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AOflIKHoCTHAfl l4HCrPvKqhR

ceKpeTapR uIKOnbl

1. O6ulue nonox{eHxn

1.1. Hacronqan Aonx(HocrHaf hHcTpyKl-\t4n paapp6oraHa Ha ocHoBe rapnQHo-

xeannQnxaqnOHxofi xapaKTeplr CTAKA, yrBeplKAeHnofi nocranoBneHheM MNxncrepcTBa TpyAa

Poccnficxofi Oe4epar4AV or 6 nroHn 1996 r"Ns 32'

1.2. Cexperapb-Ma1llhHhCTKa Ha3Haqaercfl Ha Aonx(HoCTb 14 yBonbHReTCn AhpeKTOpoM uJKOnbl'

Ha AoaxHOCTb CeKpeTapf -MauJltH I4CTKA Ha3HaqaloTcfl n14Lla' hMeloulhe HaqanbHoe

npoQecoaoHa/rbHoe o6pasoeanile 6e3 npeAbFBnenrn rpe6oeaxnfi x cTax(y pa6oTbl l4nh

cpeAHee (nonnoe) o6u{ee o6paeoaanhe h cneqhanbHylo noAroroBKy no ycraHoBneuxofi

nporpaMMe 6ea npeAtnB.neHhfl rpe6oeaHnfi x craxy pa6orut'

1.3. Cexperapb-MauhHhCTKa noAqHHReTCn HenocpeAcTBeHHO AhpeKTopy llJKo'nbl'

1.4. l-lpra rcnonHeHnh Ao/txHocruurx o6RganHocreil ceKperapb-Maull,lH14crKa pyKoBoAcrByercn

nocra HoB/t e H L1R M 14, p acnopnlKe H n fl Mh, n p 14 Ka 3a Mh, Apyrh M h pyKO BOAfl qvMA 1

HOpMarhBHblMt4 AoKyMeHTaMr, Kacaloull4Mt4CR BeAeHhn Aenonpoh3BOACTBa; cTaHAapTaMl/l

yHholtql4poBaHHOfi C14CTeMbl opraHh3aqhoHHo-pacnopRAhTenbHor AoKyMeHTaqhh; 3a-

KoHoAaTe/tbcTBoM o TpyAe il hHcTpyKt-tuefi o nopnAKe BeAeHhR TpyAoBblx KH14)KeK; npaBhnaMh

opQorpaQrah n nyHKTya\hn; npaBhnaMh pa6oTbl Ha oprTexHhKe; npaBnnaun n HopMaMh

oxpaHbl TpyAa, TexH14Kh

6egonacxocTh, npoh3BOACTBeHHOil Caunrap AA v npo'tylBono)|{apHofi aau-1nrut', a TaKlKe Ycraao^

r npaernaMh BHyrpeHHero rpyAoBoro pacnopnAKa uKonbl h Hacrofluleil hncrpyxt{hefi'

2. <Dyxxqur

ocnoaHurnnh Han paBneHuRMh pa6oTbl ceKpeTapn-Mauh Ht4CTKt4 R Bn8]OTCfl :

2.L. aunonHeHue TexHur{ecKr,rx Qyxxrlrafi no o6ecneqeHh}o h o6cny}Kt4BaHhto pa6oTbt

AhpeKTopa uKonbl.
2.2. aegeane Aeno n Po h 3BoAcrBa;

3.,QoaxxocrH ble o6Raax xocru

cexpera pu-Ma u h H hcTKa B bt n o.n HEer cn eAylo lqhe Aon lKHOcrH bl e o6R ga n xocrn :

3.1. noay,raeT Ans AhpeKTopa uKo/Ibl cBeAeHhF or pa6orunKOB tUKO'nbl, Bbl3blBaeT no

nopyqeHlr}o AhpeKTOpa pa6ornrxoB uKOnbl r o6yvarcu'1nxcn;

3.2. opraura3yer reneQoHHble neperoBoput 4rpexropa uKon bl;

3.3. npraxr,rMaeT h nepeAaeT reneQoHgrpaMMbl, 3anhcbtBaeT B orcyrcrBhe AhpeKTOpa uKonbl

nphHnTbte coo6u-leH[n h AoBoAhr t'lx Ao ero cBeAeHhn;

3.4. ocyulecTBnfleT pa6ory no noAroToaxe o6rqux co6paHrail pa6oTHl4KoB luKonbl' 3aceAaHuh

coBeTa uKo.tlbl, neAarornqec6oro coBeTa, noneqhTelbcKoro coBeTa, a TaKxe coBeulaHhfi'

npOBoAlrMbtx AhpeKTOpoM luXOnbl (c6op Heo6xO,qrublx MaTepha/loB' OnOBetqeHhe yqaCTHhKOB

o BpeMeHn, Mecre, noBecTKe AHn COBeUIaHAA A ].rx perhcTpaqnn), no nopyqeHhlo Al4peKTOpa

BeAer ra osoprvrnner nporoKo/lbl 3aceAaHrfi r coaeulaaufi;
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3.5. cne4nr ea o6ecneqeHt,teM Alapexropa uKo.rtbt
cpeAcrBaM h opra H 143a qroH xofi TexH t,t Kh, co3Aaer
pa6ore AnpeKropa;

Ka H qenn pcKAMa4 npnHaAn exHocrfl M 14,

y cnoBAA, cnoco6crayrc ulh e aQQexrra e xoI

3'6' nepe4aer x nphHhMaer nnQoprvrar-1hto no npheMHo-neperoBopHurru ycrpoilcrBaM;
3'7' neqaraer no yKa3aHhlo At4peKropa uJKonbl pa3nuqHbre AoKyMeHrbr x Marep uanbt;
3.8. ae4er Aenonpo.,i3BoAcrBo; Qoprvrrpyer Aera B coorBercrBnA cyreepxgeHxofi
HoMeHKnarypofi, o6ecnei{nBaer rx coxpaHHocrb h B ycraHoBneHHbre cpoKr4 cAaer B apxhB;
3'9' npraHraMaer nocryna,oqy.o Ha hMF AnpeKTopa ruKonbr KoppecnoHAeHLrr4ro, ocyr-qecrBn,er
ee chcreMarh3aql4p B COOTBercrBAn c np[HfrbtM B lUKO.ne nopflAKOM h nepeAaer noc.fle ee
paccMorpeHhn AilpeKTopoM no Ha3Har{eHr}o KoHKperHbtM hcno.fiHhre nnM AAA hCnO.nb3oBaHl4R
B npoqecce rx pa6orut nr6o no4roroBxh orBera, cne1nr 3a cpoKaMh Bbrno.flHeH[n nopyvenril
AXpeKTOpa UJKO.nbt, B3fTbtx Ha KOHTpOnb;

oTn paBnneT KoppecnoHAeHql4 ]o;
3'10' npranhMaer,flt4t{Hble 3asBneH[fl pa6orxrxoa, o6yvanqAxce A r4x poAhren ei,t (nn4, ux
3aMeHR torqrx), 4o xyrvre Hrbt Ha noAn h cb Ah peKropy ru Ko.fl bt;
3.11. opranh3yer npheM nocerhreneil, cg$ehcrByer oneparhBHocrh paccMorpexrn npocu6 r
npeAnoxeHr fi pa6orxrxoe;
3'12' ocyr4ecrBnrerAoKyMeHraqhoHHoe o6ecneqeHhe KaApoBoil pa6orur B uKone; BeAer
KHhry nphKa3oB 14 xpaH[r ee, BeAer h xpaHhr xypHan yqera ABXXeHTR TpyAOBbtx KHh]KeK,
xpaHhr h BeAer B ycraHoBneHHOM nOpnAKe rpyAoBue KHrxKh pa60rxrxoe;
3'13' no oKoHqaHh}t yve6xoro nephoAa apxhBhpyer (xynnepyer, npouhBaer,3aHochr e peecrp)
TBepAble Konnn 3)H', ae4er yqeT, xpaHeHAe V 3ano.rlHeHhe AoKyMeHroe 6aaHxoa crporofi
oTqeTHOCTl4.

4. Ilpaea
Cexperapu-MaunHhcrKa rMeer npaBo:
4.1. aanpauhBarb or pa6ornrKoB tlKo,flbt, a a neo6xoAhMbtx cnyt{aflx _ t4 or aAMxHl4crpaquh
uKo'nbl HyxHylo rH$opnaq[rc x MarepAanbt, a raK]Ke o6rncuexnfl o nphqhHax 3aAepx1h
Bbr no.nHeHhfl KoHrpon hpyeMbtx nopyvexra fi ;
4'2' npraaexaru pa6orHrKoB K Bbtno,nHeHrlo nopyq enni,t agrrttvtHhcrpaqhh uKonbt;
4'3' rpe6ciaarb or xcnonHt4renefi 4opa6orKr4 AoKyMeHToB, noAroroB.neHHbrx c HapyueHheM
ycra Ho Bn e H H brx n pa B r.n cocra Bn e Hnn A ooo pnnn ex hfl rqo KyMeHTOB;
4'4' anlnpoBarb npoexrbt AoKyMeHroB, cBr3aHHbrx c ynpaBneHqecxofi AenrenbHocrblo uJKonbr;
4'5' aHocrrb Ha paccMorpeHhe aAMhHhcrpaqhh uKonbr npeAnox{eH[r no ynyqueHh]o pa6orur
c AoKyMeHraMh, coBepueHcrBoBaHhto Ooprrr h MeroAoB ynpaBneHqecKoro rpyAa c yqeroM
nphMeHeHrf cpeAcrB opraHr3aqroHnofi A Bbqncnrlreaunoil TexHhKh;
5. oreercreeHHocrb 5.1. 3a Heucno.flHeHne Ann HeHaAnexaqee hcnonxeHhe 6es
yBaxurenbHbtx nphqIH Vcraaa nllpaann BH]rrpeHHero rpyAoBoro pacnopflAKa uKo/tbt, 14Hbtx
'floKanbHblx HopMarnBHblx aKToB, AonxHocrHutx o6Rgaxuocreil, ycraHoBneHxurx Hacronu-1efi
14xcrpyxr-uaefi, e roM t{hc.ne 3a Hercno.nb3oBaHhe npeAocraB,neHHbrx npaB, cegperapb-
MauhHhcrKa Hecer Anc\nnnfHapHyto orBercrBeHHOCrb B nopflAKe, OnperqeneHHoM TpyAOBbtM
3aKOHOAaTe.nbcTBoM.

5'2' 3a BhHoBHoe nphqrHeHhe uKo.ne 
^n^ 

yt^rrt,ltaxaru o6pa3oBare,nbHoro npoqecca yqep6a e
cBR3l4 c hcno.nHeHreru (HercnonueHrenn) cBor4x AonxHocrHurx o6sgaxuocrefi cegperapb-
MauJhH14crKa Hecer Marep'1anbHylo orBercrBeHHoCTb B nOpflrqKe h B npeAenax, ycraHoB.fleHHbtx
rpyAo B bt M n (n nn) rpaxAa HcKhM 3a Ko HoAaren bcrBoM.
5. BaauruoorHoueHhfl. Cansh no AonxHocrh
Cexpera pu-Ma uh Hhcrxa :

6'1' pa6oraer B pexhMe HeHopMt4poBaHHoro pa6o,+ero AHn no rpaQraxy, cocraBneHHoMy
14cxoAfl ha 40-,{acoeofi pa6oveh aegenn;



6.2. esarA o4eficroyer B npoqecce ceoefi AenrenbHocrh c neAarorhqecKhM,
aAMhHhcrparuBHbtM n o6cnyxuBatoqrM nepcoHanoM no BonpocaM noAroroBKh 14

npeAcraBrexnn Heo6xo4rnnofi rnQopnnaqHh r MarepvanoB Ha 3aceAaHhR coBera ulKo.nbt,
neAarorhqecKoro h noneqrre.nbcKoro coBeroB, npoBepKh Bbtno,flHeHhfl nopyqeHhil yvpe4rrenn
ruKorbt, nphKa3oB t,t pacnopfxexrafi a4nnuHilcrpaLlrr [uKonbt; xa4poaoil, snnancoao-
xosnfi creex xoil 4enrel bHocrl,t ur Ko.n bt


