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IMoaoxkenue 06 yuere paboyero BpeMeHH
1. OGmMe MoJI0KEHHS

1 1. HacTosiiee mosiokeHue o TabellbHOM y4eTe paGouero BpeMeHH (nanee — [TonoxeHue)
pa3paboTaHO B COOTBETCTBUH C Tpynossiv Konekcom P® u sBIACTCA JIOKaJIbHBIM
HopMaTuBHbIM akToM MBOY COIII c¢.BoprcoBka (naee — IKOJA), PeriaMeHTHPYIOIHM
NOpSJIOK yuera pabo4ero BpeMeHH pabOTHHKOB LIKOJIBI.

1.2. TlonoKeHHe BCTYIAeT B CHILy ¢ MOMEHTA €ro YTBEPIKACHHS IPUKasoM JIMPEKTOpPA IIKOJIbI
W JIeHCTBYET /10 BBE/ICHHSI HOBOTO TOJIOKEHHS.

1.3. Buecenne u3menenuii B [TonoxeHne MPOH3BOMUTCS HA OCHOBAHHH npHKasa JIUpeKTopa
ILIKOJIBI.

2. OTBeTCTBEHHbII 32 TabebHBII yueT padouero BpeMeHH

2.1. Jlns Bemenus TaOeNbHOro y4era pabouero BpEMEHH B KaXJIOM CTPYKTYpPHOM
rojpaseieHi MIKOJIBI TPHKA30M JMPEKTOpa MIKOJbI Ha3HA4aeTCs OTBETCTBEHHOE JIHIO
(nanee — OTBETCTBEHHBIH paGOTHHK), KOTOPOE HECET OTBETCTBEHHOCTD 34 JIOCTOBEPHOCTH
cBejIeHHH, OTPaKEHHBIX B Tabee, i 3a CBOCBPEMEHHYIO CAaty tabenst B IEHTPAIM30BAHHYIO
OyxrajaTepHio.

2 9. O6s3agnoctd OTBETCTBEHHOro pabOTHHKA IO BEACHHIO TabepbHOro yuyera pabovero
BpEMEHH OTpPEEIIOTCS JODKHOCTHOM MHCTPYKIHEH, SBIAIOMEHCS TPUIOKEHHEM K Cro
Tpy/i0BOMY zoroBopy. OGs3aHHOCTH IO BEACHHIO TabenpHOro ydera pabodyero BpEMEHH
MOTYyT OBITh BO3JIOXKEHbl ~Ha OTBETCTBEHHOIO paGOTHMKA B TOPS/KE ~ COBMCLICHHS
JoKHOCTEH ¢ yaerom crateii 60.2, 151 Tpynosoro kozekca P®.

2.3. B nomkHocTHBIE 00s3aHHOCTH OTBETCTBEHHOTO paboTHHMKA BXOJHT:




2.3.1. KOHTponb CBOEBDEMEHHOCTH SBKH DaOOTHUKOB CTPYKTYpHOTO nozpasieeHus
Ha paboTy ¥ yxoja C paboThl, X (paKTHUECKOro BpEeMEHH MpeObIBaHUs Ha paboyem MecTe
B paGouee BpeMs C M3BEUICHHEM DPYKOBOIMTEIL TofIpasieNieH sl O HesBKax, OMO3/aHHAX,
NPE)K/IeBPEMEHHBIX yXO/aX.

2.3.2. KouTposb  CBOEBPEMEHHOCTH  IPECTABICHUS pabOTHHKAMH  JIOKYMEHTOB,
MOATBEPYIAIOMMX YBAXKUTENIbHbIE NMPUYMHBI HX OTCYTCTBHS Ha paGoyem MmecTe (JIMCTKOB
HETPYJI0CIIOCOOHOCTH, 3asBJICHAH Ha OTIYCK ¥ HHBIX JIOKYMEHTOB).

2.3.3. Benenne TabenpbHOro ydera pabo4yero BPEMEHH paGOTHUKOB M CBOEBPEMEHHOCTR
npejcTaBieHus Tabels B IEHTPATN30BaHHYIO GyXrajTepHuio.

2.3.4. CBoeBpeMEHHOE BHECCHHE B Tabenp ydera paboyero BpeMEHH H3MEHEeHUH, B TOM
yuclie CBA3aHHBIX C [IPUEMOM, TIEPEBOJIOM, YBOJBHEHHEM pabOTHHKOB CTPYKTYPHOIO
10J1pa3/ie/ICHHs.

2.4. TIpu ocyuiecTBIEHHH TabENBLHOro yuera OTBeTCTBEHHBIH PabOTHUK PYKOBOJICTBYCTCS
TpynosbiM KonekcoM PO, YkazaHusMH IO MPUMEHEHHIO U 3aMOJHEHHUIO dopm nepBUYHOI
y4ETHOM JOKYMEHTALIMH [10 Y4YEeTy Tpy/a i €ro OIIatkl, [TpaBuiaMu BHYTPEHHEr0 TPYJAOBOIO
pacropsiika  IIKOJIBI, CMEHHBIMH rpagukamMu  paboThl, HACTOALIMM [TosoKeHHEM,
JIOJDKHOCTHOM MHCTpPYKIMEH, a Taioke JpyruMd JOKyMEHTaMH, HEOOXOUMBIMHU ISl
KOPPEKTHOTO ¥ CBOEBPEMEHHOIO y4eTa pa6ouero BpeMeHH paGOTHHUKOB.

2.5. B ciyuae BpPEMEHHOTO OTCYTCTBHS OTBETCTBEHHOr0 pabOTHHKA €ro 00s3aHHOCTH
BO3J1AraloTCs Ha JPYroro paboTHHKA MPHKA30M MPEKTOPA HIKOJIBI.

2.6. PaGOTHHKH, TPYNOBble 00S3aHHOCTH KOTOPBIX CBS3aHBI C yHETOM pabouero BpeMEHH
paGOTHUKOB IKOIbI, IOJDKHEI OBITh O3HAKOMIICHDI C [TonoxKeHnueM Mo MOAINHUCE.

3. Buani yuera pabo4ero BpeMeHH

3.1. B mKone nmpuMeHsieTcs TOAEHHbI WA CYMMHpOBaHHBIH yueT paboyero BpeMEHH —
B 3aBHCHMOCTH OT YCTAHOBJICHHOTO pPabOTHHKY pEXHMa pabouero BpeMeHH H BPEMCHH
OTAbIXA.

3.2. [lpumeHeHHEe CYMMHPOBAaHHOIO y4cTa pabo4ero BpeMEHH, peXXuma pabo4ero BpeMeHH
1 BPEMEHH OT/bIXa paGOTHUKOB LIKOJIBI ONPECIACTCA [IpaBuiaMu BHYTPEHHETO TPYAOBOIO
pacriopsiika IUKOJBI, rpapukamMd CMEHHOCTH, a /Ul paGOTHHKOB, Y KOTOPBIX PEXHM
paboyero BpEMEHH OTIHYACTCA OT OBIIEYCTAHOBJIEHHOr0 B  IIKOJE, —  TPYJAOBBIMH
JIOTOBOPaMH.

3.3. Ilpu mnojeHHOM ydere pabodero BpEMEHH MOACHET daxTuuecksr OTpabOTaHHBIX
pabOTHMKOM 4acoB MPOU3BOIUTCS €XKEAHEBHO.




3.4. Ilpu cyMMHPOBaHHOM y4eTe pabouero BpeMEHH IMOICYUET daxTryecku OTpabOTAHHBIX
paGOTHMKOM 4acoB 3a yYETHBII [epHO IPOM3BOIUTCS EXKEAHEBHO H HapacTAIOIIUM HTOrOM
CyMMapHO 3a y4eTHBIH MEPHO/IL.

3.5. CeepxypouHas paboTa MOUICKUT PErHCTpani B Tabene ydera paboyero BPEMEHH
B TOPSAJIKE, TPElyCMOTPEHHOM ITyHKTOM 4.9.3 TonoxxeHwus.

4. TlopsoK 3am0/iHeHus! Tadess yuera paGoyero BpeMeHH

4.1. Tabens ydera pabouero BpeMeHH (nanee — tabenp) BEJETCs MO yHUPUITPOBAHHOH
dopme T-13, yTBEpXIECHHOH MOCTAHOBJICHUEM Tockomcrara Poccun ot 05.01.2004 Ne 1,
Ha OyMa)>KHOM HOCHTEJIE.

42. Cpenenusi B Tabenqb BHOCATCS TOJNBKO HA OCHOBAHHH HaUIeKAUM  00pa3oM
o(OPMIIEHHBIX JIOKYMEHTOB, B 4aCTHOCTH: IpHKAsOB (o mpueme Ha paboTy, TNEpPEBOJE,
KOMaHIMpPOBKe, 00 OTITYCKE, 0 CBEpXYpOUHOil padoTe, 00 H3MEHECHHH amunum), JMCTKOB
HETPYIOCTIOCOOHOCTH, CIPABOK O BBIIOJIHEHIH rOCYJapCTBEHHBIX HJIM OOIIECTBEHHBIX
0053aHHOCTEH.

4.3. OTBeTCTBEHHbIH paboTHHK opMupyeT Tabeb B JIBa pasa B MECALL: 33 IIEPBYIO MOJIOBHHY
OTYETHOrO MEpPHOJIa ¥ UTOTOBBIH Tabenkb 3a BECh oTueTHbI nepuoj. OTYETHBIM MEPHOJIOM,
32 KOTOpBI TpezcTaBiseTcs: Tabenb, ABISCTCS OUH KaJIeHJapHbIi  MeCsIl ¢ MEpBOro
110 TIOCJIEIHEE YNUCIIO BKIIIOYHTENIBHO.

4.4. B rpape «Homep HOKyMEHTa» Tabesisi MPOCTaBIAETCS MOPSAKOBBIH HOMEp, HadHHad
C [IEPBOTO, UCTOJIB3YETCs CKBO3HAS HyMEpals.

45. Brpape «Jlara cocTaBleHHs» YKa3piBacTci Jlara dopmupoBanus  Tadess,
COOTBETCTBEHHO, 3 MEPBYIO MOJIOBHHY OTYETHOrO NMEPHO/a MK 3a BECh OTUYETHBIN MEPHOJL.

4.6. Brpape 1«Homep 110 NOPSIKY» Tabenss MCIOJB3YETCsl CKBO3Has Hymepalus,
MPOCTABJISIOTCS MOPSIIKOBBIC HOMEPA, HATHHAS C [IEpBOTO.

4.7. Brpade 2 «Damuinsi, HHUIUAIBL, HAOIDKHOCTD (crienmanbHOCTb, npodeccus)» Tadbens
IOCTPOYHO IEPEUHCIIAIOTCS paGoTHUKK B /I(paBUTHOM MOPAIKE (o mepBbIM  OyKBaM
damuuit). JlOWKHOCT, pabOTHHMKA YKa3bIBACTCA B CTPOTOM COOTBETCTBHH €O IITATHBIM
pacruCaHHeM IIKOJIBI.

4.8.Brpape 4 «OTMmeTKH O fBKaX W HEABKaxX Ha paboTy MO YHuclIaM Mecsa» Tadens
(nanee — rpapa Ne 4 TaGenst) OCYIICCTBIACTCAH e)KeJHEeBHBIH yueT pabouero BpeMEHH
Kak0ro paboTHHKAa C MPHMEHEHHEM YCIIOBHAIX GyKBEHHBIX ~0003HAUCHHUH (xon0B),
NPUBEJICHHBIX B YHU(HIMPOBAHHOH dopme T-12, yTBEpXKICHHOH MOCTAHOBJICHHEM
Fockomcrata Poccuu ot 05.01.2004 Ne 1. Eciu p yuuuimposantoi dopme T-12 s
DErHCTPHpPYEMBIX B Tabene CilydyaeB He IPEyCMOTPEHDI KOBI — MPUMEHSIIOTCS  KOJIBI,
yTBEepKIEHHBIE TIPHKA30M JMPEKTOPA IIKOJIBL.




4.9. Yyer pabouero BpeMEHH B rpade Ne 4 Tabenss NMpOU3BOAUTCA METOJIOM CIUIOIIHOM
perucTparuy SBOK U HESBOK:

4.9.1. B Bepxueit crpoke rpadsl Ne 4 tabenst POCTABIAETCS GyKBEHHBIH KOJI, @ B HIKHEH
cTpoke — (pakTHIECKH orpaboTaHHOE paOOTHHKOM BpEMs B yacax ¥ MUHyTax.

4.92. OTKIOHEHUS B BHJE HESBOK, y4eT KOTOPBIX BEICTCS B nusx (OTIYCK, AHH BPEMEHHOH
HETpYI0CIIOCOOHOCTH, cnyxeOHble ~ KOMaHIMpOBKH M MHBIE), OTpaxaroTcs  MyTeM
[POCTABJICHHs B BEPXHEH CTPOKE rpadur Ne 4 TaGenst OyKBEHHOTO KOJa, a HWIKHSIS CTPOKa
Ha3BaHHOM rpadybl OCTAETCs MyCTOH.

4.9.3. OTKIOHEHHs B BHIE CBEPXYPOUHBIX HacOB paGoTsl B Tabene MOA OTACHBHBIM
OyKBEHHBIM ~ KOJOM  HE PErMCTpHpYIOTCH, a yKa3pIBalOTCSl B pamMKax (aKTHUECKH
0TpaboTaHHOro PabOTHHKOM BPeMEHH 32 ACHb (cmeHy).

4.9.4. Tlpu Hanuuuy y pabOTHUKA OJHOTO K HECKOJIBKMX BHIOB OTKJIOHEHHMI B OJIMH JICHb
(HampuMep, CMEHa, YaCTHYHO TNPHXOJAMIAIC HA HOYHOE BpeMs, HIIH KOMAaH/IMPOBKa,
B [IEpHOJI KOTOPOi PabOTHHK 3aGone) B BepxHeii cTpoke rpadsl Ne 4 Tabest IPOCTABIAIOTCA
yepes 1podb B HEOOXOAMMOM KonuyecTBe OyKBEHHBIC KOJIBI, a B HIKHEH  CTPOKE
yka3piBaeTcst  (paKTHIECKH oTpaboTanHOe/HEOTPabOTaHHOE  BpEMs IO KaXIAOMY  KOIY
OTKJIOHEHHSL.

4.9.5. Bcnydae HesBKM pabOTHHMKA Ha paGoTy [0 yCTAHOBJICHHUS TOYHOM TIPHUMHBI €ro
OTCYTCTBHsI B BEPXHEH CTPOKE rpadsi Ne 4 Tabesist POCTaBIACTCA KOA «HH», HHKHSAA CTPOKA
ocraercs mycroit. Ko menpasisercs Ha BEpHBIH MOCJIE TOro, Kak paGOTHUK MPEJCTaBUT
JOKYMEHT O MpHYMHAX OTCYTCTBHA Ha pa6ore. IIpu NpeACTaBIEHUH TaKOIO JOKyMEHTa
nocie OGOpPMIIEHUS HTOrOBOrO Tabens 3a OTYETHBIM TMEpPHOJA M0 JTaHHOMY paboTHHKY
COCTARNAETCS KOPPEKTHPYIOLIHH TaOeIIb.

4.10. Cpenenust 0 paboTHMKAX — BHYTPEHHHX COBMECTHTENSIX OTpaXaloTcsi B Tabene Mol
pasHbIMH TabeIbHBIMU HOMCPAMH JIBAY/IBI: OTAEBHOH CTPOKOH — TIO OCHOBHO# paboTe
1 OTJIEJIBHOM CTPOKOM — I10 COBMECTHTE/IBCTBY.

4.11. PaGOTHHKHM, IPHHSTHIE B OTUYECTHOM IEPHOAE B CTPYKTYPHOC nojipas/jieieHue, To/uexar
o6s3aTeNbHOMY BKJIIOUEHHIO B Tabenb C JaTel Hadaja paGoThl. B sueiikax rpadpl
No 4 Ta6eJisi, KOTOpBIE HE 3arOJHSIKCh 10 prHeMa HOBOTO paGOTHHKA, CTABATCA MPOYCPKH.

4.12. PaGoTHHKM, TIEPEBEJCHHBIC B OTHCTHOM mepuoje B JIpyroe  CTPYKTYpHOC
To/ipasJeNieHue, MOMUIeKAT 06s3aTebHOMY BKJIIOUEHHIO B Tabenh 3TOro CTPYKTYPHOTO
rojipaszieienust  C laThl Havaja paGotsl BHem. Ilpm oTOM H3 tabenss CTPYKTYpPHOIO
1ojipasjie/ieHusi, 13 KOTOpOro paGOTHHUKH TEPEeBOJMIIMCE, OHHU UCKJIIOYAlOTCsl B MECHIE,
CIIEIyIOIIEM 32 OTYETHBIM IEPHOJIOM. CpesieHuss O paGOTHHKAX, NEPEBEICHHBIX B TEUCHHE
OTYETHOTO MEpHOJA BHYTPH CTPYKTYPHOTO MOJPasACICHUA Ha JAPYTYIO JIOJKHOCTE (B TOM
ypcie BpPEMEHHO), OTpaXKaroTCs B Tabese BB — TO [EPBOHAYAIBHON M T10 HOBOI




nomkHoCTH. B siueiikax rpappr  Ne 4 tabens  CTPYKTYpPHOrO nojpasaeneHusi, KOTOPbIC
He 3arOJHSJIMCH B CBSI3M € NIEPEBOJIOM PabOTHHKOB, CTABSATCS MPOCPKH.

4.13. B sueiikax rpadsr Ne 4 Tabens nocie aAHs yBOJIBHCHHA pabOTHHKA U3 IIKOJIBI CTABSTCA
MpouepKy /10 OKOHYAHMs OTYETHOro MEepHoJa. B mecsue, chneayoumeMm 32 OTYETHBIM
TepHOIOM, YBOJICHHBIH PaOOTHHK HCKIIIOYACTCA U3 Tabens.

4.14. Tlociie OKOHYAHUS TIEPBOH MOJIOBHHBI OTYETHOTO IEPHO/A, a 3aTEM MOCIC OKOHYAHUS
BCEro OTYETHOTO IepHoja JO Iepefaud Tabeias B LEHTPAIH3OBAHHYIO OyXrajaTepuio
B rpapax 5 u 7 «OTpaboTaHO 3a NOJIOBHHY Mecsa/mecsany Tabens B BEPXHUX CTpOKax
MPOCTABJIAETCA KOJNMYECTBO OTPabOTAaHHBIX paGOTHUKOM JHEH, B HIKHMX CTPOKaX —
KOJIMYECTBO OTpabOTaHHBIX pPAOOTHUKOM YacoB. Jlaunple rpadpl 3anoHAKTCA IPH
COCTABJIEHHH KOPPEKTHpyoIero Tabest, Tabeis Ha yBOIBHSIOMEroCs paboTHHKA.

4.15. BueceHue WCIpaBJIEHHN M JONOJIHEHHH B Tabesb He Jonyckaercs. B ciyuae
HEeoOXOMMOCTH BHECEHHs H3MEHCHHUH (IOTIOIHEHUH) B CIAHHBIH Tabenp COCTaBJISIETCS
VHIMBH/yaTbHBIH KOPPEKTHPYIOLIMHA TadeNb M0 KOHKPETHOMY pabOTHHKY.

4.16. Tabenb 3aBepsIOT CBOMMH IOJANHCAMH OTBeTCTBEHHBINH pabOTHUK, AUPEKTOP MIKOJIbI,
CHELMAIUCT IO KaJlpaMm.

4.17. Tabenp Ha OyMa)KHOM HOCHTENE MEpEIacTCA OTBETCTBEHHBIM pPaOOTHHKOM B
LEHTPATN30BAHHYIO OyXTaJITEPUIO B CIIEYIONIME CPOKH:

e 3aTMepBYIO IMOJIOBHHY Mecsa— HE MO3HEE 10:00 mepBoro pabo4ero aHs mocie
15-ro yKciIa OTYETHOIO IIEPUOAA;

e 3aBech KaseHjapHsii mecs — He nosaxee 10:00 mepsoro paGodyero JHs [ocie
[TOCJICHEr0 JHS OTYETHOrO Mepuoja.

4.18. Jlnst CBOEBPEMEHHOI'0 pacuera 3apa0OTHON IIaThl YBOJILHSIOIIErOCH paboTHHKA
HA Hero 3amoNHSeTCs OTHENbHBIA Tabenb ¢ 1-ro ymMcna TEKywero mecsna o MOCIEIHUH
paGounii JieHb (BKIIOYMTEIBHO). Tabenp Ha yBOJIBHSIOUIErocss pabOTHHKA MeEpenacTes
B IIEHTPAIM30BaHHYIO OyXraJTepuio HE M03/HEe 15:00 paGouero [aHs, MPEAIIECTBYIOLICIO
JIHIO YBOJIbHEHHSL.

4.19. Tlpu coCTaBIEHUH KOPPEKTHPYIOIIEro tabenst P YBOJIbHEHHH DPabOTHHKA OIHAM
nueM Tabenp Ha pabOTHHKA TEpeaacTesi B HEHTPATN30BAHHYIO GyXrajiTepuio B TEUCHHE
OJIHOTO Yaca CIelHaIkCTOM 110 KaapaM.

420. O6umii cpok XpaHenus Tabenedl B OyXraiTepuu — MHATH JICT. Tabenu 1o ydery
paGouero BpeMeHH pPabOTHHKOB, 3aHATHIX BO BPCIAHBIX M (uy) OMacHBIX YCIOBHAX TPY/a,
XpaHaTcs 75 JIeT, €Cld IeJONpPOM3BOACTBO IO HUM sakonueno no 1 susaps 2003 rona,
1 50 JIeT, eciiM OHO 3aKOHYEHO IOCIE ITOH JaThL. Cpok XpaHeHus: ucuucnsercs ¢ 1 sHpaps
roJia, CIIEYIONIEr0 3a FOJI0M, B KOTOPOM O(opMIIICs Tabens.




