
IIONO}ItEHI4E
o ra6eJrbHoM yrrere pa6oqero BpeMeHr{

s MOY <<Cpe4nnq urKora J\b46>

l. Odryue rroJrolreHr{fl
l.l. Hacrosulee floloxeHlle BBoAHrcr c rleJrbro cr4creMarv3arrvtr rpouecca c6opa u o6pa6orxu
urH$opnraquu o 3arparax pa6o.rero BpeMeHr.r corpyAHr.rKarrau MOY <Cpegnxx rxKora J\b46)).
L2. [nx BeAeHLIt ra6e.ursoro yrrera pa6overo BpeMeHr.r llpraxa^:ou Ar{peKTopa B

MOy <Cpe4uxx IrrKoJIa }lb 46>> Ha3Haqarorcr orBercrBeHHbre nlrqa r,r3 rrr,rcna corpyAHr,rKoB:
cnerlnanucr no KaApaM - orBercrBeHnrrft ga BeAeulre ra6eltnoro yqera pa6ouero
BpeMeHI,I aAMI4HI{cTpaTIrtBHbrx, ne,4arorl,IqecKplx pa6oEruxon il BcrloMoraTenbHoro
nepcoHana (Ta6enl Jtl );
3aMecrLITeJIb AI4peKTopa rro AXr{ - orBercrBeHuuft ga BeAeHHe ra6elrHoro f{era
pa6ouero BpeMeHI,I TexHl{rrecKoro H BcrroMorareJrbHoro ilepcoHrura (Ta6enr J\b2);

Alacfierqep no pac[rIcaHLIIo - orBercrseHHsrfi 3a BeAeHr{e Ta6enr - cnpaBKr4 (Oopua J\ll).
1.3. B AonxHocrHnre o6sgaHHocrll pa6ornunoB, orBercrBeHHbrx ga ra6emnrrfi yrer, BBoA{Tct
Qynxqun: KoHrponb $arruvecxoro BpeMeHra npe6rrnaunr corpyAHr{KoB MOy <Cpe4nrr
IIIKona Ns 46) na pa6ore I4 BeAeHI{e ra6elruoro yqera c orBercrBeHHocrbro 3a rrpaBr.rnbHoe
orpaxeHlle n ra6ele pa6o.rero BpeMeHr4 corpyAHr{KoB pr cBoeBpeMeHHocrb rrpeAcraBrreHvrs.
ra6ets Ha pacqer.
1.4. finx IdcnoJIHeHIrq o6sgaHnocreft pa6ornr.rK, orBercrsenHHfi ga ra6emnlrft yuer:

BeAeT yqeT rxTaTHofo cocTaBa coTpyAHr.rKoB;

Ha ocHoBaHIrIr AoKyMenron (nprEkE:oe nd nraun6My cocraBy u o6utuu eonpocal,r) BHocr.rr B
crlucoK I43MeHeHpIt, CBt3aHHbIe C npI4eMOM, yBOJIbHeHI4eM, rIepeMeIrIeHIreM, I43MeHeHI,IeM
rpaQuxa pa6oru, pa3p{AoB (rareroprafi), npe4ocraureHr4eM ornycKoB ur. I.;
ocyruecrBnf,er KoHTponb cBoeBpeMeHHocrr4 sBKr4 Ha pa6ory u )xoAa c pa6oru
HaxoxAeHLIr na pa6oueM Mecre corpyAHr{KoB c r,r3BerrleHr4eM Ar.rpeKTopa MOy <Cpe4uax
IITKOJIa lt 46) o He.sBKax, oIIo3AaHLrrx, npexleBpeMeHHbrx yxoAax u rrplaqr4Hax, ux
BbI3BABIX14X;

KoHTponupyer cBoeBpeMeuHocrb npeAocraBlreHlrr Lr npaBr.rnbHocrb oSoplrlenur
AoKyMeHToB, noATBeplrAaloqrrx npaBo corpyAHr,rKoB Ha orcyrcrBr4e ua pa6oveM Mecre:
nI,IcrKoB o npelrennofi Herpy.{ociloco6nocrra, cnpaBor rro yxoAy 3a 6oltumu[,
rolnucaHHbrx pyKoBoAuTeJreM yB0nbHr.rTeJrbHbrx r{ Ipyrux;
roroBI4T cnacKll corpyAHI{KoB Anr u3raHvr. [pr'rKa3oB o pa6ore B BbrxoAHhre u uepa6ovue
lpa3AHI4rIHbIe AHIiI.

1.5. B cnf{ae HeBo3MoxHocrlz BpeMeHHo racrroJrH.f,Tb o6ssannocrr.r ro BeAeHr.rrc ra6emnoro
yqera Ha3HaqeHHbIM corpyAHI{KoM, Ar{peKTop MOy <Cpe4nln rrrKona l\b 46) rryreM v3ranlrfl.
llpr.rxa: a Ha gTor nepr{oA Ha3Harraer orBercrBeHHo f o r{c[onHr4TeJr.s.
1.6. Bce corpyAHI4KId, s o6ssaHuocrr.r Koropbrx BMeHeHo BeAeHr.re ra6erssoro yqera, B

o6gsaremnoM noptAKe 3HaKoMrrcfi c Hacrorulprrr,r flolox{eHrzeM noA pocnrrcb.



2. OnpegeJreHrrs
2.7. Ta6etr J\bl - :ra6emnrrft yuer pa6ouero BpeMeHu arMvrHurcrparlrBHhrx, rreAarorr4qecKr4x rr

BclloMorareJlbHofo [epcoHana (x aAMr4Hr4crparr.rBHbrM vt neAarorr4trecKr,rM pa6otHurau
orHocflTct: AI{peKTop, 3aMecrr,rrenb Ar{peKTopa ro yre6no-nocnuraremHofi pa6ore,
3aMecrIzTeJIb AI{peKTopa rro nocnrararemnofi pa6ore, 3aMecrraTeJrb Ar4peKTopa no
aAMnHncrparI4BHo-xogsftcrneHHofi uacrra, 3aMecrr.rreJrb Ar{peKTopa no 6esonacHocrr4, rrtasuHfi
6n6luorexapr, frureJlr, Bocfir,rrareJrr4, rreAafor AononHI,ITeJIbHoro o6pa:onaHur, rleAafor-
opraHl43arop, rreAaror opraHr{3aTop rro cnopTy, yquTenb-noroneA, neAaror-ncuxoJrof,
couplamnrrfi neAaror; 14 BcrroMoraremnrrfi ilepcouan: ra6opanr, ceKperapb-MarrrlrHr4crKa,

Allcnerqep o6pasonarenbHoro yqpelrAeHr4r, cneqhanr.rcr rro KaApaM, r4HxeHep no 3BT).
OrnercreeHnrrfi ga BeAeHr,re Ta6ens, J\b1 - creur4aJrr,rcr no KaApaM.

2.2. Ta6enn itlb2 - ra6emnufi yuer pa6overo BpeMeHr,r rexHr4qecKoro nepcoHana (pa6o.ruft uo
o6clyNunanvfio 34anvrs., pa6ouuft no KoMrrneKcHoMy o6clyxunaupfio 3[aHv4 rap4epo6rqnr,
cropox). Orsetcrnennufi 3a BeAeHr.re Ta6etx }lb2 - 3aMecrr4renb Ar,rpeKTopa no AX9.
2.3. Ta6ers-cnpanxa (@opnaa }lbl) noceuaeMocrr4 Lr nporycKa ypoKoB yuurelefi Lr

Bocrll4TareJlefi 1-11 rraccoe - AoKyMeHT, orpaxaroru[fi (baNaerJrrrro, rrMr, orqecrBo pa6orHrara,
ero AoJIXHocm (npe4uer), xorllqecrBo rrponyuleHuux 4uefi, KoJrr{rrecrBo nponyqeHHbrx qacoB,

KoJII{qecrBo AaHHbrx qacoB B noptAKe 3aMe[{eHr,rs, ocHoBaHr4e. llepconaJrbHbre cBeAeHvg o
pa6ornuxe, a raK)I{e Aara, rrpeAMer, KJracc, lprzqrlHa nponycKa ypoKa ]r 3aMeHeHnrrfi ypox

lprarcupyrorcr B xypHane yqera npoilyureHHbrx u 3aMerrleHHbrx ypoKoB. B xypna-n BHocsrc.fl
cBeAeHI,Iq O nponyqeHHbrx u 3aMerrleHHbrx ypoKax Ha ocHoBaHr4r.r npr4Ka3oB no rrrKoJre,

6olrnprqnrrx JII,IcroB, sauucefi B KJraccHbrx xypHanax r{ T.A. Ornercrsenurrfi 3a BeAeHHe

xypHana yqera npolyqenHbrx u 3aMerqeHHbrx ypoKoB, Ta6enr - c[paBKr{ - Ancner{ep no
pacnr4caHr,rrc.

3. Ilpaeura 3anoJrHenuq ra6ers
3.1. Ta6enb yqera pa6o.rero BpeMeHr,r BeAercr B sneKTpoHHoM r,r 6yua>rHona Bapr4aHTax no

$opue (Qopua 050442I) yrBep)rqeHiroft llpurcasorr,r MHHrfuHa Poccuu or 30.12.2008 r. Ns 148
<06 yrnepxAeHl,Ill I4Hcrpyxquu no 6roANerHoMy yrrery) (pea. ot 30.12.2009 r.)
3.2. 3nexrpouusrft Bapr4aHT ra6ers BeAercs pa6orHuxaun, orBercrBeHHhrMr.r sa ra6emHrrfi
yqer, B gneKTpoHHylo 6asy AaHHbrx c yqeroM cneAyroqrx rpe6onanufi:
3.2.1. B saronoexe Ta6ens yKa3brBaercr Har.rMeHoBaHr.re opraHn3arlnn (MOY <Cpe4nxr rrrKoJra

No46>), Aara cocraBJreHr.r.rr r orqerHbrft nepuo4 (c 1 no 31 qzclo KaxAoro uecxqa).
3.2.2. fpa$a 1 - npocraBrrercs HoMeptno noprAKy
3.2.3. fpa$a 2 - @I4O, AoJrx(Hocrb (iuequa;rrnocrr, npo$eccux) pa6orHrara
3.2.4.fpa$a 3 - AolxHocrb (npe4rvrer), KoJrr4lrecrBo craBoK
3.2.5. fpa(fu c 4 no 34 - oruerKlr o {BKax r.r HeqBKax ua pa6ory no qracJraM Mecflrla
3.2.6. fpaQa 35 - I,lroro orpa6orano 3a Mec.f,rl

3.2.7.fpaSa 38 - Ta6enrnufi HoMep

3.2.8. fpa$a 42 - Koru.recrno AHefi (uacon) HdsnoK
3.2.9. f paSa 43 - Koila.{ecreo orpa6oraHHbrx rracoB (cropoxa)
3.2.10. fpa$a 45 - Konu.recrBo HorrHbrx qacoB (cropoxa)
3.2.1I. fpaSa 47 -Kotw'aecrBo npa3AHr.rr{Hbx qacoB (cropoNa)
3.2.12. YcrosHHe o6osHaqegus, s ra6erre yrrera pa6ouero BpeMeHr.r:

flpo4orxzreJrbHocrb pa6oru B AHeBHoe BpeMf, (xoa - 6yrnennufi)

HauN4euosaHr,re rtoKa3arer.s Koa
BuxoAnue u npurAul{rrHbre,4Hr.r B
Pa6ora B HoqHoe BpeMs H
Bunomrenrae roco6.ssanuocrefi f
Oqepengrte Lr AorronHr.rreJrbHble ornycKa o



BpeMeuHaq uerpyAocnoco6Hocrb, HerpyAocuoco6nocr" nffi B
Ornycx no yxoly sa pe6eHKor\a P
r{acrr cgepxypoqHofi pa6orrr C
Heqnxu c pa3peileHflq aAN{uHlrcrparltlIt A
BrrxoAHrre no y.re6e BY
Yqe6nuft ornycK ov
3auerueune e 1-3 xraccax 3H
3auerqeuue n rpynnax npolneuHoro AHt 3n
3aueuenue e 4-11 xlaccax 3C
Pa6ora s npa3AH[.rHbre AHr{ Pil
@aKru.recxz orpa6oraHHbre qacbl fl
KoNaaHAHposxu K

3.3. Kpoue 3Tofo, pa6oruuru, orBercrBeuHbre ga ra6enrnrrft yler, 3arroJrHrror ra6em n
Qoprvrare Excel I{ pacfleqarblBalor ero Ha 6yuare. IloAnucanuufi ra6em repeAaercr n My
<I{enrpalu3oBaHHar 6yo<ralrepus Jllb l) Ha xpaHeHr,re.
3'4. Ta6etb coAepxur noArlplcb pa6ornzxa, orBercrBeHHofo 3a ero BeAeHr,re, (o6opornar
cropoHa BKnaIHoro nvcra Qoprvra 0504421), yrBepxAaercr ArrpeKTopoM rrrKonu (nepnrrfi lzcr
ra6enr). floAnucr orBercrBenHoro pa6orurra h B:n3a Ar.rpeKTopa rrrKoJrbr coAepxar:
HaI,IMeHOBaHLI9 AO JrXH OCIld, Q .I4.O., no4uHc b, ll?try noAnplcaHr.r.g.
3.5. K coAep)KaHr.rro ra6ers npeAbqBnsrorcr cneryroq[e rpe6onaunr:
3.5.1 [aHuble o corpyAHl4Kax BHocqrcr e ira6em B crporoM coorBercrBvtw c ncflo.rrHeHr.reM
rrrrarHoro pacnvcannr MOY <Cpe4uxx rrrKoJra Ns46).
3.5.2. B clyuae yBonbHeHLIs Ha corpyAHr.rKa B r4ToroBbrft ra6etrc Mec-flrla, oAHoBpeMeHHo c
flpuxasou Ha yBonbHeuue (c AorraAnoft ganucroft - B cnyqae yBonbHeHr,rr rro vrHLr\uaruBe
pa6orogarenr). B ra6ere rpocraBnsrorc{ qacbr pa6oru ro nocneAnuft palouuit reHb
(nrffouurelrHo), a ilocne AHr yBonbHeHu.f, npocraer_sercr ((X)).
3.5.3. Cnucox pa6oruur<oB cocraBJlflercfl n ar$anurnou roprAKe (no nepBbrM 6yrnarra
(faurzlzu).
3.5.4.llpn ueo6xoAl4Mocrl,I opraHu3auun pa6oru B BbrxorHofi ntu uepa6o.rrnfi npas4uuunruZ
IeHb I'B.4aerc{ coorBercrByloquft upuras. Orpa6oraHHoe n nepa6o.rHfi npa:4uu'ru;;tit urn
nrrxo4uoft AeHb BpeMt yra3blBaercs n ra6ere B crporoM coorBercrBr,ru c npr,rKa3oM. Ilprarar o6
opraHl{3alluu pa6orrr B BbIXoAHbIe (nepa6our4e rrpa3AHu.nrue) AHr4 roroBr.rr crrerlr4irJl4cr rro
KaApaM no yKa3aHr.rrc llrpeKTopa mKoIbr. | .

3.5.5. Pa6ora B BbIXoAHofi (nepa6ovufi npa:4ura.rurrfi) AeHb npor43BoAr.rrc{ B coorBercrBr{H c
noJloxeHl'Ierra o6 oulare rpyAa pa6onruxos MOY <Cpe4nxr rrrKoJra }lb46) e AsofiHoN{ pa3Mepe.
llo xelauvro pa6onrnra, pa6oraBrrrero B BbrxoAHoit uttu uepa6ovvtfi npa3AHr4rrHufi 4eur, euy
Moxer 6rITs npe4ocraBJleH rpyrofi AeHb orAbrxa. B gToM cnyqae pa6ora n nepa6ovufi Aens
olraqr.rBaercs B oA[HapHoM pa3Mepe, a AeHb orAbrxa orrJrare He noAJrexur.
3.5.6. IIpu conna4eHlzu [pa3AHLItIHoro r4 BbrxoAHoro Auefi errxo4Hofi AeHb rrepeHocr.rrcr Ha
cneAyloull4fi nocle npa3AHLItIHoro pa6ovufi rens B coorBercrBt4r4 c Tpy4onuM KoreKcoM
Poccuficxofi Oe4epaquu.
3.5.7. flpuueveuue pa6orru4roB K cBepxypoqnofi pa6ore, a raKxe r< pa6ore n euxo4noft
(uepa6ovufi npa3AHl,It{Hrrfi) 4enr AonycKaercs roJrbKo c rrr4cbMeHHoro corJracux pa6ornr.rKa B
cryrra.f,x, npeAycMorpeHHblx Tpy4onrrul KoAeKcoM Poccuficxofi @e4epaqnvt, H o$oplrlxercx
npLIKa3oM. Pa6orrr, He o(fopnuleHHble HaAnexaruzlr o6pasou, e ra6eJre He orpaxarorcr r4

OIIJIATE HE TIOAJIEXAT.

3.5.8. Or'{erHHN{ [eplroAoM Ant yqera n ra6ele pa6ouero BpeMeHr,r ycraHaBnr.rBaercr oALrH
KaneH.qapHlrfi uecxq (c nepnoro no nocneAHee qncro nrmovnreltHo).
3.5.9. B clyuae BbITIoJIHeHLII pa6orunxoM rpyAoBux SyHxqrafi na reppuropr{u MOy <Cpe4Hxx
IIrKona Ns 46> s ra6ere lpocraBJlterc.fl Ha raxc4srfi orpa6orannrrfi AeHb KoJrrzrrecrBo
orpa6oraHHbx r{acoB B coorBercrBpru c Hacro.sunM floroxenueu.



3.5.10. B clyrae Haxox.{eHllr pa6orHuKa He Ha reppuropuu MOV <Cpe4uxx rrrKoJra J,l! 46>,
I'UILI HeBbITIoJIHeHLIt I4M TpyAoBrrx (fyHrqnfi, n ra6ele npocraBnrercx 6yxnennoe o6ogsaqeHlre
rrcroJrb3oBaHr4r BpeMeHr{ B coorBercrBnu cTa6etb - crrpaBKofi (<Dopua J\bl).
3.5.11. B cny.rae [crIoJIb3oBalvrs.B orlrH AeHb HecKoJrbKprx Br.rAoB BpeMeHr{ (uanpurraep,T tacov
ocHoeuofi pa6otu u 5 qacos coBMeIIIeHr4s. vtrv 3aMetueHr4r), ra6elr Be.{ercr rro oAHoMy
pa6oruraxy B ABe crpoKu.
3.5.12. Ornycxa (exero4nrre I{ aAMI4HI,rcrparr{BHue), 6omur4r{Hbre Jrr4crbr npocraBnrrorcr Ha
Bce KaneHAapHbIe AHI,I, BKJIIoqaTI BbrxoAHbre (3a r,rcKrroqeHr.reM npa3gHrrrrHbrx Asefi).
3.6. Ha'auc.IIeHIze sapa6oruofi nramr corpyAHrKal4 npor43BoAurcs MY <I{eurpanrl3oBaHHa:r
6yxranrepur Nel) Ha ocHoBaHr4H ra6enefi yqera pa6overo BpeMeHrr, BHeceHHbrx B

3neKrpoHHylo 6ny pa6ornuxauu MOy <Cpe4nm rxKoJra }lb 46>>, orBercrBeHHbrMu sa
ra6elurttfi yqer. Zn(fopuaqrar B qacrr.r HarrucneHHbrx cyMM orpaxaercr B pacqerHo-
nrarexHofi BeAoMo crpr, pacqerHbrx Jrr,rcroqKax.
3.7. flanHlre o 3arparax pa6o.rero BpeMeHr.r, BHocr4Mbre B gneKTpoHHyro 6asy, 4orNnu
cooTBeTcTBoBaTb AaHHbrM npr4Ka3OB O Harpy3Ke
3.8. B ra6ele He pa3pelrralorc.s Hr{KaKr4e r{cnpaBneHr.rq rd AolonHr.rreJrbHbre noMerKr.r.

4. Ilopqaorc SopvrnpoBaHrq u rpeAcraBleurq ra6e;refi
4.1. He pexe oAHoro pa3a B HeAenro pa6onrnr, orBercrBeHnHfi sa ra6ertrnuft yrer, co6upaer
no cBoeMy ra6eruo (Ta6enr Jtl ntu Ta6etr Jl{r2) AaHHbre o6 ucnonmoBaHr{r4 pa6ouero
BpeMeHr.r

4.2. Bce orIo3AaHLIt u rpexAeBpeMeHHbre yxoAbr c pa6oru $uncupyrorcr orBercrBeHHbrM 3a
BeAeHLIe ta6ers. yrrera pa6ouero BpeMeHr.r r4 Bbrrrr4Tarorcfl, vt3 6atasca pa6overo np0uenvr.
Zcrnioqesrle cocraBJlxrot pa6orHl{Kr{, np[xoArrurre Ha pa6ory uo3xe rlnr{ paHbrre yxoArrrlue c
cofJracur aAMr.rHr{crpaqun MOY <Cpe4urx rrrKoJra }1b46.
4.3. lauurre o cnyqatx ono3AaHplfi, carvronorbHhrx yxoAoB c pa6orrr HaflpaBnsrorcs Ar{peKTopy
MOy <Cpe4Hxl IITKoJIa J\|l46) orBercrBeHHbrM nr.rqoM 3a BeAeHr,re yqera ra6ets, pa6o.rero
BpeMeHI4 n Soprvre aHarllTllqecxoft sauncKll o HapyrxeHvrx pa6oruuKaMpr pexI,IMa rpyfta vr

oTAbrxa.

4.4. flanlnue o6 racnonb3oBaHl,rfl pa6o.rero BpeMeHrz 3aHocrrcr orBercrBeHHbrMr{ sa ra6emurrft
yqer B gneKTpoHHFo 6asy no 17 qucna orqerHoro Mecrqa.
4.5. Pa6orru.IKLI, orBercrBeHHble sa ra6emuuft yuer, pacleqarbrnaror ra6elb r.r nocJre npoBepKz
u noAnl{cll AI{peKTopa luKoJrbr nepeAaror ero (c [pr.rJroxeHr.rena flpura:on) 4na Har{ucJreHr{t
rapa6orHoft rIJIarbI tI xpaHeHI4" " Yyr<I-{eurpa-rru3oBaHHaq 6y<ra-rlrepus llsi> (n pac.retrrft
orlel).


