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Hactosimass uHCTpyKuMsi mo oxpaHe Tpyia paspaboTaHa B COOTBETCTBHH C [Tpukazom
Muntpyna Poceun ot 29 oxrsibpsa 2021 roga Ne 772u «06 YTBEP/KAEHUH OCHOBHBIX TpebGoBaHMiA
K NOPSAKY pa3pabOTKH M COAEPXKAHMIO NPABKII U MHCTPYKIMI 1O OXpaHe Tpyna», CIT 2.4.3648-20
«CaHuTapHO-5NUAGMHONIOrHYeCKHe TPeGOBAHMS K OPraHU3ALMSIM BOCTIHTAHHS 1 obyueHHsl, OT/IbIXa
W o3nopoienus aeteil m monoaexu», CaulluH 1.2.3685-21 «['Hru¢nuueckne HOPMaTHBBI
H TpeboBaHus K obecreueHnio Ge3omacHOCTH M (MIIH) Ge3BpesHOCTH UL YelnoBeKa (hakTopoB
cpensl obutamma», pasgenom X Tpymosoro kogekca Poccuifckoid Qepepanii ¥ WHBIMHA
HOPMAaTHBHBIMHU NPABOBLIMHU aKTAMH 110 OXPaHe Tpyaa.

1. O6mue TpeGoBanus oxpanbl Tpyaa

1.1. /lannas MHCTPyKUMS 1O OXpaHe Tpyxa s apxuBapuyca COCTABICHAa B LEJsX
oOecrieyenus 6€30NACHOCTH €ro TpyJa H COXPAHEHHS KU3HU U 3/I0pOBbS TIPU BBIMOJIHEHHHA HM
TPYZAOBBIX 0Osi3anHOCTeH. VHCTPYKIMS ycTaHaBIuBaeT TpeGOBAHHSI OXPAHBI nepea HavaioMm, BO
BpeMst M 110 OKOHYaHWM pPabOTHl COTPYAHMKA, BBHINONHAIOLIEr0 OOS3aHHOCTH apXHBapuyca B
Kojuie/uke, onpeaenseT Oe30nacHble METOIbl W IPHEMb] BHIMONHEHNS paboT Ha paboueM MecTe, a
TaKKe TPeOOBAHMA OXparbl TPY/1a B BOSMOKHBIX aBAPHITHBIX CHTYALIHAX.

1.2. K Bemonsennio 006s3aHHOCTEH apXxHBapHyca IOMyCKAIOTCs ML, KOTOpbIE JOCTHIJIH
Bospacta 18 jer, umeroniue o6pa3oBaHue, COOTBETCTBYIONIEE TpeDOBaHUAM K KBaIH(HKAIMH 110
CBOCH  JIOJUKHOCTH,  COOTBETCTBYIOIIME  TPeOOBAHMAM,  KACAIOWMMCS  [POXOIKICHHS
NPEABAPUTENLHOTO (MPH TOCTYIUIEHWH Ha paboTy) ¥ MEPHOJMYECKHX MEIMIMHCKUX OCMOTPOB,
BHCOUCPEIAHBIX MEIMLIMHCKHX OCMOTPOB 110 HaNpaB/ieHuio paboToaaTens.

1.3. Ilpn npueme na paGoty apxuBapHyc MPOXOIHT B YCTAHOBIEHHOM NOpsiIKE BBOAHBIIA
MHCTPYKTAX, NMEPBUYHBII MHCTPYKTaX HA paboueM MeCTe JO HAYala CaMOCTOSTENBHOH paGoThl
(ecrt ero mpodeccus M JOMKHOCTE He BXOJMT B yTBEpPIKIACHHDIH aupekropoMm Ilepeuenn
OCBODOXKICHHEIX OT TPOXOXK/ICHHS HHCTPyKTaka npodeccuit u  AOWKHOCTEH), MOBTOPHbIE
HHCTPYKTXH HE Peike 0/(HOr0 pasa B LICCTh MECSLEB, & TAK)KE BHEIJIAHOBBIE H LIEJIEBbIE B CIydasX,
ycranos/ieHHbIX [lopsiakom o0yuenns no oxpase Tpyjaa U NpoBEPKH 3HAHMIA TpeGoBaHH# OXpaHbI
TpyAa pabOTHMKOB OpraHu3aLHMii.

[.4. ApxuBapuyc JIO/KEH W3YUHTh HHCTPYKLMIO [0 OXpaHe Tpysd s apxuBapuyca.
[Ipoiin 00yuenue Mo oxpaHe TpyAa M NPOBEPKY 3HAHMSI TpeOOBaHUN OXpaHbl Tpyaa, 00ydyeHHe
METONaM W NpHeMaM OKa3aHWs MepBOH MOMOLIM NOCTPANaBLIMM. MPABHIAM  [MOKAPHOI
Oe30macHOCTH M 37MeKTpOOE30MacHOCTH, a  TaKKe NPOBEPKY  3HAHWH  mpaBuu
B 00beMe J0/DKHOCTHBIX 00A3aHEOCTEH ¢ nipucBoennem | kpanuduKaLHOHHOI IPYIIIBI JOILYCKa 110
271eKTpobe3onacHoCTH.

1.5. Muctpykuus no oxpate Tpyaa paspaboTana ¢ neibio obecrnedenus 6e3onacHoi paboTsl
Anist apxupapuyca Ha pabodyeM MecTe B KabuHETe, B MHBIX MOMEIIEHUAX H MPH HAXOXKICHHH HA
TEPPUTOPHH KOJLIE/UKA, & TAKXKE NPeAOTBpalleHus (PaKTOB TPaBMUPOBaHHUs pabOTHHKA.

1.6. Apxusapuyc s uessx cobmonerns TpeGoBanuit OXpaHbl Tpya 00s3aH:

— cobmonatk TpeGOBaHUS OXpaHbl TpyJa, IOKAPHOH H 31eKTpoGEe30HaCHOCTH IpH
BBITOJIHEHHH padoT;

— cobmonath TpebOBAHUA NIPOM3BOICTBEHHON CAHUTAPHH, TIPABHIIA THYHOMN TUIHEHbL:

— cobmonate TpeDOBAaHMS K HOWIEHMIO CHELOACKILI H  HCIOIL30BAHHIO JIPYTHX

HHIHWBHAYAJIBbHBIX CPEACTB 3allHUThI;

— 3HATb NpaBuia SKCmlyatauuu ¥ TpeboBanus Oe30nacHOCTH MpH pabote ¢ O(GUCHBIM
ofopynoBaHueM;

— 3HaTh CNOCOOB! PAIlMOHAILHON OpraHu3aluu paboyero MecTa;

— HMETb YETKOE NpeacTaBieHne 00 onacHbX (GakTopax, CBA3AHHbIX C BBIIOJHEHHEM paboT
O(HCHOH OprTeXHHKe, 3HATH OCHOBHBIE CNIOCOOKI 3ALIMTHI OT HX BO3IEHCTBUSL:

— 3aDOTHTbCS O JMYHOM Ge30MacHOCTH M JIMYHOM 3/10POBBE, @ TAKKe O OE30MacHOCTH
OKpYKarliux B npouecce BBINOJJIHEHHS paﬁOT aubo BO BpeMs HaxXOKICHHs Ha TECPPHTOPHH
KOJLnemxa,



~ TOJIB30BATECS SIEKTPONPHOOPAMH COTIACHO HHCTPYKLIHAM 110 IKCIUTyaTalHHU;

— BBINOJHATE TOJBKO Ty paboTy. KOTOpas OTHOCHTCS K JOMKHOCTHBIM obsa3aHHOCTSIM
W TIOpy4€HA HEMOCPEACTBEHHO pYKOBOAMTENEM. Npu  co3naHuu  yenoBuil  Ge30nmacHoro
€€ BBINO/IHEHHSI,

— 3HATh NOPSANOK NAEHCTBHH NpPH BO3ZHHKHOBEHUM noxkapa WiH HHOI 4pe3BbIYAiHOM
CUTYalluu ¥ 9BaKyalHH, CHTHAJIB OMOBEIEHHS O noxape;

~ YMETb NOJIb30BATHCA NEPBUYHBIMHU CPe/ICTBAMH OXKAPOTYIIEHHS;

— SHATb  MECTOpacmoNoKeHHE aNnTeYkH M yMeThb  OKa3bIBAThH MEepPBYI0  MOMOILLL
[0CTpaiaBIIeMy;

— cobmonare [Tpasuna BHyTpeHnero TPYZIOBOro pacnopsijika 4 YcTas KoJuieqKa:

— COOMIONATH yCTAHOBIEHHbBIE PEesKIMbI TPyAa H OTAbIXA, TPYAOBYIO AHCLHILIMAY;

— co0moaaTh MHCTPYKUMH MO OXpaHe Tpyla NpH BBINONHEHMH paGoT u paore
¢ obopynoBanuem;

— cobmoaaTh A0IKHOCTHYIO HHCTPYKIIHIO apxmBapuyca.

1.7. Onacuble u  (umm) BPEIHBIC POH3BOACTBEHHbBIE  (haKTOPBLI, KOTOpbIE  MOTyT
BO3/IEHCTBOBATH B Mpouecce paboThl Ha dpXuBapuyca, OTCyTeTBYIOT (pesynstar COVT).

[lepeuens npodeccuonansupix PHCKOB IpH paboTe apxuBapuycoMm:

Mexanundeckue onacnocT:

- OMACHOCTH ylapa u3-3a Na/IeHusl CHera MM COCYJIeK;

- OIIACHOCTE ynapa n3-3a NajeHus CTyuaiiHbIX MPeaAMETOB;

- ONACHOCTE MANCHUs U3-3a IOTEPH PABHOBECHA TIPH NOCKaJIb3bIBAHUM, IIPH  NIEPE/IBUKECHUH
10 CKOJNBb3KUM MOBEPXHOCTSM HIIH MOKPBIM [O/IAM:

- OIACHOCTL MAJCHUSI M3-3a IOTEPH PABHOBECHS MpPH CHOTBIKAHHH;

- CTOJIKHOBCHHE C HEMOABUKHBIM TIPEAMETOM HITH 3TeMEHTOM KOHCTPYKIIMHM OKa3aBlueHcs
Ha MYTH CJIe10BaAHUS;

- ONACHOCTE mopesa 4YacTeH Tema KpOMKOH Jmcra Oy™maru. KaHLIENSspCKMM  HOMXKOM.
HOKHULIAMH.

INEKTPHYECKHE ONACHOCTH:

- ONACHOCTB NOPAKEHHS JNEKTPHYECKHM TOKOM BCIIECTBHE KOHTAKTA C TOKOIPOBOAAMIUMHA
HacTAMH, KOTOpbIE HaXOJATCS MOA HanpskeHunem no 380B (IpH MCNOIB30BAHHM HEHCIIPABHBIX
JICKTPHUCCKUX PO3ETOK M BBIKIIOYATENEH, OPITeXHUKH, P OTCYTCTBUH 3a3€MJICHUS (3aHY IeHMS),
Kabeneil NMTaHUS ¢ MOBPEKACHHOI H30JIAUNEH, HeCePTH(OHULMPOBAHHBIX M CAMONEIBHBIX
YIUTMHUTEEeH ).

Onacrocty, cBsizanHbie ¢ BO3HCTBHEM THKECTH H HampsHKEHHOCTH TPYI0BOTO Mpoliecca:

- ONMACHOCTD NEPEHANPIKEHHSA 3PUTEILHOTO aHATH3aTOpa (HapyImeHHe OCTPOTHI 3peHus npu
HCAOCTATOYHOH OCBEIEHHOCTH pabouero Mecra, 3PHTEJIBHOC YTOMIICHHE NPHU JUIMTENBHON paboTte
€ IOKyMCHTaMH, Ha NIEPCOHATBHOM KOMIbIOTEpe (HoyTOyKe)):

- ONAacHOCTb (hU3NYECKHX [IEPEIpY30K mnpu HeynoGHo# pabowell nose (cratuueckme
HArpy3KH IpH HE3HAYUTENILHOH 001el MbIIeYHOi ABUraTe b Ol Harpyske);

- ONACHOCTH MCHXHMYECKHX HATPY30K, CTPECCOB (IICHX0IMOIMOHATBHOE NE€peHaNpsKeHHeE).

- Onacroctn noxapa:

- ONACHOCTH OT BABIXaHHS AbIMA, TIAPOB BPEIHbBIX IA30B H IbLIH [IPU 1o3Kape.

Onacuoctu HacHms:

- OMACHOCTb HAaCHIMA OT TPETHUX JIMI, OT BpaxaeOHO HaCTPOEHHBIX pabOTHUKOB
(neuxodusnyeckoe BozaeiicTrHe).

1.8. B uensx cobmonenns NPaBHJl JIHYHOM THIMEHBI H OMHISMHOIOrHYECKIUX HOPM
APXUBAPHYC IOJDKEH:

- OCTaBJIATh BEPXHIOKO OJeKAY., 00YBb B peIHA3HAYEHHBIX LIS 3TOTO MecTax;

= MBITb DYKH C MBUIOM, HCIO/B30BaTh KOKHbIE AHTHCENTHKH MOCITe COMPHKOCHOBEHH
¢ 3ArPASHCHHBIMH MNPEAMETaMH, NEpe] HAYaIoM paboThl, mOCITe NOCCILCHHUs Tyalera, nepej
[IPHEMOM ITHLITH, [IOCJIE CONPHKOCHOBEHUS ¢ Ae3MHPULMPYIOWAMHE CPe/ICTBAMHU;

- HC I0MyCKaTh nprema nuuu B pabouem kaGuueTe, NPOBETPHBATL KaOHHET;



- codmozars Tpebosanus CI1 2.4.3648-20, CanlTuH 1.2.3685-21, CIT 3.1/2.4.3598-20.

1.9. ApxuBapuyc B pamMKax BbINOJHEHHs TPeGOBaHUH 110 OXpaHe Tpy/a OCYIIECTBJISIET;

= KOHTPOJIb 3a O€30NacCHBIM M CAHWTAPHO-TMIHEHWYECKHM COCTOSHHEM 2IaHMIL.
COOPYIKEHHMH M IOMELIEHHH KOJUIeIKa;

- KOHTPOMb  cobmoaenust — TpeGopamuii  OoXpaHbl  Tpyaa,  HOKAPHOH
/eKTPOOE30MACHOCTH  0OCTYKHBAIOILMM MEPCOHANIOM  KOILIe/IkKa NpH JKCIUIyaTallUd 3IaHMH,
COOpYeHHI, moMeleHuii n 0bopyaoBanns;

= [PUHATHE MEP 110 NPEIOTBPAICHUIO aBAPUHHBIX CUTYAIIHI B KOJUIELKE.

1.10. 3anpemaerca BBINOMHATE paGoTy, HAXOMACH B COCTOSIHHH ATKOrOIBHOIO OIbSHEHUS
100 B COCTOSIHMHM, BBI3BAHHOM TMOTpeG/IeHHEM HapKOTHYECKHX CPEJICTB, IICHXOTPOIIHBIX,
TOKCHHUECKHX WM APYruX OQypPMaHMBAIOLIMX BELIECTB, a TAK)Ke PAClMBaTh CIMPTHBIE HANUTKH,
YHOTPEOIATh  HAPKOTHYECKHE  CPENCTBA,  MCHXOTPONHBIE,  TOKCHUEGCKHE M apyrue
OZlypMaHHBAIOIIME BELIECTBA HA padouem mecTe win B paGouee Bpems.

1.11. ApPXHBApUYCY  3alpelieHO  XPaHHTh  HA  CBOEM pabouem MecTe
MOXKapoOONaCHbIE U B3PBIBOONACHBIE BEIeCTBA.

1.12. Tlpu camMOCTOATENBHOM TNEpeNBHKCHUH BHE TeppUTOpuH  00pa3oBaTeILHOIO
YUPeKACHHUA BbIOpATh MapIIPYT [epeABMKEHHS OT OJHOrO MecTa pabor g0 apyroro ¢
cobmonennem mep sm4HOM GesomacHoctu. Ecan Ha MAapIpyTe JABHXKEHHUS €CTh (WIH IOSBHIINCE)
ONACHBIC YYaCTKH, TO BbIOPATh 0OXOIHOM MyTh.

1.14. ApxuBapuyc. 10nyCTUBLIME HAPYIIEHHE MM HEBBINOIHEHHE TpebOBaHUit HACTOsILIEH
HHCTPYKIIMM 1O OXpaHe Tpyaa, paccMalpHBaeTCs Kak HapylIuTelb [POM3BOACTBEHHOM
AUCLMIIHHBL U MOXKET ObITb NPUBICYEH K JMCHMILIMHAPHON OTBETCTBEHHOCTH M IPOX 0K ICHHIO
BHEOUEPEHOH MPOBEPKH 3HAHHUH TpeOOBaHMIl OXpaHBI TPYAA, @ B 3aBHCHMOCTH OT OC/IEeICTBHA H
K YrONIOBHOM, €CIM HapylleHHe MOBJEKIIO MaTepHallbHbIH  yuniep6 - K MarepHaabHOI
OTBETCTBEHHOCTH B YCTAHOBIIEHHOM TOPSIIKeE.

2. TpeGoBanus oxpaHbl TPy/Ia nepe HAYAIOM padoThi

APXHBApHYC KOJIEKA J0JIKEH:

2.1. He npucrynars k paboTe npu 110xXoMm CaMOYyBCTBHH.

2.2. TlpuGbiTh Ha paGoTy 3a61aroBPEMEHHO TS MCKIFOYEHHMS CIIeLIKH M, KaK Cle/ICTBHE,
NaJIcHHs U [10JTy9eHHUSs! TPABMBI.

2.3. Ilposeputs OkHA B KaOWHETe. apXWBe HA HATMUHE TPEUIHH M HHOE HapylIeHHe
IIEIOCTHOCTH CTEKOJI.

2.4. BusyanbHO OLEHMTH COCTOSIHME BBIKJIOUATeNel, BKIOYMTH MOTHOCTBIO OCBEIICHHE
B kabuHeTe, apXuBe U yOEMTHCS B HCIIPABHOCTH 31eKTPOOGOPY 10 BaHHS:

— OCBETUTE/IbHBIE TPUOOPBI N0/DKHBI GBITH HCIIPABHBI U HAIEKHO MMOJBEIIEHD] K NOTOJIKY,
MMCTD LIEIOCTHYIO CBETOPACCEHBAIOILYIO KOHCTPYKIIHIO H HE COJICPIKATE CJIE/I0B 3arpsi3HEHHi;

— YPOBCHb MCKYCCTBEHHOH OCBEIIEHHOCTH B pabouem kaOMHETe JOMKEH COCTABINTH He
Menee 300 mokc;

— KOMMYTAllHOHHBIC KOPOOKH JI0/KHBI ObITh 3aKPhITHI KPBILIKAMH, KOPITyca BEIKIIIOUATE e
H PO3ETOK HE J0JIKHbI HMETh TPELIMH U CKOJIOB, a4 TAK)KE OTNOJIEHHBIX KOHTAKTOB.

2.5. VBenutnes B ¢B0GOAHOCTH BBIXOIA M3 pabotero kabuHeTa, MIPOXOOB.

2.6. TlpoBeputh HanuuHe MEPBUYHBIX CPE/ICTB MOKAPOTYLICHHUS, CPOKa MX MPUTOIHOCTH
1 JIOCTYITHOCTH.

2.7. Y6enutscs B Ge30macHOCTH CBOEro pabouero Mecra:

— NPOBEPHTH MeDe/Ib HA MPEAMET €€ YCTOHYMBOCTH H HCTIPABHOCTH;

— NPOBEPUTDH MIOTHOCTD MOABEACHHS Kadeslell NUTaHHs K CHCTEMHOMY G/IOKY M MOHHTOpY,
OPrTEXHHUKE, HE JOMYCKAThL NepenieTeH s kabenei nutaHus:

— IPOBCPUTL  NMPABAIILHOE  PACMONOKEHHE MOHHTOPA, CHCTEMHOrO 0JI0Ka, KIaBHATYpBI.
MBILIH, HHOH OPIrTeXHUKH:



— YOCIHTBCA B OTCYTCTBMHM HOCTOPOHHHX [IPEIMETOB HA MOHHTOpPE M CHCTEMHOM OJI0Ke
KOMITbIOTEPA, MFHOM OpITexHUKe,;

— yOennTeea B yCTOMUMBOCTH CTesLakeit M HAXOSIMXCS B CrpYNIHPOBAHHOM IMOJIOKEHHH
pabounx JOKYMEHTOB, Aok,

2.8. Y6enutbes B cBOGOIHOCTH BHIXOAA H3 pabouero kaburera, apxitBa, IPOXOJI0B.

2.9. TIlposectn ocmoTp CaHHTapHOTO COCTOSMHHMs KaOMHETa, apxuBa. PalMOHAILHO
OpraHu3oBaTh CBOe pabouee MeCTO, NPHBECTH €ro B nopsA/0K. OCYLIECTBATL MOATOTOBKY
HeoOXouMOi pabouel 10KyMeHTaImH,

2.10. IlpoBeputs HanMuMe B 10CTATOYHOM KOJIMHECTBE M MCIIPABHOCTH KaHUEAPCKHX
IIPHHAICIKHOCTEH, HEOOXOAMMBIX /ISl paboThL.

2.11. TlIpomssectd CKBO3HOE IpoBeTpuBaHKE paboyero kabMHETa, OTKPHIB OKHA MM
(oprouku u nBepw.

2.12. YjocToBepuThes, uTo TeMIIEpaTypa Bosiyxa B pabouem kabHHeTe COOTBETCTBYeT
TpeDyeMbIM caHHTapHbIM HopMaMm 18-24°C. B Ter b nepuoja roaa He 6osee 28°C.

2.13. IlpoBeputh HanHume anteuin MEPBOi NOMOLHM H €€ YKOMILIEKTOBAHHOCTb, 4 TAKIKE
HATHYKHE M JOCTYMHOCTH  CPe/CTB  nokKapoTyweHus. 060 Boex HEIOCTaTKax JO0JI0KUTE
3AMECTHTRIIIO IMPEKTOPA MO aIMHHHCTPATHBHO-X03AHCTBEH HOI pabore.

2.14. Tlposect nposepky paGoTOCHOCOGHOCTH [IEPCOHANILHOrO KOMIBIOTEpa (HOYTOYKa),
YAOCTOBEPHTBECS B MOTHOH  MCHPAaBHOCTH  OPIrTeXHHKH. [lpu  HeoGxomumoctn mpoBectu
HEOOXOIUMYFO PeryJIMpOBKY MOHHTOpA.

2.15. IlporepeTts sxpan MOHHTOpa C IOMOLIBIO CMEUHATBHBIX Cal(eToK.

2.16. Cnnanuposats u PABHOMEPHO PACNpe/ieuTh BBINIOJIHEHHE HAMEYEHHOH paGoTeI
¢ 00s3aTeNIbHBIMK N1EpePLIBAMH HA OTIbIX U OPHEM HILIH.

2.17. Tlpucrynats k paBote paspeluaeTcs Moc/ie BBINOJIHEHHS MOATOTOBHTEIBHBIX
MEPOIPHATHI U YCTPAHEHUS BCEX HEIOCTATKOB 1 HEHCIIPABHOCTEIA.

2.18. Ilpn oGHapy»eHHH HENOCTATKOB B pabore obopynoBaHus MM NONOMOK MeGein
COOOINTL  3aMecTUTeNN O AUPEKTOpAa 1O  aJMHHHMCTPATHBHO-XO3SHCTBEHHOI pabote
(Ipu OTCYTCTBHH — HMHOMY AOJKHOCTHOMY JIMLY) W HE HCMONb30BATh JaHHOE 06OpYyIOBaHME
H Mebenb B kabHMHETE, apxmBe 10 MOTHOIO YCTPAHCHHsI BCEX BBIABJICHHBIX HEJOCTATKOB W
NOJIYYEHHS Pa3peLICHUsl.

3. TpeboBanus oxpansi Tpy/ia BO Bpems padoTbl

Bo Bpems paGoTsl apxuBapuycy Heo6xommmo:

3.1. Cobmopnate nopsinox B pabouem KabuHeTe, He 3arpOMOXKIATh CBOE pabouee MecTo.
BBIXOZ M3 KaOHHETa, NPOXOAbl MEXKAY CTeJLIakKaMH, BbIXOA M3 MOMELICHHs apXMBa U IOAXO0/bI K
TCPBHIHBIM CPEACTBAM NOKAPOTYLIEHHS OymMaroii, IOKYMEHTAMH, MANKaMH H THOGHIMHU JPYrHMH
NOCTOPOHHUMH IIPEAMETAMH.

3.2. B npouecce pabots coboaars CaAHUTAPHO-TUIHEHHYECKHE HOPMBI U IPABHJIA THYHOM
I'HI'HCHBL.

3.3. He Bemonusts paboty, KOTOpas He COOTBETCTBYeT CIICLMATIBHOCTH, 00pa30BaHHIO W
O0Y4YEeHHIO, a TaKke He BBITOJIHSITE NEeHCTBHHA, KOTOPLIE MOTEHIHAIBHO CIOCOGHLI MPUBECTH K
HCCHACTHOMY CIy4alo, B TOM HYHMCE HE ONMPAThCA HA CTE/UIAKH, He KauaThes Ha cTyIne,
PasMaxuBaTh OCTPLIMH H PEIKYIIMMH MPEIMETAMHU, TPUKACATHCS K OrOJIEHHBIM 2IIEKTPONPOBO1aM,
BBIMO/IHATL pab0Tel ¢ 00OPYIOBAHHEM MOKPBIMHU pykamu u T.1.. He nonyckats npumenenus
CHOCO00B,  YCKOPSIOIUMX — BBINOIHEHHE PaboThl, HO BeAYUMX K HapyIICHHIO TpeboBaHMii
OesonacHocTH Tpya.

3.4. Bo Bpems pabothl HYKHO ObIThb BHMMATEIbHBIM, HE OTBIEKATHCS NOCTOPOHHUMH
ACIaMH H PasroBOPaMH M He OTB/ICKATh JAPYIHX.

3.5. He nmeperpyskars noMemmenus apxusa u cre/iamu APXUBHBIMH IOKYMEHTaM# CBEpX
YCTAHOBJICHHOH HOPMBL.



3.6. He mpumensats a1s cunenus CilyuaiiHble NpeaMeThl W 00Opy/NOBaHKe, He KYPHUTH B
NOMECILEHHAX KOJUIEIKA.

3.7. Heobxomumo Xpauuthb JIOKYMEHTALMIO Ha CTeakax, B wKagaXx B CHELHATBHO
obopynosanHoM KabuHeTe (apxHBe). .

3.8. B mnensx obecrneucHus He0OXOIUMOI CCTECTBEHHOH OCBELUCHHOCTH KabuHeTa
HE CTABHTH Ha [TOJIOKOHHUKH LIBETBI, HE pacroararh Manky, AOKYMEHTbI ¥ HHbIE MPEMEThI.

3.9. IlepcoHanbHblii KOMTBIOTEp (HOYTOYK), HMHYIO OPITEXHHKY HCHOIB30BATH TOILKO
B MCIIPABHOM COCTOAHMH H B COOTBETCTBUM ¢ MHCTPYKIMEH I10 SKCIIIyaTalMn Uil TEXHHYECKHM
acrnopToMm.

3.10. PerynmpoBaTh MOHHTOP B COOTBETCTBHH ¢ paboueil mo30if, Tak Kak pauHOHATbHAs
paboyas nosa crnocoGCTBYeT yMeHbIIeHHIO YTOMJIAEMOCTH B mpouecce pabotsl. KoHcTpykims
paboyero Kpecia MO/KHA [MO3BONSTH HIMEHSTE NO3y ¢ We/bI0 CHUIKEHUS CTATHUYECKOIO
HAlPSOKCHUST MBI LIefiHO-1neueBod o6nacTH M comHBI uis NPEOYNPERKIACHHS pasBUTHS
YTOMJICHHS.

3.11. Mpu anurensrOM OTCYTCTBUH Ha pabouyeM MecTe OTKIIOYaTh OT SJIEKTPOCETH
NepCOHANBHBIH KOMIbIOTEp (HOYTOYK), OPITEXHHKY M 1pyroe o00pyAOBaHHME 3a HCKIIOYCHHEM
00opyn0BaHusl, ONPEAENEHHOrO A1 KPYriaocyTo4HoH paboThl.

3.12.  KaaBuatypy u  Mbiwb CIKEJHCBHO  AC3MH(ULMPOBATh B  COOTBETCTBUH
C PCKOMCHAAUMAMH MPOM3BOAMTENS NHOO ¢ HCHOMBIOBAHMEM pacTBOpPOB M caaeTok Ha
CIMPTOBOH OCHOBE, COlepkKalMX He MeHee 70% CITUpTA.

3.13. Tlpu HemoCTATOYHOI OCBEILIEHHOCTH padoyero mecra s JAOMOJHHUTEILHOIO €0
OCBCIICHHS NCIIONB30BATH HACTOBHYIO JaMITy.

3.14. He wucnons3osate B nomemenuu ApXMBa [EPEHOCHBIC OTOMMTENbHBIE NPUGOPBI
C WMHOQPAKPACHBIM M3JIYUCHHEM., a TaKiKe KHIATHIBHUKH, TUIMTKH, SA€KTPOYaWHUKH W  He
CepTHOUUMPOBAHHBIE YU THHHTEIH.

Kypenne wu ucnoassosanue OTKPBITOTO  OTHS, BK/IIOYAsA OTOrpEeBaHHE 3aMep3Iumx
BOJONPOBOLHBIX,  KAHAIM3AUMOHHBIX M APYTHX TPYO ~ OTKPBITHIM ~ OFHEM. XpaHeHHue
JICTKOBOCIUTAMCHSIOIUXCS M TOPIOYMX KHUIAKOCTEH B OMEIICHHSX apXHUBA CTPOrO 3anpemeHo.

3.15. Ilpn nnmurensroit paGote ¢ AOKYMEHTaMH, 32 KOMIBIOTEPOM (HOYTOYKOM) C LeNbio
CHIDKCHHS YTOMJICHHS 3PUTE/IBHOTO aHATH3aTOpa, NPEOTBPALICHHS. PA3BHTHS MO3HOTOHHYECKOIO
YTOMJICHHS 4epe3 vac paboTel aenars nepepeie Ha 10-15 munyT, BO Bpems KOTOpOTro clielyer
BBITIOJIHATE KOMIICKC YNIPaKHEHNH st 171a3, pU3KyIbTypHble nays3bl.

3.16. Jlns nonmepxkanus #10POBOTO  MHKpOKTMMATa u4epes Kakable 2 4aca paboOThl
NPOBETPUBATL KADMHET, [IPH ITOM OKHA (puxcupoBaTH B OTKPEITOM 10MOKEHHH KPIOYKaMH HJTH
OTPaHHYHTE/ISIMH.

3.17. Bo wusbexanne TPAaBMHPOBAHHS PYK MPH MOJUIMBKE JOKYMEHTOB HEOOXOIUMO
co0II0IaTh OCTOPOKHOCTE IIpH paboTe ¢ UTONKOM, LIKIOM, HOKHHLIAMH.

3.18. 3.18. Tlpu nogveme u {IEPCHOCKE apXMBHBIX JIOKYMEHTOB COOMIONATH MpeaeisHo
AOMYCTHMBIC HOPMBbI I1PH [IOABEME U EPEMELLCHHH THKECTell:

- IPH pasoBOM 10/IbeMe (Oe3 mepemerienus):

MyXYMHamMH — He Gonee 50 kr;

KEHIIHHAMK — He Oonee 15 kr;

- 1IPH 9€peloBaHnH ¢ Apyroii paboToit (1o 2 pas B yac):

MYX¥CUHHAMH - 10 30 kr}

KEHIMUHAMH - 10 1 0kr;

- IOCTOAHHO B TeueHHe paboyero aHs:

MYIKYHHaMH - 10 |5 kr:

JKCHIUHAMK-]10 7 KT,

3.19. BeinonssaTs npasuna B noMemeHusX 1 Ha TEPPUTOPHH KOJLIeIKA:

— BO BpeMs X0Ib0Obl ObITh BHHUMATENLHBIM W KOHTPOIMPOBATE H3MEHEHHE OKpYIKAOLLEH
obcranoBKH;

~ XOMHTb 0 KOPHIOPaM M JIECTHHYHBIM Mapiuam, NPUICPKHBASCH [IPABOH CTOPOHEI,



OCTOPOKHO M HE CrIewa;

— HE XOJUTh 10 MOKPOMY TIOJTY;

—INpH MEpelIBHKEHHH [0 JIECTHHYHBIM TIpojeram  coOmogarh  OCTOPOKHOCTH
H BHHUMATE/IPHOCTb, HE HAKJIOHATHCS 3a IEpHUJIA, HE MepellaruBaTh M HE MepenphirHBaTh uepes
CTYIEHbKH, .

— o0pallarh BHUMAHHE Hd HEPOBHOCTH M CKOJIB3KME MECTA B [IOMELUEHHUAX U HA TEPPUTOPHH
KOJIIeKa, 00X0AUThE UX U OCTePeraThes MajaeHus:

— He MpoXoauTsk Oimke 1.5 MeTpa OT cTeH 31auuit KoneIKa;

—B 3HMHHH MNEPUOA HA TEPPUTOPHUHM KOJUIENKA MNEPEeMEILAThCsi OCTOPOIKHO H TOJBKO
0 YCTAHOB/ICHHBIM JI0PO’KKaM, MOCBIMAHHBIM 0€30MacHOM MPOTHUBOIOJI0IEIHON CMECHIO (IIECKOM ),
TpH CIYCKE U MOJABEME 110 CTYNEHbKAM JEPIKATHCS 3a NepHiIa.

3.20. Cobnrosats UHCTPYKIHIO 110 OXPaHe TPYAa [Uisi APXUBAPHYCA, YCTAHOBICHHBIH PEsKUM
paboyero BpeMeHH M BPEMEHH OT/bIXA, MHbIE MHCTPYKLMH MO OXPAHE TPY/A MPH BBINOJIHEHHH
pabot u paboTe ¢ OprrexXHUKo.

3.21. OcywecTBATh KOHTPOJIL COOMOEHHS TPeGOBAHMI OXPaHBI TPY/IA, IPABKIT MOKAPHON
Oe30macHOCTH, TIPOM3BOJICTBEHHOI MMIHEHBI B TOMEIIEHHSX apXHBA.

3.21. ApxuBapuycy npH HCIOIB30BAHHA OPITEXHUKH 3aNpeLaeTCs:

— BK/IIOYaTh B JICKTPOCETh M OTK/IIOYATH 0T He€ npubOopsl, MOAKIIOYATh KOMILIEKTYIOIHE
cocTaB/isitoLe npHOOPOE MOKPBIMH H BIQXKHBIMH PYKAMH;

— JOMyCKaTh NONalaHus BJIArk Ha MOBEPXHOCTH HCNOJIB3YEMbIX 3TEeKTPONpHOOpOB;

— Hapywatb  MOCICIOBATEILHOCTL — BKIIOYEHMS M BBIKIIOYEHHS  OPITEXHHKH,
TEXHOJOIHYECKHUE MPOLIECCHI;

— BBIMOJIHSATD BBIK/THOYEHHE PLIBKOM 3a LIHYDP [THTAHMUS;

— [epeIBUTaTh BKIIOYEHHBIE B JJIEKTPHYECKYIO CETh ICKTPONPHOOPEI;

— pasMemarhb Ha 31eKTponpubopax npeaMersl (Oymary, TKaHb, BEIIH H T.IL.);

— pa3duparh BKIIOYEHHBIE B 1EKTPOCETh PUOOPSI;

— MPHUKAcaThes K KabensiM MUTaHuSE C MOBPEKIACHHON H30IsLIHE;

— crudarh U 3aeMaTh Kabesu MUTaHus;

— OCTaBMATh 0€3 NPHCMOTPA BKITIOUSHHbIE IeKTPONPHOOPBL.

3.22. Cobmonars Bo Bpemst paGoThl HHCTPYKLHIO O OXpaHe TpyZAa Ul apXHBAapHyca B
KOJIIe/UKe, YCTaHOBICHHBIH pesxum pabouero BpeMeHH (Tpya) H BPEMEHH OT/AbIXA, NpH paboTe C
HCII0/Ib30BAHHEM MEPCOHATIBHOTO KOMITBIOTEPa PYKOBOICTBOBATHCA MHCTPYKLHEH 110 OXpaHe Tpyaa
[pH paboTe ¢ NEPCOHANBHBIM KOMIBIOTEPOM.

4. Tpebosanus oxpaHbl TPyAa B aBAPHIAHBIX CHTYALMAX

4.1. ApxuBapuyc 0053aH HeMeUIEHHO H3BECTHTh AHPEKTOPA KOJUTEIKA:

— 0 Job0H CHTyallMu, Yrpoaromied >KM3HH W 340POBLI0 OOYUAIOMIMXCS H pabOTHHKOB
KOJUIE KA,

— 0 (akTe BO3HMKHOBEHHMs aBapHNHBIX CHTyaluuii B paboTe CHCTEM INEKTPOCHAGIKEHHS,
TETIOCHA0XKEHNA, BOAOCHAOKEHHs, BOJIOOTBEACHHA, TEXHOJOIMYECKOrO M  XOJOJHIBHOTO
000pya0oBaH©s, KOTOPBIE CO3/IAIOT yIrpo3y BOSHHKHOBEHHSA W PACTPOCTPaHEHHs WH(EKIIHMOHHBIX
3a00/1€BaHUil ¥ OTpaBICHHUI;

— 0 Ka)K/IOM HECHaCTHOM ClIy4ae, IPOU30IIe/IIeM B KOJUIeIKE.

4.2. OcHOBHbIE BO3MO3KHbIE aBAPHH U aBAPUIHBIE CATYALNH, TIPUYUHBI HX BHI3BIBAIOILUE:

= No’ap, BO3ropaHue, 3aJIbIMICHUE, TOPAXKEHUE IIEKTPUYECKHUM TOKOM BCJIEJICTBHE
HECHCIIPABHOCTH OPITEXHHMKH U HHBIX BHCKTpOHpHGOPOB. HIHYPOB MHTAHMS.

- HEHCIPABHOCTb MeOE/IN B CIAC/ICTBUH M3HOCA U [TOPYHM;

— MPOPBIB CHCTEMbI OTOIICHH S, BOJAOCHA0KEHHS, KaHa/IM3aLUMK H3-3a u3HOca TpyO:

= TePPOPHCTHYECKHA AKT MJIM yrpo3a ero COBepLICHHS.



4.3. Ilpu BO3HWKHOBEHHH HCHCIIPABHOCTH B OPITEXHHKE HJIM WHOM 3IeKTponpuGope
(ITOCTOPOHHMIA LIYyM, JBIM, HCKPECHHE M 3anaX rapu) HeOOXOIHMO MPEKpaTHTL ¢ HHMH pabory u
00eCcTOUMTh, COOBLINTE 3aMeCTHTEO AUPEKTOPA 10 aIMMHHCTPATHBHO-XO3SHCTBEHHON paboTe
(pH OTCYTCTBHM — HHOMY AOKHOCTHOMY JIHMIlY) M HMCIIONB30BaTh TOIBKO MOCHE BHITOIHEHHS
PEMOHTA MM MOYYEHHSA HOBOTO, M MNOMYYEHHUSs pa3peLeHus. ’

4.4. B cnyyae nonyuenus TPABMBL apXHBApHYC NOJDKEH IPEKPAaTHTh padoOTy. MO3BAaTh Ha
TOMOIIB.  BOCTIONIL30BATHCS ANTEUKOH MEPBOH IMOMOLIH, MOCTABATE B M3BECTHOCTh JMPEKTOpa
KOJUIEIDKA (IIPH OTCYTCTBHM HHOE AOKHOCTHOE JIALO) ¥ OGPATUTECA B MEAWLIMHCKUH MYHKT. [Ipu
HOJYHCHHM TPAaBMbl HHBIM PabOTHMKOM MM 0Oy4alOmMMes OKa3aTs €My NEPBYIO nomotb. [lpu
HCOOXOAMMOCTH, BBI3BATH CKOPYIO MCIMUMHCKYIO 1omows mo tenedony 03 (103, 112 - ¢
MOOHIBLHOTO Teneona) u cooBIHT O ITPOUCIICCTBUM MPEKTOPY KOMIEIKa (NP OTCYTCTBHM —
HHOMY NO/UKHOCTHOMY nuiy). OGecneunTs 10 Havaia PAcciIeIOBaHUs COXPAHHOCTH OOCTAHOBKH
Ha MECTC MPOHCIICCTBHS, @ €CJOM ITO HEBO3MOKHO (cyliecTByeT yrposa KH3HH H 340POBBIO
OKpYXKatoUmX) — (HUKCHPOBaHHE OOCTAHORKH nyreM QGororpaMpoBaHHS WM HMHBIM METO/IOM.
Oxasarb coneiicTBue npu nposenenmny pacciie/IoBaHHs HECYACTHOTO CITyYas.

4.5. B ciyuae BO3HUKHOBEHHS 3aBIMICHUS MM BO3ropanus B paboyeM kabureTe, B apxuse
HEMEJUICHHO MpeKpaTuTh paboTy, MPHHATH MepbI K IBAKYALHH MHBIX COTPYAHMKOB U [1OCETUTENEl
H3 TNIOMEILICHMS — ONAcHOl 30HbI B GE30M1aCHOE MECTO, OMOBECTHTS IONOCOM O N0XKape U BPYYHYIO
3aneicrBoBath AIIC, Bri3BaTh Ho’apayio oxpany nmo teiedony 01 (101, 112 - ¢ MOGHIBHOLO
Teneona) CooOIUTh AMPEKTOPY KOIIeKa (TIpH OTCYTCTBHH — HHOMY HOKHOCTHOMY Jsiuity). [Tpu
YCJIOBHH OTCYTCTBHS yrpo3bl KH3HH H 310POBBIO IHOeH [IPHHATE MEPbI K JIMKBUAALMH [10KApa B
HAYQTbHOH CTa/IHM C IOMOIIBIO IEPBHYHBIX CPEICTB MOXKapOTyLIeHHUS.

4.6. B ciyuae yrposbl wnu BOBHHKHOBeHHS oyara OIMacHOro BO3JEHCTBHS TEXHOTEHHOIO
XdpaKkTepa, yrposbl HWiIH NPUBEAEHUS B WCIOMHEHHE TEPPOPHCTHYECKOr0  akTa  Cleayer
PykoBoAcTBOBaThCs [lnanom ssakyauun, HHCTPYKLHCH 0 nopsike aeicTBUil B ciyyae yrpossl
H BO3HUKHOBeHHH YC TeppopucTuueckoro Xapakrepa.

S. TpeGoBanus oxpaubi Tpya 10 OKOHYAHHN paboTel

[lo okonuanuu paGorei apXHBapuycy HeoOX0JuMO:

5.1. Beikmounts see JICKTPONPHOOPHI M 00CCTOYNTD HX OTKITIOUCHHEM K3 3JIEKTPOCETH.

5.2. Ocmotpets paGouee MeCTO M OMeLLEHHe ApXHBA, MPUBECTH €ro B NMOpAAoK. Y6pars ¢
pabouero croma aokymeHTAlMIO, KaHLETAPCKHE NPHHAUIOKHOCTH, HOCHTENH HHpOpMAuumn B
OTBE/ICHHBIE JUISL XpaHEHUs MeCTa.

5.3. 3aKpbITh OKHA, BBIMBITH PYKH, [EPEKPHITH BOAY M BBIKJIIOYHTH CBET,

5.4. CoolmTh 3amectutemo AMPEKTOpA M0 aAMHHHCTPATHBHO-XO3AHCTBEHHOH paGoTe
(TpH  OTCyTCTBHM —  MHOMY AOKHOCTHOMY /ML) O  BBIABICHHBIX HEHCIIPABHOCTSX
NEKTPOOOOPYAOBAHUS, OPITEXHHKH, MeBEeH. O MOTOMKAX B BOJOMPOBOAHOM, OTOMHUTEILHOI
cHucTeMe,

5.5. Ilpu oTcyTeTBE HetOCTATKOB 3AKPBITh KAOMHET, OMEIICHHE ApXHBA HA KITIOY,

Henonnurens: H.B. YVaumenu
Cneunannct no oxpaxe tpyna
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