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MpaBuna BHYTPEHHEr0 TPYAOBOW
ans pabotHnkos MKAOY «Hoso-I"eoprumescl] rYn «AneHka»

Hactosawwme [MpaBuna oOnNpefenstoT BHYTPeHHWA TpygoBon pacwpsafok B MKAOY «HoBso-
eoprmeBcknii g/c «AneHKa» MOPAAOK npuvemMa Ha paboTy W YBOSIbHEHWUS PabOTHMKOB, OCHOBHbIE
0653aHHOCTM PabOTHWKOB M aAMUHUCTPALUK, PeXXUM paboyero BpemMeHu, a TakKe Mepbl NOOLLPEeHNs U
OTBETCTBEHHOCTb 3a HapyLUeHWe TPYAOBON AUCLUMVHBI,

1. Mpwvem Ha paboTy

1.1. Mpwrem Ha pa6oTy B 07-304 NPON3BOANTCA HA OCHOBAHUW 3aK/IKOYEHHOI0 TPYA0BOrO [OroBopa.

1.2. Mpn npreme Ha paboty MKAOY 0653aH noTpeboBaTb OT NOCTYMNatoLero:

- NpeAbABNEHNA NacnopTa, YL0CTOBEPSAIOLLErO IMYHOCTD;

- NPeA0CTaBeEHNA TPYAOBOW KHMXKN, O)OPM/IEHHON B yCTaHOB/IEHHOM MNOpsAKe,

- CTPaxoBOro CBUAETeNIbCTBA rOCYAapCTBEHHOr0 NEHCUOHHOMO CTPaxX0BaHMA,

- [OKYMEHTOB BOWHCKOIO y4eTa - A/ BOEHHOO00fA3aHHbIX W nL, MoA/eXawmx npusbiey Ha
BOEHHYHO CNyXO6y;

- gunaomMa  WAM  MHOTO  [JOKYMeHTa O MNOAy4YeHHOM 06pasoBaHWW WU [AOKYMEHTa,
NOATBepPXAatoLLero cneunanbHoCTb NN KBAU(UKaLMIO.

Mpuem Ha paboTy 6e3 yKazaHHbIX JOKYMEHTOB He NMPOou3BOAUTCH.

Mpuem Ha paboTy odopMmaseTcs NpUMKasoM (pPacrops>keHWem) afMUHUCTPaLMK, W3LaHHbIM Ha
OCHOBaHMMW 3aK/OYEHHOI0 TPYAOBOro 4OroBopa, KOTOPbIA 06bABNSETCS PabOTHUKY MOj Pacrnmucky B
TPexXAHeBHbIN CPOK CO AHA MNOANUCAHUA TPYAOBOrO A0r0BOPA.

Mpy npreme Ha paboTy pabOTHUKY MOXET ObITb YCTaHOB/IEHO MCMbITaHUE MPOLO/HKUTENbHOCTbIO
He 6onee 3 mMecALEB.

1.3. Mpu noctynneHun paboTHUKA Ha paboTy WNM MepeBOfe ero B YCTaHOBNEHHOM MNOpPsAKe Ha
Apyryto paboTty AAMUHUCTpaLMA 06a3aHa:

- 03HaKOMWUTb pabOTHMKA C MOPYYEHHON paboToW, YCMOBUSIMM W OMAATON Tpyda, Pas3bsACHUTb
paboTHUKY ero npasa v 0643aHHOCTMU;

- 03HaKOMUWTb C NpaBuIaMn BHYTPEHHero TPYLOBOro pacropsaKa;

- MNPOBECTU WHCTPYKT&X NO TeXHWKe 6e30MacHOCTW, MPOU3BOACTBEHHOW  CaHWUTapuu,
NMPOTMBOMOXAPHOM OXpaHe W ApYruM npaBuiaM OXpaHbl TpyAa, PasbsCHUTb 0643aHHOCTb MO
COXPaHEHMWIO CBefeHUM, COCTaBNALWMNX KOMMEPYECKYIO UK CNYXXeOHY TaliHy, OTBETCTBEHHOCTb 3a
ee pasrnatleHue.

14. TlpeKkpalieHne  TpyLoBOro  Jorosopa  MNpou3BOAMTCA  TONbKO MO  OCHOBAHUAM,
npeaycMOTPeHHbIM TPYAOBbIM 3aKOHOAATEIbCTBOM P®.

PaboTHUK MMeET NnpaBo pacTOPrHyTb TPYLOBOW LOroBop, npesynpeans 06 3TOM aAMUHUCTPALUIO B
NUCbMEHHOW Qopme 3a fABe Hegenu. 10 MCTeYEHMM YKa3aHHOrO CpokKa npefynpexieHus o6
YBOJIbHEHMUN PabOTHUK Bripase MpekpaTtuTb paboTy, a afMUHUCTPaLUS 06s3aHa BblgaTb eMy TPYZLOBYHO
KHVXXKY C BHECEHHOIN B Hee 3anucbio 006 YBONbHEHUW, ApYrue LOKYMEHTbI, CBAi3aHHble C paboToi, Mo
NMUCbMEHHOMY 3asiB/IEHUI0 paboTHMKa M NPOM3BECTM C HUM OKOHYaTeNlbHbIA pacyeT. [MpekpalleHue
TPYAOBOro ,OroBopa 0(hOpPMINAETCA NPUKa3oM Mo NPeANPUATUIO.

Mo cornaweHnto mMexnay paboTHUKOM W agMUHUCTpauueid TPYyAOBOW [OroBOp MOXeT ObiTb
pacTOprHyT U [0 UCTEYEHUSA CpOKa NpeaynpexaeHns 06 yBoNbHEHUN.

3anucu B TPYAOBYK KHUXKY O MpUUYMHaX MNpekpalleHus TPyAoBOro [A0rosopa [AOJIXKHbI
NPOV3BOAMTLCA B TOYHOM COOTBETCTBUM C (DOPMYNMpOBKamu TpyLoBOro kofekca P® wnamM mHoro
(heaepanbHOro 3aKOHa M CO CCbINIKOM Ha COOTBETCTBYHOLLME CTaTbiO, NYHKT TPYA0BOro Kogekca P® mnnu
NHOTo (heflepasibHOro 3aKoHa.

[lHem yBO/IbHEHMSA CUMTaeTCs NOCNeLHUIA feHb PaboThl.



2. OCHOBHbIe 06813aHHOCTN PaboOTHUKOB

2.1. PabOTHMKM JOMKHBI:

- 06POCOBECTHO BbLIMOJIHATL CBOM TPYZAOBble 0643aHHOCTU, CO6MOAATL TPYLOBYHO AUCLUNIUHY,
CBOEBPEMEHHO W TOYHO WCMONHATL  PACMOPSXKEHUA  AAMWHUCTPaLMM W HemnoCPeLCTBEHHOIO
PYKOBOAMTENS, UCNONb30BaTh BCe paboyee Bpems [/15 NMPOM3BOAUTENILHOIO TPyAa, BO3LEPXKUBATLCA OT
[eACTBUI, MellalLWmnX 4pyrum paboTHUKaM BbINOMHATL UX TPYAOBble 0693aHHOCTH;

- KQ4eCTBEHHO U B CPOK BbIMO/IHATb NMPOW3BOACTBEHHbIE 33aHNA U MOPYYEHUS;

- cobnogatb TpeboBaHMA NO OXpaHe TpyAa, TexXHWKe 6e30MacHOCTM, MNPOM3BOACTBEHHOM
CaHMUTapun, r’MrueHe Tpyaa v NPOTUBOMOXapPHO OXpaHe;

- cofepxaTb cBoe paboyee MecTo, 060pYyL0OBaHUE U NPUCMOCOGEHNSA N NepesaBaTb CMEHSAOLWEMY
paboTHUKY B MOPsAAKe, YACTOTE M UCMPABHOM COCTOSHUK, a Takxe COBN0AaTbh YMCTOTY B OTAENE M Ha
TeppuTOpUN MpenpuATUA; cob4aTh YCTAHOB/EHHbIN MOPAA0K XpaHeHUs MaTepuasibHbIX LeHHOCTEN
1N JOKYMEHTOB;

- 6epeXKHO OTHOCMTLCA K UMYLLECTBY paboTofaTens v Apyrux paboTHUKOB;

- He pasrnawatb OXpaHseMyto 3aKOHOM TaiHy (rocyAapCTBEHHYI, KOMMEPYECKYHO, CNYXXeOHY0 1
WNHYI0), CTaBLUY N3BECTHOW PabOTHUKY B CBS3U C UCMONIHEHWEM UM TPYLOBbIX 0653aHHOCTEN.

2.2. Kpyr o06s53aHHOCTell, KOTOpble BbIMOMHAET pPabOTHWUK MO CBOEM CheynanbHOCTH,
KBaNIM(MKaLMK, JOMKHOCTU, ONpeaenseTcs TPYA0BbIM LOrOBOPOM, JO/IHOCTHOW MHCTPYKLUUEN.

3, OCHOBHble 0653aHHOCTM aAMUHUCTPALMM

3.1. AgMuHuCTpaymsa obssaHa:

- cobniogatb TPYLOBOE 3aKOHOLATE/IbCTBO;

- NpefocTaBnUTb PabOTHUKY paboTy, 00YC/IOBIEHHYIO TPYLOBbLIM LOTOBOPOM;

- obecneunTb 6€30MacHOCTb Tpyja W YCM0BUSA, OTBevatowme TpeboBaHMAM OXpaHbl W TUTWEHDI
TpyAa,

- obecneuntb paboTHMKa 060pYyLOBaHWMEM, WHCTPYMEHTaMu, TEXHUYECKOW [OKyMeHTauueid u
WHbIMW CPeACTBaMU, HEOOXOAUMBIMU A/1F UCMOMHEHWUS UM TPYA0BbIX 0653aHHOCTEN;

- BbINjayvBaTb B MOSHOM pa3Mepe NpuMUUTalOLLYtOCS PabOTHUKY 3apabOTHYK Mnaty B CPOKM,
yCTaHOB/IEHHbIE TPYAOBbIM 3aKOHOAATEe/Ib,CTBOM, KOJINIEKTUBHLIM 4OrOBOPOM, NpaBuiamu BHYTPEHHEro
TPYZLOBOro pacnopsifka, TPyAOBbIMU LOTrOBOPaMu;

- crnoco6cTBoBaTh paboOTHMKAaM B MOBLILEHUM UMW CBOeW KBanu(uKauuu, COBEPLLUEHCTBOBAHUM
NPoeCcCMOHabHbIX HaBbIKOB.

3.2. AOMVHUCTpauUmMa CTPEMUTCA K CO3LaHMIO BbICOKOMPOMECCMOHaNIbHOIO paboTocrnocob6HOro
KONNeKTMBa, PasBUTUIO  KOPMOPATVMBHbLIX  OTHOLUEHWIA  BHYTPU  NPeAnpusTAS,  NOBbILEHUIO
3aMHTEPEeCOBAHHOCTY Cpefyn pabOTHUKOB B Pa3BUTUN U YKPENIEHUN AeATeNbHOCTY NPeanpusaTHs.

4. Paboyee Bpems U Bpems 0TAbIXa

4.1. B coOTBeTCTBUM C AENCTBYHOLLMM 3aKOHOLATENbCTBOM Ha MPeAnpuATMM yCTaHaB/MBaeTCs
naTugHeBHas paboyas Hedens C  [ABYMS BbIXOAHbIMW AHAMW - cyb660Ta M  BOCKPECEHbE.
MpoaomKUTeNbHOCTL paboyvero BpemeHn coctaBnseT 40 4acoB B HefleNHo.

Mpahmk paboTbl, ONpefensatoWwmnii Hayano exeaHEBHOMW paboTbl, BpeMs 06e[eHHOro nepepbiBa U
OKOHYaHWe pabouyero AHsA, YyCTaHaBNMBaeTCHd AN  PabOTHUMKOB  MPeanpuATUS € YYeTOM
NPOM3BOACTBEHHON AeATENIbHOCTU, YTBEPXKAAETCA aAMUHUCTPaLMEN.

MpoAo/MKMTENbHOCTL  paboyero  AHA  WAW  CMeHbl, HemnoCPeACTBEHHO MNPeALIEeCcTBYHOLLUX
Hepaboyemy NpasgHNUYHOMY [HIO, YMEHbLUAeTCA Ha OAMH Yac.

4.2. PaboTa Ha npeanpusTUM He MPOM3BOAMTCA B MpasfgHUYHble AHW, YCTaHOBNEHHbIE TPYAOBbIM
3aKOHOAaTe/IbCTBOM.

Mpn coBnageHnn BbIXOLHOMO W MPa3fgHUYHOINO AHEN NepeHoOC BbIXOLHOMO AHSA OCYLLECTB/SETCS B
COOTBETCTBUM C TPYAOBbIM 3aKOHOAATE/IbCTBOM.

4.3. OuepefHOCTb NpeAoCTaBfeHNs OTMYCKOB YCTaHaBNMBAeTCH aAMUHUCTPaUMERn C y4yeTom
NMPON3BOACTBEHHON HEOOXOAMMOCTY 1 NOXXEeNaHWiA PaboTHUKOB.

MpOAO/MHKMTENBHOCTL €XEerofHOro 0naaynBaeMoro OTNyCKa ANns BCeX pPabOTHMKOB COrlacHO
[eNCTBylOWEMY 3aKOHOAATENbCTBY YCTaHaBNMBAaeTCA He MeHee 28 KaneHAapHbix AHei. [1o
COracoBaHUI0 C afMUHUCTPauMein paboTHUKY MOXeT ObiTb NPeaoCTaBfeH LOMOSHUTENbHBIA OTMYCK
6e3 coxpaHeHWs 3apaboTHON NnaThbl.



5. TMoowpeHuns

5.1. 3a 06pasLoBoe BbINOMHEHNE TPYAOBbIX 0653aHHOCTEN, MOBbILIEHWE MPOU3BOLUTENbHOCTH
TpyAa, yNyulleHne KayecTsa NpPoAyKLMKM, NPOSOMKUTENBHYIO U 6e3ynpeyHyto paboTy v gpyrue ycnexu
B TPyAe NPUMEHAIOTCA CNnefyoLlne Mepbl NooLwpeHns paboTHUKOB:

- 06bABNEHNe 6/1aro4apHoOCTU;

- Bbljaya npemuu,

- HarpaxeHve LeHHbIM NoAapKoM;

- 3aHeceHue B KHUTy noyeta, Ha [locKy noyeta.

MoowpeHns 06BABNAOTCA NPUKA30M, LOBOAATCA L0 CBeLeHWs BCero KOEKTMBa U 3aHOCATCA B
TPYLOBYH KHUXKY paboTHMKA.

6. OTBETCTBEHHOCTb 3@ HapyLUeHWe TPYL0BOIN AUCLMNINHBI

6.1. HapylueHne TpyLOBOI AUCLMNAWHBI, T.e. HEUCNONHEHNE WU HEHaZANexallee UCNOJIHEHNE MO
BUHe pabOTHMKa BO3/TOXKEHHbIX Ha HEro TpyAoBbIX 00A3aHHOCTEN, BieYeT 3a CO60M NpUMeHeHVEe Mep
AUCUMMANHAPHOTO MM OOLLECTBEHHOTO  BO3AEWCTBMSA, a TakkKe MPUMEHEHWE UHBbIX  Mep,
npeayCcMOTPeHHbIX AeNCTBYIOLW MM 3aKOHOLATE/IbCTBOM.

6.2. 3a HapyLLeHve TPYAOBON ANCLUUNINHBI AAMUHUCTPaLUsA NPUMEHSET

Cnefytoline gucumnavHapHble B3bICKaHUA:

- 3aMeyYaHue;

- BbIFOBOP;

- YBOJIbHEHWE MO COOTBETCTBYHOLLMM OCHOBaHUAM.

YBONbHEHWe B KayeCcTBe AWUCUWUMINHAPHOIO B3bICKAHUSA MOXET OblTb MPUMEHEeHO 3a
HEOLHOKpPaTHOe HeucrnosiHeHne paboTHUKOM 6e3 YBaKMTENbHbIX MPUYUH TPYLOBLIX 0653aHHOCTEN,
eC/in OH MMEeET ANCLUNINHAPHOE B3bICKaHNE.

6.3. AucuunnvHapHble B3bICKaHUA MPUMEHSAIOTCA PYKOBOAMUTENEM NPeanpuaTua. AgMUHUCTpaLms
MMeeT MNpaBO BMECTO HA/OXeHUA AUCLUMINHAPHOIO B3bICKaHWA MepefaTb BOMPOC O HapyLUEHUK
TPYAOBOW ANCLUMNINHBI HA PACCMOTPEHME TPYAOBOIr0 KOMNEKTUBA.

6.4. [0 HanoXeHWs B3bICKAHUA OT HapywuTens TPYAOBOA AUCLUNANHBI  LO/KHbI  ObITbh
3aTpe6oBaHbl 00BLACHEHWS B MUCbMEHHOM (opme. B cnyyvae OTkasa paboTHWMKa [aTb YKa3aHHOe
06BACHEHWE COCTaB/IAETCA COOTBETCTBYHOLLMNIA aKT.

OTka3 pabOTHMKa [aTb OOBACHEHUS He MOXET CAYXWUTb MPEenaTCTBMEM AN NPUMEHEHUA
B3bICKaHMS.

OucumnnmHapHoe B3biCKaHME NPUMEHAETCA He MO34Hee OLHOro0 MecsAua Co AHA 06HapyXeHus
MPOCTYMKa, He cunuTas BpeMeHW 60/1e3HM paboTHMKA, NpebbiBaHWA ero B OTNYCKe, a TakXXe BPEeMeHMU,
Heo6X04MMOro Ha yyeT MHEHWA NpPeAcTaBUTENbHOIO OpraHa paboTHUKOB.

[AuncunnnvHapHoe B3bICKaHWE He MOXET OblTb MPUMEHEHO MO03[Hee LWEeCTU MeCAlUeB CO [HSA
COBepLUeHNs MpOCTynKa, a Mo pe3ynbTaTaM pPeBM3WK, MNPOBEPKM  (PUHAHCOBO-XO3AACTBEHHON
[eaTeNbHOCTU UK ayAUTOPCKOM NMPOBEPKY - NO3JHee ABYX NeT CO AHA ero coBeplueHus. B yKasaHHble
CPOKW He BK/IKOYAETCA BPeMS MPOU3BOACTBA MO YrO/N0BHOMY Aeny.

3a KaXKablii AMCUMNANHAPHBIA NPOCTYMOK MOXET ObITb NPYMEHEHO TONLKO OAHO AUCLMUMNIMHAPHOE
B3bICKaHMe.

6.5. Tpuka3 (pacnopsxxeHuwe) pabotogatens O MNPUMEHEHUW AUCLUMANHAPHOIO B3bICKaHUSA
06bABNAETCA PabOTHMKY MOJ PacnucKy B TeYeHMe Tpex paboumx LHel co AHS ero u3gaHusa. B cnydae
0TKasza paboTHMKA NOoANMCaTb YKasaHHbIA Npuka3 (pacnopskKeHune) cOCTaBMSETCA COOTBETCTBYHOLLWIA
aKT.

6.6. Ecnn B TeueHue roga co AHA NMPUMeHeHUs AUCLUMNINHAPHOIO B3bICKaHWA paboTHUK He byaeT
MOABEPrHYT  HOBOMY  AWUCLUMMIUHAPHOMY  B3bICKAHMIO, TO OH CUYMTaeTCAd He  UMeoLWwum
AUCUMNANHAPHOTO B3bICKaHMA, B TeyeHue cpoka [eicTBMSA AUCLUMINHAPHOTO B3bICKAHUA Mepbl
NOOLLpeHNs, yKa3aHHble B HAacTOALWMX MpaBmnax, K paboTHUKY He NPUMEHAIOTCS.

PaboTofaTenb O UCTEYEHUA rofa Co AHA NPUMEHEHUS SUCUUMNIMHAPHOIO B3bICKAHUS MMEET NpPaBo
CHATb ero ¢ paboTHMKa N0 COBCTBEHHOW MHMUMATUBE, NPOCbOe camoro paboTHUKA, XO4aTalcTBy €ro
HernocpeLCTBEHHOI0 PYKOBOANTENS UM NPeLCTaBUTEIbHOT0 opraHa paboTHUKOB,

6.7. C npaBunamy BHYTPEHHero pacnopsjka LO/MKHbI ObiTb 03HAKOMJIEHbl BCe PabOTHUKYU
npegnpuatns.  PaboTHWKM  00si3aHbl B CBOE MNOBCeAHEBHOV paboTe cobnogatb  MNOPAAOK,
YCTaHOB/EHHbI Mpasuiamu.



