Ilpunsaro YTBep:xkaalo: :

Ha nenarormyeckom cosere Mupexrop MBOY « T'mmuazus Nolly

IIpoToxox Nel ot 27.08.2021 r. Ll T /3.51.TuGupoBa
Mpuxa3z Ne25-TI(IIT) ot 02.09.2021 r.

COI'TACOBAHO

IIpodcor3HbiM KoMHTETOM

01.26108.2021 1. Ne 1)
1 \MEM. Tsxamaen

AOJLKHOCTHASI UHCTPYKITHSNo27
CekpeTapp mKobI

1. O6mue mookeHusT

1.1.Hactosimas nomxHocTHAS MHCTPYKIHMs paspaboTana Ha ocHose IIpuxasa
MuHucTepeTBa 31paBooxpaHeHs U COMUATBHONO passuTHs Poccniickoit @eneparuu
(MunznpascorpasBuris Pocenn) ot 26 aBrycra 2010 r. Ne 7611 1. Mocksa «O6
YTBEPXKACHUM ENrHOrO KBamuduKaImoHHoro CIIpPaBOYHHUKA JOJKHOCTEH
PYKOBOIUTENIEH, CIICIHATICTOB U CILyXKAITHX, pasiel «KBanudukanuoHasre
XapAaKTEPUCTUKH IOJDKHOCTEH paGOTHHKOB 06pa3oBaHmsy

1.2.Cexpetaps HasHAaUaeTCs Ha JOMKHOCTE 1 YBOJIBHACTCS TUPEKTOPOM IIKOIEL. Ha
AODKHOCTB CEKpETaps Ha3HAYalOTCS JIUIIA, UMEIOINHE HAYaTEHOe podeccroHanpHoe
obpa3oBaHue 6e3 IperbABIeHUT TpeGOBaHMil K CTaXy paGOTHI I cpenHee (IIOTHOE)
obmee o6paszoBanue u CTCLHUAJIEHYIO OArOTOBKY 110 YCTaHOBIIEHHOH MporpaMme 6e3
TNPeNBABICHNS TPEOOBAHUM K CTaXKy PaGOTEHL.

1.3. Cexperaps nogunnsercs HCTIOCPEICTBEHHO JUPEKTOPY IIKOJIBI U SABJILETCS €ro
JIMYHEIM IIOMOIITHHKOM.

1.4. TTpw UCTIONHEHUH TOTKHOCTHEIX 063aHHOCTe CEKpETapb PyKOBOACTBYETCS
TNOCTAHOBIICHIAMH, PACTIOPSIKCHUAMH, IIPUKA3AMHE, IPYTUMH PYKOROISITAME M
HOPMAaTHBHBIMH JOKYMEHTaMH, KaCAIOIUMUCS BEICHIUS JCIIONPOU3BO/ICTBA,
CTaHAapTaMU YHU(QUIUPOBAHHOM CHCTEMEI OpraHU3aIMOHHO-PACIOPAUTETHHOM
AOKYMEHTALIUH; TIPaBUIaMU Opdorpaduu u MyHKTyauuu; IIpaBHJIaMH pabOTEI Ha
OPTTEXHUKE; NIPABUIaMHU ¥ HOPMAMH OXPaHBI TPYHa, TEXHUKH 6e3omacHocTH,
TIpOM3BOJCTBCHHOM CAHUTAPUH U TIPOTHBOIOKAPHON 3alIUTH, 4 TAKIKE YCTaBOM H
TIPABUJIAMH BHYTPEHHETO TPYOBOIO PACIOPSIAKA IMKOJIBI H HACTOSIIEH HHCTPYKIIHMEH.
2. ®yHKIMH ceKpeTaps MIKOJIbL.

OCHOBHBIME HaIpaBIEHUAMHU PaGOTHI CEKpETaps SBJISIOTCA:

2.1. BEIONIHEHNE TEXHIYECKHX (yHKIMit 10 06ecneueHuIO 1 00CITyKUBaHHIO pabOTHL
AMPEKTOPA LIKOJIBI M €T0 3aMECTUTENEIH;

2.2.Benenue JI€I0TIPOU3BOICTBA;

3. Ho/5KHOCTHDBIE 06SI3aHHOCTH CeKpeTaps IIKOJIbI.

CekpeTapp BEITONHSET CIIEYIOMIHE TODKHOCTHELE 0053aHHOCTH:

3.1. Ilomy4aer JIst AUPEKTOPA IIKOBI U €TI0 3aMeCTHTeTeiH CBEIEHUS OT pabOTHUKOB



LIKOJIBI, BBISBIBAET 110 OPYYEHUIO JUPEKTOpPA PabOTHUKOB IIKOJTEI 1 00ydJarommxcsi;

3.2. Opranmsyer TeneoHHEIE IICPErOBOPBI TUPEKTOPA KO,

3.3. IlpunnMaet u nepenaer Tene(hOHOrpaMMEI, (haKChI, 3aIUCHIBAET B OTCYTCTBHE

AUPEKTOPA IIKOJIE! HPUHATEIE COOGMIEHUS i TOBOIUT UX JI0 €ro CBEACHU;

3.4. Cnemur 3a obecrneuermem AUPEKTOPA IIKONBI KAHIEIAPCKUMU NPUHAISKHOCTAMH,

CPCNCTBAMU OpPraHN3aMOHHON TEXHUKH, CO3MAET YCIIOBH, CIIOCOOCTBYIOIIHE

s dexTHBHOM paboTe TUPEKTOpa;

3.5. Ilepenaer u npuHUMaeT HH(OPMAIHUIO 110 IIPUEMHO-TIEPETOBOPHEIM YCTPOICTBAM;

3.6. Iledaraer mmo ykasaumuro AUPCKTOpA LIKOJIBI M 3aMECTUTEIIS JUPEKTOPA IIKOJIBI

PasJINYHEIE JOKYMEHTEI X MaTEPUAIIEL;

3.7. BezeT nenonpousBoacTao; (opMupyeT nena B cCOOTBETCTBHH ¢ YTBEPKIECHHON

HOMCHKJIATYPOH, 06ECIIEUNBACT UX COXPAHHOCTE 1 B YCTaHOBJIEHHBIE CPOKHU CHAET B

apXuB;

3.8. [Ipunumaer TIOCTYIAIOIYIO Ha UM TUPEKTOPA IIKOJIbI KOPPECIIOHICHIIMIO,

OCYILIECTBIIAET €€ CUCTEMATH3ALIMIO B COOTBETCTBHUI C NPUHATBHIM B [IKOJIE TIOPSAAKOM U

TICPEMACT IIOCIIC €€ PACCMOTPEHMS TUPEKTOPOM T10 HA3HAYCHHUIO, KOHKPETHBIM

HCIIOJIHUTEIIAM UL HCTIONB30BaHHUA B IIPOIECcCe paGOTHI TG0 IIOITOTOBKH OTBETA,

CJIEIUT 32 CPOKAMH BBINIOJHEHHS [IOpYUCHHMi AUPEKTOpPA IIKOJIBI, B3ATHIX HA KOHTPOJIB,

OTIIPABIIIET KOPPECIOH AEHITHIO;

3.10.ITpuauMaeT TUYHEBIE 3a9BICHUS PaboTHHKOB, 06yYarommxcs U ux ponureneit (uau

JIUL, UX 3aMEHAIOMINX) JOKYMEHTHI Ha MOIIIHCEH JUPEKTOPY IIKOJIEI;

3.11.0praumsyer npuem TIOCETUTENIeH, COMEHCTBYET ONepaTHBHOCTH paccMoTpeHus

IIPOCKO U NPEIOKEHNI PaGOTHHKOB;

3.12.0cymiectBser KOHTPOJIBHO-OLEHOYHYIO IEATENEHOCTS B 0GPa3s0BaTeNbHOM

TIPOLECCE C MCIIONB30BAHUEM COBPEMEHHBIX CIIOCOGOB OI[CHUBAHILS B YCIOBHSIX

HH(QOPMAaIOHHO-KOMMYHHUKAIIOHHEIX TEXHOJIOT 1 (BEIEHHE 3IEKTPOHHBIX bopm

JOKyMEHTAIIUH, ):

— OXKC[IHEBHO IPOCMATPUBACT NOCKY 00bsBIEHHI U cO0BImeHns BHYTPEHHEH MOYTHL,
U HEOOXOAMMOCTH OTBEYAET Ha HUCHMA U PacCCBIIaeT MUChMa,

— TI0 YKa3aHMIO IMPEKTOPA MIIA 3aBYda pa3MeITaeT HeOOX0IMELE OOBSBIICHHS, B T.U.
COOOIIEHUS 0 BayKHEH X AOKYMEHTaX, NIPUKa3aX CO CChIIKAMU HA HUX,

— PY 329HCIICHIH YIEHHUKOB B IIKOILY ¥ [PH MPUEME HOBBIX COTPYIHHKOB J100aBIIET B
CHCTEMY HOBBIX II0JIB30BATENEH, BBOJUT OCHOBHBIE JAHHEIE O HUX;

— 0hOpPMIIIET JIMCT COracus u HIEPENACT €ro OTBETCTBEHHOMY 3a IIEPCOHATBHEIE
JaHHBIC,

HEME/IICHHO BHOCHUT B a3y IAHHEIX M3MEHEHNS B JINYHEIX TAHHEIX obyuaromuxcs u

COTPYZHUKOB, COTJIACHO JTOKYMEHTaM, HPOXOISAIIHM 49epe3 KaHLESIPHIO.

4. IlpaBa cekperaps mMKOJIBI.

Cexkperaps uMeeT npago:

4.1. 3anpammuBath 0T pabOTHHKOB IIKOJIBI, & B HEOOXOAUMBIX CIIydasx - U OT

aIMUHACTPALHY, HYKHYIO HHQOPMAIIMIO I MATEPHAIEL, & TAKKE 065ACHEHHS O

IPUHHAX 33/ICPKKH BEIIIOTHEHNS KOHTPOJIHUPYEMBIX IIOPYYCHMIA;

4.2. IlpuBeKaTs paGOTHHUKOB K BBIIOTHEHHIO TIOPYYEHUH aMUHUCTPAIIAY IIKOJIE;

4.3. Tpe6oBaTh OT HcONHUTETEH AOpabOTKU TOKYMEHTOB, [OATOTOBICHHEIX C

HapyIICHUEM yCTaHOBIECHHBIX MIPABUI COCTABIICHUS U 0(hOPMIIEHHUS JOKYMEHTOB;

4.4. Buzuposats HIPOCKTBI TOKYMEHTOB, CBA3AHHEIX C YIIPABICHUYECKOH e TENbHOCTEIO



IIKOJIHI;
4.5. BHocuts Ha paccmoTpenue aIMUHHCTPALMY IIKOJIBL IPETIOKEHHUS 110 YTy UIIeHHIO
PaboTHI ¢ TOKyMEHTaMH, COBEpPILEHCTBOBAHMIO (opM 1 METONOB yIpaBIIeHUECKOro
Tpynia € y4eTOM NPUMEHEHIS CPEICTB OPraHU3aLFOHHOM U BEIYUCIHTENEHOMN TEXHUKU;
4.6. IIpOXO/IUTE €KerOmHEIN 6ecIIIaTHEL MEIUIUHCKUH 0CMOTD.

S. OTBeTCTBEHHOCTh CeKPeTapsl LIKOJIbI.

5.1. 3a HeucnONHEHWE WK HeHaTEKATITEe UCTIONHEHHE 0e3 YBaXKUTEIBHBIX IIPHIUH
yeTaBa 1 IpaBUII BHYTPEHHET0 TPYIOBOTO PACHIOPSAIKA IIIKOIIBI, HHEIX JTOKAIBHEIX
HOPMATHBHBIX aKTOB, O/KHOCTHBIX 00S3aHHOCTEH, YCTAHOBICHHEIX HaCTOSIIeH
HHCTPYKIIUCH, B TOM YHCIIE 3a HEUCIIOIBE30BAHME IIPEIOCTaBICHHEIX IIPAB, CEKPETaph
HECET MMCIUIITMHAPHYIO OTBETCTBEHHOCTE B HOPSJIKE, ONpEAEleHHOM TPYIOBBIM
3aKOHOZIAaTEeJILCTBOM.

5.2. 3a BUHOBHO€ NIPHYUHEHHE [IKOJIE K y4aCTHUKaM 06pa3oBaTenbHOro Nporecca
yliep6a B CBSA3HU C HCIIOTHEHHEM (HEHCIIONHEHNEM) CBOMX JOKHOCTHEIX 0GS3aHHOCTEI
CCKPETAPh HECET MAaTEPHAIBHYIO OTBETCTBEHHOCTD B IIOPSIIKE U B Ipenenax,
YCTAHOBJICHHBIX TPYJOBBIM U (WJIM) TPaXk IAHCKUAM 3aKOHOATEIIHCTROM.

6. BzaumooTHomenust. CBSI3H 10 J0KHOCTH CeKpeTaps IMIKOJIbI.

Cexperaps:

6.1. Paboraer B pexxume HECHOPMHUPOBAHHOTO pabo4ero IH: 1o rpaduky, COCTaBJICHHOMY
ucxons us 40-gacoBoit paGoueit Hemenu;

6.2. B3auMoIeliCTBYeT B TpoLiecce CBOEit MesTebHOCTH C IIEJaroruuyecKuM,
4AMHUHICTPATUBHBIM B 00CITYKMBAIOIIMM IIEPCOHAIOM 110 BOIIPOCAM ITOATOTOBKH U
IpeNCTaBIeHN HeOOX0AUMOlt HHpOPMALHH U MAaTEpHaJIOB Ha 3aCeaHKsA COBETA MIKOJEL,
TICArOrHIECKOro COBETA, MPOBEPKH BHIIOIHEHHS IOPYYEHH YYHTEIS [TKOJIEL,
TIPUKA30B 1 pacTIOpsDKEHUH aIMUHUCTPAITUY LIKOJE, KaIpOBoi, (buHaHCOBO-
XO03SHCTBEHHOM EATEIHHOCTH IIIKOJIFI;

C IOImKHOCTHOM MHCTPYKIHMEH 03HAKOMIIEH (a),
BTOPOM 5K3EMILIAP IONYYeH Ha PyKH / /




