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610IKeTHOTO AOUIKOIBHOTO oGpazoBaTe/IbHOro YIPeRACHHs «JleTckuil
cam» ‘
1. OGuiHe MONOKEHHS

1.1. Hacrosmee Tlonoxenue o MOJDKHOCTHON WHCTPYKITMH paboTHUKOB

(manee Tlonoxenue)  MyHHIHNAIBHOTO GIOKETHOTO  JOLTKOJIBHOTO

06Pa30BATENBHOTO YUPEKACHH «Jletckuii can»(nanee - MBJIOY) pa3paboTano

/ B IleNnsAX  peryidpoBaHus B3aMMOOTHOIIICHHA — MEXAY pabOTHHKOM —H
paboToaTeeM.

1.2. Hacrosmee IlomoxeHne OIPENCIACT ocHOBHbIe TpeboBaHUs K
CTPYKType ¥ COICPIKaHUIO JMOIDKHOCTHOM HHCTPYKITHH pabOTHHUKOB MBIIOY, a
Taioke K IpoIenype paspaboTKi JIOJKHOCTHBIX MHCTPYKIHH, IOPSIKY HX
e IIPHHATHS, yTBEPIKICHI, BHECCHIS B HUX JIOTIOJHEHHA 1 W3MEHECHHUH.

i 2. TlonsiTHE AOJKHOCTHOH HHCTPYKUHAH
2.1. JlomKHOCTHas HHCTPYKIHA paboTHUKA MBJIOY  (mamee -
JlomxHoCcTHAS HHCTPYKITHSA) - OCHOBAHHBI Ha HOpMax 3aKOHOIATE/LCTEA
obuIEATbHBIT TIPABOBOH AOKyMEHT, periaMeHTHpYOIMH OpraHU3alMOHHO-
paBoOBOE IIOJOKECHHE paGotenka MBJOY, ero ofs3anHOCTH, TIPaBa,

OTBETCTBEHHOCTD, 00ECIIeIHBAIOIIMH YCIOBHS /UL ero shdexTrBHON PabOTHI

EE L~

npu OcyH_IeCTBJIQHI/H/I UM prI[OBOI/I OesATeIbHOCTH COTrJIacHO BHHHMaeMOi;I

TOIKHOCTH
b 2.2.  JIOmKHOCTHAs HMHCTPYKIMS SBIACTCA HOPMATHBHBIM JIOKaJIBHBIM

axroM MBJIOY, perynupyroiumM OTHOIICHNS B pamkax MBJIOY, conepiarmim
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YYaCTHUKOB  00Opa30oBaTelIbHbIX  OTHOUIEHWM,  pPACCUMTAHHBIM  Ha
HEOJTHOKpPAaTHOE MPUMEHEHHE, YTBEPKAECHHBIM MPUKA30M 3aBEAYIOLIETO
MBAOY.

1.1.  JIo)KHOCTHasE MHCTPYKLMS COCTAaBIIAETCS O KaXXJAOW IITAaTHOM
noikHoctdt  MBJIOY  u  oObsBisieTcss paOOTHHUKY TMOJ PACIHUCKy MpH
3aKIIFOYEHUH TPYAOBOTO JOTOBOPA, a TAKXKE MPU NEPEMEIIEHWH Ha APYTYIO
JOJKHOCTD U MPU BPEMEHHOM UCIIOTHEHUU 00s3aHHOCTEN IO JOJIKHOCTH.

1.2.  JloybkHOCTHAs MHCTPYKIUSL pa3zpadaThiBaeTcsl MUCXOAs U3 3alad U
(GyHKIMI, BO3J0KEHHBIX HA KOHKPETHOTO pabOTHUKA, B COOTBETCTBUHU CO
IITAaTHBIM pacnucanueM, [IpaBunamMu BHYTPEHHEro TPYAOBOTO pacHopsiika
MBJIOY, ¢ cobmonenuem Konctutymnuu Poccuiickoit denepanuu, TpynoBoro
kozaekca Poccuiickon denepanuy U UHBIX HOPMATUBHO-TIPABOBBIX aKTOB.

1.3. OcHoBo#l s pa3paOOTKH AOJAKHOCTHBIX WHCTPYKIUN SBISIOTCS
«KBanudukarmoHHsie XapaKTEPUCTUKH JTOJKHOCTEN PabOTHUKOB
oOpazoBanuss» EnuHoro kBaau(UKAMOHHOTO CIPaBOYHUKA JOJKHOCTEH
PYKOBOJMTENEN, CIEHUATUCTOB M CIyXallUX, YTBEepxkAcHHOro IIpukazom
MuHucTepcTBa 3IpaBOOXPAHECHUST W COLNMAIIBHOIO pa3BUTHS Poccumckoun
®enepanuu ot 26 aBrycta 2010 r. No761H.

2. TpeOoBaHus, NpeAbsBJsieMble K CTPYKTYpe H COAEPKAHUI0
AOJIZKHOCTHOM MHCTPYKUMH.

2.1.  JIOMKHOCTHAst MHCTPYKLHS COCTOUT U3 CIEIYIOIIUX Pa3IeJIOB:
e (OO1Me NOJOKEHUS
e J[OKHOCTHBIE O0SI3aHHOCTH.

e [lpaga.
e (OTBETCTBEHHOCTb.
e BsaummooTtHomeHus. CBs3U O JOJKHOCTH.
2.2. B pazagene «O0ume nNoaoxeHus»:
e ycTaHaBiIMBaeTcs cdepa AeATeIbHOCTU JAHHOTO CTEeIMalnCTa;

¢ YCTAaHABJIMBACTCA IIOPAJOK C€ro Ha3HAa4YCHUA U OCBO60)KI[CHI/I$I oT



3aHUMAaeMOU JOJIKHOCTH;

® YCTaHABJIMBAETCS 3aMEIICHUE MO JOJIKHOCTH BO BPEMS OTCYTCTBHS;

® ONpeAeHsIOTCS KBaJTu(UKAIIMOHHbBIE TpeboBaHuUs (TpeboBanus,
NpeabsIBIsIEMble K OOpa3oBaHUI0O U CTaxy paloThl), MOAYMHEHHOCTH
CIELUANIMCTA U IOJXKHOCTHBIE JIUIA, KOTOPBIMU OH PYKOBOJIUT;

® T[IEPEUUCIAIOTCA MPaBOBbIE aKThl U HOPMATHUBHBIE JOKYMEHTBI, KOTOPBIMHU
JIOJDKEH PYKOBOJICTBOBATHCSA CHEIUATIUCT B CBOEH €S TEILHOCTH.

23. B pasmen wMoryr OBITh BKIIOYEHBl Jpyrue TpeOoBaHUS U
MOJIOXKEHHUSI, KOHKPETU3UPYIOIIKUE U YTOUHSIOIINE CTATyC JOJKHOCTHOTO JIUIA U
YCIJIOBHSL €r0 IeSITEbHOCTH.

2.4. Pazgen «J/lomKHOCTHBIE OOSI3aHHOCTH» COIEPKHUT IEpPEUYEHb
OCHOBHBIX (PYHKIHUM JOTKHOCTHOTO JIUIIA, & TAKXKE YKa3bIBalOTCS O0SI3aHHOCTH
JOJKHOCTHOTO JIMIIA, BO3JIaraeMble Ha HEro, yKa3bpiBaeTcs hopma ero y4acTusi B
yOpaBJIE€HYECKOM  Mpolecce  (PyKOBOIAWUT,  yTBEpKAAaeT, OO0ecleunBacr,
MOATOTABIUBAET, pACCMATPUBAET, UCIOJIHSET, KOHTPOJIUPYET, COIIACOBBIBAET,
MpEACTaBIsAET, KypUPYET U T.J1.)

2.5. Paszpen «lIpaBa» cCOAEPKUT NEPEUCHb MpaB, MPEAOCTABISAECMBIX
CIEUUANIMCTY [JIi BBIMOJHEHHS BO3JOXKEHHBIX Ha Hero QyHKIUH ¢
00s3aHHOCTEH.

2.,6. B pasmene  «OTBETCTBEHHOCTb»  YCTAHABJIMBAKOTCS  BUJIbBI
OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE u HEKaYEeCTBEHHOE
BBITIOJIHEHUECTICIIUATNCTOM JOJDKHOCTHBIX OOSI3aHHOCTEW U HEHCIOJIb30BAaHHE
MPEAOCTABICHHBIX €My IMPaB.

2.7. Paszpen «B3ammooTHomeHus. CBA3M MO JOJDKHOCTH» COHEPKHUT
MepeyYeHb JOTKHOCTHBIX JIUI, C KOTOPHIMHU CHEIUATUCT BCTYNAET B CIYKEOHBIC
B3aMMOOTHOIIIEHUS U oOOecreunBaeTcss HHpOpMaIuen, YKa3bIBAIOTCS CPOKH
MOJIyYEeHUs W TMPeNOoCTaBlIeHUs] HHPOpMAIUU, ONpEeAeNsieTCs MOPSI0K
MOAUCAHUSI, COTJIACOBAHUSI M YTBEPKJICHUS JOKYMEHTOB.

2.8. OOs3aTenbHbIMU  peKBU3UTAMHU  JIOIDKHOCTHOM ~ MHCTPYKIHUH



SIBJISTEOTCSI

e noyiHOe HauMeHoBaHue MBJIOVY;
® 3aroJIOBOK K TEKCTY;

® BH3BI COIJIACOBAHMUS,

® T[IOJMHUCH, TPU( YTBEPKICHUS.

3. Ilopsinok pa3padoOTKH, COIJIACOBAHMS, YTBEPKACHHUS U BBEeACHHUS B
AelcTBHE JOJKHOCTHON MHCTPYKIMH

3.1. JlomxHOCTHas  HUHCTPYKIUS  pa3palaTbiBaeTCcsl  3aBEAYIONIUM
MBJIOY nu6o nunom, ynoaHomoueHHbIM 3aBenyromum MBJIOY. B cnyuae,
ecinu JloMDKHOCTHAsE MHCTPYKIMS pa3pabdaThiBaeTCsl JUIOM, YIOJIHOMOYEHHBIM
3aBenaytomuM MBJIOY, To oHa noanuceiBaeTcs pa3paboTIYUKOM.

3.2. JIomKHOCTHAs MHCTPYKIMS TMOcle pa3paOOTKU MepenaeTcss B
npoCOIO3HBINI ~ KOMUTET  MEPBUYHOM  MNPO(COIO3HONW  OpraHu3alllH,
MPEACTABISAIONIMN HHTEpPEChl OoybIMHCTBA padoTHukoB MBJOY (manee -
pocoro3HbIN KOMHUTET). [IpodCcOr03HBIN KOMUTET B CPOK HE IMO3JHEE IECATH
pabouux IHEW co JOHA Moday4yeHus J[OJKHOCTHOW MHCTPYKLHMH OCYIIECTBIISIET
cornacoBanue JloimkHOCTHOW HWHCTpyKUMHU. B chnydae, ecnu mpodcoro3Hblif
KOMHUTET HE COTJIaceéH ¢ TeKCTOM JIOJKHOCTHOM HMHCTPYKUUHM JUOO BHOCHUT
MPEIJIOKEHNUSI MO €ro COBEPIICHCTBOBAaHUIO, TO 3aBeaywumiemy MBAOY
HamnpaBJsieTCsl MOTHUBUPOBAHHOE MHeHHMe. 3aBenyromuid MbB/IOY  moxer
COTJIACUTBCSI ¢ HUM JHOO 00s3aH B TEUEHHE MATH JHEH MOclie MOJy4YeHUs
MOTHBHPOBAHHOTO MHEHHUSI MPOBECTH JIONOJHUTEIIBHBIE KOHCYJIBTAIUU C
npo(PCOIO3HBIM KOMUTETOM B LENAX JOCTHXKEHHUS B3aUMOIPUEMIIEMOTO
pemenus.  Ilpy  HEZOCTMKEHMM  COTJIacHsl  BO3HUKIIME  Pa3HOIJIACHS
opopMIISIIOTCA TPOTOKOJIOM, Tocie 4ero 3aBenyromuit MB/IOY umeer nmpaso
yTBEPAUTH JIOMKHOCTHYIO HHCTPYKIUIO.

4. YrBep:xkaenue J0/KHOCTHON HHCTPYKIUHU

4.1. 3aseayrommit MB/IOY yrBepxknaer [J0OMKHOCTHYIO HHCTPYKLIHIO



MyTEM U3/IaHUSI COOTBETCTBYIOILIETO MTPUKA3a.

4.2. B npuka3 e B 00s13aT€IbHOM MOPSAKE YKA3bIBAKOTCS:

e nara BBeAeHUsA J{OJDKHOCTHOM MHCTPYKIMHU B JIEMCTBUE;

® yKazaHHe 00 O3HAKOMJICHMH PA0OTHUKOB C JlOJKHOCTHOW WMHCTPYKLIHMEH U
CPOKH JIJI 3TOTO;

e (pamMunuu U JOJHKHOCTH JIMI], OTBETCTBEHHBIX 3a coOJtofeHne [J0mKHOCTHOM
WHCTPYKIINH;

® UHBIE YCIOBUA.

4.3.  YTBepXKICHHbBIC JIOM>KHOCTHBIE WHCTPYKIHHU MOJJIEKAT
o0s13aTenbHON perucrpanuu B COOTBETCTBHU c TpeOOBaHUAMU
nenonpousBoactea B MBJIOY ¢ nmpucBoeHrneM UM nopsaKOBOro Homepa

5. O3nakomiieHHe PA0OTHUKOB € [0J15KHOCTHON MHCTPYKIMEH

5.1. Osnakomnenue pabotHuka Mb JIOY ¢ JomkHOCTHOMH
MHCTPYKIIMEH B 0053aTEILHOM TOPSIKE OCYIIECTBISETCS MPU MOCTYIICHUH HA
pabory B MBJIOY. Osznakomnenue ocymecTtBisier 3aBeaytouuii MBJIOYVY.
[locne o3HakomieHUss paOOTHUK MpocTaBisieT Ha JIOMKHOCTHOW MHCTPYKIUH
O3HAKOMHTENBHYIO BU3Y - C MHCTPYKIUEN O3HAKOMIIEH, 1aTa, MOJIHKCH.

5.2.  Osznakomiuenue padotauka MBJIOY ¢ JIo/>KHOCTHOM MHCTpYKIUEH
B 00s3aTeIbHOM TIOPSIAKE OCYIIECTBISIETCS NpH TepeBojie pabOTHUKA Ha
IpYryl0 JOJDKHOCTh WIJIM BPEMEHHOM II€peBOJIE Ha JpPyryr paloTy.
O3nakomnenue ocymectBisier 3aBeayromuii MBJIOY. Ilocne o3nakomiieHus
pabOTHUK TpocTaBisieT Ha JIOKHOCTHON MHCTPYKIIMU O3HAKOMUTEIBHYIO BU3Y
- C MHCTPYKIIMEW O3HAKOMIJIEH, /1aTa, OAINUCH.

5.3. TpeOoBanusi, ycTaHOBIIeHHbIe B J[OMKHOCTHOW HMHCTPYKIIUH,
JEUCTBUTENIBHBI C TOTO MOMEHTA, KOr/1a paOOTHUK ObLI C HE 03HAKOMJIEH.

5.4. B cnyuae ecnu pabotrHuk MBJIOY oTka3biBaeTcs pacnucatbesl B
O3HAKOMJICHUM WJIM TIOJy4eHUH JlOJDKHOCTHOM HMHCTPYKUMH, JAHHBIA OTKa3
(uUKCUpyeTCsl MyTeM COCTAaBJEHUS aKTa B MPUCYTCTBUU HE3AaMHTEPECOBAHHBIX

cusiereneil. B akte takxke Qukcupyercs (akT O3HAKOMIICHHS pabOTHHKA C



coaepxkanreM J{omKHOCTHOM HWHCTpyKUMU B uHOU (opme (JlomxHOCTHAs
MHCTPYKIIUS 3a4UThIBaeTCs BCayX 3aBenyromum MBJIOY).

5.5. Jlna Texymiedt paboThl ¢ MOMJIMHHUKA JOJKHOCTHOM HMHCTPYKIUU
CHUMAIOT 3aBEPEHHYI0 KOIHIO, KOTOpYI BblaaloT pabotHuky MBJIOVY,
paboTaronieMy B JaHHOU JTIOJKHOCTH.

6. Buecenune uzMmeHeHuil B Jl0/ZKHOCTHYI0O HHCTPYKIIUIO

6.1. Buecenme  u3MmeHeHnid B JIOJDKHOCTHYXO ~ HHCTPYKIIMIO

OCYILIECTBIISIETCS B CIECAYIOIINX CIydastX

6.1.1. B CBSI3M C M3MEHEHHEM O00s3aTEIbHBIX YCJIOBHI TPYIOBOIO
J0roBopa. YKazaHHas MpoLEeaAypa NPOBOJUTCSA B COOTBETCTBHH C TPEOOBaHUAMHU
TpynoBoro koaexkca P (paboTHUK 10TKEH ObITh HE MO3AHEE, YEM 3a 2 Mecsa
0 TPEANOJaraéMoro M3MEHEHUs NHCbMEHHO yBenomieH.[locne mnomydeHns
pPa0OTHUKOM COTJAII€HUsI Ha MPOJOKEHUE TPYIAOBBIX OTHOIIECHHUM, BHOCSATCS
n3MeHeHus! B JIOJPKHOCTHYIO HHCTPYKITHUIO).

6.1.2. IpyU M3MEHEHHHM OpraHU3alMOHHBIX YCJIOBUU Tpyna, 0e3
MU3MEHEHUsI TPYJA0BOM (YHKIIMU paOOTHHKA.

6.2. 3aenyrommii MBJIOY wim M0, YHOJTHOMOYEHHOE WM,
coctaBisieT JIOJDKHOCTHYXO HWHCTPYKLIHIO B HOBOM pPENAKIUU, KOTOpas
COrJIaCOBBIBAETCSI M YTBEPKIAETCA B COOTBETCTBUM C TpeOOBaHUAMM,
YCTAaHOBJIEHHBIMH pasaenamu 4 u 5 Hactosero [lonoxxenus. O3HakoMIIEHHE
paboTtHuKa ¢ JIOYKHOCTHONW MHCTPYKIMEN OCYIIECTBISETCS B COOTBETCTBUU C
TpeOOBaHUAMU, YCTAHOBJICHHBIMU pa3fienoM 6 HacTosiero [lomoxenus.

7. XpaHeHHe J0JIKHOCTHBIX HHCTPYKIUMT

7.1.  JIOMKHOCTHBIE HMHCTPYKIIMM  XPAHATCS B COOTBETCTBUM C
MpaBWIaMH, YCTAaHOBJICHHbIMA B llepeyHeM THUIOBBIX YIIPaBICHYECKUX
apXUBHBIX  JIOKYMEHTOB, 0Opa3ymlolMXxcsd B  MpoLEcce  JEeATeIbHOCTH
rOCYJAapCTBEHHBIX  OpPraHOB, OPraHOB  MECTHOIO  CaMOYIIPaBICHHS W

OpraHu3alui, YTBEPKAECHHBIM MNpuKa3oM MuskynbTypsl Poccum ot

25.08.2010.Ne 558.



7.2.  JlomxHOCTHBIE HHCTpyKuuu pabotHukoB MBJIOY mnoanexar
MOCTOAHHOMY XpaHeHHt0o B MBJIOY B TeueHHme Tpex JET MOCie UX 3aMEHBI

HOBBIMH.
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