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1. O6mue No/10KeHHsE

1.1. Hacrosimee IlonoskeHHe O JOKHOCTHON MHCTPYKIMHM paGOTHMKOB (zanee
[TonokeHHe)  MYyHHLMIAIBHOrO  OIOJKETHOro  JOLIKOJIBHOIO obpa3oBaTeabHOro
yupesxaenus «JleTckuil caj KOMOMHMPOBaHHOTO BHJA Nel6 «Ckaska» r. A3HaKaeBO
A3HaKaeBCKOr0 MyHHIHMManbHoro paiiona (manee - MBJIOY) pa3paboTaHo B LeJAX
perylMpoBaHys B3aMMOOTHOLIEHHHT MeX/1y PaOOTHHUKOM U paboToaaresneM.

1.2. Hacrosiuee IlojokeHne OmpesesieT OCHOBHblE TpeGoBaHMS K CTPYKType H
COZIEpYKAHUIO JIOJUKHOCTHOW MHCTPYKLMH paborHukoB MBJIOVY, a Taike K mpoueaype
pa3paGoTKK JIOIKHOCTHBIX MHCTPYKUM, OPSJKY X TIPUHATHS, YTBEPKICHHA, BHECCHHA
B HUX JOIOJHEHNUH 1 U3MEHEHHUH.

2. [MousiTHe JOMKHOCTHOH HHCTPYKUHH

2.1. JlomkHocTHas uHCTpyKumMs padoranka MBJIOY (nanee - JlomkHOCTHAs MHCTPYKIIHS )
- OCHOBAaHHBII HAa HOPMAax 3aKOHOJATEJIbCTBA O(UUMATBHBIA MPAaBOBOH JOKYMEHT,
perjaMeHTHPYIOLIMH OpraHu3alHOHHO-TPABOBOE IO0XKECHUE pa6orauka MBJIOVY, ero
00f3aHHOCTH, [paBa, OTBETCTBEHHOCTh, OOEeCleYMBAIOLMH  ycloBus  Ad  €ro
>¢exTHBHONH paboThl MpH OCYUIECTBICHUH UM TPY/IOBOI J1eSTEIbHOCTH COTJIaCHO
3aHUMaeMOU J0JKHOCTH

2.2. JIOIKHOCTHAsE WHCTPYKIMS SBJIAETCS HOPMATHBHBIM JIOKAJILHBIM aKTOM MBJIOY,
peryJIMpyIoluM OTHOLICHUST B paMKax MBJIOY, coaepamum 001eo0sA3aTe/IbHbIC
npaBuUNa [OBEJEHWs JUIs BCEX WM HEKOTOPBIX y4aCTHHKOB obpa3oBaTeIbHbIX
OTHOLLIEHHH, PACCYMTAHHBIM HA HEOJHOKPATHOE NPUMEHEHHE, YTBEPKACHHBIM MPHKa3OM
sasenytoiero MbJI0OV.

2.3. JIOJDKHOCTHASI MHCTPYKLMS COCTABIIACTCS N0 KaX/0i IITaTHOH JOJDKHOCTH MBJ1I0Y
1 0OBABIISIeTCS PAGOTHUKY IO/ PACIIHCKY MPHU 3aKIIIOYEHHH TPY0BOTO A0r0BOPA, @ TAKKE
MpU MepeMelleHH Ha APYTyio I0JUKHOCTb M IPH BPEMEHHOM HCIIOTHEHAH 00s13aHHOCTEH
10 JIOJDKHOCTH.

2.4. JIOJKHOCTHAs MHCTPYKLMs pa3pabaTbiBaeTCs HCXOAA M3 3akad H (byHKLHMH,
BO3/0’KEHHBIX HA KOHKPETHOTO pabOTHHKA, B COOTBETCTBMHM CO LUTATHBIM PacCIHCAHHEM,
[lpaBuiamMy  BHYTPEHHErO TPYIOBOIO  pacropsaka MBJIOY, ¢ cobmoaeHreM
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2.5.  OcHoBOWi  mig  pa3pabOTKH  JOJDKHOCTHBIX  HMHCTPYKIHUH  SIBJISIFOTCS
«KBanupukammoHHbIe XapaKTEPUCTUKN JOKHOCTEH paOOTHIKOB 00pazoBanwms» EanHoro
KBaJTU(UKAIIMOHHOT'O CIPABOYHUKA JIOJDKHOCTEH PYKOBOJUTENCH, CIEIHAIUCTOB |
CITyXallux, yTBepxkacHHoro [Ipukazom MuHHCTEpCTBA 3APaBOOXPAHCHUS U COIMATILHOTO
pa3Butusa Poccuiickoit ®enepannn ot 26 aBrycra 2010 r. Ne 761H.

3. TpeOoBanus, npeabsBiseMbIe K CTPYKTYpe H COACPKAHUIO T0JKHOCTHOM
NHCTPYKLMH.
3.1. JJomKHOCTHASI MHCTPYKIUSI COCTOUT W3 CIEAYIOIINX Pa3eioB:

- O0mIre noJoKeHus

- JlomKkHOCTHBIE 00S3aHHOCTH.

- [Ipaga.

- OTBETCTBEHHOCTb.

- B3aumootHomenus. CBsizu 10 T0JKHOCTH.

3.2. B pazaene «OO01ue moaoKeHus»:

- yCTaHaBIIMBAETCs cdepa AeSITENbHOCTH JAaHHOTO CIEIMAIUCTA;

- YCTaHaBJIMBAETCSA MOPAJOK €ro Ha3HAayeHUs W OCBOOOXKIECHHA OT 3aHMMaeMOu

JOJKHOCTH;

- YCTaHaBJIMBAETCA 3aMEIleHHE M0 JOHKHOCTU BO BpEMsI OTCYTCTBUS;

- OIPEAEIISIOTCSA KBaJIM(PUKALIHOHHBIE TpeGoBaHus . (TpeboBaHUs,
OpeabsABIsIEMble K OOpPa30BaHMIO M CTaXy padOThl), MOJYMHEHHOCTHb CIELHUAINCTA U
JOJKHOCTHBIE JIMIA, KOTOPBIMU OH PYKOBOJMT;

- IEPEUYMCIIAOTCS IPABOBBIE AKTHl U HOPMATUBHBIE TOKYMEHTBI, KOTOPBIMU
JOJKEH PYKOBOJCTBOBATHCA CHELMAINCT B CBOEH nesTenbHOCTU.B pasznen MoryTr ObITh
BKJIFOYEHBl JIpyrue TpeOOBaHUS M IOJOKEHHS, KOHKPETHU3UPYIOIIME M YTOYHSIOLINE
CTaTyC JIOJKHOCTHOTO JIMIA U YCIIOBHUS €r0 AEATEIbHOCTH.
3.4. Pazgen «/lomkHOCTHBIE OOSI3aHHOCTH» COJEPKHUT IMEPEUYEHb OCHOBHBIX (PYHKIMU
JODKHOCTHOT'O JIMILIA, a TakKe YKa3bIBaIOTCS OOS3aHHOCTU JIOJDKHOCTHOTO JIMIIA,
BO3JIaraéMble Ha HEro, ykasblBaeTcs (opMa €ro ydyacTus B YIPABJIEHUYECKOM MpoLecce
(pyKOBOIUT, yTBEp)KIaeT, 00eCreYnBacT, MOATrOTaBINBACT, pPACCMATPHUBACT, HUCIIONHSAET,
KOHTPOJIUPYET, COINIACOBBIBAET, IPEACTABIISIET, KYPUPYET U T.11.)
3.5. Pazgen «lIpaBa» comepKUT mepedyeHb NpaB, MPEAOCTABIAEMBIX CIIELUATUCTY IS
BBINOJIHEHUS BO3JIO’KEHHBIX HAa HEr0 (QYHKIUH 1 00s13aHHOCTEH.
3.6. B paszgene «OTBETCTBEHHOCTh» YCTAHABJIMBAIOTCS BHJbl OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE W HEKAYECTBEHHOE BBIIOJIHEHUE CHEUUAIMCTOM JIOJKHOCTHBIX
00513aHHOCTEN U HEUCIOIb30BaHUE MPEJOCTABICHHBIX EMY IPaB.
3.7. Paszmen «B3aumooTrHOomeHus. CBs3M MO JOMKHOCTH» COJNEPKUT IEPEUYCHb
JOJKHOCTHBIX JIMI, C KOTOPHIMU CHELMAIUCT BCTYNAET B CIYXEOHbIE B3aUMOOTHOILIECHUS
u obecrieunBaeTcsi MH(pOpMaLMEl, YKa3blBalOTCS CPOKU MOJIYYEHHs] U MPEAOCTaBICHUS
uHpOpMaIuKU, OMNPENENseTCs TMOPSAOK MOJAMUCAHUS, COTJIacOBAaHUS U  YTBEPXKICHHUS
JOKYMEHTOB.
3.8. O0s3aTenbHBIMHA PEKBU3UTAMH [{OMIKHOCTHOM MHCTPYKLMU SIBIIFOTCS:

- momHOe HauMeHoBanue MBJIOVY;;

- 3aT0JIOBOK K TEKCTY;

- BU3bI COIJIACOBAHUS;

- IOJINIUCH, TPU(Q YTBEPHKIECHUSI.



4. Ilopsinok pa3padoTKH, COIJIACOBAHMS, YTBEPKACHUS U BBeCHHUS B JeliCTBHE
AOJIZKHOCTHOM HHCTPYKIUU

4.1. JlomkHOCTHasE UHCTPYKIUS paspadbareiBaeTcs 3aBenyromum MBAOY mubo muiom,
ynoJliHoMoueHHbIM 3aBeayronuM MBJIOY. B cnyuae, ecnu JomkHOCTHasE MHCTPYKIHUS
pa3zpabaThIBaeTCsl  JUIOM, YIOJHOMOYEHHbIM 3aBenytomuM  MBJIOY, To onHa
MOJINMHUCHIBAETCA PAa3padOTUYUKOM.

4.2. JIo;mKHOCTHAsI MHCTPYKLMS TOCJe pa3pabOoTKU Mepenaercs B MpoQCor03HbIA KOMUTET
NEPBUYHON MPOQPCOIO3HONW OpraHu3alii, MNPEACTABISIONUNA HMHTEPEChl OOJbIIMHCTBA
pabotaukoB MBJIOVY (manee - mpodcoro3nbiit komuteT). [Ipodcoro3HbIil KOMUTET B CPOK
HE TMOo3[Hee JecaTu padouyux AHEeW co AHS mnonydeHus J{OMKHOCTHOW MHCTPYKLIUU
OCYLIECTBIISIET corjlacoBanue [[omKHOCTHOM MHCTpYKIMU. B ciyuae, ecinu npodcoro3Hbli
KOMUTET HE COrJlaceH ¢ TeKCTOM JlOKHOCTHOW MHCTPYKLUU JTMOO BHOCUT HPEIOKECHHUS
10 €ro COBEPUIEHCTBOBAaHUIO, TO 3aBeaytomeMy MBJ/IOY HampaBiseTcss MOTUBUPOBAHHOE
MHeHue. 3aBenyromuii MB/IOY MoxeT corinacuTbesl ¢ HUM JU00 0053aH B TCUCHHE ITSTH
JHEW II0Ci€ II0Jy4YeHUS MOTHBUPOBAaHHOI'O MHEHMS IIPOBECTH JOIOJIHUTEIbHBIC
KOHCYJIbTAllMA C MPOQCOI03HBIM KOMUTETOM B LEISAX JOCTHKEHHUS B3aUMONPUEMIIEMOIO
peumieHusi. Ilpu HemOCTH)KEHUHM cOrJlacusi BO3HHUKIIME pa3Horjacus oQOopMIISIOTCS
MIPOTOKOJIOM, Ttocie yero 3asenyrommiit Mb/IOY umeer npaBo yrBepanuTh JJOMKHOCTHYIO
WHCTPYKIIUIO.

5. YTBepxaenue J1015KHOCTHON MHCTPYKIMHU

5.1. 3aBenyrouuit MBJIOVY yrBepxkaaeTr JoMKHOCTHYIO HHCTPYKIIUIO ITyTEM
W3J1aHUS COOTBETCTBYIOIIETO PHUKa3a.
5.2. B npuka3 e B 00513aT€IbHOM MOPSJIKE YKa3bIBAIOTCA:

- 1ata BBeJeHUs JJ0KHOCTHON MHCTPYKIIUU B ICVCTBUE;

- YKa3aHue 00 03HaKOMJIEHUU paOOTHUKOB ¢ JIOHKHOCTHOM MHCTPYKIMEHN U

CPOKH ISl 3TOTO;

-(paMUIMU U JOJKHOCTH JIMII, OTBETCTBEHHBIX 3a coOtofieHre JoKHOCTHOM

UHCTPYKIINH;

- UHBIE YCJIOBUSI.
5.3. VrBepxaeHnsie J{OMKHOCTHBIE MHCTPYKIIMHU MOAJNIEKAT 00s13aTENbHON PETUCTPALINY B
COOTBETCTBHM C TpeOoBaHusAMH Jenornpou3BoactBa B MBJAOY c¢ mpucBoeHueM um
MOPSAJIKOBOI'O HOMEpA.

6. O3nakomiieHHe PA0OOTHUKOB ¢ J[0JI’KHOCTHOM MHCTPYKIMEH.

6.1. O3nakominenue padotHuka MB/IOY ¢ JIomKHOCTHOM MHCTPYKLMEH B 00sA3aTEIbHOM
MOPSIAKE OCYIISCTBIISACTCS TPH TOCTyIuieHHH Ha padory B MBJIOY. O3nakomicHue
ocymectpisieT 3aBenyromuii MBJIOY. Tlocne o3HakomieHus paOOTHUK IPOCTABJISET Ha
JIOMKHOCTHOM MHCTPYKLIMHA O3HAKOMHUTEIBHYIO BU3Y - C HHCTPYKLMEH O3HAKOMJIEH, AaTa,
MOATIHUCK.

6.2. O3nakomienue padbotHuka MBJIOVY ¢ JIoMKHOCTHOM MHCTPYKLIKEH B 0053aTEIbHOM
NOPSZIKE OCYIIECTBISIETCST MpH IepeBoJe pabOTHUKA Ha JPYTYI JOKHOCTh WU
BPEMEHHOM IepeBojie Ha Apyryro padory. O3HaKOMIIEHHE OCYIIECTBIISIET 3aBENYIOLIUN
MBJIOYVY. I1ocne o3nakomiieHHs] paOOTHUK MPOCTABISET



Ha J[OJDKHOCTHOM MHCTPYKUMU O3HAKOMHUTEIBHYIO BHU3Y - C MHCTPYKLHMEN O3HAKOMIJIEH,
JaTa, MOJIHUCH.

6.3. TpeOboBaHus, yCTaHOBJICHHBIC B JIODKHOCTHOM MHCTPYKIIMH, ACHCTBUTEIBHBI C TOTO
MOMEHTA, KOrjja pabOTHUK ObLI ¢ HEH O3HAKOMJIEH.

6.4. B cnyusae ecnu pabornuk MBJIOY oTka3biBaeTcs pacnucaThCid B
O3HAKOMJICHUH WJIW MOJy4yeHUud J{OKHOCTHONM MHCTPYKIIMH, JaHHBIA 0TKa3 (hUKCUpyeTCs
IyTEM COCTABJICHHUS AKTAa B, MPUCYTCTBHM HE3AMHTEPECOBAHHBIX CBUAETENEH. B akre
Takke (uxkcupyercs (axT o3HaAKOMIIEHUS pabOTHHKA C cojepkaHueM J[omKHOCTHOM
UHCTpYKIIMKM B uWHOU ¢opme ([{oJDKHOCTHAsT HWHCTPYKIUS 3a4WTHIBACTCS  BCIIYX
3aBenytomum MBJIOY).

6.5. Jlnma Ttexkymed paboThl € TMOJJIMHHHUKA JIOHDKHOCTHOM HWHCTPYKIIMM CHUMAIOT
3aBEPEHHYIO0 KOIMI0, KOTOPYIO BbIAAatOT paboTHuky MBJIOVY, paborarniemy B HaHHOU
JOJKHOCTH.

7. BHeceHue u3MeHeHU B JlOJZKHOCTHY 0 HHCTPYKUMIO

7.1. BHeceHue U3MEHEHUM B JOJKHOCTHYIO HHCTPYKIIUIO OCYIIECTBIISIETCS B
CIENYIOIMX CITyqasx:
7.1.1. B CBSA3M C MU3MEHEHHEM OO0s3aTENbHBIX YCIOBUN TPYAOBOIO JIOrOBOpa. YKa3zaHHas
mporeaypa IPOBOJAUTCS B COOTBETCTBHM ¢ TpeOoBaHusMu TpynoBoro kojekca P®
(paboTHUK AOKEH OBITh HE MO3JHEE, YeM 3a 2 Mecsla 10 MPEANoIaraéMoro n3MeHeHHUS
nucbMeHHO yBeaomJieH.Ilociie momydeHus: paOOTHUKOM COTJIalIeHUs Ha MPOJOJIKEHUE
TPYAOBBIX OTHOILICHUH, BHOCSATCS U3MEHEHUS B IOJDKHOCTHYIO WHCTPYKIIMIO).
7.1.2. mpu M3MEHEHHWU OPTraHU3AIMOHHBIX YCIOBUH Tpyna, 0e3 W3MEHEHHsS TPYI0BOMH
byHKUMU pabOTHUKA.
7.2. 3agenyromuii MBJIOY unu numo, ynoJHOMOYEHHOE UM, COCTaBIIAET [[OIKHOCTHYIO
MHCTPYKLHIO B HOBOM PENAKLIUU, KOTOpask COINIACOBBIBAETCA U
YTBEPKJIA€TCA B COOTBETCTBUU C TPEOOBAHUAMM, YCTAHOBIECHHBIMU pa3zienamu 4 u 5
Hactosimero [lonoxxenus. O3nakomiieHue paboTHUKA ¢ JI0MKHOCTHON HHCTPYKITUEH
OCYIIECTBIISIETCS B COOTBETCTBUM C TPEOOBAHUSIMH, YCTAHOBIIEHHBIMH Pa3esioM 6
Hacrosuero [lomoxenus.

8. XpaneHue 10JIKHOCTHBIX MHCTPYKUMH

8.1. JIoKHOCTHBIE HWHCTPYKIMHM XPAaHATCSA B  COOTBETCTBUM C  TPaBUJIAMH,
YCTAHOBJICHHBIMU B IlepeyHeM THUIOBBIX YMPABICHYECKUX aPXUBHBIX JOKYMEHTOB,
o0pa3yrommxcs B Ipoliecce ASATeIbHOCTH IOCyIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O
CaMOYIIPaBJICHUSI U OpraHu3alliid, YTBEPXKJACHHBIM MpUKa3oM MHHKYJIbTYpbl Poccun ot
25.08.2010.N2 558.

8.2. JloivkHOCTHBIE HWHCTpyKIuu padorHukoB MBJIOY moamexar moOCTOSHHOMY
xpanenuto B MBJIOY B TeueHue Tpex JIET MOCJI€ UX 3aMEHBI HOBBIMHU.



