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00 y4ere pabogyero.BpeMeHH
1. O6mue mooxxeHHs

1.1. Hactosimee nosnoxenue o TabensHoM ydere pa6odero Bpemenn (naee — ITomoxeHue)
paspabotano B cootBercTBHH ¢ Tpynossmm Komexcom PO u siBisierca 10KaabHbIM
HOpMaTHBHBIM aKTOM MBOVY «Arnobunckas COILl» (nanee — mxona),
PEr/IaMEHTHPYIOIIMM TIOPAZIOK y4eTa paboyero BpeMeHH pabOTHHKOB IIKOJIBL.

1.2. Tlonoxenue BCTynaeT B CHITy C MOMEHTA €r0 YTBEPXIEHHS NPHKA30M JHPEKTOpa IKOJIb]
W JICHCTBYET 10 BBEJIEHUsS. HOBOTO MOJIOKEHHSI.

1.3. BHecenune usmenenuit B [Tonoxenue [IpOM3BOJHUTCS HA OCHOBAHUH NpHUKa3a JHPEKTOpa
HIKOJTBI.

2. OrsercrBennblii 3a TabeabHbII y4eT paGouero BpeMenn

2.1. Ins Benenys TaGenbHOro yuyera paboyero BpeMeHH B KaKIOM CTPYKTYPHOM
N0/Jpa3/Ie/ICHHH IIKOJIbI PHKA30M JIMPEKTOpA IIKOJIBI HA3HAYAETCA OTBETCTBEHHOE JIHIIO
(nanee — OTBeTCTBEHHBIH paGOTHHK), KOTOPOE HECET OTBETCTBEHHOCTH 33 IOCTOBEPHOCTD

CBE/ICHHH, OTPaXXEHHBIX B Tabeste, H 32 CBOEBPEMEHHYIO Clady Ta0elst B LEHTPATM30BAHHYIO
Oyxranrepuio.

2.2. ObszannocTi OTBETCTBEHHOr0 paboTHHKA MO BeJIEHHIO TaGelIbHOro yueTa paboyero
BPEMEHH ONPENETIAIOTCH JOJDKHOCTHOH HHCTPYKIHEH, SBISIOMIENHCS IPUIOKEHUEM K €r0
TpyAoBoMY AoroBopy. O6s13aHHOCTH 110 BEIEHHIO TabeNIBHOTO y4eTa paboyero BpeMeH
MOryT ObITb BO3/10€HEI Ha OTBETCTBEHHOr0 pabOTHHKA B MOPS/IKE COBMEILECHNUS
nomkHocTed ¢ yueroM crared 60.2, 151 Tpynosoro konekca P®.

2.3. B nomkHocTHBIE 0053aHHOCTH OTBETCTBEHHOTO pabOTHHKA BXOJIUT:

2.3.1. KoHTpO/Tb CBOEBPEMEHHOCTH ABKH PaGOTHHKOB CTPYKTYPHOTO MOJPa3eIeHus
Ha paboTy 1 yxoza ¢ paboTel, WX (aKTHYECKOr0 LpeMeHHU NpeGhIBaHKs Ha paboueM MecTe

B pHSO‘ICC BpEM3 C U3BELUICHHEM PYKOBOJAUTEIIA NOJApA3CIICHUA O HESIBKAX, OIMO3MaHHuAX,
NPCAJIEBPEMCHHBIX yX0/aXx.

2.3.2. Kowrposis cBOEBpeMeHHOCTH NpecTaBieHns paGoTHUKAMH JOKYMEHTOB,
HOATBEPA/IAIONIMX yBAKHTC/ILHIC IPHYHHBI X OTCYTCTBHS Ha paGoueM MecTe (TUCTKOB
HETPY/10CIIOCOOHOCTH, 3asBICHHH Ha OTILYCK M HHBIX OKYMEHTOB).




2.3.3. Beneuue tabenbHoro yuera paboyuero BpeMeHH pabOTHHKOB H CBOEBPEMEHHOCTD
npecTaB/ieHis Tabesis B LEHTPAIH30BaHHYIO 6yXTanTepHIo.

2.3.4. CBoeBpeMEHHOE BHECCHHE B Tabelb yueTa paboyero BpeMeHH H3MEHEHHUIA, B TOM
YHCJIE CBS3AHHBIX C MPHEMOM, TNIEPEBOIOM, YBOJIbHEHHEM paGOTHHKOB CTPYKTYPHOIO
noJpasAesIeHHs.

2.4. Ilpn ocywectBieHHH TabenbHOro yyerta OTBETCTBEHHEIN pabOTHHK PyKOBOACTBYETCSI
TpyaosbiM KoaekcoM P®D, YkazauusMu 110 MpUMEHEHHIO H 3alI0JHEHHIO (POPM NEPBHYHOM
Y4ETHOIl JOKyMEHTALIHH 110 Y4eTy Tpy/Ja H ero OIUIaTh!, yTBEPXKACHHBIMH

nocranoBneHHeM I'ockomcrara Poccun ot 05.01.2004 Ne 1, [IpaBunaMu BHYTPEHHETO
TpyAoBoro pacnopszka LlenTpa, cMeHHBIMU rpadukaMu padoThl, HacTosIUM IlonoxkeHueM,
JNO/DKHOCTHOM HHCTPYKIHEH, a Tak)Ke APYTHMH HOKYMEHTaMH, HE0OXOIUMBIMH IS
KOPPEKTHOI'0 H CBOEBPEMEHHOI0 y4eTa pabo4ero EpeMeHH pabOTHUKOB.

2.5. B ciryuae BpeMeHHOro OTCyTCTBUS OTBETCTBEHHOr0 pabOTHHKA €r0 00A3aHHOCTH
BO3JIaraloTCs Ha IPYTOro paboTHHKA MPHKA30M JUPEKTOPA IMKOJIBI.

2.6. PaboTHEKH, TPYnOBEIE 0OSA3aHHOCTH KOTOPBIX CBA3aHHI C y4eTOM paboyero BpeMeHH
pabOTHHMKOB IIKOJIBL, OJDKHBI OBITH 03HAaKOMJIEHS! ¢ [10/105KeHHEM N0 IOIIHCE.

3. Buab! yyera pabovero Bpemenu

3.1. B mxone npumeHseTcs MOJEHHBIH HJTH CYMMHPOBAHHBIH ydeT paboyero BpeMeHH —
B 3aBUCHMOCTH OT YCTaHOBJIEHHOIO PabOTHIIKY peXXHMa pabo4ero BpeMEHH ¥ BpEMEHH
OTHABIXA. ' '

3.2. llpumeneRre CYMMHPOBAHHOTQ y4eTa pabouero BpeMEHH,; pexnMa paboyero BpeMeHH
¥ BPEMEHH OT/bIXa pabOTHHKOB IIKOJIBI Onpeensercs [paBiiaMu BHYTPEHHETO TPYAOBOrO
pacrnopsaka mKoJbl, rpaguKaMyi CMEHHOCTH, a i pabOTHHKOB, Y KOTOPBIX PEXHM
pabo4ero BpeMEHH OTIMYAETCA OT 0OIMIEyCTaHOBIEHHOTO B IIKONE, — TPYAOBHIMA

JIOTOBOpPaMH.

3.3. Ilpn nomeHHOM ydere pabodero BpeMeHI IOAcUeT (GaKTUUeCKH 0TPabOTaHHbIX
pabOTHHUKOM 9acOB IPOM3BOJHUTCS €XKETHEBHO.

3.4. Tlpu cyMMHpOBaHHOM y4eTe paboyero BpeMEeHH NOJICUeT haKTHIECKH OTpaboTaHHBIX
pabOTHHKOM YacoB 3a YYETHBIF NepHOJ MPOU3BOIUTCS CHXEIHEBHO M HAPACTAIOIIMM HTOTOM

CYMMAapHO 3a Y4eTHBIH TepHO.

3.5. CeepxypoyHas pa6oTa MOJIEXHT perucTpanuil B Tadene yaera pabodero BpeMeHu
B NIOPAJKE, IPEAYCMOTPEHHOM IYHKTOM 4.9.5 Ilomoxenns.

4. ITopsaok 3anosineHns Tabess y4era paboyero BpeMenu

4.1. Tabens yyera paGoyero BpeMeHH (nanee' — Tabenb) BEETCS [0 YHH(UIMPOBAHHOMN
¢opme T-13, yrBepxknenHo# moctanosnenneM I'ockomerara Poccuu ot 05.01.2004 Ne 1,
Ha 6yMaKHOM HOCHTENE.,

4.2. Csenienns B Tabesib BHOCSTCS TOJIBKO HA OCHOEAHUH HaIUIeMHAIUM 06pasoM
0¢opMIICHHBIX IOKYMEHTOB, B YaCTHOCTH: NEHKa30B (0 preMe Ha paGoTy, IepeBoe,
KOMaH/IMpoBKe, 06 oTIycKe, 0 CBEpXypouHoii paboTe, 00 H3MeHeHnH haMUIIHK), TMCTKOB
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ucrpvnocnocoﬁuocm. CIIpPABOK O BLIMOJHEHHH rocyaapCTBEHHBIX WU 00111eCTBEHHBIX
obg3annocreil.

4.3. OrpercTBeHHblil paboTHHK GopMHUpYeT Tabelb B Ba pa3a B MECALL: 3a MEPBYIO [IOJIOBHHY
OTHETHOO MepHOAa H HTOroBbIH Tabeb 3a BECh OTYETHBIH! neprol. OTIYETHEIM IEPHOIOM,

3a KOTOpHIil MpeacTaBnseTcs Tabesb, ABNACTCA OUH KaJleHapHbIH MeCAIl C TIEPBOTO

0 NocaeaHee YHCIO BKIIIOYHTEBHO.

4.4. B rpade «Homep noxymeHTa» Tabens npocTaBiieTCs OpSAAKOBBIA HOMED, HAWHAA
C MepBOro, HCIOJIb3YETCs CKBO3HAs HyMepauus.

4.5. B rpage «JlaTa cOCTaBICHH» yKa3pIBAeTCs J1aTa dopmupoBanus Tabe,
COOTBETCTBEHHO, 3 EPBYIO MOJIOBUHY OTYETHOrO NEPHONIA HIIH 32 BECh OTYETHBIH NIEPHOL.

4.6. B rpade 1 «Homep mo mopsaxy» Tadess HCIONB3yCTCs CKBO3HAA Hymepauus,
NMPOCTABIIIOTCS MOPSIKOBbIE HOMEPA, HAYHHAS C IIEPBOTO.

4.7. B rpade 2 «DaMuIKs, HEHITHATBL, JOTDKHOCTH (CNICHHATBHOCTD, npodeccus)» Tabess
[IOCTPOUHO TEPEYHCILIOTCSA PaGOTHAKH B ali)aBUTHOM HOPSIKE (o mepBbIM OyKBaM
amumuit). JIOKHOCTh pabOTHHKA YKa3bIBAETCA B CTPOrOM COOTBETCTBUH CO IITaTHBIM
PaCIMCaHHEM IIKOJIBL.

4.8. B rpade 4 «OTMETKH O ABKAX M HESBKAX Ha paboTy MO YACIaM MECALA) Tabens
(nanee — rpaca Ne 4 Tabens) ocymecTBIAETCA eXeTHEBHBIN yueT paboyero BpeMeHH
KaXIOro pabOTHHKA C IPHMEHEHHEM YCIIOBHBIX OYKBEHHBIX o603HayeHuH (KOI0B),
npHBeIeHHbIX B yHHHIHpoBanHOH dopme T-12, YTBEPK/ICHHOH IIOCTaHOBICHHEM
Tockomcrara Poccun ot 05.01.2004 Ne 1. Eciu B yHu(uumMpoBaHHO# popme T-12 nns
PETHCTPUpYEMBIX B TabeNe CITy4aeB He PeyCMOTPEHBI KO/l — NPUMEHSIOTCA KOAEL,
YTBEpXIIEHHbIE IPHKA30M IMPEKTOpa IIKOJIBL

4.9. Yuer pa6ouero BpemerH B rpacde Ne 4 Tabess NPOU3BOAUTCS MCTOLOM CILTOIIHOH
PETHCTpALUH SBOK U HESBOK:

4.9.1. B Bepxueit ctpoke rpader Ne 4 Tabens mpocTapisieTes GYKBEHHBIH KOJI, @ B HIKHEH
cTpoke — akTHyecKH 0TpaboTaHHOE paGOTHHKOM BpEMs B Yacax M MHHYTaXx.

4.9.2. OTKIOHEHHS B BHJIE HESBOK, YUET KOTOPBIX BEIETCA B IHAX (oTmyck, THUH BPEMEHHOH
HETPy0COCOGHOCTH, CITyXeOHbIE KOMaHIHPOBKH 1 HMHBIE), OTPAXAIOTCS MYTEM
NpOCTaBJIEHAs B BEPXHEH CTPOKE rpadsi Ne 4 Tabens OyKBEHHOTO KOJIa, @ HIDKHSLA CTPOKa
Ha3BaHHOM rpadbl 0CTAeTCs MyCTOH.

4.9.3. OTKIOHEHHS B BHJE CBEPXYPOYHbIX YacOB PaOOTEI B Talee 1oJ] OTACTbHBIM
6YKBEHHBIM KOZIOM HE PETHCTPHPYIOTCA, 3 yKa3bIBalOTCA B paMKax daxTuuecku
oTpab0oTaHHOro pabOTHUKOM BPEMEHH 32 ICHB (cmeny).

4.9.4. Tpn Hauuuy y pabOTHHKA OJHOTO HITH HECKONBKHMX BHIOB OTKJIOHEHHH B OJIUH ICHb
(HanpHMep, CMeHa, YACTHYHO MPUXOJAIAsCS Ha HOYHOE BPeMd, Ml KOMaH/HPOBKA,

B NIEPHOJI KOTOPO# paboTHHK 3a601€N) B BEpXHEH CTPOKE rpadst Ne 4 TaGelist IPOCTABIIAIOTCS
gepe3 Apo6b B HEOGXOAMMOM KOJHIECTBE OYKBEHHBIE KO/IBI, a B HIDKHEH CTpoKe
yKasbiBaeTcs (hakTHUeCKH 0TpabOTaHHOE/HEOTPabOTAHHOE BPEMS IO KaXKIOMY KOy
OTKJIOHEHHS.




4.9.5. B cnyyae HesiBkH paGoTHHKa Ha paboTy 10 YCTaHOBJIEHHS TOYHOM NPUYHMHBI €r0
oTcyTcTBHA B BepXHeil cTpoke rpadnt Ne 4 Tabens npoctasisercs KOX «HH», HykHss cTpoka
ocTtaetcs nyctoii. Koa ncnpasiisieTcs Ha BEpHBIH MOCIe TOro, Kak pabOTHUK MPeICTaBUT
JIOKYMEHT O IPHYHHAX OTCYTCTBHA Ha paboTe. [Ipu npeacTaBieHUH Takoro JOKyMEHTa
nocJie oopMJIEHHS HTOMOBOrO Tabesis 3a OTUETHBIM EPHO 110 JAHHOMY PaGOTHHUKY

COCTABJIAETCH KOPPEKTHPYIOLIHIH Tabenb.

4.10. CeneHus o pabOTHHKaX — BHYTPEHHHX COBMECTHTEJIAX OTPAKAIOTCA B Tabene nox,
pasHbIMH TaGe/IbHBIMH HOMEpaMH JBaXABI: OTAENBHOM CTpOKO! — IO OCHOBHOH paGote
H OTAEJIbHOMH CTPOKOMH — MO COBMECTHTEILCTBY.

4.11. PaboTHHKH, IPHHATHIE B OTYETHOM IIEPHOLE B CTPYKTYPHOE MOJpa3iejieHne, NoIexar
06s3aTeILHOMY BKJIIOYEHHIO B Tabelb C AaThl Hayana paboTel. B sgefikax rpadsl
Ne 4 Tabess, KOTOpBIE HE 3aNOTHSAIMCH 10 IpHEMa HOBOTO pabOTHHKA, CTaBATCS IIPOYEPKH.

4.12. PaboTHHKH, IEPEBEACHHBIE B OTYETHOM IIEPHOAE B APYTO€ CTPYKTypHOE
nmoJpas/ieieH e, MOIeXaT 0653aTeNbHOMY BKIIOYEHHIO B TaGelh 3TOr0 CTPYKTYPHOTO
MoApasJeieHus ¢ JaTel Hadana paboTsl B HeM. [Ipu 3ToM U3 Tabens CTpyKTypHOTO
noapasfieNIeHHsl, U3 KOTOPOro pabOTHUKH NEPEBOJMIINCH, OHU HCKITIOYAIOTCS B MECSLIE,
CJIEYIOMEM 32 OTYETHBIM IIepuonoM. CBeneHus 0 pabOTHHKAX, NepeBeIeHHBIX B TEYCHHE
OTYETHOrO IIEPHO/Ia BHYTPH CTPYKTYPHOTO NOJpa3eNeHHs Ha APYTYIO HODKHOCTD (B TOM
9HCJIE BDEMEHHO), OTPaXaloTCs B Tabee ABaXABl — 110 MEPBOHAYAIBHOM 1 10 HOBOA
JOJDKHOCTH. B sgeiikax rpadut Ne 4 Tabenst cTpyKTypHOro noapas/eneHus, KOTopble

HE 3aM0JIHSIHCh B CBS3H C IEPEBOJIOM PaOOTHUKOB, CTABATCS IPOUEPKH.

4.13. B sraeiikax rpadst Ne 4 Tabenst mocie AHA YBOJbHEHUS pabOTHHKA U3 LIKOJIBI CTABATCS
NPOYEpKH 10 OKOHYaHHS OTYETHOrO Nepuoaa. B Mecsie, cienyomeM 3a OTYETHBIM
IIEPHOZIOM, YBOJIEHHBIH pabOTHUK HCKIIOYaeTCs U3 Tabers.

4.14. Ilocne oxoHYaHHs IEPBOY TOJIOBHHBI OTYETHOTO NIEPHO/A, a 3aTEM ITOCIIE OKOHYAHHS
BCEr0 OTYETHOrO MEepPHO/a [0 Mlepejadn Tabens B IeHTPATU30BaHHYIO OyXTralTepHIO

B rpaax 5 u 7 «OTpaboTaHo 3a MOJIOBHHY Mecsla/Mecsny Tabels B BEPXHUX CTPOKax
MPOCTABJIAETCS KOJIHYECTBO OTPaOOTaHHBIX pabOTHHKOM AHEH, B HHKHHX CTPOKaX —
KOJIAYECTBO OTPa0OTAHHBIX pabOTHUKOM 4acoB. JJaHHBIE Tpadbl 3aM0HAIOTCS MPU
COCTaBJIEHAH KOPPEKTHpyIowIero Tabens, Tabels Ha yBOJBHSIOIErocs paboTHHKA.

4.15. BHeceHue HCIIpaBleHUi U JONOMHEHN B Tabenb He JomyckaeTcs. B ciyyae
He0OXOIMMOCTH BHECEHHS H3MEHEHHMH (IOTIOTHEHHH) B CIaHHBIH TaOeNb COCTaBIIAETCA

WH/IMBUIyATbHEI KOPPEKTUPYIOIIMH Tabelb 0 KOHKPETHOMY PaDOTHHKY.

4.16. TaGenp 3aBepsIOT CBOUMH HoAHCIMH OTBETCTBEHHbIH PaOOTHHK, IMPEKTOP LIEHTPA,

CIENHATTHCT II0 KagpaM.

4.17. Ta6ens Ha GymMakHOM HocuTee nepeaactcss OTBETCTBEHHBIM PaOOTHHKOM B
LEHTPAIM30BAaHHYIO OYXTAITEPHIO B CIEAYIOMHE CPOKH:

¢ 3a IIepBYIO MOJOBHHY Mecsia — He nosuee 10:00 nepsoro pabodero gus nocne

15-ro yucia OTYETHOIO NEPHOAA;
* 3a Bech KaneHaapHsIi Mecan — He no3zHee 10:00 mepsoro pabodero fHA mocne

MnocJeaHero AHs OTYETHOro nepuoaa.

4.18. Jlns cBoeBpeMEHHOr0 pacdeTta 3apabOTHOl IIAThl yBOJIBHSIOMEr0Cs paboTHHKa
Ha HEro 3amoJIHIeTCs OTAENBHBIHA TabeNb ¢ 1-ro uncia TEKYIero Mecsna 1o nocueHui




petouni 2o (acnowTe o). Tabean na yroamisomerocs paboriika nepesacres
8 postpatesayvie Gy vratrepino we novanee 15:00 paGovero ans, npeauectnyioniero

BULARE N e
4 19 [lpa coctanacnnm koppesTupyiomero rabeas npu yroasHenun paborinka oammum
e Taleas a paloTHIKA NEPEABETCS B HEHTPATHIORAHHYIO GyXTTTEPHIO B TeueHke

QEHND A CNTUATINCTOM 110 KaJpaM.

420 O cpox xpanenns tabeaedi B mxkone— nsTh ner. Tabenu mo yueTy paGouero

RpeNCH PAGOTHIKOR, JAHATHIX BO BPEAHBIX H (HJIH) OMACHBIX YCITIOBHAX TPY[a, XPaHATCA
T3 a1, oM ASN0MPOHIBOACTBO MO HHM 3aKoHYeHO a0 | suBaps 2003 roaa, u 50 set, ecnu

O8O WKOHYCHO nocae 1ol aatsl. Cpok XpaHeHHs HeuHcseTes ¢ | sHBaps roa,
CICIVIOUICTO 33 M0J10M, B KOTOpoM odopmasica Tabens.




