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1. General part 

 

1.1. This IAS Staff Handbook (hereinafter referred to as the Handbook) is a legal act regulating 

social and labour relations in the "International Arctic School" State Autonomous Non-Typical Educational 

Institution of the Republic of Sakha (Yakutia) (hereinafter referred to as IAS) and establishing mutual 

obligations between employees and the employer represented by their representatives. 

1.2. This Handbook is concluded in accordance with the provisions of the Labour Code of the 

Russian Federation (hereinafter - the Labour Code of the Russian Federation), “Education in the Russian 

Federation” Federal Law No. 273-ФС of December 29, 2012, the “Labour Protection” Law of the Republic 

of Sakha (Yakutia) of 19.02.2009 664-З No. 209-IV, the Republican (regional) Tripartite Agreement on 

Cooperation in the field of social and labour relations in the Republic of Sakha (Yakutia) in 2020-2022 and 

other regulatory legal acts of the Russian Federation, the Republic of Sakha (Yakutia). 

1.3. The Parties to the Handbook are: employees of the organization whose interests are represented 

by the elected body of the Trade Union organization represented by the representative – Chair of the Trade 

Union organization (hereinafter referred to as the Trade Union) and the director of the organization 

(hereinafter referred to as the Employer) acting on the basis of the Regulation. 

 

 

2. Subject of the Handbook 

 

2.1. The subject of this Handbook is the mutual obligations of the Parties on issues of working 

conditions, including the remuneration of labour, employment, conditions of release of employees, working 

hours and rest time, improvement of working conditions and labour protection, social guarantees and other 

issues determined by the Parties. 

 

3. Labour Relations 

 

3.1. Labour relations between the Employees and the Employer are regulated by the Labour 

Legislation of the Russian Federation and the Republic of Sakha (Yakutia), other normative legal acts 



containing the norms of Labour Law, this Handbook, Local Regulations of the Russian Federation and 

labour contracts. 

3.2. The Parties to this Agreement proceed from the fact that employment relations with the 

Employees upon their admission to work are formed by the conclusion of a written employment contract for 

an indefinite or definite period specified in the employment contract, in accordance with Article 58 of the 

Labour Code of the Russian Federation. 

3.3. The employment contract stipulates the mandatory conditions provided for in Article 57 of the 

Labour Code of the Russian Federation, including the mode and duration of working hours, benefits and 

compensation. 

3.4. The terms of the employment contract may be changed only by agreement of the Parties and in a 

written form (Article 72 of the Labour Code of the Russian Federation). 

3.5. The amount of training load for teaching staff is set by the Employer based on the number of 

hours according to the curriculum, programs, staffing, and other specific conditions in the organization. 

The amount of teaching load of teaching staff is determined annually at the beginning of the school 

year and is established by the local regulatory act of the organization. 

The amount of teaching load set for teaching staff at the beginning of the academic year cannot be 

reduced at the initiative of the Employer in the current academic year, as well as when setting it for the next 

academic year, except in cases of reducing the number of hours in the curriculum and programs, reducing 

the number of classes. 

Depending on the number of hours provided for in the curriculum, the training load of teaching staff 

may be different in the first and second academic term. 

The teaching load for teaching staff who are on parental leave until their children reach the age of 

three is established on a general basis and is transferred to other teaching staff for this period. 

The training load for weekends and non-working holidays is not planned. 

Reducing or increasing the teaching load of a teacher during the school year in comparison with the 

training load stipulated in the employment contract or the order of the head of the organization is possible 

only by mutual agreement of the Parties. 

3.6. When applying for a job, the Employer is obliged to familiarize Employees with the internal 

labour regulations of the IAS under the signature. 

3.7. The terms of employment contracts cannot worsen the situation of Employees in comparison 

with the norms established by the Labour Legislation of the Russian Federation and the Republic of Sakha 

(Yakutia). 

3.8. Employees, in accordance with the employment contracts, assume the obligation to personally 

perform the labour function defined by these contracts, to comply with the Rules of Internal Labour 

Regulations. 

3.9. The Employer is responsible for providing the Employees with work in accordance with the 

employment function stipulated in the employment contracts, to ensure working conditions provided for by 



the Labour Legislation of the Russian Federation and to pay Employees wages in full, to create conditions 

for professional growth. 

3.10. An employment contract between the Employees and the Employer may be terminated on the 

grounds provided for in Articles 77 and 336 of the Labour Code of the Russian Federation. 

3.11. All issues related to the reorganization of the IAS, as well as the reduction of the number of 

employees and staff, are considered with the participation of the Trade Union. 

 

4. Certification and Professional Development 

of Teachers and Other Employees 

 

4.1. Certification of teaching staff is carried out in accordance with the Procedure for Certification of 

teaching staff of organizations engaged in educational activities, approved by the Order of the Ministry of 

Education and Science of the Russian Federation No. 276 of April 7, 2014. 

4.2. Certification of teaching staff is carried out in order to: 

- confirm the compliance of teaching staff with their positions on the basis of an assessment of their 

professional activities; 

- determine qualification category (upon teaching staff’s wish) 

4.3. Certification of teaching staff in order to confirm the compliance of teaching staff with their 

positions is carried out once every five years on the basis of an assessment of their professional activities by 

certification commissions independently formed in the IAS (hereinafter referred to as the Certification 

Commission). Based on the results of the attestation for compliance with the position held, the attestation 

commission make a decision on the compliance or non-compliance of the position held. 

4.4. The teachers do not pass the certification of the conformity of their position if: 

a) teachers have qualified categories; 

b) they have worked in their current position in the IAS where the certification is conducted for less than 

two years; 

c) they are pregnant; 

d) they are on maternity leave; 

e) they are on parental leave until their children reach the age of three; 

f) absent from the workplace for more than four consecutive months due to illness. 

Certification of teaching staff provided for in subparagraphs “d” and “e” of this paragraph is possible 

not earlier than two years after their release from these vacations. 

Certification of teaching staff provided for in subparagraph “f’ of this paragraph is possible not 

earlier than one year after their entry into work. 

4.5. Certification of teaching staff in order to establish the qualification category is carried out at 

their request. 



4.6. According to the results of the certification, the teachers are assigned to the corresponding 

position, the first or highest qualification category. 

4.7. The qualification category is established for a period of 5 years. The validity period of the 

qualification category is not subject to extension, except in cases when the validity period of the 

qualification category has expired (expires): 

- during the period of stay on parental leave until the child reaches the age of three; 

- for a period of not more than one year before the date of retirement age; 

- during the period of working as a part of elected Trade Union body on an exempt basis or within six 

months after their termination; 

- during the examination by the Certification Commission of the teacher's application for certification 

and (or) during its execution. 

4.8. Certification of teaching staff is carried out on the basis of their applications submitted directly 

to the attestation commission, or sent by teaching staff to the attestation commission by mail with a 

notification of delivery or with a notification in the form of an electronic document using public information 

and telecommunications networks, including the Internet. 

4.9. The duration of certification for each teacher from the beginning of its implementation and until 

the decision of the Certification Commission must not be longer than 60 calendar days. 

4.10. The teacher has the right to appeal the results of the certification in order to establish the 

qualification category (first or highest) in accordance with the Legislation of the Russian Federation. 

4.11. The qualification categories established for teaching staff are retained until the end of their 

validity period when transferring to another organization, including one located in another subject of the 

Russian Federation. 

4.12. Certification of medical workers is carried out in accordance with the Order of the Ministry of 

Health of the Russian Federation No. 240н of 23.04.2013. 

4.13. The Employer is responsible for the following: 

4.13.1. In the case of sending an employee for advanced training, their place of work (position), the 

average salary at the main place of work remain unchanged. 

4.13.2. Provide guarantees and compensation to employees who combine work with successful 

training in institutions of higher, secondary and primary vocational education, when they receive an 

appropriate level of education for the first time in accordance with the procedure provided for in Articles 

173-176 of the Labour Code of the Russian Federation. 

4.14. The personnel reserve of the IAS is created in accordance with the nomenclature of positions. 

4.14.1. The formation of the personnel reserve is carried out taking into account current and future 

needs for filling the relevant positions. 

4.14.2. The number of employees included in the personnel reserve is not limited. An employee may 

be in the personnel reserve to fill several positions. 



4.14.3. The selection of employees planned for inclusion in the personnel reserve is made by the 

manager who has the right to appoint employees to the appropriate positions on the basis of studying and 

evaluating their personal and business qualities. 

4.14.4. The inclusion of an employee in the personnel reserve is carried out with his written consent. 

The decision to include an employee in the personnel reserve is made by the manager, whose replacement 

the employee is planned to be included in the personnel reserve for. 

 

5. Remuneration of Labour 

 

5.1. The system of remuneration of Employees, including the amount of grade salaries (official 

salaries), wage rates, compensatory and incentive payments, is established by the Regulations on 

Remuneration of the Employees of IAS, the Regulations on Bonuses for the Employees of IAS. 

5.2. Local acts of the IAS on remuneration of labor, bonuses of Employees are accepted taking into 

account the agreement with the IAS Trade Union. 

5.2. At the beginning of the new academic year, grade salary lists are drawn up and approved for 

teaching staff. 

5.3. The Employer provides employees with equal pay for work of equal value. 

5.4. Bonuses to Employees based on the results of work for a month, academic year, calendar year, 

one-time bonuses are carried out in accordance with the Regulations on Bonuses to the Employees of the 

IAS. 

5.5. Wages are paid to the Employees at least twice a month. The days of payment of wages are: the 

20th day of the current month and the 5th day of the following month. If the salary payment day coincides 

with a weekend or non-working holiday, the payment is made the day before. 

5.6. The Employer calculates the average salary (average earnings) of Employees in accordance with 

Article 139 of the Labour Code of the Russian Federation. 

5.7. Payment of holidays is made to Employees no later than three days before the start of the 

holidays (applications must be submitted two weeks before the start of the holidays/vacation). 

5.8. The Employer ensures timely payment of wages and other payments due to the Employees in 

accordance with Labour Legislation and other regulatory legal acts containing labour law norms. 

If the Employer violates the established deadline for payment of wages, vacation payments, dismissal 

payments and (or) other payments due to the Employee, the Employer pays them with interest (monetary 

compensation) in accordance with the procedure established by the Labour Code of the Russian Federation. 

5.9. In the case of sending an Employee to vocational training or receiving additional vocational 

education, the Employer retains their place of work (position), the average salary at the main place of work 

and, if the Employee is sent to improve his skills in another area, pays him travel expenses (per diem, travel 

to the place of training and back, accommodation) in the order and amounts provided for persons sent on 

official business trips in accordance with documents confirming the actual expenses incurred. 



5.10. The Employer pays for work on a weekend or non-working holiday in accordance with the 

procedure established by Article 153 of the Labour Code of the Russian Federation, including a shift work 

schedule. 

5.11. The Employer pays for overtime work in accordance with the procedure established by Article 

152 of the Labour Code of the Russian Federation. 

5.12. The Employer pays Employees at night (from 10pm to 6am) in an increased salary rate, not less 

than 30 percent of the hourly rate (part of the salary (official salary) calculated per hour of work) for each 

hour of work at night. 

5.13. The Trade Union takes responsibility to monitor the timely payment of wages and other 

amounts due to Employees. 

 

6. Possible Release and Employment Security Guarantees 

 

6.1. The Parties agreed to jointly promote the employment of the Employees. When making a 

decision to reduce the number or staff of Employees, the Employer acts in accordance with Article 82 of the 

Labour Code of the Russian Federation with mandatory notification of the relevant elected trade union body. 

6.2. The Employer determines the optimal number of jobs required, their effective use and, in order 

to retain personnel, takes measures to expand the list of services provided and non-core activities, as well as 

creating additional jobs. 

6.3. The Employer is responsible for the following: 

6.3.1. When carrying out measures to reduce the number or staff, the preferential right to remain at 

work must be taken into account, established by Article 179 of the Labour Code of the Russian Federation 

and other federal laws, in relation to certain categories of Employees. 

6.3.2. The number or staff of Employees must not be reduced during their temporary disability and 

during the vacation period. 

6.3.3. The following categories of Employees must not be dismissed on this basis as well: 

- pregnant women; 

- women with children under the age of three; 

- single mothers raising a child under the age of 14 (a disabled child under the age of 18); 

- other persons raising children under the age of 14 (a disabled child under the age of 18) without a mother. 

6.3.4. In addition to the persons specified in Article 179 of the Labour Code of the Russian 

Federation, persons of pre-retirement age (2 (two) years before retirement) who have worked in an 

institution for more than 10 (ten) years; employees with 3 (three) or more minor children; non-released 

chairperson of trade union organizations; young professionals with less than 1 (one) year of work experience 

also have a preferential right to remain at work when reducing the number or staff with equal labour 

productivity and qualifications. 



6.3.5. Provide vacant jobs mainly to persons who previously worked in the organization, taking into 

account their qualifications and work experience. 

6.3.6. When reducing the number of staff, do not allow the dismissal of two employees from the 

same family at the same time. 

6.4. When conducting certification, which may serve as a basis for the dismissal of Employees in 

accordance with paragraph 3 of Part 1 of Article 81 of the Labour Code of the Russian Federation, a 

representative of the Trade Union must be included in the Certification Commission. 

6.5. Notify the Union of reducing the number of workers or staff no later than 2 (two) months before 

the initiation of the process in a written form, and in cases that could result in mass layoffs, not later than 3 

(three) month in advance (article 82 of the Labour Code). 

6.6. The notice must contain a draft of orders on downsizing of the staff, list of the downsizing of 

positions and Employees, the list of vacancies. Dismissal of Trade Union members at the initiative of the 

Employer in connection with a reduction in the number of staff (Paragraph 2 of Article 81) should be made 

taking into account the opinion of the Trade Union (Article 82 of the Labour Code of the Russian 

Federation). 

6.7. Upon termination of an employment contract in connection with the liquidation of the IAS 

(Paragraph 1 of Part 1 of Article 81 of the Labour Code of the Russian Federation) or reduction of the 

number of Employees of the IAS (Paragraph 2 of Part 1 of Article 81 of the Labour Code of the Russian 

Federation), the dismissed employee is paid severance pay in the amount of 3 months of average earnings. 

In exceptional cases, according to the decision of the employment service body, the Employer is obliged to 

pay the Employee dismissed in connection with the liquidation of the IAS or the reduction of the number of 

Employees of the IAS, the average monthly earnings consistently for the fourth, fifth and sixth months from 

the date of dismissal, or part of it, in proportion to the period of employment according to the corresponding 

month, provided that within fourteen working days from the date of dismissal, the employee applied to this 

body and was not employed for three months, four and five months from the date of dismissal respectively. 

6.8. Severance pay in the amount of average monthly earnings is paid to the Employee upon 

termination of the employment agreement in connection with: 

- the refusal of an employee to transfer to another job he needed in accordance with the medical 

report, issued in the manner prescribed by Federal Laws and other normative legal acts of the Russian 

Federation, or if the Employer cannot provide relevant work (Paragraph 8 of Article 77 of this Code); 

- conscription of an Employee for military service or sending them to an alternative civil service 

replacing it (Paragraph 1 of Part 1 of Article 83 of this Code); 

- reinstatement of an Employee who previously performed this work (Paragraph 2 of Part 1 of Article 

83 of this Code); 

- refusal of the Employee to transfer to work in another locality together with the Employer 

(Paragraph 9 of Part 1 of Article 77 of this Code); 



- recognition of an Employee as completely incapable of working in accordance with a medical 

report issued in accordance with the procedure established by federal laws and other regulatory legal acts of 

the Russian Federation (Paragraph 5 of Part 1 of Article 83 of this Code); 

- refusal of the Employee to continue working in connection with changes in the terms of the 

employment contract determined by the Parties (Paragraph 7 of Part 1 of Article 77 of this Code). 

 

7. Working Time and Rest Time 

 

7.1. Working time - the time during which the Employee, in accordance with the Internal Labour 

Regulations of the Company and the terms of the employment contract, must perform labour duties, as well 

as other periods of time that, in accordance with laws and other regulatory legal acts, relate to working time. 

7.2. Rest time - the time during which the Employee is free from performing work duties and which 

they can use it at their own discretion. Types of rest time are: breaks during the working day (shift); daily 

(inter-shift) rest; weekends (weekly continuous rest); non-working holidays; holidays. 

7.3. The mode of work and rest of Employees is established by the Internal Labour Regulations of 

the Russian Federation on the basis of the current Labour Legislation of the Russian Federation and the 

Republic of Sakha (Yakutia). 

7.4. The duration of working hours is determined in accordance with the norms of the Labour Code 

of the Russian Federation. 

7.5. For teaching staff, a reduced working time of no more than 36 hours per week is established. 

Depending on the position and (or) specialty of teaching staff, taking into account the specifics of 

their work, the duration of working hours (the norms of hours of teaching work for the salary rate), the 

procedure for determining the training load stipulated in the employment contract, and the grounds for 

changing it, the cases of setting the upper limit of the training load of teaching staff are determined by the 

federal executive body authorized by the Government of the Russian Federation. 

7.6. The working hours of teaching staff, depending on the position held, include educational 

(teaching) and pedagogical work, including practical training of students, individual work with students, 

scientific, creative and research work, as well as other pedagogical work provided for by labour (official) 

duties and (or) an individual plan, - methodological, preparatory, organizational, diagnostic, monitoring 

work, work provided for in the plans of educational, physical culture and recreation, sports, creative and 

other activities conducted with students. 

Specific labour (official) duties of teaching staff are determined by employment contracts and job 

descriptions. 

The ratio of educational (teaching) and other pedagogical work within the working week or academic 

year is determined taking into account the number of hours in the curriculum, specialty and qualification of 

the Employee. 



7.6.1. Drawing up the schedule of training sessions is carried out taking into account the rational use 

of the teacher's working time. 

The working hours of teachers during the training sessions are determined by the schedule of classes 

and the performance of the entire range of duties that are assigned to the teacher in accordance with the rules 

of labour regulations, employment contracts, job descriptions. 

7.7. For medical workers, a reduced working time of no more than 39 hours per week is established. 

Depending on the position and/or specialty, the working hours of medical workers are determined by the 

Government of the Russian Federation. 

7.8. The duration of working time for women working in the regions of the Far North and equivalent 

areas is no more than 36 hours (Article 320 of the Labour Code of the Russian Federation). 

7.9. For Employees not specified in clauses 7.5, 7.7, 7.8, the working time is no more than 40 hours 

per week per one rate. 

7.10. A shift mode of workload may be implemented in the IAS. 

7.11. During the working day, Employees must be provided with a break for rest and food, which is 

not included in the working hours. 

The time for granting a break and its specific duration are specified in the Internal Labour 

Regulations of the IAS or by agreement between Employees and the Employer. 

7.12. In accordance with the current legislation of the Russian Federation, the Employer is required 

to: 

7.12.1. provide normative working hours of Employees, as well as inventory, educational and visual 

aids and other means necessary for work. 

7.12.2. establish a reduced working time in accordance with Article 92 of the Labour Code of the 

Russian Federation. 

7.12.3. establish a part-time working day or part-time working week at the request of Employees, in 

accordance with Article 93 of the Labour Code of the Russian Federation. 

7.12.4. Teaching staff with a load of no more than 18 hours are provided with one methodical day 

per week, which is used for professional development at the discretion of the Employee, except cases of 

industrial necessity. 

7.13. The duration of the working day preceding immediately non-working holiday is reduced by one 

hour. 

7.14. In case of the need to perform unforeseen work in advance – urgent performance of which 

would result in proper work and functioning of the IAS or its individual structural divisions as a whole – the 

involvement of Employees to work on weekends and non-working holidays is carried out with a written 

order of the Employer, followed by the Employees’ written consent. 

The involvement of Employees to work on weekends and non-working holidays without their 

consent is allowed in the following cases: 



- prevention of a disaster, industrial accident or elimination of the consequences of a disaster, 

industrial accident or natural disaster; 

- prevention of accidents, destruction or damage to the property of the Employer, state or municipal 

property; 

- performing work that is necessary due to the introduction of a state of emergency or martial law, as 

well as urgent work in conditions of emergency, that is, in the event of a disaster or threat of disaster (fires, 

floods, famine, earthquakes, epidemics or epizootics), and in other cases that endanger the life or normal 

living conditions of the entire population or part of it. 

In other cases, involvement in work on weekends and non-working holidays is allowed with the 

written consent of Employees and taking into account the opinion of the Trade Union. 

For work at the weekend or on a non-working holiday, Employees may, at their request, be granted 

another day of rest either immediately after work at the weekend (non-working holiday), or at any time 

during the calendar year. A day of rest can be added to an annual paid vacation. 

Another day of rest is provided to Employees upon their written applications addressed to the head of 

the IAS. 

7.15. Employees are provided with an annual principal job-protected (position-protected) paid leave 

and with retention of average earnings by the leave schedule approved by the Employer in the agreement 

with the Trade Union no later than two weeks before the onset of the calendar year. 

Non-working holidays that happen to be during the period of the annual principal or annual 

additional paid leave are not included in the number of calendar days of leave. 

By the agreement between the Employees and the Employer, the annual paid leave may be divided 

into parts. In this case, one of the parts of the leave must be at least 14 calendar days. 

7.15.1. Splitting, granting the annual leave in parts, carrying over all or part of the annual leave to 

another year can be granted based on an agreement of the parties between the Employer and the Employee. 

The callback of an Employee from their leave is performed on the written order of the Employer only on the 

Employee's consent (Article 125 of the Labour Code of the Russian Federation). 

By agreement of the parties, in view of the financial security of the IAS, the monetary amounts 

attributable to the part of the unused leave exceeding 28 calendar days can be provided in the form of 

compensation for the unused leave (Article 126 of the Labour Code of the Russian Federation). 

7.16. An Employee with two or more children under the age of fourteen, an Employee with a 

disabled child under the age of eighteen, a single mother raising a child under the age of fourteen, a father 

raising a child under the age of fourteen without a mother are provided with annual additional unpaid leave 

for up to 14 calendar days at a convenient time for them. The said leave, upon the written application of the 

employee, can be added to the annual paid leave or used separately in full or in parts. This leave may not be 

carried over to the next working year. 

7.17. The Employer is obliged, on the basis of a written application from the Employee, to provide 

unpaid leave to: 



-working old-age pensioners (by age) up to 14 calendar days a year; 

-parents and wives (husbands) of military personnel, employees of internal affairs bodies, federal fire 

service, customs authorities, employees of institutions and bodies of the penal system, enforcement bodies, 

who died or died as a result of injury, concussion, or injury sustained in the performance of military service 

duties (service), or due to an illness related to military service (service) up to 14 calendar days a year; 

- working disabled people up to 60 calendar days a year; 

- employees in cases of childbirth, marriage registration, death of close relatives up to five calendar 

days; 

7.18. Pedagogical workers are provided with an annual principal extended paid leave, the duration of 

which is established by the Government of the Russian Federation. 

7.19. Pedagogical workers, at intervals of not more than ten years of continuous pedagogical work, 

have the right to long leave for a period of up to one year, the procedure and conditions for the provision of 

which are determined in the manner established by the federal executive body responsible for the 

development of state policy and legal regulation in the field education. 

7.20. In the cases provided for by the Labour Code of the Russian Federation and other federal laws, 

the Employer provides certain categories of Employees, as well as single mothers with many children or 

fathers until the youngest child reaches the age of 14, annual paid leave at a convenient time for them. 

7.21. With the consent of the Parties, between the Employer and the Employees, under the 

employment contract or an additional agreement to the employment contract, the Employee may be required 

to perform his or her duties remotely on an ongoing basis (during the term of the employment agreement) or 

temporarily (continuously during the period specified in the employment agreement or supplementary 

agreement to the employment agreement for a period not exceeding six months, or periodically, subject to 

the alternation of periods of performance by the Employee remotely and periods of performance of his labor 

function at a stationary workplace). 

7.21.1. Transfer to online work is affected at the request of the Employee by issuing an order to 

transfer the Employee to online work and concluding an additional agreement to the employment agreement. 

7.21.2. When transferring to online work while maintaining the scope of the Employee's work 

functions, the terms of the employment agreement in terms of remuneration remain: the Employee is paid 

the wage in the amount established earlier (taking into account all its components - salary, additional 

payments, allowances, bonuses, other compensatory and incentive payments). 

7.22. Annual paid leave outside the approved schedule can be provided at the request of the 

Employee. If the transfer of vacation is carried out at the initiative of the Employer, the written consent of 

the Employee is required. The transfer of leave is formalized by an order on amending the leave schedule, 

which the Employee must be familiarized with. 

7.23. In accordance with the Labour Code of the Russian Federation, Employees are provided with 

additional annual paid leaves: 

• For work in harmful working conditions - from 7 days; 



• For irregular working hours - from 3 days. 

The list of positions of Employees with harmful working conditions is established based on the 

results of a special assessment of working conditions, the duration of additional paid leave is determined by 

agreement with the Trade Union. 

Employees, who, according to the terms of the employment agreement, have established an irregular 

working day, are provided with additional paid leave for irregular working days in accordance with Article 

119 of the Labour Code of the Russian Federation. 

7.24. When calculating the total duration of the annual paid leave, additional paid leaves are added to 

the annual principal paid leave. 

The annual paid leave is extended in the event of temporary disability of the Employee, which 

occurred during the leave. 

The annual paid leave is extended in the event of temporary incapacity of the Employee, which 

occurred during the leave. 

7.25. Leave without pay may be granted to the Employee by agreement of the parties to labour 

relations. At the same time, the Employer does not have the right to send Employees on leave without pay 

on its initiative. Such leave is possible at the request of the Employees themselves on compassionate 

grounds and other valid reasons, at the written request of the Employee. The duration of unpaid leave is 

determined by agreement between the Employee and the Employer. 

7.26. School breaks set out for students of the IAS but not coinciding with the annual principal 

extended leaves and annual additional paid leaves, annual principal leaves, the periods of cancellation of 

academic studies (educational process) for students (pupils) based due to sanitary and epidemiological, 

climatic and other reasons are work time with pay for pedagogical staff and other Employees under the 

legislation of the Russian Federation. 

During the school breaks, teachers carry out pedagogical, methodological, organizational work 

related to the implementation of the educational program, within the regulated part of their working time 

(the established amount of teaching load), determined by them before the start of the school breaks, with full 

pay in the prescribed manner. The work schedule during the school breaks is approved by the order of the 

head of the educational organization in agreement with the Trade Union. 

7.27. During the school breaks, auxiliary and service personnel can be involved in performing 

household work that does not require special knowledge (minor repairs, work on the territory, etc.), within 

the limits of working hours established for them, with full pay. 

 

8. Social Benefits, Guarantees, and Compensations 

 

8.1. To the local government body, the Employer guarantees to provide Employees, who are 

registered as in need of residential premises and/or who have residential premises under social rental 

contracts, with residential premises from specialized housing stock on the basis of the priority list.  



8.2. The Employer, in agreement with the Trade Union and taking into account the financial security 

of the IAS, can grant a bonus payment to the Employee in the amount of up to 50,000 (fifty thousand) rubles 

in the following cases: 

- the Employee’s anniversary (50, 55, 60, 65); 

- for the results of project activities; 

- for the successful completion of additional, urgent, particularly valuable work, and unique results in 

their area of work; 

- in connection with holidays; 

- upon dismissal due to retirement. 

8.3. The Employer, in agreement with the Trade Union and taking into account the financial security 

of the IAS, can provide one-time material aid in the amount of up to 50,000 (fifty thousand) rubles in the 

following cases: 

- the birth of a child in the Employee's family; 

- death of a family member or death of an Employee (when applying for material assistance from 

relatives); 

- expensive treatment of an Employee or his dependent children under 23 years of age; 

- a difficult life situation. 

8.4. According to Art. 325 of the Labour Code of the Russian Federation, Regulations on the size, 

conditions, and procedure for compensation of expenses for paying the cost of travel and baggage 

transportation to the place of use of the leave and back for Employees of state bodies of the Republic of 

Sakha (Yakutia), the territorial fund of compulsory medical insurance of the Republic of Sakha (Yakutia), 

state institutions of the Republic Sakha (Yakutia), located on the territory of the Republic of Sakha 

(Yakutia), and their family members, the Employer undertakes to pay the Employee, non-working members 

of their family (husband, wife, except for recipients of old-age and disability insurance pensions), 

Employee’s minor children, including those adopted 1 (one) time in 2 (two) years travel to the place of use 

of the leave and back through the territory of the Russian Federation by any type of transport, pay for 

baggage up to 30 (thirty) kg per person. 

8.5. In the case of the Employee and his family members leaving the territory of the Russian 

Federation, the Employer provides them with compensation for travel and baggage transportation from the 

point of departure to the corresponding border point. 

8.6. According to Art. 322 of the Labour Code of the Russian Federation, at the request of the 

Employee, the Employer is obliged to provide them with an annual paid leave or part of it (at least 14 

calendar days) to accompany a child under the age of 18 (eighteen) entering educational institutions of 

secondary or higher professional education located in another area. If there are 2 (two) or more children, 

leave for this specified purpose is granted 1 (one) time for each child. 

 

9. Occupation Safety 



 

9.1. The employer, under the Labour Code of the Russian Federation and other regulatory legal acts, 

undertakes to: 

9.1.1. Ensure that work is carried out following the established procedure for a special assessment of 

working conditions at workplaces. Ensure the implementation of the IAS policy in the field of labor 

protection. 

9.1.2. Provide healthy and safe working conditions for Employees based on a set of social and labor, 

organizational and technical, sanitary and hygienic, treatment and prophylactic, rehabilitation, and other 

arrangements under State regulations on labor protection and this Handbook. 

9.1.3. Provide distribution of milk to Employees based on the results of a special assessment of 

working conditions in accordance with established norms, which can be replaced by a compensation 

payment upon written applications of Employees. The size of the compensation payment is determined on a 

monthly basis, based on the cost of drinking whole milk pasteurized with a fat content of 2.5 - 3.2% 

according to the Unified Interdepartmental Information and Statistical System (EMISS) for the city of 

Yakutsk, the number of days of actual employment of workers in jobs with harmful conditions labor. 

9.1.4. Conduct labour protection briefing upon hiring workers. 

Organize labour protection work in accordance with federal laws and other regulatory legal acts of the 

Russian Federation on labour protection. 

9.1.5. Ensure free compulsory preliminary and periodic medical examinations at the expense of the 

Employer in cases stipulated by labour legislation and other regulatory legal acts containing labor law 

norms. 

9.1.6. Conduct training on labour protection and provision of first aid to victims in accordance with 

the requirements of the regulatory legal acts of the Russian Federation. 

9.1.7. Inform Employees about working conditions, the degree of their harmfulness and danger, 

possible adverse health consequences, the necessary personal protective equipment, compensation, working 

and rest conditions. 

9.1.8. Take the necessary measures to ensure the preservation of life and health of workers in the 

event of an emergency, including the provision of first aid to victims. 

9.1.9. Carry out compulsory social insurance of Employees. 

9.1.10. Conduct investigations and records of accidents, as well as occupational diseases in the 

performance of labor duties in accordance with the current legislation of the Russian Federation. 

9.1.11. Provide information on the implementation of measures for labour protection and elimination 

of the causes of accidents when Employees perform their work duties, and occupational diseases. 

9.1.12. Exercise constant control over the state of working conditions at workplaces, as well as over 

the correct use of personal and collective protective equipment by Employees. 

9.1.13. Immediately fulfill the requirements of the Trade Union to eliminate the identified violations 

that threaten the life and health of Employees. 



9.1.14. Make sure persons who have not undergone instruction and training on labour protection 

requirements in the prescribed manner are not allowed to work. 

9.1.15. Consider on an equal footing, jointly with the Trade Union, disputes related to violation of 

the legislation on labour conditions and labour protection, the obligations established by the Handbook, 

changes in working conditions, and the establishment of additional payments and compensations for difficult 

and harmful working conditions. 

9.2. The Trade Union undertakes to: 

9.2.1. Monitor the creation and maintenance of safe and healthy working conditions. 

9.2.2. Participate in the work of commissions conducting comprehensive surveys in structural units 

on labour protection issues. 

9.2.3. To represent the interests of injured workers in the investigation of occupational diseases and 

accidents. 

9.2.4. Provide the necessary advisory assistance to Employees on occupational safety and health 

issues. 

9.2.5. Conduct an independent examination of working conditions and ensuring the safety of 

workers. 

9.2.6. Issue to the Employer mandatory for consideration submissions on the elimination of 

identified violations of laws and other regulatory legal acts on labour protection. 

9.2.7. Apply to the relevant authorities with the requirements to prosecute persons guilty of violating 

labour protection legislation, concealing the facts of industrial accidents and occupational diseases. 

9.2.8. Control the targeted spending of the Employer's funds for the labour protection of Employees. 

 

10. Guarantees of the Activities of the Trade Union 

 

10.1. The Parties build their relationship on the principles of social partnership, cooperation, respect 

for mutual interests in accordance with the Labour Code of the Russian Federation, the Federal Law "On 

Trade Unions, Their Rights and Guarantees of Activity" dated 12.01.1996 No. 10-ФЗ and this Handbook. 

10.2. The Employer undertakes to: 

10.2.1. Provide the Trade Union with equipped, heated, electrified premises, as well as other 

conditions free of charge for ensuring the activities of the trade union body. 

10.2.2. Transfer membership dues withheld from wages based on Employees’ written applications to 

the account of the Trade Union in the amount stipulated by the Charter of the Trade Union. 

10.2.3. Provide the Trade Union with information on the activities of the IAS for negotiating and 

monitoring compliance with this Handbook in the manner provided by law. 

10.2.4. Provide the Trade Union with the opportunity to hold meetings, conferences, meetings 

without disrupting the normal activities of the IAS. 



10.2.5. Do not allow restrictions on social, labor, and other rights and freedoms guaranteed by law, 

coercion, dismissal, or other forms of influence in relation to any Employee in connection with his 

membership in the Trade Union and (or) trade union activities. 

10.3. Taking into account the opinion of the Trade Union: 

- a system of remuneration of employees is established (Article 144 of the Labour Code of the 

Russian Federation); 

- the labour regulations are adopted (Article 190 of the Labour Code of the Russian Federation); 

- a shift schedule is drawn up (Article 103 of the Labour Code of the Russian Federation); 

- the deadline for the payment of wages to Employees is established (Article 136 of the Labour Code 

of the Russian Federation); 

- Employees are involved in overtime work in cases not specified in Article 99 of the Labour Code of 

the Russian Federation (Article 99 of the Labour Code of the Russian Federation); 

- an operating mode is established with the division of the working day into parts (Article 105 of the 

Labour Code of the Russian Federation); 

- Employees are involved in work on weekends and non-working holidays in cases not specified in 

Article 113 of the Labour Code of the Russian Federation (Article 113 of the Labour Code of the Russian 

Federation); 

- the order of leave allocation is established (Article 123 of the Labour Code of the Russian 

Federation); 

- a decision is made on measures in case of the threat of mass layoffs (Article 180 of the Labour 

Code of the Russian Federation); 

- the form of the payroll is approved (Article 136 of the Labour Code of the Russian Federation); 

- the forms of training and additional professional education of Employees, a list of necessary 

professions and specialties are determined, including for sending Employees to undergo an independent 

qualification assessment (Article 196 of the Labour Code of the Russian Federation); 

- an attestation commission is formed at the IAS (Art. 82 of the Labour Code of the Russian 

Federation); 

- a commission is formed to settle disputes between participants in educational relations (part 6 of 

article 45 of the Law of December 29, 2012, No. 273-ФЗ "Education in the Russian Federation"). 

10.4. Taking into account the reasoned opinion of the Trade Union, the employment agreement with 

Employees who are members of the Trade Union is terminated on the following grounds: 

- reduction in the number of staff of IAS Employees (Articles 81, 82, 373 of the Labour Code of the 

Russian Federation); 

- incompatibility of the Employee with the position held or work performed due to insufficient 

qualifications, confirmed by the results of certification (Articles 81, 82, 373 of the Labour Code of the 

Russian Federation); 



- repeated non-performance of labour duties by the Employee without just cause, if they have a 

disciplinary penalty (Articles 81, 82, 373 of the Labour Code of the Russian Federation); 

- repeated flagrant violation of the statute of the IAS within one year (Clause 1 of Article 336 of the 

Labour Code of the Russian Federation); 

- commission by an Employee performing educational functions of an immoral offense incompatible 

with the continuation of this work (clause 8, part 1 of article 81 of the Labour Code of the Russian 

Federation); 

- use, including one-time, of educational methods involving physical and (or) mental violence against 

the personality of the student, pupil (clause 2 of article 336 of the Labour Code of the Russian Federation). 

10.5. By agreement with the Trade Union, the following is carried out: 

- establishment of a list of positions of Employees with irregular working hours (Article 101 of the 

Labour Code of the Russian Federation); 

- fixing higher wages for harmful and (or) dangerous or other special working conditions (Article 

147 of the Labour Code of the Russian Federation); 

- fixing higher wages for night work (Article 154 of the Labour Code of the Russian Federation). 

10.6. With the prior consent of the Trade Union, the following are possible: 

- temporary transfer of workers who are members of the Trade Union to another job in the cases 

provided for in part 3 of Article 72.2. Labour Code of the Russian Federation; 

- dismissal at the initiative of the Employer of a member of the Trade Union participating in the 

resolution of a collective Employees discussion (Part 2 of Article 405 of the Labour Code of the Russian 

Federation). 

10.7. Members of the Trade Union participating in collective bargaining, during the period of their 

conduct, cannot be subject to disciplinary action without the prior consent of the Trade Union, cannot be 

transferred to another job or dismissed at the initiative of the Employer, except for cases of termination of 

the employment contract for a misdemeanor, for which, in accordance with the Labour Code of the Russian 

Federation, other federal laws provide for dismissal from work (part 3 of article 39 of the Labour Code of 

the Russian Federation). 

 

11. Obligations of the Trade Union 

 

11.1. The Union undertakes: 

- To represent and protect the rights and interests of the IAS Employees. 

- Monitor the observance by the Employer and his representatives of labour legislation and other 

regulatory legal acts containing labour law norms. 

- Exercise control over labour protection at the IAS. 

- Represent and defend the labour rights of members of the Trade Union in the labour dispute 

committee and in court. 



- Exercise control over the correctness and timeliness of providing Employees with vacations and 

their payment. 

- Exercise control over the observance of the procedure for attestation of pedagogical workers of the 

IAS, carried out in order to confirm compliance with the position held. 

- Participate in the certification of IAS Employees for compliance with the position held by 

delegating a representative to the IAS Certification Commission. 

- Check the correctness of the deduction and transfer to the account of the Trade Union of trade 

union membership dues. 

- Inform the members of the Trade Union about their work, about the activities of the Trade Union. 

- Organize physical education, cultural recreation for the IAS Employees. 

- Promote the health improvement of the children of the IAS Employees. 

11.2. A member of the Trade Union has the right: 

- to the protection of their social and labour rights and interests by the Trade Union ; 

- participate in the activities of the Trade Union, make proposals for improving the regulatory 

framework aimed at increasing the level of guarantees in the field of its social and labor professional rights 

and interests; 

- take part in the development, discussions, and decision-making, receive information about the 

activities of the Trade Union; 

- to elect and be elected as a delegate to trade union conferences and congresses, to elected trade 

union bodies; 

- participate in meetings of an elected trade union body when discussing issues affecting their 

interests; 

- for free consultations and legal assistance on issues related to the activities of the Trade Union; 

- to receive material aid from the funds of the Trade Union, to use the property and material 

resources of the Trade Union in accordance with the procedure established by the Trade Union; 

- to receive information about the activities of the Trade Union and get acquainted with its 

accounting and other documentation; 

- by writing an application to the trade union committee addressed to the chairman, appeal against 

decisions of the Trade Union bodies entailing civil law consequences, in the cases and in the manner 

prescribed by law; 

- for encouragement, including material, established by the trade union bodies, for active 

participation in the activities of the Trade Union; 

- voluntarily leave the Trade Union on the basis of a personal statement. 

11.3. A member of the Trade Union is obliged: 

- to fulfill the Charter of the Trade Union, to take part in the activities of the Trade Union; 

- to pay membership fees in a timely manner and in the prescribed amount; 

- to fulfill the obligations stipulated by this Handbook and agreements; 



- to participate in the formation of the property of the Trade Union in the required amount in the 

manner and within the time limits provided for by the legislation of the Russian Federation; 

- participate in making decisions, which the Trade Union cannot continue its activities without, in 

accordance with the law, if their participation is necessary for making such decisions; 

- not to commit actions deliberately aimed at causing harm to the Trade Union; 

- not to take actions (inaction) that significantly complicate or make it impossible to achieve the 

goals for which the Trade Union was created; 

- to take care of the authority of the Trade Union, not to allow actions that contradict the Charter of 

the Trade Union. 

11.4. For active participation in the activities of the Trade Union, trade union members can be 

awarded the following types of incentives: 

- citation; 

- a valuable gift; 

- the Certificate of Honor and distinctions of the Trade Union; 

- other incentives. 

11.5. For active participation in the activities of the Trade Union, taking into account financial 

capabilities, members of the Trade Union can receive a bonus of up to 10,000 (ten thousand) rubles. 

11.6. The members of the Trade Union, taking into account financial capabilities, can be provided 

with material aid in the amount of up to 10,000 (ten thousand) rubles. 

 

 

12. Final Provisions 

 

12.1. This Handbook is concluded in writing, drawn up in 3 copies, each of which has the same legal 

force, one for each of the Parties, the third copy is for the state registration authority. 

12.2. This Handbook is settled for the term of 3 years and is valid from "____" _________ 20__ to 

"____" _________ 20__ 

12.3. All changes and additions to this Handbook are formalized by additional agreements of the 

Parties in a written form, which are an integral part of this Handbook. 

12.4. The Parties shall ensure that this Handbook is brought to the attention of Employees within 7 

days from the date of its signing. 

12.5. Control over the implementation of this Handbook is carried out by the Parties in accordance 

with Article 51 of the Labour Code of the Russian Federation. 

12.6. The results of the implementation of this Handbook are summed up once a year in December at 

a meeting of a bilateral commission consisting of representatives of the Employer and the Trade Union. 

 

_________________ 


