MUHUCTEPCTBO NPOCBEIEHUSI
POCCUNCKON ®EJEPALINN
®denepaibHOE FOCY1APCTBEHHOE OroaKeTHOE 00pa3oBaTe/ibHOE YUpeKIeHHe
BbICIIEro 00pa3’oBaHHs
«IMAAPUH CKHHIT OCYI[APCTBEHH]’::II/I IIEI[AFOFI/I‘—IECKHH
VYHUBEPCUTET»

WHCTPYKIIUSI O BEAEHHIO KAJJPOBOI'O IEJIONPOU3BOJICTBA
Y B ®EJIEPAJBHOM I'OCYJJAPCTBEHHOM BIO/UKETHOM
OBEPA30BATEJTLHOM YUPEKIEHAM BBICITETO OBPA3OBAHMSI
IIAJJPUHCKHI1 TOCYIAPCTBEHHBI IIEJATOT HYECKAH
YHUBEPCHUTET»

Ilagpunck
2020




DenepalibHOE TOCYIAPCTBEHHOE OIOKETHOE WNHCcTpyKIns 10  BEAEHUIO
o0pa3oBaTenbHOE YUPEkKACHNE BBICIIETO 00pa30BaHUs KaJIpOBOTO

«JagpuHCKH TOCYAapCTBEHHBIH JeTIOTIPOU3BOICTBA
Ne1arorn4ecKuil YHUBEPCUTET»

1. OBIIME ITOJIOXXEHUA

1.1. Hacrosmas WHCTpyKuus MO BEIECHHUIO KaJIpOBOrO JEJIONPOU3BOACTBA B
benepanbHOM rocy1apCTBEHHOM OIOJIKETHOM 00pa30BaTEIbHOM YUPEKIEHUU BBICIIETO
oOpa3zoBanus «lllagpruHckuii TOCYy1apCTBEHHBIN MEarOrHueCKUil YHUBEPCUTET (Janee
— HWHcrpykumsi) sABASETCS  JIOKAJIbHBIM  HOPMATHBHBIM — aKTOM  (peepasibHOro
rOCYapCTBEHHOTO  OIOJKETHOTO  O0pa3oBaTENbHOTO  YUPEKIEHUS  BBICILIETO
obOpazoBanus «lllagpuHCckuii rocygapCTBEHHBIN MEJArorH4ecKuil YHUBEPCUTET (Janee
- LOTTIY).

1.2. Hacrosimast THCTpyKIMs COCTaBJI€HA B 1IEJISIX COBEPIICHCTBOBAHUS PAOOTHI C
KaJIpOBBIMA JOKYMEHTAMHM WU HAIIPABJICHA HA YETKYIO M OINEPATHUBHYIO OpPTraHU3ALUI0
BCEH JIeSITEILHOCTH yIpaBIEHUs KaApOoBOro u ropuauyeckoro odecrneuerus LITTIY.

1.3. HWucTpykuuss  pa3paboTaHa B  COOTBETCTBUHM C  JCHCTBYIOIIMM
3aKOHONAaTenhCTBOM Poccuiickoit ®eneparuu B 00JlacTH  TPYAOBOrO TpaBa M
HOPMAaTUBHBIMU aKTaMU B 00JIACTH OpraHu3alliu AeJONPOU3BOICTBA.

1.4. UHcTpykuMsi yCTaHABJIMBAE€T TEXHOJIOTUIO PabOThl € JOKYMEHTaMH IIO
JUYHOMY COCTaBY U PETJIAMEHTUPYET IpaBUJia CO3/aHusA, OPOPMIICHHUS, YTBEPKACHNUS,
MIPOXOXKACHUS U XPAHEHHUSI KAAPOBBIX TOKyMEHTOB BHyTpHu LITTIY.

1.5. OTBETCTBEHHOCTh 3a OpPraHM3alMI0 KaJIpoOBOrO JEJIONPOU3BOACTBA,
cOOJII0/IEHNE YCTAaHOBJICHHBIX MTPaBUJ U NOpsAKa pabOThl ¢ KAAPOBBIMU JOKYMEHTaAMU B
LIT'TTY Bo3nararoTcs Ha HAYaJbHHUKA OTJIENIA KaJIPOB.

1.6. PykoBoauTenn CTPYKTYpHBIX MOJPA3ICIICHU U OTBETCTBEHHBIC 32 BEICHUE
KaJpOBOT0 JEJIONPOU3BOJCTBA HECYT IEPCOHAIBHYIO OTBETCTBEHHOCTH 34 BBIIIOJIHEHUE
TpeboBaHuil THCTpYyKIIMH, COXPAaHHOCTh HAXOAIINXCS Y HUX CITY>KEOHBIX TOKYMEHTOB.

1.7. llpaBa u 00S3aHHOCTM OTBETCTBEHHOIO 3a BEJIEHHUE KaJIPOBOIrO
nenonpounsBoactea LIT'TTY onpenensroTcs TOMKHOCTHBIMU UHCTPYKLIHSIMHU.

1.8. KagpoBoe 1e101npon3BOACTBO BEAET OTAEI KaIPOB B COOTBETCTBUU C JaHHOU
MHCTPYKIIHUEH.

1.9.0puruHan JaHHOTO JIOKAJIBHOTO HOPMATHUBHOIO JIOKYMEHTa XPaHHUTCS Yy
HavajapbHUKa oTaesa kaapos LITTIY.

1.10. Hacrosmass MHCTpyKLMS BCTYMAET B CHIIy C MOMEHTA BBEJCHUS B JCHCTBUE
npukas3om pexkropa LII'TIY u gerictByeT 10 €ro OTMEHHI.

1.11. N3meHenus B HacTosAlmyr MHCTPYKUMIO BHOCITCS IPHUKA30M PEKTOpa
LTTIY.

2. JOKYMEHTHUPOBAHUE KA/IPOBOI'O AEJIOITPON3BO/JICTBA

2.1. KagpoBoe AeOonpou3BOJICTBO OCYIIECTBISIETCS B BUJE OPraHU3ALMOHHBIX,
pactopsAIUTEILHBIX U MH()OPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB.

2.2. OpraHu3alMoHHBIE JTOKYMEHTBI PETIAMEHTUPYIOT CTPYKTYpYy, 3aJaud M
byukiuu LITTIY u ero CTpyKTYpHBIX TOApa3AcieHUM, mpaBa, OOSI3aHHOCTH H
OTBETCTBEHHOCTh PYKOBOJUTEIIEH U CIIELIUAIHMCTOB.
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2.3. K OCHOBHBIM OpraHU3alMOHHBIM JJOKYMEHTAM OTHOCSTCS:

- yCTaB

-T0JIOXKEHHE 00 yueOHOM 3aBEICHUHU, O CTPYKTYPHBIX MOAPA3ICICHUAX

-IITATHOE pacluCaHue

-TpaBUjIa BHYTPEHHETO TPYIOBOTO paclopsiaKa

- KOJUIEKTUBHBIN JOTOBOP

- IOJI0KEHUe 00 orare Tpya

- TIOJIO)KEHHE OO0 YCTAaHOBJICHWW CTHMYJIHMPYIONIMX BBIIJIAT TOCTOSHHOTO,
CPOYHOI0, ¥ Pa30BOTO (ITPEMHUAIILHOI0) XapaKTepa

-IOJDKHOCTHBIC HHCTPYKITHH.

[Ipn HEOOXOMMMOCTH TPUMEHSIOTCS W APYrHe OpraHU3alMOHHBIC JTOKYMEHTHI
JUIS PEIICHHs BO3HUKAIOMIMX TIPOoOJieM BO B3aWMOOTHOIICHUSAX C paOOTHUKAMU
(monoxeHne 00 AaTTeCTAIMOHHON KOMHCCHUH, MOJIOKEHHWE O 3allluTe MEePCOHATBHBIX
JAHHBIX PaOOTHUKOB, UHCTPYKIUA 110 TEXHUKE 0€30MacHOCTH U Ap.).

2.4. K pacnopsauTelbHbIM JOKYMEHTaM OTHOCSITCS TPHUKa3bl IO OCHOBHOM
NESATETLHOCTH, B KOTOPBIX OTPa)XalTCS BOMPOCHI pPabOTHI C KaapaMu, a TaKkxKe
JIOKyMEHTBl TIO JIMYHOMY COCTaBYy, KOTOPBIE€ OTPAXKalOT KOHKPETHBIC CHUTYaIlHH
MPOIIECCOB JBMKEHUSI KaJapoB, WX Yyd4eTa, OIEHKH U T.a. K Takum JIOKyMeHTaM
OTHOCATCSI TPHUKA3bl MO JUYHOMY COCTaBy, JIMYHBIE KapTOYKU, JIMYHBIEC JIeNa
pabOTHUKOB, TPYIOBOM JOTOBOP, TPYAOBBIC KHIKKHU U JIP.

[Ipuka3el IO OCHOBHOMW NIEATEILHOCTH JOJIKHBI XPAHUTHCS M PETHCTPUPOBATHCS
OTJICTPHO OT MPUKA30B MO JTUYHOMY cocTaBy. [Ipuka3bl Mo TUYHOMY COCTaBY M3IAIOTCS
o yaudunupoBanHeiM ¢popmam ['ockomcrara (T-1,T-1a,T-5,T-5a,T-6,T-6a.T-8,T-8a,T-
9,T-9a,T-11,T-11a). .[lonmyckaercsi odopmMiieHre TPUKA30B MO JHUYHOMY COCTaBy (O
HAJIOKCHUH JTUCIUIUTMHAPHBIX B3BICKAHWM, O CMeHe (GaMWINM, O 3aMElIeHUH, O
coBMenieHnu mnpodeccrii U T.M.) Ha OMaHke ycTaHoBieHHOro obpasma B ILITIY, Tak
KaK yHHQPUIIIPOBAHHBIC (POPMBI MPHUKA30B HE OXBATHIBAIOT BCE KAJPOBBIC OTICPAIIHH.
[Tpu odopmiieHnH MPUKA30B O JUYHOMY COCTaBY UCIOJIb3YETCS] CUCTEMA WHJEKCAIIHH,
OHa MO3BOJISIET OTJIMYUTH MPHUKA3bl M0 JUYHOMY COCTaBYy MO cpokam xpaHeHus. MHaekc
«JIC» mpubaBinsieTcs K HOMepy MPUKa30B co cpokoM xpanenus S50 ser, unaexkc «K» - k
HOMEPY IIPUKA30B CO CPOKOM XpaHEHUs S JIeT.

2.5. K undopMaiioHHO-CIIPaBOYHBIM JOKYMEHTAM OTHOCSATCS: aKThl, CIPABKH,
JOKJaJHble M OOBSICHUTENbHBIC 3alMCKH, MPOTOKOJBI 3aceIaHHil aTTeCTAllMOHHOM
KOMHUCCHUH, 3asBICHUS, TpadUKH EXKETOJHBIX OTIYCKOB U JAPYTHE JTOKYMEHTHI,
coJieprkalie HH(POPMaIIMOHHO-CIIPABOYHBIE JAHHBIE 0 BOMPOCaM pabOThI ¢ KaJpaMHu.

3. OCHOBHbLIE TPEBOBAHN A K O©POPMJIEHUIO KA/IPOBBIX TOKYMEHTOB

3.1. Kanposeie mokymeHtsl, kKotopbie co3marorcs B III'TIY, momxHBI OBITH
NPENebHO KPATKUMHU U SICHBIMH TI0 COJEPIKaHHUIO, BCECTOPOHHE OOOCHOBAHHBIMU, HE
JIOMYCKAIOIUMU Pa3INIHBIX TOJIKOBAHHIA, OTPEAAKTHPOBAHBI.
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OTBETCTBEHHOCTh 3a KaueCTBO IOJAIOTOBKM JOKYMEHTOB M JOCTOBEPHOCTH
COACPKAIMXCS B HHUX CBEICHHM BO3JIaraeTcsd Ha JML, ITOATOTOBHUBIIMX,
3aBU3UPOBABIINX U NOANMUCABIINX TAKUE JOKYMEHTHI.

3.2. bnaHk# OpraHu3alMOHHO-PACTIOPAIUTENBHBIX KaJPOBBIX TOKYMEHTOB.

Bce Buabl OpraHuM3alimOHHO-PACHOPSAIUTENBHBIX JOKYMEHTOB II€YaTalOTCA Ha
OJlaHKax YCTaHOBJIEHHOTO 00pa3ia:

- Onank npukasa (cMm. Ans6om dpopm qoxkymenTtoB HIT'TIY);

- o0t 6mank HIT'TTY (cMm. Tam xke).

3.3. [lara nokymeHTa.

JlaTol TOKyMEHTa SIBJSIETCA Jara €ro NOANMCaHuA; Uil JOKYMEHTA,
npuHUMaemMoro YdesnoiM cosetoMm III'TIY - nara ero npuHATHS; I YTBEPKIAAEMOTO
JNOKyMEHTa - JaTa YTBepkAeHUsA. I TOKYMEHTOB, COCTABJIEHHBIX COBMECTHO C
HECKOJIBKUMHM OpPTaHMU3alUsIMHU, JAaTOM JOKYMEHTa SIBJSIETCSA JaTa NOANMCAHUA €r0
nocJeAHeN opranu3aiuen (10ropop, akT, OTYET U T.I1.).

3.4. CornacoBanue kajpoBoro gokymenta IIT'TIY.

JInst  OLEHKM KaJpoOBOIO JOKYMEHTA, €ro COOTBETCTBUA JACUCTBYIOLIEMY
3aKOHOJATEIbCTBY U IIPABOBBIM AKTaM IIPOBOJIUTCS COTJIACOBAHUE TAKOTO JOKYMEHTA.

CornacoBaHue KaJpoBOIO JOKYMEHTa  OQOpMIISIETCS IyTEM BH3UPOBAHUS
IIPOEKTA JOKYMEHTAa PYKOBOJMTEJIEM CTPYKTYPHOIO IOJpasjieiieHus. Brusa BKiIro4yaer B
ce0st TMYHYIO OJIUCH, €€ paciiu(pOBKY U JaTy BUSHPOBAHUS.

Buza mpocraisercs Ha dK3eMIUISIpax KaJpOBBIX JOKYMEHTOB, OCTAIOLIMXCS B
OTZEeNie KaJpOB, Ha TOCIEIHEM JIMCTE KaApoBOro nokymeHta. [Ipu HeoOxoaumocTH
TOKyMeHT cornacyercs ¢ ropuctom HIT'TTY, Oyxrantepuei u ¢ IpyruMu CTPYKTYPHBIMU
noapasaeneHussMu. [IpoeKkTel TNpPUKa30B BHU3HUPYIOTCS HAa IMEPBOM OK3EMIULIPE Ha
000pPOTHOM CTOPOHE MOCIEAHETO JINCTA JOKYMEHTA.

3.5. [lognucanne kagpoBeix JoKkyMeHTOB [IT'TIY.

KagpoBbie nokymeHThl mnoamnuchiBatoTcsi pekropom IIITIY  wunum  nuiowm,
WCIIOJHSIOIIMM €ro 00S3aHHOCTH, B CTPYKTYPHBIX MOJIPA3/ICIICHUSIX IO CHIBAIOTCS
PYKOBOAUTEJIEM CTPYKTYPHOI'O OAPA3ICIICHUS.

3.6. Y 1ocTOoBEpEHUE NEYATHIO.

Ha noxyMeHTax, TpeOymoIMX 0CO00ro YAOCTOBEPEHUS HUX IOJJIMHHOCTH,
CTaBUTCS MEYaTh.

4. JOKYMEHTGBI 110 YUETY KA/IPOB

4.1. TpynoBas KHIKKa paOOTHMKAa — OCHOBHOM JIOKyMEHT O TpPYAOBOH
JESTEIbHOCTH U TPYJOBOM CTake paOOTHUKA. TpyHOBble KHMXKU BEAYTCS B MOPSIKE,
npenycMoTpeHHOM  «[IpaBuiiaMu  BeneHUsT M XpaHEHHsS TPYIOBBIX  KHUXKEK,
U3rOTOBJICHUSI OJIAHKOB TPYJIOBOW KHIDKKM M oOecredeHus HMH padoTodaTenciiy,
yTBepKJAeHHbIMU TTocTaHoBNeHueM IIpaButennscTtBa PO ot 16 anpens 2003 r. Ne 225 (¢
u3MeHeHus MU OT 6 ¢geBpais 2004 r.).



®denepanbHOE TOCYIapCTBEHHOE OIOKETHOE WHCTpyKIMsT 1O  BEICHUIO
o0pa3zoBaTenbHOE YUPEkKICHHE BBICIIEr0 00pa30BaHuUs KaJ[pOBOTO

Wy «llagpuHCKM# TOCY1apCTBEHHbINA JICIIOTPOU3BOJICTBA

J¢5  menarormueckuii yHUBEpCHTET»

4.1.1. C 01 suBaps 2020 roma mms padoraukoB IIITIY dopmupyercs
AIIEKTPOHHASI TPYZOBas KHIDKKA, JUIsI 3TOro pabOTHUKAM HEOOXOAMMO TOJaTh
NUCHbMEHHOE 3asBJICHUE O MPOJIODKEHUHU BEACHUS OyMa)KHOW TPYAOBOM KHMXXKH, JTHOO
O TMpEKpalleHUW BEACHUS TPYAOBOM KHIKKM M Iepeady CBEICHUN TOJBKO B
AIIEKTPOHHOM BUJIE.

4.1.2. PaboTHHKaM, HE MOJABIIMM MUCHBMEHHOE 3asBICHHE O MPOAOLKEHUU
BEJICHUM TPY10BOM KHMKKH 10 31.12.2020 roma, TpyA0BbIE KHH>KKU BBIIAIOTCA HA PYKH
(paboTomaTenb OCBOOOXKIAETCSI OT OTBETCTBEHHOCTH 3a UX XpaHEHHUE), a CBEJICHUS O
TPYJOBON JI€ATENTbHOCTH PAOOTHUKOB OyAyT BECTUCh B DJJIEKTPOHHOM Buze. s
BIlepBbIe NocTynuBIIMX Ha padoty ¢ 01.01.2021 roga OymaxHas TpyAoBasi KHUXKKA HE
3aBOJIUTCA.

4.2. JInyHOE €710 — COBOKYIHOCTh JOKYMEHTOB, COJIEPXKAILIUX MOJTHbIE CBEACHUS
O pabOTHHKE W €ro TPYAOBOW JeATEIbHOCTH. JIMuHBIE nena BeayTcsl C ULEJbI0
KOHLIEHTpauu Bcell HHPopManuu o0 OJHOM paOOTHHKE B OTACIBHOM KOMILIEKCE
(mocnwe).

4.2.1. Jlnunsie nena BemayTcs Ha Becex paboTHukoB LITTIY.

4.2.2. Jlnanoe neno ohopmiiIeTcs MOCie U3IaHus MpuKas3a o mpueMe Ha padoTy,
dbopmMupyeTcss B TEUYCHHE BCEr0 Cpoka paboThl pPaOOTHWKA U JIOMOJIHSCTCS
JOKYMEHTaMH, XapaKTePU3YIOIHUMH TPYIOBYIO AEATEIBHOCTD.

4.2.3. JIuunblie nena pabOTHUKOB XpaHarca S50 JeT, pyKoBOAUTENEH OpraHu3aIuu
— IOCTOSIHHO.

4.2.4. JluuHble nena XpaHATCA B OTAENE KaApOB Kak JOKYMEHTBI CTPOrOM
OT4eTHOCTH. OTBETCTBEHHOCTh 32 XpaHEHUE JIMYHBIX JIeJl BO3Jaraercs Ha
OTBETCTBEHHOTO 3a BEACHUE KaJpOBOr0 JEJIONPOU3BOJICTBA PaOOTHUKAMHU OTAEIa
KaJIpOB.

4.3. XKypHanel (KHUTH) ydyeTa — JOKYMEHTHUPOBAaHUE OCHOBHBIX OIEpaluil IO
JBUKEHUIO IMYHOro cocTaBa. K ydeTHBIM TOKyMEHTaM OTHOCSITCSL:

- TuyHbIe KapTouku ¢.T-2;

- )KypHaJ perucTpal NPUKa30B MO JIMYHOMY COCTaBY;

- )KypHaJ pEeTUCTPaLK TPYAOBBIX I0TOBOPOB;

- )KypHaJl pETUCTpallMU JUCTKOB HETPYIOCIIOCOOHOCTH;

- TPY10BbI€ KHUKKH PaOOTHHUKOB;

- KHHATa y4eTa ABUKEHUS TPYAOBBIX KHMKEK U BKJIAJIBIIIEH K HUM.

4.3.1. Jlnunas kaprouka pabotnuka LII'TIY odopmusercs ynuduumpoBaHHON
dopmori T-2. JlnyHas kapTOUyka 3amoONHSIETCS PAOOTHHKOM OTJAENa KaIpoB B OJHOM
IK3EMIUISIpe, OT pyKd (pa3bopuuBo), JaHHBIE (OPMYIUPYIOTCS TOJHOCTHIO, 0Oe€3
COKpAallleHHI Ha OCHOBAHMM COOTBETCTBYIOIIMX JOKYMEHTOB (IacnopTa, TPYAOBOM
KHIDKKH, BOGHHOTO OMJjIeTa, TOKyMeHTa 00 00pa3oBaHuM | JIp. ).

Bce mocnenyrone n3MeHeHus1 B aHKETHO-OMOTrpaMuecKnX U YUETHBIX JTaHHBIX
padotauka HIT'TTY gomKkHBI CBOEBPEMEHHO OTPaXaThCsl B IMYHON KapTOUKE.

4.3.2. PaboTHUK OTHena KaJpoB B YYETHBIE >KypHaJIbl BHOCUT MPHUKA3bl IO
JMYHOMY COCTaBY O IIPUEME, YBOJIbHEHUH, IEPEBOJI€ PAOOTHUKOB, TPYIIOBBIE JOTOBOPHI
pPabOTHHUKOB, MPUEM Ha XPAHEHHUE TPYIOBBIX KHUKEK.
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Bce yuerHble MOKYMEHTHI NpeIHa3HA4YeHbl MJisi OOECHeYeHHs COXPaHHOCTH
cBeneHuii o myHoM coctase LIT'TTY. Onu xpansrcs B teuenue S50 ner.

4.4.1. Tlpu mpekpaiieHuu TPYAOBOTO JOTOBOpa paboTodarenb 00si3aH BBIIATH
paOOTHUKY B JI€Hb YBOJIbHEHHUs (IOCIEAHUN J€Hb PabOTHI) TPYJOBYIO KHUXKKY H IO
NUCHbMEHHOMY 3asIBJICHUIO paOOTHUKA KON JOKYMEHTOB, CBSI3aHHBIX C paboToil (cT.62
TK P®). 3asBnenue coctaBisieTcss pabOTHUKOM B MUCHbMEHHOUW MPOU3BOJILHON (hopme, ¢
TOYHBIM 0003HaYEHHMEM KOHKPETHBIX BHUJOB JOKYMEHTOB, KOIMHUHU KOTOPBIX JKEJIaeT
NOJIYYUTh PAOOTHUK, U OOOCHOBAHHEM COOTBETCTBYIOIIETO TPEOOBAHUSI CCHUIKOM Ha
cT.62 TK PO, u nogaercst He mo3HEE, UEM 32 TPU JHS O AaThl YBOJIbHEHMUS.

4.4.2. TpynoBoil kojekc P® nOmMoNMHUTENBHO MpeaycMaTpUBAEeT OO0S3aHHOCTH
paboronaTesns BbIIaTh PaOOTHUKY:

- HaJIJIeKAIlle 3aBEPEHHYI0 KOMHIO MpHKaza 0 mpueme Ha padoty (4. 2 cr. 68 TK
PO);

- TPYIOBYIO KHUXKY U JpyrHe JOKYMEHTBI, CBSI3aHHbIE C pPaboOTOM, mpH
pPacTOpKEHUU TPYIAOBOTO JIOrOBOpa Mo MHUIMATUBE paboTHUKA (4. 5 cT. 80 TK PD);

- KONHUHU JIOOBIX 3amHUcel, copep:KallluxX MEepCOHaJbHbIE JaHHbIE paOOTHMKA, 3a
HCKIIIOUCHHUEM CITydaeB, MPeAyCMOTPEHHBIX (denepaibHbiMu 3akoHamu (cT. 89 TK PD).

PaGoTonarens 00s13aH BhIIaTh paOOTHHUKY IO €ro TpeOOBAHUIO KOMUHU CBSI3AHHBIX
C paboTOM JOKYMEHTOB B TEUYEHHE TpeX AHEH cO JHS MOJaud COOTBETCTBYIOLIETO
3asBJeHus1 6e3 TpeOoBaHUs ¢ paOOTHHKA IJIATHI.

4.4.3. YnocToBepeHHE KOMWil, CBSA3aHHBIX C pabOTOW MPOU3BOJUTCS OTAEIIOM
KaJIpOB.

5. COCTABJIEHUE HOMEHKIJIATYPBI AEJI 1 ®OPMHWPOBAHUE IEJI

5.1. Opranuzanys JDOKYMEHTOB B KaJPOBOM AEJIONPOU3BOACTBE MPEACTABISET
c000if COBOKYITHOCTb BUIOB padbOT, 00ECIEUUBAIOIIUX COXPAHHOCTh, CUCTEMATU3AIUIO
JOKYMEHTOB, (popMHUpOBaHUE U OPOPMIICHHE €Nl B KaAPOBOM JEIONPOU3BOJCTBE U UX
nepenauy B apxuB III'TIY B coorBercTBUM ¢ TpeOOBAHUSIMH, YCTAHOBIECHHBIMU
rOCyJapCTBEHHBIMU CTaHAApTaMU Ha JOKYMEHTHI, a TakKkKe METOJAUYECKUMHU
JIOKyMEHTaMU 110 apXUBHOMY JIETY.

OcHOBHBIMH BHJaMH pPabOT, OOECHEUYMBAIOUIUMHU MPABWIBHYIO OpPraHU3AIMIO
JIOKyMEHTOB B KaJpOBOM JEJIONPOU3BOJICTBE, SIBISIOTCS COCTaBJIEHHE HOMEHKJIATYPbI
nen u popMupoBaHUE eIl

5.2. HomeHknarypa Jieq - CHCTEMAaTU3UPOBAHHBIN MTepeYeHb HAMMEHOBAHUM JIEl,
3apogumbix B LIITIY, ¢ yka3zaHueM CpOKOB UX XpaHEHHUs, OQPOPMIICHHBIN B
YCTaHOBJICHHOM IOPSIJIKE.

HomeHnknatypa gen  mnpegHa3HayeHa Uil OpraHu3alid  TPyNIUPOBKU
VCITOJIHEHHBIX JIOKYMEHTOB B JI€JIa, CHCTEMATU3aLMU U Y4€Ta JIeJl, ONPEIEIEHUS CPOKOB
UX XPAaHEHHS W SIBISIETCA OCHOBOW I COCTABJICHHMSI ONUCEH JIeJl MOCTOSSHHOIO U
BpeMeHHOTO (cBbiie 10 jeT) XpaHeHus1, a TakKe I ydeTa Jei BpemeHHoro (1o 10 et
BKJIFOUUTENILHO) XPaHEHHUSI.
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5.3. I'pynnupoBKa HCIOJHEHHBIX JOKYMEHTOB B J€Ja OCYIIECTBISETCS B
COOTBETCTBUHM C HOMEHKJIATYPOH AEN.

[Tpu dhopmupoBaHnU €1 HEOOXOIUMO COOTIOAATH CIICTYIONTUE TIPABUIIA:

- IOMEIIATH B JIEJI0 TOJIBKO UCIIOJIHEHHBIE, IPABUIIHBHO 0(OPMIICHHBIE JOKYMEHTHI
B COOTBETCTBHUH C 3ar0JIOBKaMH JIE€JI 10 HOMEHKJIATYPE;

- IIOMEIaTh BMECTE BCE JOKYMEHTBHI, OTHOCSIIMECS K Pa3peUICHUIO OIHOTO
BOIIPOCA;

- TpynmupoBaTh B JE€JIO0 JOKYMEHThl OJHOIO KaJ€HJApHOrO Troja, 3a
HCKJIIOUCHUEM MEPEXOASAIIUX JET;

- pa3ieNbHO TPYNNUPOBATH B J€ja JOKYMEHTHI MOCTOSIHHOTO XPaHECHUS W
BPEMEHHBIX CPOKOB XPaHCHHSI.

B neno He M0mKHBI MOMEMIATHCA JOKYMEHTHI, MOJIeKAIIMe BO3BPATY, JUIIHUAEC
AK3EMILISIPBI, YEPHOBUKH.

5.4. C MOMEHTAa 3aBEICHUA U JI0 MEpeaady B apXuB Jiejia XPAHATCS O MECTY HX
dbopmupoBaHuUs.

Brigaua pgen  apyrum  moapasneNieHUsM WM CTOPOHHHUM — OpraHU3alsM
MPOM3BOJUTCS C pa3pelieHus] pykoBojcTBa. Ha BblIaHHOE A€510 3aBOAMTCA Kapra -
3ameHuTeNb aena. CTOpOHHUM OpraHu3alysM Jena BbIIATCS M0 aKTaM.

N3paTHE OOKYMEHTOB W3 JE€d NOCTOSSHHOIO XPAaHEHWs JIOMYCKAETCA B
VCKJIFOUUTENBHBIX CIy4asx W NOpOU3BOAUTCS C paspewmeHus pekropa HITTIY, ¢
00s13aTeNIbHBIM OCTaBJICHUEM B JIEJI€ 3aBEPEHHOM KOMUU JOKYMEHTA M aKTa O MPUYMHAX
BbIJIAYM MOJINHHUKA.

6. [IOPAAOK ITOAI'OTOBKHU U ITEPEJJAYN JEJI HA XPAHEHUE B APXIB
YHUBEPCUTETA

6.1. s onpeneneHust EHHOCTH KaIpOBBIX TOKYMEHTOB C ILI€JIbI0 0TOOpa MX Ha
xpanenue B apxuB LII'TIY u ycTaHOBIEHUSI CPOKOB XPAHEHUS MPOBOJUTCS IKCIIEPTH3A
[IEHHOCTH JOKYMEHTOB.

OT00p KaapoOBBIX AOKYMEHTOB MJIsi IOCTOSHHOTO XpaHEHHs IPOBOAUTCS Ha
OCHOBaHUU TEPEeYHEl JOKYMEHTOB C YKa3aHWEM CPOKOB MX XPAHEHUS ¥ HOMEHKIIATYPBI
JIeJT TIyTeM MOJMCTHOTO MTPOCMOTpa Jedl.

[To pe3ymnpraTtam SKCIEPTU3BI IEHHOCTH JOKYMEHTOB COCTABIISIOTCSI OMUCH JEI
MIOCTOSIHHOTO, BPEMEHHOTO XpaHEHHS W M0 JIMYHOMY COCTaBy, a TakKe aKThl O
BBIJICTICHUY JIE)T K YHHYTOXKCHHUIO.

6.2. Ha 3aBepiueHHbIE /1€71a TOCTOSHHOIO, BpDEMEHHOI'O XPAHEHUS U MO JUYHOMY
COCTaBy, MPOIISANINE OKCIEPTU3y IEHHOCTH, OQOPMIIEHHBIE B COOTBETCTBUH C
HACTOSIIIUMU TPEOOBAHUSIMH, €KETOAHO COCTABIISIOTCS OMHCH.

[Ipu cocTaBieHnn ONMUCH A€M COOJIIOTAOTCS CIIEIYIONTUE TPEOOBAHUS:

- 3arojJIOBKM [ BHOCATCS B ONHCh B COOTBETCTBHHM C MPHHITONH CXEMOM
CHCTEMAaTH3allMd Ha OCHOBE HOMEHKJIATYPHI JIEJT;
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- rpadpl ONUCH 3aMOJIHAKOTCS B TOYHOM COOTBETCTBHUM C TEMH CBEACHUSIMH,
KOTOPbIE BHIHECEHBI HA 00JIOXKKY Jea.
OmnucH 1e1 COCTaBIISIFOTCS 110 YCTAaHOBJICHHOM (JOpME B TpEX SK3EMILIAPaX.
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7. OCOBEHHOCTH O®OPMIJIEHUA JOKYMEHTOB 110 OTAEJIbHBIM
KAJIPOBbIM ®YHKIIMAM

7.1. [Ipuem Ha paboTy

7.1.1. loxymeHTbI, He0OX0AMMBbIE TTPH 0(HOPMIICHUH ITpHueMa Ha paboTy.

7.1.1.1. IlepeyeHb JOKYMEHTOB, CO3JJaBAEMbIX OTJIEJIOM KaJpOB B COOTBETCTBUU C
TPYJOBBIM 3aKOHOAATEIIbCTBOM:

- TPYIOBOM JOTOBOP

- IpYKa3 o npruemMe paboTHHKA Ha paboTy

- nmnyHas kaprouka (popma Ne T-2)

- JIMYHOE JIEJI0

- CBEJCHUS O TPa)KJTaHUHE, MOJJIeKAIEM BOUHCKOMY YYETYy W MPUHATHUU €ro Ha
paboTy (1151 UL, TOAJICIKAIIUX BOMHCKOMY YUETY).

7.1.1.2. Tlepeuenb HEOOXOAUMBIX PETUCTPAITMOHHBIX (POPM:

- )KypHaJI pETUCTPAIIUU TPYJOBBIX JOTOBOPOB

- JKypHaJI perucTpaIyy nNpuKa3oB no auaHoMy coctay (JIC)

- Knura ydera nBmkeHus! TpYAOBBIX KHIKEK U BKJIQIBIIICH B HUX

- TUCTHI O3HAKOMJICHHS pa0OTHUKOB C JIOKAJIbHBIMA HOPMATUBHBIMH aKTaMHU.

7.1.1.3. IlepeueHb AOKYMEHTOB, NPEABSIBISAEMBIX JHIIOM, MOCTYNAOIIUM Ha
paboty:

- IMYHOE 3asiBJICHUE

- MACTIOPT WJIK MHOM TOKYMEHT, yJIOCTOBEPSIIOLIUHN JIMYHOCTh

- TpyJlOBas KHI)KKA, 3a MCKJIIOYEHHUEM CIIy4aeB, KOIJa TPYIOBOM IOrOBOP
3aKJIIOYAETCS BIEPBbIE WM PAOOTHUK TOCTynmaeT Ha paboTy Ha YCJIOBHSX
COBMECTUTEIBCTBA

- CTPaxoBOE€ CBHUJIETEIBCTBO I'OCYIAPCTBEHHOIO IEHCUOHHOT'O CTPAXOBaHUS

- JIOKYMEHThl BOMHCKOTO y4eTa (Jisi BOGHHOOOSI3aHHBIX W JIMII, MOJICKAIUX
MPU3BIBY Ha BOCHHYIO CITYKO0Y)

- CBUJIETENICTBO O MOCTAHOBKE HA y4eT B HasioroBoM oprane (MHH)

- JOKyMEHTBbl 00 00pa3oBaHWU, O KBaTU(UKAIMU WM HAIWYUU CIEIHAIBHBIX
3HAHUM - TpU TMOCTYIUIGHMH Ha palboTy, TPEOYIOIIYIO0 CHEIHaNbHBIX 3HAHUM WIN
CHEIUAIBLHON MOJrOTOBKH

- CIIpaBKa 00 OTCYTCTBUH CYAMMOCTHU | (WIH) aKkTa yroJOBHOTO MPECIICIOBAHUS
A100 O MPEKPAIIEHNUN YTOJIOBHOIO MPECIIEI0BAHHUS.

7.1.1.4. 1lpu 3aKJIfOYEHHH TPYAOBOIO JOTOBOpAa BIEPBBIE TPYAOBas KHHUYKKA
oopmIIseTcs CIeNUaNuCcTOM 0 KajapaM. B ciaydae oTCyTCTBUS Y JIMIIA, TOCTYAOIIETO
Ha paloTy, TPYAOBOW KHIKKH B CBSI3U C €€ yTEepeH, MOBPEKICHUEM WM 0 WHOU
OpPUYMHE, MO0 MHCBMEHHOMY 3asBJICHUI0 3TOro Jmna ( C YyKa3aHUEM MPUYHHBI
OTCYTCTBHSI TPYIOBOM KHIKKH ) O(OPMIISIETCSA HOBAs TPY10Basi KHUKKA.

7.1.2. Ilpedsapumenvubiii MeOUYUHCKULL ocmomp (0bciedosarue).



DenepalibHOE TOCYIAPCTBEHHOE OIOKETHOE WNHCcTpyKIns 10  BEAEHUIO
o0pa3oBaTenbHOE YUPEkKACHNE BBICIIETO 00pa30BaHUs KaJIpOBOTO

«JagpuHCKH TOCYAapCTBEHHBIH JeTIOTIPOU3BOICTBA
Ne1arorn4ecKuil YHUBEPCUTET»

7.1.2.1. Ilpu npueme Ha paboOTy, paOOTHHMK JOJDKEH MPONTH MpeaBapUTEIbHBIN
MEJIUIIMHCKUN OCMOTp, 3aKIIOYEHHUE O MPOXOKIECHUU MENOCMOTpa MPEACTaBUThH B
OTJIEJ KaJpOB.

7.1.3. [lopsiook u cpoku ogopmaerus 00OKyMeHmos.

7.1.3.1. Tlpuem Ha paboTy HAYMHAECTCS C TPEIOCTABICHUS COUCKATEIEM
3asBJICHUSI O MpueMe Ha paboTy. 3asBIEHUE MUIIETCS OT PyKU, oOpasell 3asBIICHUS
HAaxXOJUTCA B aimbOoMe (opM JTOKYMEHTOB OTHAeNla KaapoB. 3asBICHHWE BU3UPYETCS
PYKOBOJMTENIEM CTPYKTYPHOIO Mojpa3aeneHus ¢ popmynupoBkoi « CoriacoBaHo» WM
«He Bo3paxkaw»;  (UHAHCOBO-DKOHOMHUYECKUM YIIpPaBJIECHUEM IO OIUlaTe TpyJa
MPUHUMAEMOTO pabOTHUKA U TepeaeTcsl B OTIAEN JEIONPOU3BOACTBA U KaHIEISIPUU
JUTSL pE30JTIIOLIUU PEKTOPA.

7.1.3.2. Jlo mnoamnucaHus TPYAOBOrO JOTroBOopa pabOTHUK JIODKEH OBITh
O3HakOMJIEH moxa mnoxanuck ¢ Ycraom [IITIY, KOMIEKTUBHBIM JTOrOBOPOM U
JIOKJIbHBIMUA HOpMaTUBHBIMU akTamu LITTIY:

- IPaBWJIAMU BHYTPEHHETO TPyAOBOro pacnopsaka IIT'TIY

- TIOJIO’KEHUEM O 3aIlUTEe IEPCOHATBHBIX JaHHBIX paboTHukoB IITTTY

- KOJUIEKTUBHBIM JIOTOBOPOM

- IOJI0’KEeHUEe 00 oriare Tpyaa

- TOJIO)KEHHE 00 YCTAaHOBJICHUM CTUMYJIUPYIOIIMX BBITIJIAT TOCTOSHHOTO,
CpPOYHOI0, M pa30BOTO (IPEMHUAIILHOIO) XapaKTepa

- NOJKHOCTHASI UHCTPYKITUSI.

OO0 03HAKOMJIEHMU C 3TUMHU JOKYMEHTAMH JEJaloTCs CIElUUAIbHbIE OTMETKU B
JUCTE€ O3HAKOMJICHUSI C HOPMATUBHBIMM aKTaMU, pPAaOOTHUK pACIUCHIBACTCA B
03HAKOMJICHUU C JJOKYMEHTAMHU.

7.1.3.3. B nenp odopmieHus npueMa Ha pabOTy paOOTHUK MPOXOJUT BBOHBIN
WHCTPYKTQX MO OXpaHE TpyJa B OTJeNie OXpaHbl TPYy/Aa, MEPBUUYHBIN MHCTPYKTAX Ha
pabodeM mecTe, KOTOPBIM MPOBOJUTCS PYKOBOJUTENIEM CTPYKTYPHOIO MOJpa3/iesICHHUs,
B KOTOpOE€ TMpUHUMAETCi paOOTHUK. Pe3ynbrarbl HMHCTpYKTa)ka 3aHOCSTCS B
«KOHTpONBHBIN JIUCT MO TEXHUKE 0€30MaCHOCTHY», MOJAMUCHIBAIOTCS CIEIUATUCTOM TI0
OXpaHe TpyAa, pyKOBOJUTEIIEM CTPYKTYPHOT'O MOJAPa3ICICHUS.

7.1.3.4. TpynoBoit n0OroBOp AOJKEH OBITH OGOPMIIEH HE MO3JHEE IEPBOIO
pabouero JHS WU HE MO3AHEe Tpex pabouux JHEH cO JHS (PaKTUYECKOro TOMYIEHUS
paboTHHKa K padoTe.

TumoBas Qopma TpyaoBoro goroBopa Ajiisi IpemoAaBaTeNeil M COTPYAHHUKOB
HaxomuTcss B AsbpOome ¢GopM JOKYMEHTOB OTAeNa KaapoB. TpyaoBoil JOTOBOP
COCTaBJISIETCSl B MUCBMEHHON ()OpME B JIBYX 3K3eMIUIApax. TeKCT TPyIAOBOTO JOTOBOPA
MOJAMKUCHIBACTCS ~ PAa0OTHUKOM HW  PEKTOPOM  YHUBEpPCUTETA WU JIUIOM,
YIOJHOMOYEHHBIM [IJI1 TOAMNMCAaHUSI TPYAOBBIX J0roBopoB. Ilocne mnoanucanus
TPYJIOBOTO JIOTOBOpa OOEMMH CTOpPOHAMH TPYAOBOWM JOTOBOP PETHUCTPHUPYETCS B
KypHaJIE PETUCTPAIIH TPYAOBBIX JIOTOBOPOB B TOT K€ paOOUHii ICHb.

OpauH >K3eMIUISp TPYAOBOIO JI0rOBOpa nepenaercs pabOTHUKY B T€UEHUE OJHOTO
pabodero JHA TMOCJIe perucrpanuu (HE TMo37aHee Tpex pabouux JHEW mocle
noAnucanusi). PaOoTHUK MOANMKCHIBaET 00a AK3EMILISIpa JOTOBOpa, MPOCTABISAET AaTy U
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CTaBUT MOJIUCH B MOJYYEHUU TPYIOBOTO JIOrOBOpA HA 3K3EMIUIAPE, XPAHSIIEMCS B
OTJIENIE KaJapOB.

7.1.3.5. Ha ocHOBaHHMM 3aKJIOYEHHOIO TPYIOBOIO JOTOBOpa M 3asBIICHUA
paOOTHHKA B TEYEHHE OJHOTO pabodero JHS M3AAaeTCs MpUKa3 O MpueMe pabOTHUKA Ha
paboty. [Ipuka3 odopmisieTcs crienuagiucToM Mo Kajapam o YHUPUIMPOBAHHOU Gopme
Ne T-1, Ne T-1a, ytB. moctanoBienuem ['ockomcrata Poccuu ot 05.01.2004 Ne 1 «O6
YHU(PHUIIMPOBAHHOW (popMe MEPBUYHON TOKYMEHTALIMU 10 YUETy TpyJa U €ro OIIaThl»,
coziepkaiteiicss B Ainb0oMe popM TOKYMEHTOB OTJENa KaJIpOB U MEPEJAETCs PEKTOPY
LITTIY. Ilpuka3 o npueme pabOTHUKA MOJMUCHIBAETCS PEKTOPOM U PETUCTPUPYETCS B
KypHaJIe PETUCTPALNU TPUKA30B TI0 JTUYHOMY COCTaBY.

C mpukazoMm o mpueme Ha padoTy pabOTHHUK JOJKEH OBITh O3HAKOMIIEH IO
MIOJIMTMCH B TPEXTHEBHBIN CPOK CO JHS (PaKTUIECKOTO Havana paboThl.

Komust mpukaza mepemaercss B (MHAHCOBO-DKOHOMHUYECKOE YIIPABICHHE IS
JnanpHelero ogopmMieHus mpueMa pabOTHHKAa Ha palboTy (IPUCBOCHHE TaOEIHLHOIO
HOMEDPA, JTUIIEBOTO CYETa, YCTAHOBJICHHS 3apab0THOM TIIAThI).

7.1.3.6. Ha ocHOBaHuU NpuKa3a o mpueMe paboTHHKA Ha paboOTy B €ro TPYIOBYIO
KHWKKY BHOCHUTCS 3aIIUCh O IpUEME Ha paboTy.

PaGoTHukam, nmocrynatomuM Ha padoty Brnepsbie 10 31.12.2020 roga, a Takxke
pabOTHUKAM, Y KOTOpBIX TpPYyJOBas KHHUXKKA OTCYTCTBYET M KOTOpbIE OOpaTHIIUCH C
3asiBlIeHHEM 00 O(OpMIIEHUM HOBOM TPYJOBOW KHUXKKH, B TE€UEHHME HEAENU CO JIHSA
npuema Ha padoTy opopmMiIsieTcs TPYy10Bas KHIKKA ASHCTBYOLIEro odpasia.

TpynoBbie KHIKKH, MpeabsBICHHbIE PaOOTHHUKAMHU NpU TpUeMe Ha paborty,
PETUCTPHUPYIOTCS CHENHMATUCTOM MO Kaapam B KHure ydera ABIKEHHS TPYHOBBIX
KHIDKEK M BKJIQBIIIEH B HUX.

7.1.3.7. Cnenuanuct 1o KajapaM B TE€UCHHE JIBYX pabouux AHEH CO JHS U3JIaHUs
npukKaza o mpueMe Ha paboTry oQopMIsIeT IUYHYI0 KapTO4Ky pabOTHUKA 10
yauduimpoBanHoii popme No T-2, comepskarieiicss B AnpOome (GopM JTOKYMEHTOB.
JInyHas kapTOyKa 3amoJIHAETCS B OJJHOM JK3EMIUIAPE B COOTBETCTBUU C MACTIOPTHBIMU
JAHHBIMU W JIOKYMEHTaMH, TPEIbIBICHHBIMA PAOOTHUKOM, MOJAMKUCHIBACTCS
CIEIUAJIMCTOM I10 KagpaM U paOOTHUKOM.

7.1.3.8. B Teuenue Tpex pabouux AHEH CO JIHA MprUeMa Ha padoTy CIEUATUCT IO
KaJipaM o(popMJISIET JIMYHOE JIeJI0 paOOTHHKA.

B cocraB nu4HOrO /1e71a BXOJAT CIeAyIonue JOKYMEHTHI:

- BHYTPEHHSISI OITUCh IOKYMEHTOB Jielia

- TUYHBIN JIMCTOK MO YYETy KaJapoB ¢ ¢oTorpadueit

- aBToOMOrpadus

- BBIIIMCKA W3 PEUICHHs] YYEHOTO COBETa O HA3HAYCHUH HA JOJDKHOCTH IIO
pe3yapTaTaM KOHKYPCHOTO OTOOpa WM BHIOOPOB (M1 HAYYHBIX W TE€IarOrHYeCKHX
pabOTHUKOB)

- KOIKA MpHKa3a o puemMe Ha paboTy

- KOTUHU JOKYMEHTOB 00 00pa30oBaHUU

- TPYAOBOW JOTOBOP
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B Teuyenue Bcero mepuoaa pabOThl B JIMYHOE J€J0 paOOTHUKA BHOCSTCS KOMUHU
MPUKA30B O TMEpeBOjaX, MEPEMEIIEHUAX, KOMUU JOKYMEHTOB O CMeHe (aMuJuu, O
MOBBINICHUN KBATU(UKAINK | TIP.

7.1.3.9. Cneunanuct mo Kajapam 3aHOCHT CBEACHUS O MPHUHITOM pabOTHHUKE B
aBTOMATU3UPOBaHHYIO 0a3y maHHbIX coTpyanukoB III'TIY : ocHOBHBIE HaHHBIE
(®.1.0., HOMEp MEHCUOHHOTO cTpaxoBoro cBuuerenbcTBa, UHH) , nononnutensHbie
CBelleHUsI (1aTa W MECTO pOXKICHHUs, 0Opa3oBaHHE, IO, CEMEWHOE TOJIOKECHHE),
MacIopPTHBIE JaHHBIE, CTaX, MECTO JKUTEJIbCTRA.

7.1.3.10. B nByxHeAenbHbIA CPOK CO JHS IpHemMa Ha paboTy MHXKEHEpP BOECHHO-
YYETHOTO CTOJIa HAIIPABJIAET B BOCHHBI KOMHUCCApUAT CBEJECHHUS O MPUHITOM Ha paboTy
rpakIaHuHe, MOJJIeKaIIeM BOMHCKOMY yueTy. CBeeH s MOAMUCHIBAIOTCS HHKEHEPOM
BOCHHO-YYETHOTO CTOJIa M PEKTOPOM YHUBEpCUTETa, peructpupyrorcs B KypHaie
pEerucTpanuy UCXOIAIIUX JOKYMEHTOB U MEPEIa0TCsl B KAHLEISAPUIO JIJIsI OTIPABJICHUS
M0 TOYTE WJW JIMYHO MPEJOCTABISIOTCS B BOCHKOMAT WH)XEHEPOM BOEHHO-YYETHOTO
CTOJIA.

7.1.3.11. CBenenust o paboTHHKE BHOCATCA B Tabenb yuera pabodyero BpeMeHu 1o
yHUGUIUPOBAHHON (opMe B mMepBbId pabounii aeHb paboTHuka. Tabenp ydera
pabouero BpeMeHH 3aroIHSIETCS OTBETCTBEHHBIM JIMIIOM CTPYKTYPHOTO MOAPA3ACIICHUS
€XKETHEBHO.

7.1.4. Ilpuem Ha paboTy HAYYHO-TIEAATOTMYECKHMX pPAOOTHUKOB HMEET CBOU
OCOOEHHOCTH.

7.1.4.1. 3aKJIFOYEHUIO TPYJIOBOTO JOTOBOPA HA 3aMEIICHUE JOJDKHOCTH HAY4YHO-
MeJarorvueckux pabOTHUKOB, a TakXKe TEepPeBOJy Ha JOJKHOCTh HAay4dHO-
NEJaroru4eckoro pabOTHUKA MPEAIIECTBYET H30paHHE MO KOHKYPCY Ha 3aMEIlleHHE
COOTBETCTBYIOIIEN JTOKHOCTH.

7.1.4.2. Tlpouenypa KOHKypca ONpEAEICHa TPYAOBBIM 3aKOHOAATEIBCTBOM, CT.
332 TK P®, llonoxeHuem 0O NOPSAKE 3aMEMICHUS JIOJKHOCTEM IEeAarornuyecKux
pabotHukoB, otHocsauuxcs K IIIIC, yrBepkaeHHBIM TpuKa3oM MwuHOOpa3oBaHUS OT
23.07.2015 1. Ne 749, wu IlomoxeHWeM O TMOPSAKE 3aMEUICHUS JTOKHOCTEH
neJaroru4eckux padoTHUKOB, oTHocsmuxcs K [T1C, npunaToM Ha 3aceganuu Y 4eHOTo
cosera LII'TIY 20.04.2016 r., npoTtokon Ne 9.

7.1.4.3. B uensix coxpaHeHHs] HEMPEPHIBHOCTH YYEOHOTO MpoIecca JAO0MYCKaeTCs
3aKJII0YEHUE TPYJOBOTO JOTOBOpa Ha 3aMElIeHHE JOHKHOCTU MeAarormyecKkoro
paboTHHKa 0e3 n30paHus MO0 KOHKYPCY MpHU MpuemMe Ha paboTy 10 COBMECTUTEILCTBY —
Ha CpoK He Ooyiee OAHOrO roja, a Uid 3aMEIICHHS BPEMEHHO OTCYTCTBYIOIIETO
paboOTHHKA, 32 KOTOPHIM B COOTBETCTBUHU C 3aKOHOM COXPAHSAETCS MECTO paboOThl — 10
BBIX0/1a 3TOr0 pabOTHUKA Ha padoTy.

7.1.4.4. JlomxHOCTH JIeKaHa M 3aBEIYyIOIIEro Kadeapoi SBISIIOTCS BHIOOPHBIMHU.
[Topsimox npoBeneHUs: BHIOOPOB HAa 3TH JOJKHOCTH omnpenaesieHsl [lonoxenuem o
BEIOOpax Jekana u 3aBenytomero kadeapoit B ®I'BOY BO «Ilagpunckwmii
rOCyJapCTBEHHBIA MEIarornyecKuii YHUBEPCUTET», YTBEPKIECHHBIM YUYEHBIM COBETOM
yHuepcutera 20.04.2016 r., mpoTokosa Ne 9.
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7.2. V3MeHeHHe YCIIOBHH TpPYIOBOTO JOTOBOpa (3a MCKIIOUECHHEM TPYI0BOM
byHKIIUM pabOTHUKA)

7.2.1. VI3MeHeHue YCIOBHI TPYyAOBOTO JOTOBOpa (3a HMCKIIOUYEHHEM TPYAOBOM
@yHKyuu) BO3MOXKHO, KaK 1O COTJIAIICHHI0 CTOPOH (10 MHUIMATHBE paboToaaTelNs N
npockbe pabOTHHMKA), TaK M MO HMHHUIMATHBE paboToaarenss B ciydae, Korjaa Iio
OPUYMHAM, CBS3aHHBIM C W3MEHEHUEM OPraHU3alMOHHBIX WJIM TEXHOJOTHYECKHUX
YCIIOBHM Tpyaa (M3MEHEHUS B TEXHOJIOTUHU MTPOU3BOACTBA, CTPYKTYpHAsk pEOpraHu3alysl
POU3BOJCTBA, JPYrM€ IPUUMHBI) OMNpPEAENICHHbIE CTOPOHAMH YCJIOBHUS TPYAOBOIO
JIOTOBOPA HE MOT'YT OBITh COXPaHEHBI.

Pemenne pexropa III'TIY o0 HEoOXOAUMOCTH W3MEHEHHS OINPEICTICHHBIX
CTOpOHaMHU YCJIOBHI TpyJa odopmisieTcsi MPUKa3oM MO OCHOBHOW aesTenbHOCTH. O
NPEACTOSAUX H3MEHEHMSIX YCJIOBUM TPYJOBOTO JIOTOBOpa, a TaKkKe O MpUYUHAX,
BBI3BABIIMX HEOOXOJUMOCTh TaKUX U3MEHEHHI, HEOOXOUMO YBEAOMHUTh paOOTHUKA B
NUCbMEHHOM (hOpMe HE MO3/IHEE YEM 3a JIBa MeCsIIa.

N3meHenue ycaoBuil TpyAOBOrO JOTOBOPA IO COTIAILIEHHIO CTOPOH BO3MOYKHO B
Ar060€ BpeMmsi, MPeABAPUTEIHHOIO YBEIOMIICHHUS ISl 3TOTO HE TpeOyeTcs.

7.2.2. ]JlokyMeHTbI, HeoOXoaumble TMpu OGOPMICHUM H3MEHEHUS YCIOBUH
TPYJIOBOTO JOTOBOPA.

7.2.2.1. IlepedyeHb JOKYMEHTOB, CO3aBAEMbIX OTAECIOM KaJApPOB:

- TONOJIHUTEILHOE COIVIAIIEHNE K TPYIOBOMY JI0IOBOPY;

- MpuKa3 00 U3MEHEHUH YCIOBUM TPY0BOTO JJOTOBOPA;

- yBellOMJICHHE Pa0OTHUKA 00 M3MEHEHUH YCJIOBUU TPYIOBOTO JOroBopa (eciau
YCIIOBUSI U3MEHSIOTCS 110 UHULIMATHBE pabOTOATENs);

- akT 00 oTKa3ze pabOTHUKA OT O3HAKOMJIEHHUSI C JOKYMEHTaMH (€ciau pabOTHUK
OTKa3bIBAETCS O3HAKOMHTHCS C YBEIOMJIEHMEM OO0 HM3MEHEHUU YCIOBUH TPYIOBOIO
JIOTOBOpA).

7.2.2.2. IlepeueHb HEOOXOAMMBIX PETUCTPALMOHHBIX (POPM:

- )KypHaJl pETUCTPALMHU TPYJIOBBIX TOTOBOPOB U U3BMEHEHUN K HUM;

- )KypHaJl perucTpanuu IpuKas3oB 1o JudHomMy cocray (JIC);

- )KypHaJ pEerucTpalyu yBEAOMICHUM.

7.2.2.3. IlepeueHb JOKYMEHTOB, CO3/IaBAEMbIX pA0OTHUKOM:

- 3asBJEHUE C MPOChOON 00 M3MEHEHHU YCIOBUU TPYAOBOTO OTOBOpa (eciu
YCJIOBHSI U3MEHSIIOTCS 110 MPOCh0e paOOTHHKA).

7.2.3. Iopsigok u cpoku 0hOpMIICHHS TOKYyMEHTOB.

7.2.3.1. Eciu ycioBusi TpPyJOBOIO JOTOBOpa H3MEHSIIOTCS IO WHUIIMATUBE
paboromatens, nmpeaycMoTpeHHbIx 4. 1 cT. 74 TK PO, He mo3mHee ueM 3a Ba Mecsiia
70 BBEACHHS HOBBIX YCIOBHM TpyJda, pabOOTHUKY JODKHO OBITh HAmpaBiIeHO
NUCHbMEHHOE yBeIOMJIEHHE 00 U3MEHEHUH YCIOBHM TPYJOBOTO JOTOBOPA.

VYBegoMIIeHIE COCTaBISIeTCS] B MUCbMEHHOM (hOpMe B JIBYX SK3EMIUIIPaX B CPOKHU,
yKasaHHbI€ B npukase pexropa HII'TIY o BBeneHnn HOBBIX YCIOBUU TPYAA.

Texct yBemomieHUs MOAMMUCHIBACTCS HayalbHUKOM OTAeNa KaJapoB, JIHOO
HAYaJIbHUKOM YIIPABJICHUS KaJPOBOTO U IOPUAUYECKOTO 00ECIICUeHHUsI, PETUCTPUPYETCS
B KypHAaJI€ pETUCTPALlUH YBEIOMIICHUIA.
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VYBenomieHnue BpydaeTcsi pabOTHHKY, paOOTHHUK JlaeT CBOE COIVIACHE WJIU
HECOTJlacue Ha TPOJOJDKEeHHWE pPaboThl B HOBBIX ycnoBusax. OH moamuchiBaeT 00a
AK3EMIUISIPA YBEAOMJICHUSI M PACIKCBHIBACTCS B IMOJYYEHUH YBEIOMIICHUS B JKYpPHAJIE
peructpanuu yBenomieHud. OIWH DSK3EMIUIIp Bpy4aeTcss pabOTHHKY, APYrod -
XPAHUTCS B OTJIEIIE KAJIPOB.

[Ipu oTka3e pabOTHUKA 03HAKOMUTHCS C YBEJOMIICHUEM 00 M3MEHEHUU YCJIOBHUI
TPYAOBOTO JJOTOBOPA COCTABIIAECTCS COOTBETCTBYIOLINN AKT.

7.2.3.2. ]JIonOJIHUTENBHOE COIJIAIIEHWE K TPYIOBOMY JIOTOBOPY JOJKHO OBITh
o(QOpMJIEHO HE MO3JIHEE CIIEAYIONIEro padoyero AHs MOCHE JOCTUXKEHUS CTOPOHAMMU
corJiaieHust 00 U3MEHEHUH YCIOBUM TPYAOBOTO JOTOBOPA.

JIONOTHUTENBbHOE COTJIAlIEHUE K TPYAOBOMY JIOTOBOPY COCTaBIAECTCA B
MUChbMEHHON (DOpMeE B JIBYX AK3EMILISIPAX.

TeKCT NOMOJHUTEIBLHOrO COIMJIAICHUS K TPYAOBOMY JIOTOBOPY IOJIMHUCHIBACTCS
pabotHukoM u pextopom HII'TTY. [Tocne moanucanusi TOKyMeHTa 0OEUMU CTOPOHAMU
JOTIOJIHUTEJIBHOE COIJIAaIEHHE K TPYAOBOMY JOTrOBOPY peructpupyerca B KypHane
pEruCTpalii TPYJAOBBIX JOTOBOPOB U UBMEHEHHI K HUM B TOT K€ pabo4uil IeHb.

OnuH 53K3eMIUISIp JOMOJHUTEIBHOTO COTJIAlleHUs K TPYJOBOMY JOTOBOPY
nepeaaercst paboTHUKY, O YeM JIENaeTCsl OTMETKA Ha IK3EMIUIAPE IOKYMEHTa, KOTOPBIN
XPaHUTCS B OTIEIIE KaIpOB.

7.2.3.3. Ha ocHOBaHMM 3aKJIIOYEHHOI'O JONOJIHUTEIHHOI'O COIJIAIICHUS K
TPYAOBOMY JIOTOBOPY U3/Ia€TCS MPUKa3 00 M3MEHEHUSIX YCIOBUM TPYAOBOTO JOTOBOpA.

[Ipuka3 noanuceIBa€TCS PEKTOPOM U peructpupyercs B JKypHane perucrpanuu
NpuKa3oB No Ju4HOMYy coctaBy. Komusa mnpukasa mnepenaercs B (PUHAHCOBO-
AKOHOMMYECKOE YMPaBJICHUE ISl BHECCHUSI M3MEHEHM OIUIaThl Tpy/Jla pabOTHUKA.

C mpukazoM 00 WM3MEHEHHH YCJIOBUU TPYIOBOIO JOTOBOpa paOOTHHUK JIOJKEH
OBITH 03HAKOMJICH TTOJI TTOTUCH B TPEXTHEBHBIN CPOK CO JHS TIOIMUCAHMS.

7.3. IlepeBoa Ha IPYTYIO IOCTOSIHHYIO paboTy

7.3.1. I[lepeBogoM Ha APYTYIO MMOCTOSHHYIO PaOOTY SBISETCS:

— MOCTOSIHHOE M3MEHEHHE TPYAOBOH (GyHKIMK pabOTHHUKA U (MJIM) CTPYKTYPHOTO
NOJpAa3/IeleHusl, €CM CTPYKTypHOE TOJpas[eeHue ObUIO yKa3aHO B TPYJOBOM
JIOTOBODE;

- IEPEBOJI B APYTYI0O MECTHOCTH BMECTE C pabOTOAaTeNIEM.

[lepeBox Ha IPYTyIO MOCTOSHHYIO pabOTy JOMYCKAETCs TOJIBKO C MHCHMEHHOTO
corjacusi pa0OTHHUKA.

7.3.2. Cnyuyau, B KOTOpBIX paboromarenb o0O0s3aH NPEIIOKUTH PAOOTHUKY
NePEeBOJI Ha IPYTYIO TIOCTOSIHHYIO paboTy:

- HAJIMYWE MEAMIIMHCKOTO 3aKIIOUEHUS O HEOOXOIMMOCTH TepeBoaa paboTHUKA
Ha JIPYTyI0 MOCTOSIHHYIO padoTy (4.l ct. 73 TK PD);

- OTKa3 pa0OTHHKA OT MPOJOIDKEHUSI pabOThI B HOBBIX YCJIOBHSX MPH H3MEHEHUU
paboToiareneM OIpPEEIEHHBIX CTOPOHAMH YCIOBHM TpPYAOBOTO JIOrOBOpa IO
OpUYMHAM, CBSI3aHHBIM C HW3MEHEHHEM OPTraHM3AaLMOHHBIX WM TEXHOJIOTHYECKUX
ycinoBu#t Tpyaa (4. 3 ¢r.74 TK PD);
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- COKpallleHHEe YUCICHHOCTH WIH IITaTa paboTHUKOB opranu3amnuu (4. 3 ¢1.81 TK
PD);

- TIOATBEPXKIEHUE pe3yJbTaTaMH aTTECTallud HECOOTBETCTBHS pabOTHHKA
3aHMMAeMOM JIOJPKHOCTH WJIM BBITIOJIHSIEMOW paboTe BCIIENCTBHE HEIO0CTATOYHOM
kBaymdukanuu (4. 4 ct. 81 TK POD);

- BOCCTaHOBJICHHE Ha paboTe pabOTHHKA, paHee BBIMOJHABILEIO 3Ty padboTy, Mo
pemenuto cyna wiu ['UT (u. 2 ct. 83 TK PO).

B nepeuncnenHsix ciydasx paboTojarenb oO0sf3aH MNPEAJIOKUTh PAOOTHUKY
JIPYTYIO0 UMEIOMIYIOCS y HETO paboTy, KOTOPYIO PaOOTHUK MOXET BBHITIOTHATH C YIETOM
COCTOSTHUSI €T0 37I0POBbS:

- BaKaHTHYIO JOJDKHOCTh WIIM Pa0bOTy, COOTBETCTBYIOUIYIO KBaTH(pUKAIIUU
paboTHUKA;

- BAKQHTHYIO HUKECTOSIYIO UITN HIDKEOTIAYMBAEMYIO padoTy.

7.3.3. JlokymMeHTBI, HeoOXonuMble MpU OGOPMICHUH TEpPeBOAa Ha JAPYTYIO
MTOCTOSTHHYIO padoTy.

7.3.3.1. IlepeueHb JOKYMEHTOB, CO3aBa€MbIX OTACIOM KaJpOB:

- TPEACTABJICHHE O TIEpeBojie (E€CIM TMEepPeBOJ] HOCUT XapakTep MOBBIIMICHUS
paboTHHKA B JOJIKHOCTH);

- IpeIJIo’KeHNE pabOTHUKY O TIepeBojie (eciu padoToAaTeNb 00s3aH MPEATIOKUTh
pabOTHUKY MEPEBOJ] HA IPYTYIO paboTy);

- TOTIOJTHUTEIFHOE COTJaNIeHUE K TPYA0BOMY JOTOBOPY;

- MPUKa3 O MEePeBoJie padOTHUKA HA APYTYIO TOCTOSIHHYIO PadoTy;

- aTTeCTAalMOHHBIA JHCT (B cClly4ae, €CIM MEepeBOJ OCYIIECTBISAETCA IO
pe3yabpTaTtaM aTTecTaluu paboTHUKA);

- TMYHASA KapTOouKa pabOTHHKA,;

- TPyIOBasi KHUKKA;

- IMYHOE JIEN0;

- akT 00 oTKa3ze pabOTHMKA OT O3HAKOMJICHHUSI C JOKYMEHTaMH (eciau paboTHUK
OTKa3bIBAECTCSI O3HAKOMUTHCS C TIPEITIOKEHUEM O TIEPEBOJIE).

7.3.3.2. [lepeueHp HEOOXOAMMBIX PETUCTPAIIUOHHBIX (OPM:

- JKypHaJI pETUCTPaAllMU TPYIOBBIX JOTOBOPOB U UBMEHEHUI K HUM;

- JKypHaJI pEruCTpaliy MPUKA30B M0 JUYHOMY COCTABY;

- JKypHaJl pETUCTPAllMU YBEAOMIICHUN U TIPEITIOKESHUM.

7.3.3.3. IlepeueHb JOKyMEHTOB, CO3/1aBaEMBIX PAOOTHHUKOM:

- 3asIBJICHHE C IPOCKOOH O MepeBo/ie Ha IPYTYIo padoTy;

- BU3a C BBIPAJKEHHUEM COIJIaCHs Ha MEPEBOJ HA MPEMJIOKEHUE O MEPEBOJE, €CIU
paboTonaTenb 00s13aH MPEUIOKUTH MEPEBO HA APYTyI0 paboTy W pabOTHHK COTJIAceH
Ha NIEPEBO/I.

7.3.3.4. IlepeueHb TOKyMEHTOB, IPEIBIBISIEMBIX PAOOTHUKOM:

- MEIUIIMHCKOE 3aKJIIOYeHWEe, BBIAHHOEC B TOPSAKE, YCTAaHOBJICHHBIM
dbenepaibHbIMU 3aKOHAMHU M HHBIMU HOPMATHUBHBIMH MPAaBOBBIMU akTamMu PO;

- pelieHue cyja (B HEOOXOAUMBIX CITydasiX).

7.3.4. Ilopsiiok u cpoku opOpMIICHUSI JOKYMEHTOB.
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7.3.4.1. Ecnu mepeBoj Ha Apyryro pabOTy OCYIIECTBISETCS MO WHULIMATHBE
paboTonaresis M HOCUT XapakTep IMOBBIIIEHUS B JIOJKHOCTH, PYKOBOJUTEIb
CTPYKTYPHOTO TOAPA3/ICICHUS COCTaBIIACT MPEICTaBlIeHne O mepeBoje (cM. AmpOoM
dbopM TOKYMEHTOB OT/IeJIa KaJpoB).

[IpeacraBnenre © TEepeBOAC TMOJIMUCHLIBAETCS COCTaBUTENEM. PaboTHHK
3HAKOMHUTCS C COJIEP>KaHUEM IPEJCTABICHUS U CTABUT BU3y O3HAKOMIICHHS, B KOTOPOH
BBIDAKAET CBOE OTHOIIEHHWE K TIEPEBOJly Ha  BBIIMIECTOSIIYIO  JIOJAKHOCTb.
IIpencraBnenue o mnepeBone nepenaercsa pexkropy LIITIY nHa paccmorpenue. Pexrop
MPOCTABIIIET COOTBETCTBYIOLIYIO PE30JIOLNI0, MOC]IE YEero JIOKYMEHT IepefaeTcsl B
OTJIEN KaJpOB.

7.3.4.2. B cnywasx, korga paboropaTelib 0O0s3aH MPEIIOKUTH PaOOTHUKY
NepeBOJl Ha APYTy0 paboTy, paOOTHUKY HAIpaBISETCS MPEAJIOKEHHE, COCTAaBICHHOE B
NUCbMEHHOM (¢dopMe O TMepeBoJe Ha HoOBoe MecTo paboTsl. Ilpennoxkenue
MOANUCHIBACTCS HAYAJIBHUKOM OTJAENa KaJApoB M PETUCTPUPYETCS B IKypHaje
pErucTpay yBEAOMJICHUN U NpeMIoKeHur. Ha sk3eMIurape npeainokenus, KOTOpbIi
XpaHUTCS B OTJEJE KaJIpOB, paOOTHUK MPOCTABIIAECT BU3Y O3HAKOMJICHUS, TOATBEPKIas
MOJYYEHHE SK3eMIULsIpa JOKYMeHTa. Jpyroid SK3eMIUISp MPEJIOKEHUS BpydaeTCs
pabotHuky. Ilpum oTkaze pabOTHHMKA 3HAKOMUTHCS C TPEIIOKEHHEM O TEPEBOJIC
COCTABIISIETCS] COOTBETCTBYIOIIUM AKT.

CBoe perieHue o0 Coriacuu Ha epeBo]l pabOTHUK OPOPMIISIET COOTBETCTBYIOIIUM
3asIBJICHUEM.

7.3.4.3. B caydae, xorma mepeBoj Ha JpYyrylo pabOTy OCYIIECTBISETCS IO
WHUIIMATUBE paOOTHUKA, OH OOpaIllaeTCsl ¢ COOTBETCTBYIOLIUM 3asBICHUEM K PEKTOPY
HITTTY.

Ha 3asBnenuu pabOTHHMKA MPOCTABIAIOTCS BU3bI COTJIACOBAHUSI PYKOBOJUTEICH
COOTBETCTBYIOIIMX CTPYKTYPHBIX MOJApa3AcicHui. 3asBiICHUE MEPEAACTCS PEKTOPY Ha
paccMoTpenue. Ha 3asBlieHHH pEKTOp MPOCTABIISIET COOTBETCTBYIOIIYIO PE30JIIOLHIO O
MEPEBO/JIE UITM OTKA3€ Ha MEPEBO/I, IOCJIE YEro JOKYMEHT NEPEAACTCA B OTIEI KaIPOB.

7.3.4.4. Jlo Hayana paOOThl B HOBBIX YCJIOBHSX TPyJa HEOOXOIMMO O3HAKOMHTH
pabOTHHKA C JIOKAJIbHBIMU HOPMATUBHBIMH JIOKYMEHTaMH, C KOTOPHIMU paHEe OH He
3HAKOMMWJICS (JIOJDKHOCTHASI MHCTPYKIIUS, HHCTPYKTaXX HAa HOBOM paboueM MecTe U T.1.).

7.3.4.5. Tlpu ocyliecTBIEHUHU TME€pEeBOAA Ha JPYryl0 TMOCTOSHHYIO paloTy
COCTABJIISICTCS JOTOJIHUTENBHOE COTJIAIICHUE K TPYJIOBOMY JI0rOBOpY. [JonoiHUTENBHOE
COTJIAIIICHUE COCTABIIACTCS B MUCBMEHHON (DOpME B IBYX IK3EMILISAPAX, TOIMHACHIBACTCS
pabotHukom u pexropom III'TIY. Tlocne noanucanusi TONOJIHUTEIBHOE COTJIAIICHUE K
TPYAOBOMY JIOTOBOPY PETUCTPUPYETCS B *KypHAJIE PETUCTPAlMU TPYAOBBIX JOTOBOPOB U
W3MEHCHUU K HUM.

OnuH H3K3eMIUISIp JIOMOJHUTEIBHOTO COTJAIIEHUS K TPYJOBOMY JIOTOBOPY
nepempaercsi pabotHuky. [lomydeHne paOOTHHKOM OJK3EMIUISIpA JAOMOTHUTEIBHOTO
COTJIAIICHMS TIOATBEPKIACTCS TMOANMUCHI0 PAaOOTHUKA HA JK3EMIUISIPE COTJIANICHUS,
KOTOPBIN XPAaHUTCS B OTAEIIE KaJApPOB.

7.3.4.6. Ha ocHOBaHMM 3aKJIIOUYEHHOI'O JOIOJHUTEILHOIO COIVIAIIEHUS K
TPYJIOBOMY JIOTOBOPY M3JA€TCs MPUKa3 O MEpeBojie pabOTHHKA Ha JIPYTyr0 paboTy 1o
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yauduimpoBannoit ¢opme Ne T-5. Ilpuka3z moanuceiBaetcsi pexrtopom IITTIY wu
PETUCTPUPYETCSl B JKypHaJle PETHCTPAlMM MPHUKA30B MO JUYHOMY coctaBy. Komus
npuKaza Tepenaercsi B (HUHAHCOBO-DKOHOMHYECKOE YIIPaBICHUE JUIsl BHECCHUS
W3MEHEHUH B OIUIaTy TpyAa paOOTHHKA.

C mpukazoMm o mepeBojie pabOTHUK JOJKEH OBITh O3HAKOMJICH TIOJ[ TOJIMUCH B
TPEXIHEBHBIN CPOK.

7.3.4.7. Ha ocHOBaHMHU MpHKa3a O MepeBojiec padOTHUKA HA JPYTYIO MOCTOSHHYIO
paboTy cCHenua ucT MO KaJpaM BHOCHUT 3alUCh O IEPEBOJIE B TPYJOBYIO KHHUXKKY
paboTHHKA B TEUEHHUE MATH pabO4YMX JTHEHM CO THS U3JaHUs MPUKa3a.

C BHECEHHOM 3aIlMChI0 O MEPEBOJIE HA APYTYIO MOCTOSHHYIO pabOTy CHEUATUCT
Mo KajJpaMm 3HAKOMHUT PaOOTHHMKA MOJl MOJAMNKHCH B €ro JUYHOM KapTOYKe, B KOTOPOH
MOBTOPSIETCS 3aIMCh, BHECEHHAS B TPYIOBYIO KHHKKY.

7.3.4.8. IlepeBogy Ha Jpyrylo JOJDKHOCTH TE€JAarorMUYEeCKUX paOOTHUKOB
MpeAIIeCTBYET U30paHue M0 KOHKYPCY Ha 3aMelIeHUe COOTBETCTBYIONICH JTOKHOCTH
Ha OCHOBAaHHMU TPYJ0BOro 3akoHo arenbeTBa (cT. 332 TK PD), [Tonoxkennem o nopsjike
3aMeleHns] JOJDKHOCTEH TeJarornueckux padboTHHKOB, oTHocsmmxcs k IITIC,
YTBEPKJICHHBIM TIprKazoM MunobOpaszoBanus ot 23.07.2015 r. Ne 749, u Ilonoxxenuem
0 TIOpAJKE 3aMEIEHUS JODKHOCTEH MeNarornyeckux pabOTHUKOB, OTHOCSIIUXCS K
[ITIC, npunarom Ha 3acenanun Yuenoro coera LIT'TIY 20.04.2016 r., mpoTokon Ne 9.

7.4. Otyck

7.4.1. PaboTHHUKaM MPEAOCTABIISIOTCS €XKEr0JHbIE OTIIYCKAa C COXPAaHEHUEM MeCTa
paboThI U CpeTHETO 3apadoTKa.

Exxeroguelii  OCHOBHOW  OIUTaYMBaeMbldi  oTmyck  pabotHukam  IHI'TTY
MPEIOCTABISACTCS MPOJOJLKUTEIBHOCTRIO 28 KalleHAApHbIX aHEH, uHBamuaam — 30
KaJCHAApHBIX JHEHW, I TMeJarornyeckux paOOTHUKOB — YUIMHEHHBIM OTITyCK
IPOAOHKUTEIHFHOCTHIO 56 KalleHJapHbIX JHEH, ISl HAyYHBIX paOOTHUKOB — 48 pabounx
JHEH (B COOTBETCTBUU C KOJUIEKTUBHBIM JJOTOBOPOM).

PaGoTHMKaM, KOTOPHIM YCTAaHOBJIEH PEKUM HEHOPMHPOBAHHOTO pabouero AHS
(nepeuenb npomkHocred Ilpunoxenwe 1 k IlpaBusnaMm BHYTPEHHETO TPYIIOBOTO
pacniopsinka III'TIY) nmpenocraBisieTcs €XKEroaHbIN JTOMOIHUTEIBLHBIN OIIaurBaeMbIi
OTOYCK MPOJOJKUTEIBHOCTIO 4-7 Kal€eHIAapHbIX [HEM B COOTBETCTBHM C
MPUIIOKEHUEM.

7.4.2. JlokymMeHTHI, ohopmIIieMble IPU NPEAOCTABICHUH OTIIYCKa paOOTHUKY.
7.4.2.1. TlepedyeHb TOKYMEHTOB, CO3/IaBAEMbIX OTJEJIOM KaJIpOB:

- rpadUK OTITYCKOB

- IPUKa3 O MPEAOCTaBICHUH OTITyCKa pabOTHHKAM

- IPUKa3 O MPEAOCTaBICHUH OTITYCKa PaOOTHUKY

- TMYHAs KapTouka paboTHHKA (pazaen )

- IpUKa3 00 OT3bIBE paOOTHUKA U3 OTITYCKA.

7.4.2.2. TlepedueHb HEOOXOUMBIX PETUCTPAIIUOHHBIX (HOPM:
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- )KypHaJ perucTpaiuu npuka3zoB no JuyHomy coctaBy (K) co cpokom xpaHeHus
5 ner.

7.4.2.3. IlepedeHb TOKyMEHTOB, COCTABIIIEMBIX PA0OTHHKOM:

- 3asIBJICHHE O MPEAOCTaBICHUH OTITYCKa 3a MEPBBI roJi paboThl

- 3asdBJIEHHE O IMPEJOCTABICHUU OTIyCKa HE B COOTBETCTBUU C TIpapuKoM
OTITYyCKOB

- 3as1BJICHUE O MPOJJIEHUH OTITyCKa

- 3asIBJICHUE O MPEJOCTABICHUH OTITyCcKa B ynooHoe Bpems (4.3 ct. 122 TK PO)

- 3asIBJICHUE O MEPEHECEHUH OTITyCKa Ha JAPYTOM CPOK

- 3asIBJIEHUE O MPEJOCTABICHUH YaCTH OTITyCKa

- 3asIBJIEHUE O MPEJOCTABICHUHN HEUCIOIb30BAHHON YaCTH OTITyCKa

- 3asIBJICHUE O MPEJOCTABICHUH OTITYCKa C MOCIEIYIOIIUM YBOJbHEHUEM

- 3asIBJIEHUE O 3aMEHE YacTH OTITyCKa JEHEKHOU KOMIIEHCAIUEH.

7.4.3. Tlopsimok u cpoku odopmiieHHs] JTOKYMEHTOB TNIPU MPEIOCTaBICHUU
OTIyCKa pabOTHHKY.

7.4.3.1. OuepenHOCTh MPEIOCTABICHHS OTIYCKa OMNPEAENSIETCS €KEroAHO B
COOTBETCTBUH C IPa(PUKOM OTITYCKOB.

OTBETCTBEHHOCTh 3a COCTaBlieHME Tpaduka OTIYCKOB BO3Jlaraercsi Ha
HayaJbHUKA OTJAEJa KaJapoB, KOTOPBIM €XEroJHO OpraHu3zyer padoty mo cOopy
OpeJIOAKEHUN O BpEMEHHM HCMOJIb30BaHUs OTIIyCKa MpernojaBaTesiMi U pabOTHUKAMU
cTpyktypHbIX noapazaenenuit LIUTI'TTY. CBenennst mpeaocTaBisitoTCs B OTAEN KaJpOB B
NUCbMEHHON (OopME PYKOBOJIUTEISIMU CTPYKTYPHBIX MOJApa3AesieHuid B cpok a0 10
nekaops.

JUis  OTpa’keHHs CBEIEHUH O pacHpeleleHUH €KEroJIHbIX OIUIAYMBAEMbBIX
OTITYCKOB TIPEINOoaBaTeyed U COTpYAHUKOB Becex nojapazaeneHuil [UI'TTY npumensercs
yauduipoBanHas popma rpaduka ormyckoB Ne T-7, yTBepKIeHHas] TOCTAHOBICHUEM
I'ockomcrata Poccum ot 05.01.2004 1. Ilpu cocrtaBneHun rpaduka OTITYCKOB
3anonustoTes rpadwl 1,2,3,4,5,6 yaudunuposannoit hopmsl T-7.

B cpox g0 15 nekalOpsi kaxaoro roga rpaduk OTIYCKOB MOAMKHCHIBACTCS
HayaJbHUKOM OT/IEJIa KaJApOB U Mepenaercs A yreepxkaeHus pexropy LITTIY.

I'padux ornyckoB yrBepknaerca pektopom LIITIY He mo3mnee 16 nexaOps
KaXJIOTO TOJla U MepeaaeTcsl Ha XpaHeHue B oTAen kaapoB. Komus rpaduka oTimyckoB
nepenaercss B (PMHAHCOBO-KOHOMUYECKOE YIpaBI€HWE, BBIMUCKA U3 rpaduka
IEepEearoTCs B CTPpyKTypHBIe noapasaeneHus LHTTIY.

PykoBoguTenu  CTPYKTYpHBIX MOAPA3ACICHUA 3HAKOMAT TOJA  MOANHUCH
COTPYJIHUKOB C TpauKOM OTITYCKOB JI0 Hayaya KaJeHAapHOTo roja.

B Teuenune kaneHaapHOrO rojia CHeMaiucT Mo Kaapam 3amnoiHset rpadst 7, 8, 9
u 10 ¢popmer Ne T-7, ykassiBast B rpaduke (pakTHueckue JaThl UCIIOIB30BAHUS OTITYCKOB
paOOTHUKAaMU, OCHOBAHHMSI JIJIs IEPEHECEHUsI OTITYCKa Ha APYTOil CPOK U JIp.

7.43.2. Ecom y paboTHHKa TOSBISETCS HEOOXOIWMOCTh HCIOIH30BATh
€XKEroAHbIA OTIYCK B MEPHOJI BPEMEHHU, OTIIMYHBINA OT 3allJIAHUPOBAHHOTO B Ipaduke
OTIYCKOB, OH MOXeT 00paTuthes K pektopy III'TIY ¢ cOOTBETCTBYIOMIUM MUCHMEHHBIM
3as1BJICHHEM.
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[Ipumepnas ¢popma 3asBICHUS O MPEAOCTABICHUN OTIYCKa HE B COOTBETCTBUU C
rpaukoM OTIYCKOB coAepKuTcsi B AnpOome (opM AOKYMEHTOB OTAena kaapoB. Ha
3asBJICHUM  paOOTHUKAa  MPOCTABISETCS  BHU3a  COIJIACOBAHUS  PYKOBOJIUTEIIS
COOTBETCTBYIOIIETO CTPYKTYPHOTO IIOJAPA3JIENICHUs] U IIEPEeNacTcs Ha PACCMOTPEHUE
pekropy LUITIY. Pexrop npuHuMaer pemeHue O IPEAOCTABICHUU OTIIyCKa BHE
rpaduka OTIyCKOB MJIM 00 OTKa3e B IMPENOCTABICHHWU TAaKOrO OTITyCKa, MOCIE Yero
3asiBJIICHUE TIEpeaeTCs B OTACIN KaapoB 1id 0OpMIICHHS TPUKa3a.

[IpaBo Ha wuCMONB30BAHME OTIYCKa 3a MEpPBBIA o padOThl BO3HHUKAET Y
paboOTHMKA MO UCTEYEHHH IIECTH MECSUEeB ero HenpepbiBHON padotsl B LIITIY. s
obopmiieHUST OTIyCKa 3a TIepBbIA Troa paboThl pabOTHUK oOpaiaercs ¢
COOTBETCTBYIOIIUM 3asiBJIeHUEM K pextopy LITTIY.

7.4.3.3. O BpeMeHM Hauaja OTIyCKa paOOTHUK JOJDKEH OBITh M3BEIICH O]
MIOANMCH HE MO3HEE YEM 3a JBE HEAENH J0 €r0 HA4alla, B CBA3U C YEM CIIEHHAIKCT I10
KazpaM opopMIIET MPUKA3 O MPEIOCTABICHUHN OTIyCKa paOOTHHUKY 3a JBE HENEIU A0
Hayaya oTmycka rno ynuduiupoanHoi hopme Ne T-6, nis HECKOIBKUX paOOTHUKOB —
no ¢opme Ne T-6a. [Ipuka3 peructpupyercs B >KypHaJIe PETHCTPAIMH MPUKA30B IO
mnaHoMy coctaBy (K) co cpokoM xpanenust 5 ner, noanucsiBaetcs: pekropom HITTIY.
Crenuanuct mo KaJapaMm 3HAaKOMHUT PaOOTHHKOB MOJ MOANKHCH O BPEMEHU Haudaja
oTIycka B JeHb odopmiieHus npukaza. Komus npukaza o0 oTmycke mnepenaeTcst B
(MHAHCOBO-3KOHOMUYECKOE YIPABICHUS JIIsl HAUUCIIEHUS OIIAaThl OTITYCKA.

7.4.3.4. Cneunanuct 1o KaapaM BHOCUT CBEJICHUS O MPEIOCTABICHHOM OTIIYCKE B
paznen 8 «OTnyck» JMYHOM KapTouku padoTHuKa (popma Ne T-2).

7.4.4. lIlponneHne nim NMEpEeHEeCEHUE OTIYCKa Ha JPYTrOM CPOK.

B cnyuasx, npegycmorpenssix 4. 1 cr. 124 TK PO, exeroansiil orauyuBacMbli
OTITYCK JIOJKEH OBITh MPOAJIEH WU NIEpeHeceH Ha Apyrou cpok. Yacts 2 cr. 124 TK PO
npeIycMaTpUBaeT CUTYyallud, B KOTOPBIX paboTojaTens 00s3aH MO MHUCHMEHHOMY
3asIBJICHUIO0 pAOOTHHUKA MTEPEHECTH €XKErOJHBIN OIIAYMBaEMbIi OTIYCK Ha IPYroil CPoK,
COTJIaCOBaHHBIN ¢ PAOOTHUKOM.

B cnydae, ecau paGoTHuK 3a005i€s1 BO BpeMsi OTIYCKa WJIM HACTYHWIH JIPYTUE
obOcrosaTenbCcTBa, npeaycMorpennbie 4.1 unu 2 cr. 124 TK P®, on npenynpexmaet
PYKOBOJIUTENSI CTPYKTYPHOTO TO/Ipa3/IeNICHUs] WIIM HaYaJIbHUKA OTJENa KaJIpoB 00 ITUX
00CTOSITENBCTBAX CPa3y MPHU UX HACTYIUICHUH.

st opopmieHust MpoJIeHUsT OTIyCcKa WM TEPEHECeHHsl €ro Ha JIpyroil cpok
pabOTHHUK oOOpamiaeTcss ¢ NUChbMEHHBIM 3asBiaeHueM K pekropy LUITIY, npunoxus
JOKYMEHTBI-OCHOBAHHUS JJIsI IPOJUIEHUS UIIU IIEPEHECEHUS OTITYCKA.

[Ipumepubie ¢GopMbI 3asBICHUNH O MPOJJICHUM WIA TEPEHECEHUH OTIIyCKa
conepxkarcs B AinpoomMe (hopM TOKYMEHTOB OT/IeIa KaIpoOB.

B uCKIIOUMTENBHBIX ClydassX, KOTJa IPEACTAaBICHUE OTIYCKAa MOXKET
HEONIaronpusITHO OTPa3UThCsl HAa HOpMaimbHOM Xozae padotel LUTTIY, momyckaercs c
cornacus pabOTHHKA MEpEeHECEHHEe OTIyCKa Ha CIIEeIYIOIMi pabounii ro/.

OdopmiieHre TmiepeHeceHuss OTMyCKa HAauWHAaeTcd C JOKJIATHOM 3aluCKH
PYKOBOJUTENSL CTPYKTYPHOTO MOJAPA3JEICHUs O TEPEHECEHHHM OTIIyCKa pabOTHHKA.
Cornacue pabOTHHKa O TIEPEHECEHUWH OTIyCKa Ha CIEAYIoMMi pabouuili ron
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odopmIisieTcs BU30M O3HAKOMJIEHMS pa0OTHHMKA Ha JOKJIaaHOM 3amucke. [IpumepHas
dbopMa JOKIAAHON 3aMUCKUA O MEPEHECEHWU OTIyCKa pPaOOTHHKA Ha CIEAYIOIIMNA TOJ
coziepkutTcs B Anb0ome popM TIOKyMEHTOB OT/ieja KaJpoB.

[Ipoanienre unu nepeHeceHue OTImycka (PUKCHPYETCs B OTMETKE O (akTHUeCKOH
JaTe OTIyCKa B rpaduke OTIYCKOB U B Tabele ydeTta pabodyero BpeMeHHu.

7.4.5. Pa3znenenue OTIycKa Ha YacTH.

[lo cornmamenuto MeXay paOOTHUKOM U paboTomaresieM  €KeroJIHbIN
OTUIAYMBAEMbIH OTITYCK MOXET ObITh paszzaesieH Ha yactu (4. 1 cr. 125 TK P®), npu
ATOM XOTs ObI OJIHA YacTh JIOJDKHA ObITh HE MeHee 14 KajJeHAapHbIX THEH.

PaGotHuk wmoxer oOpatuthest k pekropy LMY ¢ 3agBinennem o
NPEIOCTAaBIEHUM YacTH OTHycKa. PyKoBOOWTENb CTPYKTYpPHOIO MOApa3ieieHus
BU3UpPYET 3asBJICHHE pPaOOTHHKA, COIJIallasicCh WJIM HE COIJIallasich Ha pasjielieHue
oTmycka Ha 4acTh. PexTop paccMarpuBaer 3asBieHHUE pPaOOTHUKA M MNPUHUMAET
peuieHue O TPeloCTaBIE€HUMH paOOTHUKY YacTH OTHycka wWid 00 OTKa3e B
IPENOCTABIEHUN TAaKOI'O OTITYCKa.

B cnyuae, korna paszaesieHHe OTIyCKa Ha 4YaCTH OCYLIECTBISETCS 0 HHUIIMATUBE
paboTtonatens, paOOTHUKY HampaBiseTCsl MPEAJOKEHUE O pas/ieJIeHUH OTIyCKa Ha
yactu. [lpeanokeHue cocTaBisercs B HUCbMEHHOM (opme B ABYX SK3eMILIApax,
NOJMUCHIBAETC HAuaJbHUKOM OTJEeNa KaJgpoB M PETUCTPUPYETCS B IKypHale
perucTpalii yBEAOMJIICHHA W NpemaokeHuid. OOuH 53K3eMIUp MPEIJIOKEHHUS
Bpyuyaerca paboTHUKY. Ha sk3eMIuisipe npejioKeHus, XpaHserocss B OTaeNe KaJapos,
pPabOTHHUK MPOCTABISIET BU3Yy O3HAKOMJICHHS, MOJTBEpXAas IMOJIYYEHUE SK3EeMIULIpa
JIOKyMEHTa U CBOE COIJIaCHE€ Ha pa3/eIeHHe OTITyCKa Ha YacTH.

7.4.6. Om3b16 pabomHuxka uz omnycka.

OT3bIB pabOTHUKA U3 OTITyCKa JAOMYCKAETCs TOJBKO ¢ ero corjacus (4.2 cT. 125
TK PD).

Jis  or3piBa  pabOTHUKA W3  OTIYCKa  PYKOBOJUTEIK  CTPYKTYPHOIO
noJpa3fesieHusi, B KOTOPOM YHCIUTCS pabOTHHUK, HEOOXOAWMO NOJYYUTh €ro
peIBapUTENIbHOE YCTHOE COIJIache€ Ha OT3bIB M3 OTIyCKa W B CiIy4yae COTJacus
paboTHuKa, 0hOPMIISET CIIy>KEOHYIO 3alMCKy Ha OT3bIB PAOOTHUKA U3 OTIIyCKa. PexTop
HITTIY npuHuMaeT penieHue Ha OT3bIB PA0OTHHMKA W3 OTIYCKa M Ha OCHOBAaHUU
pE30JIoONMK peKTopa ToToBUTCA Tpuka3. Komus npukaza mepenaercs B (PUHAHCOBO-
SKOHOMHUYECKOE YIIpaBJCHUS I IMepepacuera OTHMYCKHBbIX HauuciieHuid. C mpukazom
paOOTHHK J0JKEH OBITH O3HAKOMIICH MO IIOJIHUCH B MIEPBbI pab04mil 1eHb.

Heucnonp3oBanHasi 4acTh OTMYyCKa OJDKHA OBITH MPEAOCTaBICHA MO BHIOODPY
paboTHHKA B y100HOE AJII HETO BPEeMs B TEKYIIEM pabodyeM TOoay WU MPUCOSANHEHA K
OTMYCKy 3a cheayrommii paboumit  tom. CBoe  pemieHHe  OTHOCUTEIHHO
HEHUCTOJIb30BaHHOM YaCTH OTIyCKa PaOOTHUK MOXKET 0(DOPMHUTD 3asIBIICHUEM.

7.4.7. 3amena wacmu omnycka OeHeHCHOU KOMNEHCAYUell.

YacTh €XErogHoro OIIaYuBaeMOIo OTIIyCKa, MpPEBBIIAOMIAs 28 KaJeHIapHbIX
JHEH, MOXET OBbITh MO0 NUCHBMEHHOMY 3asBJICHUI0O PAOOTHUKA 3aMEHEHa JIEHEXHOM
KOMIICHCAIIUE.
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Pextop LHITIY npuHumaeT pelieHHe O 3aMEHE 4YacTh OTHycKa pabOTHHKA
JICHEKHOW KOMIIEHCAIMe uiu 00 OTKa3e B TakoOW KoMIleHcanwu. Ha 3asBieHuH
pabOTHUKA OH MPOCTABISET COOTBETCTBYIOUIYIO PE3OJIOIHUI0, MOCIE YEero JOKYMEHT
nepeaaeTcs B OTaeNe KaapoB st opopMIICHUS TIPUKa3a.

7.5. Yeonvnuenue

7.5.1. Ocnosanusamu npexpaweHus mpyoogo2o 0o2osopa ¢ pabomuuxamu LIT'TIY
ABNAIOMCA

7.5.1.1. Cornamenue ctopoH (myHKT 1 yactu 1 crateu 77 TK PO)

7.5.1.2.Mcteyenue cpoka TpyaoBoro jgoroBopa (myHKT 2 yactu 1 ctateu 77 TK
PD)

7.5.1.3. UnunmaTtuBa padotHuka (nmyHKT 3 yactu 1 crateu 77 TK PO)

7.5.1.4 Unuumatusa padboroaarens (myHkT 4 yactu 1 ct. 77 TK P®D)

7.5.1.5.HeynoBneTBopUTENIbHBINA pe3ynbTaT ucnbiTanus ( yacth 1 cratbu 71 TK
PD)

7.5.1.6. JlomOMHUTENbHBIE OCHOBAHUS MPEKPAIICHUS TPYAOBOTO JOTOBOpa C
negarornaeckuM padotaukom (ct. 336 TK PO):

- JOCTHKEHUE TMPENeIbHOrO BO3pacTa JUisl 3aMEUIEHUS COOTBETCTBYIONIECH
JIOJKHOCTHU B COOTBETCTBUH cO cTtaTher 332 TK P®;

- ICTEUEHHE CpOoKa U30paHus IO KOHKYPCY.

7.5.2. Jlokymenmuwi, cozoasaemvle npu 0QpopmieHuU Y80 ibHeHUsl.

7.5.2.1. IlepeueHb JOKYMEHTOB, CO3AABAEMBIX OTAEIOM KaJpPOB:

- COIVIAILIEHUE O MPEKPAIEHUU TPYJOBOTO 10rOBOpa

- yBeJIOMJIEHHE 00 YBOJIbHEHUH (B ciyyasx, npeaycMoTpeHHbix TK PD)

- yBeJOMJIEHHE 00 M3MEHEHUHU OMNPEJICIEHHBIX CTOPOHAMHU YCIIOBHUI TPYAOBOTO
norosopa ( ct. 74 TK PO)

- TpEeMJIOKEHUE O TMEpeBOJE Ha APYryl IMOCTOSHHYIO padory (B cCiydyasx,
npeaycMoTpeHHbIx TK PO)

- YBeJIOMJICHHE 00 OTCYTCTBUHU BakaHCHUH (B cityyasix, npeaycMoTpeHHbIX TK PD)

- THCHbMO-YBEJAOMJICHHE OpPraHOB CIYXKOBI  3aHSITOCTU (B cmyyasix,
MPETYCMOTPEHHBIX TPYAOBBIM 3aKOHOJATEIHCTBOM)

- TOKJIaJiHAs 3alKUCKa O HApYIICHUU TPYIOBOM NUCIIMILIUHBI

- aKT O HapYILICHUU TPYJOBOUN TUCIUILTAHBI

- YBEJOMJICHHE O HEOOXOAMMOCTH JaTh NMHUChbMEHHOE OOBSICHEHHE MO (akTy
HapyIIEHUSI TPYAOBOU JTUCIUILINHBI

- BBINIMCKA W3 PEIICHUSI YYEHOTO COBETa O HE H30paHUM MO KOHKYpCY Ha
JOJDKHOCTH TMEIarorndecKux pabOTHUKOB

- TpUKa3 O TMPEKpaIleHUH (PacTOPKEHUU) TPYIOBOTO JOTOBOpa ¢ PAOOTHHUKOM
(YBOJIbHEHUN)

- 3alMCKa-pacyeT MpU MPEKpalleHUH (PacTOPKEHUHU) TPYIAOBOTO JOTOBOpa C
pabOTHUKOM (YBOJBHECHHH )

- INYHas KapTouka paboTHuKa (pazmen 11)

- INYHOE JIEJI0
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- TpyAOBasi KHUXKKa

- CBeICHUA 00 YBOJIbHEHHU TPaKIaHHHA, MOAJEKAIIEr0 BOMHCKOMY YUeTy (s
JIML, MOJJIEKAIMX BOUHCKOMY YYETY)

- akT 00 OTKa3e /aTh MUChbMEHHbIE OOBICHEHUS MO (PaKTy HapylIeHUs TPYAOBOH
JTUCHUTUINHBI

- aKT 00 OTKa3e pabOTHUKA J1aTh MUCbMEHHBIE OOBSICHEHUS 10 (DaKTy HApYLICHUS
TPYAOBOU TUCIUILINHBI

- YBEJIOMJICHHE O HEOOXOIMMOCTH SIBUTHCS 32 TPYAOBOM KHMKKOM

7.5.2.2. IlepeueHb HEOOXOAUMBIX PETUCTPALIMOHHBIX POPM:

- )KypHaJl pETUCTPALMHU IIPUKA3O0B I10 JIMYHOMY COCTaBY

- )KypHaJI pETUCTPALUH YBEAOMIICHUHN U IIPEIIIOKEHUN

- )KypHaJI perucTpaluu 3asiBJICHUI paOOTHUKOB Ha YBOJIbHEHUE

-KHUTA y4eTa ABWKECHUS TPYJIOBbIX KHUKEK U BKJIQJIbIIIEH B HUX.

7.5.2.3. TlepedyeHb TOKYMEHTOB, COCTABIISIEMBIX PAOOTHUKOM:

- 3asiBJIeHHE 00 YBOJIbHEHUU

- 3asiBJIEHHE 00 OTITYCKE C MOCJIEAYIOIINM YBOJIbHEHUEM

- 00BsICHUTEIbHAS 3aIHCKa

- 3asIBJICHHE O BblJ]au€ JOKYMEHTOB, CBSI3aHHBIX C pabOTON

7.5.2.4. IlepeueHb JOKYMEHTOB, BU3UPYEMbBIX pAOOTHUKOM

- yBeZOMJIEHHME 00 M3MEHEHHM ONpPEJEICHHbIX CTOPOHAMM YCIIOBUN TPYIOBOTO
JOTOBOpa

- IPEJVI0KEHHUE O MEPEBOJIE HA IPYTyIO padoTy.

7.5.3. llopsook u cpoxu oghopmaenusi 00OKyMeHmos npu y80j1bHeHUU

7.5.3.1. Ecinu TpynoBOi JOTOBOP IMpEKpallaeTcs IO COIVIAIICHUIO CTOPOH,
oopMIIsieTCs COTJallleHHe O MPEeKpalleHUH TPYJAOBOTO J0roBopa, Tumosas ¢opma
coTJameHus: coaepKutcs B Anpbome hopM JOKYMEHTOB oTzena kKaapoB. Cornamienue
0 TpEKpalleHuH TPYAOBOTO JOTOBOpAa COCTABISETCA B MHUCBMEHHON (opmMe B ABYX
sK3eMIUIsipax. TeKCT coryaiieHus MmoAnuchiBacTcss paboTHukoM u pekropom IITIY.
OnuH SK3eMIUISIp COTJAIICHUsS TMOAIIMBACTCS B JIMYHOE JeJ0 pabOTHUKA, APYrou
BBIJIAETCA HA PYKH.

7.5.3.2. TpynoBoil AOroBop IMpeKpamaeTcss IO HWHULMATHBE pPAOOTHUKA Ha
OCHOBaHMM COOTBETCTBYIOIIETO 3asBJICHUS, B TOM YHCIIE 3asBJICHUS OO0 OTIIyCKE C
MOCJIEYIONIUM YBOJIbHEHHEM (KpOME CIIy4acB YBOJBHEHUS 3a BHUHOBHBIC JICWCTBHUS).
[TpumepHbie (opMbI 3asBICHUN coaepkaTcs B AabOoMe (opM TOKYMEHTOB OTAeNa
KaapoB. PaboTHUK mpeaynpexaaeT paboTomaTeNsi O CBOEM YBOJBHEHHU HE TO3/HEE,
4yeM 3a JBE HEJIENIM, TEYEHNE YKa3aHHOTO CPOKA HAYMHAETCS Ha CIEAYIOIIUMN JEHb I10CIIe
noJTydeHus: paboToAareneM 3asBIeHUS paOOTHHKA 00 YBOJIbHEHUH.

3asBIICHUE BU3HUPYETCS PYKOBOJIUTENEM CTPYKTYPHOTO TOJApa3/CieHus, B
KOTOpOM paboTall COTPYIHUK. Peructpupyercs B [I€Hb TOCTYIUICHUS B >KypHAJe
pErucTpalvy 3asBJICHUA Ha YBOJIBHEHWE WM IEPENAaETCsl HAa PACCMOTPEHUE PEKTOPY
LITTTY. Jo ucreuenus cpoka npeaynpexacHus 00 YBOJIbHEHUN PAOOTHUK UMEET MPaBO
B J1000€ BpeMsi 0TO3BaTh B MUCbMEHHOU (popMe CBOE 3asiBICHHUE. YBOJbHEHHE B 3TOM
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cillyyae HE IPOU3BOAMTCS, €CIIM HAa €ro MECTO HE MPUIJIAIEH B MUCbMEHHOU (opme
Ipyroi pabOTHHK.

Ecnu pa®oTHHK sIBiseTCS MaTepHUaabHO OTBETCTBEHHBIM JIMIIOM, PYKOBOAHUTEIH
CTPYKTYpHOTO  TOJApa3fefieHUs] TOTOBUT  CIY>K€OHYI0O 3aluCcKy O Iepeaaye
MaTepuajgbHBIX LEHHOCTEH C TMOJOTYETHOro Juma. TeKCT CciayxkeOHON 3amucKu
HaxoAuTcs B AbooMe (opM JOKYMEHTOB OT/ela KaJpoB.

[lo ucreueHun cpoka mpenynpexacHus 00 YBOJIbHEHUH PaOOTHUK MMEET MPaBo
peKpaTuTh paboty. B mocnenuuii 1eHs paboThI CIIEHUAIUCT MO KajapaM 00s13aH BbIIATh
pabOTHHUKY TpPYJIOBYIO KHIXKKY, APYrHMe€ JIOKYMEHTBI, CBSI3aHHbIE C pabOTOH 1O
NMCbMEHHOMY 3asBJICHUIO pA0OTHHUKA.

7.5.3.3. Ecnu yBOJIbHEHHE MPOW3ZBOAUTCSA MO HMHUIIMATHBE paboTomaTeNss U He
CBS3aHO C BUHOBHBIM MOBEJACHUEM PA0OTHHKA, pAOOTHUKY HAMPABIISIETCS YBEAOMIICHUE
0 MPEKPaIEHUHU TPYAOBOrO JI0rOBOPA.

[Ipy  HEyJOOBIETBOPUTEIHLHOM  pe3yjibTaTe  UCMbITAaHUS,  pabOTOJATENb
npeaynpexaaeT padOTHUKAa B MHUCbMEHHOM ¢GopMe HEe MO3/1Hee, YeM 3a TPH JHA C
yKa3aHWEM TMPUYMH, MMOCTYKUBIIUX OCHOBAHUEM JUIsl PU3HAHUS 3TOTO pabOTHHKA HE
BBIJICPKaBILIUM UCIBITAHUE.

[Ipu cokpamenuu mTatoB pabOTONATENIb HE MEHEe 4YeM 3a JBa Mecsa o[
MOJIITUCH IEPCOHANIBHO MPEAYIPEKIAET pAOOTHUKA O MPEACTOSIIEM YBOJIbHEHUH.

B cnyuasx, korga paboromarens 00s3aH MPEMIOKHUTH PaOOTHUKY TEPEBOI Ha
JIpYryto paboTy, paOOTHUKY HAMpaBIIAETCA MPEIOKEHNE, COCTABICHHOE B MUCbMEHHOM
dbopme U coaeprkalliee OCHOBHBIE XapaKTEPUCTUKHU TPyJa Ha HOBOM paboyeM MecCTe.
Ecou B ILHI'TIY otcyrcTByeT paboTa, MepeBOJ Ha KOTOPYH) MOXKHO MPEITIOXKHUTh
pabOTHHKY, EMy HalpaBsIeTCs yBeIOMIIEHUE 00 OTCYTCTBUM BaKaHCHUHU.

[Ipn HanoxeHUM AMCHUIUIMHAPHOTO B3bICKAHHS B BHUJE YBOJBHEHHUS JOJDKHA
ObITh COOJIOJIEHa Tpolieypa MpUBICYEHUS paOOTHUKA K JUCHUIUIMHAPHOU
OTBETCTBEHHOCTH, IpeaycMoTpeHHas cT. 193 TK POD.

Jlo TmpuMeHeHHs JUCIMIUIMHAPHOTO B3BICKaHUS paboTomarens  JOJIKEH
3aTpedoBaTh OT pPabOTHHWKA MHCHbMEHHOE OOBSICHEHUE, KOTOPOE PAOOTHUK MOXKET
OpeloCTaBUTh B TeueHue 2 pabounx paHeld. Ecnum pabOTHHK OTKa3bIBae€TCs OT
OOBSICHEHMSI, COCTaBIISIETCS COOTBETCTBYIOLMN aKT, B KOTOPOM YyKa3bIBaeTCs Jara,
MECTO M TMpPHUYMHA COCTABIEHHUS, a TaKKe CBUICTENU, MPUCYTCTBYIOIIHE MIPU
npeIoKEHUN PabOTHUKY MPEJOCTaBUTh OOBSICHEHHE M €ro OTKa3e CIeNaTh 3T0. AKT
MOJMKUCHIBAETCS TOJPKHOCTHBIM JIMLIOM, COCTaBUBIIINM aKT U CBUIETEISIMU.

7.5.3.4. JIONOMHUTENIBHBIM YCIOBHEM TMPEKPAIICHUS TPYIOBOTO JOroBOpa C
neJaroruieckuMu paboOTHUKaMH Hapsiny ¢ OOLMMU OCHOBaHUSIMU, SIBJIIETCS HCTEUEHUE
cpoka u30paHus 1o KOHKypcy. Ecnu npenoaaBaTenb HE U3bSIBUII JKEJIaHUS YYaCTBOBAThH
B KOHKYpCE Ha 3aMEIEHHE COOTBETCTBYIOIIECH JOJDKHOCTH WM HE Uu30paH Ha
COOTBETCTBYIOIYIO JOJDKHOCTH IO pe3yJbTaTaM KOHKypca, TO TPYIOBOH JIOrOBOp C
HUM IIPEKPAIIAETCs] B COOTBETCTBHH C UCTEYEHUEM CPOKA TPYAOBOIO JOTOBOPA.

7.5.3.5. TlpekpaiieHue TPYIOBOTO JOroBopa OQOpMIISIETCS MPHUKA30M pEKTOpa
LOTTIY no yuudunupoBanHoit ¢opme Ne T-8 wmmm Ne T-8a nns yBoJbHEHUS
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HECKOJBKUX paOOTHUKOB. Ilpuka3 00 yBOJBHEHUM TMOIIMUCHIBAETCS PEKTOPOM,
PETUCTPUPYETCS B ’KypHAJIE PETUCTPAIMU [IPUKA30B 110 JUYHOMY COCTAaBY.

C npukazoM 00 YBOJbHEHUU PaOOTHHK JIOJDKEH OBITh O3HAKOMJICH TOJ MOAMHCH.
[To TpeboBaHUIO paOOTHUKA CIIEHUATUCT MO Kaapam 00s3aH BbIJATh €My HaJJIEKAIUM
00pa3oM 3aBEPEHHYIO KOMHIO MTPHUKa3a U Jpyrue 3arpaiinBaeMble KON JOKYMEHTOB B
JICHb YBOJIbHCHHUSI.

B cnydae, xorma mpuka3z HEBO3MOXKHO JOBECTH JI0 CBEJCHUS paOOTHUKA WU
PabOTHHK OTKA3bIBAETCA OT O3HAKOMJICHHUS C HUM I0J] TIOJINUCH, CIIEHUATIUCT MO KaJapam
JieaeT Ha MPUKa3e COOTBETCTBYIOIIYIO 3aIHUCh.

B cnywae, korga paOOTHUK OTKAa3bIBAETCS O3HAKOMUTHCS MOJ TOJIIMUCH C
NPUKa30M O HAJIOKEHUM JUCIUIUIMHAPHOTO B3BICKAHMS B BHJIE€ YBOJBLHEHHS,
COCTaBJISIETCSI COOTBETCTBYIOIIMI aKT, CChUIKA HA KOTOPBIA JENaeTcs B 3aluCU Ha
npuKase.

7.5.3.6. lng pacuera mpUUMTAIONICHCS paOOTHUKY 3apaOOTHOM IMJIAThl U IPYTUX
BBHITUIAT TIPU YBOJBHEHUU MPUMEHSETCS 3anucka-pacuet (yHudumupoBannas Gopma Ne
T-61) mpu mnpekpaimieHuu TPYIOBOTO JOroBopa ¢ PabOTHUKOM, JUIIEBYIO CTOPOHY,
KOTOpPOM 3alojHsAET CHEHUAIUCT 1O KajapaM. 3alucKa-pacueT MOJINUCHIBACTCS
CIIEIMAJIMCTOM T10 KaJipaM | mepeaeTcs B (PMHAHCOBO-IKOHOMHUYECKOE YIIpaBJICHUE.

7.5.3.7. Ha ocHOBaHMHM mpuKa3a 00 YBOJbHEHUH CIIEIUATUCT M0 KaJpaM BHOCHUT B
TPYJIOBYIO KHIDKKY 3aMiCh 00 yBOJIbHEHUHU. Bee 3amucu, caenannbie 3a BpeMs padoThl B
LOTTIY B TpynoBO#l KHMXKE paOOTHHKA, 3aBEPSAIOTCS MOJNUCHIO HAayaJbHUKA OTAEINa
KaJIpoB M TepOoBOM meyaThio. PaOOTHUK JOJKEH OBITh O3HAKOMIIEH C 3aluCsiIMU B
TPYAOBOM KHUKKE TIO]T MOIIHUCH.

TpynoBass KHW)XXKAa BbIAAETCAd pPaOOTHUKY B JI€Hb MPEKPAILCHHUS TPYAOBOTO
noropopa. O MoJiydeHUH TPYyAOBOM KHMKKHU paOOTHUK pacrnucbiBaeTcsi B Kuure yuera
JBIDKEHUS TPYIOBBIX KHIDKCK M BKIIAJIBINICH B HUX.

B cnyuae, koraa B IeHb IPEKpallleHHs] TPYAOBOrO JOTOBOPA BBIAATH TPYAOBYIO
KHIDKKY PaOOTHUKY HEBO3MOXXHO B CBSI3W C €r0 OTCYTCTBHEM JIMOO OTKa30M OT €€
MOJIyYEeHHSI, COCTABISIETCS COOTBETCTBYIOMIUMA akT. CrienuanucT 1mo Kajapam ohopmiser
yBeZOMJIEHHE PAOOTHUKY O HEOOXOUMOCTH SIBUTHCS 32 TPYJIOBOM KHMXKOM MO0 1aTh
corjacMe Ha OTIIPaBJICHUE €€ MO IMo4YTe. YBEJOMIICHUE HAIPABISIETCS IO MECTY
MPOKMBAHMS paOOTHUKA 3aKa3HBIM MTMCHbMOM C YBEJAOMIICHUEM O BPYUYEHUHU.

7.5.3.8. CnenmaiucT Mo KajpaM BHOCHUT CBEJCHHUS 00 YBOJbHEHHH B pazuen 11
«OCcHOBaHMS TPEKpaIleHUus: TPYJOBOrO AOTroBOpa (yBOJBHEHHS)» JIMYHOM KapTOUYKH
pabotHuka (Popma Ne T-2). Jluynasg kapToyka MOAMUCHIBACTCS CIEIUATUCTOM IO
KaJpaMm U pabOTHUKOM U OPOPMIISIETCA I XpPaHEHUs B JIMYHOE JIEJI0 pabOTHHUKA.

7.5.3.9. B nByXHeneIbHbII CPOK CO JAHS YBOJIBHEHUS MHXXEHEP BOEHHO-YYETHOTO
CTOJIa HaIpaBiIIeT B BOCHHBIN KOMHCCApHAT CBEJCHHUS 00 YBOJEHHOM TIpa)<IaHUHE,
MOJIJIEXKAIIEM BOUHCKOMY YYETY.
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