IIpunoxenne Ne 3
k KonnextuBHOMY norosopy Ha 2024-2027 rr.

YTBEPXKIAIO:

Jupexrop NJI® CO PAH

n.¢.-M.H O.H. IlpyanukoB
MOJIO)KEHHUE

0 mopsiake opopMJICHUS NpUeMa U

YBOJIbHEHHSI COTPYIHUKOB

Hacrosimiee Ilonoxxenue onpesensieT BHYTPEHHUM NOPSAI0K 0hOpMIICHHS TTpUeMa
Ha pabdoty u yBosbHeHus B ®I'BYH Mucturyre nazepuoit puszuku CO PAH.

1. IPUEM HA PABOTY

1.1. [Ipuem Ha paboty B MHCTUTYT MpPOM3BOAUTCA HA OCHOBAHHUH 3aKIHOYEHHOTO
Mex Iy paboToaresaeM U pabOTHHUKOM TPYJOBOTO JI0rOBOpA.

1.2. TpynoBoii 7OTOBOP 3aKII0UYAETCS B MUCbMEHHOM (hOpMe, COCTABIISICTCS B JBYX
AK3EMIUTAPAX, KAXIbIM U3 KOTOPBIX MOAMKUCHIBAETCA CTOpoHaMH. OJIUH SK3EMILISAP
TPYJOBOTO JIOTOBOpa TMepeaaeTcs padOTHHUKY, IPYroil XpaHUTCA B OTIEJE KaJpOB
HNucturyTa.

1.3. Tlo pacnopsbkenuto qupektopa MHCTUTYTA WK ¢ €T0 BeioMa paOOTHUK MOXKET
ObITH JomyIieH K pabore 1m0 oQopMieHHUsS TPYIOBOTO JOTOBOPA B MHUCHMEHHOU
dopme. B aToMm cnydae kagpoBas ciyx0a o0s13aHa 0POPMUTH TPYIOBOI JOTOBOP €
pabOTHUKOM B MHUCHbMEHHOW (hopMe HE MO3[IHEee TpeX THEH CO MHS (PaKTUIECKOTO
JOTMYIIEHUS €T0 K padoTe.

1.4. JIOKyMEHTBI, IPEABABISAEMbIE IPU 3AKIIFOYEHUH TPYIOBOrO JOTOBOPA.
ITpu nmpuemMe Ha pabOTy MOCTYMAIOIINI TPEABIBISAET KaAPOBOU Cyx0e:
- MaCIOPT WM MHOW JOKYMEHT, YIOCTOBEPSIOIIUN JJUYHOCTD;

- TPYAOBYIO KHUKKY, O(DOPMJICHHYIO B YCTAHOBJICHHOM MOPSIKE, 32 UCKIIOUEHUEM
CJIy4aeB, KOr/ia TPY/I0BOM JIOrOBOP 3aKJIFOYAETCS BIIEPBbIE WM pa0OTHUK MOCTYMNAET
Ha paboTy Ha YCJIOBUSAX COBMECTUTENILCTBA;

- CTPAaxXOBOC CBHUACTCIILCTBO IICHCMOHHOI'O CTPAXOBAHUA,;



- CBUACTCIILCTBO C PII[@HTI/I(i)I/IKaI_[I/IOHHBIM HOMCPOM HaJIOI'OIIIaTCIbIINKA,

- JOKYMEHTBHl BOMHCKOTO ydeTa - Jii BOCHHOOOS3aHHBIX W JIWI, MOIJICKAIIUX
MPU3bIBY Ha BOGHHYIO CITYKO0Y;

- TOKyMEeHT 00 00pa30BaHUU, O KBATU(DUKAIIMN WA HATMYUU CIIEIUATIbHBIX 3HAHUM
- TpU TOCTYIUICHUH Ha paboTy, TPEeOYIIIYI0 CHEIUaIbHbIX 3HAHUN WIH
CHEeUaIbHOM ITOATOTOBKHY;

- JIpyrue JOKYMEHTBI, IMPEIbSIBICHUE KOTOPBIX IMPEAYCMOTPEHO IEUCTBYIOIIUM
3aKOHOIATeJILCTBOM PD.

[Tpu 3akir0o4eHUM TPYOBOTO JIOTOBOpPA BIIEPBBIC TPYJA0OBas KHMXXKKA U CTPaxXOBOE
CBUJICTEIILCTBO T'OCY/IAPCTBEHHOTO MEHCHOHHOTO CTpaxXxOBaHUS OQOpMIISIETCS Ha
paboTHUKA OpraHu3aluen.

1.5. Ilpuem Ha paboTy 6€3 JOKYMEHTOB, IEPEUUCICHHBIX B 1. 2.4, HE MPOU3BOIUTCS.

1.6. B mnensax OGosjee MOMHOW OLIEHKHM MPO(ECCHOHAIBHBIX W JICTOBBIX KayeCTB
NpUHUMaeMoro Ha paboTy Juna padoTomaTellb MOXKET TMPEIJIOXKUTh eMy
PEJACTaBUTh KPATKYI0 IMHUCHMEHHYIO XapaKTePUCTHKY (pe3ioMe) BBIMOIHIEMOM
paHee paboThl (YMEHHE IOJIb30BAThCS OPITEXHUKON, paboTaTh Ha KOMIIBIOTEPE U

T.1.).

1.7. Tlpuem Ha pabOTy OCYIIECTBISIETCS, KaK TMPaBUIO, C MPOXOXKICHUEM
UCIBITATEILHOTO CPOKA MPOJIOKUTEBHOCTRIO /10 IECTH MECSIIEB B 3aBUCUMOCTH
OT JOJKHOCTH.

1.8. OO6s3aTeTbHOMY IIPEBAPUTEILHOMY MEIUIUHCKOMY OCMOTpPY
(oOcnenoBanrio) MpU 3aKIIOUYEHWH TPYAOBOTO JIOTOBOpa MOMJEXKAT JIMIA, HE
JOCTUTIIME BO3pacTa BOCEMHAJAIATH JIeT, a TaKKe WHbIE JHIla B CIy4asx,
MPEeTyCMOTPEHHBIX TPYHIOBBIM KOJEKCOM U MHBIMH (pefepabHBIMU 3aKOHAMH.

2. OOOPMJIEHHUE ITPUEMA HA PABOTY

2.1. Odopmnenue mpuemMa Ha PabOTy OCYIIECTBIACTCS CHEIUATNCTOM OTIENa
kanpoB MHCTHTYTA (Manmee KaxpoBou CIyK00i).

2.2. Ilpuem Ha paboTy odopmisieTcst mpuKa3oM aupekropa MHCTUTYTA, N3JaHHBIM
Ha OCHOBAHWH 3aKJIIOYCHHOTO TPYAOBOrO jtoroopa. Conepkanue mpukasa J0JKHO
COOTBETCTBOBATH YCIOBUSM 3aKIIFOYEHHOTO TPYAOBOTO JIOTOBOPA.

2.3. Ilpuka3z o mpueme Ha pabOTy OOBABISAETCS PAOOTHHUKY IO POCHHUCH B
TPEXJHEBHBIA CPOK €O JHA (dakTuyeckoro Hauaia pabotsl. [lo TpeGoBanuio



paboTHUKA KapoBas ciayk0a 00s13aHa BbIJIATh €My HaJJIeXkKaIlle 3aBEPEHHYIO KOO
TaKOTo MPHUKa3a.

2.4. Ilpu npueme Ha paboTy KaapoBas ciyx0a MHcTUTyTa 00s3aHAa O3HAKOMHTH
pabotHuKka ¢ AeicTBytomumMu B UHctutyTe [lpaBuiamu BHYTPEHHETO TPYIOBOTO
pacnopsiika, HMHBIMU JIOKQJIbHBIMM HOPMATUBHBIMH aKTamMHu (TpUKa3aMH,
MpaBUJIAMH, MOJOKEHUSIMH, UHCTPYKUMSIMH U T.J.), UMEIOIIUMU OTHOILIEHUE K
TPYAOBOM (YyHKUMU pabOTHHKA, IPEAYNPEAUTh 00 00S3aHHOCTU MO COXPAHEHUIO
CBEJICHUM, COCTABISAIOIIMX KOMMEPUECKYI0 WM CIYyKeOHyl0 TailHy, u 00
OTBETCTBEHHOCTH 32 €€ pa3rJIallicHHe WIH Mepeavdy IpyTruM JIMIAM.

3. JUYHOE JIEJIO PABOTHHUKA

3.1. IIpu npueme paboTHHKA HAa PabOTy 3aBOJUTCS JIUYHOE JICJIO PAaOOTHHKA.
Jlnuroe neno paboTHHKA BeEeTCS KaapoBoH ciny00it MHcTuTyTa.

C60p N BHCCCHHC B JIMYHOC JCJIO pa6OTHI/IKa CBGI[GHI/Iﬁ 0 €ro MOJUTHUYECKOM M
peJIPIFI/IOSHOﬁ MMPpUHAOJIC)KHOCTH, O YaCTHOM KM3HHU 3alpeuracTc.

Marepuainbl, npuoOIIaemMble K JHYHBIM JeiaM paOOTHHKA, OpOUIIOPYIOTCS, U
CTpaHHUIIBI HyMEPYIOTCS.

3.2. B nuuHoe aeno paboTHUKA BHOCSTCS CIEAYIONIUE TOKYMEHTHI:

1) Konust 3asiBeHre o mpuemMe Ha paboTy.

2) Konuu qumiioMoB, CBUIIETENBCTB 00 0Opa30BaHMH.

3) Konuu 10KyMEHTOB O IPUCBOEHUU YUEHOTO 3BAHUS, CTEIEHHU.

4) Konuu [OKyMEHTOB O HarpakxJIeHUU rocyJapCTBEHHBIMH HArpaJaMH.

5) Ilpu Ha3HAYEHUU HA AOJIKHOCTH MO0 KOHKYPCY - pEIIeHHE KOHKYPCHOW KOMHCCHUHU.
6) Konus npukasza o Ha3HaY€HUH HA TOJKHOCTb.

7) Jlnunas kaprouka paboTHHKa (YHUPHUIIUpOBaHHAs ¢popma T-2).

8) Komust 1okymMeHTa 0 CEMEMHOM TOJI0KEHHUH.

9) Konnu npuka3oB (pacnops>keHUi) 0 mepeMenIeHUH Mo JOJKHOCTH.

10) Komuum [OKYMEHTOB O TMPOXOXJICHUM TOBBIINICHUS  KBalu(pUKAIIU
(mepenoIroTOBKH).



11) Konun 1OKyMEHTOB O MOOILIPEHUSIX, B TOM UYHUCJIE O NPUCBOCHHUM IMOYETHBIX
3BaHUMN.

12) Konuu 10KyMEHTOB O HAJIOKEHUH B3bICKAHUW U UX CHSATHH.

13) Konuu 10KyMEHTOB O MPOXOKACHUHU aTTECTALIHH.

14) Konuu 10KyMEHTOB O pe3yJjbTaTax c/layd KBaJu(UKAMOHHOTO 9K3aMEHa.
15) Onuce JOKYMEHTOB, UMEIOIIUXCS B IUYHOM JIEJI€.

3.3. CBenenust o pabOTHUKE, IPEICTABIEHNE KOTOPBHIX PAOOTHUKOM B COOTBETCTBUHU
¢ TpynoBbsiM koaexcom P® He siBnsieTcss 00s3aTeNbHBIM, MOTYT ObITh BHECEHBI B
JIMYHOE JIEJI0 TOJIBKO C COTIacHsi pabOTHUKA.

3.4. Kagposas cnyx6a MHcTHTyTa 00s3aHa OOECIEUUThH 3aIUTy MEPCOHATBHBIX
JAHHBIX paOOTHUKA.

3.5. PaGoTHMK 00s513aH TPENCTaBISATH B MECAUYHBIM CPOK B KaJpOBYIO CIIYXOy
CBeJiIcHUsI 00 HM3MEHEHHUU CBOEr0 CEMEMHOIro IOJIOKEHUS, MEeCTa KHUTEIIbCTBA,
HOMepa TeneoHa, OTHOIIEHUSI K BOMHCKOM city»k0e, 00pa30BaTeIbHOTO YPOBHS U
IpPYrUe CBEICHUS, BKIFOYAEMbIE B IMYHOE JEJO.

4. YBOJIbHEHUE PABOTHHUKA

4.1. YBonbHeHHE paOOTHUKA MPOU3BOJIUTCS MO OCHOBAHUAM, MPEIYyCMOTPEHHBIM
TpynoBeiM  komekcom P®, ¢ coOmtoleHHMEM  yCTAaHOBJICHHBIX  CPOKOB
3a071arOBPEMEHHOTO MUCHbMEHHOTO MPEYIPEKICHUS O MPEACTOAIIEM YBOJIbHEHUH
Y BBIIUIATON YCTAHOBJICHHBIX KOMIIEHCALIUH.

4.2. Bo Bcex ciiydasix THEM YBOJIbHEHHS paOOTHUKA SIBIISETCS MOCIEAHHI I€Hb €T0
pabotsl B HCTHTYTE.

4.3. OdopmieHue yBoJIbHEHUS paOOTHUKA MPOU3BOIUTCS IMyTEM M3AaHUS MIPUKa3a
00 yBOJIbHEHHH 3a TIOJIMUCHI0 TupekTopa MHCTHTYTA.

4.4. B nocnennuii neHb pabOTHI KajapoBas Ciayxk0Oa oOs3aHa BbIIaTh PaOOTHUKY
TPYJAOBYIO KHWXKKY. [10 MICEMEHHOMY 3asiBICHHUIO paOOTHHKA pabOTOMATEh TAKKE
o0s3aH BBIIATh €MY 3aBEPECHHBIC HAJUICKAIUM O00pa3oM KOMHUU JOKYMEHTOB,
CBSI3aHHBIX C pabOTOM.

K noxymeHnTam, cBsi3aHHBIM C pabOTOM, OTHOCATCS KONUHU MpHKa3a O MpUeMe Ha
paboTy, MpUKa30B O MEpPeBOJAX Ha APYryK padoTy, Mpukaza o0 YBOJbHEHUH C
paboOThI; BRIMUCKU U3 TPYAOBOM KHMXKKHW; CIIPABKH O 3apa0OTHOM Miiate, MepHoJie
paboTHI HA MPENIPUATUU U IPYTHE.



Konun 1oKyMeHTOB, CBSI3aHHBIX C paOOTOM, JOKHBI OBITH MOJAMUCAHBI KaIpOBO
CIIy’kO0M 1 3aBEpEHbI IEYATHIO.

4.5. B mocnennuil aeHb paboThl paboTHHMKa (QuHaHCOBas ciyx0a WHctutyTa
00s13aHa MPOU3BECTU C PAOOTHUKOM OKOHYATEILHBIN pacyer.

4.6. B cimyyae ecnu B JieHb YBOJbHEHHUs paOOTHHMKA BbIIATH TPYAOBYIO KHUKKY
HEBO3MOJKHO B CBSI3U C OTCYTCTBHEM PAOOTHMKA JMOO €ro OTKa30M OT MOIY4YEHHUs
TPYJOBOM KHMKKM Ha pyKH, KaapoBas ciyk0a HampaBiseT pabOTHUKY
YBEJAOMJIEHUE O HEOOXOAMMOCTU SIBUTHCS 3a TPYIOBOM KHIKKOM OO JaTh
corylacue Ha oTipasieHue ee mno noure. Co AHS HamNpaBiICHUs YBEIOMIIECHHUS
paboToaaTenb 0CBOO0XKIAETCS OT OTBETCTBEHHOCTH 3 3aI€PKKY Bbl1au TPYAOBOM
KHIKKH.
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