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3 oxopoHH npaui Ne 023
IJISl CeKpeTaps

1. 3aranbHi moJiokeHHs Oe3NeKH i 0XOPOHHU Npaui 1JIsl ceKpeTaps

1.1. [ncTpykIis 3 OXOpPOHHU Mpalli AJis ceKpeTaps po3poOiieHa BiAMOBIAHO 10 3akoHY YKpaiHu
«[Ipo oxopony mnpani» (IlocranoBa BP VYkpaimm Big 14.10.1992 Ne 2694-XII) B pemaxiii Bin
20.01.2018 p, Ha ocHOBi «IlonoxkeHHs PO PO3POOKY IHCTPYKIIIHM 3 OXOPOHHU Mpalli», 3aTBEPIKEHOTO
Hakazom Komitery mo Harisy 3a OXOpOHOIO mpari MiHicTepcTBa mpalli Ta COIMIaTbHOI MONITHKH
VYkpainu Big 29 ciuns 1998 poky Ne 9 B pemakuii Bim 01 Bepecus 2017 poky, 3 ypaxyBaHHSIM
«JlepKaBHUX CaHITApPHUX MPAaBUJI 1 HOPM BIANITYBAHHS, YTPUMAaHHS 3arajbHOOCBITHIX HaBYAIBHHUX
3aKJIa[iB Ta opraHizamii HaB4ambHO-BHXOBHOro mporecy» JCanlliH 5.5.2.008-01, 3arBepmkeHux
noctaHoBo0 [onoBHOro canitapHoro inikaps Ykpaiam Big 14.08.2001 p. Ne 63 i moromkeHHX
MinicTepcTBoM ocBiTH 1 Hayku Ykpainu Bix 05.06.2001 p.

1.2. [ncTpykiiis 3 OXOpOHH Tpaili po3polieHa A CeKpeTaps 3arajlbHOOCBITHHOIO HABUYAIBHOTO
3aKIIajy.

1.3. PoGounM MiciieM cekperapst 3aKiay € TpuiMallbHS JWpeKTopa 3akinamy. [lpuiiManbHs
o0ylaJHaHa KOMII FOTEPOM, MPUHTEPOM, KCEPOKCOM, CTOJOM, CTUIBLSAMH JJIsi NMPUIOMY BiJIBiTyBadiB,
madamu 1 ceioM nans 30epiraHHs TPYAOBUX KHIDKOK IMPALlIBHUKIB 3aKjaay, OCOOMCTUX CIpPaB
Ne/1aroriyHuX MpaliBHUKIB, TEXHIYHOTO NEPCOHANY 1 /Ui 30epiraHHs 1HIIOT JOKYMEeHTallii.

1.4. o poboTu cekperaps-AijIOBOAA JOMYCKAIOThCS OCOOM 3a HasBHOCTI mnpodeciiiHoi abo
CepeNIHbOI (BUIOT) OCBITH, HASSBHOCTI MEIMYHOT KHIKKH 3 JIOIMTYCKOM JI0 pOOOTH.

1.5. Cekperap perymnsipHo, 1 pa3 Ha pik, TPOXOJAUTh 0OOB’SI3KOBUI MEIUYHUN TPODITAKTHIHHIMA
OTJIAN.

1.6. Cexperap nupekTopa npu npuilomMi Ha poOOTY MOBHHEH MPOWTH BCTYHMHHUHM 1HCTPYKTax i
IHCTPYKTaX 3 OXOpPOHM Hpall JuIsl ceKkpeTaps IMiJ 4Yac poOOTH, 10 (IKCYeEThCS Yy BIIMOBIAHHUX
KypHaiax o0JiKy MPOBEICHHS IHCTPYKTAXIB 3 TUTaHb OXOPOHH.

1.7. Cexperap 3akiaqy MOBHHEH 3HATH IMOCAAOBY IHCTPYKIIIO CEKpeTapsl KepiBHHMKA 3aKiajy 1
CTPOTO IOTPUMYBATHCS BCIX ii M0JI0)KEHb, BUMOT Ta MPaBUJI.

1.8. Cekperap moBuHeH Oyt o3HaiomiieHWi i3 CTaTyToMm 3akiajy, MpaBUJIaMH BHYTPIITHBOTO
TPYAOBOTO PO3NOPSAIKY, KOJIEKTUBHUM JJOTOBOPOM.

1.9. OcHOBHMMHM HIKIITMBUMH 1 HEOE3MEUHUMHU JUTS 310POB’ sl YUHHUKAMU TPU poOOTi ceKpeTaps B
pUiiMabH1 AUPEKTOpa €: HasgBHICTh KOMII I0Tepa 3 KaOelsiMHu eJeKTpoeHeprii Hanpyroio 220 BOJIbT,
BIUIMB €JEKTPOMArHiTHOTO MOJISi CHCTEMHOT'0 OJIOKY 1 MOHITOpA KOMIT I0Tepa.

1.10. IIpu poGOTi Ha KOMIT'IOTEpl MOXYTh BIUIMBATH Ha CEKpeTaps HACTYyNHI HeOe3NmeyHi Ta
IITK1I7TUB1 BUPOOHUY1 (paKTOPH:

®Di3uyHi:

— TIJBUINECHUN PIBEHb IIyMY Ha poOOYOMY MICIIi;

— TIJBUINEHE 3HAYCHHS HANPYTH B EJICKTPUYHINA Mepexi, 3aMKHEHHS SIKOT MOXE MPOUTH

4yepes TiJI0 JIIOINHU;

— TIJBUINEHUN PiBEHb CTATUYHOTO €IEKTPOIIOCTAYaHHS;
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— MIiJIBUILEHHUH PiBEHb €JIEKTPOMArHiTHOTO BUITPOMIHIOBaHHS;
— MiJBUILIEHA HAIpyra eIeKTPUYHOro MO,
— HECTPUATIMBI YMOBH OCBITJICHHS.

[TcuxodizionorivHi:

— (hi3uYHI HAaBaHTaXEHHS CTATUYHOI Ta TUHAMIYHOT Jii;
— HEPBOBO — IICUXIYHI HABAHTAXKCHHSI.

1.11. CniBpoOITHHK, KM JOMYCTHB HEBHUKOHAHHS a00 MOPYMIEHHS IN€l 1HCTPYKINI 3 OXOPOHH
npami A ceKperaps 3aKiaiy, NPUTATYEThCS N0 AMCLUUIUIIHAPHOI BiIMOBINAIBHOCTI BIMOBITHO 10
Craryry, [IpaBun BHYTpIIIHBOTO TPYAOBOTO PO3MOPSAKY, TPYIOBOTO 3aKOHOAABCTBA YKpAiHU i, IPH
HEOOXIJTHOCTI, MPOXOAUTH I03a4YEProBy IMEPEBIPKY 3HAHb BCTAHOBJIEHUX HOPM 1 MPaBUJI OXOPOHU
mpari.

1.12. Cexperap MOBHHEH NPOWTH HABYAaHHS 1 MaTH HABUYKM HAJAaHHS MEPIIO] JONOMOTH
HOCTPaXIaIUM, 3HATH MOPSIOK il y pa3i BUHUKHEHHS noxkexi uu iHmoi HC 1 eBakyariii.

2. Bumoru 6e3meku 1J1si ceKpeTapsi nepex Nno4aTkoM poooTu

2.1. Ilepen movaTtkoM poOOTH ceKpeTap MepeBipse LUTICHICTh 3aMKIiB Ha JBEpsAX, madax, ceidi,
IUTICHICTh  BIKOH, Bi3yaJbHO BHM3HAYa€ CIPABHICTb OCBITJIIOBAIBHUX TPUJIA/iB, BHMHKAUiB,
CJIICKTPUYIHOI TTPOBOIKH, CIIPABHICTH O0JIaTHAHHS.

2.2.llepen mo4YaTkOoM pOOOTH CEKpeTapi0 HEOOXiHO BKJIIOYUTH IMOBHICTIO OCBITJIIEHHS B
pobouomy kabiHeTI 1 MepeKOHATHCS B CIPaBHIM poOOTI BCiX CBITWIBHHKIB. HaliMeHIIa OCBITIEHICTh
po60oYOro MicIsi MOBHHHA CTAHOBHUTH: TIPH JIFOMiHECIIEHTHHX Jiamnax — He MeHmie 300 ik (20 Bt/kB.m).

2.3. YrieBHUTHUCS, IO KOMYTalliliHI KOPOOKH 3aKpHUTi, €NeKTPHUYHI PO3ETKM 1 BHMHKadi 0e3
MOLTKOJKEHB (TPIIIKH 1 BIIKOJIIB), @ TAKOXK 0€3 OTOJICHUX KOHTAKTIB.

2.4. Ins 3amoOiraHHsS OTPUMAaHHS CIIEKTPOTPABMH, CEKpeTapr 3a00pOHSETHCS CaMOCTIHHO
yCyBaTH BHUSBJICHI TIOPYIICHHS €JIEKTPOOE3IEKH.

2.5. YIIEBHUTHUCS B HAsIBHOCTI NEPBUHHMX 3aC001B MOXKEKOTACIHHS Ta TEPMIHY iX MPUAATHOCTI, B
HAsIBHOCTI aNT€4YKH MEePUIOi JOIMOMOTH Ta YKOMIUIEKTOBAHOCT1 yCiMa HEOOX1THUMHU MeIMKaMEHTaMHU.

2.6. [IpoBectu orisi caHITapHOTO CTaHy KabiHeTy 1 mpoBiTpuTH ioro. [IpuroryBatu mis podotu
HEoOX1IHUN MaTepial 1 o0agHaHHS.

2.7.IlpoBectn mepeBipky mnpane3natHocTi IIK, BHOEBHMTHCS B CHpPAaBHOCTI €JIEKTPUYHOTO
oOJasiHaHHA, OPITEXHIKK B pOOOYOMY KaOiHETI.

2.8. Ilepexonarucst B Oesrerni poOOYOro MicCIsl, TEPEBIPUTH HA CTIMKICTh 1 CHpaBHICTH MeOi,
NEPEeKOHATHUCS B CTIMKOCTI JJOKYMEHTIB, K1 3HAXOJATHCS 3rPyIOBAaHOMY BUIJIA, @ TAKOXK MEPEBIPUTH
HasIBHICTh y HEOOX1AHIM KUIBKOCTI Ta CIIPAaBHICTh KaHLEISPCHKOTO MPHIIAJJIS.

2.9. BingperymoBatu i 3adikcyBaTi BUCOTY Kpiciia, 3pydHHH Uit ce0e YKIIiH HOT0 CIIMHH.

2.10. YneBHUTHCS, IO TeMIepaTypa TMOBITPsI B MPUMIIIEHH] BiIIOBia€ HEOOXITHUM CaHITapHUM
HOpMaM.

2.11. Tlpu BUSABICHHI HEIONIKIB B po0OOTI oOmagHaHHS abo0 HAsABHOCTI 3laMaHUX MEOIMIB,

MOBIJIOMUTH 3aCTYMHUKY AUPEKTOPA 3 TOCIIOAAPCHKOi poOOTH (3aBrociy) 1 He BUKOPUCTOBYBATHU J1aHE
oOnagHaHHA 1 MeOJTi B IPUMIIIEHH] /10 IOBHOT'O YCYHEHHS BCIX BUSIBJIEHUX HENIOJIKIB.

3. Bumoru 0e3neku mia 4yac po6oTu cekperapsi

3.1. Ilpotsirom po6ovoro wuacy, cekpeTap IMOBHHEH JOTPUMYBaTH CBOE€ pobode Micue B
MpUMaIbHI B YUCTOTI U IOPSAKY.

3.2. Ilix gac poOOTH 3a KOMIT'IOTEPOM, 3 MPHHTEPOM Ta KCEPOKCOM CEKpeTap NOTPUMYETHCS
IpaBUJI eKCIUTyaTallil TEXHOJOTIYHOro o0sagHanHsA. B mporeci poO0TH AOTPUMYETHCS PEKUMIB Mpalli
1 BIIMIOYMHKY.

3.3. Bukonytoun poboTy, HE JOMYyCKAaE 3aCTOCYBAaHHS HECTIPABHOTO €JICKTPUYHOTO OCBITJICHHS, HE
po6OYOro MepcoHaTFHOTO KOMIT I0Tepa, MPUHTEPa, KCEPOKCa, 1HIIOTO €IEKTPUYHOr0 00JIaHaHHS, 1110
3HAXOAUTHCS B POOOUOMY KaOiHETI.
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3.4. llonenne Bosore mnpuUOMpaHHS B NpUIMaTbHI IJUPEKTOpPa MPOBOIUTHCA Yy BiJACYTHOCTI
CeKkpeTaps Ta y4HiB.
3.5. IIpn BuKOHaHHI CBO€i POOOTH CEKpeTap MOTPUMYETHCA BCIX CAaHITAPHO-TITIEHIYHUX HOPM 1
MIPaBUI OCOOMCTO] TiTri€HH.

3.6. Y pasi HecmpaBHOCTI poOodoro oOnajgHaHHA a00 BIAKIIOYCHHS OCBITICHHS CEKpeTap
MIPUIIMHSE CBOIO POOOTY 1 BAMHUKAE BCE 00JIaTHAHHS.

3.7. Cexperapro 3akjiaqy HEOOXIAHO JTOTPUMYBATHUCS 3axXxOJiB O€3MeKH BiJg  YpaKCHHS
SIIEKTPUIHUM CTPYMOM:

— HEe WAKIIoYAaTH A0 eNeKTPUYHOI Mepexi 1 He BIAKIYATH BiJ HEI KOMII IOTEpHE
o0aHaHHA, OPTTEXHIKY, TPUIAAd MOKPHUMH 200 BOJOTHMHU PYKaMH;

— JOTPUMYBATHCS TIOCIIOBHICTh BKJIFOUCHHS 1 BUKITIOUCHHSI KOMIT 0TEpa Ta OPITeXHIKH;

— HE PO3TalllOBYBaTH Ha 00JIaJHAHHI TAIlip, pedyi, 1HII IpeIMEeTH;

— HE 3ajJMIIaTH BKIIOYCHHMMH B €IEKTPHYHY MeEpexy Oe3 Hariisiay KOMIT FTepHE
o0Js1aTHaHHS, MYJIbTUMEIIMHUN TIPOSKTOP, MPUHTEP,IHIITY OPTTEXHIKY.

3.8. [Ipamroroun 3 OPITEXHIKOK CIiI JOTPUMYBATHUCA 3alOO0KHUX 3aXOMAIB BiJl MOPa3KH
SJIICKTPUIHUM CTPYMOM:
— HE BKJIIOYATH B CIIEKTPUYHY MEPEXKY 1 He BIIKIIOYATH BiJ Hel 00iagHaHHS MOKPUMH a00
BOJIOTUMH PYKaMU;
— JIOTPUMYBATHCS TOPSAKY IMIIKIIOYCHHS 1 BIAKIIOYCHHS KOMII'IOTEepa, MPHUHTEPA,
OPI'TEXHIKH;
— He 3aJIMIIATH MIIKIYCHE 0 eICKTPOKHUBICHHS 00J1aIHaHHS 0€3 KOHTPOJIIO.

3.9.He BukopucToByBaTH B NpPHUMIIICHHI KaOiHETY  eNEKTpOHArpiBajJbHI  IpPUIATH:
KHIT ATUIBHUKY, TUTUTKU, €IEKTPOYAiHUKY, TUIOMKH, HecepTHdiKoBaHi MOIOBXKYBadi 1.T.1H.

3.10. B mporieci BUKOHaHHS MOCAJOBUX OOOB’A3KIB JOTPUMYBATHCS BUMOT JAHOI 1HCTPYKIII 3
OXOPOHH TIparli sl CeKpeTapsi Ta 3aX0/1iB MPOTUITIOKEKHOT OC3ITEKH.

3.11. fxmo mix yac poOOTH CTaBCs HEIIACHHWHA BHIAJOK a00 MpAIliBHUK BiITYyB HE3MY)KaHHS 1
MOTIPILIEHHS CTaHy 3/10pOB’s, BIH MOBIJOMJISIE PO 1€ AUPEKTOPY 3aKIaTy, IHKEHEPY 3 OXOPOHHU palli.

4. Bumoru 0e3neKku miciisl 3aKiH4eHHs po0OTH ceKpeTaps.
4.1.Tlicna 3akiH4eHHs poOOTHM CEKpeTap IMOBHICTIO BIAKIIOYAE ENEKTPUYHI MpUiIaIy,
MEPCOHATBHUN KOMIT I0TEp, IPUHTEP.
4.2. ITpubupae poGoye MicIie Bii HEMOTPiOHUX a00 BUKOPHUCTAHHUX MPEIMETIB.

4.3. [licns 3akiH4eHHS poOoTH 3abe3nedye MOTPUMAHHS CAHITAPHUX HOPM 1 JIOTPUMYETHCS
MIPaBUI OCOOMCTO] Tiri€HH.

4.4. TlepeBipsie HasBHICTb MEPBHUHHUX 3ac0o0iB MoOXKexoraciHHsA. I[Ipu 3akiH4YeHHI TepMiHy
eKCIUTyaTarlii BorHeracHuKa HeoOX1THO TiepenaTu Horo ocobi, BIAMOBITANBHIN 3a MOXKEKHY O€3MeKy B
3aKJIa i, A1 MOAAJIbIIOI epe3apsaki. BcTaHOBUTH B MPUMIIIIEHHI HOBUN BOTHETAaCHHUK.

4.5. BieBHUTHCS B MPOTHIIOKEXKHIM Oe3neri MPUMILIEHHS, BUMKHYTH OCBITJIIEHHS 1 3aKpHUTH
KaOlHEeT Ha KJIIOY.

4.6. TIpo BCi HeMOJIKH, IMOMIYeHI TiJ dYac pOOOTH, JOMOBICTH 3acCTYITHUKY JTUPEKTOpa 3
rOCHOJapchbKoi pOOOTH 3aralbHOOCBITHROTO 3aKiIa y (IPU BIACYTHOCTI — 1HIIIH 1OcaoBii 0co01).

5. Bumoru 0e3nexku A5l cekpeTapsi B aBapiiHUX CHTYalisix

5.1. [Ipu BUHUKHEHH] aBapiiHUX CUTYaIlii B IPUITMAaIIbHI:
— TIOBIIOMHUTH aJMIiHICTpaIlil0, TUPEKTOPY;
— TOBiIOMHTH B CITy>KOY MOKEXHOi 0XopoHH 3a Ten. 101;
— BXKHTH HEBIJIKIIQJHHUX 3aXO0(iB II0JI0 €BaKyallii yuHiB 3 MPUMIIICHHS;
— BIIKIIOYMTH  EJIEKTPOMEpPEXY 1 1O MOMJIMBOCTI BHHECTH HAMOUIBII — BaKIUBY
JIOKYMEHTAIII0.
5.2. He mounHatu poOOTY B pa3i MOraHOT'O CAMOTIOYYTTs a00 panTOBOi XBOPOOH.



134

5.3.Ilpy BHHMKHEHHI aBapiHUX CHUTyalild (IPOPUB BOIOMPOBIAHOI CHUCTEMH ab0O CHUCTEMHU
OTIAJICHHS) IOMOBICTH PO MO0 3aCTYMHUKY JUPEKTOPA 3 TOCIOAAPChKOi poOOTH (ITPH BiJICYTHOCTI —
1HIIIH mocaoBil 0c001) 1 Jasi AISTH 3T1IHO 3 OTPUMAHUMHU BKa3iBKaMH.

5.4. IIpu BUHUKHEHHI HETOIAI0OK B pOOOTI €JIeKTpooOIaIHAHHS, TTOSIBI iICKOP, IUMY 1 3araxy rapy
HEraifHO BIJAKIIOYMTH OOJIAJIHAHHS BiJ EJICKTPUYHOI Mepexi 1 JOMOBICTH TPO 1€ 3aCTYIMHUKY
JTUPEKTOpa 3 TOCMOAApChKOi poboTH (3aBrocma). PoOOTYy MOXKHA MPOJOBKYBATH TINBKU TICIS
YCYHECHHSI BHHUKJIUX HETOJIAJIOK.

5.5.B pa3i BUHUKHEHHS TMOXEXI HEOOXIAHO B TMEpHIy 4Yepry €BaKyIOBAaTH CITIBPOOITHHUKIB,
BiJIBiyBadiB, YUHIB 3 IpUAMalIbHI (KEPYIOUYHCh TUIAHOM €BaKyallii 3 MpUMILICHHS) B Oe3leYHe Micle,
3a[IiSITH CUCTEMY OIIOBIIICHHS PO TOXEXKY, MOBIJIOMUTH B TOXKEKHY CIyx)0y 3a Tenedonom 101,
JIOTIOBICTH anMiHicTpamii 3aknany. IIpu BiICyTHOCTI SIBHOI 3arpo3u >KUTTIO NPUCTYIHUTH 0 TaciHHSA
MicIs 3aiiMaHHs 3a JOMOMOT'0I0 MEPBUHHUX 3aC001B MOKEKOTaCiHHSL.

5.6. Y pa3i oTpuMaHHS TpaBMU NOKJIMKATH Ha JIOMIOMOTY, CKOPHCTATHUCS AamnTEeYyKOK MepuIoi
JIOTIOMOTH, 3BEPHYTHUCS 32 MEIUYHOIO JIOTIOMOTOI0 B MEAIMYHKT 3araJlIbHOOCBITHHOTO 3aKJIaTy 1 JJOBECTU
JI0 BiJIoMa TUPEKTOopa 3akiaay (MpH BiACYTHOCTI — 1HIIIM MocaioBiif 0co01).

5.7.Y pa3i oTpuMaHHS TpaBMHU IHIIOK OCO0OK0, HAJATH MOTEPHUIOMY MEpIly TOIMOMOTY,
BUKJIMKATH IIKUIbHY MeacecTpy (abo JOCTaBUTH MOTEPIJION0 B MEAINYHKT), B pa3i HE0OXiIHOCTI,
BUKIIMKATU IIBUJIKY MEIUYHY JOMOMOTY, JIOMOBICTH MPO T€, 110 TPAMMIOCS TUPEKTOPY 3aKiany (mpu
BIZICYTHOCTI — 1HIIIf TIOCaIOBii 0C001).

5.8. ¥ pazi 3arpo3u ab0 BUHUKHEHHS MICIl HEOE3IEYHOr0 BIUIMBY TEXHOTEHHOTO XapaKTepy
nisity BianoBiaHo no [lmany eBakyaiii, iHCTPYKIIl PO MOPSAIOK il y pasi 3arpo3u Ta BUHUKHEHHS
HC texHorenHoro xapakrepy.

Po3pobsieHo:
[HXKeHep 3 OXOPOHH Tparli h—-/ Amnaromiit JIVKIH

(nocana KepiBHUKA MiAPO3ALTY) (mianuc) (npi3Buiie, iHiLianH)




