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0 J0JI>KHOCTHOM MHCTPYKUMU PAaOOTHMKOB
MYHHUIHMIAJIbHOT0 ABTOHOMHOI0 J0IIKOJbHOI0 00Pa30BaTeIbHOI0 YUpesKIeHUs
«Jlerckmii cag Nel2 «Pocunkay

1. OO0mmue noJIOKEHUS

1.1. Hacrosmee [lonoxxeHne o MOMKHOCTHONW MHCTPYKIIMK paOOTHUKOB (nanee [lomoxenwe)
MYHHIIATIATHHOTO aBTOHOMHOTO JIOIIKOJIBHOTO 00pa30BaTeIbHOTO YUpexaeHus «Jlerckmii cam Nel2
«Pocunkay (manee - YapexaeHue) pa3padoTaHO B IENISIX PETYIUPOBAHUS B3aHMOOTHOIIICHHH MEXTY
pabOTHUKOM U pabOTOIATENIEM.

1.2. Hacrosimee IlonokeHue ompenenseT OCHOBHbIE TPEOOBAHUS K CTPYKTYpE M COICPIKAHHIO
JTIOJPKHOCTHOW MHCTPYKIUU PAaOOTHHKOB YUPEKICHHS, a TAKXKe K MPOIeype pa3padoTKH JOKHOCTHBIX
WHCTPYKIUH, IOPSIIKY UX MPUHSATHS, BHECEHUS B HUX JIOTIOTHCHUH ¥ U3MEHEHUH.

2. TloHsTHE NOMKHOCTHOU MHCTPYKIHH

2.1. JlomKkHOCTHAsT WHCTPYKIUS paboOTHHKAa YupexjeHus (manee JIOIDKHOCTHAS WHCTPYKITHS)
OCHOBaHAa Ha HOpPMax 3aKOHOJATENhCTBA O(DHIMAIBLHBIN MPaBOBOW JOKYMEHT, PErJIAMEHTUPYIOIIUH
OpPraHM3allMOHHO-TIPABOBOE TIOJOXEHHE pa0OTHUKA. YUPEKISHHUs, ero o0sf3aTelbHOCTH, IIpaBa,
OTBETCTBEHHOCTh, OOECIIEUMBAIONIAS YCIOBUS Ui ero 3(PQPEeKTHBHOW pabOThl TMPH OTCYTCTBUU WM
TPYZIOBOH IESITEIBHOCTH COIIACHO 3aHUMAEMOM JIOJKHOCTH.

2.2. IOKHOCTHAsT WHCTPYKLUS SIBJISIETCS HOPMATHBHBIM JIOKAJbHBIM aKTOM Y UpeXKJICHHS,
PETYNHPYIONIUM OTHOIICHHS B paMKax YUpeKICHHSA, COAEepXkKaBIIMM 00Ieo0s3aTelbHbIe IMpaBHiia
MOBEICHUS JUIA BCEX WJIM HEKOTOPBIX YYaCTHHKOB 00pa30BaTENbHBIX OTHOIIEHWH, PACCUMTAaHHBIM Ha
HEOJHOKPATHOE NPUMEHEHUE, YTBEPKACHHBIM ITPUKA30M 3aBEAYIOLIErO Y UpeKICHUS.

2.3. JIOJDKHOCTHAs MHCTPYKIMS COCTaBJSCTCS MO KaKIAOW INTATHOW MOJDKHOCTH YUpeXACHUS M
0o0BsABIsIETCS PAaOOTHUKY TMOJA POCIHCH MPH 3aKIOYEHWH TPYAOBOTO JOTOBOpa, a Takxke NpHu
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NepEeMEILCHNN Ha APYTYIO TOJDKHOCTB M IIPU BPEMEHHOM HCTIOJIHEHUU O0SI3aHHOCTEH IO TOJKHOCTH.

2.4. Jlo;KHOCTHAsI MHCTPYKLUS pa3palbaThIBaeTCs UCXOMS W3 3a4ad U (PyHKIHIA, BO3JIOKEHHBIX Ha
KOHKPETHOTO pa0OTHHKA, B COOTBETCTBHM CO INTAaTHBIM pacnucanueM. [IpaBuinamMu BHYTpeHHETro
TPYAOBOrO pacropsinka YupexzaeHus, c cobmonennem Koncrtutynun Poccuiickoli ®enepanmn,
TpynoBoro koaekca P® 1 MHBIX HOPMAaTUBHBIX MPABOBBIX AKTOB.

2.5.0cHOBOI1 Ui pa3pabOTKH AOJDKHOCTHBIX MHCTPYKIMH sBIsitOTCS  «KBanmmdukanuoHHbIe
XapaKTepUCTUKU JOJDKHOCTEH pabOTHUKOB 00pa3zoBaHus» EQMHOr0 KBann(uKalMOHHOTO CIPaBOYHHKA
JIOJKHOCTEN PYKOBOAWTENEH, CIIEHMANINCTOB M CIIyKallluX, yTBepkaeHHoro llpuka3zom MunucrepcrBa
3paBOOXpaHeHUs U connanbHoro pa3Butusi PO ot 26.08.2010 Ne761 u, npodeccroHanbHble CTaHIAPTHL,
YTBEPXKACHHBIE TpHKa3aMu MUHUCTEPCTBA IpyAa U COLMANbHOM 3auThl PO.

3. TpeboBanus, MpeabsBIsIEMbIe K CTPYKTYPE U COACPIKAHHIO
JOJKHOCTHON MHCTPYKLIUU

3.1. JlomxHOCTHast MHCTPYKIUSI COCTOUT M3 CIEAYIOMINX Pa3IeNIOB:
- OOuIue nonoXKeHus
- JIOMKHOCTHBIE 00sS3aHHOCTH
- IlpaBa
- OTBeTCTBEHHOCTh
- B3auMooTHOIIEHUS U CBSI3H 110 JOJKHOCTH.
- Ilopsnok yTBep)AeHUs U U3MEHEHHSI JOJKHOCTHON HHCTPYKLIUH.
3.2. B pazgene «OO01mIue MONT0KEHUD):
- yCTaHaBIMBaeTcA cepa NesITeNbHOCTH TaHHOTO CIENUAINCTa;
- YCTaHABJIMBACTCS MOPSIOK €ro Ha3HAYEHUsSI U OCBOOOXKIECHUS OT 3aHUMAaEMOM TOJDKHOCTH,
- YCTaHaBJIMBACTCA 3aMELICHHUE 110 TOJDKHOCTH BO BPEMsI OTCYTCTBUS;
- OmpenensioTcs KBann(UKalMOHHBIE TpeOoBaHusl (TpeOOBaHHSA, MpenbsBIseMble 00pPa3oOBaHHUIO U
CTaXy pabOThl), IOAYMHEHHOCTH CIICIMAINCTA U TOJDKHOCTHBIE JIUIA, KOTOPBIMH OH PYKOBOJMT;
- TepEYUCIISIIOTCS MMPABOBBIE aKTHl U HOPMATHBHBIC JOKYMEHTHI, KOTOPBIMH JOJKEH PYKOBOACTBOBATHCS
CHEIUAIUCT B CBOSH JIESATEIHHOCTH.

B pasgen Moryt OBITh BKIIOYEHBI JpyrHe TpeOOBaHUS W MOJOXKCHHUS, KOHKPETH3HPYIOIIHE H
YTOUHSIIOIINE CTATYC JIOJDKHOCTHOTO JIUIA U YCIIOBHS €T0 JICSTEIbHOCTH.

3.3. Pazmen «/lomKHOCTHBIE OOS3aHHOCTH»  COACPKUT IEPEYCHb OCHOBHBIX  (pyHKIMI
JOJDKHOCTHOT'O JIMIA, A TaKXKEe YKa3bIBAlOTCS O0S3aHHOCTU JOJDKHOCTHOTO JIMIA, BO3JaraeMble Ha HETO,
yKa3bIBaeTcs (popMa ero y4acTus B yHpPaBIECHUYECKOM Ipolecce (PYKOBOIUT, yTBEPKAAET, 00ECIIeUNBaET,
MOJrOTaBIMBAET, PACCMATPUBAET, HCIIOIHSIET, KOHTPOJIUPYET, COrJIaCOBBIBAET, MPEACTABISET, KypHUPYET
1 T.J.)

3.4. Paznen «llpaBa» conepXuT nepevyeHs NpaB, NPEIOCTABIAEMbIX CIICLUATUCTY ISl BBIITOJTHEHHUS
BO3JIO)KEHHBIX Ha Hero (yHKIWH 1 00s13aHHOCTEH.

3.5. B pasmene  «OTBETCTBEHHOCTB»  YCTAaHABIMBAIOTCS  BHJBI  OTBETCTBEHHOCTH  3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIMIOJHEHUE CIIEHUATUCTOM JIOJDKHOCTHBIX OOs3aHHOCTEH U
HEHCITONIb30BaHUE MIPEJJOCTABIICHHBIX MY IPaB.

3.6. Paznen «B3aMMOOTHOIIEHHS W CBS3M IO JIOJDKHOCTH» COJEPIKUT IMEPEUCHb JIOKHOCTHBIX
JWI, C KOTOPBIMH CHEIMANUCT BCTYMaeT B CIy)XeOHbIE B3aWMOOTHOIIEHHS W oOecreunBaeTcs
MHQOpMaIUeld, yKa3blBAlOTCA CPOKH TONYYEHHS W MPEJOCTaBICHHUS HHGPOPMALUK, ONpEAEIsIeTcs
TIOPSIIOK TTOMTUCAHUS, COTJIACOBAHUS U YTBEP)KICHHS JOKYMEHTOB.

3.7. OO6s3aTeNnbHBIMH peKBU3UTAMU JlOJKHOCTHOM MHCTPYKIIUH SIBIISIFOTCS:

- TI0JIHOE HAUMEHOBaHHE Y UpexKJICHHUS;
- 3aroJIOBOK K TEKCTY;

- BU3BI COTIIACOBAHUS;

- TOANUCH, TPU(] yTBEPKACHUS.

4. Tlopsinok pa3paboTKH, COTIACOBAHUS, YTBEPXKICHNUS 1 BBEJICHUS B
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JIeCTBUE JOKHOCTHON MHCTPYKIIMHU

4.1. JlomKHOCTHas WHCTPYKIMS pa3padaThiBaeTCs 3aBEAYIONINM YUpEeKIEHUS JHO0 IJHIOM,
VIOJIHOMOYEHHBIM  3aBelylOIMM YupexaeHus. B ciyuae ecnu  JlokHOCTHAas — MHCTPYKUHMS
pa3pabaTbeIBaeTCsl JIMLOM, YIOJIHOMOYEHHBIM 3aBEAYIOIIEI0 YUpPEKICHHS, TO OHA IIOANMCHIBACTCS
pa3pabOTIHKOM.

4.2, JlomxHOCTHass WHCTPYKLHUSI TOCIe pa3paboTKu TmepenaeTcs B MPOQCOIO3HBIA KOMHTET
NEePBUYHON NPO(COIO3HON OpraHu3anvy, NpPEACTaBISIONIMNA WHTEpechl OONBIIMHCTBA pPabOTHUKOB
Yupexxaenus (nanee - mpo¢coro3Hblil kKomuteT). [Ipodcoro3HbI KOMUTET B CPOK HE
Mo3IHee JAecATH pabouux AHEH co AHA monydeHus J{OMKHOCTHOW HMHCTPYKIHMH OCYIIECTBIISIET
coryiacoBanne Jl0JDKHOCTHOM HMHCTpyKIMU. B ciydae ecnu mpo()COIO3HBIM KOMHTET HE COTJaceH C
TeKCTOM JIOJDKHOCTHOM HMHCTPYKIMM JTHUOO BHOCHUT NPEIJIOKECHHS IO €ro COBEPLICHCTBOBAHHUIO, TO
JUPEKTOPY YUpeXIEHHsS HaIpaBiIsieTCs MOTHBHPOBAaHHOE MHEHME. 3aBEAYIOIUHN YUPE)KICHUS MOXKET
COIVIACUTBHCS ¢ HUM JIMOO 0053aH B TEUCHHE MATH JHEH IMOCie MOIYYCHUS MOTHBHUPOBAHHOIO MHEHUS
IPOBECTH JIOTIOJIHUTEIbHBIE KOHCYJIbTALUU C HPO(COIO3HBIM KOMHUTETOM B LEISAX JOCTIKEHUS
B3aUMOIIPUEMIIEMOT0 PEILICHHUS.

Ilpy HE AOCTHKEHHUH COINIACHSl BO3HHUKIIME pa3HOrjIacusi O(OPMIIIOTCS MPOTOKOJIOM, IOCIE 4Eero
3aBEAYIOIIMN YUpeKIeHUsI UMEET IPABO YTBEPAUTH JIOKHOCTHYIO HHCTPYKIIUIO.

5. VYtBepxaenne Jl0KHOCTHOW HHCTPYKITUI

5.1.3aBenyromuit  YupexaeHus YTBEpXKAAeT JIODKHOCTHYI0 M HMHCTPYKLIHIO TYTEM W3AaHUS
COOTBETCTBYIOIIETO MPHUKA3a.

5.2. B mpuka3se B 0053aTEIbHOM MOPSIKE YKA3bIBAKOTCSL:
- Jarta BBeJeHHUs JJOHKHOCTHOM MHCTPYKIMHU B IEVCTBUE;
- yKa3aHue 00 03HAKOMJICHUHM PaOOTHHUKOB ¢ JIOJDKHOCTHOM MHCTPYKITUEH U CPOKH JIJIsl 3TOTO;
- (haMuIMU U TOJKHOCTH JIUII, OTBETCTBEHHBIX 3a COOJ0IcHIE [I0DKHOCTHON MHCTPYKITUY;
- UHBIE YCJIOBUSL.

5.3. V1Bepxknennsle JIOMKHOCTHBIE WHCTPYKIMU TMOMAJIEKAT 00s3aTeNbHON pPETHCTpalii B
COOTBETCTBHH C TPeOOBaHUSMH JCIOMPOU3BOJCTBA B YUPEXKICHHUU C MPHCBOSHHEM MM TOPSIAKOBOTO
HOMEDA.

6. O3snakomiieHHe PaOOTHHUKOB ¢ J{OJDKHOCTHOM MHCTPYKIMEH

6.1. O3nakomieHnue paboTHUKA YupexaeHus ¢ JJomKHOCTHOM HHCTPYKLUEH B 00sI3aTE€IbHOM
MOPSIZIKE OCYIIECTBIISIETCS IPH NOCTYIUIEHUH Ha paboTy B YupexaeHne. O3HaKOMIIEHHE OCYILECTBIISIET
3aBenyromui YupexaeHus. [lociae o3HakoMIIeHHs paOOTHUK NPOCTaBIIsAeT Ha JI0JDKHOCTHOM MHCTPYKITUU
03HaKOMHTEJHHYIO BU3Y - C HHCTPYKIIMEH 03HAKOMJIEH, JaTa, TOJIHCh.

6.2. OzHakomieHue paboTHWMKA YupexkJeHus c JIOIKHOCTHON HMHCTpYKIMEH B 00s3aTelbHOM
TIOPSIJIKE OCYILECTBISIETCSl TIPH TIepeBojic pabOTHUKA HA JPYTYIO JODKHOCTh MM BPEMEHHOM TEPEBO/IC
Ha Apyryio padory. O3HaKOMIIEeHHE OCYIIECTBIIAET 3aBenyromuii YupexaeHus. llocie o3HakomieHus
paboTHUK TpocTaBisieT Ha JOMKHOCTHOW HWHCTPYKIIMHA O3HAKOMHTENBHYIO BH3Y - € HHCTPYKIMEH
03HaKOMJIEH, J1aTa, IOIHUCh.

6.3. TpeboBaHus, ycTaHOBJICHHBIE B JJOTDKHOCTHON MHCTPYKLMH, JEHCTBUTEIBHBI C TOTO MOMEHTA,
KorJa pabOTHHK ObLI ¢ HEl O3HAKOMJIEH.

6.4. B cmydae ecinm paOOTHHK YUpeKAECHUS OTKa3bIBAETCA PACHHUCATHCS B O3HAKOMIICHHH HIIU
NOJy4YeHUH JIOJDKHOCTHOM HMHCTPYKIMH, JAHHBIM OTKa3 (UKCHPYETCsl MyTEeM COCTAaBICHMS aKTa B
NPUCYTCTBHM HE3aMHTEPECOBAHHBIX cBHAeTened. B akrte Takke Qurcupyercs (akT 03HAKOMIICHHS
paboTHUKa ¢ cojepkaHueM J[OJDKHOCTHOW WHCTPYKIMH B WHOHN (opme (JJoinKHOCTHAsST MHCTPYKIIHS
3a4MTHIBAETCS BCIIYX 3aBEAYIOMINM Y UPEKACHNUSA).

6.5. Hns Ttekymedl paboThl ¢ MOJJIMHHUKA JOJDKHOCTHON MHCTPYKIIMM CHUMAIOT 3aBEPEHHYIO
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KOIIMIO, KOTOPYIO BBIIAIOT PAOOTHHUKY Y UpeXIeHUs, paO0TaoLIeEMy B JAHHOW JOJIKHOCTH.
7. Buecenne uzmeHeHU B JIODKHOCTHYIO HHCTPYKIIHIO

7.1BHeceHnne n3mMeHeHui B JOKHOCTHYIO HHCTPYKLUIO OCYIIECTBIISIETCS B CHEAYIOIIUX CIydasx:

7.2. B cBsBu ¢ u3MeHeHWeM 00s3aTeNbHBIX YCIOBHH TpPYAOBOTO IOTroBOpa. YKazaHHas
npoleaypa MPOBOIUTCS B COOTBETCTBHUU ¢ TpeOoBaHMAMHU TpynoBoro kojaekca PD (paboTHUK JOKEH
OBITH HE MO3/IHEee, YeM 3a 2 Mecsla JO MPEeAIoIaraeMoro N3MEeHEeH!sI TUCbMEHHO
yBenomiieH. [locie momydeHus paOOTHHKOM COTJIAIICHHWS Ha IMPOAOJDKCHUE TPYIOBBIX OTHOIICHH,
BHOCSTCSI U3MEHEHUs B JI0JPKHOCTHYIO HHCTPYKIIHIO).

7.3. [Tpu n3MeHeHnn OpraHU3alMOHHBIX YCIOBUH Tpyna, 0€3 U3MEHEHHs TPYJOBOH QYHKINH
paboTHHUKA.

7.4.3aBenyronuii YupexIeHus WIN JIAIO, YIOJTHOMOYEHHOE UM, COCTaBIsIET J[OMMKHOCTHYIO

MHCTPYKLMIO B HOBOM pEJaKLHMM, KOTOpasl COIJVIACOBBIBAETCSI M YTBEPXKIACTCS B COOTBETCTBUH C
TpeOOBaHMAMI, YCTAHOBICHHBIMH pazfenamu 4 u 5 Hacrosmero [lonoxxenns. O3nakomiieHne pabOTHHKA
¢ JloJKHOCTHOM HMHCTPYKIMEH OCYIIECTBIISICTCS B COOTBETCTBUU C TPEOOBAaHHSIMH, YCTaHOBJICHHBIMHU
paznenom 6 Hactoswero [lonoxenus.

8. XpaHeHHe MOHKHOCTHBIX HHCTPYKITUI

8.1. Jlo/pKHOCTHBIE WHCTPYKIUHM XPAHATCS B COOTBETCTBUHM C IPaBWJIAMH, YCTAHOBJICHHBIMH B
TIepevHe THUITOBBIX YNPABICHYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B MpOLECcce ACATEIbHOCTH
TOCYJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYMpPAaBJICHHS W OpraHW3alui, YTBEPXKICHHBIM
npuka3zoM MunkyneTypsl Poccun ot 25.08.2010 Ne 558.

8.2. JlomxHOCTHBIE HHCTPYKUMH PaOOTHUKOB IMOJIEKAT IIOCTOSIHHOMY XPaHEHHUIO B Y UpEKICHNH.
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