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1. O0mue moJ10KeHUs1

1.1. Hacrosimiasi OJDKHOCTHAsE HWHCTPYKIUS pa3paboTaHa Ha OCHOBE
KBanugpukaoHHOTO CIpaBOYHHUKA JOJDKHOCTEH PYKOBOJIUTENEH, CIEIUAIUCTOB U
OPYTUX CIyKaluX, yTBepkaeHHoro IlocranoBineHueM MuHucTepcTBa Tpyna M
cormansHoro passutus Poccuiickoit @enepanun ot 21 aBrycra 1998 roga Ne3d7; ¢
yuetoM @enepanbHoro 3akoHa ot 29 pexabps 2012 roma Ne 273-03 «O6
oOpazoBanuu B Poccuiickoit denepanum»; B COOTBETCTBUU C TpyAOBBIM KOJIEKCOM
Poccuniickonn Penepanum U IpyrMMU HOPMATHBHBIMU aKTAMM, PETYJIUPYIOIIUMU
TPYJOBbIE OTHOIIECHUS MEX]Ty paOOTHUKOM U pabOTOIaTEIEM.

1.2. JlaHHas WHCTPYKIMUS OIpEAeNseT OCHOBHbIC (YHKIMM, YCTaHABIUBACT
JOJKHOCTHBIE 00513aHHOCTH, TIpaBa U OTBETCTBEHHOCTh, a TAK)KE€ B3aUMOOTHOILICHHUS
B KOJUIEKTUBE COTPYAHHUKA, 3aHUMAIOLLIEr0 B IIKOJIE IOJKHOCTh CEKpeTapsl.

1.3. Cexkperapp 001I€00pa30BaTEIBLHOTO  YUPEKIACHUS HA3HAYaeTCA U
0CBOOOXKIAETCS OT TOJKHOCTH B MOPSAAKE, IPEAYCMOTPEHHOM TpynoBbIM KOJIEKCOM
Pocculickon ®@enepanuu v TpyA0BBIM JIOTOBOPOM.

1.4. Ha 10omKHOCTD cekpeTaps IPUHUMAETCS JUIIO:

sUMeEmlllee  cpeaHee  mpodeccuoHanbHOE  oOpa3oBaHMe B cdepe
JeJIONPON3BOACTBA 0€3 MpebsIBICHUS TpeOOBaHMS K CTaxy paOOThl MU CpEelHEe
(monHoe) oOmiee oOpa3oBaHWe W MNPO(PECCHOHATBLHYIO TOATOTOBKY B cdepe

JIEJONPOU3BOACTBA 0€3 MPEIbIABICHUS TPEOOBAHUM K CTAXKy paOOTHI;

* COOTBETCTBYIOIIEE TpeOOBaHUSIM, KacaroluMcst MIPOXOXKICHUS
MpeBAPUTENIBLHOrO (TIPU MOCTYIVICHUU HAa PadO0Ty) U MEPUOANICCKUX METUITUHCKUX
OCMOTPOB,  BHEOYEPEIHBIX  MEOUIMHCKHX  OCMOTPOB IO  HAMpPABJICHUIO
paboroaarens, 005S3aTeNbHOTO MCUXUATPUUECKOTO OCBUICTEIHCTBOBAHUS (HE pexke
1 paza B 5 1ner), npodeccroHaIbHON THUTHMEHHYECKON MOJITOTOBKM WM aTTECTaIlUH
(mpu mpuemMe Ha paboTy W ganee He pexe 1 pa3za B 2 roja), BaKIIMHAIIMN, a TAKXKe
HMEIOIee JIMYHYK0 MEIMIIMHCKYI0 KHIDKKY C pe3yjibTaTaMH MEIUIIUMHCKUX
oOcnieloBaHUil W J1aOOPATOPHBIX HCCIEIOBAHUM, CBEACHUSMH O TMPUBUBKAX,
MEPEHECEHHBIX NH(EKIIMOHHBIX 3a00JIEBAHUSIX, O MPOXOKACHUHN NPOodhecCUOHATBHOM
TUTUEHUYECKOM MOATOTOBKU U aTTECTAIIUMU C JIOIYCKOM K padoTe;

* HE MMEIOIee OTpaHUYCHHUN Ha 3aHATHE TPYIOBOM JESATEIHHOCTHIO B cepe
oOpa3oBaHusi, U3TOXKEHHBIX B cTathe 351.1 «OrpannyeHus Ha 3aHITHE TPYAOBOU
NEATEIbHOCThIO B chepe o0Opa3oBaHu, BOCIIUTAHMUS, pa3BUTHUA
HECOBEPIICHHOJIETHUX, OpraHU3allid UX OT/AbIXa U O03J0POBJICHUS, MEIUIIMHCKOTO
oOecrieyeHusl, COLMAIIBHOW 3alllUThl U COLMAJIBHOTO OOCTYy)KHMBaHUS, B cdepe
JETCKO-IOHOIIIECKOTO  CIOpPTa,  KYJIbTYphl M HMCKYCCTBA C  Y4acTUEM
HECOBEPLICHHOJIETHUX» TpynoBoro koaekca Poccuiickont denepannu.

1.5. Cekperapb HaXOQUTCA B HEMOCPEICTBEHHOM MOJYUHEHUH Y 3aMECTUTENs
JIAPEKTOpa MO AAMUHUCTPATUBHO-XO3SIMCTBEHHON YaCTH.



1.6. B cBoeill mpodecCHOHAIBHOW JIEITEILHOCTA CEKpeTrapb 00sa3aH

PYKOBOJACTBOBATLCA .

* VYcraBoM 00111€00pa30BaTEIbHOTO YUPEKACHUS;

* TPYJIOBBIM JIOTOBOPOM;

* MpUKa3aMHd W PACHOPSDKCHUSIMH  TUPEKTOpa  00IIeo0pa3oBaTEIHLHOTO
YUPEKICHUS;

* 3aKOHAMHM M HHBIMH T[IPABOBBIMM  aKTaMH, PETJIAMEHTUPYIOIIMMU
00pa30BaTEIbHYIO JIEATEIHbHOCTD;

e CII 243648-20 «CaHuTapHO-3IUAEMHOJIOTUYECKHE TpeOOBaHUS K
OpraHu3alMsIM BOCIUTAaHUS U OOYyYEeHHs, OTAbIXa M O3JOPOBIEHUS JETe u
MOJIOACKI;

* JTAaHHOW OJDKHOCTHOW MHCTPYKLMEN CEKpeTaps IIKOJIbI;

* BCEMU  HOPMATUBHBIMH  JIOKYMEHTaMH,  KacalolIUMHCS  BEJACHUS
JEJIOMPOU3BOICTBA.

* YTBEPKJICHHOW MHCTPYKIMEH 110 OXpaHEe TPyAa CEKpeTaps MIKOJbI,

1.7. CekpeTapb IMIKOJIBbI 00513aH 3HATH:

* CTPYKTYpy 00111€00pa30BaTEILHOTO YUPEKICHUS U €r0 KaJPOBOTO COCTABA;

* TOCYIapCTBEHHBIC CTaHIapPThI YHUPUITUPOBAHHOM CUCTEMBI
OpPTraHU3alMOHHO-PACTIOPSIANTEIBHON TOKYMEHTAIWH;

* npaBuia opdorpaduu U MyHKTyallUuu PYCCKOTO SI3bIKA;

* MpaBWJIA SKCIUTYaTallud OPITEXHUKHU;

* MpaBWia IMOJb30BaHUSI MPUEMHO-TIEPETOBOPHBIM YCTPOMCTBOM, (paKcoM,
MHOKHUTEIBHBIM YCTPOUCTBOM, CKAHEPOM, KOMITBIOTEPOM;

* mpaBuja pabOThl C KOMIIBIOTEPHBIMH TpOrpaMMaMu, a HMEHHO ¢
TEKCTOBBIMU pPEIaKTOpaMU M JJICKTPOHHBIMU Tabnuiamu, Oa3amMu JIaHHBIX,
AJIIEKTPOHHOM TOUYTOM, Opay3epamu;

* TEXHUKY CO3J]aHus, 00pabOTKH, Iepeauu U XpaHECHUs TOKYMEHTOB;

* MpaBWJIA JEJIOBOM NMEPENUCKH;

* MpaBWJIA COCTABJICHUS JEIOBBIX IIMCEM C MCIOJb30BAHUEM JICJIOBBIX
00pas3Ios;

* OCHOBBI ITUKH U ICTETUKH;

* TIpaBuUJa JEIOBOTO OOIICHUS;

 TpaBWJla M HOPMBI  OXpaHbl  TpydAa, TEXHUKA  OE30MacHOCTH,
MPOU3BOJICTBEHHON CAHUTAPUU U MPOTUBOIIOKAPHOIN O€30MTACHOCTH.

1.8. Cexkperapp MIKOJIBI JOJDKEH 3HATh JOJDKHOCTHYHO HHCTPYKIIMIO, CBOM
byHKIIMOHATBHBIE OOS3aHHOCTH W TOJIHOMOYHS, TOPSJIOK JEHCTBUN TpH
BO3HMKHOBEHUH YPE3BbIYAMHOW CHUTyallud, WMETh HAaBBIKM OKa3aHUs IEPBOM
MIOMOILH TOCTPAJABIINM.
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2. ODyHKIuUMn
OCHOBHBIMH HAIIpaBJICHUSIMU B pa00TE CEKpeTaps IIKOJIbI SIBIISIIOTCS:

2.1. BolnonHeHne TeXHUYECKUX (QYHKIUNA M0 00€CIeUeHUI0 U 00CITyKUBAHUIO
paboThI IUpEKTOpa 00Pa30BaATEIBLHOTO YUPEIKICHUS U €r0 3aMECTUTEIS;
2.2. Benenue nenonpou3BOACTBA.

3. 1o/zKkHOCTHBIE 00SI3aHHOCTH
CekpeTaphb IIKOJIbI UMEET CASAYIONINE JOJDKHOCTHBIE 00sS3aHHOCTH:

3.1. Ilpuem Bceli mnoctynaromeid B 00IIE00pa30BaTEIBLHOE YUPEXKICHHE
KOPPECTIOHJICHIIMM M Tepefadya €€ B COOTBETCTBUM C YKA3aHUSAMH JTUPEKTOpa
KOHKPETHBIM COTPYJIHUKAM [JIs MCMOJB30BAHMS B Ipoliecce padoThl JIMOO ISt
MTOJATOTOBKH OTBETOB;

3.2. Benenue nenonpou3BOACTBA, B TOM YMCIIE U B AJIEKTPOHHOM BHJE;

3.3. IlpenocraBieHue B YCTAHOBJICHHBIE CPOKM B YTpaBieHUE 0Opa3oBaHUs
CIIMCKOB BCEX KJIAaccOB (KOHTHMHIEHTa OOpa30BaTEIbHOIO YUPEXKACHHS) U CIHCKa
BCEX IMpernojaBaTesell KaKaoro yueoHoro roja;

3.4. OmnepaTuBHOE BHECEHHME TEKYLIMX W3MEHEHHMI B COCTaBE KOHTUMHICHTA
yyalmxcs, MpenojaBaTened M JPYyruX COTPYAHHMKOB 0011e00pa30BaTeIbHOTO
YUPEKIACHUS;

3.5. TloaroroBka NPOEKTOB IPHUKA30B W PACIOPSIKEHHM 1O JBHKECHUIO
KOHTUHT€HTa y4YalluXCs;

3.6. Odopmnenue JIUYHBIX J€N JeTel, MNPUHATBIX Ha OOyYeHHE B
o0pa3oBaTeNnbHOE YUPEIKICHUE;

3.7. Benenue angaBUTHOTO *KypHaja BCEX YUAIIUXCS;

3.8. BbINONIHEHUE PA3IUMYHBIX ONEPALUN C HCIOJIb30BAHUEM KOMIIBIOTEPHOMU
TEXHUKA TI0 TMporpaMmam, TMpeAHa3HAYEeHHbIM Jid cOopa, oOpaboTKuM W
MpeaoCcTaBiIeHus nH(popmMauy;

3.9. KoHTponp Hax CBOEBPEMEHHBIM pPACCMOTPEHUEM W TMOATOTOBKOMU
JOKYMEHTOB U  PACHOpSOKEHUM, TNPUHATBIX K HMCHOJHEHUI0 KOHKPETHBIMHU
COTPYIHHMKAaMU 00111€00pa30BaTEILHOTO YUPEKICHHUS;

3.10. CocraBieHue pa3lIMYHbIX IMHUCEM, 3aMPOCOB U JPYTrUX IJOKYMEHTOB, a
TaK)K€ TOJrOTOBKAa OTBETOB aBTOpaM OOpaleHUul M0 MOPYYCHHUIO HUPEKTOpa
00pa30BaTENbHOTO YUPEKACHUS UM €0 3aMECTUTES;

3.11. BeneHnue KOHTPOJIS UCTIOJHEHUS] COTPYAHUKAMU 00Ie00pa30oBaTEILHOIO
YUPEXKACHUS M3IaHHBIX MPUKA30B U PACHOPSKEHUN, a Takke COOJIIOICHUS] CPOKOB
UCIIOJIHEHUS YKa3aHUM M MOPYYEHH AMPEKTOpa 0Opa30BaTEIbHOIO YUPEKIICHHUS,
B3SITBIX Ha KOHTPOJIb;

3.12. BbI30B COTPYOHHUKOB M Yy4YallUXCS MO TOPYYEHUIO JIUPEKTOpa
00111e00pa30BaTEIBLHOIO YUPEKICHUS;



3.13. BeimonHenue pabOTHl MO MOATOTOBKE OOIMIMX COOpaHUN COTPYAHHUKOB
IIKOJIbI, 3aCeaHuil MelIarornyeckoro COBETa, a TAaKXKEe COBEUIAHUN, MPOBOIUMBIX
IUPEKTOPOM 00pPa30BaTEIBLHOTO YUpeKAeHUs: (cOOp HEOOXOIUMBIX MaTepHAalIOB,
OTOBEIIEHNE YYAaCTHUKOB O BpPEMEHH, MECTe, INOBECTKE JHS COBEUIAHHS U UX
perucrpanus);

3.14. Kontponb obecrieueHuss TUpeKTopa 00Ieo0pa3oBaTeIbHOTO YIPEKACHUS
KaHLETSIPCKUMH MPUHAAICKHOCTSIMHU, CPEACTBAMU OPTaHU3AI[MOHHON TEXHHUKH, a
TaK)Xe CO3JaHHE YCIOBUH, CrOcoOCTByOmMX 3(PQeKkTuBHON padoTe aMpeKTopa
00pa30BaTENLHOTO YUPEKACHUS;

3.15. ®opmupoBaHue A€l B COOTBETCTBUH C YTBEPKICHHON HOMEHKJIATYpOi,
o0ecrieyeHre X COXPaHHOCTH U C/1aya B apXUB B YCTAHOBJICHHBIE CPOKHU;

3.16. IlpueM JWMYHBIX 3aBJICHUA COTPYJHHMKOB IIKOJIBI, YYAIIUXCA M HX
pomuTeneld (MM 3aKOHHBIX  TPEACTAaBHUTENECH) Ha  MOMANUCH  JTUPEKTOPY
00pa3oBaTENbHOTO YUPEKICHHUS;

3.17. BepimosHeHue padOThl COTJACHO JAHHOW JOHKHOCTHOM HWHCTPYKIIMH,
COONIOIGCHUE MHCTPYKUMH IO OXpaHe Tpyda IMpU BBINOJIHEHUH pPAadOT U
HKCIUTyaTallul KOMIIbIOTEPHON TEXHUKHU;

3.18. Opranusanus rnpuemMa MoCeTUTENEH, a TaKkKe COACUCTBUE ONEPaTUBHOMY
pPacCMOTPEHHIO TMPOCh0 U  TPEUIOKEHHA COTPYIHUKOB  00pa3oBaTENbHOTO
YUpEXKICHUSI.

3.19. Cekperapb IIKOJIBI IOJDKEH BECTH PAbOTy:

- B COOTBETCTBUHM C  TpauKOM,  YTBEPKICHHBIM  JUPEKTOPOM
00111e00pa30BaTENLHOTO YUPEKICHHS;

- B TECHOM B3aWMOJICUCTBUM C TIEAArOTUYCCKUM, aJIMUHUCTPATUBHBIM M
00CTY>KUBAIOIIUM TIEPCOHATIOM.

4. IlpaBa
CekpeTapb IIKOJIBI KIMEET MPABO:

4.1. llomy4yaTp CBOEBPEMEHHYK) WHIWBUAYAJIBHYIO KOHCYJBTALMIO IO
BOMpOCcaM pabOThI € JIEKTPOHHBIM JKYPHAJIOM;

4.2. 3anpamuBarth y COTPYAHHKOB 00I11€00pa30BaTEIIBLHOTO YUPEKIACHUS, a B
COOTBETCTBYIOIIMX CIydasx M y aIMUHHUCTpPALMU, HEOOXOAUMYIO MH(OpPMaLUIO U
MaTepuagbl, a TaKke OOBICHEHHS O NPUYMHAX 3aJ€PKKH  BBINOJIHEHUS
KOHTPOJIUPYEMBIX TTOPYUEHUH;

4.3. TlpuBnekaTb COTPYJHUKOB K HUCIOJHEHHUIO TOPYYEHHUH aIMUHUCTpAIUU
00111€00pa30BaTENLHOTO YUPEKACHHUS;

4.4, TpeboBarh OT COTPYAHUKOB JOPAaOOTKH JIOKYMEHTOB, KOTOpbIE OBLIU
MOJIFOTOBJIEHBI C HAPYLICHUEM YCTAaHOBJIEHHBIX MPAaBUJI COCTABICHUS U O(OPMIICHUS
JOKYMEHTOB;



4.5. BuszupoBaTh MpPOEKTHl JOKYMEHTOB, CBSI3aHHBIX C YIPaBICHUECKOMH
IeSITeIbHOCTHIO 00111e00pa30BaTEILHOTO YUPEKACHUS;

4.6. 3HaKOMUTBCS C JOHDKHOCTHOM WMHCTPYKLMEH, MHCTPYKLUUSMHU IO OXpaHe
TpyZa ¥ Mo>KapHOH 0e30IacHOCTH;

4.7. BHOCUTHP Ha pacCMOTpPEHHE aIMUHHUCTpALMU 001Ie00pa30BaTEILHOTO
YUPEXKIIEHUSI CBOM TMPEMAJIOKEHHUS MO0 YIYYIIEHUI0 paboThl C JAOKyMEHTaMH,
COBEPILEHCTBOBAHUIO (OPM M METOAOB YIPABICHUYECKOro TpyJda C Y4ETOM
MPUMEHEHHUS CPEJICTB OPTraHU3AI[MOHHON U BEIYMCIUTEIIbHON TEXHUKH.

5. OTBeTCTBEHHOCTH
Cekperapb HECET OTBETCTBEHHOCTD.

5.1. JlucuunivHapHyr0, TPEIyCMOTPEHHYI0 3a HEHAICKAIIEe HWCIOJHEHUE
WJIM HEUCIIOJHEHUE CBOUX JIOJKHOCTHBIX 00sI3aHHOCTEH, MPEICTABJIEHHBIX B TAHHOMN
JOJKHOCTHOM MHCTPYKILUU, B MOPSJIKE, YCTAHOBICHHOM JIEHCTBYIOIIMM TPYAOBBIM
3akoHoAaTenbcTBOM Poccmiickorn Penepanuu, a Takke 3a HapylIeHHE YcCTaBa M
APYTUX JIOKAJIbHBIX MPABOBBIX AKTOB 00111€00pa30BaTEIbHOTO YUPEKICHHUS;

5.2. AIMUHUCTPaTUBHYK OTBETCTBEHHOCTD, IIPEYCMOTPEHHYIO 3a HapyILLIEHNE
0O €ro BUHE TMpaBUI MPOTUBOIIOKAPHOW OE30MACHOCTM U  CAHUTAPHO-
TUTHEHUYECKUX  TpaBWjl, B  MOPSAKE,  YCTAaHOBIEHHOM  JIEWCTBYIOIIUM
aJIMUHHACTPATUBHBIM, YTOJIOBHBIM U TPAXKJAHCKUM 3aKOHOJATEIBCTBOM Poccuiickoi
Oenepanuy;

5.3. MarepuanpHyl0 OTBETCTBEHHOCTb, IMPEAYCMOTPEHHYKO 3a MOCIIEICTBUS
OPUHATOTO UM HEOOOCHOBAHHOI'O pEILEHUs, IMOBJEKIIEro 3a coOoil HapylleHue
COXPAHHOCTH HMYILECTBAa OOIIE00pa30BaTEIBHOIO YUPEKICHHUS, HEIPaBOMEPHOE
€ro HUCIOJIb30BAaHWE WM HHOM ymepO, MNPUYMHEHHBIM 00pa3oBaTeIbHOMY
YUPEXKACHUIO, B  IOPSAKE, YCTAHOBIEHHOM  JCHCTBYIOUIMM  TPYIOBBIM
3aKOHOATeNLCTBOM Poccuiickoit denepanuu.

5.4. 3a pasrnanmieHue MNEPCOHANBHBIX JAaHHBIX OOYYarOUIMXCs, pPOAUTENEH
(3aKOHHBIX MpeCcTaBUTENEH), PAOOTHUKOB IIKOJIBI, & TAKXKE 3a HECOOII0ICHUE HOPM
po¢eCCHOHATILHON ITHUKH.

6. B3aumooTHomeHus. CBSI3M N0 J0JKHOCTH

CekpeTapsb:
6.1. PabGoraer mno rpaduxy, coctaBieHHomy wu3 40 wyacoBod Hemenu W
YTBEPKACHHOMY JTUPEKTOPOM IITKOJIBI.

6.2. Ilomyyaer OT IMpEKTOpa MIKOJIBI U 3aMECTUTENEH AUpeKTOpa NHPOPMALIHIO
HOPMAaTUBHO-TIPABOBOTO  XapakTepa, 3HaKOMUTCS ~ MOJA  PacCIUCKy  C
COOTBETCTBYIOIIUMU JTOKYMEHTaMH.
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6.3. Cexkperapp B MpolleCCE CBOEH EATEIBHOCTH B3aUMOJIECHCTBYET C
aAMUHUCTPATUBHBIM, TEJArOrM4eCKUMU M  OOCIYKMBAIOIIUM TEPCOHAJIOM IO
BOIIPOCAaM MPOBEPKHU BBINOJIHEHUS! MOPYUYECHUH OTHAeNa oOpa3oBaHHUs, MPHUKA30B U
yKa3aHUI AUPEKTOpa MIKOJIbI, KaJAPOBOH edaTebHOCTH KoL, [lonpoOHee.

6.4. Cucremaruyecku oOMeHUBaeTcss HHGOpPMaIMEl 0 BOIPOCaM, BXOSIINM
B KOMIIETEHIIMIO CEKPETapsi CO BCEMH paOOTHUKAMU LIKOJIBI.

6.5. UndopMupyet 1UpeKTopa MKOJbI (IPU OTCYTCTBUU — UHOE JOJKHOCTHOE
au1o) o ¢akTe BOSHUKHOBEHUS TPYMIOBBIX WH(EKIIMOHHBIX U HEHMH(EKIIMOHHBIX
3a007€BaHI, aBapUHBIX CcUTyaluid B paboTe CHUCTEM HJIEKTPOCHAOKEHUS,
TEIJIOCHA0KEHUS, BOJIOCHAOXKEHUS, BOJIOOTBEICHUS, KOTOPHIE CO3/IAI0T YIpo3y
BO3HUKHOBEHUS U PacIpOCTpaHEeHHs] MH(MEKIIMOHHBIX 3a00JI€BaHUI 1 OTPABIICHUM.

Lonoxcnocmuyro uncmpykyuio paspaboman: / /

C 00191cHOCMHOU UHCMPYKYUEL 03HAKOMAEH (@), 00UH IK3EMNIAP NOLYYUL ().
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