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Honoxenune
006 yuyere paGouero BpemMeHu

1. O6mme nosoKeHust

[ 1. Hacrosmee nonoxenne o TabenbHOM yuere pabodero Bpemen (najnee — ITonosxenue)
paspabotano B coorsercTBur ¢ Tpynosbim Komekcom PD u siBjisieTcs: TOKaIbHBIM HOPMAaTHBHbBIM
axrom MbOY «Illkona-can um. Kypbanosa C.J1» ¢.H.Jlxanran (nasee — LIKOJIa),
PErTAMEHTHPYIOLIUM TOPSIZIOK yueTa pabouero BpeMeHu pabOTHUKOB IIKOJIbL.

| 2 Tlonoxenne BCTYMaeT B CHILy C MOMEHTA €ro YTBEPIKIEHHS IPUKA30M JUPEKTOPA LIKOJIbI
11 ICHCTBYET 10 BBEIGHHSI HOBOTO TTOJIOKEHMUS.

Urecenne nsmenenni B [lonoxenne npoM3BOANTCS HA OCHOBAHMH MPHKA3a JUPEKTOpA LIKOJIbI.
2. OTBeTcTBeHHDII 32 TA0CABHBIA yueT paGouero BpemMeHu
2.1 Jlna penienus TabenbHOTO y4ueTa pabodero BpeMeHH B KaKIOM CTPYKTYPHOM NoApa3AeIeHu
HIKOIBI IPUKA30M AMPEKTOPA IIKOJIbl HA3HAYAETCS OTBETCTBEHHOE JIMLO (f1aee — OTBETCTBEHHBbII
P2OOTHHMK), KOTOPOE HECeT OTBETCTBEHHOCTD 32 IOCTOBEPHOCTb CBEIEHMI, OTpake€HHbIX B Tabee,

4 CBOCBPEMEHHYIO cllady Tabessl B eHTPATN30BAHHYIO OyXTaITepHIo.

2.2 ObssannocTy OTBETCTBEHHOTO pabOTHHKA 110 BEAEHHIO TaOEIbHOIO y4era pabo4ero BpeMeHu
ONPEACHIAIOTCS NOJKHOCTHOH MHCTPYKIMEH, SIBAAIOMENHCS NPHIIOKEHHEM K €ro TPYI0BOMY JIOTOBODY.

Q0515aHHOCTH N0 BeIGHNIO TabeILHOTO yueTa paboUero BpeMeHu MOTYT ObITh BO3JIOKEHDI
11a (BeTeTBEHHOTO pabOTHHKA B MOPS/IKE COBMEILEHHS OJKHOCTEl ¢ yudeTom crarei 60.2, 151
I pynosoro konekca PO,

1 omxHOCTHBIE 00513aHHOCTH OTBETCTBEHHOrO PAGOTHHIKA BXOUT:

| KOHTPOIIL CBOCBPEMEHHOCTH SBKH PAGOTHHKOB CTPYKTYPHOTO NOAPa3aeNeH s Ha paboty
/14 ¢ paboTeL, X (aKTHYECKOTO BpeMeHHU MpebblBaHus Ha paboueM MecTe B pabouee Bpems
C HEBCUICHNEM PYKOBOAUTEJIA noapasnaesieHusl O HesIBKax, OIO3aHUsIX, NPEXKAEBPEMEHHBIX yXomax.

232 KOHTPOsIb CBOEBPEMEHHOCTH MPE/ICTABEHHS PAGOTHUKAMH JAOKYMEHTOB, MOATBEPIKIAFOLINX
YHRITEIRHBIC NPUYHHBI MX OTCYTCTBUSI HA paboyem MecTe (JIMCTKOB HETPYAOCIOCOGHOCTH,
‘1BIICHII HA OTITYCK M MHBIX IOKYMEHTOB).

Benenne TabenbHOro yuera paGodero BpemMenu paGOTHUKOB 1 CBOEBPEMEHHOCTD
npencrapnenns Tabens B LeHTPATM30BAHHYO Oyxranrepuro.



2.3.4. CBoeBpeMeHHOE BHECEHHUE B Tabesb yuera pabodero BpeMeH! U3MEHEHUH, B TOM YHCIIe
CBSI3aHHBIX C IPUEMOM, TIEPEBOJIOM, YBOJIbHEHHUEM PAOOTHUKOB CTPYKTYPHOTO TIO/Ipa3/IeICHHS.

2.4. Ilpu ocymectBieHuH TabenbHOro yuera OTBETCTBEHHbIM paOOTHUK PyKOBOJACTBYETCS TpyaoBbIM
KozekcoM P®, Yka3aHusAMU MO MPUMEHEHUIO U 3aII0JIHEHUIO (POPM MEPBUYHON YUETHON
JIOKYMEHTALUH 110 YUYETy TPYZa U €ro OIIaThl, yTBEP)KACHHBIMU [TIOCTaHOBICHHEM ['ockoMcTaTa
Poccun ot 05.01.2004 Ne 1, [IpaBuiaMu BHYTPEHHETO TPYAOBOTO pacnopsaka LlenTpa, cMeHHbIMU
rpadukamu paboTsl, HacToAMM [TonoxkeHneM, TOKHOCTHON HHCTPYKIMEH, a TaKkKe JPyTUMU
JOKYMEHTaMH, HeOOXOAMMBIMHU JJ11 KOPPEKTHOTO U CBOEBPEMEHHOTO yueTa pabouero BpeMeHH
PaOOTHHUKOB.

2.5. B ciryuae BpeMeHHOTO OTCYTCTBHS OTBETCTBEHHOTO PA0OTHUKA €ro 005S3aHHOCTH BO3JIATal0TCS
Ha JIPyroro paboTHUKA MPUKA30M AUPEKTOPA IIKOJIBI.

2.6. PaboTHUKH, TpYI0BBIE O0S3aHHOCTH KOTOPBIX CBSI3aHBI C YU4ETOM pabodero BpeMeH! pabOTHUKOB
IIKOJIBI, TOJDKHBI OBITH O3HAKOMJIICHBI ¢ [1oJ105keHneM 10T TIO/IITUCH.

3. Buabl yuyera padouero BpeMeHu

3.1. B mikosne npuMeHsieTcs MOACHHBINA WK CyMMHPOBAHHBIN yueT paboyero BpeMeHu —
B 3aBHCUMOCTH OT YCTAHOBJIEHHOT'O paOOTHUKY pexuMa pabo4yero BpeMEHU U BPEMEHHU OT/IbIXa.

3.2. [IpumeHeHre CYMMUPOBAHHOTO y4eTa pabo4ero BpeMeHH, pekuma pabodero BpeMeH! U BpeMEHU
OT/JbIXa PAOOTHUKOB LIKOJIBI onpenensercs [IpaBuinaMu BHYTpEHHET0 TPYJ0BOTO paclopsIKa IIKOJIbI,
rpaduKaMu CMEHHOCTH, a JiJIsl paOOTHHUKOB, Y KOTOPBIX PEKHUM pad0Yero BpEMEHU OTIMYACTCS

0T 00I11€yCTaHOBJIEHHOI'O B ILIKOJIE, — TPYAOBBIMHU JI0TOBOPaMH.

3.3. IIpu nogeHHOM ydere pabouero BpeMeHH MojAcUeT (aKTHUECKH OTPaOOTaHHBIX PAOOTHUKOM
YacOB MPOU3BOUTCS €KEIHEBHO.

3.4. IIpu cyMMupOBaHHOM y4eTe pabodero BpeMeHH MojAcyeT (PakTUYeCKU 0TpabOTaHHBIX
PpabOTHHUKOM YacoOB 3a YUETHBIH MEPHOJI IPOU3BOIUTCS €KETHEBHO M HAPACTAIOIIUM UTOTOM
CYMMapHO 3a y4eTHBIH MepHOJ.

3.5. CepxypouHas paboTa MOJICKUT pEerucTpalfu B Tadene yuera paboyero BpeMeH! B MOPAJIKE,
npexycMoTpeHHOM yHKTOM 4.9.3 TonoxkeHus.

4. TIlopsiok 3anmo/iHeHUs Tabe s yueTa padouero BpeMeHn

4.1. TabGenp yuera pabouero BpeMeHu (nanee — tabelnb) Benercs mo yHuduuposanHoit Gpopme T-13,
yTBEepXKJIeHHOH mocTanoBineHneM ['ockomcrata Poccnn ot 05.01.2004 Ne 1, Ha OymMa)kHOM HOCHTEIE.

4.2. Cenenusi B Tab€IIh BHOCSTCS TOJIBKO Ha OCHOBAHWH HAJUICKAIUM 00pa3oM 0QpOpMIICHHBIX
JOKyMEHTOB, B YaCTHOCTH: NPHKa30B (0 mpueme Ha padoTy, MepeBoJie, KOMaHAUPOBKE, 00 OTITYCKE,
0 CBEPXYPOUHOI paboTe, 00 M3MEHEHNH (aMHJIHHK), TUCTKOB HETPYIOCIIOCOOHOCTH, CIIPaBOK

O BBINOJIHEHUH TOCYIapCTBEHHBIX WM OOIIECTBEHHBIX 00sS3aHHOCTEH.

4.3. OTBETCTBEHHBIN paOOTHUK (POpMHPYET Tabelb B JiBa pa3a B MECAIL: 3a MEPBYIO MMOJIOBHHY
OTUYETHOTO MEePHOJIa ¥ UTOTOBBIN TaOeNb 32 BeCh OTYETHBIN Nepruoa. OTYETHBIM MEPUOJIOM,

3a KOTOpPbIi npeacTapisiercs Tabesb, SIBISETCA OJIMH KaJeHAapHbIA MECSI] C IEPBOTO MO MOCIeIHEE
YKCJIO BKIIFOUUTEINBHO.

4.4. B rpade «Homep mokymeHTa» Tabesns MpoCTaBisieTCsl MOPSIKOBBIA HOMEp, HauYMuHast ¢ TIepBOro,
UCIIONIb3YEeTCsl CKBO3HAsk HyMepalusl.



4.5. B rpage «Jlata coctaBieHus» yKka3blBaeTcs qata (opMUpOBaHUs Tabemst, COOTBETCTBEHHO,
3a MepBYIO MOJIOBUHY OTYETHOTO MEPUO/Ia WM 32 BECh OTYETHBIN IEPHO/I.

4.6. B rpade 1 «Homep no nopsaky» tabesnst HCIOIb3YyEeTCsl CKBO3HASI HyMepallys, IPOCTaBISIOTCS
MOPSIIKOBBIE HOMEpA, HAUWHASI C TIEPBOTO.

4.7. B rpade 2 «Damuiiusi, MHUIHAIIBI, TOJDKHOCTH (CIEHUATBHOCTD, POdeccusi)» Tabels IOCTPOUHO
HePEUUCIISIFOTCS pAOOTHUKY B anaBUTHOM mopsiake (1o mepBbiM OykBam GaMuinii). JJoKHOCTD
pa6OTHI/IKa YKa3bIBACTCA B CTPOrOM COOTBCTCTBHU CO IITATHBIM PaClIMCAHHUEM IHIKOJIbI.

4.8. B rpade 4 «OTMETKH 0 sIBKaX U HesIBKax Ha paboTy 1o duciam Mecsia» tadens (magee — rpada
Ne 4 tabenst) OCyIIECTBIISIETCS] ©KEHEBHBIN yUeT pabouero BpeMEHH KaXKI0r0 pabOTHUKA

C MPUMEHEHUEM YCIIOBHBIX OYKBEHHBIX 0003HAYCHUH (KOIOB), MPUBEACHHBIX B YHH(DHUITUPOBAHHON
dopme T-12, yrBepxkaenHoi nocranosienueM ['ockomcrara Poccun ot 05.01.2004 Ne 1. Ecnn

B yHU(UIMpoBaHHoH hopme T-12 mys peructpupyeMbix B Tabesne cirydaeB He MPEAyCMOTPEHBI
KOJbl — TPUMEHSIOTCS KOJIbI, YTBEPIKICHHBIC MPUKA30M JUPEKTOPA IITKOJIBI.

4.9. Yuer pabouero Bpemenu B rpade Ne 4 Taberst mpou3BOAUTCS METOJIOM CILIONIHON PEeruCTpariu
SIBOK U HESBOK:

4.9.1. B BepxHeii ctpoke rpadsr Ne 4 tabens nmpocTaBisieTcst OyKBEHHBIH KO/, @ B HUKHEH CTpoKe —
¢dakTryecku orpaboTaHHOE paOOTHUKOM BpEMsI B Uacax U MUHYTax.

4.9.2. OTKIIOHEHUS B BUJIC HESIBOK, y4ET KOTOPBIX BEETCs B AHAX (OTIYCK, ITHU BPEMEHHON
HETPYA0CIIOCOOHOCTH, CIYKEOHbIC KOMAHAUPOBKU M UHBIC), OTPAKAOTCS IIyTEM IPOCTABICHUS
B BepxHel cTpoke rpagbl Ne 4 Tabesnst OyKBEHHOIO KO/a, @ HUKHAS CTPOKA Ha3BaHHOM rpadsl
OCTaeTCs IMyCTOM.

4.9.3. OTKIIOHEHHUS B BHJIE CBEPXYPOUYHBIX 4acOB pabOTHI B TaOese MO OTACITbHBIM OyKBEHHBIM KOJIOM
HE PEerUCTPUPYIOTCSA, a YKAa3bIBAIOTCS B paMKax (paKTUYECKU 0TpabOTaHHOTO paOOTHHUKOM BPEMEHHU 32
JeHb (CMeHy).

4.9.4. Tlpn Hanuuu# y pabOTHUKA OJTHOTO WJIM HECKOJIBKUX BUOB OTKJIOHEHUH B OJIMH JIEHb
(HampuMep, CMeHa, YaCTUYHO MPUXO/SAIIASACS Ha HOYHOE BPEMsl, MIIH KOMaHIMPOBKA, B IEPUO/T
KOTOpPO# paboTHHK 3a0oien) B BepxHeil cTpoke rpadbr Ne 4 Taberst IpoCTaBIsOTCs yepe3 Jpodb B
HEOOXOIMMOM KOJINYeCTBE OyKBEHHBIE KOJIBI, @ B HU)KHEH CTPOKE yKa3bIBaeTCs (PaKTHUYECKH
oTpaboTaHHOE/HEOTPaOOTAHHOE BPEMs 110 KaXKJOMY KOy OTKJIOHCHHS.

4.9.5. B cyyae HesBKM paOOTHHKA HAa pabOTy 710 yCTaHOBJICHUSI TOYHON MPUYHHBI €r0 OTCYTCTBUS

B BepxHe# cTpoke rpadsl Ne 4 tabens npocrasisieTcst kog « HH», HuxkHsAS cTpoka ocTaeTcst mycToi.
Kox ucnpassiercs Ha BepHBIH TOCTIE TOTO, Kak pabOTHHUK MPEICTaBUT TOKYMEHT O MPUYMHAX
OTCYTCTBHS Ha paboTe. [Ipu mpeacTaBiIeHN TaKOTO JOKYMEHTA Mocie opOpMIIEHHUSI UTOTOBOTO Ta0est
32 OTYETHBIN MMEPUO/] 0 JAHHOMY PaOOTHUKY COCTABIISIETCS KOPPEKTUPYIOIMIUN TaOeIb.

4.10. CBeneHust 0 pabOTHUKAX — BHYTPEHHUX COBMECTHTEISIX OTPAXKAIOTCs B Tabese Mo/ Pa3HbIMU
TabeNbHBIMI HOMEPAMHU JIBAX/IbI: OTAEIbHOIN CTPOKOW — [0 OCHOBHOM paboTe U OTJENIbHOMI
CTPOKOH — 110 COBMECTUTENBCTBY.

4.11. PaGOTHHKY, IPUHITHIC B OTYETHOM MEPHOJIEC B CTPYKTYPHOE MOApA3ACIICHNE, MOAJIekKAT
00s13aTeIbHOMY BKJIFOUEHHIO B TaOelb ¢ AaThl Hauaia paboTel. B siuelikax rpador Ne 4 TaGens,
KOTOpBIE HE 3aNOJTHSITUCH JI0 TpreMa HOBOTO PaOOTHUKA, CTABSATCS MPOUYCPKH.

4.12. PaOOTHHKH, ITEPEBEICHHBIC B OTYCTHOM IIEPHOJIC B APYroe CTPYKTYPHOE TOIpa3ieiicHue,
noJyIexar 00s3aTeIbHOMY BKJIIOUEHHIO B Ta0eNb 3TOT0 CTPYKTYPHOTO MOApa3AeeHHs ¢ 1aThl Hayana
paboTel B HeM. [Ipu 3TOM U3 Tabesns CTPyKTypHOTO MOApPa3AeiaeH s, U3 KOTOPOTO pabOTHUKH
NEPEBOJWINCH, OHU UCKIIIOYAOTCS B MECSILIE, CIEIYIOLIEM 3a OTYETHBIM Nepuo oM. CBeeHus

0 pabOTHHUKAX, NEPEBEACHHBIX B TEYEHNUE OTYETHOTO MIEPUOJia BHYTPU CTPYKTYPHOT'O MOIPA3IEIEHUs



Ha JIPYTYIO JTOJDKHOCTH (B TOM YHCIIC BPEMEHHO), OTPaXKatOTCs B TaOese IBaX Ibl —
10 TICPBOHAYATIBLHOM | 10 HOBOM JODKHOCTHU. B stuetikax rpadur Ne 4 TaGenst CTpyKTYpHOTO
noipa3ielieH s, KOTOPbIE HE 3aOTHSUIUCH B CBSI3H C MIEPEBOIOM PAOOTHUKOB, CTABSTCS MIPOUYECPKH.

4.13. B siueiikax rpagsr Ne 4 Tabens mociie AHS yBOJIbHEHUS! paOOTHHUKA U3 IIKOJIBI CTABATCS MPOUYEPKH
JI0 OKOHYaHUs OTYETHOTO nepuoja. B Mecsie, cienyromem 3a OTYETHBIM NIEPUOI0M, YBOJIEHHBIH
pabOTHUK UCKIIIOYAETCs U3 Tades.

4.14. Tlocne OKOHYaHHMS TIEPBOM MOJIOBUHBI OTYETHOTO MEPUOA, a 3aTEM HOCIIC OKOHYAHUS BCETO
OTYETHOTO MEePUOo/Ia 0 Mepenadr Tadess B EHTPATM30BaHHYI0 OyXranTepuio B rpadax

5 u 7 «OTpaboTaHo 3a MOJOBHHY Mecsia/Mecsiy Tabelsi B BepXHUX CTPOKAX MPOCTABIISCTCS
KOJINYECTBO OTPAOOTAHHBIX pAOOTHUKOM JHEH, B HUHKHUX CTPOKAX — KOJUYECTBO OTPaOOTaHHBIX
paboTHUKOM 4yacoB. JlaHHBIE Tpadbl 3aMOTHIIOTCS IPH COCTABICHUN KOPPEKTHPYIOIIETro Tades,
Tabesst Ha YBOJIBHAIOLIETOCS Pa0OTHUKA.

4.15. BHeceHue UCTIPaBIICHUN U TOTIOJHEHUH B Ta0enb He Jomyckaercs. B ciiyyae He00X01uMOCTH
BHECEHHSI M3MEHEHUI (OMOTHEHHU#T) B CIaHHBIN TabesIb COCTABISCTCS MHIANBUIYATbHBIH
KOPPEKTHPYIONINI Tabesb 10 KOHKPETHOMY PaOOTHHKY.

4.16. Tabens 3aBepstOT CBOMMH MOAMHCIME OTBETCTBEHHBIN paOOTHUK, JUPEKTOP LIEHTPA,
CHEIHMAIUCT 10 KaapaM.

4.17. TaGens Ha OyMakHOM HOcHTene nepeaaercss OTBETCTBEHHBIM PaOOTHUKOM B
LEHTPAJIM30BaHHYI0 OyXTIaJTepHIO B CIEIYIOIIUE CPOKH:

e 3a mepBYlo MooBUHY Mecsa — He nmo3nHee 10:00 nepBoro padouero aus nocie 15-ro
9HClia OTYSTHOTO TIEPHO/A;

e 3a Bech KaleHJapHbIi Mecsal — He no3aHee 10:00 nepBoro pabouero 1Hs MOCie MOCIETHETO
JTHSI OTYETHOTO TIEPHO/Ia.

4.18. 111 CBOEBPEMEHHOTO pacyeTa 3apadOTHOM IUIaThl YBOJBHSIOMIETOCS pa0OTHUKA HA HETO
3aIoITHAETCS OT/IENBHBIN Tabesb ¢ 1-T0 yrcia TeKyIero Mecsua 1o MOoCIeHIA padouuii 1eHb
(BkiTrOUMTEBHO). Tabeb Ha YBONBHSIOIIETOCS PAaOOTHHKA TIePeIaeTCsl B IICHTPATU30BaAHHYTO
oyxranteputo He o3aHee 15:00 pabodero qHs, MPEAMIECTBYIOMIETO THIO YBOJILHEHUS.

4.19. Tlpu cocTaBneHHH KOPPEKTUPYIOIIETo TaOess IPH YBOJIbHEHHH PAa0OOTHUKA OJHUM JHEM TaOelb
Ha paOOTHHKA NEPeAAeTCs B LIEHTPAIM30BaHHYIO OyXTalTEepHIO B TEUEHHE O/IHOTO Yaca CIelUalIuCTOM
0 KaJipam.

4.20. O6mmii cpok XpaHEeHUs Tabelel B IKoJe— IATh JeT. Tabenu 1o ydery pabodero BpeMeH!
pabOTHUKOB, 3aHATHIX BO BPEIHBIX U (MJIM) OMACHBIX YCIOBHSX TPY/a, XpaHATCS 75 JIeT, eciu
JIEJIONIPOU3BOJICTBO M0 HUM 3akoHdYeHO 710 1 ssaBaps 2003 roga, u 50 e, eciim 0HO 3aKOHYEHO TTOCIIe
9TOM aaThl. CPOK XpaHEHUsI HCUUCIETCS ¢ 1 THBaps To/1a, CIEAYIOIIEro 3a TOI0M, B KOTOPOM
odopmITAIICS TaOEIb.



