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1. O6mme mooKeHHS
1.1.Cexperaps Ha3HauaeTcs Ha JOJDKHOCTh M YBOJIBHSETCS AUPEKTOPOM LIKOJBL. Ha J0mKHOCTE cekpe-
Tapsi Ha3HayarOTCs JMLA, UMEIOLIME HauyanbHOe MpodeccrHoHanibHoe oOpa3zoBaHue 0e3 MpeabsABIICHUS
TpeboBaHMi K cTaxKy paboThl WK cpefHee 0Oliee 06pa3oBaHKe W CIELMAIBLHYIO MOArOTOBKY M0 yCTa-
HOBJIEHHO# nporpamme 6e3 npeabsABieHHs1 TpeOOBaHK K CTaXKy paboThl.
1.2.CexpeTapb NoAYMHSETCS HEMOCPEACTBEHHO AUPEKTOPY LIKOJIBI U ABJAETCSA €ro JHYHLIM MOMOIIHH-
KOM.
1.3.I1px MCMONHEHHM JOJDKHOCTHBIX 00SI3aHHOCTEN CceKpeTapb PyKOBOJCTBYETCS MOCTAHOBJICHHUAMH,
pacnopsDKEHUsIMH, MPUKA3aMH, IPYTMMH PYKOBOJASIIMMH M HOPMATHBHBIMH JOKYMEHTaMH, Kacaroliu-
MHCSA BENCHMs [IENONPOM3BOACTBA; CTaHIApTaMM YHU(DUUMPOBAHHOW CHCTEMBbI OpPraHU3aLHOHHO-
pacrnopsiAMTeNIbHON NOKYMEHTALMKU; 3aKOHOJATENILCTBOM O TPYIE M MHCTPYKLMEH O MOpsaKe BeIeHHs
TPYZAOBBIX KHWXEK; NpaBuyiaMu opdorpaduy U MyHKTyallu; NpaBuiaMu paboThl Ha OPrTEXHHUKE; Tpa-
BUJIaMU M1 HOpMaMH OXpaHbl Tpy/Ja, TEXHUKU OE30MacCHOCTH, MPOU3BOJCTBEHHOW CAHUTApPHUU U TPOTH-
BOMOXAPHOM 3alllUT, a TAKKe YCTABOM M MpaBWJIaMH BHYTPEHHErO TPYAOBOTO pacHoOpsAKa LIKOJbI H
HACTOALIEH HHCTPYKLIMEH.

2. OyHKIUH

OCHOBHBIMHU HanpaBIeHUAMH pabOThl CEKpeTaps ABJISIOTCS:
2.1. BeinoiHeHHe TEXHUYECKUX QYHKLHH MO 06eceueHuIo U 06CTyKUBAHUIO pabOThl JUPEKTOpPa LIKO-
JIBI u ero . 3aMeCTHUTeeH;
2.2. BeneHuve 1enonpon3BOACTBA IIKOJIB;

3. HoIzKHOCTHBIE 00SI3aHHOCTH
CekpeTaphb BBIMONHAET CICAYIOLIKE T0DKHOCTHBIE 00S3aHHOCTH:
3.1. Tlostyuaet [/isi AMPEKTOPA IKOBI M €0 3aMECTHUTENeH CBEACHNS OT paGOTHHKOB IKOJbI, BBI3bIBAET
M0 MOPYUYEHHUIO TUPEKTOPa paOOTHUKOB IIKOJBI U 00YJarOLIHUXCS;
3.2. Opranusyet TenedOHHBIE eperoBopsl UPEKTOPA IKOJIb;
3.3. Ilpunumaet u nepenaer TeneGoHOrpamMmebl, Hakcel, 3aMMUCLIBAET B OTCYTCTBUE AUPEKTOPA LIKOJIbI
NPUHATBIE COOOLIEHUS U IOBOAUT UX JI0 €r0 CBEAEHMS;
3.4. Ocymectnser paboTy Mo MOArOTOBKE 0OLIMX cOOpaHMi pabOTHMKOB LIKOJBI, 3aCeJaHHl COBETa
IIKOJIBL, EAArorMyeckoro COBETa, MONEeYUTENbCKOI0 COBETA, a TAKOKE COBEIIAHHH, MPOBOAUMBIX AUPEK-
TOPOM IKOJIbI (C60p HEOOXOAUMBIX MATEPHANOB, OTIOBEILEHHE YUACTHUKOB O BPEMEHH, MECTE, MOBECT-,
K€ JIHS COBELIAHUS U MX PETUCTPALys), O MOPYUYEHHIO AUPEKTOpPa LIKOJIbI BeAET U 0hOPMIISIET MPOTO-
KOJIBbI 3aCE€JaHUI U COBELIAHMIA; '
3.5. Cnenur 3a obecrnieyeHHEM AUPEKTOpa LIKOJbI KAHLENSIPCKUMHU TIPHHALIEKHOCTAMU, CPEeACTBAMU
OpraHM3allMOHHOM TEXHMKH, CO3AET yCIOBHs, cOocoOCTBYOIIHE 3G (eKTHBHOMN paboTe AUPEKTOpa;
3.6. Ilepenaer u nprHHUMaeT HHYOPMALMIO MO PUEMHO-TIEPETOBOPHBIM YCTPOHCTBAM;
3.7. Ileyartaet No yka3aHUIO JUPEKTOPA LIKOJIbI PA3JHUHbIE JOKYMEHThl M MaTepHaJlbl;



3.8. Bener nenonpousBoAcTBO; (OPMHUpYET fejia B COOTBETCTBUHM C YTBEPIKASHHON HOMEHKJIATypoOii,
00ecrne4ynBaeT UX COXPaHHOCTb U B YCTAHOBJICHHBIE CPOKHU CIAET B APXUB;

3.9. IlpyHuMaeT MOCTYNaloLLY0 Ha MMsl IUPEKTOPa MIKOJbI KOPPECOHAEHIINIO, OCYLIECTBISIET €€ CU-
CTeMaTHU3alMIO B COOTBETCTBUM C NPUHATBHIM B LIKOJE MOPSAKOM M NEpEAaeT IMocje €€ pacCMOTPEHHUs
JUPEKTOPOM MO Ha3HAYEHUI0, KOHKPETHBIM HUCIIOJHUTEIAM JJ1s UCTIOJIb30BaHMs B MPOLECCE pabOThI M-
00 MOAroTOBKM OTBETA, CIEAUT 3a CPOKAMH BBIMOJHEHHs MOPYYEHHMM NUPEKTOpa LIKOJBI, B3STHIX Ha
KOHTPOJIb; OTIPABJISET KOPPECHIOHIEHIIHIO;

3.10.IIpunumaet nuuHble 3asBIEHUS] paOOTHHKOB, 00yYaIOIIMXCA H UX POOMTENiel (MK JIKLI, UX 3aMe-
HSAIOUIMX) JOKYMEHTBI Ha MOJNHUCH JUPEKTOPY IIKOJIBI;

3.11.0pranusyer npuem noceTuteseil, coaeiCTBYET ONEpaTUBHOCTH PACCMOTPEHHMs MPOCHO U Mpeio-
XKEHUH pabOTHUKOB;

4. IlpaBa
CekpeTtapb UMeeT npaso:
4.1. 3anpamuBate 0T paOOTHUKOB LIKOJIE], 8 B HEOOXOAUMBIX Cly4asX — M OT aJIMUHUCTPALIMH, HY>KHYIO
MHPOPMALIMIO U MaTepuallbl, a Takke OOBICHEHHS O MPUYMHAX 3aJEPIKKH BBINOJIHEHHS KOHTPOJUpYe-
MBIX TIOPYUEHHUH;
4.2. IlpuBnexats pabOTHHUKOB K BBITMOJHEHUIO MOPYYEHUM aMUHUCTPALMH [IKOJIBI;
4.3. TpeboBaTb OT UCMOJHUTENEH NOPaOOTKM JOKYMEHTOB, MOArOTOBIEHHBIX C HAPYIIEHHUEM yCTaHOB-
JIEHHBIX MPaBUJI COCTAaBJIEHUs U 0OPMIIEHHS TOKYMEHTOB;
4.4. Bu3upoBaTh NPOEKTHI JOKYMEHTOB, CBS3aHHBIX C YIPABJIEHYECKOHN NEATENLHOCTRIO HIKOJIB;
4.5. BHOCUTL Ha pacCMOTPEHHE aAMMHUCTPALMH LIKOJIbI TIPEAJIOKEHHS MO YIIYUIIEHHIO paboThl C 10-
KyMEHTaMHM, COBEPLIEHCTBOBAHUIO (OPM U METOJOB YIPAaBJICHYECKOrO TPyAa C yYeTOM MPUMEHEHUs
CPEACTB OPraHU3aLlMOHHON U BBIUUCIIUTENLHON TEXHUKH;
5. OTBeTCTBEHHOCTH
5.1. 3a HeucnonHeHue WM HEHaJJexkallee UCTOHeHWe 0e3 YBaKUTENbHBIX MPUUKMH yCTaBa M MpaBuJl
BHYTPEHHEr0 TPYAOBOIrO pacHoOpsi/Ka LUKOJbI, UHBIX JIOKAJbHbIX HOPMATHUBHBIX aKTOB, AOJKHOCTHBIX
00513aHHOCTEH, yCTAHOBIEHHBIX HACTOSALIEH MHCTPYKIMEH, B TOM UYHCIE 32 HEUCIOJIL30BAHUE TPeo-
CTaBJICHHBIX MpaB, CEKPETapb HECET AMCLUMIUIMHAPHYIO OTBETCTBEHHOCTh B MOPSJKE, OMpene/ieHHOM
TPYOBBIM 3aKOHOAATEIbCTBOM.
5.2. 3a BUHOBHOE NMPUUMHEHME ILIKOJIE WIIH yYacTHUKAM 00pa30oBaTesIbHOrO Mpoliecca yiepoa B CBS3HU C
MCIIOJIHEHMEM (HEHMCIIOTHEHHEM) CBOMX JOJDKHOCTHBIX 00S3aHHOCTEM CeKpeTapb HECET MaTepHabHYIO
OTBETCTBEHHOCTH B MOPAAKE U B MpeleaX, yCTAHOBIEHHBIX TPYAOBBIM U (MJIM) rpaxJIaHCKUM 3aKOHO-
JaTeJIbCTBOM. :
6. BzaumooTHomenns. CBSI3H MO AOIKHOCTH

6.1. PaGoTaer B pesxuMe HEHOPMHUPOBAHHOTO pabouero AHs 1o rpaduKy, COCTABIEHHOMY Hcxos u3 40-
yacoBo# paboueit Henenu;

6.2. B3aHMOILéﬁ0TBy€T B MPOLIECCE CBOEH AEATENbHOCTH C NEAArOrMuecKUM, aJM MHUCTPATUBHBIM U 00-
CJ1y>KMBatOIIMM TIEPCOHAJIOM I10 BONPOCAaM MOATOTOBKHU U MpeACTaBIeHUs He00X0auMoiH HHPOpMaLMK U
MaTepHalioB Ha 3acellaHHsl COBETa LIKOJIbI, NIEJArOrMYECKOr0 COBETa, MPOBEPKHM BbINOJHEHHUS MOpyue-
HUM y4MTENsl LIKOJNBI, MPUKA30B U PACHOPSDKEHHMH aIMMHMCTPALMM IIKOJbI, KaApoBOM, (GpUHAHCOBO-
XO034HCTBEHHOM AESITEILHOCTH [LHKOJIEL;
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