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Koxekc »THKHU ¥ NPodecCHOHANBHOI0 OBEIeHH COTPYIHHKOB
MBY «ConnoKyabTypHbIil 10CYyroBbiii KOMIIEK» I.0.YanaeBcx

[.O6mne nonoxeHus
1.1. Komexc pa3paboTaH B COOTBETCTBHH ¢ MojoxeHusMH Koxcruryumu PO,

['paxmaHckuM  KomekcoM, TpyJoBeIM — KOZEKCOM,  YCTaBOM  YHIPEKICHHS,
KOJUIGKTMBHEIM JOrOBOPOM ¥ HHBIMM JIOKAIbHBIMH HOPDMATHBHBIMH dKTaMH
yupeskJIeHHs; OCHOBaH Ha OOIUENPUHATHLIX HPAaBCTBEHHBX NPHHLMIAX W HOpMax
noseneHus B oduiecTse Poccurickon Menepaiun.

1.2. Koaekc 3THKM H TpodecCHOHATLHOIO NOBEAEHHS COTPYAHMKOB MbY
«CKJIK» r.0.Hamaesck mpeacTasiseT cofod cBOA OOIIMX IPHHLMIIOB CIYKEOHOrO
NOBEJIEHUS, KOTOPLIMU AOJKHBI PYKOBOACTBOBATHCA BCE COTPYIAHHMKH YYPEKICHHS
HE3aBUCHMO OT 3aHUMaeMOH JTOIKHOCTH.

1.3. K uHcny COTPYHHHMKOB YUYpeXAeHHMS, Ha KOTOPBIX pacHpOCTpaHgercs
pacrosumit Komekce, orHOCSTCS JTHia, paboTaromiye Mo TPYJAOBOMY M I'DaXAAHCKO-
npasoBoMy JjoropopaMm. Cobmonenne Kopmekca pacnmpoCcTpaHA€TCs Ha  JIHIL
MIPOXOISIIMX TTPAaKTUKY B CTAKUAPOBKY B YUPEKICHHH.

1.4. Corpyanuk, moctynarommii Ha pabory B MBY «CK/K» r.o.Hamaesck,
00s3aH 03HAKOMUTECS C MOMOKeHUsIMA Kojekca # cobmonars uxX B MpoLecce CBOCH
npodeccHoHaNbLHOM esrTenpHocTH. Konexe mnpunaraercs K TpynoBoMy IOToBOpY
COTpPY/HHKA.

1.5. llensto Komekca sBiseTcss YCTaHOBJIEHHE JTHYECKMX HOPM U TMpaBuil
CTyXeGHOro TOBENEHHS M JOCTOMHOrO BHINONHEHHS COTPYINHHMKAMHU CBOCH
paboThl, a TaKKe CONCHCTBOBATH YKPEIUIEHWIO MPHBICKATENBHOTO HMHIKA
VUpEXKIACHHUS.

1.6. Kojexc mpu3BaH co31aTh M IIOBBICHTH IUIOJOTBOPHYIO, KOMQOPTHYIO
armMocdepy B KOMIeKTHBe, cOOMO/eHWe IIPHHATHIX IIPaBdi  COCOOCTBYeET
(QOpPMHUPOBAHHIO eIMHOW KOMaHIbl u3 JHOJAEH, OTHOCALWIMXCA K pPasiHuYHBIM



COLHAIbHBIM IpyInam (Bo3pacr, nou, omnpiT, o0pa3zoBanue, CTaTycC, NPHHAIEKHOCTE
K Pa3HBIM KOH(eCCHsIM, NapTusm i T L

1.7. Konexc CIAYIKHT OCHOBON KOHCTPYKTHBHOTIO ob1enus, [TOCTPOEHHOTO Ha
YBaXX€HHH JIHYHOCTH.

[.8. 3nanue u cobimonenne Konekca ABJICTCA OHUM M3 KpUTepHes OLIEHKH
Ka4yeCTBa npodeccuoHannLHoii ACATETbHOCTH.

OCHOBHble NPHHOHNLI K NPaBHIa 3THYHOr O HnoBeAeHHsn COTPpYAHUKA

1. Jlo6pocosecthoe HCIIOIHEHHE NOJIKHOCTHbIX obs3aHHOCTeH, coBm0Tas rPaHHIb]
YCTAHOBIICHHON 30HBI OTBETCTBEHHOCTH.
2. Tlpossienwne KOPPeKTHOCTH, 106poxkenaTenbHoe OTHOILCHHE KaK BHYTpH
KOJUICKTHBA (MeXIY COTpYRHMKamu CTPYKTYPHBIX [10JpasieneHui, OTJIeJIOB), TaK H
MPH BHELIHEM B3auMOeiicTBUK APYTHMH  OpraHu3anusMu, ¢ COUMATbHBIMY
lTapTHepamu, noiayyarensimu yCIyr.
3. Tlposenenue TOICPAHTHOCTH, YBAKUTEILHOIO OTHOWICHHUS K oOOblyasM g
Thanuuusm Haponoe Poccuu, YUUTBIBATL KYNLTYPHbIE M MHbE 0CODEHHOCTH
PA3THYHBIX  3THHYECKHX rIpymm u KOH(eccuii, ne AOMYCKaTh  pa3KuraHus
MEKHALNOHANBHEIX K MEKKOH(DeCcCHabHbIX KOH(JIMKTOB. _
4. Henonymenne MPOABACHUST  KOPPYNLHH, MOJYYeHHs BO3HArpaxkaeHus ot
pusudecknx IOPUIMHNECKHX ML 332  HcnogHenme CBOMX  IOIKHOCTHBIX
00s3aHHOCTEH.
5. Cortpynuuku YUPCHKICHUS, OTBETCTBeHHble 33 XpaHeHHe M  mepemauy
HHpOpMaLHK, 06s3an MPUHUMATL COOTBETCTBYIOLIHE MEpbI no obecnevenuio
Oe3onacHocTH 1 KOHHUAeHIMATBHOCTH HH(OpMalmK (He nepenasats u OTPaHUYUTE
CBOOOIHBIN moCcTYn K HEPCOHAIBHBIM AaHHBIM COTDPYIHHKOB, YYACTHUKOB KITyOHbIX
(opmupoanuii, KOTOpble uMerloTcs B AOroBOpax, >KypHaiax, Ha CTpaHWyKax B
COLHANBHBIX CeTAX u ap. )
6. Cobmojienue cybopauHamu — HOPMa YTHKH e10BOro obimeHus.
Obuienne «nonruunennmiii - HaYaIbHUKY

- IMogunnennwii obpataeres ¢ HPCLNOKEHUAMH, Npochbamu, 3aMeyanusmy 1o
pabore k HETIOCPE/ICTBEHHOMY  pyKOBOTHTEIO. Obpauenue x BbILIECTOAILEMY
PYKOBOIUTEIMO (MHHYS PYKOBOIHTENs OTAe/1a HIIM CTPYKTYPHOIO nojpasnenenus) —
HecoOroeHHEe HOpM CyOOpaHHamy.

- Obpamenne o6s3a10 GuiTs B KOPPEKTHOH (opMme, ¢ nebro NPeIoTBpalleH ks
KOHQIIMKTHBIX CUTYaluii ua padouem mecre.

— Tloauunenumpii BlipaBse 0003HauuTH pabouayro npobdsemy, ¢ obs3arensupm
MPEATIOKEHHEM 110 ee ycTpaHeHuio, ¢ cobmoeHneM HOpM peyeroii cybopanuaimy:
HEOMYCTAMO obpaliieHue Ha «Thly, AQKE €C/IH PyKOBOJIMTENb MAajLie 1o BO3pacry,



HC/IOMYCTHMBl NPEPEKAHMSA M MOBbiICHHBIH TOH. COTpYIHHMK BMpaBe BbICKA3aTh
MHEHUE, 0003HAYHUTH CBOIO MOZHIIHIO B YBa)XKMTENIbHOH (hopMme.
OO0uenue «HauaIbHUK-TI0 1Y MHEHHBIH/YuacTHUK KDy
- PykoBoaurens, Ha/leleHHbIN OpraHu3aUMOHHO-PACIIOPAARTEIbHBIMH

[OIHOMOYHMAMH, NPHHMMAET BCE Mepbl N0 MPeJOTBPALICHUIO H YPEryIUpOBaHHIO
KOH()IMKTA HHTEPECOB, HECET MEPCOHAIbHYIO OTBETCTBEHHOCTD 33 CO3MaHMe B
BBEPCHHOM eMy KOJUIEKTHBE KOMMOPTHON MOpajibHO#H U paboveii arMochepsl.

- PykoBoautens ABJIAETCS MOTHBHUPYIOHUIHM MPUMEpPOM s
noa4rHeHHoro/y4yactHuka K®. C uenblo BBIMOMHEHHMS CBOMX JOJKHOCTHBIX
00s13aHHOCTEH PYKOBOAMTEIb CTABUT MEped MOJYHHEHHBIMH KOHKPETHBIE, YeTKue,
MIOHATHBIC 3a7a4H. OINpPEJE/seT CPOKM BBINOJHEHHUS, OOroBapMBaeT KOHEYHBIN
pe3ybTatr pabotsl. Ha Beex 3ranax paGoThl enaeT aHauu3 ¥ BHOCHT KOPPEKTUBLI B
MpOLECC  NEATeNBHOCTH  [UIA  JOCTHIKEHMsl  LeMM, HECeT  I[1ePCOHATBHYIO
OTBETCTBEHHOCTh 3a BBI[IOJTHEHHYIO padory, NOPYYEHHYIO ero
orieny/K®/eTpykTypHOMY noapasaeneHuio.

- PykoBoautens oueHuBaer paGoTy COTpYyNHHKA, a He €ro JIMYHOCT
BBICKA3bIBACT INPETEH3UH 1O CYIIECTBY PEIIAEMOro BOMPOCA, KACATENBHO KayecTBa
paboThl MOAYMHEHHOTO, ANeIUPYET NPO(EcCHOHATLHBIMH KPHTEPHAMHU OLIEHKH, a
HE KaTeTOPUSIMH «MHE HPABUTCS/HE HPABUTCH»

- YBaXXUTeNbHOE OTHOLICHHE, oOpauienne 00s3aTeNbHO  JUIS paboThi
PYKOBOJAHMTEJIS CO BCEMH MOAYHHEHHBIMH, COOJIIO/IEHHE PEYEBOro ITHKETA: HA «Thi»
YMeCTHO oOpauieHue K pebeHky no 16 ner, K JMOBOMY YeJIOBEKY 1Mo O0O0KIHOM
JIOTOBOPEHHOCTH.

- Cobnronenue NPUHIMIOE CIpaBeTHBOCTH: MOOILpEeHHEe/HaKa3aHue Bcerja
JIOJTZKHBI OBITh aeKBaTHBI 3aciyre/mpomaxy. PykoBomuresns He BIIPABE OCTaB/ISATH
0e3 BHMMAHMS  3aCAyrW/IPOMAXH MOAYMHEHHBIX, 5TO CHHKAET YPOBEHb
YAOBJIETBOPEHHOCTH U KaYECTBEHHOrO pe3yJibTaTa paboThl.

- PykoBonuTeNb HECET OTBETCTBEHHOCTb 3a HEHCTBMS HIH GesneiicTBHs
MOIYHHEHHBIX €MY COTPYIHHKOB, HapylIaioLMX TNPUHIKIILI 3THKM W [IpaBuia
CI1yKeOHOTO MOBeCHH S, €CIIH OH CBOEBPEMEHHO He NPUHST MEPBI TI0 HEJIOMY LIeHHIO
TaKUX IEUCTBUH.

OO0uieHHe «COTPYAHUK-COTPYIHHK

- YBaXMTENbHOE OTHOLICHMEe, OOpAIICHHE CO BCeMM COTPY/IHUKaMH
yupexkneHus. CodnoaeHre pevyeBoro 3THKeTa.

- Kpurika kavectsa paborbl apyroro cOTpyAHWKa, B3aMMOICHCTBHS ¢ HHM
HMEET MeCTO ObITh, €C/IM BBICKA3aHa KOPPEKTHO C TAKTOM B T PHCYTCTBMM Y€JIOBEKA, B
4yel aJpec OHa aJipecoBaHa.

- [lepeGuBanus, npepsIBaHus KOILTErH BO BPeMs €ro BBICTYIJIEHHUS.



1. Obmue aTHYeCKKe MpaBHIA CIYKeOHOTO NMOBEEHHH.

3.1. CoTpy/iHHKH, HE3aBUCUMO OT UepapXUH, 00513aHbl BO3AEPAKHUBATLCS OT:

- JlroGoro BhiCKa3bIBaHWst U JIEMCTBHUS JUCKPUMHHALMOHHOIO XapakTepa Io
NMpU3HaKaM TMoja, BO3pacTa, packl, HAUWOHAIBHOCTH, #3blKAa, TIPaKIaHCTBA,
COLIMAIIHOI'O, MMYIUECTBEHHOTO WM CeMEMHOro MOJIOKEHHUs, MOIUTHYECKHUX WIIH
PeTUrMO3HbIX NPeArTOYTeHHH;

- I'pyboctu, nmposiBiieHuii npeHeOpeKUTENLHOIO TOHA, HELEH3YPHOH JEKCHUKH,
3aHOCYMBOCTH,  TNPEIB3SIThIX  3aMevYaHWi, [PeAbSBICHUS  HEMPaBOMEPHbIX,
He3acTy/KeHHbIX 00BUHEHUH, OCKOPOICHMIA;

- Yrpo3, OCKOpOMWTENbHBIX  BbIpOXEHUH  MIM  peIUIMK, JAeHCTBHI,
NPensSTCTBYIOLIMX HOPMaJIbHOMY OOLLIEHUIO WM MIPOBOLUPYIOLIMX [IPOTHBOIPABHOE
MMOBEICHUE;

3.2 Bxewnu#d Bua paOOTHWUKA, INPU HCIOJIHEHHMM KM  JODKHOCTHBIX
o0si3aHHOCTEH W B 3aBUCUMOCTM OT YCJIOBMH TPYJAOBOH AEATENBHOCTH, HOJDKEH
CHOocOOCTBOBaTh YBAXKMTEIBHOMY OTHOLICHHIO MOCETHTENeH K Y4YpexiaeHuio, a
TaK/Ke, NpH HeoOXOJAUMOCTH, COOTBETCTBOBATh OOIUENPUHATOMY IEJI0BOMY CTHIIO,
KOTOPBIH OTIMYAIOT CAEPKAHHOCTD, TPAIHLIMOHHOCTh, AaKKYPaTHOCTb.

Hempuemnema  omexxna u 00yBb  IUISDKHOTO  CTWAs, B TOM
Yuclie OPThl, capadadbl, CIOPTUBHBIE KOCTIOMBI. B oOceHHe-3UMHHI nepuon
HeOOXO0AMMO T10J1b30BaTHCH CMEHHOM 00YBbBIO.

JAns noanepxaHus MOJOKUTENBHOIO MMUIKA YUPEKIAEHHUS. PH [IPOBeJeHHH
MEpONpUATHH HA APYTuX IUIOMIAJKaX ACHCTBYIOT Te ¥Ke NpaBuila Ipecc-Koaa .

Bo  Bpemst  BcTpeuu  moceruteneidt, saubo  npu  oOleHUM ¢
MOCETUTEIIMUA COTPY/IHUKAM Cle/lyeT CJIeJIMTh 3a OCAHKOH M TO30M, TaKk Kak
pa3Bsi3Has 0332 MOMKEeT 3HAuMTe/IbHO IoMelaTh OOIIeHHI0, OCTaBHThH
HEeYBaKUTEJIbHOE UM OTPULIATEIbHOE MHEHHUE O JESATENLHOCTH YUPEKACHHS.

3.3. Pabouee MecTo NOMKHO cojepKaThCsl B MOPAIKE, YHCTOTE, 32 15 MHH. 10
OKOHYaHMs padoyero JHS Ha CTOJe JOKeH ObITh HaBe/eH MOPAAOK, 3aKPBITEl OKHA,
BBIKJTFOUEHBI JIEKTPONPUOOPBI, KOMIIBIOTE.

IIpenmMeTsl MHTEpbepa AOMKHBI COOTBETCTBOBATH (PYHKIIMOHANBHBIM 3a/Jadam
KaOuHeTa MoMeleHus.

3.4. Cobmonats axkKypaTHOCT B OONIEHMM B COLUMANbHBIX CeTAX ©
MecceHIKepax, MCXOJs W3 OpaBuil MPHJIMYMEA M 3apaBoro cMmeicia. HexoppekTHo
o0cyxk1aTh paboude MOMEHTbHI, TaK KaK HaMHMCAaBILMH HE MOXKET KOHTPOJMpPOBaTh
pacnpocTpaHeHue HHOOPMALMK, KOTOPYIO pa3MecTus y cebs Ha cTpaHuuke. Jluynas
CTpaHHulla — 4acTh NyOJMYHOro npoctpaHcTsa. Ecam cTpaHula vcnoab3yeTcs Juis
MPOABHKEHHS MHTEPECOB YUPEKIEHHs, CBS3aHa C COLMANbHBIMU [apTepaMu M



OTBETCTBEHHBIMHU JTHLAMH, €CJIH YKa3aHO MecTO paboThl COTPYAHHKA — 3TO CTPaHULA
npeacrasutenss  yupexaeHus.  COTpyOHHK  sBISeTCS  4acTblo  KOMaH[bl,
ClleOBaTeNbHO, ABIAETCS B HEKOTOPOM CMBICHIE JIMLOM YUPEKACHUS KYJbTYPb,
KoTopoe 00s13aH0 co0noaaTh STHKY 00IeH s B COLMANIBHBIX CETAX.

I'V. Hopmbl 5THKH 00LIEeHNS

4.1. CoTpyaHUKH, no jgoary ciyx0bl oTBevaromue 3a oOileHHe ¢
MmojydyaTeNsMM  YCIyr, —0Osi3aHbl  BCTpevaTh  TOCETHTENed  yupexkAeHHs
100posKenaTe/bHO, BEXKIHBO H IPAMOTHO OTBE4aTh Ha NOCTABICHHBIC BONPOCHI, €C/IH
MO YBakKHTENbHOIH NpHYMHE MOJIEPXKATh Pa3roBOp He yJdercs, HeoOXOLUMO
mepeajpecoBarb KIMEHTa APYrOMY COTPYAHMKY, KOTOPBIH MPaBOMOYEH AaTh
KOoMIeTeHTHbIN oTBeT. OCTaBUTH BOTIPOC Oe3 OTBETA COTPY/AHHK HE UMEET MpaBa.

4.2. JlaHHOe IIPaBUIO KAcaeTes ITHUKETA [el0BOro obileHus no rtenedoHy, B
COLMANBHBIX CETAX, MecCeH/Kepax, B uHTepHeT nepenucke. OrBevas Ha
Tene(OHHBIN 3BOHOK, JIFO0OH COTPYAHMK Y4YpeXKIeHHs O0053aH T0310pOBATHCA,
HA3BaTh YUYPEXKAHHUE, NPEACTABUTBLCS, HA3BAB 3aHUMACMYIO 10JIKHOCTD.

4.3, Corpyanuk chepsl «KyabTypa» 00s13aH HCIONL30BATL TPAMOTHYHO PEHb
KaK MMCbMEHHYIO, TaK U YCTHYIO.

4.4. CoTpynHuk 00s3aH 3HATH W TPUMEHATH ITUKY JIEJNOBOH MEPEnHCKH,
BJIA/IETh KOMMBIOTEPHOHM I'PAMOTHOCTBIO:

OCHOBBI KOMIILIOTEPHOH I'PAMOTHOCTH B 0POPMJIICHHH JOKYMEHTOB

Hoas

Pasmepsi nosteit 1omKHb! OBITh ClieaytomuMu: nesoe — 30 MM; npasoe — 10 mm;
BepxHee ¥ HiKHee — 20 MM.

Hvymepanus

CTpaHuiibl [OKYMEHTOB JO/DKHBI ObiTh TpoOHyMepoBaHbl — Hymepyior B
cepelWHe TIOJisl Ha PaCCTOSIHUM HE MeHee | ¢M OT BEPXHEro Kpas JMCTa.
CocTaBjeHHe JOKYMEHTa [0 FOCTy

- Hcnons3ytotcs Oecruiarthbie wpudrel, ucrnons3osate Times New Roman
(pasmep 14); unrtepsan 1-1,5; orctym 1,25 cMm.

- 3aroloBKH BBIPABHMBAIOTCS M0 JIEBOMY Kpal HJIM 110 TMEHTPY, a TEKCT — M0
HIKPHHE.

- B 3aronoBke MuiLeTcs He TOJBKO Ha3BaHHUe, HO U COAepKaHHe TIOKyMEeHTa — O
4yeM OH.

- Y agpecaTa MHHUMAbI [UIIYTCs nocsie GaMuiiig, a B IOAIMCH — Mepel Hell.

- Ecnm agpecar — ¢upma, TO yKa3biBaeTCs B MUMEHWTENILHOM Majexe, eciu
4eJIOBEeK — B JIATEIbHOM («KOMY» ).



V. OrBetcrBennocTs 32 Hapyuenne nonoxenuii Konexca

5.1. Hapyuenue pabotHuKOM nonoxenuii Konekca MOANIEXKNT aHAIM3Y W [1pH
MOATBEPKACHUH  pakTa  Hapymenus  — AUCLHIIIMHAPDHOMY  B3BICKAHHIO
(3aMevanue/BbIrOBOD).

5.2. CobimomeHue mnonokenui Konekca yuutsipaercs [IPH  [IPOBEJIEHUM
aTTeCTallHK COTPYAHUKA.

5.3. 3a rpy6oe HapylieHue (Hanuvue o0OOOCHOBAHHOMN Kkanods!) Kopexca
COTPYHUKH JIUILAIOTCS IPEMHU.



