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NMPABWUJIA BHYTPEHHEIO TPY40BOro PACﬂOyﬁﬁﬂKA PABOTHUKOB

A3bIKOBOWM LLUKO/bl «<ENGLISH ACADEMY»

1. Hactoawwue MpaBuna onpeaenaloT BHYTPEHHUI TPYAOBOM pacnopagoK Ana pa-
boTtHMkoB UM TpuropbaH H.K. A3bikoBas wkona «English Academy» (aanee no Tekcry —
YupexpeHnue, Pabotogatens), NOpAA0K NpUEMa M yBONIbHEHUA PaBOTHUKOB, OCHOBHbBIE
00A33HHOCTM PabOTHMKOB M aAMUHUCTPALMUM, PEXKUM PaBOYErO BPEMEHW M ero UCNONb-
30BaHue, a TaKXKe OTBETCTBEHHOCTb 33 HapyLUeHUe TPYA0BOWU AUCLUNAMUHDI.

1. MPUEM HA PABOTY

1.1. Npuem Ha paboTy B YupeaeHue Npon3BOAUTCA Ha OCHOBAHMU 3aKII0YEHHOTO
TPYAOBOTro Aorosopa o pabore.

1.2. Mpu npueme Ha paboty PaboTtoaatens 06ﬂ3_aH notpe6oBaTh OT NOCTynaloLLe-
ro:

- NPeAoCTaBN@HUA TPYA0BON KHUKKM ODOPMAEHHOM, B YCTAHOBNIEHHOM
nopaaxe;
- NpeAbABNEHMA NACNOPTA, YAOCTOBEPAIOLLErO IUYHOCTD.

Nprem Ha paboTy 6e3 yKasaHHbIX AOKYMEHTOB He NPOU3BOAMUTCA. Mpuem Ha pabo-
Ty OCYLIECTBAACTCA, Kak NpasBuno, 6€3 NpoXoXAeHWUA UCMbITaTeNbHOTO CPoKa. Mpuem Ha
paboty opopmnserca npukasom, KOTopbi 06bABASETCA paboTHuKy nog, pacnucky. dak-
TMYECKUM A0NYCKOM K paboTe cunTaeTca 3aKkNi04eH1e TPYA0BOro A0r0BOPa, HE3aBUCUMO
OT TOro, 6bin n Nnpuem Ha paboTty opopmneH Haanexalwmm obpasom.

1.3. MpexpalieHne TpyAOBOTO AOTOBOPa MOMET UMETb MECTO TONBKO NO OCHOBAHUAM,
NPEeAYyCMOTPEHHbIM TPY/J0BbIM 3aKOHOAATENLCTBOM. PaGOTHUK MMEET TIPaBo PacTOPTHYTH
TPYA0BOW AOrOBOP, 3aK/IOMEHHbIA Ha HEONMPeAeseHHbIN CPOK, npeaynpeaus 06 3Tom
aAMUHUCTPALMIO 3a ABe Heaenu. Mo UCTEYEHWM YKa3aHHOro -



CpOKa npeaynpexaeHua 06 ysonbHeHuu, paboTHUK Bnpase npekpatuTtb pabory, a
Pabotopatens 06:A3aH BblAaTb MY TPYAOBYHO KHUXKY M MPOWU3BECTM C HUM pacyer.
Mo AOroBOpeHHOCTU Mexay paboTHUKOM M agMUHWUCTpauMen TpyAOBOM A0OroBOp
MOXeT 6biTb PacTOPrHyT B CPOK, O KOTOPOM NpocuT paboTHUK. CPOYHbLINA TPYA0BOW
AOroBop NOANEXKUT PACTOPKEHUIO A0CPOYHO No TpeboBaHWio paboTHMKA B Cayyae
ero 60s1€3HU WA WHBANMAHOCTK, NPEnATCTBYIOWMX BbINONHEHMIO paboTbl no
AOroBOpYy, HapyleHuUA agMUHUCTPaLMeln 3aKOHOAATeNnbCTBa O Tpyae, TPYAOBOro
AOroBOpa M NO  APYIMM  YBaXKUTE/NIbHbIM ~ NPUYUHAM, NPEAYCMOTPEHHbIM
AEUCTBYIOLLMM TPYAOBbIM 3aKOHOAATENLCTBOM. [TpeKpalleHue Tpya0Boro 4orosopa
odpopmnaeTca npukasom. B peHb yBonbHeHua Pabotogatens 06a3aH BbIAATb
pabOoTHUKY ero TPYAOBYK KHUXKKY C BHECEHHOW B Hee 3anucbio 06 YBOJIbHEHUU U
NPOU3BECTU C HUM OKOHYATE/IbHbIK pacyeT. 3anucu O NPUYMHAX YBO/IbHEHUS B
TPYAOBYIO  KHMXKY AO/KHbl  MPOU3BOAUTCA B  TOYHOM  COOTBETCTBUM C
GOpMYyNIMPDOBKOU  AEWUCTBYIOLLEr0O  3aKOHOAATeNbCTBA U CO  CCbIIKOM  Ha
COOTBETCTBYHOLLYIO CTAaTblO, MYHKT 3aKOHA. [IHEM YBO/NIbHEHWUA CYMTALTCA NOCAEAHUN
AE€Hb paboThbl.

2. OCHOBHbIE OBA3AHHOCTU PABOTHUKOB

2.1. PabOTHUKK YuperKaeHUA A0KHbI:

- [o6pOCOBECTHO BLINONHATL CBOM TPyAOBble 06A3aHHOCTU, COBNOAATHL
TPYAOBYIO AUCLUMN/IUHY, CBOEBPEMEHHO ¥ TOYHO WCMO/IHATL PaCMOPSAKEHUS
AvpekTopa  YypexaeHus,  UCNosb30BaTb Bce  paboyee  Bpema  Ans
NPOU3BOAUTENBHOIO TPYAS; *

- Ka4yeCTBEHHO M B CPOK BbINOJHATb MNPOWU3BOACTBEHHbIE 33aAaHWA U
nopy4eHus, pabotatb Haj NOBbILIEHNMEM CBOEr0 NPOPECCMOHANBHOTO YPOBHSA;

- NOAAEPKMUBATL YUCTOTY M NOPAAOK HA CBOEM pabouem mecTe, B CyXKebHbIX
M Apyrux nomewenunsax, cobnogate YCTAHOBAEHHbLIW MOPAAOK XPaHEHMUA
AOKYMEHTOB M MaTepUanbHbIX LEHHOCTEN;

- 3¢PEeKTUBHO MCMNO/b30BaTb NEPCOHANbHbIE KOMMbIOTEPLI, OPITEXHUKY W
Apyroe obopyaoBaHue, 3KOHOMHO M pPauUMOHANbHO PACcXx0A0BaTb MaTepuasnbl U
3HEepruio, Apyrue maTepuanibHble pecypchbl; '

- cobnogaTb HOPMbI, MpPaBWAd M MHCTPYKLMM MO OXpaHe Tpyaa,
NPOU3BOACTBEHHYIO CAHUTAPMIO, MPaBUIA NPOTUBONOXKAPHOW He30nacHoCTy;

- HEe UCMOo/b30BaTb A4/1A BbICTYNAeHUM u nybanKaumit B cpeacTsax mMaccoBOM
MHGOpMaumK, Kak B Poccum Tak u 3a pybexom, cBeAeHWUM, NONYYEHHbIX B CUAy
CAyebHOro  MONOXMEHWA,  ONpeAeNeHHbIX  CneuuanbHbiMKU  AOKYMEHTaMU
YypexkaeHna Kak Kommepueckasa (cnyxebHana) TalHa, pacnpocTpaHeHue KOTopou
MOXET HaHeCTu Bpes, YUYpexaeHunto nnm ero pabotHuKkam.

2.2. Kpyr 06A3aHHOCTEN, KOTOPbIE BbINOAHAGT KaXKAbl pabOTHUK no cBOEeM
CNeuManbHOCTU, KBaAMPUKaumnmn, 4OMKHOCTU, ONpeaenaeTca TPYA0BbIM A0TOBOPOM
U AOMKHOCTHOM UHCTPYKLMEN.



3. OCHOBHbIE OBA3AHHOCTU AAMUHUCTPALUN

3.1. PaboTtogatens 06a3aH:

- cobn0AaTh 3aKOHOAATENLCTBO O TPYAE;

- NPaBU/IbHO OpPraHM30BaTb TPya PabOTHMKOB Ha 3aKperaeHHbIX 3a HUMMU
pabounmu  mectamu, obecrieunB  HEOBXOAMMBIMU  MPUHAANEKHOCTAMU U
OPITeXHWUKOIA, CO3aBan 340poBbie U Ge3onacHbIe YCA0BUA TPYAa, COOTBETCTBYHOLWME
npasunam no oxpaHe Tpyaa (TexHuke 6e30MacHOCTM, CaHMTAapHBIM HOPMaMm,
NPOTUBONOXAPHbLIM NPaBUAaM);

- obecneunBatb cTporoe cobntofeHUe TPYAOBOW AUCLMMIUHBI, NPUMEHATL
Mepbl BO3AEHCTBMA K HapYLLIUTEIAM TPYA0BOM AUCLMUNAUHDI;

- cobnoaTh OroBOpeHHble B TPYAOBOM AOrOBOPE YC/AOBUA OMAaThl TPYAQ,
BblaBaTb 3apabOTHYIO NNaTy B YCTAHOBNEHHBIE CPOKMU;

- CnocobcTBoBaTb PaboOTHMKAM B MOBBLIWEHUU UMM CBOEV KBanudpukauum,
COBEpLUEHCTBOBAHWUM NPOPECCUOHA/bHBIX HABbIKOB;

3.2. PaboTogaTtent OCywecTsnaa CBOM 0683aHHOCTH CTPEMUTCA K CO3A3HUIO
BbiCOKONPOdEeCcCMoHaNnbHOro pabotocnocobHoro KO/INIEKTUBA, Pa3BUTUIO
KOPMOpaTMBHbIX OTHOWEHUW Ccpeau pPabOTHMKOB, WX 3aMHTEPEeCOBAaHHOCTM B
PasBUTUN M YKPENNEHUN ALATENbHOCTM YUpesKaeHus.

4. PABOYEE BPEMA U BPEMA OTAbIXA

4.1. B cOOTBETCTBUM C AEWCTBYIOWMM 3aKOHOAATENLCTBOM Ana paboTHUKOB
yCTaHasnuBaeTca paboyas Heaena NpoAC/HKUTENBHOCTLIO A0 40 Y4acos ¢ peXxumom
paboTbl No rpaduKy paboTbl LWKOALI. :

4.2. OuepegHoCcTb npeaocTaBaeHun OTNyCKOB yCTaHaB/MBaeTca
PaboTosatenem C y4eTom npPOM3BOACTBEHHOM HEO6X0AUMOCTU U MOXKenaHuMn
PaboTHMKOB. MPOACAKUTENBHOCTb @XEr0AHOr0 ON/aunBaemoro OTNyCKa ANs BCex
PabOTHMKOB COrNACHO AEMCTBYIOLLEro 3aKOHO4ATeIbCTBA yCTaHOBneHa He meHee 28
KaNeH4apHbIX AHEeN.

5. MOOLLPEHWA 3A YCMNEXW B PABOTE

5.1. 3a BbicOKONPOdECCMOHaNbHOE BbIMONHEHWE TPYAOBbIX OBA3aHHOCTEI,
MNOBbILIEHWE NPOU3BOAMUTENILHOCTU TPYAd, NPOAO/IKMTENbHYIO M 6Ge3ynpeuHyo
paboty u aApyrve ycnexu B TPyAe MPUMEHAIOTCA CAedyloLme Mepbl MOOLLPEHNUs
paboTHUKOB YupexaeHus:

- 0bbaBneHue 6naroaapHoOCTyH;

- BblAa4ya Nnpemuu;

- HarpaxgeHue ueHHbIm HOAapKOM
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MoowpeHns 06bABAAIOTCA NPUKA3OM, AOBOAATCA A0 CBEAEHUA KOMNEKTUBA U
3aHOCATCA B TPYA0BYIO KHUXKKY paboTHUKa.

6. OTBETCTBEHHOCTb 3A HAPYWEHWE TPYA0BOW ANCLUM/TNHBI

6.1. 3a HapyweHue TPYAOBOW AMUCUMN/INHBI AAMWHUCTPALUMUA NPUMEHSAET
cneaylowme ANCUMNANHAPHbIE B3bICKAHUA:

- 3amMeyaHue;

- BLITOBOP;

- YBO/IbHEHMUE.

YBO/IbHEHUE MOXET 6biTb MPUMEHEHO 33 CMCTEMATMYECKOe HEWUCMOHEeHUe
paboTHUKOM 6e3 yBaKWUTE/IbHbIX NPUYMH OBA3AHHOCTEM, BO3NOMKEHHBIX Ha HEro
TPYAOBLIM AOrOBOPOM M MpaBuiiaMn BHYTPEHHEro TPYAOBOTO PacnopaAKa, ecim K
PaboTHMKY paHee NPUMEHANUCL Mepbl AUCLMMIMHAPHOTO B3bICKAHUA, 33 nporyn (8
TOM 4uC/ie 3a OTCYTCTBME HA paboTe 6onee 4-x 4acos B TeyeHUe pabouero aHA) 6es
YBa)KUTE/IbHbIX MPUYMH, 32 NosBAeHMEe Ha paboTe B HETPE3BOM COCTOAHWUU UAU B
COCTOAHWUM HAPKOTMHYECKOrO UK TOKCMYECKOTO ONbAHEHMA, @ TaKXKe 3a COBepLUEHMe
no mecty paboTbl XxWlWeHUA (B TOM 4YMC/IE MENKOro) rocyAapCTBEHHOrO MM
ObLWECTBEHHOTO WMMYLLECTBA, YCTAaHOBAEHHOTO BCTYNUBLIMM B 3aKOHHYI0 Ccuny
NpUroBopom Cyaa Uau NOCTAHOB/IEHUEM OPraHa, B KOMNETEHLUIO KOTOPOrO BXOAMUT
HaNOXeHne aAMUHUCTPATMBHOIO B3bICKAHUA UM NPUMEHEHUA Mep OBLLEeCTBEHHOTO
BO3AEUCTBUA.

6.2. [OucuunnuHapHble  B3bICKAHUA  MPUMEHAIOTCA PaboTtopatenem.
PaboTosaTenb MMeeT MpaBO BMECTO HANOMKEHWA AMCLMNAMHAPHOTO B3bICKAHUA
nepesAatb BOMPOC O HAPYWEHWM TPYAOBOW AMCLUMNAMHBI Ha pPaccMOTpeHue
TPYAOBOro KONNEKTUBA. _

6.3. [lo HanOXeHUA B3bICKAHWA OT HapyWMUTens TPYAOBOW AWUCUMMNAMHBI
AO/MKHbI ObITb 3aTpeboBaHbl 06bACHEHMA. OTKa3 pabOTHUKA AaTb OGBACHEHUA He
MOXET CNYXUTb MPEnATCTBUEM A/1A NPUMEHEHUA B3bICKaHUA. [AMCUMNAMHAPHbIe
B3bICKAHWUA NPUMEHAIOTCA HENOCPeACTBEHHO 33 OBHAPY)KEHMEM MPOCTYNKa, HO He
nosaHee OAHOrO MecAua CO AHA ero obHapyXeHus, He CYMTaA BpeMeHun 6onesHu
uan npebbiBaHUA paboTHUKA B OTMyCcKe. B3biCKaHME He MOXeT 6biTb HaZ0MKEeHO
nosaHee WeCTM mecAueB CO AHA COBEPLEHMA NPOCTYNKa, a Mo pe3yabTatam
PEBU3NUM MM NPOBEPKU PUHAHCOBO-XO3ANCTBEHHOU AEATENBHOCTUM — He No3gHee
ABYX NI€T CO AHA €ro CoBepleHUA. B yKasaHHble CPOKM He BK/IIOYAETCA Bpems
NPOU3BOACTBA NO YrON0BHOMY Aeny.

6.4. 3a Kaxxaoe HapyleHue TPYAOBOM AUCLMUNANHBI MOXKET BbiTb HANIOKEHO
TONbKO OAHO AMUCUMNNMHAPHOE B3biCKaHME. [pU HANOKEHUM ANCUMNANHAPHOTO
B3bICKAHMA  AO/DKHbI  Y4MTbIBATLCA  TAXKECTb  COBEPLIEHHOTO  MPOCTYMKa,
0DCTOATENbCTBA, MPU  KOTOPbIX OH COBEpLUEH, MNpeAlWecTsylowan pabota w
noseaeHue paboTHuKa.



6.5. MNpuKkas o0 nNpUMeHeHUU AUCLUMNIMHAPHOTO B3bICKAHUA C yK3a3aHuem
MOTUBOB ero npumeHeHuna obvasnsetca (coobuwaerca) paboTHUKY, noaBeprHyTOMY
B3bICKaHUIO MO, PAacNUCKy B TPEXAHEBHbIN CPOK.

6.6. EC/iv B TeYeHue roga co AHA NPUMEHEHUA ANCUMNIMHAPHOIO B3bICKAHMA
paboTHMK He 6GyaeT NoABEPrHYyT HOBOMY AMCUMAMANMHAPHOMY B3bICKAHHUIO, TO OH
CYATaeTCA He MNOABEpPriIMMCA AUCLUMNAMHAPHOMY B3bICKAaHUIO. [AUCUMNAUHAPHOE
B3bICKaHME MOXeT ObiTb CHATO AAMWMHUCTPALMENd NO CBOEW WMHUUMATMBE, NO
X0AaTalCTBy HENnocpeaCcTBEHHOrO PYKOBOAUTENA AW TPYAOBOrO KOMNEKTUBA, eCAu
NOABEPrHYTbIA ANCUMNAMHAPHOMY B3bICKAHMIO HE COBEpLIMA HOBOTO NPOCTYNKa M
npossun ceba Kak pobpocosecTHbii paboTHMK. B TeuyeHue cpoka [JeicTsuA
AUCUUNANHAPHOTO B3bICKAHUA Mepbl MOOLLPEHUA, YKa3aHHbie B HACTOALLMX
Mpasunax, K paboTHMKY He NPUMEHAIOTCA.

6.7. C npaBunamm BHYTPEHHEro pacnopaAka AO0/KHbl BbiTb 03HAKOM/IEHbI
BCe paboTHMKM YupexaeHua, KoTopble 06s3aHbl B CBOe MOBceAHEBHOMN paboTe
cobnoaaTh NOPAAOK YCTAHOBAGHHbIN MPaBuaamm.

C npaBuiamu BHyTpeHHero TpyA0BOro pacnopsaaka A3bikoBoM WwKonbl «English
Academy» 03HaKomeH(a):
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