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Ipunsaro
Ha ob1iem cobpanud paGOTHHKOB
ot «28» ampens 2021r. IIpotoxon Ne 4

IHonoxenue
0 0JKHOCTHBIX HHCTPYKIHH pafoTHHKOB
MYHHIHNAILHOTO (10#eTHOIC JOMKOILHOTO 00Pa3oBaTeLHON0 YUpeaaeH s
«[lerexnii can Ne3 «CeeTnauor» ropoga Mamagsion
Mama bl lICKOro MyHHITHNIANLHOTO paiioHa Pecny6inuxn Tataperan

1. O0mupe noaoKeHus

1.1.  Hacrosmee Ilonoxenne 0 HNOMKHOCTHOH HHCTpYKumE paGorHukoB (nanee I[Tonosenue)
MYHULIHOAABHOrO OI0/DKETHOrO JOLIKOJEHOIO 00pa3oBaTeNnbHOro yupexaenus «Jlerckuii cany Ne3
«Caetnagox» ropona Mamapin MamasInckoro MyHUUMNIAILHOTO paiiona Pecniybiunxy Taraperan
(nanee - MBJIOYV) paspaboTaHo B LENSX PerylHpOBaHMAs B3aUMOOTHOIUICHHH MEXAY paboOTHHKOM H
pabGoTtonarenem. i

12. Hacrosmee [lonoxenue onpenensieT OCHOBHBIC TPEGOBAaHHA K CTPYKTYPE M CONEPKAHHIO
JOJDKHOCTHOU MHCTpYKUMH padotHukos MBJIOY, a Tarie k npouenype paspaboTKu JOHKHOCTHEIX
HHCTPYKIMH, NOPAIKY HX NPUHATHUA, YTBEPKICHNS, BHECEHUS! B HUX JTONOTHEHUI U H3MEHEHHUI.

2. IlonsTHE JOMKHOCTHOH HHCTPYKIMH

2.1. JomxnocTHas uHCTpYKIms pabortuuka MBJIOV (nanee - JIOIKHOCTHAS HHCTPYKLIAA)

- OCHOBAaHHBIA HAa  HOPMAaX  3aKOHOJATENbCTBA  O(GMIHMAAbHBIA  OPaBOBOH  JIOKYMEHT,
periaMeHTHPYIOIAE  OpPraHM3alMOHHO-IPaBOBOE - MoNokeHue paboramka MBJIOV, ero
00s3aHHOCTH, TIpaBa, OTBETCTBEHHOCTH, 0becneunBatonuil yenoBus s ero addexTuBHoil paboTs
P OCYIIECTBICHHH UM TPYJOBOH AesATENbHOCTH COTJIACHO 3aHUMAEMOM TOIDKHOCTH

22, JomKHOCTHas HMHCTPYKUMA SIBIACTCS HOPMAaTHBHBIM  JIOKalbHbIM  akTtoM MBJIOV,
perynupyiouuM oTHoeHus B pamMkax MBJIOY copepikamum o6meobsasatenbHbie  NpaBuia
NOBEJIEHWS JUIA BCEX MJIM HEKOTOPHIX YYAaCTHHKOB 00pa30BaTeNbHEIX OTHOLICHHH, pACCYMTAHHBIM Ha
HEOJHOKPAaTHOE NPUMEHEHHUE, YTBEDXK/ISHHBIM IIPHUKA30M 3aBenyiomero MBJIOV.

2.3. JIoDKHOCTHAas HMHCTPYKIHS COCTaBISeTcs N0 KaXJOW mratHoM aoypksoctd MBJIIOYV u
00BsiBIsAETCS PAOGOTHHKY MHOJ PACIMCKY IpPH 3aK/IFOUYEHHH TPYJOBOrO [0roBOpa, a TaKkKe MNpu
repeMellieHHH Ha JPYryio HOJDKHOCTE U NIPH BPEMEHHOM UCIIOIHEHHY 00A3aHHOCTEH MO H0JKHOCTH.
2.4. JlomKHOCTHAS MHCTPYKUMSA pa3pabaThIBaeTCs MCXOMs M3 3aia4 ¥ QyHKLHIN, BO3NOMKEHHBIX HA
KOHKPETHOr0 palOTHWKA, B COOTBETCTBHH CO INTATHBIM pacrucanuem, IIpaBmiiaMH BHYTPEHHETO
Tpyaosoro pacnopagka MBJIOY ¢ cobmogennem Korcrutynuu Poccuiickoit ®@enepanyy,
Tpynosoro kofekca Poccuiickolt @egepaiii M HHBIX HOPMATHBHO-IIPABOBBIX aKTOB.



2.5. OcHOBOW 1151 pa3paOOTKU JOJDKHOCTHBIX HWHCTPYKIMK sBisitoTcs «KBanudukarmonasie
XapaKTEePUCTUKH  JIOJDKHOCTEH paOOTHUKOB 0oOpa3zoBaHus» EnuHOro  KBamu(pHUKAIIMOHHOTO
CIIPaBOYHMKA JOJDKHOCTEN PYKOBOAUTENECH, CIIEUAIIMCTOB U CIIYXKalIUX, YTBepxKAcHHOro IIpukasom
MuHucTepceTBa 34paBoOXpaHeHUs U collMalibHOTO pa3Butusa Poccuiickoit denepanun ot 26 aBrycra
2010 r. Ne761 n.
2.6. Ilpukazom Muntpyna Poccun ot 18.10.2013 Ne544n «O6 yrBepkaeHnH MPOPECCHOHATBHOTO
crangapra. «llegaror (megarormueckasi 1eATENBHOCTh B chepe JOUIKOIBHOIO, HAYallbHOIO OOILETO,
OCHOBHOT'O 001IIET0, CpeaHero o0mero oopazoBaHus) (BOCIHUTATENb, YUUTENb)» (3aperucTpHPOBAHO
B Muntocte Poccun 06.12.2013 Ne 30550).
3. TpeboBanwus, NpeabsBIsEMbIC K CTPYKTYPE U COIEPKAHHUIO TOJHKHOCTHOM WHCTPYKIIHU.
3.1. JlomKHOCTHast HHCTPYKIIUSI COCTOUT U3 CIEIYIOUINX Pa3/eIIOB:
- O6mue nonoxxenwus; JlomkHocTHbIe 00s13aHHOCTH; [IpaBa; OTBETCTBEHHOCTH; B3anMOOTHOIIICHHS.
CBsI31 110 TOJDKHOCTH
3.2. B pazgene «O0mIHE MOTOKECHHUI:
- yCTaHaBJIMBaeTCs cepa AesTEIbHOCTH JaHHOTO CIIEUAINCTa;
- YCTAHABJIMBAETCS MOPSAJIOK €ro Ha3HAYEHUS U OCBOOOXKIEHUS OT 3aHUMAaeMO; JIOJKHOCTH;
- YCTAHABJIMBAETCS 3aMEUICHHE I10 IOJKHOCTU BO BPEMsI OTCYTCTBHUS;
OTIpEeNIeNAIOTCS KBaTH(PHUKAIIMOHHBIE TpeOoBaHuUs (TpeOOBaHus, IPEIbIBIIEMbIE K 00pa30BaHUIO U
CTaXy paboThl), IOAYMHEHHOCTb CIELUAINCTA U JOJDKHOCTHBIE JIUIIA,
- KOTOPBIMU OH PYKOBOJIMUT;
- IEpPEUMCIIIOTCS IPAaBOBbIE aKThl M HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMU JIOJIKEH
PYKOBOJICTBOBATBCS CIIELUAIUCT B CBOEH JEATEIbHOCTH.
B pa3znen mMoryt ObITh BKIIIOYEHBI Ipyrue TpeOOBaHUS M IOJIOKEHHS, KOHKPETU3UPYIOIINE U
YTOUHSIOLIME CTATyC JOXKHOCTHOTO JIMLIA M YCIIOBHS €0 1eATEIbHOCTH.
3.4. Pasgen «JloiDKHOCTHBIE OOS3aHHOCTH» COJCPKHUT TEPeYeHb OCHOBHBIX (YHKIUH
JOJKHOCTHOTO JIMLA, A TAaK)KE YKa3bIBAIOTCS 00513aHHOCTH JIOJKHOCTHOT'O JIMIIa, BO3JIaraeMble Ha
HEro, ykasblBaeTcsd (opma ero yyacTHsi B yIpaBJIEHUECKOM Ipolecce (PYKOBOAMT, YTBEPKAAET,
o0OecrnieunBaeT, MOATOTABINBAET, PACCMATPUBAET, HCIOJHSET, KOHTPOJUPYET, COTJIACOBBIBAET,
NPEJCTaBIseT, KypUpyeT U T.1.)
3.5 Pazgen «lIpaBa» coOIepKUT TMepeyeHb MpaB, MPEJOCTABIAEMBIX CIEUUATUCTY JUIS
BBINOJIHEHUS BO3JIOKEHHBIX Ha HEro QyHKIUN U 0053aHHOCTEH.
3.6 B pasmene «OTBETCTBEHHOCTb»  yCTAaHABIMBAIOTCS BHIBl  OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKaUECTBEHHOE BBINIOJHEHHUE CIELHAINCTOM JOKHOCTHBIX 00s13aHHOCTEN
1 HEUCNOJIb30BaHUE MPEAOCTAaBICHHBIX EMY IPaB.
3.7. Pazgen «B3aumooTtHomeHus. CBS3M MO JTOMDKHOCTU» COJEPKUT IMEpeueHb JTO0JKHOCTHBIX
JMI, ¢ KOTOPBIMHU CIIELMAIUCT BCTYMAeT B CIyXeOHble B3aMMOOTHOLIEHHS U oOecrieuuBaeTcs
uHpopMalrel, yKa3bIBalOTCs CPOKU MOJyYSHHS U MTPEeI0CTaBIeHUs HHPOPMALIUH,, OTpEaeIIseTCs
MOPSAIOK TIOJITMCAHUSI COTJIACOBAHUSI U YTBEPKACHUS TOKYMEHTOB.
3.8. OOs3arenbHBIMA PEKBU3UTAMU J{OIHKHOCTHOW WHCTPYKIIUU SIBIISTFOTCS:
- moJiHoe HaumeHoBanne MBJIOY;
- 3aroJIOBOK K TEKCTY;
- BU3bI COTJIACOBAHNS;
- IOJIMTUCH, TPU( YTBEPKACHUS.



4. Tlopsinok pa3paboTKH, COIJIACOBAHUNA, YTBEpP:KIeHUsI W BBeleHUsA B jelicTBHe
HOJI’KHOCTHOH MHCTPYKIUH
4.1. JlomKHOCTHasE MHCTpPYKUHUsl paszpabateiBaeTcs 3aBenytouum MBJIOY mubo muiom,
yIOJIHOMO4YEHHbIM 3aBenyromuM MBJIOY. B cinydae ecnu  JloDKHOCTHAasE MHCTPYKLUS
paspabaThIBacTCsl JIMIIOM, YIIOJHOMOYEHHBIM 3aBenytomuM MBJIOY, To oHa moamuchiBaeTcs
pa3pabOTUYUKOM.
4.2. JIoJKHOCTHAas MHCTPYKLMs IOCie pa3pabdOoTKu Iepenaercss B Npo(COHO3HBIH KOMHUTET
NEPBUYHOM  TPO(COIO3HON  OpraHW3alvy, MPEACTABIAIONMN  HMHTEpEChl  OONBIIMHCTBA
pabotaukoB MBJIOY (manee - mpodcoro3nbiii komuteT). [Ipodcoro3HBI KOMHUTET B CPOK HE
MO3/IHeE JIeCsITH paboyux AHEH cO AHA MoiydeHus JIOIDKHOCTHON MHCTPYKIMH OCYIIECTBIISET
cornacoBanue Jl0MKHOCTHOM HHCTPYKIMH. B cinydae, eciiv mpoQCor03HBI KOMUTET HE COTJIACEH
¢ TeKCTOM JIOJPKHOCTHOM MHCTPYKLMHU MO0 BHOCUT HPEAJIOKEHHS TI0 €0 COBEPILIEHCTBOBAHUIO,
To 3aBeaywnieMy MBJ/IOY HanpaBnsiercs MOTHBUpOBaHHOE MHeHue. 3aBenyromuiit MBJIOY
MOJXKET COINIaCUThCSl € HUM JHO0 00sd3aH B TEYeHHE IIATH JHEH I0cie IOJIy4YeHUs
MOTHBUPOBAHHOTO MHEHHUSI IPOBECTH [JOMOJHUTEIbHBIE, KOHCYJIbTAIMM C MPO(COIO3HBIM
KOMUTETOM B LEJSIX JOCTUKEHHS B3aUMOIIPUEMIIEMOIO PELLICHUSI.
[Tpu He TOCTMKEHUU coTacusl BO3HUKIINE pa3HOIIAcus 0hOPMIISIFOTCS TPOTOKOJIOM, IOCTIe
yero 3aseayomuit Mb JIOY umeet npaBo yrBepauTh JJOMIKHOCTHYIO HHCTPYKITHUIO.
5. Y1Bepxknenue J{0JoKHOCTHONH HHCTPYKIIUH
5.1. 3asenytommmiit MBJOY yrBepknaer JIOMKHOCTHYIO MHCTPYKIHMIO IYyTEM H3JaHUs
COOTBETCTBYIOILIErO IIPUKA3a.
5.2. B mpukase B 00s3aTeILHOM MOPSIIKE YKA3BIBAIOTCS:
- nara BBeAeHus J{OIKHOCTHOW HHCTPYKIMHU B JIEVCTBUE;
- yKazaHue 00 03HaKOMJICHUH PaOOTHHUKOB ¢ JIOMKHOCTHOIN MHCTPYKIMEN U CPOKHU IS 3TOTO;
- (pamMuIIMU U TOJDKHOCTH JIML, OTBETCTBEHHBIX 3a cOoOMtoieHre [J0KHOCTHON HHCTPYKLIUU;
- UHBIE yCIIOBUS.
5.3. VrBepxaeHaple JIOJDKHOCTHBIE HMHCTPYKIIMHM TMOJUIeXKAT 00S3aTENbHOW pPErHCTpaluy B
COOTBETCTBUM C TpeOoBaHMAMU jAenornpou3BoacTtBa B MBJIOY ¢ npucBoeHueM UM MOPSAIKOBOIO
HOMEDA.
6. O3nakomJjieHHe paGOTHUKOB ¢ J{0JZKHOCTHON MHCTPYKIUEH
6.1. O3nakomiuenue padbotauka MBJIOVY ¢ JIomkHOCTHOM HHCTpYKIMEN B 00513aTEIbHOM MOPS/IKE
OCYIIECTBIISIETCS TpH TOCTymienun Ha pabory B MBJIOY. O3HakomieHuEe OCYIIECTBISIET
3apenyrouit MBJIOY. Ilocne o3HakomiieHHs paOOTHUK NpocTaBiseT J0KHOCTHOW MHCTPYKLUHU
03HAKOMMTEIIBHYIO BU3Y - C HHCTPYKLMENH O3HAKOMIICH, JaTa, IOJIIHUCh.
6.2. O3nakomienue paborauka MBJIOVY ¢ JIomKHOCTHOM MHCTPYKIMEH B 00s13aTeIbHOM HOPSI/IKE
OCYIIIECTBIISIETCS MPU TepeBojie pabOTHUKA Ha JPYTYIO JOKHOCTh MM BPEMEHHOM IE€pPEeBOJIE Ha
apyryio pabot. O3HakomiieHue ocymiectsiser 3asenyrouit MBJIOY. Ilocne o3nakomieHHs
pabOTHUK MpocTaBisieT Ha J{OMKHOCTHON MHCTPYKLIMU O3HAKOMHTEIbHYIO BU3Y - C HHCTPYKIHEH
03HAaKOMJIEH, JjaTa, MOJIHUCh.
6.3. TpeGoBanust, ycraHoBieHHblE B JIOJPKHOCTHOH HMHCTPYKLUH, JEHCTBUTENBHBI C TOTO
MOMEHTa, KOTJja paOOTHUK OBLII C HEW 03HAKOMIIEH.
6.4. B cnyuyae eciu pabGotHuk MBJIOY oTka3biBaeTcs pacnucaTbcs B O3HAKOMIICH WIIH
noJjiyueHuu J{0JDKHOCTHOM MHCTPYKIIMU, JAHHBIM 0TKa3 (UKCHpyeTCs MyTeM COCTaBJICHHUS aKTa B
NPUCYTCTBUM HE3aMHTEPECOBAHHBIX cBuUjaeTenedl. B akre ¢ukcupyercs (GakT O3HAKOMIICHUS
paboTHUKa C coaepkaHueM JIOIKHOCTHOW MHCTPYKIMM B HMHOM ¢opme (JlomkHOCTHas



MHCTPYKLUS 3a4UThIBAaeTCS BCIyX 3aBeayomum MBJIOY).
6.5. Jlnsa texymel pa®OThl ¢ MOJIMHHUKA AOHKHOCTHOW MHCTPYKIIMM CHHUMAIOT 3aBEPEHHYIO
KOTIHIO, KOTOPYIO BhIatoT pabotHuky MB/IOY, paboratomemMy B JaHHOM JOKHOCTH.
7. BHecenune usMeHeHHUil B JIOJUKHOCTHYI0O HHCTPYKIHIO.
7.1. Baecenue usMeHeHMH B JIOJDKHOCTHYIO HMHCTPYKLUIO OCYILIECTBIISIETCS B CIEAYIOLIMX
CIyyYasx:
7.1.1.B cB3M C HU3MEHEHUEM O00s3aTENIbHBIX YCIOBUM TPYAOBOrO JOroBOpa. YKazaHHas
nporeaypa MPOBOAWTCS B COOTBETCTBHHM C TpeboBaHusmu TpymoBoro kojekca P®D (paboTHuk
JIOJKeH OBITh He IMO3JHee, 4eM 3a 2 Mecsla [0 MPEeArojiaraéMoro M3MEHEHHUsS HTHUChbMEHHO
yBenomiieH. Ilocne nomydenust pabOTHUKOM COTJIalllEHUsl Ha MPOJIOJKEHUE TPYIOBBIX OTHOILLIECHUH,
BHOCSITCSI U3MEHEHHUSI B JIOKHOCTHYIO HHCTPYKIIHIO).
7.1.2 Tlpu u3MeHEHHH OpPraHW3alMOHHBIX YCIOBUH Tpyaa, 0€3 U3MEHEHHUs TPYAOBOW (PYHKIUU
paboTHHKA.
7.2. 3aenyromuii MBJAOY wnm numo, yrnoJTHOMOYEHHOE UM, COCTaBIsieT J{OJKHOCTHYIO
MHCTPYKLMIO B HOBOM pENaKLMU, KOTOpas COIVIACOBBIBAETCSA U YTBEPKAAECTCA B COOTBETCTBUHU C
TpeOOBAaHUSAMH, YCTAaHOBJICHHBIMU pazzienamMu 4 u 5 Hactosmero [lomoxxenus. O3HakoMIIeHHE
pabotHHKa ¢ J[OJDKHOCTHON HHCTPYKIHEH OCYIIECTBIISETCS B COOTBETCTBHUH C TPEOOBAHUSIMH,
YCTaHOBJIEHHBIMHU pa3ziesioM 6 HacTosmiero [lonoxenust.
8. XpaHeHHe JOJIKHOCTHBIX HHCTPYKIM
8.1. JIoKHOCTHBIE MHCTPYKIIMU XPaHATCS B COOTBETCTBUU C MPAaBUIIAMU, YCTAHOBJICHHBIMU B
[lepeuHeM THUIOBBIX YHPABIEHYECKHX ApPXMBHBIX JOKYMEHTOB, OOpa3yOIIMXCS B Ipolecce
JeSITENIbHOCTH IOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPaBJIEHUsSI U OpraHU3alUi,
YTBEPKACHHBIM IpuKkazoM MuHKynbTypbl Poccun ot 25.08.2010 Ne558.
8.2.lo;okHOCTHBIE HHCTPYKIMH paboTHHKOB MBJIOY moasnexat mocToSHHOMY XpaHEHHIO B

MBJIOY.
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