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WHCTPYKIIHSI IO OXPAHE TPYIA
BEJIYIIETO APXUBHCTA
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1. O6mue TpeGoBaHusI OXPaHbI TPYAA

1.1. K BBIONIHEHHIO paboT ITaBHOIO apXMBHCTa AOIYCKAIOTCS JIHIA, UMEIOLHE
BEICILIEE [IPO(QECCHOHANBHOE 00pa30BaHue i CTaX paGOThI 0 COOTBETCTBYIOIIEMY
MPOQUIIO yUpeXKTeHHs HE MeHee 3 roja, NpOLIEIIHe METUIMHCKHN OCMOTD,
BBOJHBIM U TIEPBUYHBIA MHCTPYKTaXHU 110 OXpaHe Tpyna, o0ydeHue 6e30macHBIM
METOAaM TpyZa, MPOBEPKY 3HAHUM, MHCTPYKTaX IO IMOXKAPHOM 0GE30IIacHOCTH U
3JIEKTPOOE30MacHOCTH.

1.2.Benymuii apXMBHUCT JOJDKEH 3HATH!
- 3aKOHBl W HHBIE HOpPMATHBHBIE IIPAaBOBbIE akThl Poccuiickoit dDenepanuu,

periIaMeHTHPYIOIIMe OTHOIIEHUS B cepe apXUBHOIO JEa;

- HOpMAaTHBHEIE M METOAMYECKHE [IOKYMEHTBI, Kacaiolluecs [IesTeIbHOCTH
ApxuBa;

- BCIIOMOTaTeJIbHbIe UCTOPUIECKUE TUCITUIIIMHEL

- TEKCTOJIOTHIO;

- COCTaB ¥ COZep KaHue KOMILIEKCca JOKYMEHTOB, XPaHSIIIUXCS B APXUBE;

- CHCTEMBI XPaHEHUS U KJIaCCU(PUKALIUU apXUBHBIX JOKYMEHTOB;

- HOPMaTHUBBI YCIIOBUW U PEKUMOB XPaHEHUS IOKYMEHTOB;

- BUJIb] CIIPABOYHO-TIONCKOBBIX CPEACTB ApPXHBA,

- OCHOBBI OpraHHU3alliU TPYyia U yIIPaBIeHHS;

- IOPSAIOK COCTABJIEHHUS [IJIAHOBO-OTYETHON JOKYMEHTALMH;

- OTCYCCTBCHHBIM ¥ 3apyO€XHBIA ONBIT B 00JacTd apXUBOBEICHHA U
IOKYMEHTOBEICHUS;



- OCHOBEI AOKYMEHTALlMOHHOT'O 00€eCIIeUYeHHs YIpaBJiCHU,

= OCHOBEI IIPUMEHEHUST KOMHBIOTepHOﬁ TCXHUKU;

- [IpaBujia BHYTPEHHETO TPYAOBOTO pacliopsaka,

- IIpaBHJIa 110 OXpaHe Tpyna u nomapﬂoﬁ 663OHaCHOCTI/I.

- CIIOCOOEI OKa3aHusg HepBOﬁ IIOMOILHY IIPU HECYACTHEIX ClIy4dasx.

1.3. Bo BpeMst paGoThI Ha BEAYINETO B OCHOBHOM CIEIYIOIHE OIIaCHbIE U BPEIHEIE
IPOU3BOZACTBEHHBIE (haKTOPEL:

— IoBpexienne OpraHoB IBIXaHUS YaCTHIAMH ITBLITH;

— lloBpexnenue rias n KOXHBIX TOKPOBOB BCJIE/[CTBUE BO3/1E€HCTBUSI MBLIH;
—Ilanenue ¢ BeICOTHI MM U3-32 NIepenaa BBICOT Ha IIOBEPXHOCTH;

— Mexanudeckue onacHocTy mmpokoro CIIEKTpa NeHCTBUS;

— Babixanue pIMu, mapoB BpeHBIX Ta30B U MbLTH P I10XKape/B3pEIBe;

— OmacHocTh HapyIleHW# OXpaHbI Tpyna, Ge30MACHOCTH U HHAIX HOPMaTHBHO-
IIPaBOBBIX aKTOB.

1.4. Benymuit apxusrcT 06s13aH:

— cobimonats [1pauna TpyoBoro pacmopsixa, YCTaHOBJIEHHBIE B OPraHU3alUN;

— co0JIroIaTh TPeOOBAHUS TOIKHOCTHOM! HHCTPYKIIUH;

— co0monaTh TpeGOBaHUS HACTOSIIEH WHCTPYKIUH, HMHCTPYKIUM O Mepax
TOXKapHOH 6€30MaCHOCTH, HHCTPYKLMH MO 3IeKTpoGe30nacHoCTH 1 He JIOITyCKaTh
HapyIIeHHs 3TUX TpeOOBaHUN IpyruMu paboTHUKAMH,

— NPOXOAUTH O0ydeHHE 110 OXpaHe Tpyna C NIOCJICAYIOIEN [IPOBEPKOH 3HAHUN
TpeOOBaHU OXpaHbl TPy /Ia;

— 0Oe3oTiiaraTeNbHO COOGIATH HAYANBHHKY OTIHeNa 060 Bcex CIly4asXx TpaBM,
MHKDPOTpaBM, NPOUCIICAIINX B TeUeHHE pabouero [Hs, BKIKOUYAs POHCLICIIINE
BHE TCPPUTOPUH YUPEIKIECHHUS;

— MPOXOJHUTE 00yYeHHUE MO OKA3aHMIO [IePBOX MOMOIIHM TTOCTPAIABIIAM;

— SHaTb MECTa paCIOJIOKEHHs MEPBUYHBIX CPEACTB MOXAPOTYIIEHWS U IMyTH
9BaKyalllH [IpU MoXKape;

— LI OpeNyNpeXIeHUs HeOJIArompusATHOIO BO3LEHCTBHS Ha  3J0pPOBBE
Ha4aJllbHUKY OTHeNa CJIeAyeT TI0JIb30BaThCs CPEACTBAMH MHAWBMIYalbHOM
3aIlUThI;

— CoOmonaTh MpaBuia JMYHON TIUIHEHBI TpyAa, PEXHUM TPYAa M OTHBIXA,
COZIepXKaTh B YUCTOTE pabouee MECTO.

— 00s3aH BBIIONHUTE TPEOOBAHMUS PEXKHMa pabouero BpeMeHH ¥ BPEMEHH OTIbIXA
TIpH BBIIIOIIHEHUHU COOTBETCTBYIOWMX pabot (K nm.3.2., 3.3., 3.5.), a Takxe Bpems
otaeixa (KJ mm. 3.7., 3.8.).



1.5. Benymuii apxXuBHCT H3BEIaeT HAadaJIbHUKA OTHENa O JH0OOIL CUTYyalluH,
YIpOXaloIerd JKU3HM M 3J0POBBIO JIOAEH, O KaXIOM HECUYaCTHOM Ciydae,
TIPOUCIIEIIIEM B YUPEXKIECHUH, 00 yXyIIIIEHUH COCTOSIHUSI CBOETO 3/0POBbSI, B TOM
YHCJIE O MPOSBIIEHUHU [TPU3HAKOB OCTPOr0 3a00JIeBAHMSI.

1.6. Ecnmu ¢ xem-mubo 13 paOOTHHMKOB MPOM3OINE] HECYACTHBIA Ciyyai, To
NIOCTpaJaBIleMy HEOOXOOUMO OKa3aTh IIEPBYIO IIOMOINb, COOOIIUTH O
CIIyYMBIIEMCSI HAYaIbHUKY OTZela U COXPAaHUTh 0OCTAHOBKY IIPOUCIIECTBHS, ECIIH
3TO HE CO3JIAaeT OMACHOCTH JJIsl OKPYIKAIOLLUX.

1.7. Begymm#i apXWBUCT, [JOIMYCTUBLIMM HapylleHWe MM HEBBLIIOJHEHUE
TpeOOBaHUH HHCTPYKIMM 110 OXpaHe TPyHa, HEceT OTBETCTBEHHOCTb B
COOTBETCTBHUH C NEHUCTBYIOIIUM 3aKOHOIATEILCTBOM.

2. TpeGoBanus oxpaHbl TpyAa nepea HAYaA0M paGOThI
Ilepen Havanom paOOThI BEIYIIHH apXUBUCT JOJKEH:

2.1. HazmeTh crHenomexrmy (crenomexia [NODKHAa OBITH COOTBETCTBYIOLIEIO
pasmepa, YHCTOH H HE CTECHATH IBM)KEHHUH), NPOBEPHUTH HAIWYHE CPEICTB
HHIUBYYalbHOM 3alIUThI, MEAUIIMHCKOW alTeuKy JUIs OKa3aHUs IIepBOH TOMOIIIH,
a TAK)Ke CPeJICTB MOKAPOTYIICHUS.

2.2, TpOBEPUTH COCTOSHME IIOMEILICHHUH apXuBa; MPH HEOOXOMMMOCTH CIIELYET
HaBECTH YHUCTOTY, MOPSALOK U 0OECIIEUUTH HAIUYHe CBOOOIHBIX ITPOXOIOB.

2.3. NpOBEPUTH HCIPABHOCTH JIECTHHI[ U CTPEMSHOK, & TaK)Ke CPeICTB Mayoh
MeXaHU3aluK, IPUMEHSEMBIX ISl IEPEMEIICHUs apXUBHBIX JIOKYMEHTOB.

2.4. nuuHO yOenuThCS B TOM, YTO BCE Mepbl, HEOOXOIUMBIE Mjis OoOecredyeHus
0e30ITacHOCTH, BLITTOJIHEHEI.

2.5. ybemuThcsl B JOCTAaTOUHOCTH OCBEIeHUs padouel 30HbI, 0COOEHHO B TEMHOE
BpeMSsl CYyTOK.

2.6. 0o0paTUTh BHUMaHHWE Ha palMOHAIBHYI) OpraHHU3alMIi0 pabouyero MecTa,
IIOJITOTOBUTH HEOOXOIUMbIe TEXHUUECKUE CPEICTBA U MPOBEPUTH UX paboTy.

2.7. Benyumii apXuBHUCT HE NOJDKEH MPUCTYMATh K paboTe, €CIM Y Hero UMErTCs
COMHEHUs B obecriedyeHuu 6€30MacHOCTH MPU BBIITOJIHEHUH MIPEICTOsIIe! paboThI.

3. TpeOGoBaHus oxXpaHbl TPyAa BO BpeMsl paboThI

3.1. Bo Bpewmsi paboThI BEAYILIUH apXUBUCT JOJDKEH:



— OBITh BEXKIIUBBIM, BECTU Ce0s CIIOKOMHO U BBIIEPKAHHO, H30eraTh KOH(DINKTHEIX
CUTyalluH{, KOTOpbIE MOTYT BBI3BaTh HEPBHO-3MOI[MOHALHOE HAMPSDKEHHE W
OTPa3sUThLCs Ha OE30IIaCHOCTH TPYa;

— OBITH BHUMATEJBHEIM, HE OTBJICKATHCS OT BBIMOJIHEHHS CBOUX 0GS3aHHOCTEN;

— HUCIIONB30BATh MCIIPABHBIC CTPEMSHKH U JIECTHHUIIBI, MMEIOIIUE CIeHaNbHbIE
YCTPOHCTBA OT CKOJIBYKEHHUS;

— CJICZINTE 32 UCIPABHOCTBIO M YCTOMYMBOCTBIO CTEJINaXKeH, MOJIOK JUIsl XpaHEeHHUS
ApPXHUBHBIX JOKYMEHTOB.

— TIPOSBJIATE OCTOPOXKHOCTB IIPH IEPEHOCKE apXUBHBIX JTOKYMEHTOB, YTOOLI HE
CIIOTKHYTBCSL BO BPeMsI XOABOBI O BO3MOXKHBIE TIPEIISTCTBHSL,

— COOJIIO/IaTh yCTAHOBIIGHHbIC HOPMBI TlepeMeIeHus (s MYy>YUH U IKEHIIHH)
TSDKECTER BPYUHYIO.

— COOMIONATh yCTAaHOBIEHHBIE HOPMBI NepeMelleHns (I MyXUYuH U YKEHILIVH )
TSDKECTEH BPYUHYIO.

3.2.1lpy pasMelleHUH apXWBHBIX JOKYMEHTOB HA MeCTax XpaHEeHUsl BeIyIIHUH
ApXUBHUCT NOJDKEH YUUTBIBATH CIIEAYIOIINE OOLHe MPaBUia:

— TpH  pasMEICHUMHM JIOKYMEHTOB CIIe[yeT TPHHATH MEpPBl IPOTHB HX
CaMOIPOU3BOJILHOTO CMEIIEHHUS, TIPOCALKH, MaCHUS;

— JOKYMEHTBl CJIeyeT pasmel@arb C Yy4eTOM HMX MacChl M CIOCOOHOCTH
Ie()OpMUPOBATECS O[] BO3AEHCTBUEM BhIILIEPACIIONOKEHHBIX MaTepHuaoB.

3.3. IIpu XpaHeHuM NTOKyMEHTOB Ha CTEIUIaXaX PEKOMEHIYeTCs HX pasMelleHHe
IIPUMEPHO OJIMHAKOBOTO pasMepa.

3.4.B cnyuae OOHapy)XeHWsl HENPABMIBHO pa3MEIICHHBIX JUIs XpaHEeHUs
JOKYMEHTOB HEOOXOAMMO MPHHSTH Mepbl K MX pa3bopKe M YKIaJKe BHOBB C
yCTpaHEeHHEM 3aMEUEeHHBIX HEJOCTATKOB.

3.5. Bo Bpems pabOThI BeyIIii apXUBHCT HE OJKEH:

— OCTaBJIATH CBOe pabouee MEeCTO; 7TO JIOIyCKAeTCs TOJNBKO € paspelleHHus
HEIMOCPEICTBEHHOIO PyKOBOANTEIS (HAUANBHUKA OTAENA);

— MHCIIONB30BaTh BMECTO CTPEMSHKH WM JIECTHHIBI ClIydalWHbIE IIPEIMETHI
(HampHuMep, SIIUKH, CTYJIBS | T. I.);

— CTAaHOBUTHCS Ha BEpXHME CTYIIEHHM CTPEMSHOK U JICCTHHUII BO M30€XKaHUe MOTEPH
YCTOUYHMBOCTH U Ma[eHNUs,

— OpocaTs J1100bIe MaTepHabl B JOKYMEHThI C BEDXHHUX MOJIOK U CTeJLIaKeH;

— Teperpy»arb MaTepuajaMd U JOKyMEHTaMH BBIIIE [OINYCTUMOM Ha HHUX
Harpy3KH;

— XpaHWTb JOKYMEHTHI HaBajOM M pa3MeIlaTb WX BIUIOTHYIO K pajuaTopam H
TpybaM OTOTLICHHUS;

— BKJIIOYATh 3JIEKTPOOOOPYA0BAHUS, KOTOPBIE 3alPeLIeHbl K 9KCIITyaTal[|H.



3.6. ApXMBHEIE TOKYMEHTBI HYXKHO pa3MeIlaTh Ha CTeIakaX TaKuM obpazom,
4TOOBI OHM He MeIlamy paboTe, 1 UCKIIOUANAch BOBMOXKHOCT UX [1a/1eHHS.

3.7. IloMemenre sl pasMelLeHHs apxyvBa JOJDKHO OBITH obeclieyeHo
[IEPBUYHBIMU CPENCTBAMU II0XKAPOTYINEHHUS, YCTAHOBKOU MOYKAPHOH aBTOMATHKH,
Tene(OHOM M allTeyKoM IS OKA3aHuUs TIEPBOM ITOMOIIH.

3.8. PaGouee mecTo monb3oBaTeNs [IePCOHAJIbHBIM ~ KOMIIBIOTEPOM  CJIEyET
000pyI0BaTh MOACTABKOM AJIsl HOT, UMEIOLIEl lupuHy He Menee 300 mm, riryOuny
He MeHee 400 MM, peryaMpoBKy IO BBEICOTE B mpejenax a0 150 MM U 1o yIILy
HAaKJIOHA OITOPHOM ITOBEPXHOCTHU IOACTAaBKHU 110 20°.

3.9. lns yMmeHbIUEHUs HANpSHKEHHs 3pEHHUs] CIeAyeT YCTAHOBUTH Ha JKpaHe
MOHHTOpa ONTHUMANIBHBIN LBETOBOW PEXMUM (EC/IM Takas BO3MOXKHOCTL UMEETCS);
[IpA 3TOM PEKOMEHAYIOTCS HEHACBIIIEHHBIE [BETA: CBETIO-3€JEHBINA, XKENITO-
3CNIEHBIH, JKEITO-OPAHIKEBBIN, JKEITO-KOPUYHEBEIA; 0 BO3MOXKHOCTH CIEIyeT
130eraTh HACHIIIEHHEIX [IBETOB, 0COOEHHO KPACHOTO, CHHETO, SIPKO-3€JIEHOTO.

3.10. ITpousBoauTh KaKOH-T1MG0 PEMOHT CAMOCTOSTENBHO 3aIperaeTcs.

3.11. TIlpu oOHapykeHWH HEMCIIPABHOCTEH HEMEIJEHHO COOOLIUTH O
HUX HadanpHUKy MTOBu03.

3.12.C 1empl0 CHIDKEHHS 3PHUTENBHOTO M KOCTHO-MBIIIEYHOTO YTOMIICHUS
TIOJIE30BATEINIO CIIEYET COONIOAATh YCTAHOBICHHbIM pexxumM Tpyaa u otasixa (K]
nn.3.2., 3.3, 3.5.), a taxxe Bpemst otaeixa (KJ mm. 3.7., 3.8.).

4. TpeGoBanus OXpaHbI TPYAA B AaBAPUIHBIX CHTYAIHIX.

4.1. B aBapuiinoli 06CTaHOBKE CII/lyeT OOBECTUTH 00 OMACHOCTH OKPYIKAOLIHX
JIIOACH U AEHCTBOBATL B COOTBETCTBUH C [IaHOM JIMKBH/IALIMK aBapuil.

4.2. Bce caMOCTOATENBHO IPHHMMaeMble Mepbl JOJKHEI OBITH HAIpaBIEHEBI, B
NIEPBYIO OYepe/ib, Ha CIIACEHHE XKU3HU U COXPaHEHUE 3I0POBBS JIFO/EH.

4.3. JIeAcTBYsl CaMOCTOSITENIbHO, BeAYIINH apXUBUCT 00s3aH:

— HEMEeIJIEHHO IIPeKpaTUuTh paboTy;

— TPHUHATE MEPHI Ui 5BaKyallUW JIIOJEH W3 OIAacHOW 30HBI, MPeIOTBPAICHHUS
II0IIaIaHuUsI JIFOJIEU B OMMACHYIO 30HY;

— IOCTAaBUTh B U3BECTHOCTH O CIYUYMBILIEMCS HauyaJlbHUKA OT/IENA;



— ODOCTaHOBKY Ha MECTe aBapUU COXPAHUTH B HENPHKOCHOBEHHOCTH, €CIH TO He
YTPOXaET KU3HU UIIU 3J0POBBIO JIIOIEH;

— OKasaTb IOCTPaZaBIUUM [EPBYIO JOBPaueOHYIO MOMOIIb, TPU HEOOXOIHMOCTH
BBI3BATH OpHIaly CKOPO# oMoty 1o Teiedony 103.

4.4. Ilpy BOSHUKHOBEHHUH [105Kapa MM BO3TOPAHHS 00S3aH:

— HCMEIUICHHO BbI3BaTh IMOXapHyto ciiyxk0y no teredony 01,101 wmwmm 1o
coroBomy 101, 112. IIpu BEI30Be HA3BATh agpec H MECTO, /i€ BO3HUK IIoXKap, ImyTu
MOABE3/1a, (PaMUITHIO 3BOHUBILIETO;

— MPUHATE MEPHI 110 9BaKyalluu JIF0AeH U3 30HEI [10Kapa;

— IPHHATE MEPBI K TYyHMICHUIO W JINKBUJALUK TI0Kapa IePBUYHBIMHU CPECTBAMU
IIOXKapOTYLIEHUS.

4.5. B cuTyanusx, yrpoxaromux XU3HH U 310POBBIO:
- MOKMHYTH OIIACHBIN y4aCTOK.

4.6.B ciydae mosBieHHsT HEUCIPaBHOCTH B paboTe KOMIIBIOTEPA, [IOCTOPOHHETO
llymMa, MCKpEHUSA W 3araxa rapu, HEMEIJEHHO OTKIIIOYHMTH SJIEKTPOIPUOOp OT
BIIEKTPOCETH U COOOIUMTH 00 3TOM CHCTEMHOMY aJMUHHUCTPATOPY YUPEIKICHHUSL.
PaboTy npomomKaTh TONMBKO 110C/IE yCTpaHEH!s BOSHUKINEH HEHCIIPaBHOCTH.

4.7 I1pu mony4eHny TpaBMbl HEMEIJIEHHO OOPATHTHCS 38 MEAUIIMHCKON TOMOLITHIO
¥ COOOIIUTE 06 3TOM IUPEKTOPA YUPENKIECHHUS.

S. TpeGoBanusa oXpaHbl TPyAa 0 OKOHYAHHH PAGOTHI

HoJszken:

5.1. IlpuBecTu B mopsaok pabouee mMecTo.

5.2. IlpoBepuTh NPOTHUBOIMOXAPHOE COCTOSHHE KaOWHETa, OTKJIFOYUTH
3JIEKTPONIPUOOPEI ¥ paGOTAIOLIYIO anaparypy, 3aKpbITh ABEPE.

5.3. BHIKIIOYMTH CBET, OTKIIOYWTH KOHAHLKOHEp (B cilydae Haluuus) H
BIIEKTPOIIPUOOPEI.

5.4. CHATD crienoaexmy.

5.5. TmwaTenbHO BBIMBITH PYKH C MBLIOM,

5.6. 3aKpBITh OKHA U JIBEPH.
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