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I'JIABHOT'O APXABUCTA
OT/IEJIA COIIUAJIBHO-IIPABOBBIX 3AIIPOCOB

1. O6mmne TpeGoBaHHsI OXPAHBI TPyAA

1.1. K BeIONHEHHIO PabOT TJIABHOTO ApXWBUCTA JOITYCKAIOTCS JIMIIA,
VMEIOLIKE BBICILICC MPOQECCHOHANbHOe 00pa3oBaHWe U CTaxX paboTHl IO
COOTBETCTBYIOLLEMY NPOGUIO YUPEXKASHHS He MeHee 3 roja, IPOIIeIIIHe
MEIUIUHCKHNH OCMOTP, BBOJHBIM M IEPBUYHBIN HHCTPYKTAXH [0 OXpaHe Tpy.a,
o0ydyeHue O6e€30IaCHBIM METOAAM TpyAd, [POBEPKY 3HAHHUH, HHCTPYKTaX I10
TI0)KapHOM 0€30IIaCHOCTH U 3JIEKTPOOE30IIaCHOCTH.

1.2. I'naBHBIN apXUBHUCT TOJDKEH 3HATH:
- 3aKOHBI M WHBIe HOpPMAaTHBHEIE IIPaBOBBIE aKThl Poccuiickoit MDemeparuu,

periTaMeHTUPYIOIKE OTHOLIEHUS B cpepe apXUBHOTO JeNa;

- HOpMAaTHBHBIE U METOAUYECKHE JTOKYMEHTBI, Kacalollhecsl IesATeIbHOCTU
apxuBa;

- BCIIOMOI'aTEIbHbBIE UCTOPUUYECKUE TUCITUILIHHEI,

- TeKCTOJIOTHIO;

- COCTaB ¥ COJIEpIKAHKE KOMILJIEKCa JOKYMEHTOB, XPAHSLIUXCS B APXHUBE;

- CUCTEMBI XPaHEHHUs U KIIACCU(PUKALUU apXUBHBIX TOKYMEHTOB;

- HOPMAaTHUBBI YCIIOBUM U PEXXUMOB XpaHEHUS JOKYMEHTOB,;

- BU/IbI CIIPAaBOYHO-TIOMCKOBBIX CPEJICTB apXUBa,;

- OCHOBBI OpraHU3aIliu TPy/ia U YIIPaBICHHUS;

- TIOPSIIOK COCTABJICHHUS IIIIaHOBO-OTYETHOM JOKYMEHTAIIHH;

- OTEYEeCTBEHHBIH U 3apyOexHBIM OMmBIT B 00JaCTH apXWBOBEIACHUS U
JOKYMEHTOBEICHU;

- OCHOBBI JOKYMEHTAIIMOHHOTO 00eCIieueHus yIpaBieHus,



- OCHOBBI IIPUMEHEHHsI KOMIIBIOTEPHOM TEXHUKH,

- IpaBUJIa BHYTPEHHETO TPYAOBOIO PACIIOPSIKA;

- TpaBHIa, HOPMBI M HHCTPYKIIUH TI0 OXpaHe TPya;
- IpaBUJIa TI0XKapHOH 6e30MacHOCTH;

- CII0COOBI OKa3aHHUs IIEPBOY TOMOLLHM TP HECYACTHBIX CIIyJasx.

1.3.Bo Bpems pa6GoTsl Ha IJIaBHOTO ApXHUBHUCTA MOTYT OKAa3bIBATh
HEONAaTONIPUSTHOE BO3/EHCTBHE B OCHOBHOM CIeYIOIMe OIlacCHble W BpeHEIC
IIPOU3BOZACTBEHHBIE (DAKTOPLI:

— HOBPEXAEHNE OPraHOB JbIXaHHUs YACTULAMH ITBLIH;

— TIOBPEXKICHUE TJ1a3 U KOXKHBIX IIOKPOBOB BCIIEICTBUE BO3/IEHCTBHS [IBLIH;

— MAJICHUE C JIECTHUL] (CTPEMSIHOK) ¥ BHICOTHI;

— TPaBMHPOBAaHUE 00 OCTpBIE YIINBI, OCTPBIE KPOMKH, MIEPOXOBATOCTH HA
IIOBEPXHOCTH JICCTHHII, CTPEMSHOK, CTeJUIaXKeH, TeIeKeK;

- Ta/laroIye apXUBHbIE JJOKYMEHTbI IIPH UX Pa3MEIIEHUH Ha CTeIIaKax;

- MEXaHMYECKHE ONIACHOCTH LIMPOKOTO CIIEKTPa NeHCTBHS;

- IOBBIIICHHAS! WJIM IOHM)KEHHAsI TeMIIEpaTypa BO3/yxa pabodeil 30HsI;

- HEIOCTATOYHAS OCBEILEHHOCTh pabouell 30HEI;

— BABIXaHHUC JBIMH, IIAPOB BPEHBIX Ta30B U IIBUTH [IPH [OKape/B3PHIBE;

- IIOPE3HI PYK;

— OINACHOCTb HApyIICHHM OXpaHbI TPyHa, OE30MacCHOCTH W  HHBIX
HOPMaTUBHO-IIPABOBEIX aKTOB.

1.4. I'naBHBIN apXUBUCT 00s13aH:

— cobmozars [lpaBuima TpyZOBOTO pacHOpsfKa, YCTAHOBJIEHHBIE B
OpraHu3aIlvy;

— cobmroaTh Tpe6OBAHMS JOIDKHOCTHON MHCTPYKLIUH;

— cobmonaTh TpeGOBaHUs HACTOSIIEH MHCTPYKUMH, HHCTPYKIHM O Mepax
MOYKapHOH 0e30aCHOCTH, MHCTPYKIIUK 110 3JIeKTPOGE30NacHOCTH U He JOIyCKaTh
HapYIICeHUs 3THX TpeOOBaHUM IPyTUMHU pabOTHUKAMU;

— IpOXOAUTH OOydeHHe IO OXpaHe TpyAa C IOCIENyIoleld IIPOBEpPKOil
3HAHUM TPeOOBAHUN OXpaHbl TPYIa;

— OesornararesbHO €OOOIATE HAYalbHUKY OTAena 060 BceX cCiydasx
TpaBM, MUKPOTpaBM, [POMUCIIENIIMX B TeueHWe pabodyero mHS, BKIOUas
IIPOUCIIENIINE BHE TEPPUTOPUHU YUPEKTECHHS;

— IPOXOJUTEL 0Oy4YEHHE 110 OKa3aHHIO IIEPBO [TOMOIIY IIOCTPaJaBIINM;

— 3HaTh MeCTa PacCIOI0KEHHUs IEPBUYHBIX CPEJICTB MOXKAPOTYIIEHUS U ITyTH
9BaKyaluu MpHU Moxape;

— UL TIpeAynpeXxaeHuss HeONaronpusTHONO BO3JACHCTBUS Ha 310POBBE
HauaJbHUKY OTJAEeNa CIeAyeT II0Jb30BaTbCsl CPEACTBAMH WHJIUBHUIYaTbHON
3aIlUTHL;

— co0uroaTh MpaBuiia JUYHON THIMEHbI TPYAa, PEXXMM Tpyda W OTIIXA,
COJlepKaTh B UUCTOTE paboyee MeCTo.



— 00s13aH BBINIONHUTH TPeGOBAHHS PEXUMA paboyero BpeMeHH W BpeMeHH
OTAbIXa TIPY BBIIIOJHEHHM COOTBETCTBYIOmMX pador (KJI mm.3.2., 3-8l FDi)y B
Taroke Bpemst otaeixa (K mm. 3.7., 3.8.).

1.5. I'naBHBIN apXMBUCT U3BEILAET HAYAILHUKA oThena o 1000l CUTyaluy,
YTPOXKAOWIEH JKM3HH U 3I0POBBIO TIOJENW, O KaXIOM HEeCYaCcTHOM clIy4ae,

[IPOUCIICAIIEM B YUPSIKIEHUH, 00 YXYAIIIEHUN COCTOSHUS CBOETO 3I0POBbS, B TOM
HHCJIE O MIPOSABICHHUHU IIPU3HAKOB OCTPOro 3a60JeBaHus.

1.6. Eci ¢ keM-1mu60 u3 paGOTHUKOB IIPOM3O0LIET HECYACTHBIN ClTydai, TO
oCTpafaBIieMy — HEOOXOIMMO OKa3aTh IEPBYIO  IOMOIIb, COOOLIUTE ©
CILy9HUBIIEMCA Ha9aJbHUKY OT/IENId ¥ COXPAHUTh 00CTAHOBKY IPOUCIIECTBYS, eCITH
9TO HE CO3aeT OMACHOCTH IS OKPY KAFOIIIHX.

1.7. I'naBHBIA apXHUBHCT, NONMYCTUBIIHN HapylleHHe WM HEBBIIOJIHEHUE
TPeOOBAHWH HMHCTPYKLHH [0 OXpaHE TPyda, HeCceT OTBETCTBEHHOCT: B
COOTBETCTBUH C JEHCTBYIOIIUM 3aKOHO1ATEIHCTBOM.

2. TpeGoBanusi oxpaHbl TpyJa nepex HAYAIOM padoThI

Ilepen Hauanom paGoTHI IJIABHEIH ApXUBUCT JIOJDKEH:

2.1. HagmeTh crenoAexay (CHeLOmeXkIa MOKHA GBITH COOTBETCTBYIOILIETO
pasMepa, HYHCTOH M HE CTECHATH JIBIDKEHHH), IIPOBEPUTH HATHYHE CPEJCTB
MHIUBHY ATbHON 3aIIUTBI, MEJMIMHCKOM alTeuKy /ISl OKA3aHHUs TIePBOM TOMOLIH,
a TaKXKe CPEJCTB II0KAPOTYILEHHUS.

2.2. TpOBEPHUTL COCTOSHME IIOMELIEHHI apXuBa, IPH HEOGXOMUMOCTH
CICAYCT HAaBECTH YWUCTOTY, IOPANOK H O0OECHeYWTh Halu4yhe CBOOOIHBIX
IIPOXOJIOB.

2.3. IIPOBEPUTE HCIIPABHOCTL JIECTHUIL] U CTPEMSIHOK, a TaKXe€ CpeIaCTB
MaJIou MEXaHU3allluU, IIPUMEHACMBbIX IS HEPEMCIIECHUA apXUBHBIX TOKYMEHTOB.

2.4, nw4Ho yGemuTBCS B TOM, YTO BCE MEPHI, HEOOXOMUMBIE s
obecriedeHus: 6€30MaCHOCTH, BLIIIOIHEHBI.

2.5. y0enuThCcs B NOCTATOYHOCTH OCBeNIEHHs paboueil 30HBI, 0COOEHHO B
TEMHOE BpeMsI CyTOK.

2.6. obparwTh BHUMaHKE Ha PallOHATBHYIO OPraHu3aluio0 paboyero MecTa,
ITOATOTOBHUTH HGO6XOJII/IMBI€ TEXHUYECKHE CPEACTBA U IIPOBCPUTDL HUX pa60Ty.



2.7. rmaBHBIM apXMBUCT He JOIDKEH IIPHCTYNaTh K paboTe, ecly y Hero
MMEIOTCS  COMHEHHs B  obecrieueHMHM 0e30MaCHOCTH [pPH  BBINOJHEHUH
npescTosiiel paboThl.

3. TpeGoBanusi 0XpaHbI TPYAa BO BpeMsi paboThbI

3.1. Bo Bpemst pabOTHI ITaBHbIA apXUBUCT ONKEH:
— OBITb BEXIIMBBIM, BeCTH ce0si CIOKOWHO M BBIICPIKAHHO, W30erarh

KOH(JIUKTHBIX CHTyallWH, KOTOpBIE MOTYT BBI3BAThH HEPBHO-3MOIIMOHAIBLHOE
HaIpSKEHUE W OTPasUThCS Ha 0€30MIaCHOCTH TPYa;

— OBITh BHUMATENBHBIM, HE OTBIEKATHCS OT BBIIOTHEHUS CBOMX
00sI13aHHOCTEH;

— HCIIOJIB30BaTh HCIpaBHLIE CTPEMAHKH M  JIGCTHHULBI, MMEIOILME
CIICLIMaJIbHBIE YCTpOﬁCTBa OT CKOJIbXXEHHSI,

— CJIEIUTb 3a MCIPAaBHOCTHIO M YCTOMYMBOCTBIO CTEJIaXKed, MOJIOK IS
XPaHEHHU apXUBHBIX JOKYMEHTOB;

— IPOSBJIATE OCTOPOXKHOCTH TIPH MEPEHOCKE apXUBHBIX JOKYMEHTOB, YTOOBI
HE CIIOTKHYTHCS BO BPEMS XOABOBI O BO3MOXKHEIE IIPEIISITCTBHS;

— COONMIOZATh YCTaHOBIEHHBIE HOPMBI [E€PEMENIeHHs (IS MyKYdH U
YKEHILUH) TSDKECTeH BPYUHYIO;

- COOMNIONATH CAHMTAPHO-TMTMEHMYECKHE, 3allUTHBlE Mephl B IIEPUO
pacrpocTpaHeHus: WH()EKLIMOHHBIX M  BHPYCHBIX 3a00leBaHWif, B T.d.
KopoHaBupycHOH uHbpekmu COVID-19.

3.2.Tlpu pasmemneHuy apX¥MBHBIX IOKYMEHTOB Ha MeCTaX XpPaHEeHHS
TJIaBHBIH aDXHBUCT [OJUKEH YyUHTBIBATD CIICAYIOLIHe OOLIMe paBua:

— IpU pasMeLIeHWH [IOKYMEHTOB Clie[lyeT IPHHSATH Mephl IIPOTHB HX
CaMOMPOU3BOJILHOIO CMELLEHHUS, TPOCAKH, I1aIeHNUS;

— JNOKYMEHTBI CJeAyeT pa3sMellaTh C YYeTOM HX MacChl U CIIOCOOHOCTH
Ae(OpMHUpPOBATECS IO BO3AEHCTBHEM BBILIEPACIIONOXEHHBIX MATEPUAIIOB.

3.3.1lpu XpaHeHMH JOKYMEHTOB Ha CTENAKaX PEKOMEHIyeTcs UX
pasMelleHne IPUMEPHO OAMHAKOBOTO pa3Mepa.

3.4.B ciyuae oGHapy)eHHUs HEIPAaBUIBHO PasMEINEHHBIX Ul XpPaHEHUS
JDOKYMEHTOB HEOOXOIUMO INPHUHATH Mephl K WX pa3s0opKe U yKJIajKe BHOBb C
YCTpaHEHHEM 3aMeUeHHBIX HEeJOCTATKOB.

3.5. Bo Bpems paOOTHI IIaBHBIN apXHUBUCT HE JIOJKEH:

— OCTaBJIITh CBOE pabouee MECTO; 3TO JOILyCKAeTCsI TOJBKO C paspelleHus
HETIOCPEICTBEHHOT0 PyKOBOAUTEIS (HAaUaTbHUKA OT/IEa);

— HUCIIOJIE30BaTh BMECTO CTPEMSHKH MM JIECTHULBI CIy4aluHble MpeaMETHI
(Hampumep, AMUKHA, CTYJIbS U T. 11.);



— CTAHOBUTBCS HA BEPXHHE CTYIEHHM CTPEMSHOK M JIGCTHHI[ BO H30ekKaHme
IIOTEPU YCTOMYUBOCTHU U MALEHUS;

— OGpocarts J06ble MaTepuabl U JOKYMEHTBI ¢ BEPXHHX TI0JIOK U CTeJlIaXKeH;

— HCPEIpyXKaTe MaTepualaMy U NOKYMEHTAaMM BBILIE JOIYCTUMON Ha HUX
Harpy3KH;

— XPaHUTE TOKYMEHTBI HABANIOM M Pa3MEIIaTh MX BILUIOTHYIO K pagHaTopam
¥ TpyOaM OTOTIIEHHS;

— BKJIFOYAThH 3H€KTpOHpH60pBI, KOTOPLIE 3alPEIIEHEI K SKCILTYyaTaluu.

3.6. ApXuBHBEIE [OKYMEHTbl HYXKHO pasMeIlaTh Ha CTeIIAKaX TaKM

o0pa3oM, 4YTOOBI OHU HE MEIIaId paboTe, W HCKIIOYaach BO3MOYKHOCTH WX
ajeHusl.

3.7. Tlomerenne st pasMelllenust apxmBa JOJKHO ObITh 0GecredeHo
TIEPBUYHBIMA CPEACTBAMM [10XKAPOTYIIEHKSI, YCTAHOBKOM MOKAPHON aBTOMATHKH,
TeIe(OHOM U alTEeUKOH 175 OKa3aHUs MepBOil TOMOLIIH.

3.8. PaGo4ee MecTo HOIB30BATENS IEPCOHANBHBIM KOMIIBEIOTEPOM CIIeTyeT
000pyIOBaTh MOACTABKOM IS HOT, MMEIOIIEl mpuHy He MeHee 300 MM, riryOuHy
He mMeHee 400 MM, perynMpoBKy IO BBICOTe B Ipejenax 10 150 MM © mo yIILy
HAaKJIOHA OTIOPHOW ITOBEPXHOCTH MOACTAaBKU 110 20°.

3.9. [inst yMeHbIIeHUs HANPSKEHUS 3PEHHS ClleyeT yCTAHOBUTh Ha SKpaHe
MOHHTOpa ONTHUMAJIBHBIM [[BETOBOM PEXHUM (€CIH Takas BO3MOXKHOCTH MMEeTCs),
IpH 5TOM PEKOMEHIYIOTCS HEHACHIIEHHBIE IIBeTa: CBETJIO-3EJIEHBIN, JKENTO-
3CNIEHBIA, JKEITO-OPAHIKEBBIH, JKENTO-KOPUIHEBBIH; M0 BO3MOYKHOCTH CIELYET
130eraTh HACKIIIEHHBIX 1IBETOB, 0COOEHHO KPACHOT0, CUHETO, IPKO-3eIEHOTO.

3.10. ITpousBomuTh KaKkoi-TH60 PEMOHT CAMOCTOSATENBHO 3aIPEIaeTCs.

3.11. Tlpu oOHapyXeHWH HEHCIpPABHOCTEM HEMEeIJEHHO COOOIIUTh O
HuX HadabHUKY MTODuO3.

3.12. C nmenpro CHWXEHMsI 3pUTEIBHOTO W KOCTHO-MBILIEYHOIO YTOMJIEHHS
II0JIB30BATENIO CIIELYET COONIOAAaTh YCTAaHOBICHHBIN PeXXuM Tpyaa u orabixa (K|
mn.3.2.,3.3., 3.5.), a taxoke Bpems otasixa (KJI mm. 3.7., 3.8.).

4. Tpe6oBaHus 0XpaHbl TPy/a B aBaPUHHBIX CHTYaHsIX

4.1. B apapuliHON 0OCTaHOBKE ClIelyeT OIIOBECTUTH 00 OIACHOCTH
OKpY>Karol[MX JIONEH M JEHMCTBOBAaTh B COOTBETCTBHMH C IUIAHOM JIMKBUIALMH
aBapui.



4.2. Bce caMoCTOSTENBHO HNPHUHUMAaEeMbIE MEPBI JOJI2KHBI OBITh HallpaBJICHBI,
B IIEPBYIO OYEpeb, HA CIIACEHUE XHU3HU U COXpaHEHHE 310POBbS JIFOICH.

4.3. JleficTBys caMOCTOSATENBHO IIABHBINA ADXUBUCT 00S3aH:

— HEMEeJJIEHHO IIPeKPaTUuTh paboTy;

— OPHUHATE MEphl JJIA O9BaKyalldd JIIOJeH W3 ONacHOM  30HBI,
IIPENOTBPALICHHUS TIOIafaHKsl JIIOEH B ONIACHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTh O CIIy4MBILIEMCS HaYallbHHKA OTIHENA,;

— OOCTaHOBKy Ha MECTEe aBaPUM COXPAHUThH B HEIPUKOCHOBEHHOCTH, €CIIH
3TO HE YIPOXKaeT YKU3HU WK 3I0POBBIO JIIOLEH;

— OKas3aTh IOCTPajaBIiUM IIEPBYIO JOBpaueOHYI [OMOLIb, IIPH
HeOOXOIMMOCTH BBI3BaTh OpUramy cKOpoit momoiny no Tenepony 103.

4.4. IIpy BO3SHMKHOBEHHUH TI0Kapa M/ BO3TOPaHUs 00sI3aH:

— HEMEIJICHHO BBI3BaTh IOXKapHyIO cily>kOy mo Tenedony 01,101 umu mo
corosomy 101, 112. TIpu BEI3OBE Ha3BaTh afpec U MECTO, Te BO3HUK I10Kap, IyTH
I0Jbe3/1a, (haMUTHIO 3BOHHUBIIIETO;

— IPUHATH MEPHI 10 9BaKyalluH JIFO/Iel U3 30HBI IIOYKapa;

— IPHUHATH MEpPBl K TYUIEHHWIO W JIMKBUJALMK T0XkKapa [epBHYHLIMU
CpelCTBaMU MMOXKAPOTYIIEHHUS.

4.5. B cuTyanusx, yrposkaroIiux KU3HU U 30POBEIO:
- IOKUHYTbH OMACHBIN YYaCTOK.

4.6. B crnyuae nosBIeHMS HEHCIHPaBHOCTH B paboTe KOMIIbIOTEpa,
[IOCTOPOHHEr0 IIyma, MCKPEeHMs W 3allaxa rapu, HeMEeIJIeHHO OTKJIIOYUTH
3JIEKTPOTIPUOOP  OT  BJEKTPOCETHM U COOOLMTH 00 3TOM  CHCTEMHOMY
aIMUHUCTPATOpy y4pexaeHus. PaboTy mpoJoikaTh TONBKO IMOCHE YCTpaHEHMs
BO3HUKINIEY HEUCTIPABHOCTH.

4.7. Ilpu nody4eHUM TpaBMbl HEMEIJICHHO OOpaTHTHCS 3a MEIUIMHCKON
IIOMOLIBIO U COOOILIUTE 00 TOM IUPEKTOPa YUPEIKACHHUS.

S. TpeGoBaHusi oXpaHbl TPYJAA MO0 OKOHYAHHH PAOOTHI

IIo oxoHYaHUM pabOTEI IVIAaBHBIN apXUBUCT JOJIKEH:

5.1. IlpuBecTu B nopsijiox pabouee MecTo.

5.2. TlpoBepuTh NPOTHBOIIOKAPHOE COCTOsIHME KaOWHEeTa, OTKIIIOUUTh
DIIEKTPONPUOOpPL] K paboTarolLyO ariapaTypy, 3aKpbITh 1BEPb.

5.3. BBIKJIIOUUTE CBET, OTKJIIOYUTh KOHAMIMOHEp (B ciydae HaJIu4dus),
PELUPKYJIATOP U 3JIEKTPOIPUOOPEI.

5.4. CHATH CIIEIIOACHKTY.

5.5. TaTenpHo BIMBITH PYKU C MBLIOM.

5.6. 3aKpbITh OKHA U ABEPH.
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