COI'TTACOBAHO YTBEPKJIAIO

[Tpeacenarens mpodcorOZHOr0 KOMHTETA Hupexrop MBOVY Llenunnas COLL um. H.J|. Tomuta
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IMOJOXEHHUE
0 TpHeMe U YBOJIbHEHUU
MBOY «llemunnas COILL um. H.JI. TomuHay

Hacrosimue ITonoxerue onpezenser BHyTpeHHUH nopsaok B MBOY «llennnnas
COII wm. H.I.Tomuna» (nanee mo tekcty Opranmsarms) obopMieHHs NpHeMa Ha
paboTy ¥ YBOJIBHEHHSI.

I. OcHoBanus BO3HHKHOBEHHUS TPYAOBBIX OTHOIIEHHHA

1.1. TpynoBsle oTHOIIEHUs Mexay paborHukoM ¥ OpraHusanuei BOSHHKAIOT Ha
OCHOBaHUH TPYAOBOTO JOrOBOpA, 3AKIFOYaeMOI0 MMM B COOTBETCTBHM C TpynoBbIM
Konexcom PO

1.2. B ciy4ae ¢axTudeckoro JOMynieHHs paboOTHMKa K paboTe ¢ BeloMa H MO
HopydeHuro pykoBomuteiss OpraHu3aiuy TpPYJOBblE OTHOIIEHWS BO3HHMKAIOT Ha
OCHOBAHUHM TPYJOBOTO JOTOBOpa HE3aBHCHMO OT TOro, OBUI M TPYAOBOW IOTOBOP
HaJIexanmM oopazoM odhopmIeH.

I1. Ilpuém na paborty

JNlupektop HasHadyaercs yupemureneM Illkonel (ympaBieHwe —COLMAIBHOM
NONMATHKYA anMmubucTpaimu llemunnoro paiiona - npanee YCII) Ha OCHOBaHUM
TPYAOBOTO JOTOBODA.

Ilpy HasHadeHun Ha AomkHOCTH pykoozutens OO (nupexkropa) —Kanposas
ciryx6a YCII Bpase notpeboBaTh OT NOCTYNAKOMIETO:

v/ MacmopT WK WHOU JOKYMEHT, YAOCTOBEPSIOLIMM IMYHOCTS;

v/ TPyHOBYI0O KHWXKY, OG(OpMIIEHHYI0 B YCTaHOBIEHHOM IIOpsIKe, 32
HCKIIIOYEHHUEM ClIy4aeB, KOTa TPYAOBOM JOroBOp 3aKIHOYA€TCs BIIEPBBIE WIIH
pabOTHHK MOCTYIAeT Ha paboTy Ha YCIIOBHUSIX COBMECTHUTEIBLCTBA,

v/ CTpaxoBOe CBHIETENHCTBO IIEHCHOHHOIO CTPaXOBaHM;

v JIOKyMEHTHI BOMHCKOIO ydYeTa IUIsi BOEHHOOOS3aHHBIX M JIMII, MMOJUIEKAIIHX
NPU3BIBY HA BOEHHYIO CIIyKOY;

v’ noxymeHT 06 00pa3zoBaHWH, O KBaIMGHKALWKM WIH HAIWYAHA CICLUAAIBHBIX
3HaHUM [PU MOCTYIUIEHWH Ha paboTy, TPeOYIOIYIO CIENMAlbHbIX 3HAHUA UITH
CHeNWaEHON MOATOTOBKY;

v/ cripaBKy O Hanu4uM (OTCYTCTBHHM) CYAMUMOCTH M (WId) ¢akra yrojioBHOTrO
npeciefioBaHus MO0 O IPEKpallleHWM YroJOBHOTO MpeciefoBaHus II0
peabUIUTHPYIOIIMM OCHOBAHUSIM, BELIAHHYIO B IOpA/KE U 1O (hopMe, KOTOPhIe
YCTaHABIUBAIOTCS  (efepanbHBIM  OpPraHOM  HCIIOJIHUTENbHOH  BIIACTH,



OCYIIECTBIISIONIMM (QYHKLHMM 10 BbIpabOTKe U pealn3aluu roCyIapCTBEHHOU
MOJWTHKHA ¥ HOPMATHBHO- MPaBOBOMY PETYJIMPOBAaHHIO B chepe BHYTPEHHHUX
AEIL;

v/ Ipyrue JOKYMEHTB, TpeGoBaTh KOTOpBIE Ppa3spelieHo JEHCTBYIOLIUM
3aKOHOJATENHCTBOM PO

IIpuem Ha paboTy 6e3 JOKyMEHTOB, IEPEYHUCIICHHBIX BBIIIE, HE IIPOU3BOIAUTCS.

2.1. Tlpwem Ha pabory B OpraHuzauuio IPOM3BOAUTCS HA OCHOBAHWH
3aKsroYeHHOTO Mexxy Opranusaimei 1 pabOTHUKOM TPYZ0BOrO OrOBOpA.

2.2. Tpy10BO#i IOrOBOP 3aKIFOYAETCS B IMCBMEHHOH dhopme, COCTaBIIAETCS B IBYX
SK3eMIUTpax, KaXIbli M3 KOTOPHIX IOJNKMCHIBAETCS CTOPOHaMM. OIMH IK3EMILIIP
TPY/IOBOTO TIOTOBOpa IepefaeTcss pabOTHUKY, APYro¥ XpaHWTcs B KaJpOBOH CIiryx0e
Opranu3aiuu.

2.3. ITo pacnopsokenuio pykooauTens OpraHusaluy WK C €ro BeaoMa PaboTHMK
MOXeT GBITh JOMyILeH K paboTe A0 0GOPMIEHMs TPYIOBOTO IOTOBOPa B IHCHMEHHOM
dopme. B sToM ciydae kajmpoBas ciyxba obs3aHa 0(OpPMHUTH TPYJOBOH IOrOBOP C
paGOTHUKOM B THMCBMEHHOW (opme He TO3[HEe TPexX IHeH €O JiHS (haKTUYECKOrOo
JOIYIIEeHus ero K pabore.

2.4. JIoKyMEHTHI, IIpeIbsBIsIeMbIE IIPH 3aKII0YeHHH TPYA0BOTO 0Tr0BOPA.

[Ipy npreMe Ha pabory B OpraHu3almio Kanaposas ciyk0a o0s3aHa MOTpeboBaTh
OT NOCTYTAIONIET0:

v/ NacropT MIIA WHOM JOKYMEHT, YI0CTOBEPSIOIINA TNIHOCTD;

v/ TpymOByl0 KHMXKKY, OGOpPMIEHHYI0 B YyCTAHOBJICHHOM MOpAAKe, 32
MCKITIOYEHUEM CIIyYaeB, KOrja TPYJOBOH JIOrOBOp 3aKIIOYAaeTCs BIEPBBIC WITH
pabOTHHK ITOCTyIaeT Ha paboTy Ha yCIOBHAX COBMECTHTENBCTRA;

v/ CTpaxoBOe CBHIETENLCTBO IIEHCHOHHOTO CTPaxXOBaHM;

v JIOKyMEHThi BOMHCKOIO ydYeTa Ui BOEHHOOOS3aHHBIX H JIMIL, MOZNIEKAIIHX
NpH3bIBYy Ha BOGHHYIO CIIyXk0y;

v’ nokymeHT 06 06pa3oBaHMM, O KBaJU(UKALMK WIM HAIHYAW CIElHalbHBIX
3HAHWI [IPU MOCTYILIEHHH Ha paGoTy, TpeOyIoMlyto ClelHaibHEIX 3HAHUA K1
crieliajbHOM MOANOTOBKH,

v/ cnpaBKy O HaiuuuM (OTCYTCTBMH) CYAUMOCTH H (wan) ¢daxra yrojoBHOTO
npeclnefoBaHus MO0 O TPEKPaIleHWH YrONOBHOIO MPECICNOBAHUA 110
peabHITHTHPYIONIMM OCHOBAHMSIM, BEITAHHYIO B IIOPA/IKE U IO (POpMeE, KOTOpbIE
YCTAHABIMBAIOTCH  (elepalbHBIM  OPraHOM — MCIOJHHMTENBHOH  BIIACTH,
OCYIIecTBISIOMKUM (QYHKIHUH TIO BHIPaOOTKE W peanu3alyy rocyIapcTBEHHOHI
TIOIMTAKMA ¥ HOPMATMBHO- TPABOBOMY PEryJIMpOBaHMIO B Chepe BHYTPEHHHX
AEI;

v JOpyrue [OKyMeHTbI, TpeOoBaTb KOTOpBIC  PaspeIICHO IEeACTBYIOIUM
3aKOHOJATeNbCcTBOM PD

ITpy 3aKNFOYEHHH TPYLOBOTO JOTOBOPa BIEPBEIC TPYNOBAS KHIDKKA M CTPAaXOBOC
CBUIETEIBCTBO TOCYJApCTBEHHOIO IIE€HCHOHHOTO CTpaxOBaHUs odopmnsgercs Ha
paborauka Opranusanuei.



2.5. Ilpuem wHa paGoTy Ge3 JOKYMEHTOB, IepedMCIeHHBIX B m.2.4, He
TIPOU3BOIUTCH.

2.6. B mensx Gonee monmHOM OLEHKM NMPOMECCHOHANBHBIX M NEJOBBIX KAYeCTB
MPMHAMAEMOT0 Ha paboTy smna, anMuHUCTpanyst OpraHu3aluu MOXeT MIPeIOKUTh
€My NPEICTaBUTh KPAaTKyl0 IHChMEHHYIO XapaKTepUCTUKY (pe3loMe) BBINOIHSEMOM
paHee paboTsI (YMeHHE MOJIB30BATHCSA OPITEXHUKOM, paboTaTh HA KOMIIBIOTEPE, 3HAHUM
COBPEMEHHBIX 00pa30BaTENBHBIX TEXHOIOTUN M T.1.).

2.7. Ilpuem Ha paboTy B OpraHM3aldiO OCYIUECTBISETCS, KaK INPABHIO, ©
TPOXOX/IEHHEM HCIIBITATEILHOIO CPOKa MPOJOJDKUTENBHOCTEIO 10 TPEX MECHIEB, B
3aBHCUMOCTH OT JOJKHOCTH.

2.8. K menaroruyeckoit JNeATeNBHOCTH He AOMyCKAKOTCS JMIA JIMIIEHHbIe [paBa
3aHAMATBCSl II€[JarOTMYECKON IEATENFHOCTBIO B COOTBETCTBHM C BCTYIMBIINM B
3aKOHHYIO CHIIy IPUIOBOPOM Cy/a.

IIL. Odopmiienne npuema na paGory

3.1. Odopmnenne mnpuema Ha paGOTy OCYIIECTBISETCS KaApOBON ciyx0oi
Opranuzanuu (paboTHHMKOM OTBETCTBEHHBIM 3a BEJIEHUE KaapoBOIo
ACTIONPOM3BOJICTBA:  CeKpeTapb-Aeonpoussoautens). Corpynuuk Oprasuszanum,
BRICTYNAFOIIMA C WHHUIMATHBOK NpHeMa COMCKaTels Ha paboTy (peKOMeHIYIOLIHii),
00si3aH TIPEeJCTaBUTh €ro KaapoBOW clyxbe M TepelaTs B KaJpoBylO CIyx0y Bce
HeoOXOIUMEIe JTOKYMEHTHI.

3.2. Tlpuem Ha paboty odopmisercs mpukasoM pykoBomuTens OpraHu3anuy,
M3TAHHBIM Ha OCHOBaHMH 3aKIIOYEHHOrO TPyAOBOro jgoroBopa. ComepikaHue mpukasa
AOJDKHO COOTBETCTBOBATH YCJIOBUAM 3aKIIFOUEHHOI'O TPYAOBOIO JJOrOBOPA.

3.3. Ilpukas pykosopurenss OpraHusanuum o HpueMe Ha pabory OGBABISETCS
paGOTHHKY MO PACIHCKy B TPEXJHEBHBIA CPOK CO MHS MOINTACAHMS TPYZAOBOTO
porosopa. ITo TpeGoBanmio paGoTHWKa KanpoBas ciyxGa 06s3aHa BBIIATH eMy
HaJUTeXalle 3aBEpeHHYI0 KOIHIO TAKOTo MPUKa3a.

3.4. Ilpu npueme Ha paboty kampoBas ciyk6a o6s3aHa 03HAKOMUTE PaGOTHHKA ¢
aevicTBylomumMi B OpraHusaluy NpaBUIaMH BHYTPEHHENO TPYIOBOTO PaCHOpSIKA,
UHBIMH JIOKATTbHBIMI HOPMATUBHBIMU aKTaMH (MpUKa3aMH, PaBUIAMH, [TOJI0KEHUSIMH,
MHCTpYKUMsAMH, B ToM uducie no OT u Tb, npoTtuBonoxapHo# Ge30macHOCTH T.n.)
MMEIOIMMHY  OTHOILICHHE K TpyJoBod ¢yHKIMKM paGOTHHKA, TNpeaynpeauTh 06
O0S3aHHOCTM 10 COXPAHEHWIO CBEJEHHH, COCTaBISIONIAX KOMMEPYECKYIO WU
ciyxe0Hyio TaiHy OpraHusanuy, ¥ 06 OTBETCTBEHHOCTH 33 €€ pAa3rVIalleHHe WiIu
nepesavy ApyruM JIMIaM.

IV. JInunoe gesio pa6oranka

4.1. Ilpu npueme Ha paboty B OpraHu3alHiO 3aBOIMTCS IMIHOE JEN0 PabOTHHKA.

JInanoe neso paGoTHHKa BeeTCs KaapoBoi ciayx6oi OpraHu3amnuy.

IIpu mepeBose pabGoTHHMKa Ha paGoTy B APYryl0 OPraHM3ALMIO JUYHOE IENO0
pabOTHHKAa Ha OCHOBAHMH OGMULMAIBHOTO 3alpoca PYKOBOAUTENS MPHUHHUMAIOIIEH
OpraHW3allMy NepefiaeTCs Ha HOBOE MECTO paboThl, ¢ COONIIONEHHEM HOPM O 3allHTe
NePCOHAJIBHBIX JaHHBIX PaOOTHHKA.



BemeHue HECKOMBKUX JIMYHBIX Je]l Ha OHOIO pabOTHHKA HE IOITyCKaeTCsl.
C6op ¥ BHECEHHE B JIMYHOE [0 PabOTHHMKA CBEJEHHH O €ro MOJMTHIECKOH M
PEJTUTHO3HOM IPHHAIEXHOCTH, O YACTHOMU XHU3HH 3aTIpEIIAETCS.
Marepuansl, npuobiaeMble K JIWYHBIM JieNaM pabOTHHKA, OpOIIIOpYIOTCH, H
CTpaHHILBl HyMEPYIOTCS.
4.2. B nuunOe feno paboTHUKA BHOCATCS CleNyIOIe TOKYMEHTBI:
3asBIeHMEe O IpHEeMe Ha paboTy
AHkerTa.
JIngHas KapTouka paboTHuKa (yHubHIMpoBanHas popma T-2).
Kormmst JOKYMEHTa, yI0CTOBEPAIOLIEro IMYHOCTE PabOTHHKA.
KOmHs CBHIETENHCTBA O MOCTAHOBKE HA yuer B HanoroBoM oprane (MHH)
Komnus cTpaxoBOT0 CBHIETENHCTBA IEHCHOHHOI'O CTPaXOBAHMS.
ABTobuorpadpus.
3asBIIeHME O TIpreMe Ha paboTy.
Komnus TpyAOBOW KHHMXKH WIM JOKyMEHTa, MOATBEPXKJIAIOIIEro MPOXOKACHUE
BOEHHOM WJIM WHOM CITyKOBI.
10.Komuu QUIIOMOB, CBHAETENBCTB 00 00pa30BaHUH.
1 1.Konuu JOKyMEHTOB O PUCBOCHHUH YYEHOT'O 3BaHMs, CTCTICHH.
12.Konuu pacnopspKeHus!, IpuKas3a 0 Ha3Ha4YeHHH Ha JI0JDKHOCTb.
13.Komust paciiopsikeHus, IpUKasa O INepeMelleHnH 110 JO/DKHOCTH.
14.Konuu OUILUIOMOB, CBHETENECTB O MPOXOXXIEHWM ITOBBIIICHUS KBaJTM(PUKALUU
(TIepenoaroToBKH).
15.Konuu HDOKYMEHTOB O IOOLIPEHHUSX, B TOM HYHUCIE€ O NPHUCBOCHHUU IOYETHBIX
3BaHUM.
16.Konuu JOKYMEHTOB O HAJIOXKEHUM B3BICKAaHWU U X CHATHH.
17 . Konuu TOKYMEHTOB O MIPOXOXK/IEHUH aTTECTALIUH.
18.MenuuumHcKoe 3aKmodeHue (Ne caH. KHIKKH).
19.TpynoBo# 1OroBop.
20.Komus CBU/IETENLCTBA O 3aK/IIOUEHIH U PACTOPIKEHUH Opaka.
21.0nuck TOKYMEHTOB, UMEIOIIUXCS B JIMYHOM JIEe.
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4.3. CBenermst 0 pabOTHHKe, MPeJICTABICHHE KOTOPEIX paboTHHKOM OpraHu3aiuy
B coorBercTBHH ¢ TK P® He sBnsercs 00s3aTebHBIM, MOTYT ObITh BHECEHBI B JIMYHOC
JIeJI0, TOJIBKO C COTIacHsi pabOTHHKA.

4.4. Kanposas ciyx6a Opranuzanuu o6g3ana 00eCreduTs 3aluTy NePCOHAIBHBIX
J@HHBIX pabOTHHKA.

4.5. PaboTHUK 0OS3aH NPENCTABIATh B MECSYHBIH CPOK B KaJpOBYIO CILykOy
cBefieHUs 00 W3MEHEHHH CBOEro CeMEWHOro IIOJIOKEHHsS, MeCTa JKUTEIbCTBa, HOMEpa
TeneoHA, OTHOILEHMS K BOMHCKOW Ciyx0e, 00pa3oBaTelbHOrO YPOBHS M Jpyrue
CBEJIEHHs, BKJIIOYaeMble B IMYHOE JIENIO.

V. YBo/bHeHHe paboTHHKA

5.1. YBonbHeHHe pabOTHHKA MPOU3BOJUTCS II0 OCHOBaHHSAM, IPEAYCMOTPEHHBIM
Tpymossim  Komekcom  P®, ¢ coOmopeHueM  yCTaHOBJIEHHBIX — CPOKOB



3a671ar0BPEMEHHOT0 NTMCBMEHHOr0 TpPeRyNpekaeHHs O NPEACTOAIMEM YBONLHCHHH |
BBIILIATON YCTAHOBJICHHBIX KOMIIEHCALIMH.

5.2. Bo Bcex ciIyyasix AHeM YBOJIbHEHHMs padOTHHKA ABJIACTCH NOCJIEHHUH JeHb €ro
pabotsl B OpraHusaiyu.

5.3. OdopMieHre yBOIbHEHNsS PabOTHHIKA [IPOM3BONUTCS My TEM M3/IAHHUS IIpHkasa
06 yBOJIbHEHHH 32 TIOAMKCHI0 PYKOBOJMUTENIs OpraHu3anu.

5.4. B mocnenHuil neHb paboThl Kajposas cryxkba obs3aHa BhIIATH pabOTHUKY
TPYJOBYIO KHIKKY, ApYTMe JOKYMEHTBI, CBs3aHHBIC C paboToii, TI0 MHACBMEHHOMY
sagpnenmio PaGoramka. K NOKYMEHTaM, CBS3aHHBIM C pabOTOH, OTHOCSTCH KOMAH
TpUKasa o npueMe Ha paboTy, IPHKa30B O MEPEBOJAX Ha APYIYIO pabory, npukasa 06
YBOJTBHEHHH C PaGOTHI; BBITUCKH W3 TPYHOBOU KHIKKH; CTIPABKH O 3apaboTHOM I1Iare,
nepuozie paboTsl B Opranu3aiy 1 IpyrHe.

Komnuu 10KyMEHTOB, CBS3aHHBIX C paboTOH, AOMKHBI OBITH MOAMMCAHBI KaAPOBOU
cyx00¥ 1 3aBepeHBI MeYaThIO.

55. B mocnenHdii OeHh paboTel pabOTHMKA (MHAHCOBAA ciyxba obsa3ana
[IPOU3BECTH C pAGOTHHKOM OKOHYATENIbHBIN pacyerT.

5.6. B ciyuae, eciii B JIeHb YBOJIBHCHHSA paboTHHKA BBIIATh TPYAOBYIO KHHXKKY
HEBO3MOXKHO B CBSI3M C OTCYTCTBHEM pabOTHHMKa JMOO ero OTKa3soM OT MOJyHeHHs
TPyAOBOM KHIDKKH Ha PYKH, KaJpoBas ciy»x6a HampasisieT pabOTHUKY YBEIOMIIEHHE O
HEOGXOIAMOCTH SBATHCA 3a TPYAOBOM KHIDKKOW OO0 HaTh COTylacHe Ha OTIPABICHHC
ee 1o moute. Co mHs HampaBleHWs yBenomneHus OpraHu3anus ocBOOOXKIaeTCs OT
OTBETCTBEHHOCTH 32 3a/IEpXKKy BBIIAUH TPYIOBON KHIKKH.



