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1. Ob1ue TpeGoBaHHsI OXPaHbI TPyIa

1.1. K BbImonHenwro paGoT BefyIero apxXxuBHcTa JOIyCKAIOTCS JIMIIA,
UMEIOIIHE  BBICIIEE MPO(ecCHOHaNbHOe 00pa3soBaHHe M CT@X paGoOTHl IO
COOTBCTCTBYIOLLEMY MPOMUIIO yUPEX/IEHHs He MeHee 3 Tofa, MpOLIEINTHe
MEIULMHCKUH OCMOTP, BBOJHBIM M NEPBHYHBIN HHCTPYKTAXKH T10 OXpaHe Tpyja,
obydenne Oe30macHBIM MeTogaM Tpyia, IIPOBEPKY 3HAHWN, WHCTPYKTaX IIO
II0KapHOM O€30IIaCHOCTH H 3JIEKTPOOE30IaCHOCTH.

1.2. Benymuit apxuBUCT JONKEH 3HATE:

- 3aKOHBI M HHBIC HOpMAaTHBHBIE NPaBOBbIE akThl Poccuiickolt Menepariuw,
PErTTaMCHTUPYIOIINE OTHOIIEHHUS B CPepe apXUBHOTO eJIa;

- HOPMAaTUBHBIE M METOAMYECKHME IOKYMEHTEHI, KacalollHMecs NesTelIbHOCTH
apxuBa;

- COCTaB ¥ COJCpIKaHUEe KOMILIEKCA JOKYMEHTOB apXHBa;

- CHCTEMbI XPAHEHHS U KJIACCH(PUKAMU apXUBHBIX OKYMEHTOB, XPAHSIIIHXCS
B apXUBe;

- HOPMaTHBBI YCIIOBUN U PEXXUMOB XPaHEHUSI TOKYMEHTOB;

- BUJIBI CIIPaBOYHO-IIOMCKOBBIX CPEICTB apXuBa;

- OCHOBBI OPraHU3aLUU TPY/Ia;

- TOPSITIOK COCTABIICHUS IIIAHOBO-OTUYETHON JJOKYMEHTALIUY;

- OTEYECTBEHHBIM M 3apyOexHbI ONBIT B 06JaCTM apXHBOBEIEHUS,
JIOKYMEHTOBEICHUSI;

- OCHOBBI IOKYMEHTAI[HOHHOI0 00eCIIeYeHHUsT YIIPaBIeHuUS;

- OCHOBBI IPUMEHEHHUS KOMIIBIOTEPHON TEXHUKH;

- IpaBUJIa BHYTPEHHETO TPY/J0BOTO PACIIOPSIKa,;

- IIpaBUIIa, HOPMBI ¥ MHCTPYKIIMM [I0 OXpaHe TPYAa;

- paBHJIa [TOXKapHOX O€30TaCHOCTH;



- CTIOCOOBI OKA3aHMSI NIEPBOH TIOMOLLM IIPU HECUACTHEIX CITydasix.

1.3.Bo Bpems paGoThI Ha Bemylero apxuBHCTA MOI'YT BO3JIE€HCTBOBATD
CIICNYIOIIME ONACHbIC U BPEHbIE IPOM3BOJICTBEHHbIE (haKTOPEL:

— MOBPEXCHUE OPTAHOB JbIXaHUS YACTUI[AMH IIBLIH;

— IIOBPEX/CHHUE TJIa3 U KOXKHBIX IOKPOBOB BCIEICTBHE BO3AEHCTBUS IBLITH,

— MaJIeHNe C JIECTHUL] (CTPEMSIHOK) U BBICOTHI;

— TPaBMHUPOBaHHE 00 OCTpBIE YIJIBI, OCTPBIE KPOMKH, LIEPOXOBATOCTH HAa
IIOBEPXHOCTH JICCTHHII, CTPEMSAHOK, CTeIUIAXKEN, TeleKek;

- Majlalolue apXuUBHbIE TOKYMEHThI DU UX Pa3sMEIeHHH Ha CTeIUIaXax;

- MEXaHM4YECKHE ONIaCHOCTH LIMPOKOTO CIIEKTPa JeHCTBHS;

- TIOBBIIICHHAS MW IIOHMXKEHHAsI TEMIIEpaTypa BO3ayxa paboueii 30HbI:;

- HEJIOCTATOYHAS OCBEIEHHOCTh paboueli 30HBI;

— BABIXaHHC JIbIMHU, [TAPOB BPEHBIX ra30B U MUK [IPU M0Kape/B3PLIBE;

- IIOPE3kI PYK;

— OMNAaCHOCTE HapyIleHWH OXpaHbl TPyHda, OE30MACHOCTH M HMHBIX
HOPMAaTHUBHO-TIPABOBBIX aKTOB.

1.4. Benymwit apXuBucT 06s13aH:

— cobmonats IlpaBuma TpyZOBOro pacropsika, YCTAHOBIEHHBIE B
OpraHu3alluu;

— cobnronaTh TpeOOBaHMUs JODKHOCTHON HHCTPYKIIHH,

— cobyronaTh TpeOOBaHUS HACTOALIEH MHCTPYKIIUH, HHCTPYKLUU O Mepax
TNOXKAPHOK OE30MACHOCTH, HHCTPYKIIUHU MO 3JIeKTPO6E30IaCHOCTH 1 He JIOIyCKaTh
HapyleHUs 3TUX TpeOOBaHUH APYrUME pabOTHUKAMH;

— TpPOXOAWTH O0ydYeHWe MO OXpaHe TpyjAa C MoCieayroLieH IIPOBEPKOH
3HAHUHU TpeOOBaHUI OXPaHbI TPY A,

— Oe30TaraTesIbHO COOOMLIATh HAYaNbHUKY OTHEIa 060 Beex ClIy4asix TpaBM,
MUKPOTPaBM, MPOMCILEIINX B Te€UeHUe pabodero MHs, BKIIOYAs MPOUCHICIIINE
BHE TEPPUTOPUHU YUPEIKICHHUS;

— IPOXOIUTE 00yYEHHUE [0 OKA3aHUIO IIEPBOM TTOMOIIM MOCTPAIABIIHM;

— 3HaTh MECTA PACIOIOKEHHUS IEPBUYHEIX CPEJICTB MOXKAPOTYILEHHS U ITyTH
9BaKyalWHy [IpH IOXKape;

— UL TIpEeNyNpexIeHUs] HeOJaronpusaTHOTO BO3AEHCTBHsS Ha 340POBbE
BEIYILIEMY apXMBHCTY CIIEAYeT I[0Jb30BATECS CPEACTBAMHU HHIUBHUIYaILHON
3aIlUTHI;

— COOJIFO/IaTh TMpaBHNla JIMYHOW THTHEHBI TPyHa, PEKMM Tpyla U OTIbIXA,
COZIEPIKaTh B YUCTOTE paboyee MeCTO.

— 00s13aH BBINONHUTL TpeOGOBaHUS pexrma pabouero BpeMeHH U BpeMeHH
OTABIXa IPHU BBINOJHEHWH COOTBETCTBYrOWIMX pabdor (K mm.3.2., 3.3., 3.5.), a
Takke Bpems otasixa (K om. 3.7., 3.8.).

1.5. Benymmit apxuBUCT M3BEIIAET HaualbHAKA OT/IENA O JI000H CHTyalnH,
YIPOXKAIOIed JKM3HH M 3J0POBLIO JIHOJEeH, O KaXIOM HECUacTHOM Clydae,



IPOUCIICIIIEM B YUPEKCHUY, 00 yXyIIIEHUH COCTOSIHHS CBOETO 3/J0POBbSI, B TOM
YHCIIE O MIPOSIBJIEHUH IIPU3HAKOB OCTPOro 3a00JIeBAHMUS.

1.6. Eciu ¢ keM-n60 13 paGOTHUKOB MPOM3OLIE] HeCYaCTHBIH ClIy4aH, TO
IIOCTpa/iaBIleMy  HEOOXOAMMO OKa3aTh [EPBYIO IOMOLIb, COOBIIUTH O
CYHHBIIEMCS HAYaNbHUKY OTJeIa U COXPaHUTh OOCTaHOBKY IIPOUCIIIECTBHS, €CIIH
9TO HE CO3JaeT OIACHOCTH JJIST OKPYIKAIOILIHX.

1.7. Benymu#t apxuBHCT, NOMyCTHBIIN# HapylIeHWe WM HEBBITOJHEHUE
TPeOOBaHUH HHCTPYKLMHM 110 OXpaHe TpyJa, HECeT OTBETCTBEHHOCTh B
COOTBETCTBUHU C AEHCTBYIOIIUM 3aKOHOATEILCTBOM.

2. TpeGoBanusi oXpaHbl TPyJa nepex HAYATIOM patoThI

Ilepen Hauamom paGoTh Bey U apXUBHCT JOIDKEH:

2.1. Hageth crienofexay (CHeNomekaa NOIKHA OBITH COOTBETCTBYIOIIETO
pasMmepa, 4YHCTOM ¥ He CTECHATH JABIXEHWH), HNPOBEPHTH HATHUME CpEelCTB
MH/TABAyalbHOM 3aIlUTHI, MEAULMHCKON aITeuKy JUIs OKa3aHHUs [IEpBOii OMOIIH,
a TaKk)Ke CPEJCTB MOKAPOTYILEHHU.

2.2. IpOBEPHTH COCTOSHHE IOMEIIEHH apXHBa, IIPH HEOOXOIUMOCTH
CICNYyeT HABECTH YHUCTOTY, MOPSAMNOK M OOECHeuuTh Haludhe CBOGOIHBIX
[IPOXO/IOB.

2.3. TPOBEPUTbL WCMPABHOCTH JIECTHMI] M CTPEMSIHOK, a TakKe CpeICTB
MaJIOH MeXaHH3aLMH, TPUMEHIEMBIX JUIsl [IEPEMEIEHHS apXUBHBIX JNOKYMEHTOB.,

2.4, nwmuHO yOemWThCS B TOM, YTO BCE MEpbl, HEOOXONHMMBIE s
obecrieueHust 6e30MaCHOCTH, BHITOIHEHBI.

2.5. yGeluThCs B NOCTATOUHOCTH OCBELIEHMs paboyell 30HbI, 0COBGSHHO B
TEMHOE BPEMSI CYTOK.

2.6. o0paTuTh BHUMAaHHE Ha PALMOHATBHYIO OPraHH3aLMIO paboyero mMecra,
NOJITOTOBUTE HEOOXOIMMBIE TEXHHYECKUE CPEICTBA U IIPOBEPHUTE HX pabory.

2.7. Bemymui apXMBHCT He NOJDKEH TIPUCTYHATh K paGoTe, eciu y HEro
MMEIOTCA  COMHEHHs B  o0ecredeHMH OE30MACHOCTH MPH  BBIIONHEHUH
IIPELCTOSIIEeH pabOTEl.

3. TpeGoBanus oXpaHbl TPy/Aa BO BpeMs paboThbl

3.1. Bo Bpems paboTHI BemyIuii apXUBHUCT LOJDKEH:

— OBITb BEXIMBEIM, BecTH ce0s CIOKOWHO ¥ BBIICP)KAHHO, H3GEraTh
KOHGJIUKTHBIX CHTYallMH, KOTOPBIE MOTYT BBI3BATh HEPBHO-3MOLMOHAILHOE
HaIpspKEHUE U OTPasUThCs HAa 0€30MIaCHOCTH TPYI1a;

— OBITb BHUMATENBHBIM, HE OTBJIEKATHECS OT BbINOMHEHWS CBOHX
00513aHHOCTEH;

— HCIOJIb30BaTh HWCIPABHBIE CTPEMSHKH M JIECTHHUIBI, HMEIOLINe
CIICI[UATIEHEIE YCTPOUCTBA OT CKOJIBIKEHHSI,

— CJCIUTDH 3a MCIPABHOCTbIO M YCTOMYMBOCTBIO CTEJJIaXKeH, IOJIOK JUIs
XPpaHEHHUsI apXUBHBIX JOKYMEHTOB;



— IPOSIBIISATH OCTOPOXKHOCTD TIPU NEPEHOCKE apXUBHBIX JOKYMEHTOB, YTOOBI
HE CIIOTKHYTHCS BO BpPeMs XOb0BI O BO3MOXKHBIE IPEIISITCTBHS;

— coONIOIaTh YCTAHOBIEGHHBIE HOPMBI IepeMelleHus (s MYXYdUH U
JKEHIIUH) TsDKeCTe! BpyUYHYIO;

- coOmofaTe CaHUTApPHO-TUTHEHWYECKHe, 3alllUTHbIE MepPhl B IEPHOL
pacnpocTpaHeHus WH(QEKLMOHHBIX W  BUPYCHBIX 3a0o0jieBaHui, B T.U.
KopoHaBupycHoi undexiuu COVID-19.

3.2.1Ipy pasMelleHHH apXUBHBIX [IOKYMEHTOB Ha MeCTax XpaHeHUs
BeAYIIMH apXUBHUCT JOJDKEH YUUTHIBATh CIEAYIOIIHe O0IIKe IpaBuiIa;

— MpHA pasMELIEHHWH JOKYMEHTOB CIEQYeT IPHHSATH MEpbl MPOTHB HX
CaMOIIPOU3BOJILHOIO CMEIIEHUsI, TPOCATKH, TTaJICHHUS;

— JIOKyYMEHTBl ClleyeT pa3MellaTh C YYeTOM MX MAacChl U CIIOCOOHOCTH
ne(opMUPOBATECS IO BO3EHCTBUEM BBIIIEPACTIONOKEHHBIX MATEPHAIIOB.

3.3.1Ipu xpaHeHHH [OKyMEHTOB Ha CTeUIaXax pEKOMEHIyeTCs UX
pasMelleHue IPUMEPHO OAMHAKOBOTO pa3Mepa.

3.4.B cnydae oOHapyXeHHs HENpPaBWIbHO pa3MEIIEHHBIX JJIs XpaHeHHUs
JOKYMEHTOB HEOOXOAMMO MpHHSITh Mephl K MX pa3bopke W YKJIaIKe BHOBBL C
yCTpaHEHUEM 3aMEUYEHHbIX HEIOCTATKOB.

3.5. Bo Bpems paboTh! BeAyIIUN apXUBUCT HE TOJDKEH:

— OCTaBJIATH CBOE pabodyee MECTO, 3TO JOIYCKaeTCs TOJBKO C pa3pelleHHs
HEIIOCPEICTBEHHOI0 pyKOBOAUTEINS (Ha4alIbHUKA OT/eNa);

— HCIIOJIb30BaTh BMECTO CTPEMSIHKM WJIM JIGCTHULIBI CIIy4alHbIE MPEeAMETHI
(Hampumep, SIIUKHU, CTYJIbS U T. 11.);

— CTaHOBUTHCS Ha BEpPXHHE CTYIEHU CTPEMSIHOK U JIECTHUI BO HM3OexxaHue
II0OTepU YCTOMYMUBOCTH U MaCHUS;

— OpocaThk JIr00kle MaTepralbl U JOKYMEHTBI C BEPXHUX IMOJIOK U CTEIIaKEH;

— TieperpyaTtbh MaTepuatamMyd U JTOKyMEHTaMHU BBILIE JOMYCTUMOM Ha HUX
Harpy3Ku;

— XpaHUTbh JOKYMEHTBI HaBaJlOM U pa3MelllaTh WX BIUIOTHYIO K paguaTopam
U TpyOaMm OTOTIJICHUS;

— BKJIFOYATH 3JIEKTPOIPUOOPEL, KOTOPBIE 3aNIPEIIEHB! K OKCIIIyaTalliu.

3.6. ApxuBHBIe JOKYMEHTHl HY)KHO pa3MellaTb Ha CTelaXkaxX TaKuM
oOpazoM, 4TOOBI OHM He Melanud padoTe, W HCKIKOYaNach BO3MOXKHOCTb HX
NaJICHUS.

3.7. TloMemenre s pasMeIleHUs] apXuBa JOJDKHO OBITH 0OecIedYeHo
IIEPBUYHBIMU CPEICTBAMHU I0XKAPOTYIIEHUs, YCTAHOBKOM IOXKapHOW aBTOMAaTHKU,
Tenae(OHOM 1 alTEe4YKOH [JIsl OKa3aHus TIEPBOM MOMOIIIH,



3.8. Paboyee MecTO 1OJIB30BATENIS IEPCOHANBHBIM KOMITLEOTEPOM CIIELYET
000pyI0BaTh MOJICTABKOM 715 HOT, UMeloLlel HpUHy He MeHee 300 MM, TyOUHY
He MeHee 400 MM, perynMpoBKy IO BBICOTE B IpefeiiaX no 150 MM u 1o yriy
HaKJIOHa OTIOPHOM ITIOBEPXHOCTH IMOACTAaBKH 10 20°.

3.9. lns yMeHbIEeHNs HANPSKEHUs 3PEHHs CIIEAyeT yCTAHOBUTH Ha SKpaHe
MOHHUTOpPA ONTHMAJIBHBIH LIBETOBOH PeiKHUM (ECIIM Takas BO3MOXKHOCTh MMEETCH);
[Ip  3TOM DPEKOMEHIYIOTCS HEHACBILIEHHBIE LIBETA: CBETJIO-3€JIEHBIN, IKEJTO-
3@JIEHBIH, JKENTO-OPaHKEBBIH, JKENTO-KOPUYHEBBIH, IO BO3MOIKHOCTH claenyer
130eraTh HAaCHIEHHEIX [IBETOB, 0COOEHHO KPACHOTO, CHHETO, SIPKO-3EJIEHOTO.

3.10. [Ipou3sBOMTE KaKOH-THO0 PEMOHT CAMOCTOSITENIBHO 3aIIPEIaeTCs.

3.11. Ilpu oOGHapyX€HHH HEHCIPABHOCTEH HEMEeIJEHHO COOBIIUTE O
HUX HadasbHUKY MTOBuO3.

3.12. C menpro CHIDKEHHS 3PUTENHLHOIO0 M KOCTHO-MBIIIEYHOTO YTOMJICHUS
TOJIB30BATEIIO CIIE/IyeT COOMIONATh YCTAHOBICHHBIM PEXUM TPya U OTIbIXA (KO
mn.3.2., 3.3., 3.5.), a Takxe Bpems otasixa (K[ nm. 3.7., 3.8.).

4. TpeGoBanus oXpaHbl TPY/a B ABAPUHHBIX CHTYaNHAX

4.1. B aBapuifHOM 0OCTaHOBKE CIIELyeT OIOBECTUTH 00 OMACHOCTH
OKpY)XaroIuX JIOJeHd M AEHCTBOBAaTH B COOTBETCTBMM C INIAHOM JIMKBUIAITUU
aBapui.

4.2. Bce caMOCTOSATENBHO IPUHAMAEMbIe MEPBI IOJDKHBI ObITH HAIIpaBJIeHbl,
B IIEPBYIO OYEpeb, Ha CIIACEHUE JKU3HU U COXPaHEHHUE 3[0POBhS JIIOIEMN.

4.3. [IeficTBysl cCaMOCTOSITENIEHO BEAYIIUN apXUBUCT 00s3aH:

— HEMEIJICHHO MPeKpaTUTh pabory;

—IPUHATE  MEpbl i 2BaKyallud JIrOfied W3  OIacHOW  30HEI,
IPEJOTBPALLEHHUsI [T0TaJIaHKs JIOJIel B OMacHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTH O CIIYUMBIIIEMCS HauajJbHUKA OTENa;

— 00CTaHOBKY Ha MeCTe aBapWd COXPaHWTH B HEMPUKOCHOBEHHOCTH, €CJIH
3TO HE yIpOXKaeT JKU3HU WX 3[I0POBLIO JIFOCH;

— OKasaTb IIOCTPAJaBIIMM IIEPBYIO JOBpaueOHYI IIOMOIb, IPHU
HEOOXOIUMOCTH BBI3BaTh Opuraay ckopoi momormi o reiedony 103,

4.4. ITpu BO3HUKHOBEHUHU T0XKapa UM BO3TOpaHus 00s3aH:

— HEMEJJIEHHO BBI3BATh MOXapHYI0 ciyk0y mo tenedony 01,101 unu no
cotoBoMy 101, 112. TTpu BeI30Be Ha3BaTh aJpec U MECTO, T/ie BOZHUK MOXKap, IyTH
I0ABE3/1a, (PaMUIIUIO 3BOHUBIIETO;

— TIPUHATH MEPBI [10 dBAKYyaLMHU JIFOIEW U3 30HBI [10XKapa,;



— IIPHHATHE MEpPhl K TYWCHHUIO W JIMKBUIALUU [102Kapa IEPBUYHBIMU
CPEACTBaMH ITOXKapOTyLIEHH.

4.5. B cuTyanusix, yrpoxKaroumx Ku3H | 340POBBIO:
- IOKHUHYTB OIIACHBIM YYaCTOK.

4.6. B criyuae TmOsBI€HMS HEMCIPABHOCTH B pabore KOMIBIOTEPA,
[IOCTOPOHHETO IymMa, WCKPEHHs W 3araxa rapd, HEMEeUICHHO OTKIIOYHTh
BJIEKTPONIPUOOP  OT 3IEKTPOCETH U COOGLIMTE 06  5TOM CHUCTEMHOMY
aAMUHUCTPATOPY yYPEXKIEHHS. PaboTy Mpomo/KaTh TOIBKO TOCHE YCTpaHEeHMs
BO3HUKIIIEH HEUCIIPABHOCTH.

4.7. Ilpu TOMyYeHWM TpaBMbl HeMeJIEHHO 00paTUThCS 38 MEIULUHCKOH
TIOMOLIBIO U COOOIIUTE 06 3TOM JUPEKTOPY yUPEk IEeHHUS.

S. TpeGoBaHus 0XpaHbI TPy 10 OKOHYAHHH PAGOTHI

ITo oxoHYaHuy paGOTHI BEAYIHI apXUBHCT JOJIKEH:

5.1. Ilpusectu B nopsijiok pabodee MecTo.

5.2. IlpoBepuTh MpPOTHBOINOXKAPHOE COCTOSHHE KaOGWHETa, OTKIIOUHTE
SIIEKTPONPHOOPBL ¥ pabOoTaIONIYIO AlNapaTypy, 3aKphITh ABEpb.

5.3. BBIKIIOYNTE CBET, OTKIIOYMTH KOHMIMOHEp (B Ciydae HaJIAYus),
PELUPKYISITOP U 3JIEKTPOIPUOOPEI.

5.4. CHATB CIELOEXKY.

5.5. TimaTenbHO BBIMBITE PYKH C MBLIOM.

5.6. 3aKpBITb OKHA U JBEPH.
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