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; Ho.rloxcelme 0 10/IZKHOCTHON MHCTPYKIMH PAGOTHHKOB Myununnanbﬂoro ﬁmnfxeTHoro AOMIKOJIBLHOI0

00pa3oBaTeaLHOr0 y4pPeKieHHUS
«/lerckmii cax Ne26 c.buasip-Osepo»
1. OGwiue nonoKeHus
1.1. Hacrosmee Ilonoxkenre 0 JOJDKHOCTHOM MHCTpyKumH paboTHHkOB (manee Ilonoxenmue)
MYHUIUIAILHOrO  OO/UKETHOrO  JIOMIKOJBHOro oOpasoBaTenbHOro yupexaenus «Jlerckuii cax Ne 26
c.bunsp-Oszepo» (nanee - MBJIOY) pa3paboraHo B LeENsIX peryJMpoBaHHsl B3aUMOOTHOLICHHH MEXIy
paboTHHKOM U paboToareneM.
1.2. Hacrosimee [Tosoxxenne onpeaenseT OCHOBHbIE TPeGOBaHMs K CTPYKTYPE U COAEPXKAHUIO JOJDKHOCTHOM
uHcTpyKimu paboraikoB MBJIOY, a Taike K npoueaype pa3paboTKu JIOJDKHOCTHBIX HHCTPYKIMH, HOPSIKY
UX [PUHATHS, yTBEPIKICHUS, BHECEHUS B HUX JIONIOJIHEHUH ¥ H3MEHEHHIA.

i 2. IlonsiTie X0/KHOCTHOH HHCTPYKUHH
2.1. JlomxHOCTHAS IJ’HCprKuPIﬂ pabotauka MBJIOY (manee - JIomkHOCTHAsS HHCTPYKIMS) - OCHOBAHHbIN Ha
HOPMaX 3aKOHOJATEILCTBA ouuMATBEHBIH MPABOBOH JOKYMEHT, PErjaMEeHTHUPYIOIUHA OpraHu3aluOHHO-
npaBoBoe nosoxenue paborauka MBJIOY, ero 06s3aHHOCTH, NPaBa, OTBETCTBEHHOCTh, 0OeCreYnBarOLIHi
yenosus st ero dddexTuBHON paboTEI MPH OCYMIECTBIEHMH WM TPYJAOBOH JAESTENIBHOCTH COTJIACHO
3aHUMAEMOH JOJDKHOCTH :
2.2. JIOIKHOCTHAS MHCTPYKIMS SIBJISETCS HOPMATHBHBIM JIoKaipHbIM aktom MBJIOY, perymupyromum
ornomenust B pamkax MBJIOY, coxepxammum o0meo0s3arebHble MpaBuia IOBEACHUS I BCEX HIIH
HEKOTOPBIX yYaCTHHKOB 0Opa3oBaTeNbHBIX OTHONIEHHil, PACCYATAHHBIM HA HEOAHOKPATHOE NMPHMEHEHHE,
yTBEpIKAEHHBIM IpHKa3oM 3aBeayromero MBJIOV.
2.3. JIOJDKHOCTHAs MHCTPYKIMS COCTaBisieTcsi Mo Kaxaoi mrarHoi nomknoct MBJIOY u obwsasisercs
paGOTHUKY [0 PACMHCKY NpPH 3aKMIOYEHHH TPYAOBOIO JOrOBOpA, a TAaKXKe NMpPH NEPEMELICHHH Ha JpYryo
JIOJDKHOCTD U [IPH BPEMEHHOM HCIOJIHEHHH 00A3aHHOCTEH| MO MODKHOCTH.
2.4. JloJKHOCTHAs MHCTPYKIMs pa3pabaTeiBaeTcsi MCXOAs M3 3a1a4 M (DYHKUMH, BO3JIOKEHHBIX Ha
KOHKPETHOro pabOTHHKA, B COOTBETCTBHH CO IITATHBIM pacrucanueM, [IpaBuiaMu BHyTPEHHErO TPYI0BOTO
pacnopska MBJIOV, ¢ cobmonennem Koncrurymuu Poccumiickoit ®enepauuu, TpymoBoro kozekca
Poccuiickoii ®eepaunn U HHBIX HOPMATUBHO-TIPABOBBIX aKTOB.
2.5. Ocuopoit s pa3pabOTKM JOJDKHOCTHBIX ~ MHCTPYKUHH  ABIAIOTCA «KBanupukauoHHbIe
XapaKTePUCTHKH JIQIUKHOCTEH paGoTHukoB oOpaszoBanus» EnunHoro xkpanu(uKanMoOHHOrO CrNpaBOYHHKA
JIOJDKHOCTEH PYKOBOJMTENEH, CIELMATNCTOB M CiyXamuX, yrsepxaenHoro [lpukasom MunucrepcTsa
3APABOOXPAHEHHUs M COLMANBHOTO pasuTHs Poccuiickoi Menepaunn ot 26 asrycra 2010r.Ne761H.

3. TpeGoBanmusi, npexbAB/IAEMbIe K CTPYKTYPE H COAEPKAHHIO J0IKHOCTHOH
HHCTPYKIHH.

3.1. JIo/oKHOCTHAS MHCTPYKLHMS COCTOMT U3 CIEAYIOLIHX pa3/esioB:
- O0mue moyIoKEeHUs

- JIOJDKHOCTHBIE 0053aHHOCTH.

- [Ipasa.

- OTBeTCTBeHHOCTb
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3.1. JIoJbKHOCTHAs! MHCTPYKIIMSL COCTOUT M3 CIEAYIONIUX Pa3IeioB:

- OO01IMe moJIOKCHUS

- JlomKkHOCTHBIE 00513aHHOCTH.

- [IpaBa.

- OTBETCTBEHHOCTb.

- BzaumooTHomenus. CBA3u 1O JTOJKHOCTH.

3.2. B paznene «OO0IIHe MOT0XKCHUS:

- yCTaHaBIMBAaETCs cdepa NeATSIHOCTH JAHHOTO CIICIUAINCTA;

- YCTAHABJIMBAETCS MOPSOK €r0 Ha3HAYCHHSI K OCBOOOKICHHUS OT 3aHUMAaEeMOM JTOJKHOCTH;

- YCTAHABJIMBAETCS 3aMEIIECHUE IO IOJXKHOCTH BO BpEMsl OTCYTCTBUS;

- ONPEACIAIOTCS KBATH(UKAIIMOHHBIC TpeOOBaHMs (TpeOOBaHUS, IPEABIBISIEMbIE K 00PAa30BAHHIO U CTAXKY
paboThl), MOJUMHEHHOCTH CHEIUAIKNCTA U JOJKHOCTHBIE JIUIA, KOTOPHIMU OH PYKOBOJIUT;

- TIEPEUHUCIISAIOTCS TPABOBBIC aKThl U HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMH JOJDKEH PYKOBOJCTBOBATHCS
CIHELUATUCT B CBOEH JCSATEIBHOCTH.

B pasznmen MoryT ObITH BKJIIOUEHBI pyrue TPeOOBAHUS U MOJIOKEHHUS, KOHKPETU3UPYIONIHUE U YTOUYHSIOIIHNE
CTaTyC JIOJDKHOCTHOTO JIMIIA U YCIOBHS €0 AESTEIbHOCTH.

3.4. Paznen «JlomkHOCTHBIE 00S3aHHOCTHY COJIEPKUT MEPEYEHb OCHOBHBIX (DYHKIIUI TOJPKHOCTHOTO JIMIA, a
TaK)Ke YKa3bIBAIOTCS OOS3aHHOCTH JOJKHOCTHOTO JIMIIA, BO3JIaraeéMble Ha HEro, ykaseiBaeTrcsa (opma ero
ydacTvsi B YIPaBICHYECKOM Ipolecce (PYKOBOAUT, YTBEPXKAAeT, OOCCIEUYMBAET, IOJrOTABIUBACT,
paccMaTpUBAET, UCIIOJIHACT, KOHTPOIUPYET, COTTIACOBBIBAET, IPECTABIIAET, KypUpYeT U T.1.)

3.5. Paznmen «lIpaBa» comepXHT IMepedyeHb MpaB, MPEAOCTABISIEMBIX CHEIUATUCTY JJIS BBIMOJIHEHUS
BO3JIO’KEHHBIX Ha HEro (PyHKIUI 1 00s13aHHOCTEH.

3.6. B paznene «OTBETCTBEHHOCTD)» YCTAHABJIMBAIOTCS BUbI OTBETCTBEHHOCTH 332 HECBOCBPEMEHHOE U
HEKA4YeCTBCHHOE BBITIOJIHCHUE CITCIIUAJIUCTOM JOJDKHOCTHBIX OOSI3aHHOCTEH M HEHCIOJIb30BaHHUE
MPEIOCTABIICHHBIX EMY TPaB.

3.7. Paznmen «B3aumootHomieHus. CBS3M MO JOKHOCTH» COJEPKHUT TEpeUeHb JOJDKHOCTHBIX JIMI, C
KOTOPBIMH CICIIHAIMCT BCTYIAeT B CIIY)KCOHBIC B3aMMOOTHOIICHHS W OOECTeurBaeTCs HHQOpPMAIUCH,
YKa3bIBAIOTCS CPOKHU IMOJIYYCHUS M MPEIOCTaBlIeHUS MH(OpMALMU, ONMpPEeNseTcs MOPsAOK MOIMUCAHMUS,
COTJIACOBAHUSA U YTBEPXKICHUS TOKYMEHTOB.

3.8. O6s3aTenbHBIMU peKBU3UTAMU J[OTPKHOCTHON MHCTPYKITUH SIBISIFOTCSI:

- nonmHoe HamMeHoBanue MbBJIOVY; :

- 3aT0JIOBOK K TEKCTY;

- BU3bI COTJIaCOBAHMUS;

- IO/IMHUCH, TPU( YTBEPHKICHUS.

4. llopsanok pa3paGoTKH, COIJIACOBAHMS, YTBEeP:KIeHHUS 1 BBe/leHHUs B [lelicTBHe
AOJKHOCTHOM MHCTPYKIMHU

4.1. JlomxHOCTHas MHCTPYKLUs pa3pabareiBaercs 3aBeayonmM MB/IOY nubo nuiom, yrnoJHOMOYEHHBIM
3agenytomiuiM  MBJIOY. B ciywae, ecnum JIoJDKHOCTHast MHCTPYKUUSL pa3palaThiBaeTcs —JIMLOM,
yIoJIHOMOYeHHBIM 3aBeaytomM MBJIOY, To oHa nmoanucsiBaeTcs pa3paboTInKOM.

4.2. JIomKHOCTHAs MHCTPYKLHUS TOCJIe pa3pabOTKH mepenaeTcss B NMPOQCOIO3HBIM KOMHUTET MEpBUYHOMN
npo(COI03HON OpraHU3aIuy, MPEICTABISIONINNA HHTEpechl OonbIIMHCTBA paboTHukoB MBJIOY (nmanee -
npodcoro3Hpii KoMHTET). [IpodCOrO3HBI KOMHUTET B CPOK HE TMO3HEE NEeCATH padouux AHEH co IHA
noysty4eHus: JIOJDKHOCTHOM MHCTPYKLHH OCYILECTBIISIET COINIACOBaHWE JIOKHOCTHOM HHCTpYKUUHU. B
ciiydae, eciu Mpo(coro3HbIE KOMUTET HE COrJaceH ¢ TEKCTOM JIOMKHOCTHOM MHCTPYKIMM JUOO BHOCHUT
IPEUIOKEHUS IO €r0 COBEPIIEHCTBOBaHMIO, TO 3aBenyroniemy MBJ/IOY HanpaBnsercs MOTHBHpPOBaHHOE
mueHue. 3apenytomuii MB/IOY moker cormacuthes ¢ HUM JMOO 00S3aH B TEUCHHE TSATH JTHEH IMOCTe
MOJYYEeHHUs] MOTHUBHPOBAHHOIO MHEHMS IPOBECTH JOIMOJIHUTENIbHBIE KOHCYIbTAlUU C MPOQPCOIO3HBIM
KOMHTETOM B LEJAX JTOCTHKEHUS B3aUMOIIPUEMIIEMOTO PELICHUS.

IIpy He nOCTMXXEHUHM COIJIacHsl BO3HMKINWE pa3HOrjaacus OQOpMISIOTCS IPOTOKOJIOM, IIOCIE Yero
3agenytomnit MBJIOY umeer npaBo yTBepauTh J{OIKHOCTHYIO HHCTPYKIUIO.



5. YTBep:xknenune J[0J5KHOCTHOM HHCTPYKIMHU

5.1. 3aBenyrouit MBJIOY ytBepxnaer Jl0MKHOCTHYIO HHCTPYKLIMIO ITYTEM U31aHUS COOTBETCTBYIOLETO
IIPUKa3a.

5.2. B npukase B 0053aTeIbHOM MOPSIKE YKa3bIBAIOTCS:

- 1ara BBeieHUs [J0JDKHOCTHOM MHCTPYKIIMM B JICHCTBUE;

- yKazanue 00 03HAKOMJICHUU PAOOTHHUKOB ¢ JIOJPKHOCTHON MHCTPYKITUEH U CPOKH TSI STOTO;

- (haMWIINU U JOJDKHOCTH JIUL], OTBETCTBEHHBIX 3a cOOI0ieHHe JIOIKHOCTHON MHCTPYKIUH;

- HBIE YCIIOBUSI.

5.3. YrBepxaeHHble [I0DKHOCTHBIE MHCTPYKLIMHU MOJIEXKAT 0053aTeIbHON PErMCTpalliid B COOTBETCTBUU C
TpeboBaHusMH NenonpousBoacTBa B MBJIOVY ¢ mpucBoeHneM UM MOPSAIKOBOIO HOMEpa.

6. O3naxkomiieHHe pa0OTHUKOB ¢ J[0JZKHOCTHOI MHCTPYKIHEH

6.1. Osznaxkomisienne paboranuka MBJIOY ¢ JIOMKHOCTHON HMHCTPYKIMEH B 00s3aTE€IbHOM TOPSIKE
OCYIIECTBIISICTCA TpH TMOCTymwieHnu Ha padoty B MBJIOY. O3HakoMieHHE OCYIIECTBISECT 3aBEAYIOIIUN
MBJIOY. Ilocne o3nakoMiIeHUs PaOOTHHK MPOCTaBIsAeT HA JIOHKHOCTHOW MHCTPYKIIUU O3HAKOMUTEIILHYIO
BU3Y - C UHCTPYKIIMEH O3HAKOMJIEH, 1aTa, MOAIKCH.

6.2. Osnakomienue pabotHuka MBJIOY ¢ JIo/KHOCTHOM HWHCTPYKLMEH B 00s3aTEIBHOM MOpPSIKE
OCYIIECTBIISICTCS TPHU TepeBoJie pPadOTHUKA Ha JAPYTYI0 JODKHOCTh WM BPEMEHHOM ITIEPEBOJE HA JPYTYIO
paboty. OsnHakomienue ocymiecTBiusier 3aBeaytoumii MBJIOY. Ilocne o3HakomieHuss paGOTHUK
npocTanisieT Ha JIOJDKHOCTHOW MHCTPYKLMU O3HAKOMHTENBHYIO BU3Y - C MHCTPYKIIMEH O3HAaKOMJIEH, JaTa,
MOAMUCH.

6.3. TpeboBanus, ycTtaHOBJIEHHbIE B JIOJDKHOCTHOW MHCTPYKIIMH, JAEUCTBUTENbHBI C TOTO MOMEHTA, KOrJa
PabOTHHK OBLI C HEM 03HAKOMIICH.

6.4. B cimyuae ecnu paborHuk MBJIOY oTka3piBaeTcsi pacnmucarbCsi B O3HAKOMIICHHH WJIHM TOTYyYCHHU
JIOMKHOCTHOW WHCTPYKIUHU, NAHHBIA OTKa3 (UKCUPYETCS IyTEM COCTAaBJICHHUS aKTa B MPUCYTCTBUU
HE3aMHTEPECOBAHHBIX CBUaeTeneld. B akre Takke ¢ukcupyercs (axT O3HAKOMIICHHS pPAaOOTHHKA C
conepkanueM J{omKHOCTHOM MHCTPYKIIMU B MHON popme (JJomKHOCTHAS MHCTPYKIIHS 3a4UTHIBAETCS BCIYX
3aBeayomum MBJI0Y).

6.5. Jlna Ttekymei paboThl ¢ TMOJIMHHUKA JOKHOCTHOW HMHCTPYKIIMM CHUMAIOT 3aBEPEHHYIO KOIIHIO,
KOTOpYO BbIAaOT paboTHuKy MBJIOY, paboTatomiemMy B JaHHOHN TOJKHOCTH.

7. BHecenue usMeHeHHUii B JI01KHOCTHYI0 HHCTPYKLMIO
7.1. BHeceHne n3MeHeHui B JIOJPKHOCTHYIO MHCTPYKIMIO OCYIIECTBIISIETCS B CIECAYIOIINX CIIydasx:
7.1.1. B CBsI3u C M3MEHEHHEM O00s3aTeIbHBIX YCJIOBHUH TPYJOBOTO JIOTOBOpa. YKa3aHHas MpoIeaypa
IPOBOJUTCS B COOTBETCTBMU C TpeboBaHUsAMH TpynoBoro kojekca P® (paboTHUK HOJKEH OBbITH He
No3/7Hee, YeM 3a 2 Mecsla J0 IPEeanojiaraéMoro M3MEHEHHUs MUChbMEHHO yBeaomiieH. [locne monyueHus
pabOTHUKOM COTJIALIEHUs] Ha MPOJI0JDKEHUE TPYJOBBIX OTHOLIEHUH, BHOCATCA M3MEHEHUs B JlOIDKHOCTHYIO
UHCTPYKIHIO).
7.1.2. npu U3MEHEHUU OpPraHU3alMOHHbBIX YCIOBUHN Tpyaa, 6e3 u3MEeHeHus TpyJ0BOi (pyHKIIMN pabOTHHKA.
7.2. 3aBenyrouii MBJIOY wian numo, yrnoiHOMOYEHHOE WM, COCTaBiseT J[OMKHOCTHYIO MHCTPYKIHUIO B
HOBOM peJaKIMM, KOTOpasi COIJIACOBBIBACTCS W YTBEPXKAAETCS B COOTBETCTBUU C TpeOOBaHUAMH,
yCTaHOBJIEHHBbIMU pazzaenamu 4 u 5 Hactosuiero [lonoxxenus. O3HakomieHne paboTHuKa ¢ J{omKHOCTHOM
UHCTPYKLIMEH OCYIIECTBISIETCS B COOTBETCTBUM C TpeOOBAaHMAMM, YCTAHOBIEHHBIMH pasienoM 6
Hactosmero Ilomoxenus.

8. XpaHeHne 10KHOCTHBIX HHCTPYKIMMT

8.1. JIOMmKHOCTHBIE MHCTPYKIIMU XPAHATCA B COOTBETCTBHUH C IMPABWJIAMH, YCTAaHOBJIEHHBbIMHU B [lepeunem
TUTIOBBIX  YIPABJICHYECKUX APXHMBHBIX JIOKYMEHTOB, OOpa3yIOIIUXCS B TpoIlecce IesTeNIbHOCTH
FOCY/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPaBICHUS W OpTraHU3alui, YTBEPKICHHBIM
npukazoM MunkynsTypsl Poccun ot 25.08.2010 Ne 558.

8.2. lomxHoctHbie HHCTpYyKIMH padotHukoB MBJIOY momnexar mocrossuHomy xpanenuto B MBJIOY B
TEUEHHE TPEX JIET MOCIIE UX 3aMEHBI HOBBIMU.



