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NMEePBUYHOI0 HHCTPYKTAKA 110
oXpaHe Tpy/Jaa Ha padoyem mecTe
neqonpoussoaurtessi B MBJ10Y
«Jlerckuu capa c. Taraii-Xyrop»

1. O01muMe moJIoKeHus

1.1. Hacrosimas mnporpaMma NEPBUYHOTO HUHCTPYKTa)ka IO OXpaHE TpyJa Ha
paboueM MecTe cekpeTaps M JeJONPOM3BOJAUTENs pa3paboTaHa B COOTBETCTBHH C
[TocranoBnenuem IlpaButensctBa PO ot 24.12.2021 Ne 2464 "O nopsiake oOydeHus 1o
OXpaHe TpyJa U IPOBEPKH 3HAHUSA TPEOOBAHMI OXpaHbl TpyAa', BCTYNMBIIEM B CHITy C |
ceHTsi0pa 2022 roxpa; pasznenom X «Oxpana Tpyna» TpynoBoro koaekca Poccuiickoi
®epneparuu ot 30.12.2001r Ne 197-D3 ¢ n3sMeHEHUAMH, BCTYIUBIIUMH B CHILY C 25 UIOJA
2022 rona; ¢ yuetom IloctaHoBieHuid ['1aBHOro rocyaapCTBEHHOIO CAHMTAPHOI'O Bpada
P® ot 28.09.2020r Ne 28 «O06 yrBepxkaenuu CII 2.4.3648-20 «CanurtapHo-
AMUAEMHUOJIOTUYECKHE TPeOOBAaHUS K OpPraHM3alisiM BOCIIUTAHUS U OOy4YEHUSs, OTAbIXa U
03710poBJIeHHs eTer u Mojoaexu» U oT 28.01.2021 Ne 2 «O6 yrBepxkaenun CanlluH
1.2.3685-21 «['urnennueckre HOPMATUBHI U TPEOOBAHMS K OOECIICUCHHUIO O€30MaCHOCTH U
(unn) Oe3BpPEMHOCTH I YeloBeKa (PaKTOpOB Cpellbl OOMTaHUS» U WHBIX HOPMATHUBHBIX
MPABOBBIX AKTOB MO OXpaHE TPy/a.

1.2. TaHHast mporpaMMa COCTaBJI€Ha JJis MPOBEACHUS MEPBUYHOTO MHCTPYKTAaXKa IO
OXpaHe Tpyaa Ha paboueM MeCTe C CEKpeTapeM W JeJonpou3BoauTeneM mkoisl, JIOY u
WHOM OpraHuM3alid B LENAX MNPEAyNpexAeHUs ¢ NPOPUIAKTUKH ONACHOCTEW,
MUHUMU3AIUU TTOBPEKJICHUS UX 3I0POBbS U MPEIOTBpAIICHUS aBapUUHBIX CUTyalluid Ha
pabouem mecTe.

1.3. [Iporpamma ompenensier coAep’KaHue MEPBUYHOIO MHCTPYKTaXKa IO OXpaHe
Tpyla Ha paboyeM MecTe cekpeTaps (IeJONpOU3BOAUTENA), KOTOPBIM BKIIIOYAET
uH(OpMUpPOBaHKE 00 OpraHU3allMi OXPaHbl TPyAa Ha padodyeM MecTe, OOLIUX CBEICHUSIX
00 YyCIOBUAX TpyJAa, MOPSAKE MOJATOTOBKH K paboTe U €€ OKOHYAHWUU, O3HAKOMIICHHUE C
Oe3omacHbIMU TNpueMaMu (MeTolaMu) pabOThl M MHCTPYKIMAMH IO OXpaHEe TpyAa IO
JOJDKHOCTH U paboueMy MeCTy, MOPSIIKOM JCHCTBUN NMPU BO3HUKHOBEHHHM aBapUNHBIX
CUTyallnii Ha paboyeM MecTe.

1.4. TlpoBeneHue TEPBUYHOIO HMHCTPYyKTaxka Ha paboyeM MecTe SBISEeTCA
npOPMIIAKTUYECKUM  MEpPOINPHUSATHEM TIO0  OXpaHe TpyJAa, HANpaBICHHBIM  Ha
NPENIOTBPAICHUE CIy4yaeB IPOU3BOACTBEHHOIO TpaBMaTu3Ma U Npo(hecCHOHATbHBIX



3a00JIeBaHUM, CHIDKEHUE UX TOCJIEACTBUN U SBISIETCS CIEHUATU3UPOBAHHBIM MPOLIECCOM
IIOJIyYEHHUsI 3HAHUM, YMEHUHN U HABBIKOB.

1.5. IlepBuuHBIM MHCTPYKTaX IO OXpaHe TpyJa IPOBOAMTCS N0 Hadaia
CaMOCTOATEIBHOM pabOThI, @ TAKKE JJIS JUL, IPOXOJAIINX MPOU3BOACTBEHHYIO ITPAKTHUKY.

1.6. J[omyckaercsi OCBOOOXKIEHHE OTACJIBHBIX KAaTEropuil pabOTHUKOB OT
MPOXOXKJIEHUS MEPBUYHOIO MHCTPYKTa)Xka B Cllydae, €Clid MX TPYJOBas AEATEIbHOCTh
CBsI3aHa C OMACHOCTHIO, UCTOYHMKAMU KOTOPOH SBIISIFOTCS MEPCOHAJIbHBIE KOMITbIOTEPHI,
anmnaparbl KOMUPOBAJIbHO-MHOKUTEIBHOM TEXHUKA HACTOJBHOIO THMA, E€AMHUYHbBIC
CTal[MOHAPHBIE KOIMPOBAIBHO-MHOKUTEIIBHBIE AIlIapaThl, UCIIOIb3yEMBIE IEPUOIUIECKU
JUIS HYXJ IIKOJbl, WHas oO(QuCHas OpITEXHUKA, a TakxkKe ObITOBash TEXHUKA, HE
UCIIOJIb3yeMasi B TEXHOJOTHYECKOM IPOLECCe, U IPU 3TOM JPYIME€ UCTOYHHMKHU OIACHOCTH
OTCYTCTBYIOT, @ YCIIOBHA TpyJa IO PE3yJbTaTaM IPOBEAECHUS CIELHAJbHON OLIEHKU
ycnoBult Tpyaa (COYT) sSBAAOTCA ONTUMAIBHBIMU WM 10Ty CTUMBIMH.

1.7. Tlepeuenr mnpodeccuii W TODKHOCTEH pPaOOTHUKOB, OCBOOOXKJICHHBIX OT
NPOXOXKJIEHUA IEPBHUYHOIO HMHCTPYKTaXa MO OXpaHe TpyJda, yTBEpKIaercs
PYKOBOJIUTEIIEM.

1.8. IlepBuuHbBId MHCTPYKTaX MO OXpaHE Tpyda Ha paboyeM MecTe CeKperaps U
JEJIONPOU3BOAUTENS B IIKOJE, JETCKOM Ccaly WM HHOM YUYPEXKJIECHUU MPOBOJIUTCA
HEMOCPEJICTBEHHBIM  PYKOBOJAMTENIEM - 3aMECTUTENIEM  PYKOBOJAMTENS IO
aJIMUHUCTPATUBHO-XO35IMCTBEHHOM YacTU W YYMUTBIBA€T YCIOBHUS TpyJa paOOTHHKA,
BO3/ICMCTBYIOLIME BpEIHbIE U (WIM) OMACHBIE MPOU3BOJCTBEHHBIE (PAKTOPHI, HCTOUHUKU
OMAaCHOCTH, YycTaHoOBJeHHble Mo pesynbrataM COVYT u oneHku mnpodeccrnoHalbHbIX
PHUCKOB.

1.9. JlaHHBII TEPBUYHBIA WHCTPYKT@X Ha paboyeM MecTe cekperaps,
JIEJIONPOU3BOAUTENST 3aKaHUMBAETCSI IMPOBEPKON 3HAHMA TpeOOBaHMI OXpaHbl TpyJa.
[IpoBenenne MHCTpyKTaka OGOPMISETCS B KypHAJIEe PETUCTpPAllMd HHCTPYKTaXKa IO
OXpaHe TpyJAa Ha paboyeM MecTe

2. TemaTnyeckuii NJIaH NEPBUYHOT0 HHCTPYKTAKA MO OXpPaHe TPyAa HA
padouemM mecTe cekpeTraps (1eJ10MpPoOU3BOANTE/IA)

Ne Conep:xanuenporpamMmmbl O0bem, MUH
n/n
| Opranuzainus OXpaHbl Tpy/ia Ha pabodyeM MecTe 10 mun
2 OO6mue cBeneHust 00 yCIOBUAX Tpyaa paboTHuka | 15 muH
aJMUHUCTPALINI
3 [Tops1OKIIOATOTOBKH K paboTe 10 mun
4 be3omnacHble puemMbl 1 METOBI PAOOTHI 15 mun
aJMUHUCTPATUBHOTO MEepCOoHaa
5 [TopsimokokOHUaHUSIPAOOTHI S MuH
6 ABapuiinbie CUTYyallWH, KOTOpBIE MoryT | 10 mun
BO3HUKHYTh Ha pabouyeM MecTe
7 OkazaHuenepBOMIIOMOIIH 10 mun
8 O3HakOMJIEHHE C MHCTPYKLUMSIMU IO OXpaHe TpyJaa | 15 mun




0 JIOJDKHOCTH M pabodeMy MecTy

Hroro 1 gac 30 MmuH

3. Opranu3anusi OXpaHbl TPyJAa Ha pado4yeM mMecTe

3.1. PabGouee momemeHne cekperaps (IEIONMPOM3BOAUTENS) - TMpPUEMHAs
pykoBoautens (paboumii kaOMHET) MPOBEPEHO AaJMHUHUCTPALMEH, CHEIHATUCTOM IIO
OXpaHe TpyJaa, JHUIOM, OTBETCTBEHHBIM 3a OO€CIEeYEeHHE MOKapHOM O€30MacHOCTU U
COOTBETCTBYET HOPMaM U TPEOOBAHMSIM OXpaHbl TPYJIa U MOKAPHOI 0€30MaCHOCTH.

3.2. MeGenb npoBepeHa Ha Oe3omacHOCTh. CToJ, mKapbl HAXOAATCS B UCIPABHOM
COCTOSIHUU.

3.3. IlepcoHanbHbIi KOMITbIOTEP (HOYTOYK) U MHAsI OprTeXHUKA (IPUHTEP, KCEPOKC)
IpOBEepeHa Ha O€30MaCHOCTh U 3aHYJICHA.

34. B nomemeHuH HUMEIOTCA TEPBUYHBIE  CPEACTBA  MOXKAPOTYIIEHUS
(orHerymurenw) U anredyka nepBod nomouu. lloxkapHas curHanu3anus HaxoJIsATCS B
paboveM COCTOSIHUM.

3.5. B kabunere cekperaps (ACIONPOU3ZBOAMTENS) HMEIOTCS HEOOXOIUMbIC
HOpPMATHBHBIE IOKYMEHTHI M MHCTPYKIUHU MO OXpaHe Tpyda U MOKapHOH OEe30MacHOCTH,
PYKOBOJICTBA IO MCIOJIb30BAHUIO M AKCILTyaTallMM NEPCOHAJIBHOIO KOMIBIOTEPA U MHOU
OpPI'TEXHUKH.

3.6. llomemeHne WMEET €CTECTBEHHOE W HMCKYCCTBEHHOE  OCBEILICHME,
MPETYCMOTPEHO OCYILECTBIEHUE CKBO3ZHOTO MPOBETPUBAHUA.

3.7. TlepcoHanbHBIM KOMIBIOTEp W HWHAs OPITEXHUKA HAXOATCS Ha JOMYCTUMOM
PAcCCTOSIHUU OT OTONUTENbHON CUCTEMBI.

3.8. Ha BuaHOM MecTe B NMOMEIIEHMM Pa3MEUIEH YTOJOK IO OXpaHe Tpyjaa, Tae
MPEICTaBIIEHbl MHCTPYKIMU IO 0e30macHoil paboTe ¢ MmepCoOHaIbHBIM KOMIIBIOTEPOM U
MHOW OPITEXHUKOMH, MpaBUIaMU MTOBEACHUS B KaOMHETe cekpeTapst (IeI0IpOU3BOIUTENS).

3.9. TpeboBaHus K pa3MEIIEHUIO IOKYMEHTAIIUN, KOMITBIOTEPA U MHOM OPITEXHUKH

3.9.1. Cucrema npaBUIBHOIO M PANUOHAIBHOTO PAa3MEIICHUSI W XpaHEHUs
JIOKYMEHTAIlUU CEeKpeTapsi U JAEJIONPOU3BOUTENS TOJKHA 00ecIeuynBaTh €€ COXPAHHOCTh
U DKOHOMHUTH BpeMsi paOOTHHKA Ha €€ NOUCK. OCHOBHOM NPHHIMI pa3sMEUICHUS |
XpaHEHMsI TOKYMEHTALUU - IO HOMEHKJIaType JI€M, C Y4€TOM UX YaCTOThI UCIIOIb30BaHU.

3.9.2. Jluunble nena W Jpyrue JAOKYMEHTHI, Tpelyrolue ocoOOM 3alluThI,
pa3MeIalTCs U XPaHATCS B CEKIIMOHHOM 3aKpPbIBAIOIIEMCS Ha KJIIOY KAy .

3.9.3. KommneroTepHoe 000py10BaHUE U OPTTEXHUKA JOJDKHBI HAXOJIUTHCS BAAIA OT
OTONMUTENBHOM CHUCTEMBI, JOHKHO MPHUCYTCTBOBATH ECTECTBEHHOE M MCKYCCTBEHHOE
OCBEIIICHHUE.

3.9.4. Pabouuii cTON clieayeT pa3Mellarh Tak, 4T00bl MOHUTOP ObLI OPHUEHTHPOBAH
OOKOBOW CTOPOHOM K CBETOBBIM IIpOE€MaM, UYTOOBI €CTECTBEHHBIM CBET majall
IPEUMYIIECTBEHHO ciieBa. OcCBellleHHEe He JOJDKHO CO3/1aBaTh OJMKOB Ha MOBEPXHOCTH
’KpaHa MOHUTOPA.

3.9.5. OxoHHBIE NPOEMBI B IOMELICHUAX, T[JE€ HCIOJIb3YIOTCA I[EPCOHAIbHBIC
KOMIBIOTEPHI, JOJDKHBI OBITb OOOpPYJOBaHBI CBETOPETYIHPYEMBIMU YCTPOMCTBAMHU
(kauro3n).



3.9.6. [Inomans Ha ogHO pabouee MECTO C MEePCOHATBHBIM KOMITBIOTEPOM JTOJKHA
COCTaBJIATH HE MeHee 4,5 M2.

3.9.7. Opranuzanus padoyero MecTa CEeKpeTaps WIW JEJIONPOU3BOAUTENS IpU
MCIIOJIb30BAaHUU KOMITBIOTEpPA JOJKHA 00ECIEUMBATh 3pUTEIbHYIO AUCTAHIIMIO A0 SKpaHa
He MeHee 50 cm.

3.9.8. MunuMainibHas TUaroHaJIb MOHUTOPA JTOJKHA COCTABJIATH:

JJISI MOHUTOPA MEPCOHAIBHOTO KOMITbIOTEpa U HOYTOyKa - He MeHee 39,6 cm (15,6
JIIOWMOB);

1 HOyTOyka pgomyckaercs 35,6 cm (14 mgroiiMoB) Tpu yBEIMYEHUH pa3Mepa
mpudTa TeKCTa Ha 2 MyHKTA.

3.9.9. MHOroQyHKIIMOHAJIBHOE YCTPOMCTBO WJIM TPHUHTEP, KCEPOKC CIEAyeT
pasMemiarth Kak MOXKHO Jajbllle, Tak Kak Npu paboTe C HUMH OCYIIECTBISETCS
MOBBIIIEHHOE BO3JIEUCTBUE AJIEKTPOMATCHUTHOIO IMOJS, a MNpPH HArpeBaHUU MOPOIIKA
TOHEpa BBIJCIISIIOTCS BPEIHbIC JJIsI OpraHu3Ma BellecTBa. PekoMeHayeTcst aiid KCcepokca
UCIIOIB30BaTh  OTACJIbHOE TOMENIEHWE C HMCKYCCTBEHHOH  MPUTOYHO-BBITSHKHOM
BEHTUJISILIEN.

3.10. BpInonHss MOJKHOCTHBIE OOS3aHHOCTH, CEKPETapbh M ACJIONPOU3BOJUTEID
JIOJIKHBI BBITIOHATH CIIEYIOUIUE TPeOOBaHUS OXPaHbl TPYAa:

coO0aTh TpeOOBaHUSI OXPaHbl TPYyJAa, MOKAPHOU U 3JIEKTPOOE30MAaCHOCTH MpHU
BBINIOJIHEHUU PaboT;

coOIr01aTh TpeOOBaHUS MMPOU3BOACTBEHHON CAaHUTAPUU, TTPaBUIa IMYHOU TUTHEHBL;

coJlepkaThb CcBoe pabouee MecTo, MeOesb, MEePCOHAIBbHBIA KOMIBIOTEp U HHYIO
OPITEXHUKY B UUCTOTE U MOPSAKE, OEPEKHO OTHOCUTHCS K UMYIIIECTBY;

coOMoaTh TpPeOOBaHMS MO OHKCIUTyaTalli W 0€30MacHOCTH TMpu  pabdore ¢
MIEPCOHAIBHBIM KOMITBIOTEPOM U UHOM OPITEXHUKOM;

3a00TUTHCS O JTUYHON 0€30MaCHOCTH U JIMYHOM 370POBbE, a TaKkKe 0 OE30MaCHOCTH
OKPYAIOIKX B IPOLECCE BBIIIOJIHEHUS padoT;

BBINIOJIHATH TOJIBKO Ty paboTy, KOTOpas OTHOCUTCA K JOJKHOCTHBIM OOS3aHHOCTSAM
cekpeTapst (IeJOoMpOU3BOAUTENA) U MOPYUYEHA HENOCPEICTBEHHBIM PYKOBOJIUTENEM, MPHU
CO3/IaHUH YCJIOBUI 0€30MaCHOI0 €€ BBIIIOJIHEHHUS,;

COO0IIATh HEMOCPEJACTBEHHOMY PYKOBOJUTENIO O JIO0OM CUTyalMH, YyrpoKaromen
KU3HU WM 370pPOBBIO PAOOTHUKOB M OOyYarOmUXCs, O KaXXIOM MPOHU3OIIEIIIEM
HECYACTHOM CITy4ac;

MIPUHUMATh MEPBI MO OKA3aHHIO MEPBOM MOMOILIY MOCTPAJABIINM U JOCTABKE UX B
MEIMIMHCKAN IIyHKT, BBI30BY CKOPOM MEIUIIMHCKON ITOMOILIH;

U3BEILaTh HEMOCPEJCTBEHHOIO PYKOBOAUTENS 00 YXYAIIEHUH COCTOSHUS CBOETO
3JI0pOBbBSI;

MPOXOJUTh B YCTAHOBJIICHHOM TMOPSAKE MEIUIUHCKHUE OCMOTPHI, OOyYEeHHE TIO
OXpaHe TpyJa U MOoKapHOH 0€30MacHOCTH;

IPOXOJUTh OOyYE€HHE U 3HATh IPUEMbI OKa3aHUs MEPBOM MOMOIIM IPU HECYACTHOM
clly4yae, MECTOPACIOJI0KEHHUE ANTEUKH;

3HAaTh CHOCOOBI MPEAOTBPALICHUSI ABAPUUHBIX CUTYalUW, MOPSAOK JECUCTBUI IpH
BO3HUMKHOBEHUHU TOXKAapa WIM WHOW YPE3BbIYANHON CUTyallUM W 3BaKyallM, CUTHAJIbI
OTIOBEILEHHUS O TIOKapE;

YMETbH MOJIb30BaThCA IEPBUYHBIMHU CPEICTBAMH IMOKAPOTYLICHHUS;



cobmoath [IpaBuia BHyTpEeHHETO TPYIOBOTO PACTIOPSIKA;

coOJII0IaTh YCTAHOBJIEHHBIE PEXHMBI TpyJa W BPEMEHHM OTIbIXa, TPYIOBYIO
JTUCITUTUTAHY

coOJII0IaTh MHCTPYKIIMU IO OXpaHe TpyAa NpU padoTe ¢ KOMIBIOTEPOM U HHOU
OPIrTEXHUKOM.

3.11. OOmiee pyKOBOJACTBO palbOTOMl MO OXpaHe TpyJa OCYLIECTBISCT
pykoBoauTeab. HemocpencTBeHHO pyKOBOACTBO pabOTOM MO OXpaHe TPYJa OCYIIECTBISET
CHEIMAIKNCT 0 OXpaHe TpyJa, paboToil Mo oO0ecrneyeHuIo MOKapHOM 0e30MacHOCTH —
JOJKHOCTHOE JIMII0, Ha KOTOPOE MPUKAa30M BO3JIOXKEHBI O0S3aHHOCTU MO 00ECIEeYEHUIO
MOKapHOI 0€30MaCHOCTH.

3.12. Cekperapb M JeJIONPOU3BOIUTEND JOJKHBI MMETh | KBaM(PUKAIMOHHYIO
TpynIy JIOMycKa Mo 3JIeKTPoOe30MacHOCTH.

4. O0mue cBeneHus 00 yCJOBHAX TPyaa cekpeTaps (1eJ10NpPOnu3BOANTEJIS)

4.1. PaGouum MecToM cekpeTapsi (JIeTONPOU3BOJIUTENS) SIBIAETCS MOMEIICHUE
NpUEMHON pykoBoauTenss (pabouuii KaOWMHET), pacmojioKeHHoe Ha 1 JTaxke u
000py1I0BaHHOE JOCTATOYHBIM U JJOMYCTUMBIM (COTJIACHO MPOEKTY) KOJIUYECTBOM MEOEIH,
[IEPCOHAIBHBIM KOMITBIOTEPOM U UHOM OPITEXHUKOM.

4.2. TlomelieHue NTPUEMHOM O0OECIEUEHO CTOJIOM U CTYJOM (Kpeciom) Juis
cekpeTaps (IeI0NpOU3BOIUTENS), TOMOIHUTEIbHBIM CTOJIOM JJIs Pa3MEIEHUsl IPUHTEPA,
KCEpOKCa, CTYJIbSIMHU JUIsl TIOCETUTENIEH, UMEIOTCS 3aKpbIBAIOLIMECS Ha KIIOY IIKadbl s
XPaHEHHUsI JTUYHBIX JI€]1 U MHOW JOKYMEHTALMU COINIACHO HOMEHKJIATypaMm e CeKpeTaps,
JEJIOITPOU3BOAUTEIIS.

4.3. PaGouee MecTO cekpeTapsi, JSIONPOU3BOAUTENS OCHAIICHO NEPCOHATBHBIM
KOMITBIOTEpOM  (HOYTOyKOM), a TakXke TMPUHTEPOM U KcepokcoM win MODY
(MHOTO(YHKIIMOHATIBHBIM YCTPOMCTBOM).

4.4. B kabuHeTe UMEETCsl CTallMOHApHAs TeNe(POHHAS CBSA3b.

4.5. Cekperapb OCYIIECTBJISIET BBIIIOJHEHUE TEXHUYECKUX (YHKIUU 10
00€eCleyeHu0 U O0OCIyXKMBAaHUIO pabOThl PYKOBOAMUTEINS, BEICHUE JTOKyMEHTAIUU
cornacHo Homenknatype aen. Jlenonpou3BoauTeNb OCYIIECTBISAET JAOKYMEHTAIIMOHHOE
oOecrieyeHue JesTeNbHOCTH, BKIIOYAsi OpraHu3alio padoThl ¢ JOKYMEHTaMH, TEKYIIEro
ydeTa U XpaHEHUs JOKyMEHTOB, 00pabOTKU JeJ JUIsl TMOCIEIYIOIIEr0 XPAHEHUs, a TaKkKe
MH(POPMAILIMOHHO-CIIPABOYHOE 00CITY)KMBaHHE 10 IOKYMEHTAM.

4.6. B pamkax OpraHu3allMOHHOM JEATENBHOCTH INPUHUMAKOT ydacTHE B
COBEIIAHMIX (IJITAHEPKAax), MPOBOAMMBIX HEIOCPEICTBEHHBIM pPYKOBOIUTEIEM, B
KCEpOKOIMPOBAHUY MATEPUAJIOB I COBELIAHUI NPU PYKOBOJIUTENE, CEMUHAPOB.

4.7. ns opraHu3alyy MUTAHUS CEKpPETaps U JEIONPOU3BOIUTENS MPEAYCMOTPEHA
CTOJIOBAsI.

4.8. B mpuemMHOIl mpeaycMOTpeHa OYyTWIMPOBAHHAS MUTHEBAs BOAA, UMEKOTCS
KOMHATHBIE PaCTEHUs, KOTOPbIE pPa3MELIEHbl Ha CTOMKAxX U MOJCTaBKaX.

4.9. OnacHble U (WIKM) BpEAHbIE MPOU3BOJICTBEHHbIE (PAKTOPHI, KOTOPHIE MOTYT
BO3JIEHCTBOBATH B MpOIECCE padOThI HA CEKpeTaps U AeTONPOU3BOIUTENS, OTCYTCTBYIOT.

4.10. Ilepeuenpb npodeccuoOHANTBHBIX PUCKOB U OMACHOCTEHN IpH paboTe cekpeTapem

(10T POU3BOIUTEIIEM ):



HapyIIEeHUEe OCTPOTHI 3PEHHUS MTPU HEJOCTATOUHOM OCBEIIEHHOCTH pab0yero Mecra;

3pUTENHHOEC YTOMIIGHHE TP JJIMTENbHOM paboTe ¢ JOKYMEHTaMH, Ha
NEPCOHATILHOM KOMITBIOTEPE (HOYTOYKE);

MOpaXXEHUE  DJIEKTPUYECKUM  TOKOM  IPU  HMCIOJIb30BAHMM  HEUCIPaBHBIX
AIEKTPUUECKUX PO3ETOK W BBIKIIOYATENEH, 3JIEKTPONpPUOOPOB M IIHYPOB NUTAHUS C
MOBPEXKICHHON U30JISIIUEN, TP OTCYTCTBUM 3a3€MJICHUS / 3aHYJICHUS;

CHI)KEHME  OOIIEro  MMMYHHOTO  COCTOSIHMSI ~ OpraHM3Ma  BCIIEJICTBHE
MPOJIOJKUTEIBLHOTO BO3ACHCTBUS HAa PAOOTHUKA AJIEKTPOMATHUTHOTO W3IYUYEHHUS MpHU
paboTe ¢ OprTeXHUKOM;

CTaTUYECKUE HArpy3Kd NPH HE3HAUMUTEIHHOW O0OIIel MBIIMIEYHOW JBUTATEIbHOU
HarpyskKe;

TPaBMHUPOBAHUE BCIEJCTBUE HEOCTOPOXKHOTO OOpalleHusi C KaHIEIIPCKUMHU
MPUHAJJICKHOCTSIMU UJIW TIPU UCIIOJIB30BaHUU UX HE MO NPSIMOMY Ha3HAUYEHHUIO;

MOBBIIIEHHOE TICUX03MOILIMOHAIIbHOE HANIPSIKEHUE;

XUMUYECKUE BEIIECTBA, BXOJAIIME B COCTaB KPACOK, MOPOIIKOB KOMUPOBAIBHO-
MHOXUTEIbHONU TEXHUKHU.

4.11. Pexxum paboThl cekperaps (1eT0npOru3BOIUTENS):

4.11.1. Cekperapp W J€TONPOU3BOJIUTENIL 00s13aHBI COONIOJATH JEHCTBYIOIIUE
[IpaBuyia BHYTpPEHHEro TPYAOBOrO pacmopsiika u rpadukd padoThl, KOTOPHIMHU
IpeaycMaTpuBaeTCs: BpeMsi Hadalla M OKOHYAHMsS paboOThl, MepepbiBa AJid OTIbIXa U
MUTAHUS U APYTrHe BOMPOCHI UCIONIb30BaHUS PaO0OUYEro BpEMEHHU.

4.11.2. CexkpeTrapb U JIEIONPOU3BOJUTENb PabOTAIOT B PEKHUME HOPMHPOBAHHOTO
pabouero AHs 1o rpaduKy, cCOCTaBlIeHHOMY, ucxons u3 40-yacoBoi paboueil Hemenw,
YTBEPKJICHHOMY PYKOBOIMUTEIIEM I10 IIPEICTABIECHUIO HEMOCPEACTBEHHOTO PYKOBOIUTEIISL.

4.12. BbIMOIHAIOT CBOM JOKHOCTHBIE OOS3aHHOCTH IO PYKOBOJCTBOM
HEIMOCPEACTBEHHOTO PYKOBOJIUTENISA, BBIMIOJHAET MPHUKA3bl, PACHOPSHDKEHUS U HUHBIC
JIOKaJIbHbIC HOPMATHUBHBIC AKTHI.

4.13.  Cekperapro,  JACIONPOU3BOJMUTEN0  HE  TpeOyeTrcs  NpHUMEHEHHE
WHJIMBUAYJIbHBIX CPEICTB 3AIUTHI.

4.14. Ha pabouem MecTe ceKpeTapsi U IeJIONMPOU3BOIUTENSI KypEHHE 3alpPeleHO.

5. Ilopsiiok MOATOTOBKH K padoTte

5.1. BusyalbHO OIIGHUTh COCTOSHHUE BBIKIIOYATEJICH, BKJIIOYHTH ITOJTHOCTHIO
OCBEIIIEHHE B paboueM KabUHETe U yOeIUThCA B UCTIPABHOCTH AJIEKTPOOOOPYI0BAHNUS:

OCBETHUTEIIbHbIE TPUOOPHI JIOJDKHBI OBITh MCIPABHBI M HAJEKHO MOJBEIICHBI K
MOTOJIKY, UMETh IEJIOCTHYIO CBETOPACCEUBAIOILYI0 KOHCTPYKIIMIO U HE COJIEPIKATh CIIEIOB
3arpsI3HCHUN;

YpOBEHb HCKYCCTBEHHOU OCBEIICHHOCTHU B KaOuHeTe CeKpeTaps
(memonpou3BOIUTENS) JOJKEH COCTaBIAThL HE MeHee 300 Jitokc;

KOMMYTAITMOHHBICE KOPOOKH JIOJDKHBI OBITh  3aKPBITHI  KPBIIIIKAMH, KOpPITyca
BBIKJTIOUATEICH M PO3ETOK HE JIOJDKHBI MMETh TPEIIMH M CKOJIOB, a TAKXKE OTOJICHHBIX
KOHTAaKTOB.

5.2. IlpoBepuTh OKHA HA HATMYWE TPEIIMH U HHOE HAPYIICHUE IIEIIOCTHOCTH CTEKOJI,
IIEJIOCTHOCTh 3aMKOB Ha IKadax, ceiide.



5.3. YoeauThbcs B CBOOOTHOCTH BBIXO/1a M3 KaOMHETA, ITPOXOIOB.

5.4. Y10CTOBEpUTHCS B HAJTMYUU MEPBUYHBIX CPEJICTB MOXKAPOTYIICHHS, CPOKA UX
MPUTOJIHOCTU U IOCTYITHOCTH.

5.5. Y6eautncs B 6€30MaCHOCTH CBOETO paboYyero Mecra:

MPOBEPUTH MeOEIb Ha MPEMET €€ YCTOMYMBOCTH U UCTIPABHOCTH;

MPOBEPUTH IJIOTHOCTh TOJABEJCHUS IIHYPOB MUTAHUS K CHUCTEMHOMY OJIOKY H
MOHUTOPY, OPTTEXHUKE, HE JOMYCKATh NMEPEIUICTCHHS IITHYPOB MUTAHUS;

MPOBEPUTh  MPABWIBLHOE  PACIOJIOKEHHE  MOHHUTOpa, CHUCTEMHOro  OJioKa,
KJIABUATYPbI, MBIIIIH;

yOeIUThCs B OTCYTCTBMU IMOCTOPOHHHUX MPEAMETOB HAa MOHHUTOPE M CHCTEMHOM
0JI0Ke KOMITbIOTEPA, UHON OPTTEXHUKE;

yOeIuTbCcs B YCTOWYMBOCTH HAXOJSAIIUXCS B CrPYIIIUPOBAHHOM TIOJIOKCHHUH
pabouYnxX JOKYMEHTOB, MAIMOK.

5.6. IlpoBecTn OCMOTp CaHHTApPHOTO COCTOSHHS KaOuHeTa. ParmoHanbHO
OpraHM30BaTh CBOE pabouee MeCTO, MPUBECTHU €ro B MOpsioK. OCyIleCTBUTh MOATOTOBKY
HEOOXOMMOM JOKYyMEHTaluu K padore, yOpaTh MOCTOPOHHUE MPEAMETHI U BCE, UTO
MOXET CO3/1aTh JIOMOJIHUTEIHHYIO OMTACHOCTb.

5.7. llpoBepuTb HamWyue B JOCTATOYHOM KOJIMYECTBE U  HUCHPABHOCTH
KaHIEISIPCKUX  TMPUHAIJICKHOCTEH,  HEOOXOAUMBIX i1 paboThl  cekpeTaps
(1eI0nPOU3BOIUTEIISA).

5.8. [lpousBecT CKBO3HOE IMPOBETPUBAHHE IMOMENICHUS, OTKPHIB OKHA U JIBEPH.
OKHa B OTKPBITOM IOJIOKEHUU (PUKCUPOBATH KPIOUKAMU MIIM OTPAHUYUTEISIMHU.

5.9. IlpoBectu mpoBepKy pabdOTOCIMOCOOHOCTH MEPCOHAIBHOIO KOMIIBIOTEPA
(HOYyTOYKa), YIOCTOBEPUTHCS B TMOJHOW HCIPABHOCTU OPTTEXHUKHU (MIPUHTEP, KCEPOKC U
zp.).

5.10. Yb6enutbcsi B OTCYTCTBHHM 3aCBETOK, CBETOBBIX OTPAKECHHM W OJWKOB Ha
sKkpaHe MoHuUTOpa. IIpr HEOOXOAMMOCTH MPOBECTH PETYIUPOBKY MOHUTOPA, MPOTEPEThH
AKpaH C MOMOUIBIO CHEIUATBHBIX CAI(PETOK.

5.11. Ilpucrynars k paboTe pa3peniaeTcsi Mocjae BBIMOJHEHUS MOJTOTOBUTEIbHBIX
MEpONPUSATUNA U YCTPaHEHUS BCEX HEJOCTATKOB U HEUCIIPABHOCTEH.

6. besonacHble NpueMbl U METOAbI PadoThI ceKpeTaps (1eJ10MPOU3BONTEIA)

6.1. Bo Bpemsi paOoTBl CEKpeTapr0 MU JEIONPOU3BOIUTENIO CIEAYET COOI0aTh
NOpSAZIOK B KaOMHETE, HE 3arpoMOXKJaTh CBOE pabouee MECTO, BBIXOAbI M MOJIXOJIbI K
NEPBUYHBIM  CPEACTBAM  IOKAPOTYLIEHUS JIOKYMEHTaMM, NAKaMM W JPYTUMU
NOCTOPOHHUMH MPEIMETAMHU.

6.2. B mporiecce paboThl cO0IIOAaTh CAHUTAPHO-TUTHECHUYECKUE HOPMBI U TIPaBHIIA
JIMYHOW TUTHECHBI.

6.3. He BBINONHATH OEHCTBUN, KOTOPBIE MOTEHLIHAIBHO CIIOCOOHBI MPUBECTU K
HECYaCTHOMY  cllydyaro (KauaHhe Ha  CTyJle, pa3MaxuBaHUE  KaHUEISIPCKUMU
NPUHAIICKHOCTSIMU U T.I1.).

6.4. IlepcoHanbHbIl KOMIBIOTEP (HOYTOYK) M WHYIO OPITEXHUKY HCIIOIb30BATh
TOJIBKO B MCIIPABHOM COCTOSIHUM U B COOTBETCTBMM C MHCTPYKIMEH IO SKCIUTyaTalluu U
(W) TEXHUYECKUM MMacCTIOPTOM.



6.5. BBINOJIHATE MEPONPUATHUS, TPEAOTBPALIAIOLIIME HEPABHOMEPHOCTD OCBEILEHUS
U TOsIBJIEHUE OJIMKOB Ha SKpaHE MOHUTOPA.

6.6. PerynupoBaTb MOHUTOpP B COOTBETCTBHM C paboueil IMO030i, Tak Kak
panMoHalibHasE paboyas 1M03a CIOCOOCTBYET YMEHBIIEHUIO YTOMIISIEMOCTH B IPOLECCE
pabotel. KoHcTpykius pabodero kpecia JOJKHA MO3BOJIATH M3MEHSATh MO3Y C LEJbIO
CHI)KEHMSI CTaTUYECKOTO HAMNPSKEHUS MBI [IEHHO-TUIEYEeBOM O0JIACTH M CIUHBI IS
NpeayNpexIeHUs Pa3BUTUS YTOMIICHUS.

6.7. Bo BpeMsi pabOThl ClIEeIUTh 32 UCIPABHOCTHIO MEPCOHAIBHOIO KOMIIbIOTEPA U
WHOW OPTTEXHUKHU.

6.8. IIpu AnUTETLHOM OTCYTCTBUU Ha pabO4YeM MECTE OTKIIIOYaTh OT AJIEKTPOCETH
CpeACTBa OPITEXHUKH 3@ HCKIIOYEHHEM OOOpYyAOBaHUS, OMNPEIACIEHHOTO  JUif
KPYTJIOCYTOYHOU PabOTHI.

6.9. KiaBuatypy M MblIlIb €XEJHEBHO J€3WH(ULIMPOBATH B COOTBETCTBUU C
PEKOMEHIAIUSIMU TIPOU3BOAUTENS JTMOO C HUCIOJIB30BAHUEM PACTBOPOB WM cal(heTOK Ha
CIIUPTOBOI OCHOBE, cojiepxkamux He Menee 70% cnupra.

6.10. Bo u3bexxaHue TpaBMUPOBAHMS PYK IPHU MPOIIMBKE JOKYMEHTOB COOJIOIAThH
OCTOPOKHOCTh MPU PadbOTE C UTOJKOH, IIUIIOM, HOKHULIAMHU.

6.11. IIpu HegOCTaTOUHOM OCBEIIEHHOCTH pabOYero mMecra i JOMOJHUTEIBHOTO
€ro OCBEIICHHS UCIOJIb30BaTh HACTOJIBHYIO JIAMITY.

6.12. He ucnosib3oBaTh B NOMEIIEHUHM MEPEHOCHBIE OTOIMUTEIbHBIE MPUOOPHI C
MH(PaKPACHBIM U3IIYYCHHEM, a TAK)KE KUTSATUIBHUKH, TUIMTKU U HE CepTUDUIIMPOBAHHbBIE
YUIMHUTENH.

6.13. Ilpu mnurenbHON paboTe C JTOKYMEHTaMH, 32 KOMIBIOTEPOM (HOYTOYKOM) ¢
LENbI0 CHWKEHUS YTOMIJIEHMSI 3PHUTEJIBHOIO aHAIM3aTOpa, NPEIOTBPAILECHMS pPa3BUTHS
MO3HOTOHUYECKOTO yTOMJICHUSI uepe3 Jac paldoThl aenath mepepsiB HAa 10-15 MuHyT, BO
BpeMsI KOTOPOTO CJIEAYET BBIMOJHATh KOMIUIEKC yHpPaXXHEHUH JUIs Tia3, (U3KYJIbTypHBIE
nay3bl.

6.14. Jlna nmopnepxaHusi 3I0pOBOIO0 MHUKpPOKJIMMAara 4epe3 Kaxzable 2 4 padoThl
IIPOBETPUBATH PAOOUYMI KaOMHET (IPUEMHYIO), IPU 3TOM OKHa (PUKCHUPOBATh B OTKPHITOM
MOJIOXKEHUU ~ KpPIOYKaMM  WJIWM  orpaHuuurensiMd.  Ilocine  MmpoaoKUTENbHOTO
KCEpOKOMUPOBAHUS IIPOBETPUTH OMEIIICHHE.

6.15. Ilpu ucCnosb30BaHUM OPTTEXHUKHA M HHBIX 3JEKTPONPUOOPOB CEKpETapio U
JETONPOU3BOAUTENIO 3aIIPEIIAETCS:

BKJIFOYATh B 3JIEKTPOCETh M OTKIIIOYATh OT HEE MEPCOHAIBHBIN KOMIIBIOTEP U UHBIC
AIIEKTPONPUOOPHI MOKPBIMU PYKAMU;

JIOITyCKaTh MOMaJaHusl BJIark Ha OBEPXHOCTU UCHOJIb3yEMbIX 3JIEKTPOIPHUOOPOB;

IPENATCTBOBATh TEXHOJOTMYECKUM MpolieccaM paboThl OPITEXHUKU;

JI0CTaBaTh 3aMATYyl0 OyMary U3 TMpHUHTEpAa M KCEpoKca MPHU BKIIOYEHHOM
AIIEKTPOIUTAHUY;

OTKpPbIBaThb M MPOU3BOAUTH YUCTKY IPUHTEpPA WIM KCEPOKCA NPH BKIHOYEHHOM
AIIEKTPOINUTAHUY;

BBITNIOJIHATDH BBIKJIFOUEHHE PHIBKOM 32 LIHYP MUTAHUS;

pa3Melarh Ha AJIEKTPONpUOOpax BEIIH;

NepeIBUTraTh BKIOYEHHBIE B 3JIEKTPUUYECKYIO CETh AIEKTPOIPUOOPHI;

paz0OupaTh BKIIIOUEHHBIE B JIEKTPOCETH IEKTPOIPUOOPHI;



MIPUKACATHCS K IIHYPaM IMUTAHUSI C TIOBPEKICHHON U30JISILIAEH;

cru0aTh W 3amEeMIISITh ITHYPhI TUTAHMUSI.

6.16. B nemnsix coOroaeHns MpaBuil TUYHON TUTHEHBI U STTHEMUOIOTHIECKIX HOPM
CeKpeTaph (IeI0MPOU3BOAUTEND) TOKEH:

OCTaBJIATh BEPXHIOIO OJICXKAY B IPEAHA3HAYEHHBIX JJIS 3TOT0 MECTaX;

MBITh ~PYKH C  MBUIOM, HCIOJNb30BaTh  KOXKHBIE  AHTUCENTHUKU  IOCIHE
CONPUKOCHOBEHHUS C 3arpsS3HEHHbIMU MpeJIMETaMH, Mepe] HayajioM padoThl, MOcCie
MOCEIEeHUs TyaseTa, nepe MPUeMOM MUIIU U 10 OKOHYaHUU PaOOThI;

HE JIONYCKaTh MpUeMa MUIIM Ha paboyeM MecTe.

6.17. Bo Bpemsi paGoThl u30eraTh KOH(MIUKTHBIX CUTyallud, KOTOPHIE MOTYT
BbI3BaTh HEPBHO-OMOILMOHAJILHOE HAIIPSDKEHUE U OTPA3UTHCS HA O€30IaCHOCTH TPY/a.

6.18. B nemsix obOecrieueHus: HEOOXOIMMOM €CTECTBEHHOM OCBEIIEHHOCTH KaOWHeTa
HE CTaBUTh Ha MOJOKOHHUKHM IBETHI, HE pacrojararb IafnKd, JIOKYMEHTbl W WHBIC
IIPEIMETBHI.

6.19. 3anpeniaercs Hapymarh TpeOOBaHUA NPOrPAMMBI IEPBUYHOIO MHCTPYKTAXKA
cekperaps  (IeIoNpOU3BOAUTENS), BBINOJHATH pabOTy, HAXOJsChb B  COCTOSHUU
QJIKOTOJIBHOTO OIbSIHEHUS JTMOO B COCTOSIHUH, BEI3BAHHOM NOTPEOJIEHUEM HAPKOTHYECKUX
CPEJICTB, ICUXOTPOIHBIX, TOKCUYECKUX WIH APYTHX OJYyPMaHUBAIOUINX BEIIECTB, & TAKXKE
pacnuBaTh COUPTHBIE HAUTKH, YNOTPEOISATh HAPKOTHUECKUE CPEACTBA, MCUXOTPOIHBIE,
TOKCUYECKHUE WM JAPYTHUE OJlypMaHHUBAIOIIME BEIIeCTBa HA paboueM MecTe WM B pabouee
BpEMsI.

7. IlopsiioKk OKOHYaHUA PAdOThI

7.1. Ilo oxoHUYaHMM pabOThl CEKpeTapr U JACTONPOU3BOAUTEIIO CIEAYET
BBIKJTIOYHUTD BCE AJIEKTPONPUOOPHI U OOECTOUUTH UX OTKIIOUECHUEM U3 3JICKTPOCETH.

7.2. BHUMaTENhbHO OCMOTPETh pabouee MECTO U TMOMEIIEHUE, MPUBECTH €ro B
nopsiiok. YOparb ¢ paboyero cTojla JOKYMEHTAIMIO, TMafnKdh, KaHUEISPCKUE
PUHAJIEKHOCTH B OTBEJICHHBIE /U1 XpAHEHHS MECTA.

7.3. YOparb pabouee MECTO OT HCIOJIb30BAaHHOM OyMmarv, MPOKOHTPOJIUPOBATH
BBIHOC CTOPAEMOI0 MyCcOpa U3 MOMEIIEHUS.

7.4. YnocToBepuThCA, UYTO TIOMEIIEHHE NPHUBEACHO B MOXKapoOe30macHoe
COCTOSIHME, OTHETYIIUTEIM HAXOASITCS B YCTAaHOBJICHHBIX MecTaXx M JAocTynHbl. [lpu
OKOHYAHHUU CPOKA JKCIUTyaTallud OTHETYUIUTENSI COOOIIUTH JIMILy, OTBETCTBEHHOMY 3a
NOKapHYI0 0€30MacCHOCTb, JUIsS MOCIIEYIOIIEH Mepe3apsIKH.

7.5. I[IpoBeTpUTh MOMEINICHHE, OTKPHIB TIPU ATOM OKHA U JABEPH, OKHA (PUKCUPOBATH
KPIOYKaMU WA OTPaHUYUTEIISIMU.

7.6. 3akppITb OKHAa M IIKa(bl, BHIMBITb PYKH C MBUIOM, HEPEKPHITh BOIY U
BBIKJTIOYHUTD CBET.

7.7. CooOLUTh HEMOCPEACTBEHHOMY PYKOBOJMTENIO O HEAOCTATKAX, BIUSIONIUX HA
0e30MacHOCTh TpyAa U MOXKapHYI O€30MacCHOCTh, OOHAPYEHHBIX BO BpPEMs TPYJIOBOM
NEeSATENbHOCTH.

7.8. Ilpu OTCYTCTBHM HEIOCTATKOB 3aKPBITh paOOUYMI KaOMHET Ha KITIOY.

8. ABapuiiHble CUTYallul, KOTOPbIe MOTYT BOSHUKHYTH Ha pa0o4eM MecTe



8.1. IlepeueHb OCHOBHBIX BO3MOXKHBIX ABAPUHHBIX CHUTyalUd, KOTOpPHIE MOTYT
BO3HMKHYTh Ha paboyeM MecTe CcekpeTaps (IeIONMpPOU3BOAMTENSA) W TPUUYUHBI HX
BBI3bIBAIOIIINE:

HEUCTIPABHOCTh  MEPCOHAJILHOTO  KOMIIBIOTEpAa W HHOM  OPITEXHUKH U
AIEKTPONPUOOPOB;

HEUCITPaBHOCTh MeOEn BCIAEACTBUE U3HOCA, IOPYH;

NOBPEXK/IeHUE YaitHO! (Ko(deiHOM) MoCy bl

MOKap, BO3rOopaHue, 3aJbIMJICHHE BCJIEACTBHE HEUCIPABHOCTU IEPCOHAIBHOIO
KOMITBIOTEPA U UHBIX 3JIEKTPONPUOOPOB, IIIHYPOB MUTAHUS;

IIPOPBIB CUCTEMbI OTOIICHHUS, BOJOCHA0KEHUS, KaHATIM3AIMK U3-3a U3HOCA TPYO.

8.2. ITpy BO3ZHMKHOBEHUM HEHUCHPABHOCTU B MEPCOHAIIBHOM KOMIIBIOTEPE U WHOU
OpPITEXHHKE U 3JeKTponpubope (IOCTOPOHHHUM IIyM, OLIyIEHHWEe MAEUCTBUS TOKa,
VCKpPEHNE, TOCTOPOHHMI IIyM, OLYIIEHHE 3anaxa TICOEN N30JISIIUN 3JIEKTPOIPOBOIKHN)
CllelyeT TPEKpaTUTh C HUM pPaboTy U O00ECTOUYHTh, COOOUIUTH HEMOCPEACTBEHHOMY
PYKOBOJIUTEII0 M MCIOJB30BATh TOJBKO IIOCJIE BBIINOJHEHUS PEMOHTAa W IOIYYEHUS
paspenieHusl.

8.3. [Ipu oOHapy>XeHUU HEUCIPABHOCTU MEOEIN MPEKPATUTh €€ MCIOJIb30BaHUE U
COOOIIUTH 00 ATOM HEMOCPEACTBEHHOMY PYKOBOAUTEIIO.

8.4. B cnyuae eciu pa3ounack yaitHas (kodeiHasi) mocyja, He COOUpaTh €€ OCKOJIKU
pyKaMu, UCIIOJIb30BaTh BEHUK U COBOK.

8.5. B cnydae mosiBleHUs 3abIMIICHUS WJIM BO3ropaHusi B pabodeM KaOuHeETe,
CeKpeTapb U Jenonpou3BoAuTenb Imkoibl, JOY U HHOro ydpexaeHusi o00s3aHbI
MPEKpaTUTh palOTy, BBIBECTH TMOCETUTENEH M3 KaOWHETa — OMAacHOW 30HBbI, BBI3BATH
noxxkapuyto oxpany mno tenedony 01 (101 — ¢ MoOUITBHOTO), OMOBECTUTH TOJIOCOM O
nokape u BpyuHnyto 3azaeiictBoBath AIIC (ecnu He cpaboTana), COOOUTUTH PYKOBOIUTEIIO.
[Ipu ycrmoBUM OTCYTCTBUSL Yrpo3bl JKU3HU M 3J0POBBIO JIIOJEH MPUHATH MEPHI K
JUKBUJALMM TOXapa B HayalbHOM CTaJWM C TOMOUIbIO TEPBUYHBIX CPEACTB
MOXKAPOTYILIECHHUS.

8.6. Ilpu aBapum (mpophiBE€) B CHUCTEME OTOIUICHHS, BOJOCHAOKEHUS WIH
KaHAJIM3alMi B KaOMHETE CleyeT BBIBECTU MOCETUTEEH M3 MOMEIIEHHUS] U COOOUIUTh O
MPOUCIIEIIEM HETIOCPEACTBEHHOMY PYKOBOIUTEIIO.

8.7. OrHerymMTeny, Kak MpaBUiIO, PacloJOKEHbl HAa BHJIHBIX MecTaxX BOJU3H OT
BBIXOJIa U3 MTOMEIICHHMS, Ha BbICOTE He Ooiiee 1,5 MeTpa 70 BepXa KOpIlyca OrHETYIIUTEINs
7100 B CHENMAIBHBIX MOJICTaBKaX M3 HETOPIOYMX MATEpUasOB, UCKIIOUYAIOIINUX TaJICHUE
WJIU ONPOKUIbIBAHUE.

8.8. IIpaBuna mpuMeHEHUS] OTHETYILIUTEIICH:

MOJAHECTH OTHETYIIUTEIb K oUary nosxapa (Bo3ropaHus);

copBaTh MWIOMOY;

BBIJICPHYTh YEKY 3a KOJIBLIO;

MyTEM HaXKaTHsl pbluara OTHETYIIUTEb MPUBOJIUTCS B ICUCTBUE, MPU ITOM CIEAYET
CTPYIO OTHETYLIAIIErO BEIIECTBA HAIPABUThH HA OYar BO3rOpaHusl.

8.9. O61mme peKkoMeHIaluK MO TYIIEHUIO OTHETYIITUTEIISIMHU:



IIPU TYUIEHUU MPOJUTHIX JIETKOBOCIUIAMEHSIOIMIMXCS W TOPHOYUX KUIAKOCTEU
TylIeHuE HEO0OXOJUMO HAauWHATh C MEpelHEd KPOMKH, HAmpaBlisfs CTPYIO MOPOINKa Ha
TOpSAILYIO IIOBEPXHOCTD, & HE HA IUIAMS;

TOPAIILYIO BEPTUKAIBHYIO TOBEPXHOCTH CJIEAYET TYLIUTh CHU3Y BBEPX;

HanOoJsee 3P(HEKTUBHO TYLIUTh HECKOIBKUMH OTHETYLIUTEISIMU TPYIION JIULL;

MIOCJIE UCIIOJIb30BAHUS OTHETYIIMTENS HEOOXOANMMO 3aMEHUTh €r0 HOBBIM, TOJIHBIM K
IIPUMEHEHMUIO.

9. Oka3anue nepBoi NOMOLIHU

9.1. B cnyuae mnoyy4eHUSI TpaBMbI CEKpeTapb (J1E€JIOMPOU3BOIUTEND) JIOJDKEH
no3BaTh Ha IMOMOLIb, OKa3aTb cebe TMepByl TIOMOIIb NpU €€ OTCYTCTBHH,
BOCIMOJIb30BABIINCh ANTEUKOM IEpPBOM MOMOIIM, NMPH HEOOXOJUMOCTH OOpaTUTHCS B
MEAIMYHKT WM BbI3BaTh CKOPYIO MEIULMHCKYI0 momouls no Tenedony 03 (103 — ¢
MOOMJIBHOT'0), IOCTaBUTh B U3BECTHOCTh HEMOCPEICTBEHHOIO PYKOBOAUTEIIS.

9.2. Ilpu nony4yeHUU TPaBMbl UHBIM PAOOTHUKOM MM OOY4YarOIIMMCS OKa3aTb €My
NEPBYI0 MOMOIb. BbI3BaTh MEIUUMHCKOrO paOOTHHKA WM, €CJIU 3TO JIOIMYCTHUMO,
TPaHCIOPTUPOBATh MOCTPAJABIIEIO0 B MEIUUMHCKHI KaOWHET, MpU HEOOXOJAMMOCTU
BBI3BaTh CKOPYI MEIUIMHCKYIO momompb 1o Tteinepony 03 (103 — ¢ MOOMIBHOTO),
COOOIIUTH HETIOCPEACTBEHHOMY PYKOBOJIUTEIIIO.

9.3. Ilpu oka3aHUM MEpPBON MOMOIIM U OOYUYEHHUIO NPUEMaM U METOJaM OKa3aHUus
NEepPBOM TMOMOIIM MCMHOJIb30BaTh HWHCTPYKIMIO IO OKAa3aHUIO TIEPBOM TOMOIIU MPHU
HECUACTHBIX CIIydasx

9.4. IlepBast noMONIb OKA3bIBAETCS MPH CIEIYIOIIUX COCTOSIHUAX MOCTPaJABIIHX:

OTCYTCTBHE CO3HaHHS;

OCTaHOBKA JIBIXaHUS U KPOBOOOpAIICHHUS;

Hapy’KHbIE KPOBOTECUEHUS;

HAJIMYUE MHOPOIHBIX TEJ B BEPXHUX JBIXATEIbHBIX MYTAX;

TpaBMbI pa3JIMYHBIX 00JIacTEN Tena;

0KOTH, 3(h(PEKTHI BO3ACUCTBUS BEICOKUX TEMIEPATYP, TEIJIOBOTO U3ITyUYEHUS;

OTMOpOKEHUE U Apyrue 3PPeKTsl BO3AHCTBUS HU3KUX TEMIIEPATYp;

OTpaBJICHUSI.

9.5. Oka3piBaTh MEPBYIO MOMOIIb CJIEAYeT B COOTBETCTBHHM C YHUBEPCAIbHBIM
IITOPUTMOM:

OrneHka 0OCTAaHOBKH U YCTPAHEHHUE YTPOKAIOIMIMX (DaKTOPOB.

Onpenenenue HalnW4uMs CO3HAHMWS Yy IOCTpagaBliero. Eciau co3HaHue ecTh, TO
NEPEXOAUM K ITyHKTY 3, €CJIM HET — K ITyHKTY 7.

BoccTraHoBieHne MpoXOAMMOCTH AbIXATEIbHBIX MyTeH U ONpENeICHHE HaJudus
npixanus. Eciay qpixaHust HET, TO MEPEXOAUM K MyHKTY 4, €M €CTh — K IMMyHKTY O.

Bb130B ckopoit Mmeauiinackoi nomotu no Homepy 03 (103 unu 112).

[IpoBenenue cepaeyHO-JIEro4YHON peaHuMaluuu. Eciii nosBUIMCH IPU3HAKHU KU3HH,
TO MEPEXOJIUM K IYHKTY 6.

[Toanep:xaHue NPOXOIUMOCTH IbIXaTENbHbIX ITyTEH.

OO030pHBIH  OCMOTp MOCTPAJABIIET0 M BpPEMEHHAs OCTAHOBKA HAPY>KHOIO
KPOBOTEUEHHSI.



[TogpoOHBII OCMOTp Ha HpeaMET TPaBM M JPYTUX COCTOSIHUM, BBI30B CKOPOM
MEUITMHCKON TTOMOIIHU (€ciii OHA He OblIa BhI3BAHA paHeEe), BBHITTOJIHEHHE HEOOXOIMMBIX
MEpONPUATHN ITEPBOU IOMOIILH.

[Tpunanue nocTpaaaBiieMy ONTUMAIBHOTO MOJOKEHUS Tea

KOHTpOJIb COCTOSHMS MOCTPaAABILIET0, OKA3aHUE TICUXOJOTMYECKON OAIEPKKH.

[lepenaua nmocTpagaBiero Opurajae CKOpo MeIUIUHCKON TOMOIILIH.

9.6. IlepBast nomMouIb MPU TEPMUUYECKOM OXKOTE:

Ha NIOCTPAJaBUIEr0 HAKUHYTh TKaHb WJIK COUTH TJIaMsl BOJIOM;

npu HeOonbmux oxorax (1-2 cTemeHu) MOMECTUTh OOO0XKIKEHHOE MECTO IO
MPOTOYHYIO XOJOAHYH Boay Ha 10-20 MHUHYT, HaJOXKHUTh CTEPUIIBHYIO TOBS3KY,
JIOCTaBUTH K Bpayy;

MOTEPIEBILIETO0 C TSHKEJNBIM OXOTOM HE pa3leBaTh, 3aBEPHYTh B UHUCTYIO TKaHb,
TEIJIO0 YKPBITh, BHI3BATh CKOPYIO TIOMOIIh M HE O€CITOKOUTH J0 MPUOBITHS Bpaya.

9.7. IlepBast oMoOI1Ib IPU XUMHUUYECKOM 0KOT€:

IIPYU NOMAIaHUH PACTBOPA KHUCIIOTHI, IEJI0YU MOPAXKEHHBI YYaCTOK KOXHU IIPOMBIThH
CUJIBHO CKOJB3SIIIEN CTPYEU XOJIOAHOM BOJIBI B TeueHue 20 MUH;

0KOTOBYIO ITOBEPXHOCTh 3aKPBITh MOBA3KOM.

9.8. IlepBas moMmomb MNpPU OXKOTaxX BEPXHUX JbIXATENIbHBIX IyTEH: BBIHOC
MOCTPAJABIIEr0 Ha CBEXHUI BO3AYyX, MPUAAHUE ONTUMAJIBHOTO MOJOXKEHUS (MOIyCUIs) U
BBI30B CKOPOU MEIUIIMHCKON MOMOIIH.

9.9. IlepBas momolb MpU TMeperpeBaHuU (TEIUIOBOM yaap): MOCTPaaaBIIEro
MEPEMECTUTHh B MPOXJIAAHOE MECTO, NMPU HAIMYHUKM CO3HAHMS JaTh BBIMUTH OXJIAXKIEHHOU
BOJBI, pacCTerHyTh ojaexay. [locTpamaBmiemMy Oe3 CO3HaHUA TPHUAATH YCTOWYUBOE
OokoBoe mojoxeHue. Jlo mpuesna CKOpod MOMOIIM KOHTPOJIHUPOBATH COCTOSIHHUE, OBITh
TOTOBBIM K CEPJICYHO-JIETOYHON peaHUMALIHH.

9.10. IlepBas moMouIp Mpu OTPABIECHUU YEPES POT:

YAAIUTH SJ0BUTOE BEIIECTBO, JJI 3TOr0 PEKOMEHI0BATH MMOCTPAIABIIEMY BbI3BATh
PBOTY, BBIIIKUB OOJIBIIOE KOJIUYECTBO BOABI (5-6 cTakaHOB) M HAJaBUB JIBYMs NaJbllaMH Ha
KOPEHb S3bIKA (HE BBI3bIBATH PBOTY, €CJIM IMOCTPAAABIINNA HAXOAUTCS 0€3 CO3HAHMS);

710 IPUOBITUS CKOPOI MEAUIIMHCKON MOMOIIY KOHTPOIUPOBATH COCTOSIHUE.

9.11. IlepBasg moMouIb IPU OTPABIEHUU YEPE3 AbIXATEIBHBIC ITYTH:

yOenIuTbCs, YTO MECTO TMPOMCIIECTBUSI HE TMPEACTABISIET ONACHOCTH, IIPH
HEO0OXOIMMOCTH UCIOJIb30BaTh CPEJICTBA UHIMBUIYAIbHON 3aIlIUTHI;

M30JIMPOBATh MOCTPAAABUIErO OT BO3JAEHCTBUS Ta3a WIM MMAPOB, ISl 3TOIO BBIHECTH
(BBIBECTH ) TIOCTPA/IABIIIETO HA CBEXUI BO3IYX;

OpU OTCYTCTBUM CO3HAHUS MpPHJIATh YCTOMYMBOE OOKOBOE IOJIOKEHHE, a IpH
OTCYTCTBUU JbIXaHUS IPUCTYIUTH K CEPJIEUHO-IIETOYHON peaHNMAaIIUH.

9.12. IlepBas noMolIp MpU MOPAKEHUU FNEKTPUUYECKUM TOKOM:

OCBOOOJUTH MOCTPATABIIETO OT JCHCTBHS SJIEKTPUUECKOTO TOKA, OTKIIOYMB CETh U
T.J.

MIPU OTCYTCTBUU JbIXaHMUS, MyJIbCa OCYIIECTBUTh PEAHUMAIIMOHHBIE MEPOIIPUSATHS;

HAJIOXUTh HA TOPAXKEHHYIO 00JIaCTh CTEPUIIbHYIO MOBA3KY;

BbI3BATh MEIUIIMHCKOTO pa0OTHUKA IIKOJIBI U CKOPYIO TIOMOIIIb.

9.13. TlepBast momollb NMPU HAPYIIEHUH MPOXOJUMOCTH BEPXHHUX JbIXaTEIbHBIX
nyted Ilpm YacTMUHOM HapyHIEHWHM NPOXOAUMOCTH NPEMIOKUTH MOCTpPaAaBLUIEMY



noKauwsATh. [Ipyu MOJTHOM HapyUIeHHH MPOXOJUMOCTH MPEANPUHATH MEPHI M0 YJAICHUIO
MHOPOJIHOTO TeJa:

BCTaTh COOKY M HEMHOT'O C3a/IM ITOCTPaiaBIIero pedeHka (paboTHUKA);

NPUAEPKUBAs MOCTPAJABIIETO OJTHOW PYKOH, APYTrOM HAKIIOHUTD €r0 BIIEPEL;

HAaHECTH 5 pE3KUWX YJapoB OCHOBAHHWEM CBOECH JIaJOHHW MEXAY JOMaTKaMu
MOCTPaIaBIIIETO;

NpOBEPATh TIOCTE KaXAOTO yAapa, HE YyAaloch M YCTPAaHUTh HapyIICHHE
IPOXOINMOCTH;

€CclIi Tocie 5 yaapoB MHOPOAHOE TEJIO HE YJAleHO, CIENyeT: BCTaTh MO3aAu U
00XBaTUTh MOCTPAJABIIEr0 0OEMMU PyKaMHM Ha ypOBHE BEPXHEH 4YacTH JKHMBOTA; CHKaTh
KyJaK ¥ TIOMECTHTh HaJl MyNMKOM OOJBIIMM MalIblieM K cebe; 00XBaTUTh KyJaK APyrou
PYKOH M, clierka HakJIOHMB IOCTPaJaBLIEro BIEpeld, pPe3KO HalaBUTh HAa €ro XUBOT B
HaIpaBJIeHUU BHYTPb U KBEPXY; MIPU HEOOXOAUMOCTH HaJaBINBaHUs MOBTOPUTH 0 5 pas.

9.14. [lepBas momMomIb npu ymmoe:

IPUIIOKUTH K YITUOY My3BIPh CO JIBJIOM MJTU XOJIOJAHOM BOJIOM;

€CIIi €CTh CCaJHa, CIeAyeT MePEBA3ATh €€, CBEPXY HAJIOKHUTh ITy3bIPb CO JIBIOM;

o0ecreynuTh OOJILHOMY IMOJHBINA TOKOMH;

YIIXOJICHHBIM YacTsIM TeJla MPUAaTh HEMHOTO MPUTIOIHSATOE MOJI0KEHHE;

npu ymuOe TOJOBBI, TPYAHOW KJIETKH, >XUBOTa MOTYT OBITh TOBPEXKICHBI U
BHYTPEHHHUE OpPTaHbl, TO3TOMY CJIEIyeT CPOYHO BBI3BATh CKOPYIO ITOMOIITb.

9.15. OcranoBka kpoBoTeueHHUs:: Eciu KpoBb BBITEKaeT U3 paHbl HAPYKY, - ITO
BHEIIHEE KpoBOoTeueHue. Eciu ke NMOBEepXHOCTh KOXKHM HE HapyllleHa, 4TO ObIBAaeT IpH
yimnbax, a KpoBb BBITEKAET IMOJ KOXKY B CPEAMHY IOJOCTU CyCTaBa, dyepemna, rpyJHylo
KJIETKY W OpIOIIHYIO MOJIOCTh, TO 3TO - BHYTpeHHee KpoBoTeueHue. Cuina KpoBOTEUEHUS
3aBHCUT OT CTENEHU TOBPEXKICHUS W pa3Mepa KpoBeHOCHOro cocyna. Ilo Bumy
MOBPEXJACHHBIX COCYJIOB KPOBOTEUEHUS OBIBAIOT:

apTepuaibHble (Hanbosee omacHble) - MyJIbCUpYIOIIas ajas CTpys KPOBH, OBICTPO
MPOMUTHIBAIOIIASACSA KPOBBIO OJIEXK/Ia MOCTPAAABIIIETO.

BEHO3HBIC (MEHBIIIAsE CKOPOCTh KPOBOMOTEPH) - KPOBb TEMHO-BHUIITHEBAS, BHITEKACT

«pyIbEM.
KaWUIAPHBIE - IPU CCaAUHAX, Oope3ax, apanuHax.
CMEIIAHHbIE - KPOBOTEYEHHs, IMpPU KOTOPBIX HMEKTCS  OJHOBPEMEHHO

apTepHaIbHOE, BEHO3HOE U KaIWJUISIPHOE KPOBOTEUCHHE.

CriocoObl BpeMEHHOM OCTaHOBKH HAPY>KHOT'O KPOBOTEUECHHUSI:

npsiMOE JIaBJICHHE Ha paHy. PaHa 3akphIBaeTCsl CTEPHIIBHBIM OMHTOM, TIOCJIE YETO Ha
00JIaCTh paHbl OCYIIECTBIISETCS JIaBIIEHUE PYKOW C CHIJIOW, TOCTATOYHOM JJII OCTAHOBKHU
KpoBOTe€4eHHUs. JloMyCTUMO JTaBUTh HA paHy PyKOM B MEAULIMHCKUX NEpUYaTKaX.

HAJIOKEHUE MaaBsmier moBs3ku. OcymecTBisercs st 0ojiee MPOIAOIKUTEIBHON
OCTaHOBKHM KpoBoTedeHHs. Ha paHy kimamyTcs cTepwiibHbIE caleTKH W3 anTeuK, OMHT
JIOJDKEH PACKaThIBATBCA MO XOAY JABWKCHHUS, 110 OKOHYAHWUM HAJIOKEHUS IOBSI3KY
3aKpenuTh, 3aBs3aB CBOOOAHBIM KOHel[ OWHTA BOKpPYr KoHeuHocTH. IloBsizka
HAKJIA/IBIBAETCS C YCUIIMEM.

NajblIEBOE TMpWKAaTUE apTepuu. JlaBIeHHE OCYIIECTBIAECTCS B ONPEACICHHBIX
TOYKaX MEXIY paHoOU M cepiaieM. Bbeibop Touek 00ycloBIE€H BO3MOYKHOCTBIO MPHIKATHUS
apTepuu K KOCTH. [Ipuxatue apTepuun MPEAIIECTBYET HaJIOKEHUIO



KPOBOOCTAHABIIMBAIOIIETO KT'yTa ¥ UCTIOIB3YETCS B MEPBHIE CEKYHIBI TTOCIIe 0OHAPYKEHUS
KPOBOTCUCHHSI.

MaKCUMaJIbHOE CTHOaHWe KOHEYHOCTH B cycraBe. [lpuBoamt k meperuly u
CIABJIMBAHUIO KPOBEHOCHOTO cocyna. Jlnsg mnoswiieHuss 3(p@PexkTuBHOCTH B 001acTh
CycTaBa BKJAIbIBAIOT 1-2 OWHTA WM CBEPHYTYIO BaJMKOM oaexay. llocime crubanus
KOHEYHOCTh (PUKCHUPYIOT pyKaMH, HECKOJIBKHUMH TypaMH OWHTAa WJIH TOAPYYHBIMU
CpEeIICTBaMHM.

HAJIOKEHWE  KPOBOOCTAHABIIMBAIOIIETO JkryTta. Ilpumensercs s Oosnee
MPOJIOJKUTEILHON BpEMEHHOW OCTAaHOBKHU CHUJIBHOTO apTePUATIbHOTO KPOBOTECUEHHUSI.

OxkazaHue MepBOM MOMOINM TMpPU HOCOBOM KpoBoTeueHuu. Ecnam moctpamaBiimit
HAXOJIUTCS B CO3HAHMHM, YCAJUTh €r0 CO CIJIerKa HAKIIOHEHHOU BIEpe roJIOBOM M 3aXaTh
€My HOC B pailoHe KpbUIb€B HOca Ha 15-20 MHHYT, IpW 3TOM IMOJIOKUTH XOJOJA Ha
nepeHocuily. Eciu crycTsi ykazaHHOE BpeMsl KPOBOTEUEHHE HE OCTAaHOBUJIOCH, BBI3BATh
CKOPYI0 MEIUIIMHCKYIO TIOMOIIb, 0 MpHeE3a KOTOPOW MPOAOKATh BBITIOJHATH TE KE
MEPOTIPHUSATHS.

9.16. IlepBas momoib pu 0OMopoke (motepu co3HaHus): [IpuzHaku oOMopoka:
pe3kas OJeTHOCTh KOXKU JIMIAa U CIM3UCTBIX 000JI0YEK, clIalblil myJibC, ciiadoe JbIXaHue,
MOSIBJICHUE TOoTa Ha Jjmie. HeoOXOoaMMo pacCTErHyTh OMEKIY, KOTOpas MpEeNsTCTBYET
JBIXaHUIO0, OTKPBITh OKHA WJIM BBIHECTH IMOTEPIICBIICTO HA CBEKUU BO3IYyX U IOJOKHUTH
€ro, CJIeTKa MPUIIOIHIB HOTH, JaTh CTaKaH KPEnkoro 4as. JIMIo u rpyab MOXHO CMOYHTH
XOJIOTHOM BOJIOM, HO NMPUKJIAJBIBATh K TOJIOBE XOJIOIHbIE MPUMOYKHU HE CIETYET.

10. O3HaKOMJIeHHE C MHCTPYKIHUSIMH MO0 OXPaHe TPYy/Aa Mo J0JKHOCTH H
padouyemy mecTy

NHcTpykimst 110 oxpaHe TpyJa JUisl ceKkperaps MKoyibl WMHCTpyKIus MO OXpaHe
Tpyna mia cekperaps JJOY

HMHcTpyKust 1o oxpaHe TpyAa A JeIONPOU3BOAUTENS WIKOJAbI MHCTpyKums 1o
oxpase Tpyaa i aenonpousBoaurens JJOY

HHucTpyKius o oxpaHe TpyJia Ipu padoTe Ha MEPCOHAIbHOM KOMITBIOTEPE

HHucTpyKius o oxpaHe TpyJia Ipu padoTe Ha IPUHTEPE

WHcTpyKIus o oXpaHe Tpy/ia pu paboTe Ha KCEPOKCe
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