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1. Obmmue MOJIOKEHHHA
1.1. Hacrosmee ITonokeHHe yCTaHABIMBAET NOPAJOK OpraHU3alliy. BEICHHA YHCTa pabouero
BpeMEHH pabOTHHUKOB FOCYJIAPCTBEHHOI'O BIOJDKETHOIO OBILIEOBPA30OBATEJILHOI'O
VUPEXKJIEHUA (1IKOJIA Ne 151 TOPOJICKOI'O OKPVYT'A JIOHELIK» JIOHELIKOHM HAPOJIHOU
PECITYBJIMKH (nanee no texcty — Y 4pEK/ICHHE).
1.2, TlonokeHWe BBOAMTCS C IENbIO CHCTEMaTW3allMM Tipouecca cbopa u obpaboTku
uHdOpMAaLMHK 0 3aTpaTax pabo4ero BpeMeHH pabOTHHKOB Y UpeK/ICHUA.
1.3. VYwuer ucnosn3oBanus pabouero BpeMeH! OPraHu3yercs B LE/sX:
- obecrieyeHHs KOHTPOIS CBOEBPEMEHHON fBKM PpabOTHWKOB Ha paboTy. BbIABICHASA
OITO3/1ABIINX U HE SBUBIIMXCS Ha paboTy:
- KOHTpONsS HAaXOKJIEHHs INepcoHana Ha pabOuMX MeCTax B paGouyee BpeMs. a TaKKe
CBOEBPEMEHHOTO YXO0JIa ¥ TIPUX0/ia PabOTHHKOB BO BPEMsI 00eICcHHOTO TepephIBa;
- MKCHPOBAHHS CBOEBPEMEHHOTO yX0/1a PabOTHHKOB C [aboThI [0 OKOHYaHHK paboyero JHs:
- ygera (aKTHYeCKH OTPabOTAHHOrO BPEMEHH IIPOCTOS, OTCTPAHCHHA OT paboTel, Oose3Hw,
OTIYCKOB M APYTruX GopM HCNONB30BaHUs pabodYero BPEMEHH:
- pEerucTpalMy Mporyios:
- pacyera 3apaboTHON T1/1aThl;
- COCTABJIEHHS CTATHCTUYECKOH OTYETHOCTH.
|.4. [Tonoxenue pazpaboTaHo B COOTBETCTBHH C:
- Tpynoseim KoziekcoM Poccuiickoit @ejiepaiinu ot 30.12.2001 Ne 197-®3 (nanee — TK PD):
- @ejiepanbHBM 3aKoHOM 0T 296.12.2012 Ne 273-®3 «O6 obpazosanuu B Poccuickoi
Denepalmm»:
- npukasoMm MunoGpuayku Poccuu ot 22.12.2014 Ne 1601 «O NpoOIOKUTETBHOCTH paboHero
BpeMEHH (HOpMax 4Yacos mejarornyeckoil  paboThl  3a  CTaBKy 3apabOTHOM  MUaThl)
[eIarorMYecKiX PabOTHHKOB M O MOPSJKE ONpeJesienns yqeOHOH Harpy3Kd Mearoruucckux
pabOTHUKOBY
- mpukasoM Muno6puayku Poccuu ot 11.05.2016 Ne 536 «O6 yTBepKACHWH OCODEHHOCTEH
perkuMa pabodero BpEMEHH ¥ BPEMEHH OTAbIXa MEJArOrHYCCKHX W HMHBIX paboTHUKOB
OpraHM3aliuy, OCYIECTBISIONHUX 0Opa30BaATEe/BHYIO ICATEIBHOCTE) .
- mpukazoM Munucrepcra (unancos Poccuiickoii denepaiun 0T 30.03.2015 Ne 52n «O06
yTBEPKIEHHH (OPM NEPBHYHBIX YYCTHBIX JOKYMEHTOB W PCrHCTPOB OyXrajaTepekoro y4era,
pPHMEHSEMbIX OPraHaMH TOCYIapCTBEHHON BIACTH (FOCY/apCTBEHHBIMK OpraHaMu ). OpraHamu
MECTHOTO CaMOYTIpaBIICHUS rocyaapcTBEHHBIMU BHEOIO/DKCTHBIMH dbonamu,
rOCY/IAPCTBEHHBIMA (MYHHIMTIATBHBIMA) YYPEXKICHUAMH, H METOJMHCCKUX yKa3aHMi 10 HX
NpUMEHEHHIOY (Janee — npukas Mundusa Poccun No 52n);
- [IpaBUJIAMK BHYTPEHHErO PACTIOps/IKa Y UpeiICHHs.

2. TlopsaoK OpraHH3aIMy yuera pabouero BpeMenn
2.1. Jlns BeaeHus ydera pabodero BpEMEHHM NPHKA30M JMPCKTOpa HAa3HAYACTCA TabenbuiuK —
OTBETCTBEHHOE JIMIIO M3 YMC/Ia COTPY/IHHKOB, KOTOpHI'i ¢opMmpyer Tabeab yuera pabouero
BPEMECHH, HECeT OTBETCTBEHHOCTDL 3a JIOCTOBEPHOCTDH cBe/lcHUI, OTpakeHHBIX B Tabene. ¥ 3a
CBOCBPEMEHHYIO c/1auy Tabens.
Ha mnepuwoj oOTcyTcTBAs TabenbliMka JMPEKTOp —HasHA4daeT —JpYroro  MCHOMHHTEILL.
OTBETCTBEHHOTO 3a 3aMOJHEHHE ¥ IpesiocTaBjieHne Tabens yuera pabodero BpeMEHH.
2.2. TabenpImuk:



- dopmupyer Tabens (npuroxkenne Ne 1) Ha OCHOBaHHMM JIOKYMEHTOB (IIPUKA3bl MO Y4YeTy
Ka/IpOB); Ha OCHOBAHMHM TOJIYYEHHBIX OT PYKOBO/IHTE/IS CBE/ICHHN BHOCHT B Tabellb H3MEHCHHUS,
CBA3aHHBIE C TIDHEMOM, VBOILHEHHEM, II€peMelIeHHeM. H3MeHeHHeM rpaduka paboThl.
pa3psI0B, BpEMEHHBIM OTCYTCTBHEM, ITPEIOCTABIEHHEM OTITYCKOB H T.[I..

- (HKCHpYeT CBOEBPEMEHHOCTH SBKM Ha paboTy M yxoja ¢ paboThl, HaXOXK/IEHHs Ha paboyem
mecte pabOTHUKOB;

- uHQOPMHpPYET PpYKOBOAMTENS O HesBKaxX, ONO3JaHUsAX. NPEKICBPEMEHHBIX YyXOJax
pabOTHUKOB:

- FOTOBHMT CIMCKHM paGOTHHKOB JUIS M3JaHHMs TPHKa30B 0 paboTe B BHIXOJIHbIE M Hepaboume
npa3IHAYHBIC JTHH.

- B cpok a0 05 umena KakIoro Mecsiia NpeaocTaBisTe Tabenbh B pacyeTHBIH OTACH
[lenTpain30BaHHOMH OyXrayiITepuH.

3. Topsaok Beaenus ydyera pabodero BpemMeHH.

3.1. Tabenb coctapiasercs B OJHOM JK3eMIUIAPE M TOINMCHIBACTCA TAOEIBIIMKOM B CTPOKE
«OTBETCTBEHHOE JIUII0», IMPEKTOPOM — B CTPOKE «PyKkoBOIHTENE.
3.2. Tabenp OTKpbIBaeTCs €MXEMeCsyHO 3a 2-3 JHA JO0 Hayala pacyeTHOro MepHoja Ha
OCHOBaHMH Tabels 3a MPONUIBIH MeCsIL.
3.3. OTueTHBIM TEPHOAOM Ui yuderta B Tabesje pabodyero BPEMEHHM YCTaHABIMBACTCH OJIMH
KaJICHIapHBIH Mecs1l (C MepBOro 10 MOCIEAHEe YACIIO MECI11a BKIIOYATENHHO ).
4.4. [TpaBuia 3anosHenus Tabens pabouero BpeMeHH:
1) B rabene paGouero BpeMeH# BBOJ JIaHHBIX TIPOM3BOJMTCS ¢ Pa3OMBKOM 110 JIHSAM.
2) Ilpu npepocraBieHuH Tabess ¢ BHECEHHBIMH B HEr0 H3MEHEHUSMM YKa3hbIBAETCS 3HAYECHHE
«JlonoaHUTETbHbIHY. JlaHHBIE JTOTIOJIHHTEILHOTO Tabellst ciTyiKaT OCHOBAHHEM JUIA Niepepacyera
3apabOTHOM TUIATHI 32 KaJleHAapHBIE MECSIIB, IPEMIECTBYIOIINE TEKYIEMY MECIIlY HAYMCIIEHHUS
3apaboTHOM TLIaTHI.
3) B rpade «TabenpHblit HOMEp» MOCTPOUHO OTpaXkatoTcs TabeabHble HOMEPa PaOOTHHKOB.
4) PaboTHHKOM, OTBETCTBEHHBIM 3a BeleHHe Tabems, onpejensiercs oblee KOIMYECTBO JIHEH
(4acoB) SIBOK. a Tak)Ke KOJIMYECTBO 4YacoB 1O BujaaMm nepepaboTok (3amemeHue, pabora B
[pa3iHAYHBIE JIHU, HOYHBIC Yachl ¥ JIPYTHE BH/Ibl OTUIATHI) C 3alIMCBIO UX B COOTBETCTBYIOIIME
rpadsbr.
5) Jlauusie o cotpyaaukax (®.M.0. u 10KHOCTE) BHOCATCS B TabelIb B CTPOIOM COOTBETCTBHH
co mraTHeM pacniucandeM. Crcok pabOTHHKOB COCTaBiseTcs B aln(aBUTHOM nopsijake (1o
nepBbiM OykBaMm bamunnn). QaMHIKs, UM, OTYECTBO 3aMMCBLIBAIOTCS TOMHOCTRIO. IIpH cMene
damMuIMM, MMEHH, OTYECTBA HOBBIC J@HHbIE BHOCATCS B TabelNb TOJBKO TMOCIE W3/1aHHs
COOTBETCTBYIOILIEro NpHKa3a 1o JHYHOMY cocTaBy. I1oAroToBKy ykasanHOro IpoekTa Inpukasa
OCYILECTBJISIET HA OCHOBAaHWHM JIMYHOI'O 3asiBlIeHHs pabOTHHKA M  COOTBETCTBYHOMIMX
NOATBEPKIAIOIINX JJOKYMEHTOB.
6) Ecnu paboTHHK sBIsSeTCS OCHOBHBIM PabOTHHKOM M BHYTPEHHHM COBMECTHUTENIEM. TO
CBEJICHHUS 110 HEMY OTpaskaloTcs B Tabese Ba pasa. .
7) Ilp HeOOXOAMMOCTH OpraHu3auy paboThl B BEIXOIHOH WJIH HepabouHi 11pa3/IHUYHbINH 1CHb
paboTojiaTenem H31aeTCs COOTBETCTBYIOLIHM IIPHKa3.

Otpaborannoe B Hepaboumii Mpa3IHUYHBIA WM BBIXO/HOHM JIeHb BpEeMsi yKas3bIBacTcs B
tabesie B CTPOrOM COOTBETCTBHH ¢ TpHKa3oM, B Tabene obosmauaercs kojaoM «Pll» u
KOJIMYECTBOM 0TpabOTaHHBIX YacOB COIJIACHO NIPUKa3y paboronaress.



[IpoekT mpukasa 00 OpraHu3aMu paboOThl B BBIXOIHBIC (nepabourie Npa3JHAYHBIC) IHH
FOTOBHT CIENMATHMCT MO KaZpaM 10 MPEACTARICHHIO PYKOBOIUTENA C MUCLMEHHOTO COTIAacH:
paboTHHKA.

OtpabGoTanHoe Bpems, He OPOPMIICHHOE Ha/UIeKAIUM obpazom. B Tabene He OTpakaercs
OIJIaTe HE MOJUIEKHT.

%) B TaGene ywera pabouero BpeMEHH He JIONYCKAETCH HATHYAC UCIIPABICHUH H
JOTNOTHUTETBHBIX TTOMETOK.

9) VenosHble 0603HAYEHHS HESBOK B CBA3M C OTIYCKAaMH, BPEMCHHOM HETPYAOCTOCOOHOCTBIO.
MPOCTABJISETCS HA BCE Ka/leHapHbIE JIHH, BKIIO4as BLIXOAHBIC COTVIACHO MPHIOKEH uio Ne 2.

[pasiHHYHBIE JIHU, IPUXO/IAIIAECS HA IIEPHO/L OTITYCKA. B tabene 0603HavAIOTCSH KOJAOM «By.

10) Kon «B» B Tabeie NPOCTABNSETCS NPH HAJIMYMM UHGOPMAIMH OT paboTHHUKA O 3aKPBITHA
3/1eKTPOHHOTO JIACTKA HETPYAOCTIOCOOHOCTH 32 COOTBETC IBYIOIIHC JIHH.
11) Bo Bcex cinyuasx, Korja pabOTHMK OTCYTCTBOBAJ Ha paboTe ¥ He MPEeICTaBUIl TOKYMEHThI.
NOATBEP/KJAIONINE  YBAKHTEIbHbIE NPHYHHBI OTCYTCTBHA €0 Ha pabodyem MecTe IS
odopMIIeHHS COOTBETCTBYIOIIETrO KaJpoBOro MpHKasa. B Tabene TpPOCTAB/IAETCS OTMETKA O
HesBKE 110 HEBBISICHEHHBIM TIPHUHHAM (B TOM YHCIE JI0 TIONydeHns HHhOpMAlK O 3aKphITHH
3EKTPOHHOTO JIACTKA HETPY/I0CIOCOOHOCTH (DJIH) unu 10 odopMIEHHS COOTBETCTBYIOMICIO
xajpoBoro npukasa — Oyksennpri ko «HH». Kon ucrpasiseTcss Ha BEPHbIH 1OC/E TOIO, Kak
pabOTHHMK TPEJCTABHT JIOKYMEHT O NPHYMHAX OTCYTCTBHA HA pabore. Ilpu mpeacraBieHUH
TAKOTO JIOKYMEHTa nocie opopMIenus uroroBoro tabems 3a OTYETHBIH 11EPHOJI COCTABJIALTCS
JOTOMHATENBHBIN Tabeb.

JONOJIHUTENbHBIH Tabelb.

3.4. Ha nemarornyeckux pabOTHHKOB (y4HTEs, MEJArord JOMOIHATEIBHOTO obpa3zoBaHus H
1.11.) odpopmasercss Tabenb ydyera pabodyero BPEMEHM C y4eTOM [Tonoxenusi 06 0COOEHHOCTAX
pekuMa pab0dYero BpPEMEHH M BPEMEHH OT/IbIXa MEJArOruyeckux W JIpyrux paboTHUKOB
o0Opa3oBaTesibHBIX YUPCKIEHHA. YTBEPAKJICHHOIO TpHLa30M Munucrepcrea oOpazoBaHus |
nayku Poccuiickoit ®@ezepamnu ot 11.05.2016 Ne 536.

3.5. PexxuM pabouero BpeMeHH IIelarOrMUecKuX PabOTHHKOB, 3a MCKIIOUCHHEM y4auTenei. B
npesenax  36-uacoBoii  pabodeil  Hejaenw  ONpeReNseTCs ¢ YHCTOM  BBINOJHCHHA
perojiaBareibckod  paborbl,  a  TaKkKe  OCYHCCTBICHHA yueOHO-METOIMIECKOM,
OpraHM3alMOHHO-METO/IHYECKOH,  BOCTIHTATENLHOH paGoThL.  (DH3KYJIBTYPHOH, CIOPTUBHO-
03/10POBHTEIILHON JIESTENBHOCTH, M perymupyercs IlpaBuiaMu BHYTPEHHEIO paciopiika,
pacrucaHieM y4eOHbIX 3aHsTHI. I1JaHaMH, IPOrpaMMamH, rpaduKamMu M T.J1.

3.6. Pexum pabouero BpeMeHH /Ui pabOTHHKOB W3 HHCIA [MEAaroruicckux pabOTHHKOB
(yuuTens) — B npezenax 18-yacoBor paboueil Henenu. Beimonnenue IPerno/1aBaTeIbCKOM
pabOTBl  PeryJMpyercs pacnucaHHeM yueOHBIX 3aHATHH. @ TaKKe JIOJDKHOCTHBIMH
obs3aHHOCTAMH, rpadukamMi W [laHamMd  paboThl, B TOM HYHMC/IC JIMYHBIMH - ILIaHAMH
nejarorngeckoro paboTHUKa.

3.7. Jlus MeJMUMHCKMX pPaGOTHHKOB YCTAHABIMBACTCs COKpAICHHAS MPOAOIDKUTCIBHOCTD
pabGodero BpemeHH — He Gozee 39 4acoB B HEMICIIO.

4. 3akr0unTe/bHbIE 10JI0KeHHH
4.1. TabGenbr XpaHWTCH B PAcYETHOM OT/EIEC [[eHTpaIH30BaHHOM OyXTanTepuu B TECYCHHE 3
(NATH) JET.



42 Hacrosimee ITonoxenne, W3MEHEHUs ¥ TOTIONHEHUS K HEMY TOJUIEKAT NPE/BAPHTCIEHOMY
PAcCMOTPEHHMIO BHIOOPHBIM OPraHOM IEPBHYHOH npOdCOIO3HON OpraHu3ali| Y UPEK/ICHUA H
VTBEPAIAIOTCSA TMPEKTOPOM.

4.3. Bee paGOTHHKH YUpEKICHUs JIOJDKHBI O3HAKOMHTB > C TCKCTOM gacrosmero Ilonoxenus
1O TOIHCh.

4.4 KonTpoiib 3a McnojiHeHneM Hactosuiero [lonoxenus Bosjnaraeres Ha OTBETCTBEHHBIX JIMII
3a cocTaBJIeHHE W Belenue Tabenst yuera pabodyero BpeMeHH.

4.5. Hacrosimee [lomoxkeHne BCTYIAET B CHIIy C MOMEHTA €r0 yTBEPHK/ICHHS H NEeHCTBYET JI0 €ro
orvenbl (mpuHsTHs HOBOrO [losoXKeH s).
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[Tpunoxenne Ne 2

Veaosabie 0603HAYeHNs, TIPHMEHsieMble TPH 320 THEHHH Tabens yuera pabouero

BpeMeHH

HaumenoBaHue NOKa3zaTe s Kopn
oJiHBIE JHHA (©KeHe IeTbHbIH OTITYCK) B Hepabouue B
e IHH
THBI OCHOBHOM ¥ JIOTIOJTHATE/IBHBIH ONJIa4HBACMb! 2 0
CKa
ﬂ'l'mpqecmﬁ OTITYCK O
k)mycx B CBA3H C OOyUCHHEM )
Fuycx He3 coxpanenus 3apabOTHON MIIATHI A
« K 110 GEPEMEHHOCTH U poJiaM (OTIYCK B CBA3M C p
eHHEM HOBOPOXKIEHHOTO pebeHKa)
mlytx 110 YXO/Iy 3a PeOCHKOM JI0 IOCTHIKEHUS UM BO3PACcTa TpexX 1
Kypesl K
Tiporymst I
!
quaa BpEMEHHAs HETPYI0CTOCOOHOCT b
[0 HEBBISCHEHHBIM TIPUIHHAM (/10 BBISCHEHUSA
) HH
. ﬁm&ﬂﬂoe Bpems B Hepabounii IpasHUIHbIA WK BBIXOJIHOH PII




B manHoOM JIOKYMEHTE IPOLIHTO.
€POBAHO M CKPEIUICHO TeYaThio
JINCTOR

E.A. Jlunenko




