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Cekperapp mkob

1. O01mHe noJIoKeHust
1.1.HacTrodamas nomxkHOCTHAS MHCTPYKIIHA pa3paboTaHa Ha OCHOBE [Ipuka3za

MuHucTepCcTBa 3paBOOXpPAHEHHS M COLIMAILHOIO pasButus Poccuiickoii @enepanun
(Munsnpasconpassutus Poccun) ot 26 aBrycta 2010 r. Ne 7611 r. Mocksa «O6
YTBEPXK/I€HUU EMHOTO KBanubuKkamousoro CIIPpaBOYHUKA JOJHKHOCTEH
PYKOBOZIUTEIIEH, CIICLIHAIMCTOB U CIYKAIUX, pa3jiel «KBanupukanuouHsie
XapAaKTCPUCTUKH JI0JDKHOCTEH pabOTHUKOB 0O6pa30BaHMUs

[.2.Cexperaps Ha3zHayaeTcs Ha TOKHOCTE U YBOJIBHAETCSI TUPEKTOPOM IIKOJIBI. Ha
AO/ZKHOCTB CEKpeTapsl Ha3HAYAKTCA LA, UMEIOIINE HAYATLEHOe Npo(EeCCHOHAIBHOE
oOpa3soBaHue 6e3 NpeabABIEHHs TPeOOBAHMIT K CTa)Ky pabOTEI UM cpeanee (1oaHoE)
oO1iee oOpa3zoBanue u CHCHHATEHYIO TIOArOTOBKY IT0 YCTaHOBJIEHHOM Iporpamme Ge3
[IPEABABICHUA TPEOOBAHUIA K CTaKy pabOTHI.

1.3. Cekperapr nogunnsercs HCIIOCPCICTBEHHO JTUPEKTOPY MIKOJIBI U SBJISETCS €ro
JTAYHBIM ITOMOIITHUKOM.

1.4. TIpy MCIIONTHEHMH TOIDKHOCTHBIX 06S3aHHOCTEI CEKpPETaAphL PYKOBOJICTBYETCSA
HOCTAHOBJICHUAMU, PACTIOPSHKCHUSMH, IPUKA3aMH, IPYTHMH PYKOBOJIAILIMMHU U
HOPMaTHUBHBIMH IOKYMEHTAMH, KaCaIOL[UMUCS BEICHUS JICJIOIPOU3BO/ICTBA!
CTaHapTaMH YHH(PUUHUPOBAHHON CHUCTEMBI OPraHU3allMOHHO-PACIOPSAIUTETHLHOM

AOKYMCHTAIMK; NTpaBHIaMK Opporpaduu ¥ MyHKTYaLUK; IpaBHIaMMI paboTel Ha
OPTTEXHHKE; NIPABUIIAMH U HOPMaMH OXPaHBI TPY1a, TEXHUKH Oe3oIacHoCTH,

[IPOU3BOICTBEHHON CAaHUTApHUH U IPOTHUBOIIOKapHOH 3aIIUTHI, a TAK)KE YCTABOM U
HIpABIJIaMH BHYTPEHHET O TPYIOBOTO pacIopsiIKa MIKOJIBI M HACTOSIIEH HHCTPYKIMEHA.
2. DYHKIHH CeKpeTaps MWKObI.

OCHOBHBIMH HampaBJIeHUAMH PaGOTHI CEeKpeTaps SABJISIFOTCS:

2.1. BeInonHeHne TeXHUYeCKUX (DYHKIMI 110 06eCcIeYeHHIO 1 00CJIy’)KMBaHHIO pabOTEHI
JAUPEKTOpPA IIKOJIBI ¥ €r0 3aMECTHTEJICH;

2.2.Bejienne 1emonpon3BoCTBa;

3. 10/KHOCTHBIE 00S13aHHOCTH CeKpeTaps HIKOJIbI.

CekpeTaphb BBIOIHSAET CICAYIONIHME JOMKHOCTHELE 0053aHHOCTH:

3.1. ITonyuaer nus AUPEKTOpPA IITKOJIBI U €r0 3aMECTUTEJIEH CBEICHUS OT pabOTHUKOB



P OEKTUBHOI paboTe JTUPEKTOpA;

3.5. Ilepenaer u npunuMaeT HMH(OpMaIHIO 110 [IPUCMHO-IIEPETOBOPHBIM yCTPOMCTBAM:
3.6. ITevaraer mo ykazanmuio JIMPCKTOpA IIKOJIBI K 3AMECTUTEIS AMPEKTOPA IIKOJE]
Pa3IUYHBIC JOKYMEHTBI U MATEPHAIIBI:

3.7. Bener ACJIONPOMU3BOACTBO; (OPMHUPYET JIe/Ia B COOTBETCTBUM C YTBEPKIACHHOM
HOMCHKJIaTYpOH, 00€CIICUNBACT UX COXPAHHOCTD M B YCTaHOBJICHHBIE CPOKH C/IA€eT B
APXHUB;

3.8. [Ipuaumaer MOCTYTIAIOIYIO HA MMSI TUPEKTOPaA IIIKOJIbI KOPPECHOHIEHIIHIO,
OCYHIECTBIISICT €€ CUCTEMATH3ALIMIO B COOTBETCTBUM C IPUHATBIM B IIIKOJIE MOPSAIKOM H
[IEPCIACT II0CIIC €€ PACCMOTPEHUS AUPCKTOPOM IO Ha3HAYEHUIO, KOHKPETHBIM
HCIIOTIHUTCIIAM 1U1S MCTIOJIB30BAHMS B IIPOLIECCe paboTE! TGO MOArOTOBKH OTBETAa,
C/ICIIMT 338 CPOKaMH BBITIOJIHEHHS TTOPYYEHHi AMPEKTOPA LIKOJIBI, B3ATBHIX Ha KOHTPOJb:
OTHPABJISAET KOPPECTIOHAEHIIHIO:

3.10.ITpuHNMaeT THYHbIE 3asBIeHNS pabOTHUKOB, OO0YYArOIMXCS W X poaurenei (nim
‘IML, NX 3aMCHSAIOINNX) IOKYMEHTHI Ha MOIIHUCE AUPEKTOPY MIKOJIBI;

3.11.0Opranusyer npuem [TOCETUTEIIEH, COAECHCTBYET ONepaTHBHOCTH paccMoTpeHus
POCHO U NpeI0KEHHIA pPabOTHUKOB:

3.12.0cymectBnser KOHTPOJIbHO-OLICHOYHYIO 1€ATETHHOCTE B 0Opa3oBaTesHOM
MPOLECCE C MCIOIB30BAHMEM COBPEMEHHBIX CIIOCOGOR OLICHUBAHHSA B YCIIOBUSX
HHd)UpMaHHOHHO-KOMMyHHI{aHHOHHHX TEXHOJIOTUH (BEAEHUE 3JIEKTPOHHBIX dopm
JIOKYMEHTAIIHH, ):

IIpH HEOOXOTUMOCTH OTBEYAET Ha TIHCEMA I pPacChlIaeT MUchMma;

— 110 YKa3aHHIO TUpEeKTOpa Ml 3aByya Pa3MEIIACT HeOOXOAUMBIE OOBABICHUS, B T.4.
COOOLIEHHS O BayKHEHIIINX AOKYMCHTAaX, NpuKa3ax CO CChIIKAMM HA HUX;

— IIpH 3aYHUCIICHUU YYEHUKOB B HIKOJIy W IIpH IpHEME HOBBIX COTPYIHHKOB 10GaBISeT R
CHCTCMY HOBBIX IT0JIb30BaTelI€el, BBOIUT OCHOBHELE JaHHBIC O HUX;

— O(OPMIISET JTHCT CorTacus u lICPEMIacT ero OTBETCTBEHHOMY 3a MepCOHATbHEBIE
JIaHHbIE;

HEMEUICHHO BHOCHT B 0a3y JaHHBIX H3MEHEHMS B JIAYHBIX IaHHBIX 00YYaronmxcs u

COTPYTHUKOB, COITIAaCHO TIOKYMEHTaM, [IPOXOAIINUM Yepe3 KaHIIEIAPHIO.

4. IIpaBa cekperaps mwKoJIpI.

Cekperaps umeeT rpaso:

4.1. 3anpamuBaTe ot PaOOTHHMKOB IIKOJEI, a B HEOOXOMMBIX CIIyYasx - 1 OT

4AMHHHACTPALNH, HYKHYIO0 HHHOPMAIHIO 1 MAaTCpHAIIBI, a TAK)KE OOBSICHEHUS O

IIPUYHHAX 3a7IeP)KKH BHITTOJTHEHUS KOHTPOJIMPYEMBIX MTOPYUYEHUIA:

4.2. IlpuBnekars PabOTHHUKOB K BEIIOJIHEHHIO [IOPYYCHUH aIMUHUCTPALIUH [IIKOJIBI;

4.3. TpeboBaTs oT ucnonHuUTETElH I0PaOOTKH JIOKYMEHTOB, MOArOTOBJICHHBIX C

HapyICHUEM yCTaHOBJIEHHBIX IIPABH/I COCTABIICHMS 1 O(OPMIIEHHS JIOKYMEHTOB:

4.4. BusupoBaTh npoekTs AOKYMEHTOB, CBA3aHHBIX C YIIPABJICHYECKOI ACATEIIBHOCTHIO



[IIKOJIEI,

4.5. BHOCUTB Ha pacCMOTpPEHHE aIMUHUCTPAIIUH IIKOJIB] PEIIOKEHUS 110 YIIYYIIEHHIO
paboTEI ¢ JOKYMEHTaMH, COBEPIIEHCTBOBAHHIO (OpM U METOJIOB YIIPABIEHUECKOTO
TpYyAa € y9CTOM IIPUMEHCHHUS CPEIICTB OPraHU3alMOHHON U BEIYNCIUTEILHOM TEXHUKH:
4.6. [IpoXOUTH €XKeroaHbIi OeCIUIaTHBIN MeTUIIMHCKHT OCMOTD.

S. OTBETCTBEHHOCTh CeKpeTapsi MKOJbI.

5.1. 3a HeHcCIIOTHEHNE WIH HEHAUIeKAIIee HCIIOTHEHHE 6e3 YBAXUTCJIbHBIX MMPUYUH
yCTaBa 1 IIpaBUJI BHYTPEHHEIr0 TPYAOBOTO PACIIOPSA/IKA IIIKOJIEI, HHBIX JIOKATEHEIX
fIOPMATHBHBIX aKTOB, TOJDKHOCTHBIX O0S3aHHOCTEH, YCTAHOBJIEHHBIX HACTOSIIEH
UHCTPYKIHMENA, B TOM YHUCJIE 32 HEUCIIOIB30BAHUE IMPEIOCTAaBICHHBIX IIpaB, CEKPETaph
HECCT TMCHHIUIMHAPHYIO OTBETCTBEHHOCTH B MOPS/IKE, OIPE/IENEHHOM TPY 10BEIM
3aKOHOJIaTE€JILCTBOM.

5.2. 32 BUHOBHO€ NPUYMHEHHUE IIKOJIE WIH YYaCTHUKAM 00pa3oBaTenbHOrO Mpolecca
ylrep0a B CBSI3M C UCIIOJIHEHHEM (HEHCIIOJIHEHHEM ) CBOMX OIKHOCTHBIX 00S3aHHOCTEI!
CCKPETaph HCCET MaTepHUANIbHYIO OTBETCTBEHHOCTH B HOPSI/IKE U B Mpeieax,
YCTaHOBJICHHBIX TPYIOBBIM U (MJIH) IPpaK1aHCKUM 3aKOHOIATEIbCTBOM.

6. B3aumooTHomenus. CBSI3H M0 10JZKHOCTH CeKpeTaps IIKOJIbI.

CekpeTaps:

6.1. PaGoraet B peskrMe HEHOPMHPOBAHHOTO paboyero JiHs 10 rpaduKy, COCTaBICHHOMY
ucxons U3 40-yacoBoit paboueit Hemenu:

6.2. BsaumoeliicTByeT B mporiecce cBoei AeSTeNbHOCTH C [I€1arOTHYECKUM,
4ZIMHHUCTPATUBHBIM M 00CITY)KUBAOLIMM NTEPCOHAIOM 110 BOIIPOCAM TOATOTOBKH 1
PCACTABICHUA HEOOX0IMMOM HHBOPMALIMK U MaTEPHAIIOB HA 3aCEIAHMS COBETA [IIKOJIBI,
HIEIaroruecKoro CoBETa, NPOBEPKH BBITIOJIHEHUS IIOPYYEHHI YUUTEJIS LIKOJIBI,

HPHKA30B U pacCIOpsKEHUH aIMUHICTPALIMHI LIKOJIBI, KaAPOBOH, GUHAHCOBO-
X035 UCTBEHHOM NESATEIBHOCTH IIIKOJIBI;

C IOJDKHOCTHOM MHCTPYKIIMEH 03HAKOMIICH (a),
BTOPOH 3K3EMILIAP MONYUYEeH Ha PYKH / /




