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C npasunara ce ypexagar yHKUMMTE, 3a4aunte U opraHmsaumaTa Ha paboTta no
OTHOLLUEHME Ha ynpasreHneTo Ha YosellkuTe pecypcu B OY ,Bacun JleBckun” n peabT 3a
Cb3fiaBaHe 1 [BWKEHUE Ha [OKYMEHTUTE B YYUITULLETO.

3aBexaalmMsaT aAMUHUCTPATUBHO-TeXHMYecKa cnyxba (3AC) opraHusupa pabortara

Ch B CbOTBETCTBME CbC 3aKOHOBUTE pa3nopep,6m M BCUYKMN OOMBIHUTENHO BBH3JTOXKEeHU
3ajaqu OT AUpPeKTopa npes TekyllaTta roguHa.

OcHOBHUTE HanNpaBneHus Ha AeWHOCT ca:

L Ha6upaHe Ha nepcoHast n HasHa4yaBaHe Ha cnyxurenure L]

1. Npouenypa 3a nogbop Ha nepcoHan Mpu nogasaHe Ha 3asBneHne$a HasHavaBaHe
Ha paboTa CbLIOTO, Cnef pasnopexaaHe Ha AMPEKTopa Ha YHUNULL2,O, ce 3aBexaa oT
3AC.
3asiBneHneTo 3a HasHayaBaHe crneasa fa CbAbpXa UHMOPMAaLMS OTHOCHO TpuTe
“UMeHa Ha KaHaugara, agpec 3a KopecrnoHAEHUMUs U ANTbXKHOCTTA, 32 KOATO KaHAMAATCTBA.
KbMm Hero ce npunarart:



— aBTobuorpadus; ;

— KCEepOoKomnue Ha nuyHara Kapra ; "

— JOKYMEHT 3a 3aBbpLUeHO o6pa3oBaHue — KCepoKonue, i

— TpygoBa (cnyxebHa) n/unu ocuryputenHa KHWKKa unu gpyr [OKYMEHT,
yAOCTOBEpSABaLL TPYAOB, CIyXebeH UM oCUryputeneH CTax — KCepOoKonue;

— CBUOETENCTBO 33 CbAUMOCT;

— MeAMLIMHCKO CBUAETENCTBO 3a MocTbnBaHe Ha paboTa npu NpekbCcBaHe Ha
paboTa 3a nose4ye oT 3 Mmeceua.

3AC n3BbpLIBa NpoBepka Ha NOCTLMUNOTO 3asiBrieHre 3a paboTa rno OTHOLWEHue
Ha CbOTBETCTBMETO MYy C WU3UCKBAHUATA 3a CbOTBETHATa AMBXHOCT U HanNU4neTo Ha
HeobXxoauMUTE AOKYMEHTH.

3AC, cnep 3aBexaaHeTo Ha 3asBrneHueTo 3a paboTa, ro npeaapa Ha gupekropa Ha

YUMNULLETO 3a NpeLieHka 1 pasnopexgiaHe 3a 3anoysaHe Ha npoueaypa no nogbop Ha
nepcoHana. -

Cnep npukniouBaHe Ha mpoueaypata no nog6op avpekTopt’ Ha yuMnuLETo
nocTassi PesoniouMs BbpXy 3asBneHueTo Ha opobpeHus kanaugatr, £.aTo onpeaens
OCHOBHOTO MeCEe4YHO Bb3HarpaxzaeHue, fartata Ha HasHavyaBaHe U Np: ObIDKUTEenHocTTa
Ha nanuTaTenHusi CPOoK, KakTo U BMAA Ha JOroBopa — cpodeH unu 6escy oyeH.

lMocoueHaTa no-rope npoueaypa ce npunara n npu CKNioYvBaHe Ha TpyA0BKM JOTOBOPK NMPK
cnaspaHe Ha HOPpMaTUBHUTE OJOKYMEHTHU.

1.1. HasHauaBaHe Ha CITY>KUTENN Mo 3aMecTBaHe Mnpu oTChCTBME Ha CNYXXUTenN 3a nepuon
Ao 1 meceu CbLWMAT ce 3aMecTBa OT Opyr cnyxuten oT yYunumueTo CbC CKI4YBaHE Ha
AOMbIHUTENHO cnopasyMmeHue win un3gasaHe Ha 3anose/ 3a 3aMecTBaHe C noco4BaHe

Ha onpeneneHunTe Yyacose 3a 3amMecTBaHe WU uannailaHe Ha JTIEKTOPCKO
Bb3HarpaxgeHue.

[Mpn oTcbCcTBUE HA yuUTEN 3a NEepuos NoBede oT efuH Mecel| MOX € fa Cce CKMoyBa
porosop no yn. 111 KT. ‘
‘.

MNpu Hannyne Ha cBoboAHA LWaTHa Bpoiika CrykuTen oT yyunuiie™d Moxe aa 6bae
Ha3Ha4eH no TpyaoB AOroBop 3a gonbnHutened Tpy4 (vn. 110 KT).

Mpu NpOABLIMKUTENHO OTCHLCTBUE HA CIYXUTEN Ce CKIoYBa TPYAOB AOroBOp No
pepa Ha un. 68, an. 1, 1. 3 o1 KT ¢ BbHLUHO nuue.

2. HasHayaBaHe Cnep npuknoyBaHe Ha npoueaypata no noabop 3aBexaallvsT
aAMUHUCTPaTUBHO-TEXHUYECKA cryba u3roTesa TpyAOB AOroBOP Ha KaHaupara.

pr,ﬂOBMﬂT AO0roBop ce CKrw4Ba, Mo npeueHka Ha AupekTopa Ha YYWIULETOo, C
ma3nutarteneH CpokK B nonsa Ha pa60To,anenﬂ. prqsa ce cpelly r.oanmc Ha nuueTo,

3aefHo C ONBbXHOCTHaTa XapakTepucTuka 3a OJTbXXHOCTTa U CbC cnpak <@ 3a npueTo ot

HATI1 yBegomneHnue no un. 62, an. 4 ot KT. .

Cnep kato goroBopbT 6bae noanucaH ot ctpaHute, 3AC cbeTassa MMYHO TPYAOBO
[lOCYe Ha CRyXUTens.



Il. HopMaTUBHO OGCNyXBaHe B OGNAacTTa Ha TPyAOBUTE NPAaBOOTHOWEHUA; aKToBe,
CBbpP3aHN C BBL3HUKBAHETO, WU3MEHEHMeTO W MpeKpaTABaHeTO Ha TpyAoBuTe
NPaBOOTHOWEHUsI; OOpMsiHe, BOAEGHE M CHLXPaHsiBaHe Ha I 'HUTe TPYAOBU

pgocueTa Ha crnyXurtenure B y4Yunuigeto

1.

1,

1.2.

1.3.

]

WaroTesiHe Ha TPYy[AOBMU [OroBOpU ¢ &

prp,oame LOroBOpu ce U3roTBAT OT 3aBeXdallns agMUHUCTPAaTUBHO-TEXHUYECKA
CJ'IY)KGa M ce ChlfacyBaT CbC CHETOBOAUTENSA U C AUPEKTOoPA.

[lonbnHATENHUTE CropasyMeHus 3a npeHasHavyaBaHe n 3a USMeHeHue Ha
OCHOBHATa pa6OTHa 3annara v JONbIHUTENHUTE Bb3HarpaXKaeHua ce U3roteaTt ot
3AC un ce cbrnacyBaT CbC CHETOBOAUTENA HA YYUITULLETO U AMpeKTopa.

MocoueHnte B 1. 1. 1. n 1.2. OKYMEHTW ce noAnuceaT OT AUPEKTEC da Ha
yuunuieto. Eksemnnsipu ot Tax ce pasnpeaenst ot 3AC, kakTg «eaBga:
€[MH Ce BPpbYBa Ha NULETO cpeLly noanuc; ¢ “

e[VH Ce Knacupa B NMMYHOTO TPYAOBO AOCUE HA CIYXUTEnNS;

e[IVH ce NpefoCcTaBst Ha CYeTOBOAMUTENS Ha YYUITULLETO;

€VH Ce Knacupa B apxuBa Ha y4YUImLieTo.

3aBexgall aaMUHUCTPaTUBHO-TEXHUYECKa cnyba He usnnailla OCHOBHa MecevHa
3annarta unu OOMbIHUTENHO Bb3HArpaXiaeHwe, ako nuueTo He e noanucano
TPYAOBUSA CU AOTOBOP WK AOMBIHUTENHOTO CU CriopasyMeHune.

2. lMpekpaTtsaBaHe Ha TPYAOBO NPABOOTHOLLEHME

21.

MpekpaTABaHETO Ha TPYAOBOTO NPAaBOOTHOLUEHUE Ce U3BbPLLE a cbC 3anoseq Ha
AMPEKTopa Ha YYUNULLETO, KOSITO Ce U3rOTBS OT 3aBexaalums*a ;MAHUCTpaTUBHO-
TexHu4yecka cnyxba, cbobpasHo nauckBaHusita Ha Kopekca Hb TOyna 3a BCeku
OTAENEH criyvan. “

2.2. B cnyyaute, KoraTo MnpeKkpaTsBaHETO Ha TPYAOBOTO MPaBOOTHOLIEHWE € To

WHULMaTUBA Ha CRyXWTerns, TO noJaBa MUCMEHO 3asBreHue [0 AMpekTopa Ha
yyunuwieTo. 3asiBNeHUeTo ce peructpupa BbB BXOAALMA [OHEBHUK W cnep
pesoniouus Ha agupektopa ce npegaBa Ha 3AC  3a  uM3NblHEHWE B
3aKOHOYCTaHOBEHUTE CPOKOBE.



2.3. YeTtaHoBABaHETO Ha AUcCUUniMHapHu HapyLueHusd, onpegenaHeTo, HanaraHeTo u
3anM4YaBaHeTo Ha AVCUMUNIMHAPHUTE HaKasaHWs Ha CRYXUTenu OT yYunuuieTo ce
u3BbpLUBa No peaa, onpeaenex B KT.

2.4. Tlpu npekpaTsiBaHe Ha TPYAOBOTO NPABOOTHOLLEHWE 3aBEXAALLUAT aAMUHUCT-
paTUBHO-TEXHUYECKa cnyx6a nafasa o6xof4eH NUCT Ha NULETO, KOWTO, cnep KaTo
6bae HaaNeXHO pasnucaH OT Hero, ce Knacupa B [OCMeTO Ha ocBoboAEeHMs
cnyxuTten.

4
3.JIMuHM TPYAOBU JOCKETa Ha CryXuTenuTe ]

&

3.1.  JlnyHute TpyaoBu OocueTa Ha CNYXUTENUTE Ce UITOTBAT HEeNCCPefCTBEeHO cnen
Has3Ha4YaBaHETO UM W Ce CbxpaHaBaT npu 3aBexjawuna eAMUHUCTPaTUBHO-

TexHuyecka cnyxba [0 MOMEHTa Ha npekpaTaBaHe Ha  TPYAOBOTO
NPaBOOTHOLLEHME.

B nu4yHOTO TPYAOBO AOCUE Ce ChXpaHABaT CneAHUTe JOKYMEHTH!

e 3afiBNeHue 3a HasHavaBaHe Ha paboTa;

e aBTobuorpadus;

e aunnoma 3a 3aBbplLueHO obpasoBaHue — KCepoKonue,

e KCEPOKONUE OT fnyHaTa KapTa;

e eK3emnnap oT TPYAOBUS [OTOBOP;

e [IOMbIHUTENHW CNOPa3yMeHUsi U ApYyrM OKYMEHTU, CBbP3aHu C n3vieHeHne
UnNu NpekpaTaBaHe Ha TPyA0BOTO NPAaBOOTHOLLEHME,

e 3anoBenu 3a OTNYyCK,

e 3arnoBeau 3a Harpagu Uin 3a QUCUUNIIMHAPHW HaKasaHus,

e MEAULMHCKO CBUAETENCTBO,

e KOMWA OT YAOCTOBEPEHUS 3a [OMbIHUTENHA CTENeH Ha KBanudpukaums;

e [ONbXHOCTHA XapakTepucTuka ¢ noAanuc Ha nuUeTo, HasHavyeHO Ha CboTBeTHaTa
ONTBXHOCT;

e KOMWEe OT yBeLOMIEHUETO no un. 62, an. 4 ot KT;

e TPYAOBA KHWKKA — KCEPOKONue,;

e CBUAETENCTBO 3a CbAUMOCT.

4. TpynoBW KHUXKKK *

¢

4.1.HasHaYeHWAT CRyXuTEn, npu nocTbNBaHe Ha paboTa, e AnbxeH Aa npepcTasu
TPy4oOBaTa CU KHUXKKA.

4.2. B cnyyaute, Korato NULETO NOCTBLMBA 3a NbpBU MbT Ha paboTa, 3aBexiaalunaT

AOMUHUCTPATUBHO-TEXHUYECKATa cny>|<6a n3gaBa TpyaoBa KHUXKa Hal-KkbCHO A0 5
AHW cnef HasHa4vYaBaHeTo.

4.3. 3aBexaalmaT afMUHUCTPATUBHO-TEXHUYecKaTa cryxba Bnucea B TpyAoBaTa KHUKKA
AaHHUTE Ha CNy>XUTens, NocodeHu B pasnopendburte Ha un. 349 ot KT.
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4.4. 3aBeXnalMAT aAMUHUCTPATUBHO-TEXHWYeckaTa cryxba Tound i CBOEBPEMEHHO
BMUCBA B TPYAOBATA KHUKKA MOCOYEHUTE B T. 4. 3. JAHHU 1 HACTBLRIWS ATE NPOMEHU B
TAX.

4.5. Tpynosata KHKKa Ce CbXpaHsiBa OT Cnyxxutens. Toi e AnbXeH Aa A NpeacTass npu
NOUCKBaHE, KaKTo 1 3a BNMUCBaHe Ha HOBW OOCTOATENCTBA B Hes.

46. Tlpu npekpaTaBaHe Ha  TPYAOBOTO  MPaBOOTHOLUEHWE  3aBexpawuaT
aAMUHUCTPATUBHO-TEXHUYECKaTa cnyxba BnucBa B TpydoBaTa KHUXKKA OaHHUTE,
CBbpP3aHu C NPeKkpaTsiBaHeTo, U s NpeaaBa He3abaBHO Ha CRyXUTENs.

5. 3asBneHuns u 3anoBeam 3a OTnycK

5.1. 3asBneHua 3a oTnyck ce nogasat npu 3AC B CpoK [0 7 [OHU Ty €M f[aTaTta Ha

nann3axHe B OTMyckK. ¥

5.2. Beuuku 3asBneHust 3a OTMycKk ce nogasart, cnep cbrnacyBaHe € gupekTtopa Ha
YYUITULLETO.

5.3. 3anosegute 3a OTIMYCK ce noAanuceaTt OT AMPEKTopa Ha y4YunuuleTo 1 ce nonyvyasar
OT IMUeTO cpeLlldy noanuc oT 3AC npenn nonsBaHeTo Ha 3aKOHOYCTaHOBEH OTIYCK.

6. BbonHwu4veH nuct
6.1. BornHu4eH NUCT ce npeacTass Npu 3asexaalms agMUHUCTPATUBHO-TEXHUYECKa
cnyx0ba He No-KbCHO OT 3 AiHK cnepj Aararta Ha usgaBaHeTo My.

lll. AKTyanu3aupaHe Ha ANBLXHOCTHOTO M NOUMEHHOTO WATHO Pa3nyy aHWe Ha
YUUITULLETO .

[INMbXXHOCTHOTO M MOMMEHHOTO LWATHO pasnucaHue ce aKTyanmsmpa'r >3
CYETOBOAMUTENS NPU MPOMSIHA Ha: YUCMEeHOCTTa Ha NepcoHana, ANbXHCOATUTE, cpefHaTa

6pyTHa paboTHa 3annarta Ha egHo nuue U cpegHata 6pyTHa paboTHa 3annara 3a
cTpaHara.

IV. CobctaBsiHe M aKTyanusuMpaHe Ha [OITbLXHOCTHUTE XapaKTepuUCTUKU Ha
cnyxurenurte B OY ,,Bacun lleBcku®.

1. BCUYKM ONBXHOCTHU XapaKTepucTukn, N3rotseHn B CbOTBETCTBUE C AJTBXHOCTHOTO

LATHO pasnucaHne 1 ¢ U3BBLHLLATHOTO OTBXKHOCTHO pasnucaHue, ce yTBbpxaasaT OT
LUPEKTOpa Ha YUUSULLETO.

L
2. OnbXHOCTHUTE XapaKTepucTukmn nognexat Ha aKTyanwawpaHe'npm npomMeHn B

[AEVHOCTTa M BbB (DYHKLUMUTE Ha YYMNULLETO W ce yTBbpXaaBaT of AUpeKTopa Ha
YUUIULLETO.

3. 3AC cbxpaHsiBa Cb3fafeHUTE B YHUITULLETO AJTHXXHOCTHU XapakTEPUCTUKN .



4. 3AC Bpbu4Ba Ha NULETO, HAa3Ha4YeHo B YYUIULLIETO, EK3eMNNAp OT yrebpaeHarta 3a
CbOTBETHaTa ONBbXHOCT ANTbXHOCTHA XapakTepucTnka 3a 3ano3Haeai = cpelly noanuc
npeau Uin Ham-KbCHO B [IEHS HA HA3HAYEHUETO MY UIK npu FlpOMﬂ.i‘f Ha
ANBXHOCTHATA XapakTepucTuka. ¢

. &

5. TMoanucaHUAT OT CRYXXUTESS EK3EMNIISP Ce CbXpaHaBa B IMYHOTO M./ TPYAOBO
pocwe.

1. MNMoBuwaBaHe KBanu@uUKaLuusTa u pasBUTUETO Ha NepcoHana

1. lNoBuwasaHeTo Ha KBaﬂMd)VlKaLMHTa Ceé oCblLUecTBABa Ha ClnieHUTe YeTupun paBHuLLla:

s CamMOYyCbBbPLUEHCTBaHE;

o YUYUIIULLHO;

e PErvoHasnHo; ;
e HauUWOHaIHO; X

'
2. KsanudukauyuoHHaTta 4ENHOCT Ha YYUNULLHO paBHULLIE UMa 3a uen:'
P

e YCbBbLPLUIEHCTBAHE HA NPOMECUOHANTHUTE YMEHUS;
e MPOMSAHA U pasBUTUE HA NPOCECUOHANHUTE HArnacu u LIEHHOCTHU.

3. ®opmute Ha pabota moraT ga 6baart:

cemMuHap;

npobnemHa rpyna;

MPaKTUKYM;

TPEHWUHT,;

nNeKkTopusi;

LKona;

Hay4HO-NpaKTU4ecka Unv MetToanyecka KoHepeHLms. ’

¢

. -
4. TeparornyeckuTe kagpw, npugodunm MNKC, nmat npaeo ga pbKoBOL .T 4EWHOCTN 32
noBuLLIABaHE Ha KBanuukaumusita Ha YYUNULLHO paBHULLE.

5. KeanudukaunoHHaTa eNHOCT ce peanuampa no Bb3MOXHOCT CbC CbAEACTBUETO HA
BUCLLMTE y4nnuLLa 1 crneumanmsmpaHnTe MHCTUTYTU 3a NoBuLLIaBaHe Ha
KBanMdukaumaTa Ha YYUMLLHO paBHULLE.

6. PuHaHCMpaHeTO ce OcUrypsiBa B pamMKuTe Ha GHo)KeTa Ha YUUIULLETO — OT COBCTBEHM
NPVUXOAW, JapeHusi u 4pyri.






