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0 nopsiAke pa3paboTKH JO/ZKHOCTHBIX HHCTPYKIHUH B
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«JleTckuii cax KOMOMHUpPOBaHHOTO BHAa Ne28»

r. HoBoMockoBck



1. O01Me mMoJ10KeHUus

1.1. JloymkHOCTHASE MHCTPYKIMS - OpraHU3aIMOHHO-TIPABOBOM JTOKYMEHT, B KOTOPOM
ONpPEAENSIOTC OCHOBHBIE (DYHKUMH, OOS3aHHOCTH, NIpaBa U OTBETCTBEHHOCThb
paboTHHKa MYHUITUTIAIBHOTO  OIO/HKETHOTO  JIOMIKOJIBHOTO — 00pa3oBaTeIbHOTO
yupexenus «Jlerckuii can komOuHupoBanHoro Buaa Ne28» (nanee 10Y) mnpu
OCYIIECTBJIEHUH UM JIEATEIbHOCTH B ONPEAEICHHON JOIKHOCTH.

1.2. JloJbKHOCTHBIE MHCTPYKIMM Ha paborHukoB JIOY  paspabareiBaroTcs
pykoBoauTeaeM. [[0MKHOCTHBIC MHCTPYKITUHU JTOJDKHBI OBITh KOHKPETHBI U (PaKTHIECKU
OINMKCHIBATH paboyne MecTa.

1.3.JI0/OKHOCTHBICE ~ HMHCTPYKIIMM — MEPECMATPUBAIOTCS B CIWHOM  TOPSAKE B
COOTBETCTBHH C U3MEHEHUSIMHU CTPYKTYPHI U IITaTHOU unciieHHocT JJOY.

1.4. 3nHaueHue MOJDKHOCTHOM MHCTPYKUIMHU KaK OpPraHU3alMOHHOTO JOKYMEHTa
3aKJII0YAETCs B CIEAYIOLIEM:

- 3aKperuIsgeT MPaBOBOI CTaTyC U MECTO paOOTHHUKA B CUCTEME YIIPABJICHHS;

- ompenenseT 3a1a4uu, QyHKIUH, IpaBa U 00s13aHHOCTU paOOTHUKA;

- TO3BOJIsIET 00OCHOBAHHO OIICHUTH PE3YJIbTAThl AEATEIbHOCTH;

- SBIs€TCA MPaBOBOM OCHOBOM MJisl aTTecTallid paOOTHUKA, OMpPENENICHUs €ro
JTUCITUTUTMHAPHON ¥ MaTepUaIbHON OTBETCTBEHHOCTH,

- YCTaHABJIMBAET OPraHU3AIMOHHBIE OCHOBBI IIPABOBOM JESTEIHLHOCTH.

JIOKHOCTHBIE MHCTPYKIIMH IEPECMATPUBAIOTCS, KaK MPABUIIO, OJIMH pa3 B TPU roja.

1.5. Cpok xpaHeHusi JOJKHOCTHbIX MHCTpyKIMM B JIOY cocraBnsier 3 roma mocie
3aMEHbl UX HOBBIMHU.

1.6. XpaHeHne OpUTHHAIOB JODKHOCTHBIX MHCTPYKIIMH OCYIIECTBISET 3aBEIYIONTHI
JOV.

2. Tlopsinok opopMJIeHUS TOTKHOCTHBIX HHCTPYKIHIA

2.1. Jlo;mKHOCTHAsT MHCTPYKIUS oQOpMIIsieTCs B COOTBETCTBUM ¢ MHCTpykiuen mo
nenomnpousBoactry JOVY.

2.2. JIOmKHOCTHAs MHCTPYKIIUS COTJIaCOBBIBaeTCs ¢ Mpodcoro3HbiM komuTeToMm JIOY
W YTBEP)KIACTCS TIPUKA30M 3aBEAYIOIIETO.

2.3. TekcT MOMKHOCTHOM MHCTPYKITMU KaK OPraHW3allMOHHOTO JOKYMEHTa COCTOUT M3
CIIETYIONTUX Pa3/IeIOB:

- OO1He MoI0KEHHS,;
OyHKIMK (MIIAIMANA 00CTYKUBAIOIIUHA ITEPCOHA);
HeobxonuMele 3HAHUS,
JIOIDKHOCTHBIC 00S13aHHOCTH;
[Ipaga;
OTBETCTBEHHOCTb;
B3aumooTtHomenus. CBs3u 10 TOHKHOCTH.

3. Pa3zngen 10:xkHOCTHON HHCTPYKIMHU «O01IHe MOI0KEHH ST



B pazgene «OOmme monoxkeHus» HE0O0XoauMo cHOpMYITHpOBaTh W 3aKPEMUTh
CJICAYIOIINI cocTaB HH(POPMAIIUU:

- TIOJHOC HAaWMCHOBAHWE IOJDKHOCTH (TOYHOEC HAMMEHOBAaHHWE B COOTBETCTBHH CO
MTaTHBIM pACIMCAaHUEM, C YKa3aHHEM KaTeropud pabdOTHHKA B COOTBETCTBUU C
OO6mepoccuiickuM KiaaccudukaTopom npodeccuii pabodux, TOHKHOCTEH CIyXallluX U
TapuHBIX Pa3psa0B), MECTO B CHCTEME YIPABJICHHS, OCHOBHYIO 3a7a4y JCSITeIbHOCTH
(B COOTBETCTBHH C OJTHOW W3 OCHOBHBIX 33/1a4 CTPYKTYPHOTO MOAPA3/ICIICHHS);

- B YbEM HEIOCPEICTBEHHOM MOAYMHCHHH HAXOMUTCS PAOOTHUK (KOMY TOTIUHSACTCS
JIOTIOTHUTENIBHO HAa TIEPUOJ] OTCYTCTBHUS BBIIIECTOSIIIETO JINIIA);

- TMOpSAOK Ha3HA4YEHUs Ha JOJDKHOCTh W OCBOOOXKICHHMS OT Hee (IpueMa u
yBOJNIbHEHHST — aia pabotHukoB JIOY) — mo mpencraBleHHIO KaKOro JIWIa
NPOU3BOJUTCS Ha3HAUYCHUE, C KAKUM JIOJDKHOCTHBIM JIUI[OM COTJIACOBBIBACTCS
HA3HAYCHHUC;

- TIOPSAZIOK 3aMEIEHUs B CIydyae BPEMEHHOTO OTCYTCTBHUSI paOOTHHKA (3aKperuisieTcs
cxeMa B3aMMO3aMEHSIEMOCTH WIH TepepacrpesieieHne 00s3aHHOCTEH, B TOM YHCIE H
MOPSJIOK TTpUeMa — TepeIadu Jell MaTeprUaIbHO OTBETCTBCHHBIM JIUIAM);

- €CJIH €r0 JOJHKHOCTH, CIICIUATBHOCT WM TIpodeccrs BKIIOYCHBI B YTBEPKICHHBIN
NPUKAa30M 3aBEAYIOLIErO TMepedYeHb MOJKHOCTEH, clenuanbHOCTeH u mpodeccuii c
HEHOPMHPOBAHHBIM pa0OYHM JTHEM;

- BXOJUT JIK paOOTHHK B COCTAaB KAKOTO-JIN0O KOJUIETHAILHOTO OpTraHa
M0 JOJDKHOCTH - JUISl PYKOBOJIUTENEH OCOOCHHO Ba)KHO 3aKPEMUTh WX WICHCTBO B
aTTECTAIMOHHBIX, KBATM(UKAIIMOHHBIX KOMHUCCHUSX, & ISl pAOOTHUKOB — BO3MOXKHOCTD
WX BKIIOUCHHS B COCTaB KOMHUCCHHA [0 TpPUEMYy - Tepemade JAel, MPOBEICHUIO
WHBEHTAPHU3AINH, CIIUCAHUIO UMYIIIECTBA U JIP.;

- 4YeM pabOTHUK pPYKOBOJCTBYETCS B CBOCH JCATCIBHOCTH - YKa3bIBAIOTCS
JEUCTBYIOIIEE  3aKOHOAATENbCTBO, JOKYMEHTbl  oOpraHoB  ympamieHus JOVY,
JCHCTBYIONIME HOPMATUBHBIC M TEXHOJOTHYECKUE JOKYMEHTHI. [IpaBuia BHyTpEHHETO
TPYOBOTO PACTIOPSAKA U KOHKPETHAS YTBEP KICHHAS TIOJDKHOCTHAS WHCTPYKITHS;

- YbU YCTHBIC M NTMUCbMEHHBIC PACTIOPSHKEHUS BBITIOIHSIET PAOOTHHUK - JOTOTHUTEIBHO
K PacTopsDKEHUSIM HEMOCPEACTBEHHOTO PYKOBOIUTEIS HITU B €70 OTCYTCTBHE;

- KBAMTM(PUKAMOHHBIE  TpeOoBaHMs K  0Opa3oBaHHWIO, CTaxy pabOTHI
pa3pabaThIBalOTCS HAa OCHOBAaHMM DA3/ACIOB «TPEOOBaHUS K KBATH(DUKAIIMI
KBATH(PUKAIMOHHOTO CIPAaBOYHUKA JOJDKHOCTEH PYKOBOAWTENCH, CHEIHAINCTOB U
ApPYTHX CHyXKalmx, a Takke TapudHO-KBaTU(UKAIMOHHBIX XapaKTEPUCTUK IO
JOJHKHOCTSIM paOOTHHKOB OTJICIBHBIX OTpaCiIeH;

- Y9TO JIOJDKEH 3HATh PAa0OTHUK - MO YCMOTPEHHIO PYKOBOIUTEIS MOTYT OBITh
chopMyIUPOBaHbI CIEIYIONINE MOANYHKTHI: KPaTKH TepeYeHb OOIMMX TpeOOBaHUH K
3HAHMSIM B COOTBETCTBHM C THUIIOBOM KBaTU(DUKAIIMOHHOW XapaKTEPUCTUKOU
CHEIUATbHOCTH, THUIIOBOM TMepeueHb 3HAHWM, HEOOXOAMMBIX JUIsl 3aMEIICHUS
JOJKHOCTEH, KOHKPETHBIN MepeYeHb 3HAHUH U YMEHUH, HEOOXOIUMBIX TSl 3aMETICHUS
JOKHOCTA B KOHKPETHOM CTPYKTYPHOM TOJpa3/ieJICHUU Ha OMpeaeiIeHHOM pabodem
MecTe.

4. Pa3zes1 10/15KHOCTHOM MHCTPYKIMU «DYyHKIMH»



4.1. B paznene «DyHKIIUN» MEPEUUCISIIOTCS OCHOBHBIC HAIMPABICHUS JEATEIHHOCTH
paboOTHHKa B COOTBETCTBUM C HANpPABICHUSMH WM OJHUM HaIpaBIICHUEM
AESITENFHOCTU CTPYKTYPHOTO TIOAPAa3ACTICHHS.

4.2. B popmynupoBKax (PyHKIIUH YE€TKO OTpakaeTcsl BKJIaJ paOOTHUKA B JOCTHXKEHHUE
MOCTABJICHHBIX TIepe CTPYKTYPHBIM IOApAa3ACICHUEM TJIaBHBIX 3a/1ad; yKa3bIBaeTC,
Kakue (yHKIIMM pPaOOTHUK BBITIOJNHAET CAMOCTOATEIHLHO, a B BBIMIOJHEHUW KaKHX
y4acTBYeT.

5. Pa3zes 10JKHOCTHOM HHCTPYKIUU «J{0TIKHOCTHBIE 0013AHHOCTI

5.1. Paznen «JlomxHOCTHBIE 00SI3aHHOCTH» BKJIIOUYAET TIepeurciieHrne paboT, onepanui
U TEXHOJOTUW, KOTOpPHIE BBIMOJHIIOTCS PAOOTHUKOM €XEIHEBHO WA C OOJIBIION
MIEPUOTUIHOCTHIO.

5.2, JIOWKHOCTHBIE OO0S3aHHOCTH OOBEAUHSIOTCS B OJHOPOJHBIE TPYIMBI B
COOTBETCTBMHM ¢ (YHKIUAMH paOOTHHWKA, B Hadajle TEKCTa IMEePEUUCIITIOTCS
JOJKHOCTHBIE OOS3aHHOCTH, KOTOPHIE PAaOOTHUK BBHITIONHAET CAMOCTOSTEIBHO, a B
3aKJIIOYEHUH - T€, KOTOPBIE BBIMOIHAIOTCS B COTPYIHUYECTBE C APYTUMU paOOTHUKAMH.

5.3. PernaMeHTanus JTOKHOCTHBIX OOSI3aHHOCTEW pa0OTHHMKA B TEKCTE WU3JIaraercs B
MOCJIEIOBATEIHbHOCTHA, COOTBETCTBYIOIIEH peaau3aiiy UM OOIIUX YIPaBICHYECKHUX
enei.

6. Pa3znes noskHOCTHOM MHCTPYKIUM «I[IpaBay

6.1. Paszmen «IIpaBa» cTpouTCS IO CIEAYIONIEH JIOTHYECKOU CXeMe:

- nmpaBa paOOTHMKAa Ha CaMOCTOSITEIbHOE MPUHITHE PEIICHUA - MepeYUCIISIOTCS
BOIIPOCHI, KOTOPbIE OH UMEET MIPABO PELIaTh CAMOCTOSATEIBHO;

- TpaBa U KOHTPOJIb - MEPEUUCISIOTCS BONPOCHI U JIEUCTBUSI, UCIIOJIHEHHE KOTOPBIX
pabOTHHK WMEeT TMpaBO KOHTPOJIUPOBATH, BBIMOJHASA CBOM (PYHKIIMOHAIHHBIE
00513aHHOCTH I10 OPYUYEHHUIO PYKOBOIUTES;

- npaBa TpeOOBATh BBHIMIOJHEHUS ONpEJEICHHBIX JEUCTBUM, IpaBa J1aBaTh
pacopsKEHUsS U yKa3aHUsl M KOHTPOJIUPOBATH UX UCIIOTHEHHUE;

- TpaBa BU3UPOBATH, COTJACOBBIBAThH U YTBEPKAATh JOKYMEHTHI KOHKPETHBIX BHJIOB.

6.2. B Tekcte paHHOrO paszfena 3aKpelvisioTcs TMpaBa pabOTHUKA BHOCHUTH
NPEJIOKEHHS [0 COBEPIICHCTBOBAHUIO JESTEIbHOCTH, CBA3AHHOMN C BBIIOJIHEHUEM €ro
HEMOCPEJCTBEHHBIX JOJDKHOCTHBIX OOSI3aHHOCTEH, 1O peanu3aiuuud (QyHKIUA U
TEXHOJIOTH, B BBIMIOJTHEHUH KOTOPBIX OH YYacTBYET; BXOJUThH B COCTaB pabOYMX TPyII
MO TMOATOTOBKE W peajn3alMid KOHKPETHBIX IMPOEKTOB M y4acTBOBATh B pa3paboTKe
KOJUIETHAIbHBIX ~ pPEUICHUM, HaNpaBJIEHHBIX Ha JOCTUXKEHUWE TJAaBHOM 3ajauu
CTPYKTYpPHOr0 nojpasnaenenus win scero JOVY.

/. Pa3aen 10JKHOCTHOM HHCTPYKIMU «OTBETCTBEHHOCTh»

7.1. Pazmen «OTBETCTBEHHOCTH» IMPEAYCMATPUBAECT 3aKPEIUICHUE IPEKIAE BCErO
OTBETCTBEHHOCTH 3a HAapyIIECHHE JCUCTBYIOIIETO 3aKOHOJATENbCTBA, JCHCTBUU



OpPraHU3alMOHHO-PACIIOPSIUTEIBHBIX W JPYTMX JOKYMEHTOB B COOTBETCTBUHU C
paznaenoM «O01IMe NOJIOKEHUS» JOJKHOCTHOM HHCTPYKITUU.

7.2. B HE0OXOMUMBIX clTydasx (UKCHPYETCs MOJHAs MaTepUabHass OTBETCTBEHHOCTh
paboTHWKA, B CITydae €CJIU €ro JOHKHOCTD €€ MPEeIyCMaTpUBaET.

7.3. OUKCHUPYIOTCS  KOHKPETHbIe  (POPMYIHPOBKHM 00  OTBETCTBEHHOCTH  3a
HECOOJTI0JICHNE TEXHOJIOTHH, 3aKPEIUICHHBIX B HOPMATHBHO-TEXHHYECKUX JOKYMEHTaX
MPEANPUATHS, HAPYIIECHUS CPOKOB BBHITIOJHEHUS pPAOOTHI, OTKa3 OT MPUMEHEHUS
MEepeZIOBBIX TMPUEMOB pPabOThl W HUMEIONIMXCS TEXHOJIOTHUYECKHX CpPEICTB, OTKa3
BBITIOJTHATH YCTHBIC M IMCHhbMEHHBIE PACTIOPSHKEHUS PYKOBOJIUTENS, HE TIPOTUBOpPEUAIITUE
JICHUCTBYIOIIEMY 3aKOHO/IaTEILCTBY.

8. Pa3es1 10/UKHOCTHOM HHCTPYKIUN «B3auMO0OTHOIIEHU

8.1. Pasmen  «B3aumMoOTHOIIEHWS»  JIOJDKEH  COAEpXaThb  PErjaMeHTAIUIO
MH(POPMAIIMOHHO-TOKYMEHTAIIMOHHBIX CBs3el pabOTHHKA, KOTOPbIE OH
OCYUIECTBIISIET JJIA TOCTHXKEHUS 1enu AestenbHocTd JJOY, nepcneKTUBHBIX U TEKYIIUX
3aJa4 CTPYKTYPHOro Tojpa3feneHuss U Ans 3(PQPEeKTUBHOTO HCIOTHEHHUS CBOUX
JOJKHOCTHBIX 00SI3aHHOCTEN.

8.2. B nHauane pazgena yka3piBaloT cBs3M BHyTpu JJOY, a 3aTem - CBsI3HM C BHEITHUMU
OpraHu3aLUsIMHU.

9. Pa3znen 10KHOCTHOI MHCTPYKUMHU «J[0JI5KeH 3HATDY

B paspene «JlomkeH 3HATB» YKa3bIBalOTCSI HOPMATHBHBIE IPABOBBIE JTOKYMEHTHI,
KOTOpBIE JOJKEH M3YUYHUTh JaHHBIH paOOTHUK U UCIIOIB30BaTh B CBOEH paboTe.

10. 3akamuyuTebHbIC MOJOKEHUSA

10.1. PykoBomuTenu CTPYKTYpHBIX MOJApa3JelieHni HECYT OTBETCTBEHHOCTH 3a
CBOEBPEMEHHYIO IMOJATOTOBKY IPOEKTOB JIOJDKHOCTHBIX MHCTPYKIMM pabOTHHUKAM
CBOEro Nojipa3/ielieHus U nepenavy ux 3asenytouemy J0OVY.

10.2. 3aBemyromwuii MPOU3BOIUT KOPPEKTUPOBKY TEKCTa M TEPEIaeT s COriacoBa-
Hus B [Ipodcoroznsiit komuter OV,

10.3. JomKHOCTHBIE MHCTPYKIIMH YTBEPKAAIOTCS, U3MEHSIOTCSA M OTMEHSIIOTCS IO
petienuto 3apeayromero JJOVY.

10.4. O3nakomMieHue paOOTHUKOB € JOJKHOCTHBIMU MHCTPYKIUSIMU
OCYILIECTBISIETCS MPU NOCTyIuieHnu Ha pabory B JIOY 3aBemyromuM - MepCOHAIBHO
MoJl pOCIUCh. JIOMKHOCTHAST MHCTPYKIUS SIBISIETCS 00513aTE€IbHOM sl TPUMEHEHUS U
coOJIt0IeHUsI PAOOTHUKOM C JIaThl 03HAKOMJICHUSI.



