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OCTHAsi HHCTPYKUHSI CeKpeTapsi pyKoBORHTEN

1. O61He MoJI0KEHUS

1.1. Hacrosiwas LNO/DKHOCTHAsS HMHCTPYKLMsS Cekperapsi B Likojge paspaboTaHa B COOTBETCTBHM C
Ipodeccuonanshsiv cranaaprom: 07.002 «CrieUMankeT no opraHk3aLMOHHOMY W AOKYMEHTALHOHHOMY
o6ecreueHtio  ynpaBieHus OpraHusauuei», yTBEP)KIEHHbIM MpHka3oM MuHuCTepeTBa TpyA2 H
couuanbHoM 3amuThel Poccuiickoit ®enepaunn Ne276H ot 6 mas 2015 ropa; ¢ y4eToM DenepajbHOrO
3akona Ne273-®3 ot 29.12.2012 rona «O6 obpasosanuu B Poccutickoit denepauuu» B pefakui oT 1
centsibps 2020 roma; B cooTsetcTBMH ¢ TpymoBbiM Kozekcom Poccuiickoi denepauuy, VYcraBoMm M
OpYrMMH HOPMATHBHBIMM aKTaMH, PErylHpYIOLMMH TPYIAOBbIC OTHOLIEHHS MEKLY pabOTHUKOM H
paboronarenem.

1.2. JlanHas AO/DKHOCTHAs MHCTPYKLMS OMpeieNseT MepeveHb TPYHOBbIX (QYHKLMH U 00s13aHHOCTEH
ceKpeTapsi IMPEKTOpa LKOJIbI, & TAKKE ero Npasa, OTBETCTBEHHOCTb W B3aHMOOTHOLIEHHS M0 JO/LKHOCTH
B KOJUIEKTHBE LUKOJIBI.

1.3. Cekperapb Ha3zHauaeTCsi H OCBOGOXKAAETCA OT AOMKHOCTH MPHKA30M AMPEKTOPa LIKOJIBI B MOPAAKE,
ycraHonenHoMm TpynoesiM konekcom Poccuiickoii denepauru v TpyaOBBIM A0OrOBOPOM (KOHTpaKTOM) C
paboOTHHKOM.

1.4. Ha BpeMs OTMycka W BPEMEHHOH HETPYIOCMOCOGHOCTH CeKpeTaps MMPEKTOpa LIKOJBI, €ro
OGS3aHHOCTH MOTYT ObITh BO3JOXKEHBI HA JENONpPOW3BOAMTENS WIM JPYroro COTPYyAHWKA LIKOJIBI.
BpeMeHHOE HCMOJIHEeHHe OBA3aHHOCTEH B MAHHBIX Cly4asX OCYUIECTBIAETCS COMIACHO MpHKasy
JMpeKTOpa, 3AAHHOTO ¢ cobmoneHuem Tpebosanuii Tpyaosoro konekca Poccukickok Denepauuu.

1.5. Ha [OMKHOCTB CeKpeTapsi AUPEKTOpa LIKOJIbI MPUHUMACTCS JIULO:

yMeiolliee BhICIEe 0Opa3oBaHMe — GaKkalaBpuaT WIM cpelHee NpodeccHoHanbHOe 00pasoBaHue IO
mporpaMMe MOAFOTOBKM  CMIELMATHCTOB CPEJHEro 3BEHA, JIOMOJHHTENbHOE npogeccHOHabHOE
o6pa3oBaHue;

C OMBITOM BHIMONHEHMs pabOT MO OpPraHM3alMOHHOMY M JIOKYMEHTALHOHHOMY obecmeueHHIo
NeATENbHOCTH PYKOBOAMTESIS MPH CPEIHEM NPO(ECCHOHaNbHOM 00pa30BaHHH HE MEHee NBYX JIET;
npoweswee 00A3aTeNbHbIA npeABapUTesbHbIA (MPH MNOCTYMJIEHHH Ha paGoTy) M MEpPUOAHYECKHE
MEIHLMHCKME OCMOTpbl  (OBCNefoBaHus), a Talke BHEOYEPEHbIE MEJULIMHCKHE OCMOTPBI
(o6cenoBaHus) B MOPSAKE, yCTAHOBNCHHOM 3aKOHOAATE bCTBOM Poccuiickoii denepaumu.

1.6. K pa6ore cekperapem B LIKOJIE HE OMYyCKAIOTCS JiMUA:

UMeIolIMe WIH MMEBIUME CYAWMOCTb 3a TPECTYMICHHS, COCTaB M BHABI KOTOPBIX YCTaHOBJICHBI
3akoHozaTenbcTBoM Poccutickoi denepawu;

TpyU3HAHHbIE HEAeeCrTOCOOHBIMM B yCTaHOB/IGHHOM (e/iepalbHbIM 3aKOHOM NMOps/Ke;

UMeloLLHe 3a601eBaHHs, MPELYCMOTPEHHbIE YCTAHOBJIEHHBIM NEPEeHEeM.

1.7. CekpeTapb AMPEKTOPa WIKObl OTHOCHTCS K KaTEropHH TEXHHYECKHX UCTIOJIHUTENEH U MOJYMHSETCS
HEMoCPeACTBEHHO AUPEKTOPY LUKOJIbI.

1.8. B cBOEi IEATENBHOCTH CEKPETaph LWKOJIbl PYKOBOACTBYETCS:

HACTOALLEH HODKHOCTHOM HHCTPYKLUHEH;

Konctutyuueii u 3akoHamu Poccutickoit denepauuu;

ykaszamu [lpesupenTa, pewenusmu [IpaButensctsa Poccuiickod (denepauuu ¥ OpraHoB ynpaBieHHs
06pazoBaHHs BceX ypOBHEH MO BOMPOCaM, KacalolMMCs €ro TPYAOBO#H AESTENIbHOCTH;

TPYAOBBIM JOTOBOPOM MEKAY PAOOTHHKOM W PYKOBOAMTEINEM,;

a[IMMHUCTPATHBHBIM, TPYIOBbIM M XO3HCTBEHHBIM 3aKOHOAaTeNIbeTBOM Poccuiickon Menepatiniu;
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®enepanbrbiM 3akonom Ne273 «O6 obpasosatinu B Poceutickoii denepatiumy;

YCTaBOM W NOKAnbHBIMM aKTaMW, B TOM uwcne IIpaBumamy BHYTpeHHEro TpyAOBOTO pacropsika,
TIPUKA3aMHU ¥ PACTIOPKEHHAMHU AUPEKTOPA LIKOTIbI;

CanlTuH 2.4.1.3049-13 «CaHuTapHO — 3MUAEMHONIOrHYECKHe TPeOOBaHUS K YCTPOUCTBY, COACPIKAHHIO
1 OpraHM3alMK peskuma padoTsl 0611e00Pa3oBATEbHBIX OPraHH3aLHi»;

NOCTAHOBJICHHAMH, PACTIOPSHKEHUAMH, npuKasaMM W MHLIMK PYKOBOAALMMH W HOPMATHBHBIMHU
JIOKYMEHTaMH, OTHOCALUMMHCA K BEACHHIO CJIONPOU3BOACTBA,

npasuiamu oporpaduu U MyHKTYaLMH;

CTAHAPTAMM YHU(UUUPOBAHHOM CHCTEMbI OPraHH3ALMOHHO-PACTIOPSAMTENLHON IOKYMEHTALIHH;
npasunamu paboThl Ha KOMIBIOTEPE M MHOM OPrTeXHUKH;

KonseHuuelt o npasax pedenka.

1.9. CekpeTapb AMPEKTOPA WKOJIbI AOMKEH 3HATD:
BH/Ibl IOKYMEHTOB, UX Ha3HAUYCHHE,

NPABUIAMK U HOPMaMH OXpaHbl TPy, POU3BOACTBEHHOI CAHMTAPUH U NOXAPHOH Ge3onacHocTH;

BU/bl HOMEHKIATYP, 0OLKMe TpeboBaHKs K HOMEHKIIAType Aer;
rpaMMaTHYECKHe IPaBUa PyCCKOTO A3blKa;

nei&cmylomue TIPaBOBbIE AKTbl, HOPMATUBHO-METOANUECKHE OKYMEHTDI, rocyAapCTBEHHbIE CTaHdapThbl,

ONPEACNAOLLKE NMOPAAOK NOKYMEHTALMOHHOTO obecrneyeHus YNpaBaCHUS;
IEeNOBOM TIPOTOKOJ;

WHCTPYKUMM MO ACNONPOM3BOACTBY W APYrHM JIOKAJbHBIM HOpPMATHBHBIM aKTaM, yCTaHaBJIHBalOU.lHM
TIOPSIAOK peanu3alvu yrnpasjieHUECKUX MPOUEAYP;

MCTOYHKKHM YNPaBIEHUECKOH HHDOpMALMK;

KNacCH(UKALMIO yNPaBIeHUYECKOH HHMOPMALIMK, BUIIb YIPABIeHUECKOH MHpOpMALH;
KOMIUIEKC OpPraHW3aLMOHHO-TEXHUYECKUX MEPOTpPUATHH MO MOArOTOBKE M MPOBEACHHIO COBeLaHUH U
TNIepPEeroBOPOB;

METOIUKY OTOOpa UCTOYHHKOB HHMOPMALIMH,

METOAbI 06p360TKH HH(‘)OPM&L\HM C MPUMEHEHHEM COBPEMEHHBIX TEXHHYECKUX CPEACTB KOMMyHHKauHﬁ
U CBA3H, BBIYMCIUTENBHON TEXHUKH;

HOPMATHBHbLIC MPABOBLIC AKTbI, HOPMATHUBHO-METOAHUYECKHE JAOKYMEHTBI, rocy1apCTBEHHbIC CTaHAapThI,
onpeaensaouure nopsanoxk JOKYMEHTAUHOHHOrO obecnieueHus YNpaBi€HUA;

obuue TpeGOBaHMS K CPOKAM WCMONHEHHS [OKYMEHTOB M  KOHTPONBHBIM yHKumAM  CITYKOBI
JIOKyMEHTALMOHHOT0 ofecneueHus;

OCHOBBI aIMUHHUCTPATHBHOrO Mpasa U TPYAOBOrO 3aKOHOAATENBCTBA Poccuiickoit (I)euepaunu;
OCHOBbI IlOKyMeHTHoﬁ JIMHTBUCTHKH]

OCHOBBI NPABUNBHOM OPraHM3aLMM TPYAA U METONIb! NOBBILIEHMS €10 AP PEKTUBHOCTH;
OCHOBBI YIIPABNEHHUs BpEMEHEM;

0COBEHHOCTH 0(GOPMIEHHS TNAHMPOBLIMKA (Ha EKTPOHOM M GyMaKHOM HOCHTENAX);
0c0BeHHOCTH HOpMUPOBaHHs Ga3 TAHHBIX B 00PAa3OBATENLHOM YUPEKACHHH;

TIOPAOK OGOPMIEHHS LOKYMEHTOB /T KOMAHIMPOBKH M OTYETHBIX JOKYMEHTOB MO KOMAHIMPOBKaM
pabOTHUKOB LIKOMbI;

NIOPANOK PaboTHI C IOKYMEHTaMH, CXEMbI JIOKYMEHTO060pOTa;
nopsnoKk GOpMUPOBAHHS U O(GOPMICHHS Aen;

TIpaBHia BENIEHUs, MOATOTOBKH M O(OPMIEHMA MPOTOKOMA M APYTHX AOKYMEHTOB, CO3/IaBACMBIX B
Tpolecce MOArOTOBKH COBELUAHHH NPH IMPEKTOPE;

rnpaBuiia BblJa4y H WUCIMONB30BaHUs JOKYMEHTOB M3 C(bOpMHpOBaHHle aen;
rpasusia 1esoBoro 0OLLEHHUS, ATOBOrO ITUKETA;

MpaBMIa 10KYMEHTALMOHHOrO 00ECTIeUeHHS! NeATENHOCTH LKOMbI,
TpaBuIa 3aLUMThl KOHQUACHLMANLHON MHbOPMALMH]

rpasuiia OpraHu3alu KOHTPOJIsl UCTIONTHEHHS JIOKYMEHTOB W THMOBBIE CPOKH UCTIOJIHEHHS IOKYMEHTOB;
TpaBuJia OpraHusatiin npuema NOCETUTENEH B LIKOJIE;

npaBufia NOArOTOBKHU K rnepenayvu Aes B apxus LUKOJIbIy

npasuia noaaep KaHus M pa3BUTHUA MENUTHTHOCTHBIX OTHOLUCHHﬁ;

npaBuyia noAnicaHus u YTBEPXKACHHS JOKYMEHTOB;

npasuna paGOTbl C BXOAALUIMMU, UCXOAAMMU K BHYTPEHHHMH NOKYMEHTaAMH;

Tpasuiia pe4eBoro 9THUKETA;

npasuiia CEpBUPOBKU YyaiHOoro (KO(I)GI‘;IHOFO) CTOJIa, IPUrOTOBACHUSA U MOAAYH rOpAINX HaMUTKOB;
rpaBuJia CornacoBaHms NOKYMEHTOB LUKOJIbI (BHyTpeHHeFO " BHCLUHCFO);

TipaBuJia COCTaBJICHUA aHATHTHUYECKHUX CMpaBOK IO KOHTPOJIIO WUCIMOJIHEHHUS IOKYMEHTOB;



NpaBuia COCTABNCHHS W OOPMICHHA MHDOPMALIMOHHO-CIPABOUHBIX, YNIPABNEHYeCKHX AOKYMEHTOB H
ey KeOHbIX NUceM;

NpaBuJia COCTaBJICHHA OpraHu3audoHHBIX JAOKYMEHTOB (anKMOB, HOHO)KCHHﬁ, HHCprKuHﬁ);
TpaBuJia YCTaHOBJICHH KOHTaKTa, MOAACPKAHHS K PA3BUTHUST MEXTTHYHOCTHBIX OTHOLUEHHH;
TpaBWJia XpaHeHHs e, NpHKa3oB, B TOM YKCNe NOKYMEHTOB OrPaHHUYEHHOr0 A0CTYTIA,

NPABOBBIE OCHOBBI YNPaBeHHs (OCHOBbI aAMHHHCTPATHBHOTO, TPYAOBOTO M FPA)KIAHCKOrO NpaBa);
NPUHLMIBL M PABUNA IAHKPOBAHKUS paboUero BpeMeHH;

TIPUHLMMEL, CIOCOOb! MHMOPMHPOBAHHS PAGOTHHKOB OOPA30BATENLHOTO YUPEIKIEHHS;
PYKOBOZSALIMHI COCTAB LUKOJbI 1 €€ MOAPa3/ieNeHHif;

CUCTEMBI 3/IEKTPOHHOrO 10KyMeHT0000poTa;
COBpEMEHHbIE MH(OPMALIMOHHBIE TEXHONOTHH PabOThl ¢ IOKYMEHTaMH,

COCTAB OPraHU3ALMOHHOMN TEXHUKH, €€ YCTPOHCTBO M NOPANOK paGoThl ¢ Hel;
creuM(uKy OCHOBHOM HEATENbHOCTH LIKOJIbI,

CTAHIAPTbl K PEKOMEHALMK 110 000PYHOBAHHIO MOMELLIEHHS! PHEMHOM;

MEXAY CTPYKTYPHBIMHM NOAPA3AENEHHAMH,

CTPYKTYpY LUKOJNbI, MOPSIOK B3aMMOAEHMCTBHA MOApa3fencHuit W cnyxd, pacnpeneneHue (yHKumi
(yHKLMM, 3a1a4H LLIKOJIbI, €€ CBA3HW M0 BEPTHKAIN ¥ FOPH3OHTANIH;

HAMIPAB/IEHUA NESATENbHOCTH LIKONbI M KOMMETEHUMH CTPYKTYpPHBIX MOAPA3AENeHui ¥ JOMKHOCTHBIX
nuu

00pasiipl NOANUCEH JINL, UMEIOLKX NPABO MOAMMCAHMS ¥ YTBEPIKACHHS IOKYMEHTOB, 1 OrpaHHUEHHUS HX
30H OTBETCTBEHHOCTH;

TeneOHHbIE KOHTAKTBI JUPEKTOPA LIKOMbI;

TpeGoBaHUs OXpaHbl TPYAA, POU3BOJCTBEHHON CAHUTAPHH, MOKAPHOI 6€30MacHOCTH;
TpeOOBaHUs, TpeabABNsAeMble K [JOKyMEHTaM B COOTBETCTBUM C HOPMATHBHBIMH aKTaMH H
TOCYLAPCTBEHHBIMU CTAHAAPTAMH;

TpeboBaHus, NpeAbABASEMbIE K YNPABIEHUECKOH HH(OpMALIMH;

dopMBbI NpenoCcTaBeH s ynpasieH eckoi uHdopmaumu;
hyHKUMKM CAMOMEHEKMEHTA;

3TUKY ACJIOBOro o6u1e1-ma, OTHKET.

1.10. Cekperapb AMpeKTOpa LKOMBI IOHKEH YMETD:
aHATIM3MPOBATH MPUUNHBI HEBBINONHEHHS 3a/1a4;

BECTH U UCMOJIL30BATHL B pa60Te 683)/ JAHHbIX TeﬂeCl)OHHle KOHTAKTOB AUPEKTOPa LUKOJIbI]
BECTH CPOKOBYIO KApTOTEKY;

BECTH YUETHBIE PETHCTPALMOHHbIE (HOPMBI, HCTIONB30BATH MX U MHOPMALMOHHOH paGoTsl 1 paboTsl
TI0 KOHTPOJIIO UCTIONHEHHS PeLICHHH 1 NIPHUKA30B AMPEKTOPA WKOJIBI;

BHOCHTb ¥ OTCII©KHBATH MH(POPMALIMIO HA HJIEKTPOHHOM M/ GyMaKHOM HOCHTENE;

BbIGMpaTh ONTUMANbHBE CMOCOOBI WH(OPMHPOBAHWS PAGOTHWKOB IIKOMBI, OOYYAIOWMXCA M HX

ponuTenelt (3aKOHHBIX MPEJICTABUTENEH), BBILLIECTOSILLME OPraHU3ALUK O IUIAHHPYEMBIX MEPONPHATHAX;
BBIOHpATL ONTUMANbHBIH PUTM PabOTHI;

JOKYMEHTHPOBATH Pa3Hbie ATarlbl MPOLEAYPbI MOArOTOBKH M NPOBEACHHS COBELIAHHIA;
JCTIONB30BATh COBPEMEHHbIE CPEACTBA CBOpa 1 00PaBOTKM KOHTPOIbHOH MHpOPMaLLKH;
MCTIONB30BATH COBPEMEHHbIE TEXHOIOrHH cOopa W nepenaun Hudopmauuu;

WCTONB30BATH CIIPABOYHbIE NPABOBbIE CHCTEMBI;

WMCTIOJIB30BATh CPEACTBA KOMMYHHKALMH [Tl NIEPeau NopyueHni AMPEKTOpa LKOJIbI;
HCTIONb30BATh CPEICTBA KOMMYHHKALIMOHHON OPITEXHMKH AUIsl IONY4EHHUS U Nepeady uHdopmaLmu;
WCIOJIb30BATb YCTAHOB/ISHHbIE NPABHIIA ¥ NPOLIEYPbI KOMMYHHKALWHK BHYTPU LIKOIbI;

VCTIONbB30BaTh ODUCHDIH NaKeT (TEKCTOBbIHA PEAAKTOP, ANEKTPOHHBIE TabnuLpl, NPE3eHTALUHN);
obecrneunBaTh HHPOPMALMOHHYIO GE30MaCHOCTb AESTENbHOCTH LUKOIbI;

obecrneunBaTh KOHQHMAEHUMAIBHOCTD B MPUEMHOMN U KabMHETEe AMPEeKTOpa;
obecneunpats paboTy MPHUEMHOMN AMPEKTOPA BO BPEMsi €ro OTCYTCTBHUS;

obecneuuBaThb COXPaHHOCTb JOKYMEHTOB, XPAHSALLHUXCS B ﬂpMeMHOﬁ 1 KabuHeTe AHUPEKTOPA LWKOJIbI;
0OKa3biBaTh MOMOLIb AUPEKTOPY LIKOJbI B PACNPEAC/ICHHH €ro pa60qer0 BPEMCHHU;

onpenensTh NPUOPUTETHOCTb H OUEPEIHOCTb BBINONHEHUs PAGOT U 3 PeKTHBHO pacnipenenats paGouee
BpeMS;
OpraHU30BbIBATH U 0OECTIEUNBATD JIMYHBIE KOHTAKTbI AUPEKTOPA LKOJIbI;

OpraH130BbIBATb NMPOLECC MOArOTOBKH K MPOBEACHHUIO COBELUAHUS NPH AUPEKTOPE;
OCYLECTBIISITE KOHTPOJIb UCTIOJTHEHHSA nopyqeﬂnﬁ JUPEKTOpPaA pa60THHKaMH LUKOJIbI}




OCYLLECTBIATL 06paBOTKY 1 CTPYKTYpHPOBAHHE HHhOpMALMH;
OCYIIECTBAATb PACTIEUATbIBAHME H KCEPOKONHMPOBAHHE;

OCYILeCTBAAT MPOBEPKY AOCTOBEPHOCTH, MONIHOTLI W HENPOTHBOPEUMBOCTH JAHHBIX, HCKIIOUCHHE
NyOnupoBaHus MHMOPMALWH]

OCYLIECTBAATL PErHCTPALMIO, HAKOMJCHME W MEPEeAaly, CHCTEeMATH3MPOBAHHOE XpaHEHWEe W BbIAAUY
unpopmauuu B Tpedyemoit hopme;

ocyuecTBAATh cGop, 06paboTKy MH(OPMALWK, HEOOXOANMOI AN AMPEKTOpa LUKOJbI, €¢ aHank3 B
COOTBETCTBHH C TPEGOBAHMAMM KPATKOCTH, YETKOCTH (JOPMYHPOBOK, CBOEBPEMEHHOCTH MOCTYIUICHHS,

TOUHOCTH W JOCTOBEPHOCTH, ONTHMANILHOCTH CHCTEMATH3ALMH, HEeNpepbIBHOCTH cGopa 1 06paboTk;
OCYWIECTBATH CHCTEMATH3ALMUIO MOJTy4AeMBbIX 1 TIePEaBACMbIX JIAHHBIX;
ohOpMAATH KOMAHAMPOBOUHbIE AOKYMEHTbI;

OLIEHMBATD PE3YNLTATH! B PAMKAX MOCTABACHHDIX 3a1a4;

nepenaBaTh MHGOPMALKIO, IOKYMEHTbI M MATEPHAIIbI YHACTHHKAM COBELAHHA NIPU IMPEKTOPE;
TeyaTaTh ¥ PEAAKTMPOBATH TEKCTbI CITYIKEOHBIX IOKYMEHTOB;

TIONB30BATHCS MEPUMEPHITHBIMU YCTPOHCTBAMH H OPTTEXHHUKOIA;
TONB30BATHCS YHUDUUMPOBAHHBIMU (POPMaMK IOKYMEHTOB;

TONb30BATHCS ANEKTPOHHOMU TOUTOH;

TIPESIOCTaBATh JaHHbIE B €AMHOM 1 Y10OHOM Ansl BocnpuaTHs dopmare;
NPUMEHATL B COOTBETCTBMM C HA3HAUEHWEM CPEJCTBA OPraHM3AUMOHHOM TEXHHKH, KaHLENAPCKUE
TIPUHAIOKHOCTH;

NIPUMEHATb HHHOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHONOTHH;
NPUMEHATD CrIOCO0bI AENOBOro obLeHHs;

TIPUHKUMATDb MEpPbI MO Pa3pelieHio KOHQMUKTHBIX CUTyaLHii;
TIPOM3BOAWTD TIOATOTOBKY A€ AIS NIePeaiatyy B apXuB WKOJIbI;

NPOM3BOAMTL MOMCK MHQpOpMauuk B Ga3ax NAHHBIX, BECTH MH(OPMAUMOHHO-CMIPABOUHYIO paboty Ha
OCHOBE PA3NMYHBIX KOMOWHALMH NOMCKOBBIX MPU3HAKOB]

PaBoTaTh C NEPCOHANBHBIM KOMMbIOTEPOM (HOYTOYKOM), KaTanioramu (narnkamu) u (aiinamu, CKaHepoM;
paboTaTh ¢ BXOAALIEH, HCXOAALLEH, BHYTPEHHEH 0KyMEHTaUHeH;

pa60TaTb C uH(bopmauueﬁ, aHaNU3upoBaTh W MPEACTaBATL €€ B CUCTEMAaTH3UPOBAHHOM BHIE, B BUIC
CBOAHbIX JOKYMEHTOB,

paGOTaTb co Bcel COBOKYMHOCTBIO HH(bOpMaLlMOHHO-,ElOK)’MeHTauMOHHle pecypcoB LIKOJIbI;
pa3pa6aTmaaTb HOMEHKJIATypy A€ WKOJAbl C Y4E€TOM neﬁcmylomux HOpMaTMBHO-Me’TO,ElH‘IeCKHX
JOKYMEHTOB;

PacCTaBNATh NPUOPUTETHI, BLIAEATH BKHOE U CPOUHOE;

CrIDKUBATH KOHAIUKTHBIE ¥ CIOXKHbBIE CHTYALMM MEIUTMUHOCTHORO OBLUEHNS;
CEepBMPOBATH UakHbIH (KOhEHHbI) CTON BO BpeMs NpoBeaeHHs kode-nays;
cobntoaaTh cy>keOHbIN ITHKET, NPaBMIa AEN0BOr0 3TUKETA U MPOTOKOJIA;

CO3MABATH HMHIK CEKpeTapsi, COOTBETCTBYIOLMH MMHIKY LUKOJIBI;
CO3/1aBaTh U MOANEPKUBATH MOJOKHTEBHBIA MMHIK LIKOJIb;

CO3HaBaTh YCNOBHS, obecredunBaroLue dhGexTuBHyI0 paboTy AMPeKTOpa;

COCTABNATh M OQOPMIATH HOPMATHBHbIE AKThl, OPraHW3ALUMOHHBIE ¥ METOAMYECKHE NOKYMEHTHI,
CBOJIHbIE, OTUYETHbIE, CTATHCTHUECKHE OKYMEHTBI;

yrpaBnsTh KOHQIUKTAMH;

YCTaHaBJIMBATDL LEJIH, ONPEACHATD Uepapxuio uenew;

YUHTHIBATH TICHXONOrHYECKHE OCOBEHHOCTM JMYHOCTH MpH PA3NHYHBIX BHIAX NpodeCCHOHANBHOrO
OOLEeHHUS;

BLIOMPATH ¥ OPOPMIIATE MIIAHMPOBLUMK;

dopmupoBaTh 1 0YOPMAATL J1ENa B COOTBETCTBUH C YTBEPIKACHHOM HOMEHKNIATYOH A WKOMbI.
1.11. Cekperapb AHPEKTOpPa WIKONbI A0MKeH COONIOAATL HACTOSILYIO JOJDKHOCTHYIO HHCTPYKUHIO, 3HATH

W cobMIofaTh YCTAHOBNEHHbIE MpaBuna ¥ TpeGOBaHMS OXpaHbl TpyAa W MOXApHOW GesomacHocTH,
NpaBuna IMUHON FHIHEHbI U TUrHeHbl TPYAA B 06pa3oBaTeNIbHOM YUPEKACHUH.

1.12. CekpeTapb AMPEKTOPA IIKONbI JOMKEH MpOWTM OOyueHWe W MMETh HABbIKM OKa3aHMs MepBOH

oMoy roctpajasiunmM, cobmonats Konsenuuio OOH o npasax pebenka, 3HaTh MOPSIIOK AEHCTBHIMA
MPU BO3HUKHOBEHMH MOXKAPa U1K HHOM UPE3BbIYAHHON CHTYALMH 1 9BAKYALIHH.

2. Tpynosbie GpyHKUMH

OCHOBHBIMH TPYAOBbLIMH (t)yHKLll/lSlMH CeKpeTapsi AMPEKTOPa WKOJIbI ABJISIOTCS:
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2.1. OpraHu3alMoHHOe, JOKYMEHTAUHOHHOE 1 nHGOPMALHOHHOE obecreueHue AeATeNbHOCTH IMPEKTOpa
LWIKOJBL:

OKasaHHe NOMOLLM AUPEKTOPY B IIAHHPOBAHIH PaGOUEro BpeMEHH.
Tnanuposanue padouero Ats CeKpeTaps.

Opranu3aius TenedOHHbIX Neperoopos AMPEKTOPA WKObI.
Oprauu3auus paboThl ¢ noceTuTeNsIMH B NIPUEMHOI AMpeKTopa.
Opranu3auus NOAroTOBKH MepOMNpHATHI C YHaCTHEM IMPEKTOpA.

OpraHu3aLus HCNONHEHHA PelLeHnii 1 OCYLICCTBIICHUE KOHTPO/IA HCMIONHEHHA TopyyeHHit IMpeKTopa.

Oprauusaumsi W nojjepikanie (QYHKUHOHATLHOTO paGouero npocTpaHcTBa MpHEMHOM W KaGuHeTa
JUPEKTOPA.

CocrasneHue 1 o(opMieHHe YNpaBIeHIeCKOi 10KYMEHTaLMH.
Opraxusatus paboTbl ¢ IOKyMEHTaMH B NpUEMHOMN MPEKTOPA LIKOJIB.
OpraHu3aLus XpaHeHus A0KYMEHTOB.

OBecneueHre AMpeKTopa WKOJbl HHPOPMALIMEH.

Opranuzaums HHGOpPMaLMOHHOTO B3aMMOAEHCTBHS AUPEKTOpa C pabOTHUKAMH.
OpraHu3auus KOMAHAUPOBOK AUPEKTOPA U COTPYAHHKOB.

3. JIoMKHOCTHBIE 00SI3aHHOCTH

CexpeTapb AUPEKTOPA LKONbI BBIMONHAET CIIG/YIOLIME A0MKHOCTHBIC 00513aHHOCTH:
3.1. B pamkax TpyaoBO# (hyHKLMM OKa3aHWs NOMOLUW AHPEKTOPY B MJIAHHPOBAHHH pabouero Bpe

MEHHU:
HH('bOledpyeT JUpeKTOpa IWKOAbI O PErnamMeHTe HaMeYeHHbIX BCTpEH, coBellaHui U 3aceaHui,
neaarortyeckKux COBETOB, 0OLIELIKOMbHBIX H HHBIX Meponpnamﬁ;

NpenynpekiaeT O MPUONIKEHHH BPEMEHH HAMEYEHHbIX MEpOTNpPUATHH, COTACOBbIBACT BPEMEHHBIC
TIJIaHbl;

COrnacoBbIBACT Tenecbounue Neperosopnl € NpeACTABUTENISIMH BBILLIECTOSALLHUX opraHmauuﬁ, C
MONEUUTENAMH, PYKOBOAUTENAMHU HHBIX 06pa303aTeanblx ytlpe>1<)1enuﬁ;
COrJIaCOBBLIBAET BCTPEYH W MEPONPHUATHA C COTPYAHWKAMH  LIKOJIbI H ﬂpOd)COK)Z!HblM KOMHUTETOM,

C
POAUTENSAMH W POAWUTENBCKUM KOMHWTETOM, PYKOBOAWUTEJIAMH METOAUYECKHX OGBCJIHHCHHFI, C COBETOM
Y4aluxcs ¥ MHbIMHK COBETaAMK W KOMMTETAMH LUKOJIbLY

dopMupyeT pe3eps BpeMeHH sl HeNPeABUACHHBIX CUTYyaLUi;

BHOCHT HH()OPMALIMIO B NIAHUPOBILHK (OpraHaiisep).

3.2. B pamkax TpyAOBOH (yHKLMM MIAHHPOBAHHUS pabouero AHsa cekpeTaps:
COTNACOBBIBAET MAHbI C MIAHAMM M CPOKAMK PadOThbl AUPEKTOPA LIKOJbI;
pacnipenenser paGouee Bpems (Ha ACHb, HELENIO, NepereKTuBy);

TNEPEHOCHT HEBBIMONHEHHbIE 3aN/IaHUPOBAHHbIE 3a1aUH;

BBINOJHSAET TUMHYHbIC ©KEAHEBHbIE AeNa;

BbIOMPAET ¥ OPOPMIAET MIAHUPOBLUMK CEKPETAPS;

BEJIeT AHEBHUK (Ha 3NIEKTPOHHOM 1 /Wi ByMaKHOM HOCHTESE).

3.3. B pamMkax Tpy/i0BO# (yHKL¥H OPraHM3aLiu TeNleOHHBIX NEpPeroBOpoB AUPEKTOPa:
BezeT 6asy TeneOHHBIX KOHTAKTOB PYKOBOJAMTEIIS LIKOIbI;

COENMHSAET AUPEKTOPA LUKOJNBI C KOHKPETHBIMU aGOHEHTAMHU;

PErnuCTpUpyeT NOCTYMAIOLIKE B PUEMHYIO Tene()OHHbIE 3BOHKH;

TIepeHANPABISET OTACNbHbIE TENCPOHHDBIC 3BOHKM 3AMECTUTENIAM AUPEKTOPA;

noyuaeT HEOHXOAMMYIO MHPOPMALHMIO U NEPeIaeT CaHKUHOHHPOBAHHYIO uHdopMauuio no tenedouy;
YCTAHAB/MBAET KOHTAKT C COOECEAHWUKOM, MOANEPKUBACT W Pa3BUBACT JCNIOBYIO Geceny B mpolecce
Tene(OHHBIX NepPeroBopoB.

3.4. B pamkax TPyAOBOH (yHKLMH OpraHu3aLuu paboTbl ¢ MOCETHTENAMH B IPUEMHON AMpPEKTOpa:
OpraHM30BBIBAET JIUUHBIH NPHEM MOCETHTENCH TMPEKTOPOM LUKOJIB,

YCTaHAB/MBACT MOPSIOK NPHEMA JUTS PAsHUHbIX KaTeropui noceTuTene;

BeJIeT JKypHAI MPEBAPHTEIbHON 3aNMCH Ha NPHEM, XKYPHAII NOCLCHHH, PErHCTPUPYET MoceTHTeNnek;

CONEHCTBYET ONepaTMBHOMY PAacCMOTPEHHIO kanob, Mpockl W NPEMIOKEHHH COTPYAHMKOB LIKOJBI,
poMHTENEH (3aKOHHBIX MPEACTABUTENEH) 00y HAIOWUXCH, HHbIX NOCeTHTENeH;

OCYIIECTB/ISET MPHEM JIMUHBIX 3asBJCHUA COTPYAHUKOB, OOYHAIOUIMXCA W MX pOAMTENeH (3aKOHHBIX
TpeaCTaBUTENEH);

TOMEYUTESIbCKOrO COBETA, MApPTHEPOB LUKOJIbI K T.AL.;

OpraHW30BLIBAET MpPWEM MPEACTABUTENEH OpraHuzauuii, SBASIOWMXCS wiedamy WKOMbI, UIEHOB
CepBUpYeT uaiinbii (kodeiinblit) cTon B kabuHeTe AUPEKTOpa;




NPUHUMAET Mepbl NO COXPAHEHHIO KOH(uAEHUMATbHOM MHDOPMALKH B XOAC MpHEMa [oceTUTeNeH U UX
HAXOXKAEHUS B NPUEMHOM M KaOMHETe AMPEKTOPA LIKOJIbI.

3.5. B pamkax TpyAoBoit (yHKLMK OPraHK3aLnH MOArOTOBKH MEpOMpHSATHIA ¢ yUacTHEM AMPEKTOpa:
WHQOPMUPYET PABOTHHKOB O HAMEUAIOLUEMCS COBELLIAHHH, NIE/ICOBETE, HHOM MEpOTPHATHH;
NOAFOTABNMBACT W BHIBELUNBAET HA MH(OPMALMOHHbIF CTEH/L OBECTKY A MEPOTPHATHA € yuacTHem
IMPEKTOpa;

TIOMOraeT B MOArOTOBKE J0K/Iaja AUP

eKTOpa WKOJIbI, MPE3CHTaMOHHBIX MaTeprasos;
paccbuiact TIpUriaweHus JIMLAM,

MPUIIALIEHHbIM HA OBLELIKONbHOE MEPOTPHATHE.
3.6. B pamkax TpyaoBoii (yHKUWH OpraHW3aUWH MCTONHCHHA pelueHui, ocyLecT
WCTIONHEHKS TIOPYUEeHHI AUpeKTopa:

[OKYMEHTANLHO OOPMASET PelieHHs AMPEKTOPA LIKOJbI (npukasbi);
JOBOAUT 10 CBEAEHHs PabOTHUKOB 0611e06PA30BATENLHOTO YUPENKIEHHsS NPUKa3bl M pacropHKEHHA
JMPEKTOPA;

BJICHUSI KOHTPOJIA

KOOPAMHHMPYET ACATENLHOCTD MO HCTIONHEHHIO peLueHHit AMpeKTopa;
BEJIET CPOKOBbIH TEKYLWLHUA 1 TpeaynpeauTebHbIi KOHTPOIb;
NPOBEPAET UCTIONHEHHE NIOpYUeHHH AMPeKTopa b YCTAaHOBJIEHHbIH CPOK;
Npenynpexaa

@T COTPYIHMKOB 00 MCTEUEHHH CPOKA HCTIONHEHHS Nopy4eHH#i 1MPeKTOPa;
(UKCUPYET MCTIONHEHNE NOPYUeHHi;

COCTABMAET OTYETbl W AHANUTHUYECKHE CrpaBKH
KOJNbI.

0 BHIMOJHEHMH MOpyueHWi W PELIeHHH AMPeKTOpa
37. B pamkax TpyAOBOW (YHKUMM OpraHW3auMu W MOAACPIKAHHI (pyHKUMOHANBHOTO pabouero
NPOCTPAHCTBA NPUEMHOM M KabuHEeTa IMpeKTopa:
OpraHU30BbIBACT MPUEMHYIO AMPEKTOpa B COOTBETCTBUH C TpeGoBaHUAMH IPTOHOMHKH M KyJIBTypbl
TPYAa;

OCYLIECTBASET KOHTPO/b obecneveHus AUPEKTOpa KaHUSIAPCKUMH NPHHAMIEKHOCTAMH, CPEACTBAMH
OpraHW3aLMOHHOM TEXHHKH;

YX@KHMBAET 32 KOMHATHBIMU PACTEHHSIMHU B NIPHUEMHOH M KabuHETe AMPEKTOPA.

3.8. B pamKax Tpy/IOBO# (yHKLH COCTaBNeHHs 1 OhopMieHHs yNpaBeHYeCKOH J0KYMEHTALMH:
COCTABNSIET TPOEKTHl PACMOPAAUTENbHBIX (MpPHKa3bl, pacrnopsvkeHus) W MHGOPMALMOHHO-CIPABOHDIX
JOKYMEHTOB (Cy>keGHbIE IUCHMA, CTIPABKH, AOKIIAZHBIC 1 cny>KkeGHbIE 3aMHCKH);

COCTABMSAET PA3NMUHBIE MMCbMA, 3aMPOChl, OTOBMT OTBETbI ABTOPAM ofpalenuii 10 MOPYHEHHIO
IMPEKTOpA LKOJIbI

nevaTaer cuykebHbIe JOKYMEHTBI 1 IPYrHe MaTepHabl;
Pa3MHOXKAET CiysKeOHbIE AOKYMEHTbI;

KOHTPONUPYET MPOXOXK/JEHHE NAOKYMEHTOB B LIKO/bL
JOKYMEHTR).

3.9. B pamkax TpyaoBOi QYHKLMH OpraHH3aLuy pab

OTbI C IOKyMEHTaMH B MPHEMHOM:
NONyYaeT, MPEJBAPHTENBHO PACCMATPHBACT W COPTHPYET AOKYMEHTEL,

MOCTyMaloKe B MPHEMHYIO
JMpeKTOpa 00pa3oBaTEeNbHON0 YPEKACHH,
[IOArOTABNMBAET AOKYMEHTbI 1Sl PACCMOTPEHHUS AUPEKTOPOM;
BeJIeT yUeT JIOKyMEHTOB, OCTYMAIOUIMX Ha UMSl AUPEKTOPa LUKOTIET,
B COOTBETCTBMM C YKA3aHWAMM [MPEKTOpa OPraHW3OBBIBACT Mepejady AOKYMEHTOB VICTIONTHUTEISAM
(KOHKPETHBIM COTPY.

ZIHUKAM) 1715 KCTIONB30BaHKs B MPOLIECCE paboTbl 1160 AT TOATOTOBKH OTBETOB;
COCTABASET U MPENOCTABISET B YCTAHOBJICHHbIE CPOKH

(cornacosaune, MoAnucaHue W YTBEPXKACHHE

B OpraH ynpaejenus o0pa3oBaHus CIIMCKH BCeX
J1accOB (KOHTHHIEHTA LIKOJIbI) M CTIMCOK BCeX npenofasatesnel Kakaoro yueGHoro roza;
ore!

PATHBHO BHOCHT TEKyLUME W3MEHEHNUS B COCTAB KOHTHHICHTA yyalmxcs, Nefarornyeck1X 1 Apyrux
paOOTHHKOB LIKOJIbI;

oQopMIseT JINUHbIE fieNa ACTEH, NPUHATBIX Ha 06yuenue B 0011€00pa3oBaTeNbHYIO OPraHH3aLHuio;
BefieT and)aBUTHBIH JKypHAJ BCEX YUALLMXCS;

CO3AAET ¥ BEET 5asy NAHHbIX JOKYMEHTOB, NIPOBOHT HH(OPMAUHMOHHO-CMIPABOUHYIO pabory;
KOHTPOJIMPYET HCMIONHEHHE IOKYMEHTOB H nopyyeHHi AMPEeKTOPa LKObI.

3.10. B pamkax TpyAOBO# (hyHKLMU OpraHU3aUMH XpaHEHH JOKYMEHTOB:
KOPPEKTHPYET HOMEHKJIATYPbI 1e/l CEKPETAps M AMPEKTOPA LKOMbI

dopMupyeT 1 0OPMISET [ieNia NOCTOSHHOTO, A0ATOBPEMEHHONO CPOKOB XpaHEHHS,
MOArOTABINBAET W TIEPENAET IeN1a B APXHB LUIKOJIbL.

3.11. B pamkax TpynoBO# QyHKUUH oBecreueHus AMPEKTOpa LKONbl MHhOpMaumei:
cobupaeT W mepepaGaTbiBaeT  MH(pOpMALHIO, HEOOXOAMMYIO Ul  MPHHATHA ~ OOOCHOBAHHBIX
YNpaB/IeHYECKUX PeLeHHH;




NPOBEPSIET JOCTOBEPHOCTb, MONHOTY M HEMPOTHBOPEUHBOCTL JAHHBIX, uekouaet Ay0nnpoBaHHe
nHdopMaLuu;

NPENIOCTABASET AAHHbIE B SAMHOM H YAOOHOM ISl BOCTIPHATHS opmare;
BbIABNACT HAMGONIEE 3HAUMMBIE KHTEPHH CHCTEMATH3ALIMH HH(OPMALMH A7 CO

3aHus 0a3 JaHHBIX;
dopmupyer u uenonb3yer 6asy AaHHbIX B LIKOBL.
3.12. B pamkax TpynoBo# (yHKUHH OpraHW3auuH HH(OPMALMOHHOTO B3AMMOACHCTBHA AMPEKTOPA C
paboTHHKaMHU:

UHGOPMHPYET PAGOTHHKOB LIKOAbI O PELICHHAX AMPEKTOP, COBCLIAHMIX 3acelaHMsIX, NMefaror
COBETAX W MHBIX MEPONPHATHSX;

MUYECKHX
3HAKOMUT PAGOTHUKOB MO/ MOATMCH C COOTBETCTBYIOLIMMH JOKYMEHTaMH;

OpraHu3oBbIBAET OOMEH uHopMaLKer MEeNY 3aMECTHTEIIMH JMPEKTOpa M MHBIMH JIOMKHOCTHBIMH
NULAMH LIKOSbI

onoBewiaeT paGoTHUKOB O MPEACTOALIMX MEPONIPUATHAX,
BLI3LIBACT COTPYAHMKOB 1 00YUAIOLIMXCS M0 MOPYHEHHIO JIMPEKTOPA;
WHHOPMHUPYET AMPEKTOPA 06 obpatueHHsX COTPYAHHKOB 11O paGoumMM H IMYHBIM BOMPOCAM;

undopmupyet aupekropa o6 obpatenax obyualowuxes, X pouTened (3akoHHBIX npejcTaBuTENeH).
3.13. B pamkax TpynoBo# (GyHKUWK OpraHu3aLiu KOMaHAMPOBOK:

MOATOTABMAMUBAET NPOEKT NpHKa3a 0 Cﬂy)KCGHOﬁ KOMaHIHPOBKE;

BBINMCHIBAET KOMAHAMPOBOUHOE YOCTOBEPEHHE H PErMCTPHPYET €ro MpH HE0OXOAUMOCTH;
TOATOTABAMBAET JOKYMEHTbI K MOC3AKE;

YTOUHSACT Aaty, JIOJDKHOCTH, (bamnnvm B nporpamMMe KOMaHAMPOBKH.

3.14. BoinonHseT pasnuuHble ONepaLuu ¢ HCrob30BaHHEM KOMMBIOTEPHOH TEXHHKH 0 MporpaMmam,
npeaHasHaueHHbiM Ans cGopa, 06padoTky 1 NpeAOCTaBNCHH uHdopmMaLHH.

3.15. OBecneunBaer 3amuTy npas M cBOGOA yuaumxcs, ponuTeneii (3aKOHHBIX npejcTaBuTeNnei),
PaGOTHHMKOB LUKONbI NPU 06pabOTKe MepCOHANbHBIX IAHHBIX.

3.16. Crporo cobnionaet KOH(HAEHUHANBHOCTD NEPCOHATBHBIX JaHHBIX W TpeOOBaHHs MO 3aLUTE H
©e30MacHOCTH TEePCOHANBHBIX JAHHBIX NPH HX obpaboTke,

HeOMyleHHe MX PacrpoCTpPaHeHH oe3
cornacus cyobekTa nepcoHan

LHBIX AAHHBIX WK HAMYKS APYTOTO 3aKOHHOTO OCHOBAHHS.
3.17. Cobniopaer KyabTypy M I3THKY O

GuieHHs C MepcoHaIoM 00pa3oBaTebHOrO yUpEKIEHHS,
06yHAIOLMMUCS | POAMTENAMH (3aKOHHBIMH NPEeACTABUTENAMH), TOCETHTENSMH.
3.18. Crporo cobmozaer npasa H cBoGonbl neteid, comepkauecs B DenepanbHOM 3aKOHE «06
obpazoanuu B Poccuiickort denepauun» 1 Kouserunn OOH o mpasax peGeHka, ABISETCS NPUMEPOM
ANS WKONBbHMKOB.
3.19. UnQopmMupyeT IUpeKTopa, a TpH ero OTCYTCTBHH — [eXKYPHOro aIMMHUCTPATOpa O HECHACTHOM
cnyuae, NPUHAMAET Mepbi N0 OKA3aHHIO MepBOii NOMOLUY NOCTPAAABLINM, BbI30BE CKOpOH MeHLIMHCKOH
TIOMOLUH.

3.20. CoG10aaeT NpaBkia Henonb3osanus cet MuTepHer.

3.21. Ocy1wecTBIseT CBOIO ACATENbHOCTD Ha BLICOKOM npo()ecCHOHAILHOM YPOBHE.
3.22. ObecrneunBaeT COOMIOASHUE YMCTOTEI U MOPAAKA HA CBOCM pabouem mecTe.

3.23. Cexperapb AMPEKTOPA LUKOJbI cOBIIONAET MONMKEHHS TaHHON AOKHOCTHON HHCTPYKUKH, VYcras u
Tlpasuna BHYTPEHHEro TPYAOBOrO pacriopiaka 06pa30BaTeNIbHOr0  YUpeXNACHHS, KOJUIEKTUBHBIH |
TPYHOBO# AOTOBOP, & TAKIKE JIOKANIbHBIC AKTEI 1 npUKasbl pyKOBOAHTENA.

3.24. TIpoXOAUT B YCTAaHOBJICHHOM sakoHopatenbeTBoM Poccuiickor dDeaepauuu mopaake ofyueHue 1
TNIPOBEPKY 3HAHMH M HABBIKOB B 06/1acTH OXPaHbl TPYAA, HHCTPYKTOKH MO OXpaHe Tpyna TNOKapHOM
6€30MacHOCTH.

325. Cobmionaer rnpaBuia OXpaHbl TPYAa, MOKAPHOH W 9NEKTPOGEe30NacHOCTH, CaHWTApHO-
PHFHEHHUECKME HOPMBI M TpeGOBaHus, TPYAOBYIO AMCLMIIKHY HA paGouem MecTe W pexxum paboTbl,
YCTAHOBJIEHHBIH B LIKOJIBI.
3.26. Tleprosrueckd MNPOXOAWT GecrinaTHble M€

MUMHCKHE 00CIeNoBaHus, TMOBBILIAET CBOIO
TpodecCHOHANbHYIO KOMTIETEHLIMIO.

3.27. He uCnonb3yeT HeucnpasHyio meGenb, 31eKTPOOGOPYAOBAHHE, HEKTPONPHEOPDI, KOMMBIOTEPHYIO
1 MHYIO OPITeXHHUKY WiM 000pynoBaHue u MeGenb ¢ SIBHBIMM NPU3HAKAMH MOBPEXKICHHUS, HE KYPHT B
NOMELUEHHUAX W HA TEPPUTOPHH LIKOJIBL.

4. Tlpasa

CeKpeTapb AMPEKTOPa LIKOIbI HMEET MpaBo:




4.1. Tlonyuath MHQOPMALMIO, B TOM uHCie M KOH(UACHUHATbHYIO, B 00bEME, HeoOXOMMOM  JUIsl
peLIeHHA NOCTABACHHBIX 3a/a4.

4.2, 3anpaWMBATL NMYHO WAW N0 TOPYHEHHIO AMPEKTOpa OT PaGOTHHMKOB WIKOMbI uH(opMmaLuio 1
JOKYMEHTbI, HCOOXOAMMBIE 15l BbINONHEHHUS €r0 A0JIKHOCTHBIX 06s13aHHOCTEH.

43. TpeGoBaTb OT AAMWHWUCTPALWM LIKOJbI CO3JAHHMA ONTUMAIBHBIX yC/IOBHH JUISl BBITIOJIHEHHS
cnykeOHbIX  00f3aHHOCTEH M COXPAHHOCTH BCEX  AOKYMCHTOB, oBpasylolMXcsl B pe3ysibTare
JEATENBHOCTH CeKpeTaps.

4.4, TlpuHUMATb PelLeHws B IPEeNaX CBOCH KOMMETEHUHH.

4.5. Ha MaTepHasbHO-TEXHHUECKHUE YC/IOBUS, TPEOYEMbIe Uil BLIMONHCHHA JOMDKHOCTHBIX 00s13aHHOCTEH

cekpetaps, Ha obecrievenve palouero MeCTa, COOTBETCTBYIOLIETO rOCY/apCTBEHHBIM HOPMATHBHbIM

TpeQoBaHUAM OXpaHbl TpyAa H noskapHoli Ge30MacHoCTH, a TaKke yCJIOBUIM, TpeyCMOTPEHHBIM
KonnexkTusHbIM A0rOBOPOM.

4.6. 3HAKOMWTBCS C NPOGKTAMH PELICHHH JMPEKTOPa, OTHOCSILUMXCA K €ro npotbeccuonanbuoﬁ
JEATENLHOCTH, C Kanobamu U APYrMMH AOKYMEHTaMH, cofiepIKALLMMH OLEHKY ero paGoThi, faBaTh MO
HUM OObACHEHUS.

4.7. nPeIlOCTaBMTb JIMPEKTOpY Ha paccmoTpeHne NpeIoKEHUA no ynqueﬂmo J1eaTe/IbHOCTH LLIKOJIbl H

YCOBEPUICHCTBOBAHHIO crnocofoB pa60Tbl 10 BOMpocam, OTHOCALLUMCS K KOMTMETEeHLHH cekperaps.

4.8. YuacTeoBaTh B paboTe OPraHoB caMoynpas/ieHns A0UKONbHBIM 06pa3oBaTe/bHbIM YUPERICHHEM, B
paGote owero coGpauus pabOTHUKOB,

B 06cy>1<11em4u BOIPOCOB, KacaroLUXCs UCIOJIHACMBIX
CeKpeTapem JNOHKHOCTHBIX 00s3aHHOCTEN.

49. Ha MOpanbHOE M MaTepHalibHOE MOOLIPCHHE,

NEATeNbHOCTH, HA COLMaIbHbIC TapaHTHH,
depepaumu.

4.10. Ha sawury cBOeil mnpodeccHoHaNbHOH yecTd H nocrouncrsa. Ha KOH(MAEHUMATbHOCTb
cnyxeGHOrO  paccnefioBanus, Kpome crytaes, Npe/lyCMOTPEHHBIX 3aKOHOAATE/ILCTBOM PoccuiickoH
Oenepauru.

4.11. 3auuiaTh CBOM HHTEPECHI CAMOCTOATEILHO Ww/uau yepe3 NpeCTaBUTENs, B TOM HCIC ajBoKara, B
cnyuae AMCLMIIMHAPHOrO I cnyskeBHOTO paccniefioBaus, KoTopoe CBSI3AHO C HApyLICHHEM
CeKpeTapeM HOPM NPOhECCHOHANLHOH STHKH.

4.12. Cexperapb AMpeKTOpa LIKOMbI HMEET HHbIC npasa, MpeayCMOTPEHHbIC TpynosbiM Kopekcom
Poccuiickoit Penepatuy, YCTaBoM,

KonneKTHBHbIM A0roBopoM, IpaBuiaMi BHYTPEHHETO TPYLOBOTO
pacrnopsiaika WKOJbl.

HArpaKASHHA MO pe3y/bTaTaM npodeccHoHanbHOU
Npe/lyCMOTpeHHbIE  3aKOHOAATELCTEOM Poccuiickoit

5. OTBETCTBEHHOCTb

5.1. B npeayCMOTPEHHOM 3aKOHOAATE/BCTBOM Poccuiickoli deaepauny nopsaake cekperapb AUpeKkTopa
LLIKOJTbI HECET OTBETCTBEHHOCTD 3%

HeMpaBOMEPHOE HCTIONbB3O0B

aHKe NPeNOCTABNEHHbIX NOMKHOCTHOM WHCTpYKUMEH MpaB 1 NMONHOMOUHH, 2
TaKkKe UCTIONB30BAHUE UX B JIMUHbBIX LEMAX]

pasriauienue KOH(MIEHUHANBHOH HH(OPMALMK, MOJIyUeHHOMN B Pe3y/IbTaTe BBINOIHEHHS AOMKHOCTHBIX
06A3aHHOCTEHN, MEPCOHANBHBIX JaHHBIX COTPYAHWKOB, oByualoWyXxesl M MX POAMTENeH (3aKOHHBIX
TIPEACTABUTENEH);

JIOCTOBEPHOCTb MpPEeAOCT

aBseMOi MH(OPMALKMU AUPEKTOPY, €¢ CBOEBPEMEHHYIO TIOATOTOBKY;
HeoKa3aHHe WM HECBO

€BPEMEHHOEC OKa3aHWe nepaoﬁ MOMOLUM TMOCTpajaBLeMy, HE CBOEBPEMEHHOC
H3BelleHHe UK CKPbITHE OT JWPEKTOpPa IKOJIbI HECYacTHOro ciy4as;

HecoOMIoieHHe MHCTPYKLMH M0 OXpaHe Tpyaa 1 noXxapHoi 6€30MacHOCTH;
HapylueH1e Mnopsaaka JeHcTBMI B Clyuae BO3HWKHOBEHWS upe3BbIYAMHONM CHUTYaUMH W 3BAKyalUWH B
0611e06pa3oBaTeNbHOM YUPEIHACHHH.

572. 3a HEWCrOJIHEHHEe HWIIK Hapy
YCTAHOBJIEHHBIX JIOJDKHOCTHOH  WH Verasa u [lpaBun BHYTpEHHEro
TPYROBOTO pacropsiaka, 3aKOHHbIX pacniopskeHuii PyKOBOAWTENS M MHBIX JIOKAJIbHBIX HOPMATHBHbIX
aKTOB, PaGOTHMK TOJBEPraeTCs AMCUHMAMHAPHOMY B3bICKAHHIO cornacHo cratbe 192 Tpynosoro
Konekca Poccuiickoit deaepauuu.

3a rpyGoe HapylieHue TPYHOBbIX OOs3aHHOCTEH B KauecTse
JMCLMMIUHAPHOrO HAKA3aHHUs MOXKET ObITh NPUMEHEHO YBOJIbHEHHE.

lieHue 6€3  YBMKUTENBHBIX MPHUMH CBOMX OOSI3aHHOCTEH,
cTpyKuMel CeKpeTaps LIKOJibl,

5.3. 3a UCMoab30BAHKE, B TOM HMCIC OIHOKPATHO, METOAOB BOCMHUTAHUS, BKIIIOYAIOUWHX (1)“3”'{60!(06 H
(H.ﬂlrl) MICUXOJNOrMUEcKoe Hacuiaue Haj JIKYHOCTBIO 06yqa|0u1eroc>1, a TaKKe 3a COBEPUIECHUE HHOro




aMOPABLHOTO TPOCTYNKA CEKPETaphb MOKET GbITh OCBOGONIEH OT 3AHUMAEMOli J0JIKHOCTH corjiacHo

Tpynosomy KonSKcy Poccuiickoit denepaumu. YBojbHeHHe 32 JaHHbIH POCTYNOK He ABACTCA Mepoil
AMCUMIIIMHAPHOH OTBETCTBEHHOCTH.

5.4. 3a necobnmoaenue npasun 1 TpebOBaHHit OXpabl TPyAa H novkapHoii 0e30MacHoCTH, CaHHTapHO-
FUCHEHUYECKHX TIPaBMIl M HOPM CEKPETapb rpuBleKaeTes K A/IMHHHCTPATHBHOT OTBETCTBEHHOCTH B
NopAAKE W B CAyuasx, MNPeayCMOTPEHHbIX AAMHHHCTPATHBHBIM 3aKOHOATENBCTBOM Poceuiickoit
Denepauu.

5.5. 3a npaBoHapyLieHWs, COBEpLICHHbIE B MNpPOLECCE OCYILECTB/IEHHs TPYAOBBIX yHKumi Hecer

OTBETCTBEHHOCTb B Mpepesnax, OrnpeAeneHHbIX aZIMHHHUCTPATHBHBIM, yrosioBHbIM  H rpaKIaHCKHM
sakoHopnatenseTBoM Poceuiickoit deaepauuu.

6. B3aumooTHoweHus. Cpsizu 10 A0/DKHOCTH

6.1. Cexperapb MPEKTOPA LWKOAbI BBIMNOTHACT paboty cor/iacHo rpaduKy, COCTABJIGHHOMY C Y4€TOM 40-
yacoBo paboueit Hepenu.

6.2. Cekperapb CaMOCTOATE/LHO ~TUIAHMPYET —CB
COTNIACOBBLIBAETCS HEMOCPEACTBEHHO C AMPEKTOPOM.
6.3. TlonyuaeT OT MPEKTOpa KOAbI HHPOPMALHIO HOP

6.4. OGMenuBaeTcs MHpopmauueii no BONpocam, OTHOCALLMMCS K €0 JIEATEIbHOCTH, © aIMMHHCTpALIEH

W COTPYAHMKAMH LUIKOJIbI, uHpopmupyer ux 0 pelueHusaX AUpeKTopd, coBellaHuaX M 3acelaHuAX,
T1eArOrMUECKHX COBETAX W MHBIX MEPONPHATHAX.

6.5. Bospems coobuiaeT AMPeKTOpYy 06 uHdOpMALIKK, IPUKA3AX, pacropsmKeHHsX H MHOIT IOKyMEHTaLUH,

NOCTYNMBWEH MO MIEKTPOHHOH  MOUTE, uHGOpMUpYeT O HAMEUCHHDIX peTpeuax, COBeL@HHAX H
3acefaHuaX, HHbIX MEPOTIPHATHAX.

6.6. CooOluaer AupekTopy H €ro samecTHTENAM  MHOPMALHIO, foyueHHylo Ha coBeLUaHHusAX,
CeMUHapaX, HEMOCPE/CTBEHHO nocne e NOJyUeHHS.

oo nesTenbHocTb, ILiaH paGoThl CceKpeTapd

MaTHBHO-npaBOBOFO xapamepa.

6.7. Vingopmupyer aupekropa o BO3HUKLIMX TPYAHOCTAX H npobnemax B paGore, 0 HejoCTATKAX B
obecnieuenuy TpeGOBaHMiA OXpaHbl TpyAd H nokapHoi 0€e30MacHoCTH. BrocuT MpealoKeHus o
YCTPAHEHHUIO HEIOCTATKOB, 1O ONTHMM3ALMHU CBOEH AeATENILHOCTH.

6.8. VInopMupyeT 3aMeCTHTEN JMpeKTopa o anMMHMCTpaTMBHo-xomﬁcmeHHoﬁ yacTH O HEJoCTaTKax

B KAHLENAPCKUX MPUHAMIEKHOCTAX, Gymare W MHBIX PacXOAHBIX marepuaiax, 0 MojomKax mebenu u
OprTEXHHUKH, B 31eKTpO0BOPYROBAHKH, BOAOMPOBOAHON H OTOMMTENLHOM CHCTEMAX.

6.9. Bo BpeMsi OTCYTCTBMs cekperaps e€ro 06SI3aHHOCTH  BHIMONHAET COTPYAHHK, MMeEIOLHH  BCE
TpeGylowuecs NPOPecCHOHANbHbIC 3HAHMS, YMEHHs M HABbIKH, HA3HAYEHHDIH MPHKA30M AMPEKTOpa.
JlaHHbBIA COTPYAHHK npuofpeTaeT COOTBETCTBYIOUME Mpasa W HeceT MOJHYIO OTBETCTBEHHOCTb 32
KaueCTBEHHOE BHITIONHEHHE BO3NIOWKEHHBIX Ha HETO 00s13aHHOCTEH.

7. 3aK/IIOUNTENbHbIE MOJNOKEHNA

7.1. O3nakomseHue pabOTHHKA C HACTOALLEH NOMKHOCTHOM MHCTPYKUHEH OCYLIeCTBAACTCS npy npueMe
Ha paboTy (10 MOANMCAHHA TPYAOBOTO J0roBOpa).

7.2. OnuH 3K3eMmIip JOJKHOCTHOH MHCTPYKUMH HAXOAHTCA Y JMpeKTOpa LIKOJIbI,

BTOPOH — Yy
COTPYAHHKA.
7.3. (akT O3HAKOMJICHWs CEeKpeTaps AMpeKTopa LKOoMbl C HacTosielt [OMKHOCTHOM HMHCTpYKUMCH
TOATBEPIK/IA!

ercsl NMOAMUCHIO B IK3EMIUIAPE WHCTPYKLUHH, XpaHawemes y JUpeKTOpa LIKOJIBbI, @ TAKKE B
JKypHase 03HAKOMJICHUA C JIO/HDKHOCTHBIMH WHCTPYKUHAMH.

C MHCTpYKIHMEH 03HAKOMIICH
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