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IHosoxenne
0 N0/KHOCTHOH HHCTPYKIHM PadOTHHKOB
MYHHUHNAJIBHOM ABTOHOMHOM JOIITKOJIBHOM 00pa20BaTe/IbHOM YUpPeKIeHHH
«llenTp pazeuTns pedenka - lercknii cax Ne 396»
IIpurosxckoroe paiona r.Kazanu

1. O6wmmue noioKeHUs

1.1.Hactosmee IlonoxkeHue o MOMKHOCTHOW HWHCTPYKUHH pabOTHHUKOB
(nmanee [TonoxeHnue) MYHULUTIATBEHOTO aBTOHOMHOTI'O JOLIKOIBHOTO
obpasoBatensHOro yupexaenus «lleHTp pasButus peGenka - Jlerckwii cajy Ne
396» Tlpusomxkckoro paiioHa ropoaa Kazanum (manee — MAJIOY) pazpaborano B
LeNsIX peryIMpoBaHUsl B3aUMOOTHOIIEHUH MeX Ty pabOTHUKOM U paboToAaTeeM.

1.2.Hactosimnee IlomoxeHHMe oOlpelensieT OCHOBHBIE TpeOOBaHUS K
CTPYKTYpe U COAEPXAHUIO JODKHOCTHOM WHCTpYKUMH paborHukoB MAJIOVY, a
TaKkKe K Ipoueaype pa3paboTKW JOKHOCTHBIX WHCTPYKLUHA, TOpSOKY HX
IIPUHSATHSA, YTBEPXJICHUS, BHECEHUA B HUX JIONOJHEHUH U U3MEHEHHII,

2. IlousiTHe JONKHOCTHOW HHCTPYKIHH

2.1.JomkHocTHas  HHCTpykuus  pabotHukoB MAJIOY  (mamee -
JoIDKHOCTHasT MHCTPYKIMA) — OCHOBaHHBIH Ha HOpMax 3aKOHOJATEIhCTBA
opUIMaNBHBIA NPaBOBOH HOKYMEHT, pErlIaMEHTUPYIOUIUA OpraHHu3alHOHHO-
MpaBoBoe TmonoxkeHne paborHuka MAJIOY, ero o0s3amHOCTH, TIpaBa,
OTBETCTBEHHOCTH, 00ECIICUNBAIOIMHI YCIOBHS 1S €ro 3¢ ¢eKTHBHOU paboThl TpH
OCYIIECTBIEHUN UM TPYJAOBOH AEATENLHOCTH COTIACHO 3aHUMaeMOMH JOJDKHOCTH.

Z.Z.HOH)KHOCTHEUI HHCTPYKIIUA ABIEMECTCA HOPMATHBHBIM JIOKAJIBHBIM aKTOM
MAJIOY, perynupyrolluM oOTHoleHUs B pamkax MAJIOY, cozepxamum
06111806513&T8JIBHBI€ IIpaBHIIA IOBEACHUA I BCCX HIIH HEKOTOPLIX YIACTHHKOB
00pa3zoBaTeNnsHEIX OTHOIIEHUH, PACCUATAHHBIM Ha HEOJHOKpaTHOe NpHMEHEHWHE,
YTBEPAASHHBIM IIPUKa30M 3aBefyromero MAJJOY

2.3./lo;kHOCTHAsT HHCTPYKUUSA COCTABISIETCS MO KAXIAOM ITaTHOMN
pomxaocTH MAJIOVY u o0baBnsercs pabOTHUKY TOJ PACTIMCKY TIPU 3aKITIOUEHHUH
TPYAOBOT'O JOTOBOpA, a TaKXe NPH MepeMelleH!uH Ha JpYyTylo JOJDKHOCTh M IpH
BPEMEHHOM HCIIONHEHUH 00S3aHHOCTEH IO JODKHOCTH.

2.4 JIolokHOCTHAas MHCTPYKUMA pa3pabaThlBaeTcs HCXOAS W3 3aJa4d |
dbyHKUMHA, BO3NOXEHHBIX Ha KOHKPETHOTO pabOTHHKA B COOTBETCTBHHM CO
IITATHBIM pacnucanueM, [lpaBuinaMr BHYTpEHHEro TpPYyAOBOIO paclopsaka
MAJIQOY, ¢ cobmogenuem Koncrutyuuu Poccuiickoit ®epepanuu, Tpynosoro
konekca Poccniickoit Denepauni 1 HHBIX HOPMATHBHO-TIPABOBBIX aKTOB.



2.5.0cHOBOM st pa3pabOTKU JOJDKHOCTHBIX HMHCTPYKIMM — SIBJISIIOTCS
«KBanuukanmoHHble XapaKTePUCTUKU JODKHOCTEH paOOTHUKOB OOpa30BaHUS
EnuHoro kBanuuUKAIMOHHOTO CHPAaBOYHUKA JOJDKHOCTEH PYKOBOAMUTENEH,
CHEIMAINCTOB M  CIYyXKallluX, YTBEPXKJIEHHOTO TMpuKazoM MuHucTepcTBa
3APAaBOOXPAHEHUST U  couuMaibHOro  pasputus  Poccuiickon — Depepanuu
(Munzapascoupa3sutusi Poccun) ot 26 asrycta 2010 r. N 761l "OG6
yTBepkIeHun EauHoro  KBalM(QUKAMOHHOTO  CIPABOYHHMKA  JIOJKHOCTEH
PYKOBOIUTENIEH, CIEUATUCTOB W CIyXamwmx, pasfaen "KsamudukarmoHHbIC
XapaKTePUCTHUKU JTOJDKHOCTEH pabOTHUKOB 00pa3oBaHus"
3.TpeGoBanusi, npexbsiBjieMble K CTPYKTYpPe M COJAEPKAHUIO JTOJKHOCTHOM
HHCTPYKIMH.
3.1. JlomKHOCTHAs MHCTPYKIUSI COCTOUT U3 CIEAYIOMIMNX PA3ECIOB:
- OO01IMe MOJIOKEHHUS
- TpeOOBaHMs K KBATU(PUKALIUN
- JloiKHOCTHBIE 00s13aHHOCTH
- [IpaBa
- OTBETCTBEHHOCTH
3.2. B paznene «O011He MOI0KEHUSD:
- ycTaHaBIuBaeTcs cepa AesTeIbHOCTH JAHHOTO CIEIUAINCTA;
- YCTaHaBJIMBACTCS TOPSIOK €r0 Ha3HA4YEeHHs] U OCBOOOXKICHHUS OT 3aHHMMAaeMOMU
JOJIKHOCTH;
- YCTaHABJIMBAETCS 3aMEIICHUE 0 JOJKHOCTU BO BPEMsI OTCYTCTBUS;
- ONpeNeNnsaoTca KBalu(pUKaunoOHHbIe TpeOoBaHus (TpeOoBaHUs, MPEAbIBIsIEMbIE
K 00pa30BaHUIO U CTaXy padOThl), MOJUMHEHHOCTh CIEIHAINCTA U TOKHOCTHOTO
JU1a, KOTOPBIMU OH PYKOBO/IUT;
- TIEPEUYUCIISIOTCS TPABOBBIE aKThl M HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMHU
JIOJKEH PYKOBOJICTBOBATHCS CIIEUAIIMCT B CBOEH AESATEIbHOCTH.
3.3 B pasgen MoryT ObITh BKJIIOYEHBI JApyrue TpeOOBaHUS M IOJOKEHUS,
KOHKPETU3HUPYIOIINE U YTOUHSIOIINE CTATYC JTOJHXKHOCTHOTO JIMLIA M YCJIOBUSL €T0
JEATEIIbHOCTH.
3.4. Pasnmen «J/lo/oKHOCTHBIE OOSI3aHHOCTH» COJEPKUT TEPEYeHb OCHOBHBIX
GyHKIMA ~ TODKHOCTHOTO — JIMIA, a TakKe  YKa3bIBalOTCS  00sI3aHHOCTH
JIOJDKHOCTHOTO JIWIIA, BO3JIara€MOTO Ha HETO, YKa3bIBAETCS €ro popMa ydacTHs B
yIOpaBJICHUYECKOM  Tpouecce  (PyKOBOAMT,  YTBEpXKIAeT,  0OecleyrBaer,
MOATOTaBJIMBACT, PACCMATPUBAET, HCHOJHSIET, KOHTPOJHMPYET, COIJIaCOBBIBACT,
MPEACTaBISACT, KypUPYET U T.1I.)
3.5. Paznen «lIpaBa» comepxkut nepedeHs npas. [IpegocTaBisieMbIx CHEUATUCTY
JIJIS1 BBITIOJTHEHU S BO3JIO’KEHHBIX HA HETO0 (PYHKIIMM M 00s3aHHOCTEH.
3.6. B pa3znene «OTBETCTBEHHOCTh» YCTAHABIMBAKOTCS BUJIbI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIMIOJIHEHUE CHEIUATUCTOM JIOKHOCTHBIX
00s13aHHOCTEH M HEUCIIOIh30BaHUE MPEAOCTABICHHBIX MYy TIPaB.
3.7. O6s13aTeIbHBIMY PEKBU3UTAMH J[OJDKHOCTHOM UHCTPYKITUU SIBIISTFOTCS:
- monHoe HauMmeHoBanne MAJIOY;
- 3ar0JIOBOK K TEKCTY;
- BU3bI COTJIACOBAHUS;



- IOJITUCH, TPU( YTBEPIKICHUS.

4.Ilopsinoxk pa3padoOTKH, COIVIACOBAHUS, YTBEP:KIAEHUSI W BBEICHUS B
AeHCTBUE NOJKHOCTHOM MHCTPYKIUM

4.1. JlomkHOCTHAsE MHCTPYKIMS paspabaTeiBaeTcs 3aBenytoumuM MAJIOY nu6o
JIMIIOM, YIIOJHOMOUYEeHHBIM 3aBeayromuMm MAJIOY. B ciaydae ecnu [JJomkHOCTHAs
MHCTPYKIIUS pa3pabaThIBAETCs JIMIIOM, YIIOJIHOMOUYEHHBIM 3aBenytonmm MAJIOVY,
TO OHa MOJAMKUCHIBACTCS Pa3pabOTUUKOM.

4.2. JlomxHOCTHAsE MHCTPYKIIHUS TOCJE Pa3pabOTKH IMepenaercss B MPoQCOIO3HBIN
KOMUTET TMEPBUYHON MPOQCOIO3HON OpraHU3aIiH, MPEICTaBISAIONINN HHTEPECH
OoonpiHCTBA paboTHUKOB MAJIOY (manee — mnpodCOrO3HBIA KOMUTET).
[Ipodcoro3HbIii KOMUTET B CpPOK HE IMO3[HEE JeCATH pabodymx IHEW co JHS
noinyyeHus:  JIOJDKHOCTHOM ~ MHCTPYKIIMM  OCYLIECTBIIIET  COIVIACOBAHUE
JloiokHOCTHOM HMHCTpyKUMH. B ciywae, eciaum npodcoro3HbII KOMUTETE HE
COIJIaCEH C TEeKCTOM JlOMKHOCTHOM MHCTPYKUUHU JIMOO BHOCUT IMPENJIOKEHUS I10
€ro  COBEpIICHCTBOBaHHUIO, TO 3aBenywomemy MAJIOY  HanpaBnsercs
MOTHBHUpPOBaHHOE MHeHME. 3aBenyromuii MAJIOY MoXeT corjiacuThCs ¢ HUM
a100 0053aH B TEUEHME IATU JAHEW IOCIe NOJyYeHUs MOTUBHUPOBAHHOIO MHEHUS
IIPOBECTH JONOJHUTENIBbHBIE KOHCYJIBTAUU C MPO(COIO3HBIM KOMUTETOM B LENSIX
JOCTHKEHHSI B3aUMOITPUEMIIEMOTO PEILIEHUS.

[Ipu He nOCTHMXKEHUM corjacHsi BO3HUKAIOIIKME pa3HOryacusi oopMIISIOTCS
IIPOTOKOJIOM, Tmocie dYero 3asenyrommii MAJIOY wumeer mnpaBo yTBEpAUTH
JIOJKHOCTHYIO MHCTPYKIHIO.

5. YrBepxaenue 10/12KHOCTHOM HHCTPYKIIMH.

5.1. 3asepyronmin MAJIOY yrBepxknaer JlOJDKHOCTHYIO HHCTPYKLIMIO ITyTEM
W3IaHUS COOTBETCTBYIOLIETO MPUKA3a.

5.2.B npukaze B 00s13aT€IbHOM MOPSJIKE YKA3bIBAIOTCSI:

- naTa BBeACHUS J{OJPKHOCTHOM MHCTPYKIIMU B JEUCTBUE;

- yKa3aHue 00 03HaKOMJICHUU paOOTHUKOB ¢ J|0JKHOCTHOW MHCTPYKIIUEH U CPOKH
JUISL 3TOTO;

- (aMuUIMM W JOJDKHOCTH JIMIL, OTBETCTBEHHBIX 3a coOuojeHue J{omKHOCTHOM
WHCTPYKIINH;

- UHBIE YCIIOBUSI.

5.3.Y1BepxkneHnble  JIOIDKHOCTHbIE HMHCTPYKIMH  MOJJIEKAT  00s3aTENIbHOM
perucTpaluu B COOTBETCTBUM € TpeOoBaHUsAMHU AenonpousBoacta B MAJIOY c
MPUCBOEHUEM UM TOPSAIKOBOIO HOMEPA.

6. O3nakomiieHHe PAa0OTHUKOB ¢ J[0JI)KHOCTHOM MHCTPYKUMEH

6.1. Osnakomsienue pabotHukoB MAJIOY ¢ JIOMKHOCTHOM WHCTPYKIMEH B
00s3aTEIbHOM MOPSIAKE OCYUIECTBISETCS MPHU NOCTYIUIEHUH Ha paboty B MAJIOY.
Oznakomiuenne ocymectisier 3apeayrommiit MAJIOY. Ilocne o3HakomieHUs
pabOTHHUK MPOCTABISET O3HAKOMUTENBHYIO BU3Y - B XKypHayne «O3HAKOMIICHUS C
JIOJ>KHOCTHBIMH UHCTPYKITUSIME).

6.2.03nakomsienne pabotHukoB MAJIOY ¢ JIO/KHOCTHON HMHCTPYKIMEH B
00s13aTeIbHOM TOPSAKE OCYIIECTBISIETCS NPU TepeBoe pabOTHHKA Ha JPYTYIO
JOJDKHOCTh WJIM BPEMEHHOM TepeBoje Ha Apyryio pabory. O3HakoMmIeHHE
ocymectBiasieT 3aBenytomuii  MAJIOY. Tlocme o3HakomiieHHs paOOTHHK



pocTaBiAeT HAa JJODKHOCTHOM MHCTPYKIIMM O3HAKOMUTENBHYIO BU3Y — B JKypHaJIe
«O3HakoMiieHus ¢ JIOJDKHOCTHBIMU MHCTPYKIUSAMMI.

6.3. TpeboBaHus, ycTaHOBJIEHHBIE B JIOJDKHOCTHOM MHCTPYKLMH, JEHCTBUTEIbHBI
C TOrO MOMEHTA, KOrJja paOOTHUK ObLJI C HEH 0O3HAKOMJIEH.

6.4. B ciywae, ecim pabotHuk MAJIOY oTka3piBaeTcsi pacnucatbCsi B
O3HAKOMJICHUM WM NOJy4eHUM JIOJDKHOCTHOM WHCTPYKLMM, JaHHBIA OTKa3
(¢ukcupyercss IMyTeM COCTABJICHUS aKTa B IPUCYTCTBUM HE3aMHTEPECOBAHHBIX
ceuzerencii. B akre Takke Qukcupyercs (akT O3HAKOMIICHHS pPaOOTHHKA C
coaepkanueM JIOJDKHOCTHOM WHCTpyKUMH B uHOM  (dopme (lomkHOCcTHas
WHCTPYKIIHS 3a4UTHIBacTCS BCIyX 3aBeayromum MAJIOY).

6.5. lna tekymed paOOThl ¢ MOJUIMHHUKA JOJDKHOCTHOW MHCTPYKLUUU CHHUMAIOT
KOIMHIO, KOTOpPYHO BbIAalOT padbotHuky MAJIOY, pabGortaromemy B JaHHOU
JOJIKHOCTH.

7. BHecenne usMeHeHnii B JI0JKHOCTHYI0 HHCTPYKIMIO

7.1. BHeceHne W3MEHEHHH B JOJDKHOCTHYIO HHCTPYKLMIO OCYILECTBIIIETCS B
CJIEIYIOLIUX CIIy4dasX:

7.1.1. B cBSI3M C U3MEHEHUEM OOS3aTENIbHBIX YCJIOBHH TpPYIOBOrO JOTOBOpa
yKa3zaHHas Mpolielypa NPOBOJUTCS B COOTBETCTBUM C TpeOOBaHUSAMHU TpyaoBOro
kogekca P® (paGoTHMK noiKeH ObITh HE MO3JHEEe, 4YeM 3a 2 Mecsua [0
IIPEANOIaraéMoro M3MEHEHMs IHCbMEHHOro yBenomileH. llocne mnomydeHus
pabOTHUKOM COIJIAIIEHUS HA MPOAOKEHHE TPYAOBBIX OTHOLIEHUH, BHOCSTCS
n3MeHeHHs B JIOJKHOCTHYIO HHCTPYKLHIO).

7.1.2.1pu W3MEHEHUM OPTaHU3ALMOHHBIX YCIOBUH Tpyna, 0e3 HU3MEHEHHUs
TPYJA0BOI (yHKIMU pabOOTHUKA.

7.2. 3aBenyromuid MAJIOY wunm w0, yHnoJHOMOYEHHOE UM, COCTaBIISIET
JIOJDKHOCTHYIO MHCTPYKIIMIO B HOBOM pEJaKlMU, KOTOpas COTJIACOBBIBAETCS U
YTBEPKAAETCS B COOTBETCTBMM C TpPeOOBAaHUSIMHU, YCTAaHOBJIEHHBIMH pa3JeiaMu
4u5 wHacrosmero Ilomoxenus. O3HakomieHue paboTHuka ¢ JlOJDKHOCTHOM
MHCTPYKIMEH OCYILECTBISETCS ¢ TPeOOBAaHUSIMU, YCTAHOBJICHHBIMU PA3/1€IIOM.

8. XpaHeHue J0/IKHOCTHBIX HHCTPYKIM I

8.1. JIOMKHOCTHBIE WHCTPYKIMM XPAHATCSI B COOTBETCTBUHM C NPABUIIAMM,
YCTaHOBJICHHBIMU B llepeuHeM THUIIOBBIX YIIPaBIEHUYECKUX apXUBHBIX JTOKYMEHTOB,
00pa3yIoIuXCcsl B Mpolecce ACSTeNIbHOCTH TOCYAapCTBEHHBIX OpraHOB, OPraHOB
MECTHOTO CaMOYIpaBJCHUS M OpraHu3alMel, yTBEPKIECHHbIM MPHUKA30M
Munkynetypel Poccum ot 25.08.2010 N 558 (pen. or 16.02.2016) "O6
yTBepkieHun "llepeuHss THUIOBBIX YHPABICHUYECKUX APXUBHBIX JIOKYMEHTOB,
oOpa3yroluxcsi B Npolecce AEATeIbHOCTH TOCYyIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYIPABJIEHUS W OpraHU3allMi, C yKa3aHUEM CpPOKOB XpaHeHus"
(3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380).

8.2. JlomkHOoCTHBIE HHCTpYKIMKU padoTHUKOB MAJIOY moasiexaT mOCTOSHHOMY
xpanennto B MA/IOVY B TeueHune Tpex JIET MOCIE UX 3aMEHbl HOBBIMH.



IlponymepoBano, NPONIHYPOBAHO
JIHCTOB.

3asegywmans MAJOY
« ﬁvcxuﬁ cag Ne396»
Carraposa I'.I'.
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