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ITPABUJIA
BHYTPEHHEro TpyaoBOro pacnopsaka
MKY LK NuxToeckoro censcoseTa
«Benepa»

[uxToBCKOro

J1H CyHsitkuna

Cce/IbCOBeTa
«Benepa»

1. OBLWME NMNONOXEHUA

1.1. Hacroswwe Mpasuna BHYTPEHHEro TPYAOBOrO pacnopsaka B MyHUUMNANnsHOM Ka3EHHOM YYpeXAeHNN
LeHTpa KynbTypbl [MXTOBCKOro cenbcoeeTa «Bexepa».
(nonHoe HaumeHosaHue pabomodamerns)
(nanee wmMeHyemble — [lpaeuna) paspaboTaHbl B COOTBETCTBMM C TpyAOBbIM KOAEKCOM P®D 1 MHbIMU
HOPMAaTMBHBLIMW 8KTaMW, PErynupyoLL¥Mi BONpPOCk! TPYAOBbIX OTHOLLEHWA.
1.2. MNpaBwuna perynupyoT TPYAOBOW pacnopsaok paboTHWkos B MyHMUMNAnbHOM Ka3s€HHOM y4pexaeHun
LieHTpa KynbTypbl [luxTOBCKOro cenbcoseTta «BexHepa»
(nonHoe HaumeHosaHue pabomodamerns)
(nanee — OpraHuaauus), paboTaioLwux no TpyA0BOMY JOrOBOPY.
1.3. [Ins uenei HacToswwmx MNpaeun nod «aamuHucTpauuein OpraHnsaumuy» NOHUMaKTCH: AVPEKTOP.

2. TOPAOOK MPUEMA W YBONMbHEHUSA PABOTHWMKOB OPTAHWU3ALIVK

2.1. Nuua, xenaowuwe pabotats B OpraHusauwu, nogalT Ha uma  Aupektopa OpraHusauuu
COOTBETCTBYIOLUEE 3asBNeHMUe O NpueMe Ha paboTy, 1 3akniouaoT ¢ OpraHusauved (B NWUe AVpeKTopa) TPyACBOW
[Oroeop.

Tpynosoit porosop — cornalexve Mexay OpraHusauved w pabOTHUKOM, B COOTBETCTBUM C KOTOPbIM
OpraHusaums 06s3yeTcs NpefocTasuTs paboTHuky paBoTy no obycrioBneHHoN TPYA0BON (PyHKLMM, OBecneynTs yerosus
TpyAa, npegycMoTpesHsie TpyaoBeiM kogekcom P®, CBOEBPEMEHHO W B MOMHOM pasmMepe Bbinnauvsarb paboTHUKY
3apaboTHYI0 NnaTy, a paboTHUK OBA3YETCS MIM4HO BhINOMHSTL ONPEAENEHHYI0 3TUM COTMalleHNeM TPyAoBYO (PyHKLMIO,
cobriropgaTe HacToswme MNpasuna.

[oroBop 3aknioyaeTcs B MUCBMEHHOW hopMe B 2-X 3K3eMnnspax, Kaabli M3 KOTOpbIX MOAMUCHIBAETCH
cTopoHamu. OAMH 3K3eMnnap TPyAOBOrO JOrosopa nepefaeTcs paboTHMKY, APYTOA XPaHUTCH B NUYHOM aene
paBoTHuka (B OTAENE Kaapos).

Tpynosoit 4OrOBOP MOXET 3aKMiouaThCsi Ha HeonpeJeneHHbIi Cpok U Ha cpok He Bonee 5 ner. Cpo4HbIA
TPYZOBOW [OrOBOP MOXET 3aKM4yaTtbCs Mo MHWLMaTUBE agMUHMCTpaumu Opranusaumn nubo paboTHWKa TOMbKO B
cryyasx, NPeayCMOTPEHHbIX [EeWCTBYIOLIMM 3aKOHOAATENbCTBOM (4N 3aMeHbl BPEMEHHO OTCYTCTBYHOLLEro
paBOoTHMKa, 33 KOTOPbIM B COOTBETCTBMM C 33KOHOM COXPaHSIeTCs MecTo paboTbi; C COBMECTUTENAMU, C
feHCMOHepaMu Mo BO3PAcTy, C 3aMECTUTENsMU reHepanbHOrO AMPEKTopa, rMaBHbiM Gyxrantepom u B ApyriX
crny4asx).

Mpu 3aKknioyeHun TPyAOBOTO AOTrOBOPa  COMMAlUEHMeM CTOPOH MOXeT BbiTh oBycrnoBneHo wucnbiTaHue
paboTHUKA B LIENAX NPOBEpKM ero COOTBETCTBMA nopyyaemoil paboTe. Ycnosue 06 UCNbITAHWM YyKas3bIBAETCH B
TPYAOBOM AOroBOpeE.

MecnbiTanue npu npueme Ha paboTy He ycTaHaBnuBaeTca ANA: GepeMeHHbIX XKEHLLIWH,; HECOBEPLIEHHONETHNX;
MWL, OKOHUMBLUMX OBpa3oBaTEnbHbIE YUPEXAEHUS HAYANbHOTO, CPEAHEro W BbICLETO MPOGECCUOHAmNLHOMO
06pa30BaHnA 1 BNepBbIe NoCTynaloLmMx Ha paboTy N0 NONYYEeHHOM CNeLnanbHOCT, UL, NpurnaleHHbLIX Ha paboTy B
nopsgke nepesoja OT Apyroro paboTojaTens no COrnmacoBaHUK Mexay paboTogatenamu; nvuam, YCnewHo
33BEpLUMBLUMM y4eHUYecTBo B OpraHusaLuu; Npu npueme Ha paboTy Ha Cpok A0 2-x mecsiueB. Cpok ucnbITaHWa He
MOXET MpeBbillaTh TPEX MECALEB, 38 UCKITIOUYEHUEM CNEAYIOLNX KaTeropuit paboTHMKOB, KOTOPBIM CPOK MCTbITaHWA
MOXeT BbiTh YCTAHOBMNEH 0O WECTW MEecsles. 3aMecTUTEeNW reHepansHoro AUPeKTopa, rnaeHbIil Byxrantep u ero
3aMecTUTENW, pykoBoaMTENK (DUNWanos U NPeacTaBUTenbCTB.

TpynoBoi [OroBop, He 0QOPMNEHHbLIN Haanexallum 0Bpa3oM, CUMTAETCs 3aKMIOYEHHBIM, ecni paboTHUMK
npuctynun k pabote ¢ BeaomMa wnu No MOPYYEHWIO aaMUHACTPaLIMM Opranuzaumu. Npu akTuyeckom AonyuleHun
paboTHuka k paBore agmuHucTpauma OpraHusauumn o6s3aHa OOPMUTL C HUM TPYAOBOA JOTOBOP B MUCHMEHHOM
chopme He no3fHee Tpex AHelR co AHA (DaKTUHECcKoro A0NyLLEHNs paboTHuka k paboTe.

Tpyaosoi gorosop o paboTe Ha YCnoBWUSAX BHYTPEHHEro COBMECTUTENbCTBA (8 ceobogHOE OT OCHOBHOW
paboTsl BPEMS) MOXET 3aKMioMaTbCs TOMbKO B TOM Cnyyae, ecnu paboTHWK BbIpa3un xenawne paborate no WHoOM
npodeccuu, CneumansHOCTU UK SOMKHOCTH.

2.2. MocTynawwwme Ha pabory B OpraHusauuMio Npu 3aKMOYEHWW TPYAOBOrO AO0roBopa NPeaLABNAIoT
aaMUHUCTPaLIMKAL

e MAcNOPT WK MHOWA AOKYMEHT, YOCTOBEPSAIOLIMIA IMYHOCTL (CBUAETENLCTBO O POXAEHAN — ANs MU HE
LOCTUrWNX 16-NeTHero Bo3pacTa; 3arpaHuyHbIi NacrnopT — AnA NOCTOAHHO NpoXUBalLWKMX 38 rpaHvLUen rpaxaaH,
KOTOpPblE BPEMEHHO Haxo4ATCA Ha TeppuTopuu P®; ypocrosepeHue NWUYHOCTA WK BOEHHbI# Buner — AnA
BOEHHOCHyXalmx; cnpaska 0O OCBODOXAEHUM U3 MECT nULLIEHWs cBoBOdbl; WHbIE BblAaBaeMble OpraHamu
BHYTPEHHUX AN AOKYMEHTbI, YAOCTOBEPSIOLLNE NTUYHOCTD rpaxaaHuHa);




e  TPYAOBYK KHUXKY, 3@ WCKNIOYEHWEM Cry4Yaes, Koraa TPYAOBOW LOroBOp 3aKNKYaeTcs BhepBble Wnv
paboTHuK nocTynaeTt Ha paboTy Ha YCNOBUSX BHELLUHErO COBMECTUTENLCTRA;

e  CTPaxoBOe CBMAETENbLCTBO rOCYAAaPCTBEHHONO NEHCUOHHOIO CTPaxoBaHus,

e [OKYMEHTbl BOWHCKOrO ydeTa — [Ansi BOEHHOOOS3aHHbIX U NUL, Noanexallmx Npu3biBy Ha BOEHHYH
cnyxby;

e  [OKyMeHT 06 oBpa3oBaHnu, O KBANUMUKALIMK UMK HANUYUK CrIeLManbHbIX 3HAHWA — NPKY NOCTYMNMEHUM Ha
paboTy, TpeDyIoLLYO CneLManbHbIX 3HAHWIA;

e MEAWMUMHCKYI CnpaBKy (MeQMLMHCKYIO KHWXKY) — B Criyyasx: ecnu paboTHWK He jocTtur Bospacrta 18
neT; ecnu paboTa cBsidaHa C ynpaBneHWeMm aBTOTPaHCMOPTOM; NMpu npuemMe Ha Taxenble paboTel U Ha paboTsl C
BpeaHbIMW U (MnK) onacHeIMK YCroBUAMW Tpyaa; paboTHWK nNpuHUMaeTcs Ha paboTy, CBA3aHHylo co cdepoit
0BLUEeCTREHHOro NUTaHWA, Toproenu nubo nevebHo-NpoUNakTUYECKON AEATENLHOCTLIO; @ TAKXKE B UHbIX Cry4asX,
npeayCcMOTPEHHbIX AENCTBYIOLIMM 3aKOHO4aTENLCTBOM.

Mpn 3aknioyeHun TPyAOBOrO [A[OroBOpa BMNEPBbIE TPYAOBAA KHWMKKA W CTpaxoBOe CBWAETENLCTBO
rocyAapCTBEHHOIO NEHCUOHHOrO cTpaxoBaHusa odopmnsaTea OpraHusauven.

2:3. B  Opranusauuu  npedycMaTpuBalOTCA  AOMKHOCTM  aAMWHUCTPATUBHO-YNpPaBneHYecKoro,
BCMOMOraTenbHOro ¥ aAMUHUCTPATUBHO-XO3ANCTBEHHOrO NepcoHana.

2.4, PabotHukm  OpraHusaumu umetoT npaso pabotate Ha YCMNoOBMSX BHYTPEHHErO W BHELLHEro
COBMECTUTENbCTBA — B NOPAAKE, NPeAyCMOTPEHHOM AEWCTBYIOLLMM 3aKOHOAATENLCTBOM.

2.5. Mpuem Ha paboty ocopMnsieTcss npvkasom ravpektopa OpraHu3auuu, M3AaHHbBIM Ha OCHOBAHMM
NMYHOTO 3asBneHUs paboTHWKa W 3aKMIOYEHHOro TpyaoBoro Aorosopa. [pukas obbsBnseTcA paboTHWKY nog
DaCUCKY B TPEXAHEBHbLIN CPOK CO AHS NOANKMCaHNS TPYA0BOrO A0roBopa.

2.6. MNpwn npveme Ha paboTy agMuHWUCTpauus obssaHa o3HakomuTb paboTHUKa ¢ nopyyeHHon paboTon,
yCnoBMSMM TpyAa, pasbscHUTE npaBa W obssaHHOCTM paboTHWKa, O3HAaKOMUTL C  YCTaBOM, HacTOALMMMU
Mpasunamu, [NOMOXEHMEM O 3alUUTE NEPCOHANbHLIX AaHHbLIX, NPOMHCTPYKTUPOBaTh MO TexHWke Be3onacHocTw,
npoTuBOnoxapHou 6esonacHocTu.

Ha kaxgpgoro paBoTHuka, npopaboTasiuero B OpraHu3aLum CBbILLE NATH AHER, BEAYTCA TPY/AOBLIE KHUKKMA (B
cnyyae, ecnv pabota 8 OpraHusaumm siensetca Ans paboTHUKa OCHOBHOWM). B TPYAOBYIO KHUXKY BHOCATCA CBEAEHWS
o paboTHKKe, BbINOMHAEMO UM paboTe, NnepeBoaax Ha Apyryto NoCTosiHHYlo paboTy v 06 yBonbHeHUn paboTHuKaE, a
T20KS OCHOBAHUA NpeKpalleHnss TPYAOBOro JOroBopa M CBEAEHUA O HarpaaeHuax (NOOLUpeHWsx) 3a ycnexu B
paGote. CeegeHus O B3biCKAHUSAX B TPYAOBYK KHUXKY HE BHOCHATCH, 3a WCKMIOYEHUMEM Chyyaes, Koraa
OWCLUMNIMHAPHBIM B3bICKAHUEM SBNRETCA YBONbHEHME.

Mo xenaHuw paboTHWKa, cBefeHus o paboTe NO COBMECTUTENbCTBY BHOCATCHA B TPYAOBYH KHWXKY MO
MECTY OCHOBHOM paboTbl HA OCHOBAHWKM COOTBETCTBYHOLLIErO 3afBNEHUA U AOKYMEHTa, noaTeepxaaiouiero paboTy no
COBMECTUTENLCTBY.

2.7. MNpekpalleHne U pacTopXeHWe TPYAOBOro A0roBopa MOXET WMETb MECTO TOMbKO MO OCHOBaHWUAM,
NDEaYCMOTPEHHBIM AECTBYIOLMM 3aKoHOAATENLCTBOM. PaboTHUKM UMEIOT Npaso pacToprHyTe TPYAOBOW AOTOBOP
no cODCTBEHHOMY KEMaHui, npeaynpeaue ob 3TOM agMWUHWUCTPaUMio B NUCbMeHHON cdopme 3a 2 Hepenu (14
xanesnapHsix gHel). CooTBeTCTBylOLWEe 3asBneHWe (C Hanuyiwem BU3bl HENOCPEACTBEHHOTO PYKOBOAWTENS
paboTHrka) NoQaeTcs B NPUEMHYK reHepanbHoro aupektopa OpraHun3aumv. 2-HedernbHblid CPOK MCHACNAeTCs Co
g==. CNefyoLLero 3a AHeM perucTpaLiv 3anBneHns.

B cnyuasx, korga 3asenedue paboTHuka 06 yBOMbHEHWM MO ero uHuumatuee 06ycrosneHo
SES03MOKHOCTBIO NPOJOMKEHNA UM paboTel MO YBAXKMTENLHOW NPUYMHE (BLIXOA Ha MEHCWIO U Apyrve criyyaw), a
Taowe B CNy4yasxX YCTAHOBIEHHOTO Hapyllewus agmuHucTpauuerd OpraHuaaumy 3aKOHOB U WMHbIX HOPMaTWBHBIX
~022085iX aKTOB, COAEPXalluX HOPMbI TPYAOBOTO Mpaea, YCMoBUiA TPYAOBOro AOroBOpa aaMUHUCTpauus obssaHa
DECTODIHYTL TPYAOBOM JOrOBOP B CPOK, YKa3aHHbIV B 3anBneHnn paboTHUKa.

[o »cTeyeHus cpoka npeaynpexaeHns ob ysonbHeHun paBGoTHUK umeeT npaso B nwoboe BpeMs 0TO3BaTh
s=0e 32saneHve. YBOMbHEHWE B 3TOM Cryyae He NpOoW3BOAWTCH, ECNW Ha er0 MECTO He NPUrnalieH B NMCbMEHHON
=opwe Opyroi paboTHUK, KOTOPOMY B COOTBETCTBUM C 3aKOHOAATENLCTBOM HE MOXET ObiTh OTKa3aHOo B 3aKnio4eHn
TDYZ0S0r0 A0roBopa.

Mo MCTEYEHUM CPOKa NpeaynpexaeHus o6 yBonsHeHWM paboTHUK MMEET Npaso npekpaTuTb paboTy.

Ecnn no WCTEYEHUM CpoKa npegynpexaeHvs ob yBOnbHEeHMW TPyA0BOW O0rosop He Obin pacToprHyT w
2250THMK HE HAaCTauBaET Ha YBONMbHEHUW, TO AEeWCTBWE TPYAOBOro AOroBOpa NpojomKaeTcs.

Mo cornalleHunio Mexay paboTHUKOM M aaMUHWUCTPALMER TPYAOBOA AOTOBOP MOXET ObiTb PACTOPrHYT U A0
poTESSHMA CPOKa NpeaynpexaeHus o6 yBonbHeHun.

PabOTHWK, 3aKMiOYMBLUMIA TPYOOBOW [OTOBOP C ycnosuem 00 WCnbITaTeNbHOM CPOKe, UMEET npaso
sacToprHyTe TPYAOBOW AOTOBOP B MEPUOA WMCMLITaHWA, npeaynpeaws o6 3TOM aAMUHKCTpauuio B NUCbMEHHON
Sopwe 32 TPU OHS.

2.8. MpekpallieHre TPYLO0BOro [oroBopa 0hOPMIIRETCA NPUKA3OM AMPEKTOPaA.

2.9. B ieHb yBONbHEHUS aAMUHUCTPaLMs obsizaHa BbiaaTh paboTHMKY ero TPYAOBYHO KHWKKY C BHECEHUEM B
wee 32nmcH 00 YBOMbHEHWM, NPON3BECTU C HUM OKOHYATENbHbIA pacyeT W BblAaTe (MPU HANMYMK NMCEMEHHOTO
szs=neuns paboTHWKA) KOMWW [OKYMEHTOB, CBA3aHHbIX C paboToii. MNpu nonyyeHun pacuera paboTHuk obsasaH
~DeacTasuTb B kaccy Byxrantepum nonHOCTbIO 3anofHeHHbIn 06X0AHOM NINCT, MOATBEPXOAKLWNA OTCYTCTBUE KaKUX-
w50 METEpWanbHbLIX MPETEH3WA CO CTOPOHbI aaMuHMCTpauuu OpraHusaumu. [lHeM YBONMbHEHUS CcYWUTaeTcs
mocmeasui AeHb paboTel (AaTta, ykasaHHas B Npukase).




2.10. To nucbMeHHOMY 3asiBrieHuio paBoTHWKa aaMUHUCTPALMS Opranmzaumm obasaHa BbigaTs emy B 3-
AHEBHbIA CPOK, Ge3B03MesHO, Haanexale 3aBepeHHbIe KOmuu AOKYMEHTOB, CBAA3aHHbIX C paboToi (konuu npukasa
0 npueme Ha paboTy, Mpukasoe O nepesoaax Ha Apyryl paboTy; npukasa 06 YBOMBHEHUM C paboTbl; Konuo
TPYAOBOM KHWXKKM; cnpasku o 3apaboTHol nnate, nepuoge paboTs! B Opranusaumu n ap.).

3. OCHOBHbIE OBA3AHHOCTW U NMPABA PABOTHUKOB OPIrAHWU3ALIMM

3.1. PabotHukn OpraHusauuu obs3aHbl:

e [I0OPOCOBECTHO, Ha BLICOKOM NMPOECCUOHANLHOM YPOBHE, MCTIOMHATL CBOM AOMKHOCTHbIE OBA33HHOCTY,
BO3MOXEHHBIE HA HUX TPYOBLIM OTOBOPOM;

¢  CBOEBPEMEHHO W TOYHO UCMOMHATL NUCLMEHHbIE U YCTHbIE PACMOPSKEHUS 3AMUHUCTPALIAN;

e cobnopaTe HacToswume Mpasuna;

e cobniopate TpeGoBaHMs NO OXxpaHe Tpyaa, TexHWke BE3onacHOCTU, MPOW3BOACTBEHHOM caHuTapum u
rurveHe Tpyaa;

e cobrioaaTe NpaBuna npoTUBONOXapHO BesonacHoCTy;

e BepexHo OTHOCUTLCH K MMyLLecTBy OpraHusauuu;

* HEe3ameanuTensHo coobllaTte aaMUMHUCTPaUMW O BO3HWUKHOBEHWW CUTYaLuW, NpeACTaBnsioLLei yrposy
KU3HU W 300POBLIO N0AEN, COXPaHHOCTM uMyLuecTBa OpraHusaumm;

e codepxaTb csoe paboyee MEecTo B YUCTOTE;

e  BecTu ceba JOCTOMHO, BO3AEPKUBATLCA OT AEUCTBUN, MELLALLIMX ApYyruM paboTHUKaM BbIMOMHATL UX
TpyAoBble 0653aHHOCTW.

Kpyr obsasaHHocTeit (paboT), KOTOpbIE BBINOMHSET KaXIbIA paboTHMK NO CBOEW CheuuansbHoCcTY,
KBanuduKkaLumMu unu  JOMXHOCTM, ONpeaenseTcs, MOMUMO TPYAOBOTO [AOrOBOPA, TEXHUYECKUMU Mpasunamu,
AOMKHOCTHBIMU  MHCTPYKUMAMU  (XapakTepucTukoii  pabot), paspaboTaHHbIMM  Ha  OCHOBAaHMM  TapUdHO-
K82NUdUKaLMOHHOrO crpasoyHika paboT u npodeccuii pabounx U KBanuUKaLMOHHOIO CNpaBOYHUKa OOIMKHOCTEN
cRyXaLumx.

3.2. PabotHuku OpraHusauum MMeIoT Npaeo Ha:

®  3aKNOYEHME, W3IMEHEHWe W pacTOpXeHWe TPyaoBOro [OroBOPa B NOPSAKE W HAa  YCMOBWSX,
YCTaHOBMEHHbIX TPYA0BbIM 32KOHOAATENLCTBOM P®;

s npefocTasneHue paboTsl, NPeAyCMOTPEHHOR TPYAOBEIM [OrOBOPOM;

* paboyee MECTO, COOTBETCTBYIOLEE YCTOBUAM, NPEAYCMOTPEHHBIM rOCYAapPCTBEHHBIMU CTaHAapTaMu
Opranunzauuu n 6esonacHoCcTy Tpyaa;

®  CBOEBPEMEHHY!O W B NONHOM obbeMe BbinnaTy 3apaboTHON NNaThl;

®  YCT@HOBMEHWE WM HOPMArbHOW MPOAOIKUTENLHOCTM paboyero BpemMeHWu, NpefocTaBneHwe OHel
oTAbIXa (BKMOYas Hepaboune npasgHUYHbIE JHK), EXETOAHOMO ONNAYNMBAEMOro OTNyCKa;

®  MOMNHYI0 AOCTOBEPHYK WH(hOpMaLmMio 06 ycrnosusix TpyAa v TpeboBaHWaxX oxpaHbl TpyAa Ha paboyem
MecTe;

*  MpoheccHOHanbHYI0 NOAFOTOBKY, NEPEeroaroTOBKY U MOBLIEHWE CBOE KBanMMKaLmMiu B MOPS/KE,
NpeaycCMOTPEHHOM TPYAOBbIM 32KOHOAATENLCTEBOM:;

» ofbeauHenne, BKNIOYAA NPaBO Ha CO3Z@HWE NPOGECCMOHANbHBLIX COKO30B U BCTYMNEHWE B HUX ANS
32LUMTol CBOWUX TPYAOBLIX Npas, cBODO/ U 3aKOHHBLIX UHTEPECOB;

* y4acTve B ynpasnesuu OpraHusaumeit NOCPEACTBOM NPWHATUA y4acTus B cOBpaHWsX TPYAOBOrO
KONNeKTuea,

*  Be/eHMEe KOMNNEKTUBHbIX NEPEroBOPOB U 3aKNIOYEHNE KOMMEKTUBHLIX AOrOBOPOB M COMMalleHuii Yyepes
CBOMX NPEACTaBUTENEN, a TakKe UH(OPMALIWIO O BLINOMHEHUM KOMNMEKTUBHOIO JOrOBOPa, COrNALLEHWIA:

*  3aWuTy CBOWX TPYAOBbIX npas, cBODOA U 38KOHHLIX MHTEPECOB BCEMU HE 3arpelleHHbIMU 3aKOHOM
cnocobamu;

* oDxanoBaHue NpuKasos W PacropsiXeHuid agMuHucTpaumm OpraHnsaumm B yCTaHOBNEHHOM 3aKOHOM
NOPRAKE;

¢ BO3MelleHWe Bpeda, NpUYMHEHHOro paboTHWKY B CBA3W C WCMONMHEHUMEM WM CBOWX TPYAOBbIX
0053aHHOCTEN, N KOMNEHCauMio MOpansHOro Bpeja B MOPAAKE WM HA YCMOBWAX, YCTAHOBMEHHLIX POCCUICKUM
32KOHOAATENbCTBOM;

* obsizaTensHOe coumanbHoe CTPaxoBaHUE B Cry4asx, NPeayCcMOTPEHHbIX heaepanbHbIMi 3aKoHaMu.

4. OCHOBHBIE OBA3AHHOCTW U NMPABA AODMWUHUCTPALIMIA

4.1. AamunncTpauus Oprauusaumu obsasana:

e cobniojaTs 3akoHoAAaTeNnbCTBO O TPyAE, foKanbHble HOpMaTWMBHble akTel OpraHusauvn, ycnosus
MHAWBUAYanNbHBIX TPYAOBbLIX 4OrOBOPOB,

s npepocTaBnATb paboTHUKam paboTy, 0ByCnoBNEHHYIO TPYAOBLIMK 4OrOBOPaMMU;

+ obecneunsaTh BesonacHoCTb TPyaa v YCNOBWS, OTBEYaKLLME TPEBOBAHNAM OXpaHbl 1 MUrMeHbl TPYAA;

s obecneuynBaTtb paboTHMKOB 0BOPYAOBAHMEM, MHCTPYMEHTAMU, TEXHWHECKOW AOKYMEHTALMEN N UHBIMM
cpeacTBaMu, HEOBXOAUMBIMU ANS UCTIONHEHUS UMM TPYAOBLIX 0BA3EHHOCTEN;

e BbiNNayMBaTb B MONHOM pasMepe npuduTarllylocs paboTHukam 3apaboTHyl nnaty B CPOKM,
yCTaHoBNeHHble TpyaoBbIM kogekcom PO u HacToswmmu MNpasunamuy;

®  CBOEBPEMEHHO BLINOMHATE NPEANUCaHUSA roCYAapCTREHHbIX HaA30PHbBIX ¥ KOHTPONbLHbBIX OPraHoB.;

e obecneusBate ObiTOBble Hy¥abl pabOTHWKOB, CBSi3aHHbIE C  WUCMOSMHEHWEM VMW TPYAOBbIX
obR3aHHOCTEN;

e  CBOEBPEMEHHO PaccMaTpuBaTh W BHEAPATb NPeAnoXeHUs paboTHMKOB, HaNpaBreHHble Ha ynyyleHune
paBoTel OpraHnsaumm, noaaepXKUBaThL U NOCLUPATE MyYLLnX PabOTHUKOB;

e YKpennaTb TPYAOBYIO AMCLMMIIMHY, YNy4YluaTk YCNOBUS TPYAS;



e ofbecneunBate Hagnexaliee cOAepXaHMe MOMELLEHWA; UX OTOMMEHWE, OCBEeLUEeHWEe, BEeHTUNALMIO,
o6opyaoBaHWe; co3AaBaTb HOpPMarnkbHLIE YCNOBWA ANA XpaHeHWUs BepxHel oaexabl pabotHukos OpraHusauuu;

e  KOHTponupoBaTb cobniogeHne paboTHUkamu Bcex TpeboBaHWA MHCTPYKUMIA NO TexHuke BeaonacHocTwy,
NPOTUBOMOXaPHOW OXPAHE;

e  CO37aBaThb YCNOBMS ANA MOBbILLEHUA NPOWM3BOAUTENBHOCTW TPyAa, YNyYLLEHUA KauyecTsa paboTsl, NoBbILLET
posie MOPANbHOTO CTUMYNWPOBaHWS TPyAa, pellaTs BOMpoChl O MOOLUPEHUW MepefoBblX KOMMEeKTUBOB U OTAENbHbIX
paboTHWKOB;

e obecneuynBaTb CUCTEMATUYECKOE NOBLILLEHME Aen0oBOo kBanuukaumm paboTHkos OpraHnsauum;

e CnocoBCTBOBATL CO34aHMKO B KOMMEKTMBE [JeNOBOW, TBOPYECKOW 0OCTaHOBKW, nNOAAEpXWBaTh
WHULUWMATUBY W aKTUBHOCTE PabOTHUKOE;

e BHUMATenbHO OTHOCUTLCH K Hy#Jam 1 3anpocam paboTHUKOB;

e  OCyllecTBnsATe 00R3aTEnsHOE couuWansHoe CTpaxoBaHWe paboTHMKOB B MOpsAKe, YCTAHOBMNEHHOM
thegepanbHbiM 3aKOHOM;

e BO3MELlaTb Bpeq, NPUYMHEHHbI paboTHWKaM B CBS3W C MCNOMHEHUEM UMW TPYAOBbLIX 0BA3aHHOCTEN,
KOMMEHCUMPOBATL MOPanbHbIA BPES B NOPAAKE W HA YCNOBWAX, YCTAHOBINEHHbIX POCCUACKAM 3aKOHOAATEeNbLCTBOM.

4.2. AomuHucTpaums Oprasusaumn UMeeT npaso:

e 3aKNuYaTb, M3MEHATL W pacTopraTh TPYAOBbIE AOroBOpbl ¢ paboTHUKaMu B MOpPAOKE W Ha YCMNOBUSAX,
KOTOpbl€ YyCTaHOBNEHbI TpyaoBsIM kogekcam PP, uHbiMu heaepanbHbIMy 3akoHamu;

e  MOOLWPATL pabOTHUKOB 338 40OPOCOBECTHbIN 3hEKTUBHBIN TPYA,

s TpeboeaTb OT pabOTHWKOB WCMOMHEHWS UMW TPYAOBbIX 0DSA3aHHOCTEN W BEepexHoro OTHOLEHWS K
umylecTsy Opranusaumm;

e npuBnekate pabOTHMKOB K OWCUMNNWHAPHOW W MaTtepuanbHOM OTBETCTBEHHOCTW B MOpAAke,
ycTaHOBNEHHOM TpyaoBbiM kogekcom PO, nHbiMn theaepanbHbiMW 3aKoHaMu;

e PUHUMATbL DNOKAMNbHbIE HOPMAaTMBHbIE aKTbl MO BOMNPOCaM, PEryNMpYOWWM  B3aWMOOTHOLIEHUA
paboTHukoe 1 OpraHu3aumu.

5. YCNOBWUA TPYOA

5. HopmansHas npogonmkuTensHocTs paboyero BpeMeHu aAMUHWUCTPaTUBHO-YNpPaBfeHYeckoro,
BCMOMOraTenbHOro U aAMUHUCTPATUBHO-XO3AWCTBEHHOTO NepcoHana He MoXeT npesbiwaTtsk 40 Yacos B Hedenk.

HopmanbHas npoaomxMTeNLHOCTE paboyero BpeMeHu cokpatilaeTcs Ha:

e 16 4acos B Heaenw — Ans paboTHUKOB B Bo3pacTe Ao 16 neT;

¢  5uyacos B Hefeno — AnsA paboTHYKOB, ABNALWUXCS MHBanuaamu | unu [l rpynnel;

e 4 yaca B Hepenw — ans paboTHUKoB B Bo3pacTe oT 16 Ao 18 neT,;

HakaHyHe Hepabouux npasaHUYHbIX AHER NPOAOIKUTENBEHOCTE paboyero AHA COKPaLaeTcs Ha OAuH Yac.

Hepabounmu npasaHuuHbIMKM AHsIMK B Poccuitckon Peaepaunu AaBnalTes.

1 1 2 AaHBaps — HoBwil rog;

7 sHBaps — PoxaecTeo XpUCTOBO;

23 thespans — [JeHb 3awmtHuka OtevecTsa,

8 mapTa — MeXayHapoaHbIiA XKEHCKMA AeHb;

1 1 2 man — MNpasgxuk BecHbl U TpyAa;

9 mas — [eHb MNobeasi;

12 vioHA — [eHs Poccum;

7 Honbps — ropgosLumHa OxkTADPLCKON peBonioLuK.

[eHb cornacusi U NPUMHPEHUS;

12 pekabps — [exs Konctutyumun Poccuinckoin Geaepaumu.

MPOACMKUTENLHOCTS PaBoThi N0 COBMECTUTENLCTBY HE MOXET npeBbiate 4 4acos B AeHb u 16 4acos B
Heaenk.

52. B Opranuzaumm ycTasasnusaeTcs 6-gHeBHas paboyas Hegens C O4HWM BbIXOOHBIM AHEM
NOHeAenbHUK.

Bpems Hayana paboTe:_10-00

Mepepbie: ¢ 13-00 po 14-00

BpeMmst OKOHYaHWS paBoTe:: 17 -

5.3 AOMWHWCTpauMs OOR3aHa OpPraHu30BaTh TOYHbIA y4eT paboqero BpemeHw, oTpaboTaHHOro KaxabiMm
paboTHUkoM. Yucno oTpaboTarHeix paboOTHUKOM 4acoB (AHeW) exeAHEBHO puKCUpYeTCs B Tabene yyeta paboyero
BPEMEHM, KOTOPbI BEAETCR B K2XAOM CTPYKTYPHOM NOApPasfeneHuy nuuami, HasHa4eHHbIMU OTBETCTBEHHBLIMU 3a
BefeHue Tabens NPUKasoM resepansH=oro AMpekTopa.

5.4 3anpeujaeTca B pabouss Bpems OTBNeKaTb paboTHUKOB OT WX HenocpeAcTBeHHOW paboTbl, CO3biBaTL
coBpaHusi, 3acefjaHns, COBELLaHUs NO BONPOCaM, HE CBR3aHHbLIM C paboToit.

5.5 PafoTHUKaM NPEefoCTABNSOTCA EXETOHbIE OCHOBHbIE OMnadynBaemble OTNYCKa NPOAOMKUTENBHOCTHIO
28 kaneHaapHbIX AHEN C coxpaHeHuem mecTa paboTsl U cpeaHero 3apaboTka.

Onnara OTnycKa NPOM3BOAKUTCR HE NO3AHEES YEM 33 TPW AHA A0 ero Havana.

OuepefiHOCTL NPEAOCTABNEHMS ONNaYMBAEMbIX OTMYCKOB ONPefenseTcs €XEeroaHo B COOTBETCTBAM c
rpapukoM OTNYCKOB, YTBEPKASEMbIM 2aMMHMCTDALMEN OpraHvsaumM He nosgHee, YeM 3a [ABe Henjenu Ao
HaCTYNMeHus kaneHJapHoro roaa. Ipaduk oTmyCKos obs3aTeneH kak ANs afMUHUCTPaUMK, Tak u Ana pabotHuka. O




BPeMeHM Havana oTnycka paboTHUK JOMKeH BbITh USBELLEH B MUCLMEHHOI dopme He no3gHee, YeM 3a 2 Heper
ero Hayana.

PaboTHukam, paboTtawowum B Opranuzauum no COBMECTUTENBLCTBY, E€XEroAHblii OnnadYnBaeMblil O
NPEAOCTABNAETCA OAHOBPEMEHHO C OTMYCKOM MO OCHOBHOW paGoTe, 0 YeM paBOTHUK yKasbiBaeT B COOTBETCTBYIC
3aABNEHNN C NPUMOXEHUEM OOKYMEHTA C OCHOBHOTO MecTta paboThl 0 Nepuose OTnycka.

lMo cornawexunio Mexay paboTHUKOM W aAMUHWUCTPaLMEN OTNYCK MOXET BbiTb pasaeneH Ha YacTu. Mpwu
X0TA Bbl 0AHA U3 YacTen 3Toro OTnycka AoMKHa BbITb HE MeHee 14 KaneHaapHbIX JHEN.

MNpoaneHne unu nepeHeceHWe eXeroJHoro onnayMBaeMoro oTnycka, OT3biB W3 OTNycka JOMNycKaioT
Cny4asx v B Nopsake, NpeayCMOTPeHHbIX TPYA0BLIM Koaekcom PO,

Mpu yBOnbHeHUM paBOTHUKY BLINNAYNBAETCA KOMMEHCALMA 32 BCE HEMCMONb3OBAHHbIE oTnycka.
MACbMEHHOMY 3asBNeHMI0 paboTHMKA Heucnonb30BaHHbIE OTNycka MOryT 6biTh npeaocTaBneHbl  emy
NOCNEAYILNAM YBONbHEHWEM (33 MCKMIOYEHWEM Cry4YaeB YBONbHEHWS 33 BUHOBHbLIE nencteus). Mpu atom A
YBONMbHEHUS CYUNTAETCA NoCneaHuit AeHb oTrnycka. PaGoTHUK B 3TOM Cryyae BNpaBe OTO3BaTh CBOE 3asBNEHUE
YBONMbHEHWUW 10 AHA HA4Yana oTnycka (ecnu Ha ero MecTo He NpUrNalleH B NopsaKe nepesoaa Apyrow paboTHUK).

Mo cemeitHbiM OBCTOSTENLCTBAM W APYTUM  YBAKUTEMBHBIM npuyrHam paboTHUKY MO ero MUCbMEHH
SaABNEHNI0 MOXET MPEeAOCTaBNATbCA OTnyck ©es coxpaHeHus 3apaboTHOM Nnathl, NPOACIKUTENBHOCTL KOTOF
OMPEAENAeTCs MO COMALLEHNI0 MEXTY PabOoTHUMKOM W aaMUHUCTpaLMen. B crnyuasx, NpefyCMOTPEHHbIX TpynoE
kopekcom PP (paboTarolumm neHcuoHepam no CTapocTu — go 14 KaneHAapHeIX AHel B rogy; paboTHWkam B cnyy
poxaeHus pebeHka, peructpaimu Gpaka, cMepTV BrM3KUX POACTBEHHUKOB — A0 5 KaneHaapHbIX AHEN 1 ap. KaTeropl
paboTHUKOB) aaMUHUCTPaLMA 0Bs3aHa NPEaOCTARNSTL TAKO OTMyCK.

5.8. 3apabotHan nnata paboTHMkam OpraHuzaumm BLINNaYnBaeTcs Aga pasa B MecsLu;
®  aBaHC BbiNNa4usaeTcs 25 yucna pacyeTHoro mecsua;

®  OKOH4YaTENbHbLIM pacyeT 3a oTpaboTaHHLIN MecsL Beinnayusaetca 10 uncna Mecsila, creayLero
pacyeTHbIM.

MecTo BbinnaTsl 3apaboTHONM NNaTkl onpegenseTcs VHAWBUAYaNbHBIMU TPYAOBLIMU LOrOBOPaMMU.

B neHb okoHuaTensHOro pacyeta 3a 0TpaboTaHHbIil Mecsl agMUHUCTpauns oBs3aHa BblaaTb pabort
pacyeTHbIA NUCTOK, COAEPXALUMA CBEOEHWS O COCTAaBHbLIX YaCTHX 3apaboTHOM NnaTbl, NPUYMTAIOLEACH em:
COOTBETCTBYIOLMIA NEPUOA, pasMepax M OCHOBAHWAX NPOW3BEAEHHbIX yaepxaHui, a Takke ob oblieir geHex
CymMmMe, nognexallein eeinnare.

Mpu coBNaaeHnM AHA BLINMATL! C BLIXOAHBIM UMM HEPABOYMM NPa3AHUYHBIM AHEM BbINMaTa 3apabor
nnaTtkl NPOU3BOAUTCH HAKAHYHE 3TOro AHS.

6. MOOLUPEHNA 3A YCMNEXWM B PABOTE

6.1. 3a noGpocOBECTHOE WUCMONHEHWe TpyaoBbIX OBS3aHHOCTEN, NPOAOIMKUTENBHYID W Besynpeyx
paboTy, HOBATOPCTEO B TPyAE aAMUHACTPALMS NOOLIPSET PaBOTHUKOB:

* obuasneHvem GnarogapHocTy;

*  BblJayei npemuu;

*  HarpaxaeHuem LUeHHbIM NoAapKoM;

*  HarpaxaeHuem lNoveTHoit Mpamoton OpraHusaumm.

ToowpeHus 06bABNAIOTCA B Npukase no OpraHn3aLmMu, 4OBOASTCH 40 CBEAEHUS BCErO KONNEKTUBA.

Mow npuMeHeHMM Mep nOOLIPeHUst OBECNeuMBaeTCA COYETAHWE MaTepuansHoro u Moparbt
CTUMYNMDOBE2HUA Tpyaa.

7. B3bICKAHUA 3A HAPYLLEHWA TPYLOBOW OUCLMMNIUHBI

7.1, 3a coseplweHWe AMCLUMNIMHAPHOTO MPOCTYNKAa, TO €CTb HEUCMOMHEHWE UMM HeHaanexalu
WCnONseswe Da0OTHUKOM MO €0 BUHE BO3MOXEHHbIX Ha HEro TPYAoBbIX OBA3AHHOCTEN, aAMUHUCTPALMS WUME
NDS20 NDWMESKTS CNedyoLLNe JUCLMMIMHAPHBIE B3bICKAHUS:

*  3aMeuakne;

s  S=r0BOP;

*  YSOMSHEHME NO COOTBETCTBYIOLMM OCHOBAHMSAM.

¥ BONSHEHME B K2YECTBE AMCUMNIIMHAPHOTO B3bICKAHWSA MOXET BbiTh NPUMEHEHO 3a:

*  =SOOHOKDATHOE HeUcrnonHeHwe paboTHUMKOM 6e3 yeakumenbHLIX MPUYUH TPYAOBbLIX 0BA3aHHOCTE
SCIM 0= MMEST SECHSTOS WM HENOralleHHOe AUCLMNIIMHAPHOE B3bICKaHUE,

= oo=ospaTHOS rpyboe HapyleHne paboTHUKOM TPYAOBbIX 0BA3aHHOCTEN, B YACTHOCTH:

- 3= mpozyn (oTcyTCcTBME Ha pabodvem MecTe Bes yBaXuTeNbHLIX MPUYNMH BONee YeThipex 4acoe Mo

= Tesssme pabouero aHA);

-~ mos=nesws =2 paloTe B COCTOSHMM  anKOTOMbHOMO, HAPKOTUYECKOTO WM WMHOMO  TOKCMHECH
e

- ==syweswe paSomHukoM mpeboeaHull No oxpaHe mpyda, CNit 3TO HapyLLEHWe NOBNEKNO 3a Co
TS MOCNERCTEHS,

*  COEEDLESWE SMH0BHLIX AeiCTBUIA paboTHUKOM, HENOCPEACTBEHHO OBCNYXUBAIOWMUM [EHEXHLIE Wi
TOSE0emE See0ow. SCTw 3TM OSWCTBMA [al0T OCHOBaHWe AnA ympambl doeepusi K HeMy CO CTOpPOS

*  CoEemuesews D20O0THMKOM, BbINOMHAIOWMWM BOCNMTATENbHbIE (DYHKLUW, aMOPasbHO20 MPOCMY:
HECOSMECTMEDIT © TDOCDmMESEM N23HHOW paboTh;

ZCLTITSED0E S3sCESHNE B BUAE YBONbHEHWUS HE MOXET ObiTh NMPUMEHEHO K GepemMeHHbIM XeHLUMH
Ysoreesswes sEtoTseene = 3capacTe 40 18 neT JonyckaeTcs TONbKO C COMMAacust COOTBETCTBYIOLIEN roCyAapCTBEH!
MECTENLINS TDNEE & SDMCTN N0 SSNaM HECOBEPLUEHHONETHUX W 3aLuTe WX Npas.



7.2. lvcumnnuHapHoe B3biCKaHUe MOXKET BbiTb HANOXEHO TONLKO AWpekTopoMm OpraHusauumu.

[0 NpUMEHEHNs AUCLMINITMHAPHOTO B3bICKAHWS aaMWHUCTPaUMsS AomkHa 3aTpeboBaTts OT paboTHMKa 06BbACHEHME B
nuceMeHHoM chopme. B cnyyae oTkasa paboTHuka AaTh ykazaHHoe 0D BACHEHWE COCTaBNAETCSH COOTBETCTBYIOLLUMIA aKT.

OucumunnuHapHoe B3biCKaHWe NPUMEHAETCA He NO3JHee OJHOro Mecsla co AHA ODHApYXeHWs NpocTynka,
He cuuTasn Bpemerun BonesHn pabotHuka, npebbiBaHUA ero B OTNyCKe.
OucuunnuHapHoe B3bICKAHWE HE MOXET ObiTb NPUMEHEHO nos3aHee 6 MEcAUEeBR CO AHA COBEpPLUEHUS
NpOCTYynKa.
3a Kaxablih OUCLUMNNUHAPHBIA NPOCTYNOK MOXET ObiTb NPUMEHEHO TOMbLKO OAHO AWCUMNIMHapHOE
B3bICKaHue.

Mpukas o NPUMEHEHUU JUCLMNITMHAPHOTO B3bickaHwsa obbaBnseTca pabGoTHMKY Nog Pacrnucky B TeueHue
TPEeX AHe CO AHA ero U3AaHus.

7.3. Ecnu B TeyeHue roaa CO AHA MPUMEHEHWS OUCLUMNIMHAPHOTO B3biCKaHWs paboTHuk He OyaeT
NOABEPrHYT HOBOMY AUCLIMNNUHAPHOMY B3bICKAHWIO, TO OH CYUTAETCH HE UMEILYMM AUCLMNITUHAPHOTO B3bICKAHUA.

AAMWHUCTPALMS A0 UCTEYEHWUS roAa CO JHA NPUMEHEHUS JUCLIMNNUHAPHOTO B3bICKAHUA UMEET NpPaBo CHATb
ero ¢ paborHuMka no cobcTBeHHOW WHWUMaTMBE, npocbbe camoro paboTHWMKa (M3NOXKEHHOW B MNWUCHMEHHOM
33ABMNEHWUK), XOAATAWCTBY Ero HENOCPEACTBEHHOIO PYKOBOAUTENS.

Hactoswwme Mpaeuna ssisewmsaoTcs B OpraHnsaumm Ha BUAHOM MECTE.
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