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1. O0mme nooKeHNst

1.1. Hacrosmas 1omKHOCTHAST MHCTPYKITUS pa3paboTaHa B cooTBeTcTBHH C [IpodeccrnonambHbIM
cragnaptoM: 07.002 «CrnenuanucT mo opraHu3alliOHHOMY U JOKYMEHTAIIHOHHOMY OOeCIIeUeHUI0
YIOPABJIECHUS OpraHu3aluei», YTBEPKICHHBIM IpUKa30M MuHUCTEpPCTBA Tpyla M COLMAIBHON
3amuthl Poccuiickoit @eneparuu Ne276n ot 6 mas 2015 roaa; ¢ yuetom denepanbHOro 3akoHa
No273-®3 ot 29.12.2012r «O6 obpazoBanuu B Poccuiickoit denepanumy B peAakiud OT 2 HIOJS
2021 roma; CII 2.4.3648-20 «CaHMTapHO-3IHIEMHOJIOIHYECKHe TpeOOBaHMUA K OpraHH3alMsIM
BOCIIUTAHUSA M OOYYEeHMs, OTAbIXa M O3[OPOBJICHUS [ETei»; B COOTBETCTBUU C TpyAOBHIM
kogekcoM Poccuiickon  ®@exepanuu, YCTaBOM M JPYTMMH  HOPMATUBHBIMM  aKTaMH,
PEeryIUpyOIHUMU TPYJIOBbIE OTHOILIEHUSI MEXK1y paOOTHUKOM U paboToAaTEIeM.

1.2. JlaHHass MHCTPYKLMS OTIpeNeNsieT epedyeHb TPYI0BbIX QYyHKIMNA U 0053aHHOCTEN ceKkpeTaps, a
TAaKK€ €ro IpaBa, OTBETCTBEHHOCTb M B3aMMOOTHOLIECHHUS IO JOJDKHOCTH B KOJUIEKTHUBE
00pa30BaTeNbHON OpraHu3aIliy.

1.3. Cekperapp Ha3Ha4aeTcsi W OCBOOOXXIAETCS OT JIOJDKHOCTH TPUKA30M JTUPEKTOpa
00meo0pa3oBaTeIbHOM ~ OpraHU3allid B TOPSZIKE, YCTAHOBJIEHHOM TpYJIOBBIM  KOJEKCOM
Poccuiickoit deneparuu U TpyJOBBIM JIOTOBOPOM (KOHTPAKTOM) C pAOOTHHKOM.

1.4. Ha Bpemst oTmycka ¥ BPeMEHHON HETpPYIOCIIOCOOHOCTH CEeKpeTapsi ero OOs3aHHOCTH MOTYT
OBITH BO3JIOKEHBI Ha JENOMPOM3BOAMUTENS WM APYroro COTpyAHHKA oO0IIeo0pa3oBaTeabHON
opraHm3anuu. BpeMeHHOe WCIONIHEHUE OOS3aHHOCTEW B JAHHBIX CIIy4asX OCYIIECTBISETCS
COTJIACHO TpHKa3zy AHUPEKTOpa, W3JIaHHOro ¢ coOmoaeHueM TpeboBaHuil TpynoBoro kojekca
Poccuiickoit ®enepanuu.

1.5. Ha n1omKHOCTh cekpeTaps NPUHUMAETCS JIULIO:

* UMeIlee BbICIIee oOpazoBaHue - OakalaBpuaT WIM CpeAHee MNPOQPecCHOHAIBHOE
o0Opa3oBaHue IO MporpaMMme MOATOTOBKM  CIEHHAIHUCTOB  CPEJHEr0  3BEHA,
JIOTIOTHUTENbHOE TIPpoecCHOHAIbHOE 00pa30BaHUE;

* C ONBITOM BBINOJIHEHUS pabdOT MO0 OPraHMW3allMOHHOMY U JOKYMEHTAI[HOHHOMY
00ECTeYeHNI0  JICATENIbHOCTH  PYKOBOJUTENS] TpU CpeaHeM MpodecCHOHAIBHOM
00pa3oBaHNM HE MEHEe JIBYX JIET;

*  COOTBETCTBYIOIEE TPEOOBAHUSAM, KACAIOIIUMCS MPOXOXICHHS MPEABAPUTEIHHOTO
(mpu TOCTYIJIGHWH Ha pPaboOTy) W MEPUOAMYCCKUX MEIUIMHCKHX OCMOTPOB,
BHECOYEPEHBIX MEMIIMHCKUX OCMOTPOB TI0 HAIIPABJICHUIO paboTOMaTENs, 0053aTEIEHOTO
NICUXHATPUYECKOTO OCBUACTENHLCTBOBAaHUS (HE pexe 1 pasa B 5 ner), npodeccnoHaIbHON
TUTHCHUYECKOW TOJITOTOBKU W aTTecTanuu (Mpu mpreMe Ha paboTy W janee He pexe 1
pa3a B 2 roja), BakIMHAIMW, a TaKXXe HMEIOIIee JHYHYI0 MEAWUIMHCKYI0 KHUXKKY C
pesyiabTaTaMu  MEAMIMHCKAX  OOCJIEeNOBaHMM W  JIaOOpAaTOPHBIX  HMCCIIECIOBAHUM,
CBEICHHSMH O TPUBUBKAX, TMEPCHECCHHBIX WH()EKIMOHHBIX 3a00JIeBaHHUAX, O
MPOXOXKJICHUH TPO(HEeCCHOHATHPHONM TUTHEHWYECKONW TMOATOTOBKM M aTTECTAIlMH C
JIOITyCKOM K paborTe;

* He MMerollee OTPaHNYCHUI Ha 3aHATHE TPYAOBOH NEITEIHHOCTRIO B chepe 00pa3oBaHus,



U3I0KEHHBIX B crathe 351.1 «OrpanuueHus Ha 3aHATHE TPYLOBOM AEITEIBHOCTBIO B
chepe oOpa3oBaHMs, BOCIUTAHUS, PA3BUTHS HECOBEPUICHHOJETHHUX, OpPraHMU3alMM X
OTIbIXa M O3J0pPOBJICHMS, MEIUIMHCKOTO OOECIeYEeHUs, COLMAIBHOW 3aIluThl U
COLIMAJILHOTO OOCIyXHBaHUs, B cdepe IeTCKO-IOHOIIECKOIO CIOPTa, KYJIbTYpPhl H
UCKyCCTBAa C Y4YacTHEM HECOBEPIIEHHOJETHUX» TpynoBoro koxaekca Poccuiickoin
denepanuu.
1.6. CexpeTapb NOJUUHSIETCS HEMTOCPEACTBEHHO TUPEKTOPY 0011e00pa30BaTeIbHON OpraHU3aIiu.
1.7. B cBoe€ii A€SITENIBHOCTH CEKpeTapb pyKoBoJcTByeTcss KoHcTuTynmen u 3akonamu Poccuiickoit
Oenepauny, ykasamu lIpesunenra, pemenusmu IlpaBurensctBa Poccuiickonn ®Penepauvu U
OpraHoB ympaBjieHus oOpa3oBaHMsI BCEX YPOBHEH IO BOIPOCaM, KacaloLIUMCS €ro TpyAOBOM
NesITebHOCTH, TPYIOBBIM JOIOBOPOM MEXJy paOOTHHKOM M pyKoBoauTeseM. Takxke, cekpeTrapb
JTUPEKTOPA PYKOBOJCTBYETCS:
*  QJAMHMHHUCTPATUBHBIM, TPYIOBBIM U XO3SMCTBEHHBIM 3aKOHOJATENLCTBOM Poccuiickon
®denepanuu;
CIT 2.4.3648-20 «CaHMTapHO-3IUIEMHOJIOTMYECKHEe TpeOOBaHUS K OpraHU3alusM
BOCMHTAHUS U 00y4EHUs, OTJbIXA U 03/I0OPOBJICHUS JE€TEH U MOJIOICKIY;

»  ®denepanpabiM 3akoHOM Ne273-D3 «O06 obpazoannu B Poccuiickoit denepanumny;

* [IOCTaHOBJCHUAMH, PpACHOPSIKEHUSAMH, IpUKAa3aMM M MHBIMH PYKOBOAAILUMHU U
HOPMAaTUBHBIMU JOKYMEHTAaMH, OTHOCSIILIUMUCS K BEJICHUIO JEeJIONPOU3BOICTBA;

* CTaHgapTaMM  YHUQUIMPOBAHHOM  CHUCTEMBl  OPraHM3aLMOHHO-PACIIOPAIUTEIbHOMN
JIOKYMEHTAI1H;

* mpaBuiamu opdorpadun U MyHKTyaIHH;

* IpaBUJIaMU pabOTHI HA KOMIIBIOTEPE U MHOM OPITEXHUKH;

* IpaBWIAMM U HOPMAMM OXPaHbl TPyJa, IPOU3BOJCTBEHHON CAHUTAPUU U MOKAPHOU
0€30I1aCHOCTH;

* KonBenuueit o npaBax peOeHKa.

*  VYcTaBOM U JIOKQIBHBIMU aKTaMH, B TOM uucie [IpaBuiiamMu BHYTpEHHEro TpyZOBOIO
pacnopsiika, IpuKa3aMHu U paclopsLDKEHUSIMU TUPEKTOPA IIKOJIBI.

1.8. CekpeTapp JOIKEH 3HATH:

*  BHJbI JOKyMEHTOB, UX Ha3HAYCHHUE;

*  BHJIbI HOMEHKJIATYp, 0011IKe TpeOoBaHMsI K HOMEHKJIAType J1e;

* IpaMMAaTUYECKHUE IPABUIIA PYCCKOIO SI3bIKA;

*  JIEHCTBYIOILKE IIPABOBbIE aKThlI, HOPMAaTUBHO-METOINYECKUE JOKYMEHTBI,
rOCy/lapCTBEHHbIE  CTAHJAPTbHI,  ONPEICNAIOIINE  MOPANOK  JTOKYMEHTALMOHHOI'O
o0ecrieueHus yrnpaBiIeHUs;

*  JICJIOBOM IIPOTOKOJI,

* MHCTPYKLUMH IO JEIONPOU3BOJACTBY U APYTUM JIOKAJIbHBIM HOPMATHBHBIM aKTaM,
YCTaHABJIMBAIOIIUM MOPSAOK pealu3aliy YIIpaBIeHUECKUX MPOLETYD;

* HCTOYHHUKH yNpaBJIeHYECKOH MH(DOpMAIH;

*  KJaccu(UKaLUIO YIIpaBlIeHYeCKOW nH(pOpMaLUH, BU/Ibl yIpaBIeHYeCKON HH(OpMAIIH;

*  KOMIUIEKC OPraHMU3allMOHHO-TEXHUYECKUX MEPONPUATUN MO MOATOTOBKE U NMPOBEICHUIO
COBEILIAHUI U IIEPETOBOPOB;

*  METOJUKY 0TOOpa UCTOUYHUKOB MH(POPMAIIHH;

*  MeTojbl 00paboTKH MH(POPMAIIUK C IPUMEHEHUEM COBPEMEHHBIX TEXHUYECKHUX CPE/ICTB
KOMMYHHUKAIIUHA U CBSI3U, BBIYUCIUTEIBHON TEXHUKH;

* HOpPMATHBHBIC MIPaBOBBIC aKTHI, HOPMAaTHBHO-METOMYECKUE JOKYMEHTHI,
TOCY/IapCTBEHHBIE ~ CTaHAAPTBHI,  ONPENENAIOMINE  THOPSJOK  JTOKYMEHTAIlMOHHOTO
oOecreyeHns ynpaBJIeHuUs;

* o0mue TpeOOBaHMS K CPOKAM HCIOJHEHHS JOKYMEHTOB M KOHTPOJBHBIM (YHKIUSIM
CITy>KOBI JOKYMEHTAIIHOHHOTO O0ECTICYCHHUS;

* OCHOBBI aJMHHUCTPATUBHOTO IpaBa M TPYJOBOTO 3aKOHOJATeNbcTBa Poccuiickoit
denepauuu;

*  OCHOBBI JOKYMEHTHOH JIMHTBUCTHUKHU;

*  OCHOBBI IPAaBWJIBHOM OpraHMU3alMU TPYyJa U METOMBI MOBBIIIEHHUS eT0 3 deKkTnBHOCTH;

*  OCHOBBI YIIPABJICHUS BPEMEHEM;

* oco0OeHHOCTH OOPMIICHHUS TUIAHUPOBINKKA (HA IEKTPOHOM M OyMakHOM HOCHUTEISX);



ocobeHHOCTH (popMUpOBaHUs 0a3 JaHHBIX B 00Pa30BATEILHOM YUPEKICHUY;

NopsI0K 0(hopMIIeHUSI JOKYMEHTOB JUIsl KOMaHIMPOBKU U OTYETHBIX JOKYMEHTOB IO
KOMaHIUPOBKaM paOOTHUKOB MIKOJIbI;

HOPSIOK PabOTHI C TOKYMEHTAMHU, CXEMbI IOKyMEHTO000pOTa;

NOpsAI0K popMUpPOBaHUS U OPOpPMIIEHUS J1€T;

NpaBuiia BeJIEHUs, MMOATOTOBKH M O(OPMIIEHHUS TPOTOKOJA M APYTHX JOKYMEHTOB,
CO3/1aBaeMbIX B IIpOLiecce MOATOTOBKU COBELAHUN IIPU AUPEKTOPE;

IIpaBUJIa BbIIaYM U UCIIOJIb30BAHUS JOKYMEHTOB U3 COPMUPOBAHHBIX JIEJI;

IIpaBuJia JAEJI0BOrO OOIEHUS, I€JI0BOIO ATUKETA;

IpaBWiIa JOKYMEHTALMOHHOTO OOECIeYeHUs1 MAEATeNbHOCTH 0011e00pa3oBaTebHOM
OpraHu3aluy;

MpaBuJIa 3alUThl KOHPUACHIIUATHHON HHPOPMAIINY;

NpaBUia OpraHU3allMd KOHTPOJS HCIOJHEHHS JOKYMEHTOB U THUIOBBIE CpPOKH
WCTIOJTHEHUSI IOKYMEHTOB;

IIpaBUJia OpPraHU3alMy NIpUeMa MOCeTUTENEH B IIKOJIE;

IIpaBUJia OJArOTOBKYU U Mepeaauu Aell B apXuB o0pa3oBaTeIbHON OpraHu3aluy;

NpaBuJIa MOIEPKAHUS M Pa3BUTHS MEKITMYHOCTHBIX OTHOIICHUIA,

NpaBUJIa MOMCAHUS M YTBEPKICHHUS JOKYMEHTOB;

npaBuiia paboThl ¢ BXOASIIUMHE, UCXOISAIIMMA U BHYTPEHHIUMH JOKYMEHTAMH,

IIpaBUJIa PEYEBOTO ITUKETA;

MpaBujia CEPBUPOBKUA YaWHOTO (KO(GEWHOT0) CTOJIa, TPUTOTOBJICHHUS W TMOJAYH TOPSIHX
HAIHUTKOB,;

IpaBUiia COTJIACOBAHUS JOKYMEHTOB IIKOJIbI (BHYTPEHHETO U BHEIIIHET0);

IIPpaBUJIa COCTABJICHHS AHATUTHUECKUX CIPABOK [0 KOHTPOJIIO UCTIOTHEHUSI IOKYyMEHTOB;
NpaBUiIa COCTABJICHUS U 0(opMIIEHUS HH()OPMAIIMOHHO-CIIPABOYHBIX, YIIPABICHIECKUX
JIOKYMEHTOB U CITy’KEOHBIX ITHCEM;

[IpaBWJia COCTaBJIEHUS OPraHU3allMOHHBIX JIOKYMEHTOB (TPUKA30B, IOJIOXKEHUMH,
WHCTPYKUUH);

NpaBUia YCTAHOBICHWS KOHTAKTa, TMOAJCPKAHUS M PAa3BUTHA MEKIMYHOCTHBIX
OTHOIIICHU;

IpaBUJIa XpaHEHHUs e, IPUKA30B, B TOM YUCIIE JOKYMEHTOB OTPAHUYEHHOIO JOCTYIIA;
NPaBOBbIE OCHOBHI  yIpaBieHHs (OCHOBBI aJIMHUHHCTPATUBHOTO, TPYIOBOTO H
IpakJaHCKOT'0 TpaBa);

IPUHIMIBI U IPaBUJIa IUTAHUPOBAHMS pabouero BpeMeHH;

HPUHIMIIBL, CIIOCOOBI HH(POPMHUPOBAHUS PAOOTHUKOB 00pa30BATEIbHOTO YUPEIKICHHUS;
PYKOBOJSIINN COCTaB LIKOJIBI U €€ N0JIpa3AeieHull;

CUCTEMBI AJIEKTPOHHOTO TOKYMEHTO000pOTa;

COBpPEMEHHbIE HH(POPMALIMOHHBIE TEXHOJIOTHH pabOThI ¢ JOKYMEHTaMH;

COCTaB OpPraHN3allMOHHOMN TEXHUKHU, €€ YCTPONUCTBO U MOPAIOK pabOThI C HEl;
cneur(uKy OCHOBHOM JesITeIbHOCTH 00111e00pa30BaTeIbHOM OpraHu3aluy;

CTaHJapThl ¥ PEKOMEHAALNHU 110 000PYI0BaHHUIO TIOMELIEHHS IPUEMHOM;

CTPYKTYPY IIKOJIBI, ITOPSIOK B3aMMOJICHCTBYSI TIOIpa3ielieHUi H CITyK0, pacrpesiesieHue
GYHKIUH MEXITY CTPYKTYPHBIMH TIOJpa3AeICHISIMU;

GyHKIMH, 321249 00111e00pa30BaTEIILHON OPraHU3AIiH, €€ CBSI3H 110 BEPTUKATU U
TOPHU30HTAIIH;

HATPABIICHUS JEATCILHOCTH IIKOJIBI M KOMIETCHIIMUA CTPYKTYPHBIX TOJpa3ielieHUul u
JOJDKHOCTHBIX JTHII,

00pa3ipl MOAMUCEN UL, UMEIOIIUX MPABO MOAMUCAHUS M YTBEPKACHUS JTOKYMEHTOB,
OTPaHUYEHUS MX 30H OTBETCTBEHHOCTH;

TeneOHHBIE KOHTAKTHI TUPEKTOPA IIKOJIBL;

TpeOOBaHUS OXPAHBI TPY/Ia, MPOU3BOJICTBEHHON CAHUTAPHH, MTOKAPHOU OE30MaCHOCTH;
TpeOOBaHUS, MPEABABIsIEMbIE K JOKYMEHTAM B COOTBETCTBHH C HOPMATHUBHBIMU aKTaMHU
Y TOCYJIaPCTBCHHBIMH CTaHIAPTaAMU;

TpeOOBaHUs, MPEABSIBIIIEMbIC K YIIPaBICHUECKON HHPOPMAIIHH;

(dhopMBI TIpeI0CTaBICHUS YIIpaBICHYECKON HH(MOpMAITUH;

GYHKIINM CaMOMEHEKMEHTA,



9TUKY JCJIOBOI'O 06H.[€HI/I$I, OTHUKCT.

1.9. Cekperapb J0JKEH YMETh:

aHAJM3UPOBATh IPUIHHBI HEBBITIOJHEHHS 33]1a4;
BECTH W UCIOJIb30BaTh B paboTe 0a3y JaHHBIX Tele(OHHBIX KOHTAKTOB JUPEKTOpA
IIKOJIBI;

BECTH CPOKOBYIO KapTOTEKY;

BECTH Y4YETHBIE DPETHCTPALMOHHBIE (POPMBI, MCHOIB30BATH MX JUIA HH(GOPMAIIMOHHOM
paboTel U pabOThl MO KOHTPOJIIO HCHOJHEHHs] pELIEHHH M NPUKa30B AUPEKTOpa
00111e00pa30BaTeIbHON OpraHNu3alny;

BHOCHTb U OTCIIEKHUBATh UH()OPMAIIMIO HA AIEKTPOHHOM W/WIH OyMa>KHOM HOCHUTETIE;
BBIOMpAaTh  ONTHUMANIbHBIE  CIOCOOBI ~ MH(GOPMHUPOBaHMUS  PAOOTHUKOB  IIKOJIBI,
oOyJaromuxcsi ©W WX pPOAUTENEeH (3aKOHHBIX TMPEACTABUTENCH), BBIMIECTOSIITNE
OpraHU3aIMH O MJIAHUPYEMBIX MEPOIPUATHIX;

BBIOMPATh ONTHUMAJIBHBIN pUTM PalbOTHI,

JOKYMEHTHPOBATh pa3HbIe ATAIIbI MPOLETypPhl OJTOTOBKH U TIPOBENICHHSI COBEIIAHUI;
HCTIOJIb30BaTh COBPEMEHHBIE cpeicTBa cOopa 1 00paboTKH KOHTPOJIBHOM HH(pOpMaI;
UCTIOJIb30BaTh COBPEMEHHBIE TEXHOJIOTHU cOopa U nepenadn HHPpopMaIum;
UCTIOJIb30BaTh CIIPABOYHBIE IPABOBbIE CUCTEMB,

MCIIOJIb30BaTh CPECTBA KOMMYHUKALIUU VI MIepelayu IOPYUSHUN TUPEKTOpa IIKOJIbL;
UCIIOJIb30BaTh CPEJCTBA KOMMYHHMKAIIMOHHOM OPITEXHUKHU JUIS MOJYyYEHHUS U Mepeadn
uHbopMaIuy;

UCTIONIb30BaTh YCTAaHOBJICHHBIE TIpaBWIa MW MOPOIEAYphl KOMMYHHMKALIMHM BHYTPH
0011eo0pa3oBaTeabHON OpraHU3aIiy;

UCIIONIb30BaTh O(UCHBIA TakeT (TEKCTOBBI peNakTop, JJIEKTPOHHbIE TaOJIMIIbI,
[IPE3EHTALINN);

obecrieunBaTh HMH(POPMAIMOHHYIO 0O€30MACHOCTh JIEATEILHOCTH 00pa30BaTeIbHOMN
OpraHu3aIuy,

oOecrnieunBaTh KOH(PUIEHIIMATIBHOCTh B PUEMHON U KaOMHETE TUPEKTOPa;

oOecrieunBaTh pabOTy MPUEMHOM JUPEKTOPA BO BPEMS €r0 OTCYTCTBHUS;

o0ecrneunBaTh COXpPaHHOCTh JIOKYMEHTOB, XpaHSIINXCS B IPUEMHON U KabuHeTe
JIIUPEKTOpa 0011e00pa30BaTEILHON OpraHN3allni;

OKa3bIBATh TIOMOIIH TUPEKTOPY IIKOJIBI B PACIIPEICIICHIH €r0 pabovyero BpeMeHH;
OTpeAeATh MIPUOPUTETHOCTD U OUEPETHOCTh BBHIIIOJIHEHUS padoT U 3¢ (HEKTUBHO
pacmpenensats padbodee Bpems;

OpraHU30BBIBATH W 00ECNEUMBATH JINYHBIE KOHTAKThl AUPEKTOpa 00pa3zoBaTeNbHOM
OpraHu3aIuiy,

OpraHU30BBIBATH MPOLIECC MOATOTOBKH K MPOBEICHUIO COBELIAHUS MIPU JUPEKTOPE;
OCYILECTBIISATH KOHTPOJIb UCTIOJIHEHUS MOPYYEHHUH TUPEeKTOpa paOOTHUKAMHU HIKOJIBI;

OCYILECTBIISATH 00PAaOOTKY U CTPYKTypUpOBaHHE HH(POPMALINY;

OCYILECTBIISATH pacreyaThIBAaHHE U KCEPOKOIIMPOBAHUE;

OCYILECTBIISATh TIPOBEPKY JTOCTOBEPHOCTH, IOJHOTHI W HEMPOTUBOPEYUBOCTH JAHHBIX,
UCKJIIOYeHHE TyOIrMpoBaHUs HHPOpPMAILIHH;

OCYILECTBIISATh PETHCTPAIINIO, HAKOIUICHUE | TIepeiady, CUCTEMaTH3UPOBAHHOE XPaHCHHE
U BblJjauy uHpopmanuu B Tpedyemoii popme;

OCYIIECTBIIATh cOOp, 00paboTKy MHGOPMAITH, HEOOXOAMMON JJI TUPEKTOPa MIKOJIbI, €€
aHaJM3 B COOTBETCTBHM C TpPeOOBAHMUSAMHU KPATKOCTH, YETKOCTH (OPMYIHUPOBOK,
CBOCBPEMECHHOCTH  IOCTYIUICHHS, TOYHOCTH U JOCTOBEPHOCTH, ONTHMAJIBHOCTH
CHUCTEMAaTH3AIlNH, HEMTPEPHIBHOCTU cOOpa u 00paboTKu;

OCYILECTBIISATH CHCTEMATU3AIUIO TIOTYYaeMbIX U MepeaBaeMbIX JTaHHbBIX;

0(OpPMIIATH KOMaHIUPOBOYHBIE TOKYMEHTHI;

OIICHUBATh PE3yJIbTAThI B PAMKAX IMOCTABJICHHBIX 3a71a4;

nepeaaBatb WHPOPMAINIO, JOKYMEHTbI M MaTepHUajbl yYaCTHUKAM COBEIIAHUS NpU
TUPEKTOPE;

nevaTaTh U peaKTHPOBATh TEKCTHI CITYKEOHBIX TOKYMEHTOB;

MOJIb30BATHCS NIEpUPEPUIHBIMU YCTPOUCTBAMH U OPTTEXHUKOIM;

MOJIb30BATHCS YHU(DUIIMPOBAHHBIMU (hOpMaMHU JOKYMEHTOB;



*  II0JIb30BAaThCS NIEKTPOHHOH IIOYTOM;

*  IIPEJOCTaBJIATH JaHHBIE B €IMHOM U YAOOHOM Ul BOCIPHUATHS (hopMarTe;

* IPUMEHATh B COOTBETCTBMM C HA3HAYEHHEM CPEACTBA OPraHMU3ALMOHHOW TEXHUKH,
KaHIEJPCKUE IPUHA/ITICKHOCTH;

*  [PUMEHATHh UH(POPMAIIMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH;

*  TPHUMEHSTH CIIOCOOBI IEIIOBOTO OOIICHUS;

* [PUHUMATH MEPHI M0 Pa3pPEIICHUIO KOH(MIUKTHBIX CHTYallnH;

* MPOW3BOJAUTH TOJTOTOBKY JeN JUIs T[epelaadyd B apXuB 00meo0pa3oBaTenbHOM
OpraHu3aluy;

* MpPOU3BOAUTH TOUCK HH(poOpManmuu B 0a3zaX MJaHHBIX, BECTH HH(OPMAIIOHHO-
CIPaBOYHYIO PabOTy Ha OCHOBE PA3JIMYHbIX KOMOMHALMN TTOMCKOBBIX ITPU3HAKOB;

* paboTaTh C MEPCOHATBLHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTtajmoramu (ManmkaMu) u
(aiinamMu, CKaHEpOM;

* paboTaTh C BXOASIIEH, HCXOIAIICH, BHYTPEHHEN JOKYMEHTAIIUEeH;

* pabotaTh ¢ uH(pOpPMAIMEH, aHAIM3UPOBATH U MPEJCTABIATH €€ B CUCTEMaTH3UPOBAHHOM
BUJIE, B BUJI€ CBOJIHBIX TOKYMEHTOB;

* paboTaTh CO BCEH COBOKYIMHOCTHIO MH(OPMAIIMOHHO-IOKYMEHTAI[MOHHBIX PECYPCOB
00pa3oBaTeNbHON OpraHU3alH;

* pa3pabaThlBaTh HOMEHKJIATYPY Ji€J LIKOJbl C YYETOM IEHCTBYIOIIMX HOPMATHUBHO-
METOJMYECKUX JOKYMEHTOB;

*  pacCTaBJIATh IPUOPHUTETHI, BBIACIATH BaXXHOE U CPOUHOE;

*  CIVIaKUBaTh KOHQIUKTHBIC U CII0KHBIE CUTYaIlMH MEKIMYHOCTHOTO OOIICHHUS;

*  CepBUpPOBATH YaiHbIN (KO(EHHbIIT) CTON BO BpeMs IPOBEAEHUS Kode-mays3;

* coOmonaTh ciayXeOHbIH ATUKET, MpaBUiia J€JI0BOT0 STUKETA U MPOTOKOJIA;

*  cO3JaBaTh UMUK CEKpETaps, COOTBETCTBYIOLIUN UMHJIXKY LIKOJIbI;

*  CO03/1aBaTh U MOJAECPKUBATH MOJIOKUTEIBbHBIA UMUK 00pa30BaTeIbHOM OpraHu3aluy;

*  CcO3/1aBaTh YCIOBUS, oOecnieunBaromye 3pQeKTUBHYI0 paboTy JUPEKTOPa;

*  COCTaBJIATh U 0OPMIIATH HOPMATUBHBIC aKThl, OPraHU3AL[IOHHBIE U METOIUYECKUE
JIOKYMEHTBI, CBOJIHbIE, OTYETHBIE, CTATUCTUUECKNE JOKYMEHTHI;

*  yHOpaBiATh KOH(PIUKTAMU;

*  YCTaHaBJIMBATh LIEJIH, ONPEAEIIATh UEPAPXUIO LIETIEH;

* YUUTBIBATh IICHUXOJIOTUYECKHE OCOOEHHOCTH JIMYHOCTHM TMPH PA3IUYHBIX BHJAX
poQeCCUOHATIEHOTO OOIIICHHS;

*  BBIOMpATh U OPOPMIIATH IUTAHUPOBILHUK;

* (dopmupoBaTh ¥ 0POPMIIATH J€a B COOTBETCTBHH C YTBEPKICHHONH HOMEHKJIATYpOH /e

0011e00pa3oBaTeIbHON OpraHU3aluy.
1.10. Cekperapp NOJDKEH 3HaTh W COOJIOATh YCTAHOBJICHHBIC MpaBWJIa U TPEOOBAHUS OXPaHBI
TpyAa ¥ TOXKapHOW O€30macHOCTH, TMpaBWia JUYHOW TUTHEHBl W THUTHMEHBl Tpylda B
00pa30BaTEILHOM YUPEKICHUH.
1.11. Cexkperapp A0JKEH NPOWTH OOyueHHE M HUMETh HAaBBIKM OKa3aHHUs MEpBOH MOMOIIU
noctpangaBmuM, cobmonate Korsenuto OOH o mpaBax peGeHka, 3HATh MOPSIOK JEHCTBUN MPHU
BO3HMKHOBEHUH I107Kapa WM UHOM Ype3BbIYaHON CUTYAllMM U 3BaKyallUU.

2. Tpynossbie pyHKUMHU

OchogHbIMU MPYOOBLIMU PYHKYUAMU CEKPemapsl A6NAI0MCA:

2.1. OpraHuzanyvoHHOE, TOKYMEHTAIMOHHOE U MH)OpPMAIIMOHHOE 0becneyeHne AeSITeabHOCTH
ITUPEKTOPA LIKOJBbIL:

2.1.1. Oka3aHue IOMOIIY TUPEKTOPY B IUIAHUPOBAHUU PabOUYEro BpEMEHH.

2.1.2. IlmanupoBanue paboyero aHs ceKpeTaps.

2.1.3. Opranuzanus Tene(oHHbIX IEPEroBOPOB IUPEKTOpa 00111e00pa30BaTENbHON OpraHNu3aIiH.
2.1.4. Opranuzanus pabOThI ¢ TOCETUTEIISIMU B IPUEMHOM TUPEKTOPA.

2.1.5. Opranusanus MoAroTOBKM MEPONPUATHI € yyacTHeM JTUPEKTOpa.

2.1.6. OpraHu3zanusi UCIOJIHEHUS PELIEHUH U OCYIIECTBICHUE KOHTPOJIS UCIIOIHEHUS OPYyUYEHUN
JTUPEKTODA.

2.1.7. Opranuzanus U nojaiepkanue (PyHKIMOHAIHLHOTO pabodero MpoCTpaHCTBA MPUEMHON U
KaOMHeTa TUpEeKTopa.




2.1.8. CocraBienue u 0pOpMIICHHE YIIPABIEHYECKON TOKYMEHTALIUH.

2.1.9. Opranuzanus pabOThI ¢ JOKyMEHTAMHU B IPUEMHOMN JUPEKTOPA IITKOJIBI.

2.1.10. Opranuzanus XpaHeHUsI JOKyMEHTOB.

2.1.11. OGecrnieuenue qupeKTopa 001Ie00pa3oBaTeIbHON OpraHu3auu HHhopMaIuei.
2.1.12. Opranuzanust ”HQOPMAIIMOHHOTO B3aUMOJICHCTBUS JUPEKTOPA C PAOOTHUKAMH.
2.1.13. Opranuzanus KOMaHIUPOBOK JUPEKTOPA U COTPYIHUKOB.

3. Jo:xHOCTHBIE 00SI3aHHOCTH CeKpeTaps

aMKax T OBOM HKITMKW OKasaHWs INOMOIIU JHUPEKTO IITKOJbI B IINTAHUPOBAHUH

paboyero BpEMEHU:

32.B

33.B

34.B

UHPOPMHPYET AUPEKTOpa 00pa30BaTENbHON OpraHU3alMd O PErJIaMEHTE HaMEUeHHBIX
BCTpEY, COBEIIAHWW W 3aCEeaHMid, MeAarorHyecKuX COBETOB, OOMICIIKOJIBHBIX M HMHBIX
MEpPOIPHUATHH;

NpeayNpexaaeT 0 MPUOIIKEHIH BPEMEHH HAMEUYCHHBIX MEPOTPHUSTHIA, COTIIACOBBIBACT
BpPEMEHHbIE TUIAHbI;

COTJIACOBBIBACT  Tele(OHHBIE TIEPErOBOPBHI €  TPEACTABUTEISIMH  BBIIICCTOSIINX
OpraHu3aIMii, C TONEUYUTENIMH, PYKOBOIUTENSIMI UHBIX 00pa30BaTEIbHBIX YUPEKIACHUNH;
COTJIACOBBIBACT BCTPEYH M MEPOIPHATUS C COTPYAHUKAMH IIKOJIBI M MPO(COI3HBIM
KOMHTETOM, C pOJUTEISIMH M  POAUTEIBCKAM  KOMHUTETOM, PYKOBOAMTEISIMU
METOAMYECKIX OOBETUHEHNUH, C COBETOM YYAI[MXCS U MHBIMH COBETaMHU M KOMHUTETaMHU
00111e00pa30BaTeIbHON OpraHNu3alny;

dbopMEpyeT pe3epB BpEMEHH ISl HETIPEIBUACHHBIX CHTYaIlNH;

BHOCHUT MH(OPMAIUIO B IJIAHUPOBIIUK (OpraHaizep).

aMKax 0BOM (DYHKIIMY NIAaHUPOBAHUS PabOYero aHS ceKpeTapsi:
COTJIACOBBIBACT IIAHBI C IJIAHAMU U CPOKaMH paboThl AUpEKTOpa o011e00pa3oBaTeabHON
OpraHu3aIy;

pacnpezenser padbouee BpeMs (Ha JI€Hb, HEICTIO, TIEPCIIEKTUBY );
MIEPEHOCHUT HEBBITIONHEHHBIC 3aIJIAHUPOBAHHBIC 33Ja4H;
BBITIOJTHSIET TUITMYHBIC €)KEIHECBHBIC JIeTIa;
BBIOMpAaET U 0QPOPMIISCT TUTAHUPOBIIUK CEKPETaps;
BEJIET THEBHUK (HA 3JIEKTPOHHOM | /UIH OyMakHOM HOCHUTEIIE).
aMKax TPYIOBOW (QYHKIIMK OpraHu3alny TeaehOHHbBIX IEPErOBOPOB TUPEKTOPA:

BeZIeT 06a3y TeneOHHBIX KOHTAKTOB PYKOBOIUTENS IIKOJIBI;
COEIIMHAET AUPEKTOpa 00pa30BaTENbHON OPraHU3alMK ¢ KOHKPETHBIMU A0OHEHTAMU;
PETUCTPHUPYET NOCTYIAIOIINE B IPUEMHYIO TeJIe(OHHBIEC 3BOHKH;
HepeHanpasiseT OTAeIbHbIE Tele(OHHbIE 3BOHKH 3aMECTUTENSIM TUPEKTOPa;
nojy4yaeT HeoOXOaUMYI0 HH(POPMAIIHIO U TIepeIaeT CAHKIIMOHUPOBAHHYIO HUH(OPMAIIHIO
o Tenedony;
YCTaHABJIMBAET KOHTAKT C COOECEIHUKOM, MOJACP)KUBACT U PAa3BUBACT JICIIOBYIO Oecemy
B IIporiecce TeaeQOHHBIX IEPErOBOPOB.

aMKax OBOM ()YHKIIMU OpPraHU3alyy Pa0OThI C IIOCETUTENIIMU B IPUEMHOM TMPEKTOpa:
OpraHU30BBIBACT JIMYHBINA IPUEM TIOCETUTENICH TUPEKTOPOM IIIKOJIBI;
yCTaHABJIMBACT TIOPSIOK MPHEMa JJISl pa3IMIHBIX KATErOpHIA IOCETHTENEH;
BEJICT JKypHAJI TIPEIBAPUTEIBHON 3aMMCH Ha MIPHEM, KypHaJl MOCEUICHUH, PETUCTPUPYET
IMOCETHUTEJIEH;
COJICMCTBYET ONEPAaTUBHOMY PAaCCMOTPEHHUIO KalloOd, TPOCh0 U MpeaIOKEHUIN
COTPYAHHUKOB  00meo0pa3oBaTeNbHOM  OpraHu3alMM,  poauTeneil  (3aKOHHBIX
MIpEICTaBUTEINCH ) 00YUaIOIIUXCSl, UHBIX MIOCETUTENECH;
OCYILECTBIISICT PUEM JIMYHBIX 3asBICHUI COTPYAHUKOB, 00yUaromuXcs U UX poauTenen
(3aKOHHBIX NPEACTABUTENEH);
OpPraHU30BBIBAET MPUEM MPEJCTABUTENICH OpraHu3alfi, SBISIOUIMXCS IIe(aMu MIKOJIbI,
YJICHOB IONIEYUTENILCKOTO COBETA, MapTHEPOB 00pa30oBaTeIbHOM OpraHu3alnuu 1 T.1.;
CepBHUpYeT YailHbIi (KOQeiHbIN) cToN B KaOWHETe TUPEKTOPa;
NPUHUMAET MEpHl MO COXPAHEHUIO KOH(QUACHIMATbHONW HMH(pOpMAIMK B XOJA€ NpHEMa
IOCeTUTENeH M WX HAXOXIEHHWs B TPUEMHOM U  KaOuHeTe  JIUpeKTopa
0011e00pa30BaTeIbHON OpraHnu3aIUH.



aMKax T OBOM HKITMW OPTaHWU3aIUHU TOJATOTOBKH MEPOIPHUATHH ¢ YIACTHEM

AUPCKTOpaA:

UHPOPMHUPYET paOOTHUKOB O HAMEYAIOUIEMCS COBEIIAHWH, IIeJICOBETE, HWHOM
MEPOIPUATHH;

NOJATrOTaBIMBAaeT U BbIBEIIMBACT Ha WH(POPMALMOHHBIM CTEHJ TIOBECTKY JHA
MEPOIPHUATHS C YHaCTHEM JUPEKTOPA;

IIOMOTaeT B IIOATOTOBKE JOKJIAAa IUPEKTOPA IIKOJIbI, IPE3CHTALIMOHHBIX MAaTEPUAIIOB;
pacchlIaeT MpUIJIAIIEHUS JIMIAM, IPUTJIAIIEHHBIM Ha OOLIEIIKOJIbHOE MEPONIPHSITHE.
aMKax OBOW (DYHKIIMM OPraHM3alMK UCIOIHEHWS PEIIEHUM, OCYIIECTBICHUS

KOHTPOJIA UCITOJHCHUA HO[!y‘IGHI/II\/’I JAUPCKTOpaA:

JOKYMEHTaJIbHO 0(h)OPMIISIET PELICHUS AUPEKTOPA MIKOJIbI (IPHKa3bl);

JIOBOJUT /10 CBEJCHUS paOOTHUKOB 00111€00pa30BaTENbHOTO YUPEXKIECHUS TPUKA3bl U
pacnopsLKEHUsT JUPEKTOPA;

KOOPAMHUPYET JEATEIBHOCTD 110 UCTIOJTHEHHUIO PELICHUH JUPEKTOPA;

BEJIET CPOKOBBIN TEKYIUN U MIPEAYIPEAUTEIBHBIA KOHTPOJIb;

IIPOBEPSIET UCIIOJIHEHUE NIOPYUYEHUI IUPEKTOPA B YCTAHOBIIEHHBIN CPOK;
NPEIYyIPexTaeT COTPYIHUKOB 00 UCTEUCHUN CPOKA HCIIONHEHUS TOPYUYCHUN TUPEKTOPa;
(bUKCHpYET UCTIOIHEHHE NTOPYUCHUH;

COCTaBJISIET OTYETHI M AHAJTUTUYECKUE CIIPABKU O BBIIIOJHEHUH IOPYUYCHUN U PEILICHUI
JTUpPEKTOpa 00111e00pa30BaTeNIbHON OpraHn3alNH.

aMKax_TpyJAoBOW (GYHKIIMM OpraHu3alldy YU HojiepxaHus QyHKIHOHAIBHOTO paboyero

IIPOCTPAHCTBA NPUEMHON U KaOWHETa AUPEKTOpa:

38.B

39.B

OpraHU30BbIBAET IPUEMHYIO TUPEKTOPA B COOTBETCTBUH C TPEOOBAHUSMU SPTOHOMUKH U
KYJIBTYPBI TPY1a;
OCYILIECTBIISIET KOHTPOJIb 00ECICUEHUs AUPEKTOPA KAHLIEISIPCKUMH PUHAICKHOCTIMH,
CPEeICTBaMU OPTaHU3ALMIOHHON TEXHUKHU;
yXa)KMBaeT 32 KOMHATHBIMH PACTEHUSIMH B IPUEMHON M KaOMHETE AUPEKTOPA.

aMKax 0BOM (DYHKIIMU cocTaBIeHUS U 0QOPMIICHHUS YIIPABIEHYECKONW TOKYMEHTAINU:

COCTaBJIACT POEKTHI PACTIOPATUTEIBHBIX (IIPUKA3bI, PACTIOPSHKEHHUS) M MH(OPMAIIHOHHO-
CIPaBOYHBIX JIOKYMEHTOB (CIIy>K€OHBIE MHCHbMa, CIPaBKH, JOKIAIHBIE U CITy>KEOHBIC
3aIKCKN);
COCTaBJISIET PA3IMYHBIE MUCHbMA, 3alPOCHI, TOTOBUT OTBETHl aBTOpaM OOpAaIIEHUH 10
HOPYYCHHUIO JUPEKTOPA LIKOJIBI;
reyaTaeT CiIy>KeOHbIe JOKYMEHTHI M JPyTue MaTepUabl;
Pa3sMHOXKAET CIy>KEOHbIE JOKYMEHTHI;
KOHTPOJHMPYET MPOXOXKICHHE IOKYMEHTOB B 00IIe00pa30BaTeNIbHOW OpraHU3aluu
(cornacoBaHue, MOANUCAHUE U YTBEPKACHUE TOKYMEHTA).

aMKax OBO# ()YHKIIMM OpraHU3alny paboThl C TOKYMEHTAMU B IPUEMHOI:
MOJy4aeT, MPeaBapUTEeIbHO PAaCCMaTPUBAET M COPTUPYET AOKYMEHTHI, MOCTYMAIONINe B
NPUEMHYIO TUPEKTOpa 00pa30BaTEIbHOTO yUPEXKIACHNUS;
MOJTOTAaBIUBACT JOKYMEHTHI JUISI PACCMOTPEHUS AUPEKTOPOM;
BEJICT yUEeT JOKYMEHTOB, IMOCTYMAIONINX HA UM JTUPEKTOPA IIKOJIBL;
B COOTBETCTBUHM C YKa3aHUSIMH JHUPEKTOpa OPraHM30BBIBAET Ieperady JIOKYMEHTOB
UCTIOTHUTENSAM (KOHKPETHBIM COTPYIHHMKaM) JJIsl MCIOJb30BAaHHUS B TIpoliecce padOTHI
7100 VTSt TOATOTOBKH OTBETOB;
COCTaBJISIET M MIPEAOCTABIISAET B YCTAHOBJICHHBIE CPOKH B OPTaH YIpaBICHHUS 00pa30BaHUS
CIHMCKHM BCEX KJIacCOB (KOHTHMHTEHTa OOpa30BaTEeNbHON OpraHW3aluu) U CIIMCOK BCEX
npenoaaBaTenel Kax0ro y4eOHOTo roja;
ONEpPaTUBHO BHOCHUT TEKyIIME W3MEHEHHMS B COCTaB KOHTHMHIEHTA YYalHXcCs,
He1arornYeckux 1 Ipyrux paboTHUKOB 0011e00pa30BaTeIbHON OpraHu3aIiig;
oopmisier nUYHBIE Nena JAeTel, MPUHATHIX Ha OOydeHHe B 00I1e00pa3oBaTENbHYIO
OpraHu3aIHIo;
BeZIeT ayi(haBUTHBIH JKypHAI BCEX yUaIIuXcs;
co3laeT W BeneT 0a3zy JaHHBIX JOKYMEHTOB, MPOBOIUT HH(OPMAIMOHHO-CIPABOYHYIO
paborty;
KOHTPOJHMPYET HWCIOJHEHHWE NOKYMEHTOB W IOPYYEHHH IUPEKTOpa 00pa3oBaTEIbHOM



OpTraHM3aIiH.
3.10. B pamkax OBOM ()YHKIIMY OpraHU3alNU XPaHEHNS JTOKYMEHTOB:
*  KOPPEKTHPYET HOMEHKJIATYPHI €T CEKpeTaps U TUPEKTOpa IIKOJbI;
*  QopmupyeT u 0pOpMIISIET JIeNIa MOCTOSHHOTO, TOJTOBPEMEHHOTO CPOKOB XPAHCHUS;
* TMOATOTaBIIMBAET U MepeacT Jesa B apXuB 0011e00pa30BaTeIbHON OpraHU3aIiu.
3.11. B pamkax tpynoBoii pyHkInMK obecneyeHns TUPEeKTopa MKOIbl HHGOPMAIUE:
e cobmpaer W nmepepabaTeiBaeT HMHGDOpPMAIHMIO, HEOOXOAUMYIO JIISl  NPUHSITHS
000CHOBAaHHBIX YIPaBIEHUYECKUX PEIICHU;
*  MpoBepseT JOCTOBEPHOCTb, MOJHOTY U HEMPOTHBOPEUYUBOCTh JAHHBIX, UCKITIOYAET
nyonupoBaHue HHMOpPMAIUH;
*  MPEeAOCTaBISICT JAaHHBIC B €IMHOM U YJOOHOM JUJIsl BOCHIpHSITHS popmare;
*  BBIABISICT HanboJyiee 3HAYUMBIC KPUTEPUU CUCTEMATH3AIMN HHPOPMAIMH IS CO3/IaHuUs
0a3 JaHHBIX;
* (¢dopMHpYyET U UCTIOJIB3YET 0a3y JaHHBIX B 00111€00pa30BaTEIHLHON OPTaHU3AIUH.
3.12. B _pamkax__ TpynoBou HKIIMWA __OpraHu3aiuy__MHGOPMAIIMOHHOTO B3aMMOICHCTBHS
IMPEKTOPa ¢ PAOOTHUKAMM:
* wuHpOpMEpYET paOOTHUKOB 00pa30BATEIIFHON OpraHU3alliy O PEHICHUSX JUPEKTOPA,
COBCIIAHUAX U 3aCEIaHUSX, IEJAarOTUYECKUX COBETaX U MHBIX MEPONPUATHUSX;
*  3HAKOMHWT PAOOTHHUKOB IO TIOJITUCH C COOTBETCTBYIOIIMMH JJOKYyMEHTAMHU;
* OpraHu3oBbIBaeT oOMeH HH(pOpMalueld MEeXIy 3aMECTUTEISIMU TUPEKTOPa U UHBIMU
JOJKHOCTHBIMU JIMLIAMH 00111e00pa3oBaTeIbHON OpraHU3aliHg;
*  OMNOBEIaeT paOOTHUKOB O MPEACTOSIINX MEPONPUATHUSX;
*  BBI3BIBAET COTPYJHUKOB M O0YYAIOMIMXCS MO MOPYUEHHUIO TUPEKTOPA;
* uHpopmupyeT nupekTopa 00 0OpalleHUsSX COTPYAHHKOB MO pabOYUM M JIMYHBIM

BOTIPOCaM;
*  uHPOPMHUPYET TUPEKTOpa 00 OOpalIeHHsIX 00yJarouuXxcs, UX pOAUTENIeH (3aKOHHBIX
npeacTaBUTeNEeH ).
3.13. B pamkax OBOM ()YHKIIMY OpraHr3alui KOMaHIUPOBOK:

*  MOJrOTABJIMBACT MPOEKT MPHUKaA3a O CIIy>KEOHON KOMaHAUPOBKE;
* BBINHUCHIBAET KOMAaHAMPOBOYHOE  YJOCTOBEPEHHE M  PErHCTPUPYET €ro IpHu
HEOOXOIMMOCTH;

*  MOJrOTaBJIMBACT JOKYMEHTHI K MOE3KE;

*  YTOUHSET JaTy, NOJDKHOCTH, ()aMIJIH B IIPOTPaMMe KOMaHIUPOBKH.
3.14. BoinonHseT pa3aUyHbIE OMNEpalMM C WCHOJIb30BAHWEM KOMIBIOTEPHONW TEXHUKH IO
MporpaMMam, peaHa3HaueHHbIM JJ1s coopa, 00paboTKU U MpeaoCTaBICHUS HHPOPMAIIIH.
3.15. Ilpn ucnonab30BaHUU IEKTPOHHOIO OOOPYJIOBaHUS, B TOM YHUCIIE€ KJIABHATYpPbl U MBbIIIH,
©XKEJHEBHO AE3MH(UIMPYET MX B COOTBETCTBHUHM C PEKOMEHIALMAMHU IPOU3BOAUTENS JHOO C
UCIIOJIb30BAaHUEM PAcTBOPOB WM cal(eTOK Ha CIIUPTOBOI OCHOBE, cojaepxkamux He meHee 70%
crupra.
3.16. ColGumroiaeT nmpaBuiia UCHOJIb30BaHUs ceT MHTepHeT.
3.17. OGecnieunBaeT 3alIUTy MpaB U CBOOOJ] yyalluxcs, poauTeneil (3aKOHHBIX MpeCTaBUTeNeH),
PabOTHUKOB HIKOJIBI ITPH 00pabOTKe MEPCOHATBHBIX JIaHHBIX.
3.18. Ctporo cobutoaeT KOH(GUASHIMATBHOCTh IEPCOHANBHBIX JAHHBIX U TPEOOBaHUS 10 3aILUTE
1 0€30I1aCHOCTH NMEPCOHAIBHBIX JaHHBIX MPU X 00pabOTKe, HEJOIMYIIEHUE UX PacHpOCTPAaHEHUS
6e3 cornacusi Cy0ObeKTa NepCOHANBHBIX JAHHBIX MM HATUYHS JPYTOro 3aKOHHOTO OCHOBaHMS.
3.19. CoOmromaer KyJabTypy M 3THUKY OOLIEHMS C MEPCOHAIOM OO0pPa30BaTENBbHOIO YUPEXAEHUs,
00y4aroIUMUC ¥ POAUTEISAMH (3aKOHHBIMU NPEJCTABUTEINSAMU ), IOCETUTEISIMU.
3.20. Ctporo coOmoaeT mpaBa u cBOOOABI JeTel, comepkamuecs B PenepaabHoM 3akoHEe «O0
obpazoBanuu B Poccuiickoit ®enepaunn» u Kouennuu OOH o mpaBax peOeHka, sBIseTCS
IPUMEPOM TSI IIKOJIBHUKOB.
3.21. Uudopmupyer nupekropa, a HpU €ro OTCYTCTBUM — JAEKYPHOTO aJAMHUHHUCTpPATOpa O
HECUYaCTHOM ciyyae, MPUHUMAeT MEphl M0 OKa3aHMIO MEpPBOI MOMOILM MOCTPaiaBIIUM, BBI30BE
CKOpPOM MEIMIIMHCKOUN TTOMOILIH.
3.22. Ocy1ecTBIIsIeT CBOIO JESATEIbHOCTh Ha BEICOKOM MPO(ECCHOHATEHOM YPOBHE.
3.23. ObecnieunBaeT coOII0IEHNE YUCTOTHI U MOPsIKa HAa CBOEM paboueM MecTe.
3.24. IlpoxomauT B YCTAaHOBJIEHHOM 3aKOHOJATEIbCTBOM Poccuiickoit @Denepanuu MopsKe



o0yuyeHHe W MPOBEPKY 3HAHWM M HABBIKOB B OOJIACTH OXpaHbl TPYAd, MHCTPYKTaXKU IO OXpaHe
Tpy/a ¥ TIOKapHOH OE€30MacHOCTH.

3.25. Cekperapp cobmogaer YcraB u [IpaBuna BHYTPEeHHEro TPYJAOBOIO pacrlopsaka
00pa30BaTENFHOTO YUPEKACHUS, KOJUIEKTUBHBIN U TPYIOBOIl TIOTOBOP, @ TAKIKE JIOKAIbHBIC aKThl U
NPUKa3bl PyKOBOJIUTEIS.

3.26. CobOmromaer mpaBuia OXpaHbl TPyAa, TMOXKAPHOW M AJIEKTPOOE30MaACHOCTH, CAHUTAPHO-
TMTHEeHUYEeCKHe HOPMBI M TpeOOBaHUS, TPYJIOBYIO IUCLUUIUIMHY Ha paboyeM MeCTe M PeXUM
paboThl, yCTaHOBJICHHBIHN B 00111€00pa30BaTEIbHON OpraHu3allu.

3.27. Ileppoauuecku MPOXOJUT OecIUIaTHble MEIUIMHCKHE OO0CIeOBaHUs, IOBBIIIAET CBOIO
npo(heCcCUOHATIBHYI0 KOMIIETEHLINIO.

3.28. Cexkperapio 3ampemiaercs HCIOJb30BaTh HEHUCHPAaBHYIO MeOelb, 3JEKTpooOOpyI0BaHHUE,
ANEKTPONPUOOPHI, KOMITBIOTEPHYIO W MHYIO OPITEXHUKY WM 000pyAOBaHHE U MeOelb ¢ SIBHBIMHU
NpU3HAKAMU TOBPEXKICHUS, KypUTh B IOMELICHUAX M Ha TEPPUTOPUHU 00Ie00pa3oBaTeNIbHON
OpTaHU3aIHH.

4. IIpaBa

CekpeTapb IMPEKTOPA UMEET MPABO:

4.1. IlonyyaTts uH(OpMALINIO, B TOM YKCJIE U KOHPHUACHIUATbHYIO, B 00beMe, HEOOXOAUMOM st
PEIICHUS IMOCTABJICHHBIX 3a1a4.

4.2. 3ampammBaTh JHYHO WIH TI0 MOPYUYEHHUIO TUPEKTOpa OT pabOTHUKOB 00Ie00pa3oBaTeIbHON
OpraHu3ali MHPOPMAIMI0 U JOKYMEHTHI, HEOOXOIUMBIEC NJISl BBIMOJIHEHHUS €r0 JOKHOCTHBIX
00s13aHHOCTEH.

4.3. TpeboBaTh OT aJAMUHUCTPAIMU IIKOJIBI CO3JAHHS ONTUMAIILHBIX YCIOBHU JIJIsl BHITIOJHEHHUS
CIIyKeOHBbIX OOS3aHHOCTEH M COXPAaHHOCTU BCEX TOKYMEHTOB, OOpa3yIOIIUXCS B pe3yJbTaTe
NESITEIbHOCTH CEeKpeTaps.

4.4. IlpuHuMaTh peleHus B Ipeaeiax cBOeH KOMIIETEHLIUN.

4.5. Ha wmaTepuambHO-TEXHHUYECKHE YCIOBUSA, TpeOyeMble JUIsl BBIOJHEHHS JOJKHOCTHBIX
o0s3aHHOCTE  cekpeTaps, Ha  oOecredeHne  pabouyero  MecTta,  COOTBETCTBYIOIIETO
roCy/apCTBEHHBIM HOPMAaTUBHBIM TPEOOBaHUSAM OXpaHbl TPyAa U IOKAapHOW OE30MacHOCTH, a
TaKXKe yCIOBUAM, MPEAYCMOTPEHHBIM KOJIEKTUBHBIM JOTOBOPOM.

4.6. 3HaKOMHTBCSI C MPOCKTAMHU PEIICHUH JAUPEKTOpPa, OTHOCAIIUXCS K €ro MpogecCHOHATBHON
JEeSITeTBHOCTH, C JKaT00aMu U IPYTUMHU JOKYMEHTaMH, COJEPKAIUMH OIICHKY €ro paboThl, 1aBaTh
110 HUM OOBSCHEHUS.

4.7. IlpenocTaBisTh TUPEKTOPY Ha PACCMOTPEHHUE MPEIUIOKEHUS IO YJIYUIIECHHUIO JIESTEIbHOCTH
0o0pa3oBaTeNbHOM OpraHu3allMd M YCOBEPIIEHCTBOBAHUIO CIIOCOOOB pPaldOTHI IO BOMIpOCam,
OTHOCSIIIIMMCS K KOMIIETEHIIUU CEKpeTapsl.

4.8. VYyactBoBaTh B paboTe OpPraHOB CaMOYIIPABJICHUS JIOMIKOJIbHBIM 0Opa30BaTEIbHBIM
yupexaeHueM, B pabore o0mero coopanust pabOTHUKOB, B 00CYKJICHUH BOIPOCOB, KACAIOIIMXCS
UCIIOJTHSEMBIX CEKPETapeM J0JKHOCTHBIX 00s13aHHOCTEH.

49. Ha MopanbHOE M MaTepHaJbHOE IOOIIPEHHE, HarpaXAEHUs IO pe3yJibTaTamM
npoecCHOHaIbHOW  JEATENIbHOCTH, HA  COLMaJbHBbIE  TapaHTHH,  IPEeIyCMOTPEHHbIE
3aKkoHoarenscTBoM Pocculickon denepanuu.

4.10. Ha 3ammuty cBoed mpodeccHOHaIbHON 4YecTH M JIOCTOMHCTBA. Ha KOoH(UAEHIHAIBHOCTH
CIly’)keOHOTO ~ paccieOBaHUs, KpPOME CJIy4aeB, IPEIyCMOTPEHHBIX  3aKOHOJATEIHCTBOM
Poccuiickoit @enepanumu.

4.11. 3amumars CBOM WHTEPECHI CAMOCTOSTEIILHO W/WIM 4Yepe3 MPEACTABUTENs, B TOM YHCIEC
aJiBoKaTa, B Cilyyae AWCUUIUIMHAPHOTO WIIM CIIY>)KEOHOTO paccieNoBaHMs, KOTOPOE CBS3aHO C
HaApyIICHUEM CEKpeTapeM HOpPM Mpo(hecCHOHAIBHON ITHKH.

4.12. Cekpetapb 1upeKTOpa LIKOJbl UMEET UHBIE MpaBa, pexycMoTpeHHble TpynoBbim Konekcom
Poccuiickoit ®Denepanuu, YcraBoMm, KosmekTuBHBIM 10roBOpoM, I[IpaBuiiamMu BHYTpEeHHETO
TPYAOBOTO pacropsiiKa 001meo0pa3oBaTeIbHON OpraHU3aIHH.

5. OTBETCTBEHHOCTD
5.1. B mpeycMOTpPEHHOM 3aKOHO0JIaTeNbcTBOM Poccuiickoii Desepalinu mopsake ceKpeTapb HECeT
OTBCTCTBECHHOCTD.

* 33 HEMPaBOMEPHOE HCITOJIb30BAHUE MPEIOCTABICHHBIX JIOJDKHOCTHON WHCTPYKITUEH MpaB




Y TIOJTHOMOYMH, a TaKXe MCII0JIb30BAHNUE UX B JINYHBIX LIETIAX;

* 3a pasmameHue KOHQUACHIMATbHOW HH(OpManUM, TMOIy4eHHOW B pe3yJbTare
BBITIOJTHEHUS JIOJDKHOCTHBIX O0SI3aHHOCTEH, MEPCOHANbHBIX JIaHHBIX COTPYIHUKOB,
o0yyaromuxcs U UX poauTeseil (3aKOHHBIX Mpe/ICTaBUTeNeH);

* 3a JIOCTOBEPHOCTh IPEJOCTaBIAEMON HH(OpPMALMK AUPEKTOPY, €€ CBOEBPEMEHHYIO
MOJITOTOBKY;

* 33 HEOKA3aHHWE WIM HECBOCBPEMEHHOE OKA3aHHME IIEPBOM MOMOIIM IOCTPajaBIIEMy, HE
CBOEBPEMEHHOE M3BELICHUE NI CKPBITHE OT AUPEKTOPA IIKOJIbI HECYACTHOTO CIIy4as;

* 32 HecoOJI0ZIeHne MHCTPYKLUI 10 OXpaHe TPpyAa U MOoKapHOH 0e30MacHOCTH;

* 32 HapyLIEHHWE MOpsAJIKA NEHCTBUM B CIIy4ae BO3HMKHOBEHMS YPE3BBIYAHHON CUTyallUd U
IBaKyaluy B 001IC00pa30BATEIBLHOM YUPEKICHUH.

5.2. 3a HeHUCNOJHEHME WM HapylleHHe Oe3 YBa)KUTENIbHBIX HPUYMH CBOUX OOSI3aHHOCTEH,
YCTaHOBJICHHBIX JOJDKHOCTHOM MHCTPYKLMEH CeKperaps IIKOibl, YcraBa u [IpaBuwil BHyTpeHHEro
TPYAOBOIO pacCIHOpsiiKa, 3aKOHHBIX DPACIOPSDKEHUM PYKOBOAMTENS W HHBIX  JIOKAJBHBIX
HOPMATUBHBIX aKTOB, Pa0OTHHK IMOJBEPraeTcs AUCHUILIIMHAPHOMY B3BICKAHUIO COTJIACHO CTaThe
192 Tpynosoro Kogekca Poccuiickoiti ®enepanuu. 3a rpyboe HapylleHHE TpPYAOBBIX
00s13aHHOCTEH B KauecTBE JUCHMUILTMHAPHOTO HaKa3aHUs MOKET ObITh IPUMEHEHO YBOJIbHEHUE.

5.3. 3a wucnonb3oBaHUe, B TOM 4YHCIE OJHOKPAaTHO, METOAOB BOCIMTaHMS, BKIFOYAIOMIMX
¢u3nueckoe M (MIM) MCHUXOJIOIMYECKOe HAcHIMe HaJl JMYHOCThIO OOYydaloIIerocs, a Takxke 3a

COBEpILIEHHE HHOTO aMOPaJIbHOTO MPOCTYIKA CEKPETaph MOXKET ObITH OCBOOOXKAEH OT 3aHUMAEMOM
nokHocTH cornacHo TpynmoBomy Kogmekcy Poccuiickoit denepanuu. YBOJbHEHHE 32 JaHHBIN
HPOCTYNOK HE SIBJIIETCS] MEPOHM TUCIMITIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmroseHue TpaBWI W TPeOOBaHWI OXpaHBl TpyAa U TMOXKApHOW O€301MacHOCTH,
CaHUTaPHO-TUTMEHUYECKUX MpaBWJI U HOPM CEKpeTaph IpPUBICKAeTcd K aJMHHUCTPATHBHOMN
OTBCTCTBCHHOCTHU B MOpAAKE u B ClIyvasx, npeaAyCMOTPCHHBIX AIMHUHUCTPATUBHBIM
3akoHoJaTenbcTBOM Poccuiickoit denepanuu.

5.5. 3a mpaBoHapyIIeHNs, COBEPILIECHHBIE B MPOIECCE OCYIIECTBICHUS TPYIOBBIX (YHKIMHA HECeT
OTBETCTBEHHOCTb B IpeJieNiaX, ONPEAeICHHbIX aMUHUCTPATUBHBIM, YTOJIOBHBIM U I'Pa)JIaHCKUM
3aKkoHoarenscTBoM Pocculickont denepanuu.

6. BzanumooTHomiennsi. CBAA34 M0 J0LKHOCTH

6.1. CekpeTraph BBINOJHAET pabOTy COTJIACHO TpaduKy, COCTaBICHHOMY ¢ ydeToM 40-dacoBoit
paboueli HeJeH, U YTBEPKIACHHOMY JTUPEKTOPOM 00111€00pa30BaTEIbHOM OPTaHU3aIUH.

6.2. Cekperapb CaMOCTOSITEIBHO IUIAHUPYET CBOIO JEATENBbHOCTh. [lman paboThl cexperaps
COTJIACOBBIBAETCS HETIOCPEJCTBEHHO € JUPEKTOPOM.

6.3. [Toy4aer oT qUPEKTOpa IKOJIBI HHPOPMAIIMIO HOPMATUBHO-IIPABOBOI'O XapaKTepa.

6.4. OOmenuBaercs WHPOPMAIMEH TO BOMPOCAM, OTHOCSIIMMCS K €ro JAesITeIbHOCTH, C
aQIMUHHUCTpAIIME W COTPYAHMKAMH IIKOJIbI, WH(MOPMUPYET HX O pEHICHHSIX AUPEKTOpa,
COBEILAHUSAX U 3aCElaHUX, IEJaTOTMYECKUX COBETAaX U UHBIX MEPOMPUSITHUSX.

6.5. BoBpems cooOmiaetr ampekTopy 00 wuHGOpMAIMK, MpUKa3ax, pPacIoOpsHDKCHUSX W HHOU
JOKYMEHTAIIUH, TIOCTYMHBIICH MO 3JIEKTPOHHOU MoYTe, HHPOPMHUPYET O HAMEUEHHBIX BCTpeuax,
COBCIIAHUAX M 3aCEIaHUSIX, HHBIX MEPOIIPHSITHSIX.

6.6. CooOmiaer TUPEKTOpYy M €ro 3aMEeCTUTENIIM HH(OpPMAIMIO, MOJYYCHHYIO Ha COBEILIAHMUSX,
CceMHUHapax, HETOCPECTBEHHO IOCIIE €€ MOTYYeHHUS.

6.7. apopmMupyeT IupeKTopa 0 BOZHUKIIUX TPYTHOCTAX U Mpobiaemax B paboTe, 0 HEIOCTaTKax B
oOecrieueHnr TpeOOBaHUM OXpaHbI TpyAa M MOXapHOU Oe3omacHocTH. BHOCUT mpeioxkeHus Mo
YCTpaHEHUIO HEJOCTATKOB, IO ONITUMHU3AIINN CBOCH JEeSITENbHOCTH.

6.8. Mudopmupyer 3aMecTUTENsT AUPEKTOpa MO aJIMUHHUCTPATUBHO-XO3SHCTBEHHONW YacTH O
HEJOCTaTKaX B KaHIESIPCKUX MPUHAICIKHOCTIX, OyMare M HHBIX PACXOJHBIX MaTepuaiax, O
MOJIOMKaX MeOENId M OPITeXHHWKH, B 3JIEKTPOOOOPYIOBAHHH, BOJOIPOBOJHOW W OTOMUTCIIHHOMN
CUCTEMaX.

6.9. Bo Bpemsi OTCYTCTBHsI CEKpeTapsi €ro OOsS3aHHOCTH BBITIOIHSIET COTPYJHHUK, UMEIOIINNA BCE
TpeOyromuecss MpodeccCHOHaNbHBIE 3HAHWS, YMEHHS U HaBBIKH, HA3HAYCHHBIM MPHUKA30M
TUpeKTopa. JlaHHBI COTPYAHMK MPHOOpPETaeT COOTBETCTBYIOIIME IpaBa W HECET IMOJIHYIO
OTBETCTBEHHOCTH 32 KAUECTBEHHOE BBITIOJIHEHUE BO3JIOKEHHBIX HAa HErO 00S3aHHOCTEH.



7. 3aka0unTeIbHbIE MOJ0KEHUA

7.1. O3HakoMJIeHHE paOOTHUKA C HACTOSIICH TOJDKHOCTHOM WHCTPYKIIMEH OCYIIECTBISCTCS MPH
npuemMe Ha padoTy (710 MOAMMCAHUS TPYAOBOTO IOTOBOPA).

7.2. OguH 3K3eMIUTSAp JOHKHOCTHON MHCTPYKIIMH HAaXOJWUTCS Y JAUPEKTOpa IIKOJbI, BTOPOH — Y
COTpYAHHKA.

7.3. ®akT o3HAKOMJICHUSI PAaOOTHUKA C HACTOSIIECH WHCTPYKIIMEH TMOJITBEPKAACTCS MOJIUCHIO B
IK3EMILISIPE WHCTPYKIIUHU, XPaHSAIIEMCS Yy TUpPEeKTopa 00pa3oBaTeNbHOW OpraHM3aliM, a TaKKe B
JKypHaJie 03HAaKOMJICHUS C TOJDKHOCTHBIMH HHCTPYKIIUSIMHU.

C dondxxcnocmHuou uHcmpyKyuel 03HaAKOMAEeH (@), 0OUH IK3EMNJIAP NOAYHUL (@) Ha pYKU

«__» 202_ 1. / /
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