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JOJKHOCTHASA NHCTPYKIUA Ne

CEKPETAPb-MAHIMHUCTKA

1. OBIIIME ITOJIOKEHUSA

1.1. Cexperapb-MalllMHUCTKAa HAa3HA4YaeTCd U OCBOOOXKIAETCS OT JOJDKHOCTH JAUPEKTOPOM
mKojbsl. Ha mepuon oTmmycka W BPEMEHHOM HETPYIOCIIOCOOHOCTH CEKpeTapsi-MalIMHHUCTKU €e
0053aHHOCTH MOTYT OBITh BO3JIO’KEHBI Ha IOKyMEHTOBEA, OMOIMOTEeKapsi, CTapLIero BOXXaToro,
nabopaHTa, cekperapsi yueOHOi yacTu. BpeMeHHOe HcromHeHne 0053aHHOCTEH B 3TUX CIIydasx
OCYILLIECTBISICTCS HAa OCHOBAHUHU IIPHUKA3a JAUPEKTOPa IIKOJBI, H3JAHHOTO C COOJIIOJIEHHEM
TpeOOBaHUI 3aKOHOAATEIILCTBA O TPY/IE.

1.2. Cekperapb-MallMHUCTKA JOJDKHA HMMETh CHELMAJIbHYI) MHOArOTOBKY M (MJIM) OIBIT
COOTBETCTBYIOLIEH pabOTHI.

1.3. Cekperapb-MallIMHUCTKA OJUUHACTCS HEMOCPEACTBEHHO TOKYMEHTOBETY.

1.4. B cBoell JeATENbHOCTH CEKpeTapb-MalllMHUCTKA pyKoBoJcTBYyeTcs KoHcTuTynuein
Poccuiickoit ®enepanun, 3akoHoM Poccuiickoit @enepanuun «O0 obpazoBaHMM», «TUMOBBIM
MoJiokeHneM 00 001eo0pa3oBaTeIbHOM yUpexaeHun», ykazamu I[Ipesunenta Poccuiickoit
O®enepaunu, pemenusamu IpasurensctBa Poccniickon @enepauun u IlpaBurenscrsa Pernona u
OpraHoB yIpaBiieHHs 0oOpa30BaHHEM BCEX YpOBHEH MO BompocaM oOpa3oBaHMs U BOCIHUTAHUS
oOyuaromuxcs, HHCTpykKuusmMu u ['OCTamu mo oQOpMIEHHIO JOKYMEHTAallMH, TPYIAOBBIM
3aKOHOAATEIbCTBOM; IpaBWJIaMU M HOPMAaMM OXpaHbl TpyJa, TEXHUKU O€30MacHOCTH U
MIPOTHBOIOXKAPHON 3aIIUTHI, @ TAKXKE€ YCTaBOM M JIOKAIbHBIMU NPABOBBIMU aKTaMHU LIKOJIBI (B
ToM uHucie IIpaBunamu BHYTpEHHEro TPYJIOBOTO PAacHoOpsKa, IPUKAa3aMU U PaCHOPSKEHUSIMHU
JMPEKTOpa, HACTOAIIeH MJOKHOCTHOW WHCTpPYKIMEH), TpyAoBbIM JoroBopoMm. Cekperapsb-
MalImHUCTKa coOmroaeT KonBeHIMIo o nmpaBax peOeHka.

2. DYHKIIMHU

OcHOBHBIMHU (PYHKITUSIMH, BBITIOTHsIEMbIMH CeKkpeTapeM-MalllnHUCTKOMU, SBIISIOTCS:

2.1. BBINOTHEHHWE TEXHWYECKHX (DYHKIHMIA MO 0OECTeueHUI0 W OOCTY)KHBAHUIO PaOOTHI
JUPEKTOPA LIKOJIBI;

2.2. opram3anusi d¢(GeKTUBHONW pabOTHI AUPEKTOpa MIKOJBI C MOCTYMAIOMIeH Ha €ro MMs
JOKyMEHTaIe u nH(opMarme.

3. JOJI’KHOCTHBIE OBSI3AHHOCTH

CekpeTrapb-MallIMHUCTKA BBITIOJIHAET CJIEAYIONINE JOKHOCTHBIE 00S3aHHOCTH:
3.1. Bener:

- TIEPENUCKY JUPEKTOPA LIKOJIBI,

- KHUTY NTPUKA30B [0 OOILIUM BOIIPOCAM;

- IPUKa3bl 1O OOLIUM U (PMHAHCOBBIM BOIPOCaM (B 3JIEKTPOHHOM BHJIE);

3.2. perucTpupyer:



- BXOJISIIINE U UCXOJAIINE TOKYMEHTBI;

3.3. KOHTpPOJIMpYeT:

- CBOEBPEMEHHOE BBINIOJIHEHUE COTPYIHUKAMH LIKOJIbI HOPYUYEHUH AUPEKTOPA;

3.4. moayyaer:

- OT COTPYAHUKOB ILIKOJIbI CBEACHUS, HEOOXOUMBIE I AUPEKTOPA;

3.5. opranusyer:

- Tesie(hOHHBIE IEPErOBOPHI AUPEKTOPA;

- IIpUeM IOCeTUTENEH, MPOSBIISAL PU 3TOM TAKTUYHOCTb M BHUMAHUE K HUM, COJEHCTBYET
OTIEPATUBHOCTH PACCMOTPEHHSI TPOCHO U MPEATIOKESHUN COTPYIHUKOB,;

3.6. o0ecnneynBaet:

- paboTy IO MOJATOTOBKE 3aCEAaHNUN M COBELAHUN, IIPOBOAMMBIX AUPEKTOPOM ILIKOJIBI;

- CBOEBPEMEHHYIO [1€4aTh MaTEpPHAJIOB 10 YKa3aHUIO JUPEKTOPa;

- pabouee MeCTO AUPEKTOPa KaHIEIAPCKUMH MPUHATICKHOCTAMH, CPEICTBAMH OPT TEXHUKH;

- IIPHUEM U mepenady TeaedOoHOrpaMM, 3alUCh B OTCYTCTBHE JUPEKTOPA IPUHATHIX
COOOIICHUH 1 TOBEJCHHE /10 €TO CBEICHUS COACPIKaHUS 3TUX COOOICHUIA;

- IOBEJICHHE /10 CBEJICHUS COTPYAHUKOB IIPUKA30B U PACIIOPSKEHUH IUPEKTOPa MO OIITUCH;

- TpUEeM TMOCTYMAIEH Ha HMMs JUPEKTOpa KOPPECIOHICHIIMH, €€ CHCTEMAaTHU3aluI0 B
COOTBETCTBUM C HPUHATBIM B IIKOJIE MOPAAKOM M Iepefady Iocie €€ pacCMOTPEHHs
JTUPEKTOPOM €T0 3aMECTHTEISIM H(HJTH) KOHKPETHBIM COTPYIHUKAM;

- IpYE€M HEOOXOUMBIX JOKYMEHTOB IIPU MOCTYIUIEHUH COTPYJHUKOB Ha paboTy B MIKOJY;

- BBI30B COTPYIHHUKOB MO MOPYYCHUIO JTHUPEKTOPA;

- IPUEM JIOKyMEHTOB Ha MOJIIUCh JUPEKTOPY;

- MPUEM U TepeAady AMPEKTOPY JIMYHBIX 3asBICHHA OT COTPYIHHMKOB HIKOJBI, POAWTEIICH
(3aKOHHBIX MPEJCTABUTEIIEH ).

4. IPABA

CekpeTrapb-MalIMHUCTKA UMEET IPABO:

4.1.MCcno0J1b30BaTh:

- B CBO€il paboTe mporpeccuBHbIe (POPMBI BeJIEHUS TOKYMEHTAIIMH U OPTaHU3alUU PabOTHI;

4.2. naBaTh:

- 00s13aTeNIbHBIE PACTIOPSKEHHSI YICHUKAM BO BPEMsI UX HaXOXKICHHS B IIIKOJIE;

4.3. npeAcTaBJIATH:

- K JUCHUIUTMHAPHOW OTBETCTBEHHOCTH OOYYAIOIIMUXCS 3a MPOCTYIKH, J€30PTaHHU3YIONIUE
y4e0HO-BOCIIUTATEIbHBINA TpoIlecc, B MOPSAKE, YCTaHOBICHHOM [IpaBuiaMu O MOOMIpEHUsX U
B3BICKAHUSAX

4.4. BHOCHTD NPeAJI0KEHUSI:

- 110 COBEPILIEHCTBOBaHUIO ()OPM M METO/IOB BEJICHHS IOKYMEHTAIUH;

- 110 opranu3anuy 3pHeKTUBHON pabOThl AUPEKTOPA;

4.5. noBLIIATH:

- CBOIO KBaJIM(DUKAIIHIO.

5. OTBETCTBEHHOCTD

5.1. 3a HeucnoMHEHUE WM HEHAJJIeKAIIee UCTIOIHEHNEe 0e3 YBaXUTEIbHBIX MPUYUH Y cTaBa
u [IpaBui1 BHYTPEHHETO TPYJOBOIO PACHOpPSIKa MIKOJIbI, 3aKOHHBIX PACHOPSHKEHUNA AUPEKTOpA
IITIKOJIBI M MHBIX JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, JOJHKHOCTHBIX 00S3aHHOCTEH, YCTaHOBJICHHBIX
Hactosmen MHCTpykiueld, B TOM YHCJIE€ 3a HE UCIOJIb30BAaHHE IMpaB, MPEIOCTaBICHHBIX
HacTosmedt MHcTpykuued, mpuBeAmiee K Ae30praHu3alii o0pa3oBaTeNpHOTO Mpolecca,
CEeKpeTapb-MallMHUCTKA HECET AUCUUIUIMHAPHYIO OTBETCTBEHHOCTH B MOPSIIKE, ONMPEICTICHHOM
TPYAOBBIM 3aKOHOJATENLCTBOM. 3a TpyOoe HapyIIeHHE TPYIOBBIX OOS3aHHOCTEW B KadecTBe
JTUCIUTITHHAPHOTO HAKA3aHMS MOXKET OBITh MPUMEHEHO YBOJbHEHHUE.

5.2. 3a HapymieHHe TMpaBWI TMOXKAPHOW OE30MaCHOCTH, OXpaHbl Tpyda, CAHUTAPHO-
TUTUEHUYECKUX TPAaBWJI OpraHU3allMy BEACHUA JIETONPOU3BOJICTBA CEKPETaphb-MalIMHUCTKA



MPUBJIEKAECTCS K AaJMHUHHUCTPATUBHONW OTBETCTBEHHOCTM B TOpSAJKE M B  CiIydYasx,
MPEAYCMOTPEHHBIX aJIMUHUCTPATUBHBIM 3aKOHOAATEIIbCTBOM.

5.3. 3a BUHOBHOE MPUYMHEHHE LIKOJIC UM yYaCTHUKAM 00pa30BaTeIbHOro mpoliecca yiiepoa
(B TOM uHCIIE MOPAJIbHOTO) B CBS3U C MCIHOJIHEHHEM (HEUCIOJHEHHEM CBOMX JOJDKHOCTHBIX
00s13aHHOCTEH, a TaKKe HE MCIIOJIb30BaHKE IPaB, MPEIOCTaBICHHBIX HacTose NHcTpyKuueH,
CeKpeTapb-MalllMHUCTKAa HECeT MaTepHAIbHYIO OTBETCTBEHHOCTh B MOPSAKE W B IIpelenax,
YCTaHOBJICHHBIX TPYIOBBIM U (MJIN) TPAXKIAHCKUM 3aKOHOIaTEIbCTBOM.

6. BBAUMOOTHOUWEHMUS. CBA3U 11O JOJI)KHOCTH

Cekperapb-MalIMHUCTKA!

6.1. paboTaer B pe:xuMe HEHOPMHUPOBAHHOTO pabovero aHsA, ucxoas u3 40 yacooil paboueit
HeJenu, 1o TpaduKy, yTBEpKICHHOMY JUPEKTOPOM IIKOJIBI;

6.2. momydaeT OT JUpPEKTOpa WIKOJABl M JOKYMEHTOBeda HH(GOPMAIMI0O HOPMATHUBHO-
IPaBOBOTO M OPraHU3AIMOHHO-METOJMYECKOTO XapakTepa, 3HAKOMUTCS II0J PACHHUCKYy C
COOTBETCTBYIOLIMMH JOKYMEHTAMHU;

6.3. wucnonHsAeT O0OA3aHHOCTM JIOKYMEHTOBEAA, CEKperaps Y4eOHOH dYacTH W Jpyrux
COTPY/ZIHUKOB B TIEPHOJ MX BPEMEHHOTO OTCYTCTBHUS (OTIYyCK, Oone3Hb W T.1.). Mcmomnenue
00S3aHHOCTEH OCYLIECTBIISICTCS B COOTBETCTBHHM C 3aKOHOAATEILCTBOM O TPyIE M Y CTaBOM
IIKOJIBl HA OCHOBAHHMHU NPUKa3a JUPEKTOPA.

Ilpumeuanusn:

1. HazBanue nomxHocTu «Cekperapb-MalllMHUCTKA) COOTBETCTBYET HAa3BAHUIO JIOJDKHOCTU B
«O6mmepoccuiickoM  Kinaccupukarope mpodeccuit pabodmx, MOJDKHOCTEH CIy)KaluX M
tapudubix pazpsaoB (OKIIATP)». MmenHo 3Ta MOKHOCTH U JOJKHA OBITH BIHCAaHA B
TPYIOBYIO KHUKKY COTPYIHHKA.

C uHCTpYKLMEH 03HAaKOMIICH(a) « » 20 r. ( )
(moanuce) (pacumgpoBKa MOINCH)
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