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[TPABUJIA
BHYTPEHHETO TPY10BOI'0 pacropsika

Juts pabOTHUKOB HacTHOro 00pa3oBaTe/IbHOTO YUPEXKACHHUS JOTIOMHUTEIBHOrO
npodeccuonanpHoro oopazosanus YUEBHO-KYPCOBOU KOMBUHAT

Hacrosituue [IpaBuna onpenessitor BHYTpeHHUHE TpyaoBoi pacnopsaaok B HOVY JIITO
YYEBHO-KYPCOBOM KOMBUHAT, nopsisiok npuema M yBOJbHEHHMS pabGOTHHKOB,
OCHOBHBIE 00S3aHHOCTH PAaOOTHUKOB M aAMUHUCTpPALUHU, PEKUM pabouero BpeMEHU MU €ro
MCIIOJIb30BAHHUE, a TaKXe MEpBbI MOOLPEHUSA 3a yCcrexu
B paboTe U OTBETCTBEHHOCTD 3a HAPYLIEHHUE TPYAOBOW AUCLUIIIIMHBL.

1. Ilpuem Ha paboty
1.1. I[lpuem Ha paGoTy NpOU3BOAMUTCS HA OCHOBAHWHU 3AKJIOYEHHOIO TPYAOBOrO A0roBopa
(KOHTpakKTa) 0 pabore.
1.2. Ilpu npueme Ha palOoTy B opraHu3anuio agMUHUCTpauus obs3aHa norpedboBaTh OT
MOCTYNaloUlero:
- IPeI0CTaBJIEHUS TPYIOBOM KHHKKH OPOPMIICHHOHN, B yCTAHOBJIEHHOM MOPSIKE;
- IpeIbABJICHUs MTAaCIOpPTa, YAOCTOBEPSIOLIErO JIUYHOCTD;
- JWILUIOM@ MJIM MHOrO JOKYMEHTa O TMOJy4eHHOM o00pa3oBaHUM HJIM JOKYMEHTa
MOJATBEPIKAAIOUIETO CIELHATBHOCTD UM KBAJTU(PUKALIHUIO.

[Ipuem Ha paGoTy 6e3 yKa3aHHBIX TOKYMEHTOB HE NMPOU3BOJUTCS.

B uensx Oosnee mnoaHOH oueHkH 1podecCUOHANIbHBIX M JEJIOBbIX KayecTB
npuHUMaeMoro Ha pabory paboTHHMKa aJMUHHUCTpaLlMs OpPraHU3allUU MOXET MPEeIJONKHUTh
€My MpeACTaBUTh KpaTKyl0 NUCBMEHHYIO XapaKTepUCTUKY (pe3lOME) MO BBINOJHSIEMOH
paHee paborTe.

[IpuemM Ha paboTy B KOMIAHHUIO OCYIIECTBISIETCS, KaK MNPaBUJO, C MPOXOXKJACHUEM
MCIBITATEILHOTO CPOKA NPOAOJIKUTEIBHOCTBIO OT | 10 3-X MecsleB.

[Ipuem Ha paboty odopmisieTcs npukazoM, KOTOpbIi 00bsABAsSETCS pabOTHUKY MOJI
pacIucKy.
dakTHYeCKUM JONyckoM K paboTe cuMTaeTcs 3ak/l4YeHHEe TPYAOBOr0 JIOroBOpa,
HE3aBUCUMO OT TOro0, ObLI JIM NpHeM Ha paboTy opopMIIeH HalekKaluM 00pa3oM.
1.3.1lpu noctynnenun paboTHuka Ha paboTy UM MEPEeBOJE €ro B YCTAHOBICHHOM MOPSJIKE
Ha Jpyryo paboTy aiMUHHUCTpanus obs3aHa:

- O3HAKOMHUTb €ro ¢ MOpy4yeHHOH paboTOH, YCIOBHUSIMH H OIJIATOW TpyJda, pa3bsICHUTH
pabOTHHUKY €ro npaBa U 00sI3aHHOCTH;

- 03HaKOMUTb C NpaBUJIAMU BHYTPEHHErO TPYAOBOrO pacnopsaKka;

- TpPOBECTH HMHCTPYKTaX IO OXpaHe Tpyda U MNPOU3BOJACTBEHHOH CaHUTApHH,
MPOTUBOIOXKAPHOM OXpaHe M APYTMM IpaBujaaM Oe30MacHOCTH, U 00 0O0S3aHHOCTH IO
COXpaHEHHUIO CBEJIEHHUH, COCTaBJIAIOIINX KOMMEPUYECKYIO
WM ciyxeOHyIo TaliHy OpraHu3alui M OTBETCTBEHHOCTH 3a €€ pasrjalieHHue MWIH
nepenavy Apyrum JIMLaM.

1.4. Ilpekpauenue TpyJIOBOro JI0roBOpa MOXET HMETh MECTO TOJBKO MO OCHOBAHHUAM,
NpeayCMOTPEHHBIM TPYAOBBIM 3aKOHOATEIbCTBOM.

PaGoTHUK wMMeeT mnpaBO pacTOPrHyTh TPYIOBOH JOTrOBOp, 3aKIIOYEHHBIH, Ha
HEOIpEeAECJIEHHBIH CPOK, NpeaynpeauB 00 3TO aIMUHUCTPALMIO 3a JIBE HEJEJIH.

[Io ucreuyeHMM yKa3aHHOrO CpoKa MNpeaynpexiaeHdus o0 YyBOJbHEHHH, pabOTHHK
BIIpaBe MpPeKpaTHTh paboTy, a aAMUHHUCTpalus oOsi3aHa BBIIATh €MY TPYIOBYIO KHHXKKY M
MPOU3BECTH C HUM pacyer.

[To norosopenHocTH Mexay pabOTHUKOM M aAMHHHCTpalHe#d TPyIOBOH JOTOBOP.
MOKET OBbITh, PACTOPTHYT B CPOK, O KOTOPOM MPOCUT pabOTHHK.

CpouHblii Tpy/10BOH A0rOBOp MOJJIEKUT PACTOPKEHHIO AOCPOUYHO MO TPeOOBAHMIO
paboTHHKA B ciiydyae ero OOJE€3HHW WU HHBAJIUJIHOCTH, MPENATCTBYIOUIMX BBIMOJIHEHHUIO
paboThl 1O JOroBOPY, HapylIEHHs aJIMUHHCTpalHedl 3aKOHOIATeNbCTBA O TPYIE,



KOJIJIEKTUBHOTO UJIU TPYZOBOTO Jl0TOBOpa u no
JPYTUM  YBAXXUTEJIbHBIM IMPUUMHAM [PEAYCMOTPEHHBIM JEHCTBYIOUIUM  TPYLOBBIM
3aKOHOAATCJIECTBOM.

[Ipexpaiienue Tpya0BOTO A0TOBOPa, 0POPMISETCS NPUKA30M 10 KOMIAHHUH.

B neHb yBOJNbHEHHs agMUHUCTpauus oOsi3aHa BbIaTh pabOTHUKY €ro TPYyJIOBYIO
KHUKKY C BHECEHHOM B Hee 3aluchio 00 YBOJbHEHUM U NPOU3BECTH C HUM OKOHYATENIbHBIH
pacuer.

2. OcHOBHbBI€ 00513aHHOCTH Pa0OTHHKOB
2.1.Pa6otuuku YOV JITTO YYEBHO-KYPCOBOMW KOMBUHAT nomKHEI:
- 100pOCOBECTHO BBIMOJHATH CBOM TpPYJIOBBIE 00S3aHHOCTH, CcOOMIOAATh TPYIAOBYIO
JUCUUIJUHY, CBOEBPEMEHHO M TOYHO HCIHOJIHATH pacHOPSKEHUS aJAMHUHUCTpPALlMU H
HEMoCpeACTBEHHOTO PYKOBOIUTENS;
- KAYEeCTBEHHO M B CPOK BBIMOJIHATH MPOU3BOJCTBEHHBIE 3aJJaHUsl U MOpydyeHUs, paboTarh
Ha/Jl MOBBILIEHUEM CBOETO MpoecCUOHANIbHOTO YPOBHS;
- NOJJEpKUBATh YUCTOTY M MOPSJOK Ha CBOeM pabouemM MecTe, B CIYXEOHBIX U APYrux
MOMEUIEHUSAX, COOJMI0JaTh  YCTAHOBJIEHHBIH  INOPSJOK  XpaHEHHsS  JOKYMEHTOB W
MaTepHualbHBIX LIEHHOCTEH;
- 5(hdexkTHBHO HCcHOAB30BaTh INEpPCOHAJIBHBIE KOMIBIOTEPBI, OPTTEXHUKY M Jpyroe
obopynoBaHUe, 5KOHOMHO ¥ pallHOHAIIBHO PacXoJ10BaTh MaTepHallbl;
- coburoars HOpPMBI, NMpaBUJa W MHCTPYKLUHMH [0 OXpaHe TpyJaa, MNPOU3BOJACTBEHHYIO
CaHUTApHIO, IpaBUjia IPOTUBONOKAPHONH 0€30MacCHOCTH;
- HE UCIOJIb30BAaTh JJIs BBICTYIUIEHUH U NyONUKaUMU B CpeACTBAX MacCOBOM MHpOpMalUH
CBE/JICHUH, MOJYUYEHHBIX B CHJIY CJIYXeOHOTO MOJIOKEHHUS, ONpEeAeIeHHBIX CHelHalbHbIMHU
JJOKyMEHTaMHU OpraHu3aiuu, Kak kommepueckas (cinyxeOHas) TaliHa;
2.2. Kpyr o0sa3aHHOCTEH, KOTOpBIE BBINOJHAET KaxXAbld pabOTHUK 1O CBOEH
CNElHalbHOCTH, KBalU(UKALMHU, NOJIKHOCTH, ONpelesseTcsi TPYAOBbIM JOTOBOPOM H
JIOJKHOCTHOH HHCTPYKUHEH.

3. OcHOBHBIE 00S13aHHOCTH AAMHHUCTPALIMU

3.1.Aamunucrtpanus o6s3aHa:
- co0J10/1aTh 3aKOHOIATENILCTBO O TPY/IE;
- IpaBUJIBHO OPraHU30BaTh TPYJA pPaOOTHUKOB Ha 3aKpEeIJIEHHBIX 3a HUMH pabouumu
mMecTamu, obOecrnedyuB HEOOXOIMMBIMU INPUHAMICKHOCTIMH M OPITEXHUKOH, co3jaBas
3JIOpOBbIe U O€e30macHbIe YCIOBUSI TPyJa, COOTBETCTBYIOUIME IpaBHjaM IO OXpaHe Tpyia
(CaHMTapHbBIM HOpMaM, IPOTUBOMOXKAPHBIM MpaBUIIaAM);
- o0ecneunBaTth CTpoOroe coONIOJEHHE TPYNOBOH JAMCUMIUIMHBI, MPUMEHSTH MEpPEI
BO3JCHCTBUS K HAPYIIUTEISIM TPYIOBOH NUCUUIIIUHBI,
- co0i10J1aTh OrOBOPEHHBIE B TPYAOBOM JOrOBOpE YCJIOBHS OILIATHI TPYyJa, BbIAABATh
3apa0OTHYIO NJIaTy B YCTaHOBJICHHBIE CPOKH;
- cnocoOcTBOBaTHL pabOTHUKAM B MOBBIIIEHUU MMHU CBOEH KBalUpUKALMH,
COBEPUIEHCTBOBAHUHU NMPO(pECcCHOHANIbHBIX HABBIKOB;
3.2  AIMMHHUCTpalHus, OCYIIECTBJSS CBOH OOS3aHHOCTH, CTPEMHUTCS K CO3JAHMIO
BBICOKONPO(EeCCHOHANBHOr0 paboTOCNOCOOHOrO KOJJIEKTHBA, Pa3BUTHIO KOPMOPATHBHBIX
OTHOLIEHHUH cpeau pabOTHUKOB HX 3aHHTEPECOBAHHOCTH B Pa3BUTHM M YKpPENJIEHUH
JIeSITeIbHOCTH OpPraHu3aiuu.

4. PaGouee BpeMsi U BpeMsi OT/AbIXa
4.1. B cooTBeTCTBUHU C AECHCTBYIOIUM 3aKOHOJATEIBCTBOM Ui pabOTHUKOB OPraHM3aluu
yCTaHABJIMBACTCS MATHAHEBHAA pabovas Hexels NPOAOJIKUTENbHOCTHIO 40 4acoB ¢ AByMs
BBIXOJHBIMH JHSAMHU - cy000Ta U BOCKpECEHBE.

Hauano exenneBHoit pabotel ¢ 08-30 uac., Bpems obemenHoro nepepsipa ¢ 12-00
yac. no 12-45 yac. M okonvyanue padouero aus B 17-30 yac.

HaxanyHe npa3HUUHBIX JHEH NPOJOKUTENBHOCTh pabOThHI cOKpaliaeTcs Ha | yac.
4.2. B COOTBETCTBMM C 3aKOHOJATEJIbCTBOM O TpyAe paboTa He MPOM3BOAUTCSH B



npa3JHUYHbIE THH.

[Ipy COBIAJEHUU BBHIXOAHOTO M MPA3JHHYHOTO AHEH BBIXOIHOH JCHb MEPEHOCHTCH
Ha CJIeAYIOMIMH MOcae Npa3JHUYHOr0 pabouuil 1eHb.

4.3. O4yepeHOCTh MPEIOCTABICHUS OTIYCKOB yCTAHABIMBAECTCA aJMUHUCTPALUEN C
Yy4eTOM NMPOU3BOJCTBEHHOM HEOOXOAMMOCTH U MOXKeNaHUH pabOTHUKOB.
[Ipo0IKUTENBHOCTE  €XEeroJHOro OIJIaYMBaeMOro OTNyCKa s BCeX pabOTHUKOB
COTJIaCHO JIeMCTBYIOLIEr0 3aKOHOJATeJbCTBA YCTAHOBJIEHA HE MeHee 28 KajleHAapHBIX
JHEH.

4.4, PabGoTHukaM oOpraHu3allid 0OpPU yXOZ€ B OYEpPEAHONW OTNYCK  BbIJAETCH
e/IMHOBPEMEHHAs BbINJAaTa B pa3Mepe MECSYHOTO OKjIaja.
5. Cpoku BbINIaThI 3apadoTHOMH MJIATHI

Bbinnara aBanca 3a nepByro MOJIOBUHY Mecsilia ycTaHaBIUBaeTcs 15 ynciia TeKylero
mecsia. Beiniata 3apaboTHO#H M1aTel 32 BTOPYIO MOJOBUHY MECSLA YCTaHABIIMBAETCS B MOCEAHUH
JIeHb Mecsila.

6. [loompenust 3a ycnexu B pabore
6.1. 3a BbICOKONMPO(ECCHOHAIIBHOE BBINOJHEHUE TPYAOBBIX 00S3aHHOCTEH, MOBBILICHHE
MPOU3BOJIUTEIBHOCTH TPY/1a, POJOIKUTENBHYIO H Oe3ynpeuHyto paboTy U ApyTrue yCrnexu B Tpyze
PUMEHSIFOTCS CJIEYIOIIHE Mephl MOOLIPEeHUs paOOTHUKOB OpraHu3aluu:
. o0bsBIECHUE 0JIar0JapHOCTH;
- BblJlaua MPEeMUH;
- Harpax/JeHue UEeHHbIM N0JapKOM.

[loompeHuss oOBABIAIOTCS MNPUKA30OM, JOBOIATCS [0 CBEIACHHUS KOJJICKTHBA U

3aHOCSTCS B TPYJIOBYIO KHUXXKY paOOTHHUKA.
7. OTBETCTBEHHOCTD 32 HApYLIEHHe TPYAOBOM AUCHUITHHBI
7.1.3a HapylleHHe TpYyAOBOH JAUCHUIJIUHBI AJIMUHUCTpALUs MPUMEHSET CJEeAYIOLIHe
JMCUHUINIMHAPHbBIE B3bICKAHUS,
- 3aMeyYaHHue;
- BBITOBOP;
- YBOJIbHEHHUE.

YBOJIbHEHHE MOXET ObITh MNPUMEHEHO 3a CHUCTeMaTH4YeCKOe HEHCIOJHEHHE
paboTHUKOM 03 yBaKHUTEJIbHBIX NPUYUH 005S3aHHOCTEH, BO3JIOKEHHBIX HA HETO TPY/I0BLIM
JIOTOBOPOM M IpaBHJIaMH BHYTPEHHETO TPYAOBOTO pacrnopsijka, eciu Kk pabOTHUKY paHee
NPUMEHSIUCD MepBI JUCLUIIIMHAPHOT O B3bICKAHHUA.
7.2.  JlucuuniuHapHble  B3BICKAHMS  NPHUMEHSIOTCS  PYKOBOJCTBOM  KOMIIAHHH.
AJIMUHUCTpPALMs HMEET NIPABO BMECTO HAJOKEHHUS JUCLUIIIMHAPHOTIO B3bICKAHHUS TEpeiaTh
BOIIPOC O HApYIIEHUH TPYAOBOH JUCHHUIUIMHBI HA PACCMOTPEHHE TPYAOBOTO KOJIJIEKTHBA.
7.3. JIo HalloKEHHS B3BICKAHHUS OT HAPYIIUTENs TPYAOBOM MMCUMIUIMHBI JOJXKHBI OBbITh
3arpeboBanbl 00bsicHeHUs. OTka3 paboTHUKA AaThb OOBSICHEHUS HE MOXKET CIYXKHUTh
MPENnsTCTBUEM 1JIs IPUMEHEHUS B3bICKAHUS.

7.4. 3a Kax/0€ HapylEeHHUe TPYAOBOH AUCUMIIUHBI MOXKET ObITh HANOXKEHO TOJILKO OJHO
JUCUHUINJIMHAPHOE B3bICKaHWe. [Ipy Hallo)KEHUH NUCUUIIIMHAPHOTO B3BICKAHUS JOJIMKHbI
YUUTBIBATHCS TSAXKECTh COBEPLIEHHOIO MPOCTyNKa, OOCTOSTENBCTBA, NPHU KOTOPBIX OH
COBEpUIEH, NpeauecTBYOLas paboTa u nopejeHue paboTHHKA.

7.5. llpukas 0 NMpPUMEHEHUU AMCUHUILUIMHAPHOIO B3BICKAHUS C YKA3aHUEM MOTHBOB €ro
npuMeHeHus oObABIAeTCa (cooOwaercs) pabOTHUKY, MOJABEPTHYTOMY B3BICKAHHMIO 0[]
pacnucKy B TPEXIHEBHBIH CPOK.

7.6. Ecnu B TeueHue rojaa co QHS NPUMEHEHHS AMCLHUIIMHAPHOIO B3bICKAHMA pabOTHUK He
OyleT mOJABEPrHYT HOBOMY JUCHHUIJIMHAPDHOMY B3bICKAHHMIO, TO OH CUMTAeTCsd He
MOABEPTIIUMCS AUCUUIIIMHAPHOMY B3BICKAHHIO.

7.7. C nmpaBuiaMu BHYTPEHHErO pacHopsiiKa JIOJDKHBI OBITh O3HAKOMJIEHBI BCE pabOTHUKH
OpraHu3aluy, KOTOpble 00sA3aHBI B CBOEH NOBCEAHEBHOW paboTe coOM0AaTh MOPALOK
YCTaHOBJICHHBIN NpaBUJIaAMHU.




