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HNHcTpyKIus mo oxpaHe TPyaa AJsl CeKpeTaps

1. O0mue TpeGOBaHUS OXPAHBI TPYAA

1.1. Hacrosimiass HHCTPYKIIUSI 110 OXpaHe TPY/Aa Uil CeKpeTaps LIKOJIbI pa3padoTaHa B
cootBercTBUM ¢ [Iprukaszom Muntpyna Poccun ot 29 okta6ps 2021 rona N 7721 «O0
YTBEPKACHUH OCHOBHBIX TPeOOBAaHUH K MOPSAAKY pa3pabOTKU U COACPKAHUIO TPAaBUI U
WHCTPYKIUHM TIO OXpaHe Tpya», aeicTByommM ¢ 1 suBaps 2023 roaa, [loctanoBineHusiMu
['maBHOTrO rocygapcTBeHHOro canutapHoro Bpaua Poccun ot 28.01.2021r No2 «O6
yrBepxkaennn CanlluH 1.2.3685-21 «'urnennyeckie HOpMaTHBBI  TPEOOBAHUS K
obecrieueHn0 6€30MacHOCTH U (MJIM) O€3BPEIHOCTH IS YeIoBeKa (DAKTOPOB CPe/Ibl OOUTAHMS
u ot 28.09.2020r Ne28 «O06 yrBepxknenunn CII 2.4.3648-20 «CaHuTapHO-3TUIEMUOIOTHIECKUE
TpeOOBaHUS K OpraHU3aIMsIM BOCIIUTAHUS U O0YUYCHHsI, OT/AbIXa U 03JI0POBJICHUS AeTEeH U
MOJIOACKHY; pasaenom X Tpynosoro kogekca Poccuiickon @enepaunv 1 THBIMU
HOPMAaTUBHBIMH MTPABOBBIMU aKTaMU 10 OXpaHe TpyAa.

1.2. anHas uncmpykyus no oxpare mpyoa 0is cekpemaps. yCTaHaBIMBaeT TPeOOBAaHUS OXPAHbI
TpyJa Mepe HadalloM, BO BpeMsl U 10 OKOHYaHUU PabOThl COTPYTHUKA, BHITIOTHSIOIIETO
00s13aHHOCTH CEKpeTapsi pyKOBOAUTEINS (TUPEKTOPA) B IIKOJIE, ONPEACIIIeT 0€30MacHbIe METO/IbI
Y TIpUEMBI BBITIOJIHEHUS paboT Ha paboueM MecTe, a TaKkKe TpeOOBaHUS OXpaHbl TPy/a B
BO3MOKHBIX aBAPUIHBIX CUTYAIIHSIX.

1.3. MHCTpYKLIKS IO OXpaHe TpyJa COCTaBJIeHa B IeNsAX obecreueHus: 0€30MacHOCTH TpyAa U
COXpaHEHHUsI )KU3HU U 37J0POBbsI CEKpETapsl LIKOJIbI IPU BBIITOJTHEHUH UM CBOMX TPYAOBbIX
o0s13aHHOCTEH 1 QyHKIKH B 00111€00pa30BaTeIbHON OpraHU3altu.

1.4. K BeINOJIHEHUIO 00S3aHHOCTEH CEKpeTaps B 00111€00pa30oBaTeIbHOM OPraHU3aluu
JOMYCKAIOTCS JIUIIA:

uMerolIe 00pa3oBaHne, COOTBETCTBYIOLINE TPEOOBAHUAM K KBanudukanuu (mpodcerangapra)
10 CBOEH JIOJKHOCTH,

COOTBETCTBYIOIIME TPEOOBAHUSIM, KaCAIOIUMCS TPOXOKACHUS MTPEIBAPUTENLHOTO (TIpU
MOCTYIUICHUHU Ha paboTy) U MEPHOANYECKHX MEIUIIMHCKUX OCMOTPOB, BHEOUEPETHBIX
MEAMIIMHCKUX OCMOTPOB IO HAIIPaBJICHUIO paboToaaTelNs, NpodhecCHOHATbHON TMTHEHNYECKON
MOJATOTOBKU M aTTecTaluy (Ipy mpuemMe Ha paboTy U Janee He pexe 1 pasa B 2 roja),
BaKIMHAIINW, HATAYIHS JIMIHONW MEMIIMHCKON KHUKKH C Pe3yJIbTaTaMH MEIUIIHHCKIX
o0cIie1oBaHui U 1a00pPaTOPHBIX MCCIEIOBAHUM, CBEACHUSIMH O PUBUBKAX, IEPEHECEHHBIX
MH()EKIMOHHBIX 3a00JI€BaHMIX, O TPOXOKACHUN MPO(eCcCHOHATbHON TMTMEHNYECKOM
MOJTrOTOBKU U aTTECTAlUH C JOIYCKOM K pabore.

1.5. Cekperapsp mpu mpreMe Ha paboTy TPOXOJHUT B YCTAHOBICHHOM TOPSIIKE BBOIHBIN
WHCTPYKTaX, IEPBUYHBIN HHCTPYKTAXK Ha pabodyeM MecTe 10 Hadajla caMOCTOATEIbHOM paboThl
(ecmu ero npodeccus U AOHKHOCTh HE BXOJIUT B YTBEPKJIEHHBIN qupekTopoM IlepeueHn




0CBOOOXKJICHHBIX OT MPOXOXKJCHUS HHCTPYKTaXa MPOopeccuii M TOMHKHOCTEN ), TOBTOPHBIE
MHCTPYKTaXH HE Pe’Ke OJTHOTO pa3a B IIECTh MECSALIEB, a TAK)KE BHEIIJIAHOBHIC U LIE€JIEBBIC B
cllydasix, ycTaHOBJIEHHBIX [lopsiikoM 00ydeHus o oxXpaHe TpyAa U MPOBEPKU 3HAHHS
TpeOOBaHUIl OXpaHbl TPy/a.

1.6. CekpeTapb IOKEH IPOMTH 00ydeHHE TI0 OXpaHe TPyAa U MPOBEPKY 3HAHUS TPEOOBAHUI
OXpaHbl Tpya, o0yueHue MEeToJaM U MprueMaM OKa3aHHsI IEPBOM MOMOIIH OCTPAIaBIINM,
IpaBUJIaM MOXKApHOW OE30MACHOCTH U 3JIEKTPOOE30MacHOCTH, a TAK)KE POBEPKY 3HAHUN TIPaBUI
B 00BEME JI0JDKHOCTHBIX 00s3aHHOCTEH ¢ pucBoeHneM | kBanu@uKamoHHO rpynbl JOMycKa
1o AeKTpode3omacHocTr. HeoOxomumo mpoiitu o0yueHue 0e30MmacHbIM CIIoco0aM BBITIOTHEHUS
paboThl ¢ 0OPUCHBIM 000PYIOBaHHEM, U3YUUTh HHCTPYKLIUHU MO €r0 HKCILTyaTalluu.

1.7. Cekperaps B nensax cooaoaeHns TpeOoBaHmii OXpaHbl Tpyaa 00s13aH:

coOnroaaTh TpeOOBaHUS OXPAHBI TPY/A, MOKAPHOHM U 3JIEKTPOOE30MACHOCTH IIPH BBHIOJIHEHUU
pabor;

coOnroaaTh TpeOOBaHUS MPOU3BOJACTBEHHON CAaHUTAPUH, IIPaBUIa JTUYHON TUTHEHBI;

3HATh MPaBWJIA KCILTyaTallMK U TpeOOBaHMUs OE30MIaCHOCTH MU paboTe ¢ OPUCHBIM
o0opynoBaHuEM;

3HATh CIIOCOOBI pAllMOHAIHLHOM OpraHu3auu pabovyero Mecra;

UMETh YETKOE MPECTaBlIeHUE 00 OMACHBIX M BPEIHBIX (aKTOpax, CBI3aHHBIX C BHITIOJTHEHHEM
paboT Ha 0(hMCHON TEXHHUKE, 3HATh OCHOBHBIE CIIOCOOBI 3AIIUTHI OT UX BO3/ICHCTBHS,
3a00TUTHCA O TUYHOMN 0€30MaCHOCTU U JINYHOM 3/I0POBBE, a TAKKE O OE30MACHOCTH
OKPY’KaIOIIMX B MPOLIECCE BHIMTOIHEHUS paboT 1100 BO BpeMsi HAXOXKACHUS Ha TEPPUTOPUHI
0011e00pa3oBaTeIbHON OpraHU3aIiy;

MOJIb30BATHCS DIEKTPOIPUOOPAMHU COTTIACHO HHCTPYKIUSIM IO SKCIUTYaTalluu;

BBITMIOJHATH TOJIBKO Ty paboOTy, KOTOpasi OTHOCUTCS K JIOJDKHOCTHBIM O0SI3aHHOCTSIM U TOpy4YeHa
HETIOCPEACTBEHHO PYKOBOIUTEINIEM, IPU CO3/IaHUH YCIOBHUN O€30MaCHOTO €€ BBITOJTHEHMS,
3HATh MOPSAOK AEUCTBUI MPU BOZHUKHOBEHUU TI0YKapa WM UHOM Ype3BbIUaiHON CUTYallUU U
IBaKyallu¥, CATHAJIBI OMOBELICHUS O MOXKape;

YMETb I0JIb30BAThCSI IEPBUYHBIMU CPEACTBAMHU M10KAPOTYIICHHUS,

3HATh MECTOPACIIOIOKEHHUE AlITEUKH U YMETh OKa3bIBaTh TIEPBYIO MOMOIIb TOCTPAIABIIEMY;
cobmonaTh [IpaBuia BHyTpeHHEro TPyIOBOIO pacnopsaka U Ycras 0011eo0pa3oBaTenbHOM
OpraHu3aIuy;

coOroAaTh JOHKHOCTHYIO MHCTPYKITHIO CeKpeTaps mKoJbl o [Ipodcranmapry;

COOJTIO/IATh YCTaHOBIICHHBIE PEKUMBI TPY/Ia M OT/BIXA, TPYAOBYIO TUCIHILIHHY;

coOroAaTh MHCTPYKIIMIO 10 OXPaHe TPy/Aa MpH paboTe ¢ MepcoHaTbHBIM KOMIBIOTEPOM;
cOOITIOTaTh MHCTPYKIIMIO IO OXPaHe TPy/ia MPH paboTe ¢ MPUHTEPOM;

coOroAaTh HHCTPYKIIMIO M0 OXPaHe Tpy/ia Ipu paboTe Ha KCEPOKCeE.

1.8. OnacHsle 1 (MJIK) BpeHBIE TPOU3BOJICTBEHHBIE (PAKTOPHI, KOTOPHIE MOT'YT BO3€MCTBOBAThH
B TIpoliecce paboThl Ha CeKpeTaps MIKOJIbI, OTCYTCTBYIOT.

1.9. Ilepeuenn npodeccHOHANBEHBIX PUCKOB U ONTACHOCTEH MPH PaboTe CeKpeTapeMm:
HapyLeHHe OCTPOTHI 3pEHHUS IIPU HEJOCTATOYHOM OCBEHIEHHOCTH PabOvYero MecTa;

3pUTENHFHOE YTOMIJICHHE TIPH JUTHTEIBHON padoTe ¢ JOKYMEHTaMH, Ha TIEPCOHAIBHOM
KoMIbloTepe (HOYTOYKE);

MOpaKeHUE AMEKTPHUECKUM TOKOM ITPH UCTIONB30BaHUH HEUCTIPABHBIX YJIEKTPHUECKUX PO3ETOK,
BBIKJIIOYATEIICH;

MOpaKeHUE AEKTPHUECKUM TOKOM ITPH UCTIONB30BaHUH HEUCIIPABHOTO MEPCOHATHLHOTO
KOMITbIOTepa (HOyTOyKa) M MHOW OPITEXHUKHU, IIPU OTCYTCTBUHU 3a3€MJICHUS / 3aHYJICHUS;
MOpakeHUE AMEKTPHUUECKUM TOKOM ITPH UCTIONB30BaHUH Kalernel MUTaHus ¢ TOBPEKICHHOM
U30JISIIHEH, HecepTU(DUIIMPOBAHHBIX U CAMOJICNIbHBIX yITHHUTENEH;

CHIDKEHHE 00IIeT0 MUMMYHHOTO COCTOSTHUSI OpTaHH3Ma BCIISICTBHE MPOAOKUTEEHOTO
BO3/ICUCTBUS Ha PAOOTHHUKA JIEKTPOMAarHUTHOTO U3JIY4YEHUS MPU paboTe ¢ OPITEXHUKOI;
CTAaTUYECKUE HArPY3KHU MTPU HE3HAYUTEIHHOM OOIIIEH MBITIICYHON JBUTATEIFHOM HarPy3Ke;
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BO3MOXHOCTb TOJIyYEHHsI TPABMBbI BCIIEICTBUE HEOCTOPOXKHOTO OOpAIIeHHS ¢ KaHIIEISIPCKUMU
IPUHAAJISKHOCTSAMHU WU NIPH UCIOJIB30BAHNUU MX HE MO MIPSIMOMY Ha3HAUCHHUIO;
AMOLIMOHAJIbHBIE NIEPETPY3KH;

XMMHUYECKHE BEIIECTBA, BXOAIINE B COCTAB KPACOK, IOPOLIKOB KOIMPOBAIbHO-MHOXHUTEIbHON
TEXHUKHU.

1.10. B cay4ae TpaBMUpPOBaHMS YBEIOMUTD JUPEKTOPA LIKOJIbI JTFOOBIM JOCTYIIHBIM CIIOCOOOM B
onmxaiiee Bpems. [Ipu HencripaBHOCTH NIEPCOHAIIBHOTO KOMIIBIOTEPA U MHON OPI'TEXHUKH,
MeOenH COOOLIUTh 3aMECTUTENIO TUPEKTOPA 110 aIMUHUCTPATUBHO-X03sICTBEHHOM YacTH U HE
MCIIOJIb30BAaTh /10 YCTPAHEHUS BCEX HEJIOCTATKOB U MOJIyUYEHUS PA3PELICHMUS.

1.11. B nenstx coOJroieHus IpaBWil IUYHON TMTMEHb] U DIIUIEMUOJOTHYECKUX HOPM CEKpPETaph
TOJDKEH:

OCTaBJISITh BEPXHIOIO OJIEKIY, 00YBb B IPEHA3HAYEHHBIX JIJIsl 3TOI0 MeCTax;

MBITh PYKH C MBLIOM, UCII0JI30BAaTh KOXKHBIE aHTHUCENITUKH 10CJIE COIPUKOCHOBEHUS C
3arps3HEHHBIMU NIPEIMETaMH, TIepel HauauoM paboThl, ITOCIIE TOCEIEHUs TyaleTa, epes
PUEMOM THIIH;

HE JIONycKaTh IpUeMa MUIIHM B IPUEMHOM, IPOBETPUBATH IOMEILICHHE;

cobmronare TpeboBanus CII 2.4.3648-20, CanlluH 1.2.3685-21.

1.12. 3anpermaeTcs BBIIOIHATh PadOTy, HAXOISACh B COCTOSIHUU AJIKOT'OJIBHOT'O ONbSIHEHUS JINO0
B COCTOSIHUH, BEI3BAHHOM TTOTPEOJICHHEM HAPKOTHUECKUX CPEJCTB, ICHXOTPOIHBIX,
TOKCHUYECKUX WU APYTUX OJyPMaHUBAIOIIMX BEILECTB, @ TAKXKE PAclUBaTh CIIUPTHBIE HAIIUTKH,
YIOTPEOISATh HAPKOTUIECKHE CPEICTBA, ICUXOTPOITHBIE, TOKCUYECKHE WU IPYTHE
0JlypMaHMBAIOLIME BEIIECTBA HA paboyeM MecTe WK B paboyee BpeMs.

1.13. Cexperapp, TOMYCTHBIINI HApYIIEHHE WIH HEBBIIOJHEHUE TPEOOBAHMIA HACTOSIIEH
UHCTPYKLIUHU, pACCMAaTPUBACTCS KaK HAPYIIUTENb IPOU3BOICTBEHHOMN TUCIMITIIMHBI U MOXKET
OBITH IPUBJICYEH K TUCIUIUIMHAPHON OTBETCTBEHHOCTH U IIPOXOXKIEHNIO BHEOUEPETHON
IPOBEPKU 3HAHUM TpeOOBaHUI OXpaHbl TPY/a, a B 3aBUCUMOCTHU OT MOCJIEJCTBUH - U K
YTOJIOBHOM; €CIM HapyIlIEHUE MOBJIEKJIO MaTepUaIbHBIN yiepO - K MaTepuanbHON
OTBETCTBEHHOCTH B YCTAHOBJIEHHOM IOpPSJKE.

2. TpeGoBanusi 0OXpaHbl TPy/Ja Nepea HAYAJIOM padoThI

2.1. Cekpetapb 0011€00pa3oBaTeIbHON OPraHU3aMK JOJKEH PUXOIUTh Ha paboOTy B UUCTOMH,
ONIPSATHOM OfEXKe, Iepesl HauajaoM paboThl BEIMBITE pykU. [IpuObITh Ha padoTty
3a0J1arOBpeMEHHO JJIs1 UCKJIIOUEHHS CIIEIIKH U, KaK CIJIeICTBUE, NaJIeHUS U NOJyYEHHUSs TPABMBI.
2.2. IlpoBepuTh OKHA Ha HAJIMUYKE TPEUIUH U HHOE HapyIIEHHE LEJI0CTHOCTH CTEKOJI,
LIEJIOCTHOCTh 3aMKOB Ha JIBepsiX, IKadax, ceide.

2.3. BusyaiibHO OIIEHUTH COCTOSIHHWE BBIKJIIOYATEICH, BKIFOUUTH ITOJHOCTHIO OCBEIICHUE B
IPUEMHOMN U YOEIUTHCS B HCOPABHOCTH DJIEKTPOOOOPYIOBAHHUS:

OCBETUTEIIbHBIE TPUOOPHI TOJIKHBI OBITH UCIIPABHBI M HAJIE)KHO MOJBEIICHBI K TIOTOJIKY, UMETh
LIEJIOCTHYIO CBETOPACCEUBAIOLYI0 KOHCTPYKIIMIO M HE COJIEPKATh CIIEI0B 3arps3HEHUN;
YPOBEHb UCKYCCTBEHHOMN OCBEIICHHOCTH B MPUEMHOM TOJKEH cocTaBisaTh 300 Jirokc;
KOMMYTallMOHHbIE KOPOOKH JTOJKHBI OBITh 3aKPBITHI KPBIIIKaMH, KOPITyca BBIKJIIOUaTeneil u
PO3ETOK HE JOJKHBI UMETh TPEILMH U CKOJIOB, a TAKXKE OrOJICHHBIX KOHTAKTOB.

2.4. Yoenutbcs B CBOOOJHOCTH BBIXO/1a M3 KaOuWHETa cekpeTraps (IPUEeMHOIl), TPOXO0JIOB.

2.5. Y1ocToBepUTHCS B HATMUMU NEPBUUHBIX CPEJCTB MOKAPOTYIIEHHSI, CPOKA UX MPUTOJHOCTU
Y JIOCTYITHOCTH.

2.6. Y10CTOBEpUTHCA B HAIMYUU alITEYKH NIEPBOM MOMOIIU ¥ KOMIUIEKTALlUN COAEPKUMOTO.
2.7. Yoenurbcsa B 0€30I1aCHOCTH CBOEro paboyero Mecra:

IPOBEPUTH MeOeNb Ha IPEeIMET €€ YCTOWYMBOCTH U UCIIPABHOCTH;

IPOBEPUTH IJIOTHOCTH MO/ABEICHUS Kabenel MUTaHus K CHCTEMHOMY OJIOKY XU MOHUTOPY,
OpPITEXHUKE, HE JIOMYCKATh MeperieTeHus kabeneil MUTaHus;

IPOBEPUTH NPABHIILHOE PACIIOI0KEHNE MOHUTOPA, CHCTEMHOTO OJI0Ka, KIIaBUATYPbI, MBIILIH;
yOeIuThCS B OTCYTCTBUU MTOCTOPOHHUX MPEAMETOB HA MOHUTOPE U CUCTEMHOM OJIOKE
KOMIIBIOTEPA, UHOW OPITEXHUKE;




yOeauThCsl B YCTOWYMBOCTH HAXOAALIMXCS B CTPYIIIMPOBAHHOM TOJ0XKEHUU pabounx
JIOKYMEHTOB, TAaIloK.

2.8. [IpoBecTr OCMOTP CAHUTAPHOTO COCTOSIHUS IPUEMHOI. ParmonanbHo opraHu3oBaTh CBOE
pabouee MeCTO, IPUBECTHU €ro B MopsAa0K. OcyIlecTBUTh MOATOTOBKY HEOOXOAUMOM
JOKYMEHTAIH K paboTe, yOpaTh MOCTOPOHHUE MPEAMETHI M BCE, YTO MOXKET MPETSTCTBOBATH
0e30MacHOMY BBITIOJTHEHHUIO pa0OThI U CO3JaTh JIOMIOIHUTEIbHYIO ONACHOCTb.

2.9. [IpoBepuTh HATMUKE B JOCTATOYHOM KOJHUYECTBE U UCIIPABHOCTH KAHLIEIAPCKUX
MPUHAJJICKHOCTEH, HEOOXOUMBIX /711 pabOThI CeKpeTapst LIKOJbI.

2.10. IIpousBecTy CKBO3HOE IPOBETPUBAHME [TOMEILLIEHUS, OTKPBIB OKHA U iBepu. OKHA B
OTKPBITOM MOJIOXKEHUU (PUKCUPOBATH KPIOUKAMHU WJIH OTPAaHUUYUTEISIMHU.

2.11. IIpoBecTH MpOBEPKY pabOTOCIIOCOOHOCTH MEPCOHATBHOTO KOMITbIOTEpa (HOYTOYKa),
YIIOCTOBEPUTHCS B IOJTHON MCIIPABHOCTH OPTTEXHUKH (IIPUHTEP, KCEPOKC U JIp.).

2.12. IIpu HEOOXOAUMOCTH MPOBECTH HEOOXOIUMYIO PETYIIMPOBKY MOHUTOPA, POTEPETH IKPaH
MOHMTOPA C IOMOIIbIO CIIEUATIBHBIX Ca(ETOK.

2.13. CocraBuTh IU1aH PabOTHI HAa ICHh U PABHOMEPHO PACIPEACTUTD BHIINOJIHEHIE HAMEUECHHON
paboThI ¢ 00s3aTeNbHBIMU IEPEPHIBAMU HA OTIBIX U MPUEM IHIIIH.

2.14. Tlpuctynate kK paboTe pa3peniaeTcs ocie BHITOJIHEHUS TOITOTOBUTEIBHBIX MEPONPUATHI
U YCTPAHEHHUS BCEX HEIOCTATKOB U HEUCIPABHOCTEM.

3. TpeGoBaHusi OXpaHbI TPy/Aa BO BpeMsi padoThI

3.1. Bo Bpems paboThI ceKpeTapro HEOOX0IMMO COOJTI0IaTh MOPSI0K B pabodyeM KaOuHeTe, He
3arpoMOXK/IaTh CBOE pabodee MECTO, BBIXO/IbI M3 IPUEMHON M MIOIXO/IbI K IEPBUYHBIM CPEICTBAM
MOKapoTyIIeHUs: OyMaroi, 10KyMeHTaMU, aKaMu U JIFOOBIMH JIPYTUMH TOCTOPOHHUMU
peaMeTaMH.

3.2. B npouiecce paboThl COOMIOAATH CAHUTAPHO-TUTHEHUYECKHUE HOPMBI U TIPABHIIA JTMYHOM
TUTHUECHBI.

3.3. He BBINOIHATH 1eHCTBUM, KOTOPHIE MOTEHIIMAIBLHO CIIOCOOHBI TPUBECTH K HECYACTHOMY
cirydaro (KauaHHe Ha CTyJe, pa3MaxrMBaHUe KaHLEIAPCKUMH MIPHHAICKHOCTSIMU U HHBIMU
peaAMETaMu ).

3.4. BeITh BHUMATEIBHBIM B pad0OTe, HE OTBJIEKATHCS IOCTOPOHHUMH JIeJIaMU B Pa3rOBOPaMH,
BBINOJIHATH TOJIBKO TY paboTy, KOTOpasi OTHOCUTCA K JOJPKHOCTHBIM O0SI3aHHOCTSIM U IIOpyYeHa
HETIOCPEACTBEHHO PYKOBOIUTEIIEM, TIPY CO3JIAaHUH YCIOBUI 0€30IIaCHOTO €€ BBHITOTHEHHUS.

3.5. Bo Bpemst paboThl ObITh BEXKIIUBBIM, BECTU Ce0s CIIOKOMHO U BbIIEp’KaHHO, U30erath
KOH(IMKTHBIX CUTYAIIHi{, KOTOPbIE MOTYT BBI3BaTh HEPBHO-3MOIIMOHAIFHOE HANIPSKEHUE U
OTpa3uTbcs Ha O€30MaCHOCTH TPYAA.

3.6. B nensix obecneyeHus HEOOXOAMMOM €CTECTBEHHOM OCBEIIEHHOCTH MPUEMHOM TUPEKTOPA
IIKOJIBbI HE CTABUTh Ha IMOJOKOHHUKH IIBETHI, HE pacroyiaraTh Nanku, JOKYMEHThI U HHbIE
TIPEIMETHI.

3.7. IlepcoHanbHbIi KOMIbIOTEP (HOYTOYK) U MHYIO OPTTEXHUKY UCIOIB30BATh TOJIBKO B
UCTIPAaBHOM COCTOSIHUM M B COOTBETCTBHH C MHCTPYKIIMEH 110 SKCITyaTalnuy 1 (MIIN)
TE€XHUYECKUM HacTIOPTOM.

3.8. BBINOIHATE MEPOIIPUATHS, TPEIOTBPAIIAIOIINE HEPABHOMEPHOCTD OCBEUICHHUS U TOSBICHNE
OJIMKOB Ha HKpaHE MOHHUTOPA. BBIKIII0YAaTh KOMITBIOTEP WIIM IEPEBOJIUTH B PEXKUM OXKHUIAHMS,
KOTJIa €r0 MCII0JIb30BaHNe MTPHOCTAHOBIICHO.

3.9. PerynupoBaTb MOHUTOP B COOTBETCTBHHU ¢ paboueil 030, Tak Kak pallMoHaibHas pabodas
103a crocoOCTBYET YMEHBIIIEHUIO YTOMIISIEMOCTH B poriecce paboTsl. KoHcTpykius pabouero
Kpeciia JOJDKHA TO3BOJISITh U3MEHSATh 03y C LIEIbI0 CHUKEHHS CTATUYECKOT0 HAIIPSKEHUS
MBIIII TIEWHO-TIIICYEBON OOJIACTH Y CTIIMHBI [T TPEAYIPEKICHUS Pa3BUTHS YTOMIICHUSI.

3.10. [Ipu M TENIEHOM OTCYTCTBHH Ha pabo4yeM MecTe OTKIII0YATh OT JIEKTPOCETH CPE/ICTBA
OPITEXHUKH U Ipyroe 000pyI0oBaHHE 32 UCKITIOUSHHEM 000PYI0BaHUSs, OTIPEICIEHHOTO JIJIs
KPYIJIOCYTOYHOM paboThI.



3.11. KnaBuatypy 1 MBIIIb €XKEeIHEBHO AC3MH(PUINPOBATH B COOTBETCTBUU C PEKOMEHIAIIUSIMH
IPOM3BOUTENS JINOO C UCIOIB30BAHUEM PACTBOPOB MJIM CATI(ETOK HA CIIUPTOBON OCHOBE,
conepkanux He meree 70% crupTa.

3.12. He ucnosnb3oBaTh B pab0T€ MOHUTOPBI HA OCHOBE 3JIEKTPOHHO-TY4YEBbIX TPYOOK.

3.13. Bo u3bexxanue TpaBMUPOBAHUS PYK IIPU MPOIINBKE JOKYMEHTOB HEOOXOMMO COOIIOAaTh
OCTOPO’KHOCTh MPH paboTe ¢ UTOJIKOM, IIUIOM, HOKHULIAMH.

3.14. IIpu HEAOCTaTOYHOW OCBEUICHHOCTH Pab0Yero MecTa sl IOTIOJTHUTEILHOTO €ro
OCBEIIECHHUS UCII0JIb30BaTh HACTOJIbHYIO JIAMITY.

3.15. He ucnonb30BaTh B MOMENICHUN IPUEMHOM JUPEKTOPA IIKOJIBI IEPEHOCHBIE
OTONMTENbHbIE IPUOOPHI C NH(PPAKPACHBIM U3JIyUYEHHEM, a TAKKE KUIIATWIBHUKY, IJIUTKU U He
CepTU(HUIMPOBAHHBIC YIJIMHUTEIH.

3.16. Ilpu nutenbHOM paboTe ¢ JOKYMEHTaMH, 32 KOMITBIOTEPOM (HOYTOYKOM) C LEJbIO
CHIDKEHHS YTOMIICHUS 3PUTEIIEHOTO aHAJIM3aTOpa, IPEAOTBPALICHUS PA3BUTHS
MO3HOTOHUYECKOr0 YTOMJIEHUS uepe3 yac paboThl fenaTh nepepsiB Ha 10-15 MuHyT, BO Bpems
KOTOPOTO CIIEIYET BBIMTOJIHATH KOMIUIEKC YIIPaKHEHUH [T T71a3, PU3KYIbTYPHBIE May36l.

3.17. [lnsa noaaepskaHus 310pOBOI0 MUKPOKIMMATa yepe3 Kax/iple 2 4 paboThl IPOBETPUBATH
NPUEMHYIO, TIPH 3TOM OKHa (PUKCHPOBATH B OTKPHITOM ITOJIOKEHUH KPIOYKAMH WITH
orpanuuuresnsMu. Ilocne npoaomKUTENbHOTO KCEPOKOIMPOBAHUS IPOBETPUTH IIOMELIECHHUE.
3.18. B ciyuae ecnu pa3zbuiiach CTOJI0Bast 1OCyJ1a, HE COOMPATh €€ OCKOJIKK pyKamH,
UCIIOJIb30BaTh BEHUK U COBOK.

3.19. IIpu MCcnoab30BAHUU OPTITEXHUKU M UHBIX YIEKTPONPHOOPOB CEKPETAPIO 3aMPEIIACTCS:
BKJIIOYATh B 3JIEKTPOCETh M OTKIIIOYATh OT HEE MePCOHAIbHBINA KOMITBIOTEP, IPUHTEP, KCEPOKC U
UHYIO OPTTEXHUKY H AJIEKTPONPUOOPHI MOKPHIMHU U BIQKHBIMU PyKaMH;

JIOITyCKATh MOMAAaHus BJIaru Ha MOBEPXHOCTH UCIOJIb3yEeMbIX 3JIEKTPOIIpHUOOpOB;
HapyIaTh MOCIIEI0BATEIHLHOCTD BKIIIOUYCHHS U BBIKIIOUECHUS, TEXHOJIOTUIECKUE TIPOIIECCHI;
JI0CTaBaTh 3aMATYI0 OyMary U3 NpUHTEpA U KCEPOKCa IMIPU BKIIOYEHHOM JIEKTPOIUTAHUY;

OTKPBIBATh M MIPOU3BOIUTH YUCTKY PUHTEPA MM KCEPOKCa MPU BKIFOYEHHOM DJIEKTPOTIUTAaHUH;
BBINOJIHATH pabOTy Ha KCEPOKCE MPU OTKPBITON BEpPXHEN KPBIIIKE;

BBITTOJTHATH BBIKITIOYEHUE PHIBKOM 32 ITHYP MMATAHHUS,
pasMelaTh Ha 3JIeKTponpudopax mpeamerTsl (Oymary, JOKyYMEHTBI, BEIIU U T.11.);

NepeIBUTaTh BKIIFOUSHHBIE B DJIEKTPUUYECKYIO CETh AIEKTPOIIPHOOPHI;
pa3buparh BKIIOUEHHBIE B 3JIEKTPOCETh IPUOOPHI;

MPUKACATHCS K OTOJICHHBIM HJIH ¢ TIOBPEXKICHHOM M30IIIIMell KaOensiM MUTaHus;
crubarp M 3aIIeMIIATh Kabeau MUTaHus;

OCTaBJIATH 0€3 MPUCMOTPA BKIIOUEHHBIE B AIIEKTPHUECKYIO CETh IIEKTPOIIPHOOPHI.

3.20. Cekperapro HEOOXOMMMO PUACPKUBATHLCS OPABIII IIEPEIBUKEHNUS B IOMELICHUSIX U HA
TEPPUTOPUH IIKOJIBI:

BO BpeMsI X01b0bI ObITh BHUMATEIbHBIM U KOHTPOJIMPOBATh U3MEHEHUE OKPYKatoIeil
00CTaHOBKU,

XOJUTh IO KOPUIOPAM U JIECCTHUYHBIM Maplliam, IpUIepKHUBasCh IPaBOil CTOPOHBI, OCTOPOKHO

U HE CIIela;

[pY NepeABMKEHUH O JIECTHUYHBIM MpoJieTaM COOII0IaTh OCTOPOKHOCTh M BHUMATEIIbHOCTB,
HE HaKJIOHATHCS 32 MepuJia, He MepeniaruBaTh U He MeperphIruBaTh Yepe3 CTYNEHbKH;
oOpamiaTh BHUMaHUE Ha HEPOBHOCTH U CKOJIb3KHE MECTa B MIOMEIIEHHUSIX U Ha TEPPUTOPHH
IKOJIBI, 0OXOUTh UX U OCTEPETAThCS MAJACHUS;

HE NMPOXOAUTH Oske 1,5 MeTpa OT cTeH 37aHus 0011e00pa30BaTeIbHOW OpraHU3aIIH.

3.21. CobnrogaTh BO BpeMs pabOThl HHCTPYKIIMIO 0 OXpaHe TpyJa JJIsl CeKpeTaps
PYKOBOJUTES IIKOJIbI, yCTAHOBJICHHBIN pesKuM pabodero BpeMeHH (Tpy/la) U BpeMEHH OT/bIXa,
pHu pabOTe C UCTIOTB30BAHNEM KOMIIBIOTEpPaA (HOYTOYKa) pYKOBOACTBOBAThCA «HCTpyKIHEH 110
OXpaHe TpyJa IpH padoTe Ha MEPCOHATLHOM KOMITBIOTEPE», IPU AEATEIBHOCTH C
UCTIOJIB30BaHUEM KCEPOKCa — «MHCTPYKITUEH MO0 OXpaHe Tpy/a Mpu paboTe Ha KOMUPOBAIEHO-
MHOXHTEIHHOM arapaTey.




4. TpeGoBaHusi OXpaHbI TPYJAa B ABAPDHHHBIX CUTYaANHMAX
4.1. He nomyckaetcs cekpeTapro o01ieo0pa3oBaTebHON OpraHu3aliy MPUCTyNaTh K padoTre
IpY TUIOXOM CaMOYYBCTBUH MJIM BHE3AITHOW OOJIE3HU.

4.2. IlepeueHb OCHOBHBIX BO3MOKHBIX aBAPUN U aBAPUIHBIX CUTYAIIAH, IPUYUHEI UX
BBI3BIBAIOIIHE:
10ap, BO3ropaHue, 3aAbIMICHHIE, IOPAKEHHUE IEKTPUUECKUM TOKOM, BCIIEACTBUE
HEUCIPAaBHOCTH IEPCOHAIBHOIO KOMIIBIOTEPA U MHOM OPITEXHUKH, ITHYPOB IMUTAHUS;
BO3HMKHOBEHHUE HEUCIIPABHOCTHU B OPITEXHHUKE;

IPOPBIB CUCTEMBI OTOIUICHUS, BOJOCHA0XKEHUS, KaHATTM3AIH U3-3a U3HOCA TPYO;
TEPPOPUCTUYECKUN aKT UM YTPpO3a €ro COBEPLICHHUS.

4.3. Cekperapb 00s13aH HEMEIJICHHO M3BECTUTh IMPEKTOPA IIKOJbIL:

0 11000 cuTyaluu, yrpoxkaroumei *)XU3H1 U 3J0POBbI0 00yUYarOIIKUXCsl U PAOOTHUKOB
0011e00pa3oBaTeIbHON OpraHU3aliy;

0 KaX/10M IIPOU30IIEIIIEM HECUaCTHOM CllyJae;

00 yXyJILIEHUH COCTOSIHUS CBOETO 3710POBbsI, B TOM YHUCIIE O MPOSIBICHUN IPU3HAKOB OCTPOIO
po¢eCCHOHAIBHOTO 3a00J1eBaHUs (OTPABJICHHS ).

4.4. ITpu BO3HUKHOBEHUH HEUCIIPABHOCTH B OPITEXHHUKE UM HHOM DJIEKTPOIprUOOpe
(MOCTOPOHHHUH IIyM, JABIM, HCKPEHHUE U 3alax rapu) HeoOX0AUMO MPEKPATUTh C HUM paboTy U
00€eCTOYNTh, COOOIUTH 3aMECTHTENIO TUPEKTOPA IO aIMUHICTPATUBHO-X03SIICTBEHHON YacTH U
UCIOJIb30BaTh TOJIBKO IIOCJIE BBIITOJHEHHSI PEMOHTA (TMIOJIy4€HUSI HOBOT'O) U MOJTyYSHHUS
paspelieHusl.

4.5. B cinydae nosiy4eHus: TpaBMbl CEKpeTaphb JOJDKEH MPEKPaTUTh padoTy, HO3BaTh Ha IOMOIIlb,
BOCIIOJIb30BaThCS allTEYKOM MEPBOI MOMOILY, TOCTABUTh B U3BECTHOCTD JUPEKTOPA LIKOJIBI (IIpU
OTCYTCTBUM MHOE JJOJDKHOCTHOE JIMLI0) U 0OpaTUTHCS B MEAUIMHCKUN MyHKT. [Ipu nomyyenun
TpaBMbl HHBIM COTPYIHUKOM MJIM 00Y4alOIMMCS 0Ka3aTh €My IIEPBYIO TOMOIb. BrI3BaTh
MEIUIUHCKOro paboTHUKA 00111e00pa3oBaTeIbHON OpraHU3aliy, Ipyu HEOOXOJUMOCTH, BbI3BATh
CKOPYIO MEAMIIMHCKYIO ITOMOIIb 110 HOMepy TeniedoHa 103 1 cooOmmTh 0 IPOUCIIIeCTBUN
JTUpeKTopy IKoibl. O0ecneynTs 10 Hayalla paccie0BaHUs COXPAHHOCTh OOCTaHOBKU HA MECTe
IIPOMCIIECTBHUS, @ €CJIM 3TO HEBO3MOKHO (CYILLIECTBYET yIrp03a XKU3HU U 37J0POBbIO
OKPY’KaIOIIMX) — PUKCUPOBaHUE 0OCTAHOBKH ITyTeM (OoTOrpadupOoOBaHUS I UHBIM METOAOM.
Oxkazarb coeiicTBHE IIPU MPOBEIEHUH PACCIEI0BAaHUS HECUACTHOTO CIyvasl.

4.6. B ciryyae BOZHUKHOBEHUS 3abIMJIEHUS WM BO3TOPaHMsI B IPUEMHOMN, CEKPETaph T0JIKEH

HEMEIJIEHHO MPEKPaTUTh padoTy, BBIBECTU AUPEKTOPA, UHBIX COTPYAHUKOB U ITOCETUTENEH U3
MOMEIIIEHUS — OTTAaCHOM 30HBI, BBI3BATh MOKAPHYIO 0XpaHy 1o Homepy Tenedona 101 (112),
OTIOBECTUTH TOJIOCOM O TMOXkape U BpyuHyto 3aaeiictBoBarh AIIC, cooOmUTH PYKOBOAUTEIIIO.
ITpu yciioBuM OTCYTCTBHSI YTPO3BI dKU3HU U 3JOPOBBIO JIFOIEH IPUHATH MEPHI K JTMKBUIALINH
1o’kapa B Ha4aJIbHOM CTaJuu C MOMOIIBIO IEPBUYHBIX CPEJCTB MoXkapoTymeHus. [Ipu
MCII0JIb30BaHUU TIOPOIIKOBOIO OTHETYIINUTENS HE HAIIPABIIATH B CTOPOHY JIFOJEH CTPYIO
MOPOIIIKA.

4.7. Ilpu aBapuu (IpopbIBE) B CUCTEME OTOIJICHUS, BOJOCHAOKEHHSI U KaHAJIM3AIlUH B TPUEMHON

HE00XO0MMO ONEPAaTUBHO COOOUIUTH O MPOUCIIEIIEM 3aMECTUTEINIO TUPEKTOPA 110
a/IMUHUCTPATUBHO-XO035IIICTBEHHON YacTH (3aBXO03Y).

4.8. B cinydae yrpo3bl WM BO3HUKHOBEHHUS O04Yara OMacHOI0 BO3JEHCTBUS TEXHOTEHHOTO
XapakTepa, yrpo3bl WM MPUBEIEHUS B UCIIOJHEHNE TEPPOPUCTHUECKOTO aKTa CIEAYET
pyKoBOACTBOBaThCS [1maHOM 3Bakyanuu, HHCTPYKIIUEHN O MOPSAKE ACHCTBUI B CIydae yrpo3bl U
BO3HUKHOBeHNHN YC TEppOpUCTUUECKOTO XapaKTepa.

5. TpeGoBanusi oOXpaHbl TPY/Aa MOCJIe 3aBepPILICHUs PadOThI
5.1. Ilo okoH4YaHuU pabOTHI CEKpeTapio 0011e00pa30BaTENILHON OpraHn3alui He0O0XOAUMO
BBIKJIIOUHUTDH BCE AIEKTPONPUOOPHI U 00ECTOUYUTH UX OTKIIFOUEHUEM M3 DJIEKTPOCETH.

5.2. BHuMarenabHO OCMOTpPETh pabodee MECTO U MOMEIIEHUE IPUEMHOI, IPUBECTH €ro B
NopsAI0K. YOpatTh ¢ paboyero croia JOKyMEHTalUI0, TAalKW, KaHIEISIPCKUE TPUHAIEKHOCTH,
HOCUTENU UH(OpMAIMK B OTBEJICHHbIE JUIs XpaHEHHUs MecCTa.




5.3. Y06pars pabodee MECTO OT UCIIOJIL30BAHHOM Oymaru.

5.4. Y 10CTOBEPUTHCS, UTO MOMEIIICHUE TPUEMHON PYKOBOJIUTEIISI IPUBEIICHO B
MO’Kapo0e30MacHOe COCTOSIHHE, OTHETYIITUTENIN HAXOASATCS B YCTAaHOBIICHHBIX MecTax. [Ipu
OKOHYAHUU CPOKA DKCIUTyaTallud OTHETYIIUTEINS [epeiaTh €ro JIMIY, OTBETCTBEHHOMY 3a
MOKapHYIO0 0€30MaCHOCTh B IIKOJIE, JUTSI MOCIEYIOIIeH Tiepe3apsaaki. Y CTAHOBUTh HOBBIN
OTHETYLIUTEIb.

5.5. [IpoBeTpuTh MOMEIICHHE MPUEMHON JUPEKTOPa 00IIe00pa30BaTEIHLHON OpraHH3aIIH.

5.6. I[IpokoHTpOIMPOBATH MPOBEACHHUE BIAXKHON YOOPKH, a TaK)Ke BEHIHOC Mycopa U3
IIOMCHIICHUA.

5.7. 3akpbITh OKHA U HIKA(bI, BEIMBITH PYKH C MBLIOM, IIEPEKPHITH BOJLY U BBHIKIIOYUTH CBET.
5.8. CooO1uTh HEMOCPEICTBEHHOMY PYKOBOJIUTEIIO O HEAOCTATKaX, BIUSIOIMINX Ha
0e30MacHOCTh TPy/a U MOKapHYyI0 0€3011acCHOCTh, 00HAPYKEHHBIX BO BpEMSs TPYAOBOil
JIeATEIbHOCTH.

5.9. CooluuTh crienuaIicTy Mo OXpaHe Tpyda 0 HejpocTaTkax (IIpy HAIMYUKU) B 00eCIIeYeHUH
0e30macHbIX YCJIOBUM Tpyia Ha paboueM MecTe, OXpaHbl 3J0POBBAL.
5.10. Ilpu OTCYTCTBUHM HETOCTATKOB 3aKPHITh MOMEIICHHE TPUEMHON Ha KIIOY.
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