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COI'TACOBAHO
OSunim cobpanuenm paboTHHKOB
MBOYV « lManapckas COUI »

(nmporokon ot 09.01.2025 Ne 1) Nparas NeB3/ ot 09.01.2025 ¢

Mosomenne
00 yuere padouero BpeMeni

1. Odutie noaowenns

1.1, Hacrosuiee nonokenne o radensHOM yuaere padoyero Bpemenit (nance — [lonoxenue)
paspaborano B coorercTBui ¢ Tpyaospim Kozekcom PO it ABAseTes 10KATBHBIM
HopMaTHBHBIM akToM MBOY « [Tazapekas COLL » {(1anee — mxona), PETJIAMCHTHPY IOLLHM
NOPsIoK yieTa paboyero BpeMeHi PadOTHHKOB 1IKOMbI,

1.2. TlonioseHue BCTYnaeT B CITY ¢ MOMEHTA €r0 Y TBEPAICHHS IPHKAIOM JHPEKTOPA HIKOJIbI
i1 IeHiCTBYCT 10 BBRACHHS HOBOTO ITOI0MKEHIH.

[.3. Buecenne wimenennii n HNonomenne APOH3IBOJHTCS HA OCHOBaHHN IIpHEA3a JAUPEKTOPa
HIKOJS],

2. Orsercraennniin 3a Tabeabubiil yaer pabouero Bpevenn

2.1. Jing Benenun 1a0enbHOTO yueTa palouero BPeMeHN B KaxI0M CTPYKTYPHOM
NIOAPALACICHHE WIKOLL APHKAZOM THPEKTOPA 1IKO/IBI HA3HAYACTCR OTBETCTBEHHOS MO
(patee — OTBETCTREHHBIH PabOTHIK ), KOTOPOC HECET OTRETCTEEHHOCTD 34 JOCTOREPHOCTL
CBCACHHI. OTPAKEHHBIN B Tabese. Il 34 CBOCBPEMEHHY K0 C1aTy Tabens B IeHTPATH30BAHHY O
Oyxranrepiio,



2.2, ObssannocTt OTBeTCTBEHHONO PaGOTHIKA 110 BEACHIEO Tabe1bHOTO yueTa pabouero
BPCMCHE ONPLALIIOTCH A0/NKHOCTHON HHCTPYKIUMEIT, ABNSIOmeiics NPHAGKEHIHEM K €10
TPYAOBOMY A0roBopy. O0R3aHHOCTH N0 BEACHIIO TABeNLHOIO yyeTa paboUuero BpeMeH
MOTYT ObITh BO30KCHB HA OTBETCTBEHHOrO pabOTHIKA B NOPAJIKE COBMEIICHHS
A0JEKHOCTEH ¢ yuetom crateii 60.2. 151 Tpyaororo koackea PO,

2.3. B poakuocTibie o0n3anHocTH OTBETCTBEHHOrO paboTHIKA BXOINT:

2.3.1. KoHTPOo/Ib CBOEBPEMEHHOCTH SBKH PaBOTHIKOR CTPYKTYPHOIO [10APA3IeICHIs

Ha padoTy M ¥Xoaa ¢ paboTeL HX PaKTHYECKOrD BpeMeHn npedpiBains Ha pabouem MecTe
B pabodce BpeMs © H3BEIICHHEM PYKOBOINTEIA MOAPA3ICACHIA O HeABKAX, ONOIAAHMAX,
NpeHAeBPEeMEeHHBIX YXOAAX.

2.3.2. KoHTpO/ib CBOCBPEMENHOCTI IIPEACTARICHUA PAGOTHHKAMH JOKYMEHTOR,
NOATBEPIKAAIOUIHX YBAKHTE/LHBIC TPHYHHE! HX OTCYTCTBHA HA paloyeM MeCTe (HCTKOB
HETPYA0CNOCOOHOCTH, 3aSBNCHIEI 112 OTNYCK H HHBIX Z0KYMCHTOB),

2.3.3. Beaenue tabenbHoro yuera padodero BpeMeH paloTHHKOB I CBOCBPEMEHHOCTS
NPEACTABACHUA Tabens B UeHTPAINZ0BAHKY KO Oy XIaTTe pHIo.

2.3.4. Crocspemennoe BHecenye B Tabelb Y4era paboyero BpEMCHH #3MCHCHHIL, B TOM
HHCIe CBA3AHHLIX C NPHEMOM, NCPEBOIOM, YBOIBHRHHEM PabOTHHKOB CTPYKTYPHOIO
NOAPASICTCHHA.

2.4, Tlpwn ocywmecrsneHnn TabenbHoro yuera Orpercrsernslii paGoTHiK pyKOBOACTBYCTCA
Tpynosev kogexkcom Pd. Vrasaunami no npHMEHEHIO 1t 3a00MHCHIIO GOPM NEPBHYHOIN
YUETHOI A0KYMEHTAIHH MO YHETY TPY.Ad B €10 OIIAThL, Y TBePIKASHHBIMH

nocragosternem NNockomerara Poccnn o1 05.01.2004 No 1, [papiiaMu BEYTPEHHETO
Tpyaosoro pacropanka Llenrpa, emerusinvm rpaduxamn paboret, nacrosumn [Tonoxenuem,
JNORHOCTHON MHCTPYKUHEIL, @ TaKike APYTHMI JOKYMEHTaM, HeoOX0MMBIMY 1115
KOPPEKTHOIO M CEOSBPEMEHHOIO Vyera padoyero BpeMen paboTHHKOB.

2.5. B ciyyae spemennoro oreyTersinsg OrsercTaeHHor0 paloTHIEA €ro 0083aHHOCTH
BOANATAIOTCH HA JIPYION0 pAbOTHIEA TPHKA30M AUPEKTOPA ILKOIEL.

2.6. PaGoTanxi, TpyA0ssIe 00A30HHOCTH KOTOPBIX CBA3AHB] ¢ YUSTOM padoyero speMeHi
PabOTHAKOB HIKO/BI, AOIKHBL OBITH 03HaKOMIeHE! ¢ [lo/IoMenneM Noa HoUIHChH.

3. Buawr yuera padovero spemMenn

3.1. B wxone npuMeHAeTcs NOACHHBI IWIH CYMMIPOBAHHLIH YUeT padodero BpeMend —
B 3aBHCHMOCTH OT YCTAHOBACHHOTO PaloTHHKY peskuMma palodero BPEMEHH 0 BPEMCHH
OT/IBIXA.

3.2, TpumeneHne CyMMIPOBAHHOIO YHETa Pabodero BPpeMeHH, PEKIMa paboHero BpeMeHN
¥ BPCMCHH OT/bIXA PADOTHIKOR MIKOAL! onpelendercs [Ipasuaavn BHYTPEHHETO TPY,A0BOrO
PACTIOPAAKA WIKOJbL, TpapiEAMH CMEHHOCTH, @ Ui PaGOTHHKOB, ¥ KOTOPBIX PekHM

PaboYero BPEMEHH OTANYACTCH OT 00MICYCTAHORBIEHHOIO B IIKOIE, — TPY.AOBbIMI
JOTOBOPAMIL.

3.3. lpn noacnsoM yuere pabouero BpeMeHi noacyer (pakTHyIcCKH OTPaboTaHHLIX
PaGOTHHKOM Ya2COB MPOH3BOANTCH CHKETHCBHO,



3.4. Ilpn cyMMHPOBAHHOM Y4eTe paGouero speMenH NoacueT paxTiyeck oTpaboTannbix
PabOTHHKOM YaCOB 32 YHETHBII NEPHO/L IPOH3BOAUTCE eKEHEBHO H HAPACTAIOLINM HTOFOM
CYMMAPHO 38 YHCTHBIN MepHo.

3.5. Ceepxypounas padoTa NOANSHKNT perucTpaunn B Tabee yuera pabouero BpemMenn
B MOpAIKe, NpeayeMoTpeHHOM nyHKETOM 4,9.3 [Tonoxenus.

4. Hopsiaok sanoanenus rabeas yuera padouero spemenn

4.1. Tadenb yuera paboyero speMcnu (1anee — 1adeas) BeACTCH 10 Y HHHUHPOBAHH O
tpopme T-13. yreepiciennoit nocranorneniem [ockomerara Pocein ot 05.01.2004 No 1.
Ha Gy MaKHOM HOCHTENC,

4.2. Cpenenns B 1abeb BHOCATCS TONBKO HA OCHOBAHKI HA/LICHKALIIM obpalom
O(POPMICHHEIX IOKYMEHTOB, B YACTHOCTH: NPHKA30B (0 MpHeMe Ha pabory, neperoae,
KOMHIMPOBKE. 00 OTIYCKE, 0 CBEPXYPOUHON padoTe, 00 HIMEHEHHH DaMIIHA), IHCTKOB
HETPYAOCTIOCOOHOCTH, CIPABOK O BRINOIHCHHI TOCYIaPCTBEHHEIX HIIH 0OIIECT BEHHBIX
obgsanHoCTei,

4.3. Orpercrpennbiil paboTHk Gopyupyer tabenn & 1pa Paza B MeCHIL 34 ICPBYIO NOJIOBHHY
OTHETHOTO NCPHOAA I HTOTOBBIT TA0RIL 32 BECh OTUCTHLIN HepHOL. OTYCTHEIM NEPHOIOM,

34 KOTOpHIil nipescTaaseTes Tadedh, SBIACTCA OTHH KAICHIAPHBIT MeCAL ¢ TIEPBOro

110 TOC/IEAHEE HHCIO BEIOYH TCALHO,

4.4. B rpade «Homep noxymentan 1afens npocTanisiercs NOPAAKOBLIT HOMED, HauNHAA
C [IEPBOIO, HCTIONBIYETCA CKBOHAS HYMEPALIA.

4.5. B rpaje «/lata coctaBiennay ykassinaeTcea nara popMiposanus tabens.
COOTBETCTREHHO, 32 [CPBYIO NOIOBHHY OTYCTHOIO NEPHOAA HIH 38 BECh OTYETHBII IICPHOJL

+.6. B rpage 1 «Homep no nopsiaky» radens HCnoasayeTca cKBo3Has HYMEpals,
NMPOCTABAAIOTCSA MOPAIKOBEIC HOMEPA, HAYHHAR € MEPBOTO.

4.7. B rpade 2 «Damunng, KEHLHATE], 10/DKHOCTS (CHELHATEHOCTD, npoeccns )» Tabens
HOCTPOYHO NEPECUHCARIOTCA PAOOTHHKN B andasnTHOM nopske (110 nepssiv Gykaam
(anuanit). lomknocTs paGoTHHKA YKAIHIBACTCA B CTPOrOM COOTBETCTRHIE CO IITATHBIM
PacTHCaHIEM IKOJIBI,

4.8, B rpape 4 «OrmeTsn 0 SBKaX It HesBRAX Ha PaGOTY 110 MHCAAM MecAuar Tabens
(nanee — rpada No 4 1alens) 0CYIECTRISETCA eKEHCRHBII yueT paboyero BpeMeHi
KaKA0TO pabOTHHKA C NPHMEHCHHCM VCAOBHBIX GYKBEHHRIX 0003HAUCHITH {(konoB),
HPHBCACHHBIX B YHHOHImposanuoi gopme T-12, yTaepaieHHON TOCTAHORNCHHEM
lNockomerara Poceun ot 05.01.2004 Ne 1. Ecam s yuugmnuuporannoii Gpopme T-12 1ia
PETHCTPHPYEMBIX B Tabese C/yHacs He NpeIyCMOTPCHDL KOALL — [PHMEHSIIOTCH KOLh!,
VTBEPIKICHHBIC NPHKA3OM JAHPEKTOPA IIKOIBL,

4.9. Yuer paGouero spemenn s rpae Ne 4 raGesn TPOHIBOAHTCA METOAOM CILIOIHON
PErHCTPALIMH SBOK It HEABOK:

4.9.1. B pepxneii crpoke rpae No 4 Tabens npocrapagercs OYKBCHHBINA KO, a B HHMKHCH
CIPOKe — aKTHYECKH 0TPabOTAHHOE PABOTHIKOM BPEMS B Yacax | MHHY Tax.



4.9.2. O1K10HEHIS B BUIE HEABOK, YUeT ROTOPEIX BEACTCA B AHAX (OTIYCK, AHH BpeMeHHROT
HETPYAOCTIOCOOHOCTH. Cly AeOHbIE KOMAHIARPOBKK M HHbIC ), OTPAKAIOTCS Oy TEM
HIpOcTaBIeHis B BepXHei cTpoke rpads No 4 Tabens GYKBeHHOrO K04, & HHKIAS CTpOKa
HA3BARHON rpadbl OCTaeTes NycToil.

4.9.3. Otxnonenns 8 Biae CHEPXYPOUHLIX 4acoB padoThl B Ta0eNe MO OTACTBHEIN
OYKBECHHBIM KOJIOM HE PEriCTPHPYIOTCH, YKQIBIBAIOTCH B paMKax (aKTHyecky
0TPabOTaHHOIO PaboTHHKOM BPEMEHH 34 OeHE (CMCHY ).

4.9.4. [Mpy nammann v paGoTHyKa 01HOTO wan HECKOIBKAX BHAOB OTKAOHSHHH B ONHH NeHb
(HANPHMEP. CMERA, YACTIYHO NPHNOIAUANCH HA HOUHOE BPEM. HIH KOMAHIHPOBKA,

B OEpHON KOTOPOIT paboTHuK 3a00.1e1) B BepXHeil cTpoKe rpadhp Ne 4 ralens npocrasasiores
Hepe3 apodk B HCOOXOAMMOM KOJIecT e O¥KBEHHBIC KOJIEL, & B HIDKHE!] CTpoKe

YRa3pIBae e hakTuyeckn ol paboTanuoe/neorpaborannoe BPEMA N0 KAKIOMY KOV
OTKTOHEHHA.

4.9.5. B ciyuae nessku paboTainxa Ha paboTy 10 YCTaHOBACHNS TOYHO NPHYHHEL €10
OTCYTCTEHA B BEPXHEH cTpoke rpadib Ne 4 Taens npocrasisieres Ko « HH», mokusis crpoka
ocTaeres nycroii. Ko nenpasiscres na sepasiii nocne 1oro, kax pabOTHHK NpeacTaBnT
AOKYMEHT O IPHYMHAX OTCYTCTBHS Ha paloTe. TIpn npeacrasieniy Takoro JIOKYMeHTa
noce OHoPMACHNS HTOIOBOI0 Tales 32 OTYeTHL EPHON 1O JIaHHOMY PaboTHHKY
COCTABAACTCH KOPPEKTHPYIOIHIT Tabemns,

4.10. Ceenenng o paGotankax — BHYTPCHHIIX COBMECTHTE/IAX OTpamalotes B tabese noj
P3HLIMI TA0LNbHBIMI HOMCPAMI JIBAAILE OTACTBHON CTpoKoii — no ocHoBHoOl paloTe
H OTACALHON CTPOKOH — 10 COBMECTHTEILCTBY.

4.11. PaGoTHukn, npunsTHIe B OTYeTHOM MCPHOAE B CTPYRTY PHOC NOAPA3ICICHIE, (0ATSHKaT
00N3aTeNLHOMY BKITIOHCHHIO B Tabelk ¢ AaTh Hayana padoTe. B sueitkax rpadint
Ne 4 rabens. KOTOpbIE HE 3ANOIHSINCE 10 [piemMa HOBOTO paloTHUKA. CTABKTCA NPOYEPKH.

4.12. PaboTauxH, nepeneieHHbIC B OTYeTHOM (ICPHOAE B APYTOE CTPYKTYPHOS
TMOAPA3NCICHHE, NOANEKAT 00AIATELHOMY BKAIOYEHMIO B TAGE/E 3TOM0 CTPYKTYPHOrO
MOAPAIAC/ICHRS € AaTel HAYATA paGoThl B Heat. [Tpu 3tom w3 TaGens CIPYKTYPHOTO
NOAPAIACICHAS, H3 KOTOPOTO PaSOTHHKH NEPEBOIHINCH, OHI HCKTIOYAIOTCR B MECHILE,
CCIVIOUIEM 32 0TYETHRIM NepHOAOM. CREACHHA 0 paloTiHKaX, MECPEBL/ICHHBIX B TCUSHHE
OTHCTHOTO 1ICPHOAA BHYTPH CTPYKTYPHOIO NOAPA3ACHCHHUS Ha JAPYIYIO J0IGKHOCTS (B TOM
HHCE BPEMCHHO), OTpaKatoTed B Tade/1e ABAACIB — 110 NCPBOHAYANBHON B 10 HOBOH
AomanocTin. B aveiikax rpadet No 4 tadens CTPYKTYPHOIO NOJApasae’enis, KOTopbic

HE 3aN0IHS/IHCE B CBA3N C MEPEBOIOM PaloTHHKOB, CTARITCR MPOYEPKH.

4.13. B aueiikax rpadur Ne 4 tabens nocre ms VBOALHEHHH PaGOTHHKA W3 LIKO/bI CTABKTCHA
TIPOYEPRH 10 OKOHYAHHA OTYETHOIO Nepuoaa. B mecsine. CACAVIOIEM 33 OTYE THBIM
HEPHOAOM, VBOACHHLIT paboTHHK HCKMOYaeTes 13 Tabels.

4.14. ITocae oKOHYAHMS TIEPROI TOICBIHE! OTYSTHOIO NEPHO/IA, & 3aT¢M NOC/Ie OKOHYAHHR
BCCTO OTHCTHOrO NCPHOAA 10 mepenayn tabens s UEHTPATHIOBAHHYIO By XTanTepino

B rpadax 5 u 7 «Orpadorano 3a NOTOBHHY Mecaia/Mecsit: Tabens B BEPXHIX CTPOKAX
MPOCTARTACTCA KOANHCCTBO 0TPAGOTAHHBIX PAGOTHHKOM [HCH, B HIHIE CTPOKAX ~—
KOAMUYECTBO 0TPabOTAHHLIX pafoTHIKOM 4acos. Jannbie rpads! 3an0HAIOTCA IpH
COCTARNCHNE KOppexTHpYIomero radens, Tabens Ha yBOILHAIOLICTOCS paboTHHKA.



4.15. Buecene Henpasienuil v 1onoauennii B rabens e Aonyckaerces. B enyvuae
HEOOXOAHMOCTH BHECCHNS M3MeHeHHI] {ZononHenni) B cnauHbi Tabes cocrasuseTes
HHIMBHAYATLHEI KOPpekTHPY IO Tabens no ROHKPETHOMY paGoTHHKY.

4.16. Tabens SABCPAIOT CBOUMHE NOANHCAME OTBETCTBeH b pPadoTHIK, AUPEKTOP UeHTpa,
CHEUNAIHCT 110 Kazpant.

4.17. Tabens na Gymamuon HocuTene nepenaerca OTeTCTBEHHBIM patoTHiKOM B
UeHTpannsosankylo Oyxrarrepiio CNCAVIOUIHE CPOKK:

* 33 NICpBYIO MOJN0BHAY MecAna — we nosauee 10:00 TEPBOTO paboYero aus nocne
15-ro wiena oruetnoro nepHoaa;

® 32 BeCh KaNeHAAPHBIH MECI — He noigHee 10:00 nepsoro paGosero nug noce
AOCICANEro JHA OTYETHOIO nepioa.

4.18. s cpoenpemensoro pacuera 3apaboTHOI miaTw YBoasHaouerocs paboTHuka

Ha HETO JAN0NHACTCA OTALNBLHLIN Tabe/s ¢ |-ro HHCAZ TERYIEro MeCALA 10 oee i
padounii nrens (BRMOUHTELHO). Tadens wa YBOARHAIOWeErocs paboTHIKA nepenaeTcs

B UCHTPATHIOBAHHY 10 OYXFUITEPHIO He noiamee 15:00 padouero ans. NpeaecTBY I0mero
JHIO YBOILHCHHA,

4.19. Tpu cocraprenmny KOPPCKTHPYIOUICro Tabens mpH yBoasHemm pabOTHHKA OIM
AueMm Tadens Ha paboTnnka TIEPEIACTCA B ICHTPATHIOBAHNY O SyXranrepmo B reuene
OAHOTO 4aca crneuuanucToM no Kajipam.

4.20. OBwmii cpox xpanenns Tadeseil B wkone— nate ner. T abenn no yuery padosero
BPEMEHH PalOTHIKOB, 3aHATHIX BO BPCAHBIX H {H/IH )} ONACHBIX YeI0BHAX TPy aa, Xpauarcs
753 net. ecam JenonponseoacTeo 10 1M 3aKkoryeHo 2o 1 srsaps 2003 roxa, u 50 JIeT, eciu
OHO 3aKoH4ero nocne 31oif arsr. Cpoxk NPAHCHUA Heuneaseres ¢ | aupaps roza,
CACAYVIOLIETO 32 rOAOM, B KOTOPOM OIOPMIALICH TaBeL.



