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Hacroswue Mpasuna onpepensior BHYTPEHHWIA TpyaoBoii pacnopsgok 8 AHO A0
YTL «[lpocheccronan», nopsgok npuema Ha paboTy u yBonbHeHUs pabBOTHUKOB,
OCHOBHble 00513aHHOCTU PaBOTHUKOB U AAMUHUCTPALIMU, PEXMM pabouyero BpemeHu, a
TaKXKE MEpbI NOOLLPEHNA 1 OTBETCTBEHHOCTb 3@ HapyLUEHWE TPYA0BOW AUCLMMMUHSI,

1. MPUEM HA PABOTY

1.1. Tpuem Ha paboty B AHO AMO YTU «Mpodeccuonan» NPoOU3BOAMTCA Ha
OCHOBaHWUM 3aKIMO4YEHHOro TPYAOBOrO AOroBopa.

1.2. Tlpu npueme Ha pabory aamuHucTpauus obsizaHa notpeboeatb oOT
nocTynaroLlero:

- NPEABABMNEHNA NacnopTa, yAoCTOBEPSIOLLENO MUYHOCTD!

- NPefoCTaBneHns TPYAOBOMN KHIKKM, OhOPMIIEHHON B YCTAHOBMEHHOM nopsake,

- CTPaxoBoro cBUAETENbLCTBA rocyapCTBEHHOro NEHCUOHHOIO CTPaxoBaHUs,

- AOKYMEHTOB BOWHCKOro y4yeta - ANs BOEHHOOBA3aHHLIX U MWL, MOANEXaLLuX
NPU3LIBY Ha BOEHHYIO Criyxoy;

- AUNNOMa Unn UHOTO AOKYMEHTa O nonyYyeHHOM oBpasoBaHWM UMM [OKYMEHT3,
NOATBEPXAAIOLLErO CNeUMansHOCTe UMK KBanugukaumio.

[Npuem Ha paboTy 6es ykasaHHbIX JOKYMEHTOB HE NPOU3BOAUTCS.

lNpuem Ha paboTy ocopMnseTcsi npukasom (pacnopsbkeHueM) agMuHUCTPaLMK,
W34aHHBIM Ha OCHOBaHUW 3aKMOYEHHOrO TPYAOBOrO AOrOBOpa, KOTOPLI 06bABNAETCH
pabOoTHUKY NOA pacnucky B TPEXAHEBHbI CPOK CO AHA NOANMCAHUS TPYAOBOro
Joroeopa.

Mpn npueme Ha paboTy paboTHUKY MOXET 6biThb YCTAHOBMIEHO WUCMbITaHUe
NPOAOIMKUTENBHOCTLIO He Gonee 3 MecsLes.

1.3. MNpu noctynnexnn paboTHuka Ha paboTy UNK Nepesoge ero B yCTaHOBNEHHOM
nopsiake Ha apyryto paboTty AgMUHUCTpaLus ob6ssaHa:

- O3HaKOMUTL pPaboTHWKA C Nopy4yeHHOW PaBOTOW, YCHOBUAMMU U OMMaToi Tpyaa,
pa3bACHUTL paboTHUKY ero npaBa 1 06A3aHHOCTH;

- O3HaKOMWTbL C MpaBuNamMn BHYTPEHHEro TPYAOBOIO PACNOPAAKA;

- MPOBECTU MHCTPYKTaX NO TeXHUKke 6e30nacHOCTH, NPOU3BOACTBEHHOI cCaHUTapuy,
MPOTMBOMOXAPHOA OXpaHe W ApYrMM MpaBunam  oxpaHbl TPyAa, pasbsCHUTL
00sA3aHHOCTb MO COXpPaHEHWI0 CBEAEHWIl, COCTABMNSALLMX KOMMEpYECKyrd unu
CNy>ke0HYI0 TalHy, OTBETCTBEHHOCTL 3a ee pasrnalleHue.

1.4. TpekpalueHre Tpy[oBOro LOroBopa MNPOU3BOAUTCS TOMBKO MO OCHOBaHUAM,
npeaycMOTPEHHLIM TPYAOBbLIM 3aKkoHoAATeENLCTBOM PO.

PaboTHUK MMeeT npaBo pacToprHyTh TPYLOBOM AO0roBop, npeaynpeaves o6 3tom
aAMWHWACTPaLMIO B NUCbMEHHOW ¢dopme 3a aBe Hepenu. Mo MCTeYeHUW ykasaHHOMO
Cpoka npeAynpexaeHns ob yeonbHeHun paboTHWK BripaBe npekpaTuTh paboty, a
aAMUHMCTpaLms obasaHa BbiaaTh eMy TPYAOBYIO KHUKKY C BHECEHHONW B HEe 3arnuchbio
06 yBOMbHEHWM, Apyrue [OKYMEHTbI, CBA3aHHble ¢ paboToid, no NMUCbMEHHOMY
3asBNEHUI0 paboTHUKa M NPOU3BECTU C HUM OKOHYATenNbHbIA pacyer. lNpekpalleHue
TPYA0BOro Jorosopa oopMIIsSeTcsi NPUKa3oM Mo NPeAnpUATHIO.

Mo cornalueHuto Mexay paboTHUKOM M agMUHUCTPaLMEN TPYAOBOIA AOroBOpP MOXET
ObITb PACTOPrHYT U A0 UCTEYEHUS CPOKA NPEAYNPEXAEHNA 06 YBONbHEHNM.

3anucu B TPYAOBYI KHWKKY O MpUYMHEX NpeKkpalleHWs TPYAOBOro [oroeopa
AOIKHBI NMPOU3BOAUTECA B TOYHOM COOTBETCTBUM C (hOpMYynMUpPOBKaMM Tpynosoro
koaekca P® unu uHoro chefepanbHOro 3akoHa M CO CCbINKOW Ha COOTBETCTBYHLLNE
cTaTbio, NYHKT TpyaoBoro kogekca PO unu nHoro chenepanbHOro 3akoHa.

[AHeM yBOMbHEeHUs cuuTaeTCs NOCNeAHUN AeHb paboTl.
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2. OCHOBHbIE OBA3AHHOCTU PABOTHUKOB

2.1. PabotHukn AHO AMNO YTL «MpodeccuoHan» AomKHbI;

- AOBPOCOBECTHO BLINOMHATL CBOM TPYAOBblE 06s3aHHOCTH, coBroAaTh TPYAOBYIO
ANCLIMNINNHY, CBOEBPEMEHHO UM TOYHO WCMOMHATL PACMOPSKEHUS aaMUHUCTPaLUK W
HEMoCPeACTBEHHOro pYKOBOAWTENSA, Wcnonb3oBaTb BCe paboyee Bpems Ang
NPOU3BOAUTENLHOrO TPyAa, BO3OEPXWUBATLCA OT [AEWCTBWIA, MeLlalLuX Apyridm
paboTHUKaM BbINOMHATL UX TPYAOBbIE 06A3aHHOCTY;

- Ka4€CTBEHHO U B CPOK BbINOMHATL NPOU3BOACTBEHHbBIE 3a4aHUSA U NOPYHEHUS;

- cobniofatk TpeboBaHMA No oxpaHe Tpyaa, TexHuke BesonacHocTy,
NPOU3BOACTBEHHOW CaHUTApUK, TUIMeHe Tpyaa U NPOTUBONOXKAPHOW OXpaHe;

- coaepxatb cBoe paboyee MecTto, obopyaoBaHue U npucnocobneHus u
nepefasarth CMeHsoLWeMy paboTHUKY B NOpsAKE, YUCTOTE U UCNIPABHOM COCTOSIHWM, a
Takke cobnogaTtb YACTOTY B OTAENEe U Ha TEPPUTOPUK NPeanpuATUS; cobnioaaTh
YCTaHOBIEHHbI NOPALOK XpaHeHUs MaTepuanbHbIX LLEHHOCTEN U [JOKYMEHTOB;

- BeperkHo oTHOCUTLCA K UMYLLIECTBY pabGoToaaTens u Apyrux paboTHUKOB:

- HE pasrnallarth OXpaHsAemyto 3akOHOM TaliHy (rocyAapCTBEHHYI0, KOMMEPYECKYIo,
cry>eBHYyI0 1 UHYI0), CTaBLLYI0 U3BECTHON PabOTHUKY B CBA3MN C UCMONHEHUEM UM
TPYAOBbIX 00A3aHHOCTEN.

2.2. Kpyr obsizaHHOCTEl, KOTOpbIe BbINONHAET paboTHUK MO CBOEl crneumanbHoCTy,
KBanucukaumm, [LOMKHOCTH, oOnpefenseTcs TPpyLOBbIM [OroBOPOM, [AOIHKHOCTHOM
WUHCTPYKLUMER.

3. OCHOBHBbIE OBA3AHHOCTU AOMUHUCTPALIMKA

3.1. AoMuHucTpauus obasaHa:

- cobnogaTe TPyAOBOE 3aKOHOAATENbCTBO;

- NpefocTaBuTh paboTHUKY paboTy, 06yCnoBnNEHHYIO TPYAOBLIM 4OrOBOPOM:;

- obecneunTb Ge30NacHOCTL TpyAa U YCroBus, oTeevaloLme TpeGoBaHUAM oXpaHbl
W TUrMeHbl TPYAa;

- obecneunTs paboTHuka o6opyaoBaHWEM, WHCTPYMEHTAMW, TEXHUYECKON
AOKYMEHTaLMei U MHBIMU CpeacTBaMu, HeoBXOAMMBIMM ANA UCMONHEHUA UM TPYAOBbIX
obsa3aHHOCTEl;

- BbiNna4nsaTk B NOHOM pasMepe npuyuTaroLlylocs paboTHUKy 3apaboTHylo nnary
B CPOKW, YCTaHOBMNEHHblE TPYAOBbLIM 32KOHOA4ATENbCTBOM, KONMEKTUBHLIM 4OrOBOPOM,
npaeunamy BHyTPEHHEro Tpy4oBOro pacnopsaka, TPyAOBLIMU 4OroBOPaMu;

- cnocobcTBoBaTh paboTHMKAM B MOBLILEHWA MMW CBOeil  KBanucbukaumu,
COBepLUEHCTBOBaHUU NpodeccuoHanbHbIX HaBbIKOB.

3.2. AOMMHMCTpauUMA CTPEMMUTCS K CO34aHMI0  BbICOKONPOECCMOHANBLHOMo
paboToOCNOCOBHOMO  KOMMEKTUBA, PasBUTUIO KOPNOPaTUBHbLIX OTHOLUEHWIA BHYTPYU
NPEANPUATMA, NOBLILEHWIO 3aWHTEPEeCcOBaHHOCTU cpeau paboTHUKOB B pasBUTUU M
yKpenneHun AesTenbHOCTH NpeanpusTus.

4. PABOYEE BPEMA U BPEMA OTObIXA

4.1. B COOTBETCTBUM C [EACTBYIOLUMM 3aKOHOAATENLCTBOM Ha MNpeanpuUATUM
yCcTaHaBnuBaeTCA NATWAHEBHas paboyas Hemens C OBYMS BbIXOOHBIMW AHSIMMU -
cybbota u BockpeceHbe. [NpopomkuTenbHOCTE paboyero BpemeHn cocTaensieT 40
4YacoB B Hegenw.
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lpacpuk paboTkl, onpepensOWMA  Havyano exegHEBHON paboTkl, Bpems
obeneHHoro nepepeiBa 1 OKOHYaHUe paBoyero AHS, YCTaHABNUBAETCS ana paboTHukos
npeanpuaTMa  C - y4eTom  NpOW3BOACTBEHHOW  AEATENbHOCTHM,  YTBEpPXKAAEeTCS
aAMUHUCTpaLUEN.

MpopomkuTenbHocTe  paBoyero  AHA WM CMEHbl, HenocpeacTBeHHO
NPeALecTByOLX HepaboyeMy NpasaHUYHOMY AHIO, YMEHBLLAETCS Ha OAMH Yac.

4.2. Pabota Ha npeanpuaTUM He NPOM3BOAUTCA B MpasgHWYHbIE  [HW,
YCTaHOBMEHHbIE TPYAOBLIM 3aKOHOAATENLCTBOM.

Mpy coBnageHu BLIXOAHOrO W MPa3fHWYHOTO [HEW nepeHoc BbIXOAHOro AHS
OCYLLIECTBIIA€TCA B COOTBETCTBUW C TPYAOBLIM 3aKOHOAATENNLCTBOM.

4.3. O4epefHoCTb NPefoCTaBMNEHUsI OTNYCKOB YCTAaHABNUBAETCS agMuHUCTpauuei
C Y4ETOM NPOU3BOACTBEHHON HEOBXOAMMOCTH U NOXeNaHWi paboTHUKOB.

[poAOMKUTENBHOCTL EXErofHOMo Ona4YnuBaeMoro oTnycka Ans Bcex paboTHMKOB
COrMacHO [AEeNCTBYIOLUEMY 3aKOHOAATEeNbCTBY YCTAHABMMBAETCH He MeHee 28
kaneHgapHbeix AHel. Mo cornmacoBaHuio ¢ agMUHUCTpaLUMeit paboTHuKy moxeT 6biTb
NpeAocCcTaBneH AoNONHUTENbHbIR oTnyck 6e3 coxpaHeHusa 3apaboTHoM nnaThb..

5. NOOLLPEHUA

9.1. 3a obpasuosoe BbLINONMHEHWE TPYAOBbIX obsi3aHHOCTE, NOBLILLEHUE
NPOU3BOAUTENBHOCTU TPyAa, ynyylleHUe KavecTsa NpPoAyKLMM, NPOAOIKATENLHYIO U1
GesynpeuHyio paboTy u Apyrue ycnexu B Tpyae NPUMEHSIOTCS cnegywowme Mepbl
nooLlpeHns paboTHUKOB:

- 0bbABneHue GnarogapHoCTy;

- BblJa4ya npemuu;

- HarpaXKaeHue LeHHbIM NoAapKOM:;

- 3aHeceHue B KHury noveta, Ha [locky noverta.

MooLpeHunsi 06bABNAIOTCA NPUKA30M, JOBOAATCA A0 CBeAEHUS BCEro KONNeKTUBa 1
3aHOCATCS B TPYAOBYIO KHUXKY paboTHUKA.

6. OTBETCTBEHHOCTb 3A HAPYLLEHUE TPYQOBOW AUCLUMNUHBI

6.1. HapyluieHve TpynoBo# AUCLUMNNKHEI, T.€. HEUCNOMHEHNE UMW HEHaanexallee
UCMOSNTHEHNE MO BWHE PabOTHUKA BOBMOXEHHBIX HA HEro TPYAOBbIX OBA3AHHOCTEIA,
BreYyeT 3a cobOW nNpuUMEeHeHMe Mep [UCLMUNIIMHAPHOTO UMM  OBLUECTBEHHOro
BOSAEUCTBUS, a Takke NPUMEHEHUE WHbIX Mep, NPefyCMOTPEHHbIX AelCTBYIOLMM
3aKoHOLATENbLCTBOM.

6.2. 3a HapyLueHWe TpyaoBOM AUCLIMNIUHBI 8AMUHUCTPALMS NPUMEHSIET

crnegyoLivMe gUCLUUnUHapHbIe B3bICKaHUSA:

- 3amevaHue;

- BbIFOBOP);

- YBOJIbHEHUWE M0 COOTBETCTBYIOLLMM OCHOBaHUAM.

YBOMNbHEHWE B Ka4eCTBE AUCLMNNUHAPHOIO B3bICKAHUSI MOXET BbITb MPUMEHEHO 33
HEOAHOKpaTHOE HeucnonHeHne paboTHUKOM 6e3 yBaXWUTENbHLIX MPUYMH TPYAOBbIX
obszaHHOCTEN, eCnNK OH UMEET ANCLIMNITMHAPHOE B3bICKaHME.

6.3. AucumnnuHapHble B3biCKAHWSI NMPUMEHSIOTCH PYKOBOAUTENEM npeonpusiTus.
AAMWHUCTPALMA WUMEeT NpPaBO BMECTO HArOXEHUS AUCLMNIMHAPHOIO B3bICKaHWS
nepeaatb BONPOC O HapyLUeHUM TPY[OBOW AUCLMNNUHLI HA PacCMOTPEHWE TPYAOBOro
KONneKTuea.
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6.4. [lo HanoxeHus B3biCKaHWsl OT HapyLUUTEnsi TPYLOBOW AUCLIMNIIMHBI JOMXHbI
BbiTe 3aTpeboBaHbl O6BLACHEHUS B NMUCHMEHHOM opme. B cnyyae oTkasa paboTHuka
AaTb yKasaHHOE OOBLACHEHUE COCTaBNSAETCH COOTBETCTBYIOLLMIA aKT.

Otkas paboTHMKa AaTe OBGLSCHEHUS He MOXeT CNy>XUTb MNPEenAaATcTBUEM AnsA
NMPUMEHEHUS B3bICKaHUSA.

AvcuunnuHapHoe B3biCKaHWe NPUMEHSIETCA He nosgHee OLHOro Mecsiua co AHS
oBHapyXeHus npocTynka, He cunTas BpeMeHu 6onesHu paboTHuka, npebbiBaHus ero B
OTMyCke, a Taioke BPEMEeHW, HeobXOAMMOro Ha y4yeT MHEHWs npeacTaBUTENbHOMO
opraHa paboTHUKOB.

AucumnnnHapHoe B3biCKaHUe He MOXeT BbiTb MPUMEHEHO nosgHee LWeCTU MecsLeB
CO AHA COBEPLIEHWA NpoCTynka, a Mo pesynbTatamM peBU3MM, NPOBEPKU UHAHCOBO-
XO3AUCTBEHHON AEATENBHOCTU UMK ayAUTOPCKON NPOBEpPKU - No3gHee AByX NeT co AHA
ero coseplieHns. B ykasaHHble CpOkM He BKIOYaeTcsl Bpems npousBoAcTBa Mo
yrornoesHomy geny.

3a Kaxgblii AMCLMNIIMHAPHBIA NPOCTYNOK MOXeT BbiTh NMPUMEHEHO TONLKO OAHO
AUCLIMNNMHapHOe B3bICKaHue.

6.5. Mpukas (pacnopsikeHue) paboTtogatens o NPUMEHEeHUN OUCLMNMUHAPHOro
B3bICKaHWUA 0OBLABNSETCA PaGOTHUKY NOL Pacnucky B TeYeHue Tpex pabouyux gHen co
AHA ero wuspavua. B cnyyae otkasa paGoTHuka noanucaTb yKa3aHHBbI npukas
(pacnopskeHue) cocTaBMAETCA COOTBETCTBYIOLLMIA aKT.

6.6. Ecnn B TeuyeHWe roga co AHA NMPUMEHEHWs AWCLMNIIMHAPHOrO B3bICKaHUSA
paboTHMK He OypeT noABeprHyT HOBOMY AUCLUMNINUHAPHOMY B3bICKaHUIO, TO OH
CHUTAETCA HE MMEIoLMM OUCLMNNUHAPHOTO B3bickaHusA. B TeueHue cpoka peiicTeus
AVUCLIMNITMHAPHOTO B3bICKAHUA Mepbl NOOLUPEHMSs, YKkasaHHble B HacToswmx Mpasunax,
K pabOTHUKY HE NPUMEHSIOTCS.

PaboTtopatens o ucteyeHus roga co AHA npUMEHeHus AUCLIMNITUHAPHOrO
B3bICKAHWA WMEET MNpaBo CHATb ero ¢ paboTHuKka no CoGCTBEHHOW WHULUMATUBE,
npockbe camoro paboTHUKa, XOAATANCTBY €r0 HEMOCPECTBEHHOTO pykoBoguTens unu
npeacTaBUTENbHOrO opraHa paboTHUKOB.

6.7. C npaBunamu BHYTPEHHEro pacnopsika OOMKHbl GbiTh O3HAKOMMEHb! BCe
paboTHMKKM NpeanpusaTUa (NpunoxeHue 1). PaboTHUKM 06513aHbI B CBOEN noBcegHEeBHON
paboTe cobniogarte NopsAoK, YCTaHOBMEHHbIN Npasunamum.
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NACT O3HAKOMITEHUA

Mpunoxexue 1.

C npaBunamMu BHYTPEHHEro pacnopsaka 03HaKOMIIeH:

AOIMKHOCTb

AOMKHOCTb

ACIMKHOCTL

LOMKHOCTh

LOMKHOCTb

AOIXHOCTb

[OMKHOCTb

AOJDKHOCTDL

[OOMKHOCTb

JOMKHOCTb

AOIM¥HOCTb

OOIMXHOCTE

AOMKHOCTb

AOINXHOCTb

[IOMKHOCTb

LOMKHOCTb

LOMKHOCTb

NoANMCh

pacLludpoBKa NoanmcK

nognnce

paclumnpoBKa NoAnucK

noAnuch

pacluudpoeka noanucK

nognuce

pacLu1cpoBKa nognmcu

noAnuch

paclundpoBKa noanucu

nognnce

paclundpoBka nognucu

noanvch

pacwu1cpoBka nognucu

nognuce

pacluMdpoBKa NOAMUCH

noanucb

pacluntpoBKa NoanvMcu

noannuck

paclwudposka nognucu

noAn1ch

pacwugpoBKa noanucu

noannce

paclunpoBKa Noanucu

NoAnuUch

pacwmndgpoBKa noanucu

noanuch

pacluncpoBKa noanucu

nognmch

pacLiMgpoBka noanucK

NoAnMucCh

paclumgpoBKa noanucu

nognuck

paclundpoBka nognucu




