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HNHCcTpyKuus Mo oXpaHe TPyaa AJsl CeKpeTaps Y4eOHOH 4acTH

1. O61mme Tpe6OBaHUA OXPaHBI TPYAA

1.1. Hacrosiasi MHCTPYKIIUA MO OXPaHe TPY/Aa AJIf CeKpeTaps y4eOHoH
yacTu pazpaborana B coorBeTcTBUU ¢ [Ipukazom Muntpyna Poccuu ot 29 okts6ps
2021 roga N 7721 «O0 yTBepKACHUN OCHOBHBIX TPEOOBaHUI K OPSJIKY pa3padOTKH U
COJIEPKAHMIO MTPABWII U UHCTPYKLMU 110 OXpaHE TpyAa», AeHCTBYOWUM ¢ 1 sHBaps
2023 roaa, [loctanoBneHussmMu [ TaBHOTO rOCy1apCTBEHHOTO CAHUTAPHOTO Bpada
Poccun ot 28.01.20211 No2 «O6 ytBepxkaenuu CanlluH 1.2.3685-21 «I'uruenunueckue
HOPMAaTHUBBI U TPEOOBAHUS K 00€CTICYEHUIO 0€30MacCHOCTH U (M) 0€3BPETHOCTH ISt
yesoBeka pakTopoB cpebl oouTanus» u ot 28.09.2020r No28 «O6 yreepxkaennn CII
2.4.3648-20 «CaHuTapHO-3MUIEMHOJIOTUYECKUE TPEOOBAHMS K OpraHU3AIMIM
BOCITUTaHUA U 00YYEHUS, OT/IbIXA U O3JJOPOBJICHUS AETEH U MOJOJCKNY; pa3nesioMm X
Tpynosoro koxekca Poccuiickont @enepanii 1 UHBIMUA HOPMATUBHBIMU ITPAaBOBBIMU
aKTamu 10 OXpaHe Tpy/a.

1.2. JlanHast MHCTPYKILIMSI YCTaHABIMBAET TPEOOBAHUS OXPaHbI TPyJa Nepe
HAYaJioM, BO BPEeMsI U TT0O OKOHYAHUU PAOOTHI CEKpeTapsi yueOHON 4aCcTH IIKOJIBI,
KoJuleKa (TEXHUKYMa), onpeiessieT 0e30MacHble METOAbl U TPUEMBI BHITTOJTHEHUS
paboT Ha pabouyem MecTe, a Tak)Ke TPeOOBAHMS OXPaHbI TPyAa B BO3MOXKHBIX
aBApUMHBIX CUTYyaIUAX.

1.3. UHCTpyKLMS O OXpaHe TPyJa COCTABIICHA B LIEJSAX 00eCIeYeHus
0€30MacHOCTH TPYJa U COXPAaHEHHUS JKU3HU U 3[IOPOBBS CEKpeTapsl yueOHON 4acTu pu
BBITIOJIHEHUU UM CBOUX TPYAOBBIX 00s13aHHOCTEH U (DyHKIIMI B 00pa3oBaTeIbHOM
OpraHH3alNH.

1.4. K BBIDOJIHEHHIO 00sI3aHHOCTEN CeKpeTapsl YUeOHOM YacTH B 00pa30oBaTeIbHOM

OpraHM3aINH JIOYCKAFOTCS JIUIIA:

o HUMeloIIMe 00pa30BaHKe, COOTBETCTBYIONINE TPEOOBAHUSIM K KBaTH(PUKALIUU
(mpodcTangapTa) Mo CBOeH AOJKHOCTH;

e COOTBETCTBYIOIINE TPEOOBAHUSIM, KACAIOIIIMCSI IPOXOXKICHUS
NpeaBapUTEeNHLHOTO (MIPH MOCTYIUICHUH Ha padoTy) U MEPHOINISCKHUX
MEIUIIMHCKUX OCMOTPOB, BHEOUEPETHBIX MEAUIIMHCKIX OCMOTPOB TI0
HampaBlIeHUIO paboToaaTens, MpodeCcCHOHATBFHON THTUEHNYECKON TOITOTOBKU U
aTTecTaruu (mpu nmpruemMe Ha paboTy u aayee He pexe 1 pasza B 2 rona),
BaKIMHAINY, HATMYWS JTUIHON METUITMHCKON KHIDKKH C pe3yJIbTaTaMu
MEAUIMHCKUX 00CIeI0BaHui 1 TaOOPaTOPHBIX UCCIIeI0BaHUM, CBEIEHUSIMU O
MPUBUBKAX, IEPEHECEHHBIX NH(EKIIMOHHBIX 3a00JI€BaHUIX, O MPOXOKICHUH




npodecCuOHAIbHOW TUTMEHNYECKON TOATOTOBKU U aTTECTAIlMU C JOIYCKOM K

pabore.

1.5. Cekperapb yueOHOM YacT MpU MpueMe Ha paboTy IPOXOIUT B
YCTaHOBJICHHOM TOPSIKE BBOAHBINA MHCTPYKTaX, IEPBUUHBIN HHCTPYKTAX Ha pabodem
MecTe JI0 Hayaja caMOCTOSITEIbHOM paboThI (ecii ero NpoQeccus u J0HKHOCTh He
BXOJIUT B YTBEPKJIECHHBIN TupekTopoM [lepeuenb 0CBOOOKIEHHBIX OT MPOXOKICHUS
MHCTpPYKTaxa npodeccuii U JOHKHOCTEHN), TOBTOPHBIE HHCTPYKTAXKU HE PEIKE OTHOTO
pa3a B IIECTh MECSIIEB, a TAK)KE BHEIIJIAHOBBIE U LIEJIEBBIE B CITyYasiX, yCTAHOBJIEHHBIX
[Topsimkom 00y4deHus 1Mo oxpaHe TpyAa ¥ MPOBEPKU 3HAHHUKN TPeOOBaAHUI OXPaHbI
TpyZa.

1.6. Cekperapb yueOHOI YacTH JOJKEH U3YYUTh HACTOAILYIO HHCTPYKITHUIO,
MPOUTH 00yUYEHHUE IO OXpaHE TPYJla U MPOBEPKY 3HAHUS TPeOOBAaHUI OXpaHbI TPYa,
oOydeHre MEeToJIaM U IIpreMaM OKa3aHUsI epBOM MOMOILY MOCTPAIaBIINM, ITpaBUIamM
MOXKapHOUM 0€30MacHOCTH U 3EKTPOOE30MaCHOCTH, a TAKXKE MPOBEPKY 3HAHUN MPABUIT
B 00bEME JIOJKHOCTHBIX 00s13aHHOCTEN ¢ npucBoeHreM | kBamnpuKamoHHOM rpymibl
JOITyCKa 10 3IEKTPOOE30MacHOCTH.

Heo6xoaumo npoiitu 00yueHue 6€30macHbIM CIIoco0aM BBITIOTHEHUS Pa0OThI €
o(HCHBIM 000pYyIOBAaHUEM, U3YUUTh UHCTPYKILIMHU IO €T0 SKCILTyaTalluu.

1.7. Cekperaps yueOHOM YaCTH B LIEJIAX COOIIOAEHUS TpeOOBaHUI OXpaHbl TPYaA
00s13aH:

o coOmogaTh TpeOOBaHUS OXPAaHbI TPYIa, IOKAPHON U 3JEKTPOOE30MACHOCTH MPU
BBITIOJIHEHUU PaboT;

o coOmoaaTh TpeOOBaHUS MPOU3BOACTBEHHON CAHUTAPUH, TIPABUIIA TMYHOM
TUTHEHBIL;

¢ 3HATh IPABUJIA SKCIUTyaTalluu U TpeOOBaHUs O0€30MaCHOCTH MpU padboTe ¢
o(HCHBIM 000pYyIOBaHUEM;

e 3HATh CIIOCOOBI PAITMOHATBHON OpTaHU3AINHN Pab0Yero MecTa;

¢ HUMETh YE€TKOE MpeCTaBICHNE 00 OMACHBIX U BPEIHBIX (PaKTOPAX, CBSI3aHHBIX C
BBINIOJIHEHHUEM PaboOT HA OPUCHOM TEXHUKE, 3HATh OCHOBHbBIE CIIOCOOBI 3aIIUTHI OT
X BO3JICHCTBUS;

o 3a00TUTBHCS O JIMYHOM 0E€30MACHOCTH U JIMYHOM 3]I0POBbE, & TAKKE O
0€30MacHOCTH OKPY>KAIOIIMX B MPOIIECCE BBIMOIHEHUS Pa0OT JIMOO BO BpeMsl
HAXOXJIEHUSI HAa TEPPUTOPUH 00pa30BaTEIbLHON OpraHU3AlINH;

¢ TOJIB30BATHCS IEKTPONPUOOPAMH COTIIACHO UHCTPYKIIUSAM IO SKCIUTyaTalluu;

¢ BBINOJHSATH TOJBKO Ty pabOTy, KOTOpasi OTHOCUTCS K JIOJKHOCTHBIM
00s13aHHOCTSIM U NOPYYE€HA HEMOCPEACTBEHHO PYKOBOAUTEIEM, TP CO3aHUH
yCJIOBHI 0€301MacCHOTO €€ BHITIOJIHCHHUS,;

e 3HATbH NOPANOK NEUCTBUH ITPYU BOSHUKHOBEHUH I10KApa WIM UHOU YpE3BBIYaANHON
CUTYaIIMH U PBAKYAIIMH, CUTHAJIbI OMIOBEIICHUS O MOXKape;

e YMETh MOJIb30BATHCS MEPBUYHBIMU CPECTBAMU MOKAPOTYILICHHUS;

¢ 3HATh MECTOPACIIOJIOKEHUE allTEYKH U YMETh OKa3bIBaTh MEPBYIO MOMOIIIb
MIOCTPAJIaBIIEMY;

« coOmozaats [IpaBuia BHyTpeHHETO TPYAOBOIO PAacIoOpsIiKa U Y CTaB
o0pa30BaTeNbHON OpraHu3aluy;

o CcOOIIOJaTh YCTAHOBJIEHHBIE PEKUMBI TPY/A U OTABIXA, TPYAOBYIO AUCLUILTUHY;

o CcoOOMI0OaTh MHCTPYKIIMIO 110 OXPAaHE TPyJa MPU paboTe Ha MEPCOHATBLHOM
KOMIIBIOTEPE

o CcOONIOAATH MHCTPYKIIMIO MO OXpaHe TpyJa Ipu paboTe Ha KCepoKce
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e COOMIOAATH HOHKHOCTHYIO MHCTPYKIIUIO CEKpeTapst y4eOHOM YacTu

1.8. OnacHsbie u (MIK) BpeHbIE MPOU3BOICTBEHHbBIE (PAKTOPBI, KOTOPHIE MOTYT
BO3/IEHCTBOBATH B MpoIecce pabOThl HA CEKpeTapsi yueOHOM YacTH, OTCYTCTBYIOT.

1.9. [Tepeuenb npodeccuoHaIbHBIX PUCKOB M OMACHOCTEHN ITpU paboTe
cekperapeM yueOHOU YaCTH:

e HApYIICHHWE OCTPOTHI 3PEHUS TIPH HEIOCTATOUYHON OCBEMIEHHOCTH pabodero
MECTa;

e 3pHUTEIBHOE YTOMJICHUE TIPH JJTUTEIBHON paboTe C JOKYMEHTaMH, Ha
NepCcOHaIbHOM KOMITbIOTEepe (HOYyTOYKE);

o TOpaXEHHE IEKTPUUYECKUM TOKOM IIPHU MCIOIB30BAHUH HEUCTIPABHBIX
AIEKTPUUECKUX PO3ETOK, BBIKIIIOUATENECH;

o TOpaXEHHE JIEKTPUYECKUM TOKOM IPHU HCHOJIb30BaHUN HEUCTIPABHOTO
MEPCOHAILHOTO KOMITbIOTEPA (HOYTOYKa) M MHOW OPTTEXHUKH, TIPU OTCYTCTBUU
3a3eMJICHUs / 3aHYJICHUS;

o TOPaXEHHE EKTPUICCKUM TOKOM IIPH MCIIOIH30BAHUH KaOeiel MUTaHus ¢
MOBPEXKICHHON U30JIAIMEH, HECEPTUPUITUPOBAHHBIX M CAMOJISTHHBIX
YIUIUHUTENEN;

e CHIDKCHHE O0IIETO MMMYHHOTO COCTOSIHUSI OpTraHU3Ma BCIICJICTBUC
POJOJKUTEIBLHOTO BO3JAEHCTBUS Ha paOOTHUKA 3JIEKTPOMArHUTHOTO U3ITyYeHUS
npu paboTe ¢ OPrTEXHUKOM;

e CTaTUYECKHE HArPy3KH MPU HE3HAYUTEIHLHON 0OIIeH MBIIIEYHON JBUTATEILHON
Harpyske;

e BO3MOXKHOCTH TTOJIYYSHUS TPABMBI BCJICJICTBUE HEOCTOPOKHOTO OOpAIIIEHUS C
KaHUEISPCKUMU MTPUHAJJICKHOCTIMU WK MIPU UCIIOJIB30BAaHUU UX HE T10
MPSIMOMY Ha3HAYEHUIO;

e AMOIMOHAIbHBIE IEPETPY3KHU;

¢ XMMHYECKHE BEIECTBA, BXOSIINE B COCTAB KPACOK, MOPOIIKOB KOMMMPOBAILHO-
MHOXXHUTEJIbHON TEXHUKHU.

1.10. B cimydae TpaBMUpPOBaHUS YBEAOMUTH JUPEKTOPA JIFOOBIM JOCTYITHBIM
croco0oMm B OJimxkaiiiee Bpems.

[Ipu HencnpaBHOCTH NEPCOHATBLHOTO KOMIIBIOTEPA U MHOW OPITEXHUKU, MeOen
COOOMIUTH 3aMECTUTENIO JUPEKTOPA MO AJIMUHICTPATUBHO-XO35CTBEHHON YacTH U HE
HCIIOJIb30BaTh O YCTPAHEHUS BCEX HEJIOCTATKOB U MOJIYYEHHUS pa3peIeHUsI.

1.11. B nenax coOroaeHus IpaBujl JIMYHON TMIMEHBI U DITHJIEMHUOJIOTHYECKUX
HOPM CEKpEeTaphb y4eOHOUN YacTh JOJIKEH:

e OCTaBIISITh BEPXHIOIO OJIEXKY, 00YyBb B IPEAHA3HAYEHHBIX JJI 3TOTO MECTaX;

e MBITh PYKH C MBLJIOM, UCIIOJIb30BaTh KOXKHBIE AHTUCETITUKH T10CTIE
CONPUKOCHOBEHHUSI C 3arpA3HEHHBIMU MPEIMETaMu, TIEpel HayaioM padoThl,
MOCJIe MOCEUICHUs TyalleTa, mepe]l IPUEeMOM IHILIH;

e HE JOTMyCKaTh MpHEMa MMHIIY B paboueM KaOnuHeTe, IPOBETPUBATH TOMEIICHUE;

o coOmonats TpedoBanus CII 2.4.3648-20, CaulluH 1.2.3685-21.

1.12. 3anpemniaercs BHIIOTHATH padOTY, HAXO/ACh B COCTOSTHUU aJIKOTOJILHOTO
OMbSHEHUS MO0 B COCTOSIHUM, BBI3BAHHOM MOTPEOJIEHUEM HAPKOTUYECKUX CPEJICTB,
MICUXOTPOMHBIX, TOKCUYECKUX WA JPYTUX OAYPMAHUBAIOIINX BEIIECTB, & TAKKE
pacnuBaTh CIUPTHBIE HAMUTKY, YIIOTPEOSATh HAPKOTUUECKUE CPENICTBA,
MICUXOTPOITHBIEC, TOKCUYECKHUE WIIA JIPYTHUE OlypMaHUBAIOIIME BEIIECTBA Ha pabouemM
MecCTe WM B pabouee BpeMs.

1.13. CekpeTapb yueOHOM YacTH, JOMYCTUBIIUN HAPYIIICHUE U HEBBITIOJIHEHNE
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TpeOOBaHMIl HACTOALLEH HHCTPYKIIUU 10 OXpaHe TPYJa, pACCMATPUBAETCS KaK
HapYUIUTENb MPOU3BOJICTBEHHON AUCIIUIUIMHBI U MOKET OBITh MPUBIICYEH K
JTACUUATUIMHAPHON OTBETCTBEHHOCTH U MIPOXO0KIAECHUIO BHEOUEPETHON ITPOBEPKU 3HAHUH
TpeOOBaHMM OXpaHbI TPYA, @ B 3aBUCUMOCTH OT MOCJIEACTBUM - U K YTOJIOBHOM; €CIIH
HapyIlIeHUe TOBJIEKJIO MaTepUaNIbHBIN yIIepO - K MaTepuaIbHON OTBETCTBEHHOCTH B
YCTaHOBJIEHHOM TOPSIKE.

2. TpeGoBaHusi OXpaHbI TPYAA Mepel HAYAJIOM PadOThI
2.1. Cekperapp yueOHOM YacTH 00pa30BaTeIbHON OpraHu3aIlin JOJDKCH
MIPUXOUTH Ha pabOTy B YUCTOM, ONIPATHOM OACKIE, TIEPET Ha4aIoM paOdOThl BHIMBIThH
PYKH.
[IpuObITH Ha paboTy 3a0J1arOBPEMEHHO JIJIs1 UCKITIOUEHUS CIIEUIKU U, KaK
CIIEJICTBHE, MTaJICHUS U TTOJTYICHUS TPABMBI.
2.2. [IpoBepuTh OKHA HA HAJMYUE TPEIMH U HHOE HAPYILLIEHHUE IIETOCTHOCTH
CTEKOJI, IIeJIOCTHOCTh 3aMKOB Ha JIBepsiX, Ikadax, ceide.
2.3. Bu3yajibHO OIICHUTh COCTOSTHUE BBIKIIOYATENCH, BKIIOYUTh MOJHOCTBIO
OCBeEIllEHHE B paboyeM KaOWHETE U VOEIUTHCS B MICIPABHOCTH DJIEKTPOOOOPYIOBAHMS:
e OCBETUTEIbHBIC MPUOOPHI JOHKHBI OBITh UCIIPABHBI M HAJICKHO TIOJIBEIICHBI K
MOTOJIKY, UMETh IEJIOCTHYIO CBETOPACCEUBAIOIIYI0 KOHCTPYKIUIO U HE COJIEPKATh
CJIEJIOB 3arpsi3HEHUIA;
¢ YPOBEHb MCKYCCTBEHHOM OCBEIIEHHOCTU B paboueM KaOUHETE JOJIKEH
coctaBiaTh 300 JTrOKC;
¢ KOMMYTAaIIMOHHBIE KOPOOKHU JOJIKHBI ObITh 3aKPBIThI KPBIIIKAMHU, KOPIyca
BBIKJTIOUATEIIEH ¥ PO3ETOK HE JOJIKHBI UMETh TPEIINH U CKOJIOB, a TAKKE
OTOJICHHBIX KOHTAKTOB.
2.4. YOoeautbcs B CBOOOTHOCTH BbIX0/1a U3 pabouero kabuHeTa cexperapst
y4eOHOM YacTh, IPOXOJI0B.
2.5. YA0CTOBEPUTHCS B HAJTMUHMH MEPBUYHBIX CPEACTB MOKAPOTYIIECHUS, CPOKA UX
MIPUTOTHOCTH U JIOCTYITHOCTH.
2.6. Y10CTOBEPUTHCS B HAJTUYHMH AlTCUKH IIEPBON TMTOMOIIN U KOMITJICKTAITHH
COJIEP>KUMOTO.
2.7. YOenutbces B 0€30MaCHOCTH CBOETO paboyero Mecra:
e TPOBEPUTH MEOECIIb HA IPEAMET €€ YCTOMUMBOCTH U UCTIPABHOCTH;
e TPOBEPUTH TUIOTHOCTH MOJIBE/ICHUS Kabeel MUTaHusI K CHCTEeMHOMY OJIOKY |
MOHUTOPY, OPTTEXHUKE, HE JOMYCKATh MEePEIICTCHUs Kabeel muTaHmus;
¢ TPOBEPUTH MPABUIBHOE PACTIONOKEHHE MOHUTOPA, CHCTEMHOTO 0JIOKA,
KJIABUATYPbI, MBIIIIH;
o yOEaUTHCS B OTCYTCTBUU IMOCTOPOHHUX MPEIMETOB HA MOHUTOPE U CUCTEMHOM
0JI0KEe KOMITbIOTEPA, UHOWU OPTTEXHUKE;
o yOEIUTHCS B yCTOMYMBOCTH HAXOASIIMXCS B CTPYIITUPOBAHHOM TIOJIOKCHHUH
pabouux TOKyMEHTOB, MATOK.
2.8. IIpoBecTy OCMOTpP CAaHUTAPHOTO COCTOSIHUS pabouero kKabuHeTa.
PanmonansHo opraHu3oBaTh CBo€ pabouee MeCTo, IPUBECTU €ro B MOPSIOK.
Ocy1ecTBUTH MOJATOTOBKY HEOOXOAMMOM TOKyMEHTAllMU K padboTte, yopaTh
MOCTOPOHHUE MPEAMETHI M BCE, YTO MOKET MPEMATCTBOBATH 0€30MIaCHOMY
BBITIOJTHEHUIO pabOThI M CO371aTh TOTIOJHUTEIHHYIO OMACHOCTb.
2.9. IIpoBepuTh HaTU4KE B JOCTATOYHOM KOJIMYECTBE U UCIIPABHOCTD
KaHIIEJSAPCKUX MTPUHAIICAKHOCTEH, HEOOXOAMMBIX JJIsl paOOThI CEKpeTapst yueOHOU




YacTH.

2.10. IIpou3BecTt CKBO3HOE MPOBETPUBAHME MIOMENIECHHS, OTKPBIB OKHA U IBEPH.
OxHa B OTKpPBITOM MOJ0KEHUU (PUKCUPOBATH KPIOYKAMH UITU OTPAHUUYHUTEIISIMH.

2.11. IlpoBectu mpoBepKy pabOTOCIOCOOHOCTH MEPCOHATBHOTO KOMIIBIOTEPA
(HOyTOYKAa), YIOCTOBEPUTHCS B TIOJHOM MCIIPABHOCTU OPITEXHUKH (MIPUHTEP, KCEPOKC
u Jp.).

2.12. IIpn HEOOXOIUMOCTH MPOBECTU HEOOXOUMYIO PETYIMPOBKY MOHUTOPA,
IPOTEPETh SIKPaH MOHUTOPA C MOMOIIBIO CHIEIUAIBHBIX Cal(ETOK.

2.13. CocTaBuTh 11aH pabOTHI HA ICHH U PABHOMEPHO PACIPEICTUTh BHITIOJHEHUE
HaMEUYEeHHOU paboThI ¢ 00A3aTENbHBIMU NTEPEPHIBAMH HA OTIBIX U IPHUEM IMHILIH.

2.14. Ilpuctynath K paboTe pa3peiiaeTcs MocJie BHIMOJHEHUS OATOTOBUTEIbHBIX
MEpONPUATHIA U YCTPAHEHUS BCEX HEJOCTATKOB U HEUCIIPABHOCTEM.

3. TpeGoBaHusi 0XpaHbI TPyAa BO BpeMsi padoThbl

3.1. Bo Bpems paboThl cekpeTapro yueOHOM 4acTH He0OX0IUMO COOTI0aTh
MOPSIIOK B paboueM KabMHETe, He 3arpOMOXKAaTh CBOE pabouee MeCTO, BBIXOIbI U3
pabouero kabMHETa U MOAXObI K IEPBUYHBIM CPEJICTBAM MOKAPOTYIICHHs OyMarou,
JTOKyMEHTaMHU, TIalTKaMy 1 JTFOOBIMH IPYTUMHU ITOCTOPOHHUMH TIPEIMETAMH.

3.2. B mpouiecce paboThl COOMI0JaTh CAHUTAPHO-TUTMEHUYECKHE HOPMBI U
MpaBUJIa TUYHOW TUTHUEHBI.

3.3. He BBINOJHATH AEHCTBUN, KOTOPbIE NOTEHIMAIBHO CLIOCOOHBI PUBECTH K
HECYaCTHOMY Cilyvaro (KauaHUe Ha CTyJie, pa3MaxUBaHUE KaHIICIIPCKUMU
MPUHAIJICKHOCTSIMU U UHBIMU MPEAMETAMHU ).

3.4. bbITh BHUMATEIBHBIM B pa0OTe, HE OTBJIEKATHCS IOCTOPOHHUMU J€JIaMH U
Pa3roBOpaMH, BBITIOJHSTH TOJIBKO Ty paboTy, KOTOpasi OTHOCUTCS K JIOJDKHOCTHBIM
00S13aHHOCTSIM M TIOPYUY€HA HETIOCPEACTBEHHO PYKOBOJAUTEINEM, IIPU CO3/IaHUU YCIOBUM
0€301MacHOTO €€ BBITIOJHEHUS.

3.5. Bo Bpemst paGoThI OBITH BEKIIUBBIM, BECTH €01 CIOKOWHO W BBIICPIKAHHO,
n30eratb KOH(MIMKTHBIX CUTYyaIlUi, KOTOPbIE MOT'YT BBI3BaTh HEPBHO-OMOIIMOHAIEHOE
HaMpPsDKEHUE U OTPA3UThCS Ha O€30MacCHOCTH TPY/Ia.

3.6. B nensix obecrieueHust HEOOXOIUMOM €CTECTBEHHOM OCBEIIICHHOCTH pabovero
KaOuHeTa cekperapsi yueOHOM YacTu HE CTaBUTh HA MOJIOKOHHUKH IIBETHI, HE
pacroJiaraTh anku, JOKYMEHTbI U UHBIE MPEMETHI.

3.7. IlepcoHanbHbIi KOMIBIOTEP (HOYTOYK) U UHYIO OPITEXHUKY UCIOIB30BATh
TOJIBKO B UCIIPABHOM COCTOSIHUM M B COOTBETCTBUM C MHCTPYKIMEHN MO IKCIUTyaTalluu U
(MM) TEXHUYECKUM MMaCTIOPTOM.

3.8. BbINoMHATE MEPONPUSTHS, TTPEIOTBPALIAIOIIE HEPABHOMEPHOCTD
OCBEILICHUS U MOsBIICHUE OJMKOB HAa SKpaHe MOHUTOpA. BhIKIII0UaTh KOMIBIOTEDP WIIH
NEPEBOUTH B PEXKUM 0XKHUIaHUsA, KOTJ]a €r0 UCIIOIb30BAHUE TPHUOCTAHOBIICHO.

3.9. PerynupoBaTh MOHUTOP B COOTBETCTBUHU C paboUeii Mo30i, Tak Kak
paroHagbHas paboyasi mo3a CrocoOCTBYET YMEHBIIIEHUIO YTOMIIIEMOCTH B IPOIIECCE
paboThI.

KoncTpykuus pabodero kpecia J0JKHA MO3BOJSITh U3MEHSTH 103y C LETbI0
CHIDKEHHUS CTAaTHUECKOTO HAPSHKEHUS MBIIII] MIEHHO-TIJICYeBON 001aCTH U CIIMHBI TS
IpeIypEekKACHUS Pa3BUTHS YyTOMIICHHUS.

3.10. [Ipu AnuTensHOM OTCYTCTBMHU Ha padO4YeM MECTE OTKIIIOUaTh OT
AJIEKTPOCETH CPEICTBA OPITEXHUKHU U APYroe 000pYyI0BaHHE 3a UCKIIIOUEHUEM
000py10BaHus, ONPEAEICHHOTO ISl KPYTI0CYTOUYHOU paboThl.



3.11. KmaBuaTtypy u MBIIIb €XKEITHEBHO JE3UH(PHUITUPOBATh B COOTBETCTBUH C
PEKOMEHJAlMSIMU POU3BOJUTEIS JINOO C UCIIOIB30BAHUEM PACTBOPOB UJTH CaN(PETOK
Ha COUPTOBOM OCHOBE, cojiepkaiux He menee 70% cnupra.

3.12. He ucnomas30BaTh B pab0TE MOHUTOPHI HA OCHOBE 3JIEKTPOHHO-TYYEBBIX
TpyOOK.

3.13. Bo u3bexxanue TpaBMUPOBAHUSI PYK MPHU MPOIIUBKE JOKYMEHTOB
HE0OX0AMMO COOJII0IaTh OCTOPOKHOCTD MPHU padOTE C UTOJIKOM, IITHIIOM, HOKHHUITAMH.

3.14. IIpu HEAOCTaTOYHOM OCBEIIEHHOCTH PadOUero MecTa Jisl IOMOJHUTEITLHOTO
€ro OCBEIIICHUS UCIIOIb30BaTh HACTOIBHYIO JIAMITY.

3.15. He ucnonb30Bath B NoMenIeHUU pabovyero kabuHeTa cekpeTapsi yueOHou
YaCTH MEPEHOCHBIE OTONMUTENbHBIE MPUOOPHI C HHGPAKPACHBIM U3TyUYCHUEM, a TAKKE
KU TUWIBHUKY, TUTUTKU U HE CEPTUDUIIMPOBAHHBIC YIJTUHUTEIIH.

3.16. ITpu ayurenbHOM paboTe ¢ JOKyMEHTaMH, 32 KOMILIOTEPOM (HOYTOYKOM) C
LEJIbI0 CHUKEHUSI YTOMIICHHUSI 3pUTEIBLHOIO aHAIU3aTOPa, MPEIOTBPALLICHUS PA3BUTHS
MMO3HOTOHMYECKOTO YTOMJICHHS Yepe3 yac padoThl aenaTh nepepsiB Ha 10-15 MuHyT, BO
BpEMs KOTOPOTO CJIEAYET BHIMOIHATh KOMIUIEKC YIIPAXKHEHUH 1JId r1a3,
(UBKYJIBTYpHBIC MTAY3HI.

3.17. qns noanepsxkanus 310pOBOT0 MUKPOKIMMATa Yepe3 Kax ibie 2 4 padoThl
MIPOBETPUBATH pabounii KAOMHET cekpeTapsi yueOHOM YacTu, IPU 3TOM OKHA
(bUKCHUPOBATH B OTKPHITOM IMOJOKEHUU KPIOUKAMU WJIM OTPAHUYUTEISIMHU.

[Tocne npoaomKUTENTBHOIO KCEPOKOMMPOBAHUS IPOBETPUTH TOMEIICHHE.

3.18. B ciryuae ecnu pa3z0ominachk cToJI0Bas ocya, He COOMPATh €€ OCKOIKU
pyKaMH, UCIIOJIb30BaTh BEHUK U COBOK.

3.19. IIpu HcOoJIL30BAaHUH OPITEXHUKU U MHBIX DJIEKTPOOPUOOPOB CEKPETAPIO
yueOHOU YaCTH 3a0PENIAETC:

e BKJIIOYATh B 3JIEKTPOCETh U OTKJIIOYATh OT HEE NEPCOHANBHBIN KOMITBIOTED,
MPUHTEP, KCEPOKC U UHYIO OPTTEXHUKY H SJCKTPOTPUOOPHI MOKPBHIMH U
BJIQXXHBIMU PyKaMU;

o JIOMYyCKaTh MOMAa/IaHUs BJIard HA TOBEPXHOCTH MCHOIb3YEMBIX 3JIEKTPONPUOOPOB;

e HApyIIATh MMOCJIEA0BATENLHOCTH BKIIFOUEHHSI U BBIKJIFOUEHHS, TEXHOJIOTMUYECKUE

IIPOLIECCHI;

e JIOCTaBaTh 3aMATYI0 OyMary u3 NpUHTEpPaA U KCEPOKCa IMPU BKIIOUYEHHOM
ANEKTPONUTAHNY;

¢ OTKpBIBaTh U NPOU3BOJUTH YUCTKY IPUHTEPA WU KCEPOKCA IPHU BKIOYEHHOM
ANEKTPONUTAHNY;

e BBIMOJHATH pa0OTy Ha KCEPOKCE MPU OTKPHITON BEPXHEH KPHIIIIKE;

e BBITIOJHSATH BBIKJIIFOUEHHE PHIBKOM 32 IIHYD MMUTAHUS;

e pa3MelaTh Ha JIEKTPONpudopax npeaMersl (Oymary, JOKYMEHTBI, BEIIH U T.I1.);

e TIEPENBUTaTh BKIIOYCHHBIE B JICKTPUUECKYIO CETh SJEKTPOIPHUOOPHI;

o pa3dupaTh BKIIOYEHHBIE B JIEKTPOCETh TPUOOPHI;

o TPHUKACATHCS K OTOJICHHBIM WJIU C TIOBPEKICHHOW U30JIAIMEH KaOelIsiM MUTaHMUSI,

o Cru0aTh ¥ 3aMIEMIISITh KAOCIHN MUTAHNUS,

e OCTaBJIATH O€3 MPUCMOTPA BKIIOUYCHHBIE B DJIEKTPUIECKYIO CETh
AIEKTPONIPUOOPHI.
3.20. CekpeTapto yueOHOM YacTh HEOOXOAMMO MPUICPIKUBATHCS MPABUI

MIEPE/IBIKCHHS B IIOMEIIEHUSX U Ha TEPPUTOPUU:

e BO BpeMs X0Jb0ObI OBITh BHUMATEILHBIM U KOHTPOJIUPOBATH N3MEHEHUE

OKpYXKarome 00CTaHOBKY;




e XOJUTH IO KOPUAOPAM M JIECTHUUHBIM MapIliaM, MPHUIEPKUBAsSICh TPABO
CTOPOHBI, OCTOPOKHO U HE CIIEIIa;
¢ IIpU NEPEABMKEHUH 10 JECTHUYHBIM MTPOJIETaM COOJI0IaTh OCTOPOKHOCTh U
BHUMATEIbHOCTh, HE HAKJIOHATHCS 3a NIEpUJia, HE MepelIaruBaTh U He
MepEenpbIruBaTh Yepe3 CTYNEHbKU;
+ 0Oparmath BHUMaHUE Ha HEPOBHOCTH M CKOJIB3KHE MECTa B IOMEUICHHUIX U Ha
TEPPUTOPUH, OOXOAUTh UX U OCTEPETraThCs MaJACHHUS;
o HE IpoXoAuTh Ommke 1,5 MeTpa OT CTeH 31aHusi 00pa30BaTeNIbHON OpraHUu3aluy.
3.21. CobmronaTe BO BpeMsi pabOThl HHCTPYKIIUIO IO OXpaHe Tpy/a AJisi CeKpeTaps
y4eOHOM YacTH B IIKOJIE, KOJUIE/KE (TEXHUKYME), YCTAHOBJICHHBIA PEXUM padodero
BpeMeHHU (TpyJia) U BpEMEHH OT/bIXa, MPU PadOTe C UCIOJIH30BAHUEM KOMIThIOTEpA
(HOyTOYKA) PYKOBOJICTBOBAThCS MHCTPYKIUEH 10 OXpaHe Tpy/aa Mpu paboTe Ha
MEPCOHATBHOM KOMIBIOTEPE, TIPU ACSATEIHHOCTH C UCTIOIB30BAHUEM KCEPOKCa —
WHCTPYKIIMEH TI0 OXpaHe TpyJa Mpu padoTe Ha KCEPOKCE.

4. TpeGoBaHus1 OXPaHbI TPYAA B aBAPUITHBIX CUTYALUSX

4.1. He nomyckaercs cekpetapro yueOHOM 4acTH 00pa30BaTeILHON OpraHu3aIiuu
MPUCTYTATh K pab0Te MPH MII0XOM CAMOYYBCTBUU WJIM BHE3AIMHON OOJIC3HH.

4.2. IlepeueHb OCHOBHBIX BO3MOKHBIX aBApUU U aBapUHMHBIX CUTYallMN, IPUYHHBI
HNX BbBI3bIBAKOIINC:

o TOXap, BO3rOpaHue, 3aAbIMJICHUE, TOPAKEHUE IIEKTPUUECKUM TOKOM,
BCJICJICTBUE HEMCIIPABHOCTH MEPCOHAIBHOIO KOMIIBIOTEPA M MHOU OPITEXHUKH,
[ITHYPOB TTUTAHUS;

e BO3HUKHOBEHHE HEHCIIPABHOCTU B OPTTEXHUKE;

e TIPOPBIB CUCTEMBI OTOIUICHUSI, BOAOCHAOXKEHNS, KaHAIM3AINH HU3-3a U3HOCA TPYO;

o TEPPOPUCTUYECKUN aKT WJIM YTpO3a €r0 COBEPILCHHUS.

4.3. Cekperapb y4eOHOM YacTh 00s3aH HEMEIJICHHO W3BECTUTh IMPEKTOPA:

o 0 JII000M CUTYyalluH, YTPOXKAIOIIEH KU3HU U 3[I0POBBIO0 00yYarOUUXCs U
pabOTHUKOB 00pa30BaTEIHLHOM OpPraHU3aliy;

¢ 0 K&XIOM MPOU30LIEANIEM HECHACTHOM CIIy4ae;

o 00 yXyaAILIEHUH COCTOSHUS CBOETO 3/I0POBBS, B TOM YHCJIE O POSIBICHUH
MPU3HAKOB OCTPOTo Mpo(hecCHoHANBLHOTO 3a001eBaHMsl (OTPABICHHUS).

4.4. ITpy BO3HUKHOBEHHH HEHCIPABHOCTU B OPTTEXHUKE WU MHOM
aNeKTponpudope (MMOCTOPOHHMM IITYM, JTbIM, HICKPEHHE U 3aIax rapu) HeoOX0uMO
MPEKPATUTH C HUM PaboTy U 0OECTOUUTH, COOOITUTH 3aMECTUTEIIO TUPEKTOPa 10
aIMUHUCTPATHBHO-XO03MCTBEHHOM YaCTH M MCIIOJb30BaTh TOJILKO TOCIIC BBHITIOJTHCHHUS
peMOHTa (MOTyYEHUsI HOBOTO) U MOJYUYEHHUs pa3pelieHusl.

4.5. B cnyyae noyiy4eHus TpaBMbl CEKpETaph y4eOHOM 4acTh JOJKEH NPEKPATUTD
paboTy, Mo3BaTh HA TIOMOIIb, BOCIIOJIB30BAThCS ANITEYKOM TEPBON MTOMOIIH, TOCTABUTh
B M3BECTHOCTH TUPEKTOpPA (MMPU OTCYTCTBUM UHOE JOHKHOCTHOE JIUIIO) M OOPATUTHCS B
MEIULMHCKUMN TTYHKT.

[Ipu nosrydeHnn TpaBMbl HHBIM COTPYTHUKOM UJTU OOYYAIOIIMMCS OKa3aTh My
MIEPBYIO TOMOILIb.

BrI3BaTh MEIUITMHCKOTO pabOTHIKA 00pa30BaTeIbHON OpraHu3aIluy, Mpu
HE0OXOJAMMOCTH, BBI3BaTh CKOPYIO MEIUIIMHCKYIO TOMOIb 10 HOMepy TenedoHna 103 u
COOOUIUTH O MPOUCILIECTBUH TUPEKTOPY.

O6ecneunTsh 10 Ha4aja pacciieJOBaHUsI COXPAHHOCTh OOCTAaHOBKH HAa MECTE
IIPOUCIIECTBHUS, & €CIIH 3TO HEBO3MOXHO (CYILIECTBYET yIrpo3a *KU3HU U 310POBBIO




OKpY’Karolux) — pukcupoBaHue 00CTaHOBKH MyTeM GoTorpadupoBaHus UM HHBIM
meTooM. OkaszaTh COJIEUCTBHE MPU MPOBEICHUN PACCIIEIOBAHNS HECUACTHOTO CITyyYasl.

4.6. B cnyyae BOSHUKHOBEHUS 3a/IbIMJIICHUS WJIM BO3TOpaHus B paboyem
KaOuHeTe, ceKpeTaphb Y4eOHOM YacTu AOJKEH HEMEAJIEHHO IIPEKPATUTh padoTy,
BBIBECTU COTPYAHUKOB U MOCETUTENIEH U3 MOMEILIEHUS — ONTACHOMN 30HBI, BHI3BATh
NoKapHyto oxpaHy o Homepy tenedona 101 (112), onoBecTUTh roJI0COM O MOXKape U
BpyuHY10 3aaeiicTBoBaTh AIIC, cOOOINTE pyKOBOAUTEIIO.

[Ipu ycioBuu OTCYTCTBHSI YIPO3bl )KU3HU U 3[J0POBBIO JIIOI€H IPUHSITH MEPHI K
JMKBUJAIUY 110XkKapa B HAYAJIbHOM CTaANK C TOMOUIBIO IEPBUYHBIX CPEJCTB
MOKapOTYIIECHUSI.

[Ipu ucnosb30BaHMM MOPOIIKOBOTO OTHETYIIUTENS HE HAPABIIATH B CTOPOHY
JOAEH CTPYIO MOPOIIIKA.

4.7. ITpu aBapuu (IIpOpHIBE) B CUCTEME OTOIJIEHUS, BOJIOCHAOKEHUS U
KaHaJIM3aluu B paboueM KabruHeTe HEOOXO0AMMO ONEPATUBHO COOOITUTH O
MPOUCHIEIIIEM 3aMECTUTENIO AUPEKTOPA MO aIMUHUCTPATUBHO-XO035ICTBEHHON YacTu
(3aBXx03Yy).

4.8. B citydae yrpo3bl WM BO3HUKHOBEHUS OYara OacHOro BO3ACHCTBUS
TEXHOT'€HHOT'O XapaKTepa, yrpo3bl WK NIPUBEACHUS B UCIIOJHEHUE TEPPOPUCTUYECKOTO
aKTa cleyeT pyKOBOACTBOBaThCs [11aHOM 3BaKyalnu, HHCTPYKLIKEN O MOPSIKE
JEeHCTBUIM B ciIy4yae yrpo3bl U BO3HUKHOBEHUN YC TeppopHUCTUYECKOrO XapaKTepa.

5. TpeOoBaHusi OXpaHbI TPYAA MOCJIE 3aBepLIEHUs] PA00ThI

5.1. Tlo oxoH49aHMM pabOTHI CEKpeTapio yaeOHOM YacTu 00pa30BaTeIIbHON
OpraHu3ali HEOOXOAUMO BBIKIIIOUUTH BCE DJIEKTPONIPUOOPHI U 00€CTOUUTH MX
OTKJIFOYEHUEM U3 IJIIEKTPOCETH.

5.2. BuuMarensHO OCMOTpPETh pabouee MeCTO U MmoMeleHrne pabodyero kabuHera,
IPUBECTH €T0 B MOPSIIOK. YOpaTh ¢ paboyero cToyia JOKyMEHTAIUIO, MallKH,
KaHIIeJPCKUE MPUHAIJIC)KHOCTH, HOCUTENTU MH(GOPMAIIMK B OTBEICHHbIE JJI1 XPAHCHUS
MecTa.

5.3. YOpath pabodee MECTO OT UCIIOIH30BAaHHON OyMarm.

5.4. YaocToBepuThCs, UTO MOMeENIeHne padbouero kabuHeTa cekperaps yueOHoi
YaCTH MPUBEICHO B MOKAPOOE30MIaCHOE COCTOSHUE, OTHETYIIUTETN HAXOATCS B
YCTaHOBJICHHBIX MECTaX.

[Ipu okOHYAaHUU CPOKA IKCILTYaTAlMA OTHETYIIUTENSI COOOIIUTD JIUILY,
OTBETCTBEHHOMY 3a MOKapHYyI0 0€30MacHOCTh B 00pa30BaTEIbHOM Opranu3aiuu, s
IOCJIEAYIOILIEH TEPE3aPAIKH.

YOenuThCs B yCTAaHOBKE TIEPe3apsHKEHHOTO OTHETYIITUTEIIS.

5.5. IlpoBeTpuTh IOMEIIEHHE pabouero kKabMHeTa cekpeTaps yueOHOoM yacTu
00pa3oBaTeIbHON OpraHU3alluH.

5.6. IIpokoHTpOIUPOBATH MPOBEICHNE BIAYKHOU YOOPKH, a TAK)KE BHIHOC Mycopa
13 MIOMEIIEHUS.

5.7. 3akpbITh OKHA U MKa(bl, BEIMBITH PYKH C MBIJIOM, TTIEPEKPBITH BOJTY H
BBIKJTIOUNTH CBET.

5.8. CooOmMTh HEMOCPEACTBEHHOMY PYKOBOAUTEIIO O HEJJOCTATKAX, BIIUSFOIIINX
Ha 0e30MacHOCTh TPY/Ia U MOXKAPHYIO 0€30MacHOCTh, OOHAPYKEHHBIX BO BpeMs
TPYZIOBOU IEATENBHOCTH.

5.9. CooOIMTH CHEIUANTKUCTY IO OXpaHEe TPYJla O HENOCTAaTKaxX (MpU HAJTUYKH) B
obecrieueHnr O€30MaCHBIX YCIOBUN Tpy/a Ha pabodyeM MeCTe, OXPaHbI 3JJ0POBbSL.



5.10. IIpu oTCYyTCTBMU HEJOCTATKOB 3aKPHITh TIOMEIICHUE pabouero kabunera
ceKperaps yueOHOH JacTH Ha KJTIOY.
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