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JlOIKHOCTHASI HHCTPYKIMS

CeKpeTapsi AMPEKTOPAa IIKOJIbI 110 leO(l)CTaH)IapTy

1. O0mue nos0xkeHus

1.1. Hacrosmas 70/:KHOCTHAsT HMHCTPYKIHUS CeKpeTapsi B IIKoOJe pa3padoTaHa B COOTBETCTBUHU
¢ Ipogheccuonanvuviv  cmanoapmom  07.002  «Cneyuanucm no OpeaHu3ayuOHHOMY U  OOKVMEHMAYUOHHOMY
obecneuenuio ynpasieHus opeanusayueli», yTBepKISHHBIM NpHUKa3oM MUHHCTEPCTBA TPyAa W COIHMAIHHON 3aIlUThI
Poccuiickort @enepanmu Ne333u ot 15 wmions 2020 roma, ¢ yuerom DemepanpHoro 3akoHa «OO0 oOpa3oBaHHU B
Poccuiickort ®@eneparmm» ot 29.12.2012r Ne273-®3 ¢ usmenenwsimu ot 8 aBrycra 2024 roma; CII 2.4.3648-20
«CaHHUTapHO-MUEMHUOIOTHUECKAe TPeOOBaHUI K OpPTaHU3allMsIM BOCHUTAHHUS M OOyUYEHUS, OTIBIXa U O370POBIICHHUS
JIeTeil»; a Takke B COOTBETCTBUM C TpynoBbiM koaekcoM Poccuiickoir ®enepauuu, YCTaBOM U JPYTUMH
HOPMATUBHBIMH aKTaMH, PETYJIUPYIOIMMH TPYJOBbIE OTHOLICHUS MEXIy paOOTHHUKOM U paboToaaTeneMm.
1.2. laHHas nOMHKHOCTHASI MHCTPYKLUS TI0 IpodcTaHIapTy ONpeessieT MepeueHb TPYI0BbIX (DYHKIMH 1 00s13aHHOCTEH
CeKpeTaps AMPEKTopa IIKOJbI, a TAK)KEe €ro MpaBa, OTBETCTBEHHOCTh M B3AUMOOTHOIICHHUS IO JIOJKHOCTH B KOJUIEKTHBE
o0Opa3oBarenbHOI OpraHU3aLHH.
1.3. Cexperapp Ha3Ha4yaeTcs W OCBOOOXKIAeTcs OT JODKHOCTH TIPHUKA30M JHPEKTOopa 00Imeo0pa3oBaTebHON
opraHm3aniid B Topsiake, ycraHoBieHHOM TK P®  u TpyaoBbeIM A0roBopoM (KOHTPAKTOM) C pPaOOTHHKOM.
1.4. Ha BpeMs OTIyCKa W BPEMEHHOUH HETPYIOCIIOCOOHOCTH CEKpeTapsi ero 0Os3aHHOCTH MOTYT OBITh BO3JIIOXKEHBI Ha
JIENIOTIPOM3BOJIUTENSI WIIM  JIPYrOro COTpyIHHUKa 00IIeo0pa3oBaTelbHON oOpraHu3anui. BpemMeHHoe HCIoJIHEeHUe
00s13aHHOCTEH B JAaHHBIX CIIydasX OCYIIECTBISICTCS COIVIACHO TPUKA3y IUPEKTOpa, HW3AaHHOTO C COOJIO/ICHHEM
TpeOOBaHMIA Tpynosoro KOJIeKca Poccuiickoii denepanuu.

1.5. Ha 1o/mKHOCTE ceKpeTapsi IPUHUMAETCS JIUIO:

. UMeIoIIIee BhIcIIee 00pa3oBaHUe - OakalaBpUaT WM CpeaHee mpodeccrnoHabHOe 00pa3oBaHHe O
porpaMMe MoAroTOBKY CIIEHUAIIMCTOB CPEJHEr0 3BEHa, JOTIOIHUTEIbHOE TPOodecCHOHAIbHOE 00pa30BaHuE;

. C OIBITOM BBINOJHEHHS padOT IO OPraHM3alMOHHOMY M JIOKYMEHTAMOHHOMY OOECHEeUCHHIO
JeSITeIbHOCTH PYKOBOJUTEIS IIPU CPeIHEM PO ECCHOHATBHOM 00pa30BaHUU HE MEHEE JIBYX JIET;

. COOTBETCTBYIOIIEE  TPEOOBAHHSAM, KacCaroIIUMCS  TMPOXOXKICHHUS  IPEBAPUTEIBHOTO  (TIpH
IMOCTYIVICHUN Ha pa60Ty) U ONEPUOANYCCKUX MEAWIMHCKUX OCMOTPOB, BHCOUCPEAHBIX MCIUIUHCKHUX OCMOTPOB IIO
HaIpaBJICHUIO padoToaTesi, IpoPecCUHOHALHON THTHEHHYECKOH IMOATOTOBKH U aTTecTaluy (MpH nMpreMe Ha padboTy
nanee He pexxe 1 paza B 2 T0oAa), BaKIIMHAIIMH, a TaK)Ke UMEIOIIee JIMYHYI0 MEAWIIMHCKYIO KHIDKKY C pe3ylibTaTaMU

MCIUIIMHCKHUX O6CJ'I€,Z[OBaHHfI n J'Ia60paTOpHBIX PICCJIC,Z[OBaHI/Iﬁ, CBCACHHAMU O IIPUBUBKAX, [ICPCHCCCHHBIX



WHQEKIMOHHBIX 3a00JICBAaHUAX, O MPOXOXKICHUH MPO(ECCHOHAIBHON TUTUEHUYECKON MMOATOTOBKA U aTTECTAIUU C
JIOITYCKOM K paboTe;

o HE WMEIOIee OTpaHWuYeHHH Ha 3aHATHE TPYIOBOW MAESITEIHHOCTHIO B cdepe oOpa3oBaHwMs,
M3TI0KEHHBIX B cTaThe 351.1 «Orpanudenus Ha 3aHATHE TPYIOBOU JEeSTENFHOCTHIO B cpepe 00pa3oBaHusl, BOCTIUTAHUS,
Pa3BUTHS HECOBEPLICHHOJECTHUX, OPTaHU3aLUHN UX OT/AbIXa U 03A0POBIICHHS, MEIUIIMHCKOTO 00ECTICUeHNUS], COIIMATbHOM
3alIUTHl U COLMAIBLHOTO OOCTYKMBaHUS, B chepe AETCKO-IOHOMIECKOTO CHOPTa, KYJIbTYPhl U MCKYCCTBa C y4acTHEM
HECOBEpILIEHHOJIETHUX» TpyaoBoro kojekca Poccuiickoit @enepanuu.

1.6. Cekperapb HENOCPEACTBEHHO TMOMYMHSCTCS 3aBX03a OO0IIE00pa3oBaTENbHONW  OpraHU3alty.
1.7. B cBoell MeATEIBHOCTH CEKpPETaph IIKOJIBl PYKOBOJCTBYETCS JOJDKHOCTHOW HWHCTPYKIIMEH, COCTAaBICHHOH B
cooTBeTcTBHM ¢ Tmpodcrannaprom, Koncrutymumeil m 3axonmamu Poccmiickoit @Denepannu, ykasamu llpesmpenra,
pemenusmu  [IpaButensctBa Poccuiickoir denepaniu W OpraHoB YIIpaBICHUS 0OOpa3oBaHUS BCEX YPOBHEH IO
BOTIPOCAaM, KacalolINMCs €0 TPYAOBOM NEATEIBHOCTH, TPYIOBBIM JOTOBOPOM MEXKTY PaOOTHHKOM M PYKOBOJIUTEIIEM.
Taxxe, cekpeTapb TUPEKTOpa PYKOBOICTBYETCS:

o aIMUHUCTPATUBHBIM, TPYIOBBIM U XO3SMCTBEHHBIM 3aKOHO1aTeNbCTBOM Poccutickoit denepannu;

o CII 2.4.3648-20 «CaHHuTapHO-3IIUAEMHOIOIMYECKHE TPeOOBaHUS K OpPraHU3allUsM BOCIHUTAHUS U
00ydeHUs1, OT/IbIXa U 03I0OPOBIICHUS ICTEH M MOJIOICHKI;

o ®OenepansabiM 3akoHOM «O06 06pazoBanmnm B Poccuiickoit deneparum» No273-D3;

o MTOCTAHOBIICHUSIMH, PACTIOPSHKCHUSAMH, TMPHUKa3aMUd U WHBIMH PYKOBOJAAIIUMH U HOPMATHBHBIMHU

JIOKYMEHTaMH, OTHOCSIIIIUMUCS K BEJICHUIO JICITOTIPOU3BO/ICTBA;

. CTaH/IapTaMu YHU(PHUIUPOBAHHON CHCTEMBI OPraHN3alMOHHO-PACTIOPSAUTEIHLHON TOKYMEHTALIUH;

o npaBuiaMu opdorpaduu v MyHKTYaIHH;

. npaBuiIaMu paboThl HA KOMIBIOTEPE U MHOW OPTTEXHUKH;

. NpaBUJIaMU © HOPMaMH OXPaHbI TPy, TPOU3BOJCTBEHHON CAHUTAPHH U MTOKapHOU 0€30MacHOCTH;
o KonBenmnueit o mpaBax pebeHKa;

. YcTaBoM M JIOKaJIBHBIMM aKTaMH, B TOM uucie [IpaBuiamMu BHYTPEHHEIro TPYyJIOBOTO PAaCHOPSIKA,

IMpuKazaMi U pacCllioOpsKCHUAMUA JUPCKTOPA HIKOJIbI]

o MHCTPYKIIMEN 110 OXPAHE TPYJA CEKpeTapsl MIKOJIBI.

1.8. Cekperaps JOHKEH 3HATE:

. BUJIbI JOKYMEHTOB, UX Ha3HAUEHUE;

. BUJIBI HOMEHKJIATYp, 001IHe TpeOOBaHUsI K HOMEHKIIATYpE JIET;

. rpaMMaTHYeCKHe MPaBUiIa PyCCKOTO S3bIKa;

o JICHCTBYIOIIIE IPABOBbIE aKThl, HOPMATHBHO-METOJMWYECKHE JOKYMEHTHI, T'OCY/lapCTBEHHBIE

CTaHJapThI, ONPENENAIOUINE TTOPSII0K JOKYMEHTAIIMOHHOTO 00ECTICYeHHUS YIIPaBICHHUS;
o JIEJIIOBOM MPOTOKOI;
. MHCTPYKIIMM  TI0  JIEJONPOM3BOACTBY W JIPYIMM  JIOKaJbHBIM  HOPMATHUBHBIM  aKTaM,

YCTAaHABJIMBAIOIIUM HNOPAAO0OK pCain3aliun YIPABJICHYCCKUX NPOLCAYP,

o WCTOYHUKH yIpaBJieHIeCKOW HH(OopMaIuu;
o KJIacCU(UKAIIHIO YIIPaBIeHYECKON HH(POPMAIIMH, BUIBI YIIPaBIEHUIECKOW HHpOpMAaIHH;
o KOMIIJIEKC OPTaHU3aMOHHO-TEXHUYECKUX MEPONPUATUI 110 MOATOTOBKE U IIPOBEJEHUIO COBEIIAHUMN

¥ [IEPErOBOPOB;

. METOAMKY 0TOOpa HCTOYHUKOB HH(POPMALIUH;
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METOAbI O6pa6OTKI/I I/IH(i)OpMaL[I/II/I C TNPUMCHCHHUCM COBPCEMCHHBIX TCXHHUYCCKUX CpPCACTB

KOMMYHI/IKaLII/Iﬁ " CBsI3H, BBIYMCIIUTEIIHHOMN TCXHHUKH,

HOPMATHUBHBIC TIIPABOBBIC AKTbl, HOPMATHBHO-MCTOAUYCCKUE JOKYMCHTBI, TOCYJapCTBCHHBIC

CTaH/IaPTHI, OTPEACIISAIONINE MOPAIOK TOKYMEHTAIIHOHHOTO 00ecTieueH s YIpaBIeHUS;

oOmue TpeOOBaHUS K CPOKaM HCIONHEHHs JOKYMEHTOB W KOHTPOJBHBIM (DYHKIHUSM CIYKOBI

JOKYMCHTAIMOHHOT'O O6CCHC‘I€HI/IH;

OCHOBBI aIMUHHCTPATUBHOTO MpaBa u TPYAOBOTO 3aKOHOAaTeIbcTBa Poccuiickoi deneparuy;
OCHOBBI JJTOKYMEHTHOM JINHTBUCTUKH;

OCHOBBI MPABWIILHON OPraHU3aIH TPY/IA U METOJIbI TTOBBIMICHHS €0 3P PEKTUBHOCTH;
OCHOBBI YIIPaBJICHUSI BpEMEHEM;

0COOCHHOCTH 0(OPMIICHUS TTAHUPOBIIKKA (Ha SJIEKTPOHOM M OyMa)KHOM HOCHTEIIAX );
ocoberHocTH (hopMUpoBaHUs 0a3 JaHHBIX B 00pa30BaTEIHLHOM YUPEKICHUH;

ImopAaoK O(I)OpMJ'IeHI/I)I JOKYMCHTOB I KOMAHJAUPOBKM HW  OTYCTHBIX AOKYMCHTOB IIO

KOMaHIUPOBKaM pa6OTHI/IKOB IIKOJIBI;

MOPSIOK paboThI C TIOKYMEHTaMH, CXEMBI JIOKYMEHTOO00POTa;
nopsIoK GopMUpOBaHHS U OPOPMIICHHUS JIEIT;

IpaBuiia BEACHUS, MOATOTOBKUA U O(OPMIICHHs MPOTOKOJIA U IPYTUX TOKYMEHTOB, CO3/1aBacMbIX B

TIPOIIECCEe MOATOTOBKH COBEIIAHUN TIPU AUPEKTOPE;

[ ]
[ ]
[ ]
JIOKYMEHTOB;
[ ]

IpaBHjIa BBIAAYH M UCTIOIB30BAHUS JOKYMEHTOB U3 c(hOPMHUPOBAHHBIX JIEIT;

IpaBHiIa JAETOBOTO OOIICHNUS, AETOBOTO ITHKETA;

HpaBuia JOKYMEHTALMOHHOIO 00eCHeUeHus AeATeIbHOCTH 001e00pa30BaTesIbHOM OpraHu3aIuy;
NpaBuIIa 32Tl KOHQUACHIIMATBHON HHPOPMAIIH;

ImpaBujia OpraHru3allvii KOHTPOJIA MCIIOJIHEHUSA JOKYMEHTOB W THIIOBBIC CPOKHU MCIIOJIHCHUS

MIpaBHJIa OPTaHU3ALUH IIPUEMa ITOCETUTENIEH B IIKOJIE;

IpaBuIia IOATOTOBKH U TIEPeayn JieJl B apXUB 00pa30BaTeIbHON OpraHU3alny;

MIpaBHJIA MOJJIEP/KAHUS U Pa3BUTHS MEKIMYHOCTHBIX OTHOLIEHHH;

[IpaBuUJia MOJIUCAHUA U YTBEPXKIACHHS JIOKYMEHTOB;

MpaBuiia paboThl ¢ BXOASAIIUMEU, HCXOSIIMMU U BHYTPEHHUMH JIOKyMEHTaMHU;

IIpaBUiia PEYEBOro 3TUKETA;

NpaBuiia CEPBUPOBKH YaifHOTO (KO(EHHOTO0) CTOJIA, MPUTOTOBIICHHUS U [T0JIa41 TOPSYUX HAMKTKOB;
TIpaBHJIa COTJIACOBAHUS JOKYMEHTOB IIKOJIbI (BHYTPEHHETO M BHEIITHETO);

IIpaBuia COCTABIEHUS AHAIUTUYECKUX CIIPABOK 110 KOHTPOJIIO UCIIOJHEHUS JOKYMEHTOB;

mpaBujia COCTAaBJICHUS U 0(1)0pMJ'IeHI/IH I/IHq)OpMaI_II/IOHHO-CHpaBO'{HLIX, YHpaBJICHYCCKUX JOKYMCHTOB

u CJ'Iy)K€6HI)IX IIHCEM;

NpaBUJIa COCTABICHUS OPraHU3aLMOHHBIX JJOKYMEHTOB (MPUKA30B, MOJIOKEHUN, HHCTPYKILINH);
IIpaBUJia YCTAHOBJICHHSI KOHTAKTA, MOAJICPKAHUS U PA3BUTHS MEKIMYHOCTHBIX OTHOLLICHUI;
IIpaBUiia XpaHEHUs JIeJl, IPUKA30B, B TOM YHUCJIE JJOKYMEHTOB OTPAaHUYEHHOIO JTOCTYIIA;

MIPaBOBbIE OCHOBBI YIIPaBIeHHs (OCHOBBI aIMHHUCTPATHBHOTO, TPYAOBOTO M I'PaXKIaHCKOTO 1paBa);
MIPUHLMIIB ¥ TIPaBUJia MJIAHUPOBAHUS Pad0Uero BpeMeHH;

NPUHIMIIBL, CIIOCOOBI HHPOPMUPOBAHHS PAOOTHUKOB 00Pa30BATEILHOIO YUPEKICHUS;



L4 pYKOBOI[ﬂIJ_[I/Iﬁ COCTaB IIKOJIBI U €€ HO,I[paB,I[GJ'IeHI/If/'I;

o CHCTEMBI DJIEKTPOHHOTO JOKYMEHTO000pOTa;

o COBpEMEHHbIE MHPOPMAIIMOHHBIE TEXHOJIOTHH PabOTHI C TOKYMEHTaM;

o COCTaB OPraHMU3AIMOHHON TEXHUKH, €€ YCTPOHCTBO U MOPSIIOK PabOTHI C HEll;

o CHeIU(pUKY OCHOBHOM JIeATEILHOCTH 00111e00pa30oBaTeIbHON OpraHu3aIluy;

o CTaH/IAPThl M PEKOMEHIAIMU 110 000PYI0BAHUIO TIOMEIICHUS TIPUEMHON;

o CTPYKTYpPY LIKOJIBI, MOPSJIOK B3aUMOJICHCTBUS TMOAPA3JICIICHUN U CITy:KO0, pacnpeaeiieHrue QyHKINN

MCIKAY CTPYKTYPHBIMHU NOAPA3ACTICHUSIMU,

o ¢byHKIMH, 337291 00111e00pa30BaTeIFHON OPTaHU3aIliH, €€ CBSA3U M0 BEPTHKAIN M TOPU30HTAIIM

. HAMpPaBJICHUSI JICSITEITBHOCTH IIKOJIBI U KOMIIETCHIIMH CTPYKTYPHBIX MOPA3CIICHHN U IOJDKHOCTHBIX
AL

. 0o0pa3ipl TMOANMUCEeH JIMIl, WMCIONIMX TMPaBO IOJANUCAHUS W YTBEPXKJCHHUS JIOKYMEHTOB, H

OrpaHUYCHUA UX 30H OTBETCTBCHHOCTHU,

o Tesne()OHHBIE KOHTAKTHI TUPEKTOPA HIKOJIEI,
o TpeOOBaHMsI OXpaHbI TPY/ia, TPOU3BOACTBEHHON CAHUTAPUH, ITOKApHOU 0€30MacHOCTH;
o TpeOOBaHUs, MPEIbSBISEMbIE K JOKYMEHTaM B COOTBETCTBHHM C HOPMATHUBHBIMH aKTaMU |

roCyJapCTBEHHBIMHU CTaHIApTaMU;

. TpeOOBaHUsI, IPEIbIBIIEMbIEC K YIPaBICHIECKOH NH(POPMAIHY;
o (hOpMBI TTpeTOCTaBICHHS YIIPABICHUECKOW NH(OPMAITHH;

. (GYHKIIMU caMOMEHEDKMEHTa;

o 9THKY JICJIOBOT'O OOILICHHS, STHKET.

1.9. Cekperaps J10IKEH YMETh:

. aHaJM3UPOBATH IPUYMHBI HEBHITTOIHEHHUS 337134,

o BECTH W HCIIOJIb30BaTh B paboTe 0a3y JaHHBIX TeNEPOHHBIX KOHTAKTOB AUPEKTOPA IIKOJIBL;

. BECTH CPOKOBYIO KapTOTEKY;

. BECTH YYETHBIC PETHCTPAllMOHHBIE (OPMBI, HCIIOIB30BATh WX Ui MHPOPMAIMOHHON pabOTHI M

pabOThI 0 KOHTPOJIIO UCTIONHEHHUS PELICHUH 1 MPUKa30B AUPEKTOpa 0011e00pa3oBaTeIbHON OpraHn3alimy;
o BHOCHUTb U OTCJISKUBATh HH(POPMALIUIO HA 3JICKTPOHHOM /WM OyMa>KHOM HOCHTEIIE;
o BBIOMpATh ONTUMAIILHBIE CIIOCOOBI WHPOPMUPOBAHHS PAOOTHHKOB INKOJBI, OOYYAIOIIMXCS M HX

ponuTenel (3aKOHHBIX MPEJCTABUTENEH), BHIIIIECTOSIINE OPTAaHN3ALMH O TUIAHUPYEMBIX MEPOIIPHUATHSAX;

o BBIOMPATH ONTUMAITBHBIN PUTM pabOThI;

. JIOKYMEHTUPOBATH Pa3HbIE 3TAlbI MPOIEyphl TOATOTOBKH U MPOBEACHHUS COBEIAHNH;

. MCIIOJIb30BaTh COBPEMEHHbIE CpeCTBa cOOpa 1 00pabOTKH KOHTPOIBHON HHPOPMALIH;

. MCIIOJIb30BaTh COBPEMEHHBIE TEXHOJIOTHH cOopa 1 nepesaun HHhopMaluy;

. MCIIOJIB30BaTh CIPaBOYHbIE TPABOBBIC CUCTEMBI;

. MCIIOJIB30BaTh CPEACTBA KOMMYHHUKAIIMU ISl Iepeayn MOPYUECHUH JUPEKTOPa MIKOJIbI;

. UCIIOJIb30BaTh CPEJICTBA KOMMYHHUKAIlAOHHOW OPITEXHUKW JUIS TIOJNyYeHHS | TIepelaqn
UHQOPMAIIH;

. UCIIOJIb30BaTh ~ yCTAaHOBJIGHHBbIE  MpaBWjia W MPOUEAYypbl ~ KOMMYHUKAllMM  BHYTPH

0011e00pa30BaTENbHON OpraHU3aINN;

o HCII0JIBb30BAaTh O(i)HCHBIfI makKeT (TeKCTOBBIfI PEAAKTOP, SJICKTPOHHBIC Ta6J'H/ILIBI, HpC3CHTaLII/II/I);



oOecrneunBaTh HHPOPMAIIMOHHYIO OE30MMACHOCTD ACSITEILHOCTH 00pa30BaTEILHON OpTaHU3AIIHN;
obecreunBaTh KOH(PUACHINATLHOCT B IPHEMHOMN M KAOMHETE TUPEKTOPA;
obecrieunBaTh pabOTy MPUEMHON TUPEKTOPa BO BPEMsI €r0 OTCYTCTBUS;

o0ecreynBaTh COXPAaHHOCTh JOKYMEHTOB, XPaHSIIUXCA B TPHEMHOW W KaOWHETe IUpPEeKTopa

0011eo0pa3oBaTeIbHON OpraHu3alny;

[ ]

[ ]
pabouee Bpems;

[ ]

OKa3bIBaTh NOMOLIb JUPCKTOPY HIKOJIBI B PACIIPEACIICHUN €TI0 pa6oqer0 BPEMCHU;

OMpeACIATh MPUOPUTECTHOCTL W OUYCPCAHOCTH BBLINTOJIHCHUA pa60T n 3(1)(1)CKTI/IBHO pacnpeacisiaTb

OpPraHU30BBIBATH U 00CCIICYMBATE JIMYHBIC KOHTAKTHI TUPEKTOpa 00pa3oBaTeIbHON OpraHUu3allHy;
OpraHU30BBIBATH MPOIIECC MOJITOTOBKU K MPOBEACHUIO COBEINAHMSI TPU TUPEKTOPE;
OCYILECTBISITh KOHTPOJIb UCTIOJTHEHHS IOPYYCHHUH JUPEKTOPa pAOOTHUKAMH IITKOJIBI;
OCYIIECTBIISTh 00pabOTKy 1 CTPYKTYPHpPOBaHHME WH(OPMAIIHIH;

OCYIIECTBJISTh pacrieuyaThiBaHUE H KCEPOKOITUPOBAHUE;,

OCYHWECTBJIATH IMMPOBCPKY JOCTOBEPHOCTHU, MOJHOTHI U HENIPOTHUBOPCUYUBOCTU HAHHBIX, UCKJIHOYCHUEC

nyonupoBanus HHGopMayu;

OCYHWECCTBJIATL PCTUCTPAllIO, HAKOIJICHUE U NIEpeaady, CUCTEMATU3MPOBAHHOC XpaHCHUEC U BblAady

nHpopMaIu B Tpedyemoit Gpopme;

OCYHIECTBIATH cOOp, 00paboTKy mH(pOpPMANINK, HEOOXOIUMOU I TUPEKTOpa IIKOJBI, e aHaIn3 B

COOTBETCTBUU C TPEOOBAaHUSIMU KPAaTKOCTH, YETKOCTHU (HOPMYJIMPOBOK, CBOEBPEMEHHOCTH MOCTYIUICHHS, TOUHOCTH U

JOCTOBEPHOCTH, ONITUMAJILHOCTH CHCTEMATU3aI1H, HEIPEPBIBHOCTH cOopa 1 00paboTKy;

°
°
MMPUHAAJICKHOCTHU,
°
°
°
°

OCYIIECTBIIATh CHCTEMATHU3AIIMIO MTOJIyYaeMbIX U Mepe/jaBaeMbIX JTaHHbIX;

0QOPMIISITH KOMaHAUPOBOYHBIE TOKYMEHTBI;

OIIEHHMBATH PE3YJIbTAThl B paMKaX MMOCTABJICHHBIX 33]1a4;

nepeiaBaTh HHPOPMALIUIO, TOKYMEHTBI M MAaTepHalibl Y4aCTHUKAM COBEIIAHUsI [TPU IUPEKTOPE;
neyaTath ¥ peJakKTHPOBATh TEKCTHI CIYKEOHBIX JOKYMEHTOB;

MOJIb30BATHCS NepUEPUIHHBIMUA YCTPOMCTBAMH U OPITEXHUKOIA;

M0JIb30BATHCS YHU(UIMPOBAHHBIMU (pOpMaMM JOKYMEHTOB;

MIOJIb30BAThCS AJEKTPOHHOH MOYTOI;

NPEJIOCTABIATh JaHHBIE B IMHOM U YI00HOM JJIsl BOCIPUSITHS (pOpMAaTe;

IMPUMCHSATL B COOTBETCTBHMU C HA3HAYCHHUEM CPCIACTBa OpFaHI/ISaHHOHHOﬁ TCXHUKHU, KaHUCIAPCKUC

NPUMEHSTh HH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH;

MPUMEHSTh CIIOCOObI IEI0OBOTO OOLIECHNS;

NPUHUMATH MEPHI 110 Pa3pelIeHUI0 KOHPIMKTHBIX CUTYalUi;

NPOM3BOAMTH TIOATOTOBKY JIEN IS Iepejaun B apXuB 0011e00pa3oBaTeIbHON OpraHn3alii;

MPOM3BOAMTH NOUCK MH(OpManu B 6a3ax JaHHBIX, BECTH MH(OPMALMOHHO-CIIPABOYHYIO paboTy Ha

OCHOBC pa3JIMYHbIX KOM6I/IH&HHI71 TTOMCKOBBIX ITPU3HAKOB,

CKaHEepOM;

paboTaTh ¢ TEPCOHANBHBIM KOMIIBIOTEPOM (HOYTOYKOM), Karajoramu (mankamu) u (aiinamu,

paboTaTh ¢ BXOJSINEH, HCXOISIICH, BHYTPEHHEH JTOKYMEHTAIIUCH;



o pabotath ¢ uH(MOpMaIMel, aHATM3UPOBATh W IMPEICTABIATh €¢ B CUCTEMaTU3UPOBAHHOM BHJIE, B
BUJIE CBOJHBIX JOKYMEHTOB;
o pabotath €O  Bced  COBOKYMHOCTHIO  HH()OPMAIMOHHO-TOKYMEHTAIMOHHBIX  PECypCOB

00pa3oBaTeIbHOI OpraHu3aIvmg;

. pa3pabaTeiBaTh HOMECHKIATYPY N IHIKOJBI C YYeTOM ACUCTBYIOIINX HOPMATHBHO-METOANYCCKHUX
JIOKYMEHTOB;

. paccTaBIATh MPHOPUTETHI, BBIJCISATH B&YKHOE U CPOYHOE;

. CTIIKUBATh KOHMIMKTHBIC U CIOKHBIC CUTYAIHH MEKIHYHOCTHOTO OOIICHUS;

o CEepBHUPOBATH YaHBIN (KO(EIHBII) CTOM BO BpeMsl MpOBeIeHNs Kode-Tay3;

. coOr0IaTh CIyKeOHBIN STUKET, TIPABUIIA JISJIOBOTO STHKETA U MMPOTOKOJIA;

. €03J1aBaTh UMHJDK CEKpETapsi, COOTBETCTBYIONIMIA UMHIKY IITKOJIBI;

. €O3/1aBaTh U MOJICPKUBATH MTOJIOKUTEITBHBI UMHIK 00pa30BaTEIIbHON OpraHU3aIny;

o co3/1aBath ycioBus, o0ecneunBaronue 3QpHEeKTUBHYIO padoTy TUPEKTOPA;

o COCTaBJIATh U O(bOpMJ'IﬂTI) HOPMATHBHBIC AKTbI, OPraHU3allMOHHBIC U MCETOAMYCCKUEC HNOKYMCHTEI,

CBOAHBIC, OTYETHLBIC, CTATUCTUYCCKUEC JOKYMCHTEI,

. YIPaBIsATh KOHPINKTAMH;

. YCTaHABIIUBATH IIEJIH, OTIPECIISITH HEPAPXHIO IIeTIeH;

. YUYHUTBIBATh TICUXOJOTMYECKHE OCOOCHHOCTH JTMYHOCTH MPHU PA3IMYHBIX BUAAX MPOPECCHOHATHHOTO
OOIIIEHNS;

o BBIOMpATh U 0OYOPMIISATH IIAHUPOBIIUK;

. ¢dopmupoBaTh W OQOPMIATH JAefla B COOTBETCTBUU C YTBEP)KICHHOM HOMEHKIIATYpOH Jen

0011eo0pa3oBaTeIbHON OpraHU3aIry.

1.10. Cekperapb JODKEH OBITh O3HAKOMIIEH C JIOJDKHOCTHOW WHCTPYKIIMEH CeKpeTapsi PYKOBOIHMTEIs
HIKOJIBI, pa3paboTaHHOMN ¢ yueToM MpocTaHAapTa, 3HaTh U COONIOIATh YCTAHOBJICHHBIE ITPaBUiIa U TPEOOBAHUS OXPaHBI
TpyZa U MOKapHOM Oe30MacHOCTH, NMpaBHja JMYHOW T'MIMEHBl M TMTHEHBl TpyJda B 0Opa30BaTEIbHOM YUPEXKICHHH.
1.11. Cexperapb 10JKEH NPOWTH 0O0yueHHE W MMETh HAaBBIKM OKa3aHHs ME€PBOM MOMOILIM IOCTPaJaBILIUM, COOIIOIATh
Konsenuuto OOH o npaBax peGeHka, 3HaTh MOPSAAOK ACHCTBHUH ITPU BOZHUKHOBEHHUH OYXKapa WJIM HHOM Upe3BbIYaiiHOM
CUTYyalluu U 3BAKyallHH.

2. Tpynosble GyHKIMHU

OchosHbimu mpyooesiMu @ynxyuamu cexpemapsi ABNAIOMCA:

2.1. ODFaHI/ISaHI/IOHHOG, JOKYMCHTAIIMOHHOC U I/IHd)ODMaIII/IOHHoe obecrieuenme JACATCIIBbHOCTH JHUPCKTOPA IMKOJIbI:

2.1.1. Oxkazanne MTOMOIIIH TIUPEKTOPY B IJIAHUPOBAHUU pabouero BpPEMEHH.
2.1.2. [1mannpoBanue pabouero JUHSA cekperapsi.
2.1.3. Opranmzanus  TeneOHHBIX ~ HEPEroBOpOB  AMPEKTOpa  00meoOpa3oBaTeIbHOM  OpraHM3aLuy.
2.1.4. Opranuzanus paboTsI c IIOCETUTENSIMU B MIPUEMHOMN JIUPEKTOPA.
2.1.5. Opranuzanus IIOATOTOBKH MEpOIPUITUI c y4acTHEM JUPEKTOPA.

2.1.6. Opranuzanysi WCIONHEHUS pEIIeHWH ¥ OCYIIECTBIEHHE KOHTPOJS WCIOJHEHHS TOPYYEeHHUH AHPEKTOpa.
2.1.7. Opranuzanus u nojjepx anue (QyHKIHOHAIBHOTO pabouero MpocTpaHCTBa MPUEMHONW M KaOWHeTa JTUPEKTOpA.
2.1.8. CocraBnenue u oopmitenue YIPaBICHYECKOM JIOKYMEHTAIIHH.
2.1.9. Opranuzarnms paboThI c JIOKyMEHTaMHU B MIPUEMHOI JIUPEKTOpa IITKOJTBL.

2.1.10. Opranunzanus XpaHEHHUs JIOKyMEHTOB.



2.1.11. OOecneuenue JTUpEKTOpa 001eo0pa3oBaTeIbHOMI OpraHH3alNN UHpOpMAIHCH.
2.1.12. Opranmnzarus nHPOPMAITMOHHOTO B3aUMOJICHCTBHS TAPEKTOpa c pabOTHHKaAMHU.
2.1.13. Opranu3zanus KOMaHIUPOBOK TUPEKTOPA U COTPYAHUKOB.

3. Jlo/zKHOCTHBIE 005I3aHHOCTH CeKpeTapsi B IIKOJIe

3.1.B paMKax TpyAOBOM d)VHKHI/II/I OKa3zaHMs NTOMOIIHN JUPEKTOPY B IJIAHUPOBAHUHN pa6oqero BpEMCHU:

. MHQOPMHUPYET AUPEKTOpa 00pa3oBaTeNbHONW OpraHM3ald O pEerijaMeHTe HAMEUYEHHBIX BCTpEY,
COBCUIAHWH U 3aCeJaHNH, IeIaTOTMYECKUX COBETOB, OOIIEIIKOILHBIX U HHBIX MEPOTIPUSITHH;

. npeaynpexaacT o NpUOIMKEHIH BPEMEHN HAMEUSHHBIX MEPONPHUSITHH, COrJIacOBHIBACT BPEMEHHBIC
TUTaHEI,

. COTJIACOBBIBAaET Tele()OHHBIC IMEPeroBOPHI C TMPEACTABHTENISIMH BBIICCTOSIIMX OPTaHM3aINH, C
HONEYHUTEINSIMH, PYKOBOIUTEISIMI HHBIX 00pPa30BaTEIBHBIX YUPEKICHUIH;

. COTJIACOBBIBAET BCTPEUN W MEPONPHATHS C COTPYAHUKAMH IIKOJIBI U MPOPCOIO3HBIM KOMUTETOM, C
pPoAUTEIISIMU U POAUTCIIBCKUM KOMUTCTOM, PYKOBOAUTCIAMU METOAMNYCCKUX O6’be):[HHCHPII71, C COBCTOM YUallUuxcCsda H
WHBIMH COBETAaMH U KOMUTETaMH 00I11€00pa30BaTeIbHON OPraHU3allNH;

. dbopmMupyeT pe3epB BpeMEHH /sl HENPEABUACHHBIX CUTYAIINH;

o BHOCHT WH(OPMAITUIO B IJIAHUPOBINHUK (OpraHaisep).

3.2. B pamkax TpyoBoi ¢GVHKIIMN IUIAHUPOBAHKS pabodero AHs CEKpeTaps:

o COTJIACOBBIBACT IUIAHBI C IDIAHAMH W CPOKaMH pabOThl JUpeKTopa 00IIeodpa3oBaTeIbHON
OpraHM3alvy;

o pacnpenenseT padodee Bpems (Ha JI€Hb, HEJIEI0, IEPCIIEKTUBY );

. MEPEHOCUT HEBBITIOITHEHHBIE 3aIlJIAHUPOBAHHBIC 33/1a4H;

. BBIMOJTHSICT THITMYHBIC €)KETHEBHBIE JIEIIa;

o BBIOUpaET U 0OpMIISET TUTAHUPOBIIUK CEKPETapsi;

o BEJICT JIHEBHUK (HA JIEKTPOHHOM U /MM OYMaKHOM HOCHTEJIE).

3.3. B pamkax tpyoBoii ¢hyYHKIIMK OpraHn3anuy Tejieh OHHBIX [IEPErOBOPOB JIMPEKTOPA:

. BesieT 0a3y TeneOHHBIX KOHTAKTOB PYKOBOIUTEIIS IIIKOJIbI;

. COEJIMHSIET TUPEKTOpa 00pa3oBaTeIbHON OPraHU3alliK ¢ KOHKPETHBIME a0OHEHTaMU;

. PETHCTPUPYET MOCTYIAIOIINE B IPUEMHYIO TeJIe()OHHBIC 3BOHKH;

o NepeHaIpaBId€T OTACIbHBIC Te.]'[e(l)OHHBIe 3BOHKH 3aMECTUTCIIAM JUPEKTOPA,

. MOJyYaeT HEOOXOMUMYI0 HH(POPMAIIMI0 W TEepefAaeT CaHKIMOHMPOBAHHYIO HWH(MOPMAIIHIO 10
Tenedony;

. yCTaHABJIMBAET KOHTAKT C COOECETHUKOM, TIOIZICPIKMBACT M Pa3BUBACT JICJIOBYIO Oecelly B Ipoliecce

TeneOHHBIX IEPETOBOPOB.

3.4.B paMKax TDVZ[OBOﬁ d)VHKHI/II/I OopraHvs3anuu Da6OTI>I C IOCCTUTCISAAMU B HDHCMHOfI JUPEKTOpA:

o OpPraHU30BBIBACT JIMYHBIN NPUEM MOCETUTENEH TUPEKTOPOM IIKOJIbI;

o YCTaHABJIMBACT MOPSIOK IprUeMa JIsl pa3IMYHbIX KaTErOpUil MOCeTUTENeH;

° BEJIET JKypHal MPEABAPUTEIILHOM 3allMCHM Ha MPHUEM, JKypPHAJI IIOCEIIECHUH, PErHuCTpUpyeT
IMOCETHUTEIICH;

o CONCUCTBYET ONEPATHBHOMY pPACCMOTPEHUIO Kajao0, TPOCEO W TPEMIOKEHUHA COTPYIHUKOB

00111e00pa30BaTEIHLHON OpPraHu3aHy, POIUTEICH (3AKOHHBIX MPECTABUTENICH ) 00YIArOITINXCSI, UHBIX MTOCETUTENCH;



. OCYILECTBIISIET IIPUEM JINYHBIX 3aSBICHUN COTPYAHUKOB, 0OYyUaAIOMINXCA U UX POAUTENEH (3aKOHHBIX
TIpeICTaBUTEICH );

. OPraHM30BBIBACT IPHEM IPEACTaBUTEICH OpraHW3alui, SBIAIOMUXCS medamMu IIKOJBI, WICHOB
HONEYHUTEILCKOTO COBETA, MAPTHEPOB 00pa30BaTENHHON OPraHNu3alyy U T.1.;

o cepBUpYET YalHbIN (KOQEWHBIN) CTOM B KAOMHETE AUPEKTOPA;

. NPUHUMAET MEPHI 10 COXPaHeHNIO KOH(DUICHIUATBLHON HH(POPMALIMH B XO€ IPpHUeMa OCETUTENICH 1
MX HaXOXK/ICHUs B IPUEMHOM 1 KabuHeTe AUpeKTopa od1ieodpa3oBaTebHON OpraHu3aliH.

3.5.B paMKax TpyAOBOM d)VHKHI/II/I OpraHu3aluy HOATOTOBKM MEPOIPUITHI ¢ Yy4acTUEM AUPEKTOpa:

o nHPOPMUPYET paOOTHIKOB O HAMEYAFOIIIEMCS COBEIIIAHNH, TTeJICOBETE, HHOM MEPOIIPHUITHH;

o MONTOTABIMBAECT W BBIBEIIMBACT HAa WH(DOPMALMOHHBIN CTEHJ MOBECTKY IHS MEpPONPHUATHSI C
y9acTHEM TUPEKTOPA;

o MTOMOTaeT B TIOATOTOBKE JOKJIaZa TUPEKTOPA MIKOJIBI, MPE3EHTAIIMOHHBIX MATEPUAIIOB;

o pacchuIaeT MPUTIIAIICHHUS JIULAM, PUTJIAIICHHBIM Ha OOIIEIIKOIbHOE MEPOTIPUSITHE.

3.6. B _pamkax TpyaoBoil (GYHKIMH OpPraHW3alMi  WCIIOJHEHUs PELICHUI, OCYIIECTBICHUS KOHTPOJIS

HUCIIOJIHCHUA HODV‘ICHI/Iﬁ JHUPCKTOpAa:

. JOKYMEHTaJIbHO 0(hOpMIISIET pelieHHs AMPEKTOPA IIKOIBI (TIPUKa3bl);

. JOBOJIUT /10 CBEACHUSI PaOOTHUKOB 00111€00pa30BaTEIbHOIO YUPEKACHUS PUKa3bl U PACTIOPSLKEHUS
JTUPEKTOPA;

. KOOPAMHHUPYET ACSITEIbHOCTD 110 UCIIOIHEHUIO PEILICHUN IUPEKTOPa;

o BEJIET CPOKOBBIN TEKYIIUHA U MIPEAYIPEAUTEIbHBIN KOHTPOJIb;

o MPOBEPSIET UCIIOTHEHNE TOPYUEHUH JUPEKTOpa B YCTAaHOBICHHBIN CPOK;

o npeaynpexIacT COTPYTHUKOB 00 HCTEUCHHH CPOKA UCTIONHEHHS TOPYUYCHUH TUPEKTOPA;

o (bUKCHpYeT HCIIOTHEHUE MTOPYUYCHUH;

o COCTaBJISIET OTYEThl M AHAJUTUYECKUE CHPABKH O BBHIMOJIHEHWH MOPYYEHHUH M pelIeHUH TUPEeKTopa

00111e00pa30BaTENLHON OpraHU3aIINH.

3.7.B pamkax TpymaoBOHl (VHKIMH OpraHuW3aliyd W OoJuiepkaHus (YHKIMOHAIBHOrO paboyero

IIPOCTPAHCTBA IPUEMHON M KaOWHETA JUPEKTOPA:

o OpPraHU30BbIBACT MPHUEMHYIO TUPEKTOPa B COOTBETCTBHU C TPEOOBAHUSIMHU 3PTOHOMHMKH U KYJIbTYPBI
TpyAa;

. OCYIIECTBIISIET ~ KOHTPOJb  OOECHEeueHHs JUPEKTOpa  KaHIENSPCKUMH  MPHHAICKHOCTIMH,
CpEeJICTBAaMH OpTaHU3aI[MOHHON TEXHUKU;

o YXa)KMBAET 32 KOMHATHBIMH PACTCHUSIMH B IPUEMHOM 1 KaOWHETe TUPEKTOpa.

3.8.B paMKax TDVZ[OBOﬁ d)VHKHI/II/I COCTaBJICHHUA U Od)ODMHCHI/ISI VHDaBHCH‘IeCKOﬁ JOKYMCHTAIIWM

o COCTaBJISIET TPOEKTHl PACHOPSIUTEIbHBIX (TMPHUKa3bl, pACHOPSHKEHUS) H  HMHPOPMAMOHHO-
CHPaBOYHBIX JOKYMEHTOB (CIIy>KeOHbIe TMCbMa, CIPABKH, TOKJIAIHbIC U CIIy>KEOHBIC 3aIIHCKH);
o COCTaBJISICT pa3IMYHbIC MUCbMa, 3alPOCHl, TOTOBUT OTBETHI aBTOpaM OOpPAIICHUH MO MOPYYEHHIO

JIUPEKTOPA MITKOJIBI;

o revaTaeT ciayKeOHbIe TOKYMEHTHI U IPYTHe MaTepuabl;
o pPa3MHOKaET CITyKeOHbIE TOKYMEHTHI;
o KOHTPOJIPYET MPOXOXKACHHE TOKYMEHTOB B 00IIe00pa3oBaTeIbHONW OpraHu3alui (CoriiacoBaHMe,

oAU CaHneC U YTBCPIKACHUC I[OKYMCHTa).



3.9.B paMKax TDV[LOBOP’I d)VHKUI/II/I OopraHms3anuu Da6OTI>I C JOKYMCHTaMHU B HDHGMHOﬁ:

o MOJTy4YaeT, MPeIBapUTEIHHO PAacCMaTPUBAET U COPTHPYET JOKYMEHTHI, MOCTYIAIOIINE B IPHEMHYO

JpEKTOpa 00pa30BaTEIbHOTO YUPEHKICHHS,

o IMOATOTAaBJIMBACT JOKYMEHTHI JJIsI PACCMOTPECHUA JUPEKTOPOM;
o BCACT YUCT NOKYMCHTOB, IMOCTYIAOIINX HA UMS JUPCKTOPA IIKOJIbI;
o B COOTBCTCTBUHM C YKa3aHUSAMU JUPCKTOPA OPTraHHU30BBIBACT MCPCAady JOKYMCHTOB HUCIIOJHUTCIIAM

(KOHKPETHBIM COTPYJIHHUKAM) JUIS UCTIOIB30BaHMS B IIPOIecce paboThI JINOO /IS TIOJATOTOBKH OTBETOB;
. COCTAaBJISICT W TPEJOCTABISICT B YCTAHOBJICHHBIE CPOKHM B OPTraH YIpaBJICHHsI 00pa30BaHUs CIUCKU
BCEX KJIACCOB (KOHTHHTEHTa 00Pa30BaTEIbHOIN OpraHU3aIliK) U CIIICOK BCEX MPEINo/iaBaTesiel KakI0ro yaeOHOTro Toa;
. OIMEPAaTUBHO BHOCHUT TEKYIIME M3MEHCHHS B COCTAB KOHTHHICHTA YYalllUXCsl, MEIArOTHYECKUX H

JIPYTUX paOOTHUKOB 001Ie00pa30BaTEIHHON OpraHN3aIliH;

o oopMIISeT JINYHBIE JIea JeTel, MPUHATHIX Ha 00y4deHHe B 0011e00pa30BaTeIbHYI0 OPTaHU3AIHIO;
o BeIeT anaBUTHBIN J)KypHAJ BCEX YUaIIUXCS;

. CO3/1aeT U BeJleT 0a3y JIaHHBIX JIOKYMEHTOB, ITPOBOJIUT HH(POPMAIIMOHHO-CIIPABOYHYIO padoTy;

o KOHTPOJIUPYET MCIIOJIHEHUE IOKYMEHTOB U IOPYUYCHHI JUPEKTOpa 00pa30BaTeIbHON OpraHu3aIim.

3.10. B pamkax Tpy10Boi (YHKIIMYA OPraHU3alMi XpaHEHUs] JOKYMEHTOB:

. KOPPEKTHUPYET HOMEHKJIATYPbI JIe]l CEKPETapsl U AUPEKTOpaA LIKOJIbI;
. dbopmupyet u ohopMIIseT esia MOCTOSIHHOTO, 10JTOBPEMEHHOI0 CPOKOB XPaHEHUS;
. MOJrOTABIMBACT U NIEpeiaeT Jefia B apXuB 00111e00pa30BaTeIbHON OpraHu3ayH.

3.11. B pamkax TpyIoBoi GYHKIIMN 00€CIIEYESHHUS JUPEKTOPA IIKOJIBI HHPOPMALIHEN:

o cobupaer u mepepabaThiBaeT HH(POPMAILUIO, HEOOXOIUMYK JUIS TPUHSATHS OOOCHOBAHHBIX

YIIPaBIE€HYECKUX PEILICHU;

. NPOBEPSIET JOCTOBEPHOCTh, MOJHOTY M HEMPOTUBOPEYMBOCTH JAHHBIX, UCKIIOYAET JyOIHpOBaHHe
UHQOPMAIIH;

. NPEIOCTABIISIET TaHHBIE B €IMHOM U YIOOHOM JUIs Bocnpusitus hopmare;

. BBISBIISICT HAnOOJIee 3HAYUMBbIEe KPUTEPUU CUCTEMATH3alK MH()OPMAIIMHK JUTS CO31aHus 0a3 TaHHBIX;

. GopMupyeT u ucrnosb3yeT 6a3y JaHHBIX B 00I1€00pa30BaTEIbHON OpraHU3aIHH.

3.12. B pamkax TpyaoBod (YHKIMM OpraHu3anui  MHGOPMALMOHHOIO B3aWMOJENCTBUS JIUPEKTOpA C

paboTHUKAMU:

. uHQOpMHUpPYeT pabOTHUKOB 00pa30BATEIBHON OPraHU3aly O PEHICHUSX JTUPEKTOPa, COBEHIAHUSIX U

3accJaHuAX, NMCAarornucCKux COBETax U MHbIX MECPOIIPUATUAX
o 3HAKOMHUT pa6OTHI/IKOB moa noAIMrChb € COOTBETCTBYIOUMIMMU NTOKYMCHTAMU,
L4 OpTraHU30BbLIBACT oOMeH I/IH(i)OpMaHI/Ieﬁ MCKAY  3aMCCTUTCIIIMU AUPCKTOpa U HWHBIMH

JOJDKHOCTHBIMU JIMIIaMU 06H.[€06pa30BaT€J'IBHOI>i OpraHuv3anuu,

. OroBenaeT paOOTHUKOB O MPEACTOSAIINX MEPOTIPHUSITHUSX;

o BBI3BIBACT COTPYAHUKOB U 00YYaIOLIUXCS IT0 TOPYUYCHHUIO TUPEKTOPA;

o UHPOPMHUPYET AUPEKTOpa 00 0OpalIeHUIX COTPYIHUKOB MO PAOOYHM U JIMYHBIM BOTIPOCAM;

o uHQOpMHUpYEeT AHMpekTopa 00 oOpalieHusix Oo0ydYalolmuMxcsi, WX poauTe’eld  (3aKOHHBIX
MIpeJICTaBUTENEH ).

3.13. B pamkax Tpy10BoM QYHKIIMYA OPraHU3anMi KOMaH/IUPOBOK:

o MOAroTaBJIMBACT MPOCKT IIPHUKa3a O CJ'Iy>K€6H01>i KOMaHAHUPOBKE;



. BBINMCBHIBAET KOMaHIUPOBOYHOE YAOCTOBEPEHUE U PETUCTPUPYET €T0 PU HEOOXOAUMOCTH;

. HOJrOTaBIMBAET JOKYMEHTHI K IIOE3IKE;

. YTOUHSET AaTy, AOJDKHOCTH, (aMUINU B IPOrpaMMe KOMaHINPOBKH.

3.14. BbInoiHAET pa3iUYHbIE ONEPALUH C HCIOJIB30BAHUEM KOMIIBIOTEPHOM TEXHHUKH II0 IMPOrpammam,
npeaHa3HaYeHHBIM JUIst coopa, 00paboTKH u MIPeJOCTaBICHHUS MHQOPMAIUH.
3.15. Ilpu uCHIONB30BaHMU AJIEKTPOHHOTO OOOPYJIOBaHMs, B TOM YHCIE KIaBUATYPbl W MBI, €XKEIHEBHO
JIe3UH(GUIUPYET WX B COOTBETCTBHU C PEKOMEHIALMSIMHU MPOU3BOJUTENS JIMOO C WCIOJNB30BAaHHEM PAaCTBOPOB MIIH
cangeTok Ha CIUPTOBOM OCHOBE, coJiepIKaIIuX HE MeHee 70% CHHPTA.
3.16. Cobiromaer TpaBriIa HCIIOTH30BaHUS cetn WHTepHET.
3.17. ObecnieunBaeT 3aIUTy TPaB U CBOOOJ] yHaIHXCS, pOaUTeNell (3aKOHHBIX MPeICTaBUTENEH ), paOOTHUKOB IITKOJIBI
pu 00paboTke TTePCOHABLHBIX JTAHHBIX.
3.18. Ctporo cobmonaer KOH(DHUICHIINATHLHOCTD MMEPCOHANBHBIX MAaHHBIX W TPEOOBAHHUS IO 3aIUTE W OC30MACHOCTH
MEPCOHANBHBIX TAaHHBIX MPH WX 00paboTKe, HEJOIMYIICHNE X pacpocTpaHeHus 6e3 cornacusi CyObeKTa epcoHabHBIX
JaHHBIX nIIn HaJIU4us Apyroro 3aKOHHOI'O OCHOBaHUs.
3.19. CoOiroaeT KyJabTypy M I3THUKY OOIIEHHUS C TIEPCOHAIOM O0pPa30BaTEIILHOTO YUPEKICHHS, OOYYarOIIMMUCST H
POAUTECIAMU (3aKOHHBIMI/I HpCI[CTaBI/ITCHSIMI/I), IIOCETUTCIISIMU.
3.20. Crporo coOmromaeT mpaBa W CBOOOABI JaeTeH, coaepkamuecs B DemepanbHoM 3akoHe «O0 00pa3oBaHUM B
Poccmiickori @Denepanmn» u KomBenmmn OOH o mpaBax peOeHka, SBIsleTCS TPUMEPOM ISl IITKOJBHUKOB.
3.21. Uuadopmupyer AupeKTopa, a MPH €ro OTCYTCTBHU — JEKYPHOTO aJMHUHHCTpAaTOpa O HECYaCTHOM Cllydae,
OPUHUMAeT MeEpbl M0 OKa3aHWIO MEPBOM MOMOILIM MOCTPAAAaBIIMM, BBI30BE CKOPOM MEIMIMHCKOM IOMOLIH.
3.22. OcymiecTBisieT CBOIO JIeSTeIbHOCTh Ha BBICOKOM npodeccnoHaTbHOM YpOBHE.
3.23. ObecneunBaer coOumoieHne YHCTOTBI u nopsiiKka Ha CBOEM pabouem MecTe.
3.24. Cekperapb JAUPEKTOpa HIKOJIBI COONIOACT MOJIOKEHHS JaHHON JIOJDKHOCTHOM MHCTPYKIMH, pa3pa0OTaHHOW Ha
ocHOBe mpodcrannapra, YcraB u I[IpaBuia BHYTPEHHEro TpPYIOBOTO pacropsiika o0pa3oBaTeIbHOTO YUPEHKICHHUS,
KOJUIGKTUBHBIH W TPYJAOBOM  JOTOBOp, a TaKKe JIOKaJbHbIE aKThl M  TPUKa3bl  PYKOBOJIUTEIIS.
3.25. IlpoxoauT B YCTaHOBJIEHHOM 3aKOHOJATeNhCTBOM Poccmiickoii Denepannu mopsiake OOydeHHE W MPOBEPKY
3HaHUM ¥ HaBBIKOB B O00JACTH OXpaHbl TpyJa, MHCTPYKTaXH IO OXpaHE TpyAa M IOXKapHOH Oe30IacHOCTH.
3.26. CoOmoiaeT mpaBuiia OXpaHbl TPyJa, MOXKAPHOH M 3JEKTPOOE30MacCHOCTH, CAHUTAPHO-TUTHEHUYECKUE HOPMBI U
TpeOOBaHUsI, TPYIOBYIO TUCIUILUIMHY Ha pabovyeM MecTe U pekuM padoThl, yctaHoBiaeHHbIH B 00.3.27. [lepuoauuecku
NPOXOJIUT OeCIUIaTHBIE MEJIUIIMHCKHE OOCIIEOBAaHMS, TMOBBIIIAET CBOIO TPO(ECCHOHAIBLHYIO KOMIIETCHITHIO.
3.28. Cekperapro 3ampeniaercsi HCIONb30BaTh HEHMCIIPaBHYIO MeOenb, 3JIeKTpooOOpyAOBaHHE, 3JIEKTPONPUOOPEL,
KOMIIBIOTEPHYIO WU MHYIO OPITEXHUKY HWIIN O60p}/):[OBaHI/Ie u Me6eﬂb C ABHBIMU NPHU3HAKAMU TMOBPCKJIACHUA, KYPUTH B
MOMEIIECHHUSIX M Ha TEPPUTOPUH 00111€00pa30BaTeIbHON OpraHnu3aliH.

4. IIpaBa

CereTapL JAUPEKTOpA HUMECT IpaBo.

4.1. llony4yatp wHpOpMAIMIO, B TOM 4YHCIIE M KOH(UICHIHMAIbHYIO, B 00BbEME, HEOOXOJWMOM [UIS PEIICHUS
IIOCTABJICHHBIX 3a1a4.
4.2. 3ampamuvBarth JWYHO WX IO TOPYYCHHUIO AMPEKTOpa OT PabOTHHUKOB OOIIeOOpa30BaTEIBHON OpTraHU3aIluN
uHpOpMAIMI0 W JIOKYMEHThI, HEOOXOJIMMBbIC  JIII  BBIMOJIHEHHS  €ro  JIOJDKHOCTHBIX  00s3aHHOCTEH.
4.3. Tpe6OBaTB OT aAMMHHCTpAlMM MIKOJIBI CO3daHWsA OITUMAJIbHBIX yCJ'IOBHfI JJIA  BBIIIOJITHCHUSA CJ'IY)KCGHBIX

00s13aHHOCTEH U COXPAaHHOCTHU BCCX JOKYMCHTOB, O6pa3y}0H_II/IXC$I B pE3yJbTaTC [ACATCIBHOCTU CCKPETaps.



4.4. [Ipunumats peLIeHus B npenenax cBocH KOMIIETECHLINH.
4.5. Ha matepuanbHO-TEXHUYECKHE YCIOBUS, TpeOyeMbIe TSl BHITOTHEHMS TOJDKHOCTHBIX 00S3aHHOCTEH CeKpeTaps, Ha
obecmedenne pabodero mMecra, COOTBETCTBYIONIETO TOCYIapCTBEHHBIM HOPMATHBHBIM TPeOOBAaHUSAM OXpaHBI TPyAa U
MOKapHOH  0e30macHOCTH, a  TakkKe  YCJIOBHSAM,  TNPEAYCMOTPEHHBIM  KOJUIEKTHBHBIM  JOTOBOPOM.
4.6. 3HaKOMHUTBCS C TPOCKTAMH PEUICHHN TUPEKTOpa, OTHOCSIIUXCS K ero npo(ecCHoHaIbHOW IESITeIbHOCTH, C
KajmobaMu W JIPYTMMHU  JIOKYMEHTaMH, COJICPXKAIllMMU OIIGHKY ero pa0OoThl, JaBaTh [0 HHUM OOBSICHCHUS.
4.7. TlpenocTaBiaTh AUPEKTOPY HA PACCMOTPEHHUE MPEIOKEHUS 10 YIYUIICHUIO JICATSIBHOCTH 00pa30BaTeIbHON
OpraHM3allMd U YCOBEPIICHCTBOBAHHUIO CIIOCOOOB PadOTHI IO BOMPOCAM, OTHOCSIIMMCS K KOMIICTCHIIMH CEKpeTapsl.
4.8. YdacTBOoBaTh B PabOTE€ OpPraHOB CaMOYIIPABIIEHHUS JOMIKOIBHBIM 00pa30BaTENbHBIM YUPEXKICHHEM, B padboTe
o0mero coOpanus paOOTHUKOB, B OOCY)KIIEHHH BOIPOCOB, KACAIOMIMXCS HCIIONHSAEMBIX CEKpeTapeM IOJKHOCTHBIX
00513aHHOCTEH.

4.9. Ha mopanbHOE 1 MaTepraibHOE TOOIIPEHIE, HAaTPaKASHH TI0 pe3yabTaTaM Mpo(ecCHOHAIBHON A TeTbHOCTH, Ha
COLIMAJIbHBIE rapaHTuu, MPEyCMOTPEHHbBIE 3aKOHOAATEIBCTBOM Poccuiickoit ®denepanuu.
4.10. Ha 3ammry cBoeil mnpodeccHOHAIBbHOW YEeCTH M JOCTOMHCTBA. Ha KOH(GUACHIMANBHOCTH CIIyKeOHOTO
paccienoBaHnusl, KpOME  CIIy4aeB, MPENYCMOTPEHHBIX 3aKoHoAaTenbcTBOM  Poccuiickoir ~ Denepanuu.
4.11. 3amuimaTh CBOM WHTEPEChl CAMOCTOSTEIILHO W/WIM 4Yepe3 IMPEJICTaBUTEINs, B TOM YHUCIE aJIBOKaTa, B Clydac
JTUCIUIUTMHAPHOTO WIIM  CIIY’)KEOHOTO  paccliefloBaHUs, KOTOPOE CBS3aHO C HApYIICHHEM CEeKpeTapeM HOpM
npohecCHOHATBHOMN ITHUKH.
4.12. Cekperapp OUpEKTOpa ILIKONbBI MUMeET HHblE IpaBa, npenycmorpeHHble TK P® | VcraBom, KomnexkTuBHbIM
nmoroBopoM, lIpaBruiamMu BHyTpeHHETO TPYAOBOTO pacropsiika 001eo0pa30BaTeNbHON OpraHu3allii.

5. OTBeTCTBEHHOCTH

5.1. B npeaycMoTpEeHHOM 3aKOHOAATENLCTBOM PP mopsiike cekpeTapb HECET OTBETCTBEHHOCTD:

. 32 HENpaBOMEpPHOE HCIOIb30BAHUE IIPEIOCTABIEHHBIX JIOJDKHOCTHOW HWHCTPYKIMEH TMpaB u
MOJTHOMOYHH, a TAaK)KE MCIIOJIb30BAaHUE UX B JIMYHBIX HEJNSX;
. 3a pasriaumeHue KOH(UASHIMATbHOM WH(POPMALUM, MOIYYEHHOH B pe3yjbTaTe BHIIOJIHEHUS

JOJIDKHOCTHBIX 06ﬂ3aHHOCT6ﬁ, NEPCOHAJIBHBIX HAAaHHBIX COTPYAHUKOB, o6yqafomnxc;1 n ux pO,Z[I/ITeJIGﬁ (3aKOHHLIX

npeacTaBuTeNei);
. 3a JJOCTOBEPHOCTH MPEIOCTaBIIsIEMON HH(OPMALIUU TUPEKTOPY, €€ CBOEBPEMEHHYIO IT0JITOTOBKY;
. 3a HEOKa3aHHWEe WM HECBOEBPEMEHHOE OKa3aHWe TIepBOMl IMOMOIIM TOCTpajaBIIeMy, He

CBOEBPEMEHHOE M3BELICHNE MM CKPBITHE OT IUPEKTOPA MIKOJIBI HECUACTHOTO CITyvast;

. 3a HEeCOOJII0/ICHNe NHCTPYKIUH M0 OXpaHe Tpy/ia U MoXKapHOi 0e301acHOCTH;

o 3a HapyLIEHHUE MOpsIKa JEHCTBUI B CIy4ae BOSHUKHOBEHUS YPE3BBIYAHON CUTYallUN U BAaKyalluu
B 00111€00pa30BaTEIbHOM YUPEXKICHNH.

5.2. 3a HEeHCHOJIHEHUE WM HapyLIeHUe 0e3 YyBaKUTEIbHBIX NPUYNH CBOMX OOSI3aHHOCTEH, YCTAaHOBJIEHHBIX
JOJDKHOCTHOM MHCTPYKLHMEH cexperapsi IIKOJbl, YcraBa W IIpaBun BHYTpEeHHEro TPYAOBOTO PACHOPSIKa, 3aKOHHBIX
pacnopsbKeHUi pyKOBOJIUTENSI U UHBIX JIOKAJIbHBIX HOPMATHBHBIX aKTOB, PA0OOTHHMK IOABEPraeTcsl AUCLHUILIMHAPHOMY
B3bICKaHMIO coriacHo ctatbe 192 Tpymooro Konekca Poccuiickoit ®enepanuu. 3a rpy0oe HapymieHHE TPYIOBBIX
o0s13aHHOCTEH B Ka4yeCTBC JUCHUIIMHAPHOT O HakKa3aHUus MOXKET OLITH IIPUMCHCHO YBOJIBHCHHUC.
5.3. 3a wucronb30BaHWE, B TOM YHCJIE OJIHOKPAaTHO, METOJIOB BOCIHMTAHHs, BKIIOYAONNX (u3ndeckoe u (WITH)
MICHXOJIOTHYECKOE HACHINE HAJ JIMYHOCTHIO O0YYaIOIIErocs, a TakXkKe 3a COBEPIICHHE MHOTO aMOPaIbHOTO MPOCTYIKA

CCKPETaApb MOXKET OBITH 0CBO60)K)16H OT 3aHUMacMOHU JOJDKHOCTH COTI'JIaCHO prIlOBOMy KO,Z[GKCY Poccuiickoi



Oeneparii.  YBOJIBHEHHE 3a JIaHHBIA MPOCTYNOK HE SBISICTCS MEPOH TUCIUILUTMHAPHOW OTBETCTBEHHOCTH.
5.4. 3a HecoOmoaeHNe TTPaBM U TPEOOBAHWN OXPaHbI TPyJa U MOXKAPHOW 0€30MaCHOCTH, CAHUTAPHO-THTHEHHYECKNX
MpaBWJI W HOPM CEKpeTapb MpHBIEKACTCS K aJMHHHACTPATHBHON OTBETCTBEHHOCTH B TOPAIKE W B CIIyYasXx,
MIPEAYCMOTPEHHBIX aJIMUHUCTPATUBHBIM 3aKOHO/IaTEJILCTBOM Poccuiickoii ®denepanuu.
5.5. 3a mpaBOHApYIICHUsS, COBEPIICHHBIC B MPOLIECCE OCYINECTBICHUS TPYJOBBIX (DYHKIIMI HECET OTBETCTBEHHOCTH B
npeJieNnax, OnpeeiCHHbIX aIMUHICTPATUBHBIM, YTOJIOBHBIM U IPAXKIAHCKHM 3aKOHOIATEILCTBOM PD .

6. B3anmooTHomeHusi. CBSI3U MO T0TKHOCTH

6.1. CekpeTaphb BBINIOJHSET PabOTy COTIACHO TpaduKy, COCTaBICHHOMY ¢ ydeToM 40-4acoBoil paboucit
HEJIeTH, u YTBEPKACHHOMY TUPEKTOPOM o01m1eo6pazoBaTebHON OpTaHU3aINH.
6.2. CekpeTappb CaMOCTOSTENHHO IUIAHUPYET CBOIO JEATENBHOCTb. [lmaH paboThl cekperaps COTJIaCOBBIBACTCS
HETIOCPEICTBEHHO c JIUPEKTOPOM.
6.3. [Tomyqaet oT TAPEKTOpa TITKOJTBI nHpOpMAaITHIo HOPMAaTHBHO-TIPABOBOTO xXapakrepa.
6.4. OOmenuBaeTcsi wH(OpManued 1O BOIpOCaM, OTHOCSIIMMCS K €ro JEATEIbHOCTH, C aIMHHHUCTpalUed |
COTPYJTHUKAMHU WIKOJIbI, UHOOPMUPYET UX O PEIICHUSX JIUPEKTOpa, COBCHIAHUSAX W 3aCClaHMsX, IeJIarorHuyecKux
COBETax u HHBIX MEPOIPHSTHUSX.
6.5. BoBpems cooOmiaer gupekropy o0 wuH(OpMaIuu, IMpUKa3ax, PACIOPSHKCHHUSIX W WHOW JIOKyMCHTAIUH,
MOCTYNHBIIEH IO 3JEKTPOHHOH TouTe, HH(POPMHUPYET O HAMEUEHHBIX BCTpPEYaX, COBEIIAHMAX W 3aCeHaHUsX, MHBIX
MEPOTIPUATHUSX.
6.6. CooOmaeT AMPEKTOPY W €ro 3aMecTUTENs M WHGOpPMAIMIo, TOJTYYeHHYI0 Ha COBEHIaHHSX, CEMHHapax,
HETIOCPEICTBEHHO rmocie ee MOJTyYSHHUSL.
6.7. Nadpopmupyer AUPEKTOpa O BO3HHKIIUX TPYAHOCTSX W IMpoOsieMax B paboTe, O HEAOCTaTKax B OOCCIICUCHUM
TpeOOBaHUI OXpaHbl TPyJda M IMOKApHOH Oe30macHOCTH. BHOCHT NpEJIOKEHHUs MO YCTPAHECHHUIO HEIOCTATKOB, II0
ONTUMU3AIIUU cBOCH JICSITeJILHOCTH.
6.8. Mudopmupyer 3aBx03y O HEAOCTaTKaX B KAHIECISAPCKHUX TMPUHAIJISKHOCTIX, OymMare M HMHBIX PAaCXOJHBIX
MaTepuanax, O TOJOMKaX MeOeIH ¥ OPITeXHHKH, B SJIEKTPOOOOPYTOBAHWH, BOIOIPOBOJHONH W OTOMHUTEIBHOMN
CUCTEMaX.
6.9. Bo BpeMs OTCYTCTBHsI CEKpeTaps €ro OOs3aHHOCTH BBIIIOJHSET COTPYAHHK, MMEIOIINN BCe TpeOyrommecs
npohecCHOHATBbHBIE 3HAHKS, YMEHHUS U HaBBIKH, HA3HAYCHHBIN MPUKA30M IUpeKTopa. JlaHHbII COTpYIHUK MTpHOOpeTaeT
COOTBETCTBYIOIIUE MpaBa M HECET MOJIHYK OTBETCTBEHHOCTh 33 KaYECTBEHHOE BBINIOJHCHHME BO3JIOKCHHBIX HA HETO
00s13aHHOCTEHH.

7. 3aKkI0YNTEIbHbIE TMOJI0KEHUS

7.1. O3HakOMJICHHE paOOTHHUKA C HACTOSINEH JIOJKHOCTHOW MHCTPYKLMEH OCYIIECTBISCTCS NP IPUEME Ha
paboty (mo MOJITUCAHUS TPYZOBOTO JIOTOBOpA).
7.2. OpuH S3K3eMIUIAp JODKHOCTHOM WHCTPYKIIMHM HAaXOJIUTCS Y JUPEKTOpa IIKOJIBI, BTOPOM — Yy COTPYIHUKA.
7.3. ®daxkT O3HAKOMIIGHHS CEKpeTapsl C HACTOSIIEeH JOKHOCTHOM HMHCTPYKUMEH MOATBEPKAAETCS MOMNUCHIO B
SK3EMILISIPe HMHCTPYKIMU, XpaHSIIEMCs Yy AUpeKTopa o0pa3oBaTelNbHONH OpraHM3alld, a Takke B IKypHale
03HAKOMJICHUS ¢ JOJDKHOCTHBIMU UHCTPYKIIUSMHU.

Jondschocmuyro uncmpykyuro paspabomai: / /

C  0omicHOCMHOU — uHCMpYKYuell  O3HAKOMAeH (a), O00uH IJK3eMniap noayyun (a) Ha  pyKu.
«_» 202 r. / /







