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YTBepxIeHO
npuka3zoM MBJIOY «Jletckuii
cag «9OBpuka» Ne 159/1 ot

3aBenyiopilh N
' )BPUKA»: ©

[lonoxxenue

0 nopsKe pa3pabOTKH U yTBEPKAEHHS JIOKAIBHBIX aKTOB MYHHI[UNIAIEHOIO

O10/PKETHOTO JOIIKOJIEHOTO 06pa30BaTelbHOrO yupexaeHus «JleTckuii cas
«OBpUKa»

1. O61ue moIoXKeHUs

1 .Hacrosmuii [Topsanox pa3paGoTKu W yTBEP)KACHHUS JIOKAIBHBIX HOPMATHBHBIX
AKTOB ~ MYHHUIMIAILHOIO  OIOKETHOr0  JIOIIKOJBHOTO  00pa3oBaTeIbHOIO
ydpexnenus Jlerckuii can «OBpuka» (manee - ITopsiiok) pa3paboraH C LENbHO
pasrpaHuYeHUs TIOJTHOMOYMH, ompeiesIeHUs Topsiika JeHCTBHIA, M HalpaBieH BO
u30exaHne  HapylIeHHHl  KOHCTHTYLHMOHHBIX  HOPM, HOPM  TpYyIOBOIO
3aKOHO/JATeIbCTBA, 3aKOHOJATeNbCTBA 00 00pa3oBaHUM M WHBIX IpaB U CBOOOJ
IpakIaH NpH pa3paboTKe JIOKAIbHBIX aKTOB YUPEKICHHUSL. :
Hacrosumii Ilopsmok ompenenser obuie TpeGOBaHMS K MOPSAKY pa3paboTKH
[IPOEKTOB JIOKAJIbHBIX HOPMaTUBHBIX aKTOB, OCHOBHbIE TPEOOBaHUS K COZEPIKAHUIO
JIOKQJIbHBIX HOPMATUBHBIX AKTOB, IMOPSAKY NPUHATUS YKA3aHHBIX aKTOB, a TaKKe
BHECEHME B HUX JIOTIOJTHEHUH U U3MEHEHHH.

2. IloHsiTHE JIOKATBbHBIX HOPMAaTHBHBIX aKTOB

2.1. IlonaTre JOKalIbHOrO HOPMATHBHOTO akTa. [10/1 TOKaIbHBIMH HOPMATHBHBIMH
aktamu B [lopsiike moHumMaroTcs paspabaTbiBaeMble W mpuHUMaeMble B MBIOY
«Jletckuit canm «OBpHKa» (masee - ydpexIeHHE) B COOTBETCTBHH C €ro
KOMIIETEHIIMEH, ONpeJeseHHOM 3aKOHOAATeNIbCTBOM M YCTaBOM YYpPEeXKICHHS,
BHYTPEHHHE JOKYMEHTBI, YCTaHaBIHMBAIOIIKE . HOPMBI (MpaBmiia) OOILIEro
XapakTepa, IpeJHa3HauYeHHble Ul  PEeryJIMpOBaHUS  MPOM3BOJACTBEHHOM,
YIPaBIEHYECKOH,  (QHHAHCOBOM, KaJpOBOM M  HMHOW  (YHKIHMOHAIBHOM
NEATebHOCTH  yupex/JIeHusl. JIoKkaJbHBIM HOPDMAaTHBHBIM aKTOM  BBICILEH
IOPU/INYECKON CHUJIBI SBIISIETCS YCTaB yUPEXKIACHHS.

2.2. JloxkanpHble HOPMaTHBHbIE aKThI, PEryIUpPYIOLIHe 00pa30BaTebHbIN MpoLece
B Yy4pexJeHHH. J[aHHbIe JOKaJIbHBlC HOPMATHUBHBIE aKTBI, pPETYIHUPYIOLIHE
00pa3oBaTeNbHBI MpOLECC B YYPeXKJACHHH KOHKPETHU3HUPYIOT IpaBa H
00513aHHOCTH Y4aCTHUKOB 00pa30BaTeIbHBIX OTHOIICHHH.

2.3. JlokanbHble HOpDMAaTHUBHBIE aKThbl, PEryJMpYIOLIHe TPYAOBble OTHOLICHHUS B
YUPEXIAEHHH.

JlaHHble JIOKaNbHblE HOPMATHUBHBIE aKThl PETIaMEHTHPYIOT OTHOLICHUS MEXIy
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paboTonaTeneM U pabOTHUKaMK ydpexaeHus. PazpabarbiBaroTcs [Jis pealn3aluu
npaB pabOTHUKOB, UCIIOJIHEHHUs UMK 00sI3aHHOCTEH, MO Iep)KaHUsl JUCLUILUIHHbL B
TPYJOBOM KOJUIEKTHBE YYPEXIEHHs B COOTBETCTBUM C HOPMaMH TPYAOBOIO
3aKOHOJATENIbCTBA M 3aKOHOJATeNbCTBA B 00nacTu oOpa3oBaHus. HopMel
JIOKAJIbHBIX HOPMATHMBHBIX AaKTOB YYPEXIEHHUS, YXyALIAIOIIHMe IIO0JIOXKEeHHUEe
pabOTHHKOB 110 CPaBHEHUIO C YCTAHOBJIEHHBIM TPYIOBBIM 3aKOHOAATENHCTBOM H
UHBIMM HOPMAaTHBHBIMHU IIPAaBOBBIMHM aKTaMH, COAEPXKAIMMH HOPMBI TPYIOBOTO
npaBa, KOJUIEKTUBHBIM JIOTOBOPOM, COIVIAIUEHHSMH, a TaKXe JIOKaJbHbIE
HOpDMaTHUBHbIE aKThl, NPHHATHIE C HAPyLUEHHEM HOPM 3aKOHOJATEIbCTBA, HE
HOAJIEeXKAT IPUMEHEHHIO.

JlokanpHBle HOPMATHBHBIE aKThl YYPEXKICHHsSI YTBEPKIAIOTCS paboTomareiieMm
(3aBemyromuM) B IpeJeiaX KOMIETEHLHH B COOTBETCTBUM C TPYAOBBIM
3aKOHOJATEIbCTBOM ¥ WHBIMM  HOPMATHBHBIMM  IIPaBOBBIMH  aKTaMH,
COIEPXAIUMMH HOPMBI TPYyJOBOTO IIpaBa, KOJUIEKTUBHBIMH JOTOBOpPAaMH,
cornameHusaMu (4. 1 cr. 8 TK PD).

2.4. YHUGUUUPOBAHHEIX (GOPM IS TIPUHSTHS JOKATBHBIX HOPMATHBHBIX AKTOB
y4peXIeHHs He yCTaHaBIUBaeTcs. LVICKIIOUYeHHEe COCTABIAIOT — INTATHOE
pacnucanue (popma Ne T-3), rpaduk ormyckoB (dopma Ne T-7) u uHsle,
IpeyCMOTPEHHbIE HOPMATHBHO-NPaBoBbIMU akTaMu P®, TamboBckol obmactu,
(GOpMBI JIOKAIBHBIX HOPMATHBHBIX aKTOB, (OpPMBI OCTAJIbHBIX JIOKAIBHBIX
HOopMaTuBHEIX akToB JIOY  paGoromarens  (3aBemyroliuid) ompenenser
CaMOCTOSITENIbHO. DTO MOTYT ObITh: HHCTPYKLIMH, METOAUKH, TTOJIOXKESHHS, TPaBUIIa,
CTaHJAPThI, IPUKAa3bl, U JIp.

3.Knaccubukarys JOKaJIbHBIX aKTOB:

3.1. Ilo creneHu 3HaUUMOCTH:

- o0s3aTenbHbIE - COCTAB TaKMX JIOKAJIbHBIX AKTOB OIpPEJIENeH TPYIOBBIM
3aKOHOJATeNbCTBOM. TpynoBoii komekc P® comepHT mNpsMoe yKazaHHe Ha
NPHHSATHE MTOJOOHBIX JOKYMEHTOB (Hampumep, cT. cT. 189, 135 TK PO).

- HeoOs3aTeNpHBIE - TAKHE JOKYMEHTHI IPSIMO HE IIPEeIyCMOTPEHbI TPYZOBBIM
3aKOHOJIATEeNILCTBOM, DPaboTozaTeNh MPUHUMAeT JIOKAJIbHbIE AaKThl [0 CBOEMY
YCMOTPEHHUIO.

3.2. Io cepe nelcTBUS:

- ob1ero xapakTepa, pacCIpOCTpaHSIOIIKECs Ha BCIO OPraHU3aLHIO;

- CIIEMaIbHOTO XapaKTepa, Kacaroluecs OTAEIbHBIX BOIIPOCOB.

3.3. o xpyry sun:

- PacIpoCTpaHsIOIIUECs Ha BCeX pabOTHUKOB OpraHU3aLuy;

- PACTIPOCTPaHSAIOLIHECS Ha ONPE/IeNICHHYIO KaTErOpHIo PabOTHHKOB;

3.4. Tlo ciocoOy MpUHSATHS:

- IpPUHAMaeMble paboToaaTeNeM eIHHOIUIHO;

- NpYMHMMaeMble C Y4eTOM MHEHHs MNpeJCTaBUTEIBbHOro opraHa paboTHHKOB. B
5TOM Cllyyae JIOKaJbHblE aKThl NPHUHUMAIOTCS B MOPSZAKE, NPeayCMOTPEHHOM CT.
372 TK PO.

3.5. Ilo cpoky nelcTBus:

- IOCTOSIHHOTO JIeHCTBUS - OeCCpOYHBIE;
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- C OMpeJIeIeHHbIM CPOKOM JCHCTBHS.

3.6. Ilo cpoky xpaHeHHs:

- IOCTOSTHHOT'O XpaHEHHS;

-75 ner;

- IpyTHe.

4. CTpyKTypa ¥ coJiep)KaHne JIOKaJIbHbIX HOPMATUBHBIX aKTOB

4.1. CTpyKTypa U coJep)KaHue JOKaIbHbIX HOPMATUBHBIX aKTOB 3aBUCAT OT Kpyra
BOIIPOCOB, B OTHOLIEHUH KOTOPBIX OHHM MPHHUMAIOTCS.

IIpuMepHast CTPYKTypa JIOKaIbHbBIX AKTOB:

- o0mue MONOXKEHUs: IIepedyeHb pPeryJUpyeMbIX BOIPOCOB; HOPMATHBHBIC
[PaBOBBIE aKThl, B COOTBETCTBUM C KOTOPHIMH JIOKAJIbHBIM aKT HpPUHUMAaeTCs;
NOJpas3/ie/ieHHss MM KaTeropud pabOTHHUKOB, TMOAMANAIOINMe MOA JAeicTBHe
JIOKAJIBHOTO aKTa;

- OCHOBHAas 4acCThb: IIpaBa M 0053aHHOCTU pabOTHUKA U paboTOAATENs; TPOLETYPHI,
HEe OIpeJie/IeHHbIe 3aKOHOJATEeIbCTBOM; MOPSIOK B3aUMOJEHCTBHS CTPYKTYPHBIX
NOApa3ie/IecHMi B 3aBUCHMOCTH OT CHeUU(GHKH JOKAIBHOTO aKTa; JeHCTBHUS
CTOPOH, CPOKH, OTBETCTBEHHOCTb U IIp.

- 3aKIJIFOYMTEJbHBIE TOJIOXKEHUS: BpeMs BCTYIUIEHHS JOKAJbHOTO aKTa B CHILY,
NIEpeYeHb JIOKAJbHBIX aKTOB WM OTHAEIbHBIX MOJIOXKEHHH, IpeKpaIaroIinx
JIEHCTBUE C IPUHATHEM HOBOTO aKTa.

JlokanbHble aKTBl MOTYT COZAEp)KaTb IPHIIOKEHHUs, Kacalollhecs BOIPOCOB,
OTpPa)KEHHBIX B 9THX aKTax.

4.2. TekcT T0KaTbHOrO HOPMAaTUBHOI'O aKTA COCTABJISETCS Ha PYCCKOM SI3bIKE.

5. Pa3paboTka HOPMaTUBHOTO JIOKAJIBHOIO aKTa

ITpoexTsl JOKaNbHBIX HOPMAaTHBHBIX aKTOB pa3pabaThIBAIOTCS IO PEIICHHIO
Ilenaroruueckoro cosera, OOmero coOpaHus paGOTHUKOB YUYPEXICHHUS WIH
aJIMMHUCTPALMY yYPEXIECHHUS B 3aBUCHMOCTH OT UX KOMIIETE€HLIUH, ONpeeIeHHOH
3aKOHOM H Y CTaBOM y4pexICHHSI.

5.1. Dramnsl pa3paboTKK MPOEKTOB JIOKAIbHBIX HOPMaTHBHBIX aKTOB:

5.1.1. OmpeneneHue BONPOCOB, MO KOTOPBIM TpeOyloTcs pa3paboTka H
YTBEPIKJIEHHE JIOKAJIbHOTO HOPMaTHBHOTO akTa. IIoTpeOHOCTh BBIABISAETCSA B X0/
coBellanui, cobpanuil. CamMu paOOTHUKH YYPEXIEHHS MOTYT BBICTYIHTb C
MHUIMATUBOM CO3/aHMs JIOKAJBHOIO HOPMAaTUBHOIO aKTa IIPU BBISABIEHUU B XOZE
paboThl HEYperyIUpOBaHHBIX BOIIPOCOB.

5.1.2. Coznanue pabouell rpymmsl Mo pa3pabOTKe JOKaIbHOIO HOPMATHBHOIO
aKTa.

5.1.3. HasHaueHWe OTBETCTBEHHOrO PYKOBOAMTENs paboueil Tpymmbl, KOTOpHI
OyZeT KOOpPAMHMPOBATH YYaCTHUKOB M KOHTPOJIHPOBATH YCTAHOBJIEHHBIE CPOKH
pa3pabOoTKH JIOKAIFHOTO HOPMATUBHOrO akTa. OcTalibHblE YIEHBI IPYINIBI BIIpaBe
BHOCHUTB TIPEIIOKEHHS ¥ 3aMeYaHusi B X0/ie MOATOTOBKHU MpoeKTa noKyMeHTa. [Ipu
HEOOXOJMMOCTH OTBETCTBEHHBIH HCIONHUTENb J0pabaThiBaeT €ro C y4eToM
BHECEHHBIX 3aMeYaHUH.

5.1.4.CornacoBanue IIpoeKTa JoKaJbHOro akra. Ha naHHOM 53Tame IpOeKT
HEOOXOIMMO COIJIacoBaTh C y4YaCTHHKaMH pabodeldl Tpynmbl U JAPYTMMH
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3aUHTEPECOBAHHBIMHU JIUIIAMHU
5.1.5.Ilocne cornmacoBaHUS NMPOEKT IepenaeTcss Ha yTBep)KIeHHe paboTOmaTelnto.
Ecnmi nnd mNpuHATHS JIOKaNlbHOrO akTa HEeoOXOJMMO Y4YHTBIBAaTH MHEHHUE
IPEe/ICTABUTENIEHOIO OpraHa pabOTHUKOB (IMpodcoro3a), TO [0 yTBEPKASHHsS
paboTonaTeneM MpPOEKT JOKyMeHTa W OOOCHOBaHME IO HeMy JOJDKHBI OBITh
HaIpaBJIeHbl B 3TOT opraH, (ct. 372 TK P®.)

6. IIpuHsATHE JTOKAIBHBIX HOPMATHBHBIX aKTOB

6.1.Cornacro cr. 12 TK P® jokanpHBIi aKT BCTymaeT B CHIy CO JHS €ro
NPHHATHS pabOTOAATENeM HIIH CO JHS, YKa3aHHOTO B 3TOM JIOKYMEHTe.
PaGorozarenb MOXKET PUHSATH JIOKAIbHBIE aKThI CJIEYIOLIMMHU CII0CO0aMHu:

- YTBEpAUTD;

- U3/1aTh NPHKa3 (pacropspkeHue) 00 yTBepKASHUH JOKAJIbHOIO aKTa.
6.2.YTBepxxasi JIOKaJIbHBIA aKT, paboToAareNb JO/DKEH IOCTaBUTh IOANUCH B
pekBuzute “I'pud yTBepxIeHHs DOKyMeHTa”. DTOT PEKBHU3UT pPacloiaraioT B
IIPaBOM BEPXHEM YTy JAoKyMeHTa. [IoMHMO MOAMHUCH Ipud JODKEH COCTOSATH M3
OTMETKM 00 yTBep)KIeHHHM (clioBa YTBepXKIEH (B COOTBETCTBYIOLIEH Ha3BaHMIO
JOKyMEeHTa rpaMMaTH4YecKoil ¢opme) (6e3 kaBbIYeK), HAUMEHOBAHUs JOKHOCTH
JIMIA, yTBEPKAIOLIETro JOKYMEHT, ero MHUIMAIOB, (JaMUIIMU U JaThl TOAMHCAHUS.
6.3.Ilpu yTBep>KIEHUH HOKYMEHTa HECKOJIBKHMHU [ODKHOCTHBIMHM JIMIAMH HX
TOJITHCH PACIIONIaraloT Ha OJTHOM ypOBHE.

6.4.JlokanbHBI  aKT MOXET INpPUHAMATbCA IYTEM  M3JaHWs  [pUKa3a
(pacnopsbkeHust). YHU(DUUMPOBAaHHOW (GOPMBI [UII TAKOro IpHKasza He
IpeIyCMOTPEHO, TOITOMY paboToAaTeNb BIIPABE OMPEAEIUTh €€ CAMOCTOATENBHO.
B npukase 06 yTBepKeHHHU JIOKaJIbHOTO aKTa HEOOXOAUMO OTPa3HTh:

- IaTy BBEJCHUs JOKAIBHOTO aKTa B JEHCTBUE;

- ykazaHue 00 O3HAaKOMJICHWH DPabOTHHKOB C JIOKAJIBHBIM aKTOM U CPOKM JUis
3TOr0;

- (haMIJIMH U TOJDKHOCTH JIMLI, OTBETCTBEHHBIX 32 COOJIIOICHUE JIOKAIBHOTO aKTa;

- ApyTHE yCIOBHUSI.

7. O3HaKOMJIEHHE YYaCTHUKOB 00pa30BaTeIbHOrO Mpolecca ¢ JOKaIbHbIMU
HOPMaTUBHBIMHU aKTaMU

7.1. Paborauku opranusauuu (vacte 2 cratbu 22 TK P®) B o6s3arenbHOM
HOpSIIKE JOJDKHBI OBITh O3HAKOMIICHBI TMOJ JIMYHYIO POCIHCh CO BCEMH
JIOKJIPHBIMH ~ HOPMATHBHBIMH  aKTaMH, IPUHMMAaeMbIMH B  YYpeXJIEHUH
HEIOCPE/ICTBEHHO CBS3aHHBIMHU C MX TPYJOBOI JeSATeNbHOCTHIO. Eciy oKanbHbIHA
aKT KacaeTcsi oOy4aroIMXcsi, UX pOJHTeseil, OH JOJKeH OBITh JOBEJEH IO UX
CBEJICHUSL.

7.2. Pomurenu (3aKOHHBIE MpEACTABUTENIM) 3HAKOMATCS C  JIOKJIbHBIMH
HOPMATUBHBIMH  aKTaMH{,  pErIaMeHTUPYIOLUMMH  BONPOCHl  peali3alliu
00pa3oBaTeNIbHbIX IPOTrPaMM JIOLIKOJIEHOTO 00pa30BaHMsl, BOIIPOCOB MPUCMOTPa U
yX0Jla 38 BOCIIUTAHHUKAMH, [IPH MOCTYIUIEHHH B JOIIKOJIBHYIO 00pa3oBaTebHYIO
OpraHHU3alHIo.

7.3. JlokasipHble HOpPMAaTHBHbIE aKThl Pa3MEINAITCs Ha HH(QOPMALHMOHHOM caiTe
YUPEKIECHUS.
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8. MI3MeHeHue JIOKaJIbHBIX HOPMATHBHBIX aKTOB

8.1.PaGoTonarens BrpaBe BHOCUTh H3MEHEHHUS B JIOKAJIbHbIE aKThI:

- B CBS3M CO BCTYIUIEHHEM B CHIy JIMOO H3MEHEHHMEM 3aKOHA WM JApyroro
HOPMAaTHUBHOTO MPABOBOIO aKTa, COJEpKalllero HOPMBblI TPYAOBOIO IIpasa,
3aKOHOJAaTeNIbCTBA B Chepe 00pa3oBaHusl, KOJUIEKTUBHOIO 1I0r0OBOPa, COMNIALUEHKS;
- 110 COOCTBEHHOMY YCMOTpEHHIO. B 3TOM cilyyae Ba)KHO, YTOOBI IPHMHUMAaEMbIe
JIOKaJIbHbIe aKThl He YXy[IIUald IOJOXEeHHs paOOTHUKOB IO CPaBHEHHIO C
TPYIOBBIM 3aKOHOZATEIbCTBOM, KOJUIEKTHBHBIMH OTOBOPAMH, COTJIAIIEHUAMH (4.
4 ct. 8 TK PO).

8.2./i3MeHeHHsI BHOCSITCSL B TOM K€ IOpSAKE, B KOTOPOM JIOKAIbHBIA aKT
pa3pabarbiBaliCsi ¥ yTBEpI)KAAJICs IepBOHa4anbHO. HeoOX0AMMO y4MTBHIBATh, 4TO
M3MEHEHUs] MOTYT 3aTparuBaTh OIpEJENeHHbIE CTOPOHAMHM YCJIOBUS TPYIOBOIO
J0roBOpa, a coryiacHo cT. 72 TK P® 3T0 HOMYCTUMO TOJBKO MO COMNIALIEHHIO
cropoH. PaGortojarens BIpaBe B OJHOCTOPOHHEM IIOPSIIKE H3MEHSATH YCIIOBHS
TPYZOBOTO JIOTOBOpa TOJBKO B Cllydyae OPraHU3alMOHHBIX MJIM TEXHOJIOIHYECKUX
U3MeHeHu# ycinoBuil Tpyna. [Ipu atom cobimoaaeTcs npoueaypa, onpeeieHHas B
ct. 74 TK PO.

9. OT™MeHa JTOKaJIbHbIX aKTOB.

9.1.Cormacio ct. 12 TK P® ocHOBaHMSMHM AJs IpPEKpalleHHs AeHCTBHS
JIOKAJIHOTO aKTa WM OTAEJIbHBIX er0 MOJI0KEHUH ABIIAIOTCS:

- WCTeueHHe cpoka neHcTBHs. Takas CUTyallusi BO3MOXKHA, €CIIH NPH pa3paboTke
JIOKQJIHOTO aKTa ObLI ompeleieH Nepuox ero nedctsusa. Ilpu HacTymiieHuu
YKa3aHHOIO CpOKa JIOKAIbHBIM aKT aBTOMAaTH4YecKHM yTpauuBaeT cuiay. Ot
paboromatenss He TpeOyercs W3JaHUS  JONOJHHUTENBHBIX  JIOKYMEHTOB, -
MOATBEPXKAAIOIINX ATOT (PAKT;

- oT™MeHa (IPU3HAHKE YTPATHBIIMM CHIIY) JIOKAIBHOTO aKTa JIMOO OT/AENBHBIX €ro
TIOJIOKEHUH IPYTUM JIOKAIbHBIM aKTOM;

- U3MEHEHHH B 3aKOHOJATENBCTBE, B T.4. BCTYIUICHHE B CHIIY 3aKOHA MJIM JPYroro
HOPMAaTHBHOTO IIPaBOBOTO aKTa, COJEpIKalllero HOPMbI TPYAOBOrO IIpasa,
KOJUIEKTUBHOT'O JOrOBOpA, COIJIallleHHs, KOT/la yKa3aHHbIE aKThl yCTaHABIMBAIOT
GoJiee BBICOKUI yPOBEHb rapaHThii paOOTHUKAM MO CPABHEHMIO C JIEHCTBOBABIIMM
JIOKQJIbHBIM aKTOM.

[TonoXkeHHe COMIACOBAHO C MepBUYHON MpodcorosHoit opranmsanmeir MBIOY
«Jetckuii can «IBpuKa» (NPOTOKON +/ /o7 /5.L8.77, v /o7 A3 102





