MyHHuIHNa/1bHOe GII3KeTHOE J0MKO0IbHOe 00pa3oBaTeTbHOe yIpeKIeHune
«ercknii cax Ne 150» HoBo-CaBHHOBCKOTO paiioHa r. Kasanu
(MBJOY «/lerckuii cag Nel50»)

YT1Bep:kaaw

Monosxenne Ne o 76
0 T0JKHOCTHOM MHCTPYKIHH Pa0OTHHKOB
MBIOY «/lerckuii cag Ne 150»

1. O6mme noI0KeHUs

1.1. Hacrosmee IloNOXeHHe O MOIDKHOCTHOW HMHCTPYKUMM PabOTHHMKOB (naee
[Monoxenne) MBJIOY «Jletckuit cax Ne 150» (mamee — MBJIOVY) pa3paboTaHO B ILEIAX
PEryIHPOBAHUS B3aMMOOTHOIIEHUH MEXTY PaOOTHUKOM 1 paboTojiaTesieM B JIHIE 3aBEYIOIIeH
MBJIOVY.
) 1.2. Hacrosimee IlomokeHre OIpEENseT OCHOBHBIE TPeOOBaHUs K CTPYKType H
COIEPKAHUIO JOIDKHOCTHOM HMHCTPYKIMH DabOTHHUKOB MBJIOY, a Takxe K MpoLeaype
pa3paboTKH JOIKHOCTHEIX MHCTPYKIUH, MOPSIKY HX IPHHATHS, YTBEPKIACHHUS, BHCCEHUA B HUX
JIOTIOJTHEHWH ¥ M3MEHEHUH.

2. lonsATHE T0JKHOCTHOH MHCTPYKITUHA

2.1. JlomxHocTHas wuHCTPyKuus pabotarka MBJIOY (mamee - JlomxHocTHasA
HHCTPYKIIXS) - OCHOBAaHHBIA Ha HOpPMaX 3aKOHOJATEIbCTBA o(uIMaTBHBIN IPaBOBOA JOKYMEHT,
perNaMeHTUPYIOMH  OpraHU3allOHHO-IIPABOBOE  [IOJIOKCHHE paborauka MBJIOY, ero
06S3aHHOCTH, IIPaBa, OTBETCTBEHHOCTH, OOECIICUMBAIOMIMI YCIOBHS JUIT CrO 00BEKTUBHOI
pabOTHI TPH OCYIIECTBIEHUH UM TPYZOBOH ACATEIBHOCTH COITIACHO 3aHUMaeMOU TOIDKHOCTH.

2.2. JIomKHOCTHAS WHCTPYKIHS ABJISETCS HOPMATUBHBEIM JIOKAJILHBIM aKTOM MBJI0Y,
PEryIUpPYIOLMM OTHOIICHUS B paMKax MBJIOY, comepxamuM 00meo0s3aTesIbHEIC TPaBHIa
[OBeNEHMs JUI BCEX WM HEKOTOPEIX YYaCTHUKOB —00pa3oBaTENbHBIX OTHOIIECHUH,
pACCUMTaHHBIM HA HEOTHOKPATHOS NPHMEHEHHE, yTBEPXK/CHHBIM IIPUKa3OM 3aBeIyIOLIEH
MBJIOY.

2.3. JIOMKHOCTHAss HHCTPYKIUS COCTaBIACTCSA II0 KOKIOM IITATHOH IOJDKHOCTH
MBJIOY u o6bsBiasercss paGOTHUKY MOJ POCIHCH IIPH 3aKIIOYCHUH TPYAOBOTO NOTOBODA, a
TaKyKe TIPH MEPEMELICHHH Ha APYTYIO IO/DKHOCTD U IIPA BPEMCHHOM HCIIOTHEHNA o0s13aHHOCTEN
I10 JIOJDKHOCTH.

2.4. JIoKHOCTHAs WHCTPYKIMS pa3pabaTbiBaeTCs MCXOMd M3 3aiad H byHKIUH,
BO3JIOKEHHBIX Ha KOHKPETHOrO pabOTHMKA, B COOTBETCTBHM CO INTAaTHBIM PACIHCAHACM,
[IpaBuiiaMyl BHYTPEHHErO TPYJOBOIO pacropsika MBJIOY, ¢ cobmonernem Konctutynuu
Poccuitckoit @enepanuu, TpymoBoro kopekca Poccuiickon Denepanvd 1 HHBIX HOPMATHBHO-
IIPaBOBBIX aKTOB.

2.5. OcHOBOM st paspabOTKW  JOIDKHOCTHBIX — MHCTPYKIMH — SABIIFOTCS
«KBanuduKanuoHHbe XapaKTEPUCTHKH NOIDKHOCTEH paboTHUKOB 00pasoBanus» EquHOrO
KBATU(HUKALIOHHOrO CIPAaBOYHMKA TOTIKHOCTEH PYKOBOIUTENEH, CIIELAATUCTOB U CITyXKalluX
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o mpodeccusiM pabounx, KOTOpBIE YTBEPXKIEHBI (eIepaibHEIM OpraHoM HCIIOTHUTEIBHON
BJIACTH, ¥ IPO(ECCHOHATBHBIA CTAHIAPT, YTBEPKICHHBIN MprukasoM MHHHCTEPCTBA TpyJAa
conyanbHoi 3amuTel PO ot 18.10.2013r. Ne544 «O6 yTBepikaeHHH MPOGHECCHOHATBHOTO
cranmapTa «Ilemaror (memarormdeckas JeSTENBHOCTh B Cepe IOLIKONBHOTO, HAIalbHOTO
0OIIIEro, OCHOBHOTO OBIIIEr0, CpeHero obuero 06pa3oBanus) (BOCIUTATENb, yIUTEIb).

3. Tpe6oBanusi, NPeabSBIsIEMbIe K CTPYKTYpe U COJePIKAHUIO [0JKHOCTHOH
HHCTPYKLHH.

3.1. JTomKHOCTHAS HHCTPYKLUSA COCTOUT U3 CIIEIYIOIUX Pa3/IeIIoB:
- O6Imme MOIOKEHUS
- JIo/KHOCTHEIE 00S3aHHOCTH.
- [Ipaga.
- OTBETCTBEHHOCTG.
- BzaumooTtrormmerus. CBsA34 10 JOKHOCTH.

3.2. B pasnene «O6LIue IOT0KEHUSD):
- ycraHaBnuBaeTcs cdepa IeaTeNbHOCTH JaHHOTO CIIELHATINCTa,
- YCTAHABIMBAETCA TIOPSIOK ero Ha3HAYCHHUA M OCBOOOXKICHHS OT 3aHUMAEMOH J0JKHOCTH;
- YCTaHaBJIMBACTCS 3aMEIIEHHE IO TO/DKHOCTH BO BPEMS OTCYTCTBHS;
- OIpenensoTcs  KBAIM(HWKALMOHHBIE —TpeOOBaHUS (TpeboBanus, TNPEABABIAEMBIE K
06pa3oBaHKI0 MW CTaXy pabOThI), MOJYMHEHHOCTb CIICLHANMCTa ¥ [OJDKHOCTHBIC JIMLA,
KOTOPBIMU OH PYKOBOJHT;
- TIepeuMCIAIOTCS [PABOBbIE AaKTEl M HOPMATHBHBIC NOKYMEHTBI, KOTOPBIMH IOJDKCH
PYKOBOJICTBOBATHCS CHELMATUCT B CBOCH AEATEILHOCTH.

B pasmenmn MOryT OBITb BKIOYEHBI Jpyrue TpeGOBaHMS UM TOJIOXKCHHIL,
KOHKPETH3UPYIOIIKE ¥ YTOUHSIOIME CTaTyC AOJDKHOCTHOTO JIMIA M YCIIOBHS €r0 AeATEIPHOCTH.

3.3. Pasnmen «JlomkHOCTHBIE 00S3aHHOCTHY COAEPXKUT IEPEYECHH OCHOBHBIX byHKIUI
JODKHOCTHOTO JIMIIA, @ TAKIKE YKa3bIBAIOTCS 00S3aHHOCTH IOMKHOCTHOI'O JIMIIA, BO3/IAaraéMbIe Ha
Hero, ykassiBaeTcsi popMa ero y4acTus B yIpaBIeHIECKOM MpoIecce (PYKOBOZUT, YTBEPXKIACT,
ofecreunBaeT, MOArOTaBIMBACT, PACCMATPUBAET, UCIIONHSICT, KOHTPOIUPYET, COrTaCOBBIBALT,
TIpEe/ICTaBISIET, KYPUPYET ¥ T.1.)

3.4. Paszmen «IIpaBa» CONEP)KUT MEPEYEHb MPaB, IPESAOCTABIACMBIX CTICLUATUCTY A
BBINIOJTHEHMS BO3JIOKEHHBIX Ha Hero QyHKUUH 1 00I3aHHOCTEH.

3.5. B pasmene «OTBETCTBEHHOCTE)» YCTAHABJIMBAIOTCS BHIBI OTBETCTBCHHOCTH 32
HECBOEBPEMEHHOE M HEKAIECTBEHHOE BEINOIHEHUE CIISHMATHCTOM NO/DKHOCTHEIX obs3aHHOCTEH
¥ HEWCIIOJIb30BaHHE MPEIOCTABIEHHEIX €My TIpaB.

3.6. Pasmen «BzaumoorHomenus. CBS3d IO TOMMKHOCTH» COICPKHUT IEPCUCHb
JOIDKHOCTHBIX JIAL, ¢ KOTOPHIME CIENMAIICT BCTYIHAeT B CIy)XCOHBIC B3aMMOOTHOIMICHUS X
obecreunBaeTcss HHQpOpPMAIKed, YKasbIBAIOTCS CPOKM IIOMYYCHHS W IPS/IOCTaBJICHHA
MHGbOPMAIIUH, OTPEIEISIETCS TTOPSAIOK TOUCAHNS, COTTACOBAHAS U Y TBEPIKACHUS JOKYMCHTOB.

3.7. O6s3aTeIbHBIME peKBU3UTaMu J{OKHOCTHOM HHCTPYKIUH ABJIAIOTCS:

- monuoe HauMenosanue MBJIOVY;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COTTIaCOBAHMUS,

- TIOJIITUCE, TPU( YTBEPKACHHUS.

4. Ilopsaok pa3paGoTKH, COTIACOBAHMS, yTBEPKIEHUsI U BBEACHHS B nefictBue
AOJI’KHOCTHOM HHCTPYKIIHH.

4.1. Jlo/KHOCTHAs HECTPYKIMs paspabaTeiBaetcs 3asenyomedt MbJIOY 100 JHUIIOM,
yronHoModeHHBIM  3aBemylomed MBJIOY. B ciydae ecan JIOJDKHOCTHAsT HMHCTPYKLIUS
pa3pabaThIBaeTCs JUIIOM, YIIOTHOMOYECHHBIM sapenyromeit MBJIOY, 10 OHa MOANKCHIBACTCS
pa3paboTUHKOM.

4.2. Jo/IDKHOCTHAS WHCTPYKIHS IIOCHE paspaboTKu IepeflacTcs B podCcorO3HbIN
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KOMHITET [IEPBHYHOMN TIPODCOIO3HON OpraHu3aliy, IPEICTaBIIONUA HHTEPECH OOIBIIMHCTBA
pabortankos MBJIOV (nanee - npodcorosnerit komutet). [Ipopcoro3HbIl KOMUTET B CPOK He
IO3HEE JECSITH pabounx jHel co AHS MonydeHus J[OMKHOCTHON HHCTPYKIHUM OCYIIECTBIIACT
cornmacosanue JJ0IKHOCTHOM HHCTPYKIUK. B ciydae eciy mpodcOrO3HbIH KOMUTET HE COIIaceH
¢ TekcToM JIODKHOCTHOM HHCTPYKIMK TG0 BHOCHT IIPEIOKEHHS 110 €r0 COBEPIICHCTBOBAHHIO,
10 3aBemyromeit MBJIOY HampaBiseTcs MOTHBUPOBAHHOE MHEHHC. 3aBelyroINas MBLIOY
MOJXET COMNIACHThCA ¢ HHM JuOo o00s3aH, B TeYEGHHE IATH JHEHW [OCIC IIOMy9ICHHA
MOTHBHPOBAHHOTO MHEHHS, IIPOBECTH [OIOMHUTEIBHEIC KOHCYIBTAlMA C IpOQCOI3HBIM
KOMUTETOM B I[EJIIX JOCTHXEHUS B3aUMOIIPHEMIIEMOI0 PEIICHHU.

IIpy He JOCTHXKEHMM COTVIACHS BO3HMKIIME PasHOINACHS O0OPMILIOTCA MPOTOKOJIOM,
nocite wero 3asenyiomas MBJIOY umeeT mpaBo yTBepAUTh JIOKHOCTHYIO HHCTPYKLMIO.

5. Yreepxkaenne J0/5KHOCTHON HHCTPYKIIMH

5.1. 3asexyromuit MBJIOY yTBepxknaeT JJoMKHOCTHYIO HHCTPYKIMIO TTyTeM H3NAHMA
COOTBETCTBYIOIIETO IIpUKa3a.

5.2. B mpukase B 00513aTeIEHOM MOPSIKE YKa3bIBAIOTCH:

- nata BBeJeHUs J[ODKHOCTHOM WHCTPYKIMH B ICHCTBHE;

- yKkazaHue 06 03HAKOMJIEHUH PaBOTHHKOB ¢ JIOIDKHOCTHON HHCTPYKIMEH 1 CPOKH JULL
3TOTO;

- daMmmMM W JODKHOCTH JIAL, OTBETCTBEHHBIX 3a COOMIONCHHE JIOXHOCTHOR
HHCTPYKLIHUH;

- HBIE YCJIOBHA.

5.3. YrBepkaeHHbIe JIOMKHOCTHBIE HHCTPYKIIMH TIOJJIEXKAaT 0053aTe/IbHON PETUCTPAN
B COOTBETCTBMH ¢ Tpebopanusamu jenornpousoactsa B MBJIOY ¢ mpHCBOCHHEM MM
MOPSIIKOBOTO HOMEDA.

6. O3HaKomJIeHHe Pa6oTHHKOB ¢ J{0/2KHOCTHOH HHCTPYKIHeH

6.1. HeoTheMyIeMO# 4acThIO JOIKHOCTHON MHCTPYKIMHU SBJISCTCS JIUCT O3HAKOMIICHUS,
KOTOPBIH BEIETCS B OPraHU3alMy U CITyXXHUT A0Ka3aTeIbCTBOM TOTO, TO pabOTHUK O3HAKOMMIICS
C JO/DKHOCTHON MHCTPYKIUCH

6.2. Osmaxomnenne pabotenka MBJOY ¢ JIOMKHOCTHOH MHCTPYKUMEH B
0GS3aTENGHOM TOPSIKE OCYIIECTBISISTCS I[IPA IOCTYIUIEHWM Ha paboTy B MBJIOY.
Osmaxomiienne ocymecTsiuser 3asenytonmi MBJIOY. Ilocne o3HaKoMIICHAS paboTHUK
pocTapiseT Ha JIODKHOCTHOM WMHCTPYKIMH O3HAKOMUTENBHYIO BH3Y - C HHCTPYKIMEH
03HAKOMJICH, [1aTa, IOAIHUCE.

6.3. Osmakomienue pabornuka MBIOY ¢ JIOIDKHOCTHOH HHCTPYKLHEH B
00513aTeNBHOM IOPS/IKE OCYIIECTBISIETCS IPH MepeBojie paboTHIKA Ha APYTYIO JOJDKHOCTD MITH
BPEMEHHOM IIEPEBOJIE Ha JAPYTyro paboTy. O3HAKOMJICHHE OCYIICCTBIIACT zapenyronmit MBJIOY.
TTocie 03HaKOMIIEHHS pabOTHUK TPOCTABIIAET Ha JIO/DKHOCTHOR HHCTPYKIUK O3HAKOMHUTEIILHYIO
BH3Y - C HHCTPYKLHEH 03HAKOMIICH, JlaTa, IIOANIHUCE.

6.4. Tpe6oBanusi, yCcTaHOBIECHHEIE B JJOIDKHOCTHOR HHCTPYKIUH, JICHCTBUTENBHEI C TOI'O
MOMEHTa, Kora paboTHUK OBLI ¢ HEW 03HAKOMIICH. '

6.5. B ciygae eciu pa6otHuk MBJIOY oTkaseIBaeTCA pacrucaTbCs B O3HAKOMJICHUH
Y TTOTydeHrd JIOJKHOCTHOM MHCTPYKIMH, JaHHBIN OTKa3 dukcupyeTcs IIyTeM COCTABICHUA
aKTa B IIPHACYTCTBHH HE3aUHTEPECOBAHHBIX cBUICTelNeH. B akTe TamKke dukcupyercst daxrt
o3HaKOMJICHMS paboTHUKA ¢ comepkaHueM JIOIDKHOCTHOM MHCTPYKUMM B uHOU (hopme
(TomkHOCTHAS HHCTPYKIMS 324U TBIBAETCA BCITyX sasenyromeit MBJI0Y).

6.6. Jna Texymeidt paboTel ¢ TOMIMHHHUKA JOJDKHOCTHOW HHCTPYKLUH CHUMAKOT
38BEpPEHHYI0 KOIHMIO, KOTOPYIO BBINAIOT PAOOTHUKY MBJIOY, paGoTtalomeMy B JaHHOH
JIOJDKHOCTH.

7. Baecennie n3aMeHeHHuH B J{0J’KHOCTHYIO HHCTPYKLHIO.



7.1. BueceHue wusMeHeHud B JIOMKHOCTHYIO HHCTPYKIMIO OCYIICCTBJISCTCS B
CIIEYIOIIUX CIIyYasX:

7.1.1. B CBSI3M C M3MEHEHHEM 00s3aTeIbHEIX YCIOBUI TPYJOBOTO JOroBOpa. YKa3aHHas
TIporeLypa MPOBOKTCS B COOTBETCTBHM ¢ TpeGoBaHMsIMH TpynoBoro Kojexca P® (pabotHUK
JOMKeH OBITh He IIO3[HEe, YeM 3a 2 Mecsdua 0 IMPEAroiIaraéMoro M3MEHCHHMS MHACHMCHHO
yBenomyer. Ilocne momydeHus pPabOTHMKOM —COIVIAINCHMS Ha TPONO/DKCHHE TPYAOBBIX
OTHOIIEHHH, BHOCSTCS H3MeHEH!s B JOJDKHOCTHYIO HHCTPYKIMIO).

7.1.2. Ip¥ W3MEHEHHH OpraHM3alMOHHBIX YCIOBHH Tpysa, 0e3 M3MCHEHMS TPYXOBOH
Gbyukry paboTHHUKA.

7.2. 3aBenyromas MBJ[OY uiiu K10, YIIOTHOMOYEHHOE UM, COCTaBISCT JIOMKHOCTHYO
MHCTPYKIIMIO B HOBOH PeIaKIIiH, KOTOpask COrTTacoBBIBACTCS U YTBEPXKAACTCS B COOTBETCTBHA C
TpeGOBaHUAMH, YCTAHOBICHHBIMU Pa3fieiaMi 4 ¥ 5 HACTOSAIIETO ITomoxennst. O3HaKOMJICHHE
paboTHEKA ¢ J{OIDKHOCTHOH MHCTPYKIUEH OCYINECTBIIACTCS B COOTBETCTBAM C TpeGoBaHUIMH,
YCTaHOBJIEHHBIME paszienioM 6 Hacrosiero [Tonoxenus.

8. Xpanenue J0/I5KHOCTHBIX HHCTPYKIHH.

8.1. CoOrJIacOBaHHYIO M YTBEP)KIECHHYIO JOJDKHOCTHYIO MHCTPYKIHIO HYMCPYIOT,
LIHYPYIOT, 3aBEPSEOT IEYATIO YUPEXKICHAS U XPAHAT B KaOMHETe 3aBE/[yIONIErO B COOTBETCTBHH
C YCTaHOBJIEHHBIM MOpsAKOM. CpPOK XpaHeHH s JO/DKHOCTHO! MHCTPYKIIMH [I0CTIC 3aMCHEI HOBOH
MIOCTOSIHHO.

9. 3akaHYATENbHbIE 10J10KEHHS.
9.1. Cpoxk neictBus [1om0KeHUS 10 3aMEHBI HOBBIM.
9.2. MBJIOY Nel50 ofecrednmBaeT HOCTYIHOCTB M OTKPHITOCTh HH(GOPMALUH IYTEM
pasMmemenus Hactosmero ITonoxenns Ha OQUIMAIbHOM CalTe JIETCKOTO caja B COTH MHTCPHET
edu.tatar.ru.



