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IMonokeHHe 0 JOJKHOCTHOH HHCTPYKIHH pal0THHKOB MYHHIHIAILHOIO
GF0KETHOT0 JOLIKOJIbHOT0 00pa30BaTeIbHOT0 YUpeKIeHHS
«IlonoBcKHii AeTCKHI can»

1. O0mHe MoJI0KEeHHS

1.1. Hacrosmee ITonoxkeHHe 0 JOJBKHOCTHOM HHCTPYKIHH paGOTHHKOB (1ajee
Hon(m(emle) MYHHIMNATEHOTO GI0HKETHOIO JOLIKOJIBHOTO

06pasona1:eanor0 yapexnenus «[lomoBckmii reTckuii can » (nanee - MBI0Y)

pa3paboTaHo B IENAX PeryJTHPOBaHHUS B3aHMOOTHOIICHHH MEX1y PaGOTHHKOM H
paborozarenem.

1.2.  Hacrosee ITonoxeHre onpeaenseT OCHOBHbIE TpeboBaHUA K CTPYKTYpe
W CONEPKAHMIO OJKHOCTHOW MHCTpykimH pabGotnukos MBJIOY, a tamke K
nponeaype paspaboTkM  JOKHOCTHBIX —MHCTPYKLMHA, TIOPSAKY HX [PHHATHA,
YTBCp)K,Z[CHHH BHECEHHs B HUX JTOTIOTHEHUH 1 H3MEHEHUHA.

; 2. [loHsiTHE JOJKHOCTHOH HHCTPYKIIHH

2.1, JomxkHoctHas HHCTpyKuMs paborHuka MBJIOY (manee - JlomKHOCTHAS
WHCTPYKIMA) - OCHOBAHHBIH Ha HOpPMaX 3aKOHOJATEIbCTBA O(QHIMAIBHBIA NPaBOBOH
JIOKYMEHT, PerIaMEHTHPYIOIMH OpraHH3allHOHHO-NIPAaBOBOE MONOXKEHHE paboTHHKA
MBJIOV, ero 0643aHHOCTH, MPaBa, OTBETCTBEHHOCTh, 00ECTICYMBAIOIIMI YCIOBHSA UL
ero 3(pdeKTHBHON paboTHl NPU OCYLIECTBICHHH MM TPYAOBOH [AEATEEHOCTH COINIACHO
3aHMUMAEMOii JOJDKHOCTH

2.2.  JIOMKHOCTHAS MHCTPYKLUHMS SBISETCS HOPMATHBHBIM JIOKAIBHBIM aKTOM
MBJIOY, peryaupyronmyM oTHomeHHs B pamkax MBJIOV, coaepxkamuM
obmeo0s3aTeNbHBIE TpaBUIa TOBEACHHUS U1 BCEX MM HEKOTOPBIX YYaCTHHKOB
00pa30BaTeNbHEIX OTHONICHHH, PAacCYMTaHHBIM HA HEOJAHOKPATHOE NpPUMEHEHME,
yTBEp:KIEHHEIM MpHKa3oM 3aBenyromero MBJIOV.

2.3. JIOMKHOCTHAas MHCTPYKUHMS COCTABIAETCA IO  KaXIOH  IITATHOM
JIOTDKHOCTH MBJIOY u o6baBasercs paGOTHHKY I[OJ PAaClHCKY IpH 3aKIIOYCHHH
TPYIOBOTO JOTOBOpA, @ TaKKe [P IEPEMELICHHH Ha JPYTYI0 JOIDKHOCTH U HpH
BPEMEHHOM HCIIOTHEHUH 0053aHHOCTEH MO JOIDKHOCTH. :

2.4. Jlo/DKHOCTHASA MHCTPYKIMS pa3pabaThiBaeTcsl HCXO/s U3 3a1ay U QYHKIHHA,
BO3JIOKEHHBIX HA KOHKPETHOro paCOTHHKA, B COOTBETCTBHH CO  IITATHEIM
pacnucanuem, IlpaBuiamMu BHYTpeHHero TpyaoBoro pacnopsaka MBJOY, ¢
co6monennem Komcrutyimu  Poccmiickoit  @enepammm, Tpynosoro - koaekca
Poccuiickoii @eaepalni 4 HHBIX HOPMAaTHBHO-IIPABOBBIX AKTOB.




2.5 OcHoBoil i  pa3pabOTKM  JIOJDKHOCTHBIX ~ WHCTPYKIMH  SIBJISIFOTCS
«KBanuukamoHHble XapaKTEPUCTUKU JOJDKHOCTEM pabOTHUKOB O0Opa30BaHMS
Ennnoro KBaJTU()UKAITHOHHOTO CIIpPABOYHHMKA  JOJDKHOCTEH  PYKOBOJMUTEIIEH,
CIIELIMAJIMCTOB W CIy)KalmuX,  yTBepxkaeHHoro  IIpukazom  MunHucrepcTBa
3IpaBOOXpAaHEHUsT M coluanbHoro pa3sutus Poccuiickoir denepanuu ot 26 aBrycra
2010 . Ne 761mH.

3. TpeOoBaHus, NPEABSBISIEMBIE K CTPYKTYPE U COAEPKAHUIO TIOJKHOCTHOM
WHCTPYKIIUH.

3.1.  JlomKHOCTHasi MHCTPYKIIMS COCTOUT U3 CIAEAYIOUIUX PA3AEIOB:
- OO61re MONOKESHHS

- J10I>KHOCTHBIEC 00S3aHHOCTH.

- [Ipaga.

- OTBETCTBEHHOCTb.

- BzaumootHomenus. CBs3u N0 JOJHKHOCTH.

3.2. B paznene «O0mIME MOJIOKEHUS:

- yCTaHaBIMBaeTCs chepa AeSITEIbHOCTH JAaHHOTO CTICIHAINCTA;
YCTaHABIMBAETCS TOPSJIOK €ro Ha3HAYeHHWS M OCBOOOXIEHUS OT
3aHUMAaEMOM JOKHOCTH;

- YCTaHABIIMBAETCA 3aMEILEHUE MO JTOJKHOCTH BO BPEMSI OTCYTCTBUS,

- OTpeNeNstoTcs  KBalu(uKanmoHHble  TpeOoBaHusA  (TpeboBaHUS,
MPEABABISIEMbIE K O0Pa30BaHUIO U CTaXy pabOThI), MOJYMHEHHOCTh CHEIHAINCTA U
JOJKHOCTHBIE JIUIA, KOTOPHIMU OH PYKOBO/IUT;

- NEePEUYUCIISIOTCS TPABOBBIE aKThl U HOPMATUBHBIE IOKYMEHTBI, KOTOPBIMU
JOJIKEH PYKOBOJICTBOBATHCSA CIEIIUATUCT B CBOEH ESITENHLHOCTH.

B pasmen Mmoryr ObITh BKJIIOYEHBI JApyrHe TpeOOBaHUS U IOJIOKEHUS,
KOHKPETU3HUPYIOIINE U YTOUHSIOUIME CTAaTyC JOHKHOCTHOTO JIMIAa U YCIOBUS €r0
NeSATeTbHOCTH.

3.4. Pazgen «/loJDKHOCTHBIE OOS3aHHOCTH» COACPKHUT TNEPEYeHb OCHOBHBIX
GyHKUMNA AOHKHOCTHOTO JIMIIA, @ TaKKe YKa3bIBAIOTCS OOS3aHHOCTU JOJIKHOCTHOTO
JUIa, BO3JIaraéMble Ha HEro, ykasbplBaeTcsi (opMa €ro y4yacTHsi B YINPaBIEHYECKOM
npoiiecce (PyKOBOJIUT, YTBEpKAaeT, 00ecreuynBaeT, MOAr0TaBINBACT, PACCMATPHUBAET,
WCIIOJHSET, KOHTPOJIUPYET, COMNIACOBBIBAET, IPEACTABISAET, KYpPUPYET U T.J.)

3.5. Paznen «IIpaBa» comepXUT TiepeuyeHb TMpaB, MPEIOCTABIIEMBIX
CHEIUAHCTY IS BBITTOJTHEHUS BO3JI0’KEHHBIX Ha HETO (PYHKITUH M 00S3aHHOCTEH.
3.6. B  pasmene  «OTBETCTBEHHOCTh»  yCTAHABIMBAIOTCS  BHJBI

OTBETCTBEHHOCTHM 32 HECBOEBPEMEHHOE€ M  HEKAYECTBEHHOE  BBLIMOJIHEHUE
CHEUAIUCTOM JOJKHOCTHBIX 00SI3aHHOCTEW W HEUCIOJIb30BAHUE MPETOCTABICHHBIX
eMy TIpasB.

3.7. Paznen «B3aumoorHomieHus. CBs3M MO JTOKHOCTH» COAEPKHUT
nepedyeHb JOJKHOCTHBIX JIMI, ¢ KOTOPBHIMHM CIEIHUATUCT BCTYINAeT B CIIy>KEOHbIE
B3aMMOOTHOIIIEHUSI M oOecreynuBaeTcs HHPpOpMaluen, YKa3bIBalOTCA CpPOKHU
MOJIYYSHUS] U TPEOCTaBICHUS UHPOpPMALIUU, ONPEAENIeTCS MOPAIOK MOAMUCAHUS,
COTJIACOBAHMS U YTBEPKACHUS JOKYMEHTOB.

3.8. OO6s3arenbHbIMU peKBU3UTaAMU JlOTHKHOCTHON MHCTPYKITUH SIBISIOTCS:



- nojHoe HaumeHoBaHue MbBJIOVY;
- 3aroJIOBOK K TEKCTY;

- BU3bI COTJIACOBAHMS,

- HOJMHUCH, TPU(} YTBEPIKICHUS.

4. Tlopsimok pa3pabOTKH, COTIIACOBAHMS, YTBEP)KICHUS U BBEACHUS B ICCTBUC
TIOJIKHOCTHOU UHCTPYKLIUU

4.1.  [omxHOCTHasi MHCTPYKLHMs paszpadaTeiBaeTcs 3aBenytouum MBJIOY
aub0 JIMIIOM, YNOJHOMOYEHHBIM 3aBenytomum MBJIOY. B cinywae, eciu
JIOJDKHOCTHAsl ~ MHCTPYKIMS — pa3pabarhiBaeTCs  JIMIIOM,  YTHOJHOMOYEHHBIM
3apenayromuM MBJIOY, To oHa moanuckiBaeTCsl pa3pabOTIHKOM.

4.2. JlomxHOCTHAsT HMHCTPYKLMS TOCJHe pa3pabOTKHM Tepenaercs B
po(COrO3HBII KOMUTET MEPBUYHOMN MPOQPCOIO3HON OpraHu3aIiy, MPeaCTaBISIONIHMA
MHTepechl OosbmMHCTBA paboTHHKOB MBJIOY (manee - mpodcoro3HBI KOMHUTET).
[Ipodcoro3HbIli KOMHUTET B CPOK HE IIO3JIHEE MACCATH paboumx JHEH co JHS
nosTy4eHust J{0JKHOCTHOM MHCTPYKLMH OCYILIECTBIISIET coryiacoBaHue JlOJKHOCTHOM
MHCTpYKIMHU. B ciydae, eciaum mpodCcoro3HbIi KOMUTET HE COTJIACEH C TEKCTOM
JIOJDKHOCTHOM ~ MHCTPYKIMM ~ JIMOO ~ BHOCUT  MPEJIOKEHUST MO0 €ro
COBEPILICHCTBOBaHUIO, TO 3aBeAyromiemy MBJIOY nHanpaBnsiercss MOTUBUPOBAHHOE
MHenue. 3apeayonuit MBJIOY MokeT coriiacuthesi ¢ HUM MO0 00513aH B TEUCHHE
OATH  JHEW  TOCi€  MOJYy4YEeHUs]  MOTHBHPOBAHHOIO  MHEHHUS  MPOBECTH
JOTIOJIHUTEJIbHBIE KOHCYJIbTALMK C MPO(COIO3HBIM KOMUTETOM B LIEJIAX JTOCTHKCHUS
B3aUMOIIPUEMIIEMOTO PELICHUS.

[Ipyu He HOCTHMXKEHUW COIIacHsl BO3HHUKIIME pa3HOINIacus OQOPMIISIOTCS
MPOTOKOJIOM, Tiocie uyero 3aBenyromuii MBJIOY wumeer mnpaBo yTBEpAUTH
JIOJ2KHOCTHYIO MHCTPYKIMIO.

5. YtBepxkaeHue JJ0JKHOCTHOM HHCTPYKLIMU

5.1.  3asepyrommiit MBJIOY yTBepxkaaet JJ0IKHOCTHYIO HHCTPYKLHIO TyTEM
W31aHUS COOTBETCTBYIOLIETO MPUKA3a.

5.2. B npukase B 00s13aT€IbHOM MOPSAKE YKa3bIBAKOTCS:

- nara BBelleHUs JlOJKHOCTHOM MHCTPYKLHUU B IEMCTBUE;

- yKa3aHue 00 O3HAaKOMJIEHMM pabOTHUKOB ¢  JlOMKHOCTHOM
MHCTPYKIMEN U CPOKU IJISI 3TOTO;

- dbaMunuu M JIOJDKHOCTU JIMI], OTBETCTBEHHBIX 3a COOJIIOJICHUE
JIOKHOCTHOM UHCTPYKIIWY;

- HUHBIE YCJIOBUAI.

5.3. VYTBepxkaeHHble JIODKHOCTHBIE WHCTPYKIIMU TMOJJIEKAT 00sS3aTeNbHON
perucTpalii B COOTBETCTBUU C TpeOoBaHusiMu naenomnpousBojactea B MBJIOY c¢
IIPUCBOCHHUEM UM IOPSAIKOBOIO HOMEpPA

6. O3HakoMJieHHEe pA0OTHUKOB € /0/I2KHOCTHOM MHCTPYKI U
6.1.  Osnakomuieane padorHuka MBJIOY ¢ JlomKHOCTHOM HHCTPYKIHMEH B
00s13aTEIBHOM TIOPSIJIKE OCYIIECTBIICTCS MPU TOCTyIuieHnH Ha paboty B MBJIOVY.



O3znakomiienue ocyiiectsiser 3apeayromuil MBJIOVY. Tlocne o3HakoMiieHHs paOOTHUK
rpocrasiseT Ha JIOJDKHOCTHOM MHCTPYKIMU O3HAKOMUTEIBHYIO BU3Y - C HHCTPYKLIHEN
03HAaKOMJIEH, J1aTa, MOJIHUCH.

6.2.  Osnakomiieane padorHumka MBJIOY ¢ JIomKHOCTHOM WHCTPYKIHMEH B
00s3aTEIBHOM TIOPSJIKE OCYIIECTBIISICTCSA TPH TepeBojie pabdOTHHKA HA JPYTYIO
JOJDKHOCTh WJIM  BPEMEHHOM IM€peBoJie Ha JApyryro pabdory. (O3HaKoMmieHUe
ocymectBisieT 3apeayronmii MBJIOVY. Tlocne o3HakomiieHHsT paOOTHUK MPOCTABISET
Ha JIOJDKHOCTHOM MHCTPYKIIMU O3HAKOMUTEIBHYIO BU3Y - C MHCTPYKIIMEW O3HAKOMIIEH,
J1aTa, MOJIIMHCH.

6.3. TpeboBanus, ycTaHOBJIeHHbIe B  JIODKHOCTHOM  MHCTPYKIIUH,
JIEHCTBUTENIBHBI C TOTO MOMEHTA, KOT/1a paOOTHHUK ObLI C HEH 03HAKOMJICH.
6.4. B cnygae ecnim pabGotHuk MBJIOY oTka3biBaeTcs pacnucaThCs B

O3HAKOMJIEHUM WA TNOJy4eHUUu JIOHKHOCTHOM HWHCTPYKLMH, JaHHBIA OTKa3
buKcUpyeTcsi MyTeM COCTABJICHHMS aKTa B TPHUCYTCTBHHM HE3aHMHTEPECOBAHHBIX
ceunetreneir. B akre Takke (Qurcupyercs QakT O3HAKOMIIEHHS paOOTHHKA C
conepxxanreM J{OKHOCTHON HHCTPYKIMKU B UHOU (dopme (JlomKHOCTHASI HHCTPYKIIUS
3aunThIBaeTCs BClyx 3aBeayronmum MBJIOY).

6.5. Jns texkymeil paboThl € NOMJIUHHUKA JOJKHOCTHOM HHCTPYKIIMU
CHHUMAIOT 3aBEPEHHYIO KOIMHIO, KOTOPYIO BbiAatoT padbotHuky MBJIOY, paboTtatoiemy
B JIAHHOM JOJ>KHOCTH.

7. BHeceHue U3MEeHEHUH B JIOJIKHOCTHYIO HHCTPYKI M IO

7.1. BneceHue u3MeHeHUN B J{OXKHOCTHYIO MHCTPYKIIUIO OCYILIECTBIISIETCS B
CIEAYIOIIUX CIIyYasix:

7.1.1. B CBA3M C W3MEHEHHEM O0O0s3aTEJIbHBIX YCJIOBHU TPYAOBOIO JIOTOBOpA.
VYkazanHas mpoleaypa IPOBOAUTCS B COOTBETCTBHH C TpeOoBaHUAMHU TpyoBoro
kojekca P® (paboTHUK [domKeH OBITh HE TMO3/JHEee, 4YeM 3a 2 Mecsla [0
MpenojiaraeMoro U3MEeHEeHUsl MMCbMEHHO yBeaoMJieH. [locie momydeHus: paboTHUKOM
COTJIAIIEHUsS] Ha TPOJOJDKEHUE TPYAOBBIX OTHOIIEHUM, BHOCATCS W3MEHECHHUS B
JIOJDKHOCTHYIO MHCTPYKITHIO).

7.1.2. mpu WU3MEHEHMHM OPraHU3AIMOHHBIX YCIOBUH Tpyla, 0e3 H3MEHEHHs
TPYAOBOM (PyHKIIMH paOOTHHUKA.

7.2. 3aeeayrommiit MBJIOY wim nuio, ynoJIHOMOYEHHOE WM, COCTAaBIISIET
JIOJPKHOCTHYIO HMHCTPYKIIMIO B HOBOM pEHaklMKM, KOTOpas COrJacOBBIBAECTCS H
YTBEP)K/Ia€TCSA B COOTBETCTBUM C TPEOOBAHUSIMU, YCTAHOBJICHHBIMH pazzenamu 4 u 5
Hactosimero Ilomoxenus. O3HakomieHue paboTHHUKA ¢ J[OIDKHOCTHOW WHCTPYKIHEH
OCYIIECTBIISIETCS. B COOTBETCTBUM C TPEOOBAHUSMHU, YCTAHOBIECHHBIMH pasieiaoMm 6
Hactosiero [lonoxenus.

8. XpaHEeHHUE NOJKHOCTHBIX HHCTPYKLUI

8.1.  JIomKHOCTHBIE MHCTPYKLUMH XpaHATCA B COOTBETCTBMM C IIPaBUIIAMH,
YCTAHOBJICHHBIMH B IlepeyHeM THIOBBIX YIIPABICHUYECKUX APXMBHBIX JIOKYMEHTOB,
oOpa3yloluxcsi B MpoOILEcce MAESTENbHOCTH TIOCYJapCTBEHHBIX OPraHoB, OpPraHoB
MECTHOTO CaMOYNPABJIEHUS U OPraHU3ALMMN, YTBEPKACHHBIM NIPUKA30M MUHKYJIBTYPbI
Poccum ot 25.08.2010 Ne 558.

8.2. JloJbKHOCTHBIE ~ WMHCTpyKIMH — padoTtHukoB  MBJIOY  momnexar



NoCcTOSHHOMY XpaHeHuto B MBJIOY B TedeHue Tpex JieT mociie uX 3aMEHbl HOBBIMH.
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