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«Cpennss od6meoopa3oBarebHas mkojga Ne 8 r. Hazpanb»
(FTBOY «COINe8 r. Hazpaub»Ne 1)

COI'JTACOBAHO YTBEPXKJIAIO

OO6mmM coOpaHueM pabOTHHUKOB Hupexrop 'bOY «COIINe8 r. Hazpauby»

I'BOY «COIIINe8 r. Hazpanub» P.M.A3uesa .

(mpotokou ot 28.10.2022 Ne 2) 28.10.2022
IHoJi0:xxeHue

00 y4eTe padoyero BpeMeHu

1. O0uue mos10KeHus

1.1. Hacrosiee nmosokenue o TabelibHOM ydere pabodero Bpemenu (aanee — Ilonoxenue) pa3paboTaHo B
cootBetcTBuH ¢ TpynoBsiM Konekcom PD u siBisiercs okansHpIM HOpMAaTUBHEIM akToM ['BOY «COILINe8 r.
Haspanb» (nanee — mikosa), periaMeHTHPYIOLIMM TOPSIOK ydeTa pabodyero BpeMeH! paOOTHHKOB LIKOJIBL.

1.2. TTonokeHne BCTyMaeT B CUITy C MOMEHTA €T0 yTBepxaAeHus npukazoM nupektopa [BOY «COILINe8 r. Hazpaub»
U IEUCTBYET A0 BBEJACHUS HOBOT'O MOJIOKEHHUS.

1.3. BHecenue n3menenuii B [1oyioskeHre pou3BOIUTCS Ha OCHOBaHUM IpHka3a aupektopa ['bOY «COILLNe8 r.
Haspasby.

2. OTBeTCTBEHHBII1 32 Ta0ebHBIH yueT padouero BpeMeHu

2.1. Jlns BegeHus TaOEIBHOIO yUeTa paboyero BpeMEeHH B KaXKIOM CTPYKTYPHOM IMOPA3AeIeHHHN IIIKOJIbI TPUKa30M
JIMPEKTOpa IIKOJIbI HA3HAYAETCsl OTBETCTBEHHOE JHIO (1aiee — OTBETCTBEHHBIH pabOTHHK), KOTOPOE HECET
OTBETCTBEHHOCTbH 3a JJOCTOBEPHOCTh CBEJICHUH, OTPaKEHHBIX B Ta0ese, M 32 CBOEBPEMEHHYIO cjauy Tabens B
OyXxranTepuro.

2.2. O6s3anHOCcTH OTBETCTBEHHOT'O PAOOTHHKA IO BEJCHHUIO Ta0CILHOrO yueTa pado4yero BpeMeHH ONpPeCIIIOTCS
JOJDKHOCTHOM MHCTPYKUUEH, SBIAIOIEHCS IPUIIOKEHNEM K €r0 TPYA0BOMY 10roBopY. O0sS3aHHOCTH 1O BEIEHHIO
TabeIbHOrO yueTa padovero BpeMeHH MOTYT OBITh BO3JI0KeHBI Ha OTBETCTBEHHOTO Pa0OTHHKA B TIOPSIIIKE
COBMEIICHUS JIOJDKHOCTEM ¢ yaeToM crateid 60.2, 151 TpynoBoro koxekca PO.

2.3. B nomkHocTHBIE 00s13aHHOCTH OTBETCTBEHHOTO PAOOTHHUKA BXOJIHT:

2.3.1. KoHTpoJIb CBOEBPEMEHHOCTH SIBKM pAOOTHUKOB CTPYKTYPHOTO TIOIpa3ieieHus] Ha paboTy U yxoJa ¢ paboThl,
uX (PaKTHYECKOTO BpEMEHHU NpeObIBaHus Ha pabouyeM MecTe B pabouee BpeMsl ¢ U3BEILEHHEM PYKOBOAUTENS
NOJpa3eNIeHNs O HesIBKaxX, OMO3AaHusX, IPEKICBPEMEHHBIX yX0Jax.

2.3.2. KoHTpOJIb CBOEBPEMEHHOCTH TNPE/ICTABICHUS pa0OTHUKAMHU JIOKYMEHTOB, OATBEPIKIAIONINX YBAKUTEIBHBIC
NPUYUHBI KX OTCYTCTBHS Ha paboyeM MecTe (JIMCTKOB HETPYA0CTIOCOOHOCTH, 3asBIICHUI HA OTITYCK M HHBIX
JIOKyMEHTOB).

2.3.3. Beenue tabenbHOTO ydyera pabovero BpeMeH! pabOTHUKOB M CBOEBPEMEHHOCTD NPE/ICTaBICHUs Tabens B
[CHTPAJIM30BAaHHYIO OyXTAJITEPHIO.

2.3.4. CBOGBpCMeHHOC BHeceHUE B Ta0eIb yucTa pa60qero BpEMCHU I/I3M€H€HI/II>1, B TOM YHMCJIC CBA3aAHHBIX
C IMpueMoM, IepeBOaAOM, YBOJIbHCHHUCM pa6OTHI/IKOB CTPYKTYPHOTO MOAPA3ACIICHUAA.

2.4. Ilpu ocymiecTBIIeHHH TaOeNbHOTO yueTta OTBETCTBEHHBIN paOOTHUK PYKOBOACTBYeTCSl TpyaoBeIM KojekcoM PO,
YKa3zaHUAMHU 110 IPUMEHEHUIO U 3aII0JIHEHUIO (JOpM NEPBUYHON yueTHOH JOKYMEHTAlUU 110 Y4eTy Tpy/a U €ro



OIIJIaThl, yTBEPXKACHHBIME MocTaHoBieHueM ['ockoMcTata Poccun ot 05.01.2004 Ne 1, ITpaBuiaMu BHyTPEHHETO
TPYZOBOTO pacoOpsIKa IIKOJIBI, CMEHHBIMH TpadukaMu paboTsl, HacTosiuM [lonokeHueM, T0KHOCTHON
MHCTPYKIUEH, a TAKXKe APYTUMH JTOKYMEHTaMH, HEOOXOIMMBIMH [Tl KOPPEKTHOTO U CBOEBPEMEHHOT'O yUeTa
pabodero BpeMeHH pabOTHHKOB.

2.5. B cniyyae BpeMeHHOro 0TCyTCTBHsI OTBETCTBEHHOTO PabOTHHKA €r0 00SI3aHHOCTH BO3JIArar0TCs Ha APYroro
paboTHHKA PUKA30M AUPEKTOPA LIKOJIBI.

2.6. Pa6OTHI/IKI/I, TPYAOBBIC 00513aHHOCTH KOTOPBIX CBA3AaHBI C YYETOM paGoqero BpEMCHU pa6OTHI/IKOB IIKOJIBI,
JOJIXKHBI OBITH 03HaKOMIIEHEI ¢ [lomokenueM o MOAIIHCh.

3. Buaspl yuera pa6oyero BpeMeHu

3.1. B mikose npuMeHSIeTCS TTOICHHBINA WM CYMMHUPOBAaHHBINA y4eT pabo4ero BpeMeHU — B 3aBUCUMOCTH
OT YCTaHOBIIEHHOTO PabOTHHUKY pexuMa pabovero BpeMeHH U BPEMEHH OTAbIXA.

3.2. [IpumeHeHre CYMMUPOBAaHHOTO y4eTa pabodyero BpeMeHH, pexxuMa pabovero BpeMeH: U BpEeMEHH OTbIXa
pabOTHUKOB MIKOIBI onpeaensercs [IpaBuiaaMu BHYTpEHHETO TPYJOBOTO PACHOPSIIKa IKOJIBL, TpadrkaMu
CMEHHOCTH, a JIJIsl pa0OTHHKOB, Y KOTOPBIX PEKUM pad0vero BpeMeHH oTian4aeTcs oT oduieycraHoBienHoro B [bOY
«COIINe8 r. Ha3paHb», — TpyAOBBIMH JOTOBOPAMH.

3.3. [Ipu mopeHHOM yueTe pabouero BpeMeHH MojcueT (PaKTHYeCKH OTpabOTaHHBIX PAOOTHHUKOM YacoB
HPOU3BOJUTCS €XKEITHEBHO.

3.4. IIpu cymMmMHEpOBaHHOM ydeTe pabodero BpeMeHH! NoACcUeT PaKkTHIeCKA 0TpabOTaHHBIX PAOOTHUKOM YacoOB
32 YYETHBIN IEPUOJ IIPOU3BOJUTCS €XKEIHEBHO U HAPACTAIOIIMM UTOTOM CYMMAapHO 34 YYETHBIHN IEPUOA.

3.5. CrepxypouHas paboTa IMOJISKUT PerucTpaliiy B Tabesie yuera pabouero BpeMeHH B IOPS/IKE,
npeaycMoTpeHHoM nyHKToM 4.9.3 TTonoxeHus.

4. Ilopsinok 3anoJiHeHus1 Ta0ess yueTa pado4yero BpeMeHu

4.1. Tabenpb y4yera pabouero BpeMeHu (fnaiee — Tabeis) BeAeTcs Mo yHupuimpoBanHoii popme T-13,
yTBepkAeHHON nocTaHoBieHneM ['ockomcraTta Poccun ot 05.01.2004 Ne 1, Ha GymakHOM HOCHTEIE.

4.2. Ceenienust B TaOeIb BHOCATCS TOJIBKO HA OCHOBAHMH HAJUJICKAIIMM 00pa3oM 0OPMIICHHBIX JIOKYMEHTOB,

B YaCTHOCTH: MPHKa30B (0 mpreme Ha paboTy, mepeBo/ie, KOMaHIHUPOBKE, 00 OTIYCKE, O CBEPXypPOUHOI paboTe,
00 m3MeHeHHH (HaMHJIHH), TUCTKOB HETPYIO0CITOCOOHOCTH, CIIPABOK O BHIMOJHEHHUH TOCYIAPCTBEHHBIX HITH
0OIIECTBEHHBIX 00I3aHHOCTEMN,

4.3. OTBeTCTBEHHBIIH PabOTHHK (hOpMUPYET Tabelb B JiBa Pa3a B MECAIL: 32 MEPBYIO IMOJIOBHHY OTYETHOTO MEPUOIa
Y UTOTOBBIN TabeJsb 3a BeCh OTYETHBIN neprol. OTYETHBIM [IEPUOJIOM, 38 KOTOPBIM NpeACTaBIseTCs Tabens,
ABJIIETCS OJVH KaJICHAAPHBII MecAIl C TIEPBOTO M0 MOCIEAHEE YHCIIO BKIFOUUTEIBHO.

4.4. B rpade «Homep nokymenrta» Tabelst IpocTaBIsieTcs HOPSIIKOBBIA HOMEDP, HAUUHAs C IEPBOT'0, UCTIONb3YeTCs
CKBO3Hasl HyMepaIus.

4.5. B rpade «/lara cocraBieHus» ykaspiBaeTcs gata popmupoBanus tadessi, COOTBETCTBEHHO, 3a IEPBYIO
IMOJIOBHMHY OTYCTHOT'O IEPUOJaa UJIN 3a BECh OTYETHBIN TIEPUOI.

4.6. B rpade 1 «<Homep mo nopsiaxy» Tabelis HCIOIb3yeTCsl CKBO3HAS HyMepaliys, IPOCTABIISAIOTCS HOPSIIKOBbIC
HOMeEpa, HaYMHAs C TIEPBOTO.

4.7. B rpade 2 «Damuiuist, HHULAAIBI, TOJDKHOCTH (CTICIMAIBLHOCTD, TPpodeccHs)» Tadels oCTPOYHO
HEePEYHCIIAIOTCS PAOOTHUKH B aji(paBUTHOM TOpsiike (1o mepBbIM OykBaM (aMminii). JloIKHOCTh pabOTHUKA
yKa3bIBaeTCS B CTPOTOM COOTBETCTBUH CO ITATHBHIM PACTIMCAHUEM IIIKOJBI.



4.8. B rpade 4 «OTMETKH 0 SIBKaX M HEsIBKax Ha paboTy Mo yuciiaM Mecsa» tadens (nanee — rpada Ne 4 tadens)
OCYILECTBIISIETCS €3KEIHEBHBIN yueT pabouero BpeMeHH KaKI0ro pabOTHUKA ¢ TPUMEHEHHEM YCIIOBHBIX OYKBEHHBIX
0603Ha4YeHnH (KOIOB), IPUBEICHHBIX B YHH(DUIMPOBaHHOM (opme T-12, yTBepKAeHHOMH ITOCTAHOBICHUEM
Iockomcrara Poccum ot 05.01.2004 Ne 1. Eciu B yaudunupoBanuoi hopme T-12 st peructprupyeMbix B Tabele
CITy4aeB HE MPEIYCMOTPEHBI KOJIbI — MPUMEHSIOTCS KOJIbI, YTBEP)KJICHHBIC IPUKA30M JUPEKTOPA MIKOJIBI.

4.9. Yuer pabouero Bpemenu B rpade Ne 4 tabenst IpOU3BOIUTCS METOIOM CILIONTHON PErUCTPAIINH SBOK U HESIBOK:

4.9.1. B BepxHeii ctpoke rpadsl Ne 4 Tabens mpocTapisieTcsi OyKBEHHBIH KO, a B HIKHEW CTpoKe — (pakTuiecku
oTpaboTaHHOE PaOOTHUKOM BpEMS B Yacax U MHUHYTaX.

4.9.2. OTKJIOHEHHUS B BUJIC HESBOK, YUET KOTOPBIX BEACTCA B THIX (OTITYCK, IHU BPEMEHHOM HETPYIOCTOCOOHOCTH,
ciye0OHbIe KOMaHIMPOBKH U MHBIC), OTPAYKAFOTCS ITyTEM MPOCTABJICHHS B BepXHEH ctpoke rpadsr Ne 4 taberst
OYKBEHHOT'O KOJIa, @ HWKHSISI CTPOKA Ha3BaHHOM rpad)bl OCTACTCS TYCTOM.

4.9.3. OTKIIOHEHUS B BHJIE CBEPXYPOYHBIX YacOB Pa0OTHI B TaOEIIe MO OTIEIbHBIM OyKBEHHBIM KOJOM
HE PErUCTPHUPYIOTCS, @ YKa3bIBAIOTCS B paMKax (pakTHYECKH OTpabOTaHHOTO PaOOTHUKOM BPEMEHH 32 JICHb (CMEHY).

4.9.4. Tlpu Hamu4nu y pabOTHUKA OHOTO MIIM HECKOJIBKUX BHUIOB OTKIOHEHHH B OJUH JcHDb (HalpUMep, CMEHa,
YaCTUYHO MPUXOASAIIASICS HA HOYHOE BPEMsl, MJIM KOMaHMPOBKa, B IIEPUOJI KOTOPOil pabOTHHK 3a00I1elT) B BEpXHE
ctpoke rpadsi Ne 4 Tabernns IpoCTaBIAIOTCA Yepe3 APoOs B HEOOXOIUMOM KOJIHYECTBE OyKBEHHBIE KOJMBI, & B HIDKHEH
CTpOKE yKa3bIBaeTCsl (haKTHIECKH 0TPaboTaHHOS/HEOTpabOTaHHOE BPEMS 110 KaXKIOMY KOJY OTKJIOHCHUSI.

4.9.5. B ciiydae HessBKH paOOTHHKA Ha padOTy 0 YCTaHOBIICHHS TOYHOW MPUYHUHBI €T0 OTCYTCTBUSI B BEpXHEH
ctpoke rpadsl Ne 4 Tabens npoctasinsiercs ko «HH», HmxkHAs cTpoka octaercs mycroid. Kon ucnipasisiercs
Ha BEPHBIH [10CJIE TOr0, KaK paOOTHHUK MPEICTABUT TOKYMEHT O IPUYKMHAX OTCYTCTBHA Ha pabore. [Ipu
NPEACTaBICHUH TAaKOr0 JOKYMEHTa Hocie 0(hOPMIICHHUSI UTOTOBOTO TalelIs 3a OTYETHBIM NEPUO 10 JAHHOMY
PpaboOTHHKY COCTaBIISETCSI KOPPEKTHPYIOMIUN TaOeb.

4.10. Cenenust 0 pabOTHUKAX — BHYTPEHHUX COBMECTUTEIISIX OTPaXKatoTCsl B Tabese Moj| pa3HbIMH TaOeTbHBIMU
HOMEPaMH JIBAXKbI: OTAEIBHONW CTPOKON — 10 OCHOBHOH paboTe U OTIEIBHON CTPOKOM — IO COBMECTUTEIBCTBY.

4.11. PabOTHHKH, IPUHSATHIE B OTYETHOM MEPHO/IE B CTPYKTYPHOE NOJpa3/ielieHHe, MoJIexkar 00s3aTeIbHOMY
BKJIIOUEHUIO B Ta0eNb ¢ aThl Havyaja paboThl. B sueiikax rpadsr Ne 4 tabesns, KoTopble HE 3alOIHSIIMCH 10 IpUEMa
HOBOT'O pabOTHHKA, CTaBSITCS MIPOUYEPKH.

4.12. PabOTHUKH, TIEpeBeIEHHBIC B OTYETHOM TIEPHO/IE B IPYTOe CTPYKTYPHOE TIOIpa3AeicHUe, MO IeKaT
00s13aTeTbHOMY BKJTFOUEHHIO B TaOEIb 3TOTO CTPYKTYPHOTO TOIpa3/ieieHus ¢ AaThl Hayana paboTel B HeM. [Ipu aTom
u3 Tabenst CTPYKTYPHOTO MOAPa3/IeNIeHNs, i3 KOTOPOTO PaOOTHUKH TEPEBOIMINCH, OHU UCKITFOYAIOTCS B MECHIIE,
CJIETyFOIIEM 32 OTYETHBIM eproaoM. CBefeHns o pabOTHHUKAX, TIEPEBEICHHBIX B TEUEHHE OTYETHOTO TIEPHOIa
BHYTPH CTPYKTYPHOT'O TOIPa3/ICICHUS Ha APYTYIO JOJDKHOCTH (B TOM YHCIIE BPEMEHHO), OTpaXkaroTcsi B Tabene
JIBXIbI — 10 TIEPBOHAYAIILHOW U TI0 HOBOH TOJKHOCTH. B sueiikax rpadbr Ne 4 Tabenst cTpyKTypHOTO
MoJIpa3AeiieH s], KOTOPBIC HE 3aIOHSITUCH B CBSI3H C TIEPEBOJOM PAaOOTHUKOB, CTABSATCS IIPOYCPKH.

4.13. B siueiikax rpadsl Ne 4 tabenst mociie AHs YBOJbHEHHUS paOOTHHKA U3 ILIKOJIBI CTABATCS IPOUYEPKH
JI0 OKOHYAHHsSI OTYETHOTO NIepHoia. B Mecsie, clieayromeM 3a OTYETHBIM TIEPHOIOM, YBOJICHHBIH pabOTHUK
UCKJIIOUYAETCs U3 Tabes.

4.14. Tlocne OKOHYaHUS TIEPBOM MTOJIOBHHBI OTYETHOTO TIEPHO/IA, & 3aTEM IT0CIIe OKOHYAHUS BCETO OTUYETHOTO
nepuoja 10 epenadr Tadens B LeHTPATM30BaHHYI0 Oyxrantepuio B rpadax 5 u 7 «OTpaboTaHo 3a MOJOBUHY
Mecsia/MecsI Tadesst B BEpXHUX CTPOKAX MPOCTABISIETCS KOJTMYECTBO OTPAOOTaHHBIX pAOOTHUKOM JTHEH,

B HIDKHHUX CTPOKaX — KOJIHYECTBO OTPabOTaHHBIX paOOTHUKOM YacoB. JlaHHbIE rpadbl 3aNIOTHSIOTCS TIPH
COCTaBIICHIH KOPPEKTUPYIOWIETO Tabest, Ta0essl Ha YBOJIBHSIOIMETrocsl paboOTHHKA.

4.15. BHeceHre UCTIPaBIICHUN 1 JOTIOTHEHHH B TabeIh He MomycKaeTcs. B cirydae HeoOX0AMMOCTH BHECCHHMSI
HU3MEHEHUH (TOMONHEHMIA) B CAaHHBIN Ta0EIh COCTABNISACTCS WHANBUAYATLHBIN KOPPEKTUPYIOIINI Ta0CTh
M0 KOHKPETHOMY PabOTHUKY.



4.16. Tabens 3aBepAIOT CBOMMU NoANHCIMA OTBETCTBEHHBIN PaOOTHHK, TUPEKTOP MIKOJIBI, CIISITUATUCT 110 KaapaM.

4.17. Tabenb Ha OyMaXHOM HOcuTele nepeaaercs OTBETCTBEHHBIM PA0OTHUKOM B IIEHTPATN30BAHHYIO
OyXTranTepHio B CIEAYIONINE CPOKH:

e 3a mepBylo nojoBuHY Mecsna — He no3anee 10:00 nepsoro pabouero jaHs mocie 15-ro yuciia OTYETHOTO
MepHO/Ia;

e 3a BeCh KaneHaapHblin Mecsi — He no3anee 10:00 mepeoro pabodero aHs mOC/e MOCIEIHErO JHS
OTYETHOTO TIEPHO/IA.

4.18. ;11 CBOEBPEMEHHOI'0 pacyeTa 3apaboTHOH IUIaThl YBOJIBHSIOIIETOCS pa0OTHUKA Ha HETO 3aIOHACTCS
OTJCIbHBIN Tabesb ¢ 1-ro Yncia TeKyIIero Mecsia mo mociaeHui padbounii 1eHb (BKIIOUNTEnbHO). Tabenn

Ha YBOJIBHSIONIETOCS pa0OTHUKA TIepelacTCsl B IIEHTPATM30BaHHYI0 OyxranTeputo He nosanee 15:00 paGouero ans,
MIPEIIICCTBYIOIIETO JHIO YBOJbHEHHUS.

4.19. Ilpu coctaBneHNH KOPPEKTUPYIOIIETO TAOEIs IPH YBOJIBEHEHNH paOOTHUKA OJHUM THEM Ta0ells Ha paOOTHHKA
nepegaeTcs B IEHTPATU30BAHHYIO OyXTaaTepUIO B TEUCHUE OTHOTO Yaca CHEeUAIUCTOM O KaJpaMm.

4.20. O6muii Cpok XpaHEeHHUs TabesIeH B IIIKOJIE — MATH JIeT. Tabeln 1o yueTy pabodyero BpeMeHU paOOTHUKOB,
3aHATHIX BO BPEAHBIX M (WIIH) OMACHBIX YCIOBHSX TPY/AQ, XPAHATCS 75 JIET, €CIIH ASTONPOU3BOICTBO IO HUM
3akonueHo A0 1 saBaps 2003 roga, u 50 neT, ecim 0HO 3aKOHYEHO Tociie 3ToH MaThl. CPOK XpaHEHHs HCUHCTISETCS
¢ 1 suBaps rona, CIeIYIOMIEro 3a TOA0M, B KOTOPOM O(hOpMIISIICS Ta0elb.
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