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COT'JIACOBAHO
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[pencenarens 2 /5 I'.H.3akupoBa

IMonoxenne
0 A0JKHOCTHOM HHCTPYKIHH Ppa00THHKOB
MYHHIHNAJIBHOrO GIOKETHOro JOMIKOJBLHOr0 00pa30BaTe/IbHOTO YIPEsKICHUsI
«Jlercknii cag Ne 117 xoMOHHHPOBAHHOIO BHAA»
Hogo - CapuHopckoro paiiona r. Kazanu

[ O0mue moJ10sKeHH A

1.1. Hacrosuee ITonoxeHne o JOMKHOCTHON HHCTPYKUHU paOOTHHKOB (Janee
[lonoxeHue) MYHMIMOAILHOrO OHO/DKETHOrO JOIIKOJBHOIO 00pa3oBaTelbHOIO
yupexnenus « Jerckuii cagm Ne 117 KoMmOuHKMpoBaHHOTO BHAa» HoBo -
CaBuHOBcKOro padiona r. Kazamm (mamee - MBJIOY) paspaborano B mesix
perynupoBaHusi B3aMMOOTHOLICHHH MeXy paGoTHHKOM U paboToparene.

1.2. Hacrosmee ITonoxeHue onpenenseT OCHOBHbIE TpeOOBaHHUS K CTPYKTYpe
M COMNEPKAHUIO JOJDKHOCTHOM HHCTpyKimH paborHukoB MBJIOY, a rtak xe K
npouenype paspaboTKM MODKHOCTHBIX HMHCTPYKUMA, MOPSAKY MX NPHHATHA,
yupexKIeHKE, BHECEHUS B HUX JOTOJHEHUM ¥ U3MEHECHHUH.

2. [loHsiTHE JOKHOCTHOM HHCTPYKI[HH

2.1. JomxHocTHas mHCTpYKuMs pabotHuka MBJIOY (manee — JlomkHOCTHAsS
MHCTPYKIHA)- OCHOBaHHLIM HA HOpMax 3aKOHOJATeNbCTBA OQHIMAIBHBIA NPaBOBOH
HOKYMEHT, perlaMeHTHPYIOIKi OpraHH3allHOHHO-TIPaBOBOE MONOXEHHE PabOTHHKA
MBJIOY, ero o6s3aHHOCTH, IpaBa, OTBETCTBEHHOCTh, 00ECIIEUMBAIONINN YCIOBHA
s ero 3¢ QexTHBHON paGoThl MPH OCYIIECTBICHHM MM TpPYAOBOH AESTENBHOCTH
COIJIaCHO 3aHMMAaeMOM JOIIKHOCTH.

2.2. JIo/IDKHOCTHAs WHCTPYKLHWS SBJSIETCS HOPMATHBHBIM JIOKAJBHBIM aKTOM
MBJIOY, perymupyromuM oTHomeHnuss B pamkax MBJIOY, copepxammm
o0meo0s3aTebHble IIPAaBWIa TMOBEACHHUA Ul BCEX HIIH HEKOTOPBIX YYaCTHHKOB
00pa30BaTeIBHBIX OTHOIIEHHH, PAacCYMTaHHBIM Ha HEOJHOKPATHOC IIPUMEHEHWHE,
yTBEPXIECHHBIM NpHKa3oM 3aBemyrommero MbJIOV.

2.3. JIOMXHOCTHas HHCTPYKLUHS COCTAaBISETCS IO KaKIOH IITAaTHOM
nomkaocTd MBJIOVY u o0bsBisieTcs paGOTHHKY ITOJ PAaCHUCKy MPH 3aKIIOYCHHH
TPYZOBOrO IOTOBOPA, a TaK XK€ IPH TEPEMEINCHUH Ha JPYTYIO JOJDKHOCTE U IIPH
BPEMEHHOM HCIIOTHEHUH O0SA3aHHOCTEH I10 JIOJDKHOCTH.

2.4. JIoMXKHOCTHAs MHCTPYKLMS pa3pabaThlBacTCs HCXOAs U3 3aHad U
(GyHKIHMIA, BO3JIOXXEHHBIX Ha KOHKPETHOro pabOTHHKA, B COOTBETCTBHHU CO IITATHBIM
pacrucanveM, IlpaBunamMu BHyTpeHHero Tpynosoro pacnopsaka MBJIOY, c
cobmonennem Koncturynuu Poccmiickoit @epepamuu, TpynoBoro xozaekca
Poccuiickoit @enepanyy 1 HHBIX HOPMATHBHO IIPAaBOBBIX aKTOB.

2.5. OcHOBO# [Is1 pa3pabOTKH JOIHKHOCTHBIX HHCTPYKIIMH SIBIISIOTCS



«KBanugukanoHHbIe XapaKkTEePHUCTUKHU JIOJKHOCTEHR pabOTHHUKOB
obpasoBanus» EnuHOro  KBaqM(UKAIMOHHOTO  CHOpPaBOYHMKA  AOJDKHOCTEH
PYKOBOJMTENEH, CIELMAIMCTOB M  CIyXammuX, yTBepxaeHHoro Ilpukasom
MuH#CTEPCTBA 30PaBOOXPAHEHHS M COLIMAIIBHOTO Pa3BUTHUS Poccutickoit Denepau
oT 26 aBrycta 2010 1. Ne 761 H, npuka3 MuHHECTEPCTBA TPY/a U COLMAIBHON 3aIHUTHL
P® or 18.10.2013 1. Ne 544n «O6 yTBepOeHHH NPOQPECCHOHATBHOrO CTaHIapTa
«Ilenaror (memarorwueckas IesTENbHOCTE B cdepe MOIIKOJILHOTO, HAYalbHOIOo
00uero, OCHOBHOTO oOmero, cpemaHero obmero oOpa3oBaHMsA) (BOCIHUTATEND,
YUYHTENs)», 3aperucTpupoBad B Muniocte P@® 6.12.2013 r. Permcrpanuonssiii Ne
30550.

3. TpeGoBanusi, npeabsBJsieMble K CTPYKTYpe H COAepP/KAHMIO J0JKHOCTHOM
HHCTPYKLMH.

3.1. JIOIKHOCTHAS HHCTPYKIMSA COCTOMUT M3 CIEAYIOIIHX pa3esoB:

-O0Imue mMoI0KeHUS

-Jlo/KHOCTHBIE 00S3aHHOCTH

-IIpaBa

-OTBETCTBEHHOCTH

-B3aumootHOmIeHUs. CBS3H O JOIKHOCTH.

3.2. B paznene « O01ue nonoxeHus»:

- ycTaHaBIuBaeTcs chepa AeATeNbHOCTH AaHHOIO CIIEIHAINCTa,;

-yCTaHABIMBAECTCS TOPSAOK €ro HasHAueHHA M OCBOOOXIEHHMS OT 3aHMMaeMoH
JOJIKHOCTH;

-YcranaBauBaeTCs 3aMelleHre 10 JOJDKHOCTH BO BpEMs OTCYTCTBHS;

-ONpeeNAIOTCS KBaTn(HUKAIIHOHHEIE TpeboBaHus (TpeOoBaHHs, MPEAbIBIICMbIC
K 00pa30BaHMIO W CTaXy pabOTHI), MOJYMHEHHOCTh CIIENHANMCTa U JOJDKHOCTHBIC
JIMIIa, KOTOPBIMH T'OH PYKOBOJMT;

-IEPEYNCIIAIOTCSA MPABOBBIE aKThl M HOPMATHBHBIE JOKYMEHTHI, KOTOPBIMH
JOJDKEH PYKOBOICTBOBATHCS CIELHAIKCT B CBOEH AEATENIEHOCTH.

3.3. B pasjene MoryrT ObITh BKIIOYEHBI Jpyrue TPeOOBaHUS U IOJIOXKEHHS,
KOHKPETH3UPYIOIME K YTOYHSIOIHE CTAaTyC JODKHOCTHOTO JHI[Aa U YCJIOBHA €ro
IesITeTbHOCTH.

3.4. Pasnen «JlomkHOCTHas OOS3aHHOCTH» COIEPXKHUT II€pEUYEeHb OCHOBHBIX
(yHKIMIT JOIDKHOCTHOrO JIMLA, @ TaK XKe YKa3bIBaIOTCsA 00A3aHHOCTH JAODKHOCTHOTO
NMLA, Bo3jlaraeMele Ha HEro, yKasbplBaeTcsa (popMa ero y4acTHA B YIPaBIEHYECKOM
npounecce(  PYKOBOJHT, yTBEpKAACT ,00ecreunBaeT, [IO/ITOTABIINBAET,
paccMaTpuBaeT, HCIOJNHSET, KOHTPOJIMPYET, COTJIaCOBBIBAET, IPEACTABIAET,
KypHpYeT U T. A. )

3.5. Paspmen «IIpaBa» comepxuT nepedeHsb IpaBs, MPENOCTaBIsEMBIX CIIEIUATHCTY
7151 BBINIOJTHEHMS BO3JIOXKEHHEBIX Ha HEro (QyHKITHH 1 0053aHHOCTEN.

3.6. B paznene «OTBETCTBEHHOCTE)» yCTaHABIMBAIOTCS BH/IBI OTBETCTBECHHOCTH 32
HECBOEBPEMEHHOE M HEKaueCTBEHHOE BBINOJHEHHE CICLIMANCTOM HOJDKHOCTHBIX
00513aHHOCTEH ¥ HEUCIIOIB30BaHUE NPEAOCTABICHHEIX MY IIPaB.

3.7. Paznen «BsaumooTHomeHHs. CBS3W IO NOJDKHOCTH» CONEPKHT MEPEYCHb
JDOJDKHOCTHBIX JIAL, C KOTOPEIMH CIIELMANTHCT BCTyaeT B  CIyXeOHEbIe
B3aMMOOTHOLIEHHM W oOecmeunBacTcs HHQPOpMAIlMEl, YKa3bIBAlOTCA CPOKH



TOJlydeHHs] ¥ MpeJoCTaBleHns MHGOPMaluK, OIpeAeseTcs MOPINAOK MOANHCaHuMs,
COITIACOBAHUS M YTBEPXKIEHHUS JOKYMEHTOB.

3.8. O6sa3aTeNBHEIME PEKBH3UTAMK JIOIDKHOCTHOM HHCTPYKIIMH SBJISIOTCA:

[Tonnoe nanmenosanne MBJI0Y;

-3aroJI0OBOK K TECTY;

-BU3BI COTTIACOBAHMS;

-IIOANTHCE, TpU( YTBEPKACHHS.
4.ITopsnok pa3paGoTKH, COrJIACOBAHMS, YTBEP/ICHHsI U BBeJeHHUs B JelCTBHE
MOJZKHOCTHOH HHCTPYKIIHH

4.1. JlomXKHOCTHAas WHCTPYKIMS pa3pabaTeiBaeTcd 3aBEAYIONIUM JIAIOM
MBJIOY mu6o numom, ymnojHoModeHHBIM 3aBefyromuMm MBJIOY, To oHa
IO CHIBAETCS Pa3pabOTUHUKOM.

4.2. JlomKHOCTHas MHCTPYKIMS TOciae pa3pabOTKH IepemacTcs B
Ipod)COIO3HEI KOMHUTET MEPBUYHON TPOQCOI03HON OpraHU3alliy, NpeCTaBIISIOeH
uHTepecH GonpmuucTBa paborankoB MBJIOV (nmanee - mpoCOrO3HEIN KOMHTET).
ITpodcoro3HbIli KOMHTET B CPOK HE IIO3[HEE JECATH pabouux aHEH co [AHA
nony4enus JIOJDKHOCTHON MHCTPYKITMM OCYIIECTBIAET cornacoBanue J(oKHOCTHOH
HHCTpYKUMH. B ciydae, ecmu npo)COIO3HEIM KOMHUTET HE COITIACEH C TEKCTOM
JIOMXHOCTHOM HHCTPYKLMH TUO0 HOCUT MIPEJIONKEHHS 110 €r0 COBEPIICHCTBOBAHMIO,
To 3aBenyromemy MBJIOV Hampapisercss MOTHBHPOBaHHOE MHEHUE. 3aBeXYIOIIUH
MBJIOY MOXeET COTJIACHThCA C HHM JHO0 00s3aH B TeYeHHWE MATH AHEH MOcie
IOJIyYeHHs] MOTHBUPOBAHHOTO MHEHHS IIPOBECTH JOIOIHUTEBHBIC KOHCYIbTAlliH C
PO COKO3HEIM KOMUTETOM B LIENAX JOCTHIKEHUA B3aUMOTIPHEMIIEMOr0 PEIICHUA.

IIpy He OOCTWKEHWH COTNIACHS BO3HHMKIINE PA3HOTIACHA O(OPMISIOTCS
npoTokojoM, mocie dero 3apexyrommii MBJIOY wumeer mnpaBo yTBEPAHTH
J0IXHOCTHYIO HHCTPYKITHIO.

5. Yrepxkaenne JJooKHOCTHOM MHCTPYKIHH.

5.1. 3asenyromuit MBJIOY yTBepxmaeT MOKHOCTHYIO MHCTPYKLHIO ITyTEM
M3JIaHUSA COOTBETCTBYIOLIETO IIPHUKA3a.

5.2. B mpukase B 0053aTeIbHOM MOPSIKE YKa3bIBAOTCA:

- faTa BBeJeHNs JJOJDKHOCTHOM MHCTPYKIIMHU B ICHCTBHE;

-yka3aHHe 00 O3HAKOMIICHHH PabOTHHKOB ¢ J[OIDKHOCTHOH HMHCTpYKUHMeH H
CPOKH JJIsl 3TOrO;

-(paMUIHK W TOJDKHOCTH JIWII, OTBETCTBEHHBIX 3a cobmoneHue JJOKHOCTHOM
HHCTPYKIUH;

-MHEBIE YCIIOBHSL.

5.3. VrtBepxneHHble JO/DKHOCTHBEIE WHCTPYKLHMH IOAJNEXAT 00s3aTeNbHON
pEerucTpallid B COOTBETCTBHH ¢ TpeGoBaHMAME menonpomssonctsa B MBJIOY ¢
MPUCBOEHUEM MM IIOPSJIKOBOI0 HOMEDA.

6. OznaKkom/eHHe paGoTHNKOB ¢ JI0UKHOCTHOM HHCTPYKUH e

6.1. Osnaxominenus paborauka MBJOVY c JIOKHOCTHOH HHCTPYKUHEH B
06s3aTePHOM TIOPAIKE OCYIIECTBIISETCS MPH MOCTYIUIeHHH Ha paboty B MBJIOY.
Osnakomnenne ocymectBisiercs 3asexyromeil MbJIOY. Ilocne o3HakoMIeHHA
paboTHUK MpeAcTaBiAeT Ha JIOMKHOCTHOM MHCTPYKIMA O3HAKOMHTENbHYIO BU3Y — C
HHCTPYKLHEH 03HAKOMIIEH, aTa, TOIIHUCE.



6.2. Ozmakomuenue paborauka MBJIOY c¢ JI0OMXHOCTHOM HHCTpYKLMEH B
06s3aTeNbHOM TOPSAAKE OCYIIECTBISIETCS IIPH IepeBofie paboTHHKa Ha JPYrylo
JO/DKHOCTh WIM BPEMEHHOM IiepeBofie Ha .pyryro paborty. OsHakomyeHHe
ocymecteisercs 3asemyilomeit MBJIOY. Ilocie  03HAKOMIICHUS paboTHUK
npencraBnser Ha JIOMKHOCTHOM HMHCTPYKUMH O3HAKOMHUTENbHYIHO BH3Yy — C
HHCTPYKLHEH 03HaKOMJIEH, 1aTa, IOJIHCE.

6.3. Tpebopamus, ycTaHOBIeHHble B JIOJUKHOCTHOM  MHCTPYKIHH,
JeHCTBUTEBHBI C TOTO MOMEHTA, KOrza paboTHUK OBLI ¢ HEH 03HAKOMIICH.

6.4. B cmyuae, ecnu paborHuk MBJIOY oTKasbiBaeTCA pPaclucaThCs B
O3HAKOMJICHWH WM ToJydeHud JIOJDKHOCTHOM WHCTPYKUMH, [aHHBIH OTKa3
duKCHMpyeTcs IyTeM COCTABIEHMS aKTa B IPUCYTCTBHM HE3aHMHTEPECOBAHHBIX
ceuneteneil. B akTe Tak ke Ouxcupyercs (GaxkT O3HAKOMIEHHA pPabGOTHHKA
comepxanneM J(OJDKHOCTHOM WHCTDYKUMH B HHOH dopme  (JlomKHOCTHAS
MHCTPYKIIHS 3aUMTHIBAETCS BCIyX 3aBeyomuM MBIIOY).

6.5. JIng Texymieit paGoTEI ¢ IOATMHHMKA JO/DKHOCTHON HHCTPYKIMH CHUMAIOT
3aBepeHHYyI0 KOIHMIO, KOTOpy Bbijator pabotamky MBIOY, pabGoTarolmieMy B
JNAaHHOM JOJKHOCTH.

7. Buecenune usMeHeHHH B JLOKHOCTHY IO HHCTPYKIHIO

7.1. BHecenue n3MeHeHUH B JIOMMKHOCTHYIO MHCTPYKUIMIO OCYINECTBIIICTCA B
CIIEIYIOIIUX CIIy4asx:

7.1.1. B cBA3U ¢ M3MEHEHHEM 00S3aTeNBHBIX YCIOBHM TPYIOBOT0 JAOTOBODA.
VkaszaHHas NPOLEAypa NMPOBOJUTCS B COOTBETCTBMH C TpeGoBanusm TpymoBoro
kogekca P® (paboTHUK JOIDKEH OBITH HE IMO3[HEe, YeM 3a 2 Mecsla o
IIPeAIoNaracéMoro HM3MEHEHHs IHCHMEHHOro yBemomueH. llocme momyvenus
PaGOTHHKOM COIJVIAIEHHs Ha NpPOJOJDKEHHE TPY/AOBBIX OTHOIICHHMH, BHOCATCS
u3MeHeHus B JIOIKHOCTHYIO HHCTPYKIIHIO).

7.1.2. NpH H3MEHEHHH OPTaHM3ALMOHHBEIX YCIOBHH Tpyna, 6e3s M3MeHEHHS
TPYAOBO# GYHKINHN pabOTHHKA.

7.2. 3asemyrommii MBJIOY wunu nuno, YIOJTHOMOYEHHOE HM, COCTaBIISET
JIOMKHOCTHYIO MHCTPYKLHIO B HOBOHM pPENaKIM{, KOTOpas COTJIACOBBIBACTC U
YTBEpKIACTCA B COOTBETCTBUM C TPeGOBAaHHIMH, YCTAHOBIECHHBIMY pasfenaMu 4 1 5
gactosmero [Tonoxenus. O3HakoMiienue paGoTHuKa ¢ JIOIDKHOCTHON MHCTPYKUMEH
OCYLIECTBISETCS B COOTBETCTBHH C TPeGOBAHMSMH, YCTAHOBIEHHBIMA pas/ielioM 6
HacToswmero IlomoxeHus.

8. XpaHneHnue J0/KHOCTHBIX HHCTPYKIMH

8.1. CormacoBanHyl0 M YTBEPXKACHHYIO JODKHOCTHYIO HHCTPYKIMIO
HyMepyIOT, IIHYPYIOT, 3aBEPSIOT II€YaThi0 YUPEXICHHMSA W XpaHAT B kabusere §
3aBE[yIOIIEr0 B COOTBETCTBHM C YCTaHOBICHHBIM mopsAnkoM. Cpok XpaHeHHs
IOJKHOCTHOM MHCTPYKIIMH IIOCIIE 3aMEHBI HOBOW IMOCTOSHHO.



