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YTBepxcneHo

BHYTPEHHET0 TPYI0BOTO pacnopsmxa
OO61ecTBa ¢ OrpaHUYEHHOM 0TBETCTBEHHOCTHIO «Men®@apm Axanemus»

Hacrosiiuue — IlpaBuia  ompenensitoT  BHYTPEHHHMH  TpyHOBOM
pacnopsiok B OO0 «Men®apm AkaneMusi», NOPSAAOK IpUeMa U yBOJbHEHHS
pPabOTHUKOB, OCHOBHBIE 00S3aHHOCTH PAOOTHUKOB U aJMUHHUCTPALMHU, PEXUM
pabouero BpeMEHM U €ro MCIONb30BaHMWE, a TaK)Ke Mepbl IMOOLIPEHUs U
B3bICKAHUS 32 HapyllIeHWe TPYyAOBOM AUCIUIIIUHBI.

1. Ilpuem Ha paOOTy U yBOJIbHEHUE

1.1. Tlpuem Ha paboTy B OpraHM3al{iO NPOU3BOAUTCS HA OCHOBAHUMU
3aKJIFOYEHHOT0 TPYI0BOTO JOTrOBOPA.

1.2. Tlpu 3akmoueHHH TpPYAOBOrO AoroBopa paboromarenb o0s3aH
noTpedoBaTh OT MOCTYIAIOIIETrO:

—  TPYIOBYIO KHIXXKY 3a MCKJIIOYEHHEM CIIy4yaeB, KOorja TpyI0BOH
JOTOBOP 3aKJIOYaeTCsl BIEpBble WM pabOTHUK MOCTyNmaeT Ha padoTy Ha
YCIIOBHSIX COBMECTHUTEBCTBA,;

—  TacHopT UM UHOW JOKYMEHT, YAOCTOBEPSIOLIUI JTUUYHOCTD;

—  JUIUIOM WIM HHOW JOKYMEHT O IOJy4YeHHOM OOpa30oBaHUU
(molHOM  MJIM HemoJHOM) #W  (WiM) JOKYMEHT, MOATBEPKIAOLIUMA
CMEeLMATIbHOCTD WM KBAIU(DUKAIHIO;

—  CTpaxoBO€ CBHJETEIbCTBO T'OCYJAapCTBEHHOIO I€HCUOHHOTO
CTpaxoBaHUs 3a MWCKJIIOYEHHWEM ClyyaeB, KOrja TpYyAOBOM JIOrOBOp
3aKJII04aeTcsl BIEPBLIE;

—  JIOKyMEHTbl BOMHCKOI'O ydeTa — i BOEHHOOOSI3aHHBIX W JIUII,
MOJUIe)KAIKUX PU3bIBY Ha BOEHHYIO CIIYKOY.

IIpu 3aKiIO4€HHUU TPYIOBOIO J0roBOpa BIEPBBIE TPYI0Bas KHHKKA U
CTPaxoBO€ CBMJETENbCTBO TIOCYJAapPCTBEHHOTO MEHCHOHHOTO CTpPaXxOBaHUs
odopmIstoTest paboToaaTeNneM.

B unensx Oonee MONHON OLEHKH NPOPECCHOHAIBHBIX M JIEJIOBBIX
KayecTB NpPUHUMaeMoro Ha paboty paboTHHka paboTomaTeslb MOXKET
NpPeUIOKUTh €My MpPeICTaBUTh KpaTKyl0 NHCbMEHHYIO XapaKTepUCTUKY



(pe3toMe) BBIMOJIHSIEMOM paHee padoThl, MPOBEPUTH YMEHHE MOJIb30BATHCS
OpPTTEXHUKOM, paboTaTh HA KOMIBIOTEPE U T. 1.

[Ipuem Ha paboOTy B OpPraHU3AIMIO OCYIIECTBISIETCS, KaK MPABUIIO, C
MPOXOXKJEHUEM HCHBITATEILHOTO CPOKA MPOAOIKUTEIBHOCThIO OT OJTHOTO /10
TpeX MecsleB. YCIOBHE 00 WCHBITAHUU JAOMKHO OBITh NPSIMO YKa3aHO B
TPYJIOBOM JIOT'OBOPE.

[Ipuem Ha paboTy odoOpMIISIETCS MPUKA30M, KOTOPBIA OOBSBISETCS
pPabOTHUKY MOJi POCHUCH B TPEXJIHEBHBIN CPOK CO JHSA (PAKTHUYECKOro Haydala
paboTHI.

1.3. IIpu noctymiennu pabOTHUKA HA pabOTy WUIIU MIEPEBO/IE €r0 B
YCTaHOBJICHHOM TOPSJIKE Ha APYTyro paboTy paboToarenb 00s3aH:

—  O3HAaKOMHUTbH €ro ¢ MOPYYEHHOH padoTO#, YCIOBUSAMH U OILIATON
TpyAa, pa3bsiCHUTh paOOTHUKY €T0 IIpaBa U 00s13aHHOCTH;

—  O3HAKOMUTH ¢ HacTosuuMu [IpaBuiiamu u ApyruMu JOKadIbHBIMU
HOPMATHUBHBIMH aKTaMHU;

—  MpOBECTH MHCTPYKTaX o TEXHUKE 0€301acHOCTH,
MPOU3BOJICTBEHHON CaHUTApUHU, TMPOTUBOIMOXKAPHON OXpaHE U APYrUM
MpaBWJiaM OXpaHbl TpyJa M 1O OOS3aHHOCTH COXPAHEHUSI CBEICHUH,
COCTaBJISIOIINX KOMMEPUYECKYIO TallHy OpraHu3allii, U OTBETCTBEHHOCTH 3a €€
pasrianieHue Uiy rnepeaavyy Apyrum JUIam.

1.4. TlpekpaiieHue TpyaoBOro JOTOBOPA MOKET UMETh MECTO TOJIBKO
110 OCHOBAHUSM, MPETYCMOTPEHHBIM TPYAOBBIM 3aKOHOIATEIbCTBOM.

PaboTHUK wWMeeT NpaBO  PaCTOPTHYTh  TPYAOBOM  JOTOBOP,
3aKJIIOUCHHBIM HA HEOMNpPEJEICHHBIN CPOK, MUCbMEHHO MPEayNpeauB 00 3TOM
paboromarens 3a gABe Heaenu. Ilo ucTedeHMM  yKa3aHHOTO  CpOKa
NpeaynpexIeHuss 00 YBOJbHEHUU PAOOTHHUK BIIpaBe MPEKpaTUTh paboTy, a
paboTonarenb 00si3aH BbLAATh €My TPYJIOBYIO KHUXKKY U MPOU3BECTU C HUM
pacuer. Ilo pJoroBOopeHHOCTH MEXAy paOOTHUKOM M aJMUHUCTpalUeH
TPYAOBOM JOTOBOP MOXKET OBITH PACTOPTHYT B CPOK, O KOTOPOM MPOCHUT
pabOTHUK.

CpouHbIii TpyJOBOMl JOTOBOpP MOKET OBITh PACTOPTHYT MO
WHUIIMATUBE PAO0OTHUKA, MO COIVIAIIEHUIO CTOPOH U HMHBIM OCHOBAHUSIM,
NPEeNYyCMOTPEHHBIM Tpya0BbIM KOAEKCOM PO.

[Ipekpaiienrie TpyaOBOro J0roBopa odopMisieTcs NPUKa3oM IO
OpraHU3aIUU.

JlHeM yBOJBHEHMSI CUMTAETCs TMOCJIEAHUM JeHb paboThl 3a
HCKJIIOYEHUEM CIIy4aeB, Korja paboTHHUK (pakTUuecku He paboTall, HO 32 HUM B
COOTBETCTBHM C TPYAOBBIM 3aKOHOJIATEILCTBOM COXPAHSJIOCh MECTO PaboOThI
(IOMAKHOCTB).

2. OcHOBHBIE TTpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh PAOOTHUKOB

2.1. PaGoTHUK MMEET MpaBo Ha:

— TMpeAoCTaBlieHHEe €My paboThl, OOYCIIOBJIEHHOW TPYyIOBBIM
JOTOBOPOM;



— pabodee MECTO, COOTBETCTBYIOIIIEE YCIOBUSIM, MPEAyCMOTPEHHBIM
roCcyJIapCTBEHHBIMU CTaHJapTaMU OpPTaHU3allKi U 0€30MaCHOCTU TPY/a;

— CBOEBPEMEHHYI0 M B TIOJIHOM O0O0ObeMe BBIIIATy 3apIuiaThl B
COOTBETCTBHH CO CBOEH KBanudUKalKei, CI0KHOCThIO TPYJa, KOJIUUYECTBOM U
KaueCTBOM BBITIOJTHEHHOM pabOThI;

—  OTABIX, oOecrieunBaeMbIi YCTaHOBJICHUEM HOPMaJIbHON
MPOJOIKUTEILHOCTA pabouero BPEMEHH, MPEJOCTaBICHUEM €XKEHEIACIbHBIX
BBIXOJ/IHBIX JIHEH, HepaOouunX Mpa3IHUYHBIX THEW, OTUIAYMBAEMbIX €3KETOIHBIX
OTIYCKOB;

— TMOJHYI0 JOCTOBEpHYIO HH(OpMaIuioo o0 YCIOBUSX TpyJa u
TpeOOBaHUSIX OXpaHBI TPYyAa HA pabdOYeM MECTE;

— mnpodeccuoHanbHyI0 MOATOTOBKY, MEPENOATOTOBKY U IMOBBIIIECHUE
cBOEl KBanu(dUKaluu B MOPSAKE, YCTAHOBIEHHOM 3aKOHOATEIhLCTBOM PD;

— ydacTMe€ B YNPABJICHHM OpraHU3alHEedl B MPEIYyCMOTPEHHBIX
3aKkoHoAaTeNnbCTBOM PD popmax;

— BEIECHUE  KOJUICKTHMBHBIX  [EPETOBOPOB M 3aKIIOYECHHE
KOJUIEKTUBHBIX JOTOBOPOB M COTJIAIIEHWW 4Y€pe3 CBOMX MPEACTABUTEIECH, a
Takk€ Ha UWHQOPMAIMI0O O BBHIMOJIHEHUU KOJUIEKTUBHOTO JIOTOBOPA,
COTJIAILICHU;

— 3alIUTy CBOUX TPYJOBBIX MpaB, CBOOOJ M 3aKOHHBIX HMHTEPECOB
BCEMU HE 3aMpeleHHBIMU 3aKOHOM CIIOCO0aMu;

— BO3MECILIECHUE BpENa, MPUYMHEHHOTO €MY B CBS3U C HCIOJHEHUEM
UM TPYAOBBIX 00SI3aHHOCTEM, U KOMIIEHCALIMIO MOPAJIBLHOTO BpeJa B MOPSAKE,
YCTaHOBJIEHHOM 3aKOHOJATENLCTBOM PD;

— o0s3aTenpHOe COLMAIIBHOE CTpaxOBaHUE B clay4asx,
MPENYCMOTPEHHBIX 3aKOHOAATENBCTBOM PO.

2.2. PaboTHuUKHM 00111€CTBA JOJIKHBI:

— J100pPOCOBECTHO  BBIMOJHSITH CBOM TPYJOBbIE OOSI3aHHOCTH,
CBOEBPEMEHHO U TOYHO BBIMOJIHIATH BCIO MOPYUYEHHYIO PabOTy, HE NOIMYCKaTh
HapylIeHU! CpoKa BBHIMOJHEHUS 3aJlaHUi, UCIOJIb30BaTh Bce pabodee Bpems
[0 HA3HAYECHUIO, BO3AEPKUBATHCS OT JACHUCTBUM, OTBJIECKAKOMHUX OT
BBITIOJTHEHUS TPSAMBIX TPYJOBBIX O0O0S3aHHOCTEH, COONIOAaTh TPYAOBYIO
nucuuIinay U [IpaBuiia BHyTpEHHETO TPYAOBOIO paclopsiaKa;

— yAydllaTh KadyecTBO pPabOThl, TMOCTOSHHO TMOBBIIMIATh CBOU
npo¢eCCUOHANIbHBIN 151 KYJIbTYPHBIN YPOBEHB, 3aHUMAThCS
caM000pa3oBaHUEM;

— MOJJEpPKUBATh YUCTOTY M MOPSJOK HA CBOEM paboyeM MecTe, B
CIY>K€OHBIX W JPYTHMX MOMENIEHUAX, COOMI0JIaTh YCTAaHOBJIEHHBIN MOPSIOK
XpaHEHUs JOKYMEHTOB W MaTepUalibHbIX IIEHHOCTEH, COOI0NaTh MOPSI0K
JNETONPOU3BOICTBA;

— 9(Q¢deKTUBHO  HCHOJIb30BaTh  MEPCOHAIBHBIE  KOMIIBIOTEPHI,
OpPITEXHUKY U APYroe 000pyA0BaHUE, SKOHOMHO U PallMOHAILHO PAaCcX0J0BaTh
MaTepuagbl W SHEPrUi0, WHBEHTAPh W JPYTHE MaTECpPUAIBHBIE PECYPCHI,
OEepeKHO OTHOCUTBHCS K UMYILECTBY pab0OTONATEIs;



— CcOoOJI0IaTh HOPMBI, MpaBWJIa U HHCTPYKIUU O OXpaHe Tpyha,
MIPOU3BOACTBEHHYIO CAHUTAPHIO, IPAaBHJIa TPOTUBOIIOKAPHON O€3011aCHOCTH;

— He pasramarh kak B Poccum, Tak M 3a pyOexoMm CBeaeHus,
MOJYYEHHbIE B  CHUJy  CIyXKEOHOTO TIOJIOXKEHHUSI U  COCTaBJISIIOLIUE
KOMMEpYECKYIO (ClIy)KEeOHYI0) TalHy, paclpoCTpaHEHHUE KOTOPOW MOXKET
HaHECTH Bpej padoToaaTento u (Win) IpyruM pabOTHHUKAM;

— BBINOJHATh HHBIE OO0S3aHHOCTH, MPEAYCMOTPEHHBIE TPYIOBBIM
3aKOHOATeNbCTBOM POD.

2.3. Kpyr o00si3aHHOCTEH, KOTOPBIE BBIMOJHSIET KaXAbli paOOTHUK IO
CBOEH CIENHAIBbHOCTH, KBaTU(DUKALINY, TOJKHOCTH, ONIPEACIISIETCS. TPYIOBbIM
JIOTOBOPOM U (WJIH) TOJZKHOCTHOM MHCTPYKITUEH.

2.4. PaboTHUK 00s3aH BO3MECTUTh PabOTONATENI0 MPUUUHEHHBIN eMy
npsiMOM  eicTBUTeNbHBI  yimiep0. Hemnonydenuble noxonbl (ymylieHHas
BBITO/Ia) B3bICKAHUIO C paboTHUKa He mnomuexar. PaboTHHkK Hecer
MaTepUaIbHYI0 OTBETCTBEHHOCTh KaK 3a NPsIMON JeWCTBUTEIBHBIN yIIepO,
HEIMOCPEJICTBEHHO NPUYMHEHHBIH UM paboTojarento, Tak M 3a YLepo,
BO3HUKIINK y paboToaaTenss B pe3yJbTaTe BO3MEUIEHUS UM yiiepOa HMHBIM
JULAM.

3. OcHOBHBIE TIpaBa, 00sI3aHHOCTH U OTBETCTBEHHOCTH paboToAaTes

3.1. PabGoTomaTens UMeEET MpaBo:

— 3aKJIo4yaTh, U3MEHATh M PacToOprarb TPYAOBBIE JOTOBOPHI C
paboOTHHUKAaMU B TIOPAIKE H Ha YCIOBUAX, KOTOPbIE YCTAaHOBJICHBI
3aKOHOJATEIbCTBOM PD;

— BECTH KOJUICKTUBHBIE MEPETrOBOPHI M 3aKII0YaTh KOJICKTHBHBIC
JOTOBOPBI;

— MOOUIPSATH PAOOTHUKOB 3a J0OPOCOBECTHBIN A PEKTUBHBIN TPY/I;

— TpeboBaTh OT pabOOTHUKOB HWCIOJHEHUS HUMH TPYIOBBIX
00s3aHHOCTEM M OEpEeKHOro OTHOLIEHUS K HMYILIECTBY padorodarens u
ApyTUX pabOTHUKOB, coOmoaeHuss [lpaBua BHYTPEHHErO TPYAOBOTO
pacnopsijika OpraHu3anuy;

— TIPUBJEKAaTh PaOOTHUKOB K IUCIUIIMHAPHOW M MaTepHATbHOU
OTBETCTBEHHOCTH B MOPSAIKE, YCTAHOBICHHOM 3aKOHOJATENbCTBOM PD;

— TPUHUMATh JOKAIbHBIC HOPMATUBHBIC aKThI;

— CcO03JaBaTh 00beIMHEHNUS paboTonaTeneit B TEIIX
MPEICTaBUTENIbCTBA U 3AIUTH CBOMX HHTEPECOB U BCTYNATh B HUX.

3.2. Paboroxnarens 00s13aH:

— CcOOMIOAaTh 3aKOHOAATEIBCTBO O TPY/IE, JIOKaJbHbIE HOPMATHUBHBIC
aKTBI, yCIOBHUS TPYIOBBIX JOTOBOPOB;

— IPEeAOCTaBIATH pabOTHHKAM padoTy, 0OYyCIOBIEHHYIO TPYAOBBIM
JOTOBOPOM;

— TPaBWIBHO OPTaHU30BBIBATH TPYA PAaOOTHHKOB Ha 3aKPETUICHHBIX
3a HUMHU pabouyux MecTax, 00ecrneyrB HEOOXOAUMBIMHU MPUHAICKHOCTIMHU H
OPI'TEXHHUKOM, coO3/1aBasi 3/0pOBbIe U  O€30IacHble YCIOBUSA TpYAa,



COOTBETCTBYIOIIME TMpaBUaM [0 OXpaHe Tpyda (TeXHUKE O€30MacHOCTH,
CaHUTAPHBIM HOpMaM, MPOTUBOIIOKAPHBIM IIPaBUIIAM);

— ofecneuuBaTh CTPOroe COOJIOJCHUE TPYJAOBON NUCIUIUIUHBI,
OCYILIECTBIISITh OPTaHU3AMOHHYI0 pa0OTy, HAMNpPABICHHYI0 HAa YCTpaHEHUE
noTeps pabouero BpEMEHU, NMPUMEHSITh MEpPbl BO3JACHCTBUS K HAPYUIUTEISIM
TPYAOBOM TUCIUTIIUHBI;

— co0JI0/1aTh OTOBOPEHHBIE B TPYIOBOM JioroBope, [lonoxenuu 06
omiare Tpyna u llonoxeHun o NPEMUPOBAHMM YCIOBHUS OIUIATHI TPYa,
BBIJIaBATh 3apILIaTy HE peke 4eM JBa paza B Mecsll: 15-ro ymcia Kaxjaoro
Mecsila M 1-ro 4uciia Kaxaoro Mecsua, CIEAYIOMEro 3a pacdyeTHbIM. B
ClydyasX KOTJla YKa3aHHbIE 4YHCJIa MPUXOAATCS Ha BBIXOJHBIE WIHU
Mpa3IHUYHbIC THU, THSIMU BBIIUIATHI 3apIUIaThl CIEIYyET CUUTAaTh paboyue JTHU,
HEMOCPEJCTBEHHO MPEIIIECTBYIONIUE BHIXOIHBIM (MIPa3AHUYHBIM) JTHSIM;

— CHocOOCTBOBAaTh TMOBBIIICHUIO KBAIH(UKAIUK PaOOTHUKOB W
COBEPIICHCTBOBAHUIO UX MPO(GECCUOHAIBHBIX HABBIKOB MYTEM HAMpPaBJICHUS
Ha KypChI U TPEHUHTH;

— o0ecrneuynBaTh OBITOBBIE HYXKJbl PAOOTHUKOB, CBSI3aHHBIE C
UCIIOJTHEHUEM UMU TPYIOBBIX 00sI3aHHOCTEI;

— OCYHIECTBIATH  00s3aTE€NIbHOE  COIMAJIbHOE  CTPaxOBaHUE
PaOOTHUKOB B MOPSIIKE, YCTAHOBJIECHHOM (heiepalibHbIMU 3aKOHAMU;

— BBINOJHATh HHBIE OO0S3aHHOCTH, MPETYCMOTPEHHBIE TPYAOBBIM
3aKOHOJATENbCTBOM PO.

3.3. OTBETCTBEHHOCTh pabOTOAATEIIS.

PaboTonarens 00s3aH B ciIyJasx, YCTaHOBJICHHBIX
3aKOHOJATENbCTBOM PD, BO3MECTUTh paOOTHUKY HE IMOJYYEHHBIH UM
3apab0OTOK BO BCEX CJydasX HE3aKOHHOTO JIMIIEHHUS €ro BO3MOXKHOCTH
TPYAUTHCHL.

PaGoronartens, MNpUYMHUBIIMK yliepd UMYIIECTBY paOOTHUKA,
BO3MENIAET ATOT YIIEepO B MOJTHOM OOBEME.

[Ipu nHapyuieHun padOTOJATEIEM YCTAHOBICHHOTO CpPOKA BBHITLIATHI
3apIuiaThl, OIJIAThl OTIYCKA, BBIIIAT MPU YBOJbHEHUUM WM JPYTUX BBIIIIAT,
MPUYUTAIOIIKNXCS pa0OTHUKY, paboToAaTelb 00s3aH BHIIUIATUTH UX C YIUIATOU
MPOIIEHTOB (JIEHEKHOW KOMIIEHCAIIMU) B pa3Mepe HEe HUXKE OJHOU TpeXxcoTou
NeHUCTBYIOIIEN B 3TO BpeMs cTaBku peduHaHcupoBanus banka Poccuu ot He
BBIIIJIAYEHHBIX B CPOK CYMM 3a KaXJblil JI€Hb 3aJ€pPKKU HauyuHas CO
CIEAYIOIIEro [HSA TMOCJe YCTAaHOBJIEHHOTO CpOKa BBIILJIATHI 1O JEHb
(haKTUYECKOTr0 pacueTa BKIIOUUTEIBHO.

MopanbHbiii Bpell, NPUYUHEHHBIM PAOOTHUKY HENPABOMEPHBIMU
neucTBUSIMU Wi Oe3zeiicTBueM paborodaTens, BO3MEIIAeTCs paOOTHUKY B
JIeHEe)XHON (opMe B pasMmepax, OmpeAcsieMbIX COTJallleHHeM pa0OTHHUKA U
paboToaaresis Uiy CyJI0M.

4. PexxuM pabouero BpEMEHH U BPEMEHU OTbIXa



4.1. B opranuzanuu ycTaHaBIMBAeTCs MATUIHEBHas pabodas HeAels
MPOJOJKATENBHOCThI0 40 yacoB ¢ ABYyMS BBIXOJHBIMH JHSIMH (cy0OoTa u
BOCKPECEHbBE).

Bpewms nauana pa6otsl — 9.00. Bpemst okonuanust pabotsi — 18.00.

[lo mpukazy pyKOBOJIWUTENsS  OpraHu3alMd [pU  HAJTUYUHU
MPOU3BOJICTBEHHON HEOOXOJMMOCTH MO AOKIaAHOW PYKOBOAMUTENS OT/AelNa
(cityk0bI), COTTTACOBAHHOM C PAOOTHUKOM, K OTJAEIbHBIM paOOTHUKAM MOKET
MPUMEHSITHCA CYMMHPOBAHHBIM y4yeT paboyero BpEeMEHH, C TE€M 4YTOObI
MPOJOIKUTEILHOCTh pabouero BPEeMEHU 3a Y4YEeTHBINM mepuon (KBapTai) He
MpeBbIIIaga HOPMAJIBHOTO yKciia pabouux yvacoB. Kareropuu paOOTHHKOB, K
KOTOPBIM MOKET MPUMEHSThCS CYMMHUPOBAHHBIM ydeT pabouero BpEMEHHU,
npuBenensl B [Ipunoxenun 1 k ykazanasim [IpaBunam.

[lo nmpukazy pyKOBOJIWUTENS  OpraHuW3allMd NpU  HAJTUYUHU
MPOU3BOJICTBEHHON HEOOXOJMMOCTH MO AOKIAAHOW PYKOBOAMUTENS OT/Aela
(city0bI), cOrjiacoBaHHON C paOOTHUKOM, OTAEIbHbIE PAaOOTHUKU MOTYT
AMU30/IMYECKU TMPUBIIEKATHCS K BBIMOJHEHHIO CBOMX TPYAOBBIX (PYHKIMH 3a
npejenamMu YCTAaHOBJICHHOM JJisi HUX MPOJOJBKUTEIIBHOCTH pabouero BpeMeHu
(HEeHOPMHPOBAHHBIM padoumii 1eHs). [lepedenb oKHOCTENH paOOTHUKOB, IS
KOTOPBIX MOXET OBbITh YCTAHOBJIEH HEHOPMHUPOBAHHBIM pabouuii JeHb,
npuBeieH B [Ipunoxennn 2 x ykazanHbM [IpaBuiiam.

4.2. OGenennblii mepepsiB — ouH 4ac (B nepuoAd ¢ 13.00 no 14.00). B
Ipyroe BpeMsi OOEIEHHBIN MepephIiB HCIOJIb30BATh HE pa3pelraeTcs. Yuer
Hayaja M OKOHYAaHUs  OOEJIEHHOTO  TEepephiBa  OCYIIECTBIISIETCS
PYKOBOJUTEISIMU CTPYKTYPHBIX MOJpa3JeIeHUd U BEIETCS C MOMOIIBIO
CHUCTEMbI aBTOMATUYECKOT'0 KOHTPOJISI BPEMEHHU.

[lepepsiB He BKIIIOHWAeTCs B pabouee BpemMsi M HE OIUIAYMBAETCS.
PaboTHUK MOXET UCIOJIb30BATh €r0 MO CBOEMY YCMOTPEHHIO U HA ATO BpeMs
OTIIYYUTHCS C pabOTHI.

Ecau mo ycnoBusiM paboThl MpeaocTaBiieHHEe OOEEHHOTO MepepbhiBa
pabOTHUKY HEBO3MOXHO, TO MO MPUKA3y PYKOBOJIUTENS OPraHU3alld OH
o0OecrieunBaeTCsl MECTOM JJIsl OTJIbIXA U MpHeMa MUIY B pabouee BpeMs.

4.3. HakanyHe HepaOOUYuX Mpa3IHUYHBIX JHEU MPOJOJKUTEIBHOCTD
paboyero JHS COKpallaeTcs Ha OAMH 4ac.

[Ipu coBmafeHUM BBIXOAHOTO U MPA3THUYHOTO JTHEW BBIXOJIHOW JIEHb
MEPEHOCUTCS Ha CJIEYIONIHI Moclie Mpa3AHUIHOTO paboUnii 1eHb.

4.4. Yyer pabouero BpeMeHH BeneTcsl cekperapeM. Jlo Havana paboTsl
KaXIbld pabOOTHHK JOJPKEH OTMETUTh CBOM MpuUxoJ Ha paboTy, a Mo
OKOHYaHUU — YXOJ C TOMOIIBI0 CHUCTEMBl aBTOMATHUYECKOTO KOHTPOJIS
BpeMeHU. OTCYTCTBHUE TaKUX OTMETOK SIBJISIETCS HEABKOW Ha paboTy, KOTOpas
MIPU OTCYTCTBUHU YBAXKUTEIIbHBIX TPUYUH HESIBKH HE OILIAYMBAETCHI.

CekpeTaph BEJET TakKe€ KOHTPOJIbHBIM y4deT Haiuuusi (OTCYTCTBHUSI)
pabOTHHUKOB Ha paboYMX MecTax B pabouee BpeMs.

4.5. Pabora BHe pabouero Mecta (TOCEIIEHUE YUYPEKIACHUU W
MpEeANPUSTUL, KOMAaHJAUPOBKHU) MPOU3BOJIUTCS o pa3perieHnIo
HETOCPEJCTBEHHOTO  PYKOBOAMWTENS  pabOOTHHMKA, BpeMsl  OTCYTCTBUS



OTMEYAETCs B JKypHaJe yueTa KOMaHIUpoBOK. [lpu HapylmieHuum ->TOro
MOPSAKa BpeMsl OTCYTCTBUS SIBJISIETCS HESIBKOU Ha paboTy.

4.6. Pa0oTHMKaM TPENOCTABISAIOTCS  €XKETOJHbIE OTIyCKa C
COXpaHEHHEM MecTa pabOThl U CPETHETO 3apaboTKa.

ExxeronHeli OCHOBHOM OIUIAYMBAEMBIA OTIYCK MPEIOCTABIAECTCS
pabOTHUKAM MPOAOIKUTEILHOCThIO 28 KalleHAapHbIX qHEl. [Ipu aTom oTmyck
JOJKEH OBITh MCIOJIb30BaH HE MMO3/1HEEe 12 MecsleB mociie OKOHYaHUS TOTO
pabouyero roja, 3a KOTOPBIM OH MpenocTaBisercs. Hepaboune npa3gHUYHbBIC
JIHU, TPUXOMSIIMECS Ha TMEePHUOJ OTIYCKAa, B YHCIO KaJCHIApPHBIX JHEH
OTIYCKa HE BKIIOYAIOTCS. Takke B YMCIO KaJeHJApPHBIX JHEW OTMyCKa He
BKJIIOYAETCSI TEPUOJI BPEMEHHOM HETPYAOCHOCOOHOCTH COTPYJHHUKA TMpHU
HaJTU4Yuu OOJIbBHUYHOTO JINCTKA.

PaboTHHKaM ¢ HEHOPMHPOBAHHBIM PabOUYUM JHEM MPEIOCTaBISACTCS
€KETrOJIHBI JOMOJHUTENbHBIA OTUIAYMBAEMbIA OTIYCK, MPOJIOKUTEIHHOCTh
KOTOPOTO COCTAaBIISICT TPU KaJCHAAPHBIX JHSI.

4.7. TlpaBo Ha HCMOJB30BAaHHE OTIYCKAa 3a MEPBBIA TOJ pabOTHI
BO3HUKAET Y pPa0OTHUKA MO HCTEUCHHM IIECTH MECAIIEB €ro HENMpepbIBHON
paboThl B opranuzanuu. OTIYCK 32 BTOPOM M MOCHEAYIONIUE TOAbl pabOThI
MOXET MPEOCTABIATHCS B JIIOOOE BpeMsi paboyero roja B COOTBETCTBHH C
OUEPETHOCTHIO MPEIAOCTABICHUS €XKETOJHBIX OIUIAYMBAEMBIX  OTITYCKOB
(rpadpkOM OTITYCKOB).

OuepeAHOCTh MPENOCTABICHUS OTHYCKOB (Tpaduk  OTIYCKOB)
yCTaHaBJIMBaeTCsa  padoTojarenaem C  y4eTom MPOU3BOJICTBEHHOMN
HEOOXOJIMMOCTH U MOKEJaHUM paOOTHUKOB.

He mo3nnee 1 mexaOps Kakaoro roja pabOTHHUK JOKEH COOOITUTH O
CBOUX MOXKEJIAaHUSIX B OTHOUIEHHWH OTIYCKA HA CIEAYIOUMNA KaJICHAAPHBINA TOJT
CBOEMY HEIMOCPEJCTBEHHOMY PYKOBOJUTENIO WM HANPSAMYIO B OTHEN KaJpOB,
ONpENeNIUB MECSI M MPOAOJIKUTEIBHOCTh KaXKJIOW YacTH OTIIyCKa, IS
cocTaBlieHus rpadrKa OTIyCKOB.

4.8. Ilo cornamennto Mexay pabOTHUKOM U paboTojaaresiem
€XKEroJIHbI OIUIaUMBAEMbIi OTHYCK MOXET ObITh pa3jielieH Ha yacTu. [lpu
ATOM XOTSl Obl OJJHA M3 YacTel ATOro OTIyCKa JOJKHA ObITh HE MeHee 14
KaJIE€HJAPHBIX JHEH.

OT3bIB paOOTHHKA U3 OTIYCKA JIOMYCKAETCS TOJIBKO C €r0 COTJIacus U
[0 MpHKa3y PYKOBOJCTBA opraHu3anuu. Heucnonb3oBaHHas B CBSI3U C ATUM
4acTh OTIIyCKa JOJKHA OBITh MpEeJoCTaBie€Ha IO BBIOOPY pabOTHUKA B
yaoOHOe JJisi HEro BpeMsi B TEYEHUE TeKyllero paboyero rojia WIH
MPUCOEIUHEHA K OTITYCKY 3a CIeAYyIoIui pabouuii ro.

[Ipu yBOIbHEHNH paOOTHUKY BBHITUIAYUBACTCS JICHE)KHAST KOMIIEHCAIUS
3a HEUCIOJb30BaHHBIM OTHYCK, WM MO €ro MNHUChbMEHHOMY 3asBICHUIO
HEUCTOJb30BAHHBIA OTIYCK MOXET OBITh NPEJOCTABIEH C MOCIEAYIOIUM
YBOJIbHEHHEM.

4.9. Ilo ceMelHBIM OOCTOATENBCTBAM M JAPYIHMM YBaXKUTEIbHBIM
MpuYuHaM pabOTHUKY IO €ro NUCbMEHHOMY 3asBICHUI0 MOXET ObITh
MpPEOCTaBIEH OTMYCK O€3 COXpaHEeHHs 3apIulaThl, MPOAOIAKUTEILHOCTD
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KOTOpPOTO  OMpeensieTcs 1O  COTJIAIIEHUI0 MEXAy paOOTHUKOM U
paboToaarenem.

4.10. PabGoTHuKH, YycmnemHo oOyd4aromuecss B By3aX, HMEIOIIUX
rOCyJIJapCTBEHHYIO0 aKKpEIWTAallMI0, [0 3a04YHOM WM BedepHell ¢dopmam
oOyuyeHHs, MMEIOT MPaBO Ha JOMOJHUTEIbHbIE OTIYCKA C COXpPaHEHHEM
cpeaHero 3apaboTka B COOTBETCTBUU C Tpya0BbIM KojiekcoMm PO.

5. Ucnonb3oBanue TeneoHOB B OpraHu3aluu

5.1. PabGoTHHUKaM Isi MCTIOJIB30BaHUS B TMPOU3BOJCTBEHHBIX IEIISIX
MOT'YT BbIJIaBaThC MOOUIIbHBIE TEIE(OHBI.

5.2. Cuera 3a yciyrd CBsI3M 1O MOOWIBHBIM TenedoHaM TMpuU
WCIIOJIb30BAaHUU TeIeOHOB B MPOU3BOACTBEHHBIX IEIAX PaOOTHUKOM
OTUTAYMBAIOTCS PabOTOMaTEIIEM.

5.3. B cayuae yrepu wmoOwibHOro TenedoHa pabOTHHUK caM
obecrieunBaeT cedsl CPeICTBOM CBS3H.

54. B mensx cokpamieHuss 3aTtpaT Ha TenedOHHBIE MEePEeroBOpPbI
paboTHuk OO1IECTBa TOJDKEH:

—  HUCHOJIb30BaTh SJEKTPOHHYIO TOYTY KaK OCHOBHOE CpPEACTBO
oOmenus. TenedoH ucnonb3yeTcs B ClIydyasix SKCTPEHHOU HEOOXOAUMOCTH;

—  3apaHee MPOAYMBIBaTh CBOWM pa3roBOp, MOATOTABIMUBATH TEMBbI
st oOcyxaeHus. JnuTenbHOCTh Tene(OHHOro pa3roBopa HE MOXKET
npesbimath 10 MUHYT;

—  HCHOoJIb30BaTh SMS-coo0meHus;

— TpU  HAXOXKJCHUU HA TEPPUTOPHHM  OpTAHHW3AIUU  JUIS
MEePEroBOPOB UCIOJIb30BaTh O(PUCHBIE TENEPOHBI.

6. [Toonpenus 3a ycrnexu B padoTe
6.1. 3a  BbICOKOMPO(ECCUOHANLHOE  BBINOJHEHUE  TPYIOBBIX
00s13aHHOCTEM, MOBBIIIIEHNE MTPOU3BOJUTEIBLHOCTU TPY/Ia, MPOJOJKUTEIBHYIO
u 0e3ynpeuyHyro paboTy U Jpyrue yCrexu B TpyJe MPUMEHSIOTCS CIAeayIolue
MephI OOIIPEHUS paOOTHUKOB OpraHU3aIUU:
—  BBbIIJIATa JEHEKHOT'0 BO3HATPAXKACHUS B BUJE IPEMUM;
—  HarpaxjieHue IEHHBIM MMOJIAPKOM.

7. OTBETCTBEHHOCTH 33 HAPYLIEHUE TPYAOBOU TACIUIUIMHBI

7.1. 3a HapymeHWe TpPYIOBOW JNHCUUIUIMHBI aJMUHHUCTPALIHS
MPUMEHSET CIENYIOIUE AUCIUIUIMHAPHBIE B3bICKAHMSL:

—  3aMeyYaHue;

—  BBITOBOD;

—  YBOJIbHEHHE.

7.2. Jlo HamoXeHus B3bICKAHUSA OT HApYLIUTENs TPYAOBOU
OUCLUIUIMHBL JIOJDKHBI OBITH 3aTpeOOBaHbl NMHCbMEHHBIE OOBACHEHHS. B
clyyae oOTKa3za paOOTHHKA JaThb YKa3aHHOE OOBSCHEHHE COCTaBJISETCA
COOTBETCTBYIOIIMI akT. OTka3 paOOTHUKA JaTh OOBSCHEHUS HE MOXKET
CILYKUTb IPEMSATCTBUEM ISl IPUMEHEHHSI B3bICKAHHUS.

8



7.3. 3a Kaxaoe HapyIlIeHHE TPYJOBON AUCHUIIUHBI MOXKET OBITh
HaJ0)XEHO TOJIbKO OJIHO JHUCIUIUIMHApHOE B3bickaHue. [lpu HamoxeHuu
JTUCHUTUIMHAPHOTO B3bICKAHUS JOJIKHBI YUYUTHIBATHCS TSIKECTh COBEPIICHHOTO
MPOCTYMKA, OOCTOATENbCTBA, MPU KOTOPBHIX OH COBEPIIEH, MPEAIIEeCTBYIOIAs
paboTa u moBejieHne pabOTHUKA.

7.4. Ilpuka3 0 TPUMEHEHUM AUCHUIUIMHAPHOTO B3BICKAHUSA C
yKa3aHHEM MOTHUBOB €T0 MPUMEHEHUsI OOBABISIETCS (COOOIIaeTcs1) pabOTHUKY,
MOJABEPIrHYTOMY B3bICKaHUIO, MOJI PACIIUCKY B TPEXJIHEBHBIN CPOK (HE cuuTas
BPEMEHHU OTCYTCTBUS paOOTHHKA). [MucIMIUIMHAPHOE B3BICKAHUE TPUMEHSIETCS
HE II03JHEEe OJHOro Mecsiua co JHS OOHapyKeHHs MHpocTynka (3a
HCKJIIOYEHUEM CIIy4aeB, MPEyCMOTPEHHBIX TPYJIOBBIM 3aKOHOIATEIBCTBOM),
HE cuMTasi BpeMeHU 00Jie3HH pabOTHUKA, MPEObIBAHUS €r0 B OTIYCKE, & TAKKE
BpPEMEHH, HEOOXOJMMOr0 Ha Yy4eT MHEHHUS TMPEICTaBUTEILHOIO OpraHa
PaOOTHHUKOB.

7.5. Ecnu B TedeHME roja CO AHS NPUMEHEHUS AUCLUILUIMHAPHOTO
B3bICKaHUSI PA0OTHUK HE OYJIeT MOJBEPTHYT HOBOMY JUCHUILUIMHAPHOMY
B3BICKAHUIO, TO OH CUUTAETCS HE UMEIOIIUM JUCHUILUIMHAPHOTO B3bICKAHUS.

JlucuuIiivHapHOe B3BICKAHME O HWCTEUEHHs Troja CO JHS €ro
MIPUMEHEHUSI MOXKET OBITh CHATO aJIMUHUCTpAIMEN MO0 CBOEU MHUIIMATUBE, MO
X0JIaTalCTBY HEMOCPEICTBEHHOT'O PYKOBOJAUTENS WIIM TPYAOBOTO KOJUJIEKTUBA,
€CIM TOABEPrHYTHIA NUCIUIUIMHAPHOMY B3BICKAHHIO HE COBEPIIHII HOBOTO
MPOCTYTKA U MPOSIBUII ce0s KaK I00POCOBECTHBIN paOOTHUK.

8. NHble BOMPOCHI peTyIUpPOBaHUs TPYAOBBIX OTHOIICHUI

8.1. PaboTHUK HMeeT MpaBO KaJloBaThbCS Ha JOMYILIEHHBIE, MO €ro
MHEHHIO, HApyLIEHUsI TPYJIOBOr0 3aKOHOJATENbCTBA U HacTosmux I[lpaBuin
HEMOCPEJICTBEHHOMY PYKOBOJUTEINIO U PYKOBOJACTBY OpraHu3anuu. PaboTHUK
BIIPABE TMPEJCTABJISITh MHUCHBMEHHBIE TPEMJIOKEHUS] IO  YIYUIICHHUIO
OpraHu3ald TPyJa U MO APYTUM BOIpOCaM, PETYJIHPYEMbIM HACTOSIIUMHU
[IpaBunamu.

8.2. PaboTHHMKM oOpraHu3anuu JAOJKHBI TPU BBITOJHEHUH CBOMX
TPYAOBBIX 00si3aHHOCTEH HOCUTh OQuUCHYIO ojaexay. [lo mnsaTHULAM
JomycKaeTcst CBo0oIHast hopma OJI€KIbI.

8.3. B memsx ynydilleHUs HUCIOJIb30BaHUs pabO4yero BpEeMEHU U
YHOOPSIAOUYCHHS] BHYTPEHHUX MPOU3BOJICTBEHHBIX KOHTAKTOB JOKYMEHTHI Ha
MOANUCh PYKOBOJMUTENI0 OPTaHU3allMU CHAIOTCS CEKpPEeTapro, KOTOPbIH
nepesaeT uxX pyKOBOJUTENIO ABAXIbI B IeHb (Kak mpaBuio, B 10.00 u 17.00) u
BO3BpaIlaeT UCMoIHUTENIM (Kak rpaBuiio, B 11.00 u 18.00).

8.4. PaboTHHMK, TEpBBIM MPUIIEAIIUNA yTpoM B OQuC, HOJIKEH
OMOBECTUTH 00 3TOM OXpaHy 3[aHUSI I CHSITHUS TOMEIIEHUS C CUTHAIM3ALIUH.

8.5. PaboTHUK, yXOAsIIHil MOCAeIHUM U3 oduca, T0TKEH OMOBECTUTh
00 5TOM OXpaHy 31aHUS ISl BKIFOYEHUS CUTHAIIA3AIUU.

8.6. Ilepen TeM kKak MOKMHYTh pabouee MECTO B KOHIIE paboyero JaHs,
pabOTHUK JOJDKEH 3aKPBITh OKHA M JBEPU CBOEr0 KaOMHETAa M BBIKIIOYUTH
CBET.



8.7. 3anpemaercs:

— YHOCHUTb C MeCTa pabOThl UMYIIECTBO, MIPEAMETHI WU MaTEpPUAIIbI,
MpUHAJJICKAIIUE OpraHu3aluu, 0e3 MOJYyYeHHs] Ha TO COOTBETCTBYIOIIETO
pa3pelieHus;

— KYypUTh B M€CTaX, II¢ B COOTBETCTBUU C TPEOOBAHUSAMH TEXHUKU
0€30MacHOCTH U MPOU3BOACTBEHHOW CAHUTAPUU YCTAHOBJIEH TAKOU 3aIpeT;

— TOTOBUTH MHUIIY B Npeaenax opuca;

— BECTHU JJIUTENIbHBbIC JTUYHBIE TelepOHHBIE Pa3roBOPHI (CBhIIE 15
MUHYT 3a pabo4uil JeHb);

— HCHOJIb30BaTh VIHTEPHET B TUYHBIX LIEIAX;

— TMPUHOCUTH C COOON WM yHOTpeONATh aJIKOTOJbHbIE HAMUTKH,
NPUXOJUTh B OpPraHM3allUl0 WM HAXOJUThCS B HEHM B COCTOSHUU
AJIKOTOJIbHOTO, HAPKOTUYECKOT'O MIJIM TOKCUYECKOTO OIbsIHEHUS.

8.8. PaboTHHKH, HE3aBUCUMO OT JOKHOCTHOT'O MOJ0KEHHUS, 00sI3aHbI
MPOSIBIISATh BEKJIUBOCTh, YBaO)XXEHUE, TEPIIUMOCTh KaK B OTHOLICHUSIX MEXKIY
co0O0M, TaK ¥ IPU OTHOLIECHUSIX C KIMEHTAMU U MOCETUTEISIMU.

8.9. C IlpaBunamMu BHYTPEHHErO TPYAOBOTO PACHOPSAKA HOJLKHBI
ObITh  O3HAaKOMJIEHBI Bce paboTHuku OOmiecTBa, BKJIOYas BHOBB
MpUHUMaeMbIX Ha paboty. Bce pabornuku OOiecTBa, HE3aBUCUMO OT
JTOJDKHOCTHOTO  TIOJIOKEHHS, O00s3aHbl B CBOEHM IMOBCEIHEBHOW padoTe
cobmoaats Hactosiuue [IpaBuna.

10



