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)IOJDKHDCTHEIH HHCTPYKIHHA

ey TWA. AN ¢ ;P’
e (Y el
aIMHHHMCTPATOPA 110 BEJIeHHIO YIEKTPOHHOI0 Ky pHAHNA

MBOY «COLI Ne7 r. ¥Ypye-Mapran»

1. Obmue nmo.1o:xeHHs

1.1.  Hacrosiuas no/KHOCTHAS HHCTPYKIUS pazpaboTaHa B COOTBETCTBHHU ¢ Tpya0BbIM
KoznexcoM P® W npyruMH HOpPMATHBHBIMH aKTaMH, PEryJTHPYIOUIUMH TPYIOBbIE OTHOIIEHHS
Mex1y paborHukoM u pabotoparenem, YcraoM MBOY «COIII Ne 7 r. Ypyc-Maprtan»,
Ilonoxenuem o6 anextponHoM xypHasie MBOY «COIII Ne 7 r. Ypyc-Mapran».

1.2,  OOs3aHHOCTH aJIMHHHUCTPATOpa MO BEACHHIO 3JIEKTPOHHOrO KypHata (najiee —
AnMmuHHCTpaTop) Bo3nararoTces JlupektopoMm oOpa3oBarenbHoM opranusanuu. Ha mnepmon
OTIIyCKa H BPEMEHHOH HETpyIOCHOCOOHOCTH AIMHHHCTPATOpa €ro 00S3aHHOCTH MOTYT OBITh
BO3JIO’KEHBI HAa 3aMECTHTENS IUPEKTOpa WM yuuTened u3 uucia 0ojee ONBITHBIX IENaroros.
BpemenHoe ucmonHeHHe 0O0f3aHHOCTEH B ITHX CIydasX OCYIIECTBISeTCS HAa OCHOBaHHH
npukasza [[upexropa, U31aHHOIO ¢ cOOIIOIeHHeM TpeOOBaHHEM 3aKOHOIATENBLCTBA O TPYIE.

1.3. AIMHHHCTPATOp A0/KeH 3HATD:

- [IOCTAHOBJIEHUS, PACIOPSKEHUS, IPHKA3bl, PYKOBOISIINE U HOPMATHBHBIE JOKYMEHTHI
BBIIECTOSINUX M JPYIHX OpraHOB, KAacalolIUXCs 3allOHEHHsS W BEIEHUS JIIEKTPOHHOIO
’KypHaia;

- IPaBUJIa BHYTPEHHET0 TPYIOBOIO PACHOPSIIKA;

- 3aKOHOJATeIhCTBO O Tpyde H oXpaHe Tpyda P®, o mepcoHATBHBIX JaHHBIX, 00
HHPOpMAIMH, HHPOPMAITHOHHEIX TEXHOJIOTHAX M O 3alllHTe HHPOpPMAaIHH;

- TpaBuja M HOPMBI OXpaHbl Tpylda, TEXHHKH Oe30M1acCHOCTH, MPOH3BOJICTBEHHOH
CaHUTAPHH.

2. Jlo/kHOCTHBIE 003aHHOCTH
2. AnMunHcTpatop npH paboTe ¢ SIeKTPOHHBIM SKYPHAIIOM BHITIONHSET CIETyIOIIHE
JOJDKHOCTHBIE 005S3aHHOCTH:
2.1. AIMHUHHCTPATOpP OTBEYAeT H oOecleyrnBaeT BBO HHMOPMAIIHH B CHCTEMY.
2.2. Bener CIHCKH COTPYIHHKOB, YYalIHXCs IOKOMBI, POJCTBEHHHKOB H IMOIIEPKHBAET
HX B aKTyaJIbHOM COCTOSIHHH Ha OCHOBAaHHH IIPHUKA30B.




2.3. Cocrapisier ofllee paclHcaHWe YPOKOB Kiacca Ha y4eOHBIH IepHoJ (6e3 yuera
3aMeH yddTernei mo 00JIe3HH).

2.4. Co3jaeT OTYET O AKTHBHOCTH IIOJB30BAaTENCH MpH paboTe C OMEKTPOHHBIM
KypHAJIOM OJIMH pa3 B MeCsLl.

2.5. B Hauane KaKIOro y4eGHOTO MEepHO/d, COBMECTHO C aIMMHMCTPAlHEH MPOBOIHUT
paszesieHHe Kiaacca Ha [OIrPYTIIbL.

2.6. OcymmecTBisieT 3aKphITHE y4eOHOro roja, Hayajo HOBOIO y4eOHOro roma M
3IeKTPOHHBIH IEPEBOT yUAIMXCs 13 KIIacca B KJIAcC Mo NpuKasy Jlupexropa.

2.7. Ocymectsnser HHGOPMHUPOBAHKE yUHTENeH, 00yUeHue 1o paboTe ¢ cHCTEMOH, a
TaKKe OKa3bIBAeT KOHCYJIGTATHBHYIO IOMOIIE B Cly4ae BO3HMKHOBEHHS HCIIOIANOK B pabote
3NIEKTPOHHOTO XypHaa.

2.8. OcylecTBISIET pe3epBHOE KOMUpoBaHue Oasbl NEKTPOHHOTO XXypHajla Ha BHEIIHHC
HOcHTeTH HH(OpMaIHK He pexe 1 pa3a B JIBe HENEIH.

2.9. Tlpu BO3HMKHOBEHHH HENONaJOK B pabore cepsepa aIMHHHUCTPATOp ONEPATHBHO
CBSI3BIBAETCA C AIMUHHUCTPATOPOM CaifTa [T PEleHHs BOSHHKAIOUAX IPoOIeM.

JIOTIOMHHTENBHO:

CoBMecTHO ¢ pa3paboTUYMKAMHM DIEKTPOHHOIO XKypHana H agvuHHCcTpanuer IIKoJIbI
obecreunBaeT BBIIOTHEHHE TPEOOBaHHIA:

- 110 3amuTe HHPOPMAIIMH OT HECAHKIIMOHHPOBAHHOTO JOCTYIIA;
- 10 COXPaHHOCTH HH()OPMAIIHH;
- 1o uHGOPMAITHOHHOMY OOMEHY.

3. AAMHHHCTPATOP HMEET NPABO

3.1. AIMHHHCTPATOP 3JeKTPOHHOIO ’KypHaJa HMEET JOCTYNl KO BCEM CTpaHHIaM
3MeKTPOHHOTO JKypHaIa HCXOJLA 3 CIEAYIOWHMX QYHKIHOHANBHBIX BO3MOJKHOCTEH:

a) Hecer OTBETCTBEHHOCTb 3a (QYHKUMOHHPOBaHHE UH()OPMAIIMOHHOH CHCTEMBI TIO
BE[ICHHIO 3IEKTPOHHBIX JKYPHAIOB, 4 TaK JK€ pPE3ePBHOE KONMPOBAHWE NAHHBIX H HX
BOCCTAHOBIIEHHE B JOCTOBEPHOM COCTOSIHHH B CITy4ae HEOOXOMMMOCTH:

e HACTpaMBaeT CHCTEMHbIE apaMeTpPhI 3JIEKTPOHHOTO JKypHaa;

e BBOIMT (CO3JA€T M PEAKTUPYET) YUETHBIE 3aIUCH [OJTb30BaTEIEH;

e penakTHpyeT NpOQHIHK MOJIb30BaTENeH IPH HEOOXOMMOCTH;

e HACTpPAMBAET IIPaBa JAOCTYIA Y PA3HBIX [I0JB30BATENCH;

o eXeHeNeTbHO OCYLIECTBIISET Pe3epBHOE KOMMPOBAHHE JAHHBIX JJIEKTPOHHOIO XKypHAjla

Ha JBYX BHEITHHX HOCHTENSIX H BOCCTAHABIMBACT HX (IpH HEOOXOIUMOCTH);

¢  ©XKEMECSYHO APXHBHPYET JAHHBIE MEKTPOHHOTO XypHala Ha IByX BHCLIHMX HOCHTEIIAX,
e OCYIICCTBIIAET HMIIOPT U SKCIOPT JAHHBIX MEXIY 3JICKTPOHHBIM JKypHAIOM H BHEIIHEH

HH(GOPMALIHOHHON CHCTEMO, HCTIONB3YeMOH B oOpa3oBaTeIbHOM OpraHu3aIyH;

e dopmupyeT HeoOXOIMMBIE OTYETH B OJIEKTPOHHOM JKypHane M BBIBOAMT HX B
3MEKTPOHHOM H TI€YaTHOM BHJE 110 TPOckOe noib3oBaTene.

6) OpraHu3yeT TOCTOSHHO ACHCTBYIOIMH NyHKT st 00y4CHHS paboTte ¢ 3NEKTPOHHBIM
JKyPHAIIOM yuHTeneil, KIaCCHBIX PYKOBOIMTENEH H POMHTE el B COOTBETCTBHH C rpadHKoM, T10
Mepe HeOOXOAHUMOCTH.

B) OcymecTBisieT 3aKpeITHE Y4eOHOrO roja, Hayajlo HOBOTO ygeOHOrO roja H
3JIEKTPOHHBIH [IEPEeBO/I YYAIIMXCs M3 Kylacca B K/Iace Mo MpHKasy JUPEeKTopa.




r) OcymecTBIseT 3aKpeITHE [OCTYNa K TMPEAMETHBIM CTpaHHUaM 3JIEKTPOHHOT O
KypHana.

- IIPOM3BOIUT HACTPOHKY CHCTEMHBIX I1APAMETPOB HJIEKTPOHHOIO XypHala, B TOM qHciie
[OJKTIOYEHME WIIH HMMIOPT BHELIHHX MACCHBOB [aHHBIX, SKCIOPT BHYTPCHHHX MacCHBOB
NAHHBX (CIMCOYHBIE COCTABBI MOb30BATEleH, MEIarorHiecKux pabGOTHUKOB, O0YYarOLIHXCH,
IpeIMETOB H T.J.);

- BeJIeT (CO3aeT ¥ PEIAKTHPYET) yYCTHBIC 3alHCH TOJIb30BATENIEH,

- penaKTHpyeT IPOGHIM MOJb30BaTeNeH;

- OCYIIECTBIISCT aJMHHHCTPHPOBAHHE CHCTEMBI B HacTH 0a30BEIX HACTPOEK OCHOBHBIX
paszienoB, XapakTepU3yIOIHX o0pa3oBaTeNbHBIA MpoLecce.

4, OTBEeTCTBEHHOCTH

4.1. AAMHUHHCTPATOP HECET OTBETCTBEHHOCTD!
- 33 HeMCTIO/HEHHE HITH HeHaJUTeKalee HCMOJTHEHHe CBOHX 00S3aHHOCTEH, IPEyCMOTPCHHBIX
HACTOSIIIIEH JOKHOCTHOM HHCTPYKIMEH, B IIpe/ie/aX, yCTAHOBICHHBIX ICHCTBYIOIHM
TPY/IOBBIM 3aKOHOIATENLCTBOM PoccuiickoH @eaepallii;
- 3a TIpaBOHAPYIIEHHS, COBEPIICHHLIC B TIpoLiecce CBO€I1 IeATeNBHOCTH, B Mpeaenax,
YCTAHOBJIEHHBIX JCHCTBYIONIMM aIMUHHCTPATHBHBIM, YTOJIOBHBIM H TPXIAHCKAM
3aKoHOJaTenscTBOM Poccuiickoi Penepann.




