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NOJOKHOCTHASI HHCTPYKIIA

cexkperaps

1. O0wmne noJ1oKeHHs

1.1.Cexperapb Ha3HauaeTCs HA JOMKHOCTD H YBOJIbHAETCS AHPEKTOPOM LUIKOJIBL Ha nomkHOCTb
cexperapst Ha3HAYAIOTCS JIMIA, HMEIOLIHE HaualbHOe npodeccHoHanbHoe obpasosanne 6e3 npeabsBAEHHS
TpeGoBanuil k cTaxy paboTsl unu cpentee (nosnxoe) obuiee obpazoBatue H CneUHANbHYIO MOArOTOBKY 1O
yCTaHOBJEHHOI nporpamme Ge3 npeabssnenns TpeboBatliii k CTaxy padoThl.

1.2.Cekperapb MOAYHHSAETCS HEMOCPEACTBEHHO AUPEKTOPY LIKOJbI H ABSAETCSA €ro JHYHBIM

MOMOLIIHHKOM.
1.3.ITpu HcroNHEHUH JOJDKHOCTHBIX 00si3aHHOCTeI cexpeTapb PyKOBOACTBYETCS NMOCTAHOBICHHAMH,

pacnopsKEHHAMH, TpHKa3saMHi, IpyriMH PYKOBOIASALIHMH H HOPMATHBHbLIMH NOKYMEHTAMH, KaCaroUHMHCA

BeEHHs AEJOMPOH3BOACTBA; CTaHAApTaMH YHH(HLUHPOBAHHOH CHCTEMbI OpraHH3aLHOHHO-
pacrnopsiAHTENbHOI JOKYMEHTALHH; 3aKOHOAATENLCTBOM O TPYAC H HHCTPYKLHEN O MOPAAKE BENACHHS
TPYAOBBIX KHIDKEK; npaBiiamu opdorpaduu 1 NyHKTyaunH, npaBujiaMn paboTbl HA OPTTEXHHKE; NpaBUIaMH
H HOpMaMH OXpaHbl TPYAQ, TEXHHKH 0€30MacHOCTH, MPON3BOACTBEHHOH CAHUTapHHU H MPOTHBONOXAPHOH

3AMT, a TAK)KE YCTABOM M NPAaBHIAMH BHYTPEHHErO TPYAAOBOIO pacnopsiAKa LIKOJIbI H HacTOALLEH

HHCTPYKLHEN.
2. DyHKuUHH
OCHOBHBLIMH HaNpaBJeHUSAMH PabOThbl CEKPETAPs ABJAIOTCS:

2 1. BeIONHEHHE TeXHHUeCKHX (yHKLMI 1o obecrnedeHnto H 06CIy)KHBaHIIO PabOTEI AMPEKTOPA

KOJIbI H €r0 3aMEeCTHTEJIEH,
2.2. Benenue nenonpon3BOACTBA LIKOJIbI,

3. loakHoCTHBIE 00513AHHOCTH
CexpeTapb BbITMOJIHAET ClEAYIOWHE N0JKHOCTHBIC 00s13aHHOCTH.

3.1. [onyuaer IS AUPEKTOPA IIKOJIbI H €ro 3aMECTUTENEH CBEACHHS OT pabOTHHKOB LIKOJIBI,
BbI3LIBAET M0 MOPYUEHHIO AHpeKTopa pabOTHHKOB LIKOJIbI H oOyuarounxcs,

3.2. Opranusyer TesieyoHHbIE NEPEroBOPbl AMPEKTOPA LUIKOJIBI,

3.3. [TpuHumaeT u nepenact Tese(oHorpaMmbl, (pakcbl, 3aMHUCLIBAET B OTCYTCTBHE AHPEKTOPA LIKOJIbI

NMPHHSATLIC cooOleHus U JOBOJANT UX A0 €ro CBEACHH,

3.4. Ocywecrsnsier paboTy no noarotoske obuinx cobpaniii pabOTHHKOB WIKOJIbI, 3acenaHMii CoBera
LIKOJIbL, MEAArOrHYECKOTO COBETA, MOMEUHTEbCKOr0 COBETA, a TAKXKE COBEUAHHH, MPOBOAHMBIX AHPEKTOPOM

wKob! (CO0p HEOOXOAMMBIX MATEPHAJIOB, ONOBELLEHHE YHACTHHKOB O BPEMEHH, MECTE, NOBECTKE IHSA
COBELIAHHS M HX PErHCTpPaLs), N0 NOPYUEHHIO AHPEKTOPA LIKOJIbI BEACT H o(pOpMISET MPOTOKOJIbI

3acelaHHi H COBELaHHIT;
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3 5. CnenuT 3a obecneueHreM AUPEKTOpa WKOJIbl KAaHLENPCKUMH MPHHAAIE)KHOCTAMH, CPEACTBAMH
OpraHU3aLMOHHOI TEXHHKH, CO3AeT yCoBHsl, cnocobCTByome 3(exkTnBHOIN paboTe ANPEKTOPa,

3.6. Tlepenaet 1 npuHUMAaeT HH(OPMALIHIO MO NPHEMHO-MEPErOBOPHLIM YCTPONCTBAM,

3.7. TTeuaTaeT MO YKa3aHUIO QUPEKTOPA WIKOJbI PA3IMUHBIC NOKYMEHTbBI M MaTCPHAJIL,

3.8. Bener nenonpou3BOACTBO; (POPMHPYET Aesia B COOTBETCTBHH C yTBEPXKAEHHON HOMEHKJIAaTypOH,
obecrneynBaeT HX COXPAaHHOCTb U B YCTAHOBJIEHHbIC CPOKH CAAET B apXHB,

3.9. TIpHHUMAET MOCTYMAIOIYIO HA UMSI AUPEKTOPA LIKOJIbl KOPPECHOHACHLIHIO, OCYLUECTBIIACT €C
CHCTEMATH3ALHIO B COOTBETCTBHH C MPUHATHIM B LIKOJIE MOPSAKOM H NEPEaeT nocye e pacCMOTPEHHA
IMPEKTOPOM 10 HA3HAYEHHIO, KOHKPETHBLIM HCTIOJHHTENAM JUISl HCNIOJIb30BaHHS B NPOLIECCE paboTbl IHOO
MOArOTOBKH OTBETA, CJAEANT 32 CPOKAMH BbINOJIHEHUS NOPyYeHHIt AMPEKTOpa WKOJIBI, B3ATHIX HA KOHTPOJID,
OTINPAaBJISIET KOPPECNOHAEHLIHIO,

3.10.ITpunuMaeT NUuHbIE 3aaBaeHHA paOOTHHKOB, 00yUalOMMXCsA H UX POAUTENCH (nnu uL, HX
3aMEHAIOIINX) JOKYMEHTbl Ha MOANHCH AUPEKTOPY LUIKOJIbI,

3.11.0pranusyer npuem nocerureseii, ConeiicTsyer onepaTiBHOCTH paCCMOTPEHHS Mnpoced
MpennoXeHui pabOTHUKOB,

4, IIpaBa
Cekperapb UMEET MpaBo:

4.1. 3anpawmuBaTh OT paOOTHUKOB LIKOJIbI, @ B HEOOXOAHMBIX ClIy4asiX — H OT aAMHMHHCTPALIHH,
HY>KHYIO HH(OPMALIHIO H MaTepHallbl, a TAK)KE OObACHEHHs O MPUYHHAX 3aA€PIKKH BbIMOJIHEHHS
KOHTPOJIMPYEMbIX MOPYYEHHH;

4.2. TpusnexaTb pabOTHUKOB K BbIMOJHEHHIO NOPYUEHHH aAMHUHHCTPALIMH LIKOJIbI,

4.3. TpeboBaTb OT UCHIONHHUTENEH JOPAaOOTKH JOKYMEHTOB, MOATOTOBJIEHHBIX C HAPYIIEHHEM
yCTaHOBJIEHHBIX MPABMJI COCTABJIEHHS H O(OPMIIEHHS NOKYMEHTOB;

4.4, Bu3upoBaTh MPOEKTHI JOKYMEHTOB, CBA3aHHbIX C YIPABJIECHYECKOI AEATEIbHOCTBIO LIKOJIbI,

4.5. BHOCUTb HA PACCMOTPEHHE aAMHHHCTPALHH LKOJIbI NMPEIIOKEHHS M0 YIYULIEHHIO paboThI ¢
JIOKYMEHTaMH, COBEPLIEHCTBOBAaHHIO (POPM U METOZIOB YNPABJICHYECKOrO TPYAa C YYETOM NMPUMEHEHHS
CPEACTB OpraHU3alMOHHON M BbIYUCIHUTENILHOH TEXHUKH;

5. OTBeTCTBEHHOCTD

5.1. 3a HeucnonHeHne UAH HEHaAEekKaLlee HCMOJHEHHE 0e3 YBaXKHUTENIbHbIX MPUYHH YCTaBa H MPABHII
BHYTPEHHETO TPYAOBOr0O pacropsaKa WKOJIbl, HHBIX JIOKAJIbHbIX HOPMATHBHbIX aKTOB, JOJDKHOCTHBIX
00s13aHHOCTEN, YCTAHOBJIEHHBIX HACTOSILIEH HHCTPYKLIHET, B TOM YHCJIE 38 HEHCIOb30BaHHE

MPEAOCTABJICHHBIX NPaB, CEKPeTapb HECET AUCLUMUIUIMHAPHYIO OTBETCTBEHHOCTb B MOPSAKE, ONPEAeIEeHHOM
TPYAOBBIM 3aKOHOAATENILCTBOM.

5.2. 3a BUHOBHOE NPHUYMHEHHUE LIKOJIE WM YHACTHHKAM 06pa30BaTENbHOrO Mpoliecca ymepoa B CBA3M
C HCMONHEHHEM (HEHCMONHEHHEM) CBOMX IOKHOCTHBIX 0083aHHOCTEI! CEKPETaph HECET MATEPHATILHYIO

OTBETCTBEHHOCTDb B MOPAAKE M B NpeAesax, yCTaHOBJCHHbIX TPYAOBbIM U (HJIH) MPaXKAaHCKHUM
3aKOHONATENBLCTBOM.

6. BzaumoorHomenusi, CBI31 N0 D01KHOCTH
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6.1. Cexperaps:

6.1. Paboraer B pexxiMe HEHOPMHUPOBAHHOTO pabouero AHs Mo rpauKy, COCTaBIEHHOMY HCXOA H3
40-yacoBoii paboueii Henenw,

6.2. BzauMoneNcTBYeT B MpOLIECCe CBOEH NesTeNbHOCTH C nenaroru4eckuM, aqMUHUCTPATHBHBIM H
o6Ccny KMBaOLIKM NIEPCOHAJIOM 10 BOMPOCAM NOATOTOBKH H MpencTaBjIeHUs HeobxoauMoi HHPOPMAaLIMH U
MaTEPHaJIOB Ha 3aCeNaHKsl COBETA LIKOJbI, NEAarornieckoro coBeTa, NMPOBEPKH BbINOJHEHHS Mopy4eHUH
yUUTENs LWKOJIbI, MPUKA30B K pacropshKeHHH aAMHUHUCTPALHH LIKOJIb, KafipOBOH, (PHAHCOBO-
X03SIHCTBEHHOMN NeATEeJbHOCTH LLIKOJIbI,

JINpEKTOp LUKOJIBI /

[Toanuck Mdamunusa U. O.

C MHCTpYKLKEil O3HAKOMJIEH():

CekpeTtapb /
[Toonuce damunus U. O.
JlaTa
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