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«Jlercknii cax Ne 326 komGunuposannoro Buaa» MockoBckoro paiiona r.Kasanu.

1. Oo0uiue No0KeHHs

1.1.  Hacrosimee [TonoxeHue o JOMKHOCTHON HHCTPYKLMM pabOTHUKOB (Hajee
[Toso’kKeHHe) MYHMIMIAIBHOrO OFODKETHOTO  OLIKOJBHOrO  00pa3oBaTesIbHOTO
yupesxaenus «Jlerckuii cax Ne 326 xombGuuupoBaHHOro Bupa» (nanee - MAJIOY)
pa3paboTaHO B IENSX PpEryJIMpOBaHMS B3aMMOOTHOLICHHH MEXIy PpabOTHUKOM WU
paboTonarenemM.

1.2.  Hacrosiuee ITonoxenve orpesesnseT OCHOBHbIE TpeOOBaHUs K CTPYKTYpe

M COJIEPXAHMIO JIOJDKHOCTHOM HMHCTpyKimu paboTHukoB MAJIOVY, a rtakke K
mpoueaype pa3paboTKd JOJDKHOCTHBIX —HMHCTPYKLHMH, MOPSAKY HMX TNPUHATHSA,
YTBEPIKICHUSI, BHECEHUSI B HUX JIOTIOJIHEHUH ¥ H3MEHEHUH.

2. IMonsTHE NONKHOCTHONH HHCTPYKIHH

2.1.  JlomxHocTHas mHcTpykuus paborauka MAJIOY «Jlerckuit cam Ne 326
KOMOMHMPOBaHHOTO Buja» (nanee - JIOIDKHOCTHAs MHCTPYKIMA) - OCHOBaHHBIA Ha
HOpMax

3aKOHOJATENLCTBA OQUIMAIBHBIN PABOBOM JOKYMEHT, PErlaMEHTUPYIOLIU I

OpraHu3allMOHHO-IIpaBoBoe noyokenre pabotHuka MAJIOY. ero o6s3aHHOCTH,
TpaBa, OTBETCTBEHHOCTh, OOECIEUMBAIONINN yCIOBUs LI ero 3GQhexTHBHON paboThI
TTPU OCYIIECTRICHUN UM TPYIOBOU NEeSTEeNHHOCTU COTNACHO 3aHMaeMOU TOMKHOCTH.

2.2.  JloMKHOCTHAs MHCTPYKLUSI SIBISIETCS HOPMATHBHBIM JIOKAJIBHBIM aKTOM
MAJIOY «Jlerckuii cax Ne 326 KOMOMHUPOBAHHOTO BHJA», PETYIUPYIOIINM
otHoueHus B pamkax MAJIOY, conepkaium o01ieo0s3aTeNIbHbIe IPABUIa TOBEICHUS
JUIS BCEX MJIM HEKOTOPBIX YYaCTHUKOB 00pa3oBaTEIbHBIX OTHOILLUEHHWH, pacCYMTaHHBIM
Ha HEOJHOKpAaTHOEe IpHUMEHEHHe, yTBEPXKJIEHHBIM IpukaszoM 3asemyromero MAJIOY
«Jerckuit cag Ne326 KOMOMHHPOBAHHOTO BHAAY.

2.3.  JIoMmKHOCTHAs MHCTPYKLHUS COCTABIISETCS 110 KaXXJOH IITATHOW JOJKHOCTH
MAJZIOY «Jerckwuii cag Ne 326 KOMOMHHPOBaHHOTO BUIA» M OOBSBISIETCS PAaOOTHUKY
IOJl PACIUCKY NPHU 3aKIIOYEHUH TPYIOBOTO I0roBOpa, a TAKKE NpH NEepeMeIleHUd Ha
JPYTYIO AOJDKHOCTD U IPU BPEeMEHHOM HCIIOJTHEHUH 00s13aHHOCTEH 110 JOJKHOCTH.

2.4.  JIoMmKHOCTHASI MHCTPYKLHSI pa3pabaThIBaeTcss UCXOIS U3 3a1au U QYHKIHUH,
BO3JIOKEHHBIX HAa KOHKPETHOro pabOTHHKA, B COOTBETCTBHM CO ILUTATHBIM
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pacniucanvem. [IpaBuiamu BHyTpeHHero Tpyzaosoro pacnopsaka MAJIOY «Jlerckuit
cag Ne 326 kOMOMHHMPOBaHHOTO BHa», ¢ cobmonenreM Koucrutyumn Poccuiickoi
®enepaunu, Tpymosoro konmekca Poccuiickodt ®enepalud M HHBIX HOPMATHBHO-
IIPaBOBBIX aKTOB.

2.5. OcHoBOH miast pa3paboTKU JOJDKHOCTHBIX HWHCTPYKLMHA  SIBJISIOTCS
«KBanuuKkalMoHHbIe XapaKTePUCTHKH JOJDKHOCTEH paboTHHKOB —00pasoBaHus»
EnuHoro  KBanuM(MKALMOHHOTO  CIPAaBOYHMKA  JOJDKHOCTEH  PYKOBOAMTEIEH,
CIIeLUANMCTOB M CiyXammx, yrBepkaeHHoro  IIpukasom — MunucTepeTBa
3/[PABOOXPAHEHMs] U COLHMAIbHOro pa3BuTUsi Poccuiickoit ®enepaunu ot 26 aBrycra
2010r. Ne7618.

3. TpeGoBanus, mnpexbsiBisieMble K CTPYKTYype M  COAEpPXKaHHIO
AOJIKHOCTHOI

HHCTPYKLHH.

3.1.  JIomKHOCTHAS HHCTPYKIHSI COCTOUT U3 CIIEAYIOLIUX Pa3/IeNioB:

- O01u1re MoJIoKEeHUSI

- JlomxHOCTHBIE 00513aHHOCTH.

- IIpaBa.

- OTBETCTBEHHOCTb.

- BzaumooTHomenus. CBsi3u M0 JOKHOCTH

3.2. B pasgene «OO0mue monoxeHus»:

- YcranaBiuBaeTcs cdepa AesTeIbHOCTH JaHHOTO CIEIHMaINCTa;

- YcraHaBaMBaeTCs MOPSIOK ero Ha3HA4YeHUs W OCBOOOXKAEHHS OT 3aHMMaeMOM
JOJDKHOCTH;

- YcTaHaBiIMBaeTcs 3aMelleHHe 10 J0KHOCTH BO BpeMsl OTCYTCTBUS;

- OnpenensioTes KBaTH(pUKAUOHHbIE TpeGoBaHUS (TpeOOBaHUs, NPENbBIsIEMbIE
K 00pa30BaHHUIO U CTaXy pabOThI), MOAYHHEHHOCTH CIIELMATNCTA | JOKHOCTHBIE JIUIIA,
KOTOPBIMU OH PYKOBOJUT;

- [lepeunicnsioTcst INpaBOBbIe aKThl W HOPMATHBHBIE JOKYMEHTBI, KOTOPBIMH
JOJDKEH PyKOBOJCTBOBATHCS CIIELUATMCT B CBOCH NesITeIbHOCTH.

B pasmen Moryr OBITh BKIIOYEHBI JApyrue TpeOOBaHUS U IIOJIOXKEHHS,
KOHKPETU3UPYIOIIMe U YTOUYHSIOIIME CTaTyC JMOJDKHOCTHOTO JIMIIA W YCJIOBHS €ro
JesITeIbHOCTH.

3.4. Pasmen «JloKHOCTHBIE OOSI3aHHOCTH» COJEPXKUT IepeYeHb OCHOBHBIX
GyHKLIMH NOJKHOCTHOTO JIMIA, a TaK)Ke yKa3bIBAarOTCSl OOSI3aHHOCTH JODKHOCTHOTO
JHLa, BO3jlaraeMble Ha HEro, yKasbiBaeTcsi (popMa ero y4acThsi B YIpPaBIEHYECKOM
npouecce (pyKOBOIWT, yTBEpXKAaeT, obecredyrBaeT, MOArOTaBIMBAET, pacCMaTpPUBAeT,
UCIIOJIHAET, KOHTPOJIUPYET, COTTIaCOBBIBACT, MPE/ICTABIISET, KYyPUPYET)

3.5. Paspen «IlpaBa» coaepxuT nmepedeHb IpaB, IPEIOCTABIAEMBbIX PaOOTHUKY
JUIs. BBIIIOJIHEHUS BO3JIOKEHHBIX Ha Hero pyHKIMH U 00s3aHHOCTEH.

3.6. B pasgene «OTBETCTBEHHOCTH» yCTAaHABIMBAIOTCS BHIbl OTBETCTBEHHOCTH
32 HECBOEBPEMEHHOE M HEKAaYeCTBEHHOE BBINOJHEHHE pPaOOTHUKOM JOJDKHOCTHBIX
0053aHHOCTEH U HEHCIIONIB30BaHKE MIPEIOCTABICHHBIX €My IpaB.

3.7. Pazpen «B3aumootHomeHus. CBS3M MO JOMKHOCTU» COHEP)KUT IEepeUeHb
HOOJDKHOCTHBIX  JIL. C KOTOPBIMH  CHELHAJUCT BCTyNaeT B  ClyXeOHbIe
B3aMMOOTHOLLIEHUs U obecrieunBaeTcsi HHPOpPMAaLUeH, YKa3bIBAIOTCS CPOKU IOJTyUSHHUs
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¥i TIpeNIoCTaBIeH s HH(POPMAIUH, ONPe/IeIseTCs MOPsI0K MOANMCaHUs, COracoBaHus U
YTBEPIKJICHHUS IOKYMEHTOB.

3.8.  O6sa3aTenbHbIME peKBU3UTAMH J{OTKHOCTHOM MHCTPYKIMH ABJISAIOTCS:

- [onnoe nanmenosanue MAJIOY;

- 3aroyI0BOK K TEKCTY;

- Buzsl cornacoBanus;

- [Toamuck, rpud yTBEpKIACHHU.

4. Iopsiaok pa3spaGoTKH, COIJACOBAaHHUs, YTBEP:KICHHS M BBeIeHHS B
AeiicTBHE N0JLKHOCTHOH HHCTPYKIUHH

JIOMKHOCTHAsT HHCTPYKLMs pa3pabaThlBaeTCs 3aBeyHOLIUM MAJIOY nubo
JIMLOM, YTIOMTHOMOUYeHHBIM 3aBenyromum MAJIOY. B ciywae, eciu JlomKHOCTHAs
MHCTPYKIUST pa3pabaThIBaeTCs JIMIIOM, YIOJHOMOYECHHBIM 3aBE/YyIOLIUM MAJIOY, T0
OHA IOIKCHIBAETCS Pa3pabOTINKOM.

4.2. JIO/KHOCTHAS MHCTPYKIMS TOCHe pa3spabOTKH MepenaeTcsi B NPO(COIO3HbIH
KOMHTET IIepBHYHOM TMPO(COIO3HOH OpraHM3allMy, MpPEeJCTABIMIOINA HHTEPECHI
GonbumHcTBa pabotHukoB MBJIOY (naiee - TpodCOIO3HBIH KOMHTET). [Tpodcoro3nbii
KOMHTET B CPOK HE IO3JIHee JecsiTd pabouux [Heil CO MHS nonydeHus JIOIKHOCTHOH
MHCTPYKIMH OCYIIECTBIISIET COracoBanue JoMKHOCTHOH HHCTPYKUMH. B ciyyae, eciu
NPO(COIO3HBIA KOMHUTET HE COINIACeH C TEKCTOM JIOMKHOCTHOM MHCTPYKLMH 6o
BHOCHT MPEIIOKEHUS] IO €ro COBEPIIEHCTBOBAHUIO, TO 3aBEIYHOILEMY MAJIOY
HANpaBJIseTCcs MOTUBMPOBaHHOe MHeHHe. 3aBenyronmid MAJIOY MoxkeT cornacuThbes ¢
HUM JIH00 00s3aH B TeUeHHe ISATH JHEW Mocie MOoJy4YeHHs] MOTHBHPOBAHHOTO MHEHUS
TIPOBECTH JIOTOJHUTENBHbIE KOHCYIbTAlMH € MPO(COIO3HBIM KOMUTETOM B LENAX
JIOCTHIKEHHUS B3aUMOITPUEMIIEMOTO PELLEHHUS.

IIpy He JOCTHKEHMH COIVIaCHsi BO3HHKIIME pasHOIJIacus OG(OPMIISIOTCS
npoTokosnoMm, Tmociae dero 3asenytomuid MAJIOY umeer mnpaBo  yTBEpAMTH
JIOIDKHOCTHYIO HHCTPYKIIHIO.

5. YrBepxkaenune JoKHOCTHOH HHCTPYKIHH

5.1.  3asenyrommit MAJIOV «Jlerckuii cag Ne 326 KOMOMHMPOBaHHOTO BHIa»
yTBepxkaaeT JJoDKHOCTHYIO HHCTPYKIIUIO ITyTE€M U3/1aHusl COOTBETCTBYIOLIETro PUKasa.

5.2. B mpukase B 00s3aTe/IbHOM NOPSIJIKE YKA3bIBAIOTCS:

- Jlata BBeieHus JJOMKHOCTHOM HHCTPYKLIMU B J€HCTBUE,

- Vkaszanue 00 03HaKOMJIEHUH pabOTHUKOB ¢ J{ODKHOCTHOM HHCTPYKLMEH U CPOKH
JUISL 3TOTO;

- @aMuIuKM ¥ JODKHOCTH JIMIl, OTBETCTBEHHBIX 3a coOmojaeHue JlomKHOCTHOM
HUHCTPYKIIUH;

- Mlup1e ycnoBwusl. ,

5.3.  VYrBepxnaenusie JIOJDKHOCTHbIE HHCTPYKLHH MOAJEXaAT 00s3aTebHOM
perucTpalMi B COOTBETCTBMM C TpeboBaHMsMHU penonpousBoiactBa B MAJIOY ¢
MPUCBOEHHEM MM IOPSAKOBOIO HOMepa.

6. O3nakomiienue paGoTHHKOB ¢ J{0/IZKHOCTHOH HHCTPYKIHEH
6.1.  Osmakomiienue paborauka MAJIOY ¢ JIO/KHOCTHOH HHCTPYKLMEH B
00s13aTeIbHOM TIOPSIZIKE OCYLIECTBIISIETCS MPU MOCTYIUIEHHH Ha pabory B MAJIOY
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«Jlerckuit cam Ne 326 koMOMHHpOBaHHOrO BuAa». O3HAKOMJIEHHE OCYMIECTBIAET
sapenytomuit  MAJIOVY. Ilocie o3HakoMiIeHMs —paOOTHHK —IPOCTaBIAET —Ha
JIO/DKHOCTHOM MHCTPYKLMHM O3HAKOMUTEIbHYIO BH3Y - C MHCTPYKLHedl O3HAKOMIICH,
Jata, MOIIHKCh.

6.2. Osznaxomiuenue paborauka MAJIOY ¢ JIOMKHOCTHOW HMHCTPYKLHEH B
00s3aTe/IbHOM TIOpSZIKE OCYIIECTBISIETCS. IIPU TepeBofe paboTHHKAa Ha JPYryro
JOJDKHOCTh WJIM BPEMEHHOM IlepeBoje Ha JApyrylo pabory. OsHakomieHHe
ocymectsiser 3aseaytoumii MAJIOY. Ilocne o3HaKoMJIeHHsI pabOTHHK TPOCTaBIsET
Ha JIOJDKHOCTHOM MHCTPYKIMHM O3HAKOMHTENIBHYIO BU3Y - C HHCTPYKLHEH 03HAKOMIIEH,
Jara, MOJIHKCE.

6.3. TpeboBanus, YCTaHOBJIEHHBIE B JIOKHOCTHOU UHCTPYKLIUU
JeCTBUTENBHBI C TOTO MOMEHTA, KOrja pabOTHUK ObLI ¢ HEH O3HAKOMIIEH.

6.4. B cnyusae ecnu pabotHuk MAJIOY oTkasbiBaeTCs pacIucaThCs B
O3HAKOMJICHMM MM TonydeHuH JIOJDKHOCTHOM MHCTPYKUMM, MaHHBIA —OTKa3
dukcupyeTcss IyTeM COCTaBIEHHs aKra B IPUCYTCTBUM HE3aMHTEPECOBAHHBIX
ceumereneil. B akre Takke Qukcupyercss (KT O3HAKOMJIEHHs paboTHHKA C
cozepkanneM JIODKHOCTHON MHCTPYKIMH B MHOH popme ([lOJDKHOCTHAsS MHCTPYKLMS
3aunTHIBAETCA BOIyX 3aBeayomum MAJIOY).

6.5.  Jlna Tekymie# paboThl ¢ MOUTMHHUKA JOJDKHOCTHOW MHCTPYKLMU CHUMAIOT
3aBepeHHyI0 KOIHIO, KOTOpYIo BbliatoT pabotHuky MAJIOY, paotaroiieMy B AaHHO#H
JIOJDKHOCTH.

7k Buecenne uzmeHenuii B J{0JKHOCTHYIO HHCTPYKIHIO.

7.1. BHecenue m3MeHeHUU B JIODKHOCTHYIO HMHCTPYKLHIO OCYILISCTBISETCSA B
CIIEAYIOIUX CIyqasX:

7.1.1. B cBa3u ¢ u3MeHeHHEM O00s3aTeNIbHbIX YCJIOBHM TPYJOBOrO JOTOBOpA.
Vka3aHHas INpoLeaypa IPOBOAMTCS B COOTBETCTBUH ¢ TpeboBanusmu TpymoBoro
komexkca P® (paGoTHMK J[go/DKeH ObITh He IO3JHee, 4YeM 3a 2 Mecsdua Jo
TPE/IoJIaraéMoro M3MeHEeH s IMCbMEHHO yBenoMIeH. Tlocyie nomydenus pabOTHUKOM
COrJallleHuss Ha INPOJODKEHHE TPYAOBBIX OTHOLIEHMH, BHOCSTCS ¥ BMEHEHHS B
JIOIDKHOCTHYIO MHCTPYKLIHUIO).

7.1.2. 1.2 Tlpu u3MeHEHWH OPraHW3ALMOHHBIX YCIOBUH Tpyna, 0€3 M3MEHEeHHs
TPYJAOb ¥ yHKIMU pabOTHHKA.

7.2. 3aepytoumii MAJIOY wnnm nuIo, yHOJHOMOYEHHOE MM, COCTaBIISET
JIOJOKHOCTHYIO MHCTPYKLMIO B HOBOM peJaklMM, KOTOpas COTIJIacOBBIBACTCS U
YTBEPXKIAETCS B COOTBETCTBHU C TPeOOBAHUSIMU. YCTAHOBJIEHHBIMU pasfenamu 4 u 5
Hacrosimero [Tonmoxxenust. O3nakomienue paboTHHKA ¢ JIOJDKHOCTHOM MHCTPYKIMEH
OCYILECTBIISIETCS. B COOTBETCTBHM C TpeOOBaHUSIMH, YCTAHOBICHHBIMH pa3feioM 6
Hacrosuiero [Tomoxenus.

8. XpaHeHHue J0KHOCTHBIX HHCTPY KU HH

8.1.  JIOIKHOCTHBIE HMHCTPYKLMH XpaHATCS B COOTBETCTBUU C IIPAaBUIIAMH,
YCTaHOBJIEHHBIMU B [lepeuHeM THIOBBIX YINpPaBICHUYECKUX AaPXMBHBIX JOKYMEHTOB,
o0pasyroIuxcsi B IIpolLecce JEeSATeIbHOCTH TIOCYJapCTBEHHBIX OpPraHOB, OpPraHOB
MECTHOI'O CaMOYIPaBICHUS U OpraHU3alUi, YTBEPKICHHBIM NPUKa30M MUHKYIBTYpBI
Poccuu ot 25.08.2010 Ne558.

8.2. JlomxHOCTHBIe  MHCTpyKuuu  pabotHukoB ~ MAJIOY  moanexar
NOCTOSTHHOMY XpaHeHuto B MAJIOY B TedueHue Tpex JIET MOCJIE UX 3aMEHbI HOBBIMH.
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