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1. O6mmue noJioxkeHus

1.1. Hacrosiee [Tonoxenue o JIOJKHOCTHOM UHCTPYKLUH
pabOTHHUKOB (nanee ITonoxenue) MyHu#naibHoro aBTOHOMHOT'O
JIOIIKOJIBHOTO 00pa30BaTeIbLHOro y4pexKaeHus «Jlerckuii cag  Ne 180
KoMbunupoBanHoro Buzpa» Coserckoro paiiona r.Kasauu (nanee -

MAJIOY) paspaGotaHo B wLeisix peryiMpoBaHHs B3aWMOOTHOIICHMH MEX Iy
pabOTHHUKOM H paGoTomaresnem.

1.2. Hacrosiwee ITonoxenue onpezenser ocHOBHbIE TpeGOBaHHS K CTPYKType
U CONEpXKaHMIO JIOJDKHOCTHOW MHCTPYKUMHM pabGotHrkoB MAJIOY, a
TakXe K Npouefype  pa3pabOTKM  JOIKHOCTHBIX — MHCTPYKLMH,  MOpSIKY
UX  TPUHATHUS, YTBEPXKIECHHs, BHECEHHS B HUX JIONOJHEHUH H U3MEHEHHIA.

2. IlonsiTHE 10/IKHOCTHONH HHCTPYKIHH

2.1. lomxHocTHas MHCTpyKLus paGotHuka MAJIOY (nanee - JloiokHOCTHAs
MHCTPYKIIMS) - OCHOBaHHbIH Ha HOPMaX 3aKOHO/ATENbCTBA OQHUIMATBHbIH IPABOBOI
AIOKYMEHT, PErNaMeHTHPYIOIIHI OpraHu3allHOHHO-NIPaBOBOE TOJIOXKEHUE pabOTHHKA
MAJIOVY, ero o6s3aHHOCTH, TnpaBa, OTBETCTBEHHOCTh, 00ECIIeYNBAIOLINI YCIOBHS
ans ero 3¢p¢beKTUBHOM paGOTHI IIPH OCYIIECTBIEHUH HM TPYI0OBOM AESTENBHOCTH
COIJIaCHO 3aHUMAaEMOi J0KHOCTH

2.2. JlomKHOCTHAs HHCTPYKLHS SBJISETCS HOPMATHBHBIM JIOKATBHBIM aKTOM
MAJIOY, PETyIUPYIOLIHM OTHOLIEHHUS B pamKax MAJIOVY,
coaepxaummM obmeobs3aTenbHbIe PaBUIa MOBEICHNS IS BCEX HITH HEKOTOPBIX
Y4aCTHHKOB 06pa30BaTeNbHBIX OTHOLIEHWH, PaCCUUTAHHBIM Ha HEOJTHOKPaTHOE
NPUMEHEHHUE, YTBEP)KACHHBIM MPUKa30M 3aBexayromero MAJIOVY.

2.3. JomxHOCTHas HHCTPYKLUS COCTaBIISIETCS o KaXKJ10M
wTaTHOH  nomkHOCTH MAJIOY 1 06bsiBisieTcss paGOTHHKY Moz pacmucKy mnpu
3aKIMOYeHHH TPYAOBOrO JOrOBOpa, a TAaKKe MPH MNepeMEelleHHH Ha JPYryo
AOJDKHOCTD U NIPH BPEMEHHOM HCIIOIHEHHUH 00SA3aHHOCTEH 110 JOJDKHOCTH.
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2.4. JloikHOCTHAsg MHCTPYKIUS pa3palbaThiBaeTcss MCXOIS U3 3aJad U
(byHKITH, BO3JIO)KEHHBIX HA KOHKPETHOTO paOOTHHKA, B COOTBETCTBHH CO IITATHBIM
pacniucanueM, [IpaBuiamu BHyTpeHHero TpyaoBoro pacnopsiaka MAJIOY, c
coomoaenneM Kouctutynuu Poccuiickorr ®enepanuu, TpymoBoro Kojaekca
Poccuiickon ®engepanvum U MHBIX HOPMATHBHO-NPABOBBIX AKTOB.
2.5. OcHoBoli s pa3pabOTKH JODKHOCTHBIX MHCTPYKIIUM  SBJISIIOTCS
«KBanukalmoHHbIe XapaKTEPUCTUKU JTOJDKHOCTEH pPaOOTHUKOB OOpa30BaHM
Enunoro xBanmu¢uKalMOHHOTO CIpPaBOYHHKA JIOJDKHOCTEH PYKOBOJUTENCH,
CIIEHUMAIIMCTOB U  CHyXalux, YyTBepxkaeHHoro IIpukazom MuHHCTEpCTBA
3IpaBOOXPAHEHUS U COLMAIbHOTO pa3BuTusa Poccuiickoit @enepannu oT 26 aBrycra
2010r.Ne7611.

3. TpeGoBanus, NpeabsBIsieMble K CTPYKTYPeE H COAEPKAHUIO T0JKHOCTHOIM
HHCTPYKIIUH.
3.1. JlomKHOCTHASI MHCTPYKITUS COCTOUT M3 CIICAYIOIINX Pa3ciOB:
OO61re moJIoKEeHHUS
JlomKHOCTHBIC 00SI3aHHOCTH.
IIpaga.
OTBETCTBEHHOCTS.
BzaumooTHomnennsa. CBsi3u 110 JOIDKHOCTH.

3.2. B paznene «OO0mue moI0KEHUN:

- ycraHaBluBaeTcs cepa IeaTeTbHOCTH JAaHHOTO CIICIIHATUCTA,

- YCTaHaBIIMBACTCA TIOPSAJOK €ro Ha3HAYCHWS W OCBOOOXKIEHHUS OT
3aHUMAEMOM JOKHOCTH;

- YCTaHaBIIMBAETCS 3aMEILEHUE TI0 JOJKHOCTH BO BPEMSI OTCYTCTBHUS;

- ONpENENAI0TCS KBTI (PHUKAITMOHHBIC TpebOoBaHUS (TpeboBanus,
peabIBIsieMble K OOPAa30BAHUIO U CTAXY paOOThI), MOJYMHEHHOCTD CIICIIHATNCTA U
JOJKHOCTHBIE JIUIIA, KOTOPBIMHU OH PYKOBOTUT;

- TIEPEUHUCIISIOTCS IPABOBBIC AKTHI 1 HOPMATHUBHBIC TOKYMEHTHI, KOTOPHIMHU
JIOJI’KEH PYKOBOJICTBOBATHCSA CIIEIIUATIMCT B CBOCH JESITEIILHOCTH.

B pasmen Moryr ObIThb BKIIOUEHBI JpyrHe TpeOOBaHMsS U IOJOXKEHHS,
KOHKPETU3HUPYIONINE W YTOYHSIONINE CTAaTyC TOJHPKHOCTHOTO JIUIA M YCJIOBHS €rO
JICSITETIBHOCTH.

3.4. Paznen «/lomKHOCTHBIE 00513aHHOCTHY COACPIKUT NIEPEUCHb OCHOBHBIX
(GYHKIUHA TOJDKHOCTHOTO JIMIA, a TAKXKE YKA3bIBAIOTCS 00S3aHHOCTH JTOJDKHOCTHOTO
JIMIIa, BO3/IaraeMble Ha HET0, YKa3bIBaeTCs popMa €ro y4acTHs B YIIPABICHICCKOM

mpoiiecce (pPyKOBOJIMT, yTBEpKIaeT, OOeCreunuBaeT, MOJIrOTABJIMBACT,
paccMaTpuBaeT, HCIOJHSET, KOHTPOJHUPYET, COTJIACOBBIBACT, IMPEACTABIIACT,
KypUpPYET U T.11.)

35. Pazgen «IIpaBa» COACPKHT IIEpEUCHb MpaB, IPEAOCTABIIEMBIX
CHCIMATMCTY JIJIS BBITOJTHEHHUS BO3JIO)KEHHBIX Ha HETO (DYHKIIMIA U 005S3aHHOCTEH.

3.6. B  pasmene  «OTBETCTBEHHOCTH»  YCTAHABIHMBAIOTCS  BUJBI
OTBETCTBEHHOCTH 3a HECBOCBPEMCHHO€ M  HEKAYCCTBEHHOC  BBHIIOJIHCHHE



CHEIUATMCTOM JIOJDKHOCTHBIX O0SI3aHHOCTEH M HEUCIIOJIb30BAHKE MTPEIOCTABICHHBIX
eMy TpaB.

3.7. Paznen «B3anmootHomIeH s, CBS3H 1O TOJKHOCTHY COJIEPKUT MEPEICHb
JTOJDKHOCTHBIX  JIMI, C KOTOPBIMM CHEHHAJTUCT BCTYMaeT B CIYyKEOHbIE
B3aMMOOTHOIIICHUSI M oOecmeuuBaeTcss MHGOpPMALMEH, YKa3bIBAIOTCA CPOKH
MOJTYYCHHS Y TIPeOCTaBICHU HHGOPMAIIMH, OMPEACISIETCS MOPSI0K MOAIUCAHMS,
COTJIAaCOBAHUSA U YTBEPKJICHUS IOKYMEHTOB.

3.8. O06s3aTenbHBIMU PEKBU3UTAMH J{OHKHOCTHOM MHCTPYKIIMH SIBJISTFOTCSI:

- noaHoe HaumeHoBaHue MAJIOY;

- 3aroJIOBOK K TEKCTY;

- BU3BI COTJIACOBAHUS;

- TIOAMNUCH, TPU( YTBEPKICHHUS.

4. llopsimok pa3padboTKH, COTJIACOBAHUS, YTBEPK/IeHNS U BBeIeHHS B JIeliCTBHE
TOJKHOCTHOI MHCTPYKIIUM

4.1. JlomxHOCTHAas MHCTPYKUHS pa3pabarbiBaeTcs 3aBenyromum MAJIOY
aubo JMIIOM, YIOJTHOMOYEHHBIM 3aBenyromum MAJIOY. B cayuae, ecnu
JIOJDKHOCTHAasT ~ MHCTPYKIMS — pa3palarbiBaeTCss  JUIOM,  YIOJHOMOYEHHBIM
3aBeayromuM MAJIOY, To oHa OJMKCHIBAETCS pa3pabOTUUKOM.

42. JlomKHOCTHAsE UWHCTPYKIMSL TIociie pa3pabOTKH  TepefaeTcss B
po(CO03HBINM KOMUTET TIEPBUYHON MPO(COI03HOM OpraHu3aiiu, MpeacTaBIIIOMIUNA
UHTEepechl 0oapmuHCTBA paboTHUKOB MAJIOY (nmanee - mpodcoro3HbI KOMUTET).
[Ipodcoro3nprii KOMUTET B CpPOK HE TMO3[IHEE JecsATH paboumx JHEH co JHA
nosy4yeHus [{0JKHOCTHONM MHCTPYKLIHUH OCYIIECTBIISIET COrJacoBaHKe J{OMKHOCTHOM
HHCTpYKUMU. B ciayyae, eciu npodcoro3HbIi KOMUTET HE COTJIACEH C TEKCTOM
JIOJDKHOCTHOM ~ WHCTPYKIIMU  JIMOO BHOCUT  MpPEUIOKEHUS  TI0 ero
COBEPILICHCTBOBAaHNUIO, TO 3aBeaytomeMmy MAJIOY HampaBisieTcsi MOTUBUPOBAHHOE
MHeHue. 3apeayromuiit MAJIOY MOXeT corsiacuThCsl ¢ HUM JTU00 00si3aH B TEUCHUE
MATH JHEH MOCe MOJyYeHUsI MOTUBUPOBAHHOTO MHEHUS MPOBECTH JOMOTHUTEIBHBIC
KOHCYJbTallUM ¢  NpPOQCOIO3HBIM  KOMHUTETOM B  MEJIAX  JOCTHXKCHUS
B3aMMONPUEMIIEMOTO PEIICHUS.

[Ipu He MOCTMIXKEHUU COTJIACHUSI BO3HHKIIHME pa3HOTIACHS O(QOPMIISIOTCS
NpOTOKOJOM, mociie 4dero 3apeaywomunid MAJIOY umeer mpaBo yTBEpAUTH
JIOKHOCTHYIO HHCTPYKIIMIO.

S. YTBep:xkaenue J0/KHOCTHON MHCTPYKIUU

5.1. 3aBenyrommiit MAJIOY yrBepxkaaet JJ0KHOCTHYIO HHCTPYKIMIO TyTEM
U3JIaHHS COOTBETCTBYIOLIETO MTPUKA3a.

5.2. B npukaze B 00s13aTE€ILHOM MOPSIIKE YKA3bIBAIOTCS:

- 1ata BBeJICHUs [OIDKHOCTHOM MHCTPYKIMU B JCUCTBUE;

- yKa3aHue 00 03HaKOMJICHHH paOOTHUKOB ¢ JI0JKHOCTHOM MHCTPYKIMEH U
CPOKH IS 3TOTO;

- (haMIJIUK U JOJKHOCTH JIUII, OTBETCTBEHHBIX 3a coOMoAeHUE J{0IKHOCTHOM
UHCTPYKILIWY;

- UHBIE YCIIOBHUSI.

5.3. YTBepxkneHuble J[OKHOCTHBIE MHCTPYKLMU MOAJIEXKAT 00s3aTeNbHON
perucTpanuu B COOTBETCTBUM € TpeboBaHuUAMH Jernonpou3BoactBa B MAJIOY c
IPUCBOEHUEM MM MOPSIIKOBOIO HOMEpa.



6. O3HakomJyeHHe pa0OTHUKOB ¢ JlOJIZKHOCTHOM MHCTPYKIH e

6.1. O3naxomnenue padotnuka MAJIOY ¢ JJomKHOCTHOM MHCTPYKIUEH B
0053aTEIHLHOM MOPSIJIKE OCYIIECTBISIETCS IPH MOCTYyIIeHnU Ha padoty B MAJIOVY.
Oznakomiienue ocymectisier 3aeAytomuii MAJIOY. Tlocine o3HaKoMIIeHHS
pabOTHUK MpOCTaBIsieT Ha JJOHKHOCTHOM MHCTPYKIIMU O3HAKOMHUTENBHYIO BU3Y — C
WHCTPYKIIMEN O3HAKOMIJIEH, J1aTa, OJIMHUCH.

6.2. O3nakomienue padbotauka MAJIOY ¢ JIomKHOCTHONW MHCTPYKIIUEH B
00s513aTeIbHOM TOPSJIKE OCYLIECTBISACTCA NPU IEepeBOJie paOOTHUKA HA APYTYIO
JOJDKHOCTh WJIM BPEMEHHOM TMeEpeBojie Ha Jpyryio padoty. O3HakoMiieHue
ocymiectnisieT 3aBeayomuit MAJIOY. [locne o3HakomiieHrs paOOTHUK MPOCTAaBISET
Ha JIOJDKHOCTHOW WHCTPYKLUMH O3HAKOMMTEIIBHYIO BH3y - C HHCTPYKLIHEH
O3HAaKOMJIEH, JaTa, ITOAIMCH.

6.3. TpeOoBanus, ycraHoBIeHHble B  JIOMKHOCTHON  WHCTPYKIIUH,
JEMCTBUTEIBHBI C TOTO MOMEHTA, KOTJ1a pAOOTHHUK ObLT C HEM 03HAKOMIICH.

64. B cmygae ecaum pabotHuk MAJIOY oTka3biBaeTcs pacmnmcarhCs B
O3HAKOMJICHUM WIHA IOJXy4YeHUU JIOJDKHOCTHOM MHCTPYKLUMH, IAHHBIA — OTKa3
(uKcupyeTcsi MyTeM COCTaBJIECHUS aKTa B MPUCYTCTBUM HE3aMHTEPECOBAHHBIX
ceugereneil. B akre Takke  Qukcupyercs (aKT O3HAKOMIICHUS PaOOTHHKA C
conepxkanueM JlomvkHOCTHOW HHCTpyKumu B uHOM Qopme ([JomkHOCTHas
MHCTPYKLIMA 3a4UThIBAeTCs BCIyX 3aBeayomum MAJIOY).

6.5. Jnsa Tekymeil pa®oThl € NOUIMHHUKA JOKHOCTHOM HWHCTPYKLMU
CHUMAIOT 3aBEPEHHYI0 KONHWIO, KOTOpYI  BblgaoT padbotHuky MAJIOY,
paboTaroniemMy B JaHHOU JTOKHOCTH.

7. BHecenune n3mMeHeHUil B JI0JIKHOCTHY 0 MHCTPYKIMIO

7.1. BHecenue nzmMeHeHui B JI0JPKHOCTHYIO HHCTPYKIIUIO OCYIIIECTBIISIETCS B
CJIEIYIOLIUX CITydasx:

7.1.1. B CcBs3U C UBMEHEHUEM 0053aTEIbHBIX YCIOBUHN TPYIOBOTO JOTOBOPA.
VYka3zaHHas npoieaypa NpoBOJUTCS B COOTBETCTBUU ¢ TpeOoBaHUsIMU Tpy10BOTO
kogekca P® (paboTHuk 1OKeH OBITH HE TMO37HEe, 4YeM 3a 2 Mecsia Jo
IIPEAIIoIaracéMoro M3MEHEHMs NUCbMEHHO YyBenowmileH. [locne mosyyenus
pabOTHUKOM COTJIALIEHUS  Ha MPOJOJDKEHHE TPYIOBBIX OTHOUIEHUM, BHOCATCS
U3MEHEHUs B JIOJDKHOCTHYIO HHCTPYKIIMIO).

7.1.2. npu U3MEHEHUH OPTaHU3AIMOHHBIX YCIOBUH Tpyda, 03 H3MEHEHHS
TPyAOBOM (YHKIIUU paOOTHHUKA.

7.2. 3apenyromuit MAJIOY wnum nuio, ymoJJTHOMOYEHHOE UM, COCTABIISACT
JIOM>KHOCTHYIO MHCTPYKLMIO B HOBOM peAaKIMU, KOTOpas COIVIACOBBIBAETCS M
YTBEPKJIAETCA B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBIICHHBIMU pa3zienamu 4 u 5
Hacrosimiero [lonoxxenus. O3HakomiieHne paboTHrKa ¢ J[OKHOCTHON MHCTPYKITUEH
OCYUIECTBJISIETCSI B COOTBETCTBUU € TPEOOBaHUSIMH, YCTAHOBICHHBIMHU pa3aeiaoM 6
Hacrosero [lomoxeHust.



8. Xpanenue 1015KHOCTHBIX MHCTPYKIMIT

8.1. JIoJDKHOCTHBIE MHCTPYKIIMHU XPAHATCS B COOTBETCTBUHU C TIPABHIIAMU,
YCTaHOBJICHHBIMHU B [lepedHemM TUTIOBBIX YIIPABICHUECKUX apXUBHBIX JOKYMEHTOB,
00pa3yromuxcs B Mpolecce AeATeIbHOCTH IOCYIapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO  CaMOYIpAaBICHUS W  OpraHu3aluii, YTBEPXKACHHBIM MPUKA30M
Munkynbtypsl Poccun ot 25.08.2010 Ne 558.

8.2. domxHOcTHbIE HWHCTpYKIMH pabotHukoB MAJIOY  nomnexar
noctossHHOMY XpaHeHuto B MAJIOVY B TeueHue Tpex JeT Nocie UX 3aMEHbl HOBBIMU.
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