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1. O6mue TpeGopanns OXpaHbI Tpyaa

1.1. Hacrosimas macTpyknms paspabotana B cootsercTeuu ¢ IIpukasom Muntpyna Poccun or 29
okT0ps 2021 roma N 7721 «0O6 YTBCPHKICHAH OCHOBHBIX TPeGOBaHHH K MOpSIKY pa3paboTku u
COACpXKAHHIO MNpaBHI M MHCTPYKUMM 1O oOXpaHe Tpyaa», IlocraHosnenusmu [nasHoro
FOCYAapCTBEHHOTO caHHTapHOro Bpaya Poccum ot 28.01.2021r Ne2 «O6 yreepxacHun CaunlluH
1.2.3685-21 «I'uruennueckue HOpMartuBbl U TpeGoBaHus K obecneYeHHIO 6e30NacHOCTH H (um)
Ge3BpeTHOCTH 1 9elloBeKa taxTopos cpens o6uTaHES» ¥ oT 28.09.2020r No28 «O6 yTBEpKIECHHH
CIT 2.4.3648-20 «CaHHTapHO-3MHIEMHOIOrHYECKHE Tpe6oBaHMsS K OpraHM3alsM BOCIIHTAHHS M
oby4enus, oTaBIXa H O3ZIOPOBIICHMA JNETCH H MOIIOAEKH»; pa3fenomM X TpynoBoro koxexca
Poccuiickoit ®enepanuu u uHEIMH HOpPMATHBHBIMH IPABOBBIMH aKTaMH I10 OXpaHe Tpy/a.

1.2. Jlannas uHCTPYKUHS ycTaHABIHBAET TpeOOBaHUs OXPaHE! TPy/a Nepe] Ha4aioM, BO BpeMs H 110
OKOHYaHHH pabOThl COTPYJHMKA, BHINOJHSIOUETO OGS3AHHOCTH cekperaps ydeOHOM wyacTw,
ompeziensieT Ge3omacHele METOIB M TPHEMbI BHITIONHEHHS pabor Ha paGoueM MecTe, a TaKKe
TpeGOBaHHUS OXPAHEI TPY/a B BO3MOKHBIX aBapHHHBIX CHTYAIHSIX.

1.3. MHCTpykuHs 1O OXpaHe TpyZa COCTaBlIeHa B nensix obecrieyenus Ge30macHOCTH Tpyaa u
COXpaHCHHs XH3HU U 3/I0POBBS CeKpeTaps y4eOHOM YacTH NpH BBINOJHEHHH MM CBOHX TPYIOBBIX
06s3aHHOCTeH M (yHKIMIA B 06pa3oBaTENEHON OpraHU3aIHH.

1.4. K Bemonnenuo o6s3annoCTEH cekperapsi y4eOGHOM yacTH B 06pa3oBaTebHON OpPraHH3aluy
JONYCKAIOTCH JIHIIA:

* uMeomme  obpasoBaHMe, COOTBETCTBYIOmMHE  TpeGOBAHMAM K KBATH(HKAITAH
(mpodcrannapra) no cBoe# KOKHOCTH;

* COOTBETCTBYIOmIKE TPEOOBaHHAM, KaCAIOMMMCH MPOXOXKIACHUS [IpeABAPHTENBHOrO (IpH
TNOCTYIUIEHHH Ha paboTy) M NEPHOJMYECKHX MEIHMLIHMHCKHX OCMOTPOB, BHEOYEPETHBIX
MEMIIMHCKHX  OCMOTPOB MO HampaBieHHi0O pa6orozarens, mnpoheccCHOHAIBHOM
THTACHHYECKOH MONTOTOBKM M aTTeCTaluH (IIpH mpHeMe Ha paboTy W janee He pexe 1
pasa B 2 roja), BaKIMHALWM, HATHYHA JTMYHOH MEIMLMHCKON KHHIKKH C pe3yibTaTaMu
MEZMIHHCKHX 00C/Ie0BaHmi 1 1a6OPATOPHEIX HCC/IEI0BAHMMN, CBEICHHAMH O PUBUBKAX,
TNIEPEHECCHHBIX WHQEKIMOHHBIX 3abONEBAHMAX, O NPOXOXKIAECHHH npodeccHoHANBHOM
TUTMEHAYECKOH MOATOTOBKH H aTTECTAIWH C JONYCKOM K paboTe.

1.5. Cekperapb yueGHOM wacTu npH npHeme Ha paboTy NpOXOAHT B YCTAHOBJIEHHOM MOPSAJIKE
BBOJIHBIA MHCTPYKTaX, NEPBHYHBIM HHCTPYKTakX Ha pabodeM MecTe 10 HAYaia CaMOCTOSTEIBHOMN
paboTsI (ecn ero mpodeccHs W JOIKHOCTh He BXOJHT B YTBEPHKAEHHBIH aupexropoM [lepeuens
OCBOOOX/IEHHBIX OT IIPOXOXIEHHS MHCTPYKTAXa npodeccuii M JODKHOCTEH), MOBTOPHBIE
HHCTPYKTaXH HE pee OHOro pasa B IIECTh MECALEB, a TAKKE BHEIUIAHOBBIE H 1IEJIEBBIE B CTyYasX,
ycranosieHHBIX [lopsaakom o6y4eHns mo oxpaHe Tpyaa ¥ NpOBEPKH 3HaHHH TpeGOBaHMI OXpaHbl

Tpyna.




1.6. Corpyanuk nomken H3YYHTb HHCTPYKIHIO [0 OXPaHe TPyJa cekpeTaps yueGHOi YacTH, IPOHTH
oby4enune no oxpaxe Tpyna u TIPOBEPKY 3HAHMA TPeOOBaHMH OXpaHHI Tpyaa, 06yYeHHE METOIaM |
TPHEMaM  OKa3aHWs IIEPBOH IMOMOLIM NOCTpPajaBUIMM, IpaBHIaM NnoyapHo# O6e30macHOCTH H
EKTPOGE30NACHOCTH, A TaKKe MPOBEPKY 3HAHHI npaBHil B 00bEME ODKHOCTHBIX 06S3aHHOCTEH ¢
npucBoeHHeM | kBammpHKamHOHHOMN TPynmel jomycka mo siextpobesonacHoctr. Heobxomumo
npolity obydenne GesonacHeM crioco6aM BBIIOTHEHHS pabotel ¢ oducHEM 0GopynoBanmeM,

H3YYHTb HHCTPYKIIHH IO €r0 SKCIUTyaTall|H.
1.7. Cexperaps yue6Hoit yacTh B nensx cobmoenns TpeboBanuii oXpans! Tpyaa o6g3an:

* cobmonare TpeGopanus OXpaHel Tpyna, NOXapHOH H 31eKTpobe3omacHOCTH pH
BBINIOJIHEHHH paboT;

* cobmonars TpeGoBaHMA MPOU3BOACTBEHHOMN CaHHTapWH, IpaBHIIa THYHOH T'HIUEHEI;

* 3HaTh NpaBHia SKCIUIyaTallid W TpeGoBaHHS 6e30MacHOCTH npu pabote ¢ oducHBEM
obopynoBanuem:;

*  3HaTh CIOCOOBI PALIHOHAILHOM OpraHH3aAN pabouyero mecra;

* HMEThb HETKOE MNpEACTABICHHE 06 ONACHEIX M BpPEHBIX ¢akTOpax, CBA3aHHBIX C
BEINO/IHEHHEM paboT Ha O(HCHON TEXHHMKe, 3HATH OCHOBHEIE CIIOCOGEI 3alATHl OT HX
BO3/ICHCTBHS;

* 3a60THTBECA O JTHYHOM GE30MACHOCTH H JIMYHOM 3JI0pOBBE, a Takke o Oe3omacHoCTH
OKpYXAIOIKX B IHpolecce BHIIONHEHHs pabor mmbo BoO BpeMs HaxXOXJIEHHH Ha
TEPPHTOPHH 00pa3oBaTeTLHOM OpraHU3aIMy;

* TOJB30BATECS 3IEKTPONPUGOPaMH COTIaCHO HHCTPYKITHSM 110 SKCILTyaTalluH;

*  BBINOJHATE TOJLKO Ty paboTy, KOTOpas OTHOCHTCA K JO/KHOCTHEIM OGS3aHHOCTAM H
TIOpyH€Ha HEMNOCPEJCTBEHHO DPYKOBOJMTEIEM, NPH CO3JAHHH YCIOBHH 0€30MacHOro ee
BEITIOJTHEHHUS,

* 3HaTh NOPANOK NCHCTBHA IpM BO3HMKHOBEHHH IIOXApa MM WHOMN 9pe3BbIYaHOM
CHTYallHH W 3BAKyallHH, CHTHAIIbI OTIOBEIIEHHS! O MOXKAape;

* YMETE NOJB30BATELCS NEPBHYHBIMU CPEICTBAMHE T10KAPOTYIICHHUS;

* 3HaTb  MCECTODACMONOXCHHE anTeYkh M yMeTh OKashlBaTh IIEPBYIO  [IOMOIIb
NOCTpajaBLIeMy;

* cobmonark IlpaBuna BHYTpeHHEro TPyHOBOro pacrnopsaka ¥ Ycras obpa3oBaTensHOK
OpraHH3allHy;

*  cobmoarh ycTaHOBNEHHBIE PEXHMBI TPY/a H OTABIXA, TPYAOBYIO TUCIHILIHHY;

* cobmozaTh HMHCTPYKIHMM IO OXpaHe TpyJAa NpPH BBIIOTHCHHH pabor um pabore c
MEPCOHATBEHBIM KOMIBIOTEPOM H HHOH OPITEXHHUKOM;

*  cobmoaarh I0HKHOCTHYIO HHCTPYKITHIO CeKpeTaps y4ebHOI gacTH.

1.8. OnacHele u (WiH) BpeAHEIE MPOH3BOICTBEHHBIE (axTophl, KOTOphIE MOIYT BO3AEHCTBOBATH B
npolecce pabOTHI HAa CEKpeTaps y4eGHOM 9acTH, OTCYTCTBYIOT.
1.9. Ilepeyens npodieccHoHaNLHBIX PHCKOB B OMACHOCTE! npy paboTe ce M yuebHO# yacTu:

* HapyICHHE OCTPOTHI 3PEHMs IIPH HEJOCTATOYHOM ocBemMEHHOCTH paboyero Mecra;

* 3PHTEILHOE YTOMJICHHE NpH JUIHTENBHOH paboTe ¢ JOKyMEHTaMH, Ha MEPCOHATBHOM
KoMIbioTepe (HoyTOyke);

* TOPKEHHME 3NEKTPHYECKHM TOKOM IIPDH HCHONb30BAHHHM HEHMCIIPABHEIX 3JIEKTPHYECKHX
PO3€ETOK, BRIKIIOYATEIIeH;

* TOpaX€HHE SJICKTPHYECKHM TOKOM IPH HCIIOIL30BAHHM HEHCIIPABHOIO MEPCOHAIBLHOIO
KOMIBIOTEpa (HOYTOyKa) M HHOH OPITEXHHKH, [IPH OTCYTCTBHH 3a3eMIICHHSA / 3aHyICHUS;

* TOPaXCHHME JJIEKTPHYECKHM TOKOM NpH HCIONB30BaHMM Kabenell nNUTaHHS C
HOBPEX/ICHHOH H30JIA1HeH, HeCepTH(HIIHPOBAHHEIX W CaMO/IEBHBIX YITHHATENEH;

* CHHXeHHE OOLIEro MMMYHHOTO COCTOSHHS OPraHH3Ma BCJIEJCTBHE NPOJIODKHTEIEHOIO
BO3/IeHCTBHS Ha pabOTHHKA 3/IEKTPOMArHHTHOTO H3Ty4eHHs IIpH paboTe ¢ OPrTeXHUKOM;

* CTaTHYECKHE Harpy3KH IpH HE3HAYHTE/ILHOM OOIel MEINEeYHO! IBHraTeIbHOM HArpy3Ke;
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* BO3MOXHOCTR TIONyY€HHS TpPaBMBI BCJICACTBHE HEOCTOPOXHOro  ofpamienus ¢
KaHUC/IAPCKUMH NPHHA/UICKHOCTAMH HIIH NPH MCIONBIOBAHHH HX He IO NpAMOMY
Ha3Ha4eHHIO;

* SMOIMOHAIBHBIE NEPETPY3KH;

* XHMHYCCKHC BEIIECTBA, BXOJAIIME B COCTAB KPAacoK, MOPOMKOB KOIHPOBAILHO-
MHOXHTEJILHOH TEXHUKH.

1.10. B cmydae TpaBMuMpoBaHus YBCIOMHTb IHMPEKTOpa JOOBIM JOCTYNHBIM cnoco6oMm B
6mmkatimee Bpems. [Ipu HencnpasHoCTH [EPCOHATBEHOTO KOMITBIOTEPA B HHOH OPITEXHHKH, MebeH
coobmMTE  3amecTHTEMO AMPEKTOpa MO AaJIMHHHCTPATHBHO-XO3AMCTBEHHOM 4YacTH M He
HCIOE30BATE IO yCTPAHEHHS BCEX HENOCTATKOB H MOJY4EHHS Pa3pelIeHHUs.

I.11. B nensx cobmofenns npaBui TW9HON I'MIHEHE! W MHAEMHOIIOTHYECKHX HODM CEKpeTaphb
yuebHOM YacTH 1omKeH:

* OCTaBIATE BEPXHIOIO OEKIY, OOYBb B MpeIHA3HAYEHHBIX VIS 3TOTO MecTax;

* MEITh DYKH C MBUIOM, MCIIOIB30BAaTh KOKHbBIE AHTHCENTHKH MOC/e COIPHKOCHOBEHHS C
3arpA3HCHHBIMH TPEJIMETAMH, NIEPE] HaYaIoM pabOTEI, II0CHE MOCEMEHUS Tyajera, nepe;
IPHEMOM IHIIIH;

* He JionyckaTs npueMa UM B pabodeM kaGHHETe, IpOBETPHBATS MOMEIlEeHHE;

* cobmopnars TpeGosanus CIT 2.4.3648-20, CanlTuH 1.2.3685-21.

1.12. 3anpemaercs BBIIOIHSATE paboTy, HaXolSCh B COCTOSHHHM AIKOTOIBLHOIO ONBSHEHHS mbo B
COCTOSHHH, BEI3BAHHOM MOTPeOIeHHEM HAPKOTHYECKHX CPE/ICTB, IICHXOTPOMHEIX, TOKCHYECKHX HITH
APYTHX OIYPMAaHHBAIOIIAX BEIIECTB, @ TaKXKe PacClHBaTh CIOHPTHEIE HAIHTKH, ynorpebisaTs
HAPKOTHIECKHE CPE/ICTBA, IICHXOTPOIIHEIE, TOKCHYECKHE HIIH APYTHE OLYPMAHHBAIONIHE BEIIECTRA
Ha paboyeM MecTe uiM B pabodee BpeMs.

1.13. Cexperaps yuebGHo#M uacTH, IOmyCTHBIIH HapyIIEHWE WJIH HEBHINOJHEHHe TpebGoBaHuUit
HaCTOAMICH MHCTPYKLMH, PacCMaTPHBAETCH KaKk HapyIIHTENsh NPOH3BOJICTBEHHON MMCLHMILIMHBEI M
MOXeT OBITH NpHUBIEYEH K JUCLHMIIMHADHOH OTBETCTBEHHOCTH H NPOXOXIECHHIO BHEOYEPEIHOM
NPOBEPKH 3HAHHH TpeGOBaHMH OXpaHBI TPY/A, & B 3aBHCHMOCTH OT IIOCJICZICTBHH - H K YTOJIOBHOA;
CC/IH HapyUICHHE TMOBJIEKJIO MaTepHalbHBIA ymepd - K MarepHallbHOH OTBETCTBEHHOCTH B
YCTaHOBJIEHHOM IOPSMKE.

2. TpeGoBanus 0XpaHbI TPy/Ja Mepel HAYAIOM paborTel

2.1. Cexperapp yueGHON 4acTH 06pazoBaTeNBHON OpraHW3ALMH JOJIKEH NpHXONUTH Ha paboty B
YHCTOH, ONPATHOHM ONeXJe, Iepe] HA4aloM paGoThl BEIMBITH pykd. Ilpuberre wHa paGoty
3a6J1arOBPEMEHHO U1 HCKIIIOYEHHS CIIEIIKH M, KK CIIEACTBHE, NAJICHHS H MOJIYYEHHSA TPABMBI.

2.2. IIpoBepHuTh OKHA Ha HATHYHE TPEIIHH H HHOE HapyIIeHHE LEeTOCTHOCTH CTEKOJ, HEeJOCTHOCTh
3aMKOB Ha JiBepsX, mkadax, cetide.

2.3. Bu3yanbHO OIIEHHTh COCTOSHME BRIKITIOYATENeH, BKIIOYHTE IOTHOCTHIO OCBEIEHHE B pabouem
kabuneTe ¥ yOeMTHCH B HCIIPaBHOCTH IEKTPOOGODY I0BAHHKS:

* OCBETHTENbHBIC MPHOOPHI JOKHE! GBITH HCIPABHBI W HAJEKHO MONBEIIEHH! K MOTOJKY,
HMETh LEIOCTHYIO CBETOPAacCEHBAIOMIYI0 KOHCTPYKIHIO M HE COAEpXaTh CIENOB
3arpA3HEHHH;

* YPOB€Hb HCKYCCTBEHHOH OCBEIIEHHOCTH B pabouem kabuuere momkeH cocrariustse 300
JTFOKC;

* KOMMYTallHOHHEIE KOPOOKH JOJKHBI OBITH 3aKphITEl KPHIIKAMH, KOpITyCa BBEIK/IIOYATENEH
H PO3€TOK He JOJDKHEI HMETh TPEIIHH U CKOJIOB, & TAKXKe OroJIEHHBIX KOHTAKTOB.

2.4. V6enatsca B cBoGomHOCTH BhIXOZa M3 paGodero kabmHeTa cekperaps ydeGHOM dacTH,

IPOXOIOB.
2.5. YIOCTOBEPHUTECS B HAIWYMH MEPBHYHELIX CPEZCTB MOXKAPOTYIIEHHS, CPOKA MX IPHTOIHOCTH H

JOCTYTHOCTH.
2.6. Y10CTOBEPHTHCA B HATMYMH ANTEYKH NEPBOM OMONIM M KOMILIEKTALMH COIEPKUMOTO.

2.7. Y6enutecs B 6€301aCHOCTH CBOEr0 pabovero Mecra:
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* TIPOBEPHTH Mebelh Ha MpeaMeT ee yCTOWIMBOCTH | HCIIPABHOCTH;
* TPOBEPHTH IUIOTHOCTh NOABEAECHUA Kabenel muTanus K CHCTEMHOMY OJIOKY H MOHHTOpY,
OPITEXHHKE, HE IONyCKATh MepeIUIeTeHHs Kabene nuTanus;
* [TPpOBEPHTE NpPABUILHOE pPAClONOKEHHE MOHHTOPA, CHCTEMHOIO 6ii0Ka, KJIaBHATYpEI,
MBIIIIH;
* ybennTecs B OTCYTCTBHH NIOCTOPOHHHX TPEIMETOB Ha MOHHTOPE H CHCTEMHOM OJIOKe
KOMITLIOTEPA, HHOM OPrTeXHHKE;
* YOeIOuThCA B YCTOWYHMBOCTH HAXOASIOMXCH B CIPYNIIAPOBAHHOM [OJIOKEHHH Pabouux
JNOKYMEHTOB, NAloK.
2.8. TIpOBECTH OCMOTp CAHHTAPHOTO COCTOSHHS paGouero xabunera. Pammonansno OpraHU30BaTh
cBoe pabouee MeCTO, NpPHBECTH ero B nOpsAoK. OCyIIeCTBHTE MOATOTOBKY HEo6GX0aHMMOl
AOKyMCHTAlMH K paboTe, y6paTh IOCTOPOHHHE IpeaMETH H BCE, YTO MOKET MpENSTCTBOBATH
Ge3onacHOMy BBIIOTHEHHIO paGOTHI H CO3aTH AONOJHATENBHYIO ONIACHOCTb.
2.9. TlpoBepuTs HamMYHE B JOCTATOYHOM KOJIMYECTBE M HCIIPABHOCTh  KAaHIENAPCKHX
NPUHAICIKHOCTEH, HEOOXOMMMEIX U1 PaGOTHI CeKpeTaps y4e6HOM YacTHy.
2.10. Ipoussectu ckBo3HOE TIpOBETPHBAHHE NOMEIICHHA, OTKPHIB OKHA U ABepH. OKHa B OTKPBITOM
TOJIOKEHHH (PHKCHPOBATH KPIOYKAMHU HITH OrPAHHIHTE,ISIMH,
2.11. Tlposect mnpoBepky pa6oTOCHOCOGHOCTH IIEPCOHANBLHOIO  KoMmbioTepa (HOYTOYyKa),
YAOCTOBEPHTECS B MOJIHOH HCIIPABHOCTH OPITEXHHKH (mpHHTEP, KCEPOKCE H p.).
2.12. Ilpu neobxomumocTH MPOBECTH HEOOXOMHMYIO peryiMpoBKY MOHHMTOpA, MPOTEPeTh 3KpaH
MOHHTOPA C MOMOIIBIO CHENHANBHBIX Can(peToK.
2.13. CocraButs mnan pabGoTEI Ha JEHL U PaBHOMEDHO PpaclpeAeIuTh BEHIIOJIHEHHE HAMEYEeHHOM
paboThI ¢ 0643aTEILHEIMHE NIEPEPHIBAMHE Ha OTIBIX X NPHEM ITHIIH.
2.14. Ilpucrynats x pabote Pa3peIIacTCi NMOC/E BEIIONHEHHS MOAIOTOBHTE/LHEIX MEPOIPHATHI |
YCTpaHCHHs BCEX HEOCTATKOB W HEHCIIPABHOCTEA.
3. TpeGoBanus oxpans Tpyaa Bo Bpemsa paborsi
3.1. Bo Bpems paGoTel cexperapio yueGHOMH yacTH HeobxomuMo cobmonats nopamok B pabouem
kabHHeTe, He 3arpOMOXKJATH CBOEe paboyee MECTO, BBIXONLI H3 paboyero xabHHeTa M MOIXOIEI K
TICPBHYHBEIM CPE/ICTBAM IOXKAPOTYIIeHHs GyMaroi, JOKyMeHTaMH, NANKaMH H JOGBIMH IpYTHMH
MMOCTOPOHHHMH ITpeIMETaMH.
3.2. B npouecce paborsr cobmonars CAHHTADHO-THTHCHHYECKME HOPMBI H IIpaBH/IA JTHYHOM
FMTHEHBI.
3.3. He BBIMONHATS AHCTBHI, KOTOPHIE MOTEHIHATEHO CITOCOBHEL NPUBECTH K HECYACTHOMY CIIyYalo
(xauyanue Ha CTyIe, pa3MaxHBaHWe KAHIEIAPCKAMH IPHHATEKHOCTIMH ¥ HHEIMH MpEeIMETaMH ).
3.4, Berte BHEMaTenbHBIM B paboTe, HE OTBIEKATHCS NOCTOPOHHHMH JIeJlaMH H pa3srOBOpaMH,
BLITIOJTHATE TOJIBKO Ty paboTy, KOTOpas OTHOCHTCH K JIOMKHOCTHBIM OBA3aHHOCTSM M nopy4eHa
HETIOCPEACTBEHHO PYKOBOZMTEIIEM, IIPH CO3/IaHAH YCIIOBHH 6€301aCHOrO ee BBINOIHEHHMS.
3.5. Bo Bpems paboTel GBITH BEXTHMBEIM, BeCTH ce6s CIOKOMHO M BhIIep)KaHHO, u3berarts
KOHQIMKTHBIX CHTyalWH, KOTOPHIE MOIYT BhI3BATh HEPBHO-5MOLMMOHATEHOE Halnps)keHHEe ©
OTpa3suThCs Ha 6E3011aCHOCTH Tpy/a.
3.6. B memax obecmeuenns HeoOGXONHMON €CTECTBEHHOM OCBEIIEHHOCTH pabouero kabGuHera
CEKpeTaps y4eOHO# YacTH He CTABHTH Ha NMOJOKOHHHKH LBETI, HE PACIOJIAraTh MAIKH, JOKYMEHTEI
M WHBIE TIPEIMETEI.
3.7. TlepconanbHbii koMmbioTep (HOYTOYK) M HHYIO OPITEXHHKY HCIIOJb30BaTh TOJNBKO B
HCNPaBHOM COCTOAHHMH H B COOTBETCTBHHM C HHCTPYKILHMEH IO SKCILTyaTallMy U (HJIH) TEXHUHYECKHM
[acIopToM.
3.8. BbIONHATE MEPONPHATHS, NPEJOTBPAIAIONHE HEPABHOMEPHOCT OCBEIEHHS M MOABJICHHE
6uKoB Ha 5Kpane MOHHTOpA. BEIKIIOYATH KOMIBIOTED HITH IIEPEBOJMTH B PEXHM OXKHIAHHS, KOT/Ia
€I'0 HCI0/Ib30BaHHE IIPHOCTAHOBJIEHO.



3.9. PerynupoBath MOHHTOP B COOTBETCTBHH C paboueit mO30#, Tak Kak pamuoHaNTBHas pabouas
no3a CHocoOCTBYET YMEHBIIEHHIO YTOMISEMOCTH B TPOLECCE pabotsl. Konctpykuus pabogero
Kpeciia IoIKHA TMO3BOMATE M3MEHATH 03y C LEIbIO CHHKEHHS CTATHYECKOrO HANMpPAKEHAS MBIIIL]
LICHHO-IIEYeBO 001aCTH H CIMHEI IS IIPEAYIIPEXICHHS Pa3BHTHS YTOMIICHHS.
3.10. Ilpn ATATENBHOM OTCYTCTBHMM Ha pabodeM MecTe OTKIIOYATh OT JIEKTPOCETH CpPEeCTBa
OpPITEXHHKH H Jpyroe oGOpyIOBaHHE 3a MCKIIOYEHHEM OOOpYNOBAaHHA, OIpENENEHHOTO VIS
KpyTJI0CyTO4YHO# paboThI.
3.11. KnaBuarypy W MBIIIb €XEIHEBHO J€3WH(HIIMPOBATE B COOTBETCTBHH C pPEKOMEHAIUSIMK
NPOH3BOAMTENS IHOO € MCIONB30BAHHEM DAacTBOPOB MM candeToK Ha CIHPTOBONH OCHOBE,
conepxamux He meHee 70% cnmpra.
3.12. He nenonb3osars B paboTe MOHHTODBI HA OCHOBE 3IEKTPOHHO-TY4EBHIX TPYGOK.
3.13. Bo mn3lexanne TpaBMHPOBAHHA PYK NPH NPOIIABKE JOKYMEHTOB HEOOGXOAHMMO COBIIOHATH
OCTOPOYKHOCTE MpPH paboTe ¢ HrOJIKOH, IKHIOM, HOXKHHALIAMH.
3.14. Tlpx HEAOCTAaTOYHOH OCBEIIEHHOCTH PabodYero MecTa s JOIOJHHTENEHOTO €ro OCBEIIeHHS
HCIIOTE30BaTh HACTONIBHYIO JIaMITy.
3.15. He ucnions3oBath B noMelneHu: pabodero kabunera cexperaps y4eOHOM 9acTH NepeHOCHEIE
OTONHUTENbHBIE NPHOOPEI ¢ HH(PaKPACHBIM H3TyYEHHEM, a TaKKe KHIATHIHHHKH, IUIATKH W He
cepTHOHIMPOBAHHEIE YIIMHHTEIIH.
3.16. Ilpu jumTensHOl paboTe ¢ JOKYMEHTaMH, 38 KOMITBIOTEPOM (HOYTGYKOM) C LIEJIBIO CHHMKEHHS
YTOMIIEHHA 3DHTEIBHOIO aHATH3aTOpa, MPEAOTBPAIlCHHA Pa3sBUTHS MO3HOTOHHYECKONO YTOMIICHHS
yepe3 4ac paGorkl aenars mepepeiB Ha 10-15 MHHYT, BO Bpemsi KOTOPOIO CIEIyeT BBIIOIHATH
KOMIUIEKC YyIIPKHEHHH U1 a3, GU3KyIbTypHBIE Nay3bl.
3.17. Jina noajiepaHus 340pOBOTO MHKDOKJIMMATra depe3 Kaxasle 2 4 palGOTHI IPOBETPHBATH
paGounii kabuHeT cexperaps y4eGHOM YacTH, IPH 3TOM OKHA QHKCHPOBATH B OTKPHITOM IONOKEHHH
KpIOYKaMH HJH orpaHuuuTeisMd. [locie npoaoKHTENsHOr0 KCepOKONMHPOBAHHS IPOBETPHTH
MOMEIIEeHHE.
3.18. B ciyqae ecnu pazGmnack cTonoBas nocy/a, He cobupaTh ee OCKOJIKH PyKaMH, HCIIONB30BATh
BEHHMK H COBOK.
3.19. Ilpr wucrnonb30BaHMH OPITEXHMKM M HMHBIX 31eKTponpuGopoB cekperapio yueGHOM uacTu
3alpenaeTcs:

* BKIIOYaThb B 3JIEKTPOCETh M OTKIIOYATh OT HEE MEepPCOHAIBHBIN KOMIBIOTED, NPHHTED,

KCEPOKC M MHYIO OPITEXHHUKY H 3JIEKTPONPHOOPEI MOKPEIMHU M BIIAXHBIMH PYKaMH;

* JIOMyCKaTh MOMAJaHHUs BJIard Ha MOBEPXHOCTH HCIIOIb3YEMBIX IEKTPonpubopos;

* Hapymark MOC/EI0BaTeIbHOCTh BKIIOYEHHS W BBIKIIOYEHHS, TEXHOJIOIHYECKHE IIPOLIECCHI;

* JI0CTaBaTh 3aMATyI0 OyMmary U3 NpHHTepa W KCepoKca IMpH BKIFOYEHHOM 3JIEKTPONUTAHHH;

* OTKpBIBaTh M IIPOHM3BOJAMTE YMCTKY IIPHHTEpa MJIM KCEpOKCa MpH BKIIOYEHHOM

3NIEKTPOITHTAHHH;

*  BBIOJHATE pabOTy Ha KCEPOKCE ITPH OTKPBHITON BEpXHEH KpBIIIKE;

*  BBIIOJHSATSH BHIKIOYEHHE PHIBKOM 32 IIHYD MHUTAHHS,

* pasmemarh Ha 3j1eKTponpabopax npeamMeTs! (Gymary, JOKYMEHTHI, BEIIH H T.I1.);

* [EpEJBHIaTh BKIIIOYEHHBIE B JIEKTPHYECKYIO CETh 3EKTPONPHOOPHI;

* pa3bupaTh BKIIOYEHHEIE B 3JIEKTPOCETh NPHOOPEL;

* INPHKAcaThCA K OTOJICHHBIM HIIH C MOBPEKACHHON H30/AIMeH Kabenam maTaHus;

* crubarh ¥ 3amemiATs Kabenu nuTaHus;

*  ocTaBJIATH 6€3 MPUCMOTpa BKIIIOYEHHBIE B 3IEKTPHYECKYIO CETh IEKTPOIPHOOPEI.
3.20. Cexperapio y4eOHOH d9acTH HEOOXOAWMO TPHAEPKHBATLCA MPABHN MEPEIBHMKEHUS B
HNOMEIICHHAX M HA TEPPHTODPHH:

* BO BpeMs X0jb0bl OBITH BHAMATEIBHBIM M KOHTPOJIMPOBAThH HW3MEHEHHE OKpYXKaroLIEH

00CTAaHOBKH;
* XOJNMTH MO KODHIOpaM H JIECTHHYHEIM MapilaM, NpHIEpKHBAasCh IPaBOdl CTOPOHBEI,
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OCTOPOXKHO H HE CIiema;

* 0OpH NEpeIBHXEHHH MO JIECTHHYHBIM @poseraM cobmojaTe OCTOPOXKHOCTH H
BHHMATENLHOCTh, HE HAKIIOHATHCA 3a MEPHIA, HE MEpelIardBaTh W HE MEPENphIrHBATH
4epe3 CTYINEHbKH;

* oOpamars BHEMaHHe Ha HEPOBHOCTH M CKOJIb3KHE MECTa B IOMEIICHUAX H HA TEPPUTOPHH,
0OXOHTE MX M OCTEPEraThCs NaJCHHUS;

* He mpoxoxuTh Oimke 1,5 MeTpa OT cTeH 31aHusa 00pa3oBaTeNbHOM OpraHH3alHy.

3.21. Cobmonats BO BpeMs paboThl yCTAaHOBJICHHEIH pexuM pabodero BpeMeHH (TpyJa) H BpEMEHH
OT/IbIXa, TP paboTe ¢ UCTIOTb30BaHHEM KOMITEIOTEpa (HOyTOYKa) pyKOBOACTBOBATECA HHCTPYKIMEH
Mo oxpaHe TpyAa npd pabore Ha NEPCOHATBHOM KOMIBIOTEPE, NpH AEATEIBHOCTH C
MCIIOJIb30BAHHEM KCEPOKCa — MHCTPYKIIMEH 10 OXpaHe Tpy/a Ipu paboTe Ha KCEpOKCe.

4. TpeGoBanus oXpaHbl TPY/JAa B ABAPHHHBIX CHTYALHAX

4.1. He pomyckaercs cexperapio y4eOHOM wacTH oOpa3zoBaTesNIbHOM OpraHM3allMd NPHCTYNaTh K
paboTe MpH MIOXOM CaMOYYBCTBHH HITH BHE3arHO#H 60Ie3HH.

4.2, [lepeyeHb OCHOBHBIX BO3MOKHBIX aBApUH ¥ aBapHHHEIX C NPUYHHE] HX BBI3LIBAIOLIHE:

e [IOXap, BO3rOpaHHE, 3aJbIMJICHHE, MOPWKEHHE J3JICKTPHYECKMM TOKOM, BCJIEICTBHE
HEHCNPaBHOCTH NEPCOHANBHOIO KOMIIBIOTEPA H HHOH OPITEXHHKH, IIHYPOB ITHTAHHS,

* BO3HMKHOBEHHE HEHCIPABHOCTH B OPITEXHHKE;

e MPOPHIB CHCTEMBI OTOIUICHHS, BOJOCHAbKEHHS, KaHATN3a|H W3-3a H3HOCA TPYOD;

e TEPPOPHUCTHYECKHH aKT WIH yTp03a ero COBEPIICHHI.

4.3. Cexperapb y4eOHO# yacTH 0653aH HEMEUIEHHO W3BECTHTD JIMPEKTODA:

* 0 moOOH CHTyalldH, YrpoKalolled >XU3HH M 3J0pOBBI 00ydarommxcs H pabOTHHKOB
obpa3zopaTenbHOM OpraHU3allvHK;

* 0 K&XJIOM ITPOH30LIEIIEM HECYACTHOM CIIydae;

* 00 yXymQIIEHHH COCTOSHHS CBOEro 3/0pOBbS, B TOM YHCIE€ O NPOSBICHHH TNPH3HAKOB
ocTporo npodeccHoHaNbHOro 3aboeBanus (OTpaBICHHA).

4.4. Tlpu BO3HHKHOBEHHH HEHCIIPABHOCTH B OPITEXHHKE HIIH HHOM 3JieKTponpubope (MOCTOpPOHHHIHA
IIyM, AbBIM, MCKpPEeHHe M 3amax rapd) Heobxomumo mnpekpaTuTh ¢ HUM pabory W 06ecTouuTh,
COOOMIUTE 3aMECTHTENNIO JHPEKTOpa MO aJIMHHHCTPAaTHBHO-XO3SMMCTBEHHOH YacTH H HCIOIB30BaTh
TOJIBKO 110CJI€ BLINOJIHEHAA PEMOHTA (IIOJyYEHHsS HOBOTO) H IOJTY4YEHHA pa3peIicHus.

4.5. B ciyqae nony4eHus TpaBMBI ceKpeTaps y4eOHOH 4acTH JIOJDKEH MpeKpaTuThs paboTy, mo3sark
Ha TOMOUIb, BOCIIOJIL30BAThCS ANTEYKOH IEepBOH MOMOIIM, MOCTABHTHL B W3BECTHOCTh JUPEKTOpa
(TpH OTCYTCTBHHM HHOE JOJKHOCTHOE JIALO) B 0OpaTHThCA B MEAMIMHCKHH MyHKT. [Ipn nomydennn
TpaBMbI HHBIM COTPYJHHKOM HWIH o0O0y4alommMmcs oOKa3aTh €My MepBYIO IoMmolb. BhI3BaTh
MeIUIIMHCKOro paboTHHKa 06pa3oBaTeibHON OpraHW3alMHu, P He0OXOAUMOCTH, BBI3BATh CKOPYIO
MEJMIHHCKYI0O moMoms no Homepy Tenedona 103 m cooOmATE O NMPOHCIIECTBHH AHPEKTOPY.
OGecne4nTs 10 HaYajla pacclieZIOBaHUs COXPAHHOCTh 06CTAHOBKH Ha MECTE MPOMCINECTBHA, a €CIIH
3TO HEBO3MOXHO (CYIIECTBYeT yrpo3a JH3HH H 3/I0pOBBIO OKpYXaloIHX) — (QHKCHpOBaHHE
obcranoBkd nyteM dotorpadpupoBaHus MM HHBEIM MeTofioM. OKaszaTh COACHCTBHE NPH NMPOBEJICHHH
paccrnefoBaHusA HECYACTHOIO Ciydasd.

4.6. B cinydae BO3HMKHOBEHHS 3aJbIMJIEHHS HJIH BO3ropaHHs B pabodyeM kabHHETe, CEKpeTapb
yue6HOM YacTH JOJKEH HEMEUIEHHO NPeKpaTHTh paboTy, BEIBECTH COTPY/IHHKOB M MOCETHTENIEH U3
MOMEINEHHA — ONAcHOM 30HEI, BBEI3BAThH MOXKAPHYIO OXpaHy mo Homepy Tenedona 101 (112),
OIIOBECTHTH I'OJIOCOM O MoXkape W BpyuHylo 3aneicrBoBath AIIC, coobmuts pykosomuTemo. [Ipu
YCIIOBHH OTCYTCTBHSI YIpO3bl XKH3HH H 3JI0POBBIO JIFOJIEH NPHHATHE MEPHI K JIMKBHJALWH MOXapa B
HAYQIbHOM CTaIMM C I[OMOLIBIO MEPBHYHBIX CPEJACTB mNoxaporymeHHs. [Ipu Hcmoab30BaHHH
MOPOIIKOBOTO OTHETYIIMTENS HE HAIIPaBJISATE B CTOPOHY JIIOAEH CTPYIO IIOPOIIKA.

4.7. Tlpu aBapuu (NpophiBE) B CHCTEME OTOIJIEHHS, BOJOCHAGKEHHs W KaHAIM3alWH B pabouem
KabuHeTe HEOOXOJMMO OMEPATHBHO COOOIIHTHL O MpOMCINEIINEM 3aMECTHTENIO JHPEKTOpa Mo
aIMMHHCTPATHBHO-XO3AHCTBEHHOM JacTH (3aBX03y).
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4.8. B ciyyae yrpo3sl HiIH BOSHHKHOBEHHS 0Yara OIACHOTO BO3ACHCTBHS TEXHOrEHHOIO Xapaxrepa,
Yrpo3bl HIIH NPHBEJCHHA B MCIOJHEHHE TEPPOPHCTHYECKONO aKTa CIEAYEeT PYKOBOJCTBOBAThCH
IInaHoM sBaKyalmy, HHCTPYKIHEH O MOpsAKe ACHCTBHI B Cilydae yrpo3bl M BOSHHKHOBEHHH YC
TEPPOPHCTHYECKOTO XapaKTepa.

5. TpeGoBanus oxpaHbl TPyIa Moce 3aBepmenns paGoTe!

5.1. Ilo okoHYaHWH pabOTEl CeKpeTapio Yy4eGHOM 4YacTH 06pa3oBaTEBHON OpraHH3alHH
HEOOXO0MMO BEIKIIIOYHTH BCE JIEKTPOIPHOOPHI H 0GECTOYHTD HX OTKIIOYEHHEM H3 IEKTPOCETH.
5.2. BuumarenpHo ocMOTpeTh pafouee MECTO M NoMemieHHe paGodero kabHHeTa, IPHBECTH €ro B
nopsaok. Yopars ¢ paGodero crojia JOKyMEHTAIMIO, MANKH, KAHLENAPCKHE NPHHALICKHOCTH,
HOCHTENH HHYOPMALIMHK B OTBEIECHHBIE UM XPAHEHHS MeCTa.

5.3. Y6pate paGouee MecTo OT HCIIOIB30BaHHOMN GyMarH.

5.4. YoctoBepuThes, 4To nomemmenue pabodero kabuneTa cekperaps yue6GHOM YacTH NPHBECHO B
nokapobe30MacHOe COCTOSHHE, OTHETYINHTENH HAXOAATCS B YCTAHOBIEHHBIX MecTax. Ilpw
OKOHYAHHH CPOKa JKCILTyaTalliH OTHETYIIMTENA COOOIMTE JIMILY, OTBETCTBEHHOMY 3@ IOXKApHYIO
GesomacHOCTh B 06pa3oBaTeNbHOM OpraHW3al|W, IS Tocieayiomel nepesapsaku. Y6emuTses B
YCTaHOBKE Nepe3apsKeHHONO OTHETYIHTENS.

5.5. Ilposetputh nomemenne paGodero kaGuHETa cekperaps yueGHOM 4acTH 0Gpa3oBaTEIBHOM
OpraHM3alyH.

5.6. IIpokOHTpPOIMpPOBATE NPOBE/ICHHE BIAKHOH yGOPKH, a Takke BEIHOC MyCOpa W3 MOMEIICHHS.
5.7. 3aKphITh OKHa W MKa(bl, BEIMBITH PYKH ¢ MBUIOM, TIEPEKPHITH BOJLY H BBIKIIFOYHTH CBET.

5.8. CoobmuTh HEMOCPENCTBEHHOMY PYKOBOMMTENIO O HENOCTATKaX, BIHAIONIAX Ha GE30macHOCTh
TPYZa H noxapHyio 6€30nacHOCTh, 06HAPYKEHHBIX BO BpeMs TPYAOBOH JEATELHOCTH.

5.9. CoobmmTe cnenMamHcTy IO OXpaHe TPyAa O HEJOCTaTKax (IpH HaIH4MH) B 0OGeCreYeHHH
Ge3onacHeIX ycoBHH Tpyna Ha paboyeM MeCTe, OXpaHhbl 310POBbA.

5.10. TIpu OTCYTCTBHM HEIOCTATKOB 3aKPHITH IOMEIIeHHe KabuHeTa cexperaps yueGHOM YacTH Ha
KJTIOY.
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