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0 J0JIKHOCTHOW MHCTPYKUIMH PA0OTHUKOB

MYHUIMIIAJBHOT0 aBTOHOMHOI'0 JOIIKOJBHOT0 06pa30BaTeJ’[LHOFO YUpexKACHUA

«lerckuii cag Ne330 ¢ TaTapcKUM SI3BIKOM BOCIIMTAHMSA M 00y4eHUs!

KOM6HHHpOBaHHOFO BHAA»

Coserckoro paiiona r.Kazanmu

1. O01mme moJ1oKeHus.

1.1 Hacrosimee IlonokeHne O MOJDKHOCTHOM WMHCTPYKIIMU PAOOTHHUKOB (manee —

[onoxenune) MAJIOVY «/letrckuii cag Ne330» CoBetckoro paiiona r.Kazanu pazpabotaHo B 1esX

B3aMMOOTHOIIEHUN MeXIy pabOTHMKOM M paboToiareneM B juue 3asenyromero MAJIOY

«erckuit cag Ne330» Coserckoro paiiona r.Kazauu (manee — MAJIOVY.).

1.2.Hacrosimiee IlomoskeHue ompenenseTr OCHOBHBIE TpeOOBaHHMSA K CTPYKType U

COJIEP’KaHUIO0 JOJDKHOCTEH HMHCTPYKIIMH PAaOOTHUKOB, a TaKkKe K MpoIenype pa3padoTKu

JOJDKHOCTHBIX HHCTPYKHHﬁ, NOpAAKY UX IIPUHATHUSA, YTBCPIKACHUSA, BHCCCHHUA B HUX JOTIOJTHEHUM

U U3MEHEHUH.

2. IlonsAiTHE NOKHOCTHON MHCTPYKIIUH.

2.1. JlomkHOoCTHAsE MHCTPYKIUS paboTHUKA (manee — JlOMKHOCTHAS WHCTPYKIUSA) —

OCHOBaHHBII Ha HOpMax 3aKOHOAATCIbCTBA

opUIIMATBLHBI  TIPABOBOM  JIOKYMEHT,

pEerIaMEeHTHPYIOIINA OpPTaHU3allMOHHO-TIPABOBOE TMOJIOKEHHWE pabOTHHKA, €ro OO0sS3aHHOCTH,
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paBa, OTBETCTBEHHOCTb, OOECIEUMBAIOIIMN YCIOBUA A €ro OOBEKTHMBHOM pPabOThI Ipu
OCYIIECTBIICHUU UM TPYAOBOU AEATEIBHOCTU COTJIACHO 3aHUMAEMOM JOJKHOCTH.

2.2. JIomKHOCTHAsE MHCTPYKLMSL SIBJISIETCSL HOPMAaTUBHBIM JIOKaNbHBIM akToM MAJIOVY |
PEryIupyrOIUM OTHOLIEHHS B paMKaX YUpeKACHHUs, COAEepKaIUM 001e00s13aTebHbIe IIPaBula
NOBEJEHUA JUIsI BCEX MM HEKOTOPBIX YYaCTHUKOB OOpa30BaTENIbHBIX  OTHOILIEHWH,
paccuuTaHHBIMU HA HEOJHOKPATHOE IPUMEHEHHE, YTBEPKIECHHBIM IIPUKA30M 3aBEIYIOILETO.

2.3. JIOMWKHOCTHAsE MHCTPYKLUS COCTaBISAETCA 10 KaKIOW INTATHOM JOJKHOCTH
yUpEeXJeHUS U 00BsABIsAETCS paOOTHUKY MOl POCIUCH MPH 3aKJIIOUYEHUU TPYJOBOrO JOTOBOpa, a
TaK)Ke IPU MIEPEBOJIE HA APYTYIO JOKHOCTb.

2.4. JlomKHOCTHas MHCTPYKIMs pa3zpalOaTbiBaeTcs MCXOJsS U3 3a7ad M (YHKUHH,
BO3JIO)KEHHBIX HAa KOHKPETHOrO pPa0OTHMKA, B COOTBETCTBMM CO IUTAaTHBIM pPACIUCAHHUEM.
[IpaBuiamMu BHYTpEHHEr0 TPYyJIOBOTO pacnopsaka, ¢ codmoaenneM Koncrurynuuu Poccuiickoit
®enepannn, Tpynosoro koaekca Pocecniickont @eaepanny 1 MHBIX HOPMAaTUBHO-IIPABOBBIX aKTOB.

2.5. OcHOBHOM Ui  pa3pabOTKH  JIOJDKHOCTHBIX  MHCTPYKUMH  SIBJISIOTCS
«KBanudukaoHHble XapaKTEPUCTHKH JOJDKHOCTEH paboTHMKOB oOpa3oBaHus» EnuHoro
KBaJTH(PHUKAIMOHHOTO CIIPAaBOYHHUKA JODKHOCTEH PYKOBOAUTENEH, CIICIIMATIMCTOB U CIYXKAIUX 110
npodeccusiM pabouynx, KOTOpbIe YTBEPXkKAEHBI (peepatbHbIM OpraHOM UCTIOJTHUTENBHOM BIIACTH,
npogeccuoHaIbHbIE CTAHIAPTHI, YTBEPKICHHbIE PUKa3aMu MUHKMCTEPCTBA TPY1a U COLIMATIbHON
3amuThl Poccuiickoit ®denepanuu (TeX KaTeropwii paOOTHUKOB, K KOTOPHIM TPHMEHEHHE

npoCcTaHAAPTOB SIBISETCS 003aTENBLHBIM).

3. TpedoBaHus, npeAbsABIAsIeMbIe K CTPYKTYpPe M COAEP/KAHUIO 10JKHOCTHBIX MHCTPYKIHUIA.

3.1./lo/KHOCTHASI MHCTPYKIIUS COCTOUT U3 CIEAYIOIIUX Pa3IeIoB:

- O61ue MosoXKeHUs

- JJomxHOCTHBIE 003aHHOCTH

- [IpaBa

- OTBETCTBEHHOCTb.

- BzaumooTHomenus. CBs34 M0 TOJKHOCTH.

3.2. B paznene «OO01IHe MOT0KECHH:

- yCTaHaBIIMBAETCS cepa NeATSIIbHOCTH JAHHOTO CIICIIUAINCTA;

- YCTaHABIIMBACTCS TOPSAIOK €ro Ha3HAYEHUS H OCBOOOXKIEHUS OT 3aHUMaeMOU
JOJKHOCTH;

- YCTAHABJIMBACTCs 3aMCIICHHUE 11O JOJIPKHOCTHU BO BpEMS OTCYTCTBHA,
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- OIpenessAoTcs KBaIM(UKAMOHHBIE TpeOoBaHUs (TpeOOBaHUS, NpPEIbsBIAEMBbIE K
00pa30BaHMIO U CTaXy pabOTHI), OJYNHEHHOCTH CIICIUAINCTA U TOJKHOCTHBIE JINIA, KOTOPBIMHU
OH PYKOBOJMT;

- TMEPEeUYHCIAIOTCS NPaBOBbIE AKThl MU HOPMATHBHBIE JOKYMEHTBI, KOTOPBIMHU JOJIKEH
PYKOBOJICTBOBATBCS CIIELUAINCT B CBOEH JEATEIBHOCTH.

B pazaen MoryT ObITh BKJIIOUEHBI IpyTHe TPeOOBaHMS U MOJIOKEHUS, KOHKPETH3UPYIOIUE
Y YTOUHSIOIUE CTATYC JOJPKHOCTHOTO JIMLA U YCIIOBHUS €r0 AESITEIbHOCTH.

3.4. Paznen «JlomKHOCTHBIE OOSI3aHHOCTHY» COAEPKHUT IEPEUeHb OCHOBHBIX (DYHKIUI
JOJKHOCTHOTO JIUIA, @ TAKXKe YKa3bIBalOTCS 00s13aHHOCTHU JOKHOCTHOIO JIMIIA, BO3JIaraeMble Ha
HEro, yKas3bIBaeTcs (opMa ero yuyacTus B YIPaBJICHUYECKOM Ipolecce (PyKOBOAMT, YTBEPIKIAET,
o0ecreynBaeT, MOArOTaBIMBAET, PACCMATPUBAET, UCIIOIHSECT, KOHTPOJIUPYET, COIJIACOBHIBAET,
IpEeJICTaBISIeT, KypUpPYET U T.1.)

3.5. Paznen «lIpaBa» comepXuUT nepedeHb MpaB, MPEJOCTABISEMBIX CHELHUANINUCTY IS
BBINOJIHEHHSI BO3JI0KEHHBIX HAa HEr0 (PyHKIMHI 1 00s13aHHOCTEH.

3.6. B pasnene «OTBETCTBEHHOCTb» YCTAHABIMBAIOTCA BUJABI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE U HEKAYEeCTBEHHOE BBIMOJIIHEHHUE CIIEIIHATCTOM JIOJDKHOCTHBIX 00s13aHHOCTEH
Y HEMCIIOJIb30BaHKE MIPEIOCTABICHHBIX €My IIpaB.

3.7. Pazpmen «B3aumooTrHomieHus. CBSI3U 1O JIOJDKHOCTH» COAEPKUT TEePEUYEHb
JOJDKHOCTHBIX JIMI, C KOTOPBIMHM CHEIMAJIMCT BCTYMAeT B CIyXeOHble B3aUMOOTHOIIEHUS U
oOecrieunBaeTcss HMH(POpPMALMEH, yKa3bIBAIOTCS CPOKH TOJIYYEHUS M MPEJOCTaBICHUS
UH(POPMALINK, OTIPEACIISETCS OPSIIOK MOANKUCAHHS, COTTIACOBAHUS U YTBEP)KICHUS JOKYMEHTOB.

3.8. O6s3arenbHBIMU peKBU3UTAMU J[OJPKHOCTHON MHCTPYKIIUH SIBIISIFOTCSI:

- mostHOe HamMeHoBanue MAJIOV;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COTJIACOBaHMS;

- IOJITUCH, TPU(} YTBEPKACHUSI.

4. Ilopsimok pa3padoTKu, COrJIACOBAHUS, YTBEPK/ICHHUS U BBeJACHHS B /ielicTBUE
AOJZKHOCTHOM MHCTPYKIMH.

4.1. JlomxkHOCTHAsT WHCTPYKIMS pa3padaTbIBacTCsl 3aBEAYIOMUM JIMOO  JTUIOM,
YIIOJTHOMOYEHHBIM 3aBeyromuM. B ciydae ecnu J{0JDKHOCTHASE HHCTPYKIHS pa3padaThiBaeTCs
JIMIIOM, YITOJIHOMOYEHHBIM 3aBEIYIOIINM, TO OHA MOMUCHIBACTCS Pa3pabOTUHMKOM.

4.2. JlomxHOCTHAsI HHCTPYKIIHS TIOCTIE Pa3paboTKu mepeaaeTcs: B mpodCOIO3HBIM KOMUTET
MEePBUYHON  MPO(COIO3HONW  OpraHu3alid, MPEICTABISIIONIMA  WHTEpeChl  OOJIBIIMHCTBA

pabotaukoB MAJIOVY (nmanee - mpodcoro3ublii komMuTeT). [Ipodcoro3HbIi KOMUTET B CPOK HE
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MO37HEE JeCATH pabouyux AHEW co JHA noisydyeHUs [JoMKHOCTHOM MHCTPYKIIMH OCYIIECTBISET
cormmacoBanue JlODKHOCTHOW MHCTPYKIMU. B ciydae eciu mpo¢)COrO3HBIN KOMUTET HE COTIIACeH
C TECKCTOM I[OH)I(HOCTHOﬁ HHCTPYKIUHA JII/I6O BHOCHUT NPCIJIOKCHHUA 110 €0 COBECPUICHCTBOBAHMIO,
TO 3aBEJyIOIEMY HaIlpaBIsSIeTCd MOTUBUPOBAHHOE MHEHHUE. 3aBEAYIOIIUI MOXKET COrJIACUTHLCS C
HUM JI100 00s13aH, B TeUECHUE MATH JHEH Mociie Moay4yeH!s] MOTUBUPOBAHHOTO MHEHMSI, TPOBECTU
AOMOJIHUTCIIBHBIC KOHCYJIbTAllUU C HpO(l)COIOBHLIM KOMUTECTOM B MLOEIIIX OOCTHIKCHUA
B3aUMONPHUEMIIEMOTO PEIICHUSI.

[Ipu HE AOCTMIXKEHHUM COTJAcHsl BO3HHUKIIHNE PA3HOTIIACHS OPOPMIISIOTCS MPOTOKOJIOM,

MIOCJIE YEro 3aBEYIOIINNA NMEEeT MPaBo YTBEPAUTH JlOKHOCTHYIO HHCTPYKLIHUIO.

S. YTBep:kaenue J10/1:KHOCTHOM HHCTPYKIIUH

5.1. 3aBemyroumii yTBepKIaeT JIOMKHOCTHYIO HMHCTPYKLUIO IIyTeM U3JaHUS
COOTBETCTBYIOIIETO IIPHUKA3a.

5.2. B npukase B 00513aTeJIbHOM MOPSAKE YKa3bIBAIOTCA:

- JaTta BBeieHNA JIOJDKHOCTHOM MHCTPYKLUU B ICUCTBHUE;

- yKazaHue 00 03HAKOMJICHHH PabOTHHKOB C JIOJDKHOCTHON WHCTPYKIIMEH U CPOKH JUIS
9TOrO;

- (aMmiMM M JODKHOCTH JIML, OTBETCTBEHHBIX 3a coOmojeHue J{omKHOCTHOM
MHCTPYKLUHY;

- HBIE YCIIOBUSI.

5.3. Y1BepxkaeHHsle Jl0JKHOCTHBIE MHCTPYKIIMU MOAJIeKAT 00513aTeIbHOM perucTpannu B

COOTBETCTBHH C Tpe6OBaHI/I$IMI/I ACJIOMPONU3BOACTBA C MPUCBOCHUEM UM ITOPAAKOBOTO HOMEpPA.

6. O3nakomyieHHe Pa0OTHUKOB ¢ JI0JIKHOCTHOI HHCTPYKIH el

6.1. HeorpemiieMoil 4acTbi0 AODKHOCTHOM MHCTPYKLUU SABIISAETCA JINCT O3HAKOMIICHHS,
KOTOPBIN BEJIETCS] B OPraHU3ALMK U CIYXKUT J10Ka3aTeJIbCTBOM TOTO, YTO pAOOTHUK O3HAKOMMJIICS
C JOJDKHOCTHOW MHCTPYKIUEH.

6.2. O3naKkomJieHHE pabOTHHUKA ¢ JIOJPKHOCTHON MHCTPYKIMEH B 0053aTEIbHOM MOPSAKE

OCYILECTBIIICTCS IPU NOCTYIUIEHUH Ha paboTy B MAJIOY. O3HakoMIIeHHE OCYIIECTBIISET
3aBeYIOUIHA, OO U0 UM yHnoJdHOMo4YeHHBIH. [Tocie o3HaKoMIIeHHs PaOOTHUK MPOCTABIISIET
Ha J{OJPKHOCTHON MHCTPYKLIIMM O3HAaKOMHUTEIBHYIO BH3Yy - C MHCTPYKIMEH O3HAKOMJIEH, /1arta,
HOJIUCH.

6.3. O3HakomiieHHE pabOTHHKA C JIOJDKHOCTHON MHCTPYKIIMEH B 00s3aTEIIBHOM MOPSAKE

OCYILECTBIISICTCSL MPHU MEpeBOjie pabOTHHKA Ha JAPYIYIO JODKHOCTh. O3HaKOMIIEHHUE

OCYHICCTBIIAACT 3aBe,Z[y10H_II/II71 0o JIMI0, YIIOJTHOMOYCHHOC 3aBCYIOINUM. IIocne o3HaKoMIEHMS
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paboOTHUK IpOCTaBIIsIeT Ha JJOIPKHOCTHON HHCTPYKLIUY O3HAKOMUTENIbHYIO BU3Y - C HHCTPYKIIMEH
03HAaKOMIJIEH, JjaTa, OAIHUCH.

6.4. TpeboBanusi, yctaHOBICHHbIE B JJODKHOCTHON MHCTPYKLUU, JEHCTBUTEIBHBI C TOTO
MOMEHTA, KOT/1a pabOTHUK ObLT ¢ HeH 03HAKOMJICH.

6.5. B cayuae ecnm paOOTHUK OTKa3bIBACTCS PACIHMCATHCA B O3HAKOMJICHHM HIIH
nosyuyeHuu J{0JKHOCTHOM MHCTPYKIMH, JTAHHBINA 0TKa3 (UKCUPYETCS MMyTEM COCTABIICHUS aKTa B
NPUCYTCTBUHM HE3aMHTEPECOBAaHHBIX cBuAereneil. B akre Takxke Qukcupyercs Qaxr
O3HAaKOMJIEHHs pPAa0OTHHKA ¢ cojepkaHueM JlOKHOCTHOM MHCTPYKIIMM B HHOH (opme

(JomkHOCTHAs MHCTPYKLUS 3a4UTHIBAETCS BCIIYX).

7. Buecenue usMeHeHUil B JIOJZKHOCTHYIO MHCTPYKIIUIO.

7.1. Buecenue nusmeHeHuit B JJ0KHOCTHYIO HHCTPYKITUIO OCYIIIECTBIIIETCS B CICTYIOIINX
ClIyYasx:

7.1.1. B cBSA3M C U3MEHEHHEM O0s3aTENbHBIX YCIOBUH TPYAOBOTO JOTOBOpa. YKa3zaHHas
npoueaypa IpOBOAUTCA B COOTBETCTBUU C TpeOoBaHUsAMHU TpynoBoro konekca P® (paboTHuk
JOJDKEH OBITh HE MO3AHEE, YEM 3a 2 Mecsla 10 MNPEArojJaraéMoro U3MEHEHHUs MHCbMEHHO
yBenomiieH. llocne mnomydeHus paOOTHUKOM COTJIAIIEHUS Ha TPOJOJDKEHHE TPYHAOBBIX
OTHOIICHUM, BHOCSTCS U3MEHEHU B JIOJDKHOCTHYIO HHCTPYKIIHUIO).

7.1.2. pu M3MEHEHHH OPTaHU3AIMOHHBIX YCIOBUU Tpyda, 0€3 M3MEHEHHS TPYAOBOU
(GyHKINN pabOTHHKA.

7.2. 3aBenyroumuid WIM JIMIO, YIOJHOMOYEHHOE WM, cocTaBisieT JlOmKHOCTHYIO
WHCTPYKILHUIO B HOBOM pENaKIMM, KOTOPAsl COITIACOBBIBAETCSA U YTBEPKAAETCS B COOTBETCTBHHM C
TpeOOBaHUSIMU, YCTAaHOBJICHHBIMU pa3znenamu 4 u 5 Hactosuero Ilonoxxenus. O3HakomiieHne
paboTHuKa ¢ J{OMKHOCTHOM MHCTPYKLMEH OCYIIECTBIISETCS B COOTBETCTBUU C TPEeOOBAaHUSIMH,

YCTAHOBJICHHBIMH PAa3/1€JIOM 6 HacTosmiero Ilonoxxenus.

8.XpaHeHue 10/ZKHOCTHBIX HHCTPYKIUH
8.1. JloKHOCTHBIE MHCTPYKLIMM XpaHATCS B  COOTBETCTBUM C  IPaBUIIAMU,
YCTaHOBJICHHbIMU B llepedyHeM THUIOBBIX  YNpaBIEHYECKUX AapPXUBHBIX JIOKYMCEHTOB,
o0pa3ylomuxcsi B IpoOLEcce AESITEIbHOCTH TIOCYAApCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO
CaMOYIIPaBJICHUsT W OPraHM3alui, YyTBEP)KIACHHBIM IIpUKa3oM MuHKyiabTypel Poccun ot
25.08.2010 Ne 5358.
8.2. JlomkHOCTHBIE WHCTpYKIHH paboTHUKOB MAJIOY momyiexxar MOCTOSSHHOMY

xpaneHuto B MAJIOY B TedeHHE TpeX JIET IOCIIE UX 3aMEHbI HOBBIMH.
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9. Jaka0ounTeIbLHBIE TOJIOKEHUS

9.1. Hacrosmmii akT BCTymaeT B CHJIy C MOMEHTa YTBEPKICHMS PYKOBOAMTEIEM U
o0s13aTelIeH ISl UCTIOJTHEHUSI BCEMH COTPYAHUKAMHU.

10.07.2025 53

ﬂ,OKyMeHT noanucaH
SJ'IeKTPOHHOVI noanucbro

CBEJEHWA O CEPTU®UKATE 3N
CepTudukat: 599B577C4B53782CEAB3D 129E8D54FD4
Bnapeneu: Kamanosa AiiHyp AHacoBHa
[OeiictButeneH ¢ 13-05-2025 go 06-08-2026
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