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1. O0me moJ10KeHus.

1.1. JIoJDKHOCTHasT  WMHCTPYKLIMS  SABJISIETCS.  OCHOBHBIM  OPraHM3allMOHHO-TIIPABOBBIM
JOKYMEHTOM, OTPEIESISIONIM 3aJaud, (YHKIHH, OCHOBHBIE TIpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTh PA0OTHHKA TPU OCYIIECTBIECHUM WM TPYIAOBOW JAESITEIBHOCTH COTJIACHO
3aHUMaeMOM JTOJKHOCTH.

1.2. JIoOJDKHOCTHBIE  HWHCTPYKIIUHU pa3pabaThIBarOTCS C TENbl0  PETyIUpPOBAHUS
B3aMMOOTHOIIIEHUH MEXKIy paOOTHMKOM U paboTomaTeseM, YKPEIUICHHS TPYyI0BOH
JTUCITUTITMHBI B OpraHU3alli|, pa3penieHus: TPYAOBBIX CIIOPOB.

1.3. Hacrosmee [lonoxxenue onpeaensieT OCHOBHbIC TPEOOBaHUS K CTPYKTYPE U COJCP’KaHHUIO
JOJDKHOCTHOW HMHCTPYKIMU paboTHUKOB IlIkonmbl, a Takke K mpolenype pa3paboTKu
JOJDKHOCTHBIX MHCTPYKITUHN, TTOPSAKY WX BBEICHUS B JICHCTBHE, BHECCHHS B HUX JIOTIOJTHEHUHN U
N3MCHCHUH.

2. TpeboBaHusi, mnpeabsiBjisieMble K O(QOPMJIEHHUI0O ¥  COJEPKAHUIO IOJLKHOCTHOM
HHCTPYKIHH.

2.1. JIomKHOCTHasE MHCTPYKLUHS JOJDKHA COCTOATh W3 TUTYJIBHOIO JIUCTA, HAa KOTOPOM

YKa3bIBAaeTCsl TIOJHOE€ HAaWMEHOBaHHE OOpa30BAaTENBHOTO  YUPEKICHUS, HAMMEHOBAaHUE

JOJIKHOCTH, COTJIACHO INTATHOTO pAaClMCAaHUs, BU3BI COTJIACOBaHMsS, TpuUd YTBEpKICHUS,

OCHOBHOI MH(QOPMATUBHON YaCTH, JIUCTA O3HAKOMIICHUSI.

2.2. JlomKHOCTHasT MHCTPYKIMS JOJDKHA OBITh MPOIIHYpOBaHA U TMPOHYMEpOBaHA, C

yKa3aHUEM Ha OOOPOTHON CTOPOHE KOJMYECTBAa MPOIIUTHIX M IMPOHYMEPOBAHHBIX JIMCTOB,

3aBepeHa MOAMUChI0 PYKOBOJUTENS U CKpPEIUJIEHA MEYaThIO.

2.3. JIomKHOCTHAst MHCTPYKIUSI COCTOUT U3 PA3IEIIOB:

- O01He MOJIOKEHU.

- OyHKIUY.

- JlomxHOCTHBIE 0053aHHOCTH.

- IIpaBa.

- OTBETCTBEHHOCTS.

- BzaumooTtHomenus. CinyxeOHbie cBsi3u (CBS3H MO JOKHOCTH).

- YcnoBus u rpaduk paboThI.

2.4. B paznene «OOIIMe MOI0KEHUI» YKa3bIBAIOT:

-TI0JIHO€ HAUMEHOBAHHUE J0XKHOCTH B COOTBETCTBUU CO LITATHBIM PACIIUCAHUEM;

-TpeOOBaHUs, TpPEIbsABIsSEMble K OO0pa3oBaHHIO0, KBAIU(UKAIMK, YPOBHIO TOATOTOBKHU

paboTHUKaA, cTaxy pabOThl B MaHHOW JOJDKHOCTH, KBadU(UKAIMOHHBIE TpeOOBaHUS K

3aMenarieMy pabOTHUKAIaHHOM TOJKHOCTH;

-TIOPSI0K Ha3HAYEHHSI U OCBOOOKICHHUSI OT IOJKHOCTH;



-HETIOCPEICTBEHHAS TOJYMHEHHOCTh (KOMY HEMOCpPEICTBEHHO MOMYMHSACTCS pPAaObOTHHUK JaHHOM
JOJKHOCTH);

-HaJINYME U COCTaB NOTUMHEHHBIX;

-IOPSA0K 3aMelleHus (KTO 3aMeniaeT paboTHUKA BO BPEMs €r0 OTCYTCTBUS); KOTO 3aMeEIIaeT JaHHOE
JOJKHOCTHOE JIMIIO); S HOpMaTHUBHAs 0a3a ero JAesTeIbHOCTH (OCHOBOMOJIATAOINEe HOPMATUBHbBIE U
OpraHU3al[MOHHO-TIPABOBbIE JOKYMEHTbHI, HA OCHOBAHHUU KOTOPBIX PAOOTHHUK JAHHON IOJDKHOCTH
OCYIIECTBJISIET CIYXEOHYIO (TPYAOBYIO) IEATEILHOCTh U PEATTU3YET CBOU TTOJTHOMOYHMS).

B pasmen Moryr ObITh BKIIIOYEHBI JAPYrUe€ TpPeOOBAaHMSA M IOJIOKEHUS, KOHKPETHU3UPYIOLIUE U
YTOYHSIOUIUE CTATyC JOJKHOCTHOTO JIMIA U YCIIOBUS €r0 AEATEIbHOCTH.

2.5. Paznen «@yHKUNN» COAEPKUT EPEUEHb OCHOBHBIX (QYHKIIMI paOOTHUKA TaHHOW TOJKHOCTH.
2.6. Paznmen «JlomKHOCTHBIE OOS3aHHOCTH» COJEPXKHUT NepeyeHb paboT U JOJKHOCTHBIX
o0s3aHHOCTEN pabOTHUKA MaHHOW JOJLKHOCTH. Kpome Toro, B paszaene KOHKPETHU3HPYIOT IpaBa
JOJIKHOCTHOTO JIMIA C YYETOM CHELM(HUKU BBIIOJHIEMbIX JOKHOCTHBIX o0si3aHHOCTeH. Kpome
TOT0, B 3TOM pazJiesie yKa3bIBaloTCs 00S3aHHOCTH PabOTHHKA, BO3J1araéMble Ha HEr0 B COOTBETCTBUU
CO CJIOKMBLIEICS B JIaHHOM 00pa30BaTEIbHOM YUPEKICHUH MPAKTUKOM paclpelesieHus HWHBIX
00s3aHHOCTEH, BBIMOJHAEMBIX JIAHHBIM  TOJpA3JECICHUEM [0 PEUICHUI0 PYKOBOAMTENS
OpraHu3aIiy.

2.7. B paznene oTpaxaroTcsi B3aMMOOTHOLIEHUS TOJDKHOCTHOTO JIMIA C APYTUMH CTPYKTYPHBIMU
MOApa3JeIEHUsIMU OpPraHu3alliid U JOJDKHOCTHBIMU JIMIAMH, MUCXOJS M3 BO3JIOKEHHBIX Ha HEro
JOJDKHOCTHBIX 00sI3aHHOCTEN M TIOJTHOMOYHH.

2.8. Pazgen «llpaBa» cOmepk’HUT IepeyeHb IpaB, KOTOPHIMU B Mpeaenax CBOEH KOMIETEHUWH
obOnanaer pabOTHUK JaHHOW JOJDKHOCTU MPU HUCIOJHEHUH BO3JIOKEHHBIX HA HErO JIOJKHOCTHBIX
obs3anHOoCcTell. KpoMe Toro, B pasnene KOHKPETHU3UPYIOT IMpaBa JOJHDKHOCTHOTO JIMIA C YYETOM
CHeU(pUKU BbITOIHAEMBIX TOJKHOCTHBIX 00sI3aHHOCTEH.

2.9. Pazgen «OTBETCTBEHHOCTH» MPEAYCMATPUBAET 3AKPEIUICHHE B JOHDKHOCTHOM MHCTPYKIIMH,
MPEXKJE BCEro, OTBETCTBEHHOCTH 3a HaApyUIEHHE JEHCTBYIONIEro 3akoHojaTeianctBa Pd, 3a
HapylIEeHUE OPraHU3allOHHO-PACTIOPSAUTENBHBIX U IPYTHX JOKYMEHTOB, a TAKXE 332 HAPYLICHHUE
JOJHDKHOCTHOM MHCTPYKIIMU paOOTHUKA TaHHOM JOJDKHOCTH. B HE00X0AMMBIX ciaydasix GuKCcupyercs
MOJIHAsl MaTepHalibHAsl OTBETCTBEHHOCTh paOOTHHKA, B CIydae, €ClU JOJKHOCTh MPelyCMaTpUBAECT
ee. B pa3gen moryr ObITh BKJIIOYEHBl JAPYrHe IYHKTHI, YTOUHSAIONIIME M KOHKPETHU3UPYIOUINE
OTBETCTBEHHOCTh JOJKHOCTHOIO JIULIA.

2.10. Pazgen «BzaumooTHomenus. CinyxeOHbIe CBA3M» COACPKUT MEpeUeHb JOHKHOCTHBIX JIHI, C
KOTOPbIMH pabOOTHUK JAaHHOM JIOJDKHOCTH BCTYMaeT B CIy)KeOHble B3aMMOOTHOLICHHS U
oOMeHuBaercss uHpopmanuei ¢ 1enbio 3GGEKTUBHOIO MCIOIHEHHUS] CBOMX JOJIKHOCTHBIX
obs3anHOCcTell. Kpome TOro B JOHKHOCTHOM HMHCTPYKIIMM MOXXHO KOHKPETHU3MPOBATH CPOKHU
MOJIyUYEHUSI U TPeIOCTaBIeHUS HHPOPMAIIH, OTIPEACTUTh MOPSAIOK MOMICAHUS, COTIacOBaHUS U
YTBEPKJICHUSI TOKYMEHTOB.

2.11. HeoTbemieMoOl 4acThIO TOHDKHOCTHOM MHCTPYKIUHU ABJIAETCS JIUCT O3HAKOMIIEHHS], B KOTOPOM
oTpaxaercs (pakT 03HaKOMJICHHs paOOTHHKA C IOJDKHOCTHON MHCTPYKIIHUEH.

3. Iopsaok pa3padoTKy M BHECEHUsI M3MEHEHHI B 10/KHOCTHbIEe HHCTPYKIHH

3.1. lomxHOCTHAs MHCTPYKIMS pa3pabarbiBaeTcs paboueil rpymnmoii, cocrosieil U3 crnenuaiucTta
10 KaJipaM ¥ pyKOBOJUTENIEH CTPYKTYPHBIX OAPA3ACICHUM.

3.2. JIomKHOCTHash MHCTPYKIHsS JIOJDKHAa OBbITh COIJIACOBaHa C MPO(COIO3HBIM KOMHUTETOM
NepBUYHOMN MPO(COIO3HON OpraHU3aIHH.

3.3.  JIOMKHOCTHYIO MHCTPYKIMIO YTBEPKIAET PYKOBOIUTEND OpraHU3aliH.

3.4. JlomKHOCTHAas MHCTPYKLMSI BCTYNAET B CHIIy C MOMEHTA €€ YTBEP)KJIEHUS PYKOBOAMUTEIEM
OpraHu3alui U JIEHCTBYET A0 €€ 3aMEeHbl HOBOW JIOJDKHOCTHOM MHCTpYyKLHMEH, pa3paboTaHHON U
YTBEPKACHHOMN B COOTBETCTBHHU C [losioxeHnEM.

3.5. TpeGoBaHMs JOKHOCTHOM WHCTPYKLUMHU SBISIOTCA O0O0s3aTeNbHBIMU Ui PaOOTHUKA,
paboTarolero B JaHHOM TOJDKHOCTH, C MOMEHTA €r0 03HAKOMJIEHUS C MHCTPYKLIMEH MO/ pOCIIUCH U
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JI0 TIEPEMEILEHUS Ha IPYTI'YIO JOJDKHOCTD WK YBOJIBHEHUS U3 OpPraHu3aluy, O YeM JIeJIaeTCs 3aluCh
B COOTBETCTBYIOLIEH rpade TMCTa 03HAKOMIICHHSL.
3.6. BnHeceHne W3MEHEHUMW W JONOJHEHHM B JEHWCTBYIOUIYIO JOJDKHOCTHYH) HHCTPYKUHUIO
MPOU3BOAUTCA IIyTEM HM3JIaHUS MPUKa3a PYKOBOJMUTENSI O BHECEHUM W3MEHEHUH B JIOJDKHOCTHBIE
WHCTPYKIIMH, C YKa3aHUEM IIPUYMHBI BHECEHUS N3MEHEHUN.
3.7. M3meHeHus B JOJKHOCTHBIE MHCTPYKLIIMA BHOCSITCS

* IIPU U3MEHEHUH LITATHOTO PACHHUCAHUS: U3MEHEHHUS HAUMEHOBAHUA JJOJKHOCTH, BBEICHUHT

B IITATHOE PAaCIHUCAHUE HOBOU JOJDKHOCTH;

* [pH MOSBJIECHUU HOBBIX BUJIOB PabOT, BEAYIIUX K MEpepacpeesIeHUIO JOTKHOCTHBIX

00sI3aHHOCTEIA;

* TpU BHEJAPEHUHU HOBBIX TEXHOJOTUN, MEHSIOIINX XapaKkTep paboThI;

* IIpU CMEHE PYKOBOJUTEIIS;

* TIPU U3MEHECHHH HAMMEHOBAHUS OPTraHU3ALINY;

* peopraHu3aluy YUpeKICHU.
3.8. JlomKHOCTHBIE WHCTPYKIIMM XpaHATCS Ha paboyeM MecTe CHOelualucTa Mo Kajapam
00pa30BaTENIbHOTO YUPEXKACHUS COIVIACHO HOMEHKJIaType nen. Ilpu HeoOXoIuMoCTH, 3aBEpEHHbIE
KOTIMA MOTYT XPAaHUTHCS Y PYKOBOJUTENEH CTPYKTYPHBIX MOJPA3JEICHUN M HMCIOJIb30BATHCSA B
TeKylel paboTe CTPYKTYPHBIX MOAPA3ICIECHUN.

4. 3aRJI0YuTeIbHbIE MOJOKeHU .

4.1. Hacrosmee [lonoxeHne BCTymaeT B CUIy ¢ MOMEHTA YTBEPKJICHHUSI €ro JIUPEKTOPOM
00pa3oBaTEIbLHOTO YUPEKIACHHS.

4.2. Kontposs 3a cobmonenneM padotarkamu [lIkomnsr TpedoBanuii Hactosiero [lonoxeHus
OCYIIIECTBJISIET PYKOBOUTEIIb.

4.3. BHecenue nuzMeHeHui B HacToswee [lonoxenrne npou3BoIUTCS B CydasX U3MEHEHUN B
3akoHo arenbeTBe Poccniickoit denepainniu, B JOKaIbHBIX TPaBOBbIX akTaxX [IIKOJIbI.
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