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1.061mme noJsio:xkeHnst

1.1.Hactosiiiee IlonmokeHne O JOJKHOCTHOM HMHCTPYKIHMHU pPAOOTHUKOB
(manee ITonoxxeHue) MYHULUTAITEHOTO aBTOHOMHOTO JIOIITKOJIbHOTO
oOpazoBaTenbHOTO yupexaeHus «Jlerckuit cag Ne 153 koMOMHUPOBAHHOTO BUJIa»
Cosetckoro paitona ropojga Kazanu (manee — MAJIOY) pazpabotaHo B 1emsix
pErylnMpoBaHUs B3aMMOOTHOLIEHUH MKy paOOTHUKOM U paboToaTeseM.

1.2.Hactosimee IlonoxeHue ompenensieT OCHOBHbIE TpPeOOBaHUS K
CTPYKTYpPE U COJAEPX AHHUIO JIOJKHOCTHOM MHCTpyKIuu padbotHukoB MAJIOY, a
TaKKe K MpoueAaype pa3pabOTKU OJKHOCTHBIX HWHCTPYKUUH, MOPAIKY HX
NPUHSATHUS, YTBEP)K/ICHUS, BHECCHHS B HUX JIOTIOJTHEHHUI U U3MEHEHUIA.

1. IonsiTHe TOJKHOCTHON UHCTPYKIIUHU

2.1 lomxHOCTHAas  WHCTpyKHus  padotHukoB MAJIOY  (manee —
JIoJDKHOCTHAsE MHCTPYKIMS) — OCHOBAaHHBIM Ha HOpPMax 3aKOHOJATENIhCTBA
opUIIUANIbHBIA TMPABOBON JOKYMEHT, PETJaMEHTHPYIOIIHN OpraHu3alluOHHO-
npaBoBoe mojoxkeHue padborHuka MAJIOY, ero o0s3aHHOCTH, TIpaBa,
OTBETCTBEHHOCTb, 00ECIIEUNBAIOIINI YCIOBUS ISl €ro 3P PEeKTUBHON pabOTHI pH
OCYIIECTBJICHUH UM TPYIOBOH JESATEILHOCTU COTJIACHO 3aHUMAEMOM JTOJIKHOCTH.

2.2.JI0/KHOCTHAST UHCTPYKIIMS SBJISIETCS HOPMATHUBHBIM JIOKAJTBHBIM aKTOM
MAJIOY, perymupyromum oTtHomeHuss B pamkax MAJIOY, coxepxanum
o01reo0s3aTeNbHBIE MPaBUJIa MOBEJAEHUS JIJII BCEX WJIM HEKOTOPBIX YyYAaCTHUKOB
oOpa3oBaTeIbHBIX OTHOILIEHUHM, PACCUMTAHHBIM Ha HEOAHOKPATHOE NMpPUMEHEHHE,
YTBEPKICHHBIM MpUKa3oM 3aBenyromiero MAJIOY

2.3.I0JKHOCTHAsE HMHCTPYKLUMSI COCTaBIISIETCS 1O KAXKJIOW IITaTHOU
nomxHocTd MAJIOY u 00BsBIISeTCS paOOTHUKY IO PACIIUCKY MPH 3aKIIOYCHUH
TPYJIOBOI'O JOTOBOpA, a TAKXKE IMPHU MEPEMEIICHUN HAa APYIYH JOKHOCTh U IMpHU
BPEMEHHOM HCTIOJTHEHUU 00S13aHHOCTEH 1O JTOKHOCTH.

2.4 JIomKHOCTHAST MHCTPYKLUS pa3paldaTbiBaeTCs HCXOAs U3 3a1ad U
(GyHKIIMH, BO3JIOKEHHBIX Ha KOHKPETHOTO paOOTHHKAa B COOTBETCTBUU CO
IITaTHBIM pacnucanveM, IIpaBunamMu BHYTPEHHEro TPYJIOBOIO paclopsika
MAJIOY, ¢ cobmonennem Koncturynuu Poccuiickoit ®@eneparuu, TpymoBoro
kozekca Poccuniickor denepanny 1 HUHBIX HOPMATUBHO-TIPABOBBIX aKTOB.

2.5.0cHOBOM Jyis1  pa3paOOTKU JIOJDKHOCTHBIX HMHCTPYKUUMA — SBIISIIOTCS
«KBanudukamoHHple XapaKTePUCTUKU JODKHOCTEH PaOOTHHUKOB OOpa30BAHMS»
Enunoro kBanmHUKAIlMOHHOTO CIPABOYHHMKA JOJDKHOCTEH PYKOBOIUTEICH,
CIEUUAIMCTOB MW  CIyXallluX, YTBEPKACHHOTO TNpHKa3oM MUHHCTEpCTBA
3ApaBOOXpPAHEHHUs] W  colMalibHOro  pa3BuTus  Poccuiickoit ~ @enepanuu
(Munznpascoupazsutusi Poccun) ot 26 asrycta 2010 r. N 761l "OO0
yTBepKJIeHnn EnuHOro  KBaNMM(UKAIMOHHOTO  CIpPAaBOYHUKA  JIOHKHOCTEH
PYKOBOJUTENEH, CHEUUATUCTOB M chyxamux, pasaen "KpanudukaunoHHbie
XapaKTEPUCTUKU AOJIKHOCTENH paOOTHUKOB 0Opa3oBaHus "



3. TpedoBanusi, npeAbsB/IsieMbIe K CTPYKTYPe H COACPKAHMUIO
AOJKHOCTHOMH MHCTPYKUHUH.
3.1. IoJKHOCTHAsE MHCTPYKLUS COCTOUT U3 CIEAYIOIINX Pa3/IeNiOB:
- O01IHMe MOI0KEHUS
- TpeOOBaHUS K KBalU(pUKAIUU
- JIOIDKHOCTHBIC 00S3aHHOCTH
- [IpaBa
- OTBETCTBEHHOCTh
3.2. B paznene «O01mue monoKeHus»:
- yCTaHaBJIMBaeTCs cdepa AeATeTLHOCTH JAaHHOTO CIICIHAIINCTA,
- YCTaHABIWBAETCS TOPSAJIOK €ro Ha3HAYCHUsT M OCBOOOXKJICHHUS OT 3aHUMaeMOU
TOJKHOCTH;
- YCTAHABJIMBAETCS 3aMEIIICHHE TI0 JIOJHDKHOCTH BO BPEMSI OTCYTCTBUS,
- OTIPENENAIOTCs KBaTU(pUKAIMOHHBIE TpeOoBaHUS (TpeOOBaHUS, MPEABIBISICMbIC
K 00pa30BaHUIO U CTaXY pabOThI), MOJUMHEHHOCTh CIIEIHAINCTA U JIOJHKHOCTHOTO
JU11a, KOTOPBIMH OH PYKOBOJIUT;
- TEPEYHCISIIOTCS TIPaBOBBbIC aKThl M HOPMATHUBHBIE JIOKYMEHTBI, KOTOPBIMH
JIOJDKEH PYKOBOJICTBOBATHCS CIICIIUAIMCT B CBOCH JICSITEIIBHOCTH.
3.3 B pasgen Moryr OBbITh BKJIIOUEHBI Jpyrue TpeOOBaHHsS M II0JIOKEHUS,
KOHKPETU3UPYIOIINE U YTOUHSIONIME CTATYC JOJDKHOCTHOTO JIMIIA M YCIIOBUSI €TO
NEesITeTbHOCTH.
3.4. Pazmen «JlomKHOCTHBIE OOSI3aHHOCTU» COJEPKUT TIepeYeHb OCHOBHBIX
GyHKIMI ~ TOJDKHOCTHOTO — JIMIIA, a TaKkKe YKa3bIBalOTCA  OOSI3aHHOCTH
JIOJDKHOCTHOTO JIMIIA, BO3JIaraéMoro Ha HEro, yKa3bIBaeTcs ero ¢opma ydacTHs B
yIpaBiIeHYECKOM  mporecce  (PyKOBOAUT,  yTBepXKaaer,  oOecreduBaer,
MOATrOTABIMBAECT, PACCMATPUBACT, HCIOJHSIET, KOHTPOJHUPYET, COIrJIACOBBIBAET,
MpEJCTABISAET, KypUpPYeT U T.J.)
3.5. Paznen «IIpaBa» coaepXuT nepeueHs mpas. [IpegocTaBiaseMbIX CIEUATUCTY
JUTSL BBITIOJTHEHUS BO3JIO)KEHHBIX Ha HEr0 ()YHKIIMK M 00SI3aHHOCTEH.
3.6. B paznene «OTBETCTBEHHOCTH)» YCTaHABIUBAIOTCS BUJbI OTBETCTBEHHOCTH 3a
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBHIMOJIHECHHUE CIECIUATUCTOM JIOJKHOCTHBIX
00s13aHHOCTEH M HEUCIIOJIb30BAaHHE MPEIOCTABIICHHBIX MY TIPaB.
3.7. O6s3aTebHBIMU PEKBU3UTAMU J|OJDKHOCTHON MHCTPYKITUU SIBIISTFOTCS :
- monHoe HauMeHoBanue MAJIOY;
- 3ar0JIOBOK K TEKCTY;
- BU3bI COTJIACOBAHUS,
- IOJIITACH, TPU( YTBEPKIACHUS.

4.1Topsinok pa3padoTKH, COrJIACOBAHMS, YTBEPKICHUS U BBeACHUS

B JIeCTBHE T0JKHOCTHON MHCTPYKIMHU
4.1. JloibKHOCTHAs MHCTPYKIMS pazpadbaTeiBaeTcs 3aBenyromum MAJIOY nubo
JIIIOM, YIIOJJHOMOYEHHBIM 3aBeayrommMm MAJIOY. B cinydae ecnu JloypkHOCTHAs
MHCTPYKLHMS pa3pabaTbiBaeTCs JIMIIOM, YIOJHOMOYEHHBIM 3aBeaytonuM MAJIOY,
TO OHA MOJIMKUCHIBAETCS Pa3pabOTUHMKOM.



4.2. JIomKHOCTHAs MHCTPYKLMS THocie pa3padOTKU Nepenaercs B MpOQCOO3HbIN
KOMUTET NEPBUYHOU MPOQPCOIO3HOM OpraHU3allvM, MPEACTABISIIONINN HHTEPECH
OoonbimnHcTBa paboTHUkoB MAJIOY (manee — npodCoro3HBIA KOMHUTET).
[Ipodcoro3HbIli KOMUTET B CPOK HE TMO3AHEE JecATH paboyux AHEH co JHS
nonydyeHuss  J{OJOKHOCTHOM ~ MHCTPYKUMH ~ OCYLIECTBJISIET  COIJIACOBAHUE
JlomxHOCTHOM uWHCTpyKuuu. B ciywae, eciu mnpodcoro3HbI KOMHUTETE He
corjaceH ¢ TeKCToM JIOMKHOCTHOM MHCTPYKLMU JUOO BHOCUT MPEJIOKEHUS MO
€ro  COBEpILICHCTBOBaHWIO, TO 3aBeaywomemy MAJIOY  HampaBnsercs
MOTHUBUPOBaHHOE MHeHME. 3aBenayromnii MAJIOY MOXeT corinacutrbCs ¢ HUM
60 00s513aH B TEUEHUE MATU JHEH IMOocJe MONTYyYeHUS] MOTUBUPOBAHHOTO MHEHUS
POBECTU JIONIOJHUTEIbHbIE KOHCYJIbTAIMU C MPOQCOIO3HBIM KOMUTETOM B LEIAX
JNOCTH>KEHUS B3aUMOIIPUEMIIEMOTO PEIICHUS.

[Ipy He AOCTHMKEHUU COIJIACHsl BO3HHUKAIOIIME pa3HOracus opOpMIISIOTCS
OPOTOKOJIOM, Tocie dero 3aBenyromuid MAJIOY wumeer npaBo yTBEPAUTH
JIOJPKHOCTHYIO HHCTPYKIHIO.

5. YrBepxaenue J101)KHOCTHON MHCTPYKIMH.

5.1. 3aseayrommiit MAJZIOY ytBepxaaer J{OMKHOCTHYHO HHCTPYKUUIO IYyTEM
U3JIaHHUS COOTBETCTBYIOILIETO IPUKA3a.

5.2.B npukaze B 00s13aTeIbHOM TOPSIAKE YKA3bIBAKOTCS

- 1ata BBeJeHUA J{0MKHOCTHOM HHCTPYKIUU B IEUCTBUE;

- YKa3aHue 00 03HAaKOMJIEHUU PAOOTHUKOB C JOMKHOCTHON MHCTPYKIIUEN U CPOKU
IUIS1 ATOTO;

- (hammiMu W AOHKHOCTH JIMII, OTBETCTBEHHBIX 3a coOmroaeHue J[ommKHOCTHON
UHCTPYKIINH;

- UHBIE YCJIOBUSI.

5.3.YT1BepxaeHubie  J[OMKHOCTHBIE HMHCTPYKIIMU  TOJIEKAT  00sS3aTCIBHOM
pEruCTpanuu B COOTBETCTBUU C TpebOoBaHUsIMU AenonpousBojictBa B MAJIOY ¢
IPUCBOEHUEM MM MOPSIKOBOIO HOMEpA.

6. O3nakomJiieHne padOTHUKOB € J[OJZKHOCTHOI HHCTPYKIMe

6.1. Osnakomienue pabotHukoB MAJIOY c¢ JIomKHOCTHON WHCTPYKIIMEH B
00s13aTEIPHOM TIOPSJIKE OCYIIECTBISIETCS] TP MOCTYIUIeHHH Ha padoty B MAJIOY.
O3znakomienue ocymectBisieT 3aBeaywoumii MAJIOY. Ilocie o3HaKoMIIeHUS
pabOTHUK MPOCTABIIET O3HAKOMUTEIBHYIO BU3Y - B KypHaie «O3HAKOMIICHHS C
JIOM>KHOCTHBIMU MHCTPYKLUAMI.

6.2.03nakomiienne pabotHukoB MAJIOY ¢ JIOMKHOCTHON HWHCTPYKIHMEH B
00s13aTeIbHOM TMOPSIIKE OCYUIECTBIISCTCS NpU TepeBojie pabOTHHUKA Ha JPYTyIO
JOJDKHOCTh WJIM BPEMEHHOM IEpPEeBOJIe Ha Jpyryro padory. O3HakoMmIieHHE
ocymectBisieTr 3aBeayromuid  MAJIOY. Ilocne o3HakomieHHus PaOOTHHK
MPOCTABISIET HA J{OJKHOCTHONM MHCTPYKIIMHA O3HAKOMHUTENIBHYIO BU3Y — B )KYpHAJIE
«O3HakomIeHus ¢ JJOMKHOCTHBIMA HHCTPYKIIUSIMI.

6.3. TpeOoBanus, ycTaHOBJIeHHBIE B JIODKHOCTHON MHCTPYKIMH, JEUCTBUTEIHHBI
C TOrO MOMEHTA, Korjja pabOTHUK ObLI C HEM 03HAKOMIJICH.

6.4. B ciuywsae, ecim paborHuk MAJIOY oTka3bpIBacTCs paclucaTbcs B
O3HAKOMJICHUM WJIM TMOJy4YeHUH J(OJPKHOCTHOM MHCTPYKUMH, IaHHBIA OTKAa3
duKcupyeTrcsi MyTeM COCTaBIICHUS aKTa B NPUCYTCTBUU HE3aUHTEPECOBAHHBIX



ceugeteneil. B akrte Takke QukcupyeTcss (PakT O3HAKOMIIEHHUA pPaOOTHHKA C
conepkanreM JoJKHOCTHOM MHCTpyKUMM B HHOHW Qopme ([lomxHOoCTHAS
WHCTPYKIIUS 3a4MThIBACTCS BCIIyX 3aBeayrommm MAJIOY).

6.5. Jlnsa tekymeil paboThl ¢ MOMJIMHHUKA JOJKHOCTHOM MHCTPYKIUMU CHUMAIOT
KOIMHUIO, KOTOPYH BbIAAIOT pabotHuxky MAJIOY, pabGorawmiemMy B JaHHOU
JOJKHOCTH.

7.BHecenne u3MeHeHHH B J[0JI)KHOCTHYI0 HHCTPYKIMIO

7.1. BHeceHMe W3MEHEHUH B JOJDKHOCTHYK) MHCTPYKLIMIO OCYLIECTBISIETCS B
CHEAYIOIINX CIyYasax:

7.1.1. B CBSI3M C HU3MEHEHHEM O00f3aTeIbHBIX YCJIOBHH TPYIOBOTO JOrOBOpa
yKa3zaHHas Mpolieypa MPOBOJUTCS B COOTBETCTBUU C TpeOoBaHusMH TpymoBoro
kojekca P® (paboTHHMK 1OJDKEH OBITH HE TMO3JHEEe, YeM 3a 2 Mecsia o
IOPEANONaraéMoro HW3MEHEHHMs MNHCbMEHHOro yBenomieH. llocime mnomyyenus
pabOTHUKOM COTJIAIIEHUsI HAa MPOAOHKEHHE TPYAOBBIX OTHOIIEHWH, BHOCSTCS
u3MeHeHus B J{OJDKHOCTHYIO HHCTPYKITHUIO).

7.1.2.npu W3MEHEHUU OPraHU3ALMOHHBIX YCIOBUH Tpyna, 0Oe3 U3MEHEHHs
TPYJAOBOM QPYHKIIMU paOOTHUKA.

7.2. 3aBenyromuii MAJIOY wunum aumo, ymnoaHOMOYEHHOE UM, COCTaBISICT
JIOJDKHOCTHYIO MHCTPYKLHMIO B HOBOW pEJAaKIMM, KOTOpas COIJIACOBBIBAETCS M
YTBEPKJAETCS B COOTBETCTBUU C TPEOOBAaHUSMHU, YCTAHOBICHHBIMH pa3jiesiaMu 4 u
5 mwHacrosmero [lonoxkenus. O3nHakomiieHne paboTtHuka ¢ JlomKHOCTHOM
MHCTPYKIIMEH OCYIIECTBIIAETCS C TPEOOBAHUSIMHU, YCTAHOBICHHBIMH Pa3JI€IIOM.

8. XpaneHue J10JKHOCTHBIX MHCTPYKIM A

8.1. JIOJKHOCTHBIE MHCTPYKIMH XpAHATCS B COOTBETCTBUM C NIPaBUJIAMH,
YCTAaHOBJIEHHBIMU B [lepedyHeM TUMOBBIX YIPABIECHUYECKUX aPXUBHBIX JTOKYMEHTOB,
o0pa3yronmxcsi B MPOIECCe JEATEILHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOT'O CaMOYIIPaBJICHHS M OpraHu3alued, YTBEPKACHHBIM [PUKA30M
MunkynbpTypel Poccum ot 25.08.2010 N 558 (pea. ot 16.02.2016) "O6
yTBepxkAcHUN "l[lepedyHsi TUIOBBIX YNPABICHYECKUX APXUBHBIX JIOKYMEHTOB,
o0pa3yronmxcsi B MPOIECCe JEATEIBHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYMpABJICHUS M OpraHu3alui, ¢ yKa3aHHEM CPOKOB XpaHEHUs"
(3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380).

8.2. JlomxHOCTHbIE MHCTpYKUUH paboTHUKOB MAJIOY mnomnexar moCcTOSITHHOMY
xpaneHuto B MAJIOY B TedueHue Tpex JET MOCie UX 3aMEHbI HOBBIMU.



