I[MPUHATO YTBEPXJEHO

Ha o6mem coOpanun paboTHUKOB [Ipukazom 3aBenyromero
MAJIOY «Jlerckuii cam Ne67», MAJIOY «Jlerckuii cam Ne67y»
npotokoia Nel, ot 26.08.2015r. o1 07.09.2015r. Nel
3aBeayromuin
/N.A.AxmeT3s1HOBa/
COI'JTACOBAHO
[Ipencenarens 1K
/J1.P.XycHyTauHOBa/

IHosoxkenune
0 J0/ZKHOCTHOM MHCTPYKIUM PA0OTHUKOB
MAJIOY «erckmii cax Ne67 KOMOMHUPOBAHHOIO BU/IA C TATAPCKUM SI3BIKOM
BOoCIMTAaHUA U 00y4yeHusn» CoBerckoro paiiona r. Kazanu

1. O6uue nosoKeHUA

1.1. Hacrosimiee IlonoxeHne 0 TOKHOCTHOW UHCTPYKIMU paboTHUKOB (nanee [lomoxenune) MAIOY
«Jlerckmii cax Ne67 KOMOMHHPOBAHHOTO BHIA C TATAPCKUM SI3BIKOM BOCITUTAHMS U 00ydeHms» COBETCKOTO paiioHa
r. Kazanu (zanee — MAZIOY) pazpaboTaHo B LeNAX PEryIMpOBaHHs B3aMMOOTHOIICHUI MEXKAY PaOOTHUKOM U
paboTtonarenem B jwmiie 3aBeayromero MAJ/IOY.

1.2. Hacrosmee IlonoxxeHne omnpeaenseT OCHOBHBIE TPEOOBaHMS K CTPYKTYpe M COIEpIKaHHIO
JIOJDKHOCTHOM MHCTpYKIH paboTHuKoB MAJIOY, a Taxke K mporeaype pa3paboTKH JOHKHOCTHBIX HHCTPYKITHH,
MOPSAAKY UX MPUHSTHSA, YTBEPKICHHS, BHECEHHS B HUX JONOJHEHUHA U U3MEHEHUH.

2. IloHsTHE TOMKHOCTHOW MHCTPYKIIMH

2.1. JomxHoctHas wuHCTpyKums pabotHuka MAJIOY (manmee - JlO/DKHOCTHAsi WHCTPYKUMS) -
OCHOBaHHBIII Ha HOpMax 3aKOHOJATEIbCTBA OQUIMAIBHBIA IPAaBOBOW TOKYMEHT, pErIaMEHTUPY FOLIHH
OpraHU3allMOHHO-TIPaBOBOE TosokeHHe paboTHuka MAJIOY, ero o00s43aHHOCTH, NpaBa, OTBETCTBEHHOCTH,
obecrieunBarOIMK YCIIOBHS Uil €r0 OOBEKTUBHOW pabOTHI MPH OCYMIECTBICHUH UM TPYIOBOH JEATEILHOCTH
COIJIACHO 3aHUMAEeMON JOKHOCTH.

2.2. JIomXHOCTHAsE HHCTPYKIUS SBJISIETCS HOPMaTHUBHBIM JIOKaIbHBIM akToM MAJIOY, perynupyromum
oTHoImeHHUS B pamkax MAJIOY, comepxammmm 001eo0s3aTeNIbHbBIC MPaBUila MIOBEACHUS I BCEX WM HEKOTOPBIX
YUaCTHUKOB 00pa30BaTeNbHBIX OTHOIICHHWH, PACCUUTaHHBIM Ha HEOJHOKPATHOE MPUMEHEHHE, YTBEPKICHHBIM
npuka3oM 3asenyromero MAJIOVY.

2.3. JlomkHOCTHAS UHCTPYKIIHSI COCTABIISICTCS MO Kax10# mtaTHol AomkHOCcTH MAJIOY 1 00BsSBIsSCTCS
pabOTHHUKY TOJ PaclWCKy MPH 3aKIIOYEHHH TPYAOBOTO JOTOBOPA, a TaKXe MPH INepeMElleHHH Ha JPYTYIO
JOJDKHOCTD U IPH BPEMEHHOM MCIIOJIHEHHH 0053aHHOCTEH 10 JOIKHOCTH.

2.4. JIoIKHOCTHasE MHCTPYKIMS pa3padaTeiBaeTcsi UCXOAS M3 3a4ad M (YHKIHH, BO3JIOKCHHBIX Ha
KOHKPETHOTO Pa0OTHHKA, B COOTBETCTBHM CO IUTATHBIM pacmnucaHueM, lIpaBuiamMu BHYTPEHHETO TPYIOBOTO
pacmopsinka MAJIOVY, ¢ cobmonernem Koncruryun Poccniickoit @enepanmn, Tpymosoro konekca Poccuiickoit
®enepanvy ¥ UHBIX HOPMAaTHBHO-TIPABOBBIX aKTOB.

2.5. OcHoBoii ans pa3pabOTKK JTOMKHOCTHBIX HWHCTPYKIHMHA sBIsiIOTCs  «KBanmudukanuoHHbIe
XapaKTePUCTUKH [OJDKHOCTEW pPabOTHUKOB oOpa3oBaHusl» EnuHOro KBanu(uKaMOHHOIO —CIIPaBOYHHUKA
JIOJDKHOCTEH PYKOBOJUTENIEH, CHENUAIMCTOB U CIyKaluX, yTBepxkaeHHoro IIpukasom MuHucrepcrsa
3paBOOXpaHEHMs U couaibHoro pa3sutus Poccuiickoit ®denepauuu ot 26 arycra 2010 r. No 7611.

3. TpeOoBanusi, npeabsiBisieMble K CTPYKTYpe M COAEPKAHUIO JOJKHOCTHON UHCTPYKIUH.
3.1. JloypKkHOCTHASI MHCTPYKITUSL COCTOUT U3 CIEAYIONIUX Pa3IeioB:
- O6mmye moI0XKEeHHS
- JlomkHOCTHBIE 00S3aHHOCTH.
- [Ipaga.
- OTBETCTBEHHOCTb.
- BzaumooTHOMIEHNS. CBS3M IO JOIHKHOCTH.
3.2. B pa3nene «OO0IIuUe MONOKCHUD)
- ycTaHaBJIHMBaeTCA cepa AeITeTbHOCTH JaHHOTO CIeIHaicTa;
- YCTaHABJIHMBACTCS MOPSIOK €r0 Ha3HAYCHUS U OCBOOOXKICHHS OT 3aHUMAaeMOM JOKHOCTH;
- YCTaHABJIMBACTCS 3aMEIIEHHUE TI0 JOJKHOCTH BO BPEMSI OTCYTCTBHS,
- ONpENENAIoTCA KBaTU(UKAIMOHHBIE TpeOoBaHUS (TpeOOBaHUS, MPEABABISCMbIE K OOpPa30BAaHHIO M CTaXy



paloThI), MOAYMHEHHOCTH CIIELHUATIICTA U AOJKHOCTHBIE JIMIA, KOTOPBIMUA OH PYKOBOJUT;
- TEepEeYHCISIIOTCS MPaBOBbIE aKThl M HOPMATHUBHBIE JOKYMEHTBHI, KOTOPBIMU JOJDKEH PYKOBOACTBOBATHCS
CIELMAIIICT B CBOEH JESITENbHOCTH.

B pasmen moryr OBITH BKIIOYEHBI Jpyrde TPeOOBAaHUS W TIONOKEHHS, KOHKPETH3HMPYIOLIUE H
YTOUHSIOIINE CTAaTyC JODKHOCTHOTO JIMLA U yCIOBUS €r0 AEATEIbHOCTH.

3.4. Paznen «/lomkHOCTHBIE 00S3aHHOCTH» COACPKUT MEPEYCHb OCHOBHBIX (PYHKIHMH JOKHOCTHOTO
JMLA, a TAKXKE YKA3bIBAIOTCS 0053aHHOCTU AOJDKHOCTHOTO JIMIA, BO3JIaraeMble Ha HEro, yKa3blBaeTcst popma ero
y4acTus B yIpaBJIeHUECKOM Iporiecce (PYKOBOIHT, yTBEPKAACT, 00eCIeunBaeT, MOAr0TaBINBAET, pACCMAaTPUBAET,
WCTIOJTHSIET, KOHTPOJUPYET, COTJIACOBBIBAET, MIPEICTABIISET, KYPUPYET U T.1.)

3.5. Pasnen «IlpaBa» comepXuT mepedeHb MpaB, MPENOCTABISEMBIX CIELUAINCTY U BBITOJHEHUS
BO3JIO)KCHHBIX Ha HETO (PYHKIMN U 00S13aHHOCTEH.

3.6. B paznene «OTBETCTBEHHOCThY» yCTaHABJIMBAIOTCS BHIBI OTBETCTBEHHOCTH 32 HECBOEBPEMEHHOE U
HEKaueCTBEHHOE  BBINIOJHEHUE  CIICIMAJIMCTOM  JIOJDKHOCTHBIX — OOSI3aHHOCTEH WM HEHCIOJb30BaHUE
MIPEJOCTaBIEHHBIX EMY TIPaB.

3.7. Paznen «B3aumootHomeHus. CBSA3HM MO JOJHKHOCTHY) COJECPKUT MEPeueHb JTODKHOCTHBIX JIHII, C
KOTOPbIMH CIIEHUAJIMCT BCTYHAaeT B CIyXeOHble B3aMMOOTHOIIEGHHA W obecneuuBaercs HHGOpMaLMeH,
YKa3bIBAIOTCSI CPOKW TOJNYYCHUS WM TIPENOCTaBICHUS WHGPOpPMALWK, OIpenelsieTcss MOPSI0K MOIHCaHuUs,
COIJIACOBAHMSA U YTBEPIKICHUS JOKYMEHTOB.

3.8. Obs3aTenbHBIME peKBH3UTAMH JlOJDKHOCTHOM MHCTPYKIMH SIBJISIOTCS:

- morHoe HanMeHoBaHne MAJIOY;

- 3ar0JIOBOK K TEKCTY;

- BU3bI COTJIACOBAHMUS;

- IOJINHCE, TPU( YTBEPKICHHUS.

4. Tlopsimox pa3pabOTKH, COIJIACOBAHUS, YTBEP)KICHUS U BBEAEHHS B JAEHCTBHE JIOJDKHOCTHOM
MHCTPYKIMH.

4.1. J[JomkHOCTHas WHCTPYKIUS paspabarpiBaeTcs 3aBenayromuMmM  MAJIOY  nubo  mumowm,
yrnosHoOMouYeHHBIM 3aBeaytomnM MAJIOY. B ciryyae ecnu JlomKHOCTHAS! HHCTPYKIHMS pa3padaTbIBacTCs JIULOM,
YIHOJIHOMOYEHHBIM 3aBeayronM MAJIOY, To oHa NOUCHIBACTCS Pa3pabOTYUKOM.

4.2. NomKHOCTHAsI MHCTPYKLMS TOCIIe pa3padOTKU MepeaaeTcss B NPOQCOIO3HBIA KOMUTET MEPBUYHOM
Mpo(hCOI03HON OpraHu3aluy, NPEICTABISIONINA WHTEpechl OoybIMHCTBA paboTHUKOB MAJIOY (mamee -
npodcoro3nblii kKomuteT). [Ipodcoro3HBIl KOMUTET B CPOK HE TO3/HEE ACATH pabouux THEH co AHS MOTYUYECHUS
JOMmKHOCTHOM MHCTPYKUMU OCYIUECTBIISIET coryiacoBaHue JlomKHOCTHOM UHCTpykuuMu. B ciywae ecnu
npo¢COI03HBIH KOMUTET HE COTIACEH C TEKCTOM J[OKHOCTHON MHCTPYKLMH JTMOO BHOCHUT MPEIJIOKEHHS 110 €T0
COBEpIICHCTBOBaHMIO, TO 3aBeaytommii MAJIOY HampapnsieTcs MOTHBHPOBAHHOE MHEHHE. 3aBeyIOLIHil
MAJIOY MoeT coryiiacuThCsi ¢ HUM JIMOO 00s13aH, B T€UEHHUE ISTH AHEH MOCIe MOJYyYeHUS! MOTHBHPOBAHHOTO
MHEHUS, TIPOBECTH JOTOJHHUTEIbHbIE KOHCYJIbTAllMH C MPO(COIO3HBIM KOMHTETOM B LENSX JOCTHKCHHS
B3aUMOIIPUEMIIEMOTO PEILCHHUSI.

[lpu HEe AoCTIKEHWH coriacusi BOZHHKIIUE pasHOTIacus OQOPMILTIOTCS NPOTOKOJOM, IMOCIE HYero
3aBeayomuid MAZIOY umeet npaBo yTBepauTh JOHKHOCTHYIO HHCTPYKLHUIO.

5. YrBep:kaenue 10/12KHOCTHONH MHCTPYKIMHU

5.1. 3asemytommii MAJIOY  yrtBepxkgaer [IODKHOCTHYHO  HMHCTPYKLIMIO IyTeM  H3JaHUS
COOTBETCTBYIOIIETO NMPHUKA3a.

5.2. B npukase B 0053aTeIbHOM MOPSIAKE YKa3bIBAIOTCA:

- nara BBeJieHUs JIOKHOCTHON MHCTPYKIMHU B IEUCTBUE;

- yKa3aHue 00 03HaKOMJICHHH paOOTHHUKOB ¢ JIOJPKHOCTHOM MHCTPYKLMEH M CPOKHU IS 3TOTO;

- (haMMIMK U TOJDKHOCTH JIMLL, OTBETCTBEHHBIX 3a coOtoAeHNe Jl0JKHOCTHON HHCTPYKIIUN;

- UHBIE YCIIOBUSL.

5.3. YTBepxkaenubie JJ0mKHOCTHRIE HHCTPYKITAH MTOJIECKAT 00s3aTEIbHON PETHCTPAIIU B COOTBETCTBUHU
¢ TpedoBanmsiMuU AenonponssoacTBa B MAJIOY ¢ mpucBoeHneM UM MOPSIKOBOTO HOMEPA.

6. O3HakoMiIeHHe pa0OTHUKOB ¢ JI0/IKHOCTHOH MHCTPYKUM el

6.1. O3nakomnenne padotHuka MAJIOY ¢ J[omKHOCTHOW HMHCTPYKLHUEW B 00s3aTeIbHOM MOpPSIKE
OCYIIECTBIISIETCS TPH ToCTyTuieHnH Ha paboty B MAJIOY. O3nakomiieHne ocymiecTBisier 3apeaytonmit MAJIOY.
[Tocne o3HakomiieHHs PabOTHUK MpOCTaBisieT Ha JIODKHOCTHOW HMHCTPYKIMH O3HAKOMHUTEIBHYIO BH3Y - C
MHCTPYKIHEH 03HAKOMJICH, 1aTa, TIOAIHUCH.

6.2. O3nakomnenue pabdotHuka MAJIOY ¢ JlomKHOCTHOW HMHCTPYKLHUEH B 00s3aTEIbHOM MOpSIKE
OCYILECTBIISIETCS IIPU IEPEBOAE pAaOOTHHKA HA APYTYIO TOJDKHOCTh WIIM BpPEMEHHOM IIEPEBOAE Ha IPYTyI0 padoTy.
Osznakomienue ocymectsisier 3aBenytommii MAJIOY. Ilocie o3HakomieHUs pabOTHHK MPOCTABISIET Ha



J0IKHOCTHOM MHCTPYKUHUY O3HAKOMUTENBHYIO BU3Y - C HHCTPYKIMEH 03HAKOMIIEH, AaTa, TOAMNKCH.

6.3. TpebOoBaHusi, yCTaHOBIEHHBIE B J{OJDKHOCTHOW HMHCTPYKIIUH, ACHCTBUTENBHBI C TOTO MOMEHTA,
KOT/1a pabOTHUK OBLT C Hel 03HAKOMIJICH.

6.4. B ciaydae eciiu pabotHuk MAJIOY oTKa3bIBaeTCs pacnucarhecsl B O3HAKOMIICHUH WM TOJTy4YEeHUH
JIOMKHOCTHON HMHCTPYKLWH, JaHHBIA OTKa3 (HUKCHpyeTcss IyTeM COCTAaBIIEHHS aKTa B TPHUCYTCTBUH
HE3aMHTEPECOBAHHBIX CBHUJIETeNel. B akTe Takke Qukcupyercs GakT o3HaKOMIIEHHs pabOTHHKA C COJIEpKaHUEM
JomkHOCTHON WHCTpYKIMH B wHOH (opme (lomKkHOCTHAS WHCTPYKIHS 3a4WTHIBAETCS BCIYX 3aBEAYIOIUM
MAJZIOY).

6.5. Jlns Texymielr paboTsl ¢ MOMJIMHHUKA JOJDKHOCTHOM MHCTPYKIMH CHHUMAIOT 3aBEPEHHYIO KOIIHIO,
KOTOpYI0 BbLAaIOT pabotHuky MAJIOY, paboTtatoiemy B JaHHOH TOJKHOCTH.

7. BHecenne n3MeHeHuii B J{0JKHOCTHYI0 MHCTPYKIHUIO.

7.1. Baecenne n3mMeHeHui B JJ0MKHOCTHYIO HHCTPYKIIMIO OCYILIECTBIISETCS B CIEAYIOIIMX CITydasx:

7.1.1. B c¢Bsi3u ¢ M3MEHEHHEM 0013aTeIbHBIX YCIOBHI TPYIOBOTO JOTOBOpa. YKa3zaHHAs MpoIeaypa
NPOBOJUTCS B COOTBETCTBHU C TpeOoBaHUAMHU TpymoBoro kojekca PO (paboTHUK HOKeH ObITh HE O3THEE, YEM
3a 2 Mecsma [0 TpennojiaraéMoro W3MEHEHHs NHCbMEHHO yBemomuieH. [locrme momydeHns paOOTHHUKOM
COTJIallIeHHs Ha TPOJIOJDKEHNE TPYAOBBIX OTHOIICHHA, BHOCATCS M3MeHEeHHS B JIOJDKHOCTHYHO HHCTPYKITHIO).

7.1.2. Tlpu W3MEHEHWH OPraHU3AIMOHHBIX YCIOBHH Tpyna, 0€3 W3MECHEHHS TPYHOBOW (PYHKIUH
paboTHHKA.

7.2. 3aBenyromuit MAJIOY wiu TuIi0, YIIOJHOMOYEHHOE UM, COCTABISAET JlOKHOCTHYIO HHCTPYKITHIO
B HOBOH peNaKIW{, KOTOpas COTJIACOBHIBAETCS W YTBEPXKAACTCS B COOTBETCTBHH C TPeOOBaHHIMH,
yCTAaHOBJICHHBIMHU pazaenamMu 4 u 5 Hacrosmero [lonmoxenus. O3HakomieHue paboTHuKa c JIOMKHOCTHOM
WHCTPYKIIMEH OCYIIECTBISIETCS B COOTBETCTBHU C TPEOOBAaHUSMH, YCTAHOBJICHHBIMH Pa3lesioM 6 HACTOSIIETO
ITonoxenus.

8. Xpanenue J[0/5KHOCTHBIX MHCTPYKIMIA.

8.1. JlomKHOCTHBIE MHCTPYKIIMX XPAHATCS B COOTBETCTBUH C TIPAaBUJIAMH, yCTaHOBIEHHBIMU [lepednem
TUIOBBIX YIPaBICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIoLMXcs B IIpOLEcce AesTeIbHOCTH TOCY1apCTBEHHBIX
OpraHoB, OPraHOB MECTHOTO CaMOYIIPABJICHHS ¥ OPTaHU3AIN, yTBEP)KIEHHBIM MPpHUKa3oM MUHKYIbTYpH Poccuu
ot 25.08.2010 Ne 558.

8.2. JloyskHOCTHBIE HHCTPYKITHH paboTHIKOB MAJIOY momnexar mocTosHHOMY XpaHeHuto B MAJIOY
B TEUEHHUE TPEX JIET MOCIE UX 3aMEHBI HOBBIMH.



