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ITPABHUJIA
BHYTPEHHEro TPy0BOro pacnopsiika

Hacrosmue [paBuna onpenesstoT BHyTpeHHHH TpynoBoi pacropsinok B HOOOVY «IIpaBocnaBHast
ruMHasKs Bo uMs cBT. @unapera MockoBckoroy (najiee ['uMHasus), nopsaok mpueMa u
YBOJIbHEHHS pabOTHUKOB, OCHOBHbIE 0053aHHOCTH PaOOTHHKOB M aIMUHUCTPALIMH, PEKHM
pabouero BpeMEHH U ero MCMONb30BaHKe, a TAKXKE MEPBI MOOLIPEHNS W B3bICKAHHS 32 HAPYLIEHHE
TPYAOBOW AUCLMILIMHBI.

1. IIpuem Ha paboTy M YBOIbHEHHE

1.1. IIpuem Ha paboTy B OpraHU3aLHIO MPOU3BOAMTCS Ha OCHOBAHMHM 3aKIFOYEHHOrO TPYAOBOTO
JIOroBOpa.

1.2. Ilpu 3aKIr0ueHUH TPYIOBOrO JOroBopa paboroaatelsb 00s3aH NOTPeGOBaTh OT MOCTYNAOLIETO:
— TPYZAOBYIO KHHJKKY 3a UCKJIFOUEHHEM CITyyaeB, KOTa TPyIOBOM JOTOBOP 3aKII0YAETCs BIIEPBbIE
UK pabOTHUK MOCTyMaeT Ha paboTy Ha YCIOBHUIX COBMECTHTEIBCTBA,

— MAcHOPT WK UHOM JOKYMEHT, y10CTOBEPSIOLLUI THYHOCTD;

— JUIUIOM WJIM MHOH JOKYMEHT O MOJy4eHHOM 00pa3oBaHHU (ITOJIHOM WJIK HETIOJTHOM) U (HJTH)
JOKYMEHT, MOATBEPKAAIOLUMH CEeLHaTbHOCTh WM KBAJIU(DUKALIUIO,

— CTPaxoBO€ CBUETENILCTBO FOCYAaPCTBEHHOIO MEHCHOHHOIO CTPAaXOBaHUs 3a UCKITFOUEHHEM
Clly4aeB, KOrja TpyAoBOH JOrOBOp 3aK/IF0YaeTCs BIICPBbIE;

— IOKYMEHTbl BOMHCKOI'O YyeTa — [i/11 BOGHHOOOS3aHHBIX U JIML, MOJJIeKALIHUX MTPU3bIBY Ha
BOEHHYIO Ci1yx0y.

IIpu 3ax104eHUH TPYIOBOrO 1OroBOpa BIEPBbIE TPY10Bas KHUIKKA U CTPAXOBOE€ CBUIETENbCTBO
rocyaapCTBEHHOr0 MEHCMOHHOTO CTpaxoBaHUs 0(OpMIIAIOTCS paboToAaTeNeM.

B nensix 6osee noaHOM OLEHKU MPOhecCHOHANBHBIX U IeJIOBBIX KaUeCTB MPUHUMAEMOro Ha paboTy
paboTHHKa paboTOAaTE b MOXKET MPEATIOKUTE €My MPEICTaBHTh KPATKYIO MMMCHbMEHHYIO
XapaKTEepPUCTHKY (pe3toMe) BBITIONTHseMON paHee paboThl, MPOBEPUTH YMEHHE MOJIb30BATHCS
OPITEXHUKOH, paboTaTh Ha KOMIMBIOTEPE U T. A.

ITpuem Ha paboTy B OpraHM3aLUIO OCYLIECTBISETCS, KaK MPaBHUIO, C MPOXOXKICHUEM
MCTIBITATENEHOTO CPOKa MPOAODKUTEBHOCTBIO OT OJHOTO 10 TPeX MecsLeB. Y ciaoBue 00
UCIIBITAHUU JOJDKHO OBITh MPSMO YKa3aHO B TPYJOBOM J0TrOBOPE.



ITpuem Ha paboty oopmisieTcs MPUKA30M, KOTOPbINA 00bsBiIsSETCS paOOTHHKY IO POCITHUCH B
TPeXAHEBHBIN CPOK CO AHS (PaKTHUECKOro Havana paboThl.

1.3. IIpu noctynnenuu paboTHUKA HAa pabOTy MM MEepeBOe ero B yCTAHOBJIEHHOM TMOPSIKE Ha
Ipyryo paboty paboronarenb 00s3aH:

— 03HAKOMMTb €ro ¢ MOPYYEHHOW paboToM, yCIOBUAMH H OIUIATOM TPYAa, pa3biCHHUTh pabOTHHKY
€ro npasa U 00s13aHHOCTH;

— 03HAKOMMTb C HacTosMUMH [TpaBunaMu U qpyrumu JTIOKaIbHBIMU HOPMAaTHBHBIMHU aKTaMHu;

— MIPOBECTH MHCTPYKTAXK M0 TEXHUKE 0€30MacHOCTH, MPOU3BOACTBEHHOM CAaHUTAPHH,
NPOTHUBOMOXKAPHON OXPaHe U APYrUM MpaBUIaM OXpaHbl TPyJa U Mo 003aHHOCTH COXPaHEHHS
CBENICHHH, COCTaBJIAIOILMX KOMMEPUECKYIO TaliHy OpraHW3aLlK, U OTBETCTBEHHOCTH 32 €€
pasrialleHde WK nepenavy Apyrdm JHLam.

1.4. IpekpalieHue TPYAOBOro JOroBOpa MOXET UMETh MECTO TOJBKO 110 OCHOBAHHUSM,
[PeAyCMOTPEHHbIM TPYAOBBIM 3aKOHOJATEbCTBOM.

PaboTHMK MMeeT MpaBO pacTOPrHyTh TPYAOBO A0rOBOP, 3aKIIOUYEHHbIN Ha HEOTIpeIeJIeHHbIH CPOK,
MHCBMEHHO Mpeaynpeaus 06 3Tom paboroaatens 3a aBe Hexeau. [1o ucTeueHnn yka3aHHOTO CpoKa
npenynpexaeHus o6 yBoJabHEHUH pabOTHUK BIpaBe MpeKkpaTuTh paboTy, a paboToaaresb 00s3aH
BBIAATh €EMY TPYAOBYIO KHHXKKY W MPOU3BECTH C HUM pacueT. [1o J0roBOpeHHOCTH MEKIY
pabOTHHKOM M aIMUHHCTpALIMeH TPYIOBOH JOrOBOP MOKET OBITh PACTOPTHYT B CPOK, O KOTOPOM
NPOCUT PabOTHHUK.

CpouHbld TpyJOBOH TOrOBOP MOXKET OBITh PACTOPTHYT MO WHULHATHBE paOOTHHKA, M0 COTJTALICHHUIO
CTOPOH Y MHbIM OCHOBAHMUSM, MPEeaYCMOTPeHHbIM TpyaoBbIM KoaekcoM PD.

ITpekpalieHue Tpy10BOro A0roBopa ohopmsieTcs NpUKa3oM Mo OpraHUu3alrH.

JlHeM yBONBHEHHsI CUNTAeTCs MOCIeHUH AeHb paboThl 3a HCKITIOUEHHEM CITy4aeB, Koraa paboTHUK
(bakTHuecks He paboTai, HO 32 HUM B COOTBETCTBHH C TPYAOBBIM 3aKOHOJATEILCTBOM COXPAHSIOCh
MecTO paboTbl (JOHKHOCTD).

2. OcHOBHbBIE NpaBa, 00S3AHHOCTH H OTBETCTBEHHOCTH PA0OTHHKOB

2.1. PaboTHHK MMeeT npaBo Ha:

— [IpeloCTaBIeHHe eMy paboThl, 00yCI0BIEHHON TPYJOBBIM JOrOBOPOM;

— paboyee MecTO, COOTBETCTBYIOLLEE YCIOBUSAM, MPEIYCMOTPEHHBIM rOCY 1apCTBEHHBIMU
CTaHJapTaMU OpraHU3aLuK U 6e30MacHOCTH Tpyaa;

— CBOEBPEMEHHYIO U B MOJHOM 00beMe BbITIATy 3aprulaThl B COOTBETCTBUH CO CBOCH
KBaTM(HKALIMEH, CIOKHOCTBIO TPY A, KOJHYECTBOM H Ka4e€CTBOM BbIMOIHEHHOM paboThl;

— OTABIX, 0OecrneyrBaeMblil yCTaHOBIEHHEM HOPMaJIbHOH MPOAODKUTETbHOCTH paboyuero BpeMeHH,
NpeoCTaBIEHHEM €XKEeHEIEIbHbIX BBIXOJHBIX JHEH, HepaOoumx Mpa3aHHUYHBIX IHEH,
OIIaYMBAEMBbIX €XKETOJIHBIX OTITyCKOB;

— TMOJIHYIO JOCTOBEPHYIO HH(POPMALHIO 00 yCIOBUAX TPya U TpeOOBaHHUAX OXPaHbI TPyAa Ha
paboueM mecre;

— Npo(ecCHOHANBHYIO MOAr0TOBKY, MEPENOAroTOBKY M MOBBILIEHHE CBOEH KBaTH(UKALUH B
NopsiaKe, yCTaHOBJIEHHOM 3aKOHOAaTe bCTBOM PD;

— ydacTHe B YNpaBleHWH OpraHu3aLueil B mpelycCMOTPEHHbIX 3aKkoHoAaTe bcTBOM PO dopmax;
— 3aLHUTY CBOMX TPYAOBBIX MpaB, CBOOO U 3aKOHHBIX MHTEPECOB BCEMHU HE 3alpelleHHbIMU
3aKOHOM CITOCOOaMH;

— BO3MEIIEHHE Bpesia, MPUUYHHEHHOrO €My B CBA3H C MCIOJIHEHHEM UM TPYAOBbIX 00sA3aHHOCTEH, U
KOMIIEHCALIUK0 MOPATBHOTO BpeJia B MOPsAKEe, yCTAHOBIEHHOM 3aKOHOAATeNbCTBOM PD;

— obs3aTeNbHOE COLMAIbHOE CTPaXOBaHHE B CyyasX, MpelyCMOTPEHHbIX 3aKOHOAATeNbCTBOM PD.
2.2. PaborHukn YOOOY «IIpaBocnaBHas rumHazus Bo ums CeT. @unapera MockoBcKoroy»
TOJIKHBI:

— IOOPOCOBECTHO BbIMOJIHITE CBOM TPYAOBbIE 00S13aHHOCTH, CBOEBPEMEHHO H TOYHO BBITIOJIHATh
BCIO MOPYYEHHYIO paboTy, He NOIMyCKaTh HapyIIeHUI CPOKa BBIMOTHEHHs 3alaHUM, UCIIOJIb30BATh
BCe pabouee Bpemsi 10 Ha3HaYEeHHIO, BO3EPIKUBATBCSA OT JSHCTBUMH, OTBIEKAIOIHX OT BBIIOJHEHHU
IPSIMBIX TPYAOBBIX 00s53aHHOCTEH, COOMIOAATh TPYAOBYIO AMCUMIUIMHY W [IpaBuna BHyTpEHHETO
TPYIAOBOIO pacropsaKa;

— YIy4LlIaTh KauecTBO paboThl, MOCTOSHHO MOBbILIATL CBOH MPO(ECCUOHAIbHBINA U KyJIbTYpPHBIH
YPOBEHB, 3aHUMATbCs CaMOOOPa30BAHUEM;

— TOAEPKMBATD YHCTOTY U MOPSALOK Ha CBOEM paboueM MecTe, B CITysKeOHBIX H IPYyTHX




MOMELIEHUSAX, COOMIONATh YCTAHOB/ICHHBIH MOPSII0K XPaHEHHS JOKYMEHTOB H MaTEpHAIbHBIX
LEHHOCTeH, COOII0naTh MOPSIOK NETONMPOU3BOICTBA,;

— 3¢ (HEKTUBHO MCTIOTB30BATh MEPCOHATBHBIE KOMITBIOTEPDI, OPITEXHUKY H APYroe 060pya0BaHHe,
9KOHOMHO M PallMOHAJIbHO PacXoJ0BaTh MaTepHabl U SHEPTUI0, HHBEHTAPb U JAPYrHe
MaTepHallbHble PECypChl, O€pekHO OTHOCHTHCS K HMYLIECTBY paboTONATES;

— colmoaTh HOPMBI, TIPaBUIIA U HHCTPYKLIMHU T10 OXPaHe TPyAa, IPOM3BOACTBEHHYIO CAHUTAPHIO,
npaBuiia MPOTUBOMNOXKAPHOI Ge30macHoCTH;

— He pasriawarh Kak B Poccuu, Tak 1 3a py6exoM cBeJEeHHUS, MONTyYeHHbIE B CHITY CIIy)KeGHOrO
TOJIOXKEHHS U COCTABJIAIOLIME KOMMEPYECKYIO (Ciy»keOHYI0) TaliHy, pacrpoCTpaHeHHe KOTOPO#
MOXKET HaHECTH Bpe paboTonaTesnto U (UIK) ApYruM pabOTHUKAM;

— BBINOJIHATE MHbIE 0053aHHOCTH, MPEAYCMOTPEHHbIE TPYI0BbIM 3aKOHOAATENLCTBOM PD.

2.3. Kpyr o0s13aHHOCTeH, KOTOPbIE BLIMOIHSIET KaXKAbIA paGOTHUK MO CBOEH CNELMaNbHOCTH,
KBaNM(HKALIMH, JOIDKHOCTH, ONPEACIISIETCS TPYIOBLIM A0rOBOPOM M (MJIH) AOMKHOCTHOM
HHCTpYKLHEH.

2.4. Pa6otHuk 00513aH BO3MECTHTb PabOTOAATENIO MPUUUHEHHBIN eMy NPAMOU 1eHCTBUTENBHBIH
ymep6. HenonydenHeie 10xoas! (yryLiueHHas BbIFOAA) B3bICKAHUIO ¢ pabOTHUMKA He TMOMJIEkKAT.
Pa6oTHHK HeceT MaTepuabHYIO OTBETCTBEHHOCTD Kak 3a MPAMOii 1eHCTBUTENbHBIN yiepo,
HEMOCPEACTBEHHO NMPUYMHEHHBIH UM paboTonaTeNto, Tak U 3a yuiep0, BOZHUKILMIA y paGoToaaTes
B pE3yJIbTaTe BO3MELUEHHUS UM yliepOa HHBIM JIHLaM.

3. OcHoBHbIE MIpPaBa, 00513aHHOCTH H OTBETCTBEHHOCTH paGoToaaTes

3.1. PaboronaTenb uMeeT npaso:

— 3aKJII0YaTh, K3MEHATh U PACTOPraTh TPYJAOBbIE JOMOBOPHI ¢ paOOTHUKAMU B MOPSIAKE U HA
YCJIOBHUSIX, KOTOPbIE YCTAHOBJICHBI 3aKOHOATENILCTBOM PD;

— BECTH KOJUIEKTHBHbIE MIEPErOBOPbI H 3aKJIFOUATh KOJIJIEKTHBHBIE JOrOBOPHI;

— MOOLIPSATh paOOTHUKOB 32 100POCOBECTHBIH 3D PEKTUBHBIN TPY;

— TpeboBaTh OT pabOTHUKOB UCTIOJIHEHHS UMH TPYAOBbIX 00A3aHHOCTEN U GEPEKHOr0 OTHOILEHHUS K
MMYILECTBY paboToaaTesns 1 Apyrux paboTHUKOB, cobmoaeH s [IpaBUI BHYTPEHHETO TPYIOBOTO
pacrnopsika opraHu3aLuu;,

— NPHBJIEKaTh PAOOTHUKOB K AMCLIMIIMHAPHOW U MaTepHaIbHOM OTBETCTBEHHOCTH B MOPSIKE,
YCTaHOBJICHHOM 3aKOHOAATENbCTBOM PD;

— NMPUHUMATD JIOKaJbHbIE HOPMATHBHBIE AKTHI;

— co3naBath 00beAMHEHHs paboToaaTenei B LEsIX MPeICTaBUTENbCTBA H 3aLMThl CBOMX HHTEPECOB
Y BCTYIATb B HUX.

3.2. Paboronatennb obs3aH:

— co601aTh 3aKOHOAATENILCTBO O TPY/E, JIOKATIbHbIE HOPMATUBHBIE AKThI, YCJOBUS TPYAOBbIX
JIOTOBOPOB;

— NPEOCTaBIATE PaOOTHMKAM paboTy, 00YCIOBICHHYIO TPYIOBBIM JOTOBOPOM;

— NPaBUJILHO OPraHU30BBIBATH TPYJ PAOOTHHUKOB Ha 3aKPETUICHHBIX 32 HUMH pabo4uX MecTax,
obecrneunB HeOOXOAUMbIMH MPUHAIEKHOCTSIMHU M OPITEXHHKOM, CO3/1aBas 310POBbIE U
Oe3onacHble yCI0BHUs TPyaa, COOTBETCTBYIOLINE TTPABUIIAM 0 OXPaHe Tpyaa (TEXHHUKE
0€30MacHOCTH, CAaHUTAPHBIM HOPMaM, MPOTHBOMIOXKAPHBIM MPaBHUIaM);

— obecneynBaTh CTPOroe COOIOAEHHE TPYAOBOH AUCLMIIHHbI, OCYLIECTBIATh OPraHM3aLHOHHY IO
paboTy, HanpaBJIeHHYIO Ha YCTpaHEeHHe MOTepb pabouero BpeMeHH, MPUMEHSITh MepPbl BO3AEHCTBHSA
K HapyLIHUTENIM TPYI0BOM AUCLMIUIHHBI;

— cobmoaaTe OroBOpeHHbIE B TPYAOBOM aorosope, [TonoxeHun o6 ortare tpyaa u ITonoxeHun o
NPEMUPOBAHHH YCJIOBUS OMJIAThl TPY/a, BbIAABATH 3apIiaTy He pexke ueM JiBa pasa B Mecsll: 15-ro
Yycsa KaKI0ro Mecsua M 1-ro udcesna Kakaoro Mecsua, Clieyloulero 3a pacieTHbIM. B cnyvasx
KOTJia yKa3aHHbIe YMCIIa MPUXOASATCS Ha BBIXOJHbIE MM MPa3AHUYHbIE JHH, THIMH BbITUIATHI
3apIuIaThl CJAEAYeT CUUTATh paboure AHU, HeOCPEACTBEHHO MPEALLIECTBYOLME BbIXOJHBIM
(Ipa3gHUYHBIM) AHAM;

— CNOcOoOCTBOBATH MOBBILICHUIO KBAJTU(UKALIMK pabOTHHKOB U COBEPLUEHCTBOBAHHUIO UX
NpoQecCHOHaIbHBIX HaBbIKOB MyTEeM HAMpaBieHHs Ha KypChl U TPEHUHTH;

— obecnieunBaTh ObITOBbIE HYKbl PAOOTHHKOB, CBS3aHHbIE C KCTIOJIHEHHEM UMH TPYJOBBIX
0053aHHOCTEHH;

— OCYLLECTBJIATH 0053aTe/IbHOE COLMANbHOE CTpaxoBaHHe pabOTHUKOB B MOPSIIKE, YCTAHOBICHHOM



(benepasbHBIMH 3aKOHAMM;

— BBIMOJIHATE HHbIE 0053aHHOCTH, MPEAYCMOTPEHHBIE TPYIOBBIM 3aKOHOAATeILCTBOM PD.

3.3. OTBeTcTBEHHOCTH paboTomaTens.

Paboronarens 00si3aH B ciTyuasx, yCTAHOBJICHHbIX 3aKOHOAATENbCTBOM PD, BO3MECTUTL pabOTHUKY
He TOy4eHHBIH UM 3apaboTOK BO BCEX CIy4YasX HE3aKOHHOTO JIMLIEHHs €r0 BO3MOYKHOCTH
TPYIUTHCA.

Pa6oronarens, npuurHUBLIKI yieps HMYLUECTBY pabOTHHKA, BO3MELLAET 3TOT ywieps B MOJHOM
obbeme.

ITpu HapymeHun paGoToaaTeneM yCTaHOBIEHHOrO CPOKA BBITLIATHI 3apIUIaThl, OMUIATHI OTITYCKA,
BBITLIAT [PY YBOJBHEHUH U APYTHUX BBIIUIAT, IPUUUTAIOLIMXCS pabOTHHKY, paboTonarens 00s3aH
BBIMJIATHTh MX C YMJIATOW NPOLEHTOB (AEHEKHOH KOMMEHCALMK) B pa3Mepe He HU)Ke OJTHOM
TPEXCOTOM NEHCTBYIOLLEH B 3TO BpeMs CTaBkU peduHaHcupoBaHus banka Poccuu ot He
BBITUIAYEHHBIX B CPOK CYMM 3a KaXblH I€Hb 3aJeP)KKH HaYMHAs CO CIIAYIOLIEro QHA Mmocie
YCTaHOBJIEHHOTO CPOKa BBIIIATHI M0 JAeHb (JAaKTHYECKOro pacyeTa BKIHOUUTENBHO.

MopanbHblit Bpes, NPUUMHEHHbIH pabOTHUKY HEMPABOMEPHBIMH NEHCTBUAMMU MK Ge3eHCTBHEM
paboToznares, Bo3MelLaeTcs pabOTHUKY B IeHEXKHOM (hopMe B pasmepax, OrnpeesseMbiX
cornaueHruemM paboTHUKA U paboToaaTes st Uiu CyIOM.

4. Pe:xxum paGouero BpeMeHH H BpeMEHH OTAbIXA

4.1. B opraHu3aluy yCcTaHaBIMBAETCS MATHAHEBHAS paboyast HeJless NPOAOJIKUTENBLHOCTRIO 40
4acoB C JBYMs BbIXOJHBIMU JHSIMHU (CyOOO0Ta U BOCKpECEHbE).

Bpems nauana pabotsl — 8.00. Bpems okoHuaHus pabotel — 17.00.

o npukasy pyKoBOAUTE S OpraHU3al|K NPU HATHYUK POU3BOACTBEHHON HEOOXOAUMOCTH IO
JOKJIaIHOHM pyKOBOAMTENS OTAeNa (CiysKObI), COrIacoBaHHOM ¢ paGOTHUKOM, K OTAETbHBIM
pabOTHHKaM MOJKET MPUMEHSATHCS CYMMHPOBAHHBIN y4eT pabo4yero BpeMeHH, C TeM YTOObI
MPOJOJKUTENIBHOCTE pabouero BpeMeHH 3a yYeTHbIH Nepros (KBapTail) He MpeBbiiiasia
HOPMaJIbHOro uucsa pabounx yacos. Kareropuu paGoTHHKOB, K KOTOPBIM MOKET MPUMEHSTHCS
CYMMHMPOBaHHBIH yueT pabouero BpemMeHH, npuseaeHsl B [Ipunoxkennn 1 k ykazanHeim [IpaBuiam.
ITo npuka3y pyKOBOAMTEIS OpraHW3aliu MpH HAJHUYHK IPOU3BOACTBEHHON HEOOXOAMMOCTH 10
JOKJIaIHOH pyKoBoAMTENS OTAea (Ci1ysKObl), COracoBaHHOM ¢ pabOTHUKOM, OTAE/bHbIE
PabOTHUKH MOTYT 3MHU30AUYECKH MPHUBIIEKATHCS K BbIMOIHEHHIO CBOMX TPYIOBBIX (DYHKLMH 38
npejenaMHu yCTaHOBJIEHHOM AJ1s1 HUX MPOJO/KUTEIbHOCTH pabovero BpeMeHu (HEeHOPMHUPOBAHHBIM
pabounii neHb). [TepedeHb NOMmKHOCTEH PaGOTHHKOB, IJ1s KOTOPLIX MOYKET ObITh YCTAHOBJIEH
HEHOPMHMPOBAHHbIH pabounii neHb, npuBeaeH B [Ipunoxkennu 2 K ykazanHbim [IpaBuaam.

4.2. ObenenHblii nepepbiB — oaKH Hac (B nepuoa ¢ 13.00 no 14.00). B npyroe Bpems o6eneHHbIN
nepepbIB UCIOb30BaTh HE pa3peluaeTcs. Y ueT Havajla U OKOHUaHUs 00eIeHHOro nepepbiBa
OCYLIECTBJISETCA PYKOBOAUTENAMH CTPYKTYPHBIX MOAPA3ACTCHUH U BEACTCA C MOMOIIBI CHCTEMBI
aBTOMAaTHUYECKOTr0 KOHTPOJISl BpEMEHH.

ITepepeiB He BKITFOUaeTcs B pabouee BpeMs U He oraunBaeTcs. PaOOTHHK MOXKET HCTOB30BaTh €ro
110 CBOEMY YCMOTPEHHIO U Ha 3TO BPEMsl OTJYUYHTbCS C paboThl.

Ecnu no ycnousim paboTel npenocTasieHne 00eIeHHOro nepepbiBa paboTHUKY HEBO3MOXKHO, TO TIO
NpUKa3y pyKOBOJMUTEJIsl OpraHUW3aLluy OH obecreunBaeTcss MeCTOM IJIsl OTAbIXa U MpUeMa MULIK B
pabouee Bpems.

4.3. HakanyHe HepaOouMX Mpa3gHUYHbIX AHEH NPOJOKHUTEIbHOCTE paboyero aHs CoKparlaeTcs Ha
OJIMH Yac.

HepaGouumu npa3nHuuHbIMU aHsIMU B Poccubickoi deaepaiinu sBistoTCs:

1-6 1 8 sHBaps — HOBOrOJHUE KAaHWUKYJIbI;

7 stuBapst — PoxcaecTBo XpHUCTOBO;

23 ¢espans — [eHb 3awmTHuka OTeyecTBa;

8 MapTa — Mexx1lyHapoIHbIN )KEHCKHI NeHb;

1 mas — [Ipa3zaHuk BecHbl u Tpyna;

9 mas — Jlens [Tobempr,

12 urons — [lens Poccun,

4 Hos16ps — JleHb HAPOAHOTO EIMHCTBA.

ITpu coBnaneH1H BbIXOAHOTO U NMPa3AHUYHOrO AHEH BbIXOJHOH J€Hb NMEPeHOCUTCS Ha ClIeLyIOLHH
nocJie Npa3agHUYHOro padouuii AeHb.



4.4. Yuet pabouero BpeMeHH BEAETCs 3aMECTHTEIeM AupeKkTopa no obwum Bonpocam. Jlo Hayana
paboThI KaXKabIii paOOTHHK NOJKEH OTMETHTB CBO#M MPUXOA Ha paGoTy, a Mo OKOHYAHUH — YXOJI ¢
TIOMOLIBIO JKYpPHaJla KOHTpoJst pabouero BpeMeHH. OTCYTCTBHE TAKMX OTMETOK SIBJISIETCS HESIBKOM
Ha paboTy, KOTOpasi MPHU OTCYTCTBUH YBaXKHTEJIbHBIX MPUUMH HESBKH HE OMJIa4lBaETCS.
3amMecTUTeNb IMpeKTOpa Mo OOLMM BONPOCaM BEIET TAK)Ke KOHTPOJIbHBIN yUeT HATHYHA
(oTcyTeTBHS) pabOTHUKOB Ha pabounx MecTax B pabouee BpeMms.

4.5. Pa6ota BHe pabouero mecta (TMocelieHHe yIpeskIeHHH U TPEANPUATHIH, KOMaHIUPOBKH)
NPOU3BOJIMTCS 110 Pa3PELLEHHMIO HEMOCPEACTBEHHOrO PYKOBOAUTENS pabOTHHUKA, BpeMsl OTCYTCTBHS
OTMEYAETCA B JKypHaje yueTa KOMaHAMPOBOK. [1pu HapyIeHnu 3Toro nopsiaka Bpemst OTCYTCTBHUS
ABJIAETCS HEIBKOM Ha paboTy.

4.6. PaGoTHHMKaM MPEIOCTABISIOTCS €KErOHbIE OTIYCKA C COXPAHEHHEM MeCTa paboThl M CPEAHETO
3apaboTka.

EsxeroiHblii OCHOBHOM OrutauMBaemblif OTIYCK MPe10CTaBIsSeTCs pabOTHHKAM
NPOIOJKUTENIbHOCTBIO 28 KajleHAapHbIX AHEeH 1 56 kaneHaapHblX AHel (nemaroram). [1pu sTom
OTITYCK J0JIKEH OBbITh MCMONB30BAH He Mo3aHee 12 MecsueB nocie OKoHYaHus Toro pabouero roja,
3a KOTOpBIM OH npeaocTasisercs. Hepabouue npa3aHuuHbie JHHU, MPUXOASLIKMECS HA MEPUO
OTIYyCKa, B UMCJI0 KaJ€HAAPHBIX AHEH OTIycka He BKIItoUaroTesi. Takke B YMCIIO KaJleHIApHbIX IHEH
OTITyCKa HE BKJIKOYAETCS MEPUOJ BPEMEHHOH HETPYI0CNOCOOHOCTH COTPYIHUKA MPH HATHYHH
60JbHUYHOTO JIUCTKA.

PaboTHHKaM ¢ HEeHOPMHPOBAHHBIM PAGOUMM JAHEM MPENOCTABIIAETCS €KETOAHBIN TOMONHUTEBHBIMN
OIJIaYMBaEMbli OTNYCK, MPOAOIKHTEIbHOCTD KOTOPOrO COCTABIISET TPH KaJeHAAPHBIX AHSL.

4.7. IlpaBo Ha UCONB30BAHKE OTIYCKA 3@ MepBbIi roa paboThl BO3HUKAET y paGOTHHUKA 110
MCTEYEHHUH LIECTH MECSILIEB €r0 HeMpepbIBHOHM paboTel B opranu3aunu. OTycK 3a BTOpPOH H
nocjeayroLue rofasl paboThl MOXKET MPENOCTaBIsATLCS B 1H000€e BpeMs paboyero roaa B
COOTBETCTBUH C OUEPETHOCTBIO MPEAOCTABICHHSI €KErOAHBIX OIIAYMBAEMbBIX OTIYCKOB (rpaduKoM
OTITyCKOB).

OyepenHOCTb NPEOCTABIEHHS OTITYCKOB (rpad)MK OTMYCKOB) yCTaHaBIMBaeTcs paboTomaresaem ¢
Y4YETOM MPOU3BOJACTBEHHONH HEOOXOAMMOCTH U NOKeNaH!Hi pabOTHUKOB.

He no3nnHee 1 nexabps kaxaoro roga paboTHUK A0JKEH COOOLIKUTD O CBOMX MOYKEIaHHUSX B
OTHOLUEHHMHM OTIYCKA Ha CIEAYIOLIHH KaJleHAapHbIH rOJl CBOEMY HEMOCPEeACTBEHHOMY
PYKOBOJMTEIIO WIIH HAIPSIMYIO B OTAEJ KaJpOB, OMPEACIUB MECSILL U MPOAOIKHTEIbHOCTD KaXKIOM
YacTH OTIyCKa, [Vl COCTaB/IeHUs rpauka OTITYCKOB.

4.8. Ilo cornalueHnto Mexay paboTHHKOM U paboTOAaTeeM €KEroAHbIH OrniayuBaeMbli OTITYCK
MOXKeT ObITb pa3zieneH Ha 4acTH. [1pu 3Tom X0Ts Obl 01HA U3 YacTel HTOro OTMYCKa JOKHA ObITh
He MeHee 14 kajleHaapHbIX JHEeH.

OT3bIB pabOTHHKA U3 OTMYyCKa AOMYCKAETCs TOJAbKO C €r0 COrJIacHs M M0 NpHKa3y pyKOBOACTBA
opranuzauuu. Hercnone3oBaHHas B CBSI3U C 9TUM HYacCTb OTIYCKa J0/KHA ObITh MPEAOCTaBIEHA 110
BbIOOPY paboTHHKA B YA00HOE U151 HEro BpeMsl B TeUeHHe TeKyluero pabodyero roaa uiu
NPUCOEIMHEHA K OTIYCKY 3a CleAy oLnit pabounii rof.

ITpy yBONBHEHUH PabOTHHKY BBIMTAUHBACTCS ACHEKHAS KOMIIEHCALMs 3@ HEMCIIOIb30BAHHbIH
OTILYCK, MJIM 110 €r0 MUCbMEHHOMY 3asIBJCHHIO HEUCTONIBb30BAHHBINH OTMYCK MOXKET ObITh
NPENOCTABIIEH C MOCAEIYIOLMM YBOJIbHEHUEM.

4.9. Ilo cemeliHbIM 0OCTOATENBCTBAM U APYTHM YBAKHUTENbHBIM NIPHIMHAM PabOTHHUKY I10 €ro
MHCbMEHHOMY 3as1BIIEHHIO MOXKET ObITh MPEIOCTaBIeH OTIYCK 0€3 COXpaHeHHs 3apIUIaThl,
NPOAOIDKUTENIEHOCTE KOTOPOrO OMpPEeNesieTCsl MO COMIAICHHIO MeXKIY PabOTHHKOM U
paboronarenem.

4.10. PaboTHukH, ycrelHo o0yyaroliuecs B By3ax, MMEIOLLMX rOCY1apCTBEHHYIO aKKPEIUTALIHIO,
10 3204HOM UK BeyepHel Gopmam 00ydeHHs, UMEIOT MPaBO Ha JOMOJIHUTENbHBIE OTITyCKa C
COXpaHeHHeM cpeaHero 3apaboTka B COOTBETCTBUH ¢ TpynoBbiM Konekcom POD.

5. Ucnonb3oBanue TejiepoHOB B OPraHH3alHH

5.1. PaboTHHKaM /1715 UCIOB30BAHMSI B POU3BOACTBEHHBIX LEJISIX MOT'YT BbIAaBaThCsl MOOMITBHBIE
TeneOHBI.

5.2. Cuera 3a ycayru CBs3M Mo MOOM/IbHBIM Tene)OHaM MpU UCMOb30BAHHUH TeNe(hOHOB B
NPOU3BOACTBEHHBIX LieIsiX paOOTHMKOM OIUIauMBalOTCs paboToAaTesNeM.

5.3. B ciyuae yrepu MmobunbpHOro teneoHa paboTHHK cam obecrieurBaeT cebst CpeCTBOM CBSI3H.



5.4. B uensix cokpalueHus 3aTpar Ha TesnedoHHble neperoBopbl paboTHUK OBLIEeCTBa JOKEH:
— UCTIONb30BATh 3IEKTPOHHYIO MOUTY Kak OCHOBHOE CpeacTBO obuienus. TenedoH ucrnonssyercs B
CllyyasX 3KCTPEHHOM HEOOXOAMMOCTH;

6. Iloompenus 3a ycnexu B pabore

6.1. 3a BBICOKOMPO(HECCHOHATEHOE BBINOJHEHHE TPYIOBbIX 0OA3aHHOCTEH, MOBbIILIEHHE
TNIPOU3BOAMTE/ILHOCTH TPY/a, NPOAOIKHUTEIBHYIO M Oe3ynpeuHyto paboTy U Apyr{e yCrexu B TPy e
NPUMEHSIOTCS CJICAYIOLIME MEPbI MOOLPEHHsT pAOOTHHUKOB OPTraHU3aLIUH:

— BBINIATA [JI€HEKHOTO BO3HATPAKACHHS B BUJIE PEMHUIA;

— HarpaxJeHUe LIEHHBIM MOJapKOM.

7. OTBETCTBEHHOCTH 32 HAPYUWIEHHE TPYAOBOH AHCIHITHHBI

7.1. 3a HapyLueHHe TPYAOBO#H AMCLMIITMHBI AAMUHMCTPALIMA IPUMEHSIET ClIeYIOLILHE
JAMCLIUTTIMHAPHBIE B3bICKAHMUS:

— 3aMeyYaHue;

— BBITOBOD;

— YBOJIbHEHHE.

7.2. To HanoxkeHus B3bICKAHWs OT HAPYLIMTENS TPYAOBOH AUCLIUTUTHHbI AOMKHbI OBITh
3aTpeboBaHbl MMCbMeHHbIE 00bsACHeHHs. B ciiyuae oTkasa paGoTHMKa 1aTh YKa3aHHOE 0OBICHEHHE
COCTABJIAETCA COOTBETCTBYIOLLMI akT. OTKa3 paboTHHKA 1aTh 00BICHEHHS HE MOYKET CIyKHTh
NPENATCTBUEM AJ1 IPUMEHEHHS B3bICKAHUS.

7.3. 3a kaxJ0€ HapylueHHe TPYAOBOMH AUCLMITIMHBI MOJKET GBITh HAIOKEHO TONBKO OIHO
AMCLMIUTHHAPHOE B3bICKaHUe. [1py HaO)KEHHH TUCLMIUTMHAPHOTO B3BICKAHHS JOJKHBI
YYHTBIBATBCA TAXKECTh COBEPLICHHOIO NPOCTYMKa, 00CTOATENbCTBA, PU KOTOPBIX OH COBEPILEH,
npeauiecTBytowas pabora u nosegeH1e pabOTHHKA.

7.4. Ilprka3s o npUMeHEeHHH AHCLMILIMHAPHOTO B3bICKAHMS C YKa3aHHEM MOTHBOB €ro NIpUMEHEHHUs
06baBaseTcs (coobuiaercs) paGOTHHKY, MOABEPrHYTOMY B3bICKAHHIO, 10/] pacrucky B
TPEXIHEBHbIH CPOK (He CYMTas BpPEMEHU OTCYTCTBHS PabOTHHKA). JIMCLMIITMHAPHOE B3bICKAHHE
NIPUMEHAETCS He MO3/1Hee OHOTO MECALIA CO [Hs 00OHaPYKEHHs MPOCTYIKa (32 UCKITIOUeHHEM
Cilyy4aeB, NpeyCMOTPEHHBIX TPYAOBbIM 3aKOHOATEILCTBOM ), HE CUMTAs BPEMEHH GOIe3HH
paGoTHuKa, NpeGbiBaHUS €ro B OTIYCKE, a TAK)KE BPEMEHH, HEOOXOIUMOTO Ha yUeT MHEHHS.
NPEACTaBUTENILHOrO OpraHa paboOTHHKOB.

7.5. Ec/u B TeyeHue rojia co Hs NPUMEHEeHHs AMCLMILTMHAPHOTO B3bICKaHMs PaGOTHHK He Oyner
NOJBEPTrHYT HOBOMY JMCLIMIJIMHAPHOMY B3bICKAHHIO, TO OH CUMTAETCSl HE MMEIOLLIUM
JUCLMIUTHHAPHOTO B3bICKAHMS.

JucuunnuHapHoe B3bICKaHHE 10 HCTEUEHHS FO/a CO AHS ero MPUMEHEHHs MOXKET GBITh CHATO
aJIMMHHMCTpALIMEH 10 CBOEH MHULIMATHBE, MO XOJATalCTBY HEMOCPEACTBEHHOTO PYKOBOJUTEIS HIIH
TPYAOBOIO KOJIIEKTHBA, €C/IH MOABEPrHY ThIH AUCUMMIMHAPHOMY B3bICKAHHMIO HE COBEPILMI HOBOTO
NPOCTYyMNKa W NposiBuII cebs Kak 100POCOBECTHBIH paGOTHHK.

8. Unble BONpOChI pery/inpoBaHusi TPYAOBbIX OTHOLIEHHI

8.1. PaGoTHMK MMeEET NpaBo HKaNoBATLCs HA JOMYLUEHHBIE, 10 €r0 MHEHHIO, HapyIUEHHs TPYA0BOro
3aKOHOAATENbCTBA M HAacTOALKX [IpaBuil HENOCPeACTBEHHOMY PYKOBOIMTEIO U PyKOBOACTBY
opraHu3auuu. PaboTHHK BripaBe MPeCTaBsATh MMCbMEHHBIE NPEUTOKEHHUS MO YTYUIIEHHIO
OpraHM3alllu Tpyaa W Mo APYriM BOMpPOCaM, PerynpyemMbiM HacToswrMu [IpaBunamu.

8.2. PaGoTHHKHM OpraHM3aLMK T0/DKHBI MIPH BBIMOIHEHUH CBOUX TPYAOBbIX 00S3aHHOCTEH HOCHTE
O(hHCHYIO OexkK Y.

8.3. B uessx ynyulueHus ucronb3oBanus paboyero BpeMeHH U yrops104eH s BHYTPEHHHX
TIPOU3BOACTBEHHBIX KOHTAKTOB IOKYMEHTbI Ha MOAMHCH PYKOBOIMTEIIO OPraHM3aluy CAAOTCS
CEKpeTapio, KOTOPBIH MepefaeT WX PyKOBOAMTEIO ABAX/IbI B A€Hb (Kak npaBuio, B 10.00 u 16.00) n
BO3BpALIAET UCTIONHUTENAM (Kak npasuio, B 11.00 u 17.00).

8.4. Tlepen Tem kak NOKMHYTb paGo4ee MECTO B KOHLE paBoyero aHs, pabOTHHK AOJKEH 3aKpbITh
OKHa W J1BEPH CBOEr0 KaOMHETA W BbIKJIIOUYMTH CBET.



8.5. 3anpewiaetcs:

— YHOCHTb C MeCTa pabOoTbl UMYLLECTBO, MPEAMETHI HITH MaTepHaJlbl, PUHALIEKAILUE
OpraHuzauuu, 0e3 MosyyeHHs Ha TO COOTBETCTBYIOLIErO pa3peLIeHHs;

— KYPUTb B MECTAX, I'l€ B COOTBETCTBHH C TPEOOBaHUIMH TEXHHUKH GE30MacHOCTH U
NPOU3BOJACTBEHHON CAHUTAPUU YCTAHOBIICH TAKOM 3arperT;

— FOTOBUTH MHUILY B npeaenax [ MMHasuu;

— BECTH JUTHTEJIbHbIE JIHYHbIE Tee(OHHbIE pa3roBOpbl (CBbILIE 15 MUHYT 32 paboumii 1eHb);

— MCIIOJIb30BATh MIHTEpHET B IMUHBIX LIENSX;

— MPUHOCHUTS € COOOH UK ynoTpebaTh alKOroAbHbIe HATIMTKH, MPUXOAUTh B OPraHU3aLMIO WK
HaXO/UThCs B HEH B COCTOSIHUM aJIKOTOJILHOIO, HAPKOTHYECKOTO MJIH TOKCUUYECKOIO ONbSHEHHS.
8.6. PaGOTHHKH, HE3aBUCHMO OT JOKHOCTHOTO MOJOKEHHS, 005A3aHbl TPOSBIATH BEXKITHBOCTS,
YBaKEHUE, TEPIIMMOCTb KaK B OTHOLLEHUSX MEXIy COOOMH, TaK U MPU OTHOLUEHUAX C THMHA3UCTAMHU
U UX POIMUTENAMH (3aKOHHBIMU MPEACTABUTENISIMH).

8.9. C IlpaBunamMu BHYTPEHHErO TPYIOBOrO pacropsaKka A0JKHbI ObITh 03HAKOMJICHbBI BCE
paboTHuky ['MMHa3MK , BKIIIOUAS BHOBb NMPUHAMaeMbIX Ha paGoTy. Bee pabotHuku ['MMHasuH ,
HE3aBUCHMO OT JOJKHOCTHOIO MOJIOKEHHMS, 0053aHbl B CBOEH MOBCEAHEBHOM paboTe coOI0aaTh
Hactosiuiue [IpaBuna.
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