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MOJIO)KEHUE

0 OHGJIHOTEeKe MYHHIIHIIAJIBHOTO OIOAKEeTHOI0
obmeobpasoBareiabHoro yupexaenus «llkoma Ne 120 ¢ yraybiaenubim
H3y4YeHHEeM OT/AeJIbHbIX PeJIMeToB» ropoackoro okpyra Camapa
(nanee - Ilosioxkenue)

1. O0mmue moJ10KeHHA

1.1. Hacrosmee IlonmokeHnne pa3paboTaHO B  COOTBETCTBHH C
DenepanbHbiM  3akoHOM 0T 29.12.2012 Ne 273-®3  «O6 oOpasoBaHud B
Poccuiickoit @enepauun», 3akona Poccuiickoit enepanun ot 29.12.1994 Ne 78-
@3 «O 6ubHoTeyHOM ene» U ¢ ydyeToMm [IpumepHOro nojaoxeHus o oubnauorexe
06111e00pa3oBaTeIbHOTO  yupexaeHus (IMcbMo MuHHCTEpCTBa 00pa3oBaHus
Poccuiickoii ®enepauun ot 23.03.2004 Ne14-51-70/13).

1.2. Hacrosimee IlonoxxeHue omnpejensieT OCHOBHBIE HalpaBlIeHHUS
NeATeNbHOCTH, cojepaHne H GopMmbl paboTel OMONMOTEKH B CTPYKType
MYHHIMIAILHOrO OropKeTHOro obuieobpaszosatenbHoro yupexaeHus «lllkona
Ne 120 ¢ yrnyOneHHBIM M3y4EHHEM OTIENBHBIX MMPEIMETOB» IrOPOACKOro OKpyra
Camapa (nanee — MBOY Illkona Ne 120).

1.3. OCHOBHBIMH HaIPaBJICHUSIMH JEATEIbHOCTH OHMOIHOTEKH ABIIAIOTCS

dopmupoBanne OubIHOTEYHBIX (OHZOB (B TOM 4HCiIe LUPPOBBIX
(37eKTPOHHBIX), O0ECMEeYHBAIOIIMX pealu3aluio 00pa3oBaTe/bHBIX MPOrPaMM
MBOVY IlIxonsr Ne 120, a Taxke AOCTYI K MpodeccHoHaIbHbIM 0a3aM NaHHBIX,
MHPOPMAIIMOHHBIM ~ CHPABOYHBIM M IIOMCKOBBIM  CHCTeMaM,  HHBIM
HH()OPMALIMOHHBIM pecypcam;

okazanue 6uOIMOTeYHO-HH(POPMALIMOHHBIX YCIIYT;

dopmupoBaHue HH(POPMALMOHHON KyJbTYphl JIMYHOCTH, Y4YacTHe B
ajanTanMd  oOydaloluxcs K YCIOBHAM  JKM3HH B COBPEMEHHOM
BBICOKOTEXHOJIOTHYHOM WH(OPMALIUOHHOM OOLIECTBE;

npuobiieHre  OOydyalomMXCs K  YTEHHMIO KaKk OCHOBHOMY  BHAY



MIO3HABATEJILHOM JIEeATETbHOCTH, CPEJICTBY JyXOBHO-HPABCTBEHHOI'O BOCIIUTAHHS U
GopMe  mpoBeNeHMs ~ JOCyra,  COJAEHCTBME B  TOJyYeHHH  HABBIKOB
caM000pa3oBaHus, HHTErpalys YCHIMH I1€[arOru4ecKoro KOJUIEKTHBA H
POJMTENBCKOTO cO00IIecTBa B 001aCTH NPHOOIIEHHS K YTEHHIO.

1.4. bubimnoreka B CBOeH [J€SITEJBHOCTH PYKOBOJCTBYETCS YCTaBOM
MBOVY Hlkonsr Ne 120, nacrosmmMm [lonoxeHuemM, WHBIMH HOpPMaTUBHBIMH
NPaBOBBIMH aKTaMH, HHCTPYKTHBHBIMH JIOKYMEHTaMH, PEKOMEHAALMSIMH II0
BonpocaM HMH()OPMAIMOHHO-OHOIHOTEYHOrO obecriedeHus: O00ydYaromuxcs B
00mieobpa3oBaTesIbHBIX OpraHH3aIUsIX.

2. OcHoBHbIe PyHKIHH OHOJIHOTEKH

OcHOBHBIMU (DYHKUMSIMU OUOJIMOTEKH ABISIOTCS:

2.1. OobecrieyeHre ydacTHMKaM oOOpa3oBaTelbHBIX OTHOIIGHHH —
o0yyaromuMmcsi, TeJarorH4eckuM  pabOTHHKaM, POAMTENAM  (3aKOHHBIM
npefcTaBuTeNsM) oOydarommxcs (#aimee — MOJAB30BaTeNM) — JOCTyma K
uHbOpMAIlMK, 3HAHUAM, MJEsAM, KYyJIbTypPHBIM LEHHOCTAM IIOCPEICTBOM
UCIIOJIB30BaHUs OUOIMOTeYHO-HH(DOPMAIIMOHHBIX pEeCcypcoB Ha pa3iH4HBIX
HOCHTEIIAX.

2.2. ®opmuposanue GpoHga OMOIHOTEUHO-UH(POPMALHOHHBIX PECYPCOB, B
TOM 4HCIIE:

- KOMIUIEKTOBaHHE yHHBepcalbHOro ¢oHaa y4deOHBIX, Hay4yHBIX,
XYIOXKECTBEHHBIX, CIPABOYHBIX, MEJarorH4ecCKUX H HAy4YHO-TIOMYJISPHBIX
JIOKYMEHTaMH Ha pa3Iu4YHbIX HOCUTEJISX;

- mononaHeHue (oHga WHPOPMALMOHHBIMH pecypcamu ceTd HHTepHer,
Oazamu ¥ OaHKaMH JaHHBIX WHBIX OpraHU3allMi;

- aKKymyJnIupoBaHHe (poHIA JOKYMEHTOB, co3iaBaeMbix B MBOY Illkone
Ne 120 (myOnukanuii 1 paboT neaaroroB ¥ 00y4aroIMXCsl, HHBIX MaTepPHajioB);

- obecreyeHWe 3ampera Ha PaclpOCTPaHEHHE IKCTPEMUCTCKHX
MaTepHaJIOB.

2.3. Coznanue HHGOPMAITMOHHOM NMPOAYKLHH, B TOM YHCIIE:

- OCYIIIECTBJIEHHE aHATTUTHKO-CHHTETHYECKO nepepaboTKH HH(OpMaLHH;

- OpraHu3alus ¥ BeJeHHe CIPaBOYHO-OMOIMOrpaduyeckoro ammapara:
KapTOTEeKH (CHCTEMAaTH4eCKOW KapTOTeKH CTaTel, TeMaTHYeCKMX KapTOTEKH),
3JIEKTPOHHOIO Karajora, 0a3sl JaHHBIX IO mHpoduiao o0ueodpasoBaTelbHOM
OpraHHU3alllH;

- pa3paboTka peKoMeHJaTelbHbIX OuOiHorpaduyeckux MnocoOHi
(crickoB, 0630pOB, yKazaTenel H T.11.);

- obecneueHne MH()OPMHPOBaHMS MOJB30BaTeNell 00 WHGOPMALUOHHOM

IIPOAYKIIHH.



24. OcyuiecTBiieHue nupdepeHHHpOBaHHOTO 6ubnroTeYHo-
WH()OPMAIHOHHOT0 00CITy)KUBaHHUs 00y4aroIUXCsl, B TOM YHCIIE:

- mpeAocTaBlIeHHe HHGOPMALHOHHBIX PECYPCOB Ha Pa3jIn4YHBIX HOCHTEIISX
Ha OCHOBE U3y4YeHHsS MX HHTepecOB U HH(OPMAIIMOHHBIX MOTPEOHOCTEMH;

- CO3/laHH€E YCIIOBHMH [UIsl peajlu3allil CaMOCTOATENBHOCTH B 0OydYeHHH,
Pa3BUTHIO HABBIKOB CaMOOOY4YeHHs, [103HABATEIbHON, TBOPYECKON AEATEIbHOCTH
C OIOpOif Ha KOMMYHHUKALIHIO;

- opraHu3anus oOy4yeHHs] HaBbIKAM HE3aBHCHMOIo OHOIHOTEYHOro
10JIB30BAaTEsl U NMOTpeOuTeNs HHPOPMALIUH, COIeHCTBHE HHTErPallii KOMILIEKCa
3HAHWIA, YMEHHH U HABBIKOB pabOThI ¢ KHUTOH U HH(pOpMaLueH;

- okazaHuMe HWHGOOPMALMOHHOM TOAJAEP)KKH B pELIeHHH 3ajad,
BO3HHMKAIOIIMX B Mporecce MX ydeOHOH, camMo00pa30BaTeNbHOH M J0OCYrOBOM
NesATeIbHOCTH;

- OpraHM3alis BHEKJIACCHBIX MEpOINpHUATHH, OPHEHTHPOBAaHHBIX Ha
pa3BuTHe O0IIel W YUTATEeNbCKOH KyJIbTYphl JHYHOCTH, COACHCTBHE Pa3BHUTHIO
KPUTHYECKOI'O MBILUICHHS;

- cojeiicTBHe  TMeNaroriyeckuM pabOTHHKaM B  OpraHH3alUuU
o0pa3oBaTeIbHOrO Mpolecca 1 A0cyra o0yqarouxcs;

- PYKOBOJCTBO BOCIMTATeNbHOH paboToil ¢ KHHroi B Trpynmax
NPOJUIEHHOTO JTHS.

2.3, OcyuiecTBiieHue i epeHIHPOBaHHOTO oubnnoreyHo-
HH()OPMAIHOHHOTO 00CITY)KHBaHHS NearoridyeckiuX pabOTHHKOB, B TOM YHCIIE:

- BbIsBJIeHHE MHPOPMAMOHHBIX TOTPEOHOCTEH M  YAOBIETBOpEHHE
3aMpOCOB, CBA3aHHBIX ¢ 00YYEHHEM U BOCIIHTAHHEM JIETEH;

- BBIsBJIEHHE WH(POPMAIMOHHBIX TMOTpeOHOCTEH U  yAOBIETBOPEHHE
3a[IpoCOB B 00JIACTH MeAarorn4ecKux HHHOBALMHM U HOBBIX TEXHOJIOTHH;

- copeiictBHe  NPO(ECCHOHAIBHOH  KOMIETEHIHH,  IIOBBIIIEHHIO
KBaU(UKALMH, IPOBEICHUIO aTTeCTall|H;

- co3maHde OaHka meaarorMyeckoid HMHGOpPMALMU KaK OCHOBBI €IHHOH
uHGOPMAaLlHOHHOM CITykKOBI of1eodbpazoBaTenbHON OpraHu3alLuH,
OCYIIECTBJICHHE HAKOIUIEHHUS, CHCTEeMAaTHU3alMH HH(pOpMalMH [0 NpeaMeTam,
pas3zenaMm U TeMam;

- OpraHu3alys J0CTyIa K 6aHKy Imefarornueckoil HHpopMaliH Ha JTO0BIX
HOCHTEJISAX, IPOCMOTpPA 3JEKTPOHHBIX BEPCUH NeAaroruyeckKux U3AaHuu;

- OCYLIECTBJIEHHE TeKyllero HWHGOPMHpPOBaHHs (AHH HHQOpPMaIUH,
0030pbI HOBBIX MMOCTYIUICHUH U MyOIMKaLMid;

- TMOJJIep)KKa JeATeIbHOCTH TIelarori4eckux paboTHUKOB B o00iacTu
co31aHus HHOPMAIHOHHBIX MPOAYKTOB (JIOKYMEHTOB, 0a3 JaHHBIX H T.IL.);

- comelicTBHE B  MNPOBEIACHUH  3aHATHUH 10  (HOPMHPOBAHHIO
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HHGOPMALIMOHHON KYJIBTYPBHI.

2.5 OcyiecTBrienue muddepeHIHpOBaHHOTO O6ubnuoreuHo-
WH()OPMALIMOHHOTO OOCIYXXHBaHHS pOAUTENeH (3aKOHHBIX IpeICTaBUTENIEH)
o0y4aroumxcsi, B TOM YHCIIE:

- YIOBIETBOPEHHE 3alpOCOB MOJIb30BaTeled 1 HHPOPMUPOBaHHE O HOBBIX
MOCTYIUIEHUAX B OMOIHOTEKY;

- KOHCYJIbTHPOBaHHE IO BOMNPOCAM OpraHU3allMH CEMEHHOro YTeHHs,
O3HaKOMJIeHHe ¢ HH(pOpMallieil 1o BOIpocaM BOCIIUTAHUS JeTeH;

- KOHCYJIbTUPOBaHUE IO BOIIPOCAM UCIIOJIb30BaHUs Y4eOHBIX U3AaHUH JIs
obyyarommxcs.

3. Opranu3zanus aeATeJIbHOCTH OHOJIHOTEKH

3.1. I'padpux paboTel OHOIHOTEKH:

- obcny:xuBaHMe Tonb30BaTeNeil (Ha abOHeMeHTe, B YMTAJIBHOM 3ajle) —
¢ 9.00 o 15.30:

- BHyTpuOuOInoTeunas pabora — ¢ 8.30 10 9.00 u ¢ 15.30 mo 17.00;

- MIOCJIETHUH YeTBepr Mecslla — CAHUTAPHBIH JIeHb;

- cpeaa (cornacHo rpauKy NpOBEIEHHsS METOJAMYECKHX MEPOIPHATHI) —
METOIUYEeCKHUHl IeHb;

- cy000Ta, BOCKpeceHbe — BBIXO/IHbIE JTHH.

3.2.  PykoBojactBo  OMOJMOTEKOM  OCYLIECTBIse€T  3aBEeAYIOIIHMA
OHOJIHOTEKOM, KOTOPBIH HECET OTBETCTBEHHOCTH B IpejielaX CBOCH KOMIIETeHIHH
32 OpPraHU3alMI0 M Pe3yJbTaThl JeSITEeTbHOCTH OHOJMOTEKH B COOTBETCTBHH C
TPY/JIOBBIM JIOTOBOPOM H JIOJDKHOCTHBIMH 00513aHHOCTSIMH.

3.3. 3aBeayromuii Oubnuorexoi, Oubnauorekapp (Hanee — pabOTHHUK
6ubnuorexku) MOryT (Ha 100pOBOJIBHOM OCHOBE) OCYLLIECTBIIATH Ne1arorudecKyo
nesiTeNbHOCTh. PaboTHUKH OMONHMOTEKH SBISIOTCS YJIeHAMU Iearoru4eckoro
KOJIJIEKTHBA M BXOJAT B cocTaB.neaarorndyeckoro copera MBOY Illkomnsr Ne 120.

3.4. PaboTHHUK OUONHOTEKH UMEET MPaBo:

- CaMOCTOSITEeJIbHO BbIOMpaTh (OPMBI, CpeACTBA U METOAbl OUOIMOTEYHO-
HH()OPMAIIHOHHOTO 00CIy)KHBaHHS 00pa30BaTEIbHOrO W  BOCITHTATEIHHOTO
IPOLIECCOB B COOTBETCTBHH C ILEJsSIMH M 3a/ladaMH, yKa3aHHbIMH B YCTaBe
ob1eobpa3oBaTenbHON Oopranu3anuu U HacTosuieM [lonoxenuu;

- IPOBOJIUTH B YCTAHOBJIEHHOM Nopsjke (aKylIbTaTUBHbIE 3aHITUS, YPOKH
U KpyXKku OubnuoreuyHo-6ubnuorpadmueckux 3HaAHUH M HMHOOPMALMOHHOM
KyJIBTYPBI;

- y4JacTBOBaTh B yNpaBleHMH o001ieoOpa3zoBaTelbHOM OpraHu3anueil B
NIOpsJIKE, OTIPEIENISIEMOM €€ YCTaBOM;

- y4yacTBOBaTh B COOTBETCTBHM C 3aKOHOAATENbCTBOM PoccHiicKoit
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denepanun B pabote OMOIHMOTEYHBIX aCCOLMALIMI HITH COIO30B.

3.5. PaboTHuk OHOIMOTEKH 00513aH:

- obecrne4yuThb 10JIE30BATEIISIM BO3MOXHOCTb paboThI c
MH(OPMALMOHHBIMH pecypcaMu OHOIHOTEKH;

- uHdpopMHpOBaTH MONbB30BaTeNell O BHAAX IMPEIOCTABISEMBIX
OMONMMOTEKOM YCIIYT;

- oOecreYnTh HAyYHYIO OpraHu3aluio (POH/I0B M KaTajaoros;

- ¢dopmupoBaTh (GOHABI B  COOTBETCTBHM C  YTBEPXKIEHHBIMH
denepanbHbIMU  TepedYHSMH  y4eOHBIX  M37aHMH,  00pa3oBaTebHBIMH
nporpammamM MBOVY  Illkoner Ne 120, uHTepecamu, NOTPEOHOCTAMH H
3alpocaMy BceX KaTeropuil mojb30BaTelleH;

- obecreunBaTh NpoBejieHHe (HE peXe OJHOTO pa3a B IOJ]) CBEPKH
UMEIOLIEerocs dorna  OubnuMoTeYHO-HH(POPMALMOHHBIX  PECYpcoB  H
NOCTYNAOIMX B  Hero  OMOMMOTEYHO-WH(MOPMAIHOHHBIX  PECYpPCOB  C
(enepanbHBIMU CIIMCKaMH 9KCTPEMHUCTCKHX MaTepHaJIOB;

- obecrieynBaTh COXPAaHHOCTh HUCIIONIB30BAHUSI HOCUTENeH HH(pOpMaIUu, UX
CHCTEMAaTH3alMIO, pa3MellleHUe H XpaHEHHE.

3.6. ITonp3oBaTenu OUOIHMOTEKN UMEIOT IIPaBo:

- mosiy4arh TMOJNHYH HH(OpManuio o cocraBe OubaxoredyHoro Gonnia,
HH(GOPMALIMOHHBIX pecypcax U IpeocTaBiIseMbIX OHMOIMOTEKON yCiIyrax;,

- MI0JI30BATHCS cripaBo4YHO-OubIHorpaduueckum anmnapaTrom
OHONIHOTEKH;

- OJTy4aTh KOHCYJIFTALIHOHHYIO TOMOIIb B IIOUCKE U BBIOOPE HCTOYHHKOB
UH(pOpMaLIUH;

- MOJIy4aTh BO BPEMEHHOE IOJIb30BaHHE HAa a0OHEMEHTE H B YUTaJIbHOM
3aje MedyaTHble H3JIaHHs, ayIUOBH3yalbHbIE JOKYMEHTBl W JpYyrHe HMCTOYHHKH
HHpOpPMaLIUH;

- IPOJIJIEBATh CPOK MNOJIb30BAHUSA JIOKYMEHTaAMH,

- IoJyyaTh TemaTudyeckue, (akrorpauueckue, YTOYHAIOIIHE H
OubnrorpaduyecKkie crpaBku Ha OCHOBe (hoHa OMOIHOTEKH;

- y4acTBOBATh B MEPOINPHITUSAX, IPOBOJUMBIX OUOIHOTEKOIA.

3.7. Ilonp3oBarenn OUOTHOTEKH 00s3aHBI:

- GepeKHO OTHOCHTBCS K NEeYaTHBIM M3/IaHUSIM (He BHIPBIBATh, HE 3arudath
CTpaHMI, He JejaTh B KHUraXx IOAYEPKHBAHHH, MOMETOK H T.I.), HHBIM
JIOKYMEHTaM Ha pa3IH4HbIX HOCUTENSX, 000PYI0BaHHIO, HHBEHTAPIO;

- TIOJIIEPYKUBATH MOPSI0K PACCTAHOBKH JIOKYMEHTOB B OTKPBITOM JOCTYIIE
OMOIHOTEKH;

- TMOJIB30BaThCS IIEHHBIMM M CIPAaBOYHBIMH JOKYMEHTaMU TOJIBKO B
[IOMEIIeHUH ONOIMOTEKH;



- yOeIUThCS TIPH TOJyYeHHH JOKYMEHTOB B OTCYTCTBHHU JI€(EKTOB, a IIpH
oOHapyKeHHH POrHGOPMUPOBATH 00 3TOM pabOTHHKA OMOIHOTEKH;

- PacIMCHIBATECSA B YUTATEIBCKOM (OpPMYsipe 3a KaIbld IMOJIy4EeHHBIH
NOKyMeHT (McKIo4eHue: obyyatomuecs 1-4 Kknaccos);

- BO3BpalllaTh JOKYMEHTHI B OMOIMOTEKY B yCTAHOBIEHHBIE CPOKH, a
TaKXkKe 10 UCTEYEHUH CpoKa 00yueHHs WK paboThl B LIKOJIE.

3.8. Iopsiiok monp3oBaHKs OHOIMOTEKOM:

- 3anMch B OMOJIMOTEKY IPOU3BOJUTCS B MHIMBUIYaJbHOM INOpSJIKE:
00y4Yaromuxcsi — MO CIUCOYHOMY COCTaBY Kiacca; IeJarordyecKux W HHBIX
pa6oraukos MBOY Illkonsr Ne 120, poauteneii (3aKOHHBIX NpENCTaBUTENIEH)
00yJaroLMxcs — 110 JIOKYMEHTY, YAOCTOBEPSIOUIEMY JIMYHOCTD;

- mepepericrpaiusi  IoJyib3oBareied  OMOMHMOTEKM  NPOM3BOJIUTCS
€XKeroaHo;

- JIOKYMEHTOM, TOATBEP/KIAIOUIMM IPaBO T0JIb30BaHUSA OHOIHOTEKOI,
SBJISIETCS. YUTATENILCKHI opMyIIsip;

- yHTaTenbCKuil Qopmyssp (UKCHpPYeT JAaTy BBIJA4YHM I10J30BATEIIO
JIOKYMEHTOB K3 (poH1a OUOIMOTEKH U X BO3BpallleHUs B OMOIHOTEKY;

- TOJB30BAaTEId HMEIOT NpPaBO MOJYYUTH Ha JIOM M3 MHOIOTOMHBIX
u3aHuii He Oosiee ABYX JOKYMEHTOB OJJHOBPEMEHHO;

- MaKCHUMaJIbHble CPOKH I10JIb30BAHUS NOKYMEHTAMHU Pa3IM4YHBIX BH/IOB:
yueOHHKH, ydeOHble TmocoOMs — y4eOHBIH ToJA; Hay4YHO-TIOIYyJspHasi,
no3HaBaTelbHas, XY/I0KeCTBEHHas JHUTepaTypa — 2 HeAeld; INepUOJHYECKHE
W3JlaHusl, W3/IaHKUs TTOBBIIIEHHOTO cripoca — 5 JHeH;

- MOJIH30BATENIH MOTYT TPOJJITHTh CPOK MOJIb30BaHHs JOKYMEHTaMH, €CIIH
Ha HUX OTCYTCTBYET CIIPOC CO CTOPOHBI JIPYTUX I0Jb30BaTENIEH;

- TOKYMEHTBI, MpeHa3HaYeHHble A1 paboThl B UHTAJILHOM 3alle, Ha JIOM
10JIb30BATEJNISIM HE BBIIAIOTCS;

- DHIMKJIONEINWH, CIPABOYHHKH, peIKHe, LIEeHHble W HMEIoIIHecs B
eIMHCTBEHHOM JK3eMIUISIpe JOKYMEHTHI BBIJAIOTCS I0JIb30BATENISIM TOJBKO JUIS
paboThl B UUTAJIBLHOM 3all€.



