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IMoJ105KeHHe 0 A0KHOCTHOH HHCTPYKIHH paboTHHKOB MyHHIMIIAJILHOTO
61017KeTHOT0 J0LIKOJILHOT0 00pa3oBaTe/IbHOI0 yupesxaenus «/lerckuii can
o6mepassuBatomero uaa Ne28 «Psounka» cena bonbmne Karoun
3e/1eHO10JIbCKOr0 MyHHIIHNAILHOTO paiiona Pecny6auku TaTapcran»

~ 1. O6mue MoN0KEHHSsI
1.1. Hacrosimee ITonokeHHe O HODKHOCTHOM MHCTPYKUMH pabOTHHKOB
(nanee

[Tonoxenune) MyHULIMIAIBHOTO GIOKETHOTO JIOMIKOJBHOIO 00pa30BaTebHOro
yupexkienus «JleTckuil can obuiepassupatoutero Buaa Ne28 «Psbuka» cenma
Bosnbiipie Kimoun 3eeHOM0NBCKOro MyHHLMIAIBHOro paiona Pecry6iuku
Tarapcran» (nanee - VYupexneHue) pa3pabOTaHO B LeEIAX PeryIHpOBAHHMS
B3aUMOOTHOILIEHHH MeX1y paGOTHUKOM U paboTozaTeneM.

1.2.  Hacrosiee [TonoxeHue onpeaesseT OCHOBHbIE TPeOOBaHUS K CTPYKType
M COJEPKAHMIO JOJDKHOCTHOM MHCTPYKLMHM PabOTHUKOB Y4YPeRICHH, a TAKKe K
Tnpoleaype pa3paboTKU JOMKHOCTHBIX MHCTPYKUHMH, MOPSIKY WX NPUHSATHS,
YTBEepX/IeHNsl, BHECEHHUS B HUX JIOTIOJHEHU! ¥ H3MEHEHHH.

2. ITonsiTHe JOJIKHOCTHOH HHCTPYKUHH
2.1.JI0/KHOCTHAS HHCTPYKLIHMs paGoTHHKA yupexieHus (nanee — Jlo/KHOCTHas
WHCTPYKIMS) — OCHOBAHHBIi Ha HOpPMax 3aKOHONATENbCTBA OQHMUMATBHBIA
[paBOBOU JIOKYMEHT, perjiiaMeHTUPYOLLUH OpraHM3allMOHHO-NIPaBOBOE
rnonokeHue pabOTHHKA yupexJIeHHs, ero 00sA3aHHOCTH, MpaBa, OTBETCTBEHHOCTS,
obecreYnBaoIMil ycioBHs st ero 3GQexTHBHON paboThl MPU OCYIIECTBIECHHH
MM TPY/I0BOM JI€ATEIBHOCTH COTIACHO 3aHUMAeMOM JO/KHOCTH.

2.2. JIOMKHOCTHAs MHCTPYKLMS SBISETCS HOPMATHBHBIM JIOKAIBHBIM aKTOM
yUpeKIeHHsl, PeryJIUPYIOLIMM OTHOLIEHHS! B PaMKaxX yYpex/IeHHUs, COACPKALINM
o61eobs3aTe/IbHble IPABHJIA TOBENEHUs Ul BCEX MM HEKOTOPBIX yYaCTHHKOB
00pa30BaTebHBIX OTHOLICHHH, PaCCUMTAHHBIM Ha HEOJHOKPATHOE NMPUMEHEHHUE,
YTBEPIKICHHBIM IIPUKA30M 3aBE/yIOIIEr0 YUpexICHUS.

2.3. JIOMKHOCTHAS HHCTPYKLHS COCTABIISETCS MO KaXAOH WITATHON A0KHOCTH
yupesxaeHus U 00bsiBIseTCs pabOTHHKY MO/ POCIIUCH NPH 3aK/IH04EHUH TPYA0BOro

*



JIOTOBOpPA, a TaKXKe MPU TEPEeMENICHHMH Ha APYTYI JTOJDKHOCTh W TPHU
BPEMEHHOM MCIIOJIHEHUU 00sI3aHHOCTEHN MO JOJIKHOCTH.

2.4. JIomKHOCTHAsI HHCTPYKLUS pa3pa0daThIBACTCS UCXOJs U3 3a7a4 U QyHKIIHH,
BO3JIO)KCHHBIX HA KOHKPETHOIO pa0OTHHKA, B COOTBETCTBUM CO IIITATHBIM
pacniucanueM, [IpaBuiiaMu BHYTPEHHETO TPYJOBOTO PacHopsiKa B YUPEKIACHHUH, C
coomoaenueM Koucturymuu Poccuiickoit ®enepanuu, TpyAOBOro Kojekca
Poccuiickon ®@enepanuy 1 UHBIX HOPMaTUBHO-IIPABOBBIX AKTOB.

2.5.0cHOBO#1  myig  pa3pabOTKA  JTOJDKHOCTHBIX ~ HMHCTPYKUUH  SBIISIOTCSA
«KBamupukammoHHble XapaKTePUCTUKH JTODKHOCTEH paOOTHHKOB O0Opa30BaHUS
EnuHoro kBanmUKAMOHHOTO CHPABOYHUKA JOJDKHOCTEH PYKOBOIMTEIEH,
CHEHHAIINCTOB W  CIy)KaluX, YyTBepkKaeHHoro IIpukazom MuHucrepcTBa
3IpaBOOXpAHEHUs U COUUabHOrO pa3Butus Poccuiickoit depeparuu ot 26
asrycra 2010r. Ne761H.

1. TpeGoBanus, npeabsBJsieMble K CTPYKTYPeE U COAePKAHUIO
JTOJIKHOCTHOW MHCTPYKIMH.

1.1. JloyKHOCTHAS MHCTPYKIIHMSI COCTOUT U3 CIEAYIOIIUX Pa3/IelioB:

- 001IIME MTOJIOKECHHUS;

- IOJDKHOCTHBIE 00513aHHOCTH;

- IpaBa;

- OTBETCTBEHHOCTD;

- B3aUMOOTHOIIEHUs. CBS3H 10 JOHKHOCTH.

3.2. B pazgene «OO1111€ MOT0KEHUS»:

- ycTaHaBIuBaeTcs cepa AesITeTbHOCTH JAHHOTO CICITHANKCTA;

- YCTaHABIMBAETCS MOPSIOK €r0 Ha3HAYCHUS U OCBOOOKIEHUS OT 3aHUMaeMOU

JOJDKHOCTH;

- YCTaHABIUBACTCS 3aMEIICHUE TI0 JOJKHOCTH BO BpEMSI OTCYTCTBUS;

- ONPEEIAI0TCSA KBTI (PUKAIIMOHHBIE TpeOoBaHUS (TpeboBaHwUs,

NpeabsaBiIsieMble K OOpa3oBaHUI0O U CTaxy paboThl), MOJYMHEHHOCTD

CHEIUAIKNCTA U JOJDKHOCTHBIC JIUI[A, KOTOPHIMH OH PYKOBOIUT;

- TMEPEYHUCISIIOTCS TPABOBbIE AKTHI U HOPMATHBHBI JIOKYMEHTBI, KOTOPBHIMU

JIOJKEH PYKOBOJICTBOBATHCS CIICIIMAIIMCT B CBOEH JCSTEIHHOCTH.

B pasmen Moryr ObITh BKJIIOUEHBI Jpyrue TpeOOBaHUS M IOJOXKECHHS,
KOHKPETHU3UPYIOIIME U YTOUHSIONIUE CTATyC JOKHOCTHOTO JIMIA U YCIIOBUS €T0
NEATCTLHOCTH.

3.4. Paznen «JlomKHOCTHBIE 00SI3aHHOCTH» COJEPIKHUT MEPEUEHb OCHOBHBIX
GYyHKIMA ~ TOJDKHOCTHOTO — JIMIA, a TakkKe  YKa3bIBAlOTCS  00S3aHHOCTH
JOJDKHOCTHOTO, BO3JIaracMble Ha HEro, YKa3bIBalOTCS (OPMBI €ro yJacTHs B
yIOpaBJICHUYECKOM  Tporecce  (PYKOBOAWUT,  HCIIOJHSAET,  KOHTPOJHUPYET,
COTJIaCOBBIBACT,  NPEJACTABISICT, KYpPHpPYET, yTBEp)KIaeT, oOecreynBact,
MOTOTABINBAET, PACCMATPUBACT U T.J1.)

3.5. Pazmen «lIpaBa» comepXHT TmepedeHb TIpaB, MPEIOCTABISIEMbIX
CIEIUAIKCTY JJIS BHITTOJTHEHUS BO3JI0’KEHHBIX Ha HETO (PYHKITHI 1 00S3aHHOCTEH.

3.6, B pazgene  «OTBETCTBEHHOCTBbY»  YCTAHABJIMBAIOTCA  BUJbI
OTBETCTBEHHOCTH 32 HECBOEBPEMEHHOE U HEKAUYeCTBEHHOC BBIIOJTHCHHE



CHEeLMATTUCTOM JTOJHKHOCTHBIX 00s13aHHOCTEH u HEHUCTOJIb30BaHUE
IpEeOCTaBICHHBIX MY TIPaB.

3.7. Pazmen «BzaumootHomieHusa. CBA3M MO JOJDKHOCTH» COJEPIKUT
NepeYeHb JOJDKHOCTHBIX JIMI, C KOTOPHIMHU CIIELUAINCT BCTYMAaeT B CIyKEOHbIE
B3aMMOOTHOUIICHUsI W o0ecreynBaeTcss HHPOpPMaLUEil, YKa3bIBalOTCI CPOKU
MOJYYEeHHUS U MIPEIOCTABICHHS HH(OPMAIIMH, ONIPEIENSIETCS MOPSIOK MOANUCAHMS,
COTJIACOBAHUS M YTBEPIKIICHUS TOKYMEHTOB.

3.8. O0s13aTeNBbHBIMU PEKBU3UTAMU J{OTKHOCTHON HMHCTPYKIIMH SIBIISIFOTCSA

- IOJIHO€ HAUMEHOBAHHUE YUPEKIACHHUS;

- 3ar0JIOBOK K TEKCTY;

- BU3BI COTJIACOBAHUS;

- IOJATIUCH, TPU( YTBEPKACHUS.

4. Ilopsaok pa3padOTKH, COIJIACOBAHMSA, YTBEPKACHUS U BBEACHUS B
AelCTBHE J0JKHOCTHOM MHCTPYKIIUM

4.1. JlowkHOCTHass  MHCTPYKIMS  pa3palaThIBaeTcsl  3aBEAYIOIUM
yUpexJeHuss Ju00 JIMIOM, YIOJHOMOYEHHBIM 3aBEIYIOIIMM YyupexacHus. B
ciydyae, ecid  JIOJDKHOCTHas  MHCTPYKUMsSI — pa3padaTbiBaeTcsi  JIMIIOM,
YIOJIHOMOYEHHBIM 3aBEAYIOLIUM, TO OHA MOJIMUCKHIBAETCS Pa3paboTUNKOM.

4.2. JloikHOCTHasE MHCTPYKUUS TOcie pa3paboTKu nepenaércss B
PO COIO3HBIN KOMMTET IIEPBUYHON npodcoro3HOM OpraHu3aluu,
MPEACTABIAIONIMNA HHTEPEChl OOJIBIIMHCTBA PAOOTHUKOB YyUpeKIeHUs(nanee —
npodcoro3ubiii koMuTeT). [IpodCcoro3HbIE KOMUTET B CPOK HE MO3AHEE ACCATH
pabouyux JHEH co JHSA ToJiydeHHs J{OJPKHOCTHOM MHCTPYKUMU OCYLIECTBISET
corinacoBanue JIOHKHOCTHOM HWHCTpykuuu. B ciywae, ecnu mpodcoro3Hblit
KOMUTET HE€ COrjaceH C TEKCTOM JIOJKHOCTHOM MHCTPYKUMU JMOO BHOCHUT
IPEMIOKEHHSI 10 €ro COBEPIICHCTBOBAHHUIO, TO 3aBEAYIOUIEMY YUPEKICHUS
HaIlpaBJIsIETCSI ~ MOTHMBUPOBAHHOE  MHEHUE  TNPOBECTH  JIONOJHMTEJIbHBIE
KOHCYJbTallUM €  NPO(COIO3HBIM  KOMHUTETOM B  LEIIX  JTOCTHXKEHUS
B3aUMONPHUEMIIEMOIO PEILICHHUS.

[Ipy He IOCTHXKEHUHM COrJlacusl BO3HMKIIME pa3HoryIacus o(opMIISIOTCS

IIPOTOKOJIOM, TIOCJIE YEro 3aBEAYIOIIMM YYpEKAEHUS HMEET IMpPaBO YTBEPAUTH
JIOMKHOCTHYIO MHCTPYKIHUIO.

5. YrBep:xnenue /[015KHOCTHOH MHCTPYKIIUM

5.1. 3aBeayromuii yupexxaeHus yreepxkaaeT JJomKHOCTHYIO HHCTPYKIIUIO
[TyTéM co3/1aHusi COOTBETCTBYIOIIETO MTPUKA3A.

5.2. B npukase B 00s13aT€IbHOM MOPSIJIKE YKa3bIBAIOTCS:
- 1aTa BBEACHUE [JOIDKHOCTHOW UHCTPYKIIMU B JEUCTBUE;
- yKa3aHue 00 03HaKOMJICHUU PaOOTHHUKOB ¢ J[OJDKHOCTHOM MHCTPYKIIMEH M CPOKH
JUTA 3TOTO;
- ¢aMUIIMM WM JOJDKHOCTH JIMI, OTBETCTBEHHBIX 3a coOitoaeHue J[oMKHOCTHOM
MHCTPYKLHH;
- UHBIE YCIIOBHS.



5.3. VYTBepxaeHHole JIOMKHOCTHBIE WHCTPYKUMHU MOJJIEXKAT 00sI3aTENbHOM
perucTpanyy B COOTBETCTBUU C TPEOOBAHUSIMH JEIONPOU3BOJICTBA B YUPEKACHUU
C IPUCBOCHHUEM UM MOPSAAKOBOTO HOMEPA.

6.03HakoMJIeHHE PaOOTHUKOB C J{0MIKHOCTHOM HHCTPYKLIUEH

6.1. O3HakoMJIeHHE PaOOTHHUKA yupexaeHus ¢ JIoJKHOCTHOW MHCTPYKIUEH
B 0053aTE€IbHOM IMOPSAJKE OCYIIECTBISETCS MpU IOCTYIJIEHUHM Ha paboTy B
nerckuil can. O3HAKOMJIEHHE OCYILIECTBISET 3aBeAyrolui yupexiaenus. [locie
O3HAKOMJIEHUS paOOTHUK MpocTaBiseT Ha  JIOJDKHOCTHOW — MHCTPYKLHMH
O3HAKOMUTEJBHYIO BU3Y — C HHCTPYKLIIHEH 03HAKOMIIEH, JaTa, IOIHUCH.

6.2. O3HakomjieHHME paOOTHUKOB  y4pexaeHus ¢  JIOJDKHOCTHOM
UHCTPYKIIMEH B 00s3aTEIbHOM TMOPSJIKE OCYIIECTBISIETCA NPH IEPEBOJE
pabOTHHKA Ha APYTYIO JOJDKHOCTh MJIM BPEMEHHOM MEPEBOJIE HA APYTYIO padoTy.
O3HaKOMIIEHHE OCYILIECTBIISICT 3aBeAyroInid yupexaeHus. [locine o3HakoMieHUs
pabOTHUK IpocTaBisieT Ha J{OJPKHOCTHON MHCTPYKIMHM O3HAKOMUTENIbHYIO BU3Y —
C MHCTPYKLIMEW 03HAKOMIIEH, JaTa, IOIHUCH.

6.3. TpeOoBaHus, ycTaHOBI€HHblE B JIOJKHOCTHOM HMHCTPYKLUH,
JEHCTBUTENBHBI C TOTO MOMEHTA, KOT/1a pa0OTHHUK ObLI C HEIO O3HAKOMJIEH.

6.4. B ciiyuae ecnu paOOTHUK YUPEKICHHUSI OTKA3bIBAETCSl PACIHUCHIBATHCS B
O3HAKOMJICHUM WM TNOJy4eHUHM JIOJDKHOCTHOW WHCTPYKLMH, JaHHBIA OTKa3
(buKcupyeTcss MyTEM COCTABJICHHS aKTa B NPUCYTCTBUU HE3aMHTEPECOBAHHBIX
ceugereneil. B akre Takxke QukcupyeTcss (akT O3HAKOMIIEHHS pPaOOTHUKA C
conepkaneM JIoJKHOCTHOM MHCTpyKUMH B HHOW Qopme ([omkHOCTHas
WHCTPYKIIHS 339U THIBACTCS BCIIYX 3aBEIYIONIUM YUPESKICHHS).

6.5. ns texkymeld paOOThl € TNOMJMHHUKA JOJKHOCTHOW HWHCTPYKIUU
CHUMAIOT 3aBEPEHHYIO KOIHIO, KOTOPYIO BBIIAIOT PaOOTHHKY, paboTarolmeMy B
JTaHHOM JOJDKHOCTH.

/. BHecenue u3mMeHeHui B JIOJIZKHOCTHYI0O MHCTPYKIUIO

7.1. Bnecenne nzmeHeHu B J{0KHOCTHYIO HHCTPYKIIMIO OCYIIECTBIISICTCS B
CIEAYIOIINX CIIyqasx:

7.1.1. B cBs3u ¢ U3MEHEHHEM 00s13aTEIIbHBIX YCIOBUI TPYI0BOTO JIOTOBOPA.
VYkazanHas mporieaypa mpOBOJUTCS B COOTBETCTBUU C TpeOOBaHUSIMU TpyT0BOTO
Kojiekca P® (paGoTHUK JODKEH OBbITh HE IMO3JHEee, 4YeM 3a 2 Mecsll M0
MPEINOoIaraeMoro HM3MEHEHUsT MUCbMEHHO yBeaoMIEH. Ilocnme mnonmydeHus
pabOTHUKOM COTJIAllIEHUs] Ha TMPOJOJKEHHUE TPYAOBBIX OTHOIIEHUM, BHOCSTCS
n3MeHeHus B JIOJDKHOCTHYIO MHCTPYKITHIO).

7.1.2. ITpu U3MEHEHNHU OPTaHU3ALMOHHBIX YCIOBUM Tpyia, 6€3 u3MEeHEeHUs
TPYJI0BOI GyHKIMU pabOTHHUKA.

7.2. 3aBenyromuid YIpeKICHUS UIH JIUIO, YIIOJTHOMOYEHHOE UM, COCTABIISIET
JIOJDKHOCTHYIO HMHCTPYKIIMIO B HOBOM pEHAKIMHM, KOTOpasi COTJIACOBBIBAECTCS U
YTBEPKJIA€TCS B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBICHHBIMH pa3jeiiaMu 4 u
5 mwactosmero Ilomoxkenusi. O3nakomsienwe paboTHUKAa ¢ J{OMHKHOCTHOM
WHCTPYKIIMEH  OCYIIECTBISIETCA B COOTBETCTBUM €  TpeOOBaHUSIMH,
YCTaHOBJIEHHBIMU pa3zesnioM 6 Hactosiero [lonoxenus.



8. XpaHeHHe JOJTKHOCTHBIX HHCTPYKIM I

8.1. JlomKHOCTHBIE MHCTPYKIIMH XPAHATCS B COOTBETCTBUU C MPABUIIAMU,
YCTaHOBJICHHBIMH B [IepeuHeM TUIIOBBIX YIIPABICHUYECKUX APXUBHBIX JOKYMEHTOB,
o0Opa3yroluxcsi B Mpolecce JAeATeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO  CaMOYIIPaBJICHHSI W  OpraHu3aliid  YTBEP)KICHHBIM  IPUKA30M
MunkynbTypbl Poccun ot 25.08.2010 No558.

8.2. JIomKHOCTHBIE MHCTPYKIIMH PAOOTHUKOB YUPEKACHUIIONTIEKAT
ITIOCTOSTHHOMY XPAaHEHHIO B YUPEKICHUNUB TEUEHUE TPEX JIET ITOCIE UX 3aMEHBI.



