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1. O6mue MoJoKeH Hs

I.1. Hacroswee IlonoxeHue o AOMKHOCTHON HHCTpYKUMH paboTHUKOB (manee ITonmoxeHue)
MyHHIMNIAIBHOrO aBTOHOMHOTO JOIIKOJIBHOTO 00pa30oBaTe/ibHOrO yupexkaeHus «Jlerckuii can No
334 xombunupoBanHoro Buaa» Kuposckoro paiiona r.Kazamu (manee — MAJIOVY «Jletckuii can
Ne334») paspaboraHo B UeNsIX peryavpoBaHHMsA B3aWMOOTHOIICHHH MeEXKAy PpaldOTHUKOM W
paboTonatenem.

1.2. Hacrosuee IlosoxeHue onpejensieT OCHOBHbIe TPeOOBaHMS K CTPYKTYPE W COACPIKAHHIO
JAOJDKHOCTHOH HMHCTpyKuuH paboTHukos MAJIOY «JMlerckuil cap Ne334», a takke K npoueaype
pa3paboTKK JNOJKHOCTHBIX WHCTPYKUHWH, TIOPAAKY WX TPUHSATHS, YTBEPXKACHMs, BHECEHHS B HUX
AOMNONHEHHUH ¥ H3MEHEHHH.

2. IlonsTHe TOJKHOCTHON MHCTPYRI MU

2.1. HomxuHoctHas uHCTpyKuKa pabotuuka MAJIOY «Jletckuii cag Ne334» (manee - JlomknocTHas
WHCTPYKLIHA) - OCHOBaHHBIH Ha HOpMax 3aKOHOJAaTelbhCcTBA O(HMUHMANLHBINA TPABOBOM IOKYMEHT,
pPEernaMeHTHPYIOIMK OpraHHu3alMOHHO-IIPaBoBOE noJsiokenue pabotHuka MAJIOY «Jletckuii can
Ne334», ero o0g3aHHOCTH, TpaBa, OTBETCTBEHHOCTb, OOECTEUMBAIOIMK YCIOBHUA I €ro
OOBEKTHRHOM pabOTHI MPH OCYIUECTBACHUM UM TPYIOBOH ACATCILHOCTH COMJIACHO 3aHMMaeMoil
JOIKHOCTH.

2.2. JIOJBKHOCTHasi WHCTPYKLHS SBJSETCS HOPMAaTUBHBIM JIOKAJNbHBIM aKTOM, PEeryJIMpyIOuM
oTHoweHua B pamkax MAJIOY «Jlerckuii can Ne334y, copepxkamumM odieodA3are/ibHble NpaBuiia
MOBCACHUSA AJId BCEX HIIH HEKOTOPbLIX Y4aCTHHUKOB 06p330BaTGﬂbeIX OTHOLUGHPHL;I, paccHrTaHHbIM
Ha HEONHOKPATHOE IIpUMEHEHUE, YTBEPKICHHLIM NpHKazoMm 3apenyiomas MAJIOY «Jlerckuii can
No 334».

2.3. JToJDKHOCTHAA WHCTPYKLMS COCTABIAETCA [0 KAKIOH mITaTHOH Ho/mkHocTH MA OV «JleTckuii
can Ne334» u oOwbsaBnseTcs pabOTHUKY TOA PACTIHCKY TIPH 3aKAIOUYEHHH TPYAOBOrO AOrOBOpa, a
TaKyKe NIPH MepeMeIlleHHU Ha APYTyI0 JOJDKHOCTE ¥ IIPH BPEMEHHOM HCHIOIHEHHH 00sA3aHHOCTeH Mo
JIOJIKHOCTH.

2.4. JlomKHOCTHAS WHCTPYKLMS pa3pabaThlBaeTCs UCXOAS U3 3a7ady M (QyHKLMH, BO3JI0KEHHBIX Ha
KOHKPCTHOT'O pa6OTHl/IKa, B COOTBETCTBHMH CO UITATHLIM pacliliCaHHEM, HpaBHHaMH BHYTPEHHETO
Tpynoeoro pacnopsaka MAJIOY  «[lerckmit cam Ne334», c cobGmogenuem Koncrutynuu
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Poccuiickoit ®enepanuu, TpynoBoro koaekca Poccuiickoit denepaniii ¥ MHBIX HOPMATHBHO-
IIPaBOBBIX AKTOB.

2.5. OcHoBOW s pa3pabOTKH JOJDKHOCTHBIX WHCTPYKUMH siBIsitoTcs «KBanudukanmoHHble
XapaKTepUCTUKHU  JIOJDKHOCTEH pabOTHHKOB o00Opa3oBaHus» EanHOro  KBalM(UKAIIMOHHOTO
CIPaBOYHHMKA JIOJDKHOCTEH pPYKOBOAMUTENIEH, CHEHUAIUCTOB U CIY)KALIUX, YTBEPKIECHHOTO
IIpukazom MuHHMCTEpCTBA 31paBOOXPAHEHUS U COLMAIBHOTO pa3BuTus Poccuiickon denepanuu ot
26 aBrycta 2010 . Ne 761H.

3. TpedoBaHus, npeabsABIAsieMble K CTPYKTYPe H COAEPKAHUIO T0JIKHOCTHOI MHCTPYKIIUH

3.1. JIomKkHOCTHASI HHCTPYKIUS COCTOUT U3 CJIEIYIOUIUX Pa3/IeioB:

- O01ue moyIoXKeHus

- JIOIDKHOCTHBIEC 00S3aHHOCTH.

- [Ipasa.

- OTBETCTBEHHOCTb.

- B3aumooTtHomenust. CBsi3u 10 JIOKHOCTH.

3.2. B paznene «O0Iue mOJI0KEHUS:

- yCTaHaBIUBaeTCs cdepa NeaTeTbHOCTH JaHHOTO CIICIHAINCTA;

- YCTaHABIIMBAETCSI TIOPSIOK €0 Ha3HAYSHUS M OCBOOOKICHUS OT 3aHUMAeMOH JI0JDKHOCTH,

- YCTAHABIIMBAETCS 3aMEIEHUE 10 JOHKHOCTHA BO BPEMsI OTCYTCTBUS;

- ONpeAeNsoTCs KBaTHU(pUKAUOHHbIE TpeOoBaHus (TpeOoBaHMsI, MPEIbIBISIEMbIE K 00pa30BaHUIO U
CTaXy paboThI), MOTIYMHEHHOCTh CTICIHAINCTA U JOJDKHOCTHBIE JIUIA, KOTOPBIMH OH PYKOBOJINT;

- TEpPEUYUCISIIOTCS TPaBOBbIE aKThl M HOPMATHUBHBIE JIOKYMEHTBHI, KOTOPBIMH JIOJDKEH
PYKOBOJICTBOBATHCS CIICIIHAIIACT B CBOCH JCATEIHHOCTH.

B pazgen moryr ObITh BKIIOYEHBI Jpyrue TpeOOBaHUS M TMOJIOKEHUS, KOHKPETU3UPYIOUIUE U
YTOYHSIOUIUE CTATyC JOJKHOCTHOTO JIUIA U YCIIOBUS €T0 JIeATEIbHOCTH.

3.4. Pasmen «/lomkHOCTHBIE OOS3aHHOCTH»  COJACPKUT TIEPEUCHb OCHOBHBIX  (DYHKIIMIA
JOJIKHOCTHOTO JIMIIA, a TAaKXKe YKa3bIBAIOTCSA OOS3aHHOCTH JOJLKHOCTHOTO JIMIIA, BO3JIaraeéMble Ha
HEro, ykasbIBaeTcsi (hpopMa ero y4yactus B YIPaBJIEHYECKOM Mpoliecce (PYKOBOIHUT, YTBEPKIAeT,
ofOecrieunBaeT, MOJArOTaBIMBAET, PAcCMAaTPUBAET, HCIOJHSAET, KOHTPOJHPYET, COIJIACOBBIBAET,
MIPEJICTaBIsIeT, KypUpYeT U T.1.)

3.5. Paznen «IIpaBa» coaepXUT nepeyeHb MpaB, MPEIOCTABIAEMbIX CIEUAINUCTY JJIS BHINOIHEHUS
BO3JIO’KEHHBIX Ha HETO (PYHKIMI 1 00s13aHHOCTEH.

3.6. B paznene «OTBETCTBEHHOCTh)» YCTaHABIIMBAIOTCS BU/IbI OTBETCTBEHHOCTH 32 HECBOEBPEMEHHOE
Y HEKAYeCTBEHHOE BBINOJIHEHUE CIIEHUATNCTOM JOJDKHOCTHBIX OOS3aHHOCTEM M HEHCIOJIb30BaHHE
MIPEIOCTABJICHHBIX €MY ITPaB.

3.7. Paznen «BzauMooTHomIeHHs. CBSI3U MO TOJDKHOCTUY» COJCPKUT MEePEUYeHb JTOJKHOCTHBIX JIHII, C
KOTOPBIMH ~ CIELMAJINCT BCTYNMaeT B CIyXEOHbIE B3aMMOOTHOIICHHUS M 00ecreYrBaeTCs
nH(popmMalren, yKa3pIBalOTCS CPOKH TMOJYYEHHUS M MpeJocTaBlieHHs MHGOpPMAIUH, OINpeaeseTcs
MOPSIIOK TOIMTUCAHUS, COTJIACOBAHUS U YTBEPXKJICHUS JOKYMEHTOB.

3.8. O6s3arenbHBIMU peKBU3UTAMU J{OTKHOCTHON MHCTPYKIIUH SIBIISIFOTCSI:

- monHoe HauMmeHoBanue MAJIOVY «Jlerckuii cam Ne 334y ;

- 3aroJIOBOK K TEKCTY;

- BU3bI COTJIACOBAHUS;

- IOMHCh, TPU( yTBEPIKIACHUSI.

4. ITopsaok pa3padOTKH, COTIaCOBaHNs, YTBeP/KACHHUS U BBEICHHUS B JeHCTBHE JOKHOCTHOM
HHCTPYKIUH

4.1. JlomwxHocTHas MHCTPYKLMs paspalarbiBaerca 3aBenytomeir MAJIOY «Jlerckuit cam Ne
334»nubo0 nuioM, ynoasHoMoueHHbIM 3aBenyronieit MAZIOY «Jlerckuii can Ne 334». B cnyqae ecnu



JloJKHOCTHAsT MHCTPYKLUS pa3padaTbiBaeTCsl JIMLOM, YIIOJIHOMOYEHHBIM 3aBenyromum MAJIOY
«erckuii can Ne 334», To OHa MOANUCHIBACTCS Pa3padOTUUKOM.

4.2. JIoJDKHOCTHAsE WHCTPYKIHUS TOCiIe pa3pabOTKu Tepenaercs B MPO(COO3HBIA KOMHUTET
NEepBUYHON MPO(COIO3HON OpraHU3alMy, MPEICTABISIONINI HHTEPECH OOJIBIIMHCTBA PAOOTHUKOB
MAJIOY «/lerckuii cag Ne 334y (manee - nmpodcoro3ubiii koMuteT). [Ipodcoro3HbIli KOMUTET B CPOK
HE TMO3JIHee JEeCITH paboumx JHEW co JHS MmoiaydeHHs J[OJDKHOCTHOW MHCTPYKIUU OCYIICCTBIISCT
coryiacoBanue [{opKHOCTHOM MHCTpyKIMU. B ciydae ecnu nmpodcoro3HbIE KOMUTET HE COTJIACEH C
TeKCTOM JIODKHOCTHON MHCTPYKIUH JIMOO BHOCHUT IPEAJIOKEHUS [0 €r0 COBEPIICHCTBOBAHUIO, TO
3agenytomiet MAJIOY  «/lerckuit cag Ne 334)» Hanpasisercss MOTHBUPOBAaHHOE MHEHHUE.
3asenyromas MAJIOY «Jlerckuit cam Ne 334» MOKET COTJIACHTBCS C HUM JTMOO 00s3aH B TCUCHUE
IATA JIHEH T10ociie TOJY4eHHMs] MOTHUBHUPOBAHHOTO MHEHHUSI IPOBECTH  JOIOJHUTEIbHbIE
KOHCYJIbTAIMH C MPO(PCOI03HBIM KOMUTETOM B LENAX TOCTHKEHUS B3aUMOIIPUEMIIEMOTO PEIICHHUS.
[Ipn He nOCTMXKEHUM COIJIacHs BO3HHUKIIME pa3HOIIacus o0(OPMIISIOTCS MPOTOKOJIOM, MOCIE Yero
zagenytomniit MAJIOY  «Jlerckuit cag Ne 334» wumeer npaBo yTrBepauTh J{OMKHOCTHYIO
MHCTPYKIHIO.

5. YTBepxnenue J{0/7KHOCTHON HHCTPYKIUH

5.1. 3aBenyronuit MAJIOVY «/lerckuii cag Ne 334 yrBepxkaaer [J0JKHOCTHYIO MHCTPYKIIMEO TyTEM
W3/IaHHS COOTBETCTBYIOIIETO MPHKA3a.

5.2. B mpukase B 00s3aTEIHHOM MOPSIKE YKA3bIBAKOTCS:

- naTta BBeAeHUs [J0KHOCTHON MHCTPYKIIMU B JIEHCTBUE;

- yKa3aHue 00 03HAaKOMJICHUHU paOOTHUKOB ¢ JIOMKHOCTHON MHCTPYKITUEH U CPOKH ISl OTOTO;

- ¢haMUITUHU ¥ TOJDKHOCTH JIUI, OTBETCTBEHHBIX 32 COOM0IeHne [[0/DKHOCTHOM WHCTPYKIIHH,

- UHBIE YCIIOBHSL.

5.3. VYr1BepxkaeHuble JIOJDKHOCTHBIE WHCTPYKIIMU TIOJJICKAT 0O0s3aTEIBHON PErucTpalvii B
COOTBETCTBUU C TpeboBanmsamMu naenonpousBojactBa B MAJIOY «Jlerckmit cam Ne 334» ¢
IIPUCBOEHUEM UM IMOPSAKOBOTO HOMEPA.

6. O3HakomJ/ieHHe PA0OOTHUKOB ¢ Jl0JI)KHOCTHOM MHCTPYKIIM e

6.1. O3nakominenue padotauka MAJIOY «Jlerckuit cag Ne 334y ¢ JI0JDKHOCTHOM MHCTPYKIIMEH B
00s13aTeILHOM TIOPSJIKE OCYILECTBIIAECTCS MPH MOoCcTyIuieHnn Ha padoty B MAJIOY «Jletckuii camg Ne
334». Osnakomuienne ocymectisier 3aBeayromuii MAJIOY «Jlerckuii cam Ne 334y». Ilocne
03HaKOMJIEHHUsI PaOOTHHUK MpOCTaBiigeT Ha J(OIDKHOCTHON MHCTPYKLIMU O3HAKOMUTENIbHYIO BU3Y - C
MHCTPYKIMEH 03HAKOMJIEH, /1aTa, MO/IIHUCh.

6.2. O3nakomienue padotauka MAJIOY «Jlerckuit cag Ne 334y ¢ JI0JDKHOCTHOM MHCTPYKIMEH B
00s3aTeNIbHOM TIOPSIKE OCYIIECTBIISICTCS MPHU IEepeBojie pabOTHUKA HA JPYIyI0 JOHKHOCTh WIIH
BPEMEHHOM IMepeBojic Ha Jpyryio padoTy. O3HakoMIeHHE OCyIIecTBIsAeT 3aBenywomuidn MAJIOY
«Herckuit cam Ne 334y». TIlocine o3HakomiieHHS paOOTHUK MpocTaBisieT Ha JIOMKHOCTHOM
MHCTPYKIIMU O3HAKOMHUTENbHYIO BU3Y - C UHCTPYKIIMEH 03HAKOMIIEH, J1aTa, MOAMHKCh.

6.3. TpeboBaHnusi, ycraHOBIEHHbIEC B JJOJDKHOCTHOM MHCTPYKIUU, AEHCTBUTEIBHBI C TOTO MOMEHTA,
Kora paboOTHHK ObLT C HEMl 03HAKOMIIECH.

6.4. B cnyuyae ecnu pabotHuk MAJIOY «/lerckuii cam Ne 334» oTka3pIBaeTCsi pacmucaTrhbCsl B
O3HAKOMJICHUU WM MOJXy4eHUU JlOMKHOCTHOW WHCTPYKIMH, JAHHBIH OTKa3 (pUKcHpyeTcs MyTem
COCTaBIIEHUS aKTa B MPUCYTCTBUU HE3aWHTEPECOBAHHBIX CBUAETeNeil. B akre Taike QuKcuUpyercs
(dakT o3HaKOMIIEHUS Pa0OTHHUKA C coaep:kaHueM JIOMKHOCTHOM MHCTPYKIIMM B HHOH (opme
(JomkHOCTHAS HHCTPYKIMS 3a4nThIBaeTCs Beayx 3aBeayronmM MAJIOY «Jlerckwuii cam Ne 334»).
6.5. Jlns Ttexymeir paGoOThl ¢ TOMIMHHHKA JOJDKHOCTHON HMHCTPYKIIMM CHHUMAIOT 3aBEPEHHYIO
KOIHIO, KOTOpYIo BbAa0T paboTHUKy MAJIOY «Jletckuii can Ne 334y, paGoTtaroniemMmy B JaHHOM
JOJIKHOCTH.



7. BHecenue u3MeHeHu#i B JIOJIKHOCTHYI0 HHCTPYKIHIO

7.1. BHecenue n3sMeHeHuii B Jl0JPKHOCTHYIO MHCTPYKLMIO OCYHIECTBIIETCS B CIAEAYIOIINX CIydasx:

7.1.1. B CBSI3U ¢ U3MEHEHHEM O0S3aTEIILHBIX YCIIOBUM TPYIOBOTO JIOTOBOpA. YKa3aHHAs MPOIEaypa
MPOBOJIUTCS B COOTBETCTBUH C TpeboBaHusMHu TpynoBoro koaekca PD (pabOTHHUK JODKEH OBITH HE
MO3JHEE, YEM 3a 2 Mecsla J0 IPEeAIoJiaraéMoro M3MEHEHUs NUCbMEHHO yBenomuieH. Ilocne
MoJlyueHus: pPaOOTHUKOM COTJIAIIEHHMs] Ha MPOJODKEHHE TPYHOBBIX OTHOILIEHUM, BHOCSTCS
n3MeHeHUs B JIODKHOCTHYIO MHCTPYKIUIO).

7.1.2. mpu W3MEHEHHWH OpPraHU3AIMOHHBIX YCIOBUH TpyHa, 03 M3MEHEHUsS TPYAOBOH (yHKIHMH
paboTHUKA.

7.2. 3aepyromuit MAJIOY «Jlerckuit cag Ne334» wiu Iu10, YIOJHOMOYEHHOE MM, COCTaBJISIET
JIOJKHOCTHYIO MHCTPYKLHIO B HOBOM pENaklMM, KOTOpas COIJIACOBBIBAETCS U YTBEP)KIACTCS B
COOTBETCTBUU C TpeOOBAHMAMM, YCTAHOBJICHHBIMU pazaenamu 4 u 5 Hacrosuiero llonoxenus.
O3zHakomyieHne paOoTHHMKA ¢ JIOJPKHOCTHOM MHCTPYKLHMEH OCYIIECTBISIETCS B COOTBETCTBUU C
TpeOOBaHUSAMHU, YCTAHOBIICHHBIMU pa3zieiioM 6 HacTosmero [lonoxxenus.

8. Xpanenne J[0/1KHOCTHBIX MHCTPYKIMI

8.1. Jlo:KHOCTHBIE WMHCTPYKIIMH XpPAHATCS B COOTBETCTBUM C TPaBWJIAMH, YCTaHOBIICHHBIMH
[lepeyHeM THMOBBIX YIPABICHYECKHX AapXWBHBIX JIOKYMEHTOB, OOpa3yIOIIHUXCS B IpoIecce
JESTETbHOCTH TOCYIAPCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHHS W OPTaHU3aINi,
YTBEP)KIICHHBIM TpUKa3oM MuHKyIbTypbl Poccun ot 25.08.2010 Ne 558.

8.2. JlomkHocTtHeie wHWHCTpyKIHH paboTHHKOB MAJIOY «Jletckmit cam Ne 334» momrexar
nocrossHHOMY XpaneHuto B MAJIOY «/lerckuit cag Ne 334» B TeueHue Tpex JIET MOCIE UX 3aMEHbI
HOBBIMH.



