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BHYyTpeHHero TPpYOOBOI'C pacrhnopAnka

1. Obwme nonomennn

1. B cootsetcreum ¢ KoHcTuTyumei Pecnybamnku
Benapyce rpaxpaHam Pecnybanku Benapyce
rapaHTUpyeTca Npaso Ha TPYA Kak Haubosee JOCTONHbIN
cnocob camoyTeepKAeHUA YeNO0BeKa, TO ecTb NPaBso Ha
Bbl6op npodeccuu, poaa 3aHATUIA U paboTtbl B
COOTBETCTBMM C NpuU3BaHuem, CNocoBHOCTAMM,
obpazoBaHuem, npodeccMoHaNnbHOM NOATOTOBKOM U C
yyeTtom obLyecTBeHHbIX NnoTpeGHOCTeN, @ TakKe Ha
3poposbie U BesonacHbie YCA0BUA TPYAa.

2. MpaBuna BHYTPeHHEro Tpyaosoro pacnopagka (MBTP)
- NOKaNbHbIA HOPMATUBHbIA NPABOBOM aKT,
PEeryiMpyioLuii B COOTBETCTBUM C TPYAO0BLIM KOAEKCOM
Pecnybauku Benapycb, MHbIMK aKTaMM
3aKOHOAATENIbCTBA O TPYAE TPYA0BOIA pacnopaaok y
HaHWMaTeA, B TOM YUCAe NOPAAOK rpuema u
yBOAbHEHUA PpabOTHUKOB, OCHOBHbIE 0BA3aHHOCTU
CTOPOH TPYAOBOrO AOrosopa, pexmum pabouero spemeHu
W BPEMEHM OTAbIXa, NPUMEHAeMbie K paboTH1Kam BuabI
MOOLWpPEHUIA 33 TPYA U MEPbI AUCUMNAMHAPHOrO
B3bICKaHMA.

3. Hactoaume NBTP HanpaBneHbi Ha CO34aHUe YCAOBUHA,
cnocobcTayoWMX YKpenneHuio TPYA0BOW AUCLMNAKUHBI,
addexkTMBHOMY TPYAY, PaLMOHaNbHOMY UCTO/Ib30BAHUIO
pabouero BpemeHu.

4. HaHuumarens Bripase Tpebosath, a paboTHUKK
o6a3aHbl BbINONHATL paboTty, 06ycnoBneHHYIO TPYA0BbLIM
[OroBOpPOM, C NOSYUHEHUEM BHYTPEHHEMY TPyAOBOMY
pacrnopagary.

5. YTBEepKAeHHble Npasuia BHYTPeHHero TpyA0Boro
pacnopagka o6a3arenbHbl Kak AnA paboTHUKOB, TaK U
ANA HaHMMaTesnei.
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of internal work order

1. General Provisions

1. In accordance with the Constitution of the Republic of
Belarus, the citizens of the Republic of Belarus are
guaranteed the right to labour as the most worthy way
of the person's self-affirmation, that is, the right to
choose a profession, occupation and work in accordance
with vocation, abilities, education, professional training
and taking into consideration social needs and the right
to healthy and safe working conditions.

2. The Rules of internal work order (hereinafter referred
to as the 'RIWOQ') are an in-house legal act regulating the
employer's labour order, including the procedure for
employment and dismissal of employees, the main
obligations of the parties to the labour contract, the
work and rest schedule, types of incentives for work and
disciplinary measures applied to the employees in
accordance with the Labour Code of the Republic of
Belarus, other labour statutes.

3. This RIWO is aimed at creating conditions conducive to
strengthening labour discipline, effective labour, rational
use of working time.

4. The employer shall be entitled to demand, and the
employees shall be obliged to perform the work under
the labour contract subject to the in-house labour order.

5. The approved Rules of internal work order shall be
binding for both employees and employers.



2. NopAAoK npuema M yBoNbHeHUA paboTHUKoB

6. Mpu 3aKn04YeHUU TPYA0BOrO Aorosopa (npueme Ha
paborty) HaHumaTenb 06a3aH notpebosarts, a rpaxaaHuH
AOMKEH NPeSbABUTL HAHUMATENIO:

6.1. AOKYMEHT, YAOCTOBEPAIOWMIA TUHHOCTL, LOKYMEHTbI
BOMHCKOrO y4eTa (ana BOeHHOO6A3aHHbIX U JIWLL,
NOAAEKALLMX NPU3bIBY HAa BOMHCKYIO cryxb6y);

6.2. TPYAOBYIO KHUMKKY, 338 UCKNKOYEHUEM BrepBble
nocTynatouiero Ha paboTty n cosmecTutenei;

6.3. pokymeHT 06 06pazosaHrK MK JOKYMEHT 06
0byueHUU, NOATBEPHAAMOLMNIA HAMYMe NPaBa Ha
BbINOJIHEHUE AaHHOMK paboTbl;

6.4. HanpasneHue Ha paboty B cueT BpoHK ANA
OTAENbHbIX KATEropuii PpaBOTHUKOB B COOTBETCTBUM C
33KOHOAATe/IbCTBOM;

6.5. MHAWBUAYANbHYIO MPOrpaMmmy peabuautauun
uHsanuaa (ana UHBaNMA0B);

6.6. gexknapaumio 0 JOX04aX U UMYLLECTBE, CTpaxosoe
CBUAETEeNbCTBO, MEegUUMHCKYIO CMPaBKy O COCTOAHWUMK
3[0pOBbA U APYriue AOKYMEHTbI 0 NOATBEPHAEHUN UHbIX
06CTOATENBCTB, UMEIOLLMX OTHOWEeHKe K paboTe, ecam ux
npeabABAeHUE NPesycMOTPEHO 3aKOHOAaTeNbHbIMU
aKkTamu.

7. Mpuem Ha paboTy 6e3 yKa3zaHHbIX JOKYMEHTOB He
AOnNycKaeTcA.

8. 3anpeuwaeTca TpebosaTh NP1 3aKNIOYEHWUMU TPYAOBOTO
AOroBopa AOKYMEHTbI, He NPeayCMOTPEHHbIe
3aKOHOAaTEeNbCTBOM.

9, PaboTHUK Brpase NPeaoCcTasuTL HaHMMaTeNo
peKkomeHgaTeNbHOe MUCLMO U APYTUE JO0KYMEHTbI,
XapakTepusyloluue ero Kak paboTHuKa y npeaplayuiero
(npeppbigywmx) HaHumarTens (HaHumarenei).

10. Npu npueme paboTHuUKa Ha paboTy uau nNpu
nepeBoje ero B yCTaHOBNEHHOM NOPAAKE Ha Apyryro
paboty HaHUmaTenb o6s3aH:

10.1. o3HakomuTb paboTHKUKA NOZ, POCMMUCH C
nopy4eHHou paboTo#, YCIOBUAMMU U ONAATON TPYAa,
Pa3bACHUTL €ro npasa u obasaHHOCTK;

10.2. o3HakomuTb paboTHUKa nog pocnuce ¢
KONNEKTMBHbLIM AOFOBOPOM, COMIalieHnem, Npasmnamm
BHYTPEHHEro TPYA0BOro pacnopajKa U Apyrumun
JIOKaNbHbIMW HOPMAaTUBHbBIMW NPaBOBbIMU aKTaMH,
pernameHTUPYIOLWMMI BHYTPEHHUI TPYA0BOM
pacnopagok;

2. The Procedure for Employment and Dismissal of
Employees

6. During conclusion of labour contract (during
employment), an employer shall request, and a citizen
shall present to the employer the following documents:

6.1. the identity document, military service registration
documents (for the persons liable for military service and
the persons subject to conscription for military service);

6.2. the work record book, except for those who are
employed first time and part-time employees;

6.3. academic credentials or a certificate of study
confirming the right to perform this work;

6.4. a as reserved quota for certain categories of
employees in accordance with legislation;

6.5. a disabled person's individual rehabilitation program
(for people with disabilities);

6.6. a property and income declaration, an insurance
certificate, a medical certificate and other documents
confirming other circumstances relevant to work, if the
presentation thereof is provided for by legislative acts.

7. Employment to work without presentation of the
above mentioned documents shall not be allowed.

8. During conclusion of labour contract, it shall be
prohibited to request the documents not provided for by
legislation.

9. The employee shall be entitled to submit to the
employer a letter of recommendation and other
documents that characterize it as an employee of the
previous employer(s).

10. During employment of a worker or his transfer to
another job in accordance with the established
procedure, the employer shall be obliged:

10.1. to make the employee aware against signature of
the assigned job, conditions and wages, to explain its
rights and obligations;

10.2. to make the employee aware against signature of
the collective labour contract, agreement, in-house
labour order and other in-house regulatory acts
regulating the in-house labour order;



10.3. nposecTu BBOAHbIN (Npu npume Ha paboTy),
NepBUYHLIA MHCTPYKTAM MO OXpaHe Tpyaa.

11. TpygoBo# AOrOBOP 3aK/NI043ETCA B NUCbMEHHOMN
dopme, COCTaBNAGTCA B ABYX IK3EeMNAApax 1
NoANUCLIBAETCA CTOpOoHamu. OguH 3K3eMnAAp
nepepaetcs paboTHUKY, OpYyrod XpaHUTCA Y HAaHUMATenA.

Mpu nepesoge Ha apyryto paboty (cratea 30 Tpyaosoro
Kogekca Pecnybauku benapycb) ¢ paboTHukom
3aK/IIO43eTCA TPYAO0BOW A0roBOpP B COOTBETCTBUM C
TpebosaHuamu ctateid 18 u 19 Tpyaosoro Kogexca
Pecny6aunku benapychb.

12. 3aKkni04eHune, U3MEeHeHUe YCNOBUiA U NpeKpaleHne
TPYAOBOro A0rosopa oGoOpPMIAETCA NPUKa3oM
(pacriopaeHuem), NOCTaHOBNEHMEM HaHUMATENA U
obbasnferca paboTHUKY NO4 POCNKCH.

13. O npueme Ha paboTy, nepesogax Ha Apyryio
NOCTOAHHYIO paboTy, yBONIbHEHWUM A0MHHbI BbiTh
BHECEeHbl B COOTBETCTBUM C 3aKOHOAATE/IbCTBOM 3arUCH B
TPYAOBYIO KHUXKY paboTHuUKa.

14. Mpw yBonbHeHUn paboTHUKA BCe BbINAATLI,
npuuYMTaoLWMecs eMy oT HaHMMaTeNA Ha AeHb
YBO/IbHEHUWA, NPOU3BOAATCA He No3gHee AHA
yBO/ibHeHWA (vacTb nepeas crateun 77 Tpyaosoro
Koaekca Pecnybnukn benapyces).

B aeHb yBONbHEHMA HaHUMaTENb o06nA3aH BbIAATL
paﬁomuxy TPYAOBYHO KHUMKY U MPOMU3BECTU C HUM
OKOHYaTeNbHbIA pacyer.

[HeM yBONbHEHUA CHUTAETCA NOCAEAHMIA AeHb paboTbl.
3. O6asanHoCTM paboTHuKa

15. [ina paboTHUMKOB yCTaHABAMBAIKOTCA caeyiouime
obazaHHOCTU:

15.1. go6poCOBECTHO UCMONHATL CBOU TPYA0BbIE
065A3aHHOCTH, B TOM YUCNE BbINONHATL YCTaHOB/NEHHbIE

HOPMbI TPYA3;

15.2. NOAYUHATBHCA YCTAHOBNEHHOMY TRYA0BOMY
pacnopagky, BbiMOAHATL HE NpoTUBOpeYalLue
3aKOHOAATEeNbCTBY M NOKaNbHBIM HOPMATHUBHBLIM
npasoBbIM aKTam MUCbMEHHbIE U YCTHBIE NPWUKa3bl
(pacnopsikeHuna) HaHUMmaTens;

15.3. He AONYCKaTb AEWCTBUIA, NPENATCTBYIOLMX APYTMM
paboTHMKaM BbINOAHATL UX TPYAOBLIE 06A3aHHOCTK;

15.4. o6ecneunBaTb cobalogeHne yCTaHOBAEHHbIX
TpebosaHWIA K Ka4ecTsy NPOM3BOAUMOIA NPOAYKLUUM,
BLINONHAEMbIX paboT, OKa3blBaeMbIX YCAYT, He

10.3. to conduct an introductory (during employment)
and primary health and safety briefing.

11. The labour contract shall be entered into in writing,
shall be made in two copies and signed by the parties.
One copy shall be provided to the employee, the other
shall be kept by the employer.

During transfer to another job (Article 30 of the Labour
Code of the Republic of Belarus), the employer and the
employee shall enter into an labour contract in
accordance with the requirements of Articles 18 and 19
of the Labour Code of the Republic of Belarus.

12. Conclusion, change of the terms and conditions and

termination of the labour contract shall be formalized as
an order (instruction), a resolution of the employer, and
shall be declared to the employee against the signature.

13. The employment, transfer to another permanent job,
dismissal shall be subject to recording into the work
record book of the employee in accordance with
legislation.

14. During dismissal of an employee, all payments due to
such employee by the employer as of the day of
dismissal shall be made no later than the day of dismissal
(part one of the Article 77 of the Labour Code of the
Republic of Belarus).

On the day of dismissal, the employer shall be obliged to
submit the work record book to the employee and make
a final payment to him.

The day of dismissal shall be the last day of work.
3. Employees’ obligation

15. Employees shall have the following obligations:

15.1. to be scrupulous about his employment duties,
including compliance with the established labour
standards;

15.2. to comply with the established labour order, to
execute written and oral orders (instructions) of the
employer, which comply with the legislation and in-
house regulatory acts;

15.3. not to allow actions preventing performance of
employment duties by other employees;

15.4. to comply with the established requirements for
the quality of products, work performed, services
provided, to prevent faulty work, to comply with the
process discipline;



Aonyckate 6paka 8 pabote, cobnoaatb
TEXHONOTUYECKYHO AUCLUNAUHY;

15.5. cobaogate yCTaHOBAEHHbIE HOPMAaTUBHbBIMU
npaBsoBbIMU aKTamu TpeboBaHUA NO oxpaHe Tpyaa 1
BesonacHomy BefeHWIO paboT, No/bL30BaThCA
CpeacTBaMyu MHAUBUAYANbHOM 3aLUWTLI;

15.6. 6eperKHO OTHOCUTLCA K MMYLLLECTBY HaHUMaTens,
pauMoHanbHO ero KCnosNb30BaTh, NPUHKUMaATL MepbI K
npeaoTepaleHunio yuepba;

15.7. npuHUMAaTL Mepbl K HeMegNeHHOMY YCTpaHeHuio
NPUYUH W YCAOBWIA, NPENATCTBYIOLMX HOPMA/IbHOMY
BbiNoNHeHUt0 paboTel (aBapuA, NPOCTOi M T.1.), 1
Hemea1IeHHO coobWaTh O CNYYMBLLIEMCA HAHUMATENID;

15.8. cogepxarh 06opyaosaHue 1 npucnocobaeHnAa 8
MCNPaBHOM COCTOAHUM, NOAAEPMUBATL NOPAJOK U
YUCTOTY Ha cBoem paboyem MecTe U Ha TEPPUTOPUN
opraHv3auum;

15.9. cobniogate yCTaHOBASHHLIW NOPALOK XpaHEHUA
OOKYMEHTOB, MaTepuasibHbIX U AEHEKHbIX LLeHHOCTel;

15.10. XpaHWTb rocyAapCTBEHHYIO U cnymebHyio TallHy,
He pasr/aliaTh KOMMEPYECKYIO TallHy HaHUMaTena,
KOMMEPUECKYIO TailHy TPETbUX KLY, K KOTOPOIA
HaHWMaTe b NoAYYMN AOCTYN;

15.11. UICNONHATL UHbIEe 0BA3aHHOCTM, BbITEKAIOWKWE U3
33aKOHOAATeNbCTBA, IOKA/IbHbIX HOPMaTUBHbIX NPasoBbIX
aKTOB W TPYAOBOro 40rosopa;

15.12. ucnonwsosats obopyaosaHue U apyrue
TEXHWYECKUe CpeacTBa, NpesocTaB/ieHHbIe
HaHMMaTenem paboTHUKaM TO/LKO AR UCNOHEHWA
CBOMX TPYAOBLIX 06A3aHHOCTEN.

16. Kpyr pyHKUMOHanbHbIX 0basaHHocTel (BUaoB
paboT), KOTOPbIE AOMKEH BbINOAHATE KaXAbiii PaboTHUK
Nno OAHOM WK HECKONIbKUM npodeccusam,
CNeunanbHOCTAM UK SOMKHOCTAM COOTBETCTBYIOWER
KBanuduKauum, onpeaenaeTca KBaNMGnKauuoHHbIMK
CNpaBoYHUKAMM, YTBEPKAEHHBIMU B YCTAHOBNEHHOM
nopagKe, COOTBETCTBYIOLMMMN TEXHUYECKUMMU
npasunamu, SO/MKHOCTHBIMU UHCTPYKLMAMM,
NONOMEHUAMM, WHLIMU NOKANBbHBIMKM HOPMATUBHBIMM
NPaBoOBbIMK aKTaMM, @ TAKIKE TPYA0BbIM 4OTOBOPOM.

3a HeMCNONHEHUE UK HeHAZIeXKallee UCNONHEHWe
ceoux obsazaHHoCTEl pabOTHUKW HECYT OTBETCTBEHHOCTb,
npegycMmoTpeHHyto TpyaoBbiM KOAEKCOM PecrybanKu
Benapycb ¥ MHbIMM 3aKOHOAATEIbHBIMMW aKTaMM.

15.5. to comply with the requirements for occupational
safety and health and safe practicing set by regulatory
acts, to use personal protective equipment;

15.6. to take care of the property of the employer, to use
it rationally, to take measures to prevent damage;

15.7. to take measures to immediately eliminate the
causes and conditions that impede normal performance
of work (an accident, idle, etc.), and immediately report
what happened to the employer;

15.8. to maintain the equipment and devices in good
order, maintain order and cleanliness at the workplace
and on the premises of the organization;

15.9. to comply with the established procedure for
storage of documents, material and monetary values;

15.10. to keep state and official secrets, not to disclose
the trade secret of the employer, the commercial secret
of third parties, to which the employer has access;

15.11. to perform other duties arising from legislation,
in-house regulatory acts and the labour contract;

15.12. to use the equipment and other technical means
provided by the employer to the employees only for the
performance of his labour duties.

16. The scope of functional duties (types of activities)
that each employee shall perform within one or several
professions, specialties or positions of appropriate
qualification, shall be determined by job evaluation
manuals approved in accordance with the established
procedure, relevant technical regulations, job
descriptions, regulations, other in-house regulatory acts,
and the labour contract.

The employees shall bear responsibility, provided for by
the Labour Code of the Republic of Belarus and other
legislative acts, for failure to perform or improper
performance of their duties.



4. 0O6a3aHHOCTU HaHUMaTENR
17. Hanumarens o6a3an:
17.1. pauMOHaNbHO UCNONBL30BATL TPYA PaboTHUKOB;

17.2. obecneymsaTtb TPYLOBYIO ¥ NPOU3BOACTBEHHYIO
OUCUMIIUHY;

17.3. sectu y4et dbakTuyecku otpaboraHHoro
paboTHUKOM BPEMEHU;

17.4. BbinnauymuBaTh 3apaboTHYIO NAATY B CPOKKU M
pasmepax, yCTaHOB/IEHHbIX 3aKOHOAATeNLCTBOM,
cornaweHuem Unu TPy A0BbLIM 4OroBOpOM;

17.5. obecneyueatb Ha Kaxaom paboyem mecre ycioBus
TPYAQ, COOTBETCTBYIOWME TPeBOBaHUAM MO OXpaHe
TPYAa, cobnaaTh yCTaHOBAEHHbIE HOPMATUBHBIMU
NPaBOBbIMU aKTAaMM, B TOM HUC/E TeXHUYECKUMU
HOPMaTUBHBLIMU MPaBOBbIMK aKTamu, TpebosaHus no
oxpaHe TpyAaa, a NMpu oTCYTCTBUMU B HOPMaTUBHbIX
NpasoBbIX aKTax, B TOM YUC/e B TEXHUYECKUX
HOPMaTUBHbIX NPaBOBbLIX aKTax, TpeboBaHMiA No oxpaHe
TpyAa npuHUMMaTe Heobxoaumbie mepol,
obecneuMBaloLMe COXpaHEHUE HU3HU, 340POBbA W
paboTtocnoco6HocTM paboTHUKOB B NpoOLECCe TPYAOBON
BEeATEeNbHOCTH;

17.6. npuHKMMaThL He0BX0gMMble Mepbl Mo
npodunakTuKe U NpeaynpexaeHnio NPon3soACTBEHHOMO
TpaBMaTM3ma, NpopeccuoHaNbHbIX U APYTUX
3abonesanuii paboTHUKOB; KOHTPOAWPOBATL 3HAHKE U
cobnogerne paboTHuKkamu TpeboBaHWIA MHCTPYKLMIA NO
oxpaHe Tpyda 1 noapHoii 6esonacHocTw;
CBOEBPEMEHHO Y NPaBUNbLHO NPOBOAUTL pacc/iegosaHue
W y4YeT HeCcYacCTHbIX CNy4aeB Ha NPOK3BOACTBE;

17.7. B cay4anx, npeaycMoTPEeHHbIX 3aKOHOA4aTeNbCTBOM
W IOKaNbHbIMU HOPMAaTUBHLIMKM NPABOBbLIMU AKTAMM,
CBOEBPEMEHHO NPEeAOCTaBNATL rapaHTUmM U
KOMMEHCaLUUK B CBA3M C BPeAHbIMU U (MNK) onacHbIMK
ycnosuaMmu Tpyaa (CokpaweHHslii pabouunii peHsb,
[AONONHUTENbHBIE OTNYCKaA, nedebHo-npodunakTuyeckoe
nuTaHue 1 ap.), cobniogatbe HOPMbI NO OXpaHe Tpyaa
EHULMH, MONOSEMN U MHBANWADB;

17.8. obecneunBaTb pabOTHMKOB B COOTBETCTBUM C
YCTaHOBNEHHbIMU HOPMami CNeLUanbHO OAeK oM,
cneuunansHoi o6yBelo U APYrMU CpeacTBamMu
WHAUBUAYANBLHOWU 3aLUThl, OPraHU30BbIBaTbL
HaJnexaulee XxpaHeHWe 1 yXop4, 3a STUMUK CPeACTBaMu;

17.9. obecneuunsaTtb cobniopgeHue 3aKOHOAATENLCTBA O
TPYAE, YCNOBUMA, YCTAHOBAEHHBIX KOANEKTUBHBIMU
[0roBOpamMu, COrnaleHUaMMU, APYTMMU NOKa/TbHBIMMK

4. Employer's obligations
17. The Employer shall be obliged:
17.1. to rationally use the labour of the employees;

17.2. to ensure the labour and production discipline;

17.3. to keep records of the actual working hours of the
employee;

17.4. to pay salary within the terms and amounts
established by legislation, the agreement or the labour
contract;

17.5. to provide at each workplace such working
conditions that comply with the requirements for labor
protection, comply with the occupational safety and
health requirements established by regulatory acts,
including technical regulatory acts, and in the absence of
the occupational safety and health requirements in
regulatory acts, including technical regulatory legal acts,
to take reasonable measures to ensure maintenance of
life, health and efficiency of the employees within their
labour activities;

17.6. to take reasonable measures for prevention of
occupational injuries, occupational and other diseases of
the employees; to monitor awareness of and compliance
of employees with the requirements of the instructions
on occupational safety and health and fire safety; to
timely and correctly conduct investigation and recording
of labour accidents;

17.7. as provided by applicable law and in-house
regulatory acts, to timely provide guarantees and
compensation in relation to harmful and (or) dangerous
working conditions (shorter working days, additional
leaves, medical and preventive nutrition, etc.), to comply
with the occupational safety and health regulations for
women, youth and disabled people;

17.8. in accordance with the established standards, to
provide the employees with special clothing, special
footwear and other personal protective equipment, to
arrange proper storage and care for this equipment;

17.9. to ensure compliance with \labour legislation,
conditions established by collective labour contracts,
agreements, other in-house regulatory acts and labour



HOPMaTWUBHbIMU NPaBOBLIMU aKTaMM W TPY40BLIMU
AOroBOpamu;

17.10. ceoeBpemeHHO 0GOPMNATL USMEHEHUA B
TPYA0BbIX 06A3aHHOCTAX PabOTHUKA U 3HAKOMMUTb ero ¢
HUMM;

17.11. o6ecneuusaTs NOArOTOBKY, NOBbILIEHUE
KBaNUpUKaUMK, NepenosroTosKy U CTAMUPOBKY
paboTHMKOB B COOTBETCTBMM C 3aKOHO4ATENbCTBOM;

17.12. co3gaBaTtb Heobxoaumbie yCnoBua AnA
coBmelleHna paboTei c noayyeHuem obpa3osaHua B
COOTBETCTBUM C TPYAOBLIM KOAEKcoM PecrybauKu
benapychb;

17.13. obecneuymsars y4actue paboTHUKOB B ynpasieHum
opraHM3alueid, CBOeBpeMeHHO paccmaTpueaTtb
KpUTUYecKue 3amevaHua paborHukos u coobuwartse um o
MPUHATLIX Mepax;

17.14. npepcraBnATh CTaTUCTUYECKUE OaHHbIE O TPYAe,
no BONPOCam yCAOBUIA U OXpaHbl TpyAa B obbeme 1
nopAagKe, onpeaenaemslx 3aKOHO4aTENIbCTEOM;

17.15. opopmnaTL UIMEHEHUA YCNOBUI U NPEKpalleHue
TPYAOBOro AOroBopa ¢ paboTHUKOM NpPUKasom
(pacnopsxxeHueMm), NOCTaHOBNEHUEM;

17.16. otcTpaHaTh paboTHUKOB OT paboThbl B CAy4asX,
npeaycmoTpeHHbiX TpyAoBeiM Kogekcom Pecny6amkm
Benapycbh 1 3aKOHOAATE/ILCTBOM;

17.17. co3pasatb paboTHUKY HeoGXxoaumbIe yCNoBUA ANA
cob04eHUA YCTaHOBAEHHOIO PeXuma KOMMepPUECKon
TalHbl;

17.18. ucnonHaTte Apyrue 06A3aHHOCTH, BbiTEKAIOWME W3
3aKOHO[ATeNbCTBA, IOKa/IbHbIX HOPMaTUBHbIX NPaBoBbIX
AKTOB U TPYA0BbIX AOrOBOPOB.

18. HaHumaTenu OCyLeCcTBARIOT CBOU 0BA3AHHOCTH B
COOTBETCTBYIOWMX CAY4aAX NO COrNacoBaHMIo AKX C
y4actTuem npodcoto3os, B TOM YUCAE NMPU NPUHATUW
JIOKaNnbHbIX HOPM3TUBHbIX NMPaBOBbIX aKTOB,
3aTparMBaloLmMx TPYAOBbLIE U COLMANIbHO-
3KOHOMUYECKME NpaBa paboTHUKOB.

3a HeUCMOMTHEHUE WK HeHa/IeKaLlee UCTIONHeHWe
cBOMX 06A3aHHOCTEN HaHMMaTenu (ynoaHomoueHHoe
[OMKHOCTHOE IMLO HAaHUMATeNs) HecyT
OTBETCTBEHHOCTb, NPEAYCMOTPEeHHYI0 TpyaoBbiM
Kogekcom Pecny6imKu benapycs 1 UHbIMK
3aKOHOHATENBbHBIMK aKTaMM.

19, HaHMMaTenb octasaseT 3a coboit npaso
KOHTPO/IMPOBaTh UCMOAb30BaHKE paboTHMKaMK

contracts;

17.10. to timely register any changes in the labour duties
of the employee and make him aware of them;

17.11. to provide training, professional development,
retraining and training on probation of the employees in
accordance with legislation;

17.12. to arrange reasonable conditions for combining
work and obtainment of education in accordance with
the Labour Code of the Republic of Belarus;

17.13. to ensure participation of the employees in the
management of the organization, to timely review the
employees' criticisms and inform them about the
measures taken;

17.14. to submit statistical data on the employees'
activities, labour conditions and occupational safety and
health to the extent and in accordance with the
procedure determined by legislation;

17.15. to formalize any changes in the terms and
conditions of, and the termination of the labour contract
with the employee by an order (instruction), resolution;

17.16. to suspend the employees from work in cases
provided for by the Labour Code of the Republic of
Belarus and legislation;

17.17. to arrange reasonable conditions for the
employee to comply with the established procedure for
trade secrets;

17.18. to perform other duties arising from the
legislation, in-house regulatory acts and labour
contracts.

18. Employers shall perform their duties in agreement or
with the participation of trade unions, as appropriate,
including when adopting in-house regulatory acts
affecting the labour and social and economic rights of
employees.

Employers (the authorized official of the employer) shall
be liable under the Labour Code of the Republic of
Belarus and other legislative acts for failure to perform
or improper performance of their duties.

19. The employer shall reserve the right to control the
use of the equipment and other technical means by the



o6opyaoBaHnUA W OpYrUX TEXHUYECKUX CPEeaCTs,
ABNAIOWMXCA COBCTBEHHOCTBIO HAHUMATENA, B TOM YUcne
N0/1b308aTLCA AOCTYNOM, NPOBEPATL, KOMMPOBATL U
y4anatb MHGOPMaLMIO, NOCNAHHYIO C UCNONL30BAHUEM
TEXHUYECKMUX CPeACTB HaHUMaTeNA B Npegenax,
paspelueHHbIX 3aKOHOAATeNbCTBOM. HaHumaTe b
pacnonaraet nporpammHbim obecneueHnem u
TEeXHUYECKUMU CPEACTBaMM, U CUCTEMAMM, KOTOpbIE
MOTYT KOHTPOJIMPOBATh, 3aNKUCbLIBATh AEATENbHOCTb
paboTHMKa BKNOYAA UHTepHeT-TpadPMK Ha KomnbloTepe
1Ny HOM npubope, KOTOPbIA PabOTHUK UCNONL3YET.
HaHumaTenb MOMET KOHTPOAMPOBATb, 3aMUCbIBATD,
NpOBEpPATL, KONUPOBATL AWM YAANATE N0BYIO
MHPOPMALMIO, AaHHbIE, MUCbMA, MOCNaHHBIE C
MCNONBL30BaHMEM UHTEPHETa, CUCTEM, KOMNbIOTEPa U
APYrux TEXHUYECKUX CPeacTs HaHMmarena 6es
[ONONHUTENBHOTO YBEAOMNEHUA PaBOTHUKOB B UX
NPUCYTCTBUM, @ TAK e B UX OTCYTCTBME B Npeaenax,
paspelueHHbIX 3aKOHOAATENLCTBOM,

5. PaBouee BpemA M ero UCnNoNib3oBaHue

20. Pabouum CHUTIETCA BPEMA, B TEYEHUE KOTOPOro
paboTHUK B COOTBETCTBUM C TPYAOBBLIM, KONAEKTUBHBIM
[OroBopamu, NpasMnammn BHYTPEHHErD TPYA0BOro
pacnopsgKka obasaH HaxoauTbcA Ha paboyem mecTe U
BbINONHATL CBOU TPYA0BblEe 06A3aHHOCTH.

K pabouemy OTHOCUTCA TaK}Ke Bpema paboTbt,
BbINOAHEHHO MO NPeaNOKEeHUIO, PACNOPAMEHMIO UK C
BEAOMa HaHUMATEeNA CBEPX YCTAaHOB/EHHOMI
NPOAC/IKUTENLHOCTH paboyero BpemeHu (ceepxypouHas
pabota, paboTa B rocyjapcTeeHHble nNpasaHuKu,
npasaHUYHbIE W BbIXOAHBIE AHM).

21. HopMmupoBaHUe NPOAC/IKUTENbHOCTH pabodero
BpeMeHW OCYLUECTBNAETCA HAHUMaTENEM C YHETOM
OrpaHu4eHui, yCTaHoBNeHHbIX TPYA0BbIM KOAEKCOM
Pecnybauku Benapyck U KONNEKTUBHBIM AOTOBOPOM.

21. MonHasa HopMa NPoACIKKUTENBHOCTH pabouero
BPEMEHM HE MOMET npesbiwarb 40 4acos B Heagento.

23. Pexxum pabouero BpemeHu onpegenaeT epems
Hayana u oKoHuYaHusa pabouero aHa (cmeHbl), Bpemsa
obeaeHHOro n Apyrux nepepbisos, NOC/Ne0BaTENbHOCT
yepegoBaHuA paboTHUKOB NO cMmeHam, pabouwne,
BbIXOAHbIE OHW.

24. Bpemsa Hayana paboTbl ¥ nepepeiBa A48 OTAbIXa U
NWTaHWA yCTaHaBNUBAEGTCA Clegytollee:

Pabouuit geHb cocraenneT 8 Yacos B geHb. Bpema
Hauana pabouero gHa ¢ 08:00 po 09:30; spems
nepepsisa gna orapixa v nutaHua 1 yac.

employees that are the property of the employer,
including without limitation to have access to, to check,
to copy and to delete information sent using the
technical means of the employer to the maximum extent
permissible by the applicable law. The employer shall
have the software and hardware, and systems that can
monitor, record the activities of the employees, including
Internet traffic on a computer or other device that the
employees use. The employer may monitor, record,
check, copy or delete any information, data, letters sent
using the Internet, systems, computer and other
technical means of the employer without additional
notice to the employees both in their presence and in
their absence to the maximum extent permissible by the
applicable law.

5. Working Time and Use Thereof

20. Working time means the time during which an
employee shall be at the workplace and perform his
labour duties in accordance with labour, collective labour
contracts, the rules of internal work order.

In addition, working time shall include working hours
spent for any job performed under the proposal, order
or with the knowledge of the employer in excess of the
established working time (overtime, work on official
holidays, holidays and weekends).

21. The employer shall set the working time taking into
account the restrictions established by the Labour Code
of the Republic of Belarus and the collective labour
contract.

21. The full working time rate shall not exceed 40 hours
per week.

23. The working schedule shall determine the beginning
and the end of the working day (shift), the time of lunch
and other breaks, the sequence of workers by shift,
working days, and weekends.

24. The time of the beginning of work and the break for
rest and food shall be established as follows:

The working day shall be equal to 8 hours a day. The
working day shall begin at 08:00 am to 09:30 am; the
break time for rest and food shall be equal to 1 hour.



BbixogHbie aHu: cy660Ta, BOCKpeceHbe.

OTgbiX BO BPEMA rocyAapCTBEHHbIX NPa3aHWKOB U1
NpasAHNUYHLIX OHEMW, YCTaHOBAEHHbIX U 06 bABAGHHBIX
MpeangeHtom Pecnybauku benapych Hepaboyumu.

25. Pabota B aBe u 6onee cMeHbl CUNTAETCA CMEHHOM
pabotoil. CmeHHas paboTa BBOAUTCA B TEX CAYYARAX,
KOrga ANUTeNbHOCTb NPOM3BOACTBEHHOrO Npouecca
(paboTbl) npessIWIAET YCTAHOBACHHYIO
NPOAC/HKUTENBHOCTb EXEeAHEBHOM paboTbi, a TaKKe 8
uensax bonee adPpeKTUBHOrO UCNONL3OBAHUA
06opyaoBaHus, yeennueHus obbema nponssoacTaa
(pabor, ycayr).

Pemum pabouero sBpemeHu npu cmeHHoi4 pabore
onpegenaeTca rpadpuKom CMeHHOCTHU B COOTBETCTBMM CO
cTatbeit 123 Tpyposoro koaekca Pecnybaunku Benapyce.
Mpu 3TOM NPOAC/KUTENBHOCTL CMEHbI HE MOMKET
npesbiwate 12 yacos. MHaaA Npoao/KUTENbHOCTb CMEHbI
ONA OTAeNbHBIX KaTeropvMii paboTHUKOB MOXeT
ycTaHaBausaTeca lMpasutenbcteom Pecny6ankn
Benapycb. PaboTHMKK YepeayTca No cMeHam
pasHomepHo. PaboTa B TeyeHue ABYX CMeH NoAPAS,
3anpeLwaeTca.

26. PaboTHuK 06A3aH B NOpALKe, YCTAHOBNEHHOM Y
HaHWUMaTeNfA, OTMETUTL:

npuxopg, Ha pabory;
yxoa c paboTbi;

yxoae! ¢ paboTsl B TedeHue paboyero gHA (cMeHbl).

27. HaHumartens 06s3aH OpraHM308aTh yHeT ABKKA Ha
paborty 1 yxoaa ¢ pabotel.

DopMbl LOKYMEHTOB 4/ y4eTa ABOK Ha paboTy u yxona
C HEe, a TaKe MOPALOK UX 3aN0NHEHUA YTBEPIKAAIOTCA
HaHWMaTeNem.

28. B pabouee Bpema 3anpeuiaeTca OTBNEKaTb
paboTHWKOB OT HenocpeacTBeHHoW paboTol,
ocso6omaatb oT paboTbl ANA BbINOAHEHWUA
obuecTeeHHbIX 06A3aHHOCTEA U NpoBEAeHUA
MEpONPUATUI, HE CBA3AaHHBIX C NPOM3BOJCTBEHHOM
LEATeNLHOCTBLIO, BC/IK UHOE HE NpeayCMOTPeHOo
3aKOHOAATENLCTBOM, KONEKTUBHBIM AOFOBOPOM,
cornaweHuem.

29. OyepeHOCTb NPeaoCTaBNEHUA TPYA0BbLIX OTMYCKOB
yCTaHaBNMBAETCA A/1A KOANEeKTMBa paboTHUKOB
rpadUKoM TPYAOBbLIX OTNYCKOB, YTBEPHAAEMbIM
HaHUMaTenem, a TaKkKe COrnacosaHHbIM C NPO(GCo3oM,
€C/1M TaKoe cornacoBaHue npegycMoTpeHo
KONIEKTUBHBIM A0rosopom. Mpu cocrasneHun rpaduka

Days-off: Saturday, Sunday.

Rest during official and public holidays established and
declared non-working by the President of the Republic of
Belarus.

25. Two-shift work or multi-shift work shall be deemed
shift work. Shift work shall be applied in cases where the
duration of operation (work) exceeds the established
duration of daily work and for more efficient use of
equipment, increase in the volume of production (works,
services).

When applying shift work, the working schedule shall be
determined by a shift schedule in accordance with the
Article 123 of the Labour Code of the Republic of
Belarus. The duration of the shift may not exceed 12
hours. Another duration of the shift for certain
categories of employees may be established by the
Government of the Republic of Belarus. Workers shall
equally change by shifts. Working for two shifts in a row
shall be prohibited.

26. In accordance with the procedure established by the
employer, the employee shall be obliged:

to signin;
to sing out;

to record cases of being absent at work during the
working day (shift).

27. The employer shall be obliged to arrange the
registration of reporting for work and leaving work.

The employer shall approve the forms of the documents
for the registration of reporting for work and leaving
work, and the procedure for their completion.

28. During working time it shall be prohibited to distract
employees from their actual work, to release them from
work for performing public duties and carrying out
activities not related to production activities, unless
otherwise provided by legislation, collective labour
contract, agreement.

29. The sequence of granting annual leaves shall be
specified in the annual leave schedule approved by the
employer and also agreed with the trade union, if such
approval is provided for in the collective labour contract.
When drawing up the annual leave schedule, the
employer shall take into account the employee's opinion



TPYAO0BbIX OTNYCKOB HAHWUMATENb YYUTbIBAET MHEHWE
paboTHUKA O BpEMEHMU ero yxoaa B OTNYCK, €C/IN 3TO He
NpenATCTBYET HOPMa/ibHOM AEATENbHOCTU OpraHM3aLum
W peanusauuvm npasa Ha OTNYCK Apyrux paboTHUKOB, a
TaKXXe NNaHUMpPyeT o4epeaHOCTb TPYAOBbLIX OTNYCKOB B
COOTBETCTBMM C YaCTbIO YETBEPTOM cTaTek 168 Tpyaosoro
Kopekca Pecnybnuku Benapyce.

paduK TpY[OBLIX OTMYCKOB COCTABAAGTCA HA
KaseHAapHbIN ron He nosgHee 1 pespana u JOBOAUTCA
[0 cBeaeHuA Bcex paboTHMKOB.

PaBoTHUKM MMEIOT NPaBo PazaenuTb CBOW TPYAOBOA
OTMYCK MaKCMMYM Ha TPU YacTU OAHA U3 KOTOPbIX
A0/KHa BbITb He MeHble 14 KaneHZapHbIX gHeW 1
Apyras 4actb fo/Ha 6biTb He meHee 6 KaneHAaPHbIX
AHEe#H.

6. Moowpenun 3a ycnexwu B pabore

30. 3a nosbiweHWe NPOU3BOAUTENBHOCTU TPYAS,
Npoac/HKUTENbHYIO U Besynpeunyio pabory,
HOBATOPCTBO U Apyrue focTuKeHun B pabore K
paboTHMKaM MOryT NPUMEHATLCA Cneaylowme Buabl
NOOLPEHUIA:

obbasneHue 6GnarofapHoCTK;
Bblaaqa Npemuu.

MNoowpeHun 06BABAAIOTCA NPUKa30M (pacnoprkeHuem),
NOCTaHOBNAEHWEM HaHUMaTEeNs U AOBOAATCA A0
cBepeHuna paboTHUKOB.

O6baABAeHHbIE NPUKA30M (pacnopa)eHuem),
NOCTaHOBAEHWUEM MOOLLPEHWA 3aHOCATCA B
YCTaHOBAEHHOM NOPAZKE B TPYAO0BYHO KHUKKY
paboTHMKa.

7. OTBETCTBEHHOCTD 33 HapyLueHWe TPYH0BOi
BUCLUNAWHDI

31. 3a npoTuBONpPaBHOE, BUHOBHOE HEUCNOAHEHUE UK
HeHagnexalee ucnonHeHne paboTHUKOM CBOMX
TPYA08bIX 06A3aHHOCTEIA HAHUMATENb MOXKET
MPUMEHATL K pabOoTHUKY cregyiolive Mepsbl
AUCUANIMHAPHOTO B3bICKAHWUA:

1) 3ameyaHue;
2) BbIrOBOP;
3) yBONbHEHMKE.

YBONIbHEHWE B Ka4ecTBe AUCLUMNINHEPHOTO B3bICKaHMUA
MOeT BbiTb NPUMEHEHO B CAyYanx:

CUCTEMATUYECKOrO HeucnonHeHus pabotHukom 6e3
YBaMUTENbHBIX NPUYMH 06A3aHHOCTEN, BO3NOMKEHHDBIX Ha

about the date of his leave, if this does not interfere with
the ordinary course of business of the organization and
the exercise of the other employees' right to leave. In
addition, the employer shall schedule the order of
annual leaves in accordance with part four of the Article
168 of the Labour Code of the Republic of Belarus.

The annual leave schedule shall be drawn up for a
calendar year no later than February 1 and shall be
communicated to all the employees.

The employees have the right to divide the vacation
period maximum in three parts where one of the parts
shall not be less than 14 calendar days and another part
shall not be less than 6 calendar days.

6. Incentives for Success in Work

30. The employees may be granted the following types
of incentives for increasing their performance,
continuous and impeccable work, innovation and other
achievements:

expression of gratitude;
granting a bonus.

Incentives shall be declared by an order (instruction), by
an employer's resolution and shall be communicated to
the employees.

Incentives declared by an order (instruction), resolution
shall be recorded in the work record book of the
employee in accordance with the established procedure.

7. Responsibility for Violation of the Labour Discipline

31. Should the employee perform their labour duties
unlawfully, culpably, or improperly, the employer may
apply the following disciplinary measures on the
employee:

1) reprimand;
2) admonition;
3) dismissal.

Dismissal as a disciplinary measure may be applied in the
following cases:

systematic failure of the employee to fulfill the duties
under the labour contract or under the rules of internal



HEro TPYA0BbIM AOrOBOPOM UK NPaBUAAMM
BHYTPEHHEro TPyA0BOro pacnopaaka, ecnu K paboTHuUKy
paHee NpUMeHANUCE Mepbl AUCLUMNAUHAPHOrO
B3biCKaHUA (NYHKT 4 cTaTbu 42 TpypoBOro KogeKca
Pecny6auku benapych);

nporyna (8 ToM Yucne oTcyTcTBUA Ha paboTe Bonee Tpex
yacos B TeueHue pabouero gHa) 6e3 yBamuUTeNbHBIX
npuyuH (NyHKT 5 cTatbu 42 TpyaoBOro KOAeKca
Pecnybavku Benapych);

NOAB/MEHWUA Ha paboTe B COCTOAHUMU aNnKOroNbHOro,
HapPKOTUYECKOTO MM TOKCUYECKOrD ONbAHEHWA, 3 TaKKe
pacnuTUsA CNUMPTHBIX HANUTKOB, ynoTpebaeHun
HapKOTUYECKKX CPeacTs, NCUXOTPONHBLIX BELECTB, MX
aHanoroB, TOKCUYECKUX BellecTs B paboyee Bpems Unum
no mecty pabotsl (NyHKT 7 cTaTeu 42 TpyA0BOro KOJeKca
Pecny6auku Benapycs);

coBepLIeHWUA No MecTy paboTbl XMLLEHWA UMYLLECTBA
HaHUMaTEeNA, YCTaHOBJIEHHOTO BCTYMUBILUMM B 3aKOHHYIO
CUAlY NPUrOBOPOM CYAa WU NOCTAHOB/IEHWEM OpraHa, B
KOMNETEHLUIO KOTOPOro BXOAWUT HaNOXKeEHUE
aAMUHUCTPATUBHOIO B3bICKAHMA (NYHKT 8 cTaTbu 42
TpynoBoro kogekca Pecnybauku Benapyco);

ogHOKpaTHoro rpyboro HapyweHua Tpe6osaHuid no
OXpaHe TpyAa, NOBAEKLLEro yBe4be UAK CMepTb ApYrnx
paboTHuKoB (NyHKT 9 cTaTbu 42 Tpya0BOro Kogekca
Pecny6auku Benapych);

O HOKpPaTHOro rpyboro HapyLweHUa TPy S0BbIX
o6s3aHHOCTE PYKOBOAUTENEM OPraHu3aUn n ero
3amecTuTenamMmu, rnasHsim Byxrantepom v ero
3amecTuTenamu (NyHKT 1 cratou 47 TpygoBOro Kogekca
Pecnybauku Benapych).

32. Nporynom cyMTaeTcA HeaBKa Ha pabory 6e3
yBaXKUTeNbHOW NPUYMHBI B TeueHue Bcero paboyero aHs.

Mporynom TakxKe ABAAETCA OTCyTcTBME paboTHMKA Ha
pabote 6onee Tpex yacos B TeveHue pabouero gHA Ge3
YBaKUTENbHbIX MPUUMH.

3a nporyn 6e3 yBaMuTeNIbHOI NPUYMHBI HAHUMATENb
BNpaBe YMeHbLMUTb PaboTHUKY NPOAOMKUTENBHOCTL
TPYA0BOTO OTNYCKAa Ha KONWYECTBO AHel nporyna. Mpw
3TOM NPOAOMKUTENBHOCTL TPYAOBOIO OTNYCKA HE MOMET
6biTb MeHbLUe ABaALATHU YeTbIpex KaNeHAAPHbIX AHEH.

33. [lo npumeHeHWA AUCLUUNAMHAPHOIO B3bICKaHUA OT
paboTHUKa A0MKHO BbiTh 3aTpeboBaHO NUCbMEHHOe
obbACHEeHKe.

work order without due cause, if the employee was
previously subject to disciplinary measures (clause 4,
Article 42 of the Labour Code of the Republic of Belarus);

absence without leave (including absence from work for
more than three hours during a working day) without
valid excuses (clause 5, Article 42 of the Labour Code of
the Republic of Belarus);

presence at work under the influence of alcohol, drugs
or other intoxicants, and drinking alcohol, taking narcotic
drugs, psychotropic substances, their analogs, toxic
substances during the working time or at the place of
work (clause 7, Article 42 of the Labour Code of the
Republic of Belarus);

committing theft of employer's property at the place of
work established by a final and binding court verdict or
by a resolution of the authority responsible for
administrative penalty imposition (clause 8, Article 42 of
the Labour Code of the Republic of Belarus);

a single gross violation of the requirements for
occupational safety and health causing injury or death of
other employees (clause 9, Article 42 of the Labour Code
of the Republic of Belarus);

a single gross violation of the labour duties by the head
of the organization and its deputies, the chief accountant
and its deputies (clause 1, Article 47 of the Labour Code
of the Republic of Belarus).

32. The absence without leave means a non-attendance
to work without due cause during a whole working day.

In addition, the absence without leave means the
absence of an employee at work for more than three
hours during a working day without due cause.

In the event of any absence without leave without due
cause, the employer shall be entitled to reduce the
duration of the annual leave of such an employee by the
number of days of the absence without leave. The
duration of the annual leave may not be less than
twenty-four calendar days.

33. The application of the disciplinary measure shall be
preceded by requesting a written reason from the
employee.



OTKa3 paboTHKWKa 4aTb 06 BACHEHUE HE MOMET C/YMKUTD
NPEenATCTBUEM 4/17 NPUMEHEHUA B3bICKaHWA.

Otkas paboTHuKa ot gaum obvacHeHun opopmaneTca
dKTOM C YKasaHWeM NpUCcyTCTBOBaBLLIMX canp,e‘reneﬁ.

34. ucumMnamHapHoe B3biCKaHWe NPUMeHAeTCA He
nosaHee 04HOr0 MecaLa co AHA 0BHapyXKeHun
AVNCUMNAMHAPHOrO NPOCTYNKA, HE CHATaA BPEeMEHM
6onesnun paboTHuKa unu (1) npebbiBaHWA ero B OTNYCKe.

AWcuMnaMHapHoe B3biCKaHWe He MOMKET BbITb
NPUMEHEHO No3gHee WecTH MEecALEB, a No pesy/ibTatam
peBU3uM, NPOBEPKH, NPOBEAEHHOI KOMNETEHTHLIMU
rocyAapcTBeHHbIMU OPraHaMu UNU OPraHUu3auMUamMK, -
no3gHee ABYX NIET CO AHA COBEPLIEHUA
LUCLUMMNIMHAPHOTO NMPOCTYNKa.

B yKa3aHHble CPOKU He BK/IOYAEeTCA Bpema
NpoU3BOACTBA MO YrON0BHOMY Aeny.

35. 3a Kamabii AUCUUNAMHAPHLIA NPOCTYNOK MOMXeT
BbITb NPUMEHEHO TONIBKO OAHO AUCLMNIMHAPHOe
B3blICKaHue.

K paboTHMKam, COBEPLIMBLIMM OUCLMNHMHAPHBIN
MNPOCTYNOK, HE3aBMCUMO OT MPUMEHEHUA Mep
OUCLAN/IMHAPHOrO B3bICKAHUA MOTYT NPUMEHATLCA:
NULIEHKE NPEMUIA, U3MEHEHWE BPEMEHHU
npegocTaBneHun Tpyao0BOro oTnycKa.

36. Npukas (pacnopameHue), NOCTaHOBAEHKE O
ANCUUNAUHAPHOM B3bICKAaHWUU C YKasaHUeM MOTUBOB
ob6bABNAIOTCA paboTHUKY NOA POCMUCHL B NATUOHEBHbIA
CPOK, He cuuTan spemeHu BonesHu paboTHuKa U (Mam)
npebbiBaHUA ero B OTNYCKeE.

PabOTHUK, HE 03HAKOM/IEHHbIN C MPUKA30M
(pacnopseHuem), NOCTaHOBNEHMEM O
AMUCLUNAMHAPHOM B3bICKAHWUM, CYUTAETCA HE UMEIOLLUM
AVCLUMUNAWHAPHOTO B3bICKAHUA.

Otka3 paboTHMKA OT 03HAKOMIEHWUA C MPUKA30M
(pacnopsmeHuem), nocraHosneHnem opopmnaercs
aKTOM C YKa3aHUeM NPUCYTCTBYIOLMUX NPY 3TOM
CBUOETENeH.

37. Ecnu B Te4eHUe roaa co AHA NPpUMeHeHus
AUCUMNAKMHAPHOrO B3biCKaHuA paboTHUK He Byaer
noABEPrHyT HOBOMY AUCUMIMIMHAPHOMY B3bICKaHUIO, OH
CUMTaETCA He NOABEPraBLIMMCA AUCUMITAMHAPHOMY
B3bICKaHu0. Mpu 3TOM AUCUMUNAUHAPHOE B3bICKaHUe
noraiiaeTca asTomatuuecku 6e3 u3gaHuA npukasa
(pacnopakeHua), NOCTAHOBNEHUA,

JUCUmMnIMHapHOE B3bICKaHWE MOMET BbiTb CHATO
opraHom (pykosoauTenem), NpUMeHUBLIMM B3bICKaHUE,

The refusal of the employee to give a reason may not be
an obstacle to application of measure.

The refusal of the employee to give a reason shall be
formalized by a certificate indicating the witnesses
present.

34. A disciplinary measure shall be applied no later than
one month after the discovery of a disciplinary offense,
excluding the period of illness of the employee or (and)
its being on leave.

A disciplinary measure may not be applied after more
than six months, and in case of any disciplinary measure
to be applied based on the results of an audit, a check
carried out by competent state bodies or organizations -
after more than two years upon the day of committing a
disciplinary offense.

The specified term shall not include the time for the
criminal proceedings.

35. Each disciplinary offense shall be subject to
application of only one disciplinary measure,

The following measures may be applied on the
employees who have committed a disciplinary offense,
regardless of application of disciplinary measures:
revoking bonuses, changing the date of annual leave.

36. The order (instruction), resolution on a disciplinary
measure with motives shall be announced to the
employee against signature within five days, excluding
the period of iliness of the employee and (or) its being
on leave.

Should the order (instruction), resolution on a
disciplinary measure has not been announced to the
employee, such disciplinary measure shall be deemed
not applied on such employee.

Refusal of the employee to become aware of the order
(instruction), resolution shall be formalized by a
certificate indicating the witnesses present.

37. If within one year from the date of application of the
disciplinary measure the employee is not subjected to
another disciplinary measure, such employee shall be
deemed as not have been subjected to a disciplinary
measure. In this case, the disciplinary measure shall be
automatically canceled without the execution of an
order (instruction), resolution.



B[OCPOYHO A0 UCTEYEHUA roda no co6CcTBEHHOM
WHULMATUBE, NO XOA3TACTBY HENOCPEACTBEHHOIO
pyKosoguTens, npo$coio3a Uamu MHoro
npeacTaBUTeNbHOro oprada (npeacrasurens)
paboTHuKOB, a TakKe no npocebe paboTHMKa.

[ocpouHoe CHATUE AUCLUUNAWHAPHOrO B3bICKaHWUsA
opopMNAETCA NPHUKA30M (pacnopaXKeHuem),
NOCTaHOBAEHUEM.

8. MiHbie Bonpockl peryiMposaHua TRYAOBbIX
OTHOLWUEHWIA

38. 06 ono3gaHus UAKU HesBKKU Ha paboty paboTHUK
06A3aH yBEAJOMWUTL CBOEI0 HENOCPEACTBEHHOTO
pykosogutens. Ha kKamabii cnydai 6onesHu paboTtHuka
AomkeH 6biTb 0POPMAEH NUCTOK BpEMEHHOW
HeTpyaocnocobHoCcTU. B nepsblit pabounii geHs nocne
6oneznn paboTHUK NPeaoCTaBAAET NUCTOK BPEMEHHOM
HeTpyaocnocobHOCTU HaHUMaTENIO.

39. MepeAa yxo40oMm 8 OTNYCK paboTHUK AO/MKEH NepenaTs
BCE TeKylue Ae/a 3aMeLalouiemy ero coTpyaHury nmbo
HaHumarenio.

9. LononHuTenbHbIE NONMKEHUA

40. TIBTP BCTYNaOT B CUAY C MOMEHTA UX YTBEPKASHUA
HaHMMaTENEM M OeWCTBYIOT 80 MOMEHTA NpeKpalleHua
OeATeNbHOCTU HaHUMAaTeNA.

41. NMBTP pasmeLaloTca B JOCTYNHOM anA ob6ospeHun
paGoTHMKAMKM MECTe, a TaKKe B INIeKTPOHHOM Buje B
cucTeme ynpasaeHuA nepcoHanom SolarHR.

10. AucraHumoxHan pabora, pabora Ha gomy.

42. CropoHbl 0BA3YIOTCA UCMO/Nb30BAThL 3NEKTPOHHYIO
NouTY U Apyrve CpeacTBa KOpnopaTMeHOR CBA3M,
npegocrasneHHbie paboTHuKy, oA obmeHa
3NEKTPOHHbLIMMW AOKYMEHTaMU, COAEPHALLUMM
NUCbMEeHHbIe 3aaHnA, MHYI0 MHbopMaLmio ana
UCNOAHEHUA TPYAOBbIX 06A3aHHOCTEW, pesynbTaTol
BbINOAHEHHOW paboTsl, 3aaBneHUA U 06bACHEHUA
paboTHUKaA, yBeJOM/IeHUs, NPUKa3bl U UHbIE JOKYMEHTbI
HaHUMaTeNA, CBA3aHHBIE C U3MEHEHUEM M
npekpauieHuem TpyA0BOro AoroBopa.

43, PabotHuK 06a3aH coobwmnTL HAHUMATENHO NO
3/IEKTPOHHOM NOYTE O HACTyNAeHUuU BpemMeHHOM
HeTpyaocnocobHOCTH B TRYeHWE OAHOTD AHA C MOMEHTa
ee HacTynneHuA. B aeHb 3aBepLIeHUA BpeMeHHOoM’
HeTpyAocnocobHOCTU HaNpPaBUTL HEBHUMATEIO MO
3NEKTPOHHOW NnoyTe GOTOKONMIO NIUCTKA
HEeTpyA0cnocoBHOCTA M He No3aHee CeflytoLero

The disciplinary measure may be early canceled by the
body (manager), which applied the measure prior to the
expiry of the year at its discretion, at the request of the
actual manager, the trade union or other representative
body (representative) of employees, as well as at the
request of the employee.

Early cancellation of the disciplinary measure shall be
formalized by an order (instruction), resolution.

8. Other Issues of Labour Relations Regulation

38. The employee shall be obliged to notify its actual
manager of late attendance or non-attendance at work.
A medical absence excuse shall be issued for each case of
an employee's iliness. The employee shall submit a
medical absence excuse to its employer on the first
working day upon the illness.

39. Prior to take a leave, the employee shall hand over all
current responsibilities to the employee substituting him
or to the employer.

9. Additional clauses

40. The RIWO shall come into force upon the approval
thereof by the employer and shall be valid until the
employer's winding-up.

41. The RIWO shall be made available for review by the
employees in a accessible place and shall have an
electronic version in the employee’s management
system SolarHR.

10. Remote Work and Work from Home

42. The employee and the employer shall use e-mail and
other approved means of corporate communication
provided to the employee for the exchange of electronic
documents, containing written assignments, other
information for the performance of labor duties, results
of work performed, the employee's statements and
explanations, notices, and other documents related to
the employment.

43. The employee shall inform the employer of his/her
temporary incapacity to work within one day after such
occurred. On the last day of the temporary incapacity to
work, the employee shall send the employer a
photo/scan of the sick note by e-mail and send an
original copy of a sick note by registered mail with return
receipt not later than the next working day.



paﬁoqero AHA HanNpaBuTb NO NOYTE OPUrMHanN NUCTKka
HETPVAOCI'IOCOGHOCI'H 3aKa3HbiM MUCbMOM C
ysegomneHuem.

44. Hanumarens 06s3aH HanpasnsTe paboTHUKY
33Ka3HbIM MOYTOBLIM OTMNPaBNAEHUEM C YBEAOMIEHWUEM O
€ro Bpy4eHuu 3aBepeHHble Hagnemalmm obpasom
KOMUKU JOKYMEHTOB Ha BymaHom HocuTene:

cBA3aHHbIX ¢ paboToii - B TeueHue Asyx pabounx gHen co
AHA NonyYeHWn 3aABAEHUA OT paboTHUKa;

B C/ly4ae Heo6XoAMMOCTH 03HaKOMNEHMA paboTHUKa C
AOKYMEHTaMK Nog NOANKCH - B TEYEHWE ABYX paboumnx
[Heit ¢ MOMEHTa 03HaKOMNEHUA nyTem obmeHa
3N1EKTPOHHbIMM JOKYMEHTaMW;

B Cy4ae HeobxoAMMOCTH 03HaKoMAeHUA paboTHUKa
nog, NoANMCH C MPUKa3OM HAHUMATENA O NPEeKPaLLeHUM
TPYZ4OBOro fOroBOpa - B A€Hb NPeKpalLeHus TPYA0B0ro
[OroBopa;

B A€Hb NPEKPALLEHUA TPYAOBOrO A0roBOpa HanpasuThL
paboTHUKY 0pOPMAEHHYIO HagneKawmum obpazom
KOMWIO NPUKa3sa Ha ByMaXKHOM HOCUTENE 3aKasHbIM
NOYTOBLIM OTNPABNEHUEM C YBEAOMNEHUEM O €ro
BPYYEHUM.

45. lna ueneii onepaTMBHOI cBA3u CTopoHamu
MCNONb3YIOTCA CPEACTBA KOPNOPATUBHOW CBA3M.

46. PaboTHUK Kamabii pabouunii geHb obasyerca:

8 Hayane pabo4ero AHA NOATBEPANTL CBOEMY
HenocpeacTBEHHOMY PYKOBOLMUTENIO BPpEMA Havana
paboTtbl, nonyyeHue saaaHua nmbo coobuwmTs o
NPOAC/IKEHUM BbINONHEHWUA NPEAbIAYLWEro 3a8aHus;

8 KOHUe pabouero gHA yBe40MUTL CBOEro
HEenocpeacTBEHHOrO PYKOBOAMUTENA O BbINONHEHHOI B
TeyeHue paboyero gHsa paborte 1 BpeMeHN OKOHYaHUA
paboyero gHA.

47. fauHbie no y4ety paboyero spemeHmn
nNpeaocTaBAATCA MEeHeIKepy No nepcoHany.

48. HeobxoAMMOCTL NPUCYTCTBUA paboTHUKa B MecTe
HaxoMAaeHWA HaHUMaTenA onpegenaeTca HaHumaTenem.
HaHumarens 06A3aH He No3gHee yem 3a Tpu pabounx
AHA yBEAOMUTL paboTHUKA O MecTe (BKNO4an yKasaHue
MOMELLEHUA) U BPEMEHM, K KOTOPOMY PabOTHUK A0MKEH
npubbITh.

AupexTop JMMoHrema
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44. The employer shall send to the employee duly
certified copies of the documents by registered mail with
return receipt as follows:

Hard copies of the documents requested by the
employee shall be sent within two working days after the
receipt of the employee's request;

Documents which require a wet signature shall be sent
within two working days after their exchange through e-
mail or other means of corporate communication;

Documents on the employment which require a wet
signature shall be sent on the day of the labor contract
termination;

In case of employment termination, a duly executed
copy of the order shall be sent by registered mail with
return receipt on the day of the labor contract
termination.

45, For the purposes of prompt communication, the
employee and the employer shall use approved means of
corporate communication.

46. Each day, the employee shall:

at the beginning of the working day, confirm to his/her
direct supervisor the starting time of work, the receipt of
the assignment or inform such supervisor of continuous
work on the previous assignment;

at the end of the working day, inform his/her direct
supervisor of the work performed during the working
day and of the ending time of the working day.

47. Data on working time record shall be submitted to
the HR manager.

48. The need of the employee's presence at the
employer's location shall be defined by the employer.
Not later than three working days ahead, the employer
shall inform the employee of the place (specifying the
premises) and time, when the e
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