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ITosi0xeHUE 0 TOJZKHOCTHON MHCTPYKIUU PA0OTHUKOB MYHHITUIIAJIbHOTO OKIKETHOTO

JTOIIKOJIbHOIO 06pa30BaTe.m>H0r0 YUpe:KIeHUs
«TuMmsaIeBcKuM aeTckuii cag — JlacToukay»

1. O0mmue nonoxKeHNs

11. Hacrosimee TlomokeHue O TOMKHOCTHOW WHCTPYKIIMM paOOTHHUKOB (masee
[TonoxkeHne) MyHULIMIIAIBHOTO OIOPKETHOTO JTOIIKOIBLHOTO
00pa30BaTEIbHOTO YUpEKIEHUS «TumsiueBckuii aerckuii cax —Jlacrouka» MYHUIMIAIBHOTO
oOpazoBanus "JIeCHUHOTOPCKUW MYyHMITUTIANBHBIN paiioH" PecnyOnuku Tatapctan (manee -
MBJIOY)pa3paboraHo B LESX PEryaupoOBaHUs B3aUMOOTHOUIEHUH MEXIy paOOTHHUKOM U
paboTromaresem.
12. Hacrosmee IlomoxxeHue onpenenser OCHOBHbIE TpeOOBaHUS K CTPYKType U
COZIEPKAHUIO JODKHOCTHOM MHCTpyKIuu paborHukoB MBJIOY, a takxke k mpouenype
pa3pabOoTKH JTOJDKHOCTHBIX MHCTPYKIIMH, TOPSAKY UX TPUHSATHSA, YTBEPKICHUS, BHECECHUS B
HUX JOMNOJHEHUN 1 U3MEHEHU.

2. llonsiTHE 10JKHOCTHOM MHCTPYKIMH
2.1.  HomxHocTtHass uHCTpyKnus paborHuka MBJOY (mamee - JlomkHOCTHas
WHCTPYKLIMS) - OCHOBAHHBIM Ha HOpPMax 3aKOHOAATEJIbCTBA O(DHIMAIBbHBIA MPaBOBOU
JTOKYMEHT, PEIrIaMCHTHPYIOIIMA  OpPraHU3allMOHHO-IPABOBOE TMOJIOKEHHE PaOOTHUKA
MB/IOY, ero o0si3aHHOCTH, MpaBa, OTBETCTBEHHOCTh, 00CCIIEUMBAIOIINI YCIOBHS VIS €TO0
3¢ deKTHBHONM paboThl TPU OCYIIECTBICHUH WM TPYIOBOH JEATEIHHOCTH COTJIACHO
3aHUMaeMOM JOHKHOCTH
2.2.  JIomKHOCTHas MHCTPYKIMUS SBJISIETCS HOPMATHBHBIM JIOKaldbHbIM akToM MBJIOY,
perynupytomuM oTHoteHus: B pamkax MBJIOY, conepxamum o61ieo0si3aTesibHbIe TpaBuia
MOBEJEHUS JJii BCEX WM HEKOTOPBIX YYaCTHHUKOB OO0pa30BaTelIbHBIX OTHOIICHUH,
pacCUUTaHHBIM Ha HEOIHOKPATHOE IPUMEHEHUE, YTBEPKIACHHBIM IIPUKA30M 3aBEAYIOLIETO
MBJIOY.
2.3.  JIomKHOCTHasi UHCTPYKIIMS COCTABIISIETCS MO KaXK0¥ mraTtHou nommkHoctu MB/IOY
U OOBSIBIISIETCS paOOTHHUKY TOJl PACIIMCKY MPH 3aKIOYEHUU TPYIOBOTO JIOrOBOpa, a TaKXKe
MIpU MEePEMEILECHUH Ha JPYTyI0 JOJDKHOCTbh U MPU BPEMEHHOM HUCIIOJIHEHHH O0S3aHHOCTEU
10 TOJDKHOCTH.
- 37Mech M jdanee ykaspiBaeTcsi HamMeHoBanne MBJIOY B cootBerctBUM ¢ yctaBom MBIOY
JloKHOCTHAST MHCTPYKIIUS pa3padaThiBaeTCsl UCXOMS U3 3a/ad M (DYHKITUH, BO3JIOKCHHBIX
Ha KOHKpPETHOro paOOTHHMKA, B COOTBETCTBMM CO INTaTHBIM pacnucanueM, lIpaBuiiamu
BHYTpEHHEro TpynoBoro pacnopsanka MBJIOY, ¢ cobmonennem Konctutyuun Poccuiickoit
Oenepanuu, TpynoBoro koxekca Poccuiickont denepaniim 1 UHBIX HOPMATHBHO-ITPABOBBIX
aktoB. 2.5. OcHOBOHl mnsg pa3pabOTKHM  JOMKHOCTHBIX  WHCTPYKLIHH  SIBISIFOTCS



«KBanudukamoHHble XapaKTEPUCTHKHU JOJDKHOCTEH paOOTHHUKOB oOpasoBaHUs» EauHoro
KBAIM(PHUKAIMOHHOTO CIPABOYHMKA JOJDKHOCTEH PYKOBOAMTENEH, CIEIHMAIMCTOB U
CIy)KallluX, yTBepkJaeHHoro IIpukazom MuHucTEepCcTBa 31paBOOXPAaHEHUS M COLUAIBHOTO
pa3Butus Poccuniickoit denepanun ot 26 aBrycra 2010 . Ne761n.

3. TpeGoBanusi, npeabsiBIsieMble K CTPYKTYPeE U COIEPKAHUIO T0JLKHOCTHOM
HHCTPYKIUH.

31.  JIomKHOCTHas MHCTPYKIMS COCTOUT U3 CIEAYIOIIMNX Pa3/AeIIOB:

- OO61re nosoXKeHus

- J1OIDKHOCTHEIE 00SI3aHHOCTH.

- IIpaga.

- OTBETCTBEHHOCTb.

32. B paznene «O0mue monoxeHus»:

- yCTaHaBIIMBAETCs cepa AesITeNIbHOCTU JaHHOTO CIEUaIICTa;

- YCTAHABIIMBAETCS TOPSIOK €ro Ha3HAYeHHWs] WU OCBOOOXKIIEHHS OT 3aHHUMaeMOu
JOJDKHOCTH;

- YCTAHABIIMBAETCS 3aMEIICHHE 10 JTOJKHOCTH BO BpeMs OTCYTCTBUS,

- OTpeNeAoTCs KBAIM(PUKAIIMOHHBIE TpeOoBaHUsl (TpeOOBaHMS, MPEIbABIIEMbIE K
00pa30BaHUI0 M CTaxXy pabOThl), MOMYMHEHHOCTHh CHEIHAINCTa W JOJDKHOCTHBIC JIMIIA,
KOTOPBIMH OH PYKOBOIUT;

- MEPEYUCIISIFOTCSL TTPABOBBIC aKThl U HOPMATHBHBIC JTOKYMEHTHI, KOTOPHIMH JOKEH
PYKOBOJICTBOBATHCS CIICIIUAIIMCT B CBOCH J1€ATEILHOCTH.

B paznen moryt ObITh BKJIFOUEHBI Apyrue TpeOOBaHUS U MONOKEHUSI, KOHKPETU3UPYIOILUE U
YTOUHSIIOIINE CTATyC JOHKHOCTHOTO JIMIIA U YCIIOBUS €T0 JIeATEIbHOCTH.

34.  Pazmen «JloKHOCTHBIE OOSI3aHHOCTH» COICPKHUT IEPEYCHb OCHOBHBIX (DYHKIUIH
JMODKHOCTHOTO  JIMIIa, a TaKXe YKa3bIBAIOTCS OO0S3aHHOCTH JIOJDKHOCTHOTO —JIMIIA,
BO3JIaraéMble Ha HEro, ykas3blBaeTcsi (opMa €ro y4dacTus B YIPaBJICHUECKOM IIpolecce
(PyKOBOIIUT, YTBEp)KIAeT, OOeCleyuBaeT, MOArOTaBIMBACT, PACCMATPUBAET, HCIIOJHSET,
KOHTPOJIUPYET, COIIACOBBIBAET, IPEJCTABISAET, KYPUPYET U T.11.)

35. Paznen «IIpaBa» comepkXuT nepedeHb NpaB, IPEAOCTABISIEMBIX CHELHAINUCTY U
BBITIOJIHEHUS BO3JIOKEHHBIX HA HETO (DYHKIMH U 00s13aHHOCTEH.
36. B pasmene «OTBETCTBEHHOCTb» YCTAaHABIMBAIOTCS BUJbl OTBETCTBEHHOCTH 3a

HECBOEBPEMEHHOE U HEKAaUYECTBEHHOE BBIIIOJIHEHUE

CHEUAINCTOM JIOJKHOCTHBIX OOSI3aHHOCTEW M HEUCIIOJIIb30BAHHUE MPEJOCTABICHHBIX €MY
pas.

37. Pazmen «BzaumooTtHomeHuss. CBs3u MO JOMKHOCTH» COACPKHUT IEpPEUEHb
JOJDKHOCTHBIX JIMIL, C KOTOPHIMU CHEIMATUCT BCTYMAET B CIY>KEOHbIE B3AMMOOTHOIICHUS U
obecrieunBaeTcsi HMHQpOpMAIMEH, YKa3bIBalOTCSI CPOKU MOMYYEHHS M MPEI0CTaBICHUS
uH(doOpMaluy, ONpeAeNseTcs TMOPSAOK TOAMKUCAHUS, COIJIACOBAaHHMS M YTBEPXKICHUS
JIOKYMEHTOB.

38. O0s13aTeNIbHBIMU PEKBU3UTAMU J{OMKHOCTHONW WHCTPYKIIMH SBIISTFOTCSI:

- nojaHoe HaumeHoBanue MBJIOY;

- 3arojoBOK K TEKCTY;

- BH3bI COIIACOBAHUS;

- MOJITUCK, TPU} YTBEPKICHHUS.

4. Ilopsinok pa3padoOTKH, COIVIACOBAHUSA, YTBEPKICHHUS U BBEACHUS B JIeHCTBHE
HOJIKHOCTHOM HHCTPYKIUH

41. JlomKHOCTHAs MHCTPYKIMS paszpabarbiBaercs 3asenyrommM MBOY mmubo nuiom,
ynoiaHoMoueHHbIM 3aBenyomuMm MBJIOY. B cnywae, ecnu JlomKHOCTHAs MHCTPYKLHS



pa3pabaThIBaeTCs TUIIOM, YITOJTHOMOYEHHBIM 3aBeayromuM MBJIOY, To oHa noanucsiBaeTcst
pa3pabOTUYHKOM.
42.  JIomKHOCTHAs HWHCTPYKLHMSI IOcie pa3paboTKu mepedaercss B MPO(COr3HBIM
KOMUTET MEpPBUYHOM  MNpo(CcOrO3HOM  OpraHu3aluy, MPeJICTaBIAIOMUNA  HHTEPECH
oonpiinHcTBa pabotHukoB MBJIOY (nanee - mpodcoro3nbiii komuter). Ilpodcorozubiit
KOMHUTET B CPOK HE IO3[HEe ACCATH padoyux IHEW cOo IHA MoiydeHus JomKHOCTHOU
MHCTPYKLMHA OCYUIECTBIISIET COITIaCOBaHME J{OJDKHOCTHOM WMHCTpyKIMH. B ciydae, ecin
po¢COI03HBIA KOMUTET HE COIVIACeH C TEKCTOM J[OIKHOCTHOM MHCTPYKUMU JTHMOO BHOCHT
MPEUIOKEHHST 10 €ro COBEPLICHCTBOBaHMIO, TO 3aBeayronieMy MBJIOY nampasisercs
MoTuBUpOBaHHOE MHeHHe. 3aBenyromuii MBJIOY MoxeT cornacuTthesi ¢ HUM 100 00s13aH B
TEYEHHE TIATH JHEH I1I0CIE€ IOJYy4YeHUs MOTHUBHPOBAHHOIO MHEHMS  IIPOBECTH
JOMOJHUTEIbHBIE KOHCYIBTAMH C TPOQPCOIO3HBIM KOMHUTETOM B LEISIX JOCTHKCHUS
B3aUMOIIPUEMIIEMOTO PELLIECHUS.
IIpn HegOCTUKEHUU COITIacusl BOSHUKUINE pa3HOIIACHs OPOPMIISIOTCS MPOTOKOJIOM, TIOCIIE
yero 3aseayromnii MBJIOY umeer nipaBo yrBepanTh [J0KHOCTHYIO HHCTPYKIUIO.

S. Y1Bepxaenue J101:KHOCTHOM HHCTPY KUK
5.1 3asegyrommii MBJIOY ytBepxknaer JOJKHOCTHYIO MHCTPYKIMIO IIyTEM H3JaHUs
COOTBETCTBYIOIIIETO MPUKA3a.
5.2 B npukase B 00s13aTeIbHOM MOPSIIKE YKa3bIBAIOTCS:
- Jlata BBeJeHUs J|0KHOCTHOM MHCTPYKIIUH B JCHCTBUE;
- yKa3aHue 00 O3HAKOMJICHHH PAa0OTHHKOB ¢ JIOJDKHOCTHON MHCTPYKIHMEW U CPOKH
IUIsL 9TOTO;
- dbaMuIMM W JODKHOCTH JIMI, OTBETCTBEHHBIX 3a coOmoneHue JlomKHOCTHOM
WHCTPYKIINY;
- VHBIE YCIIOBUS.
5.3. Y1BepxkaeHuble JOKHOCTHBIE MHCTPYKIMM MOMAJIEKAT 00s3aTeNIbHON perucTpaiuu B
COOTBETCTBUU C TpeOoBaHUsIMH JenonpousBoiactBa B MBJIOY ¢ mnpucBoeHnem um
IIOPSIAKOBOIO HOMEDpA.

6. O3nakomjienue padoTHUKOB G /[015KHOCTHOMH HHCTPYKUMEH

61.  O3snakomnenue padborrka MB/IOY ¢ JlomkHOCTHON MHCTPYKIMEN B 00s3aTeIbHOM
MOpSJIKE OCYIIECTBISIETCS MpU MOCTymeHuu Ha padotry B MBJIOY. O3znakomienue
ocymiectBisier 3aBeayromuii MBJIOVY. Ilocne o3HakomiieHuss paOOTHHK HPOCTABISET Ha
JIOMMKHOCTHON MHCTPYKIIMM O3HAKOMUTEIBHYIO BU3Y - C MHCTPYKUMEH O3HAKOMIIEH, JaTa,
MOJIHUCH.

62. Oznakomiienue padorauka MBJIOY ¢ JIomKHOCTHOM MHCTPYKIUEH B 00s13aTEIIbHOM
MOpSAJIKE OCYUIECTBISIETCSl MpU MepeBoie pabOTHUKAa Ha JAPYryl JOKHOCTh WU
BPEMEHHOM INIepeBO/ie¢ Ha JApyryo padory. O3HaKOMIIEHHE OCYLIECTBISCT 3aBEAYHOIINUN
MBJIOVY. Ilocne o3HakomsieHHs PaOOTHHK MPOCTaBIsIeT Ha J{ODKHOCTHOM HHCTPYKIIHUH
O3HAKOMUTEJIbHYIO BU3Y - C MHCTPYKLIMEN O3HAKOMJIEH, J1aTa, TOJIHUCh.

63. TpeboBanusi, ycTaHOBJIEHHbIE B JIOTDKHOCTHON MHCTPYKIIMH, JEHCTBUTENBHBI C TOTO
MOMEHTA, KOT/1a pa0OTHUK OBLT C HEW 03HAKOMJICH.
64. B cnyuae eciiu pabotHuk MBJIOY oTka3biBaeTcs pacnucarbcs B O3HAKOMJICHHH WIIN

nojgyyeHuu J{oJKHOCTHONM MHCTPYKLMH, JAHHBIM OTKa3 (PUKCUpyeTcs MyTEeM COCTABIICHUS
aKTa B IPUCYTCTBUU HE3aWHTEPECOBaHHBIX cBUAeTeNeil. B akre Ttakke pukcupyercs ¢akrt
O3HaKOMJICHUS] pabOTHHKA C coaepxaHueM JIOMKHOCTHOM HMHCTPYKUMU B WHOU ¢opme
(JomxHOCTHAsI MHCTPYKLMS 3a4UThIBaeTCA BCiyX 3aBenytromum MBJIOY).

65. Jlna Ttekymed paboOThl C TOMIMHHUKA JIOJDKHOCTHOM MHCTPYKIMM CHUMAIOT
3aBEPEHHYIO KOIHI0, KOTOpYI0 BbIalOT pabotHuky MBJIOY, pabortaromemy B AaHHOU



JOJDKHOCTH.
7. BHecenne u3MeHeHH B J[0/I’KHOCTHYI0 HHCTPYKIHIO
71. Buecenne wusMmeHeHudi B JIOJDKHOCTHYIO HMHCTPYKUHMIO OCYIIECTBIISIETCA B
CIEYIOLIUX CIy4asx:
7.11. B cBSI3M ¢ U3MEHEHUEM OO0S3aTeIbHBIX YCJIOBHI TPYAOBOTO JOTOBOpA. YKa3aHHas
mpoleaypa IMPOBOJUTCS B COOTBETCTBUM ¢ TpeboBaHusiMu TpymoBoro koaekca PD
(paboTHUK AOMKEH ObITh HE MO3JHEEe, YeM 3a 2 Mecsla 0 IPearnojaraeMoro U3MeHeHus
NUCbMEHHO yBenomJyieH. [locne momydeHus: paOOTHHUKOM COIVIAIICHUS Ha IMPOAOIDKEHHE
TPYOBBIX OTHOIICHH, BHOCATCS MU3MEHEHUs B JIOPKHOCTHYIO MHCTPYKLIHUIO).
7.12. 1pu W3MEHEHHHM OpPraHMU3aLMOHHBIX YCIOBHH TpyHna, 0e3 H3MEHEHUs TPYyIOBOH
GbyHKIMHM pabOTHHKA.
72. 3asenyronuit MBJIOY unu nuiio, yrmoiHOMOUYEHHOE UM, COCTaBIsET JJOIKHOCTHYIO
MHCTPYKLMIO B HOBOW peAaklMM, KOTOpash COIVIACOBBIBAETCS M YTBEPXKIAETCS B
COOTBETCTBUU C TpeOOBAaHUSMHU, YCTAHOBJIEHHBIMU pazjenaMu 4 W 5 HacTOsIIEro
[Tonoxkenusi. O3HakomiieHne padoTHUKA ¢ JIOKHOCTHOM MHCTPYKIMEH OCYIIECTBIISIETCS B
COOTBETCTBUU C TPEOOBAHUSIMU, YCTAHOBJICHHBIMU pa3fieioM 6 HacTosiero [lomoxenus.
8. XpaHeHue 10/EKHOCTHBIX HHCTPYKIMH

81.  JIOJKHOCTHBIE  HMHCTPYKIMM  XpPaHATCA B COOTBETCTBUM C  IPABUJIAMHU,
YCTaHOBJIEHHbIMM B llepeyHeM THUIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB,
00pa3yromuxcsl B Mpolecce AesTENbHOCTA rOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO

CaMOYINPABJICHUS U OPraHU3aLUi, YTBEPKICHHBIM  [IPUKa30M
Munkynetypsl Poccun ot 25.08.2010 Ne 558.
82.  JlomxHOCTHBIE MHCTPYKIMU paboTHukoB MBJIOY  moanexar
OCTOSTHHOMY XpaHeHuto B MBJIOY B TeueHue Tpex JeT NoCiIe UX 3aMEHbI HOBBIMHU.
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