IIpaBui1a BHYTPEHHEr0 TPYIOBOI0 PACHOPSIKA
misa padbotHukoB OO0 «®OPTYHA 17».

Hacrosmue IlpaBuna onpenenstor BHYTpeHHUH TpynoBoil pacnopsagok B OO0 «®OPTYHA
17», mopsiiok mpriemMa Ha paboTy W YBOJbHEHUS PaOOTHUKOB, OCHOBHBIE 00S3aHHOCTH PAOOTHUKOB
U aJMUHHMCTPALIMHU, PEKUM pabovyero BpeMEHH, a TaKke Mephl MOOIIPEHUsI U OTBETCTBEHHOCTH 32
HapylIeHUE TPYAOBOW JUCIMUILTUHBIL.

1. IIpuem Ha padoTy

1.1. Ilpuem Ha paboty B OOO «®OPTYHA 17» npousBoauTCcs Ha OCHOBAaHUH 3aKIFOYEHHOTO
TPYAOBOTO JOTOBOPA.

1.2. IIpu npueme Ha padoty B OO0 «®OPTYHA 17» aamunuctpanus obs3aHa norpedoBaTh
OT MOCTYHAIOUIETro:

- IPEIBSBIIEHMS 1ACIIOPTA, YI0CTOBEPSIOLIETO JINYHOCTB;

- IPEIOCTABICHUSI TPYIOBOM KHMXKKH, O(POPMIIEHHOH B YCTAaHOBJIEHHOM HOPSIKE,

- CTPaxoBOI'0 CBUAETEILCTBA FOCYJAPCTBEHHOIO IEHCMOHHOTO CTPaXOBaHMsI,

- TOKYMEHTOB BOMHCKOTO yd4eTa - NIl BOGHHOOOS3aHHBIX M JIUII, MOJJIeKAIINX MPU3bIBY Ha
BOCHHYIO CITYXOY;

- JWIUIOMa WIA MHOTO JIOKyMEHTa O TIOJIydeHHOM OOpa3oBaHUM WJIM JIOKYMEHTa,
HOATBEPKIAIOIIETO CIEIMATLHOCTh WU KBAJIN(UKALHIO.

[Ipuem Ha paboty 0e3 yKa3aHHBIX JOKYMEHTOB HE MPOU3BOJIUTCS.

[Ipuem Ha paboTy odopmisieTcs: MPUKa3oM (pacHopsLKEHHEM) aJMUHUCTPALUH, U3aHHBIM Ha
OCHOBaHUU 3aKJIFOYEHHOTO TPYIOBOTO JOTOBOPA, KOTOPBIM 00BABISETCS paOOTHUKY IO/l PACIIUCKY B
TPEXIHEBHBIN CPOK CO JTHS MOAMMCAHUS TPYIOBOTO JOrOBOPA.

I[Ipu mpueme Ha paboTy pabOTHUKY MOXKET OBbITh  YCTAHOBJIEHO  HCIIBITAaHHE
IPOJIOJKUTENFHOCTBIO He Oojiee 3 MecsIeB.

1.3. IIpu mocTymieHny pabOTHHUKA Ha pabOTy MM TIEPEBOJIE €r0 B YCTAHOBICHHOM IOPSAKE Ha
Jpyryro paboTy AJIMHUHHUCTpaIs 00s3aHa:

- O3HAKOMHTH pabOTHHUKA C MOPYUYEHHOUN paboTOM, yCIOBUSMHU U OIUIATOW TPYHa, Pa3bsICHUTH
paboTHUKY €ro npasa U 00sI3aHHOCTH;

- 03HaKOMHUTH C TIPaBUJIAMU BHYTPEHHETO TPYIOBOTO PACIIOPSIIKA;

- TPOBECTH MHCTPYKTaX IO TEXHHKE O€30IacHOCTH, TPOU3BOACTBEHHON CaHUTapHUH,
MIPOTUBONO)KAPHOW OXpaHE W JPYrMM NpaBUJIaM OXpaHbl TPYHa, Pa3bsCHUTHb OOSI3aHHOCTH IIO
COXPaHEHHUIO CBEJCHUH, COCTABIISIOMINX KOMMEPUECKYIO WM CIYKEeOHYIO TaifHy, OTBETCTBEHHOCTh
3a ee pa3nIalleHue.

1.4. [IlpekpameHue TpyrioBOro JOrOBOpa MPOU3BOAUTCA TOJBKO 10  OCHOBAaHMSM,
MPEIYCMOTPEHHBIM TPYAOBBIM 3aKOHOAATENHCTBOM PD.

PabGoTHUK WMeeT TMpaBO pPACTOPTHYTH TPYJAOBOH JOroBOp, MpenynpenuB o0 3ToM
aJMMHUCTpAIMI0 B NUChbMEHHOW Qopme 3a aBe Henenaw. [lo ucTeyeHMM yKa3aHHOTO CpOKa
npeaynpexaeHuss o0 yBOJbHEHHMM paOOTHHUK BIpaBe MPEKpaTuTh paldoTy, a aJMHHUCTpAIUSL
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o0s13aHa BBIIATh €My TPYIOBYIO KHM)KKY C BHECEHHOM B Hee 3alMCbi0 00 YBOJIBHEHHUH, JpyrUe
JIOKYMEHTBI, CBSI3aHHBIE C Pa0OTO, IO MUCbMEHHOMY 3asBJICHUIO0 pa0OTHUKA U IPOU3BECTH C HUM
OKOHUaTeNbHbIN pacueT. [IpekpaiieHre TpyaoBoro 10ropopa opopmiIsieTcss HpruKa3oM.

[To cormamenuio Mexay paOOTHHUKOM M aJMUHHCTpalMedl TPYAOBOH JOTOBOP MOXKET OBITH
PACTOPTHYT U 10 UCTEUCHUS CPOKa MPENYNPEXICHUS 00 YBOIbHEHHH.

3anucu B TPYAOBYIO KHIMXKKY O NpUYMHAX MPEKpalleHus TPYIOBOIO JIOTOBOpa JOJIKHBI
HNPOM3BOAMTLCS B TOUHOM COOTBETCTBUM C (opmynupoBkamu TpynoBoro kojaexca PD wmu uHOro
(enepaabHOTO 3aKOHA U CO CCHUIKOW Ha COOTBETCTBYIOIIHME CTAaThIO, MYHKT TpymoBoro koxekca PO
WIN MHOTO (pefiepaibHOro 3aKOHa.

JIlHEeM yBOJIbHEHHUS CYUTAETCS MOCIEAHUM JIeHb paOOTHI.

2. OcHOBHbBIE 00513aHHOCTH PaOOTHUKOB

2.1. Paborauxku OO0 «®OPTYHA 17» D0omKHBL:

- JTOOpOCOBECTHO BBITIONHATH CBOM TPYIOBBIE OOS3aHHOCTH, COOJNIONATh TPYAOBYIO
TUCHUIUIMHY, CBOEBPEMEHHO U TOYHO HCHOJHATH  PACHOPSKEHHUS  aJIMUHUCTpAIMM U
HEIMOCPEICTBEHHOTO PYKOBOJIUTEINS, MCIIONB30BaTh Bce pabodee BpeMs sl MPOU3BOIUTEIHHOTO
TpYyHa, BO3IEPKUBATHCS OT ACHCTBUIA, MEIIAIOIINUX APYTUM paOOTHUKAM BBIMOIHITH UX TPYAOBHIE
0053aHHOCTH,

- KAYECTBEHHO U B CPOK BBIMOIHATH 3aJlaHUS U MIOPYUYCHHUS,

- coOmonath TpeOOBaHMSI MO OXpaHe Tpyda, TEXHUKE OE30MaCHOCTH, MPOU3BOICTBEHHOM
CaHUTapUH, TUTHEHE TPY/Ja U MPOTUBOIOXKAPHOI OXpaHe;

- colepKarh cBoe pabodyee MecTo, 00OPYOBaHUE M MPHUCIIOCOOICHHUS B MOPSAKE, YUCTOTE H
UCIPAaBHOM COCTOSIHUHU, a TaKkKe COONIONaTh YHCTOTY B OTJAENE M Ha TEPPUTOPUHM OpraHU3aIUy;
coOJTI0/1aTh YCTAaHOBIICHHBIN MOPSJIOK XPAaHEHUSI MaTepUANIbHBIX IICHHOCTEH U JOKYMEHTOB;

- OEpeX)HO OTHOCUTHCS K UMYIIECTBY paboTonatesns u APyrux paboTHUKOB;

- HE pas’iamarb OXpaHsAEeMYI0 3aKOHOM TalHy (TOCYIapCTBEHHYIO, KOMMEPUYECKYIO,
CIy’)keOHYI0 ¥ WHYIO), CTaBIIyI0 M3BECTHON PaOOTHHUKY B CBSI3U C HCIIONIHEHHUEM UM TPYAOBBIX
00513aHHOCTEM.

2.2. Kpyr o0s3aHHOCTEH, KOTOpBIC BBITIONHAECT PAOOTHUK TIO CBOEH CIEIHAIBHOCTH,
KBaNTU(UKAIINH, TIOJDKHOCTH, OTIPEICTISETCS TPYAOBBIM JIOTOBOPOM, JOJDKHOCTHOW MHCTPYKITUEH.

3. OcHOBHBIE 00513aHHOCTH aMUHUCTPALIUN

3.1. AnmMuHuCTpanus o0s3aHa:

- co0IoaTh TPYIOBOE 3aKOHOIATENHCTRO;

- IPEIOCTAaBUThL PAOOTHUKY pabOTy, 00YCIOBICHHYIO TPYIOBBIM JJOTOBOPOM;

- obecreunTh 0€30MacHOCTh TPY/Aa U YCIOBUS, OTBEYAIOIINE TPEOOBAHUSAM OXpPaHbl M TUTUEHBI
TpyAa;

- obecrmeunTh pabOTHHKA 000PYIOBaHHEM, MHCTPYMEHTAMH, TEXHUYECKON TOKyMEHTaluel u
WHBIMH CPEJICTBAMH, HEOOXOTUMBIMH IS UCTIOTHEHHSI KM TPYIOBBIX 00SI3aHHOCTEIH;

- BBIIUIAYMBATH B TIOJTHOM pa3Mepe MPUUYHUTAIONIYIOCS PaOOTHUKY 3apabOTHYIO IUIATy B CPOKH,
YCTAHOBJICHHBIE  TPYIOBBIM  3aKOHOJATEIHCTBOM, KOJJIEKTUBHBIM  JIOTOBOPOM, TPaBHIIAMH
BHYTPEHHETO TPYIOBOTO pactopsiaKa, TPYIOBBIMH JOTOBOPAMH;

- CHocoOCTBOBaTh  pabOOTHMKAM B  TOBBIIICHWM WMH  CBOSH  KBaIM(HUKAIINH,
COBEpIICHCTBOBAHUU MPOdECCHOHATBHBIX HABBIKOB.

3.2. AIMUHUCTpAIHs CTPEMUTCS K CO3/IaHUIO BBICOKOMIPO(ECCHOHAIBHOTO Pab0TOCIIOCOOHOTO
KOJUIEKTHBA, PAa3BUTHIO KOPIOPATUBHBIX OTHOIICHWH BHYTPU OpraHMU3AIMH, MOBBIIICHUIO
3aMHTEPECOBAHHOCTH CpeM PAaOOTHUKOB B Pa3BUTUH M YKPETUICHUH JICATSILHOCTA OPTaHU3aIUH.

4. Pabouee BpeMs B BpeMsl OT/IbIXa
4.1. B cOOTBETCTBHH C JICHCTBYIOLIMM 3aKOHOJATEIBCTBOM HA MPEANPHATHU YCTAHABIHBACTCS
ISITUIHEBHAsE pabodasi HeAesl C JABYMS BBIXOJAHBIMU JIHSMH - BOCKPECEHbE U TOHEICIHHUK.



[TponomxuTensHOCTh pabodero BpeMeHH cocTaisieT 40 4acoB B HEJIEINIO.

I'paduk paGoTHI, ONpeAeAIOMNi HaYaI0 eKeIHEBHOW paboThI, BpeMsi 00EICHHOTO TepephiBa
U OKOHYaHHWE paboyero MAHsA, yCTaHaBIUBaeTcsd [Uid paOOTHUKOB OpraHU3allMd C y4eToM
IIPOM3BO/ICTBEHHON JI€ATEIBHOCTH.

IIponomkxuTeNnbHOCTh pabouero JHs, HEMOCPEICTBEHHO MpeNlIecTBYIOIUX Hepadouemy
Ipa3IHUYHOMY JTHIO, YMEHBIIAETCS HA OJJH Yac.

4.2. Pabora B opraHu3aiy He IPOU3BOAUTCS B MIPA3IHUYHBIE JHU, YCTAHOBJICHHBIE TPYAOBBIM
3aKOHOAATEIbCTBOM.

IIpu coBnageHny BBIXOAHOTO U MPA3AHUYHOIO JHEHN MEPEHOC BBIXOMHOTO JIHS OCYLIECTBIISETCS
B COOTBETCTBHUH C TPYAOBBIM 3aKOHOAATEIHCTBOM.

4.3. OuepeHOCTh NPENOCTABIEHUS OTIYCKOB YCTAHABIMBAETCS aJAMHHUCTpALMEN C y4E€TOM
NPOM3BOACTBEHHON HEOOXOMMOCTH U TIOKETaHUH paOOTHHUKOB.

ITpoomKUTENBHOCTD €XKETOHOIO OIIaYMBAEMOr0 OTIYCKa JUIl BCeX PaOOTHUKOB COIVIACHO
JEHUCTBYIOIIIEMY 3aKOHOJATENIbCTBY yCTaHaBIMBAaeTCs He MeHee 28 kanmeHmapHbix gHeit. [lo
COIVIACOBAHMIO C AJMUHUCTpaned paOOTHUKY MOXET OBbITh HPEAOCTaBIIEH JOMOIHUTENbHBINA
OTIYCK 0e3 coXpaHeHus 3apaOO0THOM IJIaTHlI.

5. Iloompenus

5.1. 3a 00pa31oBOE BBHINOIHEHUE TPYAOBBIX 00s3aHHOCTEH, NOBBIIIEHHE POU3BOAUTEIIEHOCTH
TpyAa, TPOAOIDKUTEIBHYI0 M Oe3yNpedyHyro paboTy W ApYyrHe yCleXu B Tpyne NMPUMEHSIOTCS
CJIeIyIOIINE Mephl MOOIPEHNsT PAOOTHUKOB!

- 00bsiBIIEHME 0JIar01apHOCTH;

- BbIJ1aua MPEMHH;

- HarpaxJicHUC NCHHbBIM ITOAAaPKOM;

- 3aHecenue B Kuury nodera, Ha Jlocky noyera.

HOOIHpCHI/ISI OOBABIIAIOTCSA IIpUKa30oM, JOBOAATCA OO CBCACHUA BCCTO KOJIJICKTHBA U 3aHOCATCA
B TPYIOBYIO KHM)KKY paOOTHHKA.

6. OTBETCTBEHHOCTh 32 HApYIICHUE TPYAOBOH TUCIIATUTHHBI

6.1. Hapymenue TpynoBoi JUCHUIUIMHEL, T.€. HEUCIOJTHEHUE WM HEHAJUIekKAIllee UCTIOIHEHHE
110 BUHE paOOTHHKA BO3JIOKCHHBIX HAa HETO TPYIOBBIX 00s13aHHOCTEH, BiIedYeT 3a co00i MPUMEHEHHE
Mep IUCIHMIUTMHAPHOTO WIIM OOIIECTBEHHOTO BO3JCHWCTBHUS, a TaKXKe NPUMEHEHHUE HWHBIX Mep,
NPEIYCMOTPEHHBIX JIEHCTBYIONIUM 3aKOHOIATEIILCTBOM.

6.2. 3a HapylIeHHUEe TPYIOBON AUCIUIUIMHBI A IMUHUCTPAIUS IPUMEHSIET

CJIC/IYIOIINE UCITUTUTHHAPHBIC B3bICKAHUS:

- 3aMeYaHue;

- BBITOBOD);

- YBOJIbHEHHE 110 COOTBETCTBYIOIUM OCHOBAHUSIM.

VYBOJIBHEHUE B Ka4eCTBE JUCIHHUILUIMHAPHOTO B3BICKAHWS MOXKET OBITh TNPHUMEHEHO 3a
HEOIHOKPAaTHOE HEHCIIOMHEHHE PaOOTHUKOM 0€3 YBaKHUTEIbHBIX IPUYHH TPYIOBBIX 00S3aHHOCTEH,
€CJIM OH UMEET JIUCIUILTUHAPHOE B3bICKAHNUE.

6.3.  JlucuuruiiHapHbl€  B3BICKAHUS ~ TIPUMEHSIOTCS ~ TCHEPAJbHBIM  JHPEKTOPOM.
AJIMUHUCTpAIUS HIMEET MPaBO BMECTO HAJIOKEHUS TUCIMILTMHAPHOTO B3BICKAHUS MEepPeaTh BOPOC
0 HapYyIIEHUH TPYAOBOH JUCHIUIUIMHBI HA PACCMOTPEHHE TPYAOBOTO KOJJICKTHBA.

6.4. Jlo HaJOXEHHS B3BICKAHUS OT HAPYIIMTENS TPYIOBOH JUCIUILTAHBI JOJDKHBI OBITH
3aTrpe0oBaHbl OOBSICHEHUS] B MHCbMEHHOW (opme. B ciydae orkaza paGoTHUKA JaTh yKa3aHHOE
0OBSICHEHHE COCTABIISIETCS COOTBETCTBYIOIIHMIA aKT.

OTka3 paboTHHMKA 1aTh OOBSICHEHUS HE MOXKET CIYKHTh MPEMSATCTBHEM JUIS NPUMEHEHHS
B3bICKAHUSI.

JlMcuIIMHApHOE B3bICKAHNE MPUMEHSETCSI He TIO3IHEEe OJHOTO MecCsIa CO THS OOHAPYKEHHS



NPOCTYIKa, HE CYMTas BpEeMEHHM OOJIe3HW pabOTHMKA, NMPEeObIBaHUS €r0 B OTIYCKE, a TaKXkKe
BpEMEHH, HEOOXOIMMOTO Ha y4eT MHEHHUSI ITPEICTABUTEIHHOTO OpraHa pabOTHUKOB.

JlMCIUIUIIMHAPHOE B3BICKAHWE HE MOXKET OBITh MPUMEHEHO IO3/IHEEe MIECTH MECSIIEB CO JHS
COBEpIIEHHSI TMPOCTYIKa, a IO pe3ylbTaraM pEeBU3WH, MPOBEPKH (UHAHCOBO-XO3SICTBEHHOMN
NEeSITETPHOCTH WM ayJIUTOPCKOM TPOBEPKU - TO3JHEE IBYX JIET CO JHsS €ro coBeplieHus. B
yKa3aHHbIE CPOKU HE BKIIFOYAETCS BPEMsI IIPOU3BOJICTBA 10 YTOJIOBHOMY JIEITY.

3a KaXIpli JAWCHUIUIMHAPHBIA TPOCTYIOK MOXET OBITh TNPUMEHEHO TOJBKO OJIHO
JMCIUTUIMHAPHOE B3BICKaHHE.

6.5. Tlpuka3 (pacnopspkeHue) paboTomaTenss O MPUMEHEHUW JUCIMILTMHAPHOTO B3BICKAHHUSI
00bsBIsIeTCS PaOOTHUKY IMOJ] PACIMCKy B TEUEHHE TpeX paboumx THEH co THS ero u3naHus. B
cilyuae OTKa3a pa0OTHUKA TMOMIKMCATh YKa3aHHBIM MpHKa3 (pacmopspKEHUE) COCTaBIISETCS
COOTBETCTBYIOIIUN AKT.

6.6. Ecii B TedyeHue ronma co JHS MPUMEHCHHs JUCIUILTHHAPHOTO B3BICKAHHS PAOOTHHK HE
OyleT TOABEPTHYT HOBOMY AHMCIUIUIMHAPHOMY B3BICKAHHIO, TO OH CYHMTACTCSI HE HMEIOIIUM
JTMCIUTUIMHAPHOTO B3bICKaHWs. B TedeHuwe cpoka NEHCTBHS AMCIUIUIMHAPHOTO B3BICKAHUS MEPHI
MOOIIPEHNs], YKa3aHHbIe B HacTosmuX [IpaBuiax, K pabOTHUKY HE IPUMEHSFOTCS.

PaGoTonarens 0 MCTEUYEeHUS Toja CO JHS MPUMEHEHUS JUCIUILTMHAPHOTO B3BICKAHUS UMEET
NpaBO CHATH €ro C pabdOTHHKA IO COOCTBEHHOW WHUIIMATHBE, IMPOChOE caMoro paboTHHKA,
XOJIATalCTBY €r0 HEMOCPEACTBEHHOTO PYKOBOAMUTEIS WIIH TIPEACTABUTEIILHOTO OpraHa pabOTHUKOB.

6.7. C mpaBwiaMu BHYTPEHHETO pPACIOPSIKA JOJDKHBI OBITh O3HAKOMIICHBI BCE PAOOTHUKH
npeanpusitus. PaOoTHUKM 00s3aHBI B CBOEH TIOBCEJHEBHOW paboTe COOMomaTh MOPSJIOK,
YCTaHOBJICHHBIH MPaBUIIaAMH.

C mpaBwia BHYTPEHHETO TpyHAoBOro pacmopsiaka st padbotankoB OO0 « DPOPTYHA
17» 03HaKOMIJIEH:
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