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MUHOBPHAVKH POCCHH

(denepasbHoe rocyapcTBeHHoe 0107KeTHOE
o0pa3oBaTe/IbHOE yUpesK/IeHHe BbIcIIero o0pazoBaHus
«KazaHckuii HANMOHAJILHBIN HCCJIEI0BATEIbLCKHI
TEXHOJOTHYeCKHIl YHHBEPCHTET»

(PI'OY BO «<KHUTY»)

INMPUKA3
e 2 N Sl -E

06 yrBepxkaennu Ilonoxkenus o nopsiike 3anojHeHusi Tabesst yuera
pabouero Bpemenn ®I'BOY BO «KHUTY»

B umensx ynopsgmodyeHuss ydera pabodero Bpemenun B PI'BOY BO
«KHUTY», B pamkax rtuaHa pabor mno BHeapenuto WMC «Ilapyc»
NpUKa3blBalo:

1.  VYrBepauts Ilonoxenue o mnopsigke 3amojiHeHHs Tabens ydera
pabouero Bpemenu ®I'bOY BO «KHUTY» (nanee — IlonoxxeHue) B COOTBETCTBUU
c [Ipunoxenuem K HaCTOSIIIEMY ITPUKa3y.

2.  PyxoBomuTensiM CTPYKTYpPHBIX THOJApa3/elIeHH#, OTBETCTBEHHBIM
JUI[AM OpraHU30BaTh ydeT pabodyero BpeMEHU B YHHUBEPCUTETE B COOTBETCTBUU
¢ [Tonoxenuem.

3. B cBs3M ¢ u3aHMeM HACTOSLIEro IMpHKa3a INMPU3HATh YTPATUBLIUM
npukaz ot 20.06.2017 Ne338-o0 «OO6 ytBepxaenun I[lonoxeHuss o mnopsjke
3anonHeHus tabens ydera pabodero Bpemenu ®I'6OY BO «KHUTVY ».

4. KOHTponp 3a HCIOJIHEHHEM HACTOSILEro IpHuKa3a BO3JIOXKUTh Ha

HavanpHuka YKJIO Xapucosa W.111.

Bpuo pexropa FO.M. KazakoB




[Ipunoxxenue
k npukazy ®I'60OY BO «kKHUTVY»
or HC-77ARY Ne ST -

ITos10:xeHHe 0 mopsiAKe 3anoJiHeHusI TabeJist yueTa pabo4yero BpeMeHH

1. O6mmue nonoxenus

1.1. Hacrosmee Ilonoxenue o mopsiake 3anoinHeHHs Tabens ydera pabo4ero BpeMEeHH B
®I'bOY BO «KHUTY» (manee — Ilonoxxenue) paspaGorano Ha ocHoBanuu IIpukasa Munduna
Poccun ot 30.03.2015 Ne52 «O6 yrBepxaeHHH GOpM NEPBHYHBIX YIETHBIX JOKYMEHTOB H PETHCTPOB
OyxrajTepckoro ydera, NPHUMEHSEMBIX OpraHaMH TOCYJAapCTBEHHOW BJIAacTH (rOCYAapCTBEHHBIMH
OpraHamH), OpraHaMH MECTHOTO CaMOYIpaBlieHHs, OpraHaMH YNpPaBICHHUS TOCYIapCTBEHHBIMHU
BHEOIO/[UKETHBIMH ~ ()OHJAMH, TOCYJApCTBEHHBIMH (MYHHLMIAIbHBIMH)  YYPEKIACHHSIMH, U
Meroauyeckux ykazaHUH O UX NpHUMEeHEeHHIO», TpynoBoro koxekca Poccuiickoit @enepanun (nanee
— TK P®), IlpaBun BHyTpeHHero Tpynosoro pacnopsika ®I'bOY BO «KHUTY», Yceraa ®I'BOY
BO «KHUTVY», u ycranaBiuBaeT Mopsaok ydera pabodyero BpeMeHH pabOTHHKOB YHHBEPCHTETA H
OTpakeHHs ero B Tabene ydera pabouero BpemenH (nanee — tabens) (IIpunoxenne 1).

1.2. PabouyuM Ha3bpIBaeTCs BpeMs, B TEYCHHE KOTOPOro pabOTHHK B COOTBETCTBHH C IPABHIIAMH
BHYTPEHHETO TPYAOBOTO pacloOpsIKa YHHBEPCHTETa H YCJIOBHSMH TPYJOBOTO JOTOBOpa JOJDKEH
HCIIOJIHATH TPYJOBBIE O0S3aHHOCTH, a TAK)XKe HHbIE NEPUOJBI BPEMEHH, KOTOPBIE B COOTBETCTBHH C
3aKOHAMH M HMHBIMH HOPMATHBHBIMH INPaBOBBIMH aKTaMH OTHOCATCS K pabodemy Bpemenu. Ha
ocHoBanuH c1.91 TK P® pabGoromarens 00si3aH BecTH ydeT BpeMeHH, (pakTHdyecku oTpabOTaHHOIO
KaX/I6IM pabOTHHKOM.

1.3. Yyer BpemeHH, ¢akTHUecKH OTpabOTAaHHOrO KaXKIbIM pPAOOTHHUKOM, OCYIIECTBISETCS
IyTeM 3anojJHeHHs Tabens.

1.4. O6Gs3aHHOCTE IO 3amOJIHEHHIO Talelss B YHHBEPCHTETE BoO3JiaraeTcsi Ha pabOTHHKOB
CTPYKTYPHBIX NOApAa3feNeHHH WIH MOXeT OBITh BO3JIOXKEHAa Ha PYKOBOIMTENEH CTPYKTYPHBIX
nozapasjeneHuii. OTBETCTBEHHBIE MO 3aMOJHEHHIO Tabens nuna (fanee — TabenbIIMKH) Ha3HAYAIOTCS
pacmopspkKeHHEeM  peKTopa Ha  OCHOBAaHHHM  IIPEJICTABICHHUS  PYKOBOIMTENS  CTPYKTYPHOTO
noApa3/ieNeHus.

1.5. Peectp TabGenbmuKkoB BeAeT oTAe 0 paboTe ¢ coTpyanukamu (nanee — OPC).

1.6. Tabens HHXKEeCTOAIMM pabGOTHHKAM YTBEP)KAAIOT BBILIECTOSIIIHE PAOOTHUKH.

1.7. TaGenp B yHHBepcHTeTe BeleTcs B OyMaXXHOM H JJIGKTPOHHOM BHJE. 3aroJHEHHE
AJIEKTPOHHOTO Tabelst OCYIECTBIISETCS ¢ Henmonb3oBaHueM Moy « Tabensnsbiii yuer» UC «Ilapycy,
YCTaHOBJICHHOrO Ha paboyMXx MecTax TaOenbIIMKOB MM HHBIX aBTOMATH3MPOBAHHBIX pabo4MX
MecTax, OTBEICHHBIX JIJIS 3allOJIHEHHs Tabens ¢ yueToM 0cOOeHHOCTeH pacroJIOKEeHUs! CTPYKTYPHBIX
noapa3ieNIeHui YHUBEPCUTETA.

1.8. ITopsimox paGoThl Ha aBTOMATH3MPOBAHHOM pabo4yeM MecTe IO 3aroJHEHHIO Tabels
onpenensiercs «Kpartkodt mHCTpykiued no pabore ¢ tabenem B MC «Ilapye», pasmemenHoli Ha
ouHanbHOM caiiTe yHHBEPCHTETA.

1.9. Yuer paGoyero BpeMeHH pabOTHHKA IMPOU3BOAUTCS B TOM IMOAPA3/ICICHUH, B KOTOPOM OH
3aHMUMAET JIOJDKHOCTH COTJIaCHO INTATHOTO PACHHCAHUS.

I[Tpu 3anonHennn Tabens ydera paboyero BpeMEHHU Ha JICKAHOB, /Ul y4eTa BBIOIHACMOH HMH
y4eOHO# Harpy3ku, TaGenbmiuK Kadeapsl, Ha KOTOpYIO pacrpejeneHa ydeOHas Harpyska JeKaHa,
00s13aH TIpeAOCTaBUTh TaOENBUIMKY, 3alojHsIomeMy Tabens ydera pabodero BpeMEHH Ha JIEKaHa,
CBEJICHHS O BBHIIOJIHEHHH NEKAaHOM y4eOHOH Harpy3kd IyTeM I1OJIa4d COOTBETCTBYIOIIEro Tabes.
TabGensimuk, 3anonHsOmMui Tabenb ydera paboyero BpeMEHH JCKaHA, YYHUTBHIBACT NPEACTaBICHHYIO
emy uHpopmammio ¢ kapeapel. Tabenp BbIMONHEHWs y4eOHOH HArpy3kH IAEKaHOM XpaHHUTCH Y
TabeNbIIIKa, OCYIIECTBIISIONIEro OTpaXkeHue pabovero BpeMeHH JieKaHa B Tabere

1.10. Ha ocHoBanuu ct. 136 TK P® 3apaGoTHas niara BHIIUIAYHBACTCS HE PEIKE YEM KaXK/ble
noJmMecsIa.

1.11. TaGens craercs B OyXrajaTepuro JUls HAUUCICHHs 3apabOTHON IUIATHI JABAXKIBL.

1.12. Tabenp 3amonHseTcs 3a NMEPHOA, 32 KOTOPBIH NpelycMOTpeHa BhIILIATa 3apaboTHOM
IUIATHL.




2. 3anonnHenue Tabemns. [IpuMeHeHne yCIOBHBIX 0003HAUCHHMH
2.1.B Talene perucTpUpylOTCs CiIyd4ad OTKJIOHEHHH OT HOPMAIBHOIO HMCIIONB30BAHHS
paboyero BpEMEHH, YCTAaHOBJICHHOIO IIpaBHJIAMH BHYTPEHHEro TPYAOBOIO paclopsaka, HWId
(daxTHuecKue 3aTpaThl pabo4yero BpeMeHH.
2.2. ITpu 3anonuenuu Tabens npuMEHSIOTCS CIIeYIONIHE YCIOBHBIE 0003HAYEHUS:

HaumeHoBaHMe noka3aresns Kon HaumeHoBaHue nokasares Kon

BoixozHble ¥ Hepaboune Npa3AHAYHbIE JHH B HesiBKY 10 HEBBISCHEHHBIM NPHYUHAM HH
(10 BeIsICHEHHS 0OCTOATENILCTB)

PaGota B HOYHOE BpemA H HesiBku ¢ paspemienns aIMHHHCTPaluH A
OuepeniHble U IONOJIHUTENbHBIE OTIYCKa (0] VueOHbIi 10NOTHUTENBHBIN OTITYCK oy
BpemeHnHas HETPY10CNIOCOOHOCTD b PaboTa B BbIXO/1HbIE U Hepabouue PII

Npa3saHHYHbIE AHA

Hetpynocrnoco6HOCTh 1o 6epeMEeHHOCTH 1 Ob daxkTHyecku 0TpaboTaHHbIE YACKI A
ponam

Otmyck no yxony 3a pebeHKoM OP CryebHble KOMaHAHPOBKH K
Yacsl cBepXypo4HOii paboTsl C VBosbHEHHE VB
IMporynst [P OtcTpaHeHue oT paboTsl HB
OmnaurBaeMblii BBIXOHOM €Hb OB

2.3. I3MeHeHHsT CIHCOYHOIO cocTaBa pabOTHHKOB B Tabese NPOM3BOJAATCS HAa OCHOBAaHHH
JOKYMEHTOB II0 Y4eTy KaapoB (IIPHKa3bl O IPHEME, YBOJIbHEHUH, IEPEMEIICHHH U HHBIE).

2.4.B BepxHell IOJIOBHHE CTPOKH IO KaXJ0My paOOTHHKY, 3aIHCHIBAETCS HOpMAaIbHas
IPOJIOJDKUTENLHOCT paboyero BpeMeHH paboTHHKA, YCTaHOBJIEHHAs TPYAOBEIM JJOTOBOPOM (B dacax),
a B HWXKHEH — NPHMEHSIOTCS YCJIOBHble 000O3HaueHHs OTKJIOHEHHH WM (akT HOPMaIbHOH
IPOJIOJDKUTENIFHOCTH pabo4yero BpeMeHH (SBKa), yCTAaHOBICHHBIE TaOEIbUIMKOM Ha Ka)Kabli paboumii
neHb pabotHuka. B ciaydae ecnum pabotHuk He orpabortan B paboumii JeHb CBOEW HOPMAaIbHOMN
IPOJIOJDKATENIHHOCTH pabo4ero BpEMEHH, TO B HH)KHEH YacTH CTPOKH 3alHMCHIBAIOTCS (haKTHYECKHE
3aTparhl pabodero BpeMeHH. B HMKHEH 4acTH CTPOKH 3aNmHMCHIBAIOTCS TAK)Ke Yachl paboThl B HOYHOE
BpeMs.

2.5.Tlopsanok oOTpakeHHs CIy4aeB OTKIOHEHHH OT HOPMAJBHOH MPOJOJDKUTEIBHOCTH
pabouero BpemeHnHu npusezieH B [Ipunoxenun 2 k Hactosmemy Ilonoxenuro.

2.6. PacuérHslit nepuox 3aBepmaeTcs 3a 5 pabounx JHEH 10 JHS BHIIUIATHI 3apabOTHOMH IUIaTHL.

2.7. TabGenb oTKpHIBaeTCs Ha 1 eHb 10 Ha4aa pac4eTHOIO MepHOIa.

2.8. Ilocne oTkpeITHS Tabens 3a pacdyeTHbIH nepuoja Tabenbmuku 3arnonHstor Tabens B UC
«ITapyc» u nocpencrsom UC «ITapyc» nepenaror ero paboraukam OPC. Pa6otauku OPC npoussoast
npoBepky Tabeneit. B ciaydyae oOHapyxkenus ommbok paborHuk OPC nampasnser tabens 1o
SNEKTPOHHON cucTeMe TabenbluKy Ha aopabotky. Ilocme nopaGotku mpouexypa nosropsiercs. B
clly4ae MOJOXKUTEIFHOTO PEeIIeHH s, BBIPAXKEHHOTro npocTaBieHueM noanucu paboraukom OPC B UC
«[Tapyc», TabenbIuk mosydaeT BO3MOXKHOCTh pacrnevarath tabens Ha OymaxkHoM Hocutene. Tabens
NOANHKCHIBAaeT TabeIbIIHK H PYKOBOAHTENb CTPYKTYPHOTO ITO/IPa3/IeICHHUSI.

2.9. TaGenbmuk npeacrasisier Tabens B OT/en OpraHU3alMi U OIUIATHI TpyAa Ha OyMakHOM
HocuTese 3a 3 pabouux JHS 10 AHS BHIILIATHI 3apabOTHO# IIIaThL.

2.10. TaGenp ucronb3yercs A1 cocTaBieHus PacueTHO-IUIaTe)KHOH BEIOMOCTH.

2.11. Ilpu ob6Hapyxenun TabenbIMKOM (akra HEOTPaKEHHS WIH  HEMOJHOTEHI
Ipe/ICTaBIeHHBIX CBelIeHUu#H 00 yudere pabouero BpeMeHH, TabelbUIMK 00s3aH y4ecTh HEOOXOAHUMBIE
W3MEHEHHS U NPEJICTaBUTh KOPPEKTHPYIOIMIUH Tabelb, COCTaBICHHBIN C yYeTOM U3MEHEHHH B TeUeHHE
3 pabouux nHElH ¢ MOMeHTa OOHapyKEHHS yKa3aHHBIX (aKToB.




2.12. B crpoke «Bua Tabens» yka3piBaeTcsi 3HAUYEHHE (IEPBHYHBIN», IPH INPEICTABICHUA
Tabesnsi C BHECEHHBIMH B HErO M3MEHEHHSIMH, yKa3bIBAaCTCS 3HAYECHUE «KOPPEKTHPYIOUIHAY, IPH 3TOM
IIPH 3aN0THEHUH 1okazarens «HoMep KOppeKTHPOBKH» yKa3bIBaeTCs:

— mudpa «0» npocrasisercs B cirydae npeacTaBlieH s TabeabIHKOM IIEPBHYHOTO Tabens;

— uudpsl, HaymHa® C «l», TOPOCTaBISAIOTCS COIVIACHO  MOPSJIKOBOMY  HOMEpY
KOppeKTHpYiomero Tabenst (KOpPpeKTHPOBKH) 32 COOTBETCTBYIOIIMI pacUYETHBIN IEPHO/L.

JlanHBle KOppeKTHpYIOIero Tabes ciay)aT OCHOBaHHEM JUIS IepepacyeTa 3apaboTHOM IUIaThl
3a KaJeH/IapHble MECSIBI, IPEAIECTBYIONIHE TEKYIIEMY MECSIly HAYHCICHHs 3apab0THOM IIaThL.

3. 3aKIIOYHTETBHBIE MOJIOKEHHUS

3.1. B ciryqae BpeMEHHON HETPYAOCHOCOOHOCTH HJIM HAXOXKJIEHHH B OTITYCKaxX TabeIbIHKOB,
00513aHHOCTH IO 3alOJHEHHIO Tabesns Bo3jaraeTcs Ha WHOro pabOTHHKA YHHBEPCHTETa, KOTOPBIH
Ha3HAYaeTCsl paclopsKEHUEM PEKTOpa Ha OCHOBAHMHU IIPE/ICTABJIICHUS] PYKOBOJIUTEINS CTPYKTYPHOTO
NoJpa3IeNCHHS.

3.2. PykoBoauTeNs CTPYKTYPHOrO MOApasfcHcHHS H TaOenbIIMK HECYT IMEePCOHAIBHYIO
OTBETCTBEHHOCTb 32 HEHCIIOJIHEHHE WJIM HEeHAJIe)Kalllee HCTIOTHEHHE BO3JIOKEHHBIX 00s13aHHOCTE# 110
ydery paboyero BpeMeHH M 3anojHeHHIO Tabeneif, 3a npeACTaBIEHHE 3aBEAOMO JIOXKHOH
uH(pOpMALIHH.




[Ipunoxenne 2 k [lonoxeHuro

ITopsinok oTpazkeHus cJy4aeB OTKJIOHEHHI 0T HOPMAJIbLHOI
NPOAOIKHTEIHHOCTH pabovero BpeMenu B Tabesre

1. 3anoanenne Tabessi NPH COKPAMIEHHOI NPOJO/KHTEILHOCTH pado4ero BpeMeH .

B ciyyae, ecnmu paGOTHHK NPHHAT HA HEMOJHYIO CTaBKy WIH PEXHM HEMOTHOTo pabodero
BPEMEHH YCTAHOBJIEH JUIS HETO TPYAOBHIM JOrOBOPOM, TO B BEpXHEH 4YacTH CTpOKH B Tabene ais
paboTHHKA IPOCTaBIIETCS IPOAOJDKHTEIBHOCTS pabodyero BpeMeHH B 4acax, a B HIDKHEM — Ko «5I».

2. 3anosHenue Tabeys npu padore CBEPXypoIHO

Ecnu paGoTHuK paboTan cBepXypo4Ho, TO B Tabelb JO/DKHA OBITh BBE/ICHA JOMOJHUTEIbHAS
rpadpa. B cymecrtByromei#i rpage craBar kox «S», B momomHHTenbHOM — «C» u uepe3 apobhb
yKa3bIBaeTCs KOJIMYECTBO (PaKTHYECKH OTPabOTaHHBIX CBEPXYPOYHO YacoB.

3. 3anosHeHHe Taless NPH HAXOKAEHHH PA0OTHHKA B KOMaHIHPOBKE

B cityuae HanpaBneHus paGOTHHKA B CIIy)KeOHYIO KOMaHIHPOBKY H3/1a€TCS COOTBETCTBYIOLIMI
IIpHKa3 U B Tabene oTpaxaercs kox «K».

4. 3anosnenue Tabeys npu 0oe3HN

B cnydae HesBkH paboTHHKA Ha pabodee MECTO B CBSI3H C BPEMEHHOM HETPYIOCIIOCOOHOCTEIO,
tabenpmuK npocraBisier B Tabene kox «HH» (HesBka 1o HEBBISICHEHHBIM INpHuuMHam) bone3ssb
JODKHA OBITH MOATBEPXKJEHA JMCTKOM HETPYIOCIOCOOHOCTH, KOTOpPHIH mpenctaBusercs B OPC u
obpabarsBaercs B UC «Ilapyc» pabotHukamu OPC. Ilo dakrty cmaum GonpHuyHOro jmcra B OPC
TabenbIuK GOpMHpPYET KOPPEKTHPYIOMHKA Tabesb U mpocTaBisieT Ko «by.

B ciydae menpezncraBneHuss 60JIbHUYHOTO pabOTHUKY OyJAeT 3acuMTaH MPOTYJ U NPUMEHEHBI
MepHbI AUCIHHUILUIHHAPHOTO XapaKTepa.

B cnydae, ecnm patel Ooyne3Hn B Tabene W IPEACTaBICHHOM pPaOOTHHUKOM JIHCTKE
HETPYAOCIIOCOOHOCTH HE COBManaeT, pabOTHHK IOJDKEH IPEICTaBUTH NMUCBMEHHOE OOBSCHEHHE, a
TabeNbIIMK N0/IaTh KOPPEKTHPYIOMHUH Tabens.

5. 3anoanenune Talegs npH padore padOTHHKA BO BpeMsi OTIYCKAa MO YXOAy 3a
pebeHKoM

PaGoTHukam yHHBepcHTETa, KOTOpHIE HAXOJATCS B OTIYCKE IO YXOAy 3a pebeHKoM, U
paboTaloT OZHOBPEMEHHO HA YCIIOBHSX HENOJHOro paboyero BpeMEHH BEpXHsSS 4YacTh CTPOKH B
tabene paszzensercs Ha JBE 4YacTH KOCOM JMHHeH. B BepxHell MOJOBHHE CTPOKH YKa3bIBAaeTCS KO
OP/ycranoBneHHass MPOJOJDKUTENIHHOCTh paboyero BpeMEeHH INPH HEMOJHOM pabodeM BpeMEHH B
qacax, a HHKHSS 3al0JTHAETCS KOIOM «SI».

6. 3anosHenue Tadess NPH YBOJIbHEHHH Pa0OTHHKA

PaGoTHHK MOXeET yBOJMTBCS, HAllpUMEp, B Hayajle WM CepeluHe Mecsua. B atom ciyyae Ha
paboTHHKaA MOAAeTCs OTJAENbHBIN Tabenb, OJTHOBPEMEHHO C 3asBJICHHEM Ha YBOJbHEHHE (C JOKIATHON
3alUCKON — B ClIydae yBOJIbHEHHUs IO MHUIMaTUBe paboronarens). B Tabene mpocraBisitorcst 4achl

?PpaGOTLI 1o mocineAHUH paboumii AeHb (BKJIIOYHTENIBHO), a MOCJE JHS YBOJBHEHMS NPOCTaBIISETCS
«YBy.




[T e

(nounutiou exsoddpumoed)

(souutfou)

(aL00HXKUOY)

BUageL 0JaMEOLOBH MLEHUAU 0 nndaLuresxAg eXLawLD

QUILMHUOUOY

0d0O wedtrex ou Lovueuhau)

Hadasodu quage]

(vouutfou exaoddmmoed) (sounutou) (a100H¥LOY)
] ) QUOLUHLIOUO
L
SEIVEL AR — 7] ¥ L ML i (] -
I | OF | 6€ | 8E | LE 9€ GE ve |Jec Jze e Joe |6z |82 |29z |sz]|ve ez |2z iz ]oZz]6L 8L 4L ]9 St vl ]€EL ]2l L | O |4 £ Z 3
{HFIBRHE
ummwwwwW.MFnonmumnammmmvmmmmwaomm-c.:mrm_:n_ﬁ:o_mmN (sooedodu) akioeie wu
.m 2 3 ¢ |83 2 awooHKuol BAM BULUMNED N
2 I w () 8 2
elE|E|®|° |28 |8’
N B ehsoen euonp
eLHOWAYOY suHesoduwdod eLetf (‘v'Lmz 'L - wmoikduizeddon ' - WisHhuadeu)
wigoduireddoy dewoH suagel ug
auHauatfeedtou soHdALIAdLD
6€£969020 OO ou anHakadhL
eleff
127050 A0 ou ewdoo S en T e 9 Hondeties
19t/0y| uHawada osahoged eLank
oN Auage |
2 « »
(wonutfou exsodcumoed) (somutrou)
OIVIDKJIBLA
2]

OTMHKOIO [ M | SHHMKOIH] |




