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1. O6mue moJIoKEeHHS.

1.1.Cexperapr Ha3Ha4yaeTcs Ha IOJDKHOCTh M YBOJBHSETCS JHPEKTOPOM
mKkonsl. Ha MOMKHOCTE cekpeTaps Ha3HA4aloTCs JIMIa, HMEIOIME HavalbHOC
npodeccronansHoe o6pasoBanue 6e3 IpeabsBIeHUs TpeOOBaHUM K CTaXYy paboThl
i cpendee (mosiHoe) obimee oOpa3oBaHWE M CIELUATBHYIO IOATOTOBKY IO
YCTAaHOBJIEHHOM MporpamMme 6e3 mpeabsBieHus TpeGOBaHMit K CTaXy paboThL.

1.2. Cekperapb NONYHHSETCS HEMOCPEJCTBEHHO IUPEKTOPY IIKOJIBI H
SBJISIETCS €r0 JIMYHBIM ITOMOIIHUKOM.

1.3. Tlpu WCHONHEHMH MNODKHOCTHBIX  OOS3aHHOCTEH  CEKpeTaphb
PYKOBOJICTBYETCsI IIOCTAHOBIICHUSMH, PaCIOPDKEHUSIMH, NpPHKa3aMH, JPYTHMH
PYKOBOISIIMMA ¥ HODMAaTHBHBIMM JIOKyMEHTaM¥, KAaCaIOIUMHCS BEICHHA
JIeTONPOU3BO/ICTBA; CTAHAAPTAMH YHHMUIMPOBAHHON CHCTEMBI OPraHH3allHOHHO-
pacIIOpSIUTENbHON JOKYMEHTAIIMH; 3aKOHOJATENBCTBOM O TPYAEe M HHCTPYKIIHEH
0 TIOps/IKE BeJIeHHs TPYAOBBIX KHIDKEK; MpaBuUIamMu opporpaduu u IMyHKTyallHH;
npaBuIaMyM paboThl Ha OPITEXHMKE; MpaBWIaMH W HOPMaMH OXpaHBI TPYHa,
TeXHUKHM O6e30MacHOCTH, MPOU3BOJCTBEHHOM CAHMTAapHHM H IPOTHBOIOXXapHOH
3aIUTHI, @ TaKke YcraBoM ¥ [IpaBHiaMH BHYTPEHHETO TPYAOBOTO pacropsiika
IIIKOJIBI ¥ HACTOSILEH HHCTPYKIMEH.

2. DyHKIHH CEKpeTaps WKOJbI.
OCHOBHBIMHY HallpaBJieHUSIMH PabOTHI CEKpeTapsl SBISIOTCS:
2.1. BeIoJIHeHHEe TEXHAYECKUX QyHKLHI 110 00eceyeHuIo H 00CIIy)KHBaHHIO
paboThl AMpeKTOpa IKOJIBI ¥ €T0 3aMECTUTENCH;
2.2. Bengenue nenonpon3BoJCTBa;

3. Jlo2KkHOCTHBIE 00513aHHOCTH CeKpeTapsl KOJbI.

CexpeTapb BBIIOHSET CleIYIOIIHe H0JDKHOCTHBIE 005A3aHHOCTH:

3.1. Tlomydaet Jysi AMPEKTOpa IIKOJNBI M €ro 3aMEeCTUTENIEH CBENEHHUS OT
paGOTHHKOB IIKOJIBI, BBI3BIBACT MO MOPYYEHHMIO THPEKTOPA paGOTHHUKOB IIKOJNBI K

00y4aroImuxcs;
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3.2. Opranusyer TeneOHHbIE TePEroBOPhI AUPEKTOPA IIKOJIB;

3.3. IlpunvmMaer u mnepenaer Tene(oOHOrpaMMBl, (hakchl, 3aNKMCHIBAET B
OTCYTCTBHE IMPEKTOpa ILUKOJIBI IPHHATHIE COOOINEHMS M JOBOAMT HX 1O €ro
CBE/IeHUS,

3.4. OcymectBiser paboTy Mo MOArOTOBKE 0OMmMX coOpaHHii paGOTHMKOB
IIKOJIBI, 3aceJaHuii COBETa IIKOJIbI, MeNarorHyeckoro COBETa, IMONEeYUTENHLCKOro
coBeTa, a TaKKe COBEIIAHWH, NPOBOAUMBIX JUPEKTOpPOM IIKOJbl (cGop
HeOOXOIMMBIX MAaTEepPHAJIOB, OINOBEIIEHHEe YYaCTHUKOB O BpPEMEHH, MeECTe,
MOBECTKE JIHS COBEIIAHHWS M MX PErHCTpalys), 10 MOPYYEHHIO JUPEKTOPA IIKOJIBI
BeJieT ¥ 0popMIIsIeT MPOTOKOIIBI 3acelaHui U COBEINaHUH;

3.5. Cnemur 3a obecriedeHHeM IHPEKTOpa MIKOJNBI KaHUEIAPCKUMHU
NPUHAIEKHOCTSMH, CPEACTBAMH OpPraHM3allHOHHON TE€XHHKH, CO3JIaeT yCIIOBHS,
crniocobcTByromue 3G dexkTHBHOM paboTe TUPEKTOPA;

3.6. Tlepenaer u npuHMMaeT HHQOPMALHMIO IO IPHEMHO-NIEPETOBOPHBIM
yCTpOWCTBaM;

3.7. Tleuataer 1Mo yKa3aHHIO JUPEKTOpA IUKOJIBI Pa3lIWYHBIE JOKyMEHTBI U
MaTepuabl;

3.8. Bener nenonmpousBOACTBO; (OPMHpYET Jela B COOTBETCTBHH C
YTBEPXK/IEHHOM  HOMEHKJIATypo#, obecneuuBaeT MX COXpaHHOCTH H B
YCTaHOBJICHHBIE CPOKH CJIaeT B apXUB,;

3.9. IlpuHumaer NOCTymaoOUyl0 Ha WM  OMPEKTOpa  IIKOJBI
KOPPECNOH/ICHLIMIO, OCYLIECTBISIET €€ CHCTEMAaTU3allMi0 B COOTBETCTBHH C
NPUHATBIM B IIKOJIE TIOPSIKOM M IEpefaeT Mocie ee pacCMOTPEHHUS JUPEKTOPOM
N0 Ha3HAYECHMIO, KOHKPETHBIM HCIIONHHUTENSAM Ul HCIOJNB30BaHUSA B Mpolecce
paboTsl MO0 MOArOTOBKM OTBETa, CIECAUT 3a CPOKAMH BBHITIOHEHHS NMOpPYYEHH
JIUPEKTOpa IIKOJBI, B3ITHIX HA KOHTPOJIb; OTIPABIISIET KOPPECTIOHACHIIMIO;

3.10. IlpuHuMaeT nHUYHBIe 3asBIEHUS pPAaOOTHUKOB, OOYYAIOIIMXCS H HX
poxuTened (MM JIMI, MX 3aMEHSIONMX) HAOKYMEHThl Ha IOJIIMCH IHPEKTOPY
INIKOJIBI;

3.11. Opra#u3yer @OpUeM IIOCETUTENIEH, COACUCTBYET OIEPAaTUBHOCTH
paccMOTpeHus pockd U NpeIoKEHUH pabOTHUKOB,;

4. IIpaBa cekperapsi IIKOJbI.

CekpeTapb UMeET I1paBo:

4.1. 3anpamuBarh OT pabOTHUKOB ILIKOJBI, 8 B HEOOXOJHUMBIX CIyd4asiX U OT
aJIMUHUCTPALUK, HYXXHYI0O MHQOpPMAIMIO U MaTepHalbl, a Talkke OOBSICHEHUS O
NpUYUHAX 33/I€PHKKU BBINOJHEHHS KOHTPOIUPYEMBIX IIOPYyUYEHHUH;

4.2. TlpuBnekatb paOOTHUKOB K BBINOJHEHUIO MOPYYEHHH aJMHMHHCTPALUH
IIKOJIBI;

4.3. TpeGoBaTh OT UCTIONHUTENECH JOPaOOTKU JOKYMEHTOB, NTOANOTOBIEHHBIX
C HapyLIEeHHEM YCTaHOBJIEHHBIX IPABUJI COCTABICHHS M O(OPMIICHHS TOKYMEHTOB;

4.4. BusupoBaTh NPOEKTHl JAOKYMEHTOB, CBS3aHHBIX C YIPaBICHYECKOM
NIEeITENbHOCTBIO LIKOJIBI;

4.5. BHOCHTh Ha pacCMOTpEHHE aJIMHHHCTPAlMH IIKOJbBI MPEJIOKEHUS 110
yiIydIIeHAIo paboThl ¢ JIOKyMEHTaMH, COBEPLICHCTBOBAHMIO (OPM M METOOB
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YNIPaBJIEHYECKOr0 TpyJa C y4eTOM IpPHUMEHEHUs CPeICTB OpraHM3allMOHHOW H
BBIYMCITUTENBHOM TEXHHKH;

5. OTBeTCTBEHHOCTH CeKpeTaps MKOJbI.

5.1. 3a HeHWcCHOJIHEHHe WM HEHAJJIexallee HCIOoJHeHHe 6e3 yBaKUTENbHBIX
npuuuH YcraBa u [IpaBun BHyTpeHHEro TpPyJOBOTO paclopsiika IIKOJbI, MHBIX
JIOKQJIbHBIX HOPMATHBHEIX aKTOB, MO/DKHOCTHBIX O0S3aHHOCTEM, YCTaHOBJIEHHBIX
HACTOSILIEH MHCTPYKIMEH, B TOM YHCIIe 32 HEUCIOJIb30BaHHWE IPENOCTaBIIEHHBIX
NpaB, CEKpeTapb HeceT [AUCLMIUIMHAPHYIO OTBETCTBEHHOCTh B IOpSJIKE,
OTpe/IeIeHHOM TPYAOBBIM 3aKOHOAATEILCTBOM.

5.2. 3a BUHOBHOE TNpPHYMHEHHE IIKOJIE WK y4acCTHHKaM 0Opa30BaTELHOIO
npouecca ymepba B CBA3M C MCHONHEHMEM (HEUCTIONIHEHHWEM) CBOMX
JIOJDKHOCTHBIX 00s13aHHOCTEH ceKpeTapb HeCeT MaTepHAIbHYIO OTBETCTBEHHOCTD B
NopsiiKe ¥ B IpefeNax, YCTAHOBIEHHBIX TPYAOBBIM M (HIH) TIPaXIaHCKUM
3aKOHO/IaTETHCTBOM.

6. BzanmooTHomeHus. CBSA3H MO JOKHOCTH CeKpeTaps MKOJbL.

Cexperaps:

6.1. PaboTtaer B pexuMe HEHOPMHUPOBAHHOT'O pabo4ero JH:.

6.2. BzaumojeiicTByeT B Ipolecce CBOeH HESTENFHOCTH C IeJarOTH9eCKHM,
aJIMMHMCTPAaTUBHBIM M 00CITyKUBAIOIUM NIEPCOHAJIOM T10 BOIIPOCaM MOATOTOBKH H
npezcTaBieHus HeoOXoauMol HHpOpMalKM U MaTepHalIoOB Ha 3acelaHMsl COBETa
LIKOJIBI, I1€Jaroru4ecKoro COBETa, IMPOBEPKM BBIIOJHEHHS IOPYYECHHH YYHTENs
IIKOJIbI, IIPUKA30B M pacHOpsDKEHUM aJMUHHCTpPAllMM IIKOJIBI, KaJpOBOH,
(HHAHCOBO-X035HCTBEHHON 1€ TEIFHOCTH IIKOJIBL.
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