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[Mpukaz Ne68/1  10.01.2022r
[&F o omcy, J

IHoso:xeHne 0 mopsiAKe pa3padOTKH T0JKHOCTHOM HHCTPYKIIMU B B
MAOBY nerckmii cag Ne27 ropoga Coun

1. O6mme mosoKeHUs
1.1. JlomkHOCTHAasT WHCTPYKIHUS SIBISIETCS OCHOBHBIM OPTaHU3AIMOHHO-TIPABOBBIM
JOKYMEHTOM, OTPENEISIIONIMM  3a/add, OCHOBHBIC TIpaBa, OOS3aHHOCTH U
OTBETCTBEHHOCTh JIOJUKHOCTHOTO JHma (pabOTHWKA) TP OCYIIECTBICHUH UM
TPYIOBOU JEATEIBHOCTH COTIACHO 3aHUMACMOU TOJDKHOCTH.

1.2.  OcHoBoMt s pa3pabOTKHM  JOJDKHOCTHBIX —~ MHCTPYKIMWA  SBISIOTCS
npodeccruoHanbHbIE CTAaHAAPTHI, YTBEPKACHHbIE IMpHUKa3oM MuHucTepcTBa TpyAa U
couuanbHOM 3ammuThl Poccuiickoit denepanun, Ha N1aHHBIA MOMEHT. [Ipu oTcyTcTBUM
pa3paboTaHHBIX npoQCcTaHTapTOB pEeKOMEeHAyeTCs M0JIb30BAThCS
KBAIN(DUKAMOHHBIM  CIIPAaBOYHUKOM  «Keanugurayuonnvie  xapakmepucmuxu
oomichocmell pabomuuxkoe obpazosanusy (MIPUKa3 MUHUCTEPCTBA 3/IPaBOOXPAHECHUS
u couuanbHoro pazsutus P® ot 26.08.2010 r. Ne 7611 «O6 ymeepowcoenuu Edunoco
K8ANUPDUKAYUOHHO20 CAPABOUHUKA OO0JHNCHOCHEU PYKO8oOUmenell, Cneyuaiucmos u

CILYAHCAUUX ).
1.3. Jlo)oKHOCTHAsE MHCTPYKIMS pa3pabaThiBa€TCS HCXOAS W3 3a1ad U (DYHKIHUH,
BO3JIOKEHHBIX Ha KOHKPETHOTO pabOTHHKa, B COOTBETCTBHH C

npodcraniapToM, IITAaTHBIM pacnucanueM, [IpaBuinamu BHYTPEHHEro TpPYIOBOIO
pacnopsinka, ¢ coomonenueM Konctutrynuum Poccuiickoit ®@epepanuu, TpyaoBoro
kozekca Poccurickon denepanuu 1 MHBIMU HOPMAaTUBHO-TIPABOBBIMH AKTAMMU.

1.4. Tlpu cocTaBieHUU JOKHOCTHOM HWHCTPYKIMH pPAOOTHHKA C YYETOM
npodcranapTa, MOKeT OBbITh HKCIIOJIB30BAaH HE BeCh HAOOp TPYIOBBIX (DYHKIIHIA,
3HAHUM U YMEHHH B O00OOLIEHHOW TpynOBOM (GYHKIMU WIA ke HaOOp TPYAOBBIX



GYHKIIMH MOXET OBbITh PACIIMPEH HCXOAS U3 CIEeUU(HUKU BHIOIHAEMONW pabOTHI.
JlomyckaeTcsi HCTIOTIb30BaTh HECKOIBKO 000OIMIEHHBIX TPYIOBBIX (DYHKIIHH, TPH ITOM
TpeOOBaHUS K KBAIH(PUKANNK PAaOOTHUKA OMPEACISIOTCS TO 0o0jiee BBHICOKOMY
YPOBHIO KBaJIU(UKAIIHH.

1.5. JIomKHOCTHBIE WHCTPYKIMM pa3padaThIBAIOTCS [JIS PEaM3alldd  CICTYFOITUX
eJen:

e palMOHAJIBHOE PA3JCICHUE TPY/A;

o TIOBBIIIEHUE YPHEKTUBHOCTU YIPABICHUECKOTO TPY/Ia;

e CO3JaHME OPraHU3aLMOHHO-TIPABOBOM OCHOBBI TPYAOBOU AECATEIBHOCTH
pPabOTHUKOB;

e pErJamMeHTAaIMs B3aUMOOTHOIIECHUH pabOTHUKA U pabOTOIATENs;

o o0ecrneyeHre 0OOBEKTUBHOCTH M OOOCHOBAHHOCTH TPU aTTECTAIIUU
COTPY/HHUKA, €T0 MOOIIPEHUH U MPU HATOKEHUU HA HETO AUCIUILTHHAPHOTO
B3BICKAHMS,

e Opra"u3alys ONTUMAIBHOTO 00YUYEHUS, TTOITOTOBKH U MOBBIIICHUS
KBaJTM(DUKAITUU KaPOB;

e YKpeIUIeHWE TPYIAOBOW TUCITUTUIMHBI B OpTraHU3AIINN;

e COCTaBIICHUS TPYJOBBIX JOTOBOPOB;

e pa3pelieHue TPYJIOBBIX CIIOPOB.

1.6. JlomKHOCTHAasE WHCTPYKIMS COCTABIISIETCA IO KaXJIOM IITATHOM JOJKHOCTH
OpraHu3aluu U OObBISETCS pabOTHUKY 0] PACIUCKY IPU 3aKIOYEHUH TPYI0BOTO
JIOTOBOpA, a TaKKe NpPU NEPEMEIIEHUU Ha JAPYTYI0 JOJKHOCTh U MPU BPEMEHHOM
UCIIOJIHEHUU 00513aHHOCTEH IO JI0JKHOCTH.

2. TpedoBaHusA, MpeabsBIsIeMbIe K CTPYKTYPE H COAEPKAHUIO T0KHOCTHOM
HHCTPYKIHH
2.1. JomKHOCTHAsI MHCTPYKIUS COCTOUT U3 PA3IEIIOB:
1. O0uue nonoxKeHus.
2. JIOM>KHOCTHBIC 00S13aHHOCTH.
3. IIpaga.
4. OTBETCTBEHHOCTb.
5. B3auMooTHOmIEHHUS.
6. CBs131 11O TOJKHOCTH.
2.2. B pazgene «Obwue nonodxcenusy yKa3blBaloT:
e  HAMMEHOBAaHHE JIOJKHOCTH;
o TpeboBaHUs, NpeIbsIBIsEMbIe K 00pa30BaHUIO U CTAXKY PaOOTHI
JOJKHOCTHOTO JIMIA (KBAIU(PHUKALMOHHBIE TPEOOBaHMUS), 0COOBIE YCIOBHUS
JI0IyCKa K pabore;
e HENOCpEeACTBEHHAs! NOJAYMHEHHOCTh (KOMY HEMOCPEACTBEHHO MOTUMHSIETCS
JTAHHOE JOJIKHOCTHOE JIUIIO);
e yCTaHaBIMBaeTCA cepa AesITEIHbHOCTH JAHHOTO CIIELUAIUCTA;
e YCTaHaBIIMBAETCA MOPSAOK €r0 Ha3HAYEHHSI U OCBOOOKICHUS OT
3aHHUMAEMOM JOJKHOCTH;
e YCTaHABJIMBAETCS 3aMEIICHUE IO JOHKHOCTH BO BPEMSI OTCYTCTBUS;
o TEPEUHUCISIOTCS 3HAHUS U YMEHUS, KOTOPBIMU JOKEH 00J1a1aTh
CHEIUAINCT MIPU BBIMOJTHEHUH CBOUX JOKHOCTHBIX 003aHHOCTEH.



B pasgen Moryr ObITh BKIIOYEHBl Jpyrue TpeOOBaHMS U  IOJOXKEHHS,
KOHKPETU3UPYIOIIME W YTOUHSIOIIME CTAaTyC AOJDKHOCTHOTO JIMIA M YCIOBHUS €ro
NEATEIbHOCTH.

2.3. Pazmen «/{onmoicHocmusie 006s3aHHOCMUY COACPKUT TEPEUYCHb OCHOBHBIX
TPYMOBBIX (YHKIHA MODKHOCTHOTO JIMIA, a TaKKe YKa3bIBAIOTCS OOS3aHHOCTH
JTOJDKHOCTHOTO JIMIIa B paMKaxX JTHX TPYIOBBIX (YHKIIHMH, BO3jJaracMbie Ha HETO.
VYkaszpiBaeTcst ¢dopMa e€ro ydactus B YHOpPaBIEHYECKOM Tporiecce (pyKOBOAMT,
YTBEP)KJAaeT, OO0ecreunBaeT, MOATOTaBIMBAET, pACCMATPUBAECT, HCIIOIHIET,
KOHTPOJUPYET, COTJIACOBBIBAET, MPEACTABIISIET, KYpUPYET U T.]1.)

2.4. Paznen «llpasa» conepKUT MEpEeUEHb MpaB, NPEJOCTABISEMbIX CIEIUATUCTY IS
BBITIOJTHCHUS BO3JIOKCHHBIX Ha HETO (DYHKIMH U 00s13aHHOCTEH.

2.5. B paznene «OmeemcmeeHHOCmbY YCTaHABIMBAIOTCS BUJIBI OTBETCTBEHHOCTH 32
HECBOEBPEMEHHOE M HEKAYECTBEHHOE BBHITIOJHEHHUE CHEIUATUCTOM JOJLKHOCTHBIX
00s13aHHOCTEH U HEHUCIIOIb30BaHUE TIPEOCTABICHHBIX MY IPaB.

2.6. Pasnen «Bzaumoommuowenus. Cesa3u no O00adCHOCMU» COJICPKUT TEPEUCHb
JNOJDKHOCTHBIX ~ JIMI, C KOTOPHIMM CIHELUUAIUCT BCTYMAaeT B  CIIYKEOHBbIE
B3aMMOOTHOIIICHUSI U  obOecrnieunBaercs HWH(OpMalMen, YKa3bIBAIOTCS  CPOKH
NOJIyYEHUsI M TPEAOCTaBICHUST MHGPOPMAIUU, ONpPEAENsieTCs MOPSAI0K MOANUCAHMUS,
COTJIACOBAHMUSI M YTBEPKJICHUS JOKYMEHTOB.

2.7. O6s13aTeNnbHBIMUA PEKBU3UTAMU JIOTDKHOCTHON HHCTPYKIIMHU SIBIISTFOTCS:

e IIOJIHOE€ HAMMEHOBAHUE YUPEIKICHHUS;

e 3aroJIOBOK K TEKCTY;

e BH3BI COIVIACOBAHU;

e TIOJIUCH, TpU( YTBEPKICHUS.

3. [Topsimok pa3padoTKH, COrJIacOBaHMsl, YTBeP:KIEHNsI M BBeAeHUs B IeiicTBUE
JLOIKHOCTHOM MHCTPYKITUHU
3.1. Jlo;okHOCTHAS HHCTPYKIIMSA pa3padaTeiBaeTcs 3aBeayromum JOVY.
3.2. JlomKHOCTHAsE MHCTPYKIUS ToOche pa3pabOTKu mepenaeTcss B HpoCOrO3HBIN
KOMUTET MEPBUYHOM MPOQPCOI03HON OpraHu3aluy, MPEACTABISIONNN HWHTEPECH
OonpmmHcTBa paborHukoB IOV (nmanee - npodcoro3nbiii komuteT). [Ipodcoro3nbiii
KOMHUTET B CPOK HE IMO3JIHEE eCATH pabounx THEH co THS moiaydyeHus JomKkHOCTHON
MHCTPYKLHH OCYLIECTBISIET €€ COIVIACOBAHUE.
4. YTBep:kaenue J0/2KHOCTHOH MHCTPYKIIUH

4.1. 3asenyronmi JIOY yrBepxkaaer J{OMKHOCTHYHO MHCTPYKLHMIO IYTEM HW3JAHUS
COOTBETCTBYIOLLErO MPHUKa3a.
4.2. B npukase B 00513aTe€JIbHOM MOPSAKE YKa3bIBAIOTCS:

e nara BBeAcHUs JJOKHOCTHOM HHCTPYKLUH B IEUCTBUE;

e yKazaHue 00 03HaKOMJIEHUU PaOOTHUKOB ¢ J{ODKHOCTHOM MHCTPYKIIMEH U

CPOKH IS 3TOTO;

e UHBIE yCIIOBHS.
4.3. VYTBepxkaeHHble JOJDKHOCTHBIE HMHCTPYKUHMHM TOAJEXAT  00s3aTeIbHOU
perucTpaiud B COOTBETCTBHHM C TpeOoBaHusiMu nesonpou3BoactBa B IOV ¢
MIPUCBOEHUEM MM TIOPSAIKOBOTO HOMEPA.

5. O3HakoMJ/ieHHe Pa0OTHHKOB ¢ /{0/EKHOCTHOM MHCTPYKIUEH



5.1. O3nakomnenue pabotauka 10V ¢ JlomKHOCTHON MHCTPYKIHEH B 00s3aTeIbHOM
MOPSIAKE OCYIIECTBISETCS TpH TOCTyIIeHnH Ha padotry B JIOY, a Takke mpu
nepeBojie pabOTHUKA HA JIPYTYIO JOKHOCTH WM BPEMEHHOM TEPEeBOJE HA APYTYIO
paboty. O3nakomiieHHe ocymiecTBiaseT 3aBeayrommii JIOY. Ilociae o3nakomieHUs
paboOTHUK TIpocTaBisAeT Ha J{OKHOCTHOW MHCTPYKIIMH O3HAKOMHUTEIBHYIO BH3Yy - C
MHCTPYKUUEN 03HAKOMJIEH, J1aTa, MOAMUCH.
5.2. TpebGoBaHusl, ycTaHOBICHHBIC B J[OJDKHOCTHON WHCTPYKIIMH, JTCHCTBUTEIBHBI C
TOTO MOMEHTA, KOT/1a paOOTHUK ObLI C HEH 03HAKOMIICH.
5.3. Jna Tekymiedl paboThl C MOUIMHHUKA OJDKHOCTHOW HWHCTPYKIMH CHHUMAIOT
3aBEPEHHYIO KOIMIO, KOTOPYIO BbIAat0T padoTtHuKy J[OVY, pabGoTaromemy B JaHHOU
JOJKHOCTH.

6. BHecenune n3meHneHuii B JI0JLKHOCTHYIO HHCTPYKIIHIO
6.1. Buecenue wusmeHeHUid B J[OMKHOCTHYIO HWHCTPYKIMIO OCYILIECTBIISIETCS B
CHEAYIOLIUX CIyYasax:

e IIPU U3BMEHEHUHU JOJKHOCTHBIX MPaB U 00s13aHHOCTEH;

e TIPH BO3JIO)KCHHH Ha paOOTHHKA HAPSTY C €r0 OCHOBHBIMH JTOJKHOCTHBIMU
00sI3aHHOCTSMH JTOTIOJTHUTEIIBHON PaOOTHI 1O APYTOM WM TAaKOH Ke
npodeccun (HOTKHOCTH);

e [IPU PEOpraHU3aIMu IOPUIMUECKOTO JINIIA;

e [IPU U3MEHEHUHU ITATHOTO PacClUCaHus (COKpaIIeHUH IITaTOB, BBEICHUU
HOBOM IITAaTHOM €IUHUIIBI);

e IIPU U3MEHEHUU HAMMEHOBAHUS OpraHU3aluy (WM BHECEHUS UHBIX
U3MEHEHUN B yUpEIUTENIbHbIE JOKYMEHTbI) UM CTPYKTYPHOI'O
HOJIpa3IeeHUs U T. 1.

7. XpaHeHHe T0/LKHOCTHBIX HHCTPYKIUI

7.1. JIOMKHOCTHBIE MHCTPYKLMHM XpaHATCS B COOTBETCTBUUM C IPaBHIIAMH,
YCTaHOBJIEHHBIMU [lepeuHeM THUIOBBIX YIPABICHUYECKUX APXUBHBIX JTOKYMEHTOB,
oOpa3yromuxcsi B IpoLecce MAESITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB
MECTHOIO  CaMOYIIpaBJI€HUS W  OpraHu3aluil, yTBEPKICHHbIM  MPUKA30M
Munkynbetypsl Poccun ot 25.08.2010 Ne 558.

7.2. JomxHOCTHBIE MHCTPYKIMU pabotHukoB JIOY momiexar MMOCTOSHHOMY
xpa"eHuto B JIOY B TedeHue Tpex JET MOoCe UX 3aMEHBI HOBBIMH.
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