MYHHIUHIAJIBHOE BIOJUKETHOE JJOIIKOJIbBHOE OBPASOBATEJIBHOE
YUYPEXAEHUE JETCKNN CAI KOMBMHMUPOBAHHOI'O BIJIA Ne 38
«KOJIOKOJIBYUK» I''CBETJIOI'PA /]

CornacoBana: YTBepxaeHa:

[Ipencenarens [I0 MBOY JIC Ne 38 3asenyromuit MBJIOVY JIC Ne38
«Komokompumk» r. CBeTorpaj «Konoxonpunk» r.CeTiorpasn
Enuceiickas JI.H. E.1O. UepHoBoseHko

«01» mapra 2023 1. npuka3 Ne 19 ot 01.03.2023 1.

HNPOU3BOJACTBEHHAA UHCTPYKIUA Ne 23
CEKPETAPA MAHIMHUCTKHU

1. O0mue moJ10KeHUs
1.1. Hacrosimias NpoM3BOJCTBEHHAs] HHCTPYKIUS CEKpeTaps MAIlMHHUCTKA B
JOY (merckom camy) paspaborana B coorBeTcTBUM  C IIpodeccrnoHabHBIM
ctangaptom 07.002 «Cneunanuct mo OpPraHU3allMOHHOMY W JIOKYMEHTAllHOHHOMY
o0ecCIeueHuI0 YIpaBIeHUs] OpraHu3alkei», yTBEPKICHHbIM MTPUKa30M MUHHCTEpCTBA
TpyAa u counanbHou 3amuThl Poccuiickon @eneparuu Ne333u ot 15 utons 2020 roaa;
c yuetom DenepanbHoro 3akona Ne273-d3 ot 29.12.2012r «O6 oOpa3oBaHuu B
Poccuiickont @enepannmn» B peaakiuu ot 25 urons 2022 roga; OenepanbHOro 3aKoHa
Ne149-®3 ot 27.07.2006r «O0 uHpOpManK, UHPOPMALIMOHHBIX TEXHOJIOTHSX U O
3aluTe HMHPOpMAlMW», B COOTBETCTBUU ¢ TpyAoBbIM KoaekcoM Poccuiickoit
Odeneparuu, YCTaBOM H  APYTMMH HOPMAaTUBHBIMH aKTaMH, PETYJIUPYIOMIUMHU
TPY/1OBBIC OTHOILICHUS MEXKITY pabOTHUKOM U paboroaarenem.
1.2. JlanHas AOMKHOCTHAsE MHCTPYKIMS TO MpodCTaHAApTy ONpENessieT MepeueHb
TPYIOBbIX (DYHKIMI U 0o0si3aHHOCTEN cekperaps mammHUCTKH JIOY, a Takxke ero
1paBa, OTBETCTBEHHOCTbh M B3aUMOOTHOIIEHUS MO JOJDKHOCTHU B KOJUIEKTHBE
JOLIKOJIEHOTO 00pa3oBaTeIbHOTO YUPEIKICHHUS.
1.3. Cekperapb MallIMHACTKA Ha3HAYASTCS M OCBOOOXKIACTCS OT JOJDKHOCTH TPUKA30M
3aBEAYIONIETO  JIOMIKOJBHBIM  O0pa3oBaTENbHBIM  YUPEKIACHHEM B  TOPSJKE,
YCTaHOBJIEHHOM TpynoBeiM KojxekcoMm Poccuiickonn Penepauuu U TPYAOBBIM
JIOTOBOPOM C PabOTHUKOM.
1.4. Ha 1o/mKHOCTE ceKpeTapsi MAIMHUCTKY OPUHUMAETCS JIMIO:

e uMemlllee BhIcIee OOpa3zoBaHUE - OakallaBpuaT WM cpefaHee MpoQecCHOHATbHOE
oOpa3oBaHWE IO TMPOTPaMME IMOATOTOBKM CHEIUATMCTOB CPEIHEr0 3BEHA,
JIOTIOJIHUTEIbHOE PO ecCHOHATEHOE 00pa30BaHUE;

® C ONBITOM BBHINOJHEHUSI Pa0OT MO OPraHU3AlMOHHOMY W JIOKYMEHTAllUOHHOMY
00ECIEUEHNI0 JIEATEIbHOCTH PYKOBOIUTENS MpPU CpeAHeM MpodecCHOHATILHOM
oOpa3oBaHUU HE MEHEe 2 JIET;




® COOTBETCTBYIOIEE TPEOOBAHMSIM, KACAIOMIMMCS MPOXOXKICHUS MPEIBAPUTEIHLHOTO
(mpu MOCTyIJIGHUH Ha pabdoTy) W MEPUOJMYECKHX MEIUIIMHCKUX OCMOTpPOB,
BHEOYEPE/IHbIX MEIMIIMHCKUX OCMOTPOB TI0O HAMpaBlIEHUIO pabdoTojaTes,
00513aTENIBLHOTO TICUXUATPUYECKOTO OCBHUIETELCTBOBAaHUS (HE pexke 1 pa3a B 5 jer),
npoecCUOHANbHON TUTHMEHUYECKOW MOATOTOBKMA M arTecTanuu (Ipu NpueMe Ha
paboTy u nanee He pexe | paza B 2 roja), BaKIMHAIIMY, @ TAK)KE UMEIOIIee TUIHYIO
MEIUUUHCKYI0 KHI)KKY C pPE3yJbTaTaMH MEIWLUHUHCKUX O0O0CIIeJOBaHUN H
7a00paTOPHBIX  HCCIAEAOBaHWM, CBEACHUSIMHM O [PUBHUBKAX, IEPEHECEHHBIX
UH(EKITMOHHBIX 3a00JICBaHUSX, 0 MPOXOKICHUN npoeccuoHambHOM
TUTMEHUYECKOM IMOATOTOBKH U aTTECTALlMU C JIOIYCKOM K padoTe;
® HE WHMEIIIee OrPpaHWYCHWH Ha 3aHATHE TPYIAOBOW JEATEIBHOCTHIO B cdepe
oOpa3oBaHMsl, U3JI0KEHHBIX B cTatbe 351.1 «OrpaHuueHus Ha 3aHIATHE TPYIOBOMU
JEATEIBbHOCTHIO B chepe o0pa3oBaHus, BOCIIUTAHMUS, pa3BUTHUS
HECOBEPILICHHOJIETHUX, OPraHU3allMd UX OTIbIXa U O30POBJICHUS, MEIULIMHCKOIO
o0ecriedyeHns, COLMAIBHOM 3aIllMThl U COLMAJIBHOTO OOCIyXUBaHUS, B cdepe
JETCKO-IOHOIIECKOTO ~ CHOpTa,  KYJbTypbl M HMCKyCCTBA C  Y4acTHEM
HECOBEpPIIEHHOJIETHUX» TpyoBoro koaekca Poccuiickoit @eaepanun.
1.5. CekpeTtapp MalIMHUCTKA IMOJYUHSAETCSI HEMOCPEICTBEHHO 3aBEAYIOIEMY JETCKUM
CaZioM.
1.6. Ha Bpems oTmmycka U BPEMEHHOM HETPYJIOCHOCOOHOCTH CEKpeTaps MAalIMHUCTKU
ero O0O0SI3aHHOCTH MOTYT OBITh BO3JIO)KEHBbI Ha JEJIONPOU3BOIUTENSI WA JPYroro
COTPYIHHMKA JOUIKOJIBHOTO 00pa30oBaTeNbHOrO yupexkaeHus. BpeMenHoe ncnonHeHne
00513aHHOCTEH B JAHHBIX CIIyyasix OCYILECTBISETCS COIJIACHO MPHKa3y 3aBEIYIOIEro,
W3JaHHOTO C coOmromeHueM TpeboBanuii  TpymoBoro kojaekca Poccuiickoit

denepanum.
1.7. B cBoeii nesTeNbHOCTH CEKpeTaph MAIIMHUCTKA JAETCKOTO Cajia PyKOBOJICTBYETCS
JIOJKHOCTHOU MHCTPYKLHUEH, COCTaBJICHHOM B COOTBETCTBUU c

npodcrannapTomM, MHCTPYKIIUEH 10 OXpaHe TpyJa Juisl cekpeTapst MammHucTku JJ0Y
(zerckoro cana), Koncrutynueit u 3akonamu Poccuiickoit denepanuu, pemeHusMu
OpPraHoOB YIpaBJICHHs OOpa30BaHMS BCEX YPOBHEH IO BOIPOCaM, KACAIOIIMMCS €ro
TPYAOBON ACSITEILHOCTH, Y CTAaBOM U JIOKAJIBHBIMH aKTamu, B TOM uucie [IpaBumamu
BHYTPEHHETO TPYAOBOTO pACIOpsiKa, MPHUKA3aMH 3aBEAYIONUIETO W TPYAOBBIM
JIOTOBOPOM MEXJly paboTHUKOM u pabGotonmarenem. Takxke, cekperapp B OV
PYKOBOJICTBYETCS:

o @epnepanbHbiM  3akoHOM  oT  27.07.2006r Nel49-®3 "OO6 wunH(popManuu,
UH(GOPMAIIMOHHBIX TEXHOJIOTHAX U O 3amuTe HHpopmaru';

o ®enepanbHbIM 3aKOHOM OT 22 okTsOps 2004r Ne 125-03 "OO6 apxuBHOM Jene B
Poccuniickon ®@enepanun';

o ®epnepanbHbiM 3akoHOM OT 29.12.2012r Ne273-D3 «O6 obpazoBanuu B Poccuiickoit
Denepannmny;

e I'OCT P 7.0.97-2016 «HaumonaneHelii ctangaptr P®. Cucrema cTaHmapToB IO
uHbopMaluu, OUOMMOTEYHOMY U H3AaTedbckoMy Jaeny. OpraHu3aluoHHO-
pacnopsiauTenabHas ToKyMeHTauus. TpeboBanus K 0hOpMIICHUIO TOKYMEHTOBY;

e Meroanueckumu pexkomeraanusmu no npumenenuto 'OCT P 7.0.97-2016;
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o CII 2.4.3648-20 «CaHUTapHO-3MHIEMUOJIOTUYECKUE TPeOOBaHMUS K OpraHU3aLUAM
BOCIIUTAHUS U 00Y4YEHUS], OTJIbIXA U O3JJOPOBJICHUS ACTEH U MOJIOJCKN Y,
® UHBIMU [TOCTAHOBJICHUSIMH, PACTIOPSKEHUSIMU, MPUKA3aMU U UHBIMH PYKOBOISIIIUIMU
Y HOPMATHUBHBIMU JJOKYMEHTaMH, OTHOCSIIUMUCS K BEICHHIO JIEJIONPOU3BO/ICTBA;
e mpaBwiamMu opdorpa@uu U MyHKTYyallUH;
e [paBWJAMU OXpaHbl TpyJa U MOXKApHOW OE30MacCHOCTH, IPOU3BOJCTBEHHON
CaHUTApHHU, a TAKXKE MTpaBUIaMU pabOThl HA KOMITBIOTEPE U UHOM OPITEXHHUKE;
e VYcTaBOM M JIOKAJIbHBIMU aKTaMH, B TOM uuciie [IpaBuiiaMmu BHyTpEHHETO TPYIOBOTO
pacnopska, IpuKa3aMu U paclopsHKEHUSIMU 3aBEAYIOIIETO IETCKUM CaJIOM.
1.8. CekpeTaph MAIIMHNUCTKA JIOJDKCH 3HATh:
BU/IbI IOKYMEHTOB, X Ha3HAUYCHHUE;
BU/Ibl HOMEHKJIATYP, 00IIHMe TPeOOBaHUs K HOMEHKJIAType Aell;
IrpaMMaTHYECKHUE MPABUIIA PYCCKOTO SI3bIKA;
HOPMATHBHBIE  NPABOBBIE  AKThl, = HOPMATUBHO-METOJMYECKHE  JOKYMEHTHI,
rOCYJapCTBEHHbIE CTAHJAAPTHI, ONPEAEISIIONIME MOPSAJOK JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBJICHHUS;
® JICJIOBOM IPOTOKOJ;
® HHCTPYKIMU TIO JEJIONPOU3BOACTBY M JIPYTUM JIOKAJIBHBIM HOPMATHBHBIM aKTaM,
YCTaHaBJIMBAOIINM IOPSA0K peaau3aliy yIpaBICHUYECKUX MTPOLIEYD;
® UCTOYHMKH YNPaBIEHYECKON HH(OpMAIUY;
e KiIaccuPUKAUMIO  yOpaBieHUYECKOW  uH(OpManuu, BUABI  YIPaBIEHYECKON
uHdopmaIuy;
® KOMIUIEKC OpPraHM3allMOHHO-TEXHUYECKUX MEPONPUATHA 1O IOATOTOBKE U
IIPOBEJICHHUIO COBEILIAHUN U NIEPETOBOPOB;
® METOAMKY 0TOOpa MCTOYHUKOB MH(GOPMAIIHH;
® MeTOJbl 00paboTKHM HHGOPMAIUU C MPUMEHEHHEM COBPEMEHHBIX TEXHUYECKUX
CpPEeACTB KOMMYHHUKAIIMI U CBS3U, BBIYUCIUTEIbHON TEXHUKH;
e o0ue TpeboBaHMsI K CPOKaM HMCIIOJIHEHUS IOKYMEHTOB U KOHTPOJIbHBIM (DYHKLHSAM
CITY>KOBI JOKyMEHTAIIMOHHOTO 00ECIICUCHHS;
® OCHOBBl aJMHHUCTPATHUBHOIO MpaBa U TPYAOBOrO 3aKoHoAAaTenbCcTBAa Poccuiickon
Oenepaunu;
® OCHOBBI JJOKYMEHTHOU JIMHTBUCTUKH;
® OCHOBBl TNPABWIBHOW OpraHM3aluyd TpyJa M  METOAbl IOBBILIEHUS  €ro
3 PEKTUBHOCTH;
® OCHOBBI YIIPABJICHUS] BPEMEHEM;
e 0coOeHHOCTH O(GOpMIIEHHUS IUTAHUPOBIIMKA (HA HJIEKTPOHOM M OyMa)KHOM
HOCHTEISIX);
e ocoOeHHOCTH (opmupoBaHusi 0a3 JaHHBIX B JOIIKOJBHOM 00pa3oBaTEIbHOM
YUPEKICHUY;
® TOpAAOK OhopMIIeHUSI JOKYMEHTOB AJIi KOMaHIUPOBKHU U OTYETHBIX JTOKYMEHTOB IO
KOMaHJIMPOBKaM paOOTHUKOB JIETCKOTO CaJla;
® TOPSIIOK PabOTHI C IOKYMEHTAaMU, CXEMbI JJOKyMEHTO000POTa;
® TOpsIOK PopMUpOBaHUS U OPOPMIIECHUS AT




npaBuiia BEACHHUSA, TOJTOTOBKHM U O(POPMIICHHS MPOTOKOJA U APYTUX JOKYMEHTOB,
CO3/1aBAEMBIX B MPOLIECCE MOATOTOBKH COBEIIAHUN ITPU 3aBEAYIOLIEM;

IpaBuia BbIJIAYU U UCIOJIB30BAHMS IOKYMEHTOB U3 CPOPMUPOBAHHBIX JECIT;

npaBuJiia JI€JI0BOr0 OOIIEHMS, I€I0OBOrO 3TUKETA;

npaBuia  JOKYMEHTAlMOHHOIO  OO€cleueHus  JeATEIbHOCTH  JOLIKOJIBHOTO
00pa30BaTeIbLHOTO YUPEXKICHNUS,

npaBuia 3alIUThl KOH(UIEHIIMATbHON HGOpMALINH;

MpaBWJIa OPTraHU3ALMK KOHTPOJIS MCIOJHEHUS JOKYMEHTOB M THUIIOBBIE CPOKH
UCITOJIHEHHUSI IOKYMEHTOB;

npaBuia Opranusanuu npuema nocerureneit B IOV,

mpaBuia MOATOTOBKM M TIEpEelaud JIeNl B apXHB JOIIKOJBHOTO 00pa3oBaTEIbHOTO
YUPEKICHHUS;

MpaBUJIa MOAAEPKAHUS U PA3BUTHUS MEKIIMYHOCTHBIX OTHOIIEHU;

npaBuia MOJINUCAHUSA U YTBEPKIEHUS JOKYMEHTOB;

npaBuiia padOThl ¢ BXOISAIIUMHU, UCXOSAITUMUA U BHYTPEHHUMHU JOKYMEHTAMU;
MpaBUJIa PEYEBOI0 ITUKETA;

npaBuia CEpBUPOBKM dYaillHOTO (KO(elHOro) cTojia, MPUTOTOBIEHUS U TOJA4YH
TrOpSIYUX HAMUTKOB;

MpaBuiia coryiacoBanus 10KyMeHTOB B JIOY (BHYTpEHHETO U BHEIIIHETO);

MpaBWJa COCTABJICHUS AHAIMTHYECKUX CIPABOK II0 KOHTPOJIIO HCHOJHEHUS
JIOKYMEHTOB;

MpaBWJia  COCTAaBJICHUS u opopMieHus UH(OPMAITMOHHO-CITPABOYHBIX,
YIPABJICHUYECKUX JTOKYMEHTOB M CITY’KEOHBIX MMHCEM;

IpaBujia COCTABJIEHUS OPraHU3allMOHHBIX TOKYMEHTOB (MPUKa30B);

MpaBWJia YCTAHOBJICHUS KOHTAaKTa, MOAJAEPKaHUS M Pa3BUTHUS MENKIMYHOCTHBIX
OTHOIIICHUH;

MpaBWJia XpPaHEHWsS [IeJl, MPUKA30B, B TOM YHUCJIE JIOKYMEHTOB OrPaHUYEHHOTO
JOCTYTIA;

NPaBOBbIE OCHOBBI YNPAaBICHHUS (OCHOBBI AAMUHUCTPATHUBHOIO, TPYJIOBOTO H
I'PaKIaHCKOTO MpaBa);

MPUHITUIIBI U TIPaBUJIa TUIAHUPOBAHUS Pab0YEro BpeMEHU;

MPUHLINIIBIL, CIIOCOOBI UH()OPMUPOBAHUS pabOTHUKOB JOIIKOJILHOTO
00pa30BaTEIbLHOTO YUPEXKICHNUS,

PYKOBOJSIIHAM COCTAB JIETCKOTO CaZla U €ro NoApa3AciICHUN;

COBpEMEHHbIE MH(DOPMAITMOHHBIE TEXHOJIOTUH PAOOTHI C TIOKYMEHTaAMU;

COCTaB OPTaHU3AIMOHHON TEXHUKH, €€ YCTPOMCTBO U MOPSAOK padOTHI C HEM;
cnelu(@uKy  OCHOBHOM  JAEATENBbHOCTH  JIOIIKOJIBHOIO  00pa30BaTEIbHOTO
YUPEKICHUS,

CTaHAApPThl U PEKOMEHIAIIMHU TI0 000PYI0BAHUIO TTOMEILIEHUS IPUEMHOM;

ctpyktypy OV, mopsmox B3auMOACWCTBUS  MOAPA3[CICHUH M CIyxkO,
pacnpezeneHue GyHKINN MEeXKAY CTPYKTYPHBIMH MOAPA3IEICHUSMU;

GyHKIMM, 3a7aud JOLIKOJIBHOTO OO0pa30BaTENbHOIO YUPEXKIEHHUS, €€ CBI3U IO
BEPTHUKAJIU U TOPU3OHTAIIH;



e oO0pa3upl MOAMHMCENW JHUI, HUMEIOUIMX MpaBO TMOANUCAHUS M  YTBEPXKICHUS
JIOKYMEHTOB, U OTPAaHUYEHUS UX 30H OTBETCTBEHHOCTH;

e TereOHHbIE ~ KOHTAKTHI  3aBEAYIONIETO  JOMIKOJBHBIM  00pa3oBaTelbHBIM
YUpEKIACHUEM;

e TpebOOBaHMS  OXpaHbl TpPyJAa, MPOU3BOJCTBEHHOW  CAHUTAPUH, TMOXKAPHOUN
0e30ITacCHOCTH;

e TpeOOBaHMsI, NPEIbABIAEMble K JOKYMEHTaM B COOTBETCTBMM C HOPMATUBHBIMU

aKTaMM U TOCYJAapCTBEHHBIMU CTaHIapTaMU;

TpeOOBaHMsI, MPEBSABISIEMbIE K YIPABICHYECKONU HH(DOpMAIUY;

(dbopMbI IpeioCTaBICHNS YIPaBIeHYECKONU HH(OpMAIINK;

ATUKY JI€JI0OBOTO OOILIEHUS, ITUKET.

BeJlieHUEe JHYHBIX Jen pabotHukoB MBJIOY JIC Ne 38  «Komokoiap4uk» T.

CaetsorpaJ ¥ BOCIIUTAaHHUKOB, pOJUTENEN (3aKOHHBIX MPECTaBUTEINEH ).

e Beaenue EIICC, AUC.

1.9. Cekperapb MaIIMHUCTKA JIOJDKEH YMETh:

® aHAJIM3WPOBATH MPUIMHBI HEBBITIOJIHEHUS 337124,

® BECTM M HCIOJIB30BaTh B paboTe 0a3zy [aHHBIX TeNe()OHHBIX KOHTAKTOB
3aBEAYIOILETO;

® BECTH CPOKOBYIO KapTOTEKY;

® BECTH yUYETHBIC PETUCTPAIIMOHHBIE (POPMBI, UCTIONB30BAThH UX JJISI HH(OOPMAIIMOHHON
paboThl U pabOTHI IO KOHTPOJIIO UCIIOJTHEHUS PEIICHUI U TPUKA30B 3aBEIYIOLIETO;

® BHOCUTh U OTCICKHBATH WHGOPMAIMIO HA DIEKTPOHHOM W/WIK OyMa)KHOM
HOCHTEJIE;

e BHIOMpPATH ONTUMAbHBIE CTIOCOOBI MH(GOpMHUpOoBanus pabotHukoB 1OV, ponureneit
(3aKOHHBIX TMPEACTABUTENEH) BOCHUTAHHUKOB, BBIIIECTOSAIINE OpPraHU3ALUA O
TTAHUPYEMBIX MEPOTIPUSITHSIX;

® BHIOMPATH ONTUMAJIBHBIN PUTM PabOTHI;

® JIOKYMEHTHpPOBaTh pa3Hble JTamnbl MPOLEAypbl MOATOTOBKM U IPOBEACHUS
COBCIIAHUI;

® UCIIOJNIK30BAaTh COBPEMEHHBIE CpeiAcTBa cOopa ©  0OpabOTKM  KOHTPOJBHOUN

uH(popmanuu;

UCI0JIb30BaTh COBPEMEHHbBIE TEXHOJOTUU cOOpa U nepeiadyu HHPOpMaIIHH;

UCIIOJIb30BaTh CIPAaBOYHO-TIPABOBHIE CUCTEMBI,

UCIIOJIb30BATh CPECTBA KOMMYHUKALIUU JJIs IEpelauy MOPYUECHUN 3aBe1yIOIIEro;

UCTIONIb30BaTh CPEICTBA KOMMYHUKAIIMOHHOW OPTTEXHUKH IS TONYYCHHUS W

nepeaadn uHpopmaIuu;

® WCIOJBh30BaTh YCTAHOBJICHHBIC TMpaBUja W MPOIEIypbl KOMMYHHKAIIMH BHYTpPHU
JIOLIKOJIBHOTO 00Pa30BaTEIbHOTO YUPEXKICHUS;

® UCHOJb30BaTh O(MUCHBIM TNakeT (TEKCTOBBIM pPENaKTOp, 3JIEKTPOHHBIE TaOJIUILIBI,
Mpe3CHTAIUN );

e oOecrneuynBaTh HHPOPMAIIMOHHYIO OE€30MIACHOCTH IESITEIbHOCTHU IETCKOTO Caia;

e oOecrneunBaTh KOHPUACHIIMAIBHOCTD B IPUEMHON U KaOMHETE 3aBEIYIOLIETO;

e oOecrneunBath pabOTy MPUEMHOMN 3aBEYIOIIETO BO BPEMsI €T0 OTCYTCTBUS;




o0ecreunBaTh COXPAHHOCTh JOKYMEHTOB, XPaHALIMXCA B MPHUEMHONW M KaOMHETe
3aBEAYIOIIETO JIOMIKOJIbHBIM 00pa30BaTENIbHBIM YUPEKICHUEM;

OKa3bIBaTh MOMOIIIb 3aBeaytoniemy 10V B pacnpenenenuu ero pabo4yero BpeMeHU;
OTPEAETATh MPUOPUTETHOCTh M OYEPEAHOCTH BBIMOJHEHUS padoT U 3()PEeKTUBHO
pacrpenensiTe pabouee Bpemsi;

OpraHU30BbIBATh U 00ECIIEUYNBATH JTUUHBIE KOHTAKTHI 3aBEAYIOILETO;
OpraHU30BbIBATh NPOLIECC TOJATOTOBKM K TPOBEJICHUIO COBELIAHUS IIPH
3aBEAYIOIIEM;

OCYULIECTBJISITh KOHTPOJIb UCIIOJIHEHUS IOPYUYEHUH 3aBEAYIOLIET0 paOOTHUKAMU;
OCYIIECTBIATh 00pabOTKY U CTPYKTypUpOBaHUE HH(POPMAIIUY;

OCYLIECTBJIATH PACIIEYATHIBAHNE U KCEPOKOIIMPOBAHME;

OCYLIECTBJIATh IPOBEPKY JOCTOBEPHOCTH, TIOJHOTBI W HENPOTHBOPEYMBOCTH
JAHHBIX, UCKITIOUEHUE TyOIupoBaHus HHPOPMALINH;

OCYUIECTBJISTh PErUCTPALMIO, HAKOIUIEHWE M Teperayy, CUCTEMaTU3HPOBAHHOE
XpaHEeHHE U BblIauy nHpopmanuu B TpeOyemoil popme;

OCYIIECTBISITE cOOp, 00paboTKy HMHGbOpMAIMHA, HEOOXOJAMMOMW JUIsl 3aBEIYIOIIETO
JIOY, ee aHanu3 B COOTBETCTBUM C TPEeOOBAHUSMH KpPATKOCTH, UETKOCTH
(OpMyJIMPOBOK, CBOEBPEMEHHOCTU IMOCTYIUIEHHS,, TOYHOCTU U JOCTOBEPHOCTH,
ONTUMAJIBHOCTU CUCTEMATU3ALIUU, HEIPEPBIBHOCTU cOOpa U 00paboTKH;
OCYUIIECTBJISITh CUCTEMATU3ALIMIO TIOJy4aeMbIX U IEPEJaBAEMbIX JIaHHBIX;
0QOpMIISITE KOMaHIUPOBOYHBIE IOKYMEHTHI;

nepeaaBaTh MHGOpMAIMIO, TIOKYMEHTHI U MaTepuajbl YYaCTHUKAM COBEIIaHUS MPHU
3aBEAYIOILEM;

neyaTaTh U peJaKTUPOBATH TEKCThI CIIY>KEOHBIX IOKYMEHTOB;

M0JIb30BAThCSl YHU(PUIMPOBAHHBIMHU (POPMaMU JJOKYMEHTOB;

MIOJIb30BATHCS AIEKTPOHHON NTOYTOM;

MPENOCTABIISATh JAaHHBIE B €IMHOM U YJTOOHOM JUIsl BOCTIpUATHS popMarte;

MPUMEHSTh B COOTBETCTBUU C HA3HAYEHUEM CPEICTBA OPraHU3AIMOHHON TEXHHKH,
KAHILIEJISIPCKHE MPUHAAJIEKHOCTH, MH(}OPMATMOHHO-KOMMYHHUKAIIMOHHbBIE
TEXHOJIOTHH;

MPUMEHSTH CIIOCOOBI JIETIOBOTO OOIICHMUS;

MPUHUMATH MEPHI TI0 Pa3peIICHNI0 KOHPIUKTHBIX CUTYyaIUi;

IIPOU3BOAMTH MOArOTOBKY JEJ JUIs IEPEIayu B apXUB JETCKOrO Cala;

NPOU3BOANTH TOMCK HH(OpManuMu B 0a3ax JaHHBIX, BECTH HHGOPMAILIMOHHO-
CIPABOYHYIO PabOTy Ha OCHOBE PA3IMYHBIX KOMOMHAIIMI MOMCKOBBIX PU3HAKOB;
paboTaTh C MEPCOHAILHBIM KOMIBIOTEPOM (HOYTOYKOM), KaTasoramu (TIarmkamu) U
dbaiinamu, CKaHepOM;

paboTaTth ¢ BXOMAIIEH, UCXOIAIIECH, BHYyTPEHHEH JOKyMEHTAITUEH;

paboratrb ¢  uHpOpMalMed, AaHAIM3UPOBATH W  MPEACTaBIATH €€ B
CUCTEMATU3UPOBAHHOM BUJIE, B BUJE CBOJIHBIX TOKYMEHTOB;

pa3zpabateiBaTh HOMeHKJIATypy nen JOVY ¢ ydeToMm nelCTBYIOIIMX HOPMATHBHO-
METOJMYECKUX JOKYMEHTOB;

paccTaBiIsATh IPUOPUTETHL, BEIACIATH BAXKHOE U CPOYHOE;



CTJIaXUBaTh KOH(DIUKTHBIC U CIOKHBIE CUTYaI[MH MEKJIMYHOCTHOTO OOIICHHUS,;
CEepBUPOBATH YalHBIN (KOPEHHBII) CTOJI BO BpeMs MTPOBeACHUS Kode-Tays3;
COOJII01aTh CITYKEOHBIN ATUKET, ITpaBUJa I€JI0BOr0 3THKETA U MPOTOKOJIA;
CO3/J1aBaTh UMUK CEKPETapsi, COOTBETCTBYIOIINNA UMHUIKY JETCKOTO Caza;
co3aBaTb W  MNOJAECPKUBATh  IOJOKUTEIbHBIA  HMMHIK  JOIIKOJIBHOTO
00pa30BaTeIbLHOTO YUPEKICHNUS,
co3/aBaTh ycloBuUs, obecneunBaroniie 3pGeKTUBHYIO padoTy 3aBEyIOIIET0;
COCTaBIATh U O)OPMIISITh HOPMATHUBHBIE aKThI, OPraHU3ALMOHHBIE U METOUYECKHE
JIOKYMEHTBI, CBOJIHBIE, OTUETHBIC, CTATUCTUYECKNE TOKYMEHTBHI;
YUUTHIBATh TICUXOJOTUYECKUE OCOOCHHOCTHU JIMYHOCTH TPHU PA3IUUHBIX BHJIAX
Ipo(heCcCHOHATILHOTO OOILEHUS;
BbIOHpaTh U OPOPMIIATH IJIAHUPOBIINK;
dbopmupoBaTh U OPOPMIIATH J€a B COOTBETCTBUU C YTBEPKACHHOW HOMEHKIIATYPO
JIeJ1 TOIIKOJIBHOTO 00pa30BATENbHOTO YUPEKICHHUS.
1.10. CekpeTapp MalIMHUCTKA B JETCKOM Caay JIODKEH OBITh O3HAKOMJIEH C
JOJDKHOCTHOW HHCTPYKLHMEH, pa3paboTaHHOM C yderoM npodcraHaapra, 3HaThb U
cOOIIOIaTh YCTAHOBJICHHBIE MpaBuja U TpeOOBaHUS OXpaHbl TpyJda M IOXKAPHOM
0e30MacHOCTH, MpaBWia JIMYHOM TUTHEHbl M TUTHEHBl Tpyda B JOLIKOJIHHOM
o0pa3oBaTebHOM YUPEKIECHUM.
1.11. Cekperapb MAIIMHUCTKA JOJKEH MPOMTH OOyYyeHUE M UMETh HABBIKUM OKa3aHUs
nepBoil momMoru nocrpanasimmm, codmonars Konsenmuio OOH o mpaBax peOeHka,
3HaTh TMOPSAJOK ACHUCTBHM IPU BO3HUKHOBEHHMM IOXKapa WM WHOW Ype3BbIYAWHON
CUTyallM! U DBAKyalUU.
2. TpynoBbie pyHKIMH

OCHOBHBIMH ~ TPYIOBBIMH  (DYHKIHSMHU CEKpeTaps MAIIMHUCTKU SIBJISTIOTCSL:
2.1. OpraHu3anyoHHOe, JTOKYMEHTAIIMOHHOE W HWH(OPMAIMOHHOE 00CCIICUYCHHE
JIEeSITEIbHOCTH JIOY:
2.1.1. Oxa3zaHue MOMOIIM 3aBEAYIOIIEMY B IIJJAHUPOBAHUM pabOYEro BPEMEHHU.
2.1.2. [LmanupoBanue pabouero JUHSI CeKpeTaps.
2.1.3. Opranuzanus Tene(OHHBIX IIEPETOBOPOB 3aBEYIONIETO.
2.14. Opranuzanus paboThI c IMOCETUTEISAMU B IIPUEMHOM.

2.1.5. Opranuzanus NOOATOTOBKM MEPONPHUATHM C Y4acTUEM 3aBEIYIOLIETO.
2.1.6. Opranuzanusi UCIOJHEHUS PEIICHUI U OCYIIECTBICHUE KOHTPOJIS MUCHOJHEHUS
MOPYYCHUH  3aBEAYIONMIETO  JOMIKOJBHBIM  00pa30BATENbHBIM  YUPEKICHUEM.
2.1.7. Opranuzanusa u nojjaepxkaHvue (yHKIIMOHAIBHOTO pabodyero mnpoCTpaHCTBA

MIPUEMHOMN 5 KaOuHeTa 3aBEJIYIOIETO.
2.1.8.  CocraBnenne u  0o(OpMIIEHHE  YIOPABICHUECKOW  JOKYMEHTAIUU.
2.1.9. Opranuzanus paboThI c JOKYMEHTaMU B IPUEMHOM.
2.1.10. Opranuzanus XpaHEHUS JIOKYMEHTOB.
2.1.11. OOecnieuenue 3aBEYIOIIETO 0y uHopManueil.

2.1.12. Opranuzanus HHPOPMAIIMOHHOTO  B3aUMOJICUCTBUS  3aBEIYIOIIETO C
COTPYJAHUKAMHU.

2.1.13. Opranu3anusi KOMaHIUPOBOK 3aBEIYIOIIET0 U COTPYIHUKOB JETCKOrO caja.

3. TpynoBbie 00SI3aHHOCTH CeKpeTapsi MAIIHHUCTKH



3.1. B pamkax TpyaoBoit hyHKIIUK OKa3aHUs IOMOIIH 3aBEIYIOIIEMY B IIJIAHUPOBAHUH
paboyero BpeMeHHu:

e uH(pOpMUpPYET 3aBEAYIOIIETO AOLIKOJIBHBIM 00pa30BaTEIbHBIM YUPEKICHUEM O
periiaMeHTe HaMEUEHHBIX BCTpEY, COBEUIAHWW U 3acelJaHul, IeIaroruyecKux
COBETOB M MHBIX MEPOIPUSITHUIH;

® TMpEAyNpEeXJaeT O NPUOIMKEHUW BPEMEHM HAMEUCHHBIX  MEpPOIPHUSITHH,
COTJIaCOBBIBACT BPEMEHHBIC TIIAHBI;

® COTJIacOBBIBACT TeJIeHOHHBIC TIEPETOBOPHI C TMPEACTABUTEISIMU  BBITIIECTOSIINAX
OpraHu3aluii, ¢ TOMEUYUTEISAIMU, PYKOBOJIUTEISIMUA HWHBIX 00pa30BaTEIIbHbBIX
YUPEKICHUM;

® COIJIACOBBIBAET BCTpEeUU U Meporpusitus ¢ corpynnukamu JIOY u npodcoro3Hbim
KOMUTETOM, C POJUTCISIMA W POIAUTEIBCKAUM KOMHTETOM, HHBIMH COBETAMH U
KOMHUTETaMH JIOIIKOJILHOTO 00pa30BaTEILHOTO YUPESKICHHUSI,

e (opmupyeT pe3epB BpEMEHH IS HETIPEABUICHHBIX CUTYAIIHH;

® BHOCHUT MH(}OPMAIIUIO BIUTAHUPOBIIMK (OpraHaisep).

3.2. B pamkax TpysoBo¥ (YHKIIMU TJAHUPOBAHUS paboyero JiHA CeKpeTaps
MAIIIMHUCTKY.
® COTIJIACOBBIBAET IUJIAHBI C MJIAHAMHU M CPOKAMH paOOThI 3aBEIYIOIIETO JOMIKOJIbHBIM
00pa30BaTeIbHBIM YUPEKICHUEM;
pacripenensietT pabouee Bpems (Ha JA€Hb, HEJEIO, IEPCIEKTURY);
MEPEHOCUT HEBBITIOJIHEHHBIE 3aINIAHUPOBAHHBIC 33/1a4H;
BBITIOJIHSIET TUITUYHBIEC €KETHEBHBIC JICJIa;
BBIOMpAET U 0(POPMIISIET TIIAHUPOBILIUK CEKPETAPS;
BEJICT IHEBHUK (HA 3JIEKTPOHHOM U /WK OyMaKHOM HOCHUTEJE).

3.3. B pamkax TpynoBoW (YHKIIMM opraHu3aiuu _TeaeOHHBIX TEPEeroBOPOB

3aBEJIYIOIIEIO:

BeJleT 0a3y Tene(OHHBIX KOHTAKTOB 3aBEIYIOIIETO JETCKUM CaJIOM;

COCIIMHSCT 3aBEAYIOIIETO C KOHKPETHBIMA a0OHEHTAMU;

PETHCTPUPYET MOCTYIAOIIKE B MPUEMHYIO Telie(hOHHBIC 3BOHKH;

NepeHanpaBIIsieT OTAC/IbHBIC TeIe(POHHBIC 3BOHKH 3aMECTUTEIISIM 3aBEAYIOIIETO;
MoJIydaeT HeoOXoauMyr HWH(OpMaAIMi0O ©  MepefacT CaHKIHOHUPOBAHHYIO
uH(opmaruio 1o tenaedoHy;

® YCTaHABJIMBACT KOHTAaKT C COOECETHUKOM, IMOJJICPKMBACT W PA3BHBACT JICIOBYIO
Oeceny B mpoliecce TeeOHHBIX TEPETOBOPOB.

3.4.B pamMkax TpyaoBOW (YHKIIMK OpraHU3aIMu _pPabOThl C TOCETUTESISIMU B
IPUEMHOM:

® OpraHu30BbBIBAET JIMYHBIN MpUEM noceTtuTenei 3apeayomum 10V,

® YCTaHABJIMBAET MOPAIOK MIPUEMA IS PA3TUIHBIX KaTerOpU MTOCETUTEIICH;

e BCICT JKypPHAJI TIPEABAPUTEIBHOW 3allMCH Ha TMPUEM, JKypHAJl ITOCCHICHUH,
PErUCTPUPYET MOCETUTENEH;

® COJCHCTBYET OMNEPATHBHOMY PACCMOTPECHHIO 3>Kalo0, MPOChO U MPEeMIOKEHUN
COTPYIHHUKOB JOMIKOJILHOTO 00pa30BaTEILHOTO YUPEKICHUS, POIUTENCH (3aKOHHBIX
MPEACTABUTEINICH ) BOCIUTAHHUKOB, MHBIX MOCETUTEIIEH;




OCYLIECTBJISIET NPHUEM JIMYHBIX 3asBICHHN COTPYJHUKOB, POAUTENEH (3aKOHHBIX
Ipe/ICTaBUTENEH);

OpPraHM30BBIBAET MpPHUEM MPEACTABUTENECH OpraHu3alui, sBIAIOLUXCS Iedamu
JIOY,  u4jeHOB  NOMNEYHUTEIBCKOTO  COBETa,  MAapTHEPOB  JOLIKOJBHOTO
00pa30BaTeILHOTO YUPESKIACHUS U T.1.;

OPUHUMAET MEpbl MO COXPAaHEHUIO0 KOH(QUICHIHMATbHOW HHpOpMAIMK B XOJE
pUeMa MOCETUTENEHN U UX HAXOXKACHUS B IPUEMHON U KAOMHETE 3aBEIyIOIIETO.

3.5.B paMKax TpyJOBOH d)VHKHI/II/I OpraHM3allMy _OOJATOTOBKH MEPOOPUSTUM C
Y4aCTHuCM 3aBCAYIOMICTO.

nHpopMupyeT pPaOOTHUKOB JOIIKOJHHOTO OOpa30BaTEIBLHOIO YUPEKICHUS O
HaMEUYarolIeMcs COBEIIaHUH, TIEJICOBETE, UTHOM MEPOIPUSTUH;

MOATOTABJIMBAECT U BBIBEIIMBACT HA WH(MPOPMAIMOHHBIM CTEHJ MOBECTKY JHS
MEpONPUSTHS C YIaCTUEM 3aBEIYIOIIETO;

IIOMOraeT B MOATOTOBKE Joknana 3asenyromero JOVY, mnpe3eHTanrmoHHBIX
MaTEepHUasoB;

pacchUIaeT MpUTJIAIEHUS JIUIaM, PUTIIAIICHHBIM Ha TPOBOAMMOE MEPOTIPUSTHE.

3.6. B pamkax TpymoBo# (VHKIMH OpraHW3alMy  WCIOJHEHHS  DEIICHUI,
OCVIIIECTBICHHUS KOHTPOJISI HCIOJHECHUS IIOPYICHUN 3aBEIYIOMICTO:

JOKYMEHTAIBHO 0(OPMIIIET PEIICHUS 3aBEIYIOLIETO;

JIOBOJIUT 1O CBEACHHS paOOTHUKOB JOLIKOJBHOTO 00pa30BATEIbHOIO YUPEKACHUS
IIPUKa3bl U PACTIOPSIKEHUS 3aBEAYIOILETO;

KOOPAUHUPYET AEATEIBHOCTD 110 UCIIOJIHEHUIO PEILICHUN 3aBENYIOIIETO;

BEJIET CPOKOBBIN TEKYIIMI U IPEAYPEAUTEIbHBIA KOHTPOIIb;

IIPOBEPSET UCIIOJHEHNUE MIOPYUYEHUH 3aBEAYIOLIErO B YCTAHOBJIEHHBIN CPOK;
OpeaynpexaaeT COTPYJHUKOB 00 MCTEUEHMM CpOKa HCHOJIHEHUsI MOPYYEHH
3aBEYIOLIErO IETCKUM CalIOM;

(duKcHupyeT UCTIOTHEHHUE MTOPYUEHU;

COCTAaBJIIET OTYETHI M AHAJIUTHYECKHE CIPABKU O BBINOJHEHWH IIOPYYEHUN U
pelIeHni 3aBEeIYIONIET0 JOMKOJIbHBIM 00Pa30BaTEIIbHBIM YUPEKICHUEM.

3.7. B pamMkax TpyaoBOW (BDVHKIIMYA OPraHU3aliyd W MOJAEPKAHUSI (DYHKIIMOHAIBHOIO
paboyero nMpoCTPaHCTBA MPUEMHON U KAOMHETA 3aBEAVIOIIETO:

OpPraHM30BBIBAECT TMPUEMHYIO 3aBEIYIOIIETO0 B COOTBETCTBUM C TpPEeOOBAHUAMU
SPrOHOMMKH U KYJIbTYPBI TPY/A;

OCYILECTBISIET KOHTPOJb obOecrneueHus 3aseayromero JOVY  kaHuemspckumu
MIPUHAJIEKHOCTSAMH, CPEACTBAMU OPTraHU3alHOHHON TEXHUKHU;

YXa)KMBAeT 3a KOMHATHBIMU PACTEHUSIMU B NMPUEMHOM U KaOWHETE 3aBEIyIOIIETO
JIOLIKOJIBHBIM 00pa30BaTEIbHBIM YUPEIKICHUEM.

3.8. B pamkax TtpyaoBoW (GYHKIIMHU COCTaBJIEHUS YW OMOPMIIEHUS VIPABJICHUYECKOU
JTIOKYMEHTAIUU:

COCTAaBJISIET  TMPOEKThI  PACMOPSAUTENBHBIX  (TMPHUKA3bl, pPACTIOPSIKEHUS) |
UH()OPMAITMOHHO-CITPABOYHBIX  JIOKYMEHTOB  (CIy)KeOHbIE TIHMCHbMa, CIPABKH,
JIOKJIQJTHBIE U CITY>K€OHbIE 3aTUCKH ),

COCTaBJISICT Pa3IUYHBIC ITUChMA, 3alPOCHI, TOTOBUT OTBETHI aBTOpaM OOpAICHHUH IO
nopyuenuto 3aseayrouero JOVY;



® [IeyaTaeT CIIy)kKeOHbIE JOKYMEHTHI U IPYTHE MAaTCPUAIBL;
® pa3MHOXAaCT CITy)KCOHBIC TOKYMCHTHI;
® KOHTPOJHPYET TMPOXOXKIACHUE JOKYMEHTOB B JOIIKOJLHOM 00Opa3oBaTeIbHOM
YApexACHUH (COTJIACOBAHUE, MTOANKMCAHNE W YTBEPKICHHCE).
3.9. B pamMkax Tpya0Bo# (DYHKIIMH OpraHu3aiuy padoThl ¢ JOKYMEHTAMH B IPHEMHOM:
® T[IOJNy4aeT, MPEABAPUTEILHO  pacCMaTpUBAaE€T ©  COPTUPYET  JIOKYMEHTHI,
MOCTYIAMOIIKNE B MPUEMHYIO 3aBEAYIOIICTO JOIIKOJBHBIM 00pa30BaTeIbHBIM
YUPEKICHUEM;
® [IOATOTaBIMBACT JOKYMEHTHI JJISI PACCMOTPCHHUS 3aBEIYIOIIHM;
® BEJIET yYeT JOKYMEHTOB, MOCTYNAOUIMX Ha nM4 3aBeayromiero J[0Y;
® B COOTBETCTBUM C YKa3aHUSMH 3aBEAYIOIIETO OPraHW30BBIBACT Iepeaady
JOKYMEHTOB HCTIOJHUTENIIM (KOHKPETHBIM COTPYJAHHUKAM) JJi HCIIOJIb30BaHUS B
nporiecce padboThl IMOO0 IS TOATOTOBKH OTBETOB;
® COCTaBJISICT W MPEIOCTABISIET B YCTAaHOBJICHHBIE CPOKM B OpraH yMpaBJICHUS
JOIIKOJIEHOTO ~ 00pa30BaHMWS  CIMCKH, OTYETBI H JPYTYIO CTaTHCTHYECKYIO
uH(OPMAITHIO TT0 BOCTIMTAHHUKAM U COTPYAHUKAM JETCKOTO Caja;
® ONEPATHBHO BHOCHUT TEKYIIUE M3MCHECHHS B COCTaB KOHTHHTEHTA BOCIIHMTAHHHUKOB,
MeJarOTUYeCKUX U JAPYTUX  pabOTHUKOB  JOIIKOJIBHOTO  0Opa3oBaTeIbHOTO
YUPEIKICHHUS;
® BCACT XXKypHaJ PErUCTpalldy JIMYHBIX Jie, aipaBUTHYIO KHUTY ydeTa JIeTeH, UHbIC
JKYpHAJIBI U JOKYMEHTBI COTJIACHO HOMEHKJIAType JIe]l CeKpeTaps;
e co3maeT W BemeT 0a3dy JaHHBIX JOKYMEHTOB, TMPOBOAUT HWH(MOOPMAIMOHHO-
CIPABOYHYIO paboTy;
® KOHTPOJIMPYET UCITOJTHCHHUE JTOKYMEHTOB M MOPYUYEHUI 3aBEAYIOMIETO JOIMIKOIbLHBIM
00pa3oBaTeIbHBIM YUPEIKICHUEM.
3.10. B pamkax TpyaoBoil (PYHKIIMKA OpraHU3alMy XpaHEHUs JOKYMEHTOB:
® KOPPEKTUPYET HOMEHKJIATYPHI JIeJ CEKpeTaps M 3aBEAYIONIETO JSTCKUM CaJIOM;
e (dopmupyer U 0popMIISET Aeia MOCTOSTHHOTO, TOJTOBPEMEHHOTO CPOKOB XpaHCHHS,
e [OATOTAaBIMBACT M TIEpelaeT Jejla B apXWB JOIIKOJBHOTO 00pa30BaTeILHOTO
YApexKACHUS.
3.11. B pamkax TpyaoBoi dyHKIMK obecrieuenus 3apeayomiero J10Y nadbopmalmei:
e cobmpaer u mepepabarbiBaeT UHPOPMAIMIO, HEOOXOAUMYIO JUISI TIPUHSITHS
000CHOBAHHBIX yMPABICHYECKHUX PEIICHHA;
® TIPOBEPSICT JTOCTOBEPHOCTD, MOJHOTY M HEMPOTHBOPEUYMBOCTH JTAHHBIX, MCKIIOYACT
nyOnupoBaHue HHPOpPMaLUK;
® TIPEAOCTABIISACT JAaHHBIC B €IMHOM U YIOOHOM JUTsl BOCTIpUATHS (hOpMATE;
e BBIABJISICT HanbOOJIee 3HAUMMbIC KPUTEPUHU CUCTEMAaTH3AIMK HH(OOPMAIINH;
e (dopmupyeT u WHCHONIB3yeT 0a3y MaHHBIX B JONIKOJBHOM 00Opa30BaTEILHOM
YAPEKICHUH.
3.12. B pamkax  TpyaoBoW  (YHKIMH  OpraHu3aluu __ HH(GOPMAIIMOHHOIO
B3aMMOJIENCTBUSI 3aBEAYIOLIETO C COTPYAHUKAMH:




UHOOPMUPYET COTPYIHUKOB JOMIKOJIHLHOTO OOpPa30BATEIHHOTO YUPEKACHUS O

pelIeHUsIX 3aBEIYIONIEr0, COBEIIAHUIX U 3aCeIaHMsIX, MEJarorH4ecKuX COBETaxX U

WHBIX MEPOTIPUSITHSIX;

3HAKOMUT COTPYJIHUKOB MO/ OJIIUCH C COOTBETCTBYIOIIMMH JTIOKYMEHTAMH;

OpraHU30BbIBaeT OOMEH HH(pOPMAIMECH MEXIy 3aMECTHTEIISIMH 3aBEIYIOIIETO M

WHBIMU JIOJDKHOCTHBIMY JIMIIAMH JTOTITKOJIBHOTO 00pa30BaTEIbHOTO YUPEKICHHS;

OTMOBEIIAET COTPYIAHUKOB O TPEJICTOSIIMX MEPONPUATUIX M BBI3BIBAECT HX IO

MOPYYECHUIO 3aBEAYIOIIETO;

uH(OpMUpPYET 3aBeyIoero 00 oOpamieHus X COTPYIHUKOB MO pabOYUM U JIMYHBIM

BOIIPOCaM;

uHpopMupyeTr  3aBeayromero o0  oOpalleHUsIX — poAuTeNnedl  (3aKOHHBIX

MIPEICTaBUTEIICH ) BOCTUTAHHUKOB.
3.13. B pamMkax Tpya0Bo# hYHKIIMU OpraHu3aIlliid KOMaHIUPOBOK:

MOITOTABINBAET MPOEKT MPHUKa3a O CIy>KEOHON KOMaHIUPOBKE;

BBINTUCHIBAET KOMAHJIUPOBOYHOE YIOCTOBEPEHHWE U PETUCTPUPYET €ro Ipu

HEOOXOIMMOCTH;

MOTOTABIMBAET JOKYMEHTHI K TTOE3/TKE;

YTOYHSET JaTy, JOJKHOCTH, (DaMHIIUK B MpOTpaMMe KOMaHIUPOBKHU.
3.14. Tlpu ucnosb30BaHUU DJIEKTPOHHOTO 0OOPYOBaHHWSA, B TOM YHKCIE KJIaBUATYpHI,
KOMITBIOTEPHOM  MBIIIA  €XKEJHEBHO JE€3UH(MUIHUPYET HUX B COOTBETCTBUU C
PEKOMEHIAIUSMU TTPOU3BOAUTENS JTUOO C MCIOJIB30BaHUEM PACTBOPOB HIIU Cal(eTOK
Ha CIIUPTOBOM OCHOBE, coaepKaIlnx HE MEHEe 70% CIIUpTA.
3.15. OGecneuuBaer 3amuUTy NpaB W CBOOOA JETeH, poauTesei (3aKOHHBIX
npexacrasuteneir), padotHukoB JIOY mnpu o00paboTke MEpCOHATBHBIX JaHHBIX.
3.16. Ctporo cobiro1aeT KOH(PHUICHIINATBHOCTh IEPCOHATBHBIX JaHHBIX U TPEOOBaHUS
IO 3aIUTe U 0E30MaCHOCTH NIEPCOHATBHBIX JAHHBIX MPU UX 00pabOTKe, HEAOYIICHHE
WX pacIpoCTpaHeHUs 0e3 coryiacus CyObheKTa MEePCOHATBHBIX JTAHHBIX WU HATUIUS
JIPYroro 3aKOHHOTO OCHOBAHHWSI.
3.17. CoOmomaeT KyJabTypy M OTHKY OOIICHHUS C IIEPCOHAJIOM JOIIKOJIHHOTO
00pa30BaTEIbHOTO YUYPEXKJICHUS, BOCIUTAHHUKAMU U POAUTEISAMH (3aKOHHBIMH
MIPEICTABUTEISIMHU ), MTOCETUTEIISIMH.
3.18. Ctporo cobmomaer mpaBa U CBOOOJIBI feTel, comepxkamuecs B denepanbHOM
3akoHe «O0 obpazoBanuu B Poccuiickoit @enepammmn» n Konsenrmuu OOH o npaBax
pebeHka, SIBIISICTCS IpUMEPOM TUTST JIOTIIKOJIbHUKOB.
3.19. Hudopmupyer 3aBeaymromiero, a IMpd €ro OTCYTCTBUM — JIEXKYPHOTO
aJIMUHUCTPATOpPa O HECYACTHOM cllydae, NMPUHUMACT MEpPhl IO OKa3aHUIO0 IEPBOM
TTOMOIIIN MTOCTPAIABIITNM, BBI30BC CKOpOH METUITTHCKON MTOMOIIIH.
3.20. CoOmromaer npaBuia HMCIOJIL30BaHUSI CEeTH HNutepner.
3.21. OOGecrneunBaer COOJIIOJICHUE YUCTOTHI M TOPsIKA HAa CBOEM pabodyeM MeEcCTe.
3.22. TIpoxoauT B YCTaHOBJIEHHOM 3aKOHOJATENLCTBOM Poccuiickoit denepauuu
nopsiike oOydeHHME W MPOBEPKY 3HAHMM M HABBIKOB B OOJACTH OXpaHbl TPYyJa,
WHCTPYKTKH 1o oXpaHe Tpyna " MOKapHOU 0€30macHOCTH.
3.23. Cekperapp MaIIMHUCTKA COONIOAACT TIOJOXKEHHS JAaHHOW JIOJDKHOCTHOM
WHCTPYKIIUHU, pa3pabOTaHHOW Ha OCHOBE MpodcTaHmapra, MpaBWiIa OXPaHBI TPya,




MOKapHOHU U 3JIEKTPOOE30NacHOCTH, CAHUTAPHO-TUTUEHNYECKHE HOPMBI 1 TpeOOBaHus,
TPYJIOBYIO JUCLUUIUIMHY Ha pabouyeM MECTe W PEeXUM paboThl, YCTAHOBJICHHBIA B

JTOIIKOJILHOM 00pa3oBaTeILHOM YUPEKICHUH.
3.24. IlpoxoauT OecIUIaTHbICE MEAUIIMHCKHE OOCIEAOBaHUS €XXETOJHO, ITOBBIIIAET
CBOIO npodeCCUOHANIbHYIO KOMIIETEHIIHIO.

3.25. OcyuiecTBIsET CBOIO JEATEIbHOCTh Ha BBICOKOM MPOGECCHOHAIBHOM YPOBHE.
3.26. Cekperapio MalIMHUCTKE 3alpellaeTcsi MCIOJIb30BaTh HEUCIIPaBHYIO MeOelb,
3JIEKTPOOOOPYI0OBAHHE, AIIEKTPONPUOOPHI, KOMIIBIOTEPHYIO U HHYIO OPITEXHUKY WM
o0opynoBanue u MeOenb ¢ SBHBIMH TpU3HAKAMH TOBPEXKICHUS, KYPHUTh B
MOMEIIEHUSIX U Ha TEPPUTOPUHU JOUIKOJIBHOTO 00Pa30BaTEIHHOTO YUPEKICHUSI.

4. IIpaBa

CekpeTtapb MalIUHUCTKA uMeeT paBo:
4.1. Ilonyyarb uH(OpMaALMIO, B TOM 4YHUCIE MU KOH(PHUICHLUHUAIBHYIO, B OOBEME,
HEO0XO0MMOM JULSL penieHus IIOCTaBJIEHHBIX 3a/1ay.

4.2. 3ampamuBaTh JUYHO WIM [0 TIOPYYEHHUIO 3aBEAYIOIIET0 OT pPaOOTHHUKOB
JIOLIKOJIBHOTO ~ 00pa30BaTENbHOIO  YUPEXKACHUA HMHPOPMAIMIO U JTIOKYMEHTHI,
HEOOXOMMBbIE TUISL BBIIIOJIHEHUS ero JOJKHOCTHBIX 00s13aHHOCTEH.
4.3. TpeboBarb or aamuHuctpammu JJOY co3naHus ONTUMANBHBIX YCIOBHHM s
BBIMIOJIHEHUSI  CIYKEOHbIX OOS3aHHOCTEM W COXPAaHHOCTU BCEX JOKYMEHTOB,
o0pa3yromuxcs B pe3yabTaTe NEATEIbHOCTH cekpeTapsl.
4.4. [Tpuaumarts pelieHust B npeaenax CBOEH KOMIIETCHIIMH.
4.5. Ha wMarepuanbHO-TEXHUYECKUE YCIOBHS, TpeOyemble JUisl BBINOJHEHUS
JIOJDKHOCTHBIX — O0SI3aHHOCTEM  cekperaps, Ha oOecrieueHue paldodyero Mecra,
COOTBETCTBYIOILIETO IOCY/IaPCTBEHHBIM HOPMATHUBHBIM TPEOOBAHUSM OXpaHbl TpyJa U
MOKAPHON 0E€30MaCHOCTH, a TaKKe YCJIOBHUSM, MPEAYCMOTPEHHbIM KOJIEKTUBHBIM
JIOTOBOPOM.

4.6. 3HAKOMHUTBCA C MPOEKTAMU PEHIEHUM 3aBEAYIOLIEr0, OTHOCSIIUXCS K €ro
npoecCUOHANBHON  NIESITENIbHOCTH, C Kajo0aMu U JPYTMMH JOKyMEHTaMH,
COJEpKallMMM  OLEHKY ero  paboThl, JaBaTb 1O HUM  OOBSICHEHHS.
4.7. IlpenocTaBisaTh 3aBEAYIOIIEMY Ha PACCMOTPEHHUE MPEIJIOKEHUS MO YJIYyYIIEHUIO
NeSITEIBHOCTH JTOIIKOJIBHON 00pa30BaTelIbHOM OpraHu3alii U YCOBEPIIEHCTBOBAHUIO
crioco0oB pabOThl MO BOMpOCAaM, OTHOCALIMMCS K KOMIIETEHLIUH CEKpeTapsl.
4.8. VYyactBoBaTh B  paboTe OpPraHoOB  CaMOYIpPABIEHUS  JOMIKOJIbHBIM
oOpa3oBaTeIbHBIM YUPEKJICHHEM, B paldoTe o00mero codOpaHuss pabOTHUKOB, B
0O0CYXXJICHUM BOIIPOCOB, KAaCAIOIIMUXCS HCIOJHIEMBIX CEKpeTapeM JOKHOCTHBIX
00s13aHHOCTEM.

49. Ha 3ammuty cBoed mnpodeccHoHaIBbHOM dYecTH U JOCTOMHCTBA. Ha
KOH(HIEHIIMATTEHOCTh CILy’K€OHOT0 paccienoBaHusl, Kpome CIIy4aes,
[IPELYyCMOTPEHHBIX 3aKOHOJIaTEILCTBOM Poccuiickon denepauuu.
4.10. 3ammImarh CBOM MHTEPECH CAMOCTOSTEIHHO W/WIIN Yepe3 MPECTABUTENS, B TOM
yHclie aJBOKaTa, B Cllydyae IUCHUIUIMHAPHOTO WM CIYy>KEOHOTo paccienoBaHus,
KOTOpPO€ CBA3aHO C HApyIIEHWEM CEKpeTapeM HOPM MPOPEeCCHOHATBHON 3THUKH.
4.11. Ha mopanpHO€ M MaTe€puajibHOE IOOIIPEHUE, HATPAXACHUS MO pe3yJbTaTaM
npo(hecCHOHANBHON NIeATEIbHOCTH, Ha COLMAIbHBbIE TapaHTUH, MPEIyCMOTPEHHBIC
3aKOHOAATENBCTBOM Poccniickon denepanumn.



4.12. Cexperapp 3aBegymwomero J[OY wumeer wuHble nOpaBa, NPEeIyCMOTPEHHBIE
TpynoBeiMm  Konexkcom  Poccuiickoit  ®@enepanuu, YcraBoM, KoJaeKTUBHBIM
noropopoM, IIpaBuiamum BHYTPEHHETO TPYAOBOTO PAacHopsiiKa JIOIIKOJIBHOTO
00pa30BaTEIbLHOTO YUPEKICHUS.
5. OTBEeTCTBEHHOCTD
5.1. B mpeaycMoTpeHHOM 3akoHoAaTesnbcTBOM Poccuiickoit ®Denepanyu  HOPSIKe
CEKpPETaph MAIIMHUCTKA HECET OTBETCTBEHHOCTB:!

3a HEMPAaBOMEPHOE HMCIOJb30BAHUE MPENOCTABICHHBIX JOJLKHOCTHOM MHCTPYKIMEH

MpaB U MOJHOMOYMIA, a TAKKE UCIIOIH30BAHUE UX B JTUYHBIX LIEJIAX;

3a pasriameHue KOH(QUIACHIMATBbHOW HHPOpPMAIMK, MOJIYYCHHOW B pe3yjbTare

BBITIOJIHEHUS JTOJDKHOCTHBIX OO0S3aHHOCTEH, MEPCOHANBHBIX JIaHHBIX COTPY/IHUKOB,

BOCITUTAHHUKOB U UX POJUTENCH (3aKOHHBIX TIPE/ICTaBUTEIICH);

3a  JIOCTOBEPHOCTb  NPEJOCTaBIsAeMOM  MH(pOpMalUuMu  3aBEAyIOLIEMY, €€

CBOEBPEMEHHYIO NIOJAITOTOBKY;

34 HEOKA3aHHWE WJIM HECBOEBPEMEHHOE OKA3aHHE IMEPBOM MTOMOIIM MTOCTPaJaBLIEMY,

HE CBOEBPEMEHHOE M3BEIIECHUE WM CKpbITHE OT 3aBenyromiero JJOY HecwyacTHOro

ciyyvas;

3a HECOOJII0ACHUE MHCTPYKLUHN IO OXpaHe Tpy/Ja U MoKapHOW 0€3011acHOCTH;

3a HapylICHWE TOpsAKa JEHUCTBUU B Cllyda€ BO3HUKHOBEHHUSI YpE3BbIYANHOMN

CUTYaIlMM U 3BAKYallMH B JIOUIKOJIBHOM 00pa30BaTEIbHOM YUPEKACHHUH.
5.2. 3a HEWUCHOJHEHWE WM HapylueHue O3 YBaXKHUTEIbHbIX MPUYUH CBOUX
00s13aHHOCTEM, YCTAaHOBIIEHHBIX JODKHOCTHOM MHCTpyKuuen cekpetaps OV, Ycrasa
u IlpaBun BHYTPEHHETO TPYJIOBOTO pACHOPsIKA, 3aKOHHBIX PacHopsHKEHUM
3aBEYIOLIET0 IETCKUM CaJIOM U UHBIX JIOKAJIbHBIX HOPMATUBHBIX aKTOB, MOJABEPracTcs
JVCLMIUIMHAPHOMY  B3BICKaHMIO corjacHo crtatee 192  Tpymooro Kopekca
Poccuiickoit ®enepanuu. 3a rpydboe HapylIeHHE TPYIOBbIX 00S3aHHOCTEHN B KaueCTBE
JTUCHUIUIMHAPHOTO ~ HAKa3aHUs  MOXKET  OBbITh  NPUMEHEHO  YBOJIbHEHHE.
5.3. 3a wucnojgbp30BaHUWE, B TOM UMCJIE€ OJHOKPATHO, METOJOB BOCIHUTAaHUSI,
BKJIIOHAIOMINX (u3udeckoe U (WIM) TICMXOJOTHYECKOE HACWIME HaJ JUYHOCTHIO
pebeHKa, a TakKe 32 COBEpIIEHUE WHOTO aMOPAJIbHOTO MPOCTYIKA CEKPETapb MOXKET
OBITh OCBOOOXIEH OT 3aHMMaeMoil JoJKHOCTH cornacHo TpymoBomy Kopekcy
Poccuiickonn ®enepanuu. YBOJIBHEHUE 3a JAHHBIA NPOCTYIIOK HE SIBJISAETCS MEpPOU
JTUCHUTUTMHAPHOU OTBETCTBEHHOCTH.
5.4. 3a HecoOmrofeHue MNpaBwl U TPeOOBAaHUM OXpaHbl TpyAa W TOXKAPHOU
0€30MacHOCTH, CAHUTAPHO-TUTUEHUYECKUX MTPABUII U HOPM CEKpeTapb MPUBJIEKAETCS K
aMUHUCTPATUBHON OTBETCTBEHHOCTH B MOPSJIKE M B CIydasX, MPeIyCMOTPEHHBIX
aIMUHHUCTPATUBHBIM 3aKOHOJAaTEJILCTBOM Poccuiickon denepanum.
5.5. 3a mnpaBoHapylIEHHs, COBEPUIEHHBIE B IPOILECCE OCYIIECTBIEHUS TPYIOBBIX
GyHKINNA ceKpeTaph MAaTUHUCTKA HECET OTBETCTBEHHOCTH B TIPEJIeIiax, OMPEIeICHHbBIX
aIMUHUCTPATUBHBIM, YIOJIOBHBIM M TPaXXJIAHCKUMM 3aKOHOAATEIbCTBOM Poccuiickon
denepanum.
6. BzanmooTHomennsi. CBSI3M MO T0JIKHOCTH
6.1. Cekperapb MaIIMHUCTKA BBIIOJIHSAET pabOTy COMNIacHO rpaduKy, COCTAaBICHHOMY
c yuerom 40-dacoBoil paboueil Hemenu, U YTBEPKIECHHOMY 3aBEIYIOIINM




JIOLIKOJIHBIM o0pa3oBaTeNbHBIM YUPEKIACHUEM.
6.2. Cekperapb MalIMHUCTKA CAMOCTOSITENIHHO IJIAHUPYET CBOIO JIESATENIbHOCTD. [lnan
paboThl  CEKpeTapsi  COIVIACOBBIBAETCS ~ HEMOCPEJACTBEHHO C  3aBEIYIOLIUM.
6.3. Tlomywaer ot 3aBemyrmero JIOY wunbopmaimio HOPMATUBHO-TIPABOBOTO
Xapakrepa.

6.4. ObmenuBaetcst HHMOpMaIUel o BOpocam, OTHOCAIIUMCS K €T0 JIeSITEIbHOCTH, C
aIMUHUCTpPALIME W COTPYIHHMKAMHU JETCKOTO cajia, MHGOPMHUPYET UX O PEIICHUSIX
3aBEAYIOIIEr0, COBEIIAHMSIX M 3aCENaHUAX, IE€JAarorH4ecKux COBETaX MW HHBIX
MEpONPUATHSIX.

6.5. BoBpems coobimaet 3aBeayromeMy 00 HHPOopMaIiH, MPUKa3ax, paClopsSKEHUSIX U
WHOM JOKYMEHTAIMW, MOCTYNHUBIIEH IO HJIEKTPOHHON moute, HUHPOPMHUPYET O
HAMEUYEHHBIX BCTpPEYax, COBCLIAHUAX U 3aCEJaHUSAX, HWHBIX MEPOINPUATHUSAX.
6.6. CooOmaer 3aBefyrolIEMy U €r0 3aMECTUTENSIM MH(POPMALMIO, TOJYYCHHYI0 Ha
COBEIIIAHMSIX, CcEeMUHapax, HEIOCPEICTBEHHO nociie ee MOy YEHUS.
6.7. UndopmupyeT 3aBeAyIOLEero 0 BO3HUKIINX TPYAHOCTAX U MpoliemMax B padboTe, 0
HEeJ0CTaTKax B oOecriedyeHN TpeOOBaHUI OXpaHbl TpyJa U MOKapHOW OE30MaCHOCTH.
BHocuT mpemioKeHuss 1O YCTPaHEHUIO HEJOCTATKOB, [0 ONTUMHU3ALMH CBOEH
NESATEIbHOCTH.

6.8. MudopMupyeT 3aMeCTUTENS 3aBEAYIOLIErO MO aJIMUHUCTPATUBHO-X03HCTBEHHOM
4acTH (3aBX03a) O HEIOCTAaTKaX B KAHUEISAPCKUX MPUHAJICKHOCTAX, OyMare W UHbIX
pacXogHBIX ~ MaTepuanax, O  IOJIOMKax  Mebelu U OpIrTeXHUKH, B
ANIEKTPOOOOPYI0BAHUH, BOJOIIPOBOIHOM u OTOIUTEIBHOU CUCTEMAX.
6.9. Bo Bpemsi OTCyTCTBHSI CEKpeTapsi MAIIMHUCTKH €r0 OOS3aHHOCTH BBITIOJHSET
COTPYJHUK, UMEIOLIMNA Bce TpeOyronmecs MpodecCUOHANbHbIC 3HAHUS, YMEHUS M
HaBBIKM, HA3HAUYCHHBIM MPUKA30M 3aBeayrouiero. J[aHHbIM COTpYIHUK MpUOOpeTaeT
COOTBETCTBYIOILIME TMpaBa M HECET INOJHYK OTBETCTBEHHOCTh 32 KayeCTBEHHOE
BBITIOJTHEHUE BO3JIOKEHHBIX Ha HEro 00s13aHHOCTEH.
6.10. Uudopmupyer 3aBeayromiero (Mpu OTCYTCTBUU — WHOE JIOJKHOCTHOE JIMIIO) O
HECYaCTHOM ciiy4ae, (akTe BO3ZHUKHOBEHHUS TPYIIOBBIX HHPEKIMOHHBIX H
HEMH(PEKUMOHHBIX 3a00JeBaHUI, 3aMECTUTENS 3aBEAYIOUIEr0 MO aJMHUHUCTPATUBHO-
XO35MCTBEHHOW YacTh (3aBX03a) — 00 aBapuUWHBIX CHUTyallusXx B paboOTe cucTeM
AIIEKTPOCHAOKEHUS U TETUIOCHA0KEHUS, BOJOCHAOKEHHUS M BOJOOTBEJCHUS, KOTOPHIC
CO3/1al0T YIPO3y BOSHUKHOBEHHS U PACIPOCTPaHEHUsI MHPEKIMOHHBIX 3a00J€BaHUI U
OTPaBJICHUM.

7. 3akJII0YNTEIbHbIE MOJI0KEHUSA

7.1. O3HakoMjieHWE pabOTHHKA C HACTOSUIEH MPOU3BOJCTBEHHONM HMHCTPYKLIUEH
OCYILIECTBIISIETCS TpU MNpuemMe Ha paboTy (A0 TMOAMUCAHUS TPYAOBOTO JIOTOBOPA).
7.2. Ilpon3BoicTBEHHAs] MHCTPYKIIMS BCTYMAET B CHJIy C MOMEHTA €€ YTBEPKICHUS U
JNEUCTBYET 10 3aMEHbI €€ HOBOW MPOU3BOICTBEHHON UHCTPYKLMEH.

7.3. BHeceHMe W3MEHEHMl W JONOJHEHWH B JEHCTBYIOLIYH IPOM3BOJCTBEHHYIO
WHCTPYKIUIO TPOU3BOJUTCSI B TOM K€ TMOpSAAKE, B KOTOPOM IPUHHUMAETCA
IIPOU3BOICTBEHHAS! HHCTPYKILIMS.

7.4. DaKkT O3HAKOMJIEHHS CEKpeTapsi MAalIMHUCTKH C HACTOALIEH WHCTPYKIHUEH
MOATBEPKAAETCS MOAMUCHIO B SK3EMIUISIPE UHCTPYKLIMH, XPAHALIEMCS Y 3aBEAYIOILIErO



JOIIKOJIbHBIM O6p330BaTeJIBHBIM YUPCKIACHUCM, d TAKIKC B JKYPHAJIC O3BHAKOMIJICHUA C
JAOJDKHOCTHBIMHA MHCTPYKIOUAMM.

C npou3e00cmeerHHOU UHCMPYKYUell 03HAKOMIEeH (a).
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