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I[paBuiia BHyTpEHHETO TPYAOBOI'O paclopsKa
JU1s1 paOOTHUKOB

Hacrosimue [lpaBuia BHYTpeHHero TpyJIOBOro pacrnopsika (zanee-
IIpaBuia), onpejensioT BHyTpeHHHM TpyaoBoi pacnopsinok B UY IO YII
«ABTOIIKONA ABTOKJIAcC», INOPSAOK TMpuemMa Ha paboTy U yBOJbHEHHS
pabOTHMKOB, OCHOBHBIE OOS3aHHOCTH PAOOTHHKOB H aIMHHHCTpPAIMH, PEXUM
pabo4ero BpeMeHH M BPEMEHH OT/bIXa, a TaKKe MephI MOOIIPEHHUs 3a YCIEXH B
paboTe ¥ OTBETCTBEHHOCTH 3a HapyllIeHHe TPYI0BOW JHCUUTUIHHBL.

Ilpu npueme Ha pabory B UY JIIO VI[ «Asromxona ABTOKIACC
aJMHUHHCTpaLMs 00s3aHa 03HAKOMUTH pabOTHHKA C MPABUJIAMHU TI0J] PACTIUCKY.

1. llpuem Ha paboTy H YBOJIbHEHHE

1.1. TIpuem ma pabory B UY IO VYII «ABromkona ABToKiacc» (naiee-
ABTOLIKOJIA) IPOM3BOJAUTCS Ha OCHOBAHUH 3aKJIIOYEHHOTO TPYI0OBOI'O 0roBOpa.
1.2. TIpu npreme Ha paboTy B ABTOLIKOJY aIMHHHCTpalUs 00s3aHa N0TpeOOBATH
OT IOCTYTAKOILEr0:

- IPe/IBSIBIIEHUS N1ACIOPTa, YAOCTOBEPSIONIETO JIUYHOCTD;

- TIpeOCTABIIEH S TPYJOBOI KHIDKKH, O(OPMIICHHOM B yCTaHOBJICHHOM IOPSJIKE,
32 MCKJIIOUEHHEM CllyyaeB, KOrja TpyJ/IOBOH [OrOBOp 3aKJIHOYAeTCsi BIEPBBIC
WM pabOTHHK MOCTYIAeT Ha paboTy Ha YCIOBHIX COBMECTHUTE/ILCTBA,

- CTPaxoBOr0 CBUJIETEIBCTBA I'OCY1apCTBEHHOTO IIEHCHOHHOIO CTPaXOBaHMUS,

- JIOKYMEHTOB BOMHCKOIO ydeTa - JUIsi BOGHHOOOS3aHHBIX U JIML, MOIIeKAIIHX
IPH3BIBY HA BOGHHYIO CIIyK0Y;

-IUIJIOMA MJIM MHOIO JOKYMEHTa O IOJy4eHHOM O0Opa3OBaHUH MIIH JOKYMEHTa,
OJITBEPKAAIOIIETO CIIELHATBHOCTD UM KBaId QUKALIUIO;

-MeIMIMHCKOE  3aKiioyeHue  (MeJWIMHCKas  KHHXKKa) 00  OTCYTCTBHH
IPOTHBOMOKA3aHUil 1O COCTOSHHMIO 3[0pPOBbSi JUIi paboThl B 00pa3soBaTeIbHOM
YUpeKICHHH.

[Tpuem Ha paboty 0e3 yka3aHHBIX JOKyMEHTOB HE IPOM3BOJAMTCH.

[Ipuem Ha pabory odopmisercs INpHKa3oM  (pacropsiKeHHEM)
aJIMHHUCTPALIUH, W3aHHBIM Ha OCHOBaHMHM 3aKJFOYECHHOIrO TPYIOBOIO J0roBopa,
KOTOPBIH 0OBsBIsIETCS pabOTHUKY MOJ PAcHMCKy B TPEXIAHEBHBIH CPOK CO JIHS
TOJITACAHUs TPYI0OBOI'O J0TOBOPA.




[Ipu npueme Ha paGoTy pabOTHUKY MOXKET ObITh YCTAHOBJICHO HCIBITAHWE
MPOIOIIKUTEIBHOCTRIO He Gonee 3 MecsueB. OTcyTcTBHE B TPYJIOBOM JI0TOBOpE
yC10BHsA 00 HCTIBITAHHH 03HAYaeT, 4T0 PaGOTHHK MPHHAT 0€3 HCTIBITAHHS.

1.3. Ipu noctynnenuyn paboTHrKa Ha paboTy aIMHHHUCTpALUs 00s3aHa:

- 03HAKOMUTbH PabOTHMKA C JOJDKHOCTHOM WHCTPYKIMeH, YCIOBUSIMH M OILIATOM
Tpy[a, pa3bACHUTH PAGOTHHKY ero rpasa ¥ 00sS3aHHOCTH;

- 03HaKOMHUTB C MPaBAJIAMH BHYTPEHHEI0 TPYI0BOTO PAaCIOPsAIKa;

- NpOBECTH HMHCTPYKT@X 1O TeXHHKe Oe30macHOCTH, IPOU3BOACTBEHHOM
CAHUTAPWM, TPOTHUBOIMOKAPHON OXpaHe M ApYrMM MpaBUIaM OXpaHbl Tpy/a,
pa3bACHUTL  OOA3aHHOCTH 1O  COXPAHEHHIO  CBEICHMH,  COCTABJIAIOIIMX
KOMMEpPUECKYIO HJIH C1yKeOHYIO TaliHy, OTBETCTBEHHOCTb 3a €€ pasrilalleHHe.

- WHBIMH JIOKAJIbHBIMH aKTaMH, pEerJaMeHTHPYIOIIUMH TPY/IOBYHO AEATEIbHOCTH
paboTHHKA.

1.4. Ha xaxnoro paboTHHKa ABTOLIKONBI BeAETCS TPyAOBas KHWKKa B
COOTBETCTBUM C TpeOOBAaHUSIMH HHCTPYKLHH O TMOPsJAKE BEICHHs TPYIOBBIX
KHUKeK. Tpy/noBble KHHKKH PabOTHHMKOB, Ybs paboTa B ABTOLIKOJIE SIBIAETCA
OCHOBHOM, XpaHATCs B ABTOIIKOJIE.

1.5. C Kaxaoil 3alKChl0, BHOCUMOH Ha OCHOBaHMM TIpUKasa AHPEKTOPA
ABTOIIKONBI B TPYJOBYIO KHIKKY, aJMMHHUCTpalWs O0s3aHa O3HAKOMHTH €€
BJIAJIEJIbIIA TIOJ1 PACIIUCKY B JIMYHOM KapTOYKe.

1.6. Ha kaaoro paGOTHHKA BeIeTCs JUYHOE JIeTI0, ITocyie YBOJIbHEH s PadOTHHKA
JHYHOE JIeJI0 XpAaHUTCS B ABTOIIKOJIE.

1.7. TlpexpaiieHre TPYAOBOrO JOroBOpa MPOU3BOAMUTCS TONBKO MO OCHOBAHHAM,
MpelycMOTPEHHBIM TPYIOBbIM 3aKOHOaTeNbcTBOM PD.

PaGOTHHK MMeeT IPaBo PACTOPTHYTh TPYAOBOW J0rOBOp, Mpeiynpeans o0
3TOM aJMHHHCTpALMIO B NHChbMeHHOM ¢dopme 3a aBe Hepenu. o ucreuenun
YKa3aHHOro CpOKa MpeAylpexaeHuss 00 yBOJbHEHMH PAaOOTHUK —BIPaBe
npeKpaTuTh paboTy, a aIMUHNCTpaNUa 00sA3aHa BBIAATh €My TPYIOBYHO KHIKKY C
BHECEHHOI B Hee 3anuchio 00 yBOJIBHEHHH, APYTHe IOKYMEHTBI, CBsi3aHHBIC C
paboToif, O NHCHMEHHOMY 3asBIEHHI0 pabOTHHKA M TPOM3BECTH C HHM
OKOHuYATEeNbHBIH pacyer. Eciu paGOTHMK B JeHb YBONbHEHHMs He paborai, To
pacdeT ¢ pabOTHHKOM IIPOM3BOAMTCS HE TMO3/HEe CIEyIOLEero AHsA Mocje
Tpe/bsIBICHHs YBOJIEHHBIM pabOTHUKOM TpeDOBaHuUs O pacuerTe.

[Ipekpaiienye TPYAOBOro  jJoroBopa  O(OpMIseTcs  MPHUKa3oM IO
OpraHu3alyu.

[To cornameHuio Mexay pabOTHMKOM W aIMMHMCTpalMeid TpyI0BOH
JIOTOBOP MOXKET ObITh PACTOPTHYT M JIO HCTEYEHMs CPOKa MpEeRynpekicHus 00
YBOJIbHEHHH.

3anuMcd B TPYAOBYIO KHHKKY O TpHYUHAX MpPeKpalleHHs TpyAOBOTO
JIOrOBOPA [O0IDKHBI TPOU3BOUTHECS B TOYHOM COOTBETCTBHU C (OPMYIHPOBKaMH
Tpynosoro kozxekca P® wuiam wHOro ¢enepanbHOro 3aKoHa H CO CCBUIKOW Ha
COOTBETCTBYIOIIME CTaThlO, MYHKT TpymoBoro kogekca P® umu  uHOrO
dbemepalibHOTO 3aKOHA.

JlHeM YBOJIBHEHHS CYMTAETCS TIOCeNH I IeHb paboThI.



2. OcHoBHBIE 00132aHHOCTH PAa0OTHHKOB

2.1. PaboTHHKHM ABTOLIKOJIBI JOJKHBIL:

- 10OGpPOCOBECTHO BBITIOJIHATH CBOH TPYAOBLIE 00s3aHHOCTH, COOIIOAATh TPY/I0BYIO
IUCLUUTUTHHY, CBOEBPEMEHHO U TOYHO HCIOJHSATEH PACHOPsIKEHHUs aJMUHUCTpaLiu
M HEIOCPeACTBEHHOr0 PYKOBOJMTENIS, MCIIOJB30BaTh Bce pabodee BpeMs s
MPOU3BOAUTEILHOIO TPYJa, BO3AEP)KMBATLCS OT ACHCTBUM, MEIIAIOIIUX APYTHM
pabOTHUKAM BBITTOJIHATE UX TPY/10BbIE O0S3aHHOCTH;

- cobmopare TpeboBaHMA IO OXpaHe TpyJa, TeXHUKe Oe30MacHOCTH,
MPOU3BOJICTBEHHOM CaHUTAPHH, TUTHEHE TPY/Ia U POTUBOMNOXKAPHOH OXpaHe;

- comepaTh cBoe pabouee Mecto, 00OpyHOBaHHE M MPHUCIOCOOICHHA MU
nepeiaBath CMeHsOUEMY - pa0OTHUKY B IIOps[Ke, YHUCTOTE U HCIIPABHOM
COCTOSIHMM; COOMIOAATh YCTAHOBJIEHHBIH IOPSJIOK XpaHEHHs] MaTepHaJIbHBIX
LIEHHOCTE! U JOKYMEHTOB;

- OepeXXHO OTHOCHTHCS K UMYILIECTBY paboToiaress U Apyrux pabOTHUKOB;

2.2. Kpyr of0s3aHHOCTeH, KOTOpble BBIIOJHSET pabOTHUK 110  CBOEH
CHEeLMAIbHOCTH,  KBaJH(UKAIlUM, JOJDKHOCTH,  ONpeAesieTcss  TPY/IOBBIM
JIOrOBOPOM, OJKHOCTHON MHCTPYKLIMEH.

3. OcHoBHbIE 00513aHHOCTH AJIMUHHCTPALHH:

3.1. AaMuHucTpauus odszaHa:

- co0I01aTh TPYAOBOE 3aKOHOAATEILCTBO;

- IPeJIOCTaBUTh PabOTHHKY paboTy, 00yCIOBICHHYIO TPY/A0BBIM JIOTOBOPOM;

- obecrieynTh 0€30MacHOCTh TPY/ia U YCIOBUS, OTBEYAIOIIHMe TPEOOBAHUAM OXPaHEI
U TMTHEHBI TPY/Ia;

- obecneuuth paboTHuKa 00OpYJIOBaHMEM, MHCTPYMEHTAMH, TEXHHYECKOM
JIOKYMEHTallMeil ¥ WHBIMU CpeJcTBamMH, HEOOXOJMMBIMHU Ul HCIIOJIHEHUS HM
TPYAOBBIX 00sI3aHHOCTEH;

- BBIJIAYMBATHL B IIOJIHOM pa3Mepe MPHYUTAIOLLYIOCS pabOTHHKY 3apaboTHYIO
ATy B CPOKH, YCTAHOBJICHHBIE TPYJIOBBIM 33aKOHOJATEILCTBOM, IIpaBHIIaMH
BHYTPEHHEr0 TPYAOBOI'O PACHOPsAKA, TPYIOBEIMH JIOTOBOPAMH;

- ¢rnoco6CTBOBaTL pPabOTHHKAM B MMOBBILICHWH MMH CBOeH KBalIW(HKAlUH,
COBEPIIEHCTBOBAHUY MPO(ECCUOHAIBHBIX HABBIKOB.

4. PaGouee BpemMst H BpeMst 0TAbIXa

4.1. B COOTBETCTBHH C JAeHCTBYIOLIMM 3akoHojareasctBom B YUY IO VI
«ABTOIIKONA ABTOKJIACC» YCTAHABIMBAETCS MATHUTH/HEBHas pabouass Henens C
JIByMsl BBIXO/IHBIMH JAHSIMH - cyD0OTa U BOCKpECEeHbE.,

Oo6enennsbiit nepepsis ¢ 12:00 go 13:00.

I'paduk paboTh, OrpeaesIoHil Hadyalo exe/HeBHON paboThl U OKOHYaHHE
pabouyero AHs, yCTaHABJIMBAETCS JUIS paOOTHUKOB B COOTBETCTBHH JCHCTBYIOLIHM
TPYJIOBLIM 3aKOHOJATEIECTBOM.

[TpomoKUTENBHOCT, paboyero AHS MJIM  CMEHBI, HENOCPEACTBEHHO
MpeIeCTBYIOIMX HepaboueMy Mpa3/IHUYHOMY [IHIO, YMEHBLIAeTCs Ha OJMH Yac.



4.2. Pabota He MpPOM3BOAMUTICSA B Mpa3IHUYHBIC JHH, YCTAHOBJIEHHBIE TPYIAOBLIM
3aKOHO/IaTEILCTBOM.

IIpu coBmangeHuu BBIXOJHOTO M IMPAa3qHUYHOTO JHEW IepeHOC BBIXOJIHOTO
JIHSl OCYILIECTBIISIETCS] B COOTBETCTBHH C TPY/IOBBIM 3aKOHOATEIBCTBOM.

4.3. OuepelHOCTb TMpeNOCTABIEHUSI OTIIYCKOB YCTaHaBIMBaeTcs rpaduKkoM
OTIIYCKOB C YYETOM IIPOU3BOJCTBEHHOH HEOOXOAUMOCTH M  IOXKeJaHUH
pabOTHHKOB.

[IpoOIKUTENLHOCTE  €KEero/IHOr0  OIJIAYMBAaeMOIro  OTIycKa Ui BCex
pabOTHUKOB COIVIACHO JEHCTBYIOIIEMY 3aKOHONATENbCTBY YCTAHABIUBAETCS HeE
MeHee 28 KayleHJapHbIX JHed. [lo coryacoBanuio ¢ aaiMMHHUCTpalueil paboTHUKY
MOXkeT OBITh TMIPEJOCTaB/IeH JOINOJHHUTENIBHBIM OTIYCK 0e3 coxpaHeHUs
3apabOTHOM IIATHL.

5. Iloowpenus
5.1. 3a o00pa3noBoe BBIIOJHEHHE TPYAOBBIX 00S3aHHOCTEH, [OBBIIICHHE
IIPOU3BOJUTE/IBHOCTH TPY/a, yJIydlleHHe KauyecTBa paboThl, NPOJAOKUTENBHYIO U
Oe3ynpedHyro paboTy M JIpyrHe YCIeXd B TpyJie NPUMEHSIOTCS CIIEAYIOIHe Mepbl
OOIPEHUs PaOOTHHKOB:
- oOBsIBIIEHHE 01ar0JapHOCTH;
- BblJIa4a NMPEeMUH (IIPU HATUYUU CPEJICTB);
- HarpakieHue LeHHBIM [10/1apKOM;
- HarpaxJieHue MoyeTHOM rpaMoToM;

[loompenuss oOBABISIIOTCS IPUKA30M, JOBOAATCS JIO CBEJEHHUSI BCEro
KOJIJIEKTHBA H 3aHOCATCS B TPYAOBYIO KHHKKY pabOTHHKA.

6. OTBeTCTBEHHOCTH 32 HApPYLLIEHHE TPYAOBOH JHCHHIIHHDI

6.1. Hapymenue Tpy1oBOH AUCHMIUIMHBI, T.€. HEUCIIOJIHEHUE WM HEHaJJIexalee
HCIIOJIHEHHE 10 BUHE Pa0OTHHKA BO3JIOXKEHHBIX HA HEro TPY/I0BBIX 005 3aHHOCTEH,
BleYeT 3a cOOOM NpHMeHeHHe Mep AUCUMIUIMHAPHOrO WM OOLIECTBEHHOIO
BO3/I€HCTBHUS, a TAKXKe IPUMEHEHHUE UHBIX Mep, NPelyCMOTPEHHbIX JEHCTBYIOLIMM
3aKOHO/IATeILCTBOM.

6.2. 3a HapyumeHwe TPYJIOBOH JIMCUMIUIMHBEI AAMHHUCTpPAUUsl [PUMEHACT
CclleJlytOlMe TUCIUITIMHAPHbBIE B3bICKAHMUSL:

- 3aMeYaHHue;

- BBIT'OBOP;

- YBOJIbHEHHE 110 COOTBETCTBYIOLIMM OCHOBAHMSIM.

VBONBHEHHE B KayecTBe JUCIHUIUIMHAPHOTO B3BICKAHMSI MOXKET ObITh
MPUMEHEHO 3a HEeOJHOKPAaTHOE HEeHCHOJHEeHHe padOTHUKOM 0e3 yBa)KMTEIbHBIX
IPUYUH TPYAOBBIX 0053aHHOCTEH, €CJIM OH UMEET JUCLHUIIIIMHAPHOE B3bICKaHHE.
6.3. Jlo HalOXEeHHUs B3BICKAHUSI OT HAPYIIUTEN TPY/IOBOH JUCUMIIIMHEI JIOJKHEI
ObITh 3arpeboBaHbl OOBsICHEHMS B NUChbMeHHOH ¢opme. B ciydae orkasa
paboTHHKA OaTh YKazaHHOE O0DBSICHEHHE COCTAB/IAETCS COOTBETCTBYIOLIUH aKT.
Orxa3 paboTHUKa AaTh OOBSICHEHHS HE MOXET CJIYXUTh IPENSATCTBUEM JUIs
[IPUMEHEHHUS! B3BICKaHUSI.



JucuurinaapHoe B3bICKaHHe MPHMEHseTCs He MO3JAHee OJHOI0 Mecsild Co
IHA oOHapyKeHHs IIpOCTYIIKa, He CYHTas BpeMeHH OOJe3HH paboTHUKA,
npeObIBaHUA €ro B OTITYCKE.

JlucuunanHapHoe B3bICKaHHE HE MOKET ObITh MPUMEHEHO TO3JIHEe IIECTH
MECSLEB CO JHSI COBEPILEHHUS MPOCTYIIKA.

3a Kax/IblH JUCHUIUTHHAPHBIH MPOCTYIIOK MOKET OBITH PUMEHEHO TOJILKO
OJTHO JTUCUMIUIMHAPHOE B3bICKAHHE.

6.4. JlucuuniavHapHoe B3bICKaHHE MOXeT OBITh 00KaloBaHO pPabOTHUKOM B
rOCyapCTBeHHYI0 HMHCIEKIHMIO TpyJa MWIM Opra€bl 10 PacCMOTPEHUIO
WH/IMBU/IyalIbHBIX TPYIOBBIX CITOPOB.

6.5. Ilpukas (pacrnopsbkenue) paboromarens O NMPUMEHEHMH IMCLMIIMHAPHOTO
B3bICKaHUs 00bsABIsSETCS PaOOTHUKY MO PaclUCKy B T€UEHHE TpeX paboumx JHeit
CO IHsI ero u3naHus. B ciyuae oTkasza paboTHHKa MOANUCATH yKa3aHHBIA MMPUKa3
(pacnopsiseHHe) COCTaBISAETCSl COOTBETCTBYFOILMM aKT.

6.6. Eciu B TedyeHHe roja co AHSA MPUMEHEHHs ANUCLUILUIMHAPHOTO B3BICKAHMS
paboTHUK He OyAeT MOJBEpPrHyT HOBOMY JUCILHMIUIMHAPHOMY B3bICKAHHUIO, TO OH
CUMTAETCs HE MMEIIIMM IWCLUIUIMHAPHOrO B3bICKaHWs. B TedeHuwe cpoka
JEHCTBHS JHMCUMIUIMHAPHOIO B3bICKAHMS Mepbl TMOOLIPEHHs, YKa3aHHbIE B
Hactoauwmx ITpaBunax, k paboTHUKY He TIPUMEHSIOTCS.

Paborogarens 10 UCTeYeHUS roja CO AHSA NMPUMEHEHHUS JUCLHUILIHHAPHOIO
B3bICKAHHS MMEET IIPaBO CHATh €ro ¢ pabOTHHMKa MO COOCTBEHHOH MHMIIMATHBE,
npocsde camoro paboTHHKA.

6.7. C npaBunamu BHYTPEHHErO pacropsijika IO/KHbI ObITh O3HAKOMIICHBI BCE
paboTHUKM npennpusTHs. PaGOTHHKM 00s3aHBI B CBOEH IMOBCEIHEBHON paboTe
coOJIr0JaTh MOPSAAOK, YCTAHOBIEHHBIH MPAaBUIAMHU.
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