HHOJIOKEHHUE
0 O0ubJMoTeke BbIcHIEro KoJuieqxa uM. Markana ’KymadaeBa

1. OBIIME MOJIOKEHUS

1.1. bubnuoTeka sBISETCSA OJHUM U3 BEAYIIUM CTPYKTYPHBIM HOJPA3IeICHHEM BBICIIETO KOJIIEIKA UM.
M. XKymabaeBa, obecrieunBarOmUM y4eOHOH, HAYYHOH, CIPAaBOYHOH, XY/IOKECTBEHHOH JIMTEpaTypoi,
MEPUOINIECKUMU U3AaHUSMU M WH(POPMAIMOHHBIMHA MaTepHallaMH (Aajee - JOKyMEHTaMmH) y4deOHo-
BOCIIMTATENIFHBIA  TPOLIECC, a TaKKe IIEHTPOM paclpOCTpaHEHUs 3HAHWH, JYXOBHOTO U
MHTEIUIEKTYaJIbHOTO OOIIEHUS, KYIbTYPHI.

1.2. B cBoeil gearenbHOCTH OMOMMOTEKa pykoBoicTByeTcst Koncrutynmeit Pecmyonmuku Kaszaxcran,
3akoHoM PecnyOnuku Kaszaxcran «O0 o0pazoBaHum», JOKYMEHTaMHM IO OMOIMOTEYHOMY Jelny U
IpYrUMH HOPMATHBHBIMH akTamMu MmuHHCTepcTBa 0Opa3oBaHusi u Hayku Pecryonmkm Kazaxcraw,
Y4eOHBIMHY IIJIAHAMH H [TPOTPAMMaMU OpraHU3aIMi 00pa30BaHuUs M HACTOSIIAM TIOJ0KEHUEM.

1.3. Opranuzanus puHAHCUPYET ACSITEIBHOCTh OUOIMOTEKH U OCYIIECTBIISIET KOHTPOJIBL 32 €€ paboToi B
COOTBETCTBUH C JACHUCTBYIOIINM 3aKOHOIATEIILCTBOM.

1.4. Tlopsimok poctyma K (oHIAM, TepedeHb OCHOBHBIX YCIYr M YCJIOBHS WX NPEAOCTaBICHUS
OTIPENIETISIOTCS MPABMIIAMH TTOJIH30BaHUS OUOITHMOTEKOM.

2. OCHOBHBIE 3AJTAYHA

2.1.  TlosHOE M omepaTHBHOE OMOIUOTEYHOE U HHPOPMAIIMOHHO-ONOIHoTpadndeckoe 00CTy)KUBaHUE

CTYJIEHTOB, NPENOJABaTeNeH, COTPYAHUKOB W JPYrUX KaTErOpud YuTarenei OnOIMOTEKH,
YCTQHOBJICHHBIX B TIPaBHUJIaX TMOJb30BAHUSA OMOIHOTEKON KOJUIeIKa, B COOTBETCTBUH C
MH(OPMALMOHHBIMU OTPEOHOCTSIMU YNTATENIEH.

2.2. ®opmupoBanue OubaMOoTEyHOro (OHIA B COOTBETCTBUU C MpOQHIEM KOJUIEIKa,

00pa3zoBaTeIbHBIMU TTPOPECCHOHAIBHBIMUA TIPOTpaMMaMid W WH(GOPMAIMOHHBIMH  TIOTPEOHOCTIIMHU
YUTATENEH.

2.3. Opranu3anus U BeIeHUEe CIIPaBOYHO-OMOIMOrpaduIeckoro  ammapara B aBTOMaTH3UPOBAHHOM U
TPaJMLIMOHHOM pEXKUMaX.

24, Yyactue B BOCIUTATENBHONM M T'YMaHUTApHO-IPOCBETHTEILCKON NEATEIbHOCTH KOJUIEeKa,
dhopMupoBaHUE Y OO0YYAIOIIMXCS COIMAIBHO HEOOXOJMMBIX 3HAHUM M HABBIKOB, MPO(EeCCHOHATBHBIX
HMHTEPECOB, Mponaralja KyJIbTYpPHOIO HACIEIusI.

2.5. ®opmupoBaHue OMOIHOTEYHO-HHPOPMAIIMOHHON KYJIbTYpPbhI, OOy4E€HHUE YUTATEIICH COBPEMEHHBIM
MeTo/1aM noucka u 0Tdopa HeoOxoauMon nHdopMmaruu. [IpuBUTHE HABBIKOB MOJIB30BAHUS KHUTOM.

2.6. CoBepiieHCcTBOBaHHE pabOThl OMOIMOTEKHM HA OCHOBE BHEAPEHUS COBPEMEHHBIX TEXHOJIOTHHA M
KOMITbIOTEpU3aluU OUOINOTEeUHO-NH(POPMAITMOHHBIX IIPOLIECCOB.

2.7. ®opMUpOBaHHME YUTATEIBCKOIO aKTHUBAa M3 4YKcla Haubosiee akTUBHBIX yuTareneil. Co3maHue
HEOOXOIUMBIX YCIOBUN AJIi OpraHU3alMid MEXIMYHOCTHOTO U KYJIbTYPHOTO OOIIEHUS 00ydaeMbIX.
[IpoBenenne TeMaTUYECKUX BEUEPOB, YCTHBIX KYPHAIIOB U IPYTHX MEPOMPHUITUHA.

3. OCHOBHBIE ®YHKIIUN

3.1 bubnuortexka Bbicmiero koiemka wuM. M. JymabaeBa opranuzyer nuddepeHIrpoBaHHOE
oOciykKMBaHUE YHUTATEJICH B YUTAJIBHOM 3ajie U Ha a0OHEMEHTE M0 YCTAaHOBJICHHBIM IpaBUIIAM
MOJIb30BaHUsI OMOJIMOTEKON KOJUlepKa, TPUMEHSS METOJbl HWHAWBHUYyaTbHOTO U TPYIIIOBOTO
o0CITy>)KUBaHUS.

3.2 becruiatHO oOecrieynBaeT YuTaTeNeld OCHOBHBIMU OMOTMOTEYHBIMU YCIYraMHu:

- TIPEIOCTAaBIIAET MOJHYIO HH(OPMALIHIO O COCTaBe OMOMMOTEYHOTO (DOH/IA YePE3 CUCTEMY KAaTaJIOTOB,
KapTOTEK U C UCTIOIB30BaHUEM IPYTHX (HOopM OUOITMOTEYHOTO MH()OPMUPOBAHHUS,

- OKa3bIBaeT KOHCYJIHTATUBHYIO MIOMOIIb B MTOMCKE M BHIOOPE JIUTEPATYPHI;

- BBIJIa€T BO BPEMEHHOE MM0JIb30BaHUE TIeUaTHbIC N3JaHUS U IPYTHE TOKYMEHTHI U3 OMOINOTEYHOTO
donna;

- MONy4aeT U3 IpYrux OUONMMOTEK U3IaHusl, OTCYTCTBYIOIINE B JOH/IE;

- BBHINIONHSIET TEMaTUYECKWE, aJpecHble W JApyrue Oubnmorpaduueckue CIpaBKHU, COCTABIAET IIO
3ampocaM CHOUCKU JINTEPaTyphbl, MPOBOAUT Oubinorpaduueckue 0030pbI, OPraHU3yeT KHUIKHBIC
BBICTaBKHU.



3.3. Pacumpser accopTUMEHT OMOIMOTEUHBIX YCIYT, MOBBIIIAET UX KAYECTBO HA OCHOBE TEXHUYECKOTO
OCHAIIECHUS! OMOIMOTEKH, KOMITbIOTEpH3aMK HH(POPMAIMOHHBIX MpoiieccoB. IIpeacTaBnser ynutarensim
JIOTIOJIHUTENbHBIEC IUIATHBIE YCIYTHM, KOTOPbIE MOYKET OKa3blBaTh 0Oe€3 yiiepOa [uisi CBOEH OCHOBHOM
neaTenbHOCTH. [IpelicKypaHT TUIaTHBIX YCIYT JOJDKEH OBITh YTBEPIKICH JUPEKTOPOM OPraHU3aLUH.

3.4. OGecrieunBaeT KOMIUIEKTOBaHHE (OHJA B COOTBETCTBHM C NMpPOQHIEM OpraHu3aluy, y4eOHbIMU
IUTaHaMu U o0pa3oBaTesbHBIMU MporpamMmamMu. lIpuoOperaer y4eOHYIO, HAy4YHYIO, MEPUOAUYECKYIO,
CIPaBOYHYIO, XY/I0KECTBEHHYIO JINTEPATypy M JApyrue BHUJbl n3naHui. CaMOCTOSTENbHO ONIPENEIISeT
MCTOYHHUKH KOMIUIEKTOBaHUS (DOHJIOB.

3.5. WM3yuaer cTemneHb YAOBIETBOPEHHUS UUTATEICKOIO COpOca C LENbI0 KOPPEKTHUPOBKU
KOMIUIEKTOBAHUSI M MPUBHICHHUS COCTaBa W TEMAaTHKH (POHIA B COOTBETCTBUU C MH(POPMAIUOHHBIMHU
NOTPEOHOCTAMHU YMTaTeNel. AHaIM3UpPyeT OOECIEYEHHOCTh CTYIACHTOB YYeOHHMKAMH M Y4COHBIMHU
MOCOOUSMHU.

3.6. OcyIiecTBISIET y4YET, pa3MeIleHne U MPOBEpKY (oHIa, 00ECTIEUNBACT €ro COXPAHHOCTh U PEXKUM
XpaHEeHUS.

3.7. Uckmouaet autepaTypy U3 (oHAa B COOTBETCTBUM C HOPMATUBHBIMU akTamu. [IpousBoaut otbop
HeNnpOo(UIBHBIX U TyONEeTHBIX U3JIaHUI, OPraHU3yeT UX IPOJaKy B YCTAaHOBJIEHHOM IMOPSJIKE.

3.8. Bener cucreMy OMOIMOTEUHBIX KaTajioOroB M KapTOTEK HA TPATUIUOHHBIX W MAIIMHOYMTAEMBIX
HOCHTEJISIX C LIEIbI0 MHOTOACIIEKTHOTO OMOInorpaguueckoro pacKpbITust GOHJIOB.

3.9. YuactByeT B CO3/IaHMM CBOJIHBIX KaTaJlOrOB PErMOHA, B TOM YHUCJIE AJIEKTPOHHBIX , MO3BOJISIONINX
OTIEPaTUBHO MPEIOCTABIISITh YUTATEISAM PA3JINYHbIE YCIYTH B ABTOMAaTU3UPOBAHHOM PEXUME.

3.10. IIpuHuMaeT yyacTHe B peajau3alliy IpOorpaMMbl BOCIUTATENIBHON pabOThl KOJUIEIkKa, UCIIONIb3Ys
pasnuuHble GOPMBI U METOIbI MHAUBUAYAIEHON U MacCOBOM paboThI.

3.11. Opranusyer isi CTyICHTOB (yJaIluXcs) 3aHATHS TI0 OCHOBaM OUOIMOTEUYHO-OMOIMOTpaPUIECKUX
3HaHui. [IpuBHBaeT HaBbIKK NOKMCKAa MH(OPMALIUY U €€ IPUMEHEHHSI B yueOHOM Ipoliecce.

3.12. BHeapsieT nepenoByr0 OMOINOTEYHYIO TEXHOJIOTHIO, TIPOBOAUT COIMMOJIOTHICCKUE UCCIIEIOBAHUS C
L[EJIbIO TIOBBIIICHHSI KaueCTBa pabOThl OMOIMOTEKN U U3YUEHUS YUTATEIbCKUX UHTEPECOB.

3.13. IlpuarMaeT ygactre B CUCTEME TIOBBIICHUS KBATH(UKAIIMK OMOITMOTEUHBIX pAOOTHUKOB.

3.14. KoopauHupyeT paboOTy C MNpPEeaMETHBIMH KOMHUCCHSIMH K OOIIECTBEHHBIMH OpPraHU3aIMsIMU
kojuiemka. [IpuanMaer ydactue B paboTe METOAMYECKHX OOBbEIMHEHWH pernoHa. B3ammomencTByer ¢
OMOIMOTEKaMH PETHOHA U YUPEKACHUSAMHU POJACTBEHHOTO PO (HUIIS.

4. YIIPABJIEHUE U OPTAHU3ALIUA JEATEJIBHOCTHU

4.1. PyKoBOACTBO OMOJMOTEKON OCYIIECTBIISICT 3aBEAYIOIIHNMI, KOTOPBIHA MOAUYUHSICTCS PYKOBOJIUTEIIO U
OpraHMu3aIii U MOKET SBJISATHCS YICHOM MEAaroruueckoro coBeTa KoJjulemKa.

3aBeayIonnil HeceT OTBETCTBEHHOCTH 3@ BHIMIOJIHEHHUE BO3JIOKEHHBIX HA OUOINOTEKY 3a/1a4 U QYHKIIHA,
OTIpEeJIeNIEHHBIX JO0PKHOCTHOM MHCTPYKLIMEH, 32 COCTOSIHUE TEXHUKU OE30MacHOCTH, OXpaHy Tpylda U
MIPOM3BOJICTBEHHOW CaHUTApUU; JAaeT PaACHOpSIKEHHE U yKa3aHus, o0s3aTeNbHbIC ISl COTPYIHUKOB
OMOIMOTEKH, U OCYIIECTBIISIET MPOBEPKY UX UCTIOTHEHUS.

4.2. PaboTHNKN OMOIHOTEKN HA3HAYAIOTCS HA JOJDKHOCTb, IEPEBOIATCS U

OCBOOOKIAIOTCS OT JOJDKHOCTH PYKOBOIMTENEM OpraHU3alliy [0 MPEICTaBICHHUIO 3aBEAYIOIIETO
OUOIMOTEKOM.

4.3. Pexxum paboThl OMOIMOTEKH YCTaHABIMBAETCS AUPEKTOPOM OPraHU3allid B COOTBETCTBUH C
TPYJIOBBIM 3aKOHOJATEIHCTBOM U MIPABUIIAMHU BHYTPEHHETO PACHIOPSIKA.

OnuH pa3 B Mecs1] 6MOIMOoTeKa IPOBOIUT CAaHUTAPHYIO 00paboTKy nmomerieHuil u gounna. B 3ToT neHp
O6ubnmoTeka yuTaTeneil He 00CTyKUBAeT.

4.4. Pacxonmel Ha cojepkaHue OUOTUOTEKH MpeaycMaTpUBAIOTCS B OOIIEH cMeTe pPacxoa0B
npennpusaTus. PykoBoAcTBO oOecreunBaeT rapaHTUPOBaHHOE (UHAHCHPOBAHHE KOMILIEKTOBAHHUS,
npuoOpeTreHuss 00OpPYIOBaHUS  AIIEKTPOHHO-BBIUMCIUTENFHON U KOMUPOBAIHHO-MHOKUTEIHHOU
TEXHUKH; oOecreuynBaer OMOMMOTEKY HEOOXOAMMBIMH  TOMEIIEHUSIMH B  COOTBETCTBHU C
JEHCTBYIONTUMHU HOPMATUBAMHU.

4.5. bubnuoTeka BeeT JOKYMEHTAIUIO U y4eT CBOeH paboThI, MPECTaBIIsAET OTYETHI U TUIaHBI PAOOTHI B
YCTaHOBJIEHHOM HOPSJKE.

4.6. 3a akTHBHYIO PabOTy COTPYIHUKH OMOTMOTEKH MOTYT TPEIOCTABIATHCA K HArpaaam, 3HaKam
OTIINYHSL, IPETYCMOTPEHHBIX I pAOOTHUKOB 00pa30BaHUS U KYIbTYPHI



