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«TUMEPLWNKCKMIA [JeTCKUi caf «KosLwKam»
CabMHCKOro MyHMuMnanbHoro paimoHa  Pecny6nmkn TaTtapcTaH

MNPNHATO YTBEPXAEHO

Ha O6wem cobpaHun paboTHMKOB 1 BBEJiEHO B AelicTeue MNpukasom
MBAOY «TUMEPLUNKCKNIA AeTCKUIA cag 3aBegyowero MbAOY «TUMepPLLUMKCKNIA
«Kosiwkain” JeTckninc a , K a i » 0131.08.2019 r. Ne 106
MpoTtokon Ne 107708.2019 rojga . X.®dasbinosa

MonoXxeHue 0 LJO/HKHOCTHON UHCTPYKLUUU paboTHUKOB
MYHULUMNANbHOro 610 4)KETHOI0 4O KO/IbHOI0 06pa3oBaTe/IbHOI0 yUpeXxaeHns
«TUMePWNKCKMA aeTckuin caf «Koawkai»

CabMHCKOro MyHuumMnanbHoOro pamoHa Pecny6nnkm TaTtapcTaH»

1. O6wKe NoNoXKeHnA

11. Hactosdwee TlofoXeHMe O AO/MKHOCTHON WHCTPYKUMM paboOTHUKOB (ganee TofioxXeHKe)
MYHULMNANbHOIO OHAXETHOro0 [AOLKONLHOrO 00pa30oBaTe/IbHOro  YUpeXkaeHns «TUMEPLUNKCKWIA
fetckuin caf «Koswkan» CabUHCKOro MyHUUMMNanbHOro paioHa Pecny6nvku TartapctaH» (fanee -
MBAOY) paspaboTaHO B LeNsX PperynupoBaHuWs B3aVIMOOTHOLUEHWIA MeXAy pPaboTHUKOM ©
paboToaTenem.

1.2.  Hactoswee T[lonoxeHne onpefensieT OCHOBHble TpeboBaHMA K CTPYKTYpe U COAepXXaHuto
LO/MKHOCTHON MHCTPYKUMnM paboTHMkoB MBAOY, a Takxe K npouefype paspaboTKy LO/MKHOCTHbIX
WHCTPYKLMIA, NOPALKY UX NPUHATUSA, YTBEPXAEHWS, BHECEHWNSA B HUX AONONHEHWUA N U3MEHEHWA.

2. TIoOHATHNE JOMKHOCTHOM MHCTPYKLNN

2.1. NomKHOCTHas MHCTPYKUus paboTHnka MBAOY (ganee - [LOMKHOCTHAasA MHCTPYKLNA) - OCHOBAHHbIN
Ha  HOpMax  3aKoHofaTeNbCTBAa  O(UUMaNbHbIA  MPaBOBOW  [OKYMEHT,  perfiaMmeHTUpYHoLnii
OpraHmM3aLnoHHO-NPaBoBoe NoNoXeHne pabotHnka MBOY, ero 0653aHHOCTK, NpaBa, OTBETCTBEHHOCTb,
obecrneunBaloLWmMin - ycnoBua Ansa  ero 3MMeKTUBHOW paboTbl NPM  OCYLLECTBAEHUM UM  TPYAOBOM
[eATeNbHOCTU COrMacHO 3aHUMaeMOW LOMKHOCTM

2.2. [l0OMKHOCTHAA MHCTPYKLUMA ABNAETCA HOPMATUBHbLIM NOKaNbHbIM akTtom MBAOY, perynupyrowum
OTHOWeHMA B pamkax MBAOY, cogepxawmm o6LWeob6a3aTenbHble NpaBuia NOBeAeHUA A1 BCeX WK
HEKOTOPbIX YYaCTHUMKOB 06pa30oBaTe/ibHbIX OTHOLLUEHWIA, pacCYMTaHHbIM Ha HEOLHOKPATHOE NPUMEHEHMUE,
YTBEpPXAeHHbIM nprKasom 3asegyrowero MbA0Y.

2.3.  [O/MKHOCTHas WHCTPYKUWA COCTaBNsSieTCA MO KaXAOW LWTaTHOW fo/mkHocTM MBAOY n
06baABNAeTCA PaboOTHUKY MO pPacnucKy Mpu  3ak4veHun TPYLOBOro [0rosopa, a Takxke npu
nepemeLLeHnn Ha LPYTyHo AO/MKHOCTb U NPU BPEMEHHOM UCMOTHEHUW 0653aHHOCTEN N0 LO/MKHOCTHU.

2.4.  [JOMXKHOCTHas WHCTPYKUMA pa3pabaTbiBaeTcs MCXOAA U3 3afady U (PYHKLMIA, BO3MOXEHHbIX Ha
KOHKPETHOro paboTHMKa, B COOTBETCTBMM CO LUTATHbIM pacnucaHvem, [lpaBuiamum BHYTPEHHEro
TpygoBoro pacnopsigka MBAOY c cobnwogeHnem KoHcTuTyuum Poccuiickoii ®efepauuu, TpyaoBoro
Kogekca Poccuiickoit defepauun v UHbIX HOPMATUBHO-NPABOBbLIX aKTOB.

2.5.  OcHoBOI pana pa3pabOoTKM  [O/MKHOCTHLIX  WHCTPYKUMA  aBnsdoTcs  «KBanugukauvoHHble
XapaKTepuUCTUKN [O/MKHOCTEN paboTHUKOB 06pa3oBaHNA «EANMHOIO KBaNM(UKaLMOHHOIO CnpaBOYHUKA
[O/MKHOCTEN PYKOBOAWTENEN, CMELMANUCTOB U CAyXaWux, yTBepXaeHHoro [lMpukasom MuHWCTepCcTBa
3[paBOOXPaHEHMA 1 coumnanbHOro passmTus Poccuiickoii ®eaepauun ot 26 aBrycta 2010 r. Ne761H.

3. TpeboBaHus, NpeabsaBasemMble K CTPYKTYPE U COLEPXKaHUI0 LO/MKHOCTHOM

NHCTPYKLNN.

3.1.  [JonXKHOCTHasd MHCTPYKLMA COCTOUT U3 CNeAyHLMX pasaenos:

- O6wme nonoxeHms

- LOMKHOCTHbIE 0653aHHOCTH.

- Mpasa.

- OTBETCTBEHHOCTD.

- B3anmooTHoLWeHuA. CBA3K N0 AO/IHKHOCTMU.



3.2. B pasgene «O6LWMe NONOXKEHNA»:
- ycTaHaB/MBaeTCA cepa AeATeNbHOCTU 4AHHOTO CreLmanicTa;
- ycTaHaB/MBaeTCs NOPAAOK ero HasHaYeHus 1 0CBOOOXAEHNSA OT 3aHMMAEMO LOMKHOCTMY;
- yCTaHaB/NBaeTCA 3aMeLLeHne Nno LO/MKHOCTU BO Bpems OTCYTCTBUS;
- ONpefensatoTcsa KBannuKaLoHHble TpeboBaHUs (TpeboBaHMA, NpeabABseMble K 06pa30BaHUIO N CTaXy
paboTbl), NOAYMHEHHOCTb CreumnanncTa 1 4OMXHOCTHbIE 1L, KOTOPLIMU OH PYKOBOAMUT;
- NEPEYNCNATCA NPaBOBble aKTbl U HOPMAaTUBHbLIE AOKYMEHTbI, KOTOPbLIMA [LO/MKEH PYKOBOACTBOBATLCA
CnewLmanncT B CBOEN LeATeNbHOCTH.

B pasgen moryt ObITb BK/IKOYeHbl Apyrue TpeboBaHWA W MOMOXEHUSA, KOHKPETU3MpYIOLWMe 1
YTOUHAKOLLLME CTaTyC AO/HKHOCTHOIO NiMLa 1 YCoBUA €ro AeaTeNbHOCTMW.
3.4. Pasgen «[O/MKHOCTHble 0053aHHOCTU» COLEPXUT MepeyeHb OCHOBHbIX (PYHKLUWUA AO/MHKHOCTHOrO
Nnua, a TakKxe ykasblBatoTCs 0053aHHOCTU [O/IHXHOCTHOIO Nula, BO3NnaraeMble Ha Hero, yKasblBaeTcs
(hopma ero ydyactug B YynpaB/ieHYECKOM Mpolecce (PyKOBOAUT, YTBepXZAaeT, o0b6ecrneymsaerT,
noArotaefvBaeT, pacCMaTpuBaeT, UCMONHAET, KOHTPONUPYET, COrNacoBbIBaeT, NpeAcTaBndeT, KypupyeTt u
T.4.)
3.5. Paspgen «[llpaBa» coOAepXWUT nepeyeHb npas, NPeAoCTaB/AEMbIX CMEeunanucTy ANA BbINOMHEHUA
BO3/10)KEHHbIX Ha HEFO (OYHKUWIA 1 0643aHHOCTEN.
3.6. B pasgene «OTBETCTBEHHOCTb» YCTaHaBNMBAKOTCA BUAbl OTBETCTBEHHOCTW 3a HECBOEBPEMEHHOe U
HEeKaueCTBEHHOe BbIMOMIHEHNE CNEeUUaIuCTOM [O/MKHOCTHLIX O00S3aHHOCTEN W He UCMNO/b30BaHMe
npeaoCcTaB/IEHHbIX emMy Mpas.
3.7. Pasgen «B3anmmooTHoLeHUA. CBA3WM MO LO/MDKHOCTM» COLEPXKWUT MepeyeHb LO/MKHOCTHbLIX nul, C
KOTOpPbIMU CheuuanncT BCTynaeT B CNyXebOHble B3avMOOTHOLWIEeHMS U obecneymBaeTcs MHMOpMaLven,
YKa3blBalOTCA CPOKW MONYYEHUSA W NPEAOCTaBNEHUS UHGOpPMaLUK, onpefensetcd MopsaLoK nojnucaHus
COrsiacoBaHua 1 yTBepXKAeHNA JOKYMEHTOB.
3.8. 0Oob6#dA3aTenlbHbIMU pekBU3MTamMy [LO/MKHOCTHOW MHCTPYKLUM ABNAKOTCA:
- NofIHoe HaumeHoBaHne MBAOY;
- 3aro/10BOK K TEKCTY;
- BU3bl COrnacoBaHus,
- NOANWUCL, TPU( YTBEPXAEHWS.
4. Tlopsfok pa3paboTKW, COrnacoBaHwusl, YTBEPXAEHUS U BBeAeHUS B [eWCTBUE [O0/HKHOCTHOM
WHCTPYKUMN
4.1. [OMKHOCTHas  MHCTPyKuMa  paspabartbiBaeTcd  3aBegyowmm  MBAOY  nnbo  nuuom,
YNONHOMOYeHHbIM 3aBegytowium MBAOY. B cnyyae, ecnn JOMXKHOCTHAA UHCTPYKUUA pa3pabaTtbiBaeTcs
NNLOM, YNOHOMOYEHHbIM 3aBegyowmnm MBAOY, To 0Ha NOAMMCLIBAETCA Pa3paboTUMKOM.
4.2. [OMKHOCTHaa WHCTPYKUMSA Mocne pa3paboTKM nepefaeTcs B NMPOQCOH3HbIA KOMUTET MEepBUYHON
NPOCOIO3HOM OpraHm3auun, NPeacTaBNAOWMIA NHTepeckbl 60MbLIMHCTBA paboTHUKOB MBAOY (panee -
NPO¢COO3HbIN KOMUTET). pOCOO3HbIA KOMUTET B CPOK He MOo34Hee AecATM paboyumx [HeW CO [HSA
nonyyeHns [OMKHOCTHON WHCTPYKLMM OCYLLeCTBAsSeT cornacoBaHue [OMKHOCTHON WMHCTpyKuun. B
cflyyae, ecnv NpoCOO3HbIA KOMUTET He COorflaceH C TeKCTOM [LO/MKHOCTHOW MHCTPYKLMKU NM60 BHOCUT
npeasioXKeHNs no ero COoBepLUeHCTBOBaHWIO, TO 3aBegyrowemy MBAOY HanpaBnfeTca MOTUBMPOBAHHOE
MHeHue. 3asegyrownii MBAOY MOXeT cOrnacutbCs C HUM NGO 06s3aH B TeueHWe MATU [Heil nmocne
NonyyYeHNs MOTMBMPOBAHHOIO MHEHMWS MPOBECTUM [OMOMHUTENbHbIE KOHCY/NbTaLuMM C NPOCOH3HbIM
KOMUTETOM B LieNsaX LOCTUXEHNSA B3aMOMPUEMIEMOTO PeLLEeHNS.

[Mpn He LOCTUDKEHWUW COrfacus BO3HMKLUME pasHoriacus ohopmMaskoTCA MPOTOKOOM, MOC/e Yero

3aBegyrowmnin MbAOY nmeet npaBo yTBEPANTL [JOMKHOCTHYH MHCTPYKLMIO.
5. YTBepXaeHune [LoO/HKHOCTHOM MHCTPYKLNK
51. 3asegywowmin  MBAOY  yTtBepxpgaeT  [LO/MKHOCTHYK  WMHCTPYKUMIO  MyTEM  M3[aHus
COOTBETCTBYIOLLErO NpUKasa.
5.2. B npuka3se B 0653aTe/IbHOM NOPsALKEe YKa3blBAKOTCA:
- gata BBeAeHNs [LO/MKHOCTHOW MHCTPYKUNUW B AECTBUE;
- yKaszaHue 06 03HaKOM/eHUN paboTHMUKOB C [LOMKHOCTHOM MHCTPYKLMEN U CPOKKN ANS 3TOrO;
- (haMunIMmM 1 JOMKHOCTY NNL, OTBETCTBEHHBIX 3a cobtofeHne JOMKHOCTHOW UHCTPYKLMUK;
- VIHble YC/OBUS.
5.3. YTBepXaeHHble [LO/MKHOCTHbIE MHCTPYKLMW NOANeXaT 06d3aTe/lbHOW PerncTpauumn B COOTBETCTBMM C
TpeboBaHuAMM genonpounssogctsa B MBAOY cnpucBoeHWeM 1M NOPSLKOBOTO HOMepa.
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6. O3HakoMneHne paboTHUKOB C JO/MKHOCTHON MHCTPYKLMER

6.1. O3HakoMneHne paboTHMka MBAOY ¢ [JO/MKHOCTHON WHCTPYKUMei B 006s3aTeNbHOM Mopsgke
OCYLLLECTBNSIETCS NPW NOCTYN/jeHnn Ha paboty B MBOY. O3HakoMeHMe OCYLLECTBASAET 3aBeayHoLnii
MBAOY. Tocne  03HaKOMMeHWs  pabOTHUK  npocTaBnsieT Ha  [JLJOMKHOCTHOM  MHCTPYKLMK
03HaKOMWTE/NbHYIO0 BU3Y - C UHCTPYKLMEn 03HaKOM/eH, faTa, NMOAMUCH.

6.2. O3HakomneHne paboTHMka MBAOY ¢ [O/MKHOCTHON WHCTPYKUMeA B 06s3aTesibHOM nNopsiake
OCYLLLeCTBNSETCA NPU NepeBoe paboTHMKA Ha APYTYH AO/MKHOCTb UM BPEMEHHOM MepeBofe Ha ApYryto
pa6oty. O3HakoM/IeHWe ocyllecTenseT 3aBegyrowmnin MBAOY. [Mocne 03HaKOMIEHUS pPabOTHUK
npoctasnseT Ha JOMKHOCTHON UHCTPYKLUU 03HAKOMUTENbHYIO BU3Y - C UHCTPYKLWEN 03HaKOM/EH, Aara,
MoAMNuCh.

6.3. TpeboBaHuWs, yCTaHOBNEHHbIE B JLOMKHOCTHOW MHCTPYKLUMK, AEACTBUTENbHbLI C TOrO MOMEHTa, Korga
paboTHUK OblN1 C HEI 03HAKOMIIEH.

6.4. B cnyuvae ecnm paboTHMk MBAOY o0TKa3blBaeTca pacnucarbCs B 03HAKOM/IEHUW WX MOSTYYEHUN
[OMKHOCTHON WMHCTPYKLMKN, [aHHbIA O0TKa3 (UKCUMpyeTCs MNyTemM COCTaBNeHWs akTta B MpUCYTCTBUK
He3aMHTepPeCoBaHHbIX CBUAeTenel. B akTe Takke (QUKcMpyeTca (hakT O03HaKOM/eHUs paboTHMKa C
cogep>xaHmem [OMKHOCTHOW WMHCTPYKUUM B UHON thopme (JOMKHOCTHAA WHCTPYKUMS 3a4MTbiBaeTCA
BCNyX 3asegyowmm MBOOY).

6.5. [Ona Tekywein paboTbl C NOAIMHHUKA JO/MKHOCTHOW MHCTPYKLMU CHUMAIOT 3aBEPEHHYIO KOMWIO,
KOTOpPYtO BblaaloT paboTHUKY MBAOY, paboTatollemy B JaHHOW AO/IXXHOCTMW.

7. BHeceHne n3ameHeHnn B JONKHOCTHY MHCTPYKLUNIO

7.1.  BHeceHve n3MeHeHUn B [LO/MKHOCTHYH MHCTPYKLMIO OCYLLECTBAETCA B CIEAYIOWMX CyYanX:
7.1.1. B CBA3N C M3MEHeHMeM 006s3aTeNlbHbIX YCM0BWIA TPYAOBOr0 [AOroBopa. YKasaHHas npouegypa
NPOBOAMTCSA B COOTBETCTBUWM C TpeboBaHWUAMU TpyLoBoro kogekca P® (pabOTHUK [O/MKEH ObiTb He
nosgHee, yem 3a 2 Mecdua [0 npegnonaraemoro U3MEHeHWs NUCbMeHHO yBefoMneH. locne nony4vyeHuns
pabOTHMKOM corfialleHns Ha NPoLo/HKEHNE TPYLOBbIX OTHOLIEHWIA, BHOCATCA U3MEHEHUSA B [LO/KHOCTHYHO
NHCTPYKLNIO).

7.1.2. Npu W3MEHeHUW OpraHU3aLMOHHbIX YCNOBUA Tpyna, 6e3 u3MeHeHWs TPYZOBON (PYHKLMK
paboTHMKaA.

7.2.  3asegywowmii MBAOY unan nnuo, YNnoaHOMOYEHHOE UM, cocTaBnsieT JOMKHOCTHY0 UHCTPYKLUMIO
B HOBOW pefakuuu, KOTOpas COrnacoBbiBaeTCA W YTBEPXKAETCA B COOTBETCTBUM C TPebOBaHMSAMMU,
yCTaHOBNEHHbIMK pa3fgenamn 4 n 5 Hactoawero MonoxeHns. O3HaKoMIeHNe paboTHUKa ¢ [OMKHOCTHOW
WHCTPYKLMER OCyLLecTBASeTCA B COOTBETCTBUM C TpebOBaHMSAMU, YCTAHOBMEHHbIMU pa3genom 6
HacToAaLllero MNMonoxeHns.

8. XpaHeHne JO/MKHOCTHbIX MHCTPYKLNTA

8.1.  [JOMKHOCTHbIE NHCTPYKLNN XPaHATCA B KOMHATE 3aBeAYHOLLETO.

8.2.  [JO/MKHOCTHbIEe MHCTPYKUUKN paboTHMKOB MBAOY noanexaTt NoCTOAHHOMY XpaHeHuto B MBOY
B TeYeHwue Tpex /1eT Nocse UX 3amMmeHbl HOBbIMU.



