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NHcTpyKUus 0 COCTaBJIeHUHU
¢oTorpaduu padboyero BpeMeHH
Ne

1. O0mue moJI0KEeHH S

WMHCTPYKIMA IO COCTABICHUIO OTYeTa 00 MCIONB30BaHUU Pab04ero BPEMEHH
«Dotorpadpum  pabouero  Bpemenm» B [BY3 AO  «Jlom pebenka
CHEIUATTA3UPOBAHHBIA

1.1.0tyer 06 wmcmons3oBanuu pabouero Bpemenu «Dotorpadua pabodero
BpeMenmn» (manee - «Dortorpadus pabouero BpemeHm» ucnoisdyerca B ['HY3 AO
«JloM pebeHKa CIEIHAIM3UPOBAHHBINY (Hajdee — YUpexXICHUE) AJIA ONPEHEICHUs
5 (HEeKTUBHOCTH HCIIONB30BaHMs PabOTHHKAaMH CBOEro pabouero Bpemenu. Dopma
oTueTa B MpHIoXkeHUH No 1 K HacToAIIeH HHCTPYKLINH.

1.2.®otorpadus pabouero BpeMEeHH COCTaBIIETCs PaOOTHUKAMHU 10 YKa3aHUIO
[JAaBHOTO Bpada YUYPEXKACHHWS WIH WHBIX DPYKOBOIMTENIEH  CTPYKTYPHBIX
[IO/Ipa3IeIeHHH B YKa3aHHbIH PYKOBOAUTEISIMH IIPOMEIKYTOK BDEMEHH.

1.3.0 meobxommmocTu BemeHus ¢ororpaduu pabodero BPEMEHH IIIaBHBIMH
Bpau M3Ja€T COOTBETCTBYIOIIMM TIPHKa3, C KOTOPHIM Ppab0OTHMK WM JIMIA,
HasHAueHHBIE Ha MpoBeneHue @ortorpaduu pabodero BPEMEHH O3HAKAMIIMBAKOTCS
TI0JT POCITHCE.

1.4. ®otorpadus pabouero BpPEeMEHHM IPOBOAUTCA C IEIBIO ONPEACICHUS
daxkTHueckod 3arpy3ku paboTHHKA, ero (aKkTUYECKHX 3aTpaT BPEMEHH Ha
BBIITOJIHCHHE PA3JIMYHBIX JOJDKHOCTHBIX OOSI3aHHOCTEH M BBIABICHMS BO3MOKHBIX
MOTePh pabouero BpEMEHHU.

1.5.®ororpadus pabouero BPEMEHHU MIPOBOIUTCA paboTHHKOM
CaMOCTOSTENIFHO C 3aloJIHEHHEM YCTaHOBIeHHON (opmbl (mpmmoxernne Ne 1
HACTOSIICH HHCTPYKITHH )

1.6 Ilpu samonuenmu ¢ortorpaduu pabouero BpeMeHH paOOTHHK IOJDKEH
(HKCHPOBATE BCE 3aTpaThl pPab0YEro BPeMEHH B TeUeHHH AHs (BB paboT) (cTomben
2)

1.7 IIpu onmcaHWM HAMMEHOBAHMS 3aTpaT pabodero BPEMEHH M MOAPOOHOrO
ONHCAHMSA JEATEIBHOCTH (cToimben 5) cleqyeT NPHIAEPKHBATBCS —JIEJIOBOTO
JIEKCHKOHA. Pa3roBOpHBIE BRIPQKEHUA HE IOILYCKAFOTCH.




1.8.B cronbue «HammeHoBanue 3arpar pabouero BpeMEHH» pPabOTHHUK
yKa3bIBaeT BCE BUJIbI BBIMOJIHSIEMBIX paboT. [Ipu BbINOIHEHUH TUIIOBBIX BUIOB paboT
PabOTHHK JI0JKEH UCIIOIb30BATh MEPEeYeHb BUIOB padoT.

1.9.KonkpeTHblii TiepedeHb BHJIOB HaMMEHOBAaHMN pabOT COCTaBISECTCS
HEIMOCPEJICTBEHHO PYKOBOAMTENIEM CTPYKTYPHOIO MOJpa3JeieHUs] U YTBEPKAACTCS
IJIaBHBIM BPAyOM.

1.10.B cinygae ecnu paOOTHUK 3aHUMAJICSd WHBIMM BHJAMH PaOOTHI,
HaUMEHOBAaHUE BUJA (POPMYIUPYETCS paOOTHUKOM CaMOCTOSITENIBHO.

1.11.0co00e BHHMaHHE HEOOXOAWMO YAENSATh BO3HUKAIOIIMM IIOMEXaM B
paboTe 1 Takke yKa3bIBaTh uX B (pororpaduu pabouero BpeMeHH!.

1.12.PaGoTHUKY creayeT oTMe4yaTb BO3HHKAIOIIME IIOMEXHM B padboTe u
3aHSTHS, HE CBSI3aHHBIE C Pa0OTON U MPOJOJKUTEIBHOCTh TAKUX 3aHATUM:

- IPUEM TIUIIIH;

- IMYHBIC HAJJOOHOCTH;

- IMYHBIN TeTedOHHBII 3BOHOK;
- UHBIC TUYHBIC 3aHITHS;

- MpO0OIEMBI C 000PY/I0BAHHUEM;
- oxuaaHue (KoJuler u T.A.);

- HOE.

1.13.B cnywae, eciu paOOTHUK 3aHUMAJICS HWHBIMA BHUJAMU 3aHSTHUH,
HauMEHOBAaHUE BUJA 3aHATUI POpMyIUpyeTCsl paOOTHUKOM CaMOCTOSITENIBHO.

1.14.B cronbue «[logpobHOe onrcanue nesaTeabHOCTHY (CTOa0e1] 5) pabOTHHUK
OIHCBHIBAET, YTO UMEHHO BBINOJIHAJIOCh B KOHKPETHBIN OTpe30K BpeMeHU. PaboTHUK
JOJDKEH OTpa3uTh MH(POPMAIMIO, TTO3BOJISIOLIYI0 UJIEHTU(UIUPOBATh COOECETHUKOB
WIN aJpecaTtoB, TEMY OOCYKJAaeMOro BOIIpPOCa, TEMY MOATOTABIMBAEMOr0 MHCbMA,
BUJ| MOJArOTOBJISIEMOrO OTYETa WM IUJIaHa, BUA HHpopMauuu (IpyU aHamu3e U
00paboTKe U ee MpeIHa3HAYCHHE), C KOTOPOW OH paboTaeT, BUuA pabOThl, KOTOPHINA OH
BBITIOJHSUT M WHBIE BHUJBI JCSATENBHOCTH. B cilydae oXugaHWsi KOHKPETH3WPOBATH
MIPUYMHY OKHUIaHUS.

1.15.B cnydae ykazaHUs WHBIX JeTaneid paboThl, OHU (POPMYITUPYIOTCS
PabOTHUKOM CaMOCTOSITEIIBHO.

1.16.@otorpaduto pabouero BpeMEHHW HEOOXOIMMO MPOBOAWTH B TECUCHUU
BCEro padoyero JHS, C Hayajga J0 OKOHYaHuA padboyero aHs. B Tom wyucne
HEe00X0aUMO (UKCHUPOBATh TOYHOE BpeMs Hayana paboThl M €r0 OKOHYaHUSI B KOHIIE
pabouero JHsl.

1.17.BpemMs Hayana TOW WJIM WHOW pabOThl WM BHUAa 3aHATUM (cTosiOer 3)
OJIHOBPEMEHHO SBJISIETCS OKOHUYaHHeM (cTosbell 4) npeasiayiiei padoThl.

1.18.®dukcupoBaTh paboOTy HEOOXOIUMO HE pEKe YeM Kaxible 15 MUHYT C
TOYHOCTBIO 10 5 MuHyT. Ecnu Buj paboThl mpooiKaeTcs JoJiblie, 4em 15 MuHyT,
JorycKkaeTcst pukcalus Bcel mpoA0KUTENBHOCTH TaHHOTO BUIAa PaOOTHI.

1.19.®otorpadust pabouero BpemMeHu opopmisieTcss Ha OyMaKHOM HOCHUTEINE
(COOCTBEHHOPYYHO HJIH C UCIIOIB30BAHUEM KOMITBIOTEPA).

1.20.Undopmanus, coxepxkamascs B ¢oTorpadpuu pabouero BpEeMEHH,
3aBepsIETCS COOCTBEHHOPYYHOU MOMUCHIO paOOTHHKA.
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1.21.B mepuon Benenuss ¢ortorpadun pabouero BpemeHu ¢otorpadus
pabouero BpeMeHU cJaercs pabOTHUKAM €XEIHEBHO PYKOBOIUTENIO WIU
yKa3aHHOMY B IIPUKAa3€ JIUILY HE MO3HEE OKOHYAHUs paboyero JHsl.

1.22.PykoBouTens BIIpaBe MPOBOJUTH KOHTPOJbHBIE (OTOrpaguu padodero
BpPEMEHH, MapaiebHO, N0 TUIAHY U BHEIJIAHOBO B OTHOIIEHUH CBOMX PAOOTHUKOB C
IEJIbI0 KOHTPOJII 3a COOTBeTCTBHEM ¢doTorpaduit padbouero HsS paOOTHHUKOB
JNEHCTBUTENILHOCTH WJIM OTpefeNieHuss (aKTUIECKOW 3arpy3ku pabOTHUKA, €ro
(daKkTHUeCKMX 3aTpaT BPEMEHU HA BBINOJHEHHE PA3IUYHBIX JOHKHOCTHBIX
00s13aHHOCTEH U BBISBJICHHS BO3MOXKHBIX MOTEPh pab0Yero BpeMEeHH.

1.23.PykoBoguTenu CTpYKTYpPHBIX MOApa3IeeHui aHATU3UpYOT Gororpadun
paboyero BpeMEHU CBOMX MOJAYMHEHHBIX U MPOBOAST MHTEPBBIO 110 UTOraM aHaIM3a
(He pexe, ueM pa3 B 1 Henelno).

1.25.06pabotka ganHbix oTuera «Potorpadus paboyero BpEeMEHU»
MPOBOAUTCA PYKOBOJIUTEIEM CTPYKTYpHOTO TMOMAPA3eieHUs] IO YCTaHOBICHHBIM
dbopmam (mpusokenue Ne 2 K HacTosAlled WHCTPYKIMHU), B JajbHEUIIEeM
oOpaboTanHble (HOPMBI TIEPEAAOTCS TJIABHOMY Bpauy.

1.26.B uHTEpBBIO PYKOBOAUTENIW TOBOJAT JO CBEICHUS pPaOOTHUKOB
BBISIBICHHOE HEA()(PEKTUBHOE HCIMOIB30BAHUE BPEMEHHU, UCKAKEHHE HH(POPMALMU
(mo pesynbTaTaM KOHTPOJBHOU (oTorpadun pabouero BpPEMEHH) HEMOJHOE WIH
HEKOPPEKTHOE 3anojiHeHue pororpadun paboyero BpeMeHHU.

1.27.B mt060om cinyyae paOOTHHUKY CleAyeT TOTOBUTH OMKUCAHKUE, TTOHUMAs, YTO
LEJIbIO TAHHOTO OTYETa SIBJISIETCS MPEAOCTaBICHHE JOCTOBEPHBIX U TOUHBIX CBEACHUN
OTHOCHUTENIBHO 3arpy3ku paOOTHMKAa M (AKTUYECKH BBINOJIHSAEMOro obObeMa H
coziepxkaHus padoT.

1.28.HapymieHus 1aHHON MHCTPYKLMH, a TaKXXE BBISIBJICHHOE C €€ NOMOUIbIO
HeA(p(EKTUBHOE MCIIONb30BaHUE pPabO4Yero BPEMEHU MOTYT CIIY)KMThb OCHOBAHHEM
JUTS TIPUBJICUEHUS paOOTHUKA K TUCIUTUIMHAPHONW OTBETCTBEHHOCTH.



Otuer «@oTorpagusi padboyero BpeMeHm»

Ipunoxenne Ne 1

Ne
n/n

HaumenoBanwue Buma paboTsI

Hagano
JIeSTeNILHOCTH (B
yacax 1 MUHYTax)

OxoHuaHMe
JIeSTeNILHOCTH (B
yacax 1 MUHYTax)

IIpo1osIKUTENBHOCTD
paboThI (3amonHsIeTCs
ABTOMATHYCCKH),
MUH.

Kommenrtapuu

KomMmeHnTapuu
pyKOBOAUTENS

CTPYKTYPHOTO
NoJpa3AeIeHHs




CBeneHus o cpeaHeil NPOAOKMTEIbHOCTH BpeMeHH PpadoThl 10 BUAAM padoT

OOpa0oTka nanHbIX oTYeTa «DoTorpadgus padbouero BpeMeHn»

[Mpunoxenne Ne 2

(HaMEHOBaHME JJOIKHOCTH)

HaumenoBanue

CpenHsisi IPOJOKUTEILHOCTL PadoThl (CyMMa BpeMeHH PadoThI 10 BUAY AeATeIbHOCTH/KOJIHYECTBO
onepanmii),4

PacnpesesieHue 1o BujiaM padoTbl
Kounuecrso
®.1.0. 0TPadoTAHHBIX CaepxypoyHasi OtcyrcTBHE
4acoB B/ paboThI BHJ paboThI BH/ paboThI BH/1 paboThI B/ paboThI BUJ padoThI pabota (60J1€3HB, OTHYCK
M T.1.)
HaumeHoBaHue CpeaHssi NPO0KUTE]bHOCTh PadoThI JInyHasi HopMa JInyHasi HopMa JIn4Hasi HopMa

(cymma BpeMeHH padoThl 10 BUAY
JeSITe/IbHOCTH/KOJHYeCTBO KeiicoB
(moaxonoB), 4.

®.1.0.

®.1.0.

®.1.0.
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