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Pravilnik o sadrzaju i nacé¢inu
vodenja evidencije o radnicima
it drugim osobama
angazovanim na radu/
Rulebook on the content and
procedure for keeping records
on employees and other
engaged individuals

The material containedin this Newsletter is provided for general information purposes only and does not
contain a comprehensive analysis of eachitem described. Before taking (or not taking) any action,
readers should seek professional advice specific to their situation. No liability is accepted for acts or

omi ssions taken in reliance upon the contents of this alert.
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U ,,Sluzbenim novinama Federacije BiH“, broj 92/16 od 18. novembra 2016. godine objavljen je
Pravilniko sadrzajuinac¢inuvodenja evidencije o radnicima i drugim osobama angaZovanim naradu
(Pravilnik).

Pravilnik detaljno ureduje sadrzaj i nacin vodenja evidencije o radnicimai drugim osobama
angazovanim na radu te evidenciju o radnom vremenu, koje su propisane ¢lanom 4 3. Zakona o radu
Federacije BiH.

Pravilnikpropisuje obavezu poslodavcimada vode slijedece evidencije:

1. Evidencijao radnicima,

2. Evidencijao osobamakojes poslodavcem imaju sklopljen ugovor o obavljanju privremenih
i povremenih poslova,

3. Evidencijao osobamakoje se kod poslodavca nalaze na struénom osposobljavanjubez
zasnivanjaradnogodnosa,

4. Redovnimucéenicima ustanovaza strukovno obrazovanje koji kod poslodavca pohadaju
prakti¢nu nastavu i vjezbe,

5. Evidencijuo osobamakoje obavljajurad za opcée dobro u skladu sa opstim propisom,

6. Evidencijuo drugim osobama koje za poslodavcaobavljaju rad u skladusavaze¢im
propisima,

7. Evidencijuo radnom vremenu,

8. Evidencijuo radnomvremenuna izdvojenom mjesturada,

9. Evidencijao radnom vremenu za posebne vrste poslova.

Radnikje duzan odmah, a najkasnije u roku od osam dana od nastanka promjene, prijaviti
poslodavcu promjenu podataka kojise nalaze u evidencijama.

Navedene evidencije vode se pisano u obliku knjige,a mogu se voditi i u elektroni¢kom obliku.

Poslodavac evidenciju o radnicima ¢uvatrajno. Ostale evidencije se cuvajunajmanje petgodinaod
dana prestankarada osoba. Evidencije o radnom vremenu poslodavac je duzan ¢uvati najmanje pet
godina, a u slu¢aju kadaposlodavac imasaznanja daje pokrenut radni spor, dokumentacijuje
duzan ¢uvati do pravomoénogokoncanja spora.

Zakon o radu propisuje novéanukaznuod 1.000 KM do 3.000 KM, a u ponovljenom prekrsajuod
5.000 KM do 10.000 KM za poslodavca—pravnolice, te kaznuod 2.000KM do 5.000KM za
odgovorno liceu poslodavcu — pravnomlicu.

Takoder, skre¢emo paznjuna obavezu prijavljivanja zbirkili¢nih podataka u Glavni registar
Agencijeza zastituli¢nih podataka Bosne i Her cegovine, kao i obavezu prijavljivanja promjenau

postojecim zbirkamali¢nih podataka.

Pravilnikstupa nasnagu26.novembra 2016. godine.

Ukolikoimate dodatnih pitanjavezanih za ovu temu, slobodno nas kontaktirajte.
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Rulebook onthe content and procedure for keeping records onemployees and other engaged
individuals (the Rulebook) hasbeen published on 18 November in the “Official Gazette of FBiH” no.
92/16.

The Rulebook regulatesthe content and procedures for keeping records on employeesand other
engagedindividuals as wellas records onworking hours, asprescribed by the Article 43 ofthe
Labour LawofFederation BiH.

The Rulebook defines an employers’obligation to keep the following records:

1. Recordsonemployees;

2. Recordsonindividualswho have a contract on occasional and temporary engagement;

3. Recordsonindividualswho are onprofessional training with the employer without
employment agreement;

4. Recordsonstudentsofvocational education institutionsthatare attending training and
practice;

5. Recordsonindividualswho are performing community work in accordance withthe
general regulations;

6. Recordsonother individualsthat perform workforthe employerin accordance with
relevantregulations;

7. Recordsonworkinghours;

8. Recordsonworkinghoursat a detached workinglocation;

9. Recordsonworkinghoursforspecial job types.

The employeeis obliged to report to the employer any change of datathat are keptin therecords
immediately or within 8 days from the day the change occurred.

Recordscanbeheld as written evidence orin electronic form.

Employeris obliged to keep employee records permanently. Other recordsarekept for the period of
five yearsfromthe daytheindividual stopped working, The employeris obliged to keeprecordson
workinghoursforat leastfive years. Exceptionally,if the employer hasthe informationthata labour
disputeis initiated, employeris obliged to keep the records until the judgement with final force and
effect.

The Labour Law prescribes a monetary fine ranging from BAM 1.000 to BAM 3.000, and for a
repeated offence from BAM5.000to BAM 10.000 for the employer- legal entity,and a monetary fine
in the amount of BAM 2.000 to BAM 5.000forthe authorised person (director) of the employer-
legal entity.

In addition, we would like to point out the obligation of reporting personal data collections to the
Main register to Data Protection Agency of Bosnia and Herzegovina, as well asan obligation to
reportchangesin the existing personal data collections.

The Rulebook entersinto force on 26 November 2016.

Ifyou need any further information, please feel free to contact us.
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