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MPABUA oY *
BHYTPEHHEr0 TPYA0BOro pacro

HacTosive npaBuia BHYyTPEHHEro TPYA0BOr0 Pacrops/ka - IOKa/bHbIi HOPMAaTUBHBIN aKT,
PernameHTUpPYIOLLWIA B COOTBETCTBUM C TPyAoBbIM Koaekcom Poccuiickoit defepaumm, NHbIMK
(hefiepanbHbIMM  3aKOHaMK MOPSAOK MpuMeMa U YBO/bHEHMSt PaBGOTHUKOB, OCHOBHbIE TpaBa,
06513aHHOCTN 1 OTBETCTBEHHOCTb CTOPOH TPY/AOBOr0 I0r0BOPA, PEXMM PaboTbl, BPEMsi OT/bIXa,
NpUMeHsieMble K pPaboTHMKaM Mepbl MOOLLIPEHUS U B3bICKAHWUS, a TaKXKe WHble BOMPOCHI
PEryn1poBaHus TPYAOBbIX OTHOLLEHWIA Y paboToaatens (anee - NpaBuna).

1 OMNPEAEJIEHUA

PaboTHUK - Pr3nyeckoe L0, BCTYNMBLLEE B TPYAO0Bble OTHOLLEHUS C paboTodaTeNeMm.
PaboTopaTtenb - OPUANYECKOE NNLLO (OpraHm3auns), BCTyNMBLUEE B TPYAOBbIE OTHOLLEHUS C
PabOTHUKOM.

2. MOPAAOK NPNEMA PABOTHNKOB
1 MPEKPALLEEHVA TPYJOBOIO 4OMOBOPA

2.1. Ana npvema Ha paboTy paboTHUK O(OPMASET 3asB/ieHMe B NPOW3BOJILHON (lopme, C
yKazaHWeM [0/HKHOCTU, 0Kaja, AaTbl Havasna paboTbl.

2.2. TpynoBble OTHOLUEHMS BO3HUKAKT MeXAy paboTHMKOM U paboTodatenemM Ha
OCHOBaHMM TPYAOBOro A0roBopa, 3ak/1to4yaeMoro MMM B COOTBETCTBUM C TPYyAOBbIM KOLEKCOM
Poccuiickoin depepaumu.

2.3. TpypoBble OTHOLLEHUS MeXay PaboTHMKOM K paboTofdaTesieM BO3HMKAKOT Takke Ha
OCHOBaHMM (haKTUYECKOro [onyLleHns paboTHMKa K paboTe € BegoMa MM Mo MOPYYEHUIO
paboTofaTens Unu ero NpeAcTaBuUTeNs B Cy4ae, Korga TPYLOBOW AOroBop He Obln Haf/1eXallmm
06pa3oM OhopM/IEH.

2.4. MMpy 3aKknioYeHUW TPYAOBOro [0roBopa BrepBble TPYAOBas KHMXKKA M CTPaxoBoe
CBUAETENLCTBO MOCYAPCTBEHHOIO MEHCMOHHOIO CTPaxoBaHWUs opopMISHOTCA paboToaateniem.

25. B uensx 06Gonee nNOMHOM OUEHKM NPOMECCUOHAIbHBIX W [ENOBbIX KayecTB
NPUHMMaeMOro Ha paboTy paboTHMKa paboTodaTteNib MOXET MNPeANOXWUTb eMy NpeacTaBuTb
KpaTKyt0 MUCbMEHHYIO XapaKTepucTuky (pes3toMe) BbIMOSIHAEMOW paHee paboTbl, NPOBEPUTH
YMeHVE NoJib30BaThCA OPrTeXHUKOM, paboTaTb Ha KOMMbOTepe U T.4.

2.6. Mprem Ha paboTy OCYLLECTB/ISETCSA KaK NPaBuIo C NPOXOXAEHWEM WUCMbITaTeNlbHOro
CpOKa NPOA0/HKUTENbHOCTBLIO OT 110 3-X MecsALEB. YCnoBue 06 UCMbITaHUN AOMKHO 6bITb NPAMO
yKa3aHo B TPyJ0BOM [IOrOBOpe.

WcnbiTaHne npu npreme Ha paboTy He yCTaHaBMBAETCA ANS:

- ALY, u30paHHbIX MO0 KOHKYpCY Ha 3aMelleHue COOTBETCTBYHOLWE [O/HKHOCTH,
NnpoBeAeHHOMY B MOpPsIAKE, YCTaHOB/IEHHOM TPYAOBbIM 3aKOHOAATE/IbCTBOM W UHbLIMK
HOPMAaTMBHbLIMW MPaBOBbIMW aKTaMu, COAepPXKaLMMmM HOPMbI TPYL0BOrO Npasa;

- 6epeMEHHbIX YKEHLLMH W XXEHLLUMH, UMEIOLLMX AeTel B BO3pacTe 40 NosayTopa feT;

- ML, He AOCTUILIMX BO3pacTa BOCEMHaaLUaTV NeT;

- NN, NOMYYMBLUMX CpefHee MpodecCMOHabHOE MW BbicLlee 06pa3oBaHMe Mo UMEHOLLM



rocyfapCTBEHHYO akKpeauTaLmio 06pa3oBaTe/lbHbIM NPOrpamMmMam ¥ Brepsble NOCTYMNatoLmX Ha
paboTy No cneumanbHOCTM B TEYEHME OHOr0 rofa co [AHS ero nosyyeHus;

- NNL, M36paHHbIX Ha BbIOOPHYIO JO/MKHOCTL Ha OMnfla4ynBaeMyto pabory;

- NNy, NpurnaweHHbIX Ha paboTy B MOpsiAKe nepeBoga OT Apyroro paboTogartens no
COrnacoBaHUi0 Mexay pabotogatensimu;

- NINL, 3aKNoYaloLWmMX TPYA0BOK LOrOBOP Ha CPOK A0 ABYX MECALEB;

- VHbIX 1L, B ClyYasx, NpeaycMOTPeHHbIX TpyaoBbiM KogekcoM Poccuiickoin deaepaumn,
NHbIMW (beaepanbHbIMU 3aKOHaMW, KONMIEKTUBHBLIM OrOBOPOM.

2.7. Mpuem Ha paboTy OPOPMAETCS NPUKA3OM, KOTOPbIA 00bABMSETCA PabOTHUKY Noj
pacrnmcky B TPEXAHEBHbIA CPOK CO AHA (PaKTUYECKOro Havana paboTbl.

2.8. Mpwn thakTyeckoM aonyLleHnn paboTHMKa K paboTe paboTogatens 06s3aH 0HOPMUTb
C HMM TPY/0BOI [OroBOP B MUCbMEHHOW (hOpME He MO3AHee TPex [AHei COo AHS (haKTUYECKOro
fonyuieHns paboTHMKa K paboTe.

2.9. Mpu npueme Ha paboTy (40 nognucaHuns TPYAOBOro forosopa) pabotoaaresib 06s3aH
03HaKOMUTb pPaboTHMKa MO POCMUCbL C HACTOAWMMK MpaBUIamu, WHLIMK NOKaSIbHbIMY
HOPMAaTMBHbLIMW aKTaMK, HENOCPEACTBEHHO CBS3aHHbLIMU C TPYL0BOW AeATeNbHOCTbIO paboTHMKA
(NpY HaIMYMK - C KONNEKTUBHbLIM 1JOrOBOPOM), a TaKXe:

- Pa3bACHUTb PAaBOTHUKY €ro npasa 1 0653aHHOCTY;

- MPOBECTU WHCTPYKTaX MO TeXHUKe 6e30MacHOCTW, MPOM3BOACTBEHHOM CaHUTapuK,
NPOTUBOMNOXaPHOM OXpaHe 1 APYTUM npasuiam oxpaHbl Tpyaa, 06 0653aHHOCTM MO COXPaHEHMIO
CBEAEHWNIA, COCTaBNAOWMX KOMMEPYECKYID WM  CNYyXebGHyt0 TailHy paboTogatens, W
OTBETCTBEHHOCTW 3a €e pasrfalleHne unm nepeaady apyrum nuuam.

2.10. MpekpalleHne TPYLOBOrO 40roBopa 0(hopMaseTca B MOPALKE, YCTaHOB/EHHOM . 13
Kogekca.

3. OCHOBHBbIE NMPABA, OBA3AHHOCTU
MATEPUAJIbBHAA OTBETCTBEHHOCTb PABOTHMKOB

3.1. PaboTHMK MMeET MpaBo Ha:

3aK/toYeHne, U3MEHEHVE N PaCTOPXKEHWE TPYAOBOro 40roBopa B MOPALKE U Ha YCOBUSX,
KOTOpble yCTaHOB/eHbI KOAEKCOM, MHbIMU (hefilepa/ibHbIMU 3aKOHaMU,;

npeLocTaBneHne eMy paboTbl, 00YCM0B/IEHHOW TPYA0BbIM LOrOBOPOM;

paboyee MeCTO, COOTBETCTBYHOLLEE rOCYAapCTBEHHbIM HOPMATUBHBIM TPe60BaHWAM OXpaHbI
Tpyfa v YCNoBusM, MPeaycMOTPeHHbIM KONIEKTUBHBIM OrOBOPOM;

CBOEBPEMEHHYIO 1 B NMOSIHOM 06beMe BblIMaTy 3apaboTHOM MnaTbl B COOTBETCTBUM CO CBOEW
KBaIMMKaLMERn, CNOXHOCTbIO TPy, KO/IMYECTBOM M KA4YeCTBOM BbIMO/IHEHHOW PaboThbl;

OTAblX, 06ecneynBaemblii yCTaHOBEHNEM HOPMa/bHOW MPOAC/IHKUTENBLHOCTU paboyero
BPEMEHW, COKpPaLleHHOro paboyero BpemeHW NS OTAeNbHbIX MPOgecCuii 1 KaTeropui
paboOTHMKOB, MpPeAoCcTaB/eHNEM eXeHefelbHbIX BbIXOAHbIX [AHel, Hepaboumx npasgHUYHbIX
[HeN, oniaynmBaeMblX eXXerogHbIX OTMYCKOB;

MOJIHYHO JOCTOBEPHYHO MH(hopMaLMto 06 YCoBMSAX Tpya 1 TpeboBaHUAX OXpaHbl TPya Ha
paboyem MecTe;

NPohecCMOHaNbHYI0 NOATOTOBKY, NepenofroToBKy U MOBbLILIEHNE CBOeW KBaM(MKauum B
nopsiAiKe, yCTaHOBNEHHOM KOAeKCOM, UHbIMK (heflepa/ibHbIMU 3aKOHaMU;

06beiMHeHNe, BKNOYas NMpPaBo Ha Co3faHne MpogieCCMOHaIbHbLIX COHO30B M BCTYM/IEHNE B
HUX A/151 3aWMTbl CBOMX TPYAOBbLIX Mpas, CBOOOS 1 3aKOHHbLIX MHTEPECOB;

yyacTme B YMpaB/eHUW oOpraHu3aumein B MPeaycMOTPeHHbIX  KOAEeKCOM, VHbIMM
(hefilepaibHbIMY 3aKOHaMU (NPY HIMYUK: 1 KOINEKTUBHBLIM LOTOBOPOM) (hopMax;

BefleHMe KOJINIEKTUBHBLIX MMEePeroBopoB W 3aK/MtoueHVe KONNEKTUBHbIX [OrOBOPOB U
CornaweHnin 4Yepe3 CBOWMX MpeACTaBUTeNel, a TakKkKe Ha WH(POPMAaUMIO O BbIMOIHEHNN
KONNEKTMBHOrO JOroBopa, CornalleHui;

3alUMTy CBOMX TPYAOBbLIX Mpas, CBOOOL M 3aKOHHbLIX MHTEPECOB BCEMMU He 3anpeLLeHHbIMU
3aKOHOM cnocobamu;



paspeLleHve VHOMBUAYAIbHBIX U KOJMINEKTUBHLIX TPYAOBbIX CMOPOB, BK/IHOYasA NPaBo Ha
3a6acToBKY, B NOPsAKe, yCTaHOBNEHHOM KofeKCcoM, MHbIMU (heaepasibHbIMUN 3aKOHaMU;

BO3MeLLeHWe Bpefa, MPUUYNHEHHOTO eMy B CBA3M C UCMOSIHEHNEM TPYLOBbIX 06513aHHOCTER,
M KOMMEHCauuio MOpaibHOro Bpeda B MOpAAKe, YCTaHOB/IEHHOM KOAEKCOM, WHbIMU
(hefiepasibHbIMM 3aKOHaMK;

0653aTe/IbHOE COLMaIbHOE CTpaxoBaHWe B C/yyasx, NpefyCMOTPEHHbIX (efepasibHbIMU
3aKoHamw.

3.2. PaboTHMK 06513aH:

[06POCOBECTHO UCMONHATL CBOM TPYLOBble 06513aHHOCTY, BO3/I0XEHHbIE HA HEr0 TPYA0BbIM
[,0roBOpoOM;

cobnofaTb Npasuna BHYTPEHHEro TPYAOBOIO Pacropsjka;

cobnofatb TPYA0BYHO AUCUUMNIINHY;

BbIMO/IHATL YCTAHOB/IEHHbIE HOPMbI TPY/3;

cobnogatb TpeboBaHNA MO OXpaHe Tpya 1 obecneyeHno 6e30nacHOCTM TPYaa,;

OepeXkHO OTHOCUTLCA K UMYLLECTBY paboTogaTens (B TOM YMC/e K UMYLLECTBY TPETbUX /L,
Haxopdllemycs y paboTogaTens, ecnn paboTogartenb HECET OTBETCTBEHHOCTb 33 COXPaHHOCTb
3TOr0 MMYLLECTBA) M APYruX paboTHUKOB;

He3ame[/IMTeNbHO CO0OWMTL paboTodartento Mbo HernocpeACcTBEHHOMY PYKOBOAMTENO O
BO3HUKHOBEHWUM CUTyauun, NPeACTaBsatoLWe Yrpo3y XU3HM 1 340p0BbIO /K04e, COXPaHHOCTU
nvyulectsa pabotogatens (B TOM uuc/fe WMYLLECTBa TPeTbMX JfiMU, Haxogdwlerocs Yy
paboTogarens, ecnm paboTofaTeslb HeCeT OTBETCTBEHHOCTb 38 COXPAHHOCTb 3TOr0 MMYLLECTBA).

3.3. MepeyeHb yHKUMOHAbHLIX 0053aHHOCTEN, KOTOPbIE BbINOMHSAET KaXKAblA paboTHUK
Mo CBOEN CreumasibHOCTH, KBaIM(UKaLUK, LOMKHOCTA, ONpeaenseTca TpyL0BbIM [AOr0BOPOM U
[OMKHOCTHOM UHCTPYKLMEN.

3.4. MatepuanbHas 0TBETCTBEHHOCTb pabOTHMKA OnpeaenseTca B COOTBETCTBUAM C /. 39
Kogekca.

4. OCHOBHBbIE MNPABA, OBA3AHHOCTI
N OTBETCTBEHHOCTb PABOTOAATENA

4.1. PaboTtogarte/b UMeeT Mnpaso:

3aK/noYaTb, U3MEHATb U pacTopraTb TPYAOBblE 4OTOBOPbI C paboTHMKAMU B MOPALKE U Ha
YCNOBUAX, KOTOPble yCTaHOB/EHbI KOAEKCOM, UHbIMU (hefiepasibHbIMY 3aKOHaMK,;

BECTW KOJI/IEKTUBHbIE MEPEroBOpbl U 3aK/IH4aTb KOMNEKTUBHbIE [Or0BOpbI;

NooLpsATb PaGOTHMKOB 3a JOOPOCOBECTHbIN 3PEKTUBHLIN TPYA;

TpeboBaTb OT PabOTHWKOB WCMOMHEHUS UMW TPYAOBbIX 0053aHHOCTEW U GEPEXXHOro
OTHOLUEHWA K MWMyLLecTBY paboTogatenss (B TOM 4uCe K WMYLLECTBY TPeTbUX JnL,
Haxopsllemycs y paboTtogaTtens, ecnu paboTtogartesb HeCceT OTBETCTBEHHOCTb 3a COXPAHHOCTb
3TOr0 MMyLLeCTBa) W ApYyrux paboTHMKOB, COOMOLEHWS NpaBu/l BHYTPEHHEro TPYAOBOro
pacrnopsgka;

npuBnekatb PabOTHMKOB K ANUCLUNNHAPHOW 1 MaTepUasibHOM OTBETCTBEHHOCTM B MOPSALKE,
yCTaHOB/IeHHOM KogeKcoM, MHbIMU (peaepasibHbIMU 3aKOHaMU;

NPUHUMaTb NOKa/IbHble HOPMATMBHblE aKTbl (32 WUCK/IOYeHMeM paboTogaTenen -
(hU3NYECKMX NNL, He ABNAIOWMNXCA MHAMBUAYIbHLIMUA NPEANPUHUMATENAMN);

co3faeaTb 06beAMHeHMs paboTofaTeneil B LeNsx NpeacTaBUTENbCTBA M 3aLLMTbl CBOUX
WNHTEPeCoB 1 BCTYNaTb B HUX.

4.2. PaboToaatenb 06513aH:

cobnofatb TPYLOBOE 3aKOHOAATENbCTBO W WHblE HOPMATMBHbIE MNPaBOBblE aKTbl,
cofiepXkaLLye HopMbl TPYA0BOI0 NpaBa, /I0Ka/lbHble HOPMATUBHbIE aKTbl, YCI0BUSA KONNEKTUBHOIO
[0roBopa, CornawleHnin 1 TpyAoBbIX JOroBOPOB;

npefocTaBNATb paboTHUKaM paboTy, 06YC/IOBNEHHYHO TPYAOBLIM LOrOBOPOM;

obecneuvBatb 6e30MacHOCTb WM YCNOBUA TPyAa, COOTBETCTBYHOLUME [OCYAAPCTBEHHbIM
HOpMaTMBHbLIM TPe6OBaHMAM OXpaHbl TPYAa;



obecrieunBatb ~ pPabOTHMKOB  06OPYAOBaHUEM, WHCTPYMEHTaMW,  TEXHUYECKOM
[IOKYMEHTaLMen N WHbIMW CPeACcTBaMM, HEOOXOAUMbLIMW AN UCMOSHEHUS UMW  TPYAOBbIX
06s13aHHOCTEN;

o6ecreynBaTh paboTHMKaM pPaBHYH OMaTy 3a TPy PaBHON LIEHHOCTY;

BbINjauvBaTb B MOSIHOM pa3Mepe MNpUYMTaOLLyOCs pPaboTHMKaM 3apaboTHYHO nnaty B
CPOKM, YCTaHOB/IEHHbIE B COOTBETCTBUM C KOZeKCOM (NpY HaIMUMK: KONSIEKTUBHBIM J0r0OBOPOM),
npaBuiamy BHYTPEHHEro TPYA0BOro pacnopsaKa, TPyAOBbIMY AOr0BOpPaMu;

BECTM KO/INIEKTUBHbIE NEPeroBopbl, a TaKXKe 3aK/oyaTb KOINEKTUBHBIV LOTOBOP B MOPALKE,
yCTaHOB/IEHHOM KofeKcowm;

npefocTaBnATb MNpeacTaBuTeniM paboTHUKOB MOSHYHO U LOCTOBEPHYHD WHMOpMaLuIo,
Heob6XOANMYIO A1 3aK/IOHYEeHMsI KONMIEKTMBHOIO [OroBopa, COrfalleHust U KOHTPONsA 3a WX
BbINO/HEHNEM;

3HAKOMUTb PabOTHWMKOB MOJ POCMUCL C MPUHUMAEMbIMU NOKa/IbHLIMU HOPMATUBHbLIMM
aKTamu, HermocpeaCTBEHHO CBA3aHHbLIMU C UX TPYAOBOW AeATeNIbHOCTbLHO;

CBOEBPEMEHHO BbIMNOMHATL NpeAnucaHna hefepasibHOro opraHa UCMONHUTENBHOW BNacTu,
YMNO/IHOMOYEHHOI0 Ha MPOBEAEHME OCYAapCTBEHHOrO HaA30pa M KOHTPONsA 3a CO6MAeHMEM
TPYAOBOr0 3aKOHOJATeNbCTBA M MHBLIX HOPMATUBHBLIX MPaBOBbIX aKTOB, COAEPXALLMX HOPMbI
TPYZAOBOro npa.a, Apyrux eaepasnbHbIX OpPraHoOB UCMOMHUTENBHOM BNACTW, OCYLLECTBASHOLMX
(hyHKLMW MO KOHTPO/IO M HAZA30pY B YCTAHOB/IEHHOW Chepe AesATeNbHOCTI, YniadumeaTb WTpadsl,
HaNOXKeHHble 3a HapyLleHWsi TPYAOBOro 3aKOHOAAaTeNbCTBa UM MHbIX HOPMAaTMBHbLIX MPaBOBbIX
aKTOB, COAEPXaLLMX HOPMbI TPYAO0BOr0 MpaBa;

paccmatpuBaTb MNpPeACTaBNEHUS COOTBETCTBYHOLLMX MNPOGICOKO3HLIX OpPraHoB, WHbIX
N30paHHbIX PabOTHMKAMX MpeACTaBUTENIE O  BbISIBMIEHHbIX  HApYLIEHUAX  TPYAOBOro
3aKOHOJaTeNbCTBa U MHbIX aKTOB, COAEPXKaLLMX HOPMbI TPYAOBOr0O npa.a, NPUHMMAaTbL Mepbl Mo
YCTPAHEHMHO BbISIBMIEHHBIX HapyLLUEHWI 1M CO06LWAaTh O NPUHATBLIX Mepax YKa3aHHbIM OpraHam wu
npeacTaBuUTeNsm,;

co3fasaTb YCoBusi, obecreumBatoLme yyactvie paboTHUKOB B YNpaBIeHUM OpraHu3aLven
B MpefycMOTpeHHbIX KoAeKcoMm, WHbIMKU  (beaepasibHbIMU - 3aKOHaMKU  (NPU Ha/MumMK: U
KONNEKTUBHbLIM [JOrOBOPOM) hopmax;

o6ecreunBaTh ObITOBbIE HYX[bl PAGOTHUKOB, CBA3aHHbIE C UCMOTHEHUEM MMW TPYAOBbIX
06s3aHHOCTENR;

OCYLLECTBNATL  006sA3aTeNlbHOE  COLMa/lbHOEe CTpaxoBaHMe pPabOTHWKOB B MOPALKe,
YCTaHOB/IEHHOM (pefepasibHbIMK 3aKOHaMU;

BO3MELLATb Bpef, MPUYMHEHHbI PabOTHWKAaM B CBS3W C WUCMO/HEHWEM VMW TPYAOBbIX
006513aHHOCTEN, a TaKXKe KOMMEHCUMPOBaTb MOPasibHbIN Bped B NOPSAKE U Ha YCMNOBUAX, KOTOPbIE
ycTaHoBNeHbl Kogekcom, Apyrymun gefepasibHbiMM  3aKOHAMWU M MHbIMW  HOPMAaTUBHbLIMMA
npaBoBbIMY akTamn Poccuiickon ®egepauuu;

MCNOMHATb WHble 0643aHHOCTM, MPeAYyCMOTPEHHblE TPYAOBbIM 3aKOHOAATENIbCTBOM U
WHbIMA HOPMAaTMBHbIMM MPaBOBbIMM aKTamy, COAEPXallUMMM HOPMbl TPYAOBOro Mpasa,
KONNEKTUBHBLIM AOrOBOPOM, COrMIALLIEHNAMM, NOKa/IbHbIMW HOPMATUBHBLIMW aKTamu 1 TPYA0BbIMU
[,0roBopamu.

4.3. Pabotogatenb HeCeT MaTepuasbHYyK) OTBETCTBEHHOCTb Mepef pPaboTHUKOM B
cooTBeTCTBUY C . 38 Kofekca.

4.4. PaboTofaTe/lb, BUHOBHbIN B HapyLUEeHUW TPYAOBOro 3aKOHOAATeNbCTBA U UHbIX aKTOB,
COAepPXallMX HOPMbl TPYAOBOrO Mpasa, MPUBMEKAETCA K AMCUUMNINHAPHON WM MaTepuabHOM
OTBETCTBEHHOCTW B MOPsiAKe, YCTaHOBNEHHOM KOoAeKcoM 1 MHbIMKU (hefiepasibHbIMK 3aKOHaMK, a
TaKXXe  MNPUBMEKAETCA K  IPaXKAaHCKO-NpaBOBOW,  afAMWHUCTPATUBHOW U YrO/IOBHOW
OTBETCTBEHHOCTW B NOPSAKe, YCTaHOB/IEHHOM (heflepasibHbIMU 3aKOHaMU.

5. PEXXMM PABOTbI, BPEMA OTAbIXA
5.1. Pexkum paboyero BpeMeHu Ans paboTHUKOB - NATUAHEBHASA C ABYMS BbIXOAHLIMW AHAMM
(cyb660Ta 1 BOCKpeceHbe) paboyasi HeAens NPoAC/HKUTENbHOCTHIO 40 YacoB (LLUECTUAHEBHAS C



OAHWM BbIXOAHbIM HeM, paboyas Hefens ¢ NpefoCTaB/ieHNEM BbIXOAHbIX AHEN MO CKO/Mb3SLLEMY
rpagmky, HenonHas pabouast Hefens). Bpemsi nepepbiBoB B paboTe ¢ 13.00 o 14.00.

MepepbiBbl He BK/KOYAKOTCA B paboyee BpeMsi U He OMayuuMBaroTCA. PabOTHUK MOXeT
MCNONb30BaTb €ro Mo CBOEMY YCMOTPEHMIO U Ha 3TO BPEMS OT/IyYUTLCA C PaboThl.

5.2. Mo npukasy paboTtodaTens npu HaaMuuMyM MPOM3BOLCTBEHHOW HEOO6XOAUMOCTU MO
[OKNaAHON pykoBoauTens otaena (Cnyx6bl), COrnacoBaHHOW C PabOTHWKOM, K OTAe/bHbIM
paboTHMKaM MOXET MPUMEHATLCS CYMMMPOBaHHbLIN y4eT paboyero BpPeMeHW, C TeM YTOObI
NPOAOIHKUTENBHOCTL Paboyero BpeMeHu 3a YYeTHbIn nepuof (Mecsl, KBapTan) He MpeBbiana
HOPMa/IbHOr0 YKcna paboymx 4acos.

5.3. YueT Hayala M OKOHYaHMsi paboTbl, 06efeHHOro nepepbiBa BeAETCA C MOMOLLbIO
CUCTEMbI aBTOMATUYECKOIr0 KOHTPO/A BPEMEHN.

5.4. Yuet paboyero BpeMeHun BeaeTca cekpetapem. [lo Hauana paboTbl KaXKablid paboTHUK
[O/MKEH OTMETUTb CBOW MPUXOA Ha paboTy, a M0 OKOHYaHUW - YXOf C MOMOLLbK CUCTEMbI
aBTOMATUYECKOrO KOHTPO/ISt BpeMeHU. OTCYTCTBME TaKUX OTMETOK AB/SETCA HEABKOW Ha paboTy.

CekpeTapb BefeT TakKe KOHTPOSIbHbIN YYeT Hamumns (OTCYTCTBUS) pabOTHMKOB Ha paboumx
MecCTax B pabouee Bpewms.

5.5. PaboTa BHe pabo4yero mecta (MOCeLLEHNE YUPEXAEHWUIA U OpraHu3aLmii, KOMaHAMPOBKM)
MPOU3BOANUTCA MO paspeLleHnto  HerocpeACTBEHHOro  PyKOBOAMTeNs paboTHUKA, Bpems
OTCYTCTBUA OTMeYaeTca B «KypHasie KOMaHAMPOBOK». pn HapyLleHWW 3TOro nopsgka Bpems
OTCYTCTBUSA SBNSETCA HEABKOIN Ha paboTy.

5.6. Bpems oTApixa - Bpems, B TeYeHMEe KOTOPOro paboTHWMK CBOOOLEH OT MCMOSIHEHUSA
TPYA0BbIX 06513aHHOCTEN U KOTOPOE OH MOXET MUCMO/Ib30BaThb MO CBOEMY YCMOTPEHWIO.

Bugamu BpemMeHn 0TAbIXa ABMAOTCA:

rnepepbIBbl B TeUeHWe paboyero gHA (CMeHb!);

eXXeHeBHbIN (MeX4YCMEHHbIN) OTAbIX;

BbIXOAHbIE AHWN (eXeHee IbHbI HENPePbIBHbLIN OTAbIX);

Hepabouune NpasgHUYHbIE OHU;

OTnycCKa.

5.7. Hepabouve npasgHuWYHble AHW YCTaHaBNMBAKOTCA B COOTBETCTBUWM C TPYAOBbIM
3aKOHOaTe/IbCTBOM.

5.8. Pab0oTHMKaM MpefoCTaBNsAKOTCA €XeroAHble OTrnycka B COOTBETCTBMM C . 19
TpypoBoro Kogekca Poccuiickoit degepaumn.

6. MPUMEHAEMbIE K PABOTHMKAM MEPbI MOOLWPEHNA N B3bICKAHUNA

6.1. Pabotopartesib noowlpseT pabOTHUKOB, LOOPOCOBECTHO WCMOMHAWNX TPYLOBble
06513aHHOCTM (06BbSABNAET 6GNaro4apHOCTb, BbIAAET MPEMUIO, HArpakaaeT LIEHHbIM MOAaPKOM,
MOYETHOM rpamMoTOM, NPeACTaBASET K 3BaHMIO JlydLLero rno npodeccum).

3a 0cobble TpyaoBble 3acnyru nepen 06WecTBOM M roCyaapcTBOM PabOTHUKM MOrYT ObITb
npesAcTaB/ieHbl K FOCYAapCTBEHHbIM Harpagam.

6.2. 3a BbICOKONPOGECCMOHA/IbHOE BbINOMIHEHNE TPYAOBbIX 0053aHHOCTEN, MOBbILIEHUE
MPOM3BOANTENBLHOCTW TPYAa, NMPOAOIKUTENBHYIO 1 Ge3ynpeyHyto paboTy u apyrve ycrexu B
TPye TakXKe MOryT MPUMEHSTCA UHbIE MEPbI MOOLLPEHNS PabOTHNKOB.

6.3. PelueHvie 0 NOOLLPEHNN UK HarpaxaeHUn paboTHUKA NPUHUMaETCS paboToaarteniem.

PeLleHre 0 NOOLLPEHUN WX HarpaXKAeHUN NPUHMMAETCS Ha OCHOBaHUW MpPeAcTaBNeHUs K
MOOLLPEHNIO HEMOCPEACTBEHHOIO UM BbILLIECTOSLLErO HavalbHUKa.

PaboTogatens BrnpaBe 6e3 NpPeACTaBNeHMS K MOOLPEHUIO WM HarpaKAeHWto
HEMoCPeCTBEHHOIO WM  BbILWECTOSALLEr0 HayaibHMKA pPabOTHMKA MPUHATL  peLleHne o
MOOLLPEHNN UMM HarPaXxKAeHnn N060ro paboTHMKA.

6.- Mpn noowpeHnn uan HarpaxaeH™ paboTHMKA B COOTBETCTBMM C N. 6.1 HaCTOAWMX
npasw/ BbIMNa4MBaETCA eMHOBPEMEHHOE JleHe)XXHOEe BO3HArpaXKaeHWe B NOPALKE U Ha YCOBUSX,
yCTaHOB/EHHbIX NPUKa3oM paboTogatens.

6.5. B Tpy#oBYHO KHWKKY W IMYHOE Aeno paboTHMKA BHOCATCA Credytolme CBeAeHUs O



HarpaxaeHuy (NooLLpeHnn) 3a TPYA0BbIe 3acnyru:

- 0 HarpaXAeHUn rocygapCTBeHHbIMW Harpagamu, B TOM 4uCNe O MNPUCBOEHWUU
rOCYJapCTBEHHbIX MOYETHbIX 3BaHUA, Ha OCHOBAHWM COOTBETCTBYHOLIMX YKa30B W WHbIX
PELLEHNIA;

- 0 HarpaxaeHUM MOYETHbIMX TrpamoTaMu, TMPUCBOEHUM 3BaHWI W HarpaxmaeHun
HarpyAHbIMM 3HaKamy, 3Haykamy, [AUNAOMamu, MOYETHbIMW rpamMoTamu, MpPOV3BOAVMOM
paboTodaTensmu;

- 0 [pyruMx BuAax MNOOLIpPeHus, NpeLyCMOTPEHHbIX 3aKOHO4ATeNbCTBOM POCCUMICKOWA
depfepaumn, a TakkKe KOMNIEKTUBHbIMW [0roBopamu, npasuiaMu BHYTPEHHero TPYyZLOBOro
pacrnopsiaka, yctaBamu U NOMIOXEHUAMI O AUCLMMNIIMHE.

3anucy o npeMusx, NpPeaycCMOTPEHHbIX CUCTEMOI onnaThl TPyAa UAK BbiNjayunBaeMblX Ha
PEerynspHoOi 0CHOBE, B TPYAOBbIE KHUXKWN He BHOCSATCS.

6.6. 3a coBeplleHMe AUCUMMNIMHAPHOIO MPOCTYNKa, TO €CTb HEWCMNOSIHEHNE WK
HeHaj/ieXxalllee UCMosIHeHWe pPaboTHMKOM MO ero BMHE BO3/IOXKEHHbIX Ha Hero TPYLOBbIX
06s3aHHOCTel, paboTofdaTenlb WMeeT MpaBO MPUMEHWUTL  Creaytowme  AUCUUNIVHAPHbIe
B3bICKaHWS:

1) 3ameyaHue;

2) BbIr0OBOP;

3) YBO/IbHEHWE MO COOTBETCTBYHOLLMM OCHOBaHUSIM.

depfepasibHbIMU 3aKOHaMK, YCTaBaMy U MOMIOXKEHUAMU O AUCLUNIUHE A1A OTAe/NbHbIX
KaTeropmin paboTHMKOB MOryT ObITb MPeAyCMOTPEHbI TakKXe W Apyrue AMCUUNINHAPHbIE
B3bICKaHWS.

He pgonyckaeTca NPUMEHEHME AUCUMNIMHAPHBIX B3bICKAHWA, HE MNpPeayCMOTPEHHbIX
(hefilepa/ibHbIMY 3aKOHaMW, YCTaBamMy M NMOMOXEHUAMW O ANCLUNIIVHE.

Mpy  HanOXeHWM AUCUMNAMHAPHOIO  B3bICKAHWUSA  AO/MKHbl  YUUTbIBATLCS  TSHXKECTb
COBEPLLEHHOI0 NPOCTYIMKa 1 06CTOATENILCTBA, NPU KOTOPbIX OH Oblf COBEPLLIEH.

7. NCIMNOJIb3OBAHWE TEJIE®OHOB B PAEOYEE BPEMA

7.1. PaboTHMKaM A1 UCMOMb30BaHWUS B MPOM3BOACTBEHHbIX LENSX MOryT Bbl4aBaTbCs
MOOW/IbHbIE TENEdOHbI.

7.2. CyeTta 3a yc/yru cBa3v no MOOu/bHbIM TeneoHaM Npw UCNosb30BaHUN TenetoHOB B
NMPOM3BOACTBEHHbIX LieNIsSiX pab0THUKOM OriayumBaroTCs paboTogateniem.

7.3. B cnyyae ytepyn MobunbHOro TenetoHa paboTHMK caM o6ecnevmBaeT cebs CpeacTBOM
CBSI3M.

7.4. B uensix COKpalLleHWs 3aTpaT Ha TeNneOHHbIE NePeroBopbl PabOTHUK AO0MKEH:

a) MCMNOMb30BaTb 3/IEKTPOHHYKO MOYTY KaK OCHOBHOE CpeAcTBO 0buleHus. TenegoH
MCNOMb3YeTCs B CNyYasx IKCTPEHHON He06X0AMMOCTY;

0) 3apaHee NpofyMbIBaTb CBOM pa3roBop, NOAroTaBMBAaTb TEMbI /1 06CYKAEHNS.

B) MCMO/Mb30BaTb SMS-CO06LLEHNS.

Haxopgacb B KOMaHANPOBKE:

- co06LLaTb OCTa/IbHbIM Pa6OTHMKAM HOMEP, MO KOTOPOMY ero MOXHO HauTu.

B cnyyae ecnn pabOTHWK 3BOHWUT APYroMy paboTHUKY Ha MOOGWNbHbLIA TenetoH, MNepBbIii
[O/MKEH NONpPOCUTb BTOPOro Nepe3BOHNUTL Ha FOPOACKOA HOMEP (He OTHOCUTCA K KNMEHTaMm).

8. UCIMNOJIbSOBAHWE TPAHCIOPTA OJ1A CNYXEBHbLIX NMOE30K

B cnyyae Heob6X04MMOCTM B MCMO/b30BAHUM aBTOTPAHCMNOPTA A1 CNY>KEOHbIX Lenei
cnesyerT:

Co00LWMTb CEKpeTapto 0 HEOOXOAMMOCTI MaLLMHbI C YKa3aHWEM Lie/In Noe3aKu, MapLupyTa
1 BPEMEHW He Mno3aHee Yem 3a 60 MUH. A0 Bble3aa.

CekpeTapb CO0OLLAET 0 3anpoce PyKOBOACTBY.

PYKOBOACTBO OLEHMBAET LIeN1eco0bpasHOCTb MCMO/Mb30BaHUA CY)Ke6HOW MalluvHbl WK
TaKcw.



Mpn peleHnn B MNOMb3y CNY>XEOHOI MaluMHbl CeKpeTapb BHOCMT 3anucb B <«>KypHan
NCMO/b30BaHNSA CNY>XXeOHOro aBTOMOOW/S» U JOBOAUT €e 10 CBEAEHWSI BOANTENS.

Mpw peLLeHnn B NOMb3y TaKCK CEKPeTapb AenaeT 3aKa3 /IerkoBoro aBTOMo6ms B KOMNaHUN-
napTHepe.

Mo OKOHYaHMW MOe3AKN PabOTHMK NOMy4vaeT OT BOAMTENSA 3amno/IHEHHbIA GnaHK-3aKas,
KOTOpbIA OTAaeT CekpeTapto Ana nepefayn B Oyxranteputo. bnaHk nognucbiBaeTca 06evmu
CTOPOHaMW: BOAWUTENEM U 3aKa34MKOM.

Moe3aKN Ha TakCu ONna4ynMBatoTCs GE3HAIMYHBIM MyTEM.

B cnyuyae ecnv pabOTHMK, 3aKasaBLLUMIA TaKCKM B a3pomopT, 3HAeT O 3a[epXKKe peiica, OH
coobLlaeT 06 3TOM B paboyee BpeMsi CEKpeTapro, B Hepaboyee Bpems - KOMMaHWU-NapTHEPY MO
TeneoHy NM60O PyKOBOACTBY, KOTOPOe NPMHUMAET peLleHne 06 OTMeHe 3aKasa b0 OXMaaHWM.

9. MHbIE BOMPOCHI PEMY/IMPOBAHUSA TPYJOBbIX OTHOLLEHWIA

9.1. PabOTHMK MMeeT NpaBO >XanoBaTbCH Ha AOMYLEHHbIE, MO ero MHEHWI0, HapyLleHWs
TPYLOBOr0 3aKOHOAATE/IbCTBA M HACTOALIMX MNpaBWU HEMOCPeACTBEHHOMY PYKOBOAUTENO U
PYKOBOACTBY paboTogaTens.

PabOoTHVK Brpase NpeAcTaBAaTb NPeAIOKEHNA N0 YNyYLIEHNIO OpraHu3auum Tpyaa v no
ApYyrvM Bonpocam, peryampyeMbiM HaCTOALLMMU NpaBuiamm.

YKasaHHble Xanobbl ¥ NpefnoxXeHNs NpeAcTaBNs0TCA B MUCbMEHHON (hopme.

9.2. Mpn HaNVUUKU NHAMBUAYANBbHBIX (KONNIEKTUBHBLIX) TPYAOBbLIX CMOPOB UX PaCCMOTPEHME
N paspeLleHne MpouM3BOAUTCA B COOTBETCTBUM C Kopgekcom, eaepasibHbIMU  3aKOHaMK,
HaCTOALMMM NpasuiamMu, Npu 3TOM CTOPOHbI Criopa AO/MKHbI MPUHUMATL BCE HEOOXOAMMble
Mepbl 419 UX paspeLLeHns, B MePBYIO ovepesb, MyTeM NeperoBopoB.

9.3. PabOTHUKW AOMHKHBI MPY BbINOSIHEHUN CBOUX TPYA0BbIX 06513aHHOCTEN HOCUTb OLEXAY
CTPOroro fAenosoro ctuns. Mo naTHUUaM AonycKaeTca cBoboaHas (hopma Oaexapbl.

9.4. B uenax ynyuLleHns Ucrosib3oBaHns paboyero BpeMeHU 1 ynopsgoueHns BHYTPEHHUX
NPON3BOACTBEHHBLIX KOHTAKTOB:

- LOKYMEHTbI Ha NOAMUCb PYKOBOAUTENAM paboTogatens CAAtOTCSH CeKpeTapto, KOTOpbIiA
nepegaeT UX PYKOBOAWUTENHO [ABaX[bl B feHb (Kak npaswuno, B 11 n 16 yacoB) v BO3BpaLlaeT
ncnonHuTeNam (Kak npaswno, B 12 n 16.30 yacos).

9.5. Paboume noMeLLleHNs AO0MKHbI 6bITb 0CBOGOXAEHbI A0 21 uyaca. [pu HanMumm
NPOM3BOACTBEHHOW Heo6XoAMMOCTM B 0o0nee MO3AHEM BPEMEHM KX OCBOOOXAEHUS - MO
paspeLleHno PyKOBOACTBa paboToaaTtens, ecinm 0 Tako Heo6XoAMMOCTM ObII0 3adBNEHO [0 22
4acoB TEKYLLEro AHs.

9.6. 3anpeLyaeTca:

- YHOCUTb C MecTa paboTbl MMYLLECTBO, MpPeAMETbl WM MaTepuasibl, MpUHaLexaLme
paboTogartento, 6e3 nonyyeHns Ha TO COOTBETCTBYIOLLErO paspeLleHns:;

- KypuUTb B MecTax, rfe B COOTBETCTBMM C TPeOGOBaHMAMM TEXHMKM 6e30MacHOCTU U
NPOV3BOACTBEHHON CaHUTapUKN YCTaHOB/EH TaKOM 3anperT;

- TOTOBUTb MKLLY B Npefenax opuca;

- BECTU J/IUTESIbHbIE JINYHbIE TeNle()OHHbIe pa3roBopbl (CBbIe 20 MUHYT 3a pabounin eHb);

- MCMO0/b30BaTb VHTEPHET, 3/IEKTPOHHYIO MOYTY W WHble BUAbI CBA3N B HEMPOQPUIbHbIX
Lensx;

- NPUHOCUTb € COBOM MK YNOTPe6IATL aIKOTO/bHbIE HAMUTKK, NPUXOANUTL B OpraHu3aumo
WM HaXO4UTbCA B HEM B COCTOSAHUWM aiKOro/IbHOro, HapKOTUYEeCKOro WM TOKCUYECKOro
ONbAHEHWS.

9.7. PabOTHMKM HE3aBUCMMO OT [AO0/HKHOCTHOrO MOJSIOXKEeHUs 0653aHbl  NPOSBATH
BEX/IMBOCTb, YBXXEHWE, TEPNUMOCTb Kak B OTHOLLEHWNAX MEXAY COBOM, TakK U NPy OTHOLLEHUAX C
06yyaroLymMmcs.

9.8. ¥ paboTtogartens ycTaHaB/IMBaeTCA NPaBuIo 06paLaTbCs K PYKOBOACTBY MO MMEHM U Ha
«BbI».

9.9. C npasunamy BHyTPeHHEro TPYAOBOro pacropsfka LO/MKHbI ObITb 03HAKOM/EHbI BCE



pabOTHMKK, BKIKOYas BHOBb MNPUHMMaEMbIX Ha paboTy. Bce pabOTHMKW, He3aBMCMMO OT
[OMKHOCTHOIO MONOXEHUSA, 0653aHbl B CBOEI MOBCEAHEBHOM paboTe C06MOAATL HACTOSALLME
npasuna.



