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INIPABHUIA
BHYTpPEHHEro TPYA0BOIro pacnopsijika A8 paboTHHKOB
Yupexnenuss <K AHCTHTYT HOBBIX TEXHOJIOTHI»
r. Mockaa

Hacrosiimue [lpaBuna onpenensioT BHYTPEHHWH TPYIOBOH pacropsiiok
YVupexnenuss «HCTUTYT HOBBIX TexHosoruii»" (manee — MHCTHTYT), mopsiaok
MpHeMa W YBOJIbHEHHMsI paOOTHHKOB, OCHOBHbIE O0S3aHHOCTH PpabOTHHKOB H
aJIMMHUCTPALMK, peXuM  paboyero BpEeMEHH W €ro HMCIOJb30BaHHe, a TaKKe
Mephl TIOOIIPEHHs] 3a YCIexH B padoTe W OTBETCTBEHHOCTh 33 HapyLIeHHE
TPYAOBOHN TUCLIUIUIMHBI.

1. OBIIUE MTOJIOKEHUSA
1.1. B coorBerctBuu ¢ Koncruryuueir Poccuiickoil ®Penepalnu KaxJIbldi HMeeT
MpaBo Ha TPYJ, KOTOPBIH OH CBOOOJHO BBIOMpAeT MM HA KOTOPBIH CBOOOJIHO
COrJIaIaeTcsl, MPaBo PacloPsKATHCS CBOUMH CITOCOOHOCTAMHM K TpY/ly, BBIOMPATh
npodeccuIo ¥ PO 3aHSTHH, a TakKe NMPaBo Ha 3allMTy OT 0e3padOTHILbI.
1.2. Hacrosume [lpaBuna BHYTpeHHEro TPYAOBOIO pacropsika (nanee —
[IpaBuna)  SBJIAKOTCA ~ OCHOBHBIM  JIOKAJbHBIM ~ HOPMaTHBHBIM  aKTOM,
perJaMeHTHPYIOIMM TPYIOBOH PAcIopsiiok (TpaBuia MOBECHHS PabOTHHKOB,
KaK B [Mpolecce TpyAa, Tak M B HHbIE IEPHOJIBI BPEMEHH HA TEPPUTOPUM
Uucturyra). B orHomenun pabotHukoB Mucturyra Hacrosiuee Ilpasuio
SBJSIETCS TaKKe NPaBUJIAMH BHYTPEHHEro pacropsika OpraHu3auv (o CMbICITY
cratbu 189 Tpymosoro koxaekca Poccuiickoit ®Denepauuu), onpejelss Mopsanok
npueMa Ha paboTy ¥ YBOJIbHEHHS pPabOTHUKOB, CTAarTyC CTOPOH TpPYJA0OBOIO
JIOrOBOPA, PEXHUM OT/bIXa, NMPUMEHsAEeMble K pabOTHMKAM Mepbl MOOIUPEHHUS H
B3BICKAHMS, a TAK)KE WHBIE BOTIPOCH] TPY10BBIX OTHOIIEHHUH.
1.3. K uncny pa6oTHrkoB MHCTHTYTa, Ha KOTOPBIX PacrpoCTpaHseTcst AefcTBHE
HacTosMX [IpaBua oTHOCATCS Bee KaTeropuu v, pabotaromux B MHcTHTYTa 1O
TPYZ0BOMY JOTOBOPY.
1.4. Anmunucrtpanus MHCTHTYTa B JMIle JUPEKTOpa BBICTYNAeT B Ka4deCTBE
paGoTojaresisi BO B3aMMOOTHOIIEHHSAX ¢ pabOTHUKAMH.
1.5. TpynoBasi fesiTeIbHOCTh pabOTHUKOB MIHCTHTYTa Hanpap/eHa Ha JOCTHIKEHHE
yCTABHBIX 1eJiell M peanu3alidio 3ajad, 3aKpervieHHbX B Ycrase HMHcTHTyTA.
[IpaBa M 0OA3aHHOCTH PAOOTHUKOB M aJAMMHHCTpaUMK MHCTHTYyTa B paMKax



OCYIIECTBICHUS UMK BH/IOB AESTEJbHOCTH ONpe/ie]IeHbl HOPMATUBHBIMH aKTaMH O
Tpyae, YcraBoM MHcTuTyTa, HactosmuMmu IIpaBunamMu W MHBIMH JIOKaJbHBIMH
HOPMAaTUBHBIMHU aKTaMH.

1.6. Tpymoas muCUMIUIMHA oOecrieyrBaeTcs aIMHHHUCTpALUed co3laHueM
HeOOXOUMBIX OPraHM3alMOHHBIX M YKOHOMHUYECKHX YCJIIOBUH I HOpMAallbHOW
BBICOKOIIPOM3BOIUTE/ILHOW  pabOThl, CO3HATENILHOIO BBINOJHEHHS TPYIOBBIX
00s13aHHOCTEH MeTOoJaMu yOEKIEeHHUsl, BOCIHUTAHMA, a TaKXKe IOOIIPEHUIMH 3a
N100pOCOBECTHBIHM Tpya U obyueHue. K HapylmInTe M AMCLMIUIMHBI IPUMEHSIETCS
JUCIUIIMHAPHBIE B3bICKAHUS.

1.7. Bompocsl, cBA3aHHbIe ¢ TpuMeHeHHeM [lpaBui, pelaroTcs aIMUHUCTpaALKUeH
MHCTUTYTa CaMOCTOSITEIBHO B MpefieNiaX MpeJoCTaBIEHHbIX €M MMpaBOMOYHH, a B
clay4asx, M[PEeIYyCMOTPEHHBIX AEHCTBYIOIIMM 3aKOHONATENLCTBOM Poccuickon
denepanny W MpaBUiaMH BHYTPEHHEro TPYyJ0BOr0 pacropsjika, COBMECTHO HWIIH
TI0 COIJIACOBAHMIO ¢ JIEHCTBYIOMIUMH ITPEICTaBUTEIbHBIMHU OpraHaMy pPabOTHHKOB.
1.8. TpaBuia, a Tak)Ke BCe W3MEHEHHs M JIONOJHEHHS K HUM TNPHHHMAIOTCA
pacIIMpeHHbIM CcOoOpaHHeM y4penuTelel, ¢ NpUBIEYEHHEM IIpeCTaBUTEICH
JApYrux Karteropuii pabotHukoB MHCTHTyTa W BBOAATCS B JEHCTBHE MPHKA30M
JIUPEKTOpA.

1.9. Hacrosmme npaBuia eIuHbl M 00A3aTeNbHBI Ui BCEX CTPYKTYPHBIX
nojpas/ie/eHuH, BXOAAIMX B cocTaB MHCTUTYTA.

1.10. TlpaBuna posoasTcss B MHCTUTYTe 10 BCEOOLIEro CBEACHUS. PaGotHukH B
o0si3aTesIbHOM Topsike (M0 PacIHCKY) AOJIKHBI OBITh 03HAKOMJIEHBI C TEKCTOM
Hactosuux [Ipasui.

2. TIOPSIIOK IMTPUEMA, NEPEBOJA YU YBOJIBHEHU S PABOTHUKOB
NHCTUTYTA.

2.1. 3akJiloueHHe TPYJA0BOIo A10roBopa.

2.1.1. TIlpuem Ha pabory B MHCTUTYT ™pPOM3BOAMTCA Ha  OCHOBaHHH

3aKJIIOYEHHOr0 TPYIOBOrO JIOroBopa. Y CJIOBUS TPYJIOBOr0O A0T0BOPa HE JOJIKHbI

YXy/[LIaTh TIOJIOKEHHUs. pabOTHHKA B COOTBETCTBHM C TpylOBBIM KOJEKCOM

Poccuiickoit ®enepanuy, 3aKOHAMH M HWHBIMM HOPMAaTHBHBIMH TIPaBOBBIMU

aKTaMHu.

2.1.2. Ilpu  mpueme Ha paGoTy B MHCTUTYT anaMHHMCTpauus —oOsi3zaHa

notpeboBaTh OT MOCTYIAIOIIETO:

- NPeJIOCTaBJEHUs TPYAOBOH KHHXKH O(OPMIEHHOH, B yCTaHOBJIECHHOM
nopsake; a Juii pabOTHUKOB IO BHEIIHEMY COBMECTHUTEIBCTBY - IOKYMEHT
[O/ITBEPIKIAIONINNA OCHOBHOE MeCTO paboThl (3aBEPEHHYIO KOIHIO TPYIOBOH
KHMKKM MJIM CIIPABKY 110 MecTy TpeOoBaHus).

- IPeIBSBICHHUS [1aCTIOPTa, Y/I0CTOBEPSIOLIErO JINYHOCTS,

- CTPaxoBO€E CBHUAETEIBCTBO IN'OCY1apCTBEHHOTO IEHCHOHHOIO CTPAXOBAHHS;

- JUIJIOMa WM MHOrO JOKYMEHTa O [OJy4YeHHOM 00pa3soBaHWHM HIH
TOKyMEHTa TTOATBEPIKJAIOIIET0 CHelHalbHOCT UM KBaTH(HKALINIO;

- IOKYMEHTbI BOMHCKOTO y4eTa — [UIsi BOGHHOOOSN3aHHbIX U ML, MOANEKAIINX
MPU3bIBY Ha BOMHCKYIO CITyXkOY;

I[Ipuem Ha paboTy 6e3 yKasaHHBIX JIOKyMEHTOB HE IPOU3BOIMTCS.



2.1.3. Ilpu 3axiro4eHUH TPYAOBOrO JOroBOpa BIIEPBBIE TPYyJOBas KHMIXKA H
CTPaxoBO€ CBHIETEJLCTBO  IOCYJAPCTBEHHOTO  TEHCHOHHOIO — CTpaxoBaHMs
ohopmusiercs MHcTHTyTOM H 3a cueT cpeacts MucrutyTa.

2.1.4. B uensx Gosiee TMOJHOHW OLEHKH MPOGECCHOHAIBHBIX U JEJIOBBIX KaueCTB
NpUHUMAeMoro Ha paboTy paboTHuMka aamuHMcTpauus MucTuTyTa MOXKeT
MPe/UIOKUTL €MY IPEICTABUTE KPATKYIO THCBMEHHYIO XapaKTepPUCTHKY (pe3toMe)
BBITIOJIHAEMON paHee paboThl, yMEHHe MONb30BAThCS OPITEXHUKOH, paboTarh Ha
KOMITBIOTEPE U T.[.

2.1.5. Ilpuem Ha paboty B MHCTUTYT ocCyllecTBIsfETCS, Kak MpaBHIO, C
MPOXOK/IEHUEM HCIBITAHUS , KOTOPOE MOMKET MPOJOJKHTENBHOCTBIO OT 1 10 6
MecsLeB WK 6e3 Hero 1o JOroBOPeHHOCTH paboTHUKA U padoToaaTEIs.

2.1.6. Ilpuem Ha paboTy oOQopMIseTcs NpPHKa3oM, KOTOPBIA 0O0bsABISETCS
pabOTHUKY MOJ PACIIMCKY.

2.1.7. ®akTHYECKHM JIOMYCKOM K paboTe CYMTAETCA 3aKIIOYEHHE TPYyAOBOro
JOTOBOpa, HE3aBUCMMO OT TOro, ObLI JH TpHeM Ha paboTy ohopMmIeH
HaJIeKalmM o0pa3om.

2.1.8. Tlpu noctyruiennu paGoTHMKa Ha paboTy WIH TepeBoje €ero B
YCTaHOBIEHHOM MOPSIKe Ha APYTYIO paboTy aAMUHUCTpALKs 00s3aHa:

- 03HAKOMHTBH €ro ¢ TOpYyYeHHO! paboToi, yCIOBHAMM M OIUIATOM TpyZHa,
pa3bACHUTH PabOTHUKY €ro npasa U 00s13aHHOCTH;

- 03HaKOMMTB C TIPaBUJIaMH BHYTPEHHErO TPYAOBOIO pacrnopsika;

- MpOBECTH HMHCTPYKTX 110 TEXHHKE 0€30MacHOCTH, MPOTHBOIOXAPHOH
OXpaHe M JPYruM [paBuiIaM OXPaHbl Tpyja, U 00 00A3aHHOCTH IO COXPAHEHHIO
CBeJICHMI, COCTABISIONINX KOMMEPYECKYIO HIM CTykeOHyio TaiiHy IHCTHTYTa M
OTBETCTBEHHOCTH 3a €€ pas3rjalleHHe WIIK Tepeaaydy ApyruM JIMLaMm.

2.2.IlpexkpaleHHs TPYA0BOro 10ropopa.

2.2.1. TlpekpalieHnHe TpPyJOBOrO J0OTroBOpa MOXKET HUMEThb MECTO TOJBKO TIO
OCHOBAHMSIM, MPEIYCMOTPEHHBIM TPY/IOBBIM 3aKOHOAATEJILCTBOM.

2.2.2. PaGoTHHK MMeeT MpaBo PacTOPrHyTh TPYAOBOH JIOrOBOp, 3aK/IOUEHHBIH Ha
HeompeIe/IeHHbIH CPOK MPeIyNpeuB 00 3TO aIMMHUCTPALIMIO 33 IBE HEAL/IH.
2.2.3. [lo uCTeYeHUH YKA3aHHOTO CpOKa MpeXyNpexaeHus 00  yBOIbHEHUH,
pabOTHUK BIpaBe MpeKpaTHTh paboTy, a aJMHHMCTpalus 00si3aHa BbIIATh €My
TPY/JOBYIO KHHKKY ¥ ITPOU3BECTH C HUM pacyer.

2.2.4. TIo ZOrOBOPEHHOCTH MEXIy pabOTHUKOM M aIMHHMCTpaLed TpyJOBOH
JIOFOBOP MOKET BBITh PACTOPIHYT B CPOK, O KOTOPOM MPOCUT PAOOTHHUK.

2.2.5. CpouHblil TPYAOBOH JOrOBOp IMOMIEKUT PACTOPKEHHUIO JOCPOIHO 110
TpeGoBanuio paboOTHMKA B Clydae ero OOJe3HM WM MHBAJIMIHOCTH,
MPEnsATCTBYIOUIMX  BBIIOJIHEHHIO  paboThl MO J0roBOpy, — HapylIeHHA
aJIMHHHCTpALMEl 3aKOHOIaTeIbCTBA O TPYE, TPYAOBOrO J0roBopa U IO NPYTHM
YBAXKUTENbHBIM ~ TIPUYHHAM  TIPEIyCMOTPEHHBIM  JICHCTBYIOLIMM  TPYAOBBIM
3aKOHOJIATEILCTBOM.

2.2.6. IlpexpalieHue TpPyA0BOTO Jorosopa odopmigercs MpUKa3oM 110
Unctutyty. B neHb yBOIbHEHUs aIMHHUCTpaLUs 00s3aHa BBIIATH pabOTHHUKY €ro



TPYIOBYIO KHUKKY C BHECEHHOH B Hee 3alMChi0 00 YBOJBHEHMH U IPOM3BECTH
C HAUM OKOHYATEeJIbHBIN pacyer.

2.2.7. 3anucu 0 TNpUYMHAX YBOJIbHEHHUS B TPYAOBYIO KHHIKKY  JTOJDKHBI
IPOM3BOJUTCA B TOYHOM COOTBETCTBHM C  (DOPMYJMPOBKOHM AEHCTBYIOIIETO
3aKOHO/IaTeJIbCTBA M CO CCBUIKOM Ha COOTBETCTBYIOLIYIO CTaThiO, MYHKT 3aKOHA.
JIHeM YBOJIbHEHHS CUMTAECTCS TTOCIEHUH 1eHb pabOThL.

3. OCHOBHBIE IPHMHIHIIBI OPITAHU3AIINHU
TPYAOBOI'OU AESATEJBHOCTH B MHCTUTYTE

3.1. Tpynmosas jaesTenbHOCTh B MHCTUTyTe OpraHusyercss W OCYLIECTBIIACTCS
MCXO/S U3 CIeAYIOLIMX IIPUHLIAIIOB:
- 3aKOHHOCTH;
- 00s3aTeBPHOCTH Ul BCEX COTPYAHHUKOB PpELIEHHWH BBILICCTOSLINX OpPraHoB
WuctuTyTa B Mpefiesax uX KOMIIETeHIINH;
- MOJAKOHTPOJBHOCTH ¥ TIOJOTYETHOCTH JEATEIbHOCTH COTPYIHHKOB U
a[MUHHCTPALIMK, MX OTBETCTBEHHOCTH 32 HEMCIIOJHEHHE JIM00 HEeHaIeKallee
UCIIOJIHEHUE 00s13aHHOCTEN,;

PaBHOTO JIOCTYNa K 3aHATHIO BaKaHTHBIX JOJKHOCTEH B COOTBETCTBHH CO
CrIocOGHOCTAMU U ITPOQeCcCHOHANTBHOH MOATOTOBKOM KakKA0T0;
- COIMATLHOMN 3alIMIEHHOCTH COTPYAHUKOB MHCTUTYTA;
- CTaOMJIBHOCTH KaJIpOB.
3.2. TpynoBas [esTeNbHOCTh COTPYAHUKOB MHCTUTYTA peryiupyercs TpynoBeIM
KonekxcoMm Poccuiickoii ®Meneparuu, YcraBom MHCTHTYTa, @ TakKe BHYTPEHHUMH
HOPMATHUBHBIMHU JIOKYMEHTAMM.
3.3. AMHMHHCTpauusi U paboTHukM MHCTHTyTa B Ka4yeCTBE MNPHHLHMIOB CBOHX
B3aMMOOTHOIIIEHHH UCXOIAT U3 TOTOBHOCTH IEpCOHAIA!

- MOHMMATh cTosAlHMe nepeal MHCTUTYTOM 3a/a4d KaK CTpaTeruyecKoro, Tak u
TEKYILEro Xapakrepa,

- 4yBCTBOBATh CBOIO IPHHA/IEKHOCTD K fenam MHeTHTyTa;

- CBA3BIBATD IMUHbIE HHTEPECHI ¢ HHTepecaMu MHCTHTYTa;

- TOJHOCTHK Ppas3feNiaTh M TMOJJIEPKHBATH BbIABMIAEMBbIC UHcTHTyTOM
LIEHHOCTH U KOPIOPATUBHbIE HHTEPECHI;

- NPUHAMATh OTBETCTBEHHOCTh M PUCK 3a jena MHCTHTYTa, SKOHOMHUYECKHE
pe3yJIbTAThI €ro AeATeIbHOCTH, YCTIeX ¥ HeYIauH.
3.4. TIpenycmotpenHble 1. 3.3 HacToswero IlonoxeHns NMPUHLANBL UMCIOT U
repcoHaja HPAaBCTBEHHOE 3HAYEHHE U TOJBKO B CllydasX, MPSMO yKa3aHHbBIX B
HacToseM [1oI0KeHHH, - FOpUINYECKH 00A3aTeNIbHBI ISl IepCoHaa.
3.5. Anmunaucrpaurs MHCTUTYTa BIpaBe HE NMPUHAMATh HE OJIarONpHATHBIX JUIS
MmepcoHala Mep W PpelleHWH, OCYLIECTBICHHE KOTOPBIX 3aBHCHT COMVIACHO
HactosieMy [10J0KEHHIO OT BCTPEYHOrO MCIIOIHEHUs MEPCOHAIOM MPHHIIMIIOB,
yKa3aHHbIX B I1. 3.3.

4. OCHOBHBIE ITPABA U OBSI3AHHOCTHU PABOTHUKOB
4.1. Pabotauku MHCTUTYTA TOJKHbI:
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- 1I00pOCOBECTHO BBINONIHATE CBOM TPYJIOBBIe 00S3aHHOCTH, COOJIIONATE
TPYAOBYK JUCUMIUIMHY, CBOEBPEMEHHO M TOYHO WCIIOJIHATE PaCTIOPSIKEHHUS
aIMUHUCTPALIMM M HETNOCPEJICTBEHHOTO pPYKOBOJWTENSI, HCIOJIb30BaTh  BCE
pabouee BpeMst IIsl IPOU3BOAUTEIIBHOTO TPYa;

- KaYeCTBEHHO M B CPOK BbINOJIHATH ITPOU3BOJACTBEHHBIE 3aJaHUs H
Nopy4eHus, paboTaTh Ha/l MOBBIILIEHHEM CBOEr0 MPOpeCCHOHAILHOTO YPOBHS;

- MOJAEPXKHBaTh YUCTOTY M TOPAAOK Ha cBoeM paboyeMm MecTe, B
CIyxeOHBIX M JPYrHX MOMEILEHHUsAX, COOJIONaTh YCTAHOBJIEHHBIH MOPSIOK
XpaHeHHUs] JOKYMEHTOB M MaTepUaIbHbIX LIEHHOCTEH;

- 3 peKTUBHO HCMONB30BaTh MEPCOHATbHBIE KOMIIBIOTEPBl, OPITEXHUKY U
npyroe obopyaoBaHHe, SKOHOMHO U palMOHATBHO PacXoJ0BaTh MaTepuaibl H
3HEPruIo, Ipyrue MatepHuaibHble PECYpChI;

- coOmoath HOPMBI, MpaBMJIa W HHCTPYKUMHM 110  OXpaHe  TpyAaa,
npaBuia IPOTUBONOXKAPHOH G€301acHOCTH;

- He HCINOJB30BaTh JUIS BBICTYIUIGHMH M myOnMkauuii B cpeacTsBax
MaccoBod  uHbopmanuu, kak B Poccuum Tak u 3a pyOexom, cBeaeHUH,
MOJYYEHHBIX B CHJTY CIyKeOHOTO IIO0JI0XKEHHS, OMNPEAECICHHBIX CIeLHalbHbIMH
JIOKyMEHTaMH UHcTuTyTa, KaK KomMMepueckast (ciyxebHas) TaifHa
pacrpocTpaHeHue KOTOpoil MoxkeT HaHecTH Bpead MHcTuTyTy wMiam  ero
pabOTHHUKaM.

4.2. Kpyr o0si3aHHOCTEH, KOTOpBIE BBITMIONHAET KaXIbl pabOTHHUK IO CBOEH
CMEUATbHOCTH,  KBaJW(UKALMK,  JIOJDKHOCTH,  OIpEAeNseTCcss TpPYyJAOBBIM
JIOTOBOPOM H JIOJPKHOCTHON MHCTPYKLIMEH.

4.3. Jlns BBIMOJHEHUS TPY/JIOBBIX OOS3aHHOCTEH, CBA3aHHBIX C MCIIOJIb30BaHUEM
pa3IMYHBIX ~ TEXHUYECKHX  CpelCTB  (KoMmmbioTep,  (oroanmaparypa M
NpUCIIOCOOJIEHUsT K Hel, AUKTO(GOH, HOYTOYK, MOOMJIBHBIA TeneoH U 1p.),
afMUHUCTpaIust MIHCTUTYTa MOXKeT MpPeIoCTaBIsATh TaKHe TEXHHYECKHE CpelCTBa
COTPYIHHUKY TYTEM Tepeaaur uxX B paclopsiKeHUe MOCTIETHETO.

PaboOTHHK, TMOJYYHBIIMA B CBO€ pacHOpsYKEHHE OT aJMUHHUCTpALHK
WHCTUTYTa yKa3aHHBIE BBIIIE TEXHMYECKHE CpEJCTBA, HEOOXOAMMBIE Ul €ro
npodecCHOHAIBHOM JeATeTbHOCTH, HECET 38 HUX MaTepHaIbHYI0 OTBETCTBEHHOCTD
B COOTBETCTBHM C JI€HCTBYIOIUMM 3aKOHOAATENbCTBOM, IIPUHMMAeT BCe
HEeOOXOIUMBIE MEPBI 10 KX COXPAaHHOCTH U OepexHOMY OOpallleHHIO U JIOKEH 110
nepBoMy TpeOOBaHHIO aAMUHUCTpalMK MHCTUTYTa BEPHYTh UX MOCIIEIHEMY.

4.4. PabotHuk MHCcTUTYTA MMEeT TpaBo:

- TpeboBaTh TpPH 3aKJIIOYEHWH TPYAOBOrO OOroBOpa IHUCbMEHHOIO
oopMIIeHHs] TOJDKHOCTHOM MHCTPYKLIMHM, COJEpXkaHus M 00beMa CBOMX
NO/DKHOCTHBIX ~ 00si3aHHOCTEH U ofecredeHUs OpraHMU3allMOHHO-TEXHHYECKUX
YCJIOBUH AL MX UCTIOTHEHMUS;

- TpWHAMATh pelleHHs WIM Yy4YacTBOBaTb B HX IOAIOTOBKE B
COOTBETCTBHHM C JIOJDKHOCTHBIMH OOSI3aHHOCTSIMM, @ B ClIy4ae HeoOXOAMMOCTH
HanpsMyo oOpalaTees K pykosoactBy MHcTHTYTa;

- obpamarbes ¢ MPEUIOKEHUSAMH M 3aMEYaHHUSMHU HEMOCPEJCTBEHHO K
PYKOBOJCTBY nojpasjeneHus uiu Mucturyra,



- 3anpamMBaTh M [OJy4aTh B YCTAHOBJICHHOM  TOpsIKe  OT
HETOCPEICTBEHHBIX PYKOBOAMTENEeH M 00ecneunBalomuX CiIyK0 HeoOX0oauMble
JUTSL UCTIOJTHEH WS JOJDKHOCTHBIX 00513aHHOCTEH HHGMOPMAIIHIO U MaTepHallbl;

- Ha TpOABM)KEHHE IO cIyk0Oe, yBelIHYEeHHE pasMepa JIEHEKHOIro
COZepXKaHUs C yUeTOM pe3yJIbTaTOB paboThl U YPOBHS KBaTH(HUKALIUY;

- Ha [MOJIyYyeHHE MaTepUaJbHONW IOMOIIM Ha YCIOBUSIX M B TMOPSJIKE,
yCTaHOBJIEHHOM B MIHCTHTYTE;

- Ha YBOJIbHEHHE M0 COOCTBEHHOMY JKE€JIaHHWI0, a TakXke 10 JIPYruM
OCHOBAHHUSAM, IIPEAYCMOTPEHHBIM TPYI0BbIM 3aKOHOATEILCTBOM;

- BBIXO/1a Ha MEHCHIO 110 J0CTHKEHU U [TEHCHOHHOTO BO3pacTa.

5. OCHOBHBIE OBA3AHHOCTHU AIMUHUCTPALIUA
5.1. B KkayecTBe aJIMHUHUCTPALMM MOXET BBICTYNAThb COTPYJAHHMK TaKHX
CTPYKTYPHBIX MOJApa3[eNeHnu, KaKk agMHHUCTpAaTHBHAs TpyMnna, OTIe] KaaposB,
TUPEKLUs WK OyXTanTepus.
AnmMuHUCTpalus obs3aHa:

- co0oAaTh 3aKOHOIaTENLCTBO O TPY/E;

- TpaBUJIBHO OPTraHM30BaTh TPyA paOOTHHUKOB Ha 3aKpEIUICHHBIX 3a HHUMHU
pabouuMH  MecTaMH, OO0ecreuydB HeOoOXOOUMBIMHU IPHHAAIEKHOCTIMH H
OpPTTeXHUKOHM, co3maBas  3/I0poBble M 0Oe3omacHble  YCIOBUS  Tpy[a,
COOTBETCTBYIOIIME TMpaBHJIaM [0 OXpaHe Tpyda (TexHuKe Oe30MmacHOCTH,
CaHUTApPHBIM HOPMaM, ITPOTHUBOINOKAPHBIM ITpaBUIIaM);

- obecrneuynBaTh CTPOTOE COONIONEHUE TPYNOBOH JMCLMIUIMHBI, HPHMEHSTh
MepbI BO3IEHCTBHS K HAPYLIUTENSIM TPYA0BON AUCLUILIMHBL;

- co0JII0JIaTh OrOBOPEHHbIE B TPY/J0BOM JOrOBOpPE YCIIOBHs OIUIAThl TPY/a,
BbIJIaBaTh 3apabOTHYIO IUIaTy B YCTAHOBIIEHHBIE CPOKH;

- crmocoOCTBOBaTh pabOTHUKAM B IOBBIMIEHHH UMH CBOEH KBaJU(HKalMH,
COBEpILIEHCTBOBAHUH NMPO(HECCHOHAIBHBIX HABBIKOB;

5.2. AIMMHHUCTpAIIMsS. OCYIIECTBJIsASI CBOM OOS3aHHOCTH CTPEMHUTCS K CO3LaHUIO
BBICOKOTIPO(ECCHOHAIBHOIO  paboTOCTIOCOOHOrO  KOJJIEKTHBA,  Pa3sBUTHIO
KOPITOPATUBHBIX OTHOLLIEHWH - cpeld pabOTHHUKOB HX 3aMHTEPECOBAHHOCTH B
pa3BUTHUU U YKperuleHHH JaesrenbHocTd MucTuryTa.

5.3 AIMHUHUCTpALKs BIIpaBe:

- TpebOBaTh OT COTPYIHUKOB MHCTUTYTA BBIMOJHEHUS UMU 0053aTENbCTB,
B3ATBIX Ha ce0f COrNlacHO TPYAOBOMY JOTOBOPY M IPeIyCMOTPEHHBIX
JOJDKHOCTHOW MHCTPYKLHEH;

- TpeboBaTh OT cOTpyAHUKOB WMHcTUTyTa COOMIOEHUST TpPYAOBOM
JIMCLMIIMHEI, peXuma paboyero BpeMeHHM M OTAbIXa, HAJIEKAILEro UCIIOTHEHHUs
COTPYJHHKAMH CBOMX TpPYAOBBIX 0O0si3aHHOCTeH M  COOJIOAEHHS  HODPM,
YCTaHOBJIEHHBIX HacTosuMu [ IpaBuinamu;

- TpeboBaTh OT COTPyAHMKA HEMEIJEHHOIO BO3BpaTa BbIJAHHBIX €My s
BBITTOJIHEHUS NPOPECCHOHATBHBIX 00s3aHHOCTEH COINIacCHO TPYAOBOMY JOrOBOPY
TEXHHYECKHX CPEJICTB, yKazaHHbIX B M. 4.3 Hactosmux [IpaBui, npuHamIeKamux
WHCTUTYTY U SBJISIIOILKXCS €r0 COOCTBEHHOCTBIO.



6. PABOYEE BPEMS$I U BPEMS OT/IbIXA

6.1. B cooTBeTCTBHY ¢ IEHCTBYIOLIMM 3aKOHOAATEIBCTBOM /1Sl PAOOTHUKOB
YupekIeHHUs yCTaHaBIMBaeTCs NATUAHeBHas paboyasi Helels ¢ AByMs
BBIXO/IHBIMU JIHSIMHU (cy000Ta M BOCKpECeHbe ).
6.1.1 IlponomxuTensHOCTh paboueit Heaenu it paboTHUKOB Yupexkaenus - 40
4acoB
6.1.2. IlponomkurensHocTh paboueil Heleu Ul npenogaBatesieil — 36 4acos).
Pesxxum pabouero BpeMeHH JTHIL U3 YKC/Ia NperoaBareieil B npeaeiax 36-4acoBoi
paboueil HeJleNn OMpe/ieseTcst ¢ yUéTOM BBINOJHEHUS yueOHOMH
(npenogaBaTebCKOH) paboThl, HHAMBUYATBHOM PaboThl ¢ 00yUYaAIOIIUMHCS, a
TaK)Ke JAPYroi nesaroruyeckoi paboTel, NpeayCMOTPEHHOM 10KHOCTHBIMU
0053aHHOCTAMH, - METOJMYECKOH, IIOArOTOBUTEILHON, OPraHU3alHOHHOIA,
JIMarHOCTHYECKOM M paboThI 110 BeJICHHIO MOHUTOPUHTA. BhINnonHeHne
nearoruyeckoi paboTel OCYIIECTBISETCS KaK HEMOCPEACTBEHHO B YUPEK/IEHHH,
TaK M 3a ero mnpejejaMu.
6.1.3. JIna negaroruyeckux pabOTHUKOB HE CUUTAETCS COBMECTUTEILCTBOM U HE
Tpedyer 3akioueHus (oopmiIeHHs ) TPYAOBOTO 10roBopa nejjaroruueckas pabora
Ha YCJIOBHUSAX 1Mo4acoBO# orniaTtel B 00béMe 300 yacoB B roa. BeimonHnenue
yKa3zaHHOM paboThl 10MycKaeTcsi B OCHOBHOE paboyee BpeMsi C COriacus
PabGoronarens.
6.1.4. BpeMmsi Hayana ¥ OKOH4YaHUsl paboOThl, 00€IEHHOTO MepephIBa
YCTaHABIUBAIOTCS CJIEIYIOLIHE:

A) lnst paboTHHKOB

Hauvano pa6otst 09:00. ITepepsiB ¢14:00 mo 15:00

Oxkonuanue padots! 18:00

B) Jlns npenoaaBaTesnei

Hauano pa6ore! 9:00. ITepepsis ¢14:00 o 15:00

OxoHuaHue paboTbl: B noHeaebHUK -18:00, co BropHHKa 10 MATHUILY -

17:00.
[Tpumeuanue: Pexum yueOHOM (npenoiaBareibckoii) paboThl MOKET
peryiaMpoBaThes pacrucaHueM y4eOHBIX 3aHATHH ciywaTtened Y4yeOHoro ueHTpa
(cTpyKTypHOE nojapaszesieHue YUpeKaeHus ).
6.1.5. [lpoaomxuTeIbHOCTE pabovero AHs, HEMOCPEACTBEHHO NMPEAILECTBYIOIIETO
npa3IHUYHOMY paboyeMy JHIO, YMEHBIIAeTCs Ha O/JIMH Yac.
6.1.6. Yuét pabouero BpeMeHH Be/IeTCs OTBETCTBEHHBIM pabOTHUKOM
CTPYKTYPHOIO NMoJpa3/ieieHusl YUpeXIeHHUs Ha BCEX COCTOSIIIMX B LITATE
noapasaeneHus padboruukos. Tabens yuéra pabodero BpeMeHH pabOTHHUKOB,
NpeCTaBIseTCs OTBETCTBEHHBIM PA0OTHUKOM CTPYKTYPHOTO I0Apa3/ieieHus
CrnienmanucTy no KaJpaM He Mo3JHee MOCAeHEero Yuciaa Kaxaoro Mecsua.

6.2. PaGora B YypexJIeHUHU He TIPOU3BOAUTCA B Mpa3JHUUHbIE JHH Poccuiickoii
Denepaunu, onpeaenéHusle GeaepalbHbIM 3aKOHOAATEILCTBOM O TpyJe, 3a
UCKJIIOYEHHUEM CITy4aes, MpeyCMOTPEHHBIX TPY10BbIM 3aKOHOAATEILCTBOM.




6.2.1. PaGoTHHK, C €r0 MUCHhMEHHOTO COIIACHS, MOKET OBITh IPUBIIEUEH K pabote
B BBIXO/IHOH MM NPa3IHUYHBIN JeHb TGO B CBEPXYPOUHOE BPEMS; PH ITOM My
T0JIO’KEHA KOMIIEHCALUS B BU/IE TIOBBILIEHHON OIIATHI MJIM IIPeA0CTABICHHS
Apyroro nHs otnasixa. [lpusiedyenne paboTHHKOB K paboTe B BHIXOAHBIE U
HepabouKe NpasjHUYHble JHH 0€3 UX COTNIacHs J0IYCKAeTCs B HCKITIOUHTETbHbIX
ClIy4asx, MpeyCMOTpeHHbIX ¢TaThél 113 TK PO.
Tpynosoit koxeke P® npenycmarpusaet npeaocTapieHne Apyroro AHs OTAbIXA
WJIH JIOTIOJIHUTENIBHOTO BPEMEHH OT/IbIXA B CIIETYIOMIMX OCHOBHBIX Cydasx:
® B Ka4eCTBe KOMIICHCALMH BPEMEHH, 0TPabOTaHHOr 0 CBepXypo4Ho (cT. 152
TK PO);
* 3apaboTy B BEIXOJHOM MM HepaGouuii mpa3aHUUHBIH 1eHb (cT. 153 TK
P®);
® B Cily4ae clayu KPOBHU U ee KOMIOHEHTOB (cT. 186 TK P®d).
6.2.2. [Ipu coBnasieHUH BBIXOAHOTO M MTPa3{HUYHOTO JHE, BEIXOMHOM JeHb
MEePEHOCHUTCS Ha CIIEYIOLIMMI TTOCIIe NIPa3IHHYHOrO pabouuii JeHs.

6.3. Jlns pabOTHUKOB YUpeKIeHHUs MPeI0CTaBIISEeTCs OCHOBHOMN OIIauMBaeMBbIii
OTITYCK MPOJO/DKMTEIbHOCTEIO 28 KalleHAapHBIX aHel. J[1s negaroruaeckux
paGOTHHKOB — MPOJOIKUTEIBHOCTBIO 56 KaleHIapHBIX JHEH.
6.3.1. [IpaBo Ha KCTIONBb30BAHME OTITyCKa 3 MEPBbIH rofl paboThl NPeIOCTABIAETCS
pabOTHHKY 110 UCTEUEHHHU 6 MECSIEB ero HENPEPhIBHOM paboThl B YUpekIeHUH.
[To cornamennio Mexk 1y pabOTHUKOM M paboTOaTeNeM eKEerOaHbIH
OIUTAYHBAEMbIH OTITYyCK MOXKET OBITh pa3ies€éH Ha YacTH, OJIHA U3 KOTOPKIX HE
N0JKHA OBITh MeHee 14 kajlleHIapHBIX JHEH.
6.3.2. O4epeIHOCTD NPeNOCTaBIEHHS OMIaYUBAEMBbIX OTITYCKOB yCTaHABIHBAETCS
B cooTBeTcTBUH €O ¢T.123 TK P® u ycranasnuBaercs rpapukom otiryckos. [Tpu
NPOYMX PaBHBIX YCIOBUSX IPEUMYILECTBEHHBIM [TPAaBOM Ha MPEIOCTABIEHUE
OTIIYyCKa B JIeTHee BpeMs 00saaroT PaGoTHHKH:

® HMEIOLIHE OTPAc/IeBble, BEIOMCTBEHHbIE H FOCYIapPCTBEHHbBIE HArPaIbl;

® Marepu (OJMHOKHE OTLbI), UMEIOIINe JIeTei B Bo3pacTe 10 12 er;

® MaTepu (OIMHOKHE OTIIBI), UMEIOLIHE TPEX U 00JIee HECOBEPIIEHHOTETHHX

nerTei.

6.3.3. o cemeliHbIM 0OCTOSTENBECTBAM U APYTUM YBAXKHTEIBHBIM TPHYMHAM
pabOTHHKY 110 €ro TUCEMEHHOMY 3asABJICHHIO MOXKET ObITh IPEIOCTABIEH OTITYCK
0e3 coxpaHeHus 3apabOTHOMH MIaThl, MPOJOKUTEIBHOCTE KOTOPOTO OTpe/iesseTcs
10 COITALICHUIO MEXK/ly pabOTHUKOM M paboronaTenem. [ToMumo ciiydaes,
npeaycMmoTperHbix TK P® u unpiMu MesiepanbHBIMU 3aKOHAMH, paOOTHUKH
MMEIOT NPaBO Ha MOJIy4YeHHe OTIycKa 6e3 coXpaHeHus 3apabOTHOM IIaThl B
ciy4yae cBaabObI Aeteil pabotHuka (1 pabounii nens). B ciyuae perucrpauuu
Opaka, cBa/1b0bI AeTel, cMepTH OJIU3KUX POJICTBEHHHKOB paboTHHMKa (ab3al S
yacTu 2 ctathu 128 TK P®) nonoaHuTeIbHO NPe0CTaBNAIOTCS THU HAX0XKACHHS
B IyTH (TP HATMYUH JOKYMEHTOB, MOATBEPKIAIOIINX BpeMs HAXOKIACHUS B
nyTtH). OTrnyck odhopmisieTcst IPUKa30M JUpeKTopa Yupexk1eHus.




6.4. 3apaboTHas njara BbINIaYMBAETCS [Ba pa3a B MeCsI[: He ro3jHee 5-ro u 20-ro
YHCEJT KaX/0ro Mecsua.

7. MOOWPEHUS 3A YCIIEXHU B PABOTE

7.1. 3a  BBICOKOMPO(ECCHOHAIBHOE BBIMOJHEHHE TPYAOBBIX O0OS3aHHOCTEI,
MOBBIIICHHE TTPOU3BOANUTEIBHOCTH TPY/Aa, MPOJOKUTEIBHYI0 H Ge3ynpedHyro
paboTy M Jpyrue ycnexu B Tpyje NPUMEHSIOTCS CICAYIOLIHE MEPBI MOOIPEHHS
pabotHuKOB MHCTHTYTA:

- 00bsiBIIeHHE 0J1ar0IapHOCTH;

- Bbla4a MIPEMHH;

- HarpaKJIeH1e LIeHHBIM NOapKOM.

[Toowpenns o6BABNAIOTCS IPUKA30M, TOBOISTCS 10 CBECHHMS PabOTHUKOB.

8. OTBETCTBEHHOCTbH 3A HAPYIIEHUE TPYJIOBOM
JUCHUTIJIMHbI
8.1. 3a HapyumieHue TpyIOBOH JMCLMIUIMHBI aJMHHHUCTDPALUS [PUMEHSET
CJIeYIOLIHe TUCIMITTHHAPHBIE B3bICKAHMUS:

- 3aMeYaHue;

- BBITOBOP;

- CTPOTHii BBITOBOP;

- YBOJIbLHEHHE.

YBOJIbHEHHE MOXKET OBbITb MPUMEHEHO 3a CHCTEMAaTHYeCKOe HEHCITOTHEHUE
pabOTHUKOM 0e3 YyBaXKUTEJIbHbIX NPUYHH 00S3aHHOCTE BO3JIOKEHHBIX HA HETO
TPYIOBBIM JIOTOBOPOM U IPaBHJIaMH BHYTPEHHETO TPYAOBOIO PACIOPsI/IKA, €CJIH K
pabOTHUKY paHee TMPUMEHS/IMCh Mepbl JUCUHMIUIMHAPHOTO B3bICKAHHs, 3a
nporys (B TOM 4YHCJie 3a OTCYTCTBHME Ha pabore Oosee 4-X 4acoB B TeYEHHE
pabouero naHs) 6e3 yBaKMTENbHBIX IIPUYMH, 3a TMOsBJIeHHe Ha pabore B
HETPE3BOM COCTOSSHUM WM B COCTOSSHUM HAPKOTHYECKOTO MJIM TOKCHYECKOTO
ONbSHEHMSI, a TaKKe 3a COBEpPILUEHHE 10 MeCTy paboThl XHUIIEHHUs (B TOM YUCIIE
MEJIKOT0) roCyapCTBEHHOTO HJIM OOLIECTBEHHOTO, HMMYIIECTBA YCTAHOBJIEHHOIO
BCTYIHBILHMM B 3aKOHHYIO CHIIy [PUTOBOPOM CyJa HJIM ITOCTAHOBJIEHHEM OpraHa,
B KOMIIETEHIHIO KOTOPOT0 BXOJHT HAJOKEHHE aIMUHUCTPATHBHOTO B3BICKAHHS
WJIM TIPUMEHEHHUS Mep O01IeCTBEHHOIO BO3ACHCTBHSL.

8.2. JlucuuniauHapHble B3BICKAHUS TMPUMEHSIOTCS PYKOBOACTBOM MHcTHTyTA.
AJIMUHHUCTpALUS UMEET NPAaBO BMECTO HAJIOKEHHUS JTUCUMIUIMHAPHOTO B3bICKAHHS
rnepeaaTh BONPOC O HApyLIEHWH TPYIOBOW IUCLMIUIMHBL HA PacCMOTpPEHHE
TPYA0BOIO KOJJIEKTHBA.

8.3. Jlo HamoxeHHsl B3BICKAHUS OT HApyLIUTENIs TPYAOBOH THCLHIUIMHBI
JI0KHBI OBITE 3aTpeboBanbl 00bsiCHeHUs. OTKa3 pabOTHUKA JaTh OOBACHEHHS HE
MOJKeT CJTY’KUTh NPENsATCTBUEM JUIsi IPUMEHEHUS B3bICKAHHUSI.

JlucuuniauHapHble B3BICKAHUS — NPUMEHSIOTCS  HEINOCPeJACTBEHHO 3a
oOHapy’K€HHWEM IIPOCTYINKa, HO HEe [03Hee OJHOro Mecslla CO JHS €ero
oOHapy)KeHHUsi, He CUMTas BpeMEeHH OONe3HM uIM mpeObiBaHUs pabOTHUKA B
oTIycke. B3bickaHHe He MOXKeT ObITh HAJ0KEeHO MO3/Hee LIECTH MECSIEB CO JIHS
COBEpILIEHHUS TMPOCTYNKa, a 110 pe3yJbTaTaM  pPEeBH3UH WM IIPOBEPKH



(UHAHCOBO-XO3HCTBEHHON NEATENBHOCTH - He TO3IHee JBYX JeT CO AHS ero
coBepuieHHs. B ykazaHHbIe CPOKM He BKIIIOYAeTCS BpeMs IPOM3BOACTBA 110
YTOJIOBHOMY JIelly.
8.4. 3a Kaxj0e HapylIeHHe TPYIOBOW JMCHMIUIMHBI MOXET ObITh HAJIOXKEHO
TOJBKO OAHO AMCUUITTMHAPHOE B3biCKaHMe. [Ipu HaNOXeHWH NUCUUILTHHAPHOTO
B3BICKAHMS  JOJDKHBI ~ yYMTBIBATECH  TSXKECTh  COBEPLIEHHOTO  MPOCTYIIKA,
00CTOATENLCTBA, MNPU KOTOPBIX OH COBEPILUEH, I[PeAUIeCTBYIOWIas paboTa
noBe/ieHHe pabOTHHKA.
8.5. Ilpukas 0O TIPUMEHEHMH IUCLUIUIMHAPHOTO B3BICKAHUS C YKa3aHUEM
MOTHUBOB  €ro  NpUMEHEHUS  OOBSBISAETCS (coobmmaercs) paboOTHUKY,
MOJABEPIHYTOMY B3bICKAHHIO I1OJ PACIIUCKY B TPEXAHEBHBINH CPOK.
8.6. Ecim B TeueHme roma co AHS cO OHS NPHUMEHEHHS IUCLMILUIMHAPHOTO
B3bICKaHUA pabOTHHK He OyJeT NOABEPrHYT HOBOMY JHCLUILIHHAPHOMY
B3BICKaHHIO, TO OH CYMTAETCS HE ITOABEPrILUMCS JUCLIMIIHHAPHOMY B3BICKaHHIO.
JlucuuniaMHapHoe B3bICKAaHHE MOXeT OBITh CHATO aqMHHUCTpALUEl 10 CBOEH
WHHLMATUBE, I[10  XOJATalWCTBY  HEINOCPEACTBEHHOIO  PYKOBOIUTENS  HIIH
TPYAOBOIO KOJUIEKTHBA, €CJIH MOJBEPrHYThIH IUCUUILIMHAPHOMY B3BICKAHHIO HE
COBEPLUMJI HOBOT'O MPOCTYIKa U MPOosiBUJI ceOs kak J100pocoBecTHbIM paboTHHK. B
TEYEHHE CpoKa JAeHCTBUS AUCUMIUIMHAPHOTO B3BICKAaHHWS, MEPHI YKa3aHHBIE B
HacTosmx [IpaBunax, kK paboTHUKY He IPUMEHSFOTCS.

C npaBujaMH BHYTPEHHEro pacrnopsiika JA0J/KHBI ObITh 03HAKOMJIEHBI
Bce paborHukn HMHeTHTyTa, KOTOpbIe 00sI3aHbBI B CBOeii  MOBCeIHEBHOM
pabote cob/01aTh NOPSA0K, YCTAHOB/IEHHBII MPaBHJIaMH.







