MMPABUTEJBbCTBO CAHKT-IIETEPBYPI'A
AIMHUHUCTPALIAS
BACHJIEOCTPOBCKOI'O PAIOHA CAHKT-TIETEPBYPTA
T'ocynapcrBeHHOE 0I0’KETHOE YUpeKIeHHE

CIOPTHBHAS IK0J1a 0JUMIHIACKOro pesepsa Bacnieocrposckoro paiiona Cankr-IlerepGypra
(T'BY CHIOP BacuJ/ieocTpoBCKOro paiiona)

IIPUKA3
05.10.2020 r. Ne 43

Cankr-IleTepOypr

O nonosnennn [IpaBua BHyTpeHHero TpyAoBoro pacnopsiaka I'ocyrapcreeHHOro
GI0IPKETHOr0 y4pexKIeHHs] CIOPTHBHOMH IKOJIbI OJIMMIHHCKOI0 pe3epBa
Bacunaeocrposckoro paiiona Cankr-IletepOypra (najee — Yupexiaenue)

B cB#31 ¢ IPOM3BOACTBEHHON HEOOXOAUMOCTEIO,

[MPUKA3BIBAIO:

1.ITysxr 11 IIpaBwin  BHYTpEeHHEro  TpPYJAOBOrO  pacmopsaka  Y4UpexIeHHs
«3aKJIIOYHUTEIBHBIE TTOJIOKEHUD CYUTATh ITyHKTOM 12.

2. lomonuuth ¥ BBectd B aeiictBue ¢ 05.10.2020r. mynkr 11 IlpaBunm BHyTpeHHEro
TpyaoBoro pacropsiaka Yupexnenus (IIpunoxenue 1).

3. Cnenuanucry 1o nepconaty, [TaBnosoii F0.C., 03HaKOMUTb COTPYIHUKOB Y YPEIKIACHHUS
MO IOJITUCH.

4. KoHTpOJIb 33 MCIIOJIHEHMEM HACTOSIIEro PUKa3a OCTABIAIO 32 COOOH.

JupexTop / 4 C.B. Betkun
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11. JMCTAHIIMOHHAS PABOTA

11.1. OcHOBHEIE TOHATHS.

11.1.1. JIucraHuuoHHOH paboOTON SBIIAETCS BBIIOJIHEHHE OINPEICICHHON TPYAOBBIM JOTOBOPOM
TpyZoBOH (QYHKIIMM BHE MECTOHaXOXIeHHs paboromarens, ero ¢uinaia, IPeICTaBUTEILCTBA,
HHOTO 000COOJEHHOr0 CTPYKTYpHOrO IoOJpasfeieHus (BKJIIOYAs pPACIONIOKEHHbIE B  JAPYroi
reorpaMuecKoif MECTHOCTH), BHE CTAl[HOHAPHOr0 pabodero MecTa, TEPPUTOPHUH HITH 00BEKTa, IPSIMO HIIH
KOCBEHHO HAaxOIJIIMXCA II0J KOHTpojeM paboTojarens, NpH YCIOBHM HCIOJb30BAaHHUSA JUIA
BBIIIOJIHCHUS JAaHHOM TpyaoBOH (YHKIMM ¥ UL OCYIIECTBICHHS B3aMMOICHCTBHSA MEXIY
pabGoronmarereM u pabOTHHKOM IO BONPOCAaM, CBS3aHHBIM C €€ BBIIOJHEHHEM, HH(GOpPMAIHOHHO-
TEJIEKOMMYHHUKAIIHOHHBIX CeTel 00IIero moibp30BaHus, B TOM yrcie ceTi VHTepHeT.

11.1.2. JIlucTaHIMOHHBIMH PaOOTHHKAMHU CUMTAIOTCS JIMIIA, 3aKIIOYHMBIINE TPYIOBOH JOrOBOpP O
TUCTaHIIMOHHOM paboTe, MO0 NOMOTHUTENBHOE COIVIALICHHE K TPYAOBOMY IOTOBOpPY IPH IE€PEBOAE Ha
IUCTaHIIMOHHYIO paboTy, MO0 MepeBeIeHHbIe Ha AUCTAaHIIMOHHYIO paboTy npukazoM PaGoronarens.

11.1.3. DIeKTPOHHBIM JOKYMEHTOM, IIepeaBaeMbIM 10 KaHaJIaM CBS3H, IpU3HAaeTCss HHPOpMAaIHs,
IIOArOTOBJIEHHASI, OTIpaBJIE€HHAas, IMOJIy4YeHHas WIM XpaHHMas ¢ IOMOLIBbIO 3JEKTPOHHBIX, MarHUTHBIX,

ONTHYECKHX MO0 AHAJIOTMYHBIX CPEACTB, BKIIOYas OOMEeH HWHGopMmaiuedl B 3IEKTPOHHOH ¢opme H

3JIEKTPOHHYIO IOYTY.
11.2. B3aumoaencTBre ¢ AUCTaHIMOHHBIM paOOTHHKOM.

11.2.1. BsaumopeiicTBHE C OUCTAHIIMOHHBIM paOOTHUKOM IIPOMCXOOUT IyTeM OOMeEHa
9JICKTPOHHBIMH JOKYMEHTaMH, HOKyMEHTaMH, IE€PEChUIa€MBIMH IIO II0YT€, HApOYHBIMH, KYPHEPCKHMH
ciryx0amu, a TaKke ¢ MOMOINBIO TelaeGOHHOH 1 MOOUIIBHOM CPE/ICTB CBA3H.

11.2.2. K 3/1€eKTpOHHBIM TOKYMEHTaM, B YaCTHOCTH, OTHOCSTCS: IIJIaHBI BBIIOJHEHHS paboT, OTYETHI
U 0030pel pa3nu4HbIX (GOpPM M BHAOB, PAaCHOPSDKEHMs, YBEIOMJICHHUS, TpeOoBaHusA paboTozmarens,
3asIBJICHHS W U3BEIICHUS pabOTHUKA, 3aIPOCHI ¥ 3JIEKTPOHHAS IIEPEMHUCKa CTOPOH H T. 1.

11.2.3. B ciiydae ocyImecTBICHUS B3aUMOACHUCTBUS ITyTEM 0OMEHa 3JIEKTPOHHBIMH JOKYMEHTaMH C
JMCTAHIIMOHHBIMH COTPYIHHKAaMH 0€3 HCIIOJIB30BAHUS YCHJIEHHBIX KBAIH(HUIIMPOBAHHBIX 3JIEKTPOHHBIX
MOJIIUCEH, B IOCIEOYIONeM, II0 OKOHYaHHH JUCTAHIMOHHOM paboThl, MO0 B YCTaHOBJICHHBIE
PaGoroaareneM Cpoku, HEOOXOAUMO MPOAYOIMPOBATH BECh IEKTPOHHBINH JOKYMEHTO000pOT B OyMakHOH
bopmMe, B MOpAIKE, YCTAHOBJICHHOM JEHCTBYIOIINM 3aKOHOAATEILCTBOM PD.

11.2.4. Kaxmas u3 CTOpoH 00s3aHa HampaBiIATe B (OpME JJIEKTPOHHOTO JOKYyMEHTa
MOATBEPXKICHHE
TIOJTyYEHHS 3JIEKTPOHHOTO JOKYMEHTA OT IPYroi CTOPOHEI B TEYCHHUE OHOTO paboyero JHs.

11.2.5. PaGoTHuk o00s3aH HaxOAWUTHCS Ha CBA3M C HEIOCPEACTBEHHBIM DPYKOBOJMTEIIEM H
COTpYIHHUKAMH YUpexIeHUs B pabouee BpeMs. B ciaydae oTCyTCTBHS Takod BO3MOXKHOCTH, PaGoTHHK
00s13aH 3a0J1arOBpeMEHHO H3BECTHTH HEMOCPEACTBEHHOTO PYKOBOJUTENS TIOOBIM JOCTYIIHBIM CIOCOOOM €
00BsSCHEHHEM IIPHYKH.

11.2.6. Ilepen HavasoM paboTel pabOTHUK 00s3aH MPENOCTaBUTh KOHTAKTHHIE [aHHBIE —
TeneOHHBINA HOMEp, IEKTPOHHYIO MOYTY - KOTOphle OyIyT MCIIOIB30BaThCS AJIS BBIIOJIHEHHS TPYIAOBBIX
06s3aHHOCTEN. YKa3aHHbIE KOHTAKTHBIE JAHHBIE HAXOAATCS B cepe OTBETCTBEHHOCTH pabOTHHUKA.

11.2.6. JlucTaHIMOHHBIA PabOTHUK MOXET OBITH O3HAKOMJIEH C IPHHHMAEMBIMH JIOKAJIbHBIMH
HOPMAaTHBHBIMH  aKTaMH, HEMOCPEICTBEHHO CBSI3aHHBIMH C €ro TPYAOBOH  J€ATEIbHOCTBIO,
NpUKa3aMH, yBEIOMJIEHHSMH, TpeOOBaHMSMH W  HHBIMH  JOKyMEHTaMH IyTeM oOMeHa
SNIEKTPOHHBIMH JOKYMeHTaMd. JIMCTaHIMOHHEBIM pabOTHHK BIIpaBe OOpaTHThCA K paboTomaremio ¢
3asBJICHHEM, IIPEJOCTaBHTh OOBACHEHHs JHOO [Apyryio wuHOpopMmamuio B (GOpMe 3JIEKTPOHHOIO
JNOKYMEHTA.

11.2.7. na npemocraBieHHs 00A3aTEIBHOTO CTPaxoBOro obecnedeHHs IO 00sA3aTeIbHOMY
COLHATIBHOMY CTPaXxOBaHMIO Ha ClIy4al BpEeMEHHOH HETPYAOCHOCOOHOCTH H B CBA3H C
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MaTe€pUHCTBOM JMCTAHIMOHHBIH pabOTHUK HampaBiseT pabOTONATEeNI0 OpPUIHHAIBI JJOKyMEHTOB
(bonpHUYHBIE JHCTBI, CHOpaBKH), IPEIyCMOTpPEHHBIE (enepalbHBIMH 3aKOHAMH W HHBIMH
HOPMAaTHUBHBIMH IIpaBOBBIMH akTamMu Poccuiickoit ®enepanuu, 1o NoYTe 3aKa3HBIM IIHCEMOM C
YBEIOMJIEHHEM O BPYYEHHH, KYPhEPCKUMH CIIyX0amu, THO0 HapodHO.

11.2.8. TIpu momaue AUCTaHIMOHHBIM paOOTHHUKOM 3asBJICHHS O BEIIaue 3aBEPEHHBIX HaIeXKalliM
obpa3oM KOIM{ OKyMEHTOB, CBS3aHHBIX C pa0bOTOM, YupexIeHHe He MO3JHee TpeX pabouux IHei
CO JHA IOAAaYd YKa3aHHOIO 3asBJIeHHS O00sf3aHO HANpaBUTh IUCTAHIMOHHOMY pabOTHHKY OTH
KOIIMHM IIO IIOYTE 3aKa3HbBIM IIMCHMOM C YBEJIOMJIGHHEM O BpPYYEHHH, KyphepCKUMH ciayxOamu, mubo
HApO4HO, B COOTBETCTBUH C 3asiBJICHUEM paOOTHHUKA.

11.3. Opranuzanus paboTbl JUCTAaHIIMOHHOTO pabOTHHUKA.

11.3.1. B cBs13u ¢ AUCTaHIMOHHBIM XapaKTepoM paboThI KJIaCC YCIOBUH Tpyla HE ONpeesseTCs.

11.3.2. MecToM BBINOTHEHUS TUCTAHIIMOHHON paboThI MOXKET OBITH JIFOOOH anpec, onpeneseMbli
PaGoTHuKOM 110 cBOeMy ycMOTpeHHI0 Ha Tepputopun Cankr-IlerepOypra u Jlerunrpaackoii o6macty.

11.3.3. JlucrannuoHHOMY pabOTHHKY yCTaHaBIMBaeTcsi HopMma pabouero BpemeHu 40 yacoB B
HeJeNro: MATHAHEBHas (IIecCTHAHEBHas) pabodas Henmens, ¢ AByMS (OJHHM) BBIXOAHBIM(H) IHSIMH;
MIPOJIOJDKUTENBHOCTE €XEeIHEBHON paboThl — 8 yacoB; BpeMs Haudana pabotel — 09.00, Bpemsi OKOHUaHUS
pabotsl — 18.00, nepepriB a1 oTabixa u nuranus — 13-14.00.

11.3.4. JIns BBINOJHEHUS CBOMX TPYAOBBIX 00S3aHHOCTEH NUCTAaHIMOHHBIA pabOTHUK HCIIOJIB3YEeT
coOcTBeHHBIE 000pYAOBaHKE U IPOrPaAMMHOE 00€CIIeYEeHHUE, JOCTYII B ceTh VIHTepHET, TeIe(OHHYIO CBS3b.

11.3.5. PaGoTHuk 00si3aH OBITH JOCTYHIHBIM JJisi paboToJaTens M COTPYAHHMKOB paboromarens U
HUMETh JIOCTYII B HHTEPHET B PEXHUME PealbHOTO BPEMEHH B T€UCHHE pabodero BpeMeHH, peXXUM KOTOPOTo
ykazaH B 11.1.3.3, B ToM umciie pabOTHHK 00s13aH:

- CBOEBPEMEHHO IPOBEPATH NIEKTPOHHYIO I10YTY;

- IOJTy4aTh U pacCMaTpUBaTh IOCTYMAIOLINE OT paboToAarens 1eKTPOHHBIE JOKYMEHTHI;

- OCYIIECTBJIATH AIIEKTPOHHYIO IIEPENHCKY ¢ paboToaTeneM, COTpYAHUKAMHU paboToaTeNs;

- HaIIpaBIATh pab0TOIATENIO 3JIEKTPOHHBIE OTBETHI, JIEKTPOHHBIE JOKYMEHTEI,

- B YCTaHOBJICHHBIE CPOKH IPEAOCTABIATh OTUETHI O MpOJeNaHHON paboTte, B T.4. POTOOTUETHL, IO
TpeOOBaHMIO JUPEKTOPA UM HETIOCPEICTBEHHOTO PyKOBOIUTEILS;

- SBIATBCS B YUpeKJCHHE U HANpaBIATHECA B KOMAHIUPOBKH MECTHOTO 3HAYEHHUS II0
HEOOXOIMMOCTH WM 10 TpeOOBaHUIO HETIOCPEACTBEHHOTO PYKOBOIUTENS;

- cobmoate TpeOOBaHUSA OXpaHbl TpyAa IPU AUCTAHIIMOHHOH paboTe;

- BBINOJIHATH HMHBIE pa3syMHBIE M 3aBUCAIIME OT pabOTHUKA MIEHUCTBHUS, HAlpaBleHHbBIE Ha

co0moieHre nopsiika B3auMOACHCTBHUS CTOPOH.

11.3.6. HeucnonneHue, a paBHO HCIOJHEHHWE C TpyOBIMH HapyImeHUsSMH PabGOTHHKOM CBOMX
TPYHAOBBIX O0S3aHHOCTEW SBISETCS OCHOBAaHHEM Ui NpuBiedeHHs PaboTHHMKAa K AMCIUILUIMHAPHOH
OTBETCTBEHHOCTH, BIUIOTH IO YBOJIbHEHHUS.

11.3.7. Omnmata TpyJa IOUCTAHIMOHHOTO pabOTHHKA OCYILECTBISETCS COIVIACHO TPYAOBOMY
noroBopy u [lonoxenuem o6 omnarte Tpyaa Y dpexaeHuUs.



