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HHCTPYKIUSA 110 OXPAHE TPYJIA
HAYAJBHHUKA OTAEJA
HNCIIOJIb3OBAHUSA TOKYMEHTOB

1. O6mue TpeGoBaHUS OXPAHbI TPYAA

1.1. K BrmonHeHUI0 pabOT HayalbHUKA OT/eNa JOIMYyCKarOTCs JIMLA, WMEIOIIKe
BBICIIEE ITPO(ecCHOHANIBHOE 00pa30BaHue M CTaX PabOThI II0 COOTBETCTBYIOIIEMY
NPOQUII0 YUPEeXKIEHHUsI He MeHee S5 JIeT, MPOINEAINne MEIUIUHCKANA OCMOTP,
BBOAHBIN W IEPBUYHBIA MHCTPYKTaXHU 110 OXpaHe Tpyla, oOydeHue 6e30MacHBIM
METOJaM TpyJa, POBEpPKY 3HAHUM, MHCTPYKTaX IO MOYKAPHOW OE30MacHOCTH U
3JIEKTPOOE30MacHOCTH.

1.2. HaganpHuk oToena J0JDKEH 3HATh:
- 3aKOHBl W WHBIE HOpPMAaTMBHBIE IIpaBOBBIE akThl Poccuiickoit Denepauuy,

perJaMeHTHPYIONIKE OTHOIICHUS B cpepe apXUBHOTO Jiefa;

- HOpMATHBHBIE U METOJIUYECKHE JOKYMEHTBI, Kacalolliiecs eSITeIbHOCTH apXUBa;
COCTaB U COZIepKaHre KOMILIEKCca TIOKYMEHTOB, XPaHAILMXCS B apXUBE;

- CHCTEMBI XpaHEeHUs U KJTacCU(DUKAIIUY apXUBHBIX TOKYMEHTOB;

- HOPMATHUBBI YCIIOBUN U PEKUMOB XpaHEHUS JOKYMEHTOB;

- BUJIBI CIIPABOYHO-TIOUCKOBBIX CPENICTB apXHBa;

- OCHOBBI TPYIOBOT'O 3aKOHO/1aTE/1bCTBA,;

- OCHOBBI OpTaHM3alliU TPYJa U YIIpaBIeHUS;

- TOPSIIOK COCTABJIEHMs IUIAHOBO-OTUETHOW MOKYMEHTAllMU; OTEUECTBEHHBIA H
3apy0OeXHBIH OMBIT B 00JIaCTH apXUBHOIO €4,

- OCHOBBI JJOKyMEHTAI[MOHHOTO 00eCIIeUeHHsl YIIpaBIeHNU;

- OCHOBBI IPUMEHEHUS KOMIIBIOTEPHOHN TEXHHKH,

- TpaBHJIa BHYTPEHHET 0 TPYAOBOI'O PaCIIOPsIKa,;



- IpaBuJIa 110 OXpaHe TPya U MOXKapHOU 6€30I1aCHOCTH;
- CIIOCOOBI OKa3aHMsl EePBOI ITIOMOIIH IPX HECYACTHEIX CIydasx.

1.3. Bo Bpems paboTsl Ha HauaNbHUKA OTZENa MOI'YT OKa3bIBaTh HEGIArOIPUITHOE
BO3JICHCTBHEC B OCHOBHOM CJIEJyIOIIHE OIAaCHble W BpeHbIE MPOM3BOICTBEHHBIC

(baxTopsr:

— [loBpexieHne OpraHoB AbIXaHKs YACTULAMHE IIBUIH;

— IloBpesxienue a3 u KOXKHbIX [IOKPOBOB BCIIENCTBHE BO3EHCTBHS MBLITH;

— llaneHue ¢ BBICOTBI MM 13-3a IIepernafia BEICOT Ha TOBEPXHOCTH;

— MexaHu4ecKkne OracHOCTH LIMPOKOro CHeKTpa AeHCTBU,

— BrpixaHue nbivu, napoB BpeHBIX Fa30B U MBUIH TIPU TIOKape/B3pHIBE;

— OnacHoCTh HapyIleHu# OXpaHsI Tpyaa, GE30MACHOCTH M HMHBIX HOPMATHBHO-
IIPaBOBBIX aKTOB.

1.4. HauaneHuk oTaena o6sa3aH:

— coburozats [IpaBuna TpynoOBOro pacropsiiika, yCTaHOBJIEHHBIE B OPraHU3aLHK;

— cobronaThk Tpe6OBaHMUS OIKHOCTHON HHCTPYKIIUY;

— cobmonaTe TpeGOBaHMA HACTOSIIEH HHCTPYKIUM, HHCTPYKIUH O Mepax
IOXXapHO! 0e30MaCHOCTH, HHCTPYKIIUH 110 3JIEKTPOGE30MacHOCTH U He JOIyCKaTh
HapyIIEeHUs 3TUX TPeOOBaHUM ApyTuMK pabOTHUKAMY,

— IPOXOAUTH OOy4YeHHe MO OXpaHe Tpyda C IMOCIeyIolIell MPOBepKoi 3HAHMIA
TpeOOBaHUM OXpaHbl TPY/1a;

— 0e30TaraTebHO COO0IATh KYPHUPYIOIIEMY 3aMECTHTENIO ¥ HAUaNbHUKY OTIeINa
OpraHM3alliOHHO-IIPAaBOBOA paboTEl 000 BCeX Ciydasx TpaBM, MUKDPOTPABM,
IPOUCIIENINX C TIOAYMHEHHBIMH B TEUeHHEe paboyero [IHsA, BKIIOYas
MIPOUCIIEIIINE BHE TEPPUTOPUH YUPEIKICHHUS,

— MPOXOUTH 00y9eHHE [0 OKA3aHUIO TIePBON ITOMOIIH MTOCTPAJABILIM;

— 3HAaThb MECTa PACIIOJIOXKEHMs IEPBUYHBIX CPEACTB IOXAPOTYIICHUS M IIyTH
9BAKyalluy IIPU MOXKapE;

— UL TPemynpeXxneHus HeOJIaronpHsITHOTO BO3ACHCTBUS Ha  3I0POBBE
HaYaIbHUKY OTZAENla CIeAyeT II0Jb30BaThCsl CPEACTBAMH WHIWBUIYaAILHOM
3aIIUTBI,

— coOmofaTh mpaBuia JMYHOM THUCHEHBI TPYAa, PEXHUM Tpylda M OTAbIXa,
coZiepxaTh B UACTOTe pabouee MeCTo.

1.5. HauvaneHumk otaena o6si3aH BBINOJIHHUTH TpPeOOBaHUSA pexuma pabouero
BPEMEHM W BPEMEHM OTHbIXa IIPHU BBIIOIHEHUM COOTBeTcTBYyroImX pabor (K]I
nn.3.2.,3.3., 3.5.), a takxe Bpems otasixa (KJI . 3.7., 3.8.).

1.6. HaganpHUK OTxeNa M3BEINAET AUPEKTOpa O JIOOOW CHUTYaIlUH, YrpOKaroIiei
KM3HU W 3I0POBBIO JIFONEH, O KaXIOM HECYaCTHOM ClIydae, IMPOHUCIIENINeM B



YUPEXKICHUH, 00 YXYOIICHHUH COCTOSHHUS CBOET0 3A0pPOBBsI, B TOM YHCIIE O
IIPOSBJICHHUH IIPU3HAKOB OCTporo 3a00JIeBaHus.

1.7.Ecin ¢ kemM-nu6o M3 paGOTHUKOB POM30IIENl HECYAaCTHBIA CIy4ai, TO
[OCTpazaBIIEMy — HEOOXOAMMO  OKasaTh TEpBYIO  [OMOIIb, COOOIIUTE O
CILyTUBILIEMCS PYKOBOJMTENIO M COXPAHUTh OOCTAHOBKY MPOUCIIECTBUS, €CIH 5TO
HE CO3aeT OMACHOCTH TSI OKPYKAIOIIHX.

1.8. HavaneHuk oTHena,  JOMyCTHBIIHH HapylleHWe WKW  HEBBIIOJHEHHE

TpeOOBAHMH MHCTPYKLHH [0 OXpaHe TpyjAa, HECeT OTBETCTBEHHOCTH B
COOTBETCTBUH C JEHCTBYIOIINUM 3aKOHOJATEIbCTBOM.

2. TpeGoBanusi oXpaHbI TPy/a Nepe] HAYAIOM padoThI
Ilepen Hauamom paGoThI HAYAIBHUK OTIENA JOJIKEH:

2.1. HazmeTh CHeHoAeXmy (CIELOAeXIa HOMKHA OBITH COOTBETCTBYIOIIETO
pasMepa, YHCTOM M He CTECHATh [BMXEHMH), IPOBEPHTh HAIHYHE CpPELCTB
MHIUBHyalbHOH 3aIlUThI, MEUIMHCKON aNTeuKHy i OKa3aHUs IepBOil ITOMOIIH,
a TaKXKe CPEJCTB I0KaAPOTYIIIEHHUS.

2.2. TPOBEPUTH COCTOSIHHE IOMELIEHUH apXuBa; NPHU HEOOXOIUMOCTH crengyer
HABECTH YUCTOTY, IOPSIOK U O0ECIIEUUTE HAJTUIUe CBOOOIHBIX IPOXOIOB.

2.3. IIPOBEPUTL HCIIPABHOCTH JIECTHHUI[ U CTPEMSHOK, a TakKXe€ CPeICTB MaJIon
MEXaHUu3aluH, IPUMECHSIEMBIX HJId IIEPEMCIICHUS apXUBHBIX JJOKYMEHTOB.

2.4. nudHO YOEOUTHCS B TOM, UTO BCE MepbI, HeOOXOaUMbIe Ui 0oOecrnedeHust
0e30I1aCHOCTH, BBIIIOJIHEHEI.

2.5. y0OemuThes B JOCTATOYHOCTH OCBEILEHHs pabodeil 30HBI, 0COOEHHO B TEMHOE
BpEeM:I CYTOK.

2.6. oOpartuTh BHHUMaHME Ha palMOHAIBHYIO OpraHM3aLMIo pabouero Mecra,
OATOTOBUTH HEOOXOIMMBIE TEXHHUECKHE CPE/ICTBA U [IPOBEPUTH MX PaboTYy.

2.7. HavanpHuk oT[ena He JOJDKEH MPHCTYNaTh K paboTe, ecly y HEero MMerTCs
COMHEHUs B 00ecieueHur 0€30IaCHOCTH IIPH BBIIOIHEHHUHU TIPECTOSIIEN paGoTEL.

3. TpeGoBaHusi oXpaHbl TPyda BO BpemMsi paboThI

3.1. Bo Bpems paGoThl Ha9aIbHUK OT/EIa JOJDKEH:



— OBITH BEXKIIMBEIM, BECTH ce0sl CIIOKOMHO M BBRIIEPIKAHHO, H36erarh KOH(IUKTHBIX

CHTyaHHﬁ, KOTOpPEIE MOTYT BBI3BAThH HCPBHO-OMOLIMOHAJIBHOE HAIIPsSDKEHUE |
OTPAa3UTHEC Ha Oe30macHOCTH Tpyada,

— OBITE BHUMATEJIbHBIM, HE OTBJICKATHCS OT BBIIIOJIHEHUS CBOUX 065138.HHOCT€I;'I;

— HCIIOJIB30BaTh HCIIPaBHBIE CTPEMSIHKHU U JIECTHHIBI, MMECIOILIIUE CIICIIHaIbHbBIE
YCTPOWCTBA OT CKOJIBKEHHUSI,

— CJIC[UTH 32 UCIPABHOCTBIO U YCTOWYMBOCTHIO CTEIIaXKeH, MOJIOK I XPaHeHUs
ApXUBHBIX TOKYMEHTOB.

— HPOSIBJIATE OCTOPOXKHOCTH IMPH IIEPEHOCKE aPXMBHBIX JOKYMEHTOB, YTOOBI He
CIIOTKHYTHCS BO BPEMSI XOJB0bI O BO3MOXKHBIE TIPEIISTCTBUS;

— COOJIO/ATh yCTAHOBIIEHHBIE HOPMEI IIePEMELIeHUs (JUTA MYXKUMH H IKCHIIHH)
TSOKECTEH BPYUHYIO;

— cobmoxats MWHCTpyKTaX UL COTPYJHWKOB IO  IPEIOTBDALIEHHIO

pacrpocTpaHeHus: KopoHaBupycHol nudexkunu COVID-19 Ha paGouem mecTe OT
10.11.2020.

3.2.Ilpu pasMelieHHH apXUBHBIX TOKYMEHTOB Ha MECTaX XPaHEeHHS HavyallbHUK
OTAeNa MO/DKEH YYUTHIBATh CIIeIyollne OOLIre IpaBria;

— TpPUH  pasMeLICHWH [OKYMEHTOB CJIeAyeT IPHHSATH MepBl IPOTHB KX
CaMOTIPOM3BOJIBEHOIO CMELIEHUS, TIPOCAIKH, TTaeHHUs;

— JOKYMEHTBI CJIelyeT pasMmeliaTb C YYeTOM WX MacChl M CIOCOOHOCTH
Ae(OopMHUPOBAThCS MOJ] BO3AEHCTBUEM BBILIEPACTIONOKEHHBIX MATEPUATIOB.

3.3. Ilpu XpaHeHHMH JOKyMEHTOB Ha CTEJUI&KaX PEKOMEHIYETCS MX pa3MeIleHHe
IIPUMEPHO OJJUHAKOBOTO pa3mepa.

3.4.B cnydae oOHapyXeHHs HEMPABWIBHO pasMELIEHHBIX [UI XpaHEeHHs
JOKYMEHTOB HEOOXOAMMO IpPUHSITH MEphl K MX pa3bopke M yKIaJKe BHOBL C
YCTPaHEHUEM 3aMEUEHHBIX HEJJOCTATKOB.

3.5. Bo BpeMs paOOThI HAaYaIBHUK OT/Ea HE JOJKEH:

— OCTaBJATh CBOe paboyee MECTO; ITO JOIMYCKaeTCsl TOJIBKO C pa3perieHus
HEIMOCPEICTBEHHOTO PYKOBOUTEIIS;

— HCIIOJB30BaTh BMECTO CTPEMSHKM WM JIECTHULBI ClIydalHble ITPEIAMETHI
(Hampumep, SIIIUKH, CTYJIbS U T. 11.),

— CTAHOBUTHCS HA BEpXHUE CTYIIEHU CTPEMSHOK U JIECTHHUI] BO U30eKaHUE MOTepU
YCTOMYUBOCTH U MTAJCHUS;

— Opocarth JiroOble MaTepHalbl U JJOKYMEHTHI C BEPXHUX TOJIOK U CTeJIaxel;

— IeperpyXxarb MaTephajsaMd U JOKYMEHTaMH BbILIe JOIMYCTUMON Ha HHUX
HarpysKu,

— XpaHHUTh JOKYMEHTHl HAaBaJlOM M pa3MelllaTh MX BIUIOTHYIO K paguaropaM Hu
TpyOam OTOILICHHUS;

— BKJTFOUATB 3JIEKTPOIPUOOPHI, KOTOPBIE 3aIIPEIIEHB] K SKCIUTYaTallHH.



3.6. ApXHBHBIE TOKYMEHTHI HYXKHO DPa3MeIlaTbh HA CTEIaXax TAKUM o0paszom,
4TOOBI OHM He MeIlaiy paboTe, ¥ UCKITI0YaNach BOZMOXKHOCTE WX TIaeHHs.

3.7. IlomelieHre 1 pasMelleHMs apXuBa JIOJKHO OBITh  OGECIEYeHO
IEPBUYHBIMK CPEACTBAMU I10XKAPOTYIIEHHs, YCTAHOBKOW IMOXKAPHONH aBTOMATHKH,
TeIe(POHOM H alTeUKOH [T OKa3aHusl [IepPBOit IIOMOILLIH.

3.8. Pabodyee MecTo TONMB30BATeNss IEPCOHANBHBIM KOMIIBIOTEPOM clenyer
000py10BaTh MOCTABKOMN sl HOT, MEIOLIeH MHpHHY He MeHee 300 M, riryOuHy
He menee 400 MM, peryiampoBKy IO BBICOTE B mpezenax m0 150 MM ¥ 1o yriy
HaKJIOHa OTIOPHOM IIOBEPXHOCTH MOACTAaBKH 110 20°.

3.9. st yMeHbIUEHWS] HATIPAXXEHMS 3PEHUs CIENyeT YCTAaHOBUTH Ha 9SKPAHE
MOHWMTOPa ONTHMAaJbHBIM LBETOBOM peXHM (ECIH Takas BO3MOKHOCTH MMEETCS);
IIpX O3TOM PEKOMEHIYIOTCSI HEHACBILIEHHbIE I1IBeTa: CBETJIO-3€JIeHBIH, XeITo-
3EJICHBIH, JKEITO-OPAHIKEBbIN, JKENTO-KOPUUHEBBIH; 110 BO3MOYKHOCTH CIELyeT
130erath HACHIIIEHHBIX [IBETOB, 0COOEHHO KPACHOT0, CUHETO0, APKO-3eICHOTO.

3.10. ITpon3BOaMTE KaKOH-THO0 PEMOHT CAMOCTOSITENBHO 3aIIpelaeTcs.

3.11. Ilpm oOHapyKeHWM HEWUCIIPaBHOCTEH HEMeJIeHHO COOOIIUTL O
HuX HayanbHUKy MTODuO3.

3.12.C 1menpr0 CHWXEHUS 3pHTEIBHOIO ¥ KOCTHO-MBIIIEYHOIO YTOMJIEHHS
II0JIB30BATENIO CIIEyET COONIOAATh YCTaHOBICHHBIM pexkuM Tpyaa u otabixa (K]
mm.3.2., 3.3, 3.5.), a taroke Bpems otaeixa (KJI om. 3.7., 3.8.).

4. TpeGoBaHuUs1 OXpaHbI TPYAA B aBAPHIHBIX CHTYAIHAX.

4.1. B aBapuliHOM 0OCTaHOBKE ClielyeT OTIOBECTUTh 00 OMaCHOCTH OKPYIKAFOIIMX
JIOeH U IeHCTBOBATh B COOTBETCTBUH C IJIAHOM JIMKBHAALIMH aBapHUil.

4.2. Bce caMOCTOSITEIBPHO IpPUHUMAaeMble Mepbl IODKHBI OBITH HAaIllpaBleHEBI, B
IIEPBYIO OUEpelb, Ha CIIACEHUE KU3HU U COXPAaHEHHUE 3[I0POBBS JIFOICH.

4.3. JleficTBysl CaMOCTOSITEILHO HaYaIbHUK OT/ieNa 00s3aH:

— HEMEeJJIEHHO IIpeKpaTUuTh paboTy;

— IPUHATH MEphl Ul 3BaKyalldd JIIOJEH M3 OMACHOW 30HBI, MpeloTBpalleHUs
TIOTIaIaHUS JIFOJIEY B OMacHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTH O CIyYUBIIEMCSI PyKOBOJCTBO;

— 00CTaHOBKY Ha MeCTe aBapud COXPaHHUTEL B HEPUKOCHOBEHHOCTH, €CJIA 3TO HE
YIPOXaeT >KU3HU WIIX 300POBBIO JIFOJIEH;



— OKazaTh IOCTPaJaBIINM IEPBYIO NOBpaueOHYIO TTOMOIIb, MTPU HEOOXOIUMOCTH
BBI3BATH OpUTray cKopol momoty mo teiedony 103.

4.4. TTpy BOBHUKHOBEHUH T10Kapa UM BO3ropaHus o0s3aH:

— HEMEJUIEHHO BbI3BaTh MOXapHyto ciyx0y mo Ttenedony 01,101 wmmm 1o
coroBomy 101, 112. IIpu BrI30BE Ha3BaTh aipec U MECTO, I/ie BO3HUK I0OXKap, ITyTH
noabe31a, GaMUIuio 3BOHUBIIETO;

— NPHUHATH MEPEI 110 3BaKyalllHU JIFOJIEN U3 30HBI [T0XKapa;

— IIPHUHATH MCPBI K TYIICHUIO U JIMKBUJAUK I10XKapa IMEePBUYHBIMHU CpeACTBaMU
IIOKapOTYLICHHA.

4.5. B cuTyanusx, yrpoKaroIuX KU3HA U 3[0POBLIO:
- IOKUHYTh OMIACHBIN y4acTOK.

4.6.B crnyyae mosiBieHHs HEUCIIPABHOCTH B paboTe KOMIBIOTEPA, IIOCTOPOHHETO
IyMa, MCKPEHWS M 3alaxa rapu, HEMEeIJIEHHO OTKIIIOUUTH 3JIeKTPONPHOOp OT
BJIEKTPOCETH U COOOLIUTH 00 3TOM CHCTEMHOMY AIMHHUCTPATOPY YUPEKIEHHS.
PaboTy npomoikaTh TOIBKO [TOCIIE YCTPaHEeHUS] BO3HUKITIEH HEUCIIPABHOCTH.

4.7 Ilpu mosry4yeHUH TpaBMbl HEMEIJIEHHO 00paTUTHCS 38 MEAULIMHCKOM TOMOIIIBIO
U COOOIIUTE 00 3TOM JUPEKTOpa YUPEKICHHUS.

S. TpeboBaHus OXpaHbI TPYAA MO0 OKOHYAHHH PadOTHI

Homnxen:

5.1. IIpuBectu B nopsiok pabouee MecTo.

5.2. IlpoBepuTh HPOTUBOMOXKAPHOE COCTOSIHME KaOHHETA, OTKJIFOYUTH
3JIEKTPOIIPUOOPHI U pabOTaIOLIYIO annaparypy, 3aKpbITh IBEPb.

5.3. BBIKIIOYMTH CBET, OTKJIIOYWTh KOHIWIMOHep (B clyyae HaJIdUHs),
PELUPKYIISITOP U SJEKTPONPUOOPEI.

5.4. CHATB CIELOJEKTY.

5.5. TmaTenbHO BBIMBITH PYKUA C MBIJIOM.

5.6. 3aKpbITh OKHA U IBEPH.
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