MyHHLMNAIbHOE Or0[KeTHOE 001meoOpa3osarebHOe yYpexkIeHue
«Cpennsis mxona Ne 31» (MBOY CIHI Ne 31)
660092, Poccusi, Kpacrosipckuii kpaii, ropoa KpacHospck, ya. Illesuenxo, nom 38
Tenedon/dpaxc (391) 266-97-38 E-mail: sch3 1@mailkrsk ru
OKIIO 53636301 OT'PH 1022402059767
MHH\KIIIT 2462022764\246201001

=3

CornacoBanHo
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MBOY CII Ne 31
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CorsiacoBaHo

O6umnm cobparnem paboTHHKOB
MBOY CIII Ne 31
(mporokosn ot 03.03.2023 Ne 7)

Hopsanox
yueTa MEKpoOnospexaennil (MuKpoTpasm) paborunxkos MBOY CII Ne 31

1. O6mue noJjoxKeHHs

1.1. Hacrosimuii Ilopsinok y4era MukponospexaeHuii (MukpoTpasm) pabotuukos MBOY
CIII Ne 31 (nanee — Ilopsinok) onpenensieT MpoOUEAyPYy y4era H pacCCMOTPEHHE
0OCTOATENLCTB M IPUYHH, IPUBEAIIHNX K BO3HMKHOBEHHIO MHKPOTIOBPEKACHHHA
(MuKpOTpaBM) pabOTHHKOB C LIEJIbI0 COBEPLIEHCTBOBAHNA BHYTPEHHHX IIPOLIECCOB
ynpasaenus oxpanoii Tpysa 8 MBOVY CIII Ne 31 (nanee — oprauusanusi) ¥ npeaynpexaeHns
MPOH3BOICTBEHHOTO TPABMATH3MA.

1.2. Yuer mukponospexaeHHii (MHKpoTpaBM) pabOTHHKOB OCYLIECTBIISETCA MOCPEACTBOM
cbopa u perucrpauuy HHPOPMAIIHH 0 MHKPONOBPEXKIEHHAX (MHKPOTPaBMax), HCXOAS U3
crieunuKH JesTeNLHOCTH OPraHU3aLHH, IOCTH/KEHHI COBPEMEHHOM HAYKH M HAWTYYIIHX
NPAaKTHK.

1.3. Vaer MHKpPONOBpPEXAEHHIT (MHKDOTPaBM) pabOTHHKOB H PACCMOTPEHHS OOCTOATENLCTE
M NPHYMH, NPUBEIIIHX K MX BOSHHKHOBEHHIO, OCYIIECTBASTCs PAOOTHHKOM, Ha3HAYEHHbIM
MPHKA30M PYKOBOAHTEJIS OPraHH3alH (fasiee — OTBETCTBEHHbIH 32 MUKPOTPaBMbI), B
cooTtsercreuu ¢ ITopsakoM H 3akoHOOaTeabCTBOM PO,

2. Kakue MHKponoBpexIeHns (MUKPOTPaBMbi) paboTHHKOB MOAIEKAT YHeTy

2.1. Tloa MUKPOINOBPEXAEHHAMH (MHKPOTPaBMaMH) MOHUMAIOTCS CCAIHHBI, KPOBOTIOATEKH,
yiiObl MAKUX TKaHell, NOBEPXHOCTHLIE PaHbl U IPYTHE MOBPEXKACHHS, N0JIy4eHHbIE
pabOTHHKAaMK H APYrHMH JIMLAMH, YHaCTBYIOIIHMH B MPOH3BOACTBEHHOM AEATENILHOCTH
OpraHM3aLyH, YKa3aHHBIMHK B 4acTh BTOpO# cratei 227 Tpynosoro konekca P@, npu
VCIIOJTHEHUH HMH TPYIOBBIX 0053aHHOCTEH MK BLINOJHEHHH Kakoi-mubo paboTs no
nopy4enunio padorogarens (ero nMpencTaBUTeNsA), a TAKAKE MPH OCYLIECTBIEHUH HHBIX
NPaBOMEPHBIX AEHCTBHIA, 0OYCIOBIEHHbIX TPYIOBLIMH OTHOIIEHHAMY C paGoTonareneM



60 COBEPLIAEMbIX B €r0 HHTEpecax, He MOBJIEKIINE PACCTPOHCTBA 3I0POBbA MK
HACTYIJIEHUE BPEMEHHOMH HeTPYI0CIOCOOHOCTH (aanee — MHKPOTpaBMbl pabOTHHKOB).

3. OcHOoBaHMS YueTA MHKPOTPaBM paboTHHKOB

3.1. OcHoBaHMeM Ui PEeriuCTPaLiH MUKPOTPaBMbl pPaOOTHHUKA U PACCMOTPEHMS
06CTOSATEILCTB M MPHYMH, NPHBEALINX K €¢ BO3HHKHOBEHHIO, ABNIACTCS 0OpalneHHe
MOCTPAJaBIIEro K CBOEMY HEMOCPEACTBEHHOMY HIIH BIIIECTOSIIEMY PYKOBOIHTEITIO,
OTBETCTBEHHOMY 32 MUKPOTPABMBbI B YCTHOIT HITH MUCBMEHHO#H (opme.

3.2. TTocrpanasiuuii Bnpase oOpaTHTHECS 332 HEOOXOIMMOTH MEPBOH MOMOMIBIO M (HaH)
MEIHLIHHCKOH MOMOLIBIO.

3.3. OnoBelieHHbI HENOCPEACTBEHHBIH HIH BHIIECTOAIIMH PYKOBOAUTEb II0CTPaAaBLIEro
He3aMeUTHTeTbHO HHPOpMEpYET M0OBIM IOCTYIHBIM CNOCOOOM OTBETCTBEHHOIO 32
MUKpoTpasmbl. TIpu nHpOpMHPOBaHHHK coOOmaeTcs:

o (haMmus, UM, OTYECTBO (TIPH HATMYHH) MOCTpaaaBLIero pabOTHHKA, JOJDKHOCTD,
CTPYKTYpPHOE MOJpa3ie/ICHHE;

e MECTO, aTa ¥ Bpems roJiydeHust paboTHUKOM MHKPOTPaBMBI,

e xapaxrep (OnmcaHue) MHKPOTPaBMBI,

e KpaTkas uHpopmaums 06 obcTosTenseTBax nojayyenus paboTHHKOM MHKPOTPaBMBL.

4. PacemoTpense 06CTOATEILCTB H IPHYHH MHKPOTPABMBI pa6oTHHKA

4.1. TTpu nosny4esny HHGOPMALMH O MHKpOTpaBMe pabOTHHKA OTBETCTBEHHBIH 3a
MHKPOTPABMBbI PACCMATPHBAET OOCTOATENILCTBA M NPHYMHbL IIPHBE/IIIHE K €¢
BO3HMKHOBEHHIO, B CPOK 710 3 pabounx nHeii.

4.2 Ilpy BOSHHKHOBEHHH OOCTOATENBCTB, OOBEKTHBHO NMPENATCTBYIOLIMX 3aBEPLIEHUIO B
ykasaHHbli B iyHkTe 4.1. [Topsaka cpok pacCMOTPEHHS OOCTOATENBCTB M MPHYHH,
NPUBEAIINX K BOSHUKHOBEHHIO MUKPOTPaBMbI paOOTHHKA, B TOM YHCJIE MO NPHYHHE
OTCYTCTBUA 00BACHEHHS NOCTPaaasiero paboTHHKA, CPOK PACCMOTPEHHs 0OCTOATENBCTB U
NPHYHH, MPUBEINX K BO3HUKHOBEHHIO MUKPOTPaBMEI pabOTHHKA, NPOMIJICBAETCS, HO HE
Gonee uem Ha 2 paboumx aHA.

4.3. Ilpu paccMOTpeHHH 0OCTOATENBCTB ¥ MPHYHH, NMPUBEALIUX K BOSHUKHOBEHHUIO
MHKPOTpPaBMBI pabOTHHKA, OTBETCTBEHHbIH 332 MUKPOTPaBMbI BIPABE:

« 3anpamuBaTh 00BICHEHHE nocTpanasiero padoruuka 0b obcrogTenbeTBax MmoObIM
TOOCTYMHBIM COCODOM, B TOM HHCIE NOCPEACTBOM IEKTPOHHOIO
NOKYMEHTOo000poTa;

¢ IPOBOJHTH OCMOTP MECTa POHCIIECTBHS,

» (ukcupoBaTh OOCTOATENLCTBA MPOMCILECTBHS IyTeM OQOPMICHHS CXeM,
nposejenust GOTo- H BUIEOCHEMKH,

e MPHBJIEKATh MOCTPAAABIIErO PabOTHHKA JIMYHO WK Yepe3 CBOMX NpelcTaBuTelell,
BKJIIO4As IIpejCTaBuTeel BoIOOPHOrO OpraHa nepBuYHOMN IpodCor3HOH
OpraHH3alHuH;

 TIPHBJIEKaTh HENOCPEICTBEHHOTO HIIH BHIIIECTOAIIErO PyKOBOAHTENA
nocrpazasiuero paboTHHKa, PyKOBOAUTEIS CTPYKTYPHOTO MO/IpasiesIeHHS,



e TIPOBOIHUTH OIIPOC OYEBHALIEB.

4 4. Tocrpagasmwmit pabOTHHK MMeeT NPaBO Ha JIHYHOE y4acTHe WIIH YJacTHE Yepe3 CBOMX
npeacTaBUTENEl B PACCMOTPEHHH IPHIHH i OOCTOATENLCTE COOBITHIA, MPHBEALIMX K
BO3HMKHOBEHHIO MHKPOTPaBMbL.

5. OdopmiieHne HTOrOB PACCMOTPEHHS 06CTORTENLCTE H MPHIHH MHKPOTPABMbI
paborunka

5.1. Tlo pesysbTaTaM AeHCTBHIA, yKa3aHHBIX B pasnene 4 ITopsaka, OTBETCTBEHHbIH 32
MHKPOTPABMBI COCTABJISIET CMIPABKY B JJIEKTPOHHOM HiH OymakHOM Bujie 1o Gopme 13
npunoxenus | k Iopanky.

5.2. Cnpageka 3aBepsieTcs MOAMMCHIO OTBETCTBEHHOIO 32 MHKPOTPABMBL.

5.3. OTBeTCTBEHHBIH 33 MUKPOTPaBMbI 00513aH 03HAKOMHTD TOCTPAnaBIIero paboTHHKA C
pe3ynbTaTaMi PACCMOTPEHHS OOCTOATENBCTB M NPUYHH, IPUBEIMX K BOZHHKHOBEHHIO
MHKPOTPaBMbL DakT 03HaKOM/IEHHS OQOPMIIAETCA MOMETKO# HA CIIPABKE C MOANHCHIO
nocTpajzaBLIero paboTHMKA M AaTOH 03HAKOMIICHHUS.

5.4. TTpu HeoBXOAUMOCTH OTBETCTBEHHBIH 3a OXPaHy TPyZa NPOBOAHT BHEILIAHOBBIH
HHCTPYKTAX C NOCTPaNaBIINM paboTHUKAM.

5.5. OTBETCTBEHHBII 32 MHKPOTPaBMbl PErHCTPHPYET MHKPOTPaBMY PaDOTHHKA B XKYpHaJE,
ohopmneHHOMY 110 0Opasiuy u3 npunoxkenus 2 k [opsaaky.

5.6. I1o uToram paccMOTpeHusi OOCTOATENBCTB U MPHYHH, NPHBEAIINX K BOSHHKHOBEHHIO
MHKPOTpPaBMbi paboTHHKA, OTBETCTBEHHBIN COCTABIAET C Y4aCTHEM PYKOBOHTENHA
CTPYKTYPHOTO TOZAPa3AeNeHHs 10CTPafaBIIero paboTHHKA, OTBETCTBEHHOTO 3a OXpaHy
TPyZa MPOEKT NEPEYHs MEPONPUATHIL 110 YCTPAHEHHIO NPHYHH, NPHBEIIIHX K
BO3HUKHOBEHHIO MUKPOTpPaBMbl pabOTHHKA, B TedeHHe 7 paboumx aHel CO AHA YTBEPKACHHS
CrPaBKH.

5.7. I1pu MOATOTOBKE NEpeyHs MEPONPHUATHH YIHTHIBAIOTCH.

00CTOATE ILCTBA NOYIEHISI MUKPOTPABMBI, BKJIIOYAsl HCIIOIb3yEMbIe
060py10BaHKe, HHCTPYMEHTbI, MaTEPHaIbl U Chipbe, PHEMbI paboThl, yCn0Bus
TPYZA, ¥ BO3MOXKHOCTb HX BOCTIPOM3BEACHUA B CXOXKMX CHTYALMAX WIIH HA APYrHX
pabouux Mecrax;
e OpraHM3auMOHHBIE HEJOCTATKH B QYHKIIMOHUPOBAHUH CHCTEMBI YIIPABACHHS
OXpaHO# TPyAa,
o (husHUEcKOe COCTOAHHE PADOTHHKA B MOMEHT MOJYYEHH MUKPOTPaBMBI,
MepbI TI0 KOHTPOJTIO;
e MEXaHU3MbI OLICHKH 3)PEKTHBHOCTH MEP NO KOHTPOIIIO U Peain3alnH
npoPHUIAKTHYECKHX MEPOTIPUATHH,

5.7. OTBETCTBEHHBIN 32 MUKPOTPABMbI [IPEACTABIISICT MPOEKT MEePe4Hsi, YKa3aHHOIO B MyHKTE
5.5. Ilopsaka, Ha YTBEPKAEHHE PYKOBOAHTEIO OPraHU3aLHH.

6. IlopsiiOK H CPOKH XPAHEHHS A0KYMEHTOB ___—



6.1. OTBETCTBEHHBII 32 MHKPOTPaBMbl 00eCneYHBaeT XpaHeHHe CIIPaBOK M JKYPHAJIOB y4eTa
MHKPOTPaBM B TEYEHHE OZTHOTO rO/Ia CO /IHA AaThl NPOUCLIEAIIEeH MHUKPOTPABMbI H
nocaeaHeit 3anucy B JKypHale.

6.2. JlokyMeHTbI, yka3auusie B nyHkre 6.1 ITopsnxa, XpaHsaTCs B OpraHM3allii B MECTax, K
KOTOPBIM MMEET NOCTYI TOJILKO OTBETCTBEHHBIE 32 MUKPOTPABMbI H 32 OXpaHy Tpyaa.



Ipunoxenue 1

Cnpaska 0 pacCMOTPEHHH NPHYHH H 00CTONTENLCTE, NPHBEILIMNX K BO3HHKHOBECHHIO
MHKPONOBpeXIeH:us (MHKPOTPaBMbl) paboTHHKA

TToctpanaBuimii paboTHHK
DamMuIHs, UM, OTUECTBO (IIPH HATHYHH)
I'on poxnenus
JIOKHOCTD
CTpykTypHOE nozpasaeneHue

Crax paboTel N0 CneUManbHOCTH

Mecro nonyyenus paGOTHHKOM MHKPONIOBpPEXIeHHs (MHKPOTPABMBI):

Hara, Bpemsi 1oJiy4eHus
MHKPOIIOBPEXIeHHUs (MUKPOTPaBMbI)

JeficTBHS MO OKA3aHHIO NEPBOii IOMOIIH:

Xapaxrep (Onucanne) MUKPOTPaBMbL:

O6cTosTeNnbeTRa:

IIpyanHeL, npHBEeAINEe K MUKPONOBPEXASHUIO (MHKPOTPaBME).

IIpennosxeHus Mo yCTPaHEHHIO NPHHKUH, MPUBEALIMX K MHKPOMOBPEKACHHIO
(MukpoTpaeme):

IMonruce u @ HU.O. OTBETCTBEHHOTO

JomxHoCTE

JHara
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