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YTBepkaeHo

[Tpukazom JIMpeKTopa
MYHHLMIANBHOTO  GIOJUKETHOrO
JIOLIKOJILHOTO 00pa3oBaTebHOrO
yupeskaenus  «JleTckud  can

KOMOHHHPOBAHHOTO BHZIA
«JTykomopbe» rOpOACKOro
okpyra  ropoa  MuxaiioBka
Bosrorpaackoi obnacTim»

(MBIOY " JleTckuit can
"Jlykomopse")
ot 25.02.2016r.  Ne 9

[TosoyKeHHUe O OpSUIKE M pa3paboTKH J0IKHOCTHBIX HHCTpyKimi B MBIOY "JleTckui cax
"Jlykomopbe"

[MonoxkeHue © TMOpsAKEe pa3pabOTKM W YTBEPHKACHMA JOJDKHOCTHBIX HMHCTPYKIUH
MBJIOY "Jerckmit can "Jlykomopse" (naree - [Tonioxenue) OnpeenseT OCHOBHbIE TpeboBaHus
K TOpSIKY Pa3pabOTKH, yTBEPIKICHHS, BBE/ICHHS B ISHCTBHE, 4 TAIOKe CTPYKTYPY H COACPXKaHUE
JIOMKHOCTHBIX HHCTPYKIMH B yUPEKAECHUH.

[loNOXKeHHe  TOArOTOBIGHO €  NETH0  COBEPLICHCTBOBAHMSA ~ HAa  €QMHOH  OCHOBE
JIOKyMEHTAIHOHHOTO 06ECIIeYeH s YIPaBIeH)s TPYAOBOH IeATENLHOCTBIO B MBJIOY "letckuit
can "Jlykomopbe" ¥ HOBBIIEHHS €ro I)MEKTHBHOCTH MyTEM yHADUKAIME YIIPaBICHICCKHX
JOKYMEHTOB H TEXHOJOTHH paboThl ¢ HuMH. TT0NOXKEHHe YCTaHABIMBACT OOIIHE TpeOoBaHHUs K
pa3paboTKe U YTBEPIHICHHIO JI0JDKHOCTHBIX HHCTPYKIHH.

IIpu MOArOTOBKE HACTOSIIEro [107I0KEHNsT HCMOMB30BAHBI COOTBETCTBYIONIHE BEIOMCTBEHHBIC
MHCTPYKIMHU U TIONOKEHNUs! Ha OCHOBE JEHCTBYIONIETO 3aKOHOJATENbCTBA U HOPMATHBHEIX aKTOB.

1. O6muMeE monoKeHus

1.1.  JIOWKHOCTHAs ~HMHCTPYKLMS -  OCHOBHOM OpraHu3alMOHHO-TIPABOBON  JIOKYMEHT,
onpeeNsonui 3a1aun, (QyHKIHH, OCHOBHBIE OOA3aHHOCTH M OTBETCTBEHHOCTH pabOTHHKOB
MBJIOY "Jletckuit cax "Jlykomophe" MpH OCYIIECTBICHUHA HMH TPYJIOBOH NEATETLHOCTH
COMJIACHO 3aHMMAEMOH JOMDKHOCTH M COCPIKAIIHI PeAbsBIseMble K HIM KBaH(DUKAIMOHHEIE
TpeboBaHuUs.

1.2. OCHOBHBIMY LIEJSIMU JOJKHOCTHON HHCTPYKIMH ABJIAIOTCSA:

- CO3JaHME OPraHM3ALMOHHO-IIPABOBOI OCHOBBI TPY/I0BOH JIEATEILHOCTH;

- IOBBIIIEHHE OTBETCTBEHHOCTH PAOOTHHKA 3a PE3YILTAaThl ro JEATEIbHOCTH;

- obecrieyeHre OOBEKTHBHOCTH NPU aTTeCTaluH PaGoOTHWKA, €ro MOOMPEHWH, B TOM 4YHCIIC
JIEHEKHBIMU TIPEMHSAMH U IIPH HAJIOKEHUU HA HETO AUCLUIUTMHAPHOTO B3BICKAHMS.

1.3. JIo/DKHOCTHAS MHCTPYKIHMS pa3pabaThiBaeTCsi HCXOA 3 3a1ad M QYHKIHH, BO3NONKEHHBIX
Ha MBJIOY "Jletckuii can "JlykoMopbe" B COOTBETCTBHHM C €ro IITATHBIM PAaCIHCAHHCM, €
co6moienreM TpeGOBaHmH 3aKOHOIATENBCTBA, AEHCTBYIOIIMX HOPMATHBHO-IPABOBEIX aKTOB.
1.4. JIOIDKHOCTHast WMHCTPYKLHsS COCTABISIETCA TO KAXKIOH INTATHOH NOJIKHOCTH, HOCHT
06e3IUeHHBII XapakTep W 00bsBIseTCs PAGOTHUKY MO POCIHCDH NIPH 3aKIIOYCHHH TPYAOBOTrO
JI0rOBOpa, B TOM WYHCIE NPH TEPEBONE HA APYTyio JOIKHOCTH, @ TAaKKe MPH BPEMEHHOM
HUCTIOJHEHHH 00S3aHHOCTEH MO NOJDKHOCTH.

[1. TpeGoBaHus, MpexbsBIAEMbIE K CONCPIKAHUIO JIOJDKHOCTHOH MHCTPYKIUK

2.1. B JOTDKHOCTHOH HMHCTPYKIMHM YKa3bIBAIOT HAMMEHOBAHWE KOHKPETHOH IOJDKHOCTH B
COOTBETCTBHH €O ITATHBIM pactincanueM MBJIOY "[letckuii can "Jlykomopbe", Ha MOCHEHEH
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CTpaHMIIE - COIJJACOBAHUE C JIOJDKHOCTHBIMH JIMIL[AMH, KOTOPHIM HEMOCPEICTBEHHO IIOIYUHEH
JIAHHBIA COTPYIHHUK, CJIOBO «YTBEPIKAAIO», JOJDKHOCTH PYKOBOJMTEIS U MOJHOC HAUMEHOBAHUE
YUPEXIECHHSI B COOTBETCTBHHU C Y CTaBOM M Jiata coriacoBanus (mpriokeHue Ne 1).

2.2. JIomKHOCTHAS! HHCTPYKIHSI COCTOUT M3 Pa3/iesioB:

- 00IIME TOTOXKEHHUS;

- I0JDKHOCTHBIE O0S3aHHOCTH;

- IIpaBa;

- OTBETCTBEHHOCTb.

2.3. B pazpene "OO6nume nooxenus" yKasplBaroT:

- ypoBeHb 00pa3oBaHHMsA M IPO(ECCHOHATBLHON IOATOTOBKH pabOTHHKA, HEOOXOMMMBIA Iis
BBINOJIHEHHS IIPELYCMOTPEHHBIX JODKHOCTHBIX 00si3aHHOCTEH, TpeGoBaHHs K CTaxy paboThl U
HaIMYHIO HEOOXOMMBIX JOKYMEHTOB;

- JIOJDKHOCTHOE JIMIIO, KOTOpOE Ha3HayaeT pabOTHUKA Ha JODKHOCTH M OCBOOOXIAeT ee, a
TaKXKe JIMIO, C KOTOPBIM JaHHYIO KaHIHIATYpy COTJIACOBBIBAIOT NPH IpHEME Ha paboTy W HpH
YBOJIbHEHHH, KaK IIPaBUIIO, 3TO HEMOCPEACTBEHHbIN PYKOBOIUTEb;

- OCHOBOIOJIAralol{e OPraHM3alHOHHO-IIPAaBOBBIE JOKYMEHTBI, HA OCHOBAaHHH KOTODPBIX
PabOTHUK OCYIIECTBIISET CIyKEOHYIO ACATENBHOCTD U PEalu3yeT CBOH IIOJTHOMOYHS;

- MOAYMHEHHOCTH COTPYJHHMKA B COOTBETCTBHH C NPHHIMUIIAMHU YIPABICHHS H OINpeleeHHe
HETOCPE/ICTBEHHOTO PYKOBOAUTEIIS;

- TepeueHb CTPYKTYPHBIX IIOApa3jiefeHHi H (MIHM) OTHENbHBIX MODKHOCTEH pabOTHUKOB,
HEMNOCPEACTBEHHO MOXYMHEHHBIX JaHHOMY PabOTHHKY IO CIIy:KOe (€CIi TaKOBbIE HMEIOTCS);

B paszen MoryT ObITh BKJIIOUEHBI TOPSIOK 3aMELICHHs pPAOOTHHKA U HCIIONHEHHE JODKHOCTHBIX
00s3aHHOCTEH B Cllyyae ero BPEMEHHOrO OTCYTCTBHS W JApyrde TpeOOBAaHHSA U IOJNOXKEHHS,
KOHKPETH3UPYIOIIME ¥ YTOYHSIOIME CTaTyC PAOOTHHKA U YCIIOBHS €r0 JEeATEIbHOCTH.

2.4. B pazmene "JIOJKHOCTHBIE OOSA3aHHOCTH" yKa3bIBAIOT OCHOBHBIE TpebOBaHUs,
npeabsABisemMble K pabOTHMKY B OTHOLICHHM CIICLHAIBHBIX 3HAHWM ¥ yMEHHH 0O
CIENUATbHOCTH, a TaK)Ke 3HAHWI 3aKOHOJATENBHBIX M HOPMATHBHBIX IIPABOBBIX aKTOB,
TOJIOXKEHUH, MHCTPYKLMH M JAPYTMX PYKOBOJSIIMX MAaTEPUAIOB M JIOKAJIbHBIX HOPMAaTHBHBIX
axtoB MBJIOY "Jlerckuit can "JlykoMopbe", METOZOB U CPEICTB, KOTOpble pabOTHUK TOJKEH
HPUMEHATh TPU  BBINOJHEHUH JOJDKHOCTHBIX O0S3aHHOCTEH, a TaKkXKe HENOCPEeICTBEHHO
00s3aHHOCTH  pabOTHMKA C ydeToM 3ajad H  (QYHKUMH KOHKDPETHOTO CTPYKTYPHOTO
nozpaszaenenuss MBJIOY "Jlerckuii can "JIykoMopbe" ¢ H3/I0XKEHHEM OCHOBHBIX HaIllpaBJICHUI
€ro TPYIOBOH AEATENBHOCTH.

2.5. B paszene "I[1paBa" npuBOIAT IepeyeHs npaB paboTHHKA. J[OITyCKaeTCss KOHKPETH3HPOBATh
T€ WM HHBIE IIpaBa C YYeTOM CIEUH(HKH BBIIOJHIEMBIX DPAOOTHUKOM JOJDKHOCTHBIX
00s13aHHOCTEH.

2.6. B paspene "OTBETCTBEHHOCTH' YKa3pIBAlOT Mepy OTBETCTBEHHOCTH pabOTHHKA 3a
HecoOIoIeHIe TPYIOBEIX 0053aHHOCTel. B aHHOM paszerne yKasbIBaroT TakKe, KAKHM 00pas3oM
MarepuagbHO OTBETCTBEHHOE JIMIIO HECEeT B COOTBETCTBHU C 3aKOHOJATEIbCTBOM Poccuifckoit
Desepanuu MaTepHaNbHYIO OTBETCTBEHHOCTH 3a yLIepO, MPHYMHEHHBIH yupexaenuio. B pasnen
MOryT OBITh BKJIIOUEHBI APYTHE ITYHKTBI, YTOUHSIOIME U KOHKPETH3UPYIOIIHE OTBETCTBEHHOCTh
paboTHHUKA.

2.7. HeoTbemneMo# 4YacTBIO NOJDKHOCTHOM HHCTPYKLMH SIBISETCS JIACT O3HAKOMIICHHS
(mpunoxenne Ne 2), B KOTOpBIH BKJIIOYAIOTCS CIEAYIOLIHE pa3fenbl: (aMHIHsA ¥ HHHLIHAITBI
paboTHHUKA, NaTa O3HAKOMJICHHs C HHCTPYKIHUEH M HENOCPEACTBEHHO €r0 POCIIUCEH O TOM, YTO OH
O3HAKOMJIEH C JAHHON JOJDKHOCTHOM MHCTPYKLHEH.

III. TTopsinok pa3paboTKH, COrNIACOBAHMS, YTBEP)KACHHUs M BBEACHUS B ACHCTBHE JOJDKHOCTHOM
HHCTPYKLHH

3.1. B coorBercTBHM C TpeOOBAHUSIMH 3aKOHOMATE]bCTBA, JEHCTBYIOIIMX HOPMATHBHO-
NPaBOBLIX aKTOB M HacTosmero ITonoxeHus ycTaHABIHBAETCS THIIOBOM NOPSNOK pa3pabOTKH,

=
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COIIACOBAHMUS M YTBEP)KAECHUsS BHYTPEHHHX JOKYMEHTOB IO [€JIONPOU3BOICTBY, IPHHATOH B
MBJIOY "Jlerckuii can "Jlykomopbe", T.e. IPOXOAHT CIEMYIOIIHE OTambl:  MOATOTOBKA
Tpe/BAPHTEIBHOrO (YE€PHOBOIO) BapHaHTa TEKCTA, PEJaKTHPOBAHHE U  KOPPEKTHPOBAHHE
YEPHOBOI'O BAPHAHTA, COTJIACOBAHME YTOYHEHHOrO BapUaHTa, O()OPMIICHHE OKOHYATEIHHOTO
BAapUAHTA,  BHM3bl COIJIACOBaHMS C JIOJDKHOCTHBIMH JIMIAMH, NPEACTABICHHE MPOEKTa Ha
paccmorpenne pykosoaurento MBJIOY "Jlerckuit can "Jlykomopbe" H €ro yTBepiKIeHHE,
PETHCTPALMs YTBEPKACHHOH JODKHOCTHOH MHCTPYKIMH, €r0 THPaXHPOBAHHE M IEpeada 1o
CTPYKTYPHbIM IOJPA3/ICICHHUSIM.

3.2. JIowKHOCTHAS MHCTPYKIMs —pa3pabaTbiBaeTcs Ha OCHOBAHMH TPHKA30B MuHHMCTepeTBa
oOpazoanns u Hayku P®, mpodeccHoHanbHBIX CcTannapTos, EampOro KB UKALOHHOTO
CIpaBOYHHKA paboT M mpodecchit paboUnX W HOJDKHOCTEH PYKOBOMHTENEH, CIEHHAIACTOB U
ApYTHX CIyXaumux, cOOPHMKA THMOBBIX IOJDKHOCTHBIX HHCTPYKLMi s mepconana JIOY u
mrarHoro pacmucanns MBJIOY "Jlerckmit can "Jlykomopbe" moOJ KaxIyro MOJKHOCTH B
LITATHOM PACITHCAHUH.

3.3. PaspaboTka coaepaHus JOJKHOCTHO# MHCTPYKLIMH BXOAUT B 00S3aHHOCTH
PYKOBOJMTEJNIS CTPYKTYPHOIO MOAPA3AENEHHsS, B INTAT KOTOPOrO BXOAHUT COOTBETCTBYIOMIAS
JIOJKHOCTb.

3.4. UYepHoBOH  BapMAaHT pELAKTHPYETCS H KOPPEKTHPYETCA JOMKHOCTHBIMH JIMLAMH
YUPEXICHHSI, B BEACHUH KOTOPBIX HAXOIHUTCS BOIPOC AESTENLHOCTH COTPYAHUKA. 3aMeYaHus H
TIPE/VIOKEHHUS K ITIPOCKTY MOKYMEHTA MNPEJCTAaBIAIOTCS 3aMHTEPECOBAHHBIME CTOPOHAMH Ha
OTHEJBHBIX JIACTAaX, MPWJAraeMbiX K JODKHOCTHOH HHCTPYKLHH, H IPEIBAPHTEIHLHO
TOANUCAHHbIX W JATHPOBAHHBIX  COOTBETCTBYIOWUMH Jmiamu MBJIOY "Ilerckuii can
"Jlykomopse".

3.5. OKOHYATeNbHO YTOYHEHHBIi BAPHAHT NOUKHOCTHOH WHCTPYKIMH TEpeNaeTcs Ha
odopmiieHHe B OTHE] KaapoB, KOTOPBIA BHOCHT HEOOXOMMBIE HM3MEHEHHSI B TEKCT U
COZIEpKaHUE JOKYMEHTA C YYETOM 3aMEYaHui M NPEJUIOKEHHH, IPHIOKEHHBIX K HHCTPYKIIHH,
BBIABJIACT M HCKJIKOYAET U3 TEKCTa CHHTaKCH4Yeckue, opdorpadudeckue, CMBICIOBHIE M T.J.
OWKMOKHA, HMCHPABIISET PACIOJI0KEHHE OTACHBHBIX (PpParMeHTOB TEKCTa, IOCNENOBATENHHOCTD
CJIOB B NIPE/IIOKEHUSX U CIIOBOCOYETAHHAX, U3BIMAET MOBTOPHI, ATHHHOTHI H IIP., H JOCTUTAETCS
CTHJIMCTHYECKOE eMHO00pa3ne TexcTa.

3.6. Tlocne BHeceHHS W3MEHEHHH B IPOEKT JOKyMEHTa, OKOHYATENILHBIH BapHaHT
JOJDKHOCTHOH MHCTPYKIMM Ha OyMaXHOM HOCHTENE COrIACOBBIBAETCS C 3aMECTHUTENEM
JMPEKTOpa, IJIABHBIM OyXraiTepoM B BEACHHH KOTOPOIO HAXOIMTCS BONPOC NEATENbHOCTH
COTPY[HHKA, C MPOCTABIEHHEM BH3 COIJIACOBAHHMS B HIDKHEM YacTH MOCJIEIHEro JUCTa
MOJUTHHHUKA JIOKYMEHTA.

3.7. JlofXHOCTHAs MHCTPYKLHSI C BH3aMH BCEX COTVIACOBBIBAONIMX JOMKHOCTHBIX JIAII
HPEJCTABIACTCS  HA PACCMOTPEHME M yTBepKaeHHMe  aupektopy MBJIIOV "Jlerckmii can
"Jlykomopse".

3.8. CornacoBaHHyio M YTBEP)KACHHYIO NOIDKHOCTHYIO HHCTPYKIMIO 3aBEPAIOT IIEYaThIO
YYPEKIEHHUS U XPAHSAT B OTAEIIC KaAPOB yUPeIKIACHHS.

3.10. [lpn npueme Ha paGoOTy COTPYAHHKA CIELMATHCT OTIENA KaAPOB 3HAKOMHT €ro IOX
POCIHCE C NOIDKHOCTHOM MHCTpyKumeH. JlucT o3HakoMIeHHs NOJDKEH ObITh pacCuyMTaH Ha
KOJIMYECTBO PabOTHHKOB, 10 CBEACHHS KOTOPBIX OYINET JOBOAMTHCA JAHHAS JOKHOCTHAS
MHCTPYKuus. Jlanee 3a BEITONHEHHEM COTPYJHHKOM BCEX CBOMX IOJDKHOCTHEIX OOS3aHHOCTEH
CJIEZIUT HEMOCPEICTBEHHBIH PYKOBOIUTEb.

VL. Tlopsanok BHeCeHHUs U3MEHEHHIT i BpeMsi AeiiCTBHS NODKHOCTHON MHCTPYKITHH

4.1. JloyokHOCTHAS MHCTPYKLMS BCTYIAeT B CHIly C MOMEHTA €€ yTBEP)KICHHS PYKOBOJHUTEIEM
YUPEXICHHST U NEHCTBYET JI0 €€ 3aMEHBI HOBOM JIOJDKHOCTHON WHCTPYKUKEH, pa3paboTaHHOM
YTBEP)KICHHOH B COOTBETCTBUM C HACTOAUIMM [IONOXKEHHEM, MM BHECEHHs CYIIECTBEHHBIX
M3MEHEHMH (€KEroHOro «0GHOBIEHHUS» He TpedyeT).
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42. TpeGoBaHMs MONKHOCTHOH MHCTPYKLMH SBISIOTCS O0S3aTeNBHBIMH Ul PabOTHHKA C
MOMEHTA €ro O3HAaKOMJIEHHSI ¢ MHCTPYKLHEH IO POCHHCh H [0 MEepeMEIICHHs Ha JPYyryro
JOMKHOCT WM YBOJIGHEHHSI, O 4eM JeNaeTcs 3aluch B COOTBETCTByIOWeH rpade Jmcra
03HAKOMJICHHS.

4.3. BHeceHHe CYIIECTBEHHBIX H3MEHEHHH B JIOJDKHOCTHYKO HMHCTPYKIHMIO BBOXHTCS IpU
H3MEHEHHSX B OpPraHM3allMu TPyZa W Ipoleccax IPOM3BOJACTBA, YTO CBA3AHO C M3MEHEHHEM
00s3aTeNbHBIX  YCIOBUH  TPYAOBOrO JOroBOpa pabOTHHKA, HA OCHOBaHMHM IIPHKa3a
PYKOBOJUTEIS C 00SI3aTE/IbHBIM yBEIOMICHHEM PabOTHHKA.

4.4. BHeceHHe H3MEHEHHH B JIOKHOCTHYIO HHCTPYKIMIO H YTBEPIKICHHE €€ B HOBOH pellakinu
npoussonuTcs pykosoauteneM MBJIOY "Jlerckuii can "Jlykomopbe'".

45 Tlo WHUNUATHBE HEMOCPEACTBEHHBIX pyKOBOAMTENeH  (3aMECTHTENs JUPEKTOpa,
3aBeJIYIONIEr0 CTPYKTYPHBIM [O/Ipa3ieCHUeM, [IaBHBIM OyXTaiTepoM) MOTYT GbITh BHECEHBI
U3MEHEHHUS B JOJDKHOCTHYIO HHCTPYKIMIO.
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IIpuaoxenue 1

O6pasen opopmIieHHsI 10KHOCTHON HHCTPY KIMH

JLoJIZKHOCTHASI HHCTPYKIHSI

VrBepxnaio
PykoBonurens

(HaUMEHOBAHHE MPEIPHATHS)

(noamuce) (paMuIns, HHALHAIBL)
i 20 T

(MoJTHOE HAMMEHOBAHME JIOJDKHOCTH H CTPYKTYPHOTO MOAPA3AeIICHHS

OPEANPHATHS TI0 IITATHOMY PACIHCAHHIO)

1. O6mue nosroxkenust

W

B Tol%:

I1. {o/kHOCTHDBIE 00SI3AHHOCTH

TWTI

II1. Ipasa

3:mTa

IV. OTBeTcTBEHHOCTH

S8 e

CornacoBato:
3aMECTHTENb IUPEKTOPA

(moanuce)
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JIucT 03HAKOMIIEHHS! © JIOJIZKHOCTHOH "Hc’prKlll/leﬁ

Ipnnoxenne 2

Ne
n/n

®.1.0.

O3nakomIen(a), 10IKHOCTHASI HHCTPYKLHS
Ha PYKH NoJy4eHa, 0053yI0ch XPaHHTH ee Ha
cBoem paboyem mecre

Jlara

Pocnuce

OsHakomneH(a), monyuena, 06513y10ch





