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ITPABUJIA BHYTPEHHEI'O TPYZJOBOI'O
PACIIOPAJIKA
YOV MIIO0 «CaxanuHCKuM yueOHO-TeXHUIECKUHA
LEHTPY

1. O0uue momoxeHust

1.1.  IlpaBuna  BHYTpPEeHHEro  TpPYAOBOIO
pacmopsaka  HMMEIOT  LEeNbI0  CI0COOCTBOBATH
YKPEIUIEHHIO TPYIOBOH IUCIUIUIUHEI, PAHOHAIEHOMY
HCIIOJIB30BAaHUIO DPAOOUYEr0 BpEeMEHH, JTOCTHIKEHHIO
BBICOKOTO KadecTBa pabor, ITOBBIILIEHUIO
IPOM3BOAMTENEHOCTH TpyJa M  BOCHUTAHHIO Y
PabOTHHUKOB OTBETCTBEHHOCTH 3a PE3YJIBTATHl pabOThI
OpraHu3aluy.

1.2. Hacrosmue IIpaBuna  BHYTpEHHETO
TPYHAOBOIO paclopsika @0 IOPHAWYECKOH CHIIE
SBJIAIOTCS JIOKAIBHBIM HOPMaTHBHBIM aKTOM.

1.3. Hactosmue IlpaBmna o0s3aTenpHBl IS
BEIIIOJIHEHUS BCEMH PaOOTHUKAMHU OpPTraHU3aI[iH.

1.4. Hacrosmue IlpaBuna moBomdarcs [0
KaXI0ro pabOTHHKA OpraHU3aIlHH.

2. Ilopsinox nmpuema Ha paboTy

2.1. Ilpuem Ha paboTy B OpraHU3AIHUIO
IIPOU3BOJUTCSA IIOCPENCTBOM 3aKIIIOYEHHUS TPYIOBOTO
norosopa. IIpaBo moamucaHus TpyZOBOrO IOroBOpa
IPUHAIENKUT PYKOBOIUTENIO OpraHU3aldd MK
JIpyroMy YIOJHOMOYEHHOMY IIHILy, IeHCTBYyIOIEMY
IO JIOBEPEHHOCTH B IIpe/ieNaX CBOEH KOMITETEHIIMH.
Ilpuem Ha paboTy odopmisercs mNpUKa3oM IO
JMYHOMY COCTaBy, KOTOPBIH OOBSBIsIETCS PabOTHUKY
IOl POCHHCh B 3-AHEBHBIA CpPOK CO JHS Hayaja
paboThL

2.2. Tlpu npueme Ha paboTy pabOTHHK 00s3aH
IIPENBSIBUTH CIEAYIOIINE JOKYMEHTHI:

- TpyZOBast KHUXKKa;

- JOKyMEHTBl BOMHCKOIO yd4era - JUIs
BOECHHOOOS3aHHBIX W JIMI, MOJUISKAIUX IPU3BIBY HA
BOCHHYIO CITyXKOY;

- TIaCIIOpT;

- CTpaXOBO€ CBHUIACTEIIBCTBO TOCYAApPCTBEHHOI'O
IIE€HCHOHHOI'0 CTpaxXOBaHHUs,
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INTERNAL LABOUR REGULATIONS
Private Educational Organisation for Further
Vocational Education «Sakhalin Technical Training

1. General

1.1. Internal Labour Regulations are intended to
promote strengthening of labor discipline, working
time management, the increase of employees
performance, the increase of labor productivity and
nurturing a high level of responsibility for the results
of Company’s activities.

1.2. These Internal Labour Regulations shall be
considered as the local regulatory document in terms
of the legal force.

1.3. These Regulations shall be binding for all
employees of the Company

1.4. These Regulations shall be communicated
to all employees of the Company.

2. Hiring Procedure

2.1. The Employee is hired by the Company on
the basis of the Employment Agreement. The
Employment Agreement shall be signed by the
Company Director or other authorized person acting
under the Power of Attorney within his competence.
Employment shall be acknowledged by the Personnel
Order, which is announced to the Employee against
the signature within 3 days from the date of work
commencement.

2.2. The Employee shall submit the following
documents at the hiring stage:

- Employment Record Book;

- military service records - for persons liable for
military service or draft to military service;

- passport;

- insurance certificate of State Pension Fund;

- INN (Taxpayer Identification Number)
certificate;

- academic certificates (when job requires



- cBuaerenscTBa 0  npucBoenun MHH
(MHAMKAIIMOHHOTO HOMEpPA HAJIOTOIlIaTe IbIINKA);

- JOKyMEHTHI 00 oOpa3zoBaHuM (IIpu ImpuUeMe Ha
paboTy, TpeOyIOMYIO ClIEIHaIbHBIX 3HAHHUH ),

- MEIUIMHCKOTO 3aKJIIOUeHUss 00 OTCYTCTBHH
IIPOTUBONIOKa3aHUN nni paboTel B MECTHOCTSX,
IIpUpaBHEHHBIX K paiioHam Kpaiinero CeBepa, uiu B
paiionax Kpaiinero Cesepa.

2.3. Ilpu npueme Ha paboTy (IO MOAMUCAHUS
TPYZOBOTO JI0roBOopa) pabOTHUK 3HAKOMHUTCS IIOJ
pOCIIUCH C JIOKAJbHBIMH HOPMATUBHBIMH aKTaMH,
HEIIOCPEJICTBEHHO  CBS3aHHBIMH  C  TPYIOBO#
JIeATENBHOCTHIO paboTHHKA!

- ¢ HacrosmuMmu [IpaBunamMu BHYTpPEHHETO
TPYZOBOTO PaclopsAKa;

- C JOJDKHOCTHOM UHCTPYKLHUEH;

- C HOpMaMHu IIPOU3BOACTBEHHON CAHHUTAPUH U
TMTHEHBl TpyJa, IIpaBUJIaMHM IIPOTHUBOIOXKAPHOMH
6€30I1acHOCTH U TEXHUKH 0€30macHOCTH Ha paboyem
MECTE;

- ¢ Ilonmoxxenuem o
pabOTHHKOB;

- ¢ [lonoxenuem 06 omnare Tpyna;

- ¢ [Ionmo>xeHnemM 0 KOMMepUYeCKOH TalHe.

2.4. Ilpm 3aKirO4eHHH TPYIOBOrO AOrOBOpa B
HEM MOXeT OBITh IPEeAyCMOTPEHO YCIoBHE 00
HCIBITAHUA C I€JbI0 IPOBEPKH  COOTBETCTBHUS
paboTHUKa ITopydaeMoit eMy pabore:

- I pSAOBBIX paOOTHUKOB - Ha CpOK He Gonee 3
MeCSIIEB;

- [OId  pyKOBOOMTENEH KOMIAHMM H HX
3aMeCTUTENeH, TINaBHbIX OyXraiarepoB #W  HX
3aMecTHTeNe - Ha CpoK 10 6 mecsleB. YcioBue 00
HCIBITATEIPHOM CpPOKE YKa3bIBa€TCs B TPYIOBOM
JIOTOBOpE M MpHUKas3e o IpueMe Ha paboTy.

2.5. B mepuox WHCIBITAaTENbHOIO CpoKa Ha
pabOTHHUKOB MOJHOCTBIO pacIpocTpaHsercs TpyaoBoit
kogekc PO (ct. 70 TK PO).

2.6. Ilpu HEyHOBIETBOPHUTENHLHOM pE3yJbTaTe
UCIBITaHUsI paboTONaTENh UMEET MIPABO O UCTCUCHHUS
€ro CcpokKa pacTOprHyTh TpPYAOBOH JOroBOp C
pabOTHUKOM, NIPENYNIPEIUB €ro B MUCHEMEHHOU (opme
HE IO3[HEEe 4eM 3a TpU [HSA C yKa3aHHEM IIpUYHH,
IOCIY)KMBIIUX JUIsI O3TOr0 OCHOBaHWEM. Pemenue
paborozmarenss pabOTHUK UMEET MpaBO O0XKalIOBaTh B
cyneOHOM MopsIIKe.

2.77. Ecnm B mnepuon HUCHOBITaHUS pabOTHHK
IIPUJIET K BBIBOAY, YTO IPEMJIOKEHHAs eMy paboTa He
SBIISIETCS JI1 HETO MOIXOMSINEH, TO OH MMEET IIPaBo
pacTOprHyTh TpPYAOBOH JOTOBOp IO COOCTBEHHOMY
XKENaHuIo, IpenynpenuB o6 3Tom paboronmarens B
NHUCBMEHHOM QopMme 3a TpU JHS.

NEPCOHANIBHBIX OaHHBIX

special knowledge);
- medical report confirming fitness for work in
the Far North and equated localities.

2.3. At the time of hiring (before signing an
Employment Agreement), an Employee shall read the
following local regulatory documents directly related
to the work, performed by the Employee:

- these Internal Labour Regulations;

- Job Description;

- occupational health regulations, fire safety
rules, job safety practice;

- Regulation on Protection of Personal Data;

- Regulation on Payment for Work;

- Trade Secret Regulation.

2.4. The Employment Agreement may contain
the condition of probation period, established to
check, if the Employee is suitable for the assigned
work:

- for regular employees - the probation period
shall not exceed 3 months;

- for Company managers and their deputies,
chief accountants and their deputies - the probation
period shall not exceed 6 months. This probation
period condition shall be indicated in Labour
Agreement and Order of Employment.

2.5. The employees under probation period
shall be fully guided by the RF Labour Code (Art. 70
of the RF Labour Code).

2.6. If the result of probation period is not
satisfactory, the Employer is entitled to terminate the
Employment Agreement with the Employee before
the expiration of the probation period by giving the
Employee a written notice with the reasons for
termination. The Employee has the right to appeal
against the decision to the court.

2.7. If during the probation period the
Employee comes to the conclusion that the job
offered is not suitable for him, he is entitled to
terminate the Employment Contract at his own
discretion by notifying the Employer in writing three
days in advance.



3. YcnoBus Tpyna

3.1. HopmanpHas mpogoKUTENFHOCTE paboyero
BpeMeHU cocTtaBiusieT 40 yacoB Uit MYX4YdH U 36
9acoB IS JKEHINWH B Hexemo; [IpomoimKuTensHOCTh
BpEMEHU OT/bIXa U NMUTaHuUs - 1 yac (B mepuox ¢ 12:00
no 14:00). B pmpyroe Bpems o0eneHHBIA MepephIB
HCIIONB30BaTh He paspemaercs. Havano pabGotel - B
9:00, oxonwyanue - B 18:00 mns MyXuywmH H I
JKEHINUH C IIOHEHENbHUKA 1o 4erBepr B 17:15 u B

natauny B 17:00. Breixommele gHH: cy6bota u
BOCKpECEHBE.
3.2. IlpomoixuTenbHOCTH  pabodero  AHs,

HEIMOCPECTBEHHO IPEAILIECTBYIOMEro HepadboueMy
Ipa3HUYHOMY JHIO, YMEHBIIAETCS Ha OJUH Yac.

3.3. 3apaboTHas miata paOOTHHKOB B CBS3H C
HepaOo4unMHU MPa3JHUIHBIMU JHSIMH HE YMEHbBIIAETCS.

3.4. IlpuBneuyeHne K CBEPXYpPOUYHBIM paboTaM
IIPOM3BOAMTCA  paboTonmaTeieM C  IHCBMEHHOTO
corynacusi pabOTHHKA B INPEAYCMOTPEHHBIX 3aKOHOM
(ct. 99 TK P®) ciyyasx.

Cepxypounsle pabOTEl HE AOJDKHBI IIPEBHIIATH
IUISL KaXXI0ro pabOoTHHKa YETHIpeX YacoOB B TEUCHHUE
IByx nHe# noapsn u 120 yacos B roj.

3.5. He pomyckaercs  mpuBlIeYeHHE K
CBEpXypO4yHBIM paboTaM OepeMeHHBIX IKEHIIHH,
paOOTHUKOB B BO3pacTe 0 BOCEMHA/LIATH JIET, IPYTUX
KaTeropuid  pabOTHHKOB B COOTBETCTBHH  C
¢benepanbHBIM 3aKOHOM. [IpuBleUeHHE WHBAIHMIIOB,
KEHINMH, UMEIOLIUX JIeTell B Bo3pacTe A0 TpeX JIET, K
CBEpXypO4yHBIM  paboTaM  [omyckaercs ¢  HX
IIMUCBMEHHOTO COTJIacHsl U IPH YCJIOBHUM, €CIH TaKue
paboTHI HE 3alpelIeHbl UM IO COCTOSHHUIO 370POBBS B
COOTBETCTBHU C MEIMLMHCKUM 3aKifodeHueM. [lpm
S9TOM UWHBaIWABI, JKEHIINHBL, HMEIOIINE HEeTeH B
BO3pacTe IO TPEX JIET, NOJDKHBI OBITH B MHCHMEHHOU
¢dbopMe 03HAKOMJIEHBI CO CBOMM IIPaBOM OTKa3aThbCs OT
CBEPXYPOYHBIX paboT.

3.6. CaepxypouHas paboTa KOMIIEHCHPYETCS
paboOTHHKaM B COOTBETICTBHM C TpeOOBaHHSIMHU
JIEACTBYIOIIETO 3aKOHOIaTEIHCTRA.

3.7. Pabotomarens OpraHu3yer yd4eT HMpHOBITHS
paboTHUKOB Ha paboywe MecTa U KOHTPOJHPYET
BBIIOJIHEHUE COTpynHUKamu IIpaBun BHyTpeHHEro
TPYZOBOTO pacropsiika.

3.8. ExeromHelii OCHOBHOH OIUTaYHBAEMBIi
OTITyCK IPEIOCTaBIISETCS PaboTHukam
IPOJIOJDKUTENBHOCTBIO:

* ©KErogHBli OCHOBHOH — 28 KajeHIapHBIX
IHeH;

* €XKEroHBIN JOIIOJIHATENIbHBIN = 16
KaJeHJapHbIX JHeH (3a paboTy B MECTHOCTSX,
IpHpaBHEHHBIX K pailoHam Kpaiinero Cesepa).

3. Working Conditions

3.1. Standard working time shall be 40 hours
per week for men and 36 hours per week for women;
the duration of lunch break is 1 hour (in the period
from 12:00 to 14:00). Other time is not stipulated for
lunch breaks. The beginning of work - 9:00 a.m., the
end of work - 06:00 p.m. - for men and 05:15 p.m.
from Monday to Thursday and 05:00 p.m. on Friday -
for women. Days-off: Saturday and Sunday.

3.2. The number of working hours on the day
immediately prior to a public non-working holiday is
one hour less than the standard number of hours.

3.3. The salary of employees shall not be
decreased due to non-working holidays.

3.4. Overtime work may be required only upon
the consent of an Employee under the Legislation
(Art. 99 of RF Labour).

The maximum overtime work for each
Employee shall not exceed two consecutive days and
120 hours a year.

3.5. Pregnant women, employees aged less than
18 or other categories of employees, stipulated in
Federal Law, shall not work overtime. Disabled,
women, having children under 3 years, may only be
required to work overtime upon their written consent
and provided that such work is not prohibited for
them for health reasons in accordance with medical
report. Disabled, women, having children under 3
years, shall be made familiar with their right to refuse
the overtime work in writing.

3.6. Overtime work shall be compensated in
accordance with the current legislation.

3.7. The Employer shall organize the
registration of employees' arrival to workplaces and
monitor the implementation of Internal Labor
Regulations by employees.

3.8. Employees shall be provided with annual
basic leave for the following period:

« annual basic leave — 28 calendar days;

 annual additional leave — 16 calendar days
(for the work in the Far North and equated localities).



3.9. Otmyck 3a nepBbli roJ paboThl MOKET OBITH
UCIOJIb30BaH II0 HUCTeUYeHHH 6 MecsmeB paboThl (CT.
122 TK P®).

OuepensocTh IIPEIOCTaBICHUS OTITyCKOB
OIIPENENAETCS. €KETOJHO B COOTBETCTBHH C rpauKOM
OTIIyCKOB, yTBEpXZAacMbIM paboromarenem. ['padux
OTIIyCKOB COCTaBISETCS HA KaXABIA ol B CPOK 10 15
Jlekabpsi TNpenplayliero roga | JOBOJUTCS O
CBEZIEHUS BCEX paOOTHHKOB OpraHH3aI[{H.

OTnenbHBIM KaTeropusM pabOTHHKAM B CIydasx,
IPEIyCMOTPEHHBIX beneparbHBIME 3aKOHaMH,
€XXErOHBIH OIIAYMBAEMbIA OTIIYCK IIPEIOCTABIIAETCS
10 UX JKEJIaHHUIO B yJOOHOE I HUX BPEMSL.

4. OcHOBHBIE IpaBa pabOTHHUKA

4.1. PaOoTHHK MMEET MpaBo Ha:

- 3aKIIOYECHHE, H3MEHEHHE U pacTOpXKEHUE
TPYHAOBOTO JOrOBOpa B TOpSOKE W Ha YCIOBHSX,
KOTOpBIE ycraHoBieHsl  TK PO, HHBIMH
beneparsHBIMU 3aKOHAMH;

- IIpeIOCTaBIEHUE eMy paboThl, 00yCIIOBIEHHOMH
TPYZHOBBIM JOTOBOPOM;

- pabouee MECTO, COOTBETCTBYIOIIEE
rOCyJapCTBEHHBIM  HOPMATHBHBIM  TpeOOBaHHUAM
OXpaHbl TpyAa H YCIOBUSM, IPEIyCMOTPEHHBIM
KOJUIEKTUBHBIM JIOTOBOPOM;

- CBOEBPEMEHHYIO U B IIOJHOM 00BEME BBIILIATY
3apabOTHOM IUIaTBl B COOTBETCTBHHM CO CBOEH
KBaTM(UKaIieH, CI0XKHOCTRIO TPYAa, KOJUYECTBOM U
KaueCTBOM BBITIOJIHEHHOH pabOoTEHI;

- OTHBIX, oOOecneuuBaeMblii YCTaHOBICHHEM
HOPMAaJIBHOM IIPOJOJDKUTENIBHOCTU pabodyero BpeMeHH,
COKpAIlIEHHOro paboyero BpeMeHH I OTHACNIbHBIX
npodeccuit u KaTeropuit paboTHHKOB,
IIPEIOCTABICHUEM €)KEHEIENbHBIX BBIXOAHBIX IHEH,

HepabouMxX Npa3JHUYHBIX MJHEH, OIIaYMBaeMbIX
€XETOIHBIX OTILYCKOB;
- IIOJIHYIO, [JOCTOBEpHyIO uH(popmanuo 00

YCIIOBHSIX TpyAa M TpebOOBaHUSX OXpaHBl TpPyAa Ha
pabouem mecte;

- npodeccuoHaNBEHYIO IIOATOTOBKY,
IIEPENOTOTOBKY U INOBBIIEHHUE CBOEH KBaMH(UKAITUH
B Iopsanke, ycraHoBieHHoM TK PO, wuHbMHU
¢benepanbHBIMU 3aKOHAMH;

- obbeAMHEHME, BKIIIOYAs INPaBO Ha CO3JaHHE
IpodecCHOHATBHBIX COI030B M BCTYIUIEHHE B HUX, JJIS
3alUTHl CBOMX TPYAOBBIX IIpaB, CBOOOA U 3aKOHHBIX
HUHTEPECOB;

- ydacTHe B YIpaBlI€HHH OpraHuszanueii B
npenycMotpeHHslx TK PO, unpmMu ¢enepanbHEIMU
3aKOHAMH U KOJUIEKTUBHBIM JOTOBOPOM (hpopmax;

- 3aIUTy CBOMX TPYAOBBIX IIpaB, cBoOOA H

3.9. The leave may be used only after 6 (six)
months of work during the first year of employment
(Art. 122 of RF Labour Code).

The sequence of leaves shall be determined
annually in accordance with the Schedule of Leaves,
approved by the Employer. The Schedule of Leaves
shall be compiled for each following year until
December 15 of the previous year and shall be
communicated to all the employees of the Company.

Specific categories of employees shall be
provided with an annual paid leave at their request at
the time convenient for them in cases, stipulated by
Federal Laws.

4. Basic Rights of the Employee

4.1. The Employee has the right to:

- conclude, amend and terminate the
Employment Contract in accordance with the
procedure and on the terms established by the RF
Labour Code, and other federal laws;

- be provided with the work under the
Employment Agreement;

- be provided with workplace, meeting
governmental labour protection requirements and
conditions of Collective Agreement;

- get timely and full salary in accordance with
his qualification, complexity of the work, quantity
and quality of work performed;

- be provided with the rest by establishing
adequate working hours, reduced working hours for
specific professions and categories, weekly days-off,
non-working holidays, annual paid leaves;

- be provided with all reliable information on
labour conditions and worksite labour protection
requirements;

- be provided with vocational training,
retraining and skill enhancement in accordance with
the procedure, established by RF Labour Code and
other federal laws;

- cooperate with each other, including the right
to create labour unions and enter into existing labour
unions for safeguarding his rights, freedoms and
legitimate interests;

- participate in Company management in forms,
stipulated by RF Labour Code, other federal laws and
Collective Agreement;

- safeguard his rights, freedoms and legitimate
interests by any legal methods;

- get compensation for the harm caused to him
in connection with his work duties, and
compensation for moral harm according to the
procedure established bythe RF Labor Code of the



3aKOHHBIX HHTEPECOB BCEMU HE 3alpelieHHBIMHU
3aKOHOM croco0aMu;

- BO3MEIICHUE Bpela, NPHUYMHEHHOTO €My B
CBS3Y C HUCIOJIHEHHUEM UM TPYIOBBIX 00SI3aHHOCTEH, U
KOMIIEHCAlHI0 MODPAJIbHOTO BpeJa B  MOPSIKE,
ycranoieHHoM TK PO, wunsmMu denepanbHbEIMU
3aKOHAMU;

- obs3aTeNpHOE COLMAIBHOE CTPAaXOBAaHHE B
ClIyJasx, IIPETyCMOTPEHHBIX beneparbHEIMU
3aKOHaMH.

5. OcHOBHBIE IpaBa paboToAaATENS

5.1. PaboTonarens uMeeT mpago:

- 3aKJIX0YaTh, U3MEHATh U pacTopraTh TPYIOBEIE
JOTOBOPEI C pabOTHHKAaMM B MOPSIIKE M Ha YCIOBHSX,
KOTOpBIE YCTaHOBJIEHBI TK PO, HUHBIMU
(benepanrbHEIMHU 3aKOHAMH;

- BECTH KOJUIEKTHBHBIE IEPETOBOPHI U 3aKIIFOYATh
KOJUIEKTUBHBIE IOTOBOPHI;

- NOOMIpSATh pPabOTHUKOB 3a JO0OPOCOBECTHEIM
9¢GEeXTUBHBIN TPYI;

- TpeboBaTb OT PabOTHUKOB HCIOJHEHHS HMH
TPYAOBBIX OOsI3aHHOCTEH U OEpEeXKHOr0 OTHOLIEHHUS K
UMylIeCTBY paboTojaTenss H APYTHX pPabOTHHKOB,
coomonenus IlpaBun  BHYTpeHHEro  TPYHOBOIO
pacropsika OpraHu3aluy;

- IpUBJIEKaTh paOOTHUKOB K JAUCIMIUIMHAPHON U
MarepuajbHOM  OTBETCTBEHHOCTHM B  IIOPSIKE,
ycranoBieHHOM TK P®, wunbmMu denepansasiMu
3aKOHaMU;

- IPHHHUMATH JIOKAIbHBIE HOPMATHBHEIE aKThI,

- co3gaBaTb OOBEOMHEHUs paboromareneii B
LUEeIIX IPENCTaBUTENBCTBA M 3AIMUTBI  CBOMX
HMHTEPECOB U BCTYNATh B HUX.

6. OcHOBHBIE 0053aHHOCTH PabOTONATENS:

- PaboTtomatens 006s3aH CBOEBpEMEHHO W TOYHO
OIIpENENSATh u KOPPEKTHPOBATh OCHOBHBIE
HaIIpaBJIEHHs AEATENbHOCTH pabOTHUKA, PAllHOHAIBHO
OCYWIECTBJIATH  IIOCTAHOBKY Lleled ®  3azad,
obecnieynTs  pabOTHHKA IOCTOSHHBIM  PaboyYMM
MECTOM, COOTBETCTBYIOIIUM CAHHUTApHBIM HOpMaMm,
HOpMaM OXpaHBbI TPyAa M TEXHHWKH Oe30mMacHOCTH, a
TaKKe HUH(OPMAITMOHHBIMHA MaTepHajaMu,
JOKyMeHTauueH, o00opyIOBaHUEM, CPEACTBAMHU CBSI3H
U NPOYMMH BCIOMOTATEJIbHBIMH IPHHAIEKHOCTIMH,
HEOOXOAUMBIMH JUIS PEIICHUS TIOCTABIEHHBIX 3a/1a4.

- Heo6xomumocTs npodeccHoHaTBHOM
IOArOTOBKM ¥  IEPENOATOTOBKH  KagpoB IS
COOCTBEHHBIX HYXJA  OIpeneNnseT paboTomaTels.
Paboronarens IIPOBOJUT npodeccroHaIbHYIO

Russian Federation, , other Federal Laws;
- be provided with compulsory social insurance
in cases, stipulated by Federal Laws

5. Basic Rights of the Employer

5.1. The Employer has the right to:

- conclude, amend and terminate the
Employment Contract with the Employee in
accordance with the procedure and on the terms
established by the RF Labour Code, and other
Federal Laws;

- negotiate and conclude collective agreements;

- encourage the employees for -efficient,
conscientious labor;

- require the workers to perform their duties, to
care about the Employer’s and other employees’
property and to follow Internal Labour Regulations;

- bring the Employees to disciplinary and
financial liability according to the procedure,
established by the RF Labour Code, other Federal
Laws;

- adopt local regulatory documents;

- create unions of Employers for the purpose of
representation and protection of their interests and
enter into these unions.

6. Basic Obligations of the Employer:

- The Employer shall timely and accurately
determine and correct the Employee's main activities,
rationally set tasks and objectives, provide the
Employee with a permanent workplace, meeting
occupational safety and health standards, as well as
with  information  materials, = documentation,
equipment, communication means and other
auxiliary accessories necessary to accomplish the
assigned tasks.

- The Employer shall determine the necessity
for professional training and retraining of staff for its

own needs. The Employer shall provide professional
training, retraining, and skill enhancement of
employees and their training for second professions



IIOJTOTOBKY, IIEPENIOrOTOBKY, IIOBBIIIEHHUE
KBaM(UKaY pabOTHHKOB, OOydYeHHE HX BTOPHIM
npodeccusiM B OpraHU3ally, a TP HEOOXOAUMOCTH -
B 00pa3oBaTeNbHBIX YYPEXKAEHHUSIX HAYaJIbHOTO,
CPElHEero,  BBICIIETO  IPO(ECCHOHATBHOTO  H
JOIOJHUTENIPHOTO 00pa3oBaHMs Ha YCIOBUSX U B
IIOpSAAIKE, KOTOpBIE OIPENENSIOTCS KOJIJIEKTHBHBIM
JIOTOBOPOM, COTIJIAIIEHUSAMH, TPYIOBBIM JOTOBOPOM.
DopMBI npodeccuoHaTBHON IIOArOTOBKH,
IIEPENOArOTOBKM M  TOBBIIIEHUS  KBalIH(UKAIUH
paboOTHUKOB, IepedYeHb HEOOXOMUMBIX mpodeccuit u
CIELMaIBHOCTEH ompenenstorcs paboTomareneM c

y4€TOM  MHEHHMs  IIPEeJCTaBUTENHHOTO  OpraHa
pabOTHHKOB.

B cmydaax, npemycMOTpeHHBIX (henepalbHbEIMU
3aKOHAMHM, HWHBIMH HOPMAaTHBHBIMH  IIPAaBOBBIMH

aKTaMu, paboTonaTens 00s13aH MIPOBOIUTE ITOBBIIICHHE
KBUTH(UKAIMK pPaOOTHHUKOB, €CIH 35TO SBIISETCS
YCIIOBHEM BBINOJHEHUS pabOTHHKAMHU OIpeleIeHHBIX
BHIOB JEATEILHOCTH.

- IlpoBomuTh UHIUBUAyATBHYIO paboTy C
COTpyOHUKAMH, IUIAHUPOBATH M  OCYLIECTBIATH
pa3BUTHE Kapbephl IEPCOHANIA.

- CBoeBpeMEHHO pa3penarb OOOCHOBAHHEIE
XKaNOOBl U IPEIONKEHUST pabOTHUKOB, HE JOIMYCKaTh
yIIeMJIeHUsT HX JUYHBIX W TPYAOBBIX IIpaB,
obecreunBaTh pa3pelieHre Ha3pEeBIIMX COLHAIBHO-
OBITOBRIX INpOOJEM TIEpcOHalla B COOTBETCTBHHU C
(bHUHAHCOBO-X035HCTBEHHBIMU BO3MOXKHOCTSIMH
OpraHu3alliy ¥ JINYHBIM BKJIAJIOM KOKIOr0 pabOTHUKA
B JIEATEILHOCTh OpraHU3aIliH.

- IlpenocTaBnaTh Bce JNBIOTHI M TapaHTHH B
cootBeTcTBUH ¢ TK PO®.

7. OcHOBHBIE 00513aHHOCTH PAOOTHHKA:

- JoGpocoBEeCTHO BBINONHATH CBOH TPYHOBEIE
00sI3aHHOCTH, BO3JIOXKEHHBIE HAa HETO TPYIOBBIM
JIOTOBOPOM.

- Cobmonate Hacrosmue [IpaBuna BHYyTpeHHETO
TPYAOBOTO pacropsika.

- bepexHo  OTHOCHUTbCS K  HUMYUIECTBY
OpraHu3aly¥, B T.4. K HaxoOIjIMUMCS B €ro
IONB30BaHUKM  OpPITEXHHKE ©  000pYyIOBaHHMIO,
HCIONB30BaTh 00OpyNOBaHME INPaBUIBHO U IO
Ha3HAYEHUIO.

- bepexHo
JIOKYMEHTALlUH.

- He pasrnamare cTaBmiue €My HM3BECTHBIMHU B
CBS3M C paboTOM B OpraHU3allMd  CBEJICHHS,
OTHOCALIHECS K KOMMEPUYECKOH TalHe.

- Cobmopate TpeOoBaHUS NPOTUBONOXKAPHOH
0e30macHOCTH, OXpaHbl M  TUTHEHB  Tpyla,

OTHOCHUTBCA K BBepeHHOfI

in the Company, and when necessary, in educational
institutions of primary, secondary, and higher
professional and further education on terms and in a
manner, determined by a collective contract,
agreements, and the Employment Agreement. The
forms of the professional training, retraining, and
skill enhancement of employees and a list
of necessary professions and specialties shall be
established by the Employer, taking into account the
opinion of the Employees' representative body.

In instances stipulated by federal laws and other
regulatory legal acts of the Russian Federation, the
Employer shall provide the skill enhancement of
employees if it is required for the performance of
certain types of activity by the employees.

- Carry out individual work with employees,
plan and implement career development of personnel.

- Timely resolve reasonable complaints and
suggestions from the employees, prevent
infringement of their personal and labor rights,
ensure the resolution of urgent social and personal
problems of employees in the reasonable scope
within financial and economic resources of the
Company and the personal contribution of each
employee to the activities of the Company.

- Provide all benefits and guarantees in
accordance with the RF Labour Code.

7. Basic Liabilities of the Employee:

- Perform the assigned duties under the
Employment Agreement in good faith.

- Follow these Internal Labour Regulations;

- Take good care of the Company property,
including office equipment and use the equipment in
the correct way for its intended purpose.

- Handle the assigned documents with due care.

- Ensure non-disclosure of the Trade Secret
Data, which became known to him in connection
with the work, performed for the Company.

- Follow Fire Safety and HSE requirements.



IIPOM3BOJICTBEHHOH CaHHTapHUH.
8. IIpuMeHseMble K pabOTHHKaM MEpPBI ITOOIIPEHHS

8.1.  IlpumeneHme  paboromaTeneM  Mep
IOOLIPEHHsT 3a  OCOOble OTIHYHS B  TpPYyOE
OCYIIECTBIIIETCS HA OCHOBAaHMH JIMYHOTO DEIICHUS
6o 1o XOJlaTalCTBY HENIOCPEJICTBEHHOTO
PYKOBOAMTEIS COOTBETCTBYIOLIEr0 pabOTHHKA.

8.2. O moompeHuu paboTHHKA paboTomarereM
U3/1aeTCs NMPHKa3 10 KaapaM. Ha ocHOBaHMHM mpuKasa B
TPYZAOBYIO KHIDKKY paboTHuKA BHOCHUTCS
COOTBETCTBYIOIIAS 3AITHCH.

8.3. PaboromareneM MOTYT OBITH MpPUMEHEHEBI K
pPabOTHUKAM CIIEYIOIIHE MEPHI TOOIIPEHHUS:

8.3.1. O6bsaBnEeHKE OIarOAPHOCTH.

8.3.2. HarpaxxieHue lIeHHBIM [T0JapKOM.

8.3.3. HarpaxxneHue neHeXHOM IpeMHEN.

8.3.4. IloBbleHue B HOKHOCTH.

8.3.5. Cusrtue paHee OOBSIBIEHHOTO
JUCLUIUIMHAPHOTO B3BICKaHHWS [0 HCTeYeHHs 12-
MECSIYHOI'O CPOKa C IaThl €r0 OOBSBICHHUS.

9. OTBETCTBEHHOCTS 3a YIYIIEHUS B paboTe
U HApYIIEHUS] TPYAOBOM MUCIHUILIHHEL

9.1. HapymeHus TpynoBO# IUCHMIUIMHEL, T.€.
HEHUCIIOJIHEHUWE MM HEHaJUIeXKallee MCIOJHEHHE
pabOTHHKOM BO3JIOXKEHHBIX Ha HEro OO0S3aHHOCTEM,
BJIEKYT 3a COOOH MUCHUIUIMHAPHYIO OTBETCTBEHHOCTH

paboTHHKA.

3a  HapylIeHHS  TPYAOBOM  JUCLHUIUIAHBI
npumensierces (ctT. 192 TK PO):

1) 3ameuanue;

2) BEITOBOD;

3) YBOJIbHEHHE o COOTBETCTBYIOIITUM

ocHoBaHUsIM (cT. 81 TK P®D).

9.2. PaboTHMK, COBEpIIMBIIHMI HapyIIECHHE
TPYHAOBOM  IMCLHUIUIMHBI, 00s3aH  IpPEACTaBUTH
OOBSCHEHHs B IHMCBMEHHOM BHAE 10 (aKry

Hapywenus. IIpu oTkase paboTHHKA OT MUCEMEHHOIO
OOBSICHEHHUS €ro HETOCPEICTBEHHBIMHU
PYKOBOIAMTEISIMH COBMECTHO C IIPEACTABUTEISIMHU
OT[EeNla YIpPaBJIEHHS IEPCOHATOM COCTABIIIETCS aKT
(ct. 193 TK PD).

9.3. JlucuuiuimHapHOe B3BICKaHHE O(OpMIISETCS
IPHUKa30M U JOBOIUTCS A0 paboTHHKA (TIOJ POCIIKCE).
B cmyyae otkaza paboTHuKa mMmoAmHCAaTH IIPHKA3
cocTaBJIge€TCsA COooTBeTcTBYIomuit akt (ct. 193 TK
P®).

9.4. JlucnuIuiuHapHOE B3BICKAHUE IPHMEHSETCS
HEIIOCPEACTBEHHO 3a OOHapyXXeHHeM IIPOCTYIKa, HO

8. Employees Commendations

8.1. The Employer can provide commendations
to the Employee for special labour achievements by a
personal decision or at the request of the relevant
Employee’s line manager.

8.2. The commendation is granted by the
Personnel Order, issued by the Employer. The
corresponding record shall be made in Employment
Record Book of the Employee based on the Order.

8.3. The following commendations can be
applied to the Employees:

8.3.1. Notes of Appreciation.

8.3.2. Gift.

8.3.3. Bonus.

8.3.4. Promotion.

8.3.5. Early discharge of the disciplinary action
before the expiration of 12 months period from the
date of its imposition.

9. Liability for Omissions and
Violation of Labour Discipline

9.1. Violation of labour discipline, i.e. failure to
perform or improper performance of the employee's
duties entails disciplinary liability of the Employee.

The following disciplinary actions may be
imposed for violations of labour discipline(Art. 192
of RF Labour Code):

1) a warning;

2) areprimand;

3) a discharge based on the relevant grounds
(Art. 81 of the RF Labour Code).

9.2. The Employee, who violated the labour
discipline, shall provide explanations with regard to
these violations in writing. If the Employee refuses to
provide written explanations, his line manager shall
draw up a relevant Report together with HR
representatives (Art. 193 of the RF Labour Code).

9.3. A disciplinary action shall be documented
by the Employer’s Order and announced to the
Employee (against the signature). An appropriate
report shall be drawn up in the event the Employee
refuses to sign the said Order. (Art. 193 of RF
Labour Code).

9.4. A disciplinary action shall be applied not
later than one month after the day of the misdeed



HE MO3JHEEe OAHOIO MECsIa CO JHS ero oOHapyXeHUs
(ct. 193 TK PD).

9.5. 3a kaxaoe HapylleHHE TpPYIOBOMH
JUCHUIUIMHBI MOXXET OBITH NMPUMEHEHO TOJIEKO OIHO
JucnuinHapHoe B3bickaHue (cT. 193 TK P®), uto He
MPEnsTCTBYET IPUBJICUECHHIO paboTHHKa K
MaTepuaibHOM  OTBETCTBEHHOCTH  3a  ymepo,
IpUYKMHEHHBIM aqmunucTpanuu (c1. 238 TK PO).

9.6. PaboTomarens 1o cOOCTBEHHOM MHUIMATHBE,
[0 XOAAaTalCTBY HEMOCPEACTBEHHBIX PYKOBOJIUTENEH,
IIPEACTaBUTENBHOrO0 OpraHa padOTHHUKOB, IO Ipockbe
caMoro pabOTHHKa MMEET MpaBO JI0 MCTEYECHHs Iroja
CO [HA NPUMEHEHHS IUCHUILTMHAPHOTO B3BICKAHUS
CHATH C HEro B3bICKaHHUE 3a JOOPOCOBECTHYIO paboTy,
pe3yNbTaTUBHOCTE U Oe3ymnpeuHoe noseaenue (cT. 194
TK PO).

9.7. Ecnu B TeueHWe roja co JIHS IpUMEHEHUs
JUCHUIUIMHAPHOTO B3BICKaHHWS pPAOOTHUK He Oyner
HOJIBEPTHYT HOBOMY IUCIHUIUIMHAPHOMY B3BICKAHUIO,
TO OH CYMUTAeTCS HE HMEIOUIMM JUCHUIUIMHAPHOTO
B3pIckaHus (cT. 194 TK PD).

10. MI3mMeHeHue TpyIOBOTO 10rOBOpa

10.1. H3MeHeHHE ONpEAENEHHBIX CTOPOHAMHU
YCJIOBHH TpPyZOBOIO JOTOBOpa, B TOM YHCIIE IEPEBOJ

Ha Jpyryrlo paboTy, MJOmycKaeTcs TOJBKO IIO
IHUCBMEHHOMY COMJIAIIEHHIO CTOPOH  TPYAOBOTO
JIOTOBOPA, 3a HUCKITFOYEHUEM ClIy4aes,

npenycMmorpeHHbIX TK PO.

10.2. B ciyyae korja mo npuyuHaM, CBSI3aHHBIM
c HM3MEHEHHEM OpraHu3alMOHHBIX WIH
TEXHOJIOTMYECKUX YCJIOBHH TpyHa, OIpEAETICHHEIE
CTOpPOHAMH YCJIOBUS TPYOOBOTO JIOTOBOpa HE MOTYT
OBITb COXpaHEHBI, [OIMyCKaeTcsi WX H3MEHEHHE IIO
UHULMaTUBE  paboTojaTens, 3a  HCKIIOUYEHUEM
U3MEHEeHHs] TpyHnoBod ¢yHkuuu pabotHuka. O
BBE/IEHUU YKa3aHHBIX W3MEHEHUH pabOoTHHK [OJKEeH
OBITh yBeZmOMJEH paboTojmareneM B NHCHMEHHOM
dbopme He MeHee YeM 3a JBa Mecslla 0 UX BBEJECHHS,
€CJIM MHOE He npexycMoTpero HactosmuM TK PO.

10.3. B ciy4ae NIPOU3BOJACTBEHHOM
HEOOXOIUMOCTH paboronarens AMeEET IIpaBo
IEepEeBOUTH pabOTHUKA Ha CPOK IO OJJHOTO MecsIia Ha
He 00YyCIIOBIEHHYIO TPYIOBBIM JOTOBOpPOM paboTy B
TOH K€ OpraHu3allid C OIUlaTOd TpyJa IO
BBIIIONIHSAEMON paboTe, HO HE HHUXKE CpEIHEro
3apaboTKa 110 IpexHeH padore.

11. OcHoBaHu peKpaIeHusi TPyA0BOTO I0r0BOpa

discovery (Art. 1930fof RF Labour Code).

9.5. Only one disciplinary action may be
applied for each disciplinary misdeed (Art. 193 of
the RF Labour Code), but it shall not exempt the
Employee from the material liability for the damage
incurred to the Employer (Art. 2380f the RF Labour
Code).

9.6. An Employer shall have the right before
the expiration of a year from the day of the
application of a disciplinary action to remove it from
the Employee records at his own initiative, at the
request of the Employee himself, and at the petition
of his immediate supervisor or the employees'
representative body, if the Employee demonstrates
conscientious, effective work and excellent behavior
(Art. 194 of the RF Labour Code).

9.7. If the Employee is not subject to a new
disciplinary action within a year from the day of
imposing a disciplinary action, then he shall be
considered as not having had a disciplinary action.
(Art. 194 of the RF Labour Code).

10. Amendment of Labour Agreement

10.1. The specific conditions of Labour
Agreement, including the transfer to other job, may
be amended only upon the written agreement of the
Parties, except for cases, stipulated by the RF Labour
Code.

10.2. If due to any reasons related to a change
in organizational or technological working
conditions, the terms of a Labour Agreement defined
by the Parties cannot be preserved, they may be
modified at the initiative of the Employer, except for
changing the labour function of the Employee. The
Employer shall notify the Employee in writing of a
forthcoming change in the terms of the
Labour Agreement defined by the Parties at least two
months in advance, except as otherwise envisaged by
the present RF Labour Code.

10.3. In case of operational necessity, the
Employer is entitled to transfer the Employee for a
term of up to one month to a job not stipulated by the
Labour Agreement to work for the same Employer
with payment for the work performed, but not lower
than the average earnings for the previous job.

11. Grounds for Termination of the Employment
Agreement



11.1. IIpexpaimeHue TpYyZOBOTO JOTOBOpa
BO3MO>KHO TOJIBKO o OCHOBaHUSM,
IpeayCcMOTpeHHBIM TpynoBeIM KofekcoM PO.

11.2. PaboTHHK HMeeT TMpaBO pPaCTOPTHYTH

TPYAOBOH ZIIOTOBOD, 3aKIIIOUCHHBIN Ha
HEOIIPEIENICHHBI  CPOK, IpeAynpeauB o0 3ToM
paboTomarenss NHCBMEHHO 3a JABe Hemend. llo
JIOTOBOPEHHOCTH MEXIY paboTHUKOM %4

paboTonareneM TpYHOBOH JOrOBOp MOXET OBITh
PacTOpPrHYT B CPOK, O KOTOPOM IPOCUT pabOTHHK.

11.3. IlpexpameHue TpyJOBOTO JIOTOBOpa
odopmiseTcsT TPHKA30M, C KOTOPBHIM 3HAKOMMTCS
pabOTHUK ITOJ POCIIUCE.

11.4. lneM yBOJBHEHHUS CUYMTAETCS ITOCIICIHHMA
JIeHb paboTel. B pgeHp yBompHeHHs paboTomarenb
BBIZIAET paOOTHUKY TPYAOBYIO KHUXKKY W IPOU3BOAUT
C HAM OKOHYaTeJIbHBIN pacyer.

11.1. The Employment Agreement may be
terminated only on the grounds, stipulated by the RF
Labour Code.

11.2. The Employee may terminate the
Employment Agreement, concluded for an indefinite
period, having warned the Employer of this in
writing not later than two weeks in advance. On
agreement between the Employee and the Employer,
the Employment Agreement may also be terminated
before the expiry of the notice period.

11.3. The termination of Employment
Agreement shall be documented in the Order, which
shall be read by the Employee against the signature.

11.4. The last day of work shall be considered
the day of dismissal. On the day of dismissal, the
Employer shall hand the Employment Record Book
to the Employee and make all final payments.






