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UHCTPYKIMS IO OXPAHE TPYIA
3AMECTHUTEJSI HAYAJILHUKA OT/IEJIA
KOMIUIEKTOBAHMS M DKCIIEPTU3BI HEHHOCTH JIOKYMEHTOB

1. O6mue TpeGoBaHUs OXPaHbI TPyAA

1.1. K Bemmonuenuto paboT 3aMecTHTeNs HauaibHUKA OTHeNa JOIMyCKAIOTCS JIMIA,
MMEIOIIMe BbICIIEe MpoQeccHoHaNbHoe o0pa3oBaHWe U CTax paboOThl IO
COOTBETCTBYIOLIEMY MPOQUIIIO YUpeKJeHHS He MeHee 5 JieT, MpoIlesllne
MEJMLMHCKUH OCMOTp, BBOJHBIM M NEPBUYHBI MHCTPYKTAXW [0 OXpaHe TPYZa,
o0yueHnto Ge30macHEIM METOZAaM TpY[Ia, MPOBEPKE 3HAHMH M MHCTPYKTAX [0
H0XKapHOM 0€30IaCHOCTH, JIEKTPOOE30IIaCHOCTH.

1.2. 3amecTuTeNnb HAaYATBHUKA OTAENA JO/DKEH 3HATD:

- 3aKOHBI M HHbIE HOPMATUBHEIE IIpaBOBBle aKThl Poccwuiickont Denepaiuy,
periiaMeHTUPYIOILIKe OTHOIIEHUS B chepe apXUBHOIO Jela;

- HOpDMAaTHBHBIE ¥ METONUYECKHAE JOKYMEHTHI, OTHOCSINUECS K JIeSITelIbHOCTH
ApxuBa;

- COCTaB U COJEPKaHKNe KOMITIEKCa JOKYMEHTOB, XPaHSIIUXCS B ADXHBE;

- HOPMATHUBBI YCIIOBUH U PEKUMOB XPaHEHHUs JOKYMEHTOB;

- BUJIBI CIIPABOYHO-ITOMCKOBBIX CPEICTB APXUBa;

- OCHOBBI TPYJIOBOTO 3aKOHO/IATE/IbCTBA;

- OCHOBBI OpTraHU3alliy TPyJa U yIIPaBIeHHUS;

- IOPSIOK COCTAaBIICHHUSI INIAHOBO-OTYETHON JJOKYMEHTALHH;

- OTEYECTBEHHBIM U 3apyO0exHBIH ONIBIT B O00JaCTH apXWBOBEIECHHUS U
TOKyMEHTOBEICHUS;

- OCHOBBI IOKyMEHTAITMOHHOTO 00eCTIeUeHUs! YIIpaBIeHNUs;

- OCHOBBI IIPUMEHEHUS] KOMITBIOTEPHON TEXHUKH;

- [IpaBWJia BHYTPEHHETO TPYIOBOIO PACIIOPSIKa;

- [IpaBUJIa [0 OXpaHe TPyia U MOXKapHOH 0€30MacHOCTH.

- cIT0cOOBI OKa3aHUs IEPBOM TOMOIIY MTPH HECUACTHBIX CITydastX.



1.3.Bo Bpems paGoOTBI Ha 3aMECTHTENsl HAYAIBHHUKA OTJENa MOTYT OKA3hIBATH
HEOJIaronpusTHEIE BO3NEHCTBHSA, B OCHOBHOM CNEIYIONIHE OMACHBIE U BpeIHbIE
IPOU3BOICTBEHHBIE (PAKTOPEI:

— IToBpexenne OpraHoB MbIXaHKs YACTULIAMH [TBLITH;

— IoBpexienue rinas 1 KOXHEIX IOKPOBOB BCIIEACTBUE BO3ICHCTBHS [TBLIH;

— [Tazienue ¢ BBICOTHI WITH M3-32 IIEpemnaja BEICOT Ha IIOBEPXHOCTH;

— Mexannyeckure onacHOCTH MIMPOKOTO CHIEKTpa JIeHCTBHUS;

— Brbixanue npiva, mapoB BpeHbBIX Ta30B U IBUTH [IPU [10’Kape/B3phIBE;

— OmacHOCTB HapymeHHﬁ OXpaHbl Tpyna, 6e30MmacHOCTH U HWHBbIX HOPMATHBHO-
IIPpaBOBBIX AKTOB.

1.4. 3amecTuTeNnb HaYAILHUKA OTIENA 00S3aH:

— cobimonars [pasuna Tpy0BOro pacropsika, yCTaHOBIEHHbIE B APXUBE;

— cobnroaaTh TpeGOoBaHUs JOKHOCTHON HHCTPYKIINHY;

— cobimronare TpeOOBAaHWSA HACTOSIIEH WHCTPYKIMM, HHCTPYKLHH O Mepax
TNOYKapHOH 0€30IaCHOCTH, MHCTPYKIIUH 110 3IeKTPOGE30NacHOCTH U He JIOIyCKaTh
HapYIICHUS 3THX TpeOOBaHUM APyrUMH pabOTHUKAMUY;

— TPOXOJHUTE OOyYeHHE IO OXpaHe TpyJa C MOCIeAyroIeld IIPOBepKoil 3HAHMIA
TpeOOBaHUH OXpaHbI TPYIA;

— OeszoTnararenbHO coOOLIATE HAuaNLHUKY OTHeNa 060 Beex Cllydasix TpaBM,
MUKPOTPaBM, MPOMCHICAIINX B TeYeHHe paboyero AHS, BKIIOYAs MPOMCLIEILIHE
BHE TEPPUTOPUHU YUPEIKICHNUS;

— IPOXOZIUTH OOYUEHHE IO OKA3aHHIO [IEPBOI MOMOIIY IIOCTPA[ABIIHM;

— 3HAaTh MECTa DACIOJIOXKCHUS IMEPBHYHBIX CPEACTB MOXAPOTYIIEHHS U IIyTH
9BaKyallly [P TOXKape;

— AN OPeNyNpexAeHHUs] HeOIAronpusTHOTO BO3IEHCTBHSI Ha 310pPOBbE CIELyeT
II0JIb30BAThCsI CPEJICTBAMM MHAUBUAYAILHOM 3aIIUTHI;

— co0moiaTh MpaBuia JIMYHOM TIUTHEHBI Tpy[a, PEeXUM Tpyla M OTIBIXA,
COZIepPKaTh B UUCTOTE pabodee MeCTO.

1.5. 3amectutens HavanpHMKa OTZHeNa OOS3aH BBIMONHUTE TPeGOBAHHS PEKUMA
pabo4ero BpeMeHU U BpeMeHH OT/KIXa [PH BBINOJHEHUM COOTBETCTBYIOMIHX paboT
(KA nn.3.2.,3.3,, 3.5.), a taxxe Bpems orasixa (KJ . 3.7., 3.8.).

1.6. 3amecTuTenp HavalbHHKA OT/ENA W3BEIaeT HAadyalbHHUKA OTOENa O JIH00OM
CUTyalluHt, YIpOXKalOLleW J>XU3HU U 3J0POBBIO JIFOJIEH, O KaXKIOM HECYaCTHOM
cllydae, MpOUCIIeNeM B ApXUBe, 00 yXyIIIEHHH COCTOSHUS CBOETO 30POBLS, B
TOM YHCIIE O IIPOSIBIICHUH MTPU3HAKOB OCTPOTO 3a00IEBAHMS.

1.7.Ecmu ¢ keM-1160 M3 pabOTHHKOB TMPOU3OIIE] HECYACTHBIA Cllyd4al, TO
[IOCTPaZaBIIEMy HEOoOXOOMMO OKa3aTh IIEPBYIO IIOMOIb, COOOIIUTH O
CIYYMBIIEMCS Ha4aJIbHUKY OTZENa U COXPaHUTh OOCTAHOBKY IIPOUCIIECTBHUS, €CIIH
9TO HE CO3MAET OIIACHOCTHU IS OKPY KAIOIIUX.



1.8. 3amecturens HayambHHKA OTAENa, JOIMYCTHUBINHN  HapylleHHe WK
HEBLINIOJIHEHUWE  TpeOOBaHMN  MHCTPYKIUM TIO0  OXpaHe  Tpyda, Hecer
OTBETCTBEHHOCTb B COOTBETCTBUH C ICHCTBYIOIIUM 3aKOHOIATENECTBOM.

2. TpeboBanus oXpaHbI TPyaa Mepea HAYAJOM pPaGoThI
Ilepen HauanoM pabOTH 3aMeCTUTEN I HAYAILHUKA OTEJNa H0JIKEH:

2.1. Hapers crnenomexnmy (cmeronexaa IOJDKHA OBITH COOTBETCTBYIOIIETO
pasMepa, YHCTOM M HE CTECHATh [BH)XKEHHH), MPOBEPHUTH HAIWYKME CPENCTB
WHIUBUAYATbHOMN 3aIlIUTHEI;

2.2. lIpoBepuTh COCTOSIHUE NIOMEILNEHMI apXuBa; MPU HEOOXOMUMOCTH CIIEIyeT
HAaBECTH YUCTOTY, IIOPAIOK U 00eCeurnTh HaJliune CBOOOHBIX TPOXOI0B;

2.3. IlpoBepHuTh MCIPABHOCTH JIECTHHLl M CTPEMSHOK, & TaKKe CPEACTB MaJloi
MeXaHHW3alKK, IPUMEHAEMBIX IS [IepeMelleH s apXUBHBIX JIOKYMEHTOB;

2.4, JluuHO yOemUTECS B TOM, YTO BCE MeEpPBI, HEOOXOAMMBIE I OOecIIeueHUs
0€30MacHOCTH, BBITTOJIHEHE;

2.5. Ybenutbcs B JOCTATOYHOCTU OCBEILCHUsI pabodeii 30HEI, 0COOEHHO B TEMHOE
BpeMs CYTOK;

2.6. oOpaTuThb BHMMaHHME Ha PAlMOHANBHYIO OpraHU3aluio pabouero Mecra,
IIOATOTOBUTH HEOOXOAMMBIE TEXHUYECKUE CPEICTBa U IIPOBEPUTH UX paboTy.

2.7. 3aMecTUTeNIb HadajbHUKA OTAeNa He JIOJDKeH MPHUCTYIaTh K padoTe, eciu y
HEr0 KMEIOTCS COMHEHHUsI B oO0ecrledeHur Oe30MacHOCTH IIPU BBINOJHEHHH
npeacTosiiei paboThl.

3. TpeGoBanusi oxpaHbl Tpyaa BO BpeMsi paboThl
3.1. Bo Bpems pabGoThI 3aMeCTUTENb HadallbHUKa OT/IeNIa TOJKeH:

— OBITH BEXXJIMBBIM, BECTH ce0s CIIOKOWHO U BBIAEPKaHHO, n30eraTh KOHMIUKTHBIX
CUTyallui, KOTOpBbIE MOTYT BBI3BATh HEPBHO-3MOLIMOHAJIBHOE HANpPSDKEHHE |
OTPa3UThCS Ha 0€30MaCHOCTH TPYAa;

— OBITH BHUMATEJBHBIM, HE OTBJIEKATHLCS OT BBIMOJHEHUS CBOUX 00S3aHHOCTEH;

— HCIIOJIB30BAaTh HCIMPaBHBIE CTPEMSHKH M JIECTHHUILBI, MMEIOLLUE CIIeUalIbHEIE
YCTPOKCTBA OT CKOJILXKEHU;

— CIIEJTUTH 3@ WUCIPABHOCTHIO M YCTOMUMBOCTBIO CTEIIAXKEH, IOJIOK Uil XpaHEeHHUs
APXUBHBIX JTOKYMEHTOB.



— TIPOSIBIISITE OCTOPOYKHOCTH IPH IIEPEHOCKE apXUBHBIX TOKYMEHTOB, YTOOBI HE
CIOTKHYTBCS BO BpeMsI XOIBOBI O BO3MOXXHBIE IPEIISITCTBHUS;

— CcOONIIOZIATh YCTAHOBJICHHBIE HOPMEI IepeMelleHus (IJis MY>KUUH U JKEHILIVH)
TSDKECTEU BPYUHYIO;

— OCTaBJIATH CBOe pabouee MeCTO B LENSIX OKa3aHWs METOOUYEeCKOW U
IIPaKTUYECKON TOMOIIM OpraHU3alMsIM-UCTOYHUKAM KOMIUIEKTOBaHUS ApXUBa U
BECTH y4eT BBIE3[I0B B OpPraHU3AIMU B XypHAJle ydyeTa BBIE3I0B B OpraHU3aALUAX-
HUCTOYHUKOB KOMILIEKTOBaHUS ApPXHUBa;

— cobOmomate MHCTpyKTax JUii  COTPYIHMKOB MO  TIPEIOTBPAILEHUIO

pacnpocTpaHeHus: kopoHaBupycHoi nHpeknmu COVID-19 Ha paGodem mecte OT
10:11:2020;

3.2. IIpu pa3mMelleHnr apxXUBHBIX JOKYMEHTOB Ha MeCTaX XPaHCHUS 3aMEeCTUTEIb
HadyaJIbHUKA OT/eJa JOJDKEH YYUTHIBATh CIIEIyIOLIe O0IIue MpaBuiia;

— [OpU pasMelIeHUH [JOKYMEHTOB CJEQyeT MPUHATH Mephl TMPOTUB HUX
CaMOMPOMU3BOJIBHOI'O CMEIEHUSI, TPOCAIKH, MTaAeHUS;

— MEXOy CTeJlla)kaMyd OOJIKHBI OBITh MPEeNyCMOTPEHBI IMPOXOAbl IIMPHUHON HE
MeHee 1 M;

— JOKYMEHTHI CJieflyeT pa3MellaTh C Y4YeTOM MX MacChl U CIIOCOOHOCTH
nedopMHUPOBATECS IO BO3JEHCTBHUEM BEIIIEPACIIONOKEHHBIX MaTepUaIOB.

3.3. [Ipu xpaHEeHUM NOKYMEHTOB Ha CTEJUIa)KaxX PEKOMEHJyeTCSl UX pa3MelleHHe
IPUMEPHO OJIMHAKOBOTO pasMmepa.

3.4.B cnydyae oOHapy)XeHHUsI HENPAaBUWIBHO pPasMEIIEHHBIX [UI1 XpaHEeHHUsd
JOKYMEHTOB HEOOXOIMMO TIPUHSTH Mepbl K HUX pa3bopke U yKiIaJKe BHOBb C
yCTpaHEHUEM 3aMEUYEHHBIX HEAOCTATKOB.

3.5.Bo BpEMA pa6OTI)I 3aMECTUTEJIb HaYaJIbHUKa OTAcJIa HE JOJI?KEH:

— MCIOJB30BaTh BMECTO CTPEMSHKH WM JIECTHUIIBl CIy4YalHBIE IIPEIMETEI
(HampuMep, SIIUKH, CTYJIbS U T. I1.);

— CTaHOBHUTBCS Ha BEPXHHUE CTYIEHU CTPEMSIHOK U JIECTHHI BO M30eXaHKe [TOTEPH
YCTOHYUBOCTH U MaICHUS;

— GpocaTh 1r00ble MaTEpPHANBI U JOKYMEHTBI C BEDXHUX IOJIOK U CTEIITaXeH;

— IeperpyXarh MaTepuallaMH X JIOKYMEHTaMH BBILIE [OMYCTHMOM Ha HUX
Harpy3KH;

— XpaHWTh JOKYMEHTHl HaBaJOM M pa3sMellaTh WX BIUIOTHYIO K paguaTopaMm U
TpyOam OTOILICHUS;

— BKJIFOYATh JJIEKTPOITPUOOPEI, KOTOPBIE 3alpPEIIEHbl K 9KCIUTY ATl

3.6. Apx}BHbBIE JOKYMEHThI HY)KHO pasMellaTh Ha CTe/laXkax TakuM 00pasoM,
4yTOOBI OHM HE MellaJli paboTe ¥ HCKII0Yanach BO3SMOXKHOCTD UX TaCHHA.



3.7.llomemmenne  ansi  pa3sMelUeHMs apXUBa JOMKHO OBITh  OGECHEYeHO
[IEPBUTHBIMK CPENCTBAMHU [10XKAPOTYIIEHHs, YCTAHOBKOM MMOYKApHOH aBTOMATHKH,
TeJIe()OHOM M aNTEeUKOH ISl OKA3aHuUs IEPBOT TIOMOLIIH.

3.8. Paboyee MeCTO MONIB30BATENS IEPCOHANBHBIM KOMIIBIOTEPOM  CIIEAyeT
000py10BaTh OACTABKOM 7 HOT, UMEIOIEeH mupuny He MeHee 300 Mmm, rmyOuny
He meHee 400 MM, peryampoBKy IO BeICOTe B mpenenax 10 150 MM U TI0 YTy
HaKJIOHa OIOPHOM MTOBEPXHOCTH MOACTAaBKHU 10 20°.

3.9. lns yMeHbIIEHHS HAIPSDKEHUs 3peHHs CledyeT YCTaHOBUTH Ha 9KpaHe
MOHHTOpA ONTUMAJLHBIN LBETOBOM pekuM (€M Takas BO3MOXKHOCTH HMEETcs);
IIpH 5TOM PEKOMEHIYIOTCS HEHACKHIIEHHbIe LIBeTa: CBETJIO-3eJeHBIH, IKeITO-
3€JIEHBIH, JKEITO-OPAHIKEBBIH, JKENTO-KOPUIHEBDIH; 110 BO3MOXKHOCTH CIIELyeT
n30eraTh HaCHIIEHHbBIX IBETOB, 0COOEHHO KPACHOTO, CHHETO, IPKO-3ENEHOTO.

3.10. IIpon3BOANTH KaKOU-TMOO PEMOHT CAMOCTOSITEIBHO 3aIperaeTcs.

3.11. TIlpm oOHapy)XeHHM HEHCIPaBHOCTEH HEMEeIEHHO COOBLIUTH O
HUX HayanbHUKy MTODuO3.

3.12.C uembto CHWXEHHS 3PUTENBHOIO M KOCTHO-MEIIIEYHOTO yTOMIIEHHS
TOJIB30BATEINO CIEYET COOJIIONATh yCTaHOBICHHEIH pexkuM Tpyaa u oTasxa (K]
nm.3.2., 3.3., 3.5.), a Taxoke Bpems otabixa (KJI mm. 3.7., 3.8.).

4. TpeGoBanus oOXpaHbl TPY/Aa B ABAPHITHBIX CHTYAIHSX.

4.1. B aBapuiinoli 06CTaHOBKE CJIEIyeT OMOBECTUTH 06 OMACHOCTH OKPYIKAIOLIHX
JNIOJEH U IeWCTBOBATh B COOTBETCTBHH C IIAHOM JIMKBUIALMY aBapHii.

4.2. Bce caMoCTOATENBHO NPUHHMAaeMble Mepbl JOJKHLI OBITh HATIPABICHBI, B
IIEPBYIO OUEPE/lb, Ha CIIACEHME J)KU3HU U COXPaHEHHe 3I0POBb JIFOEH.

4.3. JlelicTBysl CaMOCTOSITENIFHO 3aMECTUTENh HaYaIbHKKA OTAelNa 00s13aH:

— HEMEJIEHHO IIPEeKpaTUTh paboTy;

— MPUHATH MEPEBI IS 3BaKyallud JIIOJNEH W3 ONAaCHOW 30HBI, IPeIOTBpAallleHMsI
MTOITIaJaHUS JIFO/IEH B OMMaCHYIO 30HY;

— IOCTaBUTDL B U3BECTHOCTH O CIYUUBILEMCS PyKOBOCTBO;

— 00CTaHOBKY Ha MeCTe aBapuu COXPAHUThH B HEMPUKOCHOBEHHOCTH, €CIM 3TO He
YTPOXKAET XKU3HU HIIH 3[I0POBBIO JIIOEH;

— OKasaTh II0CTPaAaBIIUM I1ePBYIO 10BpaueOHyIO MMOMOIIb, MPU HEOOXOIUMOCTH
BBI3BaTh OpHUIraly cKopoi momouu 1o Tenedony 103,

4.4. IIpy BOSHMKHOBEHUH T10apa UJIM BO3ropaHus 00si3aH:



— HEMEJUICHHO BLI3BATH IOKAPHY Ciyx0y mno Ttesedony 01,101 wumu mmo
coroBomy 101, 112. IIpu BbI30Be HAa3BaTh afpec U MECTO, Ilie BO3HUK [oxkap, ImyTu
I0Abe3/1a, (DaMUITHIO 3BOHUBIIIETO;

— MIPUHATE MEPBHI 10 3BaKyalluy IOl U3 30HBI 10Kapa;

— IIPHHATHL MEPHI K TYHICHUIO W JIMKBUOAIIUU IIoXXapa IMEPBUYHBIMHU CPEeACTBAMU
[TOXAapPOTYIICHUSI.

4.5. B cutyanusx, yrpoxarommx KU3HU U 3JI0POBBIO:
- IOKUHYTh OTACHBIN YYACTOK.

4.6. B ciyuae MosBIeHHs HEHCIIPaBHOCTH B paboTe KOMIIEIOTEpa, IIOCTOPOHHETO
[Iyma, WCKPEHMS M 3alaxa rapd, HeMEIJIEHHO OTKIIOYMTEH 3JIEKTPONPHOOpP OT
DJIEKTPOCETH ¥ COOOLIUTE 00 ITOM CHCTEMHOMY aJIMHHKHCTpaTopy ApxuBa. PaGory
IPOZIOJIKATE TOJILKO [10C/I€ yCTPaHeHUsl BO3HUKIIEH HEUCIIPaBHOCTH.

4.7. llpn mNOMyYeHHH TPaBMBI HEMEICHHO OOpPATHTHCS 3a MeIUIAHCKOMN
IIOMOIIIBIO ¥ COOOIIUTH 00 3TOM HavyalbHUKA OTHENA.

S. TpeboBaHusi OXpaHbI TPY/AA N0 OKOHYAHHH PaGOThI

HoJsxeH:
5.1. IIpuBectu B mopsiok pabouee MeCTO.
5.2. IlpoBepuTh NPOTHBOIOKAPHOE COCTOSHHE KaOWHeTa, OTKJIFOYUTH

3JIEKTPONPUOOPEI U paboTaOILYIO alllapaTypy, 3aKPbITh ABEPE.

5.3. BBIKIIOUMTE CBET, OTKIIOYMTH KOHJAMLKOHEp (B ciiydae Hald4dus),
PELUPKYJIATOP W JEKTPOrpUOOpHI.

5.4. CHATb cIeLOAeXK Y.

5.5. TmaTenbHO BEIMBITE PYKH C MBLIOM.

5.6. 3aKpBITh OKHA ¥ JBEPH.
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