBIOBITHE) JOKYMEHTOB;
- OpraHu3yeT TEXHUYECKYIO 06paboTKY. MOMy4EHHBIX JIOKYMEHTOB:
. obecreunMBaeT CHCTEMATHKO-aI(paBUTHYIO pPacCTaHOBKY JIOKYMEHTOB B COYETaHMH C
opraHu3aLMe [l yJaluXcs TEMaTHICCKAX | ’KaHPOBBIX BBICTABOK;
. obecreuuBaeT HaUIeKALIMKA  KOHTPOJIb 34 BblIauen yuTaTeNAM  JOKYMEHTOB;
nmpelycMaTpuBaeT Mepbl 10 COXPAHHOCTH 6ubmuorednoro (GoHga NP OTKPBITOM JOCTYIIC:
IIPOBOAUT MPO(UIAKTHIECKHE Gecelpl ¢ YUATATENSMH O OEPEXKHOM OTHOMIEHHH K JOKYMCHTAM,
NpPYHUMAET MEPBI JUTsl CBOCBPEMCHHOTO BO3BPATa JIOKYMEHTOB U TakK Jajee;
- opranusyeT Gon/1 0c000 NEHHBIX JOKYMEHTOB;
- B wuachl /I BHyTpeHHeil paGOTbl ~ IPOBEPSET MpPaBHILHOCTH paccTaHoBKH (oHza,
OCYIIECTBJISIET MPOCMOTP JIOKYMEHTOB JUIs BLISBJICHHS] YCTApeBIIMX, YTPAaTHBLIMX Hay9HO-
[O3HABATE/BHYIO LEHHOCTb. HE HCIONB3YEMBIX YHTATE/AMH, 2 TaK)Ke BETXHX HOKYMEHTOB W
HYIKIAOLUXCS B PEMOHTE M pECTaBpaLliH;
- IPOBOJUT MNEPHOAMYECKUE MPOBEPKH hOH/Ia, COMJIACHO TPHUKA3Y, MO/IHCAHHOMY AMPEKTOPOM
IIKOJIBI;
- obecneunBaeT TpeOyeMbli PEKUM XPaHCHHA H u3znuecKkoi COXpaHHOCTH OUOIMOTEYHOTO
(ouaa, MPUHAMACT MEPBI IPOTHBONOKAPHOH OE30IaCHOCTH.
3.6. Opranusyer G hepeHInpOBaHHOE OUOIMOTEUHOE 0 uH(OpPMAalHOHHO-
Gubmorpaduyeckoe 00CIyKUBAHAE aboHEMEHTa B YMTAJIbHOM 3alle.
- M3y4yaeT YMTATEJIbCKIE HHTEPEChI;
- IPOBOJIUT AHAJIN3 YATATEIILCKHX bopMyIApOB.
3.7. OpraHusyer, BEIET, pENaKkTApyeT H  HECET OTBETCTBEHHOCTh 3a  CIPABOYHO-
6uGmorpaduueckuii annapar OHOJIHOTEKH ¢ yHCTOM BO3PACTHBIX OCOOCHHOCTEH YHMTaTeNeH,
OpraHusyer CIIPaBOYHO-UH(POPMALHOHHBIH bona.
3.8. CriocoOCTBYET MOIMYJIsIpU3aluu JTydIInX 00pa3lOB JAOKYMEHTOB C IOMOLIBIO Pa3/INIHBIX
dopm MaccoBoi paboTHL.
39 OGecreyuBacT ~ 3HAKOMCTBO ~ OOyvaromuxcs ¢ MUHHMyMOM OuOINOTEYHO-
GuOnHorpaQUUecKUX 3HAHHH: 3HAKOMCTBO ¢ TPaBHJIAMH [10JIb30BaHUs.  OMOIMOTEKOH,
paccraHoBKOH  (pomnna, CIIpaBOYHO-OUOIMOrpauIeckuM  annapaTom, CTPYKTYpO#H  H
o(opMIIEHHEM KHHTH, CIPABOYHBIMU JOKYMEHTAMH 1 TaK jasnee.
3.10. OBecneunBaeT O6HOMMOTEKY OHOIMOTEUHOH TEeXHUKOH; OTBEYaeT 3a XYHO0XKECTBEHHO-
odopMuTeNIbCKOE — ObecneueHne GUOIMOTEKH, CO3JaeT  OaronpusTHbiC — YCJIOBHA  JUIA
00CITyKMBAHUS YATATENICH.
3.11.Buenpser HOBbIC HHPOPMALMOHHDIC TEXHOIOTHH.

~

3.12. O6ecneyuBaeT B OUOIMOTEKE COOTBETCTBYIOMIMH CaHMTAPHO-TUIMEHUYECKHH PEKHIM.

4. IIpasa

3aBemyroLit GUOIMOTEKOIT MMEET NPaBo:

4.1. CaMOCTOSATENbHO BBIOMPATh (GOPMBI U METO/IBI paboThl ¢ YMTATENSIMH H TIAHUPOBAThH CC,
HCXO/Is 3 001ero miana paboThl THMHA3HM..

4.2. Y4acTBOBATh C MPABOM COBELIATEIBHOrO roJjoca B jacelaHUsAX IMearoruuyeckoro CoBera
LIKOJIBL.



4.3. TlppHUMAaTh y4acTHe B paboTe ceMUHApOB U COBELIAHUM, HEMOCPEICTBEHHO CBA3AHHBIX CO
crieu UKol €ro AesTeTBHOCTH, 8 TAKKE Ha MEPUOAMHCCKOE [IOBBILIEHKE KBATH(UKALMH.

4 4. Ha samuty npod)ecCHOHANBLHON YECTH 1 IOCTOUHCTBA.

4.,5. Ha mpezncraBjieHHE K pa3jniHbIM dopmaM TOOLIpEHHs, HAarpajgaM W 3HaKaM OTIMHHA,
[peyCMOTPEHHBIM JUIsl PADOTHUKOB 00pa30BaHUA U KyJIbTYPBI;

4.6. JlaaTh 0Os3aTe/IbHbIE IS MCTIONHEHHS yKasaHHs 06yuaroummMes 1 padOTHUKAM TMMHA3HH
110 BOTIPOCAM, KACAIOIIMMCsl COOTTIOIEHHS TTPABHIL [10J1b30BaHKst OUOIHOTEKOM.

4.7. 3HAKOMHUTBCS C Kalo0aMy U APYTHMH JOKYMEHTaMH, COACPKAIIMMH OLEHKY ero padoThl,
naBaTh 110 HUM OOBICHEHHS.

48 3HAKOMHTBCS C H3MEHEHHSMH, BHOCHMBIMH B €ro JODKHOCTHYIO WHCTPYKLHUIO, H
pearupoBaTh Ha HUX.

5. OTBETCTBEHHOCTDH

5 1. 3a HEMCIOJHEHHE WM HEHAIekKaee UCIOIHEHNE 6e3 yBaKMTEALHBIX MPUYMH YCTaBa U
[IpaBus BHYTPEHHETO TPYIOBOTO pacropsika HMHA3IH. 3aKOHHBIX PaCHOpsKEHHH THPEKTOpa
[MMHA3MH M WMHBIX JIOKQJILHBIX ~HOPMATHBHBIX ~AKTOB, JODKHOCTHBIX 00s13aHHOCTEH,
yCTaHOBJICHHBIX HACTOSILLEH WucTpyKuuen, 3aBeIyoLU I OUOIHOTEKOM HECET
JMCIHMIUIMHAPHYIO OTBETCTBEHHOCTE B NOPS/IKE, ONPE/CICHHOM TPYAOBBIM 3aKOHOATE/ILCTBOM.
5.2. 3a BAHOBHOE IMPUYMHEHHUE IIKOJIE WK yHacTHHKAM 00pa30BaTeNbHOrO mpouecca yuepba B
CBSI3H C MCMOJIHEHHEM (HEHCIIONHEHHEM) CBOMX JO/KHOCTHBIX 00s13aHHOCTEN 3aBe/TyIOLIHMI
6U6IHOTEKOH HEceT YaCTHYHYIO MaTepHalbHYIO OTBETCTBCHHOCTDL B MopsiAKe M B Ipeserax,
YCTAQHOBJIEHHBIX TPYOBBIM U (uH) TpaXKIaHCKKM 3aKOHOATEIbCTBOM.

6. BzaumooTHomeHnusi. CBsA3H M0 J0JKHOCTH

3aeyiouuii OuOIMOTEKOM!

6.1. PaGoraer mo rpaduky, COCTaBICHHOMY HCXOId M3 36-yacoBoil pabodyei Heaeau M
YTBEPIKACHHOMY JIUPEKTOPOM FHMHA3HHU.

6.2. IlomyuaeT OT AMpPEKTOpa TMMHA3MH M Cro jaMecTuTeNeil MHGOPMALKMIO HOPMAaTHBHO-
[PABOBOTO U OPraHu3alOHHO-METOAMHYECKOIO XapakTepa, 3HAKOMMTCs IOJ pachucky ¢
COOTBETCTBYIOLIMMH JOKYMEHTAMM;

6.3. PaGoTaeT B TECHOM KOHTAKTE C YUMTEIAMH, POIUTCIAMH oOyuaronmxcs (JIMHamu, MX
3aMEHSAIOLIMMH); CHCTEMAaTHYECKH OOMEHUBACTCS uHbOpMALKeH 0 BONPOCcaM, BXOSIIUM B €ro
KOMITETEHIIMIO, C aIMUHUCTPALMEN 1 NeAarornieCKuMu pabOTHAKAMK TMMHA3HH.

6.4. CaMOCTOATEIbHO TUTAHUPYeT paboTy OMONIHOTEKH Ha kax b1 yueOHbli roa. [lnan u oTyeTr
0 paboTe yTBEPKAAIOTCS TUPEKTOPOM.
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