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CoranacoBano

YTBEPXKIALO 3amecTtuTeas [lpexce-
3amectutens Munncrtpa npateas LLK [podcoiosa
Kyaptypei PCO®CP pa0OTHHKOB KYJbTYPH

1. KOHIAKOB @. K. JIMIIHO

llpaBuna BHYTPEHHEr0 TPYHOBOIO

pacuopsiika 1is paGoTHHKOB OMOJIMOTEK

I. O0uue MnoJoKeHy s

1. B coorBercrBuu co crarbeir 130 Kon-
craryoun  CCCP  kaxauid rpaxZaHHH
CCCP o6s3an 6410CTH DUCIHUIJIMHY TPyJIa.

B Coserckom Coro3e TpynoBas HUCIHI-

© JIJUHA OCHOBLIBA€TCAd HA CO3HATEJBbHOM OT-

HONIEHUM K TPYAY, KaK K JeJy UeCTH, Aeay
C/1aBH, neay N06GJeCTH M repoHCTBa.

2. Hacrosimue mnpaBuia BHYTPEHHETrO
TPYLOBOTO PAacmopsiiKa EMEIOT Ieabio ob6e-
CIeYuTh yKPEMJeHHE TPYAOBOH MHCIHIIH-
HBl, MPAaBUJAbHYIO OPraHu3anyio paboTH,
NOJIBOe M DAIHOHAJbHOE HCIOJAb30BaHUE
pabouero BpeMeHH, TOBLIIIEHHE KayecTBa
OOCTYyXHBAHUSA YHTATEJeH.




Il. Tlopsigox mpuema M yBOJAbHEHWS '
padoOTHUKOB

3. Ilpu mpueme Ha pa6OTy aaMHHHCTpA-
nus 6ubanoTeku o6si3aHa NOTPe6OBaTh OT
NOCTYNAIOIIero:

a) npefbsABACHUS TPYLOBOH KHUKKH,
a ecJu JQaHHOe JHUIO IOCTyIaeT HAa pabory
BIOEPBble — IPEeABIBICHHS CIPAaBKH HOMO-
ynpaBaeHus wiau cejbckoro Cosera o mo-
C/IeJIHEM 3AHSITHH;

6) npembsiBJEHHS M[Aacmopra B COOT-
BETCTBHH C 3aKOHOHATEJBLCTBOM O HACIOP-
Tax;

B) OT JIMI, DOCTYyNAIOIMHUX B KayecTBe
616JHOTeYHEIX PaGOTHHKOB (3aB. OTAE/NaMH,
OTJe/NeHUsIMH, METOMHMCTOB, CT. OuOJHOr-
pacos, 6u6auorpados,cr. 6ubGau0oTEKApEii,
6ubsuoTekapei, nom. 6ubanoTEKapeit), Kpo-
Me JIOKYMEHTOB, YKAa3aHHLIX B MIYHKTaX ,a“
H ,0“ agmuHucTpanus 6ubiuoTekH 00s3a-
Ha Tpe6OBaTh mpeNbsiBJeHHS AOKYMEHTOB
O IOJIYYEeHHOM 00pa30BaHUH, A TAKKe NaH-
HEIX O NMPEeJIIECTBYIOLIEM CTaxe paboTH,
€CJ/IM OHU He OTPaXKeHbl B TPYJOBOH KHHKKE.

" [lpuem Ha paboty 0e3 npexbsBACHHS
3TUX JOKYMEHTOB HE JIONYCKaeTcs.
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4. Tlpuem W yBOJbHEHHEe pPaGOTHUKOB
oopmJsieTcsT TPUKA30M MO GUOIHOTEKE.

5. Ilpu nocrynsesun O6GuOJIHOTEUHOTO
pa6OTHUKA ¥ NpPHY NMepeBOne ero Ha Jpy-
rymo paboTy aaMuHACTpanusi o6s3aHa:

a) O3HAKOMHUTb PabOTHMKA C NpPAaBHJA-
MH BHYTPEHHErO TPYAOBOI'O pAacCOoOpPsIAKa,
C Kpyrom o00513aHHOCTEH, BO3Jaramiuxcs
Ha pabOTHHMKA MO JOJKHOCTH, HA KOTOPYIO
OH 3auyuCaAsercs, U MmopsakoM paboTH.

6) 03HAKOMHTL PpabOTHHKA B 3aBHCH-
MOCTH OT Xapaktepa paGoThl ¢ OOI(HMH U
COeNHaNbHBIMU IpaBHJaMH 0e30IacHOCTH,
NPOM3BOACTBEHHQH CAHUTAPUH M IIPOTHBO-
NOXapHOH OXPAHBI, pacckasaeB emMy 00 00-
pallesuu C HHBEHTapeM, O00OPYHOBAHHEM,
KHHKHBIMU (OBHZAMH H T. I

6. 3ampemiaercs CaMOBOJLHBIH yXOJ pa-
OOTHUKOB ¢ paboTul B OubjuOTEKE, a TaK-
)K€ CaMOBOJIbHBI/I Nepexox Ha padoTy B
IPYyroe ydpexjaeHHe HAM IpeanpusTHE.

Yxox ¢ pa6oTh wauM mnepexox OuOJIHO-
TeyHoro paGoTHMKa Ha pa6oTy B JHpyroe
ydpexJeHne WM NPennpPHaTHE MOXKET Pa3-
pPemuTh AUPEKTOp (3aBeaylolui) MO CO-
I1aCOBaHHI0O ¢ OO/MacTHBIM  (KpaeBLIM)
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YupasrenneMm KYyJAbTypbl, MuHHCTEDCTBOM
kyabryps ACCP.

7. Tlpu yBONBHEHHH 3 IMHHHCTPANHUs GUO-
AHOTEKH O6s3aHa BHAATH PaOOTHHKY Ouo-
JMOTeKH TPYLOBVIO KHHXKKY C BHECEHHOU
B Hee 3amucbio 00 yBQ/IbHEHHH. [Ipu 3TOM
npHYvHa YBOJIbHEHHS NO/IXHA ObITh YKa3aHA
B TOYHOM COOTBETCTBHH C (hOPMYJHPOBKA-
mu Komekca 3aKOHOB O TPyJE€ WJIH B BHIE
CCHIIKA Ha CTaThio (myHKT) 3TOro Komexca.

[lI. OcHoBHbIE 00A32HHOCTH
aAMUHUCTPAL KM HPaGOTHHKOB OUOAHOTEKH

8. Apmunrcrpamus 6H61HOTEeKH 0053aHa:

a) MPaBHJIBHO OPraHU30BATH TPYH pa-
GOTHUKOB OGHOJHOTEKHW, TaK, YTOOB Kax-
OBl paboTaj] IO CBOEH CHELHAJbHOCTH H
KBaJIM(DUKAIHH

6) 3aKpemisaTh 3a KAXKIHIM DPaGOTHH-
KoM O6HOJHOTEeKH OmpeJeneHHoe pabouee
MecTo, CHaGXaTb JUTEpPaTypol U MaTepua-
JaMH, HeoOXOJUMBIM HHBEHTApeM H Ipen-
MeTaMH GUOTHOTEYHOH TEXHHUKH;

B) OKa3biBaTh COJEHCTBUE B IOBbILIE-
HUU KBaJidpukanud pabOTHHKOB;
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r) YKpenasiTb TPYHOBYIO IHCIHHUIIUHY
W HOJHOCTBIO OCYIIECTBJIATb €NWHOHAYA-
Jaue; :

J) BHeIPSATHb NepeLOBLe METONH TPY A
¥ IPOBOLUTH MEPONPUATHS MO pamHOHaJTIH-
3amuu GUOIHOTEYHO paboThl, CBOEBPEMEH-
HO HCIOJAB3YSI MPeIIONKEHUS NPOU3BOLCT-
BEHHHIX COBEIIAaHMH M OTHeJbHBIX pa-
6O0THHUKOB; =

e) obecneuuTb HCHPABHOE COCTOSHHE
WHBEHTAPS U 000DYyIOBAHHS;

%) CcO0JI0IaTh 3aKOHBI M NpPaBUIa 00
oxpane tpyaa (o pa6ouem BpeMEeHH H OT-
JIblXe, TeXHrike 0e30macHOCTH, IIPOHM3BOJA-
CTBEHHO!H CaHMUTapHH, CHA0XEHAH NHUTHEBOH
BOJIO¥, YMBBAaJbHUKAMH, CHENOAEXKIOH,
TIpefOXPAaHHTENBHBIME NPHCHOCO0JeHUAMH
ue T af).

9. Paboruuku O0ubnnoTexu OOA3aHHL:

a) paboTaTh 9eCTHO W N06POCOBECTHO;
ONepaTHBHO M KYJBTYDHO O0OC/IYXHBATh
ypTaTeaeif, HeYKJIOHHO BBIMOJHATL CYINEe-
CTBYyIOIIME MpaBHJ/a MOOJB30BAHUS MAacco-
BOH OUOJUOTEKOH W HWHCTPYKIHMIO IIO OXpa-
He KHHXHOTO (¢oHOA W O6uOGIHOTEUHOrO
UMY IIeCTBa;
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6) 6.1I0CTH IUCOUIIMHY TPYZa U CTPO-
ro cobsoaath IpaBuaa BHYTPEHHErO TPY-
JIOBOT'0 pacmopsiaka, OBICTPO M TOYHO BEI-
MONHATh PACHOPSKEHUs aAMHHUCTPALHAH;

B) BO-BpeMsl INPHXOIHMTL Ha pabory;
co6a01aTh B TOYHOCTH M 0e3 BCAKHX Ha-
pYLIEHHH# YCTAHOBJAEHHYIO IPONOJIKHTEIb-
HOCTh pabouero [JHS; HCOOJAb30BaThb BCE
paGouee BpeMs HCKJAUYATENBHO IJsi TPO-
M3BOACTBEHHOH pPabOTH, HE 3aHHMAsCh IMO-
CTODOHHHMH JI®BJaMH M pPasroBopamu, He
pacxaxupas 6e3 fesa U He OTBJEKas OT
paGOTH APYTHX PaGOTHHKOB;

r) CBOEBPEMEHHO M THIATE/JbHO BH-
NOJHATh MOJyY€HHHBE 3aJaHHs, 1aBaTh BH-
COKHE KayeCTBEHHbIE IIOKa3ate/iu pPaboTH
H He jomyckaTh 6paka B pabore;

1) cOGMI0AATh YCTAHOBJAEHHH B OHO-
JHOTEKE MOPANOK XPaHEHHA KHAT, MaTepHa-
JIOB, WHBEHTApPsl, CIENOACKIH M T.n.;

e) 6epeub COIHAJHCTHYECKYIO cobCT-
BEHHOCTH: KHUXHBIE (DOHIB, 060pyAOBaHHE
M Ipyrue BBEpeHHbHE MM MaTepuaJIbHHE
IEHHOCTH;

%) co6ai0aaTh NpaBWia MO TEXHHKE
6©30MaCHOCTH, IIPOM3BOJACTBEHHOH CaHHTa-
PHM M NPOTHBONOKAPHOH OXPaHE;
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3) CBOEBPEMEHHO MPOW3BOLHTH YOOpP-
Ky cBoero pafoyero mMecta H NepPeNaBaThb
€ro cMeHsmomemMy pabOTHHKY B IIOJHOM
- IOPAAKE.

IV. PaGoyee BpemMst ¥ €ro MCioJb30BaHUE

10. BpeMsi Hauyasa, OKOHYaHHA PabOTHI
H 00eneHHOro mepepriBa AN PabOTHUKOB
6UOIHOTEKH YCTAHABAUBAETCHA OCOOEIM pac-
OACaHHEM C YUETOM YCJOBHH pabOTHI KaxX-
JIOro oTaesa GHOJMOTEKH.

11. Tlpu cmenuex pa6orax paGOTHUKH
yepeaymoTesi B CMeHax paBHoOMepro. Ilepe-
XOJ W3 OJAHOH CMEHBl B JAPYryIlo, Kak mpa-
BHJIO, JOJKEH NPOHCXOAHTbL Uuepes3 Kax a1y
HeIeJ10.

12. BubGanoTekapu OTAEJIOB OOCTY¥HUBA-
Husi (4ATaNBHBIX 3aJ0B, a0OHEMEHTOB) pa-
60Tal0T Ha BbiJladye KHUT 9uTaTes]sIM HE 060-
jJee 6 4acoB B HeHb, 4 OCT2JbHOE BpeMs
3aHMMAIOTCSI BHYTPEHHEH M MacCOBOi pa-
60TOi orjesa (MOArOTOBKA K Bhijade, op-
raHu3anusi ¥ NpOBeJeHHEe MaCCOBLIX Mepo-
NPHATHI, U3yUeHHEe KHIKHBIX (pOHIOB, pac-
CTAaHOBKA KHWT, OpPraHM3alus W TPOBEpKa
KaTaJoroB, BeJeHHe CTATHCTHKH H Jp.).
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- 13. PykoBoaurenb Kaxaoro oraena o0s-
33H H3BECTHTh DPaGOTHHKOB O Fpaduke pa-
‘604ero BpeMEHH W PACIHCAHHH BBHIXOLHBEX
JHeH.

14. Yuer aBku Ha pa6oOTy W yxoma C
pa6boTel paGOTHHKCB NPOH3BOLHUTCS NYTEM
TabeJbHOH MJOCKH HJH B CHEIHaNbHOI Ta-
6esbHOI KHHTeE,

15. 1o nawasa paboTei Kaxnmbiit pa6or-
HHK 0053aH CHATHb CBO# paGounii HOMep ¢
TabesbHOH NOCKH HJH OTMETHTHCS B KHHTE,
a MO OKOHYaHWH pPabOTEI-—IOBECHTH CBOIi
HOMEp Ha TabeJbHYI JOCKYy HJIH OTMe-
THATBCS B KHHTE.

16. TaGesbHast HOCKA LOMKHA OTKPHBATH-
sl 3a 110/14aca 1o Hayajaa pa6oTH H TOTYAC
mocJae OxkoHuyaHus' pa6ortu. PaGouue mome-
pa mpoBepsArTCA Cpa3y OPH Hayaae pa6o-
TH. ¥ TabesbHOH IOCKH JOJXKHB Haxo-
JUTBCA 4YacH, INPaBUJIbHO YKAa3hIBaOIHE
BpeMsl.

Yuer #BKH HAa paGoTy IO CMEHaMm, Mpo-
BepKY pabO4YHX HOMEDPOB BeJeT CeKperaphb
HJIM JIMI0, BHIIEJNEHHOE NPHKA30M JHpeK-
‘TOpa (3aBejiyloero) 61M0JUOTEeKH.

fIpumevanne: Yuer yxona ¢ pa6orsl paboTHHKOB
6unbnnoTekn B paGoyee BpeMs MO
cayxeOHBIM JeNaM: OTMEYaeTCH B
CIIELHAALHOH TeTpajH.




17. [1pu paGoTe GHOIMOTEKH B MOJNTOPbI-
aBe CMeHubl paboTHHKY GUOJIHOTEKH BOC-
IpeniaeTcs OCTaBAATH PaboTy 1O Npuxona
CMeHSI0Iero pabetHuka. B caydae HEsBKH
cMmeHsifomero -pa6oTHuK o06s3aH  3asBHTH
3aBeLYIOIEMY OTIe/IOM, KOTOPHIH J0/XKEH
IpPUHATb Mephl K 3aMeHe CMeHIIWKa Jpy-
THM PAaOOTHHKOM.

18. Cpepxypounsie paboThl, Kak ofiiee
IPaBUJIO, HE HOMYCKAOTCA.

19. 3ampemaercs B padoyee BpeMd:

a) oTBJEKaTb PAOOTHHKOB OT HX HeE-
IOCPENCTBEHHONH pAGOTHl, BHI3HIBATH WJIM
CHUMATb MX C paboThl [AJf BHOOJHEHUS
06IIeCTBEHHBIX O0sI3aHHOCTEH;

6) cospiBaTh coOpaHus, 3AacefaHusd H
BCAKOTO POJa COBELIAaHAA MO OOIeCTBeH-
HEIM JeJaM;

B) BELZaBaTh PaGOTHUKAM 3apPabOTHYIO
14Ty, a TaKXKe BCAKOrO pOAa CHPaBKIl H
yAOCTOBE peHus.

- 20. 3anpemiaercs nosiBiesue Ha pabore
B HETPE3BOM Bujle, a TaKxe ynotpeb/ie Hie
Ha pa6oTe CHHPTHHIX HAMHUTKOB.
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V. B3bcKaHus

21. Beskoe napymenue TpymoBO#E auc-
IHNAHHE BJEUeT 3a 00Ol JHUCHUNIEHAD-
HO€ B3hICKAHHE WM OpeJaHHe CyHy.

22. 33 BapylieHue TPyZOBOH AHCIHMIH-
HBl HA/JIaraloTcsi AMCHMIINHADHBIE B3HICKa-
HHSA:

. a) 3aMeyanmue;
6) BHITOBOP;
B) CTPOTHH BHITOBOP;
r) MepeBOf Ha JAPYTYI0 HHXKEONJIadu-

BaeMyIo Pa6OTy Ha CPOK OO 3-X MECSIEB
WM CMEINEHHEe Ha HHU3IIYI0 JIO/KHOCTD.

23. BsrickavHe HasJaraeTtcsi aAMHHHCTPA-
nueii OHOJMOTEKH HEMNOCpPeJCTBEHHO 3a
00HApV2KEHHEM IOCTYyNKA.

J10 HasOxeHHs B3HCKAHUS JOJKHH GHTH
34TpeCOBaHE OOBSCHEHUS] OT HAPYIIUTEJS
TPYZAOBOH AHCIHIIIHHEI.

He pomyckaioTcs Ha/JI0XEHHS B3HCKAHHMI
aMHHHCTpanKe#d OHMOJMOTEKH MO HCTeyes
" HHM OJHOr0 Mecsna cO AHA OOHAapyXeHHd
nocTynka.
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24, Kaxnoe B3nicKaHue 0OBABIASIETCH B
NMpUKase u coobuaercs pa60THm<y nox
PACIIHCKY.

25. Eciu B TeyeHue roza co IH{ HAJIO-
XeHUsl B3BICKAHHS: 3aMeuaHHusi, BBITOBOPA
HJIH CTPOTOro BHITOBOpPa, paGOTHHK OHO-
JIHOTEKH He MOMYCTHUJ HOBOTLO HApyIIEHU:
TPY/LOBO¥ NUCIHONUHBEL, TO AUpPeKTop (3a-
BeyIOmHKii) On6.1MOTEeKH CHUMAeT HalOXeH-
HOe UM B3bickaHue. Ec/in paGoOTHHK He 10MYy-
CTH/J HOBOTO HapyIIE€HUS TPYIAOBOH IHCILMII-
JIMHH U IPOSIBHJ Ce6s KaK XOPOIIHil H 100-
POCOBECTHHI pabOTHHK,THPEKTOP (3aBe AYIO-
IGUH )6HOIHOTEKH MOXKeT CHSITh HaJI0XKEeHHOe
B3LICKaHHE, He OXXHJas HCTeYeHus roia.

26. PaboTHUKY, CaMOBOJBHO YyLIeJIIHe
¢ paboThl M3 6UOIHMOTEKH, NIPUBJIEKAIOTCA K
AUCOUMIJIHHADHONR OTBETCTBEHHOCTH H/H IIpe-
JAaloTCa Cyay.

27. 3a mporyJa 6e3 yBaXUTEJbHHIX IPH-
9WH, COBEPUIEHHHH pPaGOTHHKQM, TIpHME-
HAIOTCA CJAEAYIOUINEe MepHl:

a) NUCIUAMMHADHOE B3HCKaHUe,COor1ac-
HO TIpaBuM/JaM BHYTPEHHErOo PAacHmopsdaKa;

6) yBoJbHEHHE ¢ DPAbOTH C YKa3aHHEM
B TPYZAOBOH KHHMXKE O TOM, UTO PabOTHHK
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YBOJIEH 3a mporya 0e3 yBaXHTeJbHOH
NPHYHEH,

B cnyuae nporysna 6e3 yBaXuTeabHOM
NPHYMHB, COBEPIIEHHOTO 0GoJee ABYX pa3s
B TEUYEHHE TpPEX MECALEB HUJAU [POLOJI-
JKaBIIErocs CBbIIIE TPEX JHEH, aAMHHHCT-
pauusg OuSAHOTEKH MOXET NEpPelaTh AeJso
B CyI /sl NIPHBJEYEHHS BHHOBHOIO K YyrO-
JIOBHOW OTBETCTBEHHOCTH.

Npuvegasue: [lporysioM cunTaeTcs HEBHXOL Ha
pa6oTy B TeueHHe BCero paboyero
IHA.

28. 3a Kpaxy MaTepHalOB, HHBEHTaps,
KHHT, MHHCTPYMEHTOB H T. ., COBEPLIEHHYIO
B 6ub6anoTexke, pabGOTHUKH HOpenaloTcd

cyay.

Boiroc KHHr U3 OHOJHOTEKH, HE 3amH-
CaHHHX Yy CHeLHaJbHOTO pabOTHHKA, pac-
cMaTpuBaeTcs KakK Kpaxa.

29. 3a 6pak B pa6ore paGOTHHKH OHO-
JIHOTEKH, HEe3aBHCHMO OT HaJIOXKEeHH§ B3HI-
CKaHHsl, HECYT MaTepHaJbHYIO OTBETCTBEH-
HOCTb COIVIACHO JAEHCTBYIOIIEMY 3aKOHO-
JNaTeJbCTBY.
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30. {lpaBusia BHYTPEHHErO TPYIOBOTO-

pacmopsiika AO/MKHB OHITb BHIBEIIEHH B
orgenax OuOJIHOTEKH HA BHIHOM MECTeE.

[lprmeyanue: B HacTosAIMEe npaBuia BHYTPEHHEro

TPYAOBOrO pacunopsiaka MOTryT ObITh
BHECEHb! JONOJBEHHS 3AMHHHCTPALH-
el GHONMOTEKH MO COrJacoBaHWIO C
¥paeBbiMH (06JaCTHBIMH) KOMHTETA-
MH npocoio3a ¢ yueToM YCJOBHIi
paboThl OTAEAbHBIX GHONHOTEK.



AOTBeTrcTBeHHbH 3a Boinyck E. Cenuniesa.
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