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1. OBLIIME NNOJIOXKEHUS

1.1. Hacrosmme ITpaBuia BHYTPEHHEr0 TPYNOBOrO pacnopsinka MOY HIOII .
Bounrorpana (nanee ITpasmna) Pa3paboTaHEl B COOTBETCTBHHU cO cTaThel 190 Tpynosoro
Koziekca Poccutickoit Deniepanuu U SBISIOTCS TOKATBHBIM HOPMaTUBHEIM akToM MOY
JTIOL Bonrorpaza, periiaMeHTHpyIOmyM TPYZOBBIE OTHOLICHHUS B YUYPEKICHHH.

1.2.  Hacrosmmue IIpaBuia BHyTpeHHEr0 TPYAOBOI'O PAaCIIOPSIIKa ABIISOTCS JTOKAIBHBIM
HOPMATHBHBIM ~ aKTOM  MYHMILHMNIATBHOTO  0GPa3sOBATEBHOTO Y4pexKIeHus
JZIOTIONTHATENIBHOTO 06pa30BaHus aeTeit J[eTCKO-IOHOMECKOro neHTpa r. Bonrorpana.

1.3. TlpaBuia BHyTpeHHero TpymoBoro pacmopsiKa UMeeT LENbI0 CHOCOGCTBOBATH
YKPCILUICHHIO TPY/IOBOM IMCLMIUINHBI, PAalHOHATEHOMY HCIIOIb30BAHAIO pabouero
BPEMEHH, CO3[aHUE YCIIOBUH 115 3bheKTHBHOM paGoTHI.

1.4, TlpaBuita BHYTPEHHETO TPyIOBOrO Paciopsifika yTBepKAaroTest Iupekropom MOY
JIOL r. Bonrorpana ¢ y4eTom MHeHHs POGCOIO3HOr0 KOMHTETa.

1.5. Koutpoms 3a co6monenne Ilpasun BHYTPEHHET0 TPYNOBOIO pPacropska
BO3IaraeTCs Ha aIMHHACTPALKIO IPO(HCOK3HOro KomMureta MOY JIOL r. Bonrorpaja.
1.6.  xaxmprit paboTHEK MOV JTFOIL] I. Bonrorpana nudHo 3HaKOMHTECS ¢ TpaBunamu
BHYTPCHHETO TPYAOBOT'0 PAaCIOPs/Ka MO/ POCIIACH Ha JINCTE 03HAKOMIICHHUSL,

1.7.  TlpaBuna SBISIOTCS MPHIOKEHHEM K KOJUIEKTHBHOMY JIOTOBOPY W BEIBELIHBAIOTCS
B YUPSXKICHUM HA BUHOM MECTE U JIOJDKHBI GhITb B HATHUME B KAkIOM CTPYKTYpPHOM
NIOJpa3/IeNIeHHH YIPEeXKIEHHU. i

2. OCHOBHBIE OBSI3AHHOCTH PABOTHHKOB.

Bce pabomnuxu yupesicoenus obszansi:

2.1. Pa6oTaTh HOGPOCOBECTHO, BEITOTHSTH O6S3aHHOCTH, BO3NOXKEHHBIE Ha HHX
AOIDKHOCTHBIMH MHCTPYKIMsAMH, YcraBom MOV JIFOIT r. Bornrorpana u macTosmuvy
IpaBunamu.

2.2. CobmonaTs IHCHMILTHHY TpyAa - OCHOBY IOpSIKa B yYpexaeHud. [lemaror
TIPHXOIHT 32 15 MMHYT [0 Hadana 3aHATHA, BCTpeuaeT rpynmy aeted (1o 10 ner) B
¢oite i mpoBoxaeT U3 kaGuHeTa 0 BHIXOMA H3 YUpeKIeHus.

2.3. Cobmonars  ycTaHOBIEHHYyIO TPOJO/DKUTENBHOCTE  pabodero  BpeMeHH,
MaKCHMATbHO HCIONB3Ysl €ro Ul TBOPYECKOTO H 3(b(EKTHBHOrO HCHONHEHMS
BO3JIOXKEHHBIX 00A3aHHOCTE.

2.4. Bo3JepKHBaThCS OT AEHCTBHIA, MEMIAKOMIHX JpYrdM pabOTHHKaM BBINOIHSTE UX
TPYIOBBIE OOS3aHHOCTH.

2.5. CBOEBPEMEHHO H TOYHO  HCIONHATH PAacTIOPsIKEHUS  aJIMHUHHCTPAIUH
YUPEKICHHS.

2.6. Bepeur uMymectso MOY JIFOI] r. Boarorpana, sxoomHO pacxonosats
MaTepHaIBI s PAGOTHI, KAHIENSAPCKHE TOBAPEL, SIIEKTPOSHEPTHIO.

2.7. Crtporo coGmonarh HOMKHOCTHbIE OOS3aHHOCTH IO OXpaHe TpyJa, NpaBuia
TEXHUKH GE30I1aCHOCTH, MPOM3BONCTBEHHON CAHHTADHH, IHTHEHsI Tpyna, MOXapHOH u
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3JIEKTPO-0€30MacHOCTH.

2.8. Comepxarb cBoe paGodee Mecto B nopszke, Mebenb 06opynoBaHwe u

TIPUCTIOCOGIIEHHsS. B MCIPABHOM H aKKypDaTHOM COCTOSIHUH, COGMIONATh YHCTOTY B

nomemerusix MOV JIFOL r. Bosrorpana.

2.9. Cobmogarh ycTaHOBIEHHBI TIOPSAZIOK XPaHEHHUS MaTepPUANbHBIX LEHHOCTEH I

JIOKYMEHTOB.

2.10. TIposiBIATS TBOPYECKYIO HHHIHATHBY, HaNpaBICHHYIO HA JOCTHXKEHHE BBICOKHX

Pe3y/IbTAaToB B 06pa3oBaTebHOM mpoliecce.

2.11. CBOeBpEeMEHHO 3aIOHAT 1 AKKypaTHO BECTH YCTaHOBJIEHHYIO JOKYMEHTAIIHIO.

2.12. Cobmomath 3THKY CITyXeGHbIX OTHOIUEHHH, OBITh BCErZa BHUMATEIBHBIM K

00y4aroMMCs, BEXIIMBBIM C X POIHTEIAMH (‘MITaMM ¥X 3aMeHSIOIUME).

2.13. Tlocemars ofmme mpothCoro3HbIe COOpanus, KOH(EPEHIHMH, COBEIIaHHUs,
nencosets! oTaena, MOV [IIOL] r. Bonrorpana.

2.14. TIpOXOIHTE B yCTAHOBJEHHBIE CPOKH TEPHOMMUECKHE MEHIMHCKIE OCMOTPBL.

Konkpernele o6s3aHHOCTH paboTHHKA OIPEAENAIOTCA TO/DKHOCTHOH HMHCTpYKIHei,

pa3paboTaHHOH aIMHHHCTpauMell yYPeXIEHHS, OTHeNa HA OCHOBE THIIOBBIY

KBATH(QUKAIMOHHBIX XapaKTEPHCTHK, HOPMATHBHEIX NOKYMEHTOB, HacTosmux [Ipasun

U YTBEPXK/ICHHOM THUPEKTOPOM yUPEKIEHHS.

3. OCHOBHBIE OBSI3AHHOCTH PAFOTO/ATEJISI
(ATMAHHCTPALIYN).

Pabomoo (ao. payus) MOY JJFOL] 2. Bonzozpada obszana:

3.1. IlpaBwibHO — OpraHM3OBaTh TPy paboTHHKOB,  obecreunTs TPYZALBYIO
AUCLIHTUTHHY, BHUMATENEHO OTHOCHTECA K HyXKIaM H 3alpocaM paGOTHHKOB, yiIydmiaTs
YCTIOBHS HX TpyZa.

3.2. OGecrieuuTs 3M0pOBEIE H G€30MAaCHbIE YCIOBHS Tpyna.

(C moHmXeHHEM TeMIepaTypsl BO3yXa B y4eOGHEIX KabumeTax Huke 14 TpaycoB,
SHATHA B KPYXKaX OTMEHATP Ha OCHOBAaHHH aKTa OGCIEIOBAHMS [OMEIIEHHIA
CTIeIHaIHON KOMUCCHEH, CO3aHHOI 0 MpuKasy JMPEKTOpa).

3.3. CBOEBPEMEHHO paccMaTpHBaTh MPEIIOKEHHS PabOTHHKOB, HalpaBIeHHbIE Ha
YIyqUICHHE  NEATENbHOCTH  YUPEXNCHHsS, MOOMpATh JIyYMX paGOTHHKOB U
TPOIIaraH/IMPOBATh MX IIOJIOXKUTENBHEIN OITBIT.

3.4. VcranasnuBath 06heM y4eGHOH Harpy3Kd Ha HOBBIH Y4eOHEIi rof menaroram
JAOIIOJTHUTEIBHOI'O oGpasonamm B COOTBETCTBHH C KBaJIHd)HKaHI/Ieﬂ H pe3ynbTaTaMu
TpyJAa M0 COMIACOBAHHIO C IIPO(COIO3HBIM KOMHTETOM 110 yXOJIa B OTITYCK II€[Iarora.

3.5. OGecreunTh CBOEBPEMEHHOE IPEOCTABIEHHE OTILyCKOB BCEM paboTHHKam
YAPEKNICHHUS B COOTBETCTBHM C IPadUKOM B IIEPHON NETHHX KAHHMKYI IIKOTHHUKOB.
CocraBnaTe rpaduk OTIYCKOB K 15 sHBaps KaIoro roa ¢ Y4YETOM 3aHATOCTH Ha JIETO,
TIPONOIDKUTENBHOCTE €XETONHOTO OTmycka pabotaukos MOV JIIOIT r. Bomrorpana
YCTaHABITMBACTCS B COOTBETCTBHH C NEHCTBYIOIMM 3aKOHOJATENECTEOM U 0(opMISeTcs
TIPUKa30M TUPEKTOpa.




4. PABOYEE BPEMSI U ETO UCIIOJIb3OBAHUE.

4.1. MOY [IOII r. Bomrorpaga paboTaeT COIMNIACHO PEINIAMEHTY M PaclHCAaHHIO
3aHATHH, yTBepKIeHHOMy mupekTopom ¢ 8.00 1o 20.00 (B nerHee Bpems ¢ 9.00 o
18.00) 6€3 BBIXOIHBIX THEH.

42. TlpomomkwuTenpHOCTh — pabodero  AHA Ui PYKOBOAJAIIEIO  COCTaBa,
aIMHHHCTPATHBHO-XO3SHCTBEHHOT0 M OOCIY)KHBAIOWIEr0 MEPCOHANa, ONpPeNeIieTCa
rpadukoM paboTh, COCTABICHHBIM U3 pacyeTa 40-4acoBo¥ HeJeNH.

I'paduk pabOTEl YTBEPXIAETCS MMPEKTOPOM YUPEXJCHHS IO COMNACOBAHHMIO €
1pOGCOrO3HBIM KOMHUTETOM ¥ TIpETyCMATpHBACT BpeMs Hadala d OKOHUYAHHS paboThI,
MepephIB IS OT/bIXA A IUTAHHUA.

PexxuM paGOTHI IMPEKTOPa, ero 3aMeCTHTENeH, 3aBeyfOluX OTAENaMH, METOMHCTOB
ompenenseTcsi TpadHKOM, COCTABIEHHEIM C TaKUM pacueToM, 4yToGBl BO BpeMs
(ynkmuonuposarus MOY [IIOI1 r. Bonrorpaza pykoBoasime paGOTHHKA HAXOIUIHUOH
B YUPEKICHHH.

[IpOIOIDKHUTENEHOCTE Pabodero BpeMeHH /s PpaGOTHHKOB ONPE/IENSETCs PaCIUCaHHEM
3aHATHH.

43. PacnucaHde 3aHATHM B OOBEIMHEHHSX COCTAaBILETCA C Y4eTOM 3ampoca
00y4aroImuXxcsl, ux pOIHMTETIEH, neflaroruaecKon 1eIeco00PasHOCTH.
IIpOOMKHUTENBHOCTh 3aHATHS C NETHMH IUIAHUPYETCs M3 pactera 30-45 muHYyT,
OCTaBIIEECs OT ACTPOHOMUYECKOro 4aca (60 MHHYT) BpeMst -(15-30 MuHYT), KOTOpO€
OILTaYHBAETCS, YIHTEIBACTCS 3aBEMYIONMM OTHENOM | OTpabaTEIBAeTCs NeNIaroroM npy
[IPOBEIEHUH MEPOTPHSTHH, METOMIECKAX OObeHHEHHH TeqaroruIecKoit yueosl u T.1.

V3MeHeHHe pacIUCaHus 3aHATHH INIPOM3BOAUTCS C IEPBOIO HHMCJIA KXKAOTO Mecsila
COTJIACHO 3asIBJIEHHUIO IIe/larora, Ha OCHOBaHUH NIPUKa3a IUPEKTOPa.

KOJIM9ecTBO 9acoB, OTBONMMBIX IUTA 3aHSATHHA ONPENETCHHOH BO3PACTHOM PYNIBI H
KomuyecTBo ~ OOydalomMXcs B [PyNne,  ONPENeNieTcs JIOTIOJIHUTETbHOH
obpasoBatenbHOl mporpammoit MOY JIOLI r. Bosrorpana, memarora, (PUHATOH Ha
[EICOBETE U YTBEPXKIECHHON JUPEKTOPOM.

4.4. KONMYECTBO YacOB €XKETOJHO OTpabaThIBAEMbIX ME€aroroM MOMOJHHTENBHOrO
06pa3oBaHys He AOIDKHO MPEBEIIIATh 8 4acoBOH pabouuii 1eHs.

4.5. Jlexyprsie anvuHucTparopsl MOY JIFOL] r. Bonrorpaja B AeHb AKYypPCTBA HE
JIOJI)KHBI ITAHKPOBATH NEIarOTUIECKYIO Harpy3Ky.

COTpy/IHHKY, WMEIOIHE NPOIOIDKHTENHOCTh Padouero MH 8 wYacoB, IONE3YOTCS
o6eneHHBIM epepsBoM 110 30 MUH.

4.6. HemonHas Harpyska paboTHHKa, s kotoporo MOV JIOI1 r. Bosrorpaia
SBIISETCS MECTOM OCHOBHOM pabOTBI, MOXeT OBITH ONpezeNeHa C €ro COoIvacus,
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BBIP2)XEHHOTO B MHCEMEHHOM (opMe.

47. O6wveM y4eOHOM HArpy3KM y II€JarOrHYECKHX COTPYIHHKOB MOIKEH OBITh
CTaGHIIBHEIM Ha IPOTSDKEHUH BCETo yd4eOHOro roja. YMeHblIeHHe y4eGHON Harpy3Ky B
Hepros y4eGHOTO roja JONMYCKaeTcs C JIMYHOIO 3asBICHHs DabOTHWKA, a Takke B
ClTy4dae CHYDKEHHS HalOJHAEMOCTH IPYIII.

4.8. TIlepuomsl KaHHMKYN, YCTaHOBIEHHBIX I oOywaromuxes MOV  JFOL]
r. Bomrorpama ¥ HeCOBNAJaloOMUe C E€XETONHBIMH OILUIAYMBAEMBIMH OCHOBI SIMH
OTITyCKaMH PaGOTHHKOB SBIAIOTCA PabOYMM BpEMEHEM INeNarorH4ecKHX pabOTHHKOB
06pa30BaTeIbHOro0 YUpeXAeHHs. B 3TH mepuoIel OHH OCYIIECTBIISIOT METOUYECKYIO K
OpraHH3alHOHHYIO PaboTy, CBA3aHHYIO C peanu3alueil 06pa30BaTeIbHOM MPOrpaMMbl B
mpezienax HOPMHpPYeMOH dYacTH HX pabodero BpeMeHM (YCTaHOBIEHHOIO obbema
y4eOHOM Harpy3kH, ONpeleNeHHOH HM 10 Hadana KaHuKyd). Ilo cormamenuro
aIMHAHUCTpPAIUH MOY JTFOLT
r. Bonrorpaza u nezarora B epHOZ KaHHKYJI OH MOXET BBINOIHAT M IPYTYIO paboTy.
Tlopsimok ¥ Tpapuku paGOTEl B MEPHOA KAHHKY] YCTaHABIMBAIOTCS IPHKA30M
mupekropa MOV JIIOII r. Bonrorpaga He mo3nHee, 4eM 3a 2 HeJIeNH 10 Hadana
KaHHKYJL.

4.9. TIlpuBnedeHHe paGOTHHKOB B BBIXONHEIE, NIPa3[HUYHEIE JHH OCYIIECTBIAETCS C
[IMCHMEHHOTO COIIacHs paGOTHHKAa Ha OCHOBaHMM NpHKa3a aupekTopa. OmuraTa Tpyna
WM TIPEJOCTaBIeHHe APYroro IOHS IUIS OTHbIXa IIPOM3BOAHMTCS B COOTBETCTBHH CO
crateeit 153 TK PO. X

CobpaHus TPyJAOBOTO KOJUIEKTHBA, IIECOBETHI, COBENIaHHS HEOOXOIUMO IPOBOIUTH
BHE PaCIHCaHHUs 3aHATHH, HX IPOJODKUTENEHOCTD HE IOJDKHA NIPEBBIIATh IBYX YacOB.
4.10. Pomurensckue cOOpaHMsS CO3BIBAIOTCS MO YCMOTPEHHMIO IEJIarOroB, HO HE peike
OJIHOTO pa3a B IIONYTOHE, IIPOJOIKATENBHOCTBIO He Gonee 1,5 aca.

4.11 Tlemaroru4eckHM M APYTHM pabOTHHKAM yUpeXIEeHHs 3alpertaeTcs:

- 6e3 cormacoBaHus ¢ agMuHACTpammeit MOV TFOL] r. Bonrorpaga u3MeHsTs
pacnucaHue 3aHATHH U rpaduk paGoTsr;

- OTMEHSATh, YMIMHATh HIM COKpamlaTh IPOJOJKUTENBHOCTh 3aHSTHH U
NIepPEepHIBOB MEX/Ty HUMH;

- [IPOBOUTE B IIOMEIIEHHs YYPEXICHUS INOCTOPOHHMX IHMI[ Ge3 BegoMa U
COIVIACOBAHHS C aJMUHHCTpAIIHEH.

BxomuTe B ydeOHble KaGMHETBI BO BpeMs 3aHSTHH pa3pelraeTcs IUPEKTOpY, ero
3aMECTHUTENSM, OTBEYAIOIIMM 332 00pa30BaTENbHbIN' MPOIIECC, 3aBEIyIOMIeMy OTIENIOM,
METOMKCTY 10 OpTraHU3alky 06pa30BaTEILHOrO MPOLecca.

Bo Bpems Npo BeJeHHs 3aHATHI He pa3peInaercs neaTh IeJarormyeckuM paboTHHKaM
3aMeqaHHs I10 MOBOIY UX paGOTHI B IPUCYTCTBHH 00YYarOMUXCSL.

4.12. PemeHue BOIPOCOB, CBA3aHHBIX C OpraHM3alyeld 00pa3oBaTeNbHOTO Mpolecca B
OTJIeNe OCYIIECTBIISIET 3aBETYIOIIHH OTAETOM.

AIMHHHCTpalUs OTHENOB OpPraHM3yeT ydeT SBKM Ha paboTy M yXOI C Hee BceX
paboTHHKOB OTAena. B ciydae HesBKM Ha paGoTy mo GonesHu paGOTHHK 00s3ak IpU
HAJIMYHH TaKOH BO3MOXHOCTH H3BECTHTh aJIMHMHHCTDAIMIO KaK MOXHO paHee, a TaKKe
IIPENIOCTAaBUTH JIHCTOK BPEMEHHOH HETPYIOCIOCOOHOCTH B INEpBBI IeHb BBIXOA Ha
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6.4. AIMMHEHCTpamHMs ~ yYpeXXIEHHS HMeeT  IPaBo0  BMECTO TIPUMEHEHHUS
AUCUMIUIMHAPHOTO B3bICKAHHSA [IEPEATh BOMPOC O HAPYIICHWUH TPYIOBOH IHCIATLTAHE:
Ha PacCMOTPEHUE TPYZOBOTO KOJIEKTHBA.

6.5. Jlo MpUMEHEHHs B3bICKAaHHsS OT HAapyIIHTENs TPYIOBOM NHCLUIUTHHEI JOIKHO
ObITb 3aTpe6oBaHO OGBACHEHHE B IHChMeHHOH (opme. OTkas paGOTHHKA naTh
OGBACHEHHE HE MOXKET CITYXHTh IPENSTCTBHEM IS IPUMEHEHHS B3bICKAHHSL.

6.6. lucuMIIIMHAPHOE B3BICKAHHE NPUMEHSAETCS aMUHHCTpAIIHeit HEIOCPEACTBEHHO
3a 0GHapyXKeHHEM IPOCTYTIKa, HO He TO3J(Hee OIHOTO MeCsIia CO JTHS er0 OGHapyKeHHs,
He CYHTasi BpeMeHHU GOJe3HU UM IPeORIBAHHS PaGOTHIK B OTITYCKeE.

6.7. JIuCUMILUTHHApHOE B3BICKAHHE He MOXET GbITh HATOKEHO TI03/IHEE IIECTH MECSIIEB
CO [HA COBEpUICHHA INPOCTYNKa. B ykasaHHEIE CpOKM He BKIIOYAETCS BpeMs
NIPOM3BOJICTBA 1O YTOJIOBHOMY JeITy.

6.8. 3a Kaxnoe HapyIIeHWe TPYHOBOH NHCIHMIUIHHBI MOXKET GEITh NPHMEHEHO ONHC
JUCIHMIUTMHAPHOE B3bICKaHKe. [IpH TNPUMEHEHMH B3BICKAHHMS HOJKHBI YUHTHIBATHCS

TsDKECTh COBEPIIEHHOIO IPOCTYIKa, OOCTOSATENBCTBA, TpA KOTOPBIX OH COBEPILEH,

Npe/IIecTBYomas paboTa i MoBeieHHe pabOTHHKA.

6.9. Ilpukas 0 TUCIMILTHHADHOM B3BICKAHHMM C YKa3aHHEM MOTHBOB €TI0 PHMEHEHHS
OOBSBNISETCS] paGOTHHKY MOX POCIHCh B TPEXTHEBHEIH CPOK. [IpuKkas B HEOGXOMAMBIX
CIly4asx JOBOIUTCS IO CBENICHUS BCEX PaGOTHHKOB YUPEXKIEHHUSL.

6.10. Eciu B TedeHHWe rofa CO NIHS HAIOXEHHS NWCIMIUTHHADHOTO B3BICKAHUS
paboTHuK He GyneT MOIBEprHYT HOBOMY MMCLMINIMHADHOMY B3BICKAHHIO, TO OH
CYMTAETCs] He MOJBUTTIMMCS TUCIHILTHHAPHOMY B3BICKAHHIO.

6.11. JlupekTop MO CBOeH WHHIMATHBE WIM XOIATaiCTBYy TPYNOBOTO KOJUIEKTHBA
MOXET H3/aTh IpPHUKAa3 O CHATHM B3BICKAHHSA, HE OXWIas WCTEYEHHs TOfa, ecid
COTPY/THMK HE JONYCTHJI HOBOIO HapyINEHWs TPyNOBOM MHCIMIUIMHBI ¥ MPOSBHI ceOs
Kak JI06pOCOBECTHBI paGOTHHK.

6.12. B TeueHHe CpPOKa AEHCTBHS MMCLMILUTHHAPHOTO B3LICKAHHS MEphI NOOUIPEHUS,
yKasaHHble B HacTosu# [TpaBuinax x paGOTHUKY HE IPUMEHSFOTCS.

IIpaBu/a BHyTPEHHEro TPY/0BOT0O PACHOPSAKA BbIBEMIMBAIOTCH B YIPEKISHHH Ha
BHIHOM MeCTe H I0JKHbI GbITh B HATHYHH B KAAIOM OT/iele YUpeskIeH s,
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