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NPABWU/IA BHYTPEHHEFO TPYZJOBOIO PACNOPAIKA AAFPAEOTHUKOB B
N APYTIOHAH A.M. A3bIKOBASA LUKOJIA «ENGLISH ACADEMY»
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Hacrosamue [IpaBuna onpesensaoT BHYTPEHHUH TPYA0BO#M pacnopsaoK A paboT-
HukoB MII ApyTionsn A.M. f3bikoBas mkona «English Academy» (nanee o Texcry -
Yupexaenue, PaboToaresin), NOpsAJOK MpHUeMa U yBOJIbHEHHS] pabOTHUKOB, OCHOB-
Hble 00513aHHOCTH PaGOTHHUKOB M aIMUHUCTPALIUH, PEXKKM PaGOYero BpeMeHH 1 ero
MCI0JIb30BAHHKE, a TAK)KE OTBETCTBEHHOCTD 3a HapylIeHHe TPYA0BOH AUCIUIIUHBL.

1. [TIPUEM HA PABOTY

1.1. llpueM Ha paboTy B YupexeHHe NMPOM3BOAUTCA Ha OCHOBAaHHWH 3aKJTIO-
4YEeHHOT'0 TPYA0BOro J0IoBOpa 0 pabore.

1.2. Tlpn npueme Ha paboty Pa6oToaaTesb 06s3aH NOTPeGOBATh OT IOCTY-
Marero:

- MPEJOCTABJIEHUs TPYJOBOH KHWXKH 0QOPMJIEHHOH, B YCTAaHOBJIEHHOM I10-
psiZiKe;

- IpebAABJIEHHA NACNOPTA, yAOCTOBEPSIOLIETO JIUYHOCTD.

[Ipuem Ha pa6oTy 6e3 ykasaHHBIX JOKYMEHTOB He MPOU3BOAUTCA. [Ipuem Ha
paboTy OCyIwecTBAAeTCs, KaK NpaBuIo, 6e3 MPOXOXKAEHUs MCIBLITATE/ILHOI0 CPOKa.
[Ipuem Ha paboTy odopmJseTcss NPUKA30M, KOTOPbIH 06'bABAAETCA PAGOTHUKY MOJ
pacniucky. PakTHYECKMM JONYCKOM K paboTe CYUTAETCA 3aKIHYEHHe TPY/0BOTO

ZI0TOBOPA, HE3ABUCUMO OT TOr0, ObLI JIM MPUEM Ha paboTy 0OpMJIEH HAAJIEXKAIUM
o6pasom.

1.3. lIpekpanienue TpyA0BOro AOTOBOPA MOMKET UMETh MECTO TOJILKO TI0 OCHO-
BaHHUAM, IPeAYCMOTPEHHBIM TPY/[OBbIM 3aKOHOATe/IbLCTBOM. PAGOTHUK UMEET mpa-
BO PacTOPTHYTh TPYAOBOK J0r0BOP, 3aK/JII0YEHHbIN Ha HeONpe/le/IeHHbIN CPOK, Ipe-
AynpeAuB 06 3TOM aAMHUHUCTPAUMIO 3a ABe Hejesd. [10 UCTeYEeHHH YKAa3aHHOTO
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A CE€Tb A3bIKOBbLIX LLUKON -

CpOKa npeaynpexzaenus o6 yBoJbHEHHH, PaGOTHHK BIpaBe MpeKpaTUThb paboTy, a
Paboronarens o643aH BeIaTL eMy TPYAOBYH0 KHMXKKY W IIPOM3BECTH C HUM pacyer.
[lo foroBopeHHOCTH MeXAy paGOTHUKOM U aZAMUHHUCTPALlUeNd TPYJOBOH LOroBop
MOET GbITb PACTOPTHYT B CPOK, 0 KOTOPOM MPOCHT paboTHUK. CPOYHBIN TPY/10BOi
AOTOBOP MOANENHT PaCTOPXKEHHIO JOCPOYHO MO TPe6OBaHHI0 PaGOTHUKA B ciy4qae
ero 60JIe3HH HJIM MHBAJIMIHOCTH, NPenATCTBYUIHNX BBIMOJHEHHIO PabOThl 10 4OT0-
BOPY, HapylIE€HNs1 a/AMHHUCTPALIME} 3aKOHOAATENbCTBA O TPY/E, TPYAOBOTO J0ro-
BOpa H 10 APYTUM yBa)XXKMTENbHBIM MPHYMHAM, NPEAYCMOTPEHHBIM NeMCTBYIOLIIUM
TPYAOBBIM 3aKOHOAATeNLCTBOM. [Ipekpauienue Tpyaosoro soroeopa odopmssieTcs
npuKasoM. B neHe yBosibHenus PaGoTogarenb 06s13aH BbIAATS pPabOTHHUKY ero Tpy-
AOBYI0 KHHXXKY C BHECEHHOW B Hee 3alHChI0 06 yBOJLHEHHUH W IPOU3BECTH C HUM
OKOHYATeNbHbIH pacyeT. 3aNHUCH 0 MPUYMHAX YBOJLHEHUS B TPYZOBYIO0 KHHXKY
AOJDKHBI IPOM3BOAUTHCA B TOYHOM COOTBETCTBHHU C pOPMYJIHPOBKOM JEeHCTByOLIE-
T'0 3aKOHOJATENBCTBA M CO CCBIIKOH HAa COOTBETCTBYIONIYIO CTATHIO, NYHKT 3aKOHa.
/lHEeM yBOJIbHEHHUSA CYUTACTCSA NOCAEAHHUI IEHD paboThL.

2. OCHOBHBIE OBSI3AHHOCTHY PABOTHHKOB

2.1. PabOTHHKH YUpex1eH1s J0/DKHbL:

- I06POCOBECTHO BHINIOJHATEL CBOH TPYZOBBIe 06513aHHOCTH, CO6.JII04ATh TPy-
AOBYIO AUCUHILIMHY, CBOEBPEMEHHO U TOYHO HCIIOJIHAThL PACOPSHKEHHUS JAUpeKTopa
YapexaeHus, UCT0/Ib30BaTh BCe paboyee BpPeMA J/Ifl IPOU3BO/UTE/IBHOTO TPY/a;

- Ka4eCTBEHHO M B CPOK BBINOJHATH MPOU3BOACTBEHHBIE 3a[aHUS U nopyue-
HUA, pab0TaTh Ha/i IOBBIIIEHUEM CBOET0 NpodeCccHOHaMBbHOTO YPOBHS;

- HOAAEPKUBATDL YUCTOTY M NOPAAOK HA CBOEM paboyeM MecTe, B CAYXKeOHBIX
M ApyrUX MOMEIIeHHAX, COGII0AATb YCTAHOBJIEHHBIH MOPSA0K XpaHEeHHUsS JOKYMEH-
TOB ¥ MaTepHUaJIbHbIX IEHHOCTEH;

- 93¢ EKTHBHO HCNO/Ib30BaTh NMEpCOHANbHbIE KOMIIBIOTEPBI, OPI'TEXHUKY H
Apyroe 060pyj0BaHHe, IKOHOMHO U PALHOHANBHO pacxoA0BaTh MaTepHaabl U IHEP-
Y10, ApYTHe MaTepuasbHble PECypChl;

- COBMIIO/ATE HOPMBI, PABH/IA U HHCTPYKLHMHU O OXpaHe TpyAa, MPOHU3BOJCT-
BEHHYI0 CAHUTAPHIO, TPABHJIA NPOTHBONOXAPHOH 6e30MaCHOCTH:
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- HE UCIIONIb30BATh AJid BBICTYIIJIEHUH H HyﬁJIHKaLlPIH B CpeACTBAX MAdCCOBOH

uHPOpMaLHHY, Kak B POCCHHU Tak U 3a py6eXoM, CBE€HUH, TOJIYYEHHBIX B CHIIY CJIy-
’KeGHOro MOJIOKEHHS, ONpefie/IeHHbIX ClelUaNbHbIMH JOKYMEHTaMH YUpexieHus
KaK KoMMepueckas (cnyxebHas) TallHa, pacpoCTpaHEHHE KOTOPOH MOXKET HAaHECTH
BpeJ YUpexJeHUIO UIU ero paboTHUKAM.

2.2. Kpyr 006sA3aHHOCTEH, KOTOpPbIE BHINOJHAET KaXAblH PabOTHHUK MO CBOEH
CeLMaJbHOCTH, KBaJMQHKALWH, JODKHOCTH, ONpeAesisieTCsl TPYA0BbIM JIOTOBOPOM
Y JOJDKHOCTHOW UHCTPYKLUEH,

3. OCHOBHBLIE OBA3AHHOCTU AIMUHUCTPALIUU

3.1. Pa6oTozaTesib 0653aH:
- C06JI101aTh 3aKOHOAATENbCTBO 0 TPY/E;

- MPaBUJIbHO OPraHU30BaTh TPY/| PAOOTHUKOB Ha 3aKpenJIeHHbIX 32 HUMH pa-
6oYyrMHU MecTaMH, 06ecrneyrB He06X0JUMbIMH NPUHAAJIEXXHOCTSAMHU U OPTTEXHUKOMH,
co3/aBasi 3/l0pOBble U 6e30MacHble YCI0BUSA TPY/A, COOTBETCTBYIONME TPABUJIAM 10
oxpaHe TpyAa (TexHuKe 6€30MacHOCTH, CAHUTAPHBIM HOpPMaM, MPOTHBOIOXKAPHBIM
NpaBuIaMm);

- o6ecnevyrnBaTh CTPOroe COO/I0JleHHe TPYAOBOHM JUCLHILUIMHBI, MPHUMEHSTH
Mepbl BO3/IeACTBHUSA K HAPYLIUTEIAM TPYL0BOH JUCIUTIIUHEI;

- COO/I0/IaTh OTOBOPEHHBIE B TPYAOBOM JOrOBOPE YCJOBUS OMJIAThI TPY/A,
BbI/JaBATh 3apabOTHYIO NJIATY B YCTAHOBJIEHHbIE CPOKH;

- C1I0CcO6CTBOBATh PA6OTHHUKAM B MOBbLILIEHHH UMK CBOel KBau(pHUKALMH, CO-
BEPILIEHCTBOBAHUH NPOQECCHOHANBHBIX HABBIKOB;

3.2. PaboToaaresb, OCylIeCTBJIASA CBOM 00SI3aHHOCTH, CTPEMHUTCA K CO3/JaHHIO
BBICOKONPOYECCHOHANILHOI0 paboTOCIOCOGHOI0 KOJIJIEKTHBA, Pa3BUTHIO KOPIOpa-
THUBHBIX OTHOLIEHWH CpeJiu PaOOTHUKOB, UX 3aHHTEPECOBAHHOCTH B Pa3BUTHH U VK-
PeIJIEHUH AeATeJbHOCTH YUpexIeHus.

4. PABOYEE BPEMSA U BPEMA OT/JbIXA
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4.1. B cOOTBETCTBHH C /IEHCTBYIOIUM 3aKOHOAATEALCTBOM /i PaGOTHHKOB
yCTaHaB/IMBaeTCd paboyas Hejesis MPOLOIKUTENLHOCTBIO 0 40 YacoB ¢ PeXXUMOM
paboThl N0 rpaduKy paboThl LIKOJIBL.

4.2. OuepeHOCTb NpeAOCTaBJIEHUS OTNYCKOB ycTaHaBauBaeTcs Paborogare-
JIeM C y4€TOM NMPOU3BOACTBEHHOM HEOOXO0AUMOCTH U NOXKeJaHUH paboTHUKOB. [Tpo-
AO/KUTENBHOCTh €Kero/HOro OIJIaYMBaeMoro OTNyCKa AJisl BCeX pabOTHHUKOB CO-
rJIACHO JI€HCTBYIOLIErO 3aKOHOAATEIbCTBA YCTAHOBIEHA He MeHee 28 KaJleHJapHbIX
JIHEH.

5.[IOOMPEHHUA 3A YCITEXU B PABOTE

5.1. 3a BbIcCOKONPOYECCUOHANLHOE BHITIOJIHEHWE TPY/OBLIX 06513aHHOCTEH,
MOBbIlIEHHE IPOU3BOAUTENLHOCTH TPYAA, NPOAOIKUTEBHYI0 H Ge3yIpedHylo pa-
60Ty u Apyrue ycrnexw B TpyJe NPHMEHSIOTCS CJAeJyioliue Mephl MOOLpeHHs pa-
OOTHUKOB YupexaeHH:

- 06'bsIBJIEHHE GJIATOZIAPHOCTH;
- Bbllaya IPeMHH;
- HarpakleHue LeHHBIM MOJapKOM.

[Tooupenus 06'bABAAITCA NPUKA30M, JOBOAATCH /10 CBEAEHUA KOJJIEKTUBA U
3aHOCATCA B TPYAOBYIO KHIKKY PaOOTHHKA.

6. OTBETCTBEHHOCTbD 3A HAPYIIEHHUE TPY/IOBOW AUCLUAII/IMHBI

6.1. 3a HapyleHue TPyAOBOH JHCHMIIMHBI aJMUHUCTPALMA IPUMEHSET Clle-
AYHOIIHe JUCLHILIMHADHbIE B3bICKAHUS:

- 3aMeYaHue;
- BBIFOBOD;

- YBOJIbHEHHE.
“
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YBo/nbHEHNE MOXET ObITh NPUMEHEHO 33 CUCTEeMaTHYeCKOe HEHCIOJHEeHHe
pabOTHUKOM 63 YBa)XKUTEJbHBIX MPUYMH 00A3aHHOCTEH, BO3JIOMKEHHBIX HAa HETO
TPYZAOBBIM [JOTrOBOPOM M NpPAaBUJIaAMH BHYTPEHHEro TPYAOBOr0 pacrnopsjka, eciv K
pabOTHHUKY paHee NPHUMEeHsJIMCh Mephl JUCLHUIIJIMHAPHOTO B3bICKaHHUs, 32 pory (B
TOM 4YHCJIe 32 OTCYTCTBHE Ha paboTe 60Jiee 4-X 4aCOB B TeueHHUe pabouero aHs) 6e3
YBOXKUTEJIbHBIX MPHUYHH, 32 MOABJIEHUE HA pab0oTe B HETPE3BOM COCTOSSHHUM WJIH B
COCTOSIHMM HAapKOTHYECKOI'0 MJIM TOKCHYECKOTO ONbSHEHHUS, a TaKXKe 3a COBepIle-
HUe 10 MeCTy paboThbl XULIEHUA (B TOM YUCJIE MEJIKOTO0) TOCYAapCTBEHHOI0 MU 06-
[ECTBEHHOr0 UMYIIeCTBA, YCTAHOBJIEHHOr0 BCTYNUBIIMM B 3aKOHHYIO CHJIY TIPUTO-
BOPOM CyZia WJIM TOCTAHOBJIEHHEM OpraHa, B KOMIIETEHLUI0 KOTOPOTO BXOJHUT Ha-
JIOXKEHHE a/[MMHHUCTPAaTHUBHOrO B3bICKAHUS WM MPUMEHEHHsI MEp 061eCTBEHHOI0
BO3JeHCTBHA.

6.2. lucuuniMHapHble B3bICKAaHUA NpUMeHsoTcsa Pa6oTroaareneM. Pa6oTosa-
TeJIb UM€eeT NPaB0O BMECTO HaJIOXKEeHHs JIMCLMIVIMHAPHOIO B3bICKAaHUSA NepejaTh BO-

'TPOC O HAPYWEHWH TPY/JOBOX AUCHMIUIMHBL HA PACCMOTPEHHE TPYA0BOr0 KOJIEK-
THBA. ‘

6.3. /o HanoXeHWs B3bICKAaHWS OT HAPYIUIUTENs TPYAOBOW AHUCIMILIMHI
JIOJDKHBI ObITh 3aTpe6oBaHbl 00 bsicHeHUsl. OTKa3 paboTHUKA J]aTh 06BACHEHUA He
MOXET CJY>KHUTb NPENATCTBHEM [Jisl NMPUMEHEHHUs1 B3bICKaHUA. JUCUHUINIIMHAPHBIE
B3bICKAHUS] MPUMEHSAITCA HENOCPEACTBEHHO 32 OOHApYyeHUEeM MPOCTYNKa, HO He
no3/ijHee OJHOr0 MecdAlla CO AHA ero OOHapyXeHHs, He CUMTasi BPEMEHH 00JIe3HU
WK NpebbIBaHUs pabOTHHUKA B OTNYCKe. B3bICKaHHWE HE MOXET ObIThb HaJIOKeHO
no3jHee WeCTH MECALEB CO [HA COBEpUIeHUs NPOCTYIKA, a 0 pe3yabTaTaM PEeBH-
3UM WK TIPOBEPKH PUHAHCOBO-XO3AHCTBEHHOH JeATENbHOCTH — HE TO3/JHEE /BYX
JIET CO IHS €ro CoBepileHHs. B yKkazaHHbIe CPDOKH He BKJIIOYAETCs BpeMs NPOU3BO/-
CTBA 10 YTOJIOBHOMY JeJy.

6.4. 3a KaKg0e HapylleHHe TPYAOBOM JAUCHUILIMHBI MOXET 6BITh HAJT0XEHO
TOJIBKO OJHO JUCHMIUVIMHAPHOE B3biCKaHHe. [IpH HaMOXeHWM AUCHUIIMHAPHOIO
B3bICKAHMA [AOJ/DKHBI YYMTBIBATHCA TSAXECTb COBEPIIEHHOTO MPOCTYINKa, 06CTOs-
TEJIbCTBA, IPU KOTOPBIX OH COBEPIIEH, NMPeALIeCTBYIOIas paboTa U NOBeJeHHe pa-
OOTHHKA.

6.5. [Ip¥kas 0 NMpMMEeHEeHUH JUCLHMIVIMHAPHOTO B3bICKAHHUA C YKa3aHMEM MO-
THBOB €ro NMpWMeHeHWsi 00bsABsAeTca (coobuiaercss) PaboOTHHUKY, MOABEPTHYTOMY
B3bICKaHHUIO N0J, PACIUCKY B TPEXAHEBHBIN CPOK.
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6.6. Ec/v B TeueHue rosa co qHs PUMEHeHUs AMCLMILIMHADHONO B3bICKAHHUS
paboTHUK He GyAeT MojBepruyT HOBOMY IAMCIHIIMHADHOMY B3bICKAHHUIO, TO OH
CIMTACTCHA HE NO/ABEPriIMMCHA JUCHMIIMHAPHOMY B3BICKAHHIO. AucuunavuapHoe
B3BICKAHHE MOXKET OBITh CHSATO AAMUHUCTPALUEH 10 CBOEH WHHI[MATHRE, 1O xo/a-
TalCTBY HENOCPEeJCTBEHHOrO PYKOBOAMTENS WM TPYAOBOT'O KOJIJIEKTHBA, €CIH
MO/ABEPTHYTHIA AMCUMIVIAHAPHOMY B3bICKAHHIO He COBEPIIMJI HOBOT'O MPOCTYIKA
pOsABHJI Ce6st Kak A06POCOBECTHBbINH pabOTHUK. B TeyeHue CpOKa J1eiCTBUS JHCIH-
T/INHAPHOTO B3bICKAHWA Mephl MOOUIPEeHHs, YKa3aHHbIe B HACTOSNIUX [IpaBunax,
PaboOTHUKY HE MPUMEHSIOTCH.

6.7. C npaBwiaMu BHYTPeHHero pacrnopsaZika A0/KHBI ObITh 03HAKOMJIEHBI
BCe PAabOTHHKH Yupex[eHHsl, KOTOpble 06A3aHbl B CBOEH NOBCEIHEBHOU paboTe
CO6JII0AaTh NOPSAOK YCTAaHOBJIEHHbIH NpaBUJIAMH.

- CnmpaBusiamMu BHYTpEHHEr0 TPy0BOro pacnopsiaka UIT ApyTionsn AM. SI3bikoBag
wkoJsa «English Academy» o3nakomnen(a):

| ®amunust UMa OTyecTBo JomxHocTe H/p,anCb ]
CnanoBa Mapusi AptypoBHa npenojiaBaresb O/z/ M il
Xatyuena Tausuia UnbsicoBHa KOOpJAMHATOp _,g/ .




