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1. 06 e TpeGoOBaHUA OXPaHbl TPyAa
1.1. CamocTosTeNBHO paboTaTh cekpeTapeM-MamuHucTko# B MBOY COIII Ne 63 paspemaercst
JMIIaM B BO3pacTe He MOJIOXe 18 JeT, mpomieinuM BBOTHEIM HHCTPYKTaX IO OXpaHe TPy/a,
HHCTPYKT&K [I0 OXpaHe TpyJa Ha pabodyeM MecCTe, 4To buKcHpyeTcs B COOTBETCTBYIOIIMX
JKypHaax yd9éTa [IPOBEICHH HHCTPYKTa)XeH 110 BOPOCaM OXPaHb! TPy a.
1.2. K paboTe cekpeTapeM-MANIMHUCTKOH [OIYCKAIOTCA JHIA NPH HAIMYHH HA9aTBHOTO
npodeccuoHanbHOr0 0bpazoBanus 0Oe3 HPeAbABICHHS TpeGoBanmii K cTaxy paboTel WK
cpennero (mosmHoro) obmero ofpasoBaHus H CrENHATbHOM TIOATOTOBKM 110 YCTaHOBJIEHHOR
nporpamme Ge3 IpeabIBIeHHs TpeOOBaHHH K CTaXY pabOoTHI, HATHYHA MEIULMHCKON KHIDKKH C
JOIYCKOM K paboTe, NOMydICHHBIM N10CIIE TPOXOKICHHA MEAUIUHCKOTO OCMOTPA.
1.3. Pa6o4yuM MECTOM CEKpeTaps-MalllMHUCTKY SBJSETCS IPHEMHAT THPEKTOpa MBOY COII Ne
63. IlpuemHas 06OpyIOBaHa KOMIIBIOTEPOM, IPHHTEPOM, KCEPOKCOM, CTOINOM, CTYJBAMH UL
mpueMa MoceTUTeNeH, Mkadamu, cefipamu U1 XpaHEHUs JOKyMCHTalHH.
1.4. CexpeTaph-MaIIHHKCTKA PETYISIPHO, 1 pa3 B roji, MPOXOAMT 00s3aTenbHBIM MEAUIIMHCKIH
npoduIaKTUIECKHH OCMOTP.
1.5. Cexperapb-MalIuHHCTKA 00pa3oBaTeNbHOIO YUPEKICHUS HOLKHA 3HATH M cobmonare
HACTOSIIIYI0 HHCTPYKIMIO IO OXpaHe TPyZ[a, CBOI MODKHOCTHYIO HHCTPYKIHIO, [TpaBuna
BHYTPEHHEro TPYZOBOTO PacIops/ka y4pesKACHHs, YCTAHOBIEHHbIE PEKUMEI TPYIa K OT/BIXA B
MBOY COIII Ne 63.
1.6. Bo Bpems paboThl CeKpeTapeM-MalIMHHCTKOH BO3MOJKHO BO3/eHMCcTBHE CHEIYIOIHX
OTIACHBIX ¥ BPEIHBIX POM3BOJCTBEHHAIX (HaKTOPOB:

e HapylIEHHE OCTPOTHI 3PEHMS [PH HEIOCTATOIHOM OCBEIICHHH pabodero mecra, a
TaKKe YTOMJIEHHE I[Va3 IpH JoIroid pabore ¢ IOKYMEHTaMH M C MEPCOHATBHBIM
KOMTIBEOTEPOM;

e HOHH3HPYIOIIME, HEHOHM3UPYIONIHE HM3ITYyYCHHS M DICKTPOMArHATHBIC IOJA IPH
paBoTe ¢ MEPCOHATEHEIM KOMITBIOTEPOM M OPITEXHHKOMH;

o IOpaXKEHHME ONEKTPHICCKMM  TOKOM  IpM  HCHOJNB30BAHMH  HEHCIIPABHBIX
3JIEKTPHIECKHX IPHOOPOB, KOMITBIOTEPA, OPITEXHUKH,

o MOpaXKeHHe SNMEKTPHUYECKMM TOKOM IIPH HCIIOIE30BAHNH C IIOBPESIKICHHON M30JISIHMEH
SNEKTPHYECKUX Kabernel MUTaHus, 3/IeKTPOIPOBOAKH, HEHCIIPABHBIX BEIKJTIOYATENICH
OCBEIIEHHUS U ANMEKTPHUECKHX PO3ETOK;

o IOpaXCHHE ONEKTPHYECKHM TOKOM TIpH OTCYTCTBHH YCTPOHCTB 3a3€MIICHHS
HCIONB3YEMEBIX 3TEKTPONPHOOPOB.

1.7. CexpeTaphb-MamIMHUCTKA NOJKHA COOIEONATh IPOTHBONIOJKAPHBIA  PEXXHM, IpaBUIA
IO)KApHOH Ge30MaCHOCTH, 3HATh MECTa PACIIOJIOKEHHS HEPBUTHBIX CPE/CTB MOKAPOTYIIEHH 1
ANTEUKH IepBod JoBpauyeCHOH MOMOIIHM, & TaKkKe MyTH 3BAaKyalluu IpH MOXape HIH HHOH
Ype3BEIYaHON CHTYAIHH.
1.8. Ilpm HecdacTHOM CIydYae NOCTPaiaBLIMi HIH OYEBHJEL HECHACTHOrO CIyHasd 00s3an
HeMeUTeHHo coobumth 06 sToM aupextopy MBOY COII Ne 63, mpH HEHCHIPaBHOCTH
o6opynoBaHHs NPEKPaTUTh paboTy ¥ COOOMINTE 3aBE/TyFOIIEMY X03SHCTBOM.
1.9. PaBoTHMK NOMKEH BJaAeTh IPHEMAMH M CHOcO0aMM OKa3aHWs MEePBOH noBpaueOHOH
foMomTH B 00beMe HECTPYKIMH 110 OKa3aHUIO IIEPBOX MIOMOIIH NOCTPaAaBIIEMY, ne#cTByrome
B 00pa30BaTeIbHOM YUPEHKICHHH.
1.10. B ciydae HEBHIIOJHEHHs WIH HApYIIEHHMS HAcCTOsIell MHCTPYKIMHA IO OXpaHC Tpyna,
CeKpeTaph-MalIMHACTKA IIPHBIEKAETCS K TUCUAIUIHHAPHON OTBETCTBEHHOCTH B COOTBETCTBHA €
YcraBom, [IpaBuiaMu BHYTPEHHErO TPYLOBOTO paclopsajika MBOY COII Ne 63, TpyioBeM
Komexcom P® u, Ipi HeOOXOIMMOCTH, ITO/IBEPIAETCs BHEOUEPEIHOH IPOBEPKE 3HaHHH HOPM H
[paBwI OXPaHbl TPYIa.

2. TpeGoBaHHA OXpaHbl TPy/Aa Nepe/ Ha4ya/ oM paboTsl
2.1. Tlepen HauazoM paBoTHl CEKpeTapb-MAIIMHMCTKA IPOBEPSET LENOCTHOCTh 3aMKOB HA
mBepsix, mkadax, cedde, NETOCTHOCT OKOH, BH3Y&IbHO ONPEAEIICT HCHPABHOCTD
OCBETUTENBHEIX IPUOOPOB, BEIKIIOYATE/IEH, DIEKTPHIECKOH IPOBOMKH. [Tpu 3TOM HauMeHbIIas



OCBCIICHHOCTh pabo9ero MecTa AOIMyCKAeTCs: NPH JIOMHHECLEHTHEIX JaMrax He MeHbine 300
7K. (20 B1/KkB.M.), IpH 1aMITax HaKaTHBaHHs He Menbme 150 jk.(48 BT/kB.M.).
2.2. Tlpu HCTIONB30BAHWH B CBOGH JIESTENBHOCTH MEPCOHAIBHOTO KOMIIBIOTEpA, IIPHHTEDA,
KCEpOKca CeKpeTaphb-MallHHHCTKA MO/DKHA yOEIMTHCS B HMX MCIIPaBHOCTH M NEIOCTHOCTH
HNOABOAAIINX KabeneH, aMeKTPHYECKUX BHIIOK.
2.3. B ciyuae BEIABNEHHS HEHCIPABHOCTH 3IEKTPOOGOPYIOBAHHS COOBIIHTH 3aBeIyIomEeMY
XO35/HCTBOM H K BBITOIHEHHIO PA0OTHI C HUM HE IIPHCTYTIAT.
2.4, OcyIiecTBUTH NPOBETPHBAHHE IIOMELICHHUS H OOATOTOBKY K paboTe HeoOXOIMMBIX
KaHICILIPCKUX IPUHAICKHOCTEH, a TAKKE IEPCOHATEHOTO KOMITBIOTEPa, IIPUHTEPA, KCEPOKCa.
3. TpeGoBanus oxpaHbl TPY/Aa BO BpeMs paGoThl

3.1. B Teyenue paboduero BpeMEHH COTPYIHHMKY HEOOXOIMMO cozepxathk cBoE paboyee MecTo B
IPHEMHOH B YHCTOTE H HOPsAKe, COOMONATh CaHHTAPHO-TUIMEHHYECKHE HOPMBI IIpaBHJIa
JIHYHOW THTHEHEL.
3.2. DBoLINOIHATE MOCNENOBATENBHOCTh PabOTEI C  JQOKYMEHTAMH, KOTOpasi yCTaHOBJIEHA
AOJDKHOCTHBIMH 00A3aHHOCTSAMH CeKpeTaps-Mamuuuctkd 8 MBOY COILI Ne 63.
3.3. Bo Bpems paGoThHl 3a KOMIBIOTEPOM, C TIPHHTEPOM H KCePOKCOM COOIONAET MpaBHiia
SKCIUTyaTaluH IaHHOTO 060pynoBanus. B mpolecce paGoThl MPHUAEPKHBASTCS PEKAMOB TpyZa "
OTIBIXA.
3.4. PaborHuk pomken ofecneduTh COGIIOAEHHE ops/ika Ha cBoeM pabodeM MecTe, He
HOITyCKAaTh €ro 3arpOMOKIEHMA IIOCTOPOHHUMH IIPeIMETaMH H HEHY)KHOM JOKYMEHTALHE.
3.5. Jinis mojnepiaHus 3M0POBOTO MHKDOKIHMATA CEKPETapiO-MAIIHHHCTKE CllelyeT depes
KaxJIple 1Ba 9aca paboThl IPOBOJAHTH IPOBETPHBAHNE IIOMEIIEHHS.
3.6. Ilpu paboTe ¢ mpEMeHEHHEM IIEPCOHATEHOTO KOMITBIOTEPA HEOGXOMMMO COBIIIONATE MEpEI
Ge30IIaCHOCTH OT MOPAKEHUS INEKTPHUESCKHM TOKOM:

* HC IOAKNIOYaTh K DIEKTPHYSCKOM CETH M HE OTKIIOYAaTh OT HeE KOMIBIOTED H

OPTTEXHUKY MOKPBIMH H BIQKHEIMH PYKaMH,

*  HC IIBITAThCS BBIIOTHUTE PEMOHT BKIIIOYEHHOTO B CETh JIEKTPOOGOPYI0OBAHHS.
3.7. Tlpu JeATENBHOCTH C MCHONB30BAHMEM IEPCOHAILHOTO KOMIIBIOTEPA CEKpEeTaph-
MallMHHCTKA J0/DKHA PYKOBOACTBOBaThCs «HHCmpykyuell no oxpaHe mpyda npu pa6ome Ha
NepcoHabHOM KOMNbIOMeEpe».
3.8. Ilpu mponomxuTenbHON paboTe ¢ JOKYMEHTauued W Ha IEPCOHAIEHOM KOMIIBIOTEPE C
LEJIBIO CHHXKEHUA YTOMIICHHS 3PUTEIBHOIO aHATM3aTopa, YCTPaHEH s BIHSHAS THIIOUHAMIH |
THIOKMHCSAHA, a4 TAKXKE C LENbI0 MPENOTBPAIICHAS PA3BUTHA MO3HOTOHHYECKOTO yTOMIIECHHS
UCPE3 KaX/IBIH Jac HENPEPEIBHON pabOTEI ceKpeTaph 00s3aH Aenarh HeGombmoit nepepsiB Ha 10-
15 MuUHYT, BO BpeMst KOTOPOTO ClEyeT BBITOIHSTE IPOCTON KOMILIEKC YIPaXKHEHAH IUIst r1as,
(DH3KY TBTYpHEIE [ay35l H QU3KYIETYpHEIE MHHYTKH,
3.9. Bo Bpemst paGoTHI cTporo cofmonath IpaBHia HACTOSIEH HHCTPYKIMH II0 OXpaHe Tpy/a,
MHbIE HHCTPYKIIMH [10 OXPAHE TPY /A IIPH BEINOJIHEHUH PadoT.
3.10. Ilpn HEMOCTATOYHOM OCBEIIEHHH PabOYero MecTa HeoBXOTUMO LS TOTIOTHUTENBEHOTO €0
OCBEINEHHS HCTIONIB30BATE HACTOIBHYIO JIAMITY.
3.11. B cmywae HemcupasHOCTH pafoduero O0OpYNOBaHHS WM OTKIIOYCHUS] OCBEMICHHS
CCKpETaph-MaIIHHICTKA IPEKPANIAeT CBOIO PaboTy U BBIKIIIOYACT BCE BIEKTPO0GOPYHOBAHHE,
3.12. Ecnu Bo Bpems paGOTEI MPOH30INEN HeCUacTHbIH CTydaid Wi pabOTHUK IOYYBCTBOBAJ
HEIOMOTaHHC U yXYIIEHUE COCTOSHHMS 3A0POBBS, HEOOXOAUMO COOOIHUTE 06 STOM IUPEKTOPY
MBOY COI Ne 63 (pu orcyTeTBHE — HHOMY JOIKHOCTHOMY JIHILY).

4. Tpe6GoBaHus OXpaHbI TPYZa B aBaPHIAHBIX CHTyauuax

4.1. Ilpn BOSHWKHOBEHHH HENONANOK B paboTe 31eKTpooGOpy I0BAHHS, TTOSBICHHH HCKD, OBIMa
M 3allaxa Tapd HE3aMCUIMTENBHO OTKIIOYHTH OOODYHOBAHHE OT 3IEKTPUYECKOH CeTH o
JIONOKUTE 00 5TOM 3aBEMyIOIIEMy XO3sicTBOM. PaGoTy MoxHO IIPOIOIIKATE TOJBKO IIOCIE
YCTpaHEHHs BOZHUKIINX HENOIAI0K.
4.2. Ilpu BOSHHKHOBEHHH TTOKApa HEOOXOMUMO!

* HE3aMCIUIMTENIBHO 5BAKyHPOBATH JIFOAEH H3 OMEIICHHMSL:



e 1O BO3MOKHOCTH 3aKpeIThb Bce (OPTOUKM M OKHA C MLCJBIO BBICTPOrO
HepaCIPOCTPAHEHHS OTHS, OTKIIOYHMTH SNIEKTPOIHEPIHIO;
e BHI3BATH NIOKAPHYIO CIYKOY 110 tenedony 01 (101,112);
«  cooBuTh 0 moxkape mupektopy MBOY COIII Ne 63 (npu ero OTCYTCTBHA — HHOMY
[MOKHOCTHOMY JIHITY);
¢ [pH OTCYTCTBHHM YIPO3BI JKM3HH, IPHCTYNHMTb K TyMCHHIO Odard BO3TOpaHHs C
[TOMOIIBIO IEPBUYHEBIX CPEJICTB MOKAPOTY ICHHS.
4.3. Tlpu TOTyd4eHHH TPaBMbl IPOMKO MO3BATh HA MOMOIID. I[IpE mONydYEeHUM TPABMBI HHBIM
JIMIIOM OKa3aTh IEPBYIO AOBpayebHYIO MOMOLIb MOCTPATaBIMIEMy, JOIOMKHTE O [IPOHCIIENIIEM
xupextopy MBOY COIII Ne 63 (Ipu OTCYTCTBHH — HHOMY JOJDKHOCTHOMY JIMITY), BHI3BATh
MEIMIMHCKOr0 pabOTHMKA YUPEKIEHMS HJIM  TPAHCIOPTHPOBATH [OCTpajaBImero B
MEIULIMHCKUHN ITyHKT.
4.4, Tlpu asapuu (TIpOpHIBE) B CHCTEME OTOILICHHA, BomocHabKeHus: HeoOXOMUMO BBIBECTH
Mofieit W3 TTOMeMIeHHUsl, COOGIIUTE O MPOUCIIEIIEM 3aBEIy IOIIEMY X03SIHCTBOM.
4.5. B cmyuae yrpossl MM BO3HHKHOBEHHS Odara ONAacHOTo BO3JEHCTBAS TEXHOTEHHOTO
XapakTepa, yrpo3bl HIH [PHBEJCHHS B HCIOJHCHHAC TEppPOPUCTHIECKOr0 aKTa CJIEeLyeT
PYKOBOJICTBOBATBCS. COOTBETCTBYIOIIMMHA HMHCTPYKITHAMH, [TnasoMm osBakyauun H Ilopsaxom
neHCTBHI B Ype3BbIYaUHEIX CHTYallHsiX.
5. TpeGoBaHUA OXpaHbl TPy/ia 0 OKOHYaHUH pa6oThl
5.1. Ilo oxonuaHuu pabOTBl CEKPETaprO-MaIlIHHUCTKE HeoOXOOMMO BBIKJIIOUHMTB BCE
3IeKTPO06OPYIOBAHHE H 00ECTOYATD €0 OTKIFOUEHHEM U3 SNEKTPOCCTH.
5.2. OYUCTUTE SKPaH KOMIIBIOTEpa CAN(ETKOHR OT IBLIH, yb6pare pabodee MECTO OT HCHYKHBIX
HITH UCIIOJIb30BaHHEIX IPEIMETOB.
5.3. Y6path B OTBeJCHHBIE MECTa JUIA XPAHEHUs JOKYMEHTAIHIO.
5.4, OCyILECTBHTH [[POBETPHBAHHE [IOMEILEHHUS, TIOC/E ICro 3aKPhITH OKHA H bpamyTH.
5.5, VOCTOBEpHTECS B IPOTHBOIOKAPHOH 6e30acHOCTH IIOMEIICHHS, BEIMBITE DPYKH,
ePeKpPEITH BO/IY, BRIKIIOUHTE OCBEIICHHE M 3AKPEITE NPUEMHYIO Ha KJIHOY.
5.6. Ilpu obHapyKEHHH HEHCIPABHOCTH MeGenu, KOMIBIOTEPa U OPITEXHUKH, SIEKTPUHECKHX
JIaMII, COOOIIUTE 3aBeIyIOIIEMY XO3SHCTBOM B MBOV COILI Ne 63.

VIHCTPYKIIMIO 110 OXpaHe TpyJaa pazpaboTai:

6/(/(41/‘((/(/( /Marseepa O.C. /

NOOnUCH O.HO0.




