JIONIKHOCTHAsA HHCTPYKIHSA CEKpPeTapA-AeJIONPOU3IBOAHTE/IA IIKOJIbI

1. O0mue moJ10KeHus :
1.1.CexkpeTapp Ha3HA4YaeTCA HA JOJDKHOCTH M YBOJIBHACTCA OUPEKTOPOM INKOJBL. Ha JOJDKHOCTE

CeKpeTaps Ha3HA4aloTCs JIMlla, HMEIOIIHE HadalbHOE MNpodecCHOHANbHOE OoOpa3oBaHue 0e3
npeabsBicHus TpeOoBaHUM K cTaxy pabOThl UM cpenHee (moiHoe) ofuiee oOpa3oBaHUE U
CHEMAIBHYIO MOATOTOBKY IO YCTAHOBJICHHOMW mporpamMme 0€3 mpeabsABiICHUS TpeOOBaAHHU K
CTaXXy pabOTEHL.

]1.2. Cekperapp HNOTUMHSETCS HEMOCPEACTBCHHO TUPEKTOPY WIKOJBI U SIBISETCA €ro JIMYHBIM

IOMOILIHUKOM.
1.3. Ilpm HCHOJNHEHHMH MJOJDKHOCTHBIX OOS3aHHOCTEM  CEKpeTaph PYKOBOJACTBYETCS

IOCTaHOBJICHUSMH, PACIOPSHKEHHSIMH, IIPHKAa3aMH, JPYTHMH PYKOBOISIIMMU M HOPMATHBHBIMHU
JOKYMEHTAaMH, KacCalOIUMHCS BEJEHHs IeJIONPOU3BOJCTBA; CTaHAAapTaMH YHHUPHUHUPOBAHHOM
CHUCTEMBI OPraHH3allMOHHO-PACOPIAUTENIBHON NOKYMEHTAIUH; 3aKOHOJATEILCTBOM O TPYAE U
HHCTPYKLIMEH O MOPAAKE BEACHUS TPYAOBBIX KHHKEK; IpaBuiaMu opdorpaduu 1 myHKTyaluu;
npaBUJaMH pabOTHl Ha OpPITEXHHMKE; IIpaBHJIAMH M HOPMaMH OXpaHbl TPYyHa, TEXHHUKH
0€30I1aCHOCTH, IPOHU3BOACTBEHHON CAaHHUTApPHH U IMPOTHBOIIOKAPHOMN 3aIUT, a TAKXKE YCTABOM H
MpaBHJIaMH BHYTPEHHETO TPYAOBOI'O PACIOPSAKA IIIKOJIBI U HACTOAMIEH MHCTPYKIHEH.

2. DyHKUHMU:
2.1. BrInonHeHHE TeXHUYECKUX (QYHKIHN 110 OOECHECYCHHIO M OOCIYXMBAHHIO pPabOTHI
ITUPEKTOPA IIKOJIBI H €TI0 3aMECTUTEIIEH;

2.2. BeneHue nen0npou3BOICTBa;

3. 10/KHOCTHBIE 00SI3aHHOCTH CeKpeTaps MKO0JIbI:

3.1. Ilonyyaer nisa AMPEKTOpA IMIKOJIBI U €r0 3aMECTUTENIEN CBEACHUSA OT paOOTHUKOB LIKOJIBI,
BBI3EIBAET M0 NOPYUECHHIO JTUPEKTOpA paOOTHHKOB IIKOJIBI U 00yYaroIIuXcs;

3.2. Opranusyer Tese(OHHEBIE IIEPErOBOPHI JUPEKTOPA IIKOJIbI;

3.3. IlpynuMaeT u nepenaer teledoHorpaMMel, (akchl, 3allMCHIBAECT B OTCYTCTBUE AUPEKTOpa
IIKOJIBI MPUHSTHIE COOOLIECHUSA U JOBOJIUT X IO €r0 CBEICHUS;

3.4. Ocymectpisger paboTy o MOATrOTOBKE OOIMUX COOpaHHil paOOTHHUKOB INKOJIBI, 3aCCHaHUI
COBETA IIKOJIbl, NMEIAarorui4yeCKOro COBETA, IMOICYUTEIHLCKOIO COBETA, a TAKXE COBCLIAHHUM,
IPOBOJUMBIX JHUPEKTOPOM IIKOJBI (COOp HEOOXOAMMEBIX MAaTEPHAJIOB, OIIOBEICHUE YYACTHHUKOB
O BPEMCHH, MECTE, IIOBECTKE OHS COBELIAHUS U HUX PErUCTpaliusl), 10 MOPYUYECHHIO JHPEKTOpa
INKOJIBI BEAET U OQOPMIIIET IIPOTOKOJIBI 3aCeJaHUH U COBCIIAHUIT;

3.5. Cnemutr 3a 0O0€CHEUCHHUEM JUPCKTOpPA IIKOJBl KAHUCIAPCKUMH IPHUHALIC)KHOCTIMHU,
CpeICTBAMH OpPraHH3allHMOHHON TEXHHKH, CO3JAECT YCJIOBHUS, CIIOCOOCTBYIOWUE 3(PPEeKTUBHOIM
paboTe qUpEKTOPAa;

3.6. Ilepenaet U npuHUMaeT HHQPOPMAIIHIO 110 IIPHEMHO-TIEPETOBOPHBIM YCTPONCTBAM;

3.7. IleyaraeT mo yKa3aHUIO JUPEKTOPA LUIKOJIB Pa3IUYHbBIC JOKYMEHTEI U MAaTCPHAJIBI;

3.8. Bemer nenomnpou3BOACTBO; (OPMHUPYET Jejila B COOTBETCTBHH C YTBEPKIACHHOIM
HOMEHKJIATypoOii, 00€CIIEUUBAET UX COXPAHHOCTh U B YCTAHOBJIEHHBIE CPOKH CAET B APXHUB;




3.9. llpyHuMaeT NOCTYyNnaloly0 Ha UM IUPEKTOpa IIKOJIBI KOPPECNOHACHIHIO, OCYLIECTBIIACT
€€ CHUCTEMATH3alMIO B COOTBCTCTBHU C INPHHATHIM B IIKOJIC MOPSAKOM H IEpeHacT IocCie €€
PaCCMOTPEHUS JUPEKTOPOM 110 HA3HAYCHHIO, KOHKPETHBIM HUCIOJIHHUTEIAM JUIA HCIIOJIL30BaHUS B
npoluecce paboTel MMOO0 MOATOTOBKH OTBETA, CJIEAMT 3a CPOKAMH BBINOJHEHHSA IIOpy4YECHMH
IUPEKTOpA LIKOJIBI, B3SITHIX HA KOHTPOJIb; OTIIPABJIACT KOPPECCIOHACHIIHIO;

3.10.ITlpuHuMaeT THYHEIE 3asBJICHUSA paOOTHUKOB, O0Y4YAIOIIMXCA M UX poauTeliei (MM NHL, HX
3aMEHSIOLIMNX ) JOKYMEHTHI HA MIOAIIUCEH JUPEKTOPY LIKOJIBI;

3.11.0prannsyer npueM IOCETHUTEIIECH, COAECHCTBYET ONEPATHBHOCTH PAacCMOTPEHHS MPOCKO H
[IpeI0XKEHHH paOOTHUKOB;

4. IIpaBa cexkperaps IKOJIbI:
4.1. 3anpamuBaTh OT paOOTHUKOB IIKOJIBI, @ B HECOOXOAUMBIX CIy4asXx - U OT aJMHHHCTpAIIHH,

HY>KHYIO UH(POpPMaLUIO B MaTEPHAJIbl, a TAKXKE OOBACHEHHS O MPHYNHAX 33JI€P>KKH BBIIOJHEHHS
KOHTPOJIMPYEMBIX IIOPYUYECHUM;

4.2. [IpuBiekaTts paOOTHHKOB K BBIIIOJHEHHIO IOPYYCHUN aAMHUHHUCTPALINH IIIKOJIBI;

4.3. TpeboBath OT HUCHOJHUTENEH AOPaOOTKH HOKYMEHTOB, MOATOTOBJICHHBIX C HapylICHHEM
YCTAaHOBJICHHBIX IIPABUJI COCTABJIICHUS U OPOPMIICHUS JOKYMEHTOB,

4.4. Bu3upoBaTh IPOEKTHI JOKYMEHTOB, CBI3aHHEIX C YIIPABJICHUYECCKOH NCATENbHOCTRIO IIKOJIBI;
4.5. BHOCHUTEL Ha pacCCMOTPEHHE aAMHUHUCTPALUH LUKOJIBI IPEIJIOKEHHU IO YIYUYHICHHIO paboThI

C JOKYMEHTAaMH, COBEPILICHCTBOBAHHIO (OPM M METOIAOB YIPABJIICHYECKOIO TPylda C y4ETOM
NPUMEHEHHUS CPEACTB OpPraHU3allMOHHON M BBIYHCIIMTEILHON TEXHUKH;

5. OTBETCTBEHHOCTH CEKPETAPH MIKOJIbI: .,

5.1. 3a HEUCTIIOJIHEHHUE WJIM HEHAJIeXKalllee UCIOJIHECHUE 0€3 YBAXHUTEIBHBIX IIPHYHH yCTaBa H
IpaBHJI BHYTPEHHErO0 TPYAOBOI'0 pacnopsiika IIKOJBI, HHEIX JIOKAIBHBIX HOPMAaTHBHLIX aKTOB,
NOJDKHOCTHBIX OOSI3aHHOCTEH, YCTAaHOBJICHHBIX HACTOAINECH MHCTPYKIHEH, B TOM 4YHCIE 3a
HEHCIIO/JIb30BAaHUE  INPENOCTABJICHHBIX  IIpaB, CEKpeTaph  HECET  AUCUHUIIIMHAPHYIO
OTBETCTBEHHOCTH B NOPSAOKE, ONPEACICHHOM TPYAOBbIM 3aKOHOAATEIHECTBOM.

>.2. 3a BUHOBHOE NPUYHHEHUE IIKOJIE UM YYaCTHHKaM 0o0pa3oBaTeIBHOIO Ipolecca yiepoa B
CBSI3U C MCIIOJIHEHHUEM (HEHUCIOJIHEHUEM) CBOUX HOJDKHOCTHBIX OOS3aHHOCTEH CEKpeTaph HECET

MaTEpUAJIbHYIO OTBETCTBEHHOCTh B IIOPSJIKE M B IpeaeiiaX, YCTAHOBJIECHHBIX TPYIOBBIM H (HJIH)
IpaXxIaHCKUM 3aKOHOAATEILCTBOM.

6. BzanmooTHOmeHusi: CBSA3H MO JOJLKHOCTH CeKpeTaps

6.1. PaboTaeT B pexxuuMe HOpMHPOBAHHOro padbodero AHsA 0o rpadHuKy, COCTaBJICHHOMY HCXOIs
13 40-yacoBoi pabouei HEAECIIH;

6.2. BzauMoaeMcTBYyeT B  IIPOLECCE CBOCM  OEATEIBHOCTH C  II€AAroru4ecKuM,
aIMUHUCTPAaTUBHBIM U OOCIY>XHMBAIOIIUM IME€PCOHAJIOM IO BOIpOCaM IIOATOTOBKH H
IpEACTABJICHU HEOo0X0oauMoi HH(pOpPMAallMM H MaTEepHaloOB Ha 3aceJaHHus COBETa IIKOJIHI,
[IEAArOrHYECKOro COBETA, IIPOBEPKU BBINOJHECHUSA MOPYYCHHM YUYMTEIA IIKOJIBI, IIPHKa30B H

pacnopsOKEHUN aIMUHUCTPALMU LIKOJIBI, KaApOBOM, (PUHAHCOBO-XO3AHCTBEHHOH AESITEIbHOCTH
IIIKOJIbI;
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