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Ilaaunckui nerckuii cag «Typraii»
1. O6mue noJio:keHus

1.1. Hacrosimee IlomoxkeHHe O MDOMKHOCTHOM HHCTPYKIHMH paboTHHKOB (manee ITomoskeHue)
MYHHIHIAIBHOTO OIOMKETHOTO IOIIKOJBHOTO 00pa3oBaTeNbHOTO yupexnaeHus lllanuHckuit metckuit
cag «Typrait» (manee - MBJIOY) paspabotaHo B mensX peryIHpOBaHUS B3aUMOOTHOINEHHM MEXIY
paboTHHKOM H paboToaaTenem.

1.2. Hactosmee IlomoskeHue ompenenser OCHOBHBIE TpeOOBaHHS K CTPYKTYype H COIEpPIKaHHIO
JOJDKHOCTHOH MHCTpyKuuu pabotHukoB MBJIOV, a Takxke k mpouemaype pa3paOoTKH DOJKHOCTHBIX
HMHCTPYKLHMH, IOPSAKY UX IIPHHSATHS, yTBEP)KACHHS, BHECEHHS B HUX JIOTIOJIHEHUH U U3MEHEHHH.

2. IlonsiTHE NO/IZKHOCTHOH HHCTPYKIHH

2.1. JlomxHocTHast HHCTpyKius pabotHuka MBJIOY (manee - JIOMDKHOCTHAsT HHCTPYKLHS) -
OCHOBAHHBIM Ha HOpMAax 3aKOHOJATENbCTBA O(UIMATBHBIA IIPABOBOM IOKYMEHT, perjiiaMEHTHUDPYHOLIUI
OpraHu3alliOHHO-TIpaBoBoe noaokeHue padotnuka MBJIOY, ero o6s3aHHOCTH, IpaBa,
OTBETCTBEHHOCTh, 00ECTICUNBAIOMMN yCI0BHS Ui ero 3¢ ¢GeKTUBHOH paboThl IPU OCYINECTBICHHH HM
TPYZOBOX NESATEIIBHOCTH COTJIACHO 3aHUMAEMOU JOIKHOCTH.

2.2, JomxkHocTHAs HHCTPYKIHS SIBTISI€TCS HOPMaTHUBHBIM JIOKaJIBHBIM aKTOM
MBJIOY, perynupyromuM oTHouieHus: B pamkax MBJIOY, coxepikamum o6mmeo0s3aTebHbIe TpaBHiIa
IOBEJEHHUS UL BCEX HJIM HEKOTOPHIX YYaCTHHKOB 0Opa30BaTeIbHBIX OTHOIIEHWMN, PACCUMTAHHBIM Ha
HEOJHOKpAaTHOE IPUMEHEHHE, YTBEP KICHHBIM IIpUKa3oM 3asenytomero MBJIOVY.

2.3. JIomKHOCTHAas HHCTPYKLHS COCTaBIseTCS IO Kakaod mTatHOH momkxHoctw MBIIOY wu
o0bsBsieTcss pabOTHUKY IIOA pPACHHCKY IIPH 3aK/IIOYEHMH TPYAOBOTO JIOTOBOpa, a TaKXKe IIpU
IepPEeMEIICHUI Ha IPYTYIO JOJDKHOCTD U IIPU BPEMEHHOM HCIIOTHEHHH 00S3aHHOCTEH MO TOKHOCTH.

2.4, JTomKHOCTHAST MHCTPYKIHS pa3pabaTeiBaeTCss HCXOAS M3 3a1a4d M (DyHKUHH, BO3TOKEHHBIX Ha
KOHKpPETHOT0 pabOTHHKa, B COOTBETCTBHH CO INTATHBIM pacHHcaHWeM, [lpaBmiaMH BHYTPEHHETO
TpyzoBoro pacmnopsaka MBIOVY, ¢ cobmonenuem Koncturymuu Poccuiickoit ®@enepaunu, Tpynosoro
KoJeKca Poccuiickoit Denepanuu U UHBIX HOPMaTHUBHO-IIPABOBBIX aKTOB.

2.5. OcHOBOM misi pa3pabOTKH IO/DKHOCTHBIX MHCTPYKIMi siBisttorcest «KBanmmdukaruoHHbIe
XapaKTePUCTHKH JOJKHOCTEH pabOTHHKOB 00pa3oBaHMs» EAMHOro KBalH(HKAIMOHHOTO CIIPaBOYHHKA
JOJDKHOCTEH PYKOBOIWTEINEH, CIIEIHaINCTOB U CIIyXalluX, yTBepxaeHHoro [Ipukazom MuHnuHcTepcTBa
3paBOOXPaHEHNs U COLUAIBLHOTO pa3BuThs Poccuiickoit Penepanuu ot 26 aBrycra 2010 . Ne 761 H.

3. TpeOoBaHus, NpeabsSBAeMbIe K CTPYKTYPe H COAEPKAHUIO JO/DKHOCTHOH HHCTPYKIMH.

3.1.  JloKHOCTHAas ~ HMHCTPYKIHS  COCTOHT W3  CIEAYIOUIMX  pa3[elioB:

- O6Imue nonoKeHUs

- JIomKHOCTHBIE 00S3aHHOCTH.

- [IpaBa.

- OTBETCTBEHHOCTH.




- BzaumooTtHomenus. CBs3U 10 T0JKHOCTH.
3.2. B paznene «OO0mIue moaoKeHUs»:
- yCTaHaBIUBaeTCA cepa AeATeIIbHOCTU JAHHOTO CIEIUANINCTa,
- YCTaHABJIMBACTCS MOPSJIOK €ro Ha3HAYCHUS U OCBOOOXKICHHUS OT \ 3aHUMAaeMOM JIOJKHOCTH;
- YCTaHABJIMBAETCS 3aMELICHUE T10 I0JKHOCTU BO BPEMSI OTCYTCTBHS;
- OTIPE/ICISIIOT KBaU(UKAIIMOHHBIE TpeOoBaHUs (TpeOOBaHMUs, IPEABSIBIsIEMbIe K 00pa30BaHUIO
U CTaxy paboThl), MOJYMHEHHOCTH CIIEUAINCTA U IOJDKHOCTHBIE JIMIA, KOTOPBIMU OH PYKOBOJIHT;
- TEpPEYHUCISIIOTCS TPaBO BbIe AaKThl M HOPMATHBHBIE JOKYMEHTHI, KOTOPBIMHU JIOJKEH
PYKOBOJICTBOBATbCSI CIIELIUATIKCT B CBOEH IEATEIHOCTH.
B pasmen moryr ObITh BKIIOYEHBI JpYrHMe TpPEOOBAHMUS M TMOJOKEHHUS, KOHKPETHU3UPYIOLIUE H
YTOYHSIOLIUE CTATyC JOJKHOCTHOTO JIMIA U YCIIOBUS €T0 EATEIbHOCTH.
3.4. Paznen «JlomkHOCTHBIE O0S3aHHOCTHY COJIEPKUT NIEPEUEHb OCHOBHBIX (PYHKIUI
JOJIKHOCTHOTO JIMIIA, a TAK)XKE YKa3bIBAIOTCS 00513aHHOCTU JOJHDKHOCTHOTO JIMIIA, BO3JIaraeéMble Ha HEro,
yKa3biBaeTcsi (¢GopMa ero yyacTusi B YIpaBJIEHYECKOM Mpoliecce (PyKOBOAWUT, YTBEPKIAeT,
ofOecrieunBaeT, MOJArOTABIMBAET, pPAacCMaTPUBAET, MCIOJHSIET, KOHTPOJIHUPYET, COTJIACOBBIBAET,
MIPEJICTaBIsIET, KypUpYeT U T.1.)
3.5. Pazgen «lIpaBa» conaep>XUT MEpedeHb MpaB, MPEAOCTABISIEMBIX CIEIHAIUCTY IJIS BBITIOJHEHUS
BO3JIO’KEHHBIX Ha HETO (PYHKINI 1 00513aHHOCTEH.

3.6. B pasnene «OTBETCTBEHHOCTh)» YCTAHABIUBAIOTCS BUJIBI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE U HEKAauYeCTBEHHOE BBINIOJHEHHE CHEIHAIMCTOM JOJDKHOCTHBIX OOsf3aHHOCTEH u
HEHUCIO0JIb30BaHUE TPEOCTAaBICHHBIX EMY IpaB.

3.7. Paznen «B3anmooTHOmEeHHs. CBA3M MO JOJDKHOCTH» COAEPKUT NEPEUYEHb JTOJKHOCTHBIX
JUL, C KOTOPHIMH CIEHUAINCT BCTYHNAeT B CIYyKeOHbIE B3aMMOOTHOIIEHHMs U oOecneunBaercs
nHpopmanren, yKa3bIBaIOTCS CPOKHM TOJY4EHUS M TMpeoCTaBiIeHHUs HHGPOpPMAIMK, ONpeaeseTcs
MOPSAIOK MOIMKUCAHMS, COTJIACOBAHUS U YTBEPKICHHUSI TOKYMEHTOB.

3.8. O0s3aTenbHBIMU PeKBU3UTAMU JIOIKHOCTHOM MHCTPYKITMH SIBIISTFOTCS:
nojHoe HauMmeHoBanue MBJIOY;

- 3aroJIOBOK K TEKCTY;

BH3bI COIVIACOBAHMS;

- IOJMHCh, TPU( yTBEPIKACHUS.

4. TIlopsamoxk pa3padoTKM, COIJIACOBAHMS, YTBep:KIeHHSl MW BBeJleHUs1 B JelicTBHe
JMOJIKHOCTHON MHCTPYKIUM

4.1. JloookHOCTHAsT WHCTPYKIMS paspabarpiBaetcs 3aBeaytonuM MBJIOY mmbo  mumowm,
ynoJiTHoMo4YeHHBIM 3aBenyromum MBJIOY. B cnyuae, ecnu JlopkHOCTHAs HHCTPYKITUS pa3padaThiBacTCs
JIUIIOM, YITOJTHOMOYeHHBIM 3aBenyroiuM MBJIOY, To oHa nmoanuceiBaeTCs pazpaboTIYHMKOM.

4.2. JloiKHOCTHAsE MHCTPYKIHUS TOcie pa3paboTKu mepenaercs B MPO(COIO3HBIA KOMHUTET
MEepPBUYHON TPO(COIO3HON OpraHMu3aluy, MPEACTaBISIONINI HHTepechl OOJILIIMHCTBA PAOOTHUKOB
MB/IOY (manee - mpodcoro3usiii komuter). [Ipodcoro3ublii KOMUTET B CPOK HE MO3JHEE AECATH
pabounx JHEH co AHA mTodydYeHUs JIOJDKHOCTHOW WHCTPYKIMM OCYIIECTBISIET COTJIACOBAHUE
JlomKHOCTHOM HHCTpYKUMHU. B ciydae, eciu mpodcoro3HbIE KOMUTET HE COTJIAaCeH C TEKCTOM
JIOMKHOCTHOM MHCTPYKUUHU JTMOO BHOCUT MPEIOKEHUS 110 €ro COBEPIICHCTBOBAHUIO, TO 3aBEAYIOIIEMY
MBJIOY Hamnpasnsiercas MOTUBHpOBaHHOEe MHeHHe. 3aBenyromuii MBJIOY MoxeT coriacutbest ¢ HUM
mubo 00s3aH B TEYEHHWE TSATH JHEW TMoCle TOJNydeHUS MOTHUBHUPOBAHHOTO MHEHHS IPOBECTH
JOTIOTHUTEbHBIE ~ KOHCYIbTalUM €  NPOQCOIO3HBIM  KOMUTETOM B IENAX  JIOCTHKEHUS
B3aMMOIIPUEMIIEMOTO PELICHUSI.

IIpy HEOOCTMIXKEHMM COrJlacHs BO3HMKIIME pazHoriacus OQOPMIISIOTCS MPOTOKOJIOM, IOCIE Yero
3agenyromnii MBJIOY umeer npaBo yrBepauTh JJ0JDKHOCTHYIO HHCTPYKIIMIO.
S. YrBepxaenue J01KHOCTHOH HHCTPYKIHMHU

5.1. 3aBenyromuit MBJIOY yrBepxnaeTr J{0KHOCTHYIO HHCTPYKIUIO ITyTEM
W3J1aHUSl COOTBETCTBYIOLIETO IPHUKA3a.

5.2. B npuka3 e B 00s13aTeIbHOM MOPSJIKE YKa3bIBAIOTCS:

- 1aTa BBeIeHUs JI0JKHOCTHOM MHCTPYKIUU B IEWCTBUE;

- yKa3aHue 00 03HAKOMJIEHUH paOOTHUKOB C JIODKHOCTHOM MHCTPYKIIMEH U CPOKHU /TS 3TOTO;
- paMHIIIU ¥ TOJKHOCTH JIMII, OTBETCTBEHHBIX 3a coOMoieHne J{0KHOCTHON HHCTPYKIINH,

- UHbIE YCIIOBUA.



5.3. Y TBepKIeHHbIE JlomxHOCTHBIE UHCTPYKLUU HOJUIEKaT o0s13aTesbHON
pEerucTpanuu B COOTBETCTBUH € TpeboBaHusMU Aenornpou3BoacTa B MBJIOY ¢ nmpucBoenuem um
IOPSIIKOBOTO HOMEPA.

6. O3Hakom/IeHHe pa0OTHUKOB ¢ J[0JZKHOCTHOI HHCTPYKIH el

6.1. O3nakominenue pabornuka Mb JIOY ¢ Jlo/KHOCTHON MHCTPYKIMEH B 00s3aTEIbHOM TOPSIKE
OCYILIECTBIISIETCS MPHU NOoCTyIieHnn Ha padboTy B MBJIOY. O3HakoMIIEHHE OCYIIECTBIISET 3aBEAYIOITUI
MB/IOV. Ilocne o3HakoMieHHs paOOTHUK IPOCTaBJIAeT Ha JJOJKHOCTHOM MHCTPYKLUU
03HAKOMHTEIbHYIO BU3Y C MHCTPYKLUEH O3HAKOMJIEH, /1aTa, OAMKCH.

6.2. O3nakomienue pabotanka MBJIOY ¢ JI0/DKHOCTHON MHCTPYKIMEW B 0O0S3aTENLHOM MOPSIKE
OCYILIECTBJISIETCS MPU NIEPEBO/IE padOTHUKA Ha JPYTYIO TOJKHOCTD MJIM BPEMEHHOM IEPEBOIE HA APYTYIO
paboty. OsHakomiieHWe ocymecTBiseT 3aBenyromuii MBJIOY. Ilocie o3HakomiieHHss pPaOOTHHK
npocraBisier Ha  JIOJDKHOCTHOM — MHCTPYKUMM — O3HAaKOMHUTEIBHYKO  BH3y C  HMHCTpYKUUEH
03HaKOMJIEH, /1aTa, MOJIHCh.

6.3. TpeGoBanwmsi, ycTaHOBIICHHBIC B JIODKHOCTHOW MHCTPYKIIUHU, EHCTBUTEIBHBI C TOTO MOMEHTA,
Kora pabOTHHUK ObLT C HENl 03HAKOMIJIEH.

6.4. B cnyuae eciu pabotHuk MB/IOVY oTka3biBaeTcs pacnucaThCsl B 03HAKOMIICHUH WIN MOJIYY€HUU
JIOMKHOCTHOM MHCTPYKLMHU, JaHHBIA OTKa3 (UKCHUpYeTCsl MyTEeM COCTAaBJIEHHS aKTa B IPUCYTCTBUU
HE3aWHTEPECOBAHHBIX cBUAeTenel. B akre Takke ¢ukcupyercss (pakT o3HaKOMIIEHHs pabOTHHKa C
conepkanueM JlomKHOCTHOM MHCTpYKUMU B HMHOHM (opMme (JlOmKHOCTHAsT MHCTPYKIMS 3aYUTHIBAETCS
Bcayx 3aBenyromuMm MB/IOY).

6.5. lnsa Texymieil paboThl ¢ MOAIMHHUKA TOJDKHOCTHON MHCTPYKIUU CHUMAIOT 3aBEPEHHYIO KOIIHUIO,
KoTopyto BbIIatoT pabotHuky MBJIOY, paGoTatoniemMy B JaHHOM TOJKHOCTH.

7. BHeceHue u3MeHeHU B JIOJIZKHOCTHY 0 MHCTPYKIIUIO
7.1. BHeceHnne n3meHeHui B JIOJDKHOCTHYIO HHCTPYKIUIO OCYIIECTBIISIETCS B CIAEAYIOIINX CIIyqasix:
7.1.1. B cBSI3U ¢ UBMEHEHUEM 00S3aTEIBHBIX YCIOBUM TPYJIOBOTO JOTOBOPA.
VYkazaHHasg mpollenypa MPOBOJUTCS B COOTBETCTBHHM C TpeboBaHUAMU TpyaoBoro koaekca pdg
(paboOTHUK JOJHKEH OBITh HE MO3JHEee, YeM 3a 2 Mecsla JI0 MPEAroJaraéMoro M3MEeHEHUs! MHCbMEHHO
yBeaomieH. [locne mosydyeHuss paOOTHUKOM COTJIAIIEHUS Ha MPOJIOJDKEHHE TPYIOBBIX OTHOIICHMIH,
BHOCSITCSI U3MEHEHUS B JIOIKHOCTHYIO MHCTPYKIIHIO).

7.1.2. nmpu W3MEHEHWH OPTaHU3AIMOHHBIX YCIOBHHA Tpyda, 0€3 H3MEHEHHS TPYIOBOW (DYyHKIIMU
paboTHHKA.

7.2. 3aBenyromuiit MBJIOY wim nuio, ynoJHOMOYEHHOE UM, COCTaBIISIET [JJOJBKHOCTHYIO HHCTPYKIIUIO
B HOBOHM pelIaklM{, KOTOpas COIJIACOBBIBAECTCS U YTBEP)KIA€TCS B COOTBETCTBUU C TPEOOBAHUSIMH,
ycTaHOBJCHHbIMU pasaenamMu 4 u 5 Hacrosumiero [lonoxenus. O3HakomiieHHe paOOTHHKA C
JIOMKHOCTHOM HMHCTPYKIMEH OCYIIECTBISIETCS B COOTBETCTBUU C TPEOOBAHUSMHU, YCTAHOBIIEHHBIMU
pazzaenom 6 Hactosiiiero [lomoxxenus.

8. XpaHeHue 10LKHOCTHBIX MHHCTPYKIUI

8.1. JIoJKHOCTHBIE HMHCTPYKIIMU XpaHATCA B COOTBETCTBUM C IPaBUJIaMH, YCTAaHOBJIEHHBIMU B
[lepeuynem THUMOBBIX YIIPABICHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMUXCS B MPOLIECCE IEATEIbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYIPABJICHHS W OpraHU3aluid, YTBEP>KICHHBIM
npuka3zoM Munkynbtypsl Poccun ot 25.08.2010 N~ 558.

8.2. [loNKHOCTHbIE MHCTPYKLUMK paboTHMKOoB MBAOY noaneat nocToAsHHOMY XpaHeHuto B MBAOY B TeueHue

TPEX NeT nocsie nx 3ameHbl HOBbIMWA.






