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Jo/1KHOCTHAR HHCTPYKIHA CEKpPeTaps

. Ofmme moaomenHs I0KHOCTHOH HHCTPY KUITH CCKPETHPH KO L]
1.1, JlanHas doaicHocmuas uHcmpyRyus CeRpenmaps ko s paspaboTang Ha OCHoBe
KpanndukanHoHHOro ClIPaBOMHHKR A0AKHOCTEH PYKOBOJIHTENEH, CIEUHAIHCTOR 0 JIPYIHX
CITYRalnx, yTRepikaeHHoro ITocTaHoBneHHeM MEHHCTEPCTBA TPY/LA U COLMATILHOTO PA3BHTHA
Poceniickoit @exepaunn o1 21 asryera 1998 roga Ne37 8 peakivn o1 12 derpana 2014r: ¢
yuerom ©3 Ne273 o1 29.12.2012r «O6 obpazopanun B Poceuiickoil @enepaitnns (B pelakiiing
ot 03.07.2016r); B cooTBeTCTEHE ¢ TpyAoBeiM koldekcoy Poccuiickoil Penepatun u 1pyrunvy
HGPMHTHBHBIMH AKTAMH, pel'y.—'lﬂp}']ﬂl.l.l,HMH 'I'p‘_\-’,ElUBblt: OTHOLIEHHWA MEH{,LL_‘F" pﬂf}L}'l'H HEOM H
paboTonarteneM,
[lpw cocTapnennn JaNHO JOKIOCTHON HHCTPYKLIH CeKPeTaps PYKOBOLM Tens (qupeKTopa)
wKoaE yareno Takke [loctanornenne Muntpyna P® n MunoGpazosanms P o1 13 ansapa
2003 r. N 1/29 "06 yteepacaenun [Topsixa oByuenns 1o OXpaHe TPV B IPOBCPEN Ha1i
rpefopani oxXpans! Tpyaa paboTHHKOR OpraHuianui’
1.2. Cekpetapt 06pasoBATEIRHOTO YUPEKASHHA HABHAYACTCA W OCROBOWIACTCA 01 WL IRIOC 1 |
NOpAAKe, NpenyeMoTpeHHoM TpyaoseiM KoaekcoM Poceriickodi Meaepaitny i rpy 1osbi
JOTOBOPOM.
1.3. Cekperaps WKONBI TOMKEH HMETE cpeinee npodicceHonamsioe ofpaonaiie & chepe
JIeJIONPOU3BOACTEA Be3 NpeatiBIeHHA TPEBORAHHA K CTAWY PAGOGTRL 1L Cpe tiee (o o)
obmee ofpaIoBame B NPOPECCHOHATBHYIO TOAINOTORKY B CHepe e 0o i, 10 THl et
nperkarneHns TpeboBanni Kk cTaxy padoTLl.
1.4, Cexperaps NOJMMEASTCH HEMOCPEACTBEHHO ANPEKTOPY 00pazoBaTeNbHOTD YUPCHICHHS,
| 1.5. B cooeii npodieccnonansnoit IesTenbHoCTH ceKpeTaph 0053aH PYKOBOICTBOBATECH
*  Ycrapom 00pazopaTelEHOTO YUPEHUICHHS]
s TPYIOBBIM JL0TOBOPOM,
= BCEMM NPHESSANMH M PACHOPAKEHUAME IHPEKTOPa 00Pa30BaTEIbHOMD YUPEHIICHHS]
= JAKOHAMN H WHEIMH TIPABOBBIMH  AKTaMH, pPErIaMeHTHPYIOLWIHME  0GpasoBaTelbHyio
JEATENBHOCTE,
= AanHoi JOTAKHOCTHOH HHCTPYKIMEH CKPETaps PYKOBOMHTEA IIKO/bI
L] BCEeMi HOPME{THR[II-IMH ,an}c}-’mcnmmm KACAHMITHMWCA BEICHHA _!'LQ,"IDI'Ip(!H'l!i.ﬂ_"lCTB.’jl
*  YTBEPHACHHOH HHCTPYKUHER NO OXPAHE TPY/IA CERPeTaps B IIKXIC,
| 1.6. Cexperaph mikoiinl 068380 THATE
o CTPYETYPY 0DPAZ0BATENRHOND VHPEUCIEHUA 1 €r0 K4 IPOROro COCTHRA:
L] FOC—)"RHPCTBEHIITJE CTAHIapTRL }'HHq}HIalOBHHHOﬁ CHCTEMEI OPraHn3alHOHHO-
PACIOPATHTENEHON TOKYMEHTALHH,
. rl]}i—lll]{‘llﬂ ﬁp[l}ol’"‘lﬂti}ﬂ]{ H [l}-’H R”i'}'EiJ[HH p}’CCKUI'U HALIKA:
o [IPABIIA IKCAAYATALHH OPITeXHHKH!
o [IPABHNE NOIBI0BAHHA [IPHEMHO-NEPETOBOPHLIM  YCTPOHCTEOM, (JAKCOM, MHOMHTEILHEIM
YCTPOHCTBOM, CKAHEPOM, KOMILIITEPOM;
* 1pasHna paloTel ¢ KOMMBIOTEPHEIME TTPOTPAMMAMH, & HMEHHO ¢ TEKCTOBBIMH PRIAKTOPAMH H
HIEKTPOHHBIME TabmmuaMu, 6ataMn TaHHEIN, MEKTPOHHOH MovToil, Opaysepamy;
e TeXHMKY cotanms, 0GpaloTiy, nepenaun B XpaHeHHS TOKYMEHTOR,
L] ﬂpﬁ[ilrﬂlﬁ jl[:’J]UHUI:.! IJE}'J('.‘[IHCI(HL




IpaBUJIa COCTABIICHHS JICJIOBBIX ITUCEM C UCIIOJIB30BAHUEM JICTIOBBIX 00pa3IoB;
OCHOBBI 3TUKH M ICTETHKH;
MpaBuJIa AEIIOBOTO OOIIEHUS;
IpaBWJia ¥ HOPMBI OXPaHbl TPYZa, TEXHUKH O€30MaCHOCTH, MPOU3BOJICTBEHHON CaHUTApUU H
IPOTHBONOXKAPHOU OE30MAaCHOCTH.
Cexperapp JTODKEH 3HATh CBOIO JIOJDKHOCTHYIO HWHCTPYKIIMIO CEKpeTapsi JUPEKTOpa IIKOJIBI,
TpeOOBaHUs OXpaHbI TPY/Ia U MOXKApPHOU Oe30MacHOCTH Ha pabovyeM MecTe.

2. OyHKIMHU CeKpeTaps 00pa3oBaTeJIbLHOI0 yYpesKIeHu sl

| OCHOBHBIMHU HaNpaBJIeHUSIMH PaOOTHI CEKPEeTapsi B LIKOJIE SIBJISIOTCS:

2.1. BeimosiHeHHE TeXHUYECKUX (DYHKIMI MO0 00€CTICUeHUIO M 00CTYKUBAHUIO PAOOTHI
JTUPEKTOpa 00111e00pa30BaTEILHOTO YUPEKACHHS U €T0 3aMECTUTEICH;

2.2. Benenue nenonpon3BoO/ICTBA.

3. JI0JIZKHOCTHBIE 00513AaHHOCTH CeKpeTapsi IIKOJIbI

| 3.1. Cekperapb LIIKOJIbI UMEET CIAEAYIOMINE JOIKHOCTHBIE 00SI3aHHOCTH:

3.1. TIpuem Bceii mocTynatomeil B 001eo0pa3oBaTeIbHOE YUPEKICHHE KOPPECHOHICHIIUU U
nepegaya €€ B COOTBETCTBUM C YKa3aHMSIMH JUPEKTOpa KOHKPETHBIM COTPYIHUKAM st
UCTIOJIb30BaHUS B nporecce paboThI 1100 ISt MOJITOTOBKH OTBETOB;
3.2. BeneHuwe  Jenompou3BOJICTBA, B TOM 4YHCIE€ M B DJIEKTPOHHOM  BHUJIE;
3.3. IlpenocraBieHue B yCTAaHOBJCHHbIE CPOKH B YIIpaBlieHHE OOpa30BaHMs CIIMCKOB BCEX
KJIacCOB (KOHTHHTE€HTa OOpa30BaTEIBHOTO YUPEXKACHHS) M CIHMCKa BCEX IIperojiaBarenei
KaXXJ0r0 y4eOHOTo To/a;

3.4. OmnepaTuBHOE€ BHECEHHWE TEKYIIMX H3MEHEHUHW B COCTaBE€ KOHTHUHIEHTA YyYalluXcs,
npenojaBaTeel M APYrUX ~— COTPYAHHMKOB  0O0IIe0Opa3oBaTENbHOTO  YUPEKICHHUS;
3.5. IloaroroBkKa MpOEKTOB MPUKA30B U PACTIOPSIKEHUHN MO IBUKEHUIO KOHTUHICHTa YYalluXcs;
3.6. OdopmiieHre TUUHBIX €] JETeH, IPUHATHIX HAa 00ydeHrne B 00pa30BaTEIbHOE YUPEKACHHUE;
3.7. Benenue an¢paBUTHOTO JKypHaia BCEX yJammxcs;
3.8. BrInonHeHHE pa3IMyHBIX ONEpalUil € MCIOIb30BAHUEM KOMIBIOTEPHONM TEXHUKHU I10
mporpamMmamM, TpeaHa3HauYeHHBIM g cOopa, oOpabOTKM W TpemocTaBieHUs HH(POPMAIINH;
3.9. KoHTponp HaJg CBOEBPEMEHHBIM pPACCMOTPEHMEM M IOATOTOBKOH JOKYMEHTOB U
pacnopsHKeHUH, MPUHSTHIX K UCIIOJIHEHUIO KOHKPETHBIMU COTpYJIHUKaMU
00111€00pa30BaTEIBHOTO YUPEIKICHHUS;

3.10. CocTaBiieHHE pa3IMYHBIX MUCEM, 3aMPOCOB U JAPYIMX JOKYMEHTOB, a TaKKE MOJITOTOBKA
OTBETOB aBTOPaM OOpallleHUIl MO MOPYUYCHHUIO AUPEKTOpa 00pa30BaTEIBHOTO YUPEKACHUS WIIH
€ro 3aMeCTUTEIIEH;

3.11. BeneHue KOHTpOJIS MCIOJHEHHS COTPYAHUKAaMHU OOIIe00pa30BaTEIbHOIO YUPEKACHUS
U3JIAaHHBIX TPUKA30B U PACMOPSIKEHUH, a TakKe COOMI0OJEHUSI CPOKOB MCIIOJHEHUS yKa3aHUU U
NOpYYeHUH  TUpeKTopa  00pa3oBaTENbHOTO  YUYPEXKIEHHUs, B3ATHIX Ha  KOHTPOIIb;
3.12. BbI30B COTPpYAHMKOB MU YYAIIUXCSA IO TMOPYYCHHUIO IUPEKTOpa OO0IIeo0pa3oBaTeIbHOTO
YUPEKACHUS;

3.13. BemmoaHeHnue paboThl MO MOATOTOBKE OOIMIMX COOpaHUi COTPYIHHUKOB IIKOJIBI, 3aCeIaHU
NeIarOrMYeCKOro COBETAa, a TAaK)Ke COBELIAHWN, MPOBOJUMBIX JHUPEKTOPOM 00pPa30BaTEIHLHOTO
yapexaeHuss (COop HeOOXOIUMBIX MaTepUaiOB, OMOBEIICHWE YYaCTHUKOB O BPEMEHH, MECTE,
MIOBECTKE JIHSI COBEIIAHUS M UX PETUCTPALIHS);

3.14. KonTpoas obecniedeHus: TupeKTopa 001eo0pa3oBaTeIbHOTO YUPEKIACHHUS KaHIIEIIPCKUMU
NPUHAIIEKHOCTSAMH, CPEACTBAMH OPTaHU3AIMOHHOW TEXHUKH, a TaKXKe CO3JaHHe YCIIOBHIA,
criocoOcTByromux  dpdexkTuBHOM paboTe aUPEKTOpa 00pa30BaTEIBLHOTO  YUPEKICHUS;
3.15. ®opmupoBaHue 1€ B COOTBETCTBUU C YTBEPKACHHOW HOMEHKIIATYpOH, oOecreueHue ux
COXPaHHOCTHU u ciaya B apxuB B YCTaHOBJICHHbBIE CPOKH;




3.16. IlpueM nMYHBIX 3asBICHUM COTPYIHUKOB WIKOJBI, y4JalIUXCi M WX poauTene (wim
3aKOHHBIX TpEJICTaBUTENEH) Ha MOANUCH AUPEKTOPY OOPa30BaTEILHOTO  YUPEKICHHUS;
3.17. BoinonHeHue pabOThI COTIACHO JAHHOW JOJDKHOCTHOW MHCTPYKLIHMU CEKpeTaps IIKOJIBI,
coONI0/IeHNe MHCTPYKUMI IO OXpaHe TpyJda IpHU BBINIOJHEHHH pabOT M HKCIUTyaTaluu
KOMITBIOTEPHOU TEXHUKH;

3.18. Opranuzanus nprueMa MOCETUTENICH, a TaKXKe COJCHCTBUE ONEPATHBHOMY PAaCCMOTPEHUIO
npocs0 U IPEI0KEHU I COTPYJHUKOB 00pa30BaTEeNLHOTO YUPEXKICHUS.

3.19. CekpeTapb IIKOJIbI JIOJHKEH BECTH PabOTY:

- B COOTBETCTBHM C I'pa)UKOM, YTBEPKIECHHBIM AMPEKTOPOM 00pa30BATEIbHOIO YUPEKICHUS;
- B TECHOM B3aMMOJICHCTBUHM C MEAArOTMYECKUM, aJIMUHHCTPATUBHBIM M OOCIY>KHUBAIOIIUM
IEPCOHAJIOM.

4. IIpaBa cekperaps o0pa3oBaTe/IbHOIO YYpeRIeHUs
CekpeTaphb IKOJIbI UMEET IPABO:

4.1. Tlony4yaTh CBOEBPEMEHHYIO WHAMBHUIYAIbHYIO KOHCYJIBTALHUIO 1O BONpPOCaM paboOTHl ¢
JIEKTPOHHBIM KYpHAJIOM;

4.2. 3ampammBaTth y COTPYAHHMKOB 00pa3oBAaTENbHOTO YUYPEXKIEHHS, a B COOTBETCTBYIOIIUX
cilydasix My aJMMHUCTPALMH, HEOOXOJUMYI0 HH(POPMALIMIO U MaTepHalbl, a TAKKe OObsICHEHUS

0 HNpUYUHAX 3a0EPKKHU BBIIIOJIHEHUSA KOHTPOIUPYEMBIX MIOPY4YECHUN;
4.3. IIpuBnekaTh COTPYAHUKOB K WCITOJIHCHHIO MTOPYYCHUN aIMUHUCTPAIIMU 00pa30BaTEIHHOTO
YUYpEXKICHU,

4.4. TpeboBaTb OT COTPYIHUKOB JOPAOOTKHU JOKYMEHTOB, KOTOpbIE OBLIM MOJTOTOBIIEHBI C
HapymecHueM YCTAHOBJICHHBIX mpaBuJI COCTaBJICHUA )41 O(bOpMJIeHI/IH JOKYMCHTOB,
4.5. BuzupoBarhb NPOEKTHl JTOKYMEHTOB, CBSI3aHHBIX C YIPABICHUYECKOW JESATEIbHOCTHIO
00pa30BaTENLHOTO YUPEKACHUS;

4.6. 3HaKOMHUTBCS C JIOJDKHOCTHOM MHCTPYKIMEH CEKpeTaps-aeI0NpPOU3BOIUTEISI IIKOJIbI,
JpyruMu HHCTPYKLUAMU o OoXpaHe Tpyaa 51 [IOKapHOU 0€30IacHOCTH;
4.7. BHOCHTh Ha PacCCMOTPEHHE AJIMHHHCTPAIMH OO0IICO0pa30BaTEIBLHOTO YUPESKICHHUS CBOH
IPEUIOKEHUS 10 YIYUIIEHHIO paboThl C TOKYMEHTaMH, COBEpPIIEHCTBOBAHUIO ()OPM U METOJIOB
YIPaBIECHUYECKOTO TPYy/Ia C YU€TOM MPUMEHEHHUS CPEJCTB OPraHU3allMOHHON U BBIYMCIUTEILHOM
TEXHHUKH.

5. OTBETCTBEHHOCTH CeKPeTaps LIKOJIbI

Cekperapb HECET OTBETCTBEHHOCTD:

5.1. JlucuMmuiMHapHyo, ITpeIyCMOTPEHHYIO 3a HEHAUIEKAIee UCIIOJIHEHUE WM HEUCTIOTHEHUE
CBOMX JIOJDKHOCTHBIX 00sI3aHHOCTEM, MPEICTABICHHBIX B JAHHON JOKHOCTHON MHCTPYKITUU
CeKpeTaps IIKOJIbI, B TOPSAJIKE, YCTAHOBICHHOM JIEUCTBYIOIIMM TPYAOBBIM 3aKOHOIATEIHCTBOM
Poccuiickoit denepaiyu, a Takke 3a HapylIeHHe Y cTaBa U JPyrux JOKAJIbHBIX ITPABOBBIX aKTOB
00pa30BaTEeNLHOTO YUPEKICHHUS,

5.2. AIMHUHUCTPATUBHYIO OTBETCTBEHHOCTh, MPEAYCMOTPEHHYIO 32 HAPYILIEHUE TIO €r0 BUHE
MIPABHII TPOTUBOTIOKAPHOH 0€30MaCHOCTH U CAHUTAPHO-THTUEHUYECKUX MIPABHII, B TIOPSKE,
YCTaHOBJIEHHOM JEMCTBYIOIIUM aIMUHUCTPATUBHBIM, YTOJIOBHBIM U IPAXKIAHCKUM
3akoHo1aTesbecTBOM Poccuiickoit denepanuu;

5.3. MarepualibHy10 OTBETCTBEHHOCTbD, MPEAYCMOTPEHHYIO 3a MOCIIEICTBUS PUHATOTO UM
HE0OOCHOBAHHOTO PEIICHHSI, MOBJICKIIIETO 32 COO0 HapyIlIeHnEe COXPAHHOCTH UMYIIECTBA
00pa30BaTeNbHOTO YUPEXKACHUSI, HEITPABOMEPHOE €ro MCIOIb30BaHUE UM UHOU yIIepo,
NPUYMHEHHBINH 00pa30BaTEIbHOMY YUPEKICHUIO, B TIOPSAKE, YCTAHOBICHHOM JICHCTBYIOIUM
TPYAOBBIM 3aKOHOAATEILCTBOM Poccuiickoi denepanum.

5.4. 3a Hepa3IanieHue MepcoHaIbHBIX JaHHBIX 00YUYaAIONIUXCS, POIUTENEH (3aKOHHBIX
MIpeACTaBUTENECH ), paAOOTHHUKOB IIIKOJIBI, a TAK)KE 3a HECOOII0/IEHHEe HOPM MpodheCcCHOHATBLHOM
STUKHU.

6. BzaumoorHoumenusi. CBS3M 0 JO/KHOCTH




CekpeTaphb:
6.1. PaGoraer mo rpaduKy, cocTaBIeHHOMY M3 36 YacoOBOW HEICIM W YTBEPKICHHOMY

JUPEKTOPOM IIKOJIBI.
6.2. Ioayyaer OoT AMpPEKTOpa IIKOJBI U 3aMECTHTENICH AUPEKTOpa WH(GOPMAIIMI0 HOPMATHUBHO-
MpPaBOBOTO XapakTepa, 3HAKOMUTCS TMOJ PACHUCKY C COOTBETCTBYIOUIMMHU JIOKYMEHTaMH.
6.3. Cekperapb B MpOLIECCE CBOEH MESITEIBHOCTH B3aUMOJICUCTBYET C AIMUHHUCTPATHUBHBIM,
neaarortdyeCKuMmn U OGCHy)KI/IBaIOH_II/IM INepCcoOHAJIOM IO BOIPOCaM IIPOBEPKU BbIITOJIHCHHUA
MOpy4YeHU oTnaena oOpa3oBaHMs, TMPUKA30B W YyKA3aHWM JUPEKTOpa IIKOJBI, KaJIpOBOH
ACATCIIbHOCTHU IIKOJIBI.

6.4. Cucremarnueckn oOMeHHBaETCsl MH(pOpMaIuel 1Mo BOMPOCaM, BXOSAIINM B KOMIIETCHITHIO
CEKpeTapsi CO BceMU PabOTHUKAMHU IIKOJBI.

Honocnocmuyio UHCMPYKYUIO cekpemapsi UIKOTTbL paspabomai:
« » 20 1. ( )

C  0019CHOCMHOU — UHCMPYKYUEl  O3HAKOMAEH(a), 6MOpoU  dK3eMnasap  Nnoaydyunr (a)
« » 20 r. ( )






