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JOJKHOCTHASA UHCTPYRKIIUA Nel8

CEKPETAPSA PYKOBOJIUTEJIS
FT'OCYJAPCTBEHHOTI' O BIOIVKETHOI'O OBIIIEOBPA3OBATEJILHOT O
YYPEXKJIEHUSA « CTAPOUTHATBEBCKAS HLIKOJIA TEJIBMAHOBCKOI'O
MYHULIUITAJIBHOT'O OKPYT'A» JOHEIIKOU HAPOJIHOHW PECITYBJIUKH

1. O0mmue moJ1oKeHHs.
1.1. Hacrosiimas uHCTpyKIMs CcOCTaBjeHa Ha OCHOBE KBalu(PUKAIMOHHOIO CIpaBOYHHKA

JIOJDKHOCTEH  PYKOBOIMUTEJNIEW, CIECHMUAIMCTOB W APYITUX  CIYXKAIMUX, YTBEPKACHHOIO
[locTtanoBnennem MuHuCTEpPCTBA TpyAa U COLUAJIBHOIO pa3BUTHUS Poccuiickoit denepaiiuu ot
21 aBrycra 1998 roga Ne37 B pegakuuu ot 12 deBpansa 2014 r.

1.2. Cexkperapp Ha3zHaAyaeTCsd Ha JOJDKHOCTh M YBOJIBHSECTCS IUPEKTOPOM INKOJbI. Ha
JIOJDKHOCTh  CEKpeTapsi HA3HAYarTCd JIMIA, HMEKIME HA4yallbHOE IPOPECCHOHATIBHOE
oOpa3oBaHue WM cpeaHee (MoJHOE) olOiiee oOpa3zoBaHHEe O€3 MPEeabsSBICHUS TPeOOBAaHUM K
CTaXy padOTHI.

1.3. Cekperapb NOAYHUHSETCS HEMOCPEJACTBEHHO IUPEKTOPY IIKOJIblI U SBISETCS €ro
JIMYHBIM IIOMOIIIHHUKOM.

1.4. llpy WUCHOIHEHUH [OJDKHOCTHBIX OOS3aHHOCTEH CEKpeTapb PYKOBOJCTBYETCS
[IOCTAHOBJIEHUSIMH, PACIIOPSHKEHUAMU, IIPUKA3aMH, JPYTUMHA PYKOBOJSIIUMH U HOPMATHUBHBIMHU
JIOKYMEHTAMHU, KaCaroUUMHUCI BEIACHHS JCJONPOHU3BOACTBA; CTaHIApTaMHU YHH(PULIHMPOBAHHOU
CUCTEMBI OpPraHU3alMOHHO-PACTIOPSIIUTEIILHOW JTOKYMEHTAIIMH,; 3aKOHOAATEILCTBOM O TPYIE U
UHCTPYKIIUEU O IOPSAKE BEICHUS TPYAOBBIX KHWXKEK; IpaBHJIaMU PaOOThl HAa OPITEXHHUKE;
IpaBUJIaMH U HOPMAaMH OXpaHbl TPyJa, TEXHUKH O€30MaCHOCTH, IPOU3BOACTBEHHON CAHUTAPHUU
U TIPOTHBOIIOKAPHOM 3allUThI, a Takke YcTaBoM MW [IpaBUiaMu BHYTPEHHETO TPYAOBOTO
pacnopsigka LUIKOJIBI U HACTOSIIEH HHCTPYKIIUEM.

2. ODyHKIUH ceKpeTaps MIKOJIbI.

OCHOBHBIMH HAIIpaBJICHUSIMU PAOOTHI CEKpeTaps SABJISIOTCS:

2.1. BpINOJIHEHHE TEXHUYECKUX (DYHKIUN MO OOECHEYECHHUIO M OOCIYXKMBAHHIO PadOTHI
JIUPEKTOPA;

2.2. Benenue n1e10npou3BOJICTRA.

3. 10/IZKHOCTHBIE 00SI3AHHOCTH CEKpeTaps IIKOJIbI.

CekpeTraphb BBINOJHSAET CIEeAYIOMHUE JODKHOCTHRIE 00SI3aHHOCTH:

3.1. llonyyaer ans aupekTopa IIKOJIBI U €r0 3aMECTUTEJICH CBEACHHUS OT PAOOTHUKOB
[IIKOJIBI, BBI3BIBAET I10 IIOPYUYEHUIO JUPEKTOPA pAOOTHUKOB IIKOJIbI U 00yYaKILIUXCS;

3.2. Ilpunumaer u nepenaer TeledOHOTrpaMMEI, 3alIMCBIBAET B OTCYTCTBHE JIUPEKTOpA
[IKOJIBI IIPHUHSTHIE COOOLIECHUS U JOBOJIUT UX JI0 €r0 CBEACHHUS;

3.3. OcymectBisier pabOTy IO IOATOTOBKE OOIMX cOOpaHMi pPaOOTHUKOB IIKOJIBI,
3aC€JaHUU COBETAa IIKOJIbI, MEIAarorui4eCcKOro COBETA, IMOMEYUTEJILCKOIO COBETa, a TaKkKe
COBCEIIAHUH, IIPOBOJUMBIX JUPEKTOPOM IIKOJIBI (COOP HEOOXOAUMBIX MATEPHUAJIOB, OIOBEILIECHUE
Y4aCTHHUKOB O BPEMEHH, MECTE, IIOBECTKE JHS COBEIIAHHUS U MX PErMCTpallus), [0 MOPYUYECHUIO
JTUPEKTOPA LIKOJIBI BEAET U OPOPMIISIET IPOTOKOJIBI 3aCeIaHUM U COBEIAaHUM;

3.4. lleyaraeTr no yKa3zaHUIO JUPEKTOpA LIKOJIbI Pa3JIMYHbIC JOKYMEHTBI U MaTE€PHUAJIbI;
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3.5. Bener nenompou3BOACTBO; (GOPMHUPYET J€ja B COOTBETCTBHH C YTBEPKIACHHOH
HOMEHKJIATYpOH, 00ecCreynBaeT MX COXPAHHOCTh W B YCTAHOBJIEHHBIE CPOKH OIIPEJC/IseT B
ApPXHUB,;

3.6. IlpuHHMaeT MNOCTYHAIONIYHD Ha UMM [JUPEKTOpa IIKOJbI KOPPECHOHACHIIMIO.
OCYIIIECTBIISIET €€ CUCTEMATH3ALMI0 B COOTBETCTBUH C IIPHUHATHIM B IIIKOJIE ITOPSIJIKOM U MepeaaeT
[IOCJI€ €€ PACCMOTPEHUS MOUPEKTOPOM MO HA3HAYECHUIO, KOHKPETHBIM HCIIOJHUTEISAM I
HCII0JIb30BaHHUS B Ipoliecce padoThl MO0 MOATOTOBKHA OTBETA, CJIEAUT 32 CPOKAMHU BBINIOJTHEHHUS
MOPYUYEHUH JOUpPEKTOpa IIKOJIBIL, B3ATBIX Ha KOHTPOJb, TIPHUHAMAET W  OTIPABJIAET
KOPPECIIOHACHIIUIO;

3.7. IlpuHuMaeT JUYHBIC 3asBIICHHS PAaOOTHUKOB, OOY4YarOIMXCS U UX POJAMUTENEH (HiIH
JTUI], UX 3aMEHSIONINX ) JOKYMEHTEI Ha MOAMUCH JTUPEKTOPY IIKOJIBI;

3.8. Opra"u3yeT NpHeM IMOCETHTEICH, COOECUCTBYET ONIEPATUBHOCTH PACCMOTPEHHUS MTPOCHO
1 IPEeIJI0KEHUH pa0OTHUKOB.

4. IlpaBa cekperaps pyKOBOIHUTEJIA

Cekperapb HMEET IIPaBo:

4.1. 3ampammBarh OT pabOOTHUKOB IIKOJBI, @ B HEOOXOJUMBIX CliydassX MW OT
aIMHHUCTpAIlMH, HY)XHYIO HHOOpPMALMIO W MaTepHhalibl, a TAKXE OOBJCHEHHUS O NpUYHMHAX
3aJICP>KKH BBIIIOJIHEHHUSA KOHTPOJIUPYEMBIX IOPYYECHUM

4.2. IlpuBiiekats paOOTHUKOB K BBIIIOJITHEHUAIO IIOPYYECHUH aIMUHUCTPALIAHN IITKOJIBI;

4.3 TpeOboBaTb OT HCIIOJHUTEIEH OOpPAaOOTKH JOKYMEHTOB, IIOArOTOBJICHHBIX C
HapyIlIeHUEM YCTAaHOBJICHHBIX MPABUJI COCTABICHUSI U O()OPMIICHHUS JIOKYMEHTOB;

4.4, BHOCHUTh Ha PacCCMOTPEHHE AJIMHUHUCTPAILIUM IIKOJIBI MPEIOKEHNUS MO YIYYLICHUIO
pabOThl ¢ JOKYMEHTAMH, COBEPILICHCTBOBAHHIO ()OPM M METOIOB YIPABJIECHYECKOrO Tpyla C
Y4ETOM IIPUMEHEHU S CPEJICTB OPraHUu3allMOHHON U BbIYUCIUTEIbHOU TEXHUKH;

S. OTBeTCTBEHHOCTHh CeKpeTapsi PYKOBOAHTEJIA

5.1. 3a HEeucnoJHEHHE MJIM HEHAIeKAIllee MCIOJHEHUE O€3 YBaXKUTEIbHBIX IIPUYUH
Ycraa u  llpaBuil BHYTPEHHEro TPYAOBOIO pacmopsiaka IIKOJIBI, HWHBIX JIOKaJbHBIX
HOPMATHUBHBIX aKTOB, JOJDKHOCTHBIX OOSI3aHHOCTEM, YCTAHOBJICHHBIX HACTOSIIEH UHCTPYKIIUEH,
B TOM YHCJIE 3a HEHUCIIOJIb30BAHUE IIPEAOCTABIIEHHBIX MPaB, CEKPETAPh HECET NUCUHUILIMHAPHYIO
OTBETCTBEHHOCTH B IIOPSIKE, ONIPEACIICHHOM TPYIOBBIM 3aKOHOAATEIILCTBOM.

5.2. 3a BUHOBHO€ IPHYMHECHHE IIKOJIE HJIMA Yy4YaCTHHKaM O0O0pa30oBaTEIbHOrO Ipolecca
yiiepba B CBSI3M C HCHOJHEHUEM (HEHCIOJHEHHUEM) CBOMX JOJDKHOCTHBIX OOS3aHHOCTEMU
CEKpeTaph HECEeT MATEPUAJIbHYIO OTBETCTBEHHOCTH B MOPSAIKE U B Ipeaeiax, YCTaHOBJIEHHBIX
TPYAOBBIM U (HJIM) I'PaXIaHCKHUM 3aKOHO1ATEIbCTBOM.

6. B3aumooTHOIIEeHUSA

6.1. Cexperapb pyKOBOAUTENS pabOTaET B PEXKUME HEHOPMHUPOBAHHOTO padOYero JHs IO
rpaguKy, cocTaBI€eHHOMY ucXoas u3 40-yacoBoi paboyeit HeAeu;

6.2. B3aumoaelcTByeT B TIIPOIIECCE€ CBOEH JICATEIIBHOCTH C II€JarOru4ecKuM,
AIMUHUCTPATUBHBIM M  OOCIYXKHMBAKIIUM II€PCOHAJIOM IO BONpOcCaM IOATNOTOBKH H
MpeACTaBJICHUsT HEOOXOAUMOM HHMOpMAIMM M MATEpHAIOB HA 3ace€JaHMs COBETA IIKOJIbI,
IeJaroriu4ecKoro COBETa, IMPUKA30B U PACIOPSHKCHHHA aIMUHUCTPALMU IIKOJIbI, KaIpOBOA,
NESITEJIbHOCTH LIKOJIBI.
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