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CorJacoBaHo
[Ipeacenarens npodcoOrO3HOTO KOMUTETA

MNOJIO’KEHHUE

0 10JIKHOCTHOI MHCTPYKIUHM PA0OTHHUKOB MYHHIMIIAIBHOI0 0I0/1’KETHOI0 JOIIKOJIbHOI0
0o0pa3oBaTeIbHOrO yupe:kaeHus «Jly4oBckuii 1erckui cag»
YncTonoabCKOro MyHUIIMNAJIBHOTO paiiona Pecny6auku Tarapcran.

O01mme nooKeHus.

1.1  Hacrosmiee noyiioxeHue O JOJDKHOCTHON MHCTPYKUUHU paboTHUKOB (fanee — [lomoxeHue)
MYHHIUIIAIBHOTO OIO/KETHOTO JIOIIKOJIBHOTO yUpexaeHus «JIydoBckuil neTckuii cagy (manee
— MB/IOY) pa3paboTaHo B LEISIX PEryIHpOBaHUS B3aUMOOTHOIIEHUH MeXIy paOOTHUKOM H
paboToaaTtenem.

1.2 Hacrosmee [lonosxeHune onpezaenseT OCHOBHBIE TPeOOBaHUS K CTPYKTYPE U COJIEPKAHHIO
JOJDKHOCTHOM WHCTpYKIMu pabotHukoB MBJIOY, a Takke Kk mpoueaype pa3paboTKu
JOJKHOCTHBIX MHCTPYKIIMM, OPSAJKY X MIPUHSTHS, YTBEPKACHUS, BHECEHUS B HUX JJOMOJIHEHUN
Y U3MECHEHUM.

2.11oHsATHE JOKHOCTHON MHCTPYKIHH.

2.1 HomxHocTHast MHCTpYyKuus pabotHuka MB/IOY (nmanee — JlomkHOCTHAsT MHCTPYKLUS) —
OCHOBAHHBI Ha  HOpPMax 3aKOHOJATENbCTBA  OQHUUIMAIBHBIM  MPAaBOBOW  JOKYMEHT,
perJIaMeHTHPYIONIN, OpraHU3alMOHHO — TpaBoBOoe MoJyiokeHHe padotHuka MBJIOVY, ero
0053aHHOCTH, NpaBa, OTBETCTBEHHOCTb, OOECIEUUBAIOIIMN YCIOBHUA Uid ero 3¢ ¢eKTUBHOU
paboTHI P OCYIIECTBICHUU UM TPYIOBOH AEATEIBHOCTH COINIACHO 3aHUMAEMOM JOIKHOCTH.



2.2 JlomKHOCTHasT MHCTPYKLUS SBISETCS HOPMATHUBHBIM JIOKaNbHBIM akToM MBJIOY,
perynupyoomuM oTHolieHuss B pamkax MBJIOVY, copepxamuM o01ieo0s3aTeNnbHbIE MTpaBHiia
MOBEJICHUS. I BCEX MIM HEKOTOPHIX YYaCTHUKOB 00pa3oBaTelbHBIX OTHOILCHHH,
pacCUMTaHHBIM Ha HEOJHOKPATHOE IIPUMEHEHHUE, YTBEPXKACHHOM IIPHKA30M 3aBELYIOLIErO
MB/IOV.

2.3 JIOJDKHOCTHAsi MHCTPYKIHMSA COCTAaBIIETCA MO KaxkaoW mratHoM nosmkHoctd MBJIIOY n
00BsIBIIACTCS paOOTHUKY IMOJ PACIUCKY MPU 3aKIIOYEHUU TPYAOBOTO JIOTOBOpA, a TaKXkKe NpU
MepeMeIlleHnH Ha JAPYrylo AODKHOCTh M IPU BPEMEHHOM HCIOJIHEHMHM OO0S3aHHOCTEH 10
JOJIKHOCTH.

2.4J1omKHOCTHAS MHCTPYKITUS pa3paldaThIBaeTCs UCXOAS M3 3a7a4 U (DyHKIIMIA, BO3JI0KEHHBIX Ha
KOHKPETHOI'0 paOOTHUKA, B COOTBETCTBUU CO IITATHBIM pacnucaHueM, [IpaBuiiaMu BHYTpEHHETO
TpynoBoro pacrnopsiagka MBJIOVY, c¢ cobmonenunem Koncturymuu Poccuiickoit denepanmu,
Tpynosoro koaekca Poccuiickoit denepanyi 1 UHBIX HOPMAaTUBHO — IIPABOBBIX aKTOB.

2.5 OcHoBOW mis pa3pabOTKH JOJDKHOCTHBIX HHCTPYKIMHA SBISIOTCS «KBanupukarmoHHbIe
XapaKTEePUCTHKH JIOJDKHOCTeH pabOTHMKOB o00pa3oBaHus» EIuHOrO KBalM(pUKAITMOHHOTO
CIPAaBOYHMKA JOJDKHOCTEM PYKOBOIUTENEH, CIIEHHUAIMCTOB M CIYXallHUX, YTBEPXKICHHOTO
MIpUKa30M MHHHCTEPCTBA 31paBOOXPAHEHUs U COLMAIBHOrO pa3Butus Poccuiickoit @enepannu
oT 26 aBrycta 2010r. Ne 761H.

3. TpeGoBaHusi, npeabsiBjIsieMble K CTPYKTYpe M COJEPKAHUIO TOJKHOCTHOM
UHCTPYKIWH.

3.1 JlomxHOCTHAsI MHCTPYKIIHUSI COCTOUT U3 CIEAYIOIINX Pa3/IeoB:

- O01Me noJI0KEHUS

- JlomxHOCTHBIE 0053aHHOCTH

- IIpaBa

- OTBETCTBEHHOCTh

- BzaumooTHomenus. CBs3H MO AOTKHOCTH.

3.2 B paznene «O01mue moI0KEeHUS»:

- yCTaHaBIMBaeTcs chepa NesTENbHOCTH JaHHOTO CIIeHHATHNCTa;

- YcTaHaBIMBaeTCs IOPSIIOK €r0 Ha3HAYEHUSI U OCBOOOXKACHUS OT 3aHUMAEMOM T0JDKHOCTH;

- YCTaHaBIMBAETCS 3aMEIlEHHE 10 JOJDKHOCTH BO BpEMs OTCYTCTBHS;

- ompefensioTcss  KBalU(UKAIMOHHbIE  TpeOoBaHUS  (TpeOOBaHUS,IIPEIBSABISIEMbIE K
0o0pa3oBaHUI0 M CTaxy paboThl), MOMYMHEHHOCTh CIEUUATNCTa M JOJKHOCTHOTO JIMIIA,
KOTOPBIMU OH PYKOBOIUT;

- MEpPEUYMCISIIOTCA TMPaBOBbIE aKThl M HOPMATUBHBIE JIOKYMEHTBI, KOTOPBIMH JOJIKEH
PYKOBOJICTBOBAThCS CIICIIMAIIUCT B CBOCH JEATEILHOCTH.

3.3. B pa3aen MoryT ObITh BKJIIOUYEHBI ApyTrue TpeOOBaHUS U MOJIOKEHHUS, KOHKPETU3UPYIOIIHE U
YTOUYHSIOIINE CTATYC JOHKHOCTHOTO JIUIA U YCIIOBUS €0 JEATeIbHOCTH.

3.4 Pazgen «/lomxHOCTHBIE OOS3aHHOCTH» COAEPKHUT TEPEUEHb OCHOBHBIX (DYHKIIHIA
JIOJDKHOCTHOTO JIMIIA, & TAK)KE YKA3BIBAIOTCS 00sI3aHHOCTHU JOJKHOCTHOTO JIUIIA, BO3JIaraeMbie Ha
HEro, YKa3bIBaeTcsi opMa €ro y4yacTusi B YIpaBICHUYECKOM Mpoliecce (PYKOBOIUT, YTBEPKIAET,
oOecre4ynBaeT, MOJArOTaBIMBAET, PACCMATPUBAET, HCIIONHSET, KOHTPOJIUPYET, COTJIACOBBIBAET,
MpeACTaBIsAET, KYpUPYET U T.N)

3.5 Pazpmen «lIpaBa» coaepKUT NEpeyYeHb MpaB, NPEAOCTABISAEMBIX CHCHHAINCTY A
BBITIOJTHEHMSI BO3JIO)KCHHBIX HA HETO (PYHKIIHMA U 00s3aHHOCTEH.

3.6 B pasmene «OTBETCTBEHHOCTb» YCTAaHABIMBAIOTCS BHJBI  OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE U HEKAUYECTBEHHOE BBIMIOJHEHUE CIEIIHAINCTOM JOKHOCTHBIX 0053aHHOCTEMH
Y HEUCHOJIb30BaHUE MPEJOCTaBICHHBIX MY IIpaB.

3.7 Paznen «B3anMooTrHomeHus. CBs3U MO JODKHOCTHY COAECPKUT NEPEUYEHb JOJKHOCTHBIX
JIMI, C KOTOPHIMH CHEIHAIMCT BCTYMAeT B CIIy>KeOHbIE B3aMMOOTHOIICHUS M IMPEI0CTaBICHUU
nH(pOpMAIINH, OTIPEACIISETCS MOPSIO0K MOMUCAHUS, COTJIACOBAHUS M YTBEPKIACHHS JOKYMEHTOB.



3.8 O0s3aTeNbHBIME PEKBU3UTAMHU J|OMKHOCTHOW UHCTPYKIIUU SIBIISIFOTCSI:
- monHoe HauMeHoBanue MBJIOVY;

- 3ar0JIOBOK K TEKCTY;

- BU3bI COTJIaCOBaHMS;

- IOJIUCh, TPU( YTBEPKIACHUS.

4. llopsaoxk pa3padOTKH, COIVIACOBAHHUS, YTBEpPXKACHHSI W BBeJleHHEe B JIeHCTBHE
AOJI’KHOCTHOW MHCTPYKIHH.

4.1 [JomxHocTHas MHCTpyKUHus pas3pabatbiBaeTcs 3aBenyroumm MB/IOY. B ciyudae ecnn
JlommxHOCTHAs MHCTPYKIUSL pa3palaThiBaeTCs JHUIOM, YIOJIHOMOYEHHBIM 3aBeIyIOIINUN
MB/IOY, To oHa MOAMUCHIBACTCS Pa3paboOTUUKOM.

4.2 JIomKHOCTHAsE WHCTPYKIUS TOCTE pa3pabOTKH TepenaeTcs B MPOQPCOIO3HBIA KOMHUTET
MEepPBUYHON  TPO(COIO3HONW  OpraHu3allid, MPEICTaBISIONUI  WHTEpeChl  OOJBITMHCTBA
pabotarkoB MBJIOY (manee — mpodcoro3ubiii komuteT). [Ipodcoro3HbIIT KOMUTET B CPOK HE
MO3/IHee JecATH pabounx JHe co IHS monydeHHs J[oKHOCTHOM WHCTPYKIMU JHOO BHOCHT
NPEJIOKEHU IO €ro COBEPIIEHCTBOBaHUIO, TO 3aBeayromiemy MBJIOY Hanpasisercs
MOTHBHpPOBaHHOE MHeHue. 3aBeaytromnii MBJIOY Moxer cormacuthCcsi ¢ HUM, MO0 0053aH B
TEYEHUU IISITH JHEH IMOCie MOJy4YEeHHUs] MOTUBUPOBAHHOTO MHEHMS MPOBECTU JOMOJHUTEIbHBIE
KOHCYJbTAIlMM C TPO(COIO3HBIM KOMHUTETOM B LEISIX JOCTH)KEHUS B3aWMOIPUEMIIEMOTO
peueHusl.

[lpn HemOCTMKEHHWW COTJIacHsi, BO3HHUKIINE pa3HOTIacus O(GOPMISIFOTCS MPOTOKOJIOM, TOCIHE
yero 3aseayrommiit MBJIOY umeet npaBo yTBepauTh J{OTKHOCTHYIO HHCTPYKIIHUIO.

5. Yr1Bepxkaenue J0:KHOCTHONH HHCTPYKIUM.

5.1 3asenyrommii MBJIOY yrBepxknaer JIOJKHOCTHYIO HWHCTPYKLHMIO IIyTEM W3AaHMA
COOTBETCTBYIOILIETO IPHUKA3a.

5.2 B npukase B 00513aTeIbHOM MOPSJKE YKA3bIBAIOTCS:

- 1aTa BBeJAeHUA JJ0MKHOCTHON MHCTPYKLIMH B JICHCTBUE;

- yKa3zaHue 00 03HaKOMJIEHHs! paOOTHUKOB C JIOIDKHOCTHOM MHCTPYKLIMEH U CPOKHU JJIS 3TOTO;

- (hpaMuIUU ¥ TOJKHOCTH JIML, OTBETCTBEHHBIX 3a COOMt0AeHHE [I0IKHOCTHONW MHCTPYKIIHH;

- IHBIE YCJIOBUSI.

5.3 VYTBepxaeHHble JOIKHOCTHBIE WHCTPYKLMH TIOJJIEKAT 0053aTelbHONM pErucTpanud B
COOTBETCTBUHM C TpeOoBaHUAMHU Jenonpous3BoacTsa B MB/IOY ¢ npucBoeHreM UM MOPSAIKOBOIO
HOMEpa.

6. O3nakomJjeHHe PaOOTHUKOB ¢ JlOJIKHOCTHOI HHCTPYKIMEIi.
7.
6.1 Oznakominenue paborauka MBJIOY ¢ JlomKHOCTHONW UHCTPYKIMNA B 0053aTEILHOM MOPSIIKE
OCYILLIECTBIsICTCSl MpH mNocTymieHun Ha pabory B MBJIOY.O3HakomiieHHE OCYIIECTBIISIET
zagenyrommii MBJIOVY. Ilocnme o3HakomiieHuss paOOTHHMK TpocTaBisieT Ha JIOMKHOCTHOM
HMHCTPYKLMHU O3HAKOMUTEIBHYIO BU3Y — C MHCTPYKIIMENW 03HAKOMIIEH, AaTa,I0AMKCH.
6.2 TpeOoBaHus, yCTaHOBJICHHbIC B JIOJDKHOCTHOW WHCTPYKIIMH, JCHCTBUTEIBHBI C TOTO
MOMEHTa, KOrJla pabOTHHK OBLI ¢ Heil 03HAKOMJICH.

6.3 B cinyuae ecnu pabotHuk MBJIOY oTka3piBaeTcs pacmucaThCs B O3HAKOMJICHHUH WIIH
NoJTy4eHuu J{OMKHOCTHOM MHCTPYKIMH, NaHHBIA OTKa3 (PUKCUPYETCS IMyTEM COCTABJICHUS aKTa
B IPUCYTCTBUM HE3aMHTEPECOBAaHHBIX cBHjeTeneil. B akrte Takxke ¢ukcupyercs ¢akr
O3HAKOMJICHUsI PAOOTHHMKA C cojepkaHueM JIOMKHOCTHOW WHCTPYKIIMM B HHOH Qopme
(IomkHOCTHAsE HHCTPYKIIUS 3a4UTHIBaeTCs BCIyX 3aBeaytonum MBJIOY).
6.4 Jlns Tekymel pabOThl ¢ MOJJIMHHHUKA JOJHKHOCTHOW MHCTPYKIIMH CHHMAIOT 3aBEPEHHYIO
KOIHUIO, KOTOPYIO BbAatoT pabotHuky MBJIOY, paGoTaromieMy B 1aHHOM TOJKHOCTH.



7. Buecenue u3mMeHeHHit B JIOJZKHOCTHYI0 HHCTPYKIHIO
7.1. Bnecenue usmMeHeHUH B JIOJKHOCTHYIO MHCTPYKIMIO OCYIIECTBISETCS B CIEIYIOIINUX
CyyYasx:

7.1.1. B cBia3u ¢ wu3MeHeHHMEM O00s3aTEeNbHBIX YCIOBHH TPYAOBOTO JOTOBOpA.
VYkazaHHasi mpolenypa MpoBOAUTCS B COOTBETCTBHH ¢ TpeboBaHusMmu TpynoBoro kojaekca PO
(pa®oTHUK NOMKEH OBITh HE TMO3/JHEE, YeM 3a 2 Mecdlla 0 MPEAINoaraeMoro M3MEHEHUs
NUChbMEHHO YyBenomuieH. [locne momydeHuss paOOTHHKOM COIJIALICHUS HA MPOAOHKEHUE
TPYAOBBIX OTHOUIEHHUM, BHOCSTCS U3MEHEHUS B J{OJKHOCTHYIO MHCTPYKIIHIO).

7.1.2. pU U3MEHEHHM OpPraHU3allMOHHBIX YCIOBUH Tpynaa, 6€3 M3MEHEHHUs TPYIOBOM
¢GyHKIIMN paboTHHKA.
7.2. 3aenyrommii  MBJIOY wunm  n1uumo, ynoJlHOMOYEHHOE UM, COCTaBIISIET

JIOJKHOCTHYIO MHCTPYKILIMIO B HOBOM pelakluu, KOTOpas COrJIacOBBIBAETCS U YTBEPXKAAETCS B
COOTBETCTBUM C TpeOOBaHMSAMH, YCTAaHOBJIEHHBIMH pazfenaMu 4 u 5 Hactosero Ilonoxenus.
OsHaxkomieHHe pabOTHHKA ¢ JIOTKHOCTHOW MHCTPYKIMEH OCYIIECTBISAETCSI B COOTBETCTBUH C
TpeOOBaHUAMH, YCTAHOBJICHHBIMU pa3zienoM 6 Hactosero [lonoxenus.

8. XpaHeHue J10)KHOCTHBIX HHCTPYKIIHI

8.1 JIomxHOCTHBIE MHCTPYKLUU XPAHATCS B COOTBETCTBUHU C MPABUJIAMH, YCTAaHOBJICHHBIMHU B
[lepeuyneM THUIOBBIX YIPABICHYECKUX APXMBHBIX JOKYMEHTOB, OOpa3ylOIIHUXCS B MpOLEcce
JeATEeIILHOCTH TOCYITapPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTOCAMOYTIPABJICHHUSI U OpraHU3AIHM,

YTBEPKACHHBIM NpUKa3oMMuHKynbTypsl Poccun ot 25.08.2010 Ne 558.
JomwkHocTHbie HWHCTpYKIHMH padotHukoB MBJIOVYnomnexxar NOCTOSHHOMY XpaHCHHUIO B
MBJIOVY B teuenue 1 ropa nmocie ux 3aMeHbl HOBBIMU.



