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1. 3arajbHi HoJI0OKeHHS

1.1. TlonmoxeHHs TpoO KaApoBY MOMITUKY I['pomancekoi opranizamii «Jlimepka» (mami -
[onoxxenns 1 Opranizanisi, BiilOBiIHO) po3po0iieHe Ha BUKOHAHHS BUMOT YWHHOTO B YKpaiHi
3aKOHOJIAaBCTBA PO MPAL0 3 METOI0 BIOPSAAKYBAHHS TPYIOBHX BIJHOCHH, SIKI BUHUKAIOTh MK
Opranizamiero Ta mnpamiBHUkamMu Oprasizamii, onTumizamii IisuIbHOCTI Ta 3a0e3nedyeHHs
HAJIC)KHOTO PiBHS BHYTPILIHBOI TPYA0BOI AMCHUILTIHU.

1.2. iz IomokeHHs MOMMPIOETHCS HA BCIX mpaniBHUKIB OpraHizarii, ki nepe0yBaroTh 3 HEIO
y TPYJOBHUX Ta JOTOBIPHUX BITHOCHHAX.

1.3. TlonmitTuka € HOPMAaTHBHHM AaKTOM JIOKAJbHOTO XapakTepy, SKUA pa3oM 3 IHIIUMHU
JoKaabHUMHU akTamMu Oprasizanii Ta TpyI0BUMH AOTOBOpPaMHU (KOHTPAKTaMu), IO YKJIAJAI0ThCA 3
fiore mpaimiBHUKaMH, perjaMeHTye BIAHOCHHHM, TOB'A3aHI 13 peaji3ali€io TPyIOBUX IpaB Ta
BUKOHAHHSM TPYJIOBHX 00OB'A3KIB IpariBHUKIB Opranizarii.

1.4.  OCHOBHMMH 3aKOHOJABUMUMH JOKyMeHTamMH ¢opmyBaHHs 1poro [lomoxxenus e: Konekc
3aKOHIB npo npairo Ykpainu; [lonatkoswuii konexe Ykpainu; 3akon Ykpainu "IIpo orutary nparii"”
3akoH Ykpainu "IIpo oxopony npatii"; [HCTpyKIis 31 CTATUCTUKH 3apOOITHOT IJIATH.

2. OcHOBHI 3aBaHHSI Ka/POBOI NMOJITHKH.

2.1  OnTumizanis i ctabinizaris kaaposoro ckiuaay Opraxizaiii.

2.2 3acrocyBaHHS e(pEKTHBHOI CUCTEMH MOTHUBAIIil CIIBPOOITHHUKIB OpraHi3arii.

2.3. [TinTpumka opranizauiiHoro mnopsaky B Opranizamii, 3MIIIHEHHS CTapaHHOCTI
BIJIMOBIJAJIEHOCTI CIBPOOITHUKIB 32 BUKOHYBaHI 00OB'sI3KU, 3MIITHEHHS TPYA0BOi Ta BUPOOHUYO
JIUCILIUILIIHHA.

2.4.  PO3BUTOK CHCTEMH HaBYaHHs Ta MiABUIICHHS KBaii(ikaiii KepiBHUKIB 1 MpPAIiBHUKIB
Opranizamii.

2.5. ®opmyBaHHS 1 3MIITHEHHSI KOPIIOPATUBHOI KYJIbTYPH MpaliBHUKIB OpraHizarii.

3. Bin0ip Ta Haiim nepcoHaxy

3.1.  Jlob6ip mepcoHamy Ta KOMIUIGKTamiss poOouux Micis Ta mocax Opranizamii
3MIACHIOETBCSA KaHIUIATaMU HEoOXigHOro piBHA mpodeciiiHoi kBamidikamii Ta cTany
3nopoB’s. KBamiikamiiiHi BUMOTH, y TOMY YHUCIi OOCST 3HaHb Ta HaBUYOK I KOKHOI
1I0CaJM, a TAKOXK BUMOTH JI0 CTaHy 370pOB’ sl KaHAMJATIB Ha MEBHI MOCAN BCTAHOBIIOIOTHCS
BiJIOBITHUMH JOKYMEHTaMHU.

3.2. Ilpm BuHHUKHEHHI TOTpeOM y HOBOMY CHiBpoOITHHKY OpraHizallisi OroJomrye
KOHKYPC Ha 3aMiIlleHHS] BAKAHTHOI ITOCAIH.

3.3.  KoHKypc nIpOBOIUTHCS 3 TOTPUMAHHSIM IIPUHITUIIIB:
1) 3abe3medeHHs PIBHOTO JOCTYIY;

2)  3aKOHHOCTI;



3) HEJIMCKpUMIHAITIT;

4)  TPO30pOCTi;

5)  mobGpouecHOCTI;

6)  edeKTHUBHOrO i CIIPaBeATUBOTO MPOIIECY BiIOOPY.
3.4.  KoHKypc NpOBOJIUTHCS TAKUMH €TarlaMu:

1)  [OpUBHATTS PIICHHS MPO OTOJIONICHHS KOHKYPCY;

2)  ONPWIIOJHEHHS OTOJIOUIEHHS NPO MPOBEACHHS KOHKYpcy. OTroJolieHHs Mpo
npoBeqeHHS KOHKypCy ONpUITIONHIOETHCS HA OQIIliiHOMY CalTi opraHi3allii, a TakoX Ha
o(imifHUX CTOPIHKAX Yy COLIaTbHUX MEpexkKax.

3)  TmpuiHATTA Ta po3risa iHpopMmalii Bix 0ci0, K1 0aKaroTh B3STH Y4acTh Y KOHKYPCI.
Oco0u, siki 0akaroTh B3SITH ydacTh Y KOHKypci MarOTh HampaBUTH Ha €JIEKTPOHY aIpecy
Oprani3aiiii CBo€ pe3roMe Ta MOTUBAIIIHHUIN JTUCT.

4)  mnpoBeneHHs cmiBOeciiyM Ta BU3HauYeHHs i1 pe3yibrariB. CmiBOecimy 3 BimiOpaHuMu
yuacHukamu KoHKypcy npoBoauth JIupexTop.

5) CKJIQJICHHS 3arajJbHOTO PEUTHHTY KaHIU/IATIB;

6)  BU3HAYCHHS MEPEMOXKI KOHKypcy. IlepeMoxis KOHKYypCy BHUPILIYIOTH LUIIXOM
OpURHATTA pimeHHs JJupexTopoM.

3.4. 3 MeTor MOIIyKy MOJIOJUX crerianicTiB, OpraHizaiis CIiBIpaIoe 3 HaB4aJbHUMA
3aKjIaJaMH PI3HUX PiBHIB akpeauTarii. J{Js 11boro MpakTUKYETHCS MPUHOM CTYACHTIB IS
MPOXO/KCHHSI BUPOOHMYO1 MPAKTHKH, BUBYCHHS iX MPOQECIHHUX 1 AUTOBUX SKOCTEH IJIs
MO>KJIMBOTO PO3TJISAY K KaHIUATiB Ha poOoTy B Opranizariii.

3.5. Ilicna mnpuifHATTS pimleHHs 0Opo NpuiioM Ha poOoTy, BiAmoBizandbHa ocoba
oopmiisie TOKyMEHTH 3TiIHO 3 YMHHMM 3aKOHOJABCTBOM. [Ipm IbOMYy MOXIIMBE
BCTAHOBJICHHS BUIIPOOYBAIBHOTO TEPMIiHY.

4. Tlopsanok NpUHHATTA Ta 3BiIbHEHHS NPaliBHUKIB
4.1.  IlpuiiHATTS Ha POOOTY

4.1.1.  IlpauiBHUKH peani3oByIOTh TrapaHToBaHe iM KoHcTuTyli€ro YkpaiHU mpaBo Ha
Ipalio NUIIXOM YKJIaJaHHS TPYAOBOTO JOTOBOPY Mpo podoty y Opranizarii.

4.1.2. Ocoba, sika BUsBWJIA HaMmip BCTYNUTH B TPYyIOBiI BimHocuHM 3 Opranizaiiero,
3000B's13aHa MOAATH /10 PO3TIIIAY TaKi JOKYMEHTH:

- TPyIOBY KHWXKY, siKa Ma€e OyTH opopMIIeHa 3 TOTPUMAHHSIM BCTAHOBIICHOTO TIOPSAKY
(32 BUHATKOM BUIMAJIKIB, KOJIU 0c00a 0OpMIISIETECS HA pOOOTY BIIEpIIIE);

- TacmopT rpoMajsHuHA YKpaiHu ado JOKYyMEHT, 110 Horo 3aMiHIOE;

- ocobwu, K1 BIiepIe MyKaroTh poOOTY 1 HE MatOTh TPYA0BOi KHWYKKH, IIOBHHHI TP SIBUTH
MacIopT, TUIIOM a00 1HIIMK TOKYMEHT PO OCBITY 4H MPO(dECiifHy MiATOTOBKY.

[puiinarTss Ha poOOTy Oe3 mpen'sBIeHHS 3a3HAUYEHUX JIOKYMEHTIB HE JOMyCKaeThCs. 3a
Ipono3uLielo BukoHaBuoro AMpexTop, 0coda, sika BIAMITOBYETHCS Ha POOOTY, MOXKE HAaTH
JOBIJIKM, XapaKTEPUCTUKH, BIATYKH, PEKOMEHIAIl 4u OyAb-sKi IHIII JOKYMEHTH, IO
HiATBEPKYIOTh BIAMOBIAHUN piBeHb KBaJi(iKalii 3ragaHoi ocoou.

4.1.3.  Ilpu npuifHATTI Ha poOOTYy 3a00POHAETHCS BUMAraTh TOKYMEHTH, TIOAAHHS SIKUX HE

nependadueHe 3aKOHOJABCTBOM, 332 BHHITKOM BHUIMAJKIB, KOJM oco0a BUSBHIA 3rojy Ha
MOJIaHHS TAKUX IOKYMEHTIB.



4.14. [Ipu mpuitHATTI Ha PoOOTYy 3 KOXHUM IMPAIIBHUKOM YKJIAIAEThCS TPYIOBUH
JIOTOBIp, OOOB'SI3KOBUM JIOJATKOM SIKOTO € PO3MHCKa MpalliBHUKAa PO YMOBH TpaIli, II0
nepenbauena 3akoHoMm Ykpainu "IIpo oxopony mpami". TpymoBuii JOTOBIp MOXKE MaTh
BUTJISIZT OKPEMOTO TTMCHMOBOTO JIOKYMEHTA 3a MM caMi 000X CTOPiH TaKOro JIOroBopy abo
K OOPMIIATHCS NIJISXOM BHJIAHHS Hakazy (PO3MOPSIKEHHS) MPO MPUHHATTA Ha pPoOOTY.
Haka3 (po3mopspkeHHs) Tpo IPUHHATTS Ha pOOOTY Mae OyTH OTOJIOMIEHUH MPAIliBHUKOBI 1
MICTUTH BIAMITKY (pO3MHUCKY TMpalliBHUKA) Tpo ¢akT o3HAaHOMIICHHS. Y Hakasl
(po3mopsipkeHH1) 000B'I3KOBO 3a3HAYAETHCS HaltMEHYBaHHS poOOTH (TTOCaaM) MpalliBHUKA,
sIKa BU3HAYAETHCS HA MiJACTaB1 MITaTHOTO po3kiiay OpraHizartii.

4.1.5. YV Bumazkax, konu 3a pimenHsaMm ['onosu [Ipasninus npamiBauka O0yno GpakTuaHO
JIOMYIIEHO JI0 POOOTH, MTOYaTKOM pOOOTH BBAXKAETHCS JCHb, KOJIM MPALIBHUK OYB (PaKTUIHO
JOMYIIEeHUN 10 poboTu. JJokymeHTaapHe 0OpMIIEHHS TPYAOBHUX BITHOCHH 13 TIPAI[IBHUKOM,
SK 1I¢ BU3HA4YeHO y NyHKTI 4.1.4. po3niny 4 mporo [lomokeHHs, € 00OB'SI3KOBUM 1 B THX
BUITAJIKaX, KOJIM TIPAIiBHUK OyB (paKTHIHO TOMyIIEHU 10 pOOOTH.

4.1.6. [Ipu npuitHATTI TpariBHUKAa Ha poOOTy abo mpu TMepeBeleHHI HWOro y
BCTAHOBJICHOMY MOPSAKY Ha iHITY poboTy OpraHizariisi 3000B's13aHa:

- O3HAHOMUTH MpaIliBHUKA 3 TOPYUYEHOIO pOOOTOI0, YMOBAMH ii BUKOHAHHS Ta PO3MIpPOM
OTUTATH TIpalli, PO3'sICHUTH HOTO TPYIOBi MpaBa Ta 00OB'I3KH;

- O3HalloMHUTH mpauiBHUKA i3 UM [loMOKEHHSIM Ta IHIIMMHU HOPMATHBHO-TIPABOBUMU
aKTamu, 1o IitoTh y Opranizarii;

- TPOIHCTPYKTYBaTH MpaIliBHUKA MI0JI0 TEXHIKW OE3MeKH, BUPOOHUUOI caHiTapii, TirieHi
mparii, BAMOT MPOTHUIIOKEKHOT OXOPOHU Ta 1HIIMX CIEHMIaAJIbHUX TMPaBU, SKI CTOCYIOThCS
BUPOOHHYOI OE3IMEKH.

4.1.7. YpoaoBxk BChOTO CTPOKY NepeOyBaHHs MpalliBHUKA B TPYJAOBHX BIJIHOCHHAX 3
Opranizarii€to, 3MIHCHIOETECS BEICHHS TPYJOBHX KHW)KOK, MOPSIOK SIKOTO BH3HAYA€THCS
YHHHUM B YKpaiHi 3aKOHO/IaBCTBOM.

4.2.  TlpunuHeHHS TPYJOBUX BiTHOCHUH

4.2.1.  IlpunuHEHHS TPYIOBHUX BIIHOCHH MOXE MaTH MICIIe TiIbKH 3 MiJCTaB 1 B MOPSAAKY,
SIKI Tiepen0adeHi YMHHUM 3aKOHOJABCTBOM YKpaiHUW Ta YMOBaMH TPYAOBOTO JIOTOBOPY 3
MPALiBHUKOM.

4.2.2. Tlicns mMOTOJDKEHHS CTPOKIB TPUNUHEHHS TPYIOBUX BigHOCHMH 3 [0510BOIO
[IpaBinHs, TpaIliBHUK Ma€ MPaBO NPUIUHUTH poOoTy, a Opranizaiis 3000B's13aHa BUIaTH
NpaliBHUKY TPYAOBY KHIKKY Ta TIPOBECTH 3 HUM PO3PaxXyHOK.

4.2.3.  IlpunuHEHHS TPYIOBOIO JOTOBOPY OPOPMIISETHCSA HAKa30M (PO3MOPSIKEHHIM).

4.2.4. 'V nenp 3BUTbHeHHs Opranizaiis 3000B's13aHa BUJATH MPAIIBHUKY HOTO TPYIOBY
KHIDKKY 13 BHECEHHMM JI0 Hei 3aIMCOM MpO 3BUIBHEHHS 1 MPOBECTH 3 HUM OCTaTOYHHUU
pO3paxyHOK. 3amucH MpO IiJACTaBH 3BIIBHEHHS B TPYIOBIA KHIKII TOBHHHI TOYHO
BIJIMOBIIaTH BIAMOBITHUM (OPMYITIOBAHHSIM UYHWHHOTO 3aKOHOJABCTBA 13 MOCWJIAHHSIM Ha
BIJIMOBIJIHY CTaTTIO, MyHKT 3aKOHY. JIHEM 3BUIBHEHHS BBAKAETHCS OCTAHHIN JIEHbh POOOTH.

5.  OcHoOBHi 000B'A3KM NPAaNiBHUKIB
5.1.  IlpauiBHuku 3000B's13aHi:
5.1.1.  Jl6aiinMBO 1 CyMJIIHHO BHKOHYBAaTH TIOKJAJ€HI Ha HHUX TPYJOBI OOOB'S3KH,

HEYXWIBHO JOTPUMYBATUCS TPABUI TPYAOBOI AMCIMILUIIHU, BYACHO 1 TOYHO BUKOHYBATH
PO3TOPSIKCHHS, BUKOPUCTOBYBATH BeCh po0OOuYMii dac JjIsl TPOMYKTHBHOI TIpari,
YTPUMYBATHCS BiJl AiH, 110 TIEPEIIKOKAIOTH 1HIIIAM TpalliBHUKaM BUKOHYBATH iXHI TPY/I0Bi



00O0B'SI3KH.

5.1.2.  TligBumryBaTH TPOAYKTHUBHICTH Ipalli, BYACHO 1 PETEIIBHO BUKOHYBATH (PYHKIIIT,
BU3HAYCHI TOCAIOBUMH THCTPYKIIISIMHU.

5.1.3.  JloTpuMyBaTUCsl BUMOT 3 OXOPOHHU Ipalli, TeXHIKK Oe3neku, BApOOHHUO] caHiTapii,
TITIEHW TpaIli Ta MPOTHIOKEKHOT Oe3MeKH, sIKi repeadadeHi BiAMOBIIHUMH TPaBUIaMH Ta
IHCTPYKIIISIMH.

5.1.4 loTpuMyBaTrCh BUMOT BHYTPIIIHIX MTOJIOKEHbB, NpoLeayp 1 nomituk Opranizarii

5.1.5. BxuBaTtu 3axofiB, CHpPSMOBAaHMX Ha YCYHCHHS TMPUYMH Ta YMOB, IO
MEPENIKO/DKAI0Th HOpPMaIbHIA poOoti Opranizanii, HeraitHo iHGoOpMyBaTH TpoO Taki
00CTaBUHU aJMiHICTpaIlio.

5.1.6.  IligTpuMyBaTH YUCTOTY Ta MOPSAIOK HAa CBOEMY POOOUOMY MICIIi, yTPUMYBATUCH BiJ
najniHHA B OyziBimi, B sKi po3ramoBaHo odic Opranizamii Ta Ha poOOYMX MICIX,
JOTPUMYBATUCS BCTAaHOBJICHOTO IMOPSJIKY MOBOJDKCHHS 3 MaTepiaJbHUMHU I[IHHOCTSIMHM 1
JOKYMEHTaMH.

5.1.7. EdekTuBHO BHKOPHUCTOBYBAaTH OOYHCIIIOBAJIbHY Ta IHITY OPITEXHIKY, A0AMIUBO
CTaBUTUCS JIO MaifHa, CKOHOMHO Ta palliOHaJbHO BHUKOPHUCTOBYBaTH MaTepialy,
€JICKTPOCHEPTiI0 Ta 1HII MaTepiaabHI PECYpCH.

5.1.8. 3 moBaroio CTaBUTHUCA JO IHIIMX CHIBPOOITHUKIB, OYTH YBaXXHHM 1 TAKTOBHHM 3
rpoMajgsHaMM, SKi 3BepTaroTbes 1o Opranizailii, CHOpUATH CTBOPEHHIO HOPMAalbHOTO
MICUXOJIOTTYHOT'O MIKPOKJIIMATY B TPY/IOBOMY KOJICKTHBI.

5.2.  Tnwmi npodeciiiHi 000B'I3KM MPaLliBHUKIB BU3HAYAIOTHCS MOCATOBUMH 1HCTPYKIIISIMU
Ta IHITUMH HOPMATUBHO-TIPAaBOBUMH akTamMu Oprasizarii.

6. Ilopsimok omjiaTu mpani NpaniBHUKIB

6.1. Omnarta mpari 3MIMCHIOETHCS Y BUTIISAMI HApaxyBaHHS W BUILJIATH IpalliBHUKaM
3apo0ITHOT MJIATH Ta 1HIIMX JOJATKOBUX BHUILIAT, MEepeA0AUYCHUX YHHHUM 3aKOHOJIaBCTBOM
VYkpaiau 1 num [lomoxxeHHSIM.

6.2. Po3wmip 3apo0biTHOI maTu npamiBHuka OpraHizarii 3aJeKuTh BiJl CKJIQJHOCTI Ta
YMOB BUKOHYBaHOi po0OOTH, Mpo¢ecCiiiHO-NIJT0BUX SAKOCTEH MpaliBHUKA, pe3yJbTaTiB HOTo
mpaili Ta pe3ynbTariB AisuibHOCTI Opranizaiii 3a 3BiTHUN niepiof (Micsip) (4.2 ¢1.94 K3nll
VYkpaian).

6.3. 3apo0iTHa I1aTa BCTAHOBJIIOETHCS 3 TAKOTO PO3PaxyHKY, 110 BOHA HE MOXKE OyTH
HIDKYE 32 BCTAHOBJICHUH JepkKaBoto MiHIMabHUN po3Mmip (4.1 ¢1.95 K3nll Vkpainu) npu
BUKOHAHI TPaIliBHUKOM MICSYHIH, TOTOAMHHIN HOpMI TIparli (BUKOHAHOMY 00cCs131 po0iT).
6.4. B pa3i migBuiieHHsS 3aKOHOJABYO BCTAHOBJICHOTO PO3MIPY MiHIMaJIbHOI
3apobitHOi Tuiatu Opraxizailiss TOBHHHA BIJHOBHTH MiKKBamidikamiiiHi (MIKIOCamIoBi)
CITIBBITHOIIICHHSI pO3MipiB Tapu(PHUX CTABOK (ITOCATOBUX OKJIAIIB).

6.5. 3apobiTHa maTta mpariBHUKIB OpraHizalii CKJIaIaeThes 3 MOCaA0BOr0 OKJIAIy Ta
IHIITMX 320X0YyBaJbHUX Ta KOMIICHCAILIMHUX BUILIAT, a caMe:

6.5.1. [TocamoBuii OKJIal BCTAHOBIIOETHCS TpariBHUKamM OpraHizaliii BiAMOBIHO 10
3aTBEPKEHOTO IITATHOTO PO3KJIAIY, IO JI€ Y 3BITHOMY MEPiofli, SKUH PO3pOOJISIETHCS HA
MIiJICTaBl CXEMH PO3PaXyHKOBHUX KOE(]II[I€HTIB OKIAIIB;

6.5.2. [Honi 3aoxouyBanbHI Ta KOMIIGHCALiWHI BHUIUIATH y (OpMiI BHUHAropon 3a
BUKOHAHHS pa30BUX pPOOIT MEpLIOPSAHOT BaXIMBOCTI mHpauiBHuKam Opranizaiii, Mo
NpUMalOTh aKTHUBHY y4acThb Y po3poOIli Ta peani3amii MpoeKTiB, BUKOHAHHI TEPMIHOBUX



po0iT, y ¢hopmi MaTepiaabHO1 JOMTOMOTH W THIITMX KOMIICHCAI[IHHUX BUIUIAT MPU3HAYAIOTHCS
BIJIIIOBITHO 0 YMHHOI'O 3aKOHOIABCTBA.

6.6. [IpauniBHUKK oOpranizamii, M0 MNPAIIOIOTh 3a CYMICHHITBOM, OJEPXKYIOTh
3apo0iTHY MmaTy 3a GaKTUYHO BUKOHAaHY poboTy (4.l c1.102-1 K3nll Ykpainn).

6.7. [TpamniBankam Opranizaiiii, siki BAKOHYIOTh TTOPSI 31 CBOEID OCHOBHOIO POOOTOO
JIOIaTKOBY poOOTY 3a 1HII0I0 Tpodeciero (1ocanor0) i 000B'I3KM THMUYACOBO BiJICYTHHOTO
mpalliBHUKa Oe3 3BUIBHEHHS BiJ CBO€i OCHOBHOI pOOOTH, MPOBAaIUTHCA JOIUIaTa 3a
cymimeHHss mnpodeciii (mocan) abo BUKOHAHHS OOOB'SI3KIB THMYAcOBO BiJCYTHBHOTO
nparniBauka (4.1 ct.105 K3nll Ykpainn).

6.8. 3apo0iTHa miara BUIUIaYyeThCs mpariBHUKamM Oprasizauii peryaspHo B pobodi
JIH1 y CTPOKHM, BCTAHOBJICHI 3aKOHO/JABCTBOM, ajieé HE piflle JBOX Pa3iB Ha MICsIb Yepes
MPOMIDKOK 4acy, IO HE TMEPEBHUINy€E IICTHAAUATh KajdeHaapHux mHiB (4.1 cr.115 K3mll
VYkpaian).

6.9. V pa3si, Koau JIeHb BUIUIATH 3apO0ITHOI TIaTH 301Ta€ThCsl 3 BUXITHUM, CBITKOBUM
abo HepoOouMM AHEM, 3apo0iTHA IIaTa BHIUIaYyeThcs HamepenonHi (4.2 ct.115 K3mll
VYkpaian).

6.10. 3apobiTHa TmaTa mpariBHUKaM Mepexi 3a Bech 4ac MIOPIYHOI BiJITyCTKH
BUIUTAYY€ThCS HE TI3HINIE HDK 3a TpU AHI A0 modvartky BiamycTku (4.3 cr.115 K3mll
VYkpaian).

6.11. [TincraBoro /Ui HapaxyBaHHs 3apOOITHOI TJIATH MpAIliBHUKAM 3a IiJICYyMKaMU
po0OTH 3a MiCHIIb €:

6.11.1. [taTtHuii po3kian Opraxizarii,

6.11.2. Tabenpb 001Ky po60UYOTO Hacy;

6.11.3. AKT BUKOHAaHUX POOIT 32 TPYIOBOIO YTOJIOI0;

6.11.4. Haka3 npo HapaxyBaHHS IHITUX 320X0YyBIBHUX T4 KOMIICHCAI[IHHUX BUILIAT;
6.11.5. Hapsin Ha BUKOHAHHS BIAPSITHUX POOIT.

6.12. BiamosimansHICTH

6.12.1. KepiBHi opranu Opranizaiiii HecyTh BiJIITOBITaIBHICTD 3a:

6.12.1.1. 3a0e3neueHHs] HapaxyBaHHS Ta BUIUIATH 3apoO0iTHOI IUIaTH BIAMOBIAHO [0

YUHHOTI'O 3aKOHOJABCTBAa Y KpaiHu Ta uboro IlonoxeHHs;

6.12.1.2. CBOEYACHE 3aTBEPJKEHHS Ta IMIAMUCAHHS TOKYMEHTIB, IO € MiJCTaBOIO IS
HapaxyBaHHs 3apo0ITHOI IJIaTH (IITaTHUN PO3KJIIAJ, aKTH, HAKa3M).

6.12.2. Byxrantep Oprani3auii Hece BiNOBIJAIbHICT 3a:

6.12.2.1. 3a0e3MeueHHs] CBOEYAaCHOTO Ta MPaBUIBHOTO HAapaxyBaHHS 1 BHUILUIATH 3apOOiTHOT
TUIATH;

6.12.2.2. 3a0e3neueHHs] CBOEYACHOTO HAaJaHHS MpaliBHUKY iHGopMmamii momo #oro

3apo0iTHOT MIATH.

7. OcHoBHI 000B'sI3KH Oprauizauii
7.1. Opranizartiis 3000B's13aHa:
7.1.1. [IpaBuibHO OpraHizyBaTH Mpalo MPaliBHUKIB, 3aKPIMATH 32 KOXKHUM poOoUe

Miciie, 3a0e3ne4YnTH 30pOBI Ta O€3MeYHI YMOBH MpaIli.

7.1.2. 3abe3neynTH MPAIiBHUKIB OOYMCITIOBAIHHOIO Ta 1HIIOK OPTTEXHIKOIO, & TAKOXK



IHIIUMUA MaTepialaMu Ta OOJaJHAHHSAM, IO € HEOOXiJHUMHU I BUKOHAHHS TPYIOBOI
byHKII.

7.1.3. CtBOpUTH yMOBH JJIsl 3alliKaBJIEHOCTI TMPAIBHUKIB Yy pe3yibTaTax IXHBOI
0co0OHMCTOI Tpalli, BUMJIauyBaTH 3apOOiTHY IJIATHIO CBOEYACHO 1 Y BCTAHOBJICHOMY TOPSIIIKY .

7.1.4. BuacHo 1oBOAWTH 10 CTPYKTYPHHUX MIAPO3/I1IIiB TUTAHOBI 3aBaHHs, 3a0e31euyBaTH
MOJJIMBICTh iX BHUKOHAaHHS 3 HAWMEHIIMMH BHTpaTaMd TPYIOBHX, MarepiaibHHUX Ta
(GiHAaHCOBHX pECypCiB, HaJaBaTH MOXJHUBICTh IS OUIBII TIOBHOTO BHUSBJIICHHS 1
palioHaJbHOTO  BUKOPHCTaHHS  BHYTPINIHIX  pe3epBiB, 3a0e3ME4YeHHS  HAyKOBOTO
0OIPYHTOBAaHOTO HOPMYBAHHS BUTpAT.

7.1.5. 3abe3neuyBaTy CyBOpe JOTPUMAHHS TPYAOBOI | BAKOHABYOI JUCIUIUTIHU; TOCTIHHO
NPOBOJUTH OpraHi3aliiiHy Ta BUXOBHY pPOOOTY, CIpSAMOBaHYy Ha 3MIIHEHHS TPYIOBOI Ta
BUKOHABUYOi JAMCLUMIUIIHM, YHUKHEHHS BTpaT poOodYoro 4acy, parioHajdbHEe BHUKOPHCTAHHS
TPYIOBUX pecypciB, (GopMyBaHHS CTaOIIBHOTO TPYOBOTO KOJIEKTHBY; 3aCTOCOBYBATH 3aX0IH
BIUTUBY J0 MOPYUIHUKIB TPYJOBOI AUCIUILIIHH.

7.1.6. HeyxunpHo 10TpUMyBaTHCS 3aKOHOAABCTBA PO MPALIIO Ta MPABHJI OXOPOHH TIpalli;
HOJINIIYBaTH YMOBH Ipalli, 3a0e3reyyBaTi HaJje)KHE TEXHIYHE OCHAIIECHHS BCiX POOOYMX
MiCIlb, CTBOPIOBATH Ha HUX YMOBHU POOOTH, IO BiJIMOBIJAIOTh MpaBUIaM 3 OXOPOHH Tparl
(mpaBuIaM 3 TEXHIKH O€3MEKH, CAaHITApHUM HOpMaM 1 IpaBUjIaM Ta iH.).

7.1.7. BoxuBaTi HEOOXiIHMX 3ax0/iB 3 MPOQUIAKTUKM BHPOOHHYOTO TpPaBMATHU3MY,
npodeciiHuX Ta HIIUX 3aXBOPIOBAHb MPAIlIBHUKIB.

7.1.8. [ocTiiiHO KOHTpOMIOBATH piBE€Hb 3HAHB 1 CTAH AOTPUMAHHS NpAIliBHUKAMH YCIX
BUMOT 1HCTPYKIIA 3 TEXHIKM Oe3neku, BUPOOHMWYOI caHiTapii Ta TirieHn mpary,
IPOTHITOKEKHOT Oe3IeKu.

7.1.9. 3abe3nedyBaTy CUCTEMATUYHE ITiIBUIICHHS KBaTi(iKallii mpaIiBHUKIB Ta PiBHS iX
€KOHOMIYHUX 1 IPaBOBUX 3HAHb.

7.1.10. CrnpusTd CTBOPEHHIO B TPYJAOBOMY KOJIEKTHBI JiJ10BOi, TBOpYOi 0OCTaHOBKH,
YCUISKO TIATPUMYBATH 1 pO3BUBATH IHIMIATHBY W aKTHBHICTH TMPAIliBHHUKIB, BYACHO
pO3IIISIAATH KPUTHYHI 3ayBaKCHHS MIPAI[IBHUKIB Ta TIOBIJOMIIATH M PO BKHUTI 3aXO/IH.

8. Po0o4nii yac Ta i10ro BUKOPHUCTAHHSA

8.1. VY Opranizanii BCTaHOBIIOIOTHCS HACTYIHI Yac MOYATKy 1 3aKiHYEHHS pPOOOTH,
nepepBH IS BIAMIOYMHKY Ta XapuyBaHHs: - [louaTok po6otu: 10:00 - ITepepsa: 14:00 - 14:45
- 3akinueHHs po6oru: 19.00, B m’stHumro - 17:45 - IlepencBsaTkoBuii poOOUYMil JEHB
CKOpouyeThcs Ha 1 (0AHY) ronuHy.

8.2. YepropicTe HaJaHHS IMIOPIYHMX BIAMYCTOK BCTAHOBIIOETHCSA 3a Y3TO/DKCHHSIM 3
npaniBaukamMu Oprasizaiii, 3 ypaxyBaHHSAM HEOOXiTHOCTI 3a0€3MeUeHHSI HOPMAIBHOTO X0y
poOOTH 1 COPUATIMBUX YMOB JJIsl BIIIOYMHKY MpaIiBHUKIB. ['padik BiIIyCTOK CKIaJa€eThCs
Ha KOXXHUN KaJIeHAAPHHUNA PIK HE Mi3HIlIEe 5 CIYHS MOTOYHOTO POKY i JOBOJUTHCS 10 Bijoma
BCIX MpAaIliBHUKIB.

9. 3a0x04eHHs 3a ycnixu B po0oTi

9.1. 3a 3pa3koBe BUKOHAHHS TPYIOBHX OOOB'S3KIB, MIJBUIIECHHS MPOIyKTUBHOCTI Tpari,
TIOJTITIIIICHHSI SIKOCT1 HAJaHHS TIOCTYT, TpUBAITy 1 6€370raHHy poOOTy, HOBaTOPCTBO B Mparli i
3a 1HII JOCSATHEHHS B POOOTI 10 IPAIliBHUKIB 3aCTOCOBYIOTHCS TaKi 3a0XOUCHHS:

- Or'OJIOICHHA ITOAAKH,



- BHJIa4a TMPEMIi;

[Ipu 3acTocyBaHHI 3axO/iB 3a0XOUCHHS 3a0€3MEUy€eThCS TIMOETHAHHS MOPAJIBHOTO Ta
MaTepiaTbHOTO CTUMYJIIOBAHHS TIpaIll.

10. BianoBigaapHicTh 32 MOPYyHIEHHSI TPYA0BOI AUCIMILIIHH

10.1. [TopymienHs TpyA0BOi IUCIMUILTIHHA, TOOTO HEBUKOHAHHS a00 HEHAJIC)KHE BUKOHAHHS
3 BUHH TIpaIliBHUKA MMOKJIAJIEHUX Ha HHOTO TPYAOBHX 0OOB'SI3KIB, TATHE 3aCTOCYBAHHS 3aX0/IiB

JTUCIUIIIIHAPHOTO a00 TPOMAICHKOTO BIUIMBY, a TaKOXX 3aCTOCYBAHHS IHIIUX 3aXOJiB,
nepe0aueHuX YUHHUM 3aKOHOIaBCTBOM.

10.2. 3a mopymieHHs TpyAoOBOi aucuuruIiHk OpraHizaiiss 3acTOCOBYE HACTYITHI
JTUCLUIUTIHAPHI CTATHEHHS:

- JIoraHa;
- 3BIJIBHEHHS.

10.3. 3a mporyn (y TOMy 4YHCIi 3a BiACYTHICTH Ha po0OOTi moHan 3 (TpbOX) TOJUH
npoTSIroM pododoro aHsA) 6€3 MOBaXXHOT MPUYMHU 3aCTOCOBYETHCS TUCIMITIIIHAPHI CTATHEHHS,
nepeadauene B myHkKTi 10.2. po3ainy 10 nporo [omoxeHHs.

10.4. JlucrunmiHapHi CTSTHEHHSI 3aCTOCOBYIOThCS TUpeKkTopoM ado ["onosoro [IpaBminas
Opranizamii.
10.5. Jlo 3acTOCYBaHHS CTATHEHHS BiJl MOPYIIHUKA TPYAOBOI TUCIHUILIIHA TOBUHHI OyTH

BUTpeOyBaHi MOSICHEHHS B MUCHhMOBIH (hopMi. BiiMoBa npaliiBHUKa 1aTH MOSICHEHHS HE MOXe
OyTH TEpemKoJOl0 [  3aCTOCYBaHHA  CTSATHEHHA. JMCIMIUIIHApHI  CTSATHEHHS
3aCTOCOBYIOTHCS O€3MocepeIHbO 3a BUSBICHHIM MIPOCTYIKY, aJIe HE Mi3HIIIe OHOTO MICSI 3
JIHSI MOTO BHSIBIICHHSI, HE BPAaXOBYIOUHM Yacy XBOPOOHM IpaiiBHHUKa abo mepeOyBaHHS HOTo y
Biamyctii. JucnuriinapHe CTATHEHHS He MOXKe OyTH HakJaJeHE MI3HIIIE MIEeCTH MICSIB 3
TTHS BYNHEHHS TPOCTYIIKY.

10.6. 3a KOKHE TIOPYIICHHS TPYAO0BOI AUCIUILUTIHM MOXe OyTH 3aCTOCOBAHE TiJTBKH OJIHE
JTUCLUTIIIHApHE CTATHEHHS. [Ipu 3acTOCyBaHHI CTATHEHHS MOBHHHI BPaXxOBYBATHUCS TSKKICTh
MPOCTYIIKY 1 3aIolisiHa HUM KO/, 0OCTaBUHH, 3a SKUX HOT0 BYMHEHO, pOoOOTa 1 MOBEIIHKA
MpaliBHUKA, 110 MEePeAYI0Th BUNHEHHIO OPYILIECHHS.

10.7.  Haxka3 mpo 3acToCyBaHHS JUCIUIUIIHAPHOTO CTATHEHHS 13 3a3HaYE€HHSM MOTHUBIB HOTO
3aCTOCYBaHHS OTOJIONIYETHCS MPAIIBHUKOBI, Ha SIKOTO HAKJIAAA€ThCS CTATHEHHS, i PO3MUCKY
B TpUACHHHIA CTpoK. Haka3z y HEOOXigHMX BHUMAJAKaX JOBOASTH JO BiJoMa MpPaIliBHUKIB
Opranizarmii.

10.8.  Sxmo mpoTsAroM PoKy 3 IHS 3aCTOCYBAHHS JUCIMILTIHAPHOTO CTATHEHHS MPAIiBHUK
He OyJe miggaHuii HOBOMY AMCIUIUIIHAPHOMY CTSATHEHHIO, TO BiH BBa)KAETHCS TaKUM, 110 HE
Mi1aBaBCsl TUCIUILTIHAPHOMY CTSTHEHHIO.
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1. Terms

1.1.  The Regulation on the personnel policy of the Non-government organization “The Leader”
(hereinafter - the Regulation and the Organization, respectively) was developed to meet the
requirements of the labor legislation in force in Ukraine with the aim of streamlining the labor
relations that arise between the Organization and the employees of the Organization, optimizing
activities and ensuring the proper level of internal labor discipline.

1.2.  The Regulation applies to all employees of the Organization who are in labor and
contractual relations with it.

1.3.  The policy is a regulatory act of a local nature, which, together with other local acts of the
Organization and labor agreements (contracts) concluded with its employees, regulates relations
related to the realization of labor rights and performance of labor duties of the Organization's
employees.

1.4.  The main legislative documents of the formation of this Regulation are: the Code of Labor
Laws of Ukraine; Tax Code of Ukraine; Law of Ukraine "On Labor Compensation" Law of
Ukraine "On Labor Protection"; Instruction on salary statistics.

2.  The main tasks of personnel policy.
2.3 Optimization and stabilization of the personnel of the Organization.

2.4  Application of an effective system of motivation of the organization's employees.

4.3. Maintaining the organizational order in the Organization, strengthening the diligence of
employees' responsibility for their duties, strengthening labor and production discipline.

4.4.  Development of the system of training and advanced training of managers and employees
of the Organization.

4.5.  Formation and strengthening of the corporate culture of the Organization's employees.

3.  Selection and hiring of personnel

3.1.  Personnel selection and completion of workplaces and positions of the Organization
are carried out by candidates of the required level of professional qualification and state of
health. Qualification requirements, including the amount of knowledge and skills for each
position, as well as requirements for the health status of candidates for certain positions, are
established by relevant documents.

3.2.  When there is a need for a new employee, the Organization announces a competition
to fill a vacant position.

3.3.  The competition is held in compliance with the following principles:

7)  ensuring equal access;



8)  legality;

9)  non-discrimination;

10) transparency;

11) integrity;

12) effective and fair selection process.

3.4.  The competition is held in the following stages:

7)  making a decision to announce a competition;

8)  publication of the announcement of the competition. The announcement of the
Competition is published on the official website of the organization , as well as on the official
pages in social networks.

9)  acceptance and consideration of information from persons wishing to participate in the
competition. Persons wishing to participate in the Contest should send their resume and
motivation letter to the Organization's email address.

10) conducting an interview and determining its results. The interview with the selected
participants of the Competition is conducted by the Director.

11) drawing up a general rating of candidates;

12) determination of the winner of the competition. The winner of the competition is
decided by the decision of the Director.

3.6. In order to find young specialists, the Organization cooperates with educational
institutions of various accreditation levels. For this purpose, students are accepted for
industrial practice, studying their professional and business qualities for possible
consideration as candidates for work in the Organization.

3.7.  After making a decision on employment, the responsible person draws up documents
in accordance with current legislation. At the same time, it is possible to establish a trial
period.

4.  The procedure for accepting and dismissing employees
4.1.  Recruitment

4.1.1. Employees exercise the right to work guaranteed to them by the Constitution of
Ukraine by concluding an employment contract on employment with the Organization.
4.1.2. A person who expressed the intention to enter into labor relations with the
Organization is obliged to submit the following documents for consideration:

- employment book, which must be issued in compliance with the established procedure
(except for cases when a person is registered for work for the first time);
- passport of a citizen of Ukraine or a document that replaces it;

- persons who are looking for a job for the first time and do not have an employment book
must present a passport, diploma or other document on education or professional training.

Employment without presentation of the specified documents is not allowed. At the proposal
of the Executive Director, a person applying for a job can provide references, characteristics,
reviews, recommendations or any other documents confirming the relevant level of
qualifications of the mentioned person.

4.1.3. When hiring, it is forbidden to request documents, the submission of which is not
provided for by law, except for cases where the person has expressed his consent to the



submission of such documents.

4.1.4.  Upon hiring, an employment contract is concluded with each employee, the
mandatory appendix of which is the employee's receipt on working conditions, which is
provided for by the Law of Ukraine "On Labor Protection". An employment contract can take
the form of a separate written document signed by both parties to such a contract, or it can be
drawn up by issuing an order (order) on hiring. The order (order) on employment must be
announced to the employee and contain a note (employee's receipt) about the fact of
familiarization. The name of the employee's job (position), which is determined on the basis
of the staff schedule of the Organization, must be specified in the order (order).

4.1.5. In cases where, by the decision of the Chairman of the Management Board, the
employee was actually admitted to work, the day when the employee was actually admitted
to work is considered the start of work. Documentation of labor relations with the employee,
as defined in clause 4.1.4. of Section 4 of this Regulation, is also mandatory in those cases
when the employee was actually admitted to work.

4.1.6. When hiring an employee or transferring him to another job in accordance with the
established procedure , the Organization is obliged to:

- to acquaint the employee with the assigned work, the conditions of its performance and
the amount of remuneration, explain his labor rights and responsibilities;

- to acquaint the employee with this Regulation and other normative legal acts in force in
the Organization;

- instruct the employee on safety techniques, industrial sanitation, occupational hygiene,
fire protection requirements and other special rules related to industrial safety.

4.1.7. During the entire period of the employee's employment with the Organization,
employment records are kept, the order of which is determined by the legislation in force in
Ukraine.

4.2.  Termination of employment

4.2.1.  Termination of labor relations can take place only on the grounds and in the order
provided by the current legislation of Ukraine and the terms of the employment contract with
the employee.

4.2.2.  After agreeing on the terms of termination of employment relations with the
Chairman of the Board, the employee has the right to terminate work, and the Organization
is obliged to issue the employee's employment book and settle with him.

4.2.3.  Termination of the employment contract is formalized by an order (order).

4.2.4.  On the day of dismissal, the Organization is obliged to issue to the employee his
work book with a record of dismissal entered in it and to conduct a final settlement with him.
Entries about the reasons for dismissal in the labor book must exactly correspond to the
relevant wording of the current legislation with reference to the relevant article, paragraph of
the law. The day of dismissal is considered the last day of work.

5.  Basic duties of employees
5.1.  Employees are obliged to:

5.1.1.  To carefully and conscientiously perform the labor duties assigned to them, to
strictly observe the rules of labor discipline, to carry out orders in a timely and accurate
manner, to use all working time for productive work, to refrain from actions that prevent other
employees from performing their labor duties.



5.1.2.  Increase labor productivity, timely and carefully perform the functions specified in
the job instructions.

5.1.3. To comply with the requirements for occupational health and safety, safety
technology, industrial sanitation, occupational hygiene and fire safety, which are provided for

by the relevant rules and instructions.

5.1.4 To comply with the requirements of the internal regulations, procedures and policies of the
Organization

5.1.9.  Take measures aimed at eliminating the causes and conditions that prevent the
normal operation of the Organization, immediately inform the administration about such
circumstances.

5.1.10. Maintain cleanliness and order at your workplace, refrain from smoking in the
building where the Organization's office is located and at workplaces, follow the established
procedure for handling material values and documents.

5.1.11.  Effectively use computer and other office equipment, treat property with care, use
materials, electricity and other material resources economically and rationally.

5.1.12. Treat other employees with respect, be attentive and tactful with citizens who
contact the Organization, contribute to the creation of a normal psychological microclimate
in the workforce.

5.2.  Other professional duties of employees are determined by job instructions and other
normative legal acts of the Organization.

6. The procedure for paying employees

6.1.  Payment of labor is carried out in the form of calculation and payment of wages and
other additional payments to employees, provided for by the current legislation of Ukraine
and these Regulations.

6.2. The salary of an employee of the Organization depends on the complexity and
conditions of the work performed, the professional and business qualities of the employee,
the results of his work and the results of the Organization's activities for the reporting period
(month) (Part 2 of Article 94 of the Labor Code of Ukraine).

6.3. The salary is set based on such a calculation that it cannot be lower than the
minimum amount established by the state (Part 1 of Article 95 of the Labor Code of Ukraine)
for the monthly, hourly rate of work performed by the employee (the volume of work
performed).

6.4. In the event of an increase in the legally established minimum wage, the
Organization must restore inter-qualification (inter-position) ratios of tariff rates (position
salaries).

6.5. The salary of the employees of the Organization consists of official salary and
other incentive and compensation payments, namely:

6.5.1. Salaries are set for the employees of the Organization in accordance with the
approved staffing schedule effective in the reporting period, which is developed on the basis
of the scheme of calculated salary coefficients;

6.5.2. Other incentive and compensatory payments in the form of rewards for the
performance of one-time works of primary importance to employees of the Organization
who take an active part in the development and implementation of projects, execution of
urgent works, in the form of material assistance and other compensatory payments are
assigned in accordance with current legislation.



6.6. Employees of the organization, who work part-time, receive wages for the work
actually performed (Part 1 of Article 102-1 of the Labor Code of Ukraine).

6.7. Employees of the Organization who, in addition to their main job, perform
additional work in another profession (position) or the duties of a temporarily absent
employee without being released from their main job, are paid an additional payment for
combining professions (positions) or performing the duties of a temporarily absent employee
(h .1 Article 105 of the Criminal Code of Ukraine).

6.8. Wages are paid to the employees of the Organization regularly on working days
within the terms established by the law, but not less than twice a month after a period of time
not exceeding sixteen calendar days (Part 1 of Article 115 of the Labor Code of Ukraine).

6.9. In the event that the day of payment of wages coincides with a weekend, holiday
or non-working day, wages are paid the day before (Part 2 of Article 115 of the Labor Code
of Ukraine).

6.10. Salary to employees of the Network for the entire period of annual leave is paid
no later than three days before the start of the leave (Part 3 of Article 115 of the Labor Code
of Ukraine).

6.11. The basis for calculating wages for employees based on the results of work for
the month is:

6.11.1. Staff schedule of the Organization;

6.11.2. Work time sheet;

6.11.3. Act of completed works under the employment agreement;

6.11.4. Order on accrual of other incentive and compensation payments;

6.11.5. Outfit for the performance of detachment work.

6.12. Responsibility

6.12.1. The governing bodies of the Organization are responsible for:

6.12.1.1. ensuring calculation and payment of wages in accordance with the current
legislation of Ukraine and this Regulation;

6.12.1.2. timely approval and signing of documents that are the basis for calculating wages
(staff schedule, acts, orders).

6.12.2. The Accountant of the Organization is responsible for:

6.12.2.1. ensuring timely and correct calculation and payment of wages;

6.12.2.2. ensuring timely provision of information to the employee regarding his salary.
7. The main responsibilities of the organization

7.1. The organization is obliged to:

7.1.1. Properly organize the work of employees, secure a workplace for each, ensure
healthy and safe working conditions.

7.1.2. To provide employees with computer and other office equipment, as well as other
materials and equipment necessary for the performance of the work function.

7.1.3. To create conditions for employees' interest in the results of their personal work, to
pay wages in a timely manner and in the prescribed manner.

7.1.4. Deliver planned tasks to structural units in a timely manner, ensure the possibility
of their implementation with the least expenditure of labor, material and financial resources,



provide an opportunity for more complete identification and rational use of internal reserves,
ensuring scientifically based cost rationing.

7.1.5. Ensure strict compliance with labor and executive discipline; constantly carry out
organizational and educational work aimed at strengthening labor and executive discipline,
avoiding loss of working time, rational use of labor resources, formation of a stable labor team;
apply measures of influence to violators of labor discipline.

7.1.6. Strictly comply with labor legislation and labor protection rules; improve working
conditions, ensure proper technical equipment of all workplaces, create working conditions in
them that comply with labor protection rules (safety rules, sanitary norms and rules, etc.).

7.1.7. Take the necessary measures to prevent industrial injuries, occupational and other
diseases of employees.

7.1.8. Constantly monitor the level of knowledge and the state of compliance by
employees with all the requirements of safety instructions, industrial sanitation and
occupational hygiene, and fire safety.

7.1.9. To ensure the systematic improvement of the qualifications of employees and the
level of their economic and legal knowledge.

7.1.10. To contribute to the creation of a business-like, creative atmosphere in the
workforce, to support and develop the initiative and activity of employees in every possible
way; consider the critical remarks of employees in a timely manner and inform them of the
measures taken.

8. Working hours and their use

8.1. The Organization sets the following starting and ending times of work, breaks for rest
and meals: - Start of work: 10:00 - Break: 14:00 - 14:45 - End of work: 19:00, on Friday -
17:45 - Pre-holiday working day the day is shortened by 1 (one) hour.

8.2. The sequence of granting annual vacations is established in agreement with the
employees of the Organization, taking into account the need to ensure the normal course of
work and favorable conditions for employees' rest. The vacation schedule is drawn up for each
calendar year no later than January 5 of the current year and is notified to all employees.

9. Encouragement for success at work

9.1. The following incentives are applied to employees for exemplary performance of
labor duties, increased labor productivity, improved service quality, long-term and faultless
work, innovation in work, and other achievements in work:

- announcement of thanks;
- issue of the award;

When applying incentive measures, a combination of moral and material stimulation of work
is ensured.

10. Liability for violation of labor discipline

10.1. Violation of labor discipline, i.e. non-fulfillment or improper fulfillment of labor
duties assigned to him due to the employee's fault, entails the application of measures of
disciplinary or public influence, as well as the application of other measures provided for by
current legislation.

10.2. For violation of labor discipline, the Organization applies the following disciplinary
sanctions:



- reprimand,
- release.

10.3. Absenteeism (including absence from work for more than 3 (three) hours during the
working day) without a valid reason shall be subject to disciplinary action provided for in
clause 10.2. section 10 of this Regulation.

10.4. Disciplinary sanctions are applied by the director or the Chairman of the Board of
the Organization.

10.5. Written explanations must be requested from the violator of labor discipline before
the penalty is imposed. Refusal of the employee to give an explanation cannot be an obstacle
to the application of penalty. Disciplinary sanctions are applied immediately upon discovery
of a misdemeanor, but no later than one month from the day of its discovery, without taking
into account the time of the employee's illness or vacation. Disciplinary penalty cannot be
imposed later than six months from the date of committing the misdemeanor.

10.6. Only one disciplinary sanction may be applied for each violation of labor discipline.
Severity must be taken into account when applying penalties misdemeanor and the damage
caused by it, the circumstances under which it was committed, the work and behavior of the
employee preceding the commission of the violation.

10.7.  An order on the application of a disciplinary penalty, indicating the reasons for its
application, is announced to the employee on whom the penalty is imposed, upon receipt within
three days. In necessary cases, the order is brought to the attention of the employees of the
Organization.

10.8.  Ifan employee is not subject to a new disciplinary sanction within a year from the date
of application of a disciplinary sanction, he is considered not to have been subject to a
disciplinary sanction.



