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ITos10keHHEe 0 10/IZKHOCTHONH HHCTPYKIHH PA0OTHHKOB
MyHHUHNAIBLHOT0 010’KETHOr0 J0MIK0JILHOI0 00Pa30BATE/ILHOIO YUPEK/ICHHS «AJIEKCeeBCKHI
aerckui caa Ne 6 «Il4esika» AjlekceeBCKOro MyHHIMNAABHOIO pailona Pecny6smmku Taraperan

1. O6mue nosoxeHust

1.1.Hacrosmee Ilonoxenue o JODKHOCTHOW HMHCTPYKLMHM pabOTHHKOB (Jaliee [Tonoxenue)
MyHHILMIIAIBHOTO OIO/PKETHOTO JIOIKOJILHOTO 00pa3oBaTe/IbHOIO YUPEK/ICHHUS «AJIEKCEEBCKUIT IeTCKHU
can Ne 6 «Ildenka» AsnekceeBCKOro MyHHIMIIAIBLHOTO paiiona PecriyGiukn Tataperan (najiee 1o Tekery
J1OO) pa3paboTano B LeIsX peryjnpoBaHusi B3aHMOOTHOLICHUH MeXK1y pabOTHHKOM H paboToaTesiem.

1.2. Hacrosnee Ilonoxenue onpejiensier OCHOBHbIe TpeOOBaHHUS K CTPYKTYpE M COAEPIKAHUIO
JIOJDKHOCTHOH HMHCTPYKUMH pabotHukoB JIOO, a Taike K mnpoueaype pa3pabOTKH JIOJDKHOCTHBIX
UHCTPYKIHH, NOPAAKY UX IPUHSITHSL, YTBEPIKACHHS, BHECEHHUS B HUX JIOTIOJIHEHHH U H3MEHEHHIA.

2. [TonsiTne 10/IZKHOCTHON HHCTPYKIHH

2.1. JlomxnoctHas wuHcTpykuusi pabothuka JIOO (nanee - JIO/DKHOCTHAs MHCTPYKLHMS) -
OCHOBAHHBIH HA HOPMAax 3aKOHOJATENIbCTBA O(QHUIMATIBHBIA MPABOBOI JIOKYMEHT, perjaMeHTHPYIOLIHN
OpraHMu3alMOHHO-IIPaBoBOE I10J10kKeHue padotHuka JIOO, ero o0s3aHHOCTH, MpaBa, OTBETCTBEHHOCTD,
obecnieynBaromuii  ycioBus s ero d(GdexTuBHOW paboThl MpPH  OCYLIECTBJIEHHH HM TPYIOBOM
JIEATEJIbHOCTH COMIACHO 3aHUMAEMO# JIOJDKHOCTH

2.2, JIomKHOCTHAs MHCTPYKIMSI SIBISIETCS  HOPMATHBHBIM  JIOKalbHbIM — aktom  J[OO,
perynupyroumuM otHowenus B pamkax JIOO, conepxkaium obieodsi3areibHble MpaBuia MOBEACHUs IS
BCEX HJIM HEKOTOPBIX YYaCTHHKOB 0Opa30BaTENIbHBIX OTHOLICHHWH, PACCUUTAHHBIM HA HEOJAHOKPATHOE
[IPUMEHEHHE, YTBEPXKIACHHBIM ITpUka3oM 3aseaytorero J10O.

2.3, JlomKHOCTHAst MHCTPYKIMs COCTABJISETCS M0 Kaka0M wmratHoi no/mkHoctH JIOO 1
o0bsiBaseTcs paOOTHUKY I10J PACIUCKy [PH 3aKJIIOYEHHH TPYAOBOrO JIOFOBOpA, a TaKkKe IpH
[IEPEMELICHUHN Ha JIPYTYIO JIOJDKHOCTD W TIPH BPEMEHHOM MCITOJIHEHUH 00s13aHHOCTEH 110 J0KHOCTH.

2.4. JIomKHOCTHAs. MHCTPYKIHs pa3pabaThiBaeTCs MCXO/As M3 3a1ay M (YHKUMH, BO3JI0KEHHBIX
Ha KOHKPETHOTO pabOTHHMKA, B COOTBETCTBHHM CO LITATHBIM pacrucaHueM, [IpaBujiaMu BHYTPEHHEro
TpyaoBoro pacnopsaka JIOO, ¢ cobmonennem Koncruryuun Poccuiickoit ®enepaumu, TpyroBoro
Kozekea Poccuiickoit deaepaliu ¥ HHBIX HOPMATHBHO-IIPABOBBIX aKTOB. 2.5. OCHOBOM /s pa3paboTKH
JIOJDKHOCTHBIX HHCTPYKLHUH siBistoTes «KBannpukalnoHHble XapaKTePUCTHKH I0JDKHOCTEH pabOTHUKOB
oOpasoBanus» EQMHOro KBaIM(PUKALMOHHOTO CIPaBOYHUKA H0/KHOCTEH PYKOBOMTEIEH, CIEUATHCTOBR
M CIIyXalluX, yTBepikaeHHOro IIpukazom MuHucTepeTBa 371paBOOXpaHEHUs] M COLHAIILHOTO Pa3BUTHS
Poccuiickoit ®enepanun ot 26 arycra 2010 r. Ne7614.

3. TpeGoBanus, npeabsiB/IsieMble K CTPYKTYPe H COAEPKAHHIO J10KHOCTHOM
HHCTPYKLHH.
3.1. JIO/JIKHOCTHASI HHCTPYKIHUSI COCTOUT U3 CIEAYIOLIMX Pa3/IeoB:
- OO61ue nosioxeHHst
- Jlo/oKHOCTHBIE 00SI3aHHOCTH.
- Ilpaga.
- OTBeTCTBEHHOCTD.
- BzaumoorHomenus. CBs31 M0 10/5KHOCTH.



3.2. B paznene «OO01une mosnokKeHus»:
- ycraHaBiuBaetcs cepa JesTebHOCTH JIaHHOTO CIICHaTINCTa:

- yYCTaHABIIMBAETCS MOPSI0K €ro Ha3HAYEeHUsI U OCBOOOKICHHUS OT 3aHMMAeMOH 10J17KHOCTH; g—
- yCTaHaBJIMBAETCs 3aMEIlIEHHUE 110 J0JDKHOCTH BO BPEMSI OTCYTCTBHS:

- omnpenensorces  KBalM(UKaUMOHHBbIE TpeOoBaHusi  (TpeboBaHMs, MpeabsBiISeMble K
00pa3oBaHUIO U CTaxy pabOThl), MOAYMHEHHOCTh CIHEIUHAIACTA M J0/DKHOCTHBIC JIHMIlA. KOTOPBIMH OH -
PYKOBOJIMT; MB]

- MEPEYHCIAIOTCA MPABOBbIE AKTbl M  HOPMATHBHbIE JOKYMEHTBI, KOTOPBIMH AOMKEHE S
PYKOBOJICTBOBATLCS CHELUAIUCT B CBOCH JIESITE/IbHOCTH.

B paznen moryt ObIThb BKJIIOYEHBI Jipyrue TpeOOBaHHs M [OJIOKEHUS, KOHKPETH3UPYIOLIHE H -
YTOUHSIIOLIME CTATYC JOJKHOCTHOI'O JIMLA U YCJIOBUS €r0 JIeSTEIIbHOCTH. -

3.4. Pasnen «JlomkHOCTHBIE OOS3aHHOCTHY»  COJCPKUT TEPEYEeHb OCHOBHBIX  (DyHKIMH P‘\-
JIOJDKHOCTHOTO JIMIA, @ TAaKXKe YKa3bIBAIOTCS 00S3aHHOCTH JOJDKHOCTHOTO JIMIIA, BO3JjaraeMble Ha HEro, -
yKasbIBaeTcs (popma ero yuacTusi B yrnpaBJI€HUECKOM Ipolecce (PyKOBOAUT, yTBEp)KIAaeT, oOecrneynBaeT, o
IOJIrOTABIMBAET, PACCMATPUBAET, UCIIOJIHSET, KOHTPOJIUPYET, COIJIAaCOBBIBACT, MPEJCTaBIIsIeT, KypUpyeT
U T.J.) -

3.5. Pazgen «llpaBa» cozepXHUT mepeueHb MpaB, MPEJOCTABISIEMbIX CIICHHATUCTY JUIs -
BBITOJIHEHUSI BO3JIOXKEHHBIX HAa HEero yHKIHUNH U 00SI3aHHOCTEH. e

3.6. B paznene «OTBETCTBEHHOCTb) yCTaHaBJINBAIOTCS BU/IbI npl_-&
OTBETCTBEHHOCTH 3a HECBOEBPEMEHHOE u HEKAYEeCTBEHHOE BBINOIHEHHE CHELHATHCTOM | &
JIOJKHOCTHBIX 00513aHHOCTEH M HEUCIIOJIb30BAHHE MTPEIOCTABICHHBIX €My IPaB. .

3.7. Pasnen «BzaumoorHomenusi. CBsI3U 110 JIOJDKHOCTHY COJEPIKHT MEepeveHb JA0IKHOCTHBIX ]
JIML, C KOTOPbIMH CHELHAJIUCT BCTyMaeT B Ciy)XKeOHble B3aMMOOTHOILIEHHS H 00ecnevynBaeTCs =
UH(pOpMalLMeH, yKa3blBAlOTCS CPOKH TMOJYYEHHs M [peaocTaBieHHsi HHOOpPMAIMH, OINpe/eseTcs
MOPSIIOK ITOANKUCAHUS, COIIACOBAHUS U YTBEPIK/ICHHUS JJIOKYMEHTOB.

3.8. OOGsi3aTesbHBIMH peKBU3UTaMHU J{0JKHOCTHOM HHCTPYKIIMH SIBJISFOTCS: -

- nosiHoe HauMeHoBanue JI0O0;
- 3aroJIOBOK K TEKCTY;
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4. ITopsiiok pa3padoTKH, COrIACOBAHNS, YTBEPK/IeHHS H BBe/1eHHs B 1eHCTBHE
JAOJZKHOCTHOH HHCTPYKIHHU
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4.1. JloiKHOCTHasi HMHCTpYKLMsi paspabarbiBaeTcs 3aseaytommm  JIOO  aubo  smiom, 3

ynosiHoMoueHHbIM 3aBeaytoumm JIOO. B ciyuae, eciau JloypkHOCTHAs MHCTPYKLUS pa3pabaThiBaeTcst

JIMIIOM, YTIIOJIHOMOYEHHBIM 3aBefytomum MbBJIOY, To ona noanuceiBaeTcst pazpaboTuHKOM. Jlo:
4.2, JIo/KHOCTHAs MHCTPYKLHS I10C/e pa3pabOTKH Tepeiaetcsi B NpOo(COIO3HbIA KOMHUTET \-?
NEPBUYHON NpOQCOIO3HOM OpraHu3alu, NPEACTABISIONME HHTEPeChl OOJBIIMHCTBA PAOOTHHKOB E‘f
MBJIOY (nanee - npodcorosusiit komuteT). [Ipodcoro3HbIH KOMUTET B CPOK HE 1103/1HeE AeCATH pabovnx &“_
AHe#H co aHs Tostyuenus JIOIKHOCTHOM HMHCTPYKIHH OCYLIECTBISET cornacoBadue JIODKHOCTHOH «
MHCTPYKUMH. B ciyuae, eciam npod)corO3HbI KOMHTET HE COIJIACeH C TEKCTOM Llonmnocmoﬁ{
HHCTPYKIUHK JTMOO BHOCHT MPEUIOKEHHS T10 €ro COBEpIIEHCTBOBaHMIO, TO 3aBeayiouiemy (OO
HaIpaBJIsieTCss MOTHBMPOBaHHOE MHeHHe. 3aBeaytownit OO MoxkeT cornacuTees ¢ HUM J1H00 00si3aH B k.
TCYCHHE TMATH JIHEH [10CJ€ IMOJYYEeHHUS! MOTHBHPOBAHHONO MHEHHS [POBECTH JIOTIOJIHHUTEIbHbIC =
KOHCYJIbTAlMK € TPOQCOIO3HBIM KOMHTETOM B LIEJISIX AOCTHIKEHHS B3AUMOIIPHEMIIEMOTO PELIICHHS. c-x
[Ipu He mocTviKeHMM corylacsi BO3HMKIINE pa3HOriacHs oQOPMIISIOTCS MPOTOKOJIOM, — MOC/e ™
yero s3aseayromui JIOO umeer npaBo yrBepaAuTh JI0KHOCTHYIO HHCTPYKIIHIO. -

S. YrBepxaenne [L0/KHOCTHONH HHCTPYKIHH
5.1. Baenyrommit  JIOO  yrBepikaaer J[O/DKHOCTHYIO — MHCTPYKLHMIO — [yT€M  W3JaHHs
COOTBETCTBYIOLIETO NPUKa3a.

5.2. B npuka3se B 0053aTeIbHOM NOPS/IKE YKa3bIBAIOTCH:

- JlaTta BBeJeHHS JI0KHOCTHOM HHCTPYKIMK B ICHCTBHE;
- yKazaHue 00 03HaKOMJIEHHH pabOTHUKOB ¢ JIODKHOCTHOM HHCTPYKLIKEH U CPOKH /ISt 9TOTO;
- (haMHJIHK 1 JIOIKHOCTH JIMLL, OTBETCTBEHHBIX 3@ o0MoAeHHe JI0IKHOCTHOH HHCTPYKLMH:
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- MHBIC YCIIOBHSI.
5.3. VYTBepkaeHHble JIOKHOCTHBIE HHCTPYKLMH MOJJIEKAT 00s3aTe/IbHOW perucTpaluud B

COOTBETCTBUHU C TPEGOBaHPlHMH JICJIONPOU3BOACTBA B ,}__IOO C IIPUCBOCHUEM UM TOPSAIKOBOIO HOMEPA.

6. O3Hakom/ieHue paboTHHKOB ¢ J{0/IZKHOCTHOH HHCTPY KL el

6.1. Osunaxomiuenue paboruuka JJOO ¢ JIoJOKHOCTHOH MHCTPYKLHMEH B 00s13aTeIbHOM MOPsIIKE
ocvulecTBseTesl npu noctymienud Ha paboty B JIOO. O3HakoMIIEHHE OCYLIECTBISET 3aBeyIOLIHH
MBJIOY. Tlocne  o3HakomiieHMst paOOTHMK — mpocTaBisger Ha  JIOMUKHOCTHOM — MHCTPYKIHMH
03HAKOMUTEJIbHYIO BU3Y - C HHCTPYKLIHEH O3HAKOMIJIEH, J1aTa, OIUCE.

6.2. Osunaxomenue padornuka JIOO ¢ JlookHOCTHOMH MHCTpYKLUKEH B 00s13aTeIbHOM OPSIIKE
OCYLLIECTBISIETCS IIPU TepeBo/ie pabOTHHKA Ha JAPYTYIO JOKHOCTb MM BPEMEHHOM ME€peBO/Ie Ha APYIyIO
padoty. Osnakomsienue ocymectsiuser 3aeaytommit  JIOO. [locne o3nakomieHus: paOOTHHK
npocTaBiseT Ha JIOMKHOCTHOM MHCTPYKLMM O3HAKOMHMTENIBHYIO BH3Y - C MHCTPYKLMEH O3HAKOMIIEH,
aarta, [O/UINCh.

6.3.  TpeGoauwus, ycraHosjieHHble B JIOJIKHOCTHOH MHCTPYKLUHH, JACHCTBUTEIbHBI C TOTO
MOMEHTA, Korja pabOTHUK ObLT ¢ HEel 03HAKOMJICH.

6.4. B cinyuae ecium pabornux JIOO oTka3biBaeTcsi pacrucaTbesi B O3HAKOMJICHMM HIIH
noaydeHUH JIOJDKHOCTHOH HMHCTPYKLMH, JaHHbIH OTKa3z (UKCUpYETCsi IyTeM COCTaBJICHMsl aKTa B
[PDHCYTCTBHM HE3aMHTEPECOBAHHbIX cBUeTeled. B axrte Ttakke ¢ukcupyercs (akT 03HAKOMIIEHHS
padOTHHKA ¢ cojepxkanueM JloJDKHOCTHOW MHCTpyKUMH B HMHOH (opme (Jlo/pKHOCTHASE MHCTPYKLUS
3auuThIBaeTCs BCyx 3aseaytoumm J[O0).

6.5. Jlna texymei paGoThl ¢ MOUIMHHMKA JOJDKHOCTHOW MHCTPYKLMM CHHMAIOT 3aBEPEHHYIO
KOIIHMIO, KOTOPY1O BbAatoT paboTHUKy JIOO, paboratoiemMy B AaHHO#H JIOJDKHOCTH.

7. Buecenue nzMeHeHui B Jl0/ZKHOCTHYI0 HHCTPYKLHIO

7.1. Buecenne  usmenenuit B JIOJDKHOCTHYIO — MHCTPYKLMIO  OCYIUECTBISieTCs B
CEYIOLIUX ClTyyasiX:

7.1.1. B cBA3M C M3MEHEHHEM 00s3aTe/bHLIX YCJIOBUH TPYyJIOBOro JIOroBopa. YKasaHHas
NpoLeaypa MPOBOJUTCS B COOTBETCTBHM ¢ TpeboBaHusMu TpynoBoro kojekca P (paGoTHHK J10/KeH
ObITH HE IMO3/IHEE, YeM 3a 2 Mecsla [0 MPeArnojiaraeéMoro U3MeHeHHs: MUCbMEHHO yBejgomiieH. llocie
110;1y4eHus: pabOTHUKOM COIJIALICHUs Ha MPOJIO/DKEHHE TPY/IOBBIX OTHOLICHHH, BHOCSATCSI U3MEHEHHS B
JIO/KHOCTHYIO HHCTPYKIIHIO).

7.1.2.  npu M3MEHEHMH OpraHM3allMOHHBIX YCIOBHH Tpyjaa, 0e3 HW3MEHEHHs TPYA0BOi
dyHKIMH pabOTHHKA.

7.2. 3aBeayrouui J100 WIIH JIULLO, YIOJTHOMOYEHHOE UM, COCTaBJIsIeT
J10/KHOCTHY10 HHCTPYKLHMIO B HOBO# peaaKLmu, KOTOpas COI'JIACOBbIBAETCS il
VIBEPKIAeTCsl B COOTBETCTBMM ¢  TpeOOBaHMSIMM, YCTAHOBJICHHbIMM  pazjeiaMd 4 u S
sacrosmero  Ilomoxenuns.  Os3Hakomsienue  pabotHuka ¢ JIOJDKHOCTHOM — HHCTpPYKLHEH

OCYUICCTBIISACTCSA B COOTBETCTBUH C Tpe6OBaHH${MH. YCTaHOBJICHHBIMH pas3/ic/iom 6
zacrosiero omoxenus.

8. XpaHeHue 10/KHOCTHBIX HHCTPYKIH

8.1. JIOMKHOCTHBIE ~ WHCTPYKILHMH XpaHiaTcs B COOTBETCTBHM  C [paBUIaMH,
Y CTaHOBJICHHBIMH B Ilepeunem THIOBBIX yIpaBJIEHYECKHX APXUBHBIX  JIOKYMEHTOB,
00pasyroluxcs B npouecce JIeSATEIbHOCTH rocyAapCTBEHHbIX OpraHos, OpraHoB
MECTHOIO CaMOYIIpaBJIEHUs] U OpraHu3alui.

8.2.  JlomkHocTHbIE UHCTPYKLHH pabOTHHKOB J100 noJuiexKar

TOCTOAHHOMY XPAaHCHHIO B ﬂOO B TCUYCHHC TPEX JICT I1OCJIC HX 3aMCHbI HOBBIMH.





