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1. O6mue mostoxkenust
1.1.Hacrosmee IlomoxeHwe O JOO/KHOCTHOM — HMHCTpyKumu  paboTHHKOB  (manee IlosoxeHwue)
MYHHMITUTIATBHOIO  OIOMKETHOIO  JIOIIKOJIEHOTO  00pa3oBaTelNbHOrO  yupexnaeHus «Jerckwit  can
KOMOunUpoBaHHOTO BHAa Ne37 «Bacumdk» 3eNeHONONBCKOT0 MYHHIMIAILHOrO paioHa PecmyGiuku
Tarapcran paspaboTaHO B LENSX PErYJUPOBAHHS B3aMMOOTHOINEHHUN MeXay paboOTHHKOM u
paboTonareneM.
1.2. Hacrosimee IlonoxkeHue ompenensieT OCHOBHBIE TpeOOBaHHS K CTPYKTYPE U COJEPIKAHHIO
JOJDKHOCTHON MHCTPYKLMH PaGOTHHMKOB, a TaKXe K IPOLeRype pa3pabGoTKH AODKHOCTHBIX WHCTPYKIIMIA,
MIOPAAKY UX IPUHATHUS, yTBEPXKIECHYS, BHECEHUS B HUX JIONOJIHEHHH U U3MEHEHUHU )
2. Jo/12KHOCTHOM HHCTPY KUK
2.1.lo;mxHOCTHAs WHCTPYKIMA paGoTHHMKA VYupexaeHus (nanee - JIO/KHOCTHAs WHCTPYKLHS) -
OCHOBAHHBIA Ha HOpPMAaxX 3aKOHOJATENILCTBA O(PUIHMATBHEBIM IPABOBOM [JOKYMEHT, perjiaMeHTHPYHOUIHi
OpraHU3alMOHHO-TIPABOBOE  IIOJIOXKEHHWE  paboTHUKA  YUpeXAeHHs, ero o0sf3aHHOCTH, I[paBa,
OTBETCTBEHHOCTD, OGecrneunBaommi ycnoBust uisi ero 3¢ dexTusHOM paboThl MPH OCYIIECTBICHUH MM
TPYZIOBO AEATENLHOCTH COTJIACHO 3aHUMAEeMOM JIOIKHOCTH
2.2.JTo;KHOCTHAs MHCTPYKIHS SBISETCS HOPMATHBHBIM JIOKATBHBIM aKTOM YUPEKICHHS, PEryTHPYIOLAM
OTHOIUCHHS B paMKaX YUYpeXIEHUs, COJepKaIliM o6Ieobs3aTebuble PaBuia NOBEISHUS IS BCEX WITH
HEKOTOPBIX YYaCTHHKOB OOpa30BATENBHBIX OTHOLIEHHH, PACCUMTAHHBIM Ha HEOAHOKDPATHOE NpUMEHEHHE,
YTBEPXKICHHBIM NPUKA30M 3aBEAYIOIIEro Y UpexaeHus.
2.3.JTo/1DKHOCTHAST HWHCTPYKLUMS COCTABIAETCS MO KAKAOW INTATHOM JOKHOCTH Yupexnenus #u
OOBsBIISICTCS. PAabOTHUKY TMON pPacmMCKy IIPH 3aKIIOYEHHH TPYJAOBOIO JOrOBOpA, a TaKkxke IpH
MEPEMENICHIH Ha IPYTYIO HOJDKHOCTE U IIPH BPEMEHHOM MCHOJHEHUH 00S3aHHOCTEH 110 JIOIDKHOCTH,
2.4 JIOJOKHOCTHAs HWHCTPYKUMA pa3pabaTeIBaeTcs WCXOAs W3 3aiad | GyHKIHHE, BO3JIOXKEHHBIX Ha
KOHKPETHOrO pabOTHHKA, B COOTBETCTBMH CO INTaTHBIM pACIHCAHHEM, I[IpaBHIAMH BHYTPEHHETO
TPYZOBOTO pacnopsjika YupexaeHus, ¢ cobmonenuem Koncruryuun Poceniickot ®eneparmu, Tpyaosoro
kozekca Pocentickoit Ddeneparvi 1 HHBIX HOPMATHBHO-IIPABOBBIX AKTOB.
2.5.0cHOBOM s pa3paGOTKM  NOJDKHOCTHBIX — MHCTPYKIMH  SBISIOTCS «KBanupuxanroHHkie
XapaKTePUCTHKH NODKHOCTeH paboTHuKOB 06paloBanus» EmuHoro KBATU(UKALMOHHOTO CIIPABOYHHKA
AOJDKHOCTEH PYKOBOMMTENCH, CIEUHATIMCTOB M CIYXAllMX, YTBEPKAEHHOro IIpHKazom Munucrepcrsa
3PaBOOXpAaHCHUs ¥ COLMAIBHOrO pa3BuTHs Poceniickoi Menepaunu ot 26 arycra 2010 r. Ne 761 1.
3.TpeGoBanns, npeabsAB/IseMble K CTPYKTYPE U COEPIKAHMIO T0JKHOCTHOM HHCTPYKIUH.
3.1.JIoJDKHOCTHAS MHCTPYKIIUSI COCTOUT M3 CIIETYIOMIMX Pa3/ieoB:
- O011Me M0I0KEHHUS '



-JIoKHOCTHBIC 0053aHHOCTH.
- [IpaBa.
- OTBETCTBEHHOCTb.
- BzaumooTHomenus. CBsA3U 110 T0JKHOCTH.
3.2.B paznene «OO0mme moIoxeHus»:
- ycraHaBiuBaeTcs chepa AesITeNbHOCTH JAaHHOTO CHEIHAJIICTA;
- YCTaHaBJIMBACTCS MTOPAIOK €ro Ha3HAYCHUsI U OCBOOOKICHUS OT 3aHUMAEeMOM TOJDKHOCTH;
- YCTaHaBJIMBAETCS 3aMEILEHUE 10 JTOJLKHOCTU BO BpEMS OTCYTCTBUS;
- OIpEENA0TCs KBalu(UKallMOHHbIe TpeOoBaHUs (TpeOOBaHMsI, IPEIbIBIIEMbIE K 00pPa30BaHUIO U CTAXKY
paboThI), TOAYMHEHHOCTD CHEIUATINCTA U JOJKHOCTHBIE JIUIA, KOTOPHIMH OH PYKOBOIUT;
- IEPEYUCIIAIOTCS IIPABOBBIE aKThl U HOPMAaTHBHbBIE JOKYMEHTBI, KOTOPBIMU JIOJKEH PYKOBOZICTBOBATHCS
CIELUATIUCT B CBOEH JEATEIBHOCTH.
B pa3gen Moryt ObITh BKIIIOUEHBI ApYyrre TPeOOBaHMS U MOJIOKEHUS, KOHKPETU3UPYIOIUE U YTOUHSIOIINE
CTaTyC JOJKHOCTHOTO JIMIA U YCJIOBHS €70 AESITEIbHOCTH.
3.4. Paznen «/lomkHOCTHBIE 0053aHHOCTHY COJAEPKUT MEPEUeHb OCHOBHBIX (DYHKIMI TOJKHOCTHOTO JIMIIA,
a TaK)Ke YKa3bIBarOTCS 0053aHHOCTH JOJDKHOCTHOTO JIMIIA, BO3JIaraéMble Ha HEro, yKa3bIBaeTcs: (hopMa ero
yyacTHs B YIpPaBICHUYECKOM Iporecce (PYyKOBOIUT, YTBEP)KAAeT, 00ecrnedyuBaeT, IOJArOTaBIIMBaET,
paccMaTpuBaeT, UCIIOJIHSET, KOHTPOJIMPYET, COITIACOBBIBAET, MPECTABIIAET, KYpUPYET U T.1.)
3.5.Pazgen «lIpaBa» comepKUT IEpedeHb MpaB, MPEJOCTABIAEMBIX CIELMAIUCTY MJISA BBIIOIHEHUS
BO3JIO)KEHHBIX Ha HETO (DYHKIHIA U 00S3aHHOCTEH.
3.6.B pasznmene «OTBETCTBEHHOCTH» YCTaHABJIMBAKOTCS BUABI OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE U
HEKAYeCTBEHHOE BBITIOJHEHHUE CIIEHUAIMCTOM JIOJDKHOCTHBIX OOS3aHHOCTEH W  HEHCIOJIb30BaHUE
IIPEIOCTABIICHHBIX €MY IIPaB.
3.7.Paznen «BzaumooTHomeHus. CBS3U 1O JOJDKHOCTH» COACPKUT TMEPEUYCHb JIOJDKHOCTHBIX JIMII, C
KOTOPBIMH CHELMAINCT BCTYyMAaeT B CIyXeOHble B3aMMOOTHOIIEHUS M oOecreyuBaeTcsi MHGOpMaIUei,
YKa3bIBalOTCA CPOKU MOJIYYEHHUS U MpPeNoCTaBiIeHUs WH(OpMaluU, Onpeneisercs NopsaoK MOANUCAHUS,
COIJIACOBAHUS U YTBEPKIEHUS TOKYMEHTOB.
3.8.00s3aTenbHBIMU PEKBU3UTAMU JIOTHKHOCTHOW MHCTPYKIUU SIBISIIOTCS:
- IOJIHOE HAMMEHOBaHUE YUpEKICHUS,
- 3ar0JIOBOK K TEKCTY;
- BU3BI COIJIACOBaHUS;
- IOAANIHCH, TpU( YTBEPKIACHUS.
4.ITopsaok pa3padOTKH, COTJIACOBAaHNs, YTBEPKICHUS U BBEJACHUSA B ielicTBHE

AOJI’KHOCTHOH MHCTPYKIHH
4.1.JIolKHOCTHAsT —~ MHCTPYKLMSL — pa3pabaTbIBaeTcs  3aBEAYIOUIMM  YUpexJIeHus Jau0o  JHIOM,
YIIOJTHOMOYEHHBIM  3aBeAyromuM  YupexzaeHus. B cinywae, eciu  JIOJDKHOCTHasE —~ MHCTPYKLMS
paspabarbIBaeTCs JIMIIOM, YIOJHOMOYEHHBIM 3aBEYIOUIMM YUpEeXJIEHHUs, TO OHa IOANUCHIBACTCS
pa3pabOTUUKOM.
4.2.JIoToKHOCTHAs MHCTPYKLMA TOCNe pa3paboTKu mepenaercss B NMpOo(COO3HBIH KOMHUTET MEePBHUYHON
po(cor03HON OpraHu3aliy, IPEICTaBISIONINI HHTEpeChl OONBIINHCTBA PAOOTHUKOB YUpeKIeHU (Janee
- podcoro3Hbiii komuTet). [Ipodcoro3HbIl KOMUTET B CPOK HE IMO3JHEE AeCATH pabouux AHEH co JTHS
nosiyueHus: JIOJDKHOCTHOM HMHCTPYKLMH OCYIIECTBISIET coOrylacoBaHUe J{OJDKHOCTHOM HMHCTpykiuu. B
ciydae, eciau mpo(COr3HBI KOMUTET HE COIVIACEH C TEKCTOM J[OMKHOCTHOM MHCTPYKIUHU MO0 BHOCHUT
NPEIIOKEHUST 10 €ro  COBEPUICHCTBOBAHMIO, TO 3aBEAYIOUIEMY  YUPEKIEHUS  HaIpaBlseTCA
MOTHBHUPOBAaHHOE MHEHME. 3aBeAYIOIUN YUpeKICHHUSI MOKET COTJIACUTHCS C HUM JIMOO 00s13aH B T€UEHUE
IITU JHEW MOCIIe TOIYyYEHUs] MOTUBUPOBAHHOTO MHEHHUS ITIPOBECTHU JOIOJIHUTENBHBIE KOHCYJIBTAlUN  C
po(COI03HBIM KOMUTETOM B LIETISX JTOCTHXKEHUS
B3aMMOIIPUEMIIEMOTO PEIICHHUS.
IIpy HEOOCTMXKEHMHM COIIacHsl BO3HUKIIME pa3HOINIAcUsi OQOPMIIAIOTCS IPOTOKOJIOM, IIOCIE Yero
3aBeAYIOIIMN YUpexKICHUS UMEET IIPaBO YTBEPAUTH JlOJKHOCTHYIO HHCTPYKLIHUIO.
5.YTBep:xknenue J{01KHOCTHON HHCTPYKIMH
5.1.3aBenyromuii  YupexnaeHus  yTBepkaaeT  JlOJDKHOCTHYHO ~ MHCTPYKLHMIO  IIYTEM  HM3JaHUS
COOTBETCTBYIOILErO ITPUKA3a.



5.2.B npukase B 00s13aTeIbHOM TOPSJIKE YKAa3bIBAIOTCS:

- nara BBeleHUs [JOJKHOCTHOM MHCTPYKLIMU B JEHCTBUE;

- yKa3aHue 00 03HAKOMJIEHUH paOOTHUKOB C JIOIDKHOCTHOM MHCTPYKIMEN M CPOKHU ISl 3TOTO;

- (haMuIIMU ¥ TOJHDKHOCTH JIMI, OTBETCTBEHHBIX 32 cOO0IeHHE JlOIDKHOCTHON HHCTPYKIUH;

- HHBIE YCIIOBUS.

5.3.YT1Bepxaennbie JJOmKHOCTHBIE HHCTPYKIIMH MOJIEKAT 0053aTEIbHOM PErUCTpalliid B COOTBETCTBUU C
TpeOOBAHUAMU JIEIONPOU3BOJCTBA B YUPEKICHUS C IPUCBOSHUEM UM MOPAIKOBOIO HOMEpA.
6.031aKkoM/IeHNe pa0OTHUKOB ¢ J[0JZKHOCTHON HHCTPYKIM e

6.1.03nakomiieHre paboOTHUKA YupexaeHus ¢ J{ODKHOCTHON WHCTPYKIMEH B 00s13aTE€ILHOM TIOPSIKE
OCYILIECTBIISICTCA TMpPH TOCTYIUIEHMH Ha pabory B YupexzaeHus. O3HAKOMIEHHE OCYIIECTBIISET
3aBenyroumii Yupexaenus. [locie o3HakomiieHHs: paOOTHUK MpocTaBisieT Ha J{OJKHOCTHON MHCTPYKIMU
03HAKOMMTEJIBHYIO BU3Y - C MHCTPYKIMEN 03HAKOMJIEH, JjaTa, OAIHUCH.

6.2.03HaKoMIIcHHE pabOTHUKA YupexaeHus ¢ J{ODKHOCTHON WHCTPYKIMEH B 00s3aTE€ILHOM TOPSIKE
OCYILIECTBIISIETCS NIPU MEepeBOie paOOTHHUKA Ha JAPYryI0 JOJKHOCTh WJIM BPEMEHHOM IEPEBOJE HA JIPYTyIO
paboty. O3HakOoMJIEHHE OCYLIECTBIsAeT 3aBeayromui Yupexnaenus .Ilocine o3HakomileHHs paOOTHHK
npocTasisieT Ha J{OJPKHOCTHON MHCTPYKIIMU O3HAKOMUTEIbHYIO BU3Y - C MHCTPYKIIMEN O3HAKOMIIEH, JaTa,
HOJIIHCH.

6.3.TpeboBaHusi, ycTaHOBICHHbIE B JIOJDKHOCTHOW MHCTPYKLMH, EHCTBUTENBHBI C TOFO MOMEHTA, KOraa
pabOTHHK OBLI C HEW 03HAKOMIICH.

6.4.B cnydae ecnu paOOTHUK YUpExKIACHUS OTKA3bIBACTCS PACIUCATHCS B O3HAKOMIICHUU WJIH TOJyYCHHUH
JIOJDKHOCTHOM MHCTPYKLUH, JAHHBIA OTKa3 (UKCUPYETCs IIyTeM COCTaBJICHMS aKTa B INPUCYTCTBUU
HE3aMHTEPECOBAHHBIX cBHAeTeNe. B akre Takxke ¢ukcupyercss (akT O3HAaKOMIICHHS PaOOTHUKA C
cozepkanueM J{OJKHOCTHOM MHCTPYKUMM B HMHOM (opme (lomKHOCTHAsE MHCTPYKLUS 3a4MTHIBAETCS
BCJIYX 3aBEYIOIIAM Y UPEKIICHUS).

6.5.]lna Texymedl paboThl C MOMJMHHHMKA JOJDKHOCTHOM HHCTPYKLMH CHUMAIOT 3aBEPEHHYIO KOIIHUIO,
KoTOpyto BeiatoT pabotarky MBJIOY, paGoTaroiiemy B JaHHOU JOKHOCTH

7.BHecenue u3MeHeHHH B JI0JIKHOCTHYIO HHCTPYKIHIO

7.1.BHecenue n3MeHeHu B JIOJPKHOCTHYIO HHCTPYKLIMIO OCYHIECTBIISIETCS B CIAEAYIOUIUX CIydasiX:

7.1.1.B CBsSI3U C M3MEHEHHEM O00s3aTeNbHBIX YCIOBHH TpYyJOBOTO J0TOBOpa. YKas3aHHas Mpolenypa
MIPOBOAUTCS B COOTBETCTBHM C TpeboBaHusMU TpynoBoro kojekca P® (paOoTHHK noiKeH OBITh HE
MO3JHEE, UYeM 3a 2 Mecsla A0 MPEeArnoaaraéMoro M3MEeHEHHs NMHCbMEHHO yBenoMiieH. [locne momyueHus
pabOTHUKOM COTJIALIEHHsI Ha IPOJOJIKEHHE TPYOBBIX OTHOILIEHUH, BHOCATCSA U3MEHEHUS B J{OMIKHOCTHYIO
UHCTPYKIIUIO).

7.1.2.1pu N3MEHEHNHU OPraHU3AIMOHHBIX YCIOBUM Tpy/a, 0€3 N3MEHEHUs TPYAOBON (QYHKIIMN paOOTHUKA.
7.2.3aBenyromuil YUpeKIeHUs WM JIULO, YIIOJTHOMOYEHHOE UM, COCTABIIAET J{OJKHOCTHYIO HHCTPYKIIHIO
B HOBOM peJakiuu, KOTOpas COIJIACOBBIBAETCS U YTBEPKAAECTCSI B COOTBETCTBUUM C TpeOOBaHUSIMU,
YCTaHOBJICHHBIMU pazfenamu 4 u 5 Hacrosuero Ilonoxenus. O3HakomiieHue paboTHHKA ¢ JIOTKHOCTHOM
MHCTPYKLHEH OCYIIECTBISETCS B COOTBETCTBUU C TpPEOOBAHUSMHU, YCTAHOBJIEHHBIMH paslieioM 6
HacTosero [lonoxenus.

8.XpaHeHue 10KHOCTHBIX HHCTPYKIMI

8.1./10KHOCTHBIE MHCTPYKIIMM XPAHATCS B COOTBETCTBUM C IpaBUIIAMM, YCTAaHOBJIEHHBIMU B [lepeunem
TUTNOBBIX YIPABICHUECKUX aPXUBHBIX JOKYMEHTOB, 0Opa3ylolUXcs B Ipolecce JesTeIbHOCTH
rOCy/lapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CAaMOYNpPABIEHUS U OpraHu3alfil, yTBEpKIECHHBIM
npukazoM MuskynsTypsl Poccun ot 25.08.2010 Ne 558.

8.2.JI0KHOCTHBIE HMHCTPYKIUM pAOOTHUKOB YUpEXKJIEHHUS TMOJUIekKaT IOCTOSHHOMY XpaHEHUIO B
VYupexeHns B TEUEHHUE TPEX JIET MOCIIE UX 3aMEHBI HOBBIMH.



