MoanncaHo
LrdpoBoI NOANUCHIO:
®eceHko Makcum

!." JIMPEKTOP
.9\. MEOY COL N° 106

COT'JIACOBAHO wornes amkcanwsna | AneKCaHgpOBUY VTBEPXJIALIO
[Ipencenarens npodcoro3a Aata: 2025.05.20 Hupextop MAOY COIL Nel06
12:09:46 +03'00' M.A. DeceHKo
X.M. KaspimoBa « » 202 r
IIpotokom Ne ot «_ » 202 r [Ipukas Ne oT« __ » 202 T

J0/oKHOCTHASI HHCTPYKIIMS
ceKpeTapsi JUPEKTOPA MIKOJIbI
Ne TN — 28

1. O0uue mos10:xxeHUs

1.1. Hacrosimasi 10JKHOCTHAS] HHCTPYKIHSA CeKpeTaps B IIKoJIe pa3paboTaHa B COOTBETCTBUU
¢ Ilpogpeccuonanvnvim  cmanoapmom  07.002  «Cneyuanucm no opeaHu3sayuoOHHOMY U
OOKYMEeHMAayuoHHOM)Y obecneuenuio Ynpaeienus opeanusayueli», YTBEP)KJIECHHBIM IPUKa30M
MuHucrepcTBa Tpyia u conranbHou 3amuTsl Poccuiickoin @enepannu Ne333H ot 15 urons 2020
roga, ¢ yderom ®DexepanpHoro 3akona Ne273-03 ot 29.12.2012r «O06 obOpa3oBaHuu B
Poccuiickoit ®@enepanun» (¢ u3MeHeHussiMu oT 5 gekabps 2022 roma), CII 2.4.3648-20
«CaHUTapHO-IMTUICMHIOJIOTHYEeCKHEe TPeOOBAaHUS K OpraHW3aIUsM BOCIIHTAHUS W OOydeHUS,
OTIIbIXa W O3JO0POBIEHHUS JAeTel», B COOTBETCTBHH C TpynoBbIM KoaekcoMm Poccuiickoi
Oeneparnyiy, YCTaBOM W JPYTUMH HOPMATHBHBIMH aKTaMH, PETYJIUPYIONIMMH TPYIOBBIE
OTHONICHUS] MEXKAY pabOTHHKOM U paboTomateneM. 1.2. /laHHas MOJDKHOCTHAS MUHCTPYKLHUS 10
npodcTaHAapTy ONpeNeNsieT IepeueHb TPYAOBBIX (YHKIMHA W O0OS3aHHOCTEH Cekperaps
JTUPEKTOpa IIKOJIbI, & TAKXKE €ro MpaBa, OTBETCTBEHHOCTh U B3aMMOOTHOIICHHUS TI0 TOJKHOCTHU B
KOJUIEKTHBE 00pa30BaTEIIbHON OpTraHU3aINH.

1.3. Cekperapp Ha3Ha4yaeTcs U OCBOOOXKIAETCS OT JOJDKHOCTH TPUKA30M JHUPEKTOpa
00mieo0pa3oBaTeIbHOM OpraHW3alli B TIOPSAIKE, YCTAaHOBICHHOM TpYHOBBIM KOJIEKCOM
Poccuiickoii @enepaiiii 1 TPYAOBBIM JOTOBOPOM (KOHTPAKTOM) C PAOOTHUKOM.

1.4. Ha Bpemst oTIycKa U BpeMEHHOM HETPYIOCIIOCOOHOCTH CEKpeTaps ero 00sI3aHHOCTH MOTYT
OBITH BO3TIOKEHBI Ha JENOMPOU3BOAMTENS WIM IPYrOro COTPYIHHKA 00I1IeoOpa3zoBaTeNbHOMN
opraHm3ani. BpeMeHHOe WCHOJTHEHHE OOS3aHHOCTEH B JaHHBIX CIydasX OCYIICCTBIISICTCS
COTJIACHO TpPHKa3y TUPEKTOpa, U3JaHHOTo C coOmrofeHneM TpebGoBanuii TpymoBoro kojekca
Poccuiickoit @enepanuu.

1.5. Ha nomkHOCTH cekpeTaps MPUHUMAETCS JIHIIO:

e WUMEIOIee BBICIIEE OOpa3oBaHWE - OakalaBpuaT WM CpefaHee MPOoQPEeCcCHOHATBHOE
oOpa3zoBaHMe 1O MporpaMmMe TOATOTOBKM  CHEIMAIMCTOB  CpPEAHEr0  3BEHA,
JIOTIOJTHUTENTFHOE MpodeccuoHaTbHOE 00pa30BaHNUE;

e C ONBITOM BBIMOJMHEHHUS pabOT MO OPraHU3alMOHHOMY H JIOKYMEHTAIIHOHHOMY
00eCIEeYCHHUI0  JICSITEILHOCTH  PYKOBOJUTENS TIPH  CpeaHeM TpodeccHOHATEHOM
o0pa3oBaHUM HE MEHEE JIBYX JIET;

e COOTBETCTBYIOIICEe TPeOOBAHUSAM, KACAOIIUMCS TPOXOXKICHUS TPEIBAPUTEIHHOTO (TIpH
MOCTYIVIEHUH Ha paboTy) W MEePUOIUYECKUX MEIUIIMHCKUX OCMOTPOB, BHEOUEPEIHBIX
MEIUIIMHCKUX OCMOTPOB TIO HampaBlieHHI0 paboroparens, mpodecCHoHaTbHON
TUTHUEHUYECKOW MOATOTOBKH M aTTecTaluu (IpHu mpuemMe Ha paboTy u janee He pexke |
pa3za B 2 TO/a), BaKIMHAIIMHK, a TAK)Ke WMEIOINIee JUYHYIO MEIMIIMHCKYIO KHIDKKY C
pe3ynbTaTaMl  MEAMIMHCKUX  00cliefoBaHUW W 7TaOOpaTOPHBIX  HCCIEIOBaHUMH,
CBEJCHWSIMH O TIPUBUBKAX, IIEPCHECCHHBIX WH(PEKIMOHHBIX 3a00JIeBaHUAX, O
MPOXOXKACHUH TPO(HECCHOHATLHOW TUTHEHWYECKOW TOATOTOBKM U aTTECTalluu C
JIOTTYCKOM K pa0oTe;

e HE MMEIOIee OTPAHNYCHUN Ha 3aHSATUE TPYAOBOU NEATEIHHOCTHIO B cepe 00pazoBaHus,
M3JI0)KEHHBIX B cTtathe 351.1 «OrpaHuueHus Ha 3aHSATHE TPYJAOBOM NESATEILHOCTHIO B
chepe 0o0Opa3oBaHUs, BOCIUTAHUS, PA3BUTHS HECOBEPIICHHOJICTHUX, OPraHU3alUUd UX



OTIbIXa M O3[J0POBJICHUS, MEIUIUHCKOTO OOECHeUeHHs, COLMAIbHON 3aIlUThl U
COLIMATILHOTO OOCIY)XHBaHHs, B cdepe IeTCKO-IOHOIIECKOrO CIOpTa, KYJIbTYpbl U
HMCKYCCTBA C YYAaCTUEM HECOBEPILICHHOJIIETHUX» TpynoBoro koaekca Poccuiickon
®denepanuu.
1.6. Cexkperapb HENOCPEJACTBEHHO MOAYMHSICTCS 3aMecTUTeN0 gupekrtopa mo AXY
00111e00pa3oBaTEeIbHON OpTraHU3aIIH.
1.7. B cBoell eATENbHOCTH CEKpETaph IIKOJIbl PYKOBOICTBYETCS JIOJKHOCTHON MHCTPYKLUEH,
COCTaBJICHHOW B COOTBETCTBUM C Tpodcranmaprom, KoHcturynueir u 3akonamu Poccuiickoi
®enepaunn, ykazamu [Ipesmnenra, pemenusmu I[IpaButenscrBa Poccuiickont denepanuu u
OpraHoB ympaBlieHUs 00pa3oBaHHs BCEX YpOBHEH MO BOIPOCaM, KacCAIOLIUMCSl €ro TPyAOBOI
NeSITeILHOCTH, TPYIOBBIM JIOTOBOPOM MEXIY PaOOTHUKOM M PYKOBOJIUTENIEeM. Takxke, CeKpeTaphb
JTUPEKTOpa PYKOBOJCTBYETCS:

e QJMUHUCTPATHUBHBIM, TPYJIOBBIM M XO3SIHICTBEHHBIM 3aKOHOJATEILCTBOM Poccuiickoit
®enepanuu;

e CII 2.4.3648-20 «CaHUTapHO-3MUJEMHOJIOTHYECKHE TpPeOOBaHUA K OpraHU3alusM
BOCIHUTAHUS U 00yUEHUsI, OTJbIXA U 03[JOPOBIICHUS JCTEH U MOJIOCIKNY;

o  ®denepanbubiM 3akoHOM Ne273-D3 «O06 oOpazoBanuu B Poccuiickoit deneparnuny;

e TIOCTAaHOBIEHUSIMHU, PpACHOPSIKCHHUSIMH, TMpPHUKAa3aMd U HWHBIMA PYKOBOJISIIUMHU U
HOPMAaTUBHBIMH JOKYMEHTaMH, OTHOCSIILIUMUCS K BEACHUIO JI€JIO0NPOU3BOJICTBA;

e CTaHJapTaMu  YHHU(PHUIMPOBAHHOM  CHCTEMBbl  OPTraHU3AIMOHHO-PACHIOPSIUTEIHHOM
JIOKYMEHTaIUH;

e mpaBwiamu opdorpaduu U MyHKTYaIUH;

e MpaBHJIAMH PAOOTHI HA KOMIIBIOTEPE M UHOW OPITEXHUKH;

e TMpaBWIaMH U HOPMaMHU OXpaHbl TPyJAa, MPOU3BOJACTBEHHOW CAHUTAPUU U TOXKAPHOUN
0€30I1aCHOCTH;

o Konsenmueii o npaBax pebeHKa,

e VYcraBoM U JIOKaJIbHBIMU aKTaMH, B TOM uucie [IpaBuiamMu BHYTPEHHETO TPYAOBOTO
pacnopsjika, IpUKa3aMH U pacCOPS>KEHUSIMU TUPEKTOPA IIKOJIbI;

e MHCTPYKIMEW IO OXpaHe TPy/ia CeKPeTaps MIKOJIbI.

1.8. Cekperapb JOKEH 3HATH:

e  BUJBI IOKYMEHTOB, UX Ha3HAUCHHUE;

e BHJIBI HOMEHKJIATYp, 0011e TpeOOBaHUS K HOMEHKIATYpE Jell;

e TpaMMaTHYECKHE MpPaBUJIa PYCCKOTO fA3bIKa;

e JICHCTBYIOIINE MIpaBOBbIE aKTBhl, HOPMaTUBHO-METO/IMYECKHE JIOKYMEHTHI,
rOCy/1apCTBEHHbIE  CTAHJIAPTHI, ONPEIENSIOININE  MOPAAOK  JOKYMEHTAlMOHHOI'O
oOecrieyeHust yrpaBIeHUs;

e  JICJIOBOM MPOTOKOI;

e MHCTPYKIHMH IO JIEJONPOU3BOJCTBY M APYIHMM JIOKaJbHBIM HOPMAaTHUBHBIM aKTaM,
YCTaHaBIIMBAIOIIUM HOPSAIOK pealn3aliy yIpaBIeHYeCKUX MPOLEeayp;

e HCTOYHHUKH YIpaBIeHUYECKONU HH(POPMAIINH;

e KJaccu(UKAIMIO YIpaBlIeHYeCKOH HH(OpMAaLIUY, BUABI YIIpaBIeHYECKON HH(POpMAIUY;

e KOMIUIEKC OPTaHM3AMOHHO-TEXHUYECKUX MEPONPUSITHI MO MOJATOTOBKE M MPOBEICHUIO
COBEILIaHUH U IEPErOBOPOB;

e METOAMKY 0TOOpa UCTOYHUKOB HH(POPMAITIH;

e MeTojabl 00padoTKH MHGOPMAIMU C PUMEHEHHUEM COBPEMEHHBIX TEXHUYECKHX CPEJCTB
KOMMYHHKAIIUH U CBS3H, BRIYUCIUTEIBHON TEXHUKY;

e HOpPMATHUBHBIC TIPaBOBbIE aKTHI, HOPMaTHUBHO-METOIMYECKUE JIOKYMEHTHI,
rOCy/IapCTBEHHBIE  CTAHAAPTHI, ONPEIEISIOIIME  HOPAAOK  JOKYMEHTAllMOHHOI'O
obecrieueHus yrpaBIcHUs;

e 00mue TpeOOBaHMS K CPOKaM HCHOIHEHHS JOKYMEHTOB W KOHTPOJIBHBIM (YHKITHSM
CITY>OBI TOKYMEHTAIIMOHHOTO 00eCIIeUeHUS;
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OCHOBBI aJMUHHUCTPATUBHOIO IIpaBa M TPYAOBOIO 3aKOHOAATENIbCTBA Poccuilckon
denepanuu;

OCHOBBI JIOKYMEHTHOH JINHTBUCTUKHU;

OCHOBBI IIPABUJIBHOM OpraHM3aluy TPYyAa U METO/IbI TOBBILIEHUS ero 3()(hEeKTUBHOCTH;
OCHOBBI YIIPABJICHHS BDEMEHEM;

0COOEHHOCTH O(OPMIICHUS TIJIAHUPOBIIHKA (HA 3JIEKTPOHOM M OYMa>KHOM HOCHUTEJISX );
ocobeHHoCTH (popMUpOBaHUs 0a3 JaHHBIX B 00Pa30BATEIBHOM YUPEKICHUY;

HOPSI0K O(OPMIIEHUSI JOKYMEHTOB Ul KOMAHIUPOBKU U OTYETHBIX JOKYMEHTOB IIO
KOMaHIUPOBKaM paOOTHHUKOB IIIKOJIbI;

HOPSI0K PabOTHI C IOKYMEHTaMHU, CXEMbI IOKYMEHTO000POTa;

nopsiI0K (OPMHUPOBAHUS M OPOPMIICHUS JIEIT;

IpaBUiIa BEJEHUSA, NOATOTOBKM U O(OpMIEHHS HPOTOKOJIA U JPYIHX JIOKYMEHTOB,
CO3/1aBacMbIX B IIpoIecce MOATOTOBKU COBEIIAHUH MPH TUPEKTOPE;

IpaBUJjIa BbIIAYM U MCIIOJIb30BaHMS JJOKYMEHTOB U3 C(hOPMUPOBAHHBIX JIEIT;

IpaBuJia JAEJI0BOrO OOIIEHUS, 1€JI0BOI0 ITUKETA;

IpaBUiIa JOKYMEHTAlMOHHOTO oOecrneyeHus JAesTelbHOCTH 00I11e00pa30BaTesIbHOM
OpraHu3aIuy;

IpaBUJiIa 3alUIUThl KOH(QUASHIMAIBHOW HHPOPMALIUY;

NpaBUiIa OpraHU3aMK KOHTPOJIS HCIIOJTHEHHUS JOKYMEHTOB M THIIOBBIE CPOKH HCITOJTHEHHS
JIOKYMEHTOB;

IpaBUjIa OPraHU3aLUH IPHEMa TIOCETUTENEH B IIKOJIE;

IpaBuja MOJrOTOBKU U Mepeslauu e B apXuB 00pa3oBaTeIbHON OpraHU3aliy;

npaBuiIa MOJACPIKaHUS M Pa3BUTHI MEKIMYHOCTHBIX OTHOIIICHHIA;

IpaBUiIa MOJIMCAHUS U YTBEPXKICHHS JOKYMEHTOB;

npaBuiia paboThI ¢ BXOASIIUMHE, UCXOISAIIMMA U BHYTPEHHHMHU JOKYMEHTaMH,

[paBUjIa PEYEBOTO ITUKETA;

npaBujia CEPBUPOBKHU YaltHOTO (KO(EWHOro) CTOoja, MPUTOTOBJICHUS U TOJIaYU TOPSUUX
HaIHTKOB;

NpaBUJIa COTJIACOBAHUS JOKYMEHTOB IIKOJIBI (BHYTPEHHETO U BHEIITHETO);

IpaBUJIa COCTABJIEHUS AaHATUTUYECKHUX CIIPABOK IO KOHTPOJIIO UCTIOIHEHUS TOKYMEHTOB;
npaBUiIa COCTaBIICHUS U O(GOpMIIEHUS MH()OPMAIIMOHHO-CIIPABOYHBIX, YIPABICHUECKUX
JIOKYMEHTOB U CITY>KEOHBIX ITHUCEM;

NpaBUiIa COCTABJICHUS OPraHM3ALMOHHBIX JOKYMEHTOB (TIPUKa30B, IOJIOKEHHH,
UHCTPYKLU);

NpaBUia YCTAaHOBJICHHS KOHTAKTa, TOAJCPXKAHUA M PAa3BUTHI MEKIMYHOCTHBIX
OTHOIIICHUI;

npaBuiIa XpaHEHUs JeJl, TPUKA30B, B TOM YHKCIIE JIOKyMEHTOB OTPaHUYEHHOTO JOCTYIIA,
NpaBOBbIE OCHOBBI  yNpaBieHUs (OCHOBBI aJMUHHCTPATUBHOTO, TPYJOBOTO U
TPaKIaHCKOTO TPaBa);

NPUHIUIBI ¥ TPaBUJIa IUTAHUPOBAHUS pabovero BpeMeHH;

MPUHIIMIIBI, CITOCOOBI HH(GOPMUPOBAHUS pAOOTHUKOB 00Pa30BaATEIBHOTO YUPEKICHUS;
PYKOBOJISIIMN COCTAB LIKOJIBI U €€ MOJIpa3/IeeHuH;

CUCTEMBI 3JIEKTPOHHOT'0 IOKYMEHTO000pOTa;

COBpEMEHHbIE HH(OPMAIIMOHHbIE TEXHOJIOTHH paboThl ¢ JOKYMEHTaMH;

COCTaB OPraHU3alMOHHON TEXHUKH, €€ YCTPONCTBO U MOPSAOK pabOThI C HEl;
cnenn(rUKy OCHOBHOM JesITeIbHOCTH 0011e00pa3oBaTeIbHOM OpraHu3aluy;

CTaHJAPTHI ¥ PEKOMEHIAINY TI0 000PYAOBaHUIO TIOMEIIEHHS TPHEMHOI;

CTPYKTYPY LIKOJIBI, TOPS0K B3aMMOACUCTBUS MOAPA3/ICIICHUI U CIIyK0, pacnpeaeacHue
(GyHKLIUN MEXAY CTPYKTYPHBIMU NOAPA3ICICHUSIMU;

¢ynkuuu, 3amaun o0I1eoOpa3oBaTENbHOM OpPraHM3alUM, €€ CBS3U 10 BEPTHKAIA U
TOPHU30HTAIIN;



HalpaBJICHUs JESITEIBHOCTH IIKOJIBI M KOMIIETCHIIMH CTPYKTYPHBIX MOApa3AeiIeHUN U
JIOJDKHOCTHBIX JIHIL;

00pa3ipl MOANUCEH KL, UMEIOLINX MPaBO MOAMUCAHUS U YTBEPKICHUS TOKYMEHTOB, H
OTpaHMYCHUS MX 30H OTBETCTBEHHOCTH;

Tese()OHHbIE KOHTAKTHI TUPEKTOPa IIKOJbI;

TpeOoBaHUs OXpaHbl TPy, IPOU3BOACTBEHHOW CAHUTAPHH, ITO’KapHOH 0€30M1acCHOCTH;
TpeOOBaHUs, MIPEIBIBIIEMBIC K IOKYMEHTaM B COOTBETCTBUHU C HOPMATUBHBIMHU aKTaMU U
rOCY/IapCTBEHHBIMHU CTaHIapTaMu;

TpeOOoBaHus, MPEIbIBISIEMbIC K yIIPaBIEHYECKOH nH(OpMaIy;

(OpMBI IpeOCTaBICHHS YITPABICHYECKOH HHPOpMAIINY;

(GyHKINU CAMOMEHEIKMEHTA;

9THKY J€JIOBOTO OOIIEHHS, STUKET.

1.9. Cekperapb JOKEH YMETh:

aHaJIM3UPOBATh IPUUUHBI HEBBITIOJIHEHUS 3a/1a4;
BECTH H HCIIOJIb30BaTh B paboTe 0a3y MaHHBIX TeJIe(OHHBIX KOHTAKTOB IUPEKTOPA IIKOJIBL;
BECTHU CPOKOBYIO KapTOTEKY;

BECTH YUYETHBIE PErHCTPAlMOHHBIC (HOPMBI, HCIOJNB30BaTh HX IS MHPOPMAITMOHHON
paboTbl M pabOThl MO KOHTPOJIIO MCIOJHEHHMS pELICHUH U NPUKa30B JUPEKTOpa
0011e00pa3oBaTeIbHON OpraHU3aliy;

BHOCHUTB U OTCJIEKUBATh HH(OPMAIIMIO HA 3JICKTPOHHOM /UM OYMaKHOM HOCHUTEIIE;
BBIOMPATH ONTUMAJIBHBIE CIIOCOOBI HH)OPMUPOBAHHS PAOOTHUKOB IIKOJIBI, 00yJarOIIUXCSI
U UX poauTenedl (3aKOHHBIX TpeACTaBUTENEH), BBILIECTOSIIME OpraHU3alUuu O
IUTAHUPYEMBIX MEPOTIPHSTHUSX;

BbIOMPATh ONTHUMAJIbHBIN PUTM PaOOTHI;

JIOKYMEHTUPOBATh pa3HbI€ ATAIbI MPOIEAYpPbI OATOTOBKHU U IIPOBEICHHUS COBEILIAHUII;
UCIOJIb30BaTh COBPEMEHHbBIE cpesicTBa cOopa U 00pabOTKH KOHTPOJIBHOM MH(OpMaIy;
MCIIOJIb30BaTh COBPEMEHHBIE TEXHOJIOTMH cOopa U nepeaadu HHPopMaIum;
UCIIOJIb30BaTh CIIPABOYHbIE TPABOBBIE CUCTEMBI;

HCIIOJIb30BaTh CPEJCTBA KOMMYHUKALIUU IS NIEpeIaul MOPYYECHUN JUPEKTOPA LIKOJIbI;
UCIIOJIb30BaTh CPEJICTBA KOMMYHHUKAIIMOHHONW OPITEXHHUKH Ui MOJYYeHHUs U Ieperadn
uH(pOopMaLnu;

UCIOJIb30BaTh YCTAHOBJIEHHBbIE TMpaBWJa M MPOLEAypbl KOMMYHHKAIMM BHYTPHU
0011e00pa3oBaTeIbHON OpraHU3aliy;

UCMOJb30BaTh O(QUCHBI MakeT (TEKCTOBBIM pelakTop, JJEKTPOHHBbIE TaOIMIIbI,
Ipe3eHTalUN);

oOecrieunBaTh HMH(OPMAIIMOHHYIO 0€30MacHOCTh JEATENbHOCTH 00pa30BaTEeNIbHOM
OpraHu3aIuy;

oOecrieynBaTh KOHPHUIESHIIMATBHOCTh B IPUEMHON U KaOWHETe AUPEKTOPa;

obOecnieunBaTh pabOTy MPUEMHON AUPEKTOPA BO BPEMS €r0 OTCYTCTBHS;

o0ecrieynBaTh COXPAaHHOCTh JOKYMEHTOB, XpaHSIIMXCS B TNPUEMHON U KaOuHeTe
JTUPEKTOpa 001Ieo0pa3oBaTeILHON OpraHN3allny;

OKa3bIBaTh MIOMOIIb TUPEKTOPY LIKOJIBI B paCHpeeIeHHH €ro pabo4yero BpeMeHH;
ONpeAeNiATh NPUOPUTETHOCTh M OUYEPEIHOCTb BBHIMOJIHEHHS paboT U 3PPeKTUBHO
pacrpenensaTs pabouee BpeMms;

OpraHW30BBIBaTh M OOECMEYMBATh JMYHBIE KOHTAKTHI JUPEKTOpa 00pa3oBaTelbHON
OpraHu3aIuy;

OpPraHU30BBIBATH MPOLECC MOATOTOBKH K IIPOBEJCHUIO COBELIAHUS MPU AUPEKTOPE;
OCYILECTBIISATH KOHTPOJIb UCTIOJHEHUS IOPYUYEHUI TUpeKTOpa pabOTHUKAMHU IIKOJIBI;
OCYIIECTBIISATH 00pabOTKY ¥ CTPYKTYPHPOBaHHE HH(POPMAIIHH;

OCYILECTBIISATH pacrieyaTbIBAaHHE U KCEPOKOIIMPOBAHHUE;

OCYILECTBIISATh NMPOBEPKY JOCTOBEPHOCTH, MOJHOTHI M HENPOTUBOPEUYMBOCTU JAAHHBIX,
UCKIJTIOUEHHE TyOIupoBaHus HH(POpMAIIHH;



e  OCYILECTBJISATH PETHCTPALINIO, HAKOIIJICHNE U Nepeady, CUCTEMaTH3UPOBAHHOE XpaHEHHUE
¥ BbIIauy uHpopmaIruu B Tpedyemoii popme;

e OCYIIECTBIATH cOOp, 00paboTKy MH(MOpMALIUK, HEOOXOIUMOM ISl TUPEKTOPA MIKOJBI, e
aHaJlu3 B COOTBETCTBUM C TPeOOBAHUSAMHU KpPAaTKOCTHU, YETKOCTH (HOPMYIMPOBOK,
CBOEBPEMEHHOCTH  MOCTYIJICHHUS, TOYHOCTH M  JIOCTOBEPHOCTH, ONTHMAJIbHOCTH
CHUCTEMaTH3aIuH, HEMPEPLIBHOCTH cOOpa u 00pabOTKH;

e  OCYILECTBJIATH CHCTEMATHU3ALUIO OJTYyYaeMbIX H IEepeJaBacMbIX JAHHBIX;

e 0QOPMIIATH KOMAaHAUPOBOUHBIE TOKYMEHTHI;

e OIICHUBATH PE3YJbTATHI B PAMKAX IMOCTABICHHBIX 33/a4;

e 1mepenaBaTh MHGOpPMALMIO, AOKYMEHThl W MaTepuajbl y4YaCTHMKAM COBELIaHMS IIpU
JTHPEKTOPE;

e II€YaTaTh U PEAAKTUPOBATH TEKCThI CIYKEOHBIX JOKYMEHTOB;

e  TOJB30BaThCs NepUpEPUHBIMU YCTPOWCTBAMH M OPTTEXHHUKOM;

e [0JIb30BaThCs YHUDUIIMPOBAHHBIMU (POpPMaMHU JOKYMEHTOB;

e TI0JIB30BATBCS MIEKTPOHHOM IIOYTOM;

e IIPEJOCTABJIATH JaHHBIE B €IUHOM M YIOOHOM Il BOCIIpHUATUS (hopMaTe;

e TMPHUMEHSTh B COOTBETCTBMM C HAa3HAYCHHEM CpPEICTBA OPraHU3AIMOHHON TEXHHKH,
KaHUEJIAPCKUE TPUHAIIISKHOCTH;

e IPHUMEHATH HH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH;

e IPUMEHSATH CIIOCOOBI EI0OBOI0 OOIIEHUS;

e TPUHUMATH MEPHI M0 PA3PEUICHUIO KOHPIUKTHBIX CUTYaIUH;

e [POU3BOAUTH NOJATOTOBKY JeNl Uil [epelaud B apxuB 00I11e00pa3oBaTebHOIM
OpraHu3aIuy;

e  IIPOU3BOJAUTH NMOMCK HH(pOpMAIMU B 6a3ax JaHHbBIX, BECTU HH(POPMALMOHHO-CIIPABOYH YO
paboTy Ha OCHOBE Pa3IMYHBIX KOMOWHAIMI MOUCKOBBIX MPHU3HAKOB;

e paboTaTh C NEPCOHAIBHBIM KOMIIBIOTEPOM (HOYTOYKOM), KaTajoramu (Mamkamu) H
¢aitnamMu, CKaHepoM;

e paboTaTh ¢ BXOJAIEH, NCXOASIIEH, BHYTPEHHEH TOKyMEeHTalueH;

e pabotaTh ¢ mH(pOpMAIMEH, aHATH3UPOBATH M MPEICTABIATh €€ B CHCTEMAaTH3HPOBAHHOM
BUJIE, B BUJI€ CBOJHBIX JOKYMEHTOB;

e paboTaTh €O BCeH COBOKYIMHOCTHIO HH(OPMAIMOHHO-TOKYMEHTAIMOHHBIX PECYPCOB
00pa3oBaTeNbHON OpraHu3aIlH;

e pa3pabaTeiBaTh HOMEHKIATYPYy el MIKOJIbI C YYEeTOM JCHCTBYIOIIMX HOPMATHBHO-
METOAMYECKHX JOKYMEHTOB;

e  PACCTaBIIATH MPUOPHUTETHI, BBIJICISATH BAXKHOE U CPOYHOE;

e  CIJIQXUBaTh KOH(MIMKTHBIE U CIIOKHBIE CUTYyallUU MEKIMYHOCTHOTO OOILEHMS;

e CepBUpPOBATH YaiHbIN (KO(EHHbIIT) CTOM BO BpeMs IPOBEACHUS Kode-nay3;

e coOmonaTh CIyKeOHBIN TUKET, MPaBHJIa JIEJIOBOTO ATUKETa U MPOTOKOIA;

e  CO3/1aBaTh HMHU/DK CEKpETaps, COOTBETCTBYIOUINIA HMHUIKY IIIKOJIBI;

e CO3/1aBaTh U MOJJEPKUBATH MOJIOKUTEIBHBIM UMUK 00pa30BaTeIbHOM OpraHu3aluy;

e CO37aBaTh yClIOBHUs, oOecnieunBaroniye 3hPEeKTUBHYIO padOTy AUPEKTOPA;

e COCTaBIATh M OQGOPMIIATH HOPMATHBHBIE aKTbl, OPraHU3ALMOHHBIE M METOAMYECKHE
JIOKYMEHTBI, CBOJTHBIC, OTUYETHBIE, CTATHCTUIECKUE IOKYMEHTHI;

e  YNpPaBJIATh KOH(IUKTAMH;

e  YCTaHABIIMBAThH IIEJIH, OTIPENEIATh UEPAPXHIO IIETICH;

e YUYUTHIBATh IICHXOJIOTHUECKHE OCOOEHHOCTH JIMYHOCTH TpU pa3IMYHBIX BHJAX
poeCCHOHAIBHOTO OOIICHHS;

e BbIOMpPATH M 0OPMIISATH MJIAHUPOBIIHK;

e (opMupoBaTh 1 OYOPMIIATH JIeJla B COOTBETCTBUM C YTBEPKIEHHON HOMEHKIIATYpOHl e
00111e00pa30BaTeIbHOM OpraHu3aIiH.

1.10. Cekperapp AO0MKEH OBITH O3HAKOMJIEH C JOKHOCTHOW WHCTPYKIIMEH CeKpeTaps
PYKOBOJIUTENS IIKOJBI, pa3paboTaHHOW C y4yeToM mpodcTaHgapra, 3HaTh U COOMIOAATh



YCTaHOBJICHHBIC TPaBHJa M TPEOOBAaHUS OXpaHBbI TPyJa M MOXKAPHOW OE30MacHOCTH, MpaBHiIa
JIMYHOM TUTHEHbI U TUTHEHBI TPyJla B 00pa30BaTeIbHOM YUPEKICHUU.

1.11. Cekperaps HODKEH MNPOUTH OOydye€HHWE W MMETh HABBIKM OKa3aHUs MEPBOM MOMOIIN
nocTpanaBmuM, codmoaarh Konsennuro OOH o npaBax peGeHka, 3HaTh MOPSIOK JSHCTBHIA MPH
BO3HMKHOBEHMH T0Kapa WJIK MHOW YpE3BbIYaHOM CUTYallUH U 3BaKyallH.

2. TpynoBblie pyHKkumn

OcHo8HBIMU MPYOOBbLIMU DYHKYUAMU CEKPemapsi AGNIAIOMCA.

2.1. Opranu3alMoHHOE, JTOKYMEHTAllMOHHOE U MH(OPMAIIMOHHOE OOecreueHue esTeIbHOCTH
JUPEKTOpaA IIKOJbIL:

2.1.1. Oka3aHue MOMOIIU TUPEKTOPY B INIAHUPOBAHUU PAaOOUYETO BPEMEHHU.

2.1.2. IlnanupoBanue paboyero AHs ceKperapsl.

2.1.3. Opranuzanus TeaeQOHHBIX IEPEroBOPOB AUPEKTOPa 00IIe00pa30BaTEILHON OPraHU3allHH.
2.1.4. Opranu3aius pabOTHI C MOCETUTESIMU B IPUEMHOM TUPEKTOPA.

2.1.5. Opranu3zanus NOArOTOBKH MEPOIIPUSATUIN C yHACTUEM JUPEKTOPA.

2.1.6. Opranu3zanus UCIOJIHEHUS PEILIEHUI U OCYIIECTBIECHUE KOHTPOJIS UCTIONIHEHUS TOPYYEHU N
TUpPEKTOopa.

2.1.7. Opranuzanusi U noanepx anue (PyHKIMOHAIFHOTO pabodero MpoCTpaHCTBA MPUEMHON U
KaOuHeTa TUPEeKTOopa.

2.1.8. Cocrapiienue 1 0o(hOpMIICHUE YIIPABIECHICCKOW JOKYMEHTAIUH.

2.1.9. Opranuzanus paboThl ¢ JOKYMEHTaMH B PUEMHOM TUPEKTOPA IIKOJBI.

2.1.10. Opranusanus XpaHeHUs JOKYMEHTOB.

2.1.11. OGecneuenue aupexTopa o0e00pa30BaTEIbLHON OpraHU3aui HHPOPMAIIHEH.

2.1.12. Opranu3zanust ”HOOPMAITMOHHOTO B3aUMOJICHCTBUS AUPEKTOPA C pAOOTHHUKAMH.

2.1.13. Opranu3anus KOMaHIUPOBOK JUPEKTOPA U COTPYAHUKOB.

3. 10/12KHOCTHBIE 00SI3AaHHOCTH ceKpeTaps B LIKoJIe

3.1. B pamkax TpymoBoil (DyHKIIMM OKa3aHUS MOMOIIU JAUPEKTOPY B IJIAHHUPOBAHUH pabovero
BPEMEHU:

UHPOPMHpPYET AUPEKTOpa 00pa3oBaTENbHOM OpraHu3alMyd O pPEerjiaMeHTe HaMeueHHbIX
BCTpEY, COBEUIAHWN W 3aCEJaHMid, MEeIarorMYeCKuX COBETOB, OOIIEMIKOJIBHBIX W HHBIX
MEpPOIIPUATHH;

NpeaynpexiacT o0 MPUOIMKEHNH BPEMEHH HaMEUYEHHBIX MEPOIPHITHH, COTJIAaCOBBIBAET
BpPEMEHHbIE TJIaHbI;

COTJIACOBBIBAeT  TeNe(OHHBIE TMEPErOBOPHl €  MPEJCTABUTEISIMH  BBIMIECTOSIINX
OpraHu3aluii, ¢ MONeYUTEIIMH, PYKOBOJUTEISIMA HHBIX 00pa30BaTENbHbBIX YUPEXKICHHIA;
COTJIACOBBIBAET BCTPEYM M MEPONPHUATHS C COTPYJHHKAMH IIKOJIBI W TPOQCOIO3HBIM
KOMHUTETOM, C pPOAMTEISIMH M  POJUTEIBCKUM  KOMHUTETOM, PYKOBOJIUTEISIMU
METOJAMYECKIX O0BETUHEHNH, C COBETOM YYAaIIMXCS M MHBIMA COBETAMH W KOMHTETaMH
0011e00pa30BaTeNbHON OpraHnu3aluy;

dbopmupyeT pe3epB BpEMEHH ISl HETPEIBUICHHBIX CHTYaIlUH;

BHOCHUT MH(OpMAIUIO B IJIAHUPOBIIMK (OpraHaizep).

3.2. B paMkax TpynoBoil pyHKITHH IJIAHUPOBaHUS pabouero IHs CeKpeTapsi:

COIJIACOBBIBAET IJIAHBI C MJIAHAMU U CpOKaMU paboThl TUpeKTOopa 00111e00pa3oBaTeIbHOM
OpraHu3aIuy;

pacripenenser pabouee BpeMs (Ha A€Hb, HEJIEINI0, IEPCIEKTHUBY);

MEPEHOCUT HEBBITIOJHEHHbBIE 3allJITaHUPOBAaHHbBIE 3a]aul;

BBITIOJIHAET TUIINYHBIE €)KETHEBHBIE JI€I1A;

BbIOMpaeT U 0pOopMIISIET IIIIAHUPOBIIHUK CEKpETaps;

BEJICT IHEBHUK (HA AJIEKTPOHHOM M /WM OYMa)KHOM HOCHUTEIIE).

3.3. B pamkax TpyaoBoil GyHKIIMH OpraHU3aIuy TeJIe(OHHBIX EPETOBOPOB JUPEKTOPA:

BezieT 0a3y TeraeOHHBIX KOHTAKTOB PYKOBOAUTENS IIKOJIBI;
COEIMHSET ANpEeKTOopa 00pa3oBaTeIbHON OpPraHN3ally ¢ KOHKPETHBIMH a0OHEHTaMU;
PETUCTPHUPYET MOCTYMAIOIINE B IPUEMHYIO TeJIe(QOHHbIEC 3BOHKH;
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NnepCHaNpaBIdCT OTACIbHBIC Te.]'[e(l)OHHLIe 3BOHKH 3aMCCTUTCIIAM JUPCKTOPA,

HOoJTy4aeT He0OXO0AUMYIO HH(POPMAIHIO U MepeacT CAaHKIIMOHMPOBAHHYIO HH(POPMAIIHIO
1o Tenedony;

yCTaHaBJIMBACT KOHTAKT C COOCCETHUKOM, MOJICPKMUBACT U pa3BUBACT JICJIOBYIO Oecey B
npoiecce Teae(HOHHBIX EPEroBOPOB.

paMKax TpyJIOBOH (QYHKIMM OpraHU3allik pPabOThl C TMOCETUTEISIMH B IPUEMHON

JTUpPEKTOpa:
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OPraHU30BBIBACT JIMYHBINA IPUEM ITOCETUTEIICH TUPEKTOPOM LIKOJIBI;

yCTaHABJIMBACT MOPSAJOK ITPHEMa ISl PAa3IMUHBIX KATErOPUN OCETHTENEH;

BEJICT JKypHAJI TPEIBAPUTEIHHON 3alMCH Ha MPHEM, XYPHAJ IMOCCUICHUN, PETUCTPUPYET
IMOCETUTEIICH;

COJICHCTBYET OIEPATUBHOMY PAacCCMOTPEHHUIO IKajJo0, TMPOCkO0 W  TPEIIOKEHHM
COTPYIHUKOB  0OIeoOpa3oBaTeIbHOW  OpraHMW3aliy,  POAUTENied  (3aKOHHBIX
npeCTaBUTEIeH ) 00yUJaIONIMXCsl, UHBIX TOCETUTEICH;

OCYILECTBIISICT IPUEM JIMYHBIX 3aSBICHUIN COTPYAHUKOB, OOYUAIOIINXCS M UX POIAUTEICH
(3aKOHHBIX MPEJICTABUTEIICH);

OpPraHU30BBIBACT MPUEM MPEACTABUTENCH OpraHU3alMii, SIBISIOMIUXCS IehaMH IIKOJbI,
YJICHOB TIONICYHUTEIBCKOTO COBETA, TAPTHEPOB 00Pa30BaTEILHON OpraHU3alluy H T.II.;
CepBUPYET YalHbIN (KOQEHHBI) CTOJI B KAOMHETE TUPEKTOPA;

NPUHUMAET MEpPbI 0 COXPAaHEHUIO KOH(HICHIMATbHON HMH(POpPMAIMU B XOJAC MpHEeMa
MOCeTHTENe ¥ WX HAXOXKACGHUS B TPUEMHOM W KaOWHETe  JAUPEeKTOpa
00111e00pa30BaTEIILHOM OPraHU3aIUH.

paMKax TpyJOBOM (YHKIIMM OpPTaHHU3ALWU TOATOTOBKH MEPONPHUATHH C y4acTHEM

TUpEeKTOopa:
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uHpopMUpyeT pabOTHUKOB O HaMEYalolleMCs COBELIAHUHM, IEJCOBETE, HWHOM
MEPOIPUITHY;

MOJIFOTABJIMBAET U BhIBEIIMBAET HA MHPOPMAIIMOHHBIN CTEH]] TOBECTKY JAHS MEPOIIPHUSITHS
C Y4aCTHEM JUPEKTOPA;

MIOMOTaeT B MOATOTOBKE JOKJIAa IUPEKTOPA MIKOJIbI, IPE3EHTALIMOHHBIX MaTEPHAJIOB;
pacchlIaeT IpUIJIAIEHUs JIMIaM, IPUTJIAIIEeHHBIM Ha OOIIEIIKOIBbHOE MEPOTIPHSTHE.
paMKax TpyIOBOM (YHKIMHM OpraHU3alMy WCIIOJIHEHUS pELIEHUHN, OCYIIECTBICHUS

KOHTPOJIA UCITOJIHCHU HOpy‘ICHI/Iﬁ AUPCKTOpa:

JOKYMEHTaJIbHO OPOPMIISIET PEIICHUsI AUPEKTOPA HIKOJIbI (ITPUKA3bI);

JIOBOJIUT 10 CBeJeHHs pabOTHHUKOB 0O0II€00pa30BaTENILHOTO YUPEXKACHUS MPUKA3bl U
pacHopsKEHUS AUPEKTOPa;

KOOPAUHUPYET AESITEIBHOCTD 110 UCTIOJTHEHHIO PEIIEHUH JUPEKTOPA;

BEJIET CPOKOBBINA TEKYIIUU U MPEAYIPEAUTENBHBIA KOHTPOJIb;

IIPOBEPSIET UCIIOJIHEHNE TIOPYUYEHHUH TUPEKTOPA B YCTAHOBIIEHHBIN CPOK;

MpeynpexIaeT COTPYJHUKOB 00 UCTEUEHUH CPOKA HCIIOIHEHUSI TOPYUYEHUN JUPEKTOPA;

(bUKCUpYyeT UCTIOIHEHUE TOPYUCHUI;

COCTaBJISIET OTUEThl M AHAIMTUYECKUE CIIPaBKU O BBINOJHEHUU MOPYYEHHH M peleHuit
JMpeKTopa o01e00pazoBaTeIbHON OpraHU3alty.

3.7. B paMkax TpyaoBO# (YHKIHMW OpPTaHU3AIMH W TOJIepKaHus (YHKIIMOHAIBHOTO pabodero
IPOCTPaHCTBA MPUEMHOM U KaOMHETa TUPEeKTopa:

OpPraHU30BBIBAET MIPUEMHYIO TUPEKTOpPA B COOTBETCTBUU C TPEOOBAHUSIMHU IPTOHOMUKH U
KYJIBTYpPHI TPy,

OCYIIECTBIISIET KOHTPOJIb 00eCneYeHns JUPEKTOpa KaHIeIIPCKUMU MTPUHAIEKHOCTSIMH,
CpeICcTBaMu OpraHU3alMOHHON TEXHUKU;

YXa)XMBAET 32 KOMHATHBIMU PACTCHUSIMH B PUEMHOM U KaOUHETE TUPEKTOpa.

3.8. B pamkax Tpyn0Boi GyHKIMHU COCTaBICHUS U OPOPMIICHHS YIIPABICHUECKON TOKYMEHTALIH:



COCTABJISICT MPOEKTHI PACTIOPIIUTENBHBIX (PUKA3bl, PACTIOPSKEHNUS) U HHPOPMALIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (CIy>KeOHbIE MHCHbMA, CIPaBKU, JOKJIAJIHBIE U CIIy)>KEOHBIE
3aIUCKH );

COCTaBJISIET pPa3JIMYHbIE MUCHbMA, 3allpPOChl, TOTOBUT OTBETHl aBTOpaM OOpallleHUul 0
MOPYYCHUIO JTUPEKTOPA [ITKOJIBI;

revaTaeT clyKeOHbIe JOKYMEHTHI U Apyrue MaTepuarbl;

pPa3MHOKAET CIIY)KEOHBIC TOKYMEHTHI,

KOHTPOJIUPYET MPOXOXKIEHUE JOKYMEHTOB B 0011e00pa3oBaTebHON OpraHu3aiiu
(cormacoBanue, MOANKUCAHUE U YTBEPKACHUE TOKYMEHTA).

3.9. B pamkax TpynoBoil pyHKIMH OpraHU3aui padoOThl ¢ JOKYMEHTAaMU B IPUEMHOM:

3.10.

3.11.

MOJTy4aeT, MPEIBAPUTEIHLHO PACCMATPUBACT M COPTUPYET JOKYMEHTBI, MOCTYIAIONIUE B
MPUEMHYIO JJUPEKTOpa 00pa30BaTEeIbHOTO YIPEHKICHHUS,

MOJITOTABIIUBAET TIOKYMEHTHI JJII PACCMOTPEHUS JUPEKTOPOM;

BEJICT y4eT JOKYMEHTOB, MOCTYIAIONINX Ha UMS IUPEKTOPA HIKOJIbI;

B COOTBETCTBUU C YyKAa3aHUSIMH JTUPEKTOpPA OPTraHW30BBIBACT Iepeaady JIOKYMEHTOB
UCTIOJIHUTEIISIM (KOHKPETHBIM COTPYAHHMKAM) JUIsS MCIOJB30BaHUS B TPOIECCe PabOThI
00 JIJII TOATOTOBKH OTBETOB;

COCTABJISICT M MPEOCTABIISICT B YCTAHOBJIICHHBIC CPOKH B OpTaH yIpaBJICHUS 00pa30BaHUs
CIIUCKM BCEX KJIACCOB (KOHTHHTEHTAa 00pa3oBaTENIbHON OpraHW3allii) W CIIMCOK BCEX
npernoiaBaTesiei KaKaoro yaeOHoro roja;

OTEPAaTUBHO BHOCHT TEKYIIME W3MEHEHHS B COCTaB KOHTHHICHTA YyYalluXcs,
NeIarOrMYECKUX M IPYTUX paOOTHUKOB 00111e00pa30BaTeIbHOW OpTraHU3aIlHH;
opopMIIsIeT JIMYHBIC Jelia JIeTeH, MPUHATHIX Ha OOyYeHHe B OOIIC0Opa30BaTEIHHYIO
OpTraHH3aIHIO;

BeJIeT al(aBUTHBIN KYpPHAT BCEX YJAIIUXC;

co3MaeT U BeleT 0a3y MaHHBIX JIOKYMEHTOB, MPOBOAUT HH(POPMAIIMOHHO-CIIPABOYHYIO
pabory;

KOHTPOJIMPYET HCIOJHEHHE IOKYMEHTOB M TOpY4YeHUI IUpeKTopa o0pa3oBaTenbHOM
OpTaHH3aIHIH.

B pamkax TpynoBoil pyHKIIMHM OpraHu3aluy XpaHEHUs TOKYMEHTOB:

KOPPEKTHPYET HOMEHKJIATyphl JIE]I CEKpeTaps U AUPEKTOPa IIKOJIbI;
bopmupyeT 1 0pOpMIISET Jies1a HOCTOSHHOTO, 0JITOBPEMEHHOTO CPOKOB XPaHEHMUS,
MOJIrOTABIMBAET U MEPENacT Jiea B apXUB 00111e00pa30BaTeIbHON OpraHU3aliHy.

B pamkax TpynoBoil GpyHKIMHM obecnieueHus JUpeKTopa KOkl HHpopMaLnei:

cobupaert u nepepadarpiBaeT HHGOPMAINIO, HEOOXOIUMYIO JJISI TPUHATHS 000CHOBAHHBIX
yIpaBJIEHYECKUX PEIICHHI;

IPOBEPSIET JOCTOBEPHOCTh, IOJHOTY M HEMPOTHBOPEUYUBOCTH TaHHBIX, HCKIIOYAET
nyonupoBaHue HH(POpMAIIUH;

NPEIOCTABIISET TAaHHBIE B MHOM H yJOOHOM JIJIsl BOCHIPUATHS opmare;

BBIABIISICT Hanbosee 3HaYMMble KPUTEPUU CHCTEMaTH3allud MHPOPMALUU JJIS CO3JIaHHs
0a3 JaHHBIX;

dbopmupyeT 1 HCHob3yeT 0a3y JaHHBIX B 00111€00pa30BaTEIbHON OpraHu3aIuy.

3.12. B pamkax TpymoBOH (YHKIMH OpraHu3alud WH(OOPMHPOBAHHOTO B3aMMOJICHCTBHS
JTUPEKTOpa ¢ pabOTHUKAMHU:

nHpopMupyeT pabOTHUKOB 00pa30BATENbHONW OpPTraHU3AIMH O PEHICHUSX TUPEKTOpa,
COBEIIaHUAX U 3aCEIaHUsIX, MeIarornueCKuX COBETaX U MHBIX MEPONPUATHUSIX;

3HAKOMUT PaOOTHUKOB IO/ MOJITUCH C COOTBETCTBYIOIINMH JTOKYMEHTAMH;
OpraHW30BBIBACT OOMEH HMH(OpMAIHE MEXKIy 3aMECTUTEISIMH JHPEKTOpa U HHBIMHU
JOJIKHOCTHBIMHU JIMIIAaMH 00111e00pa30oBaTeNbHOM OpraHu3aluu;

OroBenIaeT pabOTHUKOB O TIPEICTOSIIUX MEPOTIPUSITHUSIX;

BBI3bIBAECT COTPYAHUKOB U 00yUYaIOIIUXCS 110 TOPYUYECHHUIO TUPEKTOPA;



e uHpOpPMHUpPYET IUPEKTOpa 00 OOpalleHUsX COTPYAHUKOB MO pPAa0OYMM U JIMYHBIM
BOIIpOCaM;
e uHpOPMHUpPYET IUPEKTOpa 00 oOpalieHUsX OOy4YalOMIMXCs, UX POAMUTENEH (3aKOHHBIX
MIPEACTABUTENCH ).
3.13. B pamkax TpynoBoi (GyHKIHUU OpraHU3AMA KOMAHIUPOBOK:
e IOJrOTABJIMBACT MIPOEKT MPHUKA3a O CIYKEOHOI KOMaHIUPOBKE;
e BBHIHCHIBAET KOMAHJIMPOBOYHOE  YAOCTOBEPEHHE U  PETHCTPHPYET €ro  IpH
HEOOXOIMMOCTH;
e MOJrOTABIIMBACT JOKYMEHTHI K IOE3/IKE;
e  YTOUHSET JaTy, 1OJLDKHOCTH, (JaMUIIMH B IPOrpaMMe KOMAaHUPOBKH.
3.14. BrpimonHsAeT pa3nUYyHBIC ONEpalMd C HCIOJb30BAHUEM KOMIBIOTEPHONH TEXHUKU II0
IporpaMmam, rpejHa3HaueHHbIM 1711 cOopa, 00pabOTKU U MpeA0CTaBIeHUs HHPOPMALIUH.
3.15. lpu ucnonb30BaHUM JIEKTPOHHOTO O0OPYJOBaHUS, B TOM YHCJE KIaBHATyphl U MBIIIH,
©XKEHEBHO AE3MH(DULUUPYET UX B COOTBETCTBUU C PEKOMEHJALMSAMM MPOU3BOAMUTENS JIMOO C
UCTIOJIb30BAaHUEM PACTBOPOB MIIM CAI(PETOK HA CHUPTOBOM OCHOBE, cojepkaniux He meHee 70%
CIHpTA.
3.16. CobaroaeT npaBuiIa UCIOJIb30BAHUA ce€TH VIHTEpHET.
3.17. Ob6ecniednBaeT 3alUTY [IPaB U CBOOO ydyalluxcs, poauTesneil (3aKOHHbIX MpeicTaBUTeNeH),
PabOTHUKOB HIKOJIBI ITPH 00paOOTKE MEPCOHANbHBIX JTAHHBIX.
3.18. Ctporo cobmtoaet KOHGHUAESHIHMATLHOCT IEPCOHAIBHBIX JAHHBIX U TPEOOBAHMS 110 3aLIUTE
1 0€301MacCHOCTH IEPCOHAIBHBIX TaHHBIX MIPU UX 00pabOTKe, HEJOMYIICHHE UX PACIIPOCTPAHECHUS
6e3 cornacusi CyObeKTa epCOHANBHBIX JaHHBIX WIM HAIWYHS JPYroro 3aKOHHOI'O OCHOBAHUS.
3.19. CobimotaeT KyJIbTypy M 3THKY OOIIEHHUS C MEPCOHAIOM 00pa30oBaTEILHOTO YUPEKICHUS,
00y4aroIUMUCS U POAUTENSIMHU (3aKOHHBIMU IPEACTAaBUTEISAMH ), HOCETUTEISIMH.
3.20. Ctporo cobmroaeT mpasa U cBOOObI ieTell, conepxamiiecs B OenepanbHom 3akoHe «O0
oOpazoBanun B Poccuiickoit denepaunn» u Konsenuun OOH o mpaBax peOeHka, siBIseTCS
PUMEPOM TSI IIKOJTBHUKOB.
3.21. Undopmupyer AUpeKTOpa, a MPU €ro OTCYTCTBUU — JEKYPHOIO aJMUHHUCTpaTopa o
HECYaCTHOM CiIy4ae, MPUHUMAET MEpBI N0 OKa3aHHIO MEPBOM MOMOIIH MMOCTPAIABIINM, BHI30BE
CKOpOH MEIUIUHCKON TTOMOLIH.
3.22. OcyuiecTBISI€T CBOIO ACSTEILHOCTD HAa BEICOKOM MPO(ECCUOHATIEHOM YPOBHE.
3.23. OGecnieunBaeT cOOJIIOICHUE YUCTOTHI U MOPSIKa HA CBOEM paboyeM MecCTe.
3.24. Cekperapb AUPEKTOPA IIKOJIBI COOIIOIAET MOJIOKEHUS TAHHOM JOHKHOCTHON WHCTPYKITUH,
pa3paboTaHHON Ha OCHOBe mpodcranaapTa, YctaB u IIpaBuiia BHYTpPEHHEro TpPYJOBOTO
pacriopsiika 00pa30BaTeIbHOTO YUPEKICHHS, KOJUIEKTUBHBIA M TPYIOBOW JIOTOBOP, a TaKkKe
JIOKaJIbHBIE aKThI U PUKAa3bl PyKOBOAUTEIS.
3.25. IIpoxomauT B YCTAaHOBJIEHHOM 3aKOHOJIATENbCTBOM Poccuiickoit Penepanuu mnopsake
o0y4yeHHe W MPOBEPKY 3HAHMW W HABBIKOB B OOJIACTH OXpaHbl TPYyJa, MHCTPYKTAXU MO OXpaHe
TpyJa U MOoKapHOU O€30MacCHOCTH.
3.26. CobOmogaeT mpaBuia OXpaHbl TPYAa, MOXKAPHOW M 3JIEKTPOOE30MacHOCTH, CAaHUTAPHO-
TUTUCHHYECKHE HOPMBI M TPeOOBaHMS, TPYAOBYIO JUCHHUILTMHY Ha pabodeM MeCTe M PEeXHM
paboThI, yCTAaHOBJICHHBIH B 00111€00pa30BaTebHOIN OpraHu3aluu.
3.27. Tlepuoandecku TPOXOAUT OECIJIaTHBIE MEIUIIMHCKHAE OOCIIeOBAHUS, TOBHIIIAET CBOIO
npoeCCHOHATIBHYIO KOMITETEHIIHIO.
3.28. Cekperapio 3ampeniaercsi UCHOIb30BaTh HEUCIIPaBHYIO MeOenb, 3J1eKTpooOopyrIoBaHueE,
AIIEKTPONPUOOPHI, KOMITBIOTEPHYIO U HHYIO OPITEXHHUKY MM 000pyIOBaHUE U MeOelb ¢ SBHBIMU
NpU3HAKaMHU TIOBPESKACHUS, KypUTh B TIOMENICHUSX W HAa TEPPUTOPUHU 00IIe00pa3oBaTeIbHON
OpraHu3aIug.
4. IIpaBa
Cekperapb TUpEKTOpa UMEET MPaBo:
4.1. [TonyyaTts nH(OpMAIHIO, B TOM YUCIIE U KOHPHUICHITHATBHYIO, B 00beMe, HEOOXOIUMOM JIJIst
pEeLICHHS TOCTABICHHBIX 3a/1a4.



4.2. 3anpamumBaTh JMYHO W 110 TIOPYYEHHUIO AUPEKTOPa OT pabOTHUKOB 00I11e00pa30BaTeIbHON
OpraHu3any MHPOPMAIHUIO U JOKYMEHTHI, HEOOXOIUMbIE UIS BBIIOJIHEHUS €r0 JOJKHOCTHBIX
00s13aHHOCTEN.

4.3. TpeboBaTh OT aJIMUHUCTPALIUU IIKOJIbI CO3/IaHUS ONTUMAIBHBIX YCIOBUMN JIJISi BHIIIOJIHEHUS
CIIy’)KeOHBIX O00S3aHHOCTEH M COXPAHHOCTH BCEX JTOKYMEHTOB, 0Opa3ylomuXxcs B pe3yibTare
NESITEIbBHOCTH CeKpeTaps.

4.4. [lpunuMath perieHus B mpeiesiax CBOeH KOMIETEHIUH.

4.5. Ha MarepuanbHO-TEXHHUYECKHUE YCIIOBHUS, TpeOyemble Ui BBINOJHEHUS JIOJKHOCTHBIX
oOsi3aHHOCTE  cekperaps, Ha oOecnedeHue paboyero Mecra, COOTBETCTBYIOILETO
roCy/IapCTBEHHBIM HOPMATHUBHBIM TPeOOBAaHUSM OXpaHbl TpyJa U IMOKapHOW OE30MacHOCTH, a
TaK)Ke€ YCIOBUSIM, IPEAYCMOTPEHHBIM KOJJIEKTUBHBIM 10TOBOPOM.

4.6. 3HAaKOMHUTBCS C TIPOCKTAMHU PEIICHUH JUPEKTOPa, OTHOCAIIUXCS K €ro MpoQeCcCHOHAIBHON
JESITeIbHOCTH, C XKajlo0aMH U JIPYTMMH JTOKyMEHTaMH, COJACPKAIIMMHU OIEHKY €ero paloThl,
JaBaTh M0 HUM OOBSICHEHHUS.

4.7. IlpenocTaBisTh AUPEKTOPY HA pACCMOTPEHUE MPEAJIOKEHUS 110 YIYUIIEHUIO AESITEIbHOCTU
00pa3oBaTeNbHOIl OpraHM3allMd U YCOBEPIICHCTBOBAHUIO CIIOCOOOB pabOTHI MO BOIpOCaM,
OTHOCSIIIIUMCSI K KOMIIETEHIIUU CEKpeTapsl.

4.8. VYuacTBOBaTh B paboTe€ OpPraHOB CaMOYIPABJICHUS JOUIKOJBHBIM 00pa30BaTeIbHBIM
yupexaeHuem, B padbore o0miero coopanusi pabOTHHKOB, B 00CYKJIEHIUH BOIPOCOB, KaCAIOIIUXCS
UCIIOJTHSIEMBIX CEKPETapeM JIOJDKHOCTHBIX 00S3aHHOCTEH.

4.9. Ha wMopanbHOE U MaTepualbHOE MOOUIPEHUE, HAarpakJE€HUs [0 pe3yibTaraM
npoecCHOHANBHOM  NIeATENbHOCTH, Ha  CONUAIbHBIE  TapaHTUM, [PEIyCMOTPEHHbIE
3aKkoHoAarenbcTBOM Poccuiickoit denepanun.

4.10. Ha 3amuty cBoeil npodeccuoHaNbHON YecTH U JAOCTOMHCTBA. Ha kKoHUACHIMATLHOCTH
CIy’)keOHOTO  pacclellOBaHHs, KpOME€ Ciy4yaeB, MpPeIyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit denepanuu.

4.11. 3amumars CBOM HMHTEPEChl CAaMOCTOSATEIbHO W/WJIM uYepe3 MPEeJCTaBUTENs, B TOM 4YHCIIE
a/IBOKaTa, B CiIy4ae JAMCLUUIUIMHAPHOTO WM CIY>KEOHOTO pacciieZIOBaHUs, KOTOPOE CBSI3aHO C
HapyIIEHUEM CEeKpeTapeM HOpM Npo(hecCHOHATILHOM STHUKH.

4.12. CexpeTapp JUpeKTOpa IIKOJIbI UMEET HHBIE ITpaBa, mpeaycMoTpeHHble TpynossiM Konekcom
Poccniickoit @enepannn, YcraBoMm, KosuiekTuBHBIM J0oroBopoM, lIpaBunamum BHYTpEeHHErO
TPYAOBOTO pacropsiaka o01eoopazoBaTeIbHON OpraHU3aliH.

5. OTBEeTCTBEHHOCTH

5.1. B mpenycMoTpeHHOM 3akoHonaTenbCcTBOM Poccuiickoit @enepanun mopsiike ceKperapb
HECET OTBETCTBEHHOCTh:!

e 32 HENPABOMEPHOE HCIOJIb30BaHUE MPEOCTABICHHBIX JOJDKHOCTHON MHCTPYKLIMEH NpaB
Y TIOJITHOMOYHH, a TAaK)Ke UCTIOJIh30BAHUE UX B JIMYHBIX IETISX;

e 3a pasmameHue KOHQUACHUIHUATIbHOW HH(MOpMAIMM, TOJyYeHHOH B pe3ylbTaTe
BBITTOJIHEHHS] JTOJDKHOCTHBIX OO0S3aHHOCTEW, TEPCOHAIBHBIX JAaHHBIX COTPYIHHKOB,
00yyaromuxcs U UX poauTeneil (3aKOHHBIX MTPeCTaBUTENEN ),

e 32 JOCTOBEPHOCTb MpPENOCTaBIAEMOl HH(OPMALUU JHUPEKTOPY, €€ CBOEBPEMEHHYIO
MOJrOTOBKY;

e 32 HEOKa3aHHME WJIM HECBOEBPEMEHHOE OKa3aHWEe MEepBOM MOMOIIM MOCTpa/JaBlIEMy, HE
CBOEBPEMEHHOE M3BEIICHNE WU CKPBITHE OT IUPEKTOPA IIKOJIbI HECYACTHOT'O Clyyas;

e 32 HECOOJII0JIeHNE UHCTPYKIIMM 110 OXpaHe Tpy/Aa U MoKapHOH 0e301acHOCTH;

e 32 HapylUICHHE MOPAJKA NEHCTBUI B Cllyyae BOSHUKHOBEHMS YpE3BBIYAHON CUTyalluu U
9BaKyaIruu B 0011e00pa3oBaTeIbHOM YUPEKIACHUH.

5.2. 3a HeWuCNONHEHME WM HapylleHHe 0e3 YBaKUTENbHBIX HPUYMH CBOMX OOS3aHHOCTEH,
YCTaHOBJICHHBIX JIOJXKHOCTHOM MHCTPYKIMEN CeKpeTapsi MKOIbl, Y craBa u [IpaBui BHyTpeHHETO
TPYZAOBOTO DACHOPSAKA, 3aKOHHBIX PACHOPSHKEHUH PYKOBOIUTENS M HWHBIX JIOKAJbHBIX
HOPMAaTUBHBIX aKTOB, paOOTHUK MOJBEPraeTcsl TUCIUILUIMHAPHOMY B3bICKAHUIO COTJIACHO CTaThe



192 Tpynosoro Kopmekca Poccuiickoit ®enepaunu. 3a r1pyboe HapylIeHHE TPYAOBBIX
00s13aHHOCTEH B KaueCcTBE AUCIHUILUIMHAPHOIO HAKAa3aHUS MOXKET OBITh IPUMEHEHO YBOJIbHEHUE.
5.3. 3a ucnoiab30BaHWE, B TOM YHUCJIE OJHOKPATHO, METOJOB BOCIHUTAHUS, BKJIIOYAOIINX
¢buznyeckoe M (WIM) MCUXOJIOTMYECKOE HACUIIUE HaJ JIMYHOCTHIO OOYYaIoILIErocs, a Takke 3a
COBEpIIICHHE WHOTO aMOpPaJIbHOTO TIPOCTYIKA CEKpeTaph MOXET OBITh OCBOOOXKICH OT
3aHUMaeMoil ToykHOCTH coracHo TpyaoBomy Koaekcy Poccutickoit denepanuu. YBoibHEHHE
3a JAHHBIM ITPOCTYIIOK HE SABJISIETCA MEPOU TUCIUIIIIMHAPHON OTBETCTBEHHOCTH.

5.4. 3a HecoOmoAcHUE TpaBUJ M TpPeOOBaHMI OXpaHBI TpyJda MU TOXKAPHOW OE30MacHOCTH,
CaHUTAPHO-TUTUEHUYECKUX MPABUI U HOPM CEKpeTapb IPHUBJICKAETCA K aJIMUHHUCTPATUBHOU
OTBETCTBEHHOCTM B TMOPSAKE H B CIy4asX, MHPEAYCMOTPEHHBIX aJIMUHHUCTPATUBHBIM
3aKoHoAarenbCcTBOM Pocculickoit denepanuu.

5.5. 3a npaBoHapyIIeHUs, COBEPLICHHBIE B MTPOLIECCE OCYIIECTBICHUS TPYAOBBIX (PYHKIIHI HECET
OTBETCTBEHHOCTbH B MpeJienax, ONpeIeICHHbIX a/IMUHUCTPATUBHBIM, YTOJIOBHBIM U TPaXKIaHCKUM
3aKkoHoJiaTenbcTBOM Poccuiickoit denepaiuu.

6. BzanmooTHomeHns. CBSA3M 110 J0JLKHOCTH

6.1. CekpeTapb BBINONHSIET pabOTy corjacHo rpaduky, coctaBieHHOMY ¢ yuyeroMm 40-yacoBoit
paboueii Henenu, U yTBEPKICHHOMY IUPEKTOPOM 0011e00pa3oBaTeIbHON OpraHu3aIyy.

6.2. CekpeTapb CaMOCTOATEIbHO IUIAHUPYET CBOIO JESATeNbHOCThb. [lmaH paboThl cekperaps
COIJIACOBBIBAETCSI HETIOCPECTBEHHO C JUPEKTOPOM.

6.3. [Tonydaer oT AUpEKTOpa MIKOJIBI HHPOPMAIIUI0 HOPMATHBHO-TIPABOBOT'O XapaKTepa.

6.4. OOmeHuBaercs HMH(POPMALMEH IO BOIMPOCAM, OTHOCSIIMMCS K €ro JESTeIbHOCTH, C
aIMUHHUCTpAIlMEl W COTPYIHUKAMM WIKOJbI, MHQOPMHUPYET HX O pEUICHHSIX IUPEKTOopa,
COBEIIaHUAX U 3aCeHaHUAX, MEIarOrMUYeCKUX COBETaX M MHBIX MEPOIIPUATHSAX.

6.5. BoBpems cooOmaer gupekTopy 00 HH(pOpMAIUH, MPHKA3aX, PACHOPSDKEHUSX M WHOU
JIOKYMEHTAIMH, TIOCTYIHUBIIEH 10 JIEKTPOHHON MOoYTe, MHPOPMUPYET O HAMEUEHHBIX BCTpEUax,
COBEIIaHUAX U 3aCEAaHUAX, HHBIX MEPOIPUATHUSX.

6.6. CooOmiaeT AUPEKTOPY U €ro 3aMeCTUTENSIM MH(OpPMalKIo, MOJYyYEeHHYI0 Ha COBEIAHUSX,
CEMHUHapax, HEMOCPEACTBEHHO MOCTE €€ MOTYyUEHHUS.

6.7. UndopmupyeT AUpeKTopa 0 BO3HUKIIUX TPYTHOCTIX U MpodiieMax B paboTe, 0 HeOCTaTKax
B oOecrieueHUH TpeOOBaHUI OXpaHbl TPY/a U MOXKApHOH 0€30macHOCTH. BHOCHUT mpeiokeHusI TIo
YCTPaHEHHIO HEJOCTATKOB, MO0 ONTUMHU3AINHN CBOCH IEATEIIbHOCTH.

6.8. Nndopmupyer 3amecTuTeNsl AUPEKTOpa MO aTMUHUCTPATUBHO-XO3SWCTBEHHOW 4YacTH O
HEJIOCTaTKaX B KAHIESPCKUX MPUHAICKHOCTAX, OymMare M MHBIX PacXOJHBIX MaTepuaiax, o
MOJIOMKaX MeOeTH U OPTrTEXHUKH, B AJIEKTPOOOOPYTOBAaHUH, BOJIOMPOBOJHON U OTOMUTENBHON
CUCTEMaX.

6.9. Bo Bpemsi OTCYTCTBHS CeKpeTapsi ero 00sS3aHHOCTH BBIMIOJHAET COTPYTHUK, UMEIOIINI BCe
TpeOyrommuecs: MpodecCHOHATbHBIE 3HAHWS, YMEHUS W HaBBIKM, HAa3HAYCHHBIA TPHKA30M
nupekTopa. JlaHHBIA COTPYAHHK TPUOOpPETAaeT COOTBETCTBYIOIIME TpaBa M HECET IMOJHYIO
OTBETCTBEHHOCTH 32 KAYECTBEHHOE BBHIMTOJTHEHNE BO3JIOKEHHBIX HA HETO 00S3aHHOCTEH.

C dondichocmHuoll uHCmpyKyueti 03HaKoMmeH (a),

« _» 202 r. / /
C dondichocmHuoll uHCmpyKyueti 03HaKoMmeH (a),
«_» 202 T / /
C dondichocmHuol uHCmpyKyueti 03HaKoMmeH (a),
« _» 202 T / /
C 0ondicHoCmHuol UHCMpYKYUell 03HAKOMIIEeH (a),
« _» 202 T / /
C OosndrcHocmuou uHCmpyKyueu 03HaKoMieH (a),
« _» 202 T / /

C OondrcHocmuou uHCmpyKyueu 03HaKoMieH (a),
« _» 202 T / /
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