Perucrpaunonnniii No 95

MyHnuunnansHoe 6101KeTHOE AOILKOIbHOE o0pasoBaTe/ibHOE yupexKaeHHe
«Jlercxnii can Nel7 «atasik» r.Hypaar Pecny6ankn Taraperan

[MPHHATO VTBEPXXJIAO

OBmm cobpanuem paGoTHHKOB HUcnonusowero o6s3annoct

«etckmii can Nel7 «1llaTabiiy 3aBENYIOLLErO

NpPOTOKON OT «/4/» sl r72(}£r. No z «lercynii can Nol7 «Latasiiy
\ o~ TI''M.Abaynpancepa

COIJIACOBAHO /4

[Ipodcoroztbiv komuTETOM [TpHicaz Ne80a

«Hderckuit can Nel7 «Illatbiky OT «15» okT6ps 2019 r.

npotokon ot «&4 » /;’Jf/ﬁ'—'EOLﬁr. Ne
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. 1. O6mmue nonoxenns

1.1.Hactosiee IMonoxenwe o AOJDKHOCTHOH MHCTPYKIMH pabOTHHKOB (nanee — ITonoxeHue)

i MyHnununanssoro 6romkeTHOrO AIOIIKONIBEHOTO 00pa30BaTEIEHOTO yUpesKIeH s «Jlerckuii cag Nol7
«atnex» r.Hypnar Pecny6imuku Tarapcramy (marnee — Yupexxnenue) pa3paboTtaHo B nensx
PETyJIHpOBaHNS B3aHMOOTHONIEHHI MEXKTY paGOTHHKOM 1 paboTtomarenem.

1.2. Hacrosmee nonoxenue OTIPENC/IAET OCHOBHBIE TPeOOBAHHUS K CTPYKTYPE H COAEP:KaHHIO
JOIDKHOCTHOM HHCTPYKIMH PabOTHAKOB YUPEXkAeH S, a TaKKe K npoueaype pa3paboTku
AOIDKHOCTHBIX MHCTPYKIMH, IOPS/IKY MX IPHHSTHS, YTBEPIKICHUS, BHECEHUS B HIX JOIIOJTHEHUH H
H3MEHEHMH,

2. MousTus go/KHOCTHOI HHCTPYKUIHH
2.1.JIomKHOCTHAS HHCTPYKITHS paboThEKa Yupexknenus (najee — JlomxHOoCTHAs HHCTPYKLHUSA) —
OCHOBaHHEIH HA HOPMAX 3aKOHOIATELCTEA O(HIHANBHELT TPaBOBOH AOKYMEHT, periaMeHTHPYIOLIHi
OPraHM3aniOHHO-NPABOBOE MOIOKEHHE pabOTHHKA Yupexxaenus, ero 00s13aHHOCTH, TIpaBa,
OTBETCTBEHHOCTD, 00eCeYHBAOIIMIT YCIIOBHS 115 ero 3¢ dexTHBHON paGoThI [IPH OCYIIECTBICHHH UM
TPYIOBOH N€ATENLHOCTH COTTaCHO 3aHHMMAEMO JOJDKHOCTH.

2.2, NomxHOCTHAs MHCTPYKIHS ABJACTCS HOPMATHBHBIM JIOKATBHBIM aKTOM Yupexaenus,
PETYJMPYIOIIHM OTHOIICHHS B paMKax YupexieHus, conepxalium obmeobsasarenbuple nmpasuma
TMOBENICHHI I BCEX UIIH HEKOTOPBIX YYaCTHHKOB 00pa3oBaTeNbHBIX OTHOMIEHMI, PacCYMTaHHBIM Ha
HCOMHOKPATHOE NPUMEHEHHE, YTBEPIKIACHHBIM TIPHKa30M 3aBEYIOIIET0 Yupesknenus.

2.3. lomxHOCTHAs HHCTPYKIUS COCTABIIAETCS IO KaXk/I0H IITATHOM JOIKHOCTH Yupexnenus u
00BsBIsETCS paGOTHHKY 10T PaCITNCKY ITPH 3aKJIFOYEHHH TPYIOBOTO AOTOBOPA, a TAKXKE TIpH
MEPEMEIIEHUH HA JPYTYIO NOJKHOCTD M TpA BPEMEHHOM HCTIOJHEHHH 00S3aHHOCTEH 110 OIDKHOCTH.
2.4. TomxHoCcTHAS HHCTPYKUKA pa3pabaTbiBaeTCs MCXOMS U3 3294 U (Gynxnmit, Bo3noxenubx Ha
KOHKPETHOTO pabOTHHKA, B COOTBETCTBHH CO WITATHBIM pacnincanueM, [IpaBunamu suyTpennero
TPYZIOBOTO pacnopsaka Yupex/IeHus, ¢ CoBMoICHIeM Koncrurymmu Poccuiickoi Denepannn,
Tpynosoro konexca Poccmiickoi Denepanyn 1 HHBIX HOPMAaTHBHO-IIPABOBBIX aKTOB.



2.5.0cHOBOM 17151 pa3paboTKH [O/HKHOCTHBIX MHCTPYKLIUU SIBJISTIOTCS « KBamduKal[MoHHbIe
XapaKTePUCTUKH JJOJDKHOCTeH pabOTHUKOB 0Opa3oBaHusi» ETUHOr0 KBamn(pUKaIMOHHOTO CITPaBOYHUKA
JIOJDKHOCTEM PYKOBOJUTeNIeN, Creliua/IMCTOB U CIy KalluX, yTBep>KAeHHoro [Iprka3zoM MuHucTepcTBa
3/lpaBOOXpaHeHus1 U coluanbHOro pa3Butusi Poccuiickont @egeparuu ot 26 aBrycta 2010 r. Ne761 H.

3. TpeGoBaHus, npeaAbAB/IsieMbIe K CTPYKTYpPe H COAeP)KaHHI0 /[0/DKHOCTHOW HHCTPYKI{UH
3.1. J1o/DKHOCTHAsI MHCTPYKLIMSL COCTOUT U3 C/Ie[lyIOLUX pa3/iesoB:
- O61111e T0J/I0XKEeHHUS
- TpeboBaHnus K KBanipuKarm
- NomKHOCTHBIE 0053aHHOCTH
- IlpaBa
- OTBeTCTBEHHOCTb
3.2. B pasgene «O61ue monoxenusi» U « TpeboBaHus K KBaTUGhUKALAN :
-yCTaHaB/IMBaeTCs cpepa [esTebHOCTU JaHHOTO CIeLjuaInuCTa;
- yCTaHaB/IMBAETCs TIOPSAZOK ero Ha3HayeHus1 U 0CBOOOXK/|eHUsI OT 3aHMMaeMOM J10/DKHOCTH;
- yCTaHaB/IMBaeTCs 3aMellieHre 10 JO/DKHOCTU BO BpeMsl OTCYTCTBHS;
- OTIpeiesISTFOTCS KBaTM(HUKALMOHHBIe TpeOoBaHuUs (TpeOoBaHus, TpebsiB/sieMble K 00pa30BaHUIO U
CTaXy paboThbl), TOJUMHEHHOCTD CTIeL{Ua/IiCTa U JO/DKHOCTHBIE /INLA, KOTOPBIMU OH PYKOBOJUT;
-[1ePeUMC/ISIFOTCS TTPaBOBbIe aKThl 1 HOPMaTUBHbIE J0KYMEHTbI, KOTOPbIMU /I0/DKEH PYKOBOJCTBOBAThCS

CreLMa/IiCT B CBOEH J1esITe/IbHOCTH.

B paszen MoryT ObITh BK/IIOUEHBI IpyTre TpeOOBaHUS U T10JI0KeH!s], KOHKPETU3UPYIOIHe U YTOUHSIOIIHe

CTaTyC JO/PKHOCTHOTI'O JIML[A U YCJIOBUS €ro [1esiTeJIbHOCTH.

3.3. Pazgen «lo/mKHOCTHBIE 00SI3aHHOCTH» COZIEP>KUT MepeueHb OCHOBHBIX (DYHKLMM [JO/DKHOCTHOTO JIULIA, a
TaK)Ke YKa3bIBalOTCs 0053aHHOCTH /JOJDKHOCTHOTO JIWLIA, BO3/IaraeMble Ha Hero, yKa3biBaeTcs (hopma ero
yuacTusi B yIpaB/ieHueCKOM Tporiecce (PYKOBOJWT, YTBEP)KAaeT, 00ecrieunBaeT, MoroTaB/IMBaeT,
paccMaTpHuBaeT, UCIIOJHSeT, KOHTPOJMPYeT, COIJIaCOBbIBAET, Pe/ICTaB/seT, KYPUPYeT U T.J.).

3.4. Pasgen «I[IpaBa» cofiep>KUT repeueHb IpaB, MPeJ0CTaB/IsIeMbIX CIIELUATUCTY /ISl BHITIOTHEHUS
BO3J/I0’KEHHBIX Ha Hero (yHKLUK U 00s13aHHOCTeH.

3.5. B pa3gene «OTBeTCTBEHHOCTh» yCTaHAB/IMBAIOTCS BU/bl OTBETCTBEHHOCTH 3a HECBOEBPeMeHHOe U
HeKaueCTBEHHOE BBITIOJTHEHHE CTeLMaTUCTOM J0/DKHOCTHBIX 00513aHHOCTeH U HEUCII0/Th30BaHHe
Npe/loCTaB/IeHHbIX eMy IIpaB.

3.6. O6s13aTeIbHBIMU peKBU3UTaMU Jl0/DKHOCTHON MHCTPYKLUH SIBJISIFOTCS:
-[10JIHOe HaMEHOBaHUe YUupeXK/ieHus;
- 3aroJI0BOK K TEKCTY;
- BU3bI COIJIaCOBaHMS;
- IOJITUCh, TPUG YTBEpPKAeHUsl.
4.ITopsajoK pa3pabdoTKH, COIIacOBaHMA, YTBEPXK/€HHUsI  BBe/IeHHUs B JieliCTBHe J0/DKHOCTHOM
HHCTPYKLIUH
4.1. Jo/pKHOCTHAsI MTHCTPYKLMS pa3pabaThiBaeTCs 3aBe/IyOLMM Y upeXxjeHust 1Mo ULoM,
YTIO/THOMOYEHHBIM 3aBeJyIoIIM YupexxaeHus. B ciyuae ecim [lo/pKHOCTHast MHCTPYKLMS pa3pabaTbiBaeTcs
JIULIOM, YTIOJTHOMOUEHHBIM 3aBe/[YIOIMM Y UpeXKJeHusI, TO OHA MO/MCHIBAeTCs Pa3pabOTUNKOM.
4.2. TormpKHOCTHAsi MHCTPYKLMS TI0C/Ie pa3paboTku mepefiaeTcss B NMPOQCOI03HBIN KOMUTET MepBUUHOMN
PO COI03HOM OpraHU3al|M, MPe/ICTABIISION[UN WHTEPeChl OO/BITMHCTBA pabOTHUKOB YupexaeHus (fanee -
npodcoro3nbiii Komutet). [Ipodcoro3HbIi KOMHUTET B CPOK He TIO3[iHee [ecsSTd pabouux JAHel co JHA
nosiyyeHusi JJO/DKHOCTHOM MHCTPYKLIMM OCYILIeCTB/sieT corsiacoBaHue [10/KHOCTHOM MHCTPYKLMU. B ciyuae
ec/i Po(CO03HBIA KOMUTET He COT/IaceH C TeKCTOM [lo/DKHOCTHON MHCTPYKLMHY JIMOO BHOCUT TIPeZJIOKEeHUsI
10 ero COBEpIIeHCTBOBAHHMIO, TO 3aBe/yHOIIEeMYy YupeXkJeHUusi HamnpaB/seTcsi MOTHBUDOBAaHHOe MHeEHHUe.
3aBeyIOIHi YUpeXKIeHUsT MOXKET COTJIACUTBCSI C HUM JIMOO 00sI3aH B TeUeHHWe MATH JIHeH Toc/ie TIoMyUYeHust
MOTHMBUPOBAaHHOTO MHEHUsI TIPOBECTH [IOTIOJTHUTe/IbHbIe KOHCY/IbTal[il C MPO(COI03HBIM KOMUTETOM B LIe/ISX



JOCTYDKEHUs] B3avMONpHeM/ieMOoro peimieHus. [Ipy He [JOCTWKEHMM COIJIacHsl BO3HUKILIME DPa3HOI/Iachs
0(OpMJISIFOTCSL TIPOTOKOJIOM, T10C/Ie Yero 3aBeJyIOLIMN Yupex/eHUs UMeeT IpaBO yTBePAUTH [10/DKHOCTHYIO
VHCTPYKLUIO.
5.YTBepxpaeHue JJ0/DKHOCTHOM UHCTPYKIIMH
5.1. 3aBeayroumii YupexxJeHus yTBep)kjaeT [Jo/KHOCTHYHO UHCTPYKLIUIO IIyTeM U3, aHUsl
COOTBETCTBYIOLLEro MpuKasa.
5.2. B npukase B 00513aTe/IbHOM TOPSI/IKe YKa3bIBaIOTCS:
- iaTa BBefleHUs1 [10/DKHOCTHOM MHCTPYKLMM B I€HCTBUE;
- yKa3aHue 00 03HaKOM/IeHMH PabOTHUKOB C J]0/DKHOCTHOM MHCTPYKLMeH 1 CPOKH [IJIsl 3TOrO;
- (haMuMuM U JOJDKHOCTH JIML], OTBETCTBEHHBIX 3a coOstto/ieHre [l0/KHOCTHON UHCTPYKLUM; WHbIe
YCJIOBUSL.
5.3. YTBepxkJeHHble [Jo/PKHOCTHBIe MHCTPYKLIMU T0/i71eXKaT 00si3aTe/IbHON perucTpalii B COOTBETCTBUU
¢ TpeOOBaHUSIMHU [1eJIOTIPOU3BO/ICTBA B YUPeX/|eHUH C TIPUCBOEHNEM UM TOPSAKOBOr0 HOMepa.

6.03HaKoM/IeHre Pa00THUKOB ¢ [I0/DKHOCTHOH HHCTPYKIUei
6.1. O3HaKOM/IEHHE paOOTHUKOB YUpexxaeHus ¢ JJo/PKHOCTHOM MHCTPYKIMEH B 00s13aTe/IbHOM MOPSI/IKe
OCYIIeCTBJISIETCS TIPU TIOCTYTI/IEHHH Ha paboTty B YupexxaeHue. O3HaAKOM/IEHHE OCYIIEeCTB/ISIET 3aBe YOI
Yupesxxaenusi. [Tocsie o3HaKoMyIeHHs1 pabOTHHK MPOCTaB/IsieT Ha J]0/DKHOCTHOM MHCTPYKIIMUA 03HAKOMUTETbHYIO
BU3Y — C UHCTPYKL{MeN 03HaKOMJIEH, JlaTa, TOAMNCH.

6.2. O3HakomsieHre paboTHHUKA Yupex/eHus ¢ [Jo/mKHOCTHOM MHCTPYKLMeH B 00s13aTeIbHOM TIOpsiAKe
OCYIIIeCTB/ISIETCSI TIPH TIepeBo/ie paOOTHMKA Ha APYTYIO 0/DKHOCTh WM BpEMEHHOM TIepeBo/ie Ha JIPYTYIO
paboty. O3HaKOM/IEHHe OCYIIeCTBIISIeT 3aBeAyIomril Yupexxaenus. [Tocsie o3HaKoMIeHHsI pabOTHUK
npocTasssieT Ha Jlo/PKHOCTHOM MHCTPYKLIMM 03HAaKOMUTE/IbHYIO BU3Y — C MHCTPYKL{Mel 03HaKOMJIEH, JiaTa,
TIO/ITIUCh.

6.3. TpeboBaHwsl, yCTaHOB/IEHHBIE B [IO/DKHOCTHON MHCTPYKIUH, ZI€MCTBUTETBHBI C TOTO MOMEHTa, KOT/ja
pabOTHUK ObUI C Heli 03HAKOMJIEH.

6.4. B ciiyuae eci pabOTHUK YUupesk/ieHHsl 0TKa3bIBaeTCsl PACIMCaThbCsl B 03HAKOMJIEHUH WU/IH T10/TyUeHUH
lomKHOCTHOM MHCTPYKLMH, JAHHBIM 0TKa3 UKCUPYeTCs MyTeM COCTaB/IeHUs aKTa B IIPUCYTCTBUU
He3aHTepeCOBaHHBIX CBUjeTesell. B akTe Takke GUKCUpyeTcst pakT 03HAKOMJIeHUs pabOTHUKA C
cofiepkaHueM J]o/KHOCTHOM MHCTPYKLMU B MHOM (opMe ([Jo/DKHOCTHast UHCTPYKLMS 3aUUTHIBAETCS BC/IYX
3aBeJlyIOLIUM YUpeXXJeHs).

6.5. [Ins TeKyei paboThl € O/IMHHKKA [J0/DKHOCTHOM MHCTPYKIIMM CHAMAIOT 3aBePEeHHYH0 KOTIHUI0, KOTOPYIO
BBIJIAIOT pabOTHUKY YupexxieHusi, paboTaroiieMy B JaHHOM /JO/DKHOCTH.

7.BHeceHue u3MeHeHUM B [l0/DKHOCTHYH0 HHCTPYKIJUIO

7.1. BHeceHue uaMeHeHM B JJO/DKHOCTHYHO MHCTPYKLMIO OCYIIIeCTB/ISIETCS B C/IEAYIOLIMX CTyvasix:

7.1.1. B cBsi3U C U3MeHeHHeM 00si3aTe/IbHBIX YC/IOBUM TPYIOBOTO AOTOBOpa. Y Ka3aHHas MpoLeaypa
TIPOBO/TUTCSI B COOTBETCTBUM C TpeboBaHUsIMU TpyoBoro kKozekca P® (paboTHUK [J0/DKeH ObITh He MO3/Hee |
yeM 3a 2 Mecsilia [0 TIpe/iroJiaraeMoro u3MeHeHu st MMCbMeHHO yBeiomyieH. Tlocie mosyyeHrsi paOOTHUKOM
CorJiallieHusi Ha MPo/j0/DKeHNe TPYZOBbIX OTHOIIEHUM , BHOCSTCS U3MeHeHus B [J0/DKHOCTHYH0 UHCTPYKLIMIO).
7.1.2. ipy U3MeHeHUH OpraHU3alMOHHBIX YCI0BUH TPy/a, 6e3 u3MeHeHUs TPYZ0BOU GyHKIMKU pabOTHUKA.
7.2. 3aBeiyrOLMU YupeXXJeHns WK JIML0, YIIOJTHOMOYEHHOe UM, COCTaBJ/IsieT [JO/DKHOCTHYH0 MHCTPYKLUIO B
HOBOM pe/IaKlIiH, KOTOpasi COT/IaCOBBIBAETCS U YTBEPKIAETCSI B COOTBETCTBUU C TpeOOBaHUSMH,
yCTaHOBJIEHHBIMHU pa3zieniamu 4 1 5 Hactosiero ITonoxkenus. O3HakomsieHHe paboTHUKA ¢ [J0/DKHOCTHOM
WHCTPYKILIMEH OCYII|eCTB/SIeTCSI B COOTBETCTBUM C TPeOOBaHUSIMH, YCTAHOBIEHHBIMU Pa3/iesioM 6 HaCTOSIIero
ITonoxxeHus.

8.Xpanenue [/10/DKHOCTHBIX MHCTPYKI{HI

8.1. JI0/DKHOCTHBIE MHCTPYKLIMU XPaHATCS B COOTBETCTBUU C NpaBU/IaMU , YCTaHOBJIeHHbIMU B [lepeune

THUIOBBIX YTIPaB/IeHYeCKHUX apXUBHBIX IOKyMEHTOB, 00pa3yroIuXCsi B TIPOLIeCCe AesTe/TbHOCTH



roCy/lapCTBeHHbIX OpPraHOB, OPraHOB MECTHOT'O CaMOYTIpaB/ieHUs U OpraHU3aliii, yTBepKJeHHbIM IPUKa30M
MuukyisTypbl Poccuu ot 25.08.2010 Ne 558.

8.2. 1o/KHOCTHBIE MHCTPYKLIMYA PAOOTHUKOB YuUpex/jeHUs M0/ijie)KaT MOCTOSTHHOMY XpaHeHHUI0 B Y upeXieHust
B TeUeHHe Tpex JIeT M0C/e UX 3aMeHbl HOBBIMHU.



