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1. 3aranbHi noJioxkeHHs1 0e3MeKHU i 0XOPOHM Npalli JJIs1 cCeKpeTaps

1.1. IHCTPyKLiA 3 OXOpPOHW npaui Ansa cekpeTaps po3pobreHa BigNOBIAHO A0
3akoHy YkpaiHn «Ipo oxopoHy npaui» (MoctaHoBa BP Ykpainu Big 14.10.1992 Ne
2694-Xl11) B pepakuii Big 20.01.2018 p, Ha ocHOBi «[MoNOXeHHA NpO PO3pobKY
IHCTPYKUIN 3 OXOPOHW npaui», 3arBepaxeHoro Hakazom KomiteTy no Harnsgy 3a
OXOopoHOo Npaui MiHicTepcTBa npaui Ta couianbHol NONITUKN YKpaiHu Big 29 CivHA
1998 poky Ne 9 B pepakuii Big 01 BepecHa 2017 poky, 3 ypaxyBaHHAM «[lep>aBHUX
CaHiTapHMX nMpaBuvn | HOPM BRNaWTyBaHHA, YTPUMaHHSA 3aranbHOOCBITHIX
HaBYanbHWX 3aknagiB Ta opraHisauil HaB4yanbHO-BMXOBHOro npouecy» [ Can T1IH
5.5.2.008-01, 3aTBepakeHMX NOCTaHOBOK [OMNOBHOrO caHiTapHOro nikapsa YkpaiHu
Big 14.08.2001 p. Ne 63 i norogpxkeHnx MiHICTepCTBOM OCBITW | Hayku YKpaiHu Bif
05.06.2001 p.

1.2. |HCTpyKLUis 3 OXOPOHM npaui po3pobneHa Ans cekpeTapsa 3aranibHOOCBITHLOMO
HaBYarnbHOro 3aknaay.

1.3. Poboumm micuem cekpeTaps LIKONU € NpUUManbHs OUpeKTopa YCTaHOBM.
MpuimanbHa obnagHaHa KOMM'IOTEPOM, MPUHTEPOM, KCEPOKCOM, CTOSIOM,
CTiNbUAMM Ons npurioMy BiaBigyeadiB, wadamu i cencpom ana 36epiraHHA
TPYAOBMX KHWKOK MpaLuiBHUKIB LLIKONM, OCOBUCTMX CnpaB negaroriyHnX npawiBHUKIB,
TEeXHIYHOro nepcoHany i Ans 36epiraHHs iHWOI AOKyMeHTaLil.

1.4. [o pobotm cekpeTaps-ginosoga [[OMyckawTbCAa 0COOM 3a HAsABHOCTI
npodpecinHoi abo cepeaHbol (BULWOI) OCBITWM, HAABHOCTI MEAWYHOT KHWXKUA 3
Aonyckom o poboTtu.

1.5. Cekpetap perynsapHo, 1 pa3 Ha pik, NpoxoauTb OOOB'A3KOBUI MeaUYHUI
npodinakTUYHUM ornag.



1.6. CekpeTap gupektopa npu NpuAOMI Ha pobBOTYy MOBUHEH MPOWTM BCTYMHWIA
IHCTPYKTa@X | IHCTPYKTaX 3 OXOPOHW npaui Ans cekpetaps nig vac pobotu, LwWwo
iKCyeTbCA Yy BIiAMOBIAHMX XypHanax o6niky NpoBeAEeHHSI iHCTPYKTaxiB 3 NMUTaHb
OXOPOHW.

1.7. CeKkpeTap yCTaHOBM MOBUHEH 3HATU NOCALOBY iIHCTPYKLIO CekpeTaps KepiBHMKA
LLKOMW | CTPOro A0TpUMYyBaTUCS BCIX 11 NOSTIOXKEHb, BUMOT Ta NpasBuIl.

1.8. Cekpetap noBuHeH OyTn o3HanomneHun i3 CTaTyToM LUKOMKU, MNpaBuiamu
BHYTPILLIHBOrO TPY4OBOrO PO3NOpsaKy, KOSIEKTUBHUM LOTOBOPOM.

1.9. OCHOBHMMWU LWIKIOAMBMMU | HEBE3NeYHMMN s 300POB'S YNHHUKaMK Npu poboTi
CeKkpeTapss B npurMMarnbHi AUpEeKTopa €. HasBHICTb KOoMMN'loTepa 3 kabensamu
ernekTpoeHepril Hanpyroto 220 BOMbT, BMSIMB €MEKTPOMAarHiTHOro nons CUCTEMHOrO
Gnoky i MoHiTOpa koMn'toTepa.

1.10 lMpwn poboTi Ha KOMM'OTEPI MOXYTb BRSMBATW Ha CeKpeTaps HacCTYMHI
Hebe3neyHi Ta WKianmei bakTopu:

Di3nyHi:
e MigBULLIEHNI PiBEHb LLYMY Ha pobovyomy MicLi;
e [iBVLLEHE 3HAYEHHS Hanpyrn B eneKTPUYHIN Mepexi, 3aMKHEHHSA SKOI MOoXe
NPONTN Yepes TiNo NI0LNHN;
NiABULWEHNIA PIBEHb CTAaTUYHOIO €NeKTPonocTavyaHHs;
NigBULLIEHNI PiBEHb €NIEKTPOMArHiTHOro BUNPOMIHIOBAHHS;
nigBuLEHa Hanpyra enekTpMYHOro nons;

® HeCnpUATIINBI YMOBU OCBITINEHHS.
[McmnxodizionorivHi:

e (i3NYHiI HAaBaHTa)XEHHSA CTaTUYHOI Ta AMHaMIYHOI Ail;

® HEpPBOBO - NCUXIYHI HABAHTaXXEHHS.

1.11. CniBpOBITHUK, SIKUIA OONYCTUB HEBMKOHAHHA abo NOPYLIEHHS Liel iIHCTPYKLUiT
3 OXOPOHMU npaui Ona cekpeTapsi LUKOMAW, NPUTAryeTbCa OO AMcuMnniHapHol
BignosiganbHocTi BignosigHo Ao CratyTy, [lpaBun BHYTPIWHLOIO TPYAOBOrO
poO3nopsaKy, TPYAOBOro 3akoHoZaBCTBa YKpaiHW i, Npu HeobXigHOCTi, NpoXoauTb
no3ayeproBy NepeBipKy 3HaHb BCTAHOBMIEHNX HOPM i NPaBU OXOPOHW NpaLi.
1.12. CekpeTap MNOBWHEH MPONTM HABYaAHHSA | MaTW HaBUYKM HagaHHA MNepLloi
A0MoOMOrn nocTpaXganum, 3Hatn NopsgokK Ai Yy pasi BUHUKHEHHS MOXEXi YN iHLIOT
HC i eBakyauil.

2. Bumoru 0e3nexu 1J1s1 ceKpeTaps nepea no4yarkoM poooTu

2.1. lMepen novatkoM pobOTU cekpeTap MNepeBipsAe LiNICHICTb 3aMKiB Ha ABepsiX,
Wwadpax, cendi, UinicHICTb BIKOH, BidyarlbHO BU3Ha4ae CrpaBHICTb OCBITNHOBANbHUX
npvnagis, BUMMUKaYiB, €reKTPUYHOT NPOBOAKMK, CNPaBHICTb obnagHaHHS.

2.2. Tlepen no4atkoM pobOTM cekpeTapd HeoOXigHO BKMAKYUTM  MOBHICTHO
OCBITNEHHA B pobovomy kabiHeTi i nepekoHaTUcss B cnpasHin poboTi BCiX
CBITUNbHUKIB. HanmMeHLwa ocCBiTNeHiCTb poboyvoro MicLsi NOBUHHA CTAHOBWUTW: MpU
MOMIHECUEHTHUX namnax - He MeHwwe 300 ik (20 BT/kB.Mm).

2.3. YneBHUTUCS, LLIO KOMYTaLiHi KOPOBKM 3aKpUTi, eNeKTPUYHi po3eTKn i BUMUKaYi
6e3 nowkomKeHb (TPILWH i BigKoNiB), a TakoX 6e3 OrofieHMx KOHTaKTIB.

2.4. [Ina 3anobiraHHs OTPUMAaHHS EneKTPoTpaBMMU, CEKpPeTapt 3abopoHSETbCS
CaMOCTINHO yCyBaTW BUSBMEHI NOPYLLUEHHS enekTpobesneku.



2.5. YneBHUTUCA B HAABHOCTI MEPBMHHMX 3aCOBIB MOXEXOraciHHa Ta TepMiHy iX
NPWOATHOCTI, B HAsiBHOCTI anTeyvky nepLuoi 4oNoMOrn Ta YKOMIMIEKTOBAHOCTI yciMa
HeobXiaAHMMN MeanKameHTaMMu.

2.6. MNpoBecTn ornsag caHiTapHOro CTaHy KabiHeTy i NpoBiTPUTK noro. MNpurotyeatu
anst poboTtn HeobxigHUM maTtepian i obnagHaHHA.

2.7. [lpoBectn nepeBipky npauesgaTtHocTti [1K, BNeBHUTUCA B CNpPaBHOCTI
enekTpu4Horo obnagHaHHA, OprrexHikn B pobovomy kabiHeTi.

2.8. TllepekoHaTucsa B 6e3neui pobOYOro Micus, NepeBipUTM Ha CTINKICTb |
crnpaBHiCTb Mebni, nepekoHaTUCA B CTIMKOCTI OOKYMEHTIB, $Ki 3HAXOASTbCS
3rpyrnoBaHOMY BUIMSAi, @ TakoX NepeBipUTN HaABHICTb Y HEOOXigHIM KinbKOCTI Ta
CMpaBHICTb KaHUENAPCbKOro npunaaas.

2.9. BigperynioBatn i 3achikcyBaTn BUCOTY Kpicna, 3pyyqyHun gns cebe ykniH noro
CMUHWN.

2.10. YneBHUTUCA, LWLO TeMnepaTypa NoBIiTPSA B MPUMILLIEHHI BignoBigae HeobXigHNM
CaHiTapHMM HOpMaM.

2.11. Tpn BUsABNEHHI HeponikisB B poboTi obnagHaHHsA abo HasiBHOCTI 3namaHux
MebniB, MNOBIOOMUTU 3acCTYMHUKY OupekTopa 3 afMiHiCTpaTMBHO-roCnogapChbKol
YacTuHM (3aBrocny) i He BUKOPUCTOBYBATN AaHe obrnagHaHHA | Mebni B NPUMILLEHHI
[0 NOBHOIO YCYHEHHS BCIX BUSBSIEHUX HELOMIKIB.

3. Bumoru 0e3nexku mijg 4ac podoTH cekperaps

3.1. TlpoTtarom pobo4oro 4vacy, cekpetap MOBUHEH OOTpPUMYyBaTU CBOE poboye
Micue B npunMarsibHi B NOPSaKy
3.2. Mg 4ac pobotn 3a KOMM'HOTEPOM, 3 MPUHTEPOM Ta KCEPOKCOM CeKpeTap
OOTPUMYETLCA NpaBun  ekcrnsyatauii TexHonoriyHoro obnagHaHHga. B npoueci
poBOTU AOTPUMYETLCA PEXUMIB NpaLi i BigNOYNHKY.
3.3. BukoHytoun poboTy, He fgonyckae 3aCTOCYBaHHS HECNpPaBHOMO enekTPUYHOro
OCBITSIEHHS, HE pOoDB0OYOro NepcoHanbHOro KOMM'toTepa, NPUHTEPa, KCepokca, iHLWOoro
enekTpnYHoro obnagHaHHS, Wo 3HaxoauTbCcs B pobovomy KabiHeTi.
3.4. WoneHHe Borore npubupaHHa B npurMarbHi AUpekTopa npoBOAUTLCS Y
BiJCYTHOCTI CeKkpeTaps Ta y4HiB.
3.5. [Ilpun BWKOHaHHI cBOei  poboTnm  cekpeTap  OOTPUMYETbCHA  BCiX
CaHiTapHO-TIrEHIYHMX HOPM i MpaBu 0COBUCTOT FiriEHN.
3.6. Y pasi HecnpaBHOCTI pobo4yoro obnagHaHHs abo BIAKMHOYEHHSI OCBITNIEHHSA
cekpeTap NpuUnuHSe ceoko poboTy i BUMMKAE BCe obrnagHaHHS
3.7. _CekpeTapto WKonu HeobxigHO A0TpuMyBaTUCS 3axoaiB 6e3nekn Bif ypaKeHHS
eNeKTPUYHNM CTPYMOM
e He nigknodaTn OO eneKkTPUYHOI Mepexi i He Bigknw4aTu Big Hel KoMmn'loTepHe
obnagHaHHs, OprTexHiky, npunagm Mokpummn abo BONOrMMmn pykamu;
e [JOTPMMYBaTMUCA MOCMIOOBHICTb BKIIOYEHHA | BUKIIIOMEHHS KomM'loTepa Ta
OPrTEXHIKN;
He po3TalloByBaTV Ha obnagHaHHiI nanip, pevi, iHWi NpeameTy;
He 3anuwaTti BKIIOYEHMMW B ENEKTPUYHY Mepexy 0e3 Harnagy Komn'loTepHe
obnagHaHHs, MynbTUMELIMHUIA NMPOEKTOP, NPUHTEP,iHLLY OPrTEXHIKY.
3.8 lpautoroum 3 _OPITEXHIKOK cnid  OOTPUMYBATUCSA  3anobiKHWX 3axodiB Bid
Nopaskun enekTpuYyHMM CTPYMOM
e He BKMOYATM B EMEKTPUYHY Mepexy i He Bigknwodatn Big Hel obnagHaHHA
MOKpMMU ab0o BONOrMMKU pykamu;




e [JOTpMMYBaTUCA MNOPAOKY NIAKNIOYEHHSA | BIOKNIOYEHHA KoMn'loTepa, MpUHTepa,
OPrTEeXHIK;

e He 3anuaTti nigknioyYeHe go enekTpoXuBIeHHs1 obnagHaHHA 6e3 KOHTPOsto.

3.9. He BukopuctoByBat B MPUMILLIEHHI KabiHETYy enekTpoHarpiBasnbHi npunagu:

KUN'ATUNbHUKK, MIAWTKWA, eNeKTPoYamHUKK, NIIONKK, HecepTUdikoBaHi NogoBXyBadi

I.T.iH.

3.10. B npoueci BMKOHAHHSA NocagoBux OOOB'SAA3KIB AOTPUMYBATUCS BUMOI AaHOI

IHCTPYKLIT 3 OXOPOHW NpaLi Ans cekpeTapsi Ta 3axofiB NPOTUNOXEXKHOT Beaneku.

3.11. Akwo nig 4Yac poboTn cTaBCs HelwlacHUA BUNagokK abo npauiBHMK Big4vyB

He3Oy>XaHHS | NoripleHHA CTaHy 300pOoB'd, BiH MOBIOOMIIAE MNPO Le AUPEKTOopY

LLIKOSIN, iIHXXeHepy 3 OXOPOHU npadli.

4. Bumoru 0e3nexu mic/ifl 3aKiHUeHHsI po00TH ceKpeTaps.

4.1. Micnga 3akiH4eHHA poboTn cekpeTap MOBHICTIO BiAKNOYAE eneKkTpuYHi npunagu,
nepcoHaribHUM KOMMN'tloTep, NPUHTEP.

4.2. Npubupae poboye micue Big HeNOTPIBHUX abo BUKOPUCTaAHNX NPeaMETIB.

4.3. MMicna 3akiH4eHHa poboTn 3abesnevye [OTPUMAHHS CaHITApHUX HOPM i
AOTPUMYETBLCSA NpaBusl 0COBUCTOI ririEHN.

4.4. TlepeBipsie HasiBHICTb NEepPBUHHUX 3acobiB noxexoraciHHsa. [Mpu 3akiHYeHHi
TepMiHy eKkcnnyaTauii BOrHeracHuka HeobxigHO nepegatnm  KnMoro  ocobi,
BiANOBIganbHiM 3a noXexHy ©0e3neky B LWKOMi, ANA nodanbllol nepesapsagku.
BcTtaHoBUTU B NpUMILLeHHI HOBUIA BOrHEracHUK.

4.5. BneBHUTUCS B NPOTUMNOXKEXKHIM Be3neui NpUMILLEeHHS, BUMKHYTU OCBITIIEHHS i
3aKpUTK KabBIiHET Ha KIHou.

4.6. MNpo BCi Hegonikun, NOMiYeHi nig Yac poboTn, AONOBICTM 3aCTYNHUKY AMPEKTOPa
3 agMiHicTpaTUBHO-rocnogapcbkoi poboTn  3aranbHOOCBITHLOMO 3aknagy (npu
BiACYTHOCTI — iHLWIi nocagosin ocobi).

5. Bumoru 0e3nexu AJis1 ceKpeTapsi B aBapiliHUX CUTyalisix

5.1. [1py BUHUKHEHHI aBapiMHNX cUTyaLlii B NpUNManbHi:

NOBIAOMUTY agMiHICTpaUito, OUPEKTOPY;

NOBIAOMUTY B CIy>XBy NOXeXHOI 0XOpoHU 3a Ten. 101;

BXUTW HeBigKNagHUX 3ax04iB LWoAO0 eBakyauil yYHIB 3 MPUMILLEHHS;

BIOKITIOUNTN €NeKTPOMEPEXY | MO MOXIMBOCTI BMHECTU HaWbinbLL BaXnvey

AOKYMEHTaLUIHo.

1.1. He nouynHatn poboTy B pasi moraHOro camonovyTtss abo panToBOi

XBopobw.
5.3. Tlpn BUHUKHEHHI aBapiiHMX cuTyauin (MpopvB BOAOMPOBIOHOI cuctemn abo
cucTeMuM  onarieHHsl)  OONOBICTM  NPO  NOAiK  3acTyrnHWKY  AMpekTopa 3
aAMIHICTPaTUBHO-rOCNOL4APCLKOT YacTuHM (NpU  BIACYTHOCTI - iHWIA NOCadoBin
ocobi) i gani AiaTn 3rigHO 3 OTPMMaHUMK BKa3iBKaMW.
5.4. Mpn BUHUKHEHHI HENONaaoK B poboTi enekTpoobnagHaHHs, NosiBi icCKop, AUMY i
3anaxy rapy HeramHo BigknouUnTN obnagHaHHA Bif €NeKTPUYHOT Mepexi i A0MOBICTM
Npo LUe 3acTynHWKy [OupeKkTopa 3 aAMiHICTPaTMBHO-TOCNO4APChbKOI  YaCTUHM
(3aBrocna). PoboTy MOXHa nNpoAOBXyBaTU TiMbKU MIiCNS YCYHEHHA BWHUKUX
Henosagok.



5.5. B pasi BWHUWKHEHHA noxexi HeobxidHO B nepLlly 4Yepry eBakylBaTu
cniBpobiTHUKIB, BiABiQYyBadiB, YYHIB 3 NpuinMarbHi (Kepyto4Mcb NnaHoOM eBakyauii 3
npumileHHs) B 6esnevyHe Micue, 3agidTM CUCTEMY OMOBILLEHHSA NPO MOXEXY,
NOBIAOMUTU B MOXEXHY criyxby 3a TeneoHoMm 101, 4iTKo NOBIAOMHUBIIHN MIPU [[BOMY
coe IIIIT Ta ampecy minero (Bya. T.IlleBuenka, 212); 4OMOBICTM agMiHICTpauil LWKOMNW.
[Mpw BIACYTHOCTI SAIBHOI 3arpo3u XXUTTIO NPUCTYMNUTU A0 raciHHA Micus 3aMMaHHS 3a
AOMNOMOrOK NEPBUMHHUX 3aCOBIB NOXKEXKOraCiHHA.

5.6. Y pasi oTpuMaHHA TpaBMU MOKMUKATM Ha OOMOMOry, CKOPUCTATUCSA anTeyKor
nepwoi JOMNoOMOrn, 3BEpPHYTUCS 3a MeOUYHOK [OOMOMOrod B MEeONYHKT
3aranbHOOCBITHBOrO 3akrfagy i [OBeCTM [0 BigoMa Aupektopa wkonv (npu
BiACYTHOCTI — iHLWiN nocagosin ocoobi).

5.7. Y pasi oTpuMaHHs TpaBMWU iHLWOK ocobot, Hagatu noTepniniomy neplly
AOMOMOry, BUKMNWKaTU LWKiNbHY MeacecTpy (abo pgoctaBuTuM noTepninoro B
MeLnyHKT), B pasi HeoOXigHOCTI, BUKNMKATK WBMAKY MegUdHy OONOMOrY, AOMOBICTY
npo Te, WO Tpanurocs AUPEKTOopYy LWKonu (npy BIiACYTHOCTI - iHWIN nocagosin
ocobi).

5.8. Y pasi 3arpo3u abo BUMHWKHEHHS Micusi HEBEe3Ne4yHoro BMfMBY TEXHOrEHHOro
xapakTepy AiaTu BignosigHo Ao NnaHy eBakyauii, iIHCTPYKLUil MpO NOpSaoK Ain Y pasi
3arposu T1a BUHUKHeHHS HC TeXHOreHHOro xapakrepy.
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