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HHcTpyKkuus
no oxpaHe TpyJa /il apXHBapHyca
npogeccHoHaIbHOro 06pa3oBaTe/IbHOIO Y peKIeHHs

1. O6mue Tpe6oBaHUA OXpPaHbl TPyAa

1.1. Hacrosmas HHCTpYKUHs pa3paboTaHa B COOTBETCTBHH C Ipuxaszom Muntpyna Poccuu ot 29
oxts6pa 2021 roga Ne 7728 «O6 yTBEpKACHHH OCHOBHBIX TpeGoBanuil K MOPAIKY pa3paboOTKH
COJIEPKAHMIO TPABHII M MHCTPYKIHMHA MO OXpaHe Tpyaa», INpuxasom MunTpyna Poccuu Ne 140H ot
18.03.2021 "O6 yTBep)KAEHHH NPO(ECCHOHANBHOTO CTaHJapTa "Cnemuamact apxusa’, IIpukazom
Munsapascoupa3sutus PO ot 26.082010 Ne 76l "O6 yrBepxaenuu EnamHOro
KBaTM(HUKAMOHHOIO CIPaBOYHHKA JOJKHOCTEH PyKOBOZHMTENEH M pPabOTHHKOB ob6pasoBanus’,
[MocranoBNeHUsAMHA | TaBHOTO rOCyJapCTBEHHOTO CAaHMTApHOTO Bpatda Poccuu ot 28.01.2021r Ne 2
«06 yreepxnenun CanlluH 1.2.3685-21 «['urueHudecKrue HOPMAaTHBBI H TpeboBaHHA K
obecredeHnIo 6e30macHoCTH ¥ (W) 6€3BpeTHOCTH VI 4eIOBEKA ¢axTOpoB cpebl OOUTaHHUD) U OT
28.09.2020r Ne 28 «O6 yrsepxnenun CII 2.4.3648-20 «CaHUTApHO-3IIHIEMUAOJIOTHIECKHE
Tpe6oBaHHs K OpraHM3alsM BOCIATAHHA H o6ydeHus, OTIAbIXa W O3/I0POBJICHHA nered
MoJioziexuy; pasaenoM X TpynoBoro Koaexca Poccuiickoii ®enepaiy ¥ WHBIMH HOpPMAaTHBHBIMH
IpaBOBBIMH aKTaMH [0 OXpaHe Tpy/Aa.

1.2. JlanHasi HHCTPYKIIMs yCTaHABIHBACT Tpe6GoBaHMs OXaHBI TPY/Ia EPE/l HadaloM, BO BpeMs H 110
OKOHYaHMH paGOTBl COTPYJHMKA, BBIOIHAIOMETO obssanHocTH  apxuBapuyca B IIOUY
«['yMaHHTApHO-TIEIATOTHYECKHH  KOJUIE/THO (manee-Komnemk, TI'TIK), ompezenser 6e30macHbIe
METO/BI ¥ TIPHEMBI BHIONHEHHs paboT Ha pabodeM MecTe, a TaKxKe Tpe6GoBaHMs OXpaHbl TPyZJa B
BO3MOJKHBIX aBapUHHBIX CUTyalHAX.
1.3. MHCTpyKuHMs [O OXpaHe TpyJAa COCTaBlICHa B mensix obecrneyeHust G€30MacHOCTH TpyJa H
COXpaHEHHs KH3HH M 310pOBbS apXHBapHyCa Konneaka MpH BbIIONHEHHH MM CBOHMX TPYJOBBIX
o6s3anHOCTel ¥ GyHKIMH B 06pa30BaTeNbHOM OpraHu3aluH.
1.4. K BHIIOJHEHHIO 06A3aHHOCTEH apXUBapuyca B Kouemke JOIMyCKaloTCs JIAla:
o wuMelom@e o6pasoBaHHE, COOTBETCTBYIOIIHE TpeGoBaHUAM K KkBaMpUKaLUA
(mpodcTanapTa) MO CBOEH JOJKHOCTH;
+  COOTBETCTBYIOIIME TPeOOBaHMAM, KaCAIOIIMMCH TIPOXOXAEHHS TPEBAPHTENHLHOIO (ipu
HOCTYIUIeHMH Ha paboTy) ¥ MEpHOAHICCKHX MEIMIMHCKAX OCMOTPOB, BHEOYEPEIHBIX
MEIMIMHCKAX OCMOTpOB IO  HANpaBJICHHIO paboTonares, npo)eCCHOHATLHOM



TMTHEHUYECKON MOJTrOTOBKH M aTTecTanuy (MpH rnpueme Ha paboTy | Janee He pexke 1 pasa B
2 roja), BakUMHAIMY, HATMYXS JTMYHONW MEIUIIMHCKON KHM)KKH C Pe3yJIbTaTaMi MEIUIIMHCKUX
o0cneoBaHui U J1a0OPaTOPHBIX HMCCIEAOBAaHUM, CBEJACHUSMU O IPHUBUBKAX, MEPEHECEHHBIX
UHQPEKIIMOHHBIX 3200JIEBaHUAX, O MPOXOXKICHUH MNPOPECCHOHATBHON TUIHEHUYECKOM
HOATOTOBKH M aTTECTALIUH C JIOITYCKOM K padoTe.

1.5. ApxuBapuyc mnpu mnpueme Ha pabOTy NPOXOAUT B YCTAHOBIEHHOM TMOPSAKE BBOJIHBII
MHCTPYKTaX, MEPBUYHBIA MHCTPYKTaXK Ha paboueM MecTe J0 Hayajga CaMOCTOSTENbHOW paboThl
(ecmu ero mpodeccuss U JOKHOCTh HE BXOAMT B YTBEPKIACHHBbIM aupekTopoM Ilepeuenn
OCBOOOXKJICHHBIX OT TIPOXOXKACHUS MHCTPYKTaXa TNpodeccuii M JOIDKHOCTEH), MOBTOpPHBIC
MHCTPYKTaXH HE peke OJJHOTO pasa B IIECTh MECSIEB, a TAK)KE BHEIJIAHOBBIC U 1[EJIEBbIC B CIyUasXx,
ycTraHoBNIeHHBIX [lopsakoM oOydeHust mo oxpaHe TpyJa M MPOBEPKU 3HAHUIM TpeOOBaHM OXpaHbI
Tpyaa, yrBepxkaeHHbIM [loctanoBnennem IIpaBurensctBa PO ot 24.12.2021 Ne 2464 "O nopsiake
00y4eHHs 110 OXpaHe TPy/la U IPOBEPKHU 3HAHUS TPEOOBaHUI OXpaHbl Tpyaa'".
1.6. ApxuBapuyc B I'TIK pomxeH mpoiiTm oOydeHHE IO OXpaHE TpyJa M IPOBEPKY 3HAHUS
TpeOOBaHUI OXpaHbl TpyJda, OOy4YeHHE METoJaM U TMpHeMaM OKa3aHUs MEepBOH MOMOIIU
MOCTPaIaBIINM, IIPaBUIIAM MOXKApHOH Oe30macHOCTH U AekTpobde3onacHocTu. HeoOxoaumo npoiitu
oOyueHne 0e30macHbIM Croco0aM BBIIOJHEHUS pabOThl C MEPCOHAIBHBIM KOMIIBIOTEPOM M MHOMN
OPITEXHUKOH, U3YYUTh MHCTPYKIIMH 10 UX IKCIUTyaTallHH.
1.7. Apxusapuyc I'TIK B 1iensx co6utoieHus TpeOoBaHUM OXpaHbl TpyJia 00sI3aH:
* cobmogaTh TpeOOBaHHUS OXpaHbl Tpyda, MOXKAPHOH U 3IEKTPOOE30MacHOCTU MPHU
BBINIOJIHEHUH paldoT;
*  cobmoaaTh TpeOOBAHUS MTPOU3BOICTBEHHON CAHUTAPUH, TPABHIIA JIMYHOW THTHUEHBI,
* 3HaTh NpaBuja 3KCIUIyaTallud U TpeOoBaHUS OE30MaCHOCTU INpH paboTe ¢ apXUBHOU
JOKyMeHTalueil 1 opucHbIM 000pyAOBaHUEM;
* 3HATh CIOCOOBI PAIIMOHATLHON OpraHU3aluKi paboyero MecTa;
* UMETh YETKOE IMpeACTaBlieHUE 00 OMACHBIX M BpEeAHbIX (DAKTOPax, CBA3AHHBIX C
BBIIIOJTHEHUEM pabOT B IMOMEIIEHWU apXuBa, ¢ OPUCHOW TEXHHMKOW, 3HATh OCHOBHBIE
CHOCOOBI 3aIIUTHI OT UX BO3JCHCTBUS;
* 3a00TUTHCS O JMYHOM OE30MAaCHOCTH M JIMYHOM 3]I0pOBbE, a Takke O 0e30ImacHOCTH
OKpY’KaIOIIMX B MPOIIECCe BHITOIHEHUS padoT J100 BO BpeMsl HAXOXKJICHHS B IIOMEILIEHUH
apxuBa U Ha TEPPUTOPUHU 00pa30BaATEIHLHON OpraHU3aluy;
*  TOJb30BAThCA HIEKTPONPUOOPAMHU COTTIACHO MHCTPYKIUAM 110 SKCIUTyaTalluy;
* BBINOJHATH TOJBKO Ty paboTy, KOTOpas OTHOCUTCS K JOJKHOCTHBIM OOS3aHHOCTSIM
apxuBapuyca M nopyudeHa nupekropom Komemka, mpu co3gaHuM yCIOBUM 0€301MacHOrO
€€ BBIIOJIHEHUS;
* He JIoNycKaTh Ha paboyee MecTO MOCTOPOHHUX JIUII,
* 3HaTh MNOPSANOK JCHCTBHM NPH BO3HUKHOBEHUM II0’KApa WM WHOW 4YpPE3BBIYANHOU
CUTYallU! U 3BAKYallUU, CUTHAJIBI ONIOBEIICHHUS O MOXKape;
*  yMETb MOJb30BATHCS MEPBUYHBIMU CPEICTBAMH MOKAPOTYLICHHUS;
* 3HaTb MECTOPACIOJIOKEHHE aNTEeYKh M yMETh OKas3bplBaTb IIEPBYI0  I[TOMOIIb
MIOCTPaJaBIIEMY;
* coOmonats [IpaBuna BHyTpeHHEro TpyJOBOro pacropsaka u YcraB npodhecCHoHalIbHOTO
00pa30BaTEeNbHOT0 YUPEKICHNUS;
*  coOJI0JIaTh YCTaHOBJIEHHBIE PEXKUMBI TPY/1a U OT/bIXA, TPYAOBYIO TUCIMILIMHY;
*  coOMI0aTh UHCTPYKIUU IO OXpaHe TPYyAa, PH padoTe ¢ NEPCOHAIBHBIM KOMIIBIOTEPOM U
WHOW OPITEXHUKOW;
*  cOOMIOJaTh TOJKHOCTHYIO HHCTPYKLIMIO apXUBapuyca.
1.8. OnacHble u (MaK) BpeHbIE MPOU3BOICTBEHHBIE (DAaKTOPBI, KOTOPbIE MOTYT BO3JEHCTBOBAThH B
nporuecce paboTel Ha apxuBapuyca Komnemka, oTCyTCTBYIOT.
1.9. Ilepeuenb npodeccHOHANBHBIX PUCKOB U OMACHOCTEH MpH paboTe apXUBAPHYCOM:

* HapylIeHHE OCTPOTHI 3pEHUS MPU HEAOCTATOYHON OCBEUIEHHOCTH paboyero Mecra;




* 3pUTEIbHOE YTOMJIEHHE IpPU JIUTEIBHOW paboTe C JOKYMEHTaMM, Ha MEPCOHAIBHOM
KOMITbIoTepe (HOYTOYKE);

* IIOPAKEHUE IIEKTPUYECKUM TOKOM IIPH MCIIOJIB30BAHMM HEHMCIPABHBIX 3JIEKTPUYECKHUX
PO3ETOK, BBIKJIFOYATENEH;

*  IOPAKEHUE DJIEKTPUYECKMM TOKOM IIPU HCIOJIb30BaHUU HEUCIIPABHOTO IEPCOHAIBHOTO
KoMIbIoTepa (HOyTOyKa) U MHOM OPITEeXHHUKH, IPU OTCYTCTBUH 3a3eMJICHHS / 3aHYJICHHS
3JIEKTPOIIPUOOPOB;

* IIOBBILIEHHAs WM NOHWKEHHAs TEMIIEpaTypa Bo3/1yXxa paboueil 30Hbl;

* TpaBMHUPOBaHUE CIIy4allHO MaJAIOIUMHU JOKYMEHTAMH;

* TpaBMHUpPOBaHHE 00 OCTpPbIE YTl © KPOMKH CTEIUIaXe;

*  BO3MOXHOCTb IIQJICHUS C BBICOTHI.

* IOpPaXXEHUE DJIEKTPUUYECKMM TOKOM IIpU HCIOJIb30BAaHMM Kalenel MuTaHus ¢
MOBPEXJICHHOHN M30JIsIIMel, HeCepTU(DHUIIMPOBAHHBIX U CAMOJEIbHBIX YIUIMHUTEIIEH;

* CHIDKEHHE O0ILEro MMMYHHOTO COCTOSIHHSI OpTaHHM3Ma BCJEJCTBHE MPOJIOLKUTEILHOTO
BO3/ICHCTBUS HA COTPYAHUKA IEKTPOMArHUTHOIO U3JIy4€HUS NIPU paboTe ¢ OPIrTEXHUKOMH;

*  CTAaTWYECKHEe HArpy3KH MPU HE3HAUUTEIHHON OOIIei MBIIIEYHOH IBUTATEIbHOIN HAarpys3Ke;

* BO3MOXHOCTb IIOJYYEHHs TpaBMbl BCJIEJICTBHE HEOCTOPOXKHOTO OOpalleHus ¢
KAHLEISIPCKUMHU NPUHAUICKHOCTAMU WM IMPU HCIOJB30BAHUM HMX HE IO MHPSIMOMY
Ha3HAYECHUIO;

*  XUMMHYECKHE BEIIECTBA, BXOASIINE B COCTaB KPACOK, IOPOIIKOB IPUHTEPA U KCEPOKCA;

*  SMOLMOHAJIbHBIE IIEPErPY3KHU.

1.10. B cimyyae TpaBMUpOBaHHS YBEJOMUTH AupekTopa Komnemxka mo0bIM TOCTYITHBIM CIIOCOOOM B
Onmmkaiiniee Bpems. [Ipyu HeucnpaBHOCTH MEPCOHATILHOTO KOMIIBIOTEPA U MHOM OPIrTeXHUKH, MeOen
COOOIIMTh 3aMECTUTENI0 JHUPEKTOpa 10 aJMUHUCTPATUBHO-XO3ANUCTBEHHOM 4YacTM M HE
MCIIOJIb30BAaTh 10 YCTPAHEHHUs BCEX HEIOCTATKOB U IIOJyUYEHUS PA3PELICHMUS.

1.11. B mensix coOnroieHUs] MPaBUil JMYHOW TUTUEHBI U DMHUIEMHOJOTHUYSCKUX HOPM apXUBapUyC
JIOJIKEH:

*  OCTaBJIATH BEPXHIOKO OJIEXKy, 00YBb B IIPEIHA3HAUEHHBIX JJIsl 3TOI'0 MECTAX;

* MBITb PYKH C MBLJIOM, HCIIOJIB30BaTh KOXKHBIE AHTHCENTHUKH IIOCIE COIPUKOCHOBEHHS C
3arpsiI3HEHHBIMU IIPEeIMETaMU, Mepe]l HauajaoM paboThl, MOCe OCEUIeHHs TyalieTa, epes
IIPUEMOM IHILH;

* HE JOIyCKaTh IpueMa MUILIY B TOMELEHUH apXHBa, IPOBETPUBATH IOMELICHHUE;

* cobmonats TpedboBanus CII 2.4.3648-20, CanlluH 1.2.3685-21.

1.12. 3ampemiaercss apXWBapHycCy BBIIIOJIHATH pPabOTy, HAXOISCh B COCTOSIHUM aJIKOTOJILHOTO
ONMbSHEHUs] JIMOO B  COCTOSHUHU, BBI3BAHHOM IOTPEOJCHHMEM HApKOTUYECKUX  CPEJCTB,
NICUXOTPOINHBIX, TOKCUYECKUX WU JPYTUX OJAYPMAHMBAIOIIMX BEIIECTB, a TaKXE paclnuBaTh
CIHMPTHBIE HANWUTKH, YNOTPEeOIsATh HAPKOTUUYECKHE CPEJCTBA, MCUXOTPOIHBIE, TOKCHUYECKHE MWIIH
JIpyrue oJypMaHMBalOIIME BellecTBa Ha paboueM MecTe Win B pabouee BpeMmsl.

1.13. ApxuBapuyc, IONYCTUBLIMHA HapylIeHHE WM HEBBINOJHEHHE TpeOOBaHUN HacToAIIeH
MHCTPYKLMHU, PACCMAaTPUBAECTCSI KaK HapyLIUTENIb MIPOU3BOJICTBEHHOM JMCHUIUIMHBI U MOXET ObITh
NPUBJICYEH K JUCLUUIUIMHAPHOW OTBETCTBEHHOCTH M IIPOXOXACHUIO BHEOUYEPEIHOW IPOBEPKU
3HaHUW TpeOOoBaHMI OXpaHbl TPyJda, a B 3aBUCHMOCTH OT IOCJIEACTBUM - M K YTOJIOBHOM; eciu
HapylleHHe [MOBJEKJIO MaTepHajbHBI ymepd - K MaTepuaJbHOW OTBETCTBEHHOCTH B
YCTaHOBJICHHOM HOPSIKE.

2. TpeGoBanusi oOXpaHbl TPy/Aa Mepex HAYAJIOM PadoThI

2.1. ApxuBapuyc 00pa30BaTeJIbHOM OpraHU3alMM JOJDKEH NPUXOAUTh Ha paboTy B UHUCTOH,
ONIPSATHOM OAEKIE, Mepe HayaloM paboThl BBIMBITH pyKu. [IpuObITH Ha paboTy 3ab1aroBpeMeHHO
JUISL ACKJIFOUEHUS CIEIIKH U, KaK CIEICTBUE, NIaJICHNS U TIOJyYEHHUS TPABMBI.

2.2. IIpoBepuTh OKHA Ha HAJIMYKME TPEUIMH U WHOE HAPYLIEHUE LIEJIOCTHOCTHA CTEKOJ, LIEIOCTHOCTh
3aMKOB Ha JIBepsx, mKadax, cerde.

2.3. Bu3yallkHO OIICHUTH COCTOSHHE BBHIKJIIOUYATEICH, BKIIOYWTH MOJHOCTHIO OCBEIIEHUE B
IOMEIIEHUH U YOeIUTHCS B UCIPABHOCTHU HJIEKTPOOOOPYIOBAHUS:




*  OCBETUTEIbHBbIE MPUOOPHI TOJKHBI OBITh UCHPaBHBI U HAJIEKHO MOABEIIEHBI K MOTOJIKY,
UMETh IIEJIOCTHYI0 CBETOPACCEMBAIOLLYI0 KOHCTPYKLIMIO M HE COAEp’KaTh CIEI0B
3arpsi3HEHMUI;

*  YPOBECHb MCKYCCTBEHHOIH OCBEIICHHOCTH B MOMEIICHUM apXuBa (KaOWMHETe apXuBapuyca)
IoJDKeH cocTaBidaTh 300 nrokKc;

* KOMMYTAIlMOHHBIE KOPOOKH JTOJKHBI OBITH 3aKPBITHI KPBIIIKAMH, KOPITyCa BBIKITIOYATENIEH
Y PO3ETOK HE JIOJKHBI UMETh TPEIIMH U CKOJIOB, @ TAK)KE OTOJICHHBIX KOHTaKTOB.

2.4. Yoenutbesi B cBOOOHOCTH BBIXOJIA M3 ITOMEIIICHHS apXuBa (KaOMHETa apXuBapuyca), IPOX0I0B.
2.5. Y10CTOBEpUTHCS B HAIMUMU MEPBUYHBIX CPEICTB MOXKAPOTYLICHUSI, CPOKA UX MPUTOJHOCTU U
JIOCTYITHOCTH.

2.6. Y10CTOBEpUTHCS B HATMUWHU alTEUKH [IEPBOM MOMOIIH U MOJHOM KOMIUIEKTE COJIEPKUMOTO.
2.7. YOoenutbcs B 6€301aCHOCTH CBOETO paboyvero Mecra:

* [pOBEpUTH MeOEIb Ha MPEAMET €€ YCTOMUYUBOCTH U UCITPABHOCTH;

* TPOBEPUTH IUIOTHOCTH MOJBEACHUS KabeJel MUTaHus K CUCTEMHOMY OJIOKY U MOHHUTODY,
OpPITEXHUKE, HE JIOMYCKATh MeperieTeH s kabeneil muTanus;

* IIPOBEPUTH NPABUJIBHOE pACIIOJOKEHUE MOHUTOpPA, CHCTEMHOro OJI0Ka, KJIaBHATYpBI,
MBIIIIU, TPUHTEP U KCEPOKC Pa3MECTUTh AaJbIIe OT ceOs;

* yOeauThCs B OTCYTCTBUM TOCTOPOHHHMX IMPEIMETOB Ha MOHHUTOPE W CHCTEMHOM OJIOKe
KOMIIBIOTEPA, NHOM OPIrTEXHUKE;

* yOeauThCs B YyCTOWYMBOCTH CTEUIAXKEH M HAXOISAIIMXCS HA HUX B CIPYNIIMPOBAHHOM
MOJIOKEHUU PabOUUX IOKyMEHTOB, MAroK.

2.8. TIpoBecTH OCMOTp CAaHHTAPHOTO COCTOSIHWS TOMEIICHHs apXHBa. PallMOHAIBHO OpraHW30BaTh
cBoe pabouee MeCTO, NPUBECTH €ro B MOpsaoK. JlocTaTb W3 MeCT XpaHEHUS MOATOTOBUTH
HEOOXOIMMYI0 JOKYMEHTAIMI0 K padore, yOpaTh MOCTOPOHHHE NPEAMETHI M BCE, YTO MOXKET
MPENSITCTBOBATH O€30MaCHOMY BBIMOJIHEHHUIO paOOTHI U CO3AATh JOMOJIHUTEIbHYIO OMAaCHOCTb.

2.9. [IlpoBepuTh Hamu4yhe B JOCTATOYHOM KOJMYECTBE M HCHPABHOCTh KAHIEISAPCKHUX
MPUHA]JICKHOCTEH, HEOOXOAUMBIX JIJIsl paboThl apxuBapuyca [10Y.

2.10. IlpousBecTr CKBO3HOE MPOBETPUBAHNE MMOMEIICHHUS, OTKPHIB OKHA U ABepu. OKHA B OTKPHITOM
MOJIOKEHUU (PUKCUPOBATh KPIOUKAMH WJIM OTPAaHUYUTEIISIMU.

2.11. TIpoBectn TPOBEpPKYy pabOTOCTIOCOOHOCTH TIEPCOHAIBLHOTO KOMITbIOTEpa (HOYTOyKa),
YIOCTOBEPUTHCS B ITOJTHON UCTIPABHOCTH OPITEXHUKH (IPUHTEP, KCEPOKC U JIp.).

2.12. Tlpu HEOOXOIUMOCTH TPOBECTH PETYIMPOBKY MOHHUTOPA, MPOTEPETh IKPaH MOHHUTOpPA C
MOMOIIBIO CHEUATbHBIX Call(EeTOK.

2.13. CocraBuTh IIaH pabOTHI HAa JIEHb U PAaBHOMEPHO PACHpPEACTHUTH BBHIMOJIHEHHE HaMEYEeHHOU
paboThI ¢ 00s3aTENIbHBIMU MEPEPhIBAMU Ha OTJIBIX M IPUEM MHIIH.

2.14. Tlpucrymath K pabore apxuBapuycy Komtemka paspemraercss IMocie BBITOJTHEHUS
HOJrOTOBUTENILHBIX MEPOIIPUATHI U yCTPaHEHUS BCEX HEJOCTATKOB U HEUCIPABHOCTEH.

3. TpeGoBaHusi OXpaHbI TPy/Aa BO BpeMsi padoThI

3.1. Bo Bpemst paboThl apxuBapuycy HEOOXOAMMO COONIOIATh MOPSAJOK B pabodeM KaOWHETE, He
3arpoMOXk/1aTh CBOe pabouee MECTO, BBIXO/bI U3 MOMELICHUS U MOAXObl K MEPBUYHBIM CPEICTBAM
MOKapOTYILIEHUsI CTONKAaMU OyMaru, JTOKyMEHTaMH, alnkaMu U JI0O0BIMU APYTUMHU MTOCTOPOHHUMU
npeaMeTaMH.

3.2. B mpomecce paboThl COOMIOAATh CAaHUTAPHO-TUTHCHUYECKHE HOPMBI W TIpaBWIa JIMYHOU
TUTUEHBI.

3.3. He BBIMONHATE ACHCTBUN, KOTOPBIE TOTSHITUAIBHO CIIOCOOHBI IIPUBECTH K HECYACTHOMY CITyJar0
(kayaHue Ha CTyJe, pa3MaxHUBaHUE KaHIEIAPCKUMU PUHAISKHOCTSIMUA ¥ MHBIMH TIPEAMETaMH).
3.4. BeITb BHUMAaTENbHBIM B pabOTe, HE OTBJIEKAThCS IMOCTOPOHHUMH J€laMH U PpazroBOpami,
BBINOJIHATH TOJIBKO Ty PabOTy, KOTOpasi OTHOCUTCS K JTOJDKHOCTHBIM OOS3aHHOCTSIM apXuBapuyca u
Mopy4YeHa HemocpeACTBEHHO aupekTopoM Kosutemxka 1 ero 3aMecTUTENIMU, IPU CO3AaHUU YCIOBUN
0€30I1aCHOT0 €€ BBIIOJIHEHHUS.



3.5. Bo Bpemsi paboThl OBITH BEXJIMBBIM, BECTH c€0s CIIOKOWHO W BBIICPKAHHO, H30erarhb
KOH(MJIMKTHBIX CHTyaIlii, KOTOphIE MOTYT BBI3BaTh HEPBHO-OMOIIMOHAIBLHOE HAIPSDKCHUE U
OTpa3UThCs Ha OE30MMACHOCTH TPY/Ia.
3.6. B nensix obecrnieyeHnss HEOOXOAUMOM €CTECTBEHHON OCBEIICHHOCTH KaOMHETa apXuBapHuyca He
CTaBUTh Ha TOJOKOHHWKHU IIBETHI, HE paCloiaratb JIMYHBIC JeJia, TAlKH, JOKYMEHTHl U WHBIC
IPEIMETHI.
3.7. llepcoHanbHBI KOMIBIOTEP (HOYTOYK) M HWHYIO OPITEXHUKY MCIIOJb30BaTh TOJIBKO B
UCIIPAaBHOM COCTOSHHH M B COOTBETCTBUHU C MHCTPYKLHMEH IO SKCIUTyaTalluy U (MJIH) TEXHHYECKUM
acTIIOPTOM.
3.8. BBINOMHATE MEPONPUATHS, MPEAOTBPAIIAIONINE HEPABHOMEPHOCTh OCBEIICHUS U TOSBICHUE
OJIMKOB Ha SKpaHEe MOHUTOpPA. BBIKIIOYAaTh KOMIBIOTEp (HOYTOYK) WM TIEPEBOJUTH B PEKUM
O’KUJ/IaHUs, KOTJIa €T0 UCIIOIb30BAHNE MIPUOCTAHOBJICHO.
3.9. PerynmupoBaTh MOHUTOP MEPCOHAIBHOTO KOMIIbIOTEpA B COOTBETCTBHH C pabodYeil MO30H, Tak
KaK palnuoHaJbHAasg paboyas I103a CIOCOOCTBYET YMEHBIICHHIO YTOMIISIEMOCTH B IpoIiecce
pabotbl. KoHCTpyKIMs Kpecia TO0/HKHA TO3BOJISTh U3MEHSTH 103y C LENbI0 CHIKCHHS CTATUYECKOTO
HaNpsOKCHUST MBI IIEHHO-TUICYeBOM OOJIACTH ¥ CIUHBI JUIS TNPENyNPEeKICHUS pa3BUTHS
YTOMJICHHUSI.
3.10. KnaBuatypy W MBIIIb €XEIHEBHO JE€3MH(DHUIMPOBATH B COOTBETCTBHHM C PEKOMEHIAIMSIMH
IPOU3BOJUTENS OO C WCIOJIb30BAaHHEM PACTBOPOB WM Cal(eTOK Ha CIHPTOBOH OCHOBE,
coxepxamux He MmeHee 70% crmpra.
3.11. He ucnosip3oBath B pab0TE MOHUTOPHI HA OCHOBE 3JICKTPOHHO-JIYUYEBBIX TPYOOK.
3.12. Bo u3bexxaHue TpaBMHPOBAHUS PYK HPU MPOIIMBKE JOKYMEHTOB HEOOXOIMMO COOIIONATh
OCTOPOYKHOCTH TP pabOTE C UTOIKOM, IIMIIOM, HOXKHUIIAMH.
3.13. Ilpu HemoCTaTOYHOW OCBEUICHHOCTH pabouyero mMecra sl AOMOJHHUTEIBHOTO €r0 OCBEIICHUS
UCIIOJIB30BaTh HACTOJBHYIO JIAMITY.
3.14. He wucnonp3oBaTh B pabodeM TIOMEIICHUH TEPEHOCHBIE OTOMHUTEIbHBIE NPUOOPHI C
UHQPAKPACHBIM U3JIYyYCHHEM, a TaKXe KHISATWIBHUKY, IUIMTKH W HE CcepTH(GUIMPOBaHHBIC
YITTHHATEIH.
3.15. Ilpu anmuTensHO# paboTe C JOKYMEHTaMH, JJUYHBIMH JISJIaMH, 32 KOMIIBIOTEPOM (HOYTOYKOM) C
[EeNbI0  CHIDKEHUS  YTOMJIGHHS  3PHUTENBHOTO  aHAIM3aTopa, TMPENOTBPAIICHUS  Pa3BHTHUS
MO3HOTOHMYECKOTO YTOMIIEHHUsI uepe3 yac paboTel aenath mepepsiB Ha 10-15 MuHyT, BO Bpems
KOTOPOTO CIIETyeT BBIMOJIHATH KOMIUIEKC YIPAXKHEHUH IS T71a3, PU3KYIbTYPHBIC May3bl.
3.16. [ns mommep:kaHus 3A0POBOTO MHUKPOKJIMMATa 4epe3 Kaxable 2 4 paboThl MPOBETPUBATH
NOMEIICHNE apXuBa (KaOMHET apXuBapuyca), PH TOM OKHA (PUKCHPOBATh B OTKPHITOM IOJIOKEHUN
KpIOYKaMHM WK orpaHuuuTensmu. [locie MpoaoKUTeNbHOTO KCEPOKOMMPOBAHUS HEOOXOIUMO
IPOBETPUTH MTOMEIICHHUE.
3.17. He nomyckaetcst coOMpaTh Mycop, OCKOJIKM CTOJIOBOM MOCY/Ibl HE3AIUIIEHHBIMU PYKaMHu, JJIs
ATOH LEJH CIIEYEeT UCIIOB30BaTh MIETKY H COBOK.
3.18. Ilpu MCHOAb30BaHUU OPITEXHUKHW W WHBIX JJIEKTponpuOopoB apxuBapuyca Konnemxka
3arpenaercs:
* BKJIIOYATh B DJIEKTPOCETh W OTKIIOYATh OT HEeE MEepCOHAIBHBIM KOMIBIOTEp, MPHUHTED,
KCEPOKC M MHYIO OPTTEXHHUKY U DJIEKTPOTPHOOPHI MOKPBIMH U BIIAKHBIMHU PYKaMU;
*  HapylaTh MOCIEI0BATEIbHOCTh BKIIOYEHUS U BBIKITIOYECHUS, TEXHOJIOTHUECKUE TIPOIECCHI;
* JOCTaBaTh 3aMATYyK0 Oymary W3 TpUHTEpa WJIM KCEpOKca TMPH  BKIIOUYCHHOM
ANEKTPONUTAHNH;
* OTKpHIBATh W TPOM3BOIUTH UHCTKY TPHUHTEPA, KCEpOKCa TPU  BKIFOYECHHOM
ANEKTPONUTAHNH;
* paboTaTh Ha KCEPOKCE MPHU OTKPHITON BEPXHEHN KPBIIIKE;
*  JIOMYCKAaTh MOIMAaJaHuUs BJIard Ha MOBEPXHOCTU UCIOIB3YEMBIX IIIEKTPOIIPHOOPOB;
*  BBINIOJIHATH BEIKIFOUCHHE allapaTypbl PHIBKOM 32 ITHYP TUTAHHS,
* pasMemiath Ha AIEKTPONPUOOpax mpeaMeTsl (OyMary, JOKyMEHTBI, BEIIH U T.I1.);
* TepeABHUraTh BKIFOUSHHBIE B JJIEKTPHUECKYIO CETh IJIEKTPOIIPHOOPHI,
*  pa30uparh BKIIOYEHHBIE B 3JEKTPOCETH AIIEKTPOIPUOOPHI;




* IpHUKacaThCs K KaOessiM MUTAHUS C MOBPEXKICHHON U30JISIIHEH;

e crubarh U 3aIeMIIATh KaOeIu MUTaHUS;

*  OCTaBJIATH 0€3 MPUCMOTPA BKIIFOUECHHBIE B AJIEKTPOCETH IEKTPOIPUOOPHI.

3.19. ApxuBapuycy HEOOXOIMMO TNPHUIEPKUBATHCSA MPABUJ MEPEIBMKEHUS B MOMEIICHUAX U HA
tepputopuun Konnemka:

* BO BpeMs XOIbObl OBITh BHUMATEIbHBIM M KOHTPOJHMPOBATH M3MEHEHHE OKpYXKArolen
00CTaHOBKU;

*  XOAWTH MO KOPUIOpPaM H JIECTHUYHBIM MapiiaMm, MPHUAEPKUBASCh MPaBOHl CTOPOHHI,
OCTOPO’KHO U HE CIIelIa;

* TpU TEPEABIKEHUH 110 JIECTHUYHBIM TMpoJIeTaM COOJIOAaTh  OCTOPOKHOCTh U
BHHUMATEJIbHOCTh, HE HAKJIOHATHCA 3a MEepuiia, HE MepelIaruBatb W He IMepenpbIruBaTh
4yepe3 CTYNECHbKH;

* oOpamath BHUMaHHE Ha HEPOBHOCTH M CKOJIb3KHME MECTa B MOMEIICHUSX U Ha TEPPUTOPUU
I1OY, 06x0oauTh UX U OCTEpEraThecs NaJACHUS;

* He mpoxoauTh Omke 1,5 MeTpa oT CTeH 31aHus 00pa30BaTEIbHON OpraHU3allHu.

3.20. Ctporo cobmoaeT TpeGOBaHUS IPOTUBOIOKAPHOTO pexknMa B apxuse Koemxka.

3.21. CoOmromate B paboTe MHCTPYKIHMIO IO OXpaHe Tpyda ais apxuBapuyca B Komnemxa,
YCTAaHOBJICHHBIH peXuM padouero BpeMeHU (TpyJa) U BpPEMEHM OTAbIXa, Npu padbore ¢
HCIIONIb30BaHUEM KOMITbIoTepa (HOyTOyKa) pyKoBOACTBOBaThCs «MHCTpyKuuMel Mo oxpaHe Tpyna
npu paboTe Ha MEPCOHATBHOM KOMIIBIOTEpE», NMPH JAEATEIBHOCTH C HMCIOJIB30BAaHHEM KCEpoKca —
«MHCTPYKIIMEH 10 OXpaHe Tpyaa mpu padoTe Ha KOMMPOBATLHO-MHOKUTEIHLHOM amnaparey.

4. TpeOoBaHus1 OXPaHbI TPYAA B ABAPUIHBIX CUTYAIHUAX
4.1. He nomyckaercsi apxuBapuycy 0Opa30oBaTCIIbHON OpraHHM3allii NPUCTYNaTh K paboTe mpu
IJIOXOM CaMOYYBCTBHH WU BHE3AMTHOM OOJIE3HHU.
4.2. IlepevyeHb OCHOBHBIX BO3MOHbBIX aBAPUN U aBAPUNUHBIX CUTYAIIUH, IPUIHHBI MX BHI3BIBAIOIIIHE:
e TMOXap, BO3rOpaHUE, 3aJbIMJICHHE, IOPAKEHUE JIEKTPUYECKUM TOKOM, BCIICJCTBUE
HEUCIIPABHOCTHU MEPCOHATILHOTO KOMIThIOTEpPA U HHOW OPTTEXHUKU, ITHYPOB MTUTAHUS;
e BO3HUKHOBEHHE HEHUCIIPABHOCTU B OPITEXHUKE;
e TIPOPBIB CUCTEMBI OTOTUICHHSI, BOJIOCHAOXKEHHU S, KaHATN3alUK U3-3a U3HOCA TPYO;
e TEPPOPUCTHUYECKHUH aKT WM YIpo3a €ro COBEPIICHHUS.
4.3. ApxuBapuyc 00s3aH HEMEUIEHHO U3BECTUTH aupekTopa Kommemka:
* 0 J000W CUTyalMM, Yrpo’Karolled *KU3HU U 30pPOBbIO OOydaromuxcs M pabOTHHUKOB
o0pa3oBaTenbHON OpraHU3allly;
* 0 KaXJIOM IIPOU30IIEIIEM HECUACTHOM CIIy4ae;
* 00 yXyIOIIEHUU COCTOSIHHSI CBOETrO 3J0POBbS, B TOM YHCIE O TPOSBICHHH TPHU3HAKOB
ocTporo mpodeccrnoHalbHOTO 3a00eBaHuUs (OTPaBICHUS).
4.4. TTpyu BO3HMKHOBCHUH HEUCIIPABHOCTH B OPITEXHHUKE WM MHOM 3JIEKTporpudope (mocTopoHHMi
OIyM, JbIM, UCKpEHHE W 3amax rapu) HeoOXOIWMO MPEKpaTUTh ¢ HUM paboTy M 00eCTOUHUTb,
COOOIIUTH 3aMECTUTEIIO JUPEKTOpPA MO aIMUHUCTPATUBHO-XO3SMCTBEHHON YacTH M MCIOJIb30BaTh
TOJIBKO TIOCTIE BBIIOJIHEHUS PEMOHTA (TIOJIy4eHHsI HOBOTO) U TIONYyUEHUS pa3peIIeHHUs.
4.5. B ciiyyae mosrydeHHsl TpaBMbI apXUBapUyC JOJDKEH MPEKPATUTh paldoTy, MO3BaTh HA MOMOIIb,
BOCITIOJIB30BaThCs aNTEUKOW MEpPBOM MOMOIIM, MOCTaBUTh B U3BECTHOCTH nupektropa IOV (mpu
OTCYTCTBHHM HMHOE€ JOJDKHOCTHOE JIUIIO) M OOpaTUThCA B MEIUIMHCKUU TyHKT. [Ipm momydeHumn
TpaBMbl HMHBIM COTPYJHHKOM WM OOydYalOIIMMCS OKa3aTb €My IIepBYI0 MOMOIb. BbI3BaTh
MEIUIIMHCKOTO pabOTHHKA 00pa30BaTeIbHON OpraHU3aIH, MPYU HEOOXOAMMOCTH, BBI3BAaTh CKOPYIO
MEAMIMHCKYI0 momonls 1o Tenedony 103, 112 u coobmuts o mpouciectBuu aupektopy [1OVY.
OOGecneunTh 10 Havajga pacciaeOBaHUsl COXPAHHOCTh 0OCTAHOBKM HA MECTE TIPOUCIIECTBHUSI, a €CIIU
9TO HEBO3MOXHO (CYIIECTBYET yrpo3a JKH3HH U 3J0POBBIO OKPYXKAIOUMX) — (UKCHPOBAHUE
00cTaHOBKH TTyTeM (hoTorpadupoBaHus WM UHBIM MeToaoM. OKa3aTh COIEUCTBUE TIPH TTPOBEICHUH
paccieloBaHMsI HECUACTHOTO CITydas.




4.6.
o B CIy4ya€ BO3HHMKHOBCHHA 3aJbIMIICHHUA WM BO3rOpaHHA B Ka6I/IHCTe, ApXUuBaAprUyC HOJIKCH
CIJICHHO MPCKPATHUTH pa60Ty, BBIBCCTH JUPCKTOpPA, MHBIX COTPYAHHUKOB U IOoCeTUTeNeH u3

[OMEIEHHUs. — ONacHOW 30HBI, BBI3BAaTh TMOXAapHYIO OXpaHy no tenepony 01 (101,112 — ¢
MOGHJIBHOTO), OIOBECTHTH TOJOCOM O TOXape W BPYIHYIO sameiicreoath AIIC, coo6mMTH
pyxosozuTemo. [Ipi yclOBHHM OTCYTCTBHA yIpO3bl XKH3HH U 3/I0POBBIO JOJeH NMPHHATH MEPHI K
JIMKBH/IALMH TI0XKapa B HAYQIbHOM CTa/lH C IMOMOIIBIO TIepPBHYHBIX CPE/ICTB MOXAPOTYIICHH. [Ipu
HCIIOJIB30BAHAHM TIOPOIIKOBOTO OTHETYIIMTENIS HE HANPABIIATE B CTOPOHY JIFOJIEH CTPYIO MOPOLIKA.
4.7. Tlpu apapuu (TIPOpbIBE) B CHCTEME OTOIICHM, BOJOCHAOKEHHS W KaHAIW3ALMK B apXUBC
(xabuneTe) HEOOXOIMMO ONEPATHBHO COOGIMMTH O TPOMCIIENINEM 3aMECTHTEIO JMPEKTOpa MO
aIMAHACTPATHBHO-X03AHCTBEHHOH JaCTH (3aBX03Y).

4.8. B ciyyae yrpo3sl MM BO3HUKHOBEHHUS O4ara OMAcHOTO BO3EUCTBHS TEXHOICHHOTO XapaKTepa,
Yrpo3sl WM TIPHBEJICHHA B MCIOJHCHHE TEpPOPUCTHYECKOTO aKTa CIeIyeT PYKOBOJICTBOBATBCHA
TInaHoM BAaKyalldH, HHCTPYKIMEH O MOpsaKe JelicTBH B CiTydae Yrpo3bl H BO3HUKHOBCHHH qC
TEpPOPUCTHYECKOrO XapaKTepa.

5. TpeGoBanusi OXPaHbI TPYAA MOC/I€e 3aBEPMICHH paboTnl

5.1. TTo okoHuaHHH pabOTHI apXUBAPUYCY 06pa3oBaTebHON OpraHu3aliy He06X0IMMO BBHIKIIIOYHTH
BCE HMEKTPONPUOOPH! H 0GECTOUMTH HX OTKIIOUCHHEM H3 9NIEKTPOCETH.

5.2. BHMMATENBHO OCMOTpPETH pabouee MECTO M MOMEIICHHE apxuBa, NPUBECTH €ro B MOPSIOK.
VY6pars ¢ pabodero crona JAOKYMEHTALMIO, MAKH, KaHIEJAPCKAE TPHHAIEKHOCTH, HOCHTEIH
uHGbOpPMALMH B OTBEJICHHBIC /UL XPaHCHHS MECTA.

5.3. TiarensHo yopaTh paboyee MECTO OT HCIIONB30BAHHOM OyMary.

5.4. VI0CTOBEPUTHCH, YTO OMEIICHHE PUBE/ICHO B 1103Kapo6e30MacHoe COCTOSHUE, OTHETYIIHTEIH
HAXOMATCA B YCTAHOBJEHHBIX MECTaX. [Ipd OKOHYAHHH CpOKa OSKCIUTyaTalHH OTHETYLIHTENIS
TiepeiaTh €ro JIAILY, OTBETCTBEHHOMY 3a MOXApHYIO GesonmacHocTs B Komtemke, uis OCIEAyIOMeH
niepe3apsaKd. Y CTaHOBUTH HOBBIH OTHETYIIHTEII.

5.5. TlpoBeTpuTh KabWHET apXuBapuyca o6pa3oBare/nbHON OpraHH3al|H, OTKPbIB X 3aUKCHPOBaB
OKHa.

5.6. [IpOKOHTPOIMPOBATE IIPOBE/ICHHAE BITAXHOH yGOPKH, a TaKiKe BRIHOC MyCOpa U3 IOMEIICHH.
5.7. 3aKkphiTh OKHa, mKadsl, ceii), BHIMBITH DyKH C MBUIOM, NEPEKPHITE BOJY M BBHIKIIOYHTH
OCBEINEHHME.

5 8. COOGIIMTH HEMOCPEICTBEHHOMY PYKOBOJHTENIO O HEJOCTaTKaX, BIMSIONMHUX Ha 6€30MacHOCTh
TpyZa ¥ OXapHyo 6e301macHOCTb, 06HapyXEHHBIX BO BPEMsI TPYHOBO#H JEATENBHOCTH.

5.9. CoOGUIMTH CHENMATHCTY II0 OXpaHe Tpyaa O HeIoCTd (npu HanwyuM) B ObecreUeHUH
Ge30MacHbIX YCIOBHI TPy/ia Ha pabodeM MECTe, OXpaHbl 3/ BbSI.

5.10. IIpu OTCYTCTBHM HEJIOCTATKOB 3aKPhITh MOMEIIEHUE HAa KI0Y.

Hncmpyxyuto paspaboman:
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