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IIpaBuna BHyTpeHHero TpynoBoro pacnopsika
B OO0 « VY1 HABAT»
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Hacrosimue TIpaBuiia ONpPe(CIsioT BHYTPCHIHH TpyzoBol pacropanok B 000 «Y1I HABAT»,
NOPAOK TIpYEMa M YBOJBHCHHS PabOTHUKOB, OCHOBHBIC obszanmoctr  pabOTHHKOB M
A/IMIIACTPAIIMH, PEXUM pabOUYero BPEMEHH ¥ €ro MCIONL30BAINE, & TAKKE MEPHI HOOMIPEHUs! 38
ycrexu B paboTe ¥ OTBETCTBEHHOCTD 38 HAPYIICHUC TPYJOBOH JIMCIHILTHHEL

1. I[TPUEM

1. Ipuem ma pabory B OO0 «VYII HABAT» Ipou3BOIMATCA Ha OCHOBAHHH 3aKIIOUCHHOTO
['pakIaHCKO-TIPABOBOTO JIOTOBOPA 1A OKA3AHME YCIIYT KA TPYIOBOIO IOroBopa o padote.

1.2. Ilpu upueme Ha pabory B OO0 «YI{HHABAT» pykosozncTeo 06g3aH0 0TpedoBaTh 0T
OCTYIAIOIIEro:

- 1Ipe/IOCTABICHHS TPYIOBOH KHIDKKH oQOpMIICHHOM, B YCTAHOBICHHOM MOPSJIKE (st
TPYAOBOIO 10T0BOPA):

- [IpebABIEHIS IACTIOPTa, YIOCTOBEPAIOMICIO JMTHOCTE;

- QUIUIOMA MW HHOIO  JIOKyMeHTa 0 HOJIy4eHHOM obpasoBaHMM MM JIOKYMCHTA,
ITOJ[TBEPIKIAIONIETO CIEIMAILHOCTh HITH KB (DUKAIHIO.

[IprieM Ha pafoTy €3 yKa3aHbIX TOKYMEIITOB HC HPOM3BO/MTCA.

B 1e1six 6051ee [I0IHO# ONeHKH IIPO(PECCHONALHBIX | ICTOBRIX KaueCTB IPHIMMACMOTO Ha paboty
pabotuuka ajmunrcTpanms 000 «Y11 HABAT» MOXKeT IPeUIOKATE EMY IPEACTABUTE KPATKYIO
IIHCEMEHHYIO XapaKTepUCTHKY (pesiome) BBITTOJHAEMON pamee pabOTBI, YMEHHE IIOJIL30BATHC
OprTeXHMKOif, paboTaTh Ha KOMIIBIOTEPE U T.2L.

ITpuem ua padory 8 000 «VI1 HABAT» ocymecTBIsieTes, KaK IMPapuiio, ¢ IPOXOKACHUEM
MCIIBITATEIBHOIO CPOKA MPOIOIBKAUTEILHOCTEIO OT 1 10 3-X MECAIICE.

IIprem Ha pabory opOpMIAETCS TPUKA30M, KOTOPLIH oObsnigercs pabOTHUKY IO PACIMCKY.
DAKTHIECKIM JIOLYCKOM K PafOTe CUMTACTCA 3aKIIOUCHHE TPY/IOBOrO JA0T0BOPA, HE3ABMCHMO

OT TOT0, OBLI M IIpUeM ia paboTy o(popMIICH HalUIeHKAIM obpaszom.

1.3. [Tpu mocTymieHnr paboTHHKA HA padOTy MMM HEPEBOJIE Cro B yCTAHOBICHHOM OPSIKE Ha
IpyTyIo paboTy aJMEHHCTpALms 00s3aHa;

- 03HAKOMUTE €r0 ¢ IIOPYIEHHOH paboToM, YCIOBMSIMY H OIUIATOH TPY/Ia,

- PAsLIACHUTE PAOOTHUKY €T0 UpaBa U 00sI3aHHOCTH;

- O3IAKOMHTE C TIPABKMIIAME BHYTPEHIEIO TPYI0BOI0 pACIIOps/iKa;

- IIPOBECTH WIICTPYKTAXK MO TEXHUKE De301acioCTH, HPOM3BOJICTBEHHOM CAHUTAPHM,
IIPOTHBOTIOKAPHOH OXPAHE 1 JAPYIHM TIPaBHIIaM OXpaHbl TPYIA, 1 06 0B53aHHOCTH 110 COXPAHEHHIO
cBelen i, COCTABISIONMX KOMMEPUYCCKYIO MM CIYKEOHYIO taiiny Q00 «YI[ HABAT» u
OTBETCTBCHHOCTH 34 €€ pasrjiallicHue U Lepe/ady ApyruM JIAIam.

1.4. Tlpexparienue TPYAOBOTO JOTOBOPA MOXKET MMETH MECTO TOIBKO 110 OCHOBAINIM,
[[PEIYCMOTPEHHBIM TPYZIOBBIM 3aKOHOJATCIBECTBOM MM HPEKPAIIEHUE  Cpoka I'PaK/IAHCKO-
[[PABOBOI'O JIOTOBOPA.

PaGOTHHK UMEET IPABO PACTOPTHYTE TPYIOBOH 0T0BOP, 3AKIIOUCHHBIH Ha HEOIpe/IelIeHHbIH CPOK
IpeyIpeHB 00 3T0 aJIMHIACTPALIHIO 3d JIBE HCICIIH.

[To HCTEUEHNH YKA3aHHOTO CPOKA HPE/YIIPEX/ICHIS 00 YBOIBHEHHM, PAOOTHHMK BIPABE IPEKPATHTE
paGoTy, a AIMUHACTPAIUS 00A3aHA BBUIATS eMY TPYTOBYIO KHIKKY M IIPOM3BECTH € HUM pactet.
ITo JIOroBOPEHHOCTH MEXK/LY PAGOTHHKOM M /IMAHACTPAMeH TPY/I0BOK JOTOBOP MOMCT OBITH
PACTOPTHYT B CPOK, O KOTOPOM IPOCUT PAbOTHHK.

Cpousblii TPYZOBOH JIOTOBOP HOJUICKHT PACTOPKEHMIO AOCPOTHO 11O TpeOOBAHMIO PAOOTHUKA B
ciydae ero GONE3HH MIM WHBAIMJIHOCTH, NPENSATCTBYFONMX BEIIOIHEHHIO paboTh! 110 [OTOBOPY,
HApYIICHMS ATMUHMCTPALMEH 3aKOHOZATE/bCIBA O TPY/C, KOIEKTHBHOTO MIM TPyLOBOIO
JIOTOBOPA M 110 JPYTUM YBAKHTEIBILIM IIPHTHHAM, IIPE/LY CMOTPCHHBIM JEHCTRYIOIMM TPYIOBHIM
3aKOHOJATENHCTBOM.

IIpeKpallcHue TPYIOBOIO JIOTOBOpa OGOPMIACTES IPHKAZOM 11O 000 «VI] HABAT». B nens
YBOJIBHEHMA aIMAHACTpalks 0653ana BEIATE PAOOTHUKY €TI0 TPYLOBYIO KHIKKY € BHECEHHOH B
Hee 3AIHCHI0 06 YBOJNLHEHAH | [IPOU3BECTH C HUM OKOHYATEIBHBIH Pacyer.



3anucu o mpuymmax YBOJILHCHHSA B TPYIOBYIO KHHKKY JOJDKHBI [IPOU3BOJUTCS B TOYHOM
COOTBETCTBUH ¢  (OPMYIHPOBKOI JCHCTBYIOIETO 3aKOHOAATENLCTBA M CO CCBUIKOH Ha
COOTBETCTRYIOMIYIO CTATHIO, TIYHKT 3aKoHa. [Jrem YBONLUCHHS CIMTACTCS IOCIICIHIUI JIeHE paboTsI.

2. OCHOBHBIE OBA3AHHOCTU PABOTHUKOR

2.1. Pabornukn OO0 «YI[ HABAT» 1015k

- JI06POCOBECTIO  BBUIOJIATE  CRBOM TPYJIOBBIC  00SI3aHHOCTH,  COOIIOLATE TPYIOBYIO
AUCIUIUIAHY,  CBOEBPEMEHHNO M TOYHO  MCUONHSITE PaclopsDKEHMs.  aIMMHHCTpPALMHA W
HCIIOCPC/ICTBEHHOTO PYKOBOJIMTEIIS, UCIIONL30BATL BCE pabo€ce BpeMs /Ui POU3ROHUTENLHOTO
Tpyna;

- Ka9ECTBCHHO ¥ B CPOK BLUIOIHATH [IPOU3BOICTBCHHEIE 34/IAHHS 1 IIopy4eHus, paborarTh Ha/|
[TOBLINICHHCM CBOETO IPO(ECCHOHAIBHOIO YPORHL;

- TONACPIKMBATE HHCTOTY M HOPSUIOK Ha CBOGM pabodeM MecTe, B CIY)KEOHBIX W JPYIUx
NOMCINCHUSIX, COOJIO/ATE YCTANORICHUBIH HOPAIOK XpaHEHHs JOKYMEHTOB M MaTepHAJILIBIX
[[CHHOCTEH;

- S (PEKTMBHO  HCIONB30BATE  IIEPCOHANBHbBIC KOMIIBIOTEPRL,  OPITEXHUKY W Jpyroe
000py/l0BANMe, SKOHOMHO H pPAlHOHAIBIO Pacxo/loBark MaTepuailbl W SHEPrHIO, JpPYIHE
MaTepHaILHBIE PECYPCHI;

- COOIONATE HOPMBI, TIpaBMia H VHCTPYKIMH TI0  OXpaHe Tpyja, TPOM3BOJICTREHHYIO
CaHHTapHIO, [IPpaBHIIa IIPOTHBOIIOKAPHOH Ge301acHOCTH:

- HC ACTIOJIB30BATE JUIS BRICTYILICHHH U IIYOJIMKALH B CPEJICTRAX MACCOBOM uH(OpMaluK, Kak
B Poccun, 1ak u 3a pyBewom. crejenmii, HOJIyHCHHBIX B CHIIY CIIYXKCOHOIO IOJIOMKCHHS,
onpenelieHHbIX Jokymerramu Q00 « Y1 HABAT», kak KOMMepueckas (ciry:xebuas) taiina
PACIPOCTPAHCHUC KOTOPOH MOKET HAIICCTH BPEJL ABTOIIKOJIE HIIM I'0 paboTHHKaM.

2.2. Kpyr 0bs3ans0CTeH, KOTOPEIC BBIIOIHACT KAXKIbIil PabOTHMK IO CBOEH CHENUATBHOCTH,
KBAMH(QHKALME, JOJDKHOCTH, OIpe/ICisercs TPYZOBBIM  JIOTOBOPOM,  I'DAKAAHCKO-TIPABOBLIM
AOTOBOPOM H JIOJKHOCTHOM UHCTPYKIIUEIH.

3. OCHOBHBIE OBSI3AHHOCTH AJIMUHUCTPAIIUN

3.1. Apveucrpanus obsizana:

- CobIIOAATH 3aKOHOJATEILETBO O TPYJLC:

- IPAaBHJILHO OPranu30BaTh TPyl paOOTHHKOB HA 3aKPEIICHHBIX 34 HUMH pabo4ynmu mecramu,
obecreyns  HEOOXOMMMBIME  IIPHHAIUICHKHOCTIMHE | OPITEXHUKOH, C€O3[aBasi 3I0POBLIE U
OesonacHelc ycnoBus Tpyia, COOTBCICTBYIOIIME [IPaBMJIAM 10 OXpaHe Tpyaa (TeXHHKe
OGesomacHOCTH, CAHUTAPHBIM HOpPMAM, IPOTHBOTIOKAPHBIM [IPABHIIAM);

- obecle nBaTh Crporoe cobMoNEHHE TPYLOBOi JMCITHILTIHBL, [IPHMEHSITH MEPEI BO3IECHCTBIS
K HapyUIATEISM TPYIOBOH JIHCITHTLIHHEL:

- COOJIONATL  OIOBOPCHILIC B TPYIIOBOM JIOrOBOpE  YCIOBMSL OIUIATBL TPYj@, BhUIABATL
3&13&60'1‘11}/'10 11aTy B YCTAHOBJIICHHBIC CPOKH;

- ClOCODCTBOBATH  pabOTHEKAM B LOBBIICHMA MMM CROCH KBy (huKarm,
COBEPUICHCTBOBAHKMA HPOPECCHOHAIBHBIX HABBIKOB;

3.2, AJMUHHCTPAIMS, OCYMECIBISS CBOM  OGS3AHHOCTH CTPEMHTCI K  CO3JAHHIO
BBICOKOIPO(ECCHOHATIBLHOrO  PaboToCIocobHOro KOJUICKTHBA, PpAa3BUTHIO KOPIOPATHBHBIX
OTHOUICHHH cpe/in pabOTHUKOB MX 3aHHTEPECOBAHOCTH B PasBHTHH M YKPENICHUM [ICATCIBHOCTH
000 «Y1I HABAT».

4. PABOYEE BPEMSI M BPEMSI OTJILIXA

4.1. B cooTBercrBMM ¢ JIEHCTBYIOUIAM 3aKOHOJATEIHCTBOM wig  pabornukos  O6miecrsa
YCTAHAB/IMBACTCS MATH/IHEBHAS padodast HENEIs UpoNOIDKUTensnocTeo 40 4acon c IBYMsi
BBIXO/IHBIMU JTHSIMH.



Hauao esxenueBHoi paboTHL, BpeMst OOCICHHOIO IIEPEPHIB M OKOHHAITHC pabouero st
yeTanapIMBaeTest Ut paboTauKoB OBMmMECTsa ¢ yIeToM €ro TIPOM3BOICTBENHOM JICATCITPHOCTH U
onpesiengercs rpapuKkamu paboThl, YTBEPKIACMBIMU anmuuKeTpauein Obmecrna.

42 B cootercrri ¢ sakononarennetsoM, 000 « VI HABAT» B ycTanOBICHAN BEIXOIIRIX 1
NPa3IHMYIEX JHCH PYKOBOICTBYETCA NPOU3BOACTBEHALIM  KaJICHIapEM a TEKYIIHH 10Jl K
TPYJIOBEIM 3aKOHOIATEIHCTBOM. 1IpH COBIAJICHUH BRIXOIHOTO 1 IIPazIHUYHOI0 JTHCH, BHIXO/IHOM
JICHB TIEPENOCHTCs Ha CIIEYIONH TTOCIe HPA3IHIIHOI0 pabounit 1eHb.

4.3. Ogepe/HOCTH NPETOCTARJICHHS OTI[YCKOB yCTAHABIMBACTC a/IMHHHACTpAIMEH C y4eTOM
TIPOM3BOJICTBCHHOM HEOOXOIMMOCTH 1 HOYKeTaHni paboTHMKOB.

1 IpOJIOIKHATENFHOCTE CHKEr0/IHOIO OIIAYMBACMOT0 OTITYCKa JUTH BEEX paboOTHUKOB COIAcHo
HCHCTRYIOMIETO 3aKOHOMATENBCTEA YCTAHOBIIEHA HE MEHEC 24 paboyux nHewH.

4.4, Padoruuxam 000 «VIT HABAT» npa yxo/ie B 09€pe/IHOH OTIYCK BLIIACTCS CANHOBPEMCIIHOC
nocobre B pazMepe MECSIHOI0 OKIIaIa.

5. TIOOILIPEHUS 3A YCIIEXM B PABOTE

5.1. 3a BBLICOKOIPOQECcCHOHaIbHOE BBIIOJHEHUC —TPY/IOBLIX o0g3annocTen, IOBLIICHHC
JIPOM3BOMTEIILHOCTH TPY/Ia, IPOJOIIKUTELHYIO 1 fe3yrpeunyio paboTy u ApYTHe YCIEeXu B TPYIE
NPUMEHSIOTCS CIICAYIONIHEC MCPBI HOOMIPEHI pa6orurkos OO0 «YI[ HABAT»:

- o0baBiienne O1aroJIapHoCTH;

- BhIjIava IIPEMHUH,

- HArpaskICHUE IEHHBIM [T0/TAPKOM.

[oonrpenus oObABISIOTCS! IIPUKA3OM, JIOBOJSTCS JI0 CBCACHHS KOIICKTHBA 1 3ANOCITCH B
TPYAOBYIO KIFDKKY paboTHHKA.

6. OTBETCTBEHHOCTD 3A HAPYIIIEHME TPYJIOBOU JJUCIIUTIJIMHBL

6.1. 3a HApyIMCHHE TPY/OBOH TMCIUIIHHEL a/(MAHICTPAIHS IPUMCHACT CICIYIOMIHE
IHCUMIUTHHAPHEIE B3BICKAHI:

- 3aMCYaHMUC;

- BBITOBOD;

- YBOJIBHEHHE [0 COOTBETCTRYIOIIAM OCHOBAHISM.

VBOTbHEHHE MOXKET ObITh IPHMENCHO 33 CHCTEMAaTHUeCKOe HEHCIOJIHCHHE DPAOOTHUKOM be3
YBaKATEIIBIBIX TPUYAH 00s3aHHOCTEH, BO3I0KEHHBIX Ha HEr0 TPY/IOBBIM IOTOBOPOM H IIPABHIaMH
BIYTPEHHEr0 TPY/0BOIO DACIOpsiKka, €cIM K pabOTHUKY paHee NPHMCHSIMCL  MCpPLI
JIMCIHIUTHHAPHOTO B3BICKAMHS, 34 IIPOTYI (B TOM YHCIIE 38 OTCYTCTBHC Ha paboTte Hosee 3-X 4acos
B Teyenne pabouero mHs) 6€3 yBaXHTEILHBIX NPHIMI, 3 LOSBICHHE Ua PAbOTe B HETPE3BOM
COCTOMIHE MM B COCTOSHMM IApKOTHYICCKOTO HIIM TOKCHYECKOIO ONIBSHEHHS, a TaKKE 34
CcoBEpIICHAE TO MecTy paGoThl xumienms (B TOM HHCIC MEIKOro) TOCYJIapCTBEHHOrO MM
OBIIEeCTBEHHOr0, UMYIIECTBA YCTAHOBJICHHOTO BCTYIHBIIAM B 3aKOHHYIO CHITY IPUIOBOPOM CyXa
1M [TOCTAHOBJICHHEM OpIrala, B KOMIETSHIIHIO KOTOPOT0o BXO/IHT HATOKEHUE d/IMHHICTPATHBHOTO
R3BICKANHS I IPUMEHEHHs. Mep OOMIECTBEHNOrO BO3ICHCTBHSL.

6.2. JIuCIUIIMHAPHEIE B3BICKAHUS [IPHMEHIIOTCS PYKOBOACTBOM 000 «VILI HABAT».
AJIMAHHCTPAIIHS MMECT [IPABO BMECTO HATIOKEHHS JUCIHILIMIAPHOTO B3BICKANNS IEPENATh BOIPOC
0 HapyIIeHAH TPY/IOBOH JUCIMILIMHGI Ha PACCMOTPEHHE TPY/IOBOLO KOJUIEKTHEA.

6.3. Jlo HAZOKEHHs B3BICKAHHS OT HApPYNATENs TPYAOBOH JIMCIHMIUIMHBL JOIDKHEI OBITH
sartpeGoBans 06bacHenysl. OTKa3 pabOTHHKA N1aTh 0OBSICHEHNS HE MOKET CIYXKHUTE HPEIATCTBUEM
JUISI TPUMEHEHHS! B3BICKAHHS.

JrcnuMHapHble B3BICKaNys IPHUMCIIIOTCS HEOCPEACTBEHHO 328 obHapyKeHueM IpocTyIIKa, Ho
He [O3JHee OMHOrO MECsla CO JIHA ero OOHapykKCHHS, He CUMTas BpeMCHH GONe3sHM Wi
npeGpiBanys paboOTHUKA B OTIycKe. B3bICKaHMe HE MOXKeT ObITh HAJOKEHO MO3HEE MIECTH
MECSIIIEB CO [(HA COBCPINCHIM IIPOCTYIKA, a [0 pe3yJibraTaM PEBH3UI HIH IPOBEPKM purarcoro-
XO3SHCTBEHHOM NesTelLIIOCTH - He TI03/[HEE JBYX JICT CO J(Hs €0 COBEPIIEHHMs. B yKa3aHHBIE CPOKH
He BKJIIOYACTCS BPEMS IPOU3BOICTBA II0 YTOIOBHOMY JETTY.



4. 3a KakJioe HapylleHde TPYIOBOH AHCIUIUIMHL MOXKET GBITh HAJIOXKEHO TOJIBKO OJIHO
AUCIHIIMHAPHOC  B3bICKamue. lIpd  HaloKeHMM JHCIMIUIMHAPHOTO  B3BICKAHUS  JIOJDKHDI
YHUTBIBATLCA TAKECTH COBCPIICHIIONO HPOCTYIIKA, 00CTOATCIBCTRA, IIPH KOTOPBIX O COBEpIIECT,
IpEIIeCTBYOMAs paboTa 1 110BeicHIe PabOTHHIKA.

6.5. Ilpukas o IpUMEHEHUH JUCIUIITMHAPHOIO B3BICKAHHIS C yKa3aHHCM MOTHUBOB €0 IIPHMEHEINs
oObsiBIseres  (coobmiaeres) paboTHHKY, IOJIBEPIHYTOMY  B3BICKAHHIO II0J DACIHCKY B
TPCXTHEBHBIA CPOK.

6.6. Ecim B TedeHME T0/[a O JHS CO JIHA IPHMCHCHUS JMCHHUIUTHHAPHOIO B3BICKAHUS PAOOTHUK He
Oyzner no/BeprayT HOBOMY AMCHUILIMHAPHOMY B3BICKAHHIO, TO OH CUHTACTCS MHe IIOJIBEPIIIUMCS
JUCHUIIIHHAPHOMY B3BICKAIIHIO.

JluciuiHapioe B3BICKAllUe MOXET GBIThH CHSTO aIMHHUCTPANMCH 110 CROeW MHUIMATHBE, 110
XOJIaTaCTBY HEIOCPEICTBEHHOTO PYKOBOIHTCIIS LK TPYIOBOTIO KOIICKTURA, ECIIH IIOJIBEPTHY TEIHA
JUCIHITANAPIOMY  B3BICKAHHIO HE COBEPUIMII HOBOTO IIPOCTYUKA M [POSBUI cebs Kak
nobpocoBecTHbli paborHuk. B Tedenne cpoka jeificTBus JMCIHIUTHHAPHOTO B3LICKAHMS MEPLI
NOOMIPEHUs, yKa3anusle B HacTosmmux Ipasunax, X paboTHUKY He IPHMEHSIOTCSL,

6.7. C npapHIaMe BIYTPEHHETO PACIIOPAIKA AOIBKHBL ObITH 03HAKOMIICHb] BCE paboTHUKH,
KOTOpBIC 00s3aHBI B CBOCH TIOBCENHEBIHOH pabore COGIIONATE TOPSIOK, YCTaHOBIICIIHLIH
IPABHIIAMH.



