FOCYJAPCTBEHHOE BIOJDKETHOE OBILEOBPA30BATEJIbHOE YYPEXJIEHUE
«LIEHTP OBPA30OBAHWS «PYIUT»
(I'bOY 110 2pyaut)

Cornacosano

e AomKHOCTHAsS MHCTPYKLHUA
S e CexpeTtaps o yue6roi yacry

1. O6mue nosoxkenus
.1, Hactosmas po.knocTHas MHCTPYKUKMS CeKpeTaps 10 yueOGHOH uacTu
pa3paboraHa B COOTBeTCTBHY ¢ [podeccuonanbhniv crangaprom: 07.002 «Cneunanucr
10 OpraHM3alMOHHOMY M AOKYMCHTAalIMOHHOMY  ofecnevyeHuio YIpaBieHus
OpraHM3allien», YTBEPKICHHBIM MpHka3oM MuHHCTEpCTBA Tpyma M colmanbHOM

pellakuuu ot 1 cenrabps 2020 roma: Yerasom 'BOY IO Dpyaur (ganee OY) u
APYTHMH HOPMATUBHBIMM aKTaMH.

1.2, Jlawnas nomkHocTHas MHCTpYKIMS 110 npoderaniapty onpenenser
NCpEYCHL TPYNOBBIX GYHKUMH ¥ 06sS3aHHOCTEH CCKpETaps JAMPEKTOpa IIKO/ILL, a TaKKe
IO [IpaBa, OTBETCTBEHHOCTh W B3AMMOOTHOLICHHS MO JOJKHOCTH B KOJLIEKTHBE
o0pasoBaTe/bHOM opranusammy.

1.3, Cexperaps wasmavaercs u 0CBOGOKIAETCA OT HOMKHOCTH MPHKA30M
AMpeKTOpa 06meobpasorarenbHOI OpraHH3alMu B LIOPAIKE, YCTaHOBICHHOM T PYAOBBIM
Kkoaexcom Poccwuiickol Deaepanun u TPYZAOBBIM 10TOBOPOM € pabOTHHUKOM.

1.4. Ha mpems OTIyCKa ¥ BPEMEHHOH HETPYA0CHOCOBHOCTH CeKpeTaps ero
00S3aHHOCTH MOTYT GEITh BONIOKEHET Ha JICIONpOU3BOAHMTENIS HITH APYIOro COTPYAHHKA
obeobpazosarensHolt OpraHH3aiuu. BpemeHHoe ucnonnenue 0613aHHOCTEH B JITaHHBIX
CIy4dasX OCYUIECTBAAECTCS COrJIacHO IpHKa3y AMpEKTOpa, M3JAHHOIO ¢ COBII0ACHHEM
TpeboBanuii TpyaoBoro koaekca Poccuiickoii ®enepaummu.

1.5.  Ha pomksocTs CCKpETaps MPUHUMAETCA THIIO:

* HMMeollee Beicuiee obpazoBanue - Gakanaspuar uim cpennee npogeccHoHanbHoe
obpazoBanme 110 [IpPOrpaMM€  NOJArOTOBKH  CHEIMATHCTOR CpPEIIHETO0  3BeHa,
AOMOJIHMTENBHOE [IPOdeccHOoHaTBHOE obpasoBanue:

* C ONBITOM BBHIONHEHUs paloT 1o OPTaHU3ALHOHHOMY M JOKYMEHTALHOHHOMY
obecneyenno  mesTenLHOCTH PYKOBOAMTEN  Npu  cpeliHeM  npodeccHOHATBHOM
obpa3oBaHuM He Menee ABYX JI€T:

" fpoureiuiee obA3aTeNbHbIH NpeIBapUTeN LB (mpH mocrynieHuu Ha paboty) u
[ICPHOTUYECKUE MEIHLIMHCKHE OCMOTpB! (ofcnenoBanus), a Takke BHEOYEpE/IHbIE
METMLMHCKHE OCMOTPBI (obcnemoanus) B HOpAJIKE, YCTaHOBIIEHHOM
JakonoaarenncTeoM Poccuiickoit ®eneparmu:

* K pabote B o6weobpasosarensroi OpraHM3aliii  HE JOMYCKAlOTCA JIMLA:
MMCIOUINE MITH UMEBIIHE CYAUMOCTS 3a MPECTYILIEHUS, COCTAB H BUJIbI KOTOPBIX



YCTaHOBJIEHbI 38KOHOATEIbCTBOM Poccuiickoi Deaepauuu: [pU3HAHHbIE
HE/ICECNOCOOHBIMH B yCTaHOBJIEHHOM ®DejepaibHbIM 38KOHOM MOPAAKE: HMEIOIIHE
3a00.1€BaHMA, TIPElyCMOTPEHHBIE YCTAHOBIEHHBIM NEPEUHEM.

1.6. Cekperapb NOJYMHAETCA HETOCPEICTBEHHO JHUPEKTOPY
obuieobpa3oBaTenbHON OpraHU3allkuM.

1.7. B cBOEH NeATENBHOCTH CeKperaph LIKOJIbI PYKOBOJACTBYETCS JOJKHOCTHOH
MHCTPYKLIHEH, COCTaBIEHHOH B COOTBETCTBUM ¢ rnpodcerangaprom. KoHcTuTyimen u
3akoHaMHu Poccuiickoit ®eaepanmy, ykasamu [Ipesunenta, pemenusmu IIpaputensctra
Poccuiickori ®enepauuu M OpraHoB ympapieHHs 00pa3oBaHMsi BCEX YPOBHEH I10
BOIIPOCAM, KacalOIMMCA €ro TPYIOBOH AEATEIBHOCTH, TPYAOBBIM JIOTOBOPOM MEXKIY
paboTHHKOM M pykoBoauTeneM. Takke, CeKpeTapb IUPEKTOpa PYKOBOACTBYETCA:

® aAMMHHUCTPATUBHLIM, TPYAOBEIM MW  XO34HCTBEHHHIM  3aKOHOJATEIbCTBOM
Poccuiickon ®eaepanmu:

e Ocaepanbhbim 3akonoM Ne273 «0O6 obpazoanuu B Poccuiickoii Oegepaiuny.

e VYcraBoM M JOKaTbHBEIMH aKTaMd, B TOM uucie [lpaBunamu BHYTpPEHHETO
TPYAOBOTO pacnopsjika, NPUKa3aMi ¥ pacTiopAKEHUAMH AUPEKTOPA IIKOJIBI:

e CanlluH 2.4.1.3049-13 «CaHuTapHO - SNHUAEMHOJOTHYECKHe TpeGOBaHHA K
YCTPOHCTBY, CONEPKAHMIO M OpraHM3alMd pexuMa pabGoTel obmeobpazoBaTeNbHBIX
OpraHu3aim|n»:

® [TOCTAHOBJICHUAMH, PACMOPAKECHHUAMHU. TPHKa3aMH M MHBIMH PYKOBOAIIMMH H
HOPMATHBHBIMH JOKYMEHTAMH, OTHOCSIIMMUCS K BEICHHIO JIETOMPOU3BOJICTRA:

® CTaHjapTaMd YHUQHUUMPOBAHHON CHCTEMBI OPraHM3alMOHHO-PACHIOPSAMTEILHOH
JOKYMEHTALIMHU:

* [paBuiamu oporpaduu ¥ MyHKTYaLHu:

® [paBHIaMH paboThl Ha KOMIIBIOTEPE H HHON OPITEXHUKH!

® [paBWIaMH M HOPMAaMH OXpaHbl TPyAa, MPOW3BOJACTBEHHOW CAHMTAapUU H
noxapHow 6€30MacHOCTH:

o KonpeHuuei o npapax pebeHka.

1.8. Cekperaphb 10KEH 3HATh:

® BM/IBI JIOKYMEHTOB, HX Ha3HAUYEHHE:

* BB HOMEHKJIATYp, o01IMe TpeboBaHus K HOMEHKIIATYpe Jell:

® paMMaTHYECKHE MPaBUila PYyCCKOIo si3blKa:

® JICACTBYIOIIME T1IPaBOBBIE AaKThl, HOPMAaTUBHO-METOJMYECKHE OKYMEHTEI,
rocylapCTBEHHbIE  CTAHJAPThl,  OMPEACNAIOMME  MOPAJOK  JOKYMEHTALIMOHHOIO
ofecrevyeHus ynpasieHus:

® [IE/IOBOMH MPOTOKOI:

® MHCTPYKLMH MO JENONPOU3BOJCTBY H APYTHM JIOKTbHBIM HOPMATHBHBIM aKTaM.
YCTaHaBJIMBAIOIIMM 1OPSIOK pEATH3alMH YIIPABICHYECKHX MPOLELYP:

® HCTOYHHUKH YIpaBleHYECKOH HHPOpMALIUK:

¢ [IPUBHUIIa COCTABJIEHMA JOKYMEHTOB LIKO/bl BHYTPEHHHUX M BHEIIHHX,

® [IpaBWa COCTABJIEHMS AHAIWTHYECKHMX CIIPABOK I10 KOHTPOIK HCIONHEHHS
AOKYMEHTOB:

® [IpaBWa  COCTABJICHHS W OopopmiaeHHss  UHPOPMALHOHHO-CTIPABOYHBIX,
YIIpaBJIEHYECKUX JOKYMEHTOB M CITY/KEOHBIX MUCEM:

¢ [paBWjla COCTABJIECHHMS OPraHM3allMOHHBIX JOKYMEHTOB (IIPHKa30B, MOJIOKEHUH,
HHCTPYKLMH);

¢ [IpaBHla YCTaHOB/IEHHA KOHTaKTa, MOJJCPKAaHHA W PasBUTUS MEKIHYHOCTHBIX




OTHOIICHHH:

e [IpaBW/la XpaHEHMA Me/l, MPHKA30B, B TOM YHCIE JOKYMEHTOB OrpaHHYCHHOTO
AOCTYyTa:

® MpaBOBBIC OCHOBHI YNpaBlIcHHS (OCHOBBI aIMMHUCTPATUBHOIO, TPYAOBOIO H
IPaKJIaHCKOro npasa);

® [IPUHLIMIMBI ¥ NPaBHIa UIAHKPOBAHUS pabouero BpeMeHH:

e npuHIMOBL, crnocobbl  MHGOpMHMpoBaHUs pabOTHHKOB  0Opa3oBaTebHOTO
YUPEKACHUS:

® PYKOBOJALIMK COCTAR LIKOJBI ¥ €€ MOApa3IeNeHHH:

CUCTEMbI 3/1EKTPOHHOIO JOKYMEHTo000poTa:

coBpeMeHHble HHGOPMalMOHHBIE TEXHONMOTUHK paboThl ¢ JOKYMEHTAMH:
COCTaB OpPraHM3alMOHHOMN TEXHHKH, €€ YCTPOHCTBO U NOPAJNOK paboTEl C HE:
crneluUKY OCHOBHOM AeATENBHOCTH 001meobpazoBaTe/IbHOH OpraHH3aumu:
CTAHIAPThl ¥ PEKOMEHIAIKH 110 000pYAOBAHMIO IIOMELIEHHA TIPHECMHOM:

e CIPYKTYpY WIKOIbI, MOPANOK B3aWMOJCHCTBUS [OApa3fie/ieHHk u  CIYyKO,
pacnpejeieHne QYHKIMA MeXKIY CTPYKTYPHEIMH NO/Ipa3sie/ICHUAMM:

e (yHKUMH, 331244 001e06pa3oBaTEILHON OpraHM3alMy, €€ CBA3H M0 BEPTHKAIU H
TOPU30HTAJIH:

® HanpaBJIeHUs  JEATENBHOCTH  IIKONBI W KOMIIETEHLIMH  CTPYKTYPHBIX
MoApa3IeneHri U JOIKHOCTHBIX JTHL;

e o0pasubl NOANMMCEH JIMIU. MMEIOUMX MNpaBO MOANMCAHHA U YTBEPKICHHA
JOKYMEHTOB, ¥ OTPaHHYEHUSA HX 30H OTBETCTBEHHOCTH:

¢ TenepoHHBIE KOHTAKThl JUPEKTOpa MIKOJIbI:

e TpeGoBaHMS OXpaHbl TpYAa, MPOW3BOACTBEHHOW CaHHWTapuM, I[10/KapHOH
Be30macHOCTH;

e TpcOoBaHus, NMPEALABNAEMEBIE K JOKYMEHTaAM B COOTBETCTBHH ¢ HOPMATHBHLIMH
aKTaMH M rOCY/1apCTBEHHBIMM CTaHJApPTaMU:

e TpeboBaHusl, IpeIbABIAEMEIE K YIIPABICHICCKOH HHOOPMALIHH:

e (hopMBI NpeOCTaBIEHUs YIIPABIEHYECKOH HHPOPMALIMH:

®  (DYHKIMHM CAMOMEHEKMEHTA;

® STUKY JENI0BOr0 OOLICHMS, S THKET.

1.9. Cekperapp NOIKEH YMETh:

®  aHAIM3UPOBATh NPUYHHEI HEBHITIOHEHMS 3a/1a4:

® BECTH M MCMOJIB30BaTE B paboTe 6a3y AaHHBIX Tele()OHHBIX KOHTAKTOB JUPEKTOpa
LIKOJIBI:

® BECTH CPOKOBYIO KapTOTEKY:

® BECTH YYETHbIE PErHCTPAllHOHHEIE (POPMBI, HCIIOIB30BATE UX 15t
“HpOpMaIIMOHHOH paboTsl ¥ paboThI 110 KOHTPOIIO HCMOMHEHHS PEILICHHH W NPHKa30B
aupekTopa ob1eobpa3oBaTebHOW OpraHU3aluy:

® BHOCHTH H OTCJICKHMBATh HHHOPMALMIO Ha 3IEKTPOHHOM W/HIM GyMaXkHOM
HOCHUTEJIE;

e BeIOMpaTh ONTUMATIbHEIE CTIOCOGE! HHPOPMUPOBAHHUA PabOTHUKOB IIKOJIBI,
00yualoUMXCs U MX POJHTENEH (3aKOHHBIX NPE/CTABUTEIICH ), BBILIECTOAIIIHC
OpraHH3all¥H O IUIAHUPYEMBIX MEPONPUATHAX;

e BoIOMpaTL ONTUMANBHBIN PUTM paboThi:

® JIOKYMEHTHPOBATH pa3Hble 3Tallbl POIEAYPSh! [IOJArOTOBKH H IIPOBEICHHS




COBELIAHHH:

® HUCHO/1b30BaTh COBPEMEHHEIE cpeacTBa cbopa u 06paboTKH KOHTPOIBLHOM
uH(pOpMaIIHK:

® HCIO/Ib30BaTh COBPEMEHHEIE TEXHOIOrUM cbopa M nepeaayud HHGOPMaLUK:

® HCIO/b30BaTh CMIPAaBOYHbIE [IPABOBLIE CHCTEMBI:

® UCIIOBL30BaTh CPEJCTBA KOMMYHHUKAIIMH JUIS TTEpelavyl MopyYeHHH AupeKTopa
LIKOJTBI:

® WCIONB30BaTh CPEACTBA KOMMYHHKAIIHOHHONW OPTTEXHHKH IS NONYyYEHHS U
nepeaayu HHGoOpMaLHK:

® HCI0JIb30BaTh YCTAHOBJIEHHbIE [IPABUIIA U ITPOLIEYPEI KOMMYHHKAIIMH BHYTPH
obuieobpazoBaTeNbHOM OpraHu3amm:

®  MCNOJB30BaTh O(PUCHBIH MaKeT (TEKCTOBBIN peIaKTOP, ANEKTPOHHBIE TabJIHUIIbL,
MIPE3EHTALIHH):

* obecneuynBaTh MHGOPMAIMOHHYIO 6€30MaCHOCTD AEATeIBHOCTH 00pa30oBaTelIbHOMI
OpraHHu3aluy:

e obecrnieuuBarh KOHQHACHIHATLHOCTD B IPUEMHOMN U KabMHETe JAMPEKTOpA;

¢ obecneynBath paboTy NPUEMHOM JUPEKTOPA BO BPEMS €r0 OTCYTCTBHS:

¢ ofecneyuBaTh COXpPaHHOCTh JOKYMEHTOB, XpaHsALIMXCA B IPUEMHO#M 1 KabuHeTe
AMpeKTopa 061meobpazoBaTelibHON OpraHu3alliy:

® OKa3pIBaTh MIOMOILL JUPEKTOPY IIKOBI B pacripee/ieHHH ero paboyero BpeMeHH:

® ONpEENATh IPHOPUTETHOCTh ¥ OYEPETHOCTE BHIMOMHEHUA paboTt U 2ddexkTHBHO
pacnpeaensts pabouee BpeMs;

® OpraHM30BbIBATH W 0OECMEYMBATh IMUHBIE KOHTAKThl AUpeKTOpa 00pa3oBaTebHOM
OpraHu3alluu:

® OpraHH30BLIBATH MPOILIECC MOATOTOBKH K IIPOBEICHHIO COBELIAHUA MIPH
JHpeKTOpE: ;

® OCYHICCTBIIATE KOHTPOJIb HCITOTHEHUS MOPYYCHHI AUpekTOopa paboTHHKaMU
LIKOJIBL:

®  OCYHIECTBIATH 0OpaboTKY U CTPYKTYpHpOBaHHe HHHOPMALIMK:

® OCYUIECTBIATH pacnevyaTblBaHUE U KCEPOKOIIMPOBAHHE!

® OCYHIECTBJIATH NPOBEPKY AOCTOBEPHOCTH, MONHOTEI M HEMPOTHBOPEYUBOCTH
JNaHHBIX, HCKIIOYEHHE TyOIMpoBaHHA HHYOPMALIHK:

® OCYLIECTBIATE PErUCTPALUIO, HAKOIUIEHHUE H Iiepe/iadyy, CHCTEMaTH3UPOBaHHOE
XpaHEeHHE W BblJlauy uHpopMauuu B Tpebyemoii popme:

* ocymecTBaATh cbop, 06paboTky nHpopmaiu, HEOOXOAMMON ITS JUPEKTOPA
LLIKOJIBI, €€ aHAJIM3 B COOTBETCTBUM C TPeOOBAHUSIMHU KPATKOCTH, YETKOCTH
(popMyIMPOBOK, CBOEBPEMEHHOCTH IOCTYIUIEHHS. TOYHOCTH H JOCTOBEPHOCTH.
ONTUMAIBHOCTH CHCTEMaTH3aLlMK, HENpephIBHOCTH cbopa U 06paboTku:

® OCYIIECTBIATH CHCTEMATH3ALMIO [I0J1YYAaEMbIX H NlepelaBaeMbIX JaHHBIX:

*  0(GOpMIATE KOMaHIUPOBOYHBIE JOKYMEHTHI:

® OLEHWBATH PE3YJbTAThl B paMKax IOCTABJICHHBIX 3a/1a4:

® [riepeaaBaTh HHOOPMALMIO, JOKYMEHTHI U MaTe€pHallbl yYaCTHUKAM COBCIIaHUS
[1IpH JIMPEKTOPE;

¢ [eYaraTh ¥ PEJaKTHPOBATH TEKCTHI CYKEOHBIX TIOKYMEHTOB,

®  [10J1b30BATLECS NEPUPEPUIHHBIMH YCTPOUCTBAMM M OPITEXHUKOHM.

® [10JB30BATHECA YHU(DUIMPOBAHHEIMUA HOPMAMH JTOKYMEHTOB:



® [10/1b30BATLCS HIEKTPOHHOMN MOYTOM:

® MpeJOCTaBIATh JAHHBIC B €MHOM H YA00HOM 1S BOCIIpUATHS (opMaTe:

® TPHUMEHATH B COOTBETCTBMM C Ha3HAUCHHEM CPEICTBA OPraHU3alMOHHOM TEXHUKH,
KaHLIE/ISIPCKHE NMPUHAATEHKHOCTH:

® [IPUMEHATH UHPOPMALMOHHO-KOMMYHHKAIIHOHHBIE TEXHOIOT HK:

® [IPUMEHATH CrIOCOORI AENOBOTO OOIIEHNA;

® [IPUHWUMATH MEPBI [10 PA3PEILECHHIO KOHDIUKTHBIX CHTYaIIHM;

® [IPOM3BOJHUTH MOArOTOBKY jI€j JUIs Nepeaayu B apxuB obuieobpazoBaTenbHON
OpraHu3alum:

® [IDOM3BOJMTH MOMCK HHGOpMalK B 6a3ax JaHHEIX, BECTH HHOPMAIIHOHHO-
CNpaBOYHYIO paboTy Ha OCHOBE Pa3TMYHBIX KOMOWHAIMHI NOUCKOBBIX [IPU3HAKOB:

* paborarb ¢ NEPCOHANBEHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTajoramMy (1arnkamu) 1
thar1aMH, CKaHEpOM:

* paboTaTh C BXOAALIEH, HCXOAIIEH, BHYTPEHHEH JOKYMEeHTallHe;

e paborarh ¢ uHOPMALIHEH, aHATTM3UPOBATh U MPEICTABIATE €€ B
CHCTEMaTH3HPOBAHHOM BHJIE, B BHJIE CBOJHBIX JOKYMEHTOB:

e paborark CO BCeit COBOKYITHOCTBIO MHOPMALIHOHHO-A0KYMEHTALIHOHHBIX
pecypcoB 00pa3oBaTeIbHON OpraHU3alMH:

¢ paspabarbiBaTh HOMEHKIATYPY J€J LIKO/bI C YYETOM JeHCTBYIOLIMX HOPMATHBHO-
METOAMYECKHX JOKYMEHTOB;

® pacCTaB/IATh [IPUOPHTETEI, BBIACIATH Ba)KHOE U CPOYHOE;
Cr/IaKMBaTh KOHQIMKTHBIE U C/IOXKHBIE CHTYALlMH MEXIMYHOCTHOTO OOLICHHA:
CepBUPOBATH YaWHBIN (KoeHHBIN) cTON BO BpeMs IpoBe/ieHus Kode-nays3;
cobimoaars cnyKkeOHBIH 3TUKET, NpaBuiia AeI0BOr0 STUKETa M IIPOTOKOIA:
C03/1aBaTh UMHIDK CEKpeTaps, COOTBETCTBYIOLUMH UMHIUKY LIKOJIbI:

® CO3/aBaTh M MOJUICPKUBATH IOJIOKUTENbHBIA UMUK 00pa3oBaTellbHOH
OpraHHu3alluy;

® Co3/aBaTh yCIoBUA, obecnieunBatouiue 3¢ dexrusayto pabory aupekropa:

® COCTaBIATH H 0QOPMIIATH HOPMATHBHAIE AKThl, OPraHU3ALMOHHBIE U
METOJHYECKHE TOKYMEHTHI, CBOJHbBIE, OTYETHBIE, CTATUCTHYECKUE JOKYMEHTBI:

® YIpPaBNATh KOHQIUKTAMU:

® yCTaHaBJIMBATh LE/IH, ONPEIENATh HEPAPXUIO LielIei;

®  YUYHTHIBATh NICHXOIOTHYECKUE OCOOEHHOCTH JIMYHOCTH IIPU Pa3IMYHBIX BUAAX
NpO(PECCHOHAIBHOrO OOLIEHHUS:

e BeIOHpaTh ¥ 0GOPMIIATE ITAHHPOBILHK:

e (HopMupoBaTh U OHOPMIATE JE€Na B COOTBETCTBUH C YTBEPKIEHHON
HOMEHKJIATYpOH aen 061eobpa3oBaTelIbHOH OpraHn3alum.

1.10. Cexperapp J0/KkeH ObiTh O3HAKOMJIEH C [JOJKHOCTHOM HMHCTPYKUMEH
CeKperaps pyKOBOAMTEIA LIKONBI, pa3paboTaHHOM ¢ ydeToM mpodcranaapra. 3HaTh W
cobaoaaTh yCTaHOB/ICHHBIE NpaBWIa M TpeOOBaHMA OXpaHBl TpyJa M I[0XKapHOH
Oe3onacHOCTH, NpaBWia JWYHOW THUTMEHBI M THIMEHBl Tpydaa B 00pa3oBaTelbHOM
YUPEKIEHHHU.

1.11. Cekperaps A0MKEeH MPOHWTH 0OYYEHHE W MMETh HABBIKM OKa3aHWs MEPBOM
MOMOIIM TocTpajasiiumM, cobmonars Kousenuuro OOH o npaBax pebGeHka, 3Hath
OPAIOK JACHCTBHH NPH BO3HUKHOBEHHH TOJKapa WM WHOHM 4Ype3BhIYAHHOH CHTYalHH H
IBAKyallHH.

2. Tpynosbie QyHKUMHH



OCHOBHBIMHM TPYI0BBIMH DYHKUHIMH CeKpeTaps ABIAKOTCS:

2.1.  Opranu3auuoHHoe, AOKYMEHTALHOHHOE U MHPOpMaLIMOHHOE obecneyeHue
JAEATENBHOCTH AMPEKTOPA LIKOJIbL:

2.1.1.0ka3anue NOMOLIK JJUPEKTOPY B IUIaHWPOBaHKH paboyero BpeMeHH.

2.1.2. [lnanupoBanue paGouero aua cexperaps.

2.1.3. Opranusaums TenehoHHBIX NEPEroBOpOB AMpEKTOpa 0611e0bpazoparebHON
OpraHHU3aluM.

2.1.4. Opranusaums paboThl ¢ MOCETUTENAMH B NIPUEMHOM| JIHpEKTOpA.

2.1.5. Opranusauus NOArOTOBKM MEPOTIPUATHIL ¢ y4acTHEM JIMpPEKTOpa.

2.1.6. Opranwsaips MCTONHEHHS pelleHHH | OCYILECTBICHHE KOHTPO/IS
MCIOJTHCHUS MOPYYEHUH THUPEKTOpa.

2.1.7. Opranusaims 1 noaaepkanue (GyHKIHOHAILHOTO pabouero mpocTpaHcTBa
NpuemMHON U KabHHeTa AMpeKTOopa.

2.1.8. CocTapnenue u ohopmieHne ynpapieHyecKoi JNOKYMEHTaLIHH.

2.1.9. Opranusauus paboTsl ¢ JOKYMEHTaMH B TPHEMHOI JIMPEKTOpa LIKOJIbI.

2.1.10. Opranuzalus XpaHeHHs J10KyMEHTOB.

2.1.I1.  O6ecnevenne  aupektopa  o6eoGpasoBaTENbHOMN OpraH13aluu
HHbOpMaIuei.

2.1.12.  Opraumzaumss HH(GOPMALMOHHOTO  B3aMMOJCHCTBHS JMpeKTopa ¢
pabOTHHKaMH.

2.1.13. Oprauusaius KOMaHIHPOBOK JUPEKTOpa ¥ COTPYAHHUKOB.

3. lonxuocTHbIE 06S3AHHOCTH ceKpeTaps B LIKOJIe

3.1. B paMKax Tpya0BO# hYHKINM OKa3aHHs IIOMOLIH JAUPEKTOPY B
[IaHUPOBAHUH paboyero BpeMeHH:

* uHbopMUpyeT mHpexTopa 00pa3oBaTENBHOM OpraHM3aUMM O pernaMeHTe
HAMCYCHHBIX  BCTpE€Y, COBCLIAHWHA M 3aceaHWil, [I€JarorM4ecKMX  COBETOB.
OOIIEIIKOTBHBIX H HHBIX MEPOTTPHATHIA:

® [MPCAYNpexaacT © MNpHOMMKEHMH BpPEMEHH HAMEYCHHBIX MEPOTIPUSTHIA,
COIIaCOBBIBAET BPEMEHHRIE IIJIaHbI:

® COrJacoBBIBACT TeNe(pOHHBIC NMEPEroBOPEl C MPEACTABHTEIAMH BBILIECTOALIMX
OpraHU3aLyH, ¢ NONEYHTEIAMH, PYKOBOIHTE/IAMH HHBIX 00pa30BaTENBHEIX YUPEKIEHHI:

¢ COrnacoBLIBAET BCIPEYH H MEPONPHATHA C COTPYAHHKAMM LUKOILI M
MPOQCOIO3HEIM  KOMHTETOM, C  pPOIMTENSMH M DONMUTENBCKAM  KOMMTETOM,
PYKOBOJIMTENAMH METOAMYCCKHX OOBEIWHEHHH. C COBETOM YYallMXCS M MHBIMM
COBETaMM M KOMUTETaMH 0611eobpa3oBaTelbHON OpraHH3aliuu:

* (OpMHpYET pe3epB BPEMEHH LIS HENPEIBUACHHEIX CHTYALMiA;

® BHOCHT MH(OPMALMIO B IITAHHPOBLIKMK (OpraHaiizep).

3.2. B paMKax Tpyn0BOi hYHKIIMH IIAHUPOBAHUS pabouero JHs cekperaps:

¢ COIlacoBBIBAaCT  IL1aHBI C [laHAMH W CpoKamMu  paboTel  JAMpeKTopa
06eobpa3oBarebHON OpraHU3allum;

® pacnpejieiser paboyee Bpemsa (Ha ICHB, HEIEIO, IEPCIEKTHBY ):

[IEPEHOCHT HEBLINOIHEHHBIE 3aILTaHHPOBaHHEIE 3a/1auM;
BBITIOJIHAET THITHYHBIE €KEAHEBHEIE JIENa;

BBIOMPAET M OQOPMIISET MIIAHHPOBIIHK CEKPETAPS;

BE/ICT THEBHHUK (Ha 3JICKTPOHHOM ¥ /WK OyMaKHOM HOCHTEE).

3.3. B pamkax TpyaoBo# GyHKUMM OpraHM3aluM TelehOHHBIX [1€pPEroBOpoB
JHpEKTOpa:




BeAeT 6a3y TesepOHHBIX KOHTAKTOB PYKOBOJMTENS MIKOJIbI:
¢ COCIHHACT [MpEKTOpa 00pa3’opaTeNbHONW  OpraHM3aLMu ¢ KOHKpPETHBIMH
aboneHTaMu:
PETACTPUPYET NOCTYNAIOLIAE B MPHEMHYIO Tele(hOHHBIE 3BOHKH:
HICPCHANPABIIACT OTACNLHBIC TENCPOHHbBIE 3BOHKH 3aMECTHTENSAM THPEKTOPA;
¢ MOly4yaeT HeobXoaumylo UH(pOPMALKIO W nepejaeT CaHKUMOHHPOBAHHYIO
HH(OpMaIHIO MO TenedoHy:
® YCTaHABIMBACT KOHTAKT C COOECEAHHKOM, NOICPKUBAET U Pa3BUBACT AENOBYIO
Geceny B npouecce TenepoHHbIX TIEPErOBOPOB.
* 3.4 B paMkax TpyuoBod (YHKIMH opraHM3auum paGoThi C [IOCETHTENSIMU B
NPUEMHON AUpeKTOpa:
® OPraHM30BBIBACT IMYHLIH IPUEM TTOCETHTENEH AMPEKTOPOM LIKOJIBL;
¢ YCTaHaBIIHBACT MOPAIOK NPHEMa ISt PA3THYHLIX KATETOPUit MOCETUTENCH:;
¢ BCACT IKypHal NpEABApUTENBHON 3alMCH HA [PUEM, KYPHAT [OCELEHMIA,
PETUCTPHPYET NOCETHTENCH:
® COJCHCTBYET OMEPATUBHOMY DAacCMOTPEHHIO Xaiob, npockd M npeanoxeHui
COTPYAHHUKOB ob1eobpazosateapHoOM OpraHu3allMHd.  poaMTened  (3aKOHHBIX
NpeacTaBuTeNnei) 06y4atommxcs, MHBIX OCETHTEEH:
® OCYLUCCTBIACT NPUEM JMYHBIX 3aABNEHMH COTPYIHHKOB, OOYYalOLMXCH M MX
POIHUTENCH (3aKOHHBIX TPENCTABHTENEH);
® OpraHHM3OBBIBACT NPUEM MPEACTABUTENCH OpraHM3alyil, SBIAIOMMXCS mehaMu
HIKOJILI, YIICHOB MONEYHTEIBCKOTO COBETA, IapTHEPOB 06pa3oBaTeILHOM OpraHu3allii
T.A.;
® CepBHpYCT YaHHBIN (KOQEeHHBIH) cTos B KabHuueTe JMPEKTOpa:
® TMPHHHMACT MEpHI [0 COXPAHEHHIO KOHOHICHLMATHHOM MHMOPMALMM B X0je
IpHCMa  MOCETUTEIeH M HX HAaXOXKIeHHS B NPUEMHOH u KabHHeTe AUpeKTopa
0beobpaszoBaTensHON OpranM3aLuy.
3.5. B paMKax Tpynosoit byHKum# OpraHuW3alyH 110/ITOTOBKH MEPOTIPUATHIH C
YYaCTHEM JIMPEKTOpa:
* uHpopMupyeT pabOTHHKOB O HaMeyalomeMcs COBELIAHMHM, MEACOBETE, HMHOM
MEPONPHATUM;
® TMOArOTaBNMBACT M BHIBCMIMBACT HAa MHPOPMALMOHHBIA CTEHA MOBECTKY AHS
MEPOTIDUATHSA C YYaCTHEM JHPEKTOpa:
¢ TOMOraeT B TOArOTOBKE JOKJajJa JMPEKTOpa IIKOABL, NPE3EHTALHOHHBIX
MarepH1anos;
® PAacCella€T  MpUITIALICHWA  JTMLAM, MPHUIVIALIEHHBIM HAa  OBIIELUKOILHOE
MEPOTIPHUATHE.
3.6. B pamkax TpymoBoi GYHKIMKM  OpraHu3auuu MCIIOJIHEHUS _ PELUEHMIH,

OCYLUECTRICHUA KOHTPO/IA HCHIONHEHUA NTOPYYEHHH AMPEKTOpa:
® /JOKYMEHTaJIbHO O(OPMIISET PELIEHHS THPEKTOPA IKOJIBI (IIPHKA3EI);

¢ AOBOIMT 110 cBEAEHUA pabOTHUKOB 0611e06pa30BATENLHOTO YUPEKACHHS PUKA3bI
Y PaCIIOpsKECHHUS AUPEKTOpa;

¢ KOOpPAHHMDYCT AEATENBHOCTD M0 HCIIOMHEHHUIO PEIEeHHH THPEKTOpA;

® BCIET CPOKOBBIH TEKYLLUMH W NPE/lyIPEIUTENbHbIH KOHTPOIb;

® TPOBEPACT HCTIONTHEHUE MOPYYEHHI THPEKTOPA B YCTAaHOBJIEHHBIN CPOK:

¢ [pEaynpeAaacT COTPYAHHKOB 00 HMCTEYEHHWH CPOKa HCHONHEHHA I0pYyYeHHit
JAMPEKTOpa;




® (MKCHPYET HUCHIOIHEHHUE NOPYYECHMIA;
¢ COCTaBIACT OTYCTBI M AHATMTHYECKHE CIIPABKM O BBIIOJIHEHWH IMOpYYeHHil H
pelenni aupeKkTopa 06ieobpa3zoBaTebHOM OpraHH3aLuy.
3.7. B pamkax TpyaoBOH (GYHKUMM OpraHM3alMH M MOIEDKAHHS (YHKLMOHATBEHOTO
paboyero npocTpaHCTBa IPUEMHOI 1 KabuHeTa JUPEKTOpA:
¢ OpraHM30BLIBACT [IPUEMHYIO JMDEKTOPA B COOTBETCTBMH C TpehOBaHUAMM
IPrOHOMHKH M KyIBTYphl TPY/a;
® OCYIIECTBISET  KOHTPOIb obecrieueHuss  OMpEKTOpa  KaHLENAPCKMMH
NIPUHAUIC)KHOCTAMH, CPE/ICTBAMH OpraHU3allMOHHON TEXHUKH:
¢ YX@XKHBACT 3a KOMHATHLIMU PaCTeHUAMH B IPUEMHON H KabuHeTe IMpeKTOopa.
3.8. B paMKax Tpy10Bo# hyHKIMH COCTaBICHHUA U ODOPMIICHHUSA YIIPABIEHYECKOH
JNOKYMCHTALIMHU:
¢ COCI4BIACT (POCKThl  PaCMOPAMMTENBHBIX  (IIPUKa3bl, PAClOPSKEHHA) M
HH(OPMALMOHHOCTIPABOYHAIX  IOKYMEHTOB  (CIIyKeBHBIE MHMChbMa, CIpPAaBKH,
JAOKIaIHbIE ¥ CTyAKeOHBIE 3aITHCKHU):
¢ COCTaBJIAET pa3IMYHbLIE MMHCbMA, 3aNpOCHl, [OTOBHT OTBETHl ABTOpaM OOpaLleHHH
10 NOPYYEHHIO AMPEKTOPA LIKOJIBL:
neyaraer ciyKeOHbIE JOKYMEHThI M APYTHe MaTepHaThl;
Pa3sMHOKaeT CTyKeOHBIE TOKYMEHTEI;
KOHTPOJIHPYCT MPOXOKACHHE JOKYMEHTOB B 06111€06pa3oBaTepHOM opraHu3amm
(coriacoaHue, NOJNHCAHUE U YTBEPXKAEHUE JOKYMEHTA).

3.9.B pamkax Tpyn0Bo# GYHKUMH OpraHM3aLyK paGoThI ¢ AOKYMEHTaMH B

NPUEMHOM:

¢ [loay4aeT, npelBapUTENbHO  pacCMaTpUBaeT M COPTHPYET  JOKYMEHTHI,
[IOCTyNaloLME B NPUEMHYIO IMPEKTOPa 0Opa30BaTE/IbHOTO YUPEKACHUS:

® MOArOTaBAMBACT JOKYMCHTBI U1 PACCMOTPEHUS UPEKTOPOM:

® BCHET Y4€T JOKYMEHTOB, IOCTYNAIOIIMX HA UM THPEKTOpa ILUKO/EI:

¢ B COOTBETCTBMM C YKa3aHWAMH JIMPEKTOpa OpraHM3OBBIBAET IIepejayy
AOKYMCHTOB MCIIONTHUTENSAM (KOHKPETHBIM COTPYAHMKaM) JUI HCMOJb30BaHUS B
fiponiecce paboTel 1460 AN MOArOTOBKY OTBETOB;

® COCTaBJIA€T ¥ MNPEOCTABIACT B YCTAHOBIEHHBIE CPOKM B OpraH YIpaBleHs
00pa3oBaHus CIIMCKH BCEX KIACCOB (KOHTHHTEHTa 0GpasoBaTenbHOM OpraHu3aluu) W
CIHCOK BCEX Mpernojasaresed Kaxaoro yuebHoro roja;

¢ OMNEpaTHBHO BHOCHT TEKYIIHE H3MEHEHHMS B COCTaB KOHTHHICHTA Y4alllUXCH,
NEAArorM4€CcKMX U JApyrux paboTHukoB obmieobpa3zoBaTebHON OpraHU3alnm:

* odopmiuser  auyHBle  Jena  JeTel, NPUHATHIX Ha  oOydyeHue B
001e0bpa3oBaTeILHYIO OpraHH3alfio;

® BeleT andaBHTHBIH KYPHAJ BCEX yYaIIHXCA:

¢ CO304€T M BeleT 0asy NaHHBIX JOKYMEHTOB, MPOBOAMT HH(pOPMALHOHHO-
CIIpaBOYHYIO paboTy:

® KOHTPOIMPYET  HCIIOJIHEHHE  [JOKYMEHTOB W  MOpYYEHHH  JupeKTopa
00pa3oBatelbHON OpraHU3alkH.

3.10. B pamkax TpyaoBo# GyHKIHYE OpraHu3alnyg XpaHeHUs JOKYMEHTOB:

® KOPPEKTHPYET HOMEHKJIATYPhl €] CEKPETapa W JUPEKTOPA LKOJbI:

* ¢dopmupyer ¥ odopMiuser aena MOCTOAHHOIO, JONIOBPEMEHHOTO CPOKOB
XpaHeHHUs

® MOAroTaB/IMBACT W MepeJaeT jaena B apxXHB 001eobpazoBaTesbHOM OpraHH3alH.




3.11. B pamkax Tpyn0Bo# GyHKimH obecneycHus AupeKTopa HHGopMaLIMen:

* cobupaer u nepepabarniBaeT HMHpOPMALHIO, HEOOXOAUMYIO JUIS  NPUHATHS
000CHOBAHHBIX YNPABIEHYECKHX PEIICHUH:

® TPOBEPACT JOCTOBEPHOCTD, MONHOTY M HENPOTHBOPEUUBOCTE JAHHBIX, HCKIKOYAET
AyGnupoBaHHe HHpOPMALINHK:

¢ MPELOCTaBNAET AaHHBIE B €TMHOM M yI00HOM st BOCHIPUSTHS (opMare;

® BBUBIACT Haubonee 3HAYMMble KDHTEPHH CHCTEMATM3aUMM MHMOPMAlMM s
co3laHus 6a3 JaHHBIX:

* QopMHpyeT u HCnoNB3yeT Ga3y TaHHBIX B 061meobpa3oBaTeNbHOR OpraHU3aLMH.

3.12. B pamkax  TpyaoBo#i  (yHKuuu OpraHu3auni  MHGOPMAIIHOHHOI'O
B34UMOJIEHCTBUA TUPEKTOpa ¢ pabOTHHKAMH:

* uHpopmupyeT paGOTHHKOB 06pa30BaTENBLHOM OpraHu3alM4M O pelleHUsX
HMPDCKTOpa,  COBEL@HMAX M 3aCEJaHMAX, [€arOTMYECKUX COBETAX W  MHBIX
MEPOTIPUATHAX:

® 3HAKOMHMT pabOTHMKOB MO/ MOAMKCEH C COOTBETCTBYIOIMMH JOKYMEHTAMM:

¢ OpraHW30BbIBAaCT OOMCH MHQpOpMAlMeH MEKIYy 3AMECTHTENAMM AMPEKTOpA M
MHBLIMH JIOJUKHOCTHRIMM JTHLamMu 061eo6pa3oBaTe/lbHON OpraH13alyum:

* Onosemaer pabOTHHUKOB O MPEACTOAUIMX MEPONPUATHAX

® BhI3BIBACT COTPYHHKOB H 00YYAIOMMXCA 110 MOPYYEHHUIO IMPEKTOPA:

* uHpopmupyeT aupekTopa 06 06pameHHAX COTPYIHHKOB MO pabo4yuM U THYHBIM
BOIIpOCaM;

* HuHQOpMHUpPYeT aupekTopa 06 obpalleHusx obydarommMxcs, HX poauTenci
(3aKOHHBIX MpeaCTaBUTEIEH).

3.13. B pamkax TpyoBoit GbYHKUIMH OpraHu3anuu KOMaHIHPOBOK:

¢ 1IOrOTaB/IMBAET MIPOEKT MPHKa3a O CIyKeGHOH KOMaHAMPOBKE;

¢ BLIMHCBIBACT KOMAHAMPOBOYHOE YIOCTOBEPEHME H PErHCTPHPYET €r0 IpH
HEOOX0AUMOCTH:

¢ [I0Jr0TaBJIMBACT JOKYMEHTHI K M0E3/IKE;

¢ YTOYHAET AaTy, DOJUKHOCTH, HaMMIMH B IPOrpaMMe KOMAHIMPOBKH.

3.14. BRINONHAET pa3iuyHBIe ONEPALMM C MCIHONL30BAHHEM KOMITBIOTEPHOU
TEXHHMKH TI0 NporpaMmam, npeHa3sHau4eHHbIM w1 cbopa, 06paboTku W npeaocTaBneHus
HH(pOpPMAIIHH.

3.15. ObecneumBaer 3awmTy npas ¥ cBOGOJ ydalmxcs, poauTee (3aKOHHBIX
fpesicTaBuTencH), pabOTHHKOB LIKOJBI IPH 06paboTKe MepCOHANbHBIX JAHHBIX.

3.16. Ctporo cobmoaaer KoH(pHIECHIHAILHOCTE TIEPCOHAIBHBIX JIAHHBIX H
TpeGoBaHMs 10 3aUIMTe ¥ GE30NMACHOCTH MEPCOHANBHBIX JTaHHBIX NPH HX obpaboTke,
HEONYIICHHE UX pacnipocTpaHeHus 6e3 cornacus cybbexTa nepcoHaNbHBIX JAaHHBIX HIIH
HAIMYMUS JIPYTOro 3aKOHHOIO OCHOBAHMS,

3.17. Cobmonaer KyIbTYpy ¥ 3THKY OOLIEHHMS C MEPCOHATIOM 06Pa30BATEIHHOIO
YYpEKACHUA, OOyJalolUMMCH M POAMTENAMH  (3aKOHHBIMM  IIPECTABUTENAMH),
MOCETUTENSIMH.

3.18. Crporo cobmonaer mnpapa H cBOGOALI JETEH, colepiKalllyecs B
Oenepanviom 3akone «O6 obpasosanun B Poccuiickoit ®enepauun» u KoHpeHumu
OOH o npaBax peGerika, ABIsAETCS MPUMEPOM ISt LIKOTBHHKOB.

3.19. HWudopmupyer nupextopa, a NpPU €ro OTCYTCTBHH — JCKYPHOTO
aIMMHUCTPATOPa O HECYACTHOM Cllyyae, TPHHHUMAET Mephl 110 OKa3aHWIO MEPBOH
NOMOIIH N1OCTPaIaBIIMM, BEI30BE CKOPOH MEIUIIMHCKON ITOMOIIIH.




3.20. Cobmonaer npaBuia HCMOIB30BAHHA CETH HurepHer.

3.21. OcywecTIsSeT CBOKW EATENLHOCT HA BEICOKOM npodeccHoHaTEHOM
YPOBHE.

3.22. ObecneuunBaet cob0ACHHE YUCTOTH H 1I0psiJIKa Ha CBOoeM paboueM MecTe,

3.23. Cekperaph JmWpekTopa WIKONBI  COOMIOARCT  MOMOKEHHS JIaHHOM
AO/UKHOCTHOW MHCTDYKUHMHM, pa3paboTaHHOH Ha OCHOBe npodcrangapra. Ycrap u
[lpaBuna BuyTpennero TpymoBoro pacrnopsjika 00pa3’oBaTEeNbHOIO  yYpeKAEHUS,
KONNCKTUBHBI M TPYHOBOH J[IOrOBOp, a TaKKe JOKATBHBIC aKThl W MPUKa3b!
PYKOBOIMTEIS.

3.24. TIpOXOAMT B YCTAHOBICHHOM 3aKOHOJATENLCTROM POCCHiicKoi Deaepanuu
nopsaake obydyeHue M [POBEPKY 3HAHHH M HABEIKOB B OOJACTH OXpaHbel Tpyla,
HHCTPYKTaXH 110 OXpaHe Tpy/Ja ¥ NMoXapHoi 6€301aCHOCTH.

3.25. Cobmopaer mpaBuia oxpaHsl Tpy/a, NIOJKapHOH M 3/1eKTPOOE30NaCHOCTH,
CaHHTAPHO-THTHEHUYECKHE HOPMBI X TPeGOBaHMS, TPYAOBYIO JIMCHMILIMHY Ha paboueM
MECTC H peKHM paboThl, yCTaHORIEHHBIH B 0611e06pa3oBaTebHOM OpraHU3aL K.

3.26. Tlepuoamuecku npoxoaut GecriaTHbIE MEIMLMHCKHE OGCIEI0BANNA.
MOBBILIACT CBOIO MPOGECCHOHANBLHYIO KOMIETEHIIHUIO.

3.27. Cekperapio 3anpemaercs  HCIOIb30BATH HEUCHpaBHyl0  Mebellb,
JIEKTPOOOOPYI0BAHHE, HEKTPONPHEOPE, KOMIBIOTEPHYIO H HHYK) OPITEXHHKY WIIH
obopynosanue u Mebels ¢ SBHBIMM NPH3HAKAMH TIOBPEKIAEHHSA, KYPHTh B IIOMEILIEHHAX H
Ha TCPPUTOPHH 06LIC0Opa3OBaTENBEHOM OPraHU3aLIKH.

4. lIpaga

CeKperaps THPEKTOpa HMEET MPABO:

4.1. Tonyuars uHpOpMAIHMIO, B TOM YMCie H KOHOUACHUHATEHYIO, B 00heme,
HEOOXOIMMOM JUIA PeLICHHs NIOCTABNEHHBIX 3a/1a4.

4.2. 3anmpamMBaTh JHYHO HMIM [0 MOPYYEHHUIO JUpEKTOpa OT pabOTHHKOB
obueobpazoBarensHON OpraHH3aLKuy HHQOPMaLMIO U JOKYMEHTBI, HEOOXOJAMMBIC LA
BBINIOJTHCHHA €10 JOIKHOCTHEIX 0053aHHOCTEH.

4.3. TpeGoBarb OT aJIMHHUCTpAIIMH LIKOJBI CO3JAHHA OMTHMABHbIX YCIOBHIA U1
BRITIOJIHEHNA  CyKeOHBIX  00A3aHHOCTEH M COXPaHHOCTM  BCex JIOKYMEHTOB,
00pasylolMXCa B pe3y IbTaTe AeSTeBHOCTH CEKPETaps.

4.4. IIpuHuMaTh peLICHHA B IIPE/IEaX CBOEH KOMITETEHLIMH.

4.5. Ha MarepHalbHO-TEXHHUYECKHE YCIIOBUA, TpebyeMble s BBITIOITHEHMUS
JOKHOCTHBIX  oDs3aHHOCTEH cekperaps. Ha obecneuenne pabouero mecra,
COOTBETCTBYIOLICTO [OCY1apCTBEHHBIM HOPMATHBHBIM TPeGOBAHUAM OXpaHbl TpyjJa M
NMOKApHOH ©Ge30NaCHOCTH, a TaKkKe YCIOBHAM, NPEIYCMOTPEHHBIM KONIeKTHBHEIM
JOTOBOPOM.

4.6. 3HaKOMMTHCA C NpPOEKTAMHM peleHHi IMPEKTOpa, OTHOCAUIMXCA K €ro
Npo(ECCHOHANBHON  JIeATENRHOCTH, C KanobamMu | IPYTUMH  JOKYMCHTaMH.
COACpKAIIUMH OLEHKY ero paboThl, JaBaTh MO HUM OObICHEHHS.

4.7. 3HaKOMHTBCA C MPOEKTAMU pEIIEHHWH [MPEKTOpa, OTHOCAIIUXCH K €ro
NpOPECCHOHATLHOH  AEATEIBHOCTH, € KanobaMM M JPYrHMH  JOKYMEHTaMH.
COACPKALUMMH OLIEHKY ero paboTbl, 1aBaTh 10 HUM OOBLACHCHHMA.

4.8. IlpefocTaBisith THPEKTOPY Ha PACCMOTPEHHE MPEMTOKEHHS 110 YiIyULIEHHIO
AEATENTBHOCTH 00pa3oBaTeIbHOM OpraHM3alldil W YCOBEPIICHCTBOBAHHIO CIIOCOGOB
pabOThI MO BOIPOCAM, OTHOCSIIMMCS K KOMIETCHIIHH CEKpeTaps.

4.9. VYwuactBoBaTh B paloTe OpraHoB CaMOYMNpaBIEHMS  JOLIKOIBHBIM
obpa3oBaTe/ibHBIM  yupexeHHeM, B pabore ofmero cobpaHus pabOTHHUKOB, B



00Cy)IEHHH  BONpPOCOB, KaCalolMXCs  MCTIOJIHAEMBIX ~ CEKPETapeM  JOTAKHOCTHEIX
obs3aHHOCTEH.

4.10. Ha mopansHoe u MATCPHATBHOE MOOLIPEHHE, HArPAKICHUS TI0 PE3YIbTATaM
MPOGECCHOHANBHON  NEATETBHOCTH. Ha COLMANbHBIE lapaHTUM. MPeayCMOTPEHHbIE
3aKkoHoJaTenbeTBOM Pocceniickoii Menepauun.

4.11. Ha 3ammty cBoeit NPOQECCHOHANBLHON YeCTH M jJocToMHerBa. Ha
KOH(QHUIEHIMANLHOCTS CTyKe6HOro PaccicioBanms, KpoMe Cily4aes, MperyCMOTPEHHBIX
3aKoHoaaTenpCcTBOM Poccuiickoii Meneparmm.

4.12. 3ammmars cBou MHTEPECH CaMOCTOATENBHO W/HIIM Yepe3 NpeJCcTaBHTels, B
TOM 4HCIIE anBokaTa, B Cllyyae AMCLMILTHHAPHOTO WM ciyxebHoro pacciegoBanus,
KOTOpOE CBA3aHO ¢ HApYLICHHEM CEKpETapeM HOpM MpO(EeCCHOHAILHON THKH.

4.13. Cekperapp AMPEKTOpa IUKOJIBI MMEET WHBIE MpaBa, MPEAyCMOTPEHHEIC
Tpynoeeim Konekcom Poccuiickoit Oenepanuu. Yerasom, KomiekTHBHEIM JOTOBOPOM.
IIpasunamu BHYTpEHHErO TPYAOBOro pacnopsjika obuieobpazoBarensHOM opraHu3aLuy.

5. OTBeTCcTBEHHOCTD

5.1.B > IPCAYCMOTPEHHOM 3aKOHO/IATENBLCTBOM PoccHitckoii ®enepauun nopaake
CCKPETAph HECET OTBETCTBEHHOCTD:

® 3@  HEMpPAaBOMEDHOE  UCMONB30BAHHE  MPEIOCTABIEHHBIX  AOMKHOCTHOIN
MHCTPYKUHEH I1paB U NOJTHOMOYHIA, a TAKKE MCIIONB30BAHME HX B JIMUHEIX LeTAx:

¢ 34 pasrialmieHHe KOHQUIEHUHANbHOW MHBOpMALHK, MOJIYYEHHOH B pe3yibraTe
BBINOJIHEHUA  IOJUKHOCTHBIX  00A3aHHOCTEH, NEPCOHANBHEIX JAHHBIX COTPY/IHUKOB,
00yyaromMxes U X pojauTenet (3aKOHHBIX NpecTaBUTENEH ):

® 338 JIOCTOBEPHOCTL  MpPeJOCTaBIsSEMOM  HH(bOPMAIHK JHPEKTOpY,  ee
CBOEBPEMEHHYIO MOJIOTOBKY:

® 338 HCOKasaHWe MM  HECBOEBPEMEHHOE  OKa3aHHe NEPBOH  NMOMOUIU
1IOCTpaJIaBIIEMy, HE CBOCBPEMEHHOE HM3BELLEHHE WM CKPBHITHE OT JUPEKTOpa IIKOJBI
HECYACTHOI'O CiTyyas:

® 32 HeCOOMOAEHHE MHCTPYKLMIA 110 OXpaHe TpyJa ¥ NoxapHoi 6e30macHoCTH:

® 33 HapyllleHHe MNOpA/Ka JACHCTBUH B Cilyyae BO3HUKHOBEHHs YPE3BBIYAAHON
CHTYAlMH U 5BAaKyaUnu B 001I€00pa30BaTEIbHOM YUPEKICHHH.

5.2. 3a HEHCNONHEHME WM HapylleHWe 6e3 YBRKHUTENBHBIX IPUYUH CBOMX
00S3aHHOCTEH, YCTAHOBNEHHBIX JOJIKHOCTHOMN MHCTPYKLHMEH CeKpeTaps IIKoJbl. YcTaBa
u llpaun BHyTpeHHero TpymoBoro pacnopajika, 3aKOHHBIX  PpaclOpsKEHHWH
PYKOBOAMTCIA W HHbIX JIOKANLHBIX HOPMATHBHBIX aKTOB, paGOTHMK nojiBepraercs
AHCUHILIMHADHOMY B3bICKaHHIO coracHo ctathe 192 Tpynosoro Komekca Poccuitckoi
®Qenepaunn. 3a  rpy6oe  HapyuieHue TPYAOBBIX 00sf3aHHOCTEH B  Kauyecrse
ANCLHILTHHAPHOTO HAKa3aHHA MOKET OBITh MPUMEHEHO YBOJIBHEHHE.

5.3. 3a MCnoIB30BaHME, B TOM YMCIE OJHOKpPATHO, METOJAOB BOCIIMTAHMS,
BK/IIOYAIOWMX  (U3MYECKOe ¥ (MIIM) TICHXOJIOrMYECKOE HACHIME HAd JTHYHOCTHIO
obyuaiolerocsi, a TaKxe 3a COBEpIIEHHE HHOTO aMOpATBHOrO IMPOCTYNKA CEKpeTaph
MOXKET OBITb OCBOOOXKIEH OT 3aHHMAEMON JOMKHOCTH COTAacHO Tpynosomy Kougekcy
Poccuiickoit Denepaunn. YBonbHenwe 3a maHHbIH NPOCTYNMOK HE sBAAETCH MEpoi
AWCLHILIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a necobmosieHue npasua U TpeGoBaHMIA OXpaHbl TpyJa W I10KapHOWM
0e30M1aCHOCTH, CAHUTAPHO-THTHEHHYECKHX IIPaBUJT ¥ HOPM CEKPETAph MPHBICKAETCH K
4IMHHACTPaTHBHO! OTBETCTBCHHOCTH B TOPAJKE M B COydasX, IIPEIyCMOTPEHHBIX
4/IMMHHCTDATHBHAIM 3aKOHOAaTeIbCTBOM Poccuiickoi Meepanyu.

3.5. 3a mpaBoHapyIeHHs, COBEPIIEHHEIE B MPOLECCE OCYLIECTBICHHUA TPYAOBbIX




GyHKUMIA HeceT OTBeTCTBEHHOCTH B fIpeacnax, ONpeNeNCHHbIX aJMUHUCTPATHBHbIM,
YTOMOBHBIM M IpaK1aHCKMM 3aKOHOJATENBCTBOM POCCHItCKOis Denepanuu.

6. B3aumoornomenus. Cesizu no AOTKHOCTH

6.1. Cekperaps BEIIONHAET paboTty cornacho rpaduxy, COCTaBNIEHHOMY C YYETOM
40-yacoso#i paGoueii Hemenu, u YTBEPHKICHHOMY JMPEKTOpoM 00LieobpazoBaTensHOi
OpraHu3al|H.

6.2. CeKpeTaps caMOCTOSTENLHO [ITAHHPYET CBOKO JeATenbHOCTE. [L1an paGoTsl
CCKPETapsi COI/1aCOBbIBACTCH HEMOCPEACTBEHHO C AMPEKTOPOM.

6.3. Iomyuaer or AMpEKTOpa WIKOJIBI WHpOpMAaLHIO HOPMAaTHBHO-NPABOBOro
Xapakrepa.

6.4. O6MmenuBaetcs HHbOpMalMelt MO BompocaM, OTHOCAIMMCS K €ero
ACATCALHOCTH, ¢ aJMMHMCTDAUMEH M COTPYAHHKAMH WIKOJIbI, HWHQOPMHUpYET UX O
PEHICHHAX AMPEKTODA, COBELIAHUSX M 3aCEJaHHMAX, MEArorHYecKyX COBETaX M HHbIX
MEPOINPHATHAX.

6.5. BoBpemsa coobmaer AUpeKTOpy 06 MH(popMauy, npHkazax, PacTopsKEHUAX
U WHOH JNOKyMEHTAalMM, NOCTyNMBIEH 110 37NICKTPOHHOH mouTe, MHGOPMHpYET o
HaMCYCHHBIX BCTpEYaX, COBCILAHMSAX U 3aCeaHMAX, HHBIX MEPOINPHUATHUSIX.

6.6. CoobmaeT AMpeKTOpy M €ro 3aMecTHTENsM HHGOPMaLKMIO, MONYYeHHYIO Ha
COBCIIAHHMAX, CeMUHApax, HelOCPEACTBEHHO TIOCIIE ee HOTYYEHHS.,

6.7. Undopmupyer AMPEKTOPa O BO3HMKIIKX TPYAHOCTAX u mpobiemax B paGote,
0 HEloCTaTKax B obecneyennyu TpeboBaHuit OXpaHs! TpPYJAa M MoxapHoi 6e30macHoCTH.
6.8. BHocuT npemnokenus no YCTPaHCHHIO HEJOCTAaTKOB, MO ONTHMM3ALMK CBOCH
A€ATENBLHOCTH.

6.9. HUndopmupyer 3amecTurens AMDEKTOpPa 10  aIMHHHCTPATHBHO-
XO3AACTBEHHON 4acTH O HeJoCTaTKax B KaHUEIAPCKUX NPHHAIIEKHOCTAX, GyMare H
MHBIX  pacXOIHBIX MaTepuanaX, o [OJOMKax Me6enH u OPITEXHHKH, B
3NEKTPOOGOpY10BAHHH, BOIOTIPOBOJHON H OTONHTENLHOI CHCTEMaX.

6.10. Bo Bpems oTcyTcTBHS CeKpeTaps ero 06i3aHHOCTH BBINOJHACT COTPY/IHHK,
umelolwmi  Bee  Tpebylolunecs npogeccHoHanbHbIe 3HaHMs, YMEHMS W HaBBLIKH,
Ha3HAYCHHbIA NpHKa3oM  JaupekTopa. JlaHHb1i COTPYIHUK npuobpeTaer
COOTBETCTBYIONIME MpaBa W HECET MOMHYK OTBEICTBCHHOCTH 3@ KAYCCTBEHHOC
BBIIMOTHEHHE BO3TOKEHHBIX HA HEro 0643aHHOCTEN!.

7. 3aKII04HTENbHbIE NOTOKEHHS

7.1. Osnakomnenue paGoTHuKa ¢ HacTOALICH JMOKHOCTHOH HHCTPYKIHEH
OCYWIECTBAACTCA NP NpHeMe Ha paGoTy (10 MOANMCAHKA TPYA0BOTO J0roBOpa).

7.2. OmMH IK3eMIIAP JOIKHOCTHOM HHCTPDYKIIMKH HaxoJIMTCA Yy JIMpeKTopa
LIKO/IBI, BTOPOH - Y COTPYAHHKA.

7.3. ®akT 03HAKOMIIEHHS CEKpeTaps C HaCTOALICH HOKHOCTHOH MHCTpYKUMEH
MOITBEPAHKAACTCA MOAIMCHIO B IK3EMILIAPE MHCTPYKUMM, XDaHAIIEMCS Y JUpEKTOpa
00pa3oBaTe/IbHON OpraHM3aLMM, a Takke B KYpHaJle O3HAKOMJIEHHMA C [MO/KHOCTHBIMM
UHCTPYKLHAMH.
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