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o npueme Ha pabory B MBOY «COII Nel c.Kenxu»

Hacrosimmue IlonmokeHue ompenensier BHYTpeHHMM mopsgok B MBOY  «COIIl
Nelc.Kenxn» (manee no texcry YUYPEXJIEHUE) opopmienus npuema Ha paGoTy ¥ YBOJIbHEHHSL.

I. OCHOBAHN BO3HUKHOBEHWS TPY JIOBBIX OTHOILIEHUN

1.1. TpynmoBble OTHOIIEHHS MeXIy PaGOTHHKOM H OpraHM3alHeil BO3HUKAIOT Ha
OCHOBaHMH TPYJIOBOTO JOTOBOpA, 3aK/IFOYAEMOI0 UMH B COOTBETCTBHH ¢ TpynoBeiM Komexcom
P®.

1.2. B ciyyae paktideckoro nomymenust pabOTHHKA K paboTe ¢ BEAOMA U IO MOPYYEHHUIO
pykoBomutenss OpraHusanuu TpyJAOBBIE OTHOLICHHsS BO3HUKAIOT HA OCHOBAHHH TPYHOBOIO
JI0r0BOpa HE3aBUCUMO OT TOT'0, ObUI JIM TPYI0BOM JOTOBOP HaUIEXKAIUM 06pa3oM oGOpMIIEH.

I1. TIPUEM HA PABOTY

2.1. Tlpuem Ha paboTy B OpraHusanmio OpOM3BOJMTCS HAa OCHOBAHWH 3aKTIO9EHHOTO
Mex 1y Opranusanueit 1 pabOTHUKOM TPYZIOBOTO JOrOBOpA.

2.2. Tpynosoii moroBop 3akiouaercs B MHCHMEHHON (POpMe, COCTABISETCS @B IBYX
OK3EMIUIAPAX, KakK/IbIH U3 KOTOPBIX MOJIKMCHIBAETCS CTOPOHAMHU. OHH 3K3eMIUISP TPYAOBOTO
JIOroBOpa nepefaeTesi pabOTHUKY, APYTOil XPaHUTCS B KaAPOBO# cityx6e OpraHu3anuH.

2.3. Tlo pacnopsikeHuIO pykoBoauTeNst OpraHU3aluy WK C ero BeoMa PaGoTHHEMOXET
OBITE JI0MyIIEH K paboTe 10 OOPMIIEHHs TPYLOBOIO I0TOBOPA B MUCHMEHHOM dopme.B 3ToM
Cirydae Kanposast ciyx6a o6si3aHa 0OpMHUTE TPYIOBOM JOTOBOP ¢ PAGOTHHKOM B IMHCBMEHHOM
opme He mo3HEE TpeX MHEH CO AHs PAKTHYECKOTO JTOMyIIEHHs ero K padoTe. 5

2.4. JIokyMeHTBI, IpeIbABIAEMbIE [IPH 3aKIIOYEHAN TPYI0BOTO JOTOBOPA.

Ilpu npueme Ha paboty B OpraHmsaumio kaapopas ciyx6a obs3aHa HOTpC6(UTb oT
IOCTYHAOIIETO:

- TIaCTIOPT WJIK MHOM JIOKyMEHT, yI0CTOBEPAIOIIHI THYHOCTE; .

- TPYAOBYIO KHWKKY, OQOPMIICHHYIO B YCTAHOBJIEHHOM MOPSIIKE, 32 HCKIIOUCHHEM
Clly4aeB, KOT/ia TPYI0BOH JIOTOBOP 3aKIIOYAETCS BIIEPBHIE MM PaOOTHUK HOCTYIAET HAPaOOTy
Ha yCJIOBUSIX COBMECTHTEIILCTBA;

- CTpaxoBO€ CBHIETEIbCTBO IEHCHOHHOTO CTPAXOBaHHUS;

- JIOKyMEHTBI BOUHCKOIO y4eTa - Il BOSHHOOOSI3aHHBIX U JIMII, TTOJIEMKALITHX *asf,my
Ha BOEHHYIO CITyXOY;

- JIOKYMEHT 00 00pa30BaHuH, O KBATH(UKAIUY WITH HATUYAH CIEI[HATBHBIX 3Haﬂnﬁ npu
NOCTYIUICHHHU Ha paboTy, TpeOYIOIIYIO CIIeNHAIbHBIX 3HAHHUI WM CIIeHATBHON noan%xn

- JpyTHe JOKYMEHTBI, TpeOOBaTh KOTOPBIE pa3peleHo JeHCTBYIOMUM
3aKOHOAATENBCTBOM PD,

Ilpu 3akirouennu Tpy10B0ro 10roBopa BIepBble TPy0Bas KHIKKA X CTPAXOBOE
CBH/ICTE/ILCTBO TOCYJAPCTBEHHOTO IIEHCHMOHHOIO CTpaxoBaHHs OQpopmiseTcss Ha paﬁbmmca
Opraunuzarnueii.
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2.6. B nemax Ooiee MOJHOW OLEHKHA NPO(QECCHOHATBHBIX M JEJOBBIX KAyecTB
NPUHAMAEMOTO Ha PadoTy JHLa, agMuHHMCTpanus OpraHM3alMhd MOXET NPEUIOKHETL eMy
TNPeACTaBUTh KPaTKyIO MUChMEHHYIO XapaKTEpPHCTHKY (pe3loMe) BBIIOJHSEMOM paHee PaGoThHI
(YMeHHe 0IIb30BaThCS OPITEXHUKOM, paboTaTh Ha KOMITBIOTEPE M T.11.).

2.7. Ilpuem Ha paboTy B OpraHu3aiuio OCYECTBIAETCS, KAk IPABHIIO, ¢ IPOXOXKAECHUEM
UCIIBITATEJILHOTO CPOKA MPOJAOJKUTENBHOCTBIO 0 TPEX MECSIIEB, B 3aBUCMMOCTH OT JOBKHOCTH.

[II. OOOPMIJIEHUE ITPUEMA HA PABOTY

s

:
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3.1. Odopmrenne npuema Ha paGoTy OCYIIECTBIAETCS KaIPOBOH CIIy KOOI Opr
(PabOTHUKOM OTBETCTBEHHBIM 3a BEJEHHE KaIpPOBOTO nenonpousBoAcTsa). COTPYIHHK
Opranusanuy, BBICTYNAIOIMHA ¢  WHUOMATHBON IpHeMa  coWcKaTels  Ha “paboty
(pexoMeHaytoImit), 0653aH MPEICTABHTH €r0 KaJpOBOH CIyXkOe U epears B KaJIpOBY KOy
3anonHeHHy0 Gopmy «OcHoBHble cBenenus» (IIpuoxenue 1) ¢ pesomonueit PYKOBOAUTENS
Opranuzanuu. CeleHus, KOTOPbIE HE HANILTH OTpakeHHus B IIpioxkenuy 1, [IPE/ICTABIISHOTCS Ha
OTIEIBHOM JIHCTE.

3.2. Ilpuem Ha paboty odopmisiercs npukazoM pykoBomuTens OpraHu3amu, U3JAHHBIM
Ha OCHOBaHWHM 3aKIIOYEHHOTO TpynaoBoro JoroBopa. CoxepkaHue IpHKaza @HOIDKHO
COOTBETCTBOBATH YCJIOBUSIM 3aKJIFOUEHHOTO TPYAOBOTO JOrOBOPA.

3.3. Ilpuxa3s pykoBomutenst OpraHusanyuy o npueMe Ha paboTy oObsBIsLeTcs paboTHUKY
TIOJ PAaCIUCKy B TPEXIHEBHBIA CPOK CO JHS MOAMKMCAHHS TPYIOBOrO 10rosopa. [1o TpeGoBaHmIO
paboTHuKa KanpoBasi cIyx0a o0s3aHa BBIIATH eMy HaJJIexkale 3aBEPEHHYI0 KOIMHUIONTAKOIO
npuKasa.

34. Tlpn npueme Ha paboTy KajapoBas ciyx6a o0s3aHA O3HAKOMHTH paboTHHMKa C
AeUCTBYIOMUMH B OpraHusalli¥ TpaBHIaMH BHYTPEHHETO TPYJIOBOTO PACIOPSAKA, . MHBIMH
JIOKaIbHBIMU HOPMAaTHBHBIMU aKTaMH1 (IIPHKa3aMu, IIPaBUIAMH, TTOJI0XKEHHSIMH, MHCTPYKISMH U
T.J1.) MMEIOLIMMHU OTHONIEHHE K TPYI0BOil QyHKIMH paGOTHHKA, IPeIyIPeuTh 06 00S3aHHOCTH
0 COXpaHCHUIO CBEJCHHH, COCTAaBISIONMX KOMMEPYECKYIO WM CIlyXeOHYIO TaifHy
Opranusauun, u 06 OTBETCTBEHHOCTH 3a €€ pasryialleHue UM mepenady APYTHM JIUIAM.

IV. JIMYHOE JIEJIO PABOTHUKA. A

o

e

4.1. Tlpu npueme Ha paboty B OpraHu3anuio 3aBOUTCS IMYHOE JEN0 PaGOTHHKA,
JInanoe neno paGoTHuKa BezeTcest KanpoBoit ciryx60it OpraHu3amum.
IIpu mepeBose paGoTHuKa Ha paGoTy B APYTYIO OPraHH3ALMIO JIAYHOE €O paGoTHEKa Ha
OCHOBAHHH O(HIMAIBHOTO 3aNPOCa PYKOBOIUTEIIsSl IPUHAMAIOIIEH OpraHH3aIliy [IepeJaeTcs Ha
HOBOE MECTO paboTEL, ¢ COOMOIEHHEM HOPM O 3allliTe EPCOHATBHBIX JAHHBIX PAGOTHHUKA.

Bejienne HeCKOBKUX JTMYHBIX IE]T HA OIHOTO PaGOTHHKA HE JOITyCKAETCSL. 4

COop W BHeceHHE B JIMYHOE 1el0 pPAaGOTHHKA CBENEHMH O ero NOJTUTUYEEKOH H
PEUIHO3HOM PHHAUIE)HOCTH, O YACTHOMN XKHU3HHU 3aNPEIaeTCs.

Martepuaibi, npuobiaemsie K THYHBIM Aejam paGOTHHKA, GPOMIIOPYIOTC, U cﬂa}mum
HYMEPYIOTCSL. il

i

4.2. B nuuHOE 11€710 pabOTHHKA BHOCATCS CIIE/TYIONIHE TOKYMEHTbL: e
1) 3asBrenue o npueme Ha paboTy (pH TIEPEBOE — TAKKE KOTHS THCHMA O epeBoe).
2) ABToGHOTpadus.

3) Komusi Tpy/0BOH KHWXKKM HIM JOKyMEHT, NOXTBEPHKIAIOLIETO IIPOXOXKICHUE
BOCHHOH HMJIM HHOHU CITYKOBI.

4) Konnu 1unsioMoB, cBHIeTENLCTB 06 06pa3oBaHuH.

5) Konuu JoKyMEHTOB 0 IPUCBOEHHH YYEHOTO 3BaHUS, CTENEHH.

6) JIoKyMeHTBI, CBsi3aHHBIE ¢ ODOPMJICHHEM JOIYCKA K CBEJEHHSAM, COCTA IO LM
FOCYAapCTBEHHYIO WJIM HHYIO OXPaHIEMYIO 3aKOHOM TaiHy, €C/IM MCIIOJHEHUE 00sS3aHHOETEH 110
3aMeIaeMO# JIOJDKHOCTH CBSI3aHO C MCIIOJIb30BAHUEM TaKUX CBEICHHIA.

7) Konuu 10KyMeHTOB 0 HarpaJIeHHH rOCy 1apCTBEHHBIMA HArPaIaMH.
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8) Ilpu Ha3HaYeHUH HA JOJDKHOCTD IO KOHKYPCY - PellIeHHe KOHKYPCHOM KOMHUCCHH.
9) Konnu pacnopspkeHus, prKa3a 0 Ha3HAYCHUH Ha JIOJKHOCTb.
10) CrpaBka 13 mu4HOrO 1ena (0ObEeKTUBKA).
11) JIn4HbIH TUCTOK IO yUeTy KaapoB (aHKeTa).
12) JlononHeHe K TUYHOMY JIUCTKY 10 YYETY KaJpoB (aHKETe).
13) Konust nokymeHTa 00 H3MEHEHHH CEMEHHOTO TTOJI0KEHUS.
14) Konus pacnopspkeHHs, IpHKa3a 0 MepeMEIeHHH 10 JODKHOCTH.
15) Konuu numiaomMoB, CBUIETENHCTB O MPOXOXKIACHUHU TOBBIIICHUS KBAJIA
(mepenoAroToBKH).

17) Konuu 10KyMEHTOB O HAJIOKEHUH B3bICKAHUN U UX CHSATHH.

18) Konuu 10KyMEHTOB O TIPOXO0XKIEHHH aTTECTAIIHH.

19) Konuu 10KyMeHTOB 0 pe3yJibTaTtax c/iayd KBaTH()HUKAIHOHHOTO YK3aMeHa.

20) /lanable 006 03HAKOMJICHHH PaOOTHHKA C MaTepUaaMH €ro JIMYHOTO JIea,
€ro IUCbMEHHBIE OOBSCHEHUS, €CJIM Takue OOBSICHEHHS CHETaHbl UM TOCJE O3HAKOMIAEHHS C
MaTepHuaIaMu CBOETO JTHYHOTO Jielia.

21) Konuu 10KyMEHTOB O BBIIIaTEe BO3HATPAXKICHHS.

22) Onuch JOKYMEHTOB, UMEIOIIUXCS B IAYHOM JIeIe.

4.3. CBenenust o pabOTHHKE, MpPEICTABICHHE KOTOPBIX PaOOTHHKOM OpraHnumm B
cootBercTBUH ¢ TK PO He siBisieTcs 00s13aTeibHbIM, MOTYT OBITH BHECEHBI B JINYHOE nen(wonbxo
¢ coryacus paboTHHKa.

4.4. KagpoBas ciyxba Opranuzanuu o0s3aHa OOECIICYHTH 3alUTy nepcoﬁlbﬂmx
JTAaHHBIX PaOOTHHKA.

4.5. PabGoTHUK 00s13aH IPEICTaBIATh B MECSYHBIN CPOK B KAJAPOBYIO CIIyKOY CBemHnﬂ 00
U3MEHEHUH CBOEIO CEMEHHOTIO0 MOJIOKEHHUSI, MECTA KUTEIBLCTBA, HOMepa TenedoHa, OTHOMEHHUS K
BOMHCKO# ciry»0e, 00pa30BaTeIbHOrO yPOBHS U IpyTHE CBEJICHUS, BKIFOUYAEMbIC B TUIHOE JIEIT0.

V. YBOJIBHEHUE PABOTHUKA &

et

5.1. VBonbHeHne paGOTHHKA IMPOM3BOJMTCS II0 OCHOBAHMSM, IIPEIyCMOTPEHHBIM
Tpynosem Kogmekcom P®, ¢ cobmromeHHeM yCTAHOBIEHHBIX CPOKOB 3a0J1aroBpEME@HHOTO
MHUCHMEHHOTO TPEAYHPEKACHAS O IPEJCTOSMEM YBOIGHEHHH W BBILIATON YCTAHOBMEHHBIX
KOMIIEHCAIUH.

5.2. Bo Bcex citydasix JHEM yBOJIbHEHHUs paOOTHHKA SIBJISETCS IIOCHIECIHUM IeHb erQPaboTh
B OpraHusarium. &

5.3. OgopmiieHre yBOIbHEHHS! PAOOTHUKA IPOM3BOJUTCS TyTeM W3/aHHsS NpHKRA3a 06
YBOJIbHEHHH 32 MOANUCHIO pyKoBoauTENNst OpraHu3aiii.

5.4. B nocnennuii 1eHb paboThI KapoBas ciryk0a o0si3aHa BbIIaTh pabOTHHKY Tmosyxo

KHHKKY, IIPYyTHE JOKYMEHTBI, CBI3aHHbIE ¢ pabOTOMH, 10 MUCEMEHHOMY 3asBIICHHIO Pa60"n<a K

JOKYMEHTaM, CBSI3aHHBIM ¢ pabOTOH, OTHOCATCS KONUH MPHKa3a O mpueMe Ha paboTy, Ka30B
0 TepeBoJax Ha Apyryio paboTy, mpHka3a 00 YBOJbHEHHH C PaOOThI, BHITHCKH W3 1',1101301/1
KHHMJKKH, CIIPaBKM O 3apab0THOMH 1u1aTe, nepuoje pabotel B Opranu3aiiu | ApyTHe. e ™

Komun 1n0KyMeHTOB, CBSI3aHHBIX ¢ pPabOTOM, MOJKHBI OBITH ITOJIIACAHBI lﬁponoﬁ-
ciryx00# U 3aBepeHBI M€YATHIO. i

5.5. B nmocnenuuit nens paboTel paboTHHKA (DHUHAHCOBaAs ClIyx0a 00s3aHa npon&cm c
pPabOTHUKOM OKOHYATEJIbHBIN pacyer. i

5.6. B ciyyae, ecim B JeHb YBOJbHEHHs pPaOOTHHKA BBIIATH TPYAOBYIO
HEBO3MOXXHO B CBSI3M C OTCYTCTBHEM pabOTHHMKA JHOO €ro OTKa3oM OT IMOJyYEeHHS
KHH)KKH Ha PyKH, KaJpoBas CiIyx0a HampasiseT paGOTHHKY yBEIOMJIEHHE O HEOOXOZEMOCTH
SIBUThCSL 32 TPYJOBOM KHHMXKKOH MO0 IaTh coryiace Ha OTIpaBJeHHE ee Mo modre. #80 maHs
HarpaBJeHHsl yBeJoMieHUus: OpraHu3anusi 0CBOOOXIAaeTCss OT OTBETCTBEHHOCTH 3a 3*p>1<1<y
BBIIAYU TPYTOBOM KHHKKH.




POPMA «OCHOBHBIE CBEJIEHU $1»

IPUJIO)KEHHE 1
K [Ton0keHuI0 0 e1MHOM MopsiaKe 0GOPMIIEHHUS TIPHE]
YBOJBHEHUS COTPYIHHUKOB 0T « /&y &/ 20221

®.1.0. paboTHHuKAa,

nacmopT(cepusi, HOMEP, KeM U
KOT/Ia BbIJIaH).

AJlpec perucTpanum:

PabGoromaTennb (pupma)

CtpykTypHOe
noJpasaejieHue

JI01’KHOCTH B COOTBETCTBUH
CO IITAaTHBIM paclUCaHHeM
WM KOHKPETHAs TPyA0Bas
GbyHKIHsS

Oxu1ax o mraTHoMy
pacIUCaHUIO

IlocTosiHHas padoTa Win
BPEMEHHAS (Ha Kako¥ Cpok)

OcHoBHOE MecTO paboThHI
HJIH COBMECTHTEIHCTBO

Vka3arp, kakas y paboTHHKa
NPOIOJ/IKHTENHLHOCTD

paGouero QHS (8 uyacos miu
MCHBIIC (HpPl COBMECTHUTCIILCTBE U

HETIONHOM paGoyeM JHe)

Hara, ¢ KoTopoii paboTHHK
00s13aH IPUCTYIHUTH K paboTe

IIpogo/KUTEIHLHOCTD

HCHBITATE/IBHOI0 CPOKA
(ecsiv OH yCTaHABIMBAETCS)

Jo/KHOCTHDBIE
00513aHHOCTH, J1JIs
BBIIIOJIHEHHUSI KOTOPBIX
IIPUHUMAETCS PabOTHHK

Jpyrue cBeeHusi, KOTOpbIe
10 IOTOBOPEHHOCTH C
pabOTHUKOM, TOJDKHBI OBITH
BKJIFOUEHBI B TPYIOBOM
JIOTOBOD




