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HHOJIOKEHHUE \_

0 J0/IKHOCTHO MHCTPYKUMHU Pa0OTHUKOB
MYHHUIIUNIAJIBHOI0 OI0/’KETHOI0 JOIIKOJIBbHOr0 00pa30BaTeIbHOI0 YUpeKIeHHUs
«Jlerckuii cag Ne4» KOMOMHHPOBAHHOIO BUAA ILT.T. Ypyccy FOTazunckoro
MYHMUIHMNAJIBHOTO paiiona Pecnyoaiukn Tarapcran
(MBAOY «/erckuii cax Ned» 1.r.T. Ypyccy)

1. OBIIME ITOJIOKEHU A

1.1. Hacrosimee IlonmokeHne o IOMKHOCTHOM WHCTPYKIMHU paboTHUKOB (nanee IlomoxxeHue)
MyHUIMIaTBHOTO OFO/PKETHOTO JIOIIKOJIBHOTO 00pa30BaTeNbHOTO YUpexkIeHHs «JleTckuil can
Nedy» komOuHMpoBaHHOro BHJIa I.I.T. Ypyccy HOTa3MHCKOro MyHUIMNAIBHOIO paloHa
Pecnyomuku Tartapcran (mamee - MBJOY) paspabotaHo B HelsX  peryIupOBaHHS
B3aMMOOTHOIIEHUH MeX /1y paOOTHUKOM U paboToiaTeneM.

1.2. Hacrosmee [lonoxenue onpenensieT OCHOBHbIE TPEOOBAaHUS K CTPYKTYPE U COAEPIKaHUIO
JOJDKHOCTHOM MHCTpyKIuM pabotHukoB MBJIOY, a Takke K mpoueaype pa3paboTKu
JOJKHOCTHBIX MHCTPYKLUH, IOPSIIKY UX MPUHSATHSL, YTBEPKACHUSI, BHECEHUSI B HUX JONOJIHEHUN
Y U3MEHECHUM.

2. MOHSATHE JJOJJKHOCTHOM UHCTPYKIINA

2.1. NomxHocTHas uHCTpyKuus padotHuka MBJIOY (manee - JlOMKHOCTHAs MHCTPYKIUS) -
OCHOBaHHbII Ha HOpPMAax 3aKOHOAATEIbCTBA  O(UIMAIBHBIA  [PaBOBOM  JTOKYMEHT,
pEerJaMeHTHPYIOIIUNA  OpraHU3alMOHHO-TIpaBOBoe mojoxeHue pabotHuka MBJIOY, ero
00s13aHHOCTH, IpaBa, OTBETCTBEHHOCTh, OOECIEUUBAIOLIUN YCIOBUSA i1 €ro 3(QQeKTUBHON
paboThI PH OCYIIECTBICHUU UM TPYIOBOM EATEIILHOCTH COITIACHO 3aHUMAEMOM JT0JIKHOCTH
2.2. JlomxHOCTHasT MHCTPYKLUS SBJISETCS HOPMATHUBHBIM JIOKaldbHBIM akToM MBJIOY,
peryaupymoomuM oTHomeHus: B pamkax MBJIOVY, conepxamium oOmieoOs3arenbHble MpaBuiia
MOBEIEHUA I BCEX MM HEKOTOPbIX YYaCTHMKOB 0Opa30BaTENIbHBIX OTHOIIECHUH,
pacCUMTaHHBIM Ha HEOJHOKPATHOE IIPUMEHEHHUE, YTBEPKICHHBIM IIPUKA30M 3aBEIYIOLIErO
MBJIOV.

2.3. JIomKHOCTHAss MHCTPYKLUS COCTaBJSAETCS MO Kaxaod wmraTHOW nomkHoctd MBJIOY u
00BsBIsSETCS paOOTHUKY MOJ PAaCHUCKY MPHU 3aKIIOYEHHH TPYAOBOIO JOrOBOpa, a TaKXkKe MpHU
nepeMeleHN Ha JAPYrylo JOJDKHOCTb M IPH BPEMEHHOM MWCIOJHEHMHM OOS3aHHOCTEH IO
JTOJKHOCTH.

2.4. JlomxHOCTHAsT MHCTPYKIUS pa3pabaThIBaeTCs UCXOAS M3 3a/1a4 U (DYHKIMH, BO3T0KEHHBIX
Ha KOHKPETHOro paOOTHHKA, B COOTBETCTBHMM CO IITaTHBIM pacnucaHueM, llpaBunamu
BHYTpeHHero TpyaoBoro pacrnopsiaka MBJIOY ¢ cobmonennem Koncturynuu Poccuiickoit
®enepannn, TpynoBoro koxekca Poccuiickoir ®Penepanvii M HHBIX HOPMAaTHBHO-IIPABOBBIX
aKTOB.

2.5. OcHOBO#l nnsi pa3pabOTKH JTOJDKHOCTHBIX WMHCTPYKUUH siBisitoTcs «KBanudukannoHHbIE
XapaKTEePUCTHKH JOJDKHOCTEH pabOTHUKOB o00pa3oBaHus» EIuHOro KBalu(UKAIMOHHOTO
CIIPaBOYHMKA JIOJDKHOCTEH PYKOBOAMUTENIECH, CHEIUAIMCTOB M CIYXKAIUX, YTBEPKIECHHOTO
IIpukazom MuHuCTEpPCTBA 3ApaBOOXPAHEHUS U coLUanbHOro passurus Pocculickon denepanuu
oT 26 aBrycra 2010 r. Ne761H.

3. TPEBOBAHUs, HNPEABABJIAEMBIE K CTPYKTYPE MU COIEPKAHHUIO
JTOJPKHOCTHOM MHCTPYKINU.
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3.1. lomKHOCTHAs MHCTPYKIIMSI COCTOUT U3 CIEIYIOIIMX Pa3/IeioB:

- OGmIMe MoyIoKEeHUS

- JIoJDKHOCTHBIE 00S3aHHOCTH.

- [Ipaga.

- OTBETCTBEHHOCTb.

3.2. O0s3aTenbHBIMU PeKBU3UTAMU JIOKHOCTHOW MHCTPYKITUH SIBIISTFOTCSI:

- nosiHoe HanmMeHoBanue MbBJIOVY;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COIJIACOBAHUS;

- IOJNHUCH, TPpU( YTBEPHKICHUS.

4. MOPAJOK PASPABOTKU, COI'JIACOBAHUA, YTBEPXKIAEHUSA U BBEJIEHUS B
JIEMCTBHUE JJOJT’KHOCTHOM HHCTPYKIIMA

4.1. JlomKHOCTHasi MHCTPYKUusi paspabateiBaercst 3aBenyromuMm MBJIOY mum6o mnwuiom,
ynoiHoMO4eHHbIM 3aBeayronuM MBJIOY. B caydae, ecnu JloJDKHOCTHAasi WHCTPYKUMS
pa3zpabaThIBaeTCsl JUIIOM, YIOJHOMOUYEHHbIM 3aBenytouuM MBJIOY, To oHa moamuchkiBaeTcs
pa3pabOTUYNKOM.

4.2. JloJDKHOCTHAsi MHCTPYKIUS TMOcie pa3paboTKH Tmepenaercs B TPO(PCOIO3HBIH KOMUTET
NEPBUYHON  MPO(COIO3HON  OpraHu3aluy, NPEACTABIAIOMIUNA HHTEPEChl  OOJBIIMHCTBA
paboraukoB MBJIOVY (manee - nmpodcoro3nbiii komuter). [Ipodhcoro3HbIi KOMUTET B CPOK HE
MO37HEE JeCATH pabdoyux AHEW co JHS monydeHust JlOKHOCTHOW MHCTPYKLIMU OCYILECTBIISET
cornnacoBanue J[OJPKHOCTHON MHCTPYKIIUH. B ciryuae, eciu po)COrO3HbBIN KOMHTET HE COTJIACEH
¢ TeKCTOM JIOMKHOCTHOW MHCTPYKIMU JIUOO BHOCUT MPEAJIOKEHHUS [0 €r0 COBEPIICHCTBOBAHHUIO,
to 3aBenytouiemy MBJIOY HanpaBisieTcss MOTUBHpPOBaHHOE MHeHue. 3aBeayrouuiit MBJIOY
MOKET COTJIACUThCS C HUM JUOO 005f3aH B TEYEHHE TATH JHEH T[ocie MOTyYeHHs
MOTUBUPOBAHHOTO MHEHHMSI IPOBECTH JIONOJHUTENIbHbIE KOHCYJIbTAUU C MPO(COIO3HBIM
KOMUTETOM B LIEJISAX TOCTUKEHUS B3aUMOIIPUEMIIEMOTO PELICHUSI.

[Ipy He JOCTHMIXKEHUM cOracus BO3HUKILME pa3HOrIacus OQOPMIISIIOTCS MPOTOKOJIOM, IOCIe
yero 3asenyromuii MBJIOY umeet npaBo yrBepauTh JOMKHOCTHYIO HHCTPYKIUIO.

5. YTBEPKJEHHUEJIOJ)KHOCTHOM MHCTPYKIIUN

5.1. 3asegyrommit MBJIOY yrBepxmaer JlOMKHOCTHYIO MHCTPYKLHMIO IIyTEM HW3JAaHUS
COOTBETCTBYIOILIETO TPHUKa3a.

5.2. B npukase B 00s13aTEIbHOM TOPSAKE YKA3bIBAKOTCS:

- 1ara BBeIeHUs [JOJKHOCTHON MHCTPYKIIMH B JIEHCTBUE;

- yKa3aHue 00 03HaKOMJIEHUH paOOTHUKOB C JIOIDKHOCTHOM MHCTPYKLIMEH U CPOKH /7S 3TOTO;

- MHBIE YCIIOBUSI.

5.3. Vr1BepxaeHHble J[ODKHOCTHBIE WHCTPYKIMU TMOMAJEXKAT OO0s3aTENbHON PETUCTpallid B
COOTBETCTBUU ¢ TpeOoBaHUsAMH jesonpou3BoacTBa B MBJIOVY ¢ nmpucBoeHreM UM MopsiikoBOTO
HOMeEpa.

6. O3BHAKOMJIEHHUE C JOJI’KHOCTHOM MHCTPYKIIMEN

6.1. Osznakomnenue padbotHuka MBJIOY c¢ JloKHOCTHON HWHCTpyKUHEH B 00s3aTeTbHOM
NOpSAJKE OCYLIECTBISIETCd MpU MOCTyluieHuHn Ha pabdory B MBJIOY. O3nakomiieHue
ocymectsisier 3aBeayrouii MBJIOY. Ilocne o3HakomieHHs paOOTHHK THPOCTaBIsSET Ha
JIOJDKHOCTHOM WMHCTPYKIIMM O3HAaKOMHUTEIBHYKO BH3y - C HMHCTPYKIMEN O3HAaKOMIJIEH, JaTa,
MOJIUCH.

6.2. Osznakomienue pabotHuka MBJIOY c¢ JlomKHOCTHOM HHCTpyKUHEH B 00s3aTeIbHOM
HOpPSI/IKE OCYILECTBIIAETCS MpHU MepeBojie pabOTHHKA Ha JPYTYIO JOJDKHOCTh MM BPEMEHHOM
nepeBojie Ha Apyryro paboty. O3HakomiieHue ocymectBiser 3aBenyronmii MBJIOVY. Tlocne
03HAKOMJICHHUS PaOOTHHUK MPOCTaBIsieT HAa JJOMKHOCTHOM HHCTPYKIIMKA 03HAKOMUTENBHYIO BU3Y -
C MHCTPYKIIMEH 03HaKOMJIEH, JaTa, MOAIHUCH.

6.3. TpeGoBanwusi, ycTaHOBJIECHHbIE B JIODKHOCTHOW HHCTPYKIIMH, ACHCTBUTEIHHBI C TOTO
MOMEHTAa, KOTJja paOOTHUK OBbLII C HEW 03HAKOMIIEH.

6.4. B cnyuae ecnmu paborHuk MBJIOY oTka3biBaeTcs pacmucaThbCsi B O3HAKOMIICHUU WIIH
nosiyueHuu J{oJKHOCTHON MHCTPYKIIMH, JAaHHBINA OTKa3 GUKCUPYETCs IyTEeM COCTaBJICHHS aKTa B
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NPUCYTCTBUM HE3aMHTEPECOBAHHBIX cBHAeTeNe. B akrte Takke ¢ukcupyercs ¢akt 3
O3HAKOMJICHHsI pabOTHHKA C cojaepxkaHueM JIOIDKHOCTHOM WHCTPYKIIMM B WHOW QopMme
(JomxHOCTHAs MHCTPYKLMS 3a4UThIBAaeTCs BCiIyX 3aBeayromum MBJIOY).

6.5. Jlna texkymed paboThl ¢ MOJIMHHUKA JODKHOCTHOW MHCTPYKIIMM CHUMAIOT 3aBEPEHHYIO
KOTIHIO, KOTOPYIO BeIAatoT pabotHuky MBJIOY, pabGoratoemy B JaHHOM TOMHKHOCTH.

7. BHECEHUE U3MEHEHMM B JIOJZKHOCTHYIO HHCTPYKIIHIO

7.1. BHeceHune uszMeHeHUN B JOJDKHOCTHYIO MHCTPYKIMIO OCYILECTBISETCS B CIEAYIOLIMX
ClIyyYasx:

7.1.1. B cBsf3u C W3MEHEHHEM O0S3aTeNbHBIX YCIOBHI TPYAOBOTO JOTOBOpa. YKa3zaHHas
npoueaypa IpoBOAUTCA B COOTBETCTBUU C TpeOoBaHUsMU TpynoBoro xoaekca PO (paboTHuk
JOJDKEH OBITh HE TMO37HEe, YeM 3a 2 Mecsla JI0 IMPearnojaracMoro M3MEHEHHs MHCbMEHHO
yBenomiieH. Ilocie monyueHuss paOOTHMKOM COTJAlllEHHs Ha TMPOAOJDKEHUE TPYIOBBIX
OTHOLIEHUH, BHOCSTCS U3MEHEHHU B JIOJDKHOCTHYIO HHCTPYKLHUIO).

7.1.2. Ilpn u3MEHEHUU OpPraHU3alMOHHBIX YCJIOBHH Tpynaa, 0€3 U3MEHEHUs TPYI0BOH (YHKIIUH
paboTHHUKA.

7.2. 3aBenytomuii MBJIOY wim nuio, ymnoJHOMOYEHHOE UM, COCTaBigeT J{OMKHOCTHYIO
MHCTPYKLHMIO B HOBOM pEeAaKIMK, KOTOpasi COIrJIaCOBBIBAECTCA U YTBEP)KIAETCSI B COOTBETCTBUH C
TpeOOBaHUSIMU, YCTAaHOBIEHHBIMU pazaenamu 4 u 5 Hacrosuero [Tomoxxkenus. O3HakoMieHue
pabotHuka ¢ J{0JPKHOCTHOM MHCTPYKIIMEH OCYIIECTBIISIETCS B COOTBETCTBUM C TPEOOBAHUSIMH,
YCTaHOBJICHHBIMU pa3ziesioMm 6 Hacrosiuiero [lonoxenus.

8. XPAHEHUE JOJI’KHOCTHBIX HHCTPYKIIUM

8.1. JI0J’KHOCTHBIE MHCTPYKIMU XPAHATCS B COOTBETCTBUU C MPABUJIAMHU, YCTAHOBJIECHHBIMHU C
[lepeuHeM THUIIOBBIX YIPABIEHYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yIOUIMXCS B TMpoIecce
JIeATEIbHOCTH TOCY1apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYITPABJIEHUS U OpraHu3alui,
YTBEPAKACHHBIM NprkazoM MuHkynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2. JomxHOocTHBIE MHCTpYKIMU paboTHUKOB MBJIOY momnexaT moCTOSHHOMY XpaHEHHUIO B
MB/IOV B TeueHue Tpex JET M0cie UX 3aMEHbl HOBBIMHU.
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