"
"
"

W

.
-y
Ll
Y

s

. ——

MPUHATO
[1eJarOTHYECKUM COBETOM

poTokon Ne fkas
or 8 » 0.9 2018 rona

[Tonoxenne
0 JIOKHOCTHOM HHCTpyKIK paboTHIKOB MBJIOY
«HwkHeuekypekui reTckuii ca « CONHBIIIKO»

2018r



1.001ue mos10:keHus
1.1. Hacrosmee IlonoxeHue o AOMKHOCTHOW WHCTPYKIIMU PAOOTHHUKOB (J1ajee
[Tonoxenue) MyHUIIUNIATBHOTO OIOHKETHOTO JOUIKOJIBHOTO 00pa30BaTEeIbHOIO
yupexaeHusi«HmkHedekypckuil nerckuil cay « COMHBIIMIKO» pa3padoTaHO B LESIX
peryaupoBaHus B3aMMOOTHOIIICHUNA MEKIy paOOTHUKOM M pabOTOAATEIIEM.
1.2. Hacrosmee [lonoxeHue omnpezaenseT OCHOBHbIE TPEOOBaHUS K CTPYKType U
COJIEPKaHUIO JIOJDKHOCTHOM WHCTpyKIMU padbotHukoB MBJIOY, a Tak ke k
poreaIype pa3pabOTKH JOJDKHOCTHBIX WHCTPYKIMH, TOPSAAKY WX TPUHSITHS,
YTBEPKJICHUSI, BHECEHUS B HUX JOMOJIHECHUN U U3MECHEHUU.
2. IlonsATHE JONKHOCTHOM HHCTPYKLUH
2.1. JomxHocTHass WHCTpykius padotHuka MBJIOY (mamee — JlomxHOCTHas
WHCTPYKIIMSI)) — OCHOBAaHHBIM Ha HOpPMax 3aKOHOJIATENIbCTBA O(UIIMATbHBIN
IIPAaBOBOM  JOKYMEHT, pPEIJIaMEHTUPYIOIIUM OpPraHU3allHOHHO — IIPaBOBOE
nonoxkenne pabotHunka MBJIOY, ero o00s3aHHOCTH, TIIpaBa, OTBETCTBEHHOCTb,
oOecreynBaoMMi yCIoBHs [l ero 3PGEeKTUBHON pabOThl MPU OCYIIECCTBICHUU
VM TPYJIOBOMW JI€STEIBHOCTH COTJIACHO 3aHUMAEMOM JOJKHOCTH.
2.2. JIOMKHOCTHAsi MHCTPYKUHUS SBJISIETCS HOPMATUBHBIM JIOKAJbHBIM aKTOM
MBJIOY, perymupyromum otHomieHus B pamkax MBJIOY, coxaepxkamum
oO1eo0s3aTeNIbHbIC TPAaBUIIA MOBECHUS T BCEX WMJIM HEKOTOPBIX YYaCTHHKOB
o0pa3oBaTeIbHBIX OTHOIIEHUN, PACCUUTAHHBIM Ha HEOJHOKPATHOE MPUMEHEHHE,
YTBEPXKIAECHHBIM ITpHKa3oM 3asenyromero MbJIOVY.
2.3. JIOJbKHOCTHAsE MHCTPYKLHUSI COCTABIACTCSA MO KaXJIOW IITATHOM IOJKHOCTH
MBJIOY u o0bsBasieTcs pabOTHUKY IO PACIHUCKY MPU 3aKIIOUYEHUH TPYAOBOTO
JIOTOBOPA, a TAK K€ MPU MEPEMEIIEHUH HA APYTYI0 JOJDKHOCTh U IIPU BPEMEHHOM
VCITOJIHEHUH 00S3aHHOCTEHN 1O JIOJKHOCTH.
2.4 . JIOmKHOCTHAsT MHCTPYKIUSL pa3palaThIBaeTCs MCXOAS M3 3aAady U (PYHKIUH,
BO3JIO)KCHHBIX HA KOHKPETHOIO pa0OTHHKA, B COOTBETCTBUM CO IITATHBIM
pacniucanueM, IIpaBuiiamu BHyTpeHHero TpyaoBoro pacnopsgka MBJIOY, c
coomoaenueM Konctutyuun Poccuiickoit ®enepanuu, TpynoBoro kojaekca
Pocculickon @enepaniii ¥ UHBIX HOPMAaTUBHO — IPABOBBIX aKTOB.
2.5.0cHoBOi1  mys  pa3pabOTKHM  JOJDKHOCTHBIX  WHCTPYKIIUN  SIBJISFOTCS
«KBanupukamoHHbIe XapaKTEPUCTUKH JTODKHOCTEH paOOTHUKOB 00pa30BaHUS»
EnuHoro kBanuuKaMOHHOTO CHPABOYHUKA JOJDKHOCTEH PYKOBOJMTENEH,
CIEHHAINCTOB W  CIy)KalluxX, YyTBepkaeHHoro IIpukazom MuHucTepcTBa
3IPABOOXPAHEHUS] M COLUAIBHOTO pa3BuTua Poccuiickoir depepauuu ot 26
aBrycta 2010 r.Ne761H.
3.TpeoBanus, npeabsiBjsieMble K CTPYKTYpPe U COAEP/KAHUIO JOJKHOCTHOM
HHCTPYKIIHU.
3.1. JIoJoKHOCTHAss HHCTPYKLMS COCTOUT U3 CIEAYIOIINX Pa3/IeIIOB:
-O01re noyIoKeHUs
-JIOJDKHOCTHBIC 00513aHHOCTH
-IIpaBa
-OTBETCTBEHHOCTD
-B3zanmooTHomenus. CBA3U MO JOJKHOCTH.
3.2. B paznene «O01IHe MOI0KESHUS:



-yCTaHaBIUBaeTCA cepa JesATeNbHOCTH TaHHOTO CIIEIUAINCTA;
-yCTaHABJIMBAETCA MOPAJOK €ro Ha3HA4eHHUsS U OCBOOOKIEHHUS OT 3aHHMaeMOM
JOJKHOCTH;
-YCTaHAaBJIMBAETCS 3aMELIEHUE IO JOJDKHOCTH BO BPEMsI OTCYTCTBUS;
-OIPEJIEISIOTCS KBAIM(PUKAIIMOHHBIE TpeOOBaHUs (TpeOOBaHUS, IPEABIBISIEMbIE K
00pa30BaHMIO U CTaXy pabOThl), MOAYMHEHHOCTh CHEIHUAINCTA U JIOJKHOCTHBIE
JMLA, KOTOPBIMU OH PYKOBOJIUT;
- TEPEUYUCIAIOTCS TMPABOBBIE AKThI M HOPMATHUBHBIE JOKYMEHTBI, KOTOPBIMH
JIOJKEH PYKOBOJICTBOBATHCS CIIELUAIIMCT B CBOEH AEATEIBHOCTH.
B pasmen MoryT OBITb BKJIIOYEHBI Jpyrue TpeOOBaHUS U  IOJIOKEHUS,
KOHKPETU3HUPYIOIIKME U YTOUHSIOIIME CTATYC TOJLKHOCTHOTO JIMLA M YCJIOBHUS €T0
NEATEIIBHOCTH.
3.4. Paznen «/loioKHOCTHBIE OOSI3aHHOCTH» COJEPKUT IE€pPEYEHb OCHOBHBIX
(GYHKIMI  JOJDKHOCTHOTO JIMIIA, a Tak K€ YKa3bIBalOTCA 00s3aHHOCTU
JOJKHOCTHOTO JIMIIA, BO3JIaraéMbleé Ha HEro, yKasblBaeTcs (popMa €ro y4yacTHs B
yIpaBICHYECKOM  Ipouecce  (PyKOBOAWUT,  yTBEpXKAAeT,  00OecleuyHuBaeT,
IOATOTABJIMBAET, PACCMATPUBAET, WCIOJIHAET, KOHTPOJUPYET, COIJIACOBBIBAET,
IpEJICTaBISIET, KypUpPYET U T. 11.)
3.5. Paznen «lIpaBa» conepKuUT nepedeHb npas, NPEIOCTABIAEMBIX CIIELHAINACTY
JUISL BBIIOJTHEHUS BO3JIO)KEHHBIX HA HETO (PYHKLIUN U 00S3aHHOCTEH.
3.6. B pa3aene «OTBETCTBEHHOCTBY» YCTAHABIMBAKOTCA BUIbI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBIIIOJIHEHNE CHELHUAIMCTOM JOJKHOCTHBIX
00s13aHHOCTEN U HEUCIIOIb30BAHNUE MPEAOCTABICHHBIX EMY IIPaB.
3.7. Paznen «BszammooTHomeHusA. CBS3H MO MOJDKHOCTH» COACPKHUT IEPEUYECHBb
JNOJDKHOCTHBIX JIAIL, C KOTOPBIMH CHELHAIUCT BCTyHaeT B CIIy>KeOHbIE
B3aMMOOTHOIIIEHUSI W oOecrnednBaeTcss WHGOpMaLUEnd, YKa3bIBAlOTCAd CpPOKU
NOJTyYEHUs U MPEeA0CTaBICHUs UH(pOpMAaLMK, OTIpEAeseTCsl HOPSAOK MOANUCAHNS,
COIJIaCOBaHMS M YTBEPKIACHUS JOKYMEHTOB.
3.8. O6s13aTeIbHBIMH PEKBU3UTAMH JOJPKHOCTHOM UHCTPYKITUU SIBIISTFOTCSI:
-noaHoe HaumeHoBanue MBJIOY;
-3aroJIOBOK K TEKCTY;
-BU3bI COIJIaCOBAHMS;
-TIOJITUCH, TPU( YTBEPIKICHHUS.

4.Ilopsigok pa3padoTKH, COTJIACOBAHMS, YTBEPKIACHUS U BBEACHUS

B JIeliCTBHE T0JIKHOCTHONH MHCTPYKINH

4.1. JlomKHOCTHas MHCTPYKUUs paspadarsiBaeTcs 3aBenytouuM MBJIOY nu6o
JIMIIOM, YIIOJIHOMOYEHHBIM 3aBenytonuMm MBJIOY. B ciyuae, ecin JlomxHOCTHas
MHCTPYKIIUS pa3padaThIBAETCs JIMIIOM, YIIOJHOMOUYEHHBIM 3aBenytomuM MBJIOY,
TO OHa MOAMKUCHIBAECTCS Pa3pabOTUUKOM.
4.2 JIomKHOCTHasi MHCTPYKIMS TOCTE pa3pabdOTKH mepeaaeTcs B MpodCOO3HBIM
KOMUTET TEPBUYHOU MPOQPCOIO3HONW OpraHU3alNU, MPEACTABISIONINN HHTEPECHI
oonpmmHCTBA pabotHkoB MBJIOY (manee — mpodCOIO3HBI KOMHTET).
[Ipodcoro3HbIii KOMUTET B CPOK HE TMO3[HEE JeCATH pabodymx IHEW co JHS
nosydyeHus: JIODKHOCTHOM WHCTPYKIUHU JIMOO BHOCUT TPEUIOKEHHUS IO €ro
COBEPILIEHCTBOBAHMIO, TO 3aBenytomieMy MB/IOY HanpasiisieTcsi MOTUBUPOBAHHOE



mHenue. 3aBenywomuid MBJIOY Mmoxer cormacutbess ¢ HUM 70O 00si3aH B
TEUEHHUE IIATH JHEW IOCJIE IOJYy4YeHUS MOTHUBHPOBAHHOTO MHEHUS IPOBECTHU
JOTIOJTHUTENIbHBIE ~KOHCYJIbTAIlMU C TPO(COIO3HBIM KOMHUTETOM B  IIEJISIX
JOCTUKEHHUS B3AUMOIIPUEMIIEMOTO PELICHUS.
[Ipy HemocTMXKEHWUW corjacusi BO3HUKIIME pasHoryiacus  o(opMIIsIoTCs
MPOTOKOJIOM, mocie yero  3aseayrwomuid MBJIOY wumeer mpaBo yTBEpauTh
JIOJDKHOCTHYIO MHCTPYKIHUIO.
S5.YT1Bepxkaenue /10/KHOCTHON HHCTPYKIMU
5.1. 3asenyromuii MBJIOY yrBepxkaaer JlOKHOCTHYIO HHCTPYKLUIO ITyTEM
W3IaHUS COOTBETCTBYIOILETO ITPUKA3a.
5.2. B npukase B 0053aTe€IbHOM NOPAJIKE YKA3bIBAIOTCA:
-naTta BBEJICHUS J{OKHOCTHOM HHCTPYKIIMU B JICVICTBHUE;
-yKa3aHue 00 O3HAaKOMJIEHUU paOOTHHUKOB C JIOJKHOCTHON MHCTPYKLMEN U CPOKH
IUIs1 9TOTO;
-pamMmIuM U JOJKHOCTH JIML, OTBETCTBEHHBIX 3a coOirofeHue JloJKHOCTHOM
WUHCTPYKLIUH;
-WHBIE YCIIOBHS.
5.3.VTBepxkennbie  JIOJDKHOCTHBIE ~ MHCTPYKIMHM — TOJJIEXKAT  00sS3aTeIbHOM
perucTpalyu B COOTBETCTBUHM € TpebOoBaHUAMH JenomnpousBoactsa B MBJIOY c
IIPUCBOCHUEM UM IIOPSAKOBOIO HOMEpA.
6.03HaKkoMIIeHHEe PA0OTHUKOB € I0JIKHOCTHON MHCTPYKLMEH.
6.1. O3snakomnenue pabotHuka MBJIOY ¢ JlomKHOCTHONW WHCTPYKIMEH B
00s3aTEIbHOM MOPSAKE OCYIIECTBIIETCS NPU MOCTyIUIeHHH Ha padboTy B MB/IOY.
Oznakomnenne ocyuectiasier 3asenyrommid MBJOY. Ilocne o3HakomieHus
pabOTHUK MPOCTaBIsET Ha JJOJKHOCTHOM MHCTPYKIMN O3HAKOMUTEIBHYIO BU3Y —
C MHCTPYKLIHEW O3HAKOMIJICH, 1aTa, TOAIUCH.
6.2. OsmakomsieHue pabotHunka MBJOY ¢ JlomKHOCTHON HWHCTPYKIHEH B
0053aTE€IbHOM TOPSIIKE OCYIIECTBISIETCS MPHU MEPEBOJAE HA JIPYTYIO JOKHOCTD
WIM BPEMEHHOM IepeBOJie Ha JApYyryio pabory. O3HAKOMIIEHHE OCYIIECTBIISIET
sapenytomuii.  MBJIOY. Tlocne o3HakomiieHuss pabOOTHUK TMPOCTABISIET Ha
JIOMKHOCTHOW ~ MHCTPYKLIMM  O3HAKOMMTEIBHYK) BHU3y — C HHCTPYKLHUEH
O3HAaKOMJIEH, /1aTa, MOJAIHKC.
6.3.TpeboBanus, yctaHOoBICHHBIC B JIOHKHOCTHON MHCTPYKIIUHU, IEHCTBUTEIBHBI C
TOTO MOMEHTA, KOrJja paOOTHUK OB C HEW 03HAKOMJIEH.
6.4. B cayuae eciu pabotHuk MBJIOY oTka3biBaeTcsi pacnucatbcs B
O3HAKOMJICHUM WJIA I0JIydeHUH JlOJDKHOCTHOM MHCTPYKLMM, IaHHBIA OTKa3
(buKcUpyeTcss MyTeM COCTABJICHHMS aKTa B MNPUCYTCTBUU HE3aMHTEPECOBAHHBIX
ceugereneil. B akte Takxke ¢ukcupyercs (pakT O3HAKOMIICHHMS pPaOOTHUKA C
conepxxanreM JIoMKHOCTHOW MHCTpYKUMH B HHOM (opme (omxHOocTHAs
WHCTPYKIIHSI 339U ThIBACTCS BCIyX 3aBeayromum MBJIOY).
6.5. Ins tekyuieit paboThl ¢ MOAJUHHUKA AOHKHOCTHOW MHCTPYKIMU CHUMAIOT
3aBEpEHHYI0 KOIMMHIO, KOTOPYIO BbIalOT pabotHuky MBJIOY, pabotatomemy B
JAHHOU JOJKHOCTH.
7. BHecenne usMeHeHHH B JI0JIZKHOCTHYI0 HHCTPYKIMIO



7.1. Buecenue wusMeHeHUN B JIOXKHOCTHYIO MHCTPYKIIMIO OCYILIECTBISIETCS B
CIEAYIOIINX CIIyqasx:
7.1.1. B CBSI3U C UBMEHEHHEM 00513aTeNIbHBIX YCIOBHM TPYI0BOTO JOTOBOPA.
VYkazaHHas npoleaypa MpOBOJUTCS B COOTBETCTBUM C TpeOoBaHUAMH TpyaoBoro
kogekca P® (paboTHUK noKeH ObITh HE TMO3[HEEe, YeM 3a 2 Mecdla [0
MPEANOIAraéMoro HM3MEHEHUsI NUCbMEHHO YyBenomuieH. [locme monydyeHus
pabOTHUKOM COTJIAIIEHUS Ha MPOAOJIKEHUE TPYIAOBBIX OTHOLIECHUH, BHOCSTCS
n3MeHeHus B JIOMKHOCTHYIO HHCTPYKITHUIO).
7.1.2. mpwm W3MEHEHWW OPTaHWU3ANHMOHHBIX YCIOBHHA Tpyaa, 0€3 HN3MECHCHHUS
TPYAOBOH (YHKIIUN pabOTHUKA.
7.2 3aBenytomuii  MBJIOY wunum  nuno, ymoJHOMOYEHHOE UM, COCTaBIISIET
JIOMKHOCTHYIO WHCTPYKIIMIO B HOBOM PEIAKIHMHM, KOTOpPAsl COTJACOBBIBACTCS H
YTBEPKIAETCS B COOTBETCTBUU C TPEOOBAHUSIMU, YCTAHOBJIICHHBIMU pa3jiefiaMu 4 u
5 wacrosmero Ilomoxxenus. O3HakomiieHHe paboTHHKA ¢ J{OJDKHOCTHOM
WHCTPYKIIMEH  OCYHIIECTBJISIETCSI B COOTBETCTBUM  C  TpeOOBaHUSIMHU,
YCTaHOBJIEHHBIMH pa3zesioM 6 Hactosiero [lonoxenus.

8. XpaHeHuHe 10KHOCTHBIX MHCTPYKIM I
8.1.JIoJpKHOCTHBIE MHCTPYKIIMM — XPAaHSATCS B COOTBETCTBHUHM C  IPaBUJIAMHU,
YCTaHOBJICHHBbIMH B [lepeuHeM TUNIOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB,
o0Opa3yroluxcsi B MpoIecce JeATeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO  CaMOYIPAaBJICHUA W  OpPraHu3aliid, YTBEPKACHHBIM MPUKA30M
MunkynbTypbl Poccnn ot 25.08.2010 Ne 558.
8.2. NoybkHOCTHBIE MHCTpYKIUU paboTHukoB MBJIOY mnojiexar mocToOsSSHHOMY
xpanennio B MbJIOVY B TeueHne Tpex JET MOociie UX 3aMEHBI HOBBIMHU.
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