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HUHCTPYKIHUA ITIO OXPAHE TPY IA
HAYAJIBHUKA OTAEJIA )
OPTAHM3AIIMN XPAHEHUSA JTOKYMEHTOB U YUETA

1. O6mue TpeGoBaHUsI OXPaHBI TPYAQ

1.1. K BbImonHeHUI0 paboT HayalbHHMKA OTJeNa NOIYCKAIOTCS JIHIA, WMEIOIHE
BBICIIIEE TIPO(ECCHOHANIBHOE 00pasoBaHMe U CTax paboThl MO0 COOTBETCTBYIOIIEMY
NpoQUII0 ydpexJeHds He MeHee 3 roja, Mpolleillhe MEeAUIMHCKUM OCMOTP,
BBOJHBIA U MEPBUYHBIM MHCTPYKTaXH MO OoXpaHe Tpyda, oOydeHHe Oe30MacHbIM
METOAaM TpyJa, IPOBEpPKY 3HAHUI, WHCTPYKTaX IO MOXKapHOW 0G€30MacHOCTH U
NIEKTPOOE30MaCHOCTH.

1.2. HayanpHuK OoTAEMa JOKEH 3HATD:
- 3aKOHBl M HHble HOpPMAaTUBHBIE IIpaBOBbie akThl Poccuiickoit ®enepanud,

periaMeHTUPYIOIIE OTHOLIEHHUS B Chepe apXUBHOTO Jiefia;

- HOPMATUBHBIE U METOIUYECKHE IOKYMEHTBI, KaCalOLIUeCs AesITeIbHOCTU apX1Ba;
- COCTaB U CcoAepKaHHe KOMIUIEKCa JOKYMEHTOB, XpaHALIMXCS B apXUBe,
- CUCTEMBI XPaHEHMs! U KIacCU(UKaLIMU apXHUBHBIX JOKYMEHTOB,;

- HOPMATHBBI YCIOBHH M PEXKHUMOB XPaHEeHHUs JOKYMEHTOB;

- BU/IbI CIIPABOYHO-IIOMCKOBBIX CPEACTB apXUBa;

- OCHOBBI TPYJI0BOI'O 3aKOHOAATENbCTBA;

- OCHOBBI OpraHM3aliy TPYJa U YIIpaBIeHUs;

- IOPSIIOK COCTaBJICHUS IJIAHOBO-OTYETHOM IOKYMEHTALIUH;

- OTEUYECTBEHHBIN U 3apyOeKHbIM ONBIT B 00J1aCTH apXUBHOIO JIea;

- OCHOBBI IOKYMEHTaIIMOHHOTO 00eCTIeUeHUs yIIpaBIeHNS;

- OCHOBBI IIPUMEHEHHUS KOMITbIOTEPHON TEXHUKY;

- IpaBUJIa BHYTPEHHETO TPYIOBOTO PaCoOpsAKa;



- [IpaBUJia MO OXpaHe TpyAa U HO)KapHOﬁ 6630HaCHOCTI/I;
- CIIOCOOBI OKa3aHus HepBOfI moMonIiy Ipyu HECYaCTHRIX ClIydasx.

1.3. Bo Bpemst paboThl Ha HayaJbHUKa OT/eNa MOTYT OKa3bIBaTh HEOIArONPHUATHOE
BO3/IEHCTBHE B OCHOBHOM CIIENYIOIME ONAacHble W BPEOHbIE MPOU3BOJCTBEHHEIE
bakTopsI:

— [afaloLINe apXUBHBIE [JOKYMEHTHl I[P HMX pasMELIeHUU IS XpaHeHus,
HalpuMep, Ha CTeJlJIaxe;

— (u3uyeckye neperpy3Ku, HapuMep, P [MEPEHOCKE JOKYMEHTOB;

— HaXOXK/IEHHE Ha BBICOTE, HAIIpUMep, Ha CTPEMSHKE;

— HEJOCTAaTOYHAasl OCBEILIEHHOCTh paboyeil 30HHI;

— OCTpBIC KPOMKH, IIEPOXOBATOCTH Ha IOBEPXHOCTH JIECTHUI], CTPEMSHOK,
CTeJUIaKeH, TeJlexeK.

1.4. Havanpuuk oTaena o6s3aH:
— cobmonats [IpaBumna Tpy10BOro pacrnopsiKa, yCTaHOBIEHHbIE B OpraHU3aluH;

— cobmronare TpeOOBAHUS HOJKHOCTHON MHCTPYKIIUHY,

— cobmomath TpeGOBaHWS HACTOSINEH WHCTPYKUWH, WMHCTPYKLIHH O Mepax
TI0XKapHO# 6€30MaCHOCTH, HHCTPYKIMH 110 3IeKTPOOE30IIaCHOCTH U HE [AOIIyCKATh
HapyIIEeHUs 3TUX TPeOOBaHUH IPYTUMH pabOTHUKAMHU;

— MPOXOAUTL O0yueHHe IO OXpaHe TpyAa C MOCIeAyIOIied MPOBEPKON 3HAHUI

TpeboBaHUiT OXpaHbl TPy Aa;

— GesoTyIaraTenbHO COOOMIATh KypHPYIOIIEMY 3aMECTUTENIO U HAYaIbHUKY OTAeNa
OpraHM3alMOHHO-TIPABOBOM paboThl 000 BCeX CiIydasx TpaBM, MHKPOTPAaBM,
NPOUCIIEANINX ¢ IIOAYMHEHHBIMA B TeueHHE pabodero [HS, BKJIOYAs
IIPOUCIIEIIINAE BHE TEPPUTOPUH YUPEKICHHUS,

— IPOXOANTH 00y4YeHHUE [0 OKA3aHHIO IIEPBOi TOMOIIN IIOCTPaAaBIINM;

— 3HaTh MeCTa PACIIOJOXKEHMS II€PBUYHBIX CPEACTB MOXKAPOTYHIEHUS M IIyTH
9BaKyallH Npy HoXKape;

— Ui TOpenynpekIeHHUs HeOIaronmpUsATHOTO BO3AEHCTBHsST Ha  310pOBbE
Ha4daJlbHUKY OT[eNa CJeIyeT I0Jb30BaThCs CPeICTBAMU  WHAWBUAYaIBHOM

3aIIMTEL;
— co0monaTh MNpaBuWjla JIMYHOM TUTHEHBl Tpyda, PEXUM TpyJa M OTAbIXa,

COLCPXKATh B HHCTOTEC pa60qee MECTO.

1.5. Hauanpemk otnena o0si3aH BBHIONHHUTH TpeGOBaHMs pexrMa pabodero
BPEMEHM W BPEMEHHM OTIbIXa IIPU BBIMOJHEHWU COOTBercTBYMOIUX pabor (K]I
m.3.2., 3.3., 3.5.), a takxe Bpems otabixa (K[ nm. 3.7., 3.8.).

1.6. HavanpHUK OTJena M3BEIIaeT AUPEKTOpa O 060l CUTyallUU, YTPOXKAIOIIEH
KM3HU W 3I0POBBIO JIIOAEM, O KaXXKIOM HECUYACTHOM Ciydae, MPOUCIIEAIIEM B



YUPCKACHUH, 00 YXYAUICHHH COCTOSIHUSA CBOEro 300POBbsI, B TOM YHUCJIE O
IIPOABIICHUU ITPU3HAKOB oCTporo 3a00JIeBaHHs.

1.7.Ecnu ¢ kem-1u60 13 paGOTHHKOB IIPOM3OLIEN HECUACTHBIH CiIy4dail, To
NOCTpafaBIIeMy HEOOXOAMMO OKas3aTh IMEPBYIO IIOMOLIb, COOGIINTH O
CIyYHBIIEMCS PYKOBOJHUTENIO U COXPAHUTh OOCTAHOBKY NMPOUCIIECTBHS, €CIH 3TO
HE CO3/1aeT ONAaCHOCTH ISl OKPYIKaOIIHUX.

1.8. HayaneHuk oTmena, JONyCTHBIUMI HAapylIeHHE WAM  HEBBIIOIHEHHE
TpeOOBaHMH MHCTPYKUHH [0 OXpaHe TPyIa, HECeT OTBETCTBEHHOCTH B
COOTBETCTBHH C JE€HCTBYIOIIUM 3aKOHOAATEIHCTBOM.

2. TpeGoBaHHs OXpaHbI TPyAa Nepel HAYAIOM padoTsI

[lepen Havanom paGoTel HAYANBEHHK OTAE/A NOJKEH:
2.1. Hazeth crenojexay (crmenomexia JOJDKHA ObITh COOTBETCTBYIOIIETO
pasMepa, YHCTOM W HE CTEeCHSTH IBHXKEHHUI), [IPOBEPUTH HAJIHYUE CPEACTB
VHUBUAYaJIbHOM 3aLIUTHl, MEJUIIMHCKOM allTeuKH /I OKA3aHUs IIEpBOM MOMOIIIH,
a TAKXXe CPEJICTB MOKAPOTYIIIEHHS.

2.2. NpOBEpUTH COCTOSHHE IMOMEIIEHHI apXuBa; IpH HEOOXONUMOCTH CIIELyeT
HaBECTU YUCTOTY, TIOPA/IOK U 00€CIIEUUTh HAIMUHEe CBOOOAHBIX IPOXOJIOB.

2.3. IpPOBEPUTH HCTIPABHOCTb JIECTHMI[ M CTPEMSHOK, a TaKKe CPE/JCTB MaJon
MEXaHU3aL1H, IPUMCHACMBIX [UIS [IEPEMEILEHHUS apXUBHBIX JOKYMEHTOB.

2.4. nuuHO yGEIMTHCS B TOM, 4TO BCE MEpPBI, HEOOXOMUMBIE IS OOecIieueHust
0e30MacHOCTH, BBITTOTHEHHE.

2.5. ybGequThCs B JIOCTATOYHOCTH OCBEIEHUS paboueit 30HBI, 0COBEHHO B TEMHOE
BpEMsI CYTOK.

2.6. 0obpaTuTh BHUMaHHE Ha PAUMOHANBHYIO OPraHU3AIMIO pabouero Mmecra,
TNOATOTOBATH HEOOXOMMBIE TEXHUYECKHE CPE/CTBA U IPABEPUTH HX paGoTy.

2.7. HavanbHuK OTAeNa He JOJDKEH MPUCTYIATh K paboTe, eciu y HEro UMerTCs
COMHEHHS B 0becrieyeHn: 6e30I1acHOCTH 1K BBINOTHEHHH [P CTOSIIEl paloTEL.

2.8. B nepuon pacnpocTpaneHns HH(EKIMOHHEBIX U BUPYCHBIX 3a00JieBaHuil, B
T.4. KOpoHaBMpyCHOH wuHpexkuun COVID-19, pomken crporo cobimomars
CaHUTapHO-TUTHEHUYECKHE, 3aIl[UTHHIE MEPEIL.

3. TpeGoBanus oxpaHb! Tpyaa Bo Bpems paGoToI

3.1. Bo Bpemst paboThl HAYANEHUK OTHEINA HO/IKEH:



— OBITb BEXIIMBBIM, BECTH Ce05 CIIOKOMHO U BBIJIEPKAHHO, H30eraTh KOH(MIHKTHEIX
CUTyalldH, KOTOpble MOIYT BBEI3BaTh HEPBHO-IMOLMOHAIBHOE HalpsKeHHEe H
OTPa3HUThLCA Ha OE30MMacHOCTHU TPY/a,

— OBITH BHEMATENBHBIM, HE OTBJIEKATHCS OT BBINOJHEHHUS CBOUX 00S3aHHOCTEM!;

— HCIOJIB30BaTh HCIPAaBHBIE CTPEMSHKU U JIECTHULBI, MUMEIOLIME CIELUATIbHbIE
YCTPOHICTBA OT CKOJIBKEHHS,;

— CJI€IUTh 32 UCIPABHOCTHIO U YCTOWYMBOCTBIO CTEIIAXEH, IIOJIOK AJIA XpaHEHHs]
ApPXUBHBIX JOKYMEHTOB.

— IPOABJIATE OCTOPOXXHOCTH IPH IIEPEHOCKE ApXUBHBIX JOKYMEHTOB, YTOOLI HE
CIIOTKHYTBCSI BO BpeMs XOAbOBI O BO3MOXKHEIE NPEMSATCTBHS;

— COOJIFOaTh YCTaHOBJIEHHBIE HOPMBI IIepeMellleHus] (Ui MYXYMH U SKCHIIHH)
TSKECTEH BPYUYHYIO.

3.2.Ilpu pa3sMeLleHHH apXUBHBIX TOKYMEHTOB Ha MECTaX XpPaHEHHs HAYalibHUK
OTZleNa IOJIKEeH YYMTHIBATh CIEAYIOLIUe O0IIre MpaBHIIa;

— TpH pasMCIICHHH JOKYMEHTOB CJIe[lyeT MNpPHHATH Mephl NPOTHB HX
CaMOITPOU3BOJIEHOIO CMEIEHHUS, ITPOCAIKH, A eHHU;

— MeXIy CTelIaXXaMH [OJDKHBI OBITh IPENyCMOTPEHBl HMPOXOMbl IIMPUHON He
MeHee 1 M;

— JOKYMEHTBl CJeAyeT pasMelarb ¢ Y4YeTOM HX MacChl U CIOCOOHOCTH
1e(pOpPMHUPOBATELCS IO BO3/ICHCTBHEM BBILLIEPACTIONOKEHHBIX MATEPHAIIOB.

3.3. Ilpu xpaHeHUM JOKYMEHTOB Ha CTeJUIAXaX PEKOMEHIYETCS HX pa3MellcHue
IIPUMEPHO OJMHAKOBOTO pas3Mmepa.

3.4.B cimydae oOHapyKeHHS HENPABHJIBHO DasMEUIEHHBIX IS  XpaHeHHs
JIOKYMEHTOB HEOOXOJMMO INPHHATh Mepbl K WX pa3bopKe M yKIaJKe BHOBB C
YCTpaHEHHUEM 3aMEUYEHHBIX HEJOCTATKOB.

35. B ClIydac 3aIlOJTHCHHS ,Z[’GSI/IH(l)eKHI/IOHHBIM pacTBOPOM KOBPHKOB Yy BXOIa
APXHUBOXPAaHHUIIHIIIA, JOJI’KCH 00513aTe)IbHO npeayIrpexKaarhb OCTaJIbHBIX
COTPYAHHUKOB 00 OTOM, YTOOKI U30€XKAaTh CKOJILKEHUS U MmaacHus.

3.6. Bo Bpemst paboThI Ha4aIbHUK OTAENA HE JOJIKEH:

— OCTaBISATH CBOE pabodee MECTO; 3TO JOMYCKAeTCs TONBKO C paspelieHus
HEIOCPEICTBEHHOIO PYKOBOIUTEIIS;

— HCHONb30BaTh BMECTO CTPEMSHKHM MJIM JIECTHHUIBl CIy4YailHble MPeAMETH
(Harpumep, SIIYKH, CTYJIbS U T. 11.);

— CTAHOBMTLCA Ha BEpXHHE CTYIEHH CTPEMSHOK U JIECTHHUI] BO U30exKaHUe MOTEPH
YCTOWYHUBOCTH U TaJICHHUS;

— OpocaTk Mo0Oble MaTepHabl ¥ JJOKYMEHTEI C BEpXHUX MOJIOK U CTEILIAKEN;

— Teperpyxatb MarepualaMH M JOKYMEHTaMU BBIIIEe JOMYCTHMOW Ha HUX
Harpys3Ku;



— XPaHWTh JOKYMEHTbl HaBaJOM M pa3MellaTh UX BIUIOTHYIO K paguaTopaM H
TpyOaM OTOIJICHUS;

— BKJIFOYaTh 3IEKTPOIIPUOOPEI, KOTOPBIE 3alPELIeHbl K 9KCIITyaTalliH;

- KOHIEHTpanys HarnonHutens (Jlusopopmun) 1 ne3sMHOEKUHOHHOrO KOBPHKA
HE JIOJDKEH IPEeBBIIATh BIIe 1%.

3.6. ApxuBHbBIE NOKYMEHTHI HY)XHO pa3MellaTh Ha CTeLIaXaxX TakuM oGpasom,
4TOOBI OHM HE MeIlaly paboTe, ¥ UCKIIFOUaIach BOZMOXKHOCTD HX a€HHUS.

3.7. llomemienne [ pasMelleHHs apxXuBa [JOKHO OBITh  00ECIEueHo
TIEPBUYHBIMHU CPEICTBAMHU ITOXKAPOTYIIIEHUS, YCTAHOBKOM I10KapHOM aBTOMAaTHKH,
Tene(hOHOM U alTeUKON /IS OKa3aHus IIepPBO TOMOIIIH. .

3.8. PaGouee MeCTO mOnB30BaTENs IEPCOHATBHBIM KOMIBIOTEPOM ClenyeT
000py10BaTh NOACTABKOM ISl HOT, MMEIOIIEH UPUHY He MeHee 300 MM, rIyOuHy
He MeHee 400 MM, perynMpoBKy 1O BRICOTE B Ipexetax 40 150 MM u mo yriy
HAaKJIOHA OIIOPHOM IIOBEPXHOCTH MOACTaBKH 10 20°,

3.9. lnd yMeHbIIEHUS HANPSXKEHUs 3PEHHS CIEAYeT yCTAHOBUTH HA JKpaHE
MOHHUTOpA ONTUMAJBHbIA [BETOBOKW PEXUM (€CIH Takas BO3SMOXXHOCTH MMEETCs);
IIPA 3TOM DPEKOMEHIAYIOTCS HEHaChIIEHHBIE IIBETA: CBETIIO-3€JIEHBIM, >XeJTo-
3€JICHBIM, )KeNTO-OPAaHXKEBBIH, KENTO-KOPHYHEBBIN; II0 BO3MOXHOCTH CIIETyeT
u30erath HaCBHINIEHHEIX IIBETOB, OCOGEHHO KPACHOTO, CHHETO, SIPKO-3€JICHOTO.

3.10. [lna muorodyHknuoHamsHOro ycrpoiictBa (M@Y) mOMKeH HCIIOMB30BaTh
TIOACTABKY, KOTOpas MOXET NOAJAEPKMBATh HE MEHee 4YeM YIBOEHHBIH Bec
o0opynOBaHUS;

- TOMEWATh MPUHTEP HEHaleKo OT JJIEKTPHYECKOH PO3eTKHM, YTOOBl IIpH
HeOOXOAUMOCTH JIETKO U3BJI€Yb IIHYP MUTAHUS;

- He OJIOKHPOBATh U HEe 3aKPhIBATh IIPOPE3U U OTBEPCTUS B KOPIyce NMPUHTEpA, a
TAK)Ke He MPOCOBBIBATH B IIPOPE3U [TOCTOPOHHHUE TTPEIMETEI

- OCTaBUTb  [OCTATOYHOE  IMPOCTPAHCTBO  BOKPYT  IPHHTEPa, YTOOBI

6€CHp€H${TCTBeHHO OCYIIECTBJIATH €TI0 O6CJ'Iy)KI/IBaHI/Ie H SKCIUTyaTaluIo.

3.11. ITpou3BOAMTE KaKOH-THO0 PEMOHT CaMOCTOATEIBHO 3aMPEINaeTCs.

3.12. Tlpu oOHapyXeHHM HEHCIPaBHOCTEH HEMEIJIEHHO COOBMIUTE O
HUX HadansHUKy MTOBOu03.

3.13.C uenbr0 CHUKEHHA 3DPHUTEIBHOTO M KOCTHO-MBILIEYHOTO YTOMIICHHS
TIOJIE30BATEIIIO CIIeyeT COO/I0AaTh YyCTAaHOBIEHHBIH pexum Tpyaa u ortasixa (K/I
mm.3.2., 3.3, 3.5.), a taxoke Bpemst otaeixa (KJ . 3.7., 3.8.).



4. TpeboBaHnsA 0OXpaHbl TPYa B ABAPHAHBIX CUTYALHAX.

4.1. B aBapuiiHOM 0GCTaHOBKE CIIELyeT ONOBECTUTH 00 OMACHOCTH OKPYKAFOLIUX
JIIOJIe# U NeHCTBOBATh B COOTBETCTBUY C IIAHOM JIMKBHUIALMU aBapyi.

4.2. Bee caMOCTOSTeNBPHO IpPUHMMAaeMble Mephl JOJDKHBI OBITh HAIpaBieHE, B
IIEPBYIO OUEPENib, HA CIIACEHHE KU3HU M COXPaHEHHUE 30POBbS JIIOAEH.

4.3. JIeHcTBys cCaMOCTOSITENBHO, HAaUalbHUK OTAENA 00SI3aH:

— HEMEIJICHHO IPEeKpaTUTh paboTy;

— IPUHATE MEPHI IS 9BaKyalliy JIOAEH W3 ONAacHOW 30HEI, NpeOoTBpalleHHUs
NOTTaJaHus JIIOJEH B OIIACHYIO 30HY;

— TIOCTaBUTbH B U3BECTHOCTH O CIYYUBILIEMCS PYKOBOJACTBO;

— 00CTaHOBKY Ha MeCTe aBapHu COXPAaHUTh B HEIPHMKOCHOBEHHOCTH, €CIIH 3TO He
YIPOXKaeT XKU3HHU WU 3[0POBBIO JIIOACH;

— OKa3aTh MOCTPaJaBIIMM IIEPBYIO NOBpadeOHYIO IOMOIIb, MPH HEOOXOAUMOCTH
BBI3BATh OpUragy ckopoi nomornu mo teiaedony 103.

4.4. IIpy BOSHUKHOBEHUH TIOXapa UIIA BO3TOPAaHUs 00s3aH:

— HEMEIUICHHO BBI3BATh IIOXKApHYIO Cayx0y 1o tenedony 01,101 wiam mo
coroBomy 101, 112. Ilpu BeI30BE Ha3BaTh aApec M MECTO, II¢ BO3HHK MOXKAp, IYTH
obe3za, (PaMUITUIO 3BOHUBIIIETO;

— TIPHHATE MEPHI 10 3BaKyallUH JI0AeH U3 30HBI TOXKapa,

— HPUHATh MEPHI K TYLICHUIO M JIMKBUAALKHN T0XKapa NMEPBUYHBIMU CPECTBAMH
[IOXKapOTYLIEHHUS.

4.5. B cutyanusx, yrpoXaromux KU3HH U 310POBbIO:
- IOKWHYTH ONIACHBIN y4acTOK.

4.6. B ciy4ae mosBiIeHHMs HEHCIPAaBHOCTH B paboTe KOMITBHOTEPA, IIOCTOPOHHETO
1IymMa, UCKPEeHMs M 3alaxa rapd, HeMEMJIEHHO OTKIIOYUTH 3JIeKTPONpUOOp OT
BIICKTPOCETH U COOOIIMTE 00 3TOM CHCTEMHOMY aIMHHHUCTPATOPY YUPEKICHHUS.
PaboTy mpo/jonkKaTh TOIBKO HOCIE YCTPAHEH s BO3HUKILEH HEMCIIPABHOCTH.

4.7. Ilpy mnoOmy4eHWH TpaBMBI HEMENJICHHO OOpaTHTHCS 33 MeIULIUHCKOM
TIOMOLIBIO ¥ COOOIIUTE 00 3TOM JUPEKTOPa YUPEKICHHSL.

4.8. HawanpHuK oTAena JO/KEH OpraHH30BaTh SBAKyallHIO YHUKAIBHBIX, 0CO00
EHHBIX TOKYMEHTOB M CTPaXx0BOro (POH/A, COTTIACOBAHHO C TJIaBHBIM XPaHHTEIEM
dhoHIOB.



S. TpeGoBaHns OXPAHBI TPYAA 0 OKOHYAHHH PAGOTHI

Hosken:
5.1. IlpuBecTty B mopsifok paGoyee MecTo.
5.2. llpoBepuTh IPOTHBONOXKAPHOE COCTOSHHE KaGWHeTa, OTKJIFOYUTE

3NEKTPOTPUOOPE! M pabOTAIONIYIO aNNaparypy, 3aKphITh ABEPb.

5.3. BBIKTIOYATE CBET, OTKIIOYHTh KOHIMIMOHEp (B Cllydae Hamndus),
PELUPKYJIATOP U 3MEKTPONPUOOPEI.

5.4. CHATb crienofexay.

5.5. TIaTenbHO BEIMBITE PYKH ¢ MBLIOM.

5.6. 3aKpBITH OKHA U ABEpH.
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