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IMPABUJIA
BHYTPEHHETO TPYAOBOTO pactopsiiKa

Hacrosmue Ipaswmta onpenensior ¢ 16.01.2023 r. BHyTpeHHUit TpyaoBoii pacuopsaok 8 HOY AITO
«/loHCKOU y4eOHBIN IEHTP», TOPSAOK IIpUeMa U YBOJIbHEHHS paOOTHUKOB, OCHOBHBIC 00s3aHHOCTH
pabOTHUKOB W aIMHUHHUCTPAIINH, PEXKUM paboyero BPEMEHU U €ro UCIIOJIb30BaHUE, a TAKKE MEpBI
TIOOIIPEHUS U B3ICKAHUS 33 HAPYIICHUE TPYJAOBOH JUCIUILIHHEL.

1. Ilpuem Ha paboTy U yBOJILHEHHE

1.1. IIpuem Ha paboTy B OpraHM3aLMIO IPOU3BOJUTCS HA OCHOBAHUH 3aKJIIOYEHHOT'O TPYZOBOTO
JIOTOBOpA.

1.2. Tpu 3aKIIOYEHUH TPYAOBOTO JIOTOBOPa pabOTOAATENh 00s513aH MOTPEOOBAThH OT OCTYIAIOIIIETO:
— TPYZIOBYIO KHMKKY 32 HCKIIIOUEHHEM CITydacB, KOT/Ia TPYI0BOH JJOTOBOP 3aKJIF0YAETCs BIIEPBEIC
WK paOOTHHK NOCTYNaeT Ha paboTy Ha yCIOBUSX COBMECTUTEINIBCTBA;

— MacnopT WIX MHOH JOKYMEHT, YIOCTOBEPSIIOIIUH JTNIHOCTB;

— JTUTUIOM WJIM MHOW JOKYMEHT O MOJTYyYeHHOM 00pa30oBaHUM (IIOJTHOM WJIU HETIOJTHOM) U (¥UIH)
JOKYMEHT, MTOJITBEPKIAIOIIHNI CIIEIIMATbHOCTD MIIH KBAJIM(PHUKALIUIO;

— CTPaxOBO€ CBUETENLCTBO rOCYJAPCTBEHHOTO NIEHCHOHHOTO CTPaxOBaHUSI 32 MCKIIIOUCHUEM
CJIydaeB, KOTJ]a TPY/IOBOH JIOTOBOP 3aKJIFOUAETCs BIICPBBIE;

— IOKYMEHTBI BOMHCKOTO y4YeTa — IJI1 BOGHHOOOS3aHHBIX M JIML, ITOUIEKAIINX IPU3BIBY Ha
BOEHHYIO CITYXO0y.

[Tpu 3aknroueHUH TPYJAOBOTO JOTOBOPA BIIEPBEIC TPYIOBast KHW)KKA U CTPaXOBOE CBUIETEIBCTBO
roCyJapCTBEHHOTO TICHCHOHHOTO CTPaxOBaHMsI OQOPMIISIOTCS paboToAaTeNeM.

B nensx 6osee monHOM OLeHKH MTPO(ECCHOHANBHBIX U IETOBBIX Ka4eCTB IPUHUMAEMOT0 Ha paboTy
paboTHHKa pabOTONATEh MOKET MIPEIIOKUTD EMY MPEICTABUTEH KPATKYIO TUCbMEHHYIO
XapaKTepUCTUKY (pe3toMe) BHIMONHAEMOH panee paboThl, IPOBEPUTH YMEHHE TIOIB30BAThCS
OPI'TEXHUKOW, paboTaTh Ha KOMIIBIOTEPE U T. .

[Ipuem Ha paboOTy B OpraHMU3aILNIO OCYIIECTBIIETCS, KaK MPaBUIIO, C IPOXOKACHUEM
UCTIBITATEILHOT'O CPOKA MPOJIOJDKUTENFHOCTBIO OT OJJHOTO JI0 TPEX MecsIeB. Y CIoBHE 00
WCTIBITAHUY JJOJKHO OBITH TIPSIMO YKa3aHO B TPYJIOBOM JIOTOBOPE.

[Ipuem Ha paboTty odopmisieTcs: IPUKa30M, KOTOPBI 00BSBIsSETCS paOOTHUKY MO POCTIHCH B
TPEeXIHEBHBIN CPOK CO AHS PaKTHYECKOTO Havana padoThl.

1.3. IIpu noctymieHny pabOTHUKA Ha padOTy WK MEPEBOJIE €T0 B YCTAHOBICHHOM IOPSAKE Ha
JIPYTYIO paboTy paboTomaTens 00s3aH:

— O3HAKOMHTB €T0 C TOPYyUEHHOH paboTOH, yCIOBHAMH U OIUIATOM TPy/a, Pa3bsCHUTH PAOOTHUKY
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ero IpaBa U 00sS3aHHOCTH;

— 03HAKOMHUTH ¢ HacTosiuMH [IpaBunamu ¥ IpyruMu JTOKaJIbHBIMA HOPMAaTUBHBIMU aKTaMU;

— MPOBECTH MHCTPYKTAXK IO TEXHUKE O€30IaCHOCTH, IPOU3BOICTBEHHON CaHUTApUH,
NPOTHUBOIOXKAPHOK OXpaHe U IPYTUM MpaBUiaM OXpaHbl TPYJa U M0 00SI3aHHOCTH COXPaHEHHS
CBEJICHUI, COCTABIIIOIINX KOMMEPUECKYIO TalHY OpraHU3aluy, U OTBETCTBEHHOCTH 3a €€
pasrialleHyue Wiy nepegady ApyruM Junam.

1.4. TIpekpatieHue TpyAOBOTO JOrOBOPA MOKET UMETh MECTO TOJILKO TI0 OCHOBaHMSAM,
IIPEAYCMOTPEHHBIM TPYAOBBIM 3aKOHOJATEIBCTBOM.

PaGoTHuK nMeeT IIpaBo paCTOPTHYTH TPYIAOBOU JOTOBOP, 3aKIFOUCHHBIN Ha HEOIIPEACICHHBIN CPOK,
NUCbMEHHO MpenynpeauB 00 3ToM paboronaTens 3a ABe Hexenu. 1o ncrteueHnn yka3aHHOTO CpOKa
npeaynpexaeHus o0 yBOJIbHEHNH PaOOTHHK BIIpaBe NPEKpPaTUTh paboTy, a paboTonareib 00s3aH
BBIJATh €MY TPYAOBYIO KHUKKY M IPOU3BECTH ¢ HUM pacueT. I1o 10OroBOpeHHOCTH MEX 1y
pabOTHHUKOM M aAMHHUCTpaUUeil TPyZOBOH TOTOBOP MOXKET OBITH PACTOPIHYT B CPOK, O KOTOPOM
HPOCUT PaOOTHHK.

CpouHBI# TPYIOBOI JOTOBOP MOKET OBITh PACTOPTHYT 10 MHUIIMATUBE PaOOTHHUKA, 110 COTJIAIICHUIO
CTOPOH ¥ UHBIM OCHOBAHMSIM, NPENYCMOTPEHHBIM Tpyq0BBIM KOJeKcOM PD.

[IpexpaieHre TpyA0BOTO 10TOBOPa 0OPMIISETCS TPUKA30M 0 OpTaHH3aIIHH.

JlHeM yBOJILHEHHUSI CUUTACTCS MTOCIICTHHM JIeHb pabOoThl 32 UCKIIIOYSHHUEM CITy4aeB, Koria paboTHUK
(hakTuuecku He paboTai, HO 32 HUIM B COOTBETCTBHH C TPYAOBBIM 3aKOHOIATEIILCTBOM COXPaHSIIOCh
MECTO PabOTHI (AOKHOCTB).

2. OcHOBHBIE MpaBa, 00sI3aHHOCTH U OTBETCTBEHHOCTh PAOOTHHKOB

2.1. PaboTHHK MeeT mpaBo Ha:

— IIpeJI0CTaBJICHUE €My Pa0OThI, 00YCIIOBICHHOM TPYAOBBIM JIOTOBOPOM;

— pabouee MeCTO, COOTBETCTBYIOIIEE YCIOBHSIM, IIPEyCMOTPEHHBIM T'OCYIapCTBEHHBIMU
CTaHIapTaM{ OPTaHM3AIU U 0€30TIACHOCTH TPYAQ;

— CBOEBPEMEHHYIO U B TIOJTHOM 00beMe BHIIIATY 3apILIaThl B COOTBETCTBHUH CO CBOCH
KBaJIM(UKALIUEH, CJI0MKHOCTHIO TPY1a, KOJTUYECTBOM U KaYECTBOM BBIITOJIHEHHOW pa0OThI;

— OTIBIX, 0OecTieYrBaeMblil yCTAHOBICHHEM HOPMAIFHON TIPOIOIDKUTENIFHOCTH PabOYero BpeMeHH,
MPEIOCTaBIICHHEM €KEeHEITbHBIX BBIXOHBIX THEH, HepaOoUunX Mpa3THUIHBIX JTHEH,
OIIaYMBAaCMbIX €KETOAHBIX OTITYCKOB,

— TIOJTHYIO JIOCTOBEPHYIO MH(OPMAINIO 00 YCIOBUSAX TPyJa U TPEOOBAaHHUSX OXPaHbI TPy/Ia Ha
pabouem mecTe;

— IpoheCCHOHANIEHYIO MOATOTOBKY, IEPEIIOATOTOBKY H MOBBIIICHHE CBOCH KBATM(UKAIIUU B
MOPSJIKE, YCTAHOBJICHHOM 3aKOHOATeIhCTBOM PD;

— yJacTre B yIIpaBJIEHUH OpPTraHU3aIueil B IpeIyCMOTPEHHBIX 3aKOHOAATeIhcTBOM PO dopmax;

— BeICHHE KOJJIEKTUBHBIX IIEPETOBOPOB U 3aKIIIOYCHNE KOJJIEKTUBHBIX IOTOBOPOB M COTJIAIIIEHUN
4yepe3 CBOMX MPECTABUTENCH, a TaK)Ke Ha MH(OPMAITUIO O BHIMOJIHCHUU KOJUICKTHBHOTO JIOTOBOPA,
COTJIaIICHUI;

— 3aMIUTy CBOMX TPYAOBBIX MPaB, CBOOO/ M 3aKOHHBIX HHTEPECOB BCEMH HE 3alpPEIIeHHBIMH
3aKOHOM CII0CO0aMu;

— BO3MEIIICHUE Bpe/la, IPUUYMHEHHOTO €MY B CBSI3U C UCIIOJHEHUEM UM TPYIOBBIX 00s3aHHOCTEH, U
KOMIIEHCAIINIO MOPATHHOTO Bpe/a B MOPAIKE, YCTAHOBICHHOM 3aKOHOJATEIHCTBOM PD;

— 00s13aTeNbHOE COIUAILHOE CTPAXOBaHUE B CIIydasX, IPEIyCMOTPEHHBIX 3aKOHOIATENbCTBOM PD.
2.2. PaboTHUKH 00IIECTBa JOJDKHEI:

— TO0OPOCOBECTHO BHITIOIHATH CBOU TPYAOBBIE 00SI3aHHOCTH, CBOEBPEMEHHO M TOYHO BBITIOTHSTH
BCIO MTOPYUYEHHYI0 paboTy, He JOITyCKaTh HAPYIICHUH CPOKa BBHITTOJIHEHUS 33JaHUH, HCITOIB30BaTh
Bce pabouee BpeMs 10 HA3HAYCHUIO, BO3/ICPKUBATHCS OT JICUCTBUH, OTBICKAIOIINX OT BBHITIOJHCHHUS
MPSIMBIX TPYAOBBIX 00s3aHHOCTEHN, COOMIOAATh TPYAOBYIO AUCHUIUINAY U [IpaBuia BHyTpeHHETO
TPYJOBOI'0 PACIIOPSIKA;

— yAy4IaTh Ka4€CTBO paOOThI, IOCTOSTHHO MOBBIIIATh CBOM MPO(ECCHOHATBHBIN U KYIbTYPHBIH
YPOBEHbB, 3aHUMATHLCS CaMO00pa30BaHHUEM;

— NOAACPKUBATH YUCTOTY U MMOPAAOK Ha CBOEM pa60qu MECTE, B C.Hy>Ke6HBIX " Apyrux
IIOMCHICHHUAX, CO6JI}OZIaTL YCTaHOBHeHHBIﬁ MOPAOO0K XpaHCHUA TOKYMCHTOB U MaTCpHUAJIBHBIX
[EHHOCTEH, COOIF0AAaTh IOPSIOK AEIOPOU3BOICTBA,

—3(eKkTUBHO HCIIONB30BATH MEPCOHATILHBIE KOMITBIOTEPHI, OPTTEXHHUKY U JPyroe 000pyI0BaHue,



9KOHOMHO M PalMOHAIBHO PAacX010BaTh MaTEPUAJIbl U SHEPTUIO, UHBEHTAph U APYTHE
MaTepHajbHbIE PECYPChI, OEPEKHO OTHOCUTHCA K UMYILECTBY paboToAaTeNs;

— co0Jr01aTh HOPMBI, IPABIJIA U MHCTPYKIMH 110 OXpaHe TpyZa, IPOU3BOACTBEHHYIO CAHUTAPHIO,
npaBuiia IPOTUBOIIOKAPHON 0€30IacHOCTH;

— He pasmiamath kak B Poccun, Tak 1 3a py0exoM CBEICHUs], IOIY4YEHHBIE B CHITY CIIy>KEOHOTO
TTOJIOKEHUS M COCTABIIIONINE KOMMEPIECKYIO (CITy’)KeOHYI0) TaifHy, paclpoCcTpaHEHUE KOTOPOM
MOXET HaHEeCTH BpeJ paboTonaTento u (MiIn) APYTHUM paOOTHHUKAM;

— BBITIOJIHATH MHBIE 0053aHHOCTH, IIPEyCMOTPEHHBIE TPYIOBBIM 3aKOHOIATEIHCTBOM PD.

2.3. Kpyr 00s13aHHOCTEH, KOTOPBIC BBIIOIHICT KaXKAbIH paOOTHHUK 110 CBOCH CICIMaIbHOCTH,
KBaJH(PUKALUK, JOJDKHOCTH, ONPEACIISIETCS TPYAOBBIM IOTOBOPOM U (MJIM) JOIDKHOCTHOM
WUHCTPYKIHUEH.

2.4. PaboTHHK 00513aH BO3MECTUTH Pa0OTO/IATEII0 TPUIMHEHHBIN eMy TIPSMON JIeHCTBUTENLHBIN
yiep6. Henmonyuennsie oxonas! (ynyiieHHas BEIr0J1a) B3bICKAHUIO C paOOTHHKA HE MOJIeXkaAT.
PaboTHHK HeceT MaTepranbHyI0 OTBETCTBEHHOCTD KaK 32 MPsAMON IEHCTBUTENBHBIN yILEpO,
HETOCPE/ICTBEHHO MPUYMHEHHBIN UM paboToiaTelto, Tak 1 3a yuiep0d, BOSHUKIIAN Y paboToaaTels
B pe3yJibTaTe BO3MEIICHUS UM yIepOa HHBIM JIMIAM.

3. OcHOBHEIE ITpaBa, 00SI3aHHOCTH U OTBETCTBEHHOCTh pabOTOAATEIS

3.1. Paboromarenp uMeeT mMpaso:

— 3aKITI0YaTh, U3MEHATh H PACTOPTraTh TPYAOBEIE IOTOBOPHI C paOOTHUKAMHU B ITOPSIKE U HA
YCJIOBUAX, KOTOPBIE YCTAHOBJICHBI 3aKOHOAATENHCTBOM PD;

— BECTH KOJUIEKTUBHBIE TIEPETOBOPHI M 3aKII0YATh KOJUIEKTHBHEIE IOTOBOPHI;

— TIOOIIPATH PaOOTHHUKOB 32 OOPOCOBECTHBIN IPPEKTUBHBIN TPYI;

— TpeboBaTh OT paOOTHUKOB UCTIONHEHHSI UMH TPYIOBBIX 0053aHHOCTEH M OEPEKHOTO OTHOIICHHS K
UMYIIECTBY paboToAaTeNs U JPYyruX pabOTHUKOB, coOmroneHust [IpaBuin BHYTpeHHETO TPYI0BOTO
pacmopsiika OpraHH3aIH;

— TIPUBJIEKATh PAOOTHUKOB K TUCIUILTHHAPHOW W MaTePUATLHOW OTBETCTBEHHOCTH B MOPSIIKE,
YCTaHOBJICHHOM 3aKOHOJIaTE€NbCTBOM PD;

— IPUHUMATH JIOKAJIbHBIE HOPMATHBHBIE aKTHI;

— co3zaBath 00beIMHEHHS paboToaaTeNel B ENsIX MPeACTaBUTENbCTBA U 3AIIUTHI CBOMX HHTEPECOB
Y BCTYyMNAaTh B HUX.

3.2. PaboTonmatens o0si3aH:

— COOJIFOIaTh 3aKOHOJATETIHCTBO O TPYAE, JTOKaJbHbIE HOPMATUBHBIE aKThI, YCIOBHS TPYIOBBIX
JIOTOBOPOB;

— IPeoCTaBIATh pabOTHHKAM paboTy, 00yCIOBICHHYIO TPYJOBBIM JOTOBOPOM;

— TIPaBUJIILHO OPTaHW30BBIBATH TPYA PAOOTHHKOB Ha 3aKPETUICHHBIX 332 HUMHU pa00vYHX MecTax,
obecrneunB HEOOXOAMMBIMH MIPUHAICKHOCTIMHU M OPTTEXHUKOM, CO3/1aBast 3I0POBBIE U
Oe3omacHble YCIOBHUS TPY/Aa, COOTBETCTBYIOIIHUE MTPABUIIAM 110 OXpaHe TpyAa (TEXHUKE
0e301macHOCTH, CAHUTAPHBIM HOpPMaM, IPOTUBOTIOKAPHBIM MTPABHIIaM);

— o0ecrnieuynBaTh CTPOroe COONIOIEHUE TPYIOBON AUCIUTUINHBL, OCYIIECTBIISATh OPTaHU3AIIHOHHYIO
paboTy, HampaBIIEHHYIO Ha YCTpaHEHHUE MOTEePhb PadoYero BpeMeHH, IPUMEHSTh MEPbl BO3ACHCTBHS
K HApYLIUTENSIM TPY0BOM JUCLUUILTHHE;

— cOOI0IaTh OTOBOPEHHBIE B TPYIOBOM foroBope, [lomoxxennn 06 omate Tpyaa u Ilomoxxennn o
NPEMHUPOBAHUH YCIIOBHUS OIUIATHl TPY/a, BEIJABATh 3apIUiaTy HEe peKe YeM JBa pas3a B Mecsll: 15-To
YHcia KaXI0ro Mecsina 1 1-ro yucia Kakaoro Mecsia, CIeAyIOIEero 3a pacyeTHbIM. B ciryuasx
KOT/la YKa3aHHbBIE YHCIIa TPUXOIATCS Ha BEIXOIHBIEC WM MTPAa3AHUYHBIE THU, THAMH BBHITLIATHI
3apIUIaThl CIeAyeT CYNTATh paboyue THU, HEMOCPEACTBEHHO MPEIIIECTBYIOIINE BEIXOIHBIM
(Tpa3IHUYHEIM) THSIM;

— CIOCOOCTBOBATH MOBBIIICHUIO KBATU(PHUKAIIMH pAOOTHUKOB U COBEPIICHCTBOBAHHIO UX
npodecCHOHANTLHBIX HABBIKOB ITyTEM HAIPABJICHUS HAa KypChl M TPEHUHTH;

— obecrieunBaTh OBITOBBIC HY)KIbl PAOOTHUKOB, CBS3aHHBIE C UCIIOTHEHUEM MU TPYAOBBIX
00s13aHHOCTE;

— OCYHIIECTBIIATH 005I3aTENBHOE COIUALHOE CTPaXOBaHHE pAOOTHHKOB B MOPSJIKE, YCTAHOBICHHOM
(henepaabHBIMHU 3aKOHAMU;

— BBINIOJIHATH MHBIE 0053aHHOCTH, NIPEAYyCMOTPEHHBIE TPYAOBBIM 3aKOHOIATEIHCTBOM PD.

3.3. OTBETCTBEHHOCTH pabOTOIATENS.



PaGoronarens 00s13aH B Cilyyasix, yCTaHOBJICHHBIX 3aKOHOJATeIbCTBOM PD, Bo3MeCTHTh pabOTHUKY
HE I10JIy4EHHBIH UM 3apabOTOK BO BCEX CIIydasX HE3aKOHHOI'O JIUIIEHUSI €r0 BO3MOKHOCTH
TPYIAUTHCSL.

PaboTtonarens, npuuuHUBLINN yiepd UMYIIECTBY paOOTHHKA, BOZMEIIAET STOT YIIEPO B MOITHOM
o0BbeMme.

[Ipu Hapymenuu paboTonaTeneM yCTaHOBIEHHOI'O CPOKA BBIIIATHI 3apILIaThl, OIUIATHI OTIIYCKa,
BBHITIJIAT TIPU YBOJBHEHUH U IPYTHX BHIIJIAT, IPUUUTAIOLINXCS paOOTHHUKY, paboTonaTens 00a3an
BBITUIATUTP WX C YIJIATON MPOIEHTOB (JEHEKHOW KOMIIEHCAIIMHN) B pa3Mepe HE HIKE OTHOMN
TPEXCOTOH JeHCTBYIOIIEH B 3TO BpeMs CTaBkH peduHancupoBanus banka Poccuu ot He
BBITNIAYEHHBIX B CPOK CYMM 32 KaX/bIi J€Hb 3a1ep’KKH HAUMHAs CO CIEIYIOIIEro AHS Mocie
YCTAHOBJICHHOT'O CPOKa BBIMJIATHI 10 JIEHb (PaKTHYECKOTO pacyeTa BKIIOUUTEIIbHO.

MopaisHblil Bpel, IPUYUHEHHBIH paO0THUKY HEMPAaBOMEPHBIMU JICHCTBUSIME WK Oe3/IeiicTBHEM
pabotopatens, Bo3meraercsi pabOTHUKY B ACHEXHOH (opMe B pazMepax, ONpeaesieMbIX
corJialieHueM paboTHHUKA U paboTonaTeNs Uil CYJOM.

4. PexxuM pabodero BpeMeHHU U BPEMEHH OTbIXa

4.1. B opranu3zaiuy yCTaHaBJIMBASTCS MATHIHEBHAs paboyast HeAes MPOI0JIKUTEILHOCTRIO 40
4acoB ¢ JABYMSI BEIXOJIHBIMU JHSIMH (cy0O00Ta U BOCKpECEHbE).

Bpewms nagana padotsr — 9.00. Bpemst okoruanus padotst — 18.00.

[o mprka3y pyKOBOIUTENS OPraHU3aLNH IPU HATMYUH IPOU3BOACTBEHHON HEOOX0IUMMOCTH 10
JIOKJIQTHON PYKOBOJUTEINS OT/AeNa (CIIy>kObI), COTJIACOBAaHHOM ¢ paOOTHUKOM, K OTIICTHLHBIM
pabOTHUKAM MOKET IPUMEHATHCS] CyMMUPOBAHHBIH y4eT pabodyero BpeMeHH, C TeM YTOOBI
NPOIOJDKUTENIEHOCTH pabodyero BpeMeHH 3a yUeTHBIN IeproA (KBapTall) He IpeBblIaa
HOPMaJILHOTO 4Kcia pabounx yacoB. Kareropuu pabOTHHKOB, K KOTOPBIM MOXKET IPHMEHSTHCS
CYMMHPOBaHHBIH y4eT pabouero BpeMeHu, puBeicHs! B [Ipunokennn 1 k ykazanHbsiM [IpaBunam.
[lo mprka3y pyKOBOIUTENS OpPraHU3aLMK IPU HATMYUH IPOU3BOACTBEHHON HEOOX0IUMOCTH 10
JIOKJIATHOW PYKOBOJUTENS OTAeNa (CIIy>ObI), COTIIACOBAaHHOM ¢ paOOTHHKOM, OTAETbHBIC
PpabOTHUKH MOTYT 3MU30ANYECKH PUBIEKATHCS K BBIMOTHEHNIO CBOUX TPYIOBBIX (PYHKIIUI 32
npeesaMy YCTaHOBJICHHOH Ul HUX NMPOAOJDKUTEIBHOCTH paboyuero BpeMeH! (HEeHOPMHUPOBAHHBIN
pabounii nenp). [lepedens momKHOCTEH paOOTHUKOB, JUII KOTOPBIX MOXKET OBITh YCTAHOBJICH
HEHOPMHUPOBAaHHBIN pabounii IeHb, puBeaeH B [Ipunoxkenun 2 k ykazanubiM [IpaBuiam.

4.2. Obenennslii nepepsiB — ouH 4ac (B mepuos ¢ 13.00 go 14.00). B npyroe Bpems o0eneHHbIIH
HepepPhIB UCIIONB30BaTh HE pa3pelraeTcs. YUeT Hauaua i OKOHYaHUsI 00ECHHOTO TIepephIBa
OCYILECTBIISIETCS PYKOBOIUTEISIMUA CTPYKTYPHBIX NOAPA3AeICHUN 1 BEAETCS C IOMOIIBIO CUCTEMBI
ABTOMAaTHYECKOTO KOHTPOJISI BpEMEHHU.

[lepepsIB He BKiIrOUaeTcs B pabouee BpeMs U HE OIulaurBaeTcsa. PAOOTHUK MOXKET HCIOIb30BaTh €r0
10 CBOEMY YCMOTPEHHIO M Ha 3TO BPEMS OTIIyUHUTHCS C PaOOTHL

Ecnu mo ycnoBusiM paboThl pefiocTaBieHrne 00eJeHHOTO TiepephiBa PAOOTHUKY HEBO3MOXKHO, TO TI0
NPUKa3y PYKOBOJUTENSI OPraHU3alMU OH 00ECIIEUNBAETCSI MECTOM JUISI OTJbIXA U IIpHeMa MUIIU B
pabouee BpeMms.

4.3. HakanyHe Hepabounx Mpa3JHAYHBIX AHEH MPOAOIKUTEIBHOCTE pabodero IHs COKpalaeTcs Ha
OJIUH Yac.

Hepabounmu nipazgauaHbBIME THAME B Poccuiickoit demeparinu sSsBIsSIOTCS:

1-6 u 8 sHBaps — HOBOTOJHHUE KAHHUKYJIbI,

7 suBaps — PoxxaectBo XpucToBo;

23 despans — Jlens 3anurHuka OTedecTBa,;

8 MapTa — MexnyHapOIHbIH KEHCKHUI [ICHb,

1 mas — [Ipazgauk Becusl u Tpyna;

9 mas — Jlens [Tobemsr;

12 uronst — Jlens Poccuy;

4 Hos10pst — [leHb HAPOJAHOTO €MHCTBA.

[Ipu coBnasieHUH BEIXOJHOTO U MPA3JHUYHOTO JHEW BBIXOAHOM A€Hb IEPEHOCHUTCS Ha CIIELYFOLINHA
NocJie Npa3IHUIHOTO PaboUHii JIeHb.

4.4, Yget pabouero BpeMeHH BeAeTCs cekpeTapeM. Jlo Hadanma paboThl KaXKIbli paOOTHUK OJDKEH
OTMETHTH CBOH NMPHUXOJ] HA paboTy, a 10 OKOHYAHUH — YXOJI C TIOMOILBIO0 CHCTEMbI aBTOMAaTHYECKOT'O



KOHTpOJIsI BpeMeHH. OTCYyTCTBHE TAKUX OTMETOK SIBJIIETCS HESIBKOM Ha paboTy, KOTOpas Ipu
OTCYTCTBUHU YBaXKUTEJIbHBIX IPUYMH HESIBKH HE OILUIAYMBACTCA.

CekpeTtapb BeIeT TaKKe KOHTPOJIBHBIH y4eT Halu4uusl (OTCYTCTBHSA) paOOTHUKOB HA pabovnX MecTax
B pabouee BpeMsl.

4.5. PaboTa BHe pabouero Mecra (IMOCELICHUE YUPSIKACHUN U IPEAIPUATHI, KOMAaHIUPOBKH )
IPOU3BOAUTCS 110 Pa3peIIEHUI0 HEOCPEICTBEHHOIO PYKOBOJUTENSI PAOOTHHKA, BPEMS OTCYTCTBUS
OTMeYaeTcs B KypHaJle yueTa KOMaHIUPOBOK. [Ipy HapyIIeHn# 3TOro mopsiaKa BpeMst OTCYyTCTBHS
SIBJIICTCS] HESIBKOW Ha padoTy.

4.6. PaboTHHKaM TIPEIOCTABIISIOTCS €KETOTHBIE OTITyCKa C COXpaHEHHEM MecTa paboThl U CPETHETO
3apaboTKa.

E>xeroaHblii OCHOBHOM OIJIaYMBAaEMBIN OTITYCK IPEIOCTaBIACTCS paOOTHUKAM
MIPOAOIDKUTENBHOCTBIO 28 KaleHAapHbIX qHel. [Ipu aToM oTmyck no/KeH OBITh HCTIOIb30BaH He
no3nHee 12 mMecsies mocae OKOHYaHUs TOrO paboydero roja, 3a KOTOphI OH MPeI0CTaBIIAETCA.
Hepaboune npa3gHuvHbIEe AHU, MIPUXOISIINECS Ha EPUO]] OTITyCKa, B UUCIIO KaJeHIAPHBIX AHEH
OTITyCKa He BKITFOUatoTCs. Takke B YMCIIO KaJeHAapHBIX THEH OTITycKa He BKIIOYASTCS MEPUO]]
BpPEMEHHOH HETPYyI0CIIOCOOHOCTH COTPYAHUKA MPH HATNYUN OOTBHIUYHOTO JTUCTKA.

PaGoTHMKaM ¢ HEHOPMUPOBAHHBIM PA0OYUM THEM MIPEIOCTABISAECTCS €KETOIHBIN TOTIOTHUTEIbHBINA
OInIaurMBaeMbIi OTITYCK, IMTPOJOJIKUTCIIBHOCTE KOTOPOTO COCTABIIACT TPHU KAJICHAAPHBIX THS.

4.7. IlpaBo Ha UCTIOJIH30BAHKE OTITyCKa 3a MEPBBIN IO paboThl BO3HUKAET y pabOTHHKA 110
MCTEUYCHUH LLIECTH MECSLIEB €ro HeNPEpbIBHON paboThl B opranu3aunu. OTIIyCK 3a BTOPOH U
HOCJIEIYIOLIHNE TOIbI PadOTHl MOXKET MPEOCTaBIISATLCS B 1I000€ BpeMs pabouero roga B
COOTBETCTBHHU C OUYEPETHOCTHIO MPEAOCTABIICHNUS SKETOTHBIX OIIAYMBAEMBIX OTITYCKOB (TpaduKkoM
OTITYCKOB).

OuepegHOCTh MPEAOCTABICHUS OTIYCKOB (Tpad)K OTIIYCKOB) yCTaHABIMBAETCs paboTomaTeNeM ¢
y4eTOM IMPOU3BOACTBEHHON HEOOXOJUMOCTH U MOKETaHUN paOOTHUKOB.

He mo3anee 1 nexabps kaxmoro roga pabOTHHK JOIKEH COOOLIUTH O CBOMX MOKETaHUAX B
OTHOLIEHUH OTITyCKa Ha CIICIYIOLINHA KaleHAapHbIH IOl CBOEMY HEIIOCPEICTBEHHOMY
PYKOBOJHTEIIO WIH HANIPSIMYIO B OTAEI KaJPOB, ONPEAEIUB MECSI ¥ IPOAOJDKUTEIIEHOCTD KaXKA0H
YaCTH OTITyCKa, JUI COCTaBJICHHS Ipa)ka OTITyCKOB.

4.8. Ilo cornammennto Mexry paboOTHHKOM U paboTOoIaTeNIeM eKErOHBIN OTIaYuBaeMbIi OTITyCK
MOXeET OBbITh pa3liesieH Ha yacTu. [Ipu 3ToM X0oTs Obl 0JJHA U3 YACTEH 3TOro OTIIYCKa JA0JIKHA ObITh
He MeHee 14 xaneHIapHbIX JTHEH.

OT3bIB paOOTHHKA U3 OTITYCKA JIOMYCKAETCs TOIBKO C €r0 COrflachs M 0 MPUKa3y PyKOBOJCTBA
opranuzanuy. Hencrnonb3oBaHHas B CBA3U C 3THM 4acTh OTIIyCKa JOJDKHA OBITH MIPEJOCTAaBICHA 1O
BHIOOPY paOOTHHKA B YAOOHOE AJISl HETO BpeMsl B TeUEHHE TeKYIIero pabodero roja min
NPUCOEANHEHA K OTITYCKY 3a CIeAYIOMHUN pabouuii ro.

[Ipu yBosbHEHNN paOOTHHKY BBIIJIAUMBACTCS ACHEKHAsI KOMIICHCAIIMS 33 HEUCIIOJIb30BaHHBIH
OTILYCK, WJIH 110 €r0 IMCbMEHHOMY 3asBJICHUIO HEUCIIOIb30BAHHBII OTITYCK MOKET OBITH
NPEAOCTABIICH C MOCIEIYIOIINM YBOJIbHEHUEM.

4.9. Ilo ceMeiHBIM 00CTOSTENHCTBAM U APYTUM YBAXHUTEIHFHBIM IPUYHMHAM PAOOTHHKY TI0 €TO
MICbMEHHOMY 3asIBJICHUIO MOKET OBITh IIPEJOCTABIICH OTIIYCK 0€3 COXPaHEHHUs 3apIUIaTH,
MPOIOJDKUTENILHOCTH KOTOPOT'O OMPENENeTCs M0 COTIAlIEHHIO MEXIY pAOOTHUKOM U
pabotoxpatenem.

4.10. PaGoTHUKH, YCIIEIITHO O0YYAIOIIHECs B By3aX, UMCIOIIHUX TOCYIapCTBEHHYIO aKKPEIUTAITHIO,
10 320YHOH WM Be4epHer opMaM 0O0ydeHHsI, IMEIOT IPaBO Ha JOMOJIHUTENBHBIE OTITyCKa C
COXpaHEHHEM CPEIHET0 3apa0d0TKa B COOTBETCTBHHU C TpynOBBIM KoJekcoM PO.

5. Ucnionp3oBanue TeneoHOB B OpraHU3aluy

5.1. PaboTHHKAM JJIs1 MCIIOJIb30BAaHMUS B IIPOM3BOICTBEHHBIX LIEISX MOTYT BbIIABATHCS MOOMIIbHBIC
TesneOHBI.

5.2. Cuera 3a yCIIyTy CBSI3U 10 MOOMIJIBHBIM TeJIe)OHAM IPH HCIIOJIB30BAHUH TEJE(POHOB B
MIPOU3BOICTBEHHBIX IIEJIAX PAOOTHUKOM OILIA4YMBAIOTCS pabOTONATEIIEeM.

5.3. B ciayyae yrepu MoOmibHOTO TenedoHa paboTHHK caM oOecrieunBaeT ce0st CPEJCTBOM CBA3H.
5.4. B nensix cokparieHus 3aTpat Ha Tene(oHHbIe eperoBopsl padoTHUK OOIIeCTBa T0JKEH:

— UCTIOB30BATh AIEKTPOHHYIO MOYTY KaK OCHOBHOE CPEACTBO O0IIeHUs. TenedoH UCIonb3yeTcs B
CIIydasix SKCTPEHHOW HEOOXOAMMOCTH;



— 3apaHee MPOJyMbIBATh CBOI pa3roBOp, MOATOTABIMBATH TEMBI ISl 00CY X IeHUsI. J[ITUTeNbHOCTh
Teae(QOHHOr0 Pa3roBopa HE MOXKET HPeBbImaTh 10 MUHYT;

— HCIOJIB30BaTh SMS-coo0IIeHNS;

— NP HAXOXKJCHUU HA TEPPUTOPUHU OPTaHU3AIUH IS TIEPETOBOPOB HUCIIONB30BaTh OPHUCHBIE
TeaeQOHBI.

6. Iloompenust 3a ycriexu B pabote

6.1. 3a BrIcOKOTIpPO(heccHOHATHFHOE BHIITOIHEHUE TPYOBBIX 00SI3aHHOCTEH, TIOBBIIIIEHNE
NPOU3BOAUTENBHOCTH TPYAA, MPOJAOIKUTENBHYIO U Oe3ynpeuHyto padoTy U Apyrue yCrexu B TpyAe
NPUMEHSIOTCS CIIeIyIOIIIE MEPHI MOOLIPEHUs] pa0OTHUKOB OPTraHU3alHu:

— BbIIJIaTa ICHCKHOI'O BO3HArpaXJicHusl B BUAC HpeMHﬁ;

— HarpaXJICHHUE [ICHHBIM ITOAPKOM.

7. OTBETCTBEHHOCTD 32 HApYIIEHNE TPYAOBOU JUCITUTUIHHBI

7.1. 3a HapyIlIeHHEe TPYAOBOM AUCIMIUINHBI QIMUHACTPALIUS IPUMEHSET CIICIYIOIINe
JUCHUIIIIMHAPHBIC B3bICKAHUA:

— 3aMCYaHHE;

— BBITOBOP;

— YBOJIGHEHHE.

7.2. J1o Hano)XeHUs B3BICKAHUS OT HAPYUIUTENS TPYIOBON AUCHUIUIMHBI TOJKHBI ObITH
3aTpeO0BaHbl MMCHMEHHBIE 00BSICHEHNUS. B ciydae oTkaza paboTHHKa 1aTh YKa3aHHOE OOBSICHEHHE
COCTaBJICTCS COOTBETCTBYIOIIHH akT. OTKa3 pabOTHUKA JaTh OOBSICHEHUS HE MOXKET CITY>KUTh
MMPEIATCTBUEM IJId IPUMCHCHU A B3bICKAHUA.

7.3. 3a KaXkJ10€ HApYIICHUE TPYIOBOM JUCIUTUIMHBI MOXKET OBITh HAJIOKEHO TOJIBKO OJTHO
JMCIHUIUIMHAPHOE B3bICKaHue. [1py Hamo)KeHNH ANCIUTUTMHAPHOTO B3BICKAHUS JOJDKHBI
YUHUTBIBATHCS TSHKECTh COBEPIICHHOTO IMPOCTYIIKA, 00CTOATENBCTBA, PH KOTOPBIX OH COBEPIIICH,
npeAmecTByomas pabora u noBeJeHne paboTHUKA.

7.4. Ilpuka3 o MpUMEHEHNH TUCIUILIMHAPHOTO B3BICKaHHS C yKa3aHHEM MOTHUBOB €TO IIPHMEHEHHS
00BsBIsIeTCS (cooOMImaeTcs) pabOTHUKY, TTOIBEPTHYTOMY B3BICKAHUIO, IO PACTIHCKY B
TPeXIHEBHBIN CPOK (HE CUMTasi BpEMEHH OTCYTCTBHA Pa0OTHHKA). JcIMIITIMHApHOE B3BICKAaHHE
NPUMEHSETCS He TMO3Hee OJHOT0 MeCsla Co THS 0OHapyKEHHsI TPOCTYTKa (32 HCKIIOUEHUEM
CITy4aeB, IIPEAyCMOTPEHHBIX TPYOBBIM 3aKOHOIATEIBCTBOM), HE CUUTAsI BPEMEHH OOJIe3HH
paboTHHKa, MPeOBIBAHKA €T0 B OTITyCKE, a TAK)KEe BPEMEHH, HeOOX0AUMOTO Ha y4eT MHEHHUS
NpEeACTaBUTEIHHOTO OpraHa pabOTHUKOB.

7.5. Eciu B TeyeHue roza co AHSA MPUMEHEHHS TUCIUILTMHAPHOTO B3bICKaHHs paOOTHHK He OymeT
HOBEPTHYT HOBOMY JTUCHIHUILIMHAPHOMY B3BICKAHUIO, TO OH CUUTACTCS HE HMEIOIIIM
JUCHUIUTMHAPHOTO B3BICKAHHMSI.

JlucrMIuIimHapHOE B3BICKAHUE 10 HCTEYEHHS TO/1a CO JHS €r0 IPUMEHEHHS MOKET OBITh CHATO
aJIMUHHUCTpAIMEH 110 CBOSH MHUIMATHBE, M0 XOaTaiiCTBY HEMOCPEICTBEHHOTO PyKOBOAMUTEIS NN
TPYZOBOTO KOJUIEKTUBA, €CIIH [TOJIBEPTHYTHII JUCIUIUTUHAPHOMY B3bICKAHUIO HE COBEPLIMI HOBOT'O
NPOCTYTIKA U MPOSIBUII ce0s1 KaK 100pOCOBECTHBIN PaOOTHUK.

8. 1Hble BONIPOCH! peryIupoBaHus TPYIOBBIX OTHOLIEHUN

8.1. PabOTHUK MMeEET MPaBo KAJIOBATKLCS Ha JIOMYIIEHHBIE, TI0 €r0 MHEHHUIO, HAPYIIIEHHS TPYIOBOTO
3aKOHO/ATENbCTBA U HacTOsuX [IpaBuir HEMOCPEICTBEHHOMY PYKOBOJIUTENIO U PYKOBOJICTBY
opranm3anuy. PaOOTHHK BIpaBe MPeECTABIATh MMCEMEHHBIC TPEIOKEHUS 110 YIYUIICHUIO
OpTaHU3alMH TPYJA U TI0 JPYTHM BOIIPOCAM, PErYIUPYEeMbIM HacTosmuMH [IpaBmmamm.

8.2. PaboTHHKHN OpraHu3alliy IOJIKHBI TIPY BBITIOJIHEHUH CBOMX TPYAOBBIX 005A3aHHOCTEH HOCUTh
oducHyto onexy. [lo maTHUIIaM normyckaeTcs cBoOoaHAas (popma 0/1exkIbI.

8.3. B memsix ynmydiiieHust MCIOIB30BaHUs Pabouero BpeMeHH! U YIOPSI04YCHUST BHYTPECHHUX
MIPOU3BOICTBEHHBIX KOHTAKTOB JTOKYMEHTHI Ha MOAIICH PYKOBOJIUTEIIO OpTraHU3alliN CAAIOTCS
CeKpeTapro, KOTOPHIN MepeIacT UX PyKOBOJAUTEIIO IBAXKIBI B IeHB (Kak mpasuio, B 10.00 u 17.00) u
BO3BpallaeT UCTIONMHUATENSIM (Kak mpasmio, B 11.00 u 18.00).



8.4. PaboTHWK, IEPBHIM MPHUIIICAIINANA YTPOM B O(pHIC, JOIKEH OIMMOBECTUTH 00 ATOM OXpaHy 3TaHHS
JUTSL CHSITUS TIOMEIICHUS C CUTHAITU3AIHH.

8.5. PabOTHUK, yXOIAIIKI TOCIEIHUM U3 o(rca, JOIDKEH OTIOBECTUTH 00 3TOM OXpaHy 3AaHUS IS
BKJIIOUCHUS CUTHAIU3ALIH.

8.6. [lepen TeM Kak MOKUHYTh pabouee MECTO B KOHIIE pab0o4ero aHs, paOOTHHK IOJIKEH 3aKPbITh
OKHa U JIBEPU CBOETO KaOMHETA U BBHIKIIFOUUTH CBET.

8.7. 3ampemaercs:

— YHOCHUTB C MecTa pabOoThl UMYIIIECTBO, TPEIMETHI WIIK MaTEPUAIIbI, TIPUHA IEKAIIIAE
opraHusaiuy, 0e3 MmoJlyuYeHHs Ha TO COOTBETCTBYIOIIETO pa3pelieHus;

— KYypPHUTb B MECTaXx, I'Ie B COOTBETCTBUH C TPEOOBaHUSIMH TEXHUKH O€30MIaCHOCTU U
NPOMU3BOACTBEHHON CAHUTAPUU YCTAHOBIICH TAKOW 3ampeT;

— TOTOBUTH HIIY B Mpejenax oQuca;

— BECTH JUIMTENIbHBIC TUYHBIE Tele()OHHBIE Pa3roBOPHI (CBbIIIE 15 MUHYT 3a pabounii 1eHb);

— HCIIONIb30BaTh MIHTEpHET B IMUHBIX LIEIAX;

— MIPUHOCHTH C COOOH MITH YIIOTPEOISTh AJIKOTOJIbHBIE HATUTKH, IIPUXOTUTh B OPTaHU3AIIUIO HITH
HAXOJIUTHCS B HEW B COCTOSIHUH aJIKOTOJIBHOTO, HAPKOTUIECKOTO WIIM TOKCHUECKOTO OIBSTHEHUSI.
8.8. PaOOTHUKH, HE3aBUCHMO OT JIOJKHOCTHOTO TIOJIOKEHUS, 0053aHbI MPOSBISTH BEXKIUBOCTD,
YBa)KEHHE, TEPIIUMOCTh KaK B OTHOLICHHUSAX MEXIY COOO0H, TaK M TIPU OTHOIIECHUSX C KJIMEHTAMHU U
MOCETHTENSIMH.

8.9. C IlpaBunamMu BHYTPEHHETO TPY/IOBOTO PACIIOPSIKA JOJKHBI OBITH O3HAKOMIICHBI BCE
pabotHuku OO1ecTBa, BKIOYasi BHOBb IPUHUMAaEMBbIX Ha padoty. Bee paborHuku O61mecTsa,
HE3aBHCHUMO OT JIOJDKHOCTHOTO TIOJI0KEHUsI, 00513aHbI B CBOCH MOBCEHEBHON paboTe cOOM0AaTh
Hacrosiue [IpaBuna.

[NOKYMEHT NOAMNVCAH
ONEKTPOHHOW MOAMNCHI0
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