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NMPABUNA
BHYTPEHHEro TPyAOBOro pacnopaaka ans paboTHMKos
4YNO «CTAPT»

Hacroswwe Mpasuna onpeaensioT BHyTPEHHW Tpyaoson pacnopagok HYYTI0
«CTAPT», nOpaOOK NpUema U yBonsHeHWA paboTHWKOB,

OCHOBHbIE 06A3aHHOCTH paBoTHUKOB M aAMUHICTPAUUW, pexum paboyero
BPEMEHM 1 Ero UCNoNb3oBaHWe, a Taloke Mepbl NOOLLPeHNs 3a ycnexu B pabore

1 OTBETCTBEHHOCTL 3a HapylueHue TPYAOBOM AucLMnNuMHbl cornacHo cT.189 TK PO.

1. NPUEM HA PABOTY

1.1. Npuem Ha paboTty B YYTO «CTAPT» npon3BoaAUTCA HA OCHOBaHWKN 3aKNKOYEHHOro
TpyaoBsoro aorosopa (koHTpakTa) o pabote B YYIMO «CTAPT».

1.2. MNpw npueme Ha paboTty agMuHUcTpayus obsaana notpebosaTe OT NOCTyNAKOLLEro:
- NPeAoOCTaBNEHWA TPYAOBOM KHWXKW ODOPMNEHHON, B YCTAaHOBNEHHOM NOpALKE;

- NpeALABNEHNA NacnopTa, YAOCTOBEPSIOLLEro NUYHOCTD,

- AMNNOMA UMK MHOTO AOKYMEHTa o nony4eHHom obpasoBaHU UNK AOKYMEHTa
NoATEEPXAAOLWEro cneunanbHoCcTb Nk Keanudukaynio,

- NpeAbLABNEHUA BOeHHOro Bunera;

- cnpaeky 06 oTcyTCTBUMM CYQUMOCTH.

MNpuem Ha paboTy He3 ykaszaHHbIX JOKYMEHTOB HE NPOM3BOAMTCA.

B uensx Gonee nonHoW oueHKu NpodeccuoHanbHbiX U 4enoBbIX KaYecTee
npuHumaemoro Ha paboty pabotHuka agmuHncTpauwa ObuiecTea MOXET

NPEeANoOXUTE EMY NPEACTABUTL KPATKYH NUCEMEHHYIO XapaKkTepUCTUKY (pe3lome)
BLINONHAEMON paHee pafs-ﬂ'rbl, YMEHWEe Nonb3oBaTbLCA OPrTexHMKon, paboTaTe Ha
KOMNblOTEPE U T.4. '

Mpuem Ha paboty B O6LecTBO OCYLLECTBNAETCA, Kak NpaBUno, C NPOXOXAeHUeM
WCMLITATENBHOTO CPOKa NPOACIKATENBHOCTBLIO OT 1 Ao 3-X mecsues. MNpuem Ha paboTy
0(hOPMNAETCA NPUKA3OM, KOTOPbIA 0BLABNAETCA PaBOTHUKY NOJ POCMUCE.,
daKTM4EeCcKMM AONYCKOM K paboTe cHMTaeTca 3aknyeHue TpyaoBoro 4orosopa,
HEe3aBUCMMO OT Toro, Bein nu npuem Ha paboTty oopMneH Hagnexalum obpasom.

1.3. Npwn noctynnenun paboTHuKa Ha paboTy unNn nepeeoje ero B ycTaHOBNEHHOM



nopsaake Ha apyryio paboTty agMMHUCTpauUuA obasaHa:

- 03HaKOMMWTb €ro ¢ Nopy4YeHHon paboToNn, YCNOBMAMKW 1 ONNaTon TpyAa, pasbACHUTL
paboTHUKy ero npaea u 0OA3aHHOCTH,

- 03HAKOMWTEL C NpaBunamu BHYTPEHHEro TpyAO0BOro pacnopaaka;

- NPOBECTU MHCTPYKTaX NO TexHUKe GesonacHOCTU, NPOM3BOACTBEHHON CaHMTapuK,
NPOTMBONOXAPHOW OXpaHe W APYrM npasknam oxpadbl TpyAa, u ob obasaHHoCTH no
COXpPaHEeHUWI0 CBeleHNA, COCTaBMALLNX KOMMEPYECKYIo unu cnyxebHyio TaitHy HYTIO
«CTAPT» n oTBETCTBEHHOCTW 32 ee pasrnalleHve unu nepegavy ApyruMm nuuam.

1.4. MNpekpalleHue TpyAOBOro AOroBOPa MOXET MMETE MECTO TOMNLKO NO OCHOBAHUAM,
npeaycMoTpeHHbIM TPYAOBLIM 3aKOHOAATENLCTBOM.

PaBoTHUK MMeeT NpaBo pacToprHyTh TPYAOBOW AOTOBOP, 3aKNOYEHHBIH Ha
HEGI‘IpE,ﬂ,EI‘IEHHbEﬁ CPOK, Npegynpegue of aTtom dMUHWUCTPaUWIO 3a OABe Hedenu.

Mo ncteveHnuu ykasaHHOro cpoka npeaynpexaesns o6 ysonsHeHun, paboTHuK Bnpase
npekpatuTk paboTy, a agMuHucTpauMsa oba3aHa BblaaTb eMy TPYAOBYIO KHUKKY U
NPpoOW3BeCTH C HUM pacueT.

PaboTtHuk gomkeH B cpok u B nopsake, npeaycmoTtpeHHom YYTO «CTAPT», caath
HaxofsALIWeCs Y HEro MaTepuansHbie UeHHocTH, npuHagnexawume YYMNO « CTAPT» u
othopMuTL 06XOAHON NKCT.

Mo gorosopeHHoCTH Mexay paboTHUKOM W aAMUHUCTPaLME TPYAOBON JOrOBOP MOXET
BbiTb pacTOPrHyT B CPOK, O KOTOPOM NPOCKUT paboTHMK.

CpoyHblit TPyAOBOW AOrOBOP NOANENUT PACTOPKEHWIO AOCPO4HO No TpeboBaHWo
paboTHuka B cny4ae ero 6onesHn UNu MHBaANUAHOCTU, NPENATCTBYIOLLMX BbINONHEHWIO
paﬁnm no gorosopy, HapyweHUA H,HMMHHCTPEILI,HEFI 3akoHOOaTensCTBa 0 TpyaOe,
KONNEKTUEHOTO WNK TPYAOBOMD A0roeopa v No ApyruMm yeawuTensHEIM NpU4YMHaM
NpeaycMoTPeHHbIM AEACTBYIOLWM TPYAOBbLIM 3aKOHOAATENLCTBOM.

MpexpalyeHve Tpygoeoro gorosopa odopmnaetcs npukasom no YYMO «CTAPT».

B AeHb yBONbHEHUA agMuHucTpauus obasaHa BeiaaTe paGoTHUKY ero TpyaoByo
KHWXKY C BHECEHHO B Hee 3annchbio 06 YBONbHEHUA U NPOM3BECTH C HUM
OKOHYAaTENbHbIA pacyeT. '

3anucy 0 NPUYMHaX YBONBHEHWS B TPYAOBYIO KHWKKY AOMKHbI NPOW3BOAMTCA B TOYHOM
COOTBETCTBMM C (DOPMYNUPOBKON AEACTBYIOLEro 3aKoHoAaTENLCTBA U CO CChUNKOM Ha
COOTBETCTBYHIOLLYIO CTaTbIO, NYHKT 3aKOHa. ‘

[lHeM yBonNbHEHUA CYUTAETCA NocneaHuin ieHs paboTsl.
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2. OCHOBHBIE OBA3AHHOCTU PABOTHUKOB

2 1. PaBoTHukm YYMO «CTAPT» QomkHbI:

- 0BpPOCOBECTHO BLINOMNHATE CBOW TPYAOBLIE oBa3aHHOCTH, cobnoaaTe TPYAOBYIO
ANCLMNNMHY, CBOEBPEMEHHO U TOYHO UCNONHATE pacnopsXeHNA agMUHACTPaUWUK W
HenocpeACTBEHHOro PYKOBOAUTENA, UCNONB30BaTL BCE pabodyee Bpema ANs
NpoV3BOAMTENBHOTO TPYAA,

- KaYECTBEHHO W B CPOK BbINOMHATE NPON3BOACTBEHHLIE 3aAaHUA W NOpy4eHusa,
paBoTaTh Haja NOBbILLEHNEM CBOEro NpOeccHoHansHoro YPOBHS,

- NOAAEpKMBaTL YUCTOTY U NOPAAOK Ha CBOEM pabouem mecTe, B CnyebHbIX U APYTHX
nomeLlLeHusx, cobniogaTh YyCTaHOBNEHHbIA NOPAAOK XpPaHEHWA [LOKYMEHTOB M
MaTepuanbsHbIX LEHHOCTEN;

- athheKTUBHO UCNONb30BaTh NEPCOHANBHBIE KOMMBIOTEPD, OpPrTEXHUKY W Apyroe
o6opyaoBaHue, 3KOHOMHO W pauMoHanbHO pacxoAoBaTh maTtepuanb! U 3Hepruio,
Apyrue matepuanbHbie pecypchl,

- cobnioaaTh HOPMBI, NPaBKUna U UHCTPYKUMKM NO OXpaHe Tpyaa, NPOW3BOACTBEHHYHO
caHuTapuio, Npasuna NpoTUBoONoXapHoi GesonacHoCcTw,

_ He UCNOoNb30BaTh ANA BbICTYNNEHWIA 1 NyGnukauuin B cpeacTeax MaccoBOW
wHchopmaumK, kak 8 Poccuu, Tak u 3a pybexoMm, cBeieHni, NonyveHHbIX B cuny
cnyxeBHOro nonoxeHus, onpejenexHbIx cneunanbHbIMy pokymexTamu YyTO
«CTAPT», Kak kommepueckan (cnyxebHas) Taitha pacnpocTpaHexne KOTOPOW MOXET
HanecTu epea ObwecTsy unu ero paboTHukam.

2.2. Kpyr oBAaaaHHOCTEN, KOTOPbIE BbINONHAET Kaxaelii paboTHMK NO CBOEW
creuMansHOCTH, KBanudukauumu, AOMKHOCTH, ONpeaenfAeTCs TPyAoBbIM [OroBOPOM W

NOMKHOCTHOW UHCTPYKUWUEHN.
3. OCHOBHBIE OBA3AHHOCTU AOMUHUCTPALIUA

3.1. AaMuHKCTpaums obasaxa:

- cobnoaaTh 3aKoOHOAATENLCTBO O TPYAE,

- NpaBunbHO OPraHM30BaTh TPyA PabOTHWUKOB Ha 3aKPenneHHbIX 33 HUMA pabouumm
mecTamu, obecneuns HeoBXoAUMBIMIA NPUHAANEKHOCTAMM Y OprTEXHWUKOW, co3nasasn
3nopoBbie 1 6esonacHbie YCnosuA Tpyaa, COOTBETCTBYIOLME Npasinam no oxpaHe
TpyAa (TexHuke 6@30NacHOCTH, CaHNTaPHLIM HOPMaM, MPOTUBONOXAPHBLIM npasunam),

- oBecneuneats cTporoe cobnioaeHve TPYAOBOA AMCUNNINHBI, NPUMEHATE MEDEI




BO3AEWCTBMUA K HApYLLUMTENAM TPYAOBOW AUCLUMNNNHEL,

- cobnioaaTs OroBOPEeHHbIE B TPYAOBOM AOrOBOPE YCNOBUA onnaTtel TPyAA, BolAaBate
sapaboTtHyto 10-ro n 25-ro 4ucna Kaxgoro Mecaua,

- cnocobeTeoBaTh paboTHUKAM B MOBLILEHMU UMK CBOEA KBanudukauuu,
COBEpLUEHCTBOBaHUM NpodeccMoHanbHbIX HaBbIKOB,

3.2. AQMUHWUCTPaLMA, MCNONHAR CBOU 0BA3aHHOCTH, CTPEMMUTCA K CO3AaHWI0
BbicokonpodeccuoHansHoro pabotocnocobHoro KONNEKTUea, passuTUo
KOpPNOPaTUBHLIX OTHOLEHUA cpeaun paboTHUKOB UX 3aMHTEPeCOBaAHHOCTH B

pa3suTUM 1 ykpennexun gestensHocT YYMO «CTAPT».

4. PABOYEE BPEMA U BPEMA OTAbIXA

4.1. B cooTBETCTBMM C ENCTBYIOLMM 3aKOHOO4AaTENbCTBOM ANA Henegaroryecknx
paboTtHukos YYTO «CTAPT» ycTaHasnueaetca pabounit nepuoa CornacHo
oTpaboTaHHOMY BpeMEHH:

1 cTaBka - nATUAHeBHaA paboyas Heaens NpoAocMHKUTENLHOCTLIO 40 Yacos ¢ ABYMA
BbIXOAHLIMKU AHAMMK (cyB6oTa, BockpeceHue); 0,5 cTaeka — naTugHesHas paboyas
Heaens NPoACIMKMTENLHOCTEIO 20 4acoB C ABYMA BbIXOAHLIMK AHAMY (cy6boTa,
sockpecenue);0,125 ctaska — nATUAHeBHaA paboyana Hegens NPoACMKUTENBHOCTBIO 5
4acoB ¢ ABYMA BbIXOAHLIMKM AHAMMK (cy600Ta, BOoCKpeceHue).

Hayano exeaxesHoit paboTel, Bpems obeaeHHOro nepepsis 1 okoHYaHue paboyero aHs
yctaHasnueaetcs ana patotHukos YYMNO «CTAPT» ¢ y4eTom ero Npon3BOACTBEHHOM
OEATENLHOCTU W onpeaenseTca rpadgukamu paboTel, yTEEpXKIaeMbIMU
aAMUHUCTpauMen.

HakaHyHe npa3aHuyHbIx aHei, ans Bcex paboTHukos YYTO «CTAPT»
npoaomKUTENBLHOCTL paboTel cokpalyaeTca Ha 1 4yac.

4.2. B cOOTBETCTBMM C 3aKOHOAATENLCTBOM O Tpyae, pabota B YYTNO «CTAPT» He
NpOW3BOOWTCA B cheaywouwuwe npasgHUYHbIE OHA.

1,2,3,4 v 5 AHBapsa — HGB(;FD,EI,HHE KaHWUKynbl,

7 saHeaps — PoxgecTso Xp1CTOBO;,

23 despansa — [leHt 3awmTHrKka OTedvecTea,

8 mapTa - MexayHapoaHbli EeHCKUIA OeHb;

1 man — [pa3gHuK BECHbI W TPYAa,

9 masa — [leHb nobegnl;

12 uioHs — [leHs Poccuu;




4 HoabpA — [eHs HapopHoro equHCTEA.

Mpw coBnageHnn BbIXOAHOTO U NpasgHUYHOro [Hel BbIXOAHOW OEHb NEPEHOCUTCA Ha
cnegyiowmii nocne npasgHu4Horo pabounii gexe.

4.3. OuepegHoCTb NpeaocTaBneHua OTNYCKOB yCTaHaBNMBaeTCA aagMWHWUCTpaUWen c
y4ETOM NPOMN3BOACTBEHHON HEOBX0AMMOCTY W NoXenaHuin paboTHUKOB.
MpoaoMKUTENLHOCTE EXErofHOro onnayneaemoro oTnycka Ana scex
Heneparordeckux paboTHMKOB, COrNacHo AEWCTBYIOLIEro 3akoHoAaTenLCTea,
yCTaHOBNeHa He MeHee 28 kaneHaapHbIX AHeW.

4 4. PaBotHukam YYTNO «CTAPT» npu yxoae B o4epeaHoi oTnyck BeiaaeTcs nocobue,
cornacHo Tpyaoeoro kogekca P®.

4.5. CoTpyaH1Kam, KOTOPbIM MO OGBLEKTUBHLIM NPUYKMHAM, HEODXOAUMO YCTaHOBUTS
uHAUBMAYanbHbIA rpaduk, obasaHel NpeaocTasnTe 3asBNeHWe C ykasaHnem

0B BEKTMBHBIX NPUYKH, 3aBepeHHoe pykosoauTenem YYTO «CTAPT».

4.6. [Ins neparormyeckux paboTHWUKOB W MacTEpPOB NPOU3BOACTBEHHOIO 0By4YeHus
BOXOEHUWIO TPAHCNOPTHbIX cpeacTs, paboyee BpeMA ycTaHaBNUBAETCA B COOTBETCTBUN
C pacnucaHWeM 3aHATUA U rpadhukamm oByyeHunio BOXKOEHWUA, 3aBEPEHHBIMU
aupektopom YYMNO «CTAPT». MpogonxuTensHocTe pabodero BpemeHn ana
neparormyeckux paboTHukoB no obwemy npasuny He npesbiwaeT 36 Yacos B Heaen:o.
[onyckaeTca yBenM4yeHne NnpoaomKMTensHoCTH paboyero BpemMeHu, 3a cHeT
BHYTPEHHero cosmecTuTenscTea, Ao 40 yacos B Hegeni. PaboTa B npeanpasaHuyHbIe
OHW YMeHblaeTcA Ha 1 yac.

4.7. NpueneyeHune k paboTte B BbIXOAHbIE U NPa3AHWUYHLIE AHW BO3MOXHO TOMbKO C
NWCbMEHHOTO cornacus paboTHuka.

4.8. ExxeronHblil OCHOBHOW OTNYCK ANA negarorvyeckux paboTHukoe 56 kaneHpapHbix
AHEN.

4.9. B cnyyae ono3gaHvusa Wnu oTcyTcTBuA Ha paboTte, paboTHuku 0DA3aHbI
HesameanuTensHo coobLuTL 06 aTom aupekTopy YYMO «CTAPT».

5. NOOLUPEHUS! 3A YCMEXM B PABOTE

5.1. 3a Bbicokonpog)eccuoHansHoe BbiNONHEHWe TpyaoBLIX 00A3aHHOCTEW, NOBLILLIEHKE
NPOU3BOANTENEHOCTW TPYAA, NPOACIXUTENLHYIO U BeaynpedHyto paboTy u apyrve
yCnexu B TpyAe NPUMEHAIOTCA Cneyloliue mepsl noolwperns paGotiukos YYTO
«CTAPT»:

- obbaABneHue BnarofapHOCTH, Bblja4ya NpemMum;




MoowpeHus 0BBLABNAIOTCA NPUKA3OM, AOBOAATCA A0 CBEAEHWA KonnekTuea u

3aHOCATCA B TPYAOBYIO KHWKKY paboTHWKa (No cornacosaHuio ¢ paboTHMKOM).

6. OTBETCTBEHHOCTb 3A HAPYLIEHWUE TPYAOBOW OUCLIUMNUHbI

6.1. 3a HapylLeHWe TPYAOBOM AUCUNNNYHB! aAMUHUCTPALMA NPUMEHAST cnegylowpe
AWCUMNNUHAPHBIE B3bICKAHWA: 3aMeyaHue; BbIroBOp, YBONbHEHWE.

YBONbHEHWE MOXET ObITb NPUMEHEHO 32 CUCTEMATUYECKOe HEUCNONHEHWE paboTHUKOM
He3 yBaxuTenbHbiX NPU4MH 06A3aHHOCTEN BOINOKEHHBIX HA HEro TPYAOBEIM
AOrOBOPOM ¥ NpaBunamn BHYTPEHHErO TPYAOBOro pacnopafka, ecim K paboTHUKY
paHee NPUMEHANUCE MePbl AUCUMNNMHAPHOTO B3bICKAHWA, 3a Nporyn (8 TOM 4KCne 3a
oTcyTcTBUE Ha pabote Bonee 3-x 4acos B TeYeHWe pabouyero aHs) 6e3 yBaxuTenbHbIX
NPWYMH, 3@ NosBNeHWe Ha paboTe B HETPE3BOM COCTOAHUN MW B COCTOAHUM
HapKOTUYECKOrO UMK TOKCUYECKOro ONbAHEHUA, a TaloKe 3a COBEpLUEHWE No MEeCTy
paboThbl XMLWEHWA (B TOM YUCNE MENKOro) rocyAapCTBEHHOM0 Unu obLwecTBEHHOrO,
MMyLECTBa YCTAHOBNEHHOTO BCTYNNBLUMM B 3aKOHHYIO Ciily NPUroBOPOM CyAa uinu
NOCTAaHOBMNEHNEM OpraHa, B KOMNETEeHLMI0 KOTOPOro BXOQUT HanoxeHwe
aAMWHWCTPATMBHOrO B3bICKAHWA UMK NPUMeHeHns Mep 0BLIeCTBEHHOM BO3[ENCTBUA.
6.2. [lucuMnnuHapHeIe B3bICKAHUA NPUMEHRAIOTCA PYKOBOACTEOM YYMO «CTAPT».

6.3. [1o HanNOXeHUs B3bICKAHWA OT HapyLUMTeNs TPYA0BON AUCUMNANHBI AOMKHbI BbiTh
3aTpeBoBaHsl 0BLACHEHNS. OTka3 paboTHuka faTb 06BLACHEHUA HE MOXET CNYXWUTb
NPenaATCTBUEM ANA NPUMEHEHWUA B3bICKaHUA.

[IMCUMNNMHAPHBIE B3bICKAHWA NPUMEHSIOTCS HENOCPEACTBEHHO 3a 0OHapyxeHWeMm
NPOCTYNKa, HO He No3aHee OAHOTO MecALa Co AHA ero 0bHapyXeH!s, He cunTas
Bpemenu GonesHn unu npebeieanus paboTHuka B oTnycke. BabickaHue He MOXET BbiTh
HaNOMEHO No3aHee LWecTW MECALUEB CO AHA COBEPLUEHWA NPOCTYNKa, a No pesyneratam
peBW3UM UNK NPOBEPKK gpuHchoao-manﬁcTBEHHﬂﬁ OEeATENLHOCTH - HE NO3AHEE ABYX
neT co AHs ero copeplueHns. B ykasaHHble CPOKW He BKNIOYAETCA BPEMA NPOU3BOACTEA
no yronosHOMYy geny.

6.4. 3a kaxaoe HapyLUeHWe TPYA0BON AMCLUMNNUHLI MOXET ObiTb HANOXEHO TONLKO
OfHO AMCUMNNUHapHOE B3bickaHue. MNpu HANOXEHUN AUCLIMNNNHAPHOrO B3bICKaHUA
[OMKHBI YYUTBIBATHCA TAXKECT COBEPLUEHHOTO NPOCTYNKa, obcToATENLCTBA, NpK
KOTOPbIX OH COBepLLeH, npealwecTaylowan paboTta u noseaexune paboTHuka.

6.5. Mpukas 0 NPUMEHEHUN AUCLMNIIMHAPHOTO B3bICKAHWA C yKa3aHWem MOTWBOB ero




npumeHeHus obbasnaeTcA (coobwaeTcs) paboTHWKY, NOABEPrHYTOMY B3bICKaHWIO NoA
pacnucky B TpexAHeBHbIA CPOK.

6.6. Ecnu B TeyeHue roaa co AHA CO AHA NPUMEHEHNA QUCLUUNNMHAPHOMO B3bICKaHUA
paboTHUK He ByaeT noaBeprHyT HOBOMY AUCUMNIMHAPHOMY B3bICKaHWIO, TO OH
CYMTAETCH He NOABEPrUMMCH AUCUMNIMHAPHOMY B3biCKaHuio. [ucumnnuHapHoe
B3bICKaHWe MOXeT BbiTe CHATO aAMUHWUCTpaUUeil No cBoel HuUMaTUBee, no
XOAAaTancTBY HENOCPEACTBEHHOMO PYKOBOAUTENA WMWK TPYAOBOro KONMEKTUBA, ecnu
NoOABEPrHYTLIA AUCUMNNIMHAPHOMY B3bICKAHWIO HE COBEPLUMN HOBOrO NPOCTYNKa W1
nposeun cebn kak aobpocosecTHbId paboTHUK. B TeyeHne cpoka geicTaus
AVCLUMNNMHAPHOTO B3bICKAHKA MEPbI NOOLLPEHNA, yKasaHHble B HacToAwwmx MNpasunax,
K paboTHUKY HE NPUMEHRAIOTCA.

6.7. C npasunamn BHyTPEHHEro pacnopaaka AomKHbl ObiTe 03HaKoMNeHbl BCe
paboTHuku YYMO «CTAPT», koTopbie 0Ba3aHbl B CBOEH NoBceaHeBHOI pabote
cobniofats NOPAAOK YCTAHOBNEHHLIA NpasunamMu.




