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ITPABUJIA
BHYTpEHHEro TPYJ0BOro pacnopsiika AJast paboTHUKOB

Hacrosmue papuna onpenendroT BHYTpeHHUH TpyaoBoil pacnopsaok B MKOY «Huxne-
Cemobckas OOIlly», nanee 1o tekcry Opramusanus, OOpSJIOK UpHeMa W YBOJBHEHHA
pabOTHUKOB, OCHOBHEIE OOS3aHHOCTH paOOTHHKOB M aIMHHHCTpalldd, pexmMm pabouero
BpEMEHH H €ro WCIONB3OBaHMEe, a TakKe Mephl IOOMmpeHHs 3a yclexu B pabore u
OTBETCTBEHHOCTD 33 HAPYUICHHUE TPYAOBOH NUCIUIINTUHEL

1. [Tpuem Ha paboty

1.1. Tlpuem Ha paboTy TPOH3BOIMTCS HA OCHOBAHUH 3aKIIFOUEHHOTO TPYIOBOTO OTOBOPA
(konTpakra) o paboTe B OpraHu3alHY.

1.2. Ipr mpueMe Ha paboTy agMUHHCTpanus 00g3aHa MOTpPeOOBATH OT MOCTYMAIOINETO
IPeI0CTABICHUS:

- MACTIOPT MITH HHOK HOKYMEHT, YAOCTOBEPAIONMHA JINIHOCTD,; .

- TPYAOBOM KHMKKH, 32 MCKIIOUEHHEM CIIYHaeB, KOIJ[a TPY/AOBOH JOTOBOP 3aKIIOYaeTCs
BIIEPBEIC WIH pa0OTHHK MOCTYNAET Ha paboTy HA YCIOBUAX COBMECTHTENBCTRA,;

- CTPax0BOI'0 CBH/IETENLCTRA 0053aT€TBHOT0 ICHCHOHHOI'O CTPAXOBAHHSE

- IOKYMEHTOB BOHHCKOIQ YYeTa — JUI BOEHHOOOM3AHHBIX M JIHIL, TOJISHKANNX IPH3bIBY Ha
BOCHHYIO CIyk0Y;

- JoxymenTa o6 oOpazoBaHM{ W (MNHM) O KBATM(QHKAIMH HIM HAIHYAM CICHHATLHBIX
3HaHHAH — IPH [OCTYIIEHUH Ha paloTy, Tpedyromero cnelHanbHbIX 3HAHUH MM CIIENUaIbHOA
IIOATOTOBKH;

- CIIPaBKH 0 HATHYXH (OTCYTCTBHH) CYAHMOCTH M (MM} (aKra yroJOBHOTO NpecieoBaHUs
nub0o O NpeKpameHHH YTONOBHOTO IIPECNeNOBaHHS IO pPeabHIHMTHPYIOIIMM OCHOBAHHEAM,
BEIIAaHHYIO B HOpAAke H 10 GopMe, KOTOphIE YCTaHABIHURBAIOTCH (eENepalbHbIM OpraHoM
HCIIOJIHATEGHON BIIACTH, OCYIICCTBISIONIMM (YHKIHH 10 BLIpaboTKe ¥ peaTH3aIiuu
rOCYIAPCTBEHHON MOJHUTHKY M HOPMATHBHO-NPABOBOMY DPETYIIMPOBAHHIO B cepe BHYTPEHHHX
Iell, - IPH IIOCTYIICHUH Ha padoTy, CBA3aHHYIO ¢ JIEATEEHOCTEIO, K OCYIIECTRIEHHIO KOTOPOii
B COOTBETCTBHH ¢ HACTOAIMM KoJekcoM, HHEIM (elepalbHBIM 3aKOHOM HE JONYCKAIOTCS JIMIA,
HMEIOIHE HIIM MMEBIIME CYIUMOCTb, HNOJABEPIAIOIIUECs WM II0ABEPIaBIIMECA YIOJIOBHOMY
IIPECNENOBAHHIO;

- COPaBKH O TOM, fABJBSIETCS WM HE SBJIAECTCH JIALO [IOABEPTHYTHIM aJMHHUCTPATHBHOMY
HAKA3aHHIO 38 MHOTpeGJICHME HAPKOTHYECKMX CPE/ICTR MM ICHXOTPOIIHBLIX BelecTB Oe3
Ha3zHa4YeHHs Bpada JubO HOBBIX IIOTCHIHANLHO OIACHBIX IICMXOAKTHBHBIX BEMIECTB, KOTOpAs
BbIZ[aHA B TOpSAKE H 10 (opMe, KOTOpBIE YCTaHABIMBAIOTCA (enepalbHBIM OpraHOM
UCTIOJHUTEIFHONH BIACTH, OCYIIECTBILIIOMMM (YHKUHE 10 BBIpabOTKE W  peanH3aIuf
rOCy/IapCTREHHOH MONHTHKY M HOPMAaTHBHO-IPABOBOMY PETYIHPOBAHHIO B cdepe BHYTPEHHUX



JIe]1 — TIpU MOCTYMJICHUH Ha padoTy, CBSI3aHHYIO C JESATEIbHOCTBIO, K OCYIIECTBIEHUIO KOTOPOH
B COOTBETCTBUU C (efepalbHBIMU 3aKOHAMHU HE JONYCKAIOTCS JIMIA, MOJBEPTHYTHIE
aJIMUHUCTPAaTUBHOMY HAKa3aHHUIO 3a MOTPeOJIeHNEe HAPKOTHYECKUX CPEACTB WM IMCUXOTPOIMHBIX
BeIIeCTB 0e3 Ha3HA4YeHUs Bpaya JH00 HOBBIX MOTCHIMAIBHO OMACHBIX IICUXOAKTUBHBIX BELIECTB,
O OKOHYaHUS CpOKa, B TEUEHHE KOTOPOro JIMLO  CYMUTAETCd  MOJBEPrHYTHIM
aJIMUHUCTPATUBHOMY HAKa3aHHMIO.

ITpuem Ha paboTy 6€3 yKa3aHHBIX TOKyMEHTOB HE IPOU3BOAUTCS.

B nemsx Gonee mosHOW OLEHKH MPO(ECCHOHATBHBIX M JICIOBBIX KA4eCTB MPUHUMAEMOTO
Ha paboTy paOOTHHMKA AaJMHHHUCTPALUSl MOXET MPEeNJIOKHUTh €My MpEACTaBUTh KpPaTKYyIo
INUCbMEHHYIO XapaKTEepUCTUKY (pe3toMe) 0 BBINOIHIEMOM paHee padboTe.

IIpuem Ha paboOTy OCYLIECTBIAETCS, KaK IPaBUJIO, C MPOXOXKIAECHUEM HCHBITATEIbHOIO
CpOKa NMPOJODKUTENIBHOCTBIO OT 1 110 3 MecsiueB.

[Ipuem Ha pabory odopMmiseTcs NPUKA30M, KOTOPBIH OOBSABIAETCS pPAOOTHUKY O
PACIIUCKY.

@DaKkTUYECKUM JIOIYCKOM K paboTe cuuTaercs 3akiIl4eHHE TPYAOBOIO J0roBopa
HE3aBUCHMO OT TOT0, OBLI JIM ITpUeM Ha paboTy 0opMIIEH HaUIeKALIM 00pa3oM.

1.3. Ilpu mocrymiennn pabOTHHKAa Ha pabOTy WM TIEPEBOJIE €ro B YCTAaHOBJICHHOM
HOpsI/IKE HA IPYTyIo paboTy aMUHUCTpanus o0s3aHa:

- 03HAKOMUTb €ro C IMOPYYEHHOH pabOTOH, YCIOBHUSIMM W OIUIATOM TpyJa, pPa3bsiCHUTDH
pabOTHUKY €ro npaBa 1 003aHHOCTH;

- 03HaKOMUTb C MPaBUJIaMU BHYTPEHHETO TPYAOBOIO PACIIOPSIKA;

- MPOBECTH MHCTPYKTAX IO OXpaHE TPyJa U TEXHUKE O€30MaCHOCTH, MPOU3BOJCTBEHHON
CaHUTapuH, IPOTUBOIOXKAPHON OXpaHe M APYruM IpaBuiiaM O€30MacHOCTH U 00 00SI3aHHOCTH
[0 COXPAaHEHMIO CBEACHUHM, COCTABJSIOIIMX KOMMEpPYECKYI0 WM CIy)XeOHYyI0 TaiiHy, U
OTBETCTBEHHOCTH 3a €€ pas3rJallleHue WK Nepeaavy ApyruM JUIam.

1.4. IlpekpamieHue TpYyZOBOTO JOrOBOpa MOXET MMETh MECTO TOJIBKO [0 OCHOBAHUSIM,
IPEIYCMOTPEHHBIM TPYIOBBIM 3aKOHOAATEIHCTBOM.

PaboTHMK uMeeT TmpaBO pPACTOPTHYTh TPYAOBOM  JIOTOBOp, 3aKIIOYEHHBIH Ha
HEOIpeIeNICHHBIN CPOK, IPEAYIPEIUB 00 STOM aIMUHUCTPALIMIO 32 JABE HEICIH.

[To ucredeHMn yKa3aHHOIO CpPOKa MPEAYHpeXIeHUs 00 yBOJBbHEHUM PAOOTHUK BIpaBe
IpeKpaTUTh padoTy, a AAMUHUCTPAIHS 00s53aHa BBIIATH MY TPYAOBYIO KHIDKKY M TIPOU3BECTH C
HUM pacueT. [Io 1oroBopeHHOCTH MeXAy pabOTHUKOM M aIMUHMCTpaLUeil TpyJOBOH AOroBOp
MOET OBITh PACTOPTHYT B CPOK, O KOTOPOM MPOCHUT PaOOTHHK.

CpouHbIl TpyIOBOM JOTOBOP TMOJICKHUT PACTOPKEHHUIO JOCPOYHO IO TpeOOBAHUIO
paboTHUKA B ciiyyae ero 00Je3HU WM WHBATUIAHOCTH, MPEMSTCTBYIONINX BBIMOJIHEHUIO PaOOTHI
[0 JIOTOBOPY, HapylIEHHUs aJMHHHUCTPALME 3aKOHOJIATENbCTBA O TPYJE, KOJJIEKTUBHOIO HIIU
TPYZOBOTO JIOTOBOpAa M IO JPYTUM YBXHUTEIHHBIM TNPHUYMHAM, TPEAYCMOTPEHHBIM
JEMCTBYIOIUM TPYIOBBIM 3aKOHOIaTEIECTBOM.

[IpexpaieHue Tpy10BOro 10roBopa opopmisercs NpuKazoMm.

B nenp yBoIbHEHHS aAMMHUCTpAIMs 00s13aHa BbIIaTh PAOOTHHUKY €ro TPYIOBYIO KHUXKKY C
BHECEHHOM B HEe 3alUChI0 00 YBOJbHEHUH U MPOU3BECTH C HUM OKOHYATENIbHBIN pacyer.

2. OcHOBHBIC 00513aHHOCTH PAOOTHUKOB

2.1. PaGoTHUKM OpraHu3aIiy JOKHBI:

- 7100pOCOBECTHO BBIMOJMHATH CBOM TPYAOBBIE OOS3aHHOCTH, COONIONATH TPYIOBYIO
JUCLUIUIMHY, CBOEBPEMEHHO M TOYHO HCHOJHATH pAcIOpsIKEHHUs aJAMUHUCTpAlMM U
HETOCPEACTBEHHOTO PYKOBOIUTEIS;

- KAYECTBEHHO U B CPOK BBINOJIHATH POU3BOJCTBEHHBIE 33/1aHUS U NOPYYEHHUs, paboTaTh
Ha/l IOBBIIIEHHUEM CBOETO MPO(PECCHOHATLHOTO YPOBHS;

- TIOJIEP)KUBATh YUCTOTY W TOPSAOK Ha CBOEM pabodeM MecTe, B CIYXKeOHBIX U APYTHX
MOMEIIEHUAX, COONI0/IaTh YCTAHOBJIEHHBIH MOPSIOK XpaHEHUs JOKYMEHTOB M MaTepHalIbHBIX
IICHHOCTEH;

- 3¢ (}eKTUBHO HUCIOJIb30BATH MEPCOHANbHbIE KOMIBIOTEPBI, OPITEXHUKY U JApPYyroe
000pyI0BaHNE, SKOHOMHO U PAIlHOHAIEHO PACX0JI0BATh MaTEPUAIIHI;
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- coOJI0JaTh HOPMBI, MpaBHUJIa M HHCTPYKLUUHU IO OXpaHE TpyJa, MPOU3BOJCTBEHHYIO
CaHMTApPHUIO, PABUIIA IPOTUBONOKAPHOU OE€30IIaCHOCTH;

- HE MCII0JIb30BaTh JJIS BBICTYIJICHUH U NMyONIMKalMi B CpeACTBaX MaccoBOM MH(pOpMaluu
CBEJICHUI, TOJIYYEHHBIX B CHJY CIYKEOHOTO TOJOXEHHS, ONPEACICHHBIX CIEIHaTbHBIMU
JOKYMEHTaMH OpraHu3aliy, TAKUX Kak KoMMepueckas (cinyxeOHas) TaifHa.

2.2. Kpyr o0s3aHHOCTEH, KOTOpBIC BBINOJHIET KaXIbl paOOTHUK TO CBOEH
CHELMANbHOCTH, KBATU(PUKALMK, JOJDKHOCTH, ONpeAensercs TPYIAOBBIM JIOTOBOPOM U
JIOJKHOCTHOM MHCTPYKLIMEH.

3. OcHOBHBIE 00SI3aHHOCTH AJIMUHUCTPAINHN

3.1. AamunucTpanus obs3aHa:

- cOOITI0IaTh 3aKOHOIATEIBCTBO O TPY/C;

- MPaBUJILHO OPraHU30BaTh TPy paOOTHUKOB Ha 3aKPEIUICHHBIX 32 HUMH pabOyuX MecTax,
obOecrieurB HEOOXOJWMBIMH TMPUHAAJICKHOCTIMH W OPITEXHUKOH, co37aBas 370pPOBBIE H
Oe30macHble YCIOBUS TpyAa, COOTBETCTBYIOIIME IMpaBHJIaM II0 OXpaHe Tpynaa (TeXHUKe
0€30MMacHOCTH, CAHUTAPHBIM HOPMaM, IPOTHUBOTIOKAPHBIM ITPABUIIAM);

- o0ecrieunBaTh CTPOro€ COOJIOJIEHUE TPYAOBOW AUCUUIUIMHBI, MPUMEHSITh MEpPbI
BO3JICHCTBUS K HAPYIIUTEISIM TPYIOBON JUCIUILTAHEL,

- co0yoaTh OrOBOPEHHBIE B TPYAOBOM JOTOBOpE YCJIOBHS OIUIAThl TPYZa, BBIIABATh
3apaboOTHYIO IUIATy B YCTAHOBJICHHBIC CPOKU;

- cmocoOCTBOBaTh pabOTHHKAM B  TIOBBIIEHWM HMH CBOEH  KBajluQUKaluy,
COBEPIIICHCTBOBAHUU MTPO(HECCUOHATTLHBIX HABBIKOB.

3.2. AIMUHUCTpalus, OCYIIECTBISiE CBOM OOS3aHHOCTH, CTPEMHUTCS K CO3JaHUIO
BBICOKOTIPO(DECCHOHAIBLHOTO  pabOTOCIIOCOOHOTO  KOJUIEKTHBA, PAa3BUTHIO KOPIOPATHUBHBIX
OTHONIICHUN cpend paOOTHHKOB, WX 3aMHTEPECOBAHHOCTH B Pa3BUTHH U  YKPEIJICHUH
JESTEIIBHOCTH OpPraHu3allny.

4. PaGouee Bpems 4 BpeMsl OTIbIXa

4.1. B coOTBETCTBHHU C JCHCTBYIOIIUM 3aKOHOJATEIBCTBOM JUIsl paOOTHUKOB OpraHU3aluu
YCTaHABJIMBAETCS ISITUJIHEBHAs pabouas Helensl MPOJOJDKUTENbHOCThI0 40 YacoB C JByMs
BBIXOJHBIMU JHAMHU( CyOOO0Ta M BOCKPECEHBE).

Hauano exxenneBHoit pabotsl ¢ 9.00, Bpemsi 00e1IeHHOr0 TiepepbiBa ¢ o
U OKOHuYaHHe pabdouero qus B 17.00.

HakanyHe npa3qHUYHBIX JHEH MPOIOKUTENIBHOCTh pabOThI COKpaliaeTcs Ha 1 yac.

4.2. B COOTBETCTBMM C 3aKOHOJATEIbCTBOM O TpyAe paboTa HE MPOU3BOJAUTCS B
CJeyIOINeE MTPa3IHUYHBIE THA YCTaHOBJIEHHBIE Tpya0BbIM KoAeKcoM PO:

IIpy coBnaseHMM BBIXOJHOTO M IPAa3AHUYHOIO JHEW BBIXOJHOW JEHb INEPEHOCUTCS Ha
CJIEYIOIINHN MOCIIE MPa3AHUYHOTO PabOUnil JCHb.

4.3. OuepenHOCTh NPENOCTABICHUS OTIIYCKOB YCTAaHABIMBACTCS aIMUHHUCTpALUE ¢
Y4€TOM MPOU3BOICTBEHHON HEOOXOIMMOCTH U MOKETaHUNH paOOTHUKOB.

[TpomomKUTENTPHOCTh €KErOAHOTO OIJIAaYMBAEMOI0 OTIYCKa JUii BceX paOOTHUKOB
COTJIACHO JIEMCTBYIOIIEMY 3aKOHOIATEILCTBY YCTAHOBIICHA HE MEHEE 28 KaJICHIAPHbBIX JHEH.

5. [Noompenus 3a ycnexu B pabote

5.1. 3a BBICOKONPOQECCHOHATBHOE BBINOJIHEHUE TPYAOBBIX OOS3aHHOCTEH, MOBBILICHHE
IPOU3BOIUTENBFHOCTH TPYZa, MPOJODKUTENBbHYI0 U Oe3ympeuHyo paboTy U ApYyrue ycrexu B
TPYZ€ NPUMEHSIOTCS CIIETYIOIIE MEPhI MOOLIPEHUs] pAOOTHUKOB OpraHU3aI1H:

- 00BsiBIIEHKE 0JaroJapHOCTH;

- BblJjaua IPEMHUH;

- HarpaXxJICHUEe LIEHHBIM 101IapKOM.

[Tooupenus oOBABISAIOTCS MPUKA30M, JOBOASTCS J0 CBEICHUS KOJUIEKTHBA U 3aHOCATCS B
TPYAOBYIO KHWXKKY paOOTHHUKA.
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6. OTBETCTBEHHOCTb 3a HApYIIEHUE TPYAOBON AUCIUTUIAHBI

6.1. 3a HapymieHue TPYJOBOM IUCIMUIUIMHBI aIMUHUCTpALUS TPUMEHSET CIEeAYIONIue
JUCLUIIMHAPHBIE B3bICKAHUS:

- 3aMeYaHue;

- BBITOBOD;

- YBOJIbHEHHE.

VYBOJIbHEHHE MOXET OBITh NMPUMEHEHO 332 CHCTEMAaTHYECKOE HEHCIIOJHEHHE PaOOTHUKOM
0e3 yBaOKUTEIbHBIX NPUYUH OOS3aHHOCTEH, BO3JIOKEHHBIX HAa HEro TPYAOBBIM JOTOBOPOM U
IPaBUJIAMU BHYTPEHHETO TPYAOBOI'O PacoOpsi/iKa, €CiIi K paOOTHUKY paHee MPUMEHSIINCh MEpbl
JUCLUIIMHAPHOTO B3bICKAHUS.

6.2. JlucuumruiMHapHble B3BICKAHUS IPUMEHSIOTCS  PYKOBOACTBOM  OpraHU3alMH.
AJMUHHUCTpaLUsi MMEET IPAaBO BMECTO HAJIOXKEHMSI JUCLUUIUIMHAPHOTO B3bICKAHUS IEpeNaTh
BOIIPOC O HAPYLIECHUH TPYIOBON AUCHUILUIMHBI HA pACCMOTPEHHE TPYIOBOI'O KOJIJIEKTHBA.

6.3. Jlo HaJO)KEHUs B3bICKAHUS OT HAPYLIUTENS TPYAOBOW IUCUUIUIMHBI JOJKHBI OBITH
3aTpeboBaHbl 00bsAcHeHHs. OTka3 pabOTHMKA JaTh OOBSCHEHHS HE MOXKET CIY)XUTh
IPETSTCTBUEM JIJIsl IPUMEHEHUS B3bICKAHUSI.

6.4. 3a xax/10e¢ HapyLIeHHE TPYIOBOH AUCHUIUIMHBI MOXKET ObITh HAJI0KEHO TOJBKO OJIHO
JUCLUIUIMHAPHOE B3bICKaHue. llpu HanoXeHUM JUCHUIUIMHAPHOIO B3BICKAHUS JIOJIKHBI
YUUTBIBATHCSI TSXKECTh COBEPLICHHOT'O MPOCTYIIKA, 00CTOATENIBbCTBA, IPU KOTOPHIX OH COBEPIIEH,
IpeuecTBYIOas padoTa U OBeIeHuE padOTHHUKA.

6.5. Ilpuka3 o MpUMEHEHMM AMCLUUIUIMHAPHOTO B3bICKAHMS C YKa3aHUEM MOTHBOB €ro
IpUMEHEeHUs oO0BbsaBIsAeTcs (cooOmaercs) pabOTHHUKY, HOJABEPTHYTOMY B3BICKAHHUIO, IO
PACIIUCKY B TPEX/IHEBHBIN CPOK.

6.6. Ecnu B TedueHue rojja co JHS NPUMEHEHUs JUCIUITIMHAPHOTO B3bICKaHUSI paOOTHHUK HE
OyzaeT moJBeproyT HOBOMY JUCHUIUTMHAPHOMY B3BICKAHHIO, TO OH CUMTACTCS HE MOJBEPTIINMCS
JUCLUIUIMHAPHOMY B3BICKaHHUIO.

6.7. C npaBui1aMi BHYTPEHHET0 pacropsKa JOJDKHBI ObITh 03HAKOMIIEHBI BCE PaOOTHUKU
OpraHu3aii, KOTOpble O0Os3aHbl B CBOEW IOBCEAHEBHOW paboTe COOM0IaTh MOPSIOK,
YCTAQHOBJICHHBII MpaBWJIaMH TI0J] PAacHMCKy MpH INpuUeMe Ha pabdoTy, a Takke CO BCEMHU
U3MEHEHHUSMH, BHOCHMBIMH B 3TOT JOKYMEHT B mpoiecce paboTbl. [[ns sToro 3aBoauTcs
OTJeNIbHBIN JIUCT 03HAKOMJIEHUS (3KypHall), I/ie paOOTHUKHU OyIyT CTaBUTh CBOM MOATHCH.



