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JOJKHOCTHASA NHCTPYKIUA
CEKPETAPA-MAIINMHUCTKHU

1. O0mue moJ10KeHUs
1.1. Hacrosimiast 1omKHOCTHAST MHCTPYKIUS pa3paboTaHa B cooTBeTcTBHH C [IpodeccrnonanbHbpIM
cragnaptoM: 07.002 «CrnenuanucT mo opraHu3aluoOHHOMY U JOKYMEHTAI[HOHHOMY 00eCTIEUYEeHUI0
YOpaBJIEHUSl OpraHU3alueil», yTBEPKIACHHBIM NpHKa3zoM MUHHCTEpCTBA TpyAa M COLUAIbHON
samuthl Poccuiickoit deneparuu Ne276H ot 6 mast 2015 roaa; ¢ yuerom deaepanbHOro 3akoHa
No273-®3 ot 29.12.2012r «O6 obpazoBannu B Poccuiickoit Denepanun»; B COOTBETCTBUU C
Tpynoseim komgekcoM Poccuiickoit ®enepauyu, YCTaBOM M IPYTMMU HOPMATHBHBIMHM aKTaMH,
PEryIHUPYIOMUMHU TPYAOBBIE OTHOLIEHUSI MEXTy pAOOTHUKOM U pabOTOIaTENIEM.
1.2. JlanHast MHCTPYKLUS OIpeeNIAeT epeueHb TPYIOBbIX (YHKIMHA U 00513aHHOCTEH ceKkpeTaps, a
TakkK€ €ro TMmpaBa, OTBETCTBEHHOCTb W B3aUMOOTHOIICHUS IO JOJDKHOCTH B KOJIJIEKTHBE
00pa3oBaTeNbHON OpraHu3alnu.
1.3. Cekperapb-MalIMHUCTKA HA3HAYAETCS U OCBOOOXKIACTCS OT AOKHOCTH MTPUKA30M JUPEKTOpa
o0mieo0pa3oBaTebHOM OpraHU3allid B TOPSJKE, YCTAHOBICHHOM TpYIOBBIM KOJEKCOM
Poccutiickoit deneparuu 1 TpyJI0BBIM TOTOBOPOM (KOHTPAKTOM) C paOOTHUKOM.
1.4. Ha BpeMs oTIycka W BPEMEHHOW HETPYIOCIOCOOHOCTH CEKPETaps-MAIIUHUCTKUA €ro
00S13aHHOCTH MOTYT OBITh BO3JIOKEHBI Ha JPYroro COTPYJHHKA o0O0IIeo0pa3oBaTeIbHON
opraHm3zanuu. BpeMeHHOe HCHONHEHHE OO0S3aHHOCTEM B JaHHBIX CIydasX OCYIIECTBISICTCS
COTJIACHO TMpHKa3zy JHUPEKTOpa, M3JIaHHOro ¢ cobmoneHueM TpeOoBaHuil TpyaoBoro kojaekca
Poccuiickoit @enepanuu.
1.5. Ha 1O0/mKHOCTD CeKpeTaps-MallMHUCTKU TPUHUMAETCS JIUIO:

* WMeWINee BhICIIee oOpazoBaHue - OakalaBpuaT WM cpenHee NpodhecCHOHATBLHOE
oOpa3zoBaHMe 1O MporpaMMe TMOJITOTOBKHM  CHEHUAINCTOB  CPEJHEro  3BEHa,
JIOTIOJTHUTENBHOE MpodeccuoHanbHoe 00pa3oBaHue;

* C ONBITOM BBIMOJHEHHUs pabOT MO OPraHW3allMOHHOMY U JOKYMEHTAallMOHHOMY
00ECIIEYeHNIO  JICATEIIbHOCTH  PYKOBOJIUTENS MpPU cpelHeM NpodecCHOHATbHOM
0o0pa3oBaHUM HE MEHEE JIBYX JIET;

*  COOTBETCTBYIOIIEEe TPEOOBAHUSM, KACAIOIIUMCS MPOXOXKACHUS MPEIBAPUTEIHLHOTO (IIpH
NOCTYIUIGHHH  Ha  paboTy) M NEpPUOAMYECKHX  METUIMHCKUX  OCMOTPOB,
npo(hecCHOHANTLHOW TMTUEHUYECKOM MOATOTOBKH U aTTecTaluu (Ipu MpueMe Ha padoTy
U Jlajee ¢ MepruoJIUYHOCTRIO He pexke | pasa B 2 roja), BakIIMHALIUY, a TAaKXKE HMEIOIee
JUYHYI0 MEIUIMHCKYI0 KHIDKKY C pe3yJdbTaTaMH MEIUIUHCKUX OOCIeIOBaHUN H
7a00paTOPHBIX  HUCCIENOBaHHWM, CBEJEHUSIMH O  MIPHUBHUBKAX, IEPEHECEHHBIX
UHQEKIIMOHHBIX 3a00JIeBaHUSAX, O MPOXOXKICHHH MPOPECCHOHATBHON THTHEHUYECKOM
MOJTOTOBKU U aTTECTAIlMU C IOMYCKOM K padoTe;




K paboTte B 00mieo0pa3oBaTeIbHON OpraHU3allid HE JOIMYCKAIOTCS JIUIA, UMEIONNEe UITH
NMCBIINUC CYI[I/IMOCTB, a paBHO n HO,Z[BepFaBH_II/IeCH YI‘OJIOBHOMy HpeCHe,Z[OBaHI/IIO (33.
HCKITFOYCHHEM JIWII, YTOJIOBHOE MPECIICIOBAHNE B OTHOIICHHH KOTOPBIX MPEKPAIICHO IO
peabUIUTUPYIONIMM OCHOBaHHUSIM) 3a TPECTYIUICHUS, COCTaB M BHUIBI KOTOPBIX
YCTaHOBJIEHBI 3aKOHOIaTeNIbCTBOM Poccuiickoilt deneparumu.

1.6. Cexperapb-MalIMHUCTKA MOJYMHSACTCS HETIOCPEICTBEHHO AUPEKTOPY 00IIe00pa3zoBaTenbHOM
OpraHH3alMH.

1.7. B cBoeli A€SITENBHOCTH CEKpeTapb-MalllMHUCTKA pyKOBOJACTBYeTcsa KoHcTUTYyIMEN 1 3aKOHAMU
Poccuiickoit @epepaumu, ykazamu Ilpesunenra, pemenusmMu IIpaBurensctBa Poccuiickoin
®enepanyy 1 OpraHoB ynpaBieHHUs 00pa30BaHUS BCEX YPOBHEH 1O BOIpOcaM, KacaroIIMMCS €ro
TPYAOBOM NEATENBHOCTH, TPYIOBBIM JOTOBOPOM MEXIYy PaOOTHHUKOM M pyKOBOAMTENEM. Taxxke,
CEKpETapb-MAlINHUCTKA PYKOBOACTBYETCSI:

aJMUHUCTPAaTUBHBIM, TPYAOBBIM U XO3SAHMCTBEHHBIM 3aKOHOAATEILCTBOM Poccuiickoit
denepanuu;

«CaHUTapHO-IMUACMHOIOTHYECKHE TpPeOOBaHUS K OpraHMU3alMsM BOCHUTAHHUS U
00y4eHHs, OTJIbIXa U O3/I0POBJICHUS JIETEH U MOJIOICKIY;

®enepanbHbM 3akoHOM Ne273-D3 «O06 obpazoBanuu B Poccuiickoii Deneparumy;
IIOCTAHOBJICHUSIMHU, PAaCHOpPSIKEHUSIMM, NPUKA3aMU W HWHBIMH PYKOBOISIIUMH U
HOPMATHUBHBIMH JIOKYMEHTAMH, OTHOCSIIIUMUCS K BEJICHUIO JICJIONPOU3BOICTBA;
CTaHJapTaMM  YHU(DUIHUPOBAHHOM  CHUCTEMBl  OPraHU3alMOHHO-PACTIOPSAUTEIHHON
JIOKYMEHTAIUU;

npaBuiamMu opdorpadguu U MyHKTYyaIuu;

paBUJIaMy PaOOTHl HA KOMITBIOTEPE M HHON OPTTEXHHKHU;

IpaBUJaMU U HOPMaMu OXpaHbl TpyZAa, MNPOU3BOJCTBEHHON CAaHUTApUM M MOKAPHOM
0e30IMacHOCTH;

KonBenmueit o npaBax peOeHKa.

VYcraBoM U JIOKaNbHBIMU aKTamH, B TOM uucie [IpaBuiiaMu BHYTPEHHErO TPYIOBOTO
pacrnopsiika, IpUKa3amMu 1 paclopsLKEHUSAMU JUPEKTOPA NIKOJIBI.

1.8. CexpeTapb-MaIIMHUCTKA JOJKEH 3HATE:

BUJIbI IOKyMEHTOB, UX Ha3HAYCHUE;

BUJIBI HOMEHKJIATYp, 00111e TpeOOBaHMs K HOMEHKIIATYpe AeT;

rpaMMaTH4eCcKHe IPAaBUiIa PYCCKOTO A3bIKA;

JecTBYOIINE IIPaBOBBIE aKTHl, HOPMAaTHBHO-METOJUUECKUE JOKYMEHTBI,
rOCYJapCTBEHHbIE  CTAHJAAPThl,  ONPEACIAIOIIME  MOPAJOK  JOKYMEHTAllMOHHOI'O
o0ecrieyeHus ynpaBiIeHUS;

JIETTIOBOM TTPOTOKOT;

UHCTPYKIIMU 10 JIEJIONPOM3BOJICTBY M JPYT'MM JIOKaJbHBIM HOPMATHUBHBIM aKTaM,
YCTaHaBJIMBAOLINM MOPAI0K PeaIn3ally yIpaBIeHUYECKUX IPOLEAYD;

UCTOYHUKHU YTIPaBIEHYECKOM HH(pOpMAIIHH;

KJIacCU(UKALMIO YIIPABICHUECKOW HH(POPMALIMH, BU/IbI YIIPABIEHUYECKON NH(OpMALIUH;
KOMIIJIEKC OPTaHU3aIMOHHO-TEXHHUECKUX MEPOIPHUATHH 10 MOATOTOBKE M MPOBEICHHIO
COBEILIAHUH U TIEPETOBOPOB;

METOAMKY 0TOOpa NCTOYHUKOB MH(POPMALINY;

METO/bI 00pabOTKH MH(POPMAILMU C IPUMEHEHHEM COBPEMEHHBIX TEXHHUUECKUX CPEICTB
KOMMYHHKAIMH U CBSI3U, BEIUUCIUTEIIEHOW TEXHUKHY;

HOPMAaTUBHBIE IIPaBOBBIE aKTBhl, HOPMAaTHUBHO-METONUYECKHUE JIOKYMEHTBI,
TOCYJapCTBEHHbIE  CTAHAAPTHL,  ONPEACIAIONIME  IMOPSAJOK  JOKYMEHTAIlMOHHOTO
obecrieueHust yrpaBIeHHUs,

o0mue TpeOOBaHHUS K CPOKAM HCIOJHEHHUS JOKYMEHTOB M KOHTPOJBHBIM (DYHKIUSAM
CITY>KOBI TOKYMEHTAITMOHHOTO 00eCIIeUeHNST,;

OCHOBBI aJMHUHMCTPAaTHBHOIO IIpaBa M TPYLOBOIO 3aKoHoOJarenbcTBa Poccuiickoit
denepanuu;



OCHOBBI IOKYMEHTHOM JIMHTBUCTHKU;

OCHOBBI MPABUJILHON OPTaHHU3AINH TPY1a U METOABI OBBIIICHHS €T0 () (HEKTHBHOCTH;
OCHOBBI YIIPABJICHUSI BPEMEHEM;

0COOCHHOCTH O(hOpMITEHUS TUTAHUPOBIIUKA (Ha SJICKTPOHOM U OYMa)KHOM HOCHTETISX );
ocoOeHHoCcTH (hopMHUpoBaHUsl 0a3 TaHHBIX B 00Pa30BaTEILHOM YUPEKICHHH;

NOpsIOK O(OPMIICHUS TOKYMEHTOB JJIsi KOMAaHIUPOBKH M OTYETHBIX JOKYMEHTOB IIO
KOMaHAUPOBKaM paOOTHUKOB IIKOJIbI;

HOPSI0K PabOTHI C TOKYMEHTaMHU, CXEMBI IOKyMEHT0000pOTa;

nops10K GOpMHUPOBAHUS M ODOPMIICHUS JIEIT;

IpaBWJia BEIEHUS, MOJATOTOBKU U OGOpPMIICHHS NPOTOKOJIAa M APYTUX JIOKYMEHTOB,
CO3/1aBacMbIX B IIpOIiecce MOArOTOBKH COBELIAHUHN MPU TUPEKTOPE;

IpaBuJIa BbIIa4H U UCIIOJIb30BAHUS JOKYMEHTOB U3 COPMUPOBAHHBIX JIEIT;

IpaBuiIa JeI0BOT0O OOIIEHHUS, IeIOBOTO 3TUKETA,

nmpaBuja JOKYMEHTAIIMOHHOTO OOECIeUeHns MAeSITeIbHOCTH 00Ieo0pa3oBaTeIbHOM
OpTraHH3aIny;

MpaBuJja 3aluThl KOHPUACHIIUATHLHOU HHPOPMAIINH;

NpaBWJia OpTaHU3AIMH KOHTPOJSI HUCIOJNHEHHUS JIOKYMEHTOB M THUIIOBBIE CPOKH
UCIIOJTHEHUS IOKYMEHTOB;

MpaBHJia OPraHU3aINK IPUEeMa MMOCETHTENEH B MIKOJIE,

IpaBuJia IOJTOTOBKU U MEepeayu e B apXUB 00pa30BaTeIbHON OpraHu3aluy;

MpaBuJIa OJICPKAHUS ¥ PA3BUTHUS MEXITMYHOCTHBIX OTHOIICHU;

IpaBuJia MOMUCAHUS U YTBEPKICHUS IOKYMEHTOB;

mpaBuiia pabOTHI C BXOAAIIUMH, HCXOASIIUMHI ¥ BHYTPEHHUMHU JOKYMEHTaMHU;

IIpaBHJia PEYEBOTO ITUKETA;

MpaBuUJia CEPBUPOBKHU YaiHOTO (KO(EHHOT0) CTONa, MPUTOTOBICHUS U IMOJAYU TOPSUHX
HAIUTKOB,;

MpaBHJIa COTJIACOBAHUS JOKYMEHTOB IIKOJBI (BHYTPEHHETO U BHEIITHETO);

IIpaBHJia COCTABJICHHS AaHATTUTUUYECKHUX CIPABOK MO KOHTPOJIIO UCTIOTHEHUS IOKYyMEHTOB;
MpaBuUJia COCTaBICHHUS U OPOPMIICHUS WH(OPMAIMOHHO-CIPABOYHBIX, YIPABICHUECKUX
JIOKYMEHTOB U CITy>KE€OHBIX IMHCEM;

MpaBUJia COCTaBJICHHUS OPTraHU3AIMOHHBIX JIOKYMEHTOB (TIPUKA30B, IOJIOKCHHIA,
WHCTPYKITUH);

MpaBUJia YCTAHOBJICHHUS KOHTAKTa, TOJICPXKAHUS ¢ Pa3BUTUS MEKINYHOCTHBIX
OTHOIIICHU;

MpaBuJia XpaHEHUS JIeT], PUKA30B, B TOM YHCIIEe JOKYMEHTOB OTPAaHUYEHHOTO JIOCTYIIA;
IPABOBBIE OCHOBBI  yIpaBiieHUsT (OCHOBBI ~AJMHHHCTPATUBHOTO, TPYIOBOTO U
Ipa)KAaHCKOTO 11paBa);

IIPUHIIMIIBI U [TPaBUJIA MIJIAHUPOBAHUS pabOUYero BpeMeHU;

IPUHIMIIBI, CIIOCOOBI HH(OPMUPOBAHUS PAOOTHUKOB 00Pa30BATEIBHOTO YUPESIKICHHUS;
PYKOBOJSIINI COCTaB IIKOJbI-MHTEpHATA U €€ TIOpa3ieIeHUil;

CHCTEMBI AJIEKTPOHHOTO JIOKyMEHTO000pOTa;

COBpeMeHHbIe HH(OPMALIMOHHBIE TEXHOIOTHH PabOThI C TOKYMEHTAMH;

COCTaB OpraHU3aIMOHHON TEXHHUKH, €€ YCTPOUCTBO U MOPSI0K paboTHI C HEll;
crienuprKy OCHOBHOM JESATEIHLHOCTH 00IIe00pa30BaTeIbHON OpraHu3alliy;

CTaHIAPTHl U PEKOMEHIAINH 10 000PYI0BAaHUIO TIOMEIICHHSI IPUEMHOIA;

CTPYKTYpY UIKOJIBI-MHTEpHATa, MOPSAOK B3aUMOJIEHCTBUS MOJAPA3JCICHUNH U CIIyXkO,
pacnpenenenre QyHKIUN MEXKIY CTPYKTYPHBIMU TOpa3ACTICHUSIMU;

byHKIMH, 3a7a4d  00IIe00pa30BaTEILHON OpraHU3allii, €€ CBA3W 10 BEPTUKAIA U
TOPU30OHTAIIH;

HAIpaBJIEHUsI JIEATEIbHOCTH IIKOJBI-MHTEpHaTa W KOMIIETEHLUUH CTPYKTYPHBIX
MoIpa3ieNIeHui 1 TIOJDKHOCTHBIX JIHIT,



00pa3Ipl MOAMUCEN JIUI, UMEIOIINX MPAaBO MOINMCAHUS W YTBEPKACHHUS JOKYMEHTOB, U
OTPaHUYEHUS UX 30H OTBETCTBEHHOCTH;

TeneOHHbIE KOHTAKTHI IUPEKTOPA MIKOJIBI-HHTEPHATA;

TpeOOBaHUS OXpaHbI TPY/Ia, TPOU3BOACTBEHHON CAaHUTAPUH, ITOKAPHOI 0€30M1acCHOCTH;
TpeOoBaHNs, MPEIbABISIEMBIC K JOKYMEHTaM B COOTBETCTBHM C HOPMATHUBHBIMH aKTaMHU
U TOCY/IapCTBEHHBIMU CTaHAAPTAMU;

TpeboBaHus, MPEIbIBISIEMbIC K YIPaBICHUECKOH HH(OpMALnH;

(dopMBI IpeiocTaBICHUS yIIpaBIeHYeCKOH nH(opMaIuy;

GYHKIIUN CaMOMEHEIKMEHTA;

9THKY JI€JIOBOTO OOIIEHUS, ITUKET.

1.9. CexpeTapb-MaIIMHUCTKA JOJDKEH YMEThD:

aHAJTM3UPOBATh MPUYNHBI HEBBITIOJTHEHUS 3a/1a4,
BECTH M HCIOJIb30BaTh B paboTe 0a3y NaHHBIX TEICPOHHBIX KOHTAKTOB TUPEKTOpA
IIKOJIBI-HHTEPHATA,

BECTH CPOKOBYIO KapTOTEKY;

BECTH YYETHBIE PErHCTPAlMOHHBIE (DOPMBI, MCIOIB30BaTh WX Ui WHGOPMAIIMOHHOMN
paboTel M paboTHl MO KOHTPOJIO HCIOJHEHUS pEHIeHWH M TNPUKA30B JUPEKTOPa
00111e00pa30BaTEIPHON OpPTraHU3aIUN;

BHOCHUTH M OTCJICKUBATh HH(OPMAIIHIO HA SJICKTPOHHOM H/WIH OYMa>KHOM HOCHUTEIIE;
BBIOMpATh  ONTHUMaJbHBIE  CHOCOOBI  WHMOPMUPOBAHUS  PAOOTHUKOB  IIKOJIBI,
oOyyaromuxcs W HUX poauTeNneld (3aKOHHBIX IPEACTaBUTENCH), BBIIIECTOSIIUE
OpraHu3aIuy O IJIAHUPYEMBIX MEPOIIPUSATHSX;

BBIOMPATh ONTHUMAJIBHBIN PUTM PabOTHI;

JOKYMEHTHPOBATh Pa3HbIC 3TAIbI IPOIIEyPhI TOJTOTOBKH U MIPOBEICHHS COBEIIIAHUI;
UCIIOJIb30BaTh COBPEMEHHBIE CpeicTBa cOopa 1 00pabOTKH KOHTPOJILHOU MH(POPMALIUY;
UCTIOJIB30BaTh COBPEMEHHBIEC TEXHOJIOTHH cOOpa U repeaadn HHPOpMaIny;
UCTIOJIb30BaTh CIIPABOYHBIE IPABOBbIE CUCTEMBI;

UCTIONIB30BaTh CPEJCTBa KOMMYHHKAIIUW JUIS TEepeadyd MOPYYCHUH TUPEKTOpa MIKOJIbI-
UHTEpHATA;

UCTIOJIB30BaTh CPEIICTBA KOMMYHHUKAIIMOHHOW OPITEXHUKHU JUIS TIOJXYYCHHUS M TepeIadn
uHpOpMaLnu;

UCTIOJIF30BaTh YCTAHOBJIICHHBIC TIpaBWJIa ¥ MPONEAYpPhl KOMMYHUKAI[MH BHYTPH
0011e00pa30BaTeNbHON OpraHnu3aluy;

UCIIONh30BaTh O(HUCHBIA MakeT (TEKCTOBBIM pPEAAKTOp, OJIEKTPOHHBIC TaOJUIIBI,
MPE3EHTALIUN );

obecrieunBaTh HMH(POPMANMOHHYIO 0€30MAaCHOCTh JIEATEILHOCTH  00pa3oBaTEIbHOMN
OpraHu3aIuy;

obecreunBaTh KOH(OUICHIIUATLHOCTH B IPUEMHOMN M KaOMHETE AUPEKTOPA;

oOecrieunBaTh pabOTy MPUEMHOM JUPEKTOPa BO BPEMS €r0 OTCYTCTBUS;

o0ecreynBaTh COXPAaHHOCTh JOKYMEHTOB, XpPaHSIIMXCS B TPUEMHOH M KaOHHETe
JTMpeKTopa 001e00pazoBaTeIbHON OpraHU3alIHHg;

OKa3bIBaTh TIOMOIIb TUPEKTOPY IIKOJIBI B PACHIPECIICHIH €ro pabovero BpeMeHH;
OTIpeNeNATh TNPUOPUTETHOCTh M OUYEPEJHOCTh BBINOJHEHHS pPaboT u 3ddexTuBHO
pacrmpenensTb padbodyee Bpems;

OpPraHU30BBIBaTH M 00€CHeuuBaTh JHYHBIE KOHTAKThl JUpPEKTOpa 00pa3oBaTelbHOM
OpraHu3aIum,

OpPraHU30BBIBATH MPOLIECC MOATOTOBKH K MPOBECHUIO COBELIAHUS MIPU JUPEKTOPE;
OCYIIECTBIISATh KOHTPOJIb WCIOJTHEHUS MOPYYSHHH IUPEKTOpa pabOTHUKAMHU IIKOJIBI-
UHTEpHATA;

OCYIIECTBIISATh 00pabOTKy M CTPYKTYPHUPOBaHHE HHPOPMAIINH;

OCYILECTBIISATH pacreyaTbiBaHUE U KCEPOKOIIUPOBAHUE,

OCYIIECTBIISITh TIPOBEPKY TOCTOBEPHOCTH, IOJHOTHI W HEMPOTUBOPECYMBOCTH JAHHBIX,
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HCKITIOUYCHHE TyOJIMPOBAaHUS HHPOPMAIINH,

*  OCYIIECTBIISITh PETHCTPAINIO, HAKOIIICHUE U TIepeaady, CUCTEMaTU3UPOBAHHOE XPaHCHHE
U BbIIady uHbopmaruu B Tpedyemoii hopme;

*  OCYWIECTBIATH cOOp, 00paboTKy MH(pOpMAIK, HEOOXOAUMON Al AUPEKTOpA IIKOJbI-
WHTEpHATa, €€ aHajJu3 B COOTBETCTBUU C TPeOOBaHUSAMHU KpPAaTKOCTH, YETKOCTH
(GOpMyIHpPOBOK, CBOEBPEMEHHOCTH IMOCTYIJICHHUS, TOYHOCTH M  JIOCTOBEPHOCTH,
ONTUMAIBFHOCTH CUCTEMATH3alliU, HEMPEPHIBHOCTH cOOpa U 00paboTKH;

*  OCYIIECTBIJISATH CUCTEMATH3AIUIO MTOJTy9aeMbIX U MIEPEAaBACMbIX JTaHHBIX;

*  0hopMIATH KOMaHAUPOBOYHBIE JOKYMEHTHI;

*  OLIEHUBATh Pe3yJbTAaThl B paMKax MOCTaBJICHHBIX 33/1a4;

* mepeaaBaTb WHQPOPMAIMIO, JOKYMEHTHl W MaTepHalbl YYaCTHHKAM COBELIAHUS MPH
TUPEKTOPE;

* [eYaTaTh U PENaKTHUPOBATH TEKCTHI CIIyKEOHBIX TOKYMEHTOB;

*  TI0JIb30BaThCS MEPUGEPUIHBIMU YCTPOMUCTBAMHU U OPTTEXHHUKOM;

*  MOJB30BATHCS YHUDUITUPOBAHHBIMH (DOPMAMU TOKYMEHTOB;

*  MOJB30BATHCS AJIEKTPOHHON MOYTOM;

*  MPEAOCTaBIATH JAHHBIC B MHOM U YIOOHOM JIJIsl BOCTIPUSTHUS (hOpMATE;

* TMPUMEHSATh B COOTBETCTBHHM C HAa3HAYCHHEM CpPEJCTBAa OPraHU3alMOHHON TEXHHKH,
KaHIIETSIPCKUE MPUHAIIICKHOCTH;

*  NPUMEHATh HHPOPMAIIMOHHO-KOMMYHUKALMOHHBIE TEXHOJIOTUH;

*  IPUMEHSATH CIIOCOOBI IEIIOBOTO OOIICHUS;

* NPUHUMATh MEPHI [0 pa3pelIeHn0 KOHOIUKTHBIX CUTYalUH;

* MPOW3BOAUTH TIOATOTOBKY Jel I TepeAadyd B apXuB 00Ieo0pa3oBaTeIbHOM
OpraHu3aIuy;

* MpPOU3BOAUTH TOMCK HH(popManmuu B 0a3zaXx JaHHBIX, BECTH HH()OPMAIIMOHHO-
CIPaBOYHYIO pabOTy Ha OCHOBE Pa3IMYHBIX KOMOMHAIUI MOMCKOBBIX TPU3HAKOB;

* paboTaThb C NEPCOHAIBHBIM KOMIBIOTEPOM (HOYTOYKOM), Karajoramu (mamnkamu)
daiinamu, CKaHEpOM;

* paboTaTh C BXOMAIIEH, HCXOIAIICH, BHYTPEHHEH JOKYMEHTAIIHEIH;

* paboraTh ¢ uH(pOpMalKeH, aHaTU3UPOBATh U MPEACTABIATh €€ B CUCTEMATU3UPOBAHHOM
BUJIE, B BHJIC CBOJIHBIX JOKYMEHTOB;

* paboTaTh CO BCEHl COBOKYIHOCTBbIO HH(OPMAIIMOHHO-TOKYMEHTALMOHHBIX PECYPCOB
00pa3oBaTeNbHON OpraHu3alnu;

* paspabarbiBaTh HOMEHKJIATypy JeNl UIKOJIbI-MHTEpPHAaTa C YYEeTOM JeHCTBYIOLIUX
HOPMAaTUBHO-METOJMYECKUX IOKYMEHTOB;

*  paccTaBIATh MPUOPHUTETHI, BHIACIATH BaXKHOE U CPOUHOE;

*  CIVIAXUBATh KOH(MIMKTHBIC U CIIOKHBIE CUTYAIlMH MEXJIMYHOCTHOTO OOIICHHUS,

*  CepBUPOBATH YalHBIN (KOGEHHBIN) CTOJ BO BpeMsI IIPOBEICHUS Kode-Tay3;

*  coOMOIaTh CITYy>)KEOHBIM ATUKET, MPaBUiIa JEJIOBOTO 3TUKETA U IPOTOKOIA;

*  co3JaBaTh UMUK CEKpETaps, COOTBETCTBYIOLIUI UMHIXKY IIKOJIbI-MHTEPHATA;

*  CO3[aBaTh U MOJICPKUBATH MOJIOKHUTEIBHBIA UMUK 00pa30BaTeIbHON OpraHu3allnu;

* co3jaaBaTh ycCJIOBHUs, oOecnieurnBaromue 3hPEeKTUBHYIO paboTy TUPEKTOPA;

* COCTaBIATh U OQOPMIISITH HOPMATHUBHBIE AKThI, OPTaHU3AIMOHHBIE U METOIUYECKHE
JIOKYMEHTBI, CBOJHbIE, OTYETHBIE, CTATUCTUYECKUE JOKYMEHTHI;

*  yOpaBIATh KOH(MIUKTAMU;

*  YCTaHABJIMBATbH LIEJH, OMPEACIIATh HEPAPXUIO LIETICH;

* YYHTHIBATh TICHUXOJIOTUYECKHE OCOOCHHOCTH JIMYHOCTH TIPU Pa3IUYHBIX BHIAX
poeCCHOHAIBHOTO OOIICHHS;

*  BbIOMpPATh ¥ 0OPMIISATH MJIAHUPOBIIHK;

*  (opmupoBaTh U 0HOPMIATH J€JIa B COOTBETCTBUU C YTBEPKACHHON HOMEHKJIATYpOM Je
0011e00pa30BaTEIbHOM OpraHu3aIUH.

1.10. Cexkperapb-MalIMHUCTKA JOJKEH 3HAaTh M COONIOJATh YCTAHOBJIEHHBIC TMpaBWiIa |
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TpeOoBaHUsI OXpaHbl Tpyda M MOXKapHOM 0e30MmacHOCTH, NMpaBUJia JUYHOW TMTHEHBI U TUTHEHBI
TpyJa B 00pa30BaTeIbHOM YUPEKICHUU.

1.11. Cekperapb-MalIMHUCTKA JTOJDKEH MPOWTH OOyYeHHWE W WMETh HAaBBIKM OKa3aHUs IEPBOM
moMoIM mnoctpafaBmmmM, coomoaare KonBenmuio OOH o mpaBax pebeHka, 3HATH MOPSIOK
JEWCTBUM NMPY BO3HUKHOBEHHUH TT0Kapa WM MHON Ype3BbIYaHOW CUTYAIIMU U SBAKYaIlUH.

2. TpynoBblie pyHKIIUU

OchosHbIMU MPYOOSLIMU PYHKYUAMU CEKPEMAaAPA-MAUHUCIKU ABTAIOMCA!

2.1. OpraHuzanvoHHOE, TOKYMEHTAallMOHHOE W HMH(OpPMAIMOHHOE o0ecreueHue esTeIbHOCTH
IMPEKTOpa IIKOJIbI-HHTEpHATA!

2.1.1. Oxa3zanue MOMOITY AUPEKTOPY B TUTAHUPOBAHUH pabOUEro BpEMEHH.

2.1.2. [InanupoBanue pabouero Hs ceKpeTapsi.

2.1.3. Opranu3zarus TeneQOHHBIX TIEPETOBOPOB TUPEKTOPA 00111€00pa30BaATEIHLHOM OPTaHU3aIUH.
2.1.4. Opranusanus paboThl ¢ IOCETUTEISIMH B IPUEMHON AUPEKTOPA.

2.1.5. Opranuzanusi HOArOTOBKK MEPONPUATHIN C yHaCTHEM AUPEKTOPA.

2.1.6. Opranu3zanusi UCIOJIHEHMS PEIICHUH U OCYIECTBICHUE KOHTPOJISI CIIOJIHEHUS TIOPYUYEHUI
JIUPEKTOpA.

2.1.7. Opranuzanusa U mojjepkaHHe (YHKIHOHAIHHOrO pabouero MpoCTpaHCTBAa NMPUEMHON U
KaOWHETa TUpPEKTOpa.

2.1.8. CocraBnenue u opopMmiIeHrE YIpaBICHUYECKONW JOKYMEHTAIIH.

2.1.9. Opranu3zarust pabOThI ¢ JOKyMEHTaMHU B IPUEMHON AUPEKTOPA IIKOJIBI-MHTEPHATA.

2.1.10. Opranusanus XpaHeHHs JOKYMEHTOB.

2.1.11. OGecnieuenue aupekTopa o01Ee0dpa3oBaTebHON OpraHu3aui HHhOpMaIIie.

2.1.12. Opranu3zanust H”HGOPMAITMOHHOTO B3aUMOJICHCTBHS JUPEKTOpa ¢ PAOOTHUKAMH.

2.1.13. Opranuzanus KOMaHIUPOBOK TUPEKTOPA U COTPYIHUKOB.

3. J10/12KkHOCTHBIE 00I3AHHOCTH CeKpeTaps
3.1. B pamkax TpynoBoil (QYHKIHMM OKa3aHWs MOMOIIM JUPEKTOPY IIKOJBI-MHTEpHATA B
IUIAHUPOBAHUM PabOYero BpeMeHHu:

*  uHQOPMHUpPYET AUPEKTOpa OOpa30BATEIBHON OpraHU3alMU O PErJIAMEHTE HAaMEYECHHBIX
BCTpEY, COBELIAHUN M 3acelaHU, MeJarornyecKux COBETOB, OOIIEUIKOJIBHBIX W WHBIX
MEpPOIIPUATHH;

* MpeaynpexaaeT O MPUOIMKEHUH BPEMEHH HaMEUEHHBIX MEPOIPHUSATHI, COIrIaCOBBIBAET
BPEMCHHBIE TIIAHBI,

* COIJIacoBBIBaE€T TeNE(POHHBIE TEPEroBOPbHl €  MPEACTABUTEISIMH  BBIIIECTOSALINX
OpTraHMU3aIMii, C TOMEYUTENSIMHU, PYKOBOJIUTEISIMI HHBIX 00pa30BaTEIbHBIX YUPESKICHUI;

*  COIJIacOBBIBAE€T BCTPEUM W MEPOIPHUATHS C COTPYJHUKAMU HIKOJIBI U MPOQCOIO3HBIM
KOMUTETOM, C POAHUTEISIMH U POAUTEIBCKAM KOMHTETOM, PYKOBOJMUTEISIMU
METOJUYECKIX OOBEIMHEHH, C COBETOM YyUYallMXCsS U MHBIMU COBETAaMH M KOMHTETaMU
0011e00pa30BaTeNbHON OpraHnu3aluy;

* (opmupyeT pe3epB BpeMEHHU ISl HETIPEIBUICHHBIX CUTYaIUi;

* BHOCUT MH(OPMAIUIO B INITAHUPOBIIUK (OpraHausep).

3.2. B pamkax Tpyn0Bo#l QYHKIMH IJIAaHUPOBAHUS PabOYEro JAHS ceKpeTaps:

*  COIJIaCOBBIBACT IUIAHBI C MJIAHAMU U CPOKaMH pabOThl AUPEKTOpa 001e00pazoBaTeIbHON
OpraHHu3aluy;

* pacnpenenser pabodee BpeMs (Ha JCHb, HEJEIIO, IEPCIIEKTURY );

* TEPEHOCUT HEBBINOJIHEHHbIE 3alJIaHMPOBAHHBIC 3a/1a4H;

*  BBINOJIHSACT TUIHYHBIC €KETHEBHBIC JIET1a,

*  BbIOMpaeT U 0pOPMIISET TJIAHUPOBIIHMK CEKPETAPS;

* BEJET JHECBHHK (HA AJIICKTPOHHOM U /M OYMaKHOM HOCHUTETIE).

3.3. B pamkax Tpy10Boit QyHKIMY OpraHU3aluy TeaedOHHbIX IEPErOBOPOB IUPEKTOpA:

* Bener 6a3y TeneOHHBIX KOHTAKTOB PYKOBOUTEIIS IIIKOJIBI-MHTEPHATA;




COEIMHSET AUPEeKTOopa 00pa3oBaTeIbHON OpraHu3aiy ¢ KOHKPETHBIMUA a0OHEHTaMH;
PETUCTPUPYET MOCTYMAIOINE B IPUEMHYIO TelIe()OHHBIE 3BOHKHU;

HepeHanpaBIIseT OTACIbHbBIC TeeOHHBIC 3BOHKH 3aMECTUTEISIM AUPEKTOPa;

NoJy4yaeT He0OXOqUMYI0 HH(OPMAIUIO U TepeiaeT CaHKIIMOHUPOBAHHYIO MH(OPMAIIHIO
o Tenedony;

YCTaHABJIMBAET KOHTAKT C COOECEIHUKOM, MOAICPKHUBACT M Pa3BUBACT JEIOBYIO Oecemy
B Tporiecce Tene(OHHBIX IEPErOBOPOB.

3.4. B paMkax TpyI0BOM (QDYHKIIMK OPraHU3alUu pabOThI C IOCETUTEIISIMU B IPUEMHON IUPEKTOPA:

OpPTaHU30BBIBACT JIMYHBINA MPUEM ITOCETUTENICH TUPEKTOPOM LIKOJIBI-HHTEPHATA;
yCTaHABIMBAET MOPSAAOK MpUEMa JIJIs pa3InYHbIX KaTEeTOpUi TOCETUTEINEH;

BEJICT KypHAJI TIPEIBAPUTEIHLHON 3aMiCH Ha MPUEM, KYpPHAIl TIOCEIICHHH, PETUCTPUPYET
ITOCETHUTEIICH;

COJICHCTBYET OMNEPATUBHOMY PACCMOTPEHHUIO kKajnob, MNpochd U  MpeaioKeHUi
COTPYAHUKOB  0O0IeoOpa3oBaTeIbHON  OpraHu3alid,  pojauTenedi  (3aKOHHBIX
npeCTaBUTeNel) 00yUYaroUXCsl, UHBIX MOCETUTENEH;

OCYHIECTBIISICT MIPUEM JIMUHBIX 3asBJICHUM COTPYIHUKOB, O0YUAIOIIUXCSI U UX POIUTENEH
(3aKOHHBIX MPEACTABUTEICH );

OpPraHU30BBIBAET MPHEM MPECTaBUTENCH OpraHU3alfil, SBISIIOIIMUXCS epaMH IIKOJIbI-
WHTEpHATa, YICHOB IIONEYUTEIHCKOTO COBETa, MapTHEPOB  0Opa3oBaTENbHOMN
OpraHu3aIu U T.1.;

CepBHpYET YailHbIi (KOQEiTHBINH) cTON B KaOUHETE TUPEKTOPA;

NPUHUMAET MEphI MO COXpPAaHEHWIO KOH(UIEHIMaIbHON MH(pOpMaluu B XOJ€ Npuema
MOCEeTUTENe W WX HAXOXKACHHS B TPHEMHOH U KaOWHETEe JAHPEKTOpa
00111e00pa3oBaTEeIbHON OpTraHU3aIiH.

35 B pPaMKax TDV,Z[OBOI\/'I d)VHKHI/II/I OpraHu3anmvuy  IoAroOTOBKHU MGDOHDH}ITI/Iﬁ C VY4aCTucm
UPEKTOopa:
* wuHpopMmHpyeT paOOTHUKOB O HAMEYAIOIIEMCSl COBEIIAHWHU, MEICOBETE, HWHOM
MEPOTIPUATHH,
o IIoAroTaBJINBACT nu BBIBCIIINBACT Ha HH(bOpMaHHOHHBIﬁ CTCHJ HOBGCTKy JHSA
MEPOTIPUATHS C YIaCTHEM JUPEKTOPA;
* IIoOMOIrac€T B IIOAT'OTOBKE OOKJIalda ;[HpeKTopa HIKOJIBI-I/IHTepHaTa, HpGSGHTaHI/IOHHBIX
MaTepHaJioB;
o paccmnaeT HpI/IFJIaLHeHI/IH Jmnam, HpI/IFHaLHeHHBIM Ha O6H.I€LHKO.HBHO€ MepOHpI/I}ITI/Ie.
3.6. B pamkax TpyaoBo¥ (YHKIHMH OpraHu3alliy HMCIOJHEHUS PEIICHUM, OCYIIECTBIECHUS

KOHTPOJISI ICIOJHEHHS TTIOPYUSHUMN TUPEKTOPA:

JTOKYMEHTaIbHO O(DOPMIISIET pelieHUsT TUPEKTOPa MIKOJIbI-MHTepHATA (TIPUKa3bI);
JIOBOJIUT JO CBeIEHHUs pabOTHMKOB 00IIe00pa30BATENBHOTO YUPEXKICHHUS IMPHKa3bl U
pacnopsiKeHHs TUPEKTOopa;

KOOPJAWHUPYET ACATETbHOCTD M0 UCIIOIHEHUIO PELICHUH TUPEKTOPA;

BEJIET CPOKOBBIN TEKYIIUN U TPEAYNPEIUTEIbHBIN KOHTPOJIb;

IPOBEPSIET UCIIOTHEHNE OPYUYCHUH TUPEKTOPA B YCTAHOBJICHHBIN CPOK;

IpeIynpexaaeT COTPYIHUKOB 00 HCTEUEHNHU CPOKa UCTIOTHEHUS MOPYUYCHHUM TUPEKTOPa;
(UKCUpPYyeT UCTIOTHEHUE NTOPYUCHHIH;

COCTaBJISIET OTUETHl M AHAIMTUYECKHE CIIPABKU O BBIOJIHEHUWU MOPYYEHHM M pelieHuit
JUpeKTopa 0011e00pazoBaTeIbHON OpraHU3alHH.

3.7. B paMkax TpyaoBoH (DYHKIMH OpraHU3aldU W IOJIepKaHWs (QYVHKIIMOHAILHOIO pabodero

IIPOCTPAHCTBA IPHUEMHON U KabOuHeTa JAHUPEKTOpA:

OpPraHU30BBIBAET MPUEMHYIO JUPEKTOPA B COOTBETCTBUH C TPEOOBAHUSIMHU 3PTOHOMUKHU U
KyJbTYPBI TPYAQ;

OCYHIECTBIISIET KOHTPOJIb 00eCIeUeH s JUPEKTOpa KaHUEIIPCKUMH TPUHAJICKHOCTIMU,
CpelCcTBaMu OpraHU3AlMOHHON TEXHUKU;

YXa)KUBAET 32 KOMHATHBIMHU PACTEHUSIMH B IIPUEMHON U KaOUHETE TUPEKTOpa.



3.8. B paMkax TpyIoBo#l QVHKIIMK cOCTaBJICHUS U 0(QOPMIIEHHUS VIIPABIEHUYECKON JOKYMEHTAIINHN:

COCTaBIISIET MPOCKTHI PACTIOPSAUTENBHBIX (MIPUKA3bI, PACTIOPSIKEHUS ) B HH()OPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB (ClIy>)kKeOHBIE MHCbMa, CIpPaBKH, AOKIAIHbIE U CIyKeOHbIE
3aIUCKH);

COCTaBJISIET pPAa3JIMYHbIE IMHCHbMa, 3alpOChl, TOTOBUT OTBETHl aBTOpAaM OOpAIICHUN I10
MOPYYEHUIO TUPEKTOPA IIKOJIBI-MHTEPHATA;

revaTaeT ciiy>KeOHbIe JOKYMEHTHI U ApyTrue MaTepuabl;

pPa3MHOXAaET CITyKeOHBbIE IOKYMEHTHI;

KOHTPOJIMPYET TPOXOXKIECHUE JTOKYMEHTOB B OO0IIe00pa3oBaTeNbHOW OpraHu3aluu
(coryacoBanue, MOANMUCAHNE U YTBEPKICHUE TOKYMEHTA).

3.9. B pamkax TpyIoBo#l hYHKIIMK OpraHu3aluu paboThl ¢ JOKYMEHTAMY B IPUEMHOM:

MOJTy4aeT, MPeIBapUTEIILHO PACCMAaTPUBAET U COPTHUPYET TOKYMEHTHI, TIOCTYIAIOIINE B
MPUEMHYIO JUPEKTOpa 00pa30BaTEILHOTO YUPEKIACHHUS,

MOJITOTABIIUBACT JOKYMEHTHI IS PACCMOTPEHUS IUPEKTOPOM;

BEJICT y4eT JOKYMEHTOB, MIOCTYIAIONINX Ha UMS JUPEKTOPA IIKOJIbI-UHTEPHATA;

B COOTBETCTBMH C YKa3aHUSIMH JHUPEKTOpa OPraHWU30BBIBACT Iepenavy JOKYMEHTOB
UCTIOTHUTENSIM (KOHKPETHBIM COTPYJHHUKaM) I MCIOJIh30BAaHUS B TpoIecce padOoThI
1100 IS TOITOTOBKH OTBETOB;

COCTaBIISIET W MPEAOCTABIISCT B YCTAHOBICHHBIC CPOKH B OpraH YIIPaBJICHUS 00pa30BaHUs
CIIUCKM BCEX KJIACCOB (KOHTHMHTEHTa O0pa3oBaTEIbHOM OpTraHM3allii) M CIHCOK BCEX
mpernoaaBareneil Kaxa0ro yaeOHOTo roja;

ONEPaTUBHO BHOCUT TEKYIIME W3MEHEHHS B COCTaB KOHTHHICHTAa Y4YalluXcs,
MEeAarorndecKuX 1 APYyrux paboTHUKOB 0011e00pa30BaTeIbHON OpraHU3aIiy;
obopMIIIeT JIMYHBIE Jena ACTeH, MPUHATHIX Ha oOydeHHe B 00IIe00pa3oBaTelbHYIO
OpTaHHU3aIHIO;

BezieT ani(haBUTHBIHN JKypHAIT BCEX YUaIIUXCs;

co3maeT W BemeT 0a3y MAHHBIX JIOKYMEHTOB, MPOBOIUT MH(POPMAIIMOHHO-CIIPABOUYHYIO
pabory;

KOHTPOJIMPYET HCIIOTHCHHE JOKYMEHTOB W MOPYYECHUU IUPEKTOpa 0OpazoBaTEIbHON
OpraHu3aIug.

3.10. B pamkax Tpy1oBo#l hYHKIIMK OPraHU3ALMU XPAHEHUS JOKYMEHTOB:

KOPPEKTUPYET HOMEHKJIATYPhI JIe] CeKpeTaps U JUPEKTOpa MIKOIbI-UHTEPHATA;
dbopmupyeT 1 0hopMIISET JIea MOCTOSHHOTO, I0JITOBPEMEHHOTO CPOKOB XPAHEHHS,
MOJrOTaBIMBAET U MEpeIaeT jea B apXuB 00111e00pa3oBaTeIbHON OpraHU3aIiH.

3.11. B pamkax tpynoBoil pyHKIMY 00ecIieYeHUs IUPEKTOPA IIIKOJIBI-UHTEpHATa HHGMDOPMALIUEHN:

cobupaer u mepepabarpiBaeT HWHMOpPMAIKIO, HEOOXOAMMYIO  JUISI  TPUHSTHSI
000CHOBAaHHBIX yIPaBIECHYCCKUX PEIICHUM;

NPOBEPSIET JOCTOBEPHOCTh, IOJNHOTY M HENPOTUBOPEUYUBOCTh JAHHBIX, HCKIIOYACT
nyOspoBaHue WH(GOpPMAIINH;

NPEJOCTABIISCT TaHHBIE B SIMHOM H yIOOHOM JUIst BOCTIpHUATHS hopMmare;

BBISBIISICT HanOoJiee 3HAYUMbIC KPUTEPHH CHCTEMATH3allMi WHMOPMAILIUU I CO3TaHUS
0a3 JaHHBIX;

dbopMUpYeT U HCTONB3yeT 0a3y MaHHBIX B 00IIE00pa30BaTEIBHON OpraHU3AIIHH.

3.12. B pamkax TpyaoBOH (VHKIMH oOpraHu3anuu  HWHGOPMAIMOHHOIO B3aMMOIEHCTBUI
JIUPEKTOPA C PAOOTHUKAMMU:

nHpopMupyeT pabOTHUKOB 0Opa30BATEIIBHOW OpraHU3AMH O PEHICHUSX ITUPEKTOpa,
COBCIHIAHUAX U 3aCCAAHUAX, ICAATOTUUCCKUX COBCTAX U UHBIX MCPOIIPUATHAX,

3HAaKOMHT PaOOTHUKOB ITOJT TIOJIIMCH C COOTBETCTBYIOIIMMHU JTOKYMEHTAMH,
OpPraHu30BBIBaCT OOMEH HH(pOpMaIHMeld MEeXIy 3aMECTHTEISIMH JUPEKTOpa W HHBIMHU
JOJDKHOCTHBIMU JIMIIAMH 0011Ie00pa30BaTeIbHON OpraHu3aIiu;

OTIOBEIACT PAOOTHUKOB O MPEACTOSIIUX MEPOIPUATHIX;

BBI3BIBACT COTPYTHHUKOB U O0YUAIOIIUXCS MO MMOPYUYCHHIO TUPEKTOPA;



*  uHbOpPMHUPYET ITUPEKTOpa 00 OOpaIeHUSX COTPYAHUKOB IO pPabOYUM W JUYHBIM
BOIIPOCaM;
*  uHbOpPMHUpPYET AUPEKTOpa 00 OOpalIeHHUsIX OOYYaIOIIUXCS, UX POAMTENICH (3aKOHHBIX
MpeACTaBUTENCH ).
3.13. B pamkax TpyJ10BoH (DYHKIIMU OpraHU3alud KOMaHINPOBOK:
* MOATOTABIIMBAET MPOEKT MPHUKA3a O CIYKECOHOH KOMaHIUPOBKE;
* BBIIUCHIBAET KOMAaHAMPOBOYHOE YJOCTOBEPEHHE W  PErUCTpUpPYET €ro Impu
HEOOXOIMMOCTH;
*  MOATOTABIIMBAET JOKYMEHTHI K IMOE3/IKE;
*  YTOYHSET JaTy, JOJKHOCTH, paMHUIINU B IpOrpaMMe KOMaHIUPOBKH.
3.14. BpIMOnHSAET pa3iavyHblE OIEpPAlMd C HCIOJIB30BAHMEM KOMIIBIOTEPHONW TEXHUKH 11O
mporpamMmam, IpeIHa3HauYeHHBIM 1J1s1 cOopa, 00pabOTKHU M TIPeIoCTaBIeHUS HH(POpMAITUH.
3.15. Ilpu ucONb30BaHUM FIEKTPOHHOT'O OOOPYIOBAaHUS, B TOM YHCIE KJIABHATYPHI U MBIIIH,
€XKEeIHEBHO JE3UH(PUINPYET MUX B COOTBETCTBUM C PEKOMEHJALUSIMH MPOU3BOAUTENS JHOO C
HCIOJIb30BAaHUEM PACTBOPOB MIIM caj(eTOK Ha CIHPTOBOW OCHOBE, cojaepkamux He meHee 70%
crupTa.
3.16. CoburoiaeT mpaBuiia UCTIOIb30BaHUS ceTH MIHTEpHET.
3.17. OGecmeunBaeT 3amUTy MpPaB U CBOOO yUalIUXCs, POAUTENCH (3aKOHHBIX MPEICTaBUTENCH),
pabOTHHKOB IIKOJIBI TPH 00paboTKe MEePCOHATBHBIX JAHHBIX.
3.18. Ctporo cobmomaetr KOHPUAECHITNATFHOCTh IEPCOHATBHBIX TAHHBIX U TPEOOBAHMS 110 3aIUTE
1 0€30MacCHOCTH MEPCOHAIBHBIX JTAHHBIX NMPU UX 00paboTKe, HEAOMYIIeHUE UX PAacIpOCTPaHEHUS
0e3 coryacusi CyObeKTa MepCOHATbHBIX JAHHBIX WM HATMYMSI JPYTOro 3aKOHHOTO OCHOBAHUSI.
3.19. Cobmronaer KynbTypy U ITHKY OOINEHHUS C MEPCOHAIOM 00pa3oBATENbHOTO YUYPEKICHUS,
00y4aroIuMUCS U POAUTEISIMH (3aKOHHBIMU MPEICTABUTENSMU ), TIOCETUTEISIMHU.
3.20. Ctporo cobmiofaer mpaBa u cBoOoAbI aeTeil, copepxkamuecs B PenepanbHoM 3akoHe «O0
obpazoBannu B Poccuiickoit ®eneparun» u KonBennun OOH o mpaBax peOeHKa, SBISICTCS
MPUMEPOM TSI IIKOTHHHUKOB.
3.21. Uudopmupyer aupekTopa, a TpH €ro OTCYTCTBHM — JEKYPHOTO aJIMHHHCTpaTtopa O
HECYAaCTHOM cllydae, MPUHUMAET MEphI M0 OKAa3aHUIO MEPBOM MOMOIIM MOCTPAJABIINM, BHI30BE
CKOpOH MEIUIIMHCKOM MOMOIIIH.
3.22. OcymecTBIseT CBOIO ACATEIBHOCTh Ha BEICOKOM NMPO()EeCCHOHAIIEHOM YPOBHE.
3.23. OGecrieunBaeT COOMIOCHUE YUCTOTHI M MOPSAKA HA CBOEM pabodyeM MecTe.
3.24. IlpoxoguT B YCTAaHOBJIEHHOM 3aKOHOAATENbCTBOM Poccuiickoit ®epepaunu mnopsake
oOydeHue M MPOBEpPKY 3HAHWN M HAaBBHIKOB B 00JACTU OXpaHbl TPyJAa, HHCTPYKTAXH IO OXpaHE
TpyZAa U MOoXapHOU 6€30MacHOCTH.
3.25. Cekperapb-MalIMHUCTKA coOmoaaeT YcTaB u [IpaBuia BHYTpEHHETO TPYIOBOTO pacIopsiiKa
00pa30BaTENBLHOTO YUPEIKACHHUSI, KOJUIGKTHBHBIN U TPYIOBOM IOTOBOP, & TAKXKE JIOKAITBHBIC aKThl U
MIPUKA3bl PYKOBOJIUTESL.
3.26. ColOmoaer mpaBujia OXpaHbl TPYyJa, MOXKAPHOH M 3JIEKTPOOE30MaCHOCTH, CAHUTAPHO-
TUTHEHUYECKUE HOPMBI U TpeOOBaHUS, TPYAOBYIO TUCHHUIUIMHY Ha paboyeM MECTe U PEexuM
paboThl, yCTAaHOBIICHHBIH B 00111€00pa30BaTENbHOM OpraHu3aluy.
3.27. lleppuoanvecku TPOXOAUT OECIJIaTHbIE MEIUIIMHCKHE OOCIIeIOBaHUs, IOBBIIIAET CBOIO
poeCCHOHATIBHYIO KOMITETEHIIHIO.
3.28. Cekperapio 3ampemiaercs HCIOIb30BaTh HEHCIPABHYID MeOENb, 3JIEKTPOOOOpYI0BaHUE,
AJIEKTPONIPUOOPHI, KOMITBIOTEPHYIO M MHYIO OPITEXHUKY HIIM 000pyZOBaHUE U MeOelb ¢ SIBHBIMU
MpU3HAKaMU TMOBPEXKICHUS, KYpUTh B TOMEUICHHSX W Ha TEPPUTOPHH 0011e00pa3zoBaTebHOM
OpraHH3aIlHH.

4. IIpaBa
CekpeTapb-MallIMHUCTKA UMEET MPABO:
4.1. Tlony4arps nH(MOpMALIHIO, B TOM YHCIE U KOHOUICHIMATLHYIO, B 00beMe, HEOOX0IUMOM ISt
peIIeHHsI TOCTABICHHBIX 3a/1a4.




4.2. 3anpamuBarh JIMYHO WIH 1O MOPYUYEHHUIO TUPEKTOpa OT paOOTHHUKOB 00Ie00pa3oBaTeIbHON
OopraHu3any UHPOPMAIUIO0 U JOKYMEHTHI, HEOOXOAUMBIE JJisi BBHIOJHEHHUS €r0 JOJKHOCTHBIX
00s13aHHOCTEH.

4.3. TpeboBaTh OT aAMUHUCTPALMU WIKOJIBI-MHTEPHATA CO3/IaHUS ONTHMAJIBHBIX YCIOBHHA IS
BBITIOJTHEHUS CITY>)KEOHBIX OOS3aHHOCTEH M COXPaHHOCTU BCEX JTOKYMEHTOB, OOpa3yloIIMUXCS B
pe3yJsbTare AeATeIbHOCTH CEKpPETapsl.

4.4. IlpyuHuMAaTh pElICHUS B MPeiesiax CBOCH KOMIIETCHIIUH.

4.5. Ha wmarepuallbHO-TEXHUYECKHE YCIOBHS, TpeOyeMble Ui BBIMOJTHEHHS JOHKHOCTHBIX
0053aHHOCTEH CeKpeTaps-MalllMHUCTKH, Ha oOecredeHne pabodero Mecra, COOTBETCTBYIOLIETO
roCy/IapCTBEHHbIM HOPMATHUBHBIM TpeOOBaHUSM OXpaHbI TPyJa U TOXKapHOM Oe30MacHOCTH, a
TaKXe YCJIOBUSM, IPEAYCMOTPEHHBIM KOJINIEKTUBHBIM JIOTOBOPOM.

4.6. 3HAKOMHUTBCSI C TIPOSKTAMH PEIICHU IUPEKTOpa, OTHOCAIIUXCS K €ro mpodeccHoHaTbHON
NEeSTeNbHOCTH, C Kalo0aMu U APYTUMH JOKYMEHTaMU, COJCPKAIIUMU OIICHKY €ro paOboThl, TaBaTh
110 HUM OOBSCHEHUSI.

4.7. IlpenocTaBisTh JUPEKTOPY HA PACCMOTPEHUE MPEIIOKEHUS MO YIYyUHIEHUIO JEATEIbHOCTH
0o0pa3oBaTeNbHON OpraHW3allid M YCOBEPIICHCTBOBAHHUIO CIOCOOOB pabOTHI IO BOIMpOCaM,
OTHOCSIIIIUMCS K KOMIIETEHIIUN CEKpEeTapsl.

4.8. VYuacTtBOBaTh B paboOTe€ OPraHOB CaMOYIMPABICHUS JOMIKOJIBHBIM 00pa30BaTEIbHBIM
yupexxaeHueM, B pabore olrmiero codpanusi pabOTHUKOB, B 00CYKJIEHHH BOIPOCOB, KACAIOLIHXCS
UCIIOJIHSAEMBIX CEKPETapeM JIOJKHOCTHBIX 00s13aHHOCTEH.

49. Ha wMopanbHOE U MaTepHAIbHOE TMOOLIPEHHE, HarpaxACHUs IO pe3yjbTaTaMm
npodeccuoHalbHOM ~ NEATENbHOCTH, Ha  COLMajbHBbIE  TapaHTHHM,  MPEILyCMOTPEHHBIE
3aKkoHoarenbcTBoM Poccutickont denepanuu.

4.10. Ha 3amurty cBoeil mpodeccrnoHaIbHON 4YecTH W JOCTOMHCTBA. Ha KoH(UaeHIHMaIbHOCTH
CIy’)keOHOTO  paccieloBaHMs, KpOME€ CIyyaeB, IpPEIyCMOTPEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit @enepanuu.

4.11. 3amumare CBOM HMHTEPECHl CaMOCTOSATENLHO W/WIM 4Yepe3 IMPEJICTABUTENS, B TOM YHCIE
aJiBOKaTa, B Cily4yae IUCUUIUIMHAPHOTO WJIM CIIy’)KeOHOTO pacclieZJoOBaHMs, KOTOPOE CBSI3aHO C
HapyIlIeHHEeM CEeKpeTapeM HOPM Mpo(hecCHOHATBHON ATHUKH.

4.12. Cekperapb-MallMHUCTKA IIKOJIBI-MHTEPHTAa HMMEET HWHbIE TMpaBa, MNPEAyCMOTPEHHBIE
TpynoBeim Kogexcom Poccuiickoit ®Denepauuu, YcraBoM, KoJUIEKTUBHBIM —10rOBOpPOM,
[IpaBuiiaMu BHyTpEHHET0 TPYAOBOTO pacropsaka o01meo0pa3oBaTeaIbHOM OpraHu3aluy.

5. OTBeTCTBEHHOCTDH
5.1. B npenycMoTpeHHOM 3akoHOAATenbcTBOM Poccuiickoii ®Penepani mopsake CEeKpeTapb-
MalIMHUCTKA HECET OTBETCTBEHHOCTD:

* 32 HEMPABOMEPHOE MCIOJIb30BaHUE MPEAOCTABICHHBIX JOJKHOCTHOM MHCTPYKIUEH MpaB
Y TIOTHOMOYHMIA, a TaK)K€ UCIIOJIb30BAHNE UX B JTMYHBIX LENSIX;

* 3a pasmiameHue KoH(UIEHIMAIbHONH wuHpOpManuKU, TOMYyYEeHHOW B pe3yJbTaTe
BBIMIOJTHEHUS] JIOJDKHOCTHBIX OOSI3aHHOCTEH, MEPCOHANbHBIX JIaHHBIX COTPYIHUKOB,
00y4arOIIUXCs U UX POAUTENCH (3aKOHHBIX TIPECTaBUTENCH );

* 32 JOCTOBEPHOCTh MPENOCTABISIEMON HH(OpPMALMKM IUPEKTOPY, €€ CBOEBPEMEHHYIO
MOATOTOBKY;

* 32 HEOKa3aHHE WJIM HECBOEBPEMEHHOE OKa3aHHe MEpPBOM MOMOIIM MOCTpajaBIIeMy, HE
CBOEBPEMEHHOE M3BEIICHUE UJIU CKPBITHE OT IUPEKTOPA HIKOJIbI-UHTEpHATa HECYACTHOTO
ciyyas;

* 32 HECOOIo/IeHNE MHCTPYKIUH 110 OXpaHe TPpyJa U MOKapHOU O€30MacHOCTH;

*  3a HapylICHHE MOpsAKa ACHCTBHUI B CIydyae BOSHUKHOBEHHS YpPE3BBIYAHHON CUTyallUH U
IBaKyallMu B 00111€00pa30BaTEIBHOM YUPEKICHUH.

5.2. 3a HEWCNOJHEHHWE WIM HapylieHHe O0€3 YBaXWUTEIbHBIX NPHYUH CBOUX OOSI3aHHOCTEH,
YCTaHOBJIEHHBIX JIOJDKHOCTHOM MHCTPYKIMEH CEKpeTaps-MalllMHUCTKYU IIKOJIbI-MHTEpHATA, Y CTaBa
u [IpaBus BHYTpeHHET0 TPYIOBOTO PACIOPAIKA, 3aKOHHBIX PACOPSIKEHUN PyKOBOAUTENSI M UHBIX
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JIOKQJIbHBIX HOPMATUBHBIX aKTOB, PAaOOTHUK IMOJABEpraercs IJUCIHUILUIMHAPHOMY B3bICKAaHUIO
cormacHo cratbe 192 Tpynooro Kopekca Poccuiickoit @eneparuu. 3a rpyboe HapylieHHe
TPYIOBBIX OOS3aHHOCTEH B KauyecTBE MCUUIUIMHAPHOTO HAKa3aHUS MOXET ObITh MPUMEHEHO
YBOJIbHEHUE.

5.3. 3a wWcnosb30BaHWE, B TOM UYHCIE OMAHOKPATHO, METOJ0B BOCIHMTAHHUS, BKIIOYAIOIIUX
¢dusnueckoe W (MIM) TICUXOJIOTMYECKOE HACWIME HAJ JIMYHOCTHIO OOYYaOIerocs, a TakXke 3a
COBEpIICHHE NHOTO aMOPAJIbHOTO IIPOCTYIIKA CEKpeTapb MOXKET ObITh OCBOOOXK/IEH OT 3aHMMAaeMOil
noikHocTH coryiacHo TpynoBomy Kopekcy Poccuiickoit @enepanuu. YBoidbHEHUE 32 JTaHHBIN
MPOCTYIIOK HE SBJISIETCSI MEPOM AUCHUTUIMHAPHONW OTBETCTBEHHOCTH.

5.4. 3a HecoOmoJcHWE TpaBWUI W TPeOOBAaHUN OXpaHBl TPyJa W TOXKAPHOM OE30I1acCHOCTH,
CaHUTAPHO-TUTUEHUYECKUX TMpPaBUI U HOPM CEKpETapb-MAlllMHUCTKA MPUBJICKAETCS K
aIMUHUCTPAaTUBHOM OTBETCTBEHHOCTHM B TMOPSAKE MW B ClIydasX, MPEeAyCMOTPEHHBIX
aIMHUHUCTPATUBHBIM 3aKOHOAATENBCTBOM Pocculickoit @enepauuu.

5.5. 3a mpaBoHapyIIeHHsI, COBEPIIEHHBIC B MPOIIECCE OCYIIECTBICHUS TPYJIOBBIX (DYHKIUN HEceT
OTBETCTBEHHOCTH B Ipe/eiiax, ONpPeeICHHbIX aIMUHUCTPATUBHBIM, YTOJOBHBIM U IPaKI1aHCKUM
3aKoHoJaTenbcTBOM Poccuiickoit deneparum.

6. BzanmoorHOomenusi. CBSA3M 1O JOJ:KHOCTH
6.1. Cekperapb-MallIMHUCTKA BBITOJHIET PabOTy COIJIACHO TpadHKy, COCTABICHHOMY C YYETOM
40-yacoBoil pabouell HeAeNM, W YTBEPKICHHOMY JTUPEKTOpPOM 00IIe00pa3oBaTeIbHON
OpraHM3alMH.
6.2. CekpeTapb-MalIMHUCTKA CAMOCTOSITEIIPHO TUIAHUPYET CBOIO JAESITeNbHOCTh. [lman paboTsl
CEKpeTaps-MalllMHUCTKH COTJIACOBBIBAETCSI HETIOCPEACTBEHHO C JUPEKTOPOM.
6.3. ITlomywaeT OT JUpEKTOpa IIKOJBI-MHTEpHATa WHGOPMAIIMIO HOPMATHUBHO-TIPABOBOTO
Xapakrepa.
6.4. OOmenuBaercs HMH(POPMAIMEH IO BOIMPOCAM, OTHOCSIIMUMCS K €ro JeSTeIbHOCTH, C
aJIMUHUCTpaIMed U COTPYAHUKAMU IIKOJIbI-MHTEpHATA, HHPOPMHUPYET UX O PEIICHUSIX TUPEKTOpa,
COBEILLIAHUAX U 3aceaHUsIX, IEATOTUYECKUX COBETaX U MHBIX MEPOTIPUATHUSX.
6.5. BoBpems coobmaer aupekTopy 00 uHpOpManMM, MPHKa3aX, PACHOPDKEHHUSIX M HHOH
JOKYMEHTAIMH, OCTYNHUBIIEH MO 3JEKTPOHHOU MouTe, MTHPOPMUPYET O HAMEUYEHHBIX BCTpedax,
COBELLAHUAX U 3aCEJaHUSIX, HHBIX MEPONPUSITHSX.
6.6. CooOmaeT TUPEKTOPY M €ro 3aMECTHUTEISIM HH(POPMAIUIO, TOTYYEHHYIO Ha COBCHIAHUSX,
CEMHMHAapax, HEMOCPEACTBEHHO II0CIIE €€ MOJIyUEHUS.
6.7. UadopmupyeT TupeKTopa 0 BOSHUKIIUX TPYAHOCTSAX U IIpodiaemMax B paboTe, 0 HeJJOCTaTKaxX B
obecriedyeHnn TpeOOBaHUI OXpaHbl TPyAa U MOXKapHOW Oe30macHOCTH. BHOCUT mpeanoxeHus mo
YCTpaHEHUIO HEJOCTAaTKOB, 110 ONITUMHU3ALIUN CBOCH JIeATEIbHOCTH.
6.8. Nudopmupyer 3amecTUTeNss IUPEKTOpa MO aJIMUHHCTPATUBHO-XO3SMCTBEHHOH paboTe o
HEJ0CTaTKaX B KAaHLEISIPCKUX MPUHAUIEKHOCTAX, OymMare W MHBIX PAcXOJHBIX MaTepuaiax, O
MOJIOMKaxX MeOenM M OPITEXHUKHU, B 3JIEKTPOOOOPYIOBAaHMM, BOAOMPOBOJHON W OTOHMHTEIHHOMH
CUCTEMaXx.
6.9. Bo Bpems OTCYTCTBHS CEKpETaps-MAaIIMHUCTKH €ro OOS3aHHOCTHU BBINOJIHSAET COTPYIHUHK,
uMerolmii Bce TpeOytomecss npodecCHOHaIbHbIe 3HAHUS, YMEHHUS M HaBBIKM, Ha3HAYEHHBIN
NpUKa30oM JupekTopa. [laHHBIM COTPYIHUK NpPUOOpETaeT COOTBETCTBYIOLIME IpaBa M HECET
MOJIHYIO0 OTBETCTBEHHOCTD 32 KAU€CTBEHHOE BHITIOJIHEHUE BO3JIOKEHHBIX HAa HETO 00S3aHHOCTEH.

7. O013aHHOCTH MO0 OXPaHe TPy/Aa U 0e30MACHOCTH KU3HeAesTeIbHOCTH

OO0s13aHHOCTH ~ CEKpeTapsA-MAIlIMHUCTKA TI0 COOJIONIEHUI0 TPeOOBaHWM HOPMATHBHO-
MIPABOBBIX aKTOB IO OXpaHe TPyaa:
7.1. 3a00TUTBCA O JUYHOW OE30MACHOCTH W 3/I0POBHE, a Takke O O€30MacHOCTH MU 3J0POBBE
OKpY’KaIOIIMX JIO/ICH B TPOIIECCe BBHIMOJHEHUS JIOOBIX padOT MM BO BpeMs NpeObIBaHUS Ha
TEPPUTOPHUH IIKOJIBI-HHTEPHATA.
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7.2. 3HaTh U BBINOJIHATH TPeOOBAHUS HOPMATHUBHO-IIPABOBBIX aKTOB IO OXpaHe TpyJa, MpaBuia
oOpalleHus ¢ MallliHaMH, MEXaHU3MaMH, 000PyOBaHHEM U JPYTUMHU CPEIACTBAMHU POU3BOJICTBA,
M0JIb30BAThCS CPEJICTBAMU KOJUIEKTUBHON M MHIUBUAYaIbHON 3alUTHI.
7.3. IIpoXxoauTb B YCTaHOBJIEHHOM 3aKOHOJATEIBCTBOM IOPSIKE IPEABAPUTEIbHBIE H
MEePUOINYECKHE MEIUIIMTHCKUE OCMOTPBI.

CekpeTapb-MallIMHUCTKA HECET HEMOCPEICTBEHHYIO OTBETCTBEHHOCTh 3a HapyIICHHE
yKa3aHHBIX TPEOOBaHUIA.

OTBETCTBEHHOCTH 3a HapylIeHHE TPEOOBAHMIA TIO OXpaHe TPyJa: 3a HApPYIICHHE 3aKOHOB U
MHBIX HOPMAaTHBHO-IIPABOBBIX aKTOB 00 OXpaHE TpyJa, CO3/aHUE MPEMATCTBUNA B JIEATEILHOCTH
JNOJKHOCTHBIX JIMII OPraHoOB TOCYJAapCTBEHHOTO HaA30pa 3a OXpaHOM Tpyna, a Takke
npeacTaBuTenell mpodcoro30B, UX OpraHU3aMi U 00bEANHEHUH, BUHOBHBIC JIMIA ITPUBIICKAIOTCS
K JUCUUIUIMHAPHOW, aJIMUHUCTPATUBHON, MaTEpUAIIBHOM, YTOJIOBHON OTBETCTBEHHOCTH COTJIACHO
JEUCTBYIOLIEMY 3aKOHOIaTEIIbCTBY.

8. 3akiI0unTebHbIC 10JI0KEHU S

8.1. O3HakomiieHHe pabOTHUKA C HACTOALICH JOMKHOCTHOM MHCTPYKIMEH OCYIIECTBIISETCS MpH
npuemMe Ha paboTy (110 MOANMUCaHUs TPYIOBOTO JOTOBOPA).

8.2. OaMH 3K3eMIUIApP JOJKHOCTHOM MHCTPYKLMM HAXOIUTCS Y JAUPEKTOpA LIKOJBI, BTOPOH — Y
COTPYIHUKA.

8.3. DakT O3HAKOMJICHHUSI PAa0OTHUKA C HACTOSIIEH MHCTPYKLMEH MOATBEPkKAACTCS MOIINCHIO B
9K3EMIUISIpE MHCTPYKLMH, XpaHsLEMcs Y JUPEeKTopa 00pa30oBaTeIbHON OpraHU3alluy, a TaKkKe B
KypHaJIe 03HAKOMJIEHHUS C I0JKHOCTHBIMU MHCTPYKIUSIMHU.

J0JZKHOCTHAA HHCTPYKIMS COCTABJICHA HA JBCHANATH JHCTAX
Cren. mo xagpam N.1O. CBuctyHoBa

AOKYMEHT NOANMCAH
SNEKTPOHHOWM MOAMNNCBLIO

Ceptudpmkar:
24BE4CFDB9F9487866DBE3F48F970E504382D576
Bnapgeneu: JlobaHoBa Hatanes BnagumupoBHa
LencteuteneH: ¢ 15.05.2020 go 15.08.2021
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