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1. OGume TpeGoBaHus OXpaHbI TPyJa

1.1. K BhImonHeHUI0 paGoT HauaNbHUKA OTIENA TOTIYCKAIOTCs JIMIA, UMEIOIIHE
BBICIIIEE IPO(QECCHOHANBHOE 00pa3oBaHue 1 CTaX paboTHI Mo COOTBETCTBYIOLIEMY
NpoWI0 yIpeKIeHUs: He MeHee 4 Tofa, MPOLIEIIAe MeUIMHCKI 0CMOTD,
BBOIHBIH M IEPBUYHBIA UHCTPYKTAXH 0 OXpaHe Tpyna, oOydeHue Ge30MacHbIM
METONaM TpyJa, MPOBEPKY 3HAHWH, WHCTPYKTaX IO MOKAPHOM 6e30IaCHOCTH M
3IEKTPOOE30MaCHOCTH.

1.2. HavansHuk oTnena moiKed 3HATh:
- 3aKOHBI W WHbBIE HOPMATHUBHBIC IPaBOBBIE aKThl Poccuiickoit Denmeparuw,

PETIIaMEHTUPYIOIINE OTHOIIEHHS B chepe apXUBHOTO [ea;

- HOPDMATHBHBIE M METOOUYECKHE [OKYMEHTBI, KACAIOIUEeCS esSTelIbHOCTH
ApxwuBa;

- COCTaB U COAEpIKaHME KOMILIEKCa TIOKYMEHTOB, XPaHsIUXCsl B ApXuBe;

- HOPMaTUBBI YCJIOBHN U PEXMMOB XPaHEHUsS JOKYMEHTOB;

- BUJIBI CTIPABOYHO-ITIOMCKOBBIX CPEJICTB APXUBA,;

- OCHOBBI TPYZOBOI'0 3aKOHOIATENILCTBA;

- OCHOBBI OpraHMU3aLUu TPyia U YIIpaBIeHHUs;

- IOPSJIOK COCTABJIEHHS [JIaHOBO-OTYETHOM TOKYMEHTALMH;

- OTEYECTBEHHBIM M 3apyOekHBId ONBIT B 00JaCTH apXMBOBEJCHHS U
JIOKyYMEHTOBEICHUSI,

- OCHOBBI JOKYMEHTAI[HOHHOI'O 00ECIIEYEH S YIIPaBIEHNUS,

- OCHOBBI IIPUMEHEHUS KOMITBIOTEPHOH TEXHUKH;



- IpaBUJia BHYTPEHHEr 0 TPYIOBOTO PACIIOPSIIKa;
- IpaBUJIa [0 OXPaHe TPyJa U MOXKapHOH 6e30IaCHOCTH;
- CIIOCOOBI OKa3aHus EPBOH MOMOIIY [PU HECUACTHEIX CIIY4asix.

1.3. Bo Bpems paboTEI Ha HaYalbHUKA OT/IENA MOTYT OKA3bIBaTh HeOJIarONPUsITHOE

BO3JICHCTBUE B OCHOBHOM CJIE/YIOIIME ONACHBIE W BPEAHBIE MIPOM3BOICTBEHHbIE
(paxTopsr:

— [loBpexnenye opraHoB JbIXaHUs YACTHLAMH I1bLIH;

— loBperxxaenne ras 0 KOXKHBIX TOKPOBOB BCJIEICTBHE BO3LEHCTBUS MU,

— llajenue ¢ BRICOTHI M M3-3a IIepenajia BEICOT Ha IOBEPXHOCTH,

— Mexann4eckye OIaCHOCTHU [IMPOKOTO CHEKTpa ASHCTBHS;

— Bapixanue ipivu, MapoB BPeIHBIX Ta30B 1 MBLIH TIPU T10XKApe/B3DbIBE;

— OmnacHOCTb HapylleHul OXpaHbl Tpyla, GE30MACHOCTH U MHBIX HOPMATHBHO-
IIPABOBBIX aKTOB.

1.4. HayansHuk oTaena o0s3au:
— cobmonate Ipaswmina TPYZAOBOT'O PacTopsi/iKa, YyCTaHOBIEHHBIE B OPTaHU3AIUH;
— co0moaTh TpeGoBaHM JOKHOCTHOM UHCTPYKIINH,

— cobmonate TpeGOBaHUS HACTOSIIEH WHCTPYKLHH, HHCTPYKIIMH O Mepax
NoXapHO! 0e30IaCHOCTH, MHCTPYKIMH 110 3JIeKTPOOE30IIaCHOCTH 1 He JOIIyCKaTh
HapyLIeHUsI STUX TPEOOBAHUHN IPYTHUMH PaOOTHUKAMUY;

— IPOXOIUTh O0ydYeHHEe IO OXpaHe Tpyda ¢ MOCierylomleit IIPOBEPKOM 3HAHUM
TpeOOBaHWH OXpaHbI TPY/a;

— 0esoTyIaraTenbHo coo0MIaTh KypUpYIOIEMy 3aMECTHTENO 1 HavaJIbHUKY OTAesa
OpraHM3allMOHHO-IIPaBOBOM paboTel 000 BCeX ClydasX TpaBM, MHKPOTDPABM,
[IPOUCIICAINX C IIOJYMHEHHBIMH B Te4YeHHWEe pabouero [Hs, BKIIOYas
[IPOUCIICAIINE BHE TEPPUTOPUH YUPEIKICHHUS,

— IPOXOAUTH 00y9YeHHe 110 OKa3aHUIO NIEPBO IIOMOILH MOCTPAIABLINM;

— 3HaTh MeCTa pACIOJIOKEHUS TMEPBHYHBIX CPENCTB IOXKAPOTYIICHUS M IIyTH
9BaKyalliH [IpHU [10XKape;

— A IOpeAyNpexIeHus HeOJIaronpuaTHOrO BO3AEHCTBHS HA  3/I0POBbE
Ha4aJlbHUKY OTZAeNa CJEeNyeT II0Jb30BAThCS CpPEACTBAMU HHIWBHAYAILHON
3aILUTHI;

— coOmojath npaBuiia JIMYHOM TIHIHMEHbl Tpyla, peXUM TpyAa M OT/bIXa,

COIACPXKATh B UHUCTOTE pa60qee MECTO.

1.5. Hawanenuk otznena oOs3aH BBIIONHUTH TpeGOBaHUS pexuMma pPabodero
BPEMEHU U BPEMEHM OTABIXa IIPH BBIIIOJIHEHHWU COOTBETCTBYyRomux paboT (KJI
nm.3.2., 3.3., 3.5.), a taxxe Bpems orapxa (KJ mm. 3.7., 3.8.).



1.6. HavanbHuk oTnena u3BemaeT JUPEKTOpa O 060N CUTYaLHH, yrpoxKaromeil
’KM3HH U 370POBBIO JIFOJEH, O KaXKJOM HECUacTHOM Cilydae, MPOMCLIEAIIEM B
YUIPeXIeHUH, 00 yXyIIIEHUH COCTOSHHS CBOEr0 3J0POBBS, B TOM YHCIE O
MIPOSIBJICHUH IIPU3HAKOB OCTPOT0 3a00JIeBaHMS.

1.7.Ecnu ¢ xem-1u60 M3 pabOTHMKOB [MPOW3OLIE] HECYACTHBIH ciydail, TO
MOCTpafaBIIeMy  HEOOXOAMMO —OKa3aTb [MEPBYID MOMOLUb, COOOIIUTL O
CIyHMBLIEMCS PYKOBOAUTEIIO U COXPAHUTh OOCTAHOBKY MPOMCILECTBHS, ECIU TO
HE CO3/1a€T ONACHOCTH JJISI OKPYIKAFOIIHX.

1.8. Hayanpnuk  oThena, JOMyCTHBIIMM — HapyLIeHHe WIM  HEBBIIOJHCHHE
TpeOOBaHUH MHCTPYKLMM 1[I0 OXpaHe TpPy/Aa, HECeT OTBETCTBEHHOCTb B
COOTBETCTBHH C JIEHCTBYIOILINM 3aKOHOATEILCTBOM.

2. TpeGoBanus oxpaHbI TPyJa epe] HAYAIOM PaGoThI

Hepeﬂ Ha4dyaJloM pa6OTI>I HadaJIbHHK OT[eJia JOJIKEH:

Sl HaJZeTh CIELOMASKAY (CreLojexaa AoJKHa ObITh COOTBETCTBYROILIICI'O
pa3mepa, YUCTOM M HE CTECHITH ,l],BH)KGHHﬁ), IIPOBEPUTH HaJIW4YHUE CpPELCTB
I/IH,B;HBHI[yaHBHOI\/JI 3allIUThl, MEAUIIMHCKOM allTeUKH JJIs OKa3aHU s nepBoﬁ IIOMOIIH,
a TakKXXe CPEeACTB MMOXKAPOTYIIEHHUS.

2.2. TIDOBEPUTH COCTOSIHME IMOMEIIEHHH apXuBa; MpU HEOOXOAMMOCTH CIELYeT
HaBECTU YUCTOTY, TIOPANOK ¥ 00ECIEUUTh HANW4Ke CBOOOHEIX IIPOXO/IOB.

Dshe IIPOBEPUTDL HCIIPABHOCTH JIECTHHI[ M CTPEMSIHOK, a TaKXKe CpEACTB MaJlon
MEXaHHU3alluu, IPUMEHACMBIX JJI IICPEMEILICHUSA APXUBHBIX JOKYMCHTOB.

2.4, nu4HO yOemWTBhCS B TOM, YTO BCE MEpPBI, HEOOXOIMMBIE AJISI obecreueHus
0e3011aCHOCTH, BBLITIOJIHEHDI.

2.5. ybennuThCs B JOCTATOYHOCTH OCBEIIEHHUST paboueil 30HbI, 0COOEHHO B TEMHOE
BpeMsI CyTOK.

2.6. 0o0paTWTh BHHMaHHE Ha PAlMOHAIBHYIO OpraHM3alui0 pabouero MecTa,
IIOArOTOBUTH HEOOXOAUMBIE TEXHUYECKUE CPEJICTBA U MPOBEPUTH UX paboTy.

2.7. HauanpHUK OTHena He JOJDKEeH MPHUCTYNaTh K paboTe, eClik y HEro UMEHTCs
COMHeHUs B o0ecriedeHuU 0e3011aCHOCTHU IIPH BBIMTOJIHEHUH IPEICTOSINENH paboThI.

3. TpeGoBaHus 0XpaHbl TPyAa BO BpeMsi paboThl

3.1. Bo Bpems pabOThl HaualbHUK OTAENA JOJIKEH:



— OBITH BEXIJIMBEIM, BECTU Ce0sl CIIOKOMHO U BBIIEPKAHHO, H30eraTh KOHQIMKTHBIX
CHUTyalli{, KOTOpbIE MOTYT BBI3BaTh HEPBHO-OMOLMOHAIBHOE HANpPSDKEHHE K
OTPa3HThLCs Ha 6€30IIaCHOCTH TPYAa;

— OBITb BHUMATENBHEIM, HE OTBJICKATHCS OT BBITIONHEHHUS CBOMX 0GS3aHHOCTEN;

— HCTOJIb30BaTh HWCIPABHLIE CTPEMSHKU M JIECTHHMI[bI, MMEIOLIUE CIelHaTbHbIE
YCTPOKCTBA OT CKOJILYKEHHUS;

— CJICIUTDH 38 MCIPAaBHOCTBIO M YCTOMYHUBOCTBIO CTEIUIAXEH, [OIOK Ui XPaHEeHHUS
ApXUBHBIX TOKYMEHTOB.

— HPOSIBIATE OCTOPOXKHOCTH TIPH IEPEHOCKE apXWBHBIX JOKYMEHTOB, YTOOBI He
CIIOTKHYTBCSI BO BpeMs XOABOB! O BO3MOXKHBIE IIPEISATCTBUSL,

— CoOMofarth  MHCTPYKTaX JUIA  paGOTHMKOB MO  NPEeIOTBPALICHHUIO
pacrpoCcTpaHeHHUsI KOPOHABUPYCHOW MH(eKuu Ha paboyem Mecte oT 10.11.2020.

3.2. 1lpu pa3MelLIeHNH apXWBHBIX JOKYMEHTOB Ha MECTaxX XPpaHEHUs HadallbHUK
OTZeJa NOJDKEeH YUYUTHIBATE ClIEIyIolIre O0IIre IpaBma:

— T0pHA  pasMEIIeHHH JOKYMEHTOB CJIeNyeT TIPHHATh Mephbl [POTHB HX
CaMOIPOU3BOJIBHOTO CMEILEHHSI, TPOCAIKH, I1aJIEHUS;

— MEXIy CTejulaXxaMH JIOJUKHBI OBITh [PeJyCMOTPEHbl TPOXOALl IUMPUHON He
MeHee | M;

— JOKYMEHTBl CJIeAyeT pasMellaTb C YYeTOM MX MacChl U CIIOCOOHOCTHU
IehOPMHUPOBATHCS 10T BO3AEHCTBUEM BEILIEPACIIONOKEHHBIX MaTepUasoB.

3.3.Tlpu xpaHeHHM NOKYMEHTOB Ha CTejllaXkax PEKOMEHJYeTCs MX pa3MELIeHHe
IIPUMEPHO OJMHAKOBOIO pasMepa.

3.4.B cnyuae oOHapyXKeHHSI HENPABHIBHO DPAa3sMEIUEHHBIX [N  XpPaHeHHS
JOKyMEHTOB HEOOXONUMO MPHHATH MEphl K HX pa3bopKe W yKIajgke BHOBB C
YCTPaHEHUEM 3aMEUEHHBIX HEJOCTATKOB.

B - D BpEMs pa60T51 Ha4daJlbHHUK OTAeJla HE JOJIKEH:

— OCTaBIIITh CBOE paboyee MECTO; 3TO [OIYCKAeTCsl TOJNBKO C paspelleHus
HETIOCPEACTBEHHOTO PYyKOBOIUTEIIS;

— HCIIOJIB30BAaTh BMECTO CTPEMSHKH WM JIECTHHIIBI CllydalHble MPEIMETHI
(HampuMep, SIIIUKH, CTYJIbS | T. I1.);

— CTaHOBUTBLCS Ha BEPXHME CTYNIEHM CTPEMSHOK U JIECTHHUI] BO U30EKaHKE [TOTEPU
YCTOMYMBOCTH U MaICHUS,

— Opocatb 1r00bIe MaTepHalbl U TOKYMEHTHI C BEPXHUX TIOJIOK U CTeIUIaXeH;

— IIeperpy’kaTb MaTeprhajaMH M JOKyMEHTaMH BBIIIE JOMYCTHMOW HA HUX
Harpys3KHu;

— XpaHUTh AOKYMEHTBHI ‘HaBaJOM M pasMellaTb MX BIUIOTHYKO K pajuaropam H
Tpy0am OTOTUIEHWUS;

— He [IePEHOCUTh BPYUHYIO Ipy3 BecoM Oonee 7 KT,



— BKJIFO4YATh 3H6KTpOO60py,HOBaHI/IH, KOTOPBIC 3aIIPEILCHBI K OKCIITyaTal[huu.

3.6. ApXuBHEIE TOKYMEHTHI HyXHO pa3MellaTh Ha CTeIAKaX TaKUM oOpazowm,
YTOOBI OHH He MeIlany paboTe, ¥ UCKIH0UaNach BO3MOYKHOCT HX MaeHIL.

3.7. Ilomemenne s pasMelIeHUs] apxuBa OODKHO OBITh  oOOecreyeHo
IIEPBUYHBIMU CPEICTBAMU I10YKAPOTYLIEHHS, YCTAHOBKOIX [I0’KapHON aBTOMATHUKH,
TeneOHOM M alTeuKOH IS OKA3aHUs II€PBO¥ ITOMOLLIHA.

3.8. Pabouee MecCTO IONB30BATENS IIEPCOHANBHBIM KOMIIBIOTEPOM ~ CJIEIYET
000pynOBaTh MOACTABKOMN Il HOT, HMEROLIeH mupuHy He MeHee 300 MM, rryOuny
He MeHee 400 MM, perymMpoBKy IO BbICOTe B mpeaenax 0 150 MM H 1o YTy
HaKJIOHa OTIOPHOM MTOBEPXHOCTH MOACTAaBKH 10 20°.

3.9. lns ymeHbIICHUs HAIpPSDKEHWS 3PEHHS ClIELyeT YCTaHOBUTBb Ha JKpaHe
MOHHTOPa ONTUMAIBHBIH L[BETOBON PEXHUM (€CITM Takas BO3MOXKHOCTH MMEETCs);
Ipd 5TOM PEKOMEHIYIOTCSl HEHACKHILIEHHBIE LIBETA: CBETJIO-3€NeHbIH, IKENTO-
3€JICHBIH, JKEITO-OPaHIKEeBBIH, JKEJITO-KOPHUHEBBIH; 110 BO3MOYKHOCTH clienyer
130eraTh HAChILIEHHBIX 1IBETOB, 0COOEHHO KPACHOTO, CHHETO, SIPKO-3€JIEHOTO.

3.10. ITpousBoaUTE KaKOH-THOO PEMOHT CAMOCTOSTENBHO 3allpelaeTcs.

3.11. Tlpu oOHapyKeHWM HEMCIIPaBHOCTEl HeMeIEHHO COOOIIUTE O
HUX HadabHUKY MTODu0O3.

3.12.C mempl0 CHIDKEHHS 3PUTENBHOTO ¥ KOCTHO-MBIIIEYHOTO YTOMJIEHUS
TOJIE30BATENIO CIIEAYeT COONIONATh yCTaHOBICHHEIH pexkuM Tpyzaa u oTabixa (KT
m.3.2.,3.3.,3.5.), a Taroke Bpems otasixa (K] mm. 3.7., 3.8.).

4. TpeGoBaHusl OXpaHbl TPYAA B aBAPHITHBIX CUTyalHsIX.

4.1. B aBapuiiHoli 0GCTaHOBKE CIIE/[yeT OIOBECTUTH 06 OMACHOCTH OKPY)KAIOLIMX
JIIOJIeH U ICHCTBOBATL B COOTBETCTBUH C ILIAHOM JIMKBUIALIUY aBapUil.

4.2. Bce camocTOATENbHO TPHHUMAaEMble MEpbI JOJDKHBI OBITH HAIPABICHBL, B
IIEPBYIO O4epe/ib, Ha CIIaCEHUE KU3HU U COXPaHEHUE 3I0POBhS JIFOEH.

4.3. JIelcTBYsI caMOCTOSTENBHO HAYaIbHUK OTea 00SI3aH

— HEMEeIJIEHHO IIPEKpaTUTh paboTy,

— IPHHATE MEPhI VIS 9BaKyallud JIIOJEeH W3 OMacHOW 30HBI, IPeIOTBPAIleHUs]
TIONA/IaHuUS JIFOJEN B ONACHYIO 30HY;

— [IOCTaBUTh B M3BECTHOCTH O CIIYYMBLIEMCS PYKOBOJICTBO;



— 00CTaHOBKY Ha MecTe aBapuu COXpPaHUTE B HENIPUKOCHOBEHHOCTH, €CJIA 3TO He
YTPOXaeT XXU3HU WK 310POBBIO JIFOAEH;

- OKasaThb [I0CTpafaBLIMM NePBYI0 NOBPAaYeOHYIO TOMOIIE, MIPH HEOBXOTUMOCTH
BBI3BaTh OpUIay CKOPON ITOMOIIH 10 Tenedony 103,

4.4. IIpy BO3HUKHOBEHUH foXXapa WM BO3ropaHus o0sizan:

—— HEMEIUICHHO BBI3BAaTH MOXKAPHYIO CIykO0y II0 tenedory 01,101 wmu 1o
coToBoMy 101, 112. ITpu BEI30Be HA3BaTH aJlpec U MECTO, T1Ie BO3HUK I10XKap, IyTH
noabes/a, (PaMUIUIO 3BOHKBILIETO;

— IPHHATE MEPBI 110 3BaKyaluy JIOAeH U3 30HbI 0XkKapa;

— UPHUHATE MEPBI K TYIICHHIO Y JMKBHMAALMK [0XKAPa MEePBUYHBIMU CpeacTBaMu
TIOXKAPOTYILIEHUS.

4.5. B cuTyanuusix, yrpoxaromux wusHN | 3J0POBBIO:
- IOKUHYThH OIIACHBIN yYaCTOK.

4.6.B ciyuae nosiBnenus HeucrpasHOCTH B paboTe KOMIbIOTepa, IOCTOPOHHETO
mIyMa, HMCKpPEHHUs M 3allaXa rapu, HeMEIJIEHHO OTKJIIOYUTH BIIEKTPOIPUOOP OT
SJICKTPOCETH M COOOLIUTH 00 3TOM CHUCTEMHOMY aIMUHUCTPATOPY YUPEKIECHUS.
Paboty mpomomkaTs ToNEKO MOCHIE YCTpaHEeH!s BO3HUKILE!H HEHCIIPaBHOCTH.

4.7.I1py nosty4ueHnn TpaBMB! HEMEIJIEHHO 00paTUTBCS 338 MEIULIMHCKOMN TOMOLIBIO
¥ COOOIIMTE 06 3TOM AHPEKTOPA YUPEKICHHSL.

S. TpeGoBaHHs OXpaHbI TPYAA 10 OKOHYAHHH padoThbl

Honxen:

5.1. IlpuBectr B nopsok pabouee MecTo.

5.2. IlpoBepuTh NpPOTHBOIOXAPHOE COCTOSIHHE KaGWHeTa, OTKJIFOUUTH
BNIEKTPOIPUOOPEI M paGOTAIONIYIO AllIapaTypy, 3aKPEITh JIBEPb.

5.3. BBIKIIOYMTE CBeT, OTKIIOYUTH KOHAHUIMOHED (B Clly4yae HaJIW4usl),
PELUPKYJISATOP U 3IIEKTPONPHUOOPEI.

5.4. CHATB CrIeLOexK Y.

5.5. TmaTenbHO BEIMBITE PYKH C MBLIOM.

5.6. 3aKpBITE OKHA U IBEPH.
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