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Ilostoxenne 0 10/KHOCTHOM HHCTPYKIHH PaGOTHHKOB

1. O0mue noJioxkenus

1.1.  Hacrosmee [Tonoxenue o 10KHOCTHOM MHCTPYKIHHK paboTHUKOB (nasee [Tonoxenue)
MYHHLMIATBHOTO OI0KETHOTO OMKOJIBHOIO 06Pa30BaTeNbHOI0 YIPEKIEHUS «Jlerckuit can
obmepassuaromero Buza Ne 50» (nanee - MBJIOY) pa3paboTaHo B LENSIX PeryIMpOBaHHS
B3aMMOOTHOLICHHH MeX/ly pabOTHHKOM ¥ paboToaTe IeM.
1.2, Hacrosimee [Tonoxenne onpeensier 0CHOBHBIE TpeGOBAHMS K CTPYKTYPE M COAEPIKAHUIO
JOJKHOCTHOM MHCTPYKIMHA paboTaukoB MBJIOY, a takxe k mponenype pa3paboTku
AOJDKHOCTHBIX HHCTPYKIHUH, TIOPS/IKY WX NPUHATHS, YTBEPHK/IEHUS, BHECEHHS B HUX JIOMOTHEHUI
U U3MEHEHHUH. ‘

2. IlonATHE JOKHOCTHOH HHCTPYKIIHH
2.1. JlomknoctHas uacTpykuus paborauka MBJIOY (naiee - JlomkHOCTHAS UHCTPYKIHA) -
OCHOBAHHBIH Ha HOPMAX 3aKOHO/IATENECTBA O(HIIHAIBHBIN IPABOBOH JOKYMEHT,
PETIaMEHTHPYIOIIHH OpraHH3alMHOHHO-TIPABOBOE MOJI0XKeHUe paboTarka MBJIOY, ero
00513aHHOCTH, NPaBa, OTBETCTBEHHOCTD, 0GECTICUMBAIONIHIT YCIIOBHS LISl €10 b dexTHBHOM
PaboThI P OCYIIECTBICHHH HM TPY/I0BOM JESATETHHOCTH COIIACHO 3aHMMAEMOM J0JDKHOCTH
2.2, JlomKHOCTHAs HHCTPYKLHS SBIISETCS HOPMATHBHBIM JIOKATBHBIM aKTOM MBJIOY,
PerympyromuM oTHoIeHus B pamkax MBJIOY, conepkammum o61meoGs3arebHele npapHia
TIOBEJICHHUS JUIsl BCEX WITH HEKOTOPBIX YYaCTHUKOB 00pa30BaTEIbHBIX OTHOLIEHHIA,
PacCYNTaHHBIM HA HEOJHOKPATHOE IPHMEHEHHE, YTBEPKICHHBIM IIPHKA30M 3aBE/TYIOMIEro
MBJIOY.
2.3.  JIoJmKHOCTHAs HHCTPYKIHMS COCTABIISETCS 110 KAXI0M IITATHOMH JOIKHOCTH MBJIOY u
00bsIBIIsIETCS pAGOTHHKY TIOJI PACITHCKY [IPH 3aKTIOYEHHH TPYIOBOIO JIOr0BOpa, a TakXKe MpH
NEPEMENICHUH Ha IPYTYIO IOJDKHOCTD M IIPU BPEMEHHOM HCIIONHEHHH 00S3aHHOCTEH 110
JIOJKHOCTH.
2.4. JloKHOCTHAs HHCTPYKUHMS pa3pabaThIBACTCS HCXOMS U3 33124 H (bYHKIHIA, BO3JIOKEHHBIX
Ha KOHKPETHOr0 pabOTHHKA, B COOTBETCTBHHM CO IITATHBIM pacrucanueM, IIpasuiamu
BHYTPEHHEr0 Tpy0Boro pacnopsiaka MBJIOVY, ¢ cobmonenuem Koncrutymu Poccuiickoii
®enepaunn, Tpynosoro kozxekca Poccuiickoit Meepanus u HHBIX HOPMAaTHBHO-IIPABOBBIX
aKTOB.
2.5. OcHoBo# /15t pa3paboTKH JOJKHOCTHBIX HHCTPYKIHI SBISIOTCS «KBanugpukanuonusie
XapaKTEPUCTHKH JI0JKHOCTEH pabOTHUKOB 0OpasoBanms» EXHHOrO KBamu(uKamoHHOro



CIIPAaBOYHMKA JOJDKHOCTEM PYKOBOIWTENEH, CIEHUAIMCTOB U CIYXKAllUX, YTBEP)KIECHHOTO
IIpukazom MuHuCTEpPCTBA 3APaBOOXPAHEHUS U coLManbHOro pazsurus Pocculickon denepanuu
ot 26 aBrycra 2010 1. Ne 761H.

3. TpeGoBaHusi, npeabsiBisieMble K CTPYKTYpPe H COIeP:KAHMI0 N0J’KHOCTHOM MHCTPYKIHH.

3.1.  JlomkHOCTHasi MHCTPYKIHS COCTOHUT U3 CIEAYIONINX Pa3/IeioB:

- OO1u1re MoIoKEHHS

- JIOJDKHOCTHBIE 00S13aHHOCTH.

- [IpaBa.

- OTBETCTBEHHOCTD.

- B3aumooTtHomenus. CBsA3H 0 JOJDKHOCTH.

3.2. B pazgene «O0mume moaoxeHUsI»:

- ycTaHaBIMBaeTcs chepa JesTeIbHOCTH JAaHHOTO CIIeLHAIUCTa;

- YCTAHABIIMBAETCS TOPSAOK €ro Ha3HA4eHHUs U OCBOOOXKIEHHS OT 3aHHMaeMoOM
JOJIKHOCTH;

- YCTAHABJIMBAETCS 3aMELICHHE I10 T0JKHOCTHA BO BPEMSI OTCYTCTBUS;

- OTIpENeNIAIOTCS  KBANH(UKAMOHHBIE TpeOoBaHUS (TpeOOBaHUS, NPEIBIBISEMBIE K
0o0pa3oBaHUI0 M CTaxXy paOoThl), MOAYMHEHHOCTb CIELHAINCTAa U JOJDKHOCTHBIE JIUIIA,
KOTOPBIMH OH PYKOBOJUT;

- IIEPEUUCIISIFOTCS NIPAaBOBBIE aKThl M HOPMATUBHBIE JOKYMEHTBI, KOTOPBIMH JOJDKEH
PYKOBOZICTBOBATHCS CHELUAINUCT B CBOCH JEATEIBHOCTH.

B paznen moryr ObITh BKJIIOUEHBI Jpyrue TpeOOBaHMSI M IOJOKEHHUS, KOHKPETU3UPYIOIIUE U
YTOYHSIOLIME CTAaTyC JOKHOCTHOTO JIMIA U YCIIOBUS €T0 JIeATEIbHOCTH.

3.4. Pazmen «JlomKHOCTHBIE OOS3aHHOCTH» COJEPKUT TIepeUYeHb OCHOBHBIX (YHKIUH
JOJKHOCTHOTO JIMI[A, @ TAKXKE YKa3bIBAIOTCS 00SI3aHHOCTH JOHKHOCTHOIO JIMIIA, BO3JIaraeMble Ha
HEro, yKa3bIBaeTcs (opMa ero yuyacTHs B YIpPaBJIEHUECKOM Ipoliecce (pyKOBOAMT, YTBEPXKIAET,
o0ecreunBaeT, MOArOTaBIMBAET, PACCMATPUBACT, HCIIOJIHAET, KOHTPOJIMPYET, COIJIACOBHIBAET,
HpeCTaBiseT, Kypupyer U T.1.)

3.5. Paznen «lIpaBa» comepXUT mepeueHb NpaB, NPEAOCTABISEMBIX CIEHUAINUCTY IS
BBITIOJTHEHUSI BO3JIO)KEHHBIX HA HETO (PYHKIIMN U 00S3aHHOCTEH.

3.6. B pasmene «OTBETCTBEHHOCTH» YCTAaHABIMBAIOTCS BHIBI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAUECTBEHHOE BBITIOJHEHHUE CIELMATUCTOM JIOJKHOCTHBIX 00s13aHHOCTEN
Y HEHCIO0JIb30BaHHUE MPEIOCTaBICHHBIX EMY IIPaB.

3.7.  Pazmen «BzaumooTHOMIEHUs. CBSI3H O TOJDKHOCTHY COAEPIKUT MEPEYCHB JTOHKHOCTHBIX
JMI, C KOTOPBIMHU CIEIMAIUCT BCTYHAeT B CIy>KE€OHbIEe B3aMMOOTHOIIEHUS M OOecreuyuBaeTcs
uHpopManrel, yKa3plBaloTCs CPOKH MOIYUEHHS U MTPeoCTaBIeHus HH(pOpMaIiK, onpeesseTcs
MOPSIOK MOAIMCAHUSI, COTIACOBAHUS U YTBEP)KJIEHUS JJOKYMEHTOB.

3.8.  OO0s3aTenbHBIMU peKBU3UTaAMH JlOJDKHOCTHON MHCTPYKIIUH SBIISIOTCS:

- mojiHoe HaumeHoBanne MBJIOV;

- 3arojIOBOK K TEKCTY;

- BU3BI COTJIACOBAHUS;

- MOJIHUCH, TPU( YTBEPHKIECHUS.

4. Tlopsgok pa3padoTkH, COIVIACOBAHMS, YTBEPKICHUS] M BBeJCHUS B JelCTBHE
AOJKHOCTHOM MHCTPYKIUH

4.1. JloyokHOCTHas MHCTPYKIMsS pa3pabarbiBaercs 3aBeaytoummM MBJIOY mubo mnuiom,
YIOJHOMOYEHHbIM 3aBenytomuMm MBJIOY. B ciywae, ecaum JlomKHOCTHasT WHCTPYKLUS



paszpabaThIBacTCsl JIUIIOM, YIOJHOMOYEHHBbIM 3aBenyromuM MBJIOY, 1o oHa moamuceiBaeTcs
pa3paboTUYUKOM.

4.2.  JloyoKHOCTHasi MHCTPYKIMS TOCHE pa3paboTKH mepeaaeTcss B MPOQCOIO3HBII KOMHUTET
NEpBUYHON  TPOQCOIO3HON  OpraHu3aluy, NpPEACTABISIOMUNA  HHTEpechl  OOJIBIIMHCTBA
pabotaukoB MBJIOY (manee - mpodcorosnbiii komuter). [Ipodcoro3HBIII KOMUTET B CPOK HE
MO37HEE JECATH paboyux AHEW co JHA moiaydeHus: JIOKHOCTHOW MHCTPYKLIMU OCYILECTBIISET
cornacoBanue J{OJKHOCTHON MHCTPYKIUH. B cityuae, ecnu mpo¢cor03HbIi KOMUTET HE COTJIaceH
¢ TeKCTOM JIOKHOCTHOW MHCTPYKIMU JTMOO BHOCUT MPEJIOKEHUS 10 €TI0 COBEPIICHCTBOBAHUIO,
to 3aBenywoiemy MBJIOY HanpaBnsercs MoTHBHpOBaHHOEe MHeHue. 3aBenyromuii MBJIOY
MOKET COTJIACUTBCS C HUM JMOO 00s3aH B TEUYCHHWE TSATH JHEH TMOCie TONydeHHS
MOTHBHUPOBAHHOTO MHEHHS TPOBECTH JIOMOJHHUTEIbHBIC KOHCYIbTAMU C MPO(COI03HBIM
KOMUTETOM B LIEJISAX JIOCTUKEHUS B3aUMOIIPUEMIIEMOTO PEIICHUSI.

[Tpr HETOCTHIKEHUH COTJIACHSI BO3HUKIIUE Pa3HOTIACHS O(DOPMIIIOTCS MPOTOKOJIOM, ITOCIIE YETO
3ageayomuii MBJIOY umeet npaBo yTBepAUTH JJOIKHOCTHYIO HHCTPYKIUIO.

5. YrBep:xnenue {015KHOCTHON HHCTPYKIMHU

5.1. 3Basengyromuit MB/IOY yrBepknaer JIOMKHOCTHYIO MHCTPYKLMIO IIyTEM H3JaHUS
COOTBETCTBYIOLIETO MPHKAa3a.

5.2. B mpukase B 00s3aTeIbHOM MOPAIKE YKA3bIBAIOTCSL:

- nata BBeieHUs J{0MKHOCTHON UHCTPYKIIMU B ACHCTBHE;

- yKazaHue 00 O03HaKOMJIEHWU PaOOTHUKOB ¢ JIOJDKHOCTHOM MHCTPYKLHUEH U CPOKH IS
3TOrO;

- dbaMumM W JIOJDKHOCTH JIUI[, OTBETCTBEHHBIX 3a coOmoneHue JlomKHOCTHON
UHCTPYKIINU;

- UHBIE YCIIOBUSI.

5.3. VYTBepxnaeHHble JIOIDKHOCTHBIE MHCTPYKLMHU MOJUIeKAT 00s3aTelNbHON perucrpauuu B
COOTBETCTBUM C TpeboBaHUsIMHU Jesionpou3BojcTBa B MB/IOY ¢ npucBoeHneM UM nopsiKoBoro
HOMeEpa.

6. O3nakomieHHe padOTHUKOB ¢ J[0JIZKHOCTHOI HHCTPYKIH el

6.1. Osumaxkomsienne pabotHuka MBJIOY ¢ JI0OJDKHOCTHON WHCTPYKIMEH B 00s3aTEIHEHOM
MOpSAJKE OCYLIECTBISIETCd MNpU MNOCTyluieHMHn Ha pabdory B MBJIOY. O3nakomiienue
ocymecteisier 3aBeayromuii MBJIOVY. Ilocne o3HakomieHuss paOOTHUK MPOCTaBIsSeT Ha
JIOJDKHOCTHOM WMHCTPYKIIMM O3HAaKOMHUTEIBHYK0 BH3y - C HMHCTPYKIMEN O3HAaKOMJIEH, JaTa,
MOJIIHUCH.

6.2. Osunakomuenue padotHuka MBJIOY c JlomKHOCTHON HMHCTPYKIMEH B 00s3aTeNbHOM
HOpS/IKE OCYIIECTBIISETCS MpHU MepeBoje pabOTHUKA Ha JAPYIYIO JOJDKHOCTh WM BPEMEHHOM
nepeBoJie Ha Jipyryto paboty. O3HakomuiieHue ocymiecTsisieT 3asenyromuii MBJIOY. Ilocne
03HAKOMJICHHUSI paOOTHUK MPOCTaBisieT Ha JJOJKHOCTHON MHCTPYKIIMH O3HAKOMUTENBbHYIO BU3Y -
C MHCTPYKIIMEH 03HaKOMJIEH, JaTa, MOAIKUCH.

6.3. TpeOoBanus, ycraHoBICHHBIC B JIOJDKHOCTHOH WHCTPYKIIMH, JEHCTBUTEIBHBI C TOTO
MOMEHTAa, KOTJja paOOTHUK OBLI C HEW 03HAKOMIIEH.

6.4. B ciyuae eciu pabotauk MBJIOY oTka3piBaeTCsi pacnucaThCs B O3HAKOMIICHUW HJIH
norydeHuu J{oKHOCTHON WHCTPYKITUH, TAHHBIA 0TKa3 (GUKCHPYETCS ITyTEM COCTABIICHUS aKTa B
MPUCYTCTBUM HE3aMHTEPECOBAHHBIX cBHUaeTeNned. B akte Takxke ¢uxcupyercs daxr



O3HAKOMJICHHsI pabOTHHKA C cojaepxkaHueM JIOIDKHOCTHOM WHCTPYKIMH B HWHOW QopMme
(JomxHOCTHAs MHCTPYKLMS 3a4UThIBAaeTCs BCiIyX 3aBeayroumm MBJIOY).

6.5. Jlns tekymieir paboThl C MOAJIMHHUKA JOKHOCTHONH MHCTPYKIIMH CHUMAIOT 3aBEPEHHYIO
KOTIHIO, KOTOPYIO BeIAatoT pabotHuky MB/IOY, pabGoratomeMy B JaHHOM JOHKHOCTH.

7. BHecenue u3MeHeHH#l B JI0JI2KHOCTHYIO HHCTPYKIHIO

7.1. Bnecenue uzMeHeHu#N B JlOJDKHOCTHYIO MHCTPYKLUIO OCYLIECTBIISIETCS B CIEAYIOLIUX
ClIyyasx:

7.1.1. B cBsI3u C HU3MEHEHHEM O0053aTelIbHBIX YCJIOBHUH TPYAOBOTO JOTOBOpa. YKa3zaHHas
npoueaypa IpoBOAUTCS B COOTBETCTBUU C TpeOoBaHusiMu TpynoBoro koaekca PO (paboTHuk
JIOJKeH OBbITh HE MO3JHEe, YeM 3a 2 Mecsla A0 MPearojiaraeMoro M3MEHEHUs MUCHbMEHHO
yBenomiieH. Ilocrme monydeHuss paOOTHUKOM COTJIAIIEHUS Ha MPOJIOJDKEHHE TPYAOBBIX
OTHOUICHUM, BHOCSTCS U3MEHEHHUS B JIODKHOCTHYIO HHCTPYKIIHUIO).

7.1.2. npu U3MEHEHUH OPTaHM3ALMOHHBIX YCIOBHH TpyJa, 0€3 U3MEHEHHs TPYIOBOW (YHKIUU
paboTHHKA.

7.2.  3asenyromuid MBJIOY wnm iHio, yrnoJHOMOYEHHOE WM, COCTaBIsIeT [[OMKHOCTHYIO
MHCTPYKLMIO B HOBOM pEAaKIUH, KOTOpasi COIJIaCOBBIBAETCS M YTBEPHKAAECTCA B COOTBETCTBUU C
TpeOOBaHUSIMU, YCTAaHOBICHHBIMU pa3zaenamu 4 u 5 Hactosimiero Ilomoxkenus. O3HakomiIeHHE
pabotHuKa ¢ J[OJDKHOCTHOM MHCTPYKLIMEW OCYIIECTBISETCS B COOTBETCTBHHU C TPEOOBAHUAMU,
YCTaHOBJICHHBIMM pa3ziesioM 6 Hacrosuero [lonoxenus.

8. XpaHeHue 10KHOCTHBIX HHCTPYKIMI

8.1.  JIo/KHOCTHBIE MHCTPYKLIMU XPAHATCS B COOTBETCTBUU C IPaBHJIaMH, YCTAaHOBJIIEHHBIMU B
[lepeuneM THIIOBBIX YIIPABIEHUYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOLIMXCS B Ipolecce
JEATEIIBHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABIEHUS U OpraHu3aLuii,
YTBEPAKACHHBIM NprKkazoM MuHkynbTypbl Poccun ot 25.08.2010 Ne 558.

8.2.  JlomkHOCTHBIC HHCTPYKIIMU padoTHHKOB MBJIOY mojyiexkaT MmocTOSHHOMY XPaHCHHIO B
MB/IOV B TeueHue Tpex JeT Mocie X 3aMEHbl HOBBIMHU.



