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HHCTPYKIUSA 110 OXPAHE TPYJIA
BEAYIHNEI'O APXUBUCTA
OTAEJIA HAYYHO-CITPABOYHOI'O AIITIAPATA

1. O0mue TpeGoBaHNA OXPaHbl TPy

1.1. K BrimonHeHHIo paboT IIaBHOTO apXWBUCTA AOIYCKAIOTCS JMIA, MMEIOIIe
BEICIIEE TPO(ECCHOHANBHOE 00pa30oBaHue U CTaX pabOoThI MO COOTBETCTBYIOLIEMY
MPOQUIII0 yUpeXAeHHs He MeHee 3 rofa, MpOLIeUIMe MEJUIUHCKUN 0CMOTD,
BBOJIHBIA M TIEPBUYHBIA MHCTPYKTaXH 10 OXpaHe TpyHa, o0ydeHue Oe30MacHbIM
MeTOJaM TPYyHa, IIPOBEPKY 3HAHUH, UHCTPYKTaX IO MOXKapHOM GE30IacHOCTH M
3JIEKTPOOE30NaCHOCTH.

1.2.Benyuiunii apXuBUCT JOJKEH 3HATD:
- 3aKOHBl M WHBIE HOPMATUBHEIE IIpaBoBble akThl Pocculickoilt @enepanwm,

periaMeHTHPYIOIME OTHOLICHHS B cepe apXUBHOIO Jiea;

- HOpPMAaTHBHBEIC H METOAMYECKHE JOKYMEHTBI, Kacaloluecs AesTelbHOCTU
ApxuBa;

- BCIIOMOTaTeIbHbIE HCTOPHYECKUE UCLUILINHEL,

- TEKCTOJIOTHIO;

- COCTaB M CoJepKaHue KOMIUIEKCa JOKYMEHTOB, XpaHAIIUXCS B ApXUBe;

- CHCTEMBI XpPaHEHUs U KJIACCU(PHUKALIUU apXUBHBIX TOKYMEHTOB;

- HOPMATHUBEI YCIIOBUHN U PEXUMOB XpaHEHHS JOKYMEHTOB;

- BUJIBI CIIPABOYHO-IIOUCKOBBIX CPEICTB APXHBAa;

- OCHOBBI OpraHu3ayy Tpyaa U yIpaBiIeHus,

- TIOPSJIOK COCTaBJICHUS IIAHOBO-OTYETHON AOKYMEHTAIINH;

- OTEYECTBEHHLIM M 3apyOexHBIH ONBIT B 00JacTH apXWBOBEAEHHS W
JIOKYMEHTOBEIEHU S



- OCHOBBI JIOKYMEHTAIIIOHHOT0 00€eCIIeYeHUs YIIPaBIICHN,;

- OCHOBBI TIPUMEHEHHSI KOMITBIOTEPHOM TEXHUKHU;

- IpaBUJIa BHYTPEHHETO TPYAOBOTO PacIopsIKa;

- IpaBHJIa 110 OXpaHe TPyJa U TOXapHOH 6e30I1aCHOCTH.

- CIIOCOOBI OKA3aHMUs IEPBOY TOMOIIY IIPY HECUACTHBIX CIIy4asX.

1.3. Bo Bpems paGoThI Ha BeAYyIIEro B OCHOBHOM CJIEIYIOIIHE OMACHbIC ¥ BPEHBIC
MPOU3BOJICTBEHHEIE (PAKTOPHI:
— IloBpexmeHne OpraHoB AbIXaHWs YaCTUIIAMH ITBLIN;

— [ToBpexxeHue ria3 U KOXXHbBIX TOKPOBOB BCJICACTBHE BO3ACHCTBUSA ITbLIY,

— ITajmeHue ¢ BHICOTHI UIIM M3-3a NEpelaja BbICOT Ha IOBEPXHOCTH;

— MexaHu4eckre ONacHOCTH IUPOKOTO CIIEKTPa IEHCTBHUS;

— Bapixanue JBIMH, IIAPOB BpeIHBIX Ta30B M MbLIU NIPU N0XKape/B3pHIBE;

— OnacHOCTh HapyLIEHWH OXpaHbl TpyAa, 0€30IaCHOCTH M HHEBEIX HOPMATHBHO-
IIPaBOBBIX AKTOB.

1.4. Benymuii apXuBUCT 00s3aH:
— cobmoaars IpaBuiia TPy JOBOTO paclopsiKa, yCTaHOBICHHBIE B OpraHU3aliy;

— cobaroaath TpeOOBaHUS JOJKHOCTHON UHCTPYKIIUH,

— cobmomath TpeOOBaHUS HACTOALIEH WHCTPYKIIMH, MHCTPYKIHH O Mepax
OKApHOM Ge30MaCHOCTH, NHCTPYKIIUU MO 3/1eKTPOOE30MacHOCTY U He JI0MyCKaTh
HapyIIeHUs TUX TpeOoBaHU! APYrUMH PabOTHUKAMH,;

— MPOXOAWTH OOyHeHHe IO OXpaHe TpyJda C MOCIEAYIOWEH MPOBEPKON 3HAHHM

TpeOOBaHUN OXpPaHbI TPYAa;

— Ge3oTarateabHo COOOINATh HavaJdbHHKY OTAeNa 000 BCEX Cillydasx TpaBM,
MUKpPOTPaBM, MMPOUCILEAIINX B TedeHHEe pabouero MHs, BKIHOUas MPOUCHICILINE
BHE TEPPUTOPUN YUPEKICHUS;

— MPOXOAUTH 00yUYEHUE 10 OKa3aHUIO NIEPBOM ITOMOIIM ITOCTPaIaBIIIM;

— 3HATh MECTa PACIOJIOXKEHHs MEePBUYHBIX CPEICTB IOXKAPOTYIIEHHS U IyTH
ABaKyalliu MpH M0XKape;

— I8 TpegynpeXAeHUs HeOJaronpusiTHOrO BO3NEWCTBHS HA  370pOBbE
HauyalbHUKY OTHea CieAyeT II0Jb30BaThCs CPEICTBAMU HHIAMBHUIYaAIbHON

3aIlUTBI,
— coOmrofarh INpaBWiia JHYHOM THWIHEeHbl Tpyda, PEXUM Tpyda U OTHbIXa,

COZEP)KaTh B UACTOTE paboyee MeCTo.

— 00s3aH BBINOJHUTH TpeOOBaHMS peXUMa padoUero BpEMEH! U BpEMEHH OT/bIXa
TIpH BBIMOJIHEHHH cOOoTBeTCTBYROIMX padot (K mn.3.2., 3.3., 3.5.), a Takxke BpeMs
orgeixa (K mm. 3.7., 3.8.).



1.5. Bengymuii apxXuBHCT H3BEIIaeT HadajbHUKa OTAeNa O JIIO0OH CHTyalluH,
yrpoXaromel >KU3HH M 30pPOBBIO JIOAEH, O KaKJOM HEeCUaCTHOM clydae,
MIPOUCIIEAIIEM B YUPEKAECHNH, 00 YXYAIICHAN COCTOSHUS CBOETO 3/10POBbs, B TOM
YHCIIe O MPOSIBJICHUN TPU3HAKOB OCTPOro 3a00IeBaHMs.

1.6. Ecnu ¢ kxeM-1u00 u3 pa0OTHHMKOB NPOMU3OIIEN HECHACTHBIM Ciydaid, TO
NocTpaZaBIieMy HEoOXOAMMO OKaszaTh IIepBYI0 IIOMOIIb, COOOLIUTH O
CIly4MBUIEMCS] Ha4aJIbHUKY OTZAEJNa U COXPaHUTh OOCTaHOBKY IIPOMCIIECTBUS, €CIIH
3TO HE CO3[AET OMAaCHOCTH ISl OKPYKAIOLIHX.

1.7. Begymuit apxXuBUCT, JOMYCTUBLIMK HapyUIeHWE UM HEBBINOJHEHUE
TpeOOBaHUH MHCTPYKIHMKM [0 OXpaHe TpyJa, HeceT OTBETCTBEHHOCTb B
COOTBETCTBUH C JEHCTBYIOIINM 3aKOHOAATEIbCTBOM.

2. TpeGoBaHus oXxpaHbl TPyAa NMepeA HA4YaJI0M paboThl
Ilepen HavanoMm paOOTHI BeLyIUH apXUBUCT AOKEH:

2.1. Hazmere cmemoAexnay (Cmemofekaa OJDKHA ObITh COOTBETCTBYIOIIErO
pasMepa, YHUCTOM U HE CTECHSTHh JBIIKEHHH), IMPOBEPUTh HAIHYUE CPEJCTB
HUHIMBUYaTbHOH 3aIIUTHl, METUIIMHCKOMN anTeyKu AJIs OKa3aHWs MepPBOW MOMOUIH,
a TaKXKe CPEJICTB MOKAPOTYIIEHMUSI.

2.2. HpOBEPUTH COCTOSIHHE TOMEILECHWN apXWBa; NMPU HEOOXOAWMOCTH CIIEAYyeT
HaBECTU YUCTOTY, NOPSAJIOK U 00ecreunTh Halu4re CBOOOAHBIX ITPOXOIOB.

2.3 IIPOBEPUTE HUCIIPABHOCTL JICCTHUI U CTPEMSIHOK, a TAKXKE CpPCICTB MaJIOH
MEXaHu3alun, MIPUMECHACMBIX AJIA IICPEMCIICHUA apXUBHBIX JOKYMCHTOB.

2.4, nuyHO yOeOuThCS B TOM, YTO BCE MePbl, HEOOXOAUMBIE IJIs OOECTICUSHUS
0e301MaCHOCTH, BBIIIOJIHEHEI.

2.5. ybenuTbcs B JOCTATOYHOCTU OCBeLIeHUS pabodeil 30HbI, 0COOEHHO B TEMHOE
BpEMsI CyTOK.

2.6. oOpaTuTh BHMMaHHE€ Ha palMOHAJBHYIO OpPraHU3allhi0 paboyero MecTa,
[IOATOTOBUTH HEOOXOAUMBIE TEXHUYECKHE CPEJICTBA U MPOBEPUTH UX PaboTy.

2.7. Begyumit apxuBUCT HE AOJDKEH MPUCTYIATh K paboTe, eclid Y Hero UMEITCs
COMHEHHS B o0ecniedeHNH 6€30MacHOCTH MPHY BBIITOJIHEHUH MPEACTOSIIeH paboThI.

3. TpeGoBaHns oXpaHbl TPyAa Bo Bpems paboThl

3.1. Bo Bpemst paboTbI BeAyIINil apXUBUCT JOJKEH:



— OBITH BEXIIMBLIM, BECTH C€0s CIIOKONHO H BBIAEPKAHHO, H30eraTh KOHMIMKTHBIX
CUTyallUl, KOTOpbIe MOTYT BEI3BaTh HEPBHO-IMOLMOHAJLHOE HANPSIKEHHE WU
OTPa3HUTLCS Ha 6€30MaCHOCTH TPYIa;

— OBITb BHUMATEILHEIM, HE OTBJICKATHCS OT BBIIONHEHHS CBOMX 00S3aHHOCTEN!;

— HCIIOJIB30BaTh HCIPaBHBIE CTPEMSHKH M JIECTHMIB!I, MMEIOLIHUE CIIeIHATbHbIE
YCTPOMCTBA OT CKOJIB)KEHHS;

— CJICIUTD 3a UCIIPABHOCTBIO W YCTOWYHUBOCTBIO CTENIJIAXKEH, MOJIOK I XPaHEHUS
ApXMUBHBIX JOKYMEHTOB.

— NPOSIBIIATE OCTOPOXKHOCTH MpPH IEPEHOCKE apXUBHBIX JTOKYMEHTOB, YTOOBI He
CIIOTKHYTBCS] BO BPEMSI XOAbOBI O BO3MOXHBIE MPETISTCTBHUS;

— COOJONaTh yCTaHOBIECHHBIE HOPMEI llepeMemeHus (A1 MyXKYdH H YKEHIIIVH)
TSUKECTEU BPYUHYIO.

— COOMIONAaTh YCTaHOBIEHHBIE HOPMBI MEpeMeIleHus (I My)KYMH M KEHLIUH)
TSHKECTEH BPYUYHYIO.

3.2.1lpu pasMelleHWH apXMBHBIX JOKYMEHTOB HA MeCTaX XPAHEHWs BELyILHil
ApXMBUCT JIOJDKCH YYUTHIBATH CIEAYIONIME 00IIHe MpaBuia;

— Tpd  pasMELICHUH [OKYMEHTOB CIENyeT IIPHUHITH MEphl MPOTHB HUX
CaMOMpPOU3BOJILHOTO CMEIEHHUS, TIPOCAJIKH, TIaeHUs;

— JHNOKYMCHTB! CJIEAYCT pasMellaTh ¢ Yy4eTOM HMX MacChl U CIHOCOOHOCTH
Ne(pOpMHUPOBaTECs MO/ BO3JEHCTBIEM BBILLIEPACIOI0KEHHBIX MATEPHUANIOB.

3.3. llpy XpaHeHWM NOKYMEHTOB Ha CTeJUIaKaX PEKOMEHIYEeTCS WX pasMeLlEHHUE
IPAMEPHO OJIMHAKOBOTO pa3Mepa.

3.4.B cimyuae oOHapy)XeHHs HENPABHILHO PpAa3MENIEHHBIX JUIS XPaHEHHS
JOKYMEHTOB HEOOXOAMMO MNPMHATE MEphl K MX pa3bopke M yKJIajgke BHOBb C
YCTpaHEHHUEM 3aMEYEHHBIX HEJOCTATKOB.

3.5. Bo Bpems pa6GoThl Beayluii apXMBUCT He JOJDKEH:

— OCTaBJATh CBOC paboyee MECTO; 3TO HOIYCKAETCSl TOJBKO C pa3pelleHust
HETIOCPEACTBEHHOTO PYKOBOAUTES (HAYAIBLHNKA OT/ENA);

— HCIONB30BaTh BMECTO CTPEMSHKHM WM JIECTHHLIBI CIy4aiiHble IIpeIMeTh
(HanpyrMep, SIIUKH, CTYJIBS U T. IL.);

— CTAHOBHUTBCS HA BEPXHUE CTYIEHU CTPEMSHOK U JIECTHHII BO H30€KaHHE OTEPH
YCTOHYHUBOCTH H TaJCHUS;

— Gpocars mobble MaTepUalbl i ZOKYMEHTHI C BEPXHHX MOJIOK M CTEJLIAKEN;

— IEperpyxarb MaTepuajlaMd M JOKYMEHTaMH BBIIlE JOIMYCTAMOM Ha HHUX
Harpy3KH;

— XpaHUTh JIOKYMEHTBHl HaBaJOM M pasMellaTh HX BIUIOTHYIO K pajguaropam U
TpyOaM OTOILICHNS,

— BKJIIOYATh 3JIEKTPOOOOPYAOBaHN)S, KOTOPHIE 3aMPEINEHbl K SKCIUTYaTallHH.



3.6. ApxMBHbBIE TOKyMEHTHl HY)KHO pasMellaTh Ha CTelUIaXaX TakUM o0pasoM,
4TOOBI OHU HE MeIIaIX paboTe, U HCKIII0YaIach BO3MOXKHOCTD UX Ma/ICHHUS.

3.7. Ilomemenue [ pasMelieHHs apxXuBa JODKHO OBITh  0becreueHo
NEePBUYHBIMH CPEICTBAMHU IOXKAPOTYIIEHUs], YCTAHOBKOHN II0KapHOM aBTOMATHKH,
Tee(hOHOM U aITeUKOM /Il OKa3aHusl [IEPBOM ITOMOLIIH.

3.8. Pabouee MeCTO mMONB30BaTENs IEPCOHAIBHBIM KOMIIBIOTEPOM  CIELYeT
060pyn0BaTh OACTABKOM JIs HOT, MMEFOLLell WwupuHy He MeHee 300 MM, TITyGHHY
He MeHee 400 MM, peryaMpoBKy IO BBICOTe B Ipenenax mo 150 MM u mo yrmy
HaKJIOHA OIIOPHOM IOBEPXHOCTH MOACTaBKH 10 20°,

3.9. [lng yMeHBIICHHUsS HaNpsHKEHHUs 3pEHHs ClelyeT YCTaHOBUTh Ha JKpaHe
MOHHUTOpPA ONTUMAJIBHBIA I[BETOBOM PEXMM (€CNIH Takass BO3MOXXHOCTh HMEETCs);
IIpU 9TOM PEKOMEHIYIOTCS HEHACBIIICHHBIE [IBETA: CBETJIO-3€JIEHBIH, JKEITO-
3€NICHBII, JKEITO-OPAHXEBBIM, >KENTO-KOPUYHEBHI; IO BO3MOXKHOCTH CIIELYET
¥30€raTh HAaCHILIEHHBIX IIBETOB, 0COOEHHO KPACHOTO, CUHETO, IPKO-3€I€HOT0.

3.10. IlpousBoauTh KaKoH-T1O0 PEMOHT CaMOCTOSATEIBHO 3AMPEIAETCSL.

3.11. Tlpm oOHapyXeHHU HEHCIPABHOCTEH HEMEIJIEHHO COOOIIUTH O
HuX HadanbHUKY MTOOHnO3.

3.12.C Uenpr0 CHMXKEHHA 3PUTENBHOIO U KOCTHO-MBIIIEYHOTO YTOMJIEHHMS
IOJIB30BATENIO CIIEAYET COOMIOAATh YCTAaHOBJICHHBINH peXXuM Tpyaa u otasixa (KT
m.3.2.,3.3,, 3.5.), a Taxxxe Bpems otasixa (K om. 3.7., 3.8.).

4. TpeGoBanus OXpaHbl TPY/Aa B aBaPHIHBIX CHTYALHSIX.

4.1. B aBapmiiHOii 00CTaHOBKE CJIE/yeT ONOBECTHUTH 00 OMACHOCTH OKPYIKAOLIHX
IO/l U IEHCTBOBATE B COOTBETCTBUH C [IaHOM JIMKBU/IALIMK aBapHil.

4.2. Bce caMOCTOSTENbHO MPUHEMaeMble MEphl JOJDKHBI OBITh HAaIpaBleHbl, B
MIEPBYIO OYEPENb, HA CIIACEHHUE KU3HU U COXPaHEHHUE 3JJ0POBBS JIFOIEH.

4.3. JleficTBYsl CaMOCTOSITENILHO, BEAYIINUN apXUBUCT 005A3aH:

— HEMEMJIEHHO NPEKPaTUTh paboTy;

— TPWHATH MEPBI Ul 9BaKyallud JIIOJEH W3 ONAacHOW 30HBI, MPEeAOTBpPAIEHHS
[OTIaJaHys JII0JIel B OIACHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTD O CAYUYHBIIEMCS HaYalbHUKA OTIENA;



— 00CTaHOBKY Ha MeCTe aBapuu COXPaHHUTh B HEMPUKOCHOBEHHOCTH, €CJIH 3TO HE
yTPOXKaeT XKU3HU WIIH 3JI0POBBIO JIFOJIEH;

— OKa3aTb IIOCTPaJaBLINM II€PBYIO JOBPaYeOHYIO OMOLb, IIPU HEOOXOTUMOCTH
BBI3BATH OpUragy CKOpoi momoiry o Tenedony 103.

4.4. Ilpy BO3HUKHOBEHUY TOXKapa UM BO3rOpaHus o00s3aH:

— HEMEJUIEHHO BBI3BaTh IOXKApHYI clyx0y 1o Ttenedony 01,101 wmm mo
coroBomy 101, 112. ITpu BeI30BE Ha3BaTh aApec U MECTO, IIe BO3HUK IOXKap, IMYTH
noase3na, GaMHUIAIO 3BOHUBIIETO;

— NPUHATH MEpPHI N0 3BaKyallly JIOAeH U3 30HbI 10XKapa,;

— IIPUHATH MEpHI K TYLICHUIO U JMKBUAALWN MOXKapa MEPBUYHBIMU CPEICTBAMH
MOKapOTyLIEHHUS.

4.5. B cutyanusix, yrpoxaroiux Ku3Hu U 310POBBIO:
- HOKWHYTH ONACHBIN y4acTOK.

4.6.B cnydae nosiBieHUs] HEUCIIPABHOCTU B paboTe KOMIIBIOTEPA, MOCTOPOHHETO
LIymMa, UCKpPEHUs] W 3allaxa rapu, HEMEIJEHHO OTKIIOYHUTEH IJIeKTPONpHOOp OT
3JIEKTPOCETH U COOOILIUTH 00 3TOM CHCTEMHOMY aIMHHHUCTPATOPY YUPEKIEeHHS.
PaGoTy mpogomxaTek TOIBKO IMOCHE yCTPAaHEHHs BOSHHUKIIIEH HEUCIIPaBHOCTH.

4.7.1Tpu nomy4yeHUH TPaBMbI HEMEIJIEHHO O0OPATUTHCA 33 MEIUIIMHCKOUN TTOMOIIBIO
U cOOOLINUTH 00 3TOM JUPEKTOpPa yUpPeKACHHS.

S. TpeGoBaHus oXpaHbI TPYAQ N0 OKOHYAHHHU PadOThI

HoJskeH:

5.1. [IpuBectu B nopsok paboyee MecTo.

5.2. IlpoBepuTh NPOTUBONOXKAPHOE COCTOSHUE KaOWHeETa, OTKJIFOUUTH
3NIEKTPONPUOOPH! U PAbOTAIOIILYIO allapaTypy, 3aKphITh ABEPb.

5.3. BBIKIIOUHTE CBeT, OTKIIOYUTh KOHAWLMOHEp (B cCly4ae HaIAYUA) U
ANEKTPOTIPUOOPHI.

5.4. CHATH CIIELIOJEKIY.

5.5. TmarenbHO BEIMBITE PYKH C MBLJIOM.

5.6. 3aKpBITh OKHa U JIBEPH.



JlvcT 03HaKOMIIEHUS

C MHCTPYKLKEH [0 OXpaHe TpyJa

Ne ®.N.0 JIOJIZKHOCTD IMoanuck Hara
M.
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