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PABOTHMKOB B WU ABAEBA A. K. A3bIKOBAA WKOJIA «<ENGLISH
ACADEMY»

Hacrosiuue [IpaBuna onpesensiioT BHYTPeHHUH TPYI0BOH pacnopsa/ioK /is
paborankoB HII AGaesa A K. fiznikosas mxona «English Academy» (ganee no
TeKCTy - Yupexzenue, Paborogarens), nOpaAoK npueMa H yBOJIbHEHHs
PaboTHHKOB, OCHOBHbIE 06513aHHOCTU PabOTHHUKORB ¥ a[MHUHHCTPALUH,
peXxHM paboyero BpeMeHH H ero HCnoJb30BaHHe, a TAKKe OTBEeTCTBEeHHOCTh
3a HapymeHWe TPYAOBOH AHCIMILTHHDI.

1. [[IPHEM HA PABOTY

1.1. llpuem na paboTy B YupexjieHHe NPOU3IBOAUTCA Ha OCHOBAHHH
3aK/II04EHHOT0 TPYAOBOro Aorosopa o pabore.

1.2. lIpu npueme Ha paboty Paboropaarene 00s3aH noTpeboBaThk OT
NOCTYNAWEro:

- [peAOCTaBJAe€HHUs  TPYAOBOM  KHHKKM  OPOPMJIEHHOH, B
YCTaHOBJIEHHOM NOpsiAKe;

- NpeaAbABJICHHA NacNopTa, YAOCTOBEPAIOIIETO IHYHOCTD.

[lpuem nHa pabory 63 yKasaHHBIX AOKYMEHTOB He TNPOM3BOAWTCA.
[lppeM Ha pabGoTy ocyuiecTBAseTCs, KaKk NOpasBuno, 6e3 NpoxXoxjeHus
HCnbiTaTeNbLHOro cpoka. lflpuem Ha paboty odopmisercs NpHKa3oM,
KOTOPBIH 00'bsABAAETCA PAOOTHHKY 10/, pacnucKy. PakTHYECKUM [ONYCKOM K
paboTe cyMTaeTcs 3aKJl4YeHue TPYJAOBOro AOroBopa, HE3aBMCUMO OT TOrO,

Guin i NpHeM Ha paboTy odopmMaeH HaieKalHM 06pasoM.

1.3. llpexpamenue TPyAOBOTO AOTrOBOpPa MOXET HMETh MeCTO TONLKO
N0 OCHOBaHWAM, TPEAYCMOTPEHHBIM TPYAOBbIM 3aKOHOJATEJIbCTBOM.
PaboTHHK HMeeT NpasBo PacTOpPrHyTh TPYAOBOH ZOroBOP, 3aKAOYEHHBIH HA
Heonpefie/ieHHbIH CpPOK, npejynpeaus 006 3TOM JAMMHMCTpPALMIO 33 jBe
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Hegenn. [lo ucTeveHHH yKa3zaHHOTO CpoKa npeAynpexaeHus 06 yBOJIbHEHHWH,
paboTHHUK BIpaBe NpeKkpaTuTh paboTy, a PaboToaaTesib 065i3aH BhIJAATH €My
TPYAOBYIO KHWXKKY U NPOH3BECTH C HUM pacyeT. [lo JOroBopeHHOCTH Mexay
pabOTHHKOM MW aJAMWHHWCTpanWed TpyAoBod JloroBop MOXKeT ObITH
PacTOprHyT B CpPOK, O KOTOpPOM ‘npocuT paboTHMK. CpoYHBIH TPYyA0BOM
JAOTOBOP MOAMEXHT PACTOPXKEHHIO JOCPOYHO N0 TpeboBaHHI0 pabOTHHKA B
caydae ero O0JIe3HH WM HHBAAWAHOCTH, NPENATCTBYIOHIHX BHINIOAHEHHIO,
paboThl [0 AOTOBOPY, HAapyWIEHHWs aJAMHHHUCTPalHeH 3aKOHOAATeNAbCTBa O
TpyAe, TPYyAOBOro JAOTroBOpa M MO APYTHM YBaXWUTeJBHBIM NpPHYHHAaM,
OPeAYCMOTPEHHBIM  JICHCTBYIODIHM  TPYAOBBIM  33aKOHOAATEAbCTBOM.
lipexpamenne Tpyxosoro jaorosopa odopmiasiercs npHkKasoMm. B jaens
yBoJsibHeHMs1 PaGoTojgartesr 0663aH BbAATH PabOTHUKY €ro TPYAOBYIO
KHHXKY C BHECEHHOH B Hee 3aMHMCbi0 00 YBOJILHEHHH W NMPOH3BECTH C HHUM
OKOHYaTeNbHbLIH pacyeT. 3anvcH O NPHYMHAX YBOALHEHHA B TPYAOBYIO
KHH)KKY  JIOJDKHBI  TMPOU3BOAMTLCA B  TOYHOM  COOTBETCTBHH C
GOpMyJIMPOBKOM JAeHCTBYIOIEro 3aKOHOJaTe/IbCTBA M CO CCBIJIKOM Ha
COOTBETCTBYWIIYK CTaThi0, NYHKT 3aKoHA. /lHeM yBOJbHEHHS CUYHTaeTcH
nocAeiHHH JIeHb paboThl.

2. OCHOBHBIE OBA3AHHOCTHU PABOTHUKOB

2.1. PaGOTHUKH YupexaAeHUs AOJKHBI:

- [A06pOCOBECTHO BHINOAHATL * CBOM TPYAOBble OOA3aHHOCTH,
cOOMOAaTh TPYAOBYI0 JAMCIHIUIMHY, CBOEBPEMEHHO M TOYHO MCHOMHATH
pacnopsbkeHusl AMPeKTopa Yupex/ieHus, NCoNb30BaTh Bee paboyee Bpems
15 NPOM3BOJHTENBHOIO TPYAQ; '

-

- Ka4eCTBEHHO W B CPOK BBINOJHATH MPOH3BOACTBEHHbIE 33/laHHA H
nopy4yeHusi; paboTraTb HaJ MNOBbIIUEHHWEM CBOero mnpodeccHoHaNbHOro

VPOBHS;
- NOAAEPKHBATH YHCTOTY M NOPAAOK Ha cBoeM pabouyem ™Mecre, B

CAyXeOHBIX M JpPYTHX NOMEUIeHHUAX, CObMInAaTh YCTAaHOBJEHHbIA NOpPSj0K
XpaHeHHUs JOKYMEHTOB H MaTePHANbHbIX IEHHOCTEeH;
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- 3(pPeKTHBHO  MCIOJb30BaTh  [EePCOHANbHBIE  KOMTBIOTEPHI,
OprTeXHUKY M Jpyroe o060pyAOBaHHe, 3KOHOMHO M palHOHAJNbHO
PacxXo/i0BaTE MAaTEPHANBL! H IHEPrHIo, APYrHe MaTepHalbHbIe PecypCh;

- cobmojaTe HOPMBI, NMPaBWJA W HHCTPYKIMHM 1O OXpaHe TpYyAa,
MPOMU3BOACTBEHHYIO CaHWTapHIO, npaBuUJa NPOTUBOMOXKaPHOM
De30MacHOCTH;

- He MCNOJIb30BaTh [/ BbICTYI/IEHHH M NyOJHKaUMHd B CpeAcTBax
MaccoBoi uHdopmaluu, Kak B PoccMM Tak M 3a py6exoM, CBeAeHUH,
MOAYYEeHHBIX B CHAY CAYXKeOHOro  NONOXKEeHWs, Oonpefie/IeHHbIX
CHeNHaANbLHLIMH JOKYMEHTaMH YUpeXIeHHs KaK KoMMepyeckas (cnyxebHan)
TaiiHa, pacnpocTpaHeHHe KOTOPOH MOXeT HaHeCTH Bpel YUPeXAeHUI0 U
ero paboOTHHKaM.

2.2. Kpyr 0043aHHOCTeH, KOTOpbIe BbINOJHAET KOXKAbIH pabOTHHMK Mo
CBOEH  CHelUaNbHOCTH, KBaNUPUKAUUM, [AO/DKHOCTH, ONpeAensieTcs
TPYAOBBLIM JIOFOBOPOM H JIC/DKHOCTHOH HHCTPYKIIHEH.

3. OCHOBHBIE OBA3AHHOCTH AAMUHHUETPALIUH

3.1. PaboTosarenn 0b6a3aH:
- COOMI0AATHL 3aKOHOAATENBCTBO O TPYAE;

- NPaBWJIbHO OpPraHM30BaTh TPY/ -pabOTHUKOB HA 3aKpeivieHHbIX 3a
HUMH pabo4YUMHU MecTaMH, o6ecneyuB HEOOXOAMMBIMU NPUHAANEIKHOCTAMHU
H OprTeXHHWKOH, co3jaBas 3jl0poBbie MW Oe30nacHbie YCIOBHS TPYA3,
COOTBETCTBYIONHE npaBWjiaMm MO OXpaHe TpyAa ['rexmu(e 6e30nacnocrn
CaHUTApPHBLIM HOPMaM, IPOTHBOTIOXKAPHBIM NPaBUaaM);

- obecnedyMBaTh CTporoe coGMIOfieHHe TPYAOBOH AHCIMIUTHHEL,
NPHMEHATH MepPbl BO31eHCTBHSA K HAPYILIHTENAAM TPYAOBOH AHCIIHIIHHDI;

- coboaTh OTOBOPEHHblE B TPY/AOBOM JIOFOBOpPE YCIOBHUsA OMNJIAThI
TPYA3, BLIAABATh 3apaboTHYIO ILIaTY B YCTAHOB/JIEHHbiEe CPOKH;

- cnocobcrBoBaTh pPabOTHHKAM B  MOBBILEHHWH HWMH CBOeH
KBaNuPHKaLMH, COBEPIIEHCTBOBaHUH NPOodecCUOHANIbHBIX HAaBbIKOB;
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3.2. Paborogarenb, HCIOJHAS CBOM OOA3aHHOCTH, CTPEMUTCA K
CO3/JaHMI0  BBICOKONPOPECCHOHANBLHOTO PpaboTOCNOCOGHOr0 KOJUIEKTUBA,
PasBUTHIO KOPNOPAaTHBHbIX OTHOmMEHWH Cpean  PabOTHHKOB, HX
3aMHTEPECOBAHHOCTM B  Pa3sBUTHH W YKpPeIUIeHHH  AeATelIbHOCTH
YypexeHus.

4. PABOYEE BPEM#A U BPEMA OT/IbIXA

41. B COOTBETCTBHH C JEHCTBYIOLUHUM 3aKOHOAATEJNbCTBOM s
paboTHHKOB yCTaHaBAMBaeTcs paboyas Hejlens NPOAC/IKMTEALHOCTHIO A0
40 4acoB ¢ pexuMoM paboTsl 1o rpadpuKy paboTbl NIKOIbI.

4.2. OuepeAHOCTb TpPeAOCTaBJIEHHS OTNYCKOB YyCTaHAaBJIWBAETCS
PaGoTofaTeneM ¢ y4€TOM NIPOU3BOACTBEHHOH HEOOXOAHMOCTH H NOWeNaHHH
paboTHHKOB. [IPOAOIKHTENBHOCTL €XEeroJHOro OMJa4yHBaeMoro OTNycKa
AN BceX pabOTHUKOB COIJIaCHO JIGWMCTBYIOLIEro 3aKOHOAATeN bCTBa
YCTaHOBJIeHa He MeHee 28 Kaen/lapHbIX IHeH.

5. TIOOUIPEHUA 3A YCIIEXU B PABOTE

5.1. 3a BbicokonpodecCHOHA/NbHOE  BbINOJIHEHHWE  TPYAOBbLIX
00513aHHOCTEH, NOBLILICHHE NTPOH3BOAUTENILHOCTH TPYA3,

NPOAC/KUTENbHYI0 W Ge3ynpeyHyio paboTy W ApyrHe ycnexu B Tpyge
NPUMEHSIOTCS CeyiolljHe Mephl NooPeHHsl pabOTHHKOB YUYpexK/ieHHs:

- 06bABNEHKEe 61aroJapHOCTH; .
- BbIJ1a4a NPeMHH;
- HarpaXkAeHue eHHbIM M10JapKOM.

MMoompenus OODBABAAIOTCA NPHKA30M, AOBOAATCA /10 CBEACHHSA
KOJUIEeKTHBA U 3aHOCATCA B TPYAOBYI0 KHMIKKY pabOTHHKA.

6. OTBETCTBEHHOCTb 3A HAPYIIEHUE TPY/IOBOH IUCLMIIMHDI
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6.1. 3a HapyuleHMe TPYJAOBOH [AMCUMIUIMHBI aJAMHHUCTpALIHS
NpUMEHAeT CIeAyIoN{He AHCIHTLTHHaPHbIe B3bICKAHHS:

- 3amMevaHue;
- BBITOBOD;
- YBOJIbHEHHE.

YBosbHeHHE MOXeT ObITb NPUMEHEHO 3a CUCTeMaTHYecKoe
HEUCrnoJHeHHe paboTHHKOM 6e3 YBaKHTENbHLIX NPHYHH O06S3aHHOCTEeW,
BO3/IO)KEHHBIX Ha HEro TPYAOBLIM JOroBOPOM M NMpaBHJAMH BHYTpPEHHEro
TPYAOBOTO pacnopsiika, ecid K pabOTHUKY paHee NPHMEHSJIUCh Mepbl
JHMCIMNJIMHAPHOr0 B3bICKAHHWSA, 3a NMPOrya (B TOM 4YucJie 32 OTCYTCTBHE Ha
pabore Gonee 4-x 4acoB B TeueHHe pabovero jHA) 6e3 yBIAKHTENbHbLIX
NPHYMH, 32 NOsIBJIEHHe HA paboTe B HETPEe3BOM COCTOSHHM WIH B COCTOAHHMH
HapKOTHYeCKOI'0 WM TOKCHYECKOr0 ONbSIHEHHA, a TaKKe 3a COBepIlUeHHe M0
MecTy paboThl XHWIIeHHs (B TOM YHMC/Ie MEeNKOro) rocyAapcTBeHHOro WiH
0OIeCTBeHHOT0 HMYIECTBa, YCTAHOBJAEHHOTO BCTYNHBIIMM B 33aKOHHYKO
CHJIy TPHIrOBOPOM Cy/a WM MNOCTAaHOBJIEHHEM OpraHa, B KOMIIETEHLHUIO
KOTOPOro BXOJMT HaJIOXKeHUWe aJMUHHUCTPATUBHOTO B3bICKAHUA WU
NPpUMEHEHHA Mep 00IeCTBeHHOTO BO3AeHCTBHAL

6.2. JlMcuMniiMHapHbie B3bICKaHMA NpuMeHsiioTcs PabGotopareneM.
PaGoTopaTesr HMeeT IMpaBO BMECTO HaJOXeHHS JAUCLHHIVIMHAPHOTO
B3LICKAHHA NEpeAaTb BONPOC O HAPYWEHWH TPYAOBOH AHCUHILUIHHBI Ha
paccMOTpeHHe TPYAOBOIO KOJLIEKTHBA.

6.3. /Jlo HanoXKeHUs B3bICKAHUA OT HApyLWHUTEJs TPYyAOBOH
ANCHHIUIHHB JOJDKHB ObITh 3aTpe6oBanbl o6bicHenusn. OTkas paboTHuka
AaTh OGLACHEHHS HE MOXKeT CAYXHTb TIPENATCTBHEM Uil NPHUMEHEHHS
B3bICKaHHA. JIUCHUINNIMHAPHbIE B3bICKAHUA NPUMEHAITCA HeNnoCpeACTBEHHO
32 OOHapy)XeHMeM NPOCTYNKa, HO He NMO3/[Hee OJHOTO MecANa CO JHS ero
OOHapyXeHHA, He CYUTasA BpeMeHH DO/MIe3HH WIH npedbiBaHus paboTHUKA B
oTnycke. B3blcKanHe He MOXeT ObITh HAJIOXKEHO No3/Hee WeCTH MecAnes Co
JIHA COBEpUIeHHs TPOCTYIKa, a N0 pe3yJbTaTaM pPeBU3UU HJIH TIPOBEPKH
$HHAHCOBO-X03IHCTBEHHOH JIeATE/LHOCTH — He NMo3jiHee ABYX JeT CO JHSA
ero cosepieHHs. B ykasaHHbie CPOKHM He BKII0YaeTCs BpeMsi NPOU3BOACTBA
110 YTrOJIOBHOMY Jieny.
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6.4. 3a Kaxjo0e HapyumieHWe TPYJOBOH JUCLMIUIMHBI MOXET ObIThb
HaJIOXKEHO TOJILKO OJIHO JHMCIUHMIJIMHapHOe B3bicKkaHue. [Ipu HanoXeHUH
AWCIHILIHHAPHOIO  B3LICKAHHMA  JIODKHBI  YYMTHIBATBCA  TSKECTb
COBEpPIIEHHOT0 NPOCTYNKa, 06CTOsTeNbCTBA, MPH KOTOPLIX OH COBEpIIeH,
npejlecTByoUas paboTa U noBejleH’e paBoTHHKA.

6.5. llpukas © (pHMEHEeHHUH [AUCHHIUVIMHAPDHONO B3LICKAHAA C
yKa3aHHeM MOTHBOB €ro mnpHMeHeHHsi o0basiasercs (coobmaercs)
paboTHUKY, MOABEPrHYTOMY B3bICKAaHHUIO MOJ PACNUCKY B TPEXAHEBHbIU

CPOK.

6.6. Ecin B TeyeHHe rojia co AHs NPUMEHEHHs AHCIHIIMHAPHOrO
B3bICKAHUA paboOTHUK He GyJeT NOABEPrHyT HOBOMY AMCIUIUIMHAPDHOMY
B3bICKAHHIO, TO OH CYHTAaeTCd He [MOABepriiMMcH JHCIHIUTHHAPHOMY
B3bICKaHHI0. /JIHCHMIIHHAPDHOEe  B3biCKAaHHE MOXeT ObiTb CHATO
aZAMUHHUCTpaLHen no CBOEH HHHULHATHBE, no X0/JaTaHUCTBY
HEeNOCPe/ICTBEHHOr0 pYKOBOAMTENS HJAHW TPYAOBOI'0 KOJJIEKTHBA, ec/u
MOABEPrHYTHIH JAHCHHIUIHHADHOMY B3bICKAaHHI0 HE COBEpIIMA HOBOIO
MpPOCTYyNKa H NposBua cebsa Kak AoOpocoBecTHbIH paborHuK. B Teuenwme
CpoKa JeWCTBHS JMCUMIUIMHADHOTO B3LICKAHWS . MEpbl MOOWIpPEeHUs,
YKa3saHHbie B HacToAHKX [IpaBunax, K pabOTHHKY He MPHMEHAI0TCA.

6.7. C npasusaMH BHYTPEHHEro pacnopsiika JAO/DKHB ObITb
O3HaKOMJIeHbl BCe PabOTHHUKH Yupexx/JeHus, KOTOpble 06A3aHbBI B CBOEH
NOBCeIHEBHOH paboTe cobM0AaTH NOPSZOK YCTAHOBJAEHHBIH NPaBHIaMK.

C npaBuNaMu BHYTPEHHETO TPYAOBOro pécnopsmxa UIl AGaesa A.K
AsbikoBasi mkona «English Academy» o3nakomnen(a):

®amununa Uma OTyecTBO Ao/mKHOCTE IMoanucs




