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1. OO0 He NoJI0KEeHHA

1.1. JoKHOCTHasA HHCTPYKIHUA SIBIISIETCS OCHOBHBIM
OpTaHH3aIHOHHO-IIPAaBOBBIM JJOKYMEHTOM, ONPE/ENISIONMM 3a][a4y, OCHOBHBIC IIPaBa,
OGS3aHHOCTM ¥ OTBETCTBEHHOCTh JIOJDKHOCTHOrO Ina (paboTHHMKA) IIpH
OCYLIECTBIIEHHH UM TPYJOBO# A€STENBHOCTH COINIACHO 3aHMMaeMOM JOJDKHOCTH.

1.2.  JIOJDKHOCTHBEIE HHCTPYKUMH pa3pabaTblBaloTCA [UIA  pealnu3alyy
CIIEAYIOIIMX LieJIei:

- palMOHAIILHOE pa3felIeHHue TPy a,

- HOBBIIIEHHE 2P GEKTHBHOCTH yIIPaBICHUYECKOrO TPY/a;

- CO3/1aHHE OpPraHH3aLMOHHO-IIPABOBOH OCHOBBI TPYJIOBOH JESATEIHHOCTH
pabOTHUKOB;

- periaMeHTanus B3aHMOOTHOIIeHH paboTHHKA K paboToarens,

- obecriedeHe OOBEKTHMBHOCTH M OOOCHOBAaHHOCTH IIPM aTTECTALUU
COTPY[HMKA, €ro IOOUIPEeHHH M IpH HAJIOXKECHUH HAa HEro IUCHHUINIHHAPHOTO
B3BICKaHU;

- OpPraHM3alys ONTUMAJIBHOrO OOy4YeHHUs, IOATOTOBKM H IOBBIIICHWS
KBasbUKaIlUY IEPCOHANA;

- yKperuienue TpyaoBoi mucuumineel B MBOY «JIuneit Ne23» (manee —
YupexaeHue),

- COCTaBIIEHHUS TPYIOBBIX JOTOBOPOB;

- pa3pelleHue TPYAOBhIX CIIOPOB.

1.3. JIoJDKHOCTHass HMHCTPYKIHS pa3pabaTbiBaeTcsi HCXOAsl H3 3aJad M
(byHKIHA, BO3TIOXKEHHBIX Ha KOHKPETHOTO pabOTHHKA, B COOTBETCTBHH CO LITATHHIM
pacnucanueM, [IpaBuiaMy BHYTPEHHErO TPYAOBOIO paclopsaKa, ¢ COOMOJEHHEM
Koncrutyuu Poccuiickoii @enepanunu, TpynoBoro koaekca Poccuiickoit @enepanum
¥ MHEIMH HOPMAaTHBHO-IIPABOBBIMU aKTaMHU.

14. OcHoOBOH s pa3paOOTKH [JOJDKHOCTHBIX HHCTPYKIMH SIBISIOTCS
npodecCHOHAIBHBIE  CTAaHAApTBI W KBaNU(UKALMOHHBIE  XapaKTEPUCTHUKH
(Tpe6OBaHKA) B COOTBETCTBHU C €IUHBIM KBATU(UKALMOHHBIM CIPABOYHUKOM (II0
OTpaciIiMm).

1.5. JlomKHOCTHas MHCTPYKLHS COCTaBIsE€TCS IO KaXJOH INTaTHOHM
JAOJDKHOCTH OpraHusanvi U oOBsABIISIETCS pa6OTHI/IKy Imoa NMoAITUCh IIPH 3aKIIFOYCHHUHA
TPYAOBOTO JIOTOBOpPAa, a TAKXE IIPHU IEPEMEIICHMH Ha APYIyIO JOJDKHOCTH M IIPH
BpPEMEHHOM HCIIOJIHEHUH 0053aHHOCTEH 0 JOIKHOCTH.

2. TpeGoBaHus, NpeaAbABJsieMble K COJEPKAHHIO JOJKHOCTHONH HHCTPYKIHH
2.1. B HDOMKHOCTHOM MHCTPYKLHMH YKa3bIBAalOT HAUMEHOBAaHUE OpPraHU3allMH,
KOHKPETHOU TOJDKHOCTH, PEKBH3UTHI COINIACOBAHUS U yTBEPXKACHHUS.
2.2. JIomKHOCTHAs MHCTPYKILMS COCTOUT U3 Pa3[elioB:

1. OO01ue MooXKeHus.

2, OyHKIUY.

3. JIOMKHOCTHBIE 00SI3aHHOCTH.
4. IIpaga.

3. OTBEeTCTBEHHOCTD.

6. B3auMopeiicTBus.



2.3. B pazgene 1 «OOmmue noaoXeHus» yKa3blBaroT:

- HAUMEHOBaHME OJDKHOCTH (YKa3bIBa€TCSl TOYHOE HAMMEHOBAHKE NODKHOCTH
B COOTBETCTBHH CO IITATHBIM PACIIHCAaHUEM U C YKa3aHHEM KaTeropuu pabOTHHKA);

- TpeOOoBaHus, IPEeIBIBIIEMbIe K 00pa30BaHHUIO U CTaXy pabOTHI JODKHOCTHOTO
JHIa, 3aHHMAIOMIETO MJAHHYI0 JOJDKHOCTh (IpodecCHOHANBHBIA  CTaHOapT,
KBATH(UKAIMOHHBIE TPEOOBaHMS );

- HENOCPEACTBEHHAs MOJYMHEHHOCTh (KOMY HEMOCPEIACTBEHHO ITOMYHUHAETCS
JaHHOE JOJKHOCTHOE JIMIIO);

- HaJIMYHe U COCTaB ITOAYNHEHHEIX;

- IIOPSOK 3aMeIleHHS;

- BO3MOXXHOCTb COBMEILICHHUSI TOJKHOCTEHN U (DyHKIIHIA;

- HOpMaTHBHasA 6a3a ero IeATeNIbHOCTH (OCHOBOIIOJIAralole HOPMAaTHBHBIE 1
OpraHH3alMOHHO-IIPABOBLIE JOKYMEHTHI, HA OCHOBaHHH KOTOPHIX JODKHOCTHOE JIHIIO
OCYLIECTBIAET CIIy>)KeOHYIO (TpyHOBYIO) MESTEIBHOCTh H pEalu3yeT CBOH
IIOJIHOMOYHS );

- A JOJDKHOCTEH, BBEACHHBIM INpOQeCCHOHAIBHBIM  CTaHAApPTOM,
YKa3bIBAIOTCSI HEOOXOUMEBIE 3HAHHA M YMEHHS IJI BBIIOJHEHHS TPYIOBOH (YHKIHK
B COOTBETCTBHHM C NPO(ECCHOHATBHBIM CTAaHAAPTOM.

B pasgen MoryT OBITh BKIIFOYEHBI Jpyrue TpeOOBaHHA H IOJO0KEHHS,
KOHKPETU3UPYIOIIME H YTOYHSIOLIME CTATyC AOJDKHOCTHOIO JIMIIA H YCJIOBHSA €ro
JIeSTENbHOCTH.

24. B paspene 2 «PyHKIUM» NEPEUUCISIOTCS OCHOBHEIE HAIPaBICHHA
AesTeNbHOCTH PabOTHHKA C y4eTOM 3aa4 ¥ GYHKIH CTPYKTYPHOTO MOAPa3ACICHHUA.

Ilo MOIKHOCTAM, BBEIEHHBIM MPO(ECCHOHANBHEIM CTAHAAPTOM, YKa3BIBAIOTCS
HeoOXOZUMbIE 3HAaHUA M YMEHMS [ BBIIOJHEHHS TPyHAOBOM GYHKIMH B
COOTBETCTBUH C ITPOQECCHOHANEHBIM CTAHJAPTOM.

2.5. Pazmen 3 «JIoKHOCTHBIE OOSI3aHHOCTH COJIEPXKUT IepeUeHb
KOHKDETHBIX 3a/a4, BO3JIOXKEHHBIX Ha JOJDKHOCTHOe Juilo. Kpome Toro B »TOM
pasziene yKasplBalOTCs OOS3aHHOCTH JOJDKHOCTHOIO JIMIA, BO3JaraeMble Ha HEro B
COOTBETCTBHU CO CIIOXKMBIIEHCH B YYPEXKICHHH NPAKTHKOW DPACIpPENENEHHs MHBIX
00s13aHHOCTEH, BHIMONHSIEMBIX [0 PEHIEHHIO pyKoBoxuTens MBOY «Jlumeii Ne23y.
VkaspiBaercst ¢popMa ydacTHst paGOTHHKA B YIIPaBIEHYECKOM porecce: pyKOBOJIUT,
YTBEpXIaeT, O0eCmeyrBaeT, COITIACOBBIBACT, KOHTPOJHUPYET, IPEACTABILIET,
KypHpYET, UCIIOJIHSET U TaK Jajiee.

OTOT pasfien JODKHOCTHOM WHCTPYKIMM pa3pabaThlBAeTCsi HA OCHOBE
TPYMOBBIX MNEHCTBHA IO TpyAOBOH (YHKIMM BBEJEHHOTO NPO(PECCHOHATHHOTO
CraHnapra, pasgena  «/lomxkHocTHele — oOs3aHHOCTH» — KBanmdukanHOHHOTO
CIIPaBOYHHMKA JOJDKHOCTEH PYKOBOAUTENEH, CIELUATIICTOB U APYTHX CIIYXaIlUX. DTO
OCHOBHOM pasJien TOJDKHOCTHOH HHCTPYKIUM, BCE OCTAIBHEIE Pa3/ielibl BEITEKAIOT H3
obs13aHHOCTEM paGoTHHKA.

2.6. Paspen 4 «IlpaBay» CONEPXUT epeveHb IpaB, KOTOPHIMH B Ipefenax cCBoe
KOMIIETEHIMH 00J1ajaeT JODKHOCTHOE JIUIIO TIPH MCIIONHEHUH BO3JIOXKEHHbBIX HA HEro
JOJDKHOCTHBIX OOS3aHHOCTEI].

B paspene oTpaxaroTcst B3aMMOOTHOLIEHHS JOMKHOCTHOTO JIMLA C ApyTUMHA
pabOTHHKaMH yUpeXACHAS U NODKHOCTHBIMU JIMIAMH, HCXOMS U3 BO3JIOKEHHEIX Ha



HEro0 JOJDKHOCTHBIX 00s3aHHOCTEW ¥ nonHomoumii. Kpome Toro B paspene
KOHKPETU3UPYIOT IpaBa JIOJUKHOCTHOIO JIMIA C YYETOM CIelM(PUKH BEINOIHAEMBIX
JIOJDKHOCTHEIX 00SI3aHHOCTEM.

277. B pasmene 5 «OTBETCTBEHHOCTH» YKA3HIBAIOT MEPY OTBETCTBEHHOCTH
JOJDKHOCTHOTO JIUIIA 32 HecoOoeHre TpeOGoBaHuil, YCTAHOBICHHBIX HOMKHOCTHOM
MHCTPYKLHEH, JIOKAILHBEIMH IPABOBHIMH aKTaMH H TPYAOBBIM 3aKOHOLATEIBCTBOM
PO. B pasgen Moryr OBIT BKIIOYEHBI JpYTHMe ITYHKTHI YTOYHSIOIIME |
KOHKPETH3HPYIOIHE OTBETCTBEHHOCTh JOJDKHOCTHOTO JIMIA, KAK 32 HEHMCIOJIHEHHE,
TaK H HeHaJyIexallee HCIOJHEHHE KOHKPETHEIX TOKHOCTHBIX 00S3aHHOCTEA.

2.8. B pasmene 6. «B3aMMOOTHOLIEHHS», TJAe MNEPEUHCIAETCS Kpyr
AOJDKHOCTHBIX JIML, C KOTOPBIMM PabOTHHK BCTYNAaeT B CIIy>KeGHBIE OTHOIUICHHS W
obMeHuBaeTCs HH(OpMAIeH, yKa3bIBAIOTCS CPOKH IONYYEHHUs H IIPEAOCTaBICHUS
MH(OpMAIHH, ONpPENeNseTcs MOPAAOK IIOMIUCAHUS, COTIACOBAHUS H YTBEPXKIACHUA
JIOKYMEHTOB.

B Heob6XomuMBIX ciy4asx B TeKCTe JOJPKHOCTHOM HHCTPYKLINH
KOHKPETU3HPYIOTCS IIOJIOXKEHUS O MaTepHalbHOM OTBETCTBEHHOCTH PabOTHHKA IO
JOJIKHOCTH.

2.9. Heorbemyemolf 49acThio IOIKHOCTHON HHCTPYKLHH SBISETCS JIHCT
O3HaKOMJIEHHUS, KOTOPBIH BEAETCS B OPTaHM3AIMK U CILYXHT JOKA3aTeIECTBOM TOTO,
YTO PabOTHUK O3HAKOMMIICS C HOJDKHOCTHOM MHCTPYKI[HEH.

3.  Ilopspok pa3spaGoTKH, COIJIaCOBAHHSI, yTBEPIK/AeHHS H BBeIeHHS
B JeHCTBHE J0JI’)KHOCTHOI HHCTPYKUHH

3.1.  NomkHOCTHas HHCTPYKLHs pa3pabaThIBAeTCs 3aMeCTHTENEM JUPEKTOpa,
JIHOO JIULIOM, YTIOJHOMOYEHHBIM Ha TO JUPEKTOPOM yupexaenus. IloanuceiBaercs
3aMECTUTEIIEM AUPEKTOpa WK CIENHAHCTOM-Pa3paboTIUKOM.

3.2. JIomXHOCTHas HHCTPYKLMS OOJDKHA OBITE COCTaBlIeHa COrIacHO THITOBOM
¢opmMe JOMKHOCTHON UHCTPYKIHH (mpuiioxkenue Nel HacTosmeMy Ilomoxenuro) ¢
0053aTeNbHBIM COOITIOICHHEM PEKBH3HTOB, YKA3aHHEIX B HE,

3.3. JIOmKHOCTHasT MHCTPYKIIHS COIJIACOBBIBAETCS C MHEHHEM BEIOOPHOIT
npo¢coro3Hoii rpynnsl MBOVY «JTuneit No23».

3.4. JTOMKXHOCTHYIO MHCTPYKIIUIO YTBEPKIAET JHUPEKTOpP YUperKaeHHsI.

3.5, JIomXHOCTHAs HHCTPYKIHUS BCTYNIaeT B CHITy C MOMEHTA €€ YTBEPXKAEHUS
AUPEKTOPOM YYPEXACHUS M HEWCTBYeT OO ee 3aMeHBbl HOBOH HOJDKHOCTHOM
HHCTPYKIHCH, paspabOTaHHOM U yTBEPKAEHHOH B COOTBETCTBHH ¢ I10T0KEHMEM.

3.6. TpebGoBaHHs DOMKHOCTHOM HMHCTPYKIUH SABJIAIOTCS OOS3aTENbHBIMU IJIS
paboTHHKA, paGoTAIOLIEro B JaHHON JOIKHOCTH, C MOMEHTA €r0 O3HAKOMJICHHS C
HHCTPYKIMEe [OJ pPOCIHCh W 10 IepeMeINeHHS Ha JAPYTYyI0 JOJDKHOCTh WIIH
YBOIBHEHHUS M3 OpraHMsallud, O YeM JeNaeTCs 3alliCh B COOTBETCTBYIOLIEH rpade
JIMCTA O3HAKOMIJIEHHS.

3.8. BHeceHne u3MeHEHMI M [OMOJHEHHMI B AEUCTBYIOIIYIO JODKHOCTHYIO
MHCTPYKIMIO INIPOM3BOJMTCA IIyTeM U3JaHHA IIpUKasa pPyKOBOOUTENS JHOO
YTBEPXICHUS TEKCTa AO/DKHOCTHOM HHCTPYKUMHM B IIEJIOM C YYETOM BHOCHMBIX
U3MEHCHHH U IOTIOJTHEHHH.



4. 3aKII0YHTE/IbHDbIC 0JI0KEHHSI

4.1. CormacoBaHHYyl0 U YTBEPXXACHHYIO JODKHOCTHYIO HMHCTPYKIHIO
HYMEpYIOT, M XpaHAT B OTHeNle KagpoB YUPEXKIOCHHS B COOTBETCTBUH C
YCTaHOBJIICHHBIM mnOpsAAKoM. Cpok XpaHeHWs] AODKHOCTHOM MHCTPYKIUMH IIOCIIE
3aMeHbl HOBOM - 3 roxa.

4.2. Jlna Texyme#d pabGoTBl C NONIHHHHAKA MODKHOCTHOM HMHCTPYKIMH
CHUMAIOT KOMHIO, KOTOPYIO BBHIJAIOT COTPYAHUKY. COTpyIHHMK pacIHCHIBaeTCS Ha
obenx kcepokonmsax. OfHA M3 MOANMCAHHBIX KCEPOKONHs BKIAIBIBAETCS B JIMYHOE
AeJIo COTpyAHMKaA. Bropast BeLmaeTcst COTpYqHHKY.
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