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JOKHOCTHAS HHCTPYKIUS CEKPeTAPS LIKOJIBI

1. OGmme Mo.10:KeHAST JOJHKHOCTHON HHCTPYKIAM CeKPETADS IIKOJIbI

1.1. JlanHas MOmKHOCTHAS HHCTPYKIMAS CEKPETapsI IIKOJIEI paspaboTana Ha ocHOBe KBamipuxamuonnoro
CHPABOTHMKA JIOJDKHOCTEH DPYKOBOJHMTENEH, CHIENHANTNCTOB W JPYTHX CIYXKalluX, yTBEPIKICHHOTO
IlocranosnenreM MuHHCTEPCTBA Tpyda ¥ COLHATBHOTO pasButus Poccumiickoit @enepanuu ot 21
aBrycra 1998 roma Ne37 B pemakuwmu ot 27 mapra 2018r, ¢ yuerom @3 Ne273 ot 29.12.2012r «O6
obpazosanuu B Poccuiickoit @eneparmmy» (¢ m3MeHeHusMHE oT 14 moms 2022 roJia); B COOTBETCTBHH C
Tpymosemv xomexcom Poccmiickoit Menepanyy U APYTHME HOPMATHBHEIME aKTaMH, PeTyIHPYIOIUMH
TPYZOBBIE OTHOINEHHA MEXIY PabOTHUKOM 1 paboTonarenem. [Ipi cOCTaBIEHNH NAHHON TOIDKHOCTHOMN
MHCTPYKIMK CEKpEeTapsi PyKOBOJMTENS (IMPEKTOpa) IKOMb! yuTeHo Takxke [Tocramosnenre MuHTpyna
P® u Muno6pazoparus PO ot 13 smsaps 2003 r. N 1/29 "06 yrBepxkaeHun Ilopsaka oGydyenus mo
OXpaHe Tpy/ia i MPOBEPKM 3HAHUH TpeOOBaHUM OXPaHEI TPyAa paOOTHUKOB OpPraHU3aImii",

1.2. Cexperaps 06pa3oBaTeIBHOTO YUPeXKNEHHS HA3HAYACTCS W OCBOGOMIACTCS OT JOJDKHOCTH B
IOpsizKke, pexycMoTperHoM TpynoBsmm komekcom Poccniickoit Denepanus H TPyLOBEIM ZIOTOBOPOM.
1.3. Cexperapp mIKOJBI JOKEH HMETh cpelHee IPOQEeCCHOHATBHOE obpazoBanme B cdepe
ICNONPOK3BOCTBA O€3 NpelbsBICHAs TPeOOBAHMA K CTaXy PaGOTHI MM CpemHee (momHOE) 06ImEE
oOpasoBaHue M MpodEeCCHOHATBHYIO IHOATOTOBKY B cepe JeTONpOU3BOICTBA 6e3 IPENBIBICHHS
TpeboBaHU#H K CTaXxy pabOTEL.

1.4. Cexpertaps o uuHAETCSA HENIOCPENCTBEHHO THPEKTOPY 06Pa30BATENBHOTO YUPEXICHUS.

1.5. B cBoe#t mpodeccHORANBHOM NesTeNbHOCTH CeKpPETaph 003aH PYKOBOACTBOBATACS:

 YcTaBoM 00pa30BaTeIbHOTO YUPEKICHHS, ' '

® TPyJOBBEIM JIOTOBOPOM;

® BCEMH IIPUKAa3aMU U PaCIOPSDKCHUAMH JUPEKTOPA 00Pa30BATEIBHOTO YUPEIKICHHS,

® 3aKOHAMH ¥ HHBIMH IIPABOBBIMH aKTaMH, PEINIAMEHTHPYIOIIMHE 00Pa30BaTENbHYIO IeSITeIbHOCTS,

® TAHHOM NOJDKHOCTHOW HHCTPYKIHEH CeKxpeTaps PyKOBOIUTENS IIKOJEL,

© BCCMH HOPMaTHBHBIMHA AOKYMCHTAaMH, KaCaroOII¥MICsI BCIACHUA ,IICJ'IOHPOI/I3BOI[CTB3.;

® YTBEPXKACHHOM HHCTPYKIHEH IT0 OXpaHe TpyJa ceKpeTaps B MIKOJIE.

1.6. Cexperapp MKOJIBI 00SI3aH 3HATE:

® CTPYKTYpY 00pa30BaTeIbHOTO YUPEKICHHS U €r0 KaJpOBOI0 COCTABA;

® TOCYHapCTBEHHBIC CTaHAAPTHl YHHUGUIMPOBAHHOK CHCTEMBI OpraHW3allMOHHOPACIIOPSIUTEILHOMN
JOKyMEHTAIUH; © IpaBuiia opporpaguy U MyHKTYaHH PYCCKOTO S3bIKa;

® [IpaBHIIa SKCIIIyaTallud OPI TEXHUKH,

° TpaBuiia IIOJb30BAHHUS IPUEMHO-TIEPETOBOPHBEIM  YCTPOMCTBOM, (hakCOM, MHOXHTEILHBIM
YCTPOMCTBOM, CKaHEPOM, KOMITBIOTEPOM;

® mpaBuia PabOTHl C KOMIBIOTEPHBIMH MPOIPAMMAaMH, a8 MMEHHO C TEKCTOBEIMH PENAKTOPAMH H
3JIEKTPOHHBIME TabJuiaMu, 6asaMu JaHHEBIX, SJIEKTPOHHOM MOYTOH, 6pay3epamu;

® TEXHUKY CO3MaHus, 00paboTKH, Iepeav U XpaHEeH S JOKYMEHTOB;

e [IpaBHJIa IEIOBOM IIEPEITUCKH;

® TIpaBUJIa COCTABJICHHUS ICJIOBBIX IIMCEM C HCIIOIb30BAHIEM JIETIOBLIX 00Pa3IoB;

® OCHOBBI 3THUKH U 3CTETHKH;

® TIpaBHIIa NEJIOBOrO OOINEHUS:;




© TpaBuia ¥ HOPMBI OXPaHBI TPYyJa, TEXHMKH 0O€30IaCHOCTH, HPOM3BOICTBEHHOH CAHHTAPAA H
NPOTHBONOXKApHOU Oe3omacHocTH. Cekperaph JOIDKEH 3HATH CBOIO JOJDKHOCTHYIO HHCTPYKIIHIO
CeKpeTaps TUPEKTOpa IKOJIBL, TPeOOBAHM OXPAHEI TPY/IA ¥ II0XKAPHOH 6e30MaCHOCTH Ha paboueM mecTe.
2. OYHKIHY ceKpeTaps 06pPa30BATENLHOIO yapexkaenns OCHOBHBIMH HAIIPABICHHSIMH B pabore
CeKpeTaps MKOJIbI IBJISIOTCH:

2.]1. BemonHeHHe TeXHWYECKHX (YHKIME 1O 0GECHEUECHHIO W 00CITyXMBaHMIO pabOTHl JEpPEKTOpa
00111e06pa30BaTENEHOTO YIPEKIEHUS B €T0 3aMECTHTEIIS,

2.2. BeieHue nenonpou3BOICTBA.

3. lo/:kHOCTHBIE 00S3aHHOCTH CEKPETAPS IKOJILI

3.1. CexpeTapb IIKOJIBI HMEET CIIEAYIONIHE NODKHOCTHEIE 00S3aHHOCTIL:

3.1. Ilpuem Bceit mocTymnaromeil B 001e06pa3zoBaTeNnbHOE YUpEKIeHIE KOPPECIIOHICHLIMY U TIepenaya
€€ B COOTBCTCTBHH C YKa3aHUAMH TUPEKTOPA KOHKPETHBIM COTPYAHMKAM JUIS HCIIOIB30BAHHS B IIPOLIECCE
paboTHI MO0 YIS MOATOTOBKH OTBETOB;

3.2. Benenue nenompon3BOCTBA, B TOM YHCIIE H B SIEKTPOHHOM BHIIE,

3.3. IlpepocraBnenre B yCTaHOBJICHHBIE CPOKH B YIIpaBJeHHE OOPA30BAHHS CIHCKOB BCEX KIACCOB
(KOHTHHTeHTa 06Pa30BATENFHOTO YUPEKICHNS) ¥ CIIACKA BCeX IPEIoIaBaTeNel KasKIoro y4ebHOro roja;
3.4. OnepaTvBHOE BHECEHHE TEKYIIUX M3MEHEHHH B COCTaBe KOHTHHICHTA yUAIIuXCH, IIpernojaBaTenei
U IPYTHX COTPYAHHKOB 00INE00pa30BaTEeIbHOTO YUPEKICHHUS,

3.5. IloaroToBKa IIPOEKTOB IIPHKA30B M PACHOPSKEHHIH II0 [BIKEHHIIO KOHTHHI€HTA y4aIuxcs;

3.6. OQopmitennre TUIHBIX JEN JeTeH, IPUHITHIX Ha 06yYeHne B 00pa30BaTebHOE YUpEXIECHHE,

3.7. Benenue anaBUTHOTO XypHAIA BCEX YIAIUXC,

3.8. BolmonHeHre pasnUHBIX ONepanyii ¢ HCIOJIB30BAHAEM KOMIBIOTEPHOM TEXHUKH IO IIporpaMmam,
IpeIHa3HaYCHHBIM Jiis c60pa, 06paboTKH K penocTaBieHus HH(OPMAITHH;

3.9. KoHTpons Ham CBOEBpeMEHHBIM PACCMOTPEHHEM M IOJTOTOBKOH JTOKYMEHTOB H pacIopsLKEHHUH,
TIPUHATEIX K HCTIOIHEHUIO KOHKPETHBIMU COTPYIHHKAMH 001Ie00pa30BaTeIbHOIO YUpEKICHES,

3.10. CocraBnenue pasmu4HbIX IIHCEM, 3aIPOCOB H APYTHX JOKYMEHTOB, & TAK)KE ITOATOTOBKA OTBETOR
aBTOpaM 0OpaINeHu} 10 IOPYIEHHIO TUPEKTOPa 00PA30BATENBHOTO YIPEKICH S HIIH €TI0 3aMECTHTEIIS,
3.11. Benerye KOHTPOJIS HCTIONHEHHUS COTPYAHUKAME 061Ie06pa30BaTeNLHOTO YUPEKIEHHS H3AHHBIX
IPUKA30B M PACTOPKEHHH, a TaKke COONIONEHHs CPOKOB HCIONHEHWS yKa3aHWi ¥ NOpydeHHil
AUPEKTOpa 00pa3oBaTENBHOIO YIPEKACHHS, B3STHIX Ha KOHTPOJIb;

3.12. BBI30B COTPYIHUKOB H y9allIXCs IO IIOPYYEHHIO TUPEKTOPA 061e06pa30BaTeIbHOr0 YUPEXKICHHUS,
3.13. BemonHenue paGoThl MO IOATOTOBKE OOMMX COOpaHMi COTPYIHHKOB INKONbBI, 3aceNaHmii
IIEATOTHIECKOTO COBETA, & TAKXKe COBEIIAHWH, NPOBOJMMBIX IHPEKTOPOM 0OPa30BaTENIHbHOTO
ydapexznenus (c60p HeOOXOMMMEIX MAaTEPHANIOB, OLOBEIIECHHE YIACTHHKOB O BPEMEHH, MECTE, IOBECTKE
IHsI COBEIIAHHA H HX PETHCTPAIIH);

3.14. Kourpone obecmedenus IMpeKTOpa O0OIIE06PA3OBATENBHOIO YUPEKIEHHS KAHIEIIPCKAME
IPUHAIEKHOCTAMY, CPEACTBAMY OPTraHW3AlMOHHOM TEXHMKM, a TaKkKe CO3JaHHE YCIIOBHIA,
croco6eTByromuX 3G heKTHBHOM paboTe JUpeKTOpa 00pPa30BATENBHOTO YIPEKICHHS,

3.15. ®opmmpoBaHme 1€l B COOTBETCTBHH C YTBEPXKICHHOW HOMEHKJIATYpoH, obecredcHHe ux
COXPaHHOCTH U Clla4a B apXHUB B YCTAHOBIICHHbIE CPOKH;

3.16. llpueM NMYHBIX 3asABIECHAN COTPYAHHKOB IIKOJBI, YYaIlUXCA M HUX POAMTENell (MIH 3aKOHHBIX
TIPE/ICTABUTENEH) Ha OAIKCH JUPEKTOPY 00pa30BaTEIbHOTO YUPEKICHHI,

3.17. Bomonuenne paGoTEI COTNACHO JAHHOM JMOKHOCTHOM WHCTPYKIMH CEKpeTaps IIKOJbL,
COOJIFO/IeHHEe MHCTPYKIHE 10 OXpaHe Tpy/a NPH BBIIONHEHHH PaGoT M SKCINTyaTallid KOMIBIOTEpHOM
TEXHUKH,

3.18. Opranusanys npreMa MoCEeTUTENEH, a Takke CONEHCTBIE OLePaTUBHOMY PACCMOTPEHHMIO IPOCHD
U NIPEJUIOKEHHH COTPYIHUKOB 00pa30BaTeIbHOTO YUPEIKIECHHUS. -

3.19. Cexperapp INKOJBI NOJDKEH BECTH PabOTy: - B COOTBETICTBHH C IpadMKOM, YTBEP:KIECHHBIM
IUPEKTOPOM 00pa30BaTENBHOIO YUPEXKACHHS; - B TECHOM B3aMMOJEHCTBHH C II€[ArOTHUECKIM,
aIMHHHUCTPAaTUBHBIM U 00CITYKHBAOIIMM IIEPCOHAIOM.




4. Ilpasa cexperaps oGpa3oBaTebHOro yupexkienus Cekperaphb IMKOILI HMEeT paBo:

4.1. ITomy4aTs CBOEBpEMEHHYIO HHIUBANYaTBHYIO KOHCYIBTAIHIO IO BOIPOCAM PabOTHI ¢ 3IEKTPOHHBIM
JKYpHAJIOM;

4.2. 3ampamuBaTh y COTPYIHUKOB 06Pa30BaTEILHOTO YUPeKIEHHU, & B COOTBETCTBYIOMIUX CIyJasX ¥ Y
aMHHHCTpAIMH, HEOOXOMUMYIO HH(POPMALHUIO U MaTe€pualbl, a TaKXe OOBACHEHHS O NPUUMHAX
3aJICPIKKK BBIIOTHEHHS KOHTPOIUPYEMBIX TOPYUYEHHMIA;

4.3. IlpuBnexaTb COTPYJHHKOB K HCIONHEHHIO IOPYYCHHI aIMUHHCTpaluK 00pa30BaTEILHOIO
YUpEXICHHUS,

4.4. TpeGoBaTh OT COTPYAHUKOB NOPAOOTKH OKYMEHTOB, KOTOpBIC OBLIH IIOATOTOBIIEHEI ¢ HAPYIIEHAEM
YCTaHOBJICHHBIX ITPABUJI COCTABJIEHMS X O(POPMIIEHHS JOKYMEHTOB;

4.5. Bu3upoBaTh TMpPOEKTHI JOKYMEHTOB, CBS3aHHEIX C VIIPABIIEHYECKOH  JIEATEIILHOCTHIO
00pa30BaTENbHOTO YUPEIKICHHS,

4.6. 3HAaKOMHTBCSA C JOJDKHOCTHOM MHCTpyKIHeH CEKpETapA-AeNONPOU3BOJMTENS IMKONGI, APYTHMH
HHCTPYKIMAMH II0 OXpaHe TPy/Aa U IOXKapHOH 0e30IacHOCTH;

4.7. BHOCHTH Ha pPacCMOTpEHHE aIMHUHHCTPAIUH 001e00pa30BaTEILHOrO  YIPEXKISHHS CBOU
IPEUIOKEHUS 10 YIYYIICHHIO PabOTBl C JOKyMEHTaMH, COBEPIIEHCTBOBAHMUIO dbopM H METOIOB
YIIPaBIEHYECKOT0 TPy/a C yU4eTOM IPUMEHEHHUS CPENCTB OPraHU3alMOHHON U BEMYHUCIUTEILHOM TEXHUKH.
S. OTBETCTBEHHOCTD CeKpeTaps MKoJbl CeKpeTaph HECET 0TBETCTBEHHOCTD'

5.1. JlucuuMnImHEapHyo, IPEAYCMOTPEHHYIO 3a HEHAICKAINEe UCHIOMHEHHE T HEHCIOIHEHHE CBOMX
JOJDKHOCTHBIX O0SI3aHHOCTEH, MPECTABIEHHBIX B JAHHOH JOIKHOCTHOM HHCTPYKIIMY CEKPETapS IIKOJIBL,
B IIOPSZIKE, YCTAaHOBICHHOM JEHCTBYIOIMUM TPYIOBBIM 3aKOHOLATENILCTBOM PoccHiiCKOM @enepanuu, a
TAKKE 32 HapyIIeHHWe Y CTaBa U APYTHX JOKAIBHEIX IPAaBOBEIX aKTOB 0OPAa30BaTEIBHOrO YUpEXKICHHUS,
5.2. AIMHHHCTPAaTHBHYIO OTBETCTBEHHOCTb, IIPEIyCMOTPEHHYIO 3a HapyIIeHHWE 110 €r0 BHHE MPaBHUII
IIPOTHBOIOXAPHOH GE30IIaCHOCTH M CAHHTAPHO-THTHEHHYECKHX IIPABHI, B MOPSAKE, YCTAHOBIEHHOM
ACUCTBYIOIMM aJMHHHCTPATHBHBIM, YTOJOBHBIM M TIPAXIAHCKHM 3aKOHOIATENLCTBOM Poccmitckoit
Qenepanumy;

5.3. MarepuanpHyI0 OTBETCTBEHHOCTB, IIPENYCMOTPEHHYIO 3a IIOCIEICTBHA NPUHATOTO MM
HEOOOCHOBAaHHOTO pEINEeHHS, IIOBIEKIIETO0 3a CO0Oif HapymIeHHE COXPAaHHOCTH HMYINECTBA
00pa3oBaTeNbHOTO YUPEIKICHHS, HEMPABOMEPHOE €0 HCIIOIF30BAHME HITH HHOMN yiep6, NpUYAHEeHHBIH
00pasoBaTeNbHOMY — YUPEXKACHHIO, B MOPSAAKE, YCTAaHOBICHHOM JNEWCTBYIOIIAM  TPYIOBEIM
3aKOHOAATeNbCTBOM Poccuiickoit @enepamumn.

5.4. 3a HepasriameHue NEPCOHANBHEIX JAHHBIX 00yHarOIUXCsl, poauTeNel (3aKOHHBIX IIpeicTaBuTeNEH),
pabOTHHMKOB IIKOJIBL, & TAKXKE 32 HECOOIIOIEHHE HOPM IPOheCCHOHALHON ITHKH.

6. BzanmooTHomenus. Cesasu 1o gorxHocTH Cekperaphb:

6.1. Paboraer mo rpaguxy, cocrapmennomy u3 40 wacoBoil Hemem: u YTBCPXKACHHOMY AHPEKTOPOM
IITKOJIBL.

6.2. Ilomy4aer oT AUpEKTOpa MIKOJBI M 3aMECTHTENEH [UPEKTOpa HH(OPMAITHIO HOPMAaTHUBHO-IIPABOBOT'O
Xapakrepa, 3HaKOMHTCS IIOJI PACIIMCKY C COOTBETCTBYIOIIUMHE JOKYMEHTAMH.

6.3. Cexperapp B mpoIecce CBOeil [eATeIbHOCTH B3aMMOIEHCTBYET C aIMUHHUCTPATHBHEIM,
IIeJarOrHYeCKUMU U 00CITy)KMBAIOIUM IEPCOHANIOM II0 BOIPOCAM IIPOBEPKH BHINOIHEHHS MOPYICHHIT
oTzena 06pa3oBaHys, IPHKA30B U YKa3aHUH MUPEKTOpa IIKOJIB, KaIPOBOM EATENFHOCTH IIKOJEL.

6.4. Cucrematnuecku oOMeHMBaeTCs HH(OpManueil MO BOIPOCAM, BXOAAMMM B KOMIETEHIHIO
CeKpeTaps co BceMH pabOTHHUKAMH ITKOJIBL.

JIOIDKHOCTHYIO HHCW CEKpeTaps MIKOJIBI pa3paboTai:
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