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HNHCTPYKIUA

HNOT -CYY-23
IO OXPAHE TPYJA JJISI CEKPETAPSI YYEBHOM YACTH

. OBIIME TPEBOBAHUS OXPAHBI TPYIA

1.1. Unctpykius mo oxpaHe Tpyaa cekperaps MbOVY «Xucnapuuckas cCpeaHsis 1IKOJTIa»
(manee — Uuctpykuusa, Opranuzanusi) yCTaHABIMBAET TpeOOBaHUS OXpaHbl TPyAa MEPell HAYaIOM,
BO BpeMsl U IO OKOHYAHUU pPAOOTHI COTPYJHUKA, BBIMOJHSIONIETO OOS3aHHOCTU CEKpeTaps,
ompezenseT Oe30MacHble METOAbl U MPHUEMbI BBHIMOJIHEHHsS padOT Ha paboueM MecTe, a TaKxKe
TpeOOBaHUS OXPAHBI TPYJIa B BO3MOXKHBIX aBAPHIHBIX CUTYAIIHSIX.

1.2. Hacrosimast ”HCTpYKIHs pa3paboTaHa B cooTBeTcTBHH ¢ [Ipukazom Munrpyna Poccun
or 29 oxta0ps 2021 roma Ne 772H «OO yTBep:KIEHHUH OCHOBHBIX TpPEOOBAaHUU K MOPAIKY
pa3pabOTKM W COACPKAHUIO TPABWI W HMHCTPYKIUH IO oxpaHe Tpyaa», l[loctaHoBIeHHUSAMHU
I'maBHOTO rocyaapcTBeHHOro caHuTapHoro Bpadya Poccun ot 28.09.2020r Ne 28 «O06 yTBepxaeHun
CII 2.4.3648-20 «CaHuTapHO-31HAEMHOJIOTUYECKHE TPEOOBaHUS K OpPraHU3alMsIM BOCIUTAHUS U
o0OydeHus1, OTAbIXa U 03A0POBIEHUS aeTeil u Monoaexku» u oT 28.01.2021r Ne 2 «O06 yTBepxkaeHun
CanlluH 1.2.3685-21 «I'urnennuyeckue HOpMaTUBbI U TpeOOBaHUS K 00ECIIEUEHUIO O€30IIaCHOCTH U
(unn) 6e3BpeaHOCTH Ui YeloBeKa (haKTOpOB cpelibl 0OMTaHUsS»; pa3aenoM X TpyIaoBoro Kojekca
Poccuiickoit denepanuy 1 ”HBIMM HOPMaTUBHBIMU ITPAaBOBBIMH aKTaMH 110 OXPaHE TPyAa.

1.3. JlaHHas MHCTPYKIHMSI yCTAHABJIMBAET TPEOOBaHMs OXpaHBI TPyAa IMEpe] HadaioM, BO
BpeMs U 110 OKOHYaHUU pabOThl COTPYAHMKA, BBIMOIHSAIOMIETO 00513aHHOCTH CEKpETapsi, ONpeenseT
Oe30MmacHble METOAbl M IPHUEMbI BBINOJIHEHHS paboT Ha paboyeM MecTe, a Takke TpeOOBaHMs
OXpPaHbI TPy/la B BO3MO)KHBIX aBapUITHBIX CUTYyalHsIX.

1.4. K BeimonHeHu0 oO0s3aHHOCTEN cekpeTaps B Opranuzanuu JOMYyCKaloTCA JIMIIA,
UMeIIre o0pa3oBaHue, COOTBETCTBYIOIee TpeOoBaHUsIM K KBanudukanuu (mpodcranmapra) mo
CBOEH  JIOJDKHOCTH, COOTBETCTBYIOIIME  TpPEOOBaHUSAM,  KACAOIIUMCA  MPOXOXKJICHUS
MIPEIBAPUTENILHOTO (TIPU MOCTYIJICHUH Ha padoTy) M NMEPUOJUYECKHX MEAUIMHCKUX OCMOTpPOB,
BHEOUYEPEIHbIX MEIUIMHCKUX OCMOTPOB IO HampaBieHHIO paboTonaTens, MNpoQeccHOHATbHON
TUTHEHUYECKOM MOATOTOBKU M arTrecTtanuu (pu mpueme Ha paboTy W jaanee He pexke 1 paza B 2
roja), BaKIWHAIUU, HATWYHS JIMYHOM MEIUIMHCKONH KHIDKKH C pe3ylbTaTaMH MEIUIIMHCKHX
oOcnenoBaHuii W JTaOOPAaTOPHBIX HCCIIEIOBAHHMM, CBEICHHSIMH O TMPUBHUBKAX, TEPEHECECHHBIX
MH(DEKIIMOHHBIX 3a00JIEBAaHUAXK, O TIPOXOKACHUU MTPO(HECCHOHATEHOW TMTHEHUYECKOM TTOJTOTOBKU U
aTTECTAIlH C JIOIYCKOM K padore.

1.4. Cekperapp npu TmpueMe Ha padOTy NPOXOIUT B YCTAHOBIICHHOM TIOPSJIKE BBOJIHBIN
WHCTPYKTaX, MEPBUYHBIA HMHCTPYKTaXX HAa paboueM MecTe JO Haudaiaa CaMOCTOSITENBHOW pabOoThI
(ecmu ero mpodeccus M JODKHOCTh HE BXOIUT B YTBEPXKACHHBIM pykoBoautenem [lepeueHb
OCBOOOXKJICHHBIX OT MPOXOXJEHUS HWHCTPYKTaxa mpodeccuid M JODKHOCTEH), IMOBTOPHbIE
MHCTPYKTaXH HE pexe OJJHOTO pa3a B LIECTh MECSIIEB, a TAK)KE BHETIJIAHOBBIE U IIEJIEBBIE B CIIyYasiX,
ycTaHOBJIeHHBIX [IpaBmiiaMu oOyueHus O OXpaHe TPyJAa U MPOBEPKH 3HAHUN TPeOOBaHMI OXPaHbBI
TpyJia paOOTHUKOB OpraHU3aIuil.

1.5. Cekperapp 10KEH IPONUTH 00yUYeHHE 110 OXpaHe TpyAa U MPOBEPKY 3HAHUS TpeOOBaHUN
OXpaHbl TpyJa, OOydeHHE MeToJaM M IpHeMaM OKa3aHHMs IEepBOM MOMOILIM MOCTPAIaBIIUM,



IIpaBUJIaM MOXKApHOW 0€30IaCHOCTU M IEKTPOOE30MaCHOCTH, a TaKXKe IMPOBEPKY 3HAHUU NpaBUJI B
o0beMe JTOJHDKHOCTHBIX 00S3aHHOCTEH ¢ mpucBoeHUeM | KBanM(UKalMOHHOM TpYMIBl TOMyCKa IO
anekTpobe3omacHocTd. HeobGxomuMo mpoiTé oO0yueHne O€30macHbIM CIOCOO0aM  BBITIOJHEHUS
paboThI ¢ opuCcHBIM 000PYIOBAHNEM, U3YYUTh HHCTPYKLIUH 10 €T0 IKCIUTyaTaIiH.

1.6. MHCcTpyKIUs 1O OXpaHe Tpyaa pazpaboTaHa C IeNbio obecredeHus: 6e30macHoi paboThl
cekperaps Ha paboyeM MecTe B IPUEMHON PyKOBOIUTEINS, TIPH HAX0XKJICHUH B HHBIX TIOMCIICHUAX U
Ha TeppuTopun OpraHu3anuy, NpeaoTBpameHus (pakToB TpaBMUPOBAHUS COTPYIHUKA.

1.7. Cekperapb B LIeIX COOMOACHUS TPEOOBAaHHI OXPaHBI TPYAa 00s3aH:

- cobmomath TpeOOBaHWS OXpaHbl TPYAa, IOXKAPHOW M DJICKTPOOE30MACHOCTH IPU
BBITOJIHEHUH PadoT;

- cobmoaaTh TpeOOBaHUs MPOU3BOJCTBEHHON CAaHUTAPUH, IPABUJIA IMYHON TMTUCHBI;

- 3HaTh MpaBWIA JKCIUTyaTalud U TpeOoBaHus Oe30macHOCTH Tpu padbore ¢ O(HUCHBIM
o0opyI0BaHUEM;

- 3HATh CIIOCOOBI paHHOHaHBHOﬁ OopraHu3alnuu pa6oqer0 MECTa,

- HMETh 4YETKOE TMpEICTaBlieHHe OO0 OIMacHBIX M BpEAHBIX (aKTopaxX, CBA3aHHBIX C
BEITIOJTHEHUEM paboT Ha O(UCHOM TEXHHUKE, 3HATh OCHOBHBIE CIIOCOOBI 3aIIUTHI OT UX BO3ACHCTBHS,

- 3a00THTBCA O JMYHOW OE30MacCHOCTH M JIMYHOM 3JI0POBBE, a TAaKXKE O 0OE30MacHOCTH
OKPY’>KAaIONIMX B IPOIIECCE BBIMOJIHEHUS Pa0dOT MO0 BO BpeMsl HAaXOXKICHHS Ha TEPPUTOPUH
Opranuzanuu;

- II0JB30BaThCA 3JICKTpOHpI/I60paMI/I COTJIaCHO MHCTPYKIHAM I10 OKCILTyaTalluu,

- BBIIIOJIHATH TOJIBKO TY pa60Ty, KOTOpass OTHOCHUTCA K JOJDKHOCTHBIM 0053aHHOCTSAM H
IopyduceHa HCIIOCPCACTBCHHO PYKOBOAUTCIIEM, IIpU CO3JaHUU YCJ'IOBI/II‘/'I 0e30macHoOro ee
BBITIOJIHCHU A,

- 3HaTh NOPSNOK JAEWCTBUM IIPM BO3HUKHOBEHUM II0Kapa WJIA HMHOW Ype3BbIYAHOU
CUTYalLlU! ¥ 3BAKYallUH, CUTHAJIbI ONIOBEIICHHUS O MOXKape;

- YMCTb NIOJIb30BATHCA NNEPBUYHBIMU CPEACTBAMU MMOKAPOTYIHICHUS

- 3HaTh MECTOPACHOJIO)KEHHE AanTeYKh ¢ yMEThb OKa3blBaThb NEPBYK  IOMOIIb
MOCTPAa/IaBIIEMY;

- coOmozaars [IpaBuia BHyTpeHHEro TpyAOBOro pacnopsaaka u Ycras Opranuzanu;
- coOiroAaTh yCTaHOBJIEHHBIE PEKUMBI TPyJa U OT/bIXa, TPYAOBYIO JUCIUILIUHY;

- coOirofarh HMHCTPYKIMM IO OXpaHE TpyAa MNpU BBIIOJHEHHMH paboT U pabore ¢
IIEPCOHAIBHBIM KOMIIBIOTEPOM M MHON OPITEXHUKOM;

- CO6J'II-OI[8.TB AOJDKHOCTHYHO MHCTPYKIUIO CCKPETaApA OpFaHI/I3aLII/II/I.

1.7. OnacHble u (MIM) BpeIHbIE NPOU3BOJCTBEHHbIE (DAKTOPBI, KOTOPHIE MOTYT
BO3/I€HICTBOBATH B IpOIIECcCEe PA0OTHI Ha CEKPETapsi, OTCYTCTBYIOT.

1.8. Ilepeuenp nmpodeccnoHanbHBIX PUCKOB U OMTACHOCTEM:
- HapyIIeHHEe OCTPOTHI 3PEHUS TIPU HEJJOCTATOYHOW OCBENIEHHOCTH pab0vero MecTa;

- 3pUTEIbHOE YTOMJIGHHE TMPHU IUTEIBHOW padoTe C JOKYMEHTaMH, Ha TEePCOHATHLHOM
KOMITbIoTEpe (HOYTOYKE);

- TIOpa)XeHHE DJEKTPUYECKHM TOKOM TPU HCIONB30BAHUM HEHCIPABHBIX JICKTPUUECKUX
PO3ETOK, BBIKIIFOUATENEH;

- IMOPAXCHUE JJICKTPHUYCCKHUM TOKOM IIPU HUCIOJB30BaAHWH HEHUCIPABHOTO NEPCOHAIIBHOI'O
KOMITbI0TEpa (HOYyTOYKa) MU MHOW OPTTEXHUKH, TIPU OTCYTCTBUH 3a3eMIICHHUS / 3aHYJICHHS,

- TIOpaXEHHE DJICKTPUYECKUM TOKOM TMIPH HCIIOJNBb30BaHMM Kabenel muraHus C
MOBPEXKICHHON M30JIALIMEeH, HECEPTU(PUIIMPOBAHHBIX U CaMOJIETIbHBIX Y/UIMHUTENIEH;

- CHHIKCHUC O6H1€1"0 HMMYHHOT'O COCTOSIHHA OpraHu3Ma BCJICACTBHUEC IMPOAOJLKHUTCIBHOIO
BOSﬂCﬁCTBHH Ha pa60THI/IKa SJICKTPOMATrHUTHOT'O U3JTYYCHHA I1IPU pa60Te C OPFTeXHHKOﬁ;



- CTaTUYECKHE HArpy3KH MMPU HE3HAUYUTEIHLHOMN OOIEeH MBIIIEYHOM IBUTATEILHON HArpy3Ke;

- BO3MOXHOCTb IIOJYUCHHUA TpaBMbBl BCJICACTBUEC HCOCTOPOXKHOIO O6paIHeHI/I$I C
KaHUCIAPCKUMHU IIPUHAJICIKHOCTAMU WJIA IMPHU UCITIOJIB30BAHHUU UX HEC 110 IMIPSAMOMY HA3HAUYCHUIO;

- OMOLIMOHAJIbHBIE NIEPETPY3KU;

- XHMHUUYCCKHC BCIICCTBA, BXOAAINIMC B COCTaB KpaCOK, IIOPOHIKOB KOIIMPOBAJIbHO-
MHOKHUTEIILHON TEXHUKH.

1.9. 3ampemiaercss BBINONHATH PabOTy, HAXOJSCh B COCTOSSHUU AaJKOTOJIBHOTO OIbSHEHUS
mub0 B COCTOSHUHW, BBI3BAHHOM IOTPEOJICHHEM HAPKOTHUYECKUX CPEACTB, IICHUXOTPOITHBIX,
TOKCHYCCKUX HJIM JAPYIruX OJAYypMaHHMBAIOIIMX BCLICCTB, a TAaKXKE pacHuBaTh CIMPTHBIC HAIIMTKU,
yHooTpeOssiTh  HApKOTHMYECKHWE  CPEACTBA,  IICUXOTPOIHBIE, TOKCHMYECKHE WU  Jpyrue
0JlypMaHHUBAIOIIME BEIIECTBA HA pa0oueM MECTE WU B pabouee BpeMsl.

1.10. Cexperapb, IOMYyCTUBIINI HapylI€HHWE WIM HEBBIIOJHEHUE TPEeOOBAHMN HACTOSILEN
MHCTPYKIMH, PACCMATPUBAETCS KAK HAPYLIMTEIb IPOU3BOJICTBEHHOM NUCIMILIMHBI U MOXET ObITh
NPUBJIEYEH K JUCLUIUIMHAPHOM OTBETCTBEHHOCTU M IPOXOXKICHUIO BHEOYEPEAHON NPOBEPKU
3HaHUIl TpeOoBaHMI OXpaHbl TPyJa, a B 3aBUCUMOCTH OT IIOCIEACTBUH - U K YrOJIOBHOH; €Ciu
HapylLIeHHE I[IOBJEKJIO MaTepualbHbIi ymepd - K MaTepuajbHOM OTBETCTBEHHOCTH B
YCTQHOBJICHHOM IOPSIKE.

Il. TPEBOBAHUSA OXPAHBI TPYJA IEPE] HAYAJIOM PABOTbBI

2.1. Cekperapp Opranuzanuu AOKEH MPUXOAUTH Ha pabOTy B YHCTOM, ONMPSATHOU ONEXKIIE,
mepesl HadyajaoM paboThl BBIMBITH PyKH. IIpHOBITE Ha paboTy 3a071aroBpeMEHHO JUISl UCKITFOUCHUS
CHEIKH U, KaK CIEJACTBHE, aJCHUS U TOTyUYeHUS TPABMBI.

2.2. TlpoBepuTh OKHAa Ha HajJM4Me TPEUIMH M WHOE HapyIIECHHE ILEJOCTHOCTU CTEKOJI,
[IEJIOCTHOCTh 3aMKOB Ha ABepsiX, mKadax, ceide.

2.3. BI/I3yaJH)HO OLCHUTb COCTOSAHHEC BBIKquaTCHCﬁ, BKJIIOYHUTH ITIOJITHOCTBIO OCBCHIICHHC B
HpHeMHOﬁ n Y6eI[I/ITBC${ B UCITPAaBHOCTHU 3HeKTp0060py,I[OBaHI/IHZ

- OCBETHUTEIbHBIC MPUOOPHI JOHKHBI OBITH UCIPABHBI U HAJEKHO MOJBEUICHBI K TOTOJIKY,
HMETH 1IEJIOCTHYIO CBETOPACCEUBAIOIIYI0 KOHCTPYKIIMIO M HE COJIEPKaTh CIIEJOB 3arpsi3HEHU;

- YPOBEHb UCKYCCTBEHHOW OCBEIICHHOCTH B MPUEMHON JOJKEH cocTaBisaTh 300 srokc;

- KOMMYTAaIIMOHHBIE KOPOOKH JOJIKHBI OBITh 3aKPBITHI KPBIIIKAMHU, KOPITyca BBIKITIOYATEIeH
Y PO3ETOK HE JOJHKHBI UMETh TPEIINH U CKOJIOB, & TAK)KE OTOJICHHBIX KOHTAKTOB.

2.4. YOoeautbcs B CBOOOTHOCTH BbIX0/1a U3 KaOWHEeTa cekpeTrapst (IPUEeMHOH ), TPOXO/I0B.

2.5. y,Z[OCTOBepI/ITBCSI B HaJIMUYUHU TCPBUYHBIX CPCACTB IMOKAPOTYLICHHUA, CpOKa HUX
MMPUTOJHOCTH U JOCTYITHOCTH.

2.6. YI[OCTOBepI/ITI)CSI B HAJIMYUU aIlITCUKU HCpBOfI MOMOIIIN Y KOMILICKTAIIUN COACPIKUMOTO.
2.7. Yoenutbcsi B 6€30MaCHOCTH CBOETO paboyero Mecra:

- TIpOBEpPUTH MeOeNb Ha MPeIMET €€ YCTOMYMBOCTH U UCIIPABHOCTH;

- TPOBEPUTH IUIOTHOCTb MO/BEACHUS Kabenel NMUTaHus K CHCTEMHOMY OJIOKY U MOHMTOpY,
OpPITEXHUKE, HE JIOMYCKATh MeperyieTeH s Kabeneil MUuTaHus;

- TPOBEpPUTH IPABHJIBHOE pACIOJIOXKEHHE MOHUTOPA, CHUCTEMHOro OJI0Ka, KIABUATYpBI,
MBIIIIH;

- yOenuThCsl B OTCYTCTBHM IOCTOPOHHMX MPEAMETOB Ha MOHHMTOpPE M CHCTEMHOM OJIOKe
KOMITbIOTEPA, HTHOW OPITEXHUKE;

- yOenuThCsl B YCTOMUMBOCTH HAXOJSIIMXCS B CTPYIITUPOBAHHOM IIOJIOKEHHH paboumx
JIOKyMEHTOB, MAaroK.

2.8. IlpoBecTn OCMOTp CaHUTAPHOTO COCTOSIHUS MPUEMHOW. PanmoHanbHO OpraHuW30BaTh
CBOE pabouee MeCTO, MPHUBECTH €ro B MOpsAAoK. OCYIIECTBUTh MOATOTOBKY HEOOXOAMMOI
JOKyMEHTAIMu K paboTe, yOpaTh MOCTOPOHHUE TPEAMETHI U BCE, YTO MOXKET MPEMSATCTBOBATH
0€30MacHOMY BBHITIOJTHEHHUIO pa0OTHI M CO3/1aTh JIOTIOTHUTEIBHYIO OMAaCHOCTb.



2.9. IlpoBepuTh HamWyuMe B JOCTATOYHOM KOJIMYECTBE W HCHPABHOCTh KAHIEISPCKUX
MPUHAIIISKHOCTEH, HEOOXOAUMBIX /7151 paboTHI cekpeTapss OpraHusanuu.

2.10. IIpousBecTu CKBO3HOE IPOBETPUBAHME ITOMEILIEHUS, OTKPHIB OKHA U aBepu. OKkHa B
OTKPBITOM IOJIOKEHUH (PUKCHPOBATH KPIOUKAMH WIJIM OTPAaHUIHUTEIISIMH.

2.11. IIpoBecTn mpoBepKy pabOTOCIIOCOOHOCTH IMEPCOHAIBHOTO KOMIbIOTEpa (HOYTOYyKa),
YIOCTOBEPUTHCS B TIOJTHOW UCIIPABHOCTH OPTTEXHUKH (IIPUHTEP, KCEPOKC U IIp.).

2.12. Tlpu HEOOXOOMMOCTH MPOBECTH HEOOXOAUMYIO PETYJIMPOBKY MOHHTOpA, MPOTEPETH
9KpaH MOHUTOpPA C TIOMOIIBIO CIELUAIBHBIX CATI(PETOK.

2.13. CocraButh miaaH pabOTBl Ha JIeHb M PABHOMEPHO paCIpEIeIUTh BbIOJIHEHUE
HaME4YEeHHOH paboThI ¢ 0053aTEILHBIMU IIEPEPHIBAMH Ha OT/IBIX U ITPHUEM ITHUILH.

2.14. Ilpuctynmate Kk paboTe pa3peniaercs IOCJi€ BbBIIOJHEHUS MOJATOTOBUTEIBHBIX
MEPOIPUATUI U yCTPAHEHUS BCEX HEAOCTATKOB M HEUCIIPABHOCTEM.

2.15. Tlpu oOHapyXeHHH HEIOCTaTKOB B paboTe 00OpyNOBaHMS WM IOJIOMOK Mebenu
COOOIIUTH 3aMECTUTEIIO PYKOBOJIUTENS MO0 aAMUHHCTPAaTHBHO-X03HCTBEHHOI paboTre (3aBX03y) U
HE HCIIOJb30BaTh JAaHHOE OOOpyAOBaHHME M MeOelb B NMPHEMHON IO MOJHOTO YCTPAaHEHHS BCEX
BBISIBJICHHBIX HEIOCTATKOB M MOJTYYEHHs Pa3peIIeHuUsI.

I1l. TPEBOBAHUSA OXPAHBI TPY/JIA BO BPEMSI PABOTBI

3.1. Bo Bpems paboOTHI cekpeTapro HeOOXOAMMO COOIMI0IATh MOPSIOK B pabovyeM KaOWHETE,
HE 3arpoOMOXK/JIaTh CBOE pabodyee MECTO, BBIXO/IbI H3 IPHEMHOMN U TIOJIXO/IbI K TICPBUYHBIM CPEICTBAM
MOXKApOTYIICHUs] OyMmarod, JOKyMEHTaMH, TWanKaMd W JIIOOBIMH JIDYTHMH TTOCTOPOHHUMH
peIMeTaMHu.

3.2. B npouecce paboThl coOIOAaTh CAHUTAPHO-TUTUEHUYECKUE HOPMBI U TIPaBUJIA JIMYHOMN
THTUCHBI.

3.3. He BBINONHATH NEHCTBUH, KOTOPBIC TIOTCHIIMAIBHO CIIOCOOHBI MPUBECTH K HECYACTHOMY
cIy4aro (Ka4aHWe Ha CTyJie, pa3MaxWBaHWE KaHICISIPCKUMH TPUHAIIC)KHOCTIMU W WHBIMH
MpeIMeTaMHu).

3.4. BoITh BHUMATENBHBIM B paboTe, HE OTBJIEKATHCS TOCTOPOHHUMH JIEJIaMU U pa3rOBOpaMH,
BBITIOJTHATE TOJBKO Ty paboTy, KOTOpas OTHOCHUTCS K JOJDKHOCTHBIM OOSI3aHHOCTSIM W IMOpPYYCHA
HEMOCPEJACTBEHHO PYKOBOJUTENEM, TP CO3JaHUH YCIOBUN O€30MaCHOTO €€ BHITIOTHEHUS.

3.5. Bo BpeMsi paboThl OBITH BEXJIMBBIM, BECTH ceOsl CIIOKOMHO M BBIJEpKAHHO, M30eraTh
KOH(MJIMKTHBIX CHUTyallil, KOTOpblE MOTYT BbI3BaTb HEPBHO-3MOIIMOHAIBHOE HANpsIKEHUE U
OTPa3UThCs Ha O€30MaCHOCTH TPYAA.

3.6. B mensx oOecnedeHuss HEOOXOAMMON €CTECTBEHHOW OCBEIICHHOCTH MPHUEMHOMN
pykoBoauTenss OpraHu3allid HE CTaBUTh Ha TOJOKOHHMKHM IIBETHI, HE pacrojiaraTh TMarkKH,
JIOKYMEHTBI U UHBIE TTPEIMETHI.

3.7. IlepcoHanbHbIil KOMIIBIOTEP (HOYTOYK) M MHYIO OPITEXHHMKY HCIOJb30BaTh TOJBKO B
HCIIPAaBHOM COCTOSIHUM M B COOTBETCTBUU C MHCTPYKLMEH MO SKCIUTyaTalluu U (WIH) TEXHUYECKUM
MIaCIIOPTOM.

3.8. BbINONHATE MEpONpHUATHS, NPEAOTBPAILAOIIME HEPABHOMEPHOCTh OCBELIEHUS U
MosiBJIeHHE OJMKOB Ha 3KpaHe MOHUTOpa. BBIKIIOYATh KOMMBIOTEp WM HEPEBOAUTH B PEXKUM
O’KMJIaHHUs, KOTJa €T0 UCI0JIb30BAaHUE IIPUOCTAHOBIIECHO.

3.9. PerynupoBaTb MOHHUTOpP B COOTBETCTBMM C paloueil Mo30i, Tak Kak paludOHaJIbHAs
paboyasi mo3a CIIOCOOCTBYET YMEHBILICHHIO YTOMJIIEMOCTH B mpoiiecce paboTbl. KoHcTpykums
pabouero kpecia J0JKHA MO3BOJIATh U3MEHATH 03y C LENbI0 CHIPKEHUS] CTATHYECKOTO HAMPsKESHUs
MBI HIEHHO-TIJIEYeBON 00aCTU U CIIUHBI JJIs IPEyNPEkKICHNS Pa3BUTUS YTOMIICHUS.

3.10. IIpu nauTENbHOM OTCYTCTBUU Ha pabovyeM MecTe OTKIIIOYaTh OT 3JEKTPOCETH CPECTBa
OPITEXHUKH M JApYyroe oOOpyJOBaHHE 3a MCKIIOYEHHEM OO0OpYAOBaHMsS, OIpPEAETICHHOIO JUIs
KpYyTJI0CYyTOYHOU pabOoTHI.

3.11. KnaBmarypy ¥ MbIIIb €KEIHEBHO JE€3WH(OUIMPOBATH B COOTBETCTBUH C



PEKOMEHAALUSAMY POU3BOAUTENS IMOO ¢ UCIOIb30BAHUEM PACTBOPOB HJIU CaTI(ETOK HA CIUPTOBOU
OCHOBE, coiepkalux He MeHee 70% cnupra.

3.12. He ucnionb30BaTh B pab0T€ MOHUTOPHI HA OCHOBE JIEKTPOHHO-TYYEBBIX TPYOOK.

3.13. Bo wus0exxaHue TpPaBMHPOBAHUS pPYK MpPU MPOIIMBKE JOKYMEHTOB HEOOXOIUMO
COOJII0/1aTh OCTOPOXKHOCTH TPH PA0OTE € UTOJIKOH, IIMIOM, HOXKHHUIIAMHU.

3.14. Tlpu HemocTaTOYHOH OCBEIICHHOCTH paboyero Mecra I JOMOJHUTEIBHOTO €ro
OCBEIICHUS UCIIOJIb30BATh HACTOJIbHYIO JIAMITY.

3.15. He ucnonp30BaTh B NOMELEHUH TPUEMHON pykoBoauTenss OpraHu3alvy NEPEeHOCHbIE
OTOMHTENbHBIE MPUOOPHI C MH(PPAKPACHBIM M3IIyYCHHEM, a TaKXKe KUISATHIbHUKH, IUIMTKA U HE
CepTU(PHUIHUPOBAHHBIE YJIMHUTEIH.

3.16. Ilpu noutenpHOM paboTe C JOKYMEHTAMH, 32 KOMIBIOTEPOM (HOYTOYKOM) C IIEJBIO
CHUKEHUSI YTOMJICHUSI 3pUTEIBHOTO aHAIM3aTOpa, MPEJOTBPAILICHUS] PA3BUTHUSI MO3HOTOHUYECKOTO
yTOMJICHUSI 4yepe3 yac paboThl jaenaTh nepepbiB Ha 10-15 MHHYT, BO BpeMs KOTOPOTO ClEIyeT
BBITIONTHSATH KOMIUICKC YIPaXHEHUH JUIs 17123, PU3KYJIBTYPHBIE May36l.

3.17. Jlna mnoamepkaHusi 3I0pOBOTO MHUKpPOKIMMAaTa dYepe3 Kaxaple 2 4  paboThl
MIPOBETPUBATh MPUEMHYIO, IIPH 3TOM OKHa (PUKCHPOBATH B OTKPHITOM IOJIOKEHUU KPIOUKAMH HITU
orpannuuTessiMu. [locne mpooIKUTETFHOTO KCEPOKOMUPOBAHUS ITPOBETPUTD MTOMEIICHUE.

3.18. B cayuae ecnu pasbuiach cTojoBas IMOCyAa, HE cOOMpaTh €€ OCKOJKH pPyKamH,
WCIIO0JIb30BaTh BEHHK U COBOK.

3.19. Ilpu ucnonb30BaHUU OPITEXHUKU U HHBIX JIEKTPONPUOOPOB CEKPETAPIO 3allpeIiaeTcs:

- BKJIOYaThb B JJIEKTPOCETb U OTKIIOYAThb OT HEE INEPCOHAIbHBIM KOMIIBIOTED, NPUHTED,
KCEPOKC U UHYIO OPITEXHUKY U AIEKTPONPHUOOPEl MOKPBHIMU U BIAKHBIMU PYKaMH;

- JIOIyCKaTh IOMaJlaHus BJIard Ha MOBEPXHOCTHU UCIIOJIb3YEMBIX JIEKTPOIIPUOOPOB;

- Hapylmarb IOCJEJ0BAaTEIbHOCTh BKJIIOYEHHS M BBIKIIOYEHMS, TEXHOJIOTHYECKUE
IIPOLIECCHI;

- J0cTaBaTh 3aMATYI0 OyMary 13 IpUHTEpa U KCepoKca P BKIOYEHHOM JIEKTPOIIUTAHUY;

- OTKpbIBaTb M NPOM3BOAUTH YHUCTKY NPUHTEpPAa WIM KCEpOKCa IpPH BKJIIOYEHHOM
ANEKTPONUTAHNH;

- BBINOJHATH pabOTy Ha KCEPOKCE MPH OTKPHITON BEpXHEH KPBIIIKE;

- BBINOJHATH BBIKJIFOUEHUE PHIBKOM 3a IIHYp MUTAHMUS;

- pa3MeliaTth Ha EeKTponpudopax npeaMeTs! (Oymary, T0KyMEHTHI, BEIH U T.I1.);

- TepeIBUTraTh BKIIOYEHHBIE B 3JIEKTPUUECKYIO CETh 3JIEKTPONPHUOOPHI;

- pa30upaTh BKIIOUEHHBIE B 3JIEKTPOCETh MPUOOPHI;

- IpHUKacaThCs K OTOJIEHHBIM WIIM C TIOBPEXACHHOM M30Js1uell KabensM NUTaHus;

- cru6arh ¥ 3aleMIsATh Kabeiau MUTaHus;

- OCTaBJIAThH 0€3 MPUCMOTPA BKIIOYEHHBIE B JIEKTPUUYECKYIO CETh AJIEKTPONPUOOPHI.

3.20. CekpeTapio HEOOXOIUMO MPHUIAEPKUBATHCS MPABWII MEPEABIKCHHUS B MOMEIICHUAX U
Ha Tepputopun OpraHu3aiuu:

- BO BpeMs XOAbObl ObITh BHMUMATEJIBHBIM M KOHTPOJMPOBATh M3MEHEHHE OKPY KAIOILIEH
00CTaHOBKH;

- XOOUTh MO KOPHUIOpaM M JIECTHUYHBIM MapIlaM, IPHUIEPKUBAACH IMPaBOU CTOPOHBI,
OCTOPO’KHO U HE CIIelIa;

- TpU TEPeIBIKEHUH IO JISCTHUYHBIM TpoJieTaM COOMI0AaTh OCTOPOXKHOCTb U
BHHUMATEeIbHOCTh, HE HAKJIOHATHCA 3a Nepuja, HE IMepeniaruBaTh M HE NEpernpbhIruBaTh uepes
CTYIIEHBKH;

- oOpaiaTe BHUMaHUE Ha HEPOBHOCTH U CKOJIb3KHE MECTA B MIOMEIIEHUAX U Ha TEPPUTOPUHI
Opranuzanuu, 00X0UTh UX U OCTEPEeraThCs MaJeHus;

- He npoxoauTh Omke 1,5 Merpa oT cTeH 31anust OpraHuzaiuu.

3.21. CoOmromath BO BpeMsi pabOThl MHCTPYKLHIO IO OXpaHe Tpyna Ais CeKperaps
OpraHu3anuy, yCTaHOBJICHHBIH pexXxuM pabouero BpeMeHH (TpyJia) ¥ BpeMEHH OT/bIXa, IIpHU padboTe



C HCIIOJIb30BaHMUEM KOMITbIOTEepa (HOYyTOyKa) pyKOBOJACTBOBaThCs «HCTpyKIMel mo oxpaHe Tpya
mpu paboTe Ha MEPCOHATLHOM KOMITBIOTEPE», MPHU JCSATEILHOCTH C HMCIOIH30BAaHHEM KCEPOKCa —
«MHCTPYKIIMEH [0 OXpaHe Tpyaa mpu paboTe Ha KOMUPOBATbHO-MHOXHUTEIHLHOM arnapare.

IV. TPEBOBAHUSI OXPAHBI TPYJA B ABAPUMHBIX CUTYALIUAX

4.1. He nomyckaercsi cekperapto OpraHuzaluy MPUCTYNaTh K paboTe MpU IJIOXOM
CaMOYyBCTBHH WJIM BHE3AITHOH O0JIC3HU.

4.2. Tlpu BO3HMKHOBEHHH HEHCIIPABHOCTH B OPITEXHHKE WJIM HHOM 3JIEKTpoIpudope
(OCTOPOHHMH ILIyM, IbIM, UCKPEHHE U 3allaX rapu) HEoOXOAMMO NPEKPATUTh C HUM PaboOTy U
00€eCTOUNTh, COOOIINUTD 3aMECTUTEIIIO PYKOBOAUTEINS 110 aIMUHUCTPATUBHO-X03ICTBEHHON paboTe
U UCHOJb30BaTh TOJBKO I10CJIE€ BBINOJHEHUS pPEMOHTa (MOJIYYEHHS HOBOIO) M IOJy4YEHUs
paspeleHusl.

4.3. B cny4yae mOydeHHsS TpPaBMBI CEKpeTaph JOJDKEH INPEKpaTuTh padoTy, MO3BaTh Ha
IIoOMOIIb, BOCIIOJIB30BAaThCA anTeyKou HepBOﬁ nomMonu, MmoCTaBUTb B U3BCCTHOCTH PYKOBOIAUTCIIA
Opranuszanuu (IpH OTCYTCTBUHM HHOE JTOJDKHOCTHOE JIMIIO) M OOpaTUThCS B MEAUIMHCKHN ITyHKT.
[Ipu nosyuyeHuu TpaBMbl UHBIM COTPYJHUKOM WJIM OOYYarOUIMMCSI OKa3aThb €My IEPBYIO MOMOILb.
BezBath MemunMHCKOro paboTHuka OpraHuzaluu, IOpU HEOOXOJUMOCTH, BBI3BaTb CKOPYIO
MEAUIMHCKYI0 moMolb 1o Tenedony 03 (103) m cooOluUTh O MPOUCIIECTBUU PYKOBOIUTEIIO
Opranmzanuu. OOecnieuuTh 10 Hayajla paccieOBaHUS COXPAHHOCTh OOCTAHOBKM Ha MeCTe
IPOUCIIECTBHSA, & €CII ITO HEBO3MOXKHO (CYIIECTBYET yrpo3a KU3HU U 37J0POBBIO OKPYKAIOLIUX) —
¢bukcupoBaHue 00OCTaHOBKU IyTeM (ororpadupoBaHus WM UHBIM MeTojoM. OKa3aTh cojeiicTBue
IIPU IPOBEACHUH PACCIIEIOBAHMS HECUACTHOTO CIIydast.

4.4. B ciyyae BO3HMKHOBEHHS 3aJIbIMJICHUS WJIM BO3TOpaHUs B INPUEMHOMW, CEKpeTaph
JOJKEH HEMEAJIEHHO MPEeKpaTUTh paboTy, MPHUHITH MEpbl K 3BaKyallUd PYKOBOIUTENS, HMHBIX
COTPYJHUKOB U IIOCETUTENIEH U3 ITOMEIEHUS B O€30I1aCHOE MECTO, OITOBECTUTH I'0JIOCOM O IMOXKape U
BpyuHyto 3anaerictBoBaTh AIIC, BbI3BaTh moxapHyto oxpany mo tenedony 01 (101), coobuuts
pykoBoauTento. [Ipu ycmoBuu OTCYTCTBUSL yTrpo3bl )KHU3HU U 3J0POBBIO JIIOJCH MPUHSITH MEPHI K
JMKBUJAIMY T10%apa B HAYaJIbHOM CTAJIMU C MTOMOILBIO MIEPBUYHBIX CPEJICTB MOXKapoTyuieHus. [Ipu
WCIIOJIH30BaHUH MTOPOIITKOBOTO OTHETYIITUTENS HE HAMPABJISTH B CTOPOHY JIFOJIEH CTPYIO MOPOIIIKA.

4.5. Ilpu aBapuu (IpOpbIBE) B CUCTEME OTOIUIEHHUS, BOJOCHAOKEHHS U KaHAJIU3AllUU B
MpUEMHON HEOOXOAMMO OINEPATUBHO COOOIIUTH O MPOUCHIEIIEM 3aMECTHTENI0 PYKOBOJIUTENS O
aJIMUHUCTPATUBHO-XO3SMCTBEHHOM paboTe (3aBX03Y).

4.6. B ciayuyae yrpo3sl WM BO3HMKHOBEHMSI Ouyara OINAaCHOTO BO3JIEHCTBUS TEXHOTE€HHOTO
XapakTepa, yrpo3bl WM NPUBEACHUSA B HCIIOJIHEHUE TEPPOPUCTHUYECKOrO aKTa CIELYeT
pykoBoACTBOBaThCs [lmaHOM 3Bakyalnnu, MHCTPYKLMEH O MOPSAKE NEHCTBUN B Clydae yrpo3bl U
BO3HUKHOBEeHNN YC TeppOpHUCTUYECKOTO XapaKTepa.

V. TPEBOBAHUS OXPAHBI TPYJIA IO OKOHYAHUU PABOTHBI

5.1. Tlo oxonuaHum paboThl cekperapio OpraHuzanuu HEOOXOIUMO BBIKIIOUUTH BCE
AIEKTPONPUOOPHI M 00ECTOUUTH UX OTKIFOUYEHUEM U3 DJIEKTPOCETH.

5.2. BHumaTenbHO OCMOTpeTh pabodee MeCTO M TMOMEUIeHHE MPUEMHOM, MPUBECTH €ro B
nopsiiok. YOparb ¢ paboudero cTona JOKYMEHTAllMIO, MKW, KaHIEISIPCKUe MPUHAIIEKHOCTH,
HOCHUTENU UHPOPMAIH B OTBEACHHbIE JIJI1 XpaHEHUS MeCTa.

5.3. Y6patp pabodee MECTO OT UCIIOJIL30BAaHHOUW OyMard.

5.4. VYpocTtoBepuTbCd, UYTO IIOMEIICHUWE NPUEMHOM PYKOBOJWTENS IPUBEICHO B
Mokapo0e30macHOe COCTOSIHME, OTHETYIIMTENN HaxOJsITCd B YCTaHOBIEHHBIX MecTax. [lpu
OKOHYAaHUM CpOKa OKCIUTyaTalldd OTHETYIIUTEeNsl NepeaaTb €ro JHIly, OTBETCTBEHHOMY 3a
noxkapHyto Oe3omnacHocTs B OpraHuzanuu, As MOCIEAYIONIed nepe3apsiki. YCTaHOBUTh HOBBIN
OTHETYUIUTEb.

5.5. IlpoBeTpuTh MoMenieHNE NPUEMHON pyKoBoAUTENIsE OpraHu3amyi.

5.6. IlpokoHTponupoBaTh MpPOBEACHHE BIAKHON YOOpPKH, a TakXe BBIHOC Mycopa W3
MIOMEILEHUS.



5.7. 3akpbITh OKHA U MIKA(bI, BBIMBITh PYKH C MBLIOM, IIEPEKPHITH BOJLY U BBHIKIIOUUTH CBET.

5.8. CooOmuth 3amecTuTento pykoBoauTenas OpraHuzalud IO aJIMHUHHCTPATHBHO-
XO3SICTBEHHON paboTe O BBISBICHHBIX HEUCIPABHOCTSIX AJIEKTPOOOOPYIOBAHUS, MEPCOHATBHOTO
KOMITbIOTEpa, MPUHTEPA, KCEPOKCAa U MHOM OPITEXHUKH, MEOENH, O MOJOMKaxX B BOJOIPOBOIHOM,
OTOITUTENHLHON MIIM KaHAIIM3alMOHHON CUCTEME.

5.9. CooOwmuTh CcHENUATUCTY 10 OXpaHe TpyAa O HeJocTarkax (MpU HaJU4YUHU) B
oOecriedeHnN OE30MaCHBIX YCIOBUH Tpy/ia Ha pabodeM MeCTe, OXpaHbl 3J0POBBSI.

5.10. IIpu OTCYTCTBUM HEAOCTATKOB 3aKPbITh OMEIICHUE MPUEMHOMN Ha KIIIOY.

Huctpykuuio pazpadorain: /MBAHBKWHA E.II.
JINCT O3BHAKOMJIEHUA
C MHCTpYKIMeH o oxpane Tpyna misa cekperaps YU MBOVY «XucnasuuckasCILI»

WNHceTpykumio u3yuni U 0053yI0Ch BbITOJIHSATS!

D.N.0. Jara IMoanucek







