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1. O0mme noJiokeHust

1.1. Hacrosimass J0JDKHOCTHasE UWHCTPYKLMSI pa3paboTaHa Ha OCHOBE
KBanu@ukalimoHHOTO CIpaBOYHHMKA JOJKHOCTEH PYKOBOJAUTENEH, CHEIUAINCTOB U
OPYrUX CIHyXaluX, yTBepkaeHHoOro IlocraHoBneHnemM MuHHUCTEpPCTBA Tpylna M
couuaibHOro passutus Poccuiickoit @enepanuu ot 21 aBrycra 1998 roma Ne37; ¢
yuetom ®PenepanbHoro 3akoHa oT 29 npexabps 2012 roma Ne 273-®3 «O6
oOpazoBanuu B Poccuiickoit denepanum»; B COOTBETCTBUU C TpyaoBbIM KOJEKCOM
Poccuiickon ®denepauyu U ApYyrUMHU HOPMATHUBHBIMHU AaKTaMH, DPETYJIUPYIOIIUMHU
TPYZOBbIE OTHOILIEHUS MEX]ly paOOTHUKOM U pabOTOIaTEIEM.

1.2. JlaHHasg WHCTPYKIMS OIpeAesieT OCHOBHbIE (YHKLMH, YCTaHABIUBAET
JOJIKHOCTHBIE 00sI3aHHOCTH, TIPaBa U OTBETCTBEHHOCTH, @ TAK)KE B3aUMOOTHOUIECHUS
B KOJUIEKTHBE COTPYAHHKA, 3aHUMAIOIIET0 B IIKOJIE JOJKHOCTh CEKpETapsl.

1.3. Cexperappr 0011€00pa30BaTEIPHOTO  yUPEXKJEHUS HA3HAYaeTCsl U
O0CBOOOXK/1a€TCA OT JOJKHOCTH B MOPSAKE, MPEAYCMOTPEHHOM TpynOBBIM KOJEKCOM
Poccuiickoit @enepannu U TpyI0BbIM IOTOBOPOM.

1.4. Ha noJI’KHOCTB ceKpeTapsi TPUHUMAETCS JIUIO:

suUMeIoIIee  cpenHee  mnpodeccuoHanbHOE — oOpa3zoBaHue B cdepe
JIEJONPOU3BOICTBA 0€3 MpebsBICHUs TPEOOBaHMS K CTaXy paOOThl WM CpeaHee
(momuoe) oOmiee oOpa3oBaHue W MpodeccHoHAIbHYI0 TOATOTOBKY B cdepe
JIEJIONPOU3BOICTBA 0€3 MpeIbsABICHUS TPEOOBAHMM K CTaxKy pabOTHI;

* COOTBETCTBYIOLIEE TpeOOBaHUSIM, KacarouuMCcs MIPOXOXKIACHUS
IpeIBapUTEIBLHOTO (TIPH MOCTYIJICHUU HAa pabOTy) U MEPUOINYECKUX MEIUIIMHCKUX
OCMOTpPOB,  BHEOYEPEIHBIX  MEAULUUHCKUX  OCMOTPOB IO  HAMNpPaBJICHUIO
paboromarensi, 0053aTeTLHOTO MCUXUATPUUECKOTO OCBHIETEILCTBOBAHUS (HE PEKe
1 paza B 5 ner), nmpodeccroHaIbHON TUTHEHHYECKON TOJATOTOBKH M aTTECTAIMHU
(npu npueme Ha pabOTy W Jajnee He pexke 1 paza B 2 roaa), BakIIMHAIIMU, a TAKKE
UMEIoIee JIMYHYI0 MEIUIMHCKYIO KHIXKKY C pe3ylbTaTaMyd MEIUIIMHCKUX
oOcnenoBaHWii M Ja0OPATOPHBIX UCCIIENOBAHUN, CBEJECHHUSIMH O MPUBUBKAX,
NepeHeCeHHBIX NHPEKIIMOHHBIX 3a00JIEBAHUX, O MPOXOKIACHUHN MPOHEeCCUOHATHHOM
TUTUEHUYECKON MOATOTOBKU U aTTECTAIUH C JIOMTYCKOM K paboTe;

* HC MMEIOIIEEC OTPAHMYCHUN Ha 3aHSATHE TPYAOBOUW NESITEIBHOCTHIO B cdepe
oOpa3oBaHus, W3NOKEHHBIX B cTatbe 351.1 «OrpaHuueHus: Ha 3aHATHE TPYIOBOM
NEeATEbHOCTHIO B chepe o0Opa3oBaHus, BOCIIUTAHMUS, pa3BUTHS
HECOBEPIIECHHOJIETHUX, OPraHU3allUd UX OTIbIXa M O3J0POBJICHHS, MEIULIUHCKOTO
oOecrieueHus, COIMAIbHOM 3alllMThl W COIMAJIBHOTO OOCITyXHBaHUS, B cdepe
JETCKO-IOHOIIIECKOTO ~ CIOpPTa,  KYJbTYpbl M HCKycCTBA C  y4acTHEM
HECOBEPIIIEHHOJIETHUX» TpynoBoro kojaekca Poccuiickoit @denepanum.

1.5. CekpeTtapb HaXOIUTCSI B HEMOCPEACTBEHHOM MOJAYUHEHUHU Y 3aMECTUTENS
TUPEKTOPA MO AAMUHUCTPATUBHO-XO3AMCTBEHHON YaCTH.



1.6. B cBoer 1podeCCHOHAILHONW NEATEIILHOCTH CEKpeTaph 00s3aH

PYKOBOACTBOBATHCA.

* VYcraBoM 00111€00pa30BaTENBHOTO YUPEKACHUS;

* TPYAOBBIM JIOTOBOPOM;

* MpUKa3aMUd M PaACHOPSDKEHUSIMU  JMpPEKTOpa  00I1eo0pa3oBaTEIbHOTO
YUPEKICHHS;

* 3aKOHAaMH W WHBIMH TPABOBBIMH  aKTaMH, periaMeHTHPYIOIINMH
00pa3oBaTEeIbHYIO JIEATEILHOCTD;

e CII 24.3648-20 «CaHuTapHO-3MUAEMHOJIOTUYECKHE TpeOOBaHUS K
OpraHM3alMsIM BOCIHUTaHUA W OOY4YeHHs, OTIbIXa W O3JOPOBICHUS JeTed u
MOJIOJICHKHY;

* JaHHOM JOJDKHOCTHOW MHCTPYKIIMEH ceKpeTapsl IIKOJbI;

* BCEMH  HOPMATUBHBIMH  JOKYMEHTaMH,  KAacCalOIIUMHUCSA  BEJICHUSA
JIEJIONPOU3BO/ICTBA.

* YTBEPXKJICHHOW MHCTPYKIIMEH M0 OXpaHe TPyAa CeKpeTaps IIKOJIbI;

1.7. Cekperaphb MIKOJbI 00s3aH 3HATH:

* CTPYKTYypy 0011€00pa30BaTEIBLHOTO YUPEKICHUS U €0 KaAPOBOTO COCTABA;

* TOCYyapCTBEHHBIE CTaHJAPThI yHUGDUITUPOBAHHOU CUCTEMBI
OpraHMU3alMOHHO-PACTIOPSAUTEIBHON JOKYMEHTALINH;

* mpaBuia opdorpadun U MyHKTYallMU PYCCKOTO SI3bIKA;

* IpaBWIA 3KCIUTyaTalluu OPTTEXHUKU;

* [MpaBWia TOJB30BaHUS MPUEMHO-TIEPETOBOPHBIM YCTPOUCTBOM, (haKCOM,
MHOHUTEIBHBIM YCTPOWCTBOM, CKAHEPOM, KOMIIBIOTEPOM;

* mpaBuwia paboThl C KOMIBIOTEPHBIMU IMpOorpaMMaMd, a HMMEHHO C
TEKCTOBBIMU pEJAKTOpaMH M JJIEKTPOHHBIMU Tabnuiamu, O0a3zaMu JaHHBIX,
AIIEKTPOHHOM MOYTOM, Opay3epamu;

* TEXHHUKY CO3/JaHMs, 00pabOoTKH, epeaadn U XpaHEHUs TOKYMEHTOB;

* IpaBWJIA JIEJIOBOW MEPEINUCKY;

* @paBWJIa COCTAaBJICHHS JECJIOBBIX IIMCEM C HCIOJb30BAHUEM JEJIOBBIX
00pa3IoB.;

* OCHOBBI 3TUKH U 3CTETUKH;

* TpaBuUJja JEIOBOTO OOIICHUS;

* MmpaBWIa W  HOPMBI  OXpaHbl  TPyJa, TEXHUKU  OE30MACHOCTH,
MIPOU3BOICTBEHHON CAHUTAPUU U MPOTUBOIOXKAPHON O€30MaCHOCTH.

1.8. Cexkperapp MKOJBI JOKEH 3HATh JOJDKHOCTHYIO HWHCTPYKIHIO, CBOU
(yHKIMOHANIbHBIE OO0SI3aHHOCTH U TMOJHOMOYHUSA, TMOPSAOK JECUCTBUUA TpHU
BO3HMKHOBEHUH YPE3BbIYAMHOW CHUTYyallud, HWMETh HAaBBIKM OKa3aHUs MEPBOU
MMOMOILH MOCTPAJAABIINM.
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2. OyHKUMH
OCHOBHBEIMHU HAIIPaBJIECHUSIMH B pa00Te cexpeTaps IIKOJbI ABISIOTCS:

2.1. BolloiHEHHE TEXHUYECKUX (PYHKUUN MO 00ECIEUYEeHUI0 U OOCITYKUBaHUIO
paboThl TUPEKTOPA 0OPa30BATENBHOTO YUPEKICHUS U €0 3aMECTUTES;
2.2. Benenue J1e10NpoOr3BOCTBA.

3. J10/12KHOCTHBIE 00SI3AHHOCTH
Cekperappb IIKOJIbI UMEET CASAYIONINE JODKHOCTHBIE 00sI3aHHOCTH :

3.1. Ilpuem Bceil mnoctynatromeil B 001Ie00pa30BaTENbHOE YUPEXKICHHUE
KOPpPECTIOH/ICHIIMM M Tepefadya €€ B COOTBETCTBUM C YKa3aHUAMH JUPEKTOpa
KOHKPETHBIM COTPYAHUKAM JIJIi HCIOJb30BaHUSA B IMpolecce padoThl JIUOO0 JIst
MOJTOTOBKH OTBETOB,;

3.2. Begenue 1enonpou3BoCTBA, B TOM YKCIIE U B DJIEKTPOHHOM BUJIE;

3.3. [lpenocraBneHue B yCTaHOBJICHHBbIE CPOKM B YIpaBlieHHE 00pa3zoBaHUsA
CIIUCKOB BCEX KJIACCOB (KOHTHMHTEHTa 00pa30BaTENIbHOTO YUPEXKACHHS) U CIUCKA
BCEX IMpernoaaBaTesie KaxXa0ro yueOHOTo roja;

3.4. OnepaTMBHOE BHECEHHE TEKYIIUX H3MEHEHUU B COCTABE KOHTUHIE€HTA
yyaliuxcs, TIpenojaaBaTelied W JPYyrux COTPYOHUKOB 00I11€00pa3oBaTEIbHOTO
YUPEKIECHNUS;

3.5. TloaroroBka MNpPOEKTOB IMPUKA30B U PACIOPSIKEHUU IO JBHKEHHIO
KOHTUHI€HTA YYalIuXCs;

3.6. Odopmnenue JUYHBIX [N JETEH, TMPUHATHIX Ha OO0ydeHHE B
o0pa3oBaTeIbHOE YUPEIKICHUE;

3.7. Benenue angaBUTHOTO KypHaja BCEX YUAIIUXCS;

3.8. BhinosiHeHUE pa3IMUHBIX OINEpalMil C HMCIOIb30BAaHUEM KOMIBIOTEPHOM
TEXHUKA TI0 TporpaMmam, TMpeJHa3HAuYeHHbIM Jia cOopa, o0O0paboTKH W
MpeaocTaBIeHusI HHOOPMAITNH;

3.9. KoHTponab HaJa CBOEBPEMEHHBIM pPACCMOTPEHHEM U TOJATOTOBKOM
JOKYMEHTOB U  pACHOPSKEHUW, MNPHUHATBIX K HCIHOJHEHHI0 KOHKPETHBIMU
COTpyIHHUKaMU 0011e00pa30BaTENILHOTO YUPEKICHUS;

3.10. CocraBiieHre pa3auYHBIX MMHUCEM, 3alPOCOB M APYTUX JOKYMEHTOB, a
TaK)Ke TMOATOTOBKA OTBETOB aBTOpaM OOpaIieHU M0 TOPYYCHHIO TUPEKTOpa
00pa30BaTEIBLHOTO YUPEIKICHUS UITU €T0 3aMECTHTEIIS;

3.11. Benenue KOHTPOJISL UCIOTHEHUSI COTPYJHUKAMU 00II€00pa30BaTEIbLHOTO
YUPEKJICHUS M3JAaHHBIX MPUKA30B U PACMOPSIKEHUN, a TaKKe COOJIIOJACHUS CPOKOB
WCIIOJTHEHUS YKa3aHUW U MOPYUYEHHUM AUpPEKTOpa 00pa30oBaTENbHOTO YUPEKICHUS,
B3SITBIX Ha KOHTPOJIb;

3.12. BbI30B COTPYZHMKOB M Yy4YalIUXCS @O MOPYUYEHUIO JIUPEKTOpa
0011e00pa30BaATENBLHOTO YUPEXKICHHUS;



3.13. BoinmosnHeHue pabOThl MO MOJATOTOBKE OOLIMX COOpaHUW COTPYAHUKOB
IITKOJTBI, 3aCEIaHMi TMEeJaroru4eckoro COBETa, a TAKKE COBEIIAHWM, MPOBOIUMBIX
JTUPEKTOPOM O0Opa30BaATEIBLHOIO YupexaeHus (cOop HEoOXOAMMBIX MaTEpHaIOB,
OTIOBEIIIEHNE YYaCTHHUKOB O BPEMEHH, MECTe, IOBECTKE JHS COBCIIAHUSI M WX
perucrpanus);

3.14. KoHTpoiib o0ecrieueHus JupeKkTopa 001eo0pa3oBaTeIbHOTO YUPESKICHUS
KaHIICIAPCKUMH TPUHAJICKHOCTIMH, CPEACTBAMH OPraHU3allMOHHOW TEXHHKH, a
TAaK)K€ CO3JIaHME YCJIOBHH, crmocoOCTByomux 3¢h(eKTuBHON paboTe aupeKTopa
00pa30BaTEIBLHOTO YUPEIKICHUS;

3.15. ®opmupoBaHHEe AT B COOTBETCTBUU C YTBEP)KJICHHON HOMEHKIJIATYPOH,
oOecrieueHre UX COXPAHHOCTH M CJlaya B apXUB B YCTAaHOBJICHHBIC CPOKH;

3.16. Ilpuem JWYHBIX 3aABJICHUH COTPYJHUKOB IITKOJBI, YYaIllUXcsS W WX
ponutencii (MM 3aKOHHBIX  TPEJACTABUTENICH) HA  MOJNUCH  JUPEKTOPY
00pa30BaTEIHLHOTO YUPESHKICHUS;

3.17. BemmonHeHue pabOTHI COTIACHO JIAHHOW JOJDKHOCTHOW WHCTPYKIIWH,
cOOJII0JIcHNe WHCTPYKIIMH TI0 OXpaHe TpyJaa TMpPH BBINOJHEHUH paboOT W
AKCILTyaTallMi KOMIIBIOTEPHON TEXHUKH;

3.18. Opranuzanusi npueMa MoCeTUTeNeH, a TaAKKe COJNCHCTBIE ONEPATUBHOMY
pPacCMOTpPEHHI0O MPOCKO H  TPEAJIOKEHHM  COTPYIHUKOB 00pa3oBaTEIbHOTO
YUPEKICHHUS.

3.19. CekpeTapb MIKOJIBI JOJKEH BECTH paboTy:

- B COOTBETCTBUM C  rpaduKoM,  YTBEpPKICHHBIM  JIUPEKTOPOM
00111€600pa30BaTEIILHOTO YUPEKICHNUS,

- B TECHOM B3aUMOJICHCTBUU C TICNAarOTHYECKUM, aIMUHHCTPATUBHBIM |
00CITy>KUBAIOIITUM TTEPCOHATIOM.

4. IlpaBa
CekpeTapb IIKOJIbI UMEET IPABO:

4.1. Tlomy4yaTp CBOEBPEMEHHYIO WHIUBUAYAJIbHYIO KOHCYJBTALMIO IO
BOIIPOCaM pabOThI C JIEKTPOHHBIM KYPHAIIOM;

4.2. 3ampamvBaTh Y COTPYAHUKOB 00I11€00pa30BaTEeIbHOTO YUPEKICHUSA, a B
COOTBETCTBYIOIUX CIIy4YasXx M y aJIMHHHUCTPAIUU, HEOOXOAMMYIO WHGOPMAIHNIO U
Marepuanbl, a Takke OOBSCHEHUS O NPUYUHAX 3aJEPKKU  BBINOTHEHUS
KOHTPOJIMPYEMBIX TOPYUEHUI;

4.3. IlpuBnekatb COTPYIHUKOB K HCIIOJHEHUIO MOPYYCHUUW aIMHHUCTPALNHU
00111e00pa30BaTEIBHOTO YUPEKIACHUS;

4.4. TpebGoBaTb OT COTPYAHUKOB JOPAaOOTKH JOKYMEHTOB, KOTOpbIE OBbLIN
MOATOTOBJIEHBI C HAPYIICHUEM YCTAHOBJIECHHBIX MPABUI COCTABICHUS U 0(DOPMIICHUS
JIOKYMEHTOB;



4.5. BusnpoBaTh IPOEKTHl JTOKYMEHTOB, CBSA3aHHBIX C YIPABICHYECKON
NeATEeNIbHOCThIO 00111€00pa30BaTEIHLHOTO YUPEKICHHUS,

4.6. 3HAKOMUTBCS C OJKHOCTHOM MHCTPYKLMEW, MHCTPYKLUUAMH IO OXpPaHE
TpyZJa U MOKapHOU 0€30MacHOCTH;

4.7. BHOcUTh Ha pacCMOTpPEHHE aIMUHHUCTPALMHU OO0IIe00Pa30BaATEIHLHOTO
YUPEXKICHHUS] CBOM MPEIJIOKEHUS MO0 YIYYIIEHHIO paboThl € JOKYMEHTamH,
COBEpIIEHCTBOBAHUIO (OPM U METOJIOB YMPABIECHYECKOIO TpyJda C YYETOM
MPUMEHEHUS CPEICTB OPraHU3AIMOHHON U BBIYMCIUTEIbHON TEXHUKH.

5. OTBeTCTBEHHOCTH
Cekperapb HECET OTBETCTBEHHOCTD:

5.1. JlucuMniavHapHyl0, MPEIyCMOTPEHHYIO 32 HEHaJJIeXkallee HCIOJHEHUE
WJIM HEUCIIOTHEHUE CBOMX JIOJDKHOCTHBIX 00513aHHOCTEH, MPEICTaBICHHBIX B JaHHON
JTOJDKHOCTHOM MHCTPYKIIMH, B MOPAJKE, YCTAHOBICHHOM JIEMCTBYIOIIUM TPYIOBBIM
3aKOHOAATeNbCTBOM Poccuiickon denepanuu, a Takke 3a HApYLICHWE YCTaBa U
JPYTUX JIOKATHHBIX MTPABOBBIX aKTOB 00111€00pa30BaTEILHOTO YUPEKICHNUS,

5.2. AIMUHUCTPATUBHYIO OTBETCTBEHHOCTbh, MPEAYCMOTPEHHYIO 3a HApYIICHUE
0 €ro BHUHE TMpaBWI TNPOTUBOMOXKAPHOW OE30MaCHOCTH W  CaHHTApHO-
TUTUCHUYECKUX  TpaBWwi, B  TOPSAKE,  YCTAHOBJIEHHOM  JCHCTBYIOIIUM
aIMUHUCTPATUBHBIM, YTOJIOBHBIM M TPaXKJaHCKUM 3aKOHOAATEIbCTBOM Poccuiickoi
denepaunu;

5.3. MarepuanbHyl0 OTBETCTBEHHOCTb, MPEAYCMOTPEHHYIO 3a TOCIEICTBUS
IPUHATOTO WM HEOOOCHOBAHHOI'O pEIIeHHUs, IMOBJEKIIETo 3a coOol HapylleHHE
COXpPaHHOCTH HMYIIECTBa OOIEe00pPa30BaTEIIBHOTO YUPEKIACHUS, HEIPaBOMEPHOE
€ro HWCIOJb30BaHWE WJIM WHOM ymepO, NPUYMHEHHBIM 00pa3oBaTEIHLHOMY
YUPEXKICHUIO, B  MOPSAJIKE,  YCTAHOBJIEHHOM  JCWUCTBYIOIIMM  TPYIOBBIM
3aKoHOJaTesbcTBOM Poccuiickont denepannu.

5.4. 3a pa3riameHre IEepPCOHAIBHBIX JAaHHBIX OOYYAIOMIUXCS, POJIHUTEIICH
(3aKOHHBIX MPECTaBUTENECH ), pAOOTHUKOB IIKOJIBI, a TAKXKE 32 HECOOIIIOICHUE HOPM
po¢eCCHOHATLHON ITHKH.

6. BzanmooTHomennsi. CBA3M MO JOJIKHOCTH

Cexkperaps:
6.1. PaGoraer mo rpaduky, coctaBieHHomy u3 40 wyacoBOl Hemenu u
YTBEPKACHHOMY JTUPEKTOPOM LIKOJIBI.

6.2. [Tonyyaer OT qUpEKTOpa MIKOJIbI U 3aMECTUTENECH AUpEeKTOpa HH(HOPMALIUIO
HOPMAaTHBHO-IIPABOBOIO Xapakrepa, 3HAKOMUTCS O/ paclucKy c
COOTBETCTBYIOIIUMH TOKYMEHTAMMU.
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6.3. Cekperapp B TIPOLECCE CBOECH JEITEIBHOCTH B3aUMOJIECHUCTBYET C
aAMUHUCTPATUBHBIM, NEAArOrMUYECKUMH M OOCIIyKMBAIOIIUM IEPCOHAIOM IO
BOIIPOCAaM IPOBEPKHU BBINOJTHEHUS MOPYYEHHI OTAena oOpa3oBaHMs, MPUKA30B U
yKa3aHUM TUPEKTOPA LIKOJIbI, KaAPOBOU ieaTenbHOCTH KOkl [TogpobHee.

6.4. Cucrematnyecku oOMeHUBaeTCAd MHPOPMALMEH MO BOMpPOCaM, BXOASIIHUM
B KOMIIETEHLIMIO CEKpPeTaps CO BCEMH paOOTHUKAMU IIKOJIBI.

6.5. UndopMupyeT aupekropa KOsl (IPU OTCYTCTBUH — MHOE JI0JDKHOCTHOE
Tuo) 0 (pakTe BOSHUKHOBEHUS T'PYNIMOBBIX MHPEKIMOHHBIX U HEUH(EKIMOHHBIX
3a007€eBaHMi, aBapUMHBIX CUTyallud B pabOTe CHUCTEM AIIEKTPOCHAOXKEHUS,
TEIJI0CHA0KEeHUs, BOJOCHAOXKEHUS, BOJOOTBEJICHHS, KOTOPBIE CO3AAIOT Yrpo3y
BO3HMKHOBEHUS U PACIPOCTPAHEHUS MH(PEKIIMOHHBIX 3a00€BaHUIM U OTPABICHUM.

Jonsicnocmuyro uHcmpykyuro pazpabomai: / /

C 00191CHOCMHOU UHCMPYKYUELl 03HAKOMIEH (@), 00UH IK3EMNIAP NOJYYUL (a).
«_» 20 1. / /
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