YTBepxaeH

TIPUKa30M JYpeKTopa
MKY «Apxus KI'O»

ot 29.04.2021 Ne 01-05/17

KOJIEKC
ITHKH U CTy)KeOHOTro moBeieHus padoTHuKoB MKY «ApxuB KI'O»

IlaHHBIM KOMEKC 3THUKU U CIy>KeOHOTO ToBesieHUs1 paboTHMKOB MKY «ApxuB
KameHckoro ropozckoro okpyra» (fanee - Kozmekc) pa3pabotaH B COOTBETCTBUU C
nonokenusiMmud  KoHctutyuuu  Poccubickort  ®epepauyy, TpyaoBoro Kofekca
Poccuiickon @enepanyu, @enepanbHoro 3akoHa «O MPOTUBO/EHCTBUM KOPPYIILIMN»,
VMHBIX HOPDMaTHMBHBIX NPABOBbIX akTOB Poccuiickor ®Pefepalyy, a Takke OCHOBaH Ha
oOITIernpr3HaHHBIX HPABCTBEHHBIX MPHHI[AIIAX M HOPMaX POCCHUMCKOTO OO0IecTBa U
rocyapcTaa.

L. OBIIUE ITOJIOXKEHUA

1. Kozekc mpezcraB/sieT co00i CBOJ, OOIMMX TIPUHIIATIOB TIPOGheCCHOHaTbHOM
CTy>keOHOM 3TUKH Y OCHOBHBIX IPaBUJI CTy’KeOHOTO TTOBejeHNsI, KOTOPHIMH J0/DKHBI
pyKoBozacTBOBaThCsa paboTHuku MKY «ApxuB KI'O» (mamee - pabOTHHMKH)
He3aBUCUMO OT 3aMelljaeMOi UMM 10/DKHOCTH.

2. Kaxapiii pabOTHUK [O/DKEH MNPUHUMATh BCe HeOOXOAWMbBbIE MepbI IS
cobroieHus moJioykeHnid Kozekca, a Kaxkaplid rpakganiH Poccuiickoit ®enepaiiun
BITpaBe OXXKMAATh OT PAabOTHHKA ITOBe/IeHHsI B OTHOIIIEHUSIX C HUM B COOTBETCTBUU C
rosioxkeHussMu Kogekca.

3. 3HaHMe U coOmoleHre paboTHUKaMU TI0/10)KeHHH Koziekca SIBNsIeTCsl OJ[HUM
13 KpUTEpUEB OLIeHKH KaueCTBa UX MPOoQeCcCHOHATBLHON /esiTe/TbHOCTH U TPY/I0BOU
JVCIIATITUHBI.

II.  OCHOBHBIE OBA3AHHOCTN, ITPUHIIAUIIBI N [TPABUJTA
CJIY’KEBHOI'O IIOBEJEHNA PABOTHUKOB

1. B coorBerctBuuM co crathed 21 TpymoBoro kogekca Poccurickon
®enepariv paboTHUK 00si3aH:

100pOCOBECTHO MCIOMHATh CBOM TPYZOBbie 00513aHHOCTH, BO3/I0OKEHHbIE Ha
Hero TPY/JOBbIM /I0TOBOPOM;

cobstro/jaTh MpaBuU/ia BHYTPEHHETO TPYZOBOTO Pacropsi/IKa;

co0JTr0/1aTh TPYJ0BYIO AUCLIUIIIMHY;

BBITIO/IHSATh YCTaHOBJIEHHbIE HOPMbI TPY/a;

cobmoaTh TpeOOBaHMSI TIO OXpaHe TPyZa W obecrieyeHHt0 0e30TMacHOCTH

TPyAa,
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Oepe>kKHO OTHOCUTBCS K UMYITIeCTBY paboToaTesnst (B TOM UHC/Ie K UMYIIeCTBY
TPeTbUX JIML, HaxojsllemMycs y paborojarens, ecau paboTojaTesb HeceT
OTBETCTBEHHOCTb 3a COXPaHHOCTb 3TOI'0 UMYII[ECTBA) U APYTUX pPaOOTHUKOB;

He3aMeJIUTe/IbHO COOOIMTE paboTozarento /OO HeNocpeCTBEHHOMY
DYKOBOJUTEI0 O BO3HUKHOBEHWH CUTYyal|uH, TPe/CTaB/SIOLIeN yrpo3y >XU3HU U
3[JOPOBBIO JIFOZIel, COXpaHHOCTH UMYyIilecTBa paboTozarerisi (B TOM UMC/ie UMYIlleCTBa
TPeTbUX JIUL, Haxojsilerocs y pabortojartens, ecau paboroparenb Hecet
OTBETCTBEHHOCTh 38 COXPAaHHOCTh 3TOI0 UMYILIECTBA).

2. OCHOBHbIe TIPUHLIAIIBI Cy’KeOHOTO TIOBe/[eHUSI paOOTHUKOB SIBJISIFOTCS
OCHOBOU MOBEEHUS TPaK/IaH B CBSI3U C HAXOXK/I€HUEM UX B TPY/IOBBIX OTHOLLIEHUSIX
C MYHULMIA/IbHBIM YUPEXIEHUEM.

PaboTHUKM, CO3HaBasi OTBETCTBEHHOCThH Tepe/l TpakJaHamH, OOIIeCTBOM U
roCyJjJapCTBOM, MPH3BaHbI:

WUCXOZUTh W3 TOTO, UTO TIpU3HAHWe, COOJIIOJieHre W 3allfuTa MpaB U CBOOOZ
yesioBeKa U TpaXKJaHWHA OMpeJeNsitoT OCHOBHOM CMBICT U COJep’KaHue
JesiTeTbHOCTU MYHHULIMIIAJIbHOTO Ka3eHHOro YyupexxjeHuss «ApxuB KameHckoro
rOpOZICKOT'0 OKpYyTa» (Jlajiee — yupexkJeHue);

cobmogate KoHctutyiuio Poccuiickoii  Pepeparjui, 3aKOHOJATETbCTBO
Poccutickoii Peneparun 1 CBepAioBCKOM 00/1aCcTH, He JIOMyCKaTh HapylleHHe
3aKOHOB M WHBIX HODMAaTMBHBIX TIPAaBOBBIX aKTOB MCXOAS U3 TOJUTUYECKOU,
9KOHOMHYECKOH 1]e/1ec000pa3HOCTH MO0 110 MHBIM MOTHBaM;

obecrieunBath 3 (HeKTUBHYIO pabOTy yUpeXKIeHNs;

OCYLLEeCTB/ISITh CBOK [IeSITe/IbHOCTb B Mpefie/iax MpeaMeTa W Leneu
JesITeIbHOCTA YUPEXKIeHUSsI, OCYITIeCTBIISIONINX BITIOJTHEHHe PaboT, OKa3aHHe yC/TyT
J/1s1 MyHULIMNaNbHBIX HYX7, KameHckoro ['O;

TIPY WCTIOJTHEHUM JI0/DKHOCTHBIX 00sI3aHHOCTel He OKa3bIBaTh IMPEAITIOUTEHHS
KaKUM-JTH00 TTpodecCcroHaIbHBIM WIH COI[Ua/IbHBIM TPYITIaM W OpraHu3arusiM, ObITh
He3aBUCMMBIMM OT B/USIHUSL OTAENbHBIX TpaXjaH, NpodecCUOHaNbHBIX WA
COLMAJIbHBIX TPYII U OpraHu3aLuii;

WCK/TIOUaTh [JIeWCTBUS, CBs3aHHbIe C BAUSHUEM KaKUX-T100 JINYHBIX,
MMYILIeCTBEHHbIX  ((UHAHCOBBIX) U  HWHBIX  MHTEPECOB,  TMPENsTCTBYIOLIUX
100pOCOBECTHOMY UCITOTHEHHIO UMH [O/DKHOCTHBIX 00si3aHHOCTeH;

cobmoaaTh 6eCcprUCTPACTHOCTD, MCK/TIOUAOIYI0 BO3MOKHOCTD BJIMSTHUS HA X
NesITeIbHOCTh PeIIeHri TIOJTMTUYeCKUX TIapTHH B 00I1leCTBEHHBIX 00beITUHEHHH;
cobmoiaTh HOPMBI MPodecCOHATBHOM TUKH U TIPABHIA IeJIOBOTO TTOBEZIEHHST;
MIPOSIB/IITh  KOPPEKTHOCTb M BHHUMATeNIbHOCTh B OOpall[eHWH C TpakJaHaMH U
JIO/DKHOCTHBIMU JIULIAMUY;

TIPOSIB/ISATh TEPIUMOCTh W YBa)KeHWe K OoOblyasiM U TpaJyIdsM Hapo/[0B
Poccuu M JIpyrux Trocy[apCTB, YUYUThIBaTh KY/IbTYpHble U HHbIe 0COOEHHOCTH
Pa3/MUHBIX 3THUYECKUX, COLHMATbHBIX TPynn W KOH(EeCCH#, CrocoOCTBOBAThH
Me)KHal[MOHa/IbHOMY U MeXXKOH(heCCHOHaTbHOMY COTJIaCHIO;

BO3/IeP)KUBAThCS OT TIOBe/IeHUs], KOTOpOe MOTJI0 Obl BbI3BaTb COMHEHHE B
100pOCOBECTHOM MCTIOHEHUU PabOTHUKOM [O/DKHOCTHBIX O0S3aHHOCTeH, a TakKe
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n3beratb KOHGIMKTHBIX CATyalUi, ClIOCOOHBIX HaHeCTH yiiepb ero peryTaiyuu Wid
ABTOPUTETY YUPEXK/IeHUS,

He WCIO/b30BaTh [O/DKHOCTHOE TIOJIOKeHWe [JIi OKa3aHWs B/WSHUS Ha
NesITe/TbHOCTh TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJ/I€HUS,
OpraHu3al[iii, [JO/DKHOCTHBIX JIMI] W TPa)KJaH TPH pelleHHH BOIPOCOB JIAYHOTO
XapakTepa;

BO3/IEP>XKUBATBCSI OT IMyO/MUHBIX BbICKA3bIBAHWM, CYXKIEHWW W OLIEHOK B
OTHOIIIEHUN JIeSITeJTbHOCTH YUPeXIeHUs, ero pyKOBOAUTESIsI, €C/IU 3TO He BXOJUT B
JOJDKHOCTHBIE 00513aHHOCTH pabOTHHKA;

coOmMofaTh  yCTaHOBJ/IEHHBIE B YUPEXKJEHWM TIpaBWIa IIpel0CTaB/IeHUS
cy>keOHOM nH(OPMaLUK 1 TTyO/TMUHBIX BBICTYTIEHHUH;

YBaKUTE/IbHO OTHOCUTBCS K [1eATeIbHOCTU Npe/ICTaBUTe el CpefiCTB MaCCOBOM
uHpopMaLMK 10 WHGOPMUPOBaHUIO 00IIecTBa 0 paboTe yUpexeHWs, a TaKxke
OKa3bIBaTh COJIEMCTBHE B TOJyU€HHUH JOCTOBEPHOW MH(OPMAIMM B yCTaHOBJIEHHOM
TIOPSIZIKE;

TIOCTOSIHHO CTPEMUTBHCSI K 00ecreueHUr0 Kak MOXKHO 0Oosiee 3(deKTHUBHOTO
PacCIopsDKeHHsT peCypcaMu, HaXOAIIMMUCS B chepe ero 0TBeTCTBEHHOCTH;

TIPOTHBOZEMCTBOBATh MPOSIBJIEHUSIM KOPPYIILMH U TIPEATIPUHUMATEL MEphI 110 ee
NpoU/IaKTHKE B TIOPSIIKe, YCTaHOBJIEHHOM [JIeMCTBYIOIIUM 3aKOHO/JaTe/TbCTBOM;

MIPOSIB/ISIT  TIPY ~ MCTIOJTHEHWUM  JIOJDKHOCTHBIX — 00SI3aHHOCTEM 4eCTHOCTD,
OecIIpuCTpacTHOCT, W CTPaBeIMBOCTb, HE JOIMYyCKaTh KOPPYITLIMOHHOOTACHOTO
noBesieHrs1 (TIOBeJleHHUSI, KOTOPOe MOJKET BOCIPUHMMATLCA OKPY)KAIOIIMMH  KaK
obelrlaHye WM TIpeJjIoKeHWe [JauM B3STKH, KaK COTJIacHe TIPUHATb B3STKY WM Kak
npock0a 0 Jjaue B3ATKH MO0 KaK BO3MOKHOCTb COBEpIIIMTb WHOE KOPPYILIMOHHOE
MpaBOHAPYLIEHUE).

3. B 11e/151X TIPOTUBO/1€HCTBYST KOPPYILIMKA PAOOTHUKY PEKOMEH/TyeTCs:

yBeIOM/ISSTh paboTozaressi, OpraHbl IPOKYPaTyphl, IPaBOOXPaHUTE/bHBIE
opradbl 000 Bcex ciydasx oOparrieHusi K paOOTHUKY KaKHUX-TMOO JMI] B Ie/IsX
CK/IOHEHUsI K COBEPIIIEHUI0 KOPPYILIMOHHBIX ITPABOHAPYILIEHUH;

He TI0JydaTb B CBA3M C MCIOJHEHWEM JIO/DKHOCTHBIX —00s13aHHOCTEH
BO3HArpaKAeHUsT OT (U3NUECKUX W IOpUAUYECKUX i (TTOfIapKH, JeHeXHOoe
BO3HArpakieHue, CCyZbl, yCJIYTH MaTepHa/IbHOTO XapaKTepa, I/IaTy 3a pa3B/ieueHwus,
OTZBIX, 3@ TI0/Ib30BaHKE TPAHCIIOPTOM M UHbIE BO3HATPaXK/EHHS);

TIPUHUMATL MephI T10 HeIOMYII[eHHIO0 BO3HUKHOBEHHsI KOH(M/IMKTa HHTEPECOB U
yPeryMpoBaHUIO0 BO3HUKIIUX Cy4daeB KOH(IMKTa WHTEPeCOB, He JOIyCKaTh TpU
WCTIOJTHEHUM JTO/DKHOCTHBIX O00SI3aHHOCTEM JIMUHYI0 3aWHTEPeCOBAaHHOCTb, KOTOpast
MIPUBOJUT WM MOXKET TIPUBECTH K KOH(IMKTY HWHTEpPEeCcoB, YBEIOMJISTb CBOETO
HETIOCPe/ICTBEHHOTO PYKOBOJUTE/ISI O BO3HUKIIEM KOH(IMKTE HWHTEPECOB WA O
BO3MO>XHOCTH €ro BO3HUKHOBEHHsI, KaK TOJIbKO eMy CTaHeT 00 3TOM HU3BECTHO.

4. PaboTHUK MO)KeT oOpabaThIBaTh W IMepefiaBaTh CAYKeOHYIO HWHGMOpPMAIHIO
npu COOMIO/IeHNH [IeHCTBYIOIIUX B yUPEXXJeHUH HOPM U TpeOOBaHW, MPUHSTHIX B
COOTBETCTBUM C 3aKOHO/aTe/IbCTBOM Poccuiickon ®efepayu.

PaboTHUK 00s5i3aH MpPUHUMAaTh COOTBETCTBYIOIME Mephbl TI0 0OecTieueHuio
6e3oracHoCT ¥ KOHGUAEHIMATLHOCTA WHGOpPMalMM, 3a HeCaHKI[MOHUPOBaHHOE
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pasrjaiieHve KOTOPOU OH HeCceT OTBeTCTBEHHOCTh W/ (M) KOTOpasi CTaja M3BeCTHA
eMy B CBSI3U C UCIIOJIHEHUEM UM JJOJDKHOCTHBIX 00513aHHOCTeH.

5. PaboTHUK, Haie/IeHHbIN OpraHU3alMOHHO-PaCTIOPSAUTE/TbHBIMU
TOJTHOMOYMSIMM TI0 OTHOILIEHUIO K JIPYTMM PabOTHUKaM, JO/DKeH CTPEMUTBCS ObITh
A7s1 HUX 00pasijoM IpodeccroHany3ma, 0e3yrnpeuHoil pernyTaruu, Crioco0CTBOBaTh
¢bopMHpOBaHHI0O B OpraHu3aluu Jubo ee TMofpas/iesieHUud OaronpUsiTHOTO /st
3¢ dheKTUBHOM pabOThl MOPa/ILHO-TICUX0/IOTHYECKOT0 K/IMMaTa.

PaboTHUK, Hazle/IeHHbIN OpraHu3alMOHHO-PaCIopPSAUTe TbHBIMU
TI0JTHOMOUMSIMH T10 OTHOIIIEHHIO K APYTUM pabOTHWKaM, MPH3BaH:

TIPUHUMATh Mepbl M0 TIpeAYTIPEXAeHUI0 KOPPYIILIUM, a TakKKe Mepbl K TOMY,
YyToOBl TMOAUMHEHHBbIE eMy pabOTHUKM He JOIMyCKaau KOPPYHIIMOHHOOIIACHOTO
MOBeJIeHUsi, CBOUM JIMUHBIM TIOBeZileHMeM T[oJlaBaTb TIpUMepP UeCTHOCTH,
OecIIpuCcTpacTHOCTH U CIIpaBe//IMBOCTH;

He JIONyCKaTh C/y4yaeB MPUHYKAEeHUs paOOTHHUKOB K YUaCTHIO B JIeSITe/IbHOCTU
TOJIMTUUECKUX TIapTHH, 00111eCTBEHHBIX 00beIMHEeHUHN U Pe/IUTHO3HBIX OpPraHu3alvi;
M0 BO3MOJKHOCTH TIDUHMMAaTb Mephl T0 TPeJOTBPAIlleHUI0 WK yperyIupOoBaHUIO
KOH(/IMKTa WHTEPeCOB B C/ydae, eCJid eMy CTajl0 W3BeCTHO O BO3HWKHOBEHHHU Y
pabOTHMKA JIMYHOW 3aMHTePeCOBaHHOCTH, KOTOpAasi MPUBOAUT WM MOYKET MPUBECTH K
KOH(JIUKTY MHTEPECOoB.

PykoBouTe/b yupexkiieHuss 00si3aH TIpeCTaB/sATb CBeJleHHs O [0X0fax, 00
HUMYII[eCTBE M 00sI3aTe/IbCTBaX MMYIIIECTBEHHOTO XapakTepa B COOTBETCTBHH C
3aKOHO/aTebCcTBOM Poccuiickoii ®enepariun 1 CBepI0BCKOM 00/1aCcTy.

III. STUYECKUE ITPABUJIA CITY>XEBHOI'O IIOBEJEHUA PABOTHUKOB

1. B cnykeOHOM TIOBeieHHHd PAOOTHUKY HEOOXOAWMO HCXOAWTH U3
KOHCTUTYI[MOHHBIX ITOJIOXKEHUM O TOM, UTO UeJIOBEK, ero MpaBa U CBOOO/bI SIBJISTIOTCS
BBICIIIEN LIEHHOCTBI0 U KaXKAbld TPaXKAAHUH MMeeT TPAaBO Ha HENMPUKOCHOBEHHOCThb
YaCTHOM >KW3HU, JIMYHYIO U CeMEMHYIO TalHYy, 3alllUTy 4YeCTU, JOCTOMHCTBA, CBOETO
n00poro UMeHw.

2. B ciy>ke6HOM 110BeZieHUM PabOTHUK BO3/ieP>KUBAETCS OT:

nMr000ro BHa BLICKA3bIBAHUM U JIeHCTBUM JUCKPUMHUHAIIMOHHOTO XapaKTepa I10
MpU3HakKaM Ti0jla, BO3pacTa, pachl, HALWOHAJIbHOCTU, SI3bIKa, TPaXKJaHCTBA,
COLMA/IbHOTO, UMYII[eCTBEHHOTO WIA CEeMEeNHOTr0 TO/I0KeHHsI, COCTOSIHUSL 3[]0POBbSI,
TO/IUTUYECKUX WUJTU PeNTUTUO3HbBIX MPeIIOUTeHUH;

rpybocTH,  TIPOSIBIEHHWN  TIpeHeOpe)KUTEeJIbHOTO  TOHA,  3aHOCUWMBOCTH,
Mpe/IB3ATbIX  3aMeUaHWii, TpeabsiB/ieHUs] HelpaBOMEPHbIX,  He3aCTy)KeHHBIX
00BUHEHU;

yrpo3,  OCKOpOWTE/NbHbIX  BbIDA)KEHWW  WIA  DerviiK,  JelCTBUM,
TMIPEISITCTBYIOIINX HOPMabHOMY OOIIEHHIO W/TM IMPOBOLIMPYIOIIHX ITPOTUBOITPABHOE
MoBefieHUe;

TIPUHSITHUS TIMIIU B HEYCTAHOBJIEHHBIX [JIs1 3TOT0 TIOMeIleHUsIX;

KypeHUs1 B 3/laHUU U Ha TePPUTOPUY;
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WCTI0/Ib30BaHusI MOOUIBHOTO TenedoHa BO BpeMsi, C/Iy)KeOHBIX COBeIljaHWM,
6ece, THOTO CTY>KeOHOT'O OOIIeHUSs C TPaKjaHaAMU;

WCIIO/Tb30BaHe MOOW/ILHOTO U CIy)keOHOTro TenedoHa B pabouee BpeMs B
JIMYHBIX 1Ie/ISIX, He CBSI3aHHBIX C UCTIOJTHEHHUEM CJTyKeOHBIX 00s13aHHOCTEH.

3. PaboTHUKM TIpH3BaHBI CIIOCOOCTBOBATh CBOMM C/TY>KEOHBIM TIOBeIeHUEM
YCTAQHOBJ/IEHUIO B KOJIJIEKTHBE [1€/IOBBIX B3aWMOOTHOIIEHWH W KOHCTPYKTHUBHOTO
COTPY/IHUYECTBA JIPYT C APYTOM.

PabOTHUKM ZIO/DKHBI ObITh BEXK/IMBBIMU, 100OpOXKeIaTe/TbHBIMHU, KOPPEKTHBIMH,
BHUMAaTe/TbHBIMH U TIPOSIB/IATH TEPITUMOCTE B O0IIIeHNH C TPaykJjaHaMH U KOJUIeTaMH.

4. BHemHuidl BUJ paOOTHUKOB [OJ/DKEH CIIOCOOCTBOBATH YBa)KUTETHLHOMY
OTHOIIIEHUIO TPaKAAH K YUPeXAEeHHI0, a TaKKe COOTBETCTBOBAThH OOIIENPHUHSATOMY
JeJIOBOMY  CTH/IIO, KOTOPBIA  OT/IMYAIOT  CAEep)KaHHOCTb,  TPAUI[MOHHOCTD,
aKKyPaTHOCTb.



