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Hacroswue ITpaBuna onpeaensioT BHyTpeHHHUI TpynoBoii pacriopsaok B AHO « FOIHKONA, nops/oK MNpHeMa H
yBOJIbHEHHs pabGOTHHKOB,

OCHOBHbIE 00A3aHHOCTH PabOTHMKOB W aJMHHHCTDALMH, PEXUM pabouero BpeMEHH M €ro UCIONIb30BaHHE, a TAKKe
Mepbl NOOLPEHHs 32 yCreXu B paboTe M OTBETCTBEHHOCTD 3a HAPYLICHHE TPYAOBOH JAHCLIMILIHHDI.

1. TIPUEM HA PABOTY

1.1. lpuem Ha paboty B AHO «ApTowmkona»» NPOH3BOAWTCA HA OCHOBAaHHH 3aKJIKOUEHHOrO TPYAOBOro
Jgorosopa o pabote.

1.2. Ilpu npueme Ha pabory B AHO «ABTomKONa» pyKoBOACTBO 00A3aHO MOTPeGOBATE OT MOCTYNAKOWIETO:

- MPeIOCTaBTIEHHs TPYAOBOH KHWXKH O(QOpPMIICHHOH, B YCTAHOBJIEHHOM NMOPAIKE;

- NpeAbABICHHA NAcMopTa, yAOCTOBEPAIOLIETO JINUHOCTB;

- IMNJOMa WIM MHOro J[OKYMEHTa O TOJIydeHHOM 00pa3oBaHHW MJIM JIOKYMEHTa MOJATBEPKAAIOLLEro
CIELHAanbHOCTL MM KBATH(QHKALHIO,

[Mpuem Ha paGoTy Oe3 yKasaHHBIX JOKYMEHTOB He MPOH3BOANTCSL.

B uensax Gosiee MoiHOM OLEHKH NPOdeCCHOHANLHBIX H ASIOBbIX Ka4eCTB NPHHUMAeMoro Ha pabory paborauka
anmunucTpauus AHO «ABTOLIKOMA» MOXET MPEAIOKHTE €My MPEACTaBUTb KPAaTKYHO MHChbMECHHYKO XapaKTEpPHUCTHKY
(pe3toMe) BBINONHAEMON paHee paGoThi, yMEHUE N10/1b30BATHCA OPITEXHUKOM, paboTaTh Ha

KOMITbIOTEPE U T.JI.

Ipuem Ha pabory B AHO «ABTOWIKONA» OCYLIECTBASETCS, KaK MPABHIIO, C MPOXOKAECHHEM HCIBITATEIIBHOrO
CpoKa MpPOJO/KMTENBHOCTBIO OT 1 10 3-xMecsLes.

TMpuem Ha paboTty oQopMIISeTCs NPUKA3OM, KOTOPBIH 06bsBiIseTCs pabOTHHKY MO PaCIUCKY.

dakTHUECKMM JOMYCKOM K paboTe CuMTaeTcs 3aKlioueHHe TPYIOBOro JOroBopa, HE3aBUCHMO OT TOro, Obii
M mpueM Ha pabotry oGhOpMIEH Ha/ieKALIMM 00pazoM.

1.3. Ilpu nocTynsieHuy paGoTHUKAa Ha paGoTy WM MEpeBofe ero B YCTaHOBJEHHOM MOpsKe Ha Apyrylo paboTy
agMHUHHCTpaius oba3anHa:

- 03HaKOMHTb €r0 C MOPYYEHHOH paboToil, YCIOBHAMH M OIJIATOH Tpyna, pasbsCHUTb pabOTHHKY ero npaea
0043aHHOCTH;

- 03HAKOMMTb C MPaBUJIaMH BHYTPEHHETO TPYAOBOrO pacrnopsaka;

- IPOBECTH MHCTPYKTAX M0 TeXHUKE G€30MacHOCTH, NPOU3BOACTBEHHON CAaHHTapHH, NPOTHBOINOXKAPHOH OXpaHe H
JAPYFMM TIpaBUJIaM OXPaHbi TPYZa, H 00 06A3aHHOCTH M0 COXPAHEHHIO CBEEHHH, COCTABNIAIOUMX KOMMEPHECKYIO HIH

cnyxeGHyIO TaliHy ABTOLUKO/bl M OTBETCTBEHHOCTH 33 €€ pa3rialleHHH H nepeaaqy ApYTrHM JidLam.

1.4. TIpexpallieHWe TPyAOBOrO IIOrOBOPa MOXKET WMETb MECTO TONBKO 0 OCHOBAHHAM, MPEIYCMOTPEHHBIM
TPYJOBbIM 3aKOHOJATENbCTBOM.

PaGoOTHHK MMeET TIPaBO PacTOpPrHyTh TPYAOBOH JOTOBOP, 3AK/IIOUECHHbIH HA HEOMpeeeHHbIH CPOK MPEayNpeiHB
00 3TO aAMMHUCTPALIMIO 3a [IBE HEJIEIH.

Tlo MCTEUESHHH YKA3aHHOrO CPOKa MpeaynpexiaeHus 06 yBONbHEHWHM, pabOTHUK BMpaBe NPeKpaTHThL paboty,
aJIMHHUCTpaLKs 0053aHa BBIAATb €My TPYJOBYIO KHHXKY H IPOU3BECTH C HUM pacyer.

o 1OrOBOPEHHOCTH Mexay paGOTHMKOM M aJAMHHHCTPaLMeH TpyLOBOH JI0roBOp MOXET GbITb pacTOPrHyT B
CPOK, O KOTOPOM MPOCHT pabOTHHK.

CpouHblii TPYNOBOH [OrOBOP MOIEKHMT PACTOPKEHHIO JOCPOUHO MO TpeGoBaHMIO pabOTHMKA B Cilydae €ro
GONE3HH WM HMHBAJMAHOCTH, NPENATCTBYIOUIMX BBIMOJIHEHUIO PaboThl MO JOrOBOPY, HApPYLIEHHs aMHHHCTpalKeH




3aKOHOJATENbCTBA O TPYAE, KO/UIEKTHBHOIO WJIM TPYAOBOrO JOrOBOpPa M 1O APYTHM YBOXKMUTENbHbIM [PHYHHAM
NpeAyCMOTPEHHBIM AEHCTBYIOLUHM TPYAOBLIM 3aKOHOJATE/ILCTBOM.

[Npekpaluenue TpyaoBOro Aorosopa oQopmiiseTcs NpUKasoM No ABTOLUKOJIbI.
B nenp yBosibHEHUA aaAMHHHCTpauMs o0sf3aHa BblLAaTb PabOTHHKY €ro TPYAOBYIO KHHXKKY C BHECEHHON B Hee
3anucbio 00 YBOJbHEHHWM M MPOM3BECTH C HUM OKOHYATENbHBIH pacuer.

3afMCcH O MpHYMHAX YBOJBHEHHS B TPYAOBYIO KHHKKY [OJKHBI MPOM3BOJAMTCS B TOYHOM COOTBETCTBMH ¢
dOpMyIHpPOBKOH  IEHCTBYIOLLETO 3aKOHOAATENBCTBA U CO CChIIKOH HAa COOTBETCTBYIOULYI) CTAThIO, IyHKT 3aKOHA.
JHeM yBO/IbHEHHs CUHTaeTcs MOC/IeHHH JeHb paboThl.

2. OCHOBHbBIE OBA3AHHOCTH PABOTHHUKOB

2.1. PabotHukr AHO «ABTOIIKONA» JOJKHBI:

- MoOpOCOBECTHO  BBIMOJIHATL ~ CBOM  TPYAOBble  OOSM3aHHOCTH, COOJIONATh TPYAOBYHO  IMCLIMILIMHY,
CBOEBPEMEHHO W TOYHO HMCIOJHATE PACHOPKEHHA AAMMHHUCTPALMM M HEMOCPEACTBEHHOrO PYKOBOAMTEIS,
UCIIOB30BaTh BCe pabouee Bpems U1 NPOU3BOAMTENBHOIO TPY/a;

- KAYECTBEHHO H B CPOK BBINIONHATH MPOH3BOACTBEHHBIE 3aJaHHA W MOPYYEHHUs, paboTaTe Haf MOBBILIEHHEM
CBOEro Npo(hecCHOHAILHOrO YPOBHS;

- MOAACPXKHUBATL YHCTOTY H TMOPAJOK Ha cBoeM pabouem MecTe, B CilyKe€OHBIX H APYrHX TMOMELIEHHAX,
co0ironaTh YCTAHOBJIEHHbIN TMOPAAOK XpaHEHHS JOKYMEHTOB M MaTepHAIbHBIX LIEHHOCTEH;

- 3()EKTHBHO HCIIONB30BaTh MEPCOHANILHBIC KOMITBIOTEPBI, OPITEXHUKY M APYroe o6OpyAOBAHHE, 3KOHOMHO M
palHOHAIbHO pacX00BaTh MaTe€pHalbl W HEPrHIO, IPYTHE MaTepHalIbHbIE PECYPCHI;

- cobmonaTh HOPMbI, MpaBuWjia W MHCTPYKUMH IIO OXpaHe TPYy/]a, NPOM3BOJCTBEHHYIO CAHHTAPHIO, MpaBHia
NPOTHBOMNOKApHOH Ge30nmacHOCTH;

- HE HCMOJIb30BaTh Ui BLICTYIUIEHHMH M nyObnvkauMid B cpelcTBax MaccoBoit uHpopmauuH, kak B Poccuu
TaK W 3a pyOeKOM, CBEJECHUH, NONYYEHHBIX B CHITY CIY)K€GHOTO MONOKEHHS, ONPEIeNeHHbIX CrelHanbHbIMK
JOKYMEHTAMH  ABTOLIKONbI, KaK  KoMmMepueckas (ciyxebHasg) TalHa pacnpocTpaHeHHEe KOTOpOH MOXKeT
HAHECTH BPEJ aBTOLLKOJIE HIH €ro pabOTHHKaM.

2.2, Kpyr 06s3aHHOCTEH, KOTOpbIE BBIMOMHAET KaXAblii pabOTHHK 10 CBOEH CreuHalbHOCTH, KBalM(HKaLMK,
LOJDKHOCTH, OIpeaeseTcs TPy A0BbIM AOrOBOPOM U TOKHOCTHON HHCTPYKLMEH.

3. OCHOBHBIE OBA3AHHOCTH AAMHUHUCTPALIMH

3.1. AnmunHcTpanms obs3aHa:

- cobmoaaTh 3aKOHOAATENbCTBO O TPYIE;

- MPaBHJILHO OPraHH30BaTh TPYJ PaOOTHMKOB Ha 3aKPEIUIEHHBIX 332 HHMH pa0O4YHMH  MeCTaMH, obecrevus
HEOOXOAMMBIMH TMPHHAJIEKHOCTAMHM W PITEXHMKOH, co3/1aBas 370poBble H Ge30nmacHble YCIO0BUA Tpyaa,

COOTBETCTBYIOUIME  MpaBWlaM  No  oxpaHe  Tpyaa  (TexHuke  6e30MacHOCTH, CAaHMTAPHBIM HOpMawm,

NPOTHBOMOKAPHBIM NpaBHJIAM);

- obecrne4ynBaTh CTpOroe coGMOAEHHE TPYAOBOH JUCLHIUIMHBI, MPUMEHSATb MEpbl BO3AEHCTBHS K HapyLIMTENAM
TPYAOBOH AHCLIMILIHHbI,

- cobnroaTh OrOBOPEHHBIE B TPYAOBOM JIOTOBOpE YCJIOBHA OIUIAThl TPYAa, BbIAABAaTh 3apabOoTHYIO Naty B
YCTaHOBJIEHHbIE CPOKH;

- cnocobcTBOBaTh paboTHHKaM B TMOBLILIEHHH MMH CBOeil KBanHGHKALMH, COBEPUIEHCTBOBAHKH
npodeccHOHaNbHBIX HABbIKOB;

3.2. AAMMHHCTpAaUMs OCYLIECTB/IAS CBOM OOS3aHHOCTH CTPEMMTCH K CO3JAHHIO BHICOKO NPOdeCcCHOHATLHOrO
paboToCroCcOOHOr0  KOJUIEKTHBA, Ppa3sBUTHIO  KOPHOPATHBHBIX OTHOLUEHHUH cpeau paboOTHHUKOB HX
3aMHTEPECOBAHHOCTH B PAa3BUTHH W YKPEIUIEHUH AEATEbHOCTH ABTOLUKOJIBI.

4. PABOYEE BPEMA U BPEMS OT/IbIXA
4.1. B coorseTcTBUM ¢ JEHCTBYIOIMM 3aKOHOJATENbCTBOM Ans paboTHMkoB OO6LIECTBA yCTaHABAMBAETCS
NATHAHEBHas pabouas HeAens MPOJODKHTENbHOCTHIO 40 YacOB C ABYMS BbIXOJHBIMH AHAMH .
Hauano exxenHeBHol paGoTbi, Bpemsa 0OefeHHOro MEpepsiB ¥ OKOHUYaHWe pabouero AHs YCTaHABIHBAETCA 7S
pabotHukoB OO1IECTBA C y4ETOM €ro NPOM3BOICTBEHHON AEATENbHOCTH M Omnpefensercs rpagukamu paGoTsl




yTBep)KAaeMbIMH aIMHHHCTpauMei ObiecTsa.

HakaHyHe npa3aHUYHBIX JHEH MPOJONKUTENILHOCTb paboThl cokpallaeTes Ha | yac.

42. B COOTBETCTBMHM ¢ 3aKOHOIATE/ILCTBOM O Tpyde paboTra He MPOM3BOAMTCA B CIIEAYIOLIHE MpPa3sHHYHbIE
nnu; [Ipy COBManeHWH BBIXOAHOrO M IMPa3sgHUYHOrO JAHEH BBIXOAHOH JeHb NEPEHOCHTCS Ha CIIEAYIOLUHH Moce
npasiHHYHOro pabouuii AeHs.

4.3, OdepeaHocThb NpeNOCTaB/eHHs. OTIYCKOB YCTAaHAB/IMBAETCA aJMMHHUCTpaLMEd - ¢ Y4eTOM
NPOU3BOJACTBEHHON HEOOXOIMUMOCTH U MOXKeNaHWH pabOTHHKOB.

[TpO/IOIIKHTENBHOCTD €XKErOAHOrO  OIUTAYHBAEMOro OTIYCKAa JANA BCEX PabOTHHKOB COMNACHO NEHACTBYIOWIEro
3aKOHO/ATENbLCTBA YCTaHOBIEHA He MeHee 28 pabounx nHei.

4.4. PaboTHHKaM ABTOLIKOJIBI TIPH YXOJe B O4€PelHOH OTNYCK BbIJAETCA €AMHOBPEMEHHOE MOcoOHE B pasMepe
MeCSIYHOro OKJIaza.

5. IOOILLPEHFK A 3A YCIIEXH B PABOTE

5.1. 32 BbICOKONPO(ECCHOHATBEHOE BhITIONIHEHHE TPYAOBbIX OOA3aHHOCTEH, TMOBBILICHHE MPOH3BOAMTENILHOCTH
TpyAa, NPONO/DKMTENBHYIO M Oe3ynpeuHyro paboTy M JpyrHe ycrnexu B Tpy/Je NPUMEHSIOTCA CIIEAYIOUIME MepbI
MOOLIpeHHst pAGOTHUKOB ABTOUIKOJIBI

- oObsBNeHHe 61aroqapHOCTH;

- Bbla4a MPEeMHHU;

- HarpaxxJieHue LIeHHbIM N0JAPKOM.

[Moowpenns OGBABIAOTCA MPHKA30M, HOBOAATCHA [0 CBEAEHWA KOJUIEKTUBAH 3aHOCATCA B TPYAOBYHO KHHKKY
paboTHHKa.

6. OTBETCTBEHHOCTb 3A HAPYLLEHME TPY JIOBOH JUCLIMITIIUHBI

6.1. 3a HapyuwleHHe TpPYAOBOH JMCLMIUIHHBI aJMHUHHCTPALMA TNPHMEHAET CIEAYIOUIME JMCLHIUIHHAPHbIE
B3bICKAHHA:

- 3aMeyaHue;

- BLITOBOP;

- YBOJIbHEHHE 110 COOTBETCTBYIOLIMM OCHOBAHHAM.

YBONLHEHHE MOKET ObIThb TNPUMEHEHO 32 CHCTEMaTH4YeCKOe HEUCIOIHEHHE PaboTHMKOM 0€3 YBaXHTENbHbIX
NpUYMH OGA3AHHOCTEN, BO3IOKEHHBIX HA HEro TPYJAOBBIM JIOTOBOPOM H MPaBHJIAMM BHYTPEHHErO TPYAOBOrO
pacnopska, €civ Kk paGOTHHKY paHee NMPHUMEHSIMCh MEpPbl JHMCLMIJIMHAPHOTO B3bICKaHMd, 32 NPOTY.N (B TOM 4HUCIE
3a OTCYTCTBHE Ha pabote Gosee 3-x 4acoB B TeueHHe pabouero [HA) 6€3 yBauTe/bHLIX TNPHYHH, 33 IOSABJICHME HA
paboTe B HETPE3BOM COCTOSHHH HIIH B COCTOAHWM HAPKOTHYECKOrO HJIH TOKCHYECKOTO OMbSHEHHWS, a Takke 3a
COBEPLIEHHE MO MeCTY paGoThl XHILIECHHS (B TOM YHC/IE MEJIKOr0) rocyIapCTBEHHOrO WM OGLUECTBEHHOrO, MMYILECTBA
YCTaHOBJIEHHOIO BCTYIHBLUHM B 3aKOHHYIO CHJIYy NPUTOBOPOM CYZa MM MOCTAHOBJIEHHEM OpraHa, B KOMITETEHLHIO
KOTOPOrO BXOAMT HAJIOXKEHHE aAMMHHUCTPaTHBHOTO B3bICKaHHA HJIH NPHMEHEHHS Mep OO LLECTBEHHOTO BO3AESHCTBHS.

6.2. JldcuMnivHapHble B3bICKaHHA MPUMEHAIOTCA PYKOBOACTBOM ABTOIUKONBI. AJMHHHCTpaLMs HMeEET MpaBo
BMECTO HAJIOKEHHS NMCLMIJIMHAPHOrO B3bICKaHMS MepefaTh BONPOC O HApYWIEHHH TPYAOBOH JMCUMIUIMHBI Ha
paccMOTpeHHe TPYIOBOTO KOJUIEKTHBA.

6.3. JIo HanokeHMs B3bICKAHHUS OT  HapyLIWTeNs TPYAOBOH AMCLMIUIMHBI JOJDKHBI ObITh 3aTpeGOBaHbI
obbacHeHus. OTka3z paboTHHKa AaTh OOBACHEHHS HE MOKET CIIYXKHTb MPENATCTBUEM [UIsl IPUMEHEHHS B3bICKAHUA.

JIMCUMIUTMHAPHBIE B3BICKAHM  NPHMEHAIOTCA  HEMOCPeJACTBEHHO 32 OOHapy)KeHHEM TpOCTYMKa, HO He
MO37IHEE OJHOr0 MecAlua €O JHA ero oOHapy>KeHHs, He cUMTas BpeMeHW 6onesHH WiM npeObiBaHMA paboTHMKA B
ornycke. B3bickaHue He MOXeET ObITh HAJIOXKEHO MO3[HEE LIECTH MECALEB CO JHA COBEPIUEHWA TNPOCTynKa, a Mo
pe3y/ibTaTaM PeBH3MH HJIH NPOBEPKH (PMHAHCOBO-XO3AHCTBEHHON JEATE/ILHOCTH - HE MO3/HEE JABYX JIET CO JAHSA €10

coBeplieHHsA. B ykasaHHbIe CPOKHM HE BKJIIOHAETCA BPEMsS NPOM3BOACTBA [0 YTOJIOBHOMY JIEy.

6.4. 3a Kaxaoe HapylleHHe TPYHAOBOH AWCLMIUIMHBI MOXET ObITh HAJOXKEHO TOJBKO OJHO JHMCLMINIMHAPHOE
B3bICKaHHe. [IpH HANOKEHWM AMCLMIUIMHAPHOIO B3bICKAHHA JOJDKHBI  YYUTBIBATBCA THKECTh  COBEPLIEHHOIO
NPOCTYIKa, OBCTOATE/ILCTBA, MPH KOTOPBIX OH COBEpLIEH, MpeauecTsyiomas pabora H

noBeAeHHe paboTHHKA.

6.5. Tlpukas O TMpPUMEHEHMH JUCUMIUIMHAPHOTO B3bICKAHWA C YKa3aHMEM MOTHBOB €ro  TPUMEHEHUs

o0baBaserca (coobuiaercs) paGOTHHKY, NOABEPrHyTOMY B3bICKaHHIO MO/ PACITHCKY B TPEXIAHEBHBIH CPOK.




6.6. Ecniy B TeueHHe rofa €O JHA €O AHA NPUMEHEHHs AHCLIMIUIMHAPHOTO B3bicKaHWA paboTHuk He Oyxer
MOABEPrHYT HOBOMY  JAHCLMIUIMHAPHOM B3bICKAHWIO, TO OH CYMTAETCA HE MOABEPriUMMCS JAHCLIMIUIMHAPHOMY
B3bICKaHHMIO.

JIMCUMTIMHAPHOE B3bICKAHME MOXeT ObIThb CHATO afAMMHMCTpaLMell Mo CBOeH MHMLIMATHBE, MO XOAATalCTBY
HEMOCPEACTBEHHOrO  PYKOBOAMTES  WIM TPYIOBOTO  KOJUIEKTHBA,  €C/IM NOJABEPrHYTHIH AMCLHMIIIHHAPHOMY
B3bICKAHHIO HE COBEPILMII HOBOTO MPOCTYNKa M NposBia cebs kak Jo6pocoBecTHhId paboTHuk. B Teuenne cpoka
AeHCTBHA JMCLMIUIMHAPHOIO B3bICKAHHS Mepbl NOOLUPeHHs yKasaHHBIe B HacToswux IlpaBunax, k paboTHuKy He
[IPUMEHSAIOTCA.

6.7. C mpaBWJaMM BHYTPEHHEro pacmopsaka AOMKHbI ObITh O3HAKOMIEHbI BCE PaGOTHHKH, KOTOPBIE 00S3aHbI B
cBoeil MoBceAHEeBHOM paboTe cobmoaaTh NOPANOK YCTAHOBJIEHHbIH MpaBUaMH.




