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1. O6mue mos10xKeHUA.

1.1.Hacrosmee IlonoxeHue o HOKHOCTHOM HHCTPYKLMU pabOTHHKOB (Haliee-
Ionoxxenre) MyHHIMIANBHOTO OIOMKETHOTO  OIIKOJIBHOIO 00pa30BaTeNLHOTO
yapexaeHus «J/letckuii can obuiepassuBatomiero Buga Ne25 r. JIeHHMHOropckay
MYHHIMITAIBHOrO  00pa3oBaHHs  «JIeHMHOrOpCKHMIl ~ MYyHULMIATBLHBIA  pailoH»
Pecry6nukn Tarapcran (nanee - Yupexnenue) pazpaboTaHo B LEAX PETyTHPOBAHUS
B3aMMOOTHOIIEHUI MeX 1y pabOTHIUKOM U paboTOHATENIEM.

1.2.Hacrostiiee ITonoxxenne onpenenser oCHOBHBIE TpeGOBaHUS K CTPYKTYpE U
COACPIKAHUIO JTOJDKHOCTHOM MHCTPYKUMM pPAOOTHUKOB YUpEKICHHs, a TaKKe K
npoueaype paspabOTKH  JIOMKHOCTHBIX — MHCTPYKLUHH, MOPSAKY MX NPUHATHSA,
YTBEPXKIEHHUS, BHECEHHSI B HUX JIOTIOJTHEHUH W M3MEHEHHUH.

2.ITonATHe J0IKHOCTHON MHCTPYKIHH.

2.1.JIoJKHOCTHASI MHCTPYKIUS paboTHHKA Yupexnenns (nanee - JJoKHOCTHAS
VHCTPYKIHUS) - OCHOBAHHEI Ha HOpMax 3aKOHOMATENhCTBA OMHIIMANBHBEIA NPaBOBOM
JAOKYMEHT, PErJIaMeHTUPYIOLIMH OpraHUW3alldOHHO-TIPABOBOE MOJIOXKEHHE pPabOTHHKA
Yupexnenus, ero o013aHHOCTH, TpaBa, OTBETCTBEHHOCTb, 0OECMNEYUBAIOMIMI YCIOBUS
Anst ero 5Q¢GeKTHBHONH pabOTBl NpPH OCYIIECTBIEHHMH MM TPYAO0BOH IeATeNbHOCTH
COIJIACHO 3aHUMAEeMOH JOJDKHOCTH.

2.2. JlomKHOCTHAsT MHCTPYKUHMS SIBJISIETCS HOPMATUBHBIM JIOKAJIBHBIM aKTOM
YupeKIeHHUsl, PETyNMPYIOLIMM OTHOLICHHS B paMKaX YUpeKICHHs, COAEP/KaIlUM
o0mieo0s3aTebHble TIpaBUIA TIOBEJCHHS I BCEX MIIM HEKOTOPBIX YYaCTHHKOB
00pa3oBaTeNbHBIX OTHOLIEHUH, pACCYUTAHHBIM HA HEOJHOKPATHOE IIPUMEHEHHe,
YTBEPXKIAEHHBLIM NPUKA30M 3aBEIYIOIIEro YUpeKacHus.

2.3.JI0/KHOCTHAs MHCTPYKLMSI COCTaBIISETCS MO KaKIOH MITATHOH IOMKHOCTH
YupexxaeHust 1 00bsBisieTcss pabOTHUKY IO/ PACIUCKY IPH 3aKIIOYEHHH TPYJIOBOIO
JAOroBOpa, a TaKXKe IPH IMEPEMEIIEHMH Ha IPYLYIO0 INOJUKHOCTh M MPH BPEMEHHOM
UCTIOJTHEHU U o0si3aHHOCTEH no JOJIKHOCTH.



2.4.JIoJDKHOCTHAsl HHCTPYKLMS pa3pabarbiBaeTcss HCXOAs U3 3a1a4 U (QyHKLMA,
BO3JIOKEHHBIX HA KOHKPETHOIO paOOTHHKA, B COOTBETCTBHHU CO IITATHBIM PACITUCAHUEM,
IIpaBuiiaMM BHYTpPEHHEro TpPYJOBOTO pachopsiaka YupexIeHHs, ¢ COOIIOAEHUEM
Koncrurynuu Poccuiickoit @enepaunu, Tpynosoro koaekca Poccuiickoit Menepauyu u
HUHBIX HOPMATHUBHO-IPABOBBIX AKTOB.

2.5. OcHoBoil nana pa3paOOTKH TOJDKHOCTHBIX HHCTPYKLMH — SBJISIOTCS
«KBanupukanvoHHple XapaKTEPUCTHKH [OJDKHOCTEH pabOTHHKOB 0Opa3soBaHUSA»
Enunoro  KBanM(UKALMOHHOIO  CNPaBOYHUKA  JIOJDKHOCTEH  PYKOBOIMTEIIEH,
CHeUMATUCTOB W CHOy)KaluuX,  yTBepkaeHHoro  Ilpukxazom  MuHuctepcrBa
3paBOOXpaHEHUsT M COLMANILHOTO pa3BuUTHs Poccuiickoit ®enepanuu ot 26 aBrycra
2010 r. Ne 761n.; Ilpodeccuonansueie cranmaptsl (IIpukas Muntpyna Poccum ot
29.04.2013 Ne 170n. «O0 yTBep:KJEHHH METOAMYECKHX PeKOMEHIAIMM Mo paspaboTke
NpoeCCUOHANBHOTO CTaHaAPTaY.

3.TpeGoBanus, NpegbaBAsieMble K CTPYKTYpe H COAEPKAHMIO J0KHOCTHOMH
HHCTPYKIHH.
3.1.JloJDKHOCTHAs. MHCTPYKLUSI COCTOUT U3 CIEAYIOIIUX Pa3IE/IOB:
- O6mue nonoxxkenus. TpeOOBaHUS K KBATH(PHUKALIWH.
HomxHocTHble 00s13aHHOCTH / TpynoBas pyHKIHS.
IIpaga.
OTBETCTBEHHOCT®.
BsanmootHowmenuns. Cesi3u mo gomxHOCTH/ PernamMeHT B3aMMOOTHOIICHUIN U
CBSI3H IO IOJIKHOCTH.
B coorserctBum ¢ [podcrangapramu:
- [lopsanok arrectauum.
- Ilopsinok yTBepKI€HUS U U3MEHEHUS TOJDKHOCTHOM HHCTPYKLMU.
3.2.B paznene «O0uue noaoKeHNs»:
- ycTaHaBNMBaeTCs chepa ACSITETLHOCTH JaHHOIO CIIELUATUCTA;
- YCTaHaBJIMBAETCs MOPANOK €ro Ha3HAUEHHS U OCBOOOKIEHUS OT 3aHUMAaeMOU
JOJDKHOCTH;

- YCTaHaBJIMBACTCS 3aMELIEHKE 110 JOJUKHOCTU BO BPeMs OTCYTCTBHS,

- OIpeNeNstoTCs KBaJTM(DUKAIIMOHHBIE TpeboBaHHUS (TpebGoBanwMs,
NpebABISEMBIE K 00pa3’oOBaHUIO U CTaXy pabOTHI), MOAYMHEHHOCTE CIIEIHATICTA U
JOJDKHOCTHBIE JINLA, KOTOPBIMU OH PYyKOBOIMT;

- [EePeYMCIISIOTCS TPABOBbIE aKThl M HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMH
JOJDKCH PYKOBOJICTBOBATLCS CHELIUATIUCT B CBOCH ACSITEILHOCTH.

3.3. B pasmen moryT OBITH BKJIIOUEHBI JPYrHe TpeOOBaHMA U IMOJOKEHUS,
KOHKPETH3UPYIOIMEe W YTOYHSIOMIME CTaTyC JOMKHOCTHOTO JIMIA M YCJOBUS €ro
JESATEIBbHOCTH.

3.4. Pasnen «JlomKHOCTHBIE OOSI3aHHOCTH» COIEPIKUT IMEPEUeHb OCHOBHBIX
(QYHKIUK JODKHOCTHOTO JIWIA, & TaKKe YKa3bIBAIOTCS OOA3aHHOCTH IOJKHOCTHOTO
JMLa, BO3JIaraeMble Ha HETO, yKasblBaeTcs (opMa €ro y4acTHs B YIPaBJIEHYECKOM
npouecce (PyKOBOIMT, yTBEPXKIAET, 0OECleUnBaeT, OArOTABIMBACT, PACCMATPUBAET,
MCTIOJTHACT, KOHTPOJIMPYET, COITIACOBBIBAET, IPEACTABIISIET, KYPHUPYET U T.11.)

3.5. Pasmen «IIpaBa» conmepkuUT TIiepedeHb TMpaB, MPEJOCTABISEMEIX
CICLUATMCTY 71 BBINOJIHEHUS BO3JI0KEHHBIX HA Hero GyHKUUN ¥ 06s13aHHOCTEH.




6. B paznesne «OTBETCTBEHHOCTD) YCTaHABJIUBAIOTCS BU/bL
OTBETCTBEHHOCTH 34 HECBOEBPEMEHHOE U HEKAYECTBCHHOE BbIIIOJHEHHWE CICIHAIMCTOM
JIOJIKHOCTHBIX 0053aHHOCTEN U HEMCIOIb30BaHUE IIPCIOCTaBICHHBIX EMY IIPAB.

3.7. Pasnen «BzauMootHomeHus. CBsi3U MO OODKHOCTH» COACPIKUT TIEpEHCHb
JOJDKHOCTHBIX ~ JIMI, C KOTOPHIMH  CHELMAIMCT BCTyHaeT B  ClyXKeOHble
B3aUMOOTHOIIEHHUS U oOecreynBaeTcs HHPOpMaLHUEn, YKa3blBatOTCA CPOKH IMOJTyICHHUA
H TIpefocTaBleHust HHPOPMAIUH, OTIPEJIENSETCS MOPSIOK TOAMUCAHUS, COTTIACOBAHIA U
YTBEP)KIEHUS JOKYMEHTOB.

3.8. OGsi3aTeNbHBIMU peKBU3UTaMU JOJKHOCTHOM HHCTPYKLUU ABJIAKOTCA:
MOJIHOE HAMMEHOBAHUE Y UPEIKIACHUS;
3aroJI0BOK K TEKCTY;

BH3bl COIJIaCOBAHMUAA,

[IOJIMKCH, TPUP YTBEPKAECHHUSL.

4.JIopsizok pa3zpabdoTKH, COTJIACOBAHNS, YTBEPK/ICHUA U BBEIeHU B nercTBHE
JOJIZKHOCTHON MHCTPYKIIHH.

4.1. JIOMKHOCTHAs MHCTPYKUMS pa3pabaThIBacTCs 3aBElYIOMMM YUpPeKIEHUs
60 JMLOM, YIOJHOMOYEHHBIM 3aBELylOllMM YupexzaeHus. B ciydae, ecin
JTOIDKHOCTHAS WHCTPYKIMS pa3pabaThIBaeTCsl JTUIOM, YTTOJTHOMOYEHHBIM 3aBeyHOMINM
YupeskIeHHs1, TO OHA IOANUCHIBAETCS Pa3pabOTIMKOM.

4.2.JIoMKHOCTHAs. HHCTPYKLHMS Mocje pa3paboTKy INepenactes B npohCOrO3HBIH
KOMHUTET IEePBHYHOM MPodCOiO3HOM OpraHM3aluu, MPEACTABIAIOMMHE  HHTEPECHI
GONBIIMHCTBA PabOTHMKOB  YupexaeHus (namee - TPO(COIO3HBIH KOMMTET).
[Ipo(hcoro3HBIH KOMUTET B CPOK HE MO3JIHEE NECATH pabOuMX JHEH CO JHS NONY4CHHUs
JIOIKHOCTHOM MHCTPYKIHMHM OCYLLUECTBIISAET cornacoBaHne JOKHOCTHOH MHCTPYKLHUH.
B ciyuae, ecnmu MpOQCOIO3HBIA KOMHUTET HE COIJaceH € TEKCTOM JI0KHOCTHOMR
MHCTPYKUMK 700 BHOCHT MPEAIOKEHHs 110 €ro  COBCPHICHCTBOBAHMIO,  TO
3aBe/lylolleMy YUpPEKIEHUs HarpapisieTcs MOTHBUPOBAaHHOE MHEHHE. 3apenyromuin
VupeskIeHHs MOMKET COTIACHTBCS ¢ HUM Ju00 00s3aH B TCUCHHE IATH JIHEH mocne
TMOyYeHHss MOTHBHPOBAHHOTO MHEHHMs MPOBECTH JOTOJHUTENbHBIE KOHCYIbTAlMU C
npo(COK3HBIM KOMUTETOM B LENAX NOCTHKEHHUs B3aUMONPHEMIIEMOTO PEIICHUA.

Ilpi He MOCTWKEHWH COTJIaCHsi, BO3HHMKLIKE pPAa3HOIIACHA ohopMIIAIOTCS
IPOTOKOJIOM, TIOCNe Uero 3aBelyIOmUid YUPeKIeHUs HMEET TpaBo YTBEPAUTH
JIOIKHOCTHYHO HHCTPYKIHIO.

5.YV1Bepxaenne L0KHOCTHON HHCTPYKUMH.

5.1.3aBenyromuii  YUpexaeHUs YTBEPKHAeT JIOJDKHOCTHYIO MHCTPYKIHIO
yTeM MU3JaHKUsl COOTBETCTBYIOIIETO MpUKa3a.

5.2.B npukase B 00513aTEILHOM MOPSIKE YKa3bIBatOTCA:

- naTa BBeneHusA JJO/KHOCTHON MHCTPYKLUU B IEACTBUE;

- yKkasaHue 06 O3HAaKOMJIEHMM DPaGOTHUKOB C JIOJUKHOCTHOH MHCTPYKLHEH H
CPOKH IJIs OTOTO;

- haMUITK U JIOJDKHOCTH JIKL, OTBETCTBEHHBIX 3a cobmoaenre J1omKHOCTHON
UHCTPYKLIWH;

- UHBIE YCIJIOBUSL.

5.3. VreepxaeHHble J[OKHOCTHBIE HHCTPYKIMM TOJIEXKAT 00s13aTeNnbHOU




PEruCTpalMd B COOTBETCTBHHU C Tpe6OBaHH}IMH ACJIONPOU3BOACTBA B y‘-IpC)KI[eHI/IH C
ITPUCBOCHUEM UM OPAJKOBOTO HOMEpa.

6.03HaKoM/1eHHe PAGOTHUKOB ¢ J{0/KHOCTHOI HHCTPYKLHeEH.

6.1.03HakoMeHHe paGoTHUKA YUpexkIeHus ¢ JIOJIKHOCTHON MHCTPYKLUMEH B
00513aTENBHOM MOPSIIKE OCYIIECTBISETCS TIpH TIOCTYIUIEHUH Ha paboTy B YupekneHue.
O3HaKOMJIEHHE OCYIUECTBIIAET 3aBedyrouuil Yupexnenus. Ilocine o3HakoMiieHUs
pabOTHHK TpOCTaBseT Ha JIOKHOCTHOM MHCTPYKLUK O3HAKOMMTENBHYIO BHU3Y - C
HMHCTPYKLIMCH O3HAKOMJICH, 1aTa, MOAMMUCH.

6.2.03HakoMNeHne paboTHUKA YupexIeHus c JloJKHOCTHON MHCTpYKIMel B
00s3aTENbHOM HOPS/KE OCYIIECTBIISETCS Opd  nepeBofie pabOTHHKA HA IPYIYIO
AODKHOCTE MM BPEMEHHOM  NEpeBOJie Ha  Apyryio pabory. O3HaKOMIICHHE
OCYIICCTBIIICT  3aBenyrolui  Yupexnenus. Ilocine  03HaKOMIIEHHS paboTHHK
[pOCTaByIAeT Ha JIOMKHOCTHON HHCTPYKLUU O3HaKOMHUTEIBHYIO BU3Y - C HHCTPYKUHEH
O3HaKOMIJIEH, AaTa, IOAMHCh.

6.3.TpeGoBaHus,  ycTaHOBJCHHBIE B HomKkHOCTHOW  MHCTpyKuuH,
JICHCTBUTEIIBHBI C TOTO MOMEHTA, KOTJla PaGOTHHK 6B ¢ Hel 03HAKOMIICH.

6.4. B cnyuae ecnu paGoTHHK YupexeHus oTKasbBaercs pacnucarbcsi B
O3HAKOMJICHUM WM NOJy4eHWH JIOIKHOCTHOW —HMHCTPYKLMH, JaHHBIH  OTKa3
DUKCHpYeTCS MyTeM COCTaBIEHHS aKTa B TIPUCYTCTBUU  HE3aWHTEPECOBAHHBIX
cBHmETeNeH. B akre Takke QuKcHpyeTcs (akT o03HAKOMIEHHS paboTHHKaA ¢
Colepkanuem Jl0KHOCTHOH MHCTPYKLMM B UHOH hopme (Jo/oKHOCTHAS MHCTPYKIHS
3A9UTBIBACTCA BCIYX 3aBSIYIOWIUM YUpPEKIeHHUs).

6.5.J{ns1 Tekymteit paGoThl ¢ MOUTHHHKMKA TOMKHOCTHOM UHCTPYKLUU CHUMAFOT
S4BCPEHHYIO KOMHIO, KOTOPYIO BBIIAKOT PabOTHHKY YupexieHus, paboraromemy B
JaHHOH JOJIKHOCTH.

7.BHeceHUe H3MeHEeHUIi B HOIKHOCTHYI0 HHCTPYKIHIO.

7.1.BHecenne nsMeHeHwmit B JO/DKHOCTHYIO MHCTPYKLHMIO OCYILECTBISETCSA B
CJIENYIOWUX CITyYasX:

7.1.1..B CBA3M C M3MEHEHUEM OOs3aTENbHBIX YCJIOBUH TPYyJOBOIO [IOrOBOpA.
YKaszaHHas TNpouexypa MPOBOAUTCS B COOTBETCTBUM TpeboBaHusmMu TpynoBoro
Konekca PO (paboTHUK momkeH OBITE He Mo3MHee, 4YeM 3a 2 Mecqala o
TIPEATIOIaraeMoro U3MeHEeHHs TIMCbMEHHO yBefoMieH. Iloce MOJIy4eHUs] pabOTHUKOM
COINIAIICHUA  HA NpPONO/DKEHHE TPYIOBBIX OTHOLIEHWH, BHOCATCH H3MEHEHUs B
JIO/KHOCTHY0 HHCTPYKLIHIO).

7.1.2.1pu U3MEHEHHWM OPraHH3AIMOHHBIX YCIOBHHM Tpyna, 0e3 U3MeHeHus
TPYZIOBOM (yHKUNHU pabOTHUKA.

7.2.3aBenytomuii  YupexaeHus wuiu JIMLO, YNOJHOMOYEHHOE MM, COCTABJISIET
JIO/UKHOCTHYIO MHCTPYKLIMIO B HOBOIi pPeaaKUMM, KOTOpas COIJacOBBIBACTCS U
YTBEPIKNIACTCSl B COOTBETCTBUM C TPEOOBAHUSAMH, YCTAHOBIEHHBIMU pasnenamMu 4 u 5
Hactosiwero Ilonoxenus. O3HakomileHHe paBoTHHKA ¢ J{OMKHOCTHOM UHCTPYKLHEH
OCYIICCTBIACTCS B COOTBCTCTBHUH C TpPeOOBAHMAMH, YCTAHOBIEHHLIMH pazmenom 6
HacTosero [Tonoxxenus.




8. XpaHeHHe J10/IKHOCTHBIX HHCTPYKIIHIA.
B COOTBETCTBUM C  IIpaBUJIAMH,

QJDKHOCTHEBIC HHCTPYKIHUH XpaHATCA
BJICHHBIMHU B Hepequ THUIIOBBIX YINPAaBJICHYCCKUX aAPXHUBHBLIX HOOKYMEHTOB.
OpraHoOB

OHIHXCA B IpoIecce JAeaTEIbHOCTH roCy1apCTBCHHBIX OpPraHoOB,
0 CaMOyIIpaBJICHUA U opraHmauHﬁ, YTBEPKACHHBIM IMPHUKA30M MI/IHK}’HLTypbl

o1 25.08.2010 Ne 558.
8.2.][0/UKHOCTHBIE ~ WHCTPYKLIMH  PabOTHHUKOB MoJIeXKat

: Yupexxnerus
FHHOMY XpaHEHHUIO B YUPEKJICHUH B T€UEHHE TPEX JIET MTOCJIE UX 3aMeHbI HOBBIMH.
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