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1. O01ue nmos10KeHUs

1.1. Hacrosmas momKHOCTHasi MHCTPYKIUS pa3paboTaHa B COOTBETCTBUU C
[IpodeccuonanbupiM cranaaptoM: 07.002 «Cnenuanuct mo opraHu3alMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABJICHUSI OpraHu3alliei», yTBEP KICHHBIM
npukazoM MUHHUCTEPCTBA Tpyda U COUMAIBHOW 3amuThl Poccuiickor Penepaunu
Ne276n ot 6 mas 2015 roma; ¢ ydyerom DenepanbHoro 3akona Ne 273-D3 ot
29.12.2012r «O6 oOpazoBanuu B Poccuiickoit ®eneparuny»;, CII 2.4.3648-20
«CaHUTApHO-3MTUIEMHUOJIOTUYECKUE TPEeOOBaHMUSI K OpraHu3alusM BOCHUTAHUS U
0o0y4eHUs1, OTJbIXa U 03I0POBJICHUS JIETEH»; B COOTBETCTBUU C TPYAOBBIM KOJEKCOM
Poccuiickoit  ®@enepanuu, YcraBOM MW JAPYTMMU  HOPMAaTUBHBIMU  aKTaMH,
PETYIUPYIONTUMH TPYAOBBIE OTHOIIEHUS MEXIY PAOOTHUKOM U pabOTOIaTelIeM.

1.2. JlaHHass WHCTPYKIUSI ONpeAeisieT IepeyeHb TPYAOBBIX (DYHKIUNA W
00sI3aHHOCTEM  CcekpeTapsi, a TakkKe ero IpaBa, OTBETCTBEHHOCTh W
B3aMMOOTHOIIICHUS TI0 JOJIKHOCTH B KOJIJIEKTUBE 00pa30BaTEIbHONM OpraHU3aIiy.

1.3. Cekperapp Ha3Ha4aeTCs M OCBOOOXKIACTCS OT JOJDKHOCTU MPUKA30M
TupeKkTopa 001Ieo0pa3oBaTeIbHOM OpraHu3alid B TOPSAJIKE, YCTAaHOBJICHHOM
TpynoBeim koaekcoM Poccuiickoii @Penepaumi W TPYAOBBIM  JOTOBOPOM
(KOHTpPAKTOM) C paOOTHUKOM.

1.4. Ha BpeMs OTIIyCKa M BPEMEHHOW HETPYAOCIOCOOHOCTH CEKpeTapsl €ro
00sI3aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JIEJOMPOU3BOAUTENS WIH JPYTroro
COTpyJIHHKAa 0O0IIe00pa3oBaTeIbHOW OpraHu3alu. BpeMeHHOe HCIOJHEHHE
00s13aHHOCTEH B JIAHHBIX CIIy4asX OCYIIECTBISETCS COTJACHO MPHKAa3y TUPEKTOPA,
U3JIaHHOTO C coOmogaeHueM TpeOoBanmii TpynoBoro koxaekca Poccuiickoit
denepanum.

1.5. Ha 101KHOCTE CeKpeTapss IPUHUMAETCS JIMIIO:

* uMewInee Bbiciee oOpa3oBaHuMe -  0OakajmaBpuaT WM  CpeJHeEe
npodeccruonansHoe 00pa3oBaHWE MO TNPOTPaMME TOJITOTOBKH CIEIUATHCTOB
CpEIIHETO 3BEHa, JOMOJIHUTENbHOE podeccrHoHaIbHOe 00pa3oBaHuE;

* C ONBITOM  BBINOJHEHUS  pabOT MO  OpraHU3allUOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIIEYEHUIO JEeATETLHOCTH PYKOBOAMUTENS IMPU CPEIHEM
npodeccruonansHOM 00pa30BaHUU HE MEHEE JIBYX JIET;

* COOTBETCTBYIOIIEE TpeOOBaHUSIM, KacaroluMCs MPOXOXKIACHUS
MPEeIBAPUTETHLHOTO (TIPH MOCTYIICHUU HA PadO0Ty) U MEPHOTUICCKUX METUITUTHCKIX
OCMOTpPOB,  BHEOUYEPEOHBIX  MEAUIMUHCKHX  OCMOTPOB MO  HaNpaBJICHUIO
paboToaarens, 00A3aTEIbHOIO MCUXUATPUUECKOTO0 OCBUIETEILCTBOBAHUSA (HE pexe
1 paza B 5 ner), nmpodeccruOHaTbHON TUTHEHUYECKON MOJATOTOBKM M aTTECTallMU
(mpu mipueMe Ha paboTy W Aajnee He pexe 1 pasa B 2 roja), BaKIMHAIIMHU, a TaKXKe
UMeIoNee JIMYHYI0 MEIUIMHCKYIO KHIDKKY C pe3yibTaTaMd MEAUIIMHCKUX
oOcnieoBaHuii M J1aOOPATOPHBIX UCCIEAOBAHUN, CBEACHUSIMU O IPUBUBKAX,



NEePEHECEHHBIX NH(EKIIMOHHBIX 3200JIEBAHUX, O MPOXOKACHUHN NPOodhecCHOHATBHOM
TUTMEHUYECKON MOJATOTOBKHU U aTTECTALMU C IOIYCKOM K padoTe;

* HE MMEIoIlee OrPaHUYECHHUI Ha 3aHATHE TPYIOBOM JEATENBHOCTBIO B cepe
oOpa3oBaHus, U3JI0KEHHBIX B cTratbe 351.1 «OrpaHuyeHus Ha 3aHATHE TPYIAOBOM
NEATEIbHOCTHIO B ctepe oOpa3oBaHus, BOCIIUTAHUS, pa3BUTHS
HECOBEPILEHHOJIETHUX, OPraHU3allud UX OTIbIXa U O3JI0POBIEHUS, MEIUIUHCKOIO
oOecrieyeHusi, COLMAIbHONW 3allMThl W COLMAIBHOrO OOCHyXMBaHUS, B cdepe
JNETCKO-FOHOIIIECKOTO  CIOpPTa,  KYJIbTYpbl M HMCKycCTBAa C  y4YacTHEM
HECOBEpPIICHHOJIETHUX» TpynoBoro kojekca Poccuiickoin @enepauuu.

1.6. Cexkperapb MOYUHSIETCA HETOCPEICTBEHHO JTUPEKTOPY
o011eo0pazoBaTeIbHON OpraHU3aluu.

1.7. B cBoeil AesTeNbHOCTH ceKpeTapb pykoBoAcTByeTcs Konctutymueit u
3akoHamu  Poccuiickoir  ®enepauun, ykasamu IIpesunenra, pemeHus MU
[IpaBuTtenscTBa Poccuiickoit deaepanu U OPraHoB yrpaBieHUs 00pa30BaHUsl BCEX
YPOBHEN IO BOINpOCaM, KacCawIIUMCS €ro TPYAOBON IEATEIbHOCTH, TPYAOBBIM
JIOTOBOPOM MEXAYy paOOTHUKOM M pyKoBoauTeneM. Takxke, cekperapb AUPEKTopa
PYKOBOJICTBYETCS

* AJIMHUHUCTPAaTUBHBIM, TPYIOBBIM U XO3SHMCTBEHHBIM 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu;

e CIT 24.3648-20 «CanuTtapHO-3MHAEMHUOJIOTHYCCKUE TpeOoBaHUS K
OpraHu3alusM BOCIUTAaHUS U OOYYEeHHS, OTAbIXa M O3J0POBJIEHUA JETeH W
MOJIOJIEKI;

» ®enepanbHbiM  3akoHOM No273-03 «O6 oOpazoBanuu B Poccuiickoii
denepauumny;

* [OCTAHOBJICHUSIMHU, PACTIOPSIKEHUSIMU, IPUKa3aMU U UHBIMH PYKOBOISIILIIMU
Y HOPMAaTUBHBIMU IOKYMEHTAMU, OTHOCSIIIIUMUCS K BEICHUIO JI€IONPOU3BOICTBA;

* CcTaHJapTaMu YHU(PHUIMPOBAHHON CUCTEMBI OpraHu3alMOHHO-
pacnopsIuTEIbHON TOKYMEHTALUN;

* mpaBuiamu opdorpaduu u MyHKTYaIlUU;

* mpaBWJIaMU pabOThl Ha KOMIIBIOTEPE U NHOM OPITEXHUKH;

* [paBWIaMUd U HOPMaMH OXpaHbl TPyAd, IPOU3BOJCTBEHHOW CaHUTaApUH M
moXkapHOM 0€30TacHOCTH;

* KonBeHuueil o npaBax peOeHKa.

* VYcraBoM M JIOKaJbHBIMM aKTaMH, B TOM uHcie [IpaBuiiaMu BHYTPEHHErO
TPYZAOBOTO pacropsiika, IpUKa3aMH U paclopsHKEHUSIMU TUPEKTOPA IIKOJIbI.

1.8. Cekperapb 10JKEH 3HATD:

* BHUJBI JOKYMEHTOB, UX HA3HAUYECHUE;
* BHUJbl HOMEHKJIATYp, 001IMe TpeOOBaHUSI K HOMEHKIIAType JeT,;
* TpaMMAaTHYECKHE MTPaBUJIA PYCCKOTO S3bIKA;



* JIEHCTBYIOIIUE TIPABOBBIC AKThl, HOPMATHBHO-METOJMYECKHE TOKYMEHTHI,
rOCYJapCTBEHHBIC CTAaHIAPTHI, OMNPEACISIONINEe TOPSAOK JIOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBiIeHuUs;

* JI€JI0BOM IIPOTOKOJI,

* HHCTPYKIIUHU II0 JIETONMPOU3BOJACTBY U JPYTUM JIOKATHbHBIM HOPMATHBHBIM
aKTaM, YCTaHaBJIMBAIOIINM MOPSIAOK Peain3alluu yIPaBICHYECKUX MPOIEAYP;

* HCTOYHHKH yIPaBICHYECKON HH(DOpMAITUH;

* KjJaccu(UKaALUIO YIPaBICHUYECKON HHQOpMAIMU, BHUABI YNPaBICHUYECKON
uHpoOpMaIny;

* KOMIUIEKC OPTraHW3allMOHHO-TEXHUYECKUX MEPONPHUATHHA 1O IMOATOTOBKE H
MIPOBEICHUIO COBEIIAaHUMN U MTEPErOBOPOB;

* METOAMKY OTOOpa UCTOYHUKOB MH(POPMAIIHH;

e MeToAbl 00pabOTKM WHMOpPMAIMU C TPUMEHECHHUEM  COBPEMEHHBIX
TEXHHYECKUX CPEACTB KOMMYHHMKAIIUN U CBSI3U, BEIUUCTUTCIIBHON TEXHUKH;

* HOPMATHBHBIC IPABOBBIC aKThl, HOPMATHBHO-METOJIUYCCKUE JTOKYMCHTHI,
TOCYJapCTBEHHBIC CTAHJAPTHI, OMPEACISAIONINE TOPSIAOK JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBlIeHUS;

e 00mue TpeOOBaHUSA K CPOKAM HCIIOTHEHUS JTOKYMEHTOB M KOHTPOJbHBIM
(GYHKIUSAM CITY>KObI IOKYMEHTAIMOHHOTO 00eCcreYeHMs;

* OCHOBBI QJMHHHCTPATUBHOTO TIpaBa M TPYJOBOTO 3aKOHOJATEIhCTBA
Poccuiickoit @enepannu;

* OCHOBBI JJOKYMEHTHOW JTUHT BUCTHUKH;

* OCHOBBI MPABUJIBHOW OpraHU3AIMK TpyJda U METOJbl TOBBIIICHUS €Tr0
3 PEKTUBHOCTH;

* OCHOBBI YIIPABJICHUS BPEMEHEM;

* 0coOeHHOCTH O(OpPMIICHHUS TUIAHUPOBINHMKA (HA AJIEKTPOHOM M OyMa)KHOM
HOCUTENSX);

* ocobOeHHoctu  ¢dopmupoBaHus 0a3  JaHHBIX B 00pa3oBaTEILHOM
YUPEKICHNH;

* TOpsSIOK OQOpPMIICHUS OKYMEHTOB I KOMAaHAMPOBKH M OTYETHBIX
JOKYMEHTOB 110 KOMaHIUPOBKaM PaOOTHUKOB IIKOJIBI;

* MOPSAIOK pabOThI C TOKYMEHTAMU, CXEMBbI JIOKYMEHTOO0O0pOTa;

* mopsiok popmMupoBaHus U 0POPMIICHUS LT

* TMpaBWia BENICHUS, MOATOTOBKM H OQOPMIIEHUS TPOTOKOJIA M JIPYTHX
JIOKYMEHTOB, CO3/1aBa€MbIX B MIPOLIECCE MOATOTOBKU COBEILIAHUM MPHU TUPEKTOPE;

* TMpaBuWia BBIJIAYM M MCTIOJIB30BaHMS JOKYMEHTOB U3 CPOPMUPOBAHHBIX JCIT;

* TpaBuWia JEIOBOTO OOIICHUS, AEIIOBOTO ITHKETA;

* TmpaBuia JOKYMEHTAITHOHHOT O obecrieueHus JeATEeIIbHOCTU
00111e00pa30BaTebHON OpraHu3aluy;



* MpaBWiIa 3alIUTHI KOH(PUACHIIMATLHON HHOpMaIUY;

* MpaBWIa OPTraHU3alMM KOHTPOJS HCIOITHEHUS JTOKYMEHTOB U THUIIOBBIE
CPOKH UCIIOTHEHUS TOKYMEHTOB;

* MpaBWIa OPraHU3AIMU ITpUEMa MOCETUTEIICH B IIKOJIE;

* MpaBWwia TMOJATOTOBKM U Tepedadd JeJl B apxuB 00pa3oBaTeIbHOU
OpraHu3aIuy;

* MpaBWIa MOJJEPKAHUS U PA3BUTHS MEKIUYHOCTHBIX OTHOIICHUH;

* MpaBWIa MOJMUCAHUS U YTBEPKIACHUS IOKYMEHTOB;

* mpaBwia pabOThl C BXOMSIIMMH, UCXOJAINIUMH U  BHYTPCHHUMU
JIOKyMEHTaMH;

* MpaBWIa PEUEBOr0 ITHKETA,

* MpaBWIa CEPBUPOBKU YaHOrO (KOopeHHOro) cToJjia, MPUTOTOBICHUS U
MO/Ia4U TOPSIYMX HAMUTKOB;

* MpaBWIa COTJIACOBAHUS JOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIIIHETO);

* MpaBWIa COCTABJICHUS AHAJTUTUUYECKUX CIPABOK MO KOHTPOJIIO MCTIOJHECHUS
JIOKYMEHTOB;

* MpaBWwiIa COCTaBIeHUA U odopmieHus WHOOPMAIIMOHHO-CIIPABOYHBIX,
yIPaBIEHYECKUX JOKYMEHTOB U CIY>KEOHBIX IMHUCEM;

* MpaBWIa COCTABJICHUS OPraHU3aLMOHHBIX JOKYMEHTOB  (IIPUKA30B,
TOJIOYKEHHU M, MHCTPYKIIHH);

* MpaBWIa  YCTAHOBJEHUS  KOHTAKTa, TNOAAEPKAHUS U  PA3BUTHUA
MEKJINYHOCTHBIX OTHOIIEHUI;

* MpaBWwIa XpaHEHUs Jed, I[pPUKA30B, B TOM YHCIE€ JOKYMEHTOB
OTPaHUYEHHOIO JI0CTYIIA;

* IPaBOBBIE OCHOBBI YIIPaBJICHUS (OCHOBBI aJIMUHUCTPATUBHOIO, TPYIOBOTO U
rpakJaHCKOTO MpaBa);

* TPUHIUIBI U PaBUJIa TUTAHUPOBAHUS pabOUYero BpeMeHH;

* MPUHIUIBI, CHOCOOB MHPOPMUPOBAHHS PAOOTHUKOB 0OOPA30BATEIHHOTO
YUPEKICHHUS,

*  PYKOBOJSIIMK COCTAB IIKOJIBI M €€ MOAPA3ICICHHUIM;

* CHCTEMBI DJIEKTPOHHOTO JOKYMEHTO000POTa;

* COBpEeMEHHBIC HHPOPMAIMOHHBIE TEXHOJIOTUU PaOOTHI C JOKYMEHTAMH;

* COCTaB OPraHU3allMOHHOW TEXHUKH, €€ YCTPONCTBO M MOPSIAOK pabOThl C
HEH;

* crnenuuKy OCHOBHOU JESITEIBHOCTH 00111e00pa30BaTeIbHON OpraHN3allNH;

* CTaHAAPTHI U PEKOMEHJIAlIMK MO0 000PYI0OBAHUIO TOMEIEHUSI TPUEMHOM;

* CTPYKTYpPY UIKOJbI, MOPSAJOK B3aUMOJEHUCTBUS MOApa3JeICHUN U CIYKO,
pacripeneneHue GyHKIUNA MEXKy CTPYKTYPHBIMH MOJIpa3/IeICHUSIMU;



* (QyHkuuM, 3amadyd oO0IIE00pa30BaTEILHONM OpraHU3allKi, €€ CBSI3H IO
BEPTUKAIU U TOPU3OHTAIIH;

* HampaBJCHHUS JCSATCIBHOCTA IIKOJBI M KOMIICTCHIIMH CTPYKTYPHBIX
Mo/Ipa3ieNIeHUii U JOJHKHOCTHBIX JIUIL;

* 00pa3Ipl MOANMUCEH JWI, WMCIONIMX IPABO IMOANMKHCAHKUS W YTBEPKIACHUS
JOKYMEHTOB, U OTPAaHUYCHHS UX 30H OTBETCTBCHHOCTH;

* TenedOHHBIC KOHTAKTHI JUPEKTOPA IITKOJIHI,

* TpeOOBaHMS OXpaHBl TpyJda, MPOU3BOJICTBEHHOW CAaHUTAPUH, TOKAPHOM
0€301acHOCTH;

* TpcOOBaHMS, TPEIBABISAEMbIE K JIOKYMGHTaM B COOTBETCTBHH C
HOPMAaTHUBHBIMU aKTaMH M TOCYJaPCTBEHHBIMH CTaH/IapTaMU;

* TpeOOBaHMUS, IPEABIBIAEMBIC K YIIPABICHICCKON NHPOPMAIIHH;

* (opmbI IpeocTaBiIeHNs YIIPaBICHUYSCKOW HHPOPMAIINK;

* (yHKIMM CAMOMEHEIPKMEHTA;

* 3THUKY JCJIOBOTO OOIIEHUS, ITUKET.

1.9. Cekperapb J0DKEH YMETD.:

* aHaJU3UPOBATh MPHYNHBI HEBBIMOJIHCHUS 33]1a4;

* BECTH M HCIIOJIB30BaTh B paboTe 0a3zy NaHHBIX TENEPOHHBIX KOHTAKTOB
JTUPEKTOPA IIKOJIBI,

* BECTU CPOKOBYIO KapTOTEKY;

* BECTH YUYETHbIE pErucTpalluoHHbIE (OPMBI, HCMONB30BATH UX IS
UHGOPMAIIMOHHONW pPabOThl M pabOThl MO KOHTPOJIO HCIIOJHEHUS pEHIeHUN U
IPUKA30B TUPEKTOpa 00111e00pa3oBaTeIbHON OpraHu3allnu;

* BHOCHUTH M OTCJIC)KHBATh WH(OpPMAILMIO Ha 3JIEKTPOHHOM /WU OyMa)KHOM
HOCHTEIIE;

* BBIOMpATH ONTHMAJIBHBIC CIIOCOOBI MHGOPMUPOBAHHUS PAOOTHHUKOB IIKOJIBI,
oOydJarommxcs W UX pOauTeNeH (3aKOHHBIX TPECTABUTENICH), BBIIIECTOAIINE
OpraHu3alliy O TUIAHUPYEMBIX MEPOTIPUATHSIX;

* BBIOMPATH ONTUMATBHBIA PUTM PAOOTHI;

* JOKyMEHTHPOBATh Pa3HbIC 3Tallbl MPOIEAYPhl MOJTOTOBKH M TPOBEICHUS
COBCIIaHUMN;

* WCIIOJIK30BaTh COBPEMEHHBIC CpeacTBa cOopa m 0OpaOOTKHM KOHTPOIHHOM
uHbOopMaIuy;

* WCIIOJIb30BaTh COBPEMEHHBIC TEXHOJIOTUH cOOpa U nepeaadn nHpopmauu;

* WCIIOJIH30BATh CIIPABOYHEIE TIPABOBHIC CUCTEMBI;

* WCIIOJNB30BaTh CPEICTBA KOMMYHHKAIIMU IS TEpeAadd  TMOPYICHHIMA
JTUPEKTOPA TITKOJIHI,

* WCIIOJIB30BaTh CPEJICTBA KOMMYHHUKAITMOHHOW OPTTEXHUKH JJIS TIOTyUYEHUS U
nepeaayu uHdopMaluu;



* UCHOJB30BaTh YCTAHOBJCHHBIC MpaBWJIAa M MPOIEAYPHl KOMMYHHUKAIHH
BHYTpH 00111€00pa30BaTeIbHON OpraHu3alluy;

* UCHONB30BaTh OQUCHBIA MakeT (TEKCTOBBIM pPEAAKTOP, JIIEKTPOHHBIC
TaOIUIIbI, IPE3EHTAIIUN );

* o0ecreunBaTh uH(})OpPMaIIMOHHYIO 0€30MacHOCTh JEATeIbHOCTH
o0Opa3oBaTeIbHON OpraHu3aluu;

* oOecrnieunBaTh KOHPUACHIIMAIBHOCTD B IPUEMHOMN U KAOMHETE AUPEKTOPA,;

* obecrnieunBaTh pabOTy MPUEMHON TUPEKTOPA BO BPEMSI €TI0 OTCYTCTBUS;

* o0OecrieunBaTh COXPAHHOCTh JOKYMEHTOB, XPaHANIUXCS B TPHEMHOW H
KaOMHeTe TUpeKTopa 001eo0pa3oBaTebHON OpraHu3alny;

* OKa3blBaTh TMOMOINb JUPEKTOPY IIKOJBI B PACHpEelIeHUH ero padodero
BPEMCHU;

* ONpeAeNsiTh NPHOPUTETHOCTb M OYEPEAHOCTh BBIMOJHEHHUS paboOT U
3 PeKkTUBHO pacTpenenaTh pabodyee BpeMs;

* OpraHuW30BBIBaTh M  OOECICUYMBATH JIMYHBIC KOHTAaKThl  JIUPEKTOpA
o0pa3oBaTeIbHON OpraHU3AIIH;

* OpraHM30BBIBATH MPOIIECC IMOATOTOBKH K TPOBEICHUIO COBEIIAHUS TMIPH
TUPEKTOPE;

* OCYIIECTBISATHh KOHTPOJIb UCIIOIHEHUS MOPYUYCHUN TUpEKTOpa pabOTHUKAMHU
IIKOJIBI,

* OCYIIECTBISATH 00pabOTKYy U CTPYKTYypHUpOBaHUE UH(POPMAIUY;

* OCYIIECTBISITh pacnevyaTblBaHUE U KCEPOKOIUPOBAHUE,;

* OCYIIECTBISTH MPOBEPKY JTOCTOBEPHOCTH, MOJHOTHI U HEMPOTUBOPEUNBOCTH
JAHHBIX, UCKJIIOUEHUE TyOIMpOBaHUsS HHPOpMAIIHH;

*  OCYIIECTBISTh PETHUCTPALINIO, HAKOIUJICHUE u nepenauy,
CHUCTEMATH3WPOBAHHOE XpaHEHWE U BbIJauy HH(MOpMaIKu B TpeOyemoit ¢popme;

* OCYHICCTBIATH cOOp, 00paboTKy wuHOpPMANNK, HEOOXOIUMOM IS
JUPEKTOpa WIKOJIBI, €€ aHajlu3 B COOTBETCTBHUM C TPEOOBAHUSMU KpPATKOCTH,
YEeTKOCTH  (OPMYITUPOBOK, CBOEBPEMEHHOCTH IMOCTYIUICHUS, TOYHOCTH U
JIOCTOBEPHOCTH, ONTHUMAILHOCTH CHUCTEMAaTH3allli, HEMPEePhIBHOCTH cOopa U
00paboTKH;

* OCYIIECTBISTh CUCTEMATU3AIINIO TIOJYYaeMbIX U TIepe/IaBaeMbIX JTaHHBIX;

*  0hOpMIIATh KOMaHIUPOBOYHBIE TOKYMEHTHI;

* OIICHUBATH PE3YJIHTATHI B PAMKaX MOCTABJICHHBIX 337124,

* mepenaBaTh HMH(POpPMAIMIO, JOKYMEHTHl ¥ MaTepHalbl yYaCTHHKaM
COBCIIIaHMSI TIPU JTUPEKTOPE;

* TeyaTaTh M PEeaKTHPOBATH TEKCTHI CIIYKEOHBIX JOKYMEHTOB;

* [OJB30BaThCA NEpUPEPUNHBIMU YCTPOUCTBAMHU U OPITEXHUKOM;

* TOJIb30BATHCS YHUPUIIMPOBAHHBIMHU (POPMaAMH TOKYMEHTOB;



* TI0JIb30BATHCS IEKTPOHHOU NIOYTOM;

* MPEOCTaBIATH JaHHBIE B €AUHOM U yIO0OHOM JJIsl BOCTIpusATUs hopmare;

* MPUMEHSITH B COOTBETCTBMM C Ha3HAYECHUEM CPEACTBA OpraHU3allMOHHON
TEXHUKU, KaHIEJSIPCKUE MPUHAIICKHOCTH;

* MPUMEHSATHh UHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH;

* MPUMEHSTH CIIOCOOBI IEIOBOTO OOIICHUS;

* MPUHUMATH MEPHI MO pa3pEIICHUI0 KOH(MIUKTHBIX CUTYaIIUA;

* MPOU3BOJUTH NOATOTOBKY  JIel TUISt nepeaayu B apXuB
0011e00pa3oBaTeIbHON OpraHU3aluy;

* MPOU3BOJAMUTH MOUCK MH(POpMaIUU B 6a3ax JaHHBIX, BECTH HH()OPMAIIMOHHO-
CIIPaBOYHYIO pPabOTy HA OCHOBE Pa3JIMUYHBIX KOMOUHAIIMI TOMCKOBBIX TPU3HAKOB;

* paboTaTh C TNEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), Karajoramu
(mamkamu) u ¢aiiaMmu, CKaHepOM;

* paboTaTh C BXOJSIICH, UCXOAIICH, BHYyTPEHHEH TOKYMEHTAIEH;

e pabotath ¢ wuH(OpPMANMEH, aHATU3UPOBATH W TNPEJACTABIATH €€ B
CHUCTEMaTH3UPOBAHHOM BUJIE, B BUJIC CBOJIHBIX JJOKYMEHTOB;

* paboTaTh CO BCEH COBOKYMHOCTBHIO HH(GOPMAIIMOHHO-TOKYMEHTAIMOHHBIX
pecypcoB 00pa3oBaTeIbHON OpraHU3aIuy;

* paspabaTbiBaTh HOMEHKJIATYpy JEJ MIKOJBI C Y4YeTOM JCHCTBYIOIIMX
HOPMaTUBHO-METOIUYECKUX TOKYMEHTOB;

* pacCTaBIATh IPUOPUTETHI, BBIIEIATh BAKHOE U CPOUHOE;

* CIUIAKUBATh KOH(JIMKTHBIE M CIOXKHBIE CHUTyallud MEXINYHOCTHOTO
OOILIEHNS;

* CepBUPOBATH YaliHBIN (KODEHHBIN) CTOI BO BpeMs MPOBEICHHS Kode-may3;

* co0JII01aTh CIY>KEOHBIN STUKET, MPaBUiIa JACIIOBOTO ITHKETA U IPOTOKOIIA;

* CO3/1aBaTh UMHJIK CEKpPETaps, COOTBETCTBYIOIINI UMUKY IIKOJIBI;

* cO3JaBaTh W TMOJJIEPKUBATH MOJOXKUTEIBHBI HMUIX 00pa30BaTEIbHON
OpraHu3aluy;

* CO3/1aBaTh yCJIOBHsI, oOecnieunBaromue 3 HEeKTUBHYIO paboTy TUPEKTOPA;

* COCTaBIATH U OQOPMISITH HOPMATHUBHBIC AaKThl, OpPTaHU3AIMOHHBIE W
METOJUYECKHE TOKYMEHThI, CBOJHBIEC, OTYETHBIE, CTATUCTUUECKUE JOKYMEHTHI;

*  YOPAaBIATH KOHPJIUKTAMHU;

* YCTaHaBJIMBATH LIEJIU, ONIPEAEIATh UEPAPXUIO LIEIICH;

* VUYWTHIBATH TICHXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH TIPH Pa3IAYHBIX
BUJIaX MPOGECCUOHATBHOTO OOIICHMS;

* BBIOUpATH U OPOPMIISATH MJIAHUPOBIIHUK;

* (QopmupoBath U 0QOPMIISATH J€Ja B COOTBETCTBUU C YTBEPKICHHOU
HOMEHKJIATypo# Aen o01eo0pa3oBaTebHONM OpraHU3alig.

1.10. Cekperapp AOMKEH 3HATh W COOJIIOJATh YCTAaHOBJICHHBIC TPaBWIA WU



TpeOOBaHUs OXpaHbl TPyAa U MOKapHOU 0E€30MaCHOCTH, IPABUIIA TUYHOW TUTHUEHBI U
TUTUEHBI TpyAa B 00pa30BaTEIbHOM YUPEKICHUH.

1.11. Cekperapb AOIKEH NPOUTH O0OyYEHUE U UMETh HABBIKUA OKa3aHUs NEPBOM
nomoiu nocrpagasmumM, coomoaars Kousennuto OOH o npaBax peOeHka, 3HATh
IOPAJOK JEUCTBMM NpPU BO3HUKHOBECHUM IIOXKapa WM HWHOW YPE3BBIYANHOMU
CUTyallMu U SBaKyallUU.

2. TpynoBbie GyHKUMHU
OcnognbiMu Mpyo0osviMU QYHKYUAMU CEKPemapsi A6aAI0MCA:
2.1. Opranu3zanMoHHoe, TOKYMEHTAIIMOHHOE U MH()OPMAIIMOHHOE 0OecneyeHune

ACATCIBbHOCTH JUPCKTOPA MIKOJIbI.

2.1.1. Oka3aHue NOMOILU JUPEKTOPY B IJIAHUPOBAHUU pab0OYero BpeMeHH.

2.1.2. [InanupoBanue paboyero JHs ceKperaps.

2.1.3. Opranuzanus TeneOHHBIX MIepEeroBOPOB JTIUPEKTOpa
o01reo0pazoBaTeIbHON OpraHU3aIUU.

2.1.4. Opranu3anust paboThl C TOCETUTEISIMU B PUEMHOM TUPEKTOPA.

2.1.5. Opranuzanys moArOTOBKH MEPOIIPHUATHI C y9acTHEM JUPEKTOPA.

2.1.6. OpraHuzanusi HUCHOJHEHUs PEIIEHUH U OCYIIECTBICHHE KOHTPOJIS
UCIIOJIHEHHUS MOPYUYEHUN AUPEKTOpa.

2.1.7. Opranuzauudsa ©  TOOAJEpKaHHE  (PYHKIIMOHAIBHOTO  pabouero
IPOCTpPAHCTBA MPUEMHOM U KaOMHETa TUPEKTOPA.

2.1.8. CocraBnenue u opopMiIeHUE YIIPaBICHYECKOW TOKYMEHTAIUH.

2.1.9. Opranmzanus paboThl C JOKYMEHTaMHU B MPUEMHON TUPEKTOPA IIKOJIHI.

2.1.10. Opranuzamus XxpaHeHus: JOKYMEHTOB.

2.1.11. OOecneyenue aupeKTopa 0O0IIE00pa30BaTEIbHOW  OpraHU3aIuU
uHdOpMaIHeH.

2.1.12. Opranuzanus WHPOPMAIMOHHOTO B3aUMOJICUCTBUS JTUPEKTOpA C
pabOTHUKAMM.

2.1.13. Opranuzanust KOMaHIUPOBOK JUPEKTOPA U COTPYIHUKOB.

3. J10JZKHOCTHBIE 00513AHHOCTH CeKpeTapsi
3.1. B pamkax TpynoBod (DYHKIIMM OKa3aHHs ITOMOIIW JTUPEKTOPY IIKOJbI B

IJIaHWPOBAHMHN pa60qer0 BPCMCHU.

* uH(pOpMUpYET AHpPEKTOpa 00pPa30BATEIHHOW OpPTaHU3ANMHA O PErIIAMEHTE
HAMEYEHHBIX BCTpPEY, COBELIAHWM M 3aCEJaHui, MeJaroruH4eCKuX COBETOB,
OOILIEIIKOJIbHBIX U UHBIX MEPOIPUSITHIA;

* MpenynpexaacT O NPUONMKEHUHM BPEMEHM HAMEUYEHHBIX MEpOIPUSATU,
COTIJIACOBBIBAET BPEMEHHBIE ILIAHBI;



* COIJIaCOBBLIBACT TenedOoHHbIE EePEroBOPhI c peACTaBUTEIIAMU
BBIIIIECTOSIIIUX ~ OpraHu3aluil, ¢ TONEYUTEISIMU, PYKOBOAUTEISIMA  HHBIX
00pa30BaTEIbHBIX YUPEKACHU;

* COIJIaCOBBIBAE€T BCTPEUM U MEPONPUAITUS C COTPYJHUKAMU IIKOJBI H
npopCOIO3HBIM  KOMHUTETOM, C POJIUTEISIMH UM  POJUTEIBLCKHUM KOMHTETOM,
PYKOBOJUTEISIMU METOAMYECKUX OOBEAMHEHUM, C COBETOM YYalUXCS U WHBIMU
COBETaMH M KOMUTETaMH 0011e00pa3oBaTeNbHON OpraHu3aluy,;

* (QopmupyeT pe3epB BpEMEHU JIJIsl HETIPEIBUICHHBIX CUTYaIIUH;

* BHOCHT MH(OPMALIHIO B IJIAHUPOBIIKK (OpraHaisep).

3.2. B pamMKax Tpy/10BOH ()YHKIIMHU IJIAHUPOBAHUSA pab0Yero JHs CeKpeTaps:

* COIJIaCOBBIBACT IUIAHBI C IUIAaHAMH M CpPOKaMU pabOThl JTHUPEKTOpA
0011e00pa3oBaTeIbHON OpraHU3aluy;

* pacnpenenser padbodee BpeMs (Ha JICHb, HEACIIO, IEPCIIEKTUBY );

* TIEPCHOCHT HEBBINTOJTHCHHBIC 3aTUIAHMPOBAHHBIC 3a/1a4H;

* BBINOJIHSAET TUIIHYHBIE €KEIHEBHBIE J€TIA;

* BBIOMpAET U 0OPMIISCT TUTAHUPOBITUK CEKpeTaps;

* BeJIeT JHEBHUK (HA AJIEKTPOHHOM U /WM OYMa)KHOM HOCHUTEJIE).

3.3. B pamkax TtpynoBo# (hYHKIIMH OpraHH3aIlMKA TEISPOHHBIX IIEPErOBOPOB

IAPEKTOpA.
¢ BCICT 633}/ TGJ'IG(l)OHHBIX KOHTAKTOB PYKOBOAMTECIIA IIKOJIBI,

* COCAMHSCT JMPEKTOpa OO0pa30BaTCIIBHOW OpPraHM3alldd C KOHKPETHBIMH
a0OHEHTaMU,

* PETHCTPUPYET MOCTYIAOIINE B IPUEMHYIO TeJie()OHHBIC 3BOHKH;

* [IEpCHANPABISICT  OTJACIbHbIC  TEJICHOHHBIE  3BOHKH  3aMECTHTEIISIM
JTUPEKTOpa,;

* MOJIy4acT HEOOXOAMMYI0 HMH(DOPMALMIO W TEpelacT CAHKIMOHHUPOBAHHYIO
uHdopmarmio 1o tenedony;

* YCTaHAaBIMBAaeT KOHTAKT C COOCCETHUKOM, IOJJICPKUBACT W Pa3BUBACT
JIEJIOBYIO Oeceny B mporiecce TenedOHHBIX TIEPErOBOPOB.

3.4. B pamkax TpyaoBod (DYHKIHMH OpraHU3alMy Pa0OThl ¢ MOCETUTEIIMH B

OPUEMHOM JIUPEKTOPA:

* OpPraHU30BbIBACT JIMYHBINA MPUEM MOCETUTENEH JUPEKTOPOM IIKOJIBI;

* YCTaHaBJIMBAET MOPSAJOK MMPUEMA JJIs1 PA3JIMUHBIX KaTerOpHUil TOCETUTENEH;

* BEAET XypHaJl MPEIBAPUTEIIbHON 3aliCu Ha MPUEM, KYpPHAJ MOCELICHUH,
PETUCTPUPYET NOCETUTEIIEH;

* COJCWUCTBYET OMNEPAaTUBHOMY  PpPAaCCMOTPEHHUIO  3Kalob, TMpockd U
MPEVIOKEHU COTPYAHUKOB 00111€00pa30BaTeIbHOM OpraHu3aluu, poaUTEIeH
(3aKOHHBIX MPEJCTABUTENCH) 00 y4aAIOUMXCS, UHBIX TOCETUTENEH;



* OCYILIECTBISET MPUEM JUYHBIX 3aABJICHUN COTPYIHHUKOB, OOYyYAIOIIMXCS U
UX poauTesnei (3aKOHHBIX MpeCTaBUTENEH );

* OpraHM30BBIBAET MPHUEM NPEJICTABUTENEH OpraHU3alMM, SBIAIOIIMXCS
medaMy MIKOJbI, YJIEHOB IOMEYUTENIbCKOTO COBETA, MAPTHEPOB 0Opa30BaTEIbHOM
OpraHu3aluu 1 T.1.;

* cepBUpYET YailHbli (KO(eilHbIi) CTOJI B KAOMHETE TUPEKTOPA;

* MPUHUMAET MEpbl O COXPAHEHUI0 KOH(PUIEHUHMAIbHOW HHPOpMalUU B
X0/l MpUEeMa MOCETUTENIed U UX HAXOXKJEHHs B MPUEMHON M KaOMHETe AUPEKTOpa
o01reo0pazoBaTeIbHON OpraHu3aly.

3.5. B pamkax TpynoBoil ()yHKIIMK OpraHU3alldy MOATOTOBKU MEPONPUITHUNA C

VYACTUEM OUPEKTOPA.

* uH(popmMupyeT pabOTHUKOB O HAMEUAIOIIEMCS COBEIIAHUH, N1E€JICOBETE, UHOM
MEPONPHUATHH;

* TMOATOTABJIMBAET M BHIBEUIMBAET HA MH(POPMAIIMOHHBIN CTEH]| TOBECTKY JHS
MEPONPHUATHS C YUACTUEM JUPEKTOPA;

* IOMOraeT B IOATOTOBKE JOKJIaJa IUPEKTOpa IIKOJIbI, MPE3EHTAUOHHBIX
MaTepuasos,;

* paccbulaeT MpPUIJIAILIEHUS JIMIAM, T[PUTJAIIEHHBIM Ha OOIIEIIKOIbHOE
MEPOIIPUATHE.

3.6. B pamkax TpynoBoil (YHKIIMM OpraHu3allid WCHOJHEHUS PEIICHHH,

OCYIIIECTBICHUS KOHTPOJISI MCTIOJHECHUS HOPYUYCHUN JUPEKTOPA:

* JOKYMEHTAJIbHO O(DOPMIISET PEIICHHS TUPEKTOPa IKOJIbI (IIPUKa3hl);

* JIOBOJUT JI0 CBEJCHHUS PaOOTHHUKOB O0OICOOpa30BATEIBHOTO YUPECHKIACHUS
IIPUKAa3bl U PACTIOPSHKCHHS JUPEKTOPA,

*  KOOPIWHHUPYET ACATEILHOCTH 110 UCITOJTHEHUIO PEIICHUH TUPEKTOPA,;

* BEAET CPOKOBBIM TEKYIIUN U NPEAYIPEAUTEIbHBIN KOHTPOJIb;

* MPOBEPsET UCIIOJHECHUE OPYUYSHUN TUPEKTOPA B YCTAHOBIICHHBIA CPOK;

* MpeaynpekaacT COTPYAHUKOB 00 HCTCUCHUH CPOKA MCIIOTHECHHS TIOPYUCHUH
TUPEKTOPA,

* (uKCUpyeT UCIIOTHCHHUE TIOPYICHUN;

* COCTaBJISICT OTYETHl U AHATUTHYCCKHUE CITPABKU O BBIITOJTHECHUH MOPYICHUHN U
peleHui qupeKkTopa o011eo00pa3oBaTeIbHON OpraHu3aIluH.

3.7. B pamkax TpyaoBO#l (YHKIMHM _OpraHu3alydi ¥ OOAJAEp KaHHS
(O YHKIIMOHAJILHOTO pabo4yero NpoCcTpaHCTBA NPUEMHON M KaOMHETA JUPEKTOPA.

* OpPraHM30BHIBACT MPUEMHYIO JHPEKTOpPAa B COOTBETCTBUHM C TPEOOBAaHUSIMH
3PrOHOMUKH U KYJbTYpPbI TPYAA,;

* OCYIIECTBISIET KOHTPOJb OOECHedYeHUss JAUPEKTOpa  KaHUEISIPCKUMU
MPUHAICKHOCTSAMH, CPEACTBAMHU OPraHU3allMOHHON TEXHUKH;



* yXaXXuBaeT 3a KOMHATHBIMU pACTEHHSIMH B TNPUEMHONW U KaOWHETe
TUPEKTOPA.
3.8. B pamkax TpvyvaoBor GVHKIOMH COCTABJIEHUI W OMOOPMIECHUS

VIOPABICHYECKON JOKYMEHTAIIUM

* COCTaBJISIET MPOEKTHl PACHOPSAUTEIBbHBIX (MPUKA3bl, PACTIOPSDIKEHUS) U
MH()OPMAIIMOHHO-CIIPABOYHBIX  JTOKYMEHTOB  (CIy>K€OHBbIE TMHUCHbMa, CIIPaBKH,
JOKJIAJHBIE U CIIYKEOHBIC 3aMHUCKH);

* COCTaBJISIET pa3JIMYHbIE THUCHhMa, 3alpoChl, TOTOBUT OTBETHl aBTOPaM
oOpallleHHi 10 MOPYUYSHUIO JUPEKTOPA IIKOJIBL;

* [I€YaTaeT CyKeOHbIC JOKYMEHTHI U APYrUe MaTepualbl,

* Ppa3MHOXAaET CIy>KeOHbIE TOKYMEHTHI;

* KOHTPOJUPYET TMPOXOXKJICHHE JIOKYMEHTOB B  00IIeo0pa3oBaTelbHON
opraHuzaiuu (corjlacoBaHue, MOAMUCAaHUE U YTBEPKICHUE JOKYMEHTA).

3.9. B pamkax TpyaoBo# (VHKIHMHM OpraHM3allMid padOThl C JOKYMEHTAMH B

IIPUEMHOW :
* TIOJyYaeT, MPEABAPUTEIBHO pPACCMATPUBAECT U COPTUPYET JOKYMEHTHI,

MOCTYNAIOIINE B PUEMHYIO TUPEKTOpa 00pa30BaTEIIBHOTO YUPEIKIACHUS;

* IOATOTABJIMBACT JOKYMEHTHI ISl PACCMOTPEHHSI TUPEKTOPOM;

* BeJET y4eT JOKYMEHTOB, IIOCTYITAIOIINX HA UMl TUPEKTOPA IIKOJIBI;

* B COOTBETCTBHHM C YyKa3aHHSIMH JUPEKTOpa OPraHW30BBIBACT IIEpeIavy
JOKYMEHTOB HCIOJIHHUTEISAM (KOHKPETHBIM COTPYAHHMKAM) JJIS KCIIOJb30BaHUS B
nporiecce padboThI TUOO IS TIOJITOTOBKH OTBETOB;

* COCTaBJISICT W MPEIOCTABIISICT B YCTAHOBIICHHBIC CPOKU B OpPraH YIpaBJICHUS
o0pa3oBaHUs CIHCKH BCEX KJIACCOB (KOHTHMHIGHTa 00pa30BaTEIIbHON OpraHU3aIlvH)
U CIIMCOK BCEX IMperoaaBaTelield Kaxk10ro y4eOHOro roja;

* OICPATHBHO BHOCHT TCKYIIME U3MECHECHHS B COCTAB KOHTMHICHTA YJalllMXCs,
MeJIarOTHYECKUX U IPYTHX PaOOTHUKOB 00111e00pa30BaTeIbHON OpTaHU3aIINY;

e odopmIsgeT JIMYHBIC Jeia  JCTeH, MPHUHATBIX Ha  OOydYeHHE B
001e006pa3oBaTeIbHYI0 OpraHU3aInIo;

* BeJleT aj(aBUTHBIN )KypHAJ BCEX YUalUXCH;

* co3maeT W BenmeT 0a3y JMAaHHBIX JOKYMEHTOB, IMPOBOJHMT WH(OPMAIIMOHHO-
CIIPaBOYHYIO PaboTy;

* KOHTPOJUPYET HWCIOJHCHHE JIOKYMCHTOB HM IOPYYCHHH JHPEKTOpa
00pa3oBaTeILHOM OpraHU3aIHH.

3.10. B paMkax Tpy10BO# (YHKIIMK OpraHU3aMi XpPaHESHUS JOKYMEHTOB:

*  KOPPEKTUPYET HOMEHKJIATYPhI AEH CEKpPETaps U TUPEKTOPa IIKOJIbI;
* Qopmupyer u opoOpMIISIET Jeja MOCTOSHHOTO, JI0JITOBPEMEHHOTO CpPOKOB
XpaHEHUS;



* TMOJATrOTABIMBAET M TMepelaeT Jella B apXuB o00Ieo0pa3oBaTeIbHON
OpraHu3aIny.
3.11. B pamikax TpyaoBoil GVHKIIMH OOECIEUEHUsI OUPEKTOPA  IIKOJIBI

uHboOpMaUEH:

* coOupaer u nepepadbaThiBaeT WH(DOPMAILNIO, HEOOXOIUMYIO JJIsI TIPUHSTHUS
000CHOBaHHBIX YIPABICHYECKUX PEIICHUM;

* TMPOBEpPSET JTOCTOBEPHOCTh, TOJHOTY W HEMPOTHBOPEUYMBOCTH JIAHHBIX,
UCKITI0UaeT AyO0nupoBanne HH(pOpMaIuy;

* MPEAOCTaBIISACT JAaHHBIC B €IMHOM U yJIOOHOM JIJIst BOCIIPUATHS (opmare;

* BBIABIICT HaWOoJIee 3HAYMMBIC KPUTEPHHM CUCTEMATH3allMd HH(POpPMAIUH
JUTA co3MaHns 0a3 JaHHBIX

* (QopMupyeT H UCHOJAB3yEeT ©0a3y MdaHHBIX B 00IIE00pa30oBaTEIbHON
OpraHu3aIlny.

3.12. B pamkax TpynoBoii GVYHKIHHA OpraHu3aiud HMH(QOPMAIMOHHOIO

B3aUMOJICUCTBUS JIMPEKTOpaA C Da6OTHI/IKaMI/I:

* uHpOpMUpyeT PaOOTHUKOB OOpPAa30BATEIbHON OpraHU3allUd O PEHICHUSIX
JUPEKTOpa, COBCIIAHMAX M 3aceJaHUAX, IIeJarOTMYECKUX COBETaX M HMHBIX
MEPOTIPUSATHUSX;

* 3HAKOMUT paOOTHUKOB MO/ MOIIUCH C COOTBETCTBYIOIUMHU JTOKYMEHTaAMU;

* OpraHM30BBIBAET OOMEH MH(}OpMaIUel MKy 3aMECTUTEIISIMU TUPEKTOPA
MHBIMH JIOJDKHOCTHBIMHU JIMIIAMU 00111€00pa30BaTeIbHON OpraHu3alliiy,

* ONOBEIMIAeT PAOOTHUKOB O MPEACTOSAIUX MEPOIPUITHIX;

* BBI3BIBAET COTPYAHUKOB U 00YJAIOITUXCS TI0 MMOPYUEHUIO TUPEKTOPA;

* uHPOPMHUPYET AUPEKTOpa 00 OOpaIIeHUSAX COTPYAHHUKOB IO pabodnM H
JUYHBIM BOIIPOCAM;

* uHbOPMHUPYET AUPEKTOpa 00 oOpaleHUsX 0O0yJaromMXcs, UX POIUTEICH
(3aKOHHBIX MIPEJCTABUTEIIEH ).

3.13. B paMkax Tpya0BO# QYHKIIMK OpraHU3AIMN KOMaHJAHNPOBOK:

* [OJrOTABJIMBAET MPOEKT MPHUKa3a O CIYKEOHON KOMAHIUPOBKE;

* BBINKCHIBAET KOMAHIUPOBOYHOE YJIOCTOBEPEHHE U PETUCTPUPYET €ro Ipu
HEOOXOIMMOCTH;

* MOJrOTaBJIMBAET JOKYMEHTBI K MOE3/KE;

* YTOYHSET JaTy, JOJHKHOCTH, (DaMUIINK B MPOTpaMMe KOMaHIUPOBKH.

3.14. BrimonHSIET paznWYHBIC ONEPAIMH C HMCTOJIb30BAHHEM KOMITBIOTEPHOM
TEXHUKM TI0 TporpaMmamM, NpeJHa3HauYeHHbIM sl cOopa, o00pabOTKM U
MpeoCTaBICHUs UHPOPMAIUH.

3.15. Ilpu wucnonb30BaHUU BIECKTPOHHOrO OOOpPYJOBaHUS, B TOM YHCIE
KJIIABUATYpPbl M MBIIIU, €XEIHEBHO [E3MHPUUUPYET HUX B COOTBETCTBUU C



PEKOMEHIAMSIMH TIPOU3BOAUTENS JUOO C WCIOIB30BAaHUEM pPACTBOPOB WU
candeToK Ha CHUPTOBOM OCHOBE, cojiepxaiux He MmeHee 70% crnupra.

3.16. CobntogaeT npaBuiia UCIOJIb30BaHUs ceTu MHTepHerT.

3.17. ObecnieunBaeT 3alUTy MPaB U CBOOO yHAIIUXCS, POAUTENICH (3aKOHHBIX
NpeacTaBUTeNe), pAOOTHUKOB HIKOJIBI IPU 00pabOTKE MEPCOHATBHBIX JAHHBIX.

3.18. Crtporo coOmronaer KOH(GUICHIIMAILHOCTh IMEPCOHATBHBIX JaHHBIX H
TpeOOBaHUs MO 3aIIUTE U 0€30MACHOCTH MEPCOHANIBHBIX JAHHBIX MPHU UX 00paboTKe,
HEJIOMYIICHUE UX PAaCIPOCTpaHeHUs 0e3 corjiacus CyObeKTa IEPCOHATBHBIX TAHHBIX
WJIH HAJTWYIHS JIPYTrOro 3aKOHHOTO OCHOBaHHMSI.

3.19. Cobmromaer KyJabTypy H  JTHUKY OOIIEHHUS C  TEPCOHAJIOM
00pa30BaTEIBLHOTO YUYPEIKJICHUS, OOYYAIOMUMUCS € POJUTCISAMU (3aKOHHBIMU
NIPEICTABUTEIISIMHU ), TTIOCCTHTEIISIMH.

3.20. Crporo coOmromaer mpaBa U CBOOOABI JAETEH, cojeprKamecs B
denepanbHOM 3akoHe «O0 oOpazoBanuu B Poccuiickoit deneparun» u KonBeHmu
OOH o npaBax peOeHKa, SBISETCS TPUMEPOM JUTSI IIKOJILHUKOB.

3.21. Uudopmupyer aupekTopa, a IMpU €ro OTCYTCTBUU — JIEKYPHOIO
aJMUHUCTPATOpPa O HECYACTHOM Cllydae, NPHUHHMACT MEPhl MO OKA3aHHIO IMEPBOM
MOMOIIY TTOCTPAAABIINM, BEI30BE CKOPOU MEIUIIMHCKON MTOMOIIIH.

3.22. OcyuiecTBIsieT CBOIO JEATEIbHOCTh Ha BBICOKOM MpOodhecCHOHATHHOM
YpOBHE.

3.23. ObecneunBaeT COOJIOICHUE YUCTOTHI W TOpPSAIKAa Ha CBOEM pabouem
MecTe.

3.24. IIpoxomuT B YCTAHOBJIEHHOM 3aKOHOJATEILCTBOM  Poccuiickoii
®denepanuu nopske oOydeHHEe W MPOBEPKY 3HAHUIN M HABBIKOB B 00JIACTU OXPaHBI
TpyZJa, MHCTPYKTAXKU MO0 OXpaHe TPY/a U MOKapHOU 0€30MacHOCTH.

3.25. Cexpetapp cobOmonaer YcraB u I[lpaBuina BHYTpEHHETO TPYIOBOTO
pacrnopsiika 00pa30BaTEIBHOTO YUPEKICHUS, KOJJIEKTUBHBIA U TPYIOBOM JOTOBOP,
a TaKXKe JIOKAJbHBIE aKThl U MPUKA3bl PYKOBOIUTEIIS.

3.26. Cobumromaet mpaBuiia OXpaHbl TPY/la, MOKAPHON U 3IEKTPOOE30MacHOCTH,
CaHUTAPHO-TUTMEHWYECKHE HOPMBI W TpeOOBaHMS, TPYAOBYIO MAUCIUIUIMHY Ha
paboueM MecTe M pEeXKHM pPaOOTHl, YCTAaHOBICHHBIH B 00I1€00pa3oBaTeIbLHOMN
OpraHu3allvu.

3.27. Ileppouueck MPOXOJHWT OCCIUIaTHBIE MEIUIIMHCKHE OO0CIIeI0BaHusl,
MOBBIMIAET CBOIO MPO(PECCHOHATBHYIO KOMIIETCHITHIO.

3.28. Cekperapro 3ampemiaercs HCIOJb30BaTh HEUCIPABHYI MeOeb,
ANEKTPOOOOPYIOBAHUE, DIICKTPONPUOOPHI, KOMIBIOTEPHYI0 M HHYI OPTTEXHHUKY
ui obopynoBaHUE W MeOelb C SBHBIMU TMPU3HAKAMHU TOBPEKIACHUS, KYpUTH B
MOMENICHUSIX U Ha TEPPUTOPUH 00IICO0Pa30BATEIIHHON OpTaHU3AIIIH.



4. IIpaBa
Cekperapp AMPEKTOpa UMEET IPABO:

4.1. llony4yats MH(POPMALIMIO, B TOM YHCIE U KOHPUACHIMAIbHYIO, B 00BEME,
HEOOXOMMOM JIJIsl pEIICHUS MMOCTABICHHBIX 3a/1a4.

4.2. 3amnpamuBarth JIMYHO WU [0 TOPYYEHUIO AUPEKTOpa OT PaOOTHUKOB
o01reo0pazoBaTeabHON OpraHu3aly MUHMOPMALUIO U JOKYMEHTBI, HEOOXOAHMbIE
JUTSL BBITIOJTHEHUS €T0 TIOJIKHOCTHBIX 00513aHHOCTEH.

4.3. TpeboBath OT aAMUHHUCTPAIIUU IIKOJIBI CO3JaHUS ONTHUMAILHBIX YCJIOBHUH
JUISL BBITIOJTHEHUSI CIY>KEOHBIX OO0S3aHHOCTEH M COXPAHHOCTH BCEX JIOKYMEHTOB,
00pa3yromIuxcs B pe3yabTare JeaTeIbHOCTH CEKpeTapsl.

4.4, IlpyuHUMaTh pelIeHUs B Mpe/eax CBOeH KOMIETEHIIUH.

4.5. Ha marepuanbHO-TEXHUYECKUE YCJIOBUS, TpeOyemble ISl BBITIOJHECHUS
JIOJDKHOCTHBIX  OOSI3aHHOCTEM cekperapsi, Ha oOecrieueHue pabouero mecra,
COOTBETCTBYIOIIETO TOCYJAPCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSIM OXpaHBbI TPyJa
U TIOKapHOM 0€30MaCHOCTH, a TAKXKE YCIOBUSIM, TPEAyCMOTPEeHHBIM KoJIIeKTHBHBIM
JIOTOBOPOM.

4.6. 3HaKOMUTBHCS C TMPOEKTAaMU PEIICHUN TUPEKTOpa, OTHOCIIIUXCS K €ro
npodeccuoHaIbHOM NIEATENbHOCTH, C JKalobaMu W APYTMMH JIOKYMEHTaMHU,
coJiep KallluMH OLEHKY ero paboThl, 1aBaTh 10 HUM OOBSICHEHHUS.

4.7. llpenoctaBiATb AUPEKTOPY HA PACCMOTPEHHE MPEMJIOKEHUS IO
YIIYUYIIEHU IO NEeATENbHOCTH o0OpazoBaTeabHOM OpraHu3aluu U
YCOBEpIICHCTBOBAHUIO CMOCOOOB pabOThl 1O BOMPOCAM, OTHOCSIIMMCS K
KOMIIETEHI[UU CEKpeTaps.

4.8. VYuacTtBoBaTh B paboOTe€ OPraHOB CaMOYIMpPABIEHUS JIOUIKOJIHHBIM
o0pa3oBaTeIbHBIM yUpeKJAeHHEM, B pabore o0mero cobpaHuss paOOTHUKOB, B
O0OCYXXJIGHUH BOIIPOCOB, KACAIOIIUXCS HCIOJIHAEMBIX CEKPETapeM IOKHOCTHBIX
00513aHHOCTEH.

49. Ha wopanpbHOE © MaTepHalbHOE TMOOIIPEHUE, HATPAXKACHUS IO
pesynbrataMm MpoPECCHOHAIBHON JCSTENBHOCTH, Ha COLMAIbHBIE TapaHTHH,
MPEyCMOTPEHHBIE 3aKOHOAATEIBCTBOM Poccuiickoit denepannu.

4.10. Ha 3ammry cBoed mNpoQecCHOHANbHON dYecTH W JOCTOMHCTBAa. Ha
KOH(HICHIINATEHOCTh CITyeOHOTO paccneoBaHusl, Kpome ClIy4aes,
MpEeTyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccutickon deaepanuu.

4.11. 3amumiaTh CBOM MHTEPECHI CAMOCTOSTSILHO W/HIIA Yepe3 MPEeACTaBUTEIS,
B TOM 4YHCJIE€ aJBOKaTa, B Cjly4yae JUCHMUIUIMHAPHOTO WU CIY>KEOHOro
pacciejoBaHUs, KOTOPOE CBSI3aHO C  HApYyIIEHHMEM  CEKpeTapeM  HOpM
npodheCcCHOHAIbHOM ITHUKH.

4.12. CexpeTtapb JUPEKTOpa IIKOJbI MUMEET WHBIC IMpaBa, MPETyCMOTPEHHBIE
TpynoBeim Konexkcom Poccuiickori @enepanuu, YcrtaBoMm, KoOJIEKTUBHBIM



JIOTOBOPOM, [IpaBunamu BHYTPEHHETO TPYAOBOTO pacrmopsiika
o011eo0pazoBaTeabHON OpraHU3aluu.

5. OTBeTCTBEHHOCTH
5.1. B nopeaycMOTpEHHOM 3aKOHOJIATEILCTBOM Poccuiickoit  Denepanmu

OOpAAKE CCKPETAPh HECCT OTBECTCTBCHHOCTD.

* 33 HENPaBOMEPHOE UCIOJb30BAHUE TMPEIOCTABICHHBIX JOIKHOCTHOU
MHCTPYKIHEHN TPaB U MOJHOMOYMH, & TAKXKE HUCIOJIb30BAHUE UX B JTUYHBIX LETAX;

* 3a pasrjamnieHue KOH(PUAEHIMaTbHOW WH(pOpMAIUU, TOJYYECHHOU B
pe3yabTaTe BBITIOJHEHUS JIOJKHOCTHBIX O0O0S3aHHOCTEH, MEPCOHAIBHBIX JaHHBIX
COTPYJHUKOB, OOYYAIOIIUXCSA U UX POJAUTENCH (3aKOHHBIX MIPEACTABUTEIICH );

* 3a JIOCTOBEPHOCTH TMpEAOCTaBiIsieMOd HHPOpMAIIUU  JTUPEKTOPY, e€e
CBOEBPEMEHHYIO MOJITOTOBKY;

* 32 HEOKa3aHME WJIM HECBOEBPEMEHHOE OKa3aHWE TMEpBOM MOMOIIU
MOCTPaJaBIIeMy, HE CBOCBPEMEHHOE W3BEIIECHWE WJIM CKPBITUE OT JIUPEKTOpa
IIKOJIbI HECUACTHOTO Cllyyvas;

* 3a HECOONIOZIeHWe WHCTPYKIIMA 10 OXpaHe Tpyda U MOXKaAPHOU
0€e30MacHOCTH;

* 3a HapyLICHHE MOPSJKA ICHCTBUIN B CIIy4ya€ BOSHUKHOBEHUS UPE3BbIYANHON
CUTYallUU U BaKyalluy B 0011e00pa30BaTEILHOM YUPEKICHUU.

5.2. 3a HEWCNOJHEHWE WIM HapyllieHHe 0e3 YBAKUTEIbHBIX MPUYUH CBOUX
00s13aHHOCTEM, YCTAaHOBJICHHBIX JODKHOCTHOM HWHCTPYKIIMEH CeKpeTaps IIKOJIBI,
VYcrasa u IIpaBui BHYTpEHHEr0 TPYAOBOI'O PAaCIOpPsIKa, 3aKOHHBIX PACIOPSIKEHUN
PYKOBOJIUTENSI U MHBIX JIOKAJIbHBIX HOPMATUBHBIX aKTOB, PAOOTHUK MOJBEpPracTcs
JUCIMIUIMHAPDHOMY B3BICKaHUIO corjiacHo crtatbe 192 TpynoBoro Koaekca
Poccuiickoit ®enepanuu. 3a rpyboe HapylIeHHE TPYIOBBIX OOS3aHHOCTEH B
KauecTBE JUCIUIUTMHAPHOTO HAKa3aHUS MOXET ObITh MPUMEHEHO YBOJIbHEHUE.

5.3. 3a wucmonb3oBaHWE, B TOM YHCIE OJHOKPATHO, METOJOB BOCIHTAHWS,
BKIIFOYAIOIMNX (pr3nyeckoe W (MiIM) TICUXOJOTHYECKOE HACWIME HAJ JTUYHOCTHIO
00y4Jaromierocsi, a TakKe 3a COBEPIICHUE NHOTO aMOPAIBHOTO MPOCTYIKA CEKPETaph
MOXXET OBITh OCBOOOXKIECH OT 3aHMMAeMON JOJDKHOCTH COIJIACHO TpynoBOMY
Konekcy Poccuiickoit @enepanuu. YBOJbHEHNE 32 JaHHBIN POCTYNIOK HE SIBIISIETCA
MEpPOU TUCUUILUIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmoneHWEe MpaBWiI W TPeOOBaHWN OXpaHbl TpyAa M TOXKAPHOU
0e30MacHOCTH, CAHUTAPHO-TUTHCHHYECKUX MPABUI M HOPM CEKpeTaph MPHUBICKACTCS
K aJJMUHHUCTPATUBHON OTBETCTBEHHOCTHU B MOPSJIKE U B CIydasX, MIPEeIyCMOTPEHHBIX
aIMUHHCTPATUBHBIM 3aKOHOAATEILCTBOM Poccuiickoit Denepanum.

5.5. 3a mnpaBoHapyIICHHS, COBEPIIEHHBIE B IIPOIECCE OCYIIECCTBICHUS
TPyIOBbIX (YHKIIMH HECEeT OTBETCTBEHHOCTb B TMpejAesiaX, OMNpeaesICHHbIX
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aIMUHUCTPATUBHBIM, YTOJIOBHBIM U TPaXTAaHCKUM 3aKOHOJATEIbLCTBOM
Poccuiickoit @enepaunm.

6. BzaumooTrHoumeHus. CBSI3U 0 J0JIKHOCTH

6.1. Cekperapp BBINOJHAET pabOTy COrjJacHo rpaduKy, COCTaBICHHOMY C
yuetoM 40-yacoBoil paboueld HeAeNW, U  YTBEPKIACHHOMY JTUPEKTOPOM
o01reo0pazoBaTeIbHON OpraHU3auu.

6.2. Cekperapb CaMOCTOSITEJIBHO IUIAHUPYET CBOIO JIESITENbHOCTh. [lnaH
PaboTHI CeKpeTapsi COTIIACOBLIBACTCS HEMOCPEACTBEHHO C TUPEKTOPOM.

6.3. Tlomy4yaeT OoT AMpEKTOpa MIKOJIBI MHGOPMAIIMIO HOPMATHBHO-TIPABOBOTO
XapaxkTepa.

6.4. OOmenuBaetrcs wuH(poOpMalmeid MO BOMPOCaM, OTHOCAIIUMCS K €To
NEeSATeNIbHOCTH, C aJIMUHUCTpAIlMed M COTPYJHUKAMHU IIKOJbI, HHOOPMUPYET UX O
pelIeHUsIX IUPEKTOpa, COBEHIAHUSIX U 3acelaHMsIX, IMeJarormuecKux COBETaxX U
WHBIX MEPOIIPHUATHUSIX.

6.5. Bopems coobmiaer gupektopy 00 uHOpmanuu, TpUKazax,
pPACIIOPSIKEHUAX U WHOM JOKYMEHTAIMM, MOCTYMHUBIIEH IO 3JICKTPOHHOW TOYTe,
UHPOPMHUPYET O HAMEUYEHHBIX BCTpEYaX, COBEIIAHMSIX M 3aCENaHMsIX, HHBIX
MEPOIPUSITUSX.

6.6. CooOmraeT AMPEKTOPY U €ro 3aMECTUTENIIM UH(POPMAIIHIO, TTOTYYEHHYIO Ha
COBEIIIAHMSIX, CEMUHAPaX, HETIOCPEACTBEHHO MOCJE €€ MOTyYCHUSI.

6.7. Undopmupyer aupekTopa O BO3HUKIIMX TPYAHOCTAX U TpobiemMax B
paboTe, 0 HeIOCTaTKaxX B OOECIEYCHHH TPEOOBAaHWM OXpaHbI TpyAa U IOKApHOU
O6e3omacHOCTA. BHOCHUT TmpeIoxkeHuss 1O YCTPAHEHUIO HEJOCTATKOB, IO
ONTUMM3AIUU CBOCH JCSATEIBHOCTH.

6.8. Hudopmupyer 3aMecTUTEeNsI JIUPEKTOpa IO  aJMUHHUCTPATHBHO-
XO3SIICTBEHHOM YacTH O HEJIOCTATKaX B KAHIIEMAPCKUX MPUHAMICKHOCTIX, Oymare u
WHBIX PAcCXOAHBIX MaTepuasax, O TOJOMKax MeOenmn W OpPITeXHUKH, B
AIEKTPOOOOPYI0BAHKH, BOJIOIIPOBOIHOMN U OTOIUTEIIBHON CUCTEMAX.

6.9. Bo Bpemsi OTCYTCTBHUSA CEKpeTapsi €ro 00s3aHHOCTHU BBITIOIHSAET COTPYAHUK,
UMEIOIUNA Bce Tpelyromuecs npodecCHOHANBHBIE 3HAHWS, YMEHUS W HaBBIKH,
Ha3HAUYCHHBIM  MOpUKa3oM  JupekTopa. JIaHHBIM  COTPpYAHHUK  TIpHOOpETaeT
COOTBETCTBYIOIIME TpaBa M HECET MOJHYI OTBETCTBEHHOCTh 3a KAaYECTBEHHOE
BBITIOJIHEHUE BO3JIO’KEHHBIX HA HEr0 00A3aHHOCTEH.

7. 3akI0YMTeIbHbIE MOJI0KEHUS
7.1. O3HakomiieHME pPaOOTHHKA C HACTOSIIECH JOJKHOCTHOM MHCTPYKIUEH
OCYLIECTBIISIETCS TIPU ITpUEME Ha paboTy (10 NOJANKUCAHUS TPYIOBOTO JIOTOBOPA).



7.2. OnuH S3K3eMIUBIp AOJDKHOCTHOM HMHCTPYKLMU HAXOIWUTCA Y IHPEKTOpa
LIKOJIbI, BTOPOM — Y COTPYJHHUKA.

7.3. @akT O3HAKOMJICHHMs paOOTHMKA C  HACTOSIIEH  HMHCTPYKLHEH
MTOATBEPKAACTCS MOANUCHIO B AK3EMIUIAPE MHCTPYKIUU, XPAHSIIEMCS Y JUPEKTOPA
0o0pa3oBaTeNpbHOM OpraHM3allMM, a Takke B IKypHaJEe O3HAKOMIIEHUS C
JNOJKHOCTHBIMHA UHCTPYKIUSIMH.

Hondcnocmuyro uncmpykyuio pazpaboman: / /

C 0o191cHOCMHOU UHCMPYKYUEl 03HAKOMIEH (@), 00UH IK3EMNIAP NOJLYUUL (@) HA PYKU
<« » 202 . / /
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