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JIOJIKHOCTHASI HHCTPYKIMS CeKpeTapsi

1. O0mue moJioKeHust

1.1. Hacrosimas AO0MKHOCTHAsE MHCTPYKIMS pa3paboTaHa B COOTBETCTBUU C
[IpodeccuonanbubiMm ctanaaprom: 07.002 «Croernuanuct mo opraHu3aluoOHHOMY U
JOKYMEHTAIIMOHHOMY OO€CTICYEHUIO YMPABJICHUSI OpraHu3aluen», yTBEPKIACHHBIM
NpuKa3oM MUHUCTEPCTBA TpyJa M COUMaIbHOM 3ammThl Poccuiickon denepanun
Ne333n ot 15 wmrons 2020 roma; ¢ yuerom dDenepanpHoro 3akoHa Ne273-D3 ot
29.12.2012r «O6 o6pazoBannu B Poccuiickoii deaeparum» B peJakiuuu ot 25 uroms
2022 rtoma; CII 2.4.3648-20 «CaHUTapHO-3MTUIEMHOJIOTHIYCCKHE TpeOOBaHUSI K
OpraHu3alysIM BOCIIUTAHUS U OOy4YEeHUs, OT/bIXa U O3J0POBJICHUS IETEI»; a TaKKe
B COOTBEeTCTBUM C TpynoBbiM kojekcoM Poccuiickont ®enepanuu, YCTaBoM H
JPYTUMU HOPMATHUBHBIMH aKTaMU, PETYIUPYIOMIMMHA TPYJAOBbIE OTHOIIEHUS MEXY
pabOTHUKOM U pabOTOAATEIIEM.

1.2. JlanHass WHCTPYKIMS OMpeNesieT TNepeueHb TPYAOBBIX (QYHKIUNA U
0o0s3aHHOCTEM  cekperapsi, a TakkKe €ero IpaBa, OTBETCTBEHHOCTb W
B3aMMOOTHOIICHHS 10 JOJKHOCTH B KOJIJIEKTUBE 00pa30BaTEILHOM OpraHU3aIiy.
1.3. Cekperapp Ha3Ha4aeTCsI U OCBOOOKAACTCS OT TOJHDKHOCTHU MPUKA30M JTUPEKTOPA
0011e00pa3oBaTeIbHOM  OpraHM3allMd B TOPSJIKE, YCTAaHOBJIEHHOM TpyJOBBIM
kogekcoM Poccuiickoii denepanuu M TPYJIOBBIM JOTOBOPOM (KOHTPAKTOM) C
PabOTHUKOM.

1.4. Ha BpemMs oOTHycka W BPEMEHHOM HETPYJOCIOCOOHOCTH CEKpeTapsi ero
00S3aHHOCTH MOTYT OBITh BO3JIOKEHbl Ha JEJIONMPOU3BOJIUTENS WA JAPYroro
COTpyJIHUKA 00I11e00pa30BaTeIbHOM OpraHu3aluu. BpeMeHHOe HCIOJIHCHUE
00s13aHHOCTEH B JAHHBIX CIy4YasX OCYIICCTBISICTCS COTJIACHO MPUKA3y IUPEKTOPA,
M3IaHHOTO ¢ coOmomenueMm TpeboBanuit TpymoBoro komekca Poccwuiickoit

denepanum.
1.5. Ha no/kHOCTE cekpeTraps MpUHUMAETCS JIUIIO:
* UWMEWIIee BbICIIee oOpa3oBaHMe - OakajgaBpuaT WM  CpPEIHEe

npodeccruonansHoe 00pa3oBaHKe MO MPOrPAMME IMOATOTOBKH CIICIIHAIMCTOB
CpEIHEeT0 3BEHa, JIOTIOJIHUTENIbHOE PO ECCHOHATLHOE 00pa30BaHue;



* C  ONBITOM  BBHIIOJHEHWs  pabOT  [O  OpPraHU3alMOHHOMY U
JOKYMEHTAllMOHHOMY OOECIEUEHUIO JIEATEIbHOCTH PYKOBOAMUTENS MPU
CpeaHeM NpoQeccCHOHAIBHOM 00pa30BaHUU HE MEHEE JIBYX JIET;

* COOTBETCTBYIOLIEE TpeOOBaHUM, KACAFOLINMCS IPOX 0K ICHHUS
peIBapUTENbHOr0 (MpU MNOCTYIUIEHUHM Ha paboTy) M NEPUOAMYECKHUX
MEJUIMHCKUX OCMOTPOB, BHEOYEPEIHBIX MEIULIHMHCKUX OCMOTPOB IO
HalpaBJeHUI0  paboromartens, TPO(PECCHOHATBLHON  TUTHEHHYECKOU
MOATOTOBKHU M arrectanuu (mpu npruemMe Ha padoTy U naiiee He pexe 1 paza
B 2 rojia), BaKIIMHAIMH, & TAKXKXE UMEIOLIEE JTUYHYIO MEJUIUHCKYIO KHHKKY
C pe3yJapTaTaMd  MEAMIMHCKHX  OOCJIEeIOBaHWA W  JIaDOPATOPHBIX
UCCIIETIOBaHUM, CBEICHUSMU O MPUBUBKAX, MEPEHECEHHBIX MH(PEKINOHHBIX
3a00JIeBaHUSAX, O NPOXOXKIECHUU MNPOPECCHOHATBHON T'MTMEHUYECKON
MOJATOTOBKH U aTTECTAIIMH C IOITYCKOM K paldoTe;

* HE UMEIOIIEEe OPAaHUYECHUN Ha 3aHATHE TPYIOBOM IESITENBHOCTHIO B cdepe
oOpa3oBaHus, W3JIOKEHHBIX B crathe 351.1 «OrpanuueHus Ha 3aHSATHE
TPYIOBOM JEATEIbHOCTBIO B cepe 00pa3oBaHUsA, BOCIMTAHUS, Pa3BUTHS
HECOBEPIICHHOJETHUX, OPraHu3alMyd UX OTAbIXa U  03J0POBJICHUSA,
MEAMIMHCKOIO OO0ECHeueHusl, COLMAJIBHOW 3alIMThl W  COLMAIBHOTO
oOciykuBaHUs, B cQepe JETCKO-IOHOIIECKOTO CIOpTa, KYyJIbTYpbl H
UCKYCCTBA C YYacTHEM HECOBEPIICHHOJETHUX» TpydoBOro Kojekca
Poccuiickon ®@enepanum.

1.6. Cekperapp MOAUMHSAETCSI HEMOCPEACTBEHHO AUPEKTOPY 00I1e00pa3oBaTeIbHOM
OpraHu3aLMH.

1.7. B cBoell [eATeNbHOCTH CEKpeTapb pyKoBoJcTByeTcss KoHcTUTyuuen u
3akoHamu  Poccuiickon ~ ®enepaumu, ykazamu [IpesupeHrta, pemeHusAMH
[IpaButenscTBa Poccuiickoit denepanyivi 1 OpraHoB yIpaBieHUs: 00pa30BaHUs BCEX
YPOBHEW IO BOIPOCAM, KAaCalIIMMCS €ro TPYIOBOH AEATEIBHOCTH, TPYIOBBIM
JOTOBOPOM MEXJIy paOOTHUKOM U pyKOBOJAWTENEM. Takxke, ceKperapb IUpeKTopa
PYKOBOJICTBYETCS:

* AJMUHUCTPATUBHBIM, TPYAOBBIM M XO3AWCTBEHHBIM 3aKOHOJATEIHCTBOM
Poccuiickon ®@enepanuy;

« CII 243648-20 «CaHuTapHO-3IUAEMHOJIOTUYECKHE TpeOOBaHUA K
OpraHu3alysM BOCIUTAHUS U O0yUYEHHUs, OTAbIXa U O3JOPOBJICHUS JETEH U
MOJIOAEKI;

* OepnepanbHbiM  3akoHOM Ne273-O3 «0O6 ob6pa3zoBanuun B Poccuiickoi
Denepanumny;

* TIOCTaHOBJICHUSIMH, PACTIOPSDKEHUSIMU, IPUKA3aMH U UHBIMU PYKOBOIAIIUMU
U HOPMATHBHBIMM  JIOKYMEHTAMH,  OTHOCSUIMMHUCS K  BEICHUIO
JIeI0NPOU3BOICTRA,;

* CcTaHJapTamMu YHUPUIIMPOBAHHOU CUCTEMBI OpraHu3allOHHO-
pacnopsaIuTENbHON JOKyMEHTALUY;

* mpaBwiaMu opdorpapuu U MyHKTYalUH;

* mpaBujaMu pabOThl HA KOMIIBIOTEPE U HHOM OPITEXHUKHU;

* [paBWJaMU M HOPMAaMH OXpaHbl TPyJa, MPOU3BOACTBEHHON CaHUTApUU H
MOKapHOH 0€30MacHOCTH;



KouBeHniueii o mpaBax peGeHka.
YcraBoM M JIOKaNbHBIMU aKTamMH, B TOM 4yucie [IpaBuiiamu BHYTpEHHETO
TPYJIOBOTO paclopsiaKa, MPUKa3aMHU U PACTIOPSHKEHUSIMU JUPEKTOPA IIKOJIBI.

1.8. Cekperapb O1OJKEH 3HATH:

BU/JIbI IOKYMEHTOB, UX Ha3HAUYCHHUE,

BU/JIbI HOMEHKJIATYp, 00II1e TpeOOBaHUS K HOMEHKIIAType JIe;
rpaMMaTHYECKUE TIPABIIIA PYCCKOTO SI3BIKA;

JEHCTBYIONIME TIPABOBBIC AKThI, HOPMATHBHO-METOJMYECKHE JTOKYMEHTHI,
TOCYJapCTBECHHBIC CTaHAApTHI, OTIPEIEISIONTNE TTOPSIJIOK
JTOKyMEHTAITMOHHOTO 00ECTICUCHHUSI YIIPABICHUS,

JIEJIOBOM MPOTOKOJ;

WHCTPYKIIUU TI0 JCIOMPOU3BOACTBY M APYTHM JIOKAIBHBIM HOPMATHUBHBIM
aKTaM, YCTaHABIMBAIOIINM TIOPSJIOK peaJu3alid  YIPaBICHYCCKUAX
nponenyp,

WMCTOYHUKH YTIPaBIEHYECKON NH(POpMAIINH,

KJaccu(ukauo ynpaBlieHYeCKOW HH(OpMAIlUU, BHUABI YIPABICHUECKOU
uHbopmaIuuy,

KOMILJIEKC OPTaHU3aIMOHHO-TEXHUYECKUX MEPOIPHUATUN IO MOATOTOBKE U
MIPOBE/ICHUIO COBEIIAHUM U MTEPErOBOPOB,;

METOJMKY 0TOOpa UCTOYHUKOB MH(OpMaIINH,

MeToIbl 00paboTKM wuWH(OpMaAIMM ¢ NPUMEHEHHEM COBPEMEHHBIX
TEXHUYECKUX CPEJCTB KOMMYHHUKAITUI ¥ CBSI3H, BRIYUCITHTCIIBHON TEXHUKHU;
HOPMATHBHBIC TPABOBBIC AaKThI, HOPMATHBHO-METOAUYECCKHE JTOKYMEHTHI,
TOCyJapCTBECHHBIC CTaHAAPTHI, OTIPEIETISIONTUE TTOPSIJTOK
JTOKyMEHTAITMOHHOTO 00CCTICUCHHMSI YITPaBICHUS;

oOuue TpeOOBaHUS K CPOKAM HCIOJHEHHS JTOKYMEHTOB M KOHTPOJbHBIM
(GYHKITUSAM CITYKOBI TOKYMEHTAITMOHHOTO 00CCIICUeHNS;

OCHOBBI aJIMMHHCTPATUBHOTO TIpaBa M TPYJOBOTO 3aKOHOJIATEIhCTBA
Poccuiickon ®@enepannu;

OCHOBBI JIJOKYMEHTHOMW JIMHT BUCTHKH;

OCHOBBI TPaBWJIILHOW OpTraHM3allMU TPyJa U METOJbl TMOBBIIMICHUS €ro
3¢ (HEKTUBHOCTH;

OCHOBBHI YIIPaBJICHUS BPEMCHEM;

0coOeHHOCTH O(OpMIIEHUS TIIIAHUPOBILIMKA (HA 3JIEKTPOHHOM U OyMa)KHOM
HOCHUTEJISX);

ocoOeHHOCTH  (QopMupoBaHUsT 0a3 JaHHBIX B  00pa3oBaTEIHLHOM
YUPEIKICHUY;

nopsiIok  opopMIICHHS JOKYMEHTOB IS KOMAHIUPOBKH W OTYETHBIX
JIOKyMEHTOB 110 KOMaHIUPOBKaM PaOOTHHUKOB IIIKOJIBI;

MOPSIJIOK PabOTHI C TOKyMEHTAMH, CXEMbI JJOKYMEHTO000POTa;

nopsiiok popmupoBanusi 1 opopMIICHUS AL,

mpaBuia BEIEHUS, TOJATOTOBKM W O(GOpPMIICHHS MPOTOKOJIA U JAPYTHX
JIOKyMEHTOB, CO3/1aBaéMbIX B TIPOIIECCE MOATOTOBKM COBEHIAHWUN TIPH
TTUPEKTOPE;

MpaBuJjia BhIJIAYM U HUCTIOJIB30BAHMS IOKYMEHTOB U3 CPOPMUPOBAHHBIX JET;



npaBuia JIeJI0BOro OOIIeHUs, 1eJI0BOTO ATUKETA,;

npaBuia JOKYMEHTAIIMOHHOTO obecrieueHus NEeSITEbHOCTH
o011eo0pa3oBaTeNbHON OpraHu3alliy;

npaBuia 3alIUThl KOH(UIEeHIIMATbHON HHGOpMALINH;

npaBuia OpraHu3ali KOHTPOJIA HUCIHOJHEHUS JOKYMEHTOB U THUIIOBbBIE
CPOKH UCTIOJTHEHUS JOKYMEHTOB;

IpaBuJia OPraHU3aliy MprUeMa MOCETUTENCH B IIKOJIE;

npaBWia TMOATOTOBKM W TMEpeAayd Jel B apXuB 00pa3oBaTEIbHOMN
OpraHU3aIlNH;

npaBuia MOACPKAHUS U PA3BUTHSI MEKIIMIHOCTHBIX OTHOIIICHUH;

IpaBuJjIa MOAIUCAHUS U YTBEPKICHUS JOKYMEHTOB,

npaBuiaa paboOThl € BXOMMNIMMH, HWCXOMSIIUMH W  BHYTPEHHUMU
JIOKyMEHTaMU,;

paBujia peyeBOro ITUKETA,;

mpaBuja CEPBUPOBKM YalHOTO (Ko(elHoro) crona, MPUTOTOBICHUS U
MO/Ia4¥ TOPSYUX HAIUTKOB,;

IpaBujia COrIACOBAHMSI JIOKYMEHTOB IIKOJIbI (BHYTPEHHETO W BHEIIIHETO);
MpaBuja COCTABJICHUS] aHATUTHYECKUX CIPABOK MO KOHTPOJIO HCTIOIHEHUS
JIOKYMEHTOB;

MpaBWjia COCTaBJCHUS U OGOpPMIICHUS HHPOPMAIMOHHO-CITPABOYHBIX,
YIPABJICHUYECKUX JOKYMEHTOB H CITy>KEOHBIX ITHCEM;

nmpaBuja COCTaBJICHUS  OPraHW3allMOHHBIX  JIOKYMEHTOB  (TIPHKAa30B,
TIOJIOXKCHUN, HHCTPYKITUH );

nmpaBuja  YCTAaHOBJICHWS  KOHTAaKTa, TMOJJACPXAHUS W Pa3BUTHA
MEXJTMIHOCTHBIX OTHOIIICHUH;

npaBWJia XpaHEHUs JeNl, TpPUKa3oB, B TOM YHCIE JOKYMEHTOB
OTPaHUYEHHOTO JIOCTYTIA;

MIPaBOBBIE OCHOBBI YIIPaBIEHUS (OCHOBBI aJIMUHUCTPATUBHOTO, TPYAOBOTO U
IPaXKJIaHCKOTO MPaBa);

MPUHITUIIBI U TIpaBUJIa TNIAHUPOBAHUS pab0vYero BpeMeHHU;

MPUHITUIBL, CIIOCOObI MHGOPMHUPOBAHMS PaOOTHUKOB 00pa30BaTEIIBHOTO
YUPEKICHUS,

PYKOBOJSIIIIMIA COCTAB IIKOJIBI M €€ MOApa3IeICHUN;

CHCTEMBI DJIEKTPOHHOTO IOKyMEHTOO00pOTa;

COBpEMEHHBIC HH(DOPMAITMOHHBIC TEXHOJOTUH PAOOTHI C TOKYMEHTAMHU
COCTaB OpPTaHU3ALMOHHON TEXHUKH, €€ YCTPOMCTBO U MOPSIOK PabOThHI C
HEew;

crieiupuKy OCHOBHOM JIEATEIIBHOCTH 0011e00pa30BaTeIbHON OpraHU3allNH;
CTaHJApPThl K PEKOMEH AN TT0 000PYA0BAHUIO TTOMEIICHHS TTPHEMHOMM;
CTPYKTYpPY IIKOJIbI, TOPSAOK B3aUMOJCUCTBUS TMOAPA3NCICHUN U CITYXKO,
pacnpeneneHue GyHKINA MEXKTY CTPYKTYPHBIMU MOAPA3ICIICHUSIMH;
byHKIMK, 3amadn  00mMEe00pa3oBaTEIbHON OpraHU3alluh, €€ CBSI3H 110
BEPTUKAJI U TOPU3OHTAIIH;

HAIMpaBJICHUS JIESITEILHOCTH INKOJBI W KOMIIETCHIIMH CTPYKTYPHBIX
MO/Ipa3/ieTICHU i M TOJDKHOCTHBIX JIHII,



oOpa3upl MOJAMUCEH JUIl, UMEIOIIUX TPABO IOIIUCAHUS U YTBEPKIACHUS
JIOKYMEHTOB, i OTPaHUYEHUS UX 30H OTBETCTBCHHOCTH;

TeaeOHHBIC KOHTAKTHI TUPEKTOPA MIKOJIHI;

TpeOOBaHMS OXpaHBl TPYJa, MPOU3BOJCTBCHHOW CAaHUTAPUH, II0KAPHOM
0€e30I1aCHOCTH;

TpeOOBaHMS, TPEIbABIICMbIE K JOKYMEHTaM B  COOTBETCTBUHU C
HOPMAaTUBHBIMHM aKTaMH M TOCYJapCTBCHHBIMH CTaHIapPTAMU,

TpeOOBaHMUSI, MPEIBIBIIEMBIC K YIIPAaBIICHUCCKON HH(DOpMAIIHH,

(dbopMBI TIPETOCTaBICHUS yIPABICHYECKON HH(DOpMAIuy;

(GYHKIIUM CaMOMEHEKMCHTA,;

ATUKY JICIOBOTO OOIIEHUS, dITHKET.

1.9. Cekperaps JIODKEH YMETh:

aHAIIM3UPOBATh MPUYUHBI HEBBITIOJIHEHUS 3a71a4;

BECTU U HCIOJIb30BaTh B paboTe 0a3y MaHHBIX Tele(OHHBIX KOHTAKTOB
JUPEKTOpa LLIKOJIBI,

BECTU CPOKOBYIO KapTOTEKY;

BECTU YYETHbIE pPETUCTPALMOHHbIE (OPMBI, HCHOJIB30BAaTh HUX IS
UH(POPMAIIMOHHON PabOTHI U pabOThI IO KOHTPOJIO UCIIOTHEHUS PELICHUH U
IPUKa30B AUPEKTOpa 00LIe00pa30BaTEILHON OpraHU3aluiy;

BHOCUTh W OTCIICKUBATh MH(GOPMAIIUIO HA JIEKTPOHHOM WU/WJIM OyMakHOM
HOCHTETIC,

BBIOMPATh ONTUMAaJbHBIE CIIOCOOBI MHPOPMUPOBAHUS PAOOTHUKOB IIKOJIBI,
oOyyarommxcsi UM UX  pojauTesied  (3aKOHHBIX  MpeJCTaBUTENCH),
BBIIIECTOSIIIINE OPTAHU3AINH O TUNIAHUPYEMBIX MEPOTPUATHSAX;

BBIOMPATH ONTUMAJIBHBIA PUTM PaOOTHI;

JOKYMEHTHUPOBATh Pa3HbIE dTambl MPOLEAYpPhl MOATOTOBKA M TPOBEIACHHUS
COBEIIaHU,

HCII0JIb30BaTh COBPEMEHHBIE CpeNICTBA cOopa M 0O0pabOTKU KOHTPOJBHOMN
uHdopmanuy;

UCIOJIb30BaTh COBPEMEHHbIE TEXHOJIOTHU cOOpa U nepenadu uHpopmanuu;
UCIIOJIb30BaTh CIPAaBOYHbBIE MIPABOBBIE CUCTEMBI;

UCIIONIb30BaTh CpEACTBA KOMMYHMKAIMM U1 Tepefadyd MOpYy4YeHH
JTUPEKTOpA IIKOJHI,

UCTIONIb30BaTh CPEICTBA KOMMYHHUKAITMOHHON OPTTEXHUKH IS TTOTYUCHHS U
nepeaadn uHdopmaIuy;

UCTIONIb30BaTh YCTAHOBJICHHBIE TMpaBWJIa W TMPOIEIAYypbl KOMMYHHUKAIIUU
BHYTpH 00111€00pa30BaTeIbHON OpraHu3aluu;

UCTIONB30BaTh OQUCHBIA MakeT (TEKCTOBBIM pENaKkToOp, DICKTPOHHBIE
TaOJIMIIbI, TPE3CHTAIUN );

obecrieunBaTh uH()OpMaAITMOHHYO 0€3011acCHOCTh eI TEILHOCTU
o0Opa3oBaTeILHON OpraHu3allly;

o0ecnieunBaTh KOH(UICHIIMATBLHOCTD B IPUEMHON U KaOMHETE TUPEKTOPA;
o0ecnieunBaTh pabOTy MPUEMHOM AUPEKTOPA BO BPEMS €r0 OTCYTCTBHS;
o0ecnieunBaTh COXPAHHOCTh JOKYMEHTOB, XpaHALIMXCA B MPUEMHON H
KaOWHeTe TUPEKTOpa 001Ie00pa3oBaTeIbHON OpTraHU3aIINH;



OKa3bIBaTh IMOMOIIb AUPEKTOPY IIKOJBI B paclpeiesieHud ero paboyero
BPEMEHU;

ONpENENSITh TPUOPUTETHOCTh M OYEPEAHOCTb BBINOJHEHHS pPAabOT U
ahPeKkTUBHO pacTpenensaTh paboyee BpeMs;

OpraHU30BbIBaTh M  OOeCrneyuBaTh JIMYHBIE KOHTAKTHI  JUPEKTOpa
o0Opa3oBaTeIbHON OpraHu3aluy,;

OpPraHM30BBIBATh MPOLIECC IMOATOTOBKH K IPOBEICHUIO COBEIIAHUS MPH
TUPEKTOPE;

OCYIIECTBISATH KOHTPOJIb UCIIOJIHEHUS IOPYUYCHUHM AUPEKTOpa paOOTHUKAMHU
TITKOJTHI,

OCYIIECTBISTH 00Pa0OTKY U CTPYKTypUpOBaHUE HH(POPMAIIUY;
OCYUIECTBJIAThH PACIEUaThIBAHUE U KCEPOKOITMPOBAHHUE;

OCYIIECTBISITH MMPOBEPKY JOCTOBEPHOCTH, TIOJTHOTHI U HEMTPOTUBOPEUNBOCTU
JAHHBIX, UCKITIOUEHUE TyOaupoBaHus HHGOPMAIINH;

OCYIIECTBIISATh perucTpaluio, HaKOIJICHUE u nepenauvy,
CUCTEMATU3UPOBAHHOE XpaHEHHWE W BblAauy WHMOpManuu B TpeOyeMoi
(opwme;

OCYHIECTBIATHL cOOp, 00paboTKy uHOpManuu, HEOOXOaUMON st
JTUPEKTOpa IIKOJIbI, €€ aHAJIN3 B COOTBETCTBUU C TPEOOBAHUSIMU KPATKOCTH,
YETKOCTH (DOPMYIHPOBOK, CBOEBPEMEHHOCTH MOCTYIUICHHS, TOYHOCTH U
JIOCTOBEPHOCTH, ONITUMAJIBHOCTH CUCTEMATU3ALIMH, HETIPEPHIBHOCTU cOOpa U
00paboTKu;

OCYIIECTBISTH CHCTEMATU3AIINIO MOyIaeMbIX U TIEpeIaBaeMbIX JTaHHBIX;

o OopMIIATH KOMAaHIUPOBOYHBIC TOKYMEHTHI,

OLICHWBAThH PE3yJbTaThl B PAMKaX MOCTABIICHHBIX 3a71a4;

nepenaBath MHGOpMAaNWIO, JOKYMEHTHI W MaTepuaiabl y4acTHHUKAM
COBEILaHUs TIPU AUPEKTOPE;

neyaTaTh U peJaKTUPOBATH TEKCThI CIIYKEOHBIX IOKYMEHTOB,;

MOJIB30BATHCS MepUGEPUITHBIMEU YCTPOMCTBAMH M OPTTEXHUKOM;
MOJIb30BATHCS YHUDUIIUPOBAHHBIMH (POPMAMHU IOKYMEHTOB;

II0JIb30BATHCS AJIEKTPOHHOM MMOYTOM;

MPEIOCTABIISATh JAaHHBIE B €IMHOM U YJIOOHOM JUTsl BOCTIpUATHS popMarte;
NPUMEHATh B COOTBETCTBUM C HA3HAYCHHWEM CPEICTBAa OpPraHU3aI[MOHHOM
TEXHHUKH, KAHIIETSIPCKUE TPUHAJICKHOCTH;

MPUMEHSATH WH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH;

IPUMEHSITH CIIOCOOBI JIETIOBOTO OOIICHMUS;

MPUHUMATH MEPHI TT0 Pa3peIICHNI0 KOHPIMKTHBIX CUTYyaIUH;

OpPOM3BOAUTH  TOATOTOBKY A€l JUid  Tepeaadyd B apXuB
00111e00pa30BaTeIbHON OpraHU3aIlNH;

MIPOU3BOINTH MOUCK HH(pOpMaIMK B 0a3ax JaHHBIX, BECTH HHPOPMAITMOHHO-
CIIPaBOYHYIO pabOTy Ha OCHOBE pa3IUYHBIX KOMOWHAIIMA TIOMCKOBBIX
PU3HAKOB;

paboTaTh C TMEpPCOHATBHBIM KOMITBIOTEPOM (HOYTOYKOM), KaTajoraMu
(mankamu) U ¢ainamMu, CKaHEpOM;

padoTaTh ¢ BXOIALIEH, UCXOIAUIEH, BHYTPEHHEN JOKYMEHTALINEH;



* pabotarb ¢ wuHpoOpMalUEd, aHAIU3UPOBaThb U IMPEACTABIATh €€ B
CUCTEMATHU3UPOBAHHOM BU/JIE, B BUJI€ CBOJIHBIX JOKYMEHTOB,

* paboTaTth cO BCEHl COBOKYMHOCTHIO HH(OPMAIMOHHO-IOKYMEHTALIMOHHBIX
pecypcoB 00pa3oBaTeNbHON OpraHU3aliHY;

* pa3pabaThiBaTh HOMEHKJIATYpy J€1 IIKOJbl C YYETOM JEHCTBYIOIIHUX
HOPMAaTUBHO-METOIUYECKUX TOKYMEHTOB;

* paccTaBJIATh IPHUOPUTETHI, BEIACIATh BAXKHOE U CPOYHOE;

* CriaXwuBaTh KOH(MDIUKTHBIE W CIIOXKHBIE CHUTyallMd MEXINYHOCTHOTO
OOIIECHHS,

* CepBHUPOBATh YalHBIN (KOGEHHBIN) CTOI BO BpeMsl MPOBEACHUS Kode-Tay3;

* coOMIOAaTh CIYXEOHBIN 3TUKET, IPABHUJIA ACTIOBOTO STUKETA U MPOTOKOJIA;

* CO3[aBaTh UMUK CEKpETapsi, COOTBETCTBYIOIIUN UMHUKY IIKOJbI;

* CO3[aBaThb M MOAJEPKUBATH IOJOXKHUTEIbHBIA HMHIK OOpa3oBaTEIbHOM
OpraHu3alny;

* C03/aBaTh yCJIOBUS, oOecrneunBaomue 3pPeKTUuBHYI0 padoTy AUPEKTOPA;

* COCTaBIAATh U O(OPMIIATH HOPMATHUBHBIE aKThl, OpPraHU3Al[MOHHBIE U
METOJMYECKHE  JOKYMEHTBI, CBOJHBIE, OTYETHBIC, CTATUCTUYECKUE
JOKYMEHTBHI;

* YNpaBisATh KOH(PIUKTAMU;

* yCTaHaBJIMBATh LEJIH, ONPENEIATh UEPAPXUIO LIEITIEH;

* YYHUTHIBATH IICHUXOJIOTMYECKUE OCOOEHHOCTH JIMYHOCTH THPHU Pa3IMYHBIX
BUJ1aX MPodeCCUOHAILHOTO OOIIEHNS;

* BBIOMPATH U 0QOPMIIATH MJIAHUPOBILUK;

* (¢dopmupoBath U 0GOPMIISITH Jiela B COOTBETCTBUM C YTBEpPXKIACHHOU
HOMEHKJIATypO# eyl 00111e00pa30BaTeIbHOM OpraHUu3alkH.

1.10. Cexperapp OOMKEH 3HAaTh W COONIONATh YCTAaHOBJIEHHBIC TpaBUia |
TpeOOBaHMs OXpaHbl TPY/la U TOXKApPHOH 0€30M1aCHOCTH, ITPaBUJIa IUYHON TUTHEHBI U
TUTHMEHBI TpyJa B 00pa30BaTEIbHOM YUPEXKICHUU.

1.11. Cekperapb AOMKEH MPONTH OOyYE€HHWE W MMETh HABBIKM OKAa3aHUS TEPBOM
NOMOIIM nocTpaaaBmuM, codmonats Konsennuio OOH o npaBax pebeHka, 3HATh
MOPSAAOK JEWCTBHM IPU BO3HUKHOBECHHMM TI0XKapa WIM WHOW YPE3BbIYAWHOU
CUTYallMu U dBaKyalluu.

2. Tpynosbie pyHKkuun

OcHogHbIMU MPYO0GLIMU PYHKYUAMU CEKPeMapsi A6AAI0MC:

2.1. OpraHuzalMoOHHOE, JTOKYMEHTAIlMOHHOE W WH(GOpMAaIMOHHOE o0ecreyeHue
AEeSTEAbHOCTH TUPEKTOPA HIKOJIbI:

2.1.1. Oka3aHue NOMOIIU JUPEKTOPY B TUIAHUPOBAHUHU PabOYETro BPEMEHHU.

2.1.2. IInanupoBanue paboyero JHs CeKpeTaps.

2.1.3. Opranuzarus Tene(OHHBIX MEPErOBOPOB JAUPEKTOpa 00IIe00pa3oBaTEIHLHON
OpraHU3aIlHH.

2.1.4. Opranuzaius paboThl C TOCETUTESIMUA B IPUEMHON JUPEKTOPA.

2.1.5. Opranuzaius mOArOTOBKH MEPOTIPUSATUH C ydacTHEM AUPEKTOPA.

2.1.6. Opranuzanus HCIOJHEHUS PpEHICHWH ¢  OCYIIECTBICHHE KOHTPOJIA
WCIIOJTHEHUS TIOPYUYEHHUI TUPEKTOpa.




2.1.7. Opranuzanus 1 mnojjaepxxkanue (yHKIIMOHAIBLHOTO paboyero MmpocTpaHCTBA
IPUEMHOH 1 KaOWHEeTa TUPEKTOpa.

2.1.8. CocraBnenue 1 opopMIIeHHE YIIPABICHUYECKON JOKYMEHTAIINH.

2.1.9. Opraamzanus paboThl ¢ JOKYMEHTaMH B IPUEMHOM TUPEKTOPa IIKOJIBI.

2.1.10. Opranuzanus XxpaHeHUs TOKYMEHTOB.

2.1.11.  OOecneuenue  gupekTopa  0OIIE00pa30BATENBLHON  OpraHU3alUuu
uH(popMaIuen.
2.1.12. Opranmzanmss HHPOPMAIMOHHOTO  B3aMMOJCHCTBHUS  JAUPEKTOpa C
pabOTHHUKAMHU.

2.1.13. Opranuzanus KOMaHAUPOBOK TUPEKTOPA U COTPYIHUKOB.

3. Jlo/15KHOCTHBIE 0013aHHOCTH CeKpeTapsi
3.1. B pamkax TpyaoBoil (yHKIMK OKa3zaHWS TOMOINM JUPEKTOPY IIKOJBI B
IUIaHWPOBAHUY PabOYEro BpEMEHHU:

* uHpOPMHUpPYET IUPEKTOpa 00pa30BaTEIbHOM OPraHU3allid O PErJIaMEHTE
HAaMEUYEHHBIX BCTpPEY, COBEIIAHWN W 3aCENaHHM, MEJAaroru4ecKux COBETOB,
OOIICIIKOIbHBIX U UHBIX MEPOIPUITUI;

* OpeaynpexaaeT O MNPUOJMKEHHMM BPEMEHM HAMEUEHHBIX MEpOINpPUSITH,
COIJIACOBBIBAET BPEMEHHBIE IIJIAHBI,

* COIJIacOBBIBAaET  TeNE(POHHBIE  TEPEroBOPbl  C  MPEICTABUTEIIAMH
BBIIIECTOSIIIMX OPTaHU3AIHA, C TMOMEYUTETSIMU, PYKOBOAUTEISIMU HHBIX
00pa30oBaTeIbHBIX YUPEKICHHI;

* COTIJIAaCOBBIBAET BCTPEUYM M MEPONPUSITHS C COTPYAHUKAMHU IIKOJIBI U
NpPO(COIO3HBIM KOMUTETOM, C POJUTENSIMU M POJUTEITBLCKHMM KOMHUTETOM,
PYKOBOJMTENIIMH METOAMYECKUX OOBEAUHEHUN, C COBETOM Yy4YalllUXCA U
WHBIMHU COBETAMH M KOMUTETaMH 0011e00pa30BaTeIbHON OpraHu3aluy;

* (¢dopMuUpYeT pe3epB BpEMEHU JIJIsl HENPEABUACHHBIX CUTYaLIUH;

* BHOCHUT MH(}OPMAITUIO B IJITAHUPOBIIMK (OpraHaiizep).

3.2. B pamkax Tpya0BoW (PYHKIIMH MJIAaHUPOBAHUSL PAO0OYEro JIHs CeKpeTaps:

* COIJIACOBBIBACT IUIaHbl C IUIAHAMU U CpOKaMu paldOThl JUpEKTOpa
0011e00pa3oBaTeIbHON OpraHu3aIluy;

* pacnpenensieT padbodee Bpems (Ha JeHb, HEIEII0, IEPCIIEKTUBY);

* TIEPEHOCHUT HEBBINIOJIHEHHBIC 3aIUIAHUPOBAHHBIC 33a4H;

* BBIMOJHICT TUMTUYHBIC €KETHEBHBIC JIENa;

* BbIOMpAET U 0GOPMIISET MJIAHUPOBILUK CEKpeTaps;

* BeJIeT JHEBHUK (Ha 3JEKTPOHHOM U /UM OyMaKHOM HOCHUTEJE).

3.3. B pamMkax TpyaoBoll (QYHKIHMHM OpraHU3aiuu _TeJeGOHHBIX MEePEroBOPOB
TUPEKTOpA:

* BeJeT 0a3y Tese(OHHBIX KOHTAKTOB PYKOBOJIUTEINS ILIKOJIbI;

* COEQUHSET IUpeKTOopa 00pa30BaTEIbHONW OpraHu3alMi C KOHKPETHBIMHU
aOOHEHTaMU,

* PETUCTPUPYET NOCTYMAIOIINE B IPUEMHYIO TeIe(POHHbIE 3BOHKH,

* TEpeHaIpaBisieT  OTACNbHBIE  TENC(POHHBIE  3BOHKM  3aMECTHUTEISIM
TUPEKTOPA;




noJlydaeT HeoOXoauMyro HMH(OPMAIMI0O U TepelaeT CaHKIIMOHUPOBAaHHYIO
uH(opMaruio 1o tenedony;

yCTaHABIIMBAaEeT KOHTAKT C COOCCETHUKOM, MOMJCPKUBACT M pPa3BUBAET
JIeNIOBYI0 Oeceny B mporiecce Tene(OHHBIX EPETOBOPOB.

3.4. B pamMkax TpyVIOBOW (OVHKIWKA OpraHu3aiydyd pPadOThl ¢ MHOCETUTEISIMU B

IPUEMHON JUPEKTOPA:

OpPraHMU30BBIBACT JIMYHBIA IPUEM MTOCETUTENCH TUPEKTOPOM IIKOJIBI;
yCTaHaBIMBAET MOPSAOK MpUEMa JIJIsl pa3UYHbIX KaTerOpUil MOCETUTENEH;
BEJICT JKypHaJ MpeABapUTEIbHON 3alKiCH Ha TpPUEM, KYpHaJ IMOCEIIECHUH,
PETUCTPUPYET IOCETUTEIEH;

COJICCTBYET  ONEPATHBHOMY  pAacCMOTPEHHMIO  kajno0, 1pockd U
NPEIOKEHU  COTPYAHUKOB  00IIe00pa3oBaTeIbHOM  OpraHu3aluy,
ponuteneil  (3aKOHHBIX  MpEACTaBUTENEH)  OOy4arolUMXCs,  MHBIX
MMOCETUTEIICH,

OCYIIECTBIISICT MPUEM JIMUHBIX 3asBJICEHUN COTPYJHUKOB, OOydaroluxcs U
UX poauTesel (3aKOHHBIX MPEACTaBUTENCH );

OpPraHM30BBIBAET MpPUEM MPEACTABUTENCH OpraHu3alui, SBISIOLIUXCS
medamMu  IIKOJbBI, WICHOB IOMNEYUTEIBCKOIO  COBETa, MapTHEPOB
oOpa3oBaTeNbHOM OpraHu3aluu 1 T.1.;

CEepBUPYET YailHbIN (KO elHbIN) CTON B KAOUHETE TUPEKTOPA;

NPUHUMAET MEpPhl 10 COXPAHEHHWIO KOH(HICHIIMATbHOW HH(POpMAIUU B
XO0Jle TpUeMa TOCETUTENEeH W WX HaXOXKACHHWS B MPUEMHOW U KaOWHETe
TUpeKTopa 00111e00pa3oBaTeIbHON OpraHu3aIuu.

3.5. B pamkax tpymnoBoW GOYHKIHWKA OPraHU3alyy TOATOTOBKU MEPOIPUITHUA C

YYaCTUCM JUPCKTOPA.

uH(pOpMUpPYyeET paOOTHUKOB O HAMEUAIOIIEMCS COBEILIAHUH, TIEJICOBETE, THOM
MEpPOIIPUATHH;

MOJIFOTABIMBAET U BBIBEIIMBAET HA MH(GOPMAIIMOHHBIN CTEHJ MMOBECTKY THS
MEpPOIPUATHS C YYACTHEM IUPEKTOPA;

IIOMOraeT B IOJArOTOBKE JOKJIaga JUPEKTOpPa IUKOJBbI, MPE3EHTALMOHHBIX
MaTepHalos;

paccbUlaeT MpUTJAlleHUs JUlaM, TPUTJAIICHHBIM Ha OOIICIIKOIbHOE
MEpOTPUATHE.

3.6. B pamkax TpyaoBoil GVHKIWM OPraHu3allMyi  MCIOJHEHWUS pEIICHUMH,
OCVIIECTBIIECHUS KOHTPOJISI HCOOJHEHUS IOPYUEHUN JUPEKTOpPA:

JOKYMEHTAIBHO 0(OPMIISET PEICHHS TUPEKTOPA IIKOJIbI (IPUKA3BI);
JIOBOJAUT JIO0 CBEACHUS PaOOTHUKOB OO0IICO0pPa30BATEIBLHOIO YUPEKIACHUS
MIPUKAa3bl U PACTIOPSKEHUS TUPEKTOPA,;

KOOPAUHUPYET CSITEIHHOCTh MO UCIIOJIHEHUIO PEIICHUM TUPEKTOPa;

BEJIET CPOKOBBIN TEKYIINN U MTPEIYIIPEAUTEIbHBIA KOHTPOJIb;

MPOBEPSIET UCTIOTHEHNE NOPYUYEHUN TUPEKTOPA B YCTAHOBIICHHBIN CPOK;
MpEeayNpexIaeT COTPYTHUKOB 00 HCTEUCHUN CPOKA UCTIOJIHCHUS TOPYUEHUN
JTUPEKTOPA,;

bUKCUpyeT UCTIOTHEHNE TTOPYUICHUH,



* COCTaBIISIET OTYETHl M AHATUTUICCKUE CIIPABKU O BBIITOJIHEHUHU TIOPYUEHUHN U
penIeHnii AupeKkTopa o01eo0pa3oBaTeIbHON OpraHU3aIiH .

3.7. B pamkax TpyAoBoW (yHKIMM OpraHW3alMd W MOAJCPKAHUS
(GYHKIIMOHATBHOTO paboyvero MpoCTPaHCTBA MPUEMHON U KAOMHETa TUPEKTOpa:

* OpraHM30BBIBACT MPHEMHYIO TUPEKTOpPa B COOTBETCTBUHU C TPEOOBAHUSIMHU
OPTrOHOMUKHU U KYJIBTYPHI TPYIa;

* OCYIIECTBIISIET KOHTPOJh OOECMEYeHUs JUPEKTOpa  KaHIEIIPCKUMU
MPUHAIICKHOCTSIMHU, CPEJICTBAMHA OPTaHU3AITMOHHONW TEXHUKU;

* VyXaXHWBACT 3a KOMHATHBIMH pACTCHUSIMH B TIPHEMHOW U KaOWHETe
JTUPEKTOPA.

3.8. B pamkax TpymoBoi (GYHKIIMK COCTaBICHUS W OMOPMIICHUS YIPABICHUYCCKOW
JOKYMCHTAITUH:

* COCTaBJISET MPOEKTHI PACTOPSAUTEIBHBIX (TIPUKA3bl, PACTIOPSKEHUS) W
MH(OPMAIMOHHO-CITPABOYHBIX JJOKYMEHTOB (CITy>K€OHBbIE MUChMa, CIIPABKH,
JTOKJIa/THBIE U CIIYKEOHbBIC 3aMHUCKH);

* COCTaBJSICT pa3lMYHbIe NHUChbMA, 3alpoChl, TOTOBUT OTBETHl ABTOPAM
oOpaIieHuii Mo NOpy4eHUI0 JUPEKTOPa HIKOJIbI;

* [IeYaTaeT CIIy>KeOHbIE JOKYMEHTHI U IPyTHE MaTepPUAJIbI;

* Pa3MHOXAET CIyKEOHbIC JOKYMEHTHI;

* KOHTPOJIMPYET NPOXOXKJIEHUE JIOKYMEHTOB B  001Ie00pa3oBaTeIbHOM
opraHu3anu (CorjJacoBaHUE, MOAMMCAHNE U YTBEPKICHNE JOKYMEHTA).

3.9. B pamkax TpymoBod (GYHKIHMH OpraHW3aluu padoThl C JIOKYMCHTAMH B
HIPUEMHOMU:

* TIOJy4aeT, MPEIBAPUTEIHHO PACCMATPUBACT W COPTHUPYET JTOKYMCHTHI,
MOCTYIIAIOIINE B PUEMHYIO TUPEKTOPA 00Pa30BATEIIBHOTO YUPEIKICHUS;

* TOATOTaBIMBACT JOKYMEHTHI ISl PACCMOTPECHHS TUPEKTOPOM;

* BEJIET y4eT JOKYMEHTOB, MOCTYNAIONIUX HA UMsI TUPEKTOPA IIKOJIBI;

* B COOTBETCTBUM C YKa3aHUSIMH JUPEKTOpa OPraHU30BBIBACT Mepenady
JOKYMEHTOB  HCIIOJIHUTENIAM  (KOHKPETHBIM  COTPYAHUKaM) IS
WCIIOJIb30BAHUS B MIpoiiecce padoThI JINOO JIJIst TOJATOTOBKH OTBETOB;

* COCTaBJISIET U MPEOCTABISET B YCTAHOBIICHHBIE CPOKU B OPTaH YINpaBJIeHUS
oOpa3oBaHUsSI CIUCKH BCEX KJIacCOB (KOHTHHTEHTa 0O0pa3oBaTelbHOMN
OpraHW3allid) U CIIUCOK BCEX MperoaBaTeIei KaXa0ro ya4eOHOTo roja;

* ONEPATHBHO BHOCHUT TEKYIIHEC U3MCHCHHS B COCTAB KOHTUHTCHTA YUaIlIMXCs,
MeJaroruYeckux W Jpyrux  pabOTHUKOB  00mieoOpa3oBaTelbHON
OpraHU3allnu;

* odopmiseT JIMYHBIC JeNa JCTeH, TNPHUHATBIX Ha OOydYeHHe B
00111e00pa30BaTeIbHYI0 OpTraHU3aIlUIo;

* BeneT ajngaBUTHBIN )KypHAI BCEX yUaIIUXCS;

* CO3MaeT W BeAeT 0a3y JaHHBIX JTOKYMEHTOB, MPOBOIUT HH(POPMAIMOHHO-
CIPaBOYHYIO paboTy;

* KOHTPOJMPYET UCIOJHCHHE JOKYMEHTOB M TOPYYEHUH IUpPEKTOpa
00pa30BaTENbHON OpraHU3aAIIH.

3.10. B pamkax TpynoBo# hyHKIIUKA OPTraHU3AINU XPAHEHUS TOKYMEHTOB:
* KOPPEKTUPYET HOMEHKJIATYPHI 1€l CEKpeTaps U TUPEKTOPA IIKOJIBI;




* dopmupyer u odpopmiseT Aena MOCTOSIHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHEHU;

* TMIOJATOTABJIMBACT M TMEpelaeT Jella B apXuB 00IIe00pa3oBaTeIbHON
OpraHu3aIluu.

3.11. B pamkax TpynoBo#l (yHKIMKM 0OECHEeUYEeHHUs JTUPEKTOpa  IIKOJIbI
uHdopManmei:

* cobupaer u mepepadaThiBacT HHPOPMAINIO, HEOOXOIUMYIO TSI TIPUHATHS
000CHOBaHHBIX yMPABICHUYECKUX PEIICHHNA;

* TIPOBEPSICT TOCTOBEPHOCTh, TOJHOTY M HEMPOTHBOPEYMBOCThH JTAHHBIX,
UCKITIOYaeT qyOaupoBanre HHPOPMAIINH;

* TIPEAOCTaBIIACT JAHHBIC B €IMHOM U yIOOHOM JIJIs1 BOCTIpHSITHS (hopMaTe;

* BBIABIIICT HaWOOJIee 3HAYMMBIC KPUTEPHHM CHUCTEMATH3alMA WH(POPMAINN
IUIST co34aHus 0a3 JaHHBIX

* (dopmupyer U wuHcmoab3yeT ©0a3y JaHHBIX B 00IIe00pa3oBaTEIbHON
OpraHu3alluu.

3.12. B pamkax TpynoBoW (QYHKIMM OpraHM3aluy _ MH()OPMAIIMOHHOTO
B3aMMOJICUCTBHS IUPEKTOPA C PAOOTHUKAMMU:

* uHpopmupyer pabOTHHUKOB 00pa30BATENLHON OpPraHU3alid O PEIICHUSIX
JTUPEKTOpPAa, COBEIIAHUAX U 3aCE/IaHUSX, MEeIarorMueCKuX COBETaX U WHBIX
MEPOTIPUATHSX;

* 3HAKOMUT paOOTHUKOB IO IMTOAMKICH C COOTBETCTBYIOIINMHU JOKYMEHTAMHU;

* OpraHu30BBIBaCT OOMEH MH(pOpMaIel MeXKIy 3aMECTUTEIISIMA TUPEKTOPA H
WHBIMU JTOJDKHOCTHBIMM JIMIIAMU 00111€00pa30BaTeIbHOM OpraHu3aluu;

* ONOBENIACT PAOOTHUKOB O MPEACTOSANIUX MEPOTIPHITHSIX;

* BBI3BIBACT COTPYAHUKOB U O0YUAIONTUXCS TI0 TOPYUCHHUIO TUPEKTOPA;

* wuHpopmupyer nupexkropa 00 OOpalleHHsIX COTPYIHUKOB MO padoOuuM u
JUYHBIM BOIIPOCAM,

* uHbopmMupyeT aupekTopa 00 OOpalleHUsX O0O0Yy4YaIOIIUXCs, UX POAUTENICH
(3aKOHHBIX MPEACTaBUTENCH ).

3.13. B paMkax TpynoBo# hYHKITMH OpraHU3aliui KOMaHIUPOBOK:

* TOATOTaBIMBAET MPOEKT MpHKa3a O CIIy>KeOHONH KOMaHIUPOBKE;

* BBIMIMCHIBAET KOMAHJIUPOBOYHOE YJAOCTOBEPEHUE U PETHCTPUPYET €ro IpH
HEOOXOIUMOCTH,

* TIOATOTaBIMBACT JOKYMEHTHI K ITOE3JIKE;

* YTOYHSET JaTy, JOJDKHOCTH, (PaMIIIMK B POTpaMMe KOMaHIUPOBKH.

3.14. BpIMOJHSET pa3NUYHBIE ONEpPalMUd C HCIOJB30BAHUEM KOMIIBIOTEPHOU
TeXHUKH TI0 TIporpaMmamM, NpeAHa3HAuYeHHBIM JJisi cOopa, 0O0paboOTKM U
npeaocTaBiaeHus UHGOPMAIUH.

3.15. Ilpm wHCHOJB30BAHUM HIEKTPOHHOTO OOOpYJOBaHUS, B TOM YHCIIE
KJIaBUATypbl W MBI, €XEIHEBHO [e3MHMUIMPYET HUX B COOTBETCTBHH C
PEKOMEHIAIUSAMHA TPOU3BOAUTENS JUOO C UCIOIB30BAaHUEM PACTBOPOB WIIU
candeToK Ha CHUPTOBOM OCHOBE, coaepkamux He MeHee 70% crnuprTa.

3.16. CobmroaeT mpaBuia UCIIOIb30BaHUS ceTU MIHTepHET.

3.17. ObGecnieunBaeT 3amuUTy TpaB U CBOOOJ ydaIluXCs, POAUTENEH (3aKOHHBIX
MPEACTaBUTEINECH ), PAOOTHUKOB IIKOJIBI TPH 00pabOTKE MEPCOHABHBIX TAHHBIX .




3.18. Crporo cobOmogaeT KOHPUIASHIUAIBHOCTh TMEPCOHAIBHBIX JaHHBIX H
TpeOOBaHMS IO 3aIIUTE U OE30MaCHOCTH NEPCOHATBHBIX JIAHHBIX MPU UX 00paboTKe,
HEJOIMYyIIEHUE UX paclpocTpaHeHus 0e3 coriacusi CyObeKTa MePCOHANbHBIX JTaHHBIX
WM HAJIMYUS APYroro 3aKOHHOTO OCHOBAHMSI.

3.19. CobmomaeT KyJbTypy M 3THKY OOIICHHUS C IEPCOHAIOM 00pa3oBaTEIbHOTO
yUpexACHUs, OOYyYAIOMIMMHUCS W POJIUTEISIMU (3aKOHHBIMH TMPEICTABUTEISIMU),
MTOCETUTEIISIMH.

3.20. Ctporo cobmromaet mpaBa U cBOOOBI JeTeil, conepxkamuecs B DegepaibHOM
3akoHe «O0 obpa3oBanuu B Poccuiickoii @enepaunn» n Konseniuu OOH o mpaBax
pebeHKa, SBIIETCS MPUMEPOM JIJIS IIIKOJIEHUKOB.

3.21. HWuadopmupyer agupekTopa, a TMpPU €ro OTCYTCTBUH — JI€KYPHOTO
aIMUHUCTPATOpPa O HECYACTHOM Cllydae, MPUHUMAECT MEpPHI M0 OKa3aHWUI0 TEPBOU
MTOMOIIX TTOCTPAIaBIINM, BEI30BE CKOPOW MEIUIIMHCKOW TTOMOIIIH.

3.22. OCyltIeCTBISET CBOIO ACATEIBHOCTD Ha BHICOKOM MPO(EeCCHOHATFHOM YPOBHE.
3.23. Ob6ecmeunBaeT COOJIOICHUE YHCTOTHI U MOPSIKA HA CBOEM paboueM MecTe.
3.24. [lpoxoauT B YyCTaHOBJIEHHOM 3aKOHOHAATeNnbcTBOM Poccuiickoit deneparuu
nopsjike oOy4eHHEe M TPOBEPKY 3HAHWW U HABBIKOB B 00JAcCTH OXpaHbl TPYja,
MHCTPYKTaXKHU 10 OXpaHe TPyAa U MOKapHOH 6€30MacHOCTH.

3.25. Cekperaps coomtogaeT YcraB u [IpaBuia BHyTpEeHHEro TPYA0BOTO paciopsika
00pa30BaTENbHOTO YUYPEKJIEHUS, KOJUIEKTHUBHBIM W TPYJOBOM JIOTOBOP, a TaKXKe
JIOKaJIbHBIC aKThI U TIPUKA3BI PYKOBOIATEIIS.

3.26. CobOmromaeT mpaBujia OXpPaHBl TPyJAa, TMOKAPHOW W DIIEKTPOOE30MaCHOCTH,
CaHUTAPHO-TUTHCHUYECKNE HOPMBI W TpeOOBaHWS, TPYAOBYIO MWCIUIUIMHY Ha
pabodueM MecTe W peXuUM pabOThl, YCTAaHOBJIEHHBIH B 00IIc00pa3oBaTEIbHON
OpraHU3aIHH.

3.27. [leppoanueck  TPOXOJUT  OCCIUTATHBIC METUITMHCKHE  OOCJICIOBaHMUS,
MOBBIIIAET CBOIO MPOQPECCHOHAIBHYIO KOMITETCHIIHIO.

3.28. Cekperapto  3ampemiaeTcsi  HUCIOJIb30BaTh  HEUCIPaBHYIO  MeOelb,
AIEKTPOOOOPYIOBAHUE, DJIEKTPONPUOOPHI, KOMIIBIOTEPHYI0O M HHYIO OPITEXHUKY
Wi o0OpyJIoBaHUE U MeOelb C SIBHBIMU TMPU3HAKAMHU TOBPEXKICHUS, KYpUTH B
MOMEIICHUSIX U Ha TEPPUTOPUH 00IIe00pa30BaATEIHLHOM OPraHU3aIuy.

4. IlpaBa

Cekperapb ITUPEKTOpa UMEET IPABO:

4.1. Tlonyuyatrs uH(pOpMAIMIO, B TOM YHKCI€ U KOH(UIECHLUUAIBHYIO, B 00bEME,
HEOOXOIMMOM JJIS PEIICHHUs TOCTaBICHHBIX 3a/a4.

4.2. 3anpammBaTh JUYHO WM [0 TMOPYYCHHIO JTUPEKTOpa OT pabOTHHKOB
0011e00pa3oBaTeNbHON OpraHu3aluu UHPOPMALUIO U JOKYMEHTHI, HEOOXOAUMBIE
TUTSL BBITIOTHEHUS €T0 OKHOCTHBIX O0S3aHHOCTEH.

4.3. TpeboBaTh OT aAMHUHHUCTPAIMH IIKOJbI CO3JAHUS ONTHUMAIbHBIX YCIOBUH IS
BBIMIOJTHEHHUS CIY>KEOHBIX O0O0s3aHHOCTEH U COXPAaHHOCTH BCEX JIOKYMEHTOB,
00pa3yoIuXCs B pe3yibTare AesITeIbHOCTA CeKpeTaps.

4.4. ITpyHUMAaTh pELIEHUs B PEJENIaxX CBOEH KOMIIETEHLIUH.

45. Ha wmaTepuanbHO-TEXHUYECKUE YCIOBHS, TpeOyeMble [Js BbIIOJIHEHUS
JOJDKHOCTHBIX ~ OOSI3aHHOCTEM CEeKpeTaps, Ha ol0ecredeHue pabodero MecTa,




COOTBETCTBYIOIIETO IOCY/IapCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSAM OXpPaHbl TPyAa
U TIOKapHOM O€30MaCHOCTH, a TAKXKE YCIOBUSIM, IIPEAyCMOTPEHHBIM KOJIIEKTUBHBIM
JIOTOBOPOM.

4.6. 3HaKOMHUTBCS C TIPOCKTaMHU PEIICHUN JUPEKTOpa, OTHOCAIIMXCI K €ro
npoeCCUOHANILHON  JICSITEIBHOCTH, C XKajgo0aMu W JPYyTUMH JOKYMEHTaMH,
COJICpIKAIlMMH OIICHKY €ro padoThl, 1aBaTh MO HUM OOBSICHEHHUS.

4.7. ITpenoctaBisiTh AUPEKTOPY HA PACCMOTPEHUE MPEJIONKEHHUS IO YIYUIICHUIO
NEATEeIbHOCTH 00pa30BaTEIbHON OpraHu3allid U YCOBEPIICHCTBOBAHUIO CIIOCOOOB
paboTHI IO BOITPOCAM, OTHOCSIIIIMMCS K KOMITETCHIIUHA CEKPETapsl.

4.8. VYyactBoBaTh B paboTe OpPraHoB CaMOYNPABJICHHS  JOMIKOJIHHBIM
o0pa3oBaTeNnbHBIM YUPEKICHUEM, B paboTe oO0Imero coOpanus paOOTHUKOB, B
00CY>KJIEHUM BOMPOCOB, KACAIOIIUXCS HCIOIHSAEMBIX CEKpPETapeM JOJIKHOCTHBIX
00s13aHHOCTENA.

4.9. Ha mopanbHOe M MaTepualibHOE TOOIIPEHHE, HAarpaKJICHHS IO pe3ysbTaTaM
npodeCCUOHANILHON JIESITEILHOCTH, Ha COLMAJIbHBIE TapaHTUH, MPETyCMOTPEHHBIE
3aKOHOJATENLCTBOM Poccutickon deneparuu.

4.10. Ha 3amuty cBoeil mnpodeccuoHaIbHOM YecTH W JOCTOMHCTBa. Ha
KOH(PHUACHIINATBHOCTD CITY>K€OHOTO paccie0BaHus, KpoMme CIIy4acB,
MPEIYyCMOTPEHHBIX 3aKOHOAATENLCTBOM Poccuiickon denepanuu.

4.11. 3ammmaTrh CBOM MHTEPECHI CAMOCTOATENBHO W/WIM 4Yepe3 MpEeACTaABUTENS, B
TOM YHUCJIE aJIBOKaTa, B Cly4yae JUCHUILIMHAPHOIO W CIIY)KE€OHOTO pacciieIoBaHuUsl,
KOTOPOE CBS3aHO C HAPYILICHUEM CEKpEeTapeM HOPM MPo(EeCCHOHATBHON ITUKH.

4.12. Cekperapb aHUpEKTOpa IIKOJbI HMMEET HWHBIE TIpaBa, IPETyCMOTPEHHBIC
TpynoBeim Kogekcom Poccumiickoit @enepanuu, YcraBoMm, KosuleKTUBHBIM
JIOTOBOPOM, [TpaBunamu BHYTPEHHETO TPYAOBOTO pacnopsiaka
00111e00pa3oBaTeNbHON OpraHU3aluu.

5. OTBeTCTBEHHOCTH
5.1. B mpenycmorpeHHOM 3akoHozaarenbcTBOM Poccuiickoit deneparuu mopsike
CEKpEeTapb HECET OTBETCTBEHHOCTD:

* 33 HEIPaBOMEpPHOE MCIIOIb30BAHUE IIPEAOCTABICHHBIX JOJLKHOCTHOU
WHCTPYKIMEN IpaB U MOJHOMOYMH, & TAK)KE MCIOJb30BAaHUE UX B JTUYHBIX
LETISX;

* 3a pasrialeHue KOH(PUISHIHATbHONW HH(POpMALMM, TOJYYEHHOW B
pe3yabTaTe BBINOJHEHUS JODKHOCTHBIX OO0S3aHHOCTEH, IEePCOHAIbHBIX
JAHHBIX COTPYAHHMKOB, OOyYalOHNIMXCd W UX pojauTesed (3aKOHHBIX
IpecTaBUTENEH);

* 3a JOCTOBEPHOCTh MpEAOCTaBiIgeMOd HMHGOPMALMK  JTUPEKTOPY, €€
CBOEBPEMEHHYIO MMOATOTOBKY;

* 3a HEOKa3aHUWE WM HECBOEBPEMEHHOE OKa3aHWE IEPBOM IOMOIIHU
[IOCTPaJaBIIEMy, HE CBOEBPEMEHHOE U3BEUICHUE WU CKPBITHE OT
JVPEKTOPA IIKOJIbl HECYACTHOTO CiIyYasd;

* 3a HECOONMIoJeHHE WHCTPYKUUH IO OXpaHe TpyJa U TMOXKApHOH
0e30ITacCHOCTH;




* 3a HapyLICHHE MOPSAAKA JCUCTBUHM B CIy4yae BOSHUKHOBEHUS YPE3BbIYANHON
CUTYAaIlMH U 3BAKYyallMH B 0011€00pa30BaTEILHOM YUPEKICHUU.

5.2. 3a HEHUCIOJHEHWE WM HapyluieHue O0e3 YBaKHUTEIbHbIX IPUYUH CBOMX
00s13aHHOCTEH, YCTAHOBJICHHBIX JOHKHOCTHOM WHCTPYKIIMEH CeKpeTapsl IIKOJIbI,
VYcraBa u [IpaBun BHYTPEHHETO TPYJIOBOIO paclopsliKa, 3aKOHHBIX PacHoOpsHKEHUN
PYKOBOJMTENSI U UHBIX JOKAIbHBIX HOPMATUBHBIX aKTOB, pa0OTHHK TOJIBEpraeTcs
JUCHUAIUIMHAPHOMY B3BICKaHMIO coriacHo cratbe 192 Tpynosoro Kopmekca
Poccuiickoii @enepaunu. 3a rpyOdOe HapylI€HHWE TPYAOBBIX OOS3aHHOCTEH B
KaueCTBE JUCHUILUIMHAPHOTO HAKa3aHUSI MOKET ObITh MPUMEHEHO YBOJIbHEHUE.
5.3. 3a wucnonp3oBaHWE, B TOM YHCJIE OJHOKPATHO, METOIOB BOCIIUTAHUS,
BKJTFOYAIONTNX (PU3MUECKOe W (MITM) TICUXOJOTUYECKOE HACWIINE HaJ JIMYHOCTHIO
00y4Jarouierocs, a TakXe 3a COBEPIIEHUE NHOTO aMOPAJIbHOTO MPOCTYIKA CEKPETaph
MOXET OBITh OCBOOOXKAEH OT 3aHMMAeMOM JOJKHOCTH corjiacHo TpyoBoMy
Konekcy Poccuiickoit denepannu. YBOJIbHEHHE 3a JAHHBIN MIPOCTYMNOK HE SIBJIAETCS
MEpOil TUCIHUIIIIMHAPHON OTBETCTBEHHOCTH.
5.4. 3a HecoOmofeHWE TpaBUI W TpeOOBaHUN OXpaHbl TpyAa U TMOXKAPHOU
0€30MacHOCTH, CAHUTAPHO-TUTHEHUYECKUX MPABHUII U HOPM CEKPETaph MPUBIIEKACTCS
K aAMUHHACTPATUBHON OTBETCTBEHHOCTH B MOPSAKE U B CIIy4asx, MPEyCMOTPEHHBIX
aIMUHHCTPATUBHBIM 3aKOHOIATENBCTBOM Poccuiickon denepanum.
5.5. 3a mpaBoHapyIICHMs, COBEPIICHHBIE B MPOIIECCE OCYIIECTBICHUS TPYIOBBIX
(GyHKIMI HECET OTBETCTBEHHOCTD B MpeJeax, ONPeAeICHHBIX aIMUHUCTPATUBHBIM,
YT'OJIOBHBIM U TPa)KAaHCKUM 3aKOHOAATENbCTBOM Poccuniickoit denepanuu.

6. BzanmooTHomeHusi. CBA3M 10 J0JKHOCTH

6.1. CekpeTrapb BBINOJIHSAET pabOTy COrJacHO rpaduKy, COCTaBIEHHOMY C y4ETOM
40-qacoBoi paboueit HEJeIH, U YTBEPKIIEHHOMY TUPEKTOPOM
00111e00pa3oBaTeNbHON OpraHU3allnu.

6.2. Cekperapb CaMOCTOSITEJIBHO IIJIAHUPYET CBOIO JEATeNbHOCTh. [lmaH paboThi
CEKpeTaps COrIaCOBBIBAETCSI HEMTOCPEJCTBEHHO C AUPEKTOPOM.

6.3. Ilomywaer oT paupexkTOopa IMIKOJIB HHGOPMAIMIO HOPMATHUBHO-TIPABOBOTO
XapakTepa.

6.4. OOmenuBaercs wuH(pOpManMeld TO BOMPOCAM, OTHOCAIIUMCA K €ro
AESTENbHOCTH, C aJAMUHHUCTPAIME W COTPYAHUKAMH IIKOJBI, HHPOPMHUPYET HX O
PEIICHUSAX IUPEKTOpa, COBEHIAHUAX M 3acEJaHUsIX, MEIaroTHYeCKUX COBETaxX |
WHBIX MEPOTIPUATHSX.

6.5. BoBpems coolmaet aupekTopy 06 uHdopmalyu, mpukasax, paclopsuKeHUSIX U
WHOW JIOKYMEHTAIlMU, TOCTYNMHBIIEH MO JJIEKTPOHHOM mouTe, UHOOPMHUPYET O
HAMEUYCHHBIX BCTPEYaX, COBEIIAHUAX U 3aCCTAHMIX, HHBIX MEPOTIPUSTHSIX.

6.6. CoolOmiaer OUPEKTOpy M €ro 3aMecTUTENsIM WH(OPMAIMIO, MOJYYEHHYIO Ha
COBEILIAaHUAX, CEMUHAPaX, HEITOCPEICTBEHHO IOCIIE €€ MOTyYECHHUS.

6.7. Uupopmupyer nupekTopa 0 BO3HUKIIUX TPYIHOCTSIX U MpobiieMax B pabote, 0
HEJO0CTaTKaXx B oOecreueHnd TpeOOBAaHWK OXpaHbl TpyJda U TOXKAPHOU
OesomacHocTH. BHOCHT mpemsiokeHHs 1O YCTPAHEHUIO HEIOCTATKOB, IO
ONITUMU3ALIUN CBOCH EATEIBHOCTH.
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6.8. Uudopmupyer 3amectutesnsi TUPEKTOpa MO aAMUHUCTPATUBHO-XO3IMCTBEHHOU
YacTM O HEAOCTaTKaX B KAHIEIAPCKUX NPUHAAJEKHOCTIX, OyMare HM HHBIX
pacXoOJHBIX ~ Marepuaiax, O  TOJOMKax MeOenu U OpPITeXHUKH, B
AIEKTPOOOOPYIOBAHUU, BOJOMPOBOJHOM M OTOMUTEIBHOM CHCTEMax.

6.9. Bo Bpemsi OTCYTCTBUSA CEKpeTaps €ro OO0S3aHHOCTU BBITIOJHSET COTPYIHUK,
UMeImuiA Bce TpeOyromuecs mnpodecCHOHATbHBIC 3HAHUWS, YMEHUS W HABBIKH,
Ha3HAYEHHBIH  MPUKA30M  JupeKkTopa. JlaHHBI  COTPYIHUK  MpUOOpETaeT
COOTBETCTBYIOIIME IPaBa M HECET IOJHYK OTBETCTBEHHOCTh 3a Ka4ECTBEHHOE
BBITIOJTHCHHUE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

7. 3ak1104YMTEeIbHbIE M0JI0KEHUS

7.1. O3HakomiieHHE€ pa0OTHHKA C HACTOSIIEH JIOKHOCTHOM HMHCTPYKLHEH
OCYIIECTBJISICTCS IIPU IpUEME Ha paboTy (0 MOANKUCAHUS TPYAOBOIO 10IOBOPA).

7.2. OauH 3K3eMIUIAp JOJDKHOCTHOM MHCTPYKLUU HAaXOIUTCS y NUPEKTOpa IIKOJIBI,
BTOPOM — y COTPY/IHHKA.

7.3. @akT 03HAKOMJIEHHsS PaOOTHHKA C HACTOSILENH MHCTPYKLHMEHW MOATBEPKIACTCS
HOJIUCHIO B K3EMILISIPE MHCTPYKIIMH, XPAHSIIEMCS Y TUPEKTOpa 00pa3oBaTeIbHON
OpraHU3alliH, a TAK)KE B KYpPHAJIE O3HAKOMJIEHUS C JJOJHDKHOCTHBIMU MHCTPYKLUSAMMU.

C OoicHOCMHOU UHCIMPYKYUel 03HAKOMIIEH (a).
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