IOJIOKEHUE
O pa3spaboTke 101KHOCTHBIX HHCTPYKLHi
B MIOAY «/lercknii cag «Tepemok»




1.00mue moJioxkeHust

1.1. JlomkHOCTHASE MHCTPYKITHS SIBIIIETCS OCHOBHBIM OPraHU3aIMOHHO-TTPABOBBIM
JIOKYMEHTOM, OTIPECIISIONIAM 3a]]a4ui, OCHOBHBIC IpaBa, 00sI3aHHOCTH H
OTBETCTBEHHOCTH JOJDKHOCTHOTO JUIA (paOOTHUKA) MPU OCYIIECTBIICHUU UM
TPYJOBOH EATEIBHOCTH COTJIACHO 3aHUMAaeMOM JIOJKHOCTH.

1.2. JIomKHOCTHBIE HHCTPYKIIUU pa3padbaThIBAIOTCS TSI peaTU3allii CIIEAYIOIIINX
nenei:

-panoHaTbHOE pa3elieHue TPY/Ia;

-nioBbIIeHNE 3(h(HEKTUBHOCTH YIIPABICHYECKOTO TPYAQ;

-CO3/IJaHKE OPraHU3AIIMOHHO-TIPABOBOM OCHOBBI TPYAOBOH JIEATEIILHOCTH
pabOTHHKOB;

-perjiaMeHTalus B3aMMOOTHOIIICHHH Pa0OTHUKA U pa0OTOATEIIS;

-o0ecreueHre 00 bEKTUBHOCTH ¥ 00OOCHOBAHHOCTH TIPU aTTECTAI[UK COTPYTHUKA,
€ro TOOIIPEHUH U TIPH HAJIOKEHUH Ha HETO TUCIUILTUHAPHOTO B3BICKAHUS;
-OpraHu3aIys ONTUMAIEHOTO 00YYeHNs, IIOATOTOBKH U TIOBBIIICHUS
KBaTM()UKAIINU KaIPOB;

-YKpEeTUIeHHE TPYIOBOH AUCITUTUIMHEI B OpPTaHU3AIIHN;

-COCTaBJICHUS TPYIOBBIX JIOTOBOPOB;

-pa3peleHue TPYI0BbIX CIIOPOB.

1.3. JlomKHOCTHAsI MHCTPYKIUS pa3padaThiBaCTCs UCXOMS U3 337a4 U (DYHKIIHIA,
BO3JIOKCHHBIX HA KOHKPETHOI'O PaOOTHHKA, B COOTBETCTBUH CO IIITATHBIM
pacnucanuem, [IpaBuiiaMu BHYTPEHHETO TPYAOBOTO PACIIOPSIIKA, C COOI0IeHIEM
Koucrutynuu Poccuniickoit @enepauun, Tpynosoro konekca Poccuiickoit
®denepany 1 THBIMH HOPMaTHBHO-TIPABOBBIMH aKTaMHU.

1.4. OcHOBOI 115 Pa3pabOTKA AOKHOCTHBIX MHCTPYKIIUN SIBIISIFOTCSI
KBaJTM(PHUKAITMOHHBIE XapaKTEePUCTUKH (TpeOOBaHMs) TOHKHOCTEH PYKOBOJIUTEICH,
CIICIUAJIUCTOB U CIYXKAIIMX, YTBEPKIACHHOM MprKkazoM MUHHCTEPCTBA
3IpaBOOXPaHEHUS U COIMAIBHOTO pasBuTHs Poccuiickoit deneparuu ot 26
asrycra 2010 Ne 761H B cocraBe pazzaena «KBanmupuKanoHHbIE XapaKTEPUCTHKH
JIOJKHOCTEH pabOTHUKOB 00pa3oBaHus» EMuHOro KBaanguKamoHHOTO
CIIPaBOYHHKA JJOJDKHOCTEH PYKOBOJAUTEINEH, CIIEIIUAIICTOB U CITY)KaIUX.

1.5. JIomKHOCTHAS MHCTPYKLMS COCTABISIETCS MO KAKIOM IITATHON TOJKHOCTH
OpTraHM3aliy U OOBSIBIIETCS pAOOTHHUKY IO PACIIMCKY TPH 3aKITFOYCHUN
TPYJOBOTO JIOrOBOPA, a TAKXKe MPH MEePEMEIICHUH Ha IPYTYIO JODKHOCTh U IIPU
BPEMEHHOM HCIIOJIHCHUH 00sI3aHHOCTEH 10 TOJIKHOCTH.

2. TpeooBaHus, NPeAbSIBJsIEMbIE K CONEPKAHUIO J0JLKHOCTHON HHCTPYKIINHA
2.1. B 10KHOCTHOW MHCTPYKIIMU YKa3bIBAIOT HAMMEHOBAHUE OPraHU3aluHy,
KOHKPETHOH JTOJKHOCTH, PEKBU3UTHI COTIIACOBAHUSI U yTBEPIKICHUS.

2.2. JIOmKHOCTHASI UHCTPYKLMS COCTOUT U3 Pa3lIEiOB:

1. O6mue nonoxeHws.

Il. Jlo;mkHOCTHEIE 00SI3aHHOCTH.

III. TIpaBa.

IV. OTBeTCTBEHHOCTb.

V. TpynoBsie GyHKITHH.

V1. B3auMOOTHOIIICHHUS.

VII. 3akirounTeNbHbIE TTOI0KEHUS.

2.3. B paznene [ «O0mue mosoxeHus» yKa3blBaroT:

1) HauMeHOBaHUE JTOJKHOCTH;

2) TpeboBaHus, MPEABSIBISEMbIC K 00Pa30BaHUIO U CTaXy PabOTHI TOKHOCTHOTO
JIMI[A, 3aMEIIAlOIIEero JaHHYI0 TOJIKHOCTh (KBaIM(UKAIIMOHHbBIC TPeOOBaHMS);

3) HemocpeICTBEHHAS TOAYNHEHHOCTE (KOMY HEITOCPEICTBEHHO IO TIHHSIICTCS
JTAHHOE JTOJDKHOCTHOE JIUIIO);

4) mopsAA0K Ha3HAYCHUS ¥ OCBOOOXKICHUS OT JOJDKHOCTH;



5) HaJIM4Ke U COCTaB MOAYMHEHHBIX;

6) mopsIOK 3ameleHns (KTO 3aMelIaeT JaHHOE JOKHOCTHOE JIMIIO BO BPEMSI €ro
OTCYTCTBHSI; KOTO 3aMeIlaeT JaHHOE JOJDKHOCTHOE JIUIIO);

7) BO3MOXKHOCTH COBMEIICHUS! TOJDKHOCTEH U (PYHKLHIA;

8) HopMaTHBHAas 0a3a ero AesATeNLHOCTH (OCHOBOIOJIATAIONINE HOPMATHBHBIE U
OpraHU3alMOHHO-IIPABOBBIC TOKYMEHTHI, HA OCHOBAHUH KOTOPBIX HOJLDKHOCTHOE
JIUII0 OCYIIECTBISIET CITYKEOHYIO (TPYAOBYIO) ACSITETFHOCT U PEATN3yeT CBOU
TTOJTHOMOYHSI ).

B pasnen moryT ObITh BKJIIOYEHBI ApyTHe TPEOOBAaHUSA U MTOJIOKEHNUS,
KOHKPETH3UPYIOIIHE ¥ YTOUHSIOMINE CTaTyC TOJKHOCTHOT'O JINLA U YCIIOBUS €T0
JIeSITENIEHOCTH.

2.4. Paznen Il «IIpaBa» comepKuT nepeyeHs Nnpas, KOTOPBIMU B IIPEeiax CBOSH
KOMIIETECHIIMHK 00JIa1aeT AOJKHOCTHOE JIUIO NPU UCIIOJHEHUH BO3JIOKEHHBIX Ha
HETO JOJKHOCTHBIX O0sI3aHHOCTEH.

B pasnene orpaxaroTcsi B3aMMOOTHOIICHHUS JOJPKHOCTHOTO JIMLA C APYTUMHU
CTPYKTYPHBIMH MOZPA3IEICHISIMA OPTaHU3allU U JOJDKHOCTHBIMU JIULIAMU
MCXOJISl U3 BO3JIOXKEHHBIX Ha HETO JOKHOCTHBIX O0SI3aHHOCTEH U TIOJTHOMOYHH.
Kpowme Toro, B pa3zene KOHKPETU3UPYIOT MpaBa J0KHOCTHOIO JIMIA C YYETOM
crenn(UKHU BBITIONHSIEMBIX JOJDKHOCTHBIX 00S3aHHOCTEH.

2.5. Pazgen Il «domKHOCTHBIE 0053aHHOCTHY COJICPKHUT MePEUCHb OCHOBHBIX
(GYHKIUI TODKHOCTHOTO JIUIIA.

Kpome Toro, B 3TOM pazaene yKa3blBatOTCsl 00A3aHHOCTH JOKHOCTHOTO JIMLIA,
BO3JIaraeMbl€ Ha HETO B COOTBETCTBUH CO CIOXKHBLICHCS B JAHHOM yUPEKIECHUH
NPAaKTUKOM PacHpeAeiIeHUs] HHBIX 003aHHOCTEH, BHIOTHAEMBIX JAHHBIM
PabOTHUKOM IO PEIICHUIO PYKOBOIUTEINS YUPEXKICHHUS.

2.6. B paznene IV «OTBETCTBEHHOCThY YKa3bIBAIOT MEPY OTBETCTBEHHOCTH
JOJDKHOCTHOTO JIMIIA 33 HecoOTtojleHrne TpeOOBaHUH, yCTaHOBIEHHBIX
JOJKHOCTHON MHCTPYKIMEH, TIOKAIIbHBIMH MTPABOBBIMH aKTaMHU U TPYJOBBIM
3aKOHOMATENBCTBOM PO.

B pasnen MoryT OBITh BKIIIOUEHBI APYTUE TyHKTHI, yTOUHSIONINE U
KOHKPETH3UPYIOLINE OTBETCTBEHHOCTD JOJKHOCTHOTO JIMLIA.

2.7. HeoTpeMieMOH 4acThIO TOJKHOCTHOW MHCTPYKIIMH SIBISIETCS JTUCT
03HAKOMJICHHSI, KOTOPBIN CIYKHT AOKA3aTeILCTBOM TOTO, YTO PaOOTHHK
O03HAKOMMJICS C JOJDKHOCTHOM MHCTPYKLIHEH.

3. llopsinok pa3padoTKH, COTJIACOBAHUS, yTBEP:KICHHUA M BBeAeHUS B JIeliCTBHE T0JTKHOCTHOM
HHCTPYKINHU

3.1. JlomKHOCTHASI MHCTPYKIMS pa3pabaThIBaeTCs PyKOBOIUTEIEM
00pa30BaTEIbHOTO YUPEKICHHS.

3.2. JlomKHOCTHAsI HHCTPYKLUS JOJDKHA OBITH COTJIacOBaHa C MpeAceaAaTeeM
cobpanust TpyznoBoro kosektusa OV

3.3. JIoMKHOCTHYIO MHHCTPYKLHIO YTBEPXKAAET PyKOBOIUTEIh 00pa30BaTEILHOTO
YUpEXKISHUSI.

3.4. JlomKHOCTHAS HHCTPYKIIHMS BCTYIAeT B CHIIy C MOMEHTA €€ YTBEPKACHUS
PYKOBOJMTEIEM OPraHU3alMU U IEHCTBYET J0 €€ 3aMEHbl HOBOM JOJDKHOCTHOM
WHCTPYKIHEH, pa3paboTaHHON M YTBEPKACHHOM B COOTBETCTBHH ¢ IlomokeHneMm.
3.5. lomKHOCTHas MHCTPYKIMSI COCTABISAETCS B IBYX dK3eMIUIsIpax. OnauH
9K3EMIULP BBIJIAETCS HA PYKH paOOTHUKY

YUpEXKICHUS.

3.6. TpeboBaHus TOMKHOCTHON MHCTPYKINH SIBISIIOTCS 0053aTENbHBIME 151
pa0oTHUKA, pabOTAIOIEr0 B JAHHON JOJDKHOCTH, C MOMEHTA €0 O3HAKOMJICHHUS C
MHCTPYKLHUEH 0] pOCIHCH U IO IIEPpEMELICHUS Ha APYTYIO IOJDKHOCTD HIIH
YBOJIbHEHUS U3

OpraHu3alMu.



3.7. PaboTHUK 3HAKOMUTCS C JOJDKHOCTHOW MHCTPYKITUCH, CTABUT JaTy U
POCITHCH B KOHIIE HHCTPYKIIHU.

3.8. BHeceHre n3MeHEeHHI U IOTIOTHCHUH B ICHCTBYIOIIYO TOJIKHOCTHYIO
WHCTPYKIUIO TIPOU3BOIUTCS IyTEM U3JIaHUs MPUKa3a PYKOBOAUTEIS 100
YTBEPKACHUS TEKCTA JOJHKHOCTHONH MHCTPYKIIMH B I[EJIOM C YYETOM BHOCHMBIX
W3MEHEHHI 1 JOIIOIHCHUH.

4.3aKII09UTeIbHbIE MOJ0KEeHUsI

4.1. CornacoBaHHYIO ¥ YTBEPKICHHYIO JODKHOCTHYIO HHCTPYKIIMIO HYMEPYIOT,
ITHYPYIOT, 3aBEPSIOT [I€YaThI0 U TIOJIUCHIO PYKOBOAUTENS yapexaeHus. Cpox
XPaHEHUS IOJDKHOCTHOW MHCTPYKIIMH MOCIIE 3aMEHBI HOBOW - 3 Toza.

4.2. JIns Tekyniei paboThl ¢ TOJIMHHNUKA JJOJDKHOCTHON MHCTPYKIIUY CHUMAIOT
3aBEPEHHYIO KOIUIO, KOTOPYIO BBIIAIOT IOJHKHOCTHOMY JIHILY, paOOTaroeMy B
JTAHHOU JIOJDKHOCTH B 00Pa30BaTEIILHOM YUPEKICHUH.

CoTpyAHHK pacHChIBaeTCA HA 00ENX KCEPOKOTHSIX.

Hacrosmmiee [lonoskenne BCTymaeT B CHIIy C MOMEHTA YTBEPIKICHHUS €T0
pyKoBoAHTENEM 00pa30BaTEIHHOTO YUPEKACHUS



