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HOJIO’KEHHUE

0 MOpsi/IKe pa3padoTKM A0JKHOCTHON HHCTPYKIIUU B
MBIOY «/lercknii cag Nel4 «AjIeHbKHH IBETOYEK»

1. O0mme MoJI0KEeHUA
1.1. JIomkHOCTHAS HHCTPYKIUS SBIISIETCS OCHOBHBIM OPTaHU3AIIMOHHO-TIPABOBBIM JOKYMEHTOM,
OTIPEJICIIAIONIAM 33J[aui, OCHOBHBIC IpaBa, OOS3aHHOCTH W OTBETCTBEHHOCTH JOJDKHOCTHOTO
nuna (paboTHUKA) TIPU OCYIIECTBJICHHH MM TPYAOBOW JCATEIHHOCTH COTJIACHO 3aHMMAaeMOM
JOJIKHOCTH.

1.2. OcHoBol a1 pa3paOOTKH JODKHOCTHBIX MHCTPYKIIMH SBISIOTCS «Keanugurxayuonrnvie
Xapakmepucmuky — OOJIdHCHOCMel — pabOmHUKo8  o0bpaszosanus»  (IpUKa3  MHUHUCTEPCTBA
3IpaBOOXpPaHEHUS M CONMATbHOTO pa3BuTHs PD ot 26.08.2010 1. No 7610 «O6 ymeeporcoenuu
Eounoeco xeanuguxayuonnoco cnpasounuxa OoadcHocmell pykogsooumenel, CHeyuaiucmos u
CILYHCAUUX).

1.3. Jlo/kHOCTHAsE MHCTPYKLUS pa3padaThIBacTCsl UCXOAS U3 3a1ad U (YHKIUH, BO3JI0KEHHBIX
Ha KOHKpPETHOro pabOTHUKA, B COOTBETCTBUU CO INTAaTHBIM pacnucaHuem, lIpaBunamu
BHYTPEHHETO TPYJIOBOTO pacmnopsjka, ¢ coomoaenrnem Koncrutynun Poccuiickoit denepanuu,
TpynoBoro kojekca Poccuiickoii denepaiyii 1 ”THBIMA HOPMATUBHO -ITPABOBBIMU aKTaMHU.

1.4. JIo/KHOCTHBIE MHCTPYKIIUU pa3padaThIBalOTCA Ui pealli3aluy CIEIyIOIUX eTei:

e palMOHANILHOE pa3JeJIeHUe TPYa;
e moBbleHHe 3PHEKTUBHOCTH YIPABIECHYECKOTO TPYAA;
e CO3/IaHUE OPraHU3AIMOHHO-TIPABOBOM OCHOBBI TPYJOBOM JAESITENLHOCTH PAOOTHUKOB;
e  periiaMeHTaIus B3aMMOOTHOIIIEHUH pabOTHUKA U paboTOaTeNs;
e o0ecrnieueHne OOBEKTUBHOCTU U OOOCHOBAHHOCTHU MPU aTTECTALIUU COTPYTHUKA, €TO
MOOIIPEHUH U NP HAJIOXKEHUH Ha HETO JUCLUIUIMHAPHOTO B3bICKAHMUS;
e OpraHM3alys ONTUMAJIBLHOIO 00Y4eHUs, MOATOTOBKH U MOBBIIIEHUS KBATU(UKAILIMH KaJPOB;
e  yKpeIUIeHUE TPYJOBOM JUCIUIIIMHBI B OpPraHU3alluy;
e  COCTaBJICHMS TPYAOBBIX JOTOBOPOB;
e paspelieHHe TPYAOBBIX CIIOPOB.
1.5. JloiKHOCTHAsE MHCTPYKIUST COCTABIISAETCS MO Ka)KJOW IITATHOM JOJDKHOCTH OpraHMU3alluu U
o0BsiBIIIeTCS paOOTHUKY IMOJ PACIUCKY NPU 3aKIIOUEHHH TPYAOBOTO JIOTOBOpA, a TAKXKE MPHU
NEepeMEIeHU: Ha JpPYryl0 JOJDKHOCTh M TPH BPEMEHHOM HCIOJHEHUH OOA3aHHOCTEH IO
JOJIKHOCTH.

2. TpeGoBaHusi, nNpeabsiBiIsieMble K CTPYKTYpe U COJCP/KAHUIO T0JTKHOCTHON HHCTPYKIHMHU



2.1. Jlo;KHOCTHAs: MHCTPYKIMS COCTOUT U3 Pa3/eiioB:

. Obmme mooKeHus.

II. JlomxHOCTHBIE 00S3aHHOCTH.

III. ITpasa.

IV. OTBeTCTBEHHOCTb.

V. B3auMOOTHOIIEHUS.

VI. CBsi3u 110 AOKHOCTU. B TOKHOCTHYIO MHCTPYKIIMIO TEJaroru4eckoro paboTHUKA
BHOCHUTCSA pa3zell Mo aTTECTAlUH .

2.2. B paznene «Obwue nonoscenusy yKa3blBaroT:

e  HAMMCEHOBAHHE JOJDKHOCTH;

e TpeOOBaHWUs, PEABSIBIsIEMbIe K 00pa30BaHUIO M CTAXKY PaOOTHI TOHKHOCTHOTO JIMIIA
(kBanuuKalmOHHbIE TPEOOBAHNUS);

e HENOCPEICTBEHHAs TIOJYNHEHHOCTH (KOMY HEMOCPEICTBEHHO IO TYMHSIETCS TaHHOE
JOJKHOCTHOE JIUIIO);

e ycTaHaBIMBaeTCs chepa AeITeNbHOCTH JAHHOTO CIEIHAaIHCTa;

e  YCTaHABIIMBAETCS MOPSIOK €0 Ha3HAUCHHS U OCBOOOKIICHHUS OT 3aHIMAEMOM JOJKHOCTH;

e  YCTaHABJIMBAETCS 3aMEIIEHHE TI0 JOJDKHOCTH BO BPEMsI OTCYTCTBHS,

e TEPEYHCISIOTCS NMPABOBHIE aKThI 1 HOPMAaTHUBHBIE IOKYMEHTHI, KOTOPHIMHU JTOJDKECH
PYKOBOJICTBOBATHCS CTICIUAIACT B CBOCH JIEITEITHPHOCTH.

B pasgen moryr OBITH BKIIIOYEHBI JpYrue TpeOOBaHUS W TIOJOKEHUS, KOHKPETU3HPYIOIIHE U

YTOYHSIOIIUE CTATYC JOJHDKHOCTHOTO JIMIIA U YCIIOBHSI €T0 JIeATEIIbHOCTH.

2.3. Pazmen «/ondxmcnocmusie 00s3aHHOCMUY» COACPKUT TIEPEUEHb OCHOBHBIX (DYHKITUN
JOJIKHOCTHOTO JIMIA, @ TAKXKE YKa3bIBalOTCA 00s13aHHOCTHU JOJKHOCTHOTO JIMIIA, BO3JaraeMble Ha
HEro, yKaszbIBaeTcsi popMa €ro yJacTus B yIpaBJICHUECKOM Ipoliecce (PyKOBOIUT, YTBEPXKIAET,
obecrieunBaeT, MOJrOTaBIMBACT, PACCMAaTPUBAET, UCIOJHSIET, KOHTPOJHUPYET, COTJIACOBBIBAET,
MIpPeJICTaBIsIeT, KYpUpYeT U T.1.)

2.4. Paznen «lIpasa» COAEPXKHUT TMEpPEUCHb IIpaB, MPEAOCTABIAEMBIX CHEHUAIUCTY A
BBITIOJIHEHUS BO3JIOKEHHBIX HAa HEr0 (GYyHKUUN U 00S3aHHOCTE.

2.5. B pasnmene «OmeemcmeenHocmsy YCTAaHABIMBAIOTCS BUJIbl OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE U HEKaYECTBEHHOE BBITIOJHEHHE CIIEIUATUCTOM JOJIKHOCTHBIX 00s13aHHOCTEN
Y HEUCIOJIb30BaHUE MPEAOCTABICHHBIX MY IPaB.

2.6. Paznen «Bzaumoommuowenus. Cesa3u no 00AHCHOCMUY COACPKUT MEPEUCHBb JTODKHOCTHBIX
JUIL, ¢ KOTOPBIMHU CIEIUAINUCT BCTYMAET B CIy)KEOHbIE B3aMMOOTHOILECHUSA U OOECreunBaeTcCs
uHpopMalre, yKa3plBalOTCsI CPOKU MOJTYyYSHUS U MPeJOCTaBIeHUS HHPOPMAIH, OIIPEICIIeTCs
MOPSIIOK TOITUCAHUS, COTJIACOBAHUS U YTBEPXKJICHUS JOKYMEHTOB.

2.7. Ob6sa3aTenbHBIMA PEKBU3UTAMHU JIOHKHOCTHON MHCTPYKIIMH SIBIISIFOTCSL:

e II0JIHO€ HAMMEHOBAHUE YUPEIKICHHUS;
e 3aroJIOBOK K TEKCTY;
e BH3BI COIIACOBAHUS;
e TOAINUCH, IpU( YTBEPKACHUS.
3. ITopsnok pa3padOTKH, COTIACOBaHUs, YTBEP:KIACHHUS U BBE/ICHUS B ICHCTBHE
J0IKHOCTHOM MHCTPYKIIUHA
3.1. JlomKHOCTHAst MHCTPYKLUS pazpadaTsiBaeTcs 3apenyromum JJOVY.

3.2. JIoJKHOCTHasi WMHCTPYKLHUS IOCie pPa3pabOTKH MpeICTaBiseTcs Ha oOueM coOpaHun
TPYAOBOTO KOJUIEKTHBAa U oOcyxkaaercs OOmiee coOpaHue TPyIOBOIO KOJUIEKTHBA B CPOK He
M03/1HEE JECATH pabouux JHEH co aHs noiaydeHus JJomKHOCTHON MHCTPYKIIMH OCYIIECTBIISIET e
COTJIaCOBaHHUE.

4. YrBepaxknenue J{0/KHOCTHON HHCTPYKIUH
4.1. 3asepytommii JIOY yrBepxkagaer JIOJDKHOCTHYIO MHCTPYKLHIO IIyTEM  M3AAHHUSA
COOTBETCTBYIOIIIETO IIPUKA3a.



4.2. B npuka3ze B 00513aT€IbHOM TOPSIJIKE YKa3bIBAIOTCS:

e J1arta BBeJleHHS JI0JDKHOCTHOM MHCTPYKIIMU B JIEVICTBHE;
e yKazaHue 00 03HAKOMJICHUH PaOOTHUKOB C JIOMKHOCTHOM MHCTPYKIIUEH M CPOKH JIJISl 3TOTO;
e HHBIC YCIOBHS.

5. O3Hakom/ieHHe pa0OTHUKOB ¢ J[0JZKHOCTHOI HHCTPYKIHEH
5.1. O3nakomnenue padotHuka 1OV c JloiKHOCTHOM MHCTpYKLIMENH B 00s3aTE€IbHOM MOPSIKE
OCYIIECTBJISIETCSL TIPHU MOCTYIJIeHUU Ha padoty B JIOVY, a Taxxke mpu mepeBoje pabOTHUKA Ha
IPYTyl0 JOJKHOCTh WM BpPEMEHHOM IIepeBojJie Ha Jpyryio pabdotry. O3HakomieHHE
OCYILECTBIISIET 3aMmecTuTenb 3aBenyromero MBJIOY J1OVY. Ilocne o3HakomiieHUs paOOTHUK
npocTaBisieT Ha JIOJDKHOCTHOM WHCTPYKIMH O3HAKOMUTEIBHYIO BHU3Y - C MHCTPYKLUEH
03HaKOMJIEH, /1aTa, MO/IHCh.

5.2. TpeGoBanusi, ycTraHOBJI€HHbIE B JIOJDKHOCTHON HHCTPYKIIMU, ACHCTBHUTEIBHBI C TOTO
MOMEHTAa, Korjia pabOTHUK ObLI C HEM 03HAKOMJIEH.

5.3. lnsa Texkyuied paOoThl ¢ MOJIMHHUKA JOHKHOCTHOW MHCTPYKIMH CHUMAIOT 3aBEPEHHYIO
KOIIHIO, KOTOPYIO BhIAAOT paboTHUKy JIOVY, paboTariiemMy B TaHHOH JOTKHOCTH.

6. Buecenue nzmeHenuii B J{0J12KHOCTHYI0O MHCTPYKIHUIO
6.1. BHecenne u3zMeHeHHM B JOJDKHOCTHYHO WHCTPYKIIMIO OCYILECTBIISIETCS B CIEMYIOIINX
CIIydasx:

e TIPW U3MEHEHHH JIOJDKHOCTHBIX TTPaB U 00S3aHHOCTEH;

e TIpH BO3JIOKCHHMU Ha pabOTHHKA HAPSY C €T0 OCHOBHBIMHU JIOJKHOCTHBIMU OOSI3aHHOCTSMHU
JOTIOJTHUTEIBLHOM pabOTHI MO APYro¥ MM TaKoH ke Mpodeccuu (JI0HKHOCTH);

e IpU peopraHu3aluu IOPUANYECKOTO JTUIA;

e IPU U3MEHEHUH IITATHOTO paclHcaHus (COKpaAIleHU! IITaTOB, BBEJCHUH HOBOM ITATHON
CMHUITBI);

e IpU U3MEHEHUU HANMEHOBAHUS OpraHU3aliy (WM BHECEHUS MHBIX U3MEHEHUI B
yupeauTenbHble JOKYMEHTBI) WIIM CTPYKTYPHOTO TOApA3AeaCHUS U T.1.

7. XpaHeHue T0JKHOCTHBIX HHCTPYKIUIA

7.1. JIoJoKHOCTHBIE MHCTPYKIMH XPaHATCS B COOTBETCTBUU C IMPaBWJIAMHU, YCTAHOBIIEHHBIMH

[lepeuneM THUMOBBIX YIIPaBICHUYECKUX APXUBHBIX TOKYMEHTOB, 00pa3yloUIuxcs B Ipoliecce

NesITeNIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIIPABJICHUS U OpraHU3aIHid,

YTBEPKJICHHBIM ITpuKazoM MuHkynbTypbl Poccuu ot 25.08.2010 Ne 558.

7.2. JlomxHOCTHBIE HHCTPYKIMHU paboTHHKOB JIOY moiexat noctossHHOMY xpaHneHuto B IOV B
TEUEHHUE TPEX JIET MOCIIE UX 3aMEHbl HOBBIMH.
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