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HOJIOKEHHUE
0 KaHUeJSIPUH

1. O0mme noJioKeHH.

Hacrosimee [lonoxenue omnpezenseT HazHaueHHe, 3a1aud, (pyHKIMH, MpaBa, OTBETCTBEHHOCTb U
OCHOBBHI jieaTenbHocTH KaHmensipun MBOY «lllkona Ne 3» (nanee — llkoina).

Kannenspust ocyiecTBiser JOKyMEHTallMOHHOE 00ecreueHne AeATeIbHOCTH OPraHU3aliH.

Kannemnsipust  ABisieTcst  caMOCTOSITENBHBIM — CTPYKTYPHBIM — IOAPA3JACICHUEM OpraHu3alMi |
MOJYMHSAETCS] HEOCPEACTBEHHO nupekTopy LIIKob.

B cBoeli [edATeNnbHOCTHM KaHUENApPUS PYKOBOJCTBYETCS JIEMCTBYIOIIMM 3aKOHOJATEIBCTBOM,
HOPMAaTHBHO-IIPABOBBIMU aKTaMHU M METOJMYECKHMHU MaTepHajaMH B OOJIACTH [JeJIONPOU3BOACTBA U
APXHUBHOI'O0 J€jJa, OpPraHUu3allMOHHO-PACTIOPAAUTCIBHBIMA JOKYMCHTAMU caMoH opraHusanuu H“
HactosmuM [lonoxenuem.

JlesITenbHOCTh  KaHLESIPUU  OCYIIECTBISIETCS HA OCHOBE TEKYHIETO W IEPCIEKTUBHOTO
IUIAHUPOBAHMS, COYETAHUS €JUHOHAUYAIMs B PEIICHUH BONPOCOB CIYXKEOHOW MAEATENbHOCTH MU
KOJIJIETUAIBHOCTH TIPH UX 0OCYKIE€HHH, TIEPCOHAIBHOW OTBETCTBEHHOCTH PAOOTHHMKOB 32 HaJIeXkaIliee
UCTIOJIHEHUE BO3JIOKEHHBIX HA HHUX JOJDKHOCTHBIX OO0S3aHHOCTEH M OTAEIBHBIX IOPYYEHHI
3aBENIYIOIIETO KaHUEApUEH.

2. O6s3anHOCTH 3aBeaywomero kanueasapueii Hkoab

3aBeaylOMMA KaHLeIsIpued U JIpyrue pabOTHUKH KaHIEIIpUH HA3HAYAIOTCS Ha JOJDKHOCTH H
OCBOOOXKIAIOTCA OT 3aHUMAEMBbIX JOJDKHOCTEH mpukazoM aupektopa IIIkojbl B COOTBETCTBUHM C
JICUCTBYIOLIUM 3aKOHOAATEILCTBOM Poccuiickoi denepanum.

KBamupukanuonusie TpeOoBaHUS, (QYHKIMOHAIBHBIE OO0S3aHHOCTH, IIpaBa, OTBETCTBEHHOCTH
3aBEYIONIECTO KaHUEISIpUEH U NPYyrux paOOTHUKOB KAHIICISIPUH PETJIAMEHTHPYIOTCS JTOJDKHOCTHBIMH
WHCTPYKIUSIMHU, YTBEPKIaeMbIMU TUPEKTOPOMIIIKOIBI.

Kanuensipuro Bo3riaBiseT 3aBeyIONIUi, Ha JOKHOCTh KOTOPOTO HAa3HAYAETCs JUI0, UMEIoIee
cpenHee mpodeccuoHaabHOe oOpa3zoBaHHE O€3 MPEeAbABICHUS TPEOOBAHMN K CTaXy padOThl HITU
HavyabHOE MpodeCcCHOHATFHOE 00Pa30BaHNe U CTaXX padOTHI IO CIICIIMAIBHOCTH HE MeHee 3 JIeT.

3aBeayIONMMi KaHIEISAPUECHd:

- PYKOBOJAMT BCEH  JEATENbHOCThIO  KaHuensipuu  Llkonbl, HeECeT MNEepPCOHAIBHYIO
OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U KAau€CTBEHHOE BBIMOJHEHUE BO3JIOKEHHBIX Ha KaHIIEJISIPUIO
3a1a4 U QyHKIUH;

- OCYHIICCTBIIIET B TIpeleiaxX CBOCH KOMIIETEHIIMU (YHKIMH YIpaBlieHUs (IUIAHUPOBAHUSA,
OpraHu3allii, MOTUBAIMU, KOHTPOJS), MPUHUMAET pelIeHHs], 00si3aTeNbHbIE AN BCEX paOOTHUKOB
KaHIICJISIPUH;

- pacmpenensier (QYHKIHOHATbHBIE OOSI3aHHOCTH W OTACIBHBIC TIOPYYCHHS MEXKIY
COTPYIHUKAMU KaHIENSAPUHU, YCTAaHABIUBAET CTENEHb WX OTBETCTBEHHOCTH, MPH HEOOXOIUMOCTH
BHOCUT TipeiokeHus: aupextopy IlIkomasl 060 M3MEHEHHH MOKHOCTHBIX WHCTPYKIIUN TOJTYMHEHHBIX
eMy paOOTHHKOB;

- BHocHuT anamuHuctpanuu IIkoael TpemokKeHUs 1o
KaHIISJISIPUH, ONTUMHU3AINH €€ CTPYKTYPhI U IITATHON YMCICHHOCTH;

COBCPIICHCTBOBAHUIO pa6OTBI

= Y4aCTBYCT B IMNCPCICKTHUBHOM MW TCKYHICM IIJIAHUPOBAHUUN OCATCIBHOCTHU KAHLCIIAPUU, a



TakXe MOATOTOBKE IPUKA30B, PACIOPSKEHUN U MHBIX JIOKYMEHTOB, KacaroIMXCs BO3JOXKEHHBIX Ha
KaHIIETSPHIO 33134 U (PYHKINA;

- TpUHUMAeT HEOOXOOuUMBbIE MeEphl s YIYYIIEeHHS MaTepUalIbHO-TEXHUYECKOro U
MHPOPMALIMOHHOTO O0ECledYeHus, YCIOBUI Tpyda, MOBBIIIEHUS NPOPECCHOHATBHON MOJITOTOBKH
pabOTHUKOB KaHILIEISIPUH;

- y4acTByeT B MoAOOpe M paclpene’eHuu KaJpoB KaHUENISIpHUH, BHOCUT aupekTopy LlIkoss
MPEIJIOKEHUS O OOMIPEHUH U HAIOKEHUH AUCIUITTMHAPHBIX B3bICKAaHUM Ha PaOOTHUKOB KaHUEISIPUH,
HaNpaBJICHUHU UX HA MEPENoIrOTOBKY U MOBBIIICHNE KBAIN(UKALIUY;

- COBEpIICHCTBYET CUCTEMY TPYIOBOH MOTHBAIMU PaOOTHUKOB KaHLesipuu LLIKkombl;

- OCYILECTBIISIET KOHTPOJIb MCIIOJHEHHUS NOJYUHEHHBIMH €My paOOTHMKaMH CBOMX
JIOJDKHOCTHBIX 00sI3aHHOCTEH, COONIOIEHHUS TPYAOBON NUCHMIUIMHBL U AESATEIbHOCTBIO KaHIEISAPUH B
LIEJIOM.

B nepuon oTcyTCTBHS 3aBEIyIOLIETO KaHIEIIpUel ero 0053aHHOCTH HCIIOJIHAET €0 3aMECTHTENb
(Ipu ero HaJIM4KMK) WIK APYroil pabOTHUK, HAa3HAYEHHBIN pUKa3oM aupekTopa IlIkosbl.
3aBeqyolMi KaHUEeIIpUed WK JIMIO, UCIIOJIHSAIOLIEEe ero 00sS3aHHOCTH, UMEIOT NPABO MOAMHUCH
JIOKyMEHTOB, HaIIpaBJISIEMBIX OT UMEHM KaHIIEJIIPUU 110 BOIPOCAM, BXOISAIIUM B €€ KOMIIETEHIIHIO.
KaHnenspust ocyliecTBiseT CBOIO [JESATEIbHOCTh BO B3aUMOJCHCTBUM C JPYTUMHU ClyxkOaMu U
CTPYKTYypHBbIMU noapaznaeneHussMu [lIkoiel, a Takke BIpesenax cBOeld KOMIETEHIIMU CO CTOPOHHUMU
OpraHM3aLUsAMU.
3a HeHaJuIekallee WCHOJHEHHWE JIOJDKHOCTHBIX OOS3aHHOCTEH H  HapylIeHHe TPYHAOBOM
JUCHMIUIMHBL paOOTHUKM KaHLEISPUM HECYT OTBETCTBEHHOCTh B IMOPAAKE, IPEeIyCMOTPEHHOM
JIEHCTBYIOLIUM 3aKOHO/1aTEIbCTBOM.
Hacrosimee mnonoxxeHue, CTPyKTypa W INTATHOE paclMCaHUE KAHLEISAPUM YTBEPXKIAIOTCS
nupextopoM IIkousr.
3. OcHoBHbIe 3a1aun Kanueasspuu HIxoJabl
® COBEpUICHCTBOBAHME CUCTEMBI jenonpousBojicTea B llkone;
® ONTHMM3ALUS CHCTEMBI TOKyMeHTooOOpoTa B I1IKoIe;
® OpraHM3alMOHHO-METOJMUYECKOE PYKOBOJCTBO, KOOPAMHALMSA U KOHTPOJIb J€ATEIbHOCTU
CTPYKTYpHBIX nojipa3aenenuii [IIkosel mo BorpocaM Jel0npou3BOCTBA U ApPXUBHOTO J€14;
® T[OATOTOBKAa U O(GOpPMIICHHE ITOKYMEHTOB B COOTBETCTBHHM C JCWCTBYIOUIMMHU CTaHAAPTaMU U
NpaBUJIAMHY,;
® KOHTPOJIb IPOXOXKIECHUS U UCTIOJIHEHUS PacOpSAUTEIbHBIX TOKyMeHTOB B [1Ikoe;
e BHEJpPEHHE HOBBIX METOJIOB OpraHU3alMM JEJONpPOU3BOACTBA, B TOM 4YHCIE Ha OCHOBE

MCTIOJIb30BaHUSI COBPEMEHHBIX UH(OPMAIIMOHHBIX TEXHOJIOTHIA;

e [IOBBILIEHHUE YPOBHS NOJArOTOBKU pabOTHUKOB L1IKk0sbI B 06J1aCTH J€I0NPOU3BO/ICTBA;
e pEIIEHUE UHBIX 33]]a4, B TOM YHCJIE€ CBA3aHHBIX C apXUBHBIMU JJOKYMEHTaMHU.

4. OcHoBHble pyHkuuH KaHneasspun HIkosbl

JIoOKyMEeHTaIIMOHHOE 00ecneueHHE eI TeNbHOCTH OpPraHU3aIliH.

CBoeBpeMeHHass 00paboTKa MOCTYHAIOMIEH U OTIPaBIIIEMOM KOPPECTIOHICHIINH, JI0CTaBKa €€ 0
Ha3HAYCHUIO.

KoHTpoJb CPOKOB MCTIONHEHUS TOKYMEHTOB U MX MPAaBHJIHOTO OQOPMIICHHS.

Peructpanusi, yder, XpaHeHHe W Teperada B COOTBETCTBYIOIIME CTPYKTYPHBIE IMOAPA3JICIICHHS
JIOKYMEHTOB TEKYIIETO ACIONPOU3BOACTBA, B TOM YHCJE MPUKA30B U PACTIOPSHKEHUN aIMUHHUCTPALUN
Ixomsl, popMHupoOBaHHE A€ U Clada UX HA XpaHEHHE.

PazpaboTka W WCHOTHEHHWE HWHCTPYKUMH M JPYTHX HOPMATHUBHO-TIPABOBBIX JIOKYMEHTOB IIO
BEJICHUIO Jienonpon3BozacTia B [lkome.

Obecnieuenne pabOTHHUKOB CITyXKObI JEIOMPOU3BOJACTBA HEOOXOAMMBIMU HHCTPYKTUBHBIMH H
CIPaBOYHBIMU MaTepHajaMu, a TaK)Ke HWHBEHTapeM, 00OpYIOBaHHEM, OPTTEXHHKOH, TEXHUYECKUMH
CpeACTBaMHU YIPaBJIEHUYECKOTO TPYAA.

Meroauueckoe pyKOBOJCTBO OpraHM3aIME JIENONPOU3BOJACTBAa B mojapaszaeneHusx LlIkomsr,
KOHTPOJIb HaJ TMPaBHIBHBIM (POPMHUPOBAHUEM, XPAaHCHHWEM M CBOCBPEMEHHOW cladell Niel B apXWuB,
NOATOTOBKA CIPABOK O COOJIIOICHUH CPOKOB MCIIOJHEHUS IOKYMEHTOB.



[leuath 1 pa3sMHOKEHHE CITYKEOHBIX JOKYMEHTOB.

VYyactre B MOArOTOBKE CO3bIBAEMBIX aamuHucTpanued IlIkosbl coBemanuii, opraHu3anus ux
TEXHUYECKOTO  OOCIyXHBaHUsA, OGOPMIICHHE KOMAHIUPOBOYHBIX JOKYMEHTOB, PETHUCTpAIs
pabOTHUKOB, IPUOBIBAIOIIMX B KOMAaHAUPOBKY.

[TonroToBka u mpexactaBieHue aamuHucTpanuu Llkonsl wHGOPMAITMOHHO-aHATUTHYCCKUX
MaTEPHUAJIOB O COCTOSTHUM U MEPCIICKTUBAX PAa3BUTHS JOKYMEHTAIIMOHHOTO 00ECIIEUYeHUs AeITeIbHOCTH
IIIKk0JIBI ¥ UCIOTHUTEIBCKON TUCITUIIMHEL.

VYyactue B mpenenax CBOEHM KOMIIETEHIIMM B TOATOTOBKE M HCIOJHEHUHM YIPABIECHYECKUX
pemiennit agMuaucTparuu LIkomsl.

OcymiecTBiieHHE B TMpefenax CBOCH KOMIETEHIMM WHBIX (YHKIMHA B COOTBETCTBUU C
HazHadYeHHEeM M 3agadamMi [1Ikonsl.

5. IIpaBa 3aBeayromei kanuneasspun Hxkomabl.
3aBeayronas KaHUEIApUe UMEET MPaBo:

= noJjiydatb HNOCTYMNAOMUEC B OpraHu3aluio AOOKYMCHTBI U HHBIC I/IH(bOpMaL[I/IOHHBIe
MaTepUabl 0 CBOEMY MPOQUIIO ACSATEILHOCTU IS O3HAKOMJICHHUS, CHCTEMATH3UPOBAHHOIO yUeTa U
UCTIONIb30BaHUs B pabore;

- 3amnpaluBaTh U MOJy4aTb OT PYKOBOJCTBA OPraHU3ALUU U €€ CTPYKTYPHBIX IOAPA3AEICHUN
MH(POPMaLKIO, HEOOXOIUMYIO /1JIs1 BBIIIOJHEHUS BO3JIOKEHHBIX Ha Hee 3a7ad ¥ (PyHKIMIA;

- OCYIIECTBIJISITH B IpeJenax CBOEH KOMIETEHIWU MPOBEPKY U KOOPAUHALMIO JIESTEIIBHOCTH
CTPYKTYpHBIX noxapazaeneHuil [lIkonel mo BompocaM JeJIONPOU3BOACTBA, O PE3YIbTAaTaxX MPOBEPOK
JOKJaabpIBaTh aiMUHUCTpauuu [IIkomnsr;

- BO3BpallaTh UCIHOJHUTENSIM Ha JOpabOTKy O(QOPMIICHHbIE C HAPYIIEHUEM YCTAaHOBJICHHBIX
MIpaBUJI POEKTHI JOKYMEHTOB, J1aBaTh PEKOMEHAAIIMU [0 YCTPAHEHUIO BBISBICHHBIX HEJOCTATKOB;

= BHOCHUTbB HPCIJIOKCHHUA IO COBCPIICHCTBOBAHNIO CUCTCMBI ACJIOMPONU3BOACTBA B ]_HKOHG;
- Y4aCTBOBAaTh B HOI[60pC " paCCTaHOBKE KaAPOB I10 CBOCMY HpO(l)I/IJIIO JACATCIbHOCTH,

- BHOCUTH TMpeUIOKEeHUsT agMuHUCTpauuu IIKonbl 1O TOBBIIEHUIO KBaJH(HUKAINH,
HOOIIPEHNUI0O M HAJOXEHHUIO B3bICKAaHMH Ha paOOTHUKOB KaHLUEISPUUM M JAPYTHX CTPYKTYPHBIX
noapasnenenuit [1Ikomsl mo cBoeMy NpoQHITIO 1eATENbHOCTH;

- Y4aCTBOBATb B COBCHIAHHUAX IIPU PACCMOTPCHHUUH BOIIPOCOB, OTHCECCHHBIX K KOMIICTCHIHUN
KaHICIIAPUH.

6.  OTBeTrcTBeHHOCTH 3aBeaylouleii kanueasipun LkobI.

- Bclo MONHOTY OTBETCTBEHHOCTHM 3a KauyeCTBO M CBOEBPEMEHHOCTH BBINIOJHEHUS
BO3JIOKEHHBIX HacTosmMM [lojokeHMeM Ha KaHUEAPUIO 3a7ad M (YHKIHMA HeceT 3aBeayrouiast
KaHIIEJISIPUEH, B TOM YHCIIE 34:

- - OpraHu3auuio paboThl KaHLEISAPHM, CBOEBPEMEHHOE U  KBaJU(UIMPOBAHHOE
BBIMIOJIHEHUE TMPUKA30B, PACIOPSIKEHHUM, MOPYYEHHI BBILIECTOSALIETO PYKOBOJACTBA, JEWCTBYIOIIHUX
HOPMAaTHUBHO-IIPABOBBIX aKTOB I10 CBOEMY MPO(UITIO 1EATEIbHOCTH;

- pauuoHanbHOE U 3((PEeKTHBHOE MCHOIb30BAaHHE MaTepUANIbHBIX, (DMHAHCOBBIX U KaJPOBBIX
peCypcoB;

- COCTOSIHME TPYIOBOM M MCIIOJHUTEIBCKOM IJUCLUIUIMHBI B KAHUEJSPUH, BHIIIOJHEHHUE €€
paboTHHKaMU CBOUX (DYHKITMOHAIBHBIX 00S3aHHOCTEH;

- coOmrofeHre paOOTHMKAMHM KaHUENSPUU MPaBUI BHYTPEHHETO pacHopsiKa, CaHHUTapHO-
IPOTUBORUEMHUYECKOTO PEKUMA, TPOTHUBOIOXKAPHON OE€30MACHOCTH U TEXHUKH 0€3011aCHOCTH;

- BEJCHME JOKYMEHTALUH, IPEAYCMOTPEHHON JEHCTBYIOIUM 3aKOHOAATEIBCTBOM PD;

- IPENOCTABICEHUE B YCTAaHOBJIEHHOM IIOpPSJAKE [OCTOBEPHOW CTATUCTHUYECKOM W HHOHN
nH(GOpMaLUK O AESITENIbHOCTH KaHLIEIISPHH.

CreneHb OTBETCTBEHHOCTH JAPYIMX paOOTHUKOB KaHLEISIPUHN YCTaHABIMBAETCS TOJKHOCTHBIMU
MHCTPYKIUSIMHU B COOTBETCTBUH C JEHCTBYIOIINUM 3aKOHOAATENbCTBOM PD.
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