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HOJIO’KEHHUE
0 J0/IKHOCTHOM MHCTPYKIUH PA0OTHUKOB
MyHUIMTIAJIBHOTO OIIKETHOT0 JOIIKOJIBbHOT0 00Pa30BaTeJIbHOIO
yupe:xaenus «/lerckuit caxg «PogrHHIOK»
HoBoBapmaBckoro MyHUIIMIIAJILHOIO paiioHa OMcKoii 001acTH

1. O0mme noJI0KeHUS

1.1. Hacrosmee IlonoxkeHue O AOHKHOCTHOM HHCTPYKUUU PaOOTHUKOB
(manee [TosoxxeHue) MYHUIUIAIBHOTO O10/1)KETHOTO JOLIKOJIEHOTO
oOpazoBaTenbHOro yupexnaenus «Jlerckuii can «Poanudok» (manee - JIOVY)
pa3paboTaHO B LENSAX PEryJupOBaHMs B3aMMOOTHOLIEHUH MEXy paOOTHUKOM WU
paboToiaTeneM.

1.2. Hacrosimee IlomokeHne ompenensieT OCHOBHBIE TpeOOBaHMS K
CTPYKTYpPE U COAEPKAHUIO JOJKHOCTHOW MHCTPpYKUMU paboTHUKOB IOV, a Takxke
K mOpoueaype pa3padOTKH AOJKHOCTHBIX MHCTPYKLMM, MOPSAAKY WX HPUHSATHS,
YTBEPKJICHHSI, BHECEHUS B HUX JTOTIOJJHEHUI U U3MEHEHM.

2. IloHsiTHE TOMKHOCTHOH MHCTPYKIIUM

2.1. JlomxHoctHas wHCTpyKus padbotnuka J[OY (manee - lomxHOCTHas
WHCTPYKIIUSI) - OCHOBAaHHBIM Ha HOPMaxX 3aKOHOJATEIbCTBA OQUITHATHHBIN
MPaBOBOM JIOKYMEHT, periaMeHTUP YOI OpraHHU3allMOHHO-TIPABOBOE
nosioxkenue padorauka JIOY, ero o00s3aHHOCTH, TIpaBa, OTBETCTBEHHOCTD,
oOecreynBaomMii ycioBus sl ero 3QQPeKTuBHON pabOThl MPU OCYIIECTBICHUH
UM TPYJIOBOM JIEATETbHOCTH COIIACHO 3aHUMAEMOU JT0JKHOCTH

2.2. JIOIDKHOCTHASI MHCTPYKIIUS SIBJIIETCSI HOPMATUBHBIM JIOKQJIBHBIM aKTOM
JOY, perymupyromum  oTHomieHus B pamkax JIOY, coxpepxkammum
o0111e00s13aTeNIbHBIE TIpaBUJIa MOBEACHUS MJI BCEX WM HEKOTOPHIX YYaCTHUKOB
o0pa3oBaTeIbHBIX OTHOIIEHUM, PAaCCUUTAHHBIM Ha HEOJHOKPATHOE MPUMEHEHUE,
YTBEPXKIECHHBIM MpHKa3oM 3aBenytoiiero JJ0VY.

2.3JlomKHOCTHast HWHCTPYKLHMS COCTAaBISIETCS MO  KaXJAOW IITaTHOU
nookHocTH JIOY m 00BbsBIsieTCS] paOOTHUKY TOA PACIUCKY MPU 3aKITIOUYECHUU



TPYAOBOrO JOrOBOPA, & TAKXKE MPHU MEPEMEIICHUN Ha APYryI JOJKHOCTh U MPU
BPEMEHHOM HMCITOJTHEHUU 0053aHHOCTEH 10 TOKHOCTH.

2.4. JlomKHOCTHasT WHCTPYKIMSI pa3palaTbiBaeTCs HCXOAS U3 3a1ady u
(GyHKIIUH, BO3JIOKEHHBIX Ha KOHKPETHOTO paOOTHHKA, B COOTBETCTBHH CO
IITaTHBIM pacnucanuem, [IpaBunamMu BHYTpEHHETO TpyaoBoro pacnopsiaka JOVY,
c coomonenuem Kouctutyuum Poccuiickoit ®eneparnuu, TpymoBoro Kojekca
Poccuiickon denepannv U HHBIX HOPMAaTUBHO-IIPABOBBIX aKTOB.

2.5. OcHoBoWl mia pa3pabOTKH JOJDKHOCTHBIX HWHCTPYKIIUHA SIBIISTFOTCS
«KBamupukammoHHble XapaKTePUCTUKH JTODKHOCTEH paOOTHHKOB O0Opa30BaHUS
EnuHoro kBanmuUKAIMOHHOTO CHPAaBOYHUKA JOJDKHOCTEH PYKOBOJMTEIECH,
CHEHHAIINCTOB W  CIy)KaluX, YyTBepkKaeHHoro IIpukazom MuHucrepcTBa
3IpaBOOXpAHEHUs U COUUabHOrO pa3Butus Poccuiickoit depeparuu ot 26
asrycra 2010 r. Ne 7611.

3. TpeOoBanusi, mnpeabsiBisieMble K CTPYKType M COJEpPKAHUIO
TO0JIKHOCTHOM MHCTPYKIIUM

3.1. JIomKHOCTHAS MHCTPYKITUSI COCTOUT U3 CIAEAYIOIMIUX Pa3/IeiioB:

- O011IHMe NOJ0KEHUS

- JJoKHOCTHBIE 00SI3aHHOCTH.

- [Ipasa.

- OTBETCTBEHHOCTb.

- BzaumooTtHomenus. CBsi3u 1O JOJKHOCTH.

3.2. B pazaene «OO0111e noaoxeHus»:

- ycTaHaBiIMBaeTcs chepa AeATENHPHOCTH JAHHOTO CICITHANIKCTA;

- YCTaHABIMBACTCA TIOPSAIOK €ro Ha3HAYCHHWsI W OCBOOOXKICHUS OT
3aHUMaeMOM JOKHOCTH;

- YCTaHABIMBAETCA 3aMEIICHHE MO0 JOIKHOCTH BO BpEMS OTCYTCTBHUS;

- ONIPEAENSAI0TCS KBTI (PUKAIIMOHHBIC TpeOOoBaHUS (TpeboBanwus,
MpEeabIBISIEMbIE K 00pa30BaHUIO U CTaXy paOOThI), MOJIYMHEHHOCTh CIIEIIUAINCTA
U JIOJDKHOCTHBIE JIUIIA, KOTOPHIMU OH PYKOBOJUT;

- IEPEYHCIISTIOTCS TIPABOBBIE aKThl 1 HOPMATHUBHBIC JTOKYMEHTHI, KOTOPHIMU
JIOJKEH PYKOBOJICTBOBATHCS CIECIIHAIIUCT B CBOEH JESTEIHHOCTH.

B paszgen Moryr ObITH BKIIOYEHBI Jpyrue TpeOOBaHHUS M IOJIOXKEHUS,
KOHKPETHU3UPYIONINE W YTOYHSIONIUE CTATyC JAOHKHOCTHOTO JIMIA M YCIIOBHUS €T0
NEATCTLHOCTH.

3.4. Pazpen «/lomKHOCTHBIE 00SI3aHHOCTHY COJIEPKHUT MEPEYEHb OCHOBHBIX
GYyHKIMHA ~ TOJDKHOCTHOTO — JIMIIA, a TakKe  YKa3bIBAOTCS  00S3aHHOCTH
JIOJDKHOCTHOTO JIMIIa, BO3JlaracMbIe Ha HEro, yKasbIBaeTcs (popma ero ydactus B
yIOpaBJICHUYECKOM  Tporecce  (PyKOBOAWT,  YTBEpXKIacT,  0OecleunBaeT,
MOJATOTABIMBAET, PACCMATPUBACT, WCIOIHSIET, KOHTPOJUPYET, COTJIACOBBHIBAET,
MPEICTABIISACT, KypUPYET U T.1I.)

3.5. Pazmen «lIpaBa» comepxutr TmepedeHb TpaB, MPEIOCTABISIEMbIX
CHEIUATKCTY JJIS BHITOJTHEHUS BO3JI0’KEHHBIX Ha HETO (PYHKITHI 1 00S3aHHOCTEH.

3.6. B pazgene  «OTBETCTBEHHOCTH)»  YCTAHABJIMBAIOTCS  BUJIbI
OTBETCTBEHHOCTH 32 HECBOEBPEMEHHOE U HEKAUYeCTBEHHOE BBITOJHCHHE



CHEeLMATTUCTOM JTOJHKHOCTHBIX 00s13aHHOCTEH u HEHUCTOJIb30BaHUE
IpEeOCTaBIEHHBIX MY TPaB.

3.7. Paznen «B3aumooTrHomeHus. CBA3M 1O JOJKHOCTH»  COHEPKUT
HepeYeHb JOJDKHOCTHBIX JIMI, C KOTOPBIMHU CIIELHUAIUCT BCTYMAET B CIYKEOHBIC
B3aMMOOTHOUIICHUsI W o0ecreynBaeTcss HHPOpPMaLUEil, YKa3bIBalOTCI CPOKU
HOJY4YEeHUS U TIPEIOCTaBICHHS HH(OPMAIIIH, OTIPEIeNSIeTCs OPSI0K OIMICaHus,
COTJIACOBAHUS M YTBEPIKIICHUS TOKYMEHTOB.

3.8. O0s13aT€NBbHBIMU PEKBU3UTAMU J{OJPKHOCTHOM MHCTPYKLWH SIBJITFOTCS:

- monHoe HauMmeHoBanue JJOVY;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COTJIACOBAHUS;

- IOJATIUCH, TPU( YTBEPKACHUS.

4. Mopsaaok pa3padOTKH, COIIACOBAHUS, YTBEPKACHUS M BBeJCHUS B
AEeHCTBHE J0JKHOCTHOM HHCTPYKIUH

4.1. JlomKHOCTHas MHCTPYKIMA paszpadarsiBaeTcs 3aBenytouum MBJIOY
anb0 JMIIOM, YNOJIHOMOYEHHBIM 3aBenywomum MBJIOY. B ciywae, ecnu
JIOJOKHOCTHAasi ~ MHCTPYKUHMS — pa3padaTbiBaeTCsi  JIUIOM,  YIOJHOMOYEHHBIM
3aenyromuM 1OV, To oHa moanuckIBaeTcs pa3paboTUUKOM.

4.2. ]JloikHOCTHasE MHCTPYKUUS TIOCi€ pa3pabOTKU TmepesaeTcss B
PO COIO3HBIN KOMMTET IIEPBUYHON npodcoro3HOM OpraHu3aluu,
NPEACTABIAIONIMI  MHTEpechl OosiblMHCTBA pabotHukoB JIOY  (manee -
npodcoro3ubiii kKoMuTeT). [Ipodcoro3Hblii KOMUTET B CPOK HE MO37HEE IECATU
pabouyux JHEH co JHSA ToJiydeHHs J{OJPKHOCTHOM MHCTPYKUMU OCYLIECTBISET
corinacoBanue JIOMKHOCTHOM HWHCTpykuuu. B ciywae, ecnu mpodcoro3HbIit
KOMUTET HE€ COrjaceH C TEKCTOM JIOJKHOCTHOM MHCTPYKUMU JMOO BHOCHUT
IIPEIIOKEHMS TIO €T0 COBEPIIEHCTBOBAHMIO, TO 3aBeAyoomemy IOV Hamnpasusercs
MOTUBUpOBaHHOE€ MHEHHE. 3aBenyroniuii JIOY MoxkeT coriacuThCs ¢ HUM JHOO
00si3aH B TEYEHHE MATU JHEH mocje MOJy4yeHUS MOTHUBHUPOBAHHOTO MHEHMS
IPOBECTHU JOMOJHUTENIbHbIE KOHCYJIbTAUU C IPO(COIO3HBIM KOMUTETOM B LEJSIX
JOCTUKEHHUS B3AMMOIIPUEMIIEMOTO PELLIECHUS.

[Ipy HeOOCTHXKEHUM COrJlIacusi BO3HHUKILIWE pasHoryiacus OQOpMISIOTCS
MpPOTOKOJIOM, Tiocie 4yero 3aBenaytomuii JOY wumeer mnpaBo yTBEpAUTH
JI0MKHOCTHYIO MHCTPYKLHUIO.

5. YrBepxnenue [0/1KHOCTHOM HHCTPYKIIUM

5.1. 3asenyromuit JIOY yrBepxkaaeT JOMKHOCTHYIO MHCTPYKLHIO IyTEM
W31aHUSI COOTBETCTBYIOLIETO MPUKA3a.

5.2. B npukase B 00s13aT€JIbHOM MOPSJIKE YKa3bIBAIOTCS:

- 1aTta BBeJeHUS J|OJDKHOCTHOM MHCTPYKLIMH B JICVICTBHUE;

- yKa3aHue 00 03HaKOMJICHHH PaOOTHHUKOB C J{OJKHOCTHOM MHCTpyKUMEH U
CPOKH ISl 3TOTO;

- baMuIMM W JOJDKHOCTH  JIMI, OTBETCTBEHHBIX 3a  COOJIIOJICHUE
JIOJDKHOCTHOM HHCTPYKIIUY;

-MHbIE YCIIOBUSI.



5.3. Y1Bepxaenusie Jl0MKHOCTHBIE MHCTPYKLUU MOAJNEXKAT 00A3aTeNbHOM
perucTpali B COOTBETCTBUU € TpeOoBaHUSMHU JerorpousBojctBa B JOVY c
IIPUCBOCHUEM MM IOPSIKOBOIO HOMEpPaA

6. O3HakomiieHne paGOTHUKOB € Jl015KHOCTHOM MHCTPYKIUEi

6.1. Oznakomnienue pabotHuka JOY c¢ JIoOJDKHOCTHOM MHCTpyKIHMEH B
00s13aTEIbHOM MOPSAKE OCYIIECTBISAECTCS MPH TMOCTyIUIeHMH Ha pabdoty B JJOV.
Oznakomsienne ocymiectsisier 3aBenyromuit  JIOY. Ilocne o3HakomieHuUs
pabOTHHK NpocTaBiseT Ha JIOKHOCTHOM MHCTPYKIMU O3HAKOMHUTEIIBHYIO BU3Y - C
WHCTPYKIMEN O3HAKOMJIEH, /1aTa, OJIHUCH.

6.2. Osnakomuienue pabGotauka JIOY c¢ JIomKHOCTHOM HHCTPYKIHEH B
00s13aTeTbHOM TOPSAKE OCYIIECTBISIETCS NP TepeBoe pabOTHHKA Ha APYTYIO
JOJDKHOCTh WJIM BPEMEHHOM TNIEpeBOJIE€ Ha Jpyryro pabory. O3HaKOMIIEHHE
ocymiecTisieT 3apeayromuii JJOY. Ilocie o3HakoMieHUs pabOTHUK MPOCTaBISET
Ha JIOJDKHOCTHOW WHCTPYKIHMH O3HAaKOMUTEIBHYK0 BH3y - C HHCTPYKUHEH
O3HAKOMIJIEH, J1aTa, OJAIHKC.

6.3. TpeOoBaHus, ycTaHOBIE€HHbIE B JIOJKHOCTHOW HMHCTPYKLUH,
JEHCTBUTENBHBI C TOTO MOMEHTA, KOT/1a pa0OTHUK ObLI C HEW 03HAKOMJICH.

6.4. B cnyuae eciu pabotHuk JIOY oTka3biBaeTcs pacnucatbCs B
O3HAKOMJICHUM WA NOJy4eHUHM JIOJDKHOCTHOW HWHCTPYKLMHM, JAHHBIM OTKa3
(GuKcUpyeTCs MyTEM COCTABJIICHHMS aKTa B NPUCYTCTBUU HE3aMHTEPECOBAHHBIX
ceugereneil. B akte Takxke Qukcupyercs (akT O3HAKOMIIEHHS paOOTHUKA C
conepxaneM JIOJKHOCTHOM MHCTPYKUMM B HHOM (opme (omxHOoCTHAS
MHCTPYKIIUS 3a4MThIBAETCS BCayX 3aBeayromum JOY).

6.5. dns Ttekymeld paOOThl € TNOMJIMHHUKA JOJDKHOCTHOW HWHCTPYKIUU
CHHUMAIOT 3aBEPEHHYIO KOIHIO, KOTOPYIO BbIIAIOT padboTtHuky JIOY, paboTtaromemy
B JJaHHOM JOJDKHOCTH.

/. BHecenue usmMeHeHuii B JI0JZKHOCTHYI0 HHCTPYKUIMIO

7.1. Buecenue n3ameHeHuil B [JJOJDKHOCTHYIO MHCTPYKIIMIO OCYIIECTBIISETCS
B CIIEAYIOLIUX CIy4dasix:

7.1.1. B CBSI3M C U3MEHEHHUEM 00s13aTEIBHBIX YCIOBUN TPYAOBOTO JOTOBOPA.
VYkazanHas mporieaypa mpOBOJUTCS B COOTBETCTBUU C TpeOOBaHUSIMU TpyT0BOTO
kojiekca P® (paGoTHUK pokeH OBbITh HE TMO3AHEe, 4YeM 3a 2 Mecsla [0
MPEINOoIaraéMoro HM3MEHEHUs MNUCbMEHHO yBenomuieH. Ilocie momydyeHus
pabOTHUKOM COTJIAllIEHUs] Ha TMPOJOJKEHHUE TPYAOBBIX OTHOIIEHUN, BHOCATCS
n3MeHeHus B JIOJDKHOCTHYIO MHCTPYKITHIO).

7.1.2. ipu W3MEHEHHHM OPraHU3AIMOHHBIX YCJIOBUU Tpyla, 0€3 M3MEHEHHs
TPYJI0BOI GyHKIMU pabOTHHUKA.

7.2. 3aBenyromuit JIOY wunm nuio, ynmoJIHOMOYEHHOE WM, COCTAaBIISET
JIOJDKHOCTHYIO MHCTPYKIIMIO B HOBOW pEHAKIMKM, KOTOpasi COTJIaCOBBIBACTCS H
YTBEPKJIA€TCS B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBICHHBIMH pa3jeiiaMu 4 u
5 wacrosmero Ilomoxxkenms. O3HakomiieHHe paboTHHKA ¢ J{OJDKHOCTHOM
WHCTPYKIIMEH  OCYIIECTBISIETCA B COOTBETCTBUM €  TpeOOBaHUSIMH,
YCTaHOBJIEHHBIMU pa3zesnioM 6 Hactosiero [lonoxenus.



8. XpaHeHMe T0JKHOCTHBIX HHCTPYKIUIA

8.1. JIomKHOCTHBIE MHCTPYKIUHU XPaHATCS B COOTBETCTBUU C IPaBHJIAMU,
YCTaHOBJICHHBIMU B lIepedHeM THUIIOBBIX YIIPaBIECHYECKUX apXUBHBIX JTOKYMEHTOB,
o0pa3yoIuXcsi B Mpolecce AEATENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CAaMOYIPaBJICHUS M  OpraHu3aluil, yTBEPKICHHBIM IPHUKA30M
MunkynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2. JlomkHOCTHBIE HHCTPYKIIMU paboTHUKOB JIOY moiexkaT mocTOSHHOMY
xpadenuto B JIOY B TedueHue Tpex JIET Nocie UX 3aMEHbl HOBBIMU.
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