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IToJ107xeHHe O 10JKHOCTHOI HHCTPYKIIMH PAOOTHUKOB MYHMIMIIAJIBHOI0 OI0/1>KETHOT 0
AOUIKOJIbHOI0 00pa30BaTeJbLHOI0 YUpe:KIeHHUs -
nerckuid caa «Pomamka»
TykaeBcKOro MyHHIMNAJBHOIO paiioHa
Pecny0siuku Tatapcran
1. O0me mos10KEeHUS
1.1. Hacrosmee [lonoxkeHue o TOJDKHOCTHON MHCTpyKIMH paboTHUKOB (nanee [losoxenue)
MYHUITUIIAIEHOTO OFO/PKETHOTO JIOIIKOJIBHOT000PA30BaTEFHOTO YUPEKICHUS - JETCKUMA Ccajl
«Pomamkay (nanee - MBJIOVY)pa3paboTaHo B 1e/sIX pEryIMpOBaHUs B3aWMOOTHOIIICHUH MEXTY
pabOTHUKOM M pabOTOIATEIEM.
1.2.  Hacrosmee [lonoxxeHue onpenensieT OCHOBHBIE TPEOOBaHUS K CTPYKTYpPE U COJCPKAHUIO
JOJDKHOCTHOW MHCTpYKImu pabotHukoB MBJIOY, a Ttaxke K mnpouemype pa3paboTKu
JNOJDKHOCTHBIX MHCTPYKUMW, TOPSAKY WX TNPHUHATHSA, YTBEPXKICHHs, BHECEHHS B HHX
JOTIOJTHEHUH Y U3MEHEHUH.
2. IloHsiTHE TOJKHOCTHOM MHCTPYKIIMH
2.1. lowokaocTHast wHCTpykus padotHuka MBJIOY (manee - JlomKHOCTHasE MHCTPYKIUS) -
OCHOBaHHBII HA  HOpPMax 3aKOHOJATENbCTBA  OQUIMAIBHBIA  MPABOBOM  JOKYMEHT,
pEerIaMeHTUPYIOIIUN  OpraHU3allMOHHO-TIPAaBOBOE  MoJokeHue pabotHuka MBJIOY, ero
00s3aHHOCTH, IpaBa, OTBETCTBEHHOCTh, OOECIEUUBAIOUIUN YCIOBUA i €ro 3(PQPeKTUBHOI
paboThI P OCYLIECTBICHUN UM TPYIOBOM JIEATEIBHOCTH COTJIACHO 3aHMMAeMO JIOJKHOCTH
2.2. IOJDKHOCTHAsT HWHCTPYKIUS  SBJISICTCS. HOPMATUBHBIM JIOKaJIbHBIM akToM MBJIOY,
peryaupyoomuM oTHomeHus B pamkax MBJIOVY, conepskamuMm oOmieo0s3aTenbHbIe MTpaBUiia
MOBEACHUA Ui BCEX WJIM HEKOTOPbIX YYacCTHMKOB 0Opa30BaTENbHBIX OTHOILIEHUH,
pacCUMTaHHbIM HAa HEOJHOKPATHOE NPHUMEHEHUE, YTBEPKICHHBIM IIPUKA30M 3aBEAYIOIIETO
MB/IOVY.
2.3. JlomKHOCTHas MHCTPYKIMSI COCTaBISIeTCS MO Kaxaod mTtaTHoW nomxHoctd MBJIOY u
00BsBIsETCS PAaOOTHUKY IMOJ PACHUCKY IMPH 3aKIOYEHUU TPYAOBOTO JOTOBOPA, a TAKXKE IPH
MEepeMEeIEHUU Ha APYryl JODKHOCTh UM MpPU BPEMEHHOM HCIOIHEHUH OOS3aHHOCTEH IO
JOJIKHOCTH.
2.4. JlomxHOCTHAs MHCTPYKIIHS pa3padaTbiBaeTCsl UCXOS U3 3a/1a4 U (PYHKIUH, BO3JIOKEHHBIX
Ha KOHKPETHOTO pabOTHHKA, B COOTBETCTBHU CO INTaTHBIM pacmnucanueM, I[IpaBunamu
BHYTpeHHero TpyaoBoro pacnopsaka MBJIOY ¢ cobmonennem Koncturyuun Poccuiickoit
O®epnepaunn, Tpynosoro koxekca Poccuiickont denepanuu U UHBIX HOPMAaTHBHO-IIPABOBBIX
aKTOB.
2.5.  OcHoBo# s pa3pabOTKU TOJDKHOCTHBIX MHCTPYKUUN sBIsIOTCS «KBanudukarmoHHbIe
XapaKTePUCTUKH JOJDKHOCTEH paboTHHKOB oOpa3oBaHus» EuHOTO KBanM(pUKAIMOHHOTO
CIPaBOYHMKA JOJDKHOCTEM PYKOBOJUTENEH, CIEHUAIMCTOB U CIY)XKAIlUX, YTBEPKIECHHOTO
IIpukazom MuHHCTEpCTBA 34PABOOXPAHEHUS U cOLManbHOTO pa3sutus Pocculickon denepanuu
ot 26 aBrycrta 2010 r. Ne761H.
3. TpeOoBanmus, npeabsiBiisieMble K CTPYKTYPe U COAEPKAHUIO T0JKHOCTHOM

UHCTPYKIUH.
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3.1.  JloymKHOCTHAst MHCTPYKILMSL COCTOUT U3 CICAYIOIIUX Pa3IesIOB:
- O061mue moyoXeHus
- Jlo:KHOCTHBIE 00S3aHHOCTH.
- [IpaBa.
- OTBETCTBEHHOCTb.
- B3aumooTtHomenus. CBs3U 10 TOJKHOCTH.
3.2. B paznmene «O0mue noI0KESHUD):
- ycraHaBiIMBaeTcs chepa AeATeIbHOCTH JAHHOTO CIeIHAIHCTa;
- YCTaHABJIMBACTCS MOPSIOK €r0 Ha3HAUYEHUS U OCBOOOKICHHS OT 3aHUMAeMOU JTOJDKHOCTH;
- YCTaHaBJIMBAETCS 3aMELICHUE 10 JI0OJKHOCTU BO BPEMs OTCYTCTBHS;
- OmpedensIoTCs  KBaTM(UKAIMOHHBIE TpeOoBaHus (TpeOOBaHMSA, TPEABSBISEMbIE K
00pa3oBaHUI0 M CTaXy padOTh), MOJAYMHEHHOCTh CIEMUAIUCTa W JIOJDKHOCTHBIC JIMIIA,
KOTOPBIMH OH PYKOBOJIUT;
- IEpEeUUCHSIIOTCS IPaBOBbIE AaKTbl M HOPMATHUBHBIE JOKYMEHTBI, KOTOPBIMU JIOJIKEH
PYKOBOJICTBOBATbCSI CIIELUATIKCT B CBOCH IEATEIBHOCTH.

B pa3nen Moryt ObITh BKJIIOUEHBI Apyrue TpeOOBaHUS U MOJIOKEHUS, KOHKPETU3UPYIOIINE U
YTOYHSIOUIUE CTAaTyC JOJKHOCTHOTO JIMIA U YCIIOBUS €T0 JIeATEIbHOCTH.
3.4. Pazmen «/loKHOCTHBIE OOSI3aHHOCTH» COJCPXKHUT TI€peueHb OCHOBHBIX (DYHKITHA
JOJIKHOCTHOTO JIMIIA, a TaKXKe yKa3bIBalOTCS 00S3aHHOCTU JOJDKHOCTHOTO JIMIA, BO3JIaraeMble
Ha HEro, ykasbplBaeTcsi (opma ero ydactus B YIpaBIEHUECKOM Mpoiecce (pyKOBOJUT,
yTBEpKIaeT, OOEeCHeunBaeT, IMOATOTABIMBAET, PACCMATPUBAET, HCIOJHSAET, KOHTPOJHUPYET,
COTJIACOBBIBAET, NPEACTABISAET, KYpUPYET U T.J1.)
3.5.  Pasmen «IIpaBa» cOIEpXHUT TepeueHb TpaB, IMPEIOCTABISEMBIX CIEIHATUCTY JUIS
BBITIOJTHEHUS BO3JIOKEHHBIX Ha HETO ()YHKITUH U 00s3aHHOCTEH.
3.6. B pasgene «OTBETCTBEHHOCTHY»  YCTAaHABIMBAIOTCS  BUABI  OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE U HEKaYeCTBEHHOE BHITIOJHEHUE CHEIHATINCTOM JIOJDKHOCTHBIX 00s13aHHOCTEN
Y HEUCIOJIb30BaHUE NMPEAOCTABICHHBIX MY IPaB.
3.7. Paznen «B3aumootHomeHus. CBSI3U MO JOJHKHOCTH» COACPKHUT MEpeUeHb JAOKHOCTHBIX
JUIL, ¢ KOTOPBIMHU CHEIHUAIUCT BCTYMAET B CIIy>K€OHbIE B3aMMOOTHOIICHHSI U OOeCreurnBaeTcs
nH(popmalren, yka3plBaloTCsl CPOKHU MOJTYUEHHSI U MTPEeI0CTaBICHUs HH(OPMALINUH, OTIpeIesieTCs
MOPSAAO0K MOIMKUCAHUS COTJIACOBAHUS M YTBEPKICHUS JOKYMEHTOB.
3.8. O0s3aTrenbHBIMU peKBU3UTAMU JIOHKHOCTHOM MHCTPYKITUU SIBIISIOTCS:
- mojHOoe HauMeHoBanrue MBJIOY;
- 3aroJIOBOK K TEKCTY;
- BU3bI COTJIACOBAHUS;
- MIOJMKCh, TPU( yTBEPIKIACHUSI.
4, Tlopsimok pa3paGoTKH, COIJIACOBAHMsS, YTBepP:KIeHHsi M BBeJleHHs] B JelicTBHe
JMOJIKHOCTHON MHCTPYKIUM
4.1. JlokHOCTHas WHCTPYKIMs paspabarbiBaercs 3aBeayommuMm MBJIOY mm6o nwmiom,
yIOJHOMOYEHHbIM 3asenywomuM MBJIOY. B ciyudae, ecnu  JlOJDKHOCTHass HMHCTPYKLMS
paspabaThIBaeTCs JIMLIOM, YMOJIHOMOUYEHHBIM 3aBeayrouuM MBJIOY, To oHa moamuchiBaeTcs
pa3pabOTYUKOM.
4.2. JloikHOCTHAsE MHCTPYKLHUA TMOCHE pa3paboTKu mepenaercs B HPO(GCOIO3HBIM KOMUTET
MEepPBUYHON  MPO(COIO3HONW  OpraHu3alvu, MPEICTABISIONINA  HHTEpechl  OOJBIIMHCTBA
pabotaukoB MBJ/IOVY (manee - mpodcoro3ubiii koMuteT). [Ipodcoro3Hbiii KOMUTET B CPOK HE
MO3/7Hee JAeCATH pabdouyux AHEH co THS moixydeHus J(ODKHOCTHON MHCTPYKIUHU OCYLIECTBIISIET
coryacoBanue J{oMKHOCTHOM MHCTpYKUUU. B cinydae, ecnu mpodcoro3HbIi KOMUTET HE corjaceH
¢ TekcToM JlOJPKHOCTHON MHCTPYKIUH JTUOO BHOCHUT IMPEUIOKEHUS 110 €r0 COBEPIIEHCTBOBAHUIO,
To 3aBeaytomiemy MBJIOY nHanpansercs MOTUBHpOBaHHOE MHeHue. 3aseayrommii MB/IOY
MOXKET COIJIaCUTbCd C HHUM JIMOO 00s3aH B TeueHHE ISATH JHEH Tocie MOoJyd4eHUus
MOTHBHUPOBAHHOTO MHEHHs MPOBECTH JOMOJHUTENIbHbIE KOHCYJIbTAllMM C MPOQCOIO3HBIM
KOMHUTETOM B LIEAX JOCTHKEHHSI B3aUMOIIPUEMIIEMOTO PELICHMSL.

[Ipy HeZOCTMXKEHUM COTJIacHs BO3HUKIIME pa3zHOINIAcHs O(GOPMIISIOTCS MPOTOKOJIOM,

nociie yero 3ageayromnii MbBJIOY umeer npaso yrBepanTh J{0KHOCTHYHO HHCTPYKIUIO.
5. YrBepxaenue J01:KHOCTHOI HHCTPYKIMHU
5.1. 3asenyroumiit MB/IOY yrBepxkaaer JlO/DKHOCTHYIO HMHCTPYKIHMIO ITyTeM HW3JaHUA
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COOTBETCTBYIOILETO MTPUKA3a.
5.2. B mpukase B 00s13aT€IILHOM MOPSIIKE YKA3BIBAIOTCS:

- nata BBeAeHUA [J0J>KHOCTHOM UHCTPYKUHUH B JEHCTBUE;

- yKazaHue 00 03HaKOMJICHHH PAOOTHHUKOB ¢ JIOHKHOCTHON MHCTPYKITUEH M CPOKH JIJISl 3TOTO;

- (paMuIMK ¥ TOIHKHOCTH JIML, OTBETCTBEHHBIX 32 COO0eHNe J{0IDKHOCTHON HHCTPYKIINH;

- UHbIE YCIIOBHUS.

5.3. VYtBepxkaeHnusie JlOJDKHOCTHBIE HHCTPYKIMHM TOJIEKAT OO0S3aTENbHOW pErUCTpaluy B
COOTBETCTBUU ¢ TpeOOBaHUAMU Jienonpon3BoicTBa B MBJIOVY ¢ mpucBoeHHEM MM TOPSIKOBOTO
HOMeEpa.

6. O3HakoMJIeHUe PA0OTHUKOB ¢ Jl0JI’KHOCTHOI HHCTPYKIMeii

6.1. O3nakomnenne pabotHuka MBJIOY ¢ JIOIDKHOCTHOW WHCTPYKIMEH B 00s3aTCILHOM
MOPSIIKE OCYLIECTBIISIETCS MpU  MOCTyluieHnn Ha pabdory B MBJIOY. O3nakomienue
ocymectBisier 3aBeayromuii MBJIOY. Ilocnme o3HakomiieHust paOOTHUK MPOCTABISET Ha
JIOJKHOCTHOW HMHCTPYKUMU O3HAaKOMHTENIBHYIO BHU3y - C HHCTPYKUMEH O3HAaKOMIIEH, Jara,
MOATIHCH.

6.2. O3nakominenne pabotHuka MBJIOY ¢ JIODKHOCTHOM WHCTPYKIMEH B 00s3aTeIbHOM
MOPSIIKE OCYIIECTBIIIETCS MPH MepeBojie pabOTHHKA Ha JIPYr'yl0 JIOJDKHOCTb WM BPEMEHHOM
nepeBojie Ha Apyryro paborty. O3HakomieHue ocyiiecTBiseT 3aBeayromuiit MBJIOY. Ilocre
03HaKOMJIEHHUS paOOTHUK MpocTaBiisieT Ha JIODKHOCTHONM MHCTPYKIMU O3HAKOMUTENBHYIO BU3Y -
C MHCTPYKIIMEH 03HAKOMJIEH, J1aTa, MOAIHUCH.

6.3. TpeOboBanus, ycTaHOBICHHBICE B JIOJDKHOCTHOW WHCTPYKIIHH, JIEHCTBUTEIBHBI C TOTO
MOMEHTAa, Korjia pabOTHUK ObLI C HEM 03HAKOMJIEH.

6.4. B cayuyae ecnu pabotHuk MBJIOY oTka3pIBaeTCsl paciucaThCs B O3HAKOMIICHUHW WA
nostyueHuu J{oKHOCTHOM MHCTPYKIMH, JaHHBIM 0TKa3 (PUKCUPYETCs IyTeM COCTaBJIEHUS aKTa
B IPHUCYTCTBHUM HE3aWHTEPECOBAaHHBIX cBHUjaeTesned. B akrte Takxke Quxcupyerca ¢akr
O3HaKOMJIEHHs pPaOOTHHKA C cojepkaHueM JOKHOCTHOM MHCTPYKIMM B HHOM (opme
(JomKkHOCTHAs MHCTPYKIUS 3a4UThIBaeTCs BCayX 3aBeayouum MBJIOY).

6.5. [ns texymel pabOThI C MOIMHHUKA JOHKHOCTHOW WHCTPYKIIMM CHUMAIOT 3aBEPEHHYIO
KOIIHIO, KOTOPYIO BbIAatOT pabotHuky MBJIOVY, paboTatomemy B JaHHOH TOJKHOCTH.

7. BHecenue u3mMeHeHuii B JI0J2KHOCTHYI0O HHCTPYKIMEO

7.1. Bnecenue um3MeHeHMid B JIOJDKHOCTHYIO HHCTPYKIHMIO OCYIIECTBIISIETCS BCICTYIONTUX
ClIyJasx:

7.1.1. B cBf3M C HW3MECHEHHEM OO0s3aTCIBHBIX YCIOBHH TPYJOBOTO JOTOBOpA. YKa3aHHas
MpoLeaypa IPOBOJUTCS B COOTBETCTBHM C TpeOoBaHusAMHU TpymoBoro konaekca PD (paGoTHuk
JOJKeH OBITh HE MO3JHEe, YeM 3a 2 Mecsla JI0 MPEANoIaraeMoro M3MEHEHHs MHCbMEHHO
yBegomieH. Ilocne mosiyueHuss paOOTHHKOM COTJIAIIEHHS HA TMPOJOJDKEHHE TPYIOBBIX
OTHOIICHU, BHOCSTCS U3MEHEHUS B JIOKHOCTHYIO HHCTPYKIIUIO).

7.1.2. npu M3MEHEHHH OPraHU3AIMOHHBIX YCIOBUH Tpyna, 0€3 U3MEHEHHS TPYAOBOW (PyHKIIMH
paboTHHKA.

7.2.  3asenyroumit MBJIOY wunu nuno, ynoJHOMOYEHHOE UM, COCTaBiseT J{OMKHOCTHYIO
WHCTPYKIUIO B HOBOM pelaklnU, KOTOPasi COTJIACOBBIBAETCS U YTBEPKIAETCA B COOTBETCTBUU C
TpeOOBaHUAMU, YCTAaHOBIEHHBIMU pazzaenamu 4 u 5 Hactosmiero Ilonoxxenus. O3HakomIiieHUE
paboTHuka ¢ JIOKHOCTHONW MHCTPYKLMEH OCYIIECTBISETCS B COOTBETCTBUH C TPEOOBAHHIMH,
YCTaHOBJICHHBIMH pa3ienioM 6 Hactosiero [lonoxenus.

8. XpaHeHue J0KHOCTHBIX HHCTPYKIMIi

8.1.  JIo/KHOCTHBIE HHCTPYKIIMU XPAHATCS B COOTBETCTBHH C MPABUJIAMU, YCTAHOBJICHHBIMU B
[lepeuHeM THUIOBBIX YIPABIEHUYECKUX APXUBHBIX JTOKYMEHTOB, OOpa3ymoIIUXCs B Ipolecce
JESITEIbHOCTH F'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTI'O CaMOYIPABIIEHUS U OpraHu3alui,
YTBEPXKACHHBIM IpUKa3oM MuHKynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2.  JlomkHOCTHBIE HHCTPYKLUHU paboTHUKOB MBJIOY nojexar nocTOSHHOMY XpaHEHUIO B
MB/IOV B TeueHue Tpex JET NOCiE X 3aMEHBI HOBBIMU.
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