
CO|NACOBAHO
llpe4ce4areJrb rrepBr{qHofi

I,IHCTPI/KIIr4fl rro oxPAHE TPyAA
3AMB C TI'ITE, Tfl .iII4PEKTOPA APXIIBA

1. O6rqre rpe6onanrfl oxpaHbr rpyAa

1.1. K BbIIIoJIHeuzn pa6or 3aMecrl4reJreM ALrpeKropa apxuBa AonyeKarorcfl n1rrJa
He MoJIo)Ke 18 ler, rIMeIoIrIkIe Bblculee npo$eccuoH€urbHoe o6pasonaHr4e Lr crax
pa6oru Ha pyKoBoArrrlux AonxHocrf,x B coorBercrnyrorqefi npoozmo
opraHI43aIII4I{ orpacnu He MeHee 5 JIer, npolxeArxrre MeAlrqr4Hcxuit ocMorp,
nnoAHrtft u [epBl4rrurtfi uncrpyKTaxrl rro oxpaHe rpy,qa, o6yvenue 6esonacHbrM
MeroAaM TpyAa, rlpoBepKy zuauuir, I4HcrpyKTax [o noxapHofi 6e:onacHoeru v
enexrpo6 e3orracHo crr4.

1 . 2. 3arr,recrzrdm Ar{peKropa (pyrono4rzrenx) Aon)KeH 3Harb :

- 3aKoHbI v LIHbIe HopMarI4BHbre npaBoBbre aKTbr Poccvtficxoft @e4epaquu,
pernaMeHrr{pyoqze orHorxeHufl. B cQepe apxr{BHoro Aena;

HOpMarI4BHbIe V MeroAl4qecKlre AoKyMeHTbr, Kacarcrlzec.s AerrenbHocrr{
apxuBa;

- cocraB rr coAepxaHue KoMrrneKca AOKyMeHTOB, XpaHrqr{xc.s B apxr4Be;

- cr4creMbr xpaHeHr4fl u Krraccrasnxaqzu apxhrBHbrx AOKyMeHTOB;

- HopMarkrBbr yclonufi r{ pexlrMoB xpaHeHr4f, AoKyMeHToB;

- Br4Abr c[paBorrHo-noucKoBbrx cpeAcTB apxrrBa;

- ocHoBbr ynpaBneHnfl oKoHoMr4Kofi z SraHaHcaMr4;
noptAoK 3aKffOrIeHAt V I4C[OnHeHr,r.rr AofoBopoB 14 focyAapcrBeHHbrx

KOHTpaKTOB;

- cr4creMbr orrJrarbr rpyAa z sopuu MareprranbHofo arul/IynvpoBaHufl;

- ocHoBbr opfaHrsarJuLr rpyAa r,r ynpaBneHr4fl;

- 
TIOP'AO K C O CTABJIEHI4.'I NJIAHOBO- Or'I CrHOft AOKYME HT AIINU;

- [epcleKTlrBbr pa3Blrrufl apxunuofi orpacnr{;

- orerrecrseHHrlfi u sapy6exnrrfi ourrr s o6[acrr4 apxr4BHofo nena;

- ocHoBbr AoKyMeHTarIrroHHoro o6ecnerreHr{r y[paBneHr4r;

- coBpeMeHHbre zu$ opuarlLr oHHbre rexHonorr,rz ;
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- ocHoBbr TpyAoBofo 3aKoHoAaTenbcTBa;

- flpanzna BHyrpeHHero rpyAoBoro pacnoprAKa yqpe)K A'"ufl;
- npaBr{na oxpaHbr rpyAa 14 rro)KapHofi 6esouacHocrkr;

- clloco6rr oKasaHr4r nepBofi nouorqv ilpv HecrracrHbrx cryqarx.

1 .3, 3anaecrr,rreJrb ArrpeKrop a apxuBa o6.s:aH:

- co6nroAarr llpanr4na rpy$oBofo pacnoprrKa, ycraHoBJreHHbre B opraHr43 a\nu;
- c o 6 I ro4 arr rp e 6 o BaHLrfl A o n x H o c rs o ft n H c rp y K rI r4 r,r ;

co6lro4arr rpe6onanzx uacrorlqefi r4HcrpyKrlr4rr, r4HcrpyKrlr4r4 o Mepax
noxapHofi 6esouacHocrr,r, r4HcrpyKr.I vv ro enexrpo6e3onacHocrur;
- npoxoArarr o6yveHl{e no oxpaHe rpyAa c rocneAyroulefi npoBepKo ir sHauuir
rpe6oranzfi oxpaubr rpyAa;
- npoxoArlrr o6yveHr're ro oKa3aHr,rrc nepBofi nouorqr4 nocrpaAaBrxrrM;
- 3Harb Mecra pacnonolKeHufl nepBr4rrHbrx cpeAcrB nox(apory[reHufl Lr nyrr4
sBaKyaur{ Lr rrpv noxape ;

co6ruo4am npaBr.rna rz.rHofi rrrfr4eHbr rpyAa, pexr4M Tpyaa u orAbrxa,
coAeplKarb B rrr4crore pa6ovee Mecro;

- 6esorrafareJlbHo coo6rqarb pyKoBoAr'rreJrro apxarBa o6o scex cryuaflx rpaBM,
MI4KporpaBM, rIpoI4cIueAIxHX c iloArII4HeHHbIMI4 B Ter{eHI4e pa6ouero AH.s, BKrIorIafl
npo I4clIreArxr4 e B H e Tepp z T opLlr yr{p e xA eH ufl .

1.3. 3auecrurenb AI4peKTopa apxtrBa o6qsaH BbrrroJrHrzrr rpe6oBaHufl, pexr{Ma
pa6overo BpeMeHI4 I{ BpeMeHI{ orAbrxa [pr4 BbrnoJrHeHr4r4 coorBercrByroqr4x pa6or
(Kf nn.3 .2.,3.3.,3.5.), a raKxe BpeMq orAbrxa (K! nn. 3.7., 3.g.).

l.4.3anaecrutelr ALlpeKropa Lr3Berrlaer Ar4peKropa o nro6ofi avryar\uvr,
yrpoNatoqefi x{I{3H14 v 3AopoBblo mo4efi, o Ka}KAoM HecqacTHoM cnyqae,
npozclUeAlxeM B yrlpex{AeHvIr4, o6 yxy4ureHvru cocrorHrrr cBoero 3AopoBbr, B ToM
rII4cJre o npo{BneHlrv npz3HaKoB ocrporo ga6oresaur,rs.

1.5. B npoqecce rpy4onofi AeqrenbHocrra Ha 3aMecrkrreJrr Ar4peKropa apxuBa
Mofyr ros4efrcrBoBarb cneryrcuue BpeAHbre 14 ollacHbre $arcroprr:
- rloBbrrrreHHaf, 3arrbrJreHHocrb Bo3Ayxa pa6ouefi eourr;
- rroBbrrrreHHa_rr r4Jrr4 rroHr4xeHHar reMneparypa Bo3Ayxa pa6ovefi sonu;
- Tp aBMr4poBaHr4e clyuafi ri o naAaroquMr{ AoKyMe HraMr4 ;

- rpaBMr4poBaHr{e o5 ocrprre yrnbr r{ KpoMKr4 crellaxeft;
- BO3MOX{HOCTb nane}lufl, c BbrcoTbr.

2. TpedoBaHur oxpaHbr rpyAa rrepeA HarraroM pa6oru

llepe4 HarraJroM pa6 oru 3aMecrrrrenb Ar4p eKrop a Aon)KeH :

2. 1. nponeprzTb r{cnpaBHocrb oJreKTpoocBeqeHLrfl Bra6uuere;

2.2. rtponerpr4Tb noMenleH ue rca6uner a;



2.3. no4roroBr4rb pa6ovee Mecro;

2.4. orperynupoBarb ocBerqeHue Ha pa6o.revr Mecre, y6e4urrcf, B orcyrcrBnvr
OJrr,rKoB Ha sKpaHe KoMrrbroTepa;

2.5. uponepl4Tb npaBunbHocrb noAKJrrorreHrrfl o6opy4oeaHvrfl K oneKTpocerr4;

2.6. nponeprlrb r4cnpaBHocrb KoMillrorepHofi rexHr4Kt{;

2,7. npoBepl4Tb LlcnpaBHocrb rIpoBoAoB rruraHufl. u orcyrcrBr{e oroJreHHbrx
yrracTKoB npoBoAoB.

2.8. llpu oSHapyNeHuyr HerrcnpaBuocrefi HeMeAneHHo coo6rqurr o
Hr,rx HarraJrbHr4Ky MTO3uO3.

2,9 . fIpou3BoAr.rrb rarofi -ru6o pevronr caMocro-sreflbHo 3arrpeqaerc.q.

3. Tpe6oBaHr{fl oxpaHbr rpyla Bo BpeMq pa6orrr

3.1. Bo BpeMr pa6orrr 3aMecrr4l'enb Ar4per('ropa AoJ'rx(eH:

- 6rtrr Be)KJII4BrrM, Becrr,r ce6q cuoxoftno r4 BbrAep)KaHHo, zg6erarr ron$nzrrHbrx
curyaquiq Koropble Moryr Bbr3Barb HepBHo-gMorlraoH€urbHoe Hanp.slKeHr{e u
orp€Brlrb cfl, Ha 6 esouacHocrr4 TpyAa;

- 6rtrr BHI4MareJIbHbIM, He orBJleKarbcfl or BbIIIoJIHeHu.s cBor4x o6qsaHHocrefi;

- co6moAarb ycraHoBJreHHbre HopMbr [epeMerrleHr4f, (4nr nayxrlr:n vr NeHrqzH)
rsxecrefi Bpyr{Hyro,

3.2. ColtroAarb upaBuna ru.rHofi rr4rr,reHbr n 6egouacHocru TpyAa.

3.3. XpanI4Tb AoKyMeHrarlr4ro e urrcaQax B cnerlr4aJrbHo o6opy4onaHHoM r<a6znere.

3.4.Co5nioAarb cnoco6rr vr rpueMr,r SesoracHoro BbrnorHeHr4r pa6or: He

3arpoMoxt4arr pa6oqee Mecro 6yuararvru 14 nocropoHHr4Mur npeAMeraMr4 - Bcro

AoKyMeHTarII4ro Heo6xo4urrao xpaHr4Tb B cnequaJrbHo orBeAeHHbrx Arrfl ororo
MECTAX.

3.5. Co6nro4am Zncrpyr<raN Anfl corpyAHrlKoB rro npeAorBparrleHr{rc
pacnpocrpaHeHufl, KopoHaBupycuofi unSerqzu COVID-19 Ha pa6ovenr Mecre or
10.11 .2020.

3.6. Co6nro4arb ycraHoBJreHHbre HopMbr nepeMerrleHufl. (4nx uyN-tr4la vL xeHrquH)
rsxecrefi BpyrrHyro.



3.7 . B rpoqecce pa6orbr 3anpeqaerc.q:
roJrb3oBarbcq uezclpanuofi rexuHrofi urv ocraBr.rrrb 6ea

BKJrrOrreHHyro ann aparypy.
_ OTBJICKATbCf, TIOCTOPOHHI4MI4 AENAMI4 II P€I3IOBOPAM]|.;
- oTBJreKaTbc.f, Ha rrocTopoHHr4e.qena r4 p€t3foBopbr;

rrpHcMorpa

- AonycKarb 3axJraMJreHHOCTr pa60.rero Mecra 6ynaarofi B rlen.rrx HeAOnyu eHLrfl
HaKalnr4B aHLrfl opraHr4qecrofi rrbrJrr{.

- ocraBnmr 6eg [prlcMorpa apxr{BHoe noMerrleHne;
- [porl3Bo.qr4Tb xarofi -rz6 0 pevronr caMocroqrerbHo.

3'8' llpz o6napyNeHuu Hel4cnpaBHocrefi HeMeAJreHHo coo6rqzrr o
Hrax HarranbHr{Ky MTOOuO3.

3'9' Bcle4crnze 
'oro 

rrro 6omuras qacrb BpeMeHr4 nocBrrrleHa pa6ore Ha
KoMrlbrorepe, Heo6xoAI4Mo KaxAbIe nBa rlaea Aenarb rrepepbrB na 15 MtrHyr An,
cHr4)KeHr4.rr yroMnf, eMocrr4 06rqe {zsv qecKof o xapaKTepa.

3'10' c qenblo cHI{xeHI4t 3plrrenbHoro u KocrHo-MbrruerrHoro yroMneHr{.s
rloJlb3oBarenlo cneAyer co6nroAarb ycraHoBnesnrrfi pe)KkrM rpyAa u or4rrxa (K[
nn.3.2.,3.3., 3.5.), a raKxe BpeMr orAbrxa (K! nn. 3.7.,3.g.).

3'11' 3a HapylxeHl4e (nenrtnonneHrae) rpe6onaurafi HopMarr.rBHbrx aKroB o6
oxpaHe rpyAa 3aMecrureJlb AI4peKTOpa nplrBneKaerc.rr K ALrAprrr]rvnrapHofi, a n
coorBercrBylou{ux cnyrlaf,x - Marepr{alrHofi 14 yfonoBHofi orseTcrBeHHOCTr4 B
IIoptAKe, ycTaHoBneHHoM 3aKoHoAaTeJIbcTBona P(D, noK€UIbHbrMlr HopMaTZBHbrMa
AKTAMT4.

IV. Tpe6oBaHrrfl oxpaHbr rpyaa n anapufiHbrx cr{Tyaqrqx

B cnyvae qpe3Bblrlafi uoro npouctue crBLrfl (o6crorreJrbcrBa, npr4 Koropbrx
HeBo3Mo)I{Ho BBTTIOJIHOHI{O apxI4BoM B IIoJIHoM o6rerte Bo3JIo)KeHHbIX Ha Hefo
3aAar{ B coorBercrBvrkr c rpe6onaHzflMvr Ilpanzn u Apyrurx HopMarr4BHbrx
IIpaBoBbIX aKToB, co3AaeTc-q yrpo3a )KI43HZ I4 3AopoBrrc lro4efr, coxpaHHocTr4
APXI{BHbIX AOKYMC HTOB APXI{BA) SAITECU{TCJIb AHPCKTOPA O6SSAH :

4'r' B anapufinoft o6cranoBKe cneAyer orroBecrr4* o6 onacHocrrr oKpyxarcqr4x
mo4efi u 4eficrnoBarb B coorBercrBr4vr c rrJraHoM nr{KBkrAarlwu avapuit.

4'2' llpznr* pelxeHve o6 I{3MeHeHnr4 pexr4Ma pa6orrr apxrrBa urru
npuocTaHoBJreHzr4 efo Ae.rrTeJrbHocTrr:

4'3' Bce caMocrotreJlbHo rIprIHI{MaeMbre Mepbr ron)KHbr 6rrrr HanpaBneHbr, B
rlepBylo oqepeAb, Ha cllaceHl4e xLI3HLr 14 coxpaHeHhre 3AopoBb.rr nro4eff.

4.4 . feitcrBys caM ocroqreJrb Ho, 3aMecrr.{.reJ rb Ar.{peKropa o6_ssaH :



- HeMeAJreHHo rpeKparr4rb pa6ory;

- npl4Hsrb Mepbl An.[ sBaKya\r4u nlo/rieff 143 o[acHoft soHn, npelorBparr{eHr{.rr
rro[aAaHr4_f, nrcIeil B O[aCHyrO 3OHy;

- IIOCTaBT4Tb B I43BeCTHOCTb O Cnyrrr4BrueMcr AHpeKTOp a apxr4Ba;

- o6craHoBKy Ha Mecre aBapuv coxpaHr4Tb B HenpuKocHoBeHHocrr4, ecJrr4 gro He
ylpoxaeT XLI3HI{ I{nLI 3AopoBbro 1rc4efi ;

- oKa3aTb rIocTpaAaBIrrLIM rlepBylo 4onpaue6Hyro tloMorrlb, npz neo6xoAkrMocrn
Bbr3Barb 6puragy cKopofi rroMorqr4 no rene$ony 103.

4 . 5 . rTpu Bo3HrrKHoBeHr4r4 noxapa LrJrrr Bo3ro paH:afl o6.fl gaH :

HeMeAJTeHHO Bbr3Barb noxapHyro cnyx6y ro rereoony 0l,l0l utu ro
coroBoMy 101, I 12.IIpu BbI3oBe Ha3Barb aApec r.r Mecro, rAe Bo3Hr4K rro)Kap, nyr1r
noAbe3Aa, Savzruro 3BoHnBruero;

- trpuHflTb Mepbr no 3BaKyarIr4z nroAefr zs :oHrl roxapa;

- npIzH'[Tb Mepbl K TyIXeHHTO l{ JII4KB]/^nar\w noxapa nepBr,rr{HbrMu cpeAcrBaMr4
IIoxapoTyrxeHr{.fl;

- npr4Hgrb Mepbr no coxpaHHocrr4 MareplranbHbrx qenuocrefi.

4.6.8 cLrryarJr4flx) yrpolxaloqzx x{rr3Hr4 14 3AopoBbro noKrzHyrb oracnrrfi
yqacToK.

4.7, B cnyqae ro-tBreHuq Hel4cnpaBHocrr4 n pa6ore KoMrrbrorepa, rocropoHHero
IIIyMa, I'ICKpeHI4tr u 3atTaXA rapu, HeMeAneHHo oTKJIIoqaTb gJIeKTpOupz6Op oT
3JIeKTpocerLr Lr coo6[1zrr o6 sToM cl4creMHoMy aAMr4Hr4crparopy yqpe)K1eHkrfl.
Pa6ory np oAoJIXarb roJIbKo rlo cJIe ycrpaHeH Lrfl Bo3Hr4rruefi 

"."anpu"Ho 
crz.

4.8. llpz lonyrreHur4 TpaBMbr HeMeAneHHo o6parnrrc.a 3a MeArrrlr4Hcr<ofi
noMorrlbro rz coo6ulzru o6 3ToM Ar4peKTopa yqpexA eHufl.

5. Tpe6oBaHr{fl oxpaHbr rpyaa ro oKoHtraHHH pa6orrr

{o.nxeu:
5.1. llpurecru B rrop.rrAox pa6ovee Mecro.
5.2. llponepurr lporrrBorrox{apHoe cocrorHr4e rca6raHera,
sJreKrponprE60prr z pa60raroqyro annaparypy, 3aKpbrrb ABepb.
5.3. Bur<rroqur' cBer, orKJrroqr,rrb KoHAr4rIr{oHep (n rnytu.
oneKrponpu6oprr.
5.4. TqareJrbHo BbrMbrrb pyKu c MbrJroM.
5.5. 3axpurb oKHa r4 ABepr4.
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Jlucr o3HaKoMJreHufl

c r4HcrpyKqueft uo oxpaHe rpy,qa
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