Mpunoxexune k npukasy NeT-2016/1
oT «01» ceHTs6pst 2016 .

e "YTBEPXXOAKD"
[npexro; ’H@;fsuémpMHTepHeT-oﬁpasoBaHMﬂ»

e ey VS \ ; — —
J w3l 2% W.C.KOHCTaHTUHOB
.. «01» ceHTsbpsa 2016 T.

NMPABUNA
BHYTPEHHEro TpyaoBOro pacnopsaka ans paboTHUKOB
aBTOHOMHOW HEKOMMEPY€eCKOW OpraHn3aumm AONONTHUTENIbHOrO NpodeCCMOHaNnbHOro
obpasoBaHuA «OpnoBCKMA perMOHanNbHbIW LEHTP UHTepPHeT-06pa3oBaHUA»
(AHO «LleHTp MHTepHeT-06pa3oBaHusA»)

Hacroswue Mpasuna onpefensiot BHYTPEHHWA TPYAOBOIA pacnopsaok B AHO «LleHTp uHTEepHeT-
obpasoBaHua», NOpsAOK MpueMa W yBonbHeHUss PaBOTHUKOB, OCHOBHblE OBS3aHHOCTU PaBOTHUKOB W
aAMUHUCTPALNK, pexuMm pabo4ero BpeMeHW W ero WCronb3oBaHWe, a Takke Mepbl MOOLIPEHUS U
OTBETCTBEHHOCTb 3a HapyLleHWe TPYAOBOW AUCLMNIINHDI.

1. MPUEM HA PABOTY

1.1. Npuem Ha paboty B OpraHusaunio NpoOU3BOANTCH Ha OCHOBAHWU 3aKTKOHYEHHOrO TPyAOBOro
Aorosopa.

1.2. TNpu npueme Ha pabory B OpraHusauwio agMuHUCTpauus obssaHa noTpe6oBaTb OT
nocTynaroLyero:

- NPeOoCTaBNeHNsA TPYAOBOW KHUXKKM, OPOPMIIEHHON B YCTGHOBNEHHOM NOPSIAKE, 3@ UCKIIOYEHUEM
Cnyyaes, Koraa TpyAOBOW [OroBOp 3akruvaeTcs enepsble Wnu PaGoTHUK nocTynaet Ha paboTy Ha
YCINOBUSAX COBMECTUTENBCTBA;

- NpeabsABEHNA NacnopTa;

- CTPaxoBOro CBMAETENbCTBA NEHCUOHHOIO CTPaxoBaHuUs;

- AOKYMEHTOB BOMHCKOrO y4yeTa - ANA BOEHHOOGA3aHHbIX W NUL, MOANEXalux npusbIBy Ha
BOEHHYI0 Cryx0y;

- AOKYMeHTa 0 nony4YeHHoOM oBpasoBaHnu, O KBanUUKauU UNu Hanuuuy cneunanbHbIX 3HaHWiA -
NPy nocTynneHnn Ha paboty, TpebytoLyto cneunanbHbIX 3HaHWA UK cneynanbHON NOATOTOBKM:

- APYruX AOKYMEHTOB COrnacHo TpeboBaHNAM AeiCTBYoLEero 3akoHogaTtenscrea PO,

Mpvem Ha paGoTy Ges ykasaHHbIX [JOKYMEHTOB He NPou3BOANUTCA. B Liensx Gonee nomnHoi oLeHKM
NpodeccHoHarbHbIX 1 A4enoBbIX Ka4eCTB NPUHAMAEMOro Ha paboTy nuua agmuHucTpauus OpraHusauum
MOXET NPeanoXuTb emy NpeacTaBUTb KPaTKyl MUCbMEHHYKO XapakTepucTuKy (pe3tome) BbiNonHAEMON
paHee paboTbl (yMeHWe Nonb3oBaTbCst OPITEXHUKON, paBoTaTh Ha KOMMbLIOTEpe U T.4.).

Mpuem Ha paboTy ohopMNSETCS NPUKa3oM, KOTOPbLIA 0BBbSBASETCS Pa6oTtHuky noa pacnwucky B
TPeXAHEeBHbIA CPOK CO [AHA MNOAMWCaHWS TpyaoBoro Agorosopa. [1o TpeboBaHuto PaboTHuka
Pabotoparens 0b6s3aH BbiAaTh Haanexalle 3aBepeHHyIo KoMK Takoro Npukasa.

PakTu4eckoe fonyujeHne k paboTe CUNTAETCS 3aKIHEeHNEM TPYJ0BOro A0rosopa He3aBucumo oT
TOro, Gbin nW npuem Ha paboTy Haanexawwum obpasom odOpMIEH. Opranusaunsi B aTom cnyvae
obsizaHa 0hopMUTL C HUM TPYJOBOW AOTrOBOP B MUCHMEHHOW dopme He nosgHee Tpex AHEW cO AHS
akTuyeckoro gonylieHus PaboTHuka k paboTe (cTatbs 67 TK P®).

Mpu 3aknioueHun TPyAOBOro AOrOBOPa BrEpBble TPYAOBas KHKKA U CTPaxOBOE CBUAETENbCTBO
roCyAapCTBEHHOro NEHCMOHHOro CTpaxosaHua odopmnstoTca PaGoTogatenem.

1.3. Mpu noctynnexun PaboTHuka Ha paBoTy Unu nepeBoae ero B YCTaHOBMEHHOM nopsiake Ha
Apyryto paboTy agMuHucTpauus obsizaHa:

- O3HaKkoMuTb PaboTHUKa C nopy4eHHoi paGoTOi, YCNOBWSIMM M ONNaToit Tpyaa, pasbSACHUTD
PaBoTHuKy ero npaea u 06s13aHHOCTY:;

- O3HakomMuTb C [lpaBunamu BHYTPEHHEro TPYZOBOrO pacnopsiika U WHbIMU JIOKanbHbIMY
HOPMaTWBHbIMW akTamu, UMEelLMMW OTHOLEHWe K TpynoBoW yHKUMM PaboTHuka, a Tawke C
KONMEKTUBHBIM AOrOBOPOM;

- MPOBECTU MHCTPYKTaX MO TeXHWke Ge30nacHOCTW, NPOM3BOACTBEHHOW CaHWTapUM W ApYruMm
npaeunam oxpaHbl Tpyaa;
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- NpeaynpeanTs 06 0653aHHOCTM NO CoXpaHeHwo CBEAEHWIA, COCTaBNSAIOLMX KOMMEPYECKYIO UMK
cnyxebHyto TaitHy OpraHusaumn, n o6 OTBETCTBEHHOCTW 3a ee pasrnaweHve wnu nepepady Apyrum
nuuam.

1.4. TpekpalleHne TpyaoBoro AOCroBOpa MOXET UMeTb MECTO TOMbKO MO OCHOBAHUSIM,
MPEAYCMOTPEHHbIM TPYA0BbLIM 3aKOHOLATENbCTBOM, @ UMEHHO:

1) cornawenve cTopoH (ctatba 78 TK P®);

2) ucTeyeHmne cpoka TpyaoBOro Aorosopa (MyHKT 2 ctatbu 58 TK P®), 3a nckmoueHnem cny4vaes,
KOria TpyAOBbIE OTHOWEHUS PaKTUYECKU NPOAOIKAKTCA U HU OaHa M3 CTOpPOH He noTpeBosana ux
npekpaLlyeHus;

3) pacTopeHue Tpya0BOro AOrosopa no nHuumatnee PaboTtHuka (ctatbs 80 TK Po);

4) pacTopxeHue Tpy[0BOro 4OroBopa no nHnunatuee Pabotogarens (ctatesi 81 TK Po);

5) nepesoa PaboTHuka no ero npocbGe WM ¢ ero cornacus Ha paboty k gpyromy paBGoToaaTtento
Wnu Nnepexoa Ha BbIGOpHYo paboTy (AOMKHOCTL);

6) otkas PaboTHWka OT NpPoAOMKEHMS paboTbl B CBSA3KM CO CMEHOI COBCTBEHHMKA nMmyulecTtea
OpraHusaunn, U3MeHeHMEM NOABEAOMCTBEHHOCTU (noguuHeHHocTn) OpraHuzauum nu6o ee
peopraHusauuen (ctatbs 75 TK Po);

7) oTkas paboTHWKa OT NPOAOMKEHUS paboTbl B CBA3K C W3MEHEHMEM OPraHWU3aUMOHHBLIX W
TEeXHONorn4ecknx ycnosun Tpyaa, onpeAeneHHbIX CTopoHamu YCNnoBuWi TpyaoBOro aorosopa (craTtbs 74
TK P®);

8) otkas PaGoTHuka OT nepeBoga Ha Apyrylo paboTy BCreacTBME COCTOSIHUS 3[0POBbS B
COOTBETCTBUM C MEANLIMHCKIM 3aknodeHnem (abaay BTopoii ctateu 73 TK P®);

9) otka3 PaboTHuka OT nepeBoaa B CBS3M G nepemelleHnem PabGotoaarens B Apyryl MECTHOCTb
(4acTb nepeas ctatbn 72.1 TK PO);

10) obcTosTenbcTBa, He 3aBUCSLLME OT BONU CTOPOH (cTaTbs 83 TK Po);

11) HapylweHue ycTaHOBMEHHbIX Tpynosbim kogekcom PO unu vHbIM deaepanbHbIM 3aKOHOM
nNpasun 3aknioYeHns TpyA0BOro 4OroBopa, €CNu 3TO HapyLLEHWE UCKMYaeT BO3MOXKHOCTb NPOAOIMKEHNSA
paboTbl (cTaTbs 84 TK Pd).

Tpynosoi foroBop MoxeT 6biTb MPEeKpalieH 1 no ApyriM OCHOBaHUAM, NpesyCMOTPEeHHbIM
Tpyaosbim kogekcom Po.

Bo Bcex cnyyasix AHeM yBonbHeHUst PaBoTHIka SBnseTcs nocneaHuin feHs ero paboTsl.

PaGoTHuk umeeT npaso pacToprHyTh TPYAOBO AOTOBOP, 3aK/KYEHHBIN Ha HEOMPeAEneHHbI CPOK,
npeAynpeane o6 9TOM agMUHUCTpauwio 3a [ABe Hegenn. [0 UCTEYEHUM yKa3aHHOro cpoka
npeaynpexaeHnss o6 ysonbHeHWn PaBoTHMK Brnpase npekpatute paboTy, a aAMUHUCTpauus B
nocneaxuii fieHb obsi3aHa BbIAATL EMy TpyaoBYyHO KHWKKY. Mo aoroBopeHHOCTU Mexay PaBoTHUKOM w
aAMWHUCTpaumet TpyL0BOI AOrOBOP MOXET GbiTb PACTOPTHYT 1 40 NCTEYEHUS ABYXHE[enbHOro cpoka.

CpOuYHbI TPYAOBOW JOrOBOP PacTOPraeTcsi C UCTEYeHNeEM CpOKa ero AencTBeus.

TpynoBoii [OroBop, 3aknoYeHHbIR Ha BPeMA BbINONTHEHUA onpefeneHHon paboTkl, pacTopraeTcs
No 3aBepLUEHNN 3TON paboThbi.

FloroBop, 3aKknioYeHHbIN Ha BPEMS UCMOMHEHUS OBS3aHHOCTEIl oTCyTCTBYOLWEro paboTHWKA,
pacTopraeTcs c BbIXo4OM 3T0ro paboTHuka Ha paboTy.

MpekpalleHne TpyaoBoro pAorosopa obopmnsieTca npukasom no OpraHusauwn. 3anucu o
MPUYMHAX  YBOIIbHEHNA B TPYAOBYIO KHUXKKY AOMKHbI NPOW3BOAUTLCS B TOYHOM COOTBETCTBUM c
(hOPMYNIMPOBKO AEMCTBYIOLIEro 3aKOHOAATENbCTBA U CO CCbIKON Ha COOTBETCTBYIOLLYIO CTaTbK, MYHKT
Tpyaosoro koaekca P® unu nHOro 3akoxa. AHem yBonbHeHusi cuuTaeTcs nocneaHUn AeHb paboThbl.

2. OCHOBHbIE MPABA U OBA3AHHOCTU PABOTHWKOB

2.1. PaBotHukn AHO «LIeHTp nHTepHeT-06pa3oBaHns» uMetoT npaeo Ha:

- 3aKTIO4YeHNe, W3MEeHeHNe W pacTopXeHue TpyAoBOro AOroBopa B nopsiAke W Ha ycrnoBusix,
KOTOpble yCTaHoBNEeHb! TPYAOBLIM KOAEKCOM PD 1 MHbIMK heepanbHbIMU 3aKoHamu;

- NpefocTasneHne emy paboTsl, 06yCroBNEHHON TPYAOBLIM [OrOBOPOM;

- paboyee MecTo, cooOTBETCTByKOWEE YCNOBUSM, NPefyCMOTPEHHbIM  rOCYAapPCTBEHHbBIMU
CTaHAapTamu opraHusaummn u 6e3onacHoOCTM TpyAa U KOMNEeKTUBHbLIM [OroBOpPOM;

- CBOEBPEMEHHYIO U B NONHOM oGbeme BbiNnaTy 3apaboOTHOI NnaThl B COOTBETCTBUM CO CBOEN
KBanudukaumen, CnoXHOCTbIO TPyAa, KONMMYECTBOM 1 KA4eCTBOM BbINOMHEHHOM paboTbl;

- OTAbIX, obecneynBaemblit yCTaHOBNEHUEM HOPManbHOM NPOACIMKUTENBHOCTU paboyero BpemeHu,
COKpalleHHoro paboyero BpeMeHW [Ans  OTAeNbHbIX npogeccuin 1 kaTteropun  pabOTHUKOB,
NPEAOCTaBNEHNEM eXeHeAenbHbIX BbIXOAHbIX AHEN, Hepaboumx NpasAHUYHBIX [AHEeR, onnaynBaemblx
€XXerofjHbIX OTMYCKOB;

- NMONHYyK AOCTOBEPHYI MHOpMaumio 06 ycnosusix Tpyaa W TpeGoBaHWsx OoXpaHbl TpyAaa Ha
paboyem mecTe;

- obbeaunHeHne, BKIOYas NpaBo Ha co3gaHue NPOEeCCUOHaNbHbIX CO30B U BCTYNMEHWE B HUX
ANA 3aLUMTLI CBOUX TPYAOBbLIX Npas, cBO60A M 3aKOHHbLIX NHTEPECOB;
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- y4yactne B ynpaBneHuWn opraHu3auuen B npeayCMOTPEHHbIX HacToswum Kogekcom, WHbIMU
henepanbHbIMK 3aKOHAMU U KONMMEKTUBHLIM LOrOBOPOM hOpMaX;

- BEA€HNE KONMEKTUBHbLIX NEeperoBopoB W 3aKOYEHUE KOMMEKTUBHbLIX LOrOBOPOB W COrnalleHui
4Yepes CBOWX MpeacTaBUTenen, a Tawkke Ha WHMDOPMauUK O BbINOMHEHWW KOMMEKTUBHOrO A0rosopa,
cornalleHui,;

- 3aluTy CBOWUX TPYyAOBbIX npas, cBOOOA W 3aKOHHbIX UHTEPECOB BCEMU HE 3arnpeLleHHbIMU
3akoHOM cnocobamu;

- paspelleHne uHAMBMAYanbHbIX W KOMMEKTUBHbLIX TPYAOBbIX CMOPOB, BK/Yas MNpaBo Ha
3abacToBKy, B NOpsAKe, yCTAHOBMNEHHOM TpyAOBbIM KOAEKCOM, UHbIMK (heaeparnbHbIMU 3aKOHaMMU;

- BO3MelleHue Bpeaa, MNpUYNHEHHOro paboTHUKY B CBA3W C WCMOMHEHWEM WM TPYAOBbIX
0053aHHOCTEN, U KOMNEeHcaunio MopanbHOro Bpeaa B NOpsiAKe, YCTaHOBMNEHHOM TpPyAOBbIM KOAEKCOM,
UHbIMW beiepanbHbIMU 3aKOHaMU;

- ofssatenbHoe counanbHoe CTpaxoBaHue B Crnydvasx, MPeAyCMOTPEHHbIX deaepanbHbIMM
3aKoHamu.

2.2. Pa6oTtHukn AHO «LIeHTp nHTepHeT-06pasoBaHus» 06s3aHsb:

- AOBPOCOBECTHO WCMOMHATL CBOW TPYAOBble OGS3aHHOCTM, BO3MNOXKEHHbIE Ha Hero TPYAOBbIM
AOroBOPOM, CBOEBPEMEHHO U TOYHO WUCMOMHATL PaCNoOpPsXeHUs agMUHUCTPALUN U HENOCPEACTBEHHOrO
pyKoBOAWTENS, NCNONb30BaTh BCe paboyee BpeMs ANA NPOU3BOAUTENBHOMO TPyAa;

- cobnioaath npasuna BHyTPEHHEro Tpy4OBOro pacrnopsiaka opraHnsauum;

- cobnoaatb TPYAOBYHO AUCLUMUNIINHY;

- BbINOMHATL YCTAaHOBIEHHbIE HOPMbI TPYAa;

- Ka4eCTBEHHO W B CPOK BbINOMHATbL MPOW3BOACTBEHHbIE 3afaHus W nopydyeHusi, paboTate Hap
NOBbILLUEHUEM CBOETO NMPOMECCUOHANBHOro YPOBHS;

- NOAAEepXWBaTb YUCTOTY U MOPSAOK Ha cBoem paboyeM MecTe, B CNyxebHbIX W Apyrux
nomeLyeHunsix, cobnoaaTb YCTaHOBNEHHbIA NOPAAOK XPaHEHUS AOKYMEHTOB U MaTepuarnbHbIX LLeHHOCTEN;

- 3(PPEKTUBHO UCNONb3OBaTL NEepCoHarbHble KOMMbIOTEPLI, OPITEXHUKY U Apyroe oBopyaoBaHue,
9KOHOMHO 1 pauynoHanbHO pacxofoBaTb MaTepuarnsl U 3HEPruto, Apyrue matepuanbHble pecypchi;

- cobnogath TpeGoBaHKs No oxpaHe TpyAa U obecneyeHuno 6e3onacHoCT Tpyaa;

- BepexHo oTHOCUTLCA K MMYLLECTBY paboToaaTens u Apyrix paBoTHUKOB;

- HesameanutenbHo coobwuTtb paBotopatenio nNUGO HENOCPeACTBEHHOMY PYKOBOAWTENO O
BO3HWUKHOBEHUW CUTyauuW, nNpeAcTaBnsAloWEn yrpody >XW3HU W 3A0POBLIO  NIOAENR, COXPaHHOCTW
umyllectea pabortogarens.

- Hé UCnonb3oBaTb ANs BbICTYNNEeHUA U nyGnukaunin B cpeacTBax MaccoBOW MHDOPMaLMK Kak B
Poccun, Tak u 3a pyGexom CBeAeHUit, MOMy4YeHHbIX B CUITy CRYXeBHOrO MONOXEHWs, onpefeneHHbIX
cneuvanbHbIMU AokyMeHTamu OpraHusauun kak kommepyeckas (cnyxebHasi) TaiHa, pacnpocTpaHeHve
KOTOpon MoXeT HaHecTu Bpes OpraHusauuu unu ee PaboTHukam.

2.3. Kpyr oGs3aHHOCTel, KOTOpble BbINOMHAET Kaxablh PaBoTHWK MO CBOeW ChneuwanbHOCTH,
KBanudukaumu, LOMKHOCTY, ONPeAenseTcs TPyAOBbIM JOrOBOPOM U LOMMKHOCTHON UHCTPYKLMEN.

3. OCHOBHBbIE NMPABA N OBA3AHHOCTU PABOTOOATENSA

3.1. PabotopaTenb umeeT npaeo:

- 3aKn4artb, M3MEHATb U pacTopraTb TPyAOBble [OroBopbl ¢ PabGOTHWKOM B nopsake M Ha
YCNOBUSAX, KOTOPbIE YCTaHOBMEHbI TpynoBbiM KOAEKCOM PP, nHbIMK hefepanbHbIMU 3aKOHaMK;

- BECTVW KONNEKTUBHbIE NeperoBopbl 1 3aKn4aTh KONMEKTUBHbIE A4OrOBOPSLI;

- noow|psiTb PaboTHrKa 3a 40OPOCOBECTHbIV 3PDEKTUBHBINA TPYA;

- TpeGoBaTb OT PaboTHMKa UCNOMHEHUS UM TPYAOBbIX 06S3aHHOCTENR U BEPEXHOr0 OTHOLIEHUS K
umyulectBy Pabotogarens u Apyrux paboTHUKOB, COGMIOAEHUA HacToswwux [Mpasun TpyAoBOro
pacnopsaka OpraHusauuu,

- npuBnekate PaboTHUKa K AMCUMNAWHAPHOA U MaTepuanbHOM OTBETCTBEHHOCTW B MOPSAKE,

yCTaHOBNEHHOM HacTtoswumu [pasunamu, TpyAoBbIM KOAEKCOM PP W uHbIMM beaepanbHbIMU
3aKoHamu;

- MPUHUMATb NoKanbHble HOPMaTUBHbIE aKTbl;

- cospaeatb obbeauHeHus paboTofarteneit B UeNsX NPeAcTaBUTENbCTBA WM 3alUUTbl CBOWX
WUHTEPECOB U BCTynaTb B HUX.

- cnocobcTeoBaTb PaloTHWKY B NOBbILEHWA UM CBOEW KBanudukauuu, COBEpLUEHCTBOBAHMM
NpodeccuoHanbHbIX HAaBbLIKOB.

3.2. PaboTtopatenb obsa3aH:

- cobnoaaTb 3aKoHbl W MHbIE HOPMATUBHbIE MPABOBbIE aKTbl, NOKaNbHble HOPMATWBHbLIE aKTbI,
YCNOBUS KONNEKTUBHOrO A0roBopa, CornalleHuii u TpyAoBbIX JOrOBOPOB;

- NpeaocTaenaTb PaboTHuKy paboTy, 06ycrnoBneHHyo TpyA0BbLIM 4OrOBOPOM:;

- obecneynBartb Ge3onacHOCTL TpyAa U yCroBus, oTBevalLwmne TpeboBaHNAM OXpaHbl U TUrveHb
TPyAa;
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- obecneunBartb PaboTHukoB 06OpPYyAOBaHWEM, UHCTPYMEHTaMu, TEXHUYECKON AOKYMeHTauuein u
UHbIMW CpeAcTBamMu, HeoBXoAMMbIMU ANS UCTIONTHEHUSI UMW TPYLOBbIX 0OA3aHHOCTEN;

- BbiNnayueatb B MOMIHOM pasmMepe npuyuTatollytocs PaboTHukam 3apaboTHyk nnaTty B CPOKM,
yCTaHoBneHHble TpyaoBbiM KOAEKCOM P®, KONNeKTUBHbIM [JOrOBOPOM, NpaBufiamu BHYTPEHHEro
TPYAOBOro pacrnops/ka opraHusauun, TpyLOBbIMIU LOrOBOpPaMY;

- BECTU KONMEKTUBHbIE MNEepPeroBopbl, a Takke 3aknyaTb KONMEKTUBHbIA JOrOBOP B COOTBETCTBUU C
TPYAOBbIM 3aKOHOAATENbCTBOM,;

- MNpeaocTaBnsATb npeacTtaBuTensM PaboTHWKOB NOMHYK W AOCTOBEPHYK UHOpMaLMio,
HEoOXoAUMYIO ANs 3aKIIOYEHNS KONMEKTUBHOIO AOroBOpa, COrNMalleHUs U KOHTPOMS 3@ UX BbINOMHEHNEM;

- CBOEBPEMEHHO BbINOMHATL npeanucaHusa denepanbHbiX OPraHoB WCMOMHUTENbHOW BRacTy,
YNONMHOMOYEHHbIX Ha NpoBeAEeHME rocyAapCTBEHHOro KOHTPOMS W Hajsopa, ynnadveaTb LWTpadbl,
HanoXeHHble 3a HapyLeHWs 3aKOHOB, WHbIX HOPMAaTWBHbLIX MPaBOBbIX aKTOB, COAEPXaLUMX HOPMbI
TPYAOBOro npasa;

- paccMmaTpvBaTtb MpeacTaBeHnss COOTBETCTBYHOLUMX NPOGCO3HbIX OPraHoB, WHbIX WU3BpaHHbIX
paboTHUKaMK npeacTaBuTENen O BbISIBIIEHHbIX HAPYLUEHUAX 3aKOHOB W MHbIX HOPMAaTUBHbLIX NPaBOBbIX
aKTOB, coAepXallyux HOpMbl TPYAOBOro npasa, NPUHMMaTb Mepbl MO UX YCTpaHeHuio U cooblyatb o
NPUHATBIX Mepax yka3aHHbIM OpraHam v NpeacTaBUTENaM;

- co3paeatb ycnosus, obecneyvBaowme yvyactue PaboTHUKOB B ynpaBneHUu opraHusauuen B
NPeayCMOTPEHHbIX TpyaoBbiM koAekcoMm PP, uHbiMU dheaepanbHbIMU 3aKOHaMU U KOMMEKTUBHBIM
[OroBOpomM opmax;

- obecneunBatb ObiToBble HyXAbl PabOTHMKOB, CBSi3aHHbIE C WCMOMHEHWEM WMU TPYAOBbIX
obsi3aHHOCTEW;

- OCyLLEeCTBNATL 0Bs3aTensHoe counanbHoe cTpaxoBaHue paboTHYKOB B NOpAAKe, YCTaHOBIEHHOM
dhenepanbHbIMU 3aKOHAMU;

- BO3Melwatb Bped, NpudMHeHHbIn PaboTHWKam B CBA3W C MCMOMHEHWEM WMU TPYAOBbIX
obsA3aHHOCTe, a Takke KOMNEeHCUMpoBaTb MOparbHbll BpEA B MOPSAKE U Ha YCrOBUSX, KOTOpbIE
yctaHoBneHbl TpydosbiM kogekcom P®, deaepanbHbiMUM  3aKOHAaMU U WHBIMA  HOPMATWBHbIMY
NpaBOBbIMW aKTamu;

- WUCMOMHATb WHble 06A3aHHOCTW, NpedyCMOTpeHHble HacToAwmMMm KogekcoMm, deaepanbHbIMu
3aKOHaMU U WMHbIMU HOPMaTUBHbIMW MPaBOBbIMW akTamu, CoAepXaliumy HOpMbl TPYLOBOro npasa,
KONMEKTUBHbIM AOrOBOPOM, COrMaLleHNAMN U TPYAOBbIMU AOrOBOPaMMU.

3.3. Pabotogartent npu OCyL|eCTBMNEHWUN CBOWMX OBSI3aHHOCTEN LOMKEH CTPEMUTLCS K CO3AaHMIo
BbICOKONPOECCMOHaNLHOro paboToCnoCOBHOrO KOMNEKTUBA, Pa3BUTUIO KOPMOPATUBHBLIX OTHOLLEHUN
cpeav paboTHUKOB, UX 3aMHTEPECOBAHHOCTY B Pa3BUTWM W YKPEnneHnu aestensHocTn OpraHnsaumi.

4. PABOYEE BPEMA U BPEMA OTObIXA

4.1. B COOTBETCTBMM C [EWCTBYIOLUIMM 3aKOHOAATENbCTBOM Afs PabOTHUKOB CTPYKTYPHOrO
nopapasaenexnus AOMUHUCTpaUus, Bcex paboTHUKOB CTPYKTYpHOro noapasgeneHus LleHTp WHTepHert-
oBpasosaHus, KpOMe npenojasaTeneit, HadanbHUKa 1 ero 3amMecTuTenein CTpyKTYpPHOro NoapasaeneHns
Onepatopckuit  ueHTp  OpraHusauwu  ycTaHaBnuBaeTcsi  nsiTuAHeBHas  paboyas  Hepens
NPOAOIMKUTENBHOCTLIO 40 YacoB C ABYMS BbIXOAHBIMU AHSIMU (CyB60OTa M BOCKPECEHbE).

Ans  npenogaeateneit  CTPyKTypHOro  nopapasgenenuss  LleHTp  uHTepHeT-o6pasosaHus
ycTtaHaBnueaeTcs 36 4Yacoeas pabovas Heaens C He MeHee, YeM OfHUM BbIXOAHbIM AHEM, KOTOPbIit
onpeaenseTcs pacnucaHuem 3aHaTUi.

Ana onepatopoB CTpyKTypHOro noapasgeneHns OnepaTopckuil LEHTP yCTaHaBnuBaeTcs
NATUAHEBHas paboyas Hedens NPOAOMKUTENBHOCTLIO 40 YacoB B pexume rubkoro paboyero BpeMeHu ¢
BbIXOAHbIMU, onpeaensembimMi rpacdukamn paboTsl, yTBepXAeHHbIMU OpraHnsaymen.

Havano exegHesHon paboTbl, Bpems 06efeHHOro nepepbiBa M OKOHYaHWe paboyero [aHs
yCTaHaenueawTCca Ans paboTHukoB OpraHusauun C y4eTOM ee MPOU3BOACTBEHHON AEATENbHOCTU W
onpegensoTcs rpadukammn paboTsl, yTBepxaaembimu OpraHusaumvei.

Pexum paboyero gHs:

HakaHyHe npa3aHUYHbIX fHei NPOAOMKUTENBHOCTL paboThbl COKpaLLaeTes Ha 1 yac.

4.2. B COOTBETCTBUM C 3aKOHOAATENbLCTBOM O TpyAe paboTa He NMPOU3BOAWUTCS B chegylolme
npasgHUYHbIE OHW:

-1,2, 3,4 n 5 aHBaps - HoBorogHue KaHukynbl;

- 7 sHBaps - PoxaecTBo XpUCTOBO;

- 23 deBpans - leHb 3awmTHNKa OTeYecTsa;

- 8 MapTa - MexayHapOoAHbI XXeHCKUIA AEHb;

- 1 mas - MpasgHuk BecHbl 1 Tpyaa;

- 9 mas - [leHb Mobeapb;

- 12 nioHs - JeHb Poccuy;

- 4 Hos16p# - [leHb HapOAHOro eAnHCTBa.
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Mpun coBnageHnn BbIXOAHOTO U Hepaboyero NpasgHUYHOro AHEN BbIXOAHOW AEHb NEPEHOCUTCH Ha
creaylowui nocne npasgHUYHoro paboynin AeHs.

4.3. Y4yeT paboyero BpeMeHn BeAeTCs HadanbHUKoM, nnbo ero 3amamu OnepaTopckoro LeHTpa u
OyxrantepoMm AaMuHUcCTpauuu. ocnegHue BeAyT TakkKe KOHTPOSbHbIA Y4eT Hanudius (OTCyTCTBUS)
paboTHUKOB Ha pabo4mx MecTax B paboyee Bpems.

4.4, PaboTHuWKkaM npefoCTaBnsOTCA EeXErogHble OTnycka C COXpaHeHuem mecta paboTbl u
cpepHero 3apaboTka.

ExxeroaHbIv OCHOBHOW onnayvsaembli OTnycK npegocrasnaeTcs paboTHuKam
NPOAOIMKUTENBHOCTbLIO 28 KaneHAapHbIX AHEN. [py 3TOM OTNyCK AOMKeH ObiTb UCNONb30BaH He No3aHee
12 mecsAueB nocne OKoHYaHWs Toro paboyero roga, 3a KOTOpbIA OH npepocTasnseTcs. Hepabouune
npasgHWyHble OHW, nNpuxoAsWMecs Ha nepuon OTnycka, B YUCNO KaneHAapHbIX AHER OTnycka He
BKITIOMAKOTCA U HE onnavyMBaloTCsA. Takke B YWUCNO KaneHAapHbIX AHeN OoTnycka He BKIYaeTcs nepuon
BPEMEHHOMN HETPYAOCNOCOBHOCTY paboTHMKa Npy Hanu4Yun GONbHUYHOTO NUCTa.

4.5. lpaBo Ha ucnonb3oBaHue OTMycka 3a nepsBbi rog paboTbl BO3HMKAET y paboTHWKa Mo
UCTEYEeHUN LLIECTU MecsaLeB ero HenpepbliBHon paboTbl B OBwectee. OTnyck 3a BTOPOMW u nocneayroLime
rofbl paboTbl MOXET NpefocTaBnATbLCS B Ntoboe Bpemsa paboyero roga B COOTBETCTBUU C O4EPEAHOCTbLIO
npeaocTaBnNeHns exerogHblX onavynBaemMblX OTNYCKOB (rpadoMkom OTMYCKOB).

OuepepHocTb NpefocTaBneHns OTnyckoB (rpadpmk OTMYCKOB) yCTaHaBnuBaeTcs paboTogaTtenem c
y4eTOM MNpOU3BOACTBEHHOW HEOoOXOAWMOCTM U noxenaHwi paboTHukoB. [lpu 3TOM  OTMyCK
NPEAOCTaBNAETCA MO MUCbMEHHOMY 3asiBMEeHWI0 paboTHMKA, COrnacoBaHHOMY W 3aBU3MPOBAHHOMY €ro
HEenocpeACTBEHHbIM pyKOBOAUTENEM U NPEeAOCTaBNEHHOMY 3a ABE HeAeNn A0 Havana oTnycka.

He nosgHee 01 pekabpsi kaxgoro roga paboTHUK OOMKEH COOOLUUTb O CBOWUX MOXENaHWusX B
OTHOLUEHUW OTMyCcKa Ha cneayrLlMi KaneHaapHbli rog CBOEMY HEMOCPeACTBEHHOMY PYKOBOAUTEMHO UMK
HanpsAMyl B OTAen Kaapos, onpeaenve Mecsl U NPOAOIKWUTENbHOCTb KaXAOW 4YacTu oTnycka, Ans
COCTaBMeHUs rpadguka oTnyCcKos.

4.6. Mo cornalweHnto mexzay paboTHUKOM U paboTodaTeneM eXerogHbl onnavyuBaemblii OTMycK
MOXeT ObITb pasgeneH Ha Yactu. Mpu aTom XOTst Obl O4HA W3 YacTel 3TOro OTnycka AOSIXKHa OblTb He
MeHee 14 kaneHAapHbIX OHE.

Ot3biB paboTHMKa M3 OTNycka AOMyckaeTCs TONMbKO C €ro Cornacus U no npukasy pyKoBOACTBA
paboTopatens. Heucnonb3oBaHHas B CBA3U C 3TWM 4YacTb OTMycka AOMXHa ObiTb NpeaocTasneHa no
BbiGopy paboTHuKa B yA06HOE Ans HEro BpeMsi B TEYEHUE TeKyLLero paboyero roaa unv npucoeanHeHa K
OTMNyCKYy 3a crieayroLunin paboyunii rog,.

Mpn yBonbHEHUW pabOTHMKY BbINNAYMBAETCA AEHEXHAA KOMMEeHcauusi 3a Heucnonb30BaHHbIN
OTNYCK UNK NO ero NUCbMEeHHOMY 3asBMEeHWNI0 HeUCrob30BaHHbIA OTMYCK MOXET ObiTb NPeAoCTaBneH ¢
nocrneayLwmnm yBonbHEHNEM.

4.7. Tlo cemeiHbiM OBCTOSTENLCTBAM U APYTUM YBaXUTENbHLIM MpUYMHAM PaBOTHWUKY MO ero
MUCbMEHHOMY 3asiBNIEHUI0 MOXeT ObITb npefocTaBneH oTnyck 6e3 coxpaHeHwst 3apaboTHoW nnarthl,
MPOAOIMKUTENBHOCTb KOTOPOrO ONPEAENAETCS N0 CornalleHnio Mexay paboTHUKOM 1 paboToaarenem.

5. MOOWPEHWNA 3A YCINEXWU B PABOTE

5.1. 3a BbICOKONPOMECCUOHANBHOE BbLINONHEHUE TPYAOBbLIX OOS3aHHOCTEN, MOBbILEHUE
NPOWU3BOAMTENBHOCTU TPYAA, NPOAOCIKUTENbHYKO U GesynpedHylo paboTy v Apyrue ycnexu B Tpyae
NPUMEHSATCA crieaylolMe Mepbl NooLwpeHns paboTHUkos OpraHnsauum:

- o6baABneHve GnarogapHoCTy;

- BblAaya npemuu;

- HarpaxxaeHue LieHHbIM NoAapKOM.

MoowpeHns OBBLABNAIOTCA NPUKA3OM, LOBOAATCA A0 CBEAEHUS KOMMeKTMBa U 3aHOCATCS B
TPYAOBYO KHUXKY PaboTHuka.

6. OTBETCTBEHHOCTb 3A HAPYLWEHWE TPYAOBOW AUCLUUMANHbI

6.1. 3a HapyweHue TpyaoBOW [AUCLMNNWHBI  AAMUHACTPAUMS MPUMEHsieT  cneayloliue
AVCUMNIUHAPHbIE B3bICKAHUS:

- 3aMeyaHue;

- BbIFOBOP;

- YBONbHEHWE MO COOTBETCTBYIOLLMM OCHOBAHUSAM.

YBONbHEHME MOXeT OblTb MPUMEHEHO 3a HEOLHOKpPaTHOe HeucnonHeHne PaboTHukom 6e3
YBXMUTENbHbIX MPUYUH TPYAOBbIX OOA3aHHOCTEW, ecnv OH UMEeT AUCUMNMUHApHOE B3biCKaHwe, 3a
nporyn (oTcyTcTBue Ha paboyem MecTe 6e3 yBaxuTenbHbIX NpUYMH Goree 4-x 4acoB B TeYeHue
paboyero AHs), 3a nosBneHWe Ha paboTe B COCTOSIHWUWM ankoronbHOro, HapKOTWYECKOTO WMU WMHOro
TOKCUYECKOro OMbsHeHWs; 3a pasrialleHne oXpaHAeMOon 3aKOHOM TalHbl (KOMMepYeckou, crnyxebHoMn 1
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WHOW), CTaBLleil n3BecTHoW PaboTHUKY B CBSI3W C WCMONMHEHWeM WM TpyAoBbix obs3aHHOCTER; 3a
COBEpLUEHNE NO MecTy paboTbl XWLEHMS (B TOM YUCNE MENKOro) YyXOoro WMyLLecTBa, pacTparthbl,
YMbILUNEHHOrO €ro YHUYTOXEHWUS! UNU MOBPEXAEHWS, YCTAaHOBMNEHHOrO BCTYMUBLLMM B 3aKOHHYHO CUNy
NPUroBopoM Cyaa UM NOCTaHOBNEHWEM OpraHa, YNoSIHOMOYEHHOrO Ha NPUMEHEeHNe aaMUHUCTPaTUBHbIX
B3bICKaHU; 3a HapyweHune PaboTHukoM TpeboBaHW NO OxpaHe TpyAa, ecrnvu OHO MOBMekno 3a coboi
TSXKMe nocneacTens Nu6o 3aBefoMO CO34aBano peasnbHy yrpo3y HacTynfeHua Takux nocneacTevui, a
Takke 3a CcoOBepleHWe BUHOBHbIX [AeNCTBUA pabOTHUMKOM, HEMNOCPEeACTBEHHO O6CnyXuBaroLwmm
AEHEeXHble UNu ToBapHble LIEHHOCTU, ecnu 3T AENCTBUS AalT OCHOBaHWe ANs yTpaTbl 4OBEPUSA K HEMY
CO CTOpOHbI PaboToaarens.

6.2. lucumnnuHapHble B3bICKaHUs NPUMEHSATCA pykoBoACTBOM OpraHusaymm.

6.3. [lo npumeHeHus B3bickaHUs OT PaboTHuka [OMkHbl ObiTb 3aTpeboBaHbl 0ObsCHEHUS. B
cnyyae oTkasa PaboTHuka aatb oO6bACHEHWe COCTaBnsieTcs cooTBeTCTBYyHOWMA akT. OTkas PaboTHuka
AaTb OOBACHEHUS HEe MOXET CNY>XUTb NPENSTCTBUEM A1A MPUMEHEHUS B3bICKAHUS.

AvcumnnuHapHble B3bICKaHWUSA MPUMEHSIOTCA He MOo34HEee OA4HOro Mecsia Co OHS OBHapyXeHus
NpocTynka, He cyutas BpemeHn GonesHn PaboTHuka, npebblBaHWs ero B OTNyCke, a Takke BPEMEHMU,
HeoBX0AMMOro Ha y4yeT MHEHUSI NPeACTaBUTENIbHOro opraHa pabGoTHUKOB. BabickaHue He MOXET ObiTb
NPMMEHEHO no3aHee LeCTW MEecsAUeB CO AHA COBEpPLUEHWs MPOCTYNKa, a Nno pesynbTatam peBu3nu,
NpoBEpPKN (PUHAHCOBO - XO3AWCTBEHHON AEATENbHOCTU UMW ayaUTOPCKOW MPOBEPKM - HE MO3AHEE ABYX
NeT Co AHSA ero coseplueHns. B ykasaHHble CPOKM He BKIOYAETCS BPEMS NPOW3BOACTBA NO YronoBHOMY
aeny.

6.4. 3a Kaxgbli AUCUUNIWHAPHBIA NPOCTYNOK MOXET OblTb MNPUMEHEHO TOMbKO OAHO
AVCUMNIIMHAPHOE B3bICKaHUE.

6.5. Mpukas o NpUMEHeHUN ANCLUNIIMHAPHOrO B3biCKaHusi 0b6bsBNsieTca PaboTHUKY Nog pacnucky
B TEYEHWe Tpex AHEN CO AHA ero usgaHus.

6.6. Ecnu B Te4yeHve roga co AHA NPUMEHEHWS AUCLMUNINHAPHOrO B3bickaHus PaboTHUK He ByaeT
noABEprHyT HOBOMY AUCLMNNAUHAPHOMY B3bICKaHWIO, TO OH CYATAETCH HE MMEKLWUM AUCLUNIUHAPHOrOo
B3bICKaHUS.

Pa6GoTopatenb A0 WUCTeYeHWs roja Cco AHA NMPUMEHEHUS AUCLUMNNWHAPHOTO B3bIiCKAHWUS UMeeT
npaBo CHATb ero ¢ PaboTHuka no cobcTBeHHOW MHUUMaTvBe, npocbbe camoro PaboTHUka, xoaatancTey
€ro HermocpeACTBEHHOro pyKOBOAUTENSA UMW NPEACTaBUTENbHOrO opraHa paboTHUKOB.

6.7. C T[lpaBunamu BHYTPEHHEro pacnopsiaka AOSKHbl ObiTb O3HAKOMIEHbl BCe PabOTHUKM
OpraHusauuu, koTopbie 06s3aHbl B CBOE NoBCeaHEBHON paboTe cobnoaaTte NOPSAOK, YCTaHOBMNEHHbIR
Mpasunamw.

7. MHbIE BOMPOCHI PEMYNIMPOBAHUA TPYAOBbLIX OTHOLLUEHUA

7.1. PaboTHUK nMeeT Npaso XanosaTbCA Ha [ONYLUEHHbIE, MO €ro MHEHUIO, HapyLEHUs TPy40BOro
3akoHopaTtenbCcTBa W HacToswux [lpaBun HEnocpeAcTBEHHOMY PYyKOBOAUTEMK W PYKOBOACTBY
OpraHusauumu.

PaboTHuk Bnpaee NpeAcCTaBnATb NPEANOXEHUS NO YNyYLUEHUIO opraHu3auuu Tpyaa v no Apyrim
BOMNpOCcaMm, perynmpyembiMm HacTosLwmM MonoxeHnem.

YkasaHHble xanobbl U NpeAnoXeHns NPeACTaBNSOTCS B MMCbMEHHON opmMe.

7.2. MNpu Hanu4un nHAMBMAYanNbHLIX (KONMMEKTUBHBIX) TPYAOBbLIX CMOPOB WX PAcCMOTPEHUE K
paspelwieHve npousBoauTcs B cooTtBeTcTBUM ¢ TK PP, depepanbHbiMi 3aKOHaAMWU, HACTOALUUMU
MpaBunamu, npu STOM CTOPOHbI CMopa [AOMKHbI MPUHUMATL BCE HeobXxoaWmble Mepbl ANA WX
paspelueHus, B NepByto o4epeab, NyTem NeperoBopos.

7.3. B uensx ynyyweHWs WMCMonb3oBaHWs pabovyero BPEMEHW U YNOPSAOYEHUS BHYTPEHHMX
NPON3BOACTBEHHbIX KOHTAKTOB:

- No Bonpocam, Tpebywwum pelieHuin pykosoacTsa OpraHusauwn, paboTHWK obpallaetcs K
pPyKoBOAWUTENID OTAENA, @ PyKOBOAUTENDb OTAENa - kK pykoBoauTento OpraHusauum.

7.4. Paboyvne nomeweHus AoOmKHbl ObiTb  ocBOGOXAeHbl 4o 22.00. [pu  Hanuuuu
NPOVU3BOACTBEHHOW HEOOXOAUMOCTM B Gonee No3gHEM BPEMEHW WX OCBOBOXAEHUS - MO paspeLueHuto
pykoBoAcTBa paboToAarens, ecnu o Takoih HeobxoAMMoCTH Gbino 3asBreHo Ao 17.00 TekyLwero AHs.

7.4.1. PaboTHWK, NepBbiM NPUWEALINA YTPOM B OMUC, AOMKEH OMNOBECTUTb 06 3TOM OXpaHy
34aHuA ANS CHATUS NOMELLEHUS C CUrHanu3aumm.

7.4.2. PaboTHUK, yXoAaWMA nocneaHum us oduca, AOMKEH ONOBECTUTL 06 3TOM OXpaHy 34aHus
AN BKMNIOYEHUS CUrHanusauum.

7.4.3. Tepeq Tem, kak MOKMHYTb paboyee MeCTO B KOHUE paBoyero AHA, paboTHWUK AOMKEH
3aKpbITb OKHa 1 ABEpW CBOEro kabuHeTa v BbIKIIOYUTL CBET.

7.4.4. COTPyAHWK, YXOAALLWA NOCNEAHUM U3 Obnca, MPOBEPSIET BCE OKHA, ABEPU U CBET.

7.5. 3anpelyaeTcs:

- YHOCUTb C MecTa paboTbl WUMYLIECTBO, MNpeaMeTbl WNU Martepuansl, nNpuHagnexaiyue
OpraHunsauun, 6e3 nony4YeHus Ha TO COOTBETCTBYIOLIErO paspeLlleHs;
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- KypuUTb B MecTax, rge B COOTBETCTBMM C TpeboBaHMAMM TexHukn GesonacHoCTH U
NPOVU3BOACTBEHHOWN CaHUTapun YCTaHOBIEH TaKOW 3arperT,

- FOTOBWTb NWLLY B NpeAenax oguca;

- BECTU ANUTENbHbIE NUYHbIE TENEOHHbIE pa3roBopbl (CBbie 10 MUHYT 3a paboyni AeHb);

- UICNoNb30BaTh VIHTEPHET, 3IEKTPOHHYI0 NOYTY U UHbIE BUAbI CBA3W B HENPOMUIbHbBIX LIENsX;

- NpPVYHOCWUTL C CoBoi NN ynoTpebnaTb ankoronbHble HANWUTKW, NMPUXOAWUTL B OpraHu3auuio unu
Haxo4WUTbCSH B HEW B COCTOSIHUM ankoronbHOro, HApKOTUYECKOro NN TOKCUYECKOrO OMbAHEHNS.

7.6. PaboTHUKM, HE3ABUCUMO OT LOSMKHOCTHOTO MOSIOXKEHUs!, 06si3aHbl MPOSABNATL BEXIUBOCTD,
yBaXXe€HWe, TepPNMMOCTb Kak B OTHOLUEHWAX Mexay coboW, Tak U Npu OTHOLUEHWAX C KIWeHTamu U
noceTUTensamMu.

7.7. B OpraHusauuu ycraHaBnuBaeTcsa npasuno obpallatbCst K pyKOBOACTBY NO UMEHW U Ha "Bbl".

7.8. C TlpaBunamu BHYTPEHHEro TPYAOBOro pacnopsaka AOMKHbl OblTb O3HaKOMMEeHbl BCe
paboTHukn OpraHusauuu, BKIOYas BHOBb MpUHUMaeMblix Ha paboTy. Bce paboTHukum OpraHusauum,

HEe3aBUCUMO OT AOMMKHOCTHOIO MNOMOXeHWs, 06s3aHbl B CBOe noBcedHeBHOW pabote cobnioaatb
HacToswwue lMNpasuna.
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