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1. O6mue nonoxenus

1.1. Hacrostiee I[Tonoxenne o TOMKHOCTHOM MHCTPYKIMH pabGOTHHKOB (najee
[Tonoxenue) MAJIOY «Jlerckuit cag Ne 380 KOMOMHHUpPOBAaHHOrO BHAa» (najee -
MAJIOY) paspaGoraHo B 1elsX peryIMpoBaHHS  B3aMMOOTHOIIEHHIT MEXTy
paboTHHKOM ¥ paboToaaTesnem B Jiule 3apeaytomeit MAJIOY.

1.2.Hacrosiee Tlonoxenue onpenenser ocCHOBHbIe TpeGOBaHUs K CTPYKTYpe
COACPXKAHHIO IOJKHOCTHOM MHCTpYKUuK pabotHukoB MAJIOV, a takke K mpoueaype
pa3paboTK¥ JOJDKHOCTHBIX MHCTPYKUWH, MNOPAJAKY WX HPHHSTHS, yTBEpIKIEHH,
BHECEHHS B HUX JOIOTHEHUN U U3MEHEHUH.

2. IloHsiTHe 0 JOJIZKHOCTHON HHCTPYKUHH

2.1. HomxHocTHas MHCTpyKIuMs pabotHuka MAJIOY (nanee - JlomxHOCTHAS
MHCTPYKLHS) - OCHOBaHHBIH Ha HOPMax 3aKOHOJATENbCTBA OGUIMATBHEIA ITPABOBOI
AOKYMEHT, perjaMeHTHUPYIOIIU OpraHu3allMOHHO-IIPABOBOE IOJIOXKEHHE pPabOTHHUKA
MAJIOY, ero o6s3aHHOCTH, IIpaBa, OTBETCTBEHHOCTb, 0GeCIeYHBAIOLIHI YCJIOBHS ISt
ero 00bEeKTUBHOM pabOThI MPH OCYLIECTBIEHUH MM TPYLOBOI JESTeIbHOCTH COMIacHO
3aHUMaeMOM JOJIKHOCTH.

2.2. JIo;mKHOCTHAs MHCTPYKIHMS SIBJSIETCS HOPMATHBHBIM JIOKAJIBHBIM aKTOM
MAJIOY, perymupyromum — oTHomenuss B pamkax MAJIOY, coxepxkarmm
oOuieo0s3atenbHble MpaBuUla MOBEIEHHsS JUIS BCEX WIM HEKOTOPBIX YYacTHHKOB
00pa3oBaTeNbHBIX OTHOLIEHHH, PACCYMTAHHBIM Ha HEOJHOKPATHOE IPHMEHEHHUE,
YTBEPXKICHHBIM NPpHUKa3oM 3aBeaytoieir MAJIOVY.

2.3. JlomkHOCTHAS. HHCTPYKLHUSI COCTABIISAETCS M0 KAXKIOM IITATHON HODKHOCTH
MAJZIOY u obbsBnsercss paGOTHHKY IOJ POCIHCH NP 3aKIIOUEHHH TPYHLOBOTO
J0roBOpa, a TaKXKe NP IMEPEeMEIIEHUH Ha JAPYryl0 IOJDKHOCTH M IIPH BPEMEHHOM
HCIIOJIHEHUH 0053aHHOCTEH 110 JOJKHOCTH.

2.4. JloypKHOCTHAS. MHCTPYKLMS pa3pabaThiBaeTcst MCXO/s U3 3a1a4 ¥ QYHKIIHIA,
BO3JI0)KEHHBIX Ha KOHKPETHOIO pabOTHHKA, B COOTBETCTBUH CO LITATHBIM PACIIMCAHHUEM,
[IpaBunamu BHyTpeHHero TpynoBoro pacrnopsaka MAJIOY, ¢



cobmonenuem Koucrutyunn Poccuiickoit  ®enepammu, Tpyzosoro kosekca
Poccuiickoii Menepanuu U HHBIX HOPMATUBHO-IIPABOBBIX AKTOB.

2.5. OcHOBOM 11 pa3pabOTKM JOMKHOCTHBIX MHCTPYKUMH  SIBISEOTCS
«KBannduKauMoHHble XapaKTePUCTUKH [OJDKHOCTEH pPaBOTHUKOB 06Gpa3oBaHMUS»
EquHoro  KBalMQUKalMOHHOrO — CIPaBOYHMKA  JOJDKHOCTEH — PYKOBOMUTEIIEH,
CIICHMANUCTOB M CIY)KaIlUX M0 TpodeccusiM pabounX, KOTOPHIE YTBEPIXKICHBI
(hesepabHBIM OpraHOM HCIIOJNHHUTENLHOM BIACTH, U MPodecCHOHATbHBIN CTaHJapT,
YTBEPXKIACHHBIA IpHUKa3oM MHUHHCTEpCTBA Tpya M COUMANBbHOW 3amuThl PO o
18.10.2013r. Ne544 «O6 yrBepxknenun npodeccuonansHoro crangapra «[legaror
(menaroruyeckasi JesATENBHOCTE B cdepe JOMKONBHOTO, HAYAIBHOTO OBILEro,
OCHOBHOT'0 0011er0, cpeaiHero obero o6pasoBanust) (BOCTIUTATENb, YUUTEb).

3. TpeGoBanus, npeabsB/sieMble K CTPYKTYpe H COAEPKAHUIO A0JKHOCTHOI
HHCTPYKIHH.
3.1. lo/mKHOCTHAS MHCTPYKLHSI COCTOUT U3 CJIELYIOIIMX Pa3iesIoB:

- O01me monoXkeHus

- JIOIDKHOCTHBIE 00S13aHHOCTH.

- IIpaga.

- OTBETCTBEHHOCTb.

- B3aumooTtHommenus. CBsi3u 110 JOIKHOCTH.

3.2. B paznene «OOI1He MONI0KEHUSN»:

- yCTaHaBIIMBaeTCs cepa AeSITeIbHOCTH JaHHOIO CIIELUATUCTA;
- YCTaHABJIMBACTCS IOPSNOK €ro Ha3HauYeHHUss U OCBOOOXIEHHUS OT 3aHUMaeMOi
JOJIKHOCTH;

- YCTaHaABJIMBAETCs 3aMeIlEHHeE 110 JJOJDKHOCTH BO BPEMSI OTCYTCTBUS;

- ONPENeNISAIOTCS KBaIM(UKaUMOHHbIEe TpeOoBaHus (TpeGOBaHUs, IpeabsBIsieMble K
00pa30BaHUIO U CTaXy pabOThI), MOAYMHEHHOCTD CleLMANNCTa U J0DKHOCTHBIE JIHIIA,
KOTOPBIMU OH PYKOBOJIUT; :

- MIEPEYHCIIAIOTCS IPABOBBIE aKThI M HOPMATUBHBIE TOKYMEHTBI, KOTOPBIMH JOJIKEH
PYKOBOJACTBOBATHCS CIIELIUATIUCT B CBOEH JIEATEILHOCTH.

B pasmen MoryT OBbITh BKIIOYEHBI Ipyrde TpeOOBaHMS U IOJNOXKEHHS,
KOHKPETH3UPYIOLINE U YTOYHSIOIIME CTATYC JODKHOCTHOTO JIMLA W YCIOBHSI €rO0
NeSITEIBHOCTH.

3.4. Paznen «JlomxHOCTHBIE OOSI3aHHOCTH» CONEPIKUT IepeyeHb OCHOBHBIX
(GyHKIUH TODKHOCTHOTO JIMIA, & TAKKE YKA3bIBAIOTCS OOS3aHHOCTH JOJKHOCTHOTO
JMLa, Bo3jlaraeMble Ha HEro, yKasbIBaeTcs (JOopMa ero y4dacTHsi B YIpaBJIeHUECKOM
nporecce (PyKOBOIMUT, yTBEPKIAeT, 00eCednBaeT, OAr0TaBIMBAET, PACCMATPHBAET,
UCIIOJHSET, KOHTPOJIMPYET, COMIACOBBIBAET, IIPE/ICTABIISAET, KyPUPYET U T.[.)

3.5. Pasmen «llpaBa» colepkuUT mepedeHb MpaB, MPeROCTABIIEMBIX
CIEHHUAJIMCTY JUIS BBIIIOJIHEHHsI BO3JIOXKEHHBIX Ha Hero GyHKIUI 1 00s3aHHOCTEH.

3.6. B paspene  «OTBETCTBEHHOCTB»  YCTAHABAMBAKOTCS  BUJbI
OTBETCTBEHHOCTH 3@  HECBOEBPEMEHHOE M  HEKAaYeCTBEHHOE  BBINOJHEHUE
CHIELMATMCTOM JTOJDKHOCTHBIX O0S3aHHOCTEH M HEMCIIOb30BaHUE IPeI0CTaBIEHHBIX
€My IpaB.

3.7. Paznen «BzaumooTtHomeHus1. CBA3M M0 JOHKHOCTHY» COJEPIKUT NepevyeHb
JOJDKHOCTHBIX JIMII, ¢ KOTOPBIMU CIIELUAIUCT BCTYIAET B CITy)KeOHBIE



B3aUMOOTHOIIEHMs. ¥ obecreyuBaeTcss HMHQOpMALHed, YKa3bIBAIOTCS  CPOKH
MOJY4eHUs. ¥ TPEJOCTABICHUS. WHOPMALIUM, OIIPe/IeISieTCs] TIOPSAI0K MOAMHCAHMS,
COIJIaCOBaHMsI U YTBEPXKIAEHUSI TOKYMEHTOB.

3.8. Obsi3atenbHbIMU peKkBU3HTaMU JIOJHKHOCTHOM HHCTPYKIIMH SBISIOTCS:

- mojiHoe HauMeHoBaHue MAJIOY;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COITIACOBAHUSI;

- IOAIINUCH, TPU( YTBEPIKACHHUS.

4. Ilopsinok pa3paboTKH, COrJIacOBAHHSI, yTBEPKAEHHUS H BBEICHHS B
AelCTBHE 10JI5KHOCTHONH HHCTPYKIHH.

4.1. JlomxHOCTHas MHCTPYKUMsi paspabaTeiBaetcs 3aBemyromeii MAJIOY
b0  JIMIOM, YIOJHOMOYeHHBIM 3aBemylomein MAJIOY. B clIlyyae eci
JIOIKHOCTHAsE  WMHCTPYKIMsl  pa3pabaTbiBaeTcss — JHIOM,  YIOJHOMOYEHHBIM
3apenytomeit MAJIOY, To oHa noamuceiBaeTcs pazpaboTIHKOM.

4.2.  JIOJOKHOCTHAas HMHCTPYKUHMsS Mocle  pa3paGoTKu nepenaercss B
NPO(hCOIO3HBIA KOMUTET NMEePBUYHOMN MPOQCOI03HOI OpraHu3aluH, [peICTaBISIIOLINN
MHTEpeck! OonbmHeTBa paboTHHKOB MAJIOY (nanee - mpodcoro3Hblit KOMHUTET).
IIpocoro3HbIi KOMHUTET B CPOK He MO31Hee JecsTH pabodnx JHell co aHs HOJTyYeHUS
JIOJOKHOCTHOM ~ MHCTPYKUHMH  OCYILIECTBIISIET cornacoBanue  JlomkHOCTHOM
HHCTPYKIMH. B citydae eciu mpodcoro3HBI KOMHTET He COriaceH ¢ TeKCTOM
JIOIDKHOCTHOM MHCTPYKIIMH TM60 BHOCHT IPEIOKEHHS TI0 €0 COBEPLICHCTBOBAHMIO,
T0 3apenyomed MAJIOVY HampaBnsercs MOTHBHPOBaHHOE MHEHHE. 3aBelylolas
MAJIOY Moxer coriacutbcs ¢ HUM 1ub60 00s3aH, B TedeHHe MATH JHEH Mocie
MOJTy4eHUS] MOTUBUPOBAHHOTO MHEHHSI, IPOBECTH JOTIOJHUTENIbHBIE KOHCYIBTALUH C
MPO(COIO3HBIM KOMHTETOM B LIEJISIX JOCTHKEHHS B3aUMOIIPHEMIIEMOTO PELeHH S,

Ilpy He mOCTWXKEHMH cOrnacus BO3HHUKIIHE PA3HOTIACHS OMOPMIISIOTCS
IPOTOKOIOM, 1ocyie 4ero 3aBemyromas MAJIOY umeer mnpaBo yTBEpAUTH
JIOJKHOCTHYIO HHCTPYKIIHIO.

S. YrBep:kaenue JI0/1KHOCTHON HHCTPYKLIHH

5.1. 3asexyrommit MAJIOV yrBepkaaer JomKHOCTHYIO HHCTPYKIMIO ITyTeM
U3JaHHs COOTBETCTBYIOIIETO IIpHKa3a.

5.2. B mpukase B 00s13aTe/IbHOM MOPSIKE YKa3bIBAIOTCS:

- nara BBeJieHHs JIOJDKHOCTHON HHCTPYKIMH B I€HCTBUE;

- yKazaHue o0 03HAKOMJIEHHH PabOTHHKOB ¢ JIOJKHOCTHON WHCTPYKLHEH H
CPOKH JUJIsl 3TOTO;

- (paMUIIMHU U TOJDKHOCTH JIML, OTBETCTBEHHBIX 3a coO0eHIe JI0IKHOCTHOM
UHCTPYKLHUU;

- MHBIE yCJIOBHSI.

5.3. YTBepxaeHHble JIOIDKHOCTHBIE WHCTPYKLUM IIOJUIEKAT OOS3aTeNBHOMN
PEruCTpallud B COOTBETCTBHHM ¢ TpeOOBaHMSIMHU JenonpousBojactBa B MAJIOV ¢
NPUCBOEHUEM UM IOPSIKOBOTO HOMepa.

6. O3HakomJ/ieHHe paGoTHHKOB ¢ J{0JKHOCTHON HHCTPY KUKl
6.1. HeoTpemnemoll 4acTblO TOJDKHOCTHOM MHCTPYKI[MU SIBISETCSI JIMCT



O3HaKOMJICHHSI, KOTOPBIN BEAETCS B OPraHU3aLUU U CIIYXKUT 10KA3aTENbCTBOM TOTO,
4TO pabOOTHUK O3HAKOMHUIICS C AOJIKHOCTHOM HHCTPYKLHEH

6.2.03nakomnenne pabotnuka MAJIOY ¢ J{omKHOCTHOM UHCTpYKIIUEH B
00s13aTeILHOM TOPS/IKE OCYINECTBISETCS MPHU TOCTYIUIEHHH Ha paboty B MAJIOV.
OsHakomsienne ocymectsiser 3asemytonmii MAJIOY. Ilocie 03HAKOMIEHHS
pabOTHUK TpocTaBnseT Ha JIOIKHOCTHON MHCTPYKLHH O3HAKOMHTEJIbHYIO BH3Y - C
UHCTPYKIMENH O3HAKOMIIEH, J1aTa, IIOAIHUCh.

6.3. Osnaxomnenue paborauka MAJIOY ¢ JIo/KHOCTHO# UHCTPYKIMEH B
00s3aTeJIBHOM MOpSIIKE OCYIECTBISETCS ITIPU IMepeBOje paboTHHKA Ha Jpyryio
AODKHOCTb MM BPEMEHHOM IIepeBOJie Ha Jpyrylo pabory. O3HakoMmieHHe
ocymecTsiseT 3apenytommit MAJIOY. Tlocne o3HakomiIeHHs paGOTHHK TTPOCTABISIET
Ha JIOIKHOCTHOM HMHCTPYKLIMH O3HAKOMMTENBHYIO BH3y - C UHCTPYKIHEH
O3HAKOMJIEH, J1aTa, MOIIHUCE.

6.4. TpebGoBauus, ycraHoBieHHble B J[OJDKHOCTHOM HHCTPYKIIHH,
JICUCTBUTEIIBHBI C TOTO MOMEHTA, KOT/Ia PAGOTHUK ObLJI ¢ Hell 03HAKOMIICH.

6.5. B cmyuae ecmu pab6orauxk MAJIOY orkasbiBaeTcs pacnucarbcsi B
O3HAKOMJICHWH HWJIM MOJTy4eHHH JIOJDKHOCTHOM WMHCTPYKUMM, [NAHHBIH OTKAa3
(QUKCHpYeTCsi MyTeM COCTaBICHHS aKkTa B NPUCYTCTBUM HE3aUHTEPECOBAHHBIX
cBuieTened. B akre Taike Qukcupyercss (akT o3HaKkoMmieHHs paGOTHHMKA C
coneprxkanueM JIOJDKHOCTHON MHCTPYKIMK B MHOM (hopme ([JomxHoCTHAS HHCTPYKLIUS
3a4MTBIBACTCS BCIIYX 3aBenyromeid MAJIOV). \

6.6. Jlna Tekymeit paGoTHl ¢ NOIJIMHHHKA JOKHOCTHOM UHCTPYKIUHU
CHHMAiOT =~ 3aBEPEHHYIO  KOIIMIO, KOTOPYIO BbIIalOT pabGotHuky MAJIOY,
paboTarommemMy B TaHHOM JOMKHOCTH.

7. Buecenne usmenenuii B JIo/J2KHOCTHYI0 HHCTPYKIIHIO.

7.1. BHeceHne usmeHeHui B JIOIDKHOCTHYIO HHCTPYKIHIO OCYILECTBIISETCS B
CIIEAYIOLIUX CITyJasx:

7.1.1. B CBAI3U C U3MEHEHHEM 00S3aTENbHBIX YCIOBUH TPYI0BOTO J0roBopa.
YkazaHHas Tpoueaypa NPOBOAUTCS B COOTBETCTBHH C TpeGOBaHHSAMHU TpynoBoro
kozmekca PO (paGoTHMK JHomKkeH OBbITh He II037Hee, YeM 3a 2 Mecsila Jo
NpEAroNaracMoro  M3MEHEHHs MUCbMEHHO  yBenomsieH. [locie  mosydeHus
pabOTHUKOM COTNIAIIEHUs HA [POJOJUKEHHE TPYIOBBIX OTHOIICHHH, BHOCSTCS
U3MEHEHUs B JI0OJDKHOCTHYIO0 HHCTPYKIIUIO).

7.1.2. npu M3MEHeHMH OpraHHM3aLMOHHBIX YCIOBHIl Tpyma, 6e3 H3MeHeHHs
TPYZOBOH (QyHKIIMH paGOTHHUKA.

7.2. 3aBenywmas MAJIOY wunu nuno, YIIOJTHOMOYEHHOE WM, COCTaBJISIeT
JIOIDKHOCTHYIO MHCTPYKIMIO B HOBOM peJlaklMH, KOTOpas COIJIacoBbIBAETCS W
YTBEPXKIAETCS B COOTBETCTBHUHU C TPeOOBAHUSAMM, YCTAHOBJIEHHBIMU pasfienaMu 4 u 5
Hacrosmero Ilomoxenus. O3nakomyienne paGoTHuKa ¢ JIOMIKHOCTHOM HHCTPYKIIHeit
OCYILIECTBJIETCS B COOTBETCTBMU C TPeOOBaHMSMH, yCTaHOBJIEHHBIMH Pa3lesioM 6
Hacrosero [lomoxenus.

8. Xpanenue JI0/IZKHOCTHBIX HHCTPYKIHIA.

8.1.  CornacoBanHyr0o M yTBEPXKIEHHYIO JOKHOCTHYIO MHCTDPYKLIHIO

HYMEpYIOT, IIHYPYIOT, 3aBEPSIOT MEYaThlO YUPEXKIECHUS U XPaHAT B KaOUHeTe



3aBE€OYIOUIETO B COOTBETCTBUHU C YCTAHOBJICHHBIM IIOPSIAKOM. CpOK XpaHCHUSA
JOJDKHOCTHOM MHCTPYKIHH I10CJI€ 3aME€HBI HOBOH ITOCTOSIHHO.



