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O6umM cobpanrem padotHHKOB MBJIOY
Tpotokox Ne 7 ot «f» MZOIS r.
Tpencenarenp 00merg codopanus pabOTHHKOB

MBJIOY /NaseinoBa T.A./

CorsacoBaHoO tRef-asiCTBHE IPHKA30M

IIpe TeIb MPOQCOIO3HOIO KOMHUTETA y A4 o W}I/‘Zi 2015 rona.
é ' ﬁ -~ /AmramosaI'.P./

IMoJ10KeHHe 0 T0KHOCTHOH HHCTPYKIIHH Pa00THHKOB
MYHHIHNIAJIBLHOI0 0I0ZKETHOT0 10MKOILHOr0 00pa3soBaTeIbHOTO YupeAIeHHH
«Illemopaanckwuii nercknii cax Ne2 «Tepemox» CabHHCKOro MyHHIHIIATIBLHOTO paiioHa»

1. O0mue NOJI0KEHHS.

1.1 HacTosmee MOJOXEHHEe O IODKHOCTHOM HMHCTPYKUMH paboTHHKOB (nanee Ilonoxenwe)
MYHHIHIATEHOTO GFOKETHOTO JIOLIKOJIBHOrO 00pa3oBaTeTbHOro yupexaenus «lllemopranckuit
gerckmit cam Ne2 «Tepemok» CabHMHCKOrOo MyHHMUMNATBHOro paiioHa» (maree - MBJIOY)
pa3paGoTaHo C IETbIO PeryIHPOBAaHHs B3aHMOOTHONIEHHH MeK Ty PaOOTHHKOM H paboToNaTeIeM.
1.2 Hacrosimee IlonokeHHe ompezesseT OCHOBHBIE TpeOOBaHHS K CTPYKTYPE W COJCPXKAHHIO
JODKHOCTHOM HMHCTpyKnuu pabortaukoB MBJIOY. a Takke K IIpoueaype Ppa3paboTku
JIO/DKHOCTHBIX MHCTPYKIMM, OPSIIKY WX NPHHSATHS, YTBEP)KICHHS, BHECEHHS B HAX IOTOTHECHAN H
W3MECHEHHH.

2. IlonsTHE I0.KHOCTHOH HHCTPYKIHH

2.1 no/KHOCTHas MHCTpyKums pabotamka MBJIOY (manee — JIo/KHOCTHas MHCTPYKLHS) —
OCHOBaHHBI HA  HOpMax  3aKOHOJATENbCTBA  OQHIMAIBHBIA  I[IPaBOBOM  JIOKYMEHT,
peraMeHTHPYIOIHil  OpPraHM3allHOHHO-TIpaBOBOe  MonoxeHue pabotumka MBJIOY, ero
00SI3aHHOCTH, 1paBa, OTBETCTBEHHOCTh, 00SCIICYHBAIONINH YCIOBHS [UIA €ro 3pdeKTHBHOH paboThI
IpH OCYIIECTBICHHH UM TPYIOBOH JEATEIFHOCTH COrTIAaCHO 3aHUMAEMOM JIOJDKHOCTH.

2.2 JIOWKHOCTHAs HMHCTPYKIMS SBISETCS HOPMAaTHBHBIM JIOKaTbHBIM akToM MBJIOV,
peryiupyronmM oTHomeHus B pamkax MBJIOV, conepxamum o0meoOs3arenbHble IpaBHia
NOBEICHHUS Ul BCEX HIIM HEKOTOPHIX YYAaCTHHUKOB 00pa30BaTEIbHBIX OTHOIIEHHH, PACCYMTAHHBIM
Ha HEOIHOKpAaTHOE NMPHUMEHEHHe, YTBEPKICHHBIM NTpHKa3oM 3aseayromero MbJIOV.

2.3 JIomKHOCTHAs MHCTPYKIHS COCTaBiIseTcs MO KaxIoH ImrTaTHoH aomkHoctH MBJIOY u
00BsBIIgeTCS pAaOOTHHUKY MO PAcHHCKy NpH 3aKIIOYEHHH TPYAOBOTO IOrOBOpa, a TaKXke IpPH
NepeMellleHHH Ha JAPYIyH HIODKHOCTh M IIPH BPEMEHHOM HCIIOIHEHHMH O0s3aHHOCTEH IO
JIOJDKHOCTH.

2.4 JIo/DKHOCTHAsE MHCTPYKIUS pa3padaTeiBaeTCsi HCXOs U3 3a71ad U QYHKIMH, BO3JI0KEHHBIX Ha
KOHKPETHOTO pabOTHHKA, B COOTBETCTBHM CO INTATHBIM pacnucanueM, IIpaBuiamMu BHYTpeHHETO
tpynosoro pacrnopsiaka MBJIOVY, ¢ coomonennem Koncturymuu P®, tpynosoro konekca P® u
HHBIX HOPMATHBHO-TIPABOBBIX AKTOB.

2.5 OcHoBo#f 115 pa3paboTKH JODKHOCTHBIX MHCTPYKIMH siBisitoTes «KBanubukanuoHHBIE
XapaKTEPUCTHKH TODKHOCTEH paOOTHHKOB oOpasoBaHus» EnmHOro KsamupuKanuOHHOIO
CIpaBOYHHWKA JOJDKHOCTEH pYKOBOIWTENEH, CHENHAIMCTOB M CIyXallUuX, YTBEPKAEHHOTO
ITpuka3zom MuHHCTEPCTBA 3PaBOOXPaHEHUS H COLHAIBHOrO pa3BuTHi P® ot 26 aBrycra 2010 r.
Ne 761-m.

3. TpeboBanus, npeabsiB/sieMblie K CTPYKTYPe H COAE€P/KAHHIO 10/ ’KHOCTHOH HHCTPYKIIHH.
3.1 JIo/mKHOCTHASE HHCTPYKIIHS COCTOMT M3 CIEAYIONINX pa3/iesioB:

- O01ue nooKeHus!

- JIOJKHOCTHBIE 00S3aHHOCTH
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- IIpaBa
- OTBETCTBEHHOCTH
- B3aMOOTHOIIEHHUS, CBSI3U 110 JIOJDKHOCTH.
3.2 B pasznene «O0mue MOI0KSHUASA:
- ycTaHaBIMBaeTCs cepa AeATENBHOCTH IaHHOTO CIICIHATHCTa;
- YCTaHaBIMBAETCs MOPSIOK €r0 Ha3HAYCHHS U 0CBOOOKIEHHS OT 3aHUMAEMOM JI0JDKHOCTH;
- YCTaHAB/IMBAETCS MOPSIOK €r0 HAa3HAYEHUS 1 0CBOOOKIEHHS OT 3aHUMAEMOM JI0JDKHOCTH;
- YCTAaHABIMBACTCS 3aMEIEHHE 110 T0/DKHOCTH BO BPEMs OTCYTCTBHA,
- OIIpeeNAIOTCs KBATH(QHKAIHOHHBIE TPeOOBAHHS (TpeGoBaHusl, IpeabIBISEMbIE K 00Pa30BaHHUIO H
cTaxy paboThl), MOIYHHEHHOCTD CTIEIMATHCTA H JI0JDKHOCTHBIE JIHIA, KOTOPBIMH OH PYKOBOZHT,
- [epeYHcisIOTCS NPABOBbie aKThl M HOPMAaTHBHbIE JOKYMEHTBL, KOTOPBIMH  JIOJDKCH
PYKOBOJICTBOBAaThCS CHENHAIACT B CBOCH EATEIBHOCTH.

B paszen MOTYT ObITh BKIIOYEHBI IpYTHe TPEOOBAHHS M MOJNOXKCHHS, KOHKPETH3HPYIOUINE H
YTOYHSIOMME CTAaTYC JOKHOCTHOTO JIHIA H YCTIOBHS €T0 ACSTETBHOCTH.
3.3 Paznen «J10/KHOCTHBIE HHCTPYKIIME) COJICPKHT NEPEYCHR OCHOBHBIX (hyHKIIMH NODKHOCTHOTO
JMIOA, a TAKKe YKA3hIBAIOTCS OOS3aHHOCTH [IO/DKHOCTHOIO JIMIA, BO3JAraeMeie Ha HETo,
yKkasbiBaeTcs (Qopma €ro yd4acTus B YNPaBJIEHYECKOM Mpomecce (PYKOBOIHT, YTBEpXKIaeT
obecrieurBaeT, MOATOTABIMBAET, PAacCMaTPHBAET, HCIOIHSAET, KOHTPOIMPYET, COIJIACOBBIBACT,
npeacTaBisieT, KypHpyeT | T.1.)
3.4 Pasnen «IIpaBa» COAEPKHT MepedeHb MpPas, NPEIOCTABIAEMbIX CIICIHATHCTY M1 BBINOIHEHHA
BO3JIOKEHHBIX Ha HEro QYHKIHMH U 0043aHHOCTEH.
3.5 B pasmene «OTBEeTCTBEHHOCTb»  YCTAHABIMBAIOTCA  BHAbI  OTBETCTBCHHOCTH 32
HECBOEBPEMEHHOE ¥ HEKaYeCTBEHHOE BBIIOTHEHHE CTICHMATHCTOM J0/DKHOCTHBIX 00sI3aHHOCTEH U
HE HCII0JIb30BaHKE MIPEIOCTABICHHEBIX €My IIpaB.
3.6 Paszen «B3aumooTHOmeHus. CBsi3H O JODKHOCTH» COACPKUT NEPEYECHD JI0KHOCTHBIX JIHIL, €
KOTOPHIMH ~CTIENMAIACT BCTYMaeT B CiIyXeOHBIC B3aHMOOTHOIICHHS H obecrieynBaeTCs
uHDOpManKel, YKa3bIBAlOTCS CPOKH IONYYEHHS M NPEI0CTABICHHS WHGOPMAIIHH, ONpEEISCTCS
TNIOPS/IOK MOINKCAHHS, COTTIACOBAHHS U YTBEPK/ICHHS TOKYMEHTOB.
3.7 Obs3aTeIbHBIME PEKBH3HTaMH JIOIDKHOCTHOM HHCTPYKIIMH SBJISAIOTCS:
- nonaoe HanmeHoBanue MBJIOVY;
- 3aroJI0BOK K TEKCTY:
- BH3BI COTJIaCOBAHHS,
- IOJIIIHCH, TPH( YTBEPKICHHS.
4. Tlopsinok pa3paboTKH, yTBep K/IeHAs U BBeleHHs B elcTBHE JOJZKHOCTHOH HHCTPYKIIHH.
4.1 JlomkHOCTHas MHCTpyKumMs paspaGarsiBaetcs 3asemyiommm MBJIOY. B ciyuae, ecin
JIOIKHOCTHAS MHCTPYKIMS pa3pabaThiBAaeTCs JIHIIOM, YIOJHOMOUYEHHBIM 32BEAYIOIIHM MBJIOV,
TO OHA MONKCHIBAETCS Pa3pabOTYHKOM.
42 JlomKHOCTHas HHCTPYKIHs IIOCIE€ pa3pabOTKH IepelaeTcs B POQCOIO3HBIH KOMHTET
TIEPBAYHON TPOGHCOOINON OPraHU3alHE, TPSICTABNIONMAA HHTSPECH! QOIBIUHHECTEA Pa0OTHHKOB
MBJIOY (nanee — npodcoro3Hbii KoMHTET). [Ipodcoro3HbIi KOMUTET B CPOK HE MO3IHEE AECATH
pabounx mHe# co [HS TonydeHHs JIOIDKHOCTHOW HMHCTPYKIHH OCYIIECTBISET COIJIaCOBaHHE
JIOJDKHOCTHOM MHCTPYKUHMH. B cilydae, ecid NpOQCOrO3HBIH KOMHTET HE COIJIaCEH C TEKCTOM
JIOJDKHOCTHOM HMHCTPYKIIMH JTHOO BHOCHT IPEUIOKEHHs IO €ro COBEPIICHCTBOBAHHIO, TO
3apenyromemy MBJIOY HanpasisieTcss MOTHBHpOBaHHOe MHeHue. 3asenyrommii MBJIOY moxer
COMIACHTBCS C HUM JIMOO 00s3aH B TeUYeHHE NSATH IHEH IOCIe MOTY4YCHHsS MOTHBHPOBAHHOIO
MHEHHS TIPOBECTH JONOIHWTENbHblE KOHCYIbTAllMH C NPO(COIO3HBIM KOMHTETOM B LEIAX
B3aHMOIIPHEMIIEMOTO PEIEHHS.

[Ipy HEOCTHXEHHM COTJIACHS BO3HHKIINE pasHOracusi OGOPMISIOTCS MPOTOKOJIOM, MOCTIE
gero 3aseayronmit MBJIOY umeeT npaBo yTBepAUTh [[ODKHOCTHYIO HHCTPYKIHIO.

5. VrBepxkaeHHe /{0, KHOCTHOH HHCTPYKIHH.
5.1 3asemyiommit MBJIOY yrBepxkaaer JIOIKHOCTHYIO MHCTPYKUHMIO MYTEM H3JaHHA
COOTBETCTBYIOIIETO NTPHKAa3a.
5.2 B mpukase B 00s3aTeIbHOM MOPS/IKE YKA3bIBAIOTCS:
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- /laTa BBEICHUS 1I0/DKHOCTHOM HHCTPYKIHH B J€HCTBHE,

- YKasaHHe 00 03HaKOMJICHHH pabOTHHKOB ¢ J[0IDKHOCTHOI HHCTPYKIMER U CPOKH JUIS 3TOTO;

- GaMHITHH ¥ IOJDKHOCTH JIHIL, OTBETCTBEHHBIX 32 COOTIONCHHE JIO/KHOCTHON HHCTPYKIIHH;

- HHBIE YCIIOBHS.

5.3 VTBepKIEHHBIE IOKHOCTHBIE HHCTPYKLIMH TMOMIEKAT 00A3aTeNbHOM pErucTpanuu B
COOTBETCTBHH ¢ TpeOOBaHHMAMH JerompousBoacTea B MBJIOV ¢ IIPHCBOCHHEM HM IOPSIKOBOIO
HOMepa.

6. O3naxkom.ieHne pa6oTHHKOB ¢ /{o/KHOCTHOI HHCTPYKIHEH

6.1 Osnakomnenne pabothuka MBJIOY ¢ JIo/KHOCTHO HUHCTPYKLHEH B 00A3aTEIbHOM MOPSIIKE
OCYIIECTBIIAETCS IPH MOCTYILIEHHH Ha paboty B MBJIOYV.

O3HakoMIIeHHE  OCYIIECTBISET sagenytoumii  MBJIOY. Tlocie o3makomiieHHS paboTHHK
NpoCTaBisieT Ha JIO/KHOCTHOH HMHCTPYKIHH O3HAKOMHTEIBbHYIO BH3Y — C HHCTPYKIHEH
03HAaKOMJIEH, J1aTa, MOIIHKCh.

6.2 Osnakomnenne pabotauka MBJIOY ¢ JlomkHOCTHO!M HUHCTPYKIIHEH B 00A3aTEIBHOM MOpSIKe
OCYMIECTBIIACTCS NIPH MEPEBOJC HA APYTYIO JODKHOCTH HIIH BPEMEHHOM NEePEBOJIE Ha JIPYTYIO
paboty. O3HaKOMIIEHHE OCYIIECTBIsSET 3aenyrommii MBJIOVY. Tlocne o3HakomieHHs pabOTHHK
NpOCTaBiAeT Ha JIODKHOCTHOH HHCTPYKIIHH O3HAKOMHTENBHYIO BH3Y — C MHCTPYKIHeEi
03HAKOMJIEH, J1aTa, IOIIHCh.

6.3 TpeboBanus, ycranosieHHbIe B JJ0KHOCTHOM HHCTPYKIHH, JCHCTBUTEIBHBI C TOTO MOMEHTA,
Korja pabOTHHK ObLT ¢ Hell 03HAKOMIIEH.

6.4 B ciyyae, eciu paGoOTHHK OTKasmBaeTcs PacnucaTbCs B O3HAKOMJICHHH WM MOTy4YeHHH
JI0KHOCTHOM HHCTPYKIINH, JTaHHBIH OTKA3 (uKcHpyeTcst IyTéM cOCTaBIeHHS aKTa B IIPHCYTCTBHH
HE3aHHTCPECOBAHHBIX CBHIETENCH. B akTe Takke QuKcHpyeTcs pakT 03HAKOMIICHHS paboTHHKA ¢
conepxaHueM JIOIDKHOCTHON WMHCTPYKIMH B  HHOM dopme (JlomkHOCTHAS HHCTPyKIHs
3a9ATHIBAETCS BCIYX 3aBeayrommm MBJIOV).

6.5 Jlna Texymei paboTel ¢ NOTHHHHKA JOJDKHOCTHOM MHCTPYKLUHH CHHMAOT 3aBEPEHHYIO
KOIHIO, KOTOPYIO BbIAatoT pabotHrKy MBJIOY, paGoTtaromeMy B 1aHHO#M 10JDKHOCTH.

7. BHeceHne usmeHeHnii B JoTKHOCTHYI0 HHCTPYKIHIO

7.1 BHeceHHe W3MeHEHHIT B JIOIKHOCTHYIO HHCTPYKITHIO OCYIECTBISETCS B CIICYIOIIHX CITyYasx:
7.1.1 B CBAI3M C H3MEHEHHEM 00S3aTeTbHBIX YCJIOBH# TPYJI0OBOTO 10roBopa. Yka3aHHas npouexypa
[IPOBOIUTCS B COOTBETCTBHH C TpebGoBaHusiMH Tpya0Boro koaekca P® (paboTHHK n0KeH OBITH He
TMO3HEE, ¥9eM 32 2 Mecslla 1O NPEANoIaraeMoro H3MeHEHHS MHCBMEHHO yBenomiéH. [locne
TONy4eHHs pPabOTHHKOM COTNAIICHHS HA MPOJOIKEHHE TPYAOBBIX OTHOIIEHHM, BHOCSTCS
M3MEHEHHS B JIOIDKHOCTHYIO HHCTDPYKITHIO).

7.2.2 OpH H3MEHEHHH OPTraHW3AMMOHHBIX YCIOBHH Tpyna, Ge3 M3MEHEHMsS TPYIOBO byHKIHH
paboTHuKa.

7.2 3aBepyrommii MBJIOY wm JIUIO, YNOJHOMOYEHHOE MM, COCTAaBISET JlomxHOCTHYIO
HHCTPYKIIMIO B HOBOH DEIaKIMH, KOTOpas COINIACOBBLIBAETCS W YTBEPKIAETCS B COOTBETCTBUH C
TpeOOBaHUSAMH, YCTAHOBIEHHBIMH Pa3aesioM 6 Hacrosmero [Tonoxenus.

8. XpaHeH#ue 10KHOCTHBIX HUHCTPYKIHH

8.1 JlomxHOCTHBIE MHCTPYKuHH XPaHATCA B COOTBETCTBHH C IpPaBHJIAMH, YCTAHOBJIEHHBIMH
IlepeuneM THHOBBIX ynpaBreHYeCKHX ApXMBHBIX JOKYMEHTOB, OOpasyloIHXCs B IpoIecce
ACATCTIEHOCTA TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIpaBJIEHHs H OpraHH3allyii,
YTBEPXKACHHBIM NIPHKa30M MuHKy16Type1 Poccnn ot 25.08.2010 r.Ne 558.

8.2 JIomKHOCTHBIE HHCTPYKIHH pabotankoB MBJIOY noanexar IIOCTOSSHHOMY XpaHEHHIO B
MB/IOY B Teuennnu TpéX JIeT mocie UX 3aMeHs! HOBBIMH.




