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Wuctpykuums Ne 25
110 OXpaHe TPyZa Ui CeKpeTaps-MalIMHACTKH

1. Ob1ue TpeboBaHus OXpaHbl TPyJaa

1.1. Hacrosimmas MHCTpyKUMsI MO OXpaHe TpyAa Uil CEKpeTapsl LIKOJbl pa3paboTaHa B
cootBercTBUM ¢ Ilpukazom Muntpyna Poccun ot 29 oktabps 2021 roma N 772 «O6
YTBEP’KJICHUM OCHOBHBIX TpeOOBaHUM K MOPSJIKY pa3pabOTKM M COACpNKAHUIO MPaBUI U
WHCTPYKIIUN TIO OXpaHe Tpyaa», BCTynuBmuM B cuiy 1 mapra 2022 roxga, [loctanoBnenusimu
I'maBHOTO TOCYHmapcTBeHHOro caHuTapHoro Bpada Poccum ot 28.01.202Ir Ne2 «O6
yrBepxkaenun  CanlluH 1.2.3685-21 «l'urueHnuyeckue HOpMaTHBBI U TpeOOBaHMUS K
obecnieueHn0 6e30MacHOCTH U (M) Oe3BPEAHOCTU AJIsl YeIoBeKa (PaKTOpPOB Cpelibl OOUTAHUS
u oT 28.09.2020r Ne28 «O6 yrBepxaeann CII 2.4.3648-20 «CaHuTapHO-IMHAEMHOJIOTUUECKHE
TpeOOBaHUs K OpraHU3alUsAM BOCIHUTaHUS U OOYyYEHHUs, OTAbIXa M O3JOPOBJICHUS JeTell u
MoJiofexku»; pasgenom X TpymoBoro koaekca Poccuiickoit ®eaeparui U HUHBIMH
HOPMATHBHBIMH ITPABOBBIMHU aKTaMH TI0 OXpaHe TPY/a.

1.2. JlanHas MHCTPYKIHs MO OXpaHE TpyJda JUIsl CeKpeTapsi yCTaHaBIIMBAaeT TPeOOBaHMS
OXpaHbl Tpy/ia Nepe]] HauaaoM, BO BpeMsl U [0 OKOHYaHUH pabOThl COTPYIHUKA, BBITIOIHSIOIETO
00513aHHOCTH CEKpeTapsi pyKOBOIUTENS (AUPEKTOpa) B IIKOJIE, OMPELISICT Oe30MacHbIE METOIbI
YW TIpUEMBl BBIIOJHEHHUS paboT Ha pabodyeM MecTe, a TaKke TpeOOBaHMs OXpaHbl Tpyaa B
BO3MOYHBIX aBapUHUHBIX CUTYaIHX.

1.3. MHCTpyKIMS TIO OXpaHe TPy/aa COCTaBJICHA B IENIAX oOecreueHns 0€301macHOCTH Tpy/ia
U COXPAHEHHUS KU3HHU U 3JI0pPOBbS CEKpeTaps IIKOJIbI MPU BBIIOJHEHUH UM CBOUX TPYIOBBIX
00s13aHHOCTEH M (DYHKIUH B 00111€00pa30BaTEILHON OPraHU3aIlUH.

1.4. K BbITOJIHEHHIO O0sI3aHHOCTEH CEKpeTapss B 0011e00pa3oBaTeIbHOW OpraHU3aINH
JOTTYCKAIOTCS JINLIA:

- uMewomue o00pa3oBaHUE, COOTBETCTBYIOIIME TpeOOBaHUAM K  KBaIU(DUKAIMH
(mpodcranmapTa) Mo cBOeH JOJKHOCTH;

- COOTBETCTBYIOIME TPEOOBAHUSAM, KACAIOUIUMCS MIPOXOKACHUS MPEABAPUTEIBHOTO (IIpH
MOCTYIUIGHHW Ha pPaboTy) M TMEPUOJUYECKUX METUIIMHCKUX OCMOTPOB, BHEOUEPETHBIX
MEIHUIIMHCKUX OCMOTPOB IO HampaBleHUIO paboTonaTens, npodeccnoHalbHON TMIHEHUYECKON
MOATOTOBKM M aTTectanuu (mpu mpuemMe Ha paboTy M Janee He pexke 1 pasza B 2 rona),
BaKIMHAIIMM, HAJIU4YUS JIMYHOM MEIUIIMHCKOM KHIDKKM C pe3yabTaTaMH MEIULUHCKUX
oOcienoBaHuil U J1aOOPATOPHBIX HCCIEJI0BAHUM, CBEICHHUSIMH O MPHUBUBKAX, MEPEHECEHHBIX
MHQEKIMOHHBIX  3a00JIeBaHUAX, O TPOXOXKAEHUH MPO(ecCHOHATIBHOW TI'MIMEHHYEeCKOH
MOJITOTOBKH U aTTECTAIlUU C JIOIYCKOM K paboTe.

1.5. Cekperapp npu npueme Ha pabOTy MPOXOJIUT B YCTAHOBJICHHOM HOPSAKE BBOJHBIN
WHCTPYKTaX, IEPBUYHBII MHCTPYKTAX Ha paboyeM MecTe JI0 Hayaia caMOCTOSITeNbHOM pabOThI
(ecnu ero mpodeccuss U JIOJDKHOCTh HE BXOIMT B YTBEP)KICHHBIM aupextopoM IlepeueHn
OCBOOOXK/IEHHBIX OT MPOXOXKIECHUS HMHCTPYKTaxka Mpodeccuii M JIOJDKHOCTEH), MOBTOpPHBIE
MHCTPYKTAXXH HE peke OJHOTO pas3a B IIECTh MECSIEB, a TAaK)KE BHEIJIAHOBBIE U IICJIEBBIC B
ciydasix, ycTaHoBIeHHbIX [lopsaxkom oOyueHus 1O oOxpaHe TpyAa U TPOBEPKH 3HAHUI
TpeOOBaHUI OXpaHbI TPY/A.

1.6. Cekperapb NOJDKEH MPOHTH OOy4YeHHE IO OXpaHe Tpyda U MPOBEPKY 3HAHUA
TpeOOBaHUI OXpaHbl Tpylda, OOyueHHE MeETOJaM W IpHEeMaM OKa3aHUs IEpPBOM IMOMOIIU
MOCTPaJiaBIIMM, TpaBWJIaM TOXApHOW OE30MacHOCTH U AIIEKTPOOE30MacHOCTH, a TaKxKe



MPOBEPKY 3HAHHWKA TpaBWJI B OOBEME JOJDKHOCTHBIX OO0S3aHHOCTEW C TmpucBoeHUEM |
KBUTM(DUKAIIMOHHOW TpYyNIbl JIOMycKa MO 3JeKTpoOe3omacHocTH. HeoOxoaumo mpouTH
oOyyeHne 06e30MmacHbIM Croco0am BBITOJIHEHUS PAOOTHl ¢ OHCHBIM 000PYIOBAaHHEM, U3YUUThH
MHCTPYKIIUU TI0 €0 SKCIUTyaTaIuHy.

1.7. Cekperapsb B 1emsx coOMoaeHus TpeOOBaHUI OXpaHbl TpyAa 00s3aH:

- cobmomate TpeOOBaHMS OXpaHbl TPYyAd, HMOXKAPHOW W DIEKTPOOE30MacCHOCTH IPH
BBITIOJTHEHUH padoT;

- coOroaTh TpeOOBAHMSI TPOU3BOICTBEHHON CAHUTAPHH, IPAaBUJIa TMYHON TUTHEHBL;

- 3HaTh IpaBUJIa JKCIUTyaTallud W TpeOoBaHMs OE30MACHOCTH MpH padboTe C OPHUCHBIM
o0opynoBaHuEM;

- 3HaTh CMOCOOBI PAMOHAIBHOM OpraHu3anu pabodero Mecra;

- WUMETh YeTKOE TPEeICTaBJICHHE 00 OMacHBIX W BPEeIHBIX (aKTOopaxX, CBS3AaHHBIX C
BBINIOJIHEHMEM pPAa0OT Ha O(QUCHOM TEXHHKE, 3HaTh OCHOBHBIE CHOCOOBI 3alIUTHl OT HX
BO3JICHCTBUS,

- 3a00TUTBCSI O JIMYHOW OE30MAaCHOCTH M JMYHOM 3/I0pOBbE, a TaKke O Oe30MacCHOCTH
OKpYXXAIOIIUX B TPOIECCE BBIMOJHEHUS paboT MO0 BO BpeMs HAXOXKICHUS HAa TEPPUTOPHUU
o011eo0pa3oBaTeIbHON OpraHu3aliy;

- TTOJTB30BATHCS ANEKTPONIPHOOPAMH COTIIACHO MHCTPYKIIHSIM I10 SKCIUTYaTalliy;

- BBITNIOJHATH TOJBKO Ty pabOTy, KOTOpasi OTHOCHTCS K JOJDKHOCTHBIM OOSI3aHHOCTSIM U
MOpy4YeHa HEMOCPEACTBEHHO PYKOBOJWTENEM, MpPH CO3JaHWH YCIOBHH O€30macHOro ee
BBITIOJTHEHUS;

- 3HAaThb NOPAJOK JAECUCTBUM IIPU BO3HUKHOBEHUHU II0)Kapa WIM HWHOM 4Ype3BBIYANHON
CUTYalll! M 9BaKyallliy, CHTHAJIBI OTTOBEIIEHHS O MOKape;

- YMETb I0JIb30BaThCsl IEPBUYHBIMU CPEACTBAMU MOKAPOTYIIECHUS;

- 3HaTb MECTOpACMOJIO)KEHHE AaNTeuyKd U yMETh OKa3blBaTh IE€PBYIO IOMOIb
MOCTPaJIaBIIEMY;

- cooOmonmarte  [lpaBmma  BHyYTpEeHHEro  TpPYAOBOTO  pacmopsiagka ©  YCTaB
00111600pa30BaTEIHPHON OPTraHU3aIUH;

- coOuojaTrh JIOJDKHOCTHYKO HMHCTPYKLIMIO  CEKpeTapsA-MallMHUCTKM HIKOJBI 110
[Ipodcrannapry;

- cOOJII0/1aTh YCTAHOBIJIEHHBIE PEXUMBI TPYAA U OTAbIXA, TPYAOBYIO TUCLUILINHY;

- co0II01aTh MHCTPYKIIMIO 110 OXpaHe TPyZa NpHu paboTe ¢ NepCOHAIbHBIM KOMIIBIOTEPOM;

coOuroJaTh HHCTPYKIIMIO [0 OXPaHe TpyJia NpU paboTe ¢ IPUHTEPOM;

coOuIro1aTh HHCTPYKIIMIO [I0 OXpaHe Tpya Npu paboTe Ha KCEPOKCE.

1.8. Omnacupiec u (WIM) BpeAHBIC MPOU3BOJCTBEHHBIC (DAKTOPHI, KOTOPHIE MOTYT
BO3/ICCTBOBATH B Ipoliecce paboThl Ha CEKpeTaps MIKOJIbI, OTCYTCTBYIOT.

1.9. Ilepeuenp npodeccnoHaIbHBIX PUCKOB M OTIACHOCTEH MpHU paboTe CeKpeTapeM:

- HapyllleHHe OCTPOTHI 3pE€HUS IIPU HEOCTATOYHOM OCBEIEHHOCTH pabovero Mecra;

- 3pUTEIbHOE YTOMJICHME IPU JUIMTENbHON paboTe C JTOKyMEHTaMM, Ha MEPCOHAIBLHOM
KOMITIbIOTEpE (HOYTOYKE);

- MOPAXEHHUE IEKTPUUECKUM TOKOM IPH HCHOJIb30BAHUU HEUCHPABHBIX AIIEKTPUYECKUX
PO3ETOK, BBIKIIOUaTeNeH;

- TIOpa)KE€HHUE IEKTPUUECKHUM TOKOM IPHU HCIOJIb30BAHUU HEHCIIPABHOTO MEPCOHAIBHOTO
KOMIIbIOTEpa (HOYTOYKa) U MHOM OPITEXHUKH, IPU OTCYTCTBUHU 3a3eMJICHUS / 3aHYJICHUS;

- TOpaXeHHe DJEKTPUYECKUM TOKOM IMIpM HCIOJB30BaHUM Kalelel MUTaHUA C
MOBPEXJICHHON M30JIsIMeH, HeCepTU(DHUIIMPOBAHHBIX U CAMOAEIbHBIX YUIMHUTENEH;

- CHIDKEHHME O0Iero MMMYHHOI'O COCTOSIHMSI OpraHM3Ma BCII€ACTBUE MPOJAOIKUTETHLHOTO
BO3/ICWCTBUS Ha PAOOTHUKA 3JIEKTPOMArHUTHOTO U3TY4YEHUS MPU paboTe ¢ OPrTEXHUKOM;

- CTaTHYeCKUWEe Harpy3kd IpH HE3HAYUTEIbHON OOIIel MBIIIEYHOH JBUraTebHON
Harpyske;

- BO3MOXHOCTh TMOJy4YEHHsS TpPaBMbl BCJIEJACTBHE HEOCTOPOKHOTO OOpaIleHus C
KaHIEJSIPCKUMHU MPUHAIISKHOCTSAMU WU NIPH UCHOJIB30BAHNUHU MX HE TI0 IPSIMOMY Ha3HAYEHUIO;

- SMOLIMOHAJIbHBIE MTEPETPY3KH;



- XMMMUECKHE BEILECTBA, BXOJALIUE B COCTaB KpacoK, IOPOIIKOB KOMHPOBAIBHO-
MHOKUTENBHON TEXHUKH.

1.10. B cnydae TpaBMUPOBaHHUS YBEJAOMHUTH IHPEKTOpPA IIKOJbBI JIFOOBIM JIOCTYITHBIM
cnocoboM B Ommxkaiimee Bpems. Ilpn HeMCHpaBHOCTH MEPCOHATBHOTO KOMIIBIOTEpAa M HHOM
OPI'TEXHUKHU, MEOEIN COOOIINUTD 3aMECTUTENIO AUPEKTOPA 110 AAMUHUCTPATUBHO-X035CTBEHHOI
4acTH U HE UCIOJb30BaTh 10 YCTPAHEHUS BCEX HEJOCTATKOB U MOJYUYEHUS pa3pellieHus.

1.11. B umensix coOmroJeHUs] MpaBWl JIMYHOM TMTHEHbl M 3MMJIEMHUOJIOTUYECKUX HOPM
CEKpEeTaph JOJKEH:

- OCTaBJISITh BEPXHIOK OJIEXk Y, 00YBb B IIPEIHA3HAYCHHBIX JUISl 3TOTO MECTAX;

- MBITb PYKH C MBUIOM, MCIOJIb30BaTh KOKHbIE AHTUCENTHKHU IOCIE COMPUKOCHOBEHHUS C
3arpsiI3HEHHBIMU [IpeIMETaMU, Iepesl HadajaoM paldoThl, IOCJIE IOCEIIEHUs Tyayera, Iepes
MIPUEMOM IUILIH;

- He JIONycKaTh pueMa MUY B IPUEMHOM, IPOBETPUBAThH IOMEIICHHUE;

- coomoats TpedoBanwms CII 2.4.3648-20, CanlluH 1.2.3685-21.

1.12. 3ampemraercsi BHIIOTHATh PadOTY, HAXOSICh B COCTOSIHUM AJIKOTOJIBHOTO OTIBSTHEHUS
au00 B COCTOSIHMM, BBI3BAHHOM IOTPEOJIEHHEM HApKOTHYECKHX CpEACTB, ICHUXOTPOIHBIX,
TOKCUYECKUX WIN JIPYrUX OJypMaHHMBAIOIIMX BEILECTB, a TAK)XKE PaclUBaTh CIIUPTHHIE HAIIUTKHY,
yHOTpPeONasATh HAPKOTUYECKHE CPEACTBA, IICUXOTPOIMHBIE, TOKCHYECKHE WIH Jpyrue
OJlypMaHHUBAIOIIUE BEIIeCTBa Ha paboueM MecTe WK B paboyee BpeMsi.

1.13.  Cekperapb-MallMHUCTKA, JOMYCTHBINAs  HAPYIICHHE WM  HEBBIIOJHEHUE
TpeOOBaHUN HACTOAIIEH MHCTPYKIMH, pAacCMaTpUBAETCA KaK HapyIIUTEIb IMPOWU3BOJCTBEHHON
JUCHMIUIMHBI M MOXET ObITh TpUBJICYEHA K JUCHUIUIMHAPHOW OTBETCTBEHHOCTH U
MIPOXOKJCHUIO BHEOUEPETHOW MPOBEPKU 3HAHUN TpeOOBaHUM OXpaHbl TPYZAad, a B 3aBUCUMOCTH
OT TIOCNEACTBUU - W K YrOJIOBHOH; €CIIM HapyIICHUE TOBJICKIO MaTepHabHBIN yiiepd - K
MaTepUaIbHOW OTBETCTBEHHOCTU B YCTAHOBJIEHHOM HOPSIJIKE.

2. TpeGoBaHust oXpaHbl Tpyia Mepea HauaaoM pabOThI

2.1. Cekperapp 0011€00pa30BaTeIbHON OpraHU3allid JOJDKEH MPUXOJUTHh Ha paboTy B
YUCTOM, OMPATHOM OJeXKzAe, INepe] HadajaoM pPadOThl BBIMBITH PykH. [IpuObITH Ha paboTy
3a0J1IarOBPEMEHHO JUIsl UCKJIFOUEHHS CIIEIIKU U, KaK CIeCTBHE, aleHHsI U TIOJIY4YEHHUs TPaBMBbI.

2.2. IlpoBepuTh OKHAa Ha HaJIW4yMe TPEUIMH M HMHOE HApYyLIEHHE LEJIOCTHOCTU CTEKOJ,
LIEJIOCTHOCTh 3aMKOB Ha JBepsiX, MKadax, ceide.

2.3. Bu3yanbHO OLIEHUTb COCTOSIHUE BBIKJIIOUATENEH, BKIOUUTh MOJHOCTBIO OCBEIIEHUE B
IIPUEMHON U YOeUThCS B UCIIPABHOCTH 3JIEKTPOOOOPYIOBAHU:

- OCBETUTEJIbHBIE IPUOOPBI JOJKHBI ObITh MCIPABHBI M HAJEKHO MOJABELIEHB! K MOTOJIKY,
UMETb LEJIOCTHYIO CBETOPACCEUBAOLIYI0 KOHCTPYKLIMIO U HE COJIEpXKATh CJIECIO0B 3arpsi3HEHUH;

- YPOBEHb UCKYCCTBEHHOMN OCBEIIEHHOCTH B IPUEMHOMN JIOJKEH cocTaBisATh 300 JtoKC;

- KOMMYTAallUOHHBbIE KOPOOKM [JOJDKHBI ~ OBITH  3aKpbIThl  KpBIIIKAaMH, KOpIyca
BBIKJIIOYATEIeH U PO3ETOK HE IOJKHBI UMETh TPELIHH U CKOJIOB, @ TAKXKE OIOJIEHHBIX KOHTAKTOB.

2.4. Yoeautbesa B CBOOOTHOCTH BbIXO/a U3 KaOuHeTa cekperapst (IpUeMHOM ), MPOXOJIOB.

2.5. YnoctoBepUTbCs B HAJIUYMU IEPBUYHBIX CPEACTB IOXKAPOTYLIEHHs, CpPOKa HX
IIPUTOTHOCTH U AOCTYITHOCTH.

2.6. VY71OCTOBEpUTHCS B HAIUYMM aANTEYKHM IEPBOM IMOMOIIM M KOMIUIEKTAllUU
COJIEPIKUMOTO.

2.7. Y6enutbes B 6€30MaCHOCTH CBOETO paboyero MecTa:

- IPOBEPUTH MeOelb Ha MPeIMET €€ YCTOWYMBOCTH U UCIIPABHOCTH;

- IPOBEPUTH MJIOTHOCTh MOJBEICHHs Kabenel MUTaHusl K CHCTEMHOMY OJIOKY M1 MOHUTOPY,
OpITeXHUKE, HE JIOMYCKATh NeperieTeHns Kabenei nuTaHus;

- NPOBEPHUTH MPABUIBHOE PACIOJI0KEHHE MOHHUTOPA, CHCTEMHOIro OJOKa, KIaBUATYpHI,
MBIIIIH;

- yOenuThCsl B OTCYTCTBHHM MOCTOPOHHUX NPEIMETOB HA MOHHUTOpPE U CUCTEMHOM OJIOKe
KOMIIBIOTEpA, MHOM OPITEXHHUKE;

- yOoeauTbcs B YCTOMYMBOCTH HAXOMSIIUXCS B CIPYINIIUPOBAHHOM IOJIOKEHUH pabouux
JOKYMEHTOB, IaIOK.



2.8. TIpoBecT OCMOTpP CaHUTAPHOTO COCTOSIHUSI NIPUEMHON. PalnoHanbHO OpraHu3oBaTh
cBOe paboyee MeCTO, MPHUBECTH €ro B MOPSIOK. OCyIIecTBUTh MOJITOTOBKY HEOOXOIUMOI
JOKYMEHTAluu K paboTe, yOpaTh MOCTOPOHHUE MPEAMETHI U BCE, YTO MOXKET IMPENsATCTBOBATH
0€3011aCHOMY BBITIOJIHEHHIO paOOTHI M CO3/1aTh JIOTIOJHUTENBHYIO OTTaCHOCTb.

2.9. IlpoBeputh HagU4Me€ B JOCTATOYHOM KOJIMYECTBE W MCIPABHOCTbh KAHUEISIPCKUX
MIPUHAIEKHOCTEH, HEOOXOUMBIX JIIsl padOThl CEKpeTaps LIKOJIbI.

2.10. IIpousBecTy CKBO3HOE MPOBETPUBAHUE MOMEIIEHUS, OTKPHIB OKHA U JBepH. OKHa B
OTKPBITOM TI0JIOKEHUHU (PUKCUPOBATH KPIOUKAMU WM OTPAaHUYUTEIISIMH.

2.11. IlpoBectu mpoBepKy pabOTOCIOCOOHOCTH MEPCOHATBHOIO KOMIIbIOTEpPa (HOYTOYKA),
YAOCTOBEPUTHCS B TIOJTHOM UCIIPABHOCTU OPTTEXHUKHU (IPUHTEP, KCEPOKC U JIP.).

2.12. Ilpu HE0OXOAUMOCTH MPOBECTH HEOOXOIUMYIO PETYIHUPOBKY MOHUTOPA, IPOTEPETH
9KpaH MOHUTOpPA C MTOMOIIBIO CHIEIUAIBHBIX CaJI(PETOK.

2.13. CocraButh mjaH pabOThl Ha JE€Hb W PaBHOMEPHO pACHPEICNIUTh BBHINOJHEHHE
HaMEUeHHOH pabOThI ¢ 00s13aTETLHBIMU MIEPEPHIBAMU HA OT/ABIX U TIPUEM IHIIIH.

2.14. Tlpuctynate K paboTe pa3pemiaeTcsi MOCJE BBIMOJIHEHUS TOJTOTOBUTEIBHBIX
MEPOTIPUITHI U YCTPAHCHHS BCEX HEAOCTATKOB U HEUCIIPABHOCTEH.

3. TpeOoBaHMs OXpaHbl TPYAA BO BpeMs pabOThbI

3.1. Bo BpeMst paGoThI cekpeTapro He00X0 MO COOTIOATh MOPSIOK B paboueM KaOWHETE,
HE 3arpoMOXK/IaTh CBOE pabouee MECTO, BBIXOJbl W3 MPHEMHOW W TMOAXOAbl K TEPBUYHBIM
CpencTBaM TOXKAPOTYIIEHUsT Oymaroi, JOKyMEHTaMH, TMankaMu W JIOOBIMH  JAPYTHUMH
MMOCTOPOHHUMH TIPEAMETAMHU.

3.2. B mpomecce paboThl cOOMIONATh CAaHUTAPHO-TUTMEHWYECKHE HOPMBI M IIpaBHiIa
JINYHOMN TUTHEHBI.

3.3. He BbIMOMHATH NEWCTBHI, KOTOpPHIE TOTCHIMAIBHO CIIOCOOHBI TPUBECTH K
HECYAaCTHOMY CiIy4aro (KauaHHWe Ha CTyje, pa3MaxUBaHUE KaHUEISIPCKUMU MPUHAAIC)KHOCTIMU
Y UHBIMHU IIPEIMETaMHu).

3.4. beiTb BHUMATETBHBIM B paboTe, HE OTBICKATHCS TOCTOPOHHHMH JACJaMU |
pasroBopamMu, BBIMOJHATH TOJBKO Ty paboTy, KOTOpas OTHOCUTCS K JOKHOCTHBIM
00s3aHHOCTSAIM UM TIOpy4Y€Ha HEMOCPEACTBEHHO PYKOBOJUTENEM, MpPH CO3/JaHUU YCIOBHIA
0€301acHOTO €€ BBITIOJHEHHUS.

3.5. Bo Bpems paboThl OBITH BEXKJIMBBIM, BECTH C€0sl CIIOKOIHO M BBIAECPKAHHO, U30eraTh
KOH(DJIUKTHBIX CUTYyallud, KOTOPbIE MOTYT BbI3BaTh HEPBHO-APMOLMOHAIBHOE HANpSIKEHUE U
OTpa3uThCs Ha 0€30MaCHOCTHU TPY/a.

3.6. B mensax oOecnedeHUs: HEOOXOAMMOW €CTECTBEHHON OCBEIICHHOCTH NPUEMHON
JTUPEKTOpa MIKOJbl HE CTaBUTh HA MOJOKOHHUKHU I[BETHI, HE pacrojiarath Marku, JOKYMEHThI U
WHBIE MPEIMETHI.

3.7. IlepcoHanbHBI KOMIBIOTEP (HOYTOYK) M MHYIO OPTTEXHUKY HCIOJIb30BATh TOJIBKO B
UCIPABHOM COCTOSSHUM U B COOTBETCTBHHM C MHCTPYKIHMEW MO OKCIUTyaTaluu U (WIn)
TEXHUYECKUM MACHOPTOM.

3.8. BBINONHATE MEPONPUSATHS, MPEIOTBPALIAIONINE HEPAaBHOMEPHOCTh OCBEIICHUS H
MOSIBJICHHE OJIMKOB Ha HKpaHe MOHHUTOpa. BBHIKIIOYAaTh KOMOBIOTEP WM MEPEBOIUTH B PEKUM
0>KMJIaHHUS, KOTJ]a €r0 UCIO0JIb30BaHUE TIPHOCTAHOBIIEHO.

3.9. PerynupoBatb MOHHTOP B COOTBETCTBHM C paboueil MO30M, Tak Kak parroHaIbHas
paboyasi mo3a cmocoOCTBYEeT YMEHBIICHHIO YTOMIISIEMOCTH B mpoiiecce padoTel. KoHCTpyKius
paboyero kpecia [0JDKHA TMO3BOJSATh W3MEHSTH IMO3y C IIENbI0 CHUXKEHHS CTaTUYECKOTO
HAMpPsDKEHUS MBI IIeHHO-TNIEYeBONM 00NacTH M CHHUHBI JUISl TPEAYNPEKICHHS Pa3BUTHUS
YTOMJICHHS.

3.10. Ilpu naUTENnsHOM OTCYTCTBHMH Ha paboyeM MecTe OTKIIYaTh OT DJIEKTPOCETH
CPEACTBA OPITEXHMKM M Jpyroe oOOpYyJOBaHME 3a MCKIIOYEHHEM O00OpyJOBaHMI,
OTIPEICNIEHHOTO ISt KPYTI0CYTOUYHOM padoThI.

3.11. KnaBuatypy © MbIIIb €XKEIHEBHO Je3UMH(DUIMPOBATH B COOTBETCTBHH C
pPEKOMEHAANUSAMHA TPOU3BOJIUTENS MO0 C WCIHOJIB30BAHUEM pPACTBOPOB WM caldeTok Ha
CIIMPTOBOI OCHOBE, cozepkaux He meHee 70% crupra.



3.12. He ucnonb30Bath B pab0Te MOHUTOPHI HA OCHOBE JIEKTPOHHO-TTY4EBBIX TPYOOK.

3.13. Bo wuz0exxaHue TpPaBMHUPOBAaHHUS PYyK IPH IPOIIMBKE JOKYMEHTOB HEOOXOaUMO
COOIIIOIaTh OCTOPOKHOCTH MPHU pabOTe C UTOIKOM, IIUIIOM, HOKHUIIAMH.

3.14. Tlpu HEZOCTATOYHON OCBELIEHHOCTH padoyero MecTa JUIsl JOIMOJHHUTEIBHOTO €ro
OCBEILIEHUS UCIOJIb30BaTh HACTOJIBHYIO JIAMITY.

3.15. He wucrnonp3oBaTh B IOMEUICHWHM NPUEMHON IMPEKTOpa UIKOJBI MEPEHOCHBIE
OTOTHMTENbHBIE TPUOOPHI C MHPPAKPACHBIM H3IYYCHHUEM, a TAK)KE KUMSTHILHUKH, TUIMTKA U HE
CepTH(QHUINPOBAHHBIC YATMHUTEIH.

3.16. Ilpu amutenbHON paboTe ¢ MOKYMEHTaMH, 32 KOMITBIOTEPOM (HOYTOYKOM) C IICNIBIO
CHIDKEHHMSI ~ YTOMJIGHHSI  3pUTEIBHOTO  aHaNM3aTopa,  MPENOTBpAICHHS  Pa3BUTHUS
MOHOTOHMYECKOTO YTOMJIEHHs 4yepe3 yac paboThl Jenarh nepepbiB Ha 10-15 MunyT, BO Bpems
KOTOPOTO CJIEAYET BBITOJIHATH KOMITJIEKC YIIPOKHEHHUH JUIs TJ1a3, PU3KYIbTYpHBIC TTay3bl.

3.17. ns mnoanep>kaHusi 300pPOBOTO MHKpPOKIMMAaTa dYepe3 Kaxiple 2 9 paboThl
MIPOBETPUBATH MPHEMHYIO, TIPU 3TOM OKHA (PHUKCHPOBATH B OTKPHITOM IOJIOKEHHH KPIOYKAMU
WA OTpaHuIHTeNSIMU. [Tociie mpoIoKUTENBHOTO KCEPOKOTIMPOBAHHUS TIPOBETPHTH IOMEIICHHE.

3.18. B cinydae ecnu pa3bmiiack CTOJIOBas MOCYy/Aa, HE COOMpaTh €€ OCKOJKH pyKaMu,
WCTIOJIb30BaTh BEHUK U COBOK.

3.19. Ilpm wWCMONB30BaHWHM OPITEXHUKH ¥ HWHBIX DJJIEKTPOMPHOOPOB CEKpETapro
3anpeniaercs:

- BKJIFOYATh B JJIEKTPOCETh M OTKJIIOYATH OT HEE NEePCOHANBHBIA KOMIIBIOTEP, MPHUHTED,
KCEPOKC ¥ HHYIO OPITEXHHUKY U 3JIEKTPOTPHOOPHI MOKPHIMH U BIIAYKHBIMH PYKaMH,

- IOITyCKAaTh TIOTIaJ]aHusI BIIard HA TIOBEPXHOCTH HCIOJIB3YEMBIX 3JIEKTPOTIPHOOPOB;

- Hapymarh IOCIIEAOBATEIFHOCTh BKIIOYCHUS W  BBIKIIOYEHHS, TEXHOJIOTHYECKHE

MIPOLIECCHI;

- JlocTaBaTh 3aMATyl0 Oymary W3 TIpUHTEpa U KCEpOKca TMpHU BKIIOUEHHOM
ANIEKTPOTIUTAHUY;

- OTKpBIBaThb M MPOU3BOJUTH YHCTKY NpPHUHTEpPA WIM KCEpOKca IMpPH BKIIOYEHHOM
ANIEKTPOTIUTAHUY;

- BBITTOJTHATH PabOTy Ha KCEPOKCE MPU OTKPHITOH BEPXHEH KPBIIIKE;

- BBHITOJIHATH BBIKJIIOUCHHE PHIBKOM 3 IIHYpP MUTAHUS;

- pa3MeIiaTh Ha eKTponprdopax npeaMeTs! (Oymary, JOKyMEHTHI, BEIH U T.I1.);

- IEPE/IBUTATH BKIIIOYEHHBIC B JICKTPHUYECKYIO CETh IEKTPOIPUOOPHI;

- pa30upaTh BKIIOUCHHBIE B 3JIEKTPOCETH MPHOOPHI;

- IPUKACATHCS K OTOJICHHBIM HMJIH C TIOBPEKICHHON M30IILHel KaOelsiM MUTaHus;

- cru0ath ¥ 3aIeMIISITh KaOeau MUTaH!S;

- OCTaBJIATH 0€3 MPUCMOTPA BKIIOYESHHBIE B AJICKTPUYECKYIO CETh 3JIEKTPOIPUOOPHI.

3.20. Cekperapro HEOOX0AMMO MPUACPKUBATHCS TPABHIII NIEPEIBUIKEHHSI B TIOMELICHUSIX U
Ha TEPPUTOPHHU IIKOJIBI:

- BO BpeMs XOJbObl OBITh BHUMATEIbHBIM M KOHTPOJHPOBATh M3MEHEHHE OKPYKAIOILEH
00CTaHOBKH,;

- XOJWTh TO KOPHIOpPAaM M JICCTHHYHBIM MaplliaM, MPHUICPKUBASCh MPAaBOW CTOPOHBI,
OCTOPO’KHO U HE CIella;

- TNpH TEpeIBMKEHUU IO JIECTHUYHBIM HpojieTaM coOMIoaTh OCTOPOXKHOCTh U
BHUMATENbHOCTb, HE HAKJIOHATHCA 3a IMepusa, HE MepeliaruBaTh W HE MEpenpbIrMBaTh 4epe3
CTYNEHbKH;

- oOpamaTh BHHMaHHME Ha HEPOBHOCTH U CKOJBb3KME MeCTa B IOMEIICHUSAX U Ha
TEPPUTOPUH ILIKOJIBI, 0OXOUTh UX U OCTEpPEraThCs MaJAeHuUs;

- He IPOXOIUTH Onrke 1,5 MeTpa oT cTeH 31aHus 0011e00pa3oBaTeIbHOM OpraHu3alry.

3.21. CoGmogate BO Bpemsi paOOThl WHCTPYKLHIO MO OXpaHe TpyAa M CeKpeTaps
PYKOBOJUTEIS IIIKOJIBI, YCTAHOBJIEHHBIN PEXUM paboyero BpeMeHu (TpyJa) U BPEMEHHU OTJIbIXa,
npu paboTe ¢ UCTIOIb30BaHUEM KOMITbIOTEpa (HOYTOYKa) pyKOBOACTBOBaThCs «HCTpyKIMe no
OXpaHe TpyZa IpH padoTe Ha TMEPCOHAIBHOM KOMIIBIOTEPE», TpPU JEATEIBHOCTH C



UCTIOJIb30BAHUEM KCEPOKCa — «MHCTPYKIHUEH MO OXpaHe Tpynaa mpu paboTe Ha KOMUPOBAIBHO-
MHOKUTEIILHOM armaparey.

4. TpeGoBaHUs OXpaHbI TPY/AA B aBAPUNHHBIX CUTYAIHIX

4.1. He nomyckaeTcsi ceKperapro o0IIeo0pa3oBaTeIbHON OpraHu3aly MPUCTYHATh K
paboTe Ipu TIOXOM CaMOYyBCTBUH WJIM BHE3AITHOW OOJIE3HU.

4.2. IlepeueHb OCHOBHBIX BO3MOKHBIX aBapUil M aBapUNHBIX CHUTYalMil, MPUYMUHBI HUX
BBI3BIBAIOIIHE:

- TOXap, BO3TOpaHHE, 3aJbIMJICHHE, MOPAKEHUE DJICKTPUUYECKUM TOKOM, BCIICACTBUE
HEHMCIIPaBHOCTH MEPCOHATLHOTO KOMITBIOTEPA M HHOW OPTTEXHUKH, IIHYPOB MUTAHUS;

- BOBHUKHOBEHHE HEHCIIPABHOCTU B OPITEXHHKE;

- IPOPBIB CHCTEMBI OTOTICHHS, BOJOCHA0KEHHS, KaHAJTM3AIlUH U3-3a U3HOCA TPYO;

- TEPPOPUCTUYECKHUIA aKT MITH YTPO3a €r0 COBEPIICHUSI.

4.3. Cexperapb 00s13aH HEMEJYICHHO U3BECTUTH AUPEKTOPA IIKOJIBI:

- 0 JM000M cHUTyallMH, yrpo’Karoled *XU3HU U 3[J0POBBI0 00ydaroluxcst U pabOTHHUKOB
o011eo0pa3oBaTeIbHON OpraHU3aliy;

- 0 KaXXJIOM IIPOU30ILE/IIEM HECYACTHOM CIIy4ae;

- 00 yXyIIIEHWU COCTOSIHHSI CBOETO 3/I0POBbS, B TOM YHCIIE€ O TNPOSBICHUU NPU3HAKOB
OCTPOTro MPO(PEeCcCHOHAIBHOTO 3a00I€BaHuUs (OTPABICHHUS).

4.4. Tlpu BO3HMKHOBEHMHM HEHCIPABHOCTH B OPITEXHHUKE WJIM WHOM 3JIEKTpONpubOope
(MOCTOpOHHMI 1TyM, IbIM, UCKpEHHUE U 3allax rapu) HeoOXOJIUMO MPEKpPaTUTh C HUM paboTy U
00€eCTOYHTh, COOOMIUTE 3aMECTUTEIO JUPEKTOpa IO aIMHUHHCTPATUBHO-XO3SICTBEHHON YacTH
W WCIIOJIB30BaTh TOJIBKO TIOCNE BBIMOJHEHHS] PEMOHTa (TIOJIYYEHHUS HOBOTO) W TIOJTYyYEHUS
paspelieHusl.

4.5. B cnyvae mosrydeHHsI TpaBMBI CEKpeTaph JOJDKEH MPEKpaTUTh padoTy, MO3BaTh Ha
MOMOIIb, BOCIIOJIB30BAThCSI alTEYKOM MEepBOIl MOMOILHM, MOCTABUTh B M3BECTHOCTH JUPEKTOPA
IIKOJIBI (IIPU OTCYTCTBUU MHOE JOJKHOCTHOE JIMIIO) U OOpAaTUTHCA B MEAUIIMHCKUM MyHKT. [Ipu
MOJIyYEHUU TPAaBMbl WHBIM COTPYAHHUKOM HJIM OOydYarolMMCSl OKa3aThb €My MEpPBYIO MOMOIIb.
Bri3Bath MenunmHCKOTO paboTHUKA 00IIe00pa30BaTEIHFHOM OpraHu3alliu, MPYU HEOOXOAUMOCTH,
BBI3BATh CKOPYIO MEIUIMHCKYIO momolns 1o tenedony 03 (103) u cooOmuTh 0 mMpoUCIIeCTBUU
TUPEKTOpY Kol O0ecneunTs 10 Havajaa paccieOBaHUs COXPaHHOCTh OOCTAaHOBKM Ha MeCTe
MPOUCHIECTBUS, a €CIM OTO HEBO3MOXHO (CYLIECTBYET yrpo3a JKH3HU U 3I0POBbHIO
OKpYXaromux) — GUKCHpOBaHHWE OOCTAaHOBKH IyTeM (oTorpadupoBaHusl WM MHBIM METOJIOM.
Oxkazatb cozelicTBHE IIPU MIPOBEICHUU PACCIIEJOBAHHS HECYACTHOTO CIIydasl.

4.6. B ciyuae BO3HHMKHOBEHHUS 3aJbIMJICHHS WJIM BO3TOpaHUS B MPHUEMHOMH, CEKpeTapb
JOJKEH HEMEIUICHHO MPEeKpaTuTh paboTy, BBIBECTH AUPEKTOPA, HHBIX COTPYJHUKOB U
MOCETUTENIEH U3 MOMEIICHUS — OMAaCHOM 30HBI, BBI3BATh MOXKAPHYIO OXpaHy mo Tenedony 01
(101 — ¢ MOOMIBHOTO), OMOBECTHUTH TOJOCOM O MOXape W BpydHyio 3aneiictBoBath AIIC,
coo0muUTh pykoBoauTeto. Ilpu yclnoBHM OTCYTCTBUS yrpO3bl KU3HH U 3J0POBBIO JIHOJAEH
MPUHATH MEPbI K JIMKBUAALNU M0apa B HadaJdbHOW CTAJUH C MOMOIIbIO MEPBUYHBIX CPEICTB
noxkapotymeHus. [Ipu ucrnosb30BaHUM MOPOIIKOBOTO OTHETYIIMTENS HE HAMPABISATh B CTOPOHY
JOJICH CTPYIO MOPOIIIKA.

4.7. Tlpu aBapuu (TpOpHIBE) B CHCTEME OTOIUIEHUS, BOJOCHAOKEHHUS M KaHATU3aIMH B
IPUEMHON HEOOXOAMMO ONEPATUBHO COOOMIUTH O MPOMCHLIENIIEM 3aMECTUTENII0 AUPEKTOpa 1o
aJIMUHUCTPATUBHO-X035IICTBEHHON YacTH (3aBX03Y).

4.8. B cimydae yrpo3sl WM BO3HMKHOBEHMsI Ooyara OIacHOTO BO3JEHCTBUS TEXHOTEHHOTO
XapakTepa, yrpo3bl WM MpPHUBEICHHUS B HCIOJIHEHHE TEPPOPUCTUYECKOTO aKTa CIEeayeT
pykoBojcTBoBaThcs [11aHOM 3BaKyaluu, HHCTPYKLIMEH O MOPsJIKe JeHCTBUI B cilydae yrpo3bl U
BO3HUKHOBEHUHU UC TeppopUCTHUECKOTO XapaKTepa.

5. TpeboBaHus 0XpaHbl TPy/Ia MOCIE 3aBEPILIEHHS pabOThI

5.1. ITo oxoHuaHuM pabOTHI cekpeTapio 00I1e00pa30BaTENIBbHON OpraHU3aluu HEOOX0IMMO
BBIKITIOUUTH BCE DIIEKTPONPUOOPHI U 00ECTOUUTH X OTKIIOUEHUEM U3 JIEKTPOCETH.



5.2. BHUMAaTENBHO OCMOTPETh paboyee MECTO U IOMEILIEHUE IIPUEMHOM, PUBECTH €0 B
nopszoK. Yoparb ¢ pabodero crojia JOKyMEHTALMIO, TANKU, KAaHUEIAPCKUE MPUHAICKHOCTH,
HOCHUTENM MH(OPMAITUH B OTBEJICHHBIE [T XPAHEHUS MECTa.

5.3. YOpath pabouee MECTO OT UCIOJIL30BAHHOUW OyMard.

5.4. VYpaocroBepuThCs, UTO IOMEIIEHWE NPUEMHON pPYKOBOJIUTENS NPUBENEHO B
M0Kapo0Oe30MmacHoe COCTOSIHWE, OTHETYIIMTENIH HaXOJSTCS B YCTAHOBJIGHHBIX MecTax. [lpwm
OKOHYAHUU CpPOKa SKCIUTyaTallud OTHETYLIUTENsl IepelaTb €ro JHily, OTBETCTBEHHOMY 3a
MOKapHYI0 0€30MacHOCTh B IIKOJIE, JUIS TOCHEAYIOIIeH Mepe3apsakd. YCTaHOBHTh HOBBIN
OTHETYIIUTEb.

5.5. IlpoBeTpuTh MOMEIICHUE MPUEMHON TUPEKTOpa 00111€00pa30BaTEILHON OpraHU3allnu.

5.6. IIpokoHTponMpoBaTh MpPOBEJEHHE BJIAKHOM YOOpKHM, a TakXe BBIHOC Mycopa H3
MTOMEIIIEHHUS.

5.7. 3akpbITh OKHA M MIKA(bI, BEIMBITH PYKH C MBUIOM, IEPEKPHITH BOIY U BBIKIIOYUTH
CBeT.

5.8. CooOnuTh HENMOCPEICTBEHHOMY PYKOBOJMUTENIO O HEAOCTAaTKaX, BIHUSAIOINIUX Ha
0€30MacHOCTh TpyJa M TMOXKAPHYIO 0€30MacHOCTh, OOHApPYKEHHBIX BO BpeMs TpPYIOBOI
JeSITEIbHOCTH.

5.9. CoolOumuTh cHeuuagucTy IO OXpaHe Tpyaa O HeIocTaTkax (MpU HaIUYUHM) B
obecnieueHny Oe30MacHbIX YCIOBHH Tpya Ha pabodyeM MecTe, OXpaHbl 310POBbSL.

5.10. IIpm OTCYTCTBHM HETOCTATKOB 3aKPBITh IOMEIEHNE TPUEMHOM Ha KITHOY.

Coenacosano na obuem coopanuu pabomHuKos
Ilpomoxon Ne 1 om 26 anpena 2024



