MIHICTEPCTBO OCBITH I HAYKH YKPATHH
Kam'anenb-Iloginbcekuii paxoBuu KoJsie K 6yAiBHHITBA,
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IHCTPYKIIA 3 OII Ne 36
Cexkperapss HaBYAABHOL YaCTHHH



IncTpykuis
3 OXOPOHH Mpalli 15 CeKpeTapsi HaBYaIbHOT YaCTHHH

1. 3aranbHi moJoxkenus Gesnexu i oxoponn npagi AJis ceKpeTapsi HABYAILHOI
YACTHHH

I.1. IncTpykuisi 3 oxoponu npaui aus CeKpeTapsi HABYAJALHOT YacTuun ( JaaJi-
cekpeTapsi) po3pobiieHa BianoBizHO a0 3akoHy Vkpainmu «IIpo oxopony mnpaii»
(ITocranoBa BP Vkpainu Big 14.10.1992 Ne 2694-X1I) B penakuii iz 20.01.2018 p,
Ha ocHOBI «IlonoxenHs mpo po3pobky IHCTPYKIiH 3 oXOpoHH mpami»,
saTBep/KeHoro Hakasom Kowmitery mo marnsay 3a oxopoworo npauni Minicrepcrsa
npaui Ta CoLiaabHOT MOJITHKH VYkpainu Big 29 ciuas 1998 poky Ne O B penaxuii Bin
01 Bepecns 2017 poky. :
1.2. Tuctpyxkuist 3 0XopoHu mnpatli po3pobieHa s CeKpeTaps 3aKkiajay OCBITH.
1.3. Pobounm micuem CeKpeTapsi € HaB4YaJlbHa YacTHHA 3aKiaay ocsiTH. HaBuanpua
HacThHa 00JajHaHa KOMII'IOTEPOM, IPHHTEPOM, KCEPOKCOM, CTOJIOM, CTITBISIMH IS
npuiAoOMy BiaBinyBauiB, mwadamu i s 36epiranus igmoi JIOKyMeHTaIil.
1.4. Jlo poboru cekperaps JOMycKalOThCH OCOGH 33 HASBHOCTI npodeciiiHoi a6o
CepPeHBOI (BULIOT) OCBITH, HAABHOCTI MEAMYHOT KHHKKH 3 JIOMYCKOM J10 poOOTH.
1.5. Cekperap perynspro, 1 pas Ha pik, IPOXOAMTH OGOB'S3KOBHiL MeUYHHI
PO UIAKTHYHHA OTJISI.
1.6. Cexperap npu npuiiomi Ha poGOTy NOBMHEH MPONTH BCTYIIHHH IHCTpYyKTaXK |
IHCTPYKTaX 3 OXOPOHH Tpaui Ijisi cekpetaps Mia yac poboty, mo ¢ikcyerses y
BIAMOBIAHKX JKypHanax o6MiKy IpoBeieH s IHCTPYKTaXKiB 3 MUTAHS OXOpPOHH.
1.7. Cexpetap noBHHEH 3HATH II0CAA0BY iHCTPYKILIO i CTPOro JOTPUMYBATHCS BCIX 11
M0JIO)KEHb, BUMOT Ta ITpaBHIl. _
1.8. Cekperap mnoBuHeH OyTH o3HalioMIeHMIT i3 CraryroM 3aknamy OCBiTH,
MpaBHIaMH BHYTPILIHBOIO TPY/I0BOIO PO3IOPSIKY, KOJIEKTHBHUM JOTOBOPOM.
[.9. OcHOBHMMH IIKiTHBUMH 1 HeGe3neuHUMHU /1715 3/10POB'Sl YUHHUKAMH TIPU pobOTI
CeKpeTapsi €: HasBHICTh Komm'loTepa 3 kabessimu eJleKTpoeHeprii Hanpyrowo 220
BOJILT, BIUIMB €JIEKTPOMArHiTHOIO IO/ CHCTEMHOrO 6JIOKY i MOHiTOpa KOMIT'FoTepa.
1.10. Ilpy poGoti na koMm’rorepi MOXKYTH BIUIMBATU _HA CEKPeTaps HACTYIIHI
Hede3neuni Ta WKiUMBI BUpobHu4i hakTopn: Oiznumi:

[iJABALIEHHH PiBEeHb IIyMYy Ha poGoYOMy Micwi;

MiIBUILIEHE 3HAYECHHS] HAnpyrud B CIICKTPHUYHIA MepeKi, 3aMKHEHHS SKOI MoKe

[TPOUTH Yepe3 TiJIO JIIOAUHH;

[ BUIIEHHUH PiBEHb CTATHYHOTO eNIeKTPOIOCTAYAHHS;

Ni{BUILCHAH PiBEHD €1IeKTPOMArHITHOTO BHIIPOMIHIOBAHHS,

MIABHIIEHA HAMPYTa eJIEKTPHYHOTO MOJIS;

HECIIPUATIIMBI YMOBH OCBIT/ICHHS.
Icuxodizionoriumi:

(i3MYHI HABAHTAXEHHS CTATMYHOT Ta JMHAMIYHOT il

HEPBOBO - MCUXI4YHI HABAHTAKEHHS.
1.11. CriBpoOITHUK, SIKHIT 0NYCTHB HEBUKOHAHHS 200 MOpYIUIEHHS Li€T IHCTPYKIiT 3
OXOPOHH TIpalli Juisi ceKpeTaps 3akijajy OCBITH, MPUTACYETBCA O JUCLHUILTIHAPHO]
BIANOBiAILHOCTI  BinnosinHo a0 Craryry, Ilpasun BHYTPILIHBOrO TPYZOBOIO




. :
pO3NOPAAKY, TPYIOBOIO 3aKOHO/JABCTBA YKpAiHH 1, IpH HEOOXiAHOCTI, IPOXOAUTD
1M03a4eproBy [epPeBIpKy 3HaHb BCTAHOBICHHX HOPM i IPAaBHJI OXOPOHH MpAli.

1.12. Cexperap noBuHEH NPOWTM HABYAHHSA | MATH HABMYKH HA/@HHS IEPLIO]
JONIOMOTH NMOCTPAXKAATHM, 3HATH MOPANOK Aii Y pa3i BUHUKHEHHs MOXKeXi Y iHmol
HC i eBakyauiii.

2. Bumorn Ge3nexH 1Jisi ceKpeTaps nepea No4aTkoM poGoTH

2.1. Ilepen moyaTkoM poGOTH CeKpeTap mepeBipse HUTICHICTH 3aMKiB Ha ABEpsiX,
madax, ceHdi, HTICHICTh BIKOH, Bi3yaJbHO BH3HAYAE CIIPABHICTh OCBITJIFOBAJIbHUX
NpusIaiiB, BAMHKA4iB, €JIEKTPHYHOT IIPOBOIKH, COpaBHICTh 00JaHAHHS.

2.2. Tlepex mnouarkoM poBOTH CeKpeTapi0 HEOOXiAHO BKIIOYUTH MOBHICTIO
OcBiTIeHHS B poGoyoMmy KabiHeri i nepekoHaTHcs B crpaBHiii po6oTi BCix
CBiTW/IbHHMKIB. HaliMeHIa OCBiTIeHiCTs po6OYOro MiCLs MOBMHHA CTAHOBHTH: npu
JIFOMiHECLIEHTHHX JlamMnax - He MeHe 300 sk (20 B1/kB.M).

2.3. YneBHMTHCS, WO KOMyTaliifHi KOPOGKM 3aKpWTi, eNeKTPHUYHI pO3ETKH i
BHMHKayi 6€3 MoImKo/KeHb (TPilyH i BiKOMIB), a TakoXk 6e3 OroJeHHX KOHTAKTIB.
2.4. Jlnst 3amobiraHHsl OTPUMAHHS eJIEKTPOTPABMH, CEKPETapio 3a00pOHSETHLCS
CaMOCTIHHO YCyBaTH BHABIICHI HOpYLIEHHS €l1eKTpoGesneKH.

2.5. Ilposectu oris caHiTaApHOTO CTaHy KaGiHeTy i MPOBITPUTH HOro. [TpuroryBatu
a1 poboTh HeoOXiMHUM Martepial i obnanHaHHS.

2.6. Ilposectn mnepeBipky mpauesgatHocti IIK, BmeBHHTHCS B CIIPaBHOCTI
eJIEKTPUYHOTO 00J1a/IHaHHA, OPITEXHIKH B pobouomMy kabiHeTi.

2.7. Ilepexonarucs B Gesneni po6o4oro Miclist, nepeBipuTH Ha CTIHKICTB 1 CPaBHICTH
MeOJli, TepeKoHaTHes B CTIHKOCTI JOKYMEHTIB, SIKi 3HAXOIATHCS 3rpyIOBaHOMY
BUIIA/AL, a4 TaKOX MNepeBipUTH HasABHICTh y HeoOXiiHiii KiabKOCTI Ta CIIPaBHICTh
KaHIEIAPChKOTO TIPHITa IS

2.8. Bigperymosaty i 3adikcyBaTH BHCOTY Kpicna, 3pyuHuii juis cebe YKJIIH HOro
CITHHH.

2.9. ViieBHuTHCS, 10 TeMIepaTypa MOBiTPS B MPHMIIIEHH] BiAMOBiAac HEOOXITHIM
CaHITApHUM HOpPMaM.

2.10. Ilpu BusiBeHHI He#oOMKiB B po6oTi o6najHaHHA a60 HASBHOCTI 3IaAMAHHX
MeOJIIB, MOBIJJOMUTH 3aCTYIHHKY IHpEKTOpa 3 a/IMiHICTPaTHBHO-IOCNOIAPCHKOT
pobOTH i He BUKOPHCTOBYBATH JlaHe OGNafHaHHs i Me6Ii B MPUMILIEHH] 10 MOBHOTO
YCYHEHHs BCIX BUSIBICHHUX HEJIOJIIKIB.

3. Bumoru Gesnexs nix uac po6oTn cexperaps

3.1. TIpotsirom poGodoro vacy, cekperap MOBHHEH JOTPHMYBATH CBOE poboue MicLe
B NIpUAMAJIbHI B YHCTOTI ¥ NOPAAKY.

3.2. Ilix wac pobGoTH 3a KOMI'IOTEPOM, 3 NpPHHTEPOM Ta KCEPOKCOM CceKpeTap
AOTPHMYETLCS  TIPABUII  €KCIUTyaTallii TeXHOJOTiYHOro obnagHanHs. B npoueci
pOOOTH IOTPUMYETECS PEXKAMIB TIpalli i BiMOUHHKY. .
3.3. Bukonyrouu poGoTy, He JIOIycKae 3aCTOCYBAHHS HECIPABHOIO CIIEKTPUYHOTO
OCBITJICHHSI, HE POGOYOT0 NMEPCOHAIBHOIO KOMI'TOTEpa, IIPHHTEPA, KCepoKca, IHIIOTro
CIEKTPUYHOTO 00J1a/IHAHHS, 110 3HAXOAUTLCS B pOGOYOMY KabiHeTi.

3.4. lllonexnHe Bosiore NpUGUPAHHS IPOBOAMTLCS y BiJICYTHOCTI cekperapsl.

3.5. Tlpu BuKoHaHHI CcBo€i poboTm cekperap AOTPUMYETLCS BCIX CaHITAPHO-
ririeHIYHAX HOPM 1 IpaBII OCOOUCTOT Tiri€HH.




3.6. ¥ pasi mecnpasHocti poGodoro obsajHaHHA a60 BiAKIIOYEHHS OCBITJIEHHS
CEeKpeTap NpHUIHHSE CBOKO poOOTYy | BAMHKAE Bce 00IaiHaHHS. '
3.7. Cexperapio  HeOOXiIHO JIOTPUMYBATHCS 3aXOJiB  Oe3nexu BiJl _ypaXXeHHs
ENEKTPUYHHAM CTPYMOM:
« He MIKII0YaTH 10 eNeKTPHYHOI Mepexi i He BiAKII0uaTH Bin Hel KOMIT'IOTepHE
obJ1a/iHaHHsl, OPITEXHIKY, IPUIIATH MOKPHMH 260 BOJIOTHMH pykamu;
* JIOTPUMYBATHCSI IOCHIJOBHICTE BKJIOYEHHS 1 BHKIHOYEHHS KOMI'IoTepa Ta
OPITeXHIKH;
* HE PO3TAIIOBYBaTH Ha OOJIaHAHHI narip, pedi, iHmi npeameTy;
* HC 3AIMIIATH BKIIOYCHHMU B €EKTPHUHY Mepexy 0e3 Harmsay komm'loTepHe
obJiaiHanHs, MyIBTUME I HHMI NpoeKTOp, MIPUHTEP,iHITY OPITEXHIKY.
3.8. [Ipamiooyn 3 OprrexHikol ciil AOTPUMYBATHCS 3aMOGIKHIX 3aXO0iB  BIJ
[OPA3KY €JAEKTPHYHHUM CTPYMOM:
* HE BKIIOYATH B EJICKTPHYHY MEpEeXy 1 He BiAKIIOYaTH Bijy Hel o6namHaHHs
MOKpHMH ab0 BOJIOTHMH PYKaMH;
* MOTPHMYBATHCS NOPA/KY MiAKIOYEHHs i BiJKMIOYEHHsS KOMIT'IOTepa, NpHHTEpa,
OpPTITEeXHIKH;
 He 3AIMIIATH NiIKITI0YCHE IO eJIEeKTPOXKUBIICHHS 06/1a1HaHH s 6e3 KOHTPOJIIO.
3.9. He BuxopuctoByBaTH B mpuMmilienni kabixery €JIEKTPOHArPiBAIbHI MPHIIALIHK;
KHIT'STUILHUKH, IUINTKH, €IeKTPOYaitHHKH, HecepTH(IKOBaHI NOAOBXKyBayi i.T.iH.
3.10. B mpoueci BHKOHaHHS MOCANOBHX 0OOB'S3KiB AOTPUMYBATHCS BUMOT JaHOI
IHCTPYKIIii 3 OXOPOHH Ipaui I CeKpeTaps Ta 3aX0/iB IPOTUIIOKEKHOT Oe3ImeKH.
3.11. Sxwo nix yac poGOTH cTaBcs HELIACHHH BHNAAOK a6o NpaniBHUK BiuyB
HE3/y’KaHHs | MOTIPIIeHHS CTaHy 3/10pOB'S, BiH TOBiOMIIsIE 0po 1€ IUPEKTOpY,
IH)KEHepy 3 OXOPOHH Ipalli.

4. Bumorn Oesnexu nicas sakindennst po6oT cekperapsi.

4.1. ITicns 3akinvyeHHs poboTH CeKpeTap MOBHICTIO BijKiouae €JICKTPUYHI NPUIAIH, |
NEPCOHAIbHUHE KOMIT'IOTEp, IPUHTEP.

4.2. Ilpubupae poboue micue Bij HenoTpiGHHX a60 BUKOPUCTAHUX IIpEMETIB.

4.3. Ilicns 3akinveHHs poborn 3abesneuye JOTPUMAHHS CaHITADHUX HOPM |
JOTPUMYETBCS ITPABHIT OCOOMCTOT ririeHH .

4.4. llepeBipse HasiBHICTb MEPBHHHUX 3aCO0IB IMOKEXKOIACIHHSL. Ilpu 3akiHuensi
TEPMiHY  eKCIUTyaTalii BOTHeracHHKa HeoOXiIHO nepefati  #oro  ocobi,
BIAMOBIJANBHIH 32 MOXKEXKHY Oesneky B 3aknaji OCBiTH, Il [OAA/IBIIO]
nepesapsi/iki. BCTaHOBUTH B IpUMIlIeHH] HOBHI BOMHEracHHK.

4.5. BrieBHutHCA B NpOTHNONKeKHIH 6esneni npuMileHus, BUMKHYTH OCBITJICHHSI |
3aKPUTH KaOlHeT Ha KJIOY.

4.6. Ilpo Bei Heyoniky, moMideHi mig yac po6GOTH, TOMOBICTH 3aCTYNHUKY AUpPEeKTOpa
3 a/IMIHICTPATHBHO-TOCIIO/IAPCHKOI pOBOTH 3aKIIafy OCBITH (npu BiICYTHOCTI — iHLI
1nocaioBii ocobi).

S. Bumoru Gesnexu st cekperaps B aBapiiiHux CHTYyaulisIx

‘ 5.1. Ilpn BuHMKHEeHH] aBapi¥HUX cUTVaLiH B NpUiiManbHi:

* TOBIIOMUTH aJIMiHiCTpaLit0, AMpPeKTOpY;

¢ IMOBIJIOMHTH B CIy’K0y MOXKEXHOT 0XOpOHH 3a Te. 101;

* BIKWTH HEBIAKJIAJHUX 3aXO0/iB 11010 eBakyatlii 3100yBa4iB OCBITH 3 [IPUMILICHHS,




* BIJKIIOYMTH €JIEKTPOMEPEXY i 10 MOXKIMBOCTI BMHECTH HAMGiIbLI Ba)KITUBY
JOKYMEHTAIII0.

5.2. He nounnatu poGoTty B pasi norasoro camono4yTrs abo panToBoi XBOpo6H.
5.3. llpu BUHHKHEeHHI aBapifiHUX CHTyamiii (mpopuB BomompoBiaHOi cHcTemMu a6o
CHCTEMH  ONAleHHs) JOMOBICTH NP0  MOAIK0  3aCTYITHHKY JMpeKTopa 3
a/IMiHiCTPaTUBHO-TOCIIOAAPCHKOT po6OTH (IPH BiACYTHOCTI - iHIifH 110ca10Bii 0cobi)
i mani AisTH 3riHO 3 OTPUMAHUMH BKa3iBKAMH.
5.4. Ilpn BUHMKHEHH] HEMoNafoK B poGoTi eneKTpoobianHaH s, TTOSBI ickop, UMy i
3anaxy rapy HeraiHo BiJKIIOYMTH 06T HAHHS Bif eNEKTPUYHOI MEpexi i N0MOBICTH
fIpO M€ 3aCTYNHHKY JAMPEKTOPa 3 a/IMiHICTPAaTHBHO-TOCIOAAPCHKOI POBOTH. Poboty
MOXHa NPOJIOBXKYBATH TUILKHU MICIS YCYHEHHS BUHHKIIHX HEIOaI0K.
5.5. B pasi BHHUKHEHHS TOXeXi HeoOXinHO B nepuly 4Yepry eBaKylBaTH
CHiBpoOiTHUKIB, Bi/BIyBayiB 3 HABYAIBHOT YACTHHH (Kepyrounch IUIaHOM eBaKyartii
3 IpuUMillleHHs) B OesmeuHe Micue, 3amisTu CHCTEMY OIIOBILLEHHS MPO ITOXKEKY,
TOBIIOMHTH B TIOXeKHY Ciyx6y 3a Temeposom 101, momosictw aZMiHicTparii
3aKafy ocsitd. Ilpu BincyTHOCTI SBHOT 3arposm uTTIO HOPUCTYNUTH 0 raciHHs
MicLsl 3afiMaHHA 3a OIIOMOI'OKO IIEPBHHHMX 3aC061B MOJKEKOraCiHHSL, ‘
5.6. Y pasi oTpuMaHHs TpaBMH TIOKJIMKATH Ha JIOTIOMOTI'Y, CKOPUCTATUCS aIllTEeYKOKO
[epILlol TOTIOMOTH, 3BEPHYTHCS 32 MEAUYHOIO JIONOMOTOIO B MEAINYHKT 1 JIOBECTH /10
BiZloma JiupekTopa (Ipy BiZCYTHOCTI - iHIIiMN MocafoBiii ocobi).
5.7. Y pasi OTpUMaHHS TpaBMH iHLIOK O0COGOIO, HALATH HOTEPILIOMY MepIiry
A0TIOMOTY, BUKIIMKATH MEAU4HY cecTpy (a0 JOCTAaBUTH MOTEPIILIONO B MEAMYHKT), B
pa3i HeoOXiIHOCTI, BUKJIMKATH LUBH/KY MEJUYHY JI0MOMOTY, JOMOBICTH Npo Te, 110
TPaIUiIoCa MpeKTOPY (IpH BIACYTHOCTI - iHILIi mocaoBiit 0cobi).
5.8. V pasi 3arpo3u abo BHHMKHEHHS Micus HeGe3NeuyHOro BIUIUBY TEXHOI'€HHOI'O
XapakTepy JisTi BiAnosiaHo 1o Iiany eBakyauii, iHcTpyKiii Ipo MOPANOK Al y pasi
3arposu Ta BunMkHeHHs: HC TexnorenHoro xapakrepy.
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