
COfJIACOBAHO

IIHCTPYKULIfl IIO OXPAHE TPYAA
PYKOB OAI4TE JTfl APXIIB A

1. O6rque rpe6onanl{fl oxpaHbl TpyAa

1 .1. K BbrrroJrHenuro pa6oT pyKOBOAI,ITeJIeM ApxuBa AOIIyCKaIOTCfl' IIIIIIA' UMeIOqUe

Bblcluee upoQeccuo"-""oa o6pasonaHvre u cTaX pa6oru rro cooTBeTcTByIoqeMy

upoQunro yqpexAeH[f,, IIpo[IeAIIII4e MeALIII]IH cK:/IiI ocMorp' BBoAHbIfi 14

nepeuunsrfi rancrpyKraxu 11o oxpaHe rpyAa, o6yvenrae 6egou-aurblM MeroAaM

TpyAa, ,rpo"ap*y 3HaHI'Ifi, UHCTpyKTaX IIO [O]I(apHofi 6esouacHocTl4 Vr

srercrpo6 e3orlacHocrl,I c [pI4cBOeHI4eM I fpyrlnbl'

1.2. PyroBoAllTenb apxvBa AonxeH 3Harb:

3aKOHbI V HHbIe HOpMaTI{BHbIe npaBoBble

p erJIaM eHTI4pyrouIH e OTHOIITe HVrfl' B C s ep e apxI4BH O f O Ae JIa ;

HOpMaTI4BHbIe v MeTOAUrIecKI4e AoKyMeHTbI' Kacaloruuec'fl Ae'TeJIbHOCTII

apxl4Ba;

- 
cocTaB 14 coAepxaHI4e KoMIIIeKca AoKyMeHToB, XpaHf,UII4Xctr B apXI,IBe;

- 
cr4 cTeMbr xp aHeH vfl. vr KrraacuouKalllll4 apxLlBHbIX AOKyM e HToB ;

- 
HOpM arI,IBbI ycn o Br4iI' Vr p eXI'IMOB XpaHeHLIf AOKyMeHTOB ;

cnpaBorrHo-rrollcKoBblx Cpe.{cTB apxl',IBa;

bI ylpaBJIeHhrfl' eKoHOMIIKOfi ra $rauaHcaMl4;

nop'AoK3aKJIIoqeHI,l'L|I{cnoJIHeHI,IqAofoBopoB11:focyAapcTBeHHbIX
KOHTpaKToB;

- 
cr4cTeMbl OIIJIaTII TpyAa ra Qopvnr MaTepI4aJIbHoro cTl4MynllpoBaHufl;

- 
ocHoBbI opfaHI43ArJVVr rpyAa I4 ynpaBJleHr4fl;

-IIopf,AoKcocTaBIIeHLIfl'IIJIaHoBo.oTqeTHofiAoKyMeHTaI\vI|4;
- 

n ep cn eKTLIBbI pa3Bvr rufl' apxl{BH Ofr OTp ac nI4 ;

- 
oTer{ecTBeHHbrfi u sapy6eNHblfi onblr B O6nacTw apxI4BHOfO AenA;

- 
ocHoBbI AOKyMeHTaIIIIOHHOfO O6eclleqeHufl ynpaBneHflfl ;

_ coBpeMeHHbre r.IIrQ opruarlr4oHHble TexHoJIO f I4lI ;
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- ocHoBbI TpyAoBofo 3aKoHoAarenbcrBa;



-flpaeranaBHyrpeHHerorpyAoBoropacropflAKayqpexleHvrs';
- 

rrpaBI{JIa oxpaHbl rpyAa I'I [oxapHofi SesonacHocrll'

-clIoco6rroraga'""''.p"ofinouoqrt|pv|HecqacTHblxcIyIIaflX.

t .3. PyroBoAI4reJIb apxl4Ba o6sgan:

-co6nro.qarrflpael{JlarpyAoBoropacnoptAKa'ycraHoBIIgHHbIeByqpexllelJuv;
- c o6 lro,4arr rp e 6 o Banvrfl' Ao JIxH o crno lt I4H crpyKul4 14 ;

Hacrotuleil I'IHcrpyKIII4I4' I'IHarpyKIII4?I o Mepax
co6lro4arrrpeSoearrurHacTo'uleullHUlPyl\r-\rr.Yr'ztttvLYJ

n o x ap H o fi 6 e g o n ac Ho crI,I, I{H crpyKlr r4vr rro e n e r<'rp o 6 
: ::,::::?:X

- ilpoxoAurr o6yueHue ro oxpaHe rpyAa c rrocJleAyloqefi nPoBePKoI4 z:glattuit

rpe6onanufi oxPaubl rPYAa;
l''po"ootr" o5y'neHue ro [ocrpaAaBIuI4M;

_ 6e:ouarareJrbHo coo6ul MzsucrepcrBa Kynbrypbl 14

AyxoBHoro pa3BtlTufl' Pec o6o Baex cnyqaflx rpaBM'

MI4KporpaBM'rIpoI4cIxeAIrII4xcloArruHeHHbIMI4BTer{eHI4epa6oueroAHtr'BKrloqaq
IIp o llclxeAlul4e BHe Tepp?Iropl4l4 yqp ex{AeHl4tr ;

_3HaTbMecTapacnoJIoXeHyIfl'[epBI4IIHbIXcpeAcTBllox(apoTylxeHl4fl14IIyTll

3B aKy aIII4 Vr rrpv| rIOXap e ;

co6nroAart npaBl4na [u'IHoIi rI'Iri'IeHbI TpyAa' peXI'IM TpyAa vr oTAbIxa'

coAepxarb B qllcrore pa6ouee Mecro'

1.4. PyroBoAureJrb apxuBa o6ssaH BbIIIOJIHI4TT rpe6oBaHvIfl' pexl4Ma paooqelo

BpeMeHr,r r4 BpeMeHrr orAbIX A ilpvr BbITIOIIHeHI4I'I COOTBercrByIOqrax pa6or (K[

nn.3.2.,3.3.,3.5.), araKxe BpeMfl orAbIXa (Kf un' 3'7'' 3'8')'

1,5. B [poqecce rpy.uonoil AeqrelbHocrl4 Ha pyKoBoAI{reJIfl apxl4Ba Mofyr

eos4eft crBoBarb cneAyloque BpeAHbIe I4 orlacHble Qaxroprt :

- rIoBbIIrIeHHaf, 3arIbIJIeHHocrb Bo3Ayxa pa6ouefi aonu;

- rroBbrrrreHHa.rr r4rrr{ roHI4XeHHaf, reMllepaTypa Bo3AyXa paSouefr 3OHbI;

- Tp aBMLIp oBaHlIe clyuafi no uaAaroql4Mll AoKyMeHTaMI{ ;

- TpaBMI4poBaHI{e o6 ocrprte yrnbr I4 KpoMKI4 creuaNeit;

- BO3MOXHOCTb rIaAeHI4f, C BbICOTbI'

1 .6. PyroBoAl'Irenb apxl{Ba o6qgaH:

.o6ecneql{BaTbpa6orrrraroBBcooTBeTcTBIII,IcycTaHoBIIeHHbIMI4HopMl]i.:"1T-:'.

npOr,r3BOAcTBeHHbIMI4 vr CaHI4TapHo-6srrOsgN4I4 nOMe[IeHI4flMV; CI9II9Ae]KAOI4'

ceprraoraqHpoBaHHblMl4cpeAcTBaMI,Iv.IH^y|B'll(ya:rrrrofi3aIqI4TbI,cMbIBaIouyIMv|yI
o6esaapaxI4BaIo[II4MI4cpeAcTBaMI4;aIITe.{KofirrepnofrIIOMoIIII4;
- yBeAoMr4Tb cooTBeTcTByIoq ve LIHQTAHIIIILI O CJlyrlaflx TpaBMI4poBaHr4fl' pa6ofiruxa

r4 H er4c rrp aBHo cTI4 o 6 opy.Uon a1vrq, ilpuc rro c o 6 rc:nuit' 14 I4HcTpyM eHT a ;

- co6rrroAa'" npaBI4IIa [urIHOI4 fI{fI'leHbI vI 3III',lAeMI4OJIOfI4qecKue HOpMbI IIpI4

BbIIroJIHeHuu Pa6orrr'



2. Tpe6oBaHr{fl oxpaHbt TpyAa rrepeA HaqaJIoM paooTbl

2.L llpoeepuTb 6esonacHoc$ pa6ouero Mecra, y6parr HeHylGbIe

rrpeAMeTbl, OCBO6O4I4Tb IIpOXOAbI, y6e4rarrCr B AOcTaTorIHoCTu ocBeUIeHI'It'

2.2. Ocserl{reJlbHble npu6opH peryJl]lpoBaTb TaK, '{ro6rt ocBeIIIeHI'Ie 6rtlo

.IIOCTaTOqHbIM, HO He CJIeTII4JIO fJla3a.

2.3. flponepr{Tb H€uil4qHe vrvcfrpaBHOCTb [epBLIrIHbIX CpeAcTB rlo]KapoTyrrJeHvrfl'.

2.4 . lTpoxoAbl Aonxnrr 6ltrr AocraroqHo ocBeIIreHbI'

2.5. ceerunbHlrXu O6-sgaremuo AonxHbr 6rrrr ocHaxleHbl 3aIqI'lTHbIMI4

nna$ouanau.

2.6. 3aueny nepefopeBrrrr4x JraMrr Lr rrJraBKLlX BCTaBOK AODI(HbI rIpOI{3BO,qI{Tb

TOJIbKO SneKTpoMOHTepbI.

2.7. flpu o6napyxeHuv HeucrpaBuocrefr HeMeAneHHo

Hlrx HaqaJIbH?IKy MTO 3raO3.

coo6uurr o

2. 8. lIpoz3BoAI,ITb lcarcofi -lz6o pevrouT caMocTotTeJlbHo 3anpeIlaeTcfl '

3. Tpe6oBaHrlq oxpaHbl TpyAa Bo BpeMr paoorbl

3.1. Bo BpeMr pa6orrr pyKoBoAr4renb apxr4Ba OrAeJIa AonxeH:

- 6rrrr BelKJrr4BbrM, Beerr{ ce6q croxofigo 14 BbIAepxaHHo, us6erarr roHQnrarrHblx

cu].yaryufi,, KoTopbre MofyT Bbr3BaTb HepBHO-3MOII?IOHaJIbHOe HaIIptxeHI4e v

orpa3rlTb cfl. Ha 6egouacnocrl4 TpyAa;

- 6rtrt BHLIMaTeJIrHsIM, He orBJleKarbcf, or BbIrIoJIHeHI4q cBol'Ix oofl3aHFiocrel4;

- co6nroAarb ycraHoBJreHHbre HopMbr nepeMeIrIeHI4{ (4nx uyxrlkrH vr xenrquH)

rsxecrefi BpyrIHYro.

3.2. Pyr<ono4raTeJlb apxvrBa o6qsaH noAAepXLIBaIb rILIcToTy kr nopflAoK B

rr oMe IrIe Hvrr4 apxvrBa.

3.3.Co6nroAarb cnoco6u v [pr4eMbr SesonacHoro BbIIIoJIHeHI{fl pa6or: He

3arpoMox4arr paSoqee Mecro 6yuaranu 14 nocropoHHrrMl4 [peAMeraMI4 - BcIo

AOKyMeHTaT{urc neo6xo4uruo xpaHr4Tb B crreqLIaJIbHO OTBeAeHHbIX Anfl sTOfO

MECTAX.

3.4. B npoqecce pa6otr 3anpeulaercs:

rIoJIb3oBaTbCfl ueucupanuofi rexuuxOli VIqI oCTaBJIsTb 6es [plICMoTpa

BKJIIOqeHHyIO annap arypy ;

- orBJleKarb c.'I ilo crop OHHLIMI'I AeJI aMI4 I4 p a3roBop aMI'u



- ocTaBJrf,Tb 6e3 rrpr4cMoTpa apx[BHoe noMeu]eHrre;

- I{cIIoJIb3oBarb caMoAenbHble KHTIITIIJIIHzIKL\ o6orpenareJrLr, cBerunbHprKll u
npoqze 3neKTpuqecKr.re upz6opu ne Sa6purrHofo r43foroBJr eHhrfl,:

co6lro4arr I4ncrpymaN coTpyAHLrKOB rro npeAoTBparrleHr{rc
pacnpocrpaHeHufl KopoHaBHpycHofi un$er<qur.r COVID-I9 na paSoveu Mecre or
10.11 .2020.

3.5. Bcle4crnue roro rITo 6omrua.s qacrb BpeMeHZ nocB.rrx{eHa pa6ore Ha
KoMlrblorepe, neo6xoAl4Mo KaxAbIe ABa qaca Aenarb rrepepbrB na 15 MLrHyr AJrt
cHr{meHlrr yroMnseMocrr{ o6rqe QusnqecKoro xapaKTepa.

3 '6. C qenblo cHn,]KeHI{t 3pl'TenbHoro u KocrHo.-MbrruerrHoro yroMneHr,rt
rloJlb3oBarenrc cJleAyer co6nroAarb ycraHoBneuurrfi pexr4M rpyAa z or4rrxa (Kf
nn.3 .2.,3 .3., 3.5.), a rarcKe BpeM.rr orAbrxa (Kf nn. 3.7., 3.g.).

3.7 . 3a HapyrreHue (nenuIIoJIHeHLIe) rpe6onauzfi Hopvarr4BHbrx aKroB o6 oxpaHe
TpyAa pyKoBoAI4TeJIb apxl4Ba npLrBneKaerc.rr K lLr)rJhrrrnr4uapnofi, a B
coorBercrBylouux cnyqa.flx - Marepr,ralrHoft z yronoBHofi oreercrBeHHocrr4 B
rlopflAKe, ycraHoBneHHoM 3aKoHoAareJlbcrBou P@, JIoKaJrbHbrMtr HopMarr4BHbrMLr
AKTAMI4.

IV. Tpe6oBaHuq oxpaHbr rpyaa n anapnfiHbrx cnryarluqx

B clyvae qpe3BblqafiHoro [pol4crxe crBvrfl (o6croxreJrbcrBa, nprr Koropbrx
HeBo3MoxHo BbIIIoJIHeHHe apxI,IBoM B rIoJrHoM o6leve Bo3Jro)KeHHbIX Ha Hero
3aAarl B coorBercrBpru c rpe6onaHnfllr^n llpanzn Lr Apyrr{x HopMarr4BHbrx
npaBoBbIX aKToB' co3.{aeTOf, yfpo3a XI43HLI I4 3AopoBuo mo4efi, coXpaHHocTI4
apxr4BHbrx AoKyMeHroB apxr{Ba) pyronoArrreJrb o6.ssaH :

4.1' B auapufiuofi o6cranoBKe cneAyer orroBecrrzru o6 oracHocrr4 oKpyxarcqux
morefi u 4eftcreoBarb B coorBercrBuw c nraHoM nl4KBr,rAarluw anapuit.

4.2. npr,rHf,Tb perxeHr4e o6 tr3MeHeHr4a
npLr ocTaHoBJreHr{r{ efo Ae.rrTeJrbHocTr4 :

pe)Kr.rMa pa6orrr apxuBa urrv

4.3. Bce caMocrof,TeJlbHo npI4HI4MaeMbre Mepbr AonxHbr 6rrrr HanpaBneHbr, B
IIepByIo oqepeAb, Ha cIIaceHHe XI43Hlr I4 coxpaHeHlle 3AopoBbt nro4efi.

4 .4. trieircrByr caMocro.rreJrbHo, pyKoBoAr,rrenb apxvna o6sgaH :

- HeMeAJreHHo rrpeKparr4t pa6ory;

- IlprrH.f,Tb Mepbl AIII gBaKyalldau moAefi LI3 orlacHofi soutrr, [peAorBparr{eHr4t
norraAaHr{r nro4efi B onacHyro 3oHy;

- nocTaBI'ITb B I'I3BeCTHOCTb O CnyqnBrxeMcs BbrrrrecToqqee pyKoBoAcTBO;

- o6craHoBKy Ha Mecre aBapnv coxpaHr4Tb B HenpnKocHoBeHHocrr4, ecru gro He
yrpoxaer )Kr43Hrz znr4 3AopoBbro mo4efi;



- oKa3arb nocrpaAaBlul4M nepBylo AoBpar{eOHyIo noMorrlb, npr4 Heo6xolr4Mocrr{
Bbr3Barb 6pnragy cKopofi rroMorrlr4 rro re e$ony 103.

4 . 5 . llpu B o 3 H r{KH o BeHkrvr n o x ap a 14 Jr r{ B o 3 ro p aHLr fl , o 6.ss aH :

HeMeAJIeHHo BbI3Barb [ox{apHyro cnyx6y ro reneoony 01,101 wrm ro
coroBoMy 101, l 12.tIpu BbI3oBe Ha3Barb aApec r4 Mecro, rAe Bo3Hr{K noxap, nyrr1
noAbe3.{a, $ atvtutturo 38 oHr,rBrxero ;

- rrpr4Hf,Tb Mepbr no oBaKyar{zu nroAefr zs soHH noxapa;

- npLIH-f,Tb Mepbl K TyIITeHI{Io LI JII{KBvrAarJLru noxapa uepnzuurrMu cpeAcTBaMrr
nolKapoTyrxeHr,rf,;

- npl{Hf,Tb Mepbr rro coxpaHHocrr'r Marepr4anbHbrx qeuriocrefi.

4.6.8 curyarJnt{x, yrpoxarcurnx x}r3Hr4 Lr 3AopoBbro noKnHyrb ouacnrrfi
yrlacToK.

4.7. B clyqae roqBJIeHI{.a HelzcrlpaBHocrLr e pa6ore KoMrrbrorepa, rocropoHHero
IxyMa' I4CKpOHLI{ V 3a\axa rapl4, HeMeAneHHO OTKJIIoTII4TI OneKTponpra6op oT
sneKTpocervr u coo6Iqurr o6 sToM cl4creMHoMy aAMr{Hrrcrparopy yqpex AeHLrfl.
Pa6ory lpoAonxarb roJIbKo tlo cJre ycrp aHeH ur Bo3Hvrxlrefi 

"i"..tpu"Ho 
crr4.

4.8. flp" roryqeHul4 rpaBMbI HeMeAneHHo o6parurscn 3a MeArrrlkrHcroft
noMorrlbro u coo6qrzru o6 groM ArlpeKropa yqpexAeHLrfl.

5. Tpe6oBaHrrfl oxpaHbr rpyAa rro oKoH qaHnkr padorur

[olxeu:
5.1. llpznecrr4 B noprAor pa6ouee Mecro.
5.2. llpoeepzm rporLrBonox(apHoe cocrorHr{e ra6zuera,
oJleKrponpu6opu z pa6oraroqyrc arraparypy, 3aKpbrrb ABepb.
5.3. BuxJrrorrrzrb cBer, orKrroqurb KoHAr4r-rproHep (n rnyrua
oneKrponpz6opu.
5.4. TrqarerrbHo BbrMbrrb pyKrr c MbrJroM.
5.5. 3arcprrrb oKHa r{ ABepr4.

OTKJIIOIIKITb

ruatruuux) u





Jlucr o3HaKoMJreHtrs.

c r{HorpyKrlrEefi no oxpaHe rpyAa
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