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JL0J17KHOCTHAS. HHCTPYKIMS CeKpeTaps

1. O0ue MoJI0KEeHUSA

1.1. Hacrosimas qofbkHOCTHAasE WHCTpyKuus cekperaps B MAOY COII
Nel02 pazpabotana B cootBerctBuM C [Ipodeccuonansubim  crangaprom  07.002
«CrenuanucT 1O OpPraHu3allMOHHOMY M JIOKYMEHTAallMOHHOMY  OOECIEUYEHHIO
yIOpaBJIEHUsS OPTaHU3alMeil», YTBEPKICHHBIM IpUKa3oM MUHHCTEpCTBA Tpyda H
conpaibHOM 3amuThl Poccuiickoit ®deneparuu Ne333n ot 15 urons 2020 roxaa, ¢
yuerom DepnepanbHoro 3akoHa «O0 obOpazoBanuu B Poccuiickoit deneparuu» oT
29.12.2012r Ne273-®3 ¢ msmenenusimu ot 4 amrycra 2023 roma; CII 2.4.3648-20
«CaHUTapHO-IMUIEMUOJIOTHYECKUE TPeOOBaHUS K OpraHu3alusM BOCHUTAHUS W
00y4eHUsI, OTIbIXa U O3JIOPOBJICHUS JETEH»; a TaKK€ B COOTBETCTBUM C TpPyAOBBIM
konekcoM Poccuiickont denepanyu, YCTaBOM M APYTMMH HOPMATHMBHBIMH aKTaMH,
PEeryJUPYIOIUMH TPYIOBbIE OTHOLICHUS MEXy paOOTHUKOM U pabOTOAaTENIEM.

1.2. [JlaHHasg [AOKHOCTHAs MHCTPYKUMS MO MpodCTaHaapTy OIpeAesiseT
nepeyeHb TPYAOBBIX (PYHKIUN U 00A3aHHOCTEN CEKpeTaps AUPEKTOpa IIKOJIbI, a TAKXKE
€ro IpaBa, OTBETCTBEHHOCTb M B3aMMOOTHOILIEHHSI MO JOJKHOCTH B KOJUICKTHBE
00pa3oBaTeIbHON OpraHU3aIliH.

1.3. Cekperapp Ha3HayaeTCsl M OCBOOOXJIAETCS OT JOJDKHOCTH IPHUKA30M
TupeKTopa o0meo0pa3oBaTebHON OpraHW3allid B TOPSJIKE, YCTAaHOBJICHHOM
TpynoBeiMm koxekcom Poccuiickorn @Penepanii U TPYAOBBIM  JIOTOBOPOM Cc
pabOTHUKOM.

1.4. Ha Bpemsi oTmycka W BpPEMEHHOM HETPYIOCHOCOOHOCTH CEKpeTapsl €ro
00sI3aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JEJIONPOUZBOAUTENS WU JIPYroro
COTpyJIHUKA  00mieoOpa3oBaTeIbHON  OpraHu3aluu. BpemMeHHOe  HCMHOJIHEHHE
00s13aHHOCTEM B JAHHBIX CIIy4dasX OCYIIECTBJISETCS COTJACHO MPHUKa3y AUPEKTOpa,
U3IaHHOTO C coOmojeHnemM TpeOoBanuii  TpymoBoro kojekca Poccuiickoit

denepauum.
1.5. Ha nomKHOCTB cekpeTapsi IPUHUMAETCS JIUIIO:
- WMEIoNee  BEHICIIEE  OOpa3oBaHWe -  OakajaBpuar WM  CpeIHEee

npodeccHoHaTbHOE 00pa30BaHUE M0 MPOTPAMME MOATOTOBKU CHEIHAINCTOB CPEIHETO
3BEHA, JIOMOJIHUTEILHOE MPOoheCcCHOHATBHOE 00pa30BaHUE;



-~ C  ONBITOM  BBIIOJHEHUS  pabOT MO  OpPraHU3alMOHHOMY |
JOKYMEHTAallMOHHOMY OOECHEUYEHHUIO [JEeSATEIbHOCTH PYKOBOJUTENS IPU CPEIHEM
npo¢ecCuOHATBLHOM 00pa30BaHUU HE MEHEE JIBYX JIET;

~ COOTBETCTBYIOLIEE TpeOOBaHUSM, KacaroluMCs POXOXKIECHUS
IpEeIBAPUTENBHOrO (IPU MOCTYIUIEHUU Ha PadOTy) U MEPUOANYECKUX METULIMHCKUX
OCMOTPOB, BHEOUEPEAHBIX MEIULUHCKUX OCMOTPOB IO HAIIPaBJICHUIO paboToAaTens,
npo(ecCHOHANBPHON TUTHEHUYECKOM MOArOTOBKM W aTTecTauud (IpU TMpueMe Ha
paboty u manee He peke | paza B 2 roga), BakIIMHAIIMH, a TAKKE UMEIOIIEE JTUIHYIO
MEIUIMHCKYI0O KHIWKKY C pe3yibTaTaMd MEIUUMHCKUX  OO0CIEeOBaHUUA U
7ab0paTOpHBIX ~ HCCIEAOBAHMUN, CBENECHUAMU O TPUBUBKAX, TEPEHECEHHBIX
MH(EKIMOHHBIX 3a00JIEBaHUAX, O MPOXOKACHUN NMPOPECCUOHATBHON THTHEHUYECKON
MOJITOTOBKU U aTTECTAIlMU C IOMMYCKOM K paboTe;

- HE MMEIoUIee OrpaHUYCHUI Ha 3aHIATHE TPYIOBOM AESITENBHOCTBIO B cdepe
oOpa3oBaHMsl, U3N0KEHHbIX B cTaTbe 351.1 «OrpaHuueHus Ha 3aHATHE TPYIAOBOH
JEsITeNIbHOCTBIO B cpepe 00pa30BaHUs, BOCIIUTAHUS, PA3BUTUSI HECOBEPILICHHOJIETHHX,
OpraHM3alM UX OTJbIXA U O3I0POBJICHUSI, MEIULIMHCKOIO O0EeCIeueHus!, COLMAIbHOM
3alUTBl U COLMAIBHOIO OOCIyXHMBaHUs, B c(epe IeTCKO-IOHOILIECKOTo CIopTa,
KyJIbTYphl M HMCKYCCTBA C YYaCTHEM HECOBEPIIECHHOJIETHHX» TpyaoOBOro Kojaekca
Pocculickon ®@enepanumu.

1.6. Cexperapb HEIOCPEIACTBEHHO OAYHUHSETCA TUPEKTOPY
0011e00pa30BaTeNbHON OpraHU3aluu.

1.7. B cBO€l IEATENBHOCTH CEKPETAPh IIKOJIBI PYKOBOACTBYETCS JOJKHOCTHOU
MHCTPYKIMEHN, COCTABJIEHHON B COOTBETCTBUU ¢ mpodcrangaproM, KoHcTuTyuuei u
3akoHamu  Poccuiickon ~ ®enepaunnn, ykazamu  [Ipe3upeHTta,  pemieHUsAMH
[IpaButenscTBa Poccuiickoit denepanu U OpraHoB yIpaBieHUs 0Opa30BaHUs BCEX
YpPOBHEW IO BOIpOCAM, KAaCaOMIMMCS €ro TPYIOBOM AEATENbHOCTH, TPYAOBBIM
JIOTOBOPOM MEKIY paOOTHUKOM U pyKoBoauTeneM. Takxke, cekpeTapb IHWpEKTopa
PYKOBOJICTBYETCS:

- QJIMHMHHUCTPAaTHBHBIM, TPYAOBBIM M XO3AWCTBEHHBIM 3aKOHOJATEIbCTBOM
Poccuiickon ®enepanuu;

- CIT 2.4.3648-20 «CaHUTapHO-3MIUAEMHUOJIOTHYECKHE  TpeOOBaHUS K
OpraHM3alysM BOCHUTaHUS M OOYYEHHs, OTIAbIXa M O3JOPOBIICHUS JeTed W
MOJIOACKI;

- OepnepanbHbiM  3akoHOM «OO0 o0pazoBanuu B Poccuiickoit dexneparmy
Ne273-D3;

~ TIOCTAHOBJICHUSIMU, PACHIOPSKEHUSIMH, MPUKA3aMU U UHBIMU PYKOBOASIIIMMHU
Y HOPMATHUBHBIMU JOKYMEHTaMH, OTHOCSIIUMUCS K BEICHHIO JIeJIONPOU3BOJICTBA;

- CTaHAapTaMu YHUPULIUPOBAHHOM CUCTEMBI OpraHu3alMOHHO-
pacnopsIMTEeNTbHON TOKYMEHTALUK;

- mpaBwiamu opdorpaduu U MyHKTyaIUu;

~ TpaBUJiIaMH pabOThl HA KOMIBIOTEPE U UHOW OPTTEXHUKU;

- MOpaBWIAMH M HOPMAMHM OXpaHbl TpyAa, NPOU3BOJICTBEHHOW CAHUTAPUU H
MoKapHOH 0€30MaCHOCTH;

- KonBeHnmueii o mpaBax peOeHKa;

- YcTaBoM W JIOKaJbHBIMU aKTaMH, B TOM uwuciie [IpaBuinamu BHYTpEHHErO
TPYAOBOI'O PACMIOPSJIKA, IPUKA3aMU U PACIOPSIKEHUSIMH TUPEKTOPA IIKOJIbL;

~ MHCTPYKLMEN [0 OXpaHe Tpya CEKpeTapsl MIKOJIBL.



1.8. CekpeTaphb 10KEH 3HATH:

— BHUJbI JOKYMEHTOB, X Ha3HAUYEHHUE;

~ BHUJBI HOMEHKJIATyp, 001111e TpeOOBaHMS K HOMEHKJIAType Al

~ TpaMMaTHUYECKHE MPaBUJIA PYCCKOTO S3bIKA;

~ JIEUCTBYIOIIME TIPABOBBIE AKThl, HOPMATHUBHO-METOJMYECKHE JOKYMEHTHI,
roCyJapCTBEHHBbIE CTAHIAPTHI, OMNPEACISIONIME TMOPSAIOK JAOKYMEHTAIIMOHHOIO
oOecrieueHust yIpaBJIeHHUS,

~ JIETTIOBOU MPOTOKOJT,

~ MHCTPYKIHMH TO JEJONPOU3BOACTBY U JPYTHM JIOKaJbHBIM HOPMATHUBHBIM
aKkTaM, YCTaHaBJIMBAIOIINM MOPSIOK peaTn3allui YIPaBICHYECKUX MPOLETYP;

~ HMCTOYHUKH YIpPaBIEHYECKONU NH(OpMALIUH;

~ KiIaccu(uKauio ynpaBlieHYecKo WH(GOpPMaIMU, BHUJBI yIPaBICHUYECKON
uH(popmanuy;

~ KOMIUJIEKC OpraHU3allMOHHO-TEXHUYECKUX MEPONPUSATUN IO MOArOTOBKE U
IPOBEACHHUIO COBELIAHUH U IEPETOBOPOB;

~ METOAMKY 0TOOpa HCTOYHUKOB MH(POpPMAIH;

~ MeToAbl 00paboTKM  HMHpOpMAMM C NPUMEHEHHMEM  COBPEMEHHBIX
TEXHUYECKUX CPEACTB KOMMYHHUKAIIMI U CBSI3U, BBIYUCIUTEIBHON TEXHUKH;

~ HOpPMAaTHBHBIE IPaBOBBIE AaKThl, HOPMATUBHO-METOJUYECKHE JOKYMEHTHI,
rOCy/IapCTBEHHBIC CTAHAAPTHI, OMPEACNAIOINE TOPSAOK JOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBieHUs;

- o0ume TpeOOBaHMS K CpPOKaM HCIOIHEHHUS JOKYMEHTOB U KOHTPOJIbHBIM
GYHKIUSAM CITY>KObI TOKYMEHTAITMOHHOTO 00ECIIeUeHUsI;

~ OCHOBBI aJIMUHUCTPATUBHOTO TpaBa H TPYAOBOTO 3aKOHOAATEIHCTBA
Poccuiickon @enepaiuu;

~ OCHOBBI JJOKYMEHTHOW JJMHTBUCTUKH;

~ OCHOBBI NPaBWJIBHOM OpraHU3alMd TpyJa M METOJAbl TOBBIIMIEHUS €ro
3 PEeKTUBHOCTH;

~ OCHOBBI yIIPaBJICHHS BpEMEHEM;

- ocobeHHocTH O(OpMIICHHS TUIAHUPOBIIUKA (HA DJIEKTPOHOM M OyMa)KHOM
HOCUTENSX);

- ocobenHoctu popmupoBaHus 6a3 TaHHBIX B 00pa30BaTEILHOM YUPEKICHUU;

— TOpsimOK OQOpPMIICHHS] JOKYMEHTOB [UIsli KOMAHAMPOBKH W  OTUETHBIX
JOKYMEHTOB 10 KOMaHAUPOBKaM paOOTHHUKOB IITKOJIBI;

— TOPSIIOK PabOTHI C TOKYMEHTaMHU, CXEMBI IOKyMEHTO000pOTa;

~ nopsaaok GopMupoBaHUs U 0HOPMIICHHUS JIET;

- TMpaBWja BEACHHA, IOATOTOBKH H O(OpMIEHUS MPOTOKOJIA W APYTUX
JOKYMEHTOB, CO3/ITaBAEMBIX B TIPOIIECCE MOATOTOBKH COBEIIAHUN TIPH JUPEKTOPE;

~ TpaBuWJja BBIAAYM U HCIIOIH30BAHMS TOKYMEHTOB U3 C(HOPMUPOBAHHBIX JIET;

~ TpaBuJja JIeJI0OBOTO OOIIEHHUS, AEIOBOTO STUKETA;

- TpaBuia JIOKYMEHTAI[MOHHOTO oOecrnieueHus JesITeIbHOCTU
o011e00pa3oBaTeIbHON OpraHU3alliy;

~ TpaBuWJia 3alIUThl KOH(GUICHINATbHON HHDOpMALIUY;

~ TpaBWJia OPraHU3AIMKU KOHTPOJISL UCIIOJHEHUS TOKYMEHTOB U TUIIOBBIE CPOKHU
WCIIOJTHEHUS IOKYMEHTOB;

~ TpaBWJIa OpraHu3aliy MprUeMa MOCETUTENEH B IIKOJIE;



- MpaBuWia TOATOTOBKM U TMepefadd Jejl B apXuB 00pa3oBaTElIbHOMN
OpraHu3alNy;

- TpaBWIA NOAJAEPKAHUA U PA3BUTHS MEKIMYHOCTHBIX OTHOILICHU;

- TpaBWIA NOANMCAHUS U YTBEPKACHUS TOKYMEHTOB;

- mpaBuwia paboOThl C  BXOJAUIMMH, MCXONAIIMMU U  BHYTPEHHUMH
JNOKYMEHTaMU;

- TpaBWJIA PEYEBOr0 ITHKETA;

~ TpaBuJa CEPBUPOBKHU YaMHOTO (KOQPEIHOr0) CTOJNA, MPUTOTOBJICHUS U MOAYU
ropsiYuX HAIHUTKOB,;

- MpaBWIA COTJIACOBAHUSA JOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHELIHETO);

~ MpPaBWIA COCTABJICHUS AHAIUTUYECKHX CIPABOK MO KOHTPOIK HCIOTHEHUS
JOKYMEHTOB;

- MpaBWIA COCTaBJI€HUA M OQOpMIIEHUS HHPOPMALMOHHO-CIPABOYHBIX,
YIPaBICHUYECKHUX JOKYMEHTOB U CIIy>KEOHBIX ITHUCEM;

~ MpaBWja  COCTAaBJIICHHS  OpPraHM3AlMOHHBIX  JOKYMEHTOB  (IIPHKa30B,
MOJIOKEHU I, MHCTPYKITUN );

- NpaBWIA  YCTAHOBJEHUS  KOHTAKTa, MONJEPKAaHUSA U Pa3BUTHUA
MEXJIMYHOCTHBIX OTHOLICHU;

- TpaBWIA XPAHEHUS JIe], IPUKA30B, B TOM YHCJIE JOKYMEHTOB OTPAaHUYEHHOTO
J0CTyNa;

~ TPaBOBBIE OCHOBBI yIpaBiieHHs (OCHOBBI aIMUHUCTPATUBHOIO, TPYIOBOIO H
IpakIaHCKOTO MpaBa);

~ TPUHLMIBI U TPABUIIA JITAHUPOBAHUS padOvero BpeMEHHU;

~ NPUHLMIBIL, CMOCOOBI HHPOPMHUPOBAHUS PAOOTHUKOB 0OpPa30BaTEIBLHOIO
YUPEKICHUS;

~ PYKOBOZSIIMI COCTaB LIKOJIbI U €€ N0Ipa3/IeIeHul;

~ CHUCTEMBI 3JIEKTPOHHOTO IOKYyMEHTOO0O0pOTa;

~ COBpPEMEHHbIE MH(POPMAIIMOHHBIE TEXHOJIOTHUH PadOThI C JOKYMEHTaMH;

~ COCTaB OPTaHMU3AIMOHHON TEXHUKHU, €€ YCTPONUCTBO U MOPSIOK pabOTHI C HEW;

~ cneunduKy OCHOBHOM J1eATeIbHOCTH 00111€00pa3oBaTeIbHON OpraHu3ally;

~ CTaHJapThl U PEKOMEHIAIUH 10 000PYI0BAaHUIO TOMEILEHUS IPUEMHOI;

~ CTPYKTYpY UIKOJIbI, MOPSIOK B3aUMOJEHCTBHUS MOJpa3fesieHud U CIiyxoO,
pacnpeneneHue QyHKIMN MEXY CTPYKTYPHBIMU MOAPA3ACICHUSIMY;

- (¢yHKUMH, 3amayd  oO0IEe00pa30BaTENbHON OpraHU3alluh, €€ CBS3U 110
BEPTUKAIIU U TOPUZOHTAIIN;

~ HamnpaBJICHUs] JIEATEIbHOCTH IIKOJbI M KOMIETEHIMH CTPYKTYpPHBIX
noJipa3/ieJICHUH U TOJKHOCTHBIX JIMII;

~ oOpa3upl moanuced JHI, MUMEIONIMX MPaBO MOJMNUCAHUS U YTBEPKACHUS
JOKYMEHTOB, U OTPAHUYEHUS UX 30H OTBETCTBEHHOCTH;

— TenedOHHbIE KOHTAKTHI IUPEKTOPA MIKOJIBL;

~ TpeboOBaHHUSI OXpaHbl TpPyAd, MPOU3BOJCTBEHHOW CaHUTApUHU, MOXKAPHOH
0e30MacHOCTH;

- TpeOOBaHUsA, MPEABSIBISIEMbIE K JOKYMEHTaM B  COOTBETCTBHHM C
HOPMAaTHBHBIMH AKTaMU U TOCYAAPCTBEHHBIMU CTaHJAPTAMU;

~ TpeboBaHUs, MPEIBIBISIEMbIE K YIIPAaBICHUECKON HHPOpMAIIIH;

~ (opMBbI Ipe10CTaBIICHUS YIIPABICHUECKON HHPOpMALIH;

~ (YHKIMHM CAMOMEHEKMEHTA;



~ 3THUKY JIEJIOBOTO OOIICHUS, STUKET.

1.9. CekpeTaphb 10KEH YMETh:

- aHAJIM3UPOBATH MPUYMHBI HEBBITIOJHEHUS 3a]1aY;

~ BECTM W HCIIOJIb30BaTh B pabore 0a3y MaHHBIX TeNe(OHHBIX KOHTAKTOB
JTUPEKTOPA IKOJIBL;

~ BECTHU CPOKOBYIO KapTOTEKY;

~ BECTHM YYETHBIC PETUCTPAIMOHHBIC (OPMBI, HCIOIB30BaTh WX JUIA
nH(})OPMAITMOHHONW PadOTHI M PaOOTHI IO KOHTPOJIIO UCTIOTHEHUS PEIICHUN U MMPUKA30B
IUpPEKTOpa 00111e00pa3zoBaTeIbHOM OpraHu3alny;

~ BHOCHUTH W OTCJICKMBATh MH(GOPMAIHMIO HA 3JICKTPOHHOM W/WIA OyMa)KHOM
HOCHTETIE;

~ BBIOMpATh ONTHUMAaJbHBIE CHOCOOBI MHGOPMUPOBAaHUSA PAOOTHUKOB IIKOJBI,
oOydJaronmuxcsi W WX POAUTENCH (3aKOHHBIX TIPEJICTABHUTENECH), BBIIICCTOSIINE
OpraHU3alliU O TUTAHUPYEMBIX MEPOTIPUATHUSIX;

~ BBIOUpATh ONTUMABHBIA PUTM PaOOTHI;

~ JIOKYMEHTHUPOBATh pa3Hble 3Tambl MPOUEAYPHl MOATOTOBKHM M IPOBEACHHUS
COBEIIAHUM;

~ HCIOJIb30BaTh COBPEMEHHBIE CpeJCTBa cbopa W 00pabOTKHM KOHTPOJIHHOM
uHbopMaIuy;

- HCHOJIb30BaTh COBPEMEHHBIE TEXHOJIOTUU cOOpa U nepeaayr HHPopMalvy;

— WCTOJIb30BaTh CIPABOYHBIC MPABOBHIE CUCTEMBI,

~ WCTOJIB30BaTh CPEACTBA KOMMYHHUKAIIMM IS TIEpeIadyd  MOPYICHHMA
TUPEKTOPA IITKOJIBL;

~ WCTOJIb30BaTh CPEICTBA KOMMYHHUKAIIMOHHON OPTTEXHUKH IS TIOJYYCHUS H
nepeaadr nHpopmanuu;

~ WCTOJIb30BaTh YCTAaHOBJICHHBIC TIPaBWJIA W TPOLEAYPbl KOMMYHHKAITUU
BHYTpHU 00111€00pa30BaTEeIbHON OpraHU3aIINH;

~ HUCTOJIb30BaTh OGMUCHBIA mMakeT (TEKCTOBBIM pEAaKToOp, IJICKTPOHHBIC
TaOJIMIIBI, TPE3CHTAINH);

- obecrieunBaTh HH(POPMAITMOHHYTO 0€301acHOCTh e TEILHOCTH
o0Opa3oBaTeIbHON OpraHU3allly;

- o0ecreynBaTh KOHPHUICHIIMAIBHOCTH B IPUEMHOM M KAOMHETE TUPEKTOPA;

- o0ecrneunBath padbOTy NPUEMHON JUPEKTOPA BO BPEMS €r0 OTCYTCTBHS;

- o0ecreynBaTh COXPAHHOCTh JIOKYMEHTOB, XpAHSIIUXCSA B TPUEMHON W
KaOWHETEe AUPEKTOPa 00I1e00pa30BaTEeIbHON OpPraHU3alINHY;

~ OKa3bIBaTh IOMOIL AUPEKTOPY IIKOJBl B PACIPEICIICHUH €ro pabouero
BpPEMEHU;

~ OMNpeAcNsITh TPHOPUTETHOCT M OYEPEIHOCTh BBINIOJIHCHHUS padOT W
a3 PeKTUBHO pactpeaeisiTh pabouee BpeMms;

~ OpraHW30BbIBaTh H  O0OECIEeYMBAaTh JIMUYHBIE KOHTAaKThl  JUPEKTOpA
o0pa3oBaTeIbHON OpraHU3alliy;

~ OpraHW30BBIBATH MPOIECC MOATOTOBKM K MPOBEACHUIO COBEIIAHHS IPHU
TTUPEKTOPE;

— OCYHICCTBIISITh KOHTPOJIb MCIIOTHEHUS! TIOPYUYCHHUH JUPEKTOpa PabOTHUKAMHU
IITKOJTBL;

~ OCYHIECTBJISTH 00OpabOTKY U CTPYKTYpPUpPOBaHKE UHPOPMALIUU;

~ OCYHIECTBJISIThH pacleyaThIBAHUE U KCEPOKOTTMPOBAHMUE;



~ OCYHIECTBJISITh NMPOBEPKY TOCTOBEPHOCTH, MOJTHOTHI M HEMPOTHUBOPEUYUBOCTHU
JAHHBIX, UCKITIOUEHUE AyOIMpoBaHUs UHPOPMALIUU;

~ OCYUIECTBJISITH perucTpaluio, HaAKOIJICHUE u nepeaauy,
CUCTEMaTU3UPOBAHHOE XpaHEHHUE U BblIauy uHbopMaluu B Tpedyemoii popme;

~ OCYIIECTBIATH cOOp, 00paboTKy MH(MOpPMaILINK, HEOOXOIUMOMN JIJIs TUPEKTOpa
IIKOJIbI, €€ AaHaJIMu3 B COOTBETCTBUM C TPEOOBAaHUSIMU KpPATKOCTH, YETKOCTH
(GOpMYyITUPOBOK, CBOEBPEMEHHOCTH TMOCTYIUICHHS, TOYHOCTH U JOCTOBEPHOCTH,
ONTUMAaJILHOCTU CUCTEMAaTU3allU1, HEPEPHIBHOCTH cOOpa 1 00paboTKH;

~ OCYIIECTBIISITh CUCTEMATH3AIUIO MTOJTyYaeMbIX U MIepeAaBacMbIX TaHHBIX;

~ 0(hopMIISATE KOMaHAUPOBOYHBIEC JOKYMEHTHI;

~ OLIEHUBATh PE3YIbTATHI B paMKaX MOCTABICHHBIX 33/1a4;

- mepeaaBaTb HMHGPOpPMAIUIO, TOKYMEHTHI U  MaTepHalibl yYaCTHHKAM
COBEILIaHUS TIPU AUPEKTOPE;

- TeYararh U PeAaKTUPOBATH TEKCTHI CIY>KEOHBIX TOKYMEHTOB;

~ TIOJIb30BaThCs NEpUPEPUNHBIMUA YCTPOUCTBAMU U OPTTEXHUKOM;
M0JIb30BAThCSl YHU(PUITUPOBAHHBIMU (POpMaMU JOKYMEHTOB;
MI0JIb30BAThCS AJIEKTPOHHOM MOYTOM;
~ TPEeAOCTaBJIATH JaHHBIE B €AMHOM U YAOOHOM JUIsl BOCHIpUTUS (popmare;
OPUMEHATh B COOTBETCTBUM C HAa3HAUYEHUEM CPEJCTBA OpPraHMU3allMOHHOU
TEXHUKH, KAHIIETSIPCKUE TPUHAIICHKHOCTH;
MPUMEHSTHh HH()OPMAMOHHO-KOMMYHHUKAITIOHHBIE TEXHOJIOTHH;
MPUMEHSTH CITIOCOOBI ACTOBOTO OOIIICHUS;
— TPUHUMATH MEPHI M0 Pa3pEHICHUIO KOH(PIUKTHBIX CUTYaIUH;
MIPOU3BOJIUTH MTOATOTOBKY €I JJIsS TIepeay B apXuB 00111e00pa3oBaTeIbLHOM
OpraHM3alliy;

~ TPOU3BOJUTH MOUCK MH(pOpMaAIMU B 0a3ax JaHHBIX, BECTU UH(OPMAIIMOHHO-
CIPaBOYHYIO pabOTy HAa OCHOBE Pa3IMYHBIX KOMOMHAIMI MOMCKOBBIX MPU3HAKOB;

- paboTaTh C TMEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTaJloramu
(mankamu) u panIaMu, CKaHEPOM;

- paboTaTh C BXOSIICH, UCXOASINIEH, BHYTPEHHEH IOKYMEHTAIINEH;

- pabotath ¢ wuHpOpPMAIMEH, aHATU3UPOBATH U TPEACTABIATH €€ B
CUCTEMAaTU3UPOBAHHOM BU/JIE, B BUJI€ CBOJIHBIX JJOKYMEHTOB;

- paboTraTh €O BCEl COBOKYMHOCTBHIO HWH(OPMAIMOHHO-IOKYMEHTAIMOHHBIX
pecypcoB 00pa3oBaTEIbHON OpraHN3allNN;

- paspabarbiBaTh HOMEHKJIATYypy /€N IIKOJbI C Yy4YeTOM JEHCTBYIOIIHUX
HOPMATHUBHO-METOJINYECKUX TOKYMEHTOB;

~ PpacCTaBJATH MPUOPHUTETHI, BHIACIATH BAXXHOE U CPOYHOE;

~ CITaXWBaTh KOHQJWKTHBIE U CIIOXKHBIE CHTYyallid MEXKIMYHOCTHOTO
OOIIIEHHUS;

— CEepBHUPOBATH YalHBIN (KOQPEIHBIN) CTOJI BO BpeMs TPOBeNCHU Kode-Tays3;

~ co0JII01aTh CITY>KEOHBIN STHUKET, MMpaBuia JEJI0BOT0O 3TUKETA U POTOKOJIA;

~ CO3/1aBaTh UMUK CEKPETaps, COOTBETCTBYIOUINI HMH/IXKY IIKOJIBI;

~ co3laBaTh M TOJACPKHUBATH MOJIOKHUTEIBHBIA HMHIK 00pa30BaTENbHOMN
OpraHu3alliy;

~ co3lIaBaTh ycJaoBHsl, obecneunBaroniie 3hpPpexTuBHy0 paboTy TUPEKTOPa;

~ COCTaBJIATH W O(GOPMIISITH HOPMATUBHBIE aKThl, OPraHU3aIl[MOHHbIC WU
METOJIMYECKHE IOKYMEHThI, CBOJIHbIE, OTYETHBIC, CTATUCTUYECKUE JOKYMEHTHI;



~ YIpaBIsATh KOH(IUKTaAMU;

~ YCTaHaBJIMBATh LEJH, ONPEAEIIATh UEPAPXUIO LIETEH;

~ YYUTHIBATh MICUXOJOTUYECKHE OCOOCHHOCTU JTMYHOCTHU MPHU PA3TUYHBIX BUIAX
po¢eCCUOHATILHOTO OOIIEHNS;

~ BBIOUpaATH U OPOPMIISTH TUTAHUPOBIIUK;

- ¢opmupoBaTh U O(GOPMIATH Jela B COOTBETCTBHM C YTBEPKICHHOM
HOMEHKJIATypOH el 0011e00pa3oBaTeIbHON OpraHU3aIliH.

1.10. Cekperapb AOMKEH OBITh O3HAKOMJIEH C JOKHOCTHOM HHCTPYKIHEH
CeKpeTapsi pyKOBOAUTEIS IITKOJIBI, pa3pabOTaHHON ¢ y4eToM mpodcTaHaapTa, 3HaTh U
coOMI0/IaTh yCTAHOBJICHHBIE TIpaBWJIa W TpeOOBaHUS OXpPaHbI TPyAa MU MOXKAPHOUH
0e30macHOCTH, TpaBWIa JUYHOW THTMEHBI W THTHEHBI TpyAa B 00pa30BaTEIIbHOM
YUPEIKICHUH.

1.11. CekpeTapb JOJKEH MPONTH 00yYEHUE U UMETh HAaBBIKM OKa3aHUs MEPBOU
nomoliy noctpagasimumM, coomogats Konsennmio OOH o mpaBax peOeHka, 3HATh
MOPSAAOK JIEMCTBUM IIPYU BO3HUKHOBEHUHM I0Kapa WM MHOW YpPE3BBIYAWHON CUTyallMU
Y DBaKyaluu.

2. TpynoBbie pyHKIMH

OCHOBHBIMH TPYJIOBBIMHU (DYHKLUSIMU CEKpPETAPS ABISIOTCS:

2.1. Opranu3anMoHHOE, JOKYMEHTAllMOHHOE U MH(OPMALMOHHOE OOecrieueHne
JEeATENbHOCTA JUPEKTOPA IIKOJIbIL:

2.1.1. Oka3aHue NOMOIIH JUPEKTOPY B IUTAHUPOBAHUH PAOOUYEro BPEMEHHU.

2.1.2. IInanupoBaHue paboydero AHS CEKpeTaps.

2.1.3. Opranu3zanus Tene(OHHBIX MIEpErOBOPOB IUpEKTOpa
00111e00pa3oBaTeNbHON OpraHU3aluu.

2.1.4. Opranu3zaius paboThl C TOCETUTEISIMUA B IPUEMHON JUPEKTOpA.

2.1.5. Opraauzanust HOATOTOBKU MEPONPUSITUI C yYaCTUEM AUPEKTOPA.

2.1.6. OpraHuzanus UCHOJHEHUS PEHIEHUH ¢ OCYIIECTBIECHUE KOHTPOJIS
UCIIOJIHEHHUS IOPYYEHUHN AUPEKTOPA.

2.1.7. Opra#auzanusa u  nojuepxkaHue  GyHKIHMOHAIBHOTO  pabouero
IPOCTPAaHCTBA NPUEMHON U KaOMHETa TUPEKTOpa.

2.1.8. CocraBnenue u oopmiIeHHE YIPABIEHYECKON JOKYMEHTAIUH.

2.1.9. Opranmzarus paboThI C TOKYMEHTAMHU B IPUEMHOM TUPEKTOPA IIKOJIBI.

2.1.10. Opranu3anust XxpaHeHHs JOKYMEHTOB.

2.1.11. OOGecrnieueHue AUpEeKTOpa 00IIEOOpa30BATEIBLHON  OpraHU3alUU
uH(popmaluei.

2.1.12. Opranuzanuss HUHPOPMALKUOHHOTO B3aUMOJEHCTBUS JUPEKTOpA C
pabOTHUKAMMU.

2.1.13. Opranu3zanus KOMaHIUPOBOK JTUPEKTOPA U COTPYAHUKOB.

3. J10o/15KHOCTHBIE 0013aHHOCTHU CEKpeTapsi B IIKOJIE

3.1. B pamkax TtpynoBoil GYHKIMH OKa3aHUs TOMOIIM TUPEKTOPY B
MJIAHUPOBAHUM PabOvero BpeMEHU:

- uHpOpMHUpYET IUPEKTOpa O00pa30BaTEIbHON OpraHu3aluyd O perjamMeHTe
HAMEUYEHHBIX BCTPEY, COBEIIAHWN W 3acelaHui, MEJarornYecKux COBETOB,
OOIICTIKOIBHBIX U UHBIX MEPOTPUATHUH;



~ TOPEenynpekJaeT O NPUOJMKEHUU BPEMEHU HAMEUYECHHBIX MEpPONpPUITHH,
COTJIaCOBBIBAET BPEMEHHbIE IJIaHBI;

~ COIJIacoBBIBACT TeNe(OHHBIE MEPETOBOPHI C MPEACTABUTEISIMHU BBIIIECTOSIIUX
OpraHu3aliii, C T[ONEYUTENSIMH, PYKOBOJIUTEISIMU HMHBIX  00pa30BaTEIbHBIX
YUPEKICHUM;

~ COIJIaCOBBIBAET BCTPEYM UM MEPOMNPUATHS C COTPYJHUKAMH IIKOJIBI H
npo(COIO3HBIM  KOMUTETOM, C POJUTEISIMAU W POJUTEIBCKUM  KOMHUTETOM,
PYKOBOAMUTENISIMA METOAMYECKUX OOBEAMHEHUN, C COBETOM YYallUXCsS M WHBIMU
COBETaMH M KOMUTETaMH 00111€00pa30BaTeIbHON OpraHU3alny;

~ QopmupyeT pe3epB BpeMEeHH ISl HETIPEIBUICHHBIX CUTYaI[Hil;

— BHOCHUT HH(GOPMAIIUIO B TUTAHUPOBIUK (OpraHansep).

3.2. B pamkax Tpy10Boii (pyHKIIMHU TUTAHUPOBAHUS PabOYEro THS CEKpeTaps:

~ COTJIacOBBIBA€T IUIAHBI C IUTAHAMH W CpPOKaMH paboOThl  TUPEKTOpa
0011e00pa3oBaTeNbHON OpraHu3alluu;

- pacnopenensier padodee Bpems (Ha J€Hb, HEEII0, IEPCIIEKTUBY );

~ TIEPEHOCUT HEBBINOJIHEHHBIE 3aIlJIAaHUPOBAHHBIC 3a/1a4H;

— BBITOJHSET TUTUYHBIC €XKETHEBHBIC J1ET1a;

~ BBIOMpaeT U 0OpMIISET MIIAHUPOBIIUK CEKpETaps;

3.3. B pamkax TpyaoBoii (GyHKIMM OpraHu3aluy Telle(OHHBIX TEPErOBOPOB
IUPEKTOpA:

- BegeT 0a3y Tene(OHHBIX KOHTAKTOB PYKOBOJUTENS IIKOJIBI;

~ COEAMHSIET IUPEKTOpa O00pa3oBaTENbHON OpraHM3alMd C KOHKPETHBIMHU
a0OHCHTaAMU,

— PErHCTpPHUpYET MOCTYMAIOIIUE B MPUEMHYIO TeTe(OHHbIC 3BOHKU;

~ TepeHanpaBiseT OTACIbHbIC TeJIe(OHHbBIC 3BOHKH 3aMECTUTEISM AUPEKTOPA;

~ TOJyYaeT HEoOXOANMYI0 HWHGOpPMAIUI0 M TEpeNaeT CaHKIMOHUPOBAHHYIO
uHpopmaIuio o tenedony;

~ YCTaHABJIMBAET KOHTAKT C COOECEIHUKOM, IMOAJEPKUBAET MU Pa3BUBAET
JIEIIOBYIO Oecey B mpoliecce TeleOHHBIX TEPErOBOPOB.

3.4. B pamkax TpynoBOH (PYHKIIMM OpraHu3aluu paboThl ¢ TOCETUTENSIMU B
IIPUEMHOM JUPEKTOpA:

~ OpraHU30BBIBACT JIMYHBIN MPUEM MOCETUTENEH JUPEKTOPOM IIKOJIbI;

~ YCTaHABJIMBACT MOPSIOK MpUEMa IS Pa3InIHBIX KaTETOPUN TOCETUTENCH;

~ BeIeT XypHaJl TpPEIBAPUTEIBHOW 3aMuCHU Ha TPUEM, JKypHal IOCEIICHUH,
pETUCTPUPYET MOCETUTEIIEM;

~ COACHMCTBYET ONEPATHBHOMY PACCMOTPEHHUIO Kaslo0, MpoCckd U MpeaioKeHUiH
COTPYJIHUKOB  00Ie0Opa3oBaTebHOM  OpraHu3aluu, poAUTENedl  (3aKOHHBIX
npecTaBUTeNel) 00yJarOINXCsl, MHBIX MOCETUTEICH;

— OCYIIECTBIISIET IPUEM JIMYHBIX 3asIBICHUN COTPYIHUKOB, 0OYJAIOMINXCS U UX
poauTeneil (3aKOHHBIX MPEJACTABUTENECH);

— OpraHW30BBIBACT TMPHUEM TMPEACTABUTEICH OpraHU3AlMMA, SIBISIONAXCS
medamMi [IKOJbI, YWIEHOB IOMNEYUTEIHCKOTO COBETa, MAapTHEPOB 0Opa30BaTEIbHOMN
OpraHu3alyy U T.1.;

~ CcepBUpYET YalHbli (Ko(eHHbIi) CTON B KaOUHETE TUPEKTOPA;

~ TPUHUMAET MEPHI M0 COXPAHEHUI0 KOHPUACHIIMATBFHOU HH(POPMAIIUU B X0J1€
npremMa TOCEeTHTeNIed M MX HaxOXJIEHUs B NPUEMHOW M KaOWMHETe AUpPEeKTOopa
00111600pa30BaTeIbHON OpraHU3aINH.



3.5. B pamkax TpynoBod (yHKIMH OpPraHu3alluyd HNOJTOTOBKU MEPONPUATUH C
Yy4acTHEM JIUPEKTOpa!

- uH(pOpMHUpPYET paOOTHUKOB O HaMEYaroIleMcsl COBEIIAHNUHU, NIECOBETE, HTHOM
MEPOIPUSITUH;

~ TMOATOTABJIMBAET U BBHIBEIIMBAECT HA MH(POPMAIIMOHHBIM CTEH]I MOBECTKY IHS
MEPONPUATHS C YUACTHEM TUPEKTOPA;

- TIOMOTaeT B MOATOTOBKE JOKJIaJa IUPEKTOpa IIKOJIbI, MPE3€HTAIMOHHBIX
MaTepuaos;

~ pacchliaeT TMpUIJIALICHHUS JIMIaM, TMPUTJAlIeHHBIM Ha OOIICIIKOIbHOE
MEpOTPUATHE.

3.6. B pamkax TpyaoBoil (GYHKIIMM OpTraHU3allMd HWCIOJHEHUS pPEelICHU,
OCYUIECTBJIEHUSI KOHTPOJISL UCIIOJIHEHUSI IOPYYEHUN JUPEKTOpa:

~ JIOKYMEHTaJIbHO O(POPMIISIET PELICHUS JUPEKTOPA IKOIbI (IPUKA3bI);

~ JIOBOJUT JO CBEAEHUS PaOOTHUKOB 0011€00pa30BaTEIbHOTO YUPEXKICHUS
IpUKa3bl U PACTIOPSKEHUS AUPEKTOPA;

- KOOpPAMHUPYET ACATENBHOCTD 10 UCIIOJHEHUIO PELIEHUI TUPEKTOPa;

~ BEJIET CPOKOBBIN TEKYIIMNA U IPETyNPEAUTEIbHbIA KOHTPOIb;

~ TPOBEPSAET UCIOJHEHHUE MOPYUCHUN JUPEKTOPA B YCTAHOBJICHHBIN CPOK;

~ TMpEeAyNpeKIaeT COTPYIAHUKOB 00 MUCTEYEHUU CPOKA HCIIOJIHEHUS MOpYyUYEHUil
TUPEKTOPA;

~ (UKCHpYET UCIOJHEHUE TOPYUCHHI;

~ COCTaBJIIET OTYETHl M AHAIUTUYECKHUE CIIPABKHU O BBINOJHEHUU MOPYUYEHUH U
pelieHuil TupeKkTopa 001eo0pa3oBaTeIbHON OpraHu3aIuu.

3.7.B pamkax TpymoBoi (YHKIIMH OpPraHU3alMd H  TOJACPKAHHS
(YyHKUIHOHATBHOTO pabOyero NpoCTpaHCTBA MPUEMHON U KaOMHETa TUPEKTOpa:

~ OpraHW30BBbIBAET MPUEMHYIO AUPEKTOPAa B COOTBETCTBUM C TpeOOBaHUAMHU
SPrOHOMUKHU U KYJIbTYpbI TPY/a;

~ OCYILIECTBJISIET  KOHTPOJb  OOECHEeYeHUss JUPEKTOpa  KaHIEISIPCKUMHU
NPUHAJJIEKHOCTSIMHU, CPECTBAMHU OPTaHNU3ALIMOHHON TEXHUKH;

~ YXa)XMBaeT 3a KOMHAaTHBIMU PACTEHUSIMU B IPUEMHOM U KaOWHETEe TUPEKTOpa.

3.8.B pamkax TpynoBoil  (yHKIMH ~ COCTaBiIeHUS ©  OpOpMIICHUS
yIpaBICHUYECKON JOKYMEHTAIIIH:

~ COCTaBIJIIET TPOEKTHl PACTIOPSAUTENbHBIX (TPUKa3bl, PACHOPSKEHUS) W
UH(OPMAIMOHHO-CITPABOYHBIX ~ JTOKYMEHTOB  (CIy>KeOHblE  MHUCbMa,  CIPaBKH,
JIOKJIAJTHBIE U CITY>K€OHBIC 3aITUCKH );

~ COCTaBJIIET PpAa3JM4YHbIE MHCbMa, 3aMpOChl, TOTOBUT OTBETHl aBTOPaM
oOpalieHuil Mo NOpy4eHHI0 AUPEKTOPa MIKOJIbI;

~ TIeYaTaer ciay>KeOHbIe IOKYMEHThI U IpyTrue MaTepHallbl;

— Pa3MHOXKAET CITy)KEOHBIC IOKYMEHTHI,

~ KOHTPOJUPYET TMPOXOXKICHHE JOKYMEHTOB B  00I11e00pa3oBaTeIbHOMN
OpraHu3aluu (CoriacoBaHue, MOAMUCAHNE U YTBEPXKICHUE TIOKYMEHTA).

3.9. B pamkax TpymoBoil (GyHKIIMHM OpraHu3aii paboThl ¢ JOKYMEHTAMH B
IIPUEMHOU:

- TOJIy4aeT, MPEABAPUTEIIBHO pPACCMaTPUBAET U COPTHUPYET JOKYMEHTHI,
MOCTYHAIOIIHNE B IPUEMHYIO JTUPEKTOpa 00pa30BaTEIbHOTO YUPEKICHUS;

~ TOATOTABJIMUBAET JOKYMEHTBI JUIsl PACCMOTPEHUSI JUPEKTOPOM;

~ BEJET y4eT IOKyMEHTOB, IOCTYNAIOIINX Ha UMS JUPEKTOPA IIKOJbI;



~ B COOTBETCTBMM C YKa3aHUSIMU JUPEKTOpA OPraHU30BBIBACT TNEpeaauvy
JOKYMEHTOB HCIOJHUTENSIM (KOHKPETHBIM COTPYJHUKAM) JUIsl HMCHOJB30BaHUS B
npolecce padboThl JINOO 7151 TOJITOTOBKU OTBETOB;

~ COCTaBJIIET W MPEIOCTABISET B YCTAHOBJICHHBIE CPOKHU B OpraH yMHpPaBJICHUS
o0pa3oBaHMs CIHUCKU BCEX KJIACCOB (KOHTMHIEHTa 00pa30BaTeIbHON OpraHu3aluu) u
CIIMCOK BCEX MpernojaBaTeseil Kaxaoro yaeOHoro roja;

— OIEpaTUBHO BHOCHUT TEKYIIUE W3MECHEHHS B COCTAB KOHTHMHICHTA yJaIlUXCH,
MeArOTHIECKUX U IPYTUX pabOTHUKOB 00IIe00pa3oBaTeIbHON OpraHu3alliu;

- odopmiser JWYHBIE ~Jena  JAeTed, NPHUHATHIX HAa  OO0y4YeHHWe B
00111e00pa30BaTeIbHYI0 OpPraHU3aIHUIO;

— BeAeT apaBUTHBIN KypHAJ BCEX YUaIINXCS,

- co3daeT W BeneT 0a3y MAHHBIX JOKYMEHTOB, MPOBOAUT HH(GOPMAIMOHHO-
CIIPaBOYHYIO padoTy;

~ KOHTPOJHUPYET HCIOJHEHUE JIOKYMEHTOB M IMOPYYEHUH JIHUpEKTopa
o0pazoBaTeNbHON OpraHu3aIuy.

3.10. B pamkax Tpy10Bo#t GyHKIIMU OpTraHU3AIMN XpaHEHUS! JOKYMEHTOB:

— KOPPEKTUPYET HOMEHKJIATYPBI JIEJI CEKpeTaps U JUPEKTOpa IIKOJIbI;

— ¢gopmupyer u odopmIsIET Aena MOCTOSIHHOTO, JIOJTOBPEMEHHOTO CpPOKOB
XpaHCHHS,

— MOATOTaBIMBAET M TMepedaeT Jeina B apXuB 00I1e00pa3oBaTEIbHOM
OpraHu3aIMH.

3.11. B pamkax TtpyaoBod ¢yHKIUU OOECleUeHUs: JAUPEKTOpa IIKOJIbI
uHbopMaIuei:

- cobupaetr u mnepepabarbiBaeT WHMOPMAINIO, HEOOXOIUMYIO ISl TPUHSTHS
000CHOBaHHBIX YIPABICHUYECKUX PEIICHHIM;

~ TIpOBEpSET JOCTOBEPHOCTh, TOJHOTY W HEMPOTHBOPECYMUBOCTH JIaHHBIX,
HCKITIOYaeT qyO0aupoBaHre HHPOPMAIIH;

~ TIPEIOCTaBJISAET JaHHBIC B €UHOM M YAOOHOM JJIS BOCIIPUATHS (hopmarTe;

~ BBIABJISET HanOOJIee 3HAYMMBbIC KPUTEPUH CUCTEMATHU3ANKN HHOOPMAITUHU IS
co3JaHus 0a3 JTaHHBIX;

- ¢dopMupyeT u UCHoib3yeT 0a3y JaHHBIX B 00IIe00pa3oBaTeIbHON
OpraHU3aIHH.

3.12.B pamkax TpymoBod GyHKIUM OpraHu3aluu WHOOPMAIMOHHOTO
B3aMMOJICUCTBHS TUPEKTOPA C pAOOTHUKAMMU:

- uHbOpMHpPYET paOOTHUKOB 0O0pa30BATENBLHON OpraHU3allid O PEHICHUIX
TUPEKTOpPa, COBCIIAHWAX U 3aceJaHusX, TNEeJaroru4eckKux COBETaX ¢ HHBIX
MEPOTIPUATHSIX;

~ 3HAKOMHT PAOOTHUKOB MO/ TIOJIMUCH C COOTBETCTBYIOIIMMH JTOKYMEHTAMH,

~ Opra"u30BbIBaeT 00OMEH MH(POPMAIMECH MEXKIYy 3aMECTHTEIIIMH ITUPEKTOpA H
WHBIMU JTOJDKHOCTHBIMH JIMIIAMU 00111€00pa30BaTeIbHOM OpraHu3aliy;

- oroBemaeT pabOTHUKOB O MPEICTOSIINX MEPOTIPUATHSX;

— BBI3BIBAET COTPYIHUKOB U O0YUYAIOIIMXCA 110 TOPYUYESHHUIO TUPEKTOPA;

- uHopMupyeT aupekTopa 00 OOpalleHUSX COTPYJAHHKOB MO paboyuM M
JUYHBIM BOIIPOCAM;

- uHbOPMHPYET TUPEKTOpa 00 OoOpaleHHsIX OOYyJaronIuXcs, WX POIUTEICH
(3aKOHHBIX MPEICTABUTENECH ).



3.13. B pamkax Tpy0BOil (hyHKIIMN OpraHU3alui KOMaHIUPOBOK:

— TOJTrOTaBJIMBAET MPOEKT MPHUKa3a O CIYKEeOHOW KOMaHIUPOBKE;

~ BBIMKUCHIBACT KOMAHAMPOBOYHOE YAOCTOBEPEHUE U PErHUCTPUPYET €ro Mpu
HEO0OXO0IUMOCTH;

~ TOJrOTABJIMBAET IOKYMEHTHI K TTOE3/IKE;

~ YTOYHSET ATy, IOJKHOCTH, (aMUTIUU B IPOrpaMMe KOMaHIUPOBKHU.

3.14. BpINOJHAET pa3NMYHBIE ONEPALMM C HCIOJIb30BAHHEM KOMIIBIOTEPHOU
TeXHUKH TI0 TporpaMMaM, TpeIHA3HAYCHHBIM i1 cOopa, 0OpaboTKu U
MpeI0CTaBlICHUSI HHPOPMAIUH.

3.15. Ilpm wuCHOIB30BAaHUU HIEKTPOHHOTO OOOPYJOBaHMS, B TOM YHCIE
KJIAaBHATYPhl W MBIIIH, EXKEIHCBHO JE3MHPUIMPYET WX B COOTBETCTBHUU C
PEKOMEHIALMSAMHU MPOU3BOAUTENS TUOO C UCIOJIb30BAHUEM PACTBOPOB HIIM call(heTOK
Ha CIUPTOBOM OCHOBE, coaepxkamux He meHee 70% crupra.

3.16. ColOtoaeT mpaBuiia UCMOIb30BaHus cetu HTepHeT.

3.17. OGecrieynBaeT 3amUTy NpaB U CBOOO y4alIUXcs, poJUTENIeH (3aKOHHBIX
IpeicTaBUTeNel ), paOOTHUKOB IIKOJIBI IPU 00pab0TKE MEPCOHATBHBIX JAHHBIX.

3.18. Crporo cob6mogaeT KOH(PHUACHIMAIBHOCTh MEPCOHAJIBHBIX JAHHBIX WU
TpeOOBaHMSI TIO 3alUTE U 0E30MACHOCTH MEPCOHANBHBIX JaHHBIX MIPU UX 00paboTKe,
HEJIOMYIICHUE UX pacmpocTpaHeHus: 0e3 coryiacus cyObeKTa MEepPCOHANBHBIX JaHHBIX
WM HaJW4Us APYTroTro 3aKOHHOTO OCHOBAHUAL.

3.19. CobmroaeT KynbTypy M 3TUKY OOIICHHS C TIEPCOHATIOM 00pa30BaTEIIHHOTO
VUPEKICHUS, OOYYAIOMIMMUCS UM POJUTEIAMHU (3aKOHHBIMU MPEICTaBUTEISIMU),
MOCETUTEIISIMH.

3.20. Crporo coOmomaer mnpaBa U CBOOOJBI JAETEH, cojAepKalluecs: B
OenepanbHoM 3akoHe «O0 obpazoBanuu B Poccuiickoit denepannny u KonseHnuuu
OOH o npaBax pebeHka, BASETCA TPUMEPOM ISl IIKOJIbHUKOB.

3.21. Wudopmupyer aupekTopa, a MNpPH €ro OTCYTCTBUU — JACKYPHOTO
aIMUHUCTpATOpa O HECYACTHOM CJy4yae, NMPUHUMAET MEphbl MO OKA3aHWUIO IEePBOM
IIOMOILH ITOCTPAAABILINAM, BBI30BE CKOPOU MEAULIMHCKON ITOMOLIH.

3.22. OcymiecTBIsET CBOIO JEATEILHOCTh Ha BBICOKOM MPodhecCHOHATHLHOM
YpOBHE.

3.23. OGecrneunBaeT COOJIOEHWE YHCTOTHI M TOPsJAKAa Ha CBOEM padoueM
MECTe.

3.24. Cexkperapp JIHUPEKTOpa IIKOJBI COOJIIOJACT TIOJOKEHHUS JTaHHOU
JIOJDKHOCTHOM HWHCTPYKIIMH, pa3pabOTaHHOM Ha OCHOBe mnpodcraHaapra, YCTaB M
[IpaBmia BHYTpEHHETO TPYIOBOTO pacmopsiaka oO0pa3oBaTeIbHOTO YUPEKICHUS,
KOJUICKTUBHBI ¥ TPYyJOBOM JOTOBOp, a TakK)Ke JIOKAIbHBIE aKThl W TIPHKa3bl
PYKOBOJHUTEIIS.

3.25. Ilpoxomgur B YCTaHOBJIEHHOM 3aKOHOAATEIbCTBOM Poccuiickoit
denepanuu mopsiike 00ydYeHHE W MPOBEPKY 3HAHWI M HABBIKOB B OOJACTH OXPaHbI
TPyJa, HHCTPYKTAXKHU MO OXpaHE TPY/la U MOKapHOI O€30MacHOCTH.

3.26. CoOmroaeT mpaBmiia OXpaHbl TPyaa, MOKAPHON U 3JIEKTPOOE30TaCHOCTH,
CAaHUTAPHO-TUTHEHUYECKNE HOPMBI U TpeOOBaHWS, TPYAOBYIO AUCIUIUIMHY Ha
paboueM wMecTe u pPEeXUM pabOThl, YCTAHOBIECHHBIH B 00IIE00pa30BaATEIHHON
OpraHHU3aIiH.

3.27. llepuoanyeckud NPOXOIUT OECIUIATHBIE MEIUIMHCKHE OO0CIeI0BaHMUS,
MOBBIIIAET CBOIO MpodecCHuoHaNbHYI0 KoMIleTeHIro. 3.28. CekpeTapio 3anpeniaercs



UCIIOJIb30BaTh HEUCIPaBHYIO MeOenb, 3JIEKTPOOOOPYIOBaHUE, AIIEKTPONPUOOPHI,
KOMITBIOTEPHYI0O M HHYIO OPITEXHHKY WJIM 00O0pylOBaHHE M MeOeidb C SIBHBIMU
OpU3HAKaMU  TOBPEXKIEHUSA, KypuUTb B TOMEHICHUSX M Ha  TEPPUTOPUU
0011e00pa3oBaTeNbHON OpraHu3alluu.

4. IlpaBa

CekpeTtapb JUPEKTOpa UMEET IIPABO:

4.1. [lonyyats uHOpPMAIINIO, B TOM YHUCIEe U KOHQUACHIMAILHYIO, B 00beMe,
HEO0OXOAMMOM JIJIsl pELIEHUS TOCTABJIEHHBIX 3a/1a4.

4.2. 3ampammBaTh JUYHO WA MO MOPYYEHUIO AUPEKTOpa OT PAOOTHHUKOB
001e00pazoBaTenbHON OpraHu3aui HHPOPMAITHIO U TOKYMEHThI, HEOOXOIUMBIE JIJIS
BBIIIOJIHEHHSI €70 JIOJKHOCTHBIX 00513aHHOCTEH.

4.3. TpeOoBaTh OT aJIMUHHUCTPALMU IIKOJIBI CO3JAHUSI ONTHUMAJIBHBIX YCIOBHIA
JUISL BBITIOJIHEHMSI CITY’KEOHBIX OOSI3aHHOCTEH M COXPAHHOCTH BCEX JAOKYMEHTOB,
00pa3yoIIUXCs B pe3yibTaTe ASSITEIbHOCTA CEKpeTaps.

4.4. [IpyHUMAaTh pELICHU B IIPEJENax CBOEH KOMIIETEHIINN.

4.5. Ha matepuanbHO-TEXHUYECKUE YCJIOBUsI, TpeOyemble Ui BBIIOJIHEHUS
JIOJDKHOCTHBIX — 00sI3aHHOCTEH cekperaps, Ha oOecnedeHue paboyero Mecra,
COOTBETCTBYIOILIEIO TOCYIapCTBEHHBIM HOPMATUBHBIM TPEOOBaHUSAM OXpaHbl TpyJa U
HOKapHOM OE30MAaCHOCTH, a TAKXKE YCIOBUSM, NperycMOTpeHHbIM KosieKTHUBHBIM
JIOTOBOPOM.

4.6. 3HaKOMHUTBCA C MPOEKTAMH PEIICHUM IUPEKTOPA, OTHOCSAIIMXCSA K €ro
MpOQECCUOHAIBHON  NI€SITEIbHOCTH, C JKajlo0aMu M JPYTMMHU  JTOKYMEHTaMH,
COJICp>KAIlMMHU OILIEHKY €ro padoThl, 1aBaTh MO HUM OOBSICHEHUS.

4.7. llpenoctaBisiTh JIUPEKTOPY HA PACCMOTPEHUE TMPEIJIOKEHHUS 10
VIYUIICHUIO JIEATEIbHOCTH 00pa30BaTeIbHON OpraHu3alu U YCOBEPIICHCTBOBAHUIO
cr1oco00B pabOTHI IO BOMPOCaM, OTHOCSALIUMCS K KOMIETEHIIMN CEKpETaps.

4.8. VYyacTBoBaTh B paboT€ OPraHOB CaMOYIPABJICHHUS JOMIKOJIbHBIM
o0pa3oBaTeNbHbIM YUYpEXKJCHUEM, B pabore o00mero coOpaHuss paOOTHUKOB, B
OOCY>KJIEHMM BOIIPOCOB, KaCAlOIIMXCS MCHOJIHIEMBIX CEKpeTapeM JOJIKHOCTHBIX
00s13aHHOCTEH.

4.9. Ha MopasibHOE ¥ MaTEpHAIBHOE MOOILPEHUE, HATPAXKICHHUS 10 PE3YJIBTATAM
npo(hecCHOHANBHON JIeATENbHOCTH, Ha COLMAJIbHbIE TapaHTHUH, MPETyCMOTPEHHbIE
3aKOHOJATENBCTBOM Poccurickon denepanuu.

4.10. Ha 3ammty cBoeiW mnpodeccuoHaibHONW YECTH M JOCTOMHCTBA. Ha
KOH(UIEHINATBHOCTb CITy)eOHOT0 paccieoBaHus, KpoMme ClIy4aes,
IIPEyCMOTPEHHBIX 3aKoHOAATeNbCTBOM Poccurickon denepanuu.

4.11. 3ammmarb CBOM MHTEPECHl CAMOCTOATENLHO W/WIK Yepe3 MpeCTaBUTES,
B TOM YHCJE aJBOKAaTa, B Cllydyae NUCHUIUIMHAPHOTO MJIM CIIYXKEOHOTO pacclieJOBaHus,
KOTOPOE CBSA3aHO C HAPYILIEHUEM CEKPETapeM HOPM MPOPECCUOHATIBHON ATHKHU.

4.12. Cekperapb AMPEKTOpa WIKOJbI UMEET WHBIE MpaBa, MPEAyCMOTPECHHbBIC
TpynoBeim  Kogekcom  Poccumiickoin  @enepauuu, YcraBoM, KoOJUIEKTHBHBIM
noroBopoM, [IpaBuiaMu BHYTPEHHETO TPYIOBOTO pacropsiika 001eoopa3oBaTeIbHON
OpraHU3aLMH.

5. OTBEeTCTBeHHOCTH



5.1. B mpemycMOTpeHHOM 3aKOHOAATENbCTBOM Poccuiickoit  Deneparuu
NOPSIAKE CEKpETapbh HECET OTBETCTBEHHOCTH:!

- 32 HENpPaBOMEpPHOE HCMOJb30BAHUE MPEIOCTABICHHBIX JIOJHKHOCTHOM
MHCTPYKLHEN TIPaB U MOJTHOMOYHNM, a TAKKE UCIIOJIb30BAHUE UX B JIMYHBIX LEIAX;

- 3a pagriameHue KOH(UIEHUUATbHOM  HHpOpMalUM, TMOJYYEeHHOU B
pe3ysibTaTe BBIMOJHEHUS JOHKHOCTHBIX OOS3aHHOCTEHM, NEepCOHANbHBIX JIaHHBIX
COTPYIHHUKOB, OOYYAIOIINXCS U UX POAUTENEH (3aKOHHBIX MPEJCTaBUTENICH ),

- 3a JIOCTOBEPHOCTb MpPEAOCTaBIAEMOM UWH(MOpPMALUU  JIUPEKTOPY, €€
CBOEBPEMEHHYIO OATOTOBKY;

- 32 HEOKa3aHWe WJIA HECBOCBPEMEHHOE OKAa3aHWE IIEpBOM  ITOMOIIHU
MOCTPAIABIIEMY, HE CBOEBPEMEHHOE M3BEIICHHUE WJIM CKPBITUE OT JTUPEKTOPA IIKOJIbI
HECYACTHOTO CIIyYas;

~ 32 HEeCOOJII0IEHHE UHCTPYKIMI IO OXpaHe TPY/la U MOKAPHOI 0€30MacHOCTH;

~ 32 HapylIeHUE MOpsJKa JECUCTBUU B Cllydya€ BO3HUKHOBEHHS UPE3BBIYANHON
CUTYaIIMH U SBAKYyallH B 00I1€00pa30BaTEILHOM YUPEIKICHUU.

5.2. 3a HEUCNOJHEHUE WU HapylleHHe 0e3 YBAKUTEIbHBIX MPUYMH CBOMX
00S13aHHOCTEM, YCTAaHOBJICHHBIX JIOJDKHOCTHOM HMHCTPYKIIMEH CeKpeTaps UIKOJbI,
VYcraBa u [IpaBun BHYTPEHHETO TPYAOBOrO pacHoOpsiKa, 3aKOHHBIX PaCIOPSKECHUIM
PYKOBOJUTENSI U HMHBIX JIOKAIbHBIX HOPMATHUBHBIX aKTOB, PAOOTHHUK IOJBEPraeTcs
JUCHUAIUIMHAPHOMY  B3BICKaHHIO cormacHo cratbe 192 Tpymosoro Kopekca
Poccuiickoii ®enepanuu. 3a rpydoe HapylIeHHE TPYAOBBIX 00S3aHHOCTEN B KAUECTBE
JTUCHUTUIMHAPHOTO HaKa3aHUsI MOKET ObITh IPUMEHEHO YBOJbHEHHUE.

5.3. 3a HCHOJIb30BaHHWE, B TOM YMCJIE OJHOKPATHO, METOAOB BOCIHMTAHHS,
BKJIIOUAIOMINX (U3HYECKOe W (WMJIM) MCHUXOJIOTMYECKOE HACWIME HaJ JIMYHOCTHIO
oOydJaronierocs, a Tak’ke 3a COBEpUIEHUE MHOIO aMOpajbHOTO MPOCTYIKA CEKPETaph
MOXET ObITh OCBOOOXIEH OT 3aHUMAaEeMOM OJKHOCTH corjlacHo TpyaoBomy Konekcy
Poccuiickonn @eneparuu. YBOJBHEHHE 3a JAHHBIM IMPOCTYIIOK HE SIBJISETCS MEpOU
JUCUUTUIMHAPHOW OTBETCTBEHHOCTH.

5.4. 3a HecoOmoneHHe TpaBWI M TPeOOBaHMI OXpaHbl TpyAa U TMOXKAPHOU
0€30MacHOCTH, CAHUTAPHO-TUTUEHUYECKUX TTPABUII M HOPM CEKpeTaphb MPUBJIEKACTCS K
aIMUHHUCTPATUBHON OTBETCTBEHHOCTU B MOPSAJIKE U B CIydasX, MPEIyCMOTPEHHBIX
aJIMUHHCTPATUBHBIM 3aKOHOIATENBLCTBOM Poccuiickoit denepanum.

5.5. 3a mpaBOHapyIIEHUs, COBEPLIEHHBIE B MPOLIECCE OCYIIECTBICHUS TPYIOBBIX
GbyHKIUI HEeceT OTBETCTBEHHOCTh B MpeEjeiiax, ONMPEACICHHBIX aJIMUHUCTPATUBHBIM,
YTOJIOBHBIM U I'PAXKIAAHCKUM 3aKOHOJATENBCTBOM Poccurickon denepanuu.

6. BzaumoorHomeHusi. CBSI3H 10 JOJIKHOCTH

6.1. Cekperapb BBINOJHIET pabOTy COIMNIACHO TpaduKy, COCTABICHHOMY C
yueroM 40-yacoBoil pabouell Henenu, U yTBEepKIeHHOMY B KOJIEKTUBHOM JOTOBOpE
MAOY COLI Ne 102.

6.2. CexpeTapb CaMOCTOATEIBHO TIAHUPYET CBOIO JESATENBHOCTD. [l1an paboThl
CEKpeTaps COrIaCOBBIBACTCS HEMTOCPEIACTBEHHO C TUPEKTOPOM.

6.3. Tlomyyaer OT AMpEKTOpa LIKOJBI MHPOPMAIMI0 HOPMATHUBHO-TIPABOBOTO
Xapakrepa.

6.4. OOmenuBaercs wuH(MOpPMAIME TIO BOMpPOCAM, OTHOCSIIMMCS K €ro
AESTeNIbHOCTH, C aJMUHHUCTpAIMEl M COTPYJHUKAMHU LIKOJIbI, UHPOPMHUPYET HX O



peLIeHHSIX AUPEKTOPa, COBEIIAHUAX M 3aCEJaHMAX, MeJarOrTH4eCKUX COBETaX M MHBIX
MEpOTPUATHSIX.

6.5. BoBpems cooOmaer gupekropy 00 uHbopManMu, TNpHUKa3ax,
pacTopsHKCHUAX W MHOW JOKYMEHTAlluH, IMOCTYNUBIICH MO SJEKTPOHHOH TmodTe,
MHQOPMHUPYET O HAMEUEHHBIX BCTpPEYaX, COBEIIAHUSAX M 3acelaHUsX, HHBIX
MEpOTIPUSATHSIX.

6.6. Coo011aet TUPEeKTOPy U €ro 3aMEeCTUTEISIM WH(OPMALIUIO, TIOTYYCHHYIO Ha
COBEILIAaHUX, CEMUHAPAX, HETIOCPEJCTBEHHO MOCIIE €€ MOIyICHHUS.

6.7. NHdpopMupyeT AUPEKTOpa O BO3HUKIINX TPYIHOCTAX M TpoOIeMax B
paboTe, 0 HemoCTaTKax B OOecrmeueHUU TPeOOBaHHWM OXpaHbI TpyAa M IOXKapHOH
Oe3onmacHOCTH. BHOCHT IpeioKeHus IO YCTPAHEHUIO HEJAOCTATKOB, TI0 ONITUMU3AIUH
CBOEHU JEATEIIBHOCTH.

6.8. Huadopmupyer 3amectuTens aupekTopa (IO  aAMUHHUCTPATUBHO-
XO3AMCTBEHHOH paboTe) 0 HEIOCTATKaX B KAHILESIPCKUX MPUHAICKHOCTIX, Oymare u
MHBIX pPAacXOAHBIX MaTepuajax, O I[IOJIOMKax MeOeld ¢ OpPITeXHUKH, B
AIIEKTPOOOOPYIOBAaHNUH, BOJOIIPOBOIHON U OTOTIUTEIBHOMN CUCTEMAX.

6.9. Bo BpeMsi OTCYTCTBHSI CEKpeTapst €ro 00s3aHHOCTHU BBITIOJIHSET COTPYIHUK,
UMEIOIIUi Bce Tpedyromecs npodeccuoHalbHble 3HAHMS, YMEHHS M HAaBBIKH,
Ha3HAUeHHBIA  MpHKa3oM  AupekTopa. JlaHHBIA  COTPYAHHUK  mpuoOpeTaeT
COOTBETCTBYIOIIIME TPaBa M HECET IMOJHYI0 OTBETCTBEHHOCTh 3a KayeCTBEHHOE
BBIITOJTHEHUE BO3JIOKCHHBIX Ha HErO 00S3aHHOCTEH.

7. 3akII0YuTEeIbHBIC MOJIOKECHUS

7.1. O3HakomiieHME PaOOTHUKA C HACTOSIIIEW JTOJDKHOCTHOM MHCTpPYKUHUEH
OCYILIECTBIISIETCSA MPU MpUEeMe Ha padoTy (110 MOAMUCAHUS TPYAOBOTO JOTOBOPA).

7.2. OOuH S3K3eMIUISIP AOJDKHOCTHOM HMHCTPYKLIHMHM HAXOIWUTCS Y IHUPEKTOpa
IIKOJIbI, BTOPOW — Y COTPY/IHUKA.

7.3. @aKT 03HAKOMJICHUSI CEKpeTapsi C HACTOSALIEH TOJKHOCTHOW MHCTPYKIUEH
NOATBEPKIAACTCS MOANMCHI0 B 3K3EMIULIPE MHCTPYKLHH, XpaHALIEMCS y AUPEKTOpa
o0pa3oBaTeILHON OpraHU3alluH.



		2025-04-11T21:16:08+0300
	Галустян Гаянэ Кяримовна
	Я являюсь автором этого документа




