«CormacoBaHo» «YTBEpKOAIO»

[Ipencenarens npodroma Hupekrop uikonbi-unTepHara No7
M.B.I'apanuna P.A. AnseBa
« » 2020 r. « » 2020 r.

HNHcTpyKkuus no oxpaHe TpyAa ceKpeTapsi HIKOJIbI

1. O01ue TpeGoBaHUs 6€30IIACHOCTH U OXPAaHbI TPY/AA VI CEKpeTaps.
1.1. Hacrosimast MHCTpYKIIMSI IO OXpaHe Tpyda CEeKpeTapsl IIKOJbl yCTaHABIMBAET TPeOOBaHUSA
OXpaHbl TPyZa Mepes HayalioM, BO BpeMs U 110 OKOHYAHUIO paboThl pabOTHUKA, BHIMOIHSIOLIETO
00s13aHHOCTH CEeKpeTapsi TUPEKTOpa 00I1e00pa30BaTEIBLHOTO YUPEKACHUS, a TAKIKE MOPSAIOK €T0o
NercTBUl M TpeboBaHMA MO OXpaHE TpyAa B aBapUMHBIX cUTyanusx. Pabounm Mectom
CeKpeTapsi IIKOJbl SBJISETCS MNpHEeMHas AupekTopa ydpexaeHus. llpuemHas oOopynoBaHa
KOMITBIOTEPOM, MTPUHTEPOM, KCEPOKCOM, CTOJIOM, CTYJIBbSIMH JUIsl IIpUeMa OCeTUTeNeH, mKapamMmu
u cerihoM JUIst XpaHSHUS TPYIOBBIX KHIKEK PAaOOTHHKOB IIKOJIBI, IMIHBIX JEJ MeAarormIYecKux
pabOTHUKOB, TEXHUYECKOTO MEPCOHANA U JJIsl XpaHEHUs! IPYroi JOKYMEHTAII|H.
1.2. K pabore cekperapsi-IeI0npOU3BOAUTENS JOMYCKAOTCS JIMIA, HE MOJIoke 18 ner, mpu
HaJU4IuH Tpo(HEeCCHOHATFHOTO WJIM CpeIHEro (BBICIIET0) 00pa30BaHUs, HATUIUH MEAUITMHCKON
KHIKKH € JIOITYCKOM K pabore.
1.3. Cexkperapp peryasapHo, | pa3 B T0J, NPOXOJUT OOA3ATCIbHBIA MEIUIIMHCKUN
MPOPUIAKTUYECKUN OCMOTP.
1.4. Cekperapb nupekropa mpu npuéMe Ha paboTy MOJDKHA MPOWTH BBOIHBIM MHCTPYKTaX M
MHCTPYKTaX IO OXpaHe TpyJda s CceKpeTaps BO Bpemsi paldoTbl, 4TO (UKCUpyeTcs B
COOTBETCTBYIOIIUX XypHaJIax y4éTa MpOBEACHUSI MHCTPYKTAXXKEH MO BOIIPOCaM OXpaHbl Tpyla U
TEeXHHUKe 0€30MaCHOCTH.
1.5. Cexkperapp y4ypexAeHHs JOJDKEH 3HATh JOJDKHOCTHYIO HHCTPYKIMIO — CEeKpeTaps
PYKOBOJIUTEIIS IIKOJIBI U CTPOTO COOMIOAATH BCE €€ MOJI0XKEHHs, TpeOOBaHUS U MpaBuiIa.
1.6. Cekperapb A0OKEH OBITh O3HAKOMIIEH C YCTaBOM IIKOJbI, MPaBWJIAMHU BHYTPEHHETO
TPYIAOBOTO PACHOPSAKA, KOJUIEKTUBHBIM JOTOBOPOM.
1.7. OcHOBHBIMU BPEIHBIMU U OMACHBIMU JUIS 3M0POBBS (pakTOpaMu mpu paboTe cekpeTaps B
MPUEMHON JUPEKTOPA SABISIOTCS:
buznyeckue:

e TOBBIIICHHBI ypPOBEHb HAINPSHKEHUS B DIEKTPUUYECKOM I1IEMH, 3aMbIKaHHWE KOTOpPOi

MOJKET NMPOUTH yepe3 Teslo paboTarollero;

e  TIOBBIIICHHBIMI YPOBCHBb PCHTI'CHOBCKOI'O U3JITYYCHUS
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MOBBIIIEHHBIA YPOBEHB YIIbTPa(HOIETOBOTO U3ITYUCHUS;
MOBBIIIEHHBIA YPOBEHb HH(PAKPACHOTO U3ITyUCHHUS;
BO3MOYHOCTb IOPaKEHUSI CTATUUECKUM 3JIEKTPUYECTBOM;
3aMbUIEHHOCTh BO34yXa padoyero MoMeIIeHus;
HEPAaBHOMEPHOE PaCIpEACIICHUE IPKOCTHU B II0JIE 3PCHHUS;

IIOBBIIICHHBIA YPOBEHb ITYJIbCAL[UU CBETOBOTO ITOTOKA;

XUMHWYCCKHUCE:

MOBBIIIEHHOE COJAEP)KaHUE B BO3JyXE YIVIEKHCIOTO Ta3a, 030HA, aMMHuaka, (eHoJa,
dbopmanbaeruaa u ap;

MCUX0(U3HOTIOTHUECKHE:

HapspKEHHE 3pUTENIbHOTO aHAIN3aTopa;

HapspKEHUE NaMsITH;

HanpspKeHHe BHUMaHUS;

JUIUTEIbHOE CTAaTUUECKOE HATIPSKEHHUE;

OTHOCHUTEINIbHO 00JIb1I0N 00beM HH(bOpMaIK, 00padbaThIBaeMblii B €JMHUILY BPEMEHU;
MOHOTOHHOCTb TPY/1a;

HepaloHalbHasl OpraHu3als pabo4ero Mecra.

1.8. Cexperapsb B 11€14X BBIIOJHEHNS TPEOOBAHNUI OXpaHbl TPY/Ia J0JDKEH:

MMETh YEeTKOE IMPEJCTaBICHUE OO0 OIMACHBIX W BPEIHBIX (haKTOpax, CBA3AHHBIX C
BBITIOJTHEHUEM Pa0OT M 3HATh OCHOBHBIE CIIOCOOBI 3aIIUTHI OT UX BO3JACHCTBHS,
3a00TUTBCS O JIMYHOUM O€30MacHOCTH W JIMYHOM 3JI0pPOBBE, a TaKke O O€30MacHOCTH
OKPY)KAIOIIUX B TIPOIECCE BBIMOJIHCHUS PAOOT JIMOO BO BpeMs HAXOXKJACHUS Ha
TEPPUTOPHUH IIIKOJIBI;

3HATh TPEOOBAHHMS DJICKTPO- U IMOKAPOOE30MACHOCTH IMPHU BBINIOJHEHUM PabOT U YMETh
TOJIB30BaThCS CPEJICTBAMU MOKAPOTYIICHHS;

YMETh OKa3bIBaTh MEPBYIO TIOMOIIb TIOCTPAIaBIIEMY;

BBITIOJIHATh PEKUMBI TPyJa W OT/AbIXa, YCTAHOBJCHHBIE B 00I1I€00pa30BaTEILHOM
YUPEKICHUH;

3HAaTh CAHUTAPHO-THTUCHUYECKHE YCIOBHA Tpyda M CcOOMOAaTh  TpeOOBaHUS
MIPOU3BOJICTBEHHOM CaHUTAPHU;

BBITIOJIHATH TOJBKO Ty palOTy, KOTOpask OTHOCHUTCSA K JOJDKHOCTHBIM OOS3aHHOCTSIM U
MOpyYeHa HEMOCPEICTBEHHO PYKOBOJIUTENEM, MPU CO3/JAaHUU YCIOBHM 0OE30TacHOTO ee
BBIIIOJTHEHM,

HE MPUMEHSITh HEHCIIPAaBHBIE HHCTPYMEHT, IPUCIIOCOONICHNUS, CPEICTBA MHANBUAYATLHON

3alllUThI,



e HE IIPOU3BOJUTH PEMOHT 00OPYAOBAHUS CAMOCTOSTENIBHO;

e TMPOXOAUTH OOyueHHe Oe30MacHbIM METOJaM U IpHEeMaM BBIIOJHEHHS paldoT,
WHCTPYKTQXH IO OXpaHE TpyHa, MpeIBapUTEIbHBIC W TEPUOJIUYECKUE MEAUIIMHCKHE
OCMOTBI;

e coJepxaTh paboyee MECTO B UUCTOTE, HE IOMYCKATh €r0 3arpOMOKICHHUS;

e HE JIONYCKaTh Ha paboyee MECTO MOCTOPOHHUX JIUI;

e coOnromaTh  MpaBWJia  TOBEAECHUS  HAa  TEPPUTOPUM W B TMOMEUICHHAX
o0mieoOpa3oBarebHOTO  yupekaeHus. [lpu mepenBmXeHHH 10 TEPPUTOPUH U B
MOMEIICHUSX CIIEeyeT IMOJIb30BATHCS TOJBKO YCTaHOBJICHHBIMU MPOXOIAMU;

e coOmoaTh IpaBUJia JUYHOW TUTHUEHBI;

e HEMEJUIEHHO cOoOOIIaTh 3aMECTUTENI0 TUPEKTOpa M0 aJMUHUCTPATUBHO-XO3IHCTBEHHOM
pabote 000 BCeX HEHCHPABHOCTSIX, OOHApYKEHHBIX B Mpoliecce paboThl, O CUTYaIlUH,
YTpOKaoIed >KU3HU U 3JI0POBBIO JIIO/IEH, O KaKJOM HECYaCTHOM cliyyae WU 00
YXYALIEHUU CBOETO 3710POBBA.

1.9. He momyckaeTcsi BBITIOJHSITH pabOTy, HaXOMSACh B COCTOSTHUW QJIKOTOJHBHOTO OTbSHEHHS
m00 B COCTOSIHWHW, BBI3BAaHHOM IOTPEOJICHHEM HAPKOTUYECKUX CpPEICTB, ICHXOTPOIHBIX,
TOKCHYECKUX HJIM IPYTHX OJyPMAHHBAIOIIUX BEIIECTB, a TAK)KEC PACIUBATh CITUPTHBIC HAITUTKH,
yOOTpPeOasATh HAPKOTUYECKHE CPEICTBA, ICUXOTPOIHBIE, TOKCHYECKWE WU JIpyrue
OJlypMaHHUBAIOLIUE BEIIECTBA HA paboueM MECTE WIHM Ha TEPPUTOPHH.

1.10. O 3amedeHHBIX ClydasX HapylieHWUs TpeOoBaHWII O€30MacHOCTH Ha pabodeM MecTe,
HEUCTIPABHOCTAX 00OPYIOBaHMS, MPUCTIOCOOTICHU U HHCTPYMEHTa pabouuii TOHKEH COOOITUTh
3aMECTUTENI0 JUPEKTOpa MO aJMHHUCTPATUBHO-XO3SMCTBEHHON padoTe W HE MPHUCTYNaTh K
paboTe 10 yCTpaHEeHUs] HEUCIPABHOCTEH.

1.11. CoTpyHHK, KOTOPBIM TOMYCTHJI HEBBIMOJIHEHUE UM HAPYIICHUE HACTOSIIEH UHCTPYKIUH
10 OXpaHe TpyJa Ui CeKpeTaps IIKOJIbI, TPUBJIEKAETCS K AUCHUILTUHAPHON OTBETCTBEHHOCTH B
COOTBETCTBUU C YcraBoM, I[IpaBmiiaMu BHYTpEHHEro TPYJOBOTO pACIOpPSIKA, TPYIOBBIM
3aKkoHOJAaTenbCcTBOM P® u, mpu HEoOXOJMMOCTH, MOJBEPTHETCS BHEOUYEPEIHON MpOBEpKe
3HAHWUN YCTAHOBJICHHBIX HOPM U TIPABUJI OXPaHbI TPYAA.

1.12. Cekpetapb AODKEH NPONUTH 0OydeHHWE M HMMETh HAaBBIKM OKa3aHWs MEPBONW MOMOIIM
MOCTpaJaBIIUM, 3HATh MOPSAIOK JEHCTBUN NpU BO3HUKHOBEHUHM moxapa wiu uHo YC u
IBaKyaIuu.

2. TpeGoBanusi 0XpaHbl TPyAa AJs CeKpeTaps nepea Ha4yaJaoM padoThl.

2.1. Tlepen HauanoMm paboOTHI CEKpPETaph MPOBEPSET IETOCTHOCTh 3aMKOB Ha JBEpsX, HIkadax,
ceiipe, 1IETOCTHOCTh OKOH, BU3YalbHO OIpEIENseT HCHPAaBHOCTh OCBETHTEIbHBIX MPUOOPOB,

BBIKITIOYATENIEH, SJIEKTPUUECKOM MPOBOJIKH, UCTIPABHOCTH 000PYIOBaHUSI.



2.2. Ilepen HauyasioM pabOTHI CEKPETapI0 HEOOXOAMMO BKJIIOYUTH IOJHOCTBIO OCBELICHHE B
paboyem kabuHeTe W yOEAWTHCS B HCIPaBHOW paboTe BCeX CBETWIHLHUKOB. Hawmmenbias
OCBEILIEHHOCTh pabo4yero Mecra J0JKHA COCTABIIATH: MIPH JIOMUHECLIEHTHBIX JIaMIIaX — HE MEHee
300 nx (20 B1/kB.M).

2.3. TloaroroButh pabouee MecTO, yOpaThb IOCTOPOHHHE MPEAMETHI M BCE, YTO MOXKET
MPETATCTBOBATh O€30IMaCHOMY BBIMOJIHEHUIO pabOT M CO3JaTh JOIMOJHHUTEIBHYIO ONAcCHOCTD,
OCBOOOJIUTH TIPOXOJbI, IPOBEPUTH KOMILJICKTHOCTh U UCIPABHOCTh MHBEHTAPS, YPPEKTUBHO CTh
pabOThI BEHTUJISIIMOHHBIX CHCTEM.

2.4. YIIOCTOBEPUTHCS, YTO KOMMYTAITMOHHBIC KOPOOKH 3aKPBITHI, JJIEKTPUUYCCKUE PO3CTKH W
BBIKJIFOUATEN 0€3 MOBPEXKJACHUM (TPEIIMH M CKOJIOB), a TakXe 0€3 OroJICHHBIX KOHTAKTOB.

2.5. CCKDCTHDPO 3a1IpeIacTCA.

e DOKCIUTyaTamusi Kabenell W TPOBOJOB C TOBPEKICHHON WM yTpaTHBIICH 3aIlWTHBIC
CBOWCTBA 3a BpeMsI SKCIUTYaTaIlluy H30JISIHEH;

e OCTaBIATH TIOJ] HampsDKeHHeM Kaleled W  TMpoOBOAa C  HEW3OJIUPOBAHHBIMH
MIPOBOTHUKAMU;

e TMPHMEHEHHE CaMOJECNBHBIX VUIMHUTENECH, HE OTBedarommx TpeboBanusM [IpaBun
YCTPOKCTBA JIEKTPOYCTAHOBOK K MIEPEHOCHBIM JJIEKTPOITPOBOIKAM;

e TMPHMEHEHHE JUII  OTOIUICHWS  TIOMEIICHUS  HECTaHIapTHOro  (CaMoAeIhHOTO)
AIIEKTPOHATPEBATEIHHOTO 000PYIOBAHMSI MIIH JIAMIT HAKAJTMBAHHS,

e  HCHOJH30BaHUE TIOBPEKICHHBIX PO3ETOK, COCTUHUTEIBHBIX KOPOOOK, BBIKITIOUATENEH, a
TaKKe JIAMII, CTEKJIO KOTOPBIX UMEET CJICIbI 3aTeMHEHUS HJTH BBITISTYNBAHIS,

e TO/IBCIIMBAHWE CBETUJIBHUKOB HEMOCPEJACTBEHHO 3a TOKOMPOBOJSIIME MPOBOJA,
00OBepThIBaHHE DIICKTPOJIAMI M CBETHJILHUKOB OyMaroi, TKaHbIO M JPYTUMH TOPIOYHMHU
MaTepHuallaMH, SKCIUTyaTalHs UX CO CHATBIMHU KOJITIAKaMH (CBETOPACCEHBATEIISIMH);

e HCIOJB30BAaHUE ODIIEKTPOANINapaTyppl M TNPHUOOPOB B YCIOBUSAX, HE OTBEYAIOIIUX
yKa3aHUsAM (PEKOMEHIAIMSIM) TIPEAIPUITAN -U3TOTOBUTEICH.

2.6. YIOCTOBEpPUTHCS B HAIMYUU TEPBUYHBIX CPEICTB TMOXKAPOTYLIEHUS M CpOKa HX
NPUTOTHOCTH, B HAJMYUM AaNTEYKH TIEPBOM TMOMOIIM U YKOMIUIGKTOBAHHOCTH BCEMH
HEOO0XOIMMBIMU METUKAMEHTAMHU.

2.7. IlpoBecTH OCMOTpP CAHUTAPHOTO COCTOSHHS KaOWHETa W IPOBETPUTH €ro. [I[puroTroBuTH s
paboThI TpeOyeMblii MaTepuall 1 000py10BaHHE.

2.8. IIpoBectu mpoBepky paboTocmocoOHocTn IIK, ymocroBepuThCS B HCIPABHOCTH
anekTpuyeckoro odopynosanus, TCO, oprrexHuku B paboyeM KaOUHETe.

2.9. Y6enutbes B 6€301aCHOCTH pabovyero MecTa, MPOBEPUTh Ha YCTOMUMBOCTh M UCHPABHOCTh

MC6CJ'IL, y6e,[[I/ITBC}I B YCTOﬁQHBOCTH HaxodIuXcsa B CrpynrnpoOBaHHOM BUIAC JOKYMCHTOB, a



TaKke NPOBEPUTh HAJIMYUE B TpPeOyeMOM KOJMYECTBE W HCIPABHOCTh KaHIEISPCKUX
IIPUHAUICKHOCTEN.

2.10. YocToBepuThCs, YTO TeMIleparypa BO3AyXa B MOMELICHUU COOTBETCTBYET TPEOyeMbIM
CaHUTApPHBIM HOPMaM.

2.11. Ilpu oOHaApyKEeHUU HEAOCTATKOB B paboTe 000PYAOBAHUS UITH ITOJIOMOK MEOEIH COOOIUTh
3aMECTHTENI0 JUPEKTOpa MO aJMHHHCTPATUBHO-XO3AHCTBEHHOW paboTe (3aBX03y) M He
UCTIOJIB30BaTh JIaHHOE 000pyZOBaHME W MeOelb B MOMENIEHHH JO0 IOJHOTO YCTPAaHEHHS BCEX
BBISIBJICHHBIX HEJIOCTATKOB.

2.12. [Ipuctymnarte Kk paboTe pa3peniaercs Mocjiae BhINOJIHEHUS TIOITOTOBUTEILHBIX MEPOTIPUATUI
U YCTPAHEHHUS BCEX HEJIOCTATKOB U HEUCIIPABHOCTEH.

3. TpeGoBaHusi TeXHUKH 0€30NIACHOCTH BO BpeMsi paboThl ceKpeTaps.

3.1. B teuenue paboyero BpeMeHH, CEKpETaph COJIEPKUT CBOE paboyee MECTO B MPHUEMHOU B
YHCTOTE U MOPSJIKE.

3.2. Bo Bpemst paboThl HY’)KHO ObITh BHUMATEJIbHBIM, HE OTBJIEKAThCS TTOCTOPOHHUMH JeJIaMU U
pa3roBopamMu U He OTBJIEKATh JAPYrUX, HE UCIOJIb30BaTh MOOMIIbHBIN TeIe(OH.

3.3. Bo Bpems paboThl HYKHO OBITH BEXKJIMBBIM, BECTH CEOsI CIOKOMHO U BBIJIEPIKAHHO, N30€TaTh
KOH(DJIUKTHBIX CHUTYyalluid, KOTOPBIE MOTYT BBI3BaTh HEPBHO-IMOIMOHAILHOE HANpsHKEHUE W
OTpa3uThCs Ha 0€30MacCHOCTH TPY/a.

3.4. Bo Bpemsi pabOTHI 32 KOMIBIOTEPOM, C MPUHTEPOM M KCEPOKCOM CEKpeTaph COOIIOIacT
MpaBWjia  3KCIUTyaTallud  TEXHOJormdyeckoro obopymoBanus. B mpoumecce  paboTsl
MIPUIEPKUBACTCSA PEKUMOB TPYy/la U OTIbIXA.

3.5. Beinomnsss paboTy, He T0MyCKAaeT MPUMEHEHHUS] HEMCIPABHOTO AIEKTPUUYECKOTO OCBELICHUS,
HEe paboyero MepCcOHANIbHOTO KOMIIBIOTEpa, MPHUHTEpa, KCEpOKca, APYroro 3JIEKTPUYECKOTO
000pyI0BaHUs, HAXOAAIIET0Cs B pabodyeM KaOuHETe.

3.6. ExxeqneBHas BiaxkHasi yoopka B IpUEMHON AUPEKTOPa MPOBOAUTCSA B OTCYTCTBHH CEKpeTaps
U y4almuxcsl.

3.7. Ilpu BbINOJHEHUHN CBOEH pabOThl CEKpeTaph COONIOJAET BCE CAHUTAPHO-TUTHEHUYECKUE
HOPMBI U MTPaBUJIa TMYHOUN TUTUEHBI.

3.8. B ciiyuae HeucnpaBHOCTH pabouero o00pynoBaHuUs WM OTKIIOYSHHS OCBEIICHHS CEKpeTaphb
MPEKPAIIAET CBOIO pabOTy U BBIKIIOYAET BCE 000pYIOBAHHE.

3.9. Cekperapro  IIKOJBI  HEOOXOIMMO COOJIOIATHE  MeEpPhl  OE30MACHOCTH OT MOPAKEHUS

QJICKTPUYCCKUM TOKOM.:

e HC IMOAKIOYATh K BHCKTqueCKOﬁ CCTU MW HC OTKIKYAaTb OT HEC KOMIIBIOTCPHOC

000pyJI0BaHUE, OPITEXHUKY, TPUOOPHI MOKPHIMH WJIN BIAXHBIMHU PYKaMU;



e COOJIOIATh MOCIICIOBATEIBHOCTD BKIIFOUCHHS M BHIKJIIOUCHHUS KOMITBIOTEPA, OPrTEXHHUKH,
TCO;

e HE pacmojiarath Ha 000pyJIOBaHUM OyMary, BEI, UHbIC IPEAMETHI,

e HC OCTaBJIATh BKIIIOYCHHBIMH B 3JICKTPHUCCKYIO CETh 0€3 MPUCMOTPAa KOMITBIOTEPHOE
000pyI0BaHUE, MyIbTUMEIUIHBIN TPOEKTOP, MPUHTEP, HHYIO OPTTEXHHKY.

3.10. Paboras ¢ oprrexuukoii, TCO Heo0X0aMMO COOIIOAATE MEPBI MPEAOCTOPOKHOCTH OT

MMOPAXKCHHUA SJICKTPUICCTBOM:

e HE BKJIIOYATh B 3JIEKTPUUECKYIO CE€Th U HE OTKJIIOYaTh OT HEe 000pYA0BaHHE MOKPBHIMU
WJTU BIQOXHBIMH PyKaMU;
e coOmoIaTh NOPSAJIOK MOJKIIOUEHUS U OTKIIIOUEHHUS! KOMIIBIOTEPA, IPUHTEPA, OPITEXHUKH,
TCO;

e HE OCTaBJISATH MOJAKIIIOUYEHHOE K AIEKTPONUTAHHUIO 000pyJ0BaHHe 0€3 KOHTPOJISL.
3.11. He wucnonp3oBaTh B TNOMEUIEHMH KaOWHETa »JJIEKTpOHArpeBaTelibHble MPUOOPBHI:
KUTISITUJIBHUKHY, TUTUTKY, 3JIEKTPOYalHUKY, TUIOWKU, HE CepTU(PHUIIMPOBAHHBIE YAJTUHUTEIN H.1.
3.12. Bo BpeMs MepepbiBOB C IMEJIbI0 CHWKEHUS HEPBHO-3MOIMOHAIBHOTO HAIpPSKEHUS,
YTOMJIEHUS! 3PUTEIBHOIO aHAJINW3aTOpa, YCTPAHEHUs BIUSHUS TUINOJMHAMUU M THUIOKHUHE3UH,
MPEeOTBPAILIEHUS] PAa3BUTUS MO30TOHMYECKOTO YTOMJIEHHMSI PEKOMEHIYeTCSl BBINOJHATh
CrelHalbHbIe KOMITJIEKCH (PU3UYECKUX YIPaKHEHUH.
3.13. Bce paboThl Ha KONMHPOBAIHLHO-MHOKHTEIBLHON TEXHUKE JOJDKHBI BBIOJTHATHCS B
COOTBETCTBUU C UHCTPYKIUEH MO IKCIUTyaTalllH.
3.14. KonmmpoBaibHO-MHOKHTEIbHAS TEXHHKA JOJDKHA OBITh CHaOXeHa THOKHM IIHYpOM C
UCIPABHOW IITENCENbHON BWJIKOW; KOHCTPYKIIHMS IITENCENbHBIX BUJIOK JOJDKHA HCKIIOYATh
BO3MOHOCTbh COYWICHEHHUS UX C PO3ETKaMH, PACCUUTAHHBIMU Ha IPYTroe HapsHKEHUE.
3.15. KonupoBanbHO-MHOKUTENIbHASA TEXHUKA, UMEIOIasi JII00ble Je(EeKThl WIH HEUCIPABHOCTU
OKa3bIBaIOIIMe BIUSHUE Ha 0€30MacCHOCTh TpyAa, HE JOJDKHA JOMYCKAaThCs K AKCILUTyaTalluH.
3.16. B mpoiiecce BBIMOTHEHUS JOHDKHOCTHBIX OOS3aHHOCTEH HEOOXOIUMO CTPOTO COOMIOIAThH
JAHHYI0 MHCTPYKIHUIO IO OXpaHe TpyAa Ui CeKpeTaps IIKOJIbI U MEpPbl MPOTHUBOMOKAPHON
0€30MMacHOCTH.
3.17. B cmydae, xorga BO Bpemsi paOOThl MPOM3OIIET HECUACTHBIA ciy4dall WM pabOTHUK
MOYYBCTBOBAI HEJAOMOTAaHHE W YXYALIEHHUE COCTOSHUS 3J0POBbs, OH COOOLIaeT 00 3TOM
JUPEKTOPY LIKOJIbI, NHXKEHEPY N0 OXpaHe TPy/a.
4. TpeGoBaHusi TeXHHUKH 0€30MIACHOCTH ISl CEKPeTAPs! B AaBAPUITHBIX CUTyalMsAX.

4.1. [Ipy BO3HUKHOBEHUHU aBapUNMHBIX CUTYAIIMA B IPUEMHOM ceKpeTrapb 00s13aH:

e COOOIIUTH AIMUHUCTPALINHU, TUPEKTOPY;

e COOOMIUTH B CITYKOY MOKapHO oxpaHsl 1o Tei. 101;



e [IPUHATH HEOTJIOXKHBIE MEPHI 110 IBAKYALIMH YJAILTUXCS U3 TOMEIIECHUS;

e OTKIIOYUTH DIEKTPOOOOPYIOBAHHE OT JJIEKTPOCETH M IO BO3MOXXHOCTH BBIHECTH
HanOoJee BAKHYIO IOKYMEHTAIHUIO.

4.2. He HaunHath paboTy B Cilydyae IJIOXOI0 CAMOYYBCTBHS WM BHE3AITHON 00JIe3HU.

4.3. Ilpu BO3HHMKHOBEHUU aBapUMHBIX CUTyalUul (IPOpHIBE BOJOIPOBOJHON CHCTEMBI WIIU

CUCTEMbl  OTOIUICHHMS]) JIOJIO)KMTb O  IPOUCHIECTBUM  3aMECTUTENI0  JUPEKTopa 0

aJIMUHUCTPATUBHO-XO035ICTBEHHON paboTe (MpU OTCYTCTBHHM — MHOMY JTOJDKHOCTHOMY JIMITY) U

Janiee 1eCTBOBATh COIIACHO MOJTYYEHHbBIM YKa3aHUIM.

4.4. Ilpn BO3HUKHOBEHHH HEIOJIAJIOK B paboTe 31eKTPo0oOOPYI0BaHNUs, OABIEHUU HCKD, AbIMA

W 3amaxa rapd He3aMeUINTEIbHO OTKIIYMUTH OOOpYAOBAaHHWE OT JJIEKTPUUYECKON ceTu |

JOJIOKUTh 00 ATOM 3aMECTHUTENI0 JUPEKTOpa IO aJMUHHCTPATUBHO-XO3AWCTBEHHOW paboTe

(3aBx03y). PaboTy MOXHO TTPOI0JIKATE TOJILKO MOCJIE YCTPAHEHHS BOZHUKIIINX HETOJIA/I0K.

4.5. B ciyyae BO3HHMKHOBEHHS IOkKapa HEOOXOAMMO B TEpPBYIO OdYepedb 3BaKyHpOBaTh

COTPYIHHUKOB, MOCETUTENEH, ydauuxcs U3 NpuEMHON (PYKOBOACTBYSCH IJIAHOM 3BaKyalluu U3

MOMeIlleHUs]) B 0€3011aCHOE MECTO, 3aJIeHiCTBOBATh CUCTEMY OIMOBEIIEHUS O TOXKape, COOOIINUTD B

noxapHyto ciyx0y no tenedony 01 (101), nomoxuts anMUHUCTpaUK MKOJBL [Ipu oTCyTCTBUN

SIBHOW Yrpo3bl JKU3HHM MPUCTYNMUTh K TYIICHHWIO Oodara BO3TOpaHMs MPU MOMOIIM MEPBUYHBIX

CPEACTB MOXKAPOTYLLICHMS.

4.6. B cinyyae moJsiydeHusi TpaBMbl MO3BaTh HAa MOMOIIb, BOCHOJIb30BATHCS ANTEUKOW IMEPBOM

MOMOIIIM, OOpAaTUTHhCA 3a MEIUIMHCKOW TOMOIIBI0 B MEAIYHKT 0O0IIe00pa30BaTeILHOTO

YUPEXAECHUS U MMOCTaBUTh B U3BECTHOCTh 00 ATOM JUPEKTOPA IIKOJBI (IPU OTCYTCTBUU — MHOE

JOJDKHOCTHOE JIULIO).

4.7. B cnydae nojydeHHs TpaBMbl OKa3aTh IOCTPAJaBIIEMY MEPBYIO JOBPayeOHYIO MOMOILb,

BbI3BaTh ULIKOJBHYK MeJCECTpy (WJIM JOCTaBUTh B MEAINYHKT), B Cilydyae HEOOXOAMMOCTH,

BbI3BaTh «CKOPYIO MEIUIUHCKYIO TOMOIIb), TOJOKHUTh O CIYYUBIIEMCS TUPEKTOPY MIKOJIbI (TIpU

OTCYTCTBHM — HHOMY JIOJDKHOCTHOMY JIUILY).

4.8. B ciyuae yrpo3bl WJIM BO3HMKHOBEHHMS OdYara OIIACHOIO BO3JEHCTBHSI TEXHOT'€HHOI'O

XapakTepa, TEPPOPUCTUYECKOIO aKTa JIEWCTBOBATH B COOTBETCTBMM ¢ I[lmaHoMm 53Bakyauuwu,

MHCTPYKLKEH 0 TOpsiiKe NeHCTBUI B ciiydae Yrpo3sl U BO3HUKHOBeHUH YC TeppopuCTHUYECKOrO

XapakTepa.

5. TpeGoBanusi 6e301aCHOCTH IO OKOHYAHNHU PA0OTHI CEKpeTaps.

5.1. Tlo oxoHuaHMM pabOTBl CEKPETaph JOJDKEH IMOJHOCTBIO OTKIIOYUTH JIIEKTPUYECKHE

pUOOPHI, TIEPCOHANBHBIM KOMIBIOTEP, MPUHTEP, OTKIIOYUTH OT JIEKTPONUTAHUS TEXHUYECKUE

cpenctBa ooyuenus (TCO).



5.2. Tlpenoxpanuth 00OpyZOBaHHE OT TMBUIM, YOpaThb pabodyee MECTO OT HEHYXKHBIX WU
HCI0JIb30BAHHBIX IPeAMETOB. [IpOKOHTPOIMPOBATH BBIHOC MyCOpa U3 NOMELIEHUS.

5.3. Tlocne okoH4aHUsI PabOTHI 0OecHeunBaeT COOMIOACHUE CAHUTAPHBIX HOPM M COOJIONAET
MpaBuia JIMYHOW TUTHMEHBI. BBIMBITH pYKH TEIUIOM BOJOW C MBUIOM WJIM AHAJIOTUYHBIMHU IO
JNCHCTBUIO MOIONIMMH  CpeACTBaMU (HE JIOMYCKAaeTCs MPUMEHSATh JUIS  MBITh HE
IIpeIHa3HaYeHHbIE JJIs1 TOIO BELIECTBA).

5.4. IlpoBepuThb HanMuuMe NEPBUYHBIX CPEACTB MOXapoTyiieHus. [Ipm oxkoHyaHMM Ccpoka
AKCIUTyaTal[MM OTHETYLIUTEN He0OX0MMO MepeaaTh ero JIMIy, OTBETCTBEHHOMY 3a M0KapHYIO
0€30MacHOCTh B ILKOJE, JUIsl MOCIEIyolel nepe3apsakd. YCTaHOBUTh B NMOMEIIEHUH HOBBIN
OTHETYIIUTEb.

5.5. VYnaoctoBepuThCs B  IPOTUBOIOXKAPHOW OE30MACHOCTH TIOMEIICHUs, TPOBETPHUTH
MOMEIICHNE, 3aKPBITh OKHA, (ppamMyry, BBIKIIOYHTH OCBEIIEHUE W 3aKPHITh KaOMHET Ha KIIOY.
5.6. O60 Bcex, TpeOYIONTUX BHUMAHUS, HEJIOCTaTKaX, 3aMEUEHHBIX BO BpeMsl paOOTHI, JOJIOKHUTH
3aMECTHUTENIO JUPEKTOPa MO aJIMHHUCTPATUBHO-X03IUCTBEHHOW paboTe 0011e00pa3oBaTeIbHOTO

yupexJieHus (Ipu OTCYTCTBUM — HHOMY JIOJDKHOCTHOMY JIMILY).

WucTtpykuuio pazpaboTan WHKEHEp 0 OXpaHe Tpyna

UYepaskos C.B.

C uHCTpYyKIIMEH 03HAKOMIICH (a):



