MMPUHATO

OO61mmM coOpanueM pabOTHHKOB
MBJIOY "letckuii cam Nel89
KOMOMHHUpPOBaHHOTO BHA"
Cosetckoro paiiona r. Kazanu

Ipotokon Ne / ot "/F* /7 2021t

PeructparmonHeid Ne
YTBEPXJIAIO
3asenyronmmit MBJIOY "Jletckuii can
Nel189 xoMOHHHPOBAHHOTO BUA"
oBeTcKoro/paiiona r. Kazanu
U 0s/ M.A iy niana
BBaejieH0/B IIeiiCTIE IPHKAa30M

Ne/d ot " BT 2021 r.

COTI'JIACOBAHO
IIpencenarens [IK

yBI[OY «]_—[eT(C,KI/II‘/JI can Ne 189
//M; 2 ﬁ;%//%ﬁ /&

IMono:xenne Ne_
0 J0/GKHOCTHO#M MHCTPYKIHH Pa0OTHHKOB
MBAOY «/lerckuii cag Nel89 koMOHHHPOBAHHOI0 BHIA)
Coserckoro paiiona r.Kazanm

1. O0mue mos0KeHUs

1.1.Hacrosimee IlosokeHrHe O JODKHOCTHOM MHCTPYKIMH PaOOTHHKOB (masee
[Tonoxenue) MBJIOV «Jletckuii cam Nel89 xomOunmpoBauHOoro Buzpa» (manee — MBIIOY)
pa3paboTaHo B HeJIX PEryIMPOBaHUsS B3aHMOOTHOIIIEHHH MeX Ty pabOTHHKOM B paboTomaTeeM
B jmuIle 3aBenyromeir MBJIOY.

1.2.Hacrosimee IlosoxeHume ompenenseT OCHOBHBIE TpeOOBaHUSA K CIPYKType H
COIEPKAHMIO JOJDKHOCTHOM  MHCTpyKIH padoTHHKOB MBJIOY, a Taike K Ipouemype
pa3paboTKe MODKHOCTHBIX HHCTPYKIIMH, MOPSAKY UX NPUHSATHS, YTBEPXKICHUSA, BHECEHHI B HUX
TOIIOJIHEHUY ¥ U3MEHEHUH.

2. TlonsiTHe I0/KHOCTHOI HHCTPYKIHMHU

2.1. JlomxHocTHas wHCTpykuus pabotHuka MBJIOY (manee — JlomxHOCTHas
MHCTPYKLHS) — 5TO OCHOBaHHBIH Ha HOpMax 3aKOHOJATENIhCTBA OGHUIMAIbHBIA IPaBOBOM
JOKYMEHT, PErJIaMeHTHPYIOUIHH OpraHW3alluOHHO-TIpaBoBoe mojioxenue paborHuka MBJIOYVY,
€ro 00s3aHHOCTH, IIpaBa, OTBETCTBEHHOCTh, 0OECIIEUNBAIOIINI YCIOBHS JUIS €r0 OOBEKTHBHOM
paboTBI IPU OCYINECTBICHUH UM TPYIOBOM AEITEIBHOCTH COTJIACHO 3aHUMAEMOM TOMKHOCTH.

2.2. JI0IKHOCTHAS MHCTPYKIHS SIBIIETCS HOPMATHBHBIM JIOKaIbHBIM akToM MBJIOY,
perynupyromuM oTHoIleHus B paMkax MBJIOY, coxepxamumM 001meo0s3aTeNibHbIE TTpaBUiia
MOBENECHMS JJII BCEX MM HEKOTOPBIX YYaCTHHKOB 00pa3oBaTelbHBIX OTHOIIEHUH,
pacCYMTaHHBIM Ha HEOJHOKpATHOE IPUMEHEHHWE, YTBEP)KIECHHBIM IMPUKA30M 3aBEXyIOIel
MBJIOVY.

2.3. JIoMmKHOCTHAS HHCTPYKIUS COCTABIIIETCS MO Ka)KIOH mTaTHO#M mobkHOoCcTH MBJIOY
4 00BsABIAETCA PAOOTHUKY MO POCIHCH HPH 3aKIOYEHHH TPYAOBOTO IOTOBOPA, a TAKXKE IPH
[IEPEMEIIEHUHN Ha JPYTYIO JOJDKHOCTH W IIPHM BPEMEHHOM  HCIIOJHEHHH OOs3aHHOCTEH 10
JOJDKHOCTH.

2.4. JlomkHOCTHAasS HWHCTPYKIHMS pa3padarblBacTCs HCXOIS W3 33lad U (QYHKIMH,
BO3JIO)KEHHBIX Ha KOHKPETHOTO pabOTHHWKA, B COOTBETCTBHM CO IITATHBIM PpAaCIMCaHHEM,
[paBunamu BHyTpeHHEro Tpymosoro pacmopsaka MBJIOY, ¢ cobmonenuem KoHcTHTyLUH
Poccuiickoit @eneparuu, Tpynosoro xonekca Poccuiickoit @enepalid U MHBIX HOPMATHBHO-
IIPaBOBBIX aKTOB. .

2.5.  OcuoBo#t  musa  pa3paOOTKH  JOJDKHOCTHBIX ~ MHCTPYKIHMH  SBIISIOTCS
«KBanupukanmoHHble XapaKTEPHCTHKH HOJDKHOCTEH paOOTHHKOB oOpasoBaHusa» ExuHOro
KBaJIM(UKAITMOHHOTO CIPABOYHHKA JOJDKHOCTEH PYKOBOIHUTENEH, CHEIHUATMCTOB U CIIy)KaIlHX
1o mpodeccusiM paboyux, KOTOpPBIE YTBEPXKICHBI (eaepalbHbIM OPraHOM HCIOJHHMTEIBEHON
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BJIACTH, ¥ IPOGECCHOHATBHBIA CTaHAAPT, YTBEPXKICHHBIM IpHKa3oM MuHHCTEpPCTBA TpyAa U
conuansHoi 3ammTel PO or 18.10.2013r. Ne544 «O6 yTBepikACHHH HPOQECCHOHAIBHOIO
craugapra «[lemaror (memarormveckas HeATENBHOCTH B cdepe MOIIKOILHOrO, HAYaIBHOTO
00IIET0, OCHOBHOTO OOIIETO, CPEXHETO 00IIEr0 06pa3oBaHus) (BOCIUTATEND, yIATEND).

3. TpeGoBanus npeabsiB/sieMble K CTPYKType H conepmaﬂnm I[OJI)KHOCTHOI/I
HHCTPYKIHMH. d
3.1.  JlomxHOCTHas HHCTPYKIIUSA COCTOUT U3 CIEMYIOIMHNX paBILGIIOB
- O011ue IOJI0XKEHU.
- JIomKHOCTHBIE 00S13aHHOCTH.
- IIpaga.
- OTBETCTBEHHOCTb.
-BzaumooTHomenus. CBSI34 10 TOJDKHOCTH.
-3aKJIIOYUTEIIbHBIC TTOJIOKEHHUS.
3.2. B pasnene «O061ue moaoKeHusI»:
- ycraHaBiuBaeTcs chepa IesITeTPHOCTH JAHHOTO CIEIMAaIKCTa,;
- yCTaHABJIMBAETCS MTOPSAIOK €ro Ha3HAYCHHS U OCBOOOKIECHHUS OT 3aHMMAaeMOH JODKHOCTH;
- yCTaHABIIMBAETCS 3aMeIeHHE 110 TOJDKHOCTU BO BpeMs OTCYTCTBHS,
- OmpeHensioTcs KBaln(pHUKAIHOHHBIE TpeOoBaHUS (TpeOOBaHUA, IPEAbABIIEMBIE K
00pa30BaHHUIO U CTaXXy paObOThI), MOAUAHEHHOCTD CIIEIHAIUCTA NOJDKHOCTHEIC JIAIA, KOTOPBIMU
OH PYKOBOJIHT;
- TIEPEYHCIIAIOTCS TPaBOBbIE aKThl W HOPMATHUBHBIE JOKYMEHTBHI, KOTOPBIMH [TOJDKEH
PYKOBOJICTBOBATHCS CIIEIIUATIUCT B CBOEH IEATEIBHOCTH.
B pasmen Moryr OBITh BKIIOYEHBI JApyrHe TpeOOBaHUA M IOJOXKCHHS,
KOHKPETHU3UPYIOIIHE U YTOYHSIOIIHAE CTATYC HOJDKHOCTHOTO JIUIA U YCIOBHUS €T0 NEITEIBHOCTH.

3.3. Pazmen «JIO/KHOCTHBIE OOS3aHHOCTH» CONEPKUT MEPEUeHb OCHOBHBIX (QyHKIMH
JOJDKHOCTHOTO JIMIIA, a TAKXKE YKA3bIBAIOTCS 00SI3aHHOCTH JODKHOCTHOTO JIAIA, BO3JIaracMble Ha
HEro, yKa3blBaeTcs ¢popMa ero y4acTus B YIIPaBlIeHYeCKOM IIpoliecce (PyKOBOIUT, YTBEPKIAET,
obecrieynBaeT, MOATOTABIMBACT, PACCMATPUBACT, MCIOIHIET, KOHTPOJIUPYET, COINIaCOBBIBACT,
IIPENICTABISIET, KYPUPYET | T.1.)

3.4. Paznen «[IpaBa» comepXuT MepedeHb IpaB, MPEIOCTABISEMBIX CHEIHATUCTY IS
BBLITIOJTHEHHS BO3JIOXKEHHBIX Ha HETO QYHKIMHA U 00S3aHHOCTEH.

3.5. B pasgene «OTBETCTBEHHOCTb» YCTaHABJIHUBAIOTCS BUIBI OTBETCTBEHHOCTH 34
HECBOEBPEMEHHOE M HEKaYECTBEHHOE BEITIOIHEHHE CIICITHAIMCTOM JODKHOCTHBIX 00sS3aHHOCTEH
H HEUCIIOJIb30BAHKE IIPEOCTABIICHHBIX €My TIpPaB.

3.6. Pazmen «BzammoorHomieHus. CBS3H 10 ODKHOCTH» COAEPXKHT IIepEUeHb
JOJDKHOCTHBIX JIMI[, C KOTOPHIMH CHEIMATHCT BCTYHACT B CIyXEOHBbIC B3aMMOOTHOIICHHS H
obecrieuuBaeTcss HMHGOpMAIKEH, VYKa3hBAlOTCA CPOKHM IIONYYEHHS M IPENOCTABICHUS
HHGOpPMAIMH, OMNpeNeNseTcss IMOPIIOK TIOJIITUCAHHUS, COTJIACOBAHUS ¥  YTBEPXKICHUS
JTOKYMEHTOB.

3.7. O6s13aTebHBIMU peKBU3UTaMH JIOIDKHOCTHON HHCTPYKIIAH SBIISIFOTCS:
- nosiHoe HauMmeHoBanue MbJIOVY;
- 3ar0JIOBOK K TEKCTY;
- BU3BI COTJIACOBAHUS,
- IOJIUChH, TPU( YTBEPKIACHHU.

4. Tlopsizok pa3paGoTKH, COTJIACOBAHMS, YTBEPIKICHHUSA H BBEACHNA B IeiicTBHE
AOKHOCTHOH MHCTPYKIHH.

4.1. TomKHOCTHAS WHCTPYKIHUS paspabarsiBactes 3asemyrouieit MBJIOY mubo JII/II_IOM
VIIOTHOMOUYEHHbIM 3aBenyromeid MBJIOY. B ciydae ecnu JODKHOCTHAS HHCTPYKITHS
pa3padaTbIBaeTCs JIUIOM, YIIOJIHOMOYeHHbIM 3aBemyromelt MBJIOY, To oHa moamuchIBacTCs
DPa3paboTIUKOM.



4.2. JIomKHOCTHAas HMHCTPYKIHUA MOCIE pa3pabOTKH IepenaeTcss B IPOQCOIO3HBIA
KOMHUTET IIEPBHYHOM IPO(COI03HON OpraHu3aliy, IPEACTABIIMONINNE HHTEPECH OOJBIIHHCTBA
pa6otaukos MBJIOY (manee — npodcoro3ubii KOMHUTET). IIpodcoro3HbI KOMHTET B CPOK HE
Ho31Hee JecaTH pabouux HEH cO THS MONydeHHS NOJDKHOCTHOW HHCTPYKIHUM OCYMIECTBIIACT
coryacoBanre JI0MKHOCTHOM MHCTPYKIMH. B ciiydae eciu Ipo(CorO3HbIA KOMHTET HE COrTaceH
¢ TekcToM JIO/DKHOCTHOM HHCTPYKIIMHU JIMOO BHOCUT IIPEIUIOKEHHS 110 €r0 COBEPIICHCTBOBAHHIO,
to 3aBexyromeii MBJIOY HampasiseTcs MOTHBHpOBaHHOe MHeHHe. 3asexmyiomas MBJIOY
MOYET COTNACHTBCS C HAM JHOO 00s3aHa, B TedeHHe NATH JHEH ~Iocie IOTydeHHs
MOTHBHPOBAHHOTO MHEHHS, IIPOBECTH [ONOJHHUTEIBHBIE KOHCYNBTAMH C MPO(COO3HEIM
KOMHTETOM B IIEJISIX TOCTHKECHUS B3aUMOIIPUEMIIEMOTO PEIICHHUS.

[Ipy He JOCTIDKEHHMM COTJIaCHs BO3HHKIIHE pa3sHOINACHS — O(pOpMILIOTCS
IIPOTOKOJIOM, Tocle dero 3apemyromas MBJIOY mmeer mpaBo yTBEpAUTH JIOKHOCTHYIO
UHCTPYKIIHIO.

5. VYrBepxaenue JomKHOCTHON HHCTPY KT

5.1. 3asemyromuii MBJIOY ytBepxnaer JlOIDKHOCTHYIO HHCTPYKIHIO IIyTEM H3MaHUA
COOTBETCTBYIOIIETO MPUKa3a.

5.2. B npukaze B 00513aT€IpHOM HOPSIKE YKA3bIBAIOTCS:
- mata BBefeHus JI0JDKHOCTHOM MHCTPYKIIUY B IEHCTBHE,
- YKa3aHHe 00 03HAKOMJIEHHH PabOTHUKOB ¢ JIODKHOCTHOM HMHCTPYKIIMEH U CPOKHU ]I 3TOTO;
- GaMMIMH M JOJDKHOCTH IIMIl, OTBETCTBEHHBIX 3a COOIONEHHE IOJDKHOCTHOW WHCTPYKIIMH;
WHBIC YCIIOBUSL.

5.3. YTBepxnennsie J[OMKHOCTHBIE HHCTPYKIUK MOJJIEKAT 00A3aTEIbHOW PETHCTPAllvi B

COOTBETCTBUH ¢ TpeOoBauusMu nenonpousBoactsa B MBJ/IOY ¢ mpucBoeHHEM UM IOPAIKOBOTO
HOMEpa.

6. OsnakomJ/ieHHe padOTHHUKOB ¢ J{O/DKHOCTHOH HHCTPYKIHEH

6.1. HeoTrpemiieMoii 4acThIO TOKHOCTHOM MHCTPYKIIUHU SBIISIETCS JINCT
03HAaKOMJIEHHS, KOTOPEIH Bemercs B MBJIOY u CiTy)XHT TOKa3aTeNbCTBOM TOTO, YTO PabOTHHUK
03HAKOMUJICS C JOJKHOCTHOM HHCTPYKITUEH.

6.2. Osuakomiuenune padorurka MBJIOY ¢ JIomkHOCTHON MHCTPYKIKEH B 00S3aTENEHOM
HOPSIIKE OCYIIECTBIETCS Ipd IHoCTymieHun Ha pabory B MBJIOY. OsnakomieHnue
ocymectBisieT 3aBemyrouit MBJIOY. Ilocme o3HakoMieHHs paOOTHHUK IIPOCTaBIIAE€T Ha
JIOXHOCTHOM WHCTPYKIIMK O3HAKOMHTENBHYIO BH3Y - C HHCTPYKIHEH O3HAaKOMJIEH, Jarta,
MOJIITHUCK.

6.3.03nakomitenue paborauka MBJIOY ¢ JIoJDKHOCTHON MHCTPYKIKEH B 00S3aTEIBHOM
HOpSKE OCYIIECTBISETCS IMPH MEepeBoJie paOOTHHKA Ha APYTYIO NOJDKHOCTH MM BPEMEHHOM
nepeBojie Ha Opyrywo pabory. OsHakomienue ocymmectsiser 3asenytomuit MBJIOV. Ilocne
O3HaKOMJICHHUS paOOTHHK MPOCTaBsAeT Ha JIODKHOCTHONH MHCTPYKIHH, KOTOpas BBIAAETCS €MY
Ha pyKH 03HAKOMHTEIBHYIO BH3Y - C HHCTPYKIIMEH 03HAKOMJIEH, AaTa, IOIIIKCH.

6.4. TpeGoBaHus, ycTaHOBIICHHBIE B JIOIDKHOCTHOM HHCTPYKIUH, JEACTBUTEIRHEL C TOTO
MOMEHTa, Korjia paboTHHUK OBLI ¢ HeH 03HAKOMIJIEH.

6.5. B cnygae ecmu pabornuk MBJIOY oTkasbBaeTcs pacmucaTbCs B O3HAKOMIICHHH
HIIM TIOJIy4eHHUH J[OIDKHOCTHON HMHCTPYKIIMH, TAHHBIH OTKa3 QHUKCHPYETCSA IIyTEM COCTABICHUS
aKTa B IIPUCYTCTBHM HE3aMHTEPECOBAHHBIX CBUIETeNeidl. B akrte Takke ¢ukcupyercs (Gakt
03HAKOMJIEHHs paboTHHKA C cojepkaHueM JIODKHOCTHOM HHCIPYKIHM B HHOH (opme
(TomKHOCTHAS HHCTPYKIMS 3a9UTHIBaETCS BCIyX 3aBeayrommeit MBJIOY). ,

6.6. Jlnsa Tekyme#t pabOThI ¢ IOJIMHHUKA MOJ/DKHOCTHOM HMHCTPYKIHMH CHHMAOT
3aBEPEHHYIO KOIMIO, KOTOPYIO BbimaioT paboTHuKky MBJIOY, paboTaromemy B HTaHHOH
TOMKHOCTH.



6.7. Bce BbImaHHBIE HHCTPYKIIUH (PUKCUPYIOTCS B XKypHAJIC PETUCTPAIlUH JOJDKHOCTHBIX
UHCTPYKIIUAH.

7. Buecenne uzmMeHeHui B JIO/KHOCTHYI0 HHCTPYKIHIO.

7.1. Buecenne u3MeHeHH# B JIOIKHOCTHYIO HHCTPYKIIHIO OCYIIECTBIIAECTCS B CIEAYIOMHNX
CIIy4asx: i

7.1.1. B cBsi3u C m3MeHeHHEM 00s3aTeNbHBIX YCIOBHH TPYHOBOTO JOrOBOpa: YKa3aHHAs
TIpoIieypa IPOBOJUTCA B COOTBETCTBMHU ¢ TpeboBaHWsIMH TpynoBoro xomekca P (paboTHHUK
OJDKEH OBITh HE IMO3JHEE, YeM 3a 2 Mecdla [0 MPEeArojaraéMoro HW3MEHEHHS ITHCBMEHHO
yBemomied. Ilocime mosydeHuss paOOTHHKOM COIJIALIEHHMs HA MPOJOJDKEHHE TPYIOBBIX
OTHOILIEHHUI, BHOCATCS U3MEHEHHUS B J[OJDKHOCTHYIO HHCTPYKIIHIO).

7.1.2. Tlpu W3MEHEHWH OpPTraHM3alMOHHBIX YCIOBHH TpynAa, 0e3 H3MEHEHHS TPYJOBOH
GbyHKIHHA pabOTHHKA.

7.2. 3apenyromuit MBJIOY WM JUI0, YIOTHOMOYEHHOE MM, COCTABIsET JIODKHOCTHYIO
HHCTPYKITMIO B HOBOM pEIaKIUK, KOTOpas COTJIACOBBIBAETCS U YTBEPKIAETCS B COOTBETCTBUH C
TpeGOBaHHAMH, YCTAHOBIEHHBEIMA paszieiamu 4 u 5 Hacrosmero Ilomoxenus. O3HaKOMICHHE
paboTHEKa ¢ JIODKHOCTHOM MHCTPYKIMEN OCYIIECTBIIETCS B COOTBETCTBUM C TPEOOBAaHHAMH,
YCTaHOBJICHHBIMHE pa3fesioM 6 HacTosImerollonoxenus.

8. Xpanenue [0/5KHOCTHBIX HHCTPYKIIHIA.

8.1. CoryacoBaHHyl0 H VyTBEP)KICHHYIO JIODKHOCTHYIO MHCTPYKIIHIO HYMEPYIOT,
IIHYPYIOT, 3aBEPSIOT NEYAThIO YUPEKICHUSI U XPAaHAT B KAOUHETE 3aBEyIOIIel B COOTBETCTBUH
C YCTaQHOBJICHHBIM TTOPSIIKOM.

8.2. Cpok XpaHeHHus JO/DKHOCTHOM HHCTPYKIIUH II0CIIE 3aMEHBI HOBOU IIOCTOSTHHO.
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