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JOKHOCTHAS HHCTPYKIHS ceKpeTaps
MYHHIHNAJBHOT0 0011e00pa30BaTEeILHOI0 YU peKAeHHs!
«Cpenuss o6ueobpaszoBare/bHas mKoJa Nedy

1. Obmmue mooOKEHUA

1.1. Hacrosiumast A0/DKHOCTHAsS WHCTPYKIMS paspadoTaHa B cooTBeTcTBUM ¢ [[podeccnonansubmv
crangaprom: 07.002 «Crnenuanuct no opraHu3allMOHHOMY H JIOKYMEHTAIHOHHOMY o0ecredenuio
yIpaBieHds: opraHusaipeit», YTBEpKIEHHBIM TPHKa3oM MUHHCTEPCTBA TPyJa M COLMAIBHOI
sauuThl Poccuiickoit Meaeparuu No276H ot 6 mag 2015 roxa; ¢ yuerom ®enepanbHoro 3akoHa
Ne273-03 or 29.12.2012r «O6 obpazoBanun B Poccuiickoit ®enepauuu» B pelakiuu or 8
nexabps 2020 roma; CIT 2.4.3648-20 «CaHHTapHO-IMTHIEMHOJIOTHYCCKHE TpPEOOBAHUA K
OopraHu3alMsIM BOCIHMTaHHA M OOY4YEHHS, OTABIXa M O3JOPOBICHHS ICTCH». B COOTBETCTBHM C
Tpynosemv kojiekcom Poccuiickoit Denepanuu, YeraBoM U JpYyrMMH HOPMATHBHBIMH aKTaMH,
peryJIUpYIOLHMH TPY/I0BbIE OTHOIIEHUS MeK1y pabOTHHKOM H paboToIaTesIeM.

1.2. JlaHHas HHCTPYKLIMS ONpeaesseT NepeyeHb TPYI0BbIX (DYHKIMH 1 00s3aHHOCTEH cekperaps, a
TAK)Ke €ero rnpasa, OTBETCTBEHHOCTh W B3aUMOOTHONIIEHUS M0 OIKHOCTH B KOIJIEKTHBE
o0pa3oBaTenbHOIl Opra”Hu3aiuy.

1.3. Cekperapp HazHa4aeTcss M OCBOOOXKIACTCS OT JODKHOCTH IPHKA30M IUPEKTOpa
obmieoOpazoBaTenbHOH  OpraHu3aluM B MOPAIKE, YCTAHOBIEHHOM TpPyMOBbIM  KOJEKCOM
Poccuitckoit @eepaiiii U TPYJIOBBIM JOTOBOPOM (KOHTPAKTOM) ¢ paOOTHHKOM.

1.4. Ha BpeMsi OTIIyCKa W BPEMEHHON HETPYAOCHOCOOHOCTH cekperaps €ro 0083aHHOCTH MOTYT
OBITH BO3JIOWKEHBLI HA JIENONPOU3BOIUTENST WA JIPYTOrO COTPYAHHKA 00meoOpa3oBaTelbHOi
opraHu3anui. BpeMeHHOE uHCHONHeHHE OOA3aHHOCTEH B JaHHBIX CIy4asX OCYIICCTBISCTCS
COITIAaCHO TNpHKa3y AMPEKTOpa, H3AaHHoro ¢ codmozpenuem tpeboanuii Tpynosoro kojexca
Poccuiickoit @enepanuu.

1.Z. Ha J1I0JKHOCTE ceKpeTaps IPUHUMACSTCS JIHLO:

* umerolee Bbiciiee oOpasoBanue - OakajnaBpuaT HIM cpeaHee TpodecCHOHATBHOE
obpasopanue 10 MporpaMMe  MOATOTOBKH  CIEHHAIHCTOB  CPEOHEr0  3BeHa,
JIOMOJIHUTEIbHOE MTpodeccroHanbHoe 00pa3oBaHue;

* C ONBITOM BBLIIOJHEHHUS padOT MO OpraHU3alMOHHOMY H JOKYMEHTAIHOHHOMY
obecrnieyeHHuI0  JIESTEILHOCTH  PYKOBOJAUTEIS MPUH CpeaHeM TNpodecCHOHATHEHOM
00pa30BaHUU HE MEHEE JBYX JIET;

*  COOTBETCTBYIOIEE TpeDOBaHHUAM, KacalOMIUMCS MPOXOKICHHS TpeBapHTeTFHOrO (NpH
MOCTYIUICHHH  Ha  padoTy) H  TNEPHOAHYECKHX  MCAMILHMHCKHX OCMOTpOB,
npoQeCcCUOHANBHON TMIHEHNYECKOl OATOTOBKY U arTecTaluu (IpH npueMe Ha paboTy
W J1ajiee ¢ NepHOAMYHOCTRIO HE peke 1 pasa B 2 rojia), BaKIIMHAIIMHY, a TAKIKe UMeroInee




JTUYHYIO MEIMIUHCKYIO KHIDKKY C pPe3yJbTaTaMH MEAUIMHCKUX OOCIIeI0BaHUN |
1a0OpaTOPHBIX  HWCCICAOBAaHW,  CBEICHHSAMH O  TPUBUBKAX, [EPEHECCHHBIX
MHQPEKIMOHHBIX 3a00JIEBAHUAX, O IMPOXOXKICHUH MPO(PECCHOHAIBHON THTHEHUYECKOM
MOJI'OTOBKH U aTTECTAIMH C JOIYCKOM K pabore;

K paboTe B 0011e00pa30BaTEIbHON OpPraHU3aluy HE JOIYCKAIOTCS JIMIA, UMEIONTUE HITH
MMEBIINE CYAMMOCTh, @ PAaBHO W TOABEPIaBIIMECS YrOJOBHOMY IpECIEAOBAHUIO (3a
WCKJTFOUYEHHEM JIHII, YTOJIOBHOE TPECIICIOBAaHNE B OTHOUICHUH KOTOPBIX MPEKPAIIECHO TI0
pCabMIMTUPYIOLIMM OCHOBAHHUSM) 3a TIPECTYIUICHUS, COCTaB M BHUABI KOTOPBIX
YCTaHOBJIEHBI 3aKOHOAaTeNbCTBOM Pocculickoi @enepannn.

1.6. Cexperapp NOIUMHSETCSI HEIOCPEACTBEHHO JUPEKTOPY 00111€00pa30BaTeIbHON OpraHu3aliy.
1.7. B cBoeit iesaTenbHOCTH CeKpeTapb pykoBoacTBYeTcst Koncturymueit u 3akonamu Poccuiickoit
Oenepaunn, ykazamu lIpesunenrta, pemenusimu IlpaButensctBa Poccuiickoit ®Penepauun u
OpraHoB yImpaBjeHUs oOpa3oBaHMsI BCEX YpPOBHEH MO BOIpocaM, KacaroIIMMCs €ro TpyAOBOM
NEeSITEeIbHOCTH, TPYJAOBBIM JJOTOBOPOM MEXIY paOOTHHUKOM M PYKOBOJAWTENEM. Takxke, CeKpeTaphb
JTUPEKTOpa pyKOBOJICTBYETCSI:

aJIMHHHCTPATHBHBIM, TPYJIOBBIM M XO3SIMCTBEHHBIM 3aKOHOJATEIBCTBOM Poccuiickoit
®denepanuu;

CIl 2.4.3648-20 «CaHMTapHO-3IUAEMUOJIOTUYECKHE TpeOOBaHUS K OpraHU3alUsIM
BOCIIUTAHHS B O0yUIEHUSI, OTABIXA M 03I0POBIICHUS IETEH U MOJIOICHKI,

®denepansubiM 3akoHOM No273-D3 «O6 obpazoBannu B Poccuiickoit @eaepanuny;
MTOCTAHOBJICHUSMH, PACHOPSOKCHUSMH, TPUKa3aMd W HWHBIMH PYKOBOJSIIMMH H
HOPMAaTHBHBIMH JIOKYMEHTAMH, OTHOCSIIIIAMHKCS K BEJICHUIO JICIIONTPOU3BO/ICTBA,
CTaHJapTaMH  yYHU(DUIUPOBAHHOH  CHUCTEMBI  OPraHU3AMHOHHO-PACIIOPSIUTEIHHON
JOKYMEHTAIIH;

npaBuiiaMu opdorpaduu U MyHKTYyaIlH;

MpaBuiIaMH pabOThl HA KOMITbIOTEPE U HHON OPITEXHUKH;

MpaBWJIaMM U HOPMaMU OXpPaHbl TpyJAa, MPOU3BOJCTBEHHOW CaHUTApUU U TOKApHOU
0€e30MacHOCTH;

KongBenrueii o mpaBax peOeHKa.

YcTaBoM U JIOKalIbHBIMU akTamMH, B TOM uucie [IpaBuiiamMu BHYTpPEHHEro TPYIOBOTO
pacrnopsika, IpruKa3aMH U paclopsLKeHUSIMU TUPEKTOpa IIKOJIbI.

1.8. Cexperapp I0JDKEH 3HATH:

BHUJIbI IOKYMEHTOB, UX Ha3HAYCHUE;

BHUJIbI HOMEHKJIATYp, 001I1e TpeOOBaHUsA K HOMEHKIATYpE JeI;

rpaMMaTHUYECKHE TIPaBHIa PYCCKOTO SI3bIKA,;

JICHCTBYIOIIHE MPaBOBbIC aKTBhI, HOPMAaTHBHO-METOANIECKUEC JIOKYMEHTBI,
TOCY/IapCTBCHHBIC  CTAHIAPTHI,  OMPEHCIAIOIINE  MHOPSIIOK  JOKYMEHTAIHOHHOTO
obecrieueH s yIpaBJICHHS;

JIeJI0BO# TIPOTOKOJT;

HHCTPYKIIMUA [0 JEJOMPOM3BOACTBY W JAPYTUM JIOKAJbHBIM HOPMATHBHBIM aKTaM,
YCTaHABJIMBAIOIINM TOPSIOK PeaTU3alliy YIIPaBICHYECKUX IPOLIEAYD;

WCTOYHHKH YIPABICHUYECKON HH(DOPMAIIHH;

KJIaccu(UKAIUIO YIpaBICHUYECKOW HH(OPMAIIUHY, BUIIBI YITPABIEHUECKOW HH(OPMAIIHH;
KOMIUIEKC OpPTaHU3aIMOHHO-TEXHUYECKUX MEPOIPUSATHI 10 TOJArOTOBKE U MPOBEICHUIO
COBEIIIAaHUH 1 TIEPETOBOPOB;

METOJIMKY 0TOOpa UCTOYHUKOB WH(POPMAIINH;

METOJIbl 00padOTKN WHPOPMAIIMU C TPUMEHEHHEM COBPEMEHHBIX TEXHHUYECKHX CPEJICTB
KOMMYHUKAIIUI U CBSI3U, BBIYUCITUTEIIBHON TEXHUKH;

HOpPMAaTHBHBIC MIPaBOBBIC aKTBhI, HOPMAaTHBHO-METOIHUECKUEC JIOKYMCHTHI,
rOCyJapCTBCHHbIC  CTaHIAPTHI,  OMNPEACISIOIINE  MOPSAAOK  JIOKYMEHTAlMOHHOTO
obecrnievueHus yrpaBJIcHHUS,

oOme TpeOoBaHMS K CPOKAM HCIIOJIHEHHUS JTOKYMEHTOB W KOHTPOJIBHBIM (DYHKIIHASM
CITY’KOBI IOKYMEHTAIIMOHHOTO 00ECIICUeHUS;



OCHOBBI AJIMMUHMCTPAaTMBHOIO IIpaBa M TPYAOBOIO 3aKOHOJaTelbcTBa Poccuiickon
Oenepauny;

OCHOBBI JJOKYMEHTHOH JINHTBUCTHUKH,

OCHOBBI MIPAaBMJIBHOM OPraHU3alUH TPY/Aa U METO/IbI MTOBBIIIEHUS €ro d3(PPEKTUBHOCTH,
OCHOBBI yIIPABJICHHUS BPEMEHEM,

0co0eHHOCTH 0(OPMIICHHS ITAHUPOBIIMKA (Ha AIEKTPOHOM U OyMa)KHOM HOCHUTEIISX);
0CcOOCHHOCTH (hOPMUPOBAHUs 0a3 TaHHBIX B 00pa30BATEIIEHOM YUIPEKICHUN;

nopsAI0K O(GOopMIICHHSI TOKYMEHTOB ISl KOMAHIMPOBKM M OTYETHBIX JOKYMEHTOB TIO
KOMaHIMPOBKaM paOOTHHKOB HIKOJIBI,

MOPSAZIOK PadOTHI C TOKyMEHTAMHU, CXEMBI JJOKyMEHTO000pOTa;

nopsAoK (opMUPOBaHUS U 0(HOPMIICHUS [T

MpaBHUja BeIEHUs, MOATOTOBKHM M O(OPMIIEHUS TPOTOKOJA M JPYTUX JTOKYMEHTOB,
CO3/IaBaeMbIX B IIPOIIecCe TOATOTOBKY COBEIIAHUN TPU TUPEKTOPE;

MpaBHJIa BBIAYH U MCTIOJIB30BaHUS TOKYMEHTOB M3 C(POPMUPOBAHHBIX €T,

MpaBHIIA JIENIOBOTO OOIIEHUS, IEIOBOTO ITUKETA,

MpaBWjia JOKYMEHTAI[MOHHOTO oOecnedyeHus JesTebHOCTH o01eo0pa3oBaTeabHON
OpraHu3aIumy,

MpaBUJIa 3alUThl KOH(QUACHINATLHOU HH(OpMaLIUK;

MpaBUja OPraHU3allMi KOHTPOJS WCIIOJHEHHUS JOKYMEHTOB W THUIIOBBIE CPOKH
WCTIOJTHEHUS JIOKyMEHTOB;

MpaBHJIa OPTaHU3ANNH TIPHEMa IOCETHTENEH B IIKOJIE;

MpaBHJIa MOATOTOBKH U TIEpEAavy JIeNl B apXUB 00pa30BaTeIbHON OpraHu3alny,

MIpaBHJIA TTOAEPIKAHUS M PA3BUTHS MEKITUIHOCTHBIX OTHOIICHUH;

IIpaBUJIA TOANMCAHUS U YTBEP)KICHUS JOKYMEHTOB;

IpaBuiIa paboThI ¢ BXOJAIIUMHU, UCXOAAUIMMU U BHYTPEHHUMHU JOKYMEHTaMH,

IIPaBUJIA PEUYEBOTO ITHKETA;

MpaBUia CEPBUPOBKH YaWHOTO (KOGEHHOT0) CTOJIA, MPUTOTOBJICHUS U TOJAYM TOPSIIUX
HaIHUTKOB;

IIPaBUJIA COTIACOBAHMS JOKYMEHTOB IIKOJIbI (BHYTPEHHETO M BHEIIHETO);

IIPaBUJIA COCTABIICHUS aHAIUTUUYECKUX CIIPABOK 110 KOHTPOJIIO UCIIOIHEHHS! IOKYMEHTOB;
IIPaBUJIA COCTABJIECHUSA M O(POPMIICHHUS MHPOPMALMOHHO-CIIPABOYHBIX, YIPABIEHYECKUX
JOKYMEHTOB U CIIY’KEOHBIX ITCEM;

IIpaBUJIa COCTABJIIEHUS OPraHU3allMOHHBIX JIOKYMEHTOB (IPUKA30B, IOJIOXECHMH,
HHCTPYKIHU);

IIpaBUJIa YCTAaHOBJEHMsI KOHTAKTa, MOAJEPXKAHUA U Pa3BUTHS MEXKIMYHOCTHBIX
OTHOIIIEHUH,

IIpaBUJIa XPAHEHMs Je]l, IPUKA30B, B TOM YHCIIE JOKYMEHTOB OIPaHHMUYEHHOTO JI0CTYIA,;
IIPABOBbIE€ OCHOBBI ~ YNpaBJiE€HUs (OCHOBBI  aJMUHHUCTPAaTUBHOIO, TPYJIOBOIO H
I'PaXkJIaHCKOTO IIPaBa);

IPUHLMIBI ¥ [TpaBUJIa IIAHWPOBAHUs pabovero BpeMeHH;

IPUHLUIBL, CII0COObI MH(DOPMUPOBaHUS PaOOTHUKOB 00pa30BaTEIbHOIO YUPEKICHNUS
PYKOBOJSIINI COCTaB IIKOJIBI U €€ 10Apa3AeieHui;

CHCTEMBI JIEKTPOHHOTO IOKyMEHTO000pOTa;

COBpEMEHHbIe HH(POPMALIMOHHBIE TEXHOJIOTUH PabOThl ¢ JOKYMEHTAMU;

COCTaB OPraHU3allMOHHOMN TEXHUKHU, €€ YCTPONCTBO U MOPSAIOK paboThI C HEl;
crnien(UKy OCHOBHOM JesITeIbHOCTH 00111e00pa3oBaTeIbHOI OpraHu3alny,;

CTaHJapThl U PEKOMEHJAIUU TI0 000PYI0BAaHUIO IOMEIEHHS IPUEMHOI;

CTPYKTYpY IIKOJIBI, MOPSATOK B3aUMOJICHCTBUS MOApA3IeIeHU U CIyK0, pacrpeesieHue
GyHKIMH MEeXIY CTPYKTYPHBIMU TOJpA3eICHUSIMU

¢byHkuuy, 3ama4d 001Ie00pa3oBaTeIbHON OpraHM3allld, €€ CBS3U 10 BEPTHKAIN U
TOPU30HTAIH,

HampaBJICHUs JESATEIbHOCTH IIKOJBI U KOMIETEHIMH CTPYKTYPHBIX MOJpa3/ieleHuil u
JOJKHOCTHBIX JTHII,



00pa3ipl MOANUCEH JHII, UMEIOLIUX NPABO MOMMUCAHUS M YTBEPXKICHHUS JTOKYMEHTOB, U
OTpaHUYCHHA UX 30H OTBCTCTBCHHOCTH,

TeneOHHbIE KOHTAKTHI JUPEKTOPA IIKOJIBI;

TpeOOBaHUS OXpaHbl TPY/Ia, POU3BOJACTBEHHON CAHUTAPHH, ITOKAPHOU OE30TIAaCHOCTH;
Tpe6OBaHI/I$I, NpeaABABIACMBIC K JOKYMCHTAM B COOTBCTCTBHMU C HOPMATUBHBIMU aKTaMU
U TOCYJapCTBEHHBIMU CTaHIAPTaMU,

TpeOOBaHUSs, MPEIBSBISIEMBIC K YIIPaBICHICCKOW HH(DOpMaIIHH;

(bopMBI IPEIOCTABIICHUS YIIPaBIEHYECKON HH(pOpMaIuy;

(GyHKIIMM CaMOMEHE/PKMEHTA,

STHKY JIEJIOBOTO OOIIEHHUS, ITHKET.

1.9. Cekperapb J0JIKEH YMETh:

aHAJM3UPOBATh IPHYUHBI HEBHIIOJIHEHUS 3a/1a4;
BECTH W UCIOJIb30BaTh B paboTe 0a3zy MaHHBIX Tele(OHHBIX KOHTAaKTOB JUPEKTOpa
IKOJIB,

BECTU CPOKOBYIO KapTOTEKY;

BECTH YYETHBIE PETHCTPAIMOHHBIE (POPMBI, MCHOJIB30BATh WX U HWH(POPMAIMOHHOM
paboTel M paboOThl MO KOHTPOJK HCHOJHEHHWS] pEUIeHWH W MNPHUKa30B JUPEKTOpPa
o0uieo0pa3oBaTeabHON OpraHu3aliy;

BHOCHUTH M OTCJIEKUBATh HHPOPMAIMIO Ha 3JIEKTPOHHOM U/WIH OyMa)XHOM HOCHUTEJIE;
BBHIOMpATh  ONTUMAJbHBIE  CIOCOOBI  MHQOPMHPOBAHUS  PAOOTHUKOB  IIKOJIBI,
oOyuaronuxcs M HMX pojauTened (3aKOHHBIX TNPEACTaBUTENEH), BBILIECTOSLINE
OpraHu3aIlUK O THIAHUPYEMBIX MEPOTIPHUATHUSX;

BBIOMPATH ONTUMAIbHBIN PUTM PAOOTHI;

JOKYMEHTUPOBATh pa3Hbl€ ATAIlbl IPOLETyPhl MOATOTOBKU U IPOBEIEHHSI COBELIAHHIH;
HCIIOJIb30BaTh COBPEMEHHBIE CpeicTBa cOopa 1 00pabOTKK KOHTPOJILHON HH(OPMAITUH;
HCIOJIb30BaTh COBPEMEHHBIE TEXHOJIOIMU cOOpa 1 epeaayr HH(HOpMaIHH;
UCIOJIb30BATh CIIPABOYHBIE IIPABOBBIE CUCTEMBI;

HCIOJb30BaTh CPEACTBA KOMMYHUKALIMY IS TIepeauu OPYYEHUI AUPEKTOPa LIKOJIBI;
UCIOJb30BaTh CPEICTBA KOMMYHUKAIIMOHHOW OPIrTEXHUKH Ui MOJIYYEHHsS U Ieperadyu
nHpopMmaiuu;

UCIOJb30BAaTh YCTAHOBJIEHHBbIE TPaBWIa U MPOLEIypbl KOMMYHMKALlUU BHYTPHU
o011eo0pa30BaTeNnbHOI OpraHu3alny;

UCIOJb30BaTh O(UCHBIH MakeT (TEKCTOBBIM PEAAKTOP, IEKTPOHHBIE TaOJMUIBL,
MIPE3CHTAIIVH);

oOecrnieunBaTh HMH(POPMAIMOHHYIO 0€30MaCHOCTh JEATENbHOCTH 00pa30BaTEIbHOMN
OpraHu3aIuy;

oOecrieunBaTh KOH(QHUAECHIINAIBLHOCTb B IPUEMHON 1 KaOMHETE TUPEKTOpa,

oOecrieunBaTh pabOTy IPUEMHOM JUPEKTOpPa BO BPEMs €r0 OTCYTCTBHUS;

o0ecrnieunBaTh COXPAaHHOCTh JIOKYMEHTOB, XpaHSIIMXCS B IPUEMHOHM U KabuHeTe
JMpeKTopa 0011e00pazoBaTeIbHON OpraHu3aliiy;

OKa3bIBaTh MOMOIIb IUPEKTOPY HIKOJIBI B PACHIPENEICHUH €ro paboyero BpeMeHH;
ONpeNeNnaTh NPUOPUTETHOCTb M OYEPEJHOCTb BBINOJHEHUA paboT U 3(P(PEKTUBHO
pacripeniesiiTe pabodee BpeMs;

OpraHu30BBIBaTh M oOOeCIeyrBaTh JMYHbIE KOHTAKThl JUPEKTOpa 00pa3zoBaTeIbHOMN
OpraHu3aluy,

OPraHu30BBIBATH MPOLIECC MOATOTOBKH K MMPOBEACHUIO COBELIAHUS IPU AUPEKTOPE;
OCYIIECTBIISATH KOHTPOJIb UCTIOIHEHUS MOPYYEHUH TUPEKTOpa paOOTHUKAMHM HIKOJIBI;
OCYIIECTBIISATH 00PabOTKY U CTPYKTYpHUpOBaHHE HHPOPMALIUY;

OCYILECTBIISATH pacreyaTbIBaHUE U KCEPOKOTIMPOBAHHME;

OCYIIECTBISATh NMPOBEPKY JOCTOBEPHOCTH, MOJHOTHl M HENPOTHBOPEUUBOCTH JAHHBIX,
UCKJTIOUeHHE JyOIupoBaHus HH(OpMAIIIH;

OCYIIECTBISATh PETHCTPALIUIO, HAKOIUIEHUE U NIepeavy, CHCTEMaTU3UPOBAaHHOE XpaHEHHE
U BblJauy uHGOpManuu B Tpedyemoii popme;



*  OCYHIECTBJIATH cOOp, 00paboTKy HH(DOpMAIIK, HEOOXOAUMOH I TUPEKTOPA IIKOJIBI, €€
aHaM3 B COOTBETCTBUU C TpeOOBAaHMUAMHU KPATKOCTH, YETKOCTH (POPMYIHPOBOK,
CBOECBPEMEHHOCTH TMOCTYIUICHUS, TOYHOCTH M  JIOCTOBEPHOCTH, ONTHUMAaIbHOCTH
cHCcTeMaTH3aluy, HeMPEePBIBHOCTU cOopa 1 00paboTKH;

*  OCYIIECTBIISITH CHCTEMATHU3ALMIO TIOTY4aEMBbIX U NIEPEIaBaEMbIX JAHHBIX;

*  0pOpMIIATH KOMaHAUPOBOYHBIEC JOKYMEHTHI;

*  OIICHMBATh PE3YIHTATHI B PAMKAX IMOCTABJICHHBIX 33/1a4;

* mepenaBarth WHGOpPMAIMIO, JOKYMEHTBI M MaTepUallbl YJYaCTHHKAM COBELIAHUS TpU
TMPEKTOPE;

* TIeYaTaTh U PEJAKTHPOBATH TEKCTHI CIY)KEOHBIX JOKYMEHTOB,;

*  [0Jb30BaThCs NEpUPEPUNHBIMU YCTPONUCTBAMHU U OPITEXHUKOM;

*  TIOJIb30BaThCA YHU(PHUIIMPOBAHHBIMH (POpPMaMH JOKYMEHTOB;

*  TI0JIb30BaThCS NIEKTPOHHOM NOYTOM;

*  TPEIOCTaBIATH JaHHBIC B €IMHOM U YIOOHOM ISl BOCTIPHSITHS (hopMare;

* TPUMEHSATh B COOTBETCTBMU C HAa3HAUCHHEM CPEICTBA OPTraHU3AIMOHHOW TEXHUKH,
KaHIEISIPCKUE MTPHHAIIC)KHOCTH;

*  TPUMEHSATh HHYOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

*  TPHUMEHSTH CIIOCOOBI JIENIOBOTO OOIICHUS;

*  TPUHUMATh MEPHI M0 Pa3pPEIICHUIO KOH(PINKTHBIX CUTYAITHIA;

* TPOW3BOJWTH TMOJTOTOBKY JeJ I Tepeaadyd B apxXuB 0O01eoOpa3oBaTeIbHON
OpraHu3aIniy,

* TMpOM3BOAUTH TMOUCK HHPopManuu B 0Oa3ax JaHHBIX, BECTH HH(OPMAIMOHHO-
CIPaBOYHYIO Pa0OTy HAa OCHOBE PAa3JIMYHBIX KOMOWHAIINI TIOMCKOBBIX IPU3HAKOB;

* paboTaTh C TEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTajioramu (Tankamu) u
(haiinamu, cKaHepoOM;

* paboTaTh C BXOJAIIEH, UCXOAIIEH, BHYyTPEHHEH JOKYMEHTAITUEH;

* paboraTh ¢ uH(pOpMaLMeH, aHATU3UPOBATH U MPEICTABIATh €€ B CUCTEMAaTU3UPOBAHHOM
BHJIE, B BUJI€ CBOJHBIX JOKYMEHTOB,

* paboTaTh CO BCEH COBOKYIHOCTHIO HH(POPMALMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB
00pa3oBaTeNIbHOM OpraHu3aluu;

* paspabaThiBaTh HOMEHKJIATYPY J€JI MIKOJIBI C YYeTOM JEHCTBYIOIIUX HOPMAaTHUBHO-
METOJAUYECKUX TOKYMEHTOB;

*  paccTaBlIATh IPUOPUTETHI, BHIJCISATH BAXXHOE U CPOUHOE;

*  CIVIAKMBATh KOH(MIMKTHBIC U CIIOKHBIE CUTYalluH MEXJINYHOCTHOTO OOIIECHUS;

*  CEepBUPOBATh YaHBIN (KOGEHHBIN) CTOJ BO BpeMs MPOBeeHUs Kode-Tay3;

* coOmoaTh CIYy>KEOHBIN ATHKET, MpaBuia JIEJI0OBOTO 3TUKETA U MPOTOKOJIA;

*  cO3lIaBaTh UMUK CEKpeTaps, COOTBETCTBYIOIINI UMUKY IIKOJIBI,

*  CO3laBaTh U MOJICP>KUBAThH MOJIOKUTENBHBIM UMUK 00pa30oBaTeNIbHOM OpraHu3aluu;

*  cozlaBaTh ycioBHs, obecneunBaromye 3h(GekTuBHy0 paboTy JUPEKTOPa;

*  COCTaBJIATH U OQOPMIISITH HOPMATHUBHBIC AaKThl, OPraHU3AIIIOHHBIE U METOJUYECKHE
JOKYMEHTBI, CBOJIHbIE, OTYETHBIE, CTATUCTUYECKUE TOKYMEHTHI;

*  yOpaBIATh KOH(MIMKTAMHU;

*  YCTaHaBIMBATh LIEJIH, OTIPENIENIATh HEPAPXHUIO LIeIIeH;

* YUYUTHIBaTh [CUXOJOTHYECKHE OCOOEHHOCTHM JIMYHOCTH NPU pa3IMyHBIX BHJAAX
poQecCHOHAIBHOTO OOIICHHUS,

*  BBIOMpATh U OPOPMIIATH TITAHUPOBIIUK;

* (dopMupoBaTh 1 0HOPMIIATH JieJIa B COOTBETCTBUU C YTBEP)KJICHHON HOMEHKIJIATYPOH 1l
00111e00pa30BaTENbHOM OpraHnu3aluy.

1.10. Cexpetappb IOJDKEH 3HATh M COOJIIOJATh YCTAHOBJIGHHBIE MpaBHJia U TPeOOBaHUS OXPAHBI
Tpyla W TOXapHOW Oe30MacHOCTH, TMpaBWJa JMYHOW TUTHEHbl M TUTHEHBl Tpylda B
00pa3oBaTeIbHOM YUPEKICHUU.

1.11. Cekperapp H0ODKEH MNpoHTH OOydueHHE U HMETh HaBBIKM OKa3aHUS IEpPBOH MOMOIIU
noctpaasmuM, cobmoaars Kousenmio OOH o npaBax pebeHka, 3HaTh MOPSJIOK AeHCTBUIN MPH



BO3HUKHOBEHMH I10Kapa WM NHOU YpPE3BbIYaHON CUTYallU! U 3BAKYallUH.

2. TpynoBblie pyHKIMHU

OcHOBHbIMU MPYOOBLIMU PYHKYUAMU CEKPEMaps AGNAIOMCL:

2.1. OpraHu3anMoHHOE, JOKYMEHTAMOHHOE W WHGOPMAIMOHHOE O0ECleYeHUE AEATEIbHOCTU
JUPEKTOpA IIKOJbL:

2.1.1. Oka3zaHue OMOIIH TUPEKTOPY B IUIAHUPOBAHUU PaOOYETO BPEMEHHU.

2.1.2. IInanupoBanue paboyero JHS CEKpeTapsi.

2.1.3. Opranuzainus Tese(hOHHBIX IIEPErOBOPOB TUPEKTOPA 001Ie00pa30BaTEILHON OpraHU3aIliy.
2.1.4. Opranuzanus pabOThI ¢ TOCETUTEISIMHA B IPUEMHOMN AUPEKTOPA.

2.1.5. Opranu3anust MoAroTOBKH MEPOTIPUATHIA C yIaCTHEM TUPEKTOPA.

2.1.6. Opranu3anus UCTIOJTHEHUS PEIICHU U OCYIIECTBICHHE KOHTPOJIS MCTIOTHEHUS TIOPYIEHHI
JTUPEKTOpa.

2.1.7. Opranm3anus U mojanepkanne (PyHKIHMOHAIFHOTO PabdOYero MpPOCTPAHCTBA MPUEMHOU U
KaOMHeTa TUpeKTopa.

2.1.8. CocraBnienue u 0o(hopMIICHHE YIIPABICHYECKON TOKyMEHTAIINH.

2.1.9. Opranuzanus pabOTHI ¢ JOKyMEHTAMHU B IPUEMHOMN AUPEKTOPA HIKOJIBI.

2.1.10. Opranu3zanust XpaHeHHs TOKYMEHTOB.

2.1.11. OGecnedenune aupeKkTopa 00IeoOpa3oBaTeILHON OpraHu3auy HHPOpPMAITUeH.

2.1.12. Opranunzanust HHGOPMAITMOHHOTO B3aUMOJICHCTBHUS AUPEKTOPA C PAOOTHUKAMH.

2.1.13. Opranu3zanusi KOMaHAUPOBOK JUPEKTOPA U COTPYIHUKOB.

3. I0/IzKHOCTHBIE 00SI3AaHHOCTH CeKpeTaps
3.1. B pamkax TpymoBoi KLU _OKa3aHUsl TOMOIIW JTUPEKTOPY IIKOJII B IUIAHUPOBAHWHU
paboyero BpeMEeHH:

*  uHbOPMHpYET AMPEKTOpa 00pa30BaTENbHONW OpPraHU3allid O pEerjaMeHTe HaMEYCHHBIX
BCTPEY, COBEIIAHWI W 3acelaHuil, MMeAarorHuecKuX COBETOB, OOIICIIKOIBHBIX M HHBIX
MEpPONPUSITUI;

*  TpeaynpexaaeT O MPUOIMIKEHUH BPEMEHH HAMEYCHHBIX MEPOTIPUSTHIA, COTIACOBBIBACT
BPEMCHHBIC TUIAHBI;

* COIJacoBBIBaCT TeJeOHHBIC TIEPErOBOPHI €  MPEACTABUTEISMH  BBIIICCTOSIINX
OpraHu3aluii, ¢ ONEYUTEIISIMU, PYKOBOIUTEIISIMI HHBIX 00pa30BaTEIbHBIX YUPEKICHUH;

*  COIJIACOBBIBAET BCTPEYM U MEPOIPHATUS C COTPYTHHKAMH IIKOJIBI M MPO(COIO3HBIM
KOMUTETOM, C POJUTEISIMH M  POJUTEIBCKAM  KOMHUTETOM, PYKOBOJMUTEISIMU
METOIMYECKUX OOBEINHEHHI, C COBETOM YYalllMXCsl U MHBIMH COBETaMU M KOMHUTETaMHU
00111e00pa30BaTeIbHOM OpraHU3aIluH;

* (opMupyeT pe3epB BPEMEHH JUTsl HENPEIBUICHHBIX CUTYallUH ;

*  BHOCHUT MH(GOPMAIIUIO B INIAHUPOBIIHK (OpraHai3ep).

3.2. B pamkax TpyaoBo# (YHKIIMY MIJIAHUPOBAHMS pab0Yero JHs CEKpeTaps:

*  COIJIaCOBBIBACT IUIAHBI C TUNIAHAMH U CPOKAMH pabOThI JUPEKTOpa 001e00pa3oBaTeIbHON
OpraHu3aIuy;

* pacmpenensieT padouee BpeMs (Ha JICHb, HEJEIIO, IIEPCIICKTUBY);

* TEPEHOCUT HEBBITMOJTHEHHBIE 3aTNIAaHUPOBAHHBIE 33/1a4H;

*  BBINOJIHSIET TUNIMYHBIE €KEAHEBHBIC JIETa,;

*  BBIOMpaeT U 0(hOPMIISET TUTAHUPOBIIUK CEKpPeTaps;

*  BeJIeT JHEBHHUK (Ha AJIIEKTPOHHOM M /MM OYMakKHOM HOCHUTEJNE).

3.3. B paMkax Tpy/10Boi QYHKIIHMK OpraHU3aIuU TeIe(QOHHBIX IEPErOBOPOB AMPEKTOPA:

* BeneT 6a3y TeneOHHBIX KOHTAKTOB PYKOBOIUTES IIIKOJIBI,

*  COEAMHSIET TUPEKTOpa 00pa30BaTENBHON OpraHu3aluy ¢ KOHKPETHHIMU a00OHEHTAMU;

*  PEruCTpPUpPYET MOCTYMAIOIINE B IPUEMHYIO TeTIe(OHHbIE 3BOHKH;

* [epeHamnpaBlseT OTAeNbHbIE TeTe(OHHbIE 3BOHKU 3aMECTUTEISM TUPEKTOPA;

*  MoJyd4aeT HeoOXOoauMYyro WH(MOPMAIIUIO U TIepeaeT CAaHKIIMOHUPOBAHHYIO WH(OPMAIIHIO
1o tenedoHy;




yCTaHaBIIMBACT KOHTAKT C COOECEIHUKOM, MOAJICPKUBACT U Pa3BUBACT JENIOBYIO Oeceny
B Ipo1iecce Tene(OHHBIX IEPETOBOPOB.

3.4. B paMkax TpyaoBOil GYHKIIMU OPraHU3aluu paboThl C MOCETUTEIISIMU B IPUEMHON IMPEKTODA:

35. B

OpPraHU30BBIBAET JIMUHBIA IPHUEM ITOCETUTENEH AUPEKTOPOM LLIKOJIBI;

yCTaHaBIMBAET NOPSAJOK MpUeMa sl Pa3IMYHbIX KATErOpU IIOCETUTEIEH

BEJIET JKypHaJl [IPEIBAPUTENILHOM 3allMCU Ha MPUEM, KypHaJl OCELEHUH, PETUCTPUPYET
IOCETHUTENEMN,

COJICMCTBYET OINEPAaTUBHOMY PACCMOTPEHHIO JKalio0, TPOCb0 ©  IPEATIOKEHHI
COTPYIHHKOB  0OIIeo0pa3oBaTeNbHOM  OpraHW3alid,  pOAUTENed  (3aKOHHBIX
MpeCTaBUTENEH) 00YyJaIOIINXCsI, UHBIX TIOCETUTEIICH;

OCYIIECTBIISICT TIPUEM JIMYHBIX 3aSBICHUN COTPYIHHUKOB, OOYJAIOMIMXCS M UX POJTUTEICH
(3aKOHHBIX MpeACTaBUTENEH);

OpPraHU30BBIBAET MPUEM MPEICTaBUTENEH OpraHu3alui, SABISIOIUXCA IIe(paMy IIKOJIbI,
YJIEHOB MOTEYUTENICKOTO COBETA, MAPTHEPOB 00pa30BaTEIbHON OpraHu3aluy U T.J1.;
cepBUpYeT YaiHbIN (KOQeiHbIN) cToJI B KaAOMHETEe TUPEKTOPa,;

MIPUHUMAET MEpbl N0 COXPAaHEHUIO0 KOH(PHIECHIUAIbHON HMH(OpMalUMU B XOJ€ NpHeMa
MOCeTUTENe! M WX HaxOoXIEHWs B TpPUEMHOM M  KaOuHeTe  JUpeKTopa
o011eo0pa3oBaTebHON OpraHu3aIuy.

paMKax TpyaOBOW (YHKIIMU OpPTaHM3AlMU TOJATOTOBKH MEPONPHUSITHH C y4acTHEM

JUPEKTOPA:

3.6.

nHpopMUpyeT paOOTHUKOB O HaMEYarolleMCs COBCIIAHWHW, TEICOBETe, WHOM
MEpOTIPUSITHH,

MOJTOTAaBIIMBACT W BBIBEIIMBACT Ha HWH(GOPMAIMOHHBIA CTEHJ TOBECTKY JIHS
MEPOTIPUATHS C YYACTHEM JAUPEKTOPA;

MOMOTaeT B MOATOTOBKE JIOKJIAa AUPEKTOPA IIKOJIBI, TPE3EHTAIIHIOHHBIX MaTepUasoB;
pacchUIaeT MpUrialleHus JUiam, MPUrialieHHbIM Ha O0IICIIKOIbHOE MEPOTIPUSITHE.
aMKax _TpyJI0BO# KIIMYM _OpraHMu3alliy _MCIOJIHEHHs PELIeHUH, OCYIIECTBICHUS

KOHTPOJIA UCITOJTHCHHU A HO[!YECHI/Iﬁ JIUPEKTOpA.

JOKYMEHTAIBHO 0(DOPMIISIET pelIeHUs TUPEKTOPA MKOJIBI (TPUKA3kl);

JOBOJUT 0 CBEIEHHs pPaOOTHHKOB OOIICO0O0pa30BATEIBHOTO YUPEIKIACHUS MPHUKA3bl U
pacropspKeHHsT TUPEKTOpa,;

KOOPAMHUPYET ACATEIBHOCTb 110 UCIIOJTHEHUIO PEIICHUH TUPEKTOPa;

BEJICT CPOKOBBIN TEKYIIUH U MPEIyPEIUTEIbHBIN KOHTPOJIb;

MIPOBEPSIET UCIIOJIHEHHUE MTOPYICHUH JUPEKTOPA B YyCTAHOBIICHHBIH CPOK;

MPEIyNpexIaeT COTPYIHHUKOB 00 UCTCUCHUH CPOKA MCIIOJTHEHHSI TOPYICHUH IUPEKTOPA;
(UKCUPYET UCTIOJTHEHUE TTOPYUCHHIA;

COCTaBJISIET OTYCTHl U AHAIUTUYECKUE CIPABKH O BBINIOJHCHUU MOPYYCHUN U PEIICHHI
JIMPEKTOpa 001e00pa30BaTEILHON OPraHU3allHH.

3.7. B pamMkax TpynoBod (QYHKLIHHA OpPraHU3alldd W IOJAepKaHus (YHKIHOHAIBHOTO paboyero

IIPOCTPAHCTBA IPUEMHON U KaOHHETA JUPEKTOpa.

OPraHU30BBIBAET IPUEMHYIO JUPEKTOpPA B COOTBETCTBUU C TPEOOBAHUSAMU SPTOHOMHKH U
KYJIBTYpHI TPY/a,

OCYILECTBIISIET KOHTPOJIb O0ECIIEYeHNs AUPEKTOPa KaHLIEIIPCKUMHU MPUHAIICKHOCTIMH,
CPEIACTBaMH OPraHU3ALIMOHHON TEXHUKH;

yXa)KMBaeT 32 KOMHATHBIMH PacTEHUSIMU B IPUEMHOMN M KaOMHETE TUPEKTOPA.

3.8.B paMKax TPYJIOBOM d)VHKHI/II/I COCTAaBJICHUA U Od)ODMJ'ICHI/ISI VIIPABIEHYECKON TOKYMEHTAIINH

COCTaBIISI€T MPOEKTHI PACTIOPSAUTEIBHBIX (MIPUKA3bI, PACTIOPSHKEHNS ) U MH(DOPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (CIy>K€OHBbIE MHCHbMA, CIPAaBKU, TOKIAIHBIE M CIy)KeOHBIC
3aITUCKH);

COCTaBIISIET pa3IMYHBbIC MUCHbMA, 3aMpPOChl, TOTOBUT OTBETHl aBTOpaM OOpAIICHUU IO
MOPYUYEHUIO JUPEKTOPA LIKOJIBI;

revaraeT CIykKeOHbIe TOKYMEHTHI U IPYTHe MaTepHabl;

pPa3MHOXaeT CIyKeOHbIE TOKYMEHTHI,



* KOHTPOJUPYET TPOXOXKIACHHE JIOKYMEHTOB B 00Ie00pa30BaTeNbHON OpraHH3aIiH
(coriacoBanue, MOANMKUCAHUE M YTBEPKICHHE TOKYMEHTA).

3.9. B pamkax TpynoBoii (DYHKIIMK OpraHu3aliyi PadOThI ¢ JOKYMEHTAMU B IPUECMHOM

* MOJy4YaeT, MPEABAPUTEIHHO PACCMATPUBACT M COPTHPYET AOKYMEHTHI, TIOCTYMAIOIIUE B
MIPUEMHYIO JUPEKTOPa 00pa30BaTEIHHOTO YIPEKICHHS,

*  [OATOTAaBJIMBACT JOKYMEHTBI JUISI PACCMOTPECHHS TUPEKTOPOM;

* BEJIET y4eT JOKYMEHTOB, TIOCTYIAIONINX HA UMsI TUPEKTOPa IIKOJIHI;

* B COOTBETCTBHHM C YKa3aHHSIMH JHUPEKTOPA OPraHMW30BBIBACT Tiepeaady JIOKYMEHTOB
UCTIOJHUTENISIM (KOHKPETHBIM COTPYAHHMKAM) JUIsl WCIIOJIB30BaHUS B IpoIliecce paboThI
1100 I HOATOTOBKH OTBETOB;

*  COCTaBIJISICT U MIPEJIOCTABIISET B YCTAHOBIICHHBIC CPOKH B OpPraH yIpaBJICHUS 00pa30BaHUs
CIHUCKM BCE€X KJaccoB (KOHTMHI'€HTa 0Opa30BaTENbHOM OPraHM3alliy) U CIHCOK BCEX
Mpero/iaBaTeiell Kaxa0ro yaeOHOTO To/1a;

* OIEPAaTHBHO BHOCUT TEKyINIUE W3MCHCHHS B COCTaB KOHTHHICHTA yYalllHXcCs,
MeJarOTUYECKUX U IPYTUX paOOTHUKOB 00111€00pa30BaTEILHON OpraHU3aIlny;

* odopMiseT JUYHBIE Nena JAeTed, NPHUHATHIX Ha oOydeHue B 0O0IIe00pa3oBaTEIbHYIO
OpraHHU3aIIo;

* BeneT aipaBUTHBIN JKYpHAT BCEX yUaIIHXCS;

* CcO3JaeT W BeJeT 0a3y MaHHBIX JOKYMEHTOB, IPOBOJHMT HH()OPMAIIMOHHO-CIPABOYHYIO
pabory;

* KOHTPOJIUPYET HCIOJIHEHUE JOKYMEHTOB M TOPYYCHHU JHPEKTOpa 0Opa3oBaTelbHOM
OpraHH3aIiH.

3.10. B pamkax Tpy/10Bo#i DYHKIIMK OpPraHU3aIiy XPaHEHUS JJOKYMEHTOB:

*  KOPPEKTHUPYET HOMEHKJIATYPHI JIe] CEKPETaps U AUPEKTOPA IIIKOJIHI;

* dopmupyeT u 0GOpMIISET Aelia MOCTOSIHHOTO, TOJITOBPEMEHHOTO CPOKOB XpaHCHHS;

*  TOATOTABJIMBACT W TMEPEacT Jejia B apXuB 0011e00pa3oBaTeIbHON OpraHu3aIiiy.

3.11. B pamkax TpynoBoit KIIUY 00ECIICUCHHS TUPEKTOPA IKOJIBI MHPOpMAITHUEH:

* cobupaer wm mepepabaTeiBaeT HHGOPMAIMIO, HEOOXOMUMYIO I TPUHATHS
000CHOBAHHBIX YIIPABICHUYCCKUX PEIICHUM

* TpOBEpsET JOCTOBEPHOCTh, IOJHOTY W HENMPOTUBOPEYMBOCTH JIAHHBIX, HCKIIIOYAET
nyomupoBanue uHMGOpMaIuu;

*  TPENOCTaBJISCT JaHHBIC B €IMHOM W yIOOHOM ISl BOCIIPHUATHS opmMare;

* BBIABIIACT HanboJiee 3HAYMMBbIE KPUTEPUHU CHCTEMAaTH3aIluu WH(pOpMAIUU JUTsl CO3TaHuUs
0a3 JaHHBIX;

* ¢dopMHUpPYET M UCIOJIb3yeT 0a3y JaHHBIX B 00111€00pa30BaTEILHON OPraHU3aIUH.

3.12. B pamMkax TpyaoBoH (YHKIHMM OpraHuM3alvyd HMHGOPMALMOHHOIO B3aUMOJEHCTBUS
JUPEKTOPA C PAOOTHUKAMMU.

* uHopmupyeT pabOTHUKOB 0Opa30BaTENIbHON OpraHU3allid O PEIICHUAX IUPEKTOpa,
COBCIIAHUAX M 3aCEaHUAX, ITeIarOTHYECKUX COBETAaX U MHBIX MEPOIIPUATHUSX;

*  3HAKOMHT PaOOTHUKOB MO/ MOJIMUCH C COOTBETCTBYIOIIUMHU JOKYMEHTaMU;

* OpraHu3oBbIBacT OoOMeH HWH(pOpMaluell MEXIy 3aMeCTUTENIIMH JTUPEKTOpa U HHBIMH
JOJKHOCTHBIMU JIMIIaMU 00111e00pa30BaTeIbHON OpraHu3alluy,;

* OrmoBeIaeT padOTHUKOB O MPEACTOSIINX MEPOTPUATHUSX;

*  BBI3BIBAET COTPYAHHUKOB M 00YYAIOIIUXCS 10 IOPYUYEHHUIO JTUPEKTOPA;

* wuHpOpMHUpPYET 1UpEKTOopa 00 O0OpalleHUsX COTPYAHUKOB MO pPabOYUM U JIHYHBIM
BOIpOCaM,

* uHpopMHUpYyeT AUpEeKTOpa 00 oOpalleHHusx OOydaroUIMXCs, WX POAUTENeH (3aKOHHBIX
MIpe/ICTaBUTENCH).

3.13. B pamkax TpyaoBoi PYHKIIMY OpraHU3aliui KOMAHIUPOBOK:

* MOJTOTaBIMBAET MPOEKT MPHKa3a O CIy)kKeOHON KOMaHTUPOBKE;

* BBIIUCBIBACT KOMAHAMPOBOYHOE  yJIOCTOBEPEHHE U  PETUCTPUPYET €ro  IMpH
HEOOXOIMMOCTH;

* IOJTrOTAaBIMUBAET JOKYMEHTHI K MOE3/IKE;




*  YTOYHSET ATy, NOJDKHOCTH, ()aMHIIUH B IIPOTpaMMe KOMaHIUPOBKH.
3.14. BononHseT pazaMyYHBIE OMNEpPAllMM C WCIOJB30BAHHEM KOMITBIOTEPHOM TEXHUKH II0
porpamMmmam, peaHa3Ha4eHHbIM 17151 cOopa, 00pabOTKU U MPEeI0CTaBICHUS HHPOPMALIUH.
3.15. Ilpn UCHOIB30BAHUM 3IEKTPOHHOIO 00OOPYIOBaHUSA, B TOM YHUCIE KJIaBHATyphl U MBIIIH,
©XKETHEBHO JAC3MHPHUIHUPYET X B COOTBETCTBHUU C PEKOMEHJALUSAMHU IMPOU3BOTUTENS JTUOO C
WCIOJIb30BAaHUEM PACTBOPOB WIIHM CaIPeTOK Ha CIIUPTOBOI OCHOBE, colepxamux He menee 70%
CTIHpTA.
3.16. CoOmoaet nmpaBuiIa UCTIOIB30BaHUs ceTh MIHTepHeT.
3.17. OGecrieunBaeT 3aIIUTy MPaB U CBOOO ydyalluXcs, poaAUTeNel (3aKOHHBIX MPEICTaBUTENCH),
pabOTHHUKOB IIKOJIBI PU 00pabOTKe MepCOHATBHBIX JaHHBIX.
3.18. Crporo cobmonaeT KOHPHUICHIMATHHOCTD MIEPCOHAIBHBIX TAHHBIX U TPEOOBAHUS TI0 3aIUTE
1 0€30MaCHOCTH MEPCOHANBHBIX JAaHHBIX MPU X 00pabOTKe, HEJOMYIIEHNE UX PACIIPOCTPAHEHUS
0e3 cornacus CyObeKTa MepCOHANBHBIX JaHHBIX WM HATHYHS JPYroro 3aKOHHOTO OCHOBAHUSI.
3.19. ColOmroaeT KyJIbTypy M 3THKY OOIIEHUS C MEPCOHAIOM 00pa30BATEIBHOTO YUPEIKICHHS,
00yJarOIUMUCS U POAUTEISIMU (3aKOHHBIMU TIPEACTABUTEIISIMH ), TIOCETHTEIISIMH.
3.20. Crporo cobmogaer mpaBa u cBOOOMBI AeTel, copepxkammuecs B PenepanbHoM 3akoHe «O0
oOpazoBanun B Poccuiickoit ®denepaunn» m KonBenunuu OOH o mnpaBax pebeHka, SBIsSETCS
MPUMEPOM JUTSI ITKOJIEHUKOB.
3.21. WudopmupyeT AMPEKTOpa, a TMPH €ro OTCYTCTBHH — JEKYPHOTO aJIMHUHHCTpPATOpa O
HECYaCTHOM CITy4ae, MPUHUMAeT MEphbl MO OKa3aHHWIO MEePBOW MOMOIIHM MOCTPAIABIINM, BBI30BE
CKOpOM MEIUIIMHCKOUW MOMOIIIH.
3.22. OcymIecTBISIET CBOIO ACATEIIEHOCTH Ha BEICOKOM NPO(ECCHOHAIEHOM YPOBHE.
3.23. O6ecrieunBaeT COOIOICHNE YHCTOTHI U MOPSIIKA HA CBOEM pabodyeM MecTe.
3.24. TIpoxomuT B YCTaHOBJICHHOM 3aKOHOJATeIhCTBOM Poccuiickoir ®enepanuui MOPsaAKE
oOyueHue M MPOBEPKY 3HAHUI M HABBIKOB B OOJIACTH OXpaHbl TPyAa, MHCTPYKTAKU MO OXpaHe
TpyJa U MoXapHO 0€301acHOCTH.
3.25. Cekperapr coOmomaer YcraB wu IlpaBwia BHYTPEHHETO TPYIOBOTO pacropsika
00pa30BaTeNIbHOTO YUPEKICHUS, KOJUIEKTUBHBIN U TPYIOBOM TOTOBOP, & TAKXKE JOKAJIbHBIE aKThl U
MIPUKA3bl PYKOBOAUTENS.
3.26. CoOmromaer mpaBWiIa OXpaHbl TPyHa, IMOKAPHOW M 3JIEKTPOOE30TMACHOCTH, CAHUTAPHO-
TUTHEHUYECKHEe HOPMBbI U TpeOOBaHUS, TPYIOBYIO IUCHMIUIMHY Ha paboyeM MECTe U PEeXHUM
paboThl, yCTAaHOBJICHHBIHN B 00111€00pa30BaTEIbHON OpraHu3alHH.
3.27. Ilepuoguyeckd MPOXOAWT OeCIJIaTHbIE MEAMIIMHCKHAE OOCIIeIOBaHUS, TOBBIIIAET CBOIO
podeccuoHAIbHYI0 KOMIIETEHIIHIO.
3.28. Cekperapro 3ampelaercs HCIOJb30BaTh HEHCIPABHYIO MeOelb, 3JIEKTPOOOOpYIOBaHHE,
ANEKTPONPUOOPHI, KOMITBIOTEPHYIO U MHYIO OPTTEXHHUKY WM 00OpyI0BaHUE M MeOelb C SBHBIMU
MpU3HAKAMU TOBPEXKICHHS, KYpUTh B TOMEILIECHHSX W Ha TEPPUTOPUH 0O0IIe00pazoBaTeIbHON
OpraHu3aIiy.

4. IIpaBa

Cekperapb HMeEeT IPaBo:

4.1. Tlony4ats nH(MOpMALINIO, B TOM YHCIEe U KOHOUACHIIUATIBHYIO, B 00beMe, HEOOXOIUMOM IS
pelIeHHs MOCTaBIEHHBIX 3a/1ay.

4.2. 3ampamuBarh JHYHO WU 10 TOPYYEHUIO TUPEKTOpa OT pabOTHHUKOB 0011€00pa30BaTENbHOM
opranu3anuy MHGOPMAIMIO U JOKYMEHTBI, HEOOXOIUMBIEC ISl BBIMOJHEHHS] €r0 JOKHOCTHBIX
o0s13aHHOCTEH.

4.3. TpeboBaTh OT aJIMUHHUCTPALIMU IIKOJIBI CO3/IaHUSI ONTHUMANBHBIX YCIOBHUH ISl BBHITIOTHEHUS
CIIY’)KEOHBIX OOS3aHHOCTEH M COXPAHHOCTH BCEX JOKYMEHTOB, OOpa3ymoIIHUXCs B pe3ylbTare
NesITeNLHOCTH CeKpeTapsl.

4.4. IlpuHuMAaTh pelIeH s B IpeeNiaX CBOSH KOMITETEHITUH.

4.5. Ha wmaTepuanbHO-TEXHUYECKHE YCIOBUS, TpeOyeMble Ui BBITOTHEHHS JOJDKHOCTHBIX
oOs3aHHOCTEN  cekpeTaps, Ha  oOecnedeHue  pabodyero  MecTa, COOTBETCTBYIOIIETO




rOCyJapCTBEHHBIM HOPMATHBHBIM TPeOOBAHMSAM OXpaHbl TPyAa W MOXKApHOW Oe30macHOCTH, a
TaKXKe YCIOBUSM, IPENYCMOTPEHHBIM KOJIJIEKTUBHBIM JIOTOBOPOM.

4.6. 3HAaKOMUTBCS C MPOCKTAMH PELICHHH TUPEKTOpPa, OTHOCSIIUXCA K €ro MpogecCHOHATHHON
JEATeNbHOCTH, C JKaT00aMu U IPYTUMU JTOKyMEHTaMHU, COACP KALIIMHU OLIEHKY ero paboThl, 1aBaTh
110 HAM OOBSCHEHUSL.

4.7. TlpenocTaBisTh TUPEKTOPY HA PACCMOTPEHHME NPEUIOKEHHS M0 YIYULICHUIO IEATEIbHOCTU
o0pa3oBaTeNIbHOW OpPraHM3allid W YCOBEPIICHCTBOBAHMIO CIOCOOOB pabOTHI IO BOIpOCaM,
OTHOCSIIIMMCSI K KOMIIETEHIIUU CEKpeTapsl.

4.8. VYyactBoBaTh B pabOTe€ OPraHOB CaMOYNPABJICHUS JOMIKOJIBHBIM 00pa30oBaTEIbHBIM
yapexKJIeHUEM, B paboTe o0mero coopanus pabOTHHKOB, B 0OCYKJICHUU BOTIPOCOB, KACAIOITUXCS
WCTIOJHSEMBIX CEKpeTapeM JTOJDKHOCTHBIX 00S3aHHOCTEH.

49. Ha wMopampHOE U MaTepHajbHOE TIOOUIPEHHE, HArpaXICHHs 10  pe3yibTaTraM
npodeccHoHaIbHON ~ JIeATENIbHOCTH, Ha  COLMaJbHBIE  TapaHTHM,  IPEIyCMOTPEHHBIE
3aKoHoAarenbcTBOM Poccniickont denepanuu.

4.10. Ha 3amuty cBoeil mpodeccHoHAIIbHON 4YecTH W JIOCTOMHCTBA. Ha KOH(UICHIIMATBHOCTH
CIIy’)keOHOTO  paccielioBaHus, KpOME€ CiIy4aeB, MPEJyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit ®enepanuu.

4.11. 3amumaTh CBOM HMHTEPECHl CAMOCTOSITENIbHO W/MIM uYepe3 MpEeACTaBUTENs, B TOM UHCIE
aJiBOKaTa, B Cly4ae IUCIHUIUIMHAPHOTO WIIM CIIy>)KEOHOTO paccieoBaHMs, KOTOPOE CBSI3aHO C
HapyIIeHUEM CeKpeTapeM HOpM MpodeccuoHaIbHOM STHKH.

4.12. CekpeTapb qUPEKTOpa IIKOJIBI IMEET WHBIE TIpaBa, mpeaycMoTpeHHsie TpynossiM Kogekcom
Poccniickoit ®enepanuun, YcraBoMm, KosmektuBHeIM 1oroBopoM, IIpaBuimamMu BHYTpPEHHETO
TPYZIOBOTO pacropsizika o01eo0pa3oBaTebHON OpraHNu3aIlii.

5. OTBEeTCTBEHHOCTD
5.1. B npeaycMoTpeHHOM 3akoHOaaTeabcTBOM Poccuiickoii denepanuy nopsjke ceKkperapb HECeT
OTBETCTBEHHOCTb:

* 32 HEIIPABOMEPHOE MCIIOJIb30BaHUE MTPEIOCTABICHHBIX JOJKHOCTHON MHCTPYKIMEH MpaB
U TIOJTHOMOYMH, a TaKXKe UCIOJIb30BAHNE UX B JIMUHBIX LIETAX;

* 3a pasmianieHue KoH(QuAEHUUaIbHOW MHQOpManMM, TIOJy4eHHOH B pe3yibTare
BBITMIOJIHEHUS JIOJDKHOCTHBIX OOS3aHHOCTEH, IE€PCOHAIBHBIX JAHHBIX COTPYAHUKOB,
oOyyaromuxcs U UX poauTesel (3aKOHHBIX ITpeCTaBUTENEN);

* 32 JIOCTOBEpHOCTh IPENOCTaBIsIEMOM HMH(OpPMALMKM IUPEKTOPY, €€ CBOEBPEMEHHYIO
MOJITOTOBKY;

* 32 HEOKa3aHHEe WM HECBOEBPEMEHHOE OKa3aHHWE IEepPBOM NMOMOIIM MOCTpajaBLIEMy, HE
CBOEBPEMEHHOE U3BEILICHNUE WIIM CKPBITHE OT AUPEKTOPA IIKOJIbI HECYACTHOTO CIIydasi;

* 32 HecoOJII0JIeHNe MHCTPYKIUI 110 0XpaHe Tpya U M0>KapHOil 0€3011acHOCTH;

* 32 HapylIeHUE MOpsJIKa IeHCTBUN B Cilydyae BOSHMKHOBEHMS YpE3BbIYAMHON CUTyaluu U
3BaKyaluy B 00111e00pa30BaTEIbHOM YUPEKICHUH.

5.2. 3a HEHUCNOJHEHME WM HapylleHue 0e3 YBaXHUTEJIbHBIX INPUUYMH CBOMX OOS3aHHOCTEH,
YCTaHOBJICHHBIX JIOJDKHOCTHOM MHCTPYKIMEH cekperapsl IKoubl, YcraBa u IlpaBun BHyTpeHHEro
TPYAOBOIO paclops]Ka, 3aKOHHBIX PpAacCHOPSDKEHUH pYKOBOAMTENS W MHBIX JIOKAJIbHBIX
HOPMAaTHUBHBIX aKTOB, paOOTHHUK MOJBEPraeTcs JAUCIMITIMHAPHOMY B3bICKAHHIO COTJIACHO CTAaThe
192 Tpynosoro Kopgekca Poccuiickoit @enepamuu. 3a rpydboe HapylleHHE TpPYIOBBIX
00s13aHHOCTEH B KauecTBE AUCIUIUIMHAPHOTO HaKa3aHHsI MOKET ObITh IPUMEHEHO YBOJIbHEHHUE.
5.3. 3a wucnonb3oBaHUE, B TOM 4YHCIE€ OJHOKPATHO, METOJIOB BOCIUTAHHUSA, BKIIOYAIOIIUX
¢u3nyeckoe M (WIM) MCUXOJOTMYECKOEe HACWIME HaJ JIMYHOCThIO OOyyarolerocs, a Takxke 3a
COBEpILIEHNE HHOTO aMOPaJIbHOTO MIPOCTYIKA CEKPETAph MOXKET OBbITH OCBOOOXKAEH OT 3aHUMAEMOil
noikHocTH coryiacHo TpynoBomy Kopekcy Poccuiickoit @enepannn. YBOJIbHEHHE 3a JIAHHBIN
MPOCTYIOK HE SABJIAETCS MEPOH AUCIUIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmroseHHe NpaBW W TpeOOBaHUI OXpaHBl TpyZla W MOXKapHOH Oe3zomacHoCTH,
CAaHUTApPHO-TUTUEHUYECKUX MpaBWJI U HOPM CEKpeTapb MpPUBIEKACTCd K aJMHHUCTPATHUBHOMN
OTBETCTBEHHOCTH B TOpsiIKE W B CIOydasx, MPEIyCMOTPEHHBIX aJIMHHUCTPATUBHBIM
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3aKkoHoaarenscTBoM Poccuiickoit denepanuu.
5.5. 3a mpaBoHapyIIeHHs, COBEPIIEHHBIC B MPOLIECCE OCYIIECTBICHUS TPYAOBBIX (DYHKIMN HECET
OTBCTCTBCHHOCTH B IIPCACIIaX, ONMPCACIICHHBIX aIMUHHUCTPATHUBHBIM, YIOJIOBHBIM U I'pakKJaHCKUM
3aKkoHoAarenscTBOM Poccuiickoit @enepanyu.

6. BzaumooTHomenusi. CBsi34 10 J0JKHOCTH

6.1. Cekperaph BBINOJHSIET pabOTy COTVIACHO rpaduKy, COCTABICHHOMY C y4eToM 36-4acoBOM
paboueii Henenu, U yTBEPKACHHOMY JIUPEKTOPOM 0011e00pazoBaTeIbHON OpTraHU3aIHH.

6.2. Cekperapb CaMOCTOSITEIBHO IUTAHUPYET CBOIO JESATEIBHOCTH. [LmaH paboThl cekperaps
COTJIACOBBIBACTCS HETIOCPEACTBEHHO C AUPEKTOPOM.

6.3. [Tomy4yaeTr oT AUPEKTOpa MIKOJIBI HHPOPMAIIUIO HOPMATHBHO-TIPABOBOTO XapaKTepa.

6.4. OOmenuBaercs HWH(POpPMAIMEH MO BOMPOCaM, OTHOCALIMMCS K €ro JAEATENbHOCTH, C
QJIMUHHUCTpAIIIC W COTPYJAHUKAMH IIIKOJIBI, WH(POPMUPYET WX O pEHICHHUSIX JUPEKTOpa,
COBEIIAHUAX U 3aCEIaHUIX, TIEAATOTUICCKUX COBETaX U UHBIX MEPOTIPUATHSX.

6.5. BoBpems cooOmaer mupekTopy 00 WHPOpMAIUK, MPUKA3aX, PACHOPSHKCHHUSIX W WHOU
JOKYMEHTAINH, TIOCTYIHUBIICH 1O 3JICKTPOHHOW MOYTe, MHPOPMUPYET O HAMEUCHHBIX BCTpEYaXx,
COBEIIAHUSAX U 3aCCIAHUSIX, HHBIX MEPOTIPUSATHSX.

6.6. CooOmaer IUPEKTOPY M €ro 3aMecTHTENsIM WHQPOPMAIHIO, MOJYYCHHYIO Ha COBEIAHMSIX,
CEeMHMHapax, HEMOCPEICTBEHHO MOCIIE €€ TIOTyICHUSI.

6.7. UadopmupyeT TupeKTopa 0 BOSHHUKIINX TPYJHOCTIX U IpodiieMax B paboTe, 0 HeIOCTaTKaxX B
obecrieyeHnn TPeOOBAaHWI OXpaHBl TPyIa M MOXKApHOU 0e30MacHOCTH. BHOCHT TpeaioxeHus 1Mo
YCTPaHEHUIO HEJIOCTATKOB, IT0 OTITUMHU3AIINH CBOEH JIESTETHHOCTH.

6.8. MHopmupyeT 3aMeCTHTENs AUPEKTOpa IO aJMHUHHUCTPATHBHO-XO3SIMCTBEHHOW YacTH O
HeJO0CTaTKaX B KaHUESIPCKUX MPUHAAICKHOCTAX, OymMare M MHBIX PACXOJHBIX Marepuaiax, o
MOJIOMKax MeOeNu M OPITEXHHKH, B 3JIEKTPOOOOPYAOBAHMM, BOJOMPOBOJHOM M OTOMUTEIHLHOMN
cUCTEeMaXx.

6.9. Bo BpeMs OTCYTCTBHsI CeKpeTapsi €ro OoOS3aHHOCTH BBITIOJNHSAET COTPYAHHK, UMCIOIIHKA BCE
TpeOytomuecss MpodeccuoHaNbHbIE 3HAHWSA, YMEHHUS W HaBBbIKM, HA3HAYCHHBIH IPUKA30M
nupekTtopa. JlaHHBIM COTPYAHHMK NPUOOpPETaeT COOTBETCTBYIOLIME IIpaBa U HECET MOJHYIO
OTBETCTBEHHOCThH 32 KAUECTBEHHOE BBINIOJIHEHNE BO3JI0OKEHHBIX Ha HETO 00513aHHOCTEH.

7. 3akII0YUTeIbHBbIE MOJT0KEHUS

7.1. O3nakomiieHHe pabOTHUKA C HACTOSIICH JOJDKHOCTHOW MHCTPYKIIMEH OCYIIECTBIISETCS TPH
npreme Ha padoTy (10 MOAMUCAHUS TPYAOBOIO JOTOBOPA).

7.2. OIMH 3K3eMIUISIP AOKHOCTHOM MHCTPYKIIMU HAXOJMUTCS y JUPEKTOpA IIKOJIbI, BTOPOM — y
COTpYIHHKA.

7.3. dakT o3HaKOMIIEHHS PabOTHHKA C HACTOSIIEH JOHKHOCTHOMW MHCTPYKIMEH MOATBEPKIAAETCS
MOANMKUCHI0 B JIUCTE O3HAKOMJICHHSI C JIOJDKHOCTHOM WHCTPYKIMEH, KOTOPBIA XpaHUTCSA Y
JTUPEKTOPA IIKOJIBI.
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