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HNucrpyknus no oxpane tpyaaNel(
AJIfl CeKPeTaAPsS PYKOBOAHTEIA

1. O6mue TpeGoBaHUsI OXpPaHbI TPYJa

1.1. JlauHasi uncmpyxyus no oxpawe mpyoa Oasi cekpemapsi YCTaHaBIMBacT TpeOoBaHuUs
OXpaHbl TPyZa Mepell HAauyajJoM, BO BPeMsl U 10 OKOHYaHWHM PabOThl COTPYAHHUKA, BBIOIHIIOLIErO
00513aHHOCTH CeKpeTapsi PyKOBOAWTEJNS B LIKOJE, ONpenenseT 0e30MacHbie METO/bl U MPHEMBI
BBIMOJIHEHUST paboT Ha pabodeM MmecTe, a TakKe TpeOOBaHUS OXpaHbl TPyZa B BO3MOXKHBIX
aBapUIHBIX CUTYaLUIX.

1.2. UucTpyKims Mo OXpaHe TpyJa COCTaBleHa B LENIX obecnedyeHus 6€30MacHOCTH TpyAa U
COXPAHEHHUS JKM3HU M 3[0POBbsl CEKpeTapsi IIKOJNbI MPU BBIMOJHEHHM WM CBOMX TPYAOBBIX
obsi3anHOCTEH U PyHKIMI B 0011€00pa30BaTEIbHOM OpraHU3aLyy.

1.3. K BbimonHeHUI0 00s3aHHOCTEH cekperaps B 00meo0pa3oBaTenbHON OpraHu3aliu
JOMYCKAKOTCA JINLA;

e umeloIMe  oOpa3oBaHME, COOTBETCTBYIOLIME  TpefoBaHMAM K  KBaluuKaluu
(mpodcranmapra) o cBOeH T0DKHOCTH,

* COOTBETCTBYIOIIME TPEOOBAHUAM, KaCAIOUIUMCS TMPOXOXICHHS IPEABAPUTEILHOTO (MpH
MOCTYIUICHUH Ha paboTy) M MEpUOAMYECKHUX MEIULMHCKAX OCMOTPOB, BHEOYEPEIHBIX
MEINLMHCKHX OCMOTPOB IO HAmpaBjeHHIO paboTonartens, MpOpEeCCHOHATbHOH T'MrUeHHYECKOM
MOJATOTOBKH ¥ aTTECTaLMy (IpH npueme Ha paboty u manee He pexe | pasa B 2 rona), BakIMHALWH,
HATMYUS JIAYHOW MENMIMHCKOM KHIDKKM C pe3yJbTaTaMM MEIMUMHCKUX 00cCiefoBaHui U
nabopaToOpHBIX MCCNCAOBaHUM, CBEACHUAMH O TPUBMBKAX, NEPEHECEHHBIX WHQ)EKLIMOHHBIX
3a0oneBaHKAX, O TPOXOXKACHUH NMPOGECCHOHATBHOW TMTMEHNYECKOH MOATOTOBKH U ATTECTALMU C
JIOMYCKOM K pabore.

1.4. Cexperapp mpu rnpueMe Ha paboTy MPOXOAMT B YCTAHOBJIECHHOM TMOPSJIKE BBOAHbIN
MHCTPYKTaX, IMEPBUYHBIH WHCTPYKTaX Ha pabodyeM MecTe 0 Hayaja CaMOCTOSTENbHOH padoThi
(ecm ero mpodeccusi M JODKHOCTH HE BXOIWT B YTBEP)KICHHbIM aupexTopoMm I[lepedeHs
OCBOOOXKAECHHBIX OT TNPOXOXKAEHHMS MHCTPyKTaka mnpodeccuii W IO0DKHOCTEH), TMOBTOPHBIE
MHCTPYKTAXKH HE PEXKE OTHOTO pa3a B IIECTh MECSILICB, a TAKXKE BHEIUIAHOBBIE U LICJIEBBIE B CTyYasX,
ycTaHoBieHHBIX [Topsiakom o0yueHus mo OXpaHe TpyJa W MPOBEPKH 3HAHUS TPEeOOBAaHHM OXPaHbI
Tpyna.

1.5. Cexperaps 10/DKEH NMPOHTH 00y4YeHHE O OXpaHe TPyZAa M MPOBEPKY 3HaHUs TpeOoBaHMiA
OoXpaHbl TpyAa, oOydeHHEe MeETOAaM M NpHEMaM OKa3aHUsi TEPBOH MOMOLIM NOCTPAJaBLINM,
TpaBHJIaM MOXKAPHOH 0€30MaCHOCTH U 3NEKTPOOE30MACHOCTH, a4 TAKIKE MPOBEPKY 3HAHMI MMPaBUIT B
obbeMe NODKHOCTHBIX 00sA3aHHOCTEH ¢ NpUcBOCHHMEM | KBaM(UKAIMOHHONM TpyMIibl A0MYyCKa MO
anekTpobesonacHocTd. Heobxomumo mnpoiTtH 00yyeHue Oe3omacHbiM Crioco0aM BBINOTHEHUS
paboTsl ¢ 0PUCHBIM 000PYIOBAHHEM, H3YUUTh HHCTPYKLIMH 110 €r0 IKCTUTyaTaluu.

1.6. Cexperapb B uemsix co0oaeHus TpedoBaHuii oXpaHsl Tpyaa 00s3aH:

e coOmonats TpeOOBaHUS OXpaHbl TPyJAa, MOXKAPHOW W 3NEKTPOOE30MacHOCTH IpH
BBITIOJIHEHUH PaboT;

 cobmonats TpeOoBaHNSs MPOM3BOACTBEHHON CAHUTAPHHU, IPAaBHJIA JTUYHON MMIUEHBI,



e 3HaTh TpaBWIA JKCIUTyaTalmyl M TpeOoBaHus OezomacHocTH npu pabore ¢ OPHCHBIM
obopynoBaHueM;

* 3HaTh CrIOCOOBI palHOHABHOW OpraHu3aly padbodero mecra;

e UMETh YETKOE MpPEACTaBlIeHHE 00 OMacHbIX M BpeAHbIX (pakTOpax, CBA3aHHBIX C
BBINOIHEHUEM paboT Ha OQHUCHOMN TEXHUKE, 3HATH OCHOBHBIE CNIOCOOBI 3aIMTHI OT UX BO3ACHCTBUS,

* 3300TUTbCA O JIMYHOM O€30MacHOCTH W JIMYHOM 370pPOBBE, a TAaKke O 0E30MacHOCTH
OKPY)KAaIOIMX B TPOLECCE BBIMOJHEHHS padoT JUOO0 BO BpeMs HAXOXKICHHS Ha TEPPUTOPHUH
obureobpa3oBaTebHOM OpraHU3aIIH,

¢ M0JIB30BATLCS ANEKTPONPUOOPAMHU COMIACHO MHCTPYKIIMAM I10 IKCIUTyaTalllH,

* BBINOJIHATE TOJBKO Ty paboTy, KOTOpas OTHOCHTCA K JO/DKHOCTHBIM OO0S3aHHOCTAM H
MOpy4YeHa HEMOCPEACTBEHHO pPYKOBOJMTENEM, TPU CO3JaHMW ycioBui Oe3omacHOro ee
BBIMTOJTHEHHUS;

e 3HATh MOPSIOK NCHCTBUI NPU BOZHUKHOBEHHUH M0OXAapa WM UHOW YPE3BbIYaWHON CUTYaLIMH
¥ 9BAKyalL{y, CUTHAJIBI OTOBEIICHHUS O MOXKapE,

* YMETb 110JIb30BaThCs MEPBUYHBIMI CPEACTBAMH MOXKAPOTYLICHHS;

* 3HAaTh MECTOPACNOJIOKEHHE aNTEYK! U YMETh OKa3bIBaTh MEPBYIO NOMOIIL NOCTPaaBLIEMY,

« cobmopats [IpaBuna BHYTPEHHETO TPYAOBOTO pacropsaaka U YcraB o0uieodpa3oBaTesibHO#M
OpraHu3aluy,

* co0MIONaTh NOHKHOCTHYIO HHCTPYKIIHIO CeKpeTaps mKkob no [Ipodceranmapry,

e cOOTIONATh YCTAHOBJICHHBIE PEXKUMBI TPY/1a ¥ OTABIXA, TPYAOBYIO JHCLMATLTHHY,

e cOOIOIATh HHCTPYKLIHIO 110 OXpaHe TpyZa NpH paboTe ¢ NEPCOHATBHBIM KOMITBIOTEPOM;

e coOII0aTh HHCTPYKLHIO 110 OXpaHe Tpyda MpH paboTe ¢ NpHHTEPOM;

e cOOIIOIaTE HHCTPYKLIMIO 110 OXPaHe TpyZAa npu paboTe Ha KCepOoKCe.

1.7. OnacuHsie W (WaM) BpeaHbIE TPOU3BOACTBEHHBIE (PAKTOPBI, KOTOpbIE MOTYT
BO3/IEHCTBOBATH B MpoLiecce paboThl Ha CEKpeTaps MIKOJbI, OTCYTCTBYIOT.

1.8. [Tepedens npodeccnoHanbHBIX PUCKOB U OTIACHOCTEH NpH paboTe ceKkpeTapem:

¢ HapYLIEHHE OCTPOThI 3PEHHS MPH HEAOCTATOYHOM OCBELIEHHOCTH paboyero Mecra;

* 3pUTENBHOE YTOMJICHME TPH JMTEIbHOW pabore ¢ JOKYyMEHTaMM, Ha TNEPCOHATBHOM
KOMIIbIOTEPE (HOYTOYKE);

e IOPAKECHHE JNEKTPUYECKMM TOKOM TIPH MCHONb30BAHMHM HEWCTIPABHBIX INIEKTPHYECKHX
PO3ETOK, BBIKIHYATENCH,

¢ MIOPAKEHUE IJIEKTPUYECKAM TOKOM TPH HCTIONb30BAHMH HEUCIIPABHOTO MEPCOHAIBHOTO
KOMIIbloTepa (HOYyTOYKa) M HHO#M OPIrTEXHUKH, IIPH OTCYTCTBUM 3a3€MJICHUS / 3aHYJICHUS,

e IOPKEHUE EKTPUYECKHM TOKOM TIPH HCTIONb30BaHUHU Kabeeil nuTanus ¢ NOBPEeXACHHON
H30JIALMEH, HecepTU(HLIPOBAHHBIX M CAMOJIETBHBIX YTHHUTENEH;

e CHIDKEHHE OOLIEro WMMYHHOTO COCTOSHHSI OpPraHM3Ma BCJEICTBME IPOAO/DKMTEILHOIO
BO3/1eHCTBUA Ha pabOTHUKA HJIEKTPOMArHUTHOTO U3JIy4YEHHUS NIPH paboTe ¢ OPrTeXHUKOM;

e CTATHYECKHE HArpy3Ku NMPHU HE3HAYMTEIILHOH O0LIEH MBILICYHOH JBUraTEIbHONH HAarpy3Ke,

* BOBMOXKHOCTb ~ TOJIYY€HWS TPaBMbl  BCIIGACTBHE HEOCTOPOXKHOrO — obpaumeHus ¢
KaHLENSAPCKUMH MTPUHAJIEHKHOCTSIMH WK IIPH UCTIOIBb30BAHWH MX HE IO MPAMOMY Ha3HAUYCHHUIO,

 SMOLIHOHAJILHBIE MEPErPy3KH;

e XMMUYECKME BEINECTBA, BXOAAIIME B COCTAB KpacOK, IIOPOLIKOB KONMPOBAJILHO-
MHOXXHTE/IbHOM TEXHUKH.

1.9. B ciiyyae TpaBMHPOBAaHHS YBEIOMHTH JHPEKTOPA IIKOJbBI JIFOOBIM JOCTYITHBIM CIIOCOOOM
B Omwkaiiimee Bpems. [Ipy HEMCNPaBHOCTH MEPCOHANBHOIO KOMIBIOTEPAa W WHOH OPrTE€XHMKH,
mebenu COoOOIIUTh 3aMECTHTENI0 AMPEKTOpa MO aAMUHHUCTPATHBHO-XO3SWHCTBEHHONW 4acTH WU HE
UCIIOJTh30BATh 10 YCTPAHEHHS BCEX HEIOCTATKOB U MOJYUSHUS pa3pereHus.

1.10. B umensx cobGmoneHus MpaBWyl JUYHOH TUIMEHBI W OINHMIAEMHUOIOTHYECKHX HOPM
CEKpeTaph J0DKEH:

e OCTaBJIATH BEPXHIOKO OJIEXK /Y, 00YBb B IPEIHA3HAYCHHBIX ISl TOrO MECTaX;

e MBITh PYKH C MbUIOM, MCIOJIb30BaTh KOKHBIC aHTHUCENTHKH TIOCIEC CONPUKOCHOBEHUS C
3arps3HEHHBIMH MPEAMETAMHU, NEpe] HadanoM paboThl, MOCIIE NOCEIIEHNS TyaleTa, Hepesi IPUEMOM
TTHLITH;

e HE JIOMYCKaTh MPUEMA TTUILH B IPUEMHOMN, MPOBETPUBATH IOMELICHHE,

o cobmonats Tpebosanus CIT2.4.3648-20, CanlluH 1.2.3685-21.



1.11. 3anpemaercs BHINONHATH PabOTy, HAXOASCH B COCTOSHUH AJIKOTOJILHOTO OIMbSHEHHS
mub0 B COCTOSHWM, BBI3BAHHOM TMOTPEOJICHHMEM HAPKOTHYECKUX CPEICTB, ICUXOTPOIHBIX,
TOKCHYECKMX MIIM APYrHX ONYPMAHMBAIOUIAX BEMIECTB, a TAKKE PACMBATH CIHUPTHHIC HATUTKH,
ynoTpebsisiTe  HAPKOTHYECKWE  CPEACTBA, IICHUXOTPOMHBIC, TOKCHYECKHE WIH  ApPYTrue
OlypMaHHMBalOIIME  BemiectBa Ha  paboyem mecte waM B pabouee  Bpewms.
1.12. Cekperaps, NOMyCTHBHIWE HapyUIEHUE WA HEBBINOJIHEHUE TpeOoBaHUl HacTosIIEH
UHCTPYKLIMHU, PACCMATPHBAETCS KaK HAPYLIUTEMb MPOU3BOACTBEHHON MUCILIMIUIUHBI B MOXET ObITh
NPUBICYEH K IUCLUMIUIMHAPHOW OTBETCTBEHHOCTH M TPOXOXKACHHIO BHEOUEPEIHOH NPOBEPKU
3HaHMi TpeOOBaHMil OXpaHbl TPyJAa, a B 3aBHCHMOCTH OT MOCJEACTBUI - U K YrOJIOBHOW; €ClH
HAapyLIEHWE [OBJEKIO MaTepuaibHbli ymepd - K MaTepuanbHONH OTBETCTBEHHOCTH B
YCTaHOBJICHHOM TIOPSIIKE.

2. TpeGoBanusi oxpaHbl TPY/a nepea HA4aJa0M paboThbI

2.1. Cexperapp 00meo0pa3oBaTebHON OpPraHU3allii NODKEH MPUXOAUTh Ha paboty B
YUCTOM, ONpPATHOW OAeXAe, nepel HavajioM paboThl BbIMBITH pykH. [Ipubbite Ha paboty
3ab1aroBpEMEHHO ISl UCKITFOUSHUS CIEIIKY U, KaK CICCTBUE, TaJCHNUs U MOJIyYCHHS TPaBMBbIL.

2.2. IlpoBepuTh OKHA Ha HAJIWYME TPEUMH W WHOE HAPYLICHHWE LEIOCTHOCTH CTEKOII,
LIEJIOCTHOCTh 3aMKOB Ha JIBEpsX, mkadax, ceiide.

2.3. BusyanbHO OLIEHWTH COCTOSIHHE BBIKJIFOYATENCH, BKIIOYMTH TOJHOCTHI) OCBEIIEHHE B
MPHEMHOM ¥ YOEUTHCS B HCTIPABHOCTH JIEKTPOOOOPYIOBAHUS

* OCBETHTEJIbHBIC TPHOOPBI HOJDKHBI ObITh MUCIIPABHBI M HAAEKHO TMOJBEMICHBI K MOTOJKY,
MMETD LIEJIOCTHYIO CBETOPACCEUBAIOLIYI0 KOHCTPYKIIUIO U HE COIEPIKaTh CJICI0B 3arPsA3HEHHH;

* YPOBEHb HCKYCCTBEHHOM OCBELIEHHOCTH B PUEMHOI 10/DKeH cocTaBisiTh 300 mokc;

¢ KOMMYTAIIHOHHBIE KOPOOKH JODKHBI ObITh 3aKPBITHI KPBILIKAMHU, KOPITYCa BbIK/IKOYATENCH U
PO3ETOK HE JAO/DKHBI UMETh TPELIMH U CKOJIOB, a TAKKE ONOJICHHBIX KOHTAKTOB.

2.4. Yoenutbes B CBOOOAHOCTH BbIXOA U3 KabnHeTa cekpeTaps (PUEMHOM ), MPOXO/I0B.

2.5. YaocToBepuThCs B HAJIMYMM TEPBHYHBIX CPEACTB TMOXKAPOTYLIEHHsS, CpOKa MX
MPUTOAHOCTH U AOCTYITHOCTH.

2.6. Y10CTOBEPUTHLCS B HAIMYHMHM AlITEYKH NIEPBOH MOMOIIM U KOMIUIEKTALMU COAEP)KUMOTO.

2.7. Yoenutbcs B 6€30macHOCTH CBOETo paboyero mecra:

* [IPOBEPUTH MEOEIH HA MPEIMET €€ YCTOWYMBOCTU U HCTIIPABHOCTH,

e IPOBEPUTH TIOTHOCTh MOABEACHUS KaOeneld MUTaHUs K CUCTEMHOMY OJIOKY U MOHHUTODY,
OPrTEXHUKE, HE 0MYCKaTh NEPEIUICTEHUS Kabenel nuTaHus;

e IPOBEPUTH NPABHILHOE PACIONIOKEHHE MOHUTOPA, CUCTEMHOr0 010Ka, KIaBHATYPbl, MBIIIIH,

o yOSIUTBCH B OTCYTCTBHM TMOCTOPOHHHMX IPEAMETOB HA MOHHUTOPE U CHCTEMHOM OnoKe
KOMIIbIOTEPA, HHOW OPIrTEXHUKE;

e yOEenuThCs B YCTOMYMBOCTM HAXOISIIMXCS B CrPYNNMPOBAHHOM IIOJIOXKEHUM pabovMX
JOKYMEHTOB, MAaroK.

2.8. IlpoBecTr OCMOTpP CAHWTAPHOTO COCTOSHUS TPUEMHOMN. PallnoHaibHO OPraHM30BaTh CBOE
pabouee MeCTO, MPUBECTH €ro B MOPAOK. OCyLIECTBUTH NMOATOTOBKY HEOOXOIMMOM TOKYMEHTALAH
K pabore, yOpaTh MOCTOPOHHHE MPEAMETHI W BCE, YTO MOXET MPENsSTCTBOBATH OE30MaCHOMY
BBITIOJIHEHHIO PabOThI ¥ CO31aTh JOMOJIHUTEIbHYIO OTIACHOCTb.

2.9. IlpoBepuTh HaIM4YME B JOCTATOYHOM KOJIMYECTBE M MCIPABHOCTh KaHLIEISIPCKUX
MIPUHAUIEKHOCTEH, HEOOXOMMMBIX JUIs pabOThI CEKPETAPs IIKOJBL.

2.10. TIpousBecTH CKBO3HOE MPOBETPUBAHWE MOMEIICHUS, OTKPbIB OKHA M aBepu. OkHa B
OTKPBITOM NOJOKEHUH (PUKCHPOBATH KPIOUKAMH WIH OTPAaHUIUTENSAMH.

2.11. Ilposect mpoBepky paboTOCHOCOOHOCTH TIEPCOHANBHOIO KOMMbIOTEpa (HOYTOYKa),
YAOCTOBEPUTHCS B MOJIHOW UCIIPABHOCTH OPrTEXHUKHU (MMPUHTEP, KCEPOKC U IP. ).

2.12. Tlpu HEOOXOAMMOCTU IMPOBECTH HEOOXOAMMYIO PETYIMPOBKY MOHHMTOpPA, MPOTEPEThH
9KpaH MOHHUTOPA C MOMOLIBIO CTIEHHAIBHBIX Cal(PEeTOK.

2.13. CocraButh miaH pabOThI Ha J€Hb M PAaBHOMEPHO pACHpPEICIUTh BBIMOJHEHHE
HAMEYEHHOH paboTh! ¢ 0043aTEIbHBIMU NEPEPHIBAMU HA OT/bIX H NPHEM ITHLIH.

2.14. Tlpuctymate k paboTe pa3peuraeTcsi I0CI€ BBINIOJIHEHUS TOANOTOBUTENBHBIX
MEPONPUATUI U YCTPAHEHUS BCEX HEAOCTATKOB U HEUCITPABHOCTEH.



3. TpeGoBanusi oxpaHbl TPyJa BO Bpemsi paGoThi

3.1. Bo Bpems paboThI CEKpeTapio HeoOXOMMMO COOMIAATh MOPAIOK B pabouem kabuHeTe, He
3arpoMOX/1aTh CBOE pabodee MeCTO, BBIXOIbI U3 MPHEMHON M MOAXOAbI K MEPBUYHBIM CPEICTBAM
NOKapoTylleHuss Oymaroi, AOKYMEHTamMM, MankaMd U JOOBIMH JIpyTHMH  TTOCTOPOHHHUMH
NpeAMETaMHU,

3.2. B npouecce paboTsl cobM0naTh CAHUTAPHO-TUTHEHWYECKUE HOPMbI M MPAaBWIA JIMYHOM
TUTHEHB.

3.3. He BBIMOMHATH JACHCTBUI, KOTOPBIE MOTCHIHAIBHO CIIOCOOHBI MPUBECTH K HECYACTHOMY
cilyyar0 (KauaHME€ Ha CTyjle, pa3MaxuBaHHUE KAHLENSPCKUMM TPUHAUIEKHOCTAMHA W HWHBIMHU
npeaMeTamMu ). '

3.4. beITh BHUMATENILHBIM B pa0oTe, HE OTBJIEKATHCA MOCTOPOHHUMH JEJIAMU M Pa3rOBOPAMH,
BBITIOJIHATL TOJNBKO Ty PaboTy, KOTOpask OTHOCUTCS K JOJDKHOCTHBIM O0S3aHHOCTAM W MOpYy4YeHa
HEMOCPENCTBEHHO PYKOBOAMTENEM, TIPH CO3JaHUU YCIIOBUIT H€30MaCHOT0 €€ BBINOIHEHHUS.

3.5. Bo Bpems paboTbl ObITh BEXIMBBIM, BECTU ceOsi CIIOKOMHO W BbIACP)KAHHO, M30eraTh
KOH(IMKTHBIX CUTyaluH, KOTOpPbIE MOTYT BbI3BaTh HEPBHO-OMOLMOHAIBHOE HANPHKEHHE U
OTPa3UTHCS Ha OE30TIACHOCTH TPYAA.

3.6. B uenax obecrieyeHHs HEOOXOAMMON E€CTECTBEHHON OCBELICHHOCTH TPHEMHOM
JHUPEKTOpa IIKOJIbI HE CTaBUTh HA MMOJOKOHHWKH LIBETHI, HE pacrojaraTth Manku, JOKYMEHTb U
WHBIE TPEAMETBHL.

3.7. IlepcoHanbHbI#i KOMNBIOTEP (HOYTOYK) M WHYKO OPrTEXHHMKY HCMOJIB30BaTh TOJBKO B
MCNPABHOM COCTOSIHMM M B COOTBETCTBUM C MHCTPYKIMEH MO 3KCIUTyaTaluuy MU (WIH) TEXHUYECKUM
NacropToM.

3.8. DBbINONHATE MEPONPUATHS, NPEIOTBPAINAIONINE HEPABHOMEPHOCTh OCBELICHHUS M
nosiB/icHHe ONHMKOB Ha JKpaHe MOHWUTOpA. BhIKIIOYAaTH KOMIBIOTEP WM NEPEBOAUTH B PEKHUM
OKHMJIaHUs, KOT/Ia €r0 UCTOJIb30BAHUE NTPUOCTAHOBIIEHO.

3.9. PerynupoBath MOHHUTOP B COOTBETCTBHH C paboueil 1o30ii, TaKk Kak palMOHaIbHas
paboyas mo3za cnocoOCTBYEeT YMEHBIUEHHIO YTOMJISIEMOCTH B mpouecce paborts. KoHcTpykipms
pabodero kpecna IODKHA TO3BONSATH M3MEHATh MMO3y C IENBI0 CHHXKEHHS CTATHYECKOro
HANPSHKEHUST MBI [IEHHO-TIeYeBO 00/1aCTH W CIMHBI JUISE TNIPEOYTPEXACHUS Pa3BUTUA
YTOMJICHHUS.

3.10. Tlpu nMTeNnsHOM OTCYTCTBMH Ha pabodYeM MECTe OTKIOHATh OT IEKTPOCETH CPE/ICTBA
OPIrTEXHHKH W Jpyroe o0OpyloBaHHE 3a HMCKIIOYEHHEM O00OpYNOBaHMS, OMNPENCNCHHOTO IS
KPYTJ1I0CYTOUYHOMH paboThi.

3.11. KnaBuatypy # Mbilllb €XKEIHEBHO JE3MHQMIMPOBaTh B COOTBETCTBUH C
PEKOMEHIALMAMU TPOU3BOAMTENS JHMOO C WCMNONB30BAHUEM PpAcTBOPOB WM can(eTok Ha
CMMPTOBOM OCHOBE, conepkaumx He meHee 70% cnmpra.

3.12. He ucrionb30Bath B paboTe MOHUTOPBI HA OCHOBE 3JIEKTPOHHO-Ty4EBbIX TPYOOK.

3.13. Bo wusbexaHue TpPaBMHPOBAHMS PYK MpPU TPOLIMBKE JOKYMEHTOB HE0OX0AMMO
co0II0NaTh OCTOPOXKHOCTH MPU PabOTE C UTOJIKOM, INHIOM, HOXKHHLIAMH.

3.14. Ilpu HenoCTaTOYHOM OCBEIIEHHOCTH pabouyero mecta s NOMOJHUTEIBHOTO €ro
OCBELIEHHS UCIOJIb30BATh HACTOJIBHYIO JIAMITY.

3.15. He wcnonb3oBaTh B TOMEIICHWM NPUEMHOM JAMPEKTOpPa ILIKOJbI IEPEHOCHBIC
OTONHMTENbHBIE MPUOOPBI C WHGPAKPACHBIM HIITYYEHHEM, A TAKKE KHNATWIBHUKH, IUIMTKH U HE
CcepTUOHLIPOBAHHBIE VIUTHHUTENH.

3.16. Tlpu nuTenbHOM paboTe ¢ NOKYMEHTaMH, 33 KOMITBIOTEPOM (HOYTOYKOM) C LIEJbIO
CHIDKEHHSI YTOMJICHHS 3PUTENIBHOIO aHAIM3aTOpa, MPEAOTBPALICHHS Pa3BUTHS MO3HOTOHHYECKOTO
yTOMJIEHHsS 4Yepe3 4ac paboTel aenats nepepsiB Ha 10-15 MHHYT, BO BpeMs KOTOPOro cieayer
BBITTOJIHATH KOMIUIEKC YIIPXKHEHWH 115 1713, QU3KYJIbTYPHBIC Nay3bl.

3.17. Jlns noaaepxaHus 310pOBOr0 MUKPOKIUMATA Yepe3 Kaxbie 2 4 paboThl MPOBETPHBATH
NPUEMHYIO, TPU 3TOM OKHAa (UKCHPOBaTh B OTKPBITOM TOJNOXKEHUM KPIOYKaMH WU
orpaHuuuTensiMi. [1oce NpooDKMTEIBHOTO KCEPOKOITMPOBAHNUS NPOBETPHTH MOMELICHHE.

3.18. B cnyuae ecim pa3buiach CTOJIOBas MoOcyjaa, He coOupaTh €€ OCKOJIKH pPyKaMH,
UCTIONIb30BATh BEHUK U COBOK.

3.19. Ilpy ucnonb30BaHUH OPrTEXHUKH U UHBIX IEKTPONPHOOPOB CEKPETapIO 3aMperacTcs:



e BKIIOYaTh B JJIEKTPOCETb M OTKJIIOYATH OT HEE MEPCOHAIBHBI KOMIIBIOTED, TPHHTEP,
KCEPOKC M MHYI0 OPTTEXHHUKY H 3JIEKTPONPUOOPb MOKPBIMH H BIIAXKHBIMU PYKaMH,

e JIONYCKATh MONAaHysA BJIarH Ha MOBEPXHOCTH HUCTIOIb3YEMBIX NIEKTPOIPUOOPOB;

¢ HapylIaTh MOCJIE0BATENBHOCTD BKJIOUEHHS M BBIKITIOYEHHS, TEXHOJIOTHYECKHE MPOLIECCHI,

e I0CTAaBaTh 3aMATYIO Oymary U3 NpUHTEpa U KCEPOKCa NP BKIHOYEHHOM JIEKTPOINUTAHHH;

e OTKpbIBaTh Y TIPOM3BOAWUTHL YKMCTKY TIPUHTEpAa WM KCEPOKCA TMpPU  BKJIHOYEHHOM
IEKTPOITUTAHHUH,

* BBITIOJIHATH PpabOTy HAa KCEPOKCE MPH OTKPHITON BEPXHEH KPBILLKE;

* BBINOJIHATH BBIKJIFOYECHHE PHIBKOM 3a LIHYP NUTaHU,

e pazMeliaTh Ha HIEKTponpubdopax npeamersl (Oymary, 1OKyMEHTbI, BEIM U T.11.),

e [IEPE/IBUTaTh BKIKOUYCHHBIC B HJIEKTPUUYECKYIO CETh JIEKTPONPUOOPSI;

* pa30upaTh BKIOUEHHbIC B AIEKTPOCETh PUOOPBI,

e NIPUKACATHCS K OTOJICHHBIM WJIH C TIOBPEXACHHOM H30ALIMEH KabensiM MuTaHus;

o crubaTh ¥ 3aILEMIIATh KabeIu MUTaHus,

e OCTaBJIATH 0€3 NPUCMOTPA BKITIOYEHHBIE B YIEKTPUYECKYIO CETh HIEKTPOIPHOOPBI.

3.20. Cexpetapio HEOOXOOUMO MPUAEPKUBATHCS TIPABHI MEPEABIKEHNS B MOMEIIECHUAX U Ha
TEPPUTOPUM WIKOJBI BO BpeMS XOAbObI ObITh BHUMATENbHBIM M KOHTPOJIUPOBaTh HM3MEHEHHE
OKpY Karouiei 00CTaHOBKH,

e XOUTh MO KOPUAOPAM M JIECTHWYHBIM MapiiaMm, MPUICPKUBAsACh IPAaBOH CTOPOHBI,
OCTOPOXKHO ¥ HE CrewIa,;

eIPU TMEPEABIKCHWH [0 JIECTHUYHBIM T[poJieTaM CoOMIONaTh OCTOPOXKHOCT U
BHHMATE/IbHOCTh, HE HAKIOHATHCA 3a MEpWiia, HE MEpelaruBaTh M HE TMEPEnphiruBaTh Hepe3
CTYIEHBKH;

e OOpamaTh BHUMaHHE Ha HEPOBHOCTH M CKOJIb3KME MECTa B MOMELICHUSX U Ha TEPPUTOPHU
IIKOJIbI, 0OXOUTh UX U OCTEPEraThCs MaCHUS,

e HE poxoauTh Ommwke 1,5 MeTpa o1 cTeH 31aHus 001eo0pa3oBaTebHON OpraHU3aluH.

3.21. Cobnrogate BO BpeMs pa0OThl HHCTPYKUMIO IO OXpaHe Tpyda Ui CeKperaps
PYKOBOJAUTEJNS IIKOJbI, YCTAHOBJICHHBIN pexuM pabouero BpeMeHH (Tpyna) H BPEMEHH OT/AbIXa,
npu padoTe ¢ MCHOJIB30BAHHEM KOMITbIOTEpa (HOYTOYKa) pyKoBOACTBOBaThCS «MHCTpyKIMei 1o
OXpaHe TpyJa npH paboTe Ha MEPCOHATBHOM KOMITBIOTEPEY, MPH ACATEIBHOCTH C UCTIOIb30BAHUEM
KCEpOKCa — «MHCTPYKLUMEH MO OXpaHe Tpyaa mpu paboTe Ha KOMMPOBATbHO-MHOXUTEIHHOM
anmaparey.

4. TpeGoBanusi 0XpaHbl TPYJa B aBaPHHHBIX CHTYalHSAX

4.1. He nomyckaercs cekperapro o0meo0pa3oBaTenbHON OpraHu3aluy NpUCTynaTh K pabore
NpH TUIOXOM CAMOYYBCTBMM WJIM BHE3AIHOMN 0OIE3HH.

4.2. TlepeyeHb OCHOBHBIX BO3MOXHBIX aBapWii M aBAPUHHBIX CHUTYalM#, NPUYMHBI UX
BBI3IBAIOLHE:

e TI0)KAp, BO3TOPaHME, 3aABIMICHHE, TMOPAKEHHE IJIEKTPHYECKUM TOKOM, BCIICACTBHE
HEHCIIPaBHOCTH MEPCOHATBHOTO KOMITBIOTEPA ¥ MHOM OPrTEXHUKH, LITHYPOB MUTAHUS,

* BO3HUKHOBEHUE HEMCTIPABHOCTH B OPT TEXHHUKE,

* [IPOPBIB CUCTEMBI OTOIUICHHMS, BOJOCHA0KEHNA, KaHAIM3aLMK M3-3a U3HOCA TPYO;

o TEPPOPUCTHYECKHMIA AKT HIIM YIPO3a Er0 COBEPIICHHS.

4.3. Cekperapp 00s3aH HEMENJICHHO H3BECTUTh JHPEKTOpa WIKOJBI O JiF0OOH cuTyarmu,
yrpOKaroIEe >KU3HU U 370pOoBbIO OOyuarommxcs U paboTHUKOB 00mIe00pa3oBaTEIbHON
OpraHu3alum,

* 0 KaXXIOM [POM30LIE/IIEM HECYACTHOM CIIyyae;

e 00 YXYIUICGHWH COCTOSIHUS CBOETO 3[A0POBBS, B TOM 4YHCJIE O TPOSIBICHUM MPH3HAKOB
ocTporo npodecCHOHaIbHOro 3ab0seBaHus (OTPaBICHNUS ).

44. Tlpu BO3HUKHOBCHHH HEHCIIPABHOCTH B OPITEXHUKE WIM MHOM 3JIEKTPONpHOOpe
(OCTOpPOHHMI IIyM, IbIM, HCKPEHME M 3amax rapu) HeoOXOOMMO MPEKpaTuTh C HUM paboTy u
00ecTo4nTh, COOOLINTD 3aMECTUTENI0 AUPEKTOPAa MO aJAMMHHCTPATUBHO-XO3SHCTBEHHOW 4acTH U
UCTIONb30BaTh TOJBKO TIOCJE BBHINOJHEHUS PEMOHTAa (TIONYYEHHsT HOBOrO) W  TOJNYUSHUS
pa3peiieHus.
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4.5. B ciny4ae moayyeHHs TPaBMblI CEKpEeTaph MO/DKEH MpPEeKpaTuTh paboTy, Nmo3BaTh Ha
NOMOLIb, BOCMOJIb30BAaThCA ANTEYKOW MEpPBOM MOMOLIM, TMOCTABUTh B W3BECTHOCTH JMPEKTOpA
LIKOJIBI (NP OTCYTCTBHHM MHOE JOJDKHOCTHOE JHIO) W OOpaTUTHCA B MEIWLMHCKHN nyHKT. [Tpu
NOJYYCHHH TpPaBMbl MHBIM COTPYJHMKOM HIIM OOYYalOMIMMCS OKas3aTh €My IEPBYIO TMOMOILb.
Boizate MeauumHckoro pabotHuka o0iieoOpa3oBaTeNbHOH OpraHM3aliiy, NP HEOOXOAMMOCTH,
BbI3BaTh CKOPYI) MEIMLMHCKYIO MOMOIb 1o Homepy Tenedona 103 u coodumTs 0 MPOUCILECTBHH
AMpeKTopy 1Kokl ObfecrneynTh 10 Hayana paccAeHOBAHHS COXPAHHOCTh OOCTAHOBKM HAa MECTE
MIPOMCIIECTBHSA, @ €CIIH ITO HEBO3MOXHO (CYIIECTBYET Yrpo3a )KH3HHU U 31I0POBBI0 OKPYMKAFOLIHX) —
¢ukcuposanue 006cTaHOBKM myTeM (otorpadupoBaHus Win uHbIM MeTonoM. OkaszaTh ConeiCTBHE
TP NIPOBE/ICHHMH PACC/IEIOBAHMSA HECYACTHOTO CyYast.

4.6. B cnyuae BO3HUKHOBEHHS 3aIbIM/ICHUS WM BO3TOPAaHHS B MPUEMHOMN, CEKPeTaph JODKEH
HEMEUICHHO MPEKPaTUTh paboTy, BBIBECTH NUPEKTOpPA, UHBIX COTPYAHMKOB W MOCETUTENCH W3
TIOMEIIEHNUs] — ONaCHOM 30HbI, BbI3BATh MOXKAPHYI OXpaHy no Homepy tenedona 101 (112),
OTOBECTUTH TOJIOCOM O MoXkape u Bpy4Hyto 3azaeiicrBoBath AlIC, coobumts pykosoautemo. [1pu
YCJIOBHHM OTCYTCTBHS YIPO3bl )KM3HU M 30POBBIO JHOJCH NMPHHATL MEPbI K JIMKBUIALMM TOXKapa B
HA4YajJbHOM CTaJ¥M C MOMOLIBI0 TMEPBUYHBIX CPEACTB MoXkaporymenus. [Ipu ucnonb3oBaHUM
MOPOIIKOBOI0 OTHETYIIUTENA HE HANPaBIATh B CTOPOHY JHOJCH CTPYIO MOPOLIKA.

4.7. Tlpn aBapuu (NpOpBIBE) B CUCTEME OTOIUICHHS, BOJOCHA0)KCHWS W KaHAIM3alMH B
NPHEMHON HEOOXOIMMO OMEPAaTUBHO COOOIMTH O MPOMCHICALIEM 3aMECTUTENIO AMPEKTOpa IO
aJMUHHMCTPATUBHO-XO3SMCTBEHHOM 4acTH (3aBX03Y).

4.8. B ciyuyae yrpo3bl WM BO3HHKHOBEHHMS O4ara OTIACHOTO BO3JCHCTBUS TEXHOTEHHOTO
XapakTepa, yrposbl WIA TPUBEICHHS B HUCIOJHEHHE TEPPOPUCTHYECKOrO aKTa Cleayer
pykoBoacTBOoBaThCs [L1aHoM 3Bakyaumu, MHCTPYKUMEH O MOpsAKE NEHCTBHI B ciiydae yrpossl U
BO3HMKHOBeHHH YC TeppoprcTHYECKOro Xapakrepa.

S. TpeGoBanusi OXpaHbl TPyJa nocJie 3aBepiieHusi padoTsi

5.1. Tlo oxoxuyanum paboTsl cexperapio obueobpa3oBaTenbHOM OpraHu3aluk He0OXO0IUMO
BBIKJTIOYUTh BCE EKTPONPUOOPHI U 00ECTOYNTH UX OTKITIOYECHUEM U3 JJIEKTPOCETH.

5.2. BHuUMaTenbHO OCMOTpETh pabouee MECTO M MOMELIEHWE MPUEMHOMN, MPUBECTH €ro B
nopanok. Yopare ¢ pabouero crona NOKYMEHTALMIO, MANKH, KAHUEISPCKUE TPUHANNEKHOCTH,
HOCUTENTH HH(OpMaIK B OTBEJICHHBIE JUISl XPAHEHUS MECTA.

5.3. Y6patp paboyee MECTO OT HCTIOJIL30BAHHOM OyMarw.

5.4. VY@oCTOBEpHTBCS, YTO TOMEINCHHWE TMPUEMHON PYKOBOIWTEN TNPHBENECHO B
MOoXKapoOe30MacHOe COCTOSIHME, OTHETYINMTENIH HAXOAATCH B YCTAHOBNEHHbIX Mectax. [Ipu
OKOHYaHMM CpOKa OJKCIUTyaTalliy OTHETYLIMTENs MepeaaTh €ero JIMily, OTBETCTBEHHOMY 3a
NOXKapHyl0 0€30MacHOCTh B IIKONE, U MOCHCAYIOMEH mepe3apsakd. YCTaHOBUTb HOBBII
OTHETYLIUTEb.

5.5. TIpoBeTpuUTh MOMELEHHE TPUEMHON AUPEKTOPa 001Ie00pa30BaTEIbHON OpPraHu3aLHH.

5.6. TIpokoHTpOnMpOBaTh NPOBEICHWE BIAKHON YyOOpKH, a TakKe BBIHOC Mycopa u3
NOMEIICHUS.

5.7. 3aKpbiTh OKHA W LIKa(bl, BBIMBITH PYKH C MBUIOM, TIEPEKPITH BOY M BBIKIIOYHTH CBET.

5.8. CoobmmTh HENOCPEACTBEHHOMY PYKOBOAMTENO O HEJOCTaTKaxX, BIMSIONMX Ha
Oe3omacHOCTh TpyAa M TOXapHYK 0e30macHOCTb, OOHApY)XEHHBIX BO BpeMs TPYAOBOH
AEATENbHOCTH.

5.9. CoobumTh CrierMamucTy no OXpaHe Tpyaa 0 HeAoCTaTKax (Mpu HATMYWK) B obecneyeHun
6e3onacHbIX yCIOBH Tpyaa Ha paboyem MecTe, OXpaHbl 310POBBS.

5.10. I1pu 0TCYTCTBMM HEAOCTATKOB 3aKPhITh OMELICHUE IPHEMHOM Ha KJIH0Y.
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