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1. OGmue TpeGoBaHHS OXpaHbI TPy

1.1. K BbImomHEeHWIO paboT HayaJbHUKA OTIENA JIIOIyCKAaIOTCsl JIHIIA,
MMEIOLIME BBICIIEE NPO(PECCHOHATbHOE 00pa3oBaHMe M CTaX paboThl 110
COOTBETCTBYIOLIEMY NPOMUIIO YUpeXKICHHs He MeHee 3 Troja, MIPOIIIe AIITHE
MEJMIMHCKUAM OCMOTp, BBOJHBIM U NEPBUYHBIN HHCTPYKTAXKHU II0 oXpaHe TpyIa,
oOyueHre Oe30macHBIM METOAaM TpPYIa, IIPOBEPKY 3HAHUN, HHCTPYKTAX IIO
MOXKapHOW 0€30IIaCHOCTH U 3JIEKTPOOE30IIaCHOCTH.

1.2. HavansHHUK OTHENa TOKEH 3HATD:
- 3aKOHBI U WHBIE HOPMATHUBHEIE IIPaBOBBIE aKThl Poccuiickoit Menepanuu,

perIaMeHTUPYIOIIHME OTHOLIEHUS B chepe apXUBHOIO JIENA;

- HOPMAaTHBHBIE M METOJAUYECKHE [TOKYMEHTBI, Kacarolluecs NesSTeIbHOCTU
apxuBa,

- COCTaB U COJIEpIKaHHe KOMILJIEKCa JJOKYMEHTOB, XPAHSIIIUXCS B APXHBE;

- CUCTEMBI XpaHEHHUs U KIIACCU(DUKALIUU apXUBHBIX JTOKYMEHTOB;

- HOPMAaTHBBI YCJIOBUH 1 PEXKUMOB XPaHEHHsI IOKYMEHTOB;

- BUJIbI CITIPABOYHO-TIOMCKOBBIX CPEJICTB apXH1Ba;

- OCHOBBI TPYZOBOI'0 3aKOHO/IATEIbCTBE;

- OCHOBBI OpraHU3alluM TPY/la U YIIPaBICHUS;

- IOPAZIOK COCTABJIEHUS [UIAHOBO-OTYETHOU JIOKYMEHTAIINM;

- OTE€YECTBEHHBIN U 3apyO0eXKHBIM OMBIT B 00JIACTH apXHUBOBEEHNUS;

- OCHOBBI JIOKYMEHTALIMOHHOI'O 00eCleueHus yIpaBIeHHS;

- OCHOBBI IPUMEHEHHUS KOMITBIOTEPHOM TEXHUKH,



- IIpaBUJIa BHYTPEHHETO TPYIOBOTO PACHOPSAKA;
- IIPaBUIIa, HOPMBI M MHCTPYKIIUH II0 OXPAHE TPY/a;
- IpaBUJIa MOXkapHOH 6e30MacHoCTH;

- CITOCOOB!I OKa3aHus MepBOH MOMOLLH 1P HECUACTHBIX CITyUasix.
1.3.Bo Bpemsa paGoTel Ha HauaJpHHKA OTZHENA MOTYT OKa3BIBATh

H€6HaFOHpI/IHTHOC BO3H€ﬁCTBHC B OCHOBHOM CJICOYIOIIIUE OIIaCHBIE U BpE€IOHbIC
ITPOU3BOACTBECHHEIE (paKTOpI:IZ

— IIOBPEXIEHNUE OPraHOB JbIXaHUs YaCTUI[AMMU IIBLIH,

— HIOBPEX/ICHHE TJ1a3 U KOXKHBIX TIOKPOBOB BCIIEACTBHE BO3IEHCTBUS TIBLIH,

— NaJIeHUe C JIECTHHUI] (CTPEMSHOK) ¥ BEICOTEI,

— TPaBMHPOBAHHE 00 OCTpEIE YIIIBI, OCTPBIE KPOMKH, IIEPOXOBATOCTH Ha
ITOBEPXHOCTH JISCTHHI], CTPEMSIHOK, CTEIUIAXKEH, TEIekKEK;

- [IaZIAr0TIIHE apXUBHBIE TOKYMEHTHI IIPH MX Pa3MeIIeHUH Ha CTeIIaXax;

- MEXaHUYECKHUE OMACHOCTH IIIUPOKOTO CIIEKTpa JeHCTBHUS;

- [IOBBIIIECHHAs UIIH IIOHMKCHHAS TeMIIEpaTypa Bo3Lyxa pabodel 30HbI;

- HEIOCTATOYHast OCBEILLEHHOCTh paboue 30HbI;

— BIbIXaHWUE JIBIMH, [IapOB BPE/IHBIX TA30B ¥ IIBUIX IIPH MOXKape/B3pLIBE;

- TIOPE3HI PYK;

— OIIaCHOCTh HAapyIIEHWH OXpaHbl Tpyna, OE30IaCHOCTH MW HHBIX
HOPMATUBHO-IIPABOBHIX AKTOB.

1.4. HauansauK oTaena o0s3aH:

— cobmozars IlpaBuma TpyZOBOrO pacropsgKka, YCTAHOBIEHHBIE B
OpraHU3aIuy;

— co0roIaTh TpeOOBAHMS JOIKHOCTHON HHCTPYKIIHH,

— cobmroath TpeGOBaHMUs HACTOMAIIEH MHCTPYKIUH, HHCTPYKLIMU O Mepax
IOXXapHOM 6e30IacHOCTH, HHCTPYKIMHU T10 3JIeKTPOOE30NaCHOCTH U He IOITyCKAaTh
HapyIIeHUsI 3THX TPeOOBaHUH IpyTUMHU pabOTHUKAMU;

— TIPOXOJUTh OOydYeHHe TO OXpaHe TpyJa C [OCIEMyIomel MpPOBEPKOIl
3HaHWUH TpeOOBAaHUMN OXpaHbI TPYIa;

— 0€e30TIaraTensHo COO0IIATh KYyPUPYIOIIEMY 3aMECTUTENO U HadYaJIbHUKY
OTHCTa OpraHM3alldOHHO-IIPABOBOM  paboTel 000 BceX cCiydasX TpaBM,
MHUKPOTPaBM, IIPOUCHIEAIINX C IMTOAYHHEHHBIMH B TeueHHe pabodero AHs, BKIKOYas
[IPOUCHIE/IINE BHE TEPPUTOPUH YUPEIKIECHUSI,

— IIPOXO/IUTH 00yYeHHE 10 OKa3aHUIO IEPBOM MOMOIIH [IOCTPAaBIIHM;

— 3HATh MECTa PACIIONIOXKEHHUS IEPBUYHBIX CPEACTB MTOXKAPOTYIIEHUS U [IyTH
9BaKyalluy IIpU IOXKape;

— I [PeIynpexIeHus HeOJIaronpUaTHOIO BO3IEUCTBHUS Ha 340pOBbE
Ha4aJbHUKY OTAeNa CJIeJlyeT TIIO0JIb30BaThCsl CpPEACTBAMH WHIUBUIYAIbHON
3alUTHI,

— COONIONaTh MpaBUiIa JUYHOM TUTHEHBI TPYJa, PEeKUM TPYAa M OT/IbIXa,
CoZlepXKaTh B UUCTOTe paboyee MeCTo.



1.5. Havyanpruk oTzena 06s3aH BBIIONHHUTE TPEGOBAHMS pexxuma pabodero
BPEMEHH 1 BPEMCHH OT/BIXa IPHU BBINONHEHWH COOTBETCTBYMOIMX pabor (K]
mn.3.2.,3.3., 3.5.), a Taxxe Bpems orasixa (K mm. 3.7., 3.8 K

1.6. Hauaneuuk orgena wusBemaer AMpeKTopa O JIr0OOH CcHTyaluu,
YTPOXAIOIIEH JKM3HM M 3[0POBLIO JIOZEH, O KAKIOM HECUACTHOM cllydae,
TIPOUCIICALIEM B YIPEXIEHUH, 00 YXy/IIEHUH COCTOSIHUS CBOETO 3/0POBbSI, B TOM
HHCIIC O MPOSBICHUH MPU3HAKOB OCTPOro 3a00eBaHMS.

1.7. Ecnu ¢ xeM-u60 U3 pabOTHHKOB IIPOM30IIIe]T HECYACTHBIM Cilyuyai, To
ToCTpafaBlieMy — HEOOXOAMMO  OKa3aThb IEPBYI0 IIOMOIIb, COOGIIUTE O
CTYHHUBIICMCS PYKOBOJUTENIO U COXPAHUTh OOCTaHOBKY MPOUCIIECTBUSI, ECIIH 3TO
HE CO3J]aeT OIACHOCTH TSI OKPYIKAIOLITHX.

1.8. HauanpHuk otmena, JOImycTHBLIMIL HapylIeHWe WIA HEBBLIIOIHEHHUE
TpeOOBaHMH MHCTPYKIMM [0 OXpaHe Tpyla, HECEeT OTBETCTBEHHOCTh B
COOTBETCTBUHU C JEHCTBYIOIIUM 3aKOHONATEIHCTBOM.

2. TpeGoBanusi oXpaHbl TPyAa Mepes HAYAIOM padoThbI

ITepen Havanom pabGoThl HAYATEHUK OTIENA [OIIKEH:

2.1. HameTs crenozexay (CreLoaekaa MOMKHA ObITh COOTBETCTBYIOILETO
pasMepa, YMCTOH M He CTECHATH JBIDKEHWH), IIPOBEPUTH HAMYHe CpEelCTB
WHIMBUYaIbHOW 3aIIUTH], MEAUIIMHCKOM alITeYKH IS OKa3aHUS [IEPBOY MOMOIIIH,
a TaKXXe CPEJICTB MOXKAPOTYILEHHS.

2.2. TpPOBEPUTH COCTOSHHE IIOMEIIEHHUM apXBa, IPH HEOOXOIUMOCTH
CACNYCT HaBECTH HYHUCTOTY, IOPSIOK M OOECHEeYWTh HalUude CBOGOIHBIX
IIPOXO/IOB.

2.3. TIpOBEPUTH HCIPABHOCTH JECTHHUIl U CTPEMSIHOK, a TaKXe CPEICTB
MaJjlof MeXaHU3alllH, TPHIMEHAEMBIX 1715l TlepeMelleH s apXMUBHBIX IOKYMEHTOB.

2.4, jMuHO yOEmUTLCS B TOM, UYTO BCE MEpLI, HEOOXOJMMBIE IS
obecredenus 6e30MacHOCTH, BBITONHEHEL.

2.5. yGenuThes B NOCTATOYHOCTH OCBENIEHMs paGoueil 30HBI, 0COGEHHO B
TEMHOE BPeMsI CYTOK.

2.6. 00paTUTh BHUMaHHE HA PALMOHANBHYIO OopraHu3aLuio paboyero Mecra,
MOLArOTOBUTE HEOOXOUMBIE TEXHUUECKHE CPE/ICTBA U IPOBEPUTH UX paGoTy.

2.7. HaYaNBHUK OT/ENa He NOIDKEH NPHCTYNaTh K paGoTe, ecim y HEro
HMCIOTCS  COMHEHHS B oO0ecrned4eHMH O€30IIaCHOCTH IPH  BBIIOJHEHUH
IIPEJICTOSIIEH pabOTEL.

3. TpeGoBanusi 0XpaHbI TPy/Aa BO Bpemsi paGoThI

3.1. Bo Bpemst paboThl HAuaILHUK OTHENA [OJDKEH:
— OBITb BEXJMBBIM, BeCTH cebs CIOKOHHO WH BBIJICP)KAHHO, H30€raTh

KOH@)HHKTHBIX CHTyaHHﬁ, KOTOpBIE MOT'YT BBI3BATh HEPBHO-3MOILIMOHAJIEHOE
HAaIIPSDKEHUE U OTPA3UTHCS Ha 0e3ormacHOCTH Tpyna,



— OBITh BHUMATEIBHBEIM, HE OTBIEKATHCS OT BBITOMHEHHS CBOMX
00sI3aHHOCTEIH;

— WCIOJIb30BaTh  MCIPABHbIE CTPEMSHKH M JIECTHHULbI, HMEIOIIHE
CIEIIHaNIbHBIE YCTPOUCTBA OT CKOJILKEHHUS,

— CIIEIUTH 3a HCIPABHOCTBIO U YCTOWYMBOCTBIO CTENIAXKEH, IMOJNIOK IS
XPpaHEHHU apXUBHBIX JOKYMEHTOB;

— IPOSIBIIATE OCTOPOXKHOCTDH TIPH MEPEHOCKE apXUBHBIX JOKYMEHTOB, YTOOBI
HE CIIOTKHYTBCS BO BPEMS XOABOBI O BO3MOXKHBIE MTPEIISATCTBUS;

— COOIOZATh yCTaHOBJEHHBIE HOPMBI [€peMEIleHHs (s MYKYHH W
KEHILWH) TXKECTEH BPYUHYIO;

- COONIONATh CAHMTAPHO-TMTHEHMYECKHE, 3alllATHBIE Mephl B IIEPUOL
pacIpocTpaHeHus MH(QEKIWOHHBIX W  BHUPYCHBIX 3a00J€BaHUM, B T.d.
KopoHaBupycHol nHdekuu COVID-19.

3.2.1lpy pasMelleHuM apXWBHBIX JOKYMEHTOB HAa MECTaX XpaHeHHs
HavallbHUK OTJieN1a J0JDKEH YUHThIBATDL Cllieylolue obline npapuia;

— TPU pasMELIeHHH JOKYMEHTOB ClieyeT IPHUHATH Mephl NIPOTHB HX
CaMOTIPOU3BOJIEHOIO CMELLEHUsI, TPOCaIKHU, [TaJ|CHHUS;

— MEXIy CTeJIaXkaMHl JTOJDKHBI OBITh IIPeIyCMOTPEHBI MPOXO/bI MIUPUHOIN
He MeHee 1 M;

— JOKYMEHTBI CJIEeIyeT pasMellaTb C y4eTOM HX MAacChl U CIIOCOOHOCTH
IehOpMHUPOBATECS [IOJ] BO3AEHCTBHEM BHIILIEPACTIONOKEHHBIX MaTepHUaloB.

3.3.1lpy XpaHeHMH JOKyMEHTOB HA CTEJUT&XKaX PEKOMEHIYeTCs HX
pa3sMelleHne MPUMEPHO OJMHAKOBOTO pa3Mepa.

3.4.B ciyvae oOHapy:XeHHS HENPABHIBHO DPa3MENNEHHBIX JUII XpaHeHWUs
JOKYMEHTOB HEOOXONMMO IIPHHATH MEPhl K MX pa3bopke M YKIaiKe BHOBb C
YCTpaHEHHUEM 3aMEUEeHHBIX HETOCTATKOB.

3.5. Bo BpeMst paboThl HavabHUK OTesa He JOJDKEeH:

— OCTaBJIATH CBOE pabouee MECTO; 3TO JOIMYCKAETCS TONBKO C Pa3spelleHHs
HETIOCPEACTBEHHOTO PYKOBOIUTEIIS;

— HCIONE30BaTh BMECTO CTPEMSHKM MIIM JIECTHHILBI CTy4YalHbIE MTPEeJMEeThI
(HanpyuMep, SIMUKH, CTYJIbS | T. IL.);

— CTaHOBUTHCS Ha BEPXHHE CTYIIEHHU CTPEMSHOK M JIECTHUI] BO U3OexaHue
IIOTEPU YCTOMYMBOCTH M MaLeHU;

— Opocarts M00bIe MaTepHabl U JOKYMEHTBI ¢ BEDXHHUX MOJTOK U CTEJLIaKEN;

— Heperpyxarb MarepuajaMy ¥ AOKYMEHTaMH BBIIIE JOIYCTUMON HAa HUX
Harpy3Ku;

— XPaHWUThH TOKYMEHTHI HABAJIOM M pa3MellaTh WX BIUIOTHYIO K PaguaTopaM
U TpyOaM OTOTIIEHUS;

— BKIIFOYATh 3JIEKTPONPHOOPHI, KOTOPhIE 3alpeIieHbl K 9KCIIITyaTal[{H.

3.6. ApXuBHBIE [NOKYMEHTHI HYXKHO pasMellaTh Ha CTelulaxkax TaKuM
o0pasom, 4TOOBl OHM He Mewand paboTe, M MCKIIOYANach BO3MOXKHOCTH HX
HaJIeHHUs.



3.7. IloMemienre st pa3MelleHWs apxuBa JAODKHO OLITh 0ObGecrHedeHo
[ICPBUIHBIMU CPEACTBAMM IOKAPOTYILEHHUs, YCTAHOBKOH MOYKapHOH aBTOMATHKH,
Tene()OHOM U aNTeuKoH [UIsl OKa3aHMs [IePBOF [IOMOLLH,

3.8. Pabouee MecTO 10Jb30BATENS EPCOHANBHEIM KOMIIBIOTEPOM CJIEIyET
000py0BATH MOJCTABKOH ISt HOT, MMeromel mupuHy He Meree 300 M, TITyOuHYy
He MeHee 400 MM, perynupoBKy IO BBICOTE B mpexeiax mo 150 MM u mo YTIIy
HaKJIOHa OIIOPHOMU ITOBEPXHOCTH MMOACTaBKU 10 20°.

3.9. Jlnst yMeHbIIeHUs HATIPSDKEHHS 3pEHHUsl CllelyeT YCTAHOBHTE Ha dKpaHe
MOHHTOPa ONTHUMAJbHBIM LBETOBOM PEXUM (ECIH TaKas BO3MOXKHOCTH HMEETCs),
IIpH  5TOM PEKOMEH[IYIOTCS HEHACHIEHHBIE IIBETa: CBETJIO-3EJIEHBIH, JKENITO-
3ENIEHBIH, JKEJITO-OPAHIKEBBIN, JKENTO-KOPUIHEBBIA; II0 BO3MOYKHOCTH CIEIyeT
M30eraTh HACINIEHHBIX I[BETOB, 0COGEHHO KPACHOTO, CHHETO, SIPKO-3EJIEHOTO.

3.10. IIpou3BomUTE KaKkoH-TM60 PEMOHT CAMOCTOSTENBHO 3aIPELaeTCs.

3.11. Tlpu ob6HapyXeHHM HeWCIIpaBHOCTEH HEMeIEHHO COOBIUTh O
HUX HadailbHUKY MTODuO3.

3.12. C uenbio CHHWKEHMS 3PUTENBHOTO U KOCTHO-MBIIIEYHOTO YTOMIIEHHS
TI0JIb30BATENIO CIEAYeT COONIOATh YCTAaHOBICHHBIH pexxuM Tpyaa u oTasixa (KJI
m.3.2., 3.3., 3.5.), a taxxke Bpems otasixa (KJI mm. 3.7., 3.8.).

4. TpeboBanus 0XpaHbl TPY/a B ABAPHIIHBIX CHTYaLHAX

4.1. B aBapuifHONM 0OCTaHOBKE CIIELyeT OIOBECTUTh 00 OMACHOCTH
OKpYXaloIUX JIOJeHd M AEeHCTBOBAaTh B COOTBETCTBHHM C IUIAHOM JIMKBUIAITUH
aBapui.

4.2. Bce caMocTOATENLHO MPHHAMaeMble MEPhI OJDKHBI OBITh HAIPABIIEHHI,
B TIEPBYIO OUepellb, Ha CIIACEHHE JKU3HU M COXPaAHEHHE 3JI0POBLS JIIOEH.

4.3. JlelicTBysi caMOCTOSTENLHO HAaYaIbHUK OTAEN A 005I3aH:

— HEMEIJIEHHO MPeKpaTUTh pabory;

—IpPUHATE MEpPbl O 3BaKyallud JIIOJeHM W3  ONacHOW  30HEI,
IIPEIOTBPAILEHH IIONaaHUs JIFOIEH B OIACHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTH O CJIYUUBIIEMCS PYKOBOJICTBO;

— 0OCTaHOBKY Ha MECTe aBaphH COXPaHWTh B HENPUKOCHOBEHHOCTH, €CIIH
3TO HE YIpOXKaeT >KU3HU WIH 30POBbIO JTFOJIEH;

— OKasaTb IIOCTPaJaBLIMM IEPBYIO JOBPadyeOHYIO ITOMOINb, IPHU
HE0O0XOAUMOCTH BBI3BaTh Opurary ckopoi momol o Tenedony 103.

4.4. ITpu BO3HUKHOBEHNHU T0Kapa MM BO3ropaHus 00s3aH:

— HEMEJUIEHHO BbI3BaTh IOXKapHyto ciyxk0y no tejsedony 01,101 unum mo
corosomy 101, 112. Ilpu BrI30Be Ha3BaTh aipec U MeCTO, I/ie BOZHUK MOXKap, ITyTH
0JIbe3/1a, PaMUITHIO 3BOHUBILIETO;

— IIPUHATH MEPBI 110 DBAKYAIlUHU JIFOJIEU U3 30HEI 0XKapa;



— TIIPUHATHL MEpbl K TYLIEHWIO W JIMKBAJALMHM I0XKapa IepBUYHBIMU
CpeACTBaMU I10KapOTYLLIECHUS.

4.5. B cutyanusix, yrpoxarolux XU3HU 1 30POBBIO:

- IIOKAHYTb OITACHBIM y4acCTOK.

4.6. B ciyyae mOSBICHHS HEUCIPABHOCTH B paboTe KOMIBIOTEPA,
MIOCTOPOHHEr0 IIIyMa, WCKpPEeHWs W 3araxa rapu, HEMEeIJEeHHO OTKIIOYUTD
BJIIEKTPONPHUOOP  OT  2JIEKTPOCETH M COOOLIIMTH 00 3TOM  CHCTEMHOMY
aIIMHHUCTpATOpy yupexaeHus. PaboTy mporo/nkaTh TOJBKO IMOCE YCTpaHEHHS
BO3HHKIIIEH HEUCIIPABHOCTH.

4.7. Ilpu momy4eHUM TpaBMBl HEMEJICHHO OOpaTUThCs 3a MEeQMUIMHCKOM
TIOMOLIBIO ¥ COOOIIUTE 00 3TOM JHPEKTOPa YUPEKIEHHUSI.

S. TpeboBanusa oxpaHbl TPyJa N0 OKOHYAHHH PabOThI

Ilo oxoHuaHUM pabOTHI HAYABHHK OTAENA JOJKEH:

5.1. IlpuBecTu B mopsiok pabouee MeCTO.

5.2. IIpoBepUTH NPOTHUBOMIOXNKAPHOE COCTOSHHE KAOMHETa, OTKIIOYUTH
3IIEKTPONIPUOOPEI B PAOOTAOIILYIO AllllapaTypy, 3aKPhITh IBEPb.

5.3. BBIKIIOUNTE CBET, OTKJIIOUUTH KOHJIMIMOHep (B Ciydae Hald4dms),
PELUPKYIIATOP U 3JEKTPOIPHUOOPEI.

5.4. CHSTB CIIEIOAEKIY.

5.5. TmaTenpHO BEIMBITH PYKH C MBIJIOM.

5.6. 3aKpBITH OKHA U IBEPH.
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