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IMOJIOKEHUME
0 JIOJI)KHOCTHOM MHCTPYKIIMUA PAOOTHUKOB
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CoBerckoro paiiona r. Kazanu

1. O0uMe MoJI0KeHu s

1.1. Hacrosimee IlonoxxeHne o JOKHOCTHOW MHCTPYKLMH PaOOTHUKOB (Haiiee
[Tonoxenne) MBJIOY «/lerckuii cang Ne 48 xomOuHHMpoBaHHOTO BHUAa» (COBETCKOIO

paiiona r. Kazanu (manee - MBJIOY) pazpabotaHo B 1LeIAX peryJiupoBaHUs
B3aMMOOTHOIIEHUN MEXJy pabOTHUKOM U paboTojaTesieM B JIMIE 3aBEAYIOIIETO
MBJIOYV.

1.2. Hacrosmiee [lonoxenue onpenensier OCHOBHbIE TPEOOBAHUS K CTPYKTYpE U
COJIEPKAHUIO JIOJDKHOCTHOM MHCTpyKIuu pabotHukoB MBJIOY, a Taxke k mporenype
pa3pabOTKU JOJKHOCTHBIX HWHCTPYKIHM, TOPSAKY WX TPHUHATHS, YTBEPKICHUSA,
BHECEHUS B HUX JIONOJIHEHUN U U3MEHEHHI.

2. IloHsiTHE TOJKHOCTHON HHCTPYKIIUU

2.1. HomxHoctHass uHCTpyKius padbotHuka MBJIOY (manee - JlomkHOCTHas
WHCTPYKIIUSI) - OCHOBAaHHBIM HAa HOpPMax 3aKOHOJATEIhCTBAa O(UIIMATIBHBIM MPABOBOM
JIOKYMEHT, PETJIaMEHTHPYIOUIUN OpraHu3allMiOHHO-IIPABOBOE TOJIOKEHUE pabOTHHUKA
MBJOY, ero o0s3aHHOCTH, MpaBa, OTBETCTBEHHOCTh, 00CCIICUNBAIOIINN YCIOBUS IS
ero 00OBEKTUBHOWU PaOOThI MPU OCYIIECCTBICHUU UM TPYJIOBOM JEATEILHOCTH COTJIACHO
3aHUMAEMOMW JTOJDKHOCTH.

2.2. JomKHOCTHasT WHCTPYKUHUSA SIBJISIETCS HOPMATUBHBIM JIOKAJbHBIM aKTOM
MBJIOY, peryaupyromum  oTHoumeHMs B pamkax MBJOY, coxepxkamum
00111€00s3aTeIbHbIE TIPAaBWJIA TMOBEACHUS [JII BCEX WM HEKOTOPhIX YYaCTHHKOB
00pa3oBaTEIbHBIX OTHOIICHUM, pACCUUTAHHBIM HAa HEOJHOKPATHOE MPUMEHEHUE,
YTBEPKJIEHHBIM NpHKa3zoM 3aBeayromuM MBJIOY.

2.3. JIOJDKHOCTHAsI MHCTPYKIMS COCTABIISIETCS MO KaXAOW IITATHOM JAOJHKHOCTH
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MBJIOY wu oObsiBsiercs pabOTHUKY TMOJI POCHUCH MPU 3aKIIOYEHUH TPYIOBOTO
JIOTOBOpA, a TaKKe MpU MEepEeMEIIEHUH Ha JPYryl NOHKHOCTh U MPU BPEMEHHOM
UCIIOJIHEHUH 00sI3aHHOCTEHN 10 JTOJIKHOCTH.

2.4. ]JlomKHOCTHAS WHCTPYKIIHUS pa3padaThIBACTCs UCXOS U3 3a4a49 U (YHKIIHH,
BO3JIO’)KEHHBIX HA KOHKPETHOI'O PaOOTHHKA, B COOTBETCTBHH CO IITATHBIM PACIIHCAHUEM,
[IpaBunamu BHyTpeHHEro TpyaoBoro pacnopsaaka MBJIOY, coonroaennem
Koncrurynuu Poccuiickon ®@enepanuu, Tpynosoro koaekca Poccuiickon @enepanuu u
WHBIX HOPMATHUBHO-IIPABOBBIX AKTOB.

2.5. JIOMKHOCTHBIE HWHCTPYKIMM pa3palaThIBalOTCd B COOTBETCTBUU C
TpeboBanusimu ~ PI'OC  nomIKONBHOrO 00pa30BaHMs, YTBEPXKICHHOTO  NPHUKa30M
Muno6puayku Poccun ot 17.10.2013 Nel155, mpukazom Muntpyna u Conzamutsel PO
Ne544n ot 18.10.2013, nmpuxazom MuHucTEepcTBa TpyAa U cOUManbHON 3aIUTHl PO OoT
24 wurons 2015 1. Ne 514n «OO6 yTBepkaAeHUH MTPOPECCUOHATBHOIO CTaHAapTa
«Tengaror-ncuxonor» Ha ocHoBaHuM EKC nomkHOCTEN pyKOBOAUTENEH, CIEHUAIMCTOB
U clly>KalluXx, yreepxkaeHHoro [Ipukazom Munsnpascoupassurus Ne761H ot 26.08.2010
B cootBerctBUM ¢ D3 No273 or 29.12.2012 «OO6 o6pazoBanuu B Poccuiickoi
Oenepanuny.

3. TpeOoBaHus, npeabsABJIsieMble K CTPYKTYPe U COJEPKAHUI0
AOJIGKHOCTHOM MHCTPYKIMHU

3.1. JoiKHOCTHasi MHCTPYKIIMSI COCTOUT U3 CJIEIYIOUIUX Pa3/IeoB:
- OO0m1He MOJIOKEHHUS,
- JlomxHOCTHBIE 00S3aHHOCTH;
- IlpaBa;
- OTBETCTBEHHOCTD;
- B3aumootHomeHus1. CBsI3U 110 TOJKHOCTH.
3.2. B pazgene «O01IMe MONT0KEHUS»:
- yCTaHaBJIUBaeTCs cepa AesITeIbHOCTU JAHHOTO CIICIIMAIINCTA;
- YCTaHABJIMBACTCS TOPSJIOK €ro Ha3HAYeHUs M OCBOOOXIEHHS OT 3aHMMaeMOu
JOJIKHOCTH;
- YCTaHABJIMBAETCS 3aMEILIEHUE T10 IOJDKHOCTH BO BPEMS OTCYTCTBUS;
- OTIPEIETSAIOTCS KBaTU(pUKAMOHHbIE TpeOoBaHUS (TpeOOBaHMS, MPEABIBISIEMbIE K
00pa30BaHMUIO U CTaXy paOOThI), MOJYUHEHHOCTh CIELMATINCTa U JIOJDKHOCTHBIE JIUIIA,
KOTOPBIMU OH PYKOBOJMT;
- NIEPEUHCIISIOTCS TIPABOBBIE AKThl 1 HOPMATHUBHBIE JOKYMEHTBI, KOTOPBIMU JOJIKEH
PYKOBOJICTBOBAThCS CIELUAIKCT B CBOEU JEATEIBHOCTH.

B pasgen wmoryr ObITh BKIIIOYEHBl Jpyrue TpeOOBaHUS U TMOJIOXKEHHUS,
KOHKPETU3UPYIOIIME M YTOYHSIOLIME CTATyC JOJDKHOCTHOTO JMIIA W YCJIOBHS €ro
NEeSTENbHOCTH.

3.3. Paznen «JlomKHOCTHBIE OOA3aHHOCTH» COJIEPKHUT MEPEYEHb OCHOBHBIX
(GyHKUMIA TOKHOCTHOTO JIMIA, a TAKXKE YKa3bIBAIOTCSA 00S3aHHOCTH JOJKHOCTHOTO JIULIA,
BO3JIaraéMbleé Ha HETO, yKa3bIBaeTcs (opMma €ro y4yacTHsl B YNMPaBICHUECKOM IIPOIECCE
(pyKoBOAMT, YTBEpkKAAET, 0OECIEUMBAET, MOATOTABIMBAET, PACCMATPUBAET, UCIOJIHAET,
KOHTPOJIMPYET, COTJIaCOBBIBAET, MPEACTABIISIET, KypUPYET U T.J1.)

3.4. Paznen «lIlpaBa» coaep:kKuUT mepedyeHb MpaB, MPEAOCTABISEMbIX CIECIHATUCTY
JUTSI BBITIOJTHEHUS BO3JI0’KEHHBIX Ha HETO (PYHKIMI 1 00sS3aHHOCTEH.
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3.5. B paznene «OTBETCTBEHHOCTh» YCTAaHABIIMBAKOTCS BUABI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBINOJHEHUE CHEUUATUCTOM JIOJKHOCTHBIX
00s3aHHOCTEN U HEUCIIOIb30BAaHUE MTPEAOCTABIEHHBIX EMY MPAB.

3.6. Pasgen «B3aummootHOmeHuns. CBsi3W MO JOJDKHOCTH» COACPKUT IEPEUYCHb
JOJDKHOCTHBIX JIUL, C KOTOPBIMU CHELUAINCT BCTYNAET B CIYKEOHbIE B3aUMOOTHOLLEHUS
u obecrieunBaeTcsi MHGOpMaIMel, yKa3bIBAlOTCS CPOKH TMOMYyUYEHHUS U MPEJOCTaBICHHUS
uHbOpMaIluKY, OMpEAeNseTcs TMOPSIIOK TOANNCAHUSA, COTJIACOBAHHUS U YTBEPKICHHUS
JOKYMEHTOB.

3.7. Ob6s13aTenbHBIMU pEKBU3UTAMHU J{OJKHOCTHOM MHCTPYKIUU SIBIISIFOTCS:

- nojiHoe HaumeHoBaHue MbJIOY;
- 3aroJIOBOK K TEKCTY;

- BU3bI COTJIACOBAHUS;

- HOJIHUCH, TPUQ YTBEPKACHUS.

4. Tlopsinok pa3padoTKH, COTJIACOBAHUSA, YTBEP:KICHHUS U BBeICHUS
B IeHCTBHE T0J)KHOCTHON MHCTPYKUMHU

4.1. JlomkHOCTHas HWHCTpYKIusi pazpabarbiBaerca 3aBeayromum MBJIOY nu6o
JIMIIOM, YHNOJHOMOYEHHbIM 3aBenytommm MBJ/IOY. B cnydae ecnu JloJbKHOCTHaA
WHCTPYKIIMS pa3padaThiBaeTCs JIUIIOM, YIIOJTHOMOUYEHHBIM 3aBenyromet MBJIOVY, to ona
MO/MKICHIBACTCS PA3paOOTUNKOM.

4.2. JIoJKHOCTHAsE MHCTPYKLHUA TOCHE pa3pabOTKH mepefaeTcs B MPOQPCOIO3HBIN
KOMUTET TIEPBUYHONM TPO(COIO3HOM OpraHU3alMH, NPEACTABISIONIMA HWHTEPECHI
oonpiHCcTBa pabotHUKOB MBJIOVY (nmanee - mpodcoro3nbiii komutet). [Ipodcoro3Hbiii
KOMUTET B CPOK HE TO37HEE ACCATH padoumx THEH co AHS moidydeHus J{oJKHOCTHOM
MHCTPYKIUM OCYIIECTBIISICT COrjlacoBaHue JlOKHOCTHOM WMHCTPyKIMU. B ciydae ecnu
po¢COI03HBIN KOMUTET HE COTJIACeH ¢ TEKCTOM J[OMKHOCTHON MHCTPYKIIMH JTUOO BHOCUT
MIPEUIOKEHHST TI0 €r0 COBEPIIEHCTBOBAHMIO, TO 3aBexyromiedn MBJIOY HampasisieTcs
MOTHBHpOBaHHOEe MHeHHe. 3aBemyromuii MBJIOY MoxeTr cormacuTthCcsi ¢ HUM JHOO
00s13aH, B TEUCHHE MATU JHEH MOCJE MOJYy4YCHUSI MOTUBUPOBAHHOTO MHEHHS, MPOBECTH
JIOTIOJIHUTEIIbHBIE KOHCYJIBTAIIUU C TPOQPCOIO3HBIM KOMHUTETOM B IEISAX JOCTHXKCHUS
B3aMONPUEMIIEMOTO PEIICHUS.

[Ipy He [OCTWKEHMHM COTJIaCHsl BO3HHKIIHE pPa3HOTIACUS O(OPMIISFOTCS
MPOTOKOJIOM, mociie yero 3aseayromuidi MBJIOY umeer npaBo yrBepauTh JOKHOCTHYIO
WHCTPYKLHIO.

5. YrBepxaenue 10/2KHOCTHOM HHCTPYKIUH

5.1. 3asepgyronmin MBJIOY yrBepxknmaer JIOKHOCTHYIO HMHCTPYKLUHUIO IIYTEM
W3JIaHHS COOTBETCTBYIOLIETO IIPUKA3a.
5.2. B npukase B 0053aTeIbHOM MOPSAJIKE YKA3bIBAIOTCS:
- nara BBeaeHUs Jl0JDKHOCTHOM MHCTPYKIIMM B JIEHCTBHE;
- ykazaHue 00 O3HaAKOMJICHMH PabOTHUKOB C J[OMKHOCTHOW MHCTPYKLIHMEW M CPOKHU

JJIs1 3TOT O,
- (1)aMI/IJ'II/II/I N AOOJDKHOCTH JIML, OTBCTCTBCHHBIX 34 CO6J'II-OI[CHI/IG I[OJ'I}KHOCTHOI\/II
HHCTPYKIHUH,
- HHBIC YCJIOBHA.
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5.3. VYr1BepxkaeHHble JIOMKHOCTHBIE WHCTPYKIMHM TOJUIEKAT 00A3aTEIbHON
perucTpauMd B COOTBETCTBMM C TpeOoBaHUsAMH JernonpousBoictsa B MBJIOY ¢
IIPUCBOCHHUEM UM ITOPSIAKOBOIO HOMEPA.

6. O3HakoMwIeHHe pa0OTHUKOB ¢ J[0JIZKHOCTHON HHCTPYKIMEH

6.1. Heorpemnemoil 4YacTplO JOJDKHOCTHOM HWHCTPYKIMH  SIBISIETCS  JIUCT
03HAKOMJIEHUS, KOTOPBIM BEIETCS B OPraHU3alluy U CIIYKUT J0KA3aTEIbCTBOM TOTO, YTO
PabOTHUK O3HAKOMUJICS C JIOJBKHOCTHOM MHCTPYKIMEH

6.2.03nakomiienue pabotnuka MBJAOY ¢ JIoJKHOCTHOM MHCTpYKLHMEH B
00s3aTENIbHOM TOPSAJKE OCYUIECTBISETCS MpU MOCTymieHnHn Ha padotry B MBJIOV.
O3znakomiienne ocymectBisier 3aBenytomuit MBJIOY. Tlocne o3HakomieHuss paOOTHUK
MPOCTaBIIAECT HA JIOJPKHOCTHOM MHCTPYKLIHMHM O3HAKOMHUTENIBbHYIO BU3Y - C MHCTPYKUHUEH
O3HAaKOMJIEH, /1aTa, OJIHKCH.

6.3. Osnakominenue padorHuka MBIAOY c¢ JIomKHOCTHON MHCTPYKIIMECH B
00s13aT€IbHOM TOPSIIKE OCYIIECTBISIETCS NpPU MepeBoje pabOTHUKA Ha JPYryro
JOJIKHOCTh WJIM BPEMEHHOM IE€PEBOJIC Ha JIpYryro padboty. O3HaAaKOMJIEHHE OCYIIECTBISET
3ageayromuii MBJIOVY. [locne o3HakoMiieHUs: paOOTHHUK MPOCTaBisieT Ha J{0JKHOCTHOM
MHCTPYKIIMM O3HAKOMUTEIBHYIO BU3Y - C MHCTPYKIIUEN O3HAKOMJICH, 1aTa, TOAHUCH.

6.4. TpeboBaHusi, ycTaHOBJIEHHbIE B JIOKHOCTHOM MHCTPYKLUU, IEUCTBUTENBHBI C
TOTO MOMEHTA, KOr/1a paOOTHHUK ObLI C HEMl 03HAKOMIJIEH.

6.5. B cnyuae ecimu paborHuk MBJIOY orTka3piBaeTcsi pacnmcatbcs B
O3HAKOMJIEHUU WJIM NoJydyeHUH Jl0KHOCTHONM MHCTPYKIMH, TaHHBIA OTKa3 (PUKCUpYyeTCs
IIyTEM COCTAaBJEHUS aKTa B NPUCYTCTBUM HE3aWHTEPECOBAHHBIX CBUAETENEH. B akre
Takke (uxkcupyercsa ¢GakT O03HAKOMIJICHHS pabOTHUKA C cojepxkaHueM J{OJDKHOCTHOM
UHCTPYKUMU B uHOM Qopme ([lomKHOCTHAs MHCTPYKIUS 3a4UTHIBAETCS BCIyX
3aBenytomeid MBJIOY).

6.6. [Insa texkymeid pabOThl ¢ MOJIMHHUKA JOHKHOCTHOM HHCTPYKUHMH CHUMAIOT
3aBEPEHHYI0 KOMHUIO, KOTOPYI0 BbIIAaIOT pabotHuky MBJIOY, pabortaromemy B JaHHOM
JOJIKHOCTH.

7. BHecenne usMeHeHUH B J{0/IKHOCTHYI0 HHCTPYKIHIO.

7.1. BHecenue usMeHeHUN B JIOJDKHOCTHYXO HHCTPYKIIMIO OCYIIECTBISETCA B
CIEAYIOIINX CIIyqasx:

7.2. B CBSI3M C U3MEHEHHWEM 00s3aTeIbHBIX YCIOBUNM TPYAOBOTO JOTOBOpA.
VYkazaHHas npoleypa NpoBOJUTCS B COOTBETCTBUU ¢ TpeOOBaHUSAMHU TpyaoBOro Kojekca
P® (paGoTHuk noikeH OBITH HE MO3JHEE, YeM 3a 2 Mecdlla JI0 NPeIoaraéMoro
W3MEHEHUs] TUCbMEHHO YyBeaomiieH. [locnme monydenuss paOOTHMKOM COTJIAIICHHS] Ha
MPOJOJKEHUE  TPYIOBBIX OTHOLICHUM, BHOCATCS W3MEHEHUs B J{OIKHOCTHYIO
HMHCTPYKIIHIO).

7.3. Ipy UBMEHEHUH OPTaHU3AIMOHHBIX YCJIOBHH Tpynaa, 0€3 U3BMEHEHUs TPYA0BOU
(GbyHKIIUN pabOTHHKA.

7.4. 3asenyromui MBJIOY wnum Mo, ynoJHOMOYEHHOE UM, COCTaBJISIET
JIOJDKHOCTHYIO MHCTPYKLIMIO B HOBOM pENAKIMU, KOTOpas COIJIaCOBBIBACTCS U
YTBEP)KJAETCSA B COOTBETCTBUMU C TpeOOBAaHUSMM, YCTAHOBJICHHBIMU pazaenamu 4 u 5
Hacrosimero Ilonoxkenus. O3HakomiieHne paboTHHKA C JIOMKHOCTHOW HMHCTPYKIIHMEH
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OCYILIECTBIISIETCS. B COOTBETCTBUM C TpeOOBAHUSAMHU, YCTAHOBJICHHBIMH pa3icioM 6
Hactosuero [lonoxenus.

8. Xpanenue /[0/I2KHOCTHBIX MHCTPYKLM M.

8.1.CorsmacoBaHHyl0 M YTBEPXKACHHYIO JOJDKHOCTHYHO HMHCTPYKLUHIO HYMEPYIOT,
IIHYPYIOT, 3aBEpSAIOT IEYaThl0 YUPEXKICHUS U XpaHAT B KaOWHETE 3aBeayIOIIero B
COOTBETCTBUH C YCTAHOBJICHHBIM MOPAIKOM. CpoK XpaHEHHs JODKHOCTHOM WHCTPYKIMU
I10CJI€ 3aMEHBI HOBOM ITOCTOSIHHO.
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