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I'’”TABHOT'O APXUBUCTA
OT/IEJIA HAYYHO-CIIPABOYHOTI'O AIIITAPATA

1. O6mue TpeGoBaHuA OXpAHbI TPYAQ

1.1. K BbImonHeHHIO padoOT [JIAaBHOIO apXMBHUCTA JIOMYCKAIOTCS JIMIA, UMEFOIINES
BBICIIIEE NPOdeccHoHanbHoe 06pa3oBaHue U CTaX paboThl II0 COOTBETCTBYIOIIEMY
Ipo(HII0 YUpexkeHUs He MeHee 3 rofa, NpomIeIne MEeJUUHHCKUI OCMOTD,
BBOIHBINA ¥ IepPBMYHBIA MHCTPYKTaXU II0 OXpaHe TpyJa, oOydeHue 06e30NacHBIM
MeTOZaM TPYy/a, IPOBEPKy 3HaHUM, HHCTPYKTaX IIO0 MOXApHOW 0e30NacHOCTH H
31eKTpoOE30IIaCHOCTH.

1.2. 'maBHBIN apXHUBUCT JOJDKEH 3HATD:
- 3aKOHBl W HHBIE HOpPMATHBHBIE NpPaBOBBIE aKThl Poccuiickon depnepanumy,

periaMeHTUPYIOLIE OTHOIIEHUS B C(hepe apXUBHOTO 1ea;

- HOPMATHBHBIE W METOJMYECKHE JOKYMEHTBI, Kacaromuecs MeATEIbHOCTH
Apxusa;

- BCIIOMOTaTeJIbHbIe UCTOPUYECKHUE NUCLUITIIHHBL,

- TEKCTOJIOTHIO;

- COCTaB ¥ COJepKaHne KOMIUIEKCa JJOKYMEHTOB, XPaHALIUXCs B ApXUBE;

- CUCTEMBI XPaHSHHS U KJIACCU(DUKAIMH apXUBHBIX JOKYMEHTOB;

- HOPMATHBBI YCIIOBUH U PEeXKUMOB XpaHEHUsI OKYMEHTOB;

- BHJIBI CIIPABOYHO-ITOMCKOBBIX CPEICTB APXHUBA,

- OCHOBBI OpTraHU3aLU TPY/Ja U YIIPaBICHUS;

- TIOPSIIOK COCTaBNIEHUS [ITIAHOBO-OTYETHON JOKYMEHTALINY;

- OTeueCTBCHHBII W 3apy0OexHbIi OMBIT B O0JaCTH apXMBOBEICHUS U
IIOKYMEHTOBEACHU;



- OCHOBBI JOKYMEHTALMOHHOI0 00eCIeueHuUs yIIPABICHNU,

- OCHOBBI IIPUMEHEHNS KOMITBIOTEPHON TEXHUKHY;

- IIpaBuUJia BHYTPEHHETO TPYI0BOr0 PaclopsiKa;

- IIpaBHJIA [0 OXpaHe TPYyJa U MOoKapHOH 6e30MacHOCTH.

- croco0bl OKA3aHUsl [IEPBOM MOMOIIY NIPY HECYACTHBIX ClIydasX.

1.3.Bo Bpems paboTbl Ha IJIABHOTO  apxXMBHCTAa MOIyT  OKa3bIBATh
HeOJIaronpusaTHOE BO3ICHCTBHE B OCHOBHOM CIEJYIOIME OIIaCHbIC W BPEIHBIC
IPOU3BOACTBEHHBIE (PAKTOPEL:

— IoBpeskaeHHe OPraHoB JBIXaHUS YaCTUI[AMU IIBUIH,;

— TloBpesx/ieHHE I71a3 U KOXKHBIX TOKPOBOB BCIIEJCTBHE BO3/ICHCTBHUA IBLIH;

— TlageHue ¢ BBICOTHI MJIN W3-3a [I€peIajia BLICOT Ha MOBEPXHOCTH,

— MexaHH4ecKre OIIaCHOCTH HIMPOKOIo CIIEKTpa JEHCTBHS;

— BasIxauue AbIMY, TTAPOB BPEIHbIX Ta30B U MbIIH IPH MOXKape/B3pLIBeE;

— OmacHOCTh HapylIeHHWM OXpaHbl TpyAa, O€30MacHOCTH M MHBIX HOPMAaTHBHO-
IIPaBOBbBIX aKTOB.

1.4. I maBHBIN apXUBUCT 00A3aH:
— cobumronats IIpaBuiia TpyJOBOro pacropsaka, yCTaHOBICHHbIE B OpraHU3allH,

— coOumoath TpeOOBaHMS JOIKHOCTHON HHCTPYKIINH;

— cobmomaTh TpeOOBaHUS HACTOSINEM HWHCTPYKUMH, HHCTPYKLIMM O Mepax
TIOXKAPHOH G€30MacHOCTH, HHCTPYKIUK MO 3JIEKTPOOE30MaCHOCTH U HE JIOIYyCKaTh
HapyIIeHHs 9TUX TPeOOBaHMH ApyTHMH pPaOOTHHKAMY;

— IpOXOAHUTH OBYyUeHHe MO OXpaHe TpyJa C IOCNeAyIOIeH MPOBEPKOH 3HAHWH

TpeOOBaHUN OXpaHbI TPYA,

— @e3oTiaraTelpHO COOOLIATh HAYAJIBHHKY OTAena 000 BCeX CliydasX TpaBM,
MHKpOTPABM, MPOMCLICANNX B TeUeHHE pabouero MHs, BKIIOYad IPOUCIICAIINS
BHE TEPPUTOPUN YUPEKIECHNUS;

~ IPOXOAUTH 00YHYEeHHE 110 OKa3aHMIO IIEPBOH [TOMOIIM TOCTPAAaBIINM,;

— 3HaTh MeECTa pACMOJIOKEHUs IEePBHYHBIX CPEJACTB MOXKAPOTYLICHUS U IIyTH
9BaKyally IIpY II0XKapeE;

— A TPeAyNpexIeHus HeOIAronpHATHOTO BO3JEHCTBMS Ha  3[J0POBBE
HaYalbHUKY OTHENa CJIEAyeT [OJb30BAaThCA CPEJCTBAMU  WH/AMBHIYaJIBHON
3allUTEI;

— coOmrojarh MpaBuja JHYHONM TUTHMEHBl TPYyAd, PEXHM TpyAa W OTHAbIXa,

CoZlep)KaTh B UACTOTE paboyee MeCTo.

— 0053aH BBIIIOJIHUTH TpeOOBaHUsI pekuMa paboyuero BpeMEHH U BpeMEHU OTJbIXa
TIpH BBITOJHEHUH COOTBETCTBYoLMX pabot (K mm.3.2., 3.3., 3.5.), a Takke Bpems
orgeixa (KJ[mm. 3.7., 3.8.).



1.5. I'maBHBI apXWBHCT H3BEILAET HAYAIbHUKA OTIENA O JIFOOOM CUTYyallWH,
YTPOXKAIOWIEN JKHU3HM W 3IO0POBBIO JIIOAEH, O KaXKIOM HECYaCTHOM ciay4ae,
MPOUCIICAIIEM B YUPEKICHNH, 00 yXyAILEHHH COCTOSIHHS CBOETO 3J0POBbS, B TOM
9HCIIe O TIPOSBIICHUH IIPU3HAKOB OCTPOro 3a60aeBaHus.

1.6. Eciu ¢ kem-mu6o u3 pabOTHMKOB IPOM3OLIE] HECYACTHBIM CIy4ail, TO
NOCTPafaBIIeMy HEOOXOAMMO OKa3aTh MEPBYKO IOMOIIb, COOOIIATH O
CJIyYHBIIEMCS HAYalbHUKY OTJENIa H COXPAHUTh OOCTaHOBKY IPOMCIIECTBHS, ECIIH
3TO HE CO3/IA€T OIIACHOCTHU I OKPYKAFOIIHX.

1.7.I'naBHBI  apXMBHCT, [ONYCTHBIIMM HApYyIIeHHE WIM  HEBBIIOJHEHHE
TpeOOBaHMH HHCTPYKLIMHM 1[I0 OXpaHe TpPyAa, HECeT OTBETCTBEHHOCTh B
COOTBETCTBMH C JIEUCTBYIOILMUM 3aKOHOAATEIECTBOM.

2. TpeGoBanus oXpaHbl TPyAa Nepea HAYaA0M PaboThI
[Tepen Hayanom paGoTh! rIaBHBINA apXUBUCT JOKEH:

2.1. mHazeTh crmeuwomexay (CHeHmoieXkna MOKHA OBITH COOTBETCTBYIOIIETO
pasmepa, HYHCTOH W HE CTECHATh [BIKEHHI), IIPOBEPUTH HAIM4YHe CPEJICTB
VHIMBUYabHON 3ALIUTEI, MEULMHCKON aNTeuKy [Jisi OKa3aHHs MepBOii ITOMOIIIH,
a TaK)Ke CPEJCTB MOKAPOTYIIEHHS.

2.2. DpOBEPUTH COCTOSHHE MOMELIEHAN apXWBa; IIPH HEOOXOAMMOCTH cienyeT
HABECTH YHCTOTY, IIOPSIOK ¥ 0OECTIEYUTh HATHYME CBOGOHBIX IIPOXOIOB.

2.3. TIPOBEpUTH HCMPABHOCTH JIECTHHI[ U CTPEMSHOK, a TAKXKe CPEeJCTB MAJoi
MEXaHH3alKH, IPUMCHAEMBIX ISl TIepEMELLEHHS apXUBHBIX JIOKYMEHTOB.

2.4. nmuuHO yGeauThCA B TOM, UTO BCE MeEpbl, HEOOXOAUMEIE IS O0ecleueHus
0€30MMacHOCTH, BBITONHEHEL.

2.5. ybemuThCs B JOCTATOUYHOCTH OCBEILECHHS pabouei 30HBI, 0COOEHHO B TEMHOE
BpeMsI CYTOK.

2.6. obparuTh BHUMAHME HA PAIOHAIBHYIO OPraHU3ALMIO paGovero Mecra,
[OArOTOBUTE HEOOXOAUMbIE TEXHUYECKHE CPEACTBA M [IPOBEPUTH MX PaGoTy.

2.7. I'naBHBI# apxXUBHCT HE JOKEH MPHUCTYIATh K paboTe, eciu y HEro UMEroTCs
COMHEHMs B o0ecriedeHrH 6€30NacHOCTH TIPY BBINIOIHEHHH HPeCTOsIIel paGoThL.

3. TpeboBanusi oXpaHb! TPyAa BO BpeMsi paboThl

3.1. Bo Bpems paGoThI rIaBHBIN apXHBUCT JOJDKEH:



— OBITH BEXKJIMBBIM, BECTH ce0sl CIIOKOWHO U BBIIEPKAHHO, H36EeraTh KOH(DIMKTHEIX
CUTYallWif, KOTOpPbIE MOIYT BBI3BaThb HEPBHO-IMOLIMOHANBHOE HANpsUKEHHE U
OTPa3sUThCs Ha 0€30MaCHOCTH TPYya,;

~ OBITh BHUMATENBHBIM, He OTBIIEKATHCS OT BBITOJIHEHHs CBOMX 00S3aHHOCTEIH;

— HCIOJIB30BaTh HMCIIPABHBIE CTPEMSHKH M JIGCTHHIIBI, UMEIOIME CIIELHAIbHEIE
YCTPOMCTBA OT CKOJIbYKEHHUS;

— CJIeTUTH 32 WCIIPABHOCTBIO M YCTOWYMBOCTBIO CTEJIAXKEH, NOJIOK Ui XpaHEHHUs
ApPXUBHBIX TOKYMEHTOB.

— HIPOSBIIATE OCTOPOKHOCTH IIPU MEPEHOCKE apXUBHBIX JOKYMEHTOB, YTOOBI HE
CIOTKHYTHCS BO BpeMsl X0AbOBl O BO3MOXKHBIE IPEMSTCTBHUS;

— HE [IEpEHOCUTh BPYYHYIO IPy3 BecoM Ooiee 7 KT

— OCTaBJIATh O€3 MPUCMOTpa CITy)KeOHOE IOMEIIEHHE;

— coOmofaTh  MHCTPYKTaX UIi  pabOTHUKOB MO  IIPeAOTBPAIIECHUIO
pacpocTpaHeHus: KOpOHABUPYCHOMN HH(peKIMu Ha pabodeM Mecte oT 10.11.2020.

3.2.1lpu pasMemleHMH apXUBHBIX JOKYMEHTOB HA MECTaX XpAaHEHHs [JIaBHBI
ApXWBHUCT JIOJDKEH YYUTBIBATE ClleNyolne oOlye nmpaBua:

— IpH pasMEIICHUH [JOKYMEHTOB CJIeAyeT IpPUHATh Mephl MPOTHB UX
CaMOIPOU3BOJIEHOIO CMEILEHNUS, IPOCAIKH, TTAIeHNUS;

— JOKYMEHTBI ClIefyeT pasMellaTb C Yy4eTOoM HX MacCel M CIIOCOOHOCTH
Ne(GOPMHUPOBATECS MO BO3AEHCTBHEM BBIIIEPACIIONIOKEHHBIX MAaTEPUANIOB,

3.3. Ilpu XpaHEHHMH OKYMEHTOB Ha CTeJUIaKaX PEKOMEHIYETCS UX pa3MeLIeHHeE
IPUMEPHO OAVHAKOBOTO pa3Mepa.

34.B cnydae oOHapyXKeHHs HENPAaBUIPHO pa3MEIEHHBIX U8 XpaHeHHUs
JHOKYMEHTOB HeOOXOAMMO MPHHATh Mephl K MX pa3bopKe M YKIajKe BHOBb C
YCTpaHEeHHEM 3aMEUYEeHHbBIX HEJIOCTATKOB,

3.5. Bo BpeMs paOoOTBHI ITIaBHBIN apXUBHUCT HE JOJIKEH:

— OCTaBJIITh CBOe pabodyee MECTO; 3TO JOIYCKAeTCs TOJNBKO ¢ pa3peleHus
HEMOCPeAICTBEHHOI0 PYKOBOAXTENA (HaYallbHUKA OTAENA);

— MHCIONB30BaTh BMECTO CTPEMSHKHM WM JIECTHHULBI CIy9alHBIE IIPeIMETHI
(HanpuMep, SHIMKH, CTYJIBS | T. I1.);

— CTAaHOBUTECS HA BEPXHHUE CTYIIEHM CTPEMSHOK U JIECTHHI] BO M30exaHue NoTepu
YCTONYMBOCTHU U MAJCHHUS;

— OpocaTh Mo6ble MaTeprabl ¥ JOKYMEHTHI ¢ BEPXHUX MOJIOK M CTEJIIAKEN,

— Heperpyxarb MarepuajaMd W JOKyMEHTaMH BBIIIE AONYCTHMOM HAa HHUX
Harpy3Ku,

— XpaHMTb JOKYMEHTbl HAaBajOM M pa3MeliaTh UX BILIOTHYIO K paaMaropaM U
Tpy0aM OTOIIeHHUS;

— BKJII04aTh 3JICKTPOOOOPY I0BaHMUS, KOTOPBIC 3aMPeleHbl K SKCILTYaTaIHH.



3.6. ApXUBHBIE TOKYMEHTHI HYKHO PasMeIlaTh Ha CTEIAKaX TAKUM obpa3zom,
4TOOBI OHU HEe MeIany paboTe, M UCKII0YaNach BO3MOKHOCTD UX naJeHwusl.

3.7. llomewenne g pasMeLieHus apxvBa JOJDKHO ObITh oOecrnedeHo
TICPBIHBIMA CPEACTBAMH IOXKAPOTYIUCHHUS, yCTAaHOBKOM IIOXApHOH aBTOMATHKH,
TeNe(POHOM U allTeuKOM IS OKa3aHusl IIEPBOY [IOMOIITH.

3.8. Pafodee MeCTO IONB30BATENS MEPCOHANBHBIM KOMIIBIOTEPOM ~ CJIeyeT
000pyOBaTh [IOACTABKOM JIS HOT, UMKl IupuHy He MeHee 300 MM, rryGuHy
He mMeHee 400 MM, perynMpoBKy 110 BRICOTE B Ipexeiax Ao 150 MM u mo yIiIy
HAKJIOHA OTMIOPHOM MOBEPXHOCTH MOACTABKU 70 20°.

3.9. Jlnsi yMeHbIICHHS. HAUDPSKEHHS 3PEHUS CIEeIyeT yCTaHOBUTh Ha 9SKpaHe
MOHHTOpa ONTHMAJIBHBIH IBETOBON PeXUM (ECIH TaKas BO3MOKHOCTb UMEETCs);
P 5TOM PEKOMEHIYIOTCSl HEHAChINIEHHBIE [[BETA: CBETNO-3€JICHBIN, JKeaTo-
3CJICHBIH, JKENTO-OPAaHKEBBIH, JKENTO-KOPUIHEBBINH;, MO BOIMOKHOCTH clenyer
u30eraTh HaCBIIEHHBIX [BETOB, 0COGEHHO KPACHOTO, CHHETO, SPKO-3€JICHOT 0.

3.10. ITpousBoguTE KaKOH-IHG0 PEMOHT CaMOCTOATEIBHO 3aIPeNaeTcs.

3.11. Tlpu oGHapyKeHHMM HeHCIIPaBHOCTE(l HEMEIJIEHHO  COOOIIMTL O
HUX HadalnbHUKY MTODu03.

3.12.C mene0 CHHXXEHHS 3PUTEILHOIO M KOCTHO-MBIMIEYHOrO YTOMIIEHUS
TIO/IB30BATEIIO CIIEAYeT COOMIONATE YCTAHOBIEHHBIH PEXUM Tpyaa u otasixa (K]I
m.3.2.,3.3., 3.5.), a Takxe BpeMs OTZbIXa (KA mm. 3.7, 3.8.).

4. TpeGoBanus oxpaHsl Tpyaa B ABapUIHBIX CHTyalHAX.

4.1. B aBapuiiHOl 06CTaHOBKE CIEyeT OMOBECTHTH 06 OMACHOCTH OKPY>KarOLIHX
THOJIeH ¥ IeHCTBOBATh B COOTBETCTBHY C ITAHOM JIMKBH AN aBapuii.

4.2. Bee caMOCTOATENBHO NPUHMMAEMEIE MepPhl AOMKHBI GbITh HaIlpaBJIeHbI, B
TICPBYIO OYCPENb, HA CTIACCHHE XKU3HH U COXPAHEHHUE 3[0POBbSI JIFOE.

4.3. JleHCcTBYs caMOCTOSITENbHO TIIABHbIL ApPXHUBUCT 0053aH:

— HEME/JICHHO IIPEKPaTHTH paboTy;

— TPHHATE MEPBI IS 9BaKyalluH JIOACH M3 ONAcHOH 30HBI, MPeIOTBpAIIECHUS
TOTIAIaHUS JIOJIEH B OTIACHYIO 30HY;

— HOCTaBUTb B M3BECTHOCTb O CIIYYHBLIEMCS HAYaIbHUKA OTHeJIa;

— 00CTaHOBKY Ha MeCTe aBaPUH COXPAHUTh B HEIIPUKOCHOBEHHOCTH, €CJIH 3TO He
YTPOXKACT XKU3HHU MIIH 3A0POBEIO JITOCH,



—— OKas3aTh IOCTPalaBUINM NEPBYIO HOBPavyeOHYyIO IIOMOLIL, IPH HEOOXOIUMOCTH
BBI3BATH OpUraily CKOpOil oMoy 1o Tenedory 103.

4.4. Ilpy BO3HHKHOBEHHH [10%Kapa UM BO3TOPaHHs 06S3aH;

— HCME/UICHHO BBI3BaTh MOXapHyI Ciayx0y mo temedony 01,101 wmnu mo
coroBoMy 101, 112. ITpu BEI30Be Ha3BaThL aApPEC M MECTO, T/I€ BO3HHUK II0XKap, IIyTH
NIOABE3/1a, (PaMIITHIO 3BOHUBIIETO;

— HPHHATE MEPHI [0 9BaKyalluy JTI0Jel U3 30HEI [10Kapa;

— TPHHATE MEPBI K TYIICHUIO U JHKBHAALUK 10Kapa MEePBUYHBIMU CPEICTBAMH
[I0XKapOTYIEHHS.

4.5. B cutyanusx, yrpoxarolyx Ku3Hu 1 3110pOBBIO:
- IOKUHYTh OIIACHBIN YYaCTOK.

4.6.B ciydae mosBNEHUS HEUCIPABHOCTH B paboTe KOMIIBIOTEPA, MMOCTOPOHHETO
lyMa, MCKPEHIS W 3amaxa rapd, HEMeIEHHO OTKIIOYHTH 3JIeKTPONpHGOp OT
SIIEKTPOCETH M COOOLIMTH 06 3TOM CHCTEMHOMY aIMHHHCTPATODPY YUPEXKICHHS.
Pa6ory mpoomkaTh ToNBKO MoCIIe yCTpaHeHHs BOSHUKITEH HEUCIIPAaBHOCTH.

4.7.Ipu mony4YeHnn TpaBMbl HEMEJIEHHO OBPATHUTHCS 38 MeHIIMECKOM [IOMOLIBIO
1 cOO0IIUTE 00 3TOM AUPEKTOPA YUpPEIKICHHUSL.

S. TpeGoBanus oxpaHb! TPyaa 10 OKOHYAHHH PAGOTHI

Homken:
5.1. IlpuBecty B mopsok pabouee mMecTo.
5.2. TlpoBepuTh HPOTHUBONIOXKAPHOE COCTOSHHE KaGWHeTa, OTKJIFOUYUTH

SNEKTPONPHUOOPEI ¥ pabOTArOIIYIO AlNapatypy, 3aKpPHITh JBEpb.

5.3. BBIKIIOYHTE CBeT, OTKIIOMHMTH KOHIHIMOHEP (B cimydae Hanuums),
PELUPKYIATOP U 3JIEKTPOIPUOOPEL.

5.4. CHATD crieLioAexy.

5.5. TuaTe bHO BEIMBITE PYKH C MBUIOM.

5.5. 3aKphITh OKHA M JIBEPH.
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