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WHCTPYKIHS IO OXPAHE TPYJIA
I'TABHOT'O APXUBUCTA
OTAEJA HH®OPMAIIUOHHBIX YCJIYT

1. O6mue TpeGoBaHHA OXpaHbI TPyAa

1.1. K Bemonnenno paGoT IIaBHOrO apXWBHCTA IOIYCKAIOTCS JTHIA, MMEIOLIHE
BBICIIIEE PO(ECCHOHATBHOE 00pa3oBaHue i CTax paboThl IO COOTBETCTBYIOLIEMY

)

NPOMHIIO yUPEeXkKIEHUS He MeHee 3 Toja, MPOLISIINHEe MeIUI[MHCKHUIT OCMOTP,
BBOJHBIM U NEPBUYHBIA HMHCTPYKTaXH I10 OXpaHe TpyJa, O0ydeHHe Ge30MacHbIM
METOZlaM TPyZa, NMPOBEPKY 3HAHWH, MHCTPYKTAX IO MOKAPHON GEe30MacHOCTH |

3J'I€KTpO6630HaCHOCTI/I.

1.2. I'naBHBIN apXUBUCT NOIKEH 3HATH:

- 3aKOHBI W HWHbIE HOPMaTHBHbIC MpPaBOBble akThl Poccuiickoi @expepaiuu,

PEerilaMeHTHPYIOLME OTHOLIEHUS B chepe apXUBHOIO J1eJ1a;

- HOpMaTHUBHBIC U METOIUYUECKHUE HOKYMEHTBI, KaCarolluecs OeITeIIbHOCTU apxuBa,

BCIIOMOTATEIbHbIE UCTOPUUECKHUE TUCIUILIAHEL;

- TEKCTOJIOTHUIO;

- COCTaB U COACpKaHNE KOMIIEKCa JOKYMEHTOB, XPaHSIIUXCS B apXUBE;
- CUCTEMBI XPaHEHHUS ¥ KJIACCU(DUKALIUH apXUBHBIX JIOKYMEHTOB;

- BHJIBI CIIPABOYHO-IIOMCKOBBIX CPEJICTB apXHBa;

- OCHOBBI OPTaHU3ALUU TPYa U yIIPaBICHHUS;

- IOPSITOK COCTABJIEHHUS [IJIAHOBO-OTYETHON JOKYMEHTAIUH;

- OTCYUCCTBEHHBIA M 3apyOEXHBIM ONBIT B 0O0JAaCTH apXUBOBEIEHUS
JIOKyMEHTOBEICHHUS,

- OCHOBBI JOKYMEHTAL[MOHHOI0 00ecrnevueHusl yIpaBleHns;

- OCHOBEI IPUMEHEHUS] KOMIBIOTEPHOH TeXHUKH;

- MpaBuJia BHYTPEHHEr0 TPYI0BOTO pacropsiIKa;

- IIpaBUIIa [10 OXpaHe TPyJa ¥ MOXKAPHOH 0€30MaCHOCTH.

- CII0COOBI OKA3aHUsI IIEPBOY ITOMOIITY MPH HECUACTHEIX CIIyYasX.

u



1.3.Bo Bpemst pa6oTbl Ha TIIaBHOrO ApXHUBUCTA BO3JEUCTBYIOT B OCHOBHOM
CJICLYIOLINE OTIACHBIE W BPEIHEIE IIPOM3BONCTBEHHBIE (baxToper:

— [loBpexxnenue opranos noxanus YaCTULAMH TIBLIH;

— IloBpexnenue rias u KOXKHBIX TIOKPOBOB BCIIECTBUE BO3CHCTBHS IIBLITH;,

— IlaneHne ¢ BBICOTHI mity u3-3a iepernaza BEICOT Ha IIOBEPXHOCTH;

— Mexanuveckue onacuocTn IIMPOKOTO CIEKTpa NeHCTBHS,

— Brsixanue pIMu, mapoB BpeAHBIX FA30B U IHLIH IIpY TI0XKape/B3PEIBE;

— OnacHocTs HapyeHu#t oxpamb Tpyna, GE30IacHOCTH U MHBIX HOPMATHBHO-
IIPaBOBBIX AKTOB.

1.4. I'naBHBI! apxuBHCT 06513aH:

— COOJIONAT NpaBHIIa BHYTPEHHETO TPYMOBOTO paclopsiiKa, YCTAHOBJIEHHEIE B
apXUBe;

— co0monaTh TpeGOBaHMS TOHKHOCTHOMN UHCTPYKIIWH;

— cobmonath TpeGOBaHUS HACTOALIEH MHCTPYKUUH, HHCTPYKUHMU II0 OXpaHe
TPYAa, 0 Mepax Mo)xapHo! 6e30MacHOCTH, HHCTPYKLIHH I10 3JIEKTPOOE30TacHOCTH;
— IPOXOIUTE O0y4YeHHe 1O OXpaHe Tpyjaa ¢ IOCJIEIyIOLIEH TPOBEPKOM 3HAHUH
TPeDOBaHUI OXpaHbl TPy A,

— 0Oe3oTiaraTensHo coobmarh Ha4aJIbHUKY OTHeNa 000 BCeX Ciydasx TpaBM,
MUKpOTPaBM, NMPOUCIIEAIINX B TeUeHHEe Pabodero IHs, BKJIEFOYAS [IPOWCILEIIHE
BHE TEPPUTOPUH YUPEIKIECHHUS,

— TIPOXOJUTH 00yUeHHUE I10 OKA3aHUIO TIEPBOH TOMOLIH IIOCTPaJaBIIINM;

— 3HaTb MECTa DACIIOJOXKEHUS MEPBUYHBIX CPEICTB MOXAPOTYLIEHUS H IIyTH
9BaKyalluH IIpU MOXKape;

— CO0II0JaTh NpaBuiia JTUYHON THTHEHB TpyZAa, colepkaTh B YUCTOTe pabouee
MECTO.

1.5, I'maBHBIf apxWBHCT W3BellaeT HAYaNbHHKA OTICNA O JIOGOM CUTyalluH,
YTPOXAIOLIEH JKWU3HM M 3I0POBLIO JIIOAEH, O KAKIOM HECUACTHOM cllydae,
POUCIICAIICM B YUPEXKACHNUH, 00 yXyIIIEHHH COCTOSIHUS CBOETO 37I0POBbS, B TOM
9HCJIE O NMPOSBICHUH IIPU3HAKOB OCTPOr0 3a00JIEBAHHUSL.

1.6. Ecin ¢ kemM-m60 w3 paGOTHMKOB MPOHM30LIET HECYACTHEIN Clly4a#, TO
MOCTPaZaBIIeMy HEOOXOOMMO OKasaTh IIE€PBYIO TOMOIIb, COOGIIUTE O
CJIydMBIIEMCS Ha4aJIbHUKY OT/ENIA ¥ COXPaHUTh OOCTAHOBKY ITPOUCILIECTBHUS, €CITH
3TO HE CO3/Ia€T ONACHOCTH ISl OKPYKAIOILKUX.

1.7. I'naBHpId  apXMBHCT, [OIYCTHBIIMU HApyLICHHE WM  HeBbIIONHEHHE

TpeOOBaHMH HMHCTPYKLHM [0 OXpaHe Tpyla, HECET OTBETCTBEHHOCTh B
COOTBETCTBHMH C AEHCTBYIOUIMM 3aKOHOJATEIECTBOM.

2. TpeGoBaHusi OXPaHBI TPY/a Nepej HAYAIOM PaGOTDI

[lepen HauanoM pabOTHI IVIABHBINA APXUBHCT HOIDKEH:



2.1. TlpoussecTy 3alKCh B XKypHANe ydeTa ¢ OIyueHneM KIIFoya OT KabuHeTa.

2.2. Tlpo#itn yTpeHHu# GUIBTP: Ae3sHHpEKUUS pyK, M3MEPEeHHe TeMIIepaTypbl
Tena.

2.3. TlposepuTs Ge3omacHOCTH paGouero Mmecra, yopaTh HEHY)KHBIE [IPEIMETHI,
0CBOOOIMTE IIPOXOABL, YOS TUTHCS B JOCTATOUHOCTH OCBEIIEHUS.

2.4. Operts cnenonexay u CH3.

2.5. BKIIIOUATE PEIUPKYIIITOPE! BO3MyXa B KaOUHeTe.

2.6. OcerutenpHBle NPHUOOPHI DPEryIHPOBATh TaK, YTOOLI OCBEILIEHWE OBLIO
JIOCTaTOYHBIM, HO HE CJIEITHJIO I1a3a.

2.7. IIpoBepuTh HalMYHe U HCIPABHOCTH MEPBUYHBIX CPEICTB MI0XKapOTYIIEHUS.
2.8. Pabouee mMecTo pabOTHHKA, KOPUIOPEI AOKHEI OBITh JOCTATOUHO OCBELIEHEL.
CBETUIIEHUKH 00SI3aTENBHO JOKHBI ObITh OCHAIIEHBI 3AIUTHBIMHU iadoHaMHu.
3aMeHy NEeperopeBIINX JaMIl U IUIABKMX BCTABOK JODKHBI IIPOU3BOIUTE TONBKO
DIIEKTPOMOHTEPHI.

2.11. Ilpm oOHapyXeHHH HEWMCIIPABHOCTEH HEMEIJIEHHO COOOIIUTh O HHX
PYKOBOJIUTEITIO.

2.12. IIpou3BoquTh KaKOH-TH00 PEMOHT CAMOCTOSTENBHO 3aIPEIaeTCsI.

3. TpeGoBanusa oXpaHbI TPyAa BO BpemMs paGoThbI

3.1 Bo Bpems paGoThl TNaBHEIM apXMBHCT 00s3aH MOAEPKHBATH UYHUCTOTY H
TIOPSIZIOK B IOMELIEHUH apXHBa.

Texuomoruveckoe 000pynOBaHME, UCIONB3yeMOE B paboTe: IMepPCOHANBHbIE
KOMIIBIOTEPHI, PUHTEPLI, MDY, nnaHIIeTHEIH cKaHep.
3.2. B mporecce paboTHI 3aIIpeIaeTcs:
— OTBJICKATHCsI HA TIOCTOPOHHUE JieJ1a U Pa3srOBOPEI;
— MEPEHOCUTE BPYUHYIO I'py3 BecoM OoJiee 7 kT
— OCTaBJIATh O€3 IPUCMOTpA CIIy)KeOHOE I[1OMELLEHHUE;
— HCIOJIB30BaTh CaMOJEIbHbBIE KHUIIATUIBHUKYA, O0OrpeBaTENIM, CBETUIBHUKHA H
MIPOYHE SJIEKTPUUECKUE IPUOOPEI He (HaOpPHUIHOTO U3TOTOBIICHNUS,

3.3. CoOmopmaTs HMHCTPYyKTaX Juii pabOTHMKOB 10  IIPEJOTBPALICHUIO
pacnpocTpaHeHus] KODOHAaBUPYCHOH MH(eKUMH Ha pabouem mecTe oT 10.11.2020.

3.4. Pabouee mecTo (pabouasi 30Ha) U B3aUMHOE PACIIONIOKEHHME €ro 3JIeMEHTOB
IOJDKHBI  00ecIeunBaTh COAEpXKaHHe, TeXHUYeCKoe OOCIIy)XuBaHUe, YOOpPKYy H
YHCTKY MCIIOJIE3YEMBIX Ha paboueM MecTe MeOenu U 000pyI0BaHMS,

3.5. Opranusauust U cojepxaHue paboulx MeCT, a TaKKe PaCCTOSHHA MEXIY
pabounmu MecTamu (pabouMMM 30HAMM) JIOJKHBI OOecrneuynBaTh 6Ge30racHoe

MEPEABHUKECHHE pa6OTHI/IKOB, Oe3oracHble JICWCTBHS 1O pa60Te C UHBEHTAapEM,

3.6. Berxoz u3 cirykeOHBIX TOMEIeHNH He OKHO OBITH 3aT0POKEHO.



4. TpeGoBanust oxpaHbl Tpyia B aBapHHHBIX CHTYALHAX.

4.1. Tlpu BOSHMKHOBEHMH CHTYyaLHi, KOTOPBIE MOTYT IIPUBECTH K aBapusM U K
HECIACTHOMY CITyHaro, COOOIKMTE O HUX HENOCPEACTBEHHOMY PYKOBOIUTENO.

4.2. IIpu BO3HHKHOBEHUH II0XKapa BbI3BAT ciyx0y 101,

TIPUFATH MEPEI K €T0 JIMKBU/IALMH [IEPBUYHBIMY CPEICTBAMY T10KAPOTYILEHHS,
TPHIBITE  MEPEI  II0  COXPAHHOCTH MATEPUANBHEIX LEHHOCTeH U  apXUBHBIX
JOKYMEHTOB.

4.3. OxasaTh MepByl0 MEIHIMHCKYIO [TOMOIL MOCTPafaBIIMM B  Cllyuae
TpaBMaTH3Ma.

S. TpeGoBaHHs 0XpaHbI TPYAA M0 OKOHYAHHH padoThI

I'naBHbIH apxuBHCT K0JTKeH:

5.1. IlpuBectu B mopsmok pabouee MecTo.

5.2. BBRIKIIIOYUTB 371€KTP006OpYI0BaHHE, 3JIEKTPOOCBEIIEHHUE,
5.3. OcTtaButh CIIELIOIEKTY.

5.4. TimaTenbHO BBIMBITE PYKH C MBLIOM.

5.5. 3aKpEITh TIOMEIIEHHE

5.6. Cenath OTMETKY B JKypHaJe U CHATH KIIOY CIIyX6e OXpaHEL.



JIMCT O3HAKOMITEHHS

C MHCTPYKILIMEN 10 OXpaHe Tpya
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