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Ionozxenne
0 JOJUKHOCTHOI HHCTPYKIHH PA0OTHHKOB MYHHUHNIAILHOTO 010/15KeTHOTO
NOWKOILHOr0 00pa30BaTebHOr0 Y pekIeHH s “Apekuii 1eTcKHii caj Ne2”
ApcKoro MyHHIMAATBHOTO PaiioHa Pecny6ankn Tataperan

1. O0mue nosio/xeHust

1.1. Hacrosmee IlonokeHue 0O AOMKHOCTHOH MHCTPYKLMH pabOTHHKOB
(nanee  Tlonoxehue) —MyHUUMTATBHOTO BIOUKETHOrO  JIOLIKOJIBHOIO
06pasoBaTeNbHOr0  y4pexKICHHS «Apckuit netckmit  can Ne2» Apckoro
MyHHLATIATBHOTO paifoHa PecnyGmaku Tarapcran  (danee - MBJI0Y)
paspaboTaHo, B LENAX  PeryIHpOBAHUA B3aMMOOTHOIICHHA ~ MEXIY
pabOTHHKOM H paboTozaTeeM.

1.2.Hacrosmee ITomnoxeHue onpeAenserT 0CHOBHbIC TpeGoBaHUA K CTPYKTYpe
i CONEPIKAHMIO JI0JKHOCTHOH HHCTPYKLIH paborrukoB MB/IOY, a Tafoke K
mpoue/ype paspaboTKi I0MKHOCTHBIX WHCTPYKLHH, TIOPSZIKY HX TPUHATHS,
yTBEPHKICHHS, BHECEHHS B HHX JOTOJHEHUi i H3MEHEHHI.

2. TlonsiTHE 10/I’KHOCTHOH HHCTPYKIHH

2.1. JIO/KHOCTHAS MHCTPYKIHSA pa6otanka MBJIOY (nanee - JlomkHOCTHAS
HHCTPYKLMS) - OCHOBAHHBIH HA HOPMax 3aKOHO/IATebCTBA O(UIMATBHBIH
npaBoBoii  JIOKyMeHT, periaMeHTHpY LI OpraHH3aLHOHHO-NPABOBOE
nmonoxenue  paboTHUKA MBJIOY, ero  obs3aHHOCTH,  MpaBa,
OTBETCTBEHHOCTD, 00ECTIeUNBAIONIN YCTIOBHA I €TI0 3 exTHBHON padOTE!
TpH OCYIIECTBICHUH MM TPY/IOBOH JeSTENBHOCTH COTIIACHO 3aHHMaeMoii
JOIDKHOCTH.

2.2. JIoKHOCTHAs HHCTPYKLHS ABIAETCS HOPMATHBHBIM JIOKQJIGHBIM aKTOM
MBJIOY, perympylouym OTHOLIEHUS B paMKax MBJIOY, coxepkalum
obmeobs3aTeNlbEble NpaBiia MOBEJCHHA JUL BCEX WM  HEKOTOPBIX
yYacTHUKOB  00pa3soBaTebHbIX OTHOLIGHMH,  PAacCUMTAHHBIM  Ha



HEOJHOKPATHOE MPUMEHEHUE, YTBEPKICHHBIM IIPUKA30M 3aBEAYIOLIETO
MB/OY.

2.3. JlomKHOCTHAass WHCTPYKIMSI COCTaBIACTCS 110 KaXIOW IITAaTHOMN
nokHoctd MBJIOY u  oOwsBisiercss pabOOTHHMKY TIOJA PACHUCKy MpHU
3aKJIFOYEHUH TPYZAOBOI'0 JOI0OBOpa, a TAKXKE IPU IEPEMELIEHUN Ha APYIYIO
JOJKHOCTB ¥ TIPY BPEMEHHOM MCTIOJIHEHUH 0053aHHOCTEH MO JJOJKHOCTH.
2.4. JIomKHOCTHAsT MHCTPYKIMS pa3padaTbIBaeTCsl MCXOAd U3 3a1ad U (QyHKUUH,
BO3JIOKEHHBIX HAa KOHKPETHOTO pPaOOTHMKA, B COOTBETCTBHUM CO ILITaTHBIM
pacnucanueM, [IpaBunamu BHyTpeHHEro TpynoBoro pacnopsaaka MBJIOY, c
coomoaenueM Konctutynuu Poccuiickoit ®enepainuu, TpymoBoro Kojekca
Poccniickon @enepanuy 1 HHBIX HOPMATUBHO-IIPABOBBIX aKTOB.

2.5. OcHoBOW s pa3pabOTKH JOJDKHOCTHBIX ~ HMHCTPYKIMHA  SIBJISIFOTCS
«KBanu(pukanmoHHble XapaKTEPUCTUKH JOJHKHOCTEM paOOTHUKOB OOpa3oBaHUS»
EauHoro KBanM(pUKALMOHHOIO CIPABOYHUKA JOJDKHOCTEH PYKOBOJMTENEH,
CHEUAINCTOB U CIyXaluX, yTBepxkaeHHoro Ilpukazom MuHucrepcra
3IPABOOXPAHEHUS] M COLHMAIBHOTO pa3Butua Poccuiickoir ®depepaunu ot 26
aBrycra 2010 r. No761H., yTBepx)aeHHbIE NpPO(decCHOHANbHBIE CTaHIAPTHI IO
OTIEJIBHBIM JOJDKHOCTSM (mpu ycnoBuu nepexoga MBJIOY k yTBepkaeHHBIM
1po(heCcCHOHATIBHBIM CTaHAAPTAM MO OTJEIbHBIM JIOJKHOCTSIM).

3. TpedoBanus, npeabsBJsieMble K CTPYKTYpe U COAepPsKAHUI0
JAOJIKHOCTHOM MHCTPYKIHH.
3.1. lomKHOCTHAs MHCTPYKIIMS COCTOUT U3 CIEAYIOUINX Pa3aeioB:

- OO01ue noaoKeHus

-TpeboBanus k kBanuukauu (mpu pa3paboTKe JOJKHOCTHOW UHCTPYKIUU
no EnuHomy KBanu(UKaIMOHHOMY CHPAaBOYHUKY JOJKHOCTEH PYKOBOJMTEIEH,
crenuanucToB U ciyxamux «KBanuukalmoHHble XapaKTEPUCTUKU JTOJKHOCTEN
paboTHUKOB 0Opa3zoBanus») / TpyaoBbeie PyHKIMU (IpH pa3pabOTKe JOJIKHOCTHOU
uHcTpykiuu no [Ipodcranaapry)

- JIOIKHOCTHBIC 00SI3aHHOCTH

- IlpaBa
OTBETCTBEHHOCTH
B3aumootHonenus. CBsi3u 10 TOJKHOCTH
3aKITIOYUTENBHBIE MTOJOKEHUS.
3.2. B paznene «O01IHe MOT0KESHUSD:

- yCTaHaBIUBaeTCs cepa AeSITeIbHOCTH JAHHOTO CHEIHANINCTA;

-yCTaHABIIMBAETCA TMOPSIOK €ro Ha3HauYeHUs U  OCBOOOXKIEHUS OT
3aHUMAEMON JOJKHOCTH;

- YCTaHaBJIMBAETCS 3aMEILEHUE 0 TOHKHOCTH BO BPEMSI OTCYTCTBUS;

-OIPEIEIISIOTCS KBaJIM(PUKALIMOHHBIE TpeOOBaHUS (TpeboBaHus,
NpeabsBIsieMble K 00pa30BaHUIO U CTaXy padOThl), MOJYMHEHHOCTh CIIEUANCTA
U JOJDKHOCTHBIE JIMIA, KOTOPBIMU OH PYKOBOJMT;

-IEPEUYUCIISIIOTCS MTPaBOBbIE AKThl U HOPMATHUBHBIE JOKYMEHTBI, KOTOPBIMU
JOJKEH PYKOBOJCTBOBATHCA CIIELIMAIUCT B CBOEH IE€ATEIBHOCTH.



B pasmen Moryr ObITh BKJIIOUEHBI JAPYrHe TPeOOBaHMS M IOJOXKEHUS,
KOHKPETHU3UPYIOIIME U YTOUHSIOUIUE CTATyC JAOKHOCTHOIO JIMIa U YCIIOBUSL €r0
NEeSATEITbHOCTH.

3.3. B pazgene «TpebGoBanuss k kBamudukarum»/ «TpymoBbie GYHKITANY
OINMMCHIBAIOTCS TPYAOBBIE (DYHKIINH, BO3JIararoiiue Ha paboTHUKA.

3.4.Paznen «/loMKHOCTHBIE OOSI3aHHOCTU»  COJEPXKUT TEpPEYeHb OCHOBHBIX
GyHKUMA ~ TODKHOCTHOTO — JIMIA, a TakkKe  YKa3bIBalOTCS  00SI3aHHOCTH
JOJKHOCTHOTO JIMIIA, BO3JIaraeéMble Ha HEro, yKa3bIBaeTcs (opMa €ro y4yacTHs B
yOpaBIE€HYECKOM  mpouecce  (PYKOBOAUT,  YTBEPXKAAECT,  OOECIECYUBAET,
NOJATOTABIMBAET, PACCMATPUBAET, HCIIOIHSET, KOHTPOJUPYET, COIJIACOBBIBAET,
IPENCTABIIAET, KypUpYeT U T.1I.)

3.5.Paznen «IIpaBa» comepXHUT mepeyeHb MpaB, MPEAOCTABISEMBIX CIICHUATUCTY
JIJIS1 BBITIOJTHEHU S BO3JIOKEHHBIX HA HETO (PYHKIMM M 003aHHOCTEH.

3.6. B pa3znene «OTBETCTBEHHOCTH» YCTAHABIMBAIOTCA BUJbI OTBETCTBEHHOCTHU
32  HECBOEBPEMEHHOE M  HEKAUYECTBEHHOE  BBINOJHEHUE  CHELUAINCTOM
JOJKHOCTHBIX 00513aHHOCTEW W HEMCIOIb30BaHUE MPEAOCTABICHHBIX EMY MPaB.
3.7. Paznen «BzaumootHomieHus. CBSI3U MO JOJDKHOCTU» COJEPKUT IEPEUYCHb
JNOJDKHOCTHBIX ~JIML, C KOTOPBIMH CIIELMAJIUCT BCTYNAaeT B CIyKEOHbIE
B3aMMOOTHOIICHU U oOecreyuBaeTcss HHQPOpMaIUe, YKa3bIBAIOTCS CPOKHU
NOJIyYEHUS U MPEAOCTaBICHUs UH(POpMALUU, OTIPEAEIIAETCS OPSAAOK MOANUCAHNS,
COIJIaCOBaHMS U YTBEPKACHUS JOKYMEHTOB.

3.8. B pazgene «3aKIIOYUTENBHBIE TIOJOKEHUS» OMUCHIBACTCA  MOPSIIOK
O3HaKOMJIeHUSI ¢ J{OJKHOCTHON MHCTpyKUMEW, (DaKT O3HAKOMIIEHUS U KOHTPOJb
UCIIOJHEHN J{0KHOCTHOM MHCTPYKIUU.

3.9. O6s3aTenbHBIMU peKBU3UTAMU J[OTDKHOCTHON HHCTPYKITUH SBIISTFOTCS:

- mojiHoe HaumeHoBanue MBJIOY;

- 3aroJIOBOK K TEKCTY;

- BH3BI COTJIACOBAHUS;

- TOJIUCH, TPU( YTBEPKICHUSI.

4. Tlopsaaok pa3padoTKH, COIJIACOBAHMA, YTBEpP:KIEHHWS H BBeIeHHS B
AEeHCTBUE NOJKHOCTHOM HHCTPYKIUH

4.1. JlomKHOCTHAs WMHCTPYKIUs paspabarbiBaercs 3aBenyromum MBIOY mmbo
JIMIIOM, yHoJIHOMOYEeHHbIM 3aBenyromuM MBJIOY. B ciyuae ecnu JomxHocTHas
MHCTPYKIUS pa3padaThIBA€TCs JMIIOM, YIIOJHOMOYEHHBIM 3aBenytommm MbB/I0Y,
TO OHa MOAMKUCHIBAECTCS Pa3pabOTUUKOM.

4.2. JIomKHOCTHAs MHCTPYKIUSL Tociie pa3paboTKu repeaaeTcs: B Mpo¢COr3HbIN
KOMUTET MEPBUYHOU MPOQPCOIO3HONW OpraHU3alMM, MPEACTABISIONIUNA HHTEPECHI
OoonpmmHcTBa paboTHUKOB MBJIOY (manee - mnpodcoro3HBI  KOMHTET).
[Ipodcoro3HBIE KOMUTET B CPOK HE IMO3JHEE JeCATH padodyux AHEH co JHS
noiny4yeHuss  JIOJDKHOCTHOM ~ MHCTPYKIMM — OCYLIECTBIIIET  COIVIACOBAHUE
JIoMKHOCTHOM MHCTpYKIMH. B citydae, eciu mpodCor03HbIN KOMUTET HE COTJIACEH
c TekcToM JIOKHOCTHOM HWHCTPYKUMH JHUOO BHOCUT MPEIIOKEHUS 10 €ro
COBEPILIEHCTBOBAHUIO, TO 3aBeaytoniemy Mb/IOVY HampaBisieTcss MOTUBUPOBAHHOE
muenue. 3aBenyromuiit MBJIOY wmoker cornmacutbes ¢ HUM JHOO 00s3aH B



TEUCHUE AT JHEHW NOCJIE NOJYYECHUS MOTHBHPOBAHHOTO MHEHHUSI IPOBECTH
JOTIOJTHUTENIbHBIE KOHCYJIbTAIlMU C TPO(COIO3HBIM KOMHUTETOM B  IIEJISIX
JOCTUKEHHUS B3AUMOIIPUEMIIEMOTO PELICHUS.

[Ipy He JOCTHXKEHHMU COTJIAcUsl BO3HHUKIIHME pa3HOryacus OQOpMIISIOTCS
MPOTOKOJIOM, Tmociie 4ero 3aBenyromuid MBJIOY wumeer npaBo yTBEepOuTh
JIOJDKHOCTHYIO MHCTPYKIIHUIO.

5. YTBepxkaenue J0/5KHOCTHOM MHCTPYKIIUM
5.1.3asenyrommiik. MBJIOY yrBepxknaer JOKHOCTHYHO HMHCTPYKLUHUIO IIyTEM
W3JIaHHS COOTBETCTBYIOLIETO IPHUKA3a.
5.2. B npukase B 00s13aTEILHOM MOPSIIKE YKa3bIBAIOTCS:

- 1aTta BBeJeHHS J|OJDKHOCTHOM MHCTPYKIIMU B JICVICTBHE;

-yKa3aHue 00 03HaKOMJICHHH PaOOTHUKOB C J{OJDKHOCTHON MHCTPYKIUEH U
CPOKH JIJISl 3TOrO;

- (GaMuIMM U JODKHOCTH  JIMI, OTBETCTBEHHBIX 3a COOJIIOJCHUE
JIOJDKHOCTHOM MHCTPYKLMU;

- IHBIE YCIIOBUSL.
5.3. VYTBepxaeHHble JIOJKHOCTHBIE HWHCTPYKUMHU MOJIEXKAT 00s3aTEIbHOM
perucTpalyy B COOTBETCTBUM € TpeboBaHMsMH JenonpousBoactsa B MB/IOVY ¢
IIPUCBOCHUEM UM IOPSAIKOBOIO HOMEPA.

6. O3HakomiIeHHe PAa0OTHUKOB ¢ [{0J1’KHOCTHOH MHCTPYKIUEH
6.1.03nakomiienne pabdotanka MBJIOY ¢ JIomKHOCTHOW WHCTPYKIHMEH B
00s13aTeIbHOM MOPSJIKE OCYILECTBISETCA MPU MOCTYyIUIeHUH Ha padoty B MBJIOY.
Oznakominenne ocyuiectBiasier 3aBenyroumid MBJOY. Ilocme o3nakomiieHus
pabOTHUK MpocTaBisieT Ha JIOJPKHOCTHON MHCTPYKIIMM O3HAKOMUTEIBHYIO BU3Y - C
MHCTPYKIIMEN O3HAKOMIIEH, 1aTa, MOAIKUCH.

6.2.03nakomsienne pabotanka MBJIOY ¢ JIomKHOCTHOW WHCTPYKIHMEWH B
00s3aTEIbHOM TOPSJIKE OCYIIECTBIIACTCS TPHU TMEpPEeBOJie PaOOTHUKA HA JPYTYIO
JIOJDKHOCTh WJIM BPEMEHHOM TIEpeBOJI€ Ha JIpyryro paboty. O3HakomIleHUE
ocymectisier 3aBenyrommii  MBJIOY. TIlocie o3HakomieHuss paOOTHUK
npocTtaBisieT Ha JIOJDKHOCTHOM HMHCTPYKIIMM O3HAKOMHUTEIBHYIHO BH3y C
WHCTPYKIIMEN 03HAKOMJIEH, 1aTa, MOJIIUCH.

6.3. TpeOoBanusi, ycTaHOBJICHHbIE B J[OJDKHOCTHONM MHCTPYKIIUU, JEHCTBUTEIHHBI
C TOTO MOMEHTA, KOT/1a paOOTHUK ObLT C HEH 03HAKOMIJICH.

6.4B caygae eciu pabotHuk MBJIOY oTkasbiBaeTcs  pacmucathCsi B
O3HAKOMJICHUH WM TMOJydeHUHd JlOJDKHOCTHOM WHCTPYKUMH, JAHHBIA OTKAa3
(buUKCHUpyeTCsl MyTeM COCTaBJCHUS aKTa B MPUCYTCTBUM HE3aWHTEPECOBAHHBIX
ceugereneil. B akte Takxke ¢ukcupyercss (PakT O3HAKOMIIEHHS pPAOOTHUKA C
comepkanreM JODKHOCTHOM HWHCTpyKUMM B uHOU dopme (omkHOCTHAs
UHCTPYKIIUS 3a9UTHIBACTCA BCIyX 3aBeAyromum MB/I0OY)

6.5.Jlns Tekymieit paboThl C MOUIMHHHUKA JODKHOCTHOM HHCTPYKIIMM CHUMAIOT
3aBEPEHHYI0, KOMHIO, KOTOPYI0, BhIaOT padoTHuky MBJIOY, paboraromemy B
JTAaHHOM JOJIKHOCTH.

7/.BHeceHre U3MEHEHNH B I0JIZKHOCTHYI0 HHCTPYKIMIO



7.1.Baecenue wusMeHeHudd B JIOMKHOCTHYIO HMHCTPYKIHMIO OCYILECTBISIETCS B
CIEAYIOIINX CIIyqasx:

7.1.1.B cBsi3M C U3MEHEHHEM O0s3aTeIbHBIX YCIOBUM TPYAOBOrO JIOrOBOpA.
VYkazaHHas npoleaypa IpOBOJUTCS B COOTBETCTBUU C TpeOOBaHUSIMU TpyT0BOTO
kogekca P® (paboTHUK noKeH ObITh HE TMO3[HEEe, YeM 3a 2 Mecdla [0
MPEANOIaraéMoro HM3MEHEHUsT MHCbMEHHO YyBeaomuieH. [locime monmydyeHus
pabOTHUKOM COTJIAIlIEHUs] Ha MPOJOJIKEHUE TPYIOBBIX OTHOIIEHUN, BHOCATCA
n3MeHeHus B JIOMKHOCTHYIO HHCTPYKITHUIO).

7.1.2.npu W3MEHEHHWU OPTaHU3AIMOHHBIX YCIOBUH Tpyda, 0€3 H3MEHEHHS
TPYAOBOH (YHKIIUN pabOTHUKA.

7.23aenytomuii  MBJIOY wmm 71uio, yHOJIHOMOYEHHOEC WM, COCTaBIISET
JIOMKHOCTHYIO MHCTPYKIIMIO B HOBOM PEIAKIHMH, KOTOpPAs COTJACOBBIBACTCS H
YTBEPKIAETCS B COOTBETCTBUU C TPEOOBAHUSIMU, YCTAHOBJICHHBIMU pa3jienamu 4 u
5 wacrosmero Ilomoxxenus. O3HakomiieHHe paboTHHKA ¢ J{OJDKHOCTHOM
WHCTPYKIIMEH  OCYHIIECTBJISIETCSI B COOTBETCTBUM  C  TPeOOBaHUSIMH,
YCTaHOBJIEHHBIMH pa3zesioM 6 Hactosiero [lonoxenus.

8. XpaHeHue JOJKHOCTHBIX HHCTPYKUIMT
8.1. JlomXHOCTHBIE WHCTPYKIIMM XpaHATCA B COOTBETCTBUU ¢ [lpukazom

PocapxuBa ot 20.12.2019 N 236 "O6 yrtBepxkaeHun IlepeyHsi THUMOBBIX
VIOPABJICHUYECKMX  apXMBHBIX JIOKYMEHTOB, OOpa3ylolluxcsi B  IpoLecce
JeATEIbHOCTH FOCYJaPCTBEHHBIX OPraHOB, OPIrAaHOB MECTHOI'O CaMOYIPAaBIICHUS U
OpraHu3alyi, ¢ yKa3aHUEM CPOKOB MX XpaHeHHs" (3apeructpupoBaHo B MuHIOCTE
Poccun 06.02.2020 N 57449).
8.2. JlomxHocTHble MHCTpYyKUIMHU padoTHukoB MBJIOY moanmexat XpaHeHUIO B
MBJIOVY B TeueHue Tpex JIET MOCIIE UX 3aMEHBI HOBBIMH.
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