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MHCTPYKIUSA 11O OXPAHE TPYIA
HAYAJIBHUKA OTAEJIA

KOMILIEKTOBAHMS M OKCITEPTU3BI IEHHOCTHU TOKYMEHTOB

1. O0mue TpeGoBaHUsI OXpaHbI TPyAa

1.1. K BpImosnHeHuto paboT HayalbHUKA OTHAENA HOIYCKAIOTCH JIMIA, MMEOIHe
BBICIIIEE TPO(ECCHOHABHOE 00pa30BaHUe U CTaX PaGOThI [0 COOTBETCTBYIOIIEMY
npoQuI0 ydpexIeHus He MeHee 5 JeT, NpOIIeIIne MEIUIMHCKHHA OCMOTD,
BBOJIHBIM W IIEPBUYHBIM MHCTPYKTaXU II0 OXpaHe Tpy[Aa, 00ydeHuro 6e30nacHbIM
MeTolaM Tpy[la, MPOBEPKe 3HAHWK U MHCTPYKTAX I10 TOXapHOU 6e30IacHOCTH,

3JI€KTpO6€3OHaCHOCTI/I.

1.2. HauanbHUK OTAea TOJDKEH 3HATH:
- 3aKOHBI M HHbLIE HOPMATHBHBIE IIpaBOBBIE akKThl Poccutickoii ®emepannu,

PETIIaMEHTHUPYIOITHE OTHOIIICHH B cdpepe apxXHUBHOI'O [Oejia,

- HOPMAQTHUBHBIE KW METONHUYCCKHUEC OOKYMCHTHI,

ApxuBa;

- COCTaB U COACPIXKAaHNE KOMILJIEKCa DOKYMEHTOB, XPaHAIIUXCA B ApXHBe;

- HOPMaTUBBEI YCIOBHUH U PEKUMOB XPaHEHUsI IOKYMEHTOB;

- BUBI CITPaBOYHO-IIOMCKOBEIX CPEACTB ApXI/IBa;

- OCHOBBI TPYOOBOTI'O 3aKOHOAATEJIILCTBA,

- OCHOBBI OpraHu3alluu Tpy/Ja U ylpaBjieHus;

- IOPsSIAOK COCTaBJICHUS IJIAHOBO-OTYETHOMU JOKYMCHTAalLMH,

- OTEYeCTBEHHBIU WU
JIOKYMEHTOBEICHMUS,

3apyOeXHBIA ONBIT B

obJtactu

- OCHOBEI JIOKYMEHTAIIMOHHOI'O obecrieyeHus YIPaBJICHUA,
- OCHOBBI ITPUMCHCHU:A KOMHBPOTGPHOfI TEXHHUKH,

apXHUBOBCACHUA

OTHOCSIIHECA K HOCEATCIBPHOCTHU

u



- lIpaBuJIa BHYTPEHHETO TPY0BOIO PaCIOpsIKa,;
- [IpaBUJIa 10 OXpaHe TPyaa U I0XKapHOH 6e30MacHOCTH.
- CIOCOOBI OKa3aHHs IEPBOU MOMOIIH IIPH HECUACTHBIX Cllydasix.

1.3.Bo  Bpems paGoTsl Ha HavanbHMKA ~ OTIENA MOI'YT  OKa3bIBATh
HEeOJIArONPHATHBIE BO3JEHCTBUS, B OCHOBHOM CIIEYIOLIHE OINACHbIE U BpeHBIE
IIPOU3BOACTBEHHBIE (DAKTOPLI:

— IoBpexenne opraHoBs JbIXaHHS YacTULAMU IIBLITH,

— lloBpexcnenue rias u KOXKHBIX TOKPOBOB BCIIEICTRIE BO3JEHCTBUSI TIBLIIH;
—llagenue ¢ BBICOTHI M M3-3a Mepenaza BHICOT Ha IIOBEPXHOCTH;

— MexaHu4eckye ONacHOCTH ITHPOKOTO CIIEKTpa NeUCTBUS;

— Bapixanue npiva, 1apoB BpenHbIX Ta30B U MbLIH PH T10XKape/B3phIBE;

— OmacHoCTh HapyIIeHHH OXpaHBI TPYIa, GE30MACHOCTH W HHBIX HOPMAaTHBHO-
IIPABOBBIX aKTOB.

1.4. Hauansauk otmesna o6s13ax:
— cobmonats [Tpasuna TPYAOBOTO paclopsijiKa, yCTaHOBJIECHHbIE B ApXUBe;

— Co0Im0aTh TPe6OBAHMS JOIKHOCTHON HHCTPYKLIAK;

— cobmonath TpeboOBaHMs HacTosulell HHCTPYKLMY, HHCTPYKLIUA O Mepax
MOXAPHOK 0e30MaCHOCTH, HHCTPYKLHHK T10 31eKTPOOE30MacHOCTH U He JOITyCKaTh
HapyIIEHUs 3TUX TPeOOBaHUH APYTHMHU PaOOTHUKAME;

— NPOXOJUTE 00yYeHHe MO OXpaHe TPy[a ¢ MOCIenyoLedt IIPOBEPKOU 3HAHUH
TpeOOBaHUN OXpaHbl TPYa;

— OesomiaraTenEHO COOGIIATE KyPHPYIOLIEMY 3aMeCTHTENIO 1 HAYaJIbHUKY OT/IEja
OpraHM3allHOHHO-TIPABOBOK paboThl 000 BCeX CIIydasx TpaBM, MUKPOTDABM,
IIPOMCIICNIIMX C IOAYMHEHHBIMM B TeueHWe pabodero [HS, BKIIKOYAS
IIPOUCHIC/IIINE BHE TEPPUTOPHUH YUPEIKIECHNUS;

— MPOXOJUTH 00YUEHHUE 110 OKA3aHHIO [IePBOI TIOMOIIM TOCTPAAABLINM;

— SHAaTh MECTa PACMOJIOKEHUS [EPBUYHBIX CPEJCTB IMOXAPOTYIIEHUS U IYyTH
9BaKyalWy [IpH IOXKape;

— UL NPEAyNpeX/eHUs HeOJAronphATHOTO BO3NCHCTBHUS HA  30POBBE
HaYaJIbHUKY ~OTAE€JNa CIIeIyeT I[OJb30BaThC CPEJCTBAMH HMHIAUBHIYaTbHOM
3alllUThI;

— colmofarh mnpaBuia JIMUHOM IHIHCHBI TPy/a, PekKHM Tpydd W OTIABIXA,

COOCPXKaTh B UUCTOTE pa6oqee MECTO.

1.5. Havanshuk otnena o0s3aH BBIIOIHUTH TPeGOBAHHSA PEXHMa paboUero
BPEMEHH M BPEMEHHU OTABIXa MPU BHIIONHEHHH COOTBeTCTBytommx pabor (K]
mn.3.2.,3.3.,3.5.), a taxoke Bpems otabixa (KJI mm. 3.7., 3.8.).



1.6. HauanpHUK OT/ejIa U3BeIlaeT pyKOBOACTBO O JII000M CUTyallly, yrpoXKaroLei
KU3HU M 3[I0POBBIO JIOJIEW, O KaXJOM HECYaCTHOM Cllydae, MpOHUCIIEALIEM B
ApxuBe, 00 yXyAIIIEHUU COCTOSIHUSI CBOErO 3J0POBbsI, B TOM UHCIIE O IIPOSIBICHUN
IIPU3HAKOB OCTPOro 3a00JIEBaHNUS.

1.7.Ecnu ¢ xem-nubo0 ©3 pabOTHHUKOB IPOMU3OLIET HECYACTHBIM CIy4ad, TO
[I0CTpajaBlieMy HeoOXOJMMO OKa3aTh [E€PBYIO IIOMOIIb, COOOIIUTH O
CILy4MBILIEMCS PYKOBOJCTBY U COXPaHUTh 0OCTaHOBKY MPOUCIIIECTBUS, ECITH 3TO HE
CO3/1aeT ONACHOCTH JIJIsl OKPY KaIOIIIHX.

1.8. HawanpHuk oTHena, MAOMYCTUBIIMM HapyllleHWe WJIX  HEBBITIOJHEHUE

TpeOOBaHUN HUHCTPYKIIMM II0 OXpaHe Tpyla, HeceT OTBETCTBEHHOCTh B
COOTBETCTBUHU C AEHUCTBYIOIIUM 3aKOHOATEIIECTBOM.

2. TpeGoBaHus oXpaHbI TPyAa Mepex Ha4aJaoM padoThI

[lepen HayamoMm paboOTHI HAYAIbHUK OTIENA AOJDKEH:
2.1. Hametrp cmenonexnay (crenoiexaa [I0KHa OBITh COOTBETCTBYIOIIEIO
pasMepa, 4HHUCTOM U HE CTECHSTh [ABHXKEHHUM), MPOBEPUTh HaJW4Me CPEJICTB

WHIUBUIYaTbHON 3aIUTHI.

2.2. TIpoBepuTh COCTOSIHUE MOMeEIleHUH ApXUBa; MPU HEOOXOAUMOCTH CIEIyeT
HABECTHU YHUCTOTY, MOPSIOK U 00ECIEeYUTh HAIMUMEe CBOOOIHBIX TPOXOOB.

2.3. IlpoBepuTh WCHIPABHOCTH JIECTHHUI] U CTPEMSHOK, a TaK)Ke CPEICTB MaJloH
MEXaHHU3aIUN, IPUMEHIEMBIX JIJIS IIepeMeIlleHHs] apXUBHBIX TOKyMEHTOB.

2.4. JluyHo yOemuThCS B TOM, YTO BCE MEphl, HEOOXOAMMBIE AN OOeCIedYeHus
0e30I1aCHOCTH, BBITIOJIHEHEI.

2.5. Y6enuTses B JOCTATOUHOCTH OCBEIIEHHS pabouel 30HbI, 0COOEHHO B TEMHOE
BpeMsi CYTOK.

2.6. OGparuTh BHWMaHWE HA palHOHAJBHYK OpPraHM3aLMI0 pabovero MecTa,
MIOATOTOBUTH HEOOXOIMUMBIE TEXHUUECKHE CPEICTBA U IPOBEPUTH UX PAOOTY.

2.7. HauanpHUK OTHeja He JOJDKEH IPUCTYIATh K padoTe, eClId y HEro UMEIOTCs
COMHEHUS B 0OecreueHry 6e30MacHOCTH TIPH BBITOTHEHUH TIPEACTOsIIeH paboThI.

3. TpeGoBanusi OXpaHbl TPy/la BO Bpems padoThbl

3.1. Bo Bpemst paboThI HaYaILHUK OT/EIIa TOJIKEH:!



— OBITH BEXKJIMBBIM, BECTH ce0sl CITOKOWHO U BBIIEPKAHHO, N30eraTh KOH(IUKTHBIX
CUTyallu¥, KOTOpPbIE MOTYT BBI3BaTh HEPBHO-OMOLIMOHAIBHOE HAaNpPSDKEHUE U
OTpasuThCs Ha 0€3011acHOCTU TPYa;

— OBITH BHUMATENbHBIM, HE OTBIIEKATHCS OT BHITIOJIHEHMS CBOMX 00SI3aHHOCTEH;

— HCIIOJIL30BaTh HCIIPABHbIE CTPEMSHKH W JIECTHHULBI, MMEIOIUe CIlelhalbHbIe
YCTPOUCTBA OT CKOJIBXKECHHUS;

— CIICAWTD 38 MCIIPABHOCTBIO U YCTOMUMBOCTBIO CTeJIaXKel, MOJOK JIJIs XpaHeHHUs
ApXUBHBIX IOKYMEHTOB.

— IPOSABIATH OCTOPOXKHOCTH IIPU IEPEHOCKE apXUBHBIX JOKYMEHTOB, UYTOOBI He
CIIOTKHYTBCSI BO BpeMsI XOAb0b! O BO3MOJKHBIE TIPETISITCTBUS;

— COONIOJaTh YCTaHOBJIEHHbIE HOPMBI MepeMelleHus (I MYXYWH U JKEHIINH)
TSOKECTe! BPYUHYIO;

— OCTaBlIsITh CBOe pabodee MeCTO B IIeNsIX OKa3aHUs METOAMYEeCKOW U
[IPAKTUYECKOM MOMOIIY OpraHU3alUsIM-UCTOUHUKAM KOMIUIEKTOBaHMS ApxXuBa U
BECTH y4eT BBIE3J0B B OpPraHMU3allMM B XKypHalle yueTa BHIe3/I0B B OpraHU3aIldsIX-
HCTOYHUKOB KOMIUIEKTOBAHUSI APXUBa,;

— cobmonare  MHCTpykTaX  JUisi  COTPYJHMKOB IO NPEJIOTBPAILEHUIO

pacnpocTpaneHusi kopoHaBupycHol nHpekuun COVID-19 na pabGouem mecte OT
L0:LT.22020);

3.2.Ilpy pasmelleHUM apXWBHBIX JOKYMEHTOB Ha MeCTaxX XpaHEHWs HauaJbHUK
OT[esa OOJDKEH YYUTHIBATh ClIeIyIolne o0Iue mpaBua;

— TpU pasMeLIeHWH JOKYMEHTOB CJIeAyeT MPHHSITH MEphl TPOTUB UX
CaMOIIPOU3BOJILHOTO CMEIIEHUsI, TPOCAIKH, MaIeHUs;

— MEXIy CTe/UlaKaMM HOJDKHBI OBITh IPEAyCMOTPEHBI IPOXOAbl IIMPUHOW HE
MeHee 1 M;

— JIOKYMEHTHI ClIelyeT pa3MelaTh C Y4YeTOM HMX MacChl U CIIOCOOHOCTU
nedpopMUpPOBATHCS MO BO3AEHCTBUEM BEIIIEPACIIONOKEHHBIX MaTepHaJIOB.

3.3. ITpu xpaHEeHWU JOKYMEHTOB Ha CTeJUlakaX PEeKOMEHIYETCs WX pa3MeLleHue
IPUMEPHO OJIMHAKOBOTO pa3mepa.

3.4.B caydyae oOOHapy>XeHHUs HENPaBWIBHO pa3sMEIIEHHbIX [JI1 XPaHEHH:
TOKYMEHTOB HEOOXOIMMO MPHUHSITh MEpPhl K MX pa3bopke M YKIAIKe BHOBEL C
yCTpaHEHHEM 3aMEUYEHHbBIX HEIOCTATKOB.

3.5. Bo BpeMst paOoThl Ha4albHUK OTHENA HE JOJDKEH:

— HCIIONH30BaTh BMECTO CTPEMSHKM WM JIECTHHUIEl CIIy4adHLIE IIPEIMETBI
(Hampumep, SIIUKHU, CTYJbS U T. IL.);

— CTAHOBUTHCS Ha BEpXHHE CTYIIEHU CTPEMSIHOK U JIECTHULL BO M30E€KaHKUe [I0TEPH
YCTOMYUBOCTHU U MTaECHUS,

— Opocarth J1t00bIe MaTepHabl ¥ IOKYMEHTBI ¢ BEPXHHUX MOJIOK U CTEIUIaXKCeH;

— IeperpykaTth MaTepuaiaMH U JOKYMEHTaMM BbIIIE JOMYyCTUMOM Ha HHUX
Harpy3KH;



— XpaHWUTh JOKYMEHTHl HaBaJOM M pa3MelllaTh UX BIUIOTHYIO K paauaropaMm U
TpyOam OTOIJICHUS;

— BKJIIOYATE 9JIEKTPOIIPHOOPEI, KOTOPEIE 3AIIPeIe bl K SKCILTYaTallUH.

3.6. ApxuBHBIEe JOKYMEHTHl HY)XHO pa3MellaTb Ha CTeJiaxxax TaKuM o0pazom,
4TOOBI OHU He MeIlla paboTe, U UCKIFoYalach BO3MOXKHOCTD UX MaeHMUS.

3.7. Ilomemernrne [ pasMellieHds ApxuBa JOJDKHO OBITh 0OOeCIedeHO

[IEpBUYHBIMU CPEICTBaMHU I10XKAPOTYIICHUS, YCTAHOBKON MOYKapHOW aBTOMATHKH,
TeneOHOM.

3.8. Pabouyee MecTo Tmodb30BaTENS EPCOHAJILHBIM  KOMITBIOTEPOM  CIEIyeT
0o0opyn0BaTh MOJICTABKOU JIs HOT, UMetollel mupuHy He MeHee 300 MM, rTyOuHy
He MeHee 400 MM, peryiaupoBKy IO BbICOTe B mpefenax g0 150 MM U mo yriy
HAKJIOHA OTIOPHOW MOBEPXHOCTH MOJACTaBKHU 110 20°.

3.9. JIng yMeHbIICHUs HANPSDKEHWS 3PEHUsl CIIeyeT YCTAHOBUTHL Ha OJKpaHe
MOHMTOpPA OITUMAJBHBIM 1IBETOBON peXXUM (€CiH Takas BO3MOXHOCTb UMEETCH);
IIpY 3TOM PEKOMEH/YIOTCS HEHACBILIEHHBIE I[BETa: CBETJIO-3€JCHBIN, JKEITO-
3€JICHBIM, YKEJITO-OPAHXKEBBIH, >KENTO-KOPUYHEBBIM; 110 BO3MOXKHOCTH CJIEHYET
n30eraTh HACHIIIEHHBIX [IBETOB, 0COOEHHO KPAaCHOI'0, CUHETO, SIPKO-3€JIEHOTO.

3.10. TIpou3BoAUTH KaKOU-THOO PEMOHT CaMOCTOSITENILHO 3aIlperlaeTcs.

3.11. Tlpu o6Hapy)XeHHWM HEHUCIPABHOCTEH HEMEIJIEHHO COOOLIMTH O
HuX HadanpHuKy MTOD2uO03.

3.12. C 1enpl0 CHHXKEHUS 3PHUTEIBHOTO M KOCTHO-MBIIIEYHOTO YTOMJICHHUS
TI0JIB30BATENIO CIIELYeT COONIONaTh YCTAHOBICHHBIM pexuM Tpyaa u otasixa (KT
nn.3.2.,3.3., 3.5.), a Taxxke Bpemst orneixa (K mm. 3.7., 3.8.).

4. TpeGoBaHusI OXpPaHbl TPY/Ja B ABAPHAHBIX CHTyal[UsX.

4.1. B aBapuifHOM 0GCTAaHOBKE CIEIYeT OIOBECTUTL 00 OMACHOCTH OKPYIKAOIIMX
Nroed U IelicTBOBATh B COOTBETCTBUHY C [JIAHOM JIMKBUJALIMU aBapyi.

4.2. Bce caMOCTOSITEILHO IIPUHUMAaEMbIC MEPhI JOJIDKHBI OBITH HaIpaBJICHbI, B
IIEPBY1O OYepenb, Ha CIIaCCHUEC XXHU3HH M COXpaHCHHUE 300POBbiI nro;[eﬁ.

4.3. JleficTBys CAMOCTOSTEILHO HaYaNbHUK OTENa 00s3aH:
— HEeMeJIEHHO IPeKpaTUTh padoTy,



— TPHHATh MEPHI IS 9BaKyalldd JIIOJEH M3 OIIaCHOW 30HBI, MPEIOTBPAIEHHUS
TIOTaaHusl JIFOJIEH B ONTaCHYIO 30HY;

— IIOCTABUTH B U3BECTHOCTD O CIIyYUBIIEMCS PYKOBOICTBY:;

— COXPaHWUThL B HEMPHUKOCHOBEHHOCTH OOCTAHOBKY HA MECTE aBapHH, €CJIH ITO He
YTPOXKAET KU3HU WIIU 3I0POBBIO JIIOJEH;

— OKasaTh MOCTPaJaBIINM IICPBYIO 10BPaYeOHYyIO IOMOIIb, IIPH HEOOXOIMMOCTH
BBI3BaTh Opurafy cKopoii momorw 1o tenaedony 103.

4.4. ITpy BOSHUKHOBEHHH [10XKAPa UM BO3TOPaHHs 06s3aH:

— HEMCNJICHHO BBI3BATh IOXKApHYyIO ciyxk0y no tenedony 01,101 wiu mo
coroBomy 101, 112. IIpu BEI30Be Ha3BaTh aIpec U MECTO, TIe BOZHUK roxkap, myTu
0be3/1a, (haMUITHIO 3BOHHUBIIIETO;

— MPUHATE MEPBI 10 3BaKyalliy 0! U3 30HBI T0XKapa,

— HPUHATH MEPBI K TYHIEHHIO M JIMKBHIALWK [0Kapa MepBHYHBIMU CPeACTBAMU
[102KapOTyLLIEHMUSI.

4.5. B cuTyanusx, yrposkarolinx )X|3HH U 370POBBIO:
- MIOKMHYTH OITaCHBIN YYacTOK.

4.6. B ciydae MosBNEHHS HEHCIIPABHOCTH B PaboTe KOMITbIOTEpA, TIOCTOPOHHETO
lllyMa, MCKPEHHS W 3alaxa rapH, HEMEUIGHHO OTKJIIOUUTH 3JIEKTPONPUOOp OT
DIEKTPOCETH U COOOIIHUTE 00 3TOM CHCTEMHOMY aIMUHKUCTPATOpy ApxuBa. PaGoty
IIPOIOJIKATE TOJIBKO MOCTIE YCTPAHEHHs BO3HUKIIICH HEUCIIPABHOCTH.

4.7 Ilpu nomyueHUH TpaBMbl HEMEIUIEHHO 0OPATHTBCS 38 MEIHLIMHCKON MOMOILBIO
1 cOO0OWMTEL 00 3TOM PYyKOBOJCTBO ApXHBa.

S. TpeGoBanusi oXpaHbl TPy/Ja N0 OKOHYAHHH PaGoThI

HMoJken:

5.1. IlpuBectu B mopsiiok pabouee MeCTo.

5.2.IlpoBepuTh  MPOTHUBOTIOXKAPHOE  COCTOSIHME  KabOUHeTa, OTKJIFOYHUTH
3JIEKTPOIIPUOOPEI X pabOTAIOLIYIO aIllIapaTypy, 3aKPhITh ABEPk.

5.3. BBIKIIOYHTH CBEeT, OTKJIOYUTH KOHIUIHOHEp (B Cilydae Halu4us),
PELUPKYIIATOP U 3JIEKTPOIPUOOPEI.

5.4. CHATBH CcTIEONEK Y.

5.5. TwaTenbHO BBIMBITE PYKH C MBLIOM.

5.6. 3aKpBITH OKHA U JIBEPH.
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