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BHYTPEHHEI'O TPYJOBOI'O PACIIOPAIKA JJIs1 PABOTHI/IKOB
I'bOYJ0 «PIOTAut0O» MUHOBPHAYKH PH.

Hacrosmue IIpaBuia onpenensoT BHyTpeHHUH TpyHaoBoi pacmopsaaok B TBOYIO
«PUTTulO» Muno6prayku PU nmopsmok npuéMa u yBoJIbHEHHS pabOTHHKOB, OCHOBHBIE
00513aHHOCTH paOOTHHKOB M aIMUHHCTPALIMH, PEKUM pabo4ero BpEMEHH U €ro UCIIOIb30BaHHE,
a TaKKe MEPEI IMOOIIPEHHUS 38 YCIIEXH B pab0Te U OTBETCTBEHHOCTH 3a HAPYIICHHE TPYAOBOH
IOVCIUILIHHEL

1. IIPMEM HA PABOTY

1.1. ITpuém Ha pabory B TBOYIO «PLITHulO» Munobpuayku PY npon3BoauTcs Ha
OCHOBAHHH 3aKJII0YEHHOT 0 TPYZOBOr0 AOroBopa o paboTe.
1.2. IIpn npuéme na padory B TBOY/IO «PITAulO» Munobpuayku P agMunauCTpanms

. 00s513aHa TOTPeOOBATh OT MOCTYIAIOLIETO:
- IPEIOCTaBJICHUS TPYAOBOH KHIKKH 0OPMIICHHOMH, B YCTAaHOBJIIEHHOM ITOPSIJIKE;
- IpeIbABICHHUS IACIIOPTa, YAOCTOBEPSIOLIET0 INYHOCTS; b EIOYT MR ¢ 3he
- IMILIOMA MJIM HHOTO JOKYMEHTA O IIOIy4eHHOM 00pa30BaHUU HIIH IIOK}’MCHTa
TIOATBEP K JAIONIET O CIIEHATBHOCT WU KBATU(HKALHUIO.
ITpuém Ha paboty 6e3 yka3aHHBIX JOKYMEHTOB HE IIPOU3BOIUTCS.
B nemnsix Gomee MoaHOH OLEHKH MPOdECCHOHANBHBIX U JETIOBBIX KaYeCTB IPHHUMAEMOro Ha
pabory pa6orauka anmunuctpamus [TBOYIO «PLTIuIO» Muno6puayku PH moxer :
TIPEITIOKHUTE EMY NPEJCTABUTH KPATKYIO [MCbMEHHYIO XapaKTEPUCTHKY (PE3FOME) BBIHOJIH}IeMOH
' paHee paboTEI, yMEHHE MOb30BATHCS OPITEXHUKOM, paboTaTh Ha KOMIBIOTEPE M T. 1.
ITpuém na pabory B TBOY 1O «PLUTJulO» Muno6pHayku PU ocyecTBIsAeTCs, KaK IPaBHIIO, C
IPOXOKAEHNEM HCIIBITATEIFHOIO CPOKA IPOJOKUTENFHOCTRIO 10 3-X MecsueB. IIpuéM Ha
paboty odopmisiercs: MpUKa3oM, KOTOPHIH 00BsBIsETC pabOTHHUKY IO/ PACIIHCKY.
DakTHIECKHM JOIyCKOM K paboTe CUMTaeTCs 3aKIYeHHe TPyaoBoro gorosopa. 1. 3. Ilpu
NIOCTYIUIEHMH pabOTHHKA Ha paboTy MM IIepeBOJIE €T0 B YCTAHOBIICHHOM IIOPSIIKE Ha APYTYIO
pabotry agMHHHCTpanus o0s3aHa:
- O3HAKOMHTB €I0 C IOPYYEHHOH paboToii, yCIIOBUIMH U OILIATOH Tpy.a, paswcmdn, paGOTHnKy

' ero npaBa M 00S3aHHOCTH;
- O3HAKOMMTB €T0 C MOPYYEHHON paboTOMH, YCIOBHUAMH H OIUIATOH TPYyAa, pa3bsICHUTH PaOOTHUKY
€ro npasa 1 00J3aHHOCTH;

- 0O3HAKOMHTB C IIPaBUJIAMH BHYTPEHHETO TPYAOBOTO PACIIOPSIIKa;
- IPOBECTH HHCTPYKTaX 110 TEXHHKE 6€30MacHOCTH, IPOH3BOACTBEHHON CAHUTAPHH,
NPOTHBOIIOXAPHOM OXpaHe U APYTUM IIPaBUJIaM OXPaHbl TPyZa, H 06 063aHHOCTH 110




‘2.  OCHOBHBIE OBSI3AHHOCTHU PABOTHHKOB

COXPaHEHHIO CBEJEHMH, COCTABILIIONINX KOMMEPUECKYIO WK CiryxeOHyro Taitny TEOYJI0
«PUTAulO» «Munobprayku PH v 0TBETCTBEHHOCTH 3a €€ pasIIallleHUe WK IIEpeaayy ApyruM
JIHLIAM,

1.4. IIpexpaieHne TPYAOBOTO JOrOBOPa MOXKET HMETh MECTO TOJIBKO II0 OCHOBAHMSM,
IIPEAYCMOTPEHHBIM TPYAOBBIM 3aKOHOAATEIHCTBOM.

PaGoTHHK MMEET IPaBoO PacTOPTHYTH TPYAOBOM IOrOBOP, 3aKIFOYEHHEBIM Ha HEOIPE e IeHHBIH
CPOK, IIPEAYNpPEAUB 00 3TO aIMUHHCTPALHUIO 3a ABe Hexeau. [10 HCTeYeHNnH YKa3aHHOrO CPOKa |

* IIpeRynpexaeHus 00 yBONbHEHHH, pabOTHHK BIIpaBe MPEKPAaTHTh paboTy, a aAMUHUCTDPALHS

00s13aHa BEIZIATH €My TPYIOBYIO KHIDKKY M IIPOM3BECTH C HUM PacyeT.

ITo morosop€nHOCTH MEXTY paOOTHUKOM M aJMHHUCTpALMEH TPYHIOBOM JOrOBOP MOKET OBITH
PacTopruyT B CPOK, O KOTOPOM IPOCUT pabOTHHK.

CpouHbIi TpyI0BO# JOrOBOP MOMUIEKHUT PACTOPIKEHUIO JOCPOYHO MO TPEOGOBAHUIO paGOTHUKA B
Ciy4ae ero GOJIEe3HH MM MHBAIHIHOCTH, IPENATCTBYIOIHUX BEIIOIHEHUIO PabOTHI 110 JOr0BOpY,
HapyIICHHs aIMHHMCTPalMEN 3aKOHOJATEIbCTBA O TPYAE, KOJUIEKTHBHOTO UIIH TPYJOBOTO
JIOr0BOpa M I10 IPYTUM YBaXKMTEIbHBIM IPUIHHAM, IPEAYCMOTPEHHBIM IE€HCTBYIOIIM
TPYAOBBIM 3aKOHOIATENLCTBOM. IIpexpamenue TpyqoBoro 1orosopa 0popMiIseTcs: MpruKka3oM Io
I'bOY 0 «PUTAulO»» Munobpuayku PU.

B nenp yBonpHEHHS aqMUHHUCTpaLus 00s3aHa BELIATh paOOTHHKY €ro prnonylo KHWXKKY, C
BHECEHHOH B HEE 3alUChI0 00 YBOJIbHEHUH M IPOU3BECTH C HUM OKOHYATEIBHBIH pacyer.
3anycH O NPUYHHAX YBOJIBHEHHUS B TPYIOBYIO KHH)KKY JOJDKHBI IIPOM3BOAUTCA B TOYHOM
COOTBETCTBUH ¢ (POPMYIHPOBKOH NEHCTBYIOLIEr0 3aKOHOAATEILCTBA M CO CCBUIKOM Ha
COOTBETCTBYIOIYIO CTaThl0, ITyHKT 3aKOHA.

JIHEM YBOJIBHEHHS CIUTAETCS TIOCTIEIHHIT IeHb PabOTHL.

2.1. Pa6otauxu I'BOYI0 «PUTOulO» Muno6prayku PY 1omKHEL:

- 0OPOCOBECTHO BHINOIHATH CBOH TPYHOBbIE 00S3aHHOCTH, COOIIOIATh TPYAOBYIO QUCUHUILIHHY,
- CBOEBPEMEHHO U TOYHO MCIIOHATE PACTIOPSKEHHs aAMHHUCTPALMM H HENIOCPEICTBEHHOTO
PYKOBOIUTES,

- HCIIOJIb30BaTh Bce paboyee BpeMs Ul IPOU3BOAUTEIHHOIO TPYa;

- Ka4eCTBEHHO U B CPOK BBIIIOIHSATS IPOU3BOACTBEHHBIC 3alaHNUs ¥ IOPy4YeHHs, paboTaTh Haj
HOBBILIEHHEM CBOETO IPOPECCHOHAIBHOIO YPOBHS;

- MOJZIEPKUBATh YUCTOTY M MOPSIOK Ha CBOEM pabodeM MecTe, B CJIy)Ke6HI:IX U IpyTHX
IIOMEIEHHUSX, COOJIIOAATh YCTAHOBJICHHBIH MOPAXOK XpaHCHHS JOKYMECHTOB U MaTCpHAIBHBIX
LICHHOCTEH;

- 3¢ QeKTHBHO HCIIOIB30BATh NEPCOHATIBHBIE KOMIIBIOTEPHI; OPITEXHUKY H IPYroe
obopyznoBaHye, 5SKOHOMHO H PAI[OHAIBHO pacxouosan, MaTepHalIbl H YHEPTHIO, APYTHE
MaTepUaIIBHBIC PECYPCHI; : » -

- co0JIrofaTh HOPMBI, IIPaBHJIa U HHCTPYKLHH 110 OXpaHe TPYIa, IPOU3BOACTBEHHYIO,

{ CAaHUTapHIO, IPaBHJIa IPOTHBONOKAPHOM 6€301aCHOCTH;

- HE MCII0JIb30BAaTh Ul BHICTYIUIEHHH U MyOnMKanuii B CPEACTBaX MacCOBOM nmbopmaunn KaxK B
Poccun, Tak 1 3a pyOexoM, CBeI€HUH, TOTYYEHHBIX B CHITY CITY>KEOHOT'O ITOJIOXKECHUS,
OIIPECICHHBIX CIENNATBHBIMU JOKYMEHTaMH, Kak KOMMepuecKas (cinyxeOHast) TaitHa,
pacrpocTpaneHne KoTopoi MoxeT HaHecTd Bpe [ BOY IO «PLITJulO» Muno6puayku PYU
WK €ro pabOTHHKAM.

2.2. Kpyr o6s13aHHOCTEH, KOTOPHIE BRITONHACT KOXKIBIH pabOTHHK 110 CBOEH CHIIHATLHOCTH,
KBIM(HKALUH, JOJDKHOCTH, OIPEeIeTCs TPYIOBBIM JOrOBOPOM H JOJDKHOCTHOM

. HHCTPYKIHEH.




3.  OCHOBHBIE OBA3AHHOCTHU AJIIMUHUCTPAIINHA

" 3.1. AnmMunuCTparnus obs3ana:

- COOIII0IaTh 3aKOHOAATENBCTBO O TPYIIE;

- IPaBUJIBHO OpraHU30BaTh TPy paOOTHUKOB Ha 3aKPEIUICHHBIX 33 HUMH PaG0YMMH MECTAMH,
obecrienB HEOOXOMMMBIMH NIPHHAIEKHOCTAMHA H OPITEXHUKOH, CO371aBast 30pPOBHIE H
Ge3onacHele yCI0BKSA TPy/a, COOTBETCTBYIOLLKME IPABUJIAM TI0 OXpaHe TPy (TEXHHKeE
0e30MmacHOCTH, CAHUTAPHBIM HOPMaM, IPOTHBOIIOKAPHEIM TIPaBHIaM);

- 00ecTieYnBaTh CTPOroe COOIIOICHHE TPYAOBOM AUCUHUIUIAHBL, IPUMEHATE MEPHI BO3AEHCTBHSA K
HapyMHUTEIIM TPYAOBOH AUCIMILINHEL, :

i COﬁJIIO}IaTB OroOBOPCHHBIE B TPYAOBOM NOrOBOPE YCJIOBHS OIJIATEI TpYyZAa, BBIIABATh

3apabOTHYIO IJIaTy B YCTAHOBJICHHbIE CPOKH;

- C1I0coGCTBOBaTh PAOOTHHKAM B ITOBBILICHHH HMH CBOEH KBaIH(UKALUH, COBEPIIEHCTBOBAHHUH
Ipo(eCCHOHAIBHBIX HABBIKOB;

3.2. AIMMHHCTpAIS, OCYIIECTBIIAS CBOM O0S3aHHOCTH, CTPEMHTCS K CO3IaHHIO
BBICOKONPO(ECCHOHATEHOT0 paboTOCIIOCOOHOTO KOJIEKTHBA, PA3BUTHIO KOPIOPATHBHBIX
OTHOILICHUH ‘

cpem pabOTHHKOB, HX 3aMHTEPECOBAHHOCTH B Pa3BUTHH M YKPEIUICHHH JESTEIbHOCTH
I'bOY IO «PUTAulO» Munobpuayku PU.

4. PABOYEE BPEMSI M BPEMSI OT/IBIXA

4.1. B cOOTBETCTBHH C ASHCTBYIOIIM 3aKOHOIATENILCTBOM VI paGOTHHKOB FBOYI[O
«PI_IT}IHIO» Munobprayku PU ycranaBiuBaercs paGodas HeJeNs IpOJOLKHTEIFHOCTEI0 40
4acOB C BBIXOJHBIMH JHAMHU (coranacHo rpaduky pabotsr:). Hayano exenuaeBHoOM paboTsl, Bpemst
00€IeHHOr O IepepEIBa H OKOHYAHHE pabouero AHA YCTaHABIMBAETCS I pAGOTHHKOB C Y4ETOM
€ro NPOM3BOACTBEHHOM JEATEAbHOCTH M ONPEAEIAETCS IpadukaMu paboTsl, YTBEPKIaCMEIMH
anpvunuctpanueit FTBOY/I0 «PUTAulO» Munobpuayku P, HakanyHe npasqHAYHBIX JHEH
IPOIODKMTENBHOCTE PabOTHI COKpalnaercs Ha 1 gac.

4.2. B COOTBETCTBHH C 3aKOHOAATEIBCTBOM O TPY/€e paboTa He MPOU3BOIUTCS B NPa3JHHYHbIE
IHU.

Tp¥ COBIIA/ICHUU BBIXOIHOTO U MPA3JHIYHOTO JHEH BBIXOJHOM JCHD IIEPEHOCHTCA Ha
CIIEAYIOILMH TOCIIe MPa3IHUYIHOr0 paboumii AEeHb.

4.3. O9epeIHOCTL NPEIOCTABICHIS OTIIYCKOB YCTAHABIMBAETCS aIMUHHMCTPAIHEH C YIETOM
IPOU3BOACTBEHHON HEOOXOMMOCTH H IOXKEJIaHHUii paGOTHUKOB. [IpOIOIKHUTENBHOCTE

{ ©KETOOHOI0 OIUTAYMBA€MOr0 OTIIYCKa I BCEX paGOTHI/IKOB COrJIaCHO IICIZCTBYIOHICI‘O

3aKOHOJATEIbCTBA YCTAHOBIICHA HE MeHee 24 paboynx JHEH.
4.4. Paboraukam I'BOY IO «PIITOulO» Muno6puayku PH nipu yxoze B oqepem{on OTITYCK
BBIIACTCSI OIUIaTa OTIIYCKHBIX JHEH 3a akTHUeckH oTpaboTaHHOE BpeMs. -

S. IOOIIPEHMUA 3A YCIIEXH B PABOTE

TS SRS EE N

5.1. 3a BrICOKONpPOdECCHOHANTPHOE BEIIONHEHHE TPYAOBEIX. 0013aHHOCTEH, TOBEIIICHHE

. IPOM3BOJUTEIbHOCTH TPy, POJOILKUTEIBLHYIO M Oe3ylpeuHyio paboTy H JpyrHe yCIexu B

TpyAe NPUMEHAIOTCA CIeAYIOLME MepBI oompenus padoraukos 'BOY]O «PI.[TZIHIO»
Muno6puayku PHU:

- 00BsBIEHNE 6ar0qapHOCTH; BRIAAYA [IPEMHUH;

HoompeHnnust 00BBIAIOTCS NPHKA3OM, TOBOIATCA 10 CBEACHMS KOIUISKTHBA U 3aHOCATCS B
TPYIOBYIO KHI)KKY pabOTHHKa.



6. OTBETCTBEHHOCTb 3A HAPYUIEHUE TPYJOBOM JUCLUILINHBI

6.1. 3a HapylieHue TPyIOBOH AUCLMIUIMHEI aAMHHUCTPALMS TIPHMEHSET CIEAYIOLINE
AMCIMIUTMHAPHBIC B3LICKAHMSI Ha OCHOBAHUH CIIY)KeOHOM 3aIucKu pyxosonmeml
TIOJIPa3ACICHUS MJIM 3aMECTUTENS AUPEKTOPA.

i -3aMeYaHHe; ~-BEIT'OBOP; -CTPOTHii BEITOBOP;
- YBOJIbHEHHE.
YBOIBHEHHE MOKET OBITH IPUMEHEHO 33 CHCTEMaTHIECKOE HEHCTIOHEHHEe pabOTHHKOM 6e3
YBOXHTETIPHBIX IIPUYHH 00S3aHHOCTEH, BO3I0XKEHHBIX Ha HErO TPYAOBEIM JOTOBOPOM H
TIpaBUJIAMH BHYTPEHHET O TPYAOBOTO PACIIOPAIKA, ECIIM K pa0OTHHKY pPaHee HPUMEHSIIACH MEPEI
AUCUHAIIIMHAPHOTO B3BICKAHMU, 3 MPOTryJl (B TOM YHCIIE 3a OTCYTCTBUE Ha pabore Gonee 3-x
4acoB B TeYEHHE pabovero aHs) 6€3 yBaKUTENBHEIX IPUYKH, 3a OSBIECHUE Ha paboTe B
HETPE3BOM COCTOSHHHU WM B COCTOSHHM HapKOTHYECKOTO MJIH TOKCHYECKOIO ONbSIHEHH, a

. TAKXKE 33 COBEPILCHHE 10 MECTY paboThl XHIIEHHS (B TOM YHCIIE MEIKOT0) FOCYIapCTBEHHOTO

WM OOIIECTBEHHOTO MMYIIIECTBA, YCTAHOBIEHHOTO BCTYNUBIIMM B 3aKOHHYIO CHITY IPHTOBOPOM
CyZa MJIM MOCTAHOBJICHHUEM OPraHa, B KOMIIETEHLIUIO KOTOPOrO BXOAMT HAJIOKEHHE
aIMMHHCTPATUBHOI'O B3BICKAHM HIIM IPUMEHEHHS Mep OOIECTBEHHOrO BO3ICHCTBHS.
6.2. Jlo HanmoXeHHUs B3BICKaHHS OT HAPYIUUTENS TPYAOBOH JUCIHILIMHEI JOJDKHEI GBITH
3arpeboBanb! 00bsAcHeHNA. OTKa3 pabOTHUKA AAaTh OOBSCHEHHS HE MOXKET CITYXKHTb
TPENATCTBUEM UL IPUMEHECHHS B3BICKAaHHA. JJMCLUIUIMHAPHBIE B3BICKAHHUS IIPUMEHSIOTCS
HEIIOCPEICTBEHHO 3a OOHapYKEHHEM IIPOCTYIIKa, HO HE I03JHEE OQHOTO MECAIA CO AHS €ro
o6HapyxeHHs, He CIUTAs BpeMeHH (OJIE3HH W IpeOLIBaHMA paGOTHHKA B ormycke. B3pickanne
HE MOJXKET ObITh HAJIOXKEHO I103/[HEE IECTH MECSLEB CO JHS COBEPILEHHS IIPOCTYIKA, a 110
Pe3y/bTaTaM PeBH3NH UM NIPOBEPKH (HHAHCOBO-XO3AHCTBEHHOM AEATEIBHOCTH - HE NO3IHEE
ABYX JIET CO [IHS €T0 COBEPIICHHA. B yKasaHHBIE CPOKM HE BKIIOYAETCS BPEMs MPOH3BOACTBA IO
YTOIIOBHOMY €Y. '
6.3. 3a Kax/10€ HapyIIEHHUE TPYAOBOH IUCLUILIAHE] MOKET GBITh HAJIOKEHO TOIHKO OLHO
AMCIHIUTMHApHOE B3bICKaHMe. [Ipy HaTO)KEeHNH AUCUUILIMHAPHOTO B3BICKAHHS JOJKHEI
YYHTBIBATBCS TSDKECTh COBEPIIEHHOTO IIPOCTYIKA, 0OCTOATENBCTBA, IIPH KOTOpLIX OH coxepmeH

' IpeAIIecTBYomas pabora 1 noBeJeHne pabOTHHKA. : s
6.4. IIpuka3s o IpIMEHEHUH AUCUHMIUIMHAPHOTO B3BICKAHHUSA C yKasaHneM MOTHBOB €0
IpUMeHeHus 00bsaBseTcs (coobiaercs) paboTHHKY, IIO,Z[BepFHy'I‘OMy B3BICKAHHUIO T10]]
PACIHCKY B TPEXIHEBHBIH CPOK.
6.5. Ecnu B Teuenue rofa co JHs IPUMEHEHHS JUCLUIUIMHAPHOTO B3BICKAHUA pabOTHHK He
OyzeT monBEPrHyT HOBOMY MHCLMINIMHADHOMY B3BICKAHHMIO, TO OH CYUTAETCS HE MOJBEPTIIHMCS
AUCUHUILTMHAPHOMY B3BICKaHUIO. JIMCIUIUIMHAPHOE B3BICKAHHNE MOXKET OBITH CHATO
aIMMHHCTPaLUeH 10 CBOEH MHULIMATUBE, IT0 XOAATaCTBY HEIIOCPEACTBEHHOTO PYKOBOAUTES

« HJI TPYJ0BOT'O KOJUIEKTUBA, €CIIH MOABEPTHYTHIN AUCIMILUIMHAPHOMY B3BICKAHHIO HE COBEPIINI
HOBOT'0 IIPOCTYIIKA M IPOSIBUI Ce0st Kak Z0OpOCOBECTHBIN paGoTHHK. B TeueHue cpoka neﬁcmm
AMCUHIUTHHAPHOTO B3BLICKaHMS MEPHI IOOIPEHU YKa3aHHBIE B HACTOSLIMX Hpalmnax K-
pabOTHHKY HE MPUMEHSIOTCS. v
6.6. C mpaBuIaMu BHYTPEHHETO PacIIopsika JOIDKHEI OBITh 03HAKOMJIEHEI BCE paGOTHHKH
I'BOY IO «PUTAulO» Muno6prayku PH, koTopbie 06s13aHEl B CBOEH IIOBCEIHEBHOM paboTe

Co0MI0aTh NOPSIOK, YCTAHOBICHHEIN IPABMIAMH. - | : WSE HOHA H i
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