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[Mpukaz Ne 19/1 ot 09.01.2025r

06 yreepxaennn «llonoxenns 06 Y4ere paboiero Bpemenn»

[Tpuka3siBaro:

1. VrTBepauts nonoketue, paspaboTaHHoe B COOTBETCTRHM ¢ Tpynoesim Konekcom PO u
ABJIAFOLIMIACS TOKATHHBIM HOPMATHBHBIM axToM MBOY « Yunapekas COLL Nel» (nanee —
WIKONa), periaMeHT UpYIO LM NOPAIOK y4eTa pabouero BpeMeHH paGoOTHHKOB KOIbI,

2. Tlonoxenue npuiaraercs.

3 Kourpons 3a ucrionnenuem NpHKa3a OCTaBIAIO 3a COOOii.
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COI'JIACOBAHO

O6umm cobpaunem paborankos
MBOYVY «UYnnapckas COILI Nely
(npotokon ot 09.01.2025 Ne ¢ )

OLL Nely
[Tpukas -

onoxenue
00 yuere paGouero Bpemenn

1. O6mue nooxenns

1.1. Hacrosimee nonoxenue o TabenpHom yuere pabodero Bpemenw (nanee — Ionoxenue)
pa3paboTaHO B COOTBETCTBHHM C Tpynossim Koznexcom P® u sissiercs mokaisHeim
HOpMaTHBHLIM akToM MBOY «Yunapckas COLL Nely (nanee — mKona),
PErTIAMEHTHPYIOLMM MOPAIOK y4eTa pabodero Bpemenn pabOTHMKOB LIKOJIBI,

1.2. TTonoxenue Betynaer s CHITy C MOMEHTA €r0 YTBEPXKACHHA PHKA30M JMPEKTOpa LKOJIbl
W ICHCTBYET 10 BBEACHHUA HOBOIO MOJIOMKEHHUS.

1.3. BHecenne usmenennii B [Tonoskenne MPOH3BOZMTCA HA OCHOBAHWH MPHKA3a AMPEKTOpPa
LIKOJIBI.

2. OTBeTcTBeHHbBIH 32 TabeabHbIH yueT paGouero Bpemenn

2.1. Ilns Beaenus tabebHoro yuera paboyero BpeMEeHH B KaXaoM CTPYKTYPHOM
MOAPA3ACICHIH LIKOJIBI TIPHKA30M AMPEKTOPA IIKOIhl HA3HAYAETCS OTBETCTBEHHOE JIUII0
(manee — OTtBercTBEHHBIH PabOTHHK), KOTOPOE HECET OTBETCTBEHHOCTS 3a JNOCTOBEPHOCTh
CBEJICHHH, OTPaXKEHHBIX B Tabene, u 3a CBOCBPEMCHHYIO Caavy Tabeiis B LIEHTPaTH30BaHHYO
Dyxrasrepuio.

2.2. O6a3auHOCTH OTBETCTBEHHOTO paboTHHKA 110 BEAECHHIO TabesnbHOro yuera pabouero
BPEMEHH ONPEAC/IAIOTCS A0KHOCTHOM MHCTPYKLHEH, SBISIOMmeiics NPHIOKEHUEM K €ro
TpynoBoMmy sorosopy. O653aHHOCTH MO BEAEHHIO TAGETBHOO ydera pabouero Bpemenn
MOryT ObITb BO3T0XKEHBI HA OTBETCTBEHHOrO paboTHHKA B NOPsiIIKE COBMELIICHHS
AOILKHOCTEH ¢ yueToM crareii 60.2, 151 Tpynosoro konekca Pd.

2.3. B nomkHOCTHBIE 06s13aHHOCTH OTBeTcTBEeHHOrO paboTHHKA BXOIHT:

2.3.1. KoHTpO/Tb CBOEBPEMEHHOCTH SBKH PaboTHHKOB CTPYKTYPHOrO NoApasencHus
Ha paboTy 1 yxoza ¢ paGoTs, ux thaxtrueckoro Bpemeny npebsiBanns Ha pabouem mecre




B pabodee Bpems ¢ M3BELIEHHEM PYKOBOIHTEIS TOAPA3/ICNICHHs O HEABKAX, OMO3AaHMUSIX,
NPEKACBPEMEHHbIX YX0/1aX.

2.3.2. KoHtpons CBOCBPEMEHHOCTH NPEICTAB/ICHUS PaboTHHKAMH JIOKYMEHTOB,
MOATBEPKAAIOLINX YBAKHUTEIbHBIE TIPUUMHBI UX OTCYTCTBHs HA pabodeM MecTe (IHCTKOB
HETPYA0CNIOCOOHOCTH, 3asABIICHNMI Ha OTIYCK W HHBIX JIOKYMEHTOB).

2.3.3. Benenue tabensHoro y4era paboyero BpemMeHu paboOTHHKOB M CBOEBPEMEHHOCTh
NMpeACTaBeHns Tabens B UeHTPaIN30BaHHY 0 Oyxrantepuio.

2.3.4. CBoeBpeMEHHOE BHECEHUE B Ta0eh y4eTa pabouero BpemMenn H3MCHCHHH, B TOM
AMCJIC CBA3AHHBIX C IPUEMOM, TIEPEBOZOM, YBOJIbHEHHEM pabOTHHKOB CTPYKTYpHOrO
noapasjaesieHus,

2.4. Tlpu ocywecTsnennn Tabensroro yuera OTBeTcTBeHHbIH paboTHUK PYKOBOACTBYETCS-
Tpynossim konexcom PD, Yiazauusmu mo TIPUMEHEHHIO M 3aI0JIHEHHI0 (JOPM MEPBHUYHOI
Y4CTHOH IOKYMEHTALIHH T10 yYeTy TPyaa u ero OILTaThl, yTBEPIKACHHLIMH

nocranosnennem I'ockomcrara Poccun ot 05.01.2004 Ne 1, IlpaBunamu BHYTpeHHETO
TPyAoBoro pacnopsinka Llentpa, cMeHHbIMH rpadukamu paboTel, HacToswM [Tonokeruem,
MOJDKHOCTHOH HHCTPYKIMEH, a TAKIKE APyrHMHU AOKYMEHTaMH, HE0OXOAUMBIMH 115
KOPPEKTHOrO 1 CBOEBPEMEHHOT0 y4eTa paboyero BpeMenn pabOTHHKOB.

2.5. B ciyuae BpeMeHHOro OTCYTCTBUA OTBETCTBEHHOTO PaBOTHHKA €ro 06sM3aHHOCTH
BO3JIAraroTCsA Ha Apyroro paboTHMKA MPHKA30M THPEKTOPA LIKOIB,

2.6. PaboTHHKH, TPYIOBBIE 06S3aHHOCTH KOTOPBIX CBA3aHBI C y4eToM pabouero BpeMeHHt
PaBOTHHKOB LIKOJIBI, JIO/DKHBI GbITh 03HAKOMIICHBI C [lonoxennem nox noammce.

3. Buaw: yuera paGouero Bpemenu

3.1. B mikone npuMeHsIETCS MONEeHH b Mk CYMMMPOBaHHBIH yueT pabo4ero BpemMeHn —
B 3aBUCHMOCTH OT YCTaHOBJICHHOr0 PabOTHHKY peXnMa pabouero BPEMEHH M BPEMEHHU
OT/bIXA.

3.2. [IpuMeHeHre CyMMHPOBAHHOrO y4eta paboyero BpemeHn, pexxnma pabouero BPEMEHH
¥ BPEMCHH OTAbIXa PaOOTHHKOB IIKOJIBI ONpe/eseTcs [paBrnamu BHyTpenHero TpyoBoro
pacnopsiika WKoibl, rpaukaMu CMEHHOCTH, a Jis PabOTHHKOB, y KOTOPBIX PeKUM
paboyero BpemeHH oTiHIaeTCS OT 0DIIEYCTAHOBICHHOIO B LIKOJIE, — TPYAOBbIMH
JIOTOBOPaMH,

3.3. Ipu noaennom yuere pabodero BpeMeHH noacueT (pakTuyeck oTpaboTaHHbIX
PabOTHNKOM YaCOB MPOM3BONTCS EKETHEBHO.

3.4. [1pn cyMMHPOBaHHOM yueTe pabodero Bpemenn noucyer (axTuuecku orpaboranmbix
PabOTHMKOM YacoB 3a y4eTHbIil TICPHOJ TIPOM3BOJINTCS €HKEHEBHO H HAPACTAIOIIMM HTOrOM
CYMMAapHO 32 y4€THBIH nepHos.

3.5. Ceepxypounas pabota noaiexur peructpaumu B taberne yuera pabouero Bpemenu
B MOpAZIKE, MPEYyCMOTPEHHOM yHKTOM 4.9.3 [Toj10%eHus.

4. Hopsiaox 3anoanenus Tabes yuera pabouero Bpemenn



4.1. Tabens yuera pabouero BpeMeHH (nasee — tabesnb) BeneTes no yHH(DULUPOBAHHOI
opme T-13, yrBepicaeunoii nocTaHORIEHHEM ["ockomcTata Poconu ot 05.01.2004 No 1,
Ha GyMaXkHOM HocHTE]Ie.

4.2. Cenenns B Tabenb BHOCATCS TONBKO Ha OCHOBaHWM HA/UTeXaluM 06pasom
O(OPMIIEHHBIX JOKYMEHTOB, B 4ACTHOCTH: NpHKa3os (0 npueme Ha paGoty, nepesose,
KOMaHIMPOBKe, 00 OTIyCKe, 0 CBEPXYPOUHOl pabote, 06 u3MeHeHMM amunum), TMCTKOB
HETPYIOCTIOCOOHOCTH, CIIPABOK O BLINOJIHEHHH FOCYIaPCTBCHHBIX MM 00IIECTBEHHBIX
00s3aHHOCTEH,

4.3. OrBercrBennbiii paboTHuk tdopmupyer TaGens B aBa pasa B MECSILL: 32 NIEPBYIO MTOIOBUHY
OTHETHOIO NEPUO/a 1 HTOTOBbI TabeNb 3a BECh OTYSTHBIH nepuoa. OTYETHBIM TeprHoIOM,

3a KOTOpbIi NPEACTaBIIseTCA Tabeb, SBIsSeTCs OZMH KaJICHIAPHbBIA MECSLL C IEPBOTO

M0 MOCNEAHEE YHCJIO BKIHYHTENBHO.

4.4. B rpage «Homep nokymentay taGens TNPOCTaBIAETCS TOPAAKOBBIN HOMED, HAYHHAS
C [I€PBOT0, HCMOJIB3YETCS CKBO3HASI HYMEPAIHS.

4.5. B rpade «]Jlata cocrasmenusy» yKkaseiBaetcs nara Gpopmuposanus tabens,
COOTBETCTBEHHO, 32 MIEPBYIO MOJOBUHY OTHETHOTO TICPHOIA MTH 33 BECh OTHETHBIN MEPHOL.

4.6. B rpade 1 «Homep no nopsaKy» Tabens UCNonb3yeTcs CKBO3HAS HyMepaLwms,
TPOCTABIITIOTCS MOPAAKOBBIE HOMEPA, HAYHHAS C TIEPBOTO.

4.7. B rpade 2 «DaMuims, HHHLMATBI, TOHKHOCTS (cnerwmansHocTs, npodeccus )y tabens
TOCTPOUHO NEPEUHCIAOTCS PAOOTHUKH B aihaBHTHOM nopsake (o nepsbiM Gyksam
hammmmii). lomkrocTs paGorauka YKa3bIBaCTCs B CTPOrOM COOTBETCTBHH CO IITATHBIM
PaclHCaHUEM LIKOJIbI,

4.8. B rpade 4 «OT™eTKH 0 1BKAX M HesBKAX Ha paboty no unciam mecsmay Tabens
(nanee — rpada Ne 4 TaGessi) OCYUICCTBIIACTCS ©XKEAHEBHBIN y4eT pabouero BpeMeHn
K&KAOT0 pabOTHHKA C IPHMEHEHHEM YCIOBHBIX OykBeHHBIX 0603HaUeHHI (KO1OB),
TPUBCIICHHBIX B YHH(UIIHPOBaHHOM (opme T-12, YTBEPKIACHHOM NOCTAHOB/IEHHEM
l'ockomerara Poccun ot 05.01.2004 No 1. Econ B yHuGuumposanHoit dopme T-12 s
PErUCTPHPYEMBIX B Tabelie CyTacB He IPeyCMOTPEHbI KOJIbI — MPUMEHSIIOTCS KOJIBI,
YTBEPIKACHHbIC IPHKA30M AUPEKTOPA LIKOJIB.

4.9. Yuer pabouero Bpemens B rpade Ne 4 Tabenst IPOM3BOANTCA METONOM CILIOLIHOI
PErucTpaimm SBOK U HESBOK:

4.9.1. B Bepxneii ctpoke rpadsr Ne 4 tabens npocrasisercs OyKBEHHBIH KO, @ B HIDKHEH
CTpoke — (akTiuecku otpaboTanHoe pabOTHHKOM BpeMs B 4acax u MHHYTaX.

4.9.2. Otknonenns B BHIE HEABOK, Y4ET KOTOPBIX BEACTCS B AHAX (OTIHYCK, HM BPEMEHHOMH
HETPYA0CMOCOOHOCTH, ClTysKeOHbIE KOMaHIMPOBKH M HHBIE), OTPAKAKOTCS MyTeM
MPOCTaBJICHUSA B BEPXHEH cTpoke rpadsr Ne 4 Tabens GYKBEHHOTrO KO/1a, 4 HIDKHSIS CTpOKa
Ha3BaHHO# rpadsl OCTAETCSA MYCTOI.

4.9.3. OTKnOHEHNs B BUIE CBEPXYPOUHEIX 7acoB paboThl B Tabene 1o/ OTAeIbHbIM
OYKBEHHBIM KOIOM He PETHCTPUPYIOTCA, & YKa3bIBAKOTCS B PAMKAX (haKTHUECKHU
0TpaboTanHoro paboTHHKOM BPCMCHH 3a JICHB (CMEHY ).




4.9.4. Tlpn Hanwaum y paboTuuka oxmoro HJIH HECKObKHX BHAOB OTKJIOHCHHI B OJHH JCHS
(Hanpumep, cmeHa, yacTHUHO MPHXOZIAAACH HA HOUHOE BPEMS, HITH KOMAaHMPOBKa,

B TICPHOLN KOTOPOH paboTHuk 3a6onen) B BepxHeii cTpoke rpasi Ne 4 taGens npocrassiores
4epes 1podb B He0GXOMMMOM KoJTHueCTBE OYKBEHHBIE KOIIBI, @ B HISKHE CTpoKe
yKassiBaercs hpakTuyecku otpaboranHoe/HeoTpaboTannoe BPEMS 110 KaXKIOMY KOy
OTKJIOHEHHSI. '

4.9.5. B ciyuae HesBkm paboTHUKa Ha paboTy 110 ycTaHOBEHMS TOYHOH NPHYHHBI €ro
OTCYTCTBHS B BEpPXHEH cTpoke rpadst Ne 4 Tabes npocrasisercs koa «HHy, Hiknss ctpoka
ocTactes nycroi. Kox nenpasnsiercs ua Bepsiii noce TOro, KaK pabOTHUK NPEICTABHT
AOKYMEHT O IPHYHHAX OTCYTCTBHSA Ha paboTe. ITpi npencrasienuu takoro nokymenta
noc/ie oGopMIEHHS HTOroBOTO Tabes 3a OTYETHRIH NIEPHO/ O TAHHOMY PaBOTHHKY
COCTaBJISIETCS KOPPEKTUPYIOLIHIT Taben.

4.10. Cpenenns o pabotaukax — BHYTPCHHHUX COBMECTUTENAX OTPAXkaKTCs B Tabene nox
Pa3HbIMM Ta0C/IbHBIMH HOMEPAMH ABAXKIBI OTZC/IBHOM CTPOKOH — 10 OCHOBHOI pabotre
1 OTZICILHOM CTPOKOM — o COBMECTUTENLCTBY.

4.11. PabOTHHKH, NIPUHATBIE B OTYETHOM TICPHOJIE B CTPYKTYPHOE NOAPA3LACICHHUE, M01J1E3KAT
00513aTeNLHOMY BK/TIOUEHHIO B Tabes ¢ AaTel Ha4ana paboTel. B sueiikax rpadsr Ne 4 tabens,
KOTOPBIC HE 3arOJIHAIMCh 10 IPUEMa HOBOTO paboTHuKa, CTaBATCS NPOYEPKH.

4.12. PaboTHuku, nepepenennsIe OTHETHOM NEPHOJIE B IPYTOE CTPYKTYPHOE
flopasaenenue, noneKar 06s3arebHOMy BKIIOYCHHIO B TABEIL 3TOIG CTPYKTYPHOro
MOZIPA3ACICHNA ¢ naThi Hayana paGoThl B HeM. [1pu 3ToM U3 TaGens CTPYKTYPHOrO
TOAPA3ACICHHS, U3 KOTOPOr0 PabOTHAKH NMEPEBOAMIHCE, OHH HCKJIIOYAIOTCS B MECALIE,
CICIYIOLIEM 32 OTHETHBIM NeproaoM. CBeeHHUS O pabOTHHKaX, MEpeBeIeHHBIX B TeqeHHe
OTHETHOTO NMEpPHO/a BHYTPH CTPYKTYPHOTO NOAPA3ENEHHS Ha APYTYIO N0JKHOCT (B TOM
HMCJIC BPEMEHHO), OTpaskaroTes B Tabesie ABAKIBI — 1o NIePBOHAYAILHOH M [0 HOBOIH
AOIUKHOCTH. B siuelikax rpadsi Ne 4 tabens CTPYKTYPHOTO NOAPA3AENCHH, KOTOPbIE

HC 3aMO0NHATACH B CBA3M C NIEPEeBOAOM paGOTHHKOB, CTABATCS [IPOYEPKH.

4.13. B suelikax rpadpi Ne 4 Tabess mocre AHA YBOJIbHEHHS pabOTHUKA U3 IIKOJIBI CTABATCS
MPOYCPKH 110 OKOHYAHHUS OTYETHOrO NepHoza. B MECSLIE, CJICYIOLLEM 32 OTUYETHBIM
TIEPHONIOM, YBOJICHHBIH pabOTHUK HCKIFOYAeTCS M3 Tabes.

4.14. ITocne okoHuaHMs MEPBOM MOMOBUHBI OTYETHOTO NEPHONA, 2 3aTeM MOCTe OKOHYAHHS
BCEIO OTHETHOrO NepHoAa 10 nepeaadn tabess B LCHTPaTM30BaHHYI0 OyXrauTepHio

B rpathax 5 u 7 «OtpaboTano 3a MOJNIOBHHY Mecsla/Mecsiy Tabens B BEPXHHX CTPOKax
TMPOCTABIIACTCS KOMYECTBO OTPAGOTAHHBIX PABOTHHKOM AHEH, B HIDKHUX CTPOKAaX —
KOJMYECTBO 0TpaboTanHbIX paboTHuKOM Yacos. JlanHbie rpagb! 3aN0NHSIOTCS TPy
COCTaBJICHUM KOppeKTUpytomero tabens, Tabes Ha YBOJIbHAKOLIEIOCs paboTHMKA.

4.15. Buecenune ncnpasnenmii u AonosHeHUi B Tabenb He nonyckaercs. B ciiydae
HEOOXOIMMOCTH BHECEHHS M3MEHEHHI (mononHeHwit) B cnauHbIi Tabens COCTaBJIseTCS
HHIMBUIYaJIbHbIA KOPPEKTUPYIOIHI Tabess 1o KOHKPETHOMY pabOTHHKY .

4.16. Tabens 3aBepaoT CBOMMHM noanucamMu OTBETCTBEHHBIH paGoTHuUK, JAMPEKTOP LEeHTpa,
CNICLIHAIMCT 1O Kazpam,

4.17. Tabensb va GymMakHOM HOCHTENE nepenaercsi OTBETCTBEHHBIM PaBOTHUKOM B
UCHTPAIH30BaHHY10 OyXxranTepuio B cieayioume CPOKH:




* 34 NCPBYIO NONOBHHY Mecsa — He nosauee 10:00 nepBoro pabouero aus nocne
I5-ro uncna otuetHoro nepuoja;

* 32 BECh KaJlCHAAPHBIH Mecsl — He mo3anee 10:00 nepBoro pabouero ams noce
MOCJICHEro IHA OTYETHOTO NEPHOA.

4.18. Jlnst cBOEBpEeMeHHOIO pacyeTa 3apaboTHOM IIaTh! YBOILHSAIOIEr OCS paboTHuKa
Ha HETO 3aMoTHACTCS OTACbHBIH Tabenb ¢ 1-ro uncia TEKYIIETO MECALIa 1Mo MnociaeaHMii
pabouwmii nens (BkmounTensHO). Tabens Ha YBOJIBHAIOLET 0Cs paboTHUKA riepenaeTcs

B LCHTPaM30BaHHY0 OyXranrepuio He mosanee 15:00 paboyero K, MpeamecTByomero
AHIO YBOJIbHCHMS.

4.19. Ipu cocrasnennn KOppeKTHpyIoLero Tabens npu yBoisHeHH: paboTHuKa oxHEM
nHeM Tabesb Ha paboTHika [EPECNACTCSA B LICHTPAIH30BAHHYIO Oyxranteputo B Teuenmne
OZHOrO Yaca CreuHalIHCTOM 110 Kaapam.

4.20. O6uwmit cpok xpanenus Tabeneii tKoe— mATh feT. Tabemm no yuery paGouero
BPEMEHH PaGOTHUKOB, 3aHATHIX BO BPEAHBIX H (nnw) onacubIx yciioBusix Tpyaa, XpansTes
75 11eT, ecn 1e/10NpoOM3BOACTBO 110 HIM 3akoH4eHo 210 | sHBaps 2003 roza, u 50 net, ecym
OHO 3aKOHYEHO nocsie 310# Aathi. CPOK XpaHEHHs HCUACseTCS ¢ | SIHBApA roja,
CJICAYIOLICrO 3a roziom, B KOTOPOM 0(opMIIsLICS Tabe)ts.



